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IHosicHUTEALHAA 3aIIHCKA

Metoauueckue ykKa3aHUs 10 OPraHU3allMd M IPOBEACHUIO IPAKTUYECKUX 3aHATUI
coctaBiieibl B cootBeTcTBUUM ¢ DPI'OC CIIO mno cneunmanbHoctu 08.02.14 Dkcrnmyartanus u
o0CITy>)KUBaHHE MHOTOKBAapTUPHOTO JioMa U paboueil mporpammoii yuebnoi aucrurimasl OI1.03
[IpuknanHpie KOMIIBIOTEPHBIE TPOrPaMMBI B TPO(eCcCHOHAIBHOM 1eATeIbHOCTH

[lenbto BBIMOIHEHUS MPAKTUYECKUX 3aHATUH SBISIETCS CUCTEMAaTU3alUs U 3aKperIeHUE
TEOPETUYECKUX 3HAHUN U (OPMUPOBAHUE MPAKTUYECKUX YMEHUH.

Ocoboe 3HaueHue JUIsl YCBOCHUS COJCPKAHUS AUCUUIUIMHBI U TPUBUTHUS MPAKTUYECKUX
HABBIKOB MMEET IMpaBWJIbHAS W YeTKas OpraHu3alus MPOBEICHUS U BBIIOJHEHHS CTYACHTaMU
MPAKTUYECKUX pabOT 101 KOHTPOJIEM MPEeroiaBaTels.

[lepen HauaaOM BBINOJHEHUS KaXKJ10M pabOTHI CTYIEHTHI JOJKHBI O3HAKOMHTHCS C €€
OCHOBHBIMH ITOJIOKEHHUSIMU, TIOPSIIKOM BBITIOJTHEHUST PAOOTHI.

[To xaxmomy MPaKTUYECKOMY 3aHSATHUIO IMPEAyCMATPUBACTCS WHAMBUAYAIbHBIH OTYET
nepeJl IpernoiaBaTeseM.

B pe3ynbrate ocBoeHUs y4eOHOM TUCHUIUIMHBI O0YYaIOIIHICS JOKEH YMeTh:

— WCIIOJIb30BaTh TEXHOJIOTUHU cOOpa, pa3MENIeHHs, XpaHEHHUsI, HAKOIUICHUS, TPeoOpa3oBaHus U
nepesavyu JaHHBIX B IPOGECCHOHATBHO OPUEHTUPOBAHHBIX HH(POPMAIIMOHHBIX CUCTEMAX;

— HCIIOJIB30BaTh B MPO()ECCHOHAIBHON AEATEIBHOCTH Pa3IMIHbIC BUABI IIPOTPAMMHOTO
oOecrneveHus, B TOM YHClie CIEeHalbHOTO;

— IPHUMEHSITb KOMIIbIOTEPHBIE U TEJIEKOMMYHUKAIIMOHHBIE CPE/ICTBA;

-OCYIIECTBIISITh MOUCK HEOOX0IUMOM HH(OPMALINK;

B pe3ynbpTare ocBOCHHS AUCHUILUIMHBI 00YYAIOIIUICS JOJIKEH 3HATh:

-COCTaB, PYHKIIMH U BO3MOKHOCTH HCIIOJIb30BaHUS HH()OPMALIMOHHBIX U
TEJIEeKOMMYHUKALMOHHBIX TEXHOJIOTUH B MPOPECCUOHATBHON AESITETbHOCTH;

-MEeTO/Ibl U cpesicTBa cOopa, 00pabOTKH, XpaHEeHUs, Tepeadun U HaKOIUIEHUs] HH(OpMaIUH;
-0a30Bble CHUCTEMHBIE TPOrPaMMHBIE TPOIYKTHI U TAKEThI MPUKIAIHBIX IPOrpaMM B 001acTu
npodeccuoHaIbHOMN e TeTbHOCTH;

-OCHOBHbBIE€ METO/IbI U IPUEMBI OOecTieueHus1 THHOPMAITMOHHON OE30M1aCHOCTH;

Pazgen 1. Cucrembl aBTOMaTH3alMH NPOQECCHOHAIBLHOI JeATeJbHOCTH

Tema 1.2 IIporpammHoe o0ecniedyeHrne HHPOPMALMOHHBIX TEXHOJIOTHIt

IIpakTnyeckoe 3ansgTHe. OnepalioOHHbIE CUCTEMBI M UX OCHOBHBIE 3JIeMEHTHI. Mcnonb30Banue
CepBUCHBIX MporpamMm nojajepxku uurepdeiicos. Hacrpoiika pabodero crona. Hactpolika
cuctemsl ¢ nomotsto [lanenn ynpasnenus. PaboTta co BCTpO€HHBIMU MTPUIIOKEHUSIM.

Ilenu: ymeTp HacTpauBaThb ONEPALMOHHYIO CUCTEMY; YMETh IPOBEPATH IMOBEPXHOCTH JHCKOB,
OpOBOJIUTH  JAedparMeHTaluIO JIUCKOB; yCTaHABIMBAaTh MapaMeTpbl  aBTOMATHYECKOIO
OOHOBJIEHUSI CHCTEMBI; YCTAHABIMBATh HOBBIE YCTPONCTBA.

Hacrpoiika onepausoHHOMH CHCTEMbI
3aganue 1. [Ipocmotp mpudros.
1. JIBaxkasl menkHyTh no 3HauKky Llpudter Ha [lanenu ynpasnenus.
2. JIBOIiHOI1 1IETYOK MO HAa3BAaHUIO MIPUPTA.
3. TlpocMoTpeTh 5—6 pa3nHuHBIX MIPUQPTOB.
4. Tlocne mpocMoTpa mpudTa OKHO 3aKPHITh.

3aganue 2. Hactpoiiku ¢ona padouero crosa
1. JIBaxnapl MIENKHYTH MO 3HAUKY DKpaH Ha [lanenu ynpasieHus.
2. IllenknyTs 1o BKIaake OoH.
3. BrwiOpats pucyHok u3 cniucka PucyHnok (Hanpumep, Obmnaka). lllenkHyTh M0 KHOTIKE
OK.



4. TlepexmouaTens Pa3MHOXHTH TO3BOJSET PAa3MHOXKATh BBIOPAHHBIA PUCYHOK H
HOKPBITH pabounii cTos KonusMH pucyHka. Ilepexntouatens [lo neHTpy nmo3Bosser pa3MecTuTh
PHCYHOK B IIeHTpe pabouero croa.

5. Ecaum pucyHOK He 3alaH MM pacloyIoKeH B LEHTpe pabodero cTona, TO
MOBEPXHOCTh paboyero CTola MOXKHO 3alOJHHUTH Y30pOM, KOTOPBIA BBHIOMPAETCS B CIIHCKE
DOHOBBIHN y30p.

6. Bepnyts ¢on Pabouero crona B MCXOAHOE COCTOSIHHE.

3aganue 3. Bb10op u HacTpoiika IKPAHHOM 3aCTaBKH.

1. [IBaxnpl IIENKHYTH 110 3HauUKy DKpaH Ha [laHenu ynpasneHus,

2. lllenkHyTh MO BKJIaAKe 3aCTaBKa.

3. B none 3acraBka BbIOpaTh J1r00y10 3acTaBKy. [l mpocMOTpa 3aCTaBKU LIEJIKHYTH 110
kHomnke [IpocmoTp.

4. Ilo okoH4aHUU pocMoTpa BbIOpaTh THM 3acTtaBku — Het. llenkuyts no kHonke OK.

5. BpriGepute B mose 3acraBka OObemHBbIM TekcT. Haxkmure knHomky Hactpotika
BeiOepute myHkT TekcT (uepHast TOuka JIOJDKHA CTOSITh B Kpyre psiaoMm co cioBoM Tekcr). B
10JIe CIpaBa BBEJIUTE HOMEp CBOEH Tpymibl Pazmep, paspelieHue, noBEpXHOCTb, CKOPOCTb U
CTWJIb IBUXKEHHUS HACTpOMTE 110 cBoeMy ycMmoTpeHuto Haxxmure OK.

6. Haxwmure kHonky [Ipocmotp. [IpocmoTpuTe pe3ynbTar.

3ananue 4. Hactpoiika cxembl oopmjieHusi padouero croJia.
1. JIBaxkapl MIENKHYTH 1O 3HaYKy DKpaH Ha [lanenu ympaBieHus.
2. llenknyTh M0 BKI1agke OdopMicHuHeE.
3. DaemeHT odopmiieHHs BbIOMpaeTcs B circke DneMmeHT. BeiOpats Pabounii ctom.
4. BeiOpatb B criicke cxemy opopmienus o minBblil neHb. 1{enkHyTh 0 KHOIKE
OK.
5. BriOpath nmpou3BoJIbHYIO cXeMY 0(OpPMIICHHUS.
6. Ilo oxoHyaHuM mpocMOTpa BEIOpaTh cxeMmy odopmiieHust CTaHaapTHas .

3aganue S. U3menenne pa3mepa u nojoxenusi [lanenu 3agauq.

1. Usmenuts pasmep [lanenu 3agau: mOMECTUTh yKa3aTellb MBIIIM Ha €€ BEpXHUN Kpai,
4yTOObl OH MNPHHSI BHJ JBYHANpaBiIeHHOM cTpenku. HaxaTh JeByl0 KHONKY MBIIIM U HE
OTIIyCKas ee meperamuTth BepXxHuil kpai [lanenn 3agad BBepx. MakcumanbHas mupusa [lanenn
3a/1a4 He MOKET IIPEBBINIATH MIOJIOBUHY DKpaHa.

2. Bepnyts [lanens 3a1ad B HICXOTHOE COCTOSTHHE.

3. Tlomectuts [lanens 3agay cOOKyY 3KpaHa: MEPETALIUTh €€ MBIIIBIO.

4. lenkHyts mnpaBod KHOMKOM Mbimu Ha Ilanenu 3agad. B mosBuBIIEMCS MEHIO
BbIOpaTh KomMaHay CBoiicTBa.

5. VYcraHoButh (praxkok ABTOMAaTHuYecKd yOuparh ¢ 3kpaHa. lllenKHyTh MBIIIBIO 1O
kHonke OK.

6. Bepryts [lanens 3a1ad B HICXOTHOE COCTOSTHHE.

3ananue 6. Hacrpoiika opopmiaenus PaGouero crosa.

1. BriGepuTe B KOHTEKCTHOM MEHIO MYHKT CBOHCTBa — OTKPOETCS TUAIIOTOBOE OKHO
CaoticTBa: Jkpan. OTkpoiiTe BKiIaaky Pabounii crom.

2. B cnucke ®oHOBBIN pUCYHOK BBIOEpUTE pUCYHOK SnoHckuit MotuB. lllenkHure Ha
kHomnke OK. Y6eautecs B Tom, uto o Pabodero crona nsmeHumics.

3. TloBTopuTte MyHKTHI 2—3, U3MEHSs Ha BKiIagke Pabounii cTon crocod pacroiokeHus
(OHOBOTO pUCYHKa C MOMOILBIO pacKpbIBarolerocsi cnucka Pacronoxxenue. YcraHoOBUTE, Kak
BIMSIOT Ha ohopmiieHue 3KkpaHa crocoOsl [To nentpy, 3amoctuth u PacTsanyTs,

4. TloBroputre TYyHKTHI 2-3, BBIOpaB B KadecTBE (OHOBOIO PHUCYHKA OOBEKT
Bbe3msaTeKHOCTh 1 cIoco0 pacmonoxeHus: PactsaHyTs.



5. 3akpoiiTe BCe OTKPBITHIE OKHA.

Ilpozpammer oocayncusanun ouckos Teopemuueckue ceedeHus

dopmaTHpOBaHUE HCKOB — 3TO Mpoiecc GOpMUPOBAHUS HA PabOUYUX MOBEPXHOCTAX
JIMICKETHI JOPOKEK M pabounx cekTopoB. Kpome Toro, Ha nuckere GoOpMHPYIOTCS HEOOXOAUMBIE
TabnuIel GaitioBol cucteMbl: KopHeBol kaTtaior, FAT u T.1. B pouiecce dhopmarupoBanust Bst
uHpOpMaLs, KOTOpasi HAXOJUJIaCh HA AUCKETE, OyAeT YHUUITOKEHA.

Cnocoovl hopmamuposanus

1. Bwvicmpoe ¢popmamuposanue — GopMupyrOTCS HOBBIC TaOJIUIBI (DAITIOBOM CUCTEMBI
TUCKa, pu3nyeckas pa3MeTka paboynx MOBEPXHOCTEH HE MPOU3BOAUTCS;

2. Ilonnoe gpopmamuposanue — HOpMHUPYIOTCS HOBBIC TaOMHIBI (HAMIOBOM CHCTEMBI
JIUCKa U MPOU3BOAUTCA (hr3Hueckas pa3MeTka pabounx MOBEPXHOCTENH;

3. Cosznanue 3arpy304HOTO AUCKa — HOBBIE TaOIMIIbI (PaliIOBOM CHCTEMBI HE CO3/IAI0TCH,
buznyecKkoil pa3sMETKH MOBEPXHOCTEH HE MPOM3BOAMUTCS, OOHOBISIOTCS TOJBKO OCHOBHBIE
(aiiel onepallmOHHON CUCTEMBI.

4. B mpotiecce dKCIITyaTallid MAarHUTHBIX JUCKOB HAa UX Pa0OUYMX MOBEPXHOCTSIX MOTYT
BO3HHUKATh pa3iuyHble JedeKkTsl. B cekrope, pa3MemeéHHOM Ha Je(EeKTHOM ydYacTKe,
uH(pOopMallisd MOXKET OBbITh paspylleHa WK HeAocTymHa. YToObl 3Toro n3bexarb, HEOOXOAUMO
NEPUOIMIECKHA KOHTPOJIMPOBATh KauyecTBO pabounx mosepxHocreit. s storo B Windows ectsb
CpEeIICTBA MPOBEPKHU JAUCKOB.

5. Korga ¢aiin 3anuceiBaeTcsi Ha AMCK, €My BBIIEISETCS TPYIa KIACTEPOB, KOTOPHIE
MOTYT pacrojaraThCs MOCIe0BaTENbHO WIH OBITH Pa30POCAHbI IO TOBEPXHOCTH JHCKA.

6. [edparmeHTramusi quicka — 3TO TPOIEAYpa, IPH KOTOPOH Bce (alapl Ha JIUCKE
3aMUCHIBAIOTCS TaK, 4YTOObI KaXKAbIA (ailnm 3aHMMal OJMH CIUIOIIHOM Yy4YacTOK TUCKa, U,
CJIeZIOBATeNIbHO, pa3MelieHne (ailloB Ha JUCKE OKWKETCS ONTHUMAJIbHBIM ISl pabOThI
KOMITBIOTEPA.

3aganue 7. [IpoBepka pado4nx MOBEPXHOCTEH JHCKOB.
1. OtkpsiTh MeHIO CBOICTBA KOHTEKCTHOTO MEHIO IUCKA A:
2. llepeiitu Ha Bkiaaky CepBuc.
3. Haxatp kHONKY BBINOJTHUTH MPOBEPKY.
4. TlpocMoTpeTh OTYET.

3aganue 8. lepparmenranus aucka.
1. OtkpsiTh MeHIO CBOICTBA KOHTEKCTHOTO MEHIO JIMCKa A:.
2. Ilepeiitu Ha Bkiagky CepBuc.
3. HaxaTp kHONKY BBINOJTHUTD AeparMeHTaANHIO.

3ananue 9. [IpocmoTp cBeneHmii 0 cucreme.

1. Ilyck — Bee nporpammel — Ctannaptabie — CiyxeOHble — CBeIeHHS O CHCTEME.

2. 3ammcaTh B TETPa/b, KAKUE CBEJICHHUS O CHCTEME MOYKHO TIOJYYHTH C IIOMOIIBIO dTOH
IIPOrPaMMBI.

3. TIpocmoTpeTs pa3nudHbIe CBEICHUS. Ycmanoeka Hogvix ycmpoiicme 3adanue 10.

4. YroObl yCTaHOBUTH YCTpPOHCTBO, KoTopoe OC He MOXKET OI03HaTb M YCTaHOBHUTH
ABTOMATUYECKH, BOCIIOJIB3YWTECh MACTEPOM YCTAaHOBKH 000pYI0BaHHUS.

5. Orkpoiite Ilyck -> Ilanenv ynpaenenusa -> Jlucnemuep ycmpoiicme. B
OTKpBIBIIEMCSI OKHe JlucrneTdyepa yCTPOWCTB LIENKHUTE MPAaBOW KHONKOW MBIIIM 110 HA3BAHWIO
CBOETO KOMITbIOTEpa (camasl BEpXHss CTPOYKa) M B KOHTEKCTHOM MEHIO BBIOCpUTE IYHKT
Yemanosums cmapoe ycmpoiicmeo.



Hucnervep
ackusiiian
Kouconw Ldencrane Bwua Cnpanks
o o |17 | Bt | e
o ik Alux-or
QEHOBNTE KONPNIYPOUMIO 0BOPYADDaNnN I

- YeTanomuTk cTapos yetpaiicran
L i S aaaa e

AoBannth crapon (ne Plug-and-Pl

3amanue 11. BkiarouyeHue aBTOO0OHOBJICHHUS.

6. Bxirouyenue aBTooOHOBIeHUH 4epes [lanens ynpapieHus.

7. IllenxHute no kHonke «Ilyck» BHU3Y 3KpaHa. B packpbIBIIEMCSI MEHIO NIEPEXOAUM
1o no3uuuu «llanenv ynpasnenusny.

8. B otkpeiBmemcs okHe [lanenu yrnpaBieHus epediuTe B CaMbliil IEPBbI pa3aen —
«Cucmema u d6ezonacHocmap .

9. B HOBOM OKHE IIeJKaeM 10 HAUMEHOBAHMIO pazjena «Ilenmp oonoe1enun
Windowsy.

10. B otkpriBmiemcs LleHTpe ynpaBieHus ¢ MOMOIIBIO MEHIO, PaCIIOIOKEHHOTO CIIEBa,
nepemeniaemcs o nyHkry « Hacmpoiika napamempog .

11. B oTkpsiBLIEMCS OKHE B OJI0KE «BasicHvie 00H061€HUA» TIEPECTABIISIEM
MEPEKII0YaTENb B O3ULIUIO

12. «Ycmanasnueams o6HosNeHUn asmomamuuecku (pekomendyemcs)y. lllenkaem

«OKy.

KonTpoJibHbIe BOonpockl
Jlng gero B OC cily>KMT NaHeNb yIpaBiIeHUs ?
Kak nonmyunts unpopmanuto 06 OC, o6beme namsaTH, THIIE porueccopa?
s uero npennaznadena [lanens 3amayd u mento «Ilyck» B OC?
Yro Takoe mamnka, daii, Juck?
Kaxkue neiicTBUsI MOYKHO BBIMIOJTHUTH C TTANTKOM, (haitjioMm, TuCKOM?
Kak 3akpenuTs 3HaYKH Ha NTAHEH 33]1a4?
Kaxk co3nate spabik mporpammebl/daiina?

NoakowhE

Pa3nea 1. Cucrembl aBTOMATH3ALMH NPO(eCCHOHAIBLHOM 1eTeJIbHOCTH
Tema 1.3. OcHOBbI HHPOPMALMOHHON U KOMIILIOTEPHOH 0€30IaCHOCTH
IIpakTuyeckoe 3ansaTue. OdpazoBarenbHbIe HHOOPMAITMOHHBIE PECYPCHI.

[lens paboThl: (GopMHUpOBaHWE HABBIKOB PadOTHI ¢ 00pa3oBaTeNbHBIMH HH(POPMAIIMOHHBIMU
pecypcami.

OOopynoBaHue: TEPCOHATBHBIM KOMITBIOTEP, METOJIWYECKHE YyKa3aHusi 1o pabote (B
DIIGKTPOHHOM BHJIE HaxXoAsTcss B manke «MeTomuyeckue yka3zaHus» Ha pabodem CToje
KOMIThIOTEPA), KapThI-3aJaHuUs

CogepxaHue U MOCIEA0BATETHLHOCTh BBITIOTHEHHSI TPAKTUYECKON PabOTHI:

1. HHcTpykTax no TeXHHKe 6€30MacHOCTH

2. BrinonHeHHe TPAKTHYECKOTO 3aJaHHs

Teopus.

B HacTosiiee Bpemsi Hapsay C MaTepHaIbHBIMH pecypcaMu i TOCyaapcTBa OOIbIIOe
3HaYeHUE NMPUOOPETAIOT UHPOpMayuonHslie pecypcol. THPOPMAIMOHHBIMU PECYpCaMu CUUTAIOT
HaKaljInBaeMoOe COAEPKUMOE CIICIHATIbHBIX XPAaHWINII U UCTOYHUKU OOIIECTBEHHO-3HAUYNMOM
uHpOpMaLIUH.

Kak m s MaTepuanbHBIX PecypcoB, Uil HH(MOPMALMOHHBIX PECYpCOB OCTPO CTOMT
npobiema oOecriedeHus: COXpaHHOCTU. J[ist pemeHuss mpoOneMbl OXpaHbl MH(POPMALMOHHBIX



pPECYpCOB CYIIECTBYET IOPUIMYECKOE OMNpEICNCHHE IMOHATHS «MH(POPMALMOHHBIM pecypey:
«Hnghopmayuonmnvie pecypcol — omoenvHvle OOKYMEHMbL U OMOEbHbIE MACCUBbL OOKYMEHMOS,
OOKYMEHMbl U MACCUBbL OOKYMEHMO8 8 UHDOPMAYUOHHBIX cucmemax (bubiuomexax, apxusax,
¢onoax, bankax 0anuvix, Opyeux UHGOPMAYUOHHBIX CUCTIEMAX).
B mepuox nBuwkeHus K WHGOPMAIMOHHOMY OOIIECTBY 3HAUYMMOCTh HH(OPMALMOHHBIX
pecypcoB Bo3pactaeT. OTIMUUTENbHAS OCOOCHHOCTh MH(OPMALMOHHBIX PECYPCOB B TOM,
YTO MOCJIE MCIIOB30BAaHMS OHU HE MCYE3al0T, IMH MOYKHO TIOJIb30BATHCS MHOTOKPATHO.
K  oOpaszoBarenbHbIM  MH(MOPMALMOHHBIM  pecypcaM  MOXHO  OTHECTH  JIHOObIe
UH(POPMALIMOHHBIE PECYpPChl, HCIONb3yeMble B 00pa30BaTeNbHBIX weNsX. [lOCKOIBKY
o0pa3oBaHHE B COBPEMEHHOM OOIIECTBE CTAHOBUTCS HENPEPBIBHBIM, TO Ui Pa3HbIX
Kateropuii oOy4yaembIX TpeOyroTCs pa3iuyHble BUABI 00pa3oBaTeNbHBIX pecypcoB. K
Haubosee BOCTpeOOBaHHBIM O0pa30BaTEIbHBIM pecypcaM MOKHO OTHECTH OMOIMOTEUYHBIE
o0Opa3oBaTeNbHBIE PECYPChl, APXUBHBIE PECYPChl U MH(POPMAIMIO 10 PA3IUYHBIM HayYHBIM
OTpACIISIM.
NupopmaninonHsle (3JIEKTpOHHBIE) 00pa3oBaTENbHBIE PECYPCHl MOYKHO pa3JeluTh Ha
CJIEIyIOIIKE TPYIIIIbL:
—  DJIGKTPOHHBIE CPEACTBA OOyUCHHS.
— HMHCTPYMEHTaJbHbIC U MPUKIATHBIC TIPOTPAMMBI.
— wuHdopMaIMoHHbIe pecypchl HTepHeTa
OJEKTPOHHBIE CPEJCTBA O0YUECHHUS
CoBpeMeHHBIE JIEKTPOHHBIE CPEACTBa OOYUSHHSI HE CBOJATCS K AJIEKTPOHHBIM ydeOHUKAM,
o0yJaromuM IporpamMmmam, TpeHakepam Wik IporpaMmMaM TeCTUPOBAHHUS.
MOXHO TOBOPHTH O BO3HHKHOBEHHH HOBOTO OOOOIIAIOIIEro IMOHSTHS «KOMIIBIOTEPHBIC
yueOHbIe MaTepuaibl», KOTOpOoe OOBEIMHSET BCE OJIIEKTPOHHBIE CpEACTBa OOydeHHs,
peaTM30BaHHbIE C TMOMOIIBIO Pa3HOOOPa3HBIX MPOTPAMMHBIX cpeacTB. s addexkTuBHOTO
UCMOJIb30BaHUSI MX B y4eOHOM IIpoLeCCe OMPEIEISAIOUINM SIBJISETCS COJepKaTelbHOEe U
METOAMYECKOE Ka4eCTBO TaKUX PeCypcoB. [l MOBCEJHEBHON NPAKTUYECKON ACSATENBHOCTH
npernojiaBatenss HauOoJjiee 3HAUYUMBIMU SIBIISIFOTCS Takue BO3MOXKHOCTH 3JIEKTPOHHBIX
CpencTB OOyYEHHsI, KaK:
— ajganrauus  y4eOHOro Marepuajga K KOHKPETHBIM  YCIOBHUSAM  OOy4YeHHH,
HOTPEOHOCTAM U CHOCOOHOCTSIM 00YYarOLINXCS;
— THPaKXUPOBAHHE U pa3MeIleHHEe MAaTepHAIIOB B CETH.
HHCTpyMEHTaTbHBIE IIPOTPaMMBI
HMHCTpyMEHTaIbHBIMU Ha3bIBAIOTCS MIPOTPaAMMBbI, MO3BOJISIONINE MPENOoJaBaTeI0 CO3/1aBaTh
COOCTBEHHBIE  JJIEMEHTHl  aBTOMAaTU3MPOBAHHBIX  Yy4eOHBIX  KypcoB.  HawuOoiee
pacrpoCTpaHEHHOH  Pa3HOBUAHOCTBIO ~ MHCTPYMEHTAJBbHBIX  MPOTPaMM  SBISIOTCS
IPOTPAMMBI-000JIOUKH, MO3BOJISIONINE MPETIOAaBaTEIi0, UMEIONIEMY HAaBBIKU IMOJIb30BATEIS
1K, BBOaUTH B 3a7aHHbIN (popMaT coOcTBEeHHBIN yueOHbINH MaTepuan. O60I0UYKH MOTYT OBITH
OPUEHTHPOBAaHBl HAa YHUBEPCAIBHOE NPEIMETHOE COJCpKaHWE WM Ha OIPEACICHHYIO
o0acTh 3HaHUS (HalpUMep, MaTeMAaTUKY WJIM HHOCTPAaHHBIN A3bIK). He3aBucuMo ot o0bema
y4eOHOTO Kypca U THITa yU4eOHBIX 3aJJaHUii HHCTPYMEHTAJIBHBIE POTPAMMBI COCTOSIT U3 IBYX
O6mokoB — pabouero Onoka rmpemogaBatesns W Onoka cryneHTa. Pabora ¢
WHCTPYMEHTAJIBLHBIMU CpPEJICTBAMH BO3MOXKHA KaK B aBTOHOMHOM pE&XHME, TaK M B CeTH (B
pexxume online) — B mocieiHEM cllyyae Bce MaTepuallbl CO3al0TCs U Pa3MEIIaloTCs Ha BeO-
calTax.
OpHOll M3 BaXHEHIINX OCOOEHHOCTEH COBPEMEHHBIX CpEACTB OOy4YeHHs SBISETCS
TEHJCHIMSI K yHUQHUKAIMH pecypcoB. HaumOompmrylo [EHHOCTh Ui IIHPOKOTO
UCTIOJBb30BaHUSl  NPEACTABISIIOT  PECypchl, KOTOphle TpeOylOT OT MpernojaBaTes
MUHUMAJbHBIX HABBIKOB PabOThl Ha KOMIIBIOTEpE M MAKCHMaJIbHO YHHUPUIUPYIOT paboTy
CTY/ICHTA.
HHcTpyMeHTalbHBIE CPEICTBA TaKXKE YCIEITHO MCHOJB3YIOTCS AJI pa3MElIeHHs] Y4eOHBIX
MaTepHaJioB B CETH U MX MOCTOSHHOTO OOHOBJICHHUS.




Hudbopmaiimonnsle pecypckl UHTEpHETA
Haubonee spkuMu mnpumepamu HHGOPMALMOHHBIX PECYpCOB, MPEACTABICHHBIX B
HHTepHeTe, MOTYT CIIyKUTh:
— Be0-CaiiThl, MOCBAIICHHBIC OTACIbHBIM chepaMm 00pa3oBaHUsA, MPEIAMETHOM
obnactu, ypoBHIO 00ydeHUs, 00pa30BaTeIbHBIM pecypcam U T.I1.;
— BeO-caiiTel — HH(OPMAIMOHHBIC MPEICTABUTEIBLCTBA YUCOHBIX 3aBEACHUI,
00pa3oBaTeNbHBIX OPraHU3aIUi, H31ATEIbCTB, MPOM3BOJUTENICH KOMITBIOTEPHBIX
CPEICTB OOyUCHUS U JIp.;
— DJIEKTPOHHBIE PACCHUIKH IO IpodeMaM 00pa3oBaHuUs;
— uHGOPMAIMOHHBIC ¥ CIIPABOYHBIC TIOPTAJIBL;
—  pecypchl AIEKTPOHHBIX OHOIMOTEK U CHCIHATU3UPOBAHHBIX 0a3 JaHHbIX.
O06pasoBarenbHbie HHOOPMAIIMOHHBIE PECYPCHI
1. Ob6paszosamenvrvle nopmanwi
http://www.edu.ru/ - deaepanbhblii 06pa3oBaTebHbIN HOpTaa PD
http://humanities.edu.ru - ConuaabHO-TyMaHUTAPHOE M MMOJUTOJIOIHYECKOE 00pa30BaHKe
http://www.ecsocman.edu.ru/ - DxoHOMHUKa, COLUOJIOIHs, MEHEIKMEHT
2. DnexmpoHmbvie bubauomexu
http://www.rsl.ru/ - Poccuiickas rocynapcTBeHHas OHOIHOTEKA,;
http://window.edu.ru/window/library - mouck 3JeKTPOHHBIX KHWUT;
http://www.poiskknig.ru/lib.html - morck 31€KTPOHHBIX KHHT;
http://www.gpntb.ru/ - rocymapctBeHHass myOiaMuYHas HayYHO-TEXHHYECKas OMOIMOTEKa
Poccum;
http://www.turgenev.ru/ - 6ubaroTeka-untanbhst um. U.C. Typrenesa;
http://www.libfl.ru/ - Bcepoccuiickas rocyaapcTBeHHas OHONMMOTEKAa HHOCTPAHHOMN
JIUTEPATYPBI;
http://www.shpl.ru/ - rocyaapctBenHas my0OnnuHas ucropudeckas oudnuorexa Poccuu;
http://www.nlr.ru/ - Poccuiickas HanroHanbHas OuOIMoTEKA;
3. Dnexmponmuvie sHyuKIONEOUU
http://ru.wikipedia.org/ - OTKpbITas HHTEPHET-3HIIUKIIOTCIHS;
4. Catimvl 2opooa Kpacrokamcka.
kcbt.krasnokamsk.info — caiit Texankyma
kpachokamck.ru, kpacHokamck.pd — caiiTel ropo/a

3anaHue.

CrTyneHThl BBINOJHSIOT WHJMBUIYyaJdbHOE 3aJaHME Ha KOMIIbIOTEpe, paboTass B CETH

Wutepner no noucky Uupopmanmu.

3anycTtuth Opaysep.

Haiitu B cetn HTEepHET MHPOPMALIUIO O CBOEM UMEHHU.

CkomnurpoBath HH(OPMALIKIO B TPOTrpaMMy BIOKHOT U OTpeakTHpOBATh.

Coxpanuth uH(popMaiuio B aitne nog umenem «I[1P1(OUO).txt» B cBoeil manke.

3aiiti B Bukumnenuro.

Haiitu B sHIMKIONEAMH pacin(poBKY MOHATHS «CTYIEHT».

CxomnupoBats nH(popmaiuio B co3aanubii ¢aiin «[1P1(OHO).tXt» u oTpenakTupoBarsb.

CoxpaHuTh UH(OPMAIIHIO.

Haiitu B sHnmkiionenuu pacumgpoBky NOHITHS « CTUEHAUS» U BUABI CTUIICHTUH.

0. CxonmpoBathk HHGOpMaLuio B cozaaHHbli (aitn «[IP1(PUO).tXt» u oTpegakTupoBats.

1. Coxpanuts HHGOPMAIIHIO.

12. Haiftu B sHuukionenuu pacmugpoBky mnoHAtus «CpenHee mnpodeccHoHanIbHOe
oOpaszoBaHME.

13. CxonupoBats nHpopmanuio B co3nanubiii paiin «[1P1(DPHO).tXt» u oTpenakTupoBaTh.

14. Coxpanutb uHPOPMAIIHIO.

15. Berittu u3 cetu UntepHer.

RBOoo~NORwNE


http://www.edu.ru/
http://humanities.edu.ru/
http://www.ecsocman.edu.ru/
http://www.rsl.ru/
http://window.edu.ru/window/library
http://www.poiskknig.ru/lib.html
http://www.gpntb.ru/
http://www.turgenev.ru/
http://www.libfl.ru/
http://www.shpl.ru/
http://www.nlr.ru/
http://ru.wikipedia.org/

Pazjen 2. DiieKTpOHHBIE KOMMYHUKALHMHU B MP0¢)eCCHOHATBHOM JesITeIbHOCTH

Tema 2.1. TeJilekKOMMYHMKAIIMOHHBbIE CUCTEMbI

IIpakTuyeckoe 3ansitue. Pabora B JIOKaTbHOW CETH M CETH MHTEPHET. MeTOoIbl U TpaBWIia
nouicka uHopmanuu. IHTEpHET Kak euHasi CCTEMa PECYPCOB.

Ilenb: HayunThbcs monb30BaThCs MOMCKOBBIMM CUCTEMaMH, 0OMEHY COOOIIEHUSMH B CETH
WNHTepHeT, co3AaHue 3JIEKTPOHHOM ITOYThI, HACTPOMKA IIOYTOBBIX KIIMEHTOB.

Teopernueckas yacth:CeTh IHTEpHET pacTeT OYeHb OBICTPBIMU TEMIIAMH, IO3TOMY HailTH
HYKHYI0 HH(POPMAIHUIO CPen COTeH MUuInapaoB Web-cTpaHuIl 1 COTEH MIJUIMOHOB (hailyioB
CTaHOBUTC Bce cioxHee. [l moucka nHGopManuu UCHoab3yTCs ClIelUallbHbIe TOUCKOBBIE
CHCTEMBI, KOTOPBIE COJIEPKAT MOCTOSTHHO OOHOBIIIEMYIO HH(POPMALIUIO O MECTOHAXOKJICHUN
Web-crpanun u ¢aiinos Ha cOTHSIX MUIUTHOHOB cepBepoB MHTepHeTa (prcyHOK 1).

Pucynox 1 — IlouckoBas

0 e cucrema Google

[TouckoBsie CUCTEMBI
coJiepkar TEeMAaTHYECKHU
CTpYNIUPOBAHHYIO
uH(pOPMAITHIO 00
UH(POPMAIMOHHBIX  pecypcax

Mouck & Google MHE NOBE3ET! BC@MI/IpHOﬁ IIaAyTUHBI B Oazax
JTAHHBIX. CnenuanbHbie
IPOrpPaMMBbI-pPOOOTHI
nepuoanydecku «ooxonam» Web-cepBepsl IHTepHETa, UNTAIOT BCE BCTPEUAIOIIMECS TOKYMEHTHI,
BBIJIETISIIOT B HUX KIIIOUEBBIE CII0BA U 3aHOCAT B 0a3y naHHbIX MHTepHeT-aapeca TOKyMEHTOB.

BonbmIMHCTBO TOHMCKOBBIX CHUCTEM pazpemaroT aBTopy Web-caiiTa caMoMy BHECTH
uHpopmanuo B 0a3y JaHHBIX, 3allOJHUB PETUCTPAIIMOHHYIO aHKETy. B mpoliecce 3amoimHeHus
AHKEeTHI pa3pabOTUYHK caiiTa BHOCHT aJipec caiiTa, ero Ha3BaHHe, KpaTKoe OMUCAHHUE COACPKAHUS
caiiTa, a TaKXe KJIFOUEBbIE CJIOBA, [0 KOTOPHIM JIET4€e BCEro OyJeT HAWTH CallT.

[Touck mo kmtoueBbIM ciioBaM. [Towck qokyMeHTa B 6a3e JaHHBIX MOMCKOBON CHCTEMBI
OCYIIIECTBIISIETCS C IIOMOILBIO BBE/ICHHUS 3alIPOCOB B M0JIE TIONCKA.

3anpoc IOMKEH COAEpXkaTh OJHO MM HECKOJIBKO KIIFOUEBBIX CIIOB, KOTOPBIE SIBISIOTCS
TJIABHBIMH JJI 3TOTO JOKyMeHTa. Hampumep, 171 moucka camux cucteMm mnoucka B MHTepHeTe
MOKHO B TOJI€ MOMCKA BBECTH KJIIOUEBBIE CIIOBA «POCCHUNCKAsl CHCTEMa MOWCKa WH(pOpMaluu
WNHTepHeT

UYepes HEKOTOPOE BpeMs IOCJE OTIPABKH 3alpoca IMOUCKOBAas CHUCTEMa BEPHET CIIMCOK
HuTepHeT-aipecoB JOKYMEHTOB, B KOTOPBIX ObUIM HaliIeHbl 3a/laHHble KJIoueBble cioBa. J{is
MPOCMOTpPA 3TOTO JIOKYMEHTa B Opay3epe JOCTaTOUYHO aKTUBU3UPOBATH YKA3BIBAIOIIYIO HA HETO
CCBIIKY

Ecnu ximroueBbie crmoBa ObUTM BBIOpAaHBI HEYAAuHO, TO CIHCOK aJpecoB JOKYMEHTOB
MOXXET OBITh CIUIIKOM OOJBIINM (MOXKET COACPKATh JACCATKH W JTaK€ COTHH THICSY CCBHUIOK).
Jnst Toro 4ToOBl YMEHBIIUTH CHUCOK, MOKHO B TIOJi€ IMOWCKAa BBECTH JOMOJHHUTEIHHBIC
KIIFOUEBBIE CII0BA MJIM BOCIIOJIb30BATHCS KaTaJOTOM ITOMCKOBOW CHCTEMBI.

Opnot w3 HamboJee TONHBIX M MOIIHBIX IOMCKOBBIX cucCTeM siBhsieTcsi Google
(www.google.ru), B 6a3e MaHHBIX KOTOPOW XpaHsTcs § mmuinapaoB Web-cTpaHuil U Kaxaplid
MecCsIl TpPOTPaMMbI-pOOOTHI 3aHOCAT B HEEe S5 MHIUIMOHOB HOBBIX cTpaHull. B Pynere
(poccuiickori yactu MHTepHeTa) oOmupHBIE 0a3bl MaHHBIX, conepkamue mo 200 MHJITHOHOB
JOKYMCHTOB, UMEIOT TOUCKOBBIE cucTeMbl SIndex (www.yandex.ru) (pucyHok 2) u Rambler
(www.rambler.ru) (pucyHok 3).


http://www.yandex.ru/
http://www.rambler.ru/

ﬂHﬂEI(C AHOEHKC HaidT
Mouck

Pucynok 2 — IlouckoBas cucrema SIHIeKC.

[Touck B nepapxuyecko cucreMe KaTajioroB. B 6aze maHHBIX TOMCKOBOM cucTeMbl Web-
CaliThl TPYNNHUPYIOTCS B HEPAPXUUYECKUE TEMATUYECKUE KaTalOl'M, KOTOPBIE SBIISIFOTCS
aHaJoraMM TeMaTH4YeCKOro KaTajora B OMOiIMoTeKe.

TemaTnyeckne paszensl BEpxHero ypoBHs, Hanpumep: Muateprner, Komnbrorepsl, Hayka
U oOpa3oBaHuE U T. 1., COAEPKaT BIIOKEHHbIE KaTajoru. Hanpumep, karanor MHTepHEeT MOXeET
coaepxkath nogkarainoru [louck, [Toura u ap.

ITouck mHpOpMaLUU B KaTajgore CBOJUTCS K BBIOOPY ONPEIENICHHOIO Karajiora, rocie
Yero IMoJb30BaTeN0 OyIeT IpelicTaBiIeH CIUCOK ccbUlOK Ha VHTrepHer-agpeca HauOoliee
HocelaeMblx U coaepkaresibHblx Web-caiitoB. Kaxas ccpliika 0ObIYHO aHHOTHUPOBAHA, T. €.
COZIEPKUT KOPOTKMI KOMMEHTApUH K COACPIKAHUIO JIOKYMEHTA.

HauOonee monHBII MHOTrOYpOBHEBBIH HEpapXUUECKUH  TEMaTHUYECKUH  KaTajor
pycckos3bluHBIX MHTEpHET-pecypcoB HMeeT moucKoBas cucrtemMa Anopr (www.aport.ru).
Karanor comepxuT moapoOHYI0 aHHOTAlMIO cojepxkaHusd Web-callTOB M yKazaHHE Ha HX
reorpauyeckoe MojaoKeHHe.

ITouck caitnos. /s noucka QaiinoB Ha cepepax (aillloBBIX apXUBOB CYILIECTBYIOT
CIeIMaTM3UPOBAaHHbIE TIOMCKOBBIE CHUCTEMBI, B TOM 4Yucie TouckoBas cucrema FileSearch
(www. filesearch.ru). [lng moucka daiina HeoOXoauMO BBEeCTH UMs (Gaila B mojie MOUCKA, U
nouckoBasi cucrema BblgacT MHTepHeT-aapeca cepBepoB (DalIoOBBIX apXMBOB, Ha KOTOPBIX
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HNMCHEM.

Pucynok 3 — IlouckoBas cuctema Pambiep.

[Tonck wuHpopManuu B pycckosi3bluHOM wacTu HMHTepHera ¢ momolibio Hauboiee
nouckoBbIx cucteM: Google, Rambler, Anoprt, fnclex u @aiioBoil MOUCKOBOW CHCTEMBI
Research MOXXHO NPOM3BOAMTH C HCIOIB30BAHHUEM HWHTETPUPOBAHHOM MOMCKOBOW CHCTEMBI
Gogle.ru. Jlns 3TOro J0CTaTOYHO BBECTH KIIOYEBHIE CJIOBA B CTPOKY IOHMCKA, C TOMOIIBIO
NepeKoyaTeNiedl yCTaHOBUTh THI HEOOXOAMMOM HMH(OpMAalMM U HIETKHYTh O KHOIIKE C
Ha3BaHMEM MOUCKOBON cuctembl Gogle.ru. [[ng 3Toro A0CTaTouHo BBECTH KJIIOUEBBIE CIIOBA B
CTPOKY IOMCKa, C MTOMOUIbIO MEpeKIoYaTesael yCTaHOBUTh TUI HEOOXOIUMONW HHpOpMAIN 1
LIEJIKHYTh 110 KHOIIKE C HA3BAaHUEM IIOUCKOBOI CHCTEMBI.

Wnrtepuer B nenom u BcemupHas mayThHa, B YaCTHOCTH, MPEJOCTaBISIOT aOOHEHTY
JNOCTYIl K ThICSYaM CEpBEpOB W MWIUIHOHAM Web-CTpaHUI, Ha KOTOPBIX XPaHUTCS
HEeBOOOpa3uMbIii 00beM nHpopMmaluu. Kak He moTepsaThes B 3TOM «MH(DOPMAITMOHHOM OKEaHe»?
Jist 5TOr0 He0OXOAMMO HAYUYUThCS UCKATh U HAXOJUTh HY>KHYIO HH(POPMAIIHIO B CETH.

Kak yxxe Obl10 CcKa3zaHO, CYIIECTBYIOT TPH OCHOBHBIX CIoco0a moucka WHGOpMAaIii B
WNHurepHere.



1. Vkazanue aapeca CTpaHHIBI. JTO caMblii OBICTPBIM CITOCOO MOMCKA, HO €ro MOXKHO
UCIIOJIb30BaTh TOJIKO B TOM CJIy4ae, €CJIM TOUHO U3BECTEH aJpec TOKYMEHTA.

2. IlepenBrxeHHe MO TUNEPCCHUIKAM. DTO HauMeHee YHOOHBIH crnocol, Tak Kak C €ro
IIOMOILBIO MOKHO UCKaTh JOKYMEHTBHI, TOJIBKO OJIM3KHE 110 CMBICITY TEKYyLeMy JOKyMeHTy. Eciu
TEKYyIIMH JOKYMEHT IIOCBSIIIEH, HAIpUMEp, MY3BIKE, TO, MCIIOJNb3Yysl THUIIEPCCBUIKHM 3TOTO
JIOKYMEHTA, BpsJ] JIM MO>KHO OyJeT IONAacTh Ha CaiT, HOCBAILIEHHBINA CIIOPTY.

3. OOpamenue K IOUCKOBOMY cepBepy (mouckoBoi cucreme). Hcnonb3oBanue
IIOUCKOBBIX CEPBEPOB - Hanbosee ya00HbIH criocod novcka nHpopmanuu. B Hacrosiee Bpems B
pYyCCKOs3bIYHON YacTu MIHTEpHETa NOMYJIspHBI CIIEIYIOIINE TOMCKOBBIE CEPBEPHI:

Cy1ecTBYIOT U Apyrue NOUMCKOBbIE cucTeMbl. Hanpumep, agpdexTrBHAs cuctemMa rnoucka
peaM3oBaHa Ha cepBepe MOYTOBOM cy:KObI mail.ru (pucyHox 4).

3ananue 1. Haiitu B UnTepHer 3akoH PD «O0 undopmanun, uHGOpMATH3ALMH U
3ammrTe HHpopManumw». 3aN0JIHUTDH Ta0JaMILy.

ANTOopuTM NEWCTBUI MPH BBITIOJTHEHUH CAMOCTOSTEIBHON paboThI

1. Haittu B Unrtepner 3akoH P® «O06 wmHbopmanmu, wHGOpPMATH3AMH W 3aIIATE
UHpOpMALIAN.

2. Haiftu onpeneneHus MOHATUAM, IPUBEIEHHBIM B Ta0JIUIIE.

ITonsatue Onpenesnenune

MHGpOpMAIHS

WH(GOPMAIIMOHHBIE TEXHOJIOTUU

MH(}OPMAaLIMOHHO-
TE€JIEKOMMYHUKALIMOHHAs CETh

NOCTYN K MH(pOpMaIuu

KOH(I)I/IHCHI_[I/IaHLHOCTB I/IH(l)OpMaI_II/II/I

PIIEKTPOHHOE COOOIIEHNE

NTOKYMEHTUpPOBaHHasi HHGopMaus

3aganue 2. PaGora c pecypcamu B cetn UHTEpHeET.

AJTOpUTM ACHCTBHIA IPH BBHITTOTHEHUU CAMOCTOATEIHHONU PaboThI
1. OTKpBITH Opay3ep U HAWTU HYKHbIE TTOHSTHS.

2. O3HAaKOMHUTECSA C HOBBIMH ITOHSITHUSIMH.

3. 3anoyiHATE TAOIHILY.

ITonsaTue 3HauyeHne NOHATHS

IIporpammuoe obecnieuenue (I10) — sto

Bunasr [10

CrucTeMHOE  TIPOrpaMMHOE  OOecrieueHue
BKJIIOYAET B CeOs

OrnepanoHHas CUCTEMA -3TO

Coctas OC

Bagaun OC

[MpuknagHOoe MporpaMMHOE OOECTCUeHHE -
ATO

K ITO o01iero Ha3Ha4eHusI OTHOCSITCS:




K 110 CIIETUAILHOTO Ha3HavYeHUs]
OTHOCSTCH:

3ananmne 3. U3yunre MHCTPYKIHUIO 1O OOHOBJIEHHIO NMPOrPaAaMMHOI0 obOecredeHust
yepe3 UnTepHer.

PexoMeHnyeTcsi BKIIIOUYUTh aBTOMAaTHYECKOE€ OOHOBJICHHE.

— Jns aBTOMaTHuecKoro OOHOBJICHHS MPOrpaMM HEOOXOJUMO BOHTH B CHUCTEMY C
YUETHOM 3alMChI0 «AJMUHUCTPATOP.

— Haxwmure kHonky Ilyck, BeiOepure komanay Ilanens ynpasieHus W JBa pasa
MIEJTKHUTE 3HAY0K ABTOMaTHYECKOE OOHOBJICHHE.

— BriOepure BapraHnT ABTOMaTHYECKH (PEKOMEHYETCS).

— Ilog BapuaHTOM aBTOMAaTHMYECKH 3arpy’kaTb M YCTaHaBIMBaTb Ha KOMIIbIOTED
peKoMeH1yeMble 0OHOBJICHHSI BBIOEpUTE IEHb M BpeMsl, KOTJa orneparronHas cuctema Windows
JOJI’KHA YCTaHABIMBATh OOHOBJICHHUS.

— ABrOomMaTHueckoe  OOHOBJEHHME  O00ecleyrMBaeT  YCTAHOBKY  IME€PBOOYEPEIHBIX
OOHOBJICHUI, KOTOpHIE BKJIIOYAIOT B ce0si OOHOBJIEHHA O€30MaCHOCTH M JpPyrue BaKHbBIC
OOHOBJIEHHUSI, TOMOTAIOIINE 3alUTUTh KOMIIbIOTEP. Takke pekoMeHAyeTCs peryysipHO IocenaTh
BeO-y3eN Uil TOJY4YeHHs HEOoOA3aTeNbHbIX OOHOBIICHUH, HANpUMeEp, PEKOMEHJOBAHHBIX
OOHOBJICHHI MPOrPAaMMHOTO OO0ECIeYeHUsT U O00OPYAOBaHHs, KOTOpBIE IOMOTYT YIyYIIUTh
IIPOU3BOUTENILHOCTh KOMITBIOTEPA.

Pa3nes 2. DjieKTPOHHBIC KOMMYHHUKAIMH B IPOQ)eCCHOHATBHOM 1eITeIbHOCTH
Tema 2.2. OcHoBbI HHGOPMAITMOHHOH 0€30MACHOCTH
IIpakTnueckoe 3ansiTue. Pabora ¢ nankamu u nokymestTamu B OC

Ilean padoThl: GopMHUpPOBaHUE HABBIKOB PAOOTHI ¢ MankaMu U JokymeHTamMu B OC

OO0opynoBanme: nepcoHanbHbIN KoMIbIOTEp, OC , MeTOAMYECKHE yKa3aHUs Mo paboTe (B
AJIEKTPOHHOM BHUJI€ HaXOJATCS B nanke «MeToudyeckue yka3aHus» Ha paboueM cToie
KOMIIBIOTEPA), KapThl-3aJaHHs

Copep:xaHue U N0CJ1€10BATEIBLHOCTh BbINOJTHEHHSI NMPAKTHYECKOH padoThI:
1. HMHcTpykTax 1o TeXHHKe 6€30macHOCTH
2. BrImonHeHNE MPaKTHYECKOTO 3aaHus

Teopus.
OcHosHbIe NONI0XMHCeHUsI ONEPAYUOHHOU CUCTEMBI.
1. Ocrosnwie nonoscenus OC
1.1. I'paguueckui unmepgheiic nonrvzosamensn (GUI).
Beigenstor cienyromme 3JeMeHTHI HHTepdeiica:
— MEHIO
— TIaHEJIM UHCTPYMEHTOB
— CTPOKH COCTOSIHHS
—  TIOJIOCHI TIPOKPYTKH
—  DJIEMEHTHI JUAJIOTOBBIX OKOH.
1.2.  Cmandapmuszayus noib308amenbcko2o unmepgeiica.
Bo Bcex nporpammax mog OC Windows ucmonb3yoTcst OTMHAKOBBIE TPaBUiIa PaOOTHI.
1.3. Mnocozadaurnocme.




B oxHo u Toxe Bpems OC WindOws MOXeT BBITOIHATH HECKOJIBKO 3a/1a4.
Hanpumep: MoxHO ciymaTh My3bIKYy C KOMITBIOTEpA UYepe3 HaAyIITHUKU WIH KOJIOHKH, [1e4aTaTh
TEKCT Ha IPUHTEpe U HaObUpaTh APYroi TekcT. Bee aTu coObITHs OyAyT MPOUCXOANUTH
OJIHOBPEMEHHO.
1.4.  Oxouuwviti unmepgetic.

JInst Kaxk10# 3a1a4M CyIecTByer cBoe okHo. WIiNdOWS ¢ aHTTTHIICKOTO TaK U TEPEBOAUTCS
“Oxna”. OcHOBHas paboTa paccuMTaHa HA HAJTMYWE MBIIIKU, OJTHAKO, B CITydae HEOOXOUMOCTH
BO3MOJKHa DPaboTa C KJIaBUATYPHI C IOMOIIBIO “Oblcmpbix Kiasuul”.

2.  Obwas paboma c oKHAMU:

1) 49TOOBI OTKPBITH JIFOO0E OKHO HYXKHO HISIKHYTh 2 pa3a MBIIIKON Ha Ha3BaHHH OKHA;

2) m000e OKHO UMEET CTPOKY 3arojOBKa M CTPOTHE TPAHUIIBI;

3) B 0hOpPMIICHUHU OKHA BBIICISAIOT CIICAYIOIINE SIEMEHTBI: MEHIO, TAHESIH HHCTPYMEHTOB,

MOJIOCHI IPOKPYTKH U CTPOKY COCTOSIHHS,

4) OKHO MOKHO TIEpEMEIaTh [0 YKPaHY MBIIIKON 3a CTPOKY C 3ar0JIOBKOM;

5) MOXHO MEHSTH pa3Mepbl OKHA Ha €r0 MPAaHHUIIAX ¢ MOMOIIBIO MBIIIKH;

6) B CTpOKE ¢ 3ar0JIOBKOM OKHA HAXOIATCS KHOIKH:

pazeepHyms BO BECh IKPaH,

[Elloccmanosums npexnne pasmepsi,
6epHyMb OKHO (0CTaeTcst pabounm),

Eakpblmb okHo (100 Alt+F4).
7) OIHOBPEMEHHO MOXET OBITh OTKPBHITO HECKOJILKO OKOH, HO aKTHBHOE OKHO B JIAHHBIN
MOMEHT TOJBKO OJIHO (TIEPEXO0J1 U3 OJJHOTO OKHA B APYTrO€ OCYIIECTBISCTCS MBIIITKON
6o knaBuiiamu Alt u Tab ogHOBpeMeHHO).
3. Bygep obmena.
Bo Bpemst paboter WiNndows BeizensieT crieliuaabHyi0 001acTh namMstu — 6ydep ooMeHa,
KOTOPBIN UCIIOJIB3YETCSI IS IEPECHUTKH TaHHBIX MEK/y MPOrpaMMaMH M IOKYMEHTaMH.
JlaHHBIMU MOTYT OBITH (hparMeHT TEKCTa, BECh TEKCT, PUCYHOK, TaOIUIIa U T.1.
4.  Buewmnee ogopmnenue.
Bo BHemnHeM opopMIeHHH MOKHO BBIIETUTH 3 (YHKIIMOHATBHBIX DJIEMEHTA:
— Pabouuii cmon — 3710 Bes 007aCTh 3KpaHa, KOTOPast MOSIBISIETCS MTOCIIE 3arpy3KU
KOMITHIOTEPA;
— Ilanens 3a0ay — ¢ TOMOIIBIO, KOTOPOI MOXKHO 3aITyCKaTh MPUIOKEHUSI U
MEePEKITIOUaTh UX;
—  Knonxa “I1YCK” — BbI30B | TaBHOTO MEHIO CUCTEMBI.
4.1.  Pabouui cmon.
1) Ha Pabouem cTOJIe HAXOAATCSA 3HAYKM-UKOHKH JUTS MTATIOK, IPOTPaMM, JTOKyMEHTOB U
SIPJTBIKOB.
2) OcHOBHbIE 0003HAYCHHS:
IManka — TO e camoe, YTO U KaTajlor (HEKUH “KOHTEHHEp”, KOTOPBIM MOXKET COepkKaTh APYrue
TIAIKH, TIPOTPAMMBI, SIPJIBIKA U JIOKYMEHTHI).
K ocHOBHBIM mankam OTHOCSITCS:
— Pabounii cron
— Moii koMIibIOTEP
— Jlormueckue mucku (A: C: D: u npyrue)
— Kop3una
— [Ilanens ynpaBneHus
— IlpunTepsi.
IIporpamma — daiin ¢ pacummpenuem EXE nnn COM.




JoxyMeHT — ¢aiin ¢ nanabivu (pacmupenus DOC, BMP u 1.1.)
SpJabIKk — 3HAYOK-UKOHKA HA pabo4eM CTOJIe WK B JIF0OOH Nanke, KOTOPbIM CITyKUT AJIs
OBICTPOrO 3aITycKa 000 MporpaMmBl.
3) Tunsl J0KYMEHTOB — 3T0 paciuupenus dainos-nokymenTos (DOC, BMP u 1.1.).
[To THaM JOKYMEHTHI JeIATCS Ha 3apETrUCTPUPOBAHHBIC U HE3aPETUCTPUPOBAHHEBIE.
3aperucTpupoBaHHbIe — 3TO JOKYMEHTHI, CBA3aHHBIE C OIIPEEICHHON POrpaMMoi
(manpumep, pacmmpenne DOC cBsi3ano ¢ mporpammoit ). [Ipu OTKpBITHH TaKUX JOKYMEHTOB
KOMIIbIOTEP aBTOMATUYECKH UCIOJIb3YET CBA3aHHYIO IPOrpamMmy.
He3aperncrpupoBaHHble — 3TO JOKYMEHTBI, HECBA3aHHBIC HU C Kakoi nporpammoit. [Ipu
OTKPBITUHU TaKUX JOKYMEHTOB KOMIIBIOTEP CIPALIMBAET, KaKyI0 IIPOrpaMMy MCII0JIb30BaTh IS
OTKPBITHUS JTOKYMEHTA.

4.2.  Ilanenwv 3a0au.

1) Tlanens 3a1a4 OOBIYHO PACIIONIATACTCS TIOBEPX BCEX OKOH M COJCPIKHUT:

— kHonky “Ilyck”;

— 3HAYKH OTKPBITHIX MPHIIOKEHHIA;

— JIONOJIHUTEJIbHYIO HHPOPMAIUIO (BpeMs, yKa3aTesb aa(aBuTa).

2) Jlns aKkTUBU3AIMU JIIOOOTO OTKPBITOTO MPHJIOKEHHS HEOOXOJMMO IICIKHYTh
MBILIKON Ha 3Hauke B [laHenu 3amad.

4.3. Knonka “llyck” u I'nasnoe menio.

['maBHOE MEHIO COCTOUT U3 CIEAYIOIIUX OCHOBHBIX ITYHKTOB:

1) IIporpammbl — 3aIlyCK NPUKIIAHBIX IPOTPAMM

2) JloKyMeHTBI — CIIUCOK JIOKYMEHTOB, OTKPBITHIX B IIOCIEHEE BpeMs (He
oomee 15)

3) Hacrpoiika — HaCTPOMKA CUCTEMBI U €€ OTAEIbHBIX JJIEMEHTOB

4) HaiiTu — [IOUCK IAIlOK, MpOorpamMM, JOKYMEHTOB U KOMIIBIOTEPOB

ceru Internet

5) CunpaBka — BbI30B CripaBouHo# cuctembr OC

6) BbINOJHHTH — 3aIyCK WJIN OTKPBITHE JTH000T0 (paiiia nin nanku

7) BBIKJIIIOYNTH KOMIILIOTEP — OKOHYAaHUE Pa0OTHI HIIH Tiepe3arpy3Kka KOMIbIOTEpa.

5. 3anyck npocpamm.
3anmyck nporpamMm npou3BOAUTCS JTHOOBIM U3 IEPEUUCIIEHHBIX CIIOCOO0B:
1 cnoco0:
a) BBI3BaTH [ TaBHOE MEHIO;
b) BeIOpathk yHKT “IIpocpammul”;
C) 3alyCTUTh HYXKHYIO IPOrPaMMy IHIETYKOM MBIIIKH.
2 c1oco6:
a) OTKpBITh Nanky “Moii komnviomep”;
b) BBIOpaTH HYXHBIH JHCK;
C) HaiTH (aiiy1 U 3aIyCTHTD €r0 JBOWHBIM IIETYKOM MBIIIKH.
3 cnoco0:
a) eciu ecThb ApJbIK Ha PaboueM cTolie, 3aIyCTHTh €ro JBOMHBIM IIETYKOM MBIIIKH.
4 cnoco6:
a) 4YTOOBI 3aMyCTUTh MPOTPAMMY C JOKYMEHTOM HAaJI0 OTKPBITH Nanky “Mou dokymenmol”
1100 B 'maBHOM MeHIO BBIOpaTh MyHKT “‘/Jokymenmbi”;
b) Ha Hy)XHOM JOKyMEHTE JBaXK/IbI IEIKHYTh MBIIIKOM.
6. Bwblxo0 u3z npoepammoi.
BoiiiTi 13 IporpaMMbl 3HAYUT 3aKPHITh OKHO TIPUIIOKEHUSI.
1 cnoco®:
a) B CTPOKE C 3ar0JIOBKOM OKHa IICJIKHYTh Ha KHOTIKE “‘3axkpuimv”. | ¥
2 c1oco6:
a) B MEHIO OKHa BBIOpATh MyHKT “Daiin”,
b) BBIOpaTh KOMaHTY “Bbix00”.




3 cnoco0:
a) eCIIi OKHO aKTHBHOE, Ha)KaTh Ha KiaBuarype knasuinn Alt u F4 ogHOBpeMeHHO.
Paboma ¢ nankamu u doxymenmamu ¢ OC Windows.
1. Omxpvimue nanku.
OTKpBITH NANKY — ABAX/II MEIKHYTh MBIIIKON HA HY>KHOM 3HAuKe.
2. Bwvixoo uz nanxu na 1 yposens 6sepx.
BoliiT M3 NanKu HA OJMH YPOBEHb BBEPX — B MMAHETTN HHCTPYMEHTOB MIEIKHYTh HA 3HAYKE
“Beepx”.
3. Ogopmnenue okna (Buo 3naukos):
1 croco0:
d) B MCHIO OKHA BBIOPATH IyHKT “Bud”;
b) BBIOpaTH OKMH U3 PESKUMOB ODOPMIICHUS:

® 3HAYKH
® CIIMCOK
e Ta0iuia
® I[IIMTKA

[ ]

9CKH3bI CTPAHHII.
2 c1oco0:

a) BBI3BAaTh KOHTEKCTHOE MEHIO OKHA;

b) BBIOpaTH MyHKT “Bud”;

C) BBIOpATh HYXHBIH PEXKUM ODOPMIICHHUS.

® 3HAYKH
®  CIIHCOK
e Tabiuia
[ ] IIJINTKA

[ ]

ACKU3BI CTPAHUII.
4. Vnopsoouusanue 3nauxos (Copmuposxa).
Jnst ynoO6cTBa moucka HyKHOH MH(OPMaIUK 3HaYKHU B MAIIKe MOXHO OTCOPTHPOBATH 10 UMEHAM
¢aiinoB, THIIaM JOKYMEHTOB, pa3Mepy WM BpeMEHU co37aHusl. JJst 7TOro HyXHO:
1 cnoco6:
a) B MEHIO OKHA BBIOpATh MYHKT “Bud”;
b) BeIOpaTh MOANYHKT ““Vnopsdouums 3nauku’;
C) BBIOpATh MOPSIIOK COPTUPOBKH.
2 cnoco6:
d) BBI3BAaTh KOHTEKCTHOE MEHIO OKHA;
b) BBIOpaTh MyHKT *“Vnopsoouums sHauku’;
C) BBIOpATh MOPSIIOK COPTUPOBKH.
5. [Ilepexoo no ouckam:
a) OTKpBITH Nanky “Moii komnviomep”;
b) BBIOpaTh HYXHBIH TUCK TBOWHBIM HIETYKOM MBIIIKH.
6. Coszdanue Ho60l nanku.
1 cnoco6:
a) B MEHIO OKHA BBIOpaTh MyHKT “Daiin”;
b) BeIOpaTh myHKT “Co30ams”;
C) BBIOpaTh MOAMYHKT “[lanky”;
d) ykasare uMs mamnku.
2 c1oco0:
d) BBI3BAaTh KOHTCKCTHOE MEHIO OKHA;
b) BeIOpars myHKT “Co30amv”;
C) BBIOpaTh MOIIYHKT “Ilanky”;
d) yka3aTh MMs HAINKH.



7. Konuposanue o6vexmos:
1 croco®:
a) OTKpPBITh OKHO, OTKYJIa IPOU3BOIUTCS] KOTUPOBAHHUCE;
b) Ha Hy)XHOM 3Ha4Ke BHI3BAaTh KOHTEKCTHOE MCHIO;
C) BbIOpaTh KOMaHy “Konuposams”,
d) OTKpBITH OKHO, Ky/ia IPOM3BOAUTCS KOIMPOBAHUE;
€) BBI3BAaTh KOHTEKCTHOE MCHIO OKHA,
f) BeIOpaTh KOMaHIy “Bcmasums”™.
2 c1oco0:
a) OTKPBITh OKHO, OTKY/Ia POM3BOIUTCS KOIIUPOBAHHE;
b) BcTaTh Ha HYXXHBII 3HAYOK;
C) B IaHEIW MHCTPYMEHTOB OKHA BBIOpaTh KOMaHay “Konuposamsv”,
d) OTKpBITH OKHO, KyJla IPOU3BOIUTCS] KOITUPOBAHUE;
€) B IaHEeId MHCTPYMEHTOB OKHA BBIOpATh KOMaHAy “‘Bcmasums”.
8. [Ilomemka HecKonbKUX 0OBEKMOE:
1 crioco6:
a) BCTaTh Ha MEPBbBIl HYKHBIIH 00BEKT;
b) ynepxuBate knaBuiry Ctrl B Ha)KaTOM COCTOSIHUM ¥ MBIIIKOW IIOMETHUTh BCE OCTAIbHbBIC
HY>KHbIE OOBEKTBHI.
2 cnoco0:
a) BCTaTh Ha MEPBbBIl HYKHBII 00BEKT;
b) ynmepxwuBas kiaaBuiry Shift B HakaTOM COCTOSHMM MBIIIKOH IIEIKHYTH 11O MOCTISTHEMY
00BEKTY.
3aMeyaHue:
J111st Bcex TOMEYEeHHBIX 0OBEKTOB BBI3BIBACTCS €IMHOE KOHTEKCTHOE MEHIO.
9. Ilepenoc o6vexmos:
1 cnoco0:
d) OTKPBITh OKHO, OTKY/Ia POM3BOIUTCS MIEPEHOC;
b) Ha Hy)XHOM 3HauKe BbI3BaTh KOHTEKCTHOE MCHIO;
C) BBIOpaTh KOMaHIy “Buipezamsb”;
d) OTKpPBITH OKHO, KyJla TPOU3BOIUTCS MIEPEHOC;
€) BbBI3BaTh KOHTEKCTHOE MCHIO OKHA;
f) BbeIOpaTh KOMaHy “Bcmasums”.
2 c1oco6:
a) OTKpPBITh OKHO, OTKY/Ia POU3BOUTCS MEPEHOC;
b) BcTaTh Ha HYXKHBIN 3HAYOK;
C) B MaHEM MHCTPYMEHTOB OKHA BBIOpATh KOMaHay ‘‘Buipezamsb”,
d) OTKpBITH OKHO, KyJla TPOU3BOUTCS MTEPEHOC;
€) B MaHeld HHCTPYMEHTOB OKHA BBIOpATh KOMaHy “Bcmasums”.
10. Coz0anue sapavika.
1 cnoco0:
d) BBI3BAaTh KOHTEKCTHOE MEHIO OKHA;
b) BeIOpath yHKT “Co30amb”;
C) BBIOpaTh MOJITYHKT “ApiibiK’”;
d) ykasarh mosHBIN MyTh (aiia Mpu MOMOIIH KHONKH “0630p”;
€) yKa3aTh Ha3BaHHE SIPJIBIKA,;
f) BBIOpaTh 3HAYOK JJISI APIIBIKA.
2 cnocob:
a) B MEHIO OKHa BBIOpATh MyHKT “Daiin”,
b) BwIOpath MyHKT “Co30amyb”;
C) BBIOpaTh MOANYHKT “Apivik’;
d) ykasarp moyHBIN MyTh (aiiiaa Ipu MOMOIIY KHOIKH “0630p”;



€) yKa3aTh Ha3BaHHE SIPJIBIKA,
f) BBIOpaTh 3HAYOK TS SAPIIBIKA.
11. Yoanenue 6 xop3uny:
1 croco0:
b) MbIIKOI NEepeTaUTh HY)KHBIN 3HAYOK B KOP3UHY.
2 c1oco0:
a) BbBI3BaTh KOHTEKCTHOE MEHIO;
b) BeIOpaTh MyHKT “Yoanums”.
12. Boccmanognenue uz KOp3uHul.
1 croco0:
a) OTKpPBITh KOP3UHY;
b) MbIIIKOM HepeTAINTh HYKHBIH 3HAY0K B COOTBETCTBYIOIIYIO MMAIKY.
2 cnoco0:
a) OTKPBITh KOP3UHY;
b) Ha Hy)XHOM 3HauKe BbI3BaTh KOHTEKCTHOE MCHIO;
C) BBIOpaTh MYHKT “Boccmanosums”.
3 cnoco6:
a) OTKPBITH MAIKY, U3 KOTOPOH ObLIT yaaieH 00BEKT;
b) BBI3BaTH KOHTEKCTHOE MEHIO;
C) BBIOpaTh NYHKT “Ommenums yoanenue”.
13. Ouucmrka xop3unvt.
1 crioco6:
a) Ha 3Hauke “Kop3una” BbI3BaTh KOHTEKCTHOE MEHIO;
b) BBIOpaTh MyHKT “Ouucmums Kop3uny”.
2 croco0:
a) OTKPBITh KOP3UHY;
b) B manenu 3amau BEIOpaTh NyHKT “Ouucmumos Kop3umny”,
C) 3aKpbITh KOP3UHY.
14. Ilpocmomp u usmenenue ceolicme obvekma.
a) Ha HY)KHOM 3HaYKe BbI3BaTh KOHTEKCTHOE MEHIO;
b) BeIOpats nyHKT “Ceoticmea’.
15. Ilanensv ynpasnenus.
YroObl OTKPHITH TAHENb YIPABICHUS HYXKHO!
a) BBI3BATh IJIABHOE MCHIO;
b) BeIOpath nyHKT “Hacmpotixa”;
C) BbIOpath MyHKT “Ilanens ynpaenenus’”.
[Tanens ynpaBieHus IpeHa3HAYCHA IJIs1 HACTPOHKHU TTapaMeTpOB PaOOTHI CUCTEMBI M BHEIITHIX
yCTpOMCTB. PaccMOTprM HEKOTOpBIE IPOTPaMMbI HACTPOUKH.
1) JlaTta m BpeMsi — KOPPEKTHPOBKA TEKYILETO rOjia, MECsIa, YUCIIa, BPEMEHH.
2) KaaBumatypa — HacTpoiika CKOPOCTH (BpeMsl peaKIui KOMITbIOTEpa Ha Ha)KaThe
KJIABHII ), HA3HAYEHHUE KIIABUIII IEPEKITFOUCHUS SI3bIKa U OTOOpaKeHNE HWHAMKATOpa
SI3BIKA.
3) Mblub — HaCTPOIKA MBIIIKKA Ha Pa0OTY JICBIIU WM MPABIIH, TPOCMOTP BUIOB Kypcopa,
U3MEHEHHE CKOPOCTH JIBOMHOTO Ha)KaThsl U YCTaHOBKA Iuien(a.
4) Dxpau — HacTpauBaeT Pabouuii cTON ¥ MapaMeTphl FKpaHa:
— Tema (o01I1e HaCTPOHKN)
— pabouwuii cron (hon Pabouero cromna);
— 3acTaBKa (PeKUM TalIeHUs ),
— odopmiieHHEe (BUI OKOH);

3aganue.
CTyaeHTHI BBITIONHSIOT 33JIaHUSI HA KOMITBIOTEpaX IO KapTOYKaM.



Kapra onpoca Nel

1) Ha Pabouem ctoiie co3/1aTh CBOKO MAIKY.

2) CkomupoBath B CBOIO MAnKy 4 TOKyMeHTa U3 nanku «Mou TOKYMEHTBD.

3) CkomupoBaTh B cBOIO manky 4 ¢aitna u3 manku «C:\LANGS\TP7\BIN».

4) YnopsaounuTh 3HAUKK B CBOCH IMAIKe 10 UMCHH.

5) W3 manku USERS, naxomsietics Ha qucke C, CKOIMMPOBATH B CBOXO MAIKY (aiii
«Ipuset ot koMmnbroTepa Ne...».

6) Ha PaGouem cToJie CO31aTh CBOIO BTOPYIO MAIIKY.

7) W3 cBoeii 1iepBOii MAIKU IEPSHECTH BO BTOPYIO MAIKY 3 TOKYMEHTA.

8) VYmopsmounTh 3HAYKK B CBOEH BTOPOIi MaIke o pa3Mepy.

9) B mepBoii manke ycTaHOBUTH BUJI «3HAUKNY.

10) Bo BTOpOIi anke yCTAHOBHUTH BHL «CITUCOKY.

11) Bo BTOpOIf Mamnke co3aaTh TPETHIO MAMKY.

12) 13 nepBoii manku CKOMUPOBATh B TPETHIO MAINKy 3 JTOKYMEHTA.

13) B TpeTheii nanke 3a1aTh BUJ «Ta0IHIIa»

14) YriopsimouuTh 3HAYKH B TPEThEH MAIKE 110 THUITY.

15) OTKpBITH BCE TPU CBOM MANKH U PACTIONIOKHUTh HX TaK, YTOObI OBLIO BUIHO COJCPKUMOE
Ka)XJIOH ITaKH.

16) Y nanuth CBOM MAIKH.

17) O4rCcTUTD KOP3UHY

Kapra onpoca Ne2

N~ WNE

10.
11.
12.
13.
14.

15.
16.
17.
18.
19.
20.
21.
22.

Ha Pabouem croiie co31aTh CBOIO NAINKY.

CkonupoBath B CBOIO MAaNKy 3 JOKYMEHTa U3 Hanku « Mo JOKYMEHTBD».
CkomupoBath B cBoto nanky 2 gokymenra u3 nanku «C:\LANGS\TP7\BIN».
[TepenmenoBathb Bce (hailnibl B CBOCH manke (nath UM uMeHa 1a, 2b, 3¢ u T.1.).
YHopsa0ounTh 3Ha4YKM B CBOEH MAanke 10 UMEHHU.

B cBoeii nanke co3aatk elie oOJHy Manky.

W3 cBoell nepBoil manku nepeHecTy BO BTOPYIO Manky 3 JOKyMEHTa.

W3 nanku USERS, Haxonselics Ha aucke C, CKOMMPOBATh B CBOKO BTOPYIO MAIKy (aiii
«IIpuBet oT koMmbroTepa Ne...».

B nepBoii nanke yCTaHOBUTb BUJ] «KPYITHBIE 3HAUKW.

Bo BTOpOI NManke ycTaHOBUTH BUJ «CITUCOK.

OTnpaBuUTh CBOIO NMEPBYIO MANKY B KOP3UHY.

BoccTaHoBHTH CBOIO MANKy U3 KOP3HUHEL.

OTtnpaBuTh Nanky oOpaTHO B KOP3UHY.

Ha PaGouem crone co3aate sipasik it mporpammbel PASCAL

(myte C\LANGS\TP7\BIN\Turbo.exe).

3aiitu B mporpammy PASCAL.

Berittu 3 nporpammel PASCAL 1 sipiibIk OTHPaBUTH B KOP3HUHY.

Ha PaGouem crone co3mats spibik 1uist ¢aitna «[IpuBer ot kommbsiotepa Ne...».
C noMoIIbIO SIPIIBIKA OTKPBITH 3TOT (haiI.

Y anuth spIibIK.

OYUCTUTD KOP3HHY.

Cwmenuts ¢on Pabouero crona.

Bepuytsb npexxuuii pon Pabouero crona



Pa3nes 3. OducHble TEXHOJTOTHH MOATOTOBKH I0KYMEHTOB

Tema 3.1. TexHo010rusl MOATOTOBKHM TEKCTOBBIX IOKYMEHTOB

IIpakTnyeckoe 3ansarTme. [lonroroska Tekcra k neyatu. PopmMaTUpoOBaHUE TEKCTa, BCTABKA
HOMEpPOB CTpPAHMI], KOJOHTHTYJOB, NPOBEPKA IIPABONMCAHUS, MPEABAPUTEIbHBI MPOCMOTP
JIOKYMEHTA.

Llenb: n3yuuTh pabodee MpocTpaHcTBO mpuiiokeHust P7-Oduc, HayuuTbcss HacTpanBaTh
okHO P7-Ocduc, HayduTbhCs NPUMEHATH pa3IMYHBIE [apaMeTphl pPEAAKTUPOBAHUU U
(dbopmaTupoBaHUs TEKCTa, HAY4YUThCS paboTaTh cO cHenuadbHBIMH cpeactBamu P7-Oduc,
HAYYUTHCS UCTOIb30BaTh rpauuecKre BO3SMOKHOCTH TEKCTOBOTO PEIAKTOPa . U3YUUTh MTpaBHiia
(bopmMaTUpOBaHUS TEKCTOBOTO JOKYMEHTA, HAYYUTHCS MMPUMEHATH MapaMeTpbl (opMaTupOBaHUS
TEKCTOBOT'O JIOKYMEHTA B IIPUJIOKEHUH.

Teopernveckasi 4acTh:

P7-Oduc - mMouiHblii TEKCTOBOM MpoIeccop, MpeIHAa3HAYCHHBIN /JIs BBIIOJIHEHUS BCEX
IPOLIECCOB 00pabOTKU TEKCTa: OT Habopa M BEPCTKH, IO MpPOBEpKH opdorpaduu, BCTaBKU B
TekcT rpadukn, pacnedaTku Tekcta. OH paboTaeT co MHOTUMH HMIPU(PTAMH PA3ITUYHBIX S3BIKOB
mupa. OH noxnepxuBaercss aBToMaTHYeCKass KOPPEKLU TEKCTA 10 IPaHUIIaM, aBTOMaTHYECKOe
pa3dueHne Ha CTPaHMIBI U PACCTAHOBKAa MX HOMEPOB, aBTOMAaTHYECKUH MEPEHOC W MPOBEpKa
IIPaBWIBHOCTH HAIIMCaHMs CJIOB, COXPAHEHHUE TEKCTa B OIPEACICHHBIA YCTaHaBIMBACMbIN
IIPOMEXYTOK BPEMEHH, HAIMYUE MACTEPOB TEKCTOB U IIA0JOHOB, IMO3BOJISIIOIIMX B CUUTAHHBIE
MHUHYTBI CO3/aTh JI€JI0BOE€ MHCHbMO, (hakc, aBTOOMOrpaduio, pacnucaHue, KajleHaapb U MHOIoe
Apyroe.

Tak >xe obecnedynBaeT MOMCK 33JaHHOTO CJIOBA WK (parMEeHTa TEKCTa, 3aMEHYy €ro Ha
yYKa3aHHbIN (parMeHT, yJajlleHue, KOMMpOBaHUE BO BHYTPEHHUI Oydep miu 3aMeHy 1o mpudTy,
rapHUTYpe WIK pa3Mepy Wpu@Ta, a TaK ke M0 HAACTPOUHBIM WU 10 HOJCTPOYHBIM CUMBOJIAM.
Hanuuue 3aknaaku B TEKCTe MO3BOJIAET OBICTPO MEPEUTH K 3aJI0)KEHHOMY MECTY B TEKCTE.
MOXHO Tak)ke aBTOMAaTHYECKH BKJIIOYATh B TEKCT AATy, BPeMs CO3JaHMs, OOpaTHBIN ajpec U
MMsl HaIllMCaBIIETO TEKCT, MO3BOJISIET BKJIKOYATh B TEKCT 0a3bl JAHHBIX MU OOBEKTHI IpaduKH,
MY3bIKaJIbHBIE MOYJIH.

Jljis orpaHUYeHHsl JOCTyMa K JJOKYMEHTY MOKHO YCTaHOBHUTH IapoJib Ha TEKCT, KOTOPBIN
OyzeT cnpammBaTth MpH 3arpy3ke TEKCTa JJIS BBIMOJHEHUS C HUM Kakux-nubo neiicteuid. [1pu
MIOMOIIM MAaKpOKOMaHJ MOKHO IHCaTh KOMAaHJIbI-NPOTrpaMMBbl, BBIIIOJIHAEMbIE B TEKCTOBBIX
nokymeHTax. [103BossieT OTKpbIBaTh MHOT'O OKOH JJIsl OJHOBPEMEHHON pabOThl ¢ HECKOJIBKUMU
TEKCTaMH, a TaK k€ pa30UTh OJHO aKTUBHOE OKHO I10 FOPU30HTAJIM HA JIBa U BBIPOBHSATH HX.
ouc oOnamaer MIMPOKMMM BO3MOXKHOCTSMH HACTpOKuM HHTepdeilica U pexMMOB pabOThI
MIPOrpaMMbl 1O UHIMBUIYalbHbIE HYK bl IOJIB30BATENS.

IIpakTH4yeckas 4acThb:

3aoanue 1.

3anmycTuTe NPUIIOKEHUE U U3YyYUTE ClielhaibHble 3JIEMEHTh HHTEpdeiica.

3amycTuTe >3JEKTPOHHBIM mpoueccop. IIpu 3amycke nporpaMMbl OTKpPBIBAE€TCS OKHO
MIPUIIOKEHUS.

[To ymomyanuio mpuiiokeHHe OTKpPbIBAaeTCsl Ha BKiIajke I7aBHas, Ha KOTOPOM OTOOpa)karoTcs
Bce TpeOyemble cpejacTBa JIsi BBOJA TEKCTa MM BCTaBKM TeKcTa U3 Oydepa oOMeHa, ero
penaktupoBaHuss M QopmaTtupoBaHusi. OCHOBY cpefbl  COCTaBISIIOT BHU3yalbHbIE CPEACTBA
(koMaH/bl B BUAE KHOIOK, IMOJICH A BBOJAAa MH(POPMALMU WIM MEHIO), PacloyIOKEHHBbIE Ha
Jlenre, g ynpaBieHHs COACPKUMBIM JOKYMEHTA B MPOIIECCE €ro CO3/1aHus U 00paboTKu
Heo6xoauMo oTMeTUTh, 4To JIeHTa COCTOUT U3 9 CTaHAAPTHHIX BCTPOEHHBIX BKJIAJ0K, KOPEIIKU
KOTOPBIX OTOOpakaroTCs B OKHE mpujiokeHus : [naBHas, BcraBka, Pa3merka cTpaHwuiipl,
Ccouiku, Pacceiiku, PenensupoBanue, Bun, Pazpaborunk u Hagcrpoiika.



Komanip! yropsiioueHbl B JOTHUECKUE TPYIIIbI, COOpaHHBIE Ha BKIJIAJKAX.
VYnanute jeHTy Takxke Henb3s. OHako, 4TOObI yBEIMYUTh Pabouyro 00JacTbh, JEHTY MOKHO
CKpPBITb (CBEPHYTH).

1. Haxxmure kHonky Hactpoiika manenu owsictporo pocryna (Puc.2).
2. B mento BeiOepute komanay CBEpHYTh JICHTY.
3. JlenTa OyneT ckpwiTa, Ha3BaHUS BKJIaA0K octanyTcs (Puc.3)

J1J1s MCTIONb30BaHMs JICHTHI B CBEPHYTOM COCTOSIHMH IIEJIKHUTE MO HA3BAHUIO HYXKHOW BKJIAJIKH,
a 3aTeM BBIOEpUTE TTapaMeTp WM KOMaHIY, KOTOPYIO CJIEyeT UCIOIb30BaTh.

UtoObl OBICTPO CBEPHYTHb JIGHTY, JAB&XKIbl IIEIKHUTE HWMS AaKTUBHOW BkIaaku. s
BOCCTAHOBJICHUS JICHTBI JBAXbI IIIEJIKHUTE BKIIAJIKY.

UTo0Obl CBEpHYTh WJIM BOCCTAHOBUTH JICHTY, MOXKHO TaKke HakaTh KomMOuHaruio kiasui Ctrl +
F1.

Copepxanue NEHTHl JUIA KaXIOW BKJIQJKH MOCTOSHHO M Hew3MeHHo. Henb3s HU 100aBUTH
KaKoW-1100 3JIEMEHT Ha BKIIAJKY, HU YJAIUTH €ro OTTY/IA.

MuHu-nanens THCTPYMEHTOB

MuHu-1ianenb UHCTPYMEHTOB COJEPKUT OCHOBHBIE HAMOOJIEE YaCTO HCIOIb3YEMBIE AJIIEMEHTHI
1Utst 0OpMIICHHSI TEKCTA JOKYMEHTA.

MuHu-TiaHenb  TOSIBJSIETCS  ABTOMATHYECKM TMPU  BbICICEHUHM (parMeHTa JIOKYMEHTA.
[TepBOHAYaILHO OTOOPAKACTCS MOTYNIPO3paYHas MUHU-TTaHelb (Puc. 5).

Puc. 5 - Ilonynpo3paunass MUHU-TIAaHEJIb UHCTPYMEHTOB

MuH#M-TIaHe b CTaHET SPKOM, KaK TOJbKO Ha Hee OyaeT HaBeleH ykasaTenb Mbim (Puc. 6).
UroObl HWCHONB30BaTh MUHU-TIAHENb, IIETKHUTE 0Oy U3 JIocTynHbIx Komanza. CocraB
AJIEMEHTOB MUHHU-TIAHEIN UHCTPYMEHTOB - MOCTOSSHHBIN U HEU3MEHHBIM.

3aoanue 2.

Hacrpoiika cTpoKu COCTOSHHUS.

Crpoka COCTOSIHUSI HaxXxOJWTCS B HIKHEH YacTH OKHa NpuiIoXkeHUs. B cTpoke cocTosiHUS
NOJIb30BaTENb BCErJa BUAUT HOMEpP CTPOKHM JOKYMEHTa M HOMEp CTOJIOIa, Ie B TEKyIIUH
MOMEHT HaxoguTcst Kypcop. [lonoxeHune Kypcopa MOXHO HW3MEHMTH KJIABUIIAMM YIPaBJIECHUS
Kypcopa UM MBILIBIO TOJIBKO B Ipeienax HaOpaHHOTO TEKCTa.

Mento «HacTpoiika CTpOKH COCTOSIHHS» UM KOHTEKCTHOE MEHIO BBI3BIBACTCS IIETYKOM MPABOM
KJIaBUILIM MBIIIM HA CTPOKE COCTOSHMS. AKTHBU3alMs KomaHa B MeHIO «Hactpolika cTpoku
COCTOSIHUS» OCYIIECTBIIAETCS IIETYKOM JIEBOM KHOIIKHU MBIIIM Ha KOMaH/IE.

3aoanue 3.

3HAKOMCTBO C TEXHOJIOTMEW CO3AaHUS, PEJAKTUPOBAHUS U COXPAHEHMSI TEKCTOBBIX IOKYMEHTOB
B Cpe/ie TEKCTOBOr'O MPOLECCOPA.

4.1. Co3ganue HOBOrO JOKyMEHTa

Co3nath mycToi TOKYMEHT MOKHO HECKOJIbKUMHU CITIOCOOAMU:

- HakatheM kiasuil Control+N. B pe3ysnbrare co3gaercs HOBbIM MycToi JTokyMeHT. [lpu
TOM €CJIM BBl YK€ paboTaeTe C OTKPBITHIM JIOKYMEHTOM, TO BHOBb CO3JaHHBIH JOKYMEHT
MOSIBJISIETCS. B HOBOM OKHE.

- Bolbopom kHonky Office - Cospatb... PesynbtaT OygeT Takon xe, Kak u npu

HaxaTuu knasuwl Control+N.

- meaykoM 1o ukoHke Co3laTh Ha MaHeIH OBICTPOro JOCTyma (€cau KHOMKA BBIHECEHA,
cM. Hactpoiika nmanenu ObICTPOTo 10CTYIIA).

CospanTte HOBbIN JOKYMEHT, UCMONb3ysA MeHI0 KHornky — CosgaTtb
4.2. Hactpolika nmapamMeTpoB CTPaHULIbI


about:blank
about:blank

Hcnonk3oBanue TUHENKNA

- UToObl 0TOOPa3nTb UNK CKPbITb JIMHENKK, BbiGepuTe BKNaaky: Bua — JlvHelika
(ecnu HanpoTuMB KomaHAbl JlMHelKka pacrnonoXeH naxok, TO FopuU3oHTanbHas W
BepTMKanbHas IMHENKM oToBpaXatoTCs B OKHE AOKYMEHTA, B NPOTUBHOM Criyvae — HeT,
NnoaToMy Heobxoaumo ycTtaHoBWUTb ero). JInbo cnpaBa BBEpPXY MONOCHI MPOKPYTKM

kHonka JTnHewnka.
Hcnonb3oBanue roOpu30HTAIBHON U BEPTUKAIBHOM MOJIOC TPOKPYTOK

- Utobbl 0TOBPa3nTb NOMNOChl NPOKPYTKU UCMONb3yeM NMBO KHOMKY HaCTPOWKM
naHenu GbicTporo goctyna — [pyrne komangbl— [JononHutensHo — JkpaH (Bbibepute
KOMaHAy: CHAMUTE LLENYKOM MbIN cpriaxkok TOpM3oHTanbHy Nonocy npokpytkn — OK.

- JInbo kHonka KHonka «Office»—IMapameTpbl - [ononHUTENbHO — JkpaH
4.3. HacTpotiika noJyiei CTpaHuIl
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[Tons cTpanuir 0603HaYarOTCS 3AIMBKOM Ha KOHIaX JuHeek (Puc. §).

N
Cooon

Puc. 8 - [Tons cTtpanuiisi

[na yctaHOBKM napameTpoB (Morier) CTpaHuubl BbINOMHUTE creylowue OeWCTBUS:
KNUKHUTE OBaXdbl Ha KOHUE NUHENKU B MOSIBUBLLEMCHA [ManoroBoM OKHe BblbepuTte
Bknagky NMona — B obnactu NMonga yctaHoBuTe ctanHgapTHble napameTpsbl (JleBoe -3 cwm,

MpaBoe -1,5 cm, BepxHee -2 cm, HuxHee - 2 cm) —» OK.

Taxxe MOXXHO BbIHECTHM KHONKY Ilapamerpnl cTpaHMIBI Ha MaHelb OBICTPOro JocTyma (CM.
Hacrpoiika nmanenu 66ICTpOro 10CTyMA)

OOparuTe BHUMaHHE Ha TOJS CTPAHMIBI JIOKYMEHTa, OTOOpaKkarolluecs Ha BEPTUKAJIBHON U
TOPU30HTAILHOM JTMHEIKaX, OHHU JTOJIKHBI COOTBETCTBOBATh BHIOPAHHBIM BaMH ITapamMeTpam.
Hacrtpoiite mapamerps! ctpanuibl: Bepxnee — 2,5; Jlesoe — 3; Huxuee — 2; IlpaBoe — 1,5;
OpueHTanus — KHUKHas.

3aoanue 5.

BBonx TekcTa B JOKYMEHT.

Habepute cnenyromuii BeIIEIEHHBIN TEKCT He HaxxuMmas kiasuily Enter (¢ omHOHM cTpoku Ha
npyryio Word Oyzaer nepeHOCUTh TEKCT aBTOMAaTHYECKH, a KiaBuma <Enter> ncnomnb3yercs s
nepexo/ia Ha HOBYIO CTPOKY M OTMedaeT HOBbIM ab3an. OO0paTtuTe BHUMAaHUE, YTO MOCIIE 3HAKOB
IpenuHaHus Ipo0es CTaBUTh HA/lO0, a 10 3HAKOB MPEMUHAHUS — HE HaJl0



b . IIpi HaGope Tekcta B Word IPHIEPAHBAIOTCA CIIEIYIOLIHX IIPABHIT: ke
, pem*rmeu:[} eTcd fenaTk Gomee 0JHOTO Mpodena MeTY CTIOBaMH, TPH BROJIe THAKOB
| IyHKTYALHH (TOYeK, 3aldTbIX, JBOeTouHA) ImpoGen Iepe] HHMH I0cTe CJIOBA He
i CTABAT, a CTARAT Cpazy I0CIIe 3HAKA TIepe]T CIeIVIONTHM CIIOBOM, HeMb 39 HAKHMATh
| KTapHIny <Enter> rmocrme Ka:kToil CTPOKH al3al[, 0HA HCTIONMB3YeTCA TOMBKO NpH
| epexoJe K HOBOMY a0sally. He clelyeT HCIOIb30BaTh KIABHIIY Opodena 17
| CO3MAHHA «KPACHOM CTPOKH» a3alla H JINIA Pa3MeIleHHA TEKCTA I10 HeHIPY CTPOKH.

Ecnu B npouecce Habopa Tekcra, Bl qonycTiiin ommMOKHY UCHPaBbTE UX, UCHOJb3Ys KIABUIIN
ynanenusi cuMBoiioB <Del> (cTupaer cuMBOJIBI cripaBa oT Kypcopa) u <Backspace> (ctupaer
CHMBOJIBI CJIEBA OT KYypcopa).

5.1. OcHOBHBIE OllEpaliy 110 PEJAKTHPOBAHUIO TEKCTA B

Paborta ¢ TexcToM (BblIENEeHHE, KONUpPOBaHME, BCTaBKa, nepemelneHue) B Word moxoxa Ha
paboty c TekcToM B J000OW apyroil mporpamme. Kpome 3TOro mnpuioxeHue pacrojaraer
HEKOTOPBIMU yJOOHBIMH CIIOCOOAMH BBIJICIIEHUS 3JIEMEHTOB TEKCTA, HE PACIIONOKEHHBIX JAPYT 3a
JIpyrom, OBICTPOTO TIepeMeIeHIs a03aIleB U BCTAaBKA HEPOPMATHPOBAHHOTO TEKCTA.

- OtkponTe co3gaHHbii dann Tekct1.doc: Mon komnbioTep— guck Students —
dakynbTeT — cneuuanbHocTb— Kypc— [lanka nopg Bawen pamunuen — Tekct1.doc—

OTKpbITb.

Ilepen Tem Kak COBEpLIUTHh KaKyro-JIMOO OIEpaluio MO PEAAKTUPOBAHUIO TEKCTa WIH €ro
¢parmenTa, HEOOXOOMMO €ro BBIACIUTH. BbIIeNeHHe OCYHIECTBISIETCS C HCHOJIb30BAHUEM
KJIaBUATYPhl WA MBILIH.

- Boigenure ¢parment Tekcra — «lIpu HabGope Tekcra B Word mnpuaepkuBaroTCs
CJIEYIOIIMX MTPaBUII:» € TIOMOILBIO JIEBOW KJIABHMILN MBIIIH, JIUIS 9TOTO IIEIKHUTE MBIIIBIO B €T0
Hayaje U, He OTITyCKas KJIaBUIIM, IPOTSHUTE 10 KOHIIA (hparMeHTa.

CTABAT, a CTABRAT CPa3y IMOCIIC 3H4AKa IICp el CJICTVIOIHM CIIOBOM, HEIESA HAKIMATE

KIaBHIIY <Enter> rocile Ka:xkgoH cTPoKH a03alla, OHAa HCIIONBL3VETCS TONMLKO IPH
repexoJe K HOBOMY a03ally; He cJiefyeT HCIIONML30BaTh KIABHINY Mpolerna AT
| CO3/JAHIS «KPACHOH CTPOKI» a3alla H IS pa3MellleHHs TEKCTa 110 LIEHTPY CTPOKH.

- Jns BbIAENEHHS CIOBa «PEKOMEHIYETCS» - CAENalTe MO HEMY JBOWHOW IIETYOK
JIEBOM KJIABUILIEH MBIIIIH.

- [ns BblOENeHnsa BCEero TEKCTa MOXHO UCMOfb30BaTb NMOO TPOMHOW LLENYOK
MbiWbIO B NOOOM MecTe TekcTa, nubo knasuwmn <Ctrl+A>, nnbo npoTacknBaHueM
BblAENEHUs YyOep)XuBas NeByk KnasBuwy wMbiwKn, nubo Ha Bknagke [naeBHas -

Bbliaennte— Bblgenutb Bce

- JIJ'IH BBIZACJICHUS HCIMOCJICOAOBATCIBHBIX 3JIEMCHTOB TCKCTA C MCIIOJB30BAHUEM MBIITHU
HEO0XO0UMO:

- BBIZICJIUTH MEPBBIN (hparMeHT TekcTa, Hanpumep, «IIpu Habope Texcta B Word»

- yraepkuBas Hakatod knaBuiny <Ctrl> BbIIEIMTH MBIIIBIO CIETYIONUH (parMeHT
TekcTa, Hanpumep, «IIpu Habope Tekcta B Wordy.

- MOBTOPUTH OMEPAIIHIO CTOJIBKO Pa3, CKOJIBKO HEOOXOAUMO.



HIEPKHBAIOTCA  CIIEAVIONIHX ITPABHIT. He
Ipelmmerwer(:ﬂ JenaTh toee D,I[HDFD mpo0erna MeKIY CJIOBAMH, IPH BB OJ€ 3HAKOB

o0el repel] HHMH I10CJIe CIIOBa He

L e bt bl R

4 HETIE3A HAAHMATE

- Jajee MOKHO PaboTaTh C BBIACICHHBIM TEKCTOM (KOMHUPOBATH €ro, yJAIHUTh €ro,
U3MEHUTH CTHJIb U TIP.).

PexxuM BBIICIICHUS:

- BBIICTIUTH MEepBbIil PparmenT Tekcra — «lIpu Habope Tekcta B Word npuaepxuBaroTcs
CJICIYIOIINX TPABUIL:»

- BBI30BUTE KOHTEKCTHOE MEHIO CTPOKH COCTOSHUU U yCTaHOBHUTE (iakoK Ha Pexum
BBIJICTICHUS;

- Haxkatpb knaBum Shift+F8. (Oto nepesener Word B pexxum BbIIeIeHUS);

- Hcnonp3yiiTe KIaBUIIM CO CTPEIKaMU MEPEMECTUTE KYypCOp K Haydaly CIeIyHOLIeH
MOPUUHU BBIIETSEMOrO0 TEKCTa — <«IIPU BBOJE 3HAKOB IYHKTyalluu». YJIepKUBas HaXaToi
kiaBunry Shift, BEIeTUTE 3Ty MOPIHIO TEKCTA.

- [ToBTOpUTE YyKa3aHHbBIE IEHCTBHS [UIsi TEKCTOBOrO (pparMeHTa — «HE CleayeT
UCTIOJIF30BaTh KJIABHINY Mpodera UIs CO3AaHusl «KPAaCHOM CTpOKM» ab3ana M sl pa3MeIIeHus
TEKCTa MO LEHTPY CTPOKU»

- Tenepsb BbI MOXeTE PabOTATh C BBICIICHHBIM TEKCTOM.

- Haxxmure knaBumny Esc, 4ToObI BBITH U3 3TOTO PEeKUMA.

5.2. Boipe3anue, KONMPOBaHNE U BCTaBKa TEKCTa

Bripesanue u konupoBaHnue Tekcta B Word BBITOTHSIETCS Tak JKe, KaK U B APYTUX MPUITOKCHHSIX.
JIiist 5THX omepaIiiii MOYKHO HCITOJIE30BaTh MAaHUTTYJISTOP «MBIIIIbY WU KJIaBUATYPY.
«Bopipe3aTs» Ha Bkiuaake [naBHas, nubo coderanume knaBum Control+X, mmbo uepes
KOHTEKCTHOE MEHIO

«Komnupoatb» Ha Bkiajke ['naBnas, mu6o kinasumm Control+C, 1160 yepe3 KOHTEKCTHOE MEHIO
«BcTtaButh» Ha Bkianke [ maBHas, m1u6o kiasumm Control+V, 1160 yepe3 KOHTEKCTHOE MEHIO
5.3. BeicTpoe konupoBaHue U NepeMenieHrne PparMeHTOB TEKCTa

- [TomecTuTe Kypcop BHYTpb MOCIIEIHET0 ad3ala.

- BbINoONHMTE TPOMHOW LWENYOK NEeBON KnaBuLLEW Mbin (B pesynbraTte 3TuX
aencteui absaly CTaHOBUTCHA BblAENEHHbIM) — Ha BblAeNeHHOM ab3aue Haxmute u
yOoepXunBanTe HaxaTbIMM NEBYK KHOMKY Mbiwn M knasuwy Control nepemectute
yKasaTenb MbIlUM Ha HOBYK CTPOKY. B pesynbrarte TakuMx OeUCTBUU MOABUTCHA KOMUSA

BblJENEeHHOro TEKCTOBOro (oparMeHTa.

- Boinenute tekcTtoBbiil ¢parmeHT - «llpu Habope tekcra B Word mpuaepx uBaroTcs
CJICAYIOIIMX MPABUIL:», HAXOAAIIHMICS B TIOCIEeJHEM ab3alle TeKCTa.

- VaepxuBas HaXaroil JIeByl0 KJIaBUILY MBIIIM Ha BbIJCIEHHOM (parmMeHre
IepeMecTUTe YyKaszaTeslb MBIIM B KoHel a03ama. [Ipy 3TOM NPOMCXOIUT TepeMelieHne
(parmeHTa 0e3 ero KOMUPOBaHUS, a PE3yJIbTAT ONEPALUH BBIIAAUT CIEAYIOIIMM 00pa3oM:



. He DEKOMeHAYeTCst Aenath Ooltee OQHOTO Mpodena MexkITy CIOBAMH, IPH EED,I[E!
,'3HHKDE IMYHKTYalHH (TOo4eK, 3alATbIX, JROETOMHs) Ipoben Itepel HHMH nncne|
| ClIOBa He CTABAT, a CTABAT CPazy Iocsle 3HaKa Mepel CIeTYIOMHM CIIOBOM;, HeMb3s |
iHammaTL KTapHIy <Enter™ rocrie KakJoH cTpokH aG3alia, OHa chcmbzyefrcs{i
| TObKO TIPH Iepexoje K HOBOMY a03ally; He clleqyeT HCIO/L30BAaTh KIABHIILY
| poGena A7 co3MaHHA «KPAcHOi CTPOKH» ab3alla H JUIA pa3MelleHHs TeKcTa 10
Euemp}r O NANTTpH HaGope TekcTa B Word mpHIep:KHBAIOTCA CIIEIYIOIIHX
g ani]

- OTMeHuTe BBIIOJHEHHOE JIEHCTBME, WIEIKHYB Ha KHONKY OTMEHHUTh MaHelu
MHCTpyMeHTOB CTaHapTHasl.

3aoanue 6.

ITouck 1 3aMeHa TeKCTa

Ha BKJIQJKe TJIaBHAs eCTh KoMmaHabl HaiiTh u 3aMeHWTh, C TMOMOMIIBI0 KOTOPBIX MOYHO
ABTOMATH3UPOBATh MPOIIECC TIOUCKA M 3aMEHBI TEKCTA B JIOKYMEHTE.

Utobbl 0TOOpasnTb AnanoroBoe OKHO HanTu M 3aMeHnTb, WUCMONb3yWTe KrnaBULLK
Control+F nnn Bbibepute MnaBHaa — Hantn (3ameHuTs). Noasutca gmManoroBoe OKHO

HanTtu n sameHuTb

Junanorosoe okHO HaiiTu u 3aMEHUTH

- 3amMeHUTE BCE TMPEMJIOTH «B» Ha MPEJIOTH «Hay. st 3TOro mepenauTe Ha BKIIAIKY
3ameHuTh U B nojie HaliTu BBeIUTE TEKCT, KOTOPBI BaM HYKHO HalWTH, B YACTHOCTH, MPEJJIOT -
B.

- [na 3ameHbl 3TOro TEKCTa Ha Apyrov BBeauTe B none 3aMeHuTb Ha HOBbI
TEKCT, B 4YaCTHOCTM, npegnor — Ha (MOXHO BblbpaTb AOMOMHUTENbHbIE MapamMeTpbl
noucka, Takme Kak y4yeT perncrpa, TONbKO CMOBO LENMKOM UM MOUCK NOAOBHbIX CroB)
— yCcTaHoBUTE (braxkm Y4uumTbiBaTb PErmcTtp m TonbKo CrnoBo uenukom — Hantm (npm
aTom OyneTt HangeH nepBbin ANeMeEHT)— 3aMeHUTb (HEO6XOANMMO NPOM3BECTU CTOSBKO

3aMeH, CKOMMbKO HalaeHHbIX 31EMEHTOB TEKCTa).

3ameuanue: [1pu Haxxatun kHonku Haiitu Bce Word BbiensieT Bce SK3eMIUIIPhl OTHICKMBAEMOIO
B JIOKYMEHTE TEKCTa. AHAJOTMYHO, NIPU HAKaTHM KHONKH 3aMeHuTh Bce, Word 3aMeHHT Bce
HalJICHHBIE 3K3E€MILISAPHI.

[TpousBeauTte oOpaTHYIO 3aMEHY.

AHanornyHo 3ameHuTe TekcT «Enter» Ha Tekct «ENTER»: MmaBHag — Hantm un
3aMeHUTb — YCTaHOBUTE (ONaXKkn YuuTbiBaTb PErnctp M TONbKO CrOBO LEMWKOM —

Hawntn: Enter—» 3amennts: ENTER— 3ameHntb Bce — OK— 3akpbIThb.

dopmaTHpoBaHHUE TEKCTOBOTO JOKYMEHTA

[Tpu penakTHpOBaHWU TOKYMEHTA U3MEHSIETCS €r0 CONEPKUMOE, a, GopMaTHpyst JTOKYMEHT, BBI
U3MEHSETEe €ro BHEIIHUN BUI.

dopmatupoBaHne - 3TO CIIOCOOHOCTH TEKCTOBOTO MPOILECCOpa H3MEHATh OQOpMIIEHHUE
JOKyMeHTa Ha ctpanuiie. B Word paznnuator popmatiupoBaHue CUMBOJIOB U (popMaTHpOBaHHE
a03ares.

[Ipu ¢GopmaTtupoBaHMM CHMBOJIOB, KaK MPABWJIO, 33/Jal0TCS MapaMeTphl MIpUQTa: TapHUTYpA,
pa3Mep, HadepTaHue, TUII IIOAYCPKUBAHUS U TIpOUEe.



l'apautypa mpudra - 3T0 TEpMHH, KOTOPBIM ompexaeinsercs obmas ¢opma cuMBOJIOB. [liis
mo0oro ¢gparMeHTa JTOKyMeHTa (ClIoBa, CTPOKH, ad3alla, MpeIoKeHUsI WIH BCEro JOKYMEHTA)

MOkHO 3amarh mmpudT. [loHsTHE mpHdTa BKIOYAET B €e0S COBOKYITHOCTH CIICTYIOIIHX
apaMeTpOB:

- tun wpudra (W rapaurypa). 3to moxet 0biTh Taiime, Kyposep u 1.1,
- pasmep mpudTa. 3agaercs B myHkrax. Hanpumep 14 nr, 16 ot u T.4.;

- HauepTaHue (OOBIUHBIH, TOJIY>KUPHBINA, KYPCUB, TIOJIYKUPHBIN KYPCHUB);
TUI IOJYepKUBaHUS (OIMHAPHOE, IBOMHOE, BOJIHUCTOE U T.J.);

- BeT mpu@Ta;

3¢ dexTh (BEpXHUN U HUKHUN UHIEKC, 3aUePKUBAHHUE, TCHb H T.11.);

3aoanue 7.
Hacrpoiika napameTpoB (popMaTHpOBaHHUS CUMBOJIOB.

OTkponTte co3gaHHbin dparn Tekct1.doc Mon komnbloTep—~ auck Students —» ®akynbTeT

— cneymanbHocTb— Kypc— NManka nog Bawen hamunmen —» TekcT1<OTKpbITb>.
dopmaTHpOBaHUE CUMBOJIOB MO>KHO IIPOU3BOJUTH HECKOIBKUMHU CIIOCOOAMU:

- Cc nomowbio Bknagku naesHas —rpynna Wpndpt n Beibpats Heobxoanmble

napameTpbl, Hanpumep rapHuTypa wpudpTa |

Times New Roman ~ 14 <A & ||| Kerenb (pasmep) Puc.9.

| K & 4 ~abe x; x* Aa~||¥~ A ~|

Puc. 9
WpudT ]
- C nomMoLbio AnanoroBoro okHa Lpudr,

KOTOpOe MOXHO BbI3BaThb NMbo vepes Bknagky (nasHasa —rpynna LWpudt (Puc. 10)
- 6o coueranueM knasum Ctrl+D.

Times New Foman - 14 | A A&
b i LWipuT EE[
XK & U ~abe x, % Aav|[®- A - —
| WprT | 1HTEpBan |
WpnpT ]
LWprcbT: HaqepTanmne: Pazmep:
" " Times Mew: Roman OBBMHEIR 12
OTEREITHE QHANOTECTS okHa 'LpHGT Tekkon Pra A 8 -
Tekkon Pro Cond KypoHe 9
Puc. 10 Tekkon Pro Ext Moy #HpHE A 10
Tempus S5ans ITC Moy shpHBI Kypeve 11
Times Mew Roman E '
Puc. 11 - Oxno aruajiora IHpI/I(bT UEeT TercTa: MoAqepKHESHHE!
AETO E| (HeT) E|
OtdopmaTupyiiTe ~ TEKCT OJHUM U3 || Hnacwenerenie
HpCI[J'IO)KCHHBIX CHOC060B HpI/IMeHI/IB SAUEPKHYTEIR € TeHBHD MaMbIE APOMHCHEIE
. ABOHHOE Sa4EpKHBAHHE KOHTYD BrE NPOnHCHEIS
CHeJIYIOHIHe HapaMeTpBI: IHqu)T - Tlmes HaACTPOYHENA NPHAOAHATEIA CKPBITEIR
New Roman, kerenp — 14, Hauepranue — Mo ACTPOUHEIH yTONNEHHE
00BIYHOE. Ofipazey,
3ameyanus. Ecam Bbl XOTHTE BCTaBHUTh Times New Roman
CrICHUAJIbHBIM CHMBOJI, KOTOPOI0 HET Ha
LUpkdT TrueType, OH MCNOAESYETCA ANA BEIBOAS KaK HA 3KPaH, TaK H Ha MPHHTER.
knaBuatype (m, y, V, oo, €, ® u T. 1m.),
HY)XHO BBIOpaTh BKJIagKy BcraBka -
CumBozsl. [lepen BaMu OTKpOETCSl OKHO, B ok | [ omena
KOTOPOM MOXHO BBIOpaTh HEOOXOIUMBIC

CHUMBOJIbI 1 HA’XKAThb KHOIIKY BcTraBuTs.



Ecnu B mokymMeHT TpeOyeTcs BCTaBUTh (OpMYITy, HY)KHO BBEIOpaTh BKIIaaKy BeraBka - CUMBOJIBI
nyHkT @opmyna. B mnosBuBIIEMCS OKHE MOHO BBIOpaTh uMEIOLIylocs (Gopmyny, b0
COCTaBUTh HOBYIO, HaXaB Ha KHOMKY BcTaBUTH HOBYIO (GOpMYIy H HCIOJIH30BaB CPEICTBA
KOHTEKCTHOM JieHThl PaboTa ¢ popmymnamu - KoncTpykTop.

3aoanue 8.

Hacrpoiika napameTrpoB popmaTrpoBanus ab3ares.

dopmarupoBath ad3alpl, Tak )K€ KaK U CUMBOJIBI, MO’KHO OJHOBPEMEHHO C BBOAOM TEKCTa MM
H03)Ke, KOTJa TeKCT yxke HaOpad. [Ipu popmaTupoBanun ab3aleB Kpome mapamerpoB mpudTa
3a/1al0TCsI TTapaMeTPhbl PacIioioKeHUsT ad3ara: BEIpaBHUBAHHE M OTCTYIIBI OTHOCHUTEIBHO ITOJICH
CTpaHHUIBl, MHTEPBAJBl MEXIy ab3alaMu M MEXAy CTPOKaMH BHYTpPH ab3ama, a Takxke
HOJIOXKEHHE caMoro abd3ara Ha CTpaHHIIE.

Jlns ab3anHOro (GopMaTHpPOBaHMS MPEIHA3HAYCHBI: TPYINA KHOIOK IaHelu A03all BKIAJKH
I'maBnas (Puc.12)

== ||EEE AT Puc. 12

U JINAJIOrOBOE OKHO A03all, BBI3bIBAEMOE C TAHEIH TPYIIIbI
AGzau “  Ao3zan (Puc.13).

.
11
4
|
|
4
u
|
E|
L
1

Puc. 13 |3~ §= - - ||[EE == |4l || T

QTCTPTRA N ETOPBRN MO Ressm Hs Crpossan

Puc. 14 - Oxwno

— T nuaiora Ao3arg

rjoe— OoHosson TeecY \ ) Ha BKHaHKe
OTEREITHE QHANOTOEOTG OKHa "Absan
Orcrynel u
s = T b UHTEPBAIIBI
M orery JTAHHOTO OKHA MO>KHO 3a/1aTh:
== - BBIDABHMBAHME TEKCTa B
i abzane (1o JIEeBOMY Kpalo, IO IIEHTpY,

10 IPaBOMY Kparo, Mo MIHUPHUHE), U1 3TOTO TAKKE MOXKHO
UCIOJIb30BaTh KHOMIKKA Ha nmaHenu AG3ar;

= =4 - OTCTYIBI TEKCTA, BBICTYIIBI KPaeB
T e e CTpaHHIBI, CTPOKH ab3ama «KpacHas
| mmietames CTPOKa», TAKKE MOKHO MPHUMEHATH KHOTIKH
[ =17 P = = - MEXIYCTPOUHBIIl MHTEpBal B a03ale, MOXKHO

HCIIOJIB30BaATh BBIHa,ZIaIOH_[I/Iﬁ CITMCOK YCTaHOBKHA
MEXIyCTPOUYHOIO HHTEpBala

Ha Bxnanke IlonoxxeHue Ha cTpaHMIle AMATIOrOBOTO OKHA AO3al] MOXKHO 3a/1aTh:

- 3arpeT BUCAYMX CTPOK (oOecreuynBaeT MEpeHoC Bcero absana Ha CIeIyHOIIYIO
CTpaHHuIly 0€3 OCTaBJIEHHUS OJIHOM CTPOKH Ha MpeabIayIei );

- HEepa3pbIBHOCTH a03alia, 3apeT OTPhIBa OT NPEAbLAYILEro;

- N0JI0kKeHHE a03a1a ¢ HOBOM CTPaHMIIbI,

- 3arpeT pacCTaHOBKU NEPEHOCOB B a03alle U HyMepaIuH ero CTPOK.

- C nomouwbto agnanoroBoro okHa Ab3ay yctaHoBuTe Ans kaxgoro absaua danna
Tekct 1 cneaywowme napametpbl: Otctyn cneBa «0 cm», cnpaBa «0 cm», nepsas
ctpoka otctyn «1,25 cm» — WHTepBan nepea: «0», nocne: «0», MexgyCTpoyHbli —
«NONyTOPHbINY. BblpaBHMBaHMe—~NO wWupuHe—~ [locnegHsas cTpoka—llo nesomy

kpato—-OK.



3aoanue 9.

dopwmar 1o oo6pasiy

[Tone3noit npu GopmMaTupoBaHUU TEKCTa B IOKYMEHTE sIBJsieTcs KHOMKa «Popmat o oopasiry»
KOTOpasi TEPEHOCUT TapaMeTpbl (OPMATUPOBAHMS YKA3aHHOTO OOBEKTa Ha BBIICISCMBIN
¢dbparment. YToObl mepeHecTH Bce 3a/aHHbIE MapaMmeTpbl (GopMaTUPOBaHUS Ha HOBBIA ab3ail
HE00X0UMO:

- YCTaHOBUTH Kypcop B JIt00OOM MecTe ab3alla, nmapamerpsl (popMaTupoBaHUsi KOTOPOTO
MBI XOTUM UCTIOJB30BaTh;

- HaxaTh kHOMKY Dopmart 1o obpasmy Ha Bkiaake ['maBHas - bydep oomena (ecinu HeoOX0aMMO
dbopMaTupoBaTh 3a OJIMH pa3 HECKOJBKO pa3HBIX (PArMEHTOB, CIEIyeT CAENAaTh JIBOWHOM
HIETYOK Ha KHOIKE);

- BBIICTIUTH TEKCT, HA KOTOPBIM HAJ0 MEpPeHECTH (popMaTHpOBAHUE (€CIH ObLI CIENIaH ABOWHOMN
nienyok Ha KHomke Popmar mo o0pasily, TO MOXHO BBIICNATH IOCIEI0BATENFHO HYXHBIC
(dbparMeHTBI TEKCTA; 10 3aBEPIICHUH BCEH onepanuu GopMaTupoBaHUS HAO OJHMH pa3 MICIKHYTh
Ha KHomke dopmar o 0bpasity, YTOOBI «OTKATHY €e).

3aoanue 10.
Pabora co ciuckamu
Crnucku - 3T0 (parMeHThl TEKCTa, IYHKThl KOTOPOTO OTMEYEHbI CHELMaIbHBIMU 3HaKaMH.
Criucku MOTyT OBITH MAPKHPOBAHHBIMH, HYyMEPOBAaHHBIMU U MHOT'OYPOBHEBBIMH.
s=|| Jis paboTel CO CIUCKAMHU CIyXaT MATh BEPXHUX KHOIOK HaHEIH
A63an Bkinagku ['naBHasd., Takke HymepoBaHHBIN U MapKUpPOBaHHBIM
CIHMCOK MOTYT OBbITh CO3JaHbl C MCIIOJIb30BaHHMEM KoMmaHja Mapkepsl, Hymepanus no Haxartuio
Ha TEKCTE MPaBOW KHOIKH MBIIIIH.
ITpu GpopmMHUpOBaHUN MHOTOYPOBHEBOT'O CIMCKA, YTOOBI 33JaTh CO3JJaHHE MAapKEPOB OYEPEIHOTO
YPOBHSI, MOXXHO HCIIOJIb30BaTh KiaBumry Tab (1m00 KHOMKY YBETMYWTH OTCTYN Ha MaHEIn
Ao63a1y). BepHyTbcs K BBOAY JaHHBIX TNPEABIAYIIETO YPOBHS MOXHO, Ha)KaB COYETaHHE
Shift+Tab (1100 KHONKY YMEHBIINTH OTCTYH HA MaHenu AG3arr).
ITpu HEOOXOIUMOCTH PeaKTUPOBAHHUSI MHOTOYPOBHEBOT'O CIIMCKA, IIEIKHUTE KHOMKOW MBIIIN
Ha KHONMKe MHOroypoBHEBBIM cMCOK - OmpenenuTh HOBbII MHOTOYPOBHEBBIH CHHCOK. 371€Ch
MOYKHO HAaCTpOUTh (OpMaT HOMEpA, pacCTOSIHUE, TUIT IPU(Ta U IpyTrue mapamMeTphl CIIUCKa.
Ecnmu HE0Ox01uMO cOopMHUPOBATH HOBBIA CTHJIb CITUCKA, TO HY)KHO BOCIIOJIB30BAThHCS ITYHKTOM
OnpenenuTs HOBBIM CTUIIb CIMCKA. B MOsABUBIIEMCS OKHE MOYKHO HACTPOUTh BCE HEOOXOIUMBIE
napaMeTpsl CTHIIS, a TaKKe 334aTh 00JIAaCTh IEHCTBHUS HOBOTO (popmara.
HabGepute cnemyrommii Tekct, pasnmensisi ero Ha ab3aibl (coryiacHO o0pasiia), HCMONb3Ys
kinapuiny [Enter] (Puc.15.):
Aa”| YcTaHOBHTE CIIEAYIOIIUE MapameTpbl (OPMATHPOBAHUS: 3ar0JIOBOK TEKCTa U Ha3BaHHE
KJ1aBuIl - [TomyxupHbIM, 3arosoBok Tekcra - [1o neHTpy, ocHoBHOM TekeT — [lo mmpune,
oopmuTe MapkupoBaHHBIH crucok. C momompio KoMaHel Peructp odopmure 3aroioBoK

TCKCTAa IIPONIMCHBIMU
HanGonee qacto HCIOIB3YeMble KTapHInL [Enter) 6yKBaMH~
[Enter]
Enter — repexon K HOBOMY ad3aLly, IPOITYCK Iy cTOH cTPokH, [Enter] Puc. 15 - O6pa3eu
Delete — vymameHHe BLHITeNeHHOTCO (parMeHTA, ecTH HeT BEIIENeHHOTo o
{(pparmeHTa, TO yIaneHHe CHMBOTIA CIPaBa 0T Kypcopa; [Enter] (bapma Texcr 2
BackSpace — ynaneHie cHMBOJIA clleBa 0T Kypcopa; [Enter] COXpaHI/ITe (baﬁn 101

g 3 . e HATOM T ] - ) . ) \) - o
Shutt }:[’epMHne B HAKATOM BHI€E NPHBOJHT K CMEHE peXHMa IPOIHCHBIX nMmeneMm TekcT 2 B cBoeil
HIH CTPOYHBELIX OVEB, HCIIWIB3YETCA B OPYTHY CIIEIHATIEHO OTOBOPEHHBIY CITYAAX o
Enter] Tarnke. 3akpoiite
Caps Logk - HasHAUeHHe 0CHOBHBIM PeHMa IPOIHCHBIX HIH CTPOUHBELX GYKB JOKYMCHT.
(HL‘!,I[CBE‘IH—H—H:]I\'I HHIHEATOP B l'l])EIBDﬁ TaCTH KIABHATYPBI YKA3BIBAeT Ha PEEIM
IIPOIIIICHBIX Gyke); [Enter]
Chrl, Alt — BcmoMoraTebHble KIABHINH, PAcIHPAIONRHE BO3MOKHOCTH 3aoanue 11.
MAHHITYTIHPOBAHHA KTABHATYPOi, [Enter]
Home, End — GelcTpad YCTaHOBKA KIABHATYPHOTO Kypcopa B H@FATO HIH
KOHeLl cTpokH, [Enter]
Page Up., Page Down — KIABHIIH JIICTaHHA TeKCcTa K Hadany HIH KO .
A e i e s bty o

[Enter]



PasmereHue 1aHHBIX B CTOIOLIAX.

Tekcr B cTONOIAaxX MEPeXOAUT C HU3A OJHOW KOJIOHKU HaBEpX APYroM, AJsi MPUHYIUTEIHHOTO
nepexo/ia ¢ OJTHOM KOJIOHKH B JAPYTYIO HAJIO BHIIOJHUTH pa3pbiB KOJIOHKH (KomaHna «Pasmerka
crpanuiel/PaspeiBel/Cronben»). Co3naBarh CTOJAOIBI MOXKHO C ITOMOIIBIO TTHUKTOTPaMMBbI
«Kononkn» Ha Briajke «Pa3meTka crpanuisl» B rpymme «llapamerpsl ctpanuis» (Puc.16).

| PasMeTKa CTpaHnLbl [ Ceninku Pacceinkn PeueHsnposaHue
‘ V= Pasphigsl ~ -
£-] Homepa cTpok ~

l

I
I

Tpu

Cneea

Cnpaea

Apyrine KoAoHKW...

b~ PaccTaHOEKa NepeHOCoB ~
A

Mognoxka

-

q

-2.|.3.|-4.|-

Puc. 16 -
Jlnanoropoe OKHO
Kononku

N ¢ momomibio

OKHa Jajora
«KooHkm,

KOTOpOE MOJKHO
BBI3BaTh, IICJIKHYB
Ha KOMaHJIe

«/Ipyrue KOoJoHKN».
s toro 9TOOBI
MEXIy CIIOBaMHU HE

OBLIO OOJIBIIIHX
pa3peIBOB  MOXHO
BBIIOJIHATh
PYUYHYIO WIn
ABTOMATUYECKYIO
paccTaHOBKY
IIEPEHOCOB. s
paccTaHOBKH

MIEPEHOCOB HAJI0 Ha
BkIanke «Pa3merka

cTpaHuLb B rpymnme «llapameTpsl cTpaHUILBD) OTKPBITH CIIHCOK U BBIOpATh TpeOyeMblil BApUAHT

| PasmeTka cTpaHuubl

EN N

OpueHTauma Pasmep KonoHku

v v v

LH&:-P‘accranosxa MepeHacos

Ceetnkw Paceiakw PeueHsuposanue  Bug
—=| = Paspuisni - | l ‘j
—! £ Homepa crpok ~ . —

- Mognoxka Lser

MapameTpel cTpak

Het

G IE ;m'o

Py4ynas

be

MapamMeTpel paccTaHOBKW NEPEHOCOB..,

v CTPaHWLbI ™

(Puc. 17).

Puc. 17 - PaccranoBka epeHOCOB

—T

B cronbmax moxHO pa3meniath Puc.yHku, TabIUIbI, AMarpaMMBbl B IpyTUe 0OBEKThHI TOKYMEHTA.
HeobxonuMo oTMETHUTB, YTO pa3Mepbl 0OBEKTOB TOKYMEHTOB HE JOJIKHBI MPEBHIINIATH IUPHHY

cToioma.



3naku ¢opmartupoBanus (Hemeuaraemble CHUMBOJIBI) HCHOJB3YIOTCA A (OPMATUPOBAHHS
TeKCTa W He BBIBOAATCS Ha mneyaTb. Komannma 3Haku QopmaTtupoBaHus 0OTOOpakaer
HereyaTaeMble CUMBOJIBI B TEKCTE, TAKHE KaK 3HAK ad3alia, pa3pblB CTPOKH, MMO3UIHS TaOYIALUN
u mipo0er.
Jis  monydeHwsl AOCTyna K OJTOW KOMaHJE BHIOGpUTE Ha CTaHAAPTHOW MaHETH
MHCTPYMEHTOB HIEJIKHUTE 3HaYOK 3HAKHU (popMaTUPOBAHHUS .
UtoOBl yKa3aTh, Kakue HENeYaTaeMble CHUMBOJBI JIOJDKHBI OTOOPa)KaTbCsl, BHIOEPUTE KHOIKA
Office — ITapamerpsr Word - DkpaH- 1 BEIOEPHUTE T€, KOTOPhIE HEOOXOAUMO OTOOPaKATh.

3aoanue 12.
HabGepute crnenyrommuii Teket mo oopasmy (Puc. 18). OOparute BHUMaHuE Ha HeleyaTacMble
CUMBOJIbI, 0TOOpakaeMble B 00paslie JOKyMEHTa.

MEYEHDBESY

ChIPEA - MYKY, - MaprapH, NOCTAEHTE B-XONOAMNEHUE Ha 2-4aca

ToHKO - packaTaTe - TecTo .- CMa3aTe - DenkomM, - BE3BUTEIM - C - Ccaxapom, - M- CBEpHYTh
pyNeTor - HapeaaTe NOMTHEE MK W CNOHKWTE HA CMa3aHHEIR- NPOTHEEHL [ Tedb NP HMERHO 25
MAHY T

2-culpka-no- 1002, - 1 nawa-mapeapuna, 2-qbua, - 1-cmakar-caxapa, - 0,5 dalinol
MAoxkl-codul -nozawedHol-wovoom, 2 Somakada wmykl Y]

Puc. 18 - O6pazen daiina Peuent
HpOBeJ:[I/ITe COOTBETCTBYIOIIEE (POPMATHPOBAHUE:
3aroj0BOK TekcTa ohopMuTe CTUIIEM 3aroyioBoOK 1, 10 LEHTPY JHCTA;
- Tekct penenta — cTiiib OCHOBHOW TEKCT, 1O HMIMPUHE JIUCTA;
- [Tocnennuii a63a1 Tekcta 0poOpMHUTE KYpCUBOM;
- VYcranoBute oTcTyn mepBoi cTpoku adzama 1,25 cm, otouBka I[locne a63ama 0,50 cMm,
Mexnayctpounslii uaTepBan — OnuHapHblid. CoxpaHuTe (ailn B cBOeH Mamke I0J Ha3BaHHE
Penenr.

3aoanue 13.
HepacTsxumelii ipo0en u NpuHYAUTEIbHbBIN KOHEIl CTPOKU M BO3MOKHOCTH MX IPUMEHEHUS.
Cozpnaiite popmaTrpoBaHHBIA JOKYMEHT 1o oOpa3iy (Puc. 19), ucnons3ys nmojsyuyeHHbIE paHee
3HaHUS.
B TekcTe WCHONB3yIOTCS HOBBIE JJIEMEHTH (DOpMaTHpOBaHHS: OTCTyN ab3ama clieBa,

NPUHYIUTENbHBIA KOHEI| CTPOKHU (IIO3BOJISIET MEPEMECTUTHCS Ha CIEAYIOLIYI0 CTPOKY 0e3
o0pa3oBaHus HOBOTO ab3a1a) U HepacTsXKUMBIE MTPo0ebl (MO3BOJISIOT PU (popMaTUPOBAHUM HE
«OTPBIBATHY» CJIOBA JIPYT OT JPYyTa).

IEE000 -2 - Cmasponont, v -Mupa, 112 ke 7

Mempoeoil Moune Bradumupoexe 1| Puc. 19 -
TexcT
CornacHo - 3akniyYeHHo My .- Bamu- noroeopy: oT- 25 - dhespana- 2007 1 Bel- 08A2aHke! daiina
BO3BLATHTE - MHe, - MBaHoey - Cepretd - BnaguMupoBryy, - E3ATeIe - Bamu - Baakimel - 250 000 Pacricka
(ABECTW NATEASCAT ThiCAY ) pybned-B-cpok 0o 25 deepana- 20081 s
Coobwak, - 4T - B - HACTOAWES - BpeMA - A - NPGHWEaK - N0 - afpecy: - 355000, - yn. BBITIOJIHCH
Bopowwnosa, 12, kE. 759 Hs OTCTYyIa
. ab3ara
Mpowy-Bac-BeICNaTh: MHE YKAIAHHYID CYMMY: NONTOBLIM NEpEBOAOM 38 MOH- CHET NG
rMoeny- agpecy cicsa
Ipole

26 hespans: 2007 : C E -eaHoe-
il



BCEr0 BOCIIOJIb30BaThCSl MAJIEHBKMMU TPEYrOJbHUKAMHU, PACIIOIOKEHHBIMU Ha TOPU30HTAIBHOMN
nuHeiike. Heo6xoaumo BbIAENUTh ab3all U MepeMEeCTUTh TPEYTOJbHUKU MPH MOMOIIM MBIIIH B
HY)KHO€ TIOJIO)KCHHE, WJIM B JUAJIOrOBOM OKHe AO3an —BkIagka OTCTYNbl MU HHTEPBAJIbI
yctanoBuTh Otctyn Cnesa (Hanpumep 8,00 cm).

[TpunynuTenbHBINA KOHEIl CTPOKH 33jaeTcsi HakaTreM kiaBuil [Shift+Enter] n ymotpebnsercs B
TOM cily4yae, KOr/ia BaM CaMUM HY>KHO OIPEJEIUTh KOHEll CTPOKU BHYTpH ab3aua (Puc.20).

Puc. 20 - [IpunyauTeapHbIA KOHEIL CTpOKI/Il
T ~
. 1 P 2 1 3 P 4 - 5 PR 6 PR ? - g ' g - 10;_11 |J-12 ' 1J-3 ' 14J- 1 15; 1 |J-E ’IMH

=l ali-Hnune BradumuposHep]l ' oen
(UKCUPOBAHHBIM (IO IUIMPHUHE) NpPU JIIOOOM BBIPABHMBAHMM a03ana (HE pacTATUBAacTCs B
OTIUYHE OT 00BIYHOTO Ipobena). Co3znaiTe MOANUCH K JOKyMEHTY 1o oOpasiy (Puc. 21).

Puc. 21 - Odopmienue noanucu K TOKyMEHTY
CoxpanuTe (aiii B cBOei marnke 1moja uMeneM Pacrimcka.

3aganue 14.
Hcnonw3yto monydeHHbIE 3HaHHS, co3daWTe JokyMeHT Ilpurnmamenue mo oOpasiny ¢
IpUMEHE
« BusHec—Cepealcy» HHUEM
355000, 2. Cmasponone, BCEX
yn. flenunHa, 344 TIpaBuit
dopmaru

men, 35-43-14

poBaHUus
/ thake 35-43- (Puc.
26 heppanq: 20071 - . .-H% )

T t

o e el e e IR I F D e 1 "0 D elle? B D Wl I et KD 70

Puc. 22 -
Obpazen

AkynoHepHoe obwecteo «busHec-Cepeuc» npurnawaer Bac B  (aiina
cy6boty, 18 agexkabpa 2008 roga B 20 yacoB Ha TpaauuuoHHoe 3MMHee Ilpurnam

3acegaHune Knyba. eHHe
_ 3aganue
IIpesnment koyda C. M. Operrxn 15

TexHonorus co3ganusi TaOyIMPOBAHHBIX CIIUCKOB

KoopamnHaTHaa nuHerika MoXeT ObiTb WMCMoNb3oBaHa ANd co3daHud, npocMmoTpa W
yoaneHuss nosuuyuin Tabynauuu. Mo ymonyaHuio B gokymeHtax Word nosvyum
Tabynsaumn pacnonaraltca ¢ uHTepBanom 1,27 cm. 3TV no3vumm OTMevarTca

WTPUXaMM B HWKHEW 4YacTu nuHelikn. [pu onpeaeneHny nosvuum Tabynsymu



nonb3osatenem Word nomewjaet Ha NMHeENKY 6onee KOHTpacTHble mapkepsbl (Puc. 23).
Ana nosuymm Tabynaumm mMoryT ObiTb BblOpaHbl pasnmyHble peXnMbl BbipaBHUBAHUSA U
3anonHUTENn B OKHe Auanora Tabynauwmda, KOTOpoe BbI3blBAaeTCA MO CpeacTtBam

AnanoroBoro okHa Absau — kHomnka Tabynayus.

3ananue 16.

Co3zmaiite TaOyTMpOBaHHBIM CIHUCOK MO 00pa3ily, npuBeaeHHomy Hmke (Puc. 24). OGpartute
BHUMaHWE Ha TaOynsTOpHI, YCTAHOBJICHHBIC /I CHUCKA HA KOOPJAMHATHOW JMHEHKE.
TaOynsaTOpbl MPOCTABIAIOTCS BPYYHYIO, IIETYKOM MBINIM B 00jacTtu JmHe#ku. Haumuas co
BTOPOH CTPOKH CIHCKA, K TaOyJsATOpaM YCTAHOBJICHBI 3alOJHHUTEIN B JIMAJIOTOBOM OKHE

Tabymsuust  (Puc.
it lore2o0 304y o5 BT 80910112 13 A4 15016y 24),

DPHO CpeaHui da/L1 CTHNeHIHA I oInuCh

Puc. 24 -
MBaHOB.................... g ST —— L1 S— —  TalynupoBaHHBIH
MeTPOB....cvveevveeeeee B 1800, CIHCOK
CMupHoBA................ A5 1250, e KonTposbHbie

BOINPOCHI

BoOpoHOB........c.......... B 1500......c e, 1. HazoBuT

€ DJIEMEHTHI OKHa
MPUIIOKEHUS.

2. Pacckaxure 00 OCHOBHBIX BO3MOKHOCTSX PEIaKTHPOBAHUS TEKCTa.

3. Pacckaxwure o cnoco0ax BbAETIeHHS TeKcTa. YTo Takoe (hopMaTHPOBAHNE TEKCTOBOTO
JOKYMEHTA.

4. Kakue cylecTByOT napaMeTpbl opMaTHPOBAHUS.

5. Uro Takoe 3HaKku (popMaTHPOBAHUS.

6. Uro Takoe CTHIIb U KaK CO3JaTh COOCTBEHHBIH CTHIIb.

7. Jlnd 4ero ciy>XuT TaOyssiMs, ¥ KAKUMH CIOCO0aMH MOKHO €€ YCTaHOBUTb.

Pazgen 3. OducHble TEXHOJIOTHM MOATOTOBKHU IOKYMEHTOB

Tema 3.2. O0paGoTka U aHAIN3 JAHHBIX B 3JIEKTPOHHBIX Ta0JAMIAX

IIpakTnuyeckoe 3ansitne. Co3aHMe W pEeAAKTHPOBAaHUE TaOMUI: (GOPMYJ, HCIOIB30BaHHE
MaTeMaTHUYeCKUX, CTATUCTUYECKUX U (PMHAHCOBBIX (QYHKIUH.

[Toctpoenne auarpamm. OO6paboOTKa TaHHBIX.

Llenp: wu3yuuTh pabouee MNPOCTPAHCTBO MPHIONKEHHS TAaOIUYHOTO pPenaKkTopa,
HAy4YUThCS MPUMEHSTh pa3JInyHble IMapamMeTpbl (OpMaTHUPOBAaHUS K JaHHBIM, COPTHPOBAThH
JaHHBIE U MPOBOJMTH X (MIBTPALIMIO IO 33aHHBIM YCIOBUSM.

TeopeTnyeckas 4acCTh:

TaGnuuHbIN MpoIieccop — KOMIUIEKC MPOTpaMM, NMpPeJHAa3HAYCHHBIX JUIS CO3JaHHs U
00pabOTKH 3JIEKTPOHHBIX TaOIUL.

DJeKTpoHHas Ta0IHIa — KOMITBIOTEPHBIH SKBUBAJIEHT OOBIYHOMN TaOJIUIBI.

OnektpoHHas Tabmuna (OT) mo3BonseTr XpaHuTh B TabinyHOW ¢GopMe O0bIIoe
KOJIMYECTBO HCXOJHBIX JaHHBIX, pe3yJIbTaTOB, a TaKXke CBsA3ed (aJreOpandecKux WM
JIOTMYECKUX COOTHOILEHHH) Mexay HUMH. [Ipyu U3MEHEHUN NCXOAHBIX TaHHBIX BCE PE3YJbTaThl
ABTOMATHUYCCKU TMCPCCUUTHLIBAOTCA U 3aHOCATCA B Ta6J'II/II_[y. 3JICKTpOHHBIC Ta6JII/II_H:I HE TOJIBKO
aBTOMAaTU3UPYIOT pacueTsl, HO U ABIAIOTCS 3()(PEKTUBHBIM CPEICTBOM MOIEIUPOBAHUS
Pa3JIMYHBIX BAPUAHTOB U CI/ITyaL[I/If/'I. MeHss 3HaUCHUS HUCXOAHBIX AAHHBIX, MOXKHO CJIICAUTH 3a



W3MEHEHHUEM TOJy4aeMBbIX Pe3yJIbTaTOB M U3 MHOXKECTBA BAPHAHTOB PEIICHUS 33aa4d BHIOPATh
HauboJjee MPUEeMIIEMBIil.

TabGnuuHbIi POLIECCOp MO3BOJISET:

l.Pemar, MaremaTHUecKHe 3aJladd:  BBIIOJHATH  pa3HOOOpa3Hble  TaOIUYHbBIE
BBIYHCIICHH S, BBIYHCIISTh 3HAYCHHS (PYHKIIUMA, CTPOUTH TPaQUKU U TUATPAMMBI U T.IL.;

2.0cymecTBasaTh ynucieHHoe uccieaopanue (Uro Oyner, ecnu? Kak cnenats, 4To0b1?);

3.IIpoBOAUTH CTATUCTUYECKUIN aHAIH3;

4.Peanu3oBaTh (QyHKIMM 0a3bl AAHHBIX — BBOJ, IOHUCK, COPTUPOBKY, (GUIBTPAIUIO
(oT0OOp) M aHANKM3 JaHHBIX;

5.YcranaBnuBaTh 3allUTy Ha OTAeNbHble (parMeHTbl TaONWIbl, [JenaTh UuX
HEBUUMBIMU;

6.HarnsgHo npencTaBisTh 1aHHbIE B BUJIE AUAarpaMM U TpauKoB;

7.BBOAMTH U pEJAKTUPOBATH TEKCTHI;

8.0cyiecTBiATh OOMEH JAHHBIMU C APYTMMHU MporpaMMaMH, HampuMep, BCTaBISATH
TeKCT, Puc.yHk#, TaOIUIIBI, TOTOTOBJICHHBIC B IPYTHX MPIIOKCHUSX;

9.0cy1IecTBISITH MHOTOTAOJIUYHbBIE CBSI3U.

IIpakTH4yeckas 4acTh:

3aoanue 1.

3amycTuTe NPUIOKEHUE U U3YYUTe CHelHaIbHbIe 3JIeMEHThl HHTepdeiica.

3amycTHTe JIEKTPOHHBIA mpoueccop u3 riaBHoro MeHwo (I[Iyck — IIporpammer ). B okhne
IpOrpaMMbl 0 YMOJIYaHHUIO OyIeT pacKpbIT JOKYMEHT, Ha3blBaeMblii Kuura 1 u coneprkamuit
HEKOTOPOE, YCTAHOBIIEHHOE PAHEE, KOJIUYECTBO JINCTOB.

M3yuuTe OKHO MpOrpamMMbl U €ro creruaibHble 31eMeHTsl (Puc.1).

Puc.1 - Oxno nporpammsl [lone nmenn
Ctpoxka popmyn ‘
KHomKH 3arojioBkoB ¢
KHoOmKM 3aroyioBKoB ¢

Tekyias akTUBHAs TR
KHomnku npokpyTku aucra
SpapluKH TUCTOB

——

ocarwnE

3aoanue 2.

Coznanne paboyeil KHUTH C 3a/IaHHBIM KOJIMYECTBOM JIMCTOB.

1. JInst u3MeHeHHs KOJNWYecTBa JIMCTOB, CO3aBAEMBIX 110 YMOJIYaHHUIO B HOBOM paboueil
KHHUTE, BeIOepHTE B MeHI0 Daiin komauay [lapamerps! Bkinaaky Oomue.

2. 3apatite Yucao nmucros — 10, Ok.

3. BrmonauTe Komany ®Paiin — Coznate — HoBast kHura.

B pesynbrare mpoaenaHHbBIX JAEHCTBUN NOABUTCA JOKyMeHT KHura 2 ¢ jaecaTbro
paboYrMHU JTUCTAMHU.

3aoanue 3.

IIepenmeHOBaHNE TUCTOB.

1. IlenknuTe ABa pa3a Ha gpubiuke Jluct 1 (Mnu menkauTe npaBoil KHOMKON MBIIIU MO
sapiabraky Jluct 1 u Bei6epure komanay IlepeumeHoBars).

2. B none Ums nucta nabepure HoBoe umsi CITMCOK

3. Haxxmute knaBumry Enter. Pabouemy Jlucty 1 nPuc.Boeno ums CITMCOK.

3aoanue 4.

BceraBka nucra.

1. [llenkHUTE MPaBOM KHOMKOM MBIIIN Ha spibrdke JIucT 2.
2. B KOHTEKCTHOM MEHIO BBIOEpHTE KOMaHIy BcTaBuTh.



3. B oTkpeiBIIeMcs quanoroBom okHe BcTaBka, ydoemuTtech, uTo 3HA4OK JIUCT BBIIENEH U
menkauTe o kaonke OK. Hoseiii JIuct 11 OyneT BcTaBiieH cieBa OT TEKYIIETo JUCTa.

3aoanue 5.

VY nanenue iucra.

1. [llenkHUTE MpaBOM KHOMKOM MBIIIX Ha sipibrake Jluct 10.
2. B KOHTEKCTHOM MEHIO BBIOCpUTE KOMAHY Y IATHUTh.

3aoanue 6.

Brinenenue oTaenbHbIX SUeeK U OJIOKOB SYEEK Ha paboveM JIMCTe.

1. Jlna BeImeeHUs siUEHKH HA paboyeM JIMCTE TOCTATOYHO INEIKHYTH MO HEW JIeBOU
KJIaBUIIICH MBIIIIH.

2. s OTHOBPEMEHHOTO BBIJICIICHUS HECKOJBKUX SYECK HAa paboueM JUCTE ATy Ke
orepalo HeoOX0AUMO TPOU3BECTH, yaepkuBas kinasumry Ctrl.

3. i BeIencHHs OJIOKa SYEeK HEOOXOJWMO IMIEIKHYThH JICBOW KJIABUIICH MBIIIU I10
NepBoi sueiike, BXOIAIICH B 3TOT OJIOK, a 3a TeM, yaep:kuBas Shift, mo mocnenHeil suelike u3
storo Onoka. Hampumep: Beigenure 6ok B4 : C10. (ITpumeuanue: DTy ke ONEpanuio MOXKHO
MIPOJIENIaTh, YACPKUBAsE HAXKATOM JIEBYIO KJIABUIILY MBIIIN).

4. Jlnsi BBIICIICHUST HECMEXHBIX OJOKOB yuaepkuBaiite kiaBumy Ctrl. Breigenure
onHoBpeMenHo Onoku: A4:C8; C10: E15; D1:F9.

5. [lns BbIZENIEHHS] CTPOKH, IISIKHUTE HA KHOIKE 3arojoBKa CTPOKH, VIS BBIJCICHHS
cTo0Ia, MEJIKHATE Ha KHOIIKE 3arojoBKa CTOJIONA.

B mo0yro stueiiky MOKHO BBOAWTH TEKCT, Yncia Wik GopMyibl. [[Jst 3TOro 10cTaTtoaHo
aKTUBU3UPOBATh HYXKHYIO sTUCHKY M HAOpaTh ¢ KJIaBUAaTypbl HEOOXOAUMYIO HH(OpMaLIHIO. 3aTeM
HaxxaTh Enter uim oCyIiecTBUTH MIETYOK MBIIIH TI0 JTI000H APYroi siueiike TaOIuITbI.

Ecnu BBogMMas uHQopmalys He COOTBETCTBYET pa3Mepy STUEHKH MOXKHO:

1. 3menuTh ee pa3mepsl, ISl Y€TO YCTAHOBHUTH KYPCOP MBIIIM HAa TPAHUILY MEXITY
KHOMIKAMU 3arojioBKa CTOJIOIIOB M, MOWMAaB JIBYHANpPaBIECHHYIO CTPENKY, YBEIUYUTHh WU
YMEHBIIUTh Pa3Mephl STYCHKH.

2. Ha Bknagke ['maBHas B pasnene fueiiku BbiOpath @opmar u 3a1aTh HEOOXOAUMBIE

rapameTpsl JJIsl ITUPUHBI U BBICOTHI stueiiku (Puc.

st bt ot bl -n
n‘ Prra— ; 2).
= (fag) - ; vy 7., . i A
NN T T TR T o ¥ e Puc. 2. Ilapamerpsl opmaTHpoBaHUs
U e v AYEEK
=2 3. 3anaiite apyrue rapameTpbl
— (hopMaTUpOBaHUA: PACHOJOKUTh TEKCT B sUEHKe

B ABe cTpoku. [l dero BBIOGPHUTE OIIIMIO
®opmar  sueek  BKiIaaka — BelpaBHHBaHWME,
BKJIIOUUTE KOMaHy [lepeHocuTh 1o ciioBaM.

4. PacrmoyIOKUTh TEKCT IO BEPTUKAJH,
JUIsL 4ero B AualioroBoM okHe dopmar sueex
BKJIaJKa BripaBHHBaHUE BBIOpPATH
COOTBETCTBYIOLIYIO OPUEHTALIUIO TEKCTA.

O0BeqMHEHNE TYEEK

OObenuHeHHasT sYeiika CTPOUTCS U3
STYEEK CMEXHBIX CTPOK M CTOJIOIIOB, OOBOIUTCS
Ha paboyeM JIMCTE€ €IUHOW TIpaHUIleH, U UMeeT
aZgpec, COBIANAIONIEH C aIpecoM €€ JIeBOM
BepxHel sueiiku. [l co3maHusi o0beIUHEHHOM
STYEUKU HEOOXOAMMO BBIICIUTD SIMEUKH, KOTOPHIS




BOMJIYT B €€ COCTAB, a 3aTEM BBIIIOJIHUTH OJJHO U3 CIECAYIOIIMNX JICHCTBUIA:
* VYcranosure duaxox OObeIMHEHHE sTYECK Ha BKIIaKe BripaBHHBaHNE.
ﬁ = Haxatp kHonky OOBEIMHUTH U TIOMECTUTH B LIEHTpE Ha naHenu [ naBHasi.

3aoanue 7.
Ha mucte CITMCOK co3paiite Tadauiry Ciucok coTpyaHUKOB 110 oopasiy (Puc. 3):

» - > : ar #%

- P

Puc. 3.
O6paszernt
TaOJMIBl A
3aI0JIHEHUS
1. Ucn
0JIb3YH,
IIOJIyYEHHBIE
3HAHUS 1o
BBOJY
| TEKCTOBOM
- s’ MHPOpPMALIMK B
STYCHKH,
3ar0JIHATE 3arojoBKHM CTOJIONOB TaOiuiel. OdopMuTe 3arojoBKH CTOJOIOB TaOJIUIIBI,
ucnosb3ys BKIaaAku BripaBHuBanue u lllpudrt meniro @opmar sueek nanens [naBnas. Jlns
3TOrO:
= Bsigenure Bce 3all0IHEHHBIE SYEHKH;
= Bo Briagke BelpaBHHBaHME YyCTaHOBMUTE: BbIpaBHHMBAaHME IO TOPHU3OHTAIM U
BripaBHuBanue no Beptukanu - [lo nenrpy; ¥Ycranosure aaxok [lepeHOCUTH MO cloBaM.
= Bo Bknaake lpudt ycranosure Hauepranue [lomyxupHbIit KypcHB.
2. Brecute B TaOnuIy JaHHBIE HE MeHee YeM 110 30 COTpyIHUKAM.
3. Co3zpnaiiTe BOKpYI JaHHBIX TaONMIBI paMKy, HMCIONB3ys KHONKY ['panuiel — Bcee
I'PaHMIIBI HA ITaHenu | maBHas ninym BKIIAAKy [ pannna B MeHro @opMar ss4erKH.
B  Excel mnpemycmMoTpeHo — cpeAcTBO  Juis  BBOJA  4YAacTO  HCHOJB3YEMBIX
MOCJIEZI0BATEIbHOCTEN JaHHBIX (HATYpaJbHBIX YHCEN, THEH HEeeIH, MECSLEB U T.11.).

3aoanue 8.

Ha Jlucte 11 BBeauTe mocneaoBaTeabHOCTh, COCTOSIIYIO U3 HATypallbHbIX 4rcen (0T 1 10
12) u mecseB.

1. B nro0ble ABE pAIOM CTOSIIME Sueiiky BBenuTe ABa uyncia. Hampumep: B sueiiky Al —
1; B staeiiky A2 — 2;

2. Breigenute (3aMapKupyiiTe) 3aMOTHEHHBIC SYSHKHU C TOMOIIBIO MBIIIIH;

3. IMoaBenute Kypcop K MapKepy aBTO3arOJHCHHS, HAXOMASAIIEMCS B IPABOM HUKHEM
YTy BBIIETICHHBIX SY€eK, Kypcop MPUOOPETeT BUJ TOHKOTO KPECTHKA.

4. HaxxmuTe JIeBYIO KJIABUIINY MBIIIM W, yACPKUBasS €€ HaXaTOW, MPOTSIHUTE KypCop
BHU3, MTOKa HE MosBUTCS Iudpa 12.
Ne

f 1yeiiky B1 BBeauTe Ha3BaHMe EPBOrO MecsIa — SHBAPb;

nm VIBEUTE KYpCOp K MapKepy 3alloJHEHUs U MPOTSHUTE €ro BHU3 10 siueviku B12. B
1| omxua MOJIYYHUTCS TIOCIIEN0BATEIBHOCTD, COCTOSIAs U3 MECSLIEB TOJA.

2

E=N R L

e 9.

Co3manue coOOCTBEHHOM ITOCIIEI0BATEIBHOCTA JaHHBIX.

Brl MoxeTe co31aTh CBOIO MOCIIENOBATEIBLHOCTh JTAHHBIX, KOTOPYIO BbI MPEIIOJIaracTe
4acTO MCIIOJIb30BaTh. [lenmaercst 3To0 OTHUM U3 ABYX CIEAYIOIIUX CIIOCOOOB:

I cioco6 — MmopT mocneaoBaTenbHOCTH:




1. Beigenute (3aMapkupyiite) OJOK siueek, COoAepKalluii (pamMuiIMH COTPYJHHKOB Ha
mmcte CITUCOK;

2. Bemonnute komanny MmeHto @aitn — [lapamerper — JlononHurensHo — M3MeHHUTH
CIIUCKH;

3. B mone oxHa Mmmopt crnmcka u3 sideek OyAeT HAXOAWTHCS apec BBIIEICHHOTO
JIMAIa30Ha A4YEeK.

4. llenxkaure mo kHomke Mmmopt u yOeautech, yTo HA BKIaake CHHUCKH TOSBHIACH
HOBas UMIIOPTUPOBAHHAs NIOCJIEIOBATEIbHOCTD.

5. 3akpoite auanor [lapamerps! memukom no kaornke OK.

IT crtoco6 — Py4Hol# BBOJI 1TOCIIE10BATEILHOCTH:

BBenem mocnenoBaTenbHOCTh YYEOHBIX NPEIMETOB, KOTOPYIO OyIeM HCIOIh30BaTh B
nanpHEHIen padore:

1. Otkpoiite nuanoroBoe okHo Crnucku (Mento @aiin — [Mapamerpsl — JlonoaHUTEIBHO —
N3meHuts cnuckn);

2. lllenKkHUTE MBIIIBIO B IPABOM TI0JIE DJIIEMEHTHI CITHCKA,

3. Habepure Mudopmaruka, Ilcuxomorus, Ucropus, Maremarnuka, IHOCTpaHHBIN S3BIK,
OTHETISAA KXl 3JIEMEHT CHUCKA OT MPEABIAYIIEro 3amaTod WM HaKuMas IMOCie KaKIoro
aneMeHTa Enter.

4. llenkuute Ha kHOMKe Jl00aBUTH — M HOBasi MOCIEIOBATEIIBHOCTh OKAXKETCSI B JICBOM
T10JI€ CIIMCKA.

5. TlompoOyiiTe BOCIIpOM3BECTH BHOBb CO3/1aHHbIe criucku Ha Jlucte 11.

Crnenyet pa3nuyaTb COPTUPOBKY, MPOU3BOAUMYIO 110 OJTHOMY CTOJIOIY, U COPTUPOBKY IO
HECKOJIbKUM CTOJOmaM Ta0nuiel. KoMaHIbl COPTHPOBKH JIOCTYNHBI ¢ maHenei [naBHas u
JlaHHBIE.

3aoanue 10.
[TpoBenuTe COPTUPOBKY JAHHBIX TAOIHIIBI.
1. IlpoBenute copTHpoBKY Mo noito OTaeN Mo BO3PACTAHUIO:
JUISL 4ero:
® YCTaHOBMTE Kypcop B npeaenax noss Otaern;
® aKTUBU3MpYWTe naHenb ['7aBHas (eciu OHa He SIBISIETCS aKTUBHOM IO

A YMOJIYaHHUIO);

H? ® OTKpOWTE CIIUCOK CoptupoBku u ¢unbTpanuy, HaXaB
Coptwposka| COOTBCTCTBYIOLIYIO KHOIIKY ;
alfaPrl ® Il COPTUPOBKU IO OJTHOMY IOJIIO UCHOJB3YIOTCS KHONKM COpTHPOBATH

OT MHUHHUMaJIbHOTO K MakcuMaibHOMy U CoOpTHpOBaTh OT MAaKCUMAaJbHOTO K

MHHUMaJIBHOTO . HaxkmMurte kHONKy COpTUPOBATh OT MUHMMAJIBHOTO K MAKCUMAIIBHOMY.
Buaumanue! CopTHpOBKY TakkKe€ MOKHO HPOBECTH MPU MOMOIIM KOMaHJ COPTHUPOBKHU

manenu JlanHele.

2. IlpoBenuTe ONHOBPEMEHHO COPTUPOBKY Mo momto Otnmen, 3atem mo momto [of

POXKIECHUS.
JUISL 4ero:
® YCTaHOBHTE KypCOp B MpEeIbl COPTUPYEMOIl TaOIHIIbI;
Al [aemas copTuposka.. | e oTkpoiiTe crnucok COpTHPOBKM M QUIBTPALUH H
A1A BbIOEpuTe MyHKT HactpanBaemasi copTupoBka (WIKM Ha MaHETU

| Copupoeka | JlanHBIe mieTKHUTE 110 KHOTIKE COPTHPOBKA );
e B auanoroBoMm okHe CoptupoBka ycraHoBute CopTuposarts 1o - Otaen,
Coprtuposka — 3nauenus, [lopsnok — o Bozpacranuto;
® 1IcIKHUTE N0 KHOmKe J[00aBUTH ypOBEHb, YCTAaHOBUTE 3aTeM mo — ['oa pokaeHws,
Copruposka — 3Hauenus, [lopsnok — o Bozpacranuto, Haxmute OK ( Puc. 4).




r . |
Coptuposka Iilé]
Mo faHHbIE COAEMKAT 3Er0N0BKM

| [loBEEMTE YpoBEHD “ X ¥aanuTe ypoBeHs ” =3 KonvpoBaTh ypOBEHE l

Cronfiey CopTupoBka MNopsaok
CopTWPOBATE MO | Orgen Iz‘ 3HaYeHuA Iz‘ Mo BO3PACTAHMIO E
3aTeM no Ton pooeHns EI SHaYeHHA Iz‘ Mo BOSPACTAHMIO E

0K l [ OTMeHa

Puc. 4. Hactpoiiku nuanoroBoro okua CopTupoBKa

Buumanwue! Ilpu sxenanuu MOKHO T0OOABUTH U APYTHE YPOBHU COPTHPOBKH.

Otb6op 3amucedt WM, APYTUMHU CIOBaMH, (PHIIBTpAIMsl MPEICTABISICT COOOW BBIICICHHE W3
CIKCKA OTPEJICIICHHBIX 3aIMCe, KOTOPBIC YIAOBICTBOPSIOT 33 JAHHBIM KPUTCPHSIM.

3aoanue 11.

OwmIbTpanys TaHHBIX C IIOMOIIBI0 aBTOQUIBTPA.

E1— 1. ITomectute Kypcop B npeaensl Tabnuubl 1. Ha Bknaake Jlanubsie BeiOepute

‘ l 7 OWIBTp , CIIpaBa OT HA3BAHUS KAXKIOTO CTOJIOIA MOSIBUTCS KHOIMKA aBTOQUIBTpA .

lounsTp 2. lllenkHuUTe MBINIBIO 1O KHOMKE aBTO(PMIbTpa, HaxoJIslleicss B cTojOLe
®amunust. PackpoeTcst ciucok aBTouibTpa.

3. Bribepure myHkt TekcToBble (QUIBTPHI — HauMHAETCsS ¢. B pesynbrare OTKpoeTcs
nuanoroBoe okHo [lomb3oBarensckoro asrodunbTpa (Puc. 5). Bemure OykBYy, ¢ KOTOpOM
JOJKHBI HAUMHATHCS MCKOMbIe Gamiuinu, Hanpumep A. Haxmure OK.

-

Monb3oBatennckuid aeTOPUABTP L‘_@ i:hl

Puc. 5. OxHo

MoKa3aTh TONLKO T CTPOKM, 3HEYEHUA KOTOPbIX: MOJIBL30BATEIHLCKOTO aBTO(l)I/IJII)Tpa

Dammnua
4. BoccraHoBHTE BCE 3alllCH,
Ha4MHAETCH C E] Al E] BbIOpaB B CIIHMCKE aBTO(UIBTPA MYHKT
@u M Cusatb GunbTp ¢ Pamunus.
E] E] 5. Tlompoby#iTe 3amath JBa
ycnoBus s GuibTpanun. Hanpuwmep,
3Hak Bonpoca "?" obozHadaeT oamH noboit 3HaK BBIOEPHUTE BCEX COTPYAHUKOB (haMHIIUH
3HaK "*" 0Bo3Ha4aeT NoCNeaoBaTENLHOCTL NBbIX 3HaKoB KOTOPBIX HAaUMHAIOTCS Ha OYKBHI A 1 B.
s 4ero B OKHE MOJIB30BATEIBCKOTO
[ oK ] [ OTtmeHa '

aBTo¢punbTpa (TekcToBble (UIBTPBHI —

HactpauBaemsblii ¢unbTp) B neEepBOi
CTPOKE YCTaHOBUTE HauMHAETCA ¢ A, 3aTeM LIeNKHUTE no nepexitouarento MJIM u Bo BTopon
CTPOKE YCTaHOBHUTE HaunMHaeTcs ¢ B.

6. BoccranoBute Bce 3amucu

7. CaMOCTOATENIbHO, IPOIyMaB KPUTEPUU (PUIBTPALUU, OTPUIBTPYNUTE 3aUCH TaOIHIIBI
0 IPYTUM CTOJIOIIaM.

8. Jlns mosrHOM OTMEHBI MpOoLeAYphl GUIbTpAMK Ha TTaHenu JlaHHbIE HAXKMHUTE KHOIKY
Ouunctuth. OTKIIIOYUTE KHOTKH aBTO(PUIIBTpA.

3ananme 12.
Hcnone3yst pacmiipeHHBIH (QUIBTP, OTOEPUTE COTPYJAHHKOB MYXCKOTO TIoJla U
poauBmuxcs B 1983 roay



1. Co3paiiTe Tabauily ycaoOBUH, B KOTOPYIO CKOMMpYHTe HazBaHue ctonbioB Ilox u ['ox
POXKIICHHUS;

BHecute B 3Ty TaONuUIly KpUTEpUH U 0TOOPA AaHHBIX: TOJ — M; roj poxaeHus — 1983 (
Puc. 6);

[Tpumeuanue: ecnu 3amucH B TaOJIHIE YCIOBUH PAaCIOJIOKEHBI B OJHOU CTPOKE, TO 3TO
ycaoBue U, a ecam Ha pa3HbIX CTpOKax, To ycnoue Mim.

A B c o E F G H | o
Ne eaMunus Hms Omyecmeo Mon foo Omden Mon oo
4 | mAn poxdeHus poxdeHus
2 1|AKMMOBA Bepa DefopoBHA w 1978 2 M 1083
3 2|AHncumoB  |AHgpell  |AnekcaHapoBud |M 1956 1 1
4 3|banaes Wrope Cepreesuy M 1954 3
5 4|bopeee BukTOop  |AnekcaHapoBuy |M 1965 3
& 5|bopryT MpuHa AneKcaHApoBHa [# 1974 2
7 6|BopoHoBa |Hagewxga |MBaHoBHA H 1084 2
g 7|Bopowwunos |MNeTp Mneny M 1969 3
] 8|1BaHoB Mnea AneKceesny M 1083 1
10 9|Nonos Buktop  |Cepreesuy M 1973 2
11 10| WLepbarkosa |EneHa VBaHoBHa W 1962 1
12
13 |chodHaﬂ maénuya | Ta6nuua ycnosul
14

Puc. 6. Pabora ¢ pactmmpeHHbIM QUIBTPOM

3. YcraHoBHTE Kypcop B Ipeelibl HCXOAHON Tabmuibl. Ha nanenu JlaHHBIC MIeIKHUTE
no kHonke JlononmHuTenbHO. Packpoercst auanoroBoe okHO PacmmpeHHoro ¢puibTpa, B KOTOPOM
HY)XHO YyKa3zarh: Mcxomublii nuama3oH (aapec TaOnuibl U3 KOTOpOW OyaeT NpPOU3BOIUTCS
BBIOOpKa MaHHbIX — Tabnuina CHucok cOTpyAHUKOB); Jluama3zoH yCJIOBHH (aIpec CO3IaHHOU
TaOJUIBI ycIIoBHi); /lMama3oH Ky/a MoMEeCTUTh Pe3yibTaT BhIOOpKH (/lramna3oHbl yKa3bIBarOTCS
MyTeM BbIJIeNIeHUs MbITIbI0) (Puc. 7).
.

.
PacwwpeHHbiit dusTp @lﬂ_hj
Puc. 7. Junanororoe OKHO
ObpaboTka Pacmmpennoro ¢puibtpa
_) GUNETPOBATL CMCOK Ha MecTe 4. Tlocne YKa3aHUS BCEX
@ cKOMMPOBaTL PE3YNLTAT B APYrOe MECTo HEOOXOMMMBIX  JUAMla30HOB  HAaKMUTE
WcXoaHbIA AMaNasoH: $AS1:8GS11 £ kionky OK. .
; — 5. Ucnonb3ys pacIIUpEeHHBIN
[l1anasoH ycnosmii: 13 118181:5K$2| £

¢unbTp, mnpousBeaUTE  (DUIBTPALHUIO

MoMecTHTs pesynbTar g avanason: | 'Tabmaua 1184513 |55| || mamHBIX TGB! 10 JIPYTUM KpUTEPUSIM,
— MpUIYMaHHBIM BaMHU.
|| TonbKo yHMKANbHbIE 3aMMcn puAyM
| ok || omesa ||| 3eoanue 3.
| [lonBenuTe NpPOMEXKYTOUHBIE WTOTH B
TabmuLe.

1. JobGaBbTe Kk Tabuuie emie oJuH cTojber 3apruiata U IpOU3BOJIBHO 3alOJHUTE €T0
JTAHHBIMHU.
2. Tlopcuuraiite cymMMy 3apIuiaThl OTAEIBHO JUISI COTPYAHUKOB u3 1, 2, 3 oTaemnos.
s gero:
Al = [IpousBenure COpTUPOBKY MO BO3PACTAHUIO JAHHBIX TAOIMIBI MO CTONOLY
Otpnen: yctaHOBUTE Kypcop B mpenen croioma Otnen u HakMuTe KHONKY COpTHPOBKA 1O
BO3paCTaHUIO Ha naHesnu /[aHHEbIE;
4 NpomexyTouHbe nTorw =  Bribepure Ha IIaHEJH JlanHb1e KOMaHzay
[IpoMexxyTOUYHBIE UTOTH ;



*= B nossuBmemcs okne [Ipomexyrounsie utoru Beibepure: Otmen B mone Ilpu
Kax10oM u3MeHeHuu B:; Onepauus — Cymma; B mone /lo6aBuTh MTOrM I0: MOCTaBbTE NTUUKY
HanpoTuB 3apruiata ( Puc. §);

NMpomMexyTouHbIe uTorn u—J@ CX
R A Puc. 8. luanoroBoe okHo [IpomexyTOUHBIE UTOTH
R |~ . Haxxmute OK, oOpatuTe BHMMaHHE Ha
T IIPOU3BEAECHHBIE NTporpaMMon noacuersl ( Puc. 9).
1]2]3 A B c 4] E F G H
|Cyrma =1 Ne roo
Pamunus Husa Omuecmeo | Mon Omden |2apnnama
AobasnTb MTorh No: .| mm posxdeHusa
I roa poxaerus - [[- | 2 2|AHMCMMOE  |AHApER  |Anekcangpoeud (M 1956 1 7500
™ Otaen fl -z g8|BaHoB MnkeA ANEKCEEEMY M 1983 1 £E00
I 3apnnaTa a - |4 10{Wepbakoea |ENeHa MBAHOEHA H 1962 1 12300
- 5 1 Utor 26600
[V 3ameruTs Texywme utorn 5 1| AKMMOEA Bepa DEAOPOEHA H 1978 2 2300
[T KoHeu cTpaHMusl Mexxay rpynnami 7 3|BopryT MprHa ANEKCaHAPOoBHA |# 1974 2 10500
[V WToru noa aaHHBMA 8 6|BopoHoea  |Hagexaa |MeaHoBHA * 19584 2 6000
= *|o 9|MNonos BukTop  |CEpreeeurd [ 1973 2 5350
¥6path BCe | OK l = e 2 utor 33150
EREE 3|Banaes rope CEpresemy M 1954 3 4800
12 4|Bopese BUKTOp  |ANEKEEHADOEMY |[M 1965 3 12700
Puc 9 Pe3yanaT 12 7|Bopowurnoe |NeTp kM M 1969 3 5800
: : =l [14] 3 Utor 23300
MoABCACHUA IMPOMCIKYTOYHBIX |- 15 O6WMi urtor 83050
HUTOT'OB .
3aoanue 14.

[loAroToBUTH OTBETHI HA BOIPOCHI

1. Ha3oBuTte 31eMeHTbl OKHA TA0IUYHOTO IPUIIOKEHUS .

2. PacckaxuTe 0 BOBMOKHOCTSIX (pOpMaTHpOBaHMUS JaHHBIX .

3. Cozpnaiite 00y MOCIEIOBATENBHOCTh JAHHBIX OAHUM M3 M3YYEHHBIX CIIOCOOOB U
BOCIIPOU3BEUTE €€ Ha JIUCTE .

4. TlpoBenuTe GWIBTPALUIO JAHHBIX C TOMOILIBIO aBTOQMIBTPA MU PACHIMPEHHOTO
¢buabTpa, UCTIONB3YA I PUIBTPALMM COOCTBEHHBIE KPUTEPHUH (KPUTEPUN IIPUTYMAHHbIE BAMH).

[TonseanTe MpPOMEXYTOUHBIE UTOTH MO CTOJIOIY 3apIulaTa JUlsl COTPYIHUKOB MY>KCKOTO U
’KEHCKOT0 110J1a.

Pa3nea 3. OducHble TEXHOJTOTHH MOATOTOBKYU I0KYMEHTOB

Tema 3.3. MyabTHMeANHHbIC TEXHOJIOTHH 00Pa0OTKH M NPeACTABJCHUA HHPOPMALHNHT
IMpakTuyeckoe 3ansiTe. TEXHOIOTUS CO3AaHUS SJIEKTPOHHBIX MPE3EHTALIHIM.

Ilens: HayuuTHCA CO34aBaTh CIANA-1IOY, PACIIMPUTD MPAKTUUECKNE HABBIKH.
TeopeTnyeckas 4acTh:

VYcnex mpe3eHTaluu B OY€Hb OOJBIIONW CTENEeHH 3aBHCUT OT TOTO, HACKOJIBKO TOYHO
aBTOp IPEJCTABIISIET ce0e, YTO U B KaKOM MOCIIeI0BaTeIbHOCTU Oy1eT MPOUCXOAUTH BO BpEMS €€
MIPOBE/ICHUS, KTO OylIeT CIylIaTh, YTO CTAHET UM MOKa3bIBaTh M KaKoW pe3ynbTaT oxxujaercs. Ha
IUIAaHUPOBAaHUE MPE3CHTALUU CTOUT 3aTpaTUTh OOJBIIYI0 4YacThb BPEMEHHM U Pe3ysbTaT
HEMPEMEHHO OyJIeT MOJIOKUTETbHBIM.

QyHKINN TPE3CHTALNH:

— IpUBJIEYb BHUMAHUE, 3aUHTEPECOBATD,

— TMPOJEMOHCTPUPOBATH CEPHE3HOE OTHOIICHUE K ey, podeccnoHanusm;

— J1aTb CaMbl€ BaXKHbBIE OTBETHI,

— TMpUAATh MPOEKTY SMOIMOHAIBLHYIO OKPACKY.

Pa3paboTky mpoekTa Mpe3eHTAlMd HEOOXOAWMO HAaYyMHATh C aHaIM3a €€ OOBEKTOB.
JIrobast mpe3eHTalus MOXET BOCIPUHUMATHCS KaK CHCTEMa B3aMMOCBSI3aHHBIX CIIOKHBIX
00BEKTOB, KOTOpBIE, B CBOIO OYepe/ib, COCTOST U3 COBOKYITHOCTEH 00jIee MpOCThIX U T. [I.




| Ipesenranus |
|

PaccmoTpum

[ [ 1 i
[ Crai T napamerpsl o0bekTa Craiin.
[ C'nafm 1 J Cnal"n 2 I Tabanua 1. [lapamerprr o6werta Craid
| | Tlapamerp Haznauenwe napamerpa
Texer PrcyRORK Kam
[ —] I - I [ Buxa dora MOMXEHO M3MEHATL NOVIeM VCTAHOBKH
Puc. 1. Tunossie o6bexTH Mpe3eHTAINH wabnona. fAsaserca eamHEnIM 18 Beel
[pPe3eHTAINI
Iiser hora MoxHO HMaMeHATL (IIMPOKAA NAJNTPA).
B cBoro odyepedp, cCiauga MOXKHO B npexenax ogHOro caaitga MaMeHATH
paccMOTpeTh  Kak  HEKYI0  CHCTEMY, Sednos
Bug nepexoaa Xapaxrepuayer mnepexoj OT OAHOIO

COCTOSIIIYI0 M3 0oJiee MPOCTHIX TUIIOBBIX
KOMITBIOTEPHBIX ~ OOBEKTOB:  PHCYHKA,
TeKCTa, KIIUIa, 3ByKa.

OOymbIBast TPOEKT MPE3CHTAIINH,
HE00XO0IMMO BBIJICIUTH B HEM hparMeHThI
(0OBEKTHI), KOTOPBIE OYIyT peain30BaHbI

caafina K ApyroMy (eno KHonkeé» nam
«QB8MOMAMUNECKUUY )

3ByK Hamiune/oTcyTcTBHE 3BYKOBOTO CONPO-
BOKJIEHNUSA

DhderTsl AHMMATHE O6heKT MOXET NPHJIETaTh, NOABRAATHCH
HT. X

ITOCPEJICTBOM OJHOTO M3 YETHIPEX BO3MOXKHBIX BAPHAHTOB KOMITLIOTEPHBIX OOBEKTOB.
B mpomecce co3manus mpe3eHTanuu OyAyT HCIOJIb30BAHBI MPEIOCTABISIEMBIE CPEIOi
Power Point rpynmsl MHCTPYMEHTOB, 00IlIee MPEICTaBICHUE O KOTOPHIX MOXHO MOJIYYUThH M3

CXEMBI.
r HHCTpYMEHTEI J
| OTaIbl
: I 1 pa3paboTKu
Menw KOHTeKCcTHOe MeHIO INarean MYJIBTHM e IIHOI
[ T T 1 1 Ipe3eHTalNN

MNaneas Ianesas IMarenn anens Pacemorpn
CTAHIAPTHAS PHCOBAHHA AHNMALIH dopmaTHPOBAHKA M NOAPOOHO
JTanbl pazpaboTKu

MpE3EHTALMM:

1. TlnaHupoBaHuE 3aKIIOYAETCS B OINpPENETICHUH THMAa M ONpeAeNeHUs ayJuTOpUH, Ha
KOTOPYIO OPUEHTHPOBaHA MYJIbTUMEIUIHAS IPE3EHTALU.
2. llpoekTHpoBaHWE 3aKJIOYAeTCs B BBIOOPE HABUTAIMOHHOW CXEMBI W pa3paboTKe

nu3aliHa clIaioB.
3.  Hudopmammonnoe

HIUTIOCTPATUBHOTO MaTepuaia JJIA

HaITOJJHCHHUEC

HaITOJIHCHUA

BKJTIOYACT
CIIaliIoB,

MNOJATOTOBKY  TEKCTOBOIO U
MOATOTOBKY  PEYEBOr0

COTIPOBOYKAECHHUSI, TOJATOTOBKY BUEO COMPOBOXKACHHUS, TOATOTOBKY (haiIoB IPYTUX MPUKIIATHBIX
nporpamMMm (ayauo, BUeo, rpaduueckue ¢aitnel, cchliku VHTepHET, TOKYMEHTHI makera MS

Office u np.)

4, HpOI‘paMMHaH pcam3anus: 3alO0JIHCHUC clIaiiioB I/IH(l)OpMaI_II/IOHHLIM MaTcpHualioM,

1IBETOBOE O(MOPMIICHHE CIIAiJIOB,

HAacTpolKa MYJIbTUMEIUNHBIX 3(PEKTOB,

yCTaHOBKa

THIICPCCHIIOK Ha 3JIEMCHTBI MCHIO B COOTBCTCTBUU C HaBUTAlITMOHHOM CprKTypOﬁ, YCTaHOBKa
THIICPCCHIIIOK Ha 3JIEMCHTEI MCHIO JJIS BBIXO/1a B I/IHTepHeT.
5. TGCTI/IpOBaHI/IC 3aKJIII049acTCA B YCTPAHCHUHN OIIMOOK B TEKCTOBOM M HJUTIOCTPATHBHOM

MaTepuasax, IpoBepKe TUIIEPCCHUIOK U AP

6. cnonb3oBanue. JleMoHCTpalus Mpe3eHTalnu.
7. ConpoBosk/ieHHE. 3aKII0YaeTcs B IOCTOSHHOM COBEPILIEHCTBOBAHUH MPE3EHTAIUH.
Hurepdeiic nporpammel [Iporpamma mpezacraBnseT co0oil mporpamMmmy A CO3JAaHUS U

oopMIIEHHUS TTPE3CHTAIINH.

[Ipu 3amycke mporpaMmMa OTKpBIBAE€TCS B PEKMME, HA3BIBAEMOM OOBIYHBIM PEKUMOM,
KOTOPBIN MO3BOJISIET CO31aBaTh CIaiabl U paboTaTh C HUMHU.

Omnpenenenne Hy’)KHOTO KOJINYECTB

a claiijoB




Uro0bl MoACYMTATh HYXKHOE YHWCIO CIAiIOB, CO3JAiTe IMUIaH MpEe3eHTAIMH, a 3aTeM
paszenuTe Marepuad Ha OTHelbHBIC Ciaiabl. BeposTHO, MOHAAO0ATCS MO KpalHeW Mmepe
CHEAYIOLIUE CIaNIbL:

e OCHOBHOW TUTYJBHBIN ClIaii]

o BBoanslii cnaii, conaepkaiuii OCHOBHBIE TEMbI WM 00JIaCTH MpPe3eHTAIUN

e OnuH cnaij A KaKI0H TEMbI WM 00J1aCTH, IEPEUMCIICHHON Ha BBOJAHOM Claijie

e UTOroBBIii Ci1aii]l, TOBTOPSIOIINN CTUCOK OCHOBHBIX TEM WJIH 00JIACTEH Mpe3eHTAINH

Ecnm wucnonb3yercs 5Ta 0azoBas CTPYKTypa, TO IIPH HAJIWYMH TPEX OCHOBHBIX
MPEJICTaBISIEMBIX TEM HIIM 00JIacTel, MOKHO IUIAHUPOBATh, YTO MPE3CHTALUS OYAET COMEPKATh
HE MEHEE IIECTH CIJIaiiJIOB: TUTYJIbHBIM CJal/l, BBOJHBINA CIaij, 0 OAHOMY CIANy I KaKIOou
U3 TPEX OCHOBHBIX TE€M MJIM 00JIacTeil M NTOTOBBIN CIai/.

MOR npeszeHTauma [Ipunanue

Mpe3eHTaluU HY>KHOTO
HTO MBI CErogMn OGCY)KABEM BHEIIIHETO BI/II[a

Jlo cux mop B LIEHTpE
2 ‘: O6nacrs 1 BHUMAaHUS HaxOJUIINCh
. ,r MTOPSIIOK u 0azoBoe

‘1 o O6nacrs 2 o
cozepxkaHue ciainos. Teneps
3] o v
> paccMOTpUM OOIIMIA BHEIITHUN
Roenme O6Gnacre 3 N
. il BUA  npe3eHTauumu.  Kakoit
. To BU3YAJIbHBI  TOH HY>KHO

M HTO MLl ceroaus 06CVAHI’IH

ncrnonp3oBark? Kakoii Bung
Ipe3eHTalMM  Cenaer  ee
. D6naCTY 2 MIOHSATHON M NPUBJIEKATEIBLHON
* Othacn 3 U1 ayAUTOpUn?
IPEIOCTaBIsAET
MHOXECTBO TeM, YIpOIlas
U3MEHEHHe  Oo0mero  BUAa
MIPE3EHTAIHH. Tema
npencraBisier coboit  Habop
3JIEMEHTOB  OGOpPMIICHUs, TNPHUAAIOUIMA 0COOBIH, €AMHOOOpa3HbI BHEUIHMHA BHJ BCEM
JOKYMEHTaM HCIOJIb3YysI KOHKPETHBIE COYETaHUs IIBETOB, PU(TOB 1 3P PEeKTOB.
aBTOMATHUYECKU NMPUMEHSET K MPE3eHTAlUsIM, CO3/IaHHBIM C ITOMOIIBIO 11a0JI0Ha HOBOM
MIPE3CHTAINH, TEMY , HO BHEITHUI BUJI MPE3ECHTAIMN MOYKHO JIETKO U3MEHUTH B JFOO0I MOMEHT,
MPUMEHUB JIPYTYIO TEMY.

JloGaBieHue kiaumna, pucyHkoB SmartArt u Apyrux oObeKTOB

Co3naBaemas mpe3eHTalus J0/DKHA OBbITh MaKCHUMAaIbHO 3(PQEeKTUBHON BU3yalbHO — U
9acTO cepHsl CIIAiIoB, cojepiKamas TOJNBKO MapKHUPOBAHHBIE CIIMCKH, HE SBISIETCS CaMBIM
JMHAMUYHBIM BapuaHTOM. HemocTtaTok BH3yalbHOTO pa3HOOOpa3usi MOXKET MPHUBECTH K MOTEpe
BHUMaHHs ayauTtopud. Kpome Toro, JUisi MHOTHMX BHIOB JaHHBIX a03all WM MapKHPOBAHHBIN
CIMCOK HE SIBIISIETCS ONTUMAJIbHBIM MPEICTaBICHUEM.

K cuactpro, mo3BoJsieT 700ABIATH MHOKECTBO BHIOB ayaHO W BHICOJAHHBIX, BKIFOYAs
TaOMUIbI, PUCYHKHM SmartArt, kaum, (UIypbl, IUarpaMMbl, MY3bIKY, (GWIBMBL, 3BYKH U
aHuMani. MOXXHO TaKke JOOABUTh TMIIEPCCBUIKU , YTOOBI MOBBICUTH THOKOCTH TEPEMEIICHUS
0 MIPE3EHTAIMH U BHE €€, a TAK)KE MPUBJIECKAIOIIUE TJ1a3 IEPEX0/Ibl MEXY ClIaiilaMu.

B stom paszgene omuchiBaeTCs TOJBKO HEOOJbIIAsl 4acTh OCHOBHBIX BUJOB OOBEKTOB,
KOTOPBIE MO>KHO TOOABJIATH Ha CIIANIBI.

JloGaBieHre CMEHBI CITaiI0B

CMeHBl caliJoB MPEACTABISIIOT COOOH aHUMAlMOHHBIE A(PQEKTH, BO3HUKAIOIINE IPH
nepexofe OT OJHOrO cllaiiia K CIEAYIOIIEMY. IPEIOCTaBIseT MHOXECTBO TUIIOB CMEHbI
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CIIAii/I0B, BKJIIOYAsl CTaHAAPTHbIE 3P (PEKTH 3aTyXaHHs, PACTBOPEHHsI, OOpe3aHusl U CTUPAHUS, a
Takxe 6osiee HeOObIYHbIE MEPEX0/Ibl, HAPUMEp KoJieca U IIaXMaTHBIE JOCKH.

e B rpynne Ilepexon k 3ToMy ciaiily BKJIQAKH AHUMAIIUN BBIOEpUTE HYKHBIH BapuaHT
rnepexoja.

o Jlna mpenBapuUTENBHOIO IIPOCMOTpPA BHEIIHErO0 BHJA TEKYILIEro ciaiza ¢
HCIIOJB30BAHUEM KOHKPETHOIO BapHaHTa IMEpexXoJa HABEAMTE YKa3aTeldb Ha 3CKU3 3TOrO
repexo/a.

e YroObl IPOCMOTPETh 3CKU3bI JAPYTUX IMEPEXOJOB, LICIKHUTE CTPENIKH PAIOM CO
CTPOKOU 3CKU30B.

e Ecnmu mosmnHee moHagoOWTCS MCHONB30BaTh JPYroil BapHaHT IepexoAa Claiios,
MIETIKHUTE ITOT MEPEX0l, YTOOBI IPUMEHHTBH €TO0.

MosxHo BbIOpaTh Jpyrue BapuaHTbl B rpymie llepexon k sTomy craiimy, 4ToObI
YIPaBJIATh CKOPOCTBIO NEPEX0/1a, J00aBUTh 3BYK M INPUMEHUTH 3TOT K€ BapUaHT IEPEXojia KO
BCEM ClIaiijlaM IIPE3ECHTallUH.

Jlo6aBneHnEe THIIEPCCHIIIOK

Jlns mepexoja ¢ OJHOrO Claiila Ha JPYroi, K pecypcy B JIOKAJIbHOW CETH WU B
Wutepnere nmbo paxe K xapyromy (Qaiiay WM TporpaMMe MOKHO BOCIOJB30BAThCs
TUIIEPCCHUIKAMH.

1. Beienute TeKCT, KOTOPBIA HYKHO LIEJIKHYTh JJI1 aKTUBALIUU THIIEPCCHUIKH.

JIn6o MOXKHO BBLAETUTH OOBEKT (HAIIpUMep, KJIMIT WM PUCYHOK SmartArt ).

2. B rpynne Ccpuiku BKiaaku BeraBka menkHUTE JIeMEHT | nnepcechuika.

3. B nuanoroBom oxHe BcTaBka rumepcchbUIKM HAXKMHUTE COOTBETCTBYIOIIYIO KHOTIKY B
nosie Mou azpeca, yToObl 3a7]aTh HA3HAYEHHUE CCHUIKM (TO €CThb MECTO, Ha KOTOPOE YKa3bIBaeT
CCBLIKA).

Hanpumep, uroObl nepelTy Ha Ipyrod ciai]l npe3eHTaluy, HaAXXKMUTE KHONIKY Mecto B
JOKYMEHTE.

4. Halimute W ILIEIKHUTE MECTO HA3HA4YCHMs, BHECUTE HY)KHbIE H3MEHEHMsI B IOJS
OTtobpaxxaeMbli TEKCT U AJipec, a 3aTeM HaxmuTe KHonky OK.

[IpocmoTp mpe3eHTanny B BUE IT0KA3a CIANI0B

Jlis mpocMOTpa Mpe3eHTallMM Ha KpaHe KOMIIbIOTEpAa B TOM BHJIE, B KAKOM OHa OyneT
MIPEACTABIICHA AYAUTOPHUH, BBIITOJIHUTE CICAYIOIINE IEUCTBU:

1. B rpynne Hauare moka3 cnaiijoB Bkiaaku Iloka3 cnaiiioB BHINOTHUTE OIHO U3
CHEAYIOUIUX JEHCTBUM:

o Jlns 3amycka npe3eHTaluy ¢ NepBoro ciaijaa seioepute C Havana.

e UT00BI HaYaThL IOKA3 CO claiijjla, B HACTOSAIIUH MOMEHT HaXOJAIIErocs B 00JacTH
Cnaiin, Beibepute C Tekymiero crnaimaa.

[Ipe3eHTanus OTKpBIBAETCA B pEKUME NTOKa3a CIANWI0B.

2. llenkHUTE MBIIIBIO, YTOOBI IEPEUTH K CIEIYIOLIEMY Clainy.

JloGaBiieHne nepexo10B MEXy ciaiiiaMu

ITepexoap! Mexay crnaiiiaMu — 370 3((HeKThl aHUMAaIMK, BCTaBIsiEMbIE BO BpeMs ITOKa3a
npu cMeHe ciaiiioB. CkopocTh 3deKTa nepexosa MeXIy ciailaMd MOKHO KOHTPOJIUPOBATH.
MoxHO TaKxe 100aBIATh 3BYK IIPH CMEHE CIIalIOB.

B npunoxenun Microsoft Office PowerPoint 2010 mnpeaycMOTpeHO MHOMKECTBO
Pa3IMYHBIX TUIIOB NIEPEXOA0B MEX Y craiaamu. Huxe nepeuncieHsl HEKOTOPBIE U3 HUX.

1 2 3 4 S 6 / 1. Her
' } ” ‘ !_] ' ' “I' nepexo/a
2. XKamro3

JononHuTensHble NapameTpbl
u
BolGop caeunansHoro 3 dekTa, KoTopbIi
6YAET NPUMEHATBEER NPU CMEHE NPEABIAYILETD TOPU3OHTAJIbHBIC
CNaNA3a Ha TEKYLWWA,




3. XKamo3u BepTUKAIbHBIC

4. TIpssMOYTOJILHUK BHYTPb

5. IIpAMOYTOIBHUK HAPYKY

6. lamku ropu3oHTaIBHBIE

7. Ilamky BepTUKaIbHbIE

8. O0beauHEeHHE 10 TOPU3OHTATH
9. OObeauHEHUE TT0 BEPTHKAIH

HpaKTI/I‘leCKaH 4acThb:

3amanue 1. Co3gaiite mpeseHTanuio Ha JIOOYyI0 TeMy MO Balleld CIEeNUaIbHOCTH, C
n00aBIICHUEM aHUMAIIUH, TIEPEXO/I0B.

KoHTpoJibHbIE BONIPOCHI:
1. Yo Takoe npe3eHTanus?
2. Kak co3nmate npe3eHTanuto?

Pa3nea 3. OducHble TEXHOJTOTHH OATOTOBKHU I0KYMEHTOB

Tema 3.3. MyabTuMeUHbIC TEXHOJIOTHH 00Pa00TKHU M NpeACTaBJIeHUs HHPOpMALNU
IIpakTHyeckoe 3aHATHE. 3HAKOMCTBO C MPOTPAMMOM CO3/IaHUS MTyOJIUKAIUH.

Coznanue myOonuKaluii: BU3UTHAS KapTOUKa, OOBSBICHHE, OTKPHITKA.

Ilenp paOoOTBI: O3HAKOMHUTBCS C OCHOBHBIMH BO3MOXKHOCTSMH MpPOTpaMMbl  CO3JaHUS
nyOonuKanui

O6opynoBaHue: TMEPCOHATBHBIM KOMITBIOTEP, METOJIMYECKHE yKa3aHusi 1o pabote (B
DIIGKTPOHHOM BHJIE HaxoAsTcss B manke «MeToauyeckue yka3zaHus» Ha pabodem cToje

KOMIIbIOTEpA), KapThl-3aJJaHUs

CopepxaHue 1 OCIEA0BATENbHOCTD BBIMOIHEHNS TPAKTUYECKON padOThI:

1. WHCTpyKTaX 10 TEXHUKE OE30MaCHOCTH
2. BeimoHeHNe MPakKTHYECKOTO 3aaHus
Teopus.

1. Beeoenue.
IpencraBbre cebe, YTO BaM MOPYYEHO MOATOTOBUTH PEKJIAMHBIN OYKIIET Balleil KOMIAHUH WK
WHCTPYKIMIO MOJB30BATENsl Ui OJHOTO W3 BBIMYCKaeMbIX er0 wu3fenuil. HesaBucumo ot
MOCTAaBJIEHHOW TMepel BaMU 3aJaud B pe3ysibTaTe pabdoThl HEOOXOAUMO TOJYYHUTh
pohecCHOHATBHO 0OPMIICHHYIO MyOIMKAIUIO — OPOIIIOPY, OYKIIET, KapTOUKY, THUCTOBKY. J[iist
ITUX IeJiei yJ00Hee BCEro HCIOIb30BaTh MPUIIOKECHHUE.
HACTOJIbHASL U3/IATENIbCKasi CUCTEMa, MpeAHA3HAYCHHAs /IS BITYCKA MEYaTHON MPOAYKIUH, HE
npuberas K momMoiy npodeccroHanbHbIx au3aiiHepoB. [Ipunoxenue Publisher pacrmomnaraer
OIPOMHBIM KOJIMYECTBOM IA0JIOHOB, YTO TAeT BO3MOXKHOCTH CO31aTh TPEOYEMBIN PEKIAMHBIN
VUTH TICYaTHBIA POJYKT 32 CYNTAHHBIC CEKYH/IBI. BXOJIUT B COCTAB ITaKeTa
OTKpBITKH, OIOJUIETCHH, KAJICHIApH, OPOIIIOPHI, KATAOTH, & TAKKE MHOXECTBO IPYTHX BHIOB
IIEYaTHOM MPOAYKIUU — BOT HAJEKO HE IOJHBIA IepedeHb TOro, YTO BBl MOXKETE CO3/1aTh Ha
CBOEM KoMIbtoTepe ¢ momortibio Publisher u 3arem Hanevatath Ha mpuHTEpE.



2. Obwexmuo-opuenmuposannas mooens Publisher.
B ocnoBy paboter Publisher mosoxxen mpHHIMIT HCIOJIB30BaHHST O0OBEKTHO-OPUEHTHPOBAHHOM
MOJIeTH. DTO O3HAYaeT, YTO JIIOOOH DIIEMEHT CTPAaHUIIBI PACCMAaTPUBACTCS KaK OTICIbHBIH
00BEKT, KOTOPBIH MOXHO JOOAaBUTh Ha CTPAHHUIy M CBOOOJHO IEpEMENIaTh, MOXKHO TaKXKe
IPUMEHSTH K HEMY CIICIIHaIbHbIC TTapaMeTpbl popMaTupoBanus. Kaxaplil Takol 00bEKT TOKEH
ObITH moMerieH Bo (peiiM. @peiiMbl, B 3aBUCUMOCTH OT TOTO, JJISi KaKOTO THUIA MH(MOPMAILUH
OHHU TIpETHA3HAYCHBI, JICNISATCSI Ha TEKCTOBBIC U rpaduuecKue.
B Publisher pa6ora ¢ rpadpuueckrmu oObeKTaMK BBIIOJIHIETCS IPUMEPHO Takke Kak B Word.
CylIecTBYIOT HEKOTOpble OTJIMYMsi B 00paboTke Tekcra. Hampumep, Ui mnepeMenieHus
¢dparmenTa Tekcta HEOOXOAMMO MEPETALIUTH ¢ TOMOIIBIO MBIIIKH PAaMKY, B KOTOPYIO 3aKIIFOYEH
TekcT. Tabnuubl Takke oOpabaTbBaroTCs Kak o0coOble OOBEKTHl. MOXHO HE TOJBKO
PEIaKTHPOBATh SYCHKHU, HO M U3MEHSTh pa3Mephl TAOIUIIBI B [IEJIOM, KaK OOBIYHOM KapTUHKH.
3. 3anyck npoepammbi.
d) BBI3BATh [NIABHOE MEHIO;
b) BBIOpaTh MyHKT “IIpocpammoer”;
C) BBIOpaTh MYHKT;,
d) BeiOpath myHkT “Publisher”.
4. Co3zoanue nybruxayuu.
IMpu mnepBom 3amycke Publisher B oxHe mnporpammbl mosiButcs oOnactb 3amau  Hoesas
nyoauxayus. MOXHO co34aTh MyOJIMKALUIO OJHAM M3 TPEIOKEHHBIX CIIOCOO0B: MyOIHKALUH
IS TIeYaTH, BEO-y3JIbl M DJICKTPOHHAS [T0YTA, MAKEThI MyOJIMKAIMA, ITyCThIC TyOIHKAIIUH.
Jlydmie Bcero co3aaBaTh NyONMKAIlMM C TMOMOUIbIO NMyHKTa “Ilyonuxayuu ons newamu”. B
oOiacTi 3amay BHIOpATh THI co3JaBaeMoil myoOnukaruu. [locnme dero BbIOpaTh HYKHBIA BHI
nyonukanuy. C TOMOIIBI0 MacTepa BEIOPATh HY>KHBIE TapaMeTphl MyOINKaIHH.
[Mocrne Toro, Kak MyOJIMKAIUS CO3/IaHa, BPYYHYIO HAHOCAT MOCIICTHHUE IITPUXHU K HEHl.
5. [Ilanenu uncmpymenmos Publisher.
[Mpu 3amycke mporpaMMbl OTOOpaKaeTCsi OCHOBHAas maHeldb WHcTpymeHToB Publisher —
Cmanoapmuas, KOTOpasi M0 yMOTYAHHUIO BCET/A PACIIONAraeTcs MO CTPOKOIH MEHIO.
[To ymonm4aHWiO Ha JKpaHEe OTOOpa)kaeTcsi W TMaHeIb HHCTPYMEHTOB Dopmamuposanue, HO
KHOIIKM Ha Hed OyAyT JOCTYIHBI TOJIBKO TIOCJIE BCTaBKM M BHIOOpA Ha CTpPaHUIlE IMyONMKaIH
KaKoro-HuOy/Jb 00beKTa. DTa MaHesb SBJISETCS TUHAMUYECKOW, TO €CTh €€ COJAEPKUMOE 3aBUCUT
OT TUNA BBIJETICHHOrO 00beKkTa. Eciu BhIeneH rpaguyeckuii 00beKT, Ha HeW OyayT JOCTYITHBI
9JIEMEHTHI YIPABJICHHUS CBOWCTBAMHU OOTEKaHHs PUCYHKA TEKCTOM, W3MEHEHUS OPUCHTAIMU H
npyrue. Ecim BBIZENIHTH TEKCTOBOE TOJe (HAAMUCH), HA mMaHenw (opMaTUpoBaHUS OymayT
JIOCTYITHBI KHOIKH, C TIOMOIIBI0 KOTOPBIX 3aal0TCS aTpUOyThl TEKCTa: BbIpAaBHHUBaHHE,
HauyepTaHue, pazMep mpudra u Apyrue.
Jyst BCTaBKH ¥ BRIOOpA OOBEKTOB HA CTPAHMIIE UCTIOIB3YETCS TTaHeIbh HHCTPYMEHTOB OJObexmbi.
6. Ycmanoexa epanuy u nanpasnaowux.
Publisher, kxak u Bce rpaduueckre mporpaMMbl U IPOrPaMMbI BEPCTKH, UMEET BCE HEOOXOIMMbIC
Cpe/cTBa Ul pa3MEUICHUs M BBIPABHUBAHUS OOBEKTOB Ha cTpaHuie. [Ipu KemaHWU MOXKHO
0TOOpPa3UTh TPaHMIBI MOJOCH HA0OPA, JIMHUM CETKU W HAIPABJISIONIME, & 3aTeM CKPBITh WX,
KOT/1a HEOOXOAUMOCTh B HUX OTIIQJIET.
I'panuysl nonocet Habopa — 3T0 OOPAMIISIONIME JOKYMEHT JIMHHH, KOTOPBIC CIYXKaT [Uis
yKa3aHus MOJICH CTPaHUIIBI.
Cemka — 3TO TpyINa NEPECEKAIOIINXCS JIMHHUN, MPEIHA3HAYCHHBIX JJIsl BBIPABHUBAHHS M
IPUBS3KH OOBEKTOB.
Hanpasnsirowue — 370 TOPU30HTANIBHBIC U BepTHKaIbHbIC TUHUH. OHHU, KaK U JIMHUN CETKH, HE
BBIBOJISITCS Ha TI€YaTh M TAKXKE CIIY)KaT ISl BRIPABHUBAHUS M TIO3UIIMOHUPOBAHUS OOBEKTOB I10
BEPTHKAIH U TI0 TOPH30HTAIH.
[Tonst cTpaHMIBl, pasMep KOTOPHIX IO YMOJYaHUIO COCTAaBISICT OIWH IIOMM, OTMEYAIOTCS
JMHUSMH CHHETO [IBETA.



Hacrpoiika napamMeTpoB JUHUN CETKH M HAIPABIIIOMUX IPOU3BOIUTCS C IIOMOLIBIO ITYHKTOB
MeHIo «Pacnonooicenue», «Hanpasnaowue pasmemxu». B okHe «Hanpasnsaowue pazmemxu
3a[al0TCs HY>KHBIC 3HAUYCHUSI.
WNHorpa rpanunbl obsacTy Habopa, JMHUM CETKM M HAIpPaBJSAIOIIME OTBJIECKAIOT BHUMaHHE.
BriBectn mim yopath uX oTOOpa)K€HHE C KpaHa MOXKHO C IOMOIIbIO IMMyHKTOB MEHIO “Buo”,
“I panuyvl u HanpasnAOwWUe” .

7. Bcnomozamenvuas obracme.
Okuo mporpammel Publisher moxnO paccmaTpuBaTh Kak OONBIION CTOJN, HAa KOTOPOM B
IIPOM3BOJILHOM TOPSI/IKE PACIIONIOKEHBI MMYCThIE CTPAHMIIBI CO3AaBaeMol myOsimkanuu. Psamom c
HUMH MOXKETE Pa3IOKHUTh (PparMeHThl TEKCTA, PUCYHKH, JUArPAMMBbl U BCE OCTaJIbHbIE OOBEKTHI,
KOTOpBIE 3aTeM OyIyT MOMEIICHBI HA €€ CTPAHHIIBI.
B Publisher takoii cTon s pa3MenieHus: 00beKTOB — 00JaCTh CEPOro IBETa BOKPYT CTPAHUIIBI
nyOJIMKaluy — Ha3bIBAETCsl BCIIOMOTATEIbHON 00JacThio. B Hee BpeMEHHO MOXKHO MOMECTUTh
00BEKTHI Nepel UX BCTABKOW B 33JJaHHOE MECTO JIOKyMEHTA.

8. Ilpocmomp nybnukayuu.
Pa3zmepbl 0TOOpakaeMoi CTpaHHIIBI CIMIIKOM MaJbl Ul IPOCMOTpPA TEKCTa, pa3MEIEHHOI0 Ha
HEH, MO3TOMY IpPU BBOJAE M PEIAKTHPOBAHUM TEKCTA, KakK IMPaBHIO, TPEOyeTCs yBEITUYHMBATH
MacmTab n3obpaxenus. M, Hao0opoT, nmpu padbore ¢ rpaduyecCKUMH OOBEKTaMH MacliTad Hx
oToOpakeHHsI HEOOXOIMMO YMEHBIIUTD, YTOOBI IPOBEPUTH MPABMIBHOCTD Pa3MEIIECHHs JAHHBIX
00BbeKTOB Ha cTpaHune. Jlis u3MeHeHus Macuiraba H300pakeHUs HMMEIOTCS B IaHeIu
UHCTPYMEHTOB “Cmanoapmuas’ KHONKH “+” (kpymnHee) u “—’ (Meybue) psIOM € KHOIKOMU
“Macwma6” (B IPOLICHTAX ).
MHOroCTpaHHUYHBIE JOKYMEHTHI COCTABIISIOT IMOJABIISIONIEE OOJBIIMHCTBO — ITYOJUKAIHIA.
[lepexox OT cTpaHUIBl K CTpaHHUIE OCYHIECTBISETCS C IOMOLIbIO KHOIIOK Iepexoja
PacCIIOIOKEHHBIX BJIOJIb JIEBOTO HMYKHETO Kpasi BCIOMOTaTeIbHOU 001acTH.

9. Bcmaska cmpanuy.
OOBbIYHO MyOJIMKALMSI COCTOUT U3 HECKOJIbKUX cTpaHull. [Ipy Heo0X0aMMOCTH MOKHO BCTaBHUTh
CTpaHMIIBI BPYYHYIO TaM, IJie 3TO Tpebyercs. [l BCTaBKU B JOKYMEHT HOBOW CTpaHUIIBI HYKHO
BbIOpaTh MYHKTHl MeHIO “Bcmaska” m “Cmpanuya”. YKa)kUTe€ MECTO BCTaBKU CTpPaHUIIbI, U
JIOTIOJTHUTEIIbHBIE TapaMeTpbl: HY)KHO JIM J00aBUTh MYCTYIO CTPaHUILY, CO3[aTb TEKCTOBYIO
paMKy Ha KakJJ0W CTpaHHIIE WA CKOTIMPOBAThH BCe OOBEKTHI Ha CTpaHuIle. BeraBiseMbie mycToie
CTpaHMIIBI OyyT UMETh TY K€ Pa3METKY, YTO M UMEIOIIHECS.

10. Paboma ¢ mexcmom.
[MTockonbky mporpamma Publisher ocHoBana Ha 00BEKTHO-OPHEHTHPOBAHHON MOJEIH, BbI HE
MOXKETe Ha4yaTh BBOJ TeKcTa Tak, kak B WOrd, ycTaHOBHB Kypcop B JIEOOOM MeCTe CTpPaHHIIBI.
CHavana HEOOXOIUMO BOCHOJb30BATHCS KHOMKOW “Haonuce” maHeNTu WHCTPYMEHTOB
“Obvexmul” W BCTaBUTh TEKCTOBOE IMoyie (TEKCTOBBIN (QpeliM), B KOTOpoe 3aTeM Oyner
BBOJIUTHCS TEKCT.
Jis Toro 4toOBl cO37aTh TEKCTOBOE IIOJie, BhIOEpHUTE KHOMNKY “Haonucy”, IENKHUTE Ha
CTpaHHIIe, HAKMHTE JICBYIO KHOINKY MBIIIKM M, HE OTIyCKas €€, PacCTIHUTE IOJje A0 HYKHBIX
pa3MepoB. 3aTeM BBOJHUTE HYXHBIN TEKCT.
Pazmep mosist MeHsieTcss Kak OObIYHO Ha TpaHule moiisi. YToObl MepeMecTUTh MoJie MOMECTHTE
Kypcop Ha ero rpanuiie. Korma Kypcop mpuMeT BU YETHIPEXHAIPABICHHONW CTPENTKU, HAKMHTE
JIEBYIO KHOTIKY MBIIIKH, U HE OTITyCKas €€ IepeMecTUTe MoJie.

11. Bcmasxka mabauy.
UYroObl BCTaBUTH TAaOJUIy HYKHO B MaHEId HHCTPYMEHTOB “O6vexkmul” BBIOpATh KOMaHIY
“lobasume mabauyy”. Belaenutb MecTo B JOKYMEHTE IOJl TalnMily, yKa3aThb HY)KHOE
KOJINYECTBO CTPOK M CTOJIOLIOB M HIETKHYTh Ha KHOMKE “OK”.
UtoOb1 0popMUTH TpaHUII TAOIWIIBI HY)KHO BBIACIUTH TAOJWIly, B TAHEIW WHCTPYMECHTOB
“@opmatupoBanue” BbIOpaTh KOMaHAY “Buo aunuu unu obpamnenus”. Boiopatb nyHKT “/[pyeue
JUHUY”, 3a1aTh BUJI IMHUH, IBET JUHUU U IIEIKHYTh HA KHOMKE “OK”’.



Boxkpyr Tabnuiiel MOXKHO cienaTb 0OpaMJIeHUE U3 y30POB, Ui 3TOTO B MyHKTE “‘/[pyeue aunuu’
BBIOPATh BKIAAKY ‘‘V30pHOe obpamnenue”.
12. Bubauomexa maxemog
B 6ubnuoreke MakeToB HacuuThiBaeTcs O6osee 20 kareropuii 00bEKTOB, MpeAHA3HAYCHHBIX AJIs
CO3MaHMs 3aroJIOBKOB, OIJIABIICHWH, KajeHmapeu, sMOnem, TUHUH U T.1. UYTOOBI BBI3BATh
OMOJIMOTEKY MaKETOB HY)KHO B TTaHEIM MHCTPYMEHTOB “Obvexmbl’” BBIOpATh MYHKT “O6bekm u3
bubauomexu makemos”. Kareropuu npecTaBieHbl Ha BKIaAKe “Paszdenbt”.
MOo3KHO COXpaHUTh B OMOIHOTEKE CO3/JTaHHbIE BAMU OOBEKTHI (HampuMep, JIOTOTHI KOMIIAaHUH) U
UCTIOJIb30BATh MX B IPYTUX ITyOIHKAIHSIX.
Ha Bxmagke “Makemuvl 06vexkmog” yKa3aHHOTO JIUAJIOTOBOTO OKHA MOKHO BBIOpaTh Habop
0(pOpPMIICHHBIX B OJHOM CTHJIE OOBEKTOB, a 3aT€M BCTaBUTh B CTPAHUILY OJAMH WM HECKOJIBKO
00BeKTOB U3 3TOro Habopa. Kax it Habop MMeeT HEKOTOpPbIE OOIIHE ITEMEHTHI 0hOpMIIEHUS, B
TOM YHCIIe LBETOBYIO CXeMy U cxemy HpudToB. Vcnonap3oBanue B MyOJUKaMH OOBEKTOB U3
oJiIHOTO Habopa Mo3BoJIAET OPOPMUTH €€ B €IMHOM CTHJIE.
OOBbeKTHI TEeKyIIEH MyOJUKallMU MOXHO COXPAaHUTh Ha BKIaAKke “Mou 0ob6vexmul”. DTO enaercs
B TOM Cly4ae, €Clid Bbl co3Jaid U O(GOpMHIN OOBEKTHI M XOTHTE€ HX HCIIOJIB30BATh B
JaJIbHEHUIIEM JIJIs1 pa0OoThI B IPYTUX MyOIMKAIUAX.
13. Ilposepra maxema.
B mpomuecce co3maHus OOJBIIMX M CIOKHBIX MyONMMKAMKA HUKTO HE 3aCTPAaxOBaH OT TaKHX
OIIMOOK, KaK MOSBJICHHE CKPBITOTO TEKCTa B OOJACTH MEPETOTHEHHUS] TEKCTOBOTO TOJS WU
HaJIO)KEHHE TpaprUecKuX 00BEKTOB TaM, IJI€ 3TOTO HE JOJDKHO MPOUCXOIuTh. s ycrpaneHus
MOJIOOHBIX OMIMOOK CIYXUT (PYHKIHS MPOBEPKU MaKeTa, KOTOpas aKTUBU3HPYETCS C MOMOIIBIO
IYHKTOB MeHI0 “Cepsuc” u “llposepka maxkema’.
[MTocre BBI3OBa ykaszaHHOW komaubl Publisher BeimomHHT mpoBepKy Ha e€IMHOOOpashe CTHIISA
odpopmnenus myonukanuu. llapameTrpsl NPOBEPKM YCTAHABIMBAIOTCS B TUATIOTOBOM OKHE
“IIposepxa maxema’.
14. Coxpanenue nyoruxayuu.
a) B MEHIO BBIOpaTh MYHKT “Qaiin”;
b) BeIOpars nyHkT “Coxpanums kax”;
C) BBIOpATh HYXHBII JAUCK, MATKY;
d) wabpath ums u BeIOpaTh MyHKT “Coxpanums”.

3ananHue.

Crynentsl co3maror B nporpamme Microsoft Publisher cBoro BH3HTHYHO KapTOuKy, MOYETHYIO
rpamory. IlyOmuKanmue JOJDKHBI COAEPXATh JaHHBIC O CTYAEHTE, O(GOPMIICHBI C TOMOIIBIO
pa3HbIX 3 (HEKTOB.

CTymeHTBI CO3af0T MyOIMKAIMU: BU3UTHAS KAPTOUKaA, OOBSBICHHUE, OTKPBITKA, MPHUTIIANICHUE 1
makat. OTKPBITKU MOTY OBITh Ha OJIHY M3 3aJaHHbIX TeM: «JleHb mo0eab», «/IeHb poKIACHUNY,
«8 mapra» u apyrue. OObsIBIEHHE MOXET ObITh MPO PEMETUTOPCTBO, PACMpOAaXu U T.M. Bce
nyOIuKauu 0(OpMIIIOTCS pa3HBIMU CIIOCOOAMH.



Choucox HCIOJbB3YEMbIX HCTOYHUKOB

OcHOBHbIE MeYaTHBIE U YJIEKTPOHHbIE H3IaHUS

1. uadopmaruka. Yueonuk / Ilox pen. 3apyounoit T.B., Kopobunckoro b.A.- 'DOTAP-Menua,
2022. - 464c.

2. mudpousanus : yaeonoe nocooue / H. P. bykeiixanos, C. 1. I'Boznkosa, JI. U. Kynuzane, U.
M. Umsbips. — Mocksa, Bonoraa : Undpa-Unxenepus, 2022. — 124 c¢. — ISBN 978-5-9729-
1022-9

3. OcHoBBI WH(MOPMANMOHHBIX TEeXHOJIOTUH : yueOHOoe mocobme / C. B. Hazapos, C. H.
benoycoBa, . A. becconoBa [u np.]. — 4-e¢ uzn. — MockBa : HMHTepHET-YHUBEPCUTET
WNndpopmammonnsix Texnomoruit (MHTYUT), Aii [lu Ap Menua, 2024. — 530 c. — ISBN 978-
5-4497-2419-9

JlonoJiHUTeIbHbIE YJIeKTPOHHBIE H3IAHUSA

1. Tpyxauea, H. B. Lludposas : yue6HOe mocobue / H. B. Tpyxauesa, H. I1. [TymeipeB. — 2-¢

u3n. — Mocksa : Al [Tu Ap Menua, 2024. — 169 c. — ISBN 978-5-4497-2570-7. — Tekcr :
anektponnsii // Ludposoit oOpazoBarenvubiii pecypc IPR SMART : [caiir]. — URL:
https://www.iprbookshop.ru/134886.html (mata obpamenusi: 11.03.2025). — Pexum noctyma:
JUTSL aBTOPHU3UP. ITOJIb30BaTEICH
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1. TTosicHUTEIbLHAA 3AMMCKA

JlaHHBIE METOJMYECKUE YKA3aHUs MPEIHAZHAYAIOTCS I OKAa3aHUs IMOMOIIM CTYJEHTaM
B BBINIOJIHCHUH CaMOCTOSITEIBHBIX paboT 1o cnenuanpHocTH 08.02.14 Dxcryaranus u
oOcmykuBaHUE MHOTOKBapTUpHOTrO aAoMa no auctuminae OI1.03 [IpukianHbie KOMIBIOTEPHBIC
MporpamMMbl B po(eCCUOHATLHOM JIESITEIIBHOCTH.
CamocrosiTenbHas padoTa CTyIEHTOB CIIOCOOCTBYET PAa3BUTHIO CAMOCTOSITEIIBHOCTH,

OTBETCTBEHHOCTH M OPTaHW30BAHHOCTH, TBOPYECKOTO MOAXO0/1a K PEIICHHIO IPo0iIeM yueOGHOTo
U Tpo(PEeCCHOHATBHOTO YPOBHS.

CamocrosiTenbHass pabota sBIseTCS O0S3aTENbHOM JUIS  KaXIOro CTyICHTa U
orpezensercss y4eOHbIM IUIaHOM. J[Jisi opraHu3alMy CaMOCTOSITENBbHOW PabOThl HEOOXOIMMEI
CIEIYIOIIUE YCIOBUS: TOTOBHOCTH CTYACHTOB K CaMOCTOSITEIBHOMY TpPYyHy, Halu4due U
JOCTYITHOCTh ~ HEOOXOAMMOro  y4eOHO-METOJMYECKOr0 W CIOPAaBOYHOIO  Marepuana;
KOHCYJIbTAI[IOHHASI [TOMOILIb.

Llenpt0o  caMOCTOSATENBHOM ~ paboThl  OOydYarolMXCs — SIBISICTCS  OBJAJICHHE
q)YH[[aMeHTaHBHBIMI/I 3HaHUAMU, HpO(I)CCCI/IOHaJ'H)HI)IMI/I YMCHUSIMU W HaBBIKaAMU JCATCIBbHOCTHU
II0 TPOQHITIO, OTIIBITOM TBOPYECKOM, HCCIIEIOBATEIBCKON JIESITEIHOCTH.

2. O0beM u coepi:kaHue CAMOCTOATETbHOI PadoThI

Ne HaumenoBaHue pa3jiesioB HanmMmeHoBaHHe caMOCTOATEILHOM Oo0Bem
JTUCIHHUIIINHEI padoThbI 4acoB

Pa3nen 3. OducHble TEXHOJIOTMH MOATOTOBKY I0OKYMEHTOB

1 [Tema 3.3. [MonroToBka cooOeHUH 8
MynpTUMEAUNHBIE TEXHOJIOTUH
00pabOTKU U MpeICTaBIECHUS
nH(pOopMaluu

AToro: 8

3. MeToauueckue PE€KOMEHIAIUHA 11O BBITIOJTHCHUTIO CaMoOCTOSITEILHOM paﬁoTl)I

Iloozomoeka qu)ODMllquHHOZO cooﬁmeuuﬂ

Coobwenue — 3TO BUJ BHEAYAUTOPHON CaMOCTOATEIbHON PabOThI MO MOATOTOBKE HEOOJIBIIIOTO
no o0beMy YCTHOTO COOOIIEHMs Ui O3BYUMBAaHHS Ha CEMHUHApe, MPAKTUYECKOM 3aHSTHU.
Coobmaemass uH(pOpMaIMsT HOCUT XapakTep YTOYHEHHsS WM OOOOIIEHUS, HECeT HOBHU3HY,
OTpa’kaeT COBPEMEHHBII B3TJIs1/1 IO ONPE/IeIeHHBIM Ipo0aeMam.

Coob1ienne oTiMyaeTcs OT JOKJIAA0B U pedepaToB HE TOJIBKO 00beMOM MH(pOpMAaIUU, HO U €€
XapakTepoM — COOOIIEHUS JIOMOJHAIOT  HW3Yy4aeMbli  BONPOC  (PaKTHUECKUMH  WJIH
CTaTUCTHUECKUMH MaTepuanamu. Odopmiisiercss 3aJaHue NMHUCBMEHHO, OHO MOXET BKJIIOYATh
AIIEMEHTHI HATJIATHOCTH (WILTIOCTPALUH, IEMOHCTPAIHUIO).

PernameHT BpeMeHM Ha 03ByYHMBaHUE COOOIIEHUS — JIO 5 MUH.

3arpaThl BpeMEHH Ha MOJTOTOBKY COOOLIECHHS 3aBHCAT OT TPYAHOCTU cOopa HHOpMaINH,
CJIO)KHOCTU MaTepHaia Mo TeMe, MHAWBUIYAIbHBIX OCOOCHHOCTEH CTYAEHTa M ONpeleNsroTcs
npenojaBareaeM. OpUEHTHPOBOUYHOE BPEMSI Ha MOATOTOBKY MH(OPMAIMOHHOTO COOOLICHUS —
lu.

Kpumepuu oyenxu:



*

aKTyaJIbHOCTh TeMBI, 1 Oa,

COOTBETCTBUE coJlepKaHus Teme, | Oana;

riryOuHa npopaboTku MaTepuana, 1 Oanna;

T'paMOTHOCTD U IIOJIHOTA UCITIOJIBE30BAHUA UCTOYHUKOB, 1 6aJ'IJ'I,
HaAJIMYME 3JIEMEHTOB HarJAAHOCTH, | Oaria.

MaxkcuMaIbHOE KOJIMYECTBO 0AJUIOB: 5
OreHka BBICTaBJISIETCS 1o KOJIUYECTBY HaOpaHHBIX

0aJUIOB.
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