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1. HOACHUTEJIBHASA 3AIIMCKA

Metoanyeckre yKa3aHHUs MO BBIMOJHEHUIO MPAKTUYECKHX (J1a00paTOpPHBIX)
paboT no yuebHoil nucuurumbae «MHpopManMOHHbIe TEXHOJIOTHW) MTPEIHA3HAYCHbI
st cryaeHTtoB  cnenuanbHOocTH  09.02.07 HWnHdpopmanmuoHHbIE CHCTEMBI H
NporpaMMHUpOBaHMe, COCTABJIEHbI B COOTBETCTBUU C pabodeil MmporpaMmoit
qucuuiuinebl « AH(OpMallMOHHBIE TEXHOJOIMW» W HAIPaBJICHbl HA JOCTHKEHUE
CIEAYIOIINX LIEJIEH:

- IPUOOPETEHHE CTYIEHTAMU TEOPETUUYECKUX 3HAHUM U MPAKTUUYECKUX HABBIKOB
WCIIOJIb30BaHUs COBPEMEHHBIX KOMITbIOTEPHBIX TE€XHOJIOTUI u
TEJIEKOMMYHUKAIIMOHHBIX CPEACTB B TPO(PECCHOHATBLHOM NEeITEbHOCTH.

Meroauueckue yka3aHHsl SIBISIOTCS YacThIO y4E€OHO-METOAMYECKOr0 KOMILIEKCa
no qucuuruimHe «MHGopManMoOHHbIe TEXHOJOTHW» U CONEPXKUT 3aJaHUsl, YKa3aHU
TEOPETUYECKOT0 MUHHUMYyMA. [lepen BBIMOJIHEHHEM MNPAKTHUECKOW PabOThl KaxIabld
CTYAEHT 00s3aH TMOKa3aTb CBOI TOTOBHOCTh K BBIIOJHEHUIO padOThl, MPOUTH
uHcTpykTax 1o Th npu Ha padote Ha IIK. ITo okoHyanuu paboThl CTYAEHT 0QOPMIISET
OTYET.

B pe3ynbraTe BhINOIHEHMS TOJHOTO 00beMa MPaKTUYECKUX paObOT CTYCHT
JOJDKEH YMETB!

— 00pabaTbIBaTh TEKCTOBYIO U YHCIOBYIO HH(DOPMALIHIO.

— NPUMEHATh MYJIbTUMEAUIHBIE TEXHOJOTMU OOpabOTKH W MpEeACTaBICHUS
uH(popManuu.

—00pabaTbiBaTh  HKOHOMHUYECKYI0 M  CTATUCTHYECKYIO  HH(OpMALHIO,
UCIIOJIb3YA CPEJICTBA MAKeTa NPUKIIAJHBIX IPOTPAMM.

— HCHOJB30BaTh ce€Thb VIHTEpHET M €€ BO3MOXHOCTH JUIsl OPraHHU3aluu
OTIEpPaTUBHOTO 0OMeHa HH(pOPMAITHCH;

— NPUMEHSATh TpaduuecKue peaaKTopbl A CO3JaHHMS W PEAAKTUPOBAHUS
M300paKEHUM.

[Tpu mpoBeaeHNH MPAKTUUYECKUX paOOT MPUMEHSIOTCS CIIEAYIOLIUE TEXHOJIOTHH U
METO/Ibl O0yUEHUS:

1. npo6iIeMHO-TTIOMCKOBBIX TEXHOJIOTUI

2. TECTOBBIC TEXHOJIOTHH

[IpaBumna BeIMOTHEHUS TPAKTUYECKUX PAOOT:

1. BHuUMAaTenpHO TMPOCIYIIANTE WHCTPYKTAXK IO TEXHHUKE O€30MMacHOCTH,
IpaBuJjia MOBEICHUS B KaOMHETe HH(POPMATUKH.

2. 3amOMHHTE TIOPSAJOK TPOBEJACHUS TMPAKTHUYECKUX padoT, MpaBmwiia MX
oopMIIECHUS.

3. H3yuute TeopeTHUeCKUE aCMEKThl MPAKTUYECKON pabOThI

4. BrinonaHuTe 334aHUS TPAKTUYECKON paOOTHI.

5. OdopmuTte oTUET B TETPAJIH.

TpeOGoBanus kK paboueMy MECTY:

1. KomuectBo ydeHudeckux [IOBM, HeoOXOoAMMBIX 1Jis OCHAIlCHUs KaOWHETa
NBT nomxHO OBITH M3 pacyeTa OAHOM MaIllMHBI Ha OJHOTO OOYYarOIIErocs ¢ y4eTOM
JIEeJIeHHs KJlacca Ha JIBE TPYIIIIbI.



2. B coctaB kabunera UBT noimkHa ObITh BKIIFOYEHA OJ[HA MAIlIMHA VISl YIUTENS C
COOTBETCTBYIOIIUM TNepudepuitHbIM 000py0BaHUEM.

3. Kabunetr UBT nomkeH ObITh OCHAIIEH MEMa IPOEKTOPOM U SIKPAHOM.

Kpurepun ouenku:

OueHkun  «5» (OTAMYHO) 3acCiHyXXMBAET CTYJEHT, OOHApYXUBIIUN MpuU
BBITIOJIHEHUHU 33/IaHUI BCECTOPOHHEE, CUCTEMAaTHYECKOE U ITy0OKOe 3HaHKE Y4eOHO -
IpPOrpaMMHOTO MaTepuana, y4YeHUs CBOOOJHO BBIMOJHATH NPO(EecCHOHATBHBIC
3aJlayd C BCECTOPOHHUM TBOPUYECKUM IOJXO0JIOM, OOHApYKMBIIMKA IO3HAHUS C
WCIIOJIb30BAaHUEM OCHOBHOM M JONOJIHUTEIIBHOW JIMTEPATYPBI, PEKOMEHIOBAHHOU
MPOrPaMMOM, YCBOUBIINK B3aWUMOCBS3b M3YyYAa€MbIX U M3YYECHHBIX JIUCIUILIAH B UX
3HaYEHUH [JJs TOpuoOpeTaeMod  CHEHMUANbHOCTH, TPOSIBUBIIMIA  TBOPUYECKHE
CIIOCOOHOCTH B TIOHMMAaHUH, U3JI0KEHUU M UCTIOJIB30BAHUU YU€OHO - MPOTPaMMHOTO
MaTepuaa, MPOSBUBLINI BBICOKMM NpPOPECCHOHATN3M, HWHANBUAYAIbHOCTh B
pElIeHUN NOCTaBJIEHHOW mIepe] coO0OoW 3aJauM, MPOSBUBILIMN HEOPAMHAPHOCTh IpHU
BBITIOJTHEHUHU MPAKTUYECKUX 3aIaHUM.

Onenku  «4» (XOpouIO) 3aciHyKMBaeT CTYACHT, OOHApYXUBIIUN Mpu
BBITIOJIHEHUHU 33JaHUM MOJTHOE 3HAHUE y4eOHO - MPOrPaMMHOI0 MaTepuaia, yCIenrHo
BBIMOJHAIOUMA  MpodeccHoHabHYI0  33Jadyy WM NPOOJEMHYIO  CHUTYalUIo,
YCBOMBILIHWM OCHOBHYIO JINTEPATYPY, PEKOMEHAOBAHHYIO B IPOrpaMMe, ITOKa3aBILIAN
CUCTEMATHUYECKAM XapaKTep 3HAHWW, YMEHHU M HAaBBIKOB IIPHU BBIIOJHEHUN
TEOPETHUUYECKHUX U MPAKTUYECKUX 3aJJaHui 10 nucuuruinHe « MHpopmaTukay.

OueHnku «3» (YyIOBIETBOPHUTENBHO) 3aCITy>KHUBAET CTYACHT, OOHAPYKUBIIHIA TIPH
BBINIOJIHEHUH NMPAKTHYECKUX M TEOPETUYECKUX 3aJaHUN 3HAHUS OCHOBHOTO Yy4eOHO-
MpOrpaMMHOr0 MaTepuaia B o0beMe, HEOOXOAUMOM ISl JalibHeuIel yueOHol u
npoeCCUOHAIBHOW AESATEIbHOCTH, CHPABJISIOMIMICS C BBIIOJHEHUEM 3aJlaHuH,
IIPEAYCMOTPEHHBIX POrPaMMOM, TOMYCTUBIINN MOTPEIIHOCTHA B OTBETE MPH 3AIINUTE
¥ BBINOJTHEHUH TEOPETHUECKMX U TMPAKTUUECKHX 3aJaHui, HO 00Janaromun
HEOOXOIMMBIMU 3HAHUSAMHU ISl UX YCTPAHEHUsSI TIOJI PYKOBOJICTBOM IPEIOaaBaTeNs,
MPOSIBUBIIMK KaKylo-TO JIOJIK0 TBOPYECTBA W WHAUBUAYAIBHOCTh B PEIICHUH
MOCTaBJICHHBIX 33/1a4.

Onenku «2» (HEYIOBIETBOPHUTEILHO) 3aCIyKMBAET CTYACHT, OOHAPY>KUBIIUN
IIPY BBIMOJHEHUN TPAKTUYECKUX M TEOPETHUECKHUX 3aJlaHUi MPOOJIEeMbl B 3HAHUSIX
OCHOBHOI'O y4e€OHOro Marepuana, JOMYyCTUBLIMKA OCHOBHBIE NPUHIMIHAIbHBIC
OLIMOKH B BBIMIOJHEHUU 3a/IaHUsI WJIM CUTYaTUBHOM 3aJjauM, KOTOPYIO OH >KeJaji Obl
pPELINTh WM MPEIJIOKUTh BApUAHTBHI PEUIEHUs, KOTOPBIM HE MPOSBUI TBOPUYECKOTO
MOAX0/1a, UHANBUIYaJIbHOCTH.

B cootBercTBUM € y4eOHBIM IUIAHOM NPOrpamMMbl MOATOTOBKU CIIEHUAIKCTOB
cpenHero 3BeHa mo crnenpanbHocTH 09.02.07 UHpopManmoHHbIE CHCTEMbI U
NporpaMMupoBaHMe U paboyeil mporpamMmbl Ha MpakTUYeckue (J1abopaTopHBIE)
paboTs! o aucturuirHe « UH(opManoHHbIE TEXHOJIOTHI> OTBOAUTCS 28 4acoB.



2. HIEPEYEHB [TIPAKTUYECKUX PABOT

. KoanuectBo
Ne o/ HaumeHoBaHUe NPaKTHYeCKOH padoOThI
qacoB
1 OTKpBITHE TPUIOKEHHUS TEKCTOBOTO TMporeccopa. CTpykTypa 3KpaHa. 2

MeHro 1 Ima"enu WHCTPYMCHTOB. C03I[aHI/Ie 1 COXpaHCHUE JOKYMCHTA

PenaktupoBanue nokymeHra. Bwinenenue 0yiokoB Tekcra. Omnepanuu ¢
2 BBICJICHHBIM ~ TekcToM. KoHTekcTHOoe MeHro. MacirabupoBaHue 2

pabouero okHa. ®opmarupoBanue ad3ameB. Pabora ¢ muHeikoi. Pexum
MPEIBAPUTEIHHOTO MPOCMOTpa

Pabora co cnuckamu. MapkupoBaHHbBIC H HyMEPOBAHHBIC CITUCKHU.
ABromarnyeckue criucku. @opmarupoBanue cruckoB. Pabora co
3 crusivu. Co3ganue ctwis. [IpoBepka opdorpaduu, rpaMMaTHKHA, CMEHA 2
SI3BIKa, paccTaHOBKa mepeHocoB. [lonck u 3amMeHa Tekcra. BeraBka
CHEIMAIILHBIX CHMBOJIOB,

4 Coznanwne u pegaktupoBanue Tabmur]. CopTupoBka Tadmuil. Berancnenus 2
B Tabnumax. [IpeoOpa3oBanne TekcTa B TaOIHUITY

YnpaBieHue npocMoTpoM JOKyMEHTOB. [I[pocMOTp u nepemelenne
5 BHYTpH JoKyMeHTa. [lepexon mo 3aknanke. Mcmnonb3oBanue 2

runepccsuiok. Odopmnenne nokymenTa. Co3gaHre TUTYIBHOTO JIUCTA.
Co3zanuie CITUCKa JINTePaTypshl

CrpaHULBI U pa3ensl JoOKyMeHTa Pa30uBKa JOKyMEHTa Ha CTPaHHUIIBL.
Pa3peiBel cTpanun. Hymepanus crpannn. Kononuatsie TekcTsl. BHecenue
6 ucnpasiaeHuil B TekcT. Co3gaHue COCTaBHBIX JOKYMEHTOB. ClUsHHE 2
nokyMmeHToB. Kononturynel. Pazmenienne konontutynoB. Co3anue
CHOCOK 1 npuMedanuii. Co3gaHue oriaBleHUs

PaGora ¢ pucynkamu B fokymenTte. BeraBka pucyrkos. CocTaBieHue
7 Onok-cxemsl. [lepeynopsnounBanue c10eB pUCYHKA U BpalieHue Guryp. 2

Co3aHue pyuCyHKa-TOJI0KKH JUIsl TEKCTa. Y IpaBlIeHUEe 00TeKaHUEM
pHucyHKa TekcToM. PaboTa ¢ HayuHbIME (hopMynaMu

OTKpBITHE TPUIOKEHHS TaOIMYHOTO mporeccopa. CTpyKTypa
8 sKpaHa. MeHIo u nanenu HHCTpyMeHToB. Co3/1aHKe M COXpaHEHHUE 2
JIOKYMEHTA. 3HAKOMCTBO C DJIEMEHTaMH OKHA.

[lepemenienue ykaszarens sifueku (aKTUBHOM SYEHMKM), BbIIEICHHE
pa3sIMYHBIX JMAana3oOHOB, BBOJ M PEIAKTUPOBAHHE [JAHHBIX,
9 YCTaHOBKA IIHMPHHBI CTOJOIIOB, HCIIOJIb30BAHHWE AaBTO3aIOJIHEHUS, 2
BBOA (QopMyn Ui sY€eK CMEXHOTO/HECMEXHOIo JHMala3oHa,
KOIMpoBaHUe (OPMYJI Ha CMEKHbIE/HECMEKHBIE SIUEHKU

PaGora ¢ auarpammamu. BeraBka cron6ioB. PaboTa co cnimckamu.

10 I'paduueckne 00bekThI, Makpochl. Co3manue rpadUUECKUX 2
00BEKTOB C MOMOIILI0 BCTIOMOTATENbHBIX MPHII0KEHUN

11 OdopMieHre UTOTOB U CO3/ITaHUE CBOTHBIX TaOJIHII

12 KonconuaupoBanue qaHHbIX. Pemenue 3amad ¢ moMoIipio mojadopa
1apaMeTpoB.
Ha3nauenue cuctembl MOATOTOBKH MPE3EHTAIIMU. 3HAKOMCTBO C

13 nporpammoii. PazpaboTka nmpe3eHTauu: MakeTsl 0(OPMIICHUS U 2
pa3MeTKHU.
JloGaBnenne pucyHkoB U 3G(HEKTOB aHUMAITUU B TIPE3CHTAIIHIO,

14 ayauo- u BuaeodparMeHToB. AHUMaNus 00bekToB. Co3aaHue 2

aBTOMAaTHYCCKOU MMpE3CHTAINU. CO3)]aHI/Ie YIpaBJIAIOIIUX KHOIIOK.
COXpaHCHHe 1 IMMOATOTOBKA MPE3CHTAINU K JCMOHCTpALIUN

UTOTIO: 28 yacos




3. COAEP)KAHUE TIPAKTUYECKUX PABOT

IpakTnyeckas padora Nel
OTKpBITHE IPUIIOKEHUS TEKCTOBOTO Nporeccopa. CTpyKTypa sKpaHa. MeHIo ¥ NaHeIu HHCTPYMEHTOB.
Cosznanne u coxpaHeHHe JOKyMEHTa

Llesib: TO3HAKOMHUTBCA C TEKCTOBBIM IporieccopoM Microsoft Word, HayuuThCst co3aaBaTh U COXPaHATh
noKyMeHThI B Microsoft Word.

3aoanue Ne 1. 3amyctute TekctoBbli mporeccop Ilyck — Ilporpammer — Microsoft Word.
Hcnone3ys cnpaBky, HaxkaB kiaBuiry F1, u3yuuTe mpelcTaBiICHHbIE MEHIO U IMaHEIH WHCTPYMEHTOB.
O3HaKOMbTECh C BapUaHTAMH OTOOpaKEHHUS JOKYMEHTa, IpeUIOKeHHBIMA B MeHo Bua. B
MPaBOW YacTU CTPOKHU COCTOSHUSI BBIBEJCHBI KHOIKH, MO3BOJSIOLIME OBICTPO MEPEUTH H3 OJHOTO
pexuma B Jpyroi. UtoObl pa3MecTUTh Ha DSKpaHe Kak MOXKHO OOJBIIYI0 YacTh JOKYMEHTa,
ucnoJyib3yiite komanay Bup — Ilo mmpuHe cTpaHUIIbI.

Bxmrouute pesxxum Pazmerku crpanunsl. 1Ipu 5T0M TOKYMEHT MMEET Ha SKpaHe TaKOW BHJI, KaKOU
oH Oyzer uMmeTh Ha Oymare. [Ipu wHCIONB30BaHMM STOrO PEKHMMa MOXKHO CIKOHOMHUTH MECTO Ha
9KpaHe, CKPbIB BEPXHEE U HUYKHEE OIS LEITYKOM 110 pa3AeIuTeIbHON JIMHUU MEX/ly CTpaHULIAMH.

3aoanue Ne 2. Beenute cBow (aMunuio, uMs, HOMEp Tpynnbl. Jis yhaleHus Mpeablayliero
nepes KypcopoM CHMBOJIA MCIOJIB3YIOT KiaBuiny Backspace, a s ymaneHus TeKymero CMMBOJIa —
knaBumry Delete. [IpoBepbTe paboTy 3THX KIIaBUIIL.

HabGepuTe cremyromue 3HaKu B pyCCKOW pacKIaKe

KiaaBuatypel: . , ! “ ;1?2 () - Ne %

3aoanue Ne 3. Coxpanure NOKyMEHT B cBoeil mamke mox mMmeHem OTUET* (Bmecto * BBemute
cBoto (hamunuio). OTKpOHTE OUATOrOBOE OKHO 3TOH KOMaHIbl U O3HAKOMBTECH C BO3MOXKHBIMH
¢dopmaramu coxpaHeHusi B okomke Tum (aiina, HakaB crpaBa OT HEro KHOINKY CO CTPEIKOW BHH3.
Coxpanute ¢aiin B cBoed nanke 6 ¢opmame Beb-0oxymenma nod mem dce umenem. 3akpotime
OOKYMeHm.

3aoanue Ne 4. C nomompto [IpoBognuka Haiinure cBowo mnanky. CpaBHHTE 3HAYKU
¢aitnos, coxpanennsix B ¢opmare Word u B dopmare BeO-mokymenta. OTkpoiire 006a A0KyMEHTa
NBOMHBIM ULIEIYKOM JIEBOM KHONKHM MBIIIM HWIM KOHTEKCTHOW KomaHIou OTtkpsiTe. CpaBHUTE
BHEUIHUI BUJ JOKYMEHTOB.

3akpoiTe NOKyMeHThl. Boeimomnute komanny I'maBHoro meHroo Ilyck — JlokymeHTBI, HailauTe
B cMcke CBOM JgokymeHT B Qopmare Word. Takum crnocoOboM MOXHO OTKPBITh TOJBKO
HEeJaBHO MCIOJB30BaBIIUICS TOKyMeHT. 3akpoite Word.

3anycture Word. BezoBute komanny ®aitn — OTKpbITh, B TUATIOTOBOM OKHE HAWIHUTE CBOIO
MAIKY, BBIACINTE JOKYMEHT IETYKOM U HAXKMUTE KHONIKY OTKpBITh WJIN CHEIANTE 10 HEMY IBOMHOM
HIETYOK.

3akpoiite mokymeHT, He 3akpbiBas okHo Word. Illenkuute wmento @aiin. Kak Buante, B
HIOKHEHN 4acTh clucKa KOMaHJ TPUBEICHBI IMOCIEAHHE OTKPBHIBABIIMECS JOKYMEHTHI, IIETYOK IO
HAa3BaHMIO OJJHOTO U3 HUX OTKPOET JOKYMEHT.

3aoanue Ne 5. Co3naiiTe HOBBII JOKYMEHT; B OKHE CIIPaBK{ IOJIYYHUTE CIIPaBOYHYIO HH(POPMAIUIO
O CO3JIJaHMM JOKYMEHTAa; B KOHTEKCTHOM MEHIO Ha TEKCTe CHpaBKM BblOepuUTe KOMaH/Abl Bbiaenutsb
Bce, 3areM KomupoBaTh, mnepelauTe B CO3JaHHBIM JOKYMEHT, BBIOEPUTE KOHTEKCTHYIO KOMaHIy
BcraButh 1 coxpanute B ¢popmare Word nog umenem CIIPABKA. 3anaiite BepxHee U HIDKHEE HOJS
B nokymente CIIPABKA 1o 2 cwm, neBoe — 3 cm, npaBoe — 1,5 cm. @opmar 6ymarun A4. Opuenranus
KHUKHas.

Hror padortsl - opopmierue otueta. OTYET O MPAKTUUECKOU paboTe HOKEH COJEPIKATh CIEAYIOIINe
JIaHHEIE:

Hary npoBeaenust paboThI;

ens paboTsr,

Temy (Ha3BaHue);

Xom paboThl, BBITIOJHEHHBIN B TETPAIH;

el A



5. ®aiin BBIOJIHEHHOW PabOTHI.

IIpakTnyeckas padora Ne2
PenakTupoBanue qokyMeHnTa. Beigenenue 0J10koB TekcTa. Omnepaliiil ¢ BBIICICHHBIM TeKCTOM. KOHTeKCTHOE
MeHI0. MacmTabupoBanue pabouero okHa. @opmarupoBanue ad3anes. Pabota ¢ nmuHelikoi. Pexxum
MPEIBAPUTEIIBHOTO ITPOCMOTpa

Heab: mMo3HAKOMHUTBCSI € TEKCTOBBIM mporeccopom Microsoft Word, HayuuThcs penakTupoBarth
nokymentel B Microsoft Word, Beigensats u oOpabaTeiBaTh (DparMeHTHl JTOKYMEHTOB, paboTaTh
C KOHTCKCTHBIM MEHIO, MacHITabupoBaTh pabouee OKHO, (opmarupoBarh ab3aipl, padoOTaTh C
JTMHEWKOH, UCTI0IB30BATh PEXKHUM MPEIBAPUTEILHOTO IPOCMOTPA.

3aoanue Ne 1. Co3naiiTe HOBBIN JJOKYMEHT.

Beenure ctpoky — [ -oca Upuna Pomanosa n naxxmute knasuiry Enter. Benute ¢upma Hogvie
Jlunuu v HaxxmuTe kinaBuiry Enter.

Beenute 109443 Mocksa, nHaxxmute kinaBuiny Enter.

Beengure Jlemuuxa babywxuna 23-65. Haxwmure knaBumy Enter Tpwxasl. Jlamee BBemute
CJIEYIOIMI TEKCT, He HaKuMas knasuiy Enter:

Mput NOYUUIU ucmuHHoe Hacaascoenue om Hawell suepauineu beceowbl
OMHOCUMENbHO Npeocmoaueli pekiamHol Kamnanuu o gupmer «Hoevie aunuuy. Kak, Bawm
usgecmuo, Hawia upma npedocmasnsiem NOIHLIL 00beM Yciye 8 obnacmu Npou38o0CmMed NIUMKU.
Kaoicovi  npedcmasumens gupmol  cneyuanusupyemcss 68 — ONpedeleHHou — 00aacmu, — Ymo
3HAUUMeNbHO pacuupsem Kpye npogeccuonanos. B nauane mecaya mvl opeanuzyem 6cmpeuy
Hawux cneyuanucmos ¢ Bawumu npedcmasumensmu.

Haxwmure knaBumy Enter naBa paza wu BBemute MHckpenne Baw Cmanucnas. 3a
pasvicHeHusmMu npouty oopawamscs ko mie. Haxxmure xinasunry Enter.

Hlenkuute Tmepen NPEIOKEHUEM 3a pa3vbsACHeHUsMU Hpouly obpawamscsi Ko MHe W
HaxxmuTe Kiasumy Enter. [Ipennoxenne nepemMecTuTcs Ha CIEAYIOUIYIO0 CTPOKY.

Otkpoiite cnucok mnons Macmrad u ycranoBute Macmtad OpnHa crtpanuna. Ha skpane
MOSIBUTCSI CTPAHUIIA CO3/IaHHOTO Bamu gokymeHTa.

YcranoBure macmrad 75 %.

CoxpaHuTe BCe M3MEHEHUS B JIOKYMEHTE.

Ortxkpoiite ¢aiin Tekerl.doc. OTKpoeTcss OKHO TOKYMEHTA C TEKCTOM:

Ilepsvim smanom mnaweu OesmenvHocmu 013 ¢upmel Hoevie cmpenku se6nsemcs cos30anue
umuoxca xomnanuu. Cnedyowuii sman npedycmampueaem u3yyeHue pulHKA U NpeonodmeHull
KaueHmos. Mbvl ysepenvl, umo ucciedo8anusi 8 3MOM HANPAGIEHUU 3aKIA0blearom Kpaey2obHblll
KaMeHb 8 OCHOBAaHUE YCNeWHOU PeKIaMHOU KAMAAHUU.

Boinonaute komanay MeHio Beinenuts Bce. Bech TEKCT BblAENUTCA. BBINOTHUTE KOMaHy MEHIO
Konuposate. Tekct ckonupyercs B 6ydep oomena. 3akpoiite ¢aiin Tekerl.

[llenkauTe B Hayalle CTPOKH, CIENYIOUIEH 3a TEKCTOM, M BBINOJIHUTE KOMAaHIAy MEHIO
BceraButh. TekcT u3 Oydgepa oOMeHa BCTaBUTCS B CO3/1aHHBIN paHee JOKYMEHT.

CoxpaHuTe U3MEHEHHUSI, BHECEHHBIE B IOKYMEHT.

3aoanue Ne 2. lllenxuute Ha cTpoke Hckpenne Baw Cmanucnas.

Haxwmure xnomky Ilo mpaBomy kparo. Tekct OyaeT BBIpOBHEH IO MPaBOMY Kpar AOKYMEHTA.
Breinenute cTpoky 3a pazvsicHenusmu npouty oopawamucs Ko mMHe.

[lepemecTuTe yKa3aTenb MBIIIM Ha BBIACICHHYIO CTPOKY. VYKaszarenb MpuUMeT (opMmy
HaKJIOHHOM CTPEJIKH, HalpaBJIEHHOM BJIEBO.

Haxmure u ynepxkuBaiiTe KHONKY Haxarou. llox crpenkold nNOSBUTCA yKas3aTelnb B BUIE
MaJIEHBKOTO MPSMOYTOJIbHHUKA.

[leperamure NpSIMOYrONBHBIM YyKa3aTenb B TMYCTYIO CTpoKy Haa ¢paszoit Hckpenne Baw
Cmanucnas M OTITYCTUTE KHOMIKY MBIIIN. BrienenHas cTpoka mepeMecTuTCs.

[lenkauTe B 1I000OM MecTe€ BHE BBIACIEHHOTO (parMeHTa. BrigeneHue oTMeHUTCS. BwimonHute
komanay meHto Halitu. [TosiButcs auanoroBoe okHO HaliTu 1 3aMEHUTS.

lenkuuTte Ha BKiaake Haittu u B mone Haiftu BBemute mecsna. Haxxmure knaBuiny Enter. B
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TEKCTE CJIIOBO MECSIA BBIIACIUTCS.

IllenxkauTe HA BKJIAJAKEe 3aMEHUTD.

B mosBuBmieMcs mone 3aMEHUTh Ha BBEAUTE Hedeiu W HAXMHUTE KHOMKY 3ameHuTh. CIoBO
Mecs1a 3aMEHHUTCS CJIOBOM HeJlEeNU. 3aKpOMTE OKHO MOKCKA.

JIBOMHBIM IIETYKOM BBIICIMTE CIIOBO Mbi, 3aTeM Hakmute kiaBuiry Shift, u He ormyckas
ee LIEJKHUTE 10 MOCIeIHEMY CIIOBY BTOPOTro abd3aria Tekcta. TeKCT BhIIeIUTCA.

Haxxmure knHonky Ilo mmpune. YCTaHOBUTCA pEKHUM BBIPDABHUBAHMS TEKCTa 110 LIMPHUHE
CTPAHMIIBI JOKYMEHTA.

VYcranoBute ykazaresb Ha Mapkep OTCTyn NEepBOM CTPOKH Ha TOPU3O0HTATIBLHOM JIMHEHKE.

Haxxmurte neByro kHOmKy M mnepemectutre Mapkep Ha 0,5 cm. OTHycTHTE KHONKY MBIIIH.
A63a1 OyeT HaYMHATHCA C KPACHON CTPOKHU.

Haxxmure coueranue knaBum Ctrl+End. Kypcop mepemectutcs B KOHel JOKymeHTa. Beemurte
Cnucok nawux ¢uiuanos. Haxmure xnasuiy Enter.

Ha mnanenn WHCTpYMEHTOB WIENKHUTE Ha KHonke Mapkepel. Ha 53kpanHe mnosBurcs
CHeIaIbHbIA 3HAYOK (MapKep).

ITocne mapkepa BBenute r. HoBocuOupck u Haxkmute knaBumty Enter. Kypcop mepeiiner Ha
JIPYTYIO CTPOKY U HOSIBUTCS CIEAYIOIINUNA MapKep.

Beenure o. Jluneyx n Haxxmute knasuiny Enter. Beenure 2. Omck. Haxxmure knaBumry Enter.

Otoxxmute KHONKY Mapkepel. B a0KyMeHTE MHOSBUTCS MapKHUpPOBaHHBINA crnucok. CoxpaHuUTe
W3MEHEHUS, BBEJICHHBIE B JIOKYMEHT.

[IpumepHBIi BUI JOKYMEHTA:

-#a KpliHa PoMaHosa
DLpMa HoBEle T
109443 Mockea

NeTuka BabylukiHa 23 —65

Mel MOMHAMM  WCTWHHOE  HACNAKASHWE OT Hael BYepallHeil Becefsl OTHOCMTENEHO
MPEACTOALER PEKNaVHOR KAMOAHAA ANA dlpel «HoBbIe /e, Kak, Bam M3BECTHO, Haa
dipMa  MPedoCTABNAET MoMHel oBbeM YCIyT B OBNACTM MDOMSBOACTEA MKW, HKawasl
MPEACTABATENE  DMEl  CNELMATMSMDYETCA B ONDEAENSHHOA  OBNacTM, YTO  3HAUMTENEHO
pACLMPAET  CNEKTD, [ROPECMOHANOE, B HAUane Hefend Mbl OpraHM3yeM BCTPEUy HALLMK
CMELMANMCTOR C BALLMMI NpeACT ASkTensmu,

MepBEM 3TANoM HAWEA AeATensHOCTIA AnA GrpMbl HoBble CTRenka ABnaeTcs
COZLAHAE  MMMSHA KOMOAHAM, CRegMolpii 5Tan MpegycMaTplBasT  MsyqeHide
pEHKA W MpegnoqTeHad KIMEHTOB. Mel YEEpeHB!, YUTO WCCNeAoBaHAA B STOM
HAMPABNEHMM  3aKNAMEIBAKT  KPASYTONbHEI  KaMeHb B OCHOBAHME  YCMelHOi
PEKIAMHCIA KAMMaHMA,

38 PaTLACHEHMANMIA MPOLLY OBPALLATECA KO MHE,

MckpeHHe Ball CTanMcnas.
3aoanue Ne 3. Bwigenute Ha3zBanue ¢upmel Hoeie nuaup. Ha manenmn dopmaTtmpoBaHus

wenkaute HERESHRE Togyupusiii, 3atem Ha kHomnke Kypeus. |Hamucanne ¢upmbl otoGpasutces

TOJTY>KUPHBIM KYPCHBOM, ™

BLII[ JARTC ABC CTPOKIT CaAPCCOM:

Ha mnanenn ®opmarupoBanue menkHute Ha cTpenke nons [lpudr. BriBenercs cmucok
JTOCTYIHBIX IIPUDTOB.

[Mpokpytute cnucok wmpudtoB u  Beigenure Arial  Black. I[Hpudt BbIAEICHHOTO
(bparMeHTa U3MEHUTCSI.

Ha nmanenn ®@opMarnpoBaHus IEIKHATE Ha CTpesike nojsi Pasmep. BeiBeneTcss Ciucok 3HA4YEHUM.
Bribepure u3 crincka 3nauenue 10. Pazmep Bbienennoro ¢parmenta oyzaer paBeH 10 myHKTam.

Ha nanenu wunctpymentoB ®opMaTupoBaHUs IIEIKHUTE Ha cTpenke mnons llser mpudra.
[TosiBUTCS MaHENb LIBETOB.

Bri6epute Jlunmomerii 1mBer. CHumuTe BbIIeneHrne. COXpaHUTE BCE BHECEHHBIE B JOKYMEHT
n3meHeHus. ll{enkHuTe Ha IEpBOM CTPOKE TEKCTA.

BrimosnanTte xomanasl mMeHO BceraBka — bykBuma. IlosButcs nuanoroBoe okHO byksumna. B
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00JIaCTH TMOJIO’KEHHUE IETKHUTE Ha BapuaHTe B Tekcre.

B o6mactu mapametpsl ycranosure: [pudrt — Verdana

BricoTa B cTpokax — 2. Paccrosiaue ot Tekcra — 0.

byksa M Oynet ordopmaTtupoBaHa Kak OyKBHUIIA.

Ha mnamenmu wuHcTpymMeHTOB @OpMaTUpoBaHUs IIEIKHUTE CTPENKY KHOIKM Bblienenue
useroM. [losBUTCS 11BETOBASA MaHENb.

Hlenkaure Ha kHomke Cepwlii 25 %.YcraHoBHTE Kypcop B KOHEIl NEpBOro abdsama Tekcra U
Ha)XKMUTE J1Ba pa3a Kiasuury Enter.

Bemmonnute koManasl MeHr BceraBka — PucyHok. Ha skpaHe mNOSBUTCS [IManoroBoe OKHO
BcraBka pucynka. BeiGepure u BcTaBbTe B JOKYMEHT JIFO00# PHCYHOK.

C nomo1ib0 KOHTEKCTHOIO MEHIO YCTaHOBUTE pa3Mephl pucyHka. B mose Beicota BBeaute — 4 cwm,
B nosie lllupuna — 6 cm.

Pacrnionioskure pucyHok 1o neHTpy crpanunsl. lllenknure BHe kapTUHKH. BbinencHue cHumercs.
VYcraHoBuTEe Kypcop B Hayaje CTPOKH IHiepen crnuckoMm ¢uuuanoB. Haxwmure kimaBumry Enter.
VYcTaHoBHTE Kypcop B IIyCTYHO CTPOKY M Ha naHenu Purypel HOKMUTE KHONKY JImHusa. Ykasarens

npuMeT Gpopmy ILTIOC.

Ilomecture ykasaTelb Ha MUTAKOIMM Mapkep W IPOTAIUTE €ro J0 KOHIA CTPOKH B
rOPU30HTAJILHOM HarlpaBiieHuu. Hapucyercs ropuzoHTalibHas TUHUSL.

VYcraHoBUTE TONIMHY JIMHUM 2,25 nT. YcraHoBuTe [uid JMHUU TeMHo-roiay6oi nser. CoxpaHute
WU3MEHEHNS, BHECECHHBIE B JIOKYMEHT.

BeinonnuTe komany MeHro [IpeaBapurtenbHblil IpOCMOTP.

F-ma Hpwka Porakcea

TvpH o RN
109443 Morsma

NaTuwes Bafyunees 23 —65

b DORabAR  ROTRRRCE o bawed raun s oot
Mnbemmmcd peiearbd WIHakk e LIS dRDH © HOERIE SMNEEG. G, BIN bRk,
BALA REHY NPRECTARRART NoMkbd CUBSH YOIW B OOMACTH MpORIBONCTES NARTH: . 3l
PR=RTABKTEAL  BPHE  TELLAIREETS B ONpEgEiekkol AMATR, 10 TAukTEMLLG
FUABEAST TUTD NEGSCChOLASCE. B b2uARE bEEEIL M OPFARLTREN BOTERLY LU
etpaskcTon C BALE M NDARTARK TERSHS

NEPALH TANOH bawed EATEsLMOT GR3 QBENG MOBWE OIS W SEASETCR
COPARKE B HEGKS  HOHNAkkR. Ceegpaukd OTAD PPSOYCHATORBAST b skhe
okl b npepnouTeRkd WSk TOR. Mb VESDeLb, UTO RCCAA[CEARKA B ITOH
LAMpADASkEE  WAMGEOT WMSEOIERLA  WIMERE 0 030Rdkke pmewnod
[, PHTE

28 PATEAG Bk bANE APDUL SPALLATES HD Hie.

Hogpenke Bi Crakk coan.

CROOH b Uk i N anon .

3aoaue Ne 4

[Ton |IlanenssMu HMHCTPYMEHTOB U IO JI€BQM TpaHHIIE OKHAa pacroyiokeHbl JuHeiku. O06e
JUHEHKU |BUIHBI TOJNBKO B peXHME pasMeTKu cTpaHull. Ha ropu3oHTanbHOM JIMHENKe
pasmernieHbl MapkEphl ((DUKCATOpPHI) JIEBOTO U TIPABOTO IIOJEH, OTCTyma W TO3HWIHMK TaOymsIuu
TOro ab3gua, B KOTOPOM paclojioxkeH Kypcop. Ha BepTukanbHOH JMHEHKEe pa3MENIEHbI MapKephl
BEPXHETO |1 HWXKHEro mnosied. Mcrnonb3yst Mplillb, MOKHO OBICTPO M3MEHUTH OTCTYIIBI a03ala, HUpPUHY
CTOJIOIIOB TaOJMIIBI U T.JI.

I[lo mnpaBoii W HWKHEH TrpaHUIAM paboyero 1Moy JOKYMEHTa pACIOJIOKEHbl IOJIOCHI
NPOKPYTKH, TNpeAHAa3HAYeHHble  JJIsI  IepeMelleHus 1o  OoibpmuM  jgokymeHTam.  [lox
TOPU30HTAJIBHOM TOJOCOM NPOKPYTKH pacnosiokeHa CTpoka cocTossHMM. B Hel yka3biBaercs
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uH(popManusg O HOMEpE TEKYIIeH CTpaHUIbl, OOIIeM KOJIWYECTBE CTpPaHWUIl, KOOpAWHATAX Kypcopa,
HAJIMYUU B TEKCTE OIIMOOK, S3bIKE MPOBEPKH MPABOMMUCAHUSA U T.1I.

Breibepute komanny Buo — Jluwneiika. CHOBa aktuBu3upyite Jluuetixu. Ilpu HeoOXommmocTu
MO>KHO OTKJIFOUUTH TOJIBKO BEPTHUKAIBHYIO JTHHEHUKY.

Hror padorsl - opopmienne otyera. OTYET O MPAKTHUECKOU pabOTe AOIDKEH COJEPIKATh CICAYIOIIIE
JaHHBIE:

1. Jlary npoBeneHust paboThl;

2. llens paboThr,

3. Temy (Ha3BaHue);

4. Xon paOoThl, BBIOJHEHHBIN B TETPAIH;

5. ®aiin BRITOTHEHHOH pabOTHI.

IIpakTnyeckas padora Ne3
Pabora co cnrckamu. MapKkupoBaHHBIC 1 HyMEPOBAaHHbIE CIIUCKU. ABTOMaTHYECKUE CIIHCKH.
dopmartupoBanue ciuckoB. Padora co crumsimu. Co3nanue ctust. [IpoBepka opdorpadun,
rpaMMaTHKH, CMEHA 53bIKa, pacCTaHOBKA repeHocoB. [lonck u 3ameHa Tekcra. BeraBka crenuanbHbIX
CHMBOJIOB.

Leab: MO3HAKOMUTBCS C TEKCTOBBIM mporeccopom Microsoft Word, Hayuutbes co3naBath
MapKHpPOBaHHBIC ¥ HYMEPOBAHHbBIC CIIUCKHU, PA0OTATh CO CTHIISIMH.

3aoanue Ne 1. Co3maliTe CIUCOK:

1. IIyHKT nepBblIii.

2. ITyHKT BTOpOH.

3. ITyHKT TpeTHii:

] MapKMPOBAHHBIN AJIEMEHT;

(] MApKUPOBAHHBIN JIEMEHT;

[] emte OJJUH 3JI€MEHT.

4. TIyHKT 4eTBepThIil

IIPOJOJDKEHHE ITYHKTa YETBEPTOTIO NPOAODKUTE IPUHYAUTEIBHBIM IIEPEXOI0OM Ha HOBYIO CTPOKY.
3MeHuTe MapKep, MCHIONb3ys 3HaKH © U ¥.

3aoanue Ne 2. Co3aiiTe CIIUCOK:

. 3aBTpaK COCTOUT U3 CIETYIOIINX OO

. OMJIET;

. Kode;

. OyJoYKa C JPKEMOM.

. Ob6en BKIIIOYAET:

cajar;

- CYIL,

. Kapkoe

. YKUH OTpaHu4YuM

. Kalllel TPeYHEBON;

. YaIlIKOM 4asl.

3aoanue Ne 3. Co3naiiTe IByXypOBHEBBIN CIIUCOK:

1. 3arisHyB B y4ueOHUK MIIM KOHCIIEKT JIEKIUI, Mbl MOXeM 0e3 TpyJia OTBETUTh Ha CIIeIyIOIIHe
BOIIPOCHI:

a. Uro taxoe aiin? Yro Takoe nanka? Uto y HUX 001I€ro 1 4eM OHU OTJIUYHbI?
b. Yro takoe Kop3una?

c. Kakue oneparuu M0oXHO coBepiiath ¢ ¢aiiaMu U mankamu?

2. MBI MOXeM TO3HAKOMHUTBCS CO CBSA3BIO MEXKY MPHIIOKEHUSAMHU U pacCIIUpEeHUsIMHU UMeH (aiinoB. [{ns
3TOrO

a. OTkpoeM 0KHO Mo#i KOMIIBIOTED;

T WO o NN O —
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b. Beibepem Cepauc — CBoiicTBa nanku — Bua, caumem ¢raxxok «CKpbIBaTh pacIIupeHUs s
3aperuCTPUPOBAHHBIX TUIIOB (ailios;

c. [IpocMOTpHUM CIMCOK pacIIUPEHUN U COOTBETCTBYIOIIMX ITPUIIOKEHUN.

3aoanue Ne 4. Co3nalite CIUCOK:

1. BaHOB.

2. IlloxwuH.

3. Bopucos.

4. ITetpos.

3anaiite COpTUPOBKY TeKcTa ab3aleB 110 BO3PACTAHUIO.

3aoanue Ne 5. Otkpoiite nokymeHT Tpu a63ana.

Jlo6GaBbTe 3aroioBOK «BenuKoIenHblid Masp.

BrigenuTe Bech TEKCT (BMeCTeE C 3aroyioBkoM). 5. Ckonupyiite B Oydep oOMeHa.

VYBennubTe pa3Mep JOKYMEHTa, BCTABUB B HEro U3 Oydepa oOMeHa ele JBe KOMuu.

Jlo6aBbTe 3aronoBok nqokymenta Ilpukiaoyenue Toma Coiiepa.

BcraBbTe B TEKCT ellle TpU 3aroj0BKa:

IIPOCTaKU — MEpE] YETBEPTHIM a03aleM;

Ooray — mepe maThIM ad3arem;

paboTa u Urpa — rmepej1 MecThiM ad3areMm.

CoxpaHuTe TOKYMEHT B cBoel marnke ¢ Ha3BaHueM CTHIIN.

[lepeiianTe B OOBIYHBINA PEKUM ITPOCMOTPA JOKYMEHTA.

BeiBeiuTe Ha 3KpaH M0JI0CY CTUJIEH MIMPUHOM 3 CM.

OTtobpa3zute Ha 3KpaHe naHens 3aaa4 CTuiau u GopMaTUpOBaHUE.

[lepeonpenenure cTuinb OOBIYHBIN:

mpudt — Times New Roman, pazmep — 12 1t; BeIpaBHUBaHUE — 110 [IHPHHE;

OTCTYI NIEPBOi cTpoku — 1,5 cm.

[IpumenuTe 3aroI0BOYHBIE CTHIIN:

CTUIIb 3arosioBok 1 — s 3arosnoska [Ipuxitouenne Toma Coitepa;

CTHJIb 3aroJIOBOK 2 — JiJIsl 3ar0JIOBKOB BenukonenHsii Masp;

CTUJIb 3aroyioBoK 3 — jui1s 3arojioBkoB IIpocraku, borau, Pabota u urpa.

[Tepeonpenenute cTiib 3arojioBoK 1:

mpudt — Arial Black, monyxupHsiii; pazmep — 14 0T; LBET — KpacHBIN; HHTEpPBaAJ MEXAY OyKBaMH —
paspexxeHHbIi Ha 1,5 nT; Mmacmtad — 150%; OykBBI — BCe MPONKCHBIE; BBIPABHUBAHUE — I10 LIEHTPY;
OTCTYIH NEPBON CTPOKH — HET; UHTEPBAJIBL: Niepe adb3areM — 28 0T, mocie ad3ama — 14 nt; > ab3arg
BHU3Y OTpaHUYEH KPacHOM JBOMHOM JUHMEN TonuuHon 1,5 0T; paccTosHue OT JIMHUU J0 TeKCTa — 6 TT.
[lepeonpenenute cTriib 3arojJoBOK 2:

mpugt — Arial Black, momyxuphslif; pazmep — 12 nT; OykBbI — BC€ MPONUCHBIE; I[BET — CUHUI;
paspsaka — 2 IT; BBIpaBHUBAaHUE — 10 IIEHTPY; UHTEpBaibL: epen ad3aueMm — 24 nr, nocie ad3ana — 12
IT.

[lepeonpenenute cTriib 3arojJoBoK 3:

mpugt — Arial Black, momyxuphslif; pazmep — 1 1 0T; 1BeT — 3eJI€HbI; BBIpaBHUBaHUE — IO LIEHTPY;
MHTEpBaJIbL: niepe] ad3amem — 22 1T, nocie ad3ana — 11 nr.

Cosnaiite ctunps OnpesienieHue:

mpudt — Courier New; pasmep — 13 nT; HauepTanue — 00bIYHOE; a03allHble OTCTYIBI: ClIeBa — 2 CM,
CIpaBa — 2 cM; BIpaBHUBaHUE — [0 IIUPHUHE; MEXAYCTPOUHbIN HHTEPBaAI — OJYTOPHBII; HHTEPBaIbL:
nepen ab3anem — 12 0T, mocie ab3ama — 12 0T; pamMka ¢ TeHbIO; TPaHUIa PAMKH: TPOWHAs TMHUS, CHHSIS,
ToNIMHA 1,5 1T, 3aMBKa — JKeaTasl.

Cospnaiite ctuns [Ipumeuanue:

mpudt — Times New Roman; pasmep — 12 nT; HauepTaHue — KypcHuB; ab3aliHble OTCTYIbI: ciieBa — 1,5
CM, CrpaBa — 2 CM; BBIPAaBHUBAHUE — 110 JIECBOMY Kparo; MHTEepBaJbL: nepen ad3aem — 10 nt, nocne
a63ama — 10 nT; IeBas TpaHUIIa PaMKH; JIMHUAS TPAHUIII: IBOWHAsI, OMPrO30Basi, ToMmuHa — 1,5 1T,
paccTosiHuE OT JIMHUU JI0 TEKCTa — 6 MT.

Co3paiite cTuib Beinenenue:

3aJIMBKa — cepasl.

Cozpnaiite cuMBOJIBHBIN CTHIIb KpacHbie OYKBBI:
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mpudt — Times New Roman, nomyxupHsiif, 18 0T, IBET — KpaCHBIM.

Co3spaiite cMMBOJIBHBIN CTUIIb CUHUM KYPCHB:

mpudt — Times New Roman, kypcus, pazmep — 12 0T, BT — TEMHO-CHHHH.

[TIpumenute cruim Onpenenenue, [Ipumedanue, Boinenenne, CHHUI KypCUB K HECKOJIBKUM
(dbparMeHTam TEKCTa.

ITpumenute cumMBOIBbHBIN cTHIIb KpacHble OyKBbI K Ha4aJIbHBIM OyKBaM HECKOJIBKHMX a03alleB.
W3menute ctuns Onpenenenue: nBeT mpugTa — CHHUM.

N3menute ctuib Beiienenue: IBET 3aIMBKH — JTUJIOBBIN.

N3menute ctuib KpacHble OyKBbl, 100aBUB KENTYIO 3aIHUBKY.

W3menute ctuns CUHMNA KypCHUB, TOOABHUB IOAYEPKUBAHUE.

VYbenureck, yTO U3MEHEHUS IPOM3OUIYT BO BCeX (parMeHTax TEKCTa, 0THOPMaTUPOBAHHBIX C
nomo1neko ctuieit Onpenenenue u Beinenenne, Kpacusie 6ykBbl, CHHUI KypCHUB.

VY nanure ctuns Beigenenue. 31. BeisicHute, kak OyayT oTopMaTUpoBaHbl (parMeHThl, K KOTOPBIM
paHee ObUT IPUMEHEH CTHIIb Brienenue.

Hror padorsl - opopmienue otdaera. OTUET O MPAKTUYECKON paboOTe AOIDKEH COJEpKATh CIEAYIOLIHE
JaHHbIE:

Jaty nipoBeaeHust paboTHI;

ens paboThr,

Temy (Ha3BaHue);

Xon paOoThl, BHIIOJIHEHHBIN B TETPaJIu;

@aiis1 BBINOIHEHHON pabOTHI.

ko

IIpakTuyeckasi pabora Ne4
Cosznanue v penaktupoBanue Tadoaun. CopTupoBka Tadiuil. Beraucienus B Tabnuiax. [IpeodpazoBaHue TeKcTa B
Ta0IHITy

Heab: MO3HAKOMHUTBCS C TEKCTOBBIM mporeccopom Microsoft Word, HayuuThcst co3maBaTh U
PEAaKTHPOBATH TAOJHIIBI.

3aoanue Ne 1. Co3naiite HOBbIN noKkymMeHT TABYJISALINA:

Tabymamuay
-+ 1-cMTI0-TIeBOMY - 7 -cMTIO TICHTPY - 14-cmo mpasomyy|
-+ 1-cMTI0-TIEBOMY - 7 -CMTIO ‘LICHTPY - 14-cMmo mpasomyY|
1
-+ 1l-cMTI0-TIEBOMY - 10-cM-T10 pasgenurentoy
-+ Cryn - 130,59
-+ Cron - 145,759
- Illxad - 134539
3aoanue Ne 2. Coznaiite Tabnuiy:
Teker Teker Teker
Teker Teker Teker
Teker Teker Teker
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[IpeobpazyiiTe KOO TaOIUIIBI B TEKCT.

[IpeoOpasyiite kommio Tekcta nokymeHTa TABYJISALIUA B Tabnumy, Hcrnonb3ys B
Ka4yeCTBE pa3JIeUTEeNs 3HAK TaOYISIIIHHU.

3aoanue Ne 3. Coznaiite Tabnuiy:

4098
OTuecTBO dOTO
damunusa

3aoanue Ne 4. Coznaiite Tabnuiy:

KosnuecTBo 3aka3oB
CenTsiopb | OkTsa0pb | Hosiops | JlekaOopnr | SAuBapsb HToro
Crynbps 112 118 95 98 100
Crobl 52 55 59 65 66
Ixadsl 21 23 22 28 16
JluBaHbI 19 18 17 16 19

HToroBbie 3HaYSHHS B MOCIIEIHEM CTOJIOIE MMOACYUTANTE, HCIIONB3YsS KoMaHay Tabnuya —
@opmyna. B nuanoroBom okHe Oyaer mpemioxkena popmyna =SUM(LEFT), Beimosnnsromas
BBIYMCIICHHE CYMMBI YHCEIN B STYEHKAX CIIeBA.

[TpocMoTpuUTE CIIUCOK MpeTaraeMbiX GOpMyoI.

[Ipy wW3MEHEHWM JaHHBIX B SYEWKaX CyMMa aBTOMATHYECKH HE MEPEeCUYUTHIBACTCS.
3aMeHHUTE KOJMYECTBO CTyjlbeB B ceHTs0pe: BMecro 112 Beemure 150. YcraHoBuTe Kypcop Ha
UTOTOBYIO CYMMY CTYJIbeB (OHa BBIJENUTCS 3aTeHeHHeM) W Haxmure F9. Pesynprar oOHOBHUTCHL.
pyroii cioco0: BbI3BaTh KOHTEKCTHYIO KOMaHy OOHosumb nove.

3aoanue No 5. Cosznmadite Tabnuily. B mocnemgHeit cTpoke mojacuuTaiTe o00IIee YUCIO
4acoB, UCHOJB3Ys HOPMYITy CyMMHUPOBAHUS BBIIECTOSALINX SUEEK.

Yucio Jenb Henenu Bpems Hauana IIpeamer Yuco yacos

3aoanue No 6. Co3pnaiite Tabnmuiy. MI3MeHHTE HaNIpaBIeHUE TEKCTA.

[Tonyuennas Ne nunnoma
CIIEUAIBHOCTD

Ne i/ HazBanue
y4eOHOTO 3aBEICHHS

I'ox moctynnenust
I'on okoHuaHus

Hror padorsl - opopmienue oruera. OT4eT 0 MPAKTHIECKOW pabOTe AOKEH COJAEPKATh CIASAYIOIINE
JTaHHBIE:

1. [Jaty npoBeneHus paboThbl;

2. Uenb pabotsr,
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3. Temy (HazBanme);
4. Xon paboTbl, BHITIOJHEHHBIN B TETPAJIH,
5. ®aiin BBIOJIHEHHOW PabOTHI.

IIpakTyeckas padora NeS
VYpasieHue NpocMOTpoOM T0KyMeHTOB. IIpocMoTp U nepeMelieHue BHyTpy JoKyMeHTa. [lepexon no
3aknazake. Mcnonbs3oBanue runepccsiiok. Odopminenue nokymenta. Co3nanue TUTyabHOro nucta. Cozganue
CIIIICKA JIUTEPATyPHI

Leab: mO3HaKOMUTBCS € TEKCTOBBIM mporeccopom Microsoft Word, Hay4uThest ynpaBisiTh
HPOCMOTPOM JIOKYMEHTA, HCHOJIb30BATh TMIEPCCHUIKH.

3aoanue Ne 1. OtkpoliTe CO3IaHHBIH paHee JIOKyMEHT. I[lepememniaiitech 1O JTOKYMEHTY,
UCTIONIb3YSl KJIABUINM WM COYETAHWS KIABHIN W3 TMPHUBEACHHON HWKe TaOmuIpl. PesyiabTaTsl
W3MEHEHHUS TOJIOKEHUSI MapKepa BBO/Ia 3alUILIUTE B TAOIHILY:

KimaBumm PesynbTar
-, T
PgDn, PgUp
End, Home
Ctrl + 4, Ctrl + T
Ctrl + —, Ctrl + «
Ctrl + PgDn, Ctrl + PgUp
Ctrl + Home, Ctrl + End

3aoanue Ne 2. OTkpoiiTe co3maHHBIN paHee JOKyMeHT. [lepememaiiTech 0 JOKyMEHTY,
UCHOJb3Ys MbllIb. 3alUIINTE PE3yJIbTaThl B TAOIUILY:

JeicTBue Pesynprar
I ]eqKHUTE MBIIIBIO B KAKOM-TH00 MECTe TEKCTa
[I{enKHUTE MBILIBIO HA CEPOM YUYaCTKE, PACIIOJI0KEHHOM HaJl
WM 1101 OETYHKOM Ha BEPTUKAJIbHOU MOJIOCE TPOKPYTKHU
[eperamuTe GETYHOK K BEpXY BEPTUKAIBHOM MOJIOCHI
IIPOKPYTKHU
[epetamuTe GeTyHOK K HU3Y BEPTUKAIBHOM MOJIOCH IPOKPYTKH
[leperaniure GeryHok Ha cepeiiHy BEPTUKAIbHOM MMOJ0CH
IIPOKPYTKHU
Heckoibko pa3 LIeIKHUTE KHOIIKY CO CTPEJIKOW BBEPXY Ha
BEPTUKAJIBHOM TOJIOCE TPOKPYTKH
Heckoibko pa3 LeIKHUTE KHOIIKY CO CTPEIKON BHU3Y HA
BEPTUKAJIBHOM ITOJIOCE TPOKPYTKH
Heckoibko pa3 MEIKHATE KAy KHOIIKY C JIBOMHOU CTPEJIKOU
BHM3Y Ha BEPTUKAIbHOM M0JI0CE MPOKPYTKHU

3aoanue Ne 3. OrtkpoiiTe co3maHHBIH paHee mokyMeHT. lllenkaute KHOMKY Bovibop
obvekma nepexooa Ha BEPTUKAIBHOH TMo0JIoce MPOKPYTKU. (O3HAKOMBTECH C BO3MOXKHBIMU
BapuaHTamMu BbIOOpa. [Ipu sTOM JBOIHBIE CTpENKM Ha KHOMKAX BEPTHKAIBHOM IMOJOCHI MPOKPYTKH
MEHSIOT YepHbId 1BeT Ha cuHui. Mcnone3yiite komanny [lpaexka — Ileperimu nis nepeMeIleHUs Ha

Apyrue CTpaHWIBl JOKyMeHTa. BriOepure komaHmy Bcmaexka — 3axkiaoka. BBenute Ha3BaHHe
3aKJIIKM U HAKMUTE KHOTIKY /[ob6asumys. 3akpoiiTe naHenb 3akiaakd. llepeliiuTe B Hayalo TEKCTa,
Hakas Ctrl + Home. Beibepute komauny Bcmaexka — 3axnadka. Haxwmure kHomky [lepetimu.

14



3akpoiiTe OkHO 3akiganka. C MOMOIIBIO CTPOKHM COCTOSIHUS OIPENEIUTE HOMEp CTPAHMIIBI, HOMEp
CTPOKM M TO3MIMIO Kypcopa Ha CTPOKE. 3aKiIaJKH YAAIAIOT B TOM XKE OKHE

3aoanue Ne 4. HaGepute cienyroomue TEKCThl, COXpaHss HMX B OTACNbHBIX (aiinax. MMeHa
(hailyoB COOTBETCTBYIOT Ha3BAHUSAM TEKCTOB.

Ilpano-apomamuueckue oéowiu
Takue oBOIIM BBIPAIIMBAIOTCS B OrOPOJAE M MCIOJB3YIOTCS Ui IPUTOTOBIEHUS OJIOJ, 4YTOOBI
IIpuaaTh UM apoMar. buonornyeckas LEHHOCTb TAKMX OBOIIEH HE CTOJIb BAJKHA, OAHAKO MHOTHE M3
HUX oOnajnaroT JiedeOHbIMU cBoiictBamMu. K Hambosiee pacnpocTpaHEHHBIM BHJAM  IIPSHO-
apOMaTHYECKUX OBOULICH, KOTOpPBIE MOKHO BBIPACTUTb B OrOPOJE, OTHOCATCS YKpOII, aHHUC, MEJIUCCa,
MsTa, (peHXenb U T.1.

Ykpon

YKpOIl BBIPAIMBAIOT JUIS ITOJIYYEHUS MOJIOJOM 3€JI€HU, KOTOPYIO HCIIOIB3YIOT KaK B CBEKEM, TaK U
B KOHCEpBUpOBaHHOM Buzae. B ykpome coxepxurca Butamud C u 3¢upnele macma. OH
BO30Y)KJIaeT alMeTuT, 00J1a1aeT MOYETOHHBIMU CBOMCTBAMHU U YCTpaHsIET IIy4CHUE )KUBOTA.

Anuc

AHHUC HCIIONB3YyeTCs B MEOWIMHE MHOrHe ThicayeneTus. CemeHa wWin 3(HUpHBIE Maciia aHKCa
— COCTaBHOM KOMIIOHEHT JIEKapCTB IIPOTHB Kaluld M MNPOCTyAbl. B 3HAYMTENBHON CTEICHH
OH yHoOTpeOJisieTcss MPU HU3rOTOBICHUM KOHIUTEPCKUX W3JEIHUM, MEeYeHHs, NpPU KOHCEPBUPOBAHUU
OBOIIEH M MPOU3BOJCTBE JIMKEPOB. AHAJIOIMYHBIMH  CBOiicTBaMuM  o0Onazaer U (heHXelb,
KOTOPBIM JIEr4Ye BBIPALMBATh, 4 10 CBOUM Ka4yeCTBAM OH HE yCTYIIAaeT aHUCY.

Menucca

JIMMOHHBIM HpPHUBKYC M apoMaT MEJUCChl JIEKAPCTBEHHOW oOmpeaensaT cdepy HCIOIb30BaHUs
3TOr0 pacTeHus: Tam, Ije TpeOyercs JIMMOHHAs LeApa WM JIMMOHHBIA COK. B JHCTBAX Memnmcchl
comepkarcsi apupHble Macia W AyOusbHbIe BemecTBa. C TIOMOIIBIO MENHCCHl apOMATH3HPYIOT
YKCYC, MailoHe3, MsACHble OJrofa, cajaTbl, Cylmbl M coychl. JleueOHble CBOICTBa y MEIUCCHI
AQHAJIOTUYHBl MATE: MEJIMCCA MPENOTBPAINACT B3AYyTHE KHIICYHHMKA, CHHIKACT JABJICHHE W CHHUMAcT
MUrpeHb. M3 cBEXHX U CYHIEHBIX JINCTOYKOB FOTOBST IIPEBOCXOIHBIN OCBEXKAIOIIUN Yall.

Mama

CyliieHble JIMCThSI MATHI HNEPEYHOM MCIOB3YIOT MPH MPUTOTOBICHUU CaMbIX Pa3IMYHbIX OJIIOJ.
Ona BBI3BIBACT aIllETHT, YCTPAH’ET ITy4eHHUE IHKHUBOTA, OKa3bplBasi TEM CaMbIM OJaroTBOPHOE
BO3/ICHCTBUE HAa BECh IUIIEBAPUTENBHBIM TPaKT, a TaKXkKe YCTpaHsAeT >elynouHble Oonu. Msta
UCIOJIb3YETCsl B BHJIE JIe4eOHOro yasi (0TBapOB) MPEXkKIE BCETO MpH 3a00IEBaHUIX MTEYEHH U KETYHOTO
ITy3BIpSl.

®Denxenv

@®enxenp (yKpomn amnTeuHbI) — pacnpocTpaHeHHas mpunpaBa. I[loMuMo uCHOJb30BaHUS B
JIOMAIlIHEM XO3SIIICTBE, OH IIPUMEHSETCS B IHIIEBOM IPOMBIIUICHHOCTH IIPU BBIIIEYKE IEYEHUS U
KOHJUTEPCKUX u3fenuil. DdupHble Macna, coaepkamue B (QeHxene, ONaroTBOPHO IEHCTBYIOT Ha
MUAILEBAPUTEIBHBIN TPAKT.

HyXHO cBs3aTh 3TH TEKCTHI B TMIEPTEKCT. /sl 7TOro B mepBOM TEKCTE BBIIEIMUTE CIOBO "yKpom'.
Ha nanenn BcraBka BwiOepure komanny Ccbuika / Tmmepcchuika. Ha skpaHe THOSBUTCS OKHO
nuasnora Jlo6aBieHue rUnepeCbliky, B KOTOPOM HYXKHO HAalTH HEOOX0IUMBIH (aii.
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= o

JoGasnie HHe rHne pceviikKK @

CeRsaThb C: Tekcr: yxpon Moackazka...

;'é] Nanka; 7 _) Mo AOKYMEHTE! :j

davinom, geb- | i
TEXYWaA » ] medcon.mp3 [
Q fEhe (»}] september.mp3 Beibiop pamky. ..
MECTOM B ) Anc.doc

Hble
CTpaHHUB! MansAmes 13 EKB rar
& NPOBEpKa NPaBoMHcaHnA. doc
P Diearns % NpsroapomaTh4eckme osown.doc
AOKYMEHTOM harinet ] Yicpon.dac

aokymeHTe | |POCMOTREH: nﬁ§ MansAKBL! 13 EKE .doc

vl
_l] Aapec: 9xpon.doc i!
anex‘roonyou"
Linbid [ OK ] [ OTMeHa ]

[lenxuute nmo knonke OK, u ciioBo "ykpon'" U3MEHUT LBET U CTAHET MOTYEPKHYTHIM.

[loBTOpUTE 3TH AEWCTBUSA [JIs CJIOB: aHWUC, MEJIKMCCAa — W3 IEPBOrO JOKYMEHTAa, a 3aTeM Ul
HA3BaHMsSI OBOIICH, BCTPEYAIOIIMXCS B APYIHX JOKyMeHTax. Ha3BaHMsS KakIoro OBOILA CBS3bIBAiTE C
Ha3BaHUEM COOTBETCTBYIOIIETO (aiia.

Ilocme Toro Kak Bce Ha3BaHUS  OBOIINEH  OKaXYyTCA  BBIACJICHHBIMH  I[BETOM U
MOTYEPKUBAHIEM, YCTAaHOBHTH Kypcop Ha J000H W3 HUX. Eciam Kypcop M3MEHHUT CBOKO (opMmy u
CTaHET MOXO0X Ha MPaByK PYKY C BBITSHYTHIM YyKa3aTEIbHBIM NalblleM, 3HAYUT, BCE CIENIaHO
MPaBWIbHO. 3aiepKUTe Kypcop Ha ciioBe "yKporm'", psiioM MOSBUTCS TaOIMYKa C MOJHBIM HMEHEM
(aiina, KOTOPBIN CBs3aH C 3TUM CJIOBOM. [Ipu 1miemdke 1mo 3ToMy CI0BY 3arpy3utcs ¢ain Ykpom.doc.

B 3arpysuBmiemcs (aiie TosSBUTCS TaHeNnb HMHCTpyMeHTOoB Be6-yzen. Bepautech k«
HCXOJHOMY TEKCTY, IIEJIKHYB IO KHOIKe co cTpenkoil Hazax. Crnoo "ykpon" u3meHWIO 1BET. DTO
03HAYaeT, YTO 3TY CCHUIKY TPOCMOTPEIIH.

[IlenkHYyTh MO THUNEPCCHUIKE IMPaBOM KHOMKONW MBIIIM M BHIOpATh B KOHTEKCTHOM MEHIO
KoMmaHly ['unepccblika, B CIUIBIBAIOIIEM MEHIO BbIOpaTh KoMaHIy M3MeHuTh runepccbuiky. Ha skpane
MOSIBUTBHCS IMAJIOTOBOE OKHO M3MeHeHue runepcchliku. JlJis M3MEHEHHS HaXMHUTE KHOIKY Y JaluTh
CCBLIKY.

Hror padortsl - opopmienue otdyera. OTUeT 0 MpaKTUYECKON paboTe AOKEH COJIepKaTh CIEAYIOLIHe
JaHHbIE:

@3__-9)1‘61\;{},‘6{11&&6;1’36@%03 ~ | Nepexoa ~ | =5
CrRocuBEDht PHceTpEs Eatte e LBt s reTpay;
5. ®aiin BHIOTHEHHOH pabOTHI.

IIpakTyeckas padora Neb6
Crpanuiibl 1 pa3ziens! JokyMeHTa Pa30nBka qokymeHTa Ha cTpaHuIbl. Pa3peiBel cTpanut. Hymeparus
CTpaHI/II_I. KOHOH‘IaTBIe TCKCTHBI. BHCCGHI/IC I/ICHpaBJIeHI/Iﬁ B TCKCT. COS}IaHI/Ie COCTAaBHBIX JIOKyMeHTOB.
Crnustane mokymMentoB. KomoHTutyisl. Pazmenienne konoHTuTy10B. Co3/aHie CHOCOK M IMTPUMEUaHHH.
Co3naHue orjiaBJICHUS

Heanb: u3ydyeHue (QYHKIMOHAIBHBIX BO3MOXHOCTEH TekcroBoro mporeccopa Word 2016 wu
MpuoOpeTeHne HABBIKOB TMPAKTHUYECKOW paldOThl MO CIOXKHOMY (OpMaTHpPOBAHUIO TEKCTOBBIX
JIOKYMEHTOB.
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3anaHus AJ1s1 MPAKTUYECKOT0 3aHATHS M HHCTPYKTAK MO UX BBINOJIHEHUI0
1. U3yuuts Teoperuueckue cBeaeHus . KpaTtko 3anucarb B TeTpaJb IJIaBHOE

2. PazoOpats mpuMepsi.

3. BBIMOTHUTH MpaKTUYECKHUE 3aJaHMS TI0 TAaHHON TeMe Ha KOMITbIOTEpE.

Teoperuyeckue cBeieHUs
Cnoxnoe popmarupoBanue qokymentoB Word 2007

CHnocku ipeiHa3HAYEHBI 17151 100aBJICHUS K TEKCTY KOMMEHTapHeB, OOBbSICHEHUH, YKa3aHHsI

HMCTOYHHMKA HH(OpMAITUH.

CHocku OBIBAaIOT OOBIYHBIC (B KOHIIE CTPAHUIIBI) M KOHIIEBBIE (B KOHIIE BCETO TEKCTA).
st paboThI CO CHOCKaMU TIpeiHa3HavdeHa naHenb "CHocku'".

ABI [‘] BCTaBMTE KOHLEBYIO CHOCKY

A?‘, Cnegywowas cHOCKa
Bcrasuth
CHOCKY _E] MokasaTb CHOCKK

CHOCKM ]

Jist BCTaBKM OOBIYHOM CHOCKHM HEOOXOIMMO HaKkaTh KHONIKY "Bemasums cnocky” (Ctrl+Alt+F).
B Tekcte, B TOM MecTe Te HaXOAWICS Kypcop MOSIBUTCS 3HAYOK CHOCKH, & BHU3Y CTPAHHIIBI -

rOpu3OHTAaJIbHAad pasaCInuTC/IbHas JUHHUA U HOMEP CHOCKH.

|1y BCTaBMTE KOHLEBYIO CHOCKY 3 ¥npasaerue ucror

([@ Crune: APA

A§ Cheayowas cHoCKa ~
Bcrasutb

Bcrasute
CHOCKY E] MokazaTe CHOCKM

ceBinky &P Cnucok auteparyp
CCRIAKM W CIMCKW INTEPAT)

|

1 CHOoCkm

Bcrasutb cHocky (Alt=Ctrl+F)

AoBasneHne CHOCKW B JOKYMEHT,
MepeHyMepaumna CHOCOK B AOKYMEHTE BhIMOAHAETCA aETOMATUHECKM,
@ Ans nonyyeHUs AONONHUTENBHBIX CBEAEHMI HAMMMUTE Knasuwy F1.

-

CHOCOK CIIY>KUT OKHO manenu "Crocku”.

CnoxHoe popmatuposaHndd

CHOCKH HyMEpYIOTCSI aBTOMaTH4YECKH B COOTBETCTBUU
BbIOpaHHOM MoJb30BaTeeM cucTeMoi Hymepauuu. [Ipu
n00aBJIeHUH HOBOM CHOCKHM WIN yJAJI€HUH CYLECTBYIOIIEH
OCTaJIbHBIE IEPEHYMEPOBBIBAKOTCS.

[lepememniaTbcst MEXly CHOCKaMU MOKHO TPU TIOMOILN

OHKEEYD CHOOKY 3 3 YNpapaenne NCTOYHUEIMNN ) ] 123 Crmcox uanocTpagmi
1CHOMKE = — 2 Crunee APA v = 1! O&HOBNTE T2EMMU
BCTagute Borasute
od CoMnKy ~ u) Cnucox auTepaTypy ~ wasEanme o) NepekpecTnaa comnka
e COhinki ¢ CTIHCKN ANTEPaTYPY Hassarneg
o
A [ B 2 13 4 1 <5+ 5 1221 5 1+ 9 110 1o 12 31
a:am.-‘m:‘: L L e o e 0 el L . - .
IToccninka
[lepexpeciHme cocMaKM ? IEI
Tun cowansm: BCTAPHTD ConInky Ha:
v | Tescr saronoexa v|
[¥] BcraemTs kak renspocbney
AnA K2Koro 3aroncexa;
CmOKn
NEPEKEBCTHEN CCsInky

[ Berasmie l | Orme=a

Jlnst BCTaBKM KOHIIEBOM
CHOCKH TpeHa3HaueHa KHOIKa
"Bcmasums koHyegyo cHocky"
(Ctrl+Alt+D).

Ji1s Gonee TOHKUX HACTPOEK
CHocxm @[Z|

Momowenne

O soraiennis cHocKH:

TopHaT
DopraT Foxepa: 1,2,3 v |
apyrod: <‘
Havare ¢ 1 |$
HyseDauna: MPoAD TS v } C

MpreHnTh Mnerea

OpmeraTs: KO BISMY AOKYMEHTY v w

[ BCTasuTe ] . OTme=a I

kHomnku "Cremyromas cHocka'.

Jlnst ynaneHusi CHOCKH
HEOOXOAUMO €€ BBIJCIUTD, a 3aTEM
Haxarthb kinasuiry Delete.

[TepexkpecTHbIE CCHUTKH

[TepexpecTHBIE CCBUTKH CITyXat
Uit OBICTPOTO Tepexojia K HYKHOMY
AJIEMEHTY IOKYMEHTA.

B Bopne 2007 MoxHO co3/1aBaTh
MEPEKPECTHHIC CCHUTKA Ha CIIETYIONIHE

OJICMCHTBI: 3aroJOBKH, CHOCKH,
3aKJIa/IKM, Ha3BaHWsA, HYMCPOBAHHBLIC
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a063anbl. MTHCTpYMEHTHI 17151 pabOoThI ¢ EPEKPECTHBIMU CChUIKAMU HaxosTcs Ha maHenu "Ha3Banus".

[TepekpecTHBIE CCBUIKH CO3AKOTCS TOIBKO MEXKAY JIEMEHTaMHU OJHOTO JOKYMEHTA.

BBenute TEKCT, ¢ KOTOPOro OyJeT HaunHAThCS MEPEKPECTHAs CChLIKA.

Haxxmute knonky "llepexkpectHas ccpuika'.

B oTkpriBIIEMCS OKHE B BBINaMaromeM crnucke "Tum cchbulku'" Hajgo0 BBIOpATh TUI dJIEMEHTa, Ha
KOTOPBII OyJeM cChlaaThes.

B Boimagaromem cnucke "BcTaBuTh cChUiKy Ha" HaJO0 yKa3aTh JaHHBIC, KOTOPBIE CIEAyeT
N00aBUTh B JOKYMEHT.

Jlis Toro, 4ToObl UMETHh BO3MOXKHOCTh IEPEX0JIa K CChUIAEMOMY IEMEHTY (uiaxok "BcTaBUTh
KaK THIEPCChUIKY" JOJDKEH OBITh yCTaHOBJICH.

IlepekpecTHbIE CCBUIKM BCTaBJISAIOTCSA B JOKYMEHT B Buie noineil. Ilepexmrodarbes Mexny
peKHUMaMU OTOOpPaXKCHHsI KOJIOB IMOJICH M 3HAYCHUU TOJEH MOXKHO TPU TIOMOINU COYCTAHWS KIIABHII

Alt+F9.

3toccoinka { REF _Ref191718223 \h }

M3MEHUTH TEKCT CaMOM CCBUIIKM MOKHO MPSIMO B JOKYMEHTE.

OrnaBneHue

OrnaBiieHHe - 3TO CIHUCOK 3ar0JIOBKOB JOKYMEHTA.

Jiist Toro uToObI OBICTPO C/ENAaTh OTJIaBJIEHUE JOKYMEHT JOJIKEH ObITh OThOpMaTUPOBaH
COTJIACHO BCTPOCHHBIX (POPMATOB yPOBHEH CTPYKTYPHI WIIH CTUIJICH 3ar0JIOBKOB.

3aTeMm, yCTaHOBUB KypcOp B MECTE€ BCTAaBKM OIJIaBJICHUS, HaXXMHUTE KHONKY "OrnaBieHue"
na”enu "OrnasneHne". B OTKpBIBIIEMCS OKHE BBIOCpUTE HYKHBIN (pOPMAT OTJIABIICHHUS.

) 9~ v

-/

— FnasHas Beraska PazmeTka cTpaHuuel Ceeinkm P
(2 JoBasuTe TEKCT ¥ {[{) BCTaBuTb KOHUEEYIO CH
=¥ 06HOBUTE TabANLY Ag Cheayrowas cHocka ~

OrnasneHune Bcrasute
v CHOCKY ¥
BCTpoeHHbIN i
= i
[ AsToco6upaemoe ornasneHune 1 )
= r
'
Ornasnenne 2
3aronosox 1 ... o S s i e ek s 1 -
Jaronceok 3...... evosiny 3 b
AsToco6upaemoe ornasnexHue 1
\
)
AsTOCO6Mpaemoe orn| AETOMaTMHECKW COBMPAEMOE OrA3BNEHME (C
3aronoekom "OrnasneHue’), KoTopoe
BKDYAET BECh TEKCT, 0P OPMAEHHLIN
Ornaznenue CTUAAMK “3aronosok 1-3
e e N IR PP NI~ et - s e e P ST 4 b oy e e b e e 1
Iaronceow 2 1
3aronceok 3 1
Py4yHoe ornasnenue
Ornasnenne
B raape: | 1) 1
Boegmre rmaso |y B i ot e A A e it A Lk s ek 2
Bee g rassul (yp 3) £l 4
Baeay raae | 1) E
Z  Ornaenenue.., b
b:\ ¥A3nWTE OrNaEAEHME E
=4

T

[Tpu HEOOXOIMMOCTH TOHKUX HACTPOEK orjaBieHus HaxmuTe "OrnasieHue.."
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Ornagne Hue EIEI

COrrosnerre | o
1
Qfpazeu NeMaTHIro ACKYHEHTA Obpazeu ed- 20KyHeHTS ‘
EETL0T TeT-To T 15 A, 1|5 3aronosos 1 -
3ATONOBOK 2uvrennasassssnssssssssssans 3 33roncEoK 2 ‘
3Ar0N0BOK 3uuressersessnssasassaes 5 2arcnosek 3
v v
MoxaraTh HOMEPI CTRAHMY THNEPCCEINGH THECTO HINEPID CTPIHALL
[¥] Hoepa cTpamu ro npascny kpaio
SamomnTens: !r ....... v _
Ofwne
Dopeath: U3 wabnoma v
¥YpopHn: I3 v
[ Napaverpsl... ] [ Ksmarire.. ]
i e
[ o ][ ommm

Jl1s ObICTPOH IPAaBKH YK€ CYIECTBYIOLIErO OIJIaBJICHUS C/IeNIaliTe IETYOK B II0JIE OIJIaBJICHHUS.

ERE o EHOBNTE TABAVLY... |
|1 = [ ORIONS O [0N0BKOE A0KYMEHT A,

Oraapaenune

CroxHoe popmaTvposaHie 1
1
MepekpacTHor CColk 1

[IpenMeTHBIi yKa3zarenb

[IpeameTHBIN yka3aTenb - 3TO CHUCOK TEPMUHOB, BCTPEUAIOIIUXCS B JOKYMEHTE, C YKa3aHUEeM
CTPAHMI] TJI€ OHU PACIIOIOKEHBI.

IIpenmeTHBIN yKa3aTeab MOXKHO CO3/1aTh JJISl CICIYIOIINX 3JIEMEHTOB:

OTJIebHBIX CIIOB, (ppa3, CUMBOIIOB;

pa3zenos;

CCBIJIOK.

st paGoThI ¢ 3TUM 2JIeMEHTOM (popMaTHpOBaHUs IpeIHa3HaYeHa maHenb "TIpeaMeTHbIi
yKazareyb'.

=] NpeaMeTHRIA yKasaTenb

¥ O6HOBWTE yKa3aTENb
MomeTute
3NEMEHT

MpeamMeTHeIN YKasaTens
UToObI HCTIONTB30BATh B KAYECTBE MPEIMETHOTO yKa3aTemst KakoH-1Tn0o (GparMeHT TeKCTa, ero
HE00XO0/AMMO BBIJICNINUT, 3aTeM HakaTh KHONKY "[lomeTuts snement" Ha nanenu "lIpenmMeTHbIi
yKazaTenp'.
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Onpe AENEHMHE INEMEHTA YHasaTe nn

4 Inesest yrazatena
OLHOEHOR:

|
AOMOHHTENEHEA! (

|aMpeameTrbd yrassrenby '

Nb «MDe AMETHEIA YKA3aTE NbE,
ParmMe-T TexkcTa, ero

MNapansrpe:

() naperpecT=an CieKa: ‘:di:

(%) Terywaa cTpaHaLa

() anznzscd crpaHig
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HpI/I IIOMETKC TCKCTAa B JOKYMCHTC I[O6aBJ'I$IeTC$I CIICHHUAJIBHOC CKPBITOC I10JIC.
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XEM\aNpe ameTHyAyxazaTe AR .

Y1o0pIMCN0N2083Toa«aUeCTES NPEAMETHOrO yRa2aTenaKanon-nubodparmenrrercra, ero

Jli1s OKOHYATeJIbHOM COOPKH MPEIMETHOTO yKa3aTelsl HakMuTe KHONKY "[IpenmeTHblii

yKasaTenL" " 1Ipu HCO6XOI[I/IMOCTI/I B IIOABUBIICMCA OKHC NPOU3BCANTC OKOHYATCIIbHBIC HaCTpOﬁKH

Ofpasey NEYaTHINS ACKYNEHTA
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[ (0,8 ] x Orae=a J
3aKknagku

3aKJIa,Z[KI/I MMpEeaAHa3HAYCHbI JId 6BICTpOTLI )51 y,Z[O6CTBa HaBUTAlUHU TI0 JOKYMCHTY - OHH
IIO3BOJIAOT 6I>ICTpO NEpEeXOaUTh K PAHEC ITOMCYCHHBIM MECTaM B TCKCTC. ,HJ'I?I TOTO, 9TOOBI caciaTb

3aKJIaKy He0OXO0IMMO YCTaHOBUTH KypcOp B HY)KHOM MECTe JOKYMEHTa U HaKaTh KHOMKY "3akmagka"
Ha nagenu "Cssa3u'" nedts! "Beraska'.

B nosiBuBIIIEMCS OKHE HCO6XOIIHMO BBCCTH MM 3aKJIaKH. CJ'ICZ[yeT HMCTb BBUAY, YTO UM

JTIOJDKHO HAYMHATHCS ¢ OYKBBI M HE COICPIKATh MPOOETIOB.
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[Ipy momMomu 3TOM K€ KHONKKW M OKHa
MOKHO TIEpeMeIIaThCsl MO 3aKJIaaKaM, J00aBISITh
HOBBIE M YIQJISITh HEHY)KHBIE.

Hdus  pabotsl ¢ Oubmuorpadueir wu
uuTaTaMud CinyXuT naHenb "CChUIKM M CIUCKH
IuTeparypsel”

bubnuorpadus - 3TO CIIMCOK
JUTEPAaTYPHBIX ~ WJIM  JPYTUX  HCTOYHHKOB,
KOTOpBIE  HCIIOJIb30BAIMCh THpPU  MOJITOTOBKE
nokymenta. Kak mpaBwiio, oHa NOMemiaercs B
KOoHIIe TekcTa. [lpu BcTaBke 1MTAT HAIO
yKa3bIBaTh HICTOYHHK OTKY/la OHH B3SThI, IIO3TOMY
nonatust "OuOmmorpadus" u "murTaTel" TECHO

B3alMMOCBs3aHbI.

JlanHbI€ B11eMeHTHI (pOpMaTHPOBAHHS MTPUCYTCTBYIOT, KaK MPAaBUJIO, B HAYYHBIX paboTax,
03TOMY, OoJiee TOAPOOHO HAa HUX OCTAHABJIMBATLCS HE OyIeM.

3aganue Ne 1
Omxpotime dokymenm Proba.docx

s 61H06b cO30aHH020 OOKYMEHMA, UCNONb3Y5 blOENEeHHbIE NOJYHCUPHBIM WUPUDIMOM KOMAHODI,

YCMAaHO8UMb credyroujue napamempul:
1.Pa3meTka cTrpaHuIbl —

[Tonst - HactpauBaemsle mostst (1ose ciesa: 2,5 cM, mosje crnpasa: 1,5 cm,

noJie cBepxy: 1,5 cM, mosie cHu3y: 2 cM, KOJIOHTUTYIN cBepXy 1 ¢M, KOJIOHTUTYIM CHU3Y: 1,2 cM);

2.Pa3meTKa cTpaHUIbI —

Pasmep (pasmep 6ymaru: A4, 21 x 29,7 cm);

3.Pa3zmetka ctpanulpl - OpueHTanus (OpUEeHTalMs JIUCTa: KHIDKHAS);
4.I'nasnast — Hpudt (mpudt: Times New Roman, pasmep: 12 nyHKTOB, HauepTaHHe:

OOBIUHBI);

5.Pa3metka ctpanuiibl - PacctaHoBka nepeHOCOB (YCTaHOBUTH aBTOMATHYECKUM MTEPEHOC CIIOB).
6.I'maBHas-A63an — OtcTyn (mepBasi cTpoka Ha 1 cm)

3aganue No 2

Ilepeo kasxcovim abzayem Habpanno2o Bamu mekcma ecmasums paspulésl, max, ymo Ovl

Kadxcowlli ab3ay HAYUHALCSA ¢ HOBOU CIPAHUYDI.

3amanue Ne3
Bcmasvme 6 0okymenm nomepa cmpanuy:

Bcraska-Howmep crpanuibi- BBepxy crpanuisi- Ctpanuna X u3 Y- [lonyxupHbsie Homepa 3

3apanue Ned
Bcmasvme 6 0oxymenm xononmumynoi:

BceraBka- Huxnuit kosoHTUTYI1- KOHCEpBAaTUBHBII
B kononmumyne ykasicume gpamunuio agmopa u HaumMeHo8anue 00KyMeHma

3amanue Ne 5

B nauane uvemsepmoco absaya ycmanosume byxeuyy. B pezyrvmame Bovl nonyuume credyroujuti

8U0 mexkcma

0OEI COXPAHHTE JOKYMEHT, BocnoassviiTecs koMangof Coxpamite kxnomku Odwc. IIpn nep- !

OM COXpaHEeHINH JOKVMEHTA OTKpPOeTcd Juanoroeoe okuo CoxpaHenne JOKVMEHTa, HOZEO- |
miee VKa3aTs HMA dafiaa H ero monoxenne (nanky). Paiiisr, 0THOCAIIHECT K OJHOMY IIPO-:  a/IaHM
SKTY HIH 00BeTHHEHHEIE II0 KAKOMY- THOO HHOMY IPHHITHITY, PeKOMEHIYeTCA XPaHHTE B OJHOH IIanKe. 3rc: e Ne6

JI0ZEQJIACT VIIODAJOYHTE HHqJDP\iEJ.IHI-D H VIIDOCTHTE IIOHCK JAHHEIX.

seoume 3a20/108KuU ab3ayes:
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Beenenue

dopmaTupoBaHHe

Kononuaras BepcTka

byksuia

CBS31 U CCBUIKU

3apanue Ne7

Yemanosume 6 namom abzaye eunepccoliku ¢ npedvloywumu ad3ayami:

Cesoicume 00OHOKOPEHHbLE CI08A MeKCma, U 0alime KOHYeBYI0 CHOCKY C NOSICHEHUeM MOo2o Ul
UHO20 CNI08A

3amanue Ne8

Ilpumenume cnoocnoe popmamuposarue K 3a20108Kam abzayes. Ycemanosume
cmunv 3aeon060k 1.

3aganue Ne9

Ha ocnoge 3a20106K08 cozdaiime asmocobupaemoe ocnasienue

3aganue Nel(

B pesicume cmpyxmypor nomensiime abszaywl 2 u 3 mecmamu

Coxpanume pe3ynomam. 3aKkpoume npocpammy.
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IIpakTnyeckas padora Ne7
Pabora ¢ pucynkamu B jokyMeHTte. BeraBka pucynkoB. CocraBienue 0JI0K-cXxeMbl. [lepeynopsiiounBaHue cIoeB
pucyHka u Bpaienue puryp. Co3nanue pucyHKa-MoI0KKH sl TEKCTa. YIIpaBiIeHHEe 00TeKaHUEM PUCYHKa
TekcToM. PaboTa ¢ HaydHBEIMHU (hOpMyTaMHu

Heab: m03HaKOMUTBCS C TEKCTOBBIM mporeccopom Microsoft Word, nayuuthecs pabotath C
pucyHKaMu B jokymeHTe. Co3aBark (GopMyIIbl.

3aoanue Ne 1. Tlonw3ysick KHONKAMU JTOW TAHENH, MOXXHO PHCOBaTh M PEIAKTUPOBATH B
JIOKyMEHTe mpocThie Tpaduyeckue o0bekThl. PucyHok B Word co3nmaercss aHaJOrM4HO PUCYHKY B
Paint. HapucyiiTe npssMyi0 JHHHIO, TPAMOYrOJbHUK, KBajpar, OBaj, OKPYXHOCThb. J[is prcoBaHus
NpPaBUIBHBIX (UTYp UCTIONB3YHTE Kiapuiry Shift.

YcTaHOBUTE Kypcop MBIIIM Ha OAHY W3 HApUCOBAaHHBIX paHee JMHUN (y Kypcopa [OJDKHA
MOSIBUTHCS TE€Hb B BHUJAE KpecTuka). Ll[enkHyB neBOW KHOMKOW MBIIIM, BBIIEIUTE STOT OOBEKT.
Boigenennplii  00b€KT MOXHO IlepeMelniarb, KOMHPOBaTh, pa3BOpayMBaTh, YBEIUYUBATH WIIU
YMEHBIIATh PUCYHOK C IIOMOILIBIO MbIIM (A M3MEHEHUS pa3MEpoB CIEIYET «YXBaTUTb»
JIBYHAIIPABJICHHOM CTPEKONM MapkKep pHUCyHKa), Ju00 KiaBuml mnaHened PucoBanme, IlonotHo,
Hactpoiika n3o0paxkeHusi, 1uOO KOMaHJaMH KOHTEKCTHOro MeHro. CKomupyiTe MNpsMOYrOJbHHK.
Pa3Bepuure xommro Ha 60°. CkonupyiTe KBajpar. YBEIUYbTEe €r0 pa3Mephl B MOJITOpa pasa.

BhbizIe/ICHHBIN PHCYHOK yI0OHO TepeMeniaTh KIaBumaMu <—, 1, —, . Ecim mpu stom
ynepxuBath kinasumy Ctrl, pucyHok nepemeniaetcsi MeIKHUMH «IIaraMm.

3aoanue Ne 2. JIBOWHOH MIETYOK TIO BBIACICHHOMY OOBEKTY BBI3OBET JAHAJIOTOBOE
OKHO (OpPMAaTUPOBAHHUS PUCOBAHHOTO OOBEKTa. B HEM MOXHO HM3MEHHTh I[BET JIMHHA
pHUCOBaHHUs, IBET 3alOJHEHHs 3aMKHYTBIX (uryp, pazmep pucynka. Ha Bkmangke [lonosicenue 3anaior
oO0TekaHne TeKCTOM. M3meHuTe opMaT OKpY)KHOCTH: 3allOJIHUTE €€ TOPU3OHTAIBHON IITPHUXOBKOW M
MOMEHsIITe 1BeT JuHUK. V3MeHuTe ¢opmaT KBaJapara: BBINOJIHUTE TPAJIUEHTHYIO 3alIMBKY, BBIOpaB
ee B none [{gem — [[pyeue cnocobwi 3a1usKu.

3aoanue Ne 3. Hapucyiite Heckonbko aBTroduryp. B oknHe dopmartupoBanus aBTO(UTYPHI
3anaiite o0Tekanne TekcroM. OOpaTuTe BHUMAHUE, YTO y aBTOQUTYPHI UMEIOTCS 3€JCHBIA M JKENThINA
Mapkepbl. C UX MOMOIIBIO MOXKHO BpalaTh U 1ehOpMHUPOBATH PUCYHOK.

3aoanue Ne 4. Komannoit Bcmaska — Pucynoxk nu00 COOTBETCTBYIOLIEH KHONKOW BCTaBbTE
o0bexkT WordArt. O3HakoMbTech ¢ (hopMaTHpoBaHUEM Takoro oowekta. Komannoit Becmaexa — Pucynok
BCTaBbTE B JJOKYMEHT PUCYHOK U3 (ailsia min u3 6MOIMOTEKH PUCYHKOB.

3aoanue Ne 5. Coznmate B TekctoBoM perakrtope Word IOKyMEHT MO IMpeagaracMoMmy
o0pasiry, UCIIOJIb3YsI:

"] pa3nu4Hble MOIXOASIINE TUIIBI aBTODUTYD;

| opopMiIeHHE aBTOQUTYp MIPU MOMOILU TEHH;

| pa3’M4HbIEC TUIIBI U [IBETA JINHUM U LIBETA 3AJIUBKH.
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biaok-cieMa pellcHHA KEANPATHOID YPAEHEHHAA
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3aoanue Ne 6. Co3nate B TekcToBOM penaktope WOrd TOKyMEHT MO IpeijiaracMoMmy

00pas3iry, UCIIOJIb3YSI:
"] pa3nu4Hble MOIXOASIINE TUIIBI aBTODUTYD;
1 opopmienne aBTOGUTYp IPU TOMOIIU TCHH;
| pa3aM4HbIEC TUIIBI U 1BETA JINHUM U LIBETA 3aJIUBKHU.

Pesynmprar paboThl COXpaHUTh B CBOeH mnamke B ¢aitie ¢ umenemM CTpyKTypHas cxema

CTPYETYPHAA CXEMA MHKPORKOMOBHTEPA

(M HOBHAR u M
Auger M JImemne = =

p i G i
- ﬁh ﬁm __II:..

Kiakwa- Falienkis

BHemMHBE mepabepninag
v T I verpadTaa I

3aoanue Ne 7. Ucnions3ys kHonku nanenn Gopmyna, BBeIuTe:
Pt

|‘ s g coe s elab]:

5, cos(x)

3aoanue Ne 8. BeimoHUTE IEHCTBUS U 3aIIOJTHUTE TAOJHITY:



Jaganme FrvHEITHS PesvabTar
Juddepermmposars L
1+ sm( (ix)
Harerpupoears l (1+x7)dx
Pemmte Lﬂ = sin{ o)
1+x*

Hror padotsl - opopmienue oryera. OTYET 0 MPAKTUUECKON paboTe NOJDKEH COoAepk aTh CIeAYIOLIUe
JTaHHBIE:

Hary npoBeaenust paboThI;

Hens paboTsi;

Temy (Ha3BaHue);

Xoxa paboThl, BHIMIOTHCHHBIN B TCTPA/IH;

®daiin BHIMOTHEHHOW paOOTHI.

orwbpPE

IIpakTuyeckas padora Ne8
OTKpbITHE NPUITIOKEHUS TaOINYHOTO npoueccopa. CTpyKTypa sKpaHa. MeHIO U NaHelIu HHCTPYMEHTOB.
Co3nanue 1 COXpaHeHUE JOKYMEHTA. 3HAaKOMCTBO C 3JIEMEHTAMH OKHa.

He.]'lb: HpI/IO6p€CTI/I HpaKTI/I‘IeCKI/If/i OIIBIT HpI/IMeHeHI/Iﬂ TEXHOJIOTUU CO3JaHud, peIIaKTI/IpOBaHI/ISI,
odopmIleHHs, COXpaHEeHHUs, Mepeladd U Moucka nHpopMmanuud B cpeae TabnuyHOro mpoieccopa MS
Excel

3aoanue 1.
Cozpaiite Tabnuiy coaepkamryro HWHGOpMalMi0O O IUIAHETaX COJHEYHBIX  CHCTEM,
PYKOBOJICTBYSICh YKa3aHUSIMHU.
ConHeyHast CHCTEMA.

Ilmanera [Tepuon Paccrosaue (B | Juamerp (B CnyTHUKHN

oOpatieHust (B | MJIIH.KM.) ,TBIC.KM.)

3eMHBIX

rojax)
Mepkypuit 0,241 58 49 0
Benepa 0,615 108 12,1 0
Semis 1 150 12,8 1
Mapc 1,881 288 6,8 2
HOnutep 11,86 778 142,6 16
CarypH 29,46 1426 120,2 17

Yka3zanus:

1) B siueiike 4 /Haneuaraiite 3arooBok: ConHeunas cucmema.

2) PacroJioxuTe 3arojioBOK IO IEHTPY OTHOCUTEIILHO TaOJIHIIbL:

« Brigenure guamna3oH siueexk A7 @ El

% Hlenkuute mo kHONKeOObeOUHUMb U NOMEeCmMUmyb 6 YyeHmpe Ha TTaHeT! HHCTPYMEHTOB.
3) B stueiiky A2BHecure TekcT: [lianema

4) B muana3on A3 : A8 BBenuTe Ha3BaHUE IUIAHET.

5) B siueiiky B2 BHecute TeKCT: [lepuod obpawenus (6 3eMHbLX 200ax).

6) B sueiiky C2 BHecute TeKCT: Paccmosinue (6 Man. km.).

7) B siueiiky D2 BHecute TekcT: Juamemp (6 moic. KM.).

8) B sueiiky E2 BHecuTe TeKCT: CRymHuKu.
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9) Beinenute nuamna3on sueek B2 D2, BeimonHuTe KoMaHay @opmam/Huetiku Ha BKIAIKE
Buipasnusanue aktuBuzupyite dpaaxok Ilepenocums no cnosam, nHaxmure OK.

10) 3anoanute quamna3od B3 : E3 ynciamu.

11) Otdopmartupyiite TEKCT B TabIHIIE

¢ Ipudt B 3aronoske — ArialCyr, pasmep 14, cunuii yeem, nonyscuprnoe navepmanue.

s llpudr B Tabmmme — TimesNewRomanCyr, pasmep 12, kpacuwlii uyeem, nauepmanue
NOAYACUPHBIU KYPCUB

12) TekcTOBBIC TaHHBIC BBIPOBHSIMTE MO LIEHTPY.

13) 3amaiite paMKy I TaOJIHIIBL:

¢ Boytenure Tabnuiy ( Oe3 3arosioBka), BBIMONHUTE KoMaHay Dopmam/Huetiku, BKIaaKa
I'panuya. YcranoBuTe 1BET — cunuii, TN JIMHAM — 080UHOU W MIEIKHUTE 10 KHONKE BHewHue, 3aTeM
BBIOCpUTE TUn uHUY — NYHKMUP W MENKHUTE 110 KHOTIKE Buympennue, Haxxmute OK.

¢ Beimenure nuamna3zoH sueek A2 o E2, BemonaHuTe KomaHay Popmam/Auetiku BKIaIKa
I'panuya, MEeTKHATE O KHOIIKE C HIDKHEW TpaHulieil B rpynmne Omoenvhbie.

3amaiiTe 3aMBKY U1 BTOPOWM CTPOKH TaOmuiel: Beimomnute komanny Popmam/AAuetixu,
ekaaoka Buo.

3aoanue 2.
Coznaiite Tabnuily,I0Ka3aHHYIO HA PUCYHKE.

PaccrosHue Mexagy kpynHeiwmmu roponamm Lseinyapmm

Bazens || Bepn | Xenega ||JlozanHa || Moutpe || Liopux
Bazens X 95 249 187 198 87
BepH 95 X 154 92 103 123
XKenesa 249 154 X 61 94 277
MozanHa 187 92 61 X 30 215
MonTpe 198 103 94 30 X 226
Lsopux 87 123 277 215 226 X
3adanue 3.
CoznaiiTe Tabnuily, NOKa3aHHYIO HAa PUCYHKE.
A |B |C I E
1 BrimonHeHue niuaHa npeAnpusTUSIMU 001acTh
2 CpenneronoB | Cpennecniico | [Ipon3BoacTs
asi CTOMMOCTh | YHOE YHCJIO | O MPOAYKIUHU | BeimonHeHue
HanmenoBann - .
OCHOBHBIX paboTarmux | 3a OTYETHBIN miaHa (B
€ TPeanpUITUS N .
dbonHm0B 3a OTYETHBIN epHoJ MPOIEHTAaX)
(MuH. pyo.) epuoJI (MuH. pyo.)
3 ABuarnpubop 3,0 360 3,2 103,1
4 Crexii03aBo 7,0 380 9,6 120,0
5 Menrexuuka 2,0 220 15 109,5
6 ABTONIPOBOJT 3,9 460 4.2 104,5
7 Temn-ABua 3,3 395 6,4 104,8
8 [Tpubopo- 2,8 280 2,8 108,1
CTPOUTEIbHBIN
3aBOJI
9 ABTOHOpMAJTH 6,5 580 9,4 94,3
10 | Boiounas 6,6 200 11,9 125,0
11 | MamwuHo- 2,0 270 2,5 101,4
CTPOMUTEIBHBIN
3aBOJI
12 | Jlermam 4,7 340 3,5 102,4
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113 |

UTOI'O:

41,8

| 3485

| 55 |

Hror padortsl - opopmienne oruera. OT4eT 0 MPAKTHIECKOW pabOTe AOJKEH COJAEPKATh CIASAYIOIINE

JaHHLBIC:

orwdPE

dbopMyI 11 TYeeK CMEKHOT0/HECMEXHOI0 Jrarna3ona, KonupoBanue Gopmys Ha

Hary npoBeaenust paboThI;
Hens paboTsi;

Temy (Ha3BaHue);

Xoxa paboThl, BBIMIOTHCHHBIN B TCTPA/IH;
®daiin BHIMOITHEHHOW paOOTHI.

IIpakTnyeckas padora Ne9
[Tepemenienue yka3aTens s;iueiKu (aKTUBHOM STYEHKH), BbIACICHUE PA3IMUHBIX MANa30HOB, BBOJ U
pelaKTUPOBaHKE JAHHBIX, YCTAHOBKA IIMPUHBI CTOJIOIOB, UCIIOIb30BaHUE aBTO3AIOIHEHHS, BBOJI

CMEXKHBIE/HECMEXKHBIE TUEUKHU

Heab: chopMupoBaTh y 00ydarOMUXCsS YMEHUSI M HABBIKHU 1O Pab0Te C pacueTHBIMU OIEPAIHSIMH U 10

MCIIONIBb30BaHuI0 (hopMmyit rpu co3manuu tadaun MS Excel.

3aoanue 1.
[TocuuTaiite, xBaTuT 11 BaMm 130 py6iieit, 4T00 KYNUTh BCE MPOAYKTHI.
Ne | HaumenoBanwue | llena B pyousix | KonmmaectBo | CtomMocThb
1 | Xieo 9,6 2
2 | Kode 2,5 5
3 | Monoko 13,8 2
4 | IlenbMeHHn 51,3 1
5 | Yuncel 2,5 1
Hroro
3aoanue 2.
Cozpnaiite TabIuIly 1O obpasiry BBITIOJIHUTE HEO0OXONMBIE
No | HaumenoBanue | Llena KonuyectBo | CroumocTs
I | 3aTpar (py6.)
1. | Cron 800 400
2. | Cryn 350 400
3. | Komnslotep 14 976 5
4. | Nocka mkosbHas | 552 7
5. | Hduckertsl 25 150
6. | Kpecmo 2500 3
7. | IIpoekTop 12 000 1
O6111ee K0JI-BO 3aTpar
3aoanue 3.

Co3znaifte Tabauiry 1o oOpasiry. BeimosHuTe HeOOX0UMBbIE BRIYUCICHUSI.
[Iponaka ToBapoB AJsE 3MMHHUX BHJIOB CIIOPTA.

pacyeTsi.

Pernon JIeDKH Koupku Cauku Bcero
Kues 3000 7000 200
DKutomup 200 600 700
XapbKOB 400 400 500
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JlHerponeTpoBCK 500 3000 400
Onecca 30 1000 300
Cumpepononb 40 500 266
Cpenuee

3aoanue 4.

B tabmume (puc. 4.55) npuBeneHb JaHHBIE O KOJWYECTBE JIETKOBBIX aBTOMOOWIICH,
BBIMYIICHHBIX ~ OTEUECTBEHHBIMM  aBTOMOOWJIBHBIMH  3aBojamMu  BroepBoM  mnomyroguu 2001
roja.Onpeaenure:

a) CKOJIbKO aBTOMOOMJIEH BBIMTYyCKaJ KaXK/Ibli 3aBOJ] B CpeHeM 3a 1 mecsIl;

0) CKOJIBKO aBTOMOOMJICH BBITYCKAJIOCH B CPEAHEM HA OJTHOM 3aBOJIC 3aKaXK/IbI MECHIII.

AsTo3asof, AHBaps | Mespans | Mapr | Anpens | Mait VioHb
“ABTolA3", r. HwxHuit Hosropop | 5356 5970 7355 7369 5424 5526
"KamA3", r. HabepextblieYenns | 2344 2950 3300 | 3320 3000 3150
"AsTOBA3", r. TOnbaTTH 59861 60463 67758 | 64472 61335 | 62035
“BponTe”, r. TonesTTH 126 130 130 122 116 54
"YA3", r. YNbAHOBCK 2138 2734 2719 3130 2334 2816
“CeA3", r. Cepnyxos 1450 1470 1536 1600 1611 1501
“WMimaw-AsTo", r. Vbkesck 2017 2319 3031 3293 3245 | 3435
"Mockeud”, r. Mocksa - 123 118 23 42 -
“ABTOTOP", KanuHuHrpan- 210 282 173 290 356 315
ckas obn.
“Pocnapa”, Camapckas o6n. 3124 3015 3295 | 3370 3387 3403
“TarA3", Pocrosckas 06n. 34 62 25 6 8 -
3aoanue 5.

CocraBbTe TaOIMIly yMHOXKEHUS. /1151 3am10HEHUs TaOIHUIIBI UCTIOIB3YIOTCST (POPMYJIIBI U
a0COJIFOTHBIE CCHUIKH.

Hror padorsl - opopmienne ortdera. OTUET O MPAKTHUYECKON pabOTe JOIDKEH CONEpKATh CIEAYIONIHE
JTAaHHBIE:

Jary npoBeaeHus pabOTHI;

Lens paboTsr,

Temy (Ha3BaHme);

Xoxa paboTsl, BBIMOTHEHHBIN B TETPAIH;

®daiin BHIMOTHEHHOW paOOTHI.

agkrownE

IIpakTnyeckas padora Nel0
Pabota ¢ nmarpammamu. BeraBka cronbios. Pa6ota co cniuckamu. ['padmyeckne 0O0bEKThI, MAKPOCHI.
Co3nanue rpaguueckux 0ObEKTOB C MOMOIIIBIO BCIIOMOTATENbHBIX MPUIIOKEHHIH
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Hean: GopMupoBarh y 00ydaromuxcsi MEpBOHAYAIbHBIE YMEHHUS M HAaBBIKM CO3JaHMS JHarpaMM U
rpaduKoB MO TaOIMYHBIM TaHHBIM B mporpamme MS Excel.

3aoanue 1.
1. Cozpnaiite anekTpoHHYIO Tabnuily «HaceneHne HEKOTOPBIX CTPaH MUPaY.

A B

1 Crpana Hacesienue
(MJIH yeJl1.)

2 | Kurait 1273

3 | Uanus 1030

4 | CHIA 279

5 | Uanouesus 228

6 | bpasumus 175

7 | Poccus 146

8 | banrmanem 131

2. Beitenure muana3on sueek Al:B8, comepskamiuii mcxonmHeie daHHBIE. 3amycTuth Macmep
ouazpamm ¢ TIOMOIIbIO KOMaHbl Bcmaska — [uacpamma.

3. Ha mosBuBmIelics AualioroBoil maHenw Macmep  Ouaepamm B cnucke  Tun
BbIOEpUTE! UUcmoepamma. TUCTOrpaMMBI MOTYT OBITh Pa3JIMYHBIX BUAOB (TNIOCKKE, OObEMHBIE U T.1.), B
OKHE Buo BbIOpaTh naockyro ouazpammy. 1|eIKHYTh IO KHOTIKE

4. Ha mnosBuUBIICWiCS AMAIOTOBOM TMaHeNW Ha BKIaAKe /J{uana3oH OauHuIX C TOMOIIBIO
nepexrouaresi Psosl ¢: BRIOpAaTh cmpokax. B OKHE MOSBHUTHCS M300pakeHUE TUArpaMMBbl, B KOTOPOI
MCXOJIHBIC JaHHBIE JIJIS PAOB IaHHBIX U KaTErOpuidl OepyTcs U3 CTPOK TaOIHIIBI.

CnpaBa OT auarpaMMbl TOSIBJISIETCSL JIET€HJIA, KOTOpas COACPKUT HEOOXOAMMBIC TMOSCHEHUS K
nuarpamme. lllenknyTts no kHonke//azee.

5. Ha mosiBuBIIEHCS MUAIOrOBOM TMaHEIW Ha BKJIAAKE 3d20/106KUBBIUTE B COOTBETCTBYIOILIUE
OJIsl Ha3BaHUE AUarpaMMbl, a TakyKe Ha3BaHUsSl OCU KaTeropuil M ocu 3HayeHui. Ha apyrux Bkiajgkax
MOKHO YTOYHHUTH J€Tald OTOOpa)keHUsl nuarpamMmsbl (Ipu@T, UBeT, noanucu u T.1.). lllenxkHure no
KHoIKe/[anee.

6. Ha  mosiBuBIIeiicss  nuamoroBod  maHenw — Macmep — ouacpamm W TIOMOIIBIO
nepexmouarensi/lomecmums Ouacpammy Ha jaucme. BuIOpaTh umerowemcsa. lllenkHure mo KHOMKe
I'omoeo.

3aoanue 2.

Hcnonb3ys HaOop naHHBIX «BaioBoit cOop M ypokallHOCTBY», IOCTPOMTE CTONOUATYIO
auarpamMmy, OTpakarollyl0 H3MEHEHUE YpoxKaitHOCTH KapTo(desi, 3epHOBBIX U CaXapHOM CBEKJIbI B
pasHbIE TOJBI.

YpoxaiinocTs, Banowoii chop,
[poayvkuns Icra MUJIH. T.
1995 r. [ 2000 r. | 2005r. | 1995 . | 2000 r. | 2005r.
Kaprodein 06 99 117 33, 30,9 39.7
3epuosbie KyaesTypsl | 145 18,5 11,6 08,6 116,7 63,5
Caxapuas cBeK/1a 211 213 176 31.5 31.1 19.1
Osommn 153 154 140 11,1 10,3 11,2

3aoanue 3.
Hcnonw3ys Habop naHHbx «ToBapoobopot Poccuu ¢ HEKOTOPBIMU CTpaHAMU», TOCTPOITE
JUHENHYIO Uarpammy, OTpakarollyro UMIOPT U3 pa3HbIx ctpad B 2001-2010 rr.
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Tosapoobopor CCCP ¢ HEKOTOPLIMH CTPAHAMH
Hynopr, IKcnopr,
Crpana MIIH. pyi. MJIH. pvi.
2001 r. 2010 r. 2001 r. 2010 r.
@PT 32313 4976.4 23972 24783
HAnouus 1950,9 2138 11842 1343
Hraauns 1343.1 1606,3 1691,2 1920,1
Dpanuus 1189.9 1218.4 1578 1348.6
ABcrpus T11,7 1004.,5 4549 429.6
bunaaninn 2188.3 21268 15287 1758.8
BeamkoOpuranus 6231 10091 17941 22087
CIIA 1772,6 2865,2 331,5 5277
3aoanue 4.

Ha ocnoBe JaHHBIX, TPHBCIACHHBLIX B Ta6111/1ue, HOCTpOfITe HCCKOJIBKO THIIOB JOUarpamm,

HarjrsiJHO IIOKa3bIBAOIINX UTOTH CCCCHUU.

Cpennuii 6au1 mo rpymre
['pynma Nudopmaruka MaremaTtuka Hcropus DKOHOMHMKA
123 4,2 3,8 4,5 4,3
126 4,3 3,9 4,6 3,8
128 4,2 4 3,8 4,2
129 4,5 4,8 4,8 3,8
3aoanue 5.

Cozpaiite Tabnuny «IIponus3BoacTBO Oymaru» u moCTporTe JIMHEHYATYIO THarpaMmmy o

JTAHHBIM TaOJIALIBI.

HpOI/ISBOI[CTBO 6YMaFI/IHa AyUly HaCCJICHU:, KT

Crtpana 1970 r 1980 r. 1989 r.
Llseyus 415 515 653
Kanaoa 453 459 534
Hopeeeus 343 320 410
Aecmpus 118 176 308
CIIIA 112 126 145
Anonus 69 90 127
Dpanyus 71 86 113
Hcnanus 27 61 80

Hror padortsl - opopmienue otuera. OTUeT 0 MPAKTUYECKON paboTe AOKEH COJIEepXKaTh CIEAYIOLIHe
JaHHbIE:

1.

Jlaty nmpoBesieHus: paboThl;

2. Uenb paboTsr,

3. Temy (HazBanme);

4.

5. ®aiin BBIOTHEHHOH pabOoTHI.

Xom paboThl, BEITIOJHEHHBIN B TETPAIH;

IIpakTnyeckas padora Nell
OdopmieHune UTOrOB U CO3AaHNE CBOJTHBIX TaOIHUIT
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Hean: HAYy4YHUTHCS 00BETMHATH pacrnoyioKeHHbIe Ha Pa3HBIX
(dhopMupoBaTh CTPYKTYPUPOBAaHHbBIC OTYETHI B TaOIMIHON
OCYIIECTBIIATH MOUCK U (PHIBTPAIHMIO TAHHBIX B TAOJINTIAX.

JAaHHBIC JIMCTAax,

dopwme,

3aganue 1. Ilepex BaMu CTOMT 3azada COBMECTHOM 0OpabOTKM HECKOJBKUX TaONUI] — CIHCKOB,
PacroIOKEHHBIX Ha Pa3HBIX JUCTAX paboyeil KHUTH.

1. 3arpy3uts nporpammy Excel.

2. Ha mmcre paboueirt kuurm (Jlucrl) cozmath TabGn. 1 ¢ MCXOMHBIMH JTaHHBIMH O 3aKa3e MapTUA
3armyacTei y HeKOTopoi (pupMbI Ha TO:

Tabauna 1
Homep Ha3Banue Hena | KoauyecTBO WIT. Cymma Ksaprana
B IapTHU
1 Ancopbep 10000 17000000 Kel
2 Barapes akkymynsTopHas 20000 20000000 Kg2
3 Boznyxo3abopHuk 10000 35000000 Kgl
4 I'enepatop 10000 40000000 Kg3
0 JlaTuMK maBIIeHHS 100000 270000000 KB3
6 Ancopbepl 20000 80000000 Kgl
7 Barapes akkomynsaropHas| 10000 60000000 Kzl
8 Boznyxo3abopauk 1 10000 45000000 Kg3
9 I'eneparopl 10000 120000000 KB3
10 JlaTuuk TemnepaTypbl 15000 150000000 Kg4

3. PaccuuTath LieHy OJHOTO 3K3eMIUIApa M0 KaXJIOMy HaUMEHOBAaHMIO 3aKa3aHHON NMPOIYKLIHU IMyTeM

BBOJIa U MOCJIEIYIOIIEr0 KOMMPOBaHUSA (POPMYIIBIL.

4. IlepenmenoBats "Jluctl" B "3aka3". lnsg 3TOro ycraHoBUThH ykazaTenab Ha spublk "Jluerl", Haxatb
IpaBylO0 KHOIIKY MBIIIM, B KOHTEKCTHOM MEHIO BbIOpaTh koMaHIy IlepeMMeHOBATH U BMECTO HPEKHETO
umeHu ucta Jinerl BBecTr HOBOE nMs 3aka3.

5. IMomyuuTh UTOTOBYIO CyMMYy 10 ctosOiy "Cymma". [t 3TOro yctaHOBHTH Kypcop B suciiky E12 u
Ha)kKaTh KHOIIKY aBTOCYMMHUpOBaHus. BBecTr chopmupoBanHyto hopmyIy.
6. Co3aarb CTPYKTYpy NOCTPOECHHOM TaOIMIIBI ISl CKPBITHS JE€TaJbHBIX YUCIOBBIX JaHHBIX. I 3TOrO
YCTAHOBUTE KypcOp BHYTpU TaOiuubl U BbINoNHUTE KoMmaHay Jlanubie/I'pynna u Ctpykrypa/Co3nanue

CTPYKTYPpbI. Ha 5kpaHe cTpyKTypsl TaOIUIBI MIETKHUTE KHOIKY

3aTeM KHONKY "+" /1y moka3a CKpbhITON MH(DOpMAIHH.
7. Ynamuth CTPYKTYypy, BbIIOJAHUB KoMaHy lannblie/I'pynna u Ctpykrypa/yY AajuTh CTPYKTYPY.
8. Jlo6GaBuUThH K CyIIECTBYIOLIMM JMCTaM paboueil KHUTHU emie oauH. [ 3TOro ycTaHOBUTH yKa3aTellb
Ha OJMH M3 SPJIBIKOB, HaXaTb NPaBYI KHOIKY MbIIIM M BbIOpaTh KomaHnay Job6aBuTh. B nuanorosom

okHe BcTaBka BhIZICTUTE 3HAYOK ¢ HazBaHueM "JIuct" u HaxkaTh kHONKY "Ok".

n_n

, UTOOBI CKPBITH CTOJIOLBI C YHUCIIAMU, a

9. Ilepeumenosats "Jluct2", "Jluct3", "Jluct4" B "Auaps", "®eppans", "Mapt" (Tabn. 2, 3, 4), Taxk
Kak OHM OynyT conxepkaTh MH(GOpPMAIMIO O peajM3alldy 3amyacTeil 3a mepBble TpU Mecsna roga. Beoa
JAHHBIX OCYIIECTBIIATH B COOTBETCTBHUU C YKa3aHUSIMHU CIICAYIOIIETO MMyHKTA.

SAuBapnb Tabsmuna 2
HanmenoBanue KomnuectBo CTONMOCTh

Ancopbep 400
Barapest akkymymsiTopHast 399
Boznyxo3abopHuk 100
['enepatop 600
Jlatuuk maBieHus 45
Ancopbepl 356
Barapes akkomynsitopHasi | 700
Boszayxo3abopHauk 1 873
I'eneparopl 287
JlaTauk TemnepaTypsl 2087

dDeBpasib Taéamuna 3

HaumenoBaHnue KosmyecTBo CTONMMOCTh

Ancopbep 260
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Barapes akkyMynsTopHas 160
Bo3ayxo3abopHHK 400
I'eneparop 32
JlaTuMK maBlIeHHs 146
Ancopbepl 176
Barapes akkomynsiTopHasi | 879
Boznyxo3abopuuk 1 911
I'eneparopl 1000
JlaTumk Temnepatypsl 3000
Mapt Tabsmua 4
HaumeHoBaHue Koanuecrso CronmocTh
AncopOep 274
Barapes akkymynsTopHas 406
Bo3zayxo3a00pHHUK 167
I'eneparop 548
JlaTunk naBiaeHus 98
Ancopbepl 200
Barapes akkomynaropHas| 654
Bozayxo3abopHukl 1007
I'enepatopl 809
JlaTauk TemnepaTypbl 3086

10. CrpynnupoBats nuctsl "SuBape", "®espans”, "Mapt" mig BBoja obuieil 11 HUX HHGOpMaLUU.
['pynma nucToB co3maercss LIETYKOM MBIIIBIO Ha SIpJbIKE JIMCTAa NpHM HaxkaToW kimasue . s BBoJa
WHIWBUAYAIBHON JUIS KaXTO0W TaOiauubl WHPOPMALUHM JHMCTHl Pa3rpyNniupoBaTh MyTeM BbIOOpa B
KOHTEKCTHOM MEHIO KOMaH/ibl Pa3rpynnupoBarts JIMCTHI.

11. BBect W pa3MHOXHUTH (OPMYINbI Ui TOACYETa CTOMMOCTH M WTOTOBBIX CYMM BO BBEJCHHBIC
TaOJIULIBIL.

12. MUcnonp30BaTh KOHCOMUAALUIO paO0YMX JTUCTOB JUIsl IOTyYEHHS] UTOTOBOM MH(GOPMAIIMU O TIPOIaKe
JTUTEpaTyphl B 1IEJIOM 3a KBapTai (SuBaps, @espans, Mapt). s aroro:

e 7100aBUTH HOBBIH JIUCT, IepeMeHOBaTh ero B "Ksaprain";

e BBIICTUTH SUEHKYy Ha HOBOM Jjmcte "KBapran", HaumHas ¢ KOTOpOl OymyT pa3MmelleHbl HUTOTOBBIE
nanHbie (Harmpumep, Al);

e BbINOJIHUTH KOMaHAy Jlanubie/ Konconnaanus;

e B nuanore "Koncomuaanus" BeIOpath B criucke GyHkuid pynkuuo Cymma;

e B crpoky "Ccpuika" BBeCcTHM ~ aOCONIOTHYIO  CCBUIKY Ha  KOHCOJNHMIHMpPYEMbIE  JIaHHbBIE
(nanpumep, SAuBapb!$A$2:$CS$12) u naxarp kHonKy "J[00aBUTH";

e TIOBTOPHUTH BBOJ M J0OaBJIEHHE JAHHBIX JUIS BBO/IA BCEH KOHCONUAMPYEMOU HH(OpMAIUH;

e  BKJIIOYUTH (PJIaXKOK "3HAUEHUs JIeBOTro cTosIona";

e HaxaTbh KHONKy "Ok".

13. I3MeHUTh HEKOTOpBIE JIaHHBIE B OJHOM W3 KOHCOJIIMIAMPYEMBIX JIMCTOB, HANpUMEp KOJIHMYECTBO
npojaHHbIX AncopOepos B SIHBape. MI3MeHATCs T TaHHbIE B UTOrOBOM Tabiuie?

14. YcTaHOBUTH CBS3aHHYIO KOHCOJUJIAIMIO JaHHBIX. J[7s1 3TOro BCTAaBUTh HOBBIM pabo4Mii JHUCT,
nepeumenoBath ero B "Kapranl'", akTuBH3MpOBaTh sueliKy Hayana (OPMHUPOBAHUS WUTOTOBOM TaOIHUIIBI
(manmpumep, Al) , BBIIOJIHUATH BCE MOJOXKEHUsS yHKTa 12, 106aBuB ¢uaxok "Co3naBaTh CBA3H C HCXOAHBIMU
MaHHBIMHA".

15. B nojy4eHHOH CTPYKTYpUPOBAHHOM TaOJiMLe MPOCMOTPETh CKPHITHIE JaHHbIE, Ha)KaB KHOMKH "2"
WIH "+V|.

16. I3MeHUTh HEKOTOpHIE JAaHHBIC B OJHOM M3 KOHCOJIMIAMPYEMBIX JHCTOB, HAIPUMEpP, KOJIMYECTBO
npoaaHHbIX AncopOepos B SIHBape. MI3MeHATCS T TaHHbIE B UTOrOBOM Tabiue?

17. TlocTpouTh CBOAHYIO TaOnMIly, WHGOPMHUPYIOUIYI0O O CyMME INPOJAHHBIX AETaleld MO KaXKIAOMY
HaMMEHOBAHUIO OTAENbHO. 151 3TOTO:

e  aKTHBHM3HMPOBATH pabounii nmuct "3aka3z";

e BbI3BAaTh MAcTep CBOJHBIX TaOJMII, BEINOIHUB KoMaHy JlanHbie/ CBoHast TA0/IMLA,

e B OKHe "MacTtep cBoHBIX Ta0auil — mar 1 u3 4" BpIOpaTh UCTOYHHK, OTKYAa OYIyT NOCTYNAaTh JaHHbBIE
JUId MOCTPOEHMsl TaOiaMLbl (IEpBYHO M3 NPEATOKEHHBIX onuuid: "B cnmcke miau B 0a3e IaHHBIX
Microsoft Excel") u menknyTh 1o kHonke "/lanee>";
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e B OKHE IIara 2 BBECTH 00JacTh MCXOJHBIX NAHHBIX Ul MOCTPOEHUS CBOJHOMN TaOMUIbI, HAIIPUMED,
3aka3!$A$1:$F$11, u menakuyTh mo kaonke "Jlanee>";

e B OKHE Inara 3 i OmNpeneseHHs] BHEIIHErO0 BUAa CBOJHOM TaOmuIbl TpeOyeTcss B MakeTe CBOJHOM
TaONMUIBl TIepeTamuTh Moyie Tabmumbl "HazBanue" B mone makera '"crtonben', mojie TaOIUIBI
"KBapran" B nose makera "crpoka", "Cymma" nomikHa ObITh pacriojioskeHa B 1oJjie "aHHbe", a 3aTeM
HIEJKHYTH 10 KHOTKe " lanee>";

e B OKHe 1mara 4 ycTaHOBUTH nepekntodarenb "HoBwiii TucT" u HaxaTh KHONIKY "T"'0TOBO".

18. I3MeHUTh HMCXOJHBIE JaHHbIE (CHadana yOparh, a 3aTeM JO0aBUTHb OJHY CTPOKY B HMCXOIHYIO
TaOJUITY) U B KOHTEKCTHOM MEHIO (LIETYKOM IPaBOW KJIABUIIM MBILIHM HA IOJIe CBOJHOM TaOJIHIbI) BEIOPATh
koMmanny OOHOBMTH IaHHBIE.

19. [ToMeHATh MeCTaMHM CTPOKH W CTOJIOIBI CBOJHOHM Tabmuiiel. J[is 3TOro cHoBa 3amyctuTh Mactep
CBOJHBIX TaOJUI] U B JUajiore Iara 3 MOBEpHYTh MakeT TaOiuibl Ha 90 rpaaycoB: B CTPOKaxX BBIBECTH
Ha3BaHMA U3JIaHUM, a B CTOIOLAX — KBapTaJl, MOCJIE YeTo 3aBEPIIUTh TUAJIOT.

20. OTKpBITh MakeT CcBOAHOW Tabmuipl (3 mar) u meperamuTh noje "HasBanue" B oOiacTe Makera
"cTpanuna”, 3aKOHUNTH JAUAJIOT ¥ 00OpaTUTh BHUMaHUE HAa M3MCHCHMS B CBOJHOW TaOJMIlE, 3aTeM HaXaTh
KHONIKY "OTOOpa3uTh cTpaHMIbl" TaHeIn HHCTPpYMeHTOB "CBoHas Tabnmma".

21. OTtcopTrpoBaTh qaHHBIE Ta0IHIEI "3aKa3" 1Mo Bo3pacTaHUIO MeHbI. [y aToro:

e crenaTh TeKyien suerky noins "lena";

e HaXaTh KHOMKY UHCTPYMEHTAIBHOTO MeHIO "CopTHPOBATh MO BO3paCTaHUIO".

22. BbINOTHUT MHOTOYPOBHEBYIO COPTHPOBKY IO JIBYM KIIOYaM: CHayala IO IL€He, IOTOM IO
Ha3BaHMSAM B IIOPSJKE BO3PACTAHUS 3HAYECHUH 3TUX Kirouei. [ aroro:

e  YCTaHOBHTb Kypcop B 00J1aCTh JaHHBIX TaOIuIb! "3aka3";

¢ BbI3BaTh KOMaHy Jlannbie/CopTHPOBKA,

e B JquagoroBoM okHe B oOinacts "CopTupoBaTh 10" BBECTH NepBbIM Kimrou coptupoBku "llena"; B
oOacth "3arem 1o" BBecTH BTOPOI Kito4 copTupoBkH "Ha3Banue";

e Haxarb KHONKY "[lapameTpsl..." 1 03HAKOMUTBHCS C BO3MOKHBIMHM BapUaHTaMM 33/1aHUs [1apaMeTpPOB
COpPTUPOBKH;

e MICNKHYTHh KHONKY "OKk".

23. BbInomHUTB MoACYET MPOMEKYTOUHBIX UTOrOB 110 KonmyecTBy mT. B MapTUH OTAEIBHO IO
KBapTajaM, IpeJBapuUTEIbHO OTCOPTUPOBAB JaHHbIE Ta0nULbI "3aKka3" 1o BO3pacTaHUIO HOMEpPA KBapTaa.
st aToro:

e cHenaTh TeKyllel aueiiky nons "Ksapran";

e HaXaTb KHOIIKY MHCTPYMEHTAJIBHOIO MeHIO "COopTHpOBaTh 10 BO3PACTAHUIO";

e  BBINOJIHUTH KoMaHAy Janubie/UTorm;

e B nmuanoroBoM okHe komauubl "IIpomexyrounsie urora" B obmactu "Ilpu kaxmaom m3MeHeHuu B
BbIOpaTh "KBapran", B obnactu "Onepauusa" BeiOpats "Cymma", B obmactu "/loGaButh utoru mno"
BbIOpaTh " KonuuecTBo mit. B maptuu ',

e  UIENKHYTb KHONKY "OKk".

24. AHHYIUPOBATh NPOMEXKYTOUHBIE UTOTH Tabuibl "3aka3". s aToro:

e YCTAHOBUTbH YKa3aTelb MbILIM Ha TabauLy "3aka3";

e  BBINOJIHUTH KoMaHAy Janubie/UTorm;

e B IMAJIOTOBOM OKHE KoMaH bl "[IpoMexyTouHble HTOrH" MIENKHYTh 0 KHOTIKe "YOpaTh Bee'.

25. Hcnonb3oBath GpopMy 6a3bl JaHHBIX I IPOCMOTPA U KOPPEKTUPOBKHU 3aIMCeN TaOIUIIbI
"3aka3". I{ns sToro:

e  BBLICTUTH 00JIACTH pabOYETo JUCTA, T/Ie HAXOASITCS JaHHBIE BMECTE C HA3BAaHUEM CTOJIOIOB;

e  BBIMOJHUTHL KOMaHAy Jlannbie/@opma;

e TEPEMECTUTHCS BIEPE] U Ha3aj 1o Tabnwuile, ucrnonb3ys kaonku "Jlanee" u "Hazan";

e  YJQIWTh MOCIEAHIOI CTPOKY TAONHIIBI HAXKaTHEM KHOTKH "Y JayuTh'";

e 100aBUThH HOBYIO CTPOKY, UCIIOJIB3Ysl KHOTIKY "J[00aBUTh";

*  3aKpBITh IUAJOT HAXKATHEM KHONKHU "3aKpbITh".

26. Ucnonb3oBath ¢GopMy ©0Oa3pl JaHHBIX Juig moucka B Tabmuue "3akaz" wuHOpMamum o
3anyactsx, KomuaectBo mt. B maptun KoTopeix npesbimaet 10000. ds storo:

e  BBIICTUTH 00JIACTH pabOYETro JIUCTA, T/Ie HAXOASITCS JaHHBIE BMECTE C HA3BAaHUEM CTOJIOIOB,

e  BBIMOJIHUTH KOMaHAy JaHHbie/PopMma;

e B JUAJIOroBOM OKHeE "3aka3" menkHyTh 1o kHonke "Kpurepun";

e B nose KonnvecTBo mr. B napTuu BBECTH KpuTepuii moucka (>10000);
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e TEPEMECTUTHCS BIEPE] U Ha3aJl 10 HAlWICHHBIM 3aIUCsIM, UCTTONB3Ysl KHomkH "Jlanee" u "Hazan";
e 3aKpBITh TUAJIOT HAXKAaTHEM KHONKHU "3aKpbITh".
27. CaMOCTOSITEIIBHO BBITIOJIHUTD:
e  COPTUPOBKY JaHHBIX Talauibl "3aka3" mo Bo3pactaHuio 3HaueHui nois "Homep";
e mouck B Tabnuie "3aka3" uHPOpMAIMK O 3aIM4ACTAX, 3aKa3aHHBIX B MEPBOM KBapTajie ¢ KomnuectBom
uit. B naptud mernee 20000.
28. Mcnonb30BaTh aBTOGWIBTP IS BEIBO/IA B Tabimie "3aka3" wH(GOpMaIMK TOJIBKO O 3aIm4acTsX, IeHa
koTopeix Oosiee 5000 py6. JIiis BBITOHEHUS 3TOTO 3aaHKsI HEOOXO0INMO:
e  OTMETHUTH 00JIaCTh PabOYEro JIUCTA C JaHHBIMHU U C 3ar0JIOBKAMM;
e  BBIMOJIHUTH KOMaHAY JanHble/PuabTp/ABTOQUILTP;
e packpbITh ciucok Ha nosie "llena", Be1OpaTh myHKT "YciaoBue" u BBecTH Bblpaxkenue "oonpie 5000";
e  HIENKHYTH KHOMNKY "Ok".
29. OTMEHUTh aBTOPWIBTP, IUIsI 3TOTO BBHINOJIHUTH KOMaHAy JlaHHBIC/DUNBTP U CHATH HMOMETKY C
MO3UIIMH ABTODUIBTP.
30. Mcnonb3oBaTh YCWJICHHBIH (WIBTP Ui MOJYYEHHs] JAHHBIX O 3aMyacTsX, 1I€HAa KOTOPhIX MEHee
5000, 3aka3aHHBIX B TpeTheM KBapTasie KomudectBom 1it. B maptuu 6oaee 10000. J{ist aToro:
e ckomupoBaTh UMeHa ctononoB "llena", "Ksapran" u "KomuuectBo 1mT. B maptuu" B Ty 4acTh pabo4yero
JIUCTA, KOTOpask He COJIEPXKUT JaHHbIX Jyuist moucka: H1,11,J1;
o B xietku H2,12,J2 BBecTu kpurepuu noucka (<5000, >10000, Ks3);
e  BBIMOJIHUTE KOMaHAy MeHI0 Jlannble/@uiabTp/Paciiupennsiii puiabTp;
e B juasore "PacummmpenHsiii ¢punbTp" 3amaTh 007acTh, I/Ie HAXOIATCS JaHHbIE (MHTEpBaJ CIIUCKA) U
007acTh, B KOTOPOU 3aaHbl KPUTEPUU TTOUCKA;
o Brpynne "O6paboTka" ykakute, 4To (GuiIbTpanus OyaeT BBIIOIHATHCS HAa MECTE;
e mienkaute KHOmKy "Ok".
31. Coxpaunuth pabouyro kHUTY B daiiie ¢ umenem lab3.xls.
32. Jlns Berixoga u3 Excel Bei6epute u3 MeHro koManay ®aiisn/Beixon.

Hror padotsl - opopmienue ordera. OTUET O MPAKTHUYECKON pabOTe JOIDKEH CONEpKATh CIEAYIOLIHIE
JaHHbIE:

Jaty npoBeaeHust paboThI;

ens paboTsr,

Temy (Ha3BaHue);

XoJ1 paboThl, BHIIOJHEHHBIH B TETpaIu;

®aiis1 BBINMOIHEHHON pabOTHI.

agkrownE

IIpakTnyeckas padora Nel2
KonconuaupoBanue nanHbix. Pemienue 3anau ¢ nomouipio noadopa napameTpos.

Leab: HayuyuThCs HCHOJIB30BATh KOHCOJNUAALMIO JAaHHBIX M peHIaTh 33Jadd METOAOM Moadopa
napamerpa B MS Excel

3aoanue 1. Konconumanus TaHHBIX IO PACIIOJIOKESHHUIO.
1. TloaroToBUM HMCXOJHBIC JaHHBIE.

e B kadecTBe TabNMUIBI HCTOUYHUKA BhIOEpeM «BemomocThy (cM. mpen. padboTa).

e C momomipio KoMaHAbl PuAbLTP / ABTOPUIBLTP BBIOEpEM U3 HEE IMOCIEIOBATEIHLHO
3aMMcy, OTHOCSIIKECS K MecsiaM (OKTAOpb U HOSIOpB).

e (CkommpyeM WX W pa3HECEeM MO Pa3HBIM JHCTaM KHHUTU. JIucThl HazoBeM OKTAOpPbL U
Hosops.

e U3 Tabnun ynanum cron6us Ctaxk u Mecsiu.

e B tabmuny «BenqoMocTs 3a HOSOpH» 100aBUM OJIHY 3alKCh, YTOOBI YUCIO UX B KXKIOU
TabauIe ObUIO OJJMHAKOBOE.
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A | B | ¢ | b | E | F | 6 | H |
1 BegomocTb 3a OKTAGPb
2 HauucneHue Yaepx#aHue
MopozoaHbIR K
3| PHO Oxknap  Hapbaeka [lpemwa Hauwcneno Hanor ®C3H ¥Yoepxano Bblgay
_ 4 |Anekcanipos 260000 GO000 50000 360000 43200 23800 720000 23800
5 |MeaHoe 300000 100000 0000 460000 55200 36300 92000 36800
B [Metpoe 300000 50000 50000 410000 49200 22800 82000 3280
7 |CemMeHoE 150000 40000 30000 220000 26400 17600 44000 1760
A E | C I E | F I H |
|1 BeaomocTb 3a HoAGPb
| 2 | HauucneHue YaepxaHue
MNopoxoAHEIR K
| 3 | ®HO Oknan, Hagbaeka [lperna Hauucneno Hanor ®C3H  YanepxaHo | Bblgave
| 4 |Anekcanapos 260000 G0000 50000 360000 43200 28800 720000 288000
| 5 |MeaHoe 180000 100000 36000 316000 37920 25280 632000 252800
| B |CemeHoE 250000 40000 a0000 340000 40300 27200 BE000, 272000
7 |MNetpoe 180000 100000 3000 316000 37920 25280 F3Z200 252800
2. Brmonsum KOHCOJIMAAIHIO JaHHBIX I10 PACIIOJIOKCHHIO.
e JloGaBuM B kHUTY HOBBIN J1HcT KoHcouaanus.
e AxTuBH3UpYeM siueliky Al u BoinoaHuM komanny Jlannbie / Koncosmpanmus.
e B oOTkpeIBIIEMCS OKHE BBEIEM JMAIa30H, 3aHUMAEMBbIM TI€PBBIM CIUCKOM —
OxkTs6ps!$A$3:$1$7. Haxxmem kHonKy J[06aBUTD.
e Jlanee BBeaeM AMana3oH, 3aHMMaeMbiM BTOphIM chuckoM — Hosopn!$SAS3:$1$7.
Haxwmewm kHonky Jlo0aBUTB.
e VYcraHoBHM (DYHKIIMIO U3 PaCKpBIBAEMOTo crHcka, Hanpumep Cymma
KonHcon x|
DyHKLHA;
IC';.fmma ;I
CCBINKa;
[HomBpe14as3:4157 ] ofaop... |
Q'IHCCIK AHANaz0HoE:
HoAbpe!$aE3 f187 ;I A0B3EHTE |
OrTAdpe 1$AE3$1$7
LI ¥AaniTh |
cnones0EaTE B KAYECTES HMEH
v moankcH BEpxHER cTPOKK
|7 SHAYeHHA NEE0ra IZTIZIHELI.EI
[~ Cosaasate ceAsm C HMCZOAHBEIMH AAHHEIMK ITI 3aKpbiTh |
e YCTaHOBUM CI)J'Ia)KKI/I Ha OoInousx: Hcnoap30oBaHue B KadyecTBe HMEH, HUJIN C03IlaBaTb
CBSI3M ¢ HCXOJHBIMH JJaHHBIMHU (HO HE oHOBpeMeHHO). Haxkmem OK.
e [lomyunm TabauIly KOHCOMMTH3UPOBAHHBIX MaHHBIX. Kak BUIUM, CTPYKTypa TaOIHIIBI HE
W3MEHWIACh, @ 3HAYCHUS B SUYEMKAaX MPOCYMMHUPOBAHBI.
A | B ] C | 0 ] E | F | 5] H [
MogoxogHBR
1 Cknan, Hanbaeka Mpemda | Hauucnedo Hanor DC3EH YoepswaHo K Ebnadve
2 |Anekcangpoe | 500000 120000 100000 720000 BE400 57600 144000 576000
3 |MeaHoE 480000 200000 SR000 FrB000 93120 B2080 155200  B20800
4 |CemeHoE 400000 80000 80000 SR0000 G7200 44800 112000 448000
5 |[Metpoe 480000 150000 8R000 726000 a7120 53080 1452000 580800
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3aoanue 2. Konconuaanus o KaTeropusim.

1. IloaroroBuM HCXOIHBIE JaHHBIE.
e B kauecTBe TaOIMIBI HICTOYHUKA BBIOEpEM «BegomocThy (cM. mpen. paboTa).
e C momompio kKoMaHIbl PuaAbTp / ABTOPWJIBTP BBIOEPEM H3 HEe TOCIEIOBATEIHHO
3aIMCH, OTHOCSIIMECS K MecsiliaM (CeHTS0pb, OKTSOPh U HOSIOPB).
e (CkomupyemM HMX U pa3HECeM IO pa3HbIM JiucTaM KHHUTU. Jluctel HazoBeM CeHTAOPD,
OxkTs10pb 1 HosiOpb.
e U3 tabnui ynanum ctonoisr Ctax u Mecsi.
e JlaHHbIle B MCTOYHHMKAX JIOMOJHATH He Oyaem. KosuuecTBo 3amuceil B KaXXI0W M3
TaOJINI] OTIUYIAETCHL.
2. BBITIOJIHIM KOHCOJIUIAIINIO BCEX CIMCKOB 10 OMIMCAHHOM BBIIIE TeXHOJOTHH. [Tomyuum Tabnuiry
KOHCOJIUTU3UPOBAHHBIX JAHHBIX.
A | B | ¢ | b | E 1 F 1 & | H T 1
1 CJknan Haabaeka Mpemua Haduwcnedo MogoxofHeld Hanor  PC3IH Yaepxado K enigaqe
2 |Anekcangpoe 500000 120000 100000 720000 85400 57R00 144000 576000
3 |MeaHoe 7300000 300000 146000 1176000 141120 94030 235200 940300
4 |Metpoe 300000 a0000 GO0O0 410000 49200 32800 2000 323000
5 |CemMeHOE 400000 a0000 80000 SE0000 G200 44300 112000 4438000
5]

3aoanue 3. KPEJIUT HA KBAPTUPY
1. Odopmure Ha JIuctel Tabnuily kak MOKa3aHO HA PUCYHKE:

BE - A& =TUTT{EE12,84.84) Jns  pacdera €XEMECSYHOTO TIIaTeka
Kp 2 T Ha MOKYTIKy KE; apTuppi  ICTIONIb3YETCs ¢bynkus =[1JIT(CraBka;Knep;Ilc),
rie
CYMMa KpeaHTa 2 000 000p. CraBka — exXeMecsyHas MPOLIEHTHAas
CpOoK KpeIHTa (MecALIpbI) 480 CTaBKa 1o KpeauTy (B Hamel ¢popmyie 3to B5/12)
IIporeHTHAA CTABKA 7% Knep — xonuyectBo mepuosoB (MecsleB)

norauienus (B4)
I1c — cymma kpeauta (B3)
. Cozpaiite nBe xonuu ams Jlucra 1
. OTH Tpu aucTa Ha30BUTE cOOTBETCTBEHHO: Kpenut 1, Kpeaur 2, Kpeaur 3
3ananue 1. (mogbop mapamerpa /sl BBIYUCIECHUS CyMMbI KpEAUTa)
Kpenut Oepercs Ha 15 ner ¢ mnpoueHTHOH cTaBkoM 5,75% mpu ycioBHM, 4YTO CyMMa

1
2
3
4
a
6 FE:KeMecTIHBII ITIATeA
7
2
3

eKeMeCAYHbIX TuIaTexel He AomkHa npesbimath 11000 py6. KakoBa MakcumainbHas cymMMa Kpeaura?

1. BBenute HOBBIE faHHBIE Ha aucte Kpenut 1:

— B s4eliky B4 —uucno 180 (15 net, yMHOKEHHBIX Ha 12 Mecs1eB)
— B sueiiky BS — 5,75%

— mnepelante Ha ctpaHully JlenTer — [laHHbIe

GO | s Kwnral - Microsoft Excel - =
=/ fnaswes  Boasca  Pawerka cparwum  Gopwyns | Jawee | Peuerswposamne  Bua  Haacrpoiikn @ - o x
= 5] Nogkmouerma | 5 — i T =1 =mm=m [E- > I Ananus gamHEN
5 g =1 AR £ -
F Ceoiicrea & Mp T N p S==] L] T Py Nonck pewenia
MonyuuTe OfHoEHTE #| Copruposka | owneTp . Tekcrno  Yganuts —— | CrpyKTypa
B e 0 Rononmmensio CEHAbl e o |
Moaknouenua CopTuposka i GurETp PaGaTa ¢ AaHHEM Aucnerep cusHapues..
Al - fe ‘ [10460p NAPaMETPA...
A B e D £ E G H 1 J K TaB/La AHHEIX... 0
1 1 I3

— B pasnene Pabora ¢ maHHBIME pa3BEepHUTE KHOMKY AHAIU3 «YTO-€CIINY U BBIOEPUTE KOMAHIY

[Ton6op mapamerpa

— OTKpoetcs AuanoroBoe okHo [Togbop mapameTpoB B KOTOPOM:
— B T1I0JIe YCTAaHOBHTH B sA4UeliKke BBeAUTe B6 MM MEIKHUTE Ha sueiike Bo6;
— B mosie 3HadeHue BBemuTe yucio —11000 (urcmo AOMKHO OBITHh OTPHUIATEIBHO, YTO

YKa3bIBa€T HA TO, YTO €XKEMECSIUYHBIN IJIaTEX 3a€MILNK OoTAacT, a HE HOJ'Iy‘-IaCT)

— B nonae M3MeHeHns 3HaueHHUS UY€K BBEIUTE B3 uiu LIEIKHUTE I10 sTYSHKe B3
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A B 3 D E F [
KpeauT Ha NOKynKy KBapTHpbl GEEy e

1
3 CymMa KpesuTa E 1324 (i4?i). ! o [
3HadeHue: E

4 CpOK KpeIHra (Mecspl) 180 = o

CEEL VISMEHRAA 3HAHEHHE ANERKH: | gpgs|
5 IIpOoLIeHTHAS CTABKA 5,750
& EsKeMec IHBIT ITATER -11 000.00p
i

OtBet: MakcumanbHas cymma kpeauta 1 324 647 py6.

3aoanue 4. (mondop mapameTpa AJisi BEIYUCICHUS MPOIICHTHON CTaBKH)

Kpenutr B pasmepe 850 000 py6. Oepercs Ha 30 JleT ¢ MaKCHMaJIbHBIMH €KEMECSYHBIMU
wiarexxamu 5000 py6. Ha kakyro MakcHMallbHYIO TPOIIEHTHYIO CTaBKY MOKHO COTJIACHTBCS MPH TaKUX

YCIOBUSIX?
1. Ilepeiinute Ha nmuct Kpenut 2 u BBEIUTE HOBBIE JaHHbIE!
— B sueiiky B3 —uucno 850000
e B sueiike B4 — 360
2. Bribepute xomany I[logbop mapameTpoB (cM. 3amanue 1):

B I10JI€ Y CTAaHOBUTH B sA4eiike BBEAUTE — B6 MM 1IEJIKHUTE Ha siuekike B6;

— B nouse 3Hauenue Beegure yncio —5000

— B 1iojie I3MeHeHus 3HaueHus sueek Beeaute BS
A B [ D E F G
KpeauT Ha NOKYNKy KBapTUpbl = i

NopGop napaMerpa

CyMMa Kpequra 850 000p. bt FTS
CPOK KpeIuTa (Mecsb) | 360 ] e =

MZMEHAA SHEHEHHE AHERAKH! $B§5

'
[IpoLIeHTHAS CTABKA L !

FixeMecsHBIT ITTATe -5 000.00p = ) [ omena |

~ ™ s W R =

OtBeT: MOXHO COrTaCUTHCS HA TIPOLIEHTHYIO CTaBKY 5,82 %.

Hror padorsl - opopmienue otaera. OTUET O MPAKTHUYECKON pabOTe JOIDKEH CONEpKATh CIEAYIOLIHIE

JlaHHBIE:
1. [Jaty npoBeneHust paboThbl;
2. Lenb pabortsr,
3. Temy (Ha3zBaHue);
4. Xon paboThl, BBIOJHEHHBIN B TETPAIH;
5. @aiin BHINMOTHEHHOW paOOTHI.

IIpakTnyeckas padora Nel3

Haznauenne cuctemsbl MOATOTOBKH MPE3CHTAIMH. 3HAKOMCTBO ¢ TIporpammoii. PazpaboTtka

MMpe3CHTaluU: MAKCThLI O(I)OpMJ'ICHI/ISI " pa3MCTKHU.

Ieab: HayduTHCS CO3AaBaTh CIANA-IIOY, PACIIMPUTD TPAKTHYECKUE HABBIKU.

3aganue Nel

IToArOTOBUTE NPE3EHTALNIO T0KA3ATEIBCTBA TEOPEMBI

Teopema IIudaropa. KBagpaT runoreHy3bl paBeH cyMMe KBaJpaTOB KaTETOB.
JlaH npsIMOYTOJIbHBIN TPEYrONBHUK C KaTeTaMu & U D U TUImoTeHy30ii c.

BrimonHuTe MOMOMHUTENBHBIE TIOCTPOSHUS MO 00pa3ily U OOBSACHUTE, KAaKUM O0pa3oM OHU CHAETaHbI.
Jlokakute, 4TO B pe3yibTaTe MOJIYYHINCH ABa KBaaparta (OOibHION - CO CTOpoHOH (@ +b ) m

MaJICHBKHI CO CTOPOHOM ¢

Cnauo 1
B npoyecce oemoncmpayuu naseanue meopemol
«lemum ceepxy», a meKcm OpMyIUpPOsKU
meopembvl NOAGNAEMCI «KHYMOM»
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Teopema Mudparopa

Ksagpar runoteHy3bi
paBeH CyMMe KBafpaToB KaTeToB

Cnaiio 2

B npoyecce oemoncmpayuu  npamoyzonvHulii
Mpey2oNbHUK 8UOEH CPA3)y e Nocie NOSAGIeHUs.
cratioa, 3amem C8epxy 6evliemaem YBEMHAs.

Cnatio 3

Ha smowm craiide k umerowemycs mpeyeonbHUKy
nOO4epeoHo «8blIeMAlom Cleeay Ccmpenka u
meKcm, a 3amem «CHU3y» u Kk cunomenyse. Ilocne
ye2o nNosABIAemcs 0603Haue e CMOPOH.

-\
1

Cnaiio 5

Ha smom caaiioe xk umeiowemycs: mpeyeoivHUuKy
NOOYEPEOHO C PA3HLIX CMOPOH «NOOBE3NCAION)
00CmpoeHHbIE  MPEY2OIbHUKU — eéMecme ¢
0003HaAYeHUEeM CIMOPOH.

A

niauika 0 mekcma, nocjie veco ceepxy
nocmpo4Ho naoaem mexcm.

vrarrA WA svimerrrea Asnwamy veiramatd Aawatiw  sva wramasase 3

Cnatio 4

Ha smom craiide k umerowemycs mpeyeonbHuKy
packpvieaemcsi  ykazamenb — 0OHOBPEMEHHO  C
MeKCmoM.

Chnatio 6
Ha smom cnaiide waweukamu 3axpawiusaemcs
mpey2oibHUK u gcnivieaem HaOnucy,

Xapaxkmepusyowas e2o nioujaob.
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3aganue Ne2 Ilogrorosurs npesenrtanuto [IOCTPOEHUE BUCCEKTPUCHI YIJIA

3amyctuth npuioxxkenue PowerPoint.

Co3ath HOBYIO MPE3CHTAIMIO 03 madioHa 0hopMIICHHUS.

BriOparp pazMeTky cnaiiza 3aroJioBoK M TEKCT. BBeCTH 3arosioBok ciaijia ¥ MOCTPOUTH Yroiu (c
MOMOUIbIO TMaHeNu HHCTpyMeHTOB PucoBanue). s mocTpoeHuss TOYKM B BEpIIMHE Yria
HE00X0/IMMO TIOCTPOHUTH OKPYXHOCTh MPOU3BOJIILHOTO JAMAMETPA, B KOHTEKCTHOM MEHIO BbIOpaTh
®opmat aBTOGUTyYpHI...> Pazmep U ycTaHOBUTH HYXKHBIN pa3mep. DTH dJIEMEHTHI HE aHUMUPYIOTCSL.
YMEHBIINUTH HIUPUHY TEKCTOBOTO MOJISI U PA3MECTUTh €T0 CIIpaBa OT PUCYHKA.

OTKIIIOYUTH CIIUCOK B TEKCTOBOM OKHE.

YCTaHOBUTh KpacHyIO CTpOKy. i 3TOro  BKIIIOYMTH JIMHEHMKY, BBINOJIHUB KomaHay Bum>
JInnelika, 1 IepeMeCcTUTh Ha JIMHENKE BEPXHUM TPEYTOJIbHUK IIPABEC HUKHETO.

Beectu Tekct cmaiima. Hactpouth addext anmmanmm Bxom> [[BeTHas nwuurymas MaiimHKa.
Bri6parts napamerp Hauano: ITocne npeapinymiero.

3apava. Mocmpoums Guccekmpucy yana.

W3 BepwuHebl A gaHHoro
YrNa KaK W3 LEeHTpa
OMUCLIBAETCA OKPYHHOCTL
NPOM3BONBHOTO paauyca

BbInonHUTE nocTpoeHue AYru OKpYyX HOCTU. [[j1st 3TOro Mcnosiab30BaTh Ha MaHEIH MHCTPYMEHTOB
PucoBanue kHomnky ABTOodurypsl > OcHOBHble Qurypsl > Jlyra. Jlns U3MEHEHUS UIMHBI TyT'H
HCIIOJIb30BaTh JKEIThIE MapKephl, Uil U3MEHEHHs] KPUBM3HBI AYrM — Oeible, s MOBOpOTa —
3€JICHBIN.

Hactpouts ans ayru sdpdext anumannu Bxon> [loseienue. BoiOpath crienyromuye napamerpsl:
Hauano: Ilocne npenpinymero u ycranosuts Hanpasnenue: Ceepxy.

JloGaBuTh K Tekcty cnaija s¢dext anumarnuu Berxoa> XKantoszu. Beiopate napamerp Hauano: Ilo
LICITYKY.

Crnenatp komnuto Broporo cinaija. C 3Toro cnaija yaanuthb 1 1yru 3¢ dext anumanuu. s aToro
BbIIENIUTh 3¢ ¢exT B Obnactu 3a7ay U Haxarth kiuaBuily Delete. [locTpouTs Touku nepecedeHus
JIyTd CO CTOPOHaMHU yria WM mojanucarb ux. HacTpouTh aHMManuio JUisi CO3JaHHBIX OOBEKTOB.
W3MeHUTh TEKCT B TEKCTOBOM OKHe. OOpaTuTh BHUMaHME, 4YTOOBI aHMMAIUS A TEKcTa
COXPaHWJIACh.

OcranbHble craiiipl co3naTh Mo oOpas3iy. Kaxnaplid cienyromuil ciaiii co3gaercs KONUpOBaHUEM
HPEJbIAYILEro AJI TOr0, YTOOBI PUCYHOK HE CIIBUTAJICS IIPU IPOCMOTPE.

3apnava. Mocmpoume Guccekmpucy yend.
3agava. flocmpoums 6uccekmpucy yena.

Myctb B 1 C — To4kn
rnepeceyeHns Co CTOPOHaMu M3 Touek B 1 C Tem xe
yrma. paanycom onucbisaem
OKPYXHOCTb

3apauva. lMocmpoums Buccekmpucy yana.
3agava. llocmpoums buccekmpucy yand.
MycTb D — Touka ux

nepeceyeHun, oTAnYHaA

Mposognm
oTA P A

noaynpamyto AD. OHa
B * D peautyron BAC
nononam.




Coznate TUTYNBHBIA ciaiig. s 3Toro 100aBHTH Ciaii[, BBIOpaTh UIsl HEro 00O au3aiiH
odopMIIEHUS U TIPUMEHHUTH ATOT JTU3alH TOJBKO K ATOMY Claiiay, BbIOpaB koManny [IpumMeHuTs K
BBIJICJICHHBIM CJIalaM.

FEOMETPUSA

[TpocMmoTpeTh nostyuyeHHyro npe3eHTanuo. s 3Toro Haxats Kinasumy F5.
CoxpaHUTh MPE3EHTALIMIO B TAIKY C Ballel pamMuinei.

Hror padorsl - odopmieHne ordera. OTYeT O MPAKTHYECKOH pabOTe MOIDKEH COAepKaTh
CJICAYIOIINE JIaHHbIE:

Haty npoBeneHus paboThI;

Llens paboThI;

Temy (Ha3BaHue);

XoJ paboThl, BHIIIOJHEHHBIH B TETPaaH;

@ails1 BBIIOJTHEHHON PadOTHI.

arONE

IIpakTnyeckas padora Nel4
JloGaBienne pucyHKOB U 3 (HEeKTOB aHUMAIIMH B ITPE3ECHTAIIHIO, ayAUO- U BIUI€0(PArMEeHTOB.
Anumarusi 00bekToB. Co3ganue aBroMaTu4eckoil npesenrtanuu. Co3nanue ynpasisitonux KHOTOK.
CoxpaHeHue U MOATr0TOBKA MPE3EHTAINH K IEMOHCTPAIUU

IIenb: Hay‘lI/ITBCSI pa3pa6aTHBaTb HpeBeHTaI_II/II/I N HCIIOJIB30BAaTh BO3MOXHOCTHU HpOFpaMMH
PowerPoint

3aoanue:

[Tpu momomu mpunoxkenus Power Point co3gaTh AoMaiiHIO KapTHHHYIO ranepero. Jlms
ynoOcTBa TepeMelleHusl Mo Tajepee M00aBUTh YHPABIAIOIIME KHOMKH W BKIIOYUTH 3BYKOBOE
COIPOBOXKACHUE IEMOHCTPALUN.

s ynmoOcTBa paboThl HEKOTOpBIE BUBI MPE3EHTAMNA MOXKHO CHAOIUTH YIPABISIOMIUMU
KHONKamMu. B mporecce AeMOHCTpallud OHHM TO3BOJAT OCYHIECTBUTH BO3BpAT K MPEABIAYLIEMY
CIaliy, Iepexo/l K CIEeIyIOIIeMY ClIaiily, BEI30B TOMOTHUTENbHBIX ()YHKITUH.

Texnonozusa évinoJIHEHUA YRPANCHEHUA:

Hama pab6ora 6yaer coctoste u3 6 cnaifnoB. Co3naauM 3TU Claiibl, TPUMEHUB M1a0JI0H
pasmetku i 1 cnaiga — TutynbHeIl, 115 nocnenytomux — [lycron cmaita. s Kaxaoro u3 3Tux
00BEKTOB 3a7at0TCS: (POH, TEKCT, PUCYHKH (M300paskeHHs ), KHONKH U Mepexo/ ciaaiiaa.
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CopTHPOBUINK CRaHACE OdopMnenHe No YMOMMNaHHIO

1. ®oH. 3agaaumM (HOH ¢ TOMOIILI0 TEKCTYP OJIUH JJIS BCEX, YTOOBI HAIlla MPE3CHTAIIHS
BBITJIsIIeNIa TIPOECCHOHATBHO, B OJTHOM CTHIIC.
2. Texcr. TekcT B Hamed Npe3eHTAIlMd TOJLKO Ha IEPBOM cjaije. 3arojoBOK H

MI0/13ar0JIOBOK O)OPMHUTE B COOTBETCTBHH ¢ 0OpasmoM. J[oGaBum Tarke Ha ciaiin JlaTy, kotopas
OyzeT aBTOMAaTUYECKM MEHATbCS B COOTBETCTBUM € cucTeMHbM BpemeHeMm Ha IIK. BceraBum
TeKCTOBBIN 0ok (nHCTpyMeHT Hagnmuceb) BeraBka — /lata m Bpemsi, BiOepuTe popMaT IaThl U
AKTUBUPYHTE ONIUI0 ABTOOOHOBJICHHE.

3. Pucynku. Haiinem pucyHkH JUis Hallel rajgieper U BCTaBUM UX B CJIANJIBI

4. Knonku. Ha xaxpgom cmaiiie Oyner pasmemieHo 4 KHONKU: Hepexox K
clefyloleMy cJaaiiay, nepexola K mpeabiaylieMy cJaaiay, BbIX0J M3 Npe3eHTallu, 3ByYKOBOe
CONIPOBOJKACHHE.

KHorka IIapamMeTpbl HACTPOHKH
IIo menuky MbIUM - IlepedTH Ha ClNeOyROLMA

> CIamng.
ITo menuky mbluyd - IlepelTH Ha NpeAbIOVIMHAA
4 CIIanm.
* 3ByK — Brlbepure moboii 3eyk U3 obsopa.
IIo memyxky MbBILUKA - IlepedTH Ha MOCTegHHH

’ I CIIan.

HauneMm co Broporo cnaiga. B rimaBHom MeHI0 BeraBka - @urypsl — Ynpasisoumue KHOIKH.
Boi6upaem HyxHyto kHonKy. B okne Hacrpoiika neiictBusi — Ilo menuky mbimu — [lepeiiTu no
rUnepccblIKe BHIOMpaeM: CIENYIOIUI chaij, npenplayumii ciaig u T.4. M3MeHuM pasmepsl
KHOIOK C TOMOIIbIO MbIIIH. Terneph HaM BCe 3TU KHOIMKH HEOOXOJUMO J100aBUTh Ha CIEAYIOLINE
cnaiapl. Cuenatb 3T0 OyJeT HEMmpoCTo, T.K. MMOJOTHATh pa3Mepbl KHOMOK TOYHO, MBI HE CMOXKEM.
[Toctynum nponte. CkonmupyeM NEPBYHO KHOIKY W BCTaBUM €€ IOCJIENOBATEIBHO B CIEAYIOIINE
cnaiapl. IlpuyeM, oOpaTuTe BHUMaHHE, OHAa BCTaHET B HY)XXHOE MECTO, TyAa, IZle OHa Obuia
pa3MeleHa Ha 2 cnaijie. AHaJIOTHYHO MOCTYIUTE ¢ OCTAaIbHBIMA KHOIIKaAMU.
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Hactpokka ge HCTBHA

Mo WwenyKky MeIWK | Mo HaBeAEHWH YKA3aTENA MbILLK

AeHCTBHE MO WEeNYKY MbIUK

(OHer

(®TepeiTh No runNepcceInke::

CneayHwmi cnana v

() 3anyck nporpamtbl

[3eyk:
[ OK J [ OTMEHa
S. Teneps 3amyCTUM AEMOHCTPALIUIO MPE3EHTALUH.
6. O6paTI/ITe BHHUMAHHC, Bbl MOKCTC IICPEMCIIATLCA I10 IPE3CHTAIIMU aBTOMATHYCCKU,

HE UCHOJIb3ys ylpasisomue KHonku. Mcnpasum nosnoxenue. Ilokas ciaaiinoB — Hacrpoiika
nemoHcTpanuu — [lokas ciaiiioB — ABToMaTnyecku (MOJIHBINA 3KkpaH). /[[00aBUM Ha TUTYIbHBIH
cnaiin kHonky HacrpamBaemasi — Ilepexoa k ciaeayromemy ciaaiay. OTKpoeM KOHTEKCTHOE
MEHIO 17151 3TO KHONKH JI00aBUTH TeKCTOBYIO CcTPOKY U BruiieMm Crtapt. Beixon u3 npeseHTanuun
Haxatue kHonku ESC Ha kimaBuatype.

FaAaepen
aBTOMOOHAEH
AeTop: Yconbues PomaH
2008 .

7. Eme pa3 3anyctum Jlemoncrpauuio npe3enranun. [IpexpacHsiii pesyisrat!!!

Hror padorsl - odopmieHue ordera. OTYeT O NPAKTHUYECKOH paboTe MOIKEH CoepkKaTh
CIIeIYIOIIHE TaHHbIE:
1. Mary npoBeneHust paboThl;
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agrwd

L{enb paboTHI;

Temy (Ha3BaHue);

Xoxa paboThl, BBIIOTHEHHBIN B TETPAJIH;
®daiin BRIMOJTHEHHON pabOTHI.
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4, TH®OOPMALMOHHOE OBECIIEYEHUE ITPAKTUYECKHUX PABOT

OcHoeHnaa numepamypa:

O-1 Tox6epr I.C., HabOpMallMOHHBIE TEXHOJOTHUU: YYEOHUK JUISI CTY..
VYupexxnenuit cpen. npod. obpazoBanus / I'.C. I'oxOepr, A.B. 3aduenckuii, A.A.
KopotkuH. — 2-¢ uzn., crep. — M.: U3gaTensckuii ieHTp «Axamemus», 2018.-240c¢.

Jlonoanumenvhasn numepamypa:

-1 Pymsunesa E.JI., Cmrocaps B.B. Undopmanmonnsie Texnonoruu: yued. mocooue
/ Hox pen. mpod. JL.I'. T'arapunoii. — M.: U] «@opym»: UHOPA-M, 2009.-256 c.:
wi.-(IIpodeccuonansHoe oOpazoBaHue).

-2 T'opuna T.I'. Onepatop O9BM / T.I'. T'opuna. — M.: ®OPYM, 2009. — 160 c.: u.
— (ITpodeccuonanbuoe 06pa3oBanue).

-3 MaxkcumoB H.B., Ilapteika T.JI., IlomoB WN.M. Texuuueckue cpencraa
uHpopMaTH3aluu: Y4eOHUK. — 2-€ u31., nepepad. u gom. — M.: ®DOPYM: NUHDPA-
M, 2008 — 592c.: ui.

J1-4 Hemmora T.U., Hazapora FO.B. IIpaktukym no uadopmaruke: yued. [locodue /
ITon pen. JL.I'. I'arapunoit. U.1. — M.: UJI «®OPYM»: UHD®PA-M, 2008. — 320 c.:
ui. — (IlpodeccuonanbHoe oOpa3oBaHue).

J1-5 Cepreesa .., My3aneBckaa A.A., Tapacoa H.B. Mupopmaruka: yueOHUK. —
M.: U «DOPYM»: MHOPA-M, 2007. — 336 c.: un. — (IIpodeccuonansuoe
oOpa3zoBaHue)

J1-6 LisetkoBa M.C. Undopmatuka u UKT : yueonuk 1uist cpen. npod. oOpazoBanus /
M.C. LserkoBa, JI.C. BenpkoBuu. — 6-¢ m3a., crep. — M., U3narenbckuii 1eHTp
«Axkanemusi»n, 2014. — 352 c., [8] 1. uB. ui.

-7 IerkoBa M.C., Undopmatuka u UKT: yueOnuk s cpea. npod. oopazoBanus /
M.C. IlserkoBa, JI.C. BenmukoBuu. — 6-¢ usn., crep. — M.: W3narenbckuii 1eHTp
«Axagemus», 2015. — 352c.

J1-8 Muxeesa E.B., [Ipaktukym no uapopmaruke : yueb. [locobue mis yupexaeHuit
cpen. mpod. obpazoBanus / E.B. Muxeea.-u3n., crep. — M.: M3naTrenbckuii 1eHTp
«Axagemus», 2015.-192 c.
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5. JUCT UBSMEHEHUI U IONOJHEHU, BHECEHHBIX B

METOJUYECKHUE YKA3ZAHUA

Ne N3MCHCHU:A, JaTa BHCCCHU:I, NQCTpaHI/IHBI C NIBMCHCHHCM

bruio

Craio

OcHoBanue:

HOI[HI/ICI) Jruia, BHCCIICTO U3MCHCHU A
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