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1. IlepeyeHb KOMIIETEHIHII ¢ YKa3aHHeM 3TanoB uX GopMUPOBaHHsI B Mpollecce OCBOEHUsI 00pa30BaTeIbHON MPOrpaMMbl, ONHCAHUE

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

Ilepeyenb KOMIETEH-
119707

IToka3zaTenn oneHNBAHUSA
KOMIIeTeHIN

Kpurepun oneHuBaHusI KOMIIeTEHIMH

Jrtansl popmMupo-
BaHUS KOMIICTEH-
1107071

MIxaJja oneHUBAHUSA

CnocoOHOCTh paboTaTh C
pa3uyHBIMH  UHOpMa-
IIHOHHBIMU pecypcamu |
TEXHOJIOTUSIMH,  TIPHME-
HATH OCHOBHBIC METOJIbI,
CIocoObI U CPEeACTBa IO-
JTy4eHHsl, XpaHCHHUs, I10-
UCKa, CHCTEMAaTU3allny,
00paboTKH W Tmepeaayu
urdopmaruu (OK-12)

— 3HAeT NOHATUSA U TEXHO-
Joruu paboOThl B TEKCTOBOM
U TabJIMYHOM MpoIeccopax,
B IporpaMme MOATOTOBKU
npe3eHrauuii, B cetu WH-
TEpHET;

— YM€eT HMCIOJIb30BaTh TEK-
CTOBBIM M TaOJUYHBIN TIPO-
LIECCOpPBl, MPOrpaMMy MOA-
TOTOBKM NIPE3EHTalui, II0-
HCKOBBIE cucTeMbl MHTEp-
HeT 111 00pabOTKH TEKCTO-
BOI, rpaduueckoil, uucio-
BOM u TabmuyHOM WHGOP-
MalllH;

— BIaJeeT TEXHOJOTUSIMU
paboThl B TEKCTOBOM U Tab-
JUYHOM IIpolieccopax, B
nporpamme MOATOTOBKU
MpE3EHTAalNi, B MOUCKOBBIX
cucteMax cetu MlHTepuer

— 3HACT HEKOTOPbIE IOHATHS U TEXHOJOTUU
paboThl B TEKCTOBOM M TaOJIMYHOM IIpoLiec-
copax, B IIpOrpaMMe€ INOATOTOBKHM IIPE3EHTa-
umii, B cetu HTEpHET;

— yYMeeT NpU IOMOUIM IpPENnoJaBaTeNs HC-
MOJIb30BaTh TEKCTOBBIA W TAOJWYHBIM MPO-
L[ECCOPBI, MPOrpamMMy MOArOTOBKHU IPE3EHTa-
LU, TTOMCKOBBIE cucTeMbl HTEpHET 11 00-
pabOTKH TEKCTOBOM, rpaguuecKkoi, YUCIOBOH
1 TaOJIUYHON MHPOpMAIHH;

— BJIaJeeT M0 HMHCTPYKLUUU MPENoAaBaTess
TEXHOJOTHSIMU pabOThl B TEKCTOBOM U Tal-
JIMYHOM IIpoLiECCOpax, B MPOrpaMme IOATO-
TOBKM IPE3EHTALNM, B MIOUCKOBBIX CHUCTEMAX
cetu MuTepuer

HauanpHb1i

YIOBJIETBOPHTEIHLHO
(61 — 75 6amoB)

— 3HAET OCHOBHBLIE IOHSTHS U TEXHOJOTHU
paboThl B TEKCTOBOM W TaOIWYHOM IIpoIliec-
copax, B MpOrpaMMe IOJTOTOBKH IPE3eHTa-
umii, B cetu MHTEPHET;

— yMEET CaMOCTOATEIHbHO B OOJBIIMHCTBE
CIIy4aeB HCIOJb30BaTh TEKCTOBBIM M TaOIMy-
HBI TIPOIECCOPBI, MPOTrPAMMY IOJATOTOBKH
MIpe3eHTAIH, TOUCKOBBIE CHCTeMbI IHTepHET
Uit 00paOOTKM TEKCTOBOW, Tpaduueckoi,
YHCIIOBOW U TaOMUYHON HHPOpMAITUH;

— BJIAJCET CaMOCTOSTEIBHO B OOJBIIMHCTBE

OCHOBHOIT

XOPOIIIO
(76 — 90 6ammoB)

3




Hepeqeﬂb KOMIICTCH-

IToka3aTenu oeHMBAHUA

KpnTepml OIlCHUBAHMSA KOMIIETEHIIHI

dranbl popmMupo-
BaHMs KOMIIETEeH-

HIxaJjia oneHUBaAHUA

119707 KOMIIeTeHIN "
Ui
CIIy4aeB TEXHOJOTHUSMU PAbOTHI B TEKCTOBOM
U TabJIMYHOM IIpoIleccopax, B MPOrpaMme
IIOATOTOBKH npe3eHTauH171, B IIOHUCKOBBLIX CH-
cTtemMax cetn MIHTepHeT
— 3HACT IIOHATHA MU TCXHOJOI'MHU pa6OTBI B 3aBepmafomHﬁ OTJIMYHO

TEKCTOBOM U TaOJMYHOM TpoOIleccopax, B
IIporpaMMe MOJArOTOBKH IPE3EHTALNM, B CETH
HuTepHer;

— yYMEeT UCHOJIb30BaTh TEKCTOBBIA U TaOIMU-
HBI TMPOLECCOPBI, MPOrpamMMmy MOATOTOBKH
MpE3EHTalM, TOUCKOBBIE CUCTEMBI IHTEpHET
U1 00pabOTKHM TEKCTOBOM, Tpaduueckoi,
YHCIIOBOM M TabnmuHON HHPOpMAaLNH;

— BJIAJICET TEXHOJIOTHSIMH PaOOThI B TEKCTO-
BOM U TaOJIMYHOM Hpoleccopax, B Iporpam-
M€ IOATrOTOBKU IPE3EHTAlUH, B IOMUCKOBBIX
cucreMax cetu MlaTepuer

(91 - 100 GammoB)




2. MeTtoanuyeckHne MaTepuajbl M THIIOBbIC KOHTPOJIbHbIC 32/1aHUSI, HEOOXOAUMBIE JJI5 OLleH-
KH 3HAHUI, YMeHMii, HABBIKOB M (MJIM) ONBITA J1eSATeJLHOCTH, XapaKTepHU3yIOIUX 3Tanbl GopmMu-

poBaHus KOMIIeTEHIINii B nmpouecce 0CBoCHU OﬁpaSOBaTe.ﬂbHOﬁ NMporpaMmmal

2.1. TunoBbIe KOHTPOJIbHBIC 3a1aHUS, UCITOJIb3YEMbIE JIf IPOBCACHHUSN BXOAHOI'0O KOHTPOJIsA

1. B nporpamme MS Word nabepute Tekct: «PenakTupoBaHHE TEKCTOBOrO JoKymeHTa. [Ipu BBO-
7€ TEKCTa C KJIaBUATYPbl MOTYT BKPACThCS OMMOKU. Bce BO3HHKAIONIME OMITMOKU MOXHO pa3/IeiWTh HA
TP THUIMA: JIUIIHUN CUMBOJI, HEBEPHBI CUMBOJI, MIPOIMYILEHHBIM cuMBOJ. [l ycTpaHeHusl OmUOOK Hc-
MOJIB3YIOTCS COOTBETCTBYIOIIUE TEXHOJIOTHH: yaJeHHe, 3aMeHa, BCTaBKa. [I[puMeHeHue epeuncIIeHHBIX
METOJIOB MTOMOXET BaM OTPEAAKTHUPOBATh BBEIEHHBIN TekcT. [locie ycTpaHeHus: omuOOK TEKCT MOXKHO
MCIIOJIb30BATh JJIsI CO3aHUS TEKCTOBOTO JIOKYMEHTA. )

OdopmuTe 3arojoBOK MOTYKUPHBIM HIpudTOM pazmMepoM 14 mo meHtpy. OCHOBHOM TEKCT pas-
OeiiTe Ha TpH ab3ara. B kaxa0M MpeIioKeHUH BBICITUTE TIIaroyibl MO JYepKHYThIM mpudToM. Crenaiire
oOpamiieHue JTBOMHOW JTMHHENW M TOHUPOBKY TEKCTA 3€JCHBIM I[BETOM. YCTAaHOBUTE BBIPABHHUBAHUE I10
LIMpUHE. Y CTAaHOBUTE OTCTYIIBI: cripaBa — 1,4 cM, cieBa — 2 ¢M, IepBOM CTPOKU — 1 cM. YcTaHOBUTE MEX-
CTPOYHBIA UHTEPBAJ 2 JIMHUMU.

BcraBbTe B JOKYMEHT TOTOBYIO KQpPTUHKY C H300paKEHUEM KOMITHIOTEPA.

2. B nporpamme MS Word co3naiite u HaneuaTaiTe TabIuIly, TJe OTpaXeHbI HEOOXOAUMbIC BaM
CBEJICHHS O BAIIUX JPY3bIX U 3HAKOMBIX, HApUMEp GaMuIvs, UMs, aapec, Homep TenedoHa, IeHb POxK-
JICHUS | TIp.

3. Cospaiite B mporpamme MS EXxcel Tabnuiry pacuera CTOMMOCTH BCEX MPOAYKTOB, HUCIIOJIb3Ye-
MBIX JJIS IPUTOTOBJICHHS 3aBTpaka, 00eqa 1 y)KMHA B JOME OT/IbIXa (Ha OJIHOTO YEJIOBEKa).

4. Cosnaiite B mporpamme MS Excel Tabnuiry ycrieBaeMOCTH HECKOJIBKHX YYCHHKOB IO Pa3HBIM
npenMeram. [IpeacraBpTe JaHHBIC B BUJE TUATPAMMBI.

5. Otkpoiite ¢aiin «Buenpenne HUT B oOpazoBanue». [Ipounraiite Texcr. Co3naiite npe3eHTa-
LU0 U3 4 caiiioB, UCTIOB3Ys MA0IOHBI 0popMiteHHUs, 3 (HEKThH aHUMAIIUU, CMEHY CIIaliI0B.

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

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

2.2.1. IlpuMepHbIii nepeyeHb BONPOCOB K 3a4eTy

1. Buabl HHCTpYMEHTAIBHBIX CPEACTB MHPOPMAIIMOHHBIX TEXHOJIOTUN, UCTIOIb3YyeMble sl 00pa-

O0TKM TEKCTOBOM MH(OPMALIUH.

Kputepuu 1uis Be160pa NporpaMMHBIX MIPOYKTOB € HENbI0 MOJATOTOBKH TEKCTOBBIX TOKYMEHTOB

B o(hrice KOMITaHWH.

Bo3MoxHOCTH TaOIMYHOTO MpoIieccopa Ui aHAIH3a U YIIPaBIECHUS TaHHBIMHU.

OcHOBHbIE HaNpaBJICHUS METO0B 00PaOOTKU U XpaHEHHsI TaHHBIX.

OcHoBHBIE 3Tanbl co3aanus b/I.

[Tonstue npezenrannu. Haznauenne u ocHoBHbIe ¢pyHKIMu MS PowerPoint.

Cosznanue u opopmienue ciaiiga. Hactpoiika aHuMaIuu 3IeMEHTOB claiina.

Hactpolika nepexonoB mexnay ciaiigamu. [IpocMoTp cnaitjos.

JleMoHCTpaius npe3eHTaluu.

0. OcHOBHBIE KOMIIOHEHTHI HH()OPMAIIMOHHBIX ¥ TEJICKOMMYHUKAIIMOHHBIX TEXHOJOTHH.

11. OcHOBHBIE KOMITIOHEHTHI aMMapaTHOTO 00ECTEYeHNS TEICKOMMYHUKAIIMOHHBIX BBIYUCIUTEIHHBIX
ceTei.

12. Bo3MOXHOCTH TTI00ATBHBIX CETEBBIX TEXHOJOTHI B peaU3aliyi MeXAYHAPOIHONU SKOHOMUY -
CKOH JEeSITEIILHOCTH.

13. OcHOBHBIEC HACTPOUKH MPOTPAMM IIIEKTPOHHOMN MOYTHI AJIsi OCYIIECTBICHUS KOMMYHUKAIIHH.

N
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2.2.2. IlpuMepHoOe 3a1aHKMe HA 3a4eT

buner Ne

1. OcHoBHEIe dTanbl co3manus bJI.

2. JleMOHCTpaIus IPe3eHTAIIHH.

3. B nporpamme MS Excel nabpars Tabaumy u paccyutaTh 10 yKa3aHHBIM (HOpMYyJIaM JUIS ISATH
yenoBeK. ['padsl 3 1 7 BRIBECTH HA 9KpaH ¢ OJHUM 3HAKOM I0ciie 3ansaToil. Bee octanbHble rpadsl ¢ 1BY-
Ms 3HaKaMH I10CJIE 3aIsITOMH.

Pacuer 3apaboTHOM m1aThl Opuraasl Ne
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['pader 1-4, 7, 11 aBASIOTCS UCXOIHBIMU JAHHBIMHU U BBOJAATCA B TaOJNHIly C KIaBUATyphl. Takxke
HE0OXO0IMMO BBECTH JTFOOYIO CYMMY B KJIICTKY JUIsI OOIIIEH 3apIuIaThI.

[Hauucneno moBpemenno| = [Tapudnas craBka] * [Yacsi]
[Kon-Bo 6anmnoB] = [Hauucneno nospemenHo| * [PacueTHslil koaddpumeHT 3pPeKTUBHOCTH |
[Koadhdumment pacnpenenenus ocrarka] = [O6mmas 3apruiara Ha opurany] : [2 (Kox-Bo 6amios)]
[Hons xaxmoro wiena Opuransl| = [Kon-Bo 6amios] * [Koaddunuent pacnpenenenus ocrarka)
[UToro HauucieHo 3a otpaboTanHble yachl] = [lons kaxxaoro uineHa 6puranel]| + [[lomnaTa HecoBepIeH-
HOJICTHUM].

4. Cnenaiite pucyHOK B rpa)udyeckoM pelakTope U 3aapXuBupyiTe ero. Hamummure nmucbMo Ha
cBOOO/IHYIO TeMy B TeKCTOBOM mporieccope. Co3maiire cooOuienne 6e3 tekcra. [lomecture B Hero co-
3/1aHHbIE (DaliIBl M OTOILIMTE MUCHMO CaMOMYy cele.

2.3. MeToauueckue MaTepuaJibl 1 TUMOBBIC KOHTPOJIbHBIC 3aJaHUsl, UCIIOJIbB3YEMbIE JIJISI TE-
Kylmiero KOHTpoJs mo IMCumiJnHe

2.3.1. MeToauyeckne MaTepHaJbl, HCIOJb3yeMble ISl TEKYLero KOHTPOJIsI 3HAHMIA 1O A C-

HUIJINHE
HaumenoBanue oue- Kparkas xapakrepuctuka ouenounoro | IlpeacrasiieHue o1ieHOYHOI0
HOYHOIO CpeacTBa CpeCTBa cpeacrtBa B ponae
KonTtpomnbHblit onpoc KoHnTponsHslil onpoc — 310 MeTox oueHky | [IpumepHbIil nepedeHs BOIpo-

YPOBHSI OCBOCHMSI KOMIIETEHIIUH, OCHO- | COB K 3a4eTy U DK3aMEHY
BaHHBII Ha HemocpencTBeHHOM (Oecena, | Bompockl, BEIHOCHMBIE Ha ca-
WHTEPBBIO) WM OMOCPEIOBAHHOM (aHKE- | MOCTOATEIbHOE U3YUCHUE

Ta) B3aMMOJCHCTBUU TpemojaBarens u | 3aJaHus i1 CAaMOCTOSTEIHLHOM
CTyneHTa. VICTOYHHKOM KOHTPOJIS 3HAHUH | pabOThHI

B JJAaHHOM CJIy4ae CIIY)KUT CIIOBECHOE WU
MHUCbMEHHOE CYK/ICHHE CTYJICHTa
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HaumenoBanue one-
HOYHOI0 CpeCTBa

Kparkas xapakTepuCcTHKA OLIEHOYHOT0
cpeacTBa

IIpencraBiienne OLEHOYHOTO
cpeacrsa B GpoHae

3ammra  gabopaTopHOM
paboThI

JlaGopaTopHble TPAKTUKYMBI OJIMH W3 BHU-
JIOB CaMOCTOSITEJIbHBINA MPaKTUYECKON pa-
00TBI CcTyneHTOB. llenpro mabopaTopHBIX
MIPAKTHKYMOB SIBJISICTCS YIUTYOJICHHC M 3a-
KpEIUICHUE TEOPETUYECKUX 3HAHUM U pa3-
BUTHE MPO(PECCHOHAIBHBIX YMEHUU U
HaBBLIKOB

JlaGopaTopHbie pabOThI

Jomarnee 3aianue

Jlomaiinue 3aaHusi — OJHA U3 OCHOBHBIX
(dbopM camMocCTOSTENbHON paboThl CTY/IEH-
TOB, HallpaBJICHHas Ha YCBOCHHME U 3a-
KpeIUICHHE MOJy4YeHHBIX 3HAHUM Ha 3aHs-
THUSIX.

Jomarnnue 3aganust

2.3.2. Bonpochsl, BBIHOCMMbIE HA CAMOCTOSITEIbHOE U3yUYeHHe

Paznen 1. MHdopManioHHBIE TEXHOJIOTHH 00pabOTKK HH(pOpMAITUH.

Bompocsr:

1. MudopmaniioHHbIE TEXHOIOTUN KOMMEPUYECKOW WIIH AETI0BOH rpaduKu.
2. VInopMaimoHHbIe TEXHOJIOIMU WILTIOCTPATUBHOM rpaduKy.
3. UadopmMannoHHbIE TEXHOJIOTHH HAYYHOH rpaduKm.
4. Apxusupoanue ¢aitnos. [Iporpammsl apxuBarum.
5. Cpencrea WILTIOCTPATUBHON M MaTeMaTUYEeCKON rpaduku, BKIIIOYCHHbIE B OQHCHOE MPHIIOKE-

aue MS PowerPoint.

6. PexxuMBbI IpOCMOTpa MPE3EHTALINH.
7. Bunpl rpagudyeckux 00beKTOB, KOTOPbIE MOXKHO BCTAaBUTh B CIAN/I.
8. JlobariieHre 3ByKa B CIIAMI.

9. Bri6op nu3aiiHa npe3eHTanuu, TeMbl, opopmiieHHe (HoHa.
10. INonsitue OLE-TexHoMOTHSI.

Paznen 2. Benenue B ceTeBble TEXHOJIOTHH.

Bomnpocsr:

1. CereBble TeXHOIOTUN 00PaOOTKH TaHHBIX.
2. IIpuHIMIIBI OpPTaHU3aluU BEIYUCIUTEIBHBIX CETEH.

2.3.3. 3aianus I CAMOCTOSITEJIbHOI PadoThI

Paznen 1. UnpopmanimoHHble TEXHOJIOTUU 00pabOTKH UHPOPMALIHIH.
[Tpaktuyeckoe 3amanue Ne 1 «TexHonorun oO6paboTKM MHPOpPMALMU, pEHIEHUE 3ajad B 3JIEK-

TPOHHBIX TaOIUIIAX).

Llens paGoOTHI: IPHOOpPETEHHE HABBIKOB MCIOJIB30BaHMs 3JIEKTPOHHBIX Tadbmun MS Excel ans pe-
IIICHUS] S)KOHOMUYECKHX 3a/1a4.

[Topsiok paboTHI:

1) B nporpamme MS Excel otkpoiiTe HOBYIO pabouyro KHHUTY.
2) Ilepeumenyiite padbounii Jlucml B 3apniama, Jlucm?2 8 Copmuposka.
3) BBenute 3arojioBKH CTOJIOOB.



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

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

— BBIJICJIUTE JI00YIO SUYEIKY 3aroI0BKa TaOJIUIIbI;

— BIOCpHUTE & Dopma,

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

— TIOCJIE BBOJIA MTOCJICTHEH 3aITUCH HAXMUTE KHOIIKY 3aKpbulmb.

5) 3amosniHuTe MycThie sUEKY (yaepikaHue coctaBisier 14 %).

6) st manubIX cTONONOB Hauucneno, Yoepocano, K evidaue mpuMeHNUTE ICHEXKHBIN (opmar ¢
pazaenureneM ThICSY.

7) OopmuTe TaOIUILY IO CBOEMY YKEIIAHHIO.

8) Haiimute, ucnonb3ys Aémoghuremp, 3aucH 0 COTpYAHUKaX ¢ 3apruiatoi Hike 4000 py6. Cko-
MUPYUTE pe3yNbTaThl IOMCKA U IOMECTUTE UX 0] OCHOBHOM TaOJIMLEH.

9) Haitmute 3amucu o coTpyanukax 1-ro otaena. CKONMpyiTe pe3yabTaThl MOMCKA U MOMECTUTE
UX TOCTIe Pe3yIbTaTOB BBITIOJTHEHHUS ITYHKTA §.

10) HaiinuTe 3anucu 0 COTpyIHHKAX 2-ro OTAesa, y KOTOPBIX CyMMa K BbIJaue HaXOJUTCS B Ipe-
nemnax ot 2000 py6. mo 4000 py6. CkonupyiiTe pe3ynbTaThl IOMCKA M MTOMECTUTE UX IMOCIE PE3YJIbTaTOB
BBITOJIHEHUS MTyHKTa 9.

11) Haiinute Bce 3amucu 00 MHXeHepax, paMUINU KOTOPBIX HaunHaroTcs Ha OykBy «I1». Ckomnu-
pyiTe pe3yabTaThl MOUCKA U IIOMECTUTE UX MOCIIE Pe3yIbTaTOB BHITOMHEHUs yHKTa 10.

B nynkrax 12-14 ckonmpyiite nonydeHHble pe3yabTaTbl COPTUPOBKU Ha aucT Copmuposka.
Ocrapmsiite Mexxay TaOnIMIIaMU 2 CTPOKH.

12) OrcoprupyiiTe naHHbIC TaOMHIBI MO ABYM Kitodam: Omoen (1o Bo3pactanuio), @.M.0. (1o
BO3PACTaHMUIO).

13) OtcoprupyiiTe JaHHBIC TaOIHIBI IO ABYM Kirouam: Omoen (1o yObiBauuto), Hauucaeno (1o
yOBIBaHHUIO).

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

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

16) CoxpaHuTe JOKYMEHT 1O UMCHEM Pacuem 3apniamul.

[Tpaktuyeckoe 3amanue Ne 2 «Co3naHue mpe3eHTally, MOArOTOBKA COOOIEHUs M0 TeMe U Jie-
MOHCTpAIUS TIOJ YIIPABICHUEM JOKIIATIUKA.

Llens paboOTHI: MOBTOpPEHHE TEOPETUUECKOM yacTW y4yeOHOro Marepuana Mo OTIEJIbHBIM TeMam
Kypca, 3aKpeIuieHre HaBbIKOB CO3/IaHMs MPEe3eHTAINi B puiiokeHnn MS PowerPoint.

[Topsiok paboTHI:

1) OTtkpoiite HOBBII JoKkyMeHT MS PowerPoint.

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

3) Beigenute miabion u opopmute 3aMBKy QoHa craiiia.

4) TTocnenoBaTenbHO BCTaBbTe Tpaduyeckue 0OBEKTHI B IAOJIOHBI CIANIOB, OTPETYIUPYHTE HX
pa3Mepsl, HACTPONTE N300pakeHHeE.

5) [NocnenoBaTenbHO BBEUTE TEKCT B IIA0JIOHBI CIIAMIOB, HACTPOUTE N300pakeHHE.

6) Brioepute peskuMbl CMEHBI (TIepexo/1a) CIaiI0B Ha SKpaHe, 3a/1aB:

— 3BYKOBBIE 3((EKTHI IEpexoa CIaiiioB;
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— 3¢ deKThl aHUMAIIUU KaK CaMUX CIAiI0B, TaK U KX OOBEKTOB;

— BpeMsI B aBTOMaTHYECKOM PEKUME.

7) Coxpanute cinaia-GuiabM B marnke B AByX Gopmarax — MPe3eHTALUN U IEMOHCTPALIUH.

8) 3amycTHTe Ha BBIMOJIHEHHUE CIAKI-QUIBM B PEXKHME MPE3CHTAIMH U OTPEryJIUPYHTE BPEMEH-
HBIC MHTEPBAJIBI TOKA3a CIaiI0B, 3PPEKTHI aHUMAITUHU U 3BYKA.

9) 3amycTHTe Ha BBIMOJIHEHHUE CIIAI-PUIbM B PEKUME JEMOHCTPAIIHH.

Paznen 2. BBenenue B ceTeBbIe TEXHOJIOTHU.

[Tpaktuyeckoe 3amanue Ne 3 «Co3manue coOCTBEHHOIO caifta ¢ momoIsio mporpaMmmel MS Word,
MS PowerPointy.

Llens paboThl: MPUOOpPETEHHE HABBIKOB co3maHus mpocThix Web-mokymeHTOB cpeactBamu MS
Word u MS PowerPoint.

[Topsimox paboThI:

1) B mporpamme MS Word co3paaiiTe THUHYIO OCHOBHYIO CTPAHUILY.

2) 3amMeHHTE TaHHBIE MAbJ0HA HY)KHOM BaM HH(pOpMaIHei.

3) BcTaBbTe B IOKYMEHT «OETYIIYIO CTPOKY».

4) BcraBbTe B IOKYMEHT COOTBETCTBYIOIININ rpad)uueCKuit 00bEKT.

5) BcraBbTe B IOKYMEHT TMIIEPCCHUIKY HAa TEKCTOBBIH (haiil, HaXOIAIIUIICS Ha KECTKOM JIUCKE.

6) BcraBbTe B TOKYMEHT THIIEPCCHUIKY [Jama coz0anust.

2.3.4. TecTsl MO TUCHUILIMHE

1. TekCTOBBIH MPOILIECCOP — ATO MPOTrpaMma Jisl. ..
1) BBOz1a, pelaKTUPOBaHUS U (pOpMATHPOBAHUS TEKCTA;
2) cozpanus U MoAu(HUKAIUU rpapuIeCKuX 0ObEKTOB;
3) xpaHeHus 1 00paOOTKH JaHHbBIX, MPEICTABICHHBIX B TAOJMYHOM BH/IC;
4) xpaHeHus ¥ 00pabOTKH OOJIBIINX 00BEMOB JaHHBIX.
2. OCHOBHBIMH (DYHKITUSIMH TEKCTOBOTO IPOLIECCOPA SBIISIOTCS. . .
1) aBTromMaTH4eckas 00paboTka HHPOPMAIHH, TPEACTABICHHON B TEKCTOBBIM (haiinax
2) co3/aHue, pelakTHPOBaHKEe, COXPAHEHHE U TIeYaTh TEKCTOB
3) ympasnenue pecypcamu [1K u mporeccamu, HCIOTB3YIOIUMU 3TH PECYPCHI IIPH CO3AaHUU TEKCTa
4) xorupoOBaHUe, TIepeMeEIlleHHE, YIAICHHE U COPTUPOBKA ()PAarMEHTOB TEKCTA.

3. Ilpu Ha>kaTHH HA KHOTIKY ' ya nanemn UHCTPYMEHTOB ITPOUCXOIUT. ..
1) coxpaHeHue JOKyMEHTa 2) 3anuch JOKYMEHTa Ha TUCKETY
3) cuuThiBaHHE HHPOPMALIUH C TUCKETHI 4) nevaTth TOKyMEHTA.

4. TIpy Ha)KaTHX Ha KHOMKY | ® Ha TaHeJM MHCTPYMEHTOB MIPOMCXOJIHUT. ..
1) BcTaBnsieTcst BhIPE3aHHBIN paHEe TEKCT 2) NPOUCXOIUT pa3pblB CTPAHUIIBI
3) ynansiercst BbIACICHHBINA TEKCT 4) mosIBJIsSIETCS CXeMa JOKYMEHTA.

5. Kakum criocoboM MOXKHO KOIHPOBaTh ()parMeHT Tekcra B mporpamme MS Word:
1) moMeTHTh HYKHBIH (pparMeHT 1 BbI3BaTh KOMaHy KonmupoBarth
2) IOMETHTh HYXHBIH (parMeHT, BbI3BaTh KoMaHIy KomupoBaTh, 3aTeM MOMECTUTH Kypcop B HYXKHOE
MECTO U BbI3BaTh KOMaH1y BcraButh
3) MOMETHTh HY)KHBIH ()parMeHT U BbI3BaTh KOMaHy KonmupoBarsh co BCTaBKOU
4) IOMETUTh HY)KHBII ()parMeHT, BbI3BaTh KoMaHay KonupoBaTh U BhI3BaTh KOMaHay BcTaBuTh.
6. [Iporpamma MS Word mokeT ObITh HCIIOJIb30BAHA JUTS. . .

1) coBepiIeHUs BBIYUCIUTEIBHBIX ONEpaInit 2) pucOBaHUS

3) HamMcaHus COYMHEHHUS 4) COUMHEHUS MY3bIKAIILHOTO TIPOU3BEACHHUS.
7. K xakuM aBTOUrypam Hemb3s 100aBUTh 00beM?

1) cocTOAMINM U3 HECKOIBKUX YacTel 2) TIOCKUM

3) OosbIIMM 4) 1IBETHBIM.

8. TekcT, MOBTOPSIOIIMIICS BBEPXY MM BHU3Y HA CTpaHUIIAX JOKyMeHTa B mporpamme MS Word
Ha3bIBACTCS:
1) ctunp 2) mabaoH
3) noroTwuI 4) KOJIOHTHTYIL.
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9. Knonka «Heneyaraembie ciMBOITBI» Tiporpammbl MS Word nmo3BosisieT yBHICTS:

1) mpo0Gebl MEKIY CIIOBAaMH 2) HEBHIUMBIE CHMBOJIBI
3) 3HAKHU MPETMHAHUS 3) nmpu3Hak KOHIIa ab3ala WiIu MycToi ab3ail.
10. Kakue omepanud MOXHO MPOU3BOJUTH C sSUEHKaMHU TaOJIMIIBI B TEKCTOBOM JTOKyMeHTe MS
Word:
1) CKpBITh STUEHKH 2) OObEIUHHTD STUCHKU
3) pa3OouTh TYCHKH 4) nokasarb SYCHUKH.
11. Jlan pparMeHT 2JIEKTPOHHON TaOJIUIIBI:
A B C D
1 1 2 3
2| 4 5 6
3| 7 8 9

B sueiiky D1 BBenena ¢popmyna =$A$1*B1+C2, a 3arem ckomupoBana B sueiiky D2. Kakoe 3Ha-
YCHHE B PE3YJIbTATE MOSBHUTCA B stuciike D27
1) 10 2) 14
3) 16 4) 24

12. B stueiike C3 anekTpoHHO#M TaOmuibl 3anucana popmyna =$A$1+B1. Kakoii Bua Oyaet UMeTh
dopmymna, ecnu stueiiky C3 ckonupoBaTh B sueiiky B3?
1) $A$1+A1 2) $B$1+B3
3) $A$1+B3 4) $B$1+C1

13. Nmeetcst ¢pparMeHT 2IEKTPOHHOM Tabmuibl «JluHaMuka pocta yucna nojab3oBateneid uTep-
Hera B Poccun»:

To Kon-Bo moab3oBaTeieH, Jlnnamuka pocra
A TBIC. YEIL. B %k 1997 1.
1997 450 100
1998 900 200
1999 1100 244
I[To naHHBIM TaGNUIB! OBLIM HOCTPOEHBI 1UArPAMMBI:
1) 2500 ' 2) 1o

2000 Hﬁg —

1500 20b pa

1000 700 "

500 80 2
0

' ' EEEERTl
| I S —3. 3
I 0 100 2€0 300 ACD 5CG 600 700 800 20O 10001100 1200

YkaxuTe, KaKue auarpaMmbl MPaBUIBLHO OTPAKAIOT JAaHHBIE, MPEJICTaBICHHBIE BO (parMeHTe
TadJIIMLBI?

11,2 2)2,3
3)2,4 4)3,4
14. [lan pparmMeHT 371eKTpOHHON TabIUIBL:

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

[Tocrne BeIMOMHEHUST BRIYUCICHUH 10 3HaUYeHUsAM quana3oHa sueek Al | A4 Oputa mocTpoeHa aua-
rpaMMma. YKaXuTe MoJyduBIIYIOCS IHarpaMMy.
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15. B TenexondepeHnnn yunrenen Gu3NKo-MaTeMaTHYECKUX MIKOJ MPHHUMAIOT YYaCTHE YUUTEIS
matematuku (M), ¢usuku () u undopmaruxu (M). Yuutens uMeroT pa3Hblii ypoBeHb KBaNU(UKALIUU:
Kbl yauTens 6o He nMeeT kareropun BoodOie (bK), mu6o nmeer |1, mubo |, mubo Beiciryio (B). Ha

AuarpaMme 1 OTPa’XCHO KOJIMYCCTBO quTeﬂeﬁ C pa3JIMYHbIM YPOBHEM KBaJ'II/I(bI/IKaLII/II/I, d Ha JyarpaMmme 2

— pacrpenenaeHle yUuTesei no npeameram.
40

1y 30 2)
20 [ @
10 g
. 4
0
BK 1l |

BK

Nmetotes 4 yrBepxaeHus:
A) Bce yuntens | kareropuu MOryT SBISTBCS YUUTENIIMU MaTeMaTUKH
b) Bce yuutens | kateropuu MOTYT SIBISTBCS YUUTEIAMU PUZUKH
B) Bce yuuTens uHOpMAaTUKKA MOTYT UMETh BBICIIYIO KATETOPHIO
I') Bce yuntens matemaTuku Moryt umets |l kareroputo
Kakoe 13 3THX yTBepKAE€HUH clieyeT U3 aHalu3a 00erx MpeICTaBIeHHBIX JUarpaMm?

1A 2)b
3)B 4HT
16. Umeetcst pparMeHT JIEKTPOHHOM TaOIHIIBL:
Haszpanue nponusa Jnuna, kM | ['myOuna, m
1 | bochop 30 20
2 | MarennaHoB 575 29
3 | Opmy3ckuit 195 27
4 | I'yn3oHOB 806 141
5 | I'uGpanrapckuit 59 53
6 | Jla-Manm 578 23
7 | Bab-nnp-Manneockuii 109 31
8 | Japnanemnsl 120 29
9 | bepurros 96 39

[To nanubIM pparmenTa TaOIMIIBI OBIIIM TOCTPOEHBI AUATPAMMBI:
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Hwnarpamua 1 Hmarpamma 2

900

Kaxoe n3 cnenyromux yTBepxKaeHUH HCTUHHO:
A) O6e nuarpaMMBbl BEpHO OTpaXkaroT JaHHbIE, IIPeICTaBIE€HHbIE B TA0INIE
b) Hu onna u3 muarpamMM He COOTBETCTBYET JaHHBIM, IIPEACTABICHHBIM B Ta0OIHIIe
B) Iuarpamma 1 orpakaeT riryOuHy IpoJIMBOB
I') Auarpamma 2 oTpakaeT IJIMHY IPOJIHBOB

HA 2)b
3)B 4Hr
17. Ykaxure pacummpenue (aiina, cogeprkaiiero oobranyto npesenranuo MS PowerPoint
1) .doc 2) xls
3) .pptx 4) .com

18. Kak MOKHO BBOJUTH TEKCT B ciaiiael MS PowerPoint?
1) B mr060M MecTe ciaiiga, Kak B npriokernn Word
2) TOJIBKO B HAJIUCSX
3) B crienuaibHO OTBEICHHOM JJISl BBO/Ia MECTE
4) B s4eliKy, Kak B npuiioxenuun Excel
19. Kak BBIITH U3 peKUMa IPOCMOTpA MPE3eHTAIUN?

1) Delete 2) F5

3) Esc 4) Enter
20. 3armyck IeMOHCTpAIUH CIIaiI0B

1) F5 2)F1

3) F11 4) F3

21. MOXHO 1 3aMEHUTH APYTUM MaKeT JOOaBICHHOTO B IPE3CHTAIIMIO craiiia?
1) MOXHO B COOTBETCTBHUHU CO CBOMMH MOTPEOHOCTSIMHU
2) 9TO clienaTh HEBO3MOYKHO
3) MOHO, HO TOJILKO IS OTIPE/ICTICHHOTO KOJIMYECTBA CIIAiI0B
4) MO’KHO, HO TOJIBKO JIJIs OTIPEISIICHHOTO BH 1A CIaliI0B
22. MoxHO i 11BeT (hOHA U3MEHHTD TS KaKI0TO ciaiiia?
1) na
2) HeT
3) 1a, HO TOJIBKO JIJISl ONIPECIICHHOTO KOJIMUECTBA CIIalijIoB
4) na, HO TOJIBKO TS ONPECICHHOTO BU/Ia CIIAiiI0B
23. MS PowerPoint — 370 ...
1) anumarns, npeaHasHaYeHHAs /IS OATOTOBKH MPE3CHTAIUI U Cllaii1-(puaIbsMoB
2) mporpaMma, peHa3HaueHHast I OJrOTOBKH MIPE3CHTAIMI U Cllaii1-(OUIbMOB
3) mporpaMma, rpeHa3HauYCHHAs T PEJIaKTHPOBAHUS TEKCTOB U PUCYHKOB
4) nporpaMMa, rpeIHa3HavYeHHAas! I TOJITOTOBKH CXEM U IMarpamMmm
24. Kak n00aBUTH pUCYHOK Ha CITali1?

1) BcraBka-Pucynok 2) IIpaBka-Pucynok
3) daiin-Pucynok 4) I'naBHas-Pucynox
25. Cnaiin — 9710 ...
1) aG3ar mpe3eHTauN 2) cTpoYKa Mpe3eHTAINN
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3) OCHOBHOI1 3JIEMEHT MPE3CHTAIUH 4) 3aroJI0BOK Mpe3eHTAUN
26. UToOB!I y1amuTh TEKCT, PUCYHOK CO Cllaiaa, HeOOXOIUMO ...

1) BBIICTHTD €ro M HaXKaTh KiaBuiny ESC

2) BBIZCIUTH €r0 M HaxaTh KiaaBuimy Delete

3) BBIACITUTH €ro ¥ Haxath Kiapuiny Ctrl

4) BBIICIIUTH €0 U HaXKaTh KiaBuiry F5
27. Kak 3ammycTuTh 1MOKa3 CJIaiiI0B MPE3eHTAIMH C TeKYIIEro claiima?

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

28. Ha cepsepe info.edu maxomurcs ¢aiin list.doc, gocTyn k KOTOPOMY OCYIIECTBIISETCS 110 IPO-
Tokoay ftp. ®parMenTsl agpeca JaHHOTO (aiijia 3aK0IUpOoBaHbI OykBamHu @, b, ..., g (cM. Tabu.). 3anuiiu-

T€ MOCJIeI0BATEILHOCTh ATHX OYKB, KOTOpasi KOAUPYET aJipec yKazaHHoro (Qaiina B IHTEpHETE.
a b c d e f g
info | list A/ doc | ftp |.edu| /

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

29. Ha cepgepe test.edu naxogurcs ¢aiin demo.net, 1octyn K KOTOPOMY OCYIIECTBIISIETCS 1O MPO-
Tokoay http. ®parmenTs! agpeca gaHHOrO daiisia 3aK0UpOoBaHbI OykBamH &, b, ..., g (cMm. Tabdm.). 3amu-

IIUTE MOCIIE0BATEIHLHOCT ATHX OYKB, KOTOpasi KOAUPYET aapec ykazaHHoro (aiina B IHTepHETE.
a b c d e f g
test | demo | :// / http | .edu | .net

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

30. B Tabnuie nmpuBeeHBI 3alIpOChl K IIOMCKOBOMY cepBepy. Pacrosioxkure 0003HAYCHHSI 3aIpO-
COB B MOPSAKE BO3PACTAHMS KOJIMUYECTBA CTPAHMII, KOTOPBIE HAMIET MOMCKOBBINA CEpBEP MO KAKIOMY 3a-
npocy. s o6o3nauenust moruueckon onepanuu MJIN B 3ampoce ucnonb3yercs CUMBOI Vv, a TS JIOTH-
yeckoit oneparun U — &.

A | pedepar v matematuka Vv ['ayce
pedepar v marematnka v ['ayce v meron
pedepar v MaTemaTHKa

pedepat & maremarnka & ["aycc

1) 'BAB 2) BABI'

3) ABBI' 4) BBI'A

2.3.5. TunoBble 3a1aHUA

|| ot

Tema 1. InpopmaniioHHbIe TEXHOJIOTUH TIOKYMEHTALIMOHHOTO 00eCTIeYeHHUsI.
JlaGopatopHnas padora Ne 1
Co3zmanne 1eT0BBIX TEKCTOBBIX TOKyMeHTOB B MS Word

Llenb paboThl: M3yyeHHE MHPOPMALMOHHOM TEXHOJIOTHH CO3/IaHUsI, COXPAHEHHS U MOATOTOBKH K
neyaru JokyMeHToB Microsoft Word.

3aganue 1. OGpopMHUTh IpUTTIAIEHUE 110 00pa3Iy.

[Topsimok paboTHI.

1. Otkpoiite TekcToBBIi penrakTop Microsoft Word.

2. YcraHOBUTE BKIAJKy PazMeTka cTpaHUIIb.

3. Ucrionp3ysl KHOTIKM TaHeNnd WHCTpYyMeHTOB [lapamerpsl ctpaHuis! (puc. 1) wiam muamoroBoe
okHO Ilapamerpsl cTpaHHIbI (HaXaTHeM B MPABOM HU)KHEM YIIIy MaHENIH HHCTpyMeHTOB IlapameTpsr
CTPaHUIbl YTJIOBOTO AJIEMEHTA EJ)/ Bkiaaku [lons u Paszmep Gymaru (puc. 2), yCTaHOBUTE MapaMeTphl:
pasmep — A4; opueHTAaIUs — KHIDKHAS; TIOJIS: BEpXHEe — 2¢M, JieBoe 2,5 cM, HmkHee — 1,5 cM, mpaBoe — 1
CM.

TaBKa Pa3mMeTka CTpaHMUBl | CeokM  PacceUku Peujers

W

-1 Homepa cTpok ~
Mons Opwentauus Pasmep Konowen
- - - - b~ PaCCTaHOEKA NEPEHOCDE ~

MapameTpsl CTpaHULL e}
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Puc. 1. ITanens unctpymentoB [lapameTpsl cTpaHuLbl
4. YcTaHOBHTE BBIpAaBHUBAHUE — I10 LIEHTPY; TIEpBasi CTPOKa — OTCTYH Ha — 1,25 cM; MeXTyCcTpOoU-
HBIA HHTEpBAI — 1,5, NCHOIB3YIO MaHEIb HHCTPYMEHTOB A03al] WM AUATOroBOe OKHO AG3al] (HaxaTuem

B [IPaBOM HM)KHEM YIJ1y ITaHEIU UHCTPYMEHTOB A03all yriI0BOI0O JIEMEHTa EJ)/ BKJIaJiKa OTCTYIIBI ¥ UH-
TepBaibl (puc. 3).

MapameTpbl CTPaHHLLbI @E|
.i| Pasmep fiymaru | WcToummk Bymarn
MNana
BepxHee: 2cm £ Hivkree: 1,5¢cm £
Negoe: 3cm E Mpagoe: 1cm 3
Mepennet: Ocm - MonoxeHne nepenneTa: Cresa -
OpHeHTaLMA
KHKHEA  anbBomHan
CTpaHiUb!
HECKONBKD CTPEHWLL OBkIUHEIR -
Obpazew
MpMMEHMTE: | KO BCEMY NOKYMEHTY %
Puc. 2. YcraHoBKa mapamMeTpoB CTPAHHUIIBI
Acsau it

OTCTYNB M HHTEPBANb! | [aNo¥EHHE Ha CTRAHHLE
Ofwme
BripagHHeanne: (Mo ueHTpy -

YpoOBEHE! DCHOBHOM TEKCT ~

QTCTYN

Cnesat 0cM NepEaa CTPOKS! Ha!

[0

Copasa: Ocm QTCTYN A 1,25|cm >

[ seprantHeie oty

WHTEpEan
Nepea: anr 3 MEAYCTPOYHBIN: ZHAYEHHE!
Mocne: onr ES 1,5 cTpoOKKH - B

[ He acfiaenate MHTEpEan Mexay a633UAMH DAHOMD CTHAA

Dbpasew,

[lasy'nsluml.‘. ] [I‘Io YHMOAYSHMED, . . ] [ (a8 l [ OTHEHS ]

Puc. 3. YcranoBka napamerpoB ab3ana
5. Habepute TekcT, NMpuBENEHHBIH HUXE (TEKCT MOXHO M3MEHMTh M JIONOJHHUTH). B mpouecce
Habopa TekcTa MeHsiTe HauepTaHue, pasmep umpudra (a1 3arojaoBka — 16 0T, Bce MPOMMUCHBIE; IS OC-
HOBHOTO TeKcTa — 14 mT), TUNBI BeIpaBHUBaHUS a03amua (10 UEHTPY, 0 LIMpPUHE, 10 JIEBOMY Kparo), hc-
MOJIB3YI0 BKJIAJKY [ JTaBHas/KHONIKM Ha naHensx nHetpyMmeHToB Hlpudter n Ab3a.
OO6pa3err 3a1aHus:

[MPUTJIAILIEHUE
YBaxaeMbli
rocnioguH Onez [lemposuu [[onocenkos!
[Tpurnamaem Bac Ha HaydHO-TIpakTHYeCKyt0 KoH(pepeHuo «HbopMalnoHHbIE TEXHOJIOTUH B
COBPEMEHHOM OOIIIECTBEY.

Kondepennus cocrourcs 20 nosiopst 2007-8..8 14.00 B koHpepen-3ane Komnemxa ynpasieHus.




VYueHslii cekperapb
A.K.OpnoBa

6. 3aKirounTe TEKCT MPUTTIAIICHUS B PAMKY U IPOU3BEANUTE I[BETHYIO 3aUBKY. [l 3TOTO:

— BeIOEpHTE BKIIAIKY Pa3MeTka CTpaHuUIIbI;

— BBIJICJIUTE MBIIIBIO BECh TEKCT MPUTJIAIICHUS;

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

— B JMAJIOTOBOM OKHe ['paHUIIbI U 3a]1MBKa Ha BKJIajaKe ['paHuIla ycTaHOBUTE MapaMeTphbl: THUIl —
paMKa; MUpHHA JUHUU — 2,25 0T; NPUMEHUTh — K ad3aiy; IBET JIMHUMA — [0 BalleMy YCMOTPCHHIO
(puc. 4);

— Ha BKJIaJKe 3aJTMBKA BBHIOCPUTE IBET 3aJMBKH, YKAKUTE yCIOBHS MPUMEHEHHUS 3JIUBKH — TIPH-
MEHHUTH K ab3aIty;

— HaxmuTe kKHornky OK.

[paHnua | CTpaHMua | Zanuexa

Tun: Tun: Cfpasel,

EI 2 e oy
HeT WENKHNTE DED63BLL [alaly]

HCI'IDHbBYﬁTB EHOMEKM

D patMka | | —mmmmmmmmmmmmm——
_____________
I:l TeHe | | o ___ .
D obLeMHan UseT:
I
rl[l apvran LLUMpHHa:
am

2,25 N7
MpHMEHHTE K

absawny w

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

Puc. 4. Odopmienne paMKy BOKPYT NPUTJIAIICHUS

7. BcraBbTe pUCYHOK B TEKCT NpHriameHus (Bkiaaka BcraBka/ kHonka Kiun (manens MHCTpY-
MeHToB UmmrocTparus)).

[Tpumeuanue. s TOro, yToOBl HAWTH HY)KHBIM PUCYHOK, HEOOXOJIMMO MPOM3BECTU CIICAYIOIINE
JNEUCTBHUS:

— HaxkmuTe KHonky Knun Ha nanenu Mmmoctpanuuy;

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

— B packpbiBatolieMcsi cnucke [IpocMaTpuBarh yka3aTh KOJIJIEKIIMH, B KOTOPBIX OYyAET MpPOU3BE-
JIeH IOUCK (TI0 YMOJTYaHUIO — BO BCEX KOJUICKLIUSX );

— B packpsbIBaromiemcs crucke Mckatb 00beKThI BBIOpAaTh TUI (aillioB MyJIbTUMEANA IS [TOUCKA.

8. Jlnsa moncka He 00s3aTeIbHO 33J1aBaTh MapaMeTphl BO BceX Moysax oOmact 3aaad Koun. [Toe
VckaTh MOYKHO OCTaBHTb ITYCTBIM, a OCTaJIbHBIE JIBA — [0 YMOJIYaHUI0. B 3TOM citydae OyayT BbIIEICHbI
BCE OOBEKTHI KOJUIEKITHH.

9. B cpenneit obnactu 3agau Kiun otoOpas3siTcst 3CKU3bl PUCYHKOB, HaAllIEHHBIX B KOJUICKIUH,
BbIOEpUTE TPEOYEMBIH.

10. HaxxmuTe J1eBOi KHONIKOI MBIIIM Ha pUCYHOK/ BKJIanka dopmat/ kHonka OOTeKaHHe TEKCTOM
(maHenb WHCTPYMEHTOB YTMOPSAOYHTH)/ 3aJalTe IMOJIOKEHHE TEKCTa OTHOCUTEIBHO PHUCYHKA — IEpes
TeKkcTOM (pHuc. 5).

11. CxonupyiiTe THIOBOE MPUTJIALLIEHUE HA JIUCT JBAXK/IbI:

— BBIACTIUTE MPUTJIAIICHUE;

— ycTaHoBHTE BKIAAKY | maBHas/ kHonka Komuposats (manens nHCTpyMeHTOB bydep oomena);

— YCTaHOBMTE KypCOp Ha HOBYIO CTPOKY;

— BKasika ['maBHas / kHomka BeraBuTh (manenbs nHCTpyMeHTOB bydep oOmeHa).
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tWo... PaBoTa ¢ prcyHEaMIK

Bua | DopmaT

7] & Ha nepegHuii nnan |= 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. 3aganue monoxeHus TeKcTa
[Tpumeuanue. [l BCTaBKM CKONMMPOBAHHOTO 3JIEMEHTA B JIOKYMEHT JOCTATOYHO BOCIIOJIB30BATh-
Csl CTaHJAPTHBIMH CPEACTBAMU: BBIJICJINTE NpUIJIAllleHHe/ HAKMUTE MPaBYIO KHOIKY MBIIIH, B IOSBUB-
eMcsi KOHTEKCTHOM MEHIO, BeiOepuTe koMaHay KommpoBaTh/ Ha mMecTe, B KOTOpO€ HEOOXOAMMO BCTa-
BUTH 3JIEMEHT, HAKMHUTE IIPABYIO KHOIKY MBIIIN, B OSBUBIIEMCS KOHTEKCTHOM MEHIO, BEIOEpUTE KOMaH-
ny BcraButs).
12. OTtpenaktupyiiTe JUCT C NOIYYEHHBIMU ABYMS HPUIJIAIIEHUSIMHU U HOJArOTOBbTE K IeyaTH (B

menro kHomku Office = BwiOepuTte [lewars/ [IpenBapurensublii mpocMotp wim [lanens OpicTporo n0-

cryna/kHonka [IpeaBaputenbHblil pocMOTD).

13. Hanewaraiite npuriamenus (nmpu Hanmauu npuntepa) meHto kaonku Office/Ilewars/Ileuars u
YCTAHOBUB HYXHbIE ITapaMeTphl eyaTu (YUCiIo KOui — 1, cTpaHUIbl — TeKyIas).

14. Coxpanure ¢aiin B nanky Balliel IpyIibl, BBIIOJIHUB CIEAYIOIINE IEHCTBUS:

— kHornka Office/ Coxpanuts kaxk.../ lokyment Word 97-2003 unu JJoxkyment Word;

— B quasioroBoM okHe CoxpaHEHHE TIOKYMEHTa yKakuTe Ums qucka (Hampumep, C) U uMs nanku
(manpumep, Mou nokymenTtsl/ Homep rpynmsi);

— BBeauTe UMs (aiina: «Jlad.1 [Ipurnamenuey;

— HOXMHTE KHOTIKY COXpaHUTb.

3ananue 2. OGopMUTH 3asiBICHUE 110 00pasIly

Kpatkas cnpaBka. BepxHss uyacTh 3asBieHHs odopMisiiTe B BHUJE TaOIMIBI BKIaaka BcraBka/
kHonka TaOnuua (maHeab HHCTpYMEHTOB TaOnuilsl)/ B MOSBUBIIEMCS OKHE C MAKETOM sSYeeK TaOJIMIIbI C
MTOMOIIIBIO MBIIIHU BBIJEIUTE TPeOyeMoe KOTMUYECTBO CTPOK U cTONOOB (2 crosda u 1 cTpoka), Win BhI-
Oepute komanny BeraBuTh Tabnuiy, wnn BeiOepute komanay Hapucosare TaGnumy. Tun nuHuil — HeT
rpanun (Bkiaaka Koncrpykrop (mosiisiercst npu padorte ¢ TabnuiiaMu)/ maHenab nHCTpyMeHToB Hapuco-
BaTh TpaHulibl). [Ipon3BeanTe BeIpaBHUBAHKE B sYeHKax IO JIEBOMY Kparo U 1O LEeHTpY (BKiIagka Maxket/
naHellb HHCTPYMEHTOB BrIpaBHUBaHUE).

OO6paser 3a1anus:

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

oT CugopoBoit AHHBI JIbBOBHBI,
MPOKUBAIOIIEHN 10 aJIpeECy:
123456, r. Ilen3a,

yn. Pagyxnas, 1. 3, kB. 12

[Tpoury mpuHATE MeHs Ha pabOTy Ha JOHKHOCTH TIIABHOTO TEXHOJIOTA.
(moanuce) (A.JI.Cunoposa)

JlaGopaTtopnas pabota Ne 2
Co3nanne KOMITJIEKCHBIX JOKyMeHToB B MS Word
Ilenb paGoThI: U3ydeHHE TEXHOJIOTHH CO3/1aHUS KOMIUIEKCHBIX JTOKYMEHTOB.
3ananue 1. Co3naTh TEKCTOBBIM JOKYMEHT, COJEPIKAINI PUCYHOK B BUJE CXEMBI U MapKHUpPOBaH-

16



HBI CIIHCOK.

[Topsimok paGoTHL.

1. Otkpoiite TekcToBBIN penakTop Microsoft Word.

2. Pa3BepHHTE OKHO pellakTOpa Ha BECh dKpaH. Y CTAHOBHUTE BHUJ — BKJIajaka Buj/ nmanenab uHCTpY-
MeHTOB MacuiTal — 110 UpUHE CTPaHUILIBI.

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

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

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

— BbIPAaBHUBAHUE - 10 IIUPHUHE;

— MEKCTPOYHBIN UHTEPBAI — MHOXKUTENb 1,3.

6. Bxianka Pazmetka crpanuibl B rpynne [lapamerps! cTpanuiibl BeibepuTe komanay Paccranos-
Ka [IEPEHOCOB, a 3aTeéM BblOepUTE KOMaH[ ABTO.

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

Kpatkas cripaBka. [{st co3ganus cxeMbl BOCTIONb3ylWTeCh BKIakoi BeraBka/ manens Mmmoctpa-
un/komanaa @urypsl. [locne co3maHus cxeMbl MPOBEIUTE TPYNIUPOBKY, JUISI TOTO YTOOBI BCSI CXeMa
BOCIPUHUMAJACh KaK eAMHbIN Tpadudeckuii 00bekT. g sToro:

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

— Biianka @opmar/ maHenb YNopsiiouuTs/ BeiOepute komanay I'pymnmupoBarthb (unmu KOH-
TEKCTHOE MEHI0/ KoMaH[1a ['pynnupoBars).

8. [l co3aaHus CIIMCKa UCTIONB3YyHTe BKIAaAKy [ maBHast B rpymme AO3all MEIKHUTE CTPENKY psi-

-

-—
-—

JIOM ¢ KOMaH10M Mapkepsbl . Eciu B 1IpesioxKeHHOI OMOIM0oTeKe MapKepoB HET COOTBETCTBYIOILIE-
ro, To BbIOepuTe KoMaHy OnpeaenuTs HOBBII MapKep U 3a/1aiiTe He0OXOAUMBIH.
OO6pa3err 3a1anus:
Hugpopmayuonnoe nucvmo
MeTtoionorus njaaHUPOBAHUS MaTepUabHBIX pecypcoB npousBojactBa (MRP) oGecneunBaer cu-
TyaluIo, Korja KaX/Jabli 2JIEMEHT IPOU3BOJCTBA, KaXk/1as KOMIUIEKTYIOIAs JETAIb HAXOUTHCS B HY)KHOE
BpeMs B HY)KHOM KosiaectBe (puc 1).

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

0 Ipo1ecce;
CocrosiHue 3amacoB O BBITIOJTHEHUHT

JlaHHbIE 11O OnEepanusImM

Puc. 1. CtpykrypHas cxema MRP

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

— OIpeeIsAeTCs KOJIMYECTBO KOHEUHBIX JAaHHBIX W3JENNN I KaXK10T0 IEprUoaa BPEMEHU IIJIaHH-
poBaHus;

— K COCTaBY KOHEUHBIX U3JEIUN JOOABISAIOTCS 3aNlacHbIE YaCcTH;

— ompezensiercs oomas noTpeOHOCTh B MaTEPUAIbHBIX pECypcax B COOTBETCTBUU C BEIOMOCTHIO
MaTEpHAJIOB U COCTABOM U3JIEIIHS;

— 001mas NoTpeOHOCTh MAaTePUAIOB KOPPEKTUPYETCS C YUETOM COCTOSHHS 3aracoB ISl KaKJ0ro
IIEPHO/1a BPEMEHH IJIAHUPOBAHUS;

— ocymecTBisieTcs (pOpMHUpPOBaHUE 3aKa30B Ha IOIOJHEHUE 3alacoB C YYETOM HEOOXOIUMOro
BPEMCHH OIIEPEKECHUS.

9. IIpoBepbTe BBEJCHHBIN TEKCT ¢ TOUKU 3pEHHs TpaMMaTHKH (BKiIaaka PereHsupoBanue/ naHemb
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[TpaBonucanue). UcnipaBuTh Bce HaliieHHbIC OMMOKH. COXpaHHUTE JOKYMEHT.

3amanwue 2. [Ipupembr paboThl ¢ MHOTOCTPOYHBIM TEKCTOBBIM JIOKYMEHTOM

[Topsiiox paboTHI.

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

2. BhIMOIHUTE MPUHYAUTEIHLHOE pa3fclieHue Ha CTPAHUIIBI MOCIe KaXJA0ro WH(GOPMAIMiOHHOTO
nucbMa kinaBumamu [Ctrl]+[Enter]. B pe3ynbrare 3TuX nelcTBUI Kak10e HHOOPMAIMOHHOE TTUCHMO OY-
JIET pacrojaraTbCsi Ha HOBOM CTpaHMIIE.

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

#] Homep cTpaHuye =
Henb Kononturynsl/ Homep cTpanuiipt 2 ? erpari

4. Otrdopmartupyiite mepBbiii ad3al TeKCTa KaKI0ro HHGpOPMAIMOHHOTO MHcbMa (Bkiaaka ['maB-
Has) CICAYIOINUM 00pa3oM:

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

— 2-e nuceMo: mpudT Arial, 12nT, ¢ BucsSUel CTPOKOU (BBICTY-
[I0OM), BbIpaBHMBAaHUE IO JIEBOW IpaHulle; ab3alHble OTCTYNBI MO 2 CM
CIICBa U CIIPaBa;

CTumm - X

CYHUCTUTE BCE

OBBIMNHBIA

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

Me, H0JIb3yAch pexxuMoM Dopmart 1o oopasiy s , KOTOPBIi1 BBI3BIBACTCS
KHOTIKOW Ha maHenu HHCTpyMeHToB bydep oOMeHa Bxiaaka [ maBHas;

Bes mHTEepsana

Saronosok 1

3aronosok 2

Saronosok 3
HazsaHue
Moasaronosok

Cnaboe BblAEnEHHE

Brolaensnue

— BBIACIIUTC HepBbIﬁ a63au 2-T0 IUChMa/HaKMUTE KHOIIKY CDOpMaT

o oopasiy J :
— MEPEMECTUTECH K TMePBOMY ad3aIry 4-ro MuchMa/ HAKMUTE KHOTI-

CuneHoe BblaeneH1e
CTporiii

UmutaTta 2
BhloeneHHaA LMTaTa

Cnafan coeinka

Ky ®opmar o obpasiuy J /BbIAENIUTE ab3all.

— 5-€ MHMChMO: MepBbI ab3ar o0ThOopMaTHPOBATh KaK B TPEThEM
MUCBbME, MOJb3YACh pexuMoM Popmar o oOpasiy.

5. 3amaiiTe CTHJIb 3arojOBKa Ha KaXKJOW CTpaHUIE, HUCHOJb3Ys
ma0soHbl ctuiei. Bkiagka ['naBHas/ HakaTueM B MPaBOM HUYKHEM YTy

ClnbHaA CoelnkEa
HassaHue KHIMr

AfEaL cnvcka

E2AoookblBoowoeolEREIR=2-

BepXHMA KONOHTHTYA

I MpeasapHTenEHEIR ApocMo TR
[] OTknHnTE cEASaHHBIE CTHH

Puc. 2. 3a,[[aHI/IC CTUJIA
3arojoBKa
6. CO3I[&I>1TC OIJIaBJICHHUC JOKYMCHTA. YcranoBute KYpCOp B KOHIIE TOKYMCHTA, BBI6epI/ITe BKJIana-

naHeJqu MHCTpYMeHTOB CTWiIM YIJIOBOTO 3J€MEHTa =) 3a/1aliTe CTWIb
«3aronoBok 2» (puc. 2).

MapareTpel. ..

drnaeneHue

Ky Ccbutka/ manens Oriasnenue/ kuonka Ormasiaenne - (puc. 3).
7. Ucnionw3yst ornaBiieHue, epeianTe K TpeTheMy MUChMY (yaepkuBaiite kHonky Ctrl u menkau-
T€ TpeThe NHPOPMAIMOHHOE TTHCHMO).
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OrnasneHne

{Ornasnanme |

OBpasely NeYaTHOrD AOKYMEHTS Ofpasey, Bef- AOKYMEHTA

SAT0OJI0OBOK 1 1 SATOJIOBOK 1

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

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

SanoaHuTens: -

Ofiune

DopMaTe | KNnaccHaeckHi v

vpogh: |3 £

Puc. 3. Co3nanue ornaBiaeHus JOKyMEHTa
8. Ilocie TpeThero MuchbMa MOMECTUTE 3aKJIanKy (BKianka BcraBka/ manens Csi3u/ KHOIKa 3a-

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

HUEM Kypcopa Ha CTpaHMIIe, TaK KaK 1o3xe OyJIeT Mpou3Be/ieH BO3BPAT B MECTO 3aKJIaJKU U3 Ipyroi Ja-
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. YcraHoBka 3aKi1agKd B TEKCTE Puc. 5. BcraBka 00OBIYHOM CHOCKH
JIOKYMEHTAa BHU3Y CTPaHUIbI

9. Ilocnie HaOopa UMEHU 3aKiIa Ky 3apUKCUpyHTe ee KHONKoU J[006aBUTh.

Buaumanue! Mms 3aknaaky He JODKHO COAEPKATH MPOOEIIHI.

10. YcranoBuTe Kypcop B KOHIIE 3arojlOBKa IMEPBOro MUChMa M MOCTaBbTE€ OOBIUHYIO CHOCKY BHH-
3y nokymMmeHTa ¢ TekcToM «Ilucemo 1» (Brmagka Ccpiikn/ HakaTHEM B IPaBOM HWIKHEM YTITY TIAHEH WH-

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

11. BeraBbTe B KOHIIE KaXI0TO MHCbMa CBOM (PaMUIIMIO, UMSI M OTYECTBO, MOJIb3YSICh KOMaHAaMU.
[IpeaBapuTENBHO BBIITOJIHUTE CIEAYIOIINE IEHCTBUS:

— BKJIajka BeraBka/manens nHCcTpyMeHTOB CHMBOIBI/KHOTIKa CHUMBOI;

— B BBITIAJIAIONIEM MEHIO HaXaTh J[pyrue CHMBOJIHI;

— B IMAJIOTOBOM OKHE «CHMBOJI» Ha)XKaTh KHONKY ABTO3aMeHa. . .;

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

— YCTaHOBUTE MapKep — OOBIYHBIN TEKCT;

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

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

— B KOHIIE Ka)X/IOTO NMHChMa BBEJUTE C KJIaBUATYyphl OykBocoueTtanue «OHOy.

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

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

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

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

e ) ab = = =
ABTo3ame Ha: PYCCHMH EEJ Aa~ 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. lI3meHeHue
thHo TvToEa Hasewaa CepreseHa pGFI/ICTpa HIpI/I(l)Ta
dyeruna dyHELHA A
HODPLHA SOPOLMA
XOOPWD ®OpOWo
X0TELT %0TETE
uennEsk YENOEEK
HerbT HECTE
BIGCTRO BeicTpO v
ABTOMATHHECKN MCNPEENATE 0pdOrpadHIeCkre DwAbkn

Puc. 6. BBoa ycnoBus aBTO3aMEHBI
Jlaboparopuas padota Ne 3
Co3naHue opranu3alMoHHbIX Auarpamm B MS Word

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

[Tpy HEOOXOIUMOCTH MPOMWIITIOCTPUPOBATh OTYETHBIE OTHOLICHMS JIi KOMIIAHUM WJIM OpTraHU3a-
LU MOXKHO CO3/1aTh PUCYHOK SmartArt, B KOTOPOM MPUMEHSIETCSI MaKeT OPraHU3alMOHHON THarpaMMBl,
Hanpumep OpraHuzanuoHHas auarpamma. OpraHuzallMoHHas JuarpaMmMa HCIoJib3yeTcs i rpaduue-
CKOTO MPEJCTABIICHUS YIIPABICHUECKON CTPYKTYPhl OpraHU3aIiy.

3ananue 1. Co31aTh TEKCTOBBIA JOKYMEHT CO BCTABKOW OpraHM3allMOHHOM JuarpamMMsl o oopas-
y. L{BeT mosst — romy06oii, BET opranarpaMmbl — xKenTbid. CTUITE paMOK TI0JI00paTh CaMOCTOSITEBHO.

[Topsiiok paGoTHI.

1. Otkpoiite TekcToBbIN pegakTop Microsoft Word.
2. YcTaHOBUTE MapaMeTpbl ad3ala: KpacHas CTpoKa, HHTepBal — 1,5 (Ha)kaTueM B MPaBOM HUXK-

HEM YTy MaHeIu HHCTpyMeHTOB [lapaMeTphl CTpaHUIIBI YITIOBOTO 3JIeMEHTa EJ/BKna;[Ka [Tons).
3. Beaure TeKCTOBYIO YacTh IOKYMEHTA.

=i
4. Ha Bxyaake BeraBka B rpymnmne MiumrocTpaliny HAOKMHUTE KHOTIKY SmartArt smartart
5. B nosBuBmIemcs okHe BriOop pucynka SmartArt Beioepute Mepapxus, mocie 3Toro BeiOepuTe
MakeT OpranuzanroHHas quarpamma, a 3areM Haxmure OK (puc. 1).
6. Y anurte HeHYKHBIE SJIEMEHTHI.
7. J1nst noGaByieHUsI HOBOTO 3JIEMEHTA B OPraHU3AI[MOHHYIO IUarpaMMy BBITTOJIHUTE:
— YCTAHOBHTE MBIIIIKY Ha STYEHKY, K KOTOPOU BBl XOTUTE 100aBUTh HOBYIO AUYEHKY;
— B KOHTEKCTHBIX HMHCTpyMeHTax Paborta ¢ pucynkamu SmartArt Ha Bkiajgke KoHCTpykTop B

rpynme Co3narh pucyHok Haxxmute Jlo6aButh durypy. B Beimamaromem MeHio BeiOepuTe J[06aBUTH mo-
MOIIIHHKA.

8. AHaJIOTUYHO T00aBbTE CICAYIONMIUNA PJICMEHT.
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9. Jlns BBOAA TEKCTa BHITIOTHUTE OHO U3 CICTYIOIIUX JICHCTBUM:

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

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

10. Pucynok SmartArt HacTpoiiTe yTeM M3MEHEHHs pa3MepoB (QUTYp, T0OABICHHEM 3aTUBKH,
KOHTypa (uryp, cTuiasi paMOK (KOHTEKCTHbIE MHCTpYMEHTHl Pabora ¢ pucyHkamu SmartArt BKIIaaka
dopmar).

Becawre Tewcr %
= [Tekcrt]

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

OpranmsaunonHan anarpaMmma
£ Mipamuaz CnydT Ans oTobpamkeHns

MEPaPXM4ECKO MHOOPMALUN M

- bl

== -

Puc. 1. BeiObop makeTa opraHu3aliMOHHON JHa- Puc. 2. O0macts Tekcra

IpaMMBI

OO6pa3err 3a1aHus:

VYnpasnenue ¢puHaHcaMu HUPMBI

B ynpaBieHun puHAHCOBOW NEATEIBLHOCTh NPEANPHUATHS BAKHYIO POJIb UTPAIOT (PMHAHCOBBIC Me-
HE/DKEPBl. ITO BBICOKOKBATU()UIIMPOBAHHBIC CIICIIUATNCTHI, 00IaJaloNIie 3HAHUSIMU B o0jacTu QuHaH-
COB U OyXTalITepPCKOr0 y4eTa, KpeJuTa M JEHEIKHOro oOpalieHus, IeHOO0pa30BaHus, HAJIOTOBOTO 33aKO-
HOJIaTeIhCTBA U TEXHUKH 0AHKOBCKOW M OMPIKEBOM JCSITEITLHOCTH.

duHAHCOBOMY MEHE/DKEPY TOJYMHEHBI J1Ba ()YHKIIMOHAILHBIX MEHEDKEpPa — KOHTPOJIEp U Ka3Ha-
geil. YeTKoro pasrpaHuueHusi B padoTe KOHTpOJIepa U Ka3Haues: He CYIIECTBYET, UX JOJKHOCTHBIE 00s-
3aHHOCTH B Pa3HBIX KOMITAHHUSX Pa3IMYalOTCA B 3aBHCHUMOCTH OT TMOJHUTHK, MPOBOAMMON UM, U TEPCO-
HaJIbHBIX KAYECTB.

[Ipe3unent
(I'maBHBIN yIpaBIIsIONIHii)

Bune-npesunent
10 IPOU3BOJICTBY

Bune-npesunent
o (hpuHaHCaM

Bune-npesuneHt
110 MAPKETUHTY

Kontponep | | Kaznaueit

3ananue 2. Co3aarhk oprauarpaMmmy o oopasiy.
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@DuHAHCOBBIE CITYKOBI IPEATPUATHS

CoBeT AUPEKTOPOB

!

IIpe3nnent
(I'maBHBIA ynpaBIIsIONIiA)

v

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

[
v v
Kontponep Kasnaueit

Menemxep no Hanoram

Menemxep 1o kpeauram

Menemxep 10 y4eTy NpoUu3BOJI-
CTBEHHBIX U3JIEPIKEK

MeHnexep 110 KOHTPOJIIO U pe-
TYJIUPOBAHUIO JIEHEKHBIX OIepa-
bEN% 070

Menemkep o KOMITBIOTEPHBIM
pacueTam

MeHnemxkep o GUHAHCOBOMY
IJTAHUPOBAHUIO

Menemkep 1o (pMHAHCOBOH OTYET-
HOCTH

MEHCI[)Kep 10 KallMTaJIbHBIM
BJIOXKCHHUAM

MeHemkep 1Mo NPUBICYEHHIO
(DMHAHCOBBIX PECypCcOB

MeHemKep 110 HHBECTUIIHAM

Tema 2. TexHonorun 00pabOTKN UHPOPMALINH, PEIICHHUE 33249 B DJICKTPOHHBIX TaOIHIIaX.
JlaGopatopHas padora Ne 1
BBonx 1 penakTHpoBaHKe TaHHBIX B TaOIMYHOM mpoieccope MS Excel
Llenb paboOThI: HAYYHUTHCS CO3/1aBaTh MPOCTeiiire TadauIBl B TaOIHuHOM nporeccope MS Excel.

[Topsinox paGoTHI.

1. BBenuTe naHHBIE CIEIYIONICH TaOIUIIBI.
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

1
2
8
4
5
6
7
8

Mrtoro:

2. IlogOepuTe muprUHY CTOIOOB TaK, 9YTOOBI OBUTA BUIHBI BCE HAIITUCH.
3. BcraBbTe HOBBI cTonOer niepes cronbiom A. B sueiiky Al BBeaute TekcT Ne n/n, mpoHyMe-

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

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 HJIsl Ha3BaHUs TaOnuIel. B saeiiky Al BBeauTe Ha3zBaHue TaOMUIbl MHOUSU-

OdyanvHvle 8K1A0bl KOMMEPYecKo20 OaHKdA.
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A B C D
1 |MHAMBMAyanbHbIE BKAAABI KOMMEPUECKOro BaHKa
2 Ne n/n [®amunua srnapumka |Cymma exknang, $CLUA |Jona ot obwero sknags, %
3 Afpamos 10520,28
Muxarinosa 5830,56)

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

AbenaH 19830,41
JTyKaLWKWK 14920,18
9 Wrtaro:

5. CoxpanuTte Tabauiy moa umeHem baux.XIS.

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

I{enb pabOTHI: HAYYHTHCSA CO3aBaTh MpocTeire GopMyisl B TabarmuHoM mporeccope MS Excel.

[Topsiiok paboTHI.

1. Otkpoiite daiin bank.XIs.

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

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

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

D

o <o s

1 |MHAMBMAYaNbHbIE BKN3Ab KOMMEpYeckoro BaHka

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

w

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

5. Coxpanute n3MeHeHus B Qaiire.
JlaGopaTtopHnast pabora Ne 3
dopmarupoBanue TadamIl B TabaruHOM rporeccope MS Excel

Llenp paboThl: Hay4yUTHCS MPOCTEUIIMM IpuemaMm (opMaTUpPOBaHUS TaOJIUL B TaOJIMYHOM IIPO-
rieccope MS Excel.

[Topsiiok paGoTHI.

1. Otkpoiite daiin Bauk.XIs.

2. lnst rpynnsl siueek C3:C9 ycranoBute Pasdenumens moicau u paspsonocms Jlee yughpvl noce
3anAmMotu, UCTIOIb3ys KHOIIKHU ™ % £,

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

4. Oopemunute gueriku Al:D1.

5. JlobaBbTe JBE CTPOKHM TOCIE Ha3BaHUs TaOIuIbl. BBenute B siueliky A2 tekct /lama, B si9eiiky
B2 — ceroansamHioo naty (Hanpumep, 25.10.2003), B sueiiky A3 tekct Bpems, B siueiiky B3 — Tekyiiee
Bpems (Hampumep, 15:08). Beibepute ¢opmar qaTel 1 BpeMEHH B COOTBETCTBYIOUIHNX STYEHKAX IO CBOEMY
KEJaHUIO.

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

7. BBITTOTHUTE COPTHPOBKY TI0 BO3PACTAHUIO CYMMBI BKJIAJIa.

A D

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

[CRERENR R

[RIN]

Gamunna | Cymma Brnaaa, [[ona ot obuero

Ne n/n
/ BK3AUMKE SClwA BrAaga, %

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

8. Coxpanute n3MeHeHus B Qaiiie.
JlabopaTtopnast pabota Ne 4
VYnpasnenue mucramu pabodeil KHUTH B TabnmaHoM nporieccope MS Excel
Llens paGoOTHI: HAYYUTHCS MPOCTEHIINM TpHEMaM YIPaBICHUS JHCTaMH pabodyeil KHUTH B Tao-
amgHOM mporieccope MS Excel.
[Topsimok paGoTHL.

Wil o e

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

Jlucm?2 BBenute Pacuem yen.

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

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

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

-

w

RN NIV ST RNR

Wrtoro:

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

Llenp pabOThI: HAYYUTHCS TMOJIB30BATHCS MPOCTEUITUMU (YHKIUSMU B TaOIMYHOM MPOLIECCOpe
MS Excel.

[Topsiiok paGoTHI.

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

2. OTKpoiiTe HOBYIO pabouyr0 KHHTY.

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

4. Yucna BBOJUTE B SIMEUKH TPETHEH CTPOKH.

5. 3anonHute suyeriku L5:1.14 coorBercTBYrommmu popmynamu.

6. OTdopmaTupyiite TabIHITy MO 0OpasIry.

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

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

0fLiee KONMUECTBO YACEN

KOMMUECTBO NO/OMUTENBHBIX YACEN

KOMMYECTBO OTPHLATENBHbBIX YMCEN

0~ @ W[ w N e

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

w

13 cymma NoAOKHTENDHDIX UMCEN
14 cymma oTpUuaTebHbIX Yucen

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

Llenb paGoOTHL: HAYYUTHCS CTPOUTH MPOCTEUIINE AUArPaMMBbl M IpadUKH B TaOIMYHOM IMpolieccope
MS Excel.

[Topsiiok paboTHI.

1. Otkpoiite nokymeHT bauk.xIs.

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

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

4. BeIpeXbTe KyCOUKH U3 AUATPAMMBI, TSI 3TOTO:

— BBIACTIUTE 00JIaCTh TUarpaMMbl;

— MICJIKHUTE BHYTPHU JIFOOOTO CEKTOPA;

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

5. [Togbepure mogxonsamuii pa3mep mpudTa MOAMUCEH JaHHBIX, IBET MPUQTa YCTAHOBUTE COOT-
BETCTBEHHO LIBETY KaXKJ10I'0 CEKTOpA.
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6. s Ha3BaHus quarpammel yeranoBute mpudT Courier New, 12 nt, cuHuii 1ser.
7. IlepemecTuTe NETEHIy B IPABBIM HIDKHHUM YTOJl OKHA JUATPaMMBI.

Jons or obmerc BrIaga, %

Ra

W Muxaiinosa
W Abpamoe
W lyrawms

W ABensH

W ropenos

8. CoxpaHuTe U3MEHEHHS B IOKYMEHTE.

9. Otkpoiite fokymeHT Oghuc.XISs.

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

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

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

13. Cnenaiite 3aMMBKY paMKH HEBUIAUMOM.

14. OcrasnbHble 371€MEHTHI 1uarpaMMbl OTPOPMATUPYITE IO CBOEMY KEJIAHUIO.

Cymma

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

0,00p. -

5670,00p

3937,50p

15. CoxpaHuTe U3MEHEHHS B IOKYMEHTE.

16. OTkpoiiTe HOBYIO pabOYyIO KHUTY.

17. Toctpoiite rpaduk GyHKuuu Y =Sin X Ha orpeske [-5; 5] ¢ marom 0,5. Wcmosp3yiite THIT
nuarpaMmmsl 1oveunas.

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

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

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

13 0,5 0,473426 '_\ ’ /\

14 1] 0,841471]

15 1,5/ 0,997495 \ - \

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

19 3,5] -0,35078 \/ \‘
20 4] t

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

18. Coxpanute JOKYMEHT 1o umeHeM I paghux.X|s.
JlaGopaTtopHnas pabota Ne 7
Jlornueckue ¢yHkImu B TabnuaHoM mpoueccope MS Excel
[lens paboTHI: HAYIUTHCS MOTB30BATHCS MPOCTEHIINMHI JTOTHYECKUMH (QYHKIUSAMH B TaOINIHOM
nporeccope MS Excel.
[Topsimox paboTHI.
1. OtkpoiiTe HOBYIO pabOUytO0 KHUTY.
2. 3aroHATe TaOIUIYy U 0TOpMaTHPYHTE ee 1o 00pasiry.

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

MpoxodHol Gaan 13

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

3. 3anonmHUTE (POPMYIIaMU MYCTHIE SUCHKUA. AOUTYPUEHT 3a4KCIICH B UHCTHUTYT, €CJIH CyMMa Oaii-

=
El

Wi~ e oW e

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

10

JIOB OOJIBbIIIE HJIH paBHA IIPOXOJHOMY 6aJ'IJ'Iy " OLICHKA II0 MaT€MaTHUuKE 5 mm 4, B IIPOTHUBHOM CJIydac —

HCT.

4. BBIOIHUTE COPTUPOBKY MO YOBIBAHHIO 001N CyMMBI OalJIOB.

5. Coxpanute qOKyMeHT moj umeHeM Cmyodenm.XIs.

6. OTKpoiiTe HOBYIO Pa00OYYIO KHUTY.

7. IlocTpoiite TabnUIly MICTUHHOCTH JJIs1 IorHueckoi onepauuu NJIN.
8. BeimonauTe hopMaTupoBaHUE TAOJIUIIBI.

A B e D
TabAMua UCTMHHOCTH onepauuk MK
A B F

1
2
3
4
5
6

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

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

cope MS Excel.

[Topsiiok paGoTHI.
1. OtkpoiiTe HOBYIO pabOUyIO KHUTY.
2. 3anonHuTe TaONIUIly JaHHBIMH, JJIs1 Ha3BaHUs MECALEB UCIIONIb3YiiTe Asmo3anonnenue.

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. NobGaswTe cronber Beezo.

4. 3anoTHUTE MyCThIE STYEHKH.

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

6. Opopmure Tabnuy.

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

8. Ckpoiite cronben H.

9. ITokaxute cronber H.

10. [To6aBbTe KOJIOHTUTYJBI (B BEpXHUN MOMECTHTE Bally (paMUIIMIO M MM, B HWXKHUM — TeKy-

o v s W N e

11yro naty u Bpems). [locMoTpute nonyueHHbIN pe3ysbTar.

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

| monyroaus. IlomecTuTe nuarpaMmy Ha COOTBETCTBYIOILIEM JIMCTE.

12. Coxpanute pe3ynbTarhl moJ uMeHeM Maeaszun.XIS.
JlaGopaTtopHnas pabota Ne 9
Pabota co ciuckamu B TabmmuHOM nporeccope MS Excel. @unprpanus qaHHBIX
[{enb pabOThI: HAYUUTHCS BBIIOIHATH (QUIIBTPAIMIO JaHHBIX B TabnnyHOM mponeccope MS Excel.
[Topsiiok paboTHI.
1. OTkpoiiTe HOBYIO pabOUyIO KHUTY.
2. 3anonHuTe TAOIHUILY.
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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. 3anomHUTE MyCThIe sUEHKU ¢ yueToM (popMaTta JaHHBIX (Ha HEKOTOPBIE MPOAYKTHI CIIEIHATIBLHO
YKa)KUTE POCPOUECHHYIO 1Ty pealn3alun).

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

5. BeimonauTe hopMarupoBaHre TaOIHIIBI 110 00pasiry.

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

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

8. Haiinute Bce MPOIYKTHI ¢ MCTEKIIUM CPOKOM peanu3annu. CKOmMpyHTe pe3yinbTaT Ha JHCT
THouck.

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

10) HaiinuTe BCe mpOIyKThI, KOJHMYECTBO KOTOPBIX Oosbiie 300, a CpOK pean3aliu eiie He uc-
Tek. CkonupyinTe pe3yibTaT Ha JIUCT [louck.

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

12) Ha Bcex amcTax B BEPXHEM KOJOHTUTYJIC YKQXKHUTE CBOIO ()aMHJIMIO U JIaTy BBIOJHECHUS pa-
0O0TbI, B HUKHEM — Ha3BaHUS JIUCTOB.

13) Coxpanute q0KyMeHT o1 uMeHeM Ckiuao.XIs.

Tema 3. IHpopMalmoHHBIE TEXHOJIOTHH MTPE3EHTALIMOHHON TpaduKH.

JlaGopartopnast pabota Ne 1
OcHoBbI paboTs! B mporpamme MS PowerPoint

Llens paOGoOTHI: OBIAETh HABBIKAMH CO3JaHUs MYJIbTHMEIHNA Tpe3eHTannii B mporpamme MS Pow-
erPoint.

[Topsinok paGoTHI.

1. IIpu 3amycke nporpamma MS PowerPoint oTkpsiBaeTcst B pexxuMe, Ha3bIBAEMOM OOBIYHBIM pe-
KUMOM, KOTOPBIN MO3BOJIET CO3/1aBaTh Clai/ibl U paboTaTh C HUMHU.

oo W

)
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Bydep 0. M Cnaiige WpudT E} Af3zay T PUCOBaHNE il Pe,qarmpnaanme‘
[ Craa { Croyerypa x|

1]

3aro/I0BOK cnamnaa

Mop3aronoBok cnanaa

‘ 3aMeTKU K cnaimy

Puc. 1. PexxuM co3manus ciaiiioB

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

[TyHKTHpHBIE IMHUH TTOKA3bIBAIOT MECTO3AIOIHUTENN, B KOTOPHIE MOKHO BBECTH TEKCT MJIM BCTa-
BUTb U300paXXEeHUs, TUarpaMMbl U Ipyrue OObEKTHI.

3. Brimagka Cratiobt cOIepKUT 3CKU3BI BCEX MOJIHOPA3MEPHBIX CIIAlIOB, 0TOOpaXKaeMbIX B 00JIa-
ctu Crauo. Ilocne no6aBineHUs IpYrux ClIailoB JUIs MOSIBIEHUS HYXXHOro ciaiiia B obmactu Cratio
MOHO IIEITKHYTh COOTBETCTBYIOIINI 3CKU3 Ha BKIIaKe Cratiovi. MOXKHO TakXe MepeTacKUuBaTh ICKU3HI,
4TOOBI U3MEHUTH TOPSIIOK claiiioB B npeseHTanuu. Kpome toro, Bknagka Craiios HO3BOJSET JOOABIATH
Y YAQIATh CIIaiIbl.

4. Obnactb 3amemku MO3BOJSIET BBECTU 3aMETKU O TEKyIIEeM ciaiijie. MOXXHO pa3iaTh 3aMEeTKH
ayJAMTOPUH WM 00paIaThCsi K HIM BO BpeMs MOKa3a MPE3eHTAIlNH B PEKUME JTOKJIATIUKA.

[Tocne oTkpbITHS M1a0I0HA HOBOM MpE3eHTAMM 0TOOpakaeTcsl TOIBKO HeOOoIbIIas YacTh 001acTH
3amemku, KOTOPYIO MOKHO YBEITUYHTD.

5. Cnaiiz, KOTOpPBIM aBTOMAaTUYECKU MOSBIISIETCS B IPE3EHTALIMH, COACPXKUT JBa MECTO3AIOIHUTE-
JI51, OIMH U3 KOTOPBIX OT(hopMaTHPOBaH IS 3arojoBKa, a BTOPOH — IS ToA3aroyioBka. [lopsmok mporo-
TUIIOB Ha cjaije Ha3blBaeTcst MakeToM. B mporpamme MS PowerPoint Takxke mpeaycMoOTpeHsl Ipyrue
TUTIBI MECTO3ATIOTHUTEINEH, HaTpUMEpP MECTO3ATIOTHUTENHN JJIs1 H300paKeHUH U pUCYHKOB SmartArt.

6. UToOB! OJTHOBPEMEHHO C J100aBJIEHUEM Cllaiifia B MPE3EHTAlMIO BEIOpaTh MaKeT HOBOI'O Cilaija,
MO>KHO BBITIOJIHUTD CJIEIYIOIINE AeHCTBUS:

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

— B rpynne Cratiovl BKIaIKu [ 1asHas METKHUTE CTPENKY psiioM ¢ kHonkou Cozdams caatio,

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

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

CIIaiiIOB;

28



J =] Maxer - A

e
I IanccraHoﬁmb
Cospate

§ 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
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55 Chaligsl v CTRYKTYpRSL..
=] [osTopHOe MCNONBIOBAHHE CNAWATE...

Puc. 3. Tembl MakeTOB

— HOBBIU ClIaliJ MOABIIsAETCS U Ha BKiIajke Catiovl, Te OH BbIAETSETCS KaK TEKYIIUH, U B 001acTu
Cnaiio;

7. YToObl U3MEHUTHh MAKET CYIIECTBYIOIIETO CIaiia, BHINOIHSIIOTCS CIEAYIOIINE JeHCTBUS:

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

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

8. Ecniu Hy)XHO co37aTh /Ba cliaiifla, aHAJIOTUYHBIX MO COJACPKAHUI0 M MAaKEeTy, MOKHO COKOHO-
MUTbH YCUJIUS, CO3/IaBast OJUH ciaiij ¢ GopMaTUPOBAHUEM U COJIEP KaHHEM, OOLITUMU JIJIs1 000UX CIIaiJI0B,
a 3aTE€M CO3JaTh KOITHIO 3TOI0 cilaiaa U J0OaBUTh Ha KaXKIbIH U3 3THX CJIAaiI0B OKOHYATEJIbHEIE HHIUBHU-
NyaJiIbHbIC JACTAJIU:

— Ha Bkiagke Cratiobl METKHUTE KOMUPYEMBIN Ciai1 MpaBoil KHOMKOW MBIIIIH, a 3aTeM BhIOEpUTE
koMmaHny Konupoeams B KOHTEKCTHOM MEHIO;

— HaxoJsch Ha BkIaake Craiiosl, MENKHATE MPABON KHOMKOW MBI MECTO, B KOTOPOM HYKHO
100aBUTH HOBYIO KOTIHIO CJaiiia, U BRIOEPUTE B KOHTEKCTHOM MEHIO KOMaHAy Bcmasums.

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

9. UToOBI M3MEHHUTH TIOPSIOK CIaiI0B Ha BKIanke Craiiobl HY)KHO BBIOPATh CIaii]l, HEOOXOMMBII
JUTSl IEPEMEILIEHNUS, a 3aTEM MEePETAIUTh €r0 B HOBOE MECTO.

10. YtoOBbI BBIICIUTh HECKOJBKO CIIAWJIOB, HY)KHO MICTKHYTH CIIaiijl, KOTOPBI HYXHO IepeMe-
CTHTb, a 3aT€M HaXkaTb U ynaepkuBarh kinaBuiry CTRL, oIHOBpEMEHHO IIeNKas M0 O4Yepean OCTalbHbIE
CJIA/IbI, KOTOPBIE HYXKHO MEPEMECTHUTb.

11. [ina ynanenus cnaiifa Ha Bkiagke Craiidvl HY>)KHO IIENKHYThH MPaBOil KHOMKOM MBIIIN CTaii,
KOTOPBIM HEOOXOIMMO YAAIIUTh, a 3aT€M BHIOpaTh B KOHTEKCTHOM MEHIO KoMaHay Yoarums cratio.

12. CampbiM 001IUM conmepikaHueM crnaiiioB B mpeseHtanuu MS PowerPoint siBnsieTcst TekcT — B
3aroJIOBKax, HA3BaHMUSIX U MAPKUPOBAHHBIX CITHCKaX.

Yro0Obl 100aBUTH TEKCT HA JIFO0O0H Cllaii]], Hy)HO IIEIKHYTh MECTO3AIOIHUTEh, B KOTOPHII HYX-
HO JI00aBUTH TEKCT, a 3aTEM BBECTU WUJIU BCTABUTH HY)KHBIN TEKCT.

13. CymiecTByeT MHOXECTBO CIIOCOOOB M3MEHUTh BHEITHUH BHJ TEKCTa Ha Claiifie, OT OCHOBHBIX
KHOTIOK BKJaJIKu [1aeéuas, TpeIHa3HAYEHHBIX i (GOPMATHPOBAHUS XapaKTEPHUCTHK IpudTa, CTHII,
pa3Mepa, 11BeTa U ab3aia, 10 JOMOTHUTEIBHBIX MapaMeTPOB, TAKUX KaK aHMUMAIUS WIH TpeoOpazoBaHUe
B pucyHku SmartArt.

14. Cnunikom 607bIIIOE KOJIMYECTBO TEKCTA JIeNaeT claii 3ayTaHHbIM ¥ HETIOHATHBIM JIJIST Ay IH-
Topuu. Pemennem 3Toit mpoOiIeMbl SBISIOTCS 3aMETKH JOKJIaIuMKa, KOTOPhIe MOKHO BBECTH B 00JacTH
3aMeTKH Ui KaXAO0ro claiia. 3aMeTKH JOKIAJAYMKa TOMOTAlT B MPOIEcce MpPEe3eHTAluu H30aBUTH
9KpaH OT M30BITOYHOTO COJEP)KaHMS, OJHOBPEMEHHO TMO3BOJISS OTCICKUBATH BCE JIAHHBIC, HYXKHBIE BO
BpeMs MPE3CHTALNH.

3aMeTKH JOKJIaIuyuKa MOXKHO HaredaraTth W 3arisIbIBaTh B HUX BO BpeMs mnpe3eHTanuu. JInbo,
ecnu npezeHTanus MS PowerPoint 3amyckaercst ¢ oAHOr0 MOHUTOpA (HampuMep, Ha TpUOYHE), a ayJJUTO-
pHs BUAMT €€ Ha IPYTrOM MOHHUTOpPE, TO JJIS BBIBOJIA 3aMETOK BO BpeMsl IIPE3EHTAIIUN TOJIHKO Ha MOHHUTOP
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JOKJIaTYMKa MOYKHO UCIIOJIb30BATh PEXKUM JTOKJIATUHKA.

15. MS PowerPoint ipegocTaBiseT MHOKECTBO TE€M, YIPOIas H3MEHEHHE OOIIero BUAA Mpe3eH-
taiuu. Tema mpeacTaBisier co0ol HabOp AIEMEHTOB O(OPMIICHHS, MPUIAOIIHIA 0COOBIH, eTMHO00pa3-
HBI BHEUTHMU BHI BceM nokymeHtaM Office, Hcronb3yss KOHKPETHBIE COYETaHUs [BETOB, MIPU(TOB U
3¢ dekToB.

MS PowerPoint aBToMaTu4ecky IpUMEHSIET K MPE3ECHTALNIM, CO3JaHHBIM C IIOMOIIBIO maliIoHa
HOBOH mpe3enTtanmu, Temy Office, HO BHEIIHUI BU TPE3eHTAIIMA MOKHO JIETKO U3MEHHUTH B JIIOOOH MO-
MEHT, IPUMEHHB JIPYTYIO TEMY.

Mo npeseHTALWA

*Tema 1 ~Tema 1
*Tema 2 * *Tema 2
*Tema 3 Tema 3
*Tema 4 «Tema 4

Puc. 5. [Ipumep Bb1OOpa TEMBI
16. B rpynmne Temsr BKIaAKU [[u3aiin HY’)KHO IEIKHYTh HY’)KHYIO TEMY JOKYMEHTA.
17. YtoObl yBUIETH ICKU3BI JOTIOJIHUTEIBHBIX TEM, HYXKHO HMIETKHYTh CTPEIKH PSIOM CO CTPOKOU
ICKH30B.

EKa Anzaitn AHWUMaUNA Mokas cnaigos PeleHINpOBaHHE Bua Paspa6oTuuk

Puc. 6. Temsr oopmiteHus cnaiina

18. MS PowerPoint no3Bonisier n100aBIsATh MHOXKECTBO BUAOB ayJauO U BUACOIAHHBIX, BKIIOUAs
TabMUIBl, pUCYHKH SMartArt, ximmel, GUTYphl, AMAarpaMMbl, MY3bIKY, (HIbMBI, 3ByKH W aHUMAIIHH.
MoxHO Takke 100aBUTh I'MIIEPCCHUIKH, YTOOBI MOBBICUTH TMOKOCTh HEpEMEIIEHHs M0 MPE3eHTAlUu U
BHE €€, a TAaKXKe MPHUBIICKAIOIIHE TJ1a3 IEPEX0IbI MEXK/TY CIIaiIaMH.

19. Yro0bI 10OABUTE KIIUII:

— YKa)XUTE MPOTOTHI, B KOTOPBII HEOOX0MMMO 100aBUTH KIHI. Ecim mpoToTHI HE BBIICIICH HITH
€CIIU BBIAEIICH IPOTOTHII, B KOTOPBII HENb3s1 BCTABUTh U300pakeHUe, KIIUI BCTABISIETCS B LIGHTP Claifa;

— Ha BKJIagKe Bcmaska B rpynne Mnnocmpayuu Haxxkmute KHONKy Kaun. B obnactu 3agau Knun
BbIOMpPAeTCs HYyKHBIH KiuM. Kiaum MoKHO nepeMecTuTh, U3SMEHUTH pa3Mep, MOBEPHYTh, 100aBUTh TEKCT U
BBITIOJIHUTH HHBIE U3MEHEHHSI.

20. Pucynok SmartArt — sto Bu3yajabHOE MPEJCTaBICHUE CBEIEHHH, KOTOPOE MOKHO MOJIHOCTbHIO
HactpouTh. [IpeoOpasoBanue TekcTa B pucyHok SmartArt — 3To GBICTpHI coco0 mpeodpa3oBaTth Cyle-
CTBYIOIINE CIIal/Ibl B TPO(hecCHOHABHO 0(OopMIIEHHbIE WILTIOCTpaliuy. Hanpumep, MOXKHO OJTHUM IIEITU-
KOM TIPEBPATUTh CIIal]] IOBECTKH JHS B pUCYHOK SmartArt.

ELLBETE =

7 [O]20dekm -

Temul

NosecTka

* TEHAEHLMH PRIHKE
* Haywenue notpeburanen

+ PesnamHEA KEMNEHHA MoBecTka
» Yeendese 00wema nposaEs
-
] YEanH S HE
Faspampian  COaME npogas
Kamnased
Hirpomnne
noTpeduTaran

TeHgaHga
prisER

Puc. 7. Ilpumep npeoOpa3oBaHms TEKCTa Clai1a B pucyHok SmartArt
21. YtoOsl mpeoOpa3oBaTh CYIIECTBYIOUINHI TEKCT B pUCYHOK SmartArt:
— IIEJIKHATE MECTO3AIOIHUTEIb, COACPIKAIINN TEKCT, KOTOPBIH HY)KHO IpeoOpa30BaTh;

30



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

— 9TOOBI YBUJIETh, KaK Oy/ET BHITIIAAETh pUCYHOK SMArtArt ¢ Hy)KHBIM TEKCTOM, HaBEJUTE B KOJI-
JIKIIMH yKa3aTellb Ha 3CKU3 3TOTO pucyHKa SmartArt. Kosmekius cogep>kut MakeTsl pucyHkoB SmartArt,
KOTOpBIE JIY4IlEe BCErO MOAXOIAT AJI1 MApKUPOBAHHBIX CHUCKOB. JlJig mpocMoTpa mojHoro Habopa mMake-
TOB HAXKMUTE KHONKY /[pyeue pucynku SmartArt.

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

23. Teneps pucyHok SmartArt Mo>KHO TepeMecTHTb, U3MEHHUTD €r0 pa3Mep, IOBEPHYTh, J00ABUTH
K HEMY TEKCT, IPUMEHUTh K HEMY JPYTOi IKCIPECC-CTUIIb U BBITIOJHUTH UHBIE H3MEHEHHS.

24. Xotsa pucyHok SmartArt merye Bcero cosnaTh Ui CYHIECTBYIOIIETO TEKCTa, MOXKHO IMONTH
JpyTUM IyTeM U CHaydaja BCTaBUTh HYKHbII pucyHok SmartArt, a 3atem 100aBUTh K HEMY TEKCT:

— HIETKHUTE MECTO3aIOJIHNUTENb, B KOTOPBIM HYXHO 100aBUTHh pucyHok SmartArt. Eciu mecro3a-
MIOJIHUTENb HE BBIJCJICH WM €CIIU BBIJECJICH MECTO3alOIHUTENb, B KOTOPBIA HEJlb3s1 BCTAaBUTh U300paxe-
HUE, pUCYHOK SmartArt BcTaBnsieTcs B IISHTp claiina.

— Ha BKJIaJke Bcmaska B rpynne Munrocmpayuy HAXXMUTE KHOTIKY SmartArt;

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

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

25. CMeHBI caiIoB MpeACTaBIsIoT co00i aHUMaIMOHHbIE 2((EKThI, BOSHUKAIOIINE MPHU Mepexo-
JIe OT OJHOTO claiaa k cienyromemy. MS PowerPoint nmpemocTaBisier MHOKECTBO THIIOB CMEHBI ClIaii-
JIOB, BKJItOUasi CTaHAapTHBIE d()PEeKThl 3aTyXaHus, pacCTBOPEHUs, 0Ope3aHus U CTHpaHus, a Takxke Oonee
HEOOBIYHBIE MTEPEXO/Ibl, HATPUMEP KOJIeca M MIaXMaTHbIE JOCKH.

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

AHUMaLMUA Mokas taigos PeueH3IMpOBaHKE Bua PaspaboTuMk GopmaT (7]

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

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

Puc. 8. Bkitagka nepexoja ciaiios

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

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

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

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

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

27. BaxxHO TpeayCMOTpPETh JOCTaTOYHO BPEMEHH, YTOOBI JIIOOOW JOKIATUMK, UCIOJb3YIOMIMNA
MIPE3CHTAINIO, MOT HABEPHSIKA YIOXKHUTHCS B rpaduk (BKIIFOYAs TP HEOOXOIUMOCTH BpeMs B KOHIIE TIpe-
3€HTallMM Ul BOIIPOCOB ayJUTOPUM) U MPAaBUIBHO PacHpenesnTh BpeMs. PekoMeHayeTcs HacTpauBaTh
rpaduk Mpe3eHTaly B MOMEILEHUH, I71€ OHa OYJeT JeMOHCTPUPOBATHCS, UCIONIb3Ysl 000pyIOBaHUE, HA
KOTOPOM OHa OyZIeT IEMOHCTPUPOBATHLCS, U MTOKa3bIBasl €€ 10 KpaitHel Mepe 0JTHOMY MJIU JIBYM CIyIIaTe-
JIM. DTO MO3BOJUT JOKIAIYUKY TO3HAKOMHUTBCSI C MECTOM JIJIsl TOKa3a Mpe3eHTAllH U IIOTPEHUPOBATHCA
nepes )KUBOM ayauTopueil — oOpaTHas CBsI3b C ayJUTOpHUEH MOXET OBbITh MOJIE3HA, YTOOBI ONpPENCIUTh
AJIEMEHTHI, KOTOPBIE HY)KHO HCITPABUTH TIEPE/T PEaTbHBIM ITOKA30M.

28. IleyaTh MaTepuasioB Ul BBIJAYM U 3aMETOK JIOKJIAJUMKa MPE3EHTAIMI0O MOXHO HaledaTaTb
100 KaK 3aMeTKH JIOKJIauuKa, JM00 MaTepHrabl sl BbIIAUH.

3aMeTKH JI0KJIaJYMKa COJIepKaT OJIMH CIIaii/l B BEpXHEH yacTu Kax/10i pacrieyaTaHHOW CTpaHUIIbI,
a Takke cojepkaHue oOnacTu 3amemku B HWKHEH 4acTH CTpaHulbl. OHM MOTYT HCHOJB30BaThCS J10-
KJIQTYMKOM BO BpEeMs IpPE3eHTAllMM B KAauyeCTBE CIIEHApUsS WU CTPYKTYpbl. OHHM TaKke MOTYT OBbITH
PO3aHbI AyAUTOPHUH, YTOOBI KaXKAbIH CIIyIIATEb MOTYYHIT BCE CBEICHHUS, COJIEpKaINecs B IPE3EHTAI[UH.

Marepuansl 175 BbIIaYM COJEpXKAT OJHH, J1Ba, TPH, YETHIPE, MIECTh WU JIEBATH CIalI0B Ha pac-
NeYaTaHHOM CTpaHMIE U IpeAHa3HAaYEHBbI Ul CIIy4aeB, KOIla HEXKENNATeIbHO MOKa3bIBaTh ayIUTOPHH CO-
nep>kanue obnactu 3amemxu. (Marepuassl Ui BbIJauu ¢ TpeMs CllaiilaMu Ha CTPAaHUILy COJIEPKaT pac-
YEePUYCHHYIO B JINHEHKY 00J1aCTh, IJIe CIyIIATEId MOTYT 3alIUCHIBATH 3aMETKH).

31



29. Kak u npu pabote ¢ m000ii Apyroi mMporpaMMoil, peKOMEHIyeTCsl cpa3y ke MPUCBOUTH UMs
Mpe3eHTAlMH, a 3aTEM BO BpeMs pabOThI YACTO BHIMIOJHSAThH €€ COXpaHEHUE.

Mo>HO BBIOpATh pazanyuHbie GOpPMAThl COXPAHAEMBIX (aiiIoB:

— JUIS TIPE3eHTAIMK, KOTopast MOKET ObITh OTKphITa TOIbkO B MS PowerPoint 2007, 2010 Bei6u-
paercs tun ¢aitna [Ipezenmayusi PowerPoint (paciuupenue ¢aitia 00bIYHO# npe3eHTauu Pptx);

— JUISL TIPE3CHTAIIUH, KOTOpass MOXET ObITh OTKphITa 160 B MS PowerPoint 2007, 2010, nu6o B
Oonee panHux Bepcusix PowerPoint, BeiOupaercs 3nauenue [lpezenmayusi PowerPoint 97-2003. Ecnu
BBIOpaH 3TOT BapHaHT, HOBbIe GpyHKIH MS PowerPoint ctaHOBATCS HEAOCTYITHBIMU;

— JUIs TIpe3eHTaluu, KOTopasi OyJeT 3amycKaThCsl Cpa3y B pEXHMME IMoKas3a ClaijaoB, Tl (aiina
pu coxpaHeHuu — Jemoncmpayua PowerPoint (paciupenue pps). s AeMOHCTpaluu Mpe3eHTaluu,
COXpaHeHHOU B TakoM (hopmare, MS PowerPoint He TpeGyercs;

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

30. O3nakomMuThCs ¢ obsacTsiMu 3kpaHa. [loodyepeaHo BbIBecTH WM YOpaTh C 3KpaHa o01acTu
Cmpyxkmypa n Crauiovl, nepeitu B Pescum copmuposwuka caaiioog u Ilokaz caatioos.

31. Co3narp npe3entanuio pakynsretos BUIIIIL.

32. Jlns co3maHus MEpBOTO Claiiia MCIOIb30BaTh pa3MeTKy ciaga Tumynvhusiti aucm. TEKCT 3a-
rOJIOBKA PaCIOJIOKUTH B JIBE CTPOKH MO LEHTPY. Y CTAaHOBUTH MIPU(DT MOMYKUPHBIN 32 OT, IBET — CHHUH.

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

34. B pexxume COPTHPOBIIMKA CKOIMPOBATh BTOPOH ciaii 8 pas.

35.BBecTH TEKCT Ha ClIaiiibl B TOTOBBIE paMKH WJIM C IOMOIIBIO deMeHTa Haonucw, ipu HE00X0-
JUMOCTH yJAIUTh HEUCIIOIb3YEMbIE PAMKH.

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

37. OopmuTts npesentanuto. Cral sl JOIDKHB UIMETh pa3paboTaHHBINA qu3aitH ((hoH mim madioH
obopmiteHus, mapamerpsl mpudra), rpapudeckue o0bekTsl — WOrdArt, aBToQUIrypsI, CTPENKH, OBAIbI,
KapTHHKH.

38. [lna o0BEKTOB M TekcTa BBIOpaTh 3((EKThl, MOABICHHE aHMMHUPOBAHHOIO o0ObekTa — [lo
wenuxy, C npeovioywum, Ilocre npeovloyweco, yCTAaHOBUThH BKIIIOUCHHE aHUMAIlMA aBTOMATUYECKH 4e-
pe3 1-2 cexyHpI.

39. YcraHOBUTH CITOCOO MOKAa3a CIIAKIOB YIIPABISEMBINA JOKIATYAKOM, CMEHY CJIAiIOB BPYYHYIO.
CrniocoObl epexo10B CIIaiiI0B JOJKHBI BBIITOJHATHCS [MO-Pa3HOMY, CMEHA CJIAiI0B — MO HIETUKY.

40. BRIMOJTHATH AEMOHCTPALIMIO MPE3CHTAINH, IPU HEOOXOIUMOCTH OTPEAaKTHPOBAThH CIIANIBI U
M3MEHUTb HaCTPOUKH.

41. CoxpaHuTh MPE3EHTAIUIO B IBYX (popMaTax:

— BBIOpaTh MpH coxpaHeHuu tul ¢aiina [Ipezenmayus PowerPoint;

— BBIOpATh MPH COXpaHEeHUH THIT (aiina Jemoncmpayus PowerPoint.

42. 3axpeith MS PowerPoint. OTKpbITh Nanky ¢ COXpaHEHHBIMH MPE3EHTALUAMHE, 3aIYCTUTh (aii-
JIBI C TIPE3CHTAIUSIME, COXPaHEHHBIMH B PAa3HBIX (popMaTax W MpOaHAIH3HUPOBAThH PE3YIIbTaT.

JlaGopatopHas pabota Ne 2
JlonomHUTEIbHBIE BO3MOKHOCTH paboThl B MS PowerPoint

Llenb paboOThI: U3YYUTH BOZMOKHOCTH YCOBEPILIEHCTBOBAaHUS npe3eHTauuii B MS PowerPoint.

[Topsimok paboTHI.

1. Opranu3zanoHHble TUarpaMMbl IPUMEHSIOTCS B MPE3EHTALMH Ul IEMOHCTPALMU HepapXuye-

CKHX CTPYKTYP.
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Puc. 1. Mepapxudeckast CTpyKTypa ciaiiia

2. Jlns nobaBieHHUst aHUMAIUHU K JrarpamMmme:.

— BBIJICIUTH JUArpamMmy;

— B MeHI0 [loxas cnatiooe BeIOpatTh MyHKT Hacmpotixa anumayuu;

— B oOmactu 3amau Hacmpotixa anumayuu HaXaThb Ha PACKPBIBAIOIIUN CHUCOK /[obasumb 3¢h-
¢hexm W BBITIOJIHUTH OJTHO WJTM HECKOJILKO CIICIYIOIINX TCHCTBUH:

a) ecIM BO BpeMs IoKa3a claiiioB TpedyeTcs BBECTH TEKCT WJIU OOBEKT B COMPOBOXKIACHUH OTIpe-
JICIIEHHOTO BU3yallbHOTO 3(hekTa, BHIOPATh 3HAYOK Bx00, a 3aTeM — HYKHBIH 2 (DEKT;

0) eciiu TpeOyeTcsi 100aBUTh OMpPEICICHHbIN BU3YalbHbIN 3(PPEKT B TEKCT WM 00BEKT, HAXOMs-
IIMecsl Ha CaMOM cliaiizie, BBIOpaTh 3HAUOK Buidenenue, a 3aTeM — HYKHBIH 3 (DeKT;

B) eciiu TpedyeTcsi 100aBUTh OMpeeeHHbIN BU3YalbHbINH 3(PPEKT B TEKCT WM O0BEKT, KOTOPbII
BBI3BIBAET CKPBITHE TEKCTA WM OOBEKTa CO Cllaiiia B 3a/laHHBI MOMEHT, BBIOpATh 3HAYOK Bwixoo, a 3a-
TeM — HYKHBII 3D PexT;

— TIOCTIE TOTO, KaK 3a/1aHa aHUMaIUs I JUarpaMMbl, ETKHYTh 0 PACKPBIBAIOIIEMYCS CITUCKY U
BoIOpaTh KoMaHny [lapamempor s¢pghexmos. Ha Brianke Anumayus ouacpammol (Anumayus cxemvl) B
ciicke [ pynnuposka ouacpammul (I pynnuposka cxemwl) BbIOpaTh mapameTp. DPGEKThl MOSBITCA B
CIHUCKE HACTPOEK aHMMAIIMU CBEpXYy BHU3 B MOpPsAKE UX mpuMeHeHHs. Eciu 100aBUTH B OpraHU3aI[MOH-
HYIO Auarpammy napameTpbl 3¢(eKToB, OHM OyAyT 0TOOpa)KaThCsl B BUJE CBEPHYTOT'O CIHMCKA MO/ COOT-
BETCTBYIOIIHUM 3P PeKkToM. AHUMUPOBAHHBIE OOBEKTHl OTMEUEHBI Ha CJIalijie C MOMOIIBI0 HeTIeYaTaeMoOro
HYMEPOBAHHOTO TE€ra, COOTBETCTBYIOMIET0 3P (deKTy B criucke. Takoil Ter mosBIsSETCS TOJIHKO B OOBIYHOM
peXHUMe OTHOBPEMEHHO C OTOOpayKeHUEM 00JIacTH 3a]1a4 HACTPONKY aHUMAIIHH.

3. YmpaBisromas KHOIKA SIBIISIETCSI TOTOBOM KHOIIKOW, KOTOPYIO MOXHO BCTaBHTh B TIPE3CHTAIIHIO
U ONpEAENUTh AJS Hee TUMEPCCHUIKH. YTPaBIAIOININE KHOMKU CONepKaT (UTYpPHI, HAIPUMEDP CTPEIKH
BIIPABO W BJICBO, & TAK)K€ MHTYUTHBHBIC CHMBOJIBI JIUISI TMIEPEMEIICHUS K CIEAYIONEMY, MPEABIIYIEMY,
MIEPBOMY HJIM TIOCTIEIHEMY CIIAlAy U NIl BOCIIPOU3BEACHMSI aHUMAIIUU U 3BYKOB.

4. Ha Bxnagke Bcmaska B rpynne Unnrocmpayuu MEIKHATE CTPEIKY Ha KHOTIKE Dueypsi, a 3aTeM
HaXXMHTE KHOIIKY /[ononumensusie napamempo.

5. B rpyninie Ynpasnarowue knonku BeIOEpUTE KHOTIKY, KOTOPYIO TpeOyeTcst T00aBUTh.

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

7. B nuanoroBom okHe Hacmpotika Oeticmeusi BHITIOTHUTE OJTHO U3 CIECIYIONNX JCHCTBHUI:

— JIJIs1 BBIOOpA TIOBEICHHUS YIIPABIISIFONICH KHOMKHU MPH IIETYKE MBIIIN MepeianTe Ha BKIaaky /1o
WenuKy Mol

— IS BBIOOpA TIOBEJICHUS YIIPABJISIONICH KHOMKY MPU HaBEJICHUH yKa3aTells MBIIIN MeperInTe Ha
BKIIAJKy /o Hasedenuu yrazamens Mollil.

8. UToObI BBIOpaTh NEHCTBHUE, BBHIMOIHSAEMOE MPHU IIETYKE MBIIIBIO YIPABISIONICH KHOMKH WA
IIPY HABEJICHUH YKa3aTellsl MBIITH Ha Hee, BBIMOJIHUTE OJTHO M3 CICAYIONTNX JCHCTBHI:

— €CIIi HUYeTro He JIOJKHO MPOUCXOIUTh, BRIOEpUTE KoMaHay Hem,

— 9TOOBI CO3/1aTh THIIEPCCHUIKY, BRIOEpUTE KOMaHy [ unepccvlika Ha M BEIOEpUTE OOBEKT Ha3Ha-
YCHHS;

— YTOOBI 3aIyCTUTh MPUIIOKEHHE, BHIOEPUTE KOMAHNIY 3anyck NpunodceHus, HaXXMHUTE KHOIKY
0630p u BEIOEPUTE MPUIIOKEHHE, KOTOPOE TPEOYETCsI 3aIyCTUTh.

9. YtoOnI BCTaBUTH B ClIaifj TabIUIly, HY>)KHO BBIOpaTh Becmaexka, Tabauya, B KOTOpOW HEOOXOIH-
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MO 33/1aTh HE0OXOIUMOE YHCIIO CTPOK M CTOJIOIOB.

10. JI;mst Toro yToOBI MOMECTUTH B ciaiia Tabauity MS Excel, Hy)kHO BBIIETUTD IHAIa30H SYCCK U
CKOMMpOBaTh ero B Oydep odOMena. 3arem mepeiitu B MS PowerPoint, BRIOpaTh HYXHBIHA Claiil U BBI-
opatb Bapuant Oowvexm Jlucm Microsoft Excel.

11. B MS Word npezaraercsi MHOTO pa3HbIX TUIIOB TUAarpaMM U rpa)ukoB, KOTOPhIE MOKHO HC-
MOJIb30BATh ISl CO3JIaHMsI OTYETOB W MPE3CHTAUH 00 YPOBHSX CKIIQJICKHUX 3aIlacOB, U3MEHEHHSX Opra-
HU3ALUOHHOW CTPYKTYpPBI, CBEICHUI O MpOJakaX W MHOTHX JAPYrUX JOKYMEHTOB. J{narpaMMbl MOJIHO-
cTeto uHTerpupoBanbl ¢ MS Word. Ecnu ycranosiena nporpamma MS Excel, MmoxxHO co3maBaTh nua-
rpammbl Excel HenocpenctBenHo B Word: 1ocTaTodHO HakaTh KHOIKY /fuascpamma Ha JeHTE (BKJIaaKa
Bcemaska, rpynna Unntocmpayuu) M 3aTeM BOCIIONB30BaThCS CPEACTBAMH ISl pabOTHI C JAUarpaMMaMu
Ui M3MeHeHus: uinn GopmarupoBanus auarpaMmbl. Co3laHHBIC AUArpaMMbl OyIyT BHEAPEHBI B JIOKY-
MeHT MS Word, a manHbIe AuarpaMMbl coxpaHeHsl B yicte Excel, BkirouenHoM B daitn Word.
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Puc. 2. Buasr quarpamm

12. Ogny ¥ Ty XK€ MPE3EHTAIUMI0 MOXKHO aJanTHPOBaTh Ui Pa3HBIX ayJUTOPHUl, CO3/1aB MPOMU3-
BOJIbHBIC TIOKa3bl. [IpOM3BONBHBIN MMOKa3 — 3TO JTUOO Calbl, CTPYNIUPOBAHHBIE B MPE3CHTAINIO, KOTO-
pble MOXKHO JEMOHCTPHPOBATh HE3aBHCHMO OT BCEro IMoKasa, JIMOO IpyMIbl cIai10B B MPE3eHTAllNH, Ha
KOTOpBIE CO3JaHbl TUIIEPCCHUIKH.

13. Moxer norpeOoBaTbcsi MPOJAEMOHCTPUPOBATH MPE3EHTALMIO JIBYM TpYINaM CTYIEHTOB, 00Y-
YaromuMes Ha pasHbIX Kypcax. 11oka3 cnainoB BkitouaeT ciaiael ¢ 1 mo 5. [l nepBoro Kypca MOKHO
CO3/1aTh IIPOM3BOJIBHBIN MT0KA3, BKIIOYAKOIUHI craiasl 1, 3, u 5, a 1u1d BTOpOro — NpOU3BOJIBHBIN 110Ka3,
BKJTIOHArONui ciaiasl 1, 2, 4 u 5. B m000i MOMEHT Tak)Ke MOKHO 3aIyCTUTh TOKa3 CIal0B B UX HC-
XOJHOU MOCIIEA0BATEIBHOCTH.

14. Jnsa mpocMoTpa 4yacTH CJailoB MpPEe3eHTAllMd HY)KHO BBIIIOJIHUTH KOMaHny [lokas cnaiioos,
IIpouseonvHulil noxas, HaxkaTh KHONIKY Co30amb, BHIOpATh HYKHBIE Il YACTUYHOTO TIPOCMOTpA CIIAalIbI,
Ha)kaTh KHOTIKY /[o6asums, 3aTeM OK. Jljis mpocMOTpa clai1oB MIENKHYTh 10 KHOTKE [loxkazams. OTMme-
YEeHHbIE CNIai bl TOKA3bIBAIOTCS, JIJIS MPEKpaIIeHUs MMoKa3a HaxaTh KiaBuiry 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. 3ananue mpou3BOJILHOTO MTOKa3a CIai/10B

15. ]l mepexoqa ¢ OJHOTO claiijia Ha JAPYTro, K pecypcy B JIOKaIbHOW ceTu uinu B MHTEepHeTe
1100 Jaxke K Apyromy (hailiry UM mporpaMmme MOKHO BOCIOJIB30BAThCS THIIEPCCHIIKAMMU:

— BBIJICJIUTE TEKCT, KOTOPBII HY)KHO IIENKHYTh ISl aKTUBAIIMHA THIIEPCCHUTKH, JTHOO0 MOYKHO BBIJIE-
JHUTH O0BEKT (HAIpUMeEp, KITUIT WM PUCYHOK SmartArt);

— B rpynmne Ccbliku BKIaIKA Bemaska MENKHATE SJIEMEHT [ unepcecvlika;

— B IMAJIOTOBOM OKHE Bcmaegka eunepccwliky HaXMUTE COOTBETCTBYIOIIYIO KHOIKY B rosie Mou
aodpeca, 9TOOBI 33/1aTh Ha3HAYECHHE CCHUIKH (TO €CTh MECTO, Ha KOTOPOE yKa3bIBaeT cchliika). Hampumep,
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4TOOBI IEPEUTH HA APYrOW ClAiil Mpe3eHTaIlMH, HAXMHUTE KHOTIKY Mecmo 6 0okymeHme,

— HalluTe U LIEIKHUTE MECTO HAa3HA4YEHUs, BHECUTE HYXHbIC U3MEHEHUs B noist Omoobpadicae-
mbitl mekem u Adpec, a 3areM HaxxmuTe kKHonky OK.

16. Coznate mpe3eHTanuo Ha Temy «Mol hakynbTeT»:

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

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

— Ha TPEThEM claije 0ToOpasuTh CTPYKTYpY (hakynbrera (JiekaH, 3aM. JeKaHa 1o yaeOHOH pado-
Te, 3aM. JIeKaHa 10 BocmuTaTelbHOi padote, @.M.0.), uConb3ys MakeT 3a201060K, CXeMa WA OpTraHu-
3allMOHHAs IUarpaMma;

— n06aBuTh 3P (HEKTH K CTPYKType (akynpTeTa TakuM 00pa3oM, YTOOBI CIEAYIOMAsi JOKHOCTh
WK (paMuIIus TOSABJSUIUCH 110CIIE MPEABIYIIEH, CKOPOCTh YCTaHOBUTh MEJUIEHHO;

— Ha YETBEPTOM H IISITOM CJIaiiIax pa3MECTUTh B BU/I€ MApKUPOBAHHBIX CITUCKOB Ha3BaHUs Kadeap
U CIELMAIIBHOCTEH, UCTIOIb3YsI MAKET 3a201060K U meKcm,

— COXpaHMTh MPE3CHTALNIO C UMeHeM Moii_(aKybTeT.

17. Co3nath npe3eHTanuio cBoe crennanbHocTu. Jis storo:

— CcO37aTh TUTYJIBHBIN CIIAi]l ¥ BBECTH Ha3BaHUE CHENHMAIBHOCTH. BriOpaTh HauepTanue mpudra
HOJTYXHUPHBIN, pazMep 32 0T, BBIpaBHUBAHUE 110 LIEHTPY, IPUMEHUTH 11a0710H 0(OpMIIEHUS;

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

— Ha TPETbEM ClIaiijie, UCTIONb3Ys Ha BKIaaKe Becmaska B rpynne Mintocmpayuu KHOTIKY SmartArt
CO3/1aTh B BUJIE CXEMBI CIIMCOK AUCLHUIIIMH, YUTAEMBIX BO BTOPOM ceMecTpe. MI3MEHNTh 1BET.

— 3aroJIOBKM CJIaliJJOB BBECTU COOTBETCTBEHHO: «llepeueHb MUCHUIUIMH NEPBOrO CEMECTpa» U
«IlepeyeHb AUCHUIIIMH BTOPOIO CEMECTpay. Y CTAaHOBUTb HauepTaHue IIpU(Ta Kypcus, pazmep 36 nr,
BBIPaBHUBAHME 110 LICHTPY;

— Ha YETBEPTOM Cliaiijie pa3MeCTUTh AUarpamMmy, OTPAXKarollyro CpeAHUN 6alll Mo KypcaM CIelu-
QJIBHOCTH, BHECTH B TaOJIMIly JAHHBIX MPOU3BOJIbHBIE 3HAUEHUS CPEAHMX OaJUIOB AJIs HSATH KypcoB (B
CTOJIOIBI BBECTH KYPChI, B CTPOKH — CpefHKe O0asuibl). BBecTH Ha3BaHUe TuarpaMMsbl, U3BMEHHUTD €€ TUIl Ha
Kpyeosas, n00aBUTh apaMeTpbl AMATPAMMBI 3HAYEHUS,

— nepeiit B MS Excel u co3nate HOByto pabouyto kHury. Ha mepBom mimcre B BHJE TaOIMIIbI
0o(OpMUTH CBEIEHHUA IO CTYACHTAM OJHOM IPYMIbI, MOJYYUBIIUM IMSITEPKU, YETBEPKU, TPOUKH, TBOMKHU
Ha 9K3aMeHe 1o MH(pOopMaTHKe, Ha BTOPOM M TPEThEM JIMCTaX — [0 MaTeMaTuke u uctopuu. Ha uerBep-
TOM JIUCTE CO3/aTh TAOJIMILYy, COAEPKAIIYIO CBEJICHUS O KOJIMYECTBE MOJYYEHHBIX OLIEHOK IO KaXI0My
npeamery (ans noacyera ucnonb3oBaTh pyHkumo CUETECIIN). Ha ocHOBe aHHBIX TaOIMIIBI OCTPO-
uTh AuarpamMmy. CoxpaHuTh (aiin;

— nepeiiti B MS PowerPoint. Ha nsaTelii cnaii BcTaBuTh TaONMIly, COAEPKAIIYIO CBEIEHHUS O KO-
JIMYECTBE MOJYUYEHHBIX OLIEHOK MO KaKJOMY MPEIMETY, a Ha IIECTOM ClIail]] — Tuarpammy;

— Ha CEIbMOM CJIaiiJIe cO3/aTh OTJIaBICHHUE U3 3ar0JIOBKOB CIIAiIOB B BUJIE THIIEPCCHUIOK, CChUIA-
IOLUXCSI HA COOTBETCTBYIOIINE CIIAN/IbI;

— COXPAaHUTh IIPE3EHTALNIO C UMEHEM MOsl_CHENMAIBbHOCTb.

18. BcTaBuTh B ClIaiiibl CO3/IaHHBIX MPE3EHTAINN YIIPABIISIONINE KHOIIKH, ITO3BOJISIONINE ITEPEX 0-
IUTHh B HAYAJIO ¥ KOHEL IPE3EHTALINMN, Ha CIEAYIOLUE U NPEABIAYIINE Caaibl.

19. Cmeny cnaifioB yCTaHOBUTH T10 IIETUKY.

20. C mAaroro cnaiina mpe3eHTauud Mol (akynbTeT co3/laTh TMIEPCCHUIKY Ha MPE3eHTAlHIo
Mos_cnenuaibHOCTb.

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

22. Co3naTh IpOU3BOJIBHBIN MOKA3 Mpe3eHTaluu Mosi_CrieluaibHOCTb.

23. Coznath cBoro manky. C MoMomIbio MacTepa YIakoBKH, YITAKOBAaTh CO3/IaHHBIE TIPE3CHTAIINN B
cBoto mamnky. [IpocMoTpers Qaiiibl, co3AaHHBIE MACTEpPOM YIMaKOBKU. PacmakoBaTh ynmakOBaHHBIE Tpe-
3€HTAllUU B CBOIO IAIKY.

Tema 4. KOMIIOHEHTHI ¥ (PYHKIIMHM TEJIEKOMMYHUKALMOHHBIX cUCTeM. JIOKanbHbIe U Ii100aibHbIe
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CeTH.
JlaGopaTtopnast pabora Ne 1
Cpena Opay3sepa Internet Explorer

Llens pa®oTHI: TO3HAKOMUTHCS C OCHOBHBIMH BO3MOXXHOCTSMHU W (pyHKIMsiME Opay3epa Internet
Explorer.

[Topsiiok paGoTHI.

1. Banycture npunoxenue Internet Explorer.

2. B riiaBHOM OKHE Opay3epa OCHOBHYIO 4acTh paboueld 00JIaCTH COCTaBIIICT 00.1aCmb NPOCMOM-
pa BeO-cTpanuipl. Eciin BeO-CTpaHHIIa [ETMKOM HE IMOMEIIACTCs B OKHE, TO MOKHO HCIIOJIb30BaTh BEp-
TUKaJIbHYIO U TOPH30HTAIBHYIO TOJIOCH MPOKPYTKHU JUTSI TIOJTHOTO MIPOCMOTPA, Kak M B JPYTUX MPUIIOKE-
Husix Windows. Kpome Toro, MOKHO OTKpPBITH Cpa3y HECKOJBKO OKOH JUIs NMPOCMOTpa BEO-CTPaHHUIBI.
Jnst 5TOTO BOCMOJIB3YHTECh KOMaH 101 MeHI0 Paiin, Hosoe okHO.

3. PaccmotpuTe riaBHOe OKHO Opay3epa M U3yYUTe OCHOBHBIE MOJIS: MOJIEe 3ar0JIOBKAa OKHA, CTPO-
KY COCTOSIHHSI, CTPOKY aJipeca.

— Ilone 3azono6ka coaep UT Ha3BaHUE 3arPy>KEHHON CTPAHMIIBI.

— Cmpoxa cocmosinus 0TOOpaxaeT X0/ 3arpy3KH JaHHBIX, TO €CTh COCTOSIHUE paboThl Opaysepa.
HaiiTi 3Ty cTpoKy JIerko — OHa pacroyiokeHa B HUKHeH yacTu okHa. OnHa U3 GYHKIUN CTPOKHU COCTOS-
HUS COCTOUT B CJICIYIOIIEM: €CIIH IEPEMECTUTh KypCOp MBIIIH Ha CIIOBO, SBISIOMICECS TUIIEPCCHUIKON, TO
B CTPOKE COCTOSIHHSI OTOOpa3uTCs ajapec BeO-cTpaHUIbl WK (aiiia, colepskaHue KOTOPOro CBS3aHO C
ATOM CCBUTKOM. DTO MO3BOJISET, IPEXK/IE YeM IIENIKATh Ha 3TOW THIIEPCChIIKE, Y3HATh, Ky/la OHA BEJIET.

— Cmpoxa adpeca cOIEp UT TOTHBINA apec TOKyMEHTa, 0ToOpaxaeMoro B okHe Opaysepa. Ctpo-
Ka aJipeca HaXOJUTCs HaJ 00JacThIO0 MPOCMOTPA TTIABHOTO OKHA.

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

[Tarnens UHCTPYMEHTOB HAXOAMTCS MO CTPOKOM MEHIO M BKJIIOYAET YACTO MCIOJIb3yeMble KOMaH-
Ibl Opay3epa, yTOObI IPEJOCTaBUTh IOJIb30BATENI0 BO3MOXKHOCTh OBICTPO BBIOMPATh KOMaH]Ibl ¢ MOMO-
IpI0 MBIIIH. KHOMKM MaHen HHCTPYMEHTOB CHA0KE€HBI TEKCTOBBIMHU HAIUCSIMH, U3 KOTOPBIX TTOHSATHBI
uX (QyHKIMH.

— Knomnika M36pannoe OTKphIBaeT MaHeb, B KOTOPOH OTOOPaKAIOTCSI COXpaHEHHBIE paHEee CChUTKU
Ha BeO-cTpaHuIbl (3aKiaaku). [l[enKkHuTe MBIIBIO Ha KHOTIKE M30panHoe. B OTKpBIBIIEHCS MAaHENH TO-
3HaKOMBTECh CO CITHCKOM YK€ CAETaHHBIX 3akianoK. lL[eTKHNTEe MBIIIBIO Ha OTHOW M3 CTPOK MaHEIH U
n3yuuTe MH(pOpMaIUIo, OSABUBIIYIOCS B II1aBHOM OKHe Opay3epa. Ha npyrue BeG-cTpaHuLbl iepeiuTe,
WCTIONB3Ys TUTIEPCCHIIKH.

— Knonka /[obasums B BepxHel 4yacTu maHenu M36pannoe WCHOIB3YETCs A CO3JIaHHs COO-
CTBEHHOM 3aknagku. Caenarh 3aKiIaj Ky — 3HaYUT aTh Opay3epy KOMaHy 3allOMHHUTB aJpec OTKPBITOH B
Opay3epe BeO-CTpaHUIIbL.

— Kuonka Hazao wcnions3yercs A mepexoja K BeO-CTpaHUIaM, TIPOCMOTPEHHBIM panee. [lis
nepexoja IEeIKHUTE MBI Ha KHomKe. [IpocmoTpute copepkaHue BeO-CTpaHUI] B 0OpaTHOM MOPsIKE
W CJENIaiiTe aHaliu3 JIOCTOMHCTB M HEJIOCTAaTKOB Takoro «omyxaanus» mo WWW, HauaBmierocst ¢ HeKo-
TOPOM HaYaJIbHOM CTPAHHULIBI.

Jlaboparopuas padota Ne 2
ITouck nnpopmanuu B cetu MHTEpHET

[lens paboOTHI: HAYYHUTHCS WCKAaTh MH(POpMAIUio B ceTH VHTEpHET 1Mo M3BECTHBIM ajpecam, IO
KITIOYEBBIM CJI0BaM 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 aJIpeCcOM CepBepa yKa3zaHbl CMMBOJIBI http://, 0603Ha-
YafoIie MPOTOKOJ, KOTOPBIM HCTIOIB3YeTCs MPH Mepeaade JaHHOW HHPOPMAIIHH.

3. IlepememaiiTe MbIIb U CIEOUTE 32 WU3MEHEHHEM H300paxkeHUs ykaszarens. Hailiaure rumepc-
CBUIKU U HCIIOJIb3YHTE UX JJIs IEpexo/ia Ha CIeqyIollIre CTpaHulbl BeO-cepBepa. M3yunrte nndopmanuio,
pa3MeleHHyIo Ha BeO-cTpanuuax cepsepa BUDIIIL
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4. Beemute B cTpoke Adpec cnenyrommit URL: http://www.nlr.ru/res. 3to snekTpoHHBIE HHPOP-
MallMOHHBIE pecypchl Poccuiickoil HanmoHampHOM 6ubnnoTeku, Haxosmiekcs B Cankt-IlerepOypre.

5. HayunTech coXpaHsTh TEKCT BeO-CTpaHUIIb, OTKPBITOW B OKHE Opaysepa. [[is sToro mncnois-
3yite koMauny Paiin, Coxpanums Kax v 3aaiite ums Qaiina.

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

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

8. Ilone s 3ampoca B 000N MOUCKOBOW CUCTEME MPEJCTABISET COOOH TEKCTOBOE IOJIEe C KHOII-
koit Hatimu, Uckames, ITouck, GO nim Search. Haiiaure nosie st BBoJa 3ampoca Ha BeO-CTPAHHIIE ITOKC-
KOBOHM cuctembl Rambler, BBequTe 3ampoc, HaAPUMEP 9AEKMPOHHAS UHPOPMAYUsL, W THEIKHATE MBIIIBIO
Ha kHomke [louck v Haxxkmute Enter.

9. B mpuBeIeHHOM MTpUMeEpe KIIFOUYEBBIM OBLJIO HE CIIOBO, a (hpa3a. Pe3yabTaThl MOMCKa MPEICTaB-
JSAI0T c000M CHUCOK THIEPCCBHIIOK, COMPOBOXKAAIOMMXCA KpaTKUM KoMmMMeHTapueM. [IpocmarpuBaiite
KOMMEHTApUU K K10 U3 HAICHHBIX THIIEPCCHUTOK M IPUHUMANTE PEIICHUE, HAa KAKOW U3 HUX CIICAYeT
HICIKHYTh MBIIIBIO, 9TOOBI 00JIee MOAPOOHO U3YUNTh HH(POPMAITUIO HAa COOTBETCTBYIOIIEH BEO-CTpaHUIIE.
Hccnenyiite HECKOJILKO HAMOOJIEe MHTEPECHBIX TUIIEPCCHUIOK U MIEPEHANTE K CIICAYIONIeMY TYHKTY 3aj1a-
HUSL.

10. Beemutre B ctpoke Aapec URL mpyroii momckoBoit cuctemsr — SIndex: www.yandex.ru.
sIndex, kak u Rambler, — oqHa U3 KpynHEHIIMX POCCUICKUX MOMCKOBBIX CHCTEM. JTO O3HAYAeT, 4To 0a-
3Bl KJIFOUEBBIX CJIOB 3THUX IOMCKOBBIX CHUCTEM COJIEp)KAT HauOOJIbIIEe KOJMYECTBO CCHUIOK Ha BEO-
CTpPaHUIIbI, HAXOSAIINECS Ha PYCCKOSI3bIYHBIX BEO-CcepBEpax.

11. Benure kiato4eByro (ppasy arnekmponnas ungopmayus B MOJe MOKCKA HA TJIABHOM CTpaHMIIE
moucKoBoi cuctembl SIndex. CpaBHUTE CIHCKU MMpeiaraéMbIX CChUIOK. CrenaiiTe HeoOXOauMbIe 3a-
KJIQJIKH.

12. TTo3HaKOMBTECH C 3apyOCIKHBIMH ITOMCKOBBIMH CHCTEMAMH:

— http://www.altavista.com;

— http://www.google.com;

— http://www.yahoo.com.

OOpaTtuTe BHUMaHUE HA TO, YTO TOJIE JJIS 3aITyCKa MOKCKA 10 KITFOYEBBIM CJIOBAaM MMEET Ha3BaHUE
Search (Mckamv) nmu Go (Hauamv). HecMOTpst Ha TO, YTO 3TO 3apyOE)KHbBIE MOUCKOBBIE CHCTEMBI, HC-
MOJIB3YMTE B KAYECTBE KITFOUEBOM MPEXKHIOW (hpasy — anekmporHasn ungopmayus. llpoananuzupyiite pe-
3yJIbTaThI IIOUCKA.

2.3.6. JIabopaTopHbIe padoThI

JlaGopatopHas pabota 1
Tekcroseiii pegakrop MS Word: 0o0bekThI TekcTa

Llenb paboOThI: HAYYUTHCS OCHOBHBIM TEXHOJOTHMUECKUM ONEpaIMsIM CO3JaHMs, PEJaKTUPOBAHUS U

(hopMaTUpOBaHUS TEKCTOBBIX TOKYMEHTOB.
3ananue 1. BctaBka cuMBoI1oB. CriennanbHble CUMBOJIBI
Habepute cuMBOJIBI, KOTOPBIX HET HA KJIaBUATYpE.
TexHomnorus paboTel

1. Co3naiite HOBBIN TOKYMEHT.

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

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

B CUMBOJIBI, 0003HAYAIOIINE ICHE)KHBIE SIUHHIIBI APYTHX FOCYIApCTB ¢ YKa3aHUEM COOTBETCTBY-
IOLIIUX FOCY/IapCTB:

$ (amepukanckuii gomnap), ¥ (smoHckas uena), € (eBpo)

B DKOHOMUYECKHE W FOPUIUIECKIE CUMBOJIBI C pacIin(QpOBKOW:

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

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

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

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

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

~ (MpUOJIU3UTENBHO), € (MPUHAIJICHKHT), # (HE paBHO), < (MEHbIIIE JIMOO paBHO), > (O0JbIIIE MO0
paBHO), o0 (OECKOHEYHOCTD)

B 3HAaKH JIOTUYCCKUX onepaunﬁ C Ha3BaHUAMMU

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

B CUMBOJIBI I'PEYCCKOIr'0 aJ'I(baBI/ITa, 4acCTO MCIIOJIB3YEMBIC B MATEMATUKE U (1)1/131/11(6, C Ha3BaHUSAMMU!

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

8. Ucnonk3oBaB aexkoparuBubie mpudter Webdings, Wingdings, Wingdings 2, Wingdings 3,
HabepuTe IPYIIBI CHMBOJIOB, ITPEACTABICHHbIE HIIKE:

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

9. BcraBbTe B JAOKYMCHT CIICHIUAJIBHBIC CUMBOJIbI C HAa3BAHUSMU C IIOMOIIBIO KOMAaHAbI BcraBka,
CI/IMBO.]'ILI, CHMBOJI, I[pyrue CHMBOJIBI, BKJIaJIKa Cl'[eIII/IaJ'II)HBIe CHUMBOJIbI.

— (mmuuHOE THpE), § (ab3an), ... (MHOTOTOUME), ‘(OAMHAPHAS OTKpHIBAarOIIas KaBbluKa),  (O1H-
HapHasi 3aKpbIBAIOINAsl KaBblYKa), “ (IBOWMHAs OTKPHIBAIOIIAs KaBBbIYKA), ~ (IBOIHAS 3aKpbIBaIOIlas Ka-
BBIYKA)

10. HaGepute codeTaHusi CUMBOJIOB, KOTOPBIE MCIOJB3YIOTCS B 3JIEKTPOHHOW MHEpenmucKe JUis
0TOOpaXEHUsI SMOIIHI:

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

W JBOETOYHE, 3aKphIBAIOIIas Kpyrias ckooka (©);

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

11. [IpoBeprTe pabOTy BHOBb HAa3HAUEHHBIX COYETAHMM KIIABMII JUIsl BCTAaBKHM CHMBOJA «§» B
TEKCT.

12. CoxpaHuTe TOKyMEHT ¢ IMEHeM BeTaBka cHMBOJIOB.

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

1. Co3naiite HOBBIH TOKYMEHT.

2. HaGepute ¢pazy «CKOpPOCTb BOCIPHATHS OTAEIbHBIX 3HAKOB M TEKCTa B LIEJIOM IpPU YTCHUU
orpezenseT yao00unTaeMocTh mpudTay.

3. Beienute ¢pa3zy (TpoMHBIM HIETYKOM).

4. Otkpoiite quanorosoe okHo rpynmnsl lHpudr.

5. Beibepute mpudt u nocmorpute B nose O6pasen, Kak BBIIJISIIUT BblIeneHHas ¢pasza. Eciu
mpudT He MOAAEPKUBACT PYCCKUN andaBUT, TO PYCCKHE CHMBOJBI NMPEBPATITCS B HEpaclo3HaBaeMble
3HAKH.

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

7. CoxpaHuTte TOKyMEHT ¢ MeHeM PycuduumnpoBanHbie LIpUQTHI.

3ananue 3. Pazmep cumBoia
IToaroroBrTe MIAKaT C JEBU30M.
TexHomnorus paboTel
1. Co3naiiTe HOBBIN TOKYMEHT.
2. Ycranosute mpudt Times New Roman.
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3. HaGepure Tekct muakara npornucHsiMU 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. YcranoBure macmtad gqokymenta 10 % u npocmotpute Bce cTpaHulbl. Eciu He Bce CUMBOJIBI
MIOMEIAIOTCS HA CTPAHUILY, U3MEHUTE UX Pa3MeP B HY)KHYIO CTOPOHY.

6. OTkpoiite quanorooe okHo rpymnmnsl pugT 1 ycraHoBUTE AJIs BBIJEIEHHOTO TEKCTa BUOU3-
menenne Kouryp (puc. 1).

HIEIPIE| )L T O]

Puc. 1
Jls co3nanus mjakaTa OCTaeTcsl TOJIBKO HareyaTaTh JIMCTHI, BBIPE3aTh CHUMBOJIBI [0 KOHTYPY U
YKPEIUTh Ha IIBETHOM (pOHE.
7. Coxpanute 1oKkyMeHT ¢ umenem Ilnakar.
3ananue 4. Hactpoiika napamMeTpoB TeKcTa
OtdopMaTupyiiTe TEKCT, UCIOIB30BaB BOZMOKHOCTH ()OpMATHUPOBAHUSI CUMBOJIOB 1 a03alIeB.
TexHonorus paboTsl
1. Otkpoiite daitn Uto Takoe nHpopMaTHKA.
2. BximrounTe pexxuM 0TOOpaKeHHS HEMeYaTaeMbIX CHMBOJIOB.
3. Pas0eiiTe MCXOMHBIN TEKCT Ha ab3allbl, COrjacHo oopasity (puc. 2).
4. BeiiennTe Bech TEKCT MEPBOro ad3alia ¥ yCTaHOBHUTE CIICAYIOIINE TapaMeTphl:

HlpudT: Arial

Pazmep: 14 ot

Hauepranue: IomyxupHsii
BripaBuuBanue: [1o uentpy
Wnrepan: Pazpexennsiii Ha 1,5 T
Bunonszmenenue: Bce nponucHbie

5. Beiienute ueTBepThIil a03a1l U yCTAaHOBUTE ISl HETO MapaMeTphl:

Pasmep: 12 ot
Hauepranue: Kypcus; ans cinosa «Madopmarukay» — [lomykupHblit Kypcus
LBer: Cunnit

6. BeigenuTe TepMUHBI KYpCUBOM COTJIACHO 00pasiLy.
7. YcraHoBuTe Ui Bcex a03aleB, KpoMe MEPBOr0 M YETBEPTOro, OJUHAKOBBIE OTCTYIbI NEPBOM
ctpoku — 0,5 cm.

YTO TAKOE UHPOPMATUKA?

Tepmun «ungopmamuxar» (ppaunm. informatique) mpoucxoaut or dpanirysckux cios information (uadopmanust) u au-
tomatique (aBToMaTHKa) U JOCIOBHO O3HAYACT «HH(POPMAIIOHHAS aBTOMATHKAY.

[IupoKo pactpoCcTpaHeH TaKXKe aHTIIOA3BIYHBINA BApHAHT 3TOTO TEPMHUHA — «COMPUter sciencey, uto o3Hadaet OYKBaJIbHO
«KOMITBIOTEPHAS HAyKay.

HH¢()[7.W(HHLH\’(I — OMmMoO OCHOB6AHHAA HA UCNOJIb306AHUU 7\'0Jll’7bi()l77(3[)HOlvl MEeXHUKU ()LlCLﬂll’?.Yll—
HA, usyuarowas cmpykmypy u ()6lfL)lll€ ceolicmed llll(]’)()p.lflal;l uu, a maxkotce 3AKOHOMepHocmu u
Mmemoowl ee CO'}()(IHL[}Z, XPAHEHUA, NOUCKA, npeoﬁpwoeamm, ll@p@()(lllll U NPUMEHEHUA 6 pA3-
JUYHbBLX C(])epax yenoseueckoll 0esmenbHOCU.

B 1978 rogy MexmyHapoaHbII HayIHBIH KOHTpEcC O(pHIMaIbHO 3aKPEnui 3a MOHITHEM «HH(POpMaTHKa» 00JacTH, CBS-
3aHHBIC C pa3pabOTKOM, CO3aHHEM, UCTIOIB30BAaHUEM M MaTePUATbHO-TEXHUYECKUM 00CITY)KUBaHUEM CHCTEM 00paOOTKH HH-
(dopmanmu, BKIFOYash KOMIBIOTEPEl M MX IPOTpaMMHOE O0ECIIeYCHUE, a TaKKEe OpPraHM3alMOHHBIC, KOMMEPYECKUE, aIMHHH-
CTpPaTUBHBIE U COLMAILHO-MIOJIUTUYECKUE ACIEKThl KOMIIBIOTEPU3aLUd — MAacCOBOTO BHEAPEHUS] KOMIBIOTEPHON TEXHUKH BO
BCE 00JIaCTH KHU3HU JIFOJICH.

Takum o6pa3om, nHGOpMaTHKa Oa3UPYETCsl HA KOMITIBIOTEPHOI TEXHUKE M HEMBICIHMA 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 nocae: 12 nr

9. C momombto komanael I'siaBHast, A63an, I'panuna u 3aiuBka, ['paHuia u 3ajJiMBKa yCTaHO-
BHTE IMapaMeTPhl TPAHMIIBI JJIS1 YETBEPTOTo ad3alia:

Pamxka: JleBas rpanuna
Bet: Cunuii
Tonmuua muanu: 1,5 0T

10. YcranoBuTe 3aIMBKY TEKCTa IO CBOEMY YCMOTPEHHUIO.

11. YcranoBuTe Kypcop B JIFOOOM MECTE 3aroJioBKa.

12. Bemonnute xomanay I'1aBuasi, Bydgep ooMena, @opmaTt mo odpasuy. Ykaszareiab IpUMET
BU/JI KUCTH.

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

14. CoxpaHuTe 1OKyMEHT.

3ananue 5. ['panuiia u 3aauBKa
Odopmure TEKCT, UCTIONB3Ys HHCTPYMEHTBI TPaHUIIA U 3aJIUBKa.
Texnonorus paboTsl
1. Co3naiite HOBBIH TOKYMEHT.
2. HaGepuTe TekcT:

O0beM naHHBIX, XpaHsamuxcs B UHTepHeTe, BILIOTHYIO0 pubiau3uics k otmetke B 500 sk3abaiitoB (500
mipa. ['6). Takue nanHple mpuBoaAMT aHamuTH4eckas kommnanus |IDC, mpoBoguBIias uccieqoBaHUE IO
3akazy EMC Corporation. ITo mporao3aMm aHaJHUTHKOB, Yepe3 MOJATOPA rojia KOJIWIECTBO JaHHBIX BbIpaC-
TeT elie B 2 pa3a. ITo MPHUBEAET K POCTY KUOEPIIPECTYITHOCTH.

3. Bkimounre pexxuM oToOpaskeHHs HereyaTaeMbIX CUMBOJIOB.

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

5. [lns kaxporo a63amna (MpUMEHUTHh K a03ally) yCTaHOBHUTE pa3jIMYHbIC MapaMeTpbl TPAHUIBI U
3aJIUBKHU 110 COOCTBEHHOMY BBIOOPY (CIUIOIIHAS TpaHUIlA, TPAHUIIBI CBEPXY U CHU3Y, CIIpaBa U CJIeBa, pas3-
JIMYHAs TOJIIMHA, BET, TUIl JUHUU U Tp.), UCIOIb30BaB KOMaHAbl MeHIO ['1aBHas, AG3au, I'pannusb u
3aJIMBKA.

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

7. Coxpanute JOKyMeHT ¢ uMeHeM O0bem nHdopmannu B UHTepHeTe.

JlaboparopHas padota 2
TekcroBblii pepaktop MS Word: 00bekThI TekcTa

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

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

dx
E_
Z=I+S
r=B-x
_C.F.X.y
_T

S

Puc. 1
TexHonorus paboTel
1. Co3naiiTe HOBBIN TOKYMEHT.
2. B mycrtoii cTpoke BbImonHuTe kKoMaHay BeraBka, CumBoasbl, @opmyaa. B noxkymenTe mo-
aBUTCS 00beKT MecTo Mt popMyJabl, Ha JIEHTE OTKpoeTcss MeHI0 PaGora ¢ dopmynamu u BKiIajgka
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Koncrpykrop.

3. s cozmanus mepBoit ¢hopmyssl BeioepuTe npocTyio apods (CTpykrypsl, Apods, IIpocras
ApO0Ob), BBEIUTE B YHCIWTENh W 3HAMEHATENh HY)KHBIE CHMBOJBI, MMOCIE APoOM HAOEpUTE CHMBOJIBI
«=—2».

4. OTkpoiiTe pacKkpbIBarolieecss MEHIO popMyJbl U ycTaHOBUTE BeipaBHUBaHUE [lo 1eBoMy Kparo.

5. AHAJIOTMYHO COCTaBbTE IpYyrue GopmMysibl.

6. Coxpanute TOKyMEHT ¢ UMcHEM DOpMYy.JIbl.

3ananue 2. Coznanue GopmyI ¢ MOMOIIbI0 (popMaTUpOBaHKS CUMBOJIOB
Cosnaiite popmyisl (puc. 2), ICTIOIH30BAB HHCTPYMEHTHI JOPMATHPOBAHUS TEKCTA.

N=a1*p“ i+ +ar*pl+ac*p’+as*pi+.. . +a,*p™
rae ak -1 — (K — 1)-s nudpa 1enoi yactu ynciaa N, 3aMCaHHOrO B CUCTEME CUMCIICHHUSI C OCHOBAaHHEM ;
a_n — N-s udpa apodHoI yacTu yuciaa N, 3amMcaHHOrO B CHCTEME CUMCIICHHUS ¢ OCHOBaHHEM P; K — Ko-
JMYECTBO pa3psIoB B mesor yacTu yrcia N; N — KoimdecTBO pa3psaoB B ApoOHoi yactu uucia N.
C yueroMm 3Tux 0003HaueHui 3anuch ynciaa N B 110001 MO3ULIUOHHON CUCTEME CUUCICHUS C OCHO-
BaHUEM [) UMEET BU]]
(Ak-1...a180,8 18- 2...@ n)p.

Puc. 2
TexHonorus padboTsl

1. Otkpoiite 1okymMeHT POpMYJIbI.

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

3. HaGepuTe 4epHOBO# TEKCT POPMYITBI CHMBOJIaMH, 0¢3 (hOpMaTUPOBAHUS UX (B OJTHY CTPOKY).

4. YcraHoBuTe Ui 3HaKOB (OPMyIbI pa3Mep Ha 2 NT OOJbIIE OCHOBHOI'O TEKCTa U KypCHUBHOE
HauepTaHue.

5. C ucnonb3oBannem kiasumu Ctrl Bbyienutre Bce CHMBOJBL, KOTOpbie B (GOpMyNie HMEHOT
HAJCTPOYHOE HauepTaHue, U BeinoaHnTe koManny I'imasHas, llpudgr, Haacrpounsiii 3Hak.

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

7. Beigenute co3aannyo Gopmyiy.

8. BemonauTe komanay BeraBka, CumBodibl, @opmyJia. BeiieneHnsiii parmMmeHT aBTOMaTHYE-
CKU TpeoOpa3zoBalicsi BO BHEAPEHHBIM OOBEKT, HO (hOpMATUPOBAHUE HAIACTPOUYHBIMH U MOACTPOUYHBIMH
WH/IEKCAMU TIOTEPSIIOCH.

9. IloanpasbTe hopMyITy, UCIIOIB30BaB HHCTPYMEHTHI KOHCTPYKTOPA.

10. B packpsiBaromeMcst MeHIO (hopMyItbl BeiOepuTe KoMaHay COXpaHUTh KaK HOBYIO (hOPMY.JTY.

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

12. Otkpoiite 6nbaHoTeKy (Koyutekunto) dhopmyn (Konerpykrop, ®@opmysia) u yoeaurecs, 94To
¢dopMmyna ¢ TaKMM Ha3BaHUEM MOsIBIIIACh B Kateropun Oomue.

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

14. Coxpanute U3MeHeHHs B JOKyMeHTe POpPMY.IbI.

3ananue 3. Co3manue GopMylt ¢ HCIOIb30BaHKeM mpritokenus: Microsoft Equation 3.0

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

p—nSNSpk_p—n

j o =tgx+C

cos? x
1 00
E,=|0 1 0
0 0 1

U x? +1, ecmu X <0,

sin(x—3), ecu X >0

f(x) =

Puc. 3
TexHomnorus paboTel
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1. OtkpoiiTe paHee co31aHHBIN JOKyMEHT DOpPMYJIBI.

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

3. Beibepute npunoxkenne Microsoft Equation 3.0.

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

5. CoxpaHute U3MEHEHUS B JOKyMeHTE DOpPMYJIBI.

JlaGopaTtopHnas pabora 3
TekcroBsiii pegakrop MS Word: coznanue u peraktupoBaHue Ta0umiy

Ilenb paGoThI: HAYYUTHCS OCHOBHBIM TEXHOJOTHYECKUM OINEpALUAM CO3JaHUs U PeAaKTUPOBAHUS

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

Cozpaiite Tabnuity o obOpasimy (puc. 1). JlobaBpTe B TabIMIy CTPOKY O CYNEPKOMIBIOTEpE, BbI-
MyCK KOTOporo ObuI 3arutanupoBan B 2012 roxy.
Camble MoOLIHbIEe KOMIIBIOTEPBI B Mupe (110 1aHHbIM Ha 2010 rox)

HaszBanue Crpana KoauuectBo [pouzBoaurenbHocts | O6beM onepa-
NpoLeccOpoB (meradionc*) TUBHOM NaMATH
- -----

(TepadaiT**
I BM 116 400 1,026 MogennpoBanue
Road Runner SIIEPHBIX B3PHIBOB

*1 meragnomnc = 10 onepanmii B cekynmy
*#%] tepabaiit = 2%° Gaiit = 210 ruraGaiit

Cdepa
HCIO0JIb30BAHUSA

Puc. 1
TexHonorus paboTel

1. Co3paiite HOBBIN JOKYMEHT.

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

3. BemomauTe komany BeraBka, Tadauna, BeraButh Tadanny.

4. B nosiBUBILIEMCS 1MalIOroBoM okHe BeraBka Tadauubl 3amnonHuTe nojis Yucesao cTro0uoB u
Ymucino cTpoK, YCTAaHOBHUTE IEpeKIovaTelb ABTONOAOOP HMIMPUHBI CTOJOLOB B IOJIOKEHUE MO IIU-
PHHe OKHA 1 HaxmMuTe kHOonKy OK.

5. BamonHuTe TAa0JIMIly JHaHHBIMH COTIacHO o0Opasiy (puc. 1), ucrmons3zoBaB mpudt Times New
Roman u pasmep mpudra 10.

6. [lepeiinuTe B pe:KUM peIaKTHUPOBAHUS TaOIUIIBI, BBIOpAB BKIaAKy Maker.

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

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

Ha3zBanue Crtpana KounuyecTBo MpousBoauteabHocth | O0BbeM onepa- Cdepa ucnosnb-
NpoLeccopoB (Tepaduionc*) THBHOI MaMATH 30BaHUSA
(TepadaiiT**)
IBM Sequoia CIIOA 1 600 000 20 1600 MopaenupoBaHue
UCTIBITAaHHUH  siTiep-
HOTO OpYXKHsI
Puc. 2

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

TA0JIMIL).

10. Coxpanute 1okyMeHT ¢ UMeHeM CaMble MOIIHbIE KOMIIBIOTEPHI B MHUPe.
3ananue 2. Co3gaHue TabJIUI Ha OCHOBE MOATOTOBJICHHBIX TEKCTOBBIX IOKYMEHTOB
Co3paiite TabnuIly U3 OATOTOBJIEHHOTO TEKCTa (puc. 3) U oThopMaTHpyiTE €ee.
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TexHonorus paboTel
TekcT cunTaercs MOATOTOBICHHBIM JIJIsl TPe0Opa3oBaHUs B TaOJMILy, €CIIH Kaxias CTpoKa Oymy-
el TabJIHIIbl 3aKaHYMBACTCS CUMBOJIOM «KOHEI ab3aiay, a il OTJENICHHs CTOJIOOB APYT OT ApYyra BbI-
OpaH eJMHBII CUMBOJI-Pa3ICIIUTEIb.
1. Co3pnaiite HOBBIN TOKYMEHT.
2. BximrounTe pexuM 0TOOpaKeHHS HETleYaTaeMbIX CHMBOJIOB.
3. HabGepure Tekct kak B obpasiie (puc. 3).

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

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

- 6.3%€

2008December —» - -+ 156% - 17% - T14% -+ 17% - 3.8%
- 53%€

2007-November -+ - -  63% - 20% - 738% - 51% - 33%
- 3,9%€

2006 November -+ - - - - 19% - T749% - 80% - 33%
- 3.6%€

2005November -+ - -+ - =+ 17% - T71.0% - 146% - 33%
+ 33%C

Puc. 3

4. TloacuuTaiite, CKOIBKO ab3aneB B TekcTe. CTONBKO CTPOK OYIET COAepKaTh co3aBaeMasi Tad-
TuIa.

5. It kaxxoro ad3ara onpeeuTe, Ha CKOJIbKO ()parMEHTOB OH Pa30UT CUMBOJIAMHU TaOYIISIUN.
Cronbko cTon0LOB OyJeT y co3AaBaeMoi TaOIHIIbI.

6. BeitenuTe TekcT Oe3 BBIICIICHHS ITYCTHIX a03aIleB.

7. Beimonuute komanty BeraBka, Tadimua, IIpeodpasoBaTs B Tadunmy.

8. Yoemutech, 4TO B OTKpHIBIIEMCs auaioroBoMm okHe IIpeodpa3oBaTth B TadJMILy B Ka4eCTBE
paznenurens ykazaH 3Hak TaOymsiuu. Cpena aBTOMAaTUYECKH OMpeNeNnia, yTo Tabauma J0KHa coep-
’KaTh BOCEMb CTOJIOIIOB.

9. 3akpoiite okHo, menkHyB Ha kHomke OK. Ybemutech, uTto Tabnuia co3laHa MNPaBUIBHO

(puc. 4).
CTaTHCTHKA HCIOJIB30BAHNS ONEPALIMOHHBIX 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%
il%?/imber i i 1,9% 749%  8,0% 3,5% 3,6%
ZN%?/imber - 1,7% 71,0% 14,6% 3,3% 3,3%

Puc. 4
10. lns BeIpaBHUBAHUS BBICOTHI CTPOK TAOJIMIIBI YCTAHOBUTE KYpCOp B JOOYIO SUCHKY M BBINOJ-
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HuTe KOMaHny Maker, Pasmep sueiiki, BbIpOBHATHL BBICOTY CTPOK.

11. JInst Bcex cTONOIIOB, KPOME MEPBOT0, YCTAHOBUTE:

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

m ouHaKoByr0 mupuny — 1,8 cm (Maket, Pazmep siueiiku, Illnpuna cTo0ma Tadauubl).

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

13. Beigenure nepByrO CTPOKY M BBIMOJHUTE KoMaHay Ctuiaum Ttadaun, 3aauBka. 13 npemo-
KEHHBIX 00pa3IoB 3anuBKH BeIOepuTe OJIMBKOBBII, aKIEHT 3.

14. 3analiTe 3aIMBKY OCTaJIbHBIX sY€EK TaOMHIILI 1IBeTOM OQJIMBKOBBIM, akieHT 3, Oojiee CBET-
n1it oTTeHoK 60%.

15. /Ing ycraHOBKHM TpaHMII BbIAETUTE BClo Tabnuiy u B rpymnine HapucoBarh rpaHuubl 3aj1aiite
CJIEIYIOIIME TTapaMeTpBhl:

Crtuiib niepa: o yMOJIYaHHUIO
Tonmwuna nepa: 2,25 ot
[{Bet mepa: OIUBKOBBIN, akIeHT 3, OoJiee CBeTIbIi 0TTeHOK 40%

16. Boimonuute xomanny Koncerpykrop, Ctuiau tadaun, I'pannusi, Bee rpanuns!.

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

3ananue 3. [IpeobpazoBaHre HEMOATOTOBIEHHOTO TEKCTA B TAOIUILY

CosnaiiTe Ta0nHIry, B3sB 32 OCHOBY HETIOJOTOBJICHHBIH TEKCT.

Texnonorus paboTsl

1. OTkpoiiTe TOKyMEHT ¢ UMeHeM /loMeHbI BepXHEro ypoBHSI.

2. Bxiirounte pexuM 0ToOpaskeHusl Here4aTaeMbIX CUMBOJIOB.

3. BunmarenpHO u3yunte TekcT. OnpeaenuTe CHMMBOJIBI, KOTOPBIMU OTIEseTcss nHpopmarus oo
OTIEeNbHON cTpaHe (Oyayimias cTpoka Tabnuilbl) OT UH(OPMALUKU BHYTPHU CTpaHbl (Oyaymine cTONOIb).
MO3KHO 3aMETHUTh, YTO CUMBOJIOM-PA3/ICIUTEIEM CTPOK SIBIISIETCS «;», & CTOJOIOB — «:». CllelyeT Takxke
OTMETHUTBH, UTO TOCTIE KaXJI0T0 CUMBOJIA «:» CTOUT MPOOE, KaK U MOCJe KAKIOT0 CUMBOJIA «;». TO BaxK-
HO JUTS HAIIMX JTaTbHEUINX JIeHCTBHUM.

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

5. BeigenuTe TeKCT, kpoMe Ha3BaHUs TAOMUIBI U IBYX MOCIEIHUX MOSCHUTEIbHBIX CTPOK U BBI-
nonauTe Komanay I'yiaBuas, PejakrupoBanue, 3aMeHUTb.

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

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

8. BemmonHuTe KOMaHay 3aMeHHMTh BCe W OIPEACTUTE, CKOJBKO MPOU3BeneHO 3aMeH. CTOJBKO
CTpOK OyJeT B TabiuIe.

9. Ha Bompoc «IIpoomKkuTh OMCK B OCTaBIIeics yactu?» orBeTbTe Her.

10. B none HaiiTu yganuTe mpenblayiiee yCIOBUe MOUCKA U YCTAHOBUTE HOBOE — CUMBOJIBI <«:» U
npo0erna.

11. B none 3aMeHUTH HA yAATUTE MPEIBIAYIIEE YCIOBHE U BCTABBTE CIICIIUATBHBIN CUMBOJ 3HAK
Ta0yJIA M.

12. BeimonHuTe KOMaH1y 3aMeHUThb BCe.

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

TeKkCcT MoAroTOBIIEH K MPeoOpa30BaHUIO B TAOIHILY.

14. Beinenure TeKCT OyayIeit TabauIib.

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

16. B otkpeiBIIeMcs auaioroBom okHe IlpeodpazoBaTh B TA0IUIy cpe/ia MPEIIOKUT BaM KOJITH-
YeCTBO CTPOK U CTOJNOIOB Oymymiel Tabmuiel Mo ymMon4aHuto. W eciu Bce Mpeapiaylue NeHCTBUs Cle-
naHbI mpaBuiIsHO, TO WOrd omnpeaenut, 4to Tabauia J0/UKHA CoepkaTh 17 cTpok u 4 crooia.

17. B mone Pa3menuTenb MO yMONYaHUIO YCTAHOBJICH CHUMBOJ TaOYINSIIMH, YTO COOTBETCTBYET
HalIeMy TEeKCTY.

18. 3akpoiite okHo, menkHyB Ha kHomke OK. YOeawrtech, uro Tabnuia caenaHa MPaBUIHHO

(puc. 5).
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19. JloGaBbTe /1BE CTPOKU CBEPXY AJIS 3arOJOBKOB TaOMUIBL. JIJis 3TOTO BBIJEIHUTE JBE IMEPBBIC
CTpOKH TabnuIlkl U BeIOepUTE KoMaHay MakeT, CTpokH H cT001bI, BcTaBUTH CBEpXY.

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

21. BeeauTe TEKCT 3ar0JIOBKOB.

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

23. Ocy1iecTBUTE BBHIpaBHUBAHUE B sYCHKax TaOMHIBI COTIacHO o0Opasily (puc. 5), BOCHOIb30-
BaBIIMCh KHOMKaMu U3 Tpynibsl BolpaBHuBaHMe Ha Bkiagke Maker.

24. CoxpaHHTE TOKYMEHT.

JlaThl CO31aHNS HEKOTOPBIX HAIHOHAJIBLHBIX IOMEHOB BEPXHEr0 y
JlaTa co3nanus
Crpana Tong | Yucao, Mmecsin Hloven
CIIA 24 nrons .US
BenukoOpuranus 1985 | 24 urons Uk
W3zpanin 24 oKTA0ps Al
ApreHtuHa 1987 | 23 cenTs6ps ar
bpazunus 1989 | 18 ampes r
Coserckuii Coro3 19 cents6ps .Su
= 1990
Kwuraii 28 HOsAOps .cn
Bonusus 1991 26 despas .bo
Komrym6ust 24 nexabps .CO
Anbanus 1992 21 anpens al
Ykpauna 1 nexabpst .ua
JlatBust 1993 | 1 urons v
Poccuiickas denepanus 7 anpens .ru
1994
ApmeHus 26 aBrycra .am
Yumm 1995 | 27 siHBaps .cl
Adranucran 1997 | 16 okTs0ps .af
Poccuiickas @eneparus | 2009 | 30 oxTs6ps po*

OBHH

* — nepsblit 1omeH B ucropuu ICANN**, HanucaHHBIM Ha HAllMOHAIBHOM S3bIKE
** — VIHTEpHET-KOPIIOpaIis 10 YIPAaBICHUIO JOMEHHBIMH MMEHAMH M NHU(POBBIMU aJpecaMu B

WNurepnere

Puc. 5

3ananue 4. CopTHUpoOBKa B TabIHIle
BbIMoOTHATE COPTUPOBKY JAaHHBIX, MPEACTABICHHBIX B TabauuHOM hopme (puc. 6).

Crpana KonnuectBo
araxk
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
Texnonozust pabomuol

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

2. 1o6aBbTe K TabauIie cTojoer cieBa. i 3TOTo BBIICIUTE MEPBBIA CTOJIOCI U BBHIMOJHUTE KO-
Maunay Maket, BectaButh ciieBa. Beaure 3aroioBok crondma «Mectoy.

3. B nepBrlii cTon0€1] BCTaBbTE aBTOMATHUYECKYIO HyMEpAIHIO.

4. Boigenute nepByto CTpoKy B Tabnuie ctuieM CTporui.

5. YcraHoBuTe Kypcop BHYTPU TaOIHUIIBI.

6. Bemmonaute komany Maket, [lannbie, CopTHpPOBKA.

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

8. Jlob6aBbTE CTPOKY CHU3Y.

9. BeenuTe B HIDKHIOIO CTPOKY AaHHbIE 0 Poccuiickoii Deneparuu:

| RUSSIAN FEDERATION | 335656 |

10. 3aHOBO OTCOPTHPYHTE TAOIUITY IO YOBIBAHUIO KOJIMYECTBA aTaK.

11. BeigenuTe paMKoit CTpoKy ¢ naHHbIMU 0 Poccuiickoit denepanuu.

12. BeienuB Ta0nuily, YCTAaHOBUTE IIMPHHY CTOJOLOB C IMOMOUIBIO KOMaHIbI ABTONOAOOP MO
COIEPKUMOMY.

13. CoxpaHuTe TOKyMEHT.

3amanue 5. Beruncnenus B Tabnumax

Hcnonbp3oBaB (popMyibl, paccuuTaiiTe CyMMapHblii 00beM BceX IpadUuecKuX U TEKCTOBBIX (aii-
JIOB JI0 U TIOCTIE apXUBAIlMH, a TAKXKe OCYIIECTBUTE (HOPMAaTUPOBAHNE YUCIOBBIX JaHHBIX MO JECATHUHOM
3ansToi. Mcxo/iHble JaHHBIE AJIs pacyeTa MpeICTaBIeHb! Ha puc. /.

I'paduyeckne paitiabl TexcroBble ¢ailiibl
Pasmep (K6aiit) Pasmep (K6aiit)
Nms | Pacumpenue . ITocne Nms | Pacoupenue . ITocne
Hcxoansrit Hcxoaubiii

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

Hroro Hroro
Puc. 7

TexHonorust paboTsl

1. Co3naiite HOBBIM TOKYMEHT.

2. CoznaiiTe Tabnuily Kak Ha puc. 7.

3. Ilepen HaUaIOM BBIYHCICHUN MBICIEHHO 0003HAYbTE KAXKIBIA CTOJIOCT] TaOIHIIBI OYyKBOH (A,
B, C, ...), a ctpoky — Homepowm (1, 2, 3, ...).

4. Bocrions3oBaBmuck komanaoin Maker, Jlanubie, @opmyJia, BBeaute B sueriky C10 hopmy-
ay: =SUM(ABOVE) ans pacuera cymmapHOTro o0bema rpaduueckux (aitjioB 10 apXuBauu (MCXOIHBINA
pasmep). Apryment ABOVE o3HavaeT «CyMMUPOBATh YHCIOBBIC SIMEHKH BBIIIE STUCHKHU C (OPMYITOM».
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5. Cxonmpyiite nonyueHnyio ¢popmyny B sueiiku D10, H10 u G10. [Tocne xonupoBanus ¢op-
MYJIBI B KQKJIOH sueiike OyIeT OJHO U TO YK€ YHUCIIO.
6. YcraHoBUTE Kypcop BHYTPU BBIYUCIISIEMOTO IOJISL U BHIMOJIHUTE KOMaHay OOHOBUTH moJe u3
KOHTEKCTHOI0 MeHI0. Pe3ysbTaThl pac4eToB OOHOBSITCS.
7. CneBa OT TOPU3OHTAIBLHON JTUHEWKH HAWIUTE KHONKY TaOyJIsATOPOB M, LIENKas 1O HEH MBbI-

1Ibt0, BeIOepuTe Tadynstop Ilo pazaeauresro .
8. Beirenute unciioBsie qanHbie cTonbma C u ycraHoBuTe BeipaBHuBaHue I1o 1eBoMy Kparo.
9. Ha ropu3oHTanbHOM JIMHEHKe B 0071aCTU BBIIEJICHHOIO CTONOIA HIETYKOM YCTaHOBUTE Taly-
nsitop Ilo pasaenurenio.
10. Y6enurech, 4TO YMCIIa BEIPOBHSIUCH 110 AECATUYHON 3aIsITOM.
11. TToBTOpPUTE NEHUCTBUS MPEIBIIYIINX TYHKTOB JJIsl YMCIOBBIX IaHHBIX cToOI0B D, G, H.
12. Coxpanute 1OKyMeHT ¢ uMeHeM Pa3Mepsbl (aiiios.
3ananue 6. HanpaBnenue TekcTa B Tadiuie
Coznaiite Tabnuiy mo odpasity (puc. 8), HCIOIb30BaB MOATOTOBJICHHBIE TEKCTOBbIE JaHHBIE.
CToumMocTh NPpOrpaMMHBIX NPOAYKTOB JadopaTopun Kacnepckoro
Iena munen3un Ha 2010 roa

Ilena nuuen3um Ha 1 rojg

’E KoauyecTBO JHIEH3UH, IOT.
T = o
s = < o < o » <
= 2 — — N <t > —
s 2 Hasnavyenne & o & o & &
E-n 1=y — i N N Lo o
= -
2.
= Llena oxHoii 1MueH3nN, pyo.
> 0 3ammra pabouMx  CTaHIOMH U
= D o S
S | £ g|CwapTdonOB B KOPNOPATHBHOI Ce- | gqq ) | gaa5 | gop4 | 720,6 | 647,0 | 5811
<] >
g | 25 TH 1 32 ee MpeaeaMu
3 =
< Bamura pabouux  CTaHUUE |
D | X 8| cmaprdoHOB U (aiIOBBIX CEpBEPOB
S g S | commammm 1375,0 | 1277,6 | 1187,1 | 1098,9 | 1010,3 | 925,8
o N
©)
.. | 3ammTa mOYTOBBIX CEPBEPOB U Cep-
>| @ N
g | PeporconvecTiOon padore! 926,0 | 837,6 | 757,7 | 6853 | 619,9 | 5607
38 E
—
g § besonacHsli focTym k cetu MHTEp-
Z| T |NCT ASTOMATMNCCKOC YAMICHHC | 199 | 466,9 | 4368 | 4087 | 382,4 |357,8
8 = | BpEIOHOCHBIX IPOrpamMM ' ’ ' ’ ' '
— > ITpoBepka u 3ammrTa paboYMx CTaH-
8= n i i i
55| & |wuit Windows s xopuopamisroft | yop 5| 4456 | 4012 | 3603 | 3235 | 2905
(%_ % o\ CCTU

Puc. 8

TexHonorus paboTel

1. Otkpoiite ¢aitn Hena sinuensun Ha 2010 roa.
2. BxirounTe pexxuM 0ToOpaKeHHs HereyaTaeMbIX CUMBOJIOB.
3. Beigenmute TekeT 0e3 MycThIX ab3alreB W Mpeodpas3yiTe ero B TaOIMIly KoMaHI0i BeraBka,
Ta6anusl, IlpeodpazosaTs B Tadauny. Ilepexntouatens ABTONOAOGOP IIUPHHBI CTOJ0LOB YCTAHOBUTE
B noJsioxenue Ilo conep:knumomy.
4. PactipocTpanuTe 3aroyioBok «lleHa onHoii aumeH3uu, py0.» Ha coceHUE crpaBa siueiku. [l
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3TOTr0 OOBEIMHUTE 3TH SIUCHKHU COTIACHO 00pasIy.

5. PacnipocTpanmuTe 3aronoBok «KoJ-Bo JUIIEH3HM, IIT.» Ha COCEAHMUE CTIpaBa siaeku. [ aToro
O0BEIMHUTE ITH SYEHKHU COTIIACHO 00pasiy.

6. Pactipoctpanute 3aronoBok «Ha3zHaueHue» Ha SUEWKH BbIIIE M HUXKE MOJMUCH, OOBEIUHUB
COOTBETCTBYIOIINE TYECHKHU.

7. I3aMeHuTe HallpaBlIeHHE TEKCTa B silUEHKaX C KOJIMYECTBOM JMLEH3UU. [t 3TOro, BBIIEIUB
SAYEHKHU, HaxxuManTe kHonky HampasiieHue Tekcra B rpynne BelpaBHuBaHue Ha Briajake Maker 1o
TeX MOop, OKa He BHIOEpUTE HYKHOE HAIIPaBIICHUE.

8. OTkoppekTupyiite mupuny croidua «Haznadenue» coriacHo o0pasily ¢ MOMOINBIO HarpaB-
nsromux. KoHTponmpoBaTh MIMPHUHY MOKHO € IOMOIIBIO Tpynnbl Padmep sveliku Ha Bkiagke Maker.
3HavYeHHE MIUPUHBI T0HKHO OBITH MPUMEPHO 4,5 cMm.

9. lopucyiiTe CcTONOIBI Uil Ha3BaHWH MPOTPAaMMHBIX HPOAYKTOB. J[s 3TOro mepenaure Ha
BkJaaKy KoHeTpykrop u Boibepure komanny HapucoBaths Tadauny. C mMoMomplo yKa3arens MBIIIH,
KOTOpBIM MpHUMET BUJ KapaHJalla, CO3JaiiTe SYEHCTYI CTPYKTYpYy corjiacHo oOpasuy. [[ns xoppekTu-
POBKH CTPYKTYpHI BOCTIONb3yiiTech JlacTuKkOM. 3aKOHYHTE pHCOBaHKE, ellle pa3 BeIOpaB komanay Hapu-
coBaTh TA0IHMILY.

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

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

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

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

14. CoxpaHuTe 1OKyMEHT.

JlaGopaTtopHnast pabora 4
TekcroBeiii penakrop MS Word: rpaduueckue 00beKThI B TEKCTOBOM JOKYMEHTE

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

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

BcraBbTe B JOKYMEHT PUCYHOK U3 (ailia, COXpaHEHHOTrO Ha KoMIbtotepe. Haiinure pucyHOK B
HHTepHeTe M BCTaBbTE B JOKyMEHT. BeraBbTe B MokymeHT kimi u3 kosuekuun Microsoft Office. Co-
31aiiTe moa00pKy KapTHHOK Ha BeO-y3ne Office Online u BcTaBbTe KapTHHKY M3 MOJOOPKU B IOKYMEHT.

TexHonorus paboTel

1. Co3paiite HOBBIN JOKYMEHT ¢ UMeHeM Cnoco0bl BCTABKH PUCYHKOB.

2. CoznaiiTe moj 3aroioBKOM TaOiuIly 2 x 2.

3. lllenkHUTE B TIEPBOM sSUEHKe TAOJHIIBI, YTOOBI YKa3aTh MECTO BCTAaBKHM PUCYHKA.

4. Beimonnute koManay BeraBka, Miumoctpanuu, Pucynok. Otkpoercst okHO BeraBka pucyH-
Ka (110 YMOJTYaHUIO MPEJUIaracTcsi BCTaBKa U3 Mankd Mou pucyHKH).

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

6. Hactpoiite nonoxenue kaptuaku (Popmar, Ynopsigouuthb, OdTekanue TekcToMm, B Tekcre).

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

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

9. 3amaiiTe MOMCK PUCYHKOB IO KJIIOUYEBOMY CJIOBY (HampuMep, «KOMITBIOTEP»), BBIOEpUTE Cpel-
HUW paszmep.

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

11. Bemmonuute komanny Berapka, Miumoctpanuu, Kaumn.

12. B otkpsiBHIeiics obnactu 3amad Koaun (mpaBast 9acTe SKpaHa) IIENKHUTE HAa CCHUIKE Y NOps-
AOYHUTH KJIUIBI.

13. B cniicke KOJUIEKIUH MOSBUBIIETOCS OKHA OpraHu3aTop KJIUNOB OTKpoiite nanky Kossiek-
nuu Microsoft Office.
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14. BeiGepute TeMaTHKy KIUIOB, Hanipumep, [Ipodeccus.

15. BcraBbTe MOAXOIANITYI0O KAPTUHKY B TPETHIO STUEHKY TAOJIUIIBI.

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

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

18. HaiinuTe mMOUCKOBYIO CTPOKY.

19. HaiiguTe CriMcoK KaTeropuii N300paeHMi.

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

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

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

23. Ilepeiiiute B TEKCTOBBIM JTIOKYMEHT M BCTaBbTEC PUCYHOK U3 Oydepa oOMeHa B YETBEPTYIO
STYCHUKY TAOJIHIIBI.

24. CoxpaHHTE TOKyMEHT.

3ananue 2. Co3qaHue cxeM Mpu NOMOIIHM BEKTOPHBIX OOBEKTOB C UCHIOJIB30BaHUEM TOJIOTHA

Co3naiiTe cxemy U3 BEKTOPHBIX 0OBEKTOB COTIIACHO 00pasiry (puc. 1).

Texnonorus paboTsl

1. Co3naiite HOBBIM TOKYMEHT.

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

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

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

3amuBka: ['paguent (kHonka 3anuBka Gurypsr)
Pamka: Cunsist TpexkoHTypHas (kHonka Kontyp ¢urypsr)

S
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|
I
|
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TloaezgocTs

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

3anuBka: Tekcrypa
Pamka: Cunsisi AByXKOHTYpHasI
Tenp

7. Ucnonb3oBaB kiaBuiny Ctrl, co3maiite nmsaTh KONMUil HACTPOSHHON (GUTYpHI U Pa3MECTHUTE HX,
Kak Ha oOpasiie.

8. CoenuanTe ¢ MOMOIIBI0 HHCTpyMEeHTa CKPYIJeHHasi JJHHUS CO CTPEJIKOil OOBEKTHI CXEMBI.
Jlnist 3TOr0 B MEHIO (PUTYp BbIOEpUTE HYKHBIM THIT CTPEJIOK, HABEIUTE YKA3aTeJIb MBIIIU Ha CEPEIUHY OJ1-
HOM (pUTypHl U, HaXKaB KHOIIKY MBIILH, IPOBEANUTE JIMHUIO K ApYroil purype.

9. IlpoBepbTe, YTOOBI KaXKAasi COeNMHUTEIbHAS IUHUS «IIPUKIEHIIACh» K 00BeKTy. s 3TOro BhI-
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JeTTUTE JINHUIO U YOeAUTEeCh, YTO KOHIIBI OTMEUYEHBI KpacHBIMU Mapkepamu. IIpu HeoOxoauMocTu 3axBa-
TUTE KOHEIl U IPUCOEANHUTE €ro K CepeiuHE (PUTYpBHI.

10. Boigenute ¢ nomomipio kiaBummu Shift Bce coeanHuTeIbHBIC JIMHUK U /TSI BCEH TPYIIIBI ycTa-
HOBUTE CIEAYIOUINE CBOMCTBA!

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

11. [MepenBuraiite 0OBEKTHI CXEMBI, CBEPSSACH C 00PA3IOM H CIEJs 32 COSAMHUTEIbHBIMU JINHU SI-
MHU.
12. Ucnonb3oBaB koMaHTy 100aBUTH TEKCT KOHTEKCTHOTO MEHIO, BHECUTE HAJIITUCH B UTYPHIL.
13. To6aBbTe 00bekT WOrdArt B 1ieHTp KOMITO3HIIHH.
14. Crpynmnupyiite 00bEKTHI CXEMBI.
15. BoigenuTe noiay4yuBiieecs H300pakeHNE U BHIPEKBTE €ro U3 MOJIO0THA.
16. Beimenute u yaanute mosoTHo (kinasuina Delete).
17. BcraBbTe BhIpEe3aHHBIH PUCYHOK B TEKCTOBBIM IOKYMEHT.
18. Coxpanute nokymeHT ¢ uMeHeM CBoiicTBa MH(popManuu.
3ananue 3. PUCYHOK U3 pa3HOTUIIHBIX IpadUuecKuX 0ObEKTOB
CosnaiiTe pekiiaMHOE OOBSIBIICHHE COTIIaCHO 00pa3ity (puc. 2), cocrosiiee u3 rpahuuecKkux 00b-
€KTOB Pa3HbIX TUIIOB.
TexHonorus paboTsl
1. Co3pnaiite HOBBIN JOKYMEHT.
2. BcraBbTe KU ¢ M300paKEHUEM KOMIThIOTEPA.
3. Boigenute pucynok. O6patute BHUMaHHE Ha TO, KAKUMH MapKepaMH OTMEUEHBI €ro TPaHUIIbL.

Oupma Q{&/IQ’H\OPF\&HHBYGT
>

Hawazerei
MOZBS0EETA:

4. YctaHoBUTE JUIsl BBIJEJIIEHHOTO pUCYHKa (HOpMy (CKPYTJIEHHBIM NMPSMOYTOJbHUK) U TPaHUILY
(ToNIIMHA U IBET), UCHOJIB3Yd KoMaH sl Popma pucyHka u I'panuuna pucynka rpynmnsl Pagora ¢ pu-
cynkamu, ®opmart, CTHIN PUCYHKOB.

5. BcraBbre HOBOe mosioTHO (BeraBka, Wmocrpauun, @urypoi, HoBoe mos10THO). YBenuubTe
pasMmep IOJIOTHA Ha BECh JIMCT. B nanbHeleM pyu co3JaHUN OTAENBHBIX IEMEHTOB U300pakeHUs clie-
IuTe, 4TOOBI BCe (PUTYpHI pacioiarajiuch BHYTPHU MOJIOTHA, MHAYE HE TIOTYYUTCS TPYIITHPOBKA.

6. BelpekbTe pUCYHOK M BCTAaBbTE €ro B 1osIoTHO. OOpaTtuTe BHUMaHKUE Ha TO, YTO MapKephl rpa-
HUI] TETIEPb UMEIOT IPYTOil BUJI, TaK KaK U3MEHHJICS TUIT 00BEKTa — PUCYHOK IIpeBpaTuics B ¢urypy. Te-
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nepb AJIS 3TOT0 N300pakeHus y)Ke HeloCTYITHO MeHI0O CTHJIM PUCYHKOB.

7. Ucnionwp3oBaB komanay CpeacrBa pucoBanus, @opmar, BeraButh ¢purypsl, OcHoBHBbIE (pu-
rypsl, Hapucyiite poM0. [Tonbepure ans Hero noaxonsuyto Teketypy (Ctuam ¢uryp, 3aauska, Tek-
cTypa).

8. Tak xak poM0 MOSIBWICS B MOJOTHE IMOCJIE KIUIA, IEPEeMECTUTE ero Ha 3aJHUH IUiaH (3a pucy-
HOK).

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

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

11. JIo6aBbTe Kk KOMMO3HUIMU CTpenky: BeraBka, Mimoctpanuu, ®urypsl, BeiOepute Quryp-
HYIO CTPEJKY U npopucyiite ee. OTKpoeTcs Bkiaaka @opMaTt ¢ MHCTpYMEHTaMU HACTPOHKHU CTPEIIKH.

12. Hacrpoiite 00beM durypsl (rpymnmna Oobem).

13. C nomosto kiaasuii Ctrl co3naiite 1Be KOMMH CTPEIIKH.

14. BcraBbre Tpu 00bekTa Hagnmuceh (BeraBka, Teker, Hagnucs, HapucoBaTh Haanucs).

15. BeenuTe TEKCT B HAAMKCH.

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

17. 3aneiite 00BEKTHI, BEIOpPAB IS HUX pa3HbIE THUIIBI TPAIHECHTOB (JIEBBIH, TPAaBbIil BEpXHUHN yTOII,
OT ILICHTA).

18. Pacmionokure HaIHUCH TIOJ] CTPEITKAMH.

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

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

21. 3apaiite 3anuBKY (GUTYpHI B BUJE PUCYHKA, TOAOEPHUTE LIBET TEKCTA.

22. Beiienure Bce rpaduieckrue 00beKThI, BXOSIINE B COCTAB U300PaKEHHUS.

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

24. Coxpanure 10KyMeHT ¢ umeHeM Ilpurnamenmne.

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

1. Co3pnaiite HOBBIN JOKYMEHT.

2. Bemoaaute komanay BeraBka, Mnsrocrpanun, SmartArt.

3. B nosBuBmemcs okHe Boioop pucynka SmartArt sei6epute rpynny CBsi3b 1 Tun cBsizu Tao-
JuqHas uepapxus, Haoxmure OK. J{s HacTpoiiku mapaMeTpoB pECYHKA TPH €T0 BBIACICHHH B BEpXHEH
CTpOKe OKHa nosiBisgercss MmeHio Pagora ¢ pucynkamu SmartArt.

4. TosiBuBmasicst (hopMa He COBCEM COOTBETCTBYET 00pasily, Ha BTOPOM YPOBHE HE XBaTaeT OJIOKa.
Beinenure nepBblif 070K BTOpPOTO YpOBHSI M BBINOJHUTE KoMmaHAy Pabora ¢ pucynkamm SmartArt,
Koncrpykrop, lo6aButs ¢purypy, lodaButs ¢purypy noc.ie.

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

6. lllenkHuTe B obnactu GpOpMbI, MperHa3HAYEHHON I BBOAA TEKCTa M PACIIONIOKEHHOU ClieBa
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OT TPaHUIIbI CXeMBI. 3aMoHUTE (OPMY TEKCTOM.
7. B moarpynne Ctusmm SmartArt BeiOeprTe BETOBYIO raMMYy.

8. Boizenus ¢ momoripio kinaBuiiy Shift rpymmbsl 0J0k0B, HACTpOITE MIPUPT U HAUESPTAHUE TEKCTA

OJIOKOB.
9. Coxpanute TOKyMeHT ¢ MeHeM Cnoco0bl 3aNUCH AJITOPUTMA.
3ananue 5. CoznaHue paauaibHON CXeMbl ¢ TOMOIIbIO HHCTpyMeHTa SmartArt
Co3zpaiite cxemy coryiacHoO o0pasity (puc. 4).

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

*EyHERNEHO NEPEECANTCR
K@k "MArKMe usgenms”

* COEQHYMHOCTE
Nporpamm,
0feCNeYHEEHILME
paloTy KOMNBKTEPE

*EyHEBNEHO NEREE0ANTCA
KEH "MHTENNEKTYENEHEIE
uzaenma"

*PazpaboTha aNropuTMOE
W UZYHEHME METOLOE M
MPWEMOE MX MOCTPOEHKA

Brainware

Puc. 4
TexHonorus paboTsl

1. Co3naiiTe HOBBIN TOKYMEHT.
2. Bemonaute komanny BeraBka, Msroctpanun, SmartArt.

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

MOJTYYHTE B TIPABOM YaCTH OKHA IMOJIHYIO CIIPaBKy O ero ucroyib3oBannn. Haxmure OK.
4, 3aroJHUTE DIIEMEHTHI CXEMBI TEKCTOM.
5. BcTaBbTe MoAXOAIINI PUCYHOK B TJIABHBIM OOBEKT, IIEIKHYB HAa 3HAUYKE B IIEHTPE.
6. Coxpanute TOKyMEHT ¢ UMeHeM PaauajibHasi cxema.
3amanne 6. O6paboTKa KONHi SKpaHa

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

coJieprKallyto (pparMeHThl KoM SKpaHa MOHUTOPA.
BcraBka Konuu 3KpaHa

O0BeKT Bkaaaka @opmar
Pncy- ¥ Apkocte ™ ﬁ e — - . L_l?mapna pPHEYHES ™ =] _1, Ha nepegHuil nnaH
HOK _"
Kaun (P KouTpactHoTe = % ‘ﬂ| |d| ‘ - L?_”FpaHMLI,a PUECYHES ™ —‘_-J Ha 3agHuii nnaH
— — _ MonoxeHne
%I'Ier:uer.pa-:nﬂ:pv QE ! pherTr 4NA pUCYHER T - EOISTEKBHME TekcToM ™ ShT
M3meHTE CTHAN PUCYHKOE IF] ¥Nopago4nTe
Purypnl — =
P NNOoO- e - (| (@ w| (40
&I—L’EDGGT .‘ . . B | e osmem| P
_ = IpderThl BEM ¥NOpAgodnTE Pazmep
CIRSAR N 4 — = @ | reme | - . .
EBCTAaEWTE QUrypEl CTHAK Grryp (]
WordAr .
{ o AV H i o2 (@] (@] (W] ([
— v | Worddet | Wordre| Worddtt -

HzmeHuTE MHTEpEaN = IdperTrl | |O6keMm | ¥NopagoqdnTe Pazmep
=
TEKLT - T A' TEHW 7 - - -

Tekct Ctinm WordArt

==

Puc. 5
TexHonorust paboTsI
1. Co3naiite HOBBIN JOKYMEHT. Y CTAHOBUTE OPUCHTAIIMIO JINCTA — AJIbOOMHAsI.
2. B mepBoii cTpoke BBeUTE Ha3BaHUE «BcTaBka KOMHH SKpaHay.
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3. BcraBpre Tabmuiry 2 x 4.

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

5. Bommonaute komanay BeraBka, Miunoctpanun, PucyHok.

6. B cBoOOoaHYIO 001aCTh JINCTA BCTaBBTE JIFOOOM PUCYHOK U3 (haiia.

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

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

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

10. BeigenuTe BCTaBICHHYIO KOTIHIO YKpaHa.

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

12. VY nanure oO6pe3anHyro 4acth u3obpaxenus (Popmar, UsMenuTs, CikaTHe PUCYHKOB).

13. YtoObl BKIIaJKa TOMECTUIIACH B CTPOKY TaOIUIIBI, TOJAOEPUTE HYKHYIO IUPUHY C TTOMOIIBIO
koMananl llupuna.

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

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

16. BcraBbTe B TabNMUILy KOMUIO JIEHTHI ¢ BKJIaakold Mopmat meHio CpeicTBa pMCOBAHMSA.

17. Bemmosiaute komauay BeraBka, Texer, WordArt.

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

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

20. Coxpanure 1oKyMeHT ¢ uMeHeM Konuu 3kpana.

3aganue 7. JlononuutenbHbie rpadudeckue Bo3moknoctr Word 2007
Cosnaiite rpagIecKyro U TEKCTOBYIO TOJITIOKKY.
Texnonorus paboTsl

1. Haiinure B MOMCKOBOW CUCTEME PUCYHOK C BOJOIAJIOM B IIEHTPE U COXPAaHUTE €ro B CBOEH Marl-
Ke.

2. Otkpoiite daitn Kak nagaiot Boasl B Jlogope.

3. YcranoBute anp00MHYI0 opueHTanui0 cTpaHuilsl (Pasmerka crpanuusi, [Tapamerpsl cTpa-
HUIbI, OpHeHTAIHS ).

4. YcranoBure BblpaBHUBaHUE TekcTa [lo neHntpy.

5. Otkpoiite muanoroBoe okHO IleyaTHasi MOAI0KKA, BBHIIOJHUB KOMaH1y Pa3merka cTpaHu-
ubl, Pon crpanuusl, Iloanoxkka, HactpanBaemas moa1oxka.

6. BeiOepuTe MoasI0KKy B BHJIE PUCYHKA.

7. C momo1ipio KHONKK BeIOpaTh ykaxxute paHee nmogo0paHHbII PUCYHOK.

8. Ycranosute macmrad 200 %, caumure duiaxok Odecuetuts 1 Haxxmute OK.

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

10. CoxpaHuTE TOKYMEHT.

11. Otkpoiite ¢aitn Knaccupukauusi KOMNbIOTEPOB.

12. Otkpoiite auanoroBoe okHO IleuyaTHasi MOMJIOKKA W 3aaiiTe TapaMeTpbl Kak Ha puc. 6.
Ilenkuute o kHonke OK.
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Puc. 6
13. UtoOBl mpocMOTpETh, KaK MOJUIOKKA OyJaeT 0ToOpakaThCs MOCHe BBIBOJA HA IE€YaTh, Mepeu-
JMTE B peXHUM TpocMoTpa nokymenTa (kHorka Office, [leuars, IlpenBapuTenbHblii MPocMoOTP).
14. 3akpoiiTe OKHO IPEIBAPUTEIHLHOTO TPOCMOTPA.
15. CoxpaHuTe 1OKYMEHT.

JlaGopaTtopHas pabora 5
TekcroBeiii pegakrop MS Word: cTpykTypa TEKCTOBOTO JOKYMEHTa
[{enb paboOThI: HAYYUTHCS OCHOBHBIM TEXHOJOTHYECKUM ONEpalusM HACTPAUBAHUS CTPYKTYpPHI U
aBTOMATHU3AIMH 00pPaOOTKH TEKCTOBBIX JOKYMEHTOB.
3amanne 1. MHOrOKOIOHOYHBIH TEKCT
Odopmure pparMeHTHI JOKYMEHTA B BUIE€ MHOTOKOJIOHOYHOTO TEKCTA.
Texnonorus paboTsl
1. OtkpoiiTe 10KyMEHT Y cTpoiicTBa BBOJAA M BbIBOAA HH(OPMALMH.
2. 3ajaiiTe mapamMeTpbl CTPAHUIIBL:

Bun crpanuisr: OObIaHBIN
[Tomnst: Bepxnee — 1,5 cM, Huxnuee — 2 cm, JleBoe — 2 cm, [IpaBoe — 1 cm

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

4. YcTaHoBUTE JJIs BBIIEJICHHOTO TEKCTa ABYXKOJIOHOYHOE (DOPMATHPOBAHUE.

5. Haiiiute HemeuaTaeMble CUMBOJIBI «pa3pbiB pazfiesia» nepes ABYXKOJIOHOUHBIM TEKCTOM U I10-
CJIE HETO.

6. Ilepen ¢parmentom Tekcta «CeHCOpHBIE YCTpOICTBa BBOAa» M Mocie (parMeHTa TeKcTa
«YcTpoiicTBa CKaHUPOBAHMS» (TEKCT BbIIETICH 3€JI€HBIM 1IBETOM) BCTaBbTE HEleYaTaeMblii CUMBOJ «pa3-
PBIB pa3zieiia» ¢ HOBOW CTPaHUIIBI.

7. YcTaHOBUTE JUIsl 9TOTO pasjielia clelyroliye napaMeTpbl CTPAHUILIBI:

Opuenranus: Anp00MHas
[Tonst: BepxHee — 2 cM, HUKHEe — 1 ¢cMm, eBoe — 2 cM, npaBoe — 1,5 cm. Takue 3HaueHUs 3a1aHbI C
Y4E€TOM TOTO, YTO TIPH OPOIIIOPOBKE BCE CTPAHUIIBI OYIYT CIOKEHBI OJUHAKOBO

8. Pa30eliTe TeKCT Ha TPU KOJIOHKH.

9.Ilo cTpoke COCTOSHHS OIpEeNuTe, CKOJBKO Pa3/ieloB Tenepb MMEET MCXOAHBIA JOKYMEHT.
Haitnure Heneuaraembie CUMBOJIBI «Pa3phbiB pa3aeiia.

10. 3anumuTe B Hayane TEKCTa, CKOJBKO pa3zesioB UMEeT BeCh JIOKYMEHT mocie (GopMaTHpoBa-
HUSL

11. OTKpbIB MOJIE BEpXHETO KOJOHTUTYNA Ha MEPBOM CTpaHUIlE, BhIMONHNUTE KoMaHy Ilapamer-
pbl U ycTaHOBUTE (iaKKU Pa3Hble KOJOHTUTYJIBI ISl YeTHBIX U HeUeTHbIX cTpaHull U Ocolblii Ko-
JIOHTUTYJ1 AJIl IepPBO CTPAHULBI (3T HACTPOWKU BCTYISAT B CUITY JJISi BCEX KOJOHTHTYJIOB BCErO J10-
KYMEHTA).

12. B BepxHEeM KOJIOHTUTYJIE HA MIEPBOM CTPAHUIIE IO HEHTPY 3aMUIINTE CBOIO (haMHUIIUIO.

13. Onycturecs Ha BTOPOH JIUCT U B BEPXHEM KOJIOHTUTYJIE 10 JIEBOMY Kparo 3alHIIUTE UMS.

14. Onycrurech Ha TPETUH JIUCT U B BEPXHEM KOJIOHTHUTYJIE 110 IIPABOMY Kparo 3alMILUTE OTYeE-
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CTBO.

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

16. CoxpaHuTte TOKYMEHT.

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

1. OTkpoiiTe TOKyMEHT ¥YcTpoiicTBa BBo1a HHpoOpMauu.

2. YCTaHOBUTE KypCOp Ha IMEpBOM CTPaHUIE U BHIMONHUTE KoMaHay BeraBka, KosoHTHTYJIBI,
Homep crpanunsbl, Buu3y crpanunsi, [lpocroii Homep 3.

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

4. OnycTturech Ha TPETUM JIMCT U B HU)KHEM KOJIOHTUTYJIE BBINOIHUTE KoMaHAy KoaoHTHTYIIBI,
Homep crpanunusbi, Buu3y crpanunsi, Ilpocroii Homep 3.

5. 3aKpoiTEe OKHO KOJIOHTUTYJIOB.

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

7. OTKIIIOYHNTE PACCTAHOBKY HOMEPOB CTPAHUI] Ha CTPAHUIIE C AILOOMHON OpUEHTALNEH, IS YeT0
aKTUBU3HUPYHUTE 00JIaCTh KOJIOHTUTYNIOB. B HIDKHEM KOJIOHTUTYJIE YETHBIX M HEUETHBIX CTPaHUI] B pa3ze-
Je ¢ aJlbOOMHOM OpUEHTAIled U B CIEAYIOLIEM 3a HUM pasfiesie JOKyMEHTa OTKiIrouuTe pexxuM Kak B
npeabIAyleM pa3jiesie U 3aKpolTe OKHO KOJIOHTUTYJIOB.

8. B obmacTu HIDKHETO KOJIOHTHTYJIAa YETHBIX M HEUETHBIX CTPAHUI] B MATOM paszzene (¢ aap0om-
HOM OpHeHTaIMel TeKCTa) BbIACTUTE U yIaJIUTe [10JIe HOMEpa CTPAHHUIIBL.

9. 3akpoiTe OKHO KOJIOHTHTYJIOB U IPOCMOTPHUTE JOKYMEHT.

3ananue 3. CozmaHue crnycka CTUJIEH JUIsl IEIOBBIX JOKYMEHTOB

[ToAroTOBBTE CHUCOK CTHJICH IS JIEJIOBOM MEPENUCKH M COXPAHHUTE €ro B MIA0JIOHE JOKYMEHTA
JUI JAJIbHEHUIIETO MCIIOIb30BaHMsL.

TexHonorus paboTsl

1. Co3naiiTe HOBBIN TOKYMEHT.

2. Bemonaute komanay IiaBuasi, Ctmam, Jxcmpecc-ctuiau. [locMoTpure, Kak 3amucaHbI
Ha3BaHMsI CTUJIEH.

3. Haiigure ctuns O0bIuHbIii. [locMOTpUTE €T0 OnTUcaHue.

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

5. Hactpoiite ctuins OOBIMHBIH /17151 UCTIONB30BaHUS B JIENOBBIX TJOKYMEHTax. J{Jsl 3TOro oTKpoii-
T€ MEHIO CTHJIA U BBINOJIHUTE KoMaHy U3MeHuTh. 3a1aiiTe peKOMEHyeMble 1Jisl I€JIOBbIX JOKYMEHTOB
napamMeTpbl:

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

YcraHoBute nepekiarodareab B HOBbIX JOKYyMeHTaX, HCIOJIB3YIOIIUX 3TOT A0JI0H, YTOOBI IPU
CO3JJaHUU HOBOI'O JJOKYMEHTA BCETJa UCII0JIb30BATh HTOT CTUIIb.

6. OOpatuTe BHUMaHHE Ha TO, YTO TOCJIE TEPEHACTPONKH CTHiIsi OOBIYHBIA W3MEHHIUCH
HAaCTPOMKHA MHOTHX JAPYTUX CTHJIEH, IOTOMY YTO OHM OCHOBaHbI Ha cTWie OOBIYHBIN, T. €. aBTOMaTHYe-
CKH HCIIOJB3YIOT €r0 HACTPOMKH.

7. Hactpoiite ctunbs 3aro1oBok 1 171s1 MCHONB30BaHUS B JETOBBIX JTOKyMeHTax. [yt 3TOro or-
KpPOMTE MEHIO CTHJIS ¥ BBINOJHUATE KOMaHy M3MeHHTh. Y cTaHOBHTE, HAITpUMED, TAKUE NapaMETPHI:

HlpudT: Arial

Pazmep: 16 niT

Ortcryn nepBoit ctpoku: Het

Hauepranue: IonyxupHsii
Mexnyctpounslii uHTEpBai: [lomyTopHbINA
LBet: ABTO

55




YcranoBuTe nepexioyareab B HOBBIX JOKYMeHTaX, HCIOJIb3YIOIIUX 3TOT WAOJI0H, YTOOBI HC-
M10JIb30BaTh ATOT CTWJIb IIPU CO3JaHUH HOBOTO IOKYMEHTA.
8. Hactpoiite cTuip 3aresioBok 2. YCTaHOBUTE, HAIPUMED, TAKUE TAPAMETPHI:

HlpudT: Arial

Pasmep: 14 ot

Otctyn nepsoii ctpoku: Her

Hauepranue: Kypcus

Mexnycrpounsiii nuHTEpBai: llomyTopHBII
LBet: ABTO

YcranoBute nepexioyareab B HOBBIX JOKYMeHTaX, HCIOJIb3YIOIIUX 3TOT WAOJI0H, YTOOBI HC-
II0JIB30BATh ATOT CTWJIb IIPH CO3JaHUH HOBOT'O IOKyMEHTA.

9. U3menute ctuib Belnesienue, BEIOpaB HauepTaHHUE MONYKUPHBIH KypcHB. Y CTaHOBUTE Tepe-
KJIIto4aresib B HOBBIX JOKYMEHTAX, HCIOJb3YIOLIUX 3TOT MAGJIOH, 4TOOBI MCIIOJIB30BaTh ATOT CTHUJIb
IIPU CO3JJaHUHU HOBOT'O JIOKYMEHTA.

10. HactpoiiTe crincok skcnpecc-ctuiiel. Bkimrouute B criicok ctuiii OO0bIvHbBIA, 3aro/ioBok 1,
3aroJioBok 2, 3arosioBok 3, MapkupoBaHHblii cnucok, HymepoBanHblii cnucok, Beinenenne. Y a-
JIUTE U3 CIIUCKA BCE APYTHUE CTHIIH.

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

12. Buogs 3amycrute Word.

13. B oxHe HOBOro aBTOMAaTUYECKHU CO3AAHHOTO JOKYMEHTa OTKPOMTE CHHUCOK 3KCIpecC-CTHIICH.
Y6enurech, 4TO B HEM MPUCYTCTBYIOT TOJIBKO YTO 3aJaHHble BaMU CTUIU. CTUIM JOJKHBI UMETh 3a/1aH-
HbIE HACTPOIKU (OPMATUPOBAHMSL.

3ananue 4. CozjaHue CCbUIKM B TEKCTOBOM JIOKYMEHTE
BEINIOSIHUTE BCTaBKY CCBUIKHM B TEKCTE JJOKYMEHTA.
TexHonorus paboTsl

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

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

3. YcraHoBHUTE Kypcop B KOHIE ci1oBa «MOHUTOp» U BhIMOAHUTE KOMaHAy Ccbliku, CHOCKH,
BcraBuTh cHOCKY.

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

5. [lepemecTuTe Kypcop B KOHEI| CTPAHMIIBI, YCTAHOBUTE €ro mnocie Hudpsl 1 U BBEIUTE TEKCT
«OTHUM M3 JTUACPOB MO MPOU3BOACTBY MOHUTOPOB siBisieTcs: kommanus Koninklijke Philips N.V.».

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

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

8. AHajornuHbsIM 00pa3oM BCTaBbTE KOHIIEBYIO CHOCKY koMaHa0ll Cebliiku, CHockH, BeraButh
KOHIIEBYIO CHOCKY.

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

10. IlepemectuTe Kypcop B KOHEI[ IOKyMEHTa, YCTAHOBHUTE €r0 IOCJIe CUMBOJIA 1 U BBEAMTE TEKCT
«3a00TsICh 0 370pOBbe BamKx a3, kommanus Philips co3nana nnHoBarmonnsi qucrie LightFrame ¢
YHUKaJbHOM paMKOH, KOTOpasi U3Jy4yaeT CBETOBBIE BOJIHBI XOJIOJHOTO Toy0oro 1pera 0coOoi JUIMHHBI,
KOTOpBIE YMEHBIIIAIOT YCTAJIOCTh I71a3 M YIY4IIaloT KOHLEHTPALMIO /ISl COXPAHEHHUs XOPOIIEro caMmoyyB-
CTBUS».

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

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

13. Ilpu noGaBiieHUH B JOKYMEHTE JAPYIHMX CHOCOK, MX HOMEepa OyayT ONpeAessThcs aBTOMaTHde-
CKU.

14. CoxpaHuTe u3MeHEHNs B TIOKYMEHTE Y CTPOiicTBA BBOJAA M BbIBOJA HH(MOPMALMH.

3amanue 5. Co3manue OryiaBlIeHUs TEKCTOBOTO JIOKYMEHTA
BrinonHuTe HyMepanuo 3aroJoBKOB C IIOMOIIBIO BIIOKEHHBIX cIIMCKOB. Co3aiiTe 1o 3arojoBKam
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OTJIaBJICHUE.
TexHomorus padoTh
1. OTkpoiiTe TOKYMEHT ¢ UMEHEM Y CTPOHCTBA BBOJA M BbIBOAa HH(OpMaLUH.
2. Packpolite criucok ctuiiel U HalauTe CTHIIb 3aro1oBokK 1. OTKpoliTe OKHO M3MEHEHHS CTHIIA.
3. B menio kaonku @opmar Beioepute nyHKT LIpudT 1 ycTaHOBUTE ClIeayIONTNE TAPAMETPBI:

HlpudT: Arial
Pasmep: 14 ot
Hauepranue: [TonyxupHbiit

4, Haxxmute kHonky OK.

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

6. Haxxmure kaonky OK.

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

8. Ilepetinute Ha Biiagky Hymepauus u BeiOepuTe OJIMH U3 IpejiaraéMbIX BUIOB CIIUCKA.

9. llenkuuTe Ha KHONKEe OmnpeneanTs HOBBIH (popmaTt HoMepa. OTKPOETCS OKHO MapaMeTpOB
HYMEpPOBAHHOT'O CIIMCKA. 3aJaliTe CIEAYIOLUE HACTPOUKHU:

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

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

Bupn cnicka: HymepoBaHHBbI

Hymepanus: ApaGckas

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

BeicTyn nepBoii cTpoku: 2 cm

12. Boiienute 3aroioBKH IJ1aB, UCIOIb30BaB kiauiy Ctrl,

13. YcranoBuTe JIst BEIACICHHOTO TEKCTA CTHIIL 3aroioBoK 1.

14. Beienute 3arojioBKU TEM, UCIOIL30BaB Kiasuiry Ctrl.

15. YcranoBuTe JUIst BEIACICHHOTO TEKCTA CTHIIL 3aroi0BOK 2.

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

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

18. CoxpaHuTe U3MEHEHUS B IOKYMEHTE.
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Teraa . OV BTITAA 3 A AR TERIEITTEIE 1.ovoooovoeessieeeseesconeeeess s oeesese st eesesneasansseees s eeesae s eesesee s Eaneneet £ neeses £ eeeeaee s b e s ee et ceeees s ee e ae s bane et enee
Tenta 10. Pazperrarongan crocofHOCTE SEpasa ... .
Temall. Paceromme Me Ay TOURANGT HA 5K aHe .. B
Tena 12, T ZMATOHAT SEREHA. ... R
Teraa 13. CROPOCTE OBBIOBITEEEIT ... ettt ettt oo 9
Tena 14, B e OTEIRIES IIIETETIA . ......oouevieieeeeess et eea et st ss st e s st bbbttt bttt 9
Teraa 15 BB BT . .ot ettt eee e st ce e e e et et 9
Imaga X [THMETEpEI .o .10
Tenta 16. CIEIIaR xapaKTEpHOTHES .10
Tema 17, T ATPEIIEIEIE TIPEIEITETIRT ...cvoviveeeessceeeees et bttt bbbt bbbt ettt 1
Tema 15 COTEIWEEIBTE TTEEIETTERIBT ... ..ououoieee oo cecea s eceseeas s ecees oo cene et seseeas £ osoe2eoe oo cece e heseseee £ s o eE e eeece et ceseseesscere e ee e neceeencen 11
Teraa 19. IazepHEIe IPMETEREL ...
Tena 20.
I'maga X, TITIOTTEEIBL. ..ottt ettt b bbb be ettt 12
Imaga XL W CTPOFCTEA 3EVEOBOTO BBIBD FA . .ooo\ooeiuiuouitiie s oeoesece st eoesenee s sesaeos s s eoeoe s eoeseeecoseseee L seeo s s eese st cose s e s cee e s e eeece e ceneeences 13

Puc. 1

JlaGopaTtopHnas pabora 6

Tabnuunsiit penakrop MS Excel: nadopmanmonnbsie 00beKTh TAOIUYHOTO TOKYMEHTA U JICHCTBHS C HUM

Llenb paboTHI: OCBOMTH TEXHOJOTHIO BBO/A (POPMYJI, 03HAKOMUTBCS C TUIIAMH CCBUIOK Ha SYEHKH
Y IPUHLIMIIAMHU X UCIOJIb30BaHUs IPU pacueTax.

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

1. Otkpoiite nporpammy Microsoft Excel.

2. IlepenmenyiiTe HOBBIN JHcT Ha CPOK peajM3aluu.

3. Co3pmaiite TabiuIy Kak Ha puc. 1.

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

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

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

3 CmeTaHa MpocToksawwHo 15% AQ "[aHoH PoccHa 10

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

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

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

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

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

9 Cobip Poccuidckmin 50% 000 "Banvo 70

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

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

11 @pyH3e, n.2

Puc. 1
4. 3anonmHuTe cTonber] A nmociaeoBaTeIbHBIMU HOMEPAaMH, HCIIOJb30BaB aBTO3aNI0OJIHEHHUE.
5. 3MeHuTe MUpPHUHY CTOJIONOB Ui yIOOHOTO BOCHPUATHS JaHHBIX. JlJi1 3TOro meperamure ¢
MOMOIIBIO MBIIIH MTPABYIO TPAHUILY CTOJIOIA 10 HY>KHOW IIUPHHBEI.
6. [TogOepurTe BBHICOTY CTPOKH 3aroJioBKa Mo 00pa3Ily, epeTacKuBasi HUKHIOK TPAHUILYy CTPOKH.
7. BeigenuTe 3aroJoBKM CTOJIOIOB M BhIMOJIHUTE KoMaHy I'1aBHasi, BoipaBuuBanue, Ilepenoc
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TEKCTa. Y CTAaHOBUTE TOPU30HTAIBHOE U BEPTUKAIBHOE BHIPABHUBAHHE 3ar0JIOBKOB — IO LIEHTPY.

8. 3anomHute crosber E mo cBoeMy yCMOTpPEHHUIO.

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

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

11. CoxpaHuTe BBIIOJIHEHHOE 331aHHUE.

3ananue 2. Pacuer 3aTpaT Ha KOMaHAUPOBKU

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

— CYMMY BBIILJIAT Ha KOMaHAUPOBKY, OIPEEIIIeMYI0 OyXranTepuei;

— (pakTHUECKHUE 3aTPaThl HA KOMAHIHPOBKY;

— CYMMY BO3MEILIEHHUS 32 KOMaHIUPOBOUHBIE PACXO/IbI;

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

Cymma CcpencTB, BbIIaBaeMbIX OyXrajaTepueid Ha KOMaHIUPOBKY COTPYIHUKY HPEIIpUSITHS,
BKJIIOYAET B ce0s CPETHIOI0 CTOMMOCTH Ipoe3/ia B 00a KOHIIA A0 MECTa Ha3HAYEHUS IUIIOC PACcXOAbl Ha
MPOKUBAHUE B TOCTHHHUIIC U CYTOYHBIE PACXO/Ibl, YMHOKEHHBIE HA KOJIMYECTBO JHEH B KOMaHIUPOBKE:

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

dakTHYECKHE PACXOAbl Ha KOMAHAMPOBKY COCTaBISIOT 3aTpaThl Ha Mpoe3a B 00a KoHHa (Io
MpeIbsABIsEMbIM OUIETaM) TUTFOC 3aTpaThl Ha MPOKMBaHUE (110 MPEABABISIEMbIM KBUTAHIIMIM) IUTIOC 3a-
TpaThl HA HETIPEIBUACHHBIC PACXO/IbI:

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

CymMa BO3MEUICHHS KOMaHIMPOBOYHBIX PACXOJOB COCTABISIET PA3HUILy MEXAY (pakTHdecKuMu
3aTpaTamMH Ha KOMaHAMPOBKY U CYMMOU JCHET, BBIJAaHHOW OyXxranTepueil.

Pacuer BpIYE€TOB M3 MPUOBLTH MPEATIPUATHUS OMIPEEISETCS MEPEPACX0I0M Ha MPOKUBAHUE.

TexHonorus paboTel
1. Ilepeumenyiite HOBBIN THUCT 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

MnasHpyemble pacxogp!

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 pacyeTsl IS MepBOM CTPOKU TaOymMIbl 1o popmyiam (tadir. 1). Ckonupyiite dop-
MYJIBI B IPYTHE STYEHKU CTONOIIA.

[CRRENREC NIV RE

Tabnuna 1
Anpec
AP ®opmyna [Toscuenue
STYCHKH
G5 =E5-D5 KonnyecTBo JHEH, KOTOpOE COTPYAHUK OBbIIT B KOMaHIUPOBKE
H5 =F5*2 CronMocTh npoe3a 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 OO01m1ast CTOMMOCTD MPOKHUBAHUS

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

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

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

5. llenknute Ha siuelike Cl1 u BeimonHute komanny I'maBnasi, PepakrupoBanue, Cymma. B
ssaeriky BctaBuTcsa pyHkius CYMM() 1 npeaioKUT B Ka4eCTBE apryMeHTa JUaIia3oH siMeeK ik CYMMHU-
pOBaHUSI.

6. OTpenakTupyiite nquamnasoH, BeiaenuB sueikn Q5:Q9. Haxmure OK.

7. CoxpaHuUTE BBIIIOJHEHHOE 3aJIaHUE.

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

A B C D E

Kon-so nepuoaos ‘ 10[net
BenwyuHa saiima

% cTaBka 10000 20000 30000

o o b B w e

Puc. 3
3. Sueiike D1 mpucsoiite numst Mepuoa. ns sroro Beigenute stueiiky D1, B mone Mms BmecTo
anpeca siueiiku BBenute ums Ilepuoa u nHaxxmute Enter.
4. B aueiiky B5 BBenure popmyiny:

% cTaBKa - (1+ % cTtaBka)" """

(1+ % cTaBka)"*™* —1
5. Pacnipoctpanute popMyiy B ocTalIbHbIE STUEHKH.
6. Beigenute stueiiku B5:D8 u nmpuMmennTe K HUM AE€HEXHBIH Qopmar, HCIONb3ysl KHOMIKY ©° Ha
MIAHEJIA NHCTPYMEHTOB.
7. N3menunTe xonnuyecTBo nepuoaos Ha 20 net. Kak n3MeHstoTcs 3HaueHus B Tadbnaune?
8. CoxpaHuTe BBIMOJIHEHHOE 3a/1aHUE.
3ananue 4. Pacuer exxeMecsIyHON KBapTUPHOU OIJIAThI
Co3paiiTe 3JeKTPOHHYIO TaOIUIly ydeTa IUIaThl 32 KBAPTUPY COTTIACHO 00pasily.
TexHonorus paboTsl
1. ITepeumenyiiTe HOBBIH JucT Ha KBapTniara.
2. CoznaiiTe manky TaOJIHIlBl Kak Ha puc. 4.
A

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

Bemnuuna 3arima -

NMenw 33 1 geHe 1,5

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

Puc. 4

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

4. Cronbern «Ne kBaptupsl» 3anmonaute unciamu: 10, 11, 12, ... 50. Bocnomns3yiitech aBT0O3aIol-
HEHUEM, IPUMEHUTE BBIPABHUBAHUE 110 LIEHTPY.

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

6. Cronben, «Ilnomans KB. M» 3aIlOJHHTE ITOCIEAOBATEIBHOCTRIO uumcelr: 70; 69,5; 69 u T. 1.
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(xaxmoe cienyromee uncio Ha 0,5 KB. M MeHbIle Tpeabiaymiero). [IpuMeHnTe aBTo3amnoHEHUE U BbI-
paBHUBAHUE 110 LEHTPY.

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

8. Cronbern «/lara orumarer»y HaunHaercs ¢ 10 ¢eBpans u kaxnaas cieayromas KBapTupa npou3Be-
Jla OIJIaTy Ha JACHb Mo3xe npeabiaymiei. @opmat sueek — JuHHbBIA (popMaT AaThI.

9. Cronben «IIpocpouka»: eciu orsara ObUTa IPOU3BEICHA IO CPOKA OIJIATHl BKIFOUYUTEIBHO, TO
aBTomMatuyecku craButcs 0 (HOJb); eclu MO3Xe CPOKa, TO JOJDKHO MOJICYUTHIBATHCS KOJUYECTBO IHEM
npocpouku («/larta omnaten — «Cpok omately). JlaHHbIe BHIPOBHSNTE MO LIEHTPY.

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

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

12. B xoHIle BeAOMOCTH MOJCUYUTANTE CIAEAYIOUIYIO CTATUCTUKY 10 BCEM KBapTHUpam: o0mias cym-
Mma rpadsr «toro» (popmar pybraeBslit 0e3 koneek), Cpequsis miomans, MakcuMalibHas POCPOYKaA.

13. CoxpaHuTe BBINOJIHEHHOE 3a/I1aHUE.

JlaGopaTtopHast paborta 7
Tabmuunsiii penaktop MS Excel: Bctpoennbie GpyHKINU
Llenb paboTHI: HAYYUTHCS OCHOBHBIM TEXHOJOTHUECKUM OTIEPALIMSAM HCIIOIB30BAHMS BCTPOCHHBIX
B TaOMMYHBIN Tporieccop PyHKIUM.
3amanue 1. Bkmagka @opmyiibl B cipaBoYHas CHCTEMa 10 (PYHKIIUSM
OcBoliTe BO3MOKHOCTHU CIIPAaBOYHOM CUCTEMBI IPU paboTe CO BCTPOSHHBIMU (DYHKIIMSMHU.
TexHonorus paboTsl

1. Otkpoiite nporpammy Microsoft Excel.

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

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

W BBEJUTE B siUelKy A2 yucno —14;

B YCTaHOBUTE KypCOp B HIDKHHIA TPaBbIid yroi sYelkn A2 Tak, 4TOOBI yKa3aTelh MBIIIHN MIPHOO-
pen u3o0paskeHre YepHOro KpecTHKa M, HaXKaB MPaByl KHOIKY MBIIIH, IPOTSHUTE Kypcop Ha TpeOye-
MBI pa3Mep; BBIIIOJIHUTE KOMaH 1y JokanbHoro MeHto Ilporpeccus;

m B oTKpbIBUIEMCs OKHE IIporpeccust yctaHoBuTE 1iar, paBHbIH 3;

m HaxmuTe kHonky OK.

IIpumevanue. OTu AEUCTBHS MOKHO BBIIIOJIHUTH C MIOMOIIBIO KoMaHbl I'1aBHas, PeqakTupo-
BaHue, 3anoJHuTsh, [Iporpeccus.

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

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

6. Haiinute B rpynne buéanoreka pynkuuii kareroputo MareMaTu4eckue.

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

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

9. Beenute B mone aprymenta Kpurepuii 3nauenue «<0». [Ipu BBozIe apryMeHTOB B OKHE (yHK-
LIMM KaBbIYKU CTaBUTh HE HYKHO, T. K. OHM T€HEPHUPYIOTCS aBTOMaTHuecku. [Ipm BBoJE apryMeHTOB
BPYUYHYIO HETIOCPEJICTBEHHO B CTPOKY (OPMYII KpUTEPUI CIEIYeT 3aK/II04aTh B KABBIYKHU.

10. Tak kak UCXOIHBIN MUANIA30H COBMAAACT C AMAMA30HOM CYMMHPOBAHUS, TO TPETUH apTryMEHT
SIBIISIETCS. HeoOs3aTeNbHBIM — TiporrycTuTe ero. Haxmure OK.

11. Haiigute B rpynne budaunorexka ¢pynkumii kareroputo CTaTucTuueckue.
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12. Jins moacueTa KOJIMYECTBA TOJIOKUTENBHBIX Yncen B auanazone A2:J2 B siueiiky N2 BcraBbTe
¢byaxkuuro CHETECJIN.
13. Bocrnonb30BaBIIMCh CIIPaBKOM, NMpUMEHUTE (YHKIUIO. Pe3yiabTar BBIMOJTHEHHOTO 3aJlaHUs

npejcTaBieH Ha puc. 1.

A [ [ ¢ T o [E [T F [ 6 [ H T 17 [ o T K T L [ wm [ N [ o]
Cymma | Cp._zHay. | Cymma_scnu | CueT_sciu
-14 -1 -8 -5 2 1 4 7 10 13 -5 05 -40 5

Puc. 1

14. CoxpaHuTe BBIIOJIHEHHOE 3a/1aHUE.
3ananue 2. llITpad 3a 0TXObI

PaccunTaiite cymmy mtpada s mpeanpusTHs, KOTOPOe KaXAblii Mecsl cOpachiBacT B BOJAOEM
npomsliuieHHble oTXoAbl. IlTpad B3nmaercs Toraa, Korjaa OTXO/bl MPEBBILIAIOT 33JaHHOE MPEAEIbHOE
3HavyeHue. [Ipu 3ToM 3a Kbl KWJIOTPaMM CBEPX HOPMBI B3UMAETCs (PUKCUPOBAHHAS CYyMMaA.

Ecnu npennpusitue B AaHHBIA Mecsl CAAeT MOMEIIEHUE B apeHay, TO IUTpad) yBEJINYMBAETCS B
IBa pas3a, T. K. IpeANnpHusaTHEe 3apadaThIBACT JOMOJIHUTEIbHBIC CPEICTBA, HO HE CIESIUT 32 CBOUMH apeH/1a-
TOPaMH.

Tpebyercs HaiiTh:

B B KakMX MecsAlax ObUT HAuuCIlIeH wTpad;

B kakoii mTpad ObUT yITaueH MPEeIIPUIATHEM B KKIOM MECAIIE;

B Mecs1Ibl, Korzia OblUT HAYUCIIeH MaKCUMaJIbHBIN 1ITpad;

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

TexHonorus paboTel

1. Otkpoiite nporpammy MS Excel.

2. Ilepeumenyiite HOBBII TUCT Ha LIITpadsl 32 0TX0ABI.

3. Co3pmaiiTe TabuIy Kak Ha puC. 2.

4. JIns1 3aI0JIHEHUs CTOJ0LA A MCIIOB3YHTE aBTO3aII0JHEHHUE.

A

B

©

D

E

F

G

H

Mecsay,

Konuuecteo
0TXOA08

Hanuuue apengbi

OTknonenne
0T HOPMBI

Hanuuue
wrpacha

UrpaduHon
Mecs,

lirpach bes
apeHas

Wrpadcp
apeHnon

Mecsay
MaKcMManbHoro

wrpadpa

Wrpadp

Hopua 3alkr

AHEAPE

4911

HeT

5800] 1000]

teBpans

B155

LE]

mapt

5942

aa

anpent

5879

HeT

Mai

5807

HeT

WHHE

5340

HET

1
2
|
1
&
B
7
g

HHNE

5633

LE]

&

ABTYCT

5728

LE]

10

ceHTAbpE

5783

LE]

11

okTAbpe

5609

HET

12

HoAbBps

56591

HET

13 |nekabpe 6020

BEY

HeT

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

17

Makcumans HbIi
wrpady

Puc. 2
5. B ctonbue D paccunraiite pazHocTh MEXy oTXoAaMu (cronden B) u npenenbHbIM 3HaU€HUEM
(sueiika K2). 3HaueHUs1 OTXO0/I0B, MPEBBIMIAOIIIE PEICTbHOE 3HAUCHHUE, OKPAChTE B KPACHBIH I[BET.
6. B cronbue E onpenenure, HauncneH mrpad B 3TOM MecCALE UIH HET, 10 CIEYyIoUleMy MpaBu-
Jy: €CNIM TpPEBBIIIEHUE MpelienbHOro 3HadeHus: oompiie 0, To mrpad HauucieH (06o3HauuM 310 1), B
IPOTHBHOM cCllyyae — He HauucieH (00o3HauuM 310 0). YKazaHHBIA pe3yibTaT MOXKHO IMOJIYYUTh C HC-
nosp30BaHueM Jiorndeckoit pynximn ECJIN. [{ns staeiiku E2 dopmyna BEITISIIUT Tak:

=ECJIN(D2>0;1;0)

7. B cronbue F onpenenute MecsI, KOraa BeIILIAYUBAIICS MITPad, MO CIECAYIOIMIEMY MPaBUILY: €C-
71 3Ha4YeHUe B siuelike cronbma E paBuo 1 (1. e. mTpad HAYKCIICH), TO 1aTh CCHUIKY Ha MecsI (CTOIOeI]
A), B IPOTUBHOM CITy4ae — BBECTH ITyCTOE 3HaUeHHE (BE KaBBIYKHU) Wi Tipooden. [l sueiiku F2 hopmy-
JIa BBITJISTAT TaK:

=ECJIN(E2=1;A2;«»)

8. B cTonbue G BeuucnuTe, Kakoi OblT ObI HauKCIIeH mTpad 6e3 yueTa apeHabl MOMEIIEHUH, 1o
CIIelyIolIeMy MPaBUITy: €CM MmTpad HadMCIeH, TO CyMMa IuTpada paBHAa MPOHU3BEICHUIO MPEBBIICHHS
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orxoy10B (cronben D) Ha mrpad 3a 1 kr (sueiika L2). Jns sueiiku G2 ¢popMyna BBINISIINT TaK:

=ECJIM(E2=1;D2*$L$2;0)

Ipumeuyanue. 3HaueHus: crondna G SBISIOTCS BCIOMOTATEIbHBIMHU IS BBIYUCICHHUSI OKOHYa-
TEJNBHOM CyMMBI mTpada ¢ y4eTOM apeH 1bl TOMELICHUH.

9. B cronbue H Bprauciute mrpad ¢ y4eToM apeH bl IOMEIICHHH 110 CIIEAYIOIIEMY MPaBHITy: €C-
M ecTh apeHna (sueiika cronbua C paBHa «ga»), To cymma mrpada (cronden G) ymHOXKaercs Ha 2, B

MIPOTHBHOM ciiydae Oepetcst cymma mrpada u3 cronoma G. s saeiiku H2 Gpopmya BRITISIIAT Tak:

=ECJIN(C2=«na»;G2*2;G2)

IIpumeyanue. /s BEIMUCICHUS OKOHYATENIBHOW CYyMMBI HITpada Mbl MPOBEPHIIN JBA YCIOBUS:

HaJIn4uc Lqua(ba N HaJIMYKWEC apCH/BI. IIJ'ISI 3TOTO BRIYMCIIMINA BCIIOMOTATEIIbHBIN CTOJ'I6CH G. MoxHO OEI-

70 ObI OJYYUTh UTOTOBYIO CyMMYy IiTpada 1 6e3 HCIOoIb30BaHMUs BCIIOMOTraTeIbHOTro croibua. Toraa B

OJIHOH (opMyJie HY>)KHO IPOBEPUTH Cpa3y J1Ba YCIOBHUSL. DTO MOXHO C/IEJIaTh C TIOMOIIBIO JIBYX BIIOJKEH-
HeIx Qynkiuit ECJIN. Torna nys siueiiku H2 ¢dopmyna Beirsiiena 06l Tak:

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

10. B sueiike H15 Bpiuncnute MakcuManbHBIN MITpad C UCIOJIB30BAHUEM BCTPOSHHOUW (PyHKIIHUU
MAKC. ®opmyiia umeeT BUA:

=MAKC(H2:H13)

11. B cronbue | Beruucnute Mecsil, B KOTOpOM ObUIa yIUTaueHa MaKCUMaibHas cyMMa mTpada mno
CJIeYIOIEMY TIpaBUIIY: €CIIM 3HAYeHHE B siueiike cronbma H paBHo makcumansaomy (H15), To Hago yka-
3aTh Mecsll (U3 cronbua A), B IPOTUBHOM CIydae BBECTH IyCTOE 3HaU€HUE (IBE KaBBIUYKU WM TPOOe).
Jnst staediku 12 popmyna BeITISANT Tak:

=ECJIN(H2=$H$15;A2;«»).

12. B sueiike D15 BorumcinTe, CKOIBKO MECAICB BhIMIauuBajIcs mtpad (cymma mo cronouy E).

13. B sueiike D16 Berumciute o0uyro cymmy mrpada 3a roj (cymma mo croiodiy H).

14. CoxpaHuTe BBIIIOJHEHHOE 33JJaHHE.

3amanue 3. TpexcTyneH4aTslid MOJ0X0HBINA HAJIOT

PaccuuTaiiTe Mo 0X0IHBIN HAJIOT 3a Mecsll JUIsl paOOTHUKOB, UMEIOUIMX HauboJiee pacupocTpa-
HEHHBIE CIIeIaTbHOCTH B ['epMaHuy.

N3BecTHO, uTO B Poccuu ncnomnb3yercs miockas IKajia /Ui HaYMCISHHUs TOJJOXOJHOrO Hajora —
13 % He3aBUCHMO OT JO0X0J0B. Bo MHOTHX cTpaHax, B TOM 4Hcie B ['epMaHuu, HCHIOIB3yeTCs porpec-
CHBHOE HaJOroo0JI0KeHHE — CHCTeMa, IPU KOTOPOIl HalIOroBble CTaBKM YBEIMYMBAIOTCS 110 MEpE pocTa

J0XO0/JJa HaJIOrorJiaTCJIbIIuKa.

B tabn. 1 mpencraBneHs! JaHHbIE, ONPEAEISIONINE YPOBEHb U MPOLIEHT Hajlora B 3aBUCUMOCTU OT
MeCSYHOTo 3apaboTka paboTHuka. [ ynoOcTBa BOCIPUATHS JTaHHBIX MECSAYHBIN 3apabOTOK BBIPAXKEH B

TBIC. PYO.

Tabmuma 1
Yposenb nHajora | [Toxoxoaublii Hajor, % Mecstanb1ii 3apadoToK, ThIC. pyo.
Or Jo
1 0 0 23,7
2 15 23,7 161,49
3 42 161,49

CJ'IC,Z[yCT 3aMCTUTh, YTO IJId PCHICHUSA 3aJadd NOCTATOYHO YKAa3aThb HAYAJIBHYHO HJIM KOHCYHYIO
rpaHuny KaXaoro avaria3oHa. OcTanoBUMCS Ha HadaIbHBIX rpanungax, Toraga Ta6m/1ua HCXOAHBIX OdaH-
HBIX 110 YPOBHSM HaJIOTa 6yz[eT BBITJTIAICTD KaK Tali. 2

Tabmuua 2

Yposennb Hajora | [logoxoansblii Has10r, % | Mecsiunblii 3apad0TOK OT, ThIC. py0.
1 0 0

2 15 23,7

3 42 161,49

TexHomorus padoThI
1. B nporpamme Excel nepenmenyiite HOBBIN JIUCT 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 hopMyiy nepeBosa MeCSYHOro 3apaboTKa U3 eBpo B pyOIIH.
4. B cronbue E ompenenute, K KaKOMy HaJIOrOBOMY YPOBHIO OTHOCHTCS 3apa0OTOK paOOTHHKA.
Tak xak ypoBHEW Tpu, HEOOXOAMMO HCIOIb30BaTh BlokeHHbIe (GyHKIuu ECJIU: ecnu mecsuHbIi 3apa-
ootok Menbie 23,7 Toic. pyo. (K3), To 3apaboTok oTHOCHTCS K nepBomy ypoBHIo (12), unage, ecnu me-
CsTuHBI 3apaboToK MeHbIne 161,49 toic. py6. (K4), To 3apaboTok oTHOCHTCSI KO Bropomy yposHio (13),
uHaue — K Tperbemy (14). st siuetiku E2 dpopmyna BBINISINT TaK:

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

5. B cronbie F camocrosiTenbHO ompenennTe MpoLeHT Haiora. J{jas 3Toro MOXHO OMHpaThCs Ha
naHHble cToiOna E (HamoroBelil ypoBeHB) UM Ha pa3Mep MecsYHoro 3apaboTka. biok-cxema onpenere-
HUS TPOIICHTAa HaJloTa B 3aBUCUMOCTH OT HAJOTOBOTO YpOBHS NpuBefeHa Ha puc. 4. dopmar sueex
cronbna F momken ObITh MPOLIEHTHBIH.

Yposenp=1?

Hasor 0 %

Ypoerp=27

Hasor 15 % Haumnor 42 %

Puc. 4

6. B cronbne G onpenenute pearbHbIe HAJOTOBBIE OTYUCIEHHS B THIC. €BPO TI0 PACCUUTAHHOMY
NPOIIEHTY OTYUCIEHHH: (MecauHbIi oknan) * (% oTyncaeHuii).

7. B siueiikax B20 u C20 moacunTaiiTe CyMMapHBId MECSIHBIN 3apaOb0TOK PaOOTHHKOB M CyMMap-
HbIE HAJIOTOBBIE OTYUCIIEHUS, UCIOIb30BaB pyHKIMI0 CYMM.

8. B stueiike D20 BprumcnuTe cpeHUil MPOLEHT HAIOTa KaK OTHOIIEHHE CyMMApHBIX HaJIOTOBBIX
OTYMCIICHUH K CYMMapHOMY MECSYHOMY 3apa0oTKy. Popmar sueex — MPOLEHTHBIH.

9. B siueiike E20 ompenenute KOMMYECTBO CHEIUATBHOCTEH C MEPBBIM HAJIOTOBBIM YPOBHEM IIO
dbopmyre:
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—~CYETECJIM(E2:E17;1),

rne E2:E17 — npoBepsiemblii auanaszon, 1 — Homep ypoBHsi. Bmecto 1 B popmynie MOKHO MCTIONB30BAThH
CCBUIKY Ha siuelKy 12, B KoTOpoil 3anucaH HOMep ypOBHs.

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

11. CoxpaHuTe BBIOJIHEHHOE 33/1aHHUE.

3aganue 4. Cratuctuka

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

B cpeqHMi BO3pacT BCEX COTPYIHUKOB U COTPYAHUKOB C Pa3HBIMU JTOJKHOCTSMU;

B cpegHMii cTaxk paboThl BCEX COTPYAHUKOB;

B cpenumii 3apabOTOK MYXKYHH, >KEHIIWH, MEHEKEPOB, aJIMUHUCTPAINU, HU3KOKBATU(PHUIIUPO-
BaHHBIX pa0OTHUKOB;

B KOJIMYECTBO MOJIOJCIKH, HOBUYKOB, BETEPAHOB, FOOMIISIPOB, HU3KO- M BRICOKOOIIIIAYMBAEMBIX CO-
TPYAHUKOB, IEHCUOHEPOB;

B MUHUMAaIBHBIN OKJIal 1 MAKCUMAJIBHBIA BO3PACT CPEIU BCEX COTPYAHUKOB.

TexHonorus paGoTel

1. [epeiinuTe Ha HOBBII JIUCT Iporpammbl EXcel u nepenmenyiite ero Ha CTaTHCTHKA.

2. Co3paiite TabauIly Kak Ha puc. .

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

—[[EJIOE((CETO/IHSI()-B2)/365,25),

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

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

Kon-eo CpenHuit
BbiCOKOONNa4ve BO3pact
1 29 | aeMbIX WPHCTOBR

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

Kon-go B
AMpeKTopate

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

Puc. 5

4. B cronbue H paccuunraiite ctaxk paboTsl COTPYIHUKOB HA JAHHOM HPEANPHUATHN 10 aHAJIOTHY-
HOM (hopMyIie, UCXO0/1 U3 1aThl IpUeMa Ha padoTy.

5. HazoBute muamnazon G2:G21 cmoom Bospact. s 3TOro BBIIEIHTE STOT JUANA30H SUCEK H
BbINOJIHUTE KoMaHy @opmyJibl, Onpenesenblie uMeHa, [lpucBouts ums, IlpucBouts ums.

6. B nmosBuBmemcs: okae Co3nanue umenu B nosie Ums BBeauTe Ha3BaHue crondma — Bo3pacr.
Haxmute OK.

Ipumeuanue. Bee/eHHBIC IMEHA JICHCTBYIOT sl Becel Kuuru Excel, mosromy npu co3nanuu HO-
BbIX MMEH HE HCIOJb3yHTE YK€ CyLIeCTBYIOIIME Ha3BaHMs. VIMeHa nuamna3oHOB o0ecrneyuBaroT abco-
JIOTHYIO CCBUIKY Ha JaHHBIA JTHANa30H, T. €. IPH KOMHUPOBAaHUH (OPMYI B IPYTHE MECTa JIUCTA, a TAKXKe
Ha JIpyrue JMCThl KHUTY JIMana30H, yKa3aHHbII UMEHeM, He MeHseTcs. VckitoueHre CoCTaBIsAI0T KOUU
TIOJTHBIX JICTOB.

7. AHanornyHsIM o0Opa3oM naiite uMeHa nuanasonam Ioa, Jomxnocts, Okiaan, Craxk, KOoTOpble
B JIaJIbHEWIIIEM aKTUBHO OYAYT UCIOJB30BATHCS MIPH pacyeTax.

8. B siueiike B24 onpenenuTe KOJIMUECTBO COTPYIHUKOB Ha NPEANPUATHH 1O popMyIie

=CYET3(JlomKHOCTB)

[l BBoJia apryMeHTa (yHKIIMH, HaXO5Ch B CTPOKE apryMEHTa, BBIIIOJIHUTE KOMaH1y PopMy.ibl,
Onpenenennsie uMena, McnoJb3oBats B opmyJie 1 BeiOepuTe uMs auanazona JomxHocrs. Haxvu-
e OK.

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

=CUETECJIU(Bo3pacT;«<30»)

10. CamocCTOSTEHHO paccUuTaTE IO PopMysIam:

B B siyeiike B26 — konnuecTBO BeTepaHoB npeanpuarus (ctax = 20 ner);

B B siueiike B27 — xomM4uecTBO «HOBUYKOBY (CTax < 3 JieT);

B B siyeiike B28 — konMuecTBO HU3KOOMIAUMBaeMbIX coTpyaHHKOB (oknaa < 10 000 pyO.);

B B siueiike B29 — xommyecTBO BEICOKOOTUTAYMBAEMBIX COTPYAHUKOB (0kiaaa > 40 000 pyo©.);

B B sryeiike B30 — konmuecTBO My)XUMH (B Ka4eCTBE KPUTEPHS BBOAUTCS OyKBa «M»);

B B sueiike B31 — mpomeHT My)XYHH KaKk OTHOIIEHHE KoumdecTBa MyxunH (B30) k obmemy umnc-
ny cotpyauukoB (B24). Ycranosure mist sueiiku B31 popmat ITpoueHTHDBIIM;

B B siyeiike B32 — koiMyecTBO COTPYIHUKOB B JUPEKTOPATE;

IIpumeuanue. Tak kKaKk B Ha3BaHUAX JOJDKHOCTEH AMPEKTOpATa €CTh PAa3HOUTCHHs (JUPEKTOP,
3aM. AMpeKTOopa), To apryMeHT Kpurepmii 1omkeH cojep:kaTh HENOJHOe OyKBOCOUETaHHE JUIS MOMCKa
(puc. 6). Hammpumep, «*upexk™*» uiam «*aqupex™*», rae «*» o3Hayaer Jr0yro MocieqoBaTeIbHOCTh CUMBO-
JIOB.
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Apryme HTbl hYHKUHH

CHETECTIA

AWanasoH  fAomwHocTe {"anpexTop":"sam, £

KpuTepud "*avpex®" " Apekt

=2

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

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

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

| =11EJIOE(CP3HAUY(Bospacr))

12. Ananoruuno B stueiike E25 paccunraiite cpeqHmii CTaX COTPYIHUKOB.
13. B sueiike E26 noacuuTaiite cpeanuii 3apaboToK keHIMH (puc. 7) no Gopmymne

| =CP3HAYECJIN(ITom;«ox»;Oknan),

rne pynkuuss CP3HAYECJIM ananu3upyer, B KaKuxX CTpOKax JaHHbIe W3 Auana3zona IloJ ymoBieTBo-
PAIOT KPUTEPHUIO @K», U BBIYUCIIAET CpEeJHEE 3HAaYCHUE N0 quana3ony OKJIax Juist 9TUX CTPOK.
Apryme HTbl PyHRUHH @g]

CPSHAYECTIA

Awanason |Mon Sl g g

Ynoewe |y

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

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

APFYMEHT OMYLLEH, Gy AyT HONONB30EATECA AUSHKH, 33A3HHEIE SDrYHEHTOM
"aranasan',

SHaqeHne: 2116666667

CNpagka o 3ToA divHIKLMK I [8]4 ] [ OTMEHA

Puc. 7
14. Tlo ananoruuHeIM (opMysaM NOJCUUTANTE:
B B siyeiike E27 — cpennuii 3apabOTOK MY>KYHH;
B B siyeiike E28 — cpennuit Bo3pact qupekroparta (YCIOBHE B BUE MACKU «* TUPEKT™»);
B B siueiike E29 — cpennuii Bo3pact 10pUCTOB (YCIOBHE B BHJIC MACKHU «*IOPUC*»).
15. B sueiike E30 paccuunTaiite cpeanuii 3apaboToK TupeKTopaTa 1no gopmyie

=CYMMECIJIN(JomkHOCTD; «* nupekT*»;Oxnan)/B32

IIpumeuyanue. B popmyre ucmonbp3oBaHa Macka JIs IIOUCKA COTPYTHUKOB JTUPEKTOPATA.

16. Ananornuno B siueiiky E31 BBeaute dopmyny pacuera cpegHero 3apaboTKa MEHEIKEPOB.
OO1ee KOJIMYECTBO MEHEKEPOB HAXOTUTCS B siuelike B33.

17. CamocrosaTrenbHO BBeAUTE (HOPMYIIBI C MCIOIB30BaHUEM MMEH TUAla30HOB, MOCYUTANTE MU-
HUMaJbHBIN OKJIa] (J24) 1 MakcuMalbHbIH Bo3pact (J25) COTpyTHUKOB.

Ipumeuyanue. 11 >pPeKTUBHOTO pemeHus] BceX MOCIEAYIOUINX IYHKTOB 33JaHusi TpeOyroTcs
JOTIOJTHUTEIIHHBIC BEIYMCIICHUS, [IO3TOMY B TAOJUILY BBEICHBI YETHIPE TOTIOTHUTEIBHBIC CTOJIOIA.

18. B nomonuutensHoM ctonOue | BBenuTe Gopmyny A pacyeTa KOJIMYECTBA JIET 10 KPYIJon
natel. J{s staetikm 12 hopmyira OyneT UMeTh BHJT:

| =10-OCTAT(G2;10),

rae ¢pyakius OCTAT moacyuTeiBaeT OCTATOK OT JAeNeHus Bo3pacta Ha 10.
19. B sgeiike B34 paccunraiiTe KOJIMIECTBO I0OMISIPOB 1O (hopMyIie

| =CUBETECJIN(12:121;«10)

20. B nononaurensHoM ctonbie J BBeauTe Gopmyity, o KOTOPOil B COOTBETCTBYIOUIMX CTPOKAX
JOJKHBI TTOSIBUTHCS €IMHUIIBI, ecu yciaoBue U(mos_My:kckoii;Bo3pacT>=60) UCTUHHO, U MPOYEPK, €C-
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1M 10%kHO. J{ist stueiiku J2 popmyrna BBITJISIINT TaK:

=ECITIU(M(C2=«m»;G2>=60);1;«-»)

21. B sueiike B35 onpenenuTe KOJIMYECTBO MYXYHUH-TIEHCHOHEPOB. [ 3TOr0 moacuuTainTe Ko-
JMYECTBO eWHUI] B quanazone J2:J21, ucnons3oBaB pynkunio CYMM.

22. CamocrosTenbHO B stuelike B36 omnpenenure KOJWYECTBO KCHIIMH-TICHCHOHEPOB, 3aIl0JIHUB
cronber K ananornyno cronoiy J.

23. B mononHutensHoM ctoiioie L BBenute Gopmyiry, o KOTOPOH B COOTBETCTBYIOIIUX CTPOU-
Kax JIOJDKHBI TIOSIBUTHCSI €AMHHUIIBI, €CH JOJHKHOCTh Y COTPYAHHMKA Kyphep, BaXTep WM yOopIuia, u
MIPOYEPK, €CIIM ITO He Tak. Tak jyis ssueiiku L2 Gpopmyna Oyner BBITIISAIETH TaK:

=ECJIN(UJIN(E2=«kyprep»;E2=«BaxTep»; E2=«y0opmunar);1;«o»)

24. B siaeiike B37 onpenenure KOJIMYECTBO HU3KOKBATHU(PUITUPOBAHHBIX COTPYIHUKOB, MTOJICUUTAB
KOJIMYECTBO enuHMuIl B uana3one L2:L.21 ¢ momompio pyrakuun CYMM.
25. B saeiike E32 noncunraiite cpeaauil 3apab0TOK HU3KOKBATH(PUITMPOBAHHBIX COTPYAHUKOB 110

dbopmyie

| =CP3HAUECJIN(L2:L21;1;Oxnax)

26. CoxpaHHTE BBITIOJHEHHOE 33 JaHHE.
3aganue 5. CKMIKU Ha ycIyru (puTHEC-LeHTpa

Paccunraiite cTOoMMOCTh yCIyr (PUTHEC-LIEHTpa C Y4€TOM MPEJOCTaBICHHBIX CKHUIOK, a TaKkKe
OOIIMI MPOLEHT CKUJOK. BhIienuTe KIMEeHTOB, UMEIOIUX IPaBO Ha JIONOJIHUTENbHbIE yeiuyru. Onpene-
nuTe (aMIIIMU KIMEHTOB, KOTOPBIM IIPEJOCTaBlIeHa KITyOHas KapTa.

CornacHo CTaTUCTHKE, BO BpeMs (PMHAHCOBOI'O KpU3HCa MOCEaeMOCTh (PUTHEC-LIEHTPOB BHE 3a-
BHUCUMOCTH OT CTaTyca U CTOMMOCTH abOHeMeHTOB cokpamaercs Ha 20 %. [TosToMy, 4TOOBI HE IOTEPATH
KJIMEHTOB, 03/I0POBUTEJIbHBIE 3aBEJICHUS BHIHYX/IEHBI IPEIOCTABIATh YCIYTU CO CKUIKaMu. [IycTh Heko-
TOPBIN (PUTHEC-TICHTP IMpEyIaraeT CISAYIONIYI0 CHCTEMY CKUAOK U MPABHJI UX PUMEHEHUS:

B CKUJKU HE CyMMUPYIOTCSI, HO HAUUCIIAIOTCS 110 THOKOM cucreme;

B KIMEHTY MOXET OBbITh MPEIOCTABIEHO /10 TPEX CKHUJIOK, PACIIOJIIOKEHHBIX B Ta0J. 3 MCXOMHBIX
JAHHBIX B MOPSAIKE MPUOPUTETHOCTHU: NEpBasi CKU/IKA IEHCTBYET Ha BCIO CYMMY aOOHEMEHTa, MOCIeay0-
1€ — Ha CyMMY 3a BBIYETOM YK€ MPEJOCTaBICHHBIX CKUI0K;

B ecnu (dakTUUecKas CyMMa NMPHOOPETEHHBIX YCHYT (3a BBIUETOM CKUIOK) MpeBbIMIaeT 15 Thic.
pyO., KITMEHTY MPEIOCTaBISETCS JOTIOTHUTEIBHBIN OCCIIIIaTHBIN MaKeT;

B ecnu (dakTUUecKas CyMMa NMPHOOPETEHHBIX YCIYT (3a BBIUETOM CKUIOK) MPEBBIMIAET 25 ThIC.
pyO., TOKyMNaTelo NpeIoCcTaBIseTcsl KiyOHas KapTa.

TexHonorus paboTel

1. IepeiinuTe Ha HOBBII JIUCT iporpamMmbl EXcel u nepenmMenyiite ero Ha AGOHEMEeHT.

2. Co3paiiTe TabnuIly Kak Ha puc. 8.

IIpumeuanue. Yucno «1» B sueiike yka3blBaeT Ha HAJIMYUE COOTBETCTBYIOIIEH JIbroThl. [TporeHn-
ThI CKMJIOK B TaOJIMIIE PACHOJIOKEHbI B MOCIEJOBATEIbHBIX SYEHKaX OJHON CTPOKH. DTO JaCT BO3MOXK-
HOCTH C TOMOIIbIO CMEIIaHHBIX CCHUIOK HamucaTh 0000MIEHHYIO0 GOpMYIY Ui OJHOW CKUAKHU U paclpo-

CTPAaHUTH €€ Ha CTOJI6I_IBI C APYTMMHU 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 CKHIOK IS KaXKI0ro KiMeHTa. JIJs sueiku
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14 popmyrna BRITIISIUT Tak:

=CYMM(C4:H4)

4. B cronbue J paccuuTaiiTe KOJIMYECTBO CKUAOK, KOTOPBIE MOTYT OBITh MPEJIOCTABICHBI KIHMCHTY
0 CIIEAYIONIEMY MPABHITY: €CIH KOJMYECTBO CKUJOK O0JbIIe 3, TO X KOJIMYECTBO OTPAHUYMBACTCS TPE-
Ms1, HHa4Ye ocTtaercs 0e3 u3MeHenuit. [ sueiiku J4 popMyiia BRITISIMT TaK:

=ECJINA(14>3;3;14)

5. B saueiikax auanazona L4:Q10 onpenenurte cymMMmy YCIyr 3a BHIYETOM MPEIOCTABICHHBIX CKU-
JIOK IO CIIEAYIOIEMY IpPaBUILy: €CJIM Y KJIMEHTa €CTh MPU3HAK COOTBETCTBYIOIIEH CKUIKH M KOJIUYECTBO
HPEBIAYIINX CKUJIOK MEHBIIE 3, TO MpEAbIaylas cyMMa IpUOOPETEHHBIX YCIYr YMEHbILIAETCS Ha MPo-
LIEHT CKUJKH, HHaue ocTaercs 06e3 u3meHnenus. s siueiiku L4 ¢popmyna BRINISIUT Tak:

=ECJIN(U(C4=1,CYMM($B4:B4)<3);K4*(1-C$3);K4)

6. B cronbiie R paccuuTaiite oOmmii MPOIEHT CKUAKU KaK OTHOIICHHWE COKOHOMIICHHOW CYMMBI
(«ob1ast cyMMay — «OKOHYATEJIbHAs CyMMay) K OOIIe cyMMe YCIIyT.
7.B cronbue S orMerhTe MpPU3HAKOM «1» KIMEHTOB, KOTOPHIM MOJAralOTCs JOTOJTHUTEIbHBIC
yenyru. JAns siaeviku S4 hopMynia BBITTISANT Tak:

=ECJIM(Q4>15000;1;«-»)

8. B cronbue T cocraBpTe CHHCOK KIMEHTOB, KOTOPBIM ciieayeT opOpMHUTh KIyOHYIO KapTy. s

sueiiku T4 dhopMyna BBITTISANT TaK:

=ECJIN(Q4>25000;A4;«-»)

9. CoxpaHuTe BBHINOJIHEHHOE 33/1aHUE.
3ananue 6. [IpocToii mecTucTyneHyaTslii HAJIOT
Paccunraiite mpocToi MECTUCTYIIEHYAThIM NPOrPECCUBHBINA HAJIOT, ACHCTBYOIUN B M3panie.
JlocTatouHo yacTo Tabnuia onpeeNeHusl YpOBHS U NPOLIEHT HaJlora B 3aBUCUMOCTH OT MECSIUHO-
ro 3apaboTka pabOTHHKA UMEET BUJ, MPECTaBICHHBIN B Tabi. 3. Kax1omMy ypoBHIO COOTBETCTBYET AHA-

MMa30H 3HAYECHUH «OT» U «IO0».

Tabauma 3
CraBka nogoxognoro | MecsiuHbIi 3apad0TOK, ThIC. py0.
Yposenn Hajora o
HaJjiora, % OT o
1 10 1,00 57,24
2 14 57,24 101,64
3 23 101,64 152,64
4 30 152,64 219,00
5 33 219,00 472,08
6 45 472,08

Tak, ecnu goxon > 1 Teic. py0. u noxox <= 57,24 Teic. py0., TO HAJIOT COOTBETCTBYET MEPBOMY
ypoBHIO, U T. 1. Hamor ¢ 3apadoTka < 1 Teic. py0. He OepeTcs. B 3a1aue 3Ta cuTyalust He paccMaTpUBaeT-

Ci.

st 5hpekTHBHOTO pelIeHus 3aJlau YI00HO PACIONOXKHUTh HCXOJHBIC JaHHBIC B CTpPOKax 0Oe3
AyOIUpOBaHMS TpaHUIl YpOBHs (Ta0I. 4).

Tabnma 4
YpoBeHb HAJIOTA 1 2 3 4 5 6
CraBka I0J0X0JHOT0 Hajora, % 10 14 23 30 33 45
MecstuHbIi 3apabOTOK BHIIIE, THIC. pYO. 1,00 | 57,24 |1101,64/152,64|219,00(472,08

HaJIor.

TexHonorust paboTsl
1. epeiinure Ha HOBBIA JHCT mporpamMmbl Excel um mepemmenyiite ero na Ilpoctoii mporp.

2. Co3paiiTe 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 quamazona D7:H26 moctaBeTe B COOTBETCTBHE KAXKIOMY COTPYIHHUKY €0 YPOBEHB
Hasiora. /g siueliku D7 dopmyna BBITISANT Tak:

=ECIIN(U($SC7>D$3;$C7<=E$3);D$1; «-»)

4. B cronbue | onpenenute, y KOro U3 COTPYAHUKOB 3apIijlaTa COOTBETCTBYET MIECTOMY YPOBHIO.
Jns staediku 17 popmyna BRITISANT Tak:

=ECJIU(C7>$1$3;1$1;«-»)

5. B cronbue J onpenenure ypoBeHb HAJIOTA JJIsl KaXKJIOTO COTPYAHHUKA, TPOCYMMHUPOBAB 3HAYeE-
HUS B COOTBETCTBYIOIINUX CTPOKAX.

6. B cronbne K ompenenute mporeHT HaJIOTa B 3aBUCUMOCTH OT ypoBHs. [l stueiku K7 popmy-
7a BeITsanT Tak (puc. 10):

=BbIBOP(J7;3D$2;$E$2;$F$2;$G$2;$H$2;$1$2)

7. B cronbue L paccunraiite 3Ha4€HHs HAJIOTA B ThICAYaX pyoOJieH.

8. B crpoke 30 onpenenure KOIMYECTBO COTPYIHUKOB JUIS KaXKAOTO YPOBHS Hajora. J{ist sueiiku
D30 dopmyna BEITISIUT Tak:

=CUYETECJIU(D7:D26; «>=1»)

9. B siueiike C32 onpenenute CyMMapHbId MECIYHBIN J0XO0/ U1l BCEX COTPYIHUKOB.

10. B siuetike C34 naiiaute o0Iyr0 cymMMy Hajora.

11. B sueiike C36 Haiigure cpeqHMI NMPOLEHT Hajora Kak OTHOLIEHHE OOIIel CyMMbI Hajiora K
CyMMapHOMY 3apaboTKy BceX coTpyaHukoB. ®opmart siueiiku — [IpoueHTHBII.

12. CoxpaHuTe BBIIIOJHEHHOE 33JJaHHE.
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RPTYME HTBI YHRITHH ma

EbIECF

Homep_whpaekca |17 1 A
3Hauenvel | $D42 0,1
SHadeHMeZ | $E$Z 0,14

SHadueHmel | $F$2 0,23

SHaqeHned | §GEz 0,3 |

= 0,1
BEIGHPEET SHAHEHHE MM ASACTEHE M3 CMMCKS SHAHEHHIA N0 HOMEPY HHASKCE,
3Hauenwed: sHaueHWel;sHadeHHeZ; ... oT 1 40 254 Ykcen, CChINOK Ha AYEkKH,

ONPEAENEHHE! HMEH, hopryn, dyHKUMA MM TEKCTOBE SPrYMEHTOS, H3
KOTOPER MPOMIE0AHTCA BRIGOD,

SHaqeHqe:  10,00%

CNpaEka no 3TofA diHIKLHKM L K ] [ OTHMEHA

Puc. 10
3ananue 7. CIoXHBIH IPOrPECCUBHBIN HAJIOT

Paccunraiite Ci10KHBIA IPOrPECCUBHBIN HAJIOT U CPABHUTE IOJYYECHHBIE JAHHBIE C IIPOCTBIM IIPO-
I'PECCUBHBIM HaJIOIOM.

B npakTuke HEKOTOPBIX CTPAaH MCIONb3YETCS CIOKHBIN IPOrPECCUBHBIN HAJIOT, TP KOTOPOM J10-
XOJl IEJIUTCS] Ha YaCTH, COOTBETCTBYIOIINE Pa3HbIM CTaBKaM Hajora. J[js KaX10i 4acTy B3UMAETCsl HAJIOT
M0 COOTBETCTBYIOIIECH CTaBKE, 3aTeM YaCTH Hajora CyMMHpYITcs. B Tabin. 5 mpencraBieHbl JaHHBIE O
IpaHMIIaX JI0XOJI0B 32 MECsIl, COOTBETCTBYIOIIME UM YPOBHH M CTaBKM Hajora. B mocnenneit crpoke tad-
JUIBI YKa3aHbl YaCTH, HA KOTOPBIE JIETUTCS 3apiuiata, eciau poxon N > 472,08 Tteic. py6. Kak Buano u3
TaOJIUIIBI, YaCTH, HA KOTOPBIE JEIUTCS A0XO/, PaBHbI PA3HOCTH MEXKAY COCEAHUMHU YPOBHSIMHU U SIBIISIOT-
csl pUKCHUPOBAHHBIMU BETMYUHAMM.

Tabmuma 5
YpoBeHb 6 5 4 3 2 1

SOTaBKa IIOOXOHOI0 HAJIOTa, 15 33 30 23 14 10
[ paHiLbl 0X0/12 32 MECALL 472,08 219,00 152,64 101,64 57,24 1,00
BBIIIIE, THIC. PYO.
YacTu, Ha KOTOpBIE JIEIUTCS 253,08 66,36 51,00 44,40 56,24
sapabotok mpu N > 472,08 teic| N —472,08 | (472,08— | (219,00 | (152,64— | (101,64 — (57,24 -

y0. —-219,00) —152,64) —101,64) —57,24) —1,00)

Pa3znenenue exxemMecssYHOTO 10X0/1a HA YaCTH BBITIOJIHSAETCS 110 CIIEAYIOIIEMY ITPaBUILY:

W [I0 IIKaJIe YPOBHEW Hajora HaTH TpaHUIy JOXOJAA, KOTOpas MEHBIIE paccMaTpUBacMoOM 3ap-
MJ1aThl, HO OJMKe Bcero K Heil. Hailtu pa3sHOCTh MEXIy 3apruiaTod U HaWJAEHHBIM J1I0XOJ0M. DTO Oynaer
4acTh, COOTBETCTBYIOIIAsl HAMOOJIBIIIEMY YPOBHIO HAJIOT'a;

N BCE YacTu OO0JIbIIIE ITOrO YPOBHS CUUTATh HYJIEBBIMU;

B BCE OCTaBIIIMECs YacTH 3apab0TKa 3al0JHUTh (PUKCUPOBAHHBIMU 3HAYEHUSIMH U3 Ta0I. 5.

PaccmoTpum npumepsl.

1) Eciu moxoxn 3a Mecsi paBeH 500 Toic. py0., To Onrpkaiiias Kk HeMy rpanuiia qoxona — 472,08
ThIC. py0. Torna Hanor mectoro ypoBHs OyneT B3uMaThesi ¢ cyMMbl 500 — 472,08 = 27,92, a ocranbHble
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 cocrasisier 150 Thic. py0., TO Onmvkaiiimas K HeMy rpaHHIa J0Xojaa —
101,64 TbIc. py6. Torna Hanoru ypoBHeit 4—6 OyQyT HyJIE€BBIMHU, HAJIOT TPETHErO YPOBHS Oy/eT B3UMATh-
cst ¢ cymmsl 150 — 101,64 = 48,36 Thic. py0., a OCTaJIbHBIE YaCTH J10X0J1a Oy1yT (PUKCUPOBAHHBIMHU:

YpoBeHs Haso- 6 5 4 3 2 1
ra
Yactu moxona 0 0 0 48,36 | 44,40 | 56,24

TexHomorus padoThI
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1. [epeiinure 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 3Hau€HHE CyMMBI, C KOTOPOil OyzneT OpaThCsl HaJOT Ui LIECTOrO
YPOBHSI 10 CIEAYIOIIeMY MPpaBWITy: eciu 3apruiata 6osnbiie 472,08 Teic. py0., TO HAMAUTE PA3HUILY MEXKITY
3apIuaToi M rpaHuned auana3ona, nHade 3anummure 0. J{ng suediku D7 ¢popmyna BRITISINT Tak:

=ECJIN(C7>$D$3;C7-$D$3;0)

4. B cronbmax ¢ E mo | onpegenure gactu 10x0/1a, ¢ KOTOPHIX OyAET OpaThCsi HAJIOT € MATOTO IO
MIEPBBIN YPOBEHB, 110 MPABUITY: €CIIH 3HAUYCHUE TpeapIayei yactu <> 0, To BRIOEpUTE COOTBETCTBYIOIIEE
(bUKCUpOBaHHOE 3HAYCHHE YACTH J0XOJa W3 TaOJHUIbI, HHAYE, €CIM 3apIuiaTa OOJbIlle TPaHUIIBI T0X0/1a,
HaWJWTE pa3HUIy MEXAY 3apIljiaTod M TpaHUIle goxojna, nHave 3anummre 0. DTO KOHCTPYKIHS BIIO-
KEHHBIX «ecimy. Js siueriku E7 dhopmyra BEITISIUT Tak:

=ECJIN(D7<>0;E$4;ECJIN(SC7>ES$3;$C7-E$3;0))

IIpumeuyanue. Vcrnons3oBanue B (hopMysie CMEIIaHHBIX CChIIOK ITO3BOJIIET KOMUPOBATh (PopMyy
HE TOJIBKO CBEPXY BHM3, HO U CJIEBA HAIIPABO.

5. B cronbue J paccunTaiiTe ClOKHBIA MPOTrPeCCUBHBINA HAJIOT KaK CyMMAapHbI HAJIOT O OTpe3-
KaM, COOTBETCTBYIOIIUM pa3HbIM cTtaBKaMm. [l sueiiku J7 ¢opmyra BBITISIUT Tak:

=D7*$D$2+E7*SES2+F7*$F$2+G7*$G$2+HT*$H$2+17*$1$2

6. B cton6ue K paccuuraiite o01ryro cymmy, 06JaraeMyro HaJIOTOM, JIJIsl KaXI0T0 COTPYTHUKA.
7. B siaeiike C32 moacuuTaiiTe cyMMapHbIi 3apaboTOK COTPYAHUKOB.
8. B sueiixy C34 BBequTe CyMMY HAJOTOBBIX OTYHCICHUN MPHU MPOCTOM MPOTPECCUBHOM HAJIOTe
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KaK CChUIKY Ha 3HaueHue siueriku C34 nucta [IpocToii nporp. Hajor. @opmyia OyeT UMETh BUJ:

="IIpocroii nmporpeccuBHbIil Hanor’ ! C34

I[Ipumeuanue. OTHOCHTENbHAS CChUIKA HA AMAINA30H, HAXOASIIMUNCS HE HA TEKYILEM JIUCTe, HaYu-
HAeTCs C UMEHHU ATOTO JIUCTA U OTACNSAETCS OT AUana3oHa 3HAKOM «!y.
9. B siueiiky C36 BBenUTE CCHUIKY Ha CPEIHHMM IMPOILIEHT HAJIOTA JJIS MMPOCTOTO MPOrPECCUBHOTO
Hajora.
10. B stueiike C38 HaliguTe CyMMy HAJIOTOBBIX OTYHCIICHUH MPHU CIOKHOM IIPOTPECCHBHOM HaJIO-
re.
11. B sueiike C40 paccunTaiiTe CpeHUNA MPOILEHT HAJIOTa JJIs CIOXKHOTO IMPOTPECCUBHOTO HAJIO-
ra.
12. CoxpaHuTe BBITIOJIHEHHOE 33/IaHUE.
Jlaboparopnas pabota 8
Tabmuunbiii penaktop MS EXcel: TexHOIOTHS TOCTPOCHHS U PEIAKTUPOBAHUS HATPAMM
Ilenb pabOTHI: HAYYUTHCS OCHOBHBIM TEXHOJOTHYECCKHM OIEPAIMsAM IOCTPOCHHS U PEIaKTHPOBA-
HUS AUarpaMM B TaOJIMYHBIX JOKYMEHTAX.
3anmanue 1. [locTpoeHue AuarpaMMel 10 JaAHHBIM MPSMOYTOIBHOM TaOJIUIIBI
[Toctpoiite rucTorpaMMmy C HaKOIUIEHHEM, CTOJOLBI KOTOpOl OyayT oTpaxkarh neHy 1 Oappens
He()TH M BKJIQJ Pa3JIMYHBIX MTOKAa3aTeNlel B ATy IeHy. B kauectBe nmpumepa paccmarpuBaetcs 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

3_5 - T T T T |r
2005 2008 2007 2008

Lena HedTv B Aonanapai sa Gappenb

B Hanor Ha npubeine NpegnprATHE

W YucTaa npuboine

Moae!

Puc. 1
TexHonorust paboTsl
1. Co3naiiTe HOBBII TOKYMEHT ¢ UMeHeM JIyKoI.
2. Ilepenmenyiite Jluerl Ha Jlykoiia.
3. Co3paiite TabuuIy ¢ JaHHBIMH 110 00pa3Ily, IPUBEAEHHOMY Ha puc. 2.

I'ox| 2004 | 2005 | 2006 | 2007 | 2008

JoJsi B ene, 10J11.

Uucras npuObLIH 7 8,5 8,5 11 11
Hanor Ha npuObUIb Ipe ApUATHIA 2,5 3 3 35 35
W3HoC 1 amopTH3anms 0,5 0,5 0,6 0,7 0,7
3aTpathbl HA Pa3BEIKY 0,3 0,3 0,3 0,3 0,3
3aTpathl HA JOOBITY 2 2,5 3,5 4 4
Hanor na n1o0b1ay u ap. Hajgoru 5,7 9,2 115 13 20
TpaHcnopTHBIE U Ap. pacXxoibl 6 7 5,6 7 6
DKCNOPTHBIE MOUUIUHBI 8 19 27 29 48
Ilena Ha He(Th, 1OJLI./Gappenb

Puc. 2

4. JIns MOCTPOEHUS] JUarpaMMbl BBIJCIUTE IHANa3oH JaHHBIX C 3arojoBKaMu 0Oe3 TOcieqHen
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ctpoku («llena Ha HEPTHY).

5. B rpynime BeraBka, JInarpammsl Beibepute Tun O0beMHAasi THCTOIPaMMa ¢ HAKOIJIEHHEM.
Haxxmute OK. TlosiBuTCS imarpamma, U OTHOBPEMEHHO CTaHET akTUBHBIM MeHI0 PadoTta ¢ anarpamma-
MH.

[To ropu3oHTaNBEHON OCH yKa3aHbl JaHHbIE IEPBOrO CTOJIOLA, a IO BEPTUKAJIBHON — JIaHHBIE TIEp-
BOI cTpoku. C TOUKHU 3pEHHS CMBICIIOBOTO BOCIIPUATHS TaKOE OTOOpaKeHHE JaHHBIX HEMH()OPMATUBHO.

6. IlomeHstiiTe CMBICH JaHHBIX TOPU3OHTAIBLHON U BEPTUKAIBLHON OCEH, BBIMOIHUB KoMaHny Kon-
cTpykrop, Jlanubie, CTpoka/cTonden. J[narpamma mouru nprodpenna Tpedyemsbiid Bua. BeicoTa kaxmo-
ro CTONOIa 0TOOpaXKaeT 1eHY Ha He()Th, a OTACIBHBIC CJIOU — BKJIAJl KXKJAO0TO MTOKA3aTesl B IICHY.

7. PazmectuTe nuarpaMMy Ha OTAEIbHOM JIHCTE.

8. Jlob6aBbTe Ha3BaHWE IUArpaMMbl — « DIKOHOMHUYECKHE IMOKA3aTeNd POCCUICKONW He(TSHOW OT-
paciu» (Bkiranka Maker). YcranoBute pasmep mipudra 14 mr.

9. BenuTe mOBEpHYTOE Ha3BaHHUE OCHOBHOHM BepTHKalbHOW ocu «llena HedTH B moiutapax 3a
Oappenb» (Bkimanka Maker). YcraHoBuTe pazmep mpudra 12 .

10. fo6aBbTe MOMNUCH TOPU3OHTAIBHON ocu — «l'ombl». YcTraHOBHTE pa3mep mpudTa HOIAMHCH
12 or.

11. Odopmure aBroMaTHyecku CHOPMHUPOBABINYIOCS JETEHAY I'PAIHUEHTHOW 3alMBKOH. YCTaHO-
BHTE pasmep mpudTta 12 mr.

12. lllenkHNUTE HA YHCIOBBIX MOJMHCAX BEPTHKAIBHOW OCH M B KOHTEKCTHOM MEHIO BhIOEpUTE
nyHKT @opmart ocu. B rpymnmne nmapamerpoB Umesio ycTaHOBUTE JEHEXKHBIH GopMmMaT U BUJ JCHEKHOU
enuHuIE ($).

13. lllenkHuTe Ha OONAacTU AMArpaMMbl M B KOHTEKCTHOM MEHIO BbiOepuTe komaHnay Kommpo-
BaTh.

14. Tlepeiinure Ha TUCT C JAHHBIMU U BCTaBBTE CIICTAHHYIO KOIUIO.

15. U3menute Tunm nuarpaMmbl — HEOObEeMHas TucTtorpamma ¢ HakoruieHueMm (KoHcerpykrtop,
Tun, U3MeHUTb THII THATPAMMBI).

16. YcraHoBuTe JUIs 3TOW UArpaMMbl CTHITH odopMiieHHs ¢ Tpagamusymu ceporo (KoncTpykrop,
Ctuimm quarpamm, Jkenpecc-ctuim, Ctuasb 1). O6paserny 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

3amanwue 2. [loctpoeHne AuarpaMmbl 0 BBIOOPOYHBIM JTAHHBIM TaOIUIIBI
IToncuunTaiite 1ieny ogHoro Oappens HedTu B paszHble Toabl. [locTpoiiTe nuHeHYaTy0 AUarpammy,
MTO3BOJISIFOILYIO CPaBHUTH JIOJII0 SKCIIOPTHBIX MOLUIMH B IIeHe Oappens HeQTu.
TexHonorus paboTel
1. Otkpoiite nokymeHT JIykoii.i.
2. Ha nucre Jlykoiia B ctpoke «lleHa Ha HedTH» moacuyuTaiiTe 1eHY Ha HE(PTh MO TOAaM Kak
CYMMY JAHHBIX 110 CTOJIOLLY.
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3. BeigenuTe maHHbIe IEpBOI CTPOKU (TOMBI), @ TAKIKE CTPOKU C JAHHBIMU IKCIOPTHBIX TONUIHH U
LIeHbl Ha He(PTh BMecTe ¢ Ha3BaHUSAMH MokazaTenield. [l BbIAENEHUS HECMEKHBIX sIU€EK HCIONIb3yeTCs
kinasuina Ctrl.

4. Ha Bxiagke BeraBka BeiOepute TUI quarpamMmbl — O0beMHasi JIMHeiYyaTasi ¢ rpynnupoBKoii
— U nocTpoire ee. B gaHHOM ciydae quarpamma cpasy Iocjie IOCTPOEHHUS MMEET IOYTH HYXHBIA BUJI.
Cpena no yMoJlYaHUIO OTHOCUT 3HAUEHHUS T'OJI0B K OCH KaTeropuil, KOTopas B JaHHOW JuarpaMme HUMeeT
BEPTUKAJIHLHOE PACIOI0KEHUE, U aBTOMAaTHUECKU (POPMHUPYET JIETEHAY U3 Ha3BaHUN MOKa3aTeleH.

5. Pacnionoxkure auarpaMmy Ha OTAEIBHOM JIUCTE JoKyMeHTa Jlykoi.

6. BBenuTe Ha3BaHUE quarpaMMbl «J{oJis SKCIIOPTHBIX MONUTHH B IieHe HehT» (pa3mep mpudra
14 nT).

7. BBenure HaszBaHus oceil cornacHo oOpasmy (puc. 4). OrdopMaTHpyldTe HX TOIY>KUPHBIM
mpudToM pazmepom 12 mr.

8. Ilepemectute nerenny BHu3 nox auarpammy (Maker, Iloanucu, Jlerenaa, lo6aBuTh JiereH-
ay cHu3y). OrgopMaTupyiTe TEKCT JiereH bl mpudTom 12 mT.

9. BBemuTe NOMOTHUTENBHBIC BEPTHKAIBHBIE M TOPU30HTANbHBIC JuHHHA ceTku (Maker, Ocn,
Ocu, Cetka).

10. Ordopmarupyiite moamucu oceit mpudrTom 12 .

11. Ha cronbuax orobOpasure noanucu aaHHbix (Maxket, Ilognucu, Ioanucu nanupix, [Moka-
3aTh). OThopmaTupyiiTe MOANMKMCH JAHHBIX — MOTYXKUPHOE HauepTaHue, 12 nt. OTOABHHBTE MOITUCH OT
JaHHBIX TUArPaMMBI, YTOOBI OHU OBLIH JTy4IlI€ BUTHBI.

12. Ordopmarupyiite 061aCTh IOCTPOCHUS TUATPAMMBL.

13. VI3MeHuTE LBET PSAIOB JAHHBIX.

[ona sKCNopTHBIX NOLWJ/IMH B LeHe HedTH

2008 93,5
2007
EE 2006
2
2005
2004
0 20 40 &0 80 100
donnape

W leHa Ha HedTe, gonn./Bappens M SHCACPTHBIE NOLWAMHBI

Puc. 4
3ananue 3. IlocTpoeHne TpexXMepHOM JuarpaMmbl
[IpeoOpa3yiiTe Tl AMArpaMMbl B 0ObEMHYIO TUCTOTPAMMY C TPEMs OCSIMH, Ha KOTOPOH 10 OAHOMN
ocu (X) OyayT ykazaHsl roja, o apyroi ocu (Y) — Ha3BaHMs TOKa3aTeJel, Mo TpeTbel ocu (Z) — vmc-
JICHHBIC 3HAYCHMUS.
TexHonorust paboTsl

1. Otkpoiite TUCT ¢ AUAarpaMMoii, MOCTPOEHHOH B 3a/laHUH 2.

2. HaBenute ykazaTenb MBI Ha CBOOOJHYIO 00JIaCTh JHAarpaMMBbl U B KOHTEKCTHOM MEHIO BbI-
nosiHuTe Komany Konuposars.

3. IlepeiinnTe Ha mMycTOo NMUCT AOKyMeHTa JIyKOWJ M BCTaBbTE Ha HETO CKONMHMPOBAHHYIO JHa-
rpaMmy.

4. HaBenute ykazarenb Ha CBOOOJHYIO 00JacTh AMArpaMMbl U B KOHTEKCTHOM MEHIO BBIMOJIHHUTE
koMaHAy 3MeHUuTh THII JMArPaMMBbl.

5. B oTtkpsiBiemMcs MeHI0 BhiOepuTe Tun I'merorpamma, O0bemHass uuauHapuyeckas. [lony-
qUTCsl 00BEMHAsI IMarpamMMa ¢ ABYMsI PSiIaMU IIHJIMHPUYECKUX CTOJIOIOB (MTOYTH KaK Ha puc. 5).
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[onsa SKCNOPTHBLIX NMOLW/IMH B UeHe HehTH
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#

p
" UeHa Ha HedTs, gonn /Bappens

Noanapsl

-
- FHCNORTHEIE NOWAKWHE

2004 2005 2006 2007 2008
Fogel
Puc. 5

6. Haitnute u ynanurte noanuck ocu «'ofpl», Tak Kak OHAa UMEET BEPTHUKAIbHOE PACIIOIOKECHHUE.
CozpaiiTe ropu30HTaIbHYIO TOAIUCH «I 0aBD».

7. YnanuTe nere’y, OoHa Tenepb He HyXKHa.

8. I3MeHwuTE IBET PSIIOB TAaHHBIX U CTEHOK. Y AaJMTE IPOMEKYTOUHBIC INHUH CETKH.

JlaGopaTtopHnas pabora 9
Tabnmuunsiii penakrop MS Excel: koHconunanus qanHbIxX
Lenb paboThI: HAYYUTHCS OCHOBHBIM TEXHOJIOTUYECKUM OMNEpPallMsiIM KOHCOIHMIAIMU JaHHBIX B Ta0-
JIMYHBIX JOKYMEHTaX.
3ananue 1. OcBOeHHE TEXHOJIOTHH KOHCOJIUIAINH JAHHBIX
Co3paiite 1Be TaOIMIIBI pacdeTa 3apadOTHOMN UIATHI 32 THBAPh U (eBpasib. BimonHnuTe KoOHCOMMAA-
LUI0 JAaHHBIX U3 JIBYX TAOUI[ IO PACTIONOKEHHIO.
TexHomnorust paboThI

1. Co3paiite HOBBII JOKYMEHT ¢ uMeHeM KoHconuaanusi.

2. llepenmenyiite JIuetl Ha KoHcos.pacnost. (KOHCOTUIANNS MO PACTIONOKEHUIO).

3. Co3paiite Ha nucte KoHcous.pacnosi. Tabnuiy pacuera 3apabOTHOM IU1aThl (3a sIHBaph), KOTO-
past mpuBejieHa Ha puc. 1.

4. Paccumraiite o gopmynam 3HaueHus ctoiouos: Hauuciaeno, Ilogoxoansiii Hagor, Iencu-
oHHbII pona, O6mmii Hasor, Cymma K Bblj1ave.

5. Beenute Hax Tabnuiieit 3aroioBok — «3apaboTHas TUIaTa 3a SHBAPhY.
A B [ D E F G H 1 J K L M N 6] P Q
MopgoxogHeli Hanor 13%
MeHcnoHHLI doHA %

3apaboTHaa nnaTa 3a AHBapb 3apaboTHan nnaTa 3a thespans

Damunua 3ap. Hapbaeka | Hauncnewno | Mogoxoaueli |Mencnoukeli [ Obumni | Cymma k @amunua Jap. Hapbaeka | Hauncnewo (MogoxoaHei | MeHcuonusld | OBwuiA | Cymma K
5 nnata Hanor dhoup Hanor | seigave nnata Hanor dhoup Hanor | Belgaye
6 Bopobees 3000 400 3400 442 340 782 2618 Bopobeer 3500 300 3800 494 380 874 2926
7 Metyxos 1500 200 1700 221 170 391 1309 Metyxos 2000 400 2400 312 240 552 1848
§

9

CuHnysiHa 1800 300 2100 273 210 483 1617 CuHnyeiHa 1500 500 2000 260 200 460 1540

Creopuos 2000 300 2300 299 230 529 1771 Creopuoe 1800 300 2100 273 210 483 1617
10 MUTOro 8300 1200 9500 1235 950 2185 7315 WUTOro 8800 1500 10300 1339 1030 2369 7931

12 CyMma HaYMCNeHHOIl 3apnnarhl 3a AHBapb W heBpant

Damunua 3ap. HapGaeka | Hauucnewo | Mogoxoaweid |Mencnonsbli | O6wmid | Cymma k
13 nnara Hanor dhoHg Hanor | Bbigade
14 Bopobees 6500 700 7200 936 720 1656 5544
15 MetyxoB 3500 500 4100 533 410 943 3157
16 CuHnyeiHa 3300 800 4100 533 410 943 3157
17 Ckeopuos 3800 600 4400 572 440 1012 3388
18 MTOro 17100 2700 19800 2514 1980 4554] 15246

Puc. 1

6. CxonupyiTe CO3/aHHYIO TaOIUIly BMECTE C 3aroJIOBKOM B JPYTYIO OOJIACTh TOTO K€ JUCTa
(puc. 1).

7. I3MeHuTe 3arojoBoK — «3apaboTHas 1uiarta 3a (heBpaiby.

8. 3menwnTe B TaOmUIe 3HAYCHHS 3apaOOTHOW TUIATHl M HAJI0ABOK MO CBOEMY YCMOTpPEHUIO. BhI-
YHCIIsieMbIe SUYECHKNA aBTOMATUYECKU U3MEHSTCS.

9. JIns KOHCOMHMIAIMN YCTAaHOBHTE KypCOp B MEPBYIO sIUEHKY 00JIacTH, TJe OyJIeT pactoaratbes
KOHCOJIMIUPOBaHHas Ta0yuIla, HanpuMmep B stueiiky A 13 (puc. 1).

10. C momompio komauael Jlanubie, Padora ¢ nannubiMu, Koncoanaanus, Koncoauaamusa ot-
Kpoiite okHO KoHconupanms.

11. YcranoBute GpyHKIMIO KOHCOMUaanuu Cymma.
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12. Beenure B mosie CchblUIKA UM TIEPBOTO KOHCOJIMIUPYEMOTO JHMANAa30Ha, BBIACIUB HA JIHCTE
TaOJIMITy 3apIUIaThl 3a THBAPh (BMecTe ¢ (haMIIMSIMU U 3ar0JIOBKAMHU CTOJIOIIOB).

13. Haxmute kaonky JJo6aButh. Ha3Banue quama3oHa JOKHO MepeMeCTHThCs B Tojie CHuCOK
AUATIA30HOB.

14. TloBTOopUTE nNeicTBUS NMyHKTOB 12-13 ais BBOAA CIEAYIOMIETO MUAna3oHa KOHCOMHIAIUU —
3apIuiaThl 3a eBpab.

15. YcranoBure Quiakky MOANUCH BepXHell CTPOKH U 3HAYeHHs JeBOro crojdua. Haxmure
OK

16. IlpocmoTpuTe TabMIly, TOJYYCHHYIO B PE3YJIbTaTe BBIMOJIHEHHOW KoHconupanuu. Obe mc-
XOJIHbIE TAOJIMIIBI UMEIOT OJJUHAKOBYIO CTPYKTYPY — PaBHOE KOJUYECTBO CTPOK U CTOJIOIOB, UJIEHTHYHBIE
MOJINUCH CTPOK ((haMUIIMK) U 3aT0JIOBKH CTOJIOOB. ITOroBas Tabiuiia uMeeT Ty K€ CTPYKTYPY, B UHCIIO-
BBIX fiY€iiKax pa3MelIeHbl CyMMapHble JaHHbIE 10 ABYM TaOIUIaM.

17. BeimomHUTE eiie pa3 KOHCONHIAIUI0 TAaOIUIl M B CBOOOIHOM 0O0JIACTH TMOCTPONTE TAOIHILY
CpeHEMECSIYHBIX 3apIniar (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. BoimonuuTe emie pa3 KOHCOIUAALNIO TaOIUIl U B CBOOOJHOW OOJACTH MOCTPONTE TaOIHILy C
MaKCHUMaJIbHBIMU 3HAUCHHUSIMU 3apILIaThl U HaJ0aBKH, MOJIYYCHHBIMH COTPYAHUKaMH (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
3ananue 2. OCBOEHHE TEXHOJIOIMY KOHCOJIUAAIINN JaHHBIX
BbInonHuTe KOHCOMMAAIMIO TaHHBIX U3 JABYX TAOJUI] IO KATETOPUSIM.
TexHonorus paboTsl

1. Otkpoiite daiin Koncosmaanus, co3JaHHbII B IEPBOM 3a/laHUH.

2. Crormmpyiite nmuct KoHcos.pacnoa. u nepenMenyiite ero Ha KoHcoJ.kaTerop. (KOHCOTH/Ia-
U 110 KaTETOPHSIM).

3. Ynanmure Ha nucte KoHcos.kaTerop. Bce ITaHHBIE HIDKE NEPBBIX JBYX TaOmwMIl (3apriara 3a
SIHBaphb U (eBpab).

4. Ha nmucre KoHcos.kaTerop. BcTaBbTe€ BO BTOpPYyIO TaOnuIly (3apruiata 3a (eBpajib) HOBBIN
cronbOer lIpemust (puc. 4) u 3aNI0JHUTE €T0 JAHHBIMH.

5. Jlo6aBbTe cTpoKy ¢ hamutueid JSITJIOB U TaHHBIMU JUTS HETo 10 3apruiate (puc. 4).

77



A B c D E F G H | o K L I il 0 P Q R

1 |MoacxoaHsli Hanor 13%
2 |MeHCHOHHEN GoHg 10%
3
4 |3apaboTHan nnara 3a AHEapkb 3apaGorHaA nnata 3a heEpanes

Damunua 3ap. Hapbaeka | Hayncneno | MogoxogHen | MeHCHOHHBIM | OOwni | Cymma K [GET I 3ap. NMpewus | Hapbaska | Hauncneo |MogoxoaHei | MeHcHoHHBM | ODWwMA | Cymma K
5 nnara Hanor hoHa Hanor | Bbinave nnara Hanor thoHa Hanor | Belgade
6 |Bopofkee 3000 400 3400 442 340 782 2618 Bopobees 3500 1000 300 4800 624 480 1104 3696
7 |Metyxos 1500 200 1700 221 170 391 1309 MeTyxoB 2000 800 400 3200 416 320 736 2464
2 |CHHUUBIHA 1800 200 2100 273 210 483 1617 CHHMUEIHA 1500 500 500 2500 225 250 575 1928
9 |CkeopuoE 2000 300 2300 299 230 529 1771 CKEOPUGOE 1800 1100 300 3200 416 320 736 2484
10 WTOro 8300 1200 9500 1235 950 2185 7315 OATNoE 3000 &oo0 400 4000 220 400 220 3080
11 uToro 11800 4000 1300 17700 2301 1770 4071 13629
12 |CymMMa Ha4yMCNEHHOW 3apnnaTkl 3a AHEapL W eBpank

[GETT I 3ap. Mpewmua Hapdaeka Hauncneno |MogoxoaHed [Mencuon| OdwkA |[Cymma K

nnara Hanor HBIA Hanor |Bblgaqe

13 thoHa
14 BopoOeee 6500 1000 7o0 6200 1066 820 1886 6314
15 |MeTyxos 3500 800 600 4300 637 430 1127 3773
16 | CHHUUBIHE 3300 500 800 4600 598 460 1058 3542
17 | Ckeopuoe 3800 1100 &00 5500 7158 550 1268 4235
18 |dAtnoe 3000 600 400 4000 520 400 920 3080
18 MTOro 20100 4000 3100 27200 3536 2720 6256 20944
20
21 CpegHeMecAYHaA 3apnnara 3a AKBape W eBpans

Damunua 3ap. Mpemus HapbaBka Hauncnexno |Mopoxoanbid|Mencuon| Ofwwa | Cymma K

nnara Hanor Hlit Hanor | ebigave
22 thoHa
23 |Bopobbee 3250 1000 280 4100 533 410 943 3157
24 |Memyxoe 1750 800 300 2450 3185 245 5635 18865
25 | CHHNUEIHA 1650 500 400 2300 299 230 529 177
26 |Ckeopuce 1900 1100 200 2750 3575 275 6325 2175
27 |Oatnoe 3000 500 400 4000 520 400 920 3080
26 UToro 10050 4000 1550 13600 1768 1360 3128 10472
Puc. 4

6. McnpaBbTe (hOPMYIIBI C YIETOM CICTaHHBIX H3MCHCHHIA.

7. IlpoBeauTe KOHCOMUIAIMIO JAHHBIX MO KATErOPUAM U IMOIYYHTE TaOIUIly CyMMapHOH 3ap-
IUIaThI 32 JBa Mecsina (puc. 4).

8. [IpoBeauTe KOHCOMUAALMIO JAHHBIX MO KATETOPHSIM U MOIXY4YUTE TaOIHUIy CpEAHEMECSYHOM
3apIuIaThl COTPYIHUKOB (pHC. 4).

3ananue 3. 3aBUCUMOCTH QOpMYTT
Hccnenyiite rpadguueckoe 0ToOpaskeHHE 3aBUCUMOCTEH sTeeK IPYT OT Jpyra.
TexHonorust paboTsl

1. Otkpoiite nokymentT Konconupaums.

2. [lepeiinute Ha nmuct KoHcoJ.kaTerop.

3. YcranaBnmBaiiTe Kypcop Ha SYEHKYy B KaXIOM CTOJOIE, HampuMmep, Tabauibl 3apadoTHas
miara 3a (eBpajb 1 BbI3bIBATE 3aBUCUMOCTH KHONIKaMH Biusiomue siueiikn 1 3aBucuMble si9eiiku
(DopmyJbl, 3aBucumoctu Gopmya). [TosBITCS CTpENKH, yKa3bIBaIOIIME HA 3aBUCHMOCTb SYCHKH OT
IPYTHX SUYEEK U €€ BIUSIHHUE Ha APYTUE TUCHUKH.

JlaboparopHuas padota 10
[Tporpamma nipesenTaruii MS PowerPoint: coznanue u 3amyck mpe3eHTanuit
[lenb paboThI: HAYYUTHCSI OCHOBHBIM TEXHOJIOTMYECKUM ONEpalusiM CO3JaHMs U 3allycka Mpe3eH-
Talni.
3ananue 1. Coznanue npe3eHTauu 1o madioHy
Co3paiiTe mpe3eHTaLHIO M0 CTaHAAPTHOMY I1a0JIOHY.
TexHonorus paboTsl

1. 3anycrute nporpammy Microsoft PowerPoint.

2. Otkpoiite cimcok komana kaonkoi Office.

3. Beibepute komanny Co3natb, YcraHoBjdeHHble madaoHbl, Kinaccuuecknii ¢goroannoom,
kHomnka Co31aTh.

4. PaccMoTpuTe cnaiil. B myHKTHpHBIX pamMKax ciaija yKa3blBalOTCS MHCTPYKLMU Ui U3MEHe-
HUs cnaioB, Haripumep: «lllenkHuTe U BBEAUTE NaTy U APYTUE TaHHBIE.

5. 3amenure ¢pazy «Knaccuueckuii poroans60om» Ha «J{ukne )KUBOTHBIE ADPUKI.

6. BBemuTe naty, cBOIO (haMUIIHMIO, HMSI M TPYIIITY B APYTYIO 00JIaCTh ClIala.

7. I3menute nepByto ¢otorpaduio Ha TUTYIBHOM claiijie: ETYKOM Ha Hel BBHI30BUTE KOMAHIY
KOHTEKCTHOr0 MeHIO U3MEeHUTh pUCYHOK. YKaxuTte (aiis ¢ pucyHKOM, BBIOpaB €ro U3 3aroTOBOK B Mall-
ke @oToaabb6om. Ha3Banus (aiinoB ucnonb3yiiTe Kak MOJMUCH K H300paskeHHUSIM.

8. MI3MeHunTE BTOPOM CIAMI.

9. Ilepeiinute k crnemyromeMy ciaiay. OOpaTuTe BHUMaHUE Ha ykazaHue: «BpiOepure MakeT».
[IlenkHyB Ha claiizie, BRI30BUTE KOMaHIy KOHTEKCTHOTrO MeHI0 MakeT. Beibepure makeT AJIbOOMHAas ¢
HAIMMUCBIO [T OJTHOTO N300pasKeHHS.

10. BcraBpTe B cnaiin nzo0paxkeHue u3 a000ro ¢aiiia yKa3aHHOW BBIIIE MAMKW C TTOMOIIBI0 KO-
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MaHasl Beraska, MiutocTpaunu, PucyHok.

11. OdopmuTe ocTaBmIMECs CIANTBI.

12. Coxpanute npesenranuio (kHonka Office, Coxpanuthb kak, [Ipesentanus PowerPoint 97-
2003). HazoBure daiin doToannoom.

3ananue 2. Pexxumsl paboter B PowerPoint 2007

W3yuaute pesxuMbl paboThI co craiimamu B cpene PowerPoint 2007.

TexHonorus padboTsl

1. OTkpoiiTe CO3IaHHYIO B MPEABIAYILEM 3aIaHuH Npe3eHTanuo Moroanabdom. Halimure B HUX-
HEll YaCTH OKHA KHOIIKHU MMEPEKITIOUCHHS PSKUMOB pabOThl [EEE!

— pexuM OObIYHBII;

— pexuM COpTHPOBILMK CJIAM/10B;

—pexuM [loka3s ciaiiios.

2. BximrounTe MX 1O OYepear U OIpEeNeNuTe pa3HUIly B paboTe 3THX pexuMoB. OTBEThTE HA BO-
npoc: «JJist 4ero Hy>KeH KaXKAbId peKUM?».

3. Ilepeiinute B pexkxum OObIYHBIN (koManna Bua, Pexunmsbl npocMoTpa npe3enTanuii, O0bI4-
HBIH WM COOTBETCTBYIOIIAs KHOTIKA MEPEKITIOYCHUS PEKUMOB PadOThI).

4. Haitnurte cneBa BKJIaIKU niepexiatoueHus B oonactu Ciaaiiabl u CTpykTypa.

5. Haiigute o6nacts 3ameTku K ciaaiiny. Beenute B 3Ty 0061aCTh KOPOTKHE KOMMEHTapUU K KaxkK-
JIOMY CIaimy.

6. U3sMeHnuTe MaciiTadbl ciaiaa B OKHE ¢ IIOMOIIbI0 KoMaHasl Bua, Macmrad, Macmrao.

7. lo6aBbTe HOBBIN ciaiig komanaou I'imaBuas, Caaiiabl, Co3aaTh caaia.

8. Hanmmure B TekcToBoM mone ¢pa3y «Cnacubo 3a BHUMaHUEY.

9. IlepeiimuTe B peKUM COPTUPOBIINKA CIIAHIOB.

10. CxonupyiiTe BTOpOii cnaiii v BcTaBbTe €ro B KoHel. JlJis 3Toro:

W Ha)KaTHEM IIpaBOi KHOIKH MBIIIM Ha BTOPOM CJIali/ie BBI3OBUTE KOHTEKCTHOE MEHIO U BHIOEpUTE
komanny Konuposars;

W [IEJKHYB IPaBOM KHOIMKOM MBIIIHU 110 MOCNIEHEMY claiiny, BbioepuTe komanay Berasurs. Ko-
U BTOPOTO ciaiijia 100aBUTHCS MOCTIE HETo.

11. Y anure nocnenHuii cian.

12. TlpocmoTpuTe npe3entanuto. Mcnonb3yiite kinasunry F5 11s 3anmycka nmpe3eHTanuu B pexume
IMoka3 caaiinoB. CMeHa ciaifioB OyAeT MPOUCXOAUTH MOCJIEe HaXaTHs IMojib3oBarenem kiasuiu Ilpo-
oeur.

13. Jlyiss mpOM3BOJIBHOTO MOKa3a HECKOJLKUX BBIOPAHHBIX CIIAWIOB OTKpoiTEe OKHO IIpou3BOIbL-
HbI noka3 rpynnsl Ilokas ciaaigos, Hayats nokas cjiaiios.

14. Otkpoiite okHO 3ajaHMe MPOM3BOJIBLHOIO MOKAa3a C MOMoIIb0 KHONKH Co31aTh B OTKPHIB-
memcs okHe IIpou3Bo/ILHBIN NTOKAa3.

15. BoibepuTe nepBblii M OCIEAHUN Claiiabl, J00aBUB MX B CIMCOK CJIaliJJ0OB MPOU3BOJIBHOTO MO-
Kaza.

16. BeiOpaHHBI 1TOKa3 0 yMOT4aHHUIO Ha3biBaeTcs: IIpon3BoabHblii noka3 1. [Tpu sxenannu u3-
MEHUTE €T0 Ha3BaHUE U 3aKPONTE OKHO CO3/1aHUs IPOU3BOJIBHOIO MTOKAa3a CIIai10B.

17. HaxmuTe KHONKY MPOMU3BOJILHOTO MoKa3a. Teneps ums IIpon3BoJbHbIH noka3 1 coxpaHeHO
B CIIMCKE NMPOU3BOJIBHBIX MOKA30B, U B JII000M MOMEHT MOYKHO 3aITyCTUTh 3Ty MOCIIEA0BATENLHOCTh Cllaii-
TIOB.

3ananue 3. Co3aaHue NPEe3eHTALUH C UCTI0Ib30BaHUEM 11a0JI0HOB OOPMIICHUS
CoznaiiTe mpe3eHTauIo C UCTIOIb30BaHUEM Ia0JI0HA OPOPMIICHHUS.
TexHonorus paboTel

1. Bemmonuaurte komanay kuonku Office, Co3nars.

2. OTkpoiiTe roToBylo npeseHTanuio u3 pasaena llladaonbl rpynnel YceTaHoBJIeHHbIE MA0J10-
Hbl, 3HakomcrBO ¢ PowerPoint 2007.

3. O3HaKOMBTECh C BO3MOXHOCTSIMH mporpammbl PowerPoint 2007, oTKpbIB MpE3eHTAIMIO B pe-
KUME py4dHOTro npocmotrpa (PpyHKIHOHAIbHAs KiaBuma F5). Jlucraiite crnaiiipl ¢ MOMOIIBIO KIIABHIIH
IIpo6Ge. [IpounTaiiTe TEKCT HA Claiiax ¥ 0OpaTUTE BHUMAaHUE HA UX JU3aiH.
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4. Bepnutech B pexxuM OOBIYHBIN.

5. 3amaiiTe n1Be pazHbIe TEMBI MoodepeHo KomaHoi Ju3aiin, Tembl.

6. CpaBHUTE CO3AHHYIO MTPE3CHTAIIUIO C TPOCMOTPEHHON paHee.

7. IlonpoOyiiTe W3MEHATHh pa3Hble MapaMeTpbl (OHA CIAiI0B, UCHOIB3Ys TaKUe KOMAaHIbI, Kak
JMu3zaiin, ®oH, Ctusin douna u JImu3aiin, Tema, IBera, a Takke BBIOMpas mapaMeTpbl B TUATOTOBOM
okHe @opmar ¢ona rpynmns! Au3aitn, PoH, Hanpumep:

— 3QJIMBKY CJIai/1a;

— TEKCTYpY;

— 1BET;

— mpudT U 1Ip.

3ananue 4. Co3nanure HOBOM MPE3EHTALIUU C UCIIOIb30BAHUEM MAKETOB
CoznaiiTe HOBYIO MPE3EHTALINIO, UCTIOIB3YsI MAKEThI CIIal/I0B.
TexHonorus padboTsl

1. Iocne 3amycka nporpamMmsl Beioepute u3 MeHto kHonku Office komanay Co3narse, IlycTbie n
nocjennue, Hosasi npesenranusi, Co3aars.

2. Beibepute Temy i ohopmiieHHs Tipe3eHTauu (komanaa Ju3aiin, Tembl).

3. Otkpoiite Habop MakeToB KomaHoi ['maBHasi, Ciaiiabl, MakeT. OOBIYHO, €CITM HU OJUH W3
MaKeTOB HE MOAXOAUT, BeIOMparoT BapuaHT IlycTol ciaiig 1 caMOCTOSTENBHO CO3/1al0T 00JIacTH IS
pa3MenieHust O0bEKTOB.

4. BeibepuTe 17151 IEpBOTO cllaiija npe3eHTanuu MakeT TUTYIbHbIH ciaiia.

5. BBemuTe B 1oJe 3aroioBKa cliaiiia TeKCT «ABTOMOOWMIINY, B IIOJIC TO/3aroJioBKa — (haMUIIHIO,
UMs ¥ y4eOHYIO TPYIIIy.

6. Jlo0aBbTe HOBBIN ciaiig komanoi I'naBuas, Caaiabl, Co3aaTh ciiaun.

7. BeibepuTte aisi BTOpOro cnaiiia MakeT 3arojioBoK M 00bEKT, pa3MeTKa KOTOPOTo IMperoara-
€T BCTAaBKY Pa3HBIX JJIECMEHTOB.

8. BcraBbTe emie Tpu criaiina.

9. Bo BTOpOM cltaiiie pacIoioKUTe OJIMH U3 PUCYHKOB C TMOINKUCHIO 13 Tanku doTorajiepes.

10. BeraBbTe B TpeTHil ciaii 00bekT SmartArt (puc. 1).

- * UaeanbHasn
YyNpaenAaeMoCcTb
Puc. 1

11. Pacmionioxute B 4€TBEPTOM CJaifjie TaOIUIly CTOMMOCTEH MEepPEUnCICHHBIX MOJeNeld aBTOMO-
ouJien:

* CO343H ONA
Byaywero

* HOBbIH
yHWBepcan

Ha3Banmne CroumocTsb, pyo.
Volvo XC90 ot 3 040 000
Volvo S80 ot 2 049 000
Volvo V60 ot 1 984 000

12. OTkpoiiTe TBOMHBIM MICTYKOM HA 3HAYKE TAOJIUIIBI B TT0JIe OOBEKTOB Cllaii/1a JUAIOrOBOE OKHO
IUIsL CO3/1aHUs TaONIUIbL. 3a1aliTe KOJTUYECTBO CTOJIOLOB U CTPOK (/1Ba CTOJIOIA M YETHIPE CTPOKH). 3a1oJI-
HUTE STYEUKHU TaHHBIMU.

13. BctaBbTe B NATHIM CHaiJl THCTOrpaMMy CTOMMOCTH YKa3aHHBIX aBTOMOOMJIEH TBOMHBIM
IIETYKOM Ha 3HaukKe AuarpamMmbl. B oTKpbIBIIeHCs Tabiuile OTKOPPEKTUPYHTE JaHHBIE JIJISl TIOCTPOCHMUS,
UCII0JIb30BaB Tabmuiy u3 1. 11 (puc. 2).
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3500000 ~

3000000 —

2500000 W XC30
H 580

V6o

2000000

1500000 ~

1000000 ~

500000 ~

0 -
Puc. 2
14. CoxpaHuTe Npe3eHTaLnI0 ¢ UMEHEM ABTOMOOMIIN.
JlaGopaTtopHas pabora 11
[Mporpamma npesentanuii MS PowerPoint: ¢opmarupoBanue ciaiinos
Iesb paboOThL: HAYYUTHCS OCHOBHBIM TEXHOJIOTMYECKUM ollepanusM (opMaTUPOBAHUS CIAI0B.
3amanue 1. PegaktupoBanue oopmMIIeHUS MPE3CHTAUN
Cospaiite npe3enTanuto u3 9 cnaiinos. [IpuMeHnTe K HUM pa3Hble napaMeTpbl 0popMIICHHUS.
TexHonorus paboTsl

1. Co3pnaiite HOBBIM Qaitn npeseHTanuu. Coxpanute ero, n1aB Ha3BaHue Ilepudepuiinbie yeTpoii-
CTBA.

2. Ilepetinute B peskuM OOBIYHBIIA.

3. lobaBbTe B MPE3CHTAIUIO SIIIC OJMH CIIAI.

4. PaccmotpuTe cnaiinpl. O6paTiuTe BHUMaHUE HA TO, YTO B claijlaXx pa3MelleHbl TEKCTOBbIE paM-
KM C HaJITUCSIMH, COJICP)KUMOE U 0(hOpMIIEHHE KOTOPBIX MOXHO MEHATh. Calipl UMEIOT €MHOE CTHIIE-
Boe odopmiieHHE — (OHOBBII PUCYHOK, IapaMeTphl WpudTa U Mpouyne 3eMeHTsl. Ha nepBoM, TUTYIb-
HOM claiiie oopmMIIeHHEe MOXKET OTIIMYaThCs, HO JOJDKHO COOTBETCTBOBATH €MHOMY CTHIIIO. B Kaxaom
craiiie ecTb 00BbEKT — HAANUCH JUIS 3arojloBKa, KOTOPBIN OTIMYAETCs OT APYrMX 0OBEKTOB cilaiina. 3aro-
JIOBOK OIpeJieNsieT Ha3BaHUe ciaiiia B IPe3eHTalNH.

5. PaccMoTpuTe nepBblif, TUTYIBHBIN Cclaiii (Takue ciaaiibl pa3aIudaroTcss KOMIBIOTEPOM TaK Ke,
KaK, HalpuMep, cpesia TEKCTOBOrO MpoIieccopa pa3audaeT NepBblid JTUCT). TUTYIbHBIX CIIali/IOB B IIPE3€H-
TaIMM MOXKET OBITh HECKOJIbKO. OHM MO3BOJISAIOT OTJEIUTh TEMAaTHUECKUE pa3/ielibl B IITMHHOM Mpe3eHTa-
1uu. JIro60oi 00BEKT B Ciaiijie MOKHO BBIIETUTH MIETYKOM M U3MEHUTh WIH YIAIUTh. Beiaenure Tekcro-
BOE I10JI€ 3aroJI0BKa U MOMPOOYHTE €ro CIBUHYTh.

6. st oToOpakeHust Ha ciaiiax aBrodnemMeHToB Kosonturys, Jlata u Homep BbImosHUTE KO-
Manny BeraBka, Teker, KooHTHTY IBI.

7. B otkpeiiemcs okHe KosonturyJbl Ha Bkiaake Caaiin Beioepute Jlaty u Bpemsi (aBT0006-
HoBJIeHHe i (pukcuposano), Homep caaiina u HukHMil KOJTOHTHTYI.

8. B mycrom nosie HusKHMIA KOJTOHTHTYJI 3aMTUIIATE CBOIO (haMIUTHIO, UMS U YICOHYIO TPYIIITY.

9. Haxxmurte kHonky IIlpumMeHHTH KO BeeM.

10. BezoBuTe Ha JeHTY BKIaaky O6pa3zen ciaaiigoB komannoi Bua, Pesxxumbl mpocMoTpa npe-
3enTanuu, Odpasen caaiigoB. Komanasl rpynnsl M3MeHuTh 00pa3en] OTKPHIBAIOT 00JIACTh C BUAaMHU
00pa3moB — 00pa3IoM 3arojIOBKOB (TUTYJIBHBIX CIIaiI0B) U oOpasnamu ciaiiioB. M3mMeHnenue B odopm-
JICHUH cllaiiia o0pasia o0ecneynT n3MeHeHne opopMIICHHS BCEX CIIaiiIoB PE3eHTAIUH.

11. Beigenute oOpasern TUTYIHLHOTO JIUCTA.

12. OTtkpoiiTe cnucoOK 3amoyHuTeNe komanaoi Oopasen ciaaiinoB, Maker oopa3ua, BeraButh
3aNOJIHUTENIb U BEIOCPUTE HYXKHBIN THIT paMKH (Harpumep, pucyHok SmartArt).

13. HlenkHuTe B MO MaKeTa M PACTAHUTE paMKy. J(BOMHBIM LIETYKOM BHYTPU paMKH OTKpOiiTe
BKIanKy dopmar.

14. BeiGepuTe MHCTPYMEHT pHCOBaHHsS (UTYpbl — S5-KOHeuHas 3Be3na — B rpymnmne dopmar,
BceraBka ¢urypsi. Co3paiite nzoOpakeHue 3Be3[bl U OTPopMaTHpPyHTe ero. 3ajaiTe LBET 3aJIUBKU U
no6asbTe B purypy texct — «IBl». K Texcty mpumenute popmatupoBanue OTpakeHue, UCIOIb30BaB

KHONKY w3 rpymmnsl @opmar, Ctuau WordArt (puc. 1).
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IBI

TIHYYT |

Puc. 1
15. TlepemectuTe noxydeHHYI0 (UTYypy B IpaBblii BEPXHUH yroy o0pasia TUTYJIEHOTO clIaia.
16. Y nanure pamxy SmartArt.

17. Ilepemectute aBTOAIeMeHTHl KostonTuTys, Jlata 1 Homep B BepxHIOIO 4acTh cllaiija, BbIje-
JIUB UX TTOOYEPETHO HICITYKOM.

18. BcraBbTe QoTorpaduio MepcoHATBLHOr0 KommbloTepa w3 manku PowerPoint 2007 (daiin
Kommnbrotepl.jpg) komanmoit BeraBka, Mintwocrpanun, PucyHok.
19. [IponopunoHaIbHO U3MEHUTE pasMepsl (GoTorpaduu, pa3MecTUTE €€ B LIEHTPE TUTYILHOTO

claiiia 1moJt 00JIacThIO TI0[3ar0JI0BKa, 3aXBaTUB 32 YIIIOBOM MapKep 0ObeKTa.

20. I3smeHuTe CTUIIb PUCYHKA, HCMOIB30BaB KoManny ®opmart, CTuiu pucyHkoB, IpdekThl
JJISI PUCYHKA.
21. U3menute dpopmar oHa.

22. llepeiinure B pexkxuM OObIYHBII. Beiiennre THTYIBHBIN JTUCT.
23. [lonHuMHTE BBIIIE TEKCTOBYIO PAaMKy 3aroJIoBKa M I10J[3ar0jOBKA; HAMUIIUTE 3aroJIOBOK —
«[lepudepwuiinbie ycrpoiictBa». Pazmep mpudra 3aromoska 60 mr.
24. B o0nacty nmoA3aroyioBKa HaIUIIUTE 11013arojJ0BOK «MOHUTOPBD».
25. Ilomy4yeHHblii 00pa3en TUTYIBHOTO JHcTa (puc. 2) OyAET MCIOIB30BAThCS TOJIBKO B TIEPBOM

cnaiine. Ha Hem Oynyt pasmemarses ¢ororpadus Komnerorepl.jpg, nara, Gpamuins ¥ WHHUIKATEL CTY-

JIeHTa, HOMep cTpaHullbl. [Ipy HEOOXOIUMOCTH CO3/1aHUS HOBOTO pasjelia MPEe3eHTALUu 3TOT oOpaszer]
MOJKET UCIOJIb30BaTHCS IOBTOPHO.

NepudepuinHole H
YCTPOWNCTBA

MoHuUTOopsI

Puc. 2

26. AHanoru4Ho opopMHUTE dIEMEHTHI Ha 00pasIle A OcTadbHBIX criaiifioB. BcraBpre B O0pa3sen
caaiioB Gororpaduio MOJHOTO YKOMIUIEKTOBAaHHOTO KommbioTepa u3 (daitna Kommberorep2.jpg. IIpo-
MOPLUOHAEHO U3MEeHHTE (HOTOrpadHIo U MepeMeCcTUTE B JIEBBIN HIDKHUN yroll o0pasiia claioB.

27. Beibepure ¢urypy I'opu3oHTadbHBI CBUTOK, OTKPBHIB Habop ¢uryp komanmoii Beraska,
Nnmoctpauun, @urypsl, 3Be3/1bl U JeHThI. J[00aBbTe €€ B HUKHIOIO YacTh ClIaiijia mocepeuHe.

28. JlobaBbTE Ha CO3/JaHHYIO QUTYPY Haamuch «MHpOpMaTHKa» B OJHY CTPOKY C TIOMOIIBIO KO-
MaH1bl U3MEHUTh TEeKCT KOHTEKCTHOIO MEHI0. Haamuch BEIPOBHSNTE MO LIEHTPY.

29. smeHuTe mpu HEOOXOIUMOCTH Pa3Mephl CO3IaHHON (PUTYpHI Tak, YTOOBI HAJMUCH MTOMEIIa-
JIach BHYTPH HeEe.
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30. U3menuTe 3anuBKy (urypsl, mpudr, pasmep U HauepTaHUE HAIMHCU C MMOMOIIBIO KOMAaHJIbI
®opMmaT pUrypbl KOHTEKCTHOTO MEHIO.

31. 3menute ¢poH oOpasma Tak, 4T00bI OH OTINYAJICS OT MPEXKHET0, HO XOPOIIo codeTancs ¢ (o-
HOM THUTYJIBHOTO JIMCTA.

32. 3akpoiite obpazer cnaiinoB komanaoi Bua, Pesxkumbl mpocMmoTpa npe3entanuu, O0bIYHbII
U IPOCMOTPUTE BUJ U3MEHEHHOH Npe3eHTaLUH.

33. B pe3ynbraTe BBITOTHEHUS 3a7aHus | TOJDKHBI OTYYUTHCS J1Ba oOpasia: o0paser TUTYIbHO-
ro jucra u o0pasell ciai10B, KOTOpbId OyIeT UCII0JIb30BaThCS ISl CO3/IaHMs ClIaiioB 2-9 npe3eHTaltH.
B kaxjom HOBOM cliaiiziec aBTOMaTHUECKH OynyT pasmenieHsl: Gportorpadus Komnbrorep2.jpg, duryps B
BUJI€ JIEHTBI ¢ Haanuceio BHYTpH «MH(popmaTuka», Aara, GaMuiIus U UMs CTYIEHTa, IPYMIa, a TaKkxkKe
HOMEp CTPaHUIIBI.

34. JloGaBbTE ceMb claii1oB. YOenuTech, YTO BCE CO3/IaHHBIE Ha oOpasiie (ciaii 2) 3JeMEHTHI B
HUX NIPUCYTCTBYIOT (pHuc. 3).

ObpaseL, 3aronoBKa

* Obpasel TeKkcTa

— BTopoli ypoBeHb

* TpeTui1 ypoBeHb
— YeTBEpPTbIV YyPOBEHD
» MaTbliiiyposers| || 1

]

—:

i/‘}l
M/ 1
Puc. 3

35. 3anaiiTe > deKThl aHUMAIMK AJIS1 COAEPKUMOro claiiioB B pexxume Obdpasen caaiigos. s
n3obpaxxenust Kommnbiotepl.Jpg Ha oOpasiie THTyIbHOTO jucta HacTpoirte 3ddexr HuTh xomanmoi
Anumanusi, Aunmanusi, Hacrpoiika anumanmu, JoGaButs 3¢ dext, Bxoa, [Apyrue 3¢ dexrsl,
Caoxuble, HuTh; /Uisi TOPU30HTAIBLHOTO CBUTKA HacTpolTe >3pdext anumauuu Bxoa, Kamwosu. I[Ipu
JEMOHCTpALlMU Mpe3eHTallM aHuMauoHHbIN 3¢ dext HKaaro3m Oyaer oToOpaxaThCsi Ha BCEX Claiiaax
co 2-ro no 9-ii.

36. Ha tutynpHOM crnaiifie Bbienute unzobOpaxeHue Kommbrorepl.Jpg W BBIMOIHUTE KOMaHIY
Anunmanms, Hacrpoiika anumanuu, Havasno, C npeasigymmm.

37. AHanorn4Hble JeCTBUS BBIIOJHUTE U1 TOPU30HTAIBHOIO CBUTKA HA BTOPOM CIale.

38. Coxpanwure pe3ynbraThl padboThl B daiine Ilepudgepuiinbie yeTpoiicTsa.

39. [IpocMoTpUTe MPE3EeHTALNIO C TIOMOLIbI0 (PYHKIMOHAIBHOM KiaBuiu FS5.

3ananue 2. MadopMannoHHOe HAIOJTHEHHE MTPE3CHTAIHH
HanosHuTe crnaiiipl Npe3eHTaluN COIEPIKaHUEM.
TexHonorust paboTsl

1. OtkpoiiTe co3naHHyIO B MpeablayleM 3aqanuy npesentaiuio Ilepudgepuiinbie yeTpoiicTsa.

2. Tlepeiinute k pexxumy O0brunbIi (Bua, Pexxnmbl mpocmorpa npesentanuu, OObIYHBIN WIH
COOTBETCTBYIOIIAsi KHOIKA MEPEKITIOUEHHS PEKUMOB PaOOTHI).

3. Pa3mectuTe moouepeHO B ciaiijax Mpe3eHTand 0O0OBEKTHI M TEKCTHI, YKa3aHHBIE HIKE.

Caaiig 2

4. Beeaute B moste 3aroioBka ciioBo «CTpykrypay (puc. 4).
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CTpyKTypa

Nepudepuiinbie
YCTPONCTER

= 1 1 1

YcTpoicTea
obmena (memay
KOMNBIOTEPaMM)

BHewHsA YcTpoWncTea YcTpoicTea
namats BE03 B5IB0A3

Puc. 4

5. B cmaiine pasmectute cxemy «llepudepuiiHpie ycTpOCTBa», BBHIOPAB HYKHBIC 3arOTOBKH
SmartArt komanaoi BeraBka, Mimocrpanun, SmartArt, Uepapxus, Uepapxus.

6. Ha 3aroToBke cXxeMmbl yAaIUTe BCE OOBEKTHI TPETHETO UEPAPXUIECKOTO YPOBHSI.

7. Beigenute nepByto GUrypy cieBa BTOPOro HEPapXUYECKOro ypoBHSI.

8. [lob6aBbTe cieBa OT Hee emle ABe (HUTyphl C MOMOIIBIO KOMaHbl KOHTEKCTHOTO MeHio Jloba-
BUTH Qurypy, lodaBurs ¢urypy mo.

9. Brenute B KaXAYI0 (QUTYPY COOTBETCTBYIOIIMIA TEKCT.

10. M3menute Bce GuUrypsl cxembl Ha OareTHyr pamky. st 3TOro, BbIIENIHMB MX NPH HaKaTOU
kiaapuim Shift, HaxMuTe IpaBOW KHOIKOW MBIIIK HA OJJHOM U3 QUTYp U B KOHTEKCTHOM MEHIO BBIIOJHH-
Te komanny U3mennrts ¢purypy, OcnoBubie ¢purypsl, barernasi pamka.

11. 3menuTe UBET IMHUMN, 3aIUBKY U JPYTUE TapaMETPh.

Caaiig 3

12. Beeaute TeKCT 3arojioBka: «OCHOBHBIE XapaKTEPUCTUKHU MEPUPEPUITHBIX YCTPOHCTBY (pHC. 5).

13. Ilpu pa3paboTke IaHHOTO claiiia IenkHUTe Ha cioBe TekeT cjaiia B MyHKTUPHOM paMke.
[lepeiinuTe ¢ TOMOIIBIO KOMaHAbl KOHTEKCTHOrO MeHI0 Mapkepsbl, Cniucok k okHy CiMcoK, B KOTOpOM
KHOMNKOW PuCyHOK OTKpoiiTe HaOOphl rpadMuecKux MapKepoB U BbIOEPUTE COOTBETCTBYIOLIMM yKazaH-
HOMY Ha o0pasIie.

14. Beeaure nocie0oBaTebHO TEKCT KaKI0T0 MyHKTA CIUCKA.

fama Hovep

OCHOBHbIE XapaKTEPUCTUKM
nepudepuitHbiX YyCTPOMCTB

Q EMKOCTb HaKOMUTENA Ha XECTKMX MarHUTHbIX
AMCKax.

lapaMeTpbl BUAEOCUCTEM.

Yme M TUM PasINYHbIX AOMONHUTES!
OMCTB BBOA,a-BbIBOAA.

Puc. 5

Caaiin 4

15. BeeauTe 3arofioBoK «YcTpoiicTBa BeiBOAa» (puc. 6).

16. BcraBpTe B ClIaiiji Ompe/eiieHne YCTPOMCTBA BBIBOJIA, a TaKke WX Ha3BaHUSA («MOHHUTOPY,
«[Ipuntepy, «lMHAMHUKN), UCTIOIB30BaB dJIeMeHTHI Habopa Durypsl us rpynmnsl BeraBka, Uaocrpa-
HH.

17. 3mennTe pa3mep U IBET HAAMKUCH BHYTPH PAMKH, [[BET JIMHUN U 3QJIUBKY JUISI PAMKHU.
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DamunnR, WA 1 y4EBHEA TEYNE

YcTpoicTea BbiBOAA

TMpeobpasytoT 4BOWHHbBIN KOA K BU
oMy A1 BOCTIPUATUSA MO/b30Ba

HUngpopmamuxa

Puc. 6
Caaiig 5

18. BeeauTe 3aroioBok «MOHUTOPBD) (pHC. 7).
19. BcraBbTe B cinaiil onpeaesiecHue MOHUTOPA B paMKe.
20. VI3mMenuTe napaMeTpbl paMKH: LBET JIUHUMA, 00bEM, TEHb U JIp.

@amuniR, WA 1 yHEBHIR EYNnE

MoHuTOpbI

HUngpopmamuxa

Puc. 7
Caaiig 6

21. BBenuTe 3aroyioBOK «XapakTepUCTHKH MOHUTOPOBY (pHc. 8).

22. Ucnonp3yiite nukrorpaMMmy Tadauusl B 3arotToBke ciaiia uiu komanay Berapka, Tadauna
Ipu pa3zpaboTKe ITOTo ciaijia.

23. VI3MeHuTe LBET U pa3Mep LIANKH TaOIUIbL.

@3mniR, WMA 1 y4eBHaR TRYINE

Xapamepmcm KU MOHUTOPOB
HassaHue

anu (oTHOLWeH|

' =17 / Ungpopmamuxa

Puc. 8

Canaiin 7
24. Beeaute Hazanue «JIT-moHuTOPE (pHC. 9).
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25. BcraBpTe B cmaiinq teketr o OJIT-monutopax, a Takxke ¢otorpaduro uz caina DJIT-
MOHUTOP.]PQ.

S/1T-mOHUTOPBI

e 60/1bLUMHCTBO MOHUTOPOB
(OHCTPYMpOBaHbI Ha base

pOHHO-1y4esol mpy6ku (3/1T),
‘paboTbl aHanoru4eH

CTaporo»

Hugpopmamuxa

Puc. 9
Caaiig 8
26. Beeaute nazsanue «KK-monuropsi» (puc. 10).
27. BcraBbTe B ciaiij] onpezeneHue KHUJIKUX KpUCTALIOB (B paMKy) U ¢ororpaduio u3 ¢aitna
JKK-mouuTOp.jpg.
28. Tekcrt cnaiina 3aMmeHuTe O0Jiee KOPOTKUM, HO O0Jiee KPYITHBIM.

ars. Sanunes, uMs W y4e6+a pynna

KK-MmoHUTOPpSI

Kue Kpucmannsl — 310 ocoboe cocToAHMe
X OPTraHWYECKUX BELLECTB, B KOTOPOM OHU
y4eCTblo U CBOICTBOM 06pa30BblBaTh
eHHble CTPYKTYPbI, nopo6Hble
MM. KUAKWE KpUCTanabl  MOTyT
10 CTPYKTYpY ¥ CBETOONTUYECKME
SMCTBUEM  3NEeKTPUYECKOTo
C NMOMOLLbIO 3NEKTPUYECKOTO
PUCTANNOB M UCTIONE

WUngpopmamuxa

Puc. 10
Caaiig 9
29. Beenute HazBanue «CpaBHUTEIIbHBIC XapaKTepUCTUKM» (puc. 11).
30. 3anaiiTe pasmMeTKy i ciaiiia — MapKUpPOBaHHBIH CIIMCOK.
31. Cpaenute XKK- u DJIT-MOHUTOPBHI.

Sz, WeR W f4ednez 13yne

AaBHUTE/IbHbIE XapPaKTEPUCTUKU

OMMNAaKTHOCTU MK-MOHUTOPbLI He 3Ha
aBHbIX. OHKM 3aHMMAIOT B 2-3 pas
ecTa, YemM MOHUTOPBI ¢ T,

Puc. 11
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32. C noMoIIpIo KJIaBUIIK FS MpoCcMOTpUTE BHIOIHEHHYIO MTPE3CHTALUIO.
33. CoxpaHUTe N3MEHEHHUS B IOKYMEHTE.
3ananue 3. AHUMAIHS 3JIEMEHTOB CIIAiI0B
Hacrpoiite anHnmaruo 00beKTOB CIIaliI0B U CMEHBI CIIAlIOB.
TexHonorus padboTsl

1. Otkpoiite daiin [lepudepuiinbie ycrpoiicTBa.

2. Iepetiqute B pexum OObIYHBIN TS cO3aHUs 2PPEKTOB aHUMAIINH OTACITbHBIX 00BEKTOB WU
B peskuM COpTHPOBUIMK CJAWAOB [T 33JaHUS aHUMAIUH TIEPEX00B K CIEAYIOUIeMY CIaiy.

3. Beigenute 00beKT/CiIali .

4. HactpoiiTe mapaMmeTpbl aHUMAIIMX C TTIOMOIIBIO KoMaHAsl AHUManusi, HacTpoiika anumamum.

5. B otkpsiBLIeiics o0nacTu 3amad HaKMUTE KHONKY JloGaBuTh 3¢ dexT, onpenennre BUI aHU-
Manuu Bxoa win Beixoa u BeiOeprTe KOHKPETHBIN 2 (DEKT.

6. Hactpoiite mpe3eHTaIuio B COOTBETCTBHH ¢ Tabi. 1.

7. Jlns Bcex BBIOpaHHBIX OOBEKTOB MOOYEPEIHO BHINOJHUTE KoMaHAy AHumauus, Hacrpoiika
anumannu, Hauago, Ilocse npeasiaymero.

8. [IpocmoTtpuTe BhIOpaHHbBIE 2G(HEKThI AHUMAITMH C IIOMOIIIBI0 KHOMKK [TpocmoTp.

Ecin anuMupyeTcst rpynmoBoil 00beKT, Takoi kKak SmartArt, To Ha BKIIAJKE MMOSBISIOTCS KHOIKH
JUIS BBIOOpA MOCIIeI0BATEILHOCTH aHUMAITH.

9. CaMOCTOSITEIPHO YCTAHOBUTE JUISI COACPKHMOTO JPYTUX CJIAiI0OB HACTPOWKH AaHWMAIUH, a
Takke 3BYKOBbIE 3(h(PeKTHI.

10. [IpocMoTpUTE U3MEHEHUS B TIPE3CHTAIINU.

11. CoxpaHuTe Ipe3eHTAaLUIO.

Tabnuna 1

Caaiin | O0bekT dddexr Iepexawuaresan | 3Byk
U3 ciaaijaa CKOPOCTH

1 3aromnoBok 1, Bxon/Bruier Ouensb OBICTPO. ATIUIOIUCMEHTHI,
«Ilepudepuiinbie Hampasnenue — HETIPEPEIBHO
yCcTpoiicTBa» CBEpXY clieBa
IToa3zaromoBok Bxon/Pa3septeiBanue | beictpo bapalan,
«MOHHTOPBDY HENPEPBIBHO
3arosnoBok 1, Beixon/Yacosas Cpenne. Komnue- | buacrep,
«Ilepudepuiiabie | cTpenka CTBO CEKTOPOB — | HEMPEPBIBHO
YCTPOUCTBa» 4

2 3aroJioBok 1, Bxon/Koneco 0,6¢ Byps oBanuid,
«CtpyKTypay HENPEPBIBHO
CxeMa Bxon/Koneco Cpenne Komokoabuuku,

HENPEPBIBHO
3aronioBok 1, [Iyts nepememienus/ | Cpenne Mowuera, Hemnpe-
«CTpyKTypay B Buze cepana PBIBHO
JlaboparopHast pabora 12

HGJ'IB pa6OTI)IZ HAaYy4YUTHCA OCHOBHBIM TCXHOJIOTHYCCKUM OIICpalvsaAM OpraHu3alllii HaBUT'alUU I10

ciaigaM.

CO3,Z[8.I>1TC HUTOTOBBIM CIIaM JJIsI YIIpaBJICHHUSA MMOCJICAOBATCIIbBHOCTBIO IPOCMOTpA NMPE3CHTANU.

6. B neBoit vactu ocHOBHOTO OKHa ¢ BKJIagkamu CTpykTtypa u Chaaiiabl nepeiute Ha BKIAAKY

[Mporpamma nipezenTarmii MS PowerPoint: HaBuraius 1o ciaiiiam

3aganue 1. HaBuramus mmo ciaiigam

TexHonorust paboTsl
1. Otkpoiite panee co3nanHyto npezentanuio Ilepudepuiinbie yerpoiicTpa.

2. BemomauTe komany Bua, Peskumbl npocmoTpa npe3entanuu, O0bIYHbIIA.
3. [epeiinuTe kK mocneaHeMy cnaiimy 9.
4. Otkpoiite meHIO MakeToB ciaiaa (IaBuas, Ciaiiael, Co3aath ciaiin).

5. Beibepute MakeT ciaiina, KOTOPBIA UCTIOIB30BANICS IS CO3aHUs claiiioB 2-9.
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Crpykrypa.
7. Onpenenure, KaKue IMEHHO 3ar0JIOBKH HY>KHO BCTaBUTh B CIAN]] C COAEPKAHUEM.

8. Iepetimure Ha Bianky Caaiiabl. M3 kaxaoro ciaiiga cKOMUPYHTE 3arojoBOK, KOTOPBIA Tpe-
OyeTcst 100aBUTH B OIJIaBJICHHE, U BCTaBbTE B HOBBIN CJAi]l B TOM MOPSAJIKE, B KOTOPOM CIIAaW/IbI CIEAYIOT
B MIPE3CHTALUU.

9. BeinenuTe nepBblii 3JIEMEHT CO3JaHHOT'O CIHCKA 3ar0JIOBKOB B OTJIABJICHHH.

10. Otkpoiite quanoroBoe okHO BeraBka rumepcechbuiKH KoMmaHoii BeraBka, Ceszu, I'unepc-
ChLIKA.

11. lenkuute Ha BapuanTe Tekymiasi mamka M crpaBa HaXMUTE KHOIKY 3akJajgka, KOTopas
OTKpoeT OKHO BbIOOp MecTa B JokyMeHTe. BriOepuTe U3 CIiMcKa TOT CIaif]l, KOTOPBIA OyJIeT CBS3aH C
MEPBLIM ITYHKTOM OTJIaBJICHUSI.

12. CBsxuTe BTOPOIl MYHKT OIJIaBJICHMSI THMIEPCCHUIKON C COOTBETCTBYIOLIUM CIANAOM APYrUM
CIIoco0oM:

B BBIJICJINTE BTOPOM 3JIEMEHT CO3[JaHHOT'O CIIMCKA 3ar0JI0BKOB B OI'JIABJICHUY;

m oTKpoiiTe okHO HacTpoiika neiicTBus ¢ nomoibio koMauasl BeraBka, Cesasu, [leiicTBue;

B yCTaHOBUTE mepekintoyarens JlelicTBue mo meadyky MbimM B nojoxenue Ilepedtu mo ru-
MEePCChUIKH;

m B crucke BoiOepute CJiaiil ¥ B OTKPBIBIIEMCS CIIHCKE BBIACIUTE TOT CJAN[, C KOTOPbIM OyneT
CBSI3aH MMYHKT OTJIABJICHUS.

13. CBsxHTE TUIEPCCHUIKAMH OCTAJIbHBIE IMYHKTHI OTJIABJICHHS B ClIali[ie-OTJIaBIEHUU C COOTBET-
CTBYIOLIUMU cnafmaMI/} J0OBIM M3 ONMCAHHBIX BBIIIE CIIOCO00B (puc. 1).

OrnasneHue

* [lepudepuitble YCTPOUCTSa

* CTpykTypa
* (OCHOBHbIE XaPAKTEPUCTUKM NMepUdEPUMHLIX YCTPOWCTS
* YcTpoWcTsa Buls0aa
¢ MoHuTop.I
* XapaKTEPUCTUKM MOHMUTOPOB
» IJIT-MOHUTODSI
L. mK-MOHMTOQbI

* (DasHUTENbHbIE XapPaKTEPUCTUKM

e e
gl ]
i

L
Puc. 1

3amanwue 2. Jlo6aBneHUEe yIPaBIISIONINX KHOIIOK
Cospaiite 1 oTpopMaTHpPyHTE psifl YIPABISIOMUX KHOOK.
TexHonorust paboTsl

1. Otkpoiite panee co3nanHyto npezentanuio Ilepudepuiinbie yerpoiicTpa.

2. Ilepetiqute Kk 00pasmy cnaiigoB komanaoii Bua, Pesxkumbl npocMoTpa npe3entaumii, O6pa-
3ell CJIAK/I0B.

3. BeiGepute obpazer; BToporo ciaija.

4. OtkpoiiTe Ha0Op YHPaBISAIONIMX KHOMOK KoMaHmoil BceraBka, Wamoctpanuun, ®urypsi,
Yupasasiromue KHONKH.

5. BeibepuTe KHOIKY nepexo/ia K IpeIblIyleMy ciaiay.

6. B obnactu cnaiija mpyu HaXaToil KHOINKE MBIIIM PACTSHUTE yKa3aTellb (B BHJE «ILIIOCA») 10
TpeGyeMoro pa3mepa UM LIEIKHUTE B HY)KHOM MeCTe BBIOpPaHHOIO cllaiijia.

7. B otkpsiBiemcs okHe HacTpoiika neiictBust Ha Bkiaake I1o meJ4Kky MbIIIM yCTaHOBUTE II€-
pekmodarens B nonoxxkeHue IlepeiiTu mo runmepcecbliku, Beioepute u3 cnucka [peabiaymmii caaiig u
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HaxMute kHOnKy OK. B pe3ynbraTe moay4uTcs KHOMKA Mepexo/ia K MpeblIyieMy claanmy.

8. OtropmaTupyiiTe CO3AaHHYIO KHOIKY, OTKPBIB OKHO KOMaHAOW KOHTEKCTHOTro MeHio. Odop-
MHUTE ocTaBlMecs ciaiiasl @opMat Gurypsl (MOXHO BBIOMpAaTh KOMaHIbl M3MEHEHHsS (QUTYpHI Ha
BkIagKke Mopmar).

9. JloGaBbTe B Ciaii TaKUM k€ 00pa30M KHOIIKM IEepexo/ia B HA4ajo MPe3eHTAluH, B KOHEI Ipe-
3€HTAlUU U K CIEYIOLEMY CIIaiy.

10. Beibepute oOpaser] mepBoro ciaiaa.

11. TloGaBbTe B cliaii] KHOIIKY Mepexojia B KOHEL IPE3eHTALUU U K CJIETYIOIIEMY Clany.

12. Ilepeiinute B peskuM OOBIYHBI.

13. O6paruTe BHUMaHKE HA TO, YTO HA BCEX Clailax OJKHA MPUCYTCTBOBATH MaHEb YIpaBIIs-
IOLINX KHOIOK M cinaif «OrinaBineHuney», 00ecreynBaroIni epexo 1 K pa3HbIM cilaijaM Mpe3eHTaIiH.

14. TIpocMoTpHTE MPE3CHTAINIO C TOMOIIBIO KHOTIKH F5.

JlaboparopHas pabora 13
ITporpamma nipesentarnuii MS PowerPoint: qremoHcTpariust mpe3eHTaum
[enb pabOThL: HAYUYUTHCS OCHOBHBIM TEXHOJOTMYECKUM OIEPALUSIM IEMOHCTPALIUH IIPE3EHTALIUH.
3anmanue 1. Hactpoiika 3¢ppexToB nepexoaoB ciai1oB

Hactpoiite Bu3yanbHbie 1 3BYKOBBIE 3(h(DEKThI COMPOBOXKIACHUS MEPEXOI0B CIAWI0B (MX IOSBIIE-

HUE ¥ 3aMEHY JPYTUM CIIaliJIOM).
TexHonorus paboTsl

1. OtkpoiiTe co3nanuslii panee ¢aiin npezentanuu [lepudepuiinbie yerpoiicTsa.

2. Beibepute BTOpO# Cllaii.

3. [lepeiinute B pexum O0bIyHbIN 1 COPTHPOBIIUK CJIANHI0B.

4. BeiOepute cxeMy Iepexoja K ciaiay (HariblB, MpOpe3aHue, pacTBOPEHUE, MOSBICHUE CBEP-
Xy/CHU3Y U T. 1.) B rpynne Auumanus, Ilepexoa k aTtomy ciaiiay jeHtsl. OnpeneneHHbli BApHAHT Te-
pexoaa MOXKHO 3aJaTh JUIsl OJHOTO WJIM cpa3y JUlsl HECKOJIbKUX BBIJICTICHHBIX CIIAiJI0B.

5. 3ajaiiTe cxembl lepexo/ia sl OCTABIINXCS CIIANI0B.

6. CoxpaHuTe MpE3eHTAIHIO.

3ananue 2. YCTaHOBKA MapaMeTpoB IEMOHCTPAIUH MPE3CHTAIIUU
VYcraHoBuTe HEOOXOIUMbIE TAPAMETPBI AEMOHCTPALIUY IPE3EHTALINH.
TexHonorus paboTel

1. OtkpoiiTe co3gannyro panee npezenranuio [lepudepuiinbie ycrpoiicTsa.

2. Otkpoiitre nauanoroBoe oxkHo Hacrpoiika npe3enTanum xkomannoil Iloka3 caaiinos,
Hacrpoiika, Hacrpoiika neMOHCTpaluu.

3. 3anmaiiTe mapamMeTphl MoKa3a: Claiipl — Bce, CMEHa claiiioB — Bpy4Hylo, aanee — OK.

4. CoxpaHuTe MPE3EHTALUIO.

5. [IpocMoTpuTe crnaiifpl mpe3eHTallK, BEI3BAaB PEXKUM MOKa3a (QYHKIIMOHATBHOM KinaBuiei F5.

6. IlepexonuTe OT OJJHOTO Claiiia K IpyromMy ¢ moMomisio kinasummu [Ipodest uin merdyxoM KHOT-
KOU MBIIIIH.

7. IlomeHnsiiTe HaCTPOIKY MMOKa3a Ha aBTOMAaTUYECKUH.

8. 3amaiiTe BpeMsi CMeHBI ciaiia (B cekyHaax) komanaoi Auumanus, [lepexoa k aTtomy ciaaiiny,
ABTOMATHYECKH.

9. IlpoBeuTe XpOHOMETpaXK NMPE3EHTALMHU, OTKphIB aHens Penernuus komanaoi Ilokas caaii-
noB, HacTpoiika BpeMeHH.

10. O6parure BHUMaHHE HA IEHCTBHE CUETUYMKA BPEMEHM: TPU MEPEX0/Ie K CIACAYIOIEMY Claiay
OH cOpachIBaeTcsl U HAUMHAET OTCYMTHIBATh BPeMsl MOKa3a CIEAYIOLIEro claija.

11. ITompoOyiite ucnonb3oBatek KHOMNKY Ilay3a (& 15 mepepbiBa B okase.

12. M3mepbTe BpeMs MOKasza ciaiaoB kHonkoi IloBTOpUTH =, MpeaHa3sHAYCHHON JJIs MPOBE/C-
HUSl HOBOT'O XpOHOMETPAXKa.

13. I3MeHuTE BpEeMsi CMEHBI HY)KHBIX CIIAH]IOB.

14. TlonTBepauTe WU OTMEHUTE PE3YJIbTaThl ABTOMATHUYECKOTO XPOHOMETpaka B OKHE, MOSBIIS-
FOILIEMCSI BCJIE]T 3a MOCIEAHUM CIIAiI0M MOCIIE IT0Ka3a MPEe3eHTAuU Ha YKpaHe.

15. [epeitnute B peskuM COPTHPOBUIMK CJIAWT0B 1 YOSTUTECH, UTO CIIEBA MO KAXKIBIM CIIali0M
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oToOpaXkaroTcs 3aMepEeHHbIE HHTEPBAJIbI BPEMEHU.
16. Beritaute u3 pexuma [loka3s ciaaiigoB ¢ MOMOIIbIO KOMaH Ibl KOHTEKCTHOTO MEHIO claiaa 3a-
BepPLIMTH MOKA3 CJIaii0B WK Kiasuy Esc.
3ananue 3. PucoBanue B npouecce AeMOHCTPALUHU Ipe3eHTalun
Hayuurech 106aBIATH B Cl1ali]] IOMETKH B PEKUME JEMOHCTPAIMU IPE3CHTAINH.
TexHonorus paboTsl

1. Otkpotite daiin npesenranun Ilepudepuiinbie ycrpoiicTa.

2. 3anyctute npezeHtanuio B pexxume Iokas ciaaiinos.

3. BeiOepuTe B KOHTEKCTHOM MEHIO Cllaiiia KOMaHay YKa3zarteiab, Pyuka (win, Hanpumep, YKa-
3aTelib, Daomacrep, Bolaeienue).

4. Beigenute B claiific BRIOpaHHBIA OOBEKT.

5. V3menuTe uBeT pyuky (KOMaHIa KOHTEKCTHOTO MEHIO YKa3aTensb, LiBeT yepHmI).

6. 3aKkoOHUMTE PHCOBaHME Ha CIIalIe.

JlabGopaTtopHas pabora 14
I'moGaneHas cets MHTEpHET: MOUCK MH(pOop™Marun B UHTepHEeTE
Ilenb paGoOThI: HAYYUTHCS OCHOBHBIM TE€XHOJIOTMYECKUM OIepalusaM noucka uHdopmanuun B Un-
TEpHETEe CPelICTBaMU MporpaMMbI-Opay3epa Internet Explorer.
3ananue 1
3HaKOMCTBO C OCHOBHBIMU HacTpoOMKaMu Opaysepa.
TexHomnorus paboTel

1. JIns o3HaKOMJICHHUS C IIyHKTaMHU MEHIO Opaysepa:

m 3anycturte Opaysep |E B aBToHOMHOM pekume (He BbIXOJS B VIHTEpHET, T. €. HE yCTaHaBJIMUBas
CBSI3b C IIPOBAIIEPOM), IIEIKHYB 110 COOTBETCTBYIOIIEMY 3HAUKy Ha pabodeM CToJjie, a 3aTeM BBITIOJIHHB
komany Paiis1, PaboraTh aBTOHOMHO;

N IPOCMOTPUTE HA3BAHUS COAEPMAHUS IMYHKTOB U MOAIYHKTOB MEHIO, a TAKXKE Ha3HAYEHUS] KHO-
MOK Ha MaHeNu YNpaBJIEHUsS Ul JIydlled OpUeHTaluMu B (YHKIMAX, BBITOJIHSAEMBIX OpayzepoM. YacTb
bynkmii cranaaptHa s Windows-npuiioxkeHuii, 4acthb crieruduyna s Opaysepa.

2. J11s n3MeHeHus pa3MepoB OKHa Opaysepa:

B packpoiitTe OkHO Opay3epa BO Bech 3kpaH. /lyis 3Toro BelmosHUTE KoMaHay Bua, Bo Bech
JKPaH;

B BEPHUTECH K MPEXKHEMY pa3Mepy 3KkpaHa. [l 3TOro mieNKHUTE M0 KHOTKEe = BoccTaHOBUTH Ha
MIAHEJIM NHCTPYMEHTOB B BEPXHEW 4acTH OKHa.

3. Jlyisg HacTpO¥KH JOMAITHEH CTpaHMIIBI Opay3epa:

m BoinosiHUTE KoMaHAy Cepsuc, CBoiicTBa 0003peBaTeis;

m OTKpo¥iTe BKIaaky Oommue;

m B OkHe J/loMalIHAsl CTPaHUIA B aJ[peCHOM II0Jie YCTAaHOBHMTE HAyaJIbHYIO CTpaHUIy 0030pa
about.blank. s storo Bemonaute komauay Ilycras. [TogoOHas HacTpoiika BBIMOIHIETCS B TOM CITy-
yae, Korja MpH KaxJIoM Bxoje B IHTepHeT BbI BBomuTe pasHbie aapeca Web-crpanui. Eciu xe BbI pery-
JSIPHO 3aXOJUTE Ha OfIHY U Ty ke Web-ctpanuny npu kaxoi 3arpyske IE, To BaM Ha/lo B aApecHOM MO-
JIe yKa3aTh TOJIBKO aJpec ATON CTPaHULBL.

4. J1na HacTpoiiku anemenTa Bpemennsble aiinbl UHTepHeTa:

m Ha BKiaake O0mme menkuure no kHonke Ilapamerpsl (Mcropusa npocmorpa). B nosiBuBLiem-
Csl OKHE NMPOCMOTPUTE 00BEM JIMCKOBOTO IPOCTPAHCTBA, BBIAEISIEMOro 0]l BpeMeHHblIe ¢aitnbl. KoneuHo,
yeM OOJIbIIIe 3TOr0 MPOCTPAHCTBA, TEM JIYUILE JIs ITOJIb30BATeNsl, HO 3TO 3aBUCUT OT CBOOOJHOI'O MecTa
Ha BameM jaucke. OObIYHO pa3mep 3TuX (¢ailioB ycTaHaBIuBaroT B mpenenax 1-2 % ot oObema gucka.
Ecnu BBI 3aTpyaHseTech BHIOpaTh HY)KHBIH 00BEM CaMOCTOSATENBHO, TO JyYIlle OCTaBUTh HACTPOMKH I10
YMOJTYaHHUIO;

m B okHe JKypHaa ycraHoBute uucio 20, T. €. aapec 000t otkpeiBaeMoid Bamu Web-ctpanutibt
OyneT XpaHUThCs B xypHaie 20 nHei;

m HaxxmuTe Ha kHOTKy OK.

5. J1y1st HACTPOMKH LIBETOB TUIIEPCCHUIOK:

m Ha BrIaake O01mme menkauTe no kaonke IlBera;
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N B IIOSIBUBIIEMCS OKHE HACTPOWTE LIBET IPOCMOTPEHHBIX CChUIOK. /ISl 3TOT0 OTKIIOUNTE KOMaH-
ny Ucnoab3oBaTh nBeTa, ycraHoBiaenHsie B Windows. Il{enkHuTe O COOTBETCTBYIOIEMY [IBETHOMY
NPSIMOYTOJIBHUKY, B TIOSIBUBLIEMCSI OKHE IIEIKHHUTE 10 MOHPABUBIIEMYCS IBETY (KeIaTeIbHO BBIOMPATH
TEMHbIE 1IBETA — OHU JIy4llle BUJHBI HAa SKpaHe) U IenKHUTe 10 KHonke OK;

N aQHAJIOTMYHO HACTPOMTE LIBET IPOCMOTPEHHBIX CCHUIOK M CCBUIOK, HA KOTOPbIE HABOJUTCS yKa-
3aresib MK, [Ipu 3TOM *KenaTenbHo, 4TOOBI IBETA OTINYAIHCE.

6. 1t HacTpoiiku Bkiiaaku IlporpaMmbl:

m oTkpoiite Bkiaaky IlporpamMmmuei,;

B [IPOCMOTPUTE, COOTBETCTBYIOT JIM IIPOIPaMMBI JJIs1 IEKTPOHHON MOYTHI U IPYII HOBOCTEN TEM
IIporpamMMam, KOTOpbl€ Bbl OyAMTE MCIIOJIb30BaTh. ECiin mporpaMmMel He COOTBETCTBYIOT, TO YCTAaHOBUTE
nporpammy Outlook Express.

7. J11st HacTpoiku BKIAAKU Jl0NMOJTHUTEIBHO:

B OTKpOMTE BKIAAKY JlOMOJIHHUTEIBHO;

B [IPOCMOTpUTE NMYHKT MeHI0O MyabTuMenua. Ecinu y Bac «ObicTpasi» cBs3b (MOAEM CO CKOPO-
CTBIO mepenaun uHpopmanuu He Hxke 28 800 OuT/c), TO peKOMEHAYETCSI YCTaHOBHUTH (DIIaKKHA BO BCEX
nATH nyHKTax. Eciin y Bac «MeayieHHash» CBsA3b, TO JIydlle Bce 3TU (piakku yoOpaTh, TaK KaK CTPAHUIIbI B
3TOM cilydae OyayT 3arpyarbcsi OueHb MeIeHHO. OcTaibHble HACTPOMKH Ha 3TOW BKJIAJKE MOKHO Me-
HSATb, €CJIU BBl OTYETIMBO IOHUMAETE, K YEMY 3TO IIPUBEJIET;

m 3akpoiiTe okHO CBOMCTBO 0003peBaTeis.

3anmanue 2
Otkpeite Web-ctpanuil n padbota ¢ HOMCKOBBIMU CHCTEMaMH.
TexHonorus paboTsl

1. ns otkpeitust Web-cTpaHuIilbl TOUCKOBOI cucteMbl Rambler:

B YCTaHOBUTE CBS3b C BalIUM IIPOBANIEPOM;

m oTKpoiiTe nporpammy IE;

W B QJI[pECHOM TI0Jie Opay3epa BBeauTe WWW.rambler.ru;

m HaxxmuTe kinaBuiry Enter. Uepes Hexkotopoe Bpems Ha 3kpane mnosiutcs Web-crpanuia atoit
ITOMCKOBOW CHUCTEMBI.

2. ]l coxpaHeHus ajpeca MOUCKOBoOW cuctembl Rambler B manke ¢ umenem Pycckosi3biuHbIe
NMOMCKOBbIE CHCTEMBI:

m BeinojaHUTe kKoMany M30pannoe, lo6aBuTth nanky B «A36panHoe»,

W 1IeJIKHUATE 10 KHOonke Co31aTh Manky;

W BBEINTE MM MAanKu Pycckosi3bIYHbIE MOUCKOBBIE CHCTEMBI U meNKHNTE 110 KHotike OK;

3. UToOBl ¢ MOMOUIbI0 TEMATUYECKOTO MOMCKA HAWTH WHGPOpPMAIHMIO, HEOOXOJUMO BBINOIHUThH
CIEAYIOUIUE NEHCTBUSA:

W Ha CTapTOBOM CTpaHHIIE MIOMCKOBOI crcTeMbl Rambler B mepeuHe TeMaTHK MICIKHUTE IO CCBLI-
ke busHec;

B HaliTuTe HHTEPECHYIO OM3HEC-HOBOCTH M LIEJIKHUTE 110 HEH (Ha CChUIKE);

B 03HAKOMbBTECH C COJIEP)KAaHUEM CTPAHUIIBI;

B BEPHUTECH HA CTApTOBYIO CTPAHMILY, LIENKHYB JIBa pa3a o kHonke Ha3an.

4. JInst COCTaBJICHUS M BBITIOJIHEHHSI CIIOKHOTO 3arpoca B MOMCKOoBoi cucteme Rambler:

m Ha cTapToBoii cTpanuie Rambler menkauTe no runepcceuike Eme, Momomp,

B [IPOCMOTPUTE BapUaHThI TOCTPOCHHUSI CJIOKHBIX ITOMCKOBBIX 3alIPOCOB;

B BEPHUTECH HA CTAPTOBYIO CTPAaHMILY, IIENKHYB 1o kHonke Ha3an;

B B sfYeiiKy U1 TOMCKOBOro oOpasa BBeamTe ciexyromumii 3ampoc: $Russian:(Cryaenuyeckue
KOH(pepeH M) & (MEHEIKMEHT | MAPKETHHT);

m menakauTe 1Mo kaonke Iouck;

B OTKPOMTE OJJHY U3 MOSIBUBLIMXCS B PE3YJIBTATE MIOMCKA CCBIIKY M IPOCMOTPUTE €€ COACPKAHUE.

5. ]Iy cocTaBiIeHUsI U BBITIOJIHEHHS CIIOYKHOTO 3alpoca B MOMCKOBOM cucteme Yandex:

m otkpoiite Web-crpanuiy pycckos3pluHON TMOMCKOBOW cucTteMbl Yandex c¢  aapecom
www.yandex.ru;

W Ul [epexo/ia K CTPAHMIE C ONMHMCAHHEM IOUCKOBOTO S3bIKa CUCTEMBI YandeX IMIeTKHUTE 110
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ccpuike PacmmpenHsblil mouck. Ha oTKphIBHICHCS CTpaHULE IIEIKHUTE 10 cChulke DopMaJIbHOE OIH-
caHme,

B 03HAKOMBTECh C CHHTAaKCHUCOM f3bIKa 3aIpOCOB;

W BEpPHUTECh HA CTApTOBYIO CTpaHMIy Yandex, menkHyB 1Ba pasa no kHonke Ha3zan;

B B SUCHKY IS MOMCKOBOTrO 0Opasa BBeauTe cienyromuii 3ampoc: $Title:(Ctyaenyeckasi KoH-
(depennusn) & (komnboTEpHI | rpadpuka);

m mienkHuTe 1o kHonke Iouck;

B OTKPOMTE OJHY U3 NOSIBUBLIMXCS B PE3YJIbTATE NOMCKA CCBUIKY U IIPOCMOTPUTE €€ CONEPIKAHUE;

m 3aKpoiiTe Opaysep.

3aganue 3
Pa6ora Opaysepa ¢ Web-crpanunamu B pexxume 0ff-line.
TexHonorus paboTel

1. Ins otkpeiTUs nporpammsl IE B pexxume off-line:

m OTKpoiiTe nporpammy |E;

B OTKpOMTE MYHKT MeHIO DailJ;

B LICJIKHUTE 110 MYHKTY ABTOHOMHAasi padoTa.

2. 1ns otkpeiTus 1 npocmotpa Web-ctpanull, Ha KOTOpble BbI 3aXOJIWJIM CETOJHS, BBITOJIHUTE
CIIENYIOIIUE NEHCTBHUSA:

N Ha [aHEJIU UHCTPYMEHTOB IIEJIKHUTE N0 KHONKe ZKypHaJ;

B B OTKPBIBLIEMCsI OKHE LICJIKHUTE 10 nanke Ceroaus,

B B OTKPBIBIIEMCSI [IEPEYHE MANoK OTKpoiTe manky Yandex;

B OTKPOWTE OAHY U3 CCBUIOK M IPOCMOTPUTE €€, IIPU 3TOM Bbl MOXKETE MEPEXOJUTH 110 TEM CChLI-
KaM, KOTOpBIE BbI HCII0JIb30BAJIN;

B 3aKpOMTE KypHaI;

W /I OTMEHBI peXXUMa aBTOHOMHOW paOoThl Opay3epa BbIIOIHUTE KoMaHy daii, ABTOHOMHAast
pabora.

Ipumeuanue. Eciu Bbl otkpeiBaniu Web-ctpanuibl He cerosus, a paHee, TO HaJ0 U OTKPHIBATh
3TOT JE€Hb B KypHAJIE.

3ananue 4
Cranpapraeie BoamoxnocT Windows-npuioskeHuii B Opaysepe.
TexHonorus paboTsl

1. Coxpanute napopmanuio ¢ Web-crpanuipr o mouckoBom si3eike Rambler B Buzme texcroBoro
(aiina B marike Mou 1o0kyMeHTbI. [t aTOTO:

B YCTaHOBUTE NMOJKIOYeHNE K MIHTEepHeTY;

m oTKpoiiTe nporpammy IE;

W B QJIpECHOM TI0Jie Opay3epa BBeauTe WWW.rambler.ru;

m Haxxmute kinaBuiry Enter. Uepes Hexkotopoe Bpems Ha 3kpane nosiutcs Web-crpanuia atoit
MIOMCKOBOW CHUCTEMBI;

W OTKPOWTE Ha CTAPTOBOM CTpaHUIle MOMCKOBOM cucteMbl Rambler ceouiky Iomomp,

B OTKpPOMTE MYHKT MeHIO DailJ;

m OTKpoiiTe MyHKT COXpPAHUTH KaK;

m B nnosic Umsa ¢gaiina BBenure ums, HanpuMmep I1oMCKOBBIN A3BIK;

m B nosie Tun ¢aiisia Bei6epure Daii Tekcra,

m BeIOepuTe nanky Mou A0KYMEHTHI, TJe OyJeT XpaHuTbcs (hail;

W [IeTKHUTE N0 KHOMIKE COXPaHMUTh.

2. Beyrenute yacth TekcToBOW mH(MopManuu Ha Web-cTpanuiie u coxpaHuTe ee B Bue (aiiia B
TekcToBoM mporeccope Word. Jlist aToro:

m BbIenuTe a03all, MOCBSIIEHHBIH MOUCKOBBIM cjoBaM (TpH 3TOM BBl HaxoauTech Ha \Web-
CTpaHUIIC ONMCAHUS MIOUCKOBOTO si3bIka cucTeMbl Rambler);

m cxomnupyiite ero B Oydep oomeHa;

m oTkpoiite mporpammy WOrd ogHIM U3 H3BECTHBIX CIIOCOOOB;

m cxonupyiite nHpopmanuio u3 6ypepa oOMeHa B HOBBII TJOKYMEHT;
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B coxpaHuTe 3Ty MH(popmaiuio B nanke Mou AoKyMmeHThI Kak ¢aitn Word, 3amaB emy nms,
Hanpumep IlonckoBbie €JI0BA;

m 3akpoiite nporpammy Word.

3. Coxpanute pucyHok ¢ Web-crpanuiisl B Buae JPG-(aiina B manke Mou q10KyMeHTbI. J[jist 5T0-
ro:

B B aJipecHoe noje Opaysepa BBeauTe WWw.aanet.ru;

m HaxmuTe KiaBumy Enter. Uepes HekoTopoe Bpems Ha skpaHe nosiButcs Web-crpanuna CaHKT-
ITeTepOyprckoro yHuBepcUTETa a3POKOCMUYECKOT0 MPHOOPOCTPOCHMS;

W IICJIKHUTE 110 CChUIKE Y HUBEPCUTET;

B I[IEJIKHUTE 10 cchuike PoTorpadumn;

B BeIOCpUTE MOHPABUBIIYIOCS BaM (OTOTpaduIo U MIETKHUTE IO Hel MPaBoil KHOIKOM MBIIIH;

m BeIOepuTe NyHKT COXPAHUTH PUCYHOK KaK;

W 3aj1aiite uMs pucyHky, Hanpumep I'YAII,

m tun (aiina Beroepute JPG;

m BeIOepuTe nmanky Mou J0KYMEHTBI, KyJla IOMECTUTE PUCYHOK;

W LICJIKHUTE 110 KHONIKE COXpaHUTh;

m 3aKpoiiTe Opaysep.

4. IlpocMoTpuTE CO3AaHHBIE BaMH TeKCTOBbIE (hailibl. /i 3TOTO:

B OTKpoOiTe nanky Mou J10KYMeHTHI,

m uienkaute no (aiiny I[omckoBblii A3bIK. B okxHe mporpammbl BiaokHOT (MO0 yMOTYaHUIO
HAaCTPOEHHBI HAa MPOCMOTP U PEAAKTUPOBAHUE TEKCTOBBIX (PAiIOB) MPOCMOTPUTE COXPAHEHHYIO BaMU
TekcToByro HH(popmarmio ¢ Web-crpanutibr;

W 3aKpoiite nporpaMMmy BJ10KHOT;

m uienkaute no Qainy IlouckoBbie cioBa. DToT (aiin oTkpoercs B okHe mporpammbl Word.
[TpocmoTpuTte 3TOT (haiir;

m 3akpoiite nporpammy Word.

5. [IpocmoTtpuTe co3nanublil Bamu rpaduueckuit daiin. s sToro:

m B nnarnke Mou 10KyMeHThI 1eikHuTe 1o ¢aitny ['YAIL;

B [IPOCMOTPUTE PUCYHOK;

IIpumeuanue. [Io ymomuaHuio B KadecTBE NPOrpaMMbl IIPOCMOTpPA PHUCYHKOB, KaK IIPAaBHIIO,
ycTaHoBieHa nporpamma Paint. Eciu y Bac 3TO# nporpaMMbl HET, pUCYHOK MOYKHO IPOCMOTPETh U3 JII0-
6oro rpaduyeckoro pegakTopa.

W 33aKpoiiTe rpa@uuecKuil peakTop.

6. Haiiaute cioBo @UHAHCHI HA CTAPTOBOMW CTpaHHMIlE MOMCKOBOIT cicteMbl Rambler. st atoro:

m oTKpoiiTe nporpammy IE;

W B QJI[pECHOM TI0Jie Opay3epa BBeauTe WWW.rambler.ru;

m HaxMuTe KHOnKy Enter. Uepe3 HekoTopoe Bpems Ha 3kpane mosiButcs Web-cTpanuiia 3Toit
MIOMCKOBOW CHUCTEMBI;

m B nyHkTe IlpaBka BeiOepute noanyHkt HaiiTu Ha 3T0ii cTpanuue;

W B [10JI€ /111 BBOJA BBEIUTE CIIOBO PUHAHCHI;

m menkauTe o kHonke Haiitu u nanee. CioBo @UHAHCHI HA CTpaHUIle OyAET BBIACICHO, 3a-
nanHast nHpopMmarms Ha Web-crpanune HaiineHa;

W 3aKpoiite Opay3ep.

JIaGoparopHas pabota 15
['moGanbHas ceth IHTEpHET: MepechuIKa MUCEM TI0 SJIEKTPOHHOM MOoYTe
U TIPOCMOTP TeJIEeKOH(DEpEeH I
[lenb pabOThI: HAYYUTHCS OCHOBHBIM TEXHOJIOTUYECKUM OIEpaIisM NEPEChUIKH MHCEM IO 3JIEK-
TPOHHOM NOYTE M IPOCMOTPY TelleKoH(pepeHnii cpeacTBamu mporpammsl Outlook Express.
3aganue 1
Ilepecpuika mucem 1o 3J1EeKTPOHHOM I1OYTE.
TexHomorus padoThI
1. JIna co3nanus U OTIIPaBKH NMUChMa caMoMy cebe:
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m oTKpoiite mporpammy Outlook Express;

m HieakauTe no kHonke Co3aaTh co00IeHne,;

m B nnosie Komy BBenuTe Ball aapec 3J1€KTPOHHOU ITOYTHI;

m B nnosie Tema BBenute IlpoBepka cBsA3M;

m B noJie nucbma Hanumte IIpoBepka npoxoxkaeHus NOYTHI;

B yCTaHOBUTE MOJKI0YeHue ¢ uTepHeTom;

B OTIPaBbTE COOOIICHHUE, MIETKHYB M0 KHONIKE OTHPABUTh.

2. JIns mosrydeHusi CBOEro COOOIICHUS U €ro IPOCMOTpa:

W IICJIKHUTE 10 MyHKTY Bxoasimme B okHe nporpammsl Outlook Express;

B enkHuTe no kHomnke JloctaBuTh mouty. B okHe A BXOASIIMX MUCEM AOHKHO IMOSIBUTHCS
Balll€ MMCHMO;

B [IPOCMOTPUTE MOITYYSCHHOE TUCHMO, IIETKHYB M0 HeMy. Eciiu mienkHyTh o MuckMy J1Ba pasa, To
OHO OTKPOETCSI B HOBOM OKHE.

3. lyig 3anucu B aipecHyI0 KHUTY aJipeca 3JIeKTPOHHOM MOYTHI Balllero abOHEHTa:

B OTKpPOUTE apECHYI0 KHUTY, LIEIKHYB 10 KHONKE AJpecHasi KHUI'a Ha [aHEIU UHCTPYMEHTOB
WM BBIONHUB KoMaHAy CepBHC, AipecHasi KHUTa,

m 1ienkHuTe 1o kHonke Co3aate aapec;

B BBEJUTE B COOTBETCTBYIOIIUE TOJIS UM, OTYECTBO U (DaMUITUIO Balllero ajapecara;

m B noje Bua 3amummre TO, Kak BeI Oyaere oOpamarbest kK anapecary (B ctpoke K KOMY),
Hanpumep, K CEPI'EIO UBAHOBY;

B B [1oJie AJpec 3JIeKTPOHHOM IOYThI BBEIUTE COOTBETCTBYIOLIUM aIpeC AIEKTPOHHOU MOYTHI
(mammpumep, ggg@peterlink.ru).

B 1IeTKHATE 110 KHOomKe [lo6aBuTh, a 3aTtem mo kHomke OK;

B 33aKpOITE apPECHYIO KHUTY.

4. Jlyis co3aanwsi COOOIICHMSI BalieMy a0OHEHTY:

m 1ieaKHATE 110 KHonke Co3aaTh cooleHue;

B [IEJIKHUTE 110 MUKTOTpaMMe MrucbMa crpaBa oT ciioBa KOMY (BeIOOp mosrydareneit u3 Crucka);

B B IOSBUBILEMCS OKHE BBIIEIUTE CTPOKY C HYKHBIM BaM aJpEcaToM M IIEJIKHUTE MO KHOIIKE
Komy (coo0rieHre MOKHO HAIpaBUThL HECKOJIBLKUM ajjpecaTtam), a 3ateM 1o kaonke OK;

m B nosie Tema BBeauTe coobiienue IpoBepka cBsi3m,;

m B rioje ais uHdopmanuu HabepuTe HeOOJbIIOE COOOIIEHUE C MTPOCKOON MOATBEPAUTH MPUEM
COOOIIEHNS, TOCJIaB OTBETHOE MHCHMO.

5. Iyt mpucoeuHEHUs K MUChbMY Tpaguieckoro ¢aiina:

m co3naiite (B rpaduueckom pemakrope Paint wiu B ar000M IpyroM rpaduueckoM peaakTope)
HeOOoIbI1I0M TpaduUecKuil (aiis, HanmpuMep BECETYIO POKUILY;

B [IPUCOEIUHHUTE CO3/1aHHBIN rpaduueckuil ¢aill k coollieHuIo ¢ moMomslo KHONKH Ckpenka
WJIY BBINOJHUB KOMaHay BeraBka, Bioxkenue ¢aitia;

B OTIIPaBbTE COOOIIECHHUE, IETKHYB M0 KHONKE OTHPABUTh.

6. J1o1st mprieMa OTBETHOTO COOOIICHUS OT BAlIero a0OHEHTA:

B yepe3 HEKOTOPOE BpeMsi POCMOTPHUTE MPUHATOE COOOIIEHHE B Nanke Bxoasimue, Ha)kaB KHOII-
Ky JlocTaBUTH NOYTY;

m 3akpoiite nporpammy Outlook Express.

3ananue 2
[TpocmoTp TenexkoHpepeHnit.
TexHonorust paboTsl

1. JIns oTKpBITUS TPYII HOBOCTEH:

m oTkpoiite mporpammy Outlook Express (MHTepHET 10J1KEH ObITh MOIKIFOUCH);

m BbINIOJIHUTE KOMaHy MHcTpyMenTsl, I'pynnbl HoBocTell — Ha 3kpaHe OTKpoeTcsl okHO I'pyn-
1a HOBOCTEH

W yepe3 HECKOJIBKO CEKYH]I B OKHE IOSIBUTCSI CIIMCOK TPYIIIT HOBOCTEH, TOCTYIIHBIX BaM Ha CEpBe-
pe Bailero nposaiiiepa.

2. BeiOepuTte rpymibsl HOBOCTEH, coleprKaliyue B Ha3BaHUU ci1oBo Internet, nis yero B noze Io-
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Ka3aTh IPyNIbl HOBOCTEH, coaepakamue Beeaute Internet, u torna B okHe I'pynmnbl HoBocTeil 110-
ABSITCS TPYIIIBI, B HA3BAHUU KOTOPBIX MPUCYTCTBYET ci10BO Internet.

3. yis mpocMOTpa OJTHOM U3 TPy HOBOCTEH:

m B crkcke rpymnn Beibepute rpymimy fido7.ru.internet u menkuure mo kuonke IlepeiiTu. B okue
nporpammbel Outlook EXpress mosiBUTCs ciucok COOOIICHHIA, MOCTAHHBIX YYaCTHUKAMU 3TOM TPYIIBI Ha
JIEKTPOHHYIO JOCKY OOBSABICHUMN TPYIIIIbI;

B BBIJICTTUTE Ha3BaHUE 3aWHTEPECOBABIIETO BAaC COOOIIEHUS, U B HWKHEM OKHE mporpamMmel Out-
look Express BbI yBHAHTE TEKCT 3TOTO COOOILICHUSL.

Ipumeyanue. Eciy 1BaX/bl MIEIKHYTH 0 HA3BaHUIO COOOIICHHUS, TO 3TO COOOIIEHHE OTKPOETCS
B OTJIEJILHOE OKHO.

4. Jlns Toro, 4ToObI IOANUCATHCS Ha rpymnny HoBocteit fido7.ru.internet:

B OTKPOWTE NyHKT MeHI0O MHCTPpYMEHTHI;

m BeIOepuTe MyHKT ['pynnbl HOBOCTel — Ha SKpaHe MOSIBUTCS CIIMCOK TPYII HOBOCTEH;

m B noje Ilokasarh rpynmbl HoOBoOCTeil, comep:kamue Beeaute fido7.ru.internet, u B okue
I'pynnsl HOBOCTE# NOSBUTCSA JTa TPYIIIA;

m 1enkHuTe 1o kHonke Hoanuearsest WM JBaXKbI MIEIKHUTE [0 HA3BAHUIO I'PYIIIBI HOBOCTEH U
BbI OyzieTe MOJIUCAaHbl Ha ATy TPYMILy. DTO 3HAYUT, YTO BBl OYyJETE PEryJIAPHO IMOJIy4aTh HHPOPMALUIO
U3 3TOM rpymnnel, a Ha BkiIajake Iloanucanublie rpynnbl OyeT yKa3aHO Ha3BaHHE TOJBKO 3TOH IpyIIIb,
T. €. €€ HE HY)KHO OYJIeT UCKaTh CPEU BCEX TPYIIIL;

B JUI OTKa3a OT MOJIMUCKY LIEJKHUTE 10 KHONKe OTHHCaThCsl WM JIBAX/Ibl IIEIKHUTE 1O MOJ-
MMHCAHHOM TPYIIIIE.

5. Jlns mpocMoTpa TenekoH(epeHuii ¢ cepBepa no agpecy Www.relcom.ru:

m oTKpoiiTe nporpammy IE;

m otkpoiire Web-ctpanwuity o agpecy www.relcom.ru;

B Ha OTKPBIBIIEHCS CTPAHMIIE EIKHUATE 10 CChIIKE Jl0CTYyN K TeJleKOH(pepeH I usIM;

B Ha OTKpPBIBLIEICS CTPAaHULE LIEIKHUTE MO cchlike MepapxuyecKknii CIUCOK TeneKoH(epeH-
LM,

W Ha OTKPBIBILCHCS CTPAHUIIE IeTKHUTE 10 cchuike fido7;

W Ha OTKPBIBILICHCS CTPAaHUIIE MIEIKHUTE 1o ccbutke fido7.r...;

W Ha OTKpBbIBIIEiics cTpaHuie meiakauTe no cceuike fido7.ru.internet. Otkpoercst OKHO mpo-
rpammbl Outlook EXpress, u Bbl cMOXeTe IPOCMOTPETh COIEPIKAHIE ITOM TeJIeKOH(EPEHITUH.

JIaGopartopHas pabota 16
I'mobGanbHas cetb UnTepHer: cozganue HTML-noxkymeHTOB

Ilenp paOoOTHI: HAYYHUTHCS OCHOBHBIM TEXHOJOTMUECKHUM omepauusMm co3ganus HTML-

JOKYMEHTOB CpEJICTBaMH TEKCTOBOTO mporeccopa Word.
3ananue 1

CoznaiiTe TUYHYIO OCHOBHYIO CTpaHMIly. BcTaBbTe B JOKYMEHT «OErymiyro CTpoKy», rpadude-

CKUIl 0OBEKT M THIEPCChUIKY Ha CYIIECTBYIOIIUI TEKCTOBBIN (aii.
TexHonorust paboTsl

1. CoznaiiTe nMYHYI0 OCHOBHYIO cTpaHuiy. st 3Toro:

m oTKpoiite nporpammy Word;

B OTKpPOMTE MYHKT MeHIO DailJ;

B OTKpOWiTe MyHKT MeHI0 C031aTh;

m oTKpoiite BKiaaky Web-cTpanunsi,

m BhiienuTe 3Ha4oKk Mactep Web-crpanun u menkuaute no kHonke OK;

m BeIOepuTe MyHKT JINUHAsA OCHOBHAS CTPAHMLA U IIETKHUTE Mo KHomKe [laJiee;

m BbIOepuTe 000 CTHIIb U3 MPEATIOKEHHBIX U IEIKHUTE 110 KHomnke ['oToBo.

2. IIpocMOTpHTE MOITYYEHHYIO CTPAHUILy M BBEAUTE B HEE HEOOXOAMMYIO MH(OpPMAIIHIO, 3aMEHUB
JTaHHbBIC mabaoHa. Jst aToro:

m BMecTo BeraBbTe 3arosioBok Hanuiute Most nepBast Web-cTpanuna;

B BMECTO [10/13ar0JI0BKa BCTaBbTE CBOIO (PaMMIIUIO, UMs. OTUYECTBO;

m B pazzaene CBeneHusi 0 padore coTpuTe CTpOKM BBenmrTe TeKCT M BMECTO HMX BBEAUTE HMH-
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(bopmaTuBHBIEC JaHHBIE;

B CCJTM BBl YUUTECh, 3aMEHUTE BeCh pazzen CBeneHus o padore nHpopManuein 00 yueOHOM 3aBe-
nenuu. B aToM cinyuae BbiienuTe Ha3BaHue runepcchliki CBeeHusi 0 padoTe B OIVIABICHUH U HATUIIIH-
Te CBeleHus 00 yueoe;

N AQHAJIOTHYHO yJIAJINB HEHYKHbIE, BBEJMTE HOBBIC ITYHKTHI B pa3zeic MoM KOHTAKTHI.

3. BcraBbTe B JOKyMEHT Oeryiyto cTpoky. s aToro:

B BCTaBbTE MYCTYIO CTPOKY MEX/Y 3ar0JIOBKOM U I10/13ar0JIOBKOM CTPAHHUIIBI (TIOABEIS KYpCop K
KOHILY 3aroJIoBKa 1 HaxxaB KiaBuiry Enter);

B OTKpOMTE MYHKT MeHIO BeTraBka;

m BoiOepuTe nyHKT Beryimas crpoka;

B HACTpOiTE mapaMeTpsl «Oerymen CTpoku» 1 nenkHuTe no kaonke OK.

4. J1na Toro, 4ToObI BCTABUTh HA CTPAHUILy rpadUUecKUil 0OBEKT, BHIIIOJHUTE CIEAYIOIINE Jeii-
CTBHSL:

B BCTaBbTE MYCTYIO CTPOKY IOCJIE MO/13ar0JIOBKA CTPAHHULIBI;

B OTKpOMTE MYHKT MeHIO BeTaBka;

m BbIOepuTe myHKT Pucynok u nanee nu6o Kaprunku, mu6o U3 gaiina (B 3aBUCUMOCTH OT TOTO,
YTO BBl XOTHTE BCTABJISITH — PUCYHOK M3 KOJUIEKIMU rporpammbl Word win uMeroruecst y Bac rpadude-
ckue (aitbl);

B BCTaBHTE HA ITyCTOE MECTO CTPOKH BBHIOPAHHBIN BaMU rpadudecKuii 00BEKT.

5. 151g Toro, 4T0OBI BCTABUTH HA CTPAHUILY TUIIEPCCHUIKY Ha (aiii:

N YCTaHOBUTE Kypcop Ha TekcTe BeraBbTe runepcechliky B nojapaszeie CmcoK runepecblIok;

B cOTpuTe TeKCT BeTaBbTe runmepechblIKy, OCTaBUB KypCOp B 3TOM CTPOKE;

B BBINOJIHUTE KOMaHAy BeraBka, 'mnepcebuika;

m U1 BbIOOpa uMeHH (aiiia, Ha KOTOPBIA MOXHO MEPEeXOIUTh MO THIIEPCCHUIKE, MIETKHUTE 10
kHomke O0630p psanom c noseMm Ceazarsb ¢ Paitaom/URL,;

m BeIOEpUTE CO3/1aHHBINA paHee BaMU TEKCTOBBIN (ailn u menkaute no kHonke OK;

B [IPOBEPHTE PabOTy TUMIEPCCHUIKH, MICTKHYB 10 HEW, — Ha SKpaHe JOJDKEH OTKPHITHCS TEKCT Ba-
rero ¢aiina;

W 33aKpoiTe 3TOT (paii.

6. cnone3ys marepuansl KpaTkoii cnipaBku, co3gaiite runepcchliiky Jlara cozpanms, ykasbl-
Balolllyto Ha cjoBa /laTa co3qaHus B KOHLIE CTPAHUIIBI.

[Tpocmotpute co3nannbiii Bamu HTML-10kymeHT, BoimonHuB komanay ®aiin, Ipocmorp Web-
crpanuubl. HTML-nokymeHT rotos! Jlanee BbI MOXETE YK€ CAMOCTOSTEIbHO €ro yKpamiaTtbh U HU3Me-
HSTh, U 1aXKe TOMECTUTh Ha OJIMH U3 CEPBEPOB, /1€ TI0J] TAKUE CTPAHMLIBI BBIIEIISIOT MECTO.

2.3.7. MeToauka opranuzanuu paéorsbl B MAJIbIX Ipynmax

PaboTta B ManbIx rpynmax — 5TO OJIHA M3 CaMbIX MOMYJSPHBIX CTpAaTerui, TaKk KaK OHA JIaeT BCEM
oOyvaroruMmcst (B TOM YHCIIE U CTECHUTEIbHBIM) BO3MOXHOCTh YYacCTBOBaTh B padoTe, MPaKTUKOBATH
HAaBBIKU COTPYIHUYECTBA, MEKITMUYHOCTHOTO OOIIEHHS (B YaCTHOCTH, YMEHHE aKTUBHO CIyIIaTh, BhIpada-
THIBaTh 00IIlee MHEHHUE, pa3peliaTh BO3HUKAIOIINE pasHoriacus). Bce 3To yacTo ObIBaeT HEBO3MOXKHO B
0ombIIoM KoyekTuBe. [Ipu opranuzaiuu TpynmnoBoil paboThI, cielyeT oOpalniath BHUMAaHUE Ha CIIEeTy-
romue ee acnekTbl. Hy)xHo yOenuThest, 94To ydamiuecs o0JagaroT 3HAHUSIMU B YMEHUSIMUA, HEOOXOTUMBI-
MU JJIs1 BRIIOJTHEHHS TPYIIIOBOTO 3a/1aHus. HexBaTka 3HaHUI 04eHb CKOPO JacT 0 ce0e 3HATh - yyaluecs
HE CTaHyT MpuJaraTh YCWJIWW JUIsl BHITIOJHEHUs 3amanusi. Hamo crapatbest cienaTh CBOM WHCTPYKIIUH
MaKCUMabHO YeTKUMH. Haio mpenocTaBisiTh rpyIine JOCTATOYHO BPEMEHH Ha BBINOJTHEHUE 3aJaHHUs.

Henenune oOydJaronuxcsi Ha TPYIIBI — 3TO BaXHBIM MOMEHT B OpraHU3aIMH PaOOThI B MajbIX
rpynmnax. Coco0oB JeneHue o0ydaronuxcsi Ha TPYIIILI CYIIECTBYeT MHOXKECTBO, 1 OHHU B 3HAYUTEIHHOM
CTENIEHU OMPENEISIOT TO, Kak Oy/IeT MpoTeKaTh JalibHEHIas padoTa B TpyIIe, U Ha KaKOW pe3ynbTaT 3Ta
IpyIIa BBIAET.

CriocoOsI neneHust 00yqaronuxcsi Ha TPYIIIbL:

1) ITo xenanwuto.

OObenuHeHue B IPYMIbl MPOUCXOAUT 1O B3aUMHOMY BbIOOpY. 3aiaHue Ha (OpMHUpPOBAHHE TPYII-
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Il TIO KEJTAHUIO MOKET J1aBaThCs, KaKk MUHHMYM, B JIBYX BapHaHTaX:

PaznenuTech Ha rpynmsl 1o ... yesnoBek. Pa3nenurecs Ha ... paBHbIE TPYIIIIBHL.

2) CiyuaiiHpIM 00pa3oMm.

I'pynna, popmupyemas 1o npu3HaKy CIIy4ailHOCTH, XapaKTepU3yeTcsl TEM, YTO B HEll MOr'yT 00b-
enuHATHCS (TpaBna, He TI0 B3aMMHOMY KEJIaHHIO, a BOJICH ciiydast) IETH, KOTOPbIE B MHBIX YCJIOBHUAX HU-
KaK He B3aMMOJIECHCTBYIOT MeX1y coOoi nbo naxe BpaxayioT. Pabora B Takoil rpymme pa3BUBaeT y
YYaCTHMKOB CIOCOOHOCTB MPUCIIOCA0INBATHCS K PA3IMUHBIM YCIOBUSAM JCSITEIBHOCTH U K Pa3HBIM JEJI0-
BBbIM ITapTHEPaM.

3TtoT MeTox GOPMHUPOBAHUS TPYIII MOJE3CH B TE€X CIIydasiX, KOT/a Mepe MpernogaBaTeieM CTOUT
3ajjaya Hay4YuTh 0OYy4YaroLMXCsl COTPYIHUYECTBY. B 3TOM citydae mpenojaBaresib JODKEH 00saaaTh J10-
CTaTOYHOU KOMIIETEHTHOCTBIO B Pa0OTE C MEXIMUYHOCTHBIMU KOH(DIMKTaMU.

Crioco0b! pOpMHUPOBAHUS «CITy4alHOW» IPYMIIbL: )KpeOuil; 00beJMHEHUE TEX, KTO CUIUT PsIoM (B
OJTHOM psAIY, B OJHOH IMOJOBHHE ayAWTOPHH); C IMOMOIIBI0 MUMIIPOBU3UPOBAHHBIX «()aHTOB» (OIUH W3
o0yyJaroImuxcs ¢ 3aKphITBIMHU INIa3aMH HAa3bIBAET HOMEP IPYIIIBL, Ky/a OTIIPABUTCSA 00yJaroIuiics], Ha KO-
TOPOTO YKa3bIBAET B JAHHBII MOMEHT IPENoaBaTeib) U T.11.

3) o onpenenieHHOMY MPHU3HAKY.

Taxoli mpu3HaK 3amaeTcs MO0 MperoaaBaTeseM, 00 Jo0sM o0ydatommumMces. Tak, MOKHO pas-
JeUThCS 0 MepBoi OyKBe UMEHH (TJ1acHasi — corlacHasi), B COOTBETCTBHM C T€M, B Kakoe BpeMs roja
poauiics (Ha YEThIpE TPYIIIBI), TIO LBETY IJI1a3 (Kapue, Cepo-TonyOble, 3eJICHbIC) U TaK Jajee.

OTOT c1nocob JeNeHusl UHTEPECEH TEM, YTO, C OAHON CTOPOHBI, MOXKET OOBEAMHUTH 00YUYaIOIINX-
Csl, KOTOpBIE OO PEIKO B3aMMOACUCTBYIOT OPYT C JPYTrOM, OO BOOOIIE MCIBITHIBAIOT YMOIOHAIIb-
HYIO HENIPUA3Hb, a C APYroil — U3HAYAIBHO 3a/1aeT HEKOTOPBIN OOIIM MPU3HAK, KOTOPbIM cOnMkaeT 00b-
eNMHUBIINXCS. ECTh HEYTO, YTO MX POAHUT U OJHOBPEMEHHO OTAEISIET OT IPYTUX. ITO CO3/IAE€T OCHOBY
JUI1 SMOLIMOHAJIBHOTO MIPUHATUS APYT Apyra B IPyIIEe U HEKOTOPOro OTAANEHUs OT APYIUX (110 CyTu Aesa
— KOHKYPEHIIUH).

4) To BBIOOPY «WIHIIEPAY.

«Jlunmep» B JTaHHOM CiTydae MOXeT Ji00 Ha3HAa4aThCsl Mperno/iaBaTesieM (B COOTBETCTBUH C LIEIBIO,
MIOTOMY B KauyecTBE JIMepa MOXeET BBICTYyNaTh JH000H oOydarouuiics), 1160 BHIOMpaThCs 00y4aroImu-
mucs. DopMupoBaHHe TPy OCYIIECTBISETCS CAMUMH «IuAepamMmu». Hampumep, oHU 110 ouepean Ha3bI-
BAlOT MMEHAa TeX, KOro OHM XOTEJH Obl B3ATh B CBOIO Ipymiy. HaOmroneHus moka3plBaoT, YTO B IEPBYIO
oyepenb <« IHAEPhD» BBIOUPAIOT TEX, KTO NEHCTBUTENBHO crocoOeH paboTaTh W JOCTHTaTh pe3yibTara.
WHorna naxe qpyx0a v TMYHBIE CHMIIATUM OTXOAT HA BTOPOH IJIaH.

B Tom cityuae, ecnu B ayIUTOPUH €CTh SIBHBIE ayTCalJIephl, Ui KOTOPBIX CUTyalus Habopa B KO-
MaHJly MOKET OBbITh Ype3BbIUaliHO OOJIE3HEHHOM, JIyUllle WM HE MPUMEHATh 3TOT CIIOCO0, MU ClIeNIaTh UX
WTHIIEPAMI).

5) Io BBIOOpPY MpenoaaBaTes.

B sTom cnydae mpernomaBatenb cO3AaeT TPYIIIBI 0 HEKOTOPOMY BaXKHOMY IS HETO NPU3HAKY,
pemias TeM caMbIM OIpeJesieHHbIe Menarornyeckue 3agaud. OH MOKeT 0OBEAMHUTH OOyYaroIuXcs ¢
ONMM3KUMHU MHTEIUICKTYaIbHBIMA BO3MOYKHOCTSIMH, CO CXOKHM TEMIIOM pabOThI, & MOKET, HalIPOTHB, CO-
3/1aTh paBHbIE MO cuiie KoMaHabl. [Ipu 3TOM opranuzaTop rpymnmnoBoi paboThl MOKET OOBSICHUTH MPHUH-
U 00BEIMHEHMS, @ MOXKET YHTH OT OTBETa Ha BOIPOCH! YYaCTHHKOB IO TOMY ITOBO/TY.

[Tpu paboTe B Masoil rpynie ydaiuecsi MOT'YT BBIIOJIHSTD CIEAYIOIINE POJIH:

— (hacunmutaTop (MOCPETHUK-OPTaHU3ATOP EATCITLHOCTH TPYIIIHI);

— peructpatop (3aruchIBaeT pe3ybTaThl padoTh);

— IOKJIQAUUK (JOKJIaJbIBAET Pe3yIbTaThl padOThI IPYIIIEI);

— XKYpHAIHCT (33a7]a€T YTOUYHSIOIIME BOMPOCHI, KOTOPBIE MOMOTAOT I'PYIIIE Jy4YIlle BHIIOIHUTD 3a-
JaHWe, HalpUMEp T€ BOIIPOCHI, KOTOpask MOTJIa OBl 3a7aTh Apyras CTOPOHA B AUCKYCCHH);

— aKTUBHBIN CIIyIIaTenb (cTapaercs epecka3aTh CBOUMH CIIOBAMU TO, O YEM TOJIBKO YTO TOBOPHII
KTO-TM00 U3 YJICHOB TPYMIIBI, TOMOTast ChOPMyIUPOBATH MBICIIb);

— Habmromarend (JODKEH OTMEYaTh MPU3HAKU OMPEAETICHHOTO TMOBEACHUS, 3apaHee ONMHUCAHHOTO
IIPENoiaBaTeNeM, U ONPeAENATh, KaK YIEHbI IPYIIbl CIPABISIOTCA ¢ BO3ZHUKAIOUIMMU MO XOJy paboThI
npobaemamu. OTYUTHIBASCH TIEpE1 TPYIIO, HaOI0gaTeTu 00s3aHbl IPEJICTABIATH CBOM 3aMETKH B MaK-
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CUMAJIbHO OIHKCATENBHON  00bEKTUBHON (hopMe);

— XPOHOMETPUCT (CJICINT 32 BPEMEHEM, OTITYIIICHHBIM Ha BBIITOJIHEHHUE 33aJaHHsI) U IPyTHUE.

PexoMeHnaru 1o opranu3anuu paboThl B MAJIBIX TPYIIIAX:

— HEJIb3s IPUHYXKIATh K 001Iei paboTe 00y4yaronmxcsi, KOTOpbIe HE XOTAT BMECTe padoTaTh;

— CcIemyeT pa3pemuTh paboTaTh WHAMBUAYAJILHO OOyYaroIIeMycs, KOTOPBIM XOYeT padoTaTh
OJTVH,

— Helb3s TpeboBaTh B ayTUTOPUU aOCOIOTHON THIIMHBI, TaK KaK 00yJaromuecs JOJKHBI oOMe-
HATHCSI MHEHHSIMH, TIPEXKIIE YEM MPEIICTABUTD «IIPOJIYKT» COBMECTHOTO TPY/A.

3. Meroauyeckue MaTepuaJibl, ONpeaeasoliue Npoueaypbl OeHUBAHUS 3HAHMA, YMEHMH,

HABbIKOB IO JUCHUIIJIMHE

OObyyaroniemycsi B X0l U3y4YeHHs TUCIUILIMHBI MIPEIOCTABISIETCS BO3MOKHOCTh HaOpaTh He 00-
nee 60 0awIoB 3a TEKyIIyr0 padoTy B cemectpe u 0 40 6aiioB, BKIFOYUTEIHHO, Ha 3a9ETe.

PesynbTupyromas oneHka 1o JUCIHHUILIMHE CKIIAJbIBAETCS U3 CYMMBbI OAJIJIOB TEKYILETO0 KOHTPOJISA
U MIPOMEKYTOYHOM arrecTanuu B popme 3auéra. K 3auéry momyckarorcst oOydaroniuecs, MoCeTUBIINE HE
MeHee 30% mabopaTopHBIX 3aHATUH, ¢ peUTUHTOM He MeHee 30 6ayIoB MO pe3yibTaTaM TEKYIIEro KOH-
TpPOJs ycneBaeMOCTU. Tekylui KOHTpOJIb MO J1a0OpaTOPHBIM 3aHSATHUSIM BbBIIOJHSAET MPENo/iaBaTeb,
MIPOBOAMBIINIA 3TH 3aHATHSL.

basbl 3a Tekyiyto paboTy B ceMecTpe 0 IUCHUIUIMHE CKIIAAbIBAIOTCA U3 CAEAYIOLIUX BUIOB Je-
ATEIILHOCTU CTYJCHTA.

HopmatuBbl peanm3aruy 0auIbHO-PEHTHHTOBOM CHCTEMBI

Ne JlesTenbHOCTD CTYICHTA KonmyectBo
/11 JUTSI HAYUCIICHUS OAJIIOB 0aoB
1 Brinonnenue nabopaTtopHbIX pa- 54
6ot (36 yac.)
2 CamocrosiTensHast paboTa CTyJeH- 6
ToB (36 yac.)
Bcero 3a cemectp (He 6oee) 60
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