OBOCOBJIEHHOE CTPYKTYPHOE I1IOJIPA3JIEJIEHUE
«AJTYEBCKHWI CTPOUTEJIBHBIN KOJIJIEXK»
T'OCYJIAPCTBEHHOI'O OBPA3OBATEJIBHOI'O YUPEXJIEHU S
BBICIIIET'O OBPA3OBAHUS
JIYTAHCKON HAPOJTHOU PECITYBJIMKU
«JIOHBACCKUM I'OCYTAPCTBEHHBIN TEXHUYECKW UHCTUTY T»

KOMIUVIEKT KOHTPOJIBHO-OLHEHOYHBIX CPE/ICTB
JJISl IPOBEIeHUsA TEKYLIEero KOHTPOJISl U IPOMEKYTOYHOM aTTeCTaluu

B ¢popme AuddepeHunpoBanHOro 3auera

10 y4eOHOH TMCUHUILTHHE
EH.02 UudgopmaTuka

ITo mpodeccun
08.02.01CTpouTeabCTBO M IKCILIyaATALUA 3AAHUH U COOPYKEHUI



PaccMoTpeHo 1 coryiacoBaHO METOAMYECKONW KOMUCcHeEN 0011eo0pa3oBaTeIbHbIX,
FYMaHUTapHBIX, COLUAIbHO-IPKOHOMHUYECKHX, MAaTEMaTUUYECKHUX, ECTECTBEHHOHAYYHbBIX
JUCLUIUIMH.

[Tpotokoa Ne 1 ot «30» 08 2022 r.

Pa3pabotana Ha ocHOBe ['ocymapcTBEHHOTO 00pa30BaTENIBHOIO CTAaHAAPTA CPETHETO

r;pe@zt:}ﬁ{a HOTrO 0Opa3oBanus Jlyranckoit Haponnoit PecnyOmuku
N -~ Mapuenko-TuxonoBa M. B.

O

Paspabotan Ha ocHOBe ["ocyapcTBeHHOT0 00pa30BaTEIBHOTO CTAHAAPTA CPETHETO
npodeccuonansaoro obpaszoBanus mo mpodeccuu: 08.02.01 CTpOUTETHCTBO U IKCIUTYaTaAIIHS
31aHUM U COOPYKEHUN

— )

YT1BepxkIEH 3amecTuTesieM aupekropano YIIP  — - “~ Yenypuos B. M.

(—.,

—

Cocrasurens: 3anuenko Mana Bukroposna npenonasarens ACK Jlonl THU



1. ITacmopT KOMIJIEKTA KOHTPOJIbHO-OLEHOYHBIX CPEICTB

B pesynbrate ocBoeHus mnpodeccuonanbHoro yuebnoit amcummimnael  EH.02.

«I/IH(l)OpMaTI/IKa» oOydarommiicsi 1oJpkeH obiamath npeaycMmorpernsiMa ['OC CITO JIUP

no cneura’dbHOCTH 08.02.01 «CTpOoUTENBCTBO M AIKCIUIyaTalUsl 3JaHUM U COOPYKECHUI
N (14% 1011120905

ymemlamu:
Yl. Pabortath ¢ pasHbIMH BHIAMH HHPOPMAIMK C IMOMOIIBI0 KOMITBIOTEpAa M IPYTHX
MH(POPMAIMOHHBIX CPEJICTB 1 KOMMYHUKAIIMOHHBIX TEXHOJIOTH;
¥Y2. Opranu3oBbiBaTh COOCTBEHHYIO MH(POPMAIIMOHHYIO AEATEIBHOCTh U IIIIHUPOBATH €€
pe3yJIbTaThl;
¥Y3. Hcnonb3oBaTh mporpamMmbl rpadUueCKUX PEAAKTOPOB IJIEKTPOHHO-BBIUUCIUTEIHHBIX
MaIlliH B MPO(ECCUOHATIBHON eI TeTbHOCTH;
¥Y5. PabGoTaTh ¢ makeTamMH NPHUKIIAIHBIX MPOrpamMM Mpo(ecCUOHAIBHOMN HANPaBICHHOCTH HA

OJICKTPOHHO-BBIYUCIUTCIIbHBIX MAallITMHAX ]

3HAHUSIMU:
31. Meroauky paboThl ¢ rpadUuecKUM PeAaKTOPOM JIEKTPOHHO-BBIUNCIUTEIbHBIX MAIIUH
MIpU pelieHn TpodeCcCHOHANBHBIX 3a/1a4;

32. OCHOBBI IPUMEHEHHS CUCTEMHBIX MPOTPAMMHBIX MIPOTYKTOB JJIsI PEIIICHUS

HpO(I)eCCI/IOHaJ'IBHBIX 3aa4 Ha 9JICKTPOHHO-BBIYUCIIUTCIIbHBIX MAallTMHAX ]

KOTOpBIE (POPMUPYIOT MPOPECCHOHATHHYIO KOMIECTEHIIUIO, U 00UIMMH KOMIIETEHIUSIMU:

OKI TIlonumarh CyHmIHOCTP W COLMAIBHYIO 3HAYMMOCTH CBOeW Oyayiieid mpodeccun,
MPOSIBIISITh K HEW YCTOMYHUBBIN UHTEPEC.

OK?2 Oprann3oBsIBaTh COOCTBEHHYIO AEATEIBHOCTD, BEHIOUPATH TUIIOBBIE METOIBI U CIIOCOOBI
BBITIOJTHEHUSI TTPO(ECCHOHATIBHBIX 3a]1a4, OIIEHUBATh X d(PEKTUBHOCTH M KAYECTBO

OK3 IlpuHuMaTh pemieHus B CTaHAAPTHBIX M HECTAHAAPTHBIX CUTYyallMsIX MU HECTH 3a HUX
OTBETCTBEHHOCTb.

OK4 OcymectBiaiaTh TIOUCK H  HCIOJB30BaHUE HWHPOpPMAIMK, HEOOXOAUMON It
3(pHEeKTUBHOTrO BBITIOJHEHUS MPOPECCUOHAIBHBIX 33/1a4, TPO(HECCUOHATBHOTO U IMYHOCTHOTO
pa3BUTHUS

OKS Hcnons3oBats MH(POPMAIIMOHHO-KOMMYHHKAIITUOHHBIE TEXHOJIOTUU B

1podecCuOHAIbHON JIeSITEIbHOCTH.



OK6 PabGortath B KOJUJIEKTUBE U B KOMaHAe, A(PPEKTUBHO OOIIATHCS C KOJUIETaMHu,
PYKOBOJICTBOM,TOTPEOUTENISIMHU.

OK?7 bpatp Ha ce0s OTBETCTBEHHOCTh 3a PabOTy WIEHOB KOMaH/bl (MOJYMHEHHBIX), 3a
pE3yJIbTaT BBINOJIHEHUS 3a/laHU M.

OK8 CamocTosTeIsHO ONpeaeiaTh 3a1a4u MPoGeCCHOHATBPHOTO U JTUYHOCTHOTO Pa3BUTHSA,
3aHUMAThCS CaMO0OpPa30BaHNEM, OCO3HAHHO TUIAHUPOBATDH MOBBIIICHUE :KBATHU(PUKAIIUH.

OK9 OpueHtupoBaThbcsi B YCIOBHMSIX YacTOM CMEHBI TEXHOJOIM B Npo(eCCHOHAIbHOU
NEeSITETbHOCTH.

OK10O BeITh rOTOBBIM K CMEHE TEXHOJIOTHI B IPOPECCUOHATBHOM JACSTEIILHOCTH.



2. OneHnBaHMe YPOBHSI OCBOEHHS YUeOHOH JMCHMMIHHBI

[IpenmeTrom oueHuBaHusl ciayxaT ymeHus u 3HaHus, npexycMmoTrpenHsie ['OC CIIO JIHP no mucnumnnube «ubopmaTtukay,
HalpaBJIeHHbIE HAa (OPMUPOBaHHUE OOLIMX U MpOodeccHnoHANbHBIX KoMIeTeHIM. [IpoMexyTouHas arrectanus 1o y4eOHON AUCLUIIIMHE

poBoIUTCS B (hopme nuddepeHImpyeMoro 3auéra.

®opMbI 1 METOBI

JyieMeHT yueOHOoI .
Texkymuid KOHTPOJIb IIpome:xxyToulsiast aTT, cTanus
AUCHHIUIHHBI
®opMa KOHTPOJIS IMposepsiembie OK, VY, 3 ®opMa KOHTPOJIS IIpoBepsiembie OK, V¥, 3
Tema 1. Yemmuwiii onpoc V:2-5;
Crtpykrypa u pyHknuonanbHas | I/Ipakmuueckue 3auamus 31-2;
opranuzanus DBM. bazoBsle Tucomennvie omeemul OK1-10.
CUCTEMHBIE IIPOTPAMMHBIE Cw.locmosamensHas paboma
MPOAYKTHI U MaKEThI
MIPUKJIaJHBIX IPOrpPaMM
Tema 2. Yemuwitt onpoc V.I-5;
OCHOBBI KOMIIBIOTEPHBIX Ipakmuueckue 3auamus 31-2;
KOMMYHHUKAIUI Iucvmennvie omseemeol OK1-10.
Camocmosmenvuas paboma
Tema 3. Yemuowu onpoc V.I-5;
OcHOBHBIE METObI U IPUEMBI Ilpaxmuueckue 3auamus 31-2;
obecnieueHust UHGOPMALMOHHON | [TucbmenHvle omeemul OK1-10.
0e30macHOCTH Ca.mocmosamenvnas paboma
ITpomeskyTounas Nuddepennupyemprii | V.[-5;
arrecTanus 3a4€T 31-2;

OK1-10.




3. 3agaHus 1J151 OLlEHKH OCBOCHUS Y4eOHOM THCIUNINHBI

3aoanus 6 mecmogoit popme (npumeput)

Tecm 1.

1. Ykaxure BE€PHOE€ BbICKA3bIBAHUE:

1
2.
3.
4

=

PO RERO

PoONDE N

KOMNIblomep COCMOUn U3 OMoebHblX MOOYJell, COeOUHEHHBIX MeHCOy COOOU MAUCMPAlbIO;
KOMIBIOTEp MpeacTaBiasieT coOoi enHOoe, HeAEIMMOE YCTPOICTBO;

COCTaBHBIC 4YaCTHU KOMHBIOTepHOﬁ CUCTCMBI ABJIAIOTCA HE3aMCHIACMBIMMU,

KOMITBIOTEpHAs CHCTEMa CIIOCOOHA CKOJIb YTOAHO J0JIF0 COOTBETCTBOBATH TPEOOBAHUSIM
COBPEMEHHOI'0 00IIIeCTBAa M HE HYXKIaeTCsl B MOJACPHU3ALIHH.

. YKa:KuTe YCTPOiicTBO KOMNBITEPA, BHINOJHSOIIEe 00padoTKy MHPOPMANH:

BHCIIHSS 1TaMsITh;
npoyeccop;
I\,IOffiTTOp;
KJIaBHawa.

. [Ipon3BoauTENBHOCTh PAOOTHI KOMIIBIOTEPA 3aBUCHUT OT:

THUIIAa MOHHUTOPA,

HaIIps)KCHUS MMUTAHUA;

uacmombsl npoyeccopa,
6I>ICTpOTI)I Ha>»XaTus Ha KJIIaBUIIIH.

. Kakoe ycTpoiicTBO OKa3bIBaeT BpelHOEe BO3/1eiicTBUE HA 3/I0POBbe YeloBeKa?

MIPUHTED;
CHUCTEMHBIN OJIOK;
MOHUMOD,
KJIaBuawa.

. OcHOBHOe HAa3HAYEeHHE KEeCTKOro JUCKa:

MePEHOCUTh WH(POPMAIIHIO;

Xpanums OauHsle, He Haxooawuecs ece epems ¢ O3V,
o0OpabaTeiBaTh WH(OPMAITHIO;

BBOJIUTH MH(OPMAIIUIO

. YKaxKkuTe y'CTPOﬁCTBa, He ABJAIOIINECA yCTPOﬁCTBaMH BBOJ1a l/IH(l)OpMaIIl/II/I:

KJIaBHATYPa;
Mom-umop;
MBIIIIb;
CKaHep.

. 3aBepmaeT BBOJA KOMaH/Ibl KJIAaBHIIIA:

Shift;
npobe;
Backspace;
Entee.

. Touka meuaraercs:

¢ xinasuiei Shift;



2. npocmuim Hadcamue.m Ha KIAGUULY
3. c knasuiueit Alt;
¢ kinasunrein Ctrl.

B

9. AKyCcTHYeCKHEe KOJIOHKH - 3TO:

1. ycrtpoiicTBO 00pabOTKH 3BYKOBOW HMH(MOpPMAIIUY;
2. ycmpoucmeo 6bl800a 36-YK0BOU UHDOpMayuUL;

3. YCTpOICTBO XpaHEHHUs 3BYKOBOH HH(pOpmauu;
4. ycTpOWCTBO BBOJA 3BYKOBOH HH(OpPMAIIHH.

10. B sanekTponHbix Tabnumax ¢popmyna He moxxkeT BK-J1touaTs B cebs
a) yncia

0) UMeHa sTYeeK

8) mexcm

11. B 3,1eKTPOHHBIX TA0JIMIIAX UMA siYeliKM o0Opa3yeTcs:
a) U3 UMEHH CTOJIOa

0) U3 HOMEpa CTPOKHU

8) u3 u.menu cnaoya u Ho.mepa anpolu

I') MPOX3BOJIBHO

12. Ecau B siveiike 3JIeKTPOHHOH Ta0J MIIbI 0TOOpakaeTcsi MOCJ€e10BATEIbHOCTh CHMBOJIOB
#HHHHE, TO 3TO 03HAYAET, 4YTO:

1. dpopmyna 3anucaHa ¢ OUIMOKOMN;

2. B (opMyIie ecTh CChUIKA HA ITYCTYIO KIIETKY;

3. B (opmyIe ecTh MUKINYECKasi CChUIKA;

4. cmonbey HeOOCMAMOYHO UWUPVK

13. Cpean npuBeeHHBIX HHKe 3anuce (POPMYJIOH IJISA 3JIEKTPOHHONH TAa0JIMLbI IBJISETCSH

TOJILKO:

1. A2+D4B3;

2. A2+D4*B3;

3. Al=A2+D4*B3;

4. =A2+D4*B3.

14. B xakoM pacIIMPEHHH MOKeT XPAHUTBLCH PHCYHOK?
1. EXE;

2. TXT;

3. BMP;

4. COM.

15. KoMmnbOTepHbIe BHPYCHI:

BO3HHUKAIOT B CJICJICTBUU COOEB B allllapaTHON YaCTH KOMIIBIOTEPA;
co30aromces 100blul CneyualvbHo 051 Hanecenus yuepoa IIK;
3apOXKIAIOTCS TIPU PabOTe HEBEPHO HAIMKMCAHHBIX MPOTPAMMHBIX MPOIYKTOB;
SIBJISIFOTCSI CJICZICTBUEM OIIMOOK B ONEPAIIMOHHOW CUCTEME.

N

85% BepHO - OIIEHKA «OTIUYHO
70% BepHO - OIIEHKA «XOPOIIIO»
55% BepHO - OlIEHKA «yAOBIETBOPUTEIHLHO.



Tecm 2.

1. TekcTOBBIIl peaKTOpP- MporpaMma, npeaHa3HaYeHHAS I ...

1) co3nmanusi, peAaKTUPOBaHUs 1 GOPMATUPOBAHUS TEKCTOBOM HHbOpManuu; *
2) paboThI C H300PAKECHHUSIMHU B MPOIIECCE CO3JaHUs UTPOBBIX MPOTPaMM;

3) ynpasinenue pe.cypcamu I1K npu co3manum JOKyMEHTOB;

4) aBTOMaTHUYECKOI0 MePeBOia C CAMBOJIBHBIX SI3BIKOB B MAIIMHHBIC KO

2. Bo BpeM#1 HCIOJIHEHHSI PUKIAHAS POrPaMMa XpPaHHUTCS:
1) B BU€OIAMSATH;

2) B mpolieccope;

3) B oniepaTHBHOM namsTH;*

4) s I13Y.

3. [IporpaMMoii apXuBaTOPOM HA3bIBAIOT:

1) nporpammy ISl yIUIOTHEHHsI HHPOPMAIIMOHHOT0 00beMa (cxaTus) daitios;*
2) mporpaMmy pe3epBHOTO KOMMUPOBAHHUSI

¢aiinos; 3)uHTEpIpPETATOP;

4) TpaHCISTOP.

4. TlpuMUTHBAMHU B rpa)uuecKOM pelaK.ope Ha3bIBAIOT:

1) npocrteiitme GUIypsl, pUCyeMblie ¢ MOMOIIBIO CIEIUAIBHBIX HMHCTPYMEHTOB TPa(UUecKoro peaakropa;™
2) omepalluu, BBIIOIHsIEMbIe HaJl (pailiaMu, COIepIKAIUMU N300paKeHUs!, CO3/IaHHBIC B

rpauIecKoM peaaKTope;

3) cpeny rpaduuECcKOTO PEAAKTOPA;

4) pexum paboThI rpaUIecKOro peaaKkTopa.

5. DekTpoHHas Tad/IMIIa MPEACTABJAET CODOOI:

1) COBOKYIMHOCTh HYMEPOBAHHBIX CTPOK M IOMMEHOBAaHHBIX OyKBaMH JIATHHCKOTO an(aBuTa CTOJIOLOB;*
2) COBOKYITHOCTh MIOMMEHOBAaHHBIX OyKBaMH JIATHHCKOTO ai(aBUTa CTPOK M HYMEPOBaHHBIX CTOJIOLIOB;
3) COBOKYMHOCTH MPOHYMEPOBAHHBIX CTPOK U CTOJIOIOB;

4) COBOKYITHOCTH CTPOK M CTOJIOI[OB, MIMEHYEMBIX ITOJIb30BATEIIEM MTPOU3BOIBHBIM 00Pa3oM.

6. Tadauubl B 0a3aX TaHHBIX NMPeIHA3HAYEHBI:

1) nst XxpaHeHUs: JaHHBIX Oa3bl;™

2) st orbopa 1 00pabOTKU JTaHHBIX Oa3bI;

3) [uist BBOJIA TAHHBIX 0a3bl M KX MPOCMOTPA,;

4) 11 aBTOMAaTHYECKOTO BBITIOJHEHUS TPYIIIBI KOMaH/I.

7. Kakasi mporpaMma cayKuT w1s o0padoTKH, N3MEHEeHUs U COXPaHeHHUs rpapuyecKkux 00beKToB?
1) Adobe Reader;

2) Adobe Photoshop;*

3) Web Publisher;

4) MSEXxcel.

8._Kakasi mporpamma siBJIsieTCSl 3aperncCTPHPOBAHHON TOProBoii Mapkoii kommauuu Microsoft
M NpeAHA3HAYeHA s padoThl B ceTH?

1) Internet Explorer;*

2)Mozilla Firetox;

3)Opera;

4)Google.
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Tecm 3.

Koraa nndopmanmsi 10CTynmHa TOJBKO TOMY, KOMY OHA NIpeIHA3HAYEHA, 3HAYUT eil o0ecrevyeHa ...

WMHUTOCTOMKOCTb
KOH(QHUICHIINATHHOCTh
LIEJIOCTHOCTh

*

ABTOpH3aUS ITO ...

ayTeHTU(HUKAIINS TUTIOC MPEIOCTABIICHUE HHINBUIYAJIBHBIX TIPaB IOCTymna *

CUCTEMA, UMCIOIIAs 3allUTY OT IMOIIBITOK HAPYIICHUS ITPABUJI pa3srpaHUYCHUS AOCTYyIIa
KOTJIa BCAKUM CyOBEKT JOCTYTA ISUCTBYET B paMKaX MPEAMMCAHHBIX My TTOJTHOMOYHI

ATaka Ha CUCTEMY ITO ...

3TO MOTEHIMAIHHO BO3MOXKHOE MPOUCIIECTBHE, KOTOPOE MOXKET ObITh HEMPEeTHAMEPEHHBIM
peanu3arus yrpo3sr*

MOATBEPKJICHUE TOTO, YTO OOBEKT, YUACTBYIOIIHNIA BO B3aUMOJCHCTBUH, SIBISIETCS TEM, 32 KOT'O ce0st
BbIJIACT

KonpuaenuunaabHocTh MH(OPMALMH 10CTUTA€TCHA IMYyTEM UCNOAb30BAHUA ...
cHernyanbHbIX KaHaJIoB *

aBTOPHU3AINHU

MOJTHOW TIOJIKOHTPOJILHOCTH U MOJOTYCTHOCTH JICUCTBUI omeparopa

CeTeBble aTAKH OCYHIECTBJISIIOTCS ...
B mipenenax JokaabHoi KC

n3-3a mpeaenos JokaasHou KC *
HETOCPEICTBEHHO B JIoKaiabHOU KC

I]ens - ocymiecTBICHHE B3JIOMA CHCTEMBbI Il HOJIyYeHUs] HECAHKIMOHHPOBAHHOI0 I0CTYIIA K
4ysK0ii MH(OPMALIMU - nPeciedyom ....

XaKepsl

Kpakepsl *

"Iy THUKH"

Onu B3J1IaMBIBAIOT CHCTEMY C LIEJIBIO €€ Pa3pyIleHus ...
"BaHganel'*

"mryTHUKH"

"B3moMIuKu"

Hayka o meTonax odecnne4eHusi KOH(PUACHIUAIBHOCTH ....
KPHUIITOJIOTUSA

Kpunrorpagust *

KpuInrTorpamma

IMoTeHIIHAILHO BO3MOKHOE PO CIIECTBHE, KOTOPOE MOKET ObITh NPeIHAMePEeHHBIM HIH
HenpeIHAMEPEeHHBIM U MOKET 0Ka3aTh HeXKeJlaTeJIbHOe BO3/IeliCTBHE HA CHCTEMY ...
yrposa*

aTaka

B3JIOM

. OHun INPOHUKAKT B CUCTEMY C HEJIbI0 KPakKu UWJIH MOJIMEHBI an)opMauml

BaHIAJIbI
IIYTHUKA
B3JIOMILUKA *



Tecm 4.

Bomnpoc 1. 'mob6anpHast ceTsh - 3TO ...
a. cucrema, cBsizamlbIx MeXIy cCOO0H KOMITBIOTEPOB
0. cucteMa, cBsizam1bl:X MEXTy COOOM JIOKATbHBIX CeTeH
B. CUCTE€Ma, CBS3AHHBIX MEXIY COOOU JIOKaJIbHBIX TEJIEKOMMYHHKAIIMOHHBIX CETEH
*r. cucTeMa, CBSI3aHHBIX MEXKIY COOOM JTOKATHHBIX CETeH U KOMIBIOTEPOB OT/ICIIbHBIX
noJb30BaTesei

Bomnpoc 2. YUto0Obl coeAMHUTD [1Ba KOMIIBIOTEPA 1O Teedom 1 :bIM JTUHUAM CBSI3H HEOOXOIUMO HMETh:
a. MoJieM
* 0. 1Ba MOJEMA
B. Tene(oH, MOJIEM U CIIeIUAIIbHOE MPOTPAaMMHOE OOeCIieueHUe
I. 110 MOJIEMY Ha KaXXJIOM KOMITbIOTEpPE M CIICIIHAIBHOE MPOTPAMMHOE OOSCIIeUCHUE

Bomnpoc 3. E-mail - 3T0:
a. IOMCKOBAsI porpaMmma
6. Ha3BaHME MTOYTOBOT'O CepBepa
B. IOYTOBAS IIpOrpamMma
*r. oOMeH MUCchbMaMU B KOMIBIOTEPHBIX ceTsax(anekTpolOiast moura)

Bomnpoc 4. IIporokon HTTP ciyxut ms:
*a. mepeiaun ruIepTeKcTa
6. nepenaun daiinos
B. YIIpaBJICHUSI MEepeaavu COOOIICHUSIMU
T. 3ammycka nporpammel ¢ ynanelOioro kommbroTepa

BOHpOC 5. Kakne KOMIIOHEHTBI BEIYUCIUTEIILHOU CETH HCO6XOI[I/IMBI JJIs1 Opranmu3alin
OJTHOPAHTOBOM JIOKAJILHOU ceTU?

*a. MOJIeM, KOMITbIOTEP-CEPBEP

0. cereBas 11aTa, CETEBOE ITPOTPAMMHOE 00ECIICUCHHE

B. KOMIIbIOTEpP-CEPBEP, paboune CTaHIIUU

. JUHUU CBSI3U, CETEBas: TUIaTa, CETEBOE MPOTpaMMHOE OOecIriedeHre

Bompoc 6. /1 npocmorpa WEB-cTpa:mi nperHa3HaueHBbI:
a. TIOMCKOBBIE CEPBEPHI
*06. Opay3epsbl
B. TeJIEKOH(pepeHN U
I'. IpOBalepbl

Bomnpoc 7. Kakoii kabenb obecrieunBaeT ckopocThio niepeaaun nalOl:pix mo 10 Mout/c?
*a. KoaKCHaIbHBIN
6. BuTas mapa
B. OIITOBOJIOKHO
. HET MPaBHJILHOTO OTBETA

Bomnpoc 8. Beibepute KOppeKTHBIN ajpec 31eKTpolOioli moyThI:
a. ivanpetrov@mail
0. ivan_petrov.mail.ix
B. ivan petrov.mail.ITl
*r. ivan_petrov@mail.ru


mailto:ivan_petrov@mail.ru

Bomnpoc 9. CxopocTs nepenaun naHHbIx paBHa 6000MOuT/MUH. ITO COCTaBIsET ... MOUT/C
a. 10
*6. 100
B. 3600
r. 36000
Bomnpoc 10. KomneroTep, moIkiIr0ueHHBIN K ceTH Internet, o6s3arenpsHO ©MeeT
a. URL-aznpec;
*0. IP-anpec
B. WEB-cTpanuny;
I'. JOMEHHOE UM,

Bomnpoc 11. Bribepure xkoppekTHblii [P-aapec kommbioTepa 6 ceTu
*a. 108.214.198.112
6.18.274.198.0
B. 1278.214.198
r. 10,0,0,1225

Bomnpoc 12. Onpenenure HoMep KomIiibrotepa B cetu o IP 215.128.255.106
a.215.128.255.106
6. 128.255.106
B. 255.106
*r 4. 106

Ilepeyenb BONMpPoOCOB, BHIHOCUMBIX HA au(depeHuMpPpoOBaAHHBIN 3a4ET

Uro Takoe mHpopmanus B nHpOpMaTuKe?

Uto Takoe MHPOPMAITMOHHBIE MPOLECCHI?

Buasl npencrasienus nHdopmanuu.

B xakom Bujie :mpejcTaBieHa UHGoOpMalus B KOMIIbIOTEpe?

Ha3zoBuTe MUHUMAIIBHYIO €IWHUILY M3MEpeHUs WHGOpMAIHI

HazoBute neHTpasibHBIE YCTpPOMCTBAa KOMIIbIOTEpA

Jlnst uero npenHa3zHaueH mpoueccop. OCHOBHBIE XapaKTEPUCTHUKU Ipoleccopa

HazoBute ycTpoiicTBa BBOAa MH(pOpMAIUU:

© o NS gk wWwNE

HazoBute ycrpoiicTBa BbIBOJa MH(MOpMALIUU

10. Ot 4gero 3aBucuT 0O0IIast MPOU3BOIUTEIBHOCTh KOMITBIOTEPA

11.Knaccuduxanus nporpaMMHOro obOecredeHust

12. lyis gero HeoOXoaMMa OIeparmoHHas cucTeMa’?

13. OcHOBHBIC OCOOCHHOCTH oreparnoHHo# cuctembl Windows.

14. OcHOBHBIE 3JIEMEHTHI IOJIB30BATEILCKOTO UHTEPdEiica

15. TlonsaTue daiima

16. OcHOBHBIE NEHCTBUS, KOTOPbIE MOYKHO BBITIOJIHUTH B ITporpamMme Moil KoMIbroTep
(ITpoBonHUK).

17. Ha3znauenue WHQPOPMAIIMOHHO-TIOUCKOBBIX CHUCTEM

18. Uto Takoe pensruoHHas 0aza JTaHHBIX

19. Yrto Takoe cereBast 0a3za JaHHBIX

20.Yrto Takoe nepapxuyeckas 0a3a JaHHBIX

21. TTonsgarue «mnosiey IToHSATHE «3aIUChY



22.
23.
24,
25.
26.
27.

28.
29.
30.
31.
32.
33.
34.
35.
36.
37.
38.
39.
40.
41.
42.
43.
44,
45.
46.
47.
48.
49.
50.

[TonsiTue cTpykrypa 6a3bl nanHblx OcHoBHBIE 00BbekTHl CYBJ] Access
AHTUBHUPYCHBIE TTPOTPAMMBI.

Kak orpanmuuts goctym Kk (¢aiigaMm) MOCTOPOHHUX ?

Kakue yctpoiicTBa MCHONB3YIOT Af1S COSIUHEHUS KOMIBIOTEPOB B JIOKAJIBHON CETH
Tu. 1bl coenMHEHUs KOMIIBIOTEPOB B JIOKAJIbHOU CETH

Kakue ycTpoiicTBa HEOOXO0AMMBI A1 MOIKITIOYSHHST KOMITbIOTEpa K ceTr IHTepHeT 1o
KOMMYTHPYEMOMY KaHaJy

Bcemupnas mayruaa (WWW)

Dnexrponnas moyra (E-mail)

OcHOBHBIEC TIpaBUJIa MOUCKA UHHOPMAIHI

Yro cuuraercs ab3arem B mporpamme Word?

[TocnenoBaTenbHOCTH KonupoBanusi Tekcra B Word-e

OcHOBHBIE IpaBUJIa TEKCTA.

Kakue ocnoBHbie KOMaH bl B MeHIO Daitn?

Kakue ocnoBHble kKOoMaHIbl B MeHIO [IpaBka?

Kakue ocHoBHBIE KOMaH/IbI B MeHI0O Dopmat?

Kakue ocHoBHBIE KOMaH/bI B MeHIO BcTaBka?

Kakue ocHoBHBIE KOMaHbI B MEHIO Tabmuia?

JIBa Tuna rpaduyeckoit HHGOpMaITUHU

[TpuHIIUIT TOCTPOEHUSI PACTPOBOTO PUCYHKA

[TpuHIUIT TOCTPOEHUS BEKTOPHOI'O PHUCYHKA

[TonsiTue «pazpemaronias CrocOOHOCTh MOHHUTOPA»

[TonsiTue «rioyouHa 1iBeTay

Yto Takoe «MyJIbTUMEANAY ?

DTarnbl co3ganus npeseHTanuu B PowerPoint

Yro takoe popmyna? Uro takoe pyHKIuA?

Kakas nnpopmanmss MOXKeET HaXOIUTHCS BHYTPU SYEEK DIIEKTPOHHOU TaOIUIIBI
Kak 3agaercs agpec siueliku? Anpec quamna3zoHa sueek?

JI71s1 4ero MOKHO HCTOJIb30BaTh MapKep aBTO3AIOIHEHUs?

[ToHsiTHEe OTHOCUTENHHON M aOCONIOTHOM aJpecaliui.



MeToau4yeckue yKazaHus K
JadopaTopHoii padorte

OcHOBBI padoThI ¢ TEKCTOBBIM nmpoueccopom MS WORD
1 Ieap padoThI
OCBOHTH OCHOBHBIE IIPUEMBI paOOTHI C TOKYMEHTaMHU.
2 3agauu padoTbl
W3y4uTh paboTy TEKCTOBOrO MPOLIECCOPa, HAYUYUTHCS CO3AaBaTh MOKyMeHTHI B WoOrd.
3 Coaep:xkanue padoThl
3.1 3amycruts npuinoxenne MS Word. O3HakoMUTBCsE ¢ 001aCTAMEI 3KpaHa; OCBOUTH [IEPEMEIICHHE 110 SKPAHY C MOMOIIBIO MBIIIH
Y KHOTIOK MPOKPYTKH; 03HAKOMHUTHCS C MMyHKTAMH MEHIO M KHOTIKAMH Ha TAaHEJIM HWHCTPYMEHTOB. [100YepeTHO BKITIOYUTH HECKOIBKO
MYHKTOB TJIABHOTO MEHIO, 03HAKOMHUTHCS C IIPUHITUTIOM PACIIOJIOKEHUS M BHI30BA UX OIIIHMA.
3.2 Bgectu Tekct no o6pasiy u3 [Ipunoxenuss A. Caenatb npoBepky opdorpaduu tekcta. OTpeiakTUpOBaTh €ro, 100aBUB
B KOHIIe 3-10 ab3ama GopMyJly, yUUTbIBass BEPXHUE U HUIKHUE PETUCTPHI:

D Bu1e.. Dibe= bo® 2™ +bp*2™ 1 +... + by * 2! + by *2°.
Hanpavep, (10011), = 1 *2*+0*2°+0*2%+1%2'+1*2° =(19)y9

3.3 OrdopmaTHpOBATH TEKCT. Y CTAHOBUTH MapaMEeTPhl CTPAHUIIBI: BEpXHee moJie - 2,5 cM; HIKHEe - 2 CM; JIEBOE - 3 CM; IIpaBoe - 2
cM. Oopmuts ad::larel, ycTaHOBHMB "KpacHYIO CTpOKY". 3a/1aTh BeIpaBHUBaHHUE i 1-T0 ab.3a1a- 110 JICBOMY Kparo, HauepTaHHE
«0OBIYHBIIY, pasmep mpudra 14, nus 2-ro ab3ana- 10 LEHTPY, HaUepTaHUE «IIOJIY>KMPHBIN», pazMep mpudra 12, ans 3-ro ab3ana-
10 MPaBOMY Kparo, HauepTaHHue «KypCcHUB», pazmep mpudra 14, s 4-ro ab3ana- mo mupuHe, HAUepTaHUE «IOTICPKHYTHIN», pazMep
mpudra 10. B 4-m ab3arie, yCTaHOBUTD MOJIYTOPHBIA MEKCTPOUYHBIH HHTEpBAII, B 5-M a03alie - TBOHHON MEKCTPOYHBIA HHTEPBAI.
BreienuTs BBeIeHHY0 (GOPMYITY U TPUMEHUTh KoMaHy dopmar | HpudpT | AHuUMAanus.
3.3 Caenatb oOpaMiieHue UIsi moOoro u3 adb3ales, IOMEHATh LBeT mpudTa U GoHa.
3.4 CoxpaHHUTh JOKYMEHT B ¢ailie 1 0pOpMHUTH OTUET.
4 O0wmmue 1M0JI0KEHHs

4.1 TloHsiTHE 0 TEKCTOBOM Mpolieccope
TekcroBblii npoueccop (TII) - sTo npuxiagHOe HPOrpaMMHOE OOECIEUEHHUE, HCIONb3yeMoe A COo3laHus M (OopMaTUPOBaHUS
TEKCTOBBIX JOKYMEHTOB, B KOTOPOM LEJBIA psia mpolenyp (GopMaTHPOBAHHS: M PENAKTUPOBAHUS BBIIONHSIIOTCS aBTOMAaTHYECKH.
BcnomoratensHbIe TporpaMMbl Wil MacTepa IMO3BOJISIIOT CYIIECTBEHHO YIPOCTHTH IMPOIECC CO3JaHMsI JOKYMEHTOB, (DaKCcOB, ITHCEM,
Opornop, pyKonucei M Te3UCOB.
TIpunoxxenne Microsoft Word paspaborano cnienuayibHO Jiisi 00paboTku TekcToB. Paiin:b1 Word HazpmarT qokymeHTaMu. OOBIYHO
JIOKYMEHTBI COZAEp)KaT HEe TOJIBKO TEKCT, HO U TpaduuecKkue H300pa)KCHUs,, MapKUPOBAHHbIE CIIUCKU M pa3jHuHble TUHOrpadckue
9JIEMEHThI, Hampumep, OykBuubl. TekcTbl M MImMOCTpanuu MHOTUX (OPMATOB MOryT Obllb UMHOPTUpOBaHbl B Word u3 Apyrmx
IpOrpaMM M BCTPOCHBI B TEKCT JOKYMEHTa, B PE3yJbTaTe 4Ero OHU CTAHOBSTCS 4YacCTblO TEKCTOBOro ¢aitna Word, mponosxas
cyuiectBoBath W B BuAe 'cBoero" ¢opmara. B Word moxHO co31aBaTh NOKYMEHTBI, PEOaKTHPOBaTh, (OPMAaTHPOBATH W

peleH3upoBaTh MX, BBIBOAWTH Ha mevath. 3Hadok Word 2000 wmeer Bun I I\J .
4.2 dxpan \VORD
Tocne 3anycka M Word, na skpane mosiBiseTcsi OKHO MPHJIOXKEHHsS, B KOTOPOM PACIONIararoTcsl JOKYMEHTB. MHOrOOKOHHas
oprauu3arys Word o3BOJISIET OHOBPEMEHHO 00padaThiBaTh HECKOJIBKO TOKYMEHTOB, EPEKIII0UasiCh ¢ OJHOTO Ha Apyroi. Kaxasrii
IOKYMEHT PAacCIIOJIOXEH B CBOEM OKHE, KOTOPOE COJEPKUT OCHOBHBIC 3JIEMEHTHI MPUKIAIHOrO okHa (cM. ab. padory Windows
Yactp 1, 2). OObIUHO IOJ CTPOKON MEHIO HAXOIATCS [BE HaHenn WHCTpyMeHTOB - CranmaprHas u dopmarupoBanue. UToOBI
BBIBECTH WJIM yOpaTh NaHed b C JKpaHa, CleayeT BbIOpaTh KomaHumy Bun P Tanen WHCTPYMEHTOB, a 3aTeM IIEJKHYTh Ha MM
HYy>KHOM manenu. Eciiv maHens NIpUCYTCTBYET Ha 9KpaHe, TO PAJOM C €€ UMEHEM OyJIeT CTOSITh MeTKa "
B oxHe nokymentoB \VOrd MOXHO BbMECTH [BE JAMHEHKH - TOPHU30HTAIBHYIO W BEPTHKAlIbHYI. Ha rOpH3OHTaIbHON JIMHEHKE,
pacroIoKEeHHOH B BEpXHEH YaCTH OKHA JIOKyMEHTa, OTMEUeHa JUTMHA CTPOKHU. DTy JIMHEHKY MOKHO MIPUMEHSITh ISl 3aJJaHUS] ITUPUHBI
rmoJiel, KOJIOHOK M OTCTYIIOB, a TakkKe YCTAaHOBKH TaOyJsITOpOB. BepTHkaibHas JHHEWKa pacrojioKeHa BIOJb JIEBOTO Kpas OKHa
nokyMeHTa. C ee TOMOIIBIO MOYKHO U3MEHUTH BEPXHEe M HUYKHEE OIS CTPA.UHIIbI,  TAK)KE BBICOTY CTPOK B TaOumua.X. B oObr4HOM
pexxume mpocmorpa Word aBromMatHdeckn 0TOOpa)kaeT rOpH30HIAT:BHYIO JIMHEWKY, B PEXHME pa3MeTKH - o0e suHeiku. [pn
JKEJIAaHUU MOYKHO yOpaTh JIMHEHKH ¢ okpaHa. /[t OTOOpaXKeHUsT M COKPBIIHSI IMHEeK HY)KHO BBMOJHUTD Komanny Bunl — JIuneiika.
B mmxue#t gactu okxHa Microsoft Word pacmonoxena crpoka coctosiHusi. B Hell BbmoaSITess pasindHbie cooOmeHus: (Hampumep
HOMEp CTPAHHUIIbI, pa3/iena, 001ee KOJINIeCTBO CTPAHHUIL JOKYMEHTa, U T.I1.), @ TAKXKE CIpaBOYHast HH(HOPMALIUSL.

4.2 PadoTa ¢ TIOKyMeHTOM

4.2.1 Co3nanue 10KyMEeHTa
Iocne 3amycka Word OoTKpbIBaeTCs HOBBIH JOKYMEHT, MOJArOTOBJICHHBIN Jasi BBOJAA TeKcTa. MOJYKHO CO37aTh HECKOJBKO HOBBIX
nokyMmeHToB. Bee nokymenTs | Microsoft Word cospatorest Ha ocHoBe miabioHoB. [11aboH - 310 citykeOHBbIH (aili ¢ paciupeHnem
.dot, KOTOpPBIil COMEPIKUT BCEBO3MOKHYIO HH(DOPMAIMIO O CTPYKTYype U 0HOPMIICHHH TOKYMCHTOB KOHKPETHOTO ThMa: GparMeHTs |
CTaHIapPTHOTO TEKCTa, CTUJIH, diel | -reHThl aBTOTeKCTa, MAaKPOKOMAaH/IbI, COCTAB MaHeleil HHCTPyMEeHTOB. JIJIsi JOKYMEHTOB 00IIero
THIIA IPEAYCMOTPEH cranaapTHbii mabnon O6sraneii (Nonnal.dot)
JUist CO3/aHMsT HOBOTO JOKYMEHTA MCIONB3yioT komarxy Daiin P> Coszath, 3aTeM B OTKPHMIIEMCS JMATOrOBOM OKHE  HY)KHO
BBIOpaTh CHaYaJsia BKJIABIII, a 3aTeM Ia0JIOH, Ha OCHOBE KOTOPOTO OyIeT CO3/IaH JOKYMEHT, TOCie Yero MeJKHyTh KHomKy OK.



OOBIYHBIC IOKYMEHTBI CO3aI0TCsl Ha OCHOBe madioHa Hoewlil mokvMeHr. Taxoke 1yt cO3aHus IOKVMEHTa Ha OCHOBE 1Ta0JI0Ha
HoBblit nokymeHT HCTIONB3yETCS KHOTIKA

4.2.2 OTKpbIue JOKyMEHTa

Jlist OTKPBITHS CYIIECTBYIONIETO JOKYMEHTa HE06X0TMMO BIGpaTh Komanty Maiin P> OTKpbITH HIH MIETKHYTH KHOIIKY © - = 0CKe
4ero OTKPOETCs AUAIoroBoe okHO OTKpbITHE JOKYMEHIa, B KOTOpPOM B rosie [1anka BeIOUpaeTcs AUCK.IIe HAXOAUTCS HYKHBIH
TOKyMeHT. B mone, KoTopoe pacronokeHo HIKe, HeOOXOAUMO BHIOPATh (IBOHHBIM IIEIYKOM) TIAMKY C JOKYMEHTOM M CaM JOKYMEHT.
ITo yMOT4aHUIO B TIOJIE CITHCKA BHMOISATCS TOJBKO (Baiibl ¢ nokymeHTamu Word. [lns Bbmoya Ipyrux THIOB (aiiioB Win Beex
(aiinoB HEOOXOAMMO BEIOPATH COOTBETCTBYIOMMM T B rosie Tun daiinos.. Jokymenrst Microsoft Word nmerot pacumpenne .doc

U 3HAuKH |@ 1J

4.2.3 CoxpaHeHue JOKyMEHTa

[,'IA coxpaneHus TOKyMeHTa HE0OOXOIMMO BBI3BAaTh KOMaHy MeHI0 Daiin I CoXpaHUTh WX METKHYTh KHOTIKY IJ « [Ipu mepBom
coxpaHeHnu nosiB1Tres puanorosoe ororo Coxpanenue jgokymes'''a, rae B mone Ila..u:ka ciaemyer ykasars IUC:K, B TOJIE,
PAacToNOKEHHOM HHKE - TIANKY, B KOTOPOW HEOOXOIUMO COXpaHUTh TOKyMeHT. B mone Tum ¢aiina - dopmar, B koropom Oyaer
COXpaHeH JoKyMeHT. B mmose Ums aiina - BBecTH uMs (aiiyia JOKyMEHTa U HaxKaTh KHOMIKY COXPaHHTb.
[1py MOBTOpPHOM COXpaHEHHUH AUATOT0BOE OKHO COXpaHEHHE JoKyMeHTa He BBMOINTCS, TOKYMEHT aBTOMATHYECKH COXPAHSIETCS B
TOM Xe Qaitne. Ymobbl COXpaHUTH JOKYMEHT MO IPYTHM UMCHEM KU B IPYTOH MArke, ciaeayeT B MeHio Daiiin BEIOpaTh KOMaH/Ty
CoxpaHHTh Kak, [OCIe 4ero MosBUTcs OkHO CoxpaHeHHe JOKYMEHTa.

4.2.4 3axpbrrie JOKYMEHTA
0,'I51 3axpeiTus 1011.-ymMmeHra HeoOX0AMMO BBIIONHUTE KOMAaHIY ®aiinl  Borxon mm MIEJIKHYTh KHOMIL-Y X OKHa JOKYMEHTa.

4.2.5 Ileyatb TOKYMEHTOB
[IpocmaTprBas TOKyYMEHT Ha SKpaHe J0 €T0 BhMO/a Ha eYaTh, MOKHO COKOHOMUTE BpeMs 1 JeHbru. Word mpeocTaBusiet
BO3MOKHOCTh YBUJIETh TOYHOE PACTIONOKEHNE TEKCTa HA KAXKAOW MeYaTHOM cTpaHuile. [{is 3TOro UCTIONb3YIOT KHOIKY

IIpenBapuTenbHbIil MPOCMOTP I . \] yKOTOpas BBI3bINAET ITaHEIb HHCTPYMEHTOB IIpeaBapuTe/bHblii IPOCMOTP, II03BOITOIIAS C
MaKCHUMaIIbHOW MOJHOTOM MPOaHaIM3UPOBaTh, Kak OyAeT B:BITIIIJIETh HalleYaTaHHbINA TeKCT. BBIITH U3 pexuMa peaBapuTeIbHOTO
MIPOCMOTPa MOXKHO € TIOMOIIHIO KHOITKH 3aKpbITh VT :KJIaBUIIN ESC.
4.3 PaboTa ¢ TEKCTOM
4.3.1 Bpienenue (parMeHTa TekcTa
®parmenToM Ha3bIBAaCTCs HENPEpPbMHAs YacTh TEKCTa. Beraenenue hparMenTa qemaet ero 00beKTOM HOCe Ay omeH KOMaH/IbL.
BoigeauTs parMeHT - 3HAUUT «IIOACBETUTEY» €r0 C IIOMOILBIO MBILIY WIX :KJIaBUarypbl. J{is 3TOr0 HYyKHO YCTAHOBUTh YKa3aTellb
MBIIIIH B JIEBOE T10JI€ (OH MIPEBPATUTCS B CTPELI<Y, HATIPABJIECHHYIO BIpaBo). [Ipu HaxxaTuu JIeBOM :KJIABUIIN MBIIIH BBIICIUTCS OTHA
CTpOKa, IIPH IBOWHOM Ha)KaTUH - a03all, pH TPOIHOM - BeCh JIOKYMEHT. [[iist TOT0, YTOOBI BBIICTUTD OJHO CJIOBO, JOCTATOYHO
JIBKIbI IIETKHYTh HA HEM MBINGIO. Jlist TOTO, YTOOBI BBIJETHUTH OAWH ad3all He0OX0AUM TPOMHOM IIETYOK MBI HA HeM. [lis
BBIJICIICHHS OJTHOTO MPEAJIOKCHUS CISAyeT Haxarh :KiaBuiry Ctrl M IIeTKHYTh MBIIIBIO B TIPEIUIOKEHHH; /1S BBIICICHUS BCETO
TEKCTa BBMOJIHUTh KOMaHY HpaBKa BbI):[G:IH_ITL B € WJIM Ha)XXaTh K.wuw.IL,Y Ctrlu HICJIKHYTH MbilbO B JICBOM IIOJIC.
YT00BI BHIACTUTH (HYPAarMEHT TEKCTA C TOMOIIBIO KJIaBHAryphbl, HEOOXOANMO YCTAHOBHThH KYPCOp B Hauajio (hparMeHTa 1, Haxas
:knaumry Shift, :kmaBumamu ynpaBieHuss KypcopoM pacTsSHYTh BBIIEICHHE Ha BECh (h)parMeHTr.
CHSATB BBITICIICHIE MOXHO IIETYKOM MBIIIN B JIFOOOM MecTe TekcTa. [Ipy BbrieieHHn HOBOTO ()parMeHTa MpeIbIIyIee BhIICICHHE
CHHMMAETCS.
4.3.2 PegakTupoBaHue TEKCTA
[ox penakTrpoBaHneM MOHUMAIOT U3MEHEHHUE yike CYIIECTBYIOIETO JoKyMeHTa. CHMBOJ CIIpaBa OT :Kypcopa yAaJIsSeTcsl :KIaBUIeh
Delete, cumBon cieBa or Kypcopa - knasumreir Backspace. JJis yna.merns dparmenrta TekC'ra ciieayeT BBIACIUTD €r0 M HaKaTh
:knasumny Delete. Eciii BbraenTh parMeHT TeKcTa M HabpaTh Ha KJIaBUarype HOBBIN TEKCT, OH BCTABUTCS BMECTO BBIJICIICHHOTO
(parmenra.
UtoOsI pa3nenuth ab3all Ha jBa, HEOOXOAUMO YCTAHOBUThH KYpCOp B TPEATNOIaraeMblil KOHEI IepBOro ab3alia 1 HaxaTb :KJIaBUIITY
Enter (mpy HAXXaTHH :KJIABUIIHA ENnter B TEKYIIYIO MO3UINIO Kypcopa BCTABIISIETCS HETIEUaTaeMbIi CUMBOJI ,f). Jlnst BKIFOUCHUS/

OTKJIIOUCHUA PCIKHUMaA MPOCMOTpPa HENCUATACMbIX CUMBOJIOB UCIIOJIB3YCTCS KHOIIKA 1 1 . HemeuaTaeMbie CMBOJIBI YAQIAOTCA KakK
o6bryHbIe, KIaBumamu Delete m Backspace.

4.3.3I1posepka ophorpaduu 1 rpaMMaTHKH
[Ipu BBOJIE TekcTa Word moiuepKrBaeT KpacHOM BOJHUCTOM JIMHUEH CIIOBA, KOTOPBIC HE HAX.OJUT B CBOEM clIoBape (HampuMmep,
HMeHa COOCTBEHHBIC, CIIOBA C OITMOKAMH), FJIH CTOSIIUE PSIOM MOBTOPSIIONINECS CIIOBA (HATIPUMED, KOHOY», OHOY). DTH OIITHOKA
MO>KHO HCTIPABIIATD TI0 MEPE HX TIOSBICHHS WK B KOHIIE paOOTHI HAl JOKYMEHTOM. Jliis HCHIPaBICHHs op(orpadhuaeckux ommbdoK BO
BpEMs BBOJIa TCKCTA H606X0]11/IMO BBI3BATb :KOHTEKCTHOC MCHIO CJIOBA, ITOJAYCPKHYTOT'O KpaCHOﬁ BOJIHUCTOM J'II/IHPIGﬁ, 3aTEM
MIETKHYTh Mpe/TaracMblil BApHaHT 3aMEHBI HJIM YKa3aTh HA HEOOXOJAUMOCTh HE M3MEHSTh aHAJIOTHYHB | € CJI0BA B MOCIE/YIONIEM
Tekcte. Ecnu Tpebyercs mpoBEpUTh BECh TEKCT HA HANMUYKE Op(OrpauuecKux OmmOOK, TO MOKHO BOCTIONB30BATHCS CIICIHATBHOMN

MporpamMMoii TPOBEPKHU NPaBOMUCaHUsI KoMaHA0N CepBuc | IIpaBonucanue MM KHOIIKA HpaBonncanan .
Ecmr tpeGyercst moMors B mog0ope Hy»KHOTO CIIOBA, TO UCTONB3YIOT Te3aypyc (croBaps cuHOHH.MOB) \VOrd. On COKOHOMHUT BpeMst 1
YIyULIUT Ka4eCTBO JOKYMEHTA.
4.4 dopmaTupoBaHHe TEKCTA
®opmaruposanne - 370 crocobrocts M M3MEHITH OhopMIIeHHE TOKYMEHTa Ha CTpaHHue:
BBIPABHUBATH TEKCT - IEHTPUPOBATD, IPUKUMATD K JIEBOH UM PABOI IPaHULE, PABHOMEPHO PACIIPEIENATh CI0BA B CTPOKE;
YCTaHABIIMBATh MEKCTPOUHB | i MHTEepBa (pa3peKeHHOCTh CTPOK Ha CTpaHUIIe) 1 MeKOYKBEHHS | if MHTEpBa B CIIOBE;
HCTIONB30BaTh Pa3HbIe MIPUQTHI U T.II.
M3MEHSTH TPAHHUIBI pPA00YETO MO, ONPEIETIAs OIS CBEPXY, CHHU3Y, CIICBA, CIIPaBa;
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4.4.] BeipaBHUBaHHE TEKCTa
dopmaTHpoBaHHE TEKCTa YACTO MPUMEHSETCS 10 OTHOLICHHIO K ab3aiy. Ad3an - pparMeHr TeKCTa, MPOLECcC BBOJA KOTOPOTrO
3aKOHYMJICA Ha)KaTHeM Ha knasuwy BBoaa Enter. Kak Toibko BBOAMMBIN TEKCT TOCTUTAET MPABOM I'PaHUIIbI, TEKCTOBBIN IIpoLIeccop
aBTOMAaTHUYECKH MEPEBEIET ero Ha CIeaAyolLyo cTpoKy. Ecml BBoguMoOe cii0BO He moMelaercs Ha OCTaBUICIiCsl CTPOKE, TO
TEKCTOBBIH MPOIECCOP aBTOMAaTUYECKU HAYNHAET HOBYIO CTPOKY.
TTo ymomyanuto Tekct B Word BeIpaBHHUBAETCSI 110 JICBOMY Kparo, PU ATOM IPaBbIi Kpall ocTaeTcsi HPOBHBIM. [Insi GOJIBIINHCTBA
JIOKYMEHTOB 3TO BBITJISIIUT IIPUEMIIEMO, HO IIPH JKEJIAHUH MOKHO U.3MEHUThH BBIPABHUBAHHE HEKOTOPHIX a03aleB U 3a]aTh
BBIpaBHUBAaHME BIIPAaBO (HAIpUMeEp, 1aThl B TUChbME, IIPU 3TOM HEPOBHBIM Kpal ocTaHeTcs cieBa). BelpaBHUBaHHE 1O opMary
CTPOKH (B 9TOM ciy4ae CTPOKH PABHOMEPHO PACHPEeNIATCs MEXY JIEBBIM U MPaBbIM MOJIsIMH ). CIIe Ay IOLINI THI - BEIpPAaBHUBAHUE TI0
LEHTPY- YacTO UCIIOJIB3YETCs Il 3ar0JIOBKOB (IIPH ATOM U JIEBBIH, U IPaBbIi Kpasi - HEPOBHBIE). [N TOro, 4ToObl BEIPOBHSATH
a03a1r HeoOXOIUMO €ro BBIICIHUTH, a 3aTeM HUCII0JIb30BaTh KoManay @opmat | Ad3an unm KHONKYU HA MMaHEIH HHCTPYMEHTOB

dopmaTtupoBaHue . Ans Toro, 4ToOBl YCTAaHOBUTH "KPacHYIO CTPOKY'" B ab3ale HY»KHO IPUMEHUTh KomMaHay dopMmat

|  Agzanl IlepBast CTpolca| OreTyn.

4.4.2 YcraHOBKA MEKCTPOUYHOTO MHTEpBaja
Hu.3xas pa3pe:keHHOCTH CTPOK (T.e. HEOONIBIIOE PACCTOSIHIE MEXKITY COCETHUMHU CTPOKAMHM) 3aTPYAHIET YTCHHE, @ BBICOKAs - IeIaeT
JIOKyMeHT MajonH(opmaTtuBHbIM. [1119 mpas. 1 11.bHOTO BBIOOpA pa3pekeHHOCTH CTPOK HEOOXOIMMO BBIJCIIIE (ParMeHT, a 3aTeM
HCTIONIb30BaTh KoMaHay ®opmat | Adsaul MexcTpouHslii. Jlasiee BBIOpaTh 1.3 CITUCKA OJIMH U3 HY)KHBIX HHTECPBAJIOB,
HampuMep, OJUHAPHBINA, TOTyTOPHBINA, TBOWHOM.

4.4.3 YcranoBka .lnpudros

OJHUM U3 OCHOBHBIX BOIIPOCOB TP CO3/IaHUH JIOKYMEHTA sIBJISeTCs BRIOOD THMa . ImpudTa, ero cTuiis u pa3mepa, a Takxe
onpezeseHus] TpeOOBaHUH K TUIOTHOCTH ITeYaTH Ha CTPOKe U Ha cTpaHule. Tum mpudTa (M npuHATHIA B mosmrpaduu TEpMHUH
rapHuTypa . lmpudTa) onpenenser 0COOSHHOCTH HAIMMCAHUS 1IeJI0r0 Habopa CHMBOJIOB, BIOIIOYAIOIIETO 3arjaBHbIe U CTPOYHBIE OYKBHI,
U PBI, 3HAKK MyHKTYallUU U CIelUaIbHble cuMBOIibl, (Harpumep, Times New Roman Cyr, AriaJ Cyr wiu Courier New Cyr). Bei6op
.lmpudra nomxen coorBeTcTBOBATH HH(OPMALIUU, KOTOPYIO HEOOX0AUMO nepenats untaremo. Hlpudr He nosmkeH ObIIb HU CIUIIKOM
3aMETHBIM, HH CIUIIIKOM OpJUHAPHBIM. [IpaBuiIbHBINA BHIOOD mIpU(Ta, €ro CTUIs (KHUPHBIH, KypCHB, OOBIYHBIN) U pa3Mepa

aKIEHTUPYET COIepKaHne COOOIIECHUs, He PUBJICKas BHI/IM1HI/IH K camoMmy . lipudry. Ans dopmMaTHpOoBaHUS TEKCTa HEOOXOIUMO
BBIIETHUTH (pparMeHr, 3aTeM BbmMOJHUTH KoMany @opmat | HIpudT mimy mienkHvVTh 0HY U3 KHOTIOK Ha ITaHETH HHCTPYMEHTOB

d)opmarnponannel 1 1 1 1 MOXHO OJHOBPEMEHHO HCIIOJIB30BaTh HECKOIBKO paMeTpoB (opMaTupoBaHus. [nsl yCTaHOBKH
HEKOTOPBIX cHeIP(P(EKTOB B TEKCTe HEOOXOAMMO BBINCIUTh HYXKHBIA (parmeHr, (Hampumep, (GopMyiy), HOCIE 3TOrO IPHUMEIONb
KOMaHIy CDopMaT| lIIpm[)Tl AHuManms.
Pa3zmep mpudTa nnv nHade Keripb - 9TO ero BepTUKAIBHEIN pa3Mep, n3MeHseMbli B myHKTax (1 myHKT paBHsietcs 0,376 Mm).
VcranaBiuBaeTcs: KomaHoi dopmat | Hlpm[)T| Pa3smep. [11s 60IBITMHCTBA JOKYMEHTOB HcToib3yercs 10 - 12 -nyHKTroBbie
mpUQTHI, B TO BpeMsl KAK ra3eTHas 1ojioca MOKET UMETh TOJIbKO 8- MyHKTOBBIH mpu@dr. Pazmep mipudra 6osee 14 myHKTOB OOBIYHO
HCTIONB3YETCs NMULLIb JIUTs 3ar0JI0BKOB M BbIeaeHUil. [IpudThl pa3snuyHBIX THIOB, HO OJJHOTO pa3Mepa Heo0sA3aTeIbHO BRITIISAST
OJIMHAKOBBIMU 10 BenmunHe. Hanpumep, 14- nynkroseiit Timmes New Romran Cyr umeeT O0JIbIIHi BEpTHKAIBHBIN pasmep, ueM 14-
nyHkroBeiit Conricr New Cyr. A jist Toro *1io0bs1 BBecTH (HOPMYJTy COOTBETCTBYIONUM 00pa3zoM (Bepxuue uiryin mIDKHIe unmekcer),
He0OXO0UMO BBIIEIUTE ATOT PparMeHT, 3aTeM IPUMEHUTh KoMaHay dopmat | l_llpml)T| ddekThI (YCTAHOBUTH HEOOXOIUMBIE
(hraxku pucyHox |).
IIupuna cTpoku (KOJIOOII) ONpenessieTcs KOJINYeCTBOM 3HAKOB, KOTOPbIE MOTYT ObITh Ha Hel momenieHsl. OOBIYHO OMUMAaILHOMN
CUUTAETCs LIMPUHA CTPOKH B IIpeseiiax oT 45 1o 60 cuMBOJIOB.
4.4.4 TlapaMeTpbl CTPaHUIIBI

PasznnuatoT norudeckyro u pusnueckyio ctpanuisl. @uznyeckas crpanuna (win "pasMep Oymarn") oObIYHO UMEET CTaHIAPTHBIH
pasmep, Hanpumep 210 x 297 mm. Jloruveckasi cTpaHuna odpasyercst Ha GU3HUECKOH 32 BBIYETOM YCTaHOBICHHBIX ITOJIB30BATEIEM
noJieii. KonmmdecTBo TaHHBIX HA JIOTHYECKOW CTPaHHULE ONpeIessieTcs, MIOTHOCTRIO eyaTH (KOJIMYECTBOM 3HAKOB Ha CTPOKE) U
Pa3peKEHHOCTHIO CTPOK. JIJIs yCTAaHOBKH IapaMEeTPOB CTpamilbl UCHOIB3YIOT KoMaHay Daiin I IapaMeTpbl CTPAHUIBI.

4.4.5 Tlmorpadckoe odopmienue 1OK'Jmenra
IIpuBnekarenbHBIA BUA TOKYMEHTaM ITOMOTYT IPHUIATh MIPOCTHIE TUITOTPAPCKUE IIEMEHTHI - OYKBHUIBI U PaMKH. [Nsi CO31aHUs
PaMKHU U 3aJUBKU TPeOYeTCsl BBIIEIUTH TEKCT, KOTOPBIH HY>KHO OKPY>KUTh PAMKOH, 3aTeM BbIIOJHUTH KOMaHay ®opmar
I'pannna u 3auBKa. B BO3HUKIIEM 1HaIOTOBOM OKHE HY)KHO YCTAaHOBHUTh MHTEPECYIOIIHE apaMeTphl: BBIOPATh THII, [BET U
[IMPUHY PAMKH M IBET 3aJINBKU. UTOOBI TOMEHSITH [BET MPU(TA HEOOXOIUMO TPUMEHUTH KOMaHTy (I)opMaT| Hpudpr | 1ger

1 1
MJIN KHOIIKa |f| -ﬂ,ﬂﬂ U3MCHCHUS IIBE€Ta (bOHa MOKHO HCIIOJIB30BaTh KHOHKyl 1! 1 l .

— Tim New Roman
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5. KoHTpO./1bHbIE BOIPOCHI
1) HasHaueHHe TEKCTOBBIX IMPOILECCOPOB.
2)  Kak ocymecrsisiercs 3ammyck \Word?
3)  Hasosure xol>moHenTs! okHa npustoxkenns \Vord.
4)  Kak mpou3BOIUTCS IPOBEPKA MPABONUCAHMS?
5)  Yro Takoe perakTHpOBaHUE TEKCTa?
6)  JJJS gero ciyxwur tesaypyc?
7)  Kak BbI3BaTh Ha 9KpaH MaHEIH HHCTPYMEIIOB?
8)  Uro Takoe Keriun?
9) Tloustue hopMaTHPOBAHUS TEKCTA.
10) Yro Takoe rapHuTypa mpudTa?
11) Yro Takoe tunorpadcekoe odopmierole TokymerioB?
12) Kaxk mponcxoauT coxpaHeHHe JoKyMmerna?

Ipunoxenne A

1 Undopmaruxa
HNHpopmaTrka-3TO HayKa, u3ydaroiias, BOIpockl cOopa, XpaHeHHs, ITpeoOpa30oBaHus U HCIIOJIb30BaHUSI HHPOPMAILIMK B
Pa3IMYHBIX Cepax NesATEIbHOCTH YSIOBEKa.
1.1 Hayka urdopmaTrka
Hayka uHpopMaTHKa CYIIECTBEHHO OMUPAETCS Ha TOCTHIKEHHUS] MATEMATHKH, U TTOITOMY JIONTO€ BpeMs paccMaTpuBajach
KaK 4aCTh MAaTeMaTHKH.

1.2 JIBonuHasi cCUCTEMa CUUCIICHUS
Best nHbopMalus B kKoMnbioTepe npeacrasieHa B Bline apondnsix 'cesn. [TepeBon uncia u3 ABOUIHON CHCTEMBI B
JIECSITUYHYIO OCYIIECTBIISIETCS 10 hopMyJIe.
2. TeKkCTOBBIEC PEAKTOPHI U MPOIIECCOPHI
2.1 Knaccudukanus
JIJJS1 paGoThl ¢ TEeKCTOM HCIONB3YIOTCS J[BAa OCHOBHBIX KJlacca MPOTPAMMHOIO OOECIICUCHHS: TEKCTOBBIE PEIAKTOPBI M TEKCTOBBIC
poreccopsl. PeakTOphl UCIIONB3YIOTCSl IPH PadOTEe € HECIOKHBIMH TEKCTOBBIMHU (ailaMu, CIy)KaT TOJBKO IJIS Ollepanuii BBOAA U
pPEeIaKTUPOBaHMS TeKcTa. TEKCTOBBIE MPOLECCOPHI MPEIYCMAaTPHBAIOT MHOYKECTBO JOTOJHUTENBHBIX (QYHKIHMHA. OHH HCIOIB3YIOTCS
IPU CO3MAHUH CIOKHBIX JOKYMEIIOB, KOTJa MMeeT 3HAYCHHE BHENIHWN B I JOKyMella. TeKCTOBBIE MPOIECCOPhl UMEIOT CPECTBa
tdopmatupoBalOLA(odhopmnetOL) Tekcra, coznanus Tadmui, BkarouetOLS rpaduku u MHOTOE ApyTOE.

2.2 TexcroBelil penalcrop biokHoTt
Jlo Havana co3aaHus JOKyMEHTa 3aJal0TCs MapaMeTphl CTpaHUIIbl koMa ol daiin / MakeT cTpaHUUbI. 37€Ch MOXHO
BbIOpaTh: opmar Oymaru U3 packpeiBaromerocs crnucka Pazmep; opuemanuio Oymaru: Knuuxnas uin Anb0oMHasi; O -
MHTEPBAJIBI MEXKAY TEKCTOM U KPasiMH JINCTA; KOJIOHTUTYINHI (BepXHIO | M MII>KHUI) - B HUX MOTYT IIPOCTABIATHCS HOMEpPA CTPAIIITIL,
JaTa, BpeMs CO3/IaHus JOoKyMela, ero HazBarole u T.1. lllemdok o kHonke OK 3aKkpbIBacT OKHO MakeT CTPaHHIIBI C COXPaHCHHEM
BCEX YCTaHOBOK.

2.3 Tekcrossrit mpomeccop \Vord.Pad
Texcrosslit iporieccop WordPad - mo3BossieT He TOJIBKO CO3/1aTh TEKCT, HO M popMaTupoBath ero. 13 [1aBHOTO MEHIO 3amycKaeTcs
xoma 1ot Ilycex/ Ilporpammel/ Ctanaaptasie/ WordPad.

2.4 Texcrossrii iporieccop Word
TekcTOoBBIN MpoLIeCcCOp - 3TO NMPHUKIIATHOE MPOrPaMMHOE 00ECIICYeHHE, UCTIOIb3YEeMOe JJIsl CO3/IaHUs TEKCTOBBIX JOKYMEHTOB. [Tpu
CO3/IaHMU JOKYMEIIOB LEJbIi psia npouenyp GopMaTHPOBAHUS U PEAAKTHPOBAHIS BBMOIHSIIOTCS aBTOMATHYECKH, a
BCIIOMOTraTelIbHbIe TporpaMMbl (Macrtepa) mo3BouIl 0T CYIIECTBEHHO YIIPOCTUTH MPOIECC CO3AaHUs JOKYMEHTOB, (DaKcoB, ITUCEM,
Opomnmop, pyKonuceil, Te3ucoB.
®aiiner Word HassiBaroT fokymenTamu. B MS Word MoHO co3/1aBaTh TOKYMEHTHI, pEIaKTHPOBATh,

(l)OpMaTI/IpOBaTB " pEUCH3HUPOBATHL NX, BBIBOJAWTH HA IM€YaTh.



‘MeTOoAuYecKHe YKa3aHUs K
JlaGopaTropHoii paGoTte

Odopmirenne JOKYMEHTOB B TeKCTOBOM npoueccope . MS WORD
1 He.11» paGoTsI
OcgouTts pueMbl (popmaruposanus qokymentos B [T Word.
2 3ajgauu padoThl
Hayuurbest 0hopMIIATh TOKYMEHTBI, HCIIONB3YsI 3HAHHUS 110 KOMITboTepHO# Bepetke B TIT Word.
3 ConepxaHue padoThl
3.1 OTpbIlb JOKYMEHT, CO3IIOINBIA HA TPEABIIyIIeM 3aHATUU. [IpocMoTpeTh pe3ynbTar (opMaTUPOBAHHS, BEIIOIHEHHOTO Ha

TpeIBIIYIIEM 3aHATHH, BOCTIOIB30BABIINCH KHOKOH 1 . 1 + YCTAQHOBHTH B IOKYMEHTE HOBBIC MapaMeTpsl CTpaHUIH (cM. mad. padoty 1
\Wwd):

Ha BKJIaJiKe Pasmep Oymaru 3a5laTh pa3Mep CTpaHUIIBI TekcTa popmara AS (14,8 cm x 21 cm). OTIeHUTh pe3yJibTar.
Y CTaHOBUTH OPHEHTALIMIO OyMary ajib0oMHast;

3a/1aTh WIMPUHY noJteii; BEpXHEro - 2 ¢M, HUXKHETo- 2 cM, JieBoro - 2cMm, npaBoro - 2cM. [ToMeHsATh opueHTanu Oymard Ha
KHIKHYI0 1 Pa3Mep CTpaHUIbl TekcTa Ha Gopmat A4. OLeHUTb pe3yJibTar.
3.2 OTpenakTHpoBaTh TEKCT, ITyTEM KOIIMPOBAHHS U TTepeMelIeH s a03alieB.
a) Bernenmuts 1-if ab3a1 u CKONUPOBATh €ro Ha 2 CTPAHUILY, BOCHOIb30BABIINCH KHOIKAMH Ha MAHEIM MHCTPYMEHTOB MU
cOOTBETCTBYIOIMMH KoMaHA<IMU meroo0. Beitenuts 2-if <io3m u mepemectutsb ero i 2 crp<iHumy, <iH<iUJIOTMYHBIM crocobom.
0) Bemenuts 3 - i ab3al Ha 2 CTpaHHUIIE U IEPEMECTHUTD ([IEPETaNUTh) ero (B mpeaenax cTpaHuiibl). CKOMUPOBATh 3TOT ke ad3ail B
mpezenax CTPaHHIIbL.
CrienaThb MOUCK U 3aMeHy cJI0B cuHOHMMamu. Halitu B TekcTe cnoBo "uH(opmaTuka': a) ¢ yueToM peructpa; 0) 6e3 yuera perucrpa.
3aMEHUTH B TEKCTE CIIOBO «TEKCTOBBIH mpoueccopy Ha «TID». lns 3aMeInaroIiero clioBa yCTaHOBUTD CIEAYIONMIT opMar:
«[lomyxxupHslit», 18 0T, IBOWHOE MO YCPKUBAHHE.
3.3 OpopMHT TOKYMEHT.
3.3.1Co3aaTh criucok B 5-M ad3arie. Jlist 3TOro Hy>KHO BBIIOJHHUTH CIICIYIONIHE TSHCTBUS. HAXKATh KJIaBUITY Enter mocie 3amsarh X
(nepeuncnennit),(«... popmar 6 aru..., OpUEHTALIIO OYMArH... , MOJIS..., KOJIOHTUTYJIBI ...»), BBIUEIUTH UCTIPABJIEHHBIH TEKCT,

HOCJIE HAXKaTh OJHY U3 KHOIIOK : Hia [TAHENH HHCTPYMEHTOB. OLIEHUTD pe3yibTaT. 3aTeM H3MEHHUTh BUA cIKCKa, 'TIo0b

3HAYOK MapKepa MPHHSUT ofiill U3 CICAYIOINX BUIOB > wm
3.3.2Co:marts 00bIYH;poO CHOCKY M:3 1 mpemmoxkenus 5-ro ad3aia. BeiOpars aBTOMaTHYEC -.* Y10 HYMEPAIHI0 CHOCKH.
3.3.3BcraButh BBEpXy TEKCTa HOMEpa CTPAHHIL.
3.3.4Co3p1aTh BepXHHI KOJOHTHUTYJ, BCTABHTH B HETO MOJHOE UM (paiiia, KOIMYECTBO CTPAHHUI] B JOKyMeHTe. M3MeHUTh opmat
HoMepa cTpaHuIilbl. CO3aTh HWXKHWIA KOJIOHTUTYII, BCTABUTH B HET'O ATy U BPEeMsI.
3.3.5IIpusectu Teket k e/lIIliomy cTumio. s 3aro0BKOB ¢ HyMmeparmei 1, 2, 3 u T.11. 3a4aTh CTHIIb 3aroJoBok 1 ¢ BHIPABHUBAHUEM
0 HEHTpyY, pazmMepoM Inpudra 18; HauepTaHUEM «IONYKUPHBIID), TOpsdeil KiaBuimend Alt+5l. [ 3arooBKOB ¢ Hymeparmeid 1.1,
1.2, ... M T.I. 331aTh CTIJIb 3aro/i0BoK 2 C BEIPABHUBAHUEM II0 IIPABOMY KPAr0, OMUHAPHBIM MEKCTPOUBBIM HHTEPBAJIOM,
HauepTaHUEM «IIOYKUPHBII», pasMmep mpudTa 16, ropstueit knasumeit Alt+4. Tekcty ab3arieB 3aaTh CTUIIL OCHOBHOI TEKCT C
BBIPABHUBAHHUEM I10 MIUpHHE, pazMep Inpudra 14, HauepTanue «0OBIYHBII», TOTYTOPHBIN MEKCTPOUHBIH HHTEPBAJ, ropsyas
knasuiina Alt+C. I[TomeHsTh B cTriie OcnoBnoii Teker pa3mep Inpudra ¢ 14 Ha 12, 3arem, HCIIOJIB30BaB ropsYHe KJIABHUIIIH,
nepeopMaTHPOBATH TEKCT a0 IIITIEB.
3.3.6  Cospgatsb oriasjieHue Buaa CoBpeMeHHBbIiA.
3.3.7 BcraButh B IOKyMEHT pa3pbm cTpaHuIbl. [1oka3aTh pe3ysbTar.
3.3.8  Pa30uTth TeKCT Ha 1Be KOJIOHKHU. BBIOpaTh /u1st 1- 0ff KOJIOHKH mupruHa= 3 cM, MPOMEKYTOK= 1,25 cM; 117151 2 - 0¥ KOJIOHKH
mupuHa = 4 cM.
3.4 CoxpaHUTh TOKYMEHT B (aiiiie 1o/ IPYTHM HMEHEM U O(OPMHUTH OTHUET.
4 Oowmue no.1loxenus
4.1 PenakTupoBaHUE TEKCTa
4.1.1 llepemenieHne U KOMUPOBAHUE TEKCTA
Br1eneHHBIH TEKCT MOKHO TIepeMeTIaTh Ha HOBOE MECTO WJIM KOITMPOBaTh. [N 3TOro CIOIb3yeTcst Oy(hep MpoMeKyTOTHOTO
xpanemrn (Clipboard) - 061acTh maMsITH, TIe BPEMEIIIIO JI-PAHI:ICS 11060i 00BEKT (HAPUMEp, TEKCT, HIDTIOCTPA ,..IIISL: | T. T1.) IOKa ero
MECTO He 3aiiMeT HOBBIH 00beKT (cM. 1a0. padoty Windows Yacts 1, 2). B Microsoft Word 2000 cymectyet Oydep ooMena Ha 12
siYeeK, C OMOIIBI0 KOTOPOTO MOJKHO KOITMPOBATh ()parMeHTh TAOJIHIIBI HE TOJIBKO B TIpeaenax Word HO U B Ipyrue MpHIIoKeHH s,
Hampumep, B Microsoft Excel.
[epememniaTh MM KOMUPOBATH TEKCT MOKHO 3 CIIOCOOAMH: € TIOMOIIBIO MAHEN HHCTPYMEHTOB CrangaprHas (KHONKH Konmposarh

|f| y Bmpe:xan,lll yBeraBuTh ); mpu omonu Mmemo (koMaH eI [IpaBka/ Beipesats, IIpaBka/ Konuposats, IIpaBka/

BceraBuTh) uinu koMaHIaMu KOHTEKCTHOTO Memo f11Bbipesars, ONMPOBATH, BBCTABUTS.
Yto05I BBMeECTH Nanenb 0ypepa oOMeHa (prCyHOK 1) He0OX0ANMO BOCIIONIB30BaThCA KoManoi Bun / [lanenn nHCTpyMeHTOB/

Bydep obmena. {ns BCTaBkH BceX (hparMeHTOB U3 Oy(epa OTHOBPEMEHHO HCIONIB3YETCs] KHOIIKA °. [JNS TOro, 9T00bI OUUCTHTh

Oytep crexyer HaKaTh KHOIKY = [Ipu xonmpoBaHuM OBYX (parMeHTOB HOAPs Manenb bydhep oOMeHa mosBIiseTcs
ABTOMAaTUYECKH.



e :
Pucynok | TTanens 6ydepa oOMena

4.1.2TlepemMenieHre U KOMMPOBAHUE METO/IO'M IIEPETANHTh H OTNYCT:UIb»
Js nepemertenus hparMeHTa He0OX0JMMO BBIIETUTh HYKHBINA TEKCT, 3aT€M YCTAaHOBUTH YKa3aTellb MBIIIN Ha HETro, 4ro0bl OH
(yKa3aTeJb) OIPHHSI BUJ CTPEJIKHU, [TOCIIE ATOT0 HAXKATh HA JIEBYIO KHOIKY MBIIIH U HE OTITyCKas €€ MepeTaluTh yKka3aTelb MBI Ha
HOBOE MecTO. /1711 KOMUPOBaHUs TEKCTa HEOOXOMMO OJHOBPEMEHHO ¢ KHOMKON MBIILIH YAepkKuBaTh Kiasumry Ctrl.

4.1.3 Ilouck u 3aMeHa TeKcTa

Jlyist TTIOMCKA TEKCTa HY)KHO BBIOpaTh U3 MeHIo MpaBka KoMaHIy Haiitu, 3aTeM B 1ojic HaiiTu BBECTH TEKCT, KOTOPBIH HAJI0 HAWTH.
llenkHyTh KHOTIKY Boabiue, a 3aTeM BHIOpaTh (POPMATHPOBAHKE U TOMOJHUTEILHBIE MAPAMETPHI TOMCKA. 15 TIOUCKA CIIETYIOIIIX
LIENOYEK, YAOBIETBOPSIONINX 3aJaHHOMY KPUTEPHIO ITOUCKA, MIEIKHYTh KHONIKY Haiitu nance 1 OK.
Komanna Haiitu 06eryaer mouck TekcTa u popmMaTiHpoBaHus B OOJIBIIHX JoKyMeHTaX. C MOMOIIBI0 KOMAHIIbI 3aMeHur'b
HaWJICHHBII TEKCT WK (GOPMATHPOBAHUE MOKHO Cpa3y ke M3MEeHHTb. [{nanoroBoe okHO HaiiTu 1 3aMeHHTh COIEP)KUT MHOXKECTBO
[IapaMeTPOB, KOTOPbIE I103BOJIAT HAITH U 3aMEHUTb UMEHHO T, 4T0 Hy’K.40. Dakok YuuteiBaTh peructp yrnpoLaeT OUCK CJIOBa,
HAYUHAIOIIETOCS C TIPOMUCHON OYKBBI MJIM HATUCAHHOTO TOJIBKO CTPOYHBIMHU (IPONHUCHBIMU) OykBamMu. UTOOBI HAWTH TPYIIY CJIOB,
MOJKHO HCTIONB30BATh TIOJICTAHOBOYHBIC 3HAKH. Hamprmep, pu moucke Henouky «0am*y, OyayT HalIeHbI CI0Ba «Oaarany,
«Oananaiika», «banery, «b6amny. Bxiagka IMepexoq MOMOXET ObICTPO MEPEMECTHTHCS B HYKHOE MECTO JOKYMEHTA.
J1y1st 3aMenbI TekcTa BRIOpaTh U3 MeHIO IlpaBka KoMaH1y 3aMenuTs (PHCYHOK 2), B rosie HaiiTn BBECTH TEKCT, KOTOPBIN HY>KHO
HATH, MEIKHYTh KHOIKY Bouibiue 1 BHIOPAaTh MapaMeTphl MOMCKA U (popMaTHpoBaHus. B mose 3amenurs Ha BBECTH HOBBIN TEKCT,
yKa3aTh HOBBIE TapaMeTphl POPMATUPOBAHUS, IIEIKHYTh KHONIKY HaiiTn 1ajnee, 3amennts WK 3amenuts Bee. Korja Ha skpaHe
MOsIBUTCA coodiienue, uro Word 3axoHumiia JIOKyMEHTa, WENKHYTh OK, menKHyTh OTMeHa B [IPOTUBHOM CIIy4ae.
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Pucynok 2 Oxno HaiiTn u 3aMeHHTD
4.2 Odopm,11enne ,11.0kymenta
4.2.1 Cozganue crimckoB
MHuorue JOKYMCHTBI MOT'YT COACPIKATDL PA3JIMIHBIC CITUCKHU - OMPEACICHHBIC NTOCICA0BATC/IbHOCTH WIH TICPCUUCIICHUA. Crncku

MOTYT ObIIb HYMEPOBAHHBIMU HIIH MapKHPOBaHHBIMU. DOPMHUPOBAHUE, M3MEHEHNE TAKUX CIIMCKOB OCYIECTBILSIETCS st
BBIICJIEHHOTO Y4acTKa TEKCTa IIPU MOMOIIY KoMaH bl @opmart / Cimcox. [IpocTeiiime criucku MOKHO CO34aBaTh € IOMOILBIO

KHOITOK Hymepanusi n | | Mapkepsl Ha IaHEIH HHCTPYMEHTOB ®@opmaTtnposanme. ECIM yKe CO3/1aH MApKUPOBAHHBIN M
HYMEpPOBaHHBII CIIMCOK, TO MOKHO M3MEHHUTH 3aJaHHbIE TT0 YMOIYaHUIO CUMBOJI MapKepa Wik popmaT yucna. J{is 3TOro CIyK.UT
koMaHaa ®@opmar / Cnucok. C ee TIOMOIIIbI0, HATIPUMEDP, MOXKHO NepeieNaTh HyMEPOBAHHBIN CITHCOK B CIIMCOK, 0003HAUCHHBIH
OykBamu. [Ipu mepemerneny, 100aBICHUN WK YAAICHUH dJIEMEHTOB criicka, Word nepeHymepyet ero. [lius 3aMeHbI
MapKHpPOBAHHOTO CIIMCKA HYMEPOBAHHBIM (W HA000POT) HEOOXOANMO BBIIEIUTH CIUCOK, 3aT€M IIENKHYTh KHOTIKY Mapkepbl WX
Hymepanust Ha MIaHEIW HHCTPYMEHTOB PopMaTHpOBaHuUe.
4.2.2.Co3ianue CHOCKHU

WHorzaa ans HOSICHEHUS HEKOTOPHIX PEIKO UCIOIB3YEMBIX CIIOB WIIH OMHCAHHEIX paHee MOHATHH HCTIONB3YIOT cHOCKH (Pa3bsICHEHHS),
KOTOpBIE Yallle BCETO PACIOJIOKEHbI JTHO0 B KOHIIE CTPAHUIIBL, TMOO B KOHIIE TJIaBbl WM KHUTH. [10100HBIE CHOCKH MWYJIO CO3/1aTh
cpenctBamu Word. Jlns 5TOro Hy»KHO BOCIOJIB30BaThCsl KOMaH [0 Beraska/ CHocka. B OTKpBIBIIIEMCS THATIOTOBOM OKHE
HE0OXO0JIMMO BBIOpAaTh BUI CHOCKH B 3aBUCHMOCTH OT €€ MECTOPACIIONIOKCHIUS i HyMEPAIUI0 WITH MAPKUPOBKY. Jljist CO3TaHMUs
CHOCKH H606XOJII/IMOI

TIOMECTUTh KYpCOp B TO MECTO, TJIe TpeOyeTcs cAenaTh CHOCKY;

BBIIOJHUTH KOMaHIy BeraBka / CHocka, B OSBUBIIEMCS AUAJIOTOBOM OKHE BHIOPATh BHJ CO3aBAEMON CHOCKHL: 00bIYHAS WU
konuesas (BHU3Y crpaHIJ,J,1 unu B KoHLe JOKyMeHTa);

BBIOpaTh onii0 Hymepauus/ ABromaTudeckas (110 YMOJTYAHHIO) UITK BBECTH B TI0JI€ Jlpyrast TOIXOSIITAN CUMBOJ (3HAK)
CHOCKH, 33]1aB BCE MapaMeTPbl CHOCKH BBECTH HYKHBIH TEKCT CHOCKH B MOSBHUBIIEECS OKHO.
5.2.3 BcTaBka HOMeEpa CTpaHULIbI
Jlist BC-TaBKH HOMEPOB crpatou HeoOxoxau.11-10 Bei3BaTh koMaHIy Beraska/ Homepa crpanuu, IOCIE 9ero MOSBHTCS OKHO (pHC. 4).
B monie Mososxkenne cieayeT BEIOPATh pACIIONIOKEHIE HOMEPa Ha CTpaHUIIe (HampuMep Beepxy crpanuubl WUIM Buusy crpanuub).
B nosie BoipasuuBanue - pacnonoxenue Homepa ctpaHILL,J, 1 otHocutensro noseit crpaHIIl,J,1 (Hanpumep, ciesa, ot uenTpa,
crpaBa, BHYTpH, CHapyxu). Eciu cuare ¢ua,"Koxk Homep Ha mepBoil crpanuie, TO Ha MEPBOM CTpaHuile HOMEP He OYyJeT
MIPOCTaBJIEH.



Homepa crpanug

Pucynok 4 Oxno Homepa ctpanmuir
4.2.4.Co3nanue KOJIOHTHUTYJIOB
KosonTuTya - TEKCT WM PUCYHOK, KOTOPHIN NeYaTaeTCs BHU3Y WX BBEPXY KaXI0H CTPAHHIIBI JOKYMEHTa. B KOJTOHTUTYIIE 0OBITHO
pa3MeIaT HoMepa CTPAaHMUII, Ha3BaHHUE KIIM MK TEKYIIEeH ITIaBbl. B 3aBUCHMOCTH OT PAcHoJIOKEHHS (B BEPXHEM WITH B HIDKHEM
TOJIe CTPAHHUIIBI) KOJOHTUTYJIBI OBIIAIOT BEPXHUMU UITH HIKHUMHL.
NS co3maHus KOJOHTHUTYJIOB HCTONB3YIOT KoMaHTy Bua/ Kosonruryist. [locie 3Toro Ha sKxpaHe MOSBIACTCS MaHENb

Koaonturyast (pUCyHOK 5).
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Pucynok 5 Oxro KonoHTHTYIIBI
BBeneHHBIH TEKCT KOMOHTHUTYIIA PACHONaraeTcs B MyHKTHPHOH paMKe, yKa3bmarommel TpaHuIbl KOJOHTUTYINA. TeKCT KOJIOHTUTYNA
dopmaTHpyeTCs Kak 0ObIYHbIH TEKCT. [1Ns1 BCTABKM MOJHOTO UMEHH (aiiia He0OXOMMO UCTIONb30BATh KHOIIKY

[Lnsi BCTABKM HOMEPA 1 KOJIMYECTBA CTPAHHIL HCTIONB3YIOT KHOMKH [lna BcTaBKM JaThl n BpeMEHH

- KHOTIKH Ia =—[,'IA u3mMeHenust hopMaTa HOMEPA CTPAHUIIBI CITYXKHUT KHOIKA I I « B pexume oToOpaxeHus KONOHTHUTYIIOB
OCHOBHBII TEKCT JOKyMEHTa PeIaKTHpOBaTh HEeBO3MMKHO. Eciu octaButh mone 1<omontull'nma mycteiM, Tol<omonnrryn Oymer
OTCYTCTBOBATh. [N151 yaJIeH!sI KOJIOHTHTYJIa CIEAYeT eT0 BBIAESIUTH M HaXKaTh knasuwy Delete.

4.2.5 TIpuMeHeHUe CTHIIS

Cuib odopmirennst - 3TO IOMMEHOBAHHBINH HAOOP HACTPOEK MapaMeTPOB (POPMATUPOBAHUS, KOTOPBIE MOXKHO IPUMEHUTD K
BBIJICTICHHOMY TeKCTY. KaXk/iplil CTHIIb COCTOUT M3 TakuX aTpuOyTOB, KaK THII, THI U pa3Mep Mpu¢ra; nHTepBaiasl, cnocod
BBIPABHUBAHUS TEKCTA, OTCTYMHI M Ta0ymsAnus. CTHIN MO3BOJIAIOT OBICTPO OT(HOPMATHPOBATE JOKYMEHT. [Ipy ncmonp30BaHum
cTIeil obecrieunBaeTcs mpocToTa GopMaTHPOBAHUS a03aleB M 3aT0JI0OBKOB TEKCTa, SIMHCTBO O(opMIIeHNUS ToKyMeHTa. OCOOCHHO
HE0OXOMMBI CTHIIM IpH paboTte ¢ 00beMHBIMHI JoORyMeHTaMu. MOHO OJIMH pa3 3a/1aTh (OpMaThl CTUIICH U HA3HAYATh UX st
3aTOJIOBKOB, CITHCKOB, TaOYJISIIUN U APYTHX 3IEMEHTOB TEKCTa, a He (POPMATHPOBATh KAXKABI U3 HUX B OTACIBHOCTH.

Pabora co cTHIISIME COCTOHT B CO3/IaHHH, HACTPOWKE 1 HCTIONB30BAHUH CTHIICH. [INS BEIOOpa CTHIIS U3 CIIHCKA HEOOXOINMO
BBIICITHTD TEKCT, KOTOPBIH HA0 OT(OPManipoBaTh, MIETKHYTh Ha cTpenky curicrin CTHIb Ha maHeml HHCTPYMEHTOB
dopMaTHPOBaHKE, 3aTEM BBIOPATh HY>KHBIN HJIM BOCHONB30BaThCsl KoMaH 0l Popmat / CTHIIb.

[ns Toro, YTOOBI MPUBECTH TEKCT K €JMHOMY CTHMO, HEOOXOMMO BBIJIEIHUTS 3aTOJIOBKH 1 - TO YPOBHS, 3aTEM BHMOJHATD KOMaHIY
®opwmar/ Ctuitb 1 BHIOpaTh M3 OTKpbminerocs: okHa «Ctuiiu» (pucyHok 3 ) 3aronosok 1, nanee komansoi ®@opmatr/ Abdzai
3a71aTh HeoOxoaumoe BhI:paBHiBC: Ume, komaH,!];0i ®opwm :r [ Illp udr 3a,uar!>ny ) I(IIbIMpasm p ITIQU([[3, n HauepTaHue.
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Jiist 6picTpOro opMaTUpOBaHUS 10B. Y MEHTa MOKHO HA3HAYUTH TOpstuyro KJraBuiry, (Hanpumep Alt+51), BOCIIOIb30BaBIINCh
kHOTIKON KitaBuia. AHATOTHYHBIM CIIOCOOOM MOXHO 3a/1aTh CTHJIb 3aTOJIOBKaM 2 - TO YPOBHS (CTHIIb 3aroJioBok 2), BEIOpaB
HE00X0IMMOE BhIPABHHBAHUE, MEKCTPOUHBIA MHTEPBAJl, HAYepPTaHUE, pa3mep mpudTta U T. . Tekcry ad3aleB TakKe MOXKHO 3a/1aTh
CBOW CTHJIb. J[yist TOTO, 4YTOOBI IOMECHST B CTHJIC KaKYIO-HHOYIb YCTAHOBKY (Hampumep, pasmep mpudra ik HauepTaHue)
HEOOXOIMMO BOCIIONB30BaThcsl koMaHol ®opmat/ Ctuan/ W3mennts/ ®@opmat/ Ao3an (Ipudr u 1. 1.).

Knonka ®@opmat nmo o6pa3smy H03BOJISIET KOITMPOBATh CTH.,-,: | M U3 BBIICICHHOTO TEKCTA M IPUMEHSATh UX K IPyroMy (pparMeHry
TekcTa. HazBaHne coXpaHeHHOTo cTuiist HOSIBUTCS B ciicke CTiulb Ha raHean MHCTpyMeHToB PopmarupoBanue. [Ipuinoxenue
Word comepsxut 00IbII0€ KOTHIECTBO TOTOBBIX CTHJIEH, HO MOKHO TaK)XK€ CO3/1aTh U CBOM COOCTBEHHBIE.

4.2.6 BcraBka pa3pblBOB CTPaHMUIL
Microsoft Word aBromaTndecky pazdMBaeT TEKCT Ha CTpaHULBL. [t BCTABKH JOTIOJIHUTEILHOTO Pa3pbiBa CTPAHHIIBI HEOOX0IUMO
YCTaHOBHTH KypPCOp B MECTO, C KOTOPOTO JOJKHA HAUWHATHCSI HOBAs CTPAaHWIA M BBI3bIBaTh KOMaHAy BeraBka/ Paspem. B
JINaJIOTOBOM OKHE Pa3pbIB HEOOXOIMMO yCTAHOBHUTH NMEPEKITIOYATENL HOBYIO CTPaHULY | MENKHYTh OK
Ecnu 10KyMeHT IOJIKEeH COCTOSTh U3 CTPAHUIL, KOTOPbIE UMEIOT pa3IndyHbIe MapaMeTphl, TO €ro clIeAyeT pa3AeauTh Ha HECKOIBKO
pasnenoB. Kaxkaplii pa3aen umeeT cOOCTBEHHBIE TapaMeTphl CTPAaHUIBI. Jlist BCTABKH B JOKYMEHT HOBOT'O pa3/iesia B TUaJ0rOBOM
okHe Pazppm HeoOXoanMo BBIOPATh OAMH U3 IEPEKMoYaTesIe.
VY nansoTcs 3HaKU pa3pbmoB pasjiesia UM CTPAHMIBI Kak 0ObIYHbIe CUMBOJIBI KiaBuineil Delete wn Backspace.

4.2.6 Co3yanue OTIaBICHUSL

B Word Mo»xHO aBTOMaTH4ECKH CO3/1aTh OTJIABICHHUE MM COICpKaHUe JoKyMeHTa. Clenath 3T0 BO3MOKHO MOCIE TOr0, KAK TEKCT
MIPUBEJICH K €IUHOMY CTHIMO 3aroJ0BKOB 1-T0, 2-r0 1 T. 1. ypoBHEH. [ljist TOro, 9TOOBI CO3aTh OTIABICHUE, HEOOXOIMMO
BOCITIOJIb30BAaTHCSI KOMaHA0H BeraBka PO aapaemle u ykazartesu... (PUCYHOK 7), Ha BKiajgke OrJiaBjieHne BbIOpaTh BUIT
OTJIABJICHHSI, YCTAHOBUTH HY>KHBIE (DTaXKKH, YCTAHOBUTH YPOBEHB BJIIOKCHHOCTH 3ar0JIOBKOB JJIs OTJIABIICHUS 1 BBIOPATh BH]
3anoyiHeHHUs (CBOOOAHOE MECTO MEKIAy Ha3BaHHEM IJIaBbl H HOMEPOM cTpam, 1 11b1):

3aronopox 2.
3aronosok 3.....

Pucynok 7 Oxkno OrnasiieHue U yKa3aTenu...

4.2.8 Bepctka ctpanull. CozgaHue MHOIMOKOJIOHHOTO JJOKYMEHTa
Bepcerka cTpaHMI OTIPENIEISICT OPTaHU3ALNI0 CTPAHULIBI, 3a1aBasi COOTHOIICHHS MEXTy TPaHUIIaMH, KOJIOHKAMH U PACCTOSHIEM
MEXTy KOJTOHKaMH. OIHOKOIOHOUYHAs BEPCTKA OOBIYHO HCIONB3YeTCs Juisi KHUT, U ITHCEM, B TO BPeMs KaK JBYX - H TPEXKOJTOHOUHBI
(dbopmar 60sIbIIIe TOIXOAUT ISl dKYPHAJIOB U raler.
Microsoft Word mo3BosieT BepcTaTh TEKCT B HECKOJIBKO KOJIOHOK. TeKCT BBOIUTCS B HAX TOCIIEOBATEIFHO, IEPEXOAs K CIISAYIOMeH
KOJIOHKE T10CJI€ 3aI0JTHEHNS MTpe bl aynield. Jlis MHOTOKOJIOHHOW BEPCTKU ClielyeT MepeiTn B pexuM Pazmerka crpanun (KoMaHaa
Bua/ Pazmerka cTpaHun), Tak Kak B peskumMe OObIUHBIN TEKCT He OyIeT OTOOPaKEH B HECKOJIBKO KOJIOHOK.
CyIecTBYIOT JJBa BapHUaHTa :ACTIOJIF30BAHUSI MHOTOKOJIOHOYHAS BEPCTKH.
1. Bech TOKyMEHT pa30HT HA OJJHHAKOBOE KOJIMYECTBO KOJIOHOK OJIMHAKOBOM ITUPUHBI.
2. Paznuunsb | e yacTy TOKYMEHTA pa30UThl HAa PA3INYHOC YHCIIO KOJIOHOK MITH CUTYAI[HSI, KOT/a KOJOHKH UMEIOT Pa3IHUHYIO [IUPUHY.
B sToMm cityyae HE0OXOAMMO Pa3OUTh HOKYMEHT Ha pasieibl, .KMF.Ipli 13 koTopbLx Oymer m.MeTh CBOE pa3ieiicHue Ha KOJOHKH.
Jlnst co37aHMs KOJIOHOK TEKCT CHauaja BBIJCISIOT, a 3aTeM UCIONIb3YI0T KoMaHay @opmat / Kosonku. [Tocne 3Toro oTkphmaetcst
nmuanoroBoe okHO Kosionku (PUCYHOK 6), TIe B TI0JIe UnC/10 KOJI0HOK HEOOXOIMMO BBECTH HY)KHOE YHCIIO KOJIOHOK WJIH BBIOpPATh
OIIMH U3 pUCYHKOB B pamke Tun. @raxok Pazmenutens ycTaHABIMBACT JILIMIO MEXKIY CTONONAaMHU TekcTa. Ecim BkmodeH (raxok
KOJIOHKH OJHHAKOBOI HIMPHHBI, TO BCE KOJOHKH OYIyT UMETh OJMHAKOBYIO MIHUPUHY. ECIIN BBIKIHOUNTH 3TOT (DIAKOK, TO MOXKHO
BBECTH IS KX 101 KOoJOHKH To4Hb le 31 1a.4 ITTUI ee mupunasin pa(X;[ osHus Mexxy komoHKkamu B 1ol LIlupuHa U mpoMeKy ToK.

§ Kononku
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PﬁcyHOK 6 Oxkno Kononku
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B nosie IIpUMEeHHTH yKa3bIIaeTCsl 9acTh JOKYMEHTa, U KOTOpoit OyayT neiictBoBath BeiOpanHble pesxuMbl: K Tekymemy pasxe.JJy,
Jo xoHna nokymenTa, Ko Bcemy nokymeHry.

Co3naTh KOJOHKH OJAMHAKOBOM HIMPUHBI MOXKHO C MOMOIIBIO KHOIIKH Ha maHenn mHCTpyMmMeHTtoB CranpaptHas . [locne memdka
Ha Hell MOABJIAETCS OKHO, B KOTOPOM CJIEYeT BbLIEMITh HYKHOE KOLIT-1eCTBO KOJOHOK M HAaXKaThb KHOT-..b..'y MbIILL:U.3MeHATH [Lrpuny
KOJIOHOK M PAacCTOSHHE MEXIY HUMH MOXHO C HOMOIIBIO TOPU30HTAIBHOW KOOPAMHATHOW JHMHEWKH.

Y naneHue KOJIOHOK - 3TO Olepanus yCTaHOBJICHHS OJHOW KOJIOHKHU JJIs1 BCEro JOKYMEHTA.

1
2)
3)
4)
5)
6)
)
8)
9)

5 KoHTpoJ/IbHBbIE BONPOCHI
Crioco6w1 KonupoBanus (epemerenus) nanuasix Word.
Ocobennoctu 6ydepa oomena Word 2000.
Kak ocymiecTBisieTcst IOUCK U 3aMeHa CIO0B?
Kakue Bo3MOXHOCTH 0pOpMIICHHUS JOKyMEHTa BbI 3HaeTe?
Kak co3atb KOJIOHTHTYT?
J171s1 9ero UCronIb3yI0TCs KOJOHTHTYIIBI?
L-Ito tal<oe xol\rmproTepHas Bepcra?
Kak pa30buTh TEKCT Ha KOJOHKU?
Kak BcTaBUTH pa3pbsIB CTpaHUIIBI?

10)Yro Takoe cTuib?

11) Kak BCTaBUTH CHOCKY?

12) JIs1st 4ero mpuMEHSFOT CTHITH

odpopmitenus? 13)Kak coznate cimcok? Bumst
CITMCKOB.

14) Kak co31aTh aBTOMaTH4ECKOE OTJIaBJIeHUE?

15) Kak COXpaHUTh JOKYMEHT IMOJ IPYTHUM HMeHeM?



1\'leronnyeckue ykazaHus K
nmabopatopHoii padote

PaGora ¢ Tabmuiiamu B TekcToBOM pemaktope Woi-d
1 Ieab padoThl
Hayuuthcst co3gaBath TaOnHIBI B JOKyMelax TekctoBoro peaakropa WORD.
2 3agauu padoThI
OcBouTh NPUEMBI CO3AAHUS TAOJHUI], CIOCOOB! UX PEIaKIUPOBAHUS U (POPMATHPOBAHUSI.
3 CopaepaxaHue padoThl
3.1 3amyctuts npunoxkenne Microsoft Word. Co3gats TabuunIly, IpeaIoxKCHHYIO IIPerojaBaTeleM HIIH OJOOHYI0 TabInam 3
Ipunoxenns A.
3.2 3anoJIllute Tabmuiry, rie 3To HEOOXOAMMO, HTOTOBBIMH M PACYCTHBIMH MOKa3aTEIISIMU.
3.3 OchopMUTE TAOIHUITY: HAYEPTUTH PAMKH BOKPYT sS9eeK, IOMEHSATh IBET U pa3Mep MpHQTOB.
3.4 TTocTpouTh TMarpaMMy I10 JAHHBIM TAOJIHIIBL.
3.5 Coxpanurts ¢aitn 1 0pOpMHUTE OTHYET.
4 O01Me NoJI0KeHust
4.1 Co3nanue TadIuIy
Tekcrosslit nponieccop Microsoft Word npegocTtaBiiser ojib30BaTesIM yCOBEPIIEHCTBOBAHHBIE CPEACTBAa 00pabOTKU TaOIHI.
Tabnuma ciry>kKMT JUIsl pa3MeIeHUs TaHHBIX B CTPOKax M cTonouax. [IpsmoyronbHas 001acTh Ha IEpECEUEHNN CTPOKHU M CTOJIOA
Ha3bIBacTCs TYCHKOil. BBOJ TeKcTa B sIUCIKU HE OTIIMYACTCS OT BBOJA TEKCTA B IPYTHE YAaCTH JJOKYMCHTA 32 UCIOIIOYCHHEM TOT'0, 4TO
npu HaxkaTHu KinaBuiy Tab wiu mpu moMony Kypcopa MOXHO IIEPEMECTHTHCS K cieayonei sueiike. s Tabaun peann3oBaH
takoit sxe Ulllepdeiic kak 115 TekcToB, popmyi u T.11. IIupuHy cTONOIOB MOXXHO U3MEHSTH C IIOMOIIBIO MBIIITH HIINA CIICIIHATBHBIX
KJIABHII TTOCJIC CO3JJaHMsI TaOJMIIBI, a BEICOTA CTPOKH IIPUBOIUTCS B COOTBETCTBHE C BBEJICHHBIMU JTAaHHBIMH; BEPCTKA CTPOK
BBMOJIHSACTCS] aBTOMAaTHYCCKH.
On4a coznanus tabnui Word npeaocTasisieT 1Be BO3MOXKHOCTH:
co3zaTh MycTyro Tadnuiy u 3atem 3anoJILINTh eé€ rpadswr;
rpeoOpa3oBaTh B TAOJIHUILY CYIIECTBYOIIHIA TEKCT

Co31aTh MyCcTyI0 TaOIUIly MOXKHO TIPU TOMOIITH KoMaHAsl MeHio Tabauna/ Jlo6aBuTh TadAMIY... UITA UCTIOJIB3YS KHOTIKY I I Ha
naHeJld HHCTpyMeHTOB CTaHAapTHAs, I10C/IE Y.€r0 MBIIIbIO YCTaHABIMBAIOT pa3Mep TaOJINLIbI.
ITocne co3nanus sueiiku TaOIUIBI IyCTh U UMEIOT OAMHAKOBBII pasMep, onpenesieMblii cTuiIeM ad3ana, B KOTOPOM HaXOAUTCS
Kkypcop. CoryacHO CTaHAAPTY CTOJIOLBI U CTPOKH TAOJIUIBI HA SKPaHEe Pa3AesSIOTCS IYHKTUPHBIMU JINHUSAMU, KOTOPBIE
npeaHasHa4YCHbI Ul OPUCHTUPOBKU M HaA II€4YaTh HE BBIBOAATCS. HepeMemeHMe 10 Ta6m/1ue OCYHICCTBJIACTCA C MTOMOIIBIO MBIIIIW WA
KJIaBUUI yIPaBICHUs KypcopoM. JlaHHBIE OOBIYHO BBOJISATCS B sIUCHKU MocieoBaTenbHO. IIpu co3qaHuu HOBOM TaGJIUIBI ¢ IOMOILBIO
komau bl MeHto Ta6nuia/ Jlo6aBute Tabmuily MOKHO 32/1aTh IIUPHUHY CTOJOIOB MMOCPEACTBOM BbIOOpa ot ABTO. [Ipu 3TOM
Word OyeT caMm BEIYHCIATH IIUPHUHY CTOJIOOB B 3aBUCUMOCTH OT UX KOJMYECT a M pa3Mepa CTPAHUIBI TOKYMEHTA.
TIpeoOpaszoBanue TeKkcTa B TaOIUIly OCYLISCTBISETCS CIECAYIOIUM 00pa3oMm:

BBIJICTIUTH CTPOKU B TEKCTE, KOTOPBIE HY>KHO MPeoOpa3oBaTh B TAOIHILY;

BIOIIOYHUTh M300PaKEHHE CETKU TaOIMIBI C MOMOIIBK KOMAaH]Ibl MCHIO Ta6ny1ua| Jluauu cetku;

BBIOpaTh KoMaHy Tabnwuna/ [IpeobpazoBaTh TEKCT.
[na npeoGpazoBanus TabaMIBI B TEKCT HEOOXOJUMO MBIIIBIO MIEIKHYTH [T0 TAOJHUIIE ¥ BBMOJIHUTh KoMaHy Tabnuna /
Boigenuts Tabnuiyy, 3atem Tabmmua / I[IpeoGpasoBaTh B TEKCT, Jajiee BBLACIHTH CHMBOI, KOTOPbI OyeT UCIIOIB30BaH B
‘Ka4ecTBe pa3leluTelisl TeKcTa B sueiikax u menk.uyTs OK.

4.2 PepaktupoBaHue Ta0 ULl

ITocne Toro, kak Tabauna co3nana, Hy>kHo 3antoJIIINTD ee Tekctom. B rotoByio Tabiuiy Bceraa MOXKHO BHECTH U3MEHEHUSI: BCTAaBUTh
WM YAAIUTH CTPOKY, CTOIOCL WK STYeHKy, HU3MEHUTh NIMPUHY CTOJIOLA, BEICOTY CTPOKH, PACCTOSIHUE MEXAY CTOJI0LaMu.
B penakTope Word npeaycMoTpeHbl ABa aJIbTEPHATHBHBIX CMOC00a pelakTHPOBaHUATdOIHII: C TOMOIIBIO MBIIII U C ITOMOLIBIO
KOMaHJ MEHIO. B HEKOTOPBIX CUTyalMAX UCIOIb30BAHUE MBIIIM YCKOPSAET paboTy, 1a U caM IPOILecC BHECEHUSI H3MEHEHUH €
ITOMOUIBIO MBI HATJISITHEE.
Eciin He00X0AMMO AOMOJHUTH Ta0IMIy HOBBIMU JaHHBIMM UJIH yIaiauTh auinHIown0 Ilidopmaruio, 00beIHHUTH HECKOJIBKO SYEEK B
OJIHY, BCTABHUTh WJIH YIAJIUTH CTOJOLBI H(WIIH) CTPOKH, [IeJIecoo0pa3Ho MPUMEHATh KOMaHIbl MEHIO, TpeTHA3HauYeHHbIE JJIs1 CO3AaHHs
1 peJaKTUPOBAHUS TAOJIUL, KOTOPBIE coAepxkarcs B NyHKTEe MeHio Tadauna.
Kaskast TabJina COCTOUT M3 ONPEICIEHHOr0 Ynciia siueek. Eciau BIOmoYeHo n300paskeHne pa3aenTeI'bHbIX TUHIA TaOJIHIbI C
nomoripio koManael Tabauma/ OToGpakaTh CeTKY, TO XOPOIIO BUIHO BCe sTUCHKH TaOmuubl. [N mepeMereHust TeKCTOBOTO
Kypcopa 1o stueiikaM Tabauisl ucnossyercs knasuma Tab.
BbLIETUTE TEKCT B TAOJIUIIE MOKHO C TIOMOIIBIO MBIIIH HIIH € TIOMOIBIO KiaBulil. [J1S Toro, 4To6s! BHLIEIUTEL OT/EBHBIE CHMBOJIBI B
TabynIe, MOKHO UCIIONB30BaTh KoMOUHauu kiasui Shift B couetanuu ¢ kiasuina,\,lu ynpasienus b.--ypcopom. Beirenenue
HAYMHAETCS TI0 TEKYIIeH KOJIOHKE U MOXKET OBITh IPOJOJDKEHO 10 BCei Tabuie.
[ N4 Beienenus oTaenbHOM ATUEHKH TAGIUIBI C TOMOIIBIO MBIIIA MOXHO TPH pa3a MENKHYTh MBIIIBIO B 3TOU sidelKe Uitn
HCIIOJIb30BATh TOJIOCY BBIIEICHHSI, KOTOPAs €CTh Y Ka)IOH sT9eHKH TaOJIMIbI MEX/1y JIMHUEH CETKH M TEKCTOM STYCHKH.
[ns Toro, 4ToObI BEILEIUTH OT/ICJIEHYIO KOJIOHKY TaOJIMIIBI C TOMOIIBIO MBI, HEOOXOIUMO MEPEMECTUTh Y:Ka3aTellb MBIIIN HaBEPX

TaOJaUIBI, TJI€ OH TpHUMET POopMy YepHO CTpenKu J ., HAIPaBJICHHOHN BHU3, a 3aTEM IIEJIKHYTh MBIIIBI0. BhIleneHne cTpoku
TaOJIUIIBI TIPOUCXOIUT AHAIIOTUYHO BBIJICIICHUIO CTPOKHU TEKCTA: C TOMOIIBIO IMTOJIOCKHI BEIJIETICHHSI CIIeBa OT TPAHUIIBI JOKYMEHTA.
Takoxe JJIs1 BbINEICHHSI OTISIBHBIX CTPOK U KOJOHOK TabIUIBI MOKHO BOCITOJB30BATHCS KOMaHamMu MeHio Tabaunna / Boumeantn
cTpoky u Ta6auma / BergeauTs cToabenr.
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Tabnuna 1 KomOuHAIMM KIaBum ans paboThl ¢ TaOmMiamMu

KomOunanuu kjiaBui Haznayenmne

Tab [Tepememienne Ha sTIEHKY BIIPABO

Sl1ift + Tab [epemernieHne Ha SYCHKY BIICBO

Ctrl + Tab BcraBka cumBoa Ta0ynAuM

Home Ilepexon B Hauaso TeKyIei TabIuIbl
Alt+Home ITepexon B IEpBYIO A4YEHKY TEKYLIEH CTPOKH
End [Tepexon B KOHEIl TEKyIIeH TaOmIIbI
Alt+End Iepexom B MOCIEAMOIO STYEHKY CTPOKU

Alt+ PgUp ITepexo B BEpXHIOIO AYEHKY TEKYILEH KOJTOHKH
Alt+ PgDn [Tepexon B HIKMOKO SUYEHB.-y TEKYIIEH KOIOHKH
Enter BBox HOBOrO a03ama B S4elKe

s Toro, 9TOOBI Z[063BI/ITI> HOBYIO CTPOKY K paHEeC CO371aHHOM Ta6m111e, H€06XOI[I/IMO BBIJACIIUTL CTPOKY, HA KOTOpOﬁ HYXHO
BCTaBUTb HOBYIO, IICPETALMTL YKA3aTCJ/Ib MbIIIIU BHU3, YTOOBI BBIICIUTDH CTOJIBKO CTPOK, CKOJIBKO HY>KHO BCTABUTDb, IICJIKHYTh

KHOIIKY Ha [TaHeJIM HHCTPYMEHTOB CTaHaapTHas.
J71s BcTaBKU CTONOIOB JOCTATOYHO BBIIEIHUTH CTONIOEI, CJIeBa OT KOTOPOTO HYKHO BCTABUTH HOBBIE CTOJIOIBI, EPETALIUTD
yKazaTellb MBIIIH BIIPaBO, YTOOBI BBILEIHUTH CTOJIBKO CTOJOIOB, CKOIBKO HEOOXOAMMO BCTABUTH U LICJIKHYTh KHOIKY Jl00aBUTD

CTOJIONBI B Ha [TaHeJI1 UHCTPYMEeHTOB CTaHaapTHAas.
[1pu ynanenun siueek HeOOX0JUMO YKa3aTh, KyAa OyayT CABUTaThCSl OCTABLINECS STUCHKH. [list TOr0 HEOOXOAUMO YCTaHOBHUTD
TEKCTOBOH Kypcop B 1Y siueiiky, KOTOpPYIO HyXKHO yJIaluTh, BEIOpaTh KoMaHay Tadauna/ Yaamutsb sqeiikn. B nossusimemMcs
QIMAJIOTOBOM OKHE BEIOPATh COOTBETCTBYIONIYIO OMIIIO, (HAPHMEp, CO CABHTOM BJIEBO) U HaKaTh KHONKY OK.
[J1s YOAJIEIIUT CTPOK 1 CTOJIONOB BBIIETHUTH CTPOKH HIIH CTONOIIBI, KOTOPBIE HY)KHO YIaMmIlb, MIEIKHYTH T10 WL'>f TIPaBOM KHOMKOI
MBIIIH, BEIOPATh KOMaHy Y TAJIUTh CTPOKHU Unu Y NaluTh CTOIOIIBL.
PenakTupoBanue TaONHUIBI 3aKTOYAETCS HE TOJIBKO B JOOABJICHUH U yIAICHUU CTPOK U CTOJIOIOB, HO ¥ B M3MEHEHHHU UX Pa3MEPOB B
COOTBETCTBMH C BBOJUMBIM B TabuIly TekcToM. Hampumep, 4ToOb! pacronokuTh B HEPBOI CTPOKE TaOJUIIBI 3ar0JI0BOK, KOTOPBII He
YMEIIaeTCs B OJTHOM siueike, HY)KHO 00BEIMHUTH €€ ¢ coceTHel suelikoid. MiHorma, Hao0opoT, sueiiky HeoO0X0oIuMo pa3ouTh Ha JBE
sraeiikn. TakKe MOKHO U3MEHATH IIAPHUHY CTOJIOIA U BEICOTY CTPOKH.
Js pa30UeHMs OHOM SYCHKN Ha HECKOJIBKO JIOCTATOYHO NICIKHYTH 110 HEl PaBoi KHOIIKOM MBIIIH ¥ BEIOpaTh KOMaHIy Pa3ouTh
saeiil.: 11 unu komaray mMenro Tabmnma / Pa3outs sueiil,u. Jlanee yka3aTs, Ha CKOIBKO CTPOK M CTOIOIOB HY)KHO pa3OuTh
BBIJICTICHHYIO SIUElKy, U IENKHYTh OK.
Jlist 00beTUHEHUS ABYX UMW HECKONIBKKX SY€eK B OJJHY HEOOXOAMUMO BBILEIUTh ITH SUYCHKH, 3aTEM BBINOIHUTE KoMaHay Tabmnumna /
OOBEOMHAUTE STISHKH MITH BOCIIONIB30BATHCS AHAIOTHIHOW KOMAHION M3 KOHTEKCTHOE MEHIO.
Jlist pETYJIMPOBKY IIMPUHBI CTOJIOIOB HYKHO BBIIEIUTh CTOJOLBI, ITUPUHY KOTOPHIX HYKHO U3MEHUTBH, 3aTEM BBIOPATh MEHIO
Tabmura / BeicoTa u mMpuHa sSYeeK, MENKHYTh BKuaaky Ctonber. J{is ykasaHus TOYHOMU ITHUPUHbBI BBECTH HY)KHOE 3HAUCHHE B
niosie [lInpuna cronbma, menkayts OK.
C HOMOIIIBIO 3TOM KOMaHABl MOXHO YCTaHABIMBATh LIIMPHHY, KAK OTACIBHOTO CTONIOIA, TAK ¥ BCEX CTONOIOB Tabnuisl. Brioop
HYXXHBIX CTOJIOIIOB OCYIIECTBIISETCS C TOMOIIBI0 KHOTIOK Cuenyiomas crpoka u Ilpeasurymast crpoka. 3HadCHHUE B [OJIE
HurepBan Mexay crosGuamu, OTHOCHTCS BCETIa KO BCeH TabMmIIe 1 3aJaeT pacCTOSTHIE MEXKITY CTONOIAMHU TaOIHIIBL.
Jlist pETYIHPOBKH BBICOTHI CTPOK HEOOXOIMMO BBIICMITh CTPOKH, BEICOTY KOTOPBIX HYKHO H3MEHHTH; BEIOPATH B MeHIO Tadumuua /
BbicoTa 1 IIMPHHA sTYeeK, LIETIKHYTh BKIaAKy CTpoka U3 crucka BbicoTa cTpoK ans ykazaHus TOUHOTO 3HaUEHUSL.
Ecnmu tabmia 3aHUMaeT HECKONBKO CTPaHUI[ JOKYMEHTA, MOKHO YCTAaHOBUTH aBTOMaTHUYECKOE TIOBTOPEHHE TIEPBOM CTPOKH
TaOMUIEI, B KOTOPOH OOBIYHO COACPIKATCS 3ar0JIOBKU CTOJIOLOB, B HAUAJIE lilll\«Oif HOBOM CTPAHMT BI. [liist 3TOTO HEOOXOUMO
BBIOpaTh KOMaHIy MeHIO Tafumma/ 3aroioBKu.

4.3 ®opmaTHpoBaHHe TAGIHI
dopmaTHpOBaHHE - 3TO CMIOCOOHOCTH TEKCTOBOTO MPOIIECCOpPa M3MEHATH O(OPMIICHHE TOKyMEHTa Ha CTPAHUIIE: I3MECHSTh TPAHUIIBI
paboyero 1o, yCTaHaBIUBATH MEXCTPOUHBINH HHTEPBAJ, BEIPaBHUBATh TEKCT, HCMOIb30BATh Pa3HbIC MIPUMTHI 1 T.1.
dopmMaTrupoBaHue TaONHUIIbI, HAPUMED, OCYLIECTBISAETCS MOCPEACTBOM KOMaH/l MEHIO dopmart, ¢ IOMOIIBIO MUKTOTPaMM

a, a [MaHCJIM UHCTPYMCHTOB (I)OpMaTI/IpOBaHP[e uT. o. HCI/ICTBYH TakKum 06p330M MOXXHO BbMOJIHATH
(1)OpMaTI/IpOBaHI/IC Ta6J'II/II_II>I «BPYYHYIO». Hdus (1)OpMaTI/Ip0BaHI/I$[ Ta6J'H/ILII)I HCOGXOZ[I/IMO BBIICJIUTE OHY M3 KOJOHOK TaﬁHI/IL[BI
MICJIKHYB MBIIIIBIO HA BerHCI/I JIMHUN CCTKU HAl KOJ'IOHKOI/I, 3aTEM BI)IGpaTI) HY>KHYH KHOIIKY Ha ITaHCJIN MHCTPYMCHTOB. Haan/IMep,

9T00BI PACIOI0KUTH TEKCT IO LIEHTPY AUeeK, He0OOX0ANMO HaxkaTh KoMOMHarmo knasunr Ctrl +E nnu Ha KHOTIKY Ha TTaHeNH
uHctpymentos dolJmaruposanue.

Hcnone3ys komanay Taéauna/ ABrodopmat Tadauubl, MOkHO ObicTpee 1 dddekruBHee oThopMarupoBars Tabmuiy. Criocoos
(opMaTHpoOBaHKS TEKCTa B TAOINIIAX TOYHO TaKHE XKe, KaK U Ipu (hOpMAaTHPOBAHUN OOBIYHOTO TEKCTA. Tak Kak SYCHKH TaOIHIbI
MOT'YT COJIepKaTh TeKCT U3 HECKOJIBKHX a03aleB, MOXKHO Ans KaXI0ro ad3ama NPIMEHNTh Pa3Hble Coco0bl OpMAaTHPOBAHHMS.
JIMHWM CeTKH TaOJIHIIBI, KOTOPbIE BEICBEYNBAIOTCS HA KpaHe B BUJE THKTHUPHBIX JIMHUH, HE MIEYaTaloTcs Ha IPUHTEpE, OITOMY Arist
otopmIIeHNST TAOMII MOXKHO 33]aBaTh Pa3INYHBIC PAMKHU Anst BCEH TaOIHIIBI MM UL OTACIBHBIX S9€EK C TOMOIIBI0 KHONKI

Ta0auubl 1 rPAHALBI Ha [IaHENU UHCTPYeHTOB CTanaapTHas.
4.4BBoj (opmyrn
DopMyIIBl CITykKaT Ans BEMOJIHEHHMS MaTEMAaTUYECKUX BBIYHCICHAN C YUCIAMH M BCTAaBKH PE3yJIbTAaTOB BBIYMCICHUI B BUJE MO
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Touse- mOCIE0BATEIBLHOCTD KOOB, Ykasbmarorux Word BcraBurb TekcT, rpadub.j, Homepa ctpalOIL] u ap } Te MaTepuass B
NoKyMeHT aBTomaTtmdecku. Hanpumep, none DATA Bcrasmsiet Tekymyto aarty, noie TIME - tekymee Bpems. [Tosst MoxHO
UCIIOJIb30BATh /Il BCTABKH BapbUPYIOLIMXCS JAaHHBIX B CBSI3aHHBIC JIOKYMEHTHI, Harpumep, Gopmsl nucem.
B MS Word M0>XHO BCTaBHTb B TEKCT TAOMIILY ¢ aBTOMANr4ecku BbraucisieMbiMi 3HadsemUThi siueek, T.e. aMeKTPOHHYI0 Tabmiiy.
WHoraa HeKOTopbIe MPOCTEHIINE BBIYUCICHHS MOXKHO IIPONU3BOIUIb CAMHUM, HAIIPUMED, ITOJICUUIaTh CYMMY 110 CTPOKaM HIIH
cTonduam co3nanHoi Tabmuubl. [1pu padote ¢ TabnuIeil mose ¢ pe3yabTaToOM BBIYUCICHUH BCTABISIETCS B sIYEHKY, HA KOTOPYIO
yKazpmaet Kypcop. Sueiiku XxapakTepu3yroTCsi CBOUM aapecoM u obo3Hauarorcst kak Al, A2,Bl, B2 ut.a., roe 6yksa (B, C ,D...)
npencraBisieT cTonberr, a yucno (1, 2, 3, 4...) ykasbmaeT HOMEp CTPOKH, B KOTOPO#i pacronokeHbl qanHbie. Eciu He yka3piBaeTcs
npyras oneparys, Word Mpou3BoAnr CIIOKEHUE U BBIIOJIHSIET CYMMUPOBAHUE, PYKOBOJCTBYSCH CJICIYIONIIMMH ITPABHUIIAMH:

€CITH B YHCIIaX, C KOTOPBIMH IIPOM3BOIUICS BBIUUCICHUE, NMeeTCsl (popMaTHpOBaHKE, HATIPHIMED, IPUCYTCTBYET JCHEKHBIN
3HAK, Pe3yJbTaT TaKXKe MOIydaeT 3T0 (hOPMATHPOBAHNE;

€CITH siueiiKa, Ha KOTOPYIO YKa3bmaeT Kypcop, HaXOIUICsl Ha IePEeCeYeHUH CTPOKH U CTOJIONA, KOTOPBIE HMEIOT B CBOEM COCTaBE
UQPBI, TO CYMMHUPYIOTCS CTOJIOIIHI,

eciu stuefur-a, Ha KOTOpyI0 YM3BIBAaeT KypCop, COJEPIKUT TEKCT WIIH YUCIa, TO OHU UTHOPUPYIOTCSI.
Taxum oOpazom, popmy.aa - 3TO BeIpaXKEHHE, COJIEpKallee JOIYCTUMOE COYETaHHE YUCE, TIOJICH, 3HaUCHUEM KOTOPBIX SIBIISIOTCS
YHcIia, onepaTopoB U GyHKIuMil. BeipaxeHre MOXKET cchbmathesi Ha COJIEPKUMOE siYeeK TaOJIUI M 3HAUCHHSI, BO3BpaIllaeMble
¢ynkusamu. B none ®@opmy.aa (komanaa Tadauua k)opmyn a) MOXKHO HCIIOIb30BaTh 3HAUEHMSI, BO3BPAIACMbIC MEPECUUCIICHHBIMA
HIDKE QYHKIUSMU.

Tabnuna 2 dynkimuy, ucnosibzyemsle nosieM Govmvia

DVHKIHA KpaTtkoe onucanue cbvakuuu

ABS(x) AOGcomoTHOe 3HaUeHUe yncita wid d>oDwmvisl (06e3 3Haka).

AND( x; V) HCTHHA, €CITH 00a JIOTHYECKHE BBIPAKCHHUS X M Y HICTUHHBI, HITH JI0Kb, €CIIH XOTS OBI OTHO U3 HUX JI0YKHO.

AVERAGE() CvenHee 3HaYCHUN, BKITFOUYEHHBIX B CITUCOK.

COUNT() YucIo 27eMEHTOB B CITUCKE.

DEFINED(X) HCTHHA, €CITH BRIPA)KEHHUE X JOMVCTUMO, HJIH JIOKb, €CITH OHO HE MOXET OBITh BEIYUCIICHO.

FALSE JI0Kb.

IF(X; y; 2) Y, €CIIH YCIIOBHUE X UICTUHHO, IIITII Z, €CITH OHO JIO--MHO. y 11Z M:OI'yT OBITh YHCIAMH 11m1 CTPOMM M.

INT(x) Hemast 9acTh 9ncia Wi 3HAYCHUS (POPMYITBI X.

MIN() HawnMenbliee 3HaUCHHE B CITUCKE.

MAX() HawnGomnbIiee 3Ha4eHNE B CITHCKE.

MOD(x; y) OCTaToK OT AETICHUAX HA V.

NOT(x) JIOXKb, €CITH JIOTHYECKOE BRIpAKEHHUE X MICTUHHO, WJIH MICTHHA, €CJIH OHO JIOXKHO.

OR(X; y) HCTHHA, €CITH XOTS OBI OTHO U3 IBYX JIOTHYCCKUX BBIPAKCHUN X U Y UICTUHHO, WIH JIOKb, €CIIH 002 OHI
JIOKHBIL.

PRODUCTY() [Ipou3sBeacHUe 3HAUCHHMIA, BKIFOUYCHHBIX B CITUCOK. Hampumep, GyHKIus
=PRODUCT (1;3;7;9) BosBparuaer 3Haucuue 189.

ROIIND(X; y) 3HaYeHHE X, OKPYTICHHOE IO YKA3aHHOTO JECSITWIIOTO paspsaa (y). [Ipu 3 TOMX MOKET OBITh YHCIOM WIH

3Ha4YeHHeM (POPMYJIbIL.

SIGN(x) 3nak yncina: 1 (ecnu x > O) minu-1 (ecim x < O).

SUM () CymMa 3Ha9eHuH min GopMmyI, IIIFOUYCHHBIX B CIHCOK

TRUE HCTHHA.

Kasxnast popmyna B Word noymkHa HAUMHATHCS CO 3HAKaA paBEeHCTBA (=). [l 3TOro HeoOXOAMMO BBECTH MMs (DYHKIIMH MOCTIE 3HAKa
paBeHCTBa(=) WJIM BBIOpATh €ro U3 cnrcka BeraButh Gpynkumio (Tadmuia/ dopmyJia), 3aTeM BBECTH JMAMA30H Y€K, KOTOPBIN
CIIeIyeT UCIOIb30BATh B BBIYUCICHUAX. it QYHKIMH C TyCTHIMU CKOOKaMH JIOITyCTUMO JII000€ YHCIIO apTyMEHTOB, Pa3/IeICHHbBIX
TOYKaMH C 3aISITHIMH (). ApryMeHTaMu (QYHKIUH MOTYT OBITh Yncia WId GopMyitsl. [Ipy 3TOM CCHMKH Ha STYCHKU TaOIUIIBI
JIONYCTHMBI B KauecTBe apryMmeHToB cieayronmx ¢Gpynkuuit: AVERAGEO, COUNTO, MAXO, MINO, PRODUCTO u SUM().

4.4 TlocTpoeHnne U BCTPanBaHUe IUArpaMm
JuarpaMMsl ciryxat st rpaduueckoro npecTaBiIeHuUs JaHHBIX TaOmuubl. [Ipyu co3jaHnu TuarpaMMbl Ha OCHOBE BBIJICIICHHBIX B
tabuure staeek MS Word ucrnonb3yet 3HaueHUEe BENMUYUH TaOIHIBI U MPEICTABISIET X Ha THArpaMMe B BHJIC SJICMEHTOB, KOTOPHIC
MOTryT ObITh H300pakeHs! osocamu, tumiL"\-IV, cronbiamu, ceKTopamu, TO<rKa.,ll ¥ B Ioi Gpopme.
Jist co3maHus AUarpaMMBl HCIIONIB3yeTcst KoMaHaa BeraBka/ O6beKT... B oTKphIIeMces py 3TOM JHaJIOrOBOM OKHE HE0OX0IUMO
BBIOpaTh pasjen Co3aaTh HOBBIM, a B 11071 cniucka Tum o6bexta nomerurs snement Microsof''t Graph. ITocne atoro otkpoeres
nea nogUMHennprx okHa Tadauna nanubix H J{uarpamma. B MeHIO Tunbl iuarpaMmbl Hy>)KHO BEIOPATh THIT ¥ (pOpMAT JHarpaMMBbl.
Jlyist BCTABKH MOCTPOCHHOM uarpaMmbl B fokyMeHT WOrd Hy»XHO BBI3BaTh KOMaHIy BeliiTn u BepHYThCs B MeHiO Daiit
nporpammbl Microsoft Graph. /Iuarpamma, otoOpaxaromias coep>kaHue YUCIOBOH TabIHIbL, OyIeT BCTaBICHA B JOKYMEHT.
JInst ©3MEHEeHUs IarpaMMbl HYKHO BBIIOMMTb Ha HEM ABOMHOM LIEJIYOK MbILIbIO. B pe3ysbraTe NosIBUTCSI OKHO IPOTrPAMMBIL
Microsoft Graph, B koTopoii MOKHO W3MEHHIs BHEIIHWI BHJI AMArPAMMEL

5. MeToguueckue peKOMeHAalHH

5.1 st co3anus HOBOM TaOJIMIBI BOCTIONB3YHTECh KOMaH 01 Tabauna | JobaBuTh TA0IMIY... NI MOKHO UCIIOJIb30BaTh

KHOTIKY I \] Ha MaHelid HHCTpyMeHTOB CTanaapTHas.
3a "\lcuaHuc: MPEKIEC, YeM 3aMONHATH TAOIHUITY, TOKAKUTE ¢€ MPEToJaBaTeIo.
5.2 Jlnst moacdeTa CyMMBI TIO CTPOKe HEOOXOAMMO:
MOCTAaBHIb KYypCOp B STUEHKY, KOTOpas OyJIeT coiepkaTh CyMMapHOe 3HAYCHHE;
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BbIOpaTh KoMaHay Memo Tadauna/ @opmyina... Ha skpaHe nosiBurcs auaioroBoe okHo Dopmyiia, B KOTOPOM JUIsl yKa3aHHOM
siqeiiku Oyzaet BBeneHa Gopmysna =SUM(LEFT). 3ro o3Hayaer cyMMy COIEPKUMOrO BCEX SIUEEK, PACIIOI0KEHHBIX CIIEBa OT
TEKyILEeH;

OTKpbITH PopMaT uMciIa ¥ BBIOpaTh CTPOb."Y ISl OTpeiesieIW TOYHOCTH NPEICTABIICHUS PEe3yJIbTaTa BIIII:CJICMIN B TEKYIICH
stueiike, Hanpumep### 0,00
Just moscuera cyMMbl 1o €Tod1ony ¢Gopmyina 6yner umers Bux =SUM(ABOVE). ®opmat uncina onpeneisercs aHaioruyHo. Jis
npocMoTpa Gop:MyJIbl B siueiikax MCIOJIb30BaTh kKomOuHanuo kiapuim SHIFT+F9. I[Tpu NOBTOPHOM Ha)KaTUH HA 3Ty KOMOWHAIIHIO
KJIaBHIII BO3BpAIllaeTCs 0TOOpa)keHue pe3ysIbTaToB BBIYUCIICHH B ssiuelikax. Hanpumep, s pacyera «ypanbckux» MBanosy U. 1. B
COOTBETCTBYIOILYIO KIETKY TaOIHMIBI HyKHO BBecTH (hopMmyny= B3 * 0,15; ucnons3oats komanay Tabauna/ ®@opmyaa... Pacuer
crosibua UTOI'O npoussoauts o popmyine= SUMM(ABOVE).

5.3 Jlust opopMIiteHUs TaGIIIIbI HYKHO BBUIOJIIII CIIEAYIOINE IIaru:

YCTaHOBUTH TEKCTOBBIH Kypcop B JII000M MecTe TaOJUIbI,

BbIOpars komanay Taduuua / ABrodopmar;

BbIOpaTh U3 criucka Popmar 1o,/1,--..0JS A BU paMKH, TPOCMATpUBast IIPU.MEp B JIEMOHCTPAIIMOHHOM OKHe. Eciu mil onun u3
aBTO()OpPMATOB HE YCTPaUBAET, TO MOKHO JIJIsSI CO3[JaHUsI PaMOK BOKPYT KJIETOK TaOIIIbl BBMECTH HA 3KPaH MaHeNb 00paMIIeHUs
koman0i Bux/ lanenu uncrpymento / Tadauupl u rpannubl.  Pasmep mipudra, Buj, user mpudTa U criocod BhIpaBHUBAHUS
MOKHO M3MEHHUTH, BOCIIOJIb30BaBIINCH KoMaH 101 @opmat / IllpudT UM 1npH MOMOIIU KHOIOK HA IMAHEIN HHCTPYMEHTOB
dopmaTUpOBaHHe.

5.4 JIns mocTpoeHHs AMarpaMMbl  HEOOXOIUMO:
IIPH IIOMOLIH MBI BBIAEIUTS Aaro | ble JUISL AMarpaMMbl AHarna3oH sdeek Tabanusl, Hanpume ) A2:B6;
B e e

BBIOpaTh KoMaHy BeraBka/ O0beKT... U MICIKHYTh 110 KHONIKe BeraButL quarpammy
6. KonTpojLHble BONPOCHI

= Ha IaHEJIM MHCTPYMEHTOB.

1) Hasosure crioco6sl cozpanus ta6mun 8 Word.

2) Yro Takoe dopmarupoBaHHe TAOIHI?

3) Kak nobaButh KoJonicy k Tabuuie?

4)  Kak u3MeIs BBICOTY U LUMPUHY sTaeiKu?

5) Kak o6pucoBars TabIuIly B paMKu?

6) [, yero ucnomnp3yercst komanna merio Tadumma / OTodpaxkarsh ceTkJ-?
7) Kak npoucxoaut BBOI GOpMYIT B TaOIHILy?

8) Kak 0603HauaroTCs srUeHKN TaOIUIIBI B (hopMyIax?

9) Iy 4ero UCIoib3yeTcst KoManaa ABTodopmar?

10)Kak 106aBUTh CTPOKY K Tabyuie?

11) Kak mpoucxoaut BCTaBKa auarpammbl?

12) Kak nu nmpeoOpa3oBath TaOIUIly B TEKCT?

13)B kakux ciy4asx HyxHO 0ObcIIITIATh stueiiku TaOmuip?

14) lns gero ciyxut komanna Ta6auna/ 3arosoBku?

15) HazoBute HekoTopbie GyHKIMU u3 criucka Tadauna/ ®opmyia/ BeraButL ¢pynknuw. Yro o3HadarOT 3TH QyHKIHAN?

IIpnnoxenne A
Tabnuna 1 Jlanusle 06 o01el cymMMe BBIIUIAT KAIIlOMy paOOTHUKY

Pacuer 3apnnaTst
GamM LA OxJtaz,p. VYpansckue 15% | TTuemus25% | Hroro HauucieHo, p.
Wpanos 1.1 1000
Ietpos ITJI 800
Cunopos C.C. 600
T'anuesP.P. 1000
PamazanoB @.b. 850
Paxmarymun AJl 900
Htoro

Tabnuia 2K onmuecTBO HAZOEB 33 HCTEKITHH TIEPUO/I.

HasBanwue koxo3a Hanowu 3a mapr, 11 Hamou 3a anpens, Bcero 3a nepuop, J
«ITOBEJ1A» 4500 1255

<<3APA» 3500 4655

«M. JIEHUHA» 1650 8432

«YPOXA» 4622 2224

«AJIIKCEEBC:KUI» 1354 5444

«BOCXO» 1245 9871

CIITEMSIK 13545 5465

«AJITBII» 1247 4563

Cpenunuii HafoOM B Mec., 11
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T6a muua 3/ aHHBIE O PacX0/ie TOIUIMBA B KOJIX03€ «3aps»

Hassanue Kon-Bo exunny | Hopma pacxoja Torutisa [IpoGer, km OOmmii pacxoj TOrumsa
TEeXHUKHU TEXHHUKH, IIT. Ha 100 kM mpoGera, B Kr B MeCHIl, KT
T-75 3 65 1020
AT-54 8 75 1340
T-28 3 23 980
AT-20 5 15 850
Uroro

I'ne obmmii pacxox TommBa B Mecsl paccuntbmaercs kak O=I1/100 * H* K rxe II - mpober, H- HOpMa pacxoza ToruiBa Ha 100
KM 1po0era, K - KOJIMYecTBO e]l. TEXHUKH

Tabnuuya 4/IaHHBIE O KOJIMYECTBE 3aPaKEHHBIX )KMBOTHBIX 10 XO3HCTBAM

HaunMenoBanune xo3siicTBa KommuectBo [Tpouenr 3apaxeHus Kom-Bo 00JIBHEIX
JKUBOTHBIX:, JKHUBOTHBIX:, TOJL.
TOJI0B

C-3 «IIpaBna» 100 2

K-3 «IToGema» 120 3

No«CallIOT» 80 5

No «¥Ypoxaii» 100 7

K-3 «byps» 50 4

MaxcruManbHOE YUCII0 OOTBHBIX
KILIOTHBIX, TOJL

KonuuectBo GombHbLX xuBOTHBLX =K* IT / 100, e K - xomuuectBo kuBOTP..bLX, Il - TIPOLEHT 3apaKeHus.



MeToau4yeckne yKa3aHUA
K 1abopaTopHoii padore

Word: BcraBka 00beKTOB, rpa)uyecKue BO3MOKHOCTH, YPABHEHHS
1 Hean padoTsl
W3ydeHne crienuaibHBIX JIeMeHTOB opopmiieHus cpeacrsaMu WORD
2 31w1ym padoThI:
Cosnanne nokymenta WORD, comeprkaiero BCTpOCHHBIE 00BEKTHI
3 Ilopsinok BbINOJHEHUS] PadOTHI
3.1Co3znare nokymeHT (npuinoxenne A). B nokymenrte opopmuth KpacouHslil 3aronoBok cpeacreamu WordArt.
3.2 BeraBurk B TOKyMEHT nzobpakenue u3 o6ubianoreku ClipArt, I3MEHUIb pa3Mep H IBET H300pakeHHsl, BEIITOJIHUTE IIEPEeMCIICHHE
pHCYHKA.
3.3 HabpaTb TeKCT JOKyMeHTA.
3.4 Beralnb B nolu'MeHT aBTOdQUrYpY.
3.5 B koHIIe TOKyMeHTa c03/1aTh (OpMYITy.
3.6 CoxpaHurb JIOKyMEHT.
4 Teopernueciole moJiosKeHUs
4.1 Bk.rnoyenue uJLJirocTpanuii B 10KyMeHT

IIpu pabote B TekcToBoM pemaktope MS Word o/1HO# 13 BO3MOKHOCTEH 110 OPOPMIICHIIIO IOKYMEHTOB SIBJISICTCS] BIOIIOUYCHHUE B TEKCT
rpaduuecKkuxX WDIIocTpanuii. I'padmyecknii mMarepuan yiydinaeT BOCHPHUSTHE TEKCTa M IPUAACT JIOKYMEHTY NPO(ECCHOHAIBHO
0(hOpPMIICHHBIN BU]I.
Wmntoctpanyst MokeT OBITh CO3JaHa NPU IOMOIIM KOMIIbIOTEpa WIM BBEAE€Ha B KoMIbloTep. CylIeCTBYIOT CIEIYyIOIIHE IIyTH
MOy YeHUS FILTIOCTPAIIH:

BBon nnmroctpanuu npu momomu Cl<anepa.

Co3/iaHne WLTIOCTPALii B Tpapuueckux peaakTopax.

Co3gaHne WLTIOCTpAid B IPUKIIATHBIX TTPOTpaMMax.

Cosanue WLTIOCTpAInii BCTpOeHHBIMU cpeacTBamu MS Word.

BcrasienHbie rpaduueckie 00beKThI MOKHO MacCIITa0UPOBaTh, CHA0KATh paMKaMH, 00pe3aTh U TTO3UIHOHUPOBATH
TIPOU3BOIBHEIM 00pa3oM. Bo3MokHOCTH BHECEHHS M3MEHEHHUH BO BCTABICHHBIN IpaUUecKuil 00BEKT ONpeaesoTcs GopMaToM
MCXOJIHOTO (haiisia, XpaHsIIero BCTaBJICHHBIH OOBEKT.

4.2 Bruoyenue B 1okymeHT uJLJirocTpanmii, co31aHHBIX cpeCTBAMH JPYrUX MpPorpamMm
C noMomIpio CPesICTB CBA3BMAHNS ¥ BHEAPCHHUS, JOCTYIHBIX B MS WOrd MokHO BIOIIOYHTE B JOKYMEHTHI HH()OPMAIHIO WITH
00BEKTHI, CO3aHHBIE B IPYrUX NpuioxkeHusX. OCHOBHOE pa3iinuyue MeX1y CBSI3bMaHHEeM U BHEAPEHUEM COCTOUT B criocobe
nl)aHCHUS TaHHBIX
BHEJPEHHBIE 0OBEKTHI CTAHOBATCS YacThio MoKyMenta MS Word;
- cBsA3aHHas HH(pOpManus coxpansercs B (aiire ucTouHuke; 1okyMeHT MS Word coxpaHsSeT TOIbKO CBEICHUS O MECTe
pacronoxxeHuss HHPpOpMaIuu B aiire - HCTOYHNKE U TTOKa3bMaeT rpadrudaeckoe mpeacTaBiIeHHE CBA3aHHON HH(DOPMAIHN.
4.2.1 BHegpeHue 00beKTa
Bueopenue o00603HauaeT BCTaBKY WH(MOpMAINH CO3aHHOI CpeACTBAMM JAPYTHX IpOrpaMM B JOKyMeHT. IIpm 3ToM 0O0BEKT
CTAaHOBHTCS YaCThIO JNOKyMEHTA. JIBOMHBIM INETYKOM MBIINIM HA BHEAPEHHOM OOBEKTE MOXHO OTKPHITh HMPIIOKCHHE, B KOTOPOM 3TOT
00BEeKT OBbLT co3maH, Mpu4éM OOBEKT yxke Oyner 3arpykeH B pabouyio o0JacTh W TOTOB K pelakTHpoBaHMIO. [1o BO3BpalleHHH B
nokymeHT MS Word B 1okyMeHTe OTpa3sTcs BCE M3MCHCHHs, BHECEHHBIC B O0BEKT. MOXHO JMOO BHEAPUIb YK€ CYILICCTBYIOIIHI
00beKT, (ails WM BbIIETEHHBIH OJOK, JMOO0 CO3AaTh W BHEAPUTH HOBBI 00beKT. [MNS BHEOpEeHHs CleAyeT HCIONb30BATh KOMaH/y
O6nekt u3 memo BeraBka. JlocTynHble THIBI 00BEKTOB cojepkatcs B crucke Tun 00bCh."Ta, u3 kotoporo HeoGXoaumo BHIGPATH
HykHbIH. ®naxox B Buae 3HauKa mMO3BONMET XpaHHIh B TEKCTe HE caM OOBEKT, a TONBKO €ro MHKTOTpaMMy. Ory BO3MOXKHOCTh
MOXKHO HCIIONIb30BaTh, €CIM OOBEKT CIMIIKOM OONBIIMX Pa3MEpoB M €ro 3HAYOK 3aHMMAeT ropas3]o0 MEHbIIE MecTa.
Iocne Haxatus B okHe O0beKT kHonky OK MpoH30WAeT aKTHBH3aLUs IPOrpaMMBbl, padoTaromiell ¢ 00beKTaMH BBIOPAHHOI'O THIIA.
ITpousBens AeiicTBUS MO PEJAKTUPOBAHUIO O0BEKTA, MPHIOKEHUE B KOTOPOM OOBEKT ObII CO3[aH, CIEAYET 3aKpbIlb U BEPHYTHCS B
Word. Ilepen sTuM HyXHO OOHOBUIb OOBEKT, coiepxamnuiics B nokymente Word. Ecim sroro He chenarh, TO IpU  3aKPBITUH
MPUIIOKEHUsI TOSIBUTCS 3aIPOC: CIIEYET JIK OOHOBIISATH 00beKT B fokymente Word. [1r1s Toro 4roGel 0GHOBIICHHE MTPOHU30IILIO, HYKHO
OTBETUIb YyTBEpAUTEIbHO. OOBIYHO Il 3TOro ciykur kHonka OK. B ciydae cozgaHust o0bekTa HEOOXOIUMO OINpPEAEIUTh B I0JIE
Tun o6bexkTa Briaaku Co3jgaHUe IHATOroBOoro okHa BeTaBka 00beKTa NPUIOKEHHE JUJIS CO3[aHUS BHEAPSEMOro 00BEKTa
(pucynox 1).

Pucynok 1 Co3anue BHEIPEHHOTO 00BEKTA
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B cnyuae BHeapenusi oObekTa u3 ¢aiina HeoOXoauMo ykaszaTh (aiin B pasnene Coznanue u3 ¢aiina quanoroporo okHa BeraBka
oobekTa. Dnaxxoxk CBs3b ¢ (aii.110M MO3BOISIET YCTAHOBUTH 3aBHCUMOCTh MEXKAY OOBEKTOM Ha JHCKE M OOBEKTOM B JOKYMEHTE.
W3MeHeHHs: B KICXOJHOM (aiiie Oy/yT aBTOMAaTHYECKH OTPa)XaThCsi Ha 00bekTe B 10K  eHTe Word (pucyHok 2).

- !

PucyHok 2 BkitoueHune B JOKyMEHT 00beKTa U3 Qaiisia
4.2.2 Ces3piBanue UHGOPMAIIUU
Korna noxyment Word cs3biBaeTcs ¢ Apyrum ¢ailioM, CBs3b COXpaHseTcss B HEM B (QopMe KOJIOB IOJ, UASHTUDULIUPYIOLUIUX
UCTOYHMK CBS. IIHHOW mHdopmanuu. IIpu 3ToM HC nmpoucxoauT nyOaupoBaHus uHbopmamuu Ul HCTOYHMKA B JOoKymeHTe Word.
MoskHO cO3/1aBaTh CBS3M KaK MEXAY JAByMs AOoKyMeHTamMu Word, Tak M MeXAy JOKYMEHTOM M (aiijioM, CO3JIaHHBIM B JPYTOM
npwiokeHnu. OIHaXABl YCTAHOBHUB CBSI3b, MOKHO OBICTPO NMPOBEPUTH M OOHOBUTH MH(POPMAINIIO; MOKHO TaKKe YCTAHOBUTH TAKOW
PEXUM, IPU KOTOPOM CBsA3aHHAs MHGOpMAalLsl OOHOBIISIETCS BCAKUN pa3, Korga oOHoBiseTcs (aiin uctounuka. CBs3biBaHUE 00BEKTa
npousBoAuTcs KoMannol O0bekT MeHI0 BeraBka. Csisb ¢ (aiiyioM ycTaHaBIMBAETCs NPU BKMOYEHHOM Iepekmouatene CBA3aTh ¢
¢aiisom paznena Cosznates u3 ¢aiiaa quanoroporo okHa QO0beKT (PUCYHOK 2).
4.3 Bo3Mo:kHOCTH NIpU padoTe ¢ 00beKTaMH

He3saBucumo oT conep>xuMOro rpaduyeckoro 00beKTa Ipe yCMOTPEHBI CIe1yI0Ie BO3MOKHOCTH 7Sl pa0OTHI ¢ 00bEK,aMU!

-Beuienenne. [N paGotsl ¢ rpadgudeckuM 0OBEKTOM €ro HeoOXONUMO BBIIENUTH. [MS 5TOro Ham0 MOMECTUTH yKa3arelnb
MBI Ha OOBEKT W INENKHYTh MBINIBIO. BhlieneHHbIH 00BEKT moMmemiaercss B paMKy. Ecim mpu BbhIeIeHHMH OObeKTa YAepKHBATh
knapuity  Shift, To panee Bbimerneri,le 0OBEKTHI OCTAHYTCS BbLJCICHHBIMH, TAKUM O0Pa3soM, ITOJNYYaETCS HECKOIBKO BBIIEICHHBIX
OOBEKTOB.

-Ilepemenenne. BeineneHHBI 00BEKT MOKHO TIEPEMECTHTD B JIF000€ MECTO JOKYMEHTA, IIEPETAIUB €r0 MBIIIBIO.

-MacmitadupoBanue. Ha yriax u cepeirHax CTOPOH PaMKHU, OIPaHUYMBAIOIIEH BbIIEICHHBIH OOBEKT, UMEIOTCS Y3EJIKH.
ITomecTHB yka3aTeslb MBIIIIN Ha y3€JI0K, MOKHO MEPETANINTh, CTOPOHY WJIH YroJ 00BbeKTa, H3MEHHB TEM CaMbIM pa3Mmep o0bekTta. [Ipu
MepeTackKuBaHUK y3eJka B JApyroe IOJIOXKEHHEe OyneT oroOpakaTbes pasMep OOBEKTa B NPOLEHTaX IO OTHOIIEHUIO K
NepBOHAYAIIBHOMY pa3Mepy.

-PegakTupoBanue. /[BOIfHOMN IE€T4Y0K MBIIH 10 0OBEKTY aKTUBU3UPYET MPOrpaMMy PeIaKTHUPOBAHUS OOBEKTa.
-Ynanenue. BoieneHHbINH 00BEKT yaassieTcst HaxatueM kiasuml uDelete.

4.4 ®opmat 00bEeKTOB

B nmanoroBom oxHe ®opMaT pHCYHKAa (PUCYHOK 1), KOTOpOe OTKpBIBA€TCS OJHOMMEHHOW KOMAaHAOH KOHTEr,CTHOIO MEHIO Ha
BKIIaZKe PHCYHOK MOXHO 3a1aTh MapamMeTpbl GopMaTHpPOBaHUs PHCYHKA.
B rpynne noneit O0pe3ka 3amaroTcs pa3Mepbl 00pe3aeMbIX NOJOC Ui KaKIOW W3 4YeThIpEX CTOPOH pHCyHKa. [Ipum sToM
OTpULATCIIbHOC 3HAYCHUC NPUBOAUT K JOIMOJHCHUIO PUCYHKA IIYCTBIM ITOJIEM, ITOJIOKHUTECIIBHOC 3HAYCHUC - K 06p631<e JaCTy pUCYHKa.

Pucynok 3 Jluanorooe okHo PopMaT puCyHKa
Bxnaaka [[BeTa u mmivu mo3BosisieT BHIOPATh LBET 00OBEKTA IO KEJIAHUIO MOJIb30BATEIS.
C mnomompio Bkiuagku Pasmep omnpenensiercs pasmep rpaduueckoro o0bekTa. 3aJaHHBIE IOJB30BAaTEIeM MacIuTaOHbIE
KO3(PUIIMEHTHI MePECYUTHIBAIOTCS aBTOMATHYECKH TIPU Mepexojie OT nodisi K noiito. [Ipu 3tom ucnonb3oBanue dnaxxka CoxpaHuTh
nponopuuu odecrevynBacT pu U3MEHEHUH OJIHOTO M3 Pa3MEpoB MPONOPIUOHAIbHOE U3MeHeHue apyroro. @naxoxk OTHocure.flbHO
HMCXO/JHOI0 pa3Mepa HCIOJb3yETCs TOIBKO I PUCYHKOB U 00ecreunBaeT aBTOMaTHUYECKOE BBIYUCICHUE MacITaba 1o OTHOUICHUIO
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K UCXOJHOMY pa3Mmepy. M3memrTb pa3Mep 00beKTa, ero MpONOPIHH U MOJ0KEHUE MOXKHO TaKKe U MPHU MOMOIIX MbIl. [ns 3Toro
CJIelyeT MOoClie BhIICIEHHU 00bEKTa MEPETAlIUTh OAMH U3 Pa3MEPHBIX MapKepOB B HY)KHOM HAIPaBICHUU.
Ha Bknaake IMosioxkenue nuanoroBoro okHa @MopmMar PpHCYHKA 33/ar0TCsl MapaMeTphbl MO3UIMOHUPOBAHHUS OOBEKTa M CIOCO0
B3aUMHOT'0 PACIIOJI0KEMIN PUCYHKA M COCEIHETO TEKCTa.
4.5 CpencrBa IJ1si CO3IaHUS WILTIOCTPANHUii, mocTaBisieMble B komiuiekTe Word mias Windows
B Word-nokymMeHT MOXHO BCTaBUTH Irpaduueckue 00beKThl (PUCYHKH, JHATPAMMBI, CXEMBI, CIIAl/Ibl, HJUTOCTPAIMH ), KOTOPbIe ObMmu
CO3/IaHbI C TIOMOIIIBIO CEPBUCHBIX MPOIpa Bxoasmux B coctaB Word .
WiumrocTpanuu, moctaBiseMble B CTAHIAPTHOM KOMIUIEKTe moctaBkd WOrd, BIOIOYArOTCS B JOKYMEHT TAKXKE BBINICOMHCAHHBIMH
crocob6aMu BCTaBKH U BHEJPEHUSI.
4.5.1 bubanoreka mntroctparuii Clipart
[nsa BcTaBKY B JOKYMEHTBI MJLTFOCTPAIIMI MOXXHO MCIIOJIB30BaTh TOTOBbIE OUOIMOTEKH (KOJIJIEKIIMH) PUCYHKOB (KJIMIAPTOB).
YToObI BCTABUTHh OOBEKT KIUIAPTOB HEOOXOIMUMO BBIOPATh MECTO IS BCTABKH KIIUIIA, 3aT€M UCIO0JIb30BaTh KOMaHy
BceraBka/Pucynoxk/KapTunku (puc ok 4).

Pucynok 4 O6bextsr ClipArt
I'paduyeckue KIumapTel COCpeJOTOYCHBI HA BKIIa/ike Pucynku. OHH KilacCHUIIMPOBAHBI 110 KaTerOpusiM. PasbickaB HYKHBIH
KJIMIIApT, JOCTATOYHO BBIIEIUTH €r0 U BCTABUTH B JJOKYMEHT IETYKOM Ha KHOIIKE BCTABUTH KJIUII.

Knunapre! ciieryeT paccMaTpuBaTh Kak 3arOTOBKHU JUIsl CO3/IaHUs CPeACTB oopMieHus. KiunapTsl - 3T0 KOMIO3UIIHOHHBIE OOBEKTHI.
X MOXHO «pa30upaThy Ha COCTABTIIONINE, PEJAKTHPOBATH U.X 3JIEMEHTHI 110 OTJEIbHOCTH, CO3/1aBaTh KOMIIO3UIIUU U3 O0BEKTOB,
B3STBIX U3 Pa3HBIX KIUIApTOB. MOXHO U3MEHSTh Pa3Mephbl BCTaBICHHOI'O PHCYHKA, IIepeMenaTh pUCYHOK Ha IPyroe MecTo, yOupaTh
HEHYHBIEC YaCTH, U3MEHITh B3aUMHOE PACIIOIOKEHUE PUCYHKA U TEKCTA.
Bcé 310 BrimonHsAeTCsA yTéM penakrupoBaniu | 1 mmunapToB, BCTaBIEHHBII, B JOKYMEHT.
OOBIYHBIN OPSAIOK PEAAKTUPOBAHUS KIIUIIAPTOB CJICYOLIUH |

Knunapt BeIAEAIOT HIETYKOM JIEBOM KHOIKHU MBIIIIH;

OTKpBIBAIOT €r0 KOHTEKCTHOE MEHIO IIETYKOM MPAaBOM KHOTIKW MBIIIIH;

b xoHTekcTHOM MeHI0 BbIOMpatoT koMaH1y U3MEeHUTh PUCYHOK - OH OTKPBIBA€TCA B OTACIIBHOM OKHE PElaKTUPOBAHMS,

b 5TOM OKHe paboTalOT C OTACIBHBIMU 00BbEKTAMHU, COCTABISAIOUINMH PUCYHOK.

4.5.2 PepakTop 3aroJioBKOB

JIst co3maHuMsl 3aroJiOBKOB, Hajmuceii, moamuceir u makeroB medatn B Word M.1\leercst crenmansias mporpamma WordArt.
DTa mporpamMma peanu3yeT pasjuyYHbIE TPEOOPa3OBaHUs TEKCTOBBIX CTPOK, HEMOMNEPKMBAEMBIE B CTAHIAPTHOM PEXUME CO3IaHHUS
JIOKYMEHTA. HalMCaHHE TEKCTa 10 KPYry, 3aloJHEHHE TEKCTOM o0jacTeil pa3nuuHON (OpMbI, HalMCaHWE TEKCTa «BOJIHOWY», TOBOPOT
TEKCTOBOW CTPOKHM, HM3MEHEHHE HAKJIOHA CHMBOJIOB, CO3JaHHE TEHH, OTOpachlBaeMOW TEKCTOM, HW3MEHEHHE MEXCHMBOIBHOTO
WHTEpBaJa ! T.II.

[na Toro 4To0bI CO3AaTh U BKIKOYUThH B TEKCT JOKYMEHTA 3aroJIOBOK HEOOXOJUMO YCTAaHOBUTH KYpCOp B HYXXHYIO MO3UINIO
(371eMEeHT BCTABISETCS B MO3MIMIO Kypcopa) W BBIIONHUTH KoMaHay BeraBka/Pucynox/O6bext WOrdArt uiau BOCIOJB30BATHCS
KHOIKOM TTaHeau HWHCTpyMeHTOB PucoBanue. 3arem B okHe Kosmexkmusi WordArt (pucyHok 5) BBIOpaTh BapHaHT HaIMCaHUS
3aroJIOBKa M B CIIEHHAIBHOM auaioroBoM okHe M3menenue Tekcra WordArt BBecTH TEKCT.

(Wi [ WordAnt [Werdrt ,;»,,;z.a{-n H
- (24 T TIME
derdhnt wartan |- Werdhrt [Wordas B

[Wordaet

Pucynok 5 Oxkno Komnexuns WordArt
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Kpome BBosja TekcTa B OKHE MOKHO BBIIONIITH M Ipocreifinee QopmarmpoBaHue: 3aaaTh NI W pasMep wWpudra, a Takxe
MOJIYKUPHOE WM KypCUBHOE HauepTamle.

Ilocne 3axkpemusi OKHa M3MEHEHHUsS] TEKCTa HAJINCh MEPEHOCHUTCS Ha SKPaH, W CTAHOBATCS JOCTYIHBIMH BCE CPEIICTBA
TYonl41.
OurypHbliit Texct, coznaBaembliii WordArt, siBisiercst rpaduueckuM 00beKTOM, a He TekcToM. OH He 0TOOpakaeTcsi Ha SKpaHe B
PEKHMME CTPYKTYpBl M HEBO3MOJKHO BBIIOJIHUTH IIPOBEPKY €ro opdorpadum.
Bemon mamenmn WordArt Ha sSkpaH u e€ yHaleHHe C JKpaHa OCYIISCTBISIOTCS C IOMOINBIO ITYHKTa MeHI0 Bun/Ilanesnn
uucrpymentos/ WordArt. B cooTBeTcTBHM ¢ KHOMKaMu MaHedn HUHCTpyMeHTOoB WordArt mpousBomsTcsi mpeoOpa3oBaHUsS Hal
TEKCTOM (PHCYHOK 6).

OodapuTe 00BexT Honnexyua Wor dArt BepTHxansHkefl TEXCT

HamennTs ’rexc*r/‘b

Pucynok 6 ITanens uacTpyMeHTOB iYOrd:rt
[pu m3menennu oobekTa WordArt BaxkHyto posib HTpaeT OKHO (OpMAaTHPOBAHHS, KOTOPOE BEI3HMAETCS 10 HAKATUIO KHOIIKU
®opmat oobexra WordArt (pucyHok 7).
B oxne ®opmat o6wekra Jf'ordArt mapamerpaMu Ha BiIaake O6TekaHne ONpeesieTCsl OTHOICHHE 00BEKra K OCTaIbHOMY T-€KCTY.
TekcT MOXxeT 60 00TeKaTh PUCYHOK A3JIMYHBIM 00 a30M, JIMOO MPOXOAMTH CKBO3b HETO.

POPMET 00beKTa 'Woidast

OPBAT odv.errn\

\/B{rpo:nsrn. GyE8Rl DO HRICOTE
He

C:Bo60 muoe Bpauien

Pucynok 7 JluamoroBoe okHO opMaTupoBanusi oobexkra WordArt
4.5.3 Pexakrtop popmy.a

[ns BBO#a MaTeMaTHYECKMX BBIPAKEHMIl TOOOH CIOXXHOCTH B TEKCTOBBIH JOKYMEHT NPH CO3MaHMU HAYYHBIX CTaTed M
OTYETOB MCIONB3YIOT penaktop Gopmys. [Ipu atom penakrop Gopmyl He MPOM3BOAUT BBIYHUCICHHHN MO BBEJCHHBIM (OpMYyiaM U He
OTCJISKHMBACT KOPPE:;; ,HOCTh COCTABICHHBIX MATE;;IaTHICCKNX BBIPAIKEIOTH.
[nsi Toro 4ToOkI O30aTh M BKIFOYHTH B TEKCT JOKYMEHTa (HOpMyTy HEOOXOIAUMO YCTAHOBUTH KYypCOp B HYKHYIO HO3HLHIO (popmyna
BCTaBJII€TCS B IO3WIMIO Kypcopa) W BBIIOJIHUTH KoMaHAy O6bekT u3 MeHIO BeraBka. B nmuanoroBom oOkHe HY)XHO BBIOpAaTh
Bkianky Co3ganue (pucyHok 1). Co3manume (GopMylsl IpOUCXOOUT mmocie Bbibopa Microsoft Equation u3 cnmcka Tum O6bexTa.
[Ipu 3TOM OTKpOETCS mMaHenb ynpapieHus: dopMysa U NPOHM30HIET 3aMelIeHHe CTPOKHM MEHI0 TEKCTOBOTO IPOLEccopa CTPOKOU
MEHIO peaaKkTopa Gopmyil.

Marematiueckue CHMBOJIBI BHOCSTCS B pabouyio obnacth okHa penal(ropa ¢dopmyn npu nomomu kHomok [lanennm
nHCTpyMeHTOB Penakropa ¢popmyn (pucyHOK 8).

TeopHa FasHule CHMBOMLT
RO
Npobens = Nomevrea - : IpeuscKkse
C Tpeyeckue
MHOTOTOUHAE oCMEBONIOB RponRCRLe
CuMBons Norpuecrnes SIPHIRAS SHMEont)
b CHMBOR CHMBOML

CTHONRPHH A

MaTpHILE
Cx.06X:n | e
Hopeu B Opodx MopnECHLT MponsReAeRnE UHCRORMES
CTpenxH B MHOKSC TECHHMS

Crenedy M HNJSXCL / Nepuepxupaune
Harttrpant. LUSLIK
Pucynok 8 ITanens nuctpymeHToB Petaktopa Gopmysn
B BepxHeM psily aHEM HHCTPYMEHTOB pellakTopa (GopMys pacrionoKeHbl KHOMKU AN BCTABKH MaTeMaTHIECKIX CHMBOJIOB.
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Kuonkn HMXHEro psaa co3garoT cBoeoOpasHble HIa0JIOHBI, BKJIIOYAIONINE CHMBOJBI Mia ApoOed, paguKanoB, CyMM, HHTETPaloB,
MPOU3BENCHUN, MAaTPULl MU PA3NIUYHBIX CKOOOK WM COOTBETCTBYIOIIME Mapbl CHUMBOJIOB TUIA KPYIJbIX U KBaJIPaTHBIX CKOOOK.
MHuorue 1ma0aoHbl COAEpKAT CHELUallbHble IOJIA A BBOJA TEKCTa U BCTaBKM CUMBOJIOB. II[aGiI0HBI MOXHO BKJIaAblBaThb OJUH B
JIpYTOH IJIs1 OCTPOEHUSI MHOTOCTYIEHYATHIX (hOpMYIL.

BBoa u penaktupoBanue Qopmyis 3aBepuiaetcs Haxkaruem kiuapuinu ESC wiM 3akpblueM MHaHeNnw peaakTtopa (Gopmyll.
Mo>kHO Taxoke HMIEIKHYTh JIEBOM KHOIKON MBIIIU Te-IM00 B I0JIe JOKyMEHTa BHE 00JacTH BBoJa ¢opMyisl. Beenénnas dpopmyia
BCTaBJIsIETCS B TEKCT B KadecTBe oObekTa. Jlanee e€ MOXKHO epeMeniaTh B 11000e MECTO JOKYMEHTa U PENaKTHUPOBATh.

IIpu cozmanuu GopMyn IOITyCKaeTcsl yBeJIWUCHHUE WM YMEHBIICHHE pa3Mepa dKpaHa peaakropa GopMys s TeKyIel
3agayd. [na u3MeHeHHs: Macmraba HEOOXOIWMO BBIICIUTH (HOPMYTYy H BBIIOJHHUTH ITOCIEAOBATEIBHOCTH ITyYHKTOB MEHIO
Ipaeska/O6bexT/PopMyaa/OTKPLITH. 3aTEM HY)KHO B MEHIO Buj yCTaHOBUTH COOTBETCTBYIOMmMHM MaciTab (o1 25% 10 400%).
Pasmep clmBona B dopmyrne MOXHO 3aJaBaTh CTaHIAPTHBIM IJIM HEMOCPEACTBEHHO B NYHKTax. [Ns YCTAaHOBKH CTaHAApTHOTO
pa3Mepa HyXKHOE€ 3HaueHue BblOMpaeTcs B MEHIO Pasmep. B 3TOM ke IyHKTe MEHIO ¢ IIOMOUIbIO KOMaHAbI Jpyroii MOXHO 3a1aTh
pa3Mep 2JIEMEHTA B IIyHKTaX.

[ns u3MeHeHUs: CTaHAAapPTHBIX TUIIOB Pa3MEpPOB HCIONb3yeTcs koMaHna Ompeneants (Mel-lio Pasmep). IIpumenenue 31oit
KOMaH/1bl IO3BOJISIET U3MEHUTD pa3Mep BCEX CUMBOJIOB, UMEIOLIUX ONpPEIeIeHHbIN THII.

B okne nuanora (pucyHOK 9) psioM ¢ HY)KHBIM THIIOM pa3Mmepa CleayeT yKa3aTh pa3Mep B MyHKTaX. B cnenuanbpHOM 0071aCTH OKHA
HaXOAMTCA IpUMepHasi popMyJia, HA KOTOPOH MOXHO OTCIE€KUBATh BHECEHHb 1€ H3MEHEHUS..

Knonka Ilpumenums TO3BOISIET YBHUIETh BIMSHAE HM3MEHEHHMH Ha (GopMyily Iepen MX coxpaHeHHeM, a kHomnka [Ilo
VYMOJYAHUIO CITyKUT JJI1 BOCCTAaHOBIJIEHUSI Pa3MEPOB YCTAaHOBJICHHBIX IO YMOIYAHHUIO.

IIpu BHECEHNN M3MEHEHHH B OKHe amanora Pasmepsl penaktupyemass (Gopmyria H3MEHSETCS B COOTBETCTBHUM C HUMH. OcTanbHBIE
(hopMyJIbl, COXpaHEHHBIE B JIOKYMCHIC, HC U3MEHATCS, €CJIU II0CIe U3MEHEHMsI pa3MepoB HIPU(TOB OHU HC OYIyT pelaKTUPOBAThLCS.
JomyckaeTcst 3amaHue pa3Mepa dJIeMeHTa B IPOLEHTaX K OOBIYHOMY pa3Mepy. TOTJa MPH M3MEHEHHH OOBIYHOTO pa3Mmepa Bce
CTaHJApTHBIE TUIIBI pPa3MEPOB U3MEHSAIOTCS IPOIIOPIHOHANIBHO. [l onpeiesieHns pa3Mepa B MPOIEHTaX [10CJe YKCa Hy)KHO BBECTH
3HaK % B COOTBETCTBYIOLIEE MOJIC.

Pucynok 7 M3meHeHME CTaHAAPTHBIX TUIIOB Pa3MepOB
4.5.4 BerpoenHnblii rpaguyeckuii peIakrop
B noxymenrtax Microsoft Word MokHO HCITONIB30BaTh JBa THIIA TpahUIECKUX 0OBEKTOB: PUCYHKH 1 H300paKEHUS.
Pucynku - 0OBbEKThl BEKTOPHOW MPHUPOABI (JIMHUM, NPSIMBIE U KPUBBIE, reoMeTpUudeckue GUrypbl, CTaHIapTHbIE U HECTaHIApTHBHIE).
Pucynku Bcerja BHEAPEHBI B JOKYMEHT - MX MOXKHO PElaKTUPOBATh HEIIOCPEACTBEHHO 110 MECTY.
M300paxenus - pac-TpoBble 00bEKThl. OHHU BCTaBISIOTCS B JOKYMEHT KaK BHEIIHUE OOBEKTHI U3 (ailya, IOArOTOBICHHOIO IPYTUMHU
cpenctBaMu (rpauyeckuM pelakTopoM, ¢ MOMOIIBIO cKaHepa, HU(PPOBOM KaMepsl, rpadUIecKoro IUIaHIIEeTa) METOA0M CBSI3bMAaHUS
M BHeApeHus. MIX penakTupoBaHue cpeicTBaMU TEKCTOBOIO IIPOLECCOPa BOZMOXKHO B OrpaHudeHHbIX npenenax.
[N paGoThl ¢ BEKTOPHBINN PUCYHKAMHU CIIy>KUT [laHens nHCcTpyMeHTOB Pucosanue (Bua/ Ilane.,'In 11ncTrpymenTos/PucosallHe)
(pucyHok 8).
Ik-ran'ril  66'1.ext.a
DAMOYTONLHHE MforelArt Tin uspuxa

Bupn crpenkm

Il ser sanumen |
RET TIHHEHR

L seT upndTa

Pucynox 8 ITanens uncTpymMeHTOB PucoBanue

OcHoBHbIM cpencTBom 3T0i1 aHesu sABIISETCS paCKpPbIBAIOIIMICS CTUCOK ABTO(MUIYpHBI. B €10 kateropusx npeacraBieHbl 3arOTOBKU

JUIsl co3aHus npocTeimux o0bekroB. it co3nanus, KoTopblX He0OX0JUMO Ha MaHEIH UHCTPYMEHTOB PucoBaHue IIEIKHYTh

KOMaHAy ABTOQUIYpBI, a 3aT€M BbILIEIUTh HYXKHYIO uHUI0 uin Gurypy. IIIEAKHYB OKHO JOKYMEHTA, IEPETaCKUBATh yKa3aTelb

MBIIIY, IOKA JTUHUSA WK GUTypa HE JOCTUTHYT HYXKHOT'O pa3Mepa, a 3aTeM OTIYCTUTh KHOIKY MBIIIH.

s ynpaBienus rpadguueckuMu uzobpakenusmu B Word umeercs criernanbHas manenb Hacrpoiika nzodpaxkenus (pucyHok 9).

BuiSop o083exToB
Ceodonuoe spapienxe
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HaoOpaxxeHHe

BcTaska pHCYHEa

Cépoc napawmeTpoB
PHCYHER

VMeusIHTE
KOHRTPaCTHOCTE

YMEHLUHTE SPEOCTE

Pucynok 9 I'lanens Hacrpoiika mzo0pakernls
Wuctpyment M300paskeHne mo3BOISIET yCTAHOBUTH IpaduuecKuii GopMar uisi BBIACICHHOTO PHCYHKA.
C nomomrsio koMaunasl Ilopsinok u3 packpeiBaromerocs cnucka JlelcTBUS maHeI HHCTPYMEHTOB PHCOBaHMe MOXHO M3MEHUTH
PacIoI0XKEeHHEe PUCYHKOB OTHOCUTENBHO Ipyr Apyra. OHa MO3BOJISIET NIEPEMECTUTh PUCYHOK Ha OJUH CIOH BBEPX WIIM BIOE, a TAKKE
TMOMECTHUThH PUCYHOK B CAMBIii BEPXHUH WJIM B CaMbIi HWKHHI CIOM .

IMpu 3amanum pucyHky ¢opmara IlogJiokka OH aBTOMAaTHYECKH IOMEIIAETCS B HIDKHHM 110 OTHOIIEHUIO KO BCEM
HAMEIOLIUMCST PUCYHKaM IrpaduuecKuil cJIoi U CTAHOBUTCS OYEHb CBETJIBIM U Maj0.KOHTPAacTHBIM. B mporecce paboThl ¢ 1OKyMEHTOM
MOYHO MTOMECTHUTH JIFOOOH PUCYHOK B rpa)UuECKHid CIOH, PACIIOJIOKECHHBIN HIDKE, YeM IOJIOKKA. [Ipr 3TOM MOIOKKA HE U3MEHUT
LBET, a OyJeT 3aKphIBATh PUCYHOK, HAXOSIIUICS MO HEH.

BapuaHTBI B3aMMHOT'O PAacloJIOKEHUS TeKCTa U rpaduueckoro 00beKTa MOXKHO BbIOpaTh MO0 Yepe3 KOMaHly MEHIO
®opmat/Pucynol./O6Tel canue, nubdo HenocpencTeenHo B nanenn Hacrpoiilca u3odpaxkenus, rae ectb komanaa O0rtel,anue
TEKCTOM.

B manenn Hacrtpoiika n3odpaxeHus Taxke IMEeTCs ClielHalbHas KOMaHAa, IIO3BOJISIIOIIAs H3MEHUTh KOHTYD, 10 KOTOPOMY TEKCT
obrekaer pucyHok. [locime eé a.'tlm:BuM3amuu BOKPYT PHCYH..><a MPOSBISETCS KOHTYDP C Y3JIOBBL,II TOYKaMH, KOTOpBIE MOXXHO
neperaruBaTh MbllIIbio Ha pyroe MecTo, TEM CaMbIM, U3MEHSS KOHTYP.

OcCHOBHBIE KOMaH[BI, CBS3aHHBIE C (OPMATHPOBAHHEM DPHCYHKa, HaXOIATCS B IHAIOTOBOM OKHe MopMaT PHCYHKAa, KOTOpOe
BBI3BIBacTCs yepe3 MeHio @opMmaTt/PucyHok mmn ¢ nomonisio kHonkn POpMAT PUCYHKA B ITaHEIN WHCTPYMEHTOB. Oro MO3BOJISIET
3aJlaTh MECTO NPUBS3KH PUCYHKA, MOBOPOT HA HEKOTOPBIA yTOJI, 3aJIMBKY ONpEIENIEHHBIM y30pOM, OOTEKaHHE TEKCTOM M MHOTOe

Jpyroe.
5SMETOAUYECKHUE PEKOMEHIALIUU

51. Jns co3maHus ~ 3aroiioBka,  OoTOpackiBaiomero  TeHb  cpeiactBamMu  \VordArt  HeoOXOIMMO  BBIIOJHHTH — KOMaHIy
BceraBka/PucynoroOobext WordArt, B auanorosom oxne Kosutekmmusi WOrdArt nsoitasIM 1iendkoM MBIIM BBIOPATh HYXKHBIH
CTHIb HaAMHMCH M B JMANOTOBOM okHe M3menenme Ttexera WOrdArt maGpars HyxmBIM TekcT. 3aTeM HCHONB30BATh  JUIA
npeoOpa3oBaHms TEKCTa packpbiBa. omuiicst crmcok IIpudT mis BeiGopa HyxkHOro mpudTa U packpbmaromuiics cnucor( Pasmep s
BbIOOpA HY)KHOTO KerJis mpHudra.

52 Bsibpath MecTO UL 6CHMAGKH B JOKYMEeHT u3o0paxenus w3 OuOnuoreku ClipArt wuw  BbmonHuts  KOMaHmy
BceraBka/Pucynox/KapTuHku, 3aTteM INeNKHYTh BKIAAKY ¢ HY)KHBIM THIIOM Kiuma U B cimcke cieBa BbiOpats Kareropuio, BeiOpats
menykoM Mblmu kiun B okHe IIpocmorpa n menkuHyTs kHOonky BeTaBHTh.

Jns usmenenus pasmepa pucyHKa BBIICITUT 00BEKT, YCTAHOBUTD yKa3aTellb MBI Ha TI000H 13 MapkepoB
MacIITa0MpOBaHMs, HAaXaTh JIEBYIO KIABHUILY MBI U YAEepKUBas €€ Ha)XkaTol, ImepemMeInaTsh yka3aTelb MbBINHU K HEHTPY PUCYHKA
(ymeHblIeHHE pa3Mepa) Uik OT LeHTpa (yBennuer le pazmepa).

Ons evibopa ysema oOGbekTa BBHIOENUTH OOBEKT W MICIKHYTh KHONKY M300paxkeHne Ha MaHeNM HHCTPYMEHTOB Hacrtpoiika
m3obpakenns. [INS Bb3oBa  MaHenmu  HMHCTPYMEHTOB  Hactpoiika  M300paKeHHs  WCIONB30BaTh  KoMaHny  Bum/Tlanenu
uHcrpymentos/Hacrtpoiika nzoopa.,'! {enus.

YToOBI nepemecmums pucyHoK ero cieryeT BBIICIUTh, 3aTeM yCTaHOBUTh YKa3aTeNlb MBIIII BHYTPH PUCYHKA H, YACPKHUBAs
Ha)kaTou JICBYIO KJIaBUITY MbIIII MEPEMECTUTH €0 B TO MECTO, I'’I€ JOJDKECH HAXOAUTHCA PUCYHOK.

5.4 BecraButh B TOKyMeHT 00bekT ABTOGUrYpa. [INA sToro Ha maHenn HHCTpyMeHTOB PHCOBaHMe MIETKHYTh Ha KHOTIKE
ABTodurypa, Beiopats nyHKT 3BE3bI M JIeHTHI 1 WENKHYTh [IaTHO 1. [1NA BcTaBki ABTO(UIrypHI B TOKYMEHT MIETKHYTH B
mycToi obnacTu fokyMeHTa. s yBenudeHuss ABTOGUIYPBI IepeTalmnTh IPABYI0 HIDKHIOK PYKOSATKY MacIITaOnpOBaHMUS.
IIpeobpa3oBaTh pUCYHOK B TpEXMepHLIﬁ dbopmar. [l aToro mEnkHyTh Ha KHONKe O0BEM [Tanenu nactpymentoB PucoBanme u
BIOpaTh BapuanT CTHIB 2. Packpacurs ABTOQUIYpY, rcronb3ys lmom<y L{BeT 3aJJMBKH naHenn nHCTpyMeHTOB PHcoBaHme.
M3meHnuTs opueHTanuio ABTO(UIypbI METKHYB Ha KHOIIKE ITaHEIM HHCTPYMEHTOB PrcoBaHue U BEIOpaB B pacKkpbmIIeMcst OKHE
nyHkt HacTpoiika o0bemMa moBepHyTh aBTOMIUIYpY HSTH pa3 MOAPSI BIPABO, HCIIOJB3YsI COOTBETCTBYONIYIO KHOIIKY ITaHEIN
[TicTpyMeHTOB.

5.5 Buytpu ABTOMUTYpBI HaOpaTh TEKCT U HOPMYJIIBI PABHOMEPHOTO ABHIKECHHSI [10 OKPYKHOCTH. JIJIsl CO3aHusl IPeUI0KEeHHON
(hopMyIIBI cIeIyeT BHIIOIHHUTE CICAYIOIINE eHCTBH:

- 3amycTUTh peJakTop Gopmy,

- [Ans maGopa TekcTa K 3aJaHNIO BEIOPATh KOMaH/Iy TOPU30HTAIbHOI0 MeHIO pegakropa popmyn Ctuian/Teker;

- I[J'If[ BBOJd CHUMBOJIOB aKTHBHU3HUPOBATH KHOIIKY, OTBCYalO g!& 3a BBOJ CTpO'-IHT)IX T'PEUYCCKUX 6yK . ,Z[J'IH Ha60pa ﬂpO6I/I

s
L

aKTHBHU3MPOBATH KHOIKY, OTBEUYAIOIIYIO 38 BBOJ APOON el 11 BEIOPATh COOTBETCTBYIOIIMIH THII ApoOu st popmMaTHpoBaHUS



IIoKa3aTeJid CTCIICHU, Ha6paB OCHOBAaHHMCEC CTCIICHU, BOCIIOJIb30BaTbCsA KHOMKOM u BLI6paTI> cpeau HpeﬂlIO)KeHHI)IX

MUKTOIPAMM i
- Jlns mepemeniel [Tl mexay uucnuTeneM v 3HAMEHATENIEM HCIIOIb30BATh KIABHUIIN YIIPABJICHUS KypCOPOM HITH MIEITYOK MBIIIH
npasee Ipobu (Kypcop U3MEHHUT CBOM pazmep). [Nns nmepexojia K Habopy clieayronieii GopMyJIbl HCIIONIB30BaTh KilaBuiny Enter.

1)
2)
3)
4)
5)
6)
7
8)
9)

6. KouTpo/ibHbIE BONPOCHI
Kakue IIyTH co3nanust WIUTIOCTpalUii CyLECTBYIOT?
Kaxkue cymecTBytoT BO3MOXKHOCTU IIpU paboTe ¢ 00beKkTaMu?
Kak BrimosHsieTcss MacmTabupoBanue o0bexTa?
Kak no6asuts B okymeHT 00bekT WordArt?
Kax BctaBuTh B fokymeHT 00bekT ClipArt?
Kak co3nmaTh U BKIIOYUTH B TEKCT JOKyMEHTa (opMyTy?
Kak BbIOpath 1BeT 00BbEKTa 8 TOKyMEHTE?
1N 9ero B TEKCTOBOM IIPOIIECCOPE UCIONB3YETCS PEaKTOP YPaBHEHHH?
Kak co3aTe 1 BKIIOYHTH B TEKCT JOKyMEHTa GopMyity?

NPUJIOXKXEHHUE A

PHUE

llopoeou nepsoxkypcrux!

Ilpucnauioe; n mebs, npunsams yuacmue 8 geuepe -KOHKYpce, NOCBAUEHHO,HY
HeodeJle 3HamoK08 MamemMamuky u ¢puszuxu, komopwvii cocmoumcs 6 bBI'AY 6 cyobomy

24 nosops 2001 2o0a.

Opzromumem KOHKYpca



JlabopatopHast pabora

Tema: Excel. Cratuctuueckue GyHKIMUA. DISKTpOHHAs Tabiuia kak 6asza narorm,[X.
[Moxsenenue uroros. Opranusanus passersienuil. 3agada «Jlesrensroc Ts GupMbIL.

Leab: yMeTh MOJIb30BATHCS AUANA30HAMHU SIYEEK U CTAHJAPTHBIMH CTATUCTHYSCKUMU
(YHKIIUSAMU, HCKITIOYATh, BCTABISITH CTOJIOIBI U CTPOKU B TAOIUILY, HCKATh U
YHOPSA0YMBATh JaHHBIE, TIOBOAUTE U TOTH.

3agaua «JesareabHocTs pUpmbD>

ITyctp Bama ¢pupma umeet punuansl B Mockse, PoctoBe, Xapbkose, Onecce, JIoHEIKe WM IPYTHX FOPOJAX U €CTh JaHHbBIS
o exxeMecssuHbIX oObeMax mpofaku B ¢uinanax. [1o JaHHBIM O MEATEIBHOCTH (UPMBI Ha MPOTSHKEHUHM TPEX MECSIIEeB, HAPUMED,
stHBapsi, (heBpaiisi, MapTa, CO3/aTh TaONHUIly Ans onpexaesicHus o0beMoB npoaaxk: mMakcuMmanbllbIX, MIIIMManeabslX u B nemom mo
crtpane. Kpome »TOoro, co3marb HOBYIO TaOnMIy - MNPOEKT OW3HeC-TUIaHAa Ha IMOCIeNylollHe [fABa Mecsima: ampeib, Mail - ¢
pacuuperuem reorpaduu 1esaTeIbHOCTH (UPMBI (Ha3BaHUS JIBYX-TPEX FOPOJOB T0OABUTH CAMOCTOSTEIIBHO).

... & & € D | B
1 T DIGITAL .

2 : O06beM PoJaXKH B IPH.

3 i T'opon SluBapb Depaib ' Mapr Bcero

4| Moowsa 2250000 2340000 | 3200000 | 7790000
5 Pocron 1150000 1550000 | 1640000 | 4340000
6 | Xapiros 1050000 1750000 | 1100000 3900000
7| Onecca 1212000 850000 | 1300000 | 3362000
'8 | Tioenx 850000 1250000 | 1450000 | 3550000
.

10| Boero 6512000 | 7740000 | 8690000 | 22942000
i

12 Maxomgym | 2250000 2340000 | 3200000 | 7790000
| i3 | Mmooy 850000 850000 | 1100000 | 3362000

Puc. 1. O6pazen Tabnuisl Ans 3a1a4u.

Teopernueckue cBeieHUs

Heckoubko siueek pabodeii TabInIbl, KOTOPbIE HMEIOT CMEXHB 1€ CTOPOHBI, 00pa3yIOT OUANA30H AUEeK.

Jlnama3oHbl UMEIOT NPSMOYTOJbHYI0 (OpPMYy M ONUCHMAIOTCS aapecaMu JABYX IUAroHaIBHO-IPOTHUBOMOIOKHBIX sdeek.
Hanpuwmep:

- Al :C3 - mpsIMOYTOJIbHBIN JHMaIa3oH;

- Al:A9 - nuamnazon-cronoers;

- ALLEl - nmnamason-cTpoka.

Yrto0bl 6bl0€UmMb OUANA30H, HY)KHO INEIKHYTh B JIEBOM BEPXHEM YIIIy W, HE OTIIyCKas KHOIIKH, IIEPEMECTHTH OCIbIi
KpecTooOpa3Hblil Kypcop B IMpPaBblii HVXHWIW yroii, OTIYCTHTh KHOOKY. UTOOBI OTKa3arhCsi OT BbIOOpA, HOCTATOYHO IIEIKHYTH 3a
IpejeslaMy 1hara3oHa.

YUToObl BBIICIUTh HCCMCXKHB|C nuana3oHbl, HY:KHO ToJb30oBaThes kiaBuinei Ctrl. Hanpuwmep,
HecMexHBIX cToNOa-Mana3oHa, Hy)KHO IISJIKHYTh Ha X Ha3BaHHUSAX B pekuUMe HakaToi kmasumm Ctrl.

JlnanazoHaM MOXHO JaBaTh HAa3BaHUsS U HCIIOIB30BaTh 3TU Ha3BaHUs BMecTO BbipakeHuil Tuna Al:A9. [Iporpamma cama
JlaeT Ha3BaHWs J.4anazona,"l, eCMI oHa MokeT Mx 0HO3HAUHO pacnosHath. Hatrpumep, B Tabmine Ha puc. 1 Ha3:Bamrn cronbuos
pacmo3HaloTCs  aBTOMAaTHYeCKH, ModToMy B sueiiky E4 Bmecto ¢opmynsr =B4+C4+D4 wmoxHO BBecTH GopMyTy
=SuBapp+deBpanb+Mapr.

Kax m3BecTHO, ANSt BBMOJIHEHUS BBIYUCICHHUH HCHONB3YIOT (hopmynsl. DopMyna nMeeT BUA =BbIpa:keHHe. PaccMoTpum
npasBuiia 00pa3oBaHus BbIpakeHUH. IIpHOPUTETHl BBIIOIHEHMsS ONEpalUil B BBIPAKEHUSAX TAKUE KaK B 2JIEMEHTapHOW MaTeMaTHKE.
IIpuBenem nx B yObmaromiem nopsijike:

..,_-TOOBI BBIICIUTH JIBa

IIpuopurer Omnepanim [losicHeHMs
| 0 onepanuu B ckoOkax, aprymenThl (DYHKITHIA;
2 sin, cos u ap. MaTeMaTHYECKUE M APyrue QyHKIUH;
3 % TIPOIIEIITHI;
4 A BO3BeJerore B crenens (-512=25);
5 *pm/ YMHOXKEHUE WITH JCJICHHE,
6 +wuau- CyMMa MJIU Pa3HOCTh,
7 & 00BbEeIMHEHUE TEKCTOB;,
8 =5,>>= oIepanuy CPaBHEHUS.



CraHnapTHbIX (QYHKIMI eCTh HECKOJIBKO KATETOPHA:

-mamemamuueckue - Sin, cos, exp, In, abs, atan, sqrt u ap., a Taxke GyHKUKHU 1751 paOOTHI ¢ MATPUIIAMI,

- cmamucmuueckue - CP3HAY, MUH, MAKC, CYMM mu np.;

- roeuyeci(ue;

- Qunancosvle;

- 01151 pabomwi ¢ damamu, mekcmamu M ap.

OyHKIMH MOTYT OBITH ONpEeNIeHbl HaJl YACIaMH, aJpecaMu sueeK, agpecaMy (Ha3BaHUSMHU) IHMANA30HOB M UX CIHCKAMHU.
Dnemenmul cnucka 3alMchbmaloT 4epe3 pas/ieliuTelb, KOTOPBIM ompeaensercs ONepallMOHHON CHUCTEMOM: 3aliTyio. €clii B 4HCiax
HCIIOJIb3YETCs AECATUYHAS TOUKA, MM TOUKY ¢ 3alsATON. HarnpuMep, Tak,

=CYMM (Al; B6:CS8; 20).

ITockobI<y CyMMBI BBIYHCIISIFOT Yallle BCEro, HA MAHEIH HHCTPYMEHTOB ecTh rrnornit ABTocymma [1.Efo monbe3yroTcest Tak
BBICIISIIOT SUSHKY TMOJ CTOJNIOIOM WMJIM TpaBee OT CTPOKM C JAIII,IMU M LIEJKAIOT Ha ITNONKE ABTOCYMMA - IOJIYYarOT HYKXHYIO
CyMMY (YHCJIOBBIX JaHHBIX W3 COOTBETCTBYIOWIETO CTOJIONA UIIU CTPOKH).

Heiicteust Hax snementamu DT (BbIICICHHBIMU SYUCHKAMH, CTOJOMA.,,-1u, cTpolcamm, amamasoHamu, BCedl Tabdmimeii)
BBILIOJHAIOT KOMaHJIaMU KOHTEKCTHOIO WJIM OCHOBHOIO MEHIO WMJIM IPY IOMOILHM ITNONOK INAaHEI WHCTPYMEHTOB.

Hanpumep, npu HEOOXOAMMOCTH B TaOJIMIy BCTABISIOT IIyCTbIE CTPOKH (CTONOLBI) MM UCKIIOYAIOT UX KOMaHIAMHU:
PenaktupoBath > BeraButh Wiy UekaJOUYHTS.

B Bmimenennyio s4eliky MOKHO BCTaBUTH IpPHUMEYaHHE, KOTOpOE IMOSCHSIET €€ Ha3HaueHWe, KoMaHnol BeraButh >
IMpumeuanme, a HCKIIOYUTH KOMaH0il PeqakTupoBaTh> QuucTuTh (MJIU CPECTBAMI KOHTEKCTHOTO MEHIO).

Paccmotpum emie oguH crioco® ObICTPOro BBEASHHSI TEKCTOBBIX JALI,IX B Ta0uuily. OH COCTOUT B NCIOJIB30BAHUH CITUCKOB
nosp3oBatesss. CIIMCKM MOTYT COJEpKaTh Ha3BaHMs TOBapoB, roponoB, ¢upm, dammmin U T.1. CIHCOK MOIB30BAaTENbh CHavasa
co3naer komanaamu Cepsuc > ITapamerpsl > Brnanka Cnucku > HoBblii crniicok > BBOAUTH 31€MEHTHI CIIUCKA YEPE3 3aILTYIO
WJIM Ha)XKHMasl KJIaBully BBona> J{o6aBuTh> OK. CriHcoK MCHONB3YIOT TAK: MEPBBIH DJIEMEHT CIIMCKA BBOJSIT B KAKYIO-JIMOO STUEHKY,
[EePEeTaCKUBAIOT €€ .MapKep KOIMPOBAHUS - OCYLIECTBIISETCS aBTO3aII0JIHEHHE TaOIuIbl asieMenTamu cilcF.a.

9T MOXHO HCTIONB30BATh KaK 0a3y NaHHBIX. PaccMOTpUM cTaHIapTHBIC JEHCTBHS, KOTOPBIE MOYKHO BBIIOJIHSTH C JAHHBIIIH:
1) ynopsIo4uTh CTPOKH II0 BO3PACTAaHWIO WJIM yOBIBAHHIO 3HAYCHHI B HEKOTOPOM CTOJIOIE; 2) MCKATh JAIII,Ie 110 HEKOTOPbIM
kputepusiM. Ctondel ¢ JaHHBIIYU 3]16Ch Ha3bIBAIOT NOJIEM.

Vnopsioouenue. CHavaiia BRIOMPAIOT 4YacTh TAOJIUIBI C JAHHBIMU M Ha3BaHUSMHM TOJICH WM BCIO Tabnuiy (0e3 3arosioBka
TaOIUIBI U CTPOK ¢ uToramu). COPTUPOBKY BBIIOIHSIOT KOMaH10¥ JlaHHbIe > COpTHPOBATH, MOJYYAOT CIIUCOK HA3BAHUU MOJICH,
rae BeIOUPAIOT HY>KHOE Ha3BaHUeE, HallpuMep [ opol, U 3a7ar0T NOPSAOK COPTUPOBKU: IO BO3PACTAHUIO WIJIU YyOBIBAHUIO - IOIY4aloT
TaOIIILy, T1e CTPOKH OyIyT yHOPSAOUYEHBI B al(haBUTHOM UJIM OOpaTHOM MOPSIKE Ha3BaHUH FOPOIOB.

TTouck dannvix Ha3pMAIOT MHAaUe GUIBTPOM JaHHBbIX. CHavana BEIOUPAIOT CTPOKY, KOTOpasi CONEP>KUT Ha3BaHUS CTOJIOLOB, U
BbMOJIHAIOT KOMaHay Jlanubie> @uabTp > ABTOoMu.IIbTp. Sluciiku ¢ HazBaHHEM CTOJIOLOB CTAHOBATCA CIHCKAMH C ITNOIKAaMU
pasBepThbmaHnusi. Pa3BopauynBaloT HY>KHBIH CIIHCOK, HanpuMmep STHBapb, BRIOMPAIOT B CHHCKE 3HaYeHHE Y CJIOBHE - OTKPBMAETCs OKHO
KOHCTpyKTOpa ycioBUi. B HeM ecTb ynoOHble cpelncTBa A (GOPMYIHPOBAHUS KPUTEPUs HMOMUCKA IO CTOiOLYy SIHBapb, HampuMmep
takoro: 60.1Ibme 500000 u menbme 2000000. ITocne 3Toro HasxkumaroT Ha OK 1 Ha 3KkpaHe MOJydaloT pe3ylbTaThl IOUCKA - CTPOKU
TaOJIMLBI C TOPOJAMH, T TOKa3aTellb IesITeIbHOCTH (UPMBI B sSTHBape YIOBJIETBOPSET JTaHHOMY KpUTepHio. UTOOBI BOCCTAHOBUTH Ha
9KpaHe BCIO TabauIly, BbmoiHs0T koManay Jlanusie> @U.ITbtp > IMoka3aTs Bce.

Ecnu Hy»KHO NOJIYYUTh CIIOKHBIH KpUTepHil Ha 0a3e Ha3BaHMIl HECKOJIBKHUX CTOJOIIOB, TO UCIOJB3YIOT KoMaHay /laHHbIe >
®UJJbTp > Pacupennstii ¢lmsTp.

HUmoeu B Tabmumax. VTOrm NOOBOAAT C LENBIO ONpeNeNelom JIydlinX, XyIIIHX, CyMMapHbIX, CPEIHHX IIOKa3aremei
JIeSITeIBHOCTH (PUPMBI B HECKOJIBKUX CTpaHax, ropoJax, MoJapa3aeleHusIX u T.1. st 9Toro cHagansa CTpOKH B TaOJIHMIE COPTHPYIOT C
LeNbI0 T'PYNNUPOBAaHMA (Pa3MELICHUS PSAIOM) IaHHBIX, KOTOPBIE KacalOTCsl KaXKAOH CTpaHbl, ropoja WJIM TOApPa3AEICHUS I
nosiydeHol WTOroB K yYMOPAAOUEHHOW Tabmime npuMeHsroT komanay Jlandele > Wrorw, rme 3amaror: 1) HaseaHue MoJs,
cozeprkaliee OOBEKTHI, Ul KOTOPbIX CO3JaloT uroru, Hanmpumep Crpana; 2) omepanuio CyMMHpPOBaHHS W 3) Ha3BaHUE MO,
cozeprkalliee AaHHbIE, KOTOpBIE MOAJEXKAT CYMMHUpPOBaHUIO (Hampumep, Bcero miam/m Mapr). Onepannu cyMMHPOBaHUS OBIBAIOT
pa31-u)le: cymMmMa, MaKCUMyM, MUHUMYM, CPE€AHCC 3HAUYCHNUC, OTKIIOHCHHUE oT HOPMBI U T.[{

Xox padoTsl
1. 3amycrute nporpammy T, OTKpoOiTE HOBYIO ITNUFY M CO3/aiiTe CIMCOK MOJIb30BATEISI C HA3BAHUSIME TOPOJIOB.
2. Bseawute nansble s pemeHus 3amadn 1.

JlaHHbIe
Al DIGITAL (BBexuTe Ha3zBaHUE CBOEH GUPMBI)
A2 O06BeM TPOoJIaKH B TPH.
A3 T'opon
B3 SlHBapb
C3 Derpainb
D3 Mapr
E3 Bcero
A4 MockBa (co3aiiTe CIUCOK MOIb30BaTENs 1)1 BBEACHUS Ha3BaHUM TOPOIOB)
B4 2250000(BBeuTe TaKue UIIU MOAOOHBIC YHCIOBBIC IAHHBIC)
Cc4 2340000
D4 3200000
AS PoctoB
BS 1150000

Cs5 1550000



DS 1640000
BBEJUTE JaHHBIE CAMOCTOSTEIBHO €Il UL TPEX FTOPOAOB

AlO Bcero
Al12 I\-1lakcumym
Al3 MuH1Mym

Yucna é cmonoey E u cmpox.u 10-13 ne 6sooums!

3. Beeaure popmynsl mist pemenns 3anauu 1. B siueiike E4 Berunciure cymmy dncel ctpok 4.

Bribepure siueiiky E4 u HaxmuTe Ha KHONKY ABTOCYMMa, a 3aTeM Ha KHONKY BBoJa - Toiiydute (opmyiy
=CYMM(B4:D4).

4. B sueiike BIO Beranciute cymmy umcen B croibne B.

Beibepute stueiiky BI0 n Haxkmute Ha l1mommr ABTocyMMa | BBOJIA.

Ckonmpyiite popmyy u3 staeriku E4 Ban3 B ntnanazon ES:E10.

lenkuurte Mpimbto B E4 u nepetsiHuTe Mapkep BHU3.

6. Cxommpyiite popmyny u3 S'leiiku BIO npasee B quamazon ClO:DIO.

7. B sueiikax B12:E12 onpenenute MakcuMasbHbIe 3HAYEHHS B CTOJIOIAX JaHHBIX.

Beemure popmyny =MAKC(B4:B8) B sueiixy B12 u ckonmpyiite ee npasee B auana3zon C12:E12.

OmnpepenuTe MIIIIMAJIBITBIE 3HAYCHHUS B CTOIOIAX.

BeiOepure sueliky BI3 u Haxkmute Ha KHONKY Beraska ¢ynxuun fX, Boibepute B nuanorosom okue ¢pynxiuo MAH> OK.

Beenure B cnenyromem okHe auana3oH B4:B8 n naxxmure Ha OK.

9. Ckonupyiite Gpopmyny u3 siueiiku B13 B quanazon C13:E13.
3anuuiure B OTYET OOIIUI 00BEM ITPOIAXKH 3a TPU MecCsIIa.

10. 3anaiite popmat yrcen YncoBoii 63 NECATUYHBIX 3HAKOB MOCIIE 3aISITOM M ¢ pa3ieuTeNIeM IPYIIT TPeX pa3psiaoB.
Bribepure Bce uucioBble JaHHbIE B Tabiuie >®opmat > Hdveiiku > Yncao > Yncaosoii > Bromouute pexum paszdensmo
epynnel pny:sa008 1 33JaiTe KOJINYECTBO JecaTW-m.bLx udp nocne 3am,rroii: O > OK.

11. OtueHTpupy#HTe 3aroJ0BKH B IIEPBBIX ABYX CTPOUYKAX OTHOCUTEIHLHO CTONIONOB A-E.

Bribepute auamazon AlLEl u Haxxmute Ha KHOTKY OO0ObeAMHHUTHL W MOMECTHTH B HeHTpe (OyKBa a CO CTpelKamu) Ha
MaHeJIM HHCTPYMEHTOB,

12. Cxommpyiite Bcto Tabnuiy B Oydep oOMeHa 1 BCTaBbTE €€ Ha JIUCT 2.

13. Ha nucre 2, ucnons3ys crapyro tabnuiy, co3naite HoByro tabnuiyy «I[IporHo3 o0beMOB IPOIaKH Ha JIBa MECSIIa, IPH.».
JononHuTe TabaMiy croduamMu ¢ Ha3BaHusAMH Arpesb, Maii, u Beero2. [lanHble ayis anpenst ¥ Mast IpuIyMaiiTe 1 BBEIUTE
CaMOCTOSTENLHO. 3aMUIINTE B OTYET, KAKOW 00beM MPOJIaKH IUTaHUpYeT (GUpMa B arpese U Mae (OTJeIbHO U BMECTe).

14. Cupsapte 1 mokakute cronder E.

Bribepure cronben E u npumennure xomanay ®@opmat > Crosden > Cnpsitath. UT0OBI MPUMEHHTh KOMaHAY ITOKa3ath,
HYKHO CHaJaja BBIACIUTH ABa CTONIONA, :MEW./Ty KOTOPBIMH €CTh CHPSINIIHBIN.

15. Owumucrure crpoku 12 u 13.

16. Orcoptupyiite cCTpOKU TaONUIBI B a1(haBUTHOM IOPSIIKE HA3BAHUIT TOPOJIOB.

17. Otcoprupyiite dhumuansl (CTPOKH) MO YOBIBAHHIO 0OBEMOB TIPOIAKH B IEPBOM KBapTale.
3anuninre B 0T4ET, KAKOW (pHiIMal Ha HEPBOM MECTe.

18. Ilpumenure k Tabauue aBTouiIbTp, 'ffoOBI BBMECTH CTPOKHU € Ha3BaHUSIMU (DUIINAIIOB, KOTOPbIE B (heBpalie UMeIH 00beM
npogaxu cseie 500 O0O0.

19. Bemenute CTPOKH ¢ Ha3BaHUSIMU (HUINATIOB, KOTOPbIE B MapTe UMeH 00beM npoaaxu cosnblie, yem 200 000 u MeHblie, 4yeM
600 00O0.

20. CkonupyiiTe OCHOBHYIO TaOJHIly Ha CIEAYIOUIMN JTUCT 1 OT(HOPMATUPYHTE €€ HauMyyLMM 00pa3oM.

Yucna oroOpaszute B JneHexHOM ¢opmate. [ns storo BbIOepuTe BCEe YMCIOBBIE JAHHBIE W 3aja.liTe HYXHBIH (opmar.
JomoJITinte Tabmuiy croydiom ¢ HoMepamu TenedoHoB GpupMm. Homepa TeneOHOB BBEIUTE KaK JCBSITU3HAYHBIC YKCIA U
npuMeHuTe KoManny ®opmar > Sueiiku > JlomosanureabHsblil > Homep teaedona.

. CoxpaHuTe KHHUTY Ha JMCKe C Ha3BaHueM DaMutus.

o

®

N
[y

:KonTtposbHbie Bonpocsl
Hasnauenue ¢popmyn B OT. Kakoe 3nauenne Gpynkuuun MUH(5; 2; 13)?
Yro takoe kormposamnile popmyn? 3nauerne dyromun CYMIN1LL(4; 7;12)
Kak stuetike natep nms?
Uro Takoe auama3oH siaeex? [IpuBeanTe mpuMepsl AHANA30HOB.
Onunimie MMPUOPUTETHI BBIIOJITHCHUS onepaunifl B !BBIPAXKCHUAX.
Kak ncromounts/BCTaBUTH CTPOKY WIIH CTOJIOCI] U3 TAOIHUIIBI?
Ha3nauenue npuMedaHuii ¥ Kak UX BCTABIISTH?
Kak BBMOJHUTH MOMCK HY)KHBIX JIaHHBIX B Ta0nuie?
Ha3nauyeHue KHOIIKM ABTOCYMMA.
0. Kak ckomupoBaTh TaOJIMINy HA CICTYIOLIHIA JHCT?
1. Kaxk 3amomHuTh cTO0CI YUCTaMH, KOTOphIe 00pa3yroT apu(METHIECKYIO POTPECCHIO?
12. Kaxk OTHEHTpUPOBATH 3ar0JIOBOK HIOJIHUIIEI OTHOCHTEILHO CTONOLIOB?
13. Kak co3nare CIMCcOK 1oJIp30BaTes?
14. Kax 3anoHUTB CTOJOCI] WII CTPOKY DJIEMEHTAMHU CITHCKa I0JIb30BaTeNs?
15. Kax co:xl}anuts F.Hury na mmcke?

RBOO®~NO R wNE



JlaGoparopnas pabora

Tema: Excel. Crpykrypa tabaunusl 1 ocHoBHbIe THIbI gam,IX. 3agadya « TOBapHBIH 4er0™>.
3amaua «Cuer B GaHKE.

Ienan: ymers HacTpauBath napa.\ferpsl pabodeil CTpaHuUIIbl, BBOAUTH TEKCTOBBIE, YUCIOBBIE
naim,le u Gopmysbl B TabJIMIly, peAaKTUPOBATh Aall, le, popMaTHpoBaTh JAalli,le u
TabIII y, KOMUPOBaTh (YOPMYIBI C OTHOCUTEIHHBIMH aIpecamMi,

3agaua 1 «ToBapHblii yero>
IToAroTOBUTEH TOBApPHBIM Yek, T 3aQUKCHpOBaHA MOKYITKa HECKOJBKHX HAaUMEHOBaHUH (IIIECTH-BOCHMHU) TOBapOB. BxoaHbIe
nmamrm,le: TUm (aBTOMOOWIIM, KHHUTH, TEJIEBH30PBI, KOCMETHKA, KOMIBIOTEPHI, OIEKIA, WIPYIIKH, JEKAapCTBa, 3alvacTH,
NPOAYKTH U 1p.), HAa.3BaHME, [ICHA, KOJIMYECTBO TOBAPOB 3ajaiite camocToAaTensHo. Ha puc. 1 mokasan obpasen penreHus
3a71a4H HA NPHMEPE NOKYIKH KAHITOBAPOB.

E 3 Microsoft Excel - Khural

 TosapHeitwex
Homep Haseawve Llewa  KonmuecteCymma
1 Tetpape! 045 4 180
Tepaae!  0BO0 5 300
Pywal 230 4 920
_Pywa2 140 5 7p0
JNactuk 040

Puc. 1. Tabmia peurenust 3amauu 1.
3amaua 2 «Cuer B 0anLe»
KinenT oTkpbm cueT B 0aHKe Ha HEKOTOpylo cymmy non 12% romoBelX. Kaxas cymma Oyzaer Ha ero cuete uepe3 10 net?
OT100 a3uTh €XKEroHbIC U3MEHEHHUSI. Ha CUETe B BUJIE TAOIUIBI  HC. 2).

Hauncnenue % na nporsoxenuu 10 ner

Ton Cymma IIpupoct Bcero

1999 2500,00 300,00 2800,00
2000 2800,00 336,00 3136,00
2001 3136,00 376,32 3512,32
2002 3512,32 421,48 3933,80
2003 3933,80 472,06 4405,85
2004 4405,85 528,70 4934,56
2005 4934,56 592,15 5526,70
2006 5526,70 663,20 6189,91
2007 6189,91 742,79 6932,70
2008 6932,70 831,92 7764,62

Puc. 2. O6pa3sen pemeHns 3agaau 2.
TeopeTuyeckue cBeIeHUs
OnexrponHas tabmuna (OT) - 3T0 mporpamma, npegHasHadeHHAs s 00paboTku mammr, X, mpusexennr, X B Buxe Tabmuist
OyXTraJlTepcKoro, SJKOHOMHYIECKOTO MM CTaTHCTHYECKOTO XapakTepa, a TakXKe I aBTOMATH3allHd MAaTeMaTHYeCKHX BBIYHCIICHHUIL.



MHuoroo6pa3re BO3MOKHOCTEH TO3BOJSIET WCITONB30BaTh EXCel He TOMBKO B IKOHOMHYECKOW O0O0JIACTH, HO Tak)ke B ydeOHOM,
Hay4HOM, aAMUHUCTPATUBHON U X03sHCTBEHHOH cepax AesTeIbHOCTH.

OT cocTouT U3 siYeeK, KOTOphIe 00pa3yrT CTPOKH u cTonOubl. CTosOibl Tabauibl 0003HaueHsl OykBamu (A, B, C, ..., Z,
AA., AB, .., AZ, BA, ...), a crpoku mudpa.'lu (1, 2, ...). Kaxnas siueiika umeer aapec, Hanpumep Al - ajpec 1eBoil BepxHei
sueriki. CTosnl1oB MoxeT ObIb 10 256, a cTpok 10 65536.

3amoHeHHBIE SYCHKH 00pasyroT pabouyro mabauyy. Pabouas tabiauma HaXOOUTCS Ha paboueu cmpauuye (nucme).
CrpaHuiia umeeT Ha3BaHue, Hanpumep Jluer 1, KoTopoe 0TOOpakeHO Ha spJibIKe BHU3Y dKpaHa (puc. 1). Heckonbko paboyux JUCTOB
06pasyioT pabouyio krhuey. Kaura coxpansiercs B daiiie ¢ paciupernuem xlIs.

B siyeiiku mosp3oBaTeNb BBOAUT JaHHBIE TPEX OCHOBHBIX THIIOB: YHCIA, TEKCTHI, JaThl, a Takke (pOpMyJibl aiist qeHCTBHIA ©
JIaHHBIMU. TEeKCTOBBIE TaHHBIE UCIIOJIB3YIOT, HAIpUMeEp, JUJIsl HA3BaHWN TaOIHI] 1 HA3BAHWW CTPOK U CTOJIOLIOB JTAHHBIX.

UroObl BpmMONMITE Kakoe-TO JEHCTBHE HaA SUEHKOW WM mammsL\l, suelncy HYXHO BblIemMIb. DTO AETAIOT NPH HMOMOIIH
KJIaBHII CO CTpENIKaMH WM MbId. AKTMBHas (BblIeNeHHast) S4eiika MMEeT paMKy C MapKepoM, KOTOPBIi HaxOAWUTCS B IPaBOM
HIKHeM yriy. C Hell MOJYKHO BBIIOJHATH MEHCTBUS, ONpENIeNeHHbIE B OCHOBHOM MJIM KOHTEKCTHOM MEHIO: BBECTH WJIM yaamiib
JAaHHBIC, CKOMMPOBATh WM TepeMecTlmd manHoe B Oydep oOmeHa, oumcTlmb A4eiiKy, oTPOpMaTHPOBATH JaHHOE OII SUYCHKY,
BCTaBUTh NPHMEYaHUE.

BriesTh MOKHO HE TOJIBKO OJIHY SYEHKY, HO U HECKOJIBKO siUeeK (CTPOK HIIM CTOJIOLOB).

UToOb!I BBECTH B SUCHKY JaHHBIE, €€ BBUICISIOT, HAOUPAIOT AaHHbIE Ha KJIAaBHAType W Ha)XMMAIOT Ha KJIABHIIY BBOJA WM Ha
xiapuiry Tab. Bo Bpems BBeieHUs TaHHBIE MOXHO PEIaKTUPOBaTh. BBeIeHHBIH B sUeiiKy TEKCT (10 255 CUMBOJIOB) aBTOMAaTHYECKH
BBIPABHHUBAETCS 10 JIEBOMY KpParo, a YHcia - 110 IPaBOMY.

Ecnu HauaTh BBOAUTH HOBBIE JAHHBIE B STYEHKY, TO CTAphIE HCUYE3aIOT.

Ecnm B siueiike yxe ceTh JaHHBIE M WX HY,IJI0 OTpeNaKTHpPOBaTh, TO SYEHKY BBUICITOT M IOJIB3YIOTCS OJHUM M3 JIBYX
CIOCOOOB:

1) fABaXABI MIETKAIOT MBIIIBIO;

2) HaXUMAIOT Ha KiaBuiry F2.

HckmounTh U3 STYeHKU JaHHBIC, IPUMEYaHue, opMaT JaHHOIO MOKHO KOMaHJlaMU U3 MeHI0: PeqaktupoBarb> QUHCTHTH
>Bce.

Uucna B sueiiky BBOJAT OOBIYHBIM CIIOCOOOM, HO Ha 3KpaHE OHH MOTYT ObIlb OTOOpPa)KEHBI HEOOBIYHO: YUCIO MOXKET
BBITJISIICTh KaK OKPYTJICHHOE, ¢ CHMBOJIOM JIEHEKHOHN eAuHUIbI ($, TpH.), ¢ 3aISITHIMU HJIM MPOMYCKaMHU, KOTOPBIC BBIJCIISIOT TPUAIbI
uudp UT.JI.

Oro6pakeHHe TaHHOTO 3aBUCHUT OT GopmMaTa ero nzodpaxeHus. @opMaThl YHCEN B 8bI0CIEHHBIX AYEUKAX 3aAarT KOMaHI0N
®opmat > Suemm > Beiouparot Bkiagaky Umesao. st paboTel cuiciaMu y100HBIM siBiisieTcs: popMmaT UMcaoBoi, TI€ MOKHO
3a/1aTh KOLIIIYecTBO NeCATHYHBIX 3HAKOB MOCIE 3arsiToi. EcTh m npyrue popmMaTsl: 00K, IeHES)KHBIN, GUHAHCOBBIN, J1aTa, BPEII]
MPOIEHTHBIN, JAPOOHBIN, SKCIIOHSHIIMAIIbHBINA, TEeKCTOBBIN, JOIMOJHUTEIBbHBIN (110 OBBIH HMHIEKC, HOMEp TeledoHa, TaOeIbHBII
HOMeD), Bce hopMarbl OJIb30BaTEsI.

Paznenurenem mesnoit M ApoOHOM dacTelt B 4HMCIaX Moodicem Obimb MOYKA UAU 3aNsmds B 3aBHCHMOCTH OT HACTPOUKH
Windows. Pa3aenuTens MOKHO TMOMEHSATh Ha BKJIajake UMciIa B OKHE mporpaMmbl SI3bIK W cTaHaapThl naHenu 3amad (Ilyck >
Hactpoiika> [1anens 3agau> SI3pIK U CTAHAAPTHI).

Hax tabmuieit Haxomutest cmpoka @op.myn (eciu oHa BKIOUeHa). B Hell oToOpakaroTcs JaHHOE MNU Gopmyiia, KOTOpPbIE
BBOJIAT UJIM KOTOPBIE YK€ €CTh B sUEHKeE.

@op.mynvl peHA3HAYCHB! IS BBINIOJTHEHHS NEHCTBHIA HaJ CONCPKUMBIM sdeeK (Hall JaHHBIMH) COTJACHO C YCJIOBHEM
KOHKpeTHOH 3asaun. OHU MMEIOT CHMMBOJI= B Hauaie, Hanpumep, =B2*C2. ITocie BBeneHust (Gopmyiibl B siueiike oTroOpakaercs
pe3yNbTaT BBIYUCICHUH, a2 HOPMYITYy MOXHO YBHACTH TOJIBKO B CINPOKE Op. MYl

Urobs! yBUIeTh BCE Qopmyisl B Tabnuue, HYKHO 3a7aThb PeXHUM oOToOpakeHus (opmyn B sdeiikax. DTo AenaloT B
muanorosoM okwe [lapa,\cletpsr Tak: CepBuc >Ilapamerpsr> Braaka Bun > @opmyisr > OK.

UT0oOBI BHOBb YBU/ICTh PE3YJIbTAThl BEIYUCICHUH, HY’)KHO CHITh PEKUM OTOOpakeHus: GopmyJl.

Ecnm BMecTo pe3yinbTaToB Bbl HOJNYUYWITHH#HAH#AH, TO 3TO 03Ha4yaeT, O OOJBIIOEC YHCJIO B sYCHKE HE MOMENIaeTcs,
II03TOMY CTOJIOCI] HY>KHO CIIeIaTh MIMPE, IIEPETIHYB IPAHUILY B 3aTOJIOBKE CTOJIOIIA.

Brruncnenuss B Tabnmune BeAyTCS agmomamuiecku. DTO 03HAYaeT, 0 CMEHa KaKOro-IMOO BXOTHOTO IAHHOTO cpasy ke
MPUBEAET K MEePEBBIYUCICHUIO BCeil TaOmIIbl (€ciy 3ajaH pe>kiM ABTOMATHYECKHM Ha BKJIaJKe BbIYHMCIeHHSsI AMAaTOroBOro OKHA
ITapameTtpsnl). PexkumM ABTOMATH4YeCKHM MOKHO BBIKIIOUWTH M BOCIOJIB30BAaThCS MEPEBBIYMCICHUEM BPYYHYIO IIPU IOMOUIU
lmasumm F9.

Anpeca staeex B3 wmn C3 Ha3bIBAIOTCS OMHOCUMENbHBL. MU.

B OT ecTh BO3MOXKXHOCTb KONUPOBAMb OTHOTUIIHBIE (POPMYJIEI (2 HE BBOOUTH MX HETIOCPEICTBEHHO B KAXAYIO SUEHKY), O
3HAYUTENIHHO Y )KOPSIET pelIeHne 3a/ad.

Bo Bpems konupoBaHusi GOpMyJibl OCYIIECTBISIOTCS TaKUE ACHCTBHS:

- (hopMyJIBI BBOJSTCS B IPYTHE STYCHKN aBTOMATHUESCKH;

- (hopMyJia aBTOMATHIECKH MOIUDUIIPYETCS - U3MEHSIOTCS OTHOCUTENBHBIE aJipeca, Ha KOTOPhIE €CTh CCHUIKHU B (hopmyIie.

Hampumep, Bo Bpemsi komupoBanust ¢opmyinsl =B3*C3 u3 TpeTbhel CTPOKH B YETBEPTYIO (opMmyna B 4eTBEpTO#H CTpOKe
npumMet Bug =B4*C4.

KOHI/IpOBaHI/Ie BBMOJHAKT MCETOIOM MNCPETATWBAHUA MapKepa STYCHKH B HY>XHOM HaIlpaBJICHUH. 9TO MHaYe Ha3bIBACTCS
aBTO3aIOJIHCHUEM TaOJIHIIbI.

KomnupoBaTs MOXHO He TOJIBKO (GOPMYJIBI, HO M TEKCT U YUCIIA.

Ecin stueiliku conmepikaT TEKCT ¢ HU(paMu MW LIeJI0e YHCIO, TO MEepeTsITHBaHHe MapKepa IpU IOMOINU HPAGOl KHONKU
MBIIIM U BBINOJIHCHUE KOMAaH/bl 3allOJIHUTh MPUBEACT K MoauduKanuu yucia (yBeluueHue Ha eauHuily, eciu nepetsI1IBanue
OCYHICCTBJIACTCS BHHU3 UJIK BIIPAaBO U YMCHBIICHUC Ha €AUHUILY, €CJIU NCPETATUBAHUC OCYIIECTBIIACTCA BBEPX UIIN BJ'ICBO).

Konuposanue ¢opmyn u asmomamuueckoe nepesviuucienue 6 mabauye - 3mo 08d OCHOGHble CNOCODA AGMOMAMU3AYUU
svruucaeruti ¢ IT.



[Ipupnanne Tabnuue >kenaeMoro Buaa Hazbmaercs: popMmaTupoBaHueM. IIupuHy CTOIOIIOB U BBICOTY CTPOK MOXXHO U3MEHSTh
IyTeM MEepeTAruBaHusa UX Ipamil. BeiOpaHHBIE SYEHKH MOXKHO 3aJIMBaTh Pa3HBIMHU LIBETaMU, OOBOIWUTB PaMKaMH, U3MEHATH CTHIb U
BCT IleI/Iq)Ta cpeacrBaMu OCHOBHOI'O MEHOO, MMaHCJIN HHCTPYMEHTOB HJIM KOHTEKCTHOT'O MCIOO.

OObryHO HA 9b.1)aHe TabmIma MMeeT CeTKy, eCIIM BIOIIOYEH PEeXMM OToOpaskeHUs ceTkd, ommH<( Bo Bpems mewarn HA Oymare
oHa He oToOpakaercs. UToObl Tabimia Obljla COOTBETCTBYIOIIMM 00pa3oM pasrpaduieHa Ha Oymare, HY)KHO 3aJaTh HapaMeTpbl Ha
Bkiagke I'paHunbl nuamoroBoro okHa Mopmar siveek: Dopmart > Slueiikm > I'paHuubl WM, 49TO 3HAYUTEIBHO yaoOHee,
BOCITIOJIB30BAaTHCA COOTBETCTBYOIIIMMHU KHOIIKaMU Ha IMaHEINu Q)OpMaTHpOBaHI/IH.

PaccmotpuM npyrue Bkitanku okHa @opMar sideex.

Ha BKJIAJIKC Bl)lpaBHl/IBaHI/Ie 3aJarT CII0CO0 HAIMCaHUS TEKCTa B sSYEHKE: TOPU30OHTAJIBHO, BEPTUKAJIBHO, IIOJA YIJIOM H
PEXKHM IepeHoca TeKCTa M0 cJIoBaM (KOT1a Hy>KHO, YTOOBI OOJIBIION TEKCT OBII B Y3KOii sTueiiKke).

Ha Bromiike Bua moxHO 3a7aTh UBeT sideek u y3op. Ha Bk, :agke 3alIMTa MOJAI0 CHITH WM 33/1aTh PEKUM 3aIIUTHI STYEEK OT
HECAHKIIHOHUPOBAHHBIX M3MEHCHHUH W crpsATaTh (popmMysbl. UHTOOBI HCKMOYHUTH BO3MOXXHOCTH BHECCHHsSI W3MEHCHHI B 3AIMIICHHBIC
SIYEHKH, 3alUTa ¢ mapojieM WU 6e3 Hero noJpkHa ObIb 3a4aHa komannoii CepBuc> 3amura> 3alIUTUTD JIUCT.

Xoa pa6oThI

1. 3anycrure nporpammy Excel.

Orkpoercst IIyCTasl KHUI'a (B MPOTHBHOM CIIydae cO3JaiiTe HOBYIO KHUTY).
2. TlIposepbTe, Karofe 3a1aHbl TApaMETPBI JJIsI IEPBOTO JIHCTA.
CepBuc> Ilapamerpsl > Brianka Bupa.
3amaiite oToOpa’keHHEe CTPOK (OPMYNI W COCTOSIHHS, NPUMEUYaHHH C MHANKATOpaMH, OOBEKTOB, CETKH, 3aroJIOBKOB,
IOJIOC TPOKPYTKH, SIPIBIKOB JINCTOB, OTMEHHUTE PEKUM OTOOpakeHus (opmyia (0OpaTUTe TOJIBKO BHUMAHUE Ha STH
napaMeTphl, TOCKOJIBKY OOJIBIIMHCTBO U3 HUX YK€ 3a/IaHBbl).
3anaiiTe pe)kuM ABTOMATHYECKH Ha BKiIajke BbIYMCIEGHMS 1 OTMEHUTE MTEPALMH, €CIIM OHU OBIIHN 3a/1aHbIL.
Ha Brianke O6uiue 3anaiite cTaHmapTHBIH KUPUAUIO6AHBIU MIPUPT.
Bakpoiite quanorosoe okHo [lapametpsl (OK).
4. PaccmortpuTe naHenb GOpMaTHPOBAHHUSL.

w

Hanenn CranmaptHas u POpMaTHPOBaHHS MOJDKHBI ObIIb BKMOYEHBI, BCE APYrHe BBIKMOYCHBI KOMaHAoW Bua >
IMaHe.,uy MHCTPYMEHTOB. [lepedsueatime Kypcop HAO 10IONKA.MU NAHEAU POP,Uuamupo8anuusi 00 NOAGACHUs HA36AHUL U
nepenuwiume ux 6 Omuen.

5. BseauTte nanHsle AN penieHus 3anaun 1 Tak:

JaHHOE
Al ToBapHBII YeK
A2 Homep
B2 Hassanue
C2 Lena
D2 KonuuecTBo
E2 Cymma
A3 1
B3 Terpans 1 (Brumanue! TyT BBOAUTE CBOU JaHHbBIE)
C3 0,45 (BBISICHUTE, YTO BBOJIUThH: TOUKY MJIU 3aIISITYIO)
D3 4
A4 2
B4 Terpans 2
C4 0,60
D4 5
U T.1. (BBEIMTE aHAJOTMYHbBIE JJaHHBIE B CTPOKHU 5, 6, 7, 8)
A9 7
B9 JIuneiika
C9 0,35
D9 2

CliBcero
6. IlepexmrounTte KIaBHATYypy Ha aHrIuickuii (En) andapur.
7. Bsenurte Gpopmyibl TaK:

Dopmyia

E3 =C3*D3

E4 =C4*D4(Bocnonp3yiiTech METOA0M KOMUPOBaHUs (HOPMYIT)
ES =C5*D5

E6 =C6*D6

E7 =C7*D7

E8 =C8*D8

E9 =C9*D9

E11=E3+E4+E5+E6+E7+E8+E9 WJIU =CYMM(E3 :E9)

8. Ordopmarupyiite uncna B cronduax C u E.
Bolaenure TOJIBL,O0 YUCIOBbIE jgaHHble B cToi0ne C. YToObl BbIAEIWTH JMana3oH JAaHHbIX, BbIOeputTe sueiir,y CJ,
LIEJIKHUTE MBIIIBIO W MepeTaluTe Oelblii KpecTooOpa3Hblid Kypcop B JaHHOM ciydae BHHM3. HakmMuTe Ha KHOIKH



10.

11.

12.

13.
14.
15.
16.
17.

18.

19.

20.

21.

22.
23.

24.
25.

VBC.,,:HYUTh WK YMEHBIINTDH Pa3psaaHOCTb. OrpaHUYbTECh ABYMS IU(PPAMH MOCTE IECATUYHOM 3anaToi. [loBTopuTe
Bce 3T0 Ans cronoua E.

Ckonupyiite padouyro TaOIHUILy Ha JUCT 2.

Beenire Bero Tabnuiry ¢ 3aroioBkom. Crkomg,yiite ee B 0ydep oomena (Ctrl+C). Ilepeii, e Ha JUCT 2, MIEITK..9yB Ha
COOTBETCTBYIOIIEM SIPIbIKE (BCTAaBbTE JIHMCT 2 B KHUTY, €CIHM €ro Her, komannamu BeraButh > Jluer). Boigenute
aueitky Al u BcTaBbTe conepxumoe 6ydepa oomena (Ctrl+V).

Bepuutecr Ha cTpaHuny 1 Ans pydHoro QGopMaTHpoBaHHS TaOJIHIEL.

OrMeHuTe BblJeIeHHe TaOIuIbl, Ha)KaB Ha ESC u menkHyB 3a ee npejenamu.

OrueHTpupyiiTe Bce 3HaueHus B ctonbnax A u D.

BriOepute cronber A, MIEIKHYB Ha ero Ha3BaHUH (A) MbBIIBIO, U HAKMUTE Ha KHOIIKY BbipaBHHUBaHHe I1o meHTpy Ha
nanenu popmatuposanus. [losropure 3to Ans crondua D.

Pasrpadure tabnuiy.

Bemenure Tabmuiyy 0e3 3aroioBka, Ha)KMHTE Ha MaHeJd (OpPMATHPOBaHWS HA KHONKY I'paHMIBI, YTO JaeT JOCTYN K
kHOlm,aMm pucoBamrn pamku win ee yactd, waxwmnre Hy KJIYIO knonky WJII BeimoaHuTe komauabl (opmarlq,oBarorr
s4eeK U3 OCHOBHOI'O MEmo.

Brpuienure u 3aneiiTe sueHKU ¢ YMCIAMHU KEJITBIM 1IBETOM.

Bruienure 3arojoBKH CTOJIOIOB U 3aJIEHTE UX KPACHBIM IIBETOM.

3aronoBok TabauIbl « TOBapHBIH 4er0> BBMOJHUTE OOJIBIINM MIPUPTOM CHHETO I[BETa.

Iepetinute HA TUCT 2 ANst aBTOGHOPMATHPOBAHUS TAOTHUIIBL.

Bruienure Tabauily ¥ BBMOJIHUTE €€ aBTOGOPMaTHPOBAHUE.

®opmat> ATodopmarllposanlle > BriGepure kakoii-n1u6o ¢popmar u3 npennoxeHHoro culcka gpopmaros> OK.
Bribepute u npumenuTe eie 2-3 qpyrue popmara U3 criucka aBTohopMaToB.

Jyist TaGNHIIBI HA CTpaHUIle 2 3a1aiiTe PeXXUM 0ToOpakeHns HOpMyJ U yOeIUTECh B MX MIPABHIIbHOCTH.

YM:eH:plIMTe MIHUPHHY cTONONOB Tl 1 mpocMoTpa Tabuiel. OOHapprore omkOKy, MCIPaBbTE €¢ Ha 00CUX CTpalliax.
Bo3BpaTtuTech Ha TUCT 1 AN BBIIOJHEHHS BHIYUCIICHUN.

3aMeHHTE BXOJHBIC JaHHBbIC (KOJIMYECTBO KYIUICHHBIX TOBapoB B sueiikax D3 u D4 yBenuubTe B JBa pasza) u
rpociiequTe, KakK U3MEHATCS Pe3ybTaThl.

IlepenummmTe pe3yabTaThl BEIYUCISHUHA B OTYET.

IMTo3nakombTech ¢ uncaoBeiME (hopmaTa. I\[1I BBeeH S YnCEN.

BriOepuTte siueiiky ¢ YMCIOBBIM 3HaUCHUEM Bcezo u BbmMoJHUTE KoMaHAsl @opmat >Slueiiku> Unciao. Beibupaiite mo
oueped BeC Ha3BaHHS (QOpMATOB M ICpPCIHMChbMalTe BUJ Miciaa B oTtdeT U3 mosis Ob6pasen. [Ipumenure dopmar,
KOTOpBIH, 0 Baniemy MHEHHIO, OOJIbIIIE BCETO MOAXOIUT YCIOBUIO 3aJa49H.

CoxpaHnTe KHUT'Y Ha AucKe moj Ha3Banunem Pamunud 1.

Jist petentini 3afaun 2 epeInTe Ha TPETHI JINCT U Ha3oBHUTE ee «Cyer»

JIBa>k bl IIEIKHUTE Ha SIPJIBIKE JINCTA, BBEIUTE HOBOE Ha3BaHHE U HAXMHUTE Ha KJIABUILLY BBOJA.

Bkmouute PEXKUM 0T06|2&)¥(6HI/I$I 5]20|!Myﬂ B Ta6J'II/I!!e.

Beenure 3aronoBky, yucia U (OpMyYJIbl peIIeHUs 3a1a4uu 2 TaK:

gaHHLIC U !1!0|!MYIILI

Al Hauncienne% Ha npotsokennu 10 et

A2 Ton

B2 Cymma

C2 IIpupoct

D2 Konen roga

A3 1999 Ilpu,neuanue: 3710 rog B:r<.naga

B3 2500 Ilpumeuanue: cymma BKJIaaa MpOU3BOJIbHASL
C3 =B3*0,12

D3 =B3+C3

B4 =D3

bo.

Tipupoct Bceero
1999 2500 =B3*0,12 =B3+C3
2000 =D3 =B4%*0,12 =B4+C4
2001 =D4 =B5*0,12 '=B5+C5
2002 =D5 =B6*0,12 =B6+C6
2003 =D6 =B7*0,12 =B7+C7
2004 =D7 =B8*0,12 =B8+C8
2005 =D8 =B9*0,12 =B9+C9
2006 =D9 =BIl0*0,12 =BIO+CI0
2007 =DI0 =BII*0,12 =BII+ClII




26.

27.
28.
29.
30.

31.

32.

33.
34.

©ONoOkwNE

2008 + =Dl | =B12*0,12 1 =B12+C12

Puc. 3. Pexxum popm.yn mns 3agav..01 2.
3anoJyiHuTe rojia KOMaHI0i 3an0JHHUTD.
Boinenure siueiiky A3 > IIpaBka > 3anoanuts > Ilporpeccusi > Ilo cronduam > Apudpmernuyeckas > Illar: 1 >
I'panngHoe 3Ha4e : 2008 > OK.
Cxonupyiite dhopmyiy u3 sueiiku B4 Baus.
Brigenute siueiiky B4 u neperanmre Mapkep KOMUPOBAHUS BHU3.
Cxonupyiite popmyiy us siueiiku C3 BHU3.
Ckonmpyiite popmyny u3 stuefumn D3 Buu3 (puc. 3).
OrmMeHuTe pexxuM 0TOOpaKeHUST POPMYI-TIOTYUNUTE PE3yIbTATHI.
Pesynbrar penienus 3agaun u3 staeiiku DI2 nepenmmnre B oT4eT.
Pemure cnenyrom)'tO 3amgaqy 2a.
3adaua 2a. Kaxum 6yoem exnao uepez 10 nem, eciu HAUUWIFbHAS CYMMA BbIPAXCACMCA YEMbIPEX3HAUHbIM YUCTIOM,
00pa306aHHBIM U3 8AULE20 NOPAOKOGO20 HOMEPA 8 CRUCKE 2PYNNbL NYymeM OONUCLIOAHUs 08YY UNU mpex Hyneu?
Pe3ysbTar 3anummTe B OTUET.
CkomupyiTe TaOIHIly Ha CIEIYIONINIA JIUCT U pelInTe 3a1a4dy 26.
3aodaua 26. Kakou 6yoem cymma exnada uepes ]O nem, ecau xnad coenar noo 15% 2odoswix?
Buecute m3MmeHeHusi B Gopmyiy, KoTopas Haxoautcs B siueiike C3, M He 3a0ylbTe CKOMHUPOBATH €€ B OCTAJbHBIC
staeiikn. OrBet 3agaun u3 stueiiku DI2 mepclTUIIne B oTyer.
CoxpaHurte KHUTY Ha IHCKE.
OdopMuTe OTUET U 3aLUTUTE PabOTY.

KOHTpOJIbHLIe BOIIPOCHI

UYro Takoe snekTpoHHas tabnuia? Ee HazHaueHue.

Crpy ....Typa IT.

Kaxue Tuns! faHHbIX 00padaThmaroTes npu nomomu OT?

Kaxkoe pacuimpenue nmeet (aiist KHUTH 3JIEKTPOHHOM TaOIuIIb1?

W3 gero cocroutr pabouas kHura?

Kaxk BBecTH JaHHBIE B STYCHKY?

Bouienenue, pegakruposanue, GopMaTUPOBaHHUE JaHHBIX B siueiikax.
Kax BBmMoIHUTH KonupoBaHue GopMyibl?

Kax yBuznets dhopmyity B ogHOHU siuelike, GopMyJsisl BO Beelt Tabuure?

10 OcHOBHBIE TTPUEMBI aBTOMATU3AINN BhIUHCICHUN B DT?



4. Kputepuu olleHUBAHMS J1JIA IPOMEKYTOYHOI aTTecTaunu

YpoBeHb
yueOHBIX IToka3zaTenu oUeHKH pe3ybTara
JOCTHKEHUM
OOyyaromuiics NMpaBUIBHO OTBETHWJI Ha TECOPETHUYECKUE M MPABHIHLHO BBITOJIHUI
npakTudyeckue 3agayu. [lokasan oTinyHble 3HAHUS B paMKax y4eOHOTo MaTepuasa.
«S» [Toxazan oTIMYHBIE YMEHUA W BJIAJACHUS HAaBBIKAMHA MPHUMEHEHUS MOJYy4YEHHBIX

3HaHUW U YMEHUH NPU BBINOJHEHUHU YIIPAKHEHUN, UHBIX 3aJaHuii. OTBETHI Ha Bce
JIOIIOJTHUTEIbHBIE BOIIPOCHI.

OOyyaromuiics ¢ HEOOJNBIIMMHA HETOYHOCTSIMHA OTBETHWJI Ha TEOPETHYSCKHUE
BOIIPOCHI, TTOKa3aJl XOPOIINe 3HAHUSA B paMKax y4deOHOro mMarepuaia. BeimoHmI
«4y C HEOONBIIMMU HETOYHOCTSMHU MpakTudeckue 3ananHus. l[lokazam xoporime
YMEHHUS U BJIaJICHUS] HABBIKAMH MPUMEHEHUS TIOJTYYSHHBIX 3HAHUW U YMEHUH TIpH
oBJaJeHUHN ydeOHOoro maTtepuana. OTBeTH Ha OOJIBIIMHCTBO JOTMOJHUTEIbHBIX
BOITPOCOB.

OOyyaromuiics ¢ CyMEeCTBEHHBIMU HETOYHOCTSIMU OTBETHJI Ha TEOPETHYECKHe
Borpockl. [lokazan ya0BIeTBOpUTENbHBIC 3HAHHS B paMKax y4eOHOTO MaTepuaia.
By C cyuiecTBEeHHBIMM HETOYHOCTSIMH BBITIOJHUII TIpakTHUeckue 3amanus. [lokazan
YIOBJIETBOPUTEIIbHBIE YMEHUS U BIIQJICHUS HABBIKAMHU MPUMEHEHHUsSI TIOJTyYSHHBIX
3HAHUH W yYMEHHMH NpHU OBJAJEHUU y4eOHOro marepuana. JomycTHsI MHOTO

HeTOQHOCTeﬁIHHIOTBCTGEHlHOHOHHHTGHBHBK?BOHpOCBL

OOyuaromuiics npu OTBETe Ha TEOPETHYECKHE BOIPOCHI U NPU BBINOJHEHUU
MPAKTUYECKUX. 3aJaHUIl MPOJEMOHCTPUPOBA HEJAOCTATOUYHBIM YPOBEHb 3HAHUI
«@» ¥ yMEHUH MpU pelIeHnu 3a7a4 B paMKax yueOHoro marepuana. [Ipu orBeTax Ha
JOTIOJTHUTEIBHBIE BOIPOCHI OBIJIO JIONMYIIEHO MHOXECTBO HEIMPaBUIIbHBIX

OTBCTOB.




