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TEKCTOBbIA PEOAKTOP MICROSOFT WORD

JTabopaTtopHasa paboTta Ne1. 3HaKOMCTBO C TEKCTOBbIM peAakTOpPOM
Word

Llenb paboTbl: nonyyeHne HayanbHOro npegcraBneHust 0 pegaktope Microsoft
Word, npuobpeTeHne HaBblkOB paboTbl C wWabrnoHamMu [OKYMEHTOB, 3HAKOMCTBO C
pexxumMamm NpocmMoTpa JOKYMEHTOB, CO3[aHne CTPYKTYpbl AOKYMEHTA

1. MeToanyeckue ykasaHus

Mporpamma Microsoft Word npeactasnsetr cobon ogvH u3 pacnpoCTpaHEHHbIX
TekcToBbIX pepaktopoB. OHa nosBonseT co3gaBaTb U pefakTMpoBaTb [AOKYMEHTHI,
£o6aBnNAaATb B HUX Tabnuubl U PUCYHKKU, M3MEHATb ochopmneHne ab3auesB U HavyepTaHue
WwpudgTa, roToBUTb OOKYMEHT K neyaTtu. [JonosnHuTenbHbole moaynu Word no3sonstoT
BbINOSTHATbL TakMe onepauun, Kak npoepka opdorpadunm n rpammaTnki, GopMmMpoBaHue
OrnaBfieHU 1 ykasaTeneun, crnvsiHe ¢ 6ason AaHHbIX. [Mockonbky pabota ¢ Microsoft
Word MoXeT cofepaTb 3eMeHTbl MPOrpaMMMPOBaHUS, €€ YacTO Ha3biBalOT TEKCTOBbLIM
npoLeccopomM.

OkHo Word obnagaeTt BceMun CTaHAAPTHbIMU 3fieMEeHTaMu, NMPUHATLIMA B CUCTEME
Windows. B 3aronoBok BbIBOOUTCA Ha3BaHWe AokymeHTa. CTpoka MeHio obecneumnBaeT
AOCTyn K KomaHgam. [laHenu WHCTPYMEHTOB coaepXaT KHOMKM CaMbIX MONynsipHbIX
onepauun. CTpoka COCTOSIHMA cooblaeT O KOnMuMyecTBe CTpaHul W pasgenoB B
AOKyMeHTe, o603Ha4yaeT TeKyllee MOoNoXeHne TEeKCTOBOrO Kypcopa W COAEpPXWT
WHOUKATOPbl HEKOTOPbIX PEeXnMOoB nporpaMmmbl. BepTukanbHas nonoca npoKpyTKK
obecneunBaeT GbICTPOE NepeMeLLeHme No TEKCTY JOKYMEHTa BBEPX U BHM3. 34echb ecTb
nuHerka, obrneryawwas BblpaBHMBaHME OOBLEKTOB, W KHOMKA CMEHbl PEXMMOB
npocMoTpa AokymeHTta (PucyHok 1).

Mockonbky nporpamma Word npegHasHadeHa panss obpaboTkm TekcTta, TO
AokymeHT Word B OCHOBHOM COCTOUT M3 CUMBOJSIOB, CfnoB M absaueB. B ob6bl4HOM
pexumMe npocMoTpa TeKCT He pasbuBaeTca Ha CTpaHuubl, OOHAKO ero LuMpuHa
OrpaHu4eHa LWMPUHOW CTpaHuubl, 3agaHHoOM Ana gokymeHTta. CTpoku BHYyTpu ab3aua
NnepeHocATCAa aBTOMATMYeCKM, a HaxaTtue knasuwm Enter cdopmupyetr nepexog kK
cnegyouwemMy absauy. UTobbl ny4ywe paccMoTpeTb AOKYMEHT, HEOOX0OMMO LENKHYTb Ha
naHenu WHCTPYMEHTOB BKNaaky Bud, panee Bblbupaem Macwmab v B packpbiBLUMMCSA
OKHe BblbupaeM 1o wupuHe cmpaHuybl.

Kpome o06blyHbIX OykB, umcdp M 3HakoB B Tekcte Word npucyTcTBytoT
crneuvanbHble ynpaBnsawlmMe HeneyaTaemble CUMMBOMbL. [Na BbiBOAA Ha 9SKpaH
HeneyaTaeMblX CUMBOJIOB €CTb kHonka ' Heneyamaembie 3Haku NaHenn NHCTPYMEHTOB
lnaeHas. Kak cnegyeT M3 ee Has3BaHWs, B HaneyaTaHHOM TEKCTE 3TU 3HaKM He
oToGpaxatoTcs. Pexum geMoHCcTpaumm HenevyaTtaeMbiX CMMBOSOB obneryaet pasmeTky
AOKYyMeHTa W nosBongeT pasobpartbcsa B ero cTpyktype. [Moatomy npu pabote ee
crnenyeT Bcerga gepXaTtb BKIHOYEHHON.

B npgokymeHte Word Bcerga npucyTCTBYEeT TEKCTOBbIN KypCOp, KOTOPbIN
oToOpaxkaeTcsi B BMAE BepTUKanbHON Mepuatrowen YepTol. BBoA TekcTa BbINOMHSETCS B
TOYKE pacnonoxeHna kypcopa. [lepemeliaeTcss Kypcop C MOMOLLbK KnaBuw CO
CTpenkaMmm Unm LWen4ykomM MbiLln.

Word nogaepxmBaeT ABa pexnma BBOAa CUMBOJSIOB:

e BBOAVMbIE CMMBOJIbl 3aMeLLaloT 3HaKWU, PacnonoXeHHbIe cnpaBa OT Kypcopa
3amelleHue);
e CMMBOJbl 406aBNATCA B TEKCT B TOYKE Kypcopa (BCTaBka).



Pexxumbl 3ameLleHnsa/BCTaBKN NepeknoyatnTcsa Knasuwen Insert.

[ CTtpoka MeHo
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o
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3 g e JamenTe
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HT Ha B OnoHa.No3B0IAe
HEI'IDJ'IHﬂTh HDBhIE ﬂDKyMEHTbI SBDEHEE I'IDJ]I'DTDBJ'I&HHbIM CTﬂHﬂaDTHhIM coaepHadHnem u
odopMIEHHEM.

LabnoHel MoxHO paccmaTpuBaTe Kak oObluHbie gokymenTel Word, B KOTOpbIX,
KpoMe TekcTa, XpaHuTca uH@OopMauMA o kKoHdurypauuu naHened WHCTPYMEHTOB,
Maxkpocbl W , onpea e BUA " MporpaMmbl.
LWabnoHel o4eHe yaobHLI, Koraa pag AokymeHToe TpebyeTcA othopMMTE B OQMHAKOBOM
cTune. oﬂﬂwbl HacTpoue I.IJan'IDH Bbl CO34aETe Ha €ro OCHOBE HECKOMNbLKO dJaM.I'IDB
KOTOpbIE HacnefyT WUMEKLUMECA B maﬁnl)ne TekcT U 0GBbeKTbl, CTUNK K odhopmnenue,
MaKpochl U NapaMeTpel uHTepdelica Word.

CrenyeT 3ameTWTb, YTO TaK HaszbiBaeMblil «OBObINHBI AOKYMEHT», KOTOpbBIA
CO3]3ETCA LWEeNykoM Ha KHonke (osdamb NaHenu MHCTPYMEHTOB win ebibopon| sHavka
Hosbill dokymenm B pasaene Cosdavue dokymeHma okHa oBnacTu 3ajad, Ha camom
fene Towe NocTPoeH Ha ocHoee WwabnoHa. 3ToT wabnoH 3anvcad B daine Normal.dot.
Wabnon Normal.dot vrpaeT BakHyr ponb. OH ONpefenseT MCXOAHYH KoHUrypauuo
Word, T. e Bua u nNoBedeHue NporpamMmsl Npu ee sanycke. K coxaneduro, 3707 wabnoH
4acTo noABepraeTcA arakam paEHDDEPESHbIX KOMMBKTEPHBIX  BUPYCOB. Ecnn BbI

= oBHapyxunu, yTo Word BeIrMAQWT Kak-To cTpaHHo uni paboTaeT HesepHo, nonpobyrite
- 3aKpeITe nporpammMy W yganute daiin Normal.dot. Mpu cnegyrowem sanycke Word atot
= wabnon GygeT creHepupoBaH 3aHOBO B COOTBETCTBMM CO CTaHAapTHON KoHdMrypaymei,
- 3anoxenHon B Word paspaboTyukami nporpammel.

= MacTep cosgaHusa nokymenTa. Co3naBan AOKYMEHT ¢ MOMOLbI0 MacTepa, Bl
- uMeeTe Jeno Kak Dbl C MHTENMEKTyarnbHbiM WabNoHoM, KOTOpPbIA MOKET MEHATb CBOK
o KOH(UTYpaLUM B COOTBETCTEBMM C KOHKDPETHBIMM 3anpocami nofns3osatend. MacTepa

B 4acTo BCTABNAKT B [OKYMEHT CrieuuaribHele Makpocsl — HeGonbluMe NporpaMmel,
o ABTOMAaTH3UPYHLWME BBOM TEKCTa.

. Pexumel npocmotpa. B MS Word oguu u TOT e JOKYMEHT MoxHO oToDpaxark B
E qen:lpex peuimax nNpocmMoTpa:

. OfbiHbili - npefHasHadeH AnNA  Beoda M hOpMAaTMpOBaHMA  TeKcTa,
E 0ToGpaKaemoro 8 BUE HENpepLIBHON BEPTHKANLHON MNorocs! (puc,

- e Pasmemxa cmpaHuubl - NO3BONAET OUEHWTL pacrionoxeHne Tekd
% OTHOGUTENBHO (PU3NYECKUX CTPaHUL JOKYMEHTa (puc. 3), nonocb| npoprTKM
CTpoka cocTosiHUA

Crpammuya: Tws91 | UYucno cos: 21505 | <8 Pycoaii (Pocens) |

PucyHok 1 OkpaH Word

CoBpeMEHHYI0 XN3Hb TPYOHO NpeacTaBuTb 6e3 o0bunmsa TeKCTOBbIX AOKYMEHTOB B
GymaxHOM K 3anekTpoHHoM Buge. Word nossonsieT nucaTb nucbMa, oopmMaTMpoBaTb
TEeKCTbl NMOBON CMOXHOCTU, [00aBnATb B HUX PUCYHKW, POopMynbl U rpadukm 1 gaxe
BepcTaTtb uenble kHurn. Camoe rnaBHOe, 4YTO pesynbTaTbl cBoen paboTtbl Word
COXpaHsieT B BUAe ctaHgapTHbIX dpannos. CerogHs doopmat AokymeHToB (dawnnos) Word
cTan obuwenpunsHaHHbIM. Bbl MOXeTe oTnpaBnTb Takon AOKYMEHT NO 3NIEKTPOHHOM NoyTe
B NtOBYI0 TOYKY 3€MHOrO Lwapa, v NpakTUYeckn Besae ero cMoryT npoyectb. CyllecTBytoT
pasnu4yHblie BapuaHTbl CO34aHNsi HOBOTO JOKYMEHTa:

e Co3gaHne — cosgaHne HOBOro LOKYMEHTA;
e Co3gaHne 13 nvetoLLLerocs AOKyMeHTa;
e CosgaHue c nomoLlbto WwabnoHa.

[lokymMeHT, co3aaHHbi Ha 6a3e BblIOpaHHOro wabnoHa No3BonseT aBTOMaTUYECKM
HaMNONHATbL HOBbIE JOKYMEHTbI 3apaHee NOAroTOBMEHHbIM CTaHAAPTHLIM COAEPXaHMEM n
odoopMIiEHMEM.

LWabnoHbl MOXHO paccmaTpmBaTb Kak 0OblYHble OOKyMeHTbl Word, B KOTOpbIX,
KpOMEe TeKCTa, XpaHUTCA WHdopMauus O KOoHdUrypaumm naHenen WHCTPYMEHTOB,
MakpoCbl M MapameTpbl, onpedensiowme Buh OOKYMEHTa WU noBedeHuMe NporpamMmbl.
LLlabnoHbl o4eHb yooOHbI, Koraa psg AOKYMeHToB TpebyeTcss ohopMUTb B OANHAKOBOM
ctune. OgHaxabl HacTpomB WABNOH, Bbl CO34AeTe Ha ero OCHOBE HECKONbKO (0alroB,



KOTOpble HacneaywT umetowmecs B WwabnoHe TeKCT U 06BbEKThI, CTUAN N 0hopMneHue,
MakKpocCbl 1 napameTpbl nHTepdenca Word.

CnegoyeT 3amMeTUTb, YTO TaK HasblBaeMbll «HOBbIM [OOKYMEHT», KOTOPbIN
co3faeTca WernykoM Ha kHonke Hacmpouka naHesnu 6bicmpoz2o docmyna \ Co3damb
naHenu MHCTPYMEHTOB UM BbIOOPOM 3Hayka Hoebili dokymeHm B pasgene CosdaHue
OoKyMeHma okHa obnacTu 3agay, Ha camoM Jerne ToXe NOCTPOEeH Ha OCHoBe LWabnoHa.
OT10T wabnoH 3anuncaH B danne Normal.dot. LlabnoH Normal.dot urpaet BaxkHyto ponb.
OH onpenensieT ncxogHyo kKoHdurypaumo Word, T. €. BMA 1 NoBefeHME NporpamMmMbl Npu
ee 3anycke. K coxaneHuto, aTOT WabnoH YyacTo noAaBepraeTca atakam pasHoOOpa3HbIX
KOMMNbIOTEPHLIX BUPYCOB. Ecnu Bbl 0BHapyxunu, 4yto Word BbIrMSAUT Kak-TO CTPaHHO
unu paboTtaeT HEBEPHO, NONpobynTe 3akpbiTb Nporpammy n yaanute ¢gann Normal.dot.
Mpn cnegytowem 3anycke Word aT1oT wabnoH OygeT creHepupoBaH 3aHOBO B
COOTBETCTBUM CO CTaHOAPTHOW KOHMurypauunen, 3anoxeHHon B Word paspaboTtymkamm
nporpaMmmsi.

MacTtep co3sgaHnsa gokymeHta. CosgaBasi IOKYMEHT C NMOMOLLBbD MacTepa, Bbl
nmeete Oeno kak 6bl C MHTeNNeKkTyanbHbIM LWAaBIoOHOM, KOTOPbIA MOXET MEHATb CBOH
KOH(pUrypaumio B COOTBETCTBMM C KOHKPETHbIMM 3anpocamu nonb3oBatensd. Mactepa
4acTo BCTaBNAT B [OKYMEHT creumanbHble Makpocbl — Hebornblive nporpamMmel,
aBTOMaTU3NPYOLLME BBOA TEKCTA.

Pexunmbl npocmoTtpa. B MS Word oamH 1 TOT e JOKYMEHT MOXHO oTobpaxkaTb B
NATU pexmnmax npocMmoTpa:

e Pasmemka cmpaHuubl - NO3BOMNSET OLEHUTb PACMofOXXeHNe TekcTa U O6beKToB

OTHOCMUTENbHO (PU3NYECKUX CTPaHUL AOKYMeHTa (PucyHok 2),

¥ L
AABEl AaBOE AsEGEs ANEGE AsESEs AaBOEN AsE0B AnGEEh AsBSEN AaE'

Ecnu B nonbayeTeck TeKCTOBLIM npousccopom Word ans nogroToBkd web-
CTPaHWU, BMECTD PpPeEXMMa Pa3METHM CTPaHWY BCerga noNb3yWTeck pPeMuMom
INEeKTPOHHOrD aokymedTa, B atom cnydae nocne npecbpazceadda B hopmat HTML He
NPOM3CRAET NOTEPW HAZHAYEHHOMD POPMAaTUPOBAHUA.

Crpoka cocToAHWA Word B niobom pexumMe NpocMoTpa BeIBOOWT OOHY W TY He
WHropMaLUMIo, KoTopas NoMoraeT opUeHTHpoBaTECA B Gonblluvx nokyMeHTax. B nepeom
cnesa nNone cTPoKW COCTOAHWA BUOHE! HOMED TEKYWEW CTPaHWUBI, HOMED Tekylero
pasnena, a fanee Jepes Apoft — HOMep TeKylWeR cTpaHWMUs W 4YMCno cTpaduy B
pokyMmedTe, Bo BTOpOE None BLIBOOWTCA PACCTORHWME OT NEBOMO KPaA JOKYMEHTa 0o
TEKYLWEro NONo¥eHWA TEKCTOBOMD KYPoopa, 3aTem HOMEepa TeKyLUMX CTPOKKW M cTonbua.

Enaropaps nogfepske dopmata HTML eal moweTe GeICTpo NpeBpaTuTe NoGoR
fokymedT B web-cTpaduuy W onybnukoBate erc Ha web-yane womnadul. YTobbl
npecbpazoeate AokyMedHT Word B web-cTpanuuy, eoiGepute komadgy @adn
Coxpadume kax web-cmpasuly, B OKHE AManora coxpadHeHws ¢afna sBeguTe WUMA
HTML-paina v WenkHuTe Ha kHonke CoxpaHume.

Cmpykmypa doxymesma. NMoBoR pocTatodHo obBbeMHbIA AOKYMEHT obbluHo
COCTOWT W3 pazgence W Noapasfence PazHoro YpoBHA. TekcToBwA npoueccop Word
NoO3BONAST NpUcEaWBaTE Ha3BaHWAM TEX MK HMHEIX paszaencs chneuvanbHee

PucyHok 2 Pexum npocmoTpa - PasmeTka cTpaHuubl

e Cmpykmypa - CROYXuUT Ans 3agaHna W pefakTUpOBaHUS  MepapXm4eckon
CTPYKTYpbl pa3gerioB OCHOBHOIO TEKCTa, YTO NMO3BOSISAET MOMHOCTLIO OTBMEYLCS OT
rpaduyecknx OBBHLEKTOB M pearbHbiX pa3MepoB CTPaHUL M CKOHLEHTpUpOBaTb
BHMMaHWe Ha cogepxxaHun (PucyHok 3),



BHS OV [- T - & x
CTPYKTYPA TNABHAR BCTABKA NA3AAH PA3METKA CTPAHWLLI CCBA/IKM PACCHUIKM PEUEH3MPOBAHWE Bna
& € [Ocmoanonr.. <]+ = | 5 Noraate yposens: Ml = [ !(GMBH . x|
/| Naxazath gopmamposarive Texcra -— 2 Beragmms ’
PR Mokasats x ) JaKphITE pEXHM
TMoKasark TONLKO NEPEYIO CTROKY ST L e s
Hasuraums X TEKCTOBbIW PEOAKTOP MICROSOFT WORD )
D B- + JlabopaTtopHas paboTta Ne1. 3HaKOMCTBO C TEKCTOBbIM

penaktopom Word
Llene paBoTbl: nony4eHne Ha4yanbHoro NpeacTaBneHusa o
Frrrem—— penaktope Microsoft Word, npobpeTterue HaBblkoB paboTbl ¢
4 Texcroewi peaxtop Micrasaft Word LwabnoHam1 JOKYMEHTOB, 3HAKOMCTBO C peXvMami NpocMoTpa
4 NaBopatapnas paGota NAY. Juakout.. OKYMEHTOB, CO3[jaHWe CTPYKTYPbl AOKYMEHTA
1 Memcyuscxne yoasioet + 1. MeToau4eckue ykasaHus
» Mporpamma Microsoft Word npeacrasnset coboii oanH 13

3ATONOBKM  CTPAHWL  PEY/ILTATH

2. NopRAOK BLNORHEHMS PABOTH

3. MopAaok ogopsnesin aueta

4 Kawrponsse sonpocs pacnpocTpaHeHHbIX TEKCTOBLIX peaakTopos. OHa
4 Naoparopuan patora N°2. Ogap... no3BonseT co3AaBaTh U peJaKTUpoBaTb AOKYMEHTHI,
B no6aBnATe B HUX TaBnuLbl U PUCYHKW, N3MEHATL
2. MOpRAOK BLINDAHEHKA PaGaTE
h ) ocopmneHve absales M HavepTaHue WpudTa, roTOBUTL
IOPRAOK OHOPMABHIA OTUETA
4 Kostponsssie sanpacs AOKYMeHT K neyatu. [JononHutensHele moaynn Word
4 Maboparopnas pabora N43. Tabaw.. NO3BONAIOT BLINOMHATL TakWe onepauuu, Kak npoeBepka
- Meraanuecune yrasaiia opdorpacbrn U rpaMmaTikK, hopMUpoBaHue ornaeBneHuin u
R ykasaTenei, cnuaHue ¢ 6a3ol aaHHbIX. Mockonbky paboTta
3. MopRAOK OGOPMAEHKA OTUET N
PR — ¢ Microsoft Word moxeT cofepaTb anemMeHTbl
4 Nadopatapuan patora Ned. fonom.. NporpaMMUpOBaHKSA, ee YacTo HA3bIBAIT TEKCTOBLIM
1. Metagnuecxie ykasanua npoueccopOM.

2. MopRAOK BLINOAHEHKA PasaTH!
3. Nopraok opopu

OxkHo Word obnagaeTt Bcemu cTaHAapTHLIMU anemMeHTamu,

4. KoHrponsHsie anpock! ‘ npuHATLIMK B cucTeme Windows, B 3aronosok BbiBoanTca
4 3nexrpomnsie Tab MLl Miciosoft Bxcel Ha3BaHue gokymeHTa. CTpoka MeHw obecneyusaeT gocTtyn
4 Nabopatapwas padiota NE5. uakout... K KOMaHAaM. MNaHenu MHCTPYMEHTOB cofepxaT KHOMKK
1. Metogmuecxie yxasanus AAMLIV AARUAARLLIV ARanaiial CTRAra AnsTAALIA e

PucyHok 3 Pexnm npocmoTtpa - CTpykTypa

o Web-0dokymeHm - npefHasHaveH Ans opMMpoBaHnsa web-cTpaHuL, AN KOTOpbIX
XapakTepHa HeorpaHuyeHHas anuHa (PucyHok 4).

EHS 0VD T® -8 X
TNABHAA BCTABKA AV3ARH PAIMETKA CTPAHWLIbI CChNKH PACCHINKA PELIEH3VUPOBAHWME 8va
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Hasura.. 2 Moomox sunonious gon
3. Nopagox ohopmnenns otueta
Nouck 8 aokyme O = 4 KONTpONLHe BONPOCk!
pabora Ne 13, 3ANpPOCos AN it Gasl gannbix 8 Microsoft Access
saronosin | & 1. Meropusecute vessatvn
= 3. Nopagox odop!
o 4 KoWTponkHsie BONpOCk!
i Naboparopran pabora Ne 14_Co3fiaHne 0TYETOB C BLIMUCNAEMbIMK NONAMA W WTOrOBbIMK AaHHBIMK B Microsoft Access
4 Texcrosw pe.. 1. METOAMUECIHE YKAIaHNA
4 Nsbopato, 2. T10pAOX BHINOMHEHHA PABATH
3_(10pAOX ODOpMNEHHA OTueTA
1.Mero... 4 KOHTDONLHEIE BONPOCK!
2. Mops. Pexoumenjiyemas nuTeparypa
3. Nops.
4.Konr TEKCTOBbLIW PEAAKTOP MICROSOFT WORD
4 Naoparo
1: Mero, patopHas pa6ota Ne1. c IM peaakTopom Word
2.Mops. Uens paboTsl y o Microsoft Word, HaBLIKOB PaboTH C c CO3aHHe CTPYKTYPLI
= noKyMeHTa
3. Mops.
A Kot 1. MeToamueckue ykasaHus
4 Nasoparo. n Microsoft Word coBOR 0AnH K3 TEKCTOBBIX OHa N0380NAET CO3AABATHL U PEAAKTHPOBATH AIOKYMEHTH! nobasnﬁ'b B HUX TAONKLG! W PUCYHKN, WIMEHATE owopunewe
5 ab3ayes u HavepTaHne WPM(Ta, FOTOBMTL AOKYMEHT K nevati. [lononkuTensHuie Moayni Word No3sonaioT BLINONHATL TakMe onepauMm, Kak nposepka H
1. Mero. CrMsHMe ¢ Ba3olt AaHKLIX. NOCKoNKY paBoTa ¢ Microsoft Word MoxeT KaTh ANEMEHTbI , 06 4ACTO HAILIBAKT TRKCTOBLIM NPOLIBCCOPOM.
2 fiop. Oxio Word 06na/3aeT BCOMH CTaHAAPTHLMM INGMEHTAMM, MPMHATHIMK B CHCTeMa Windows. B 3arnIOBOK BLIBOJMTCR HA1BaHH AOKYMEHTA. CTPOKE MEHIO 06ECTIGHHBAET AOCTYN K KOMaKiaM. [1aHaMM WHCTPYMENTOB COROpXaT
KHOMKH CAMBIX Crpoxa CO0BUIAET 0 KONMYECTBE CTPHNL| W PAIAENOB B JOKyMEHTE, 0D03HAAET TEKYLliee W ConepAuT
3. Mops. BepTvKankHas n0Noca NPOKPYTI 0BECNEYMBAET GEICTPOE NEPEMELLISHIE N0 TEKCTY [0KyMEHTA BBEPX M BHM3. 36Ck 6CTL IMHEiKa, OBNerialowlas BLPABHHBAHNE OBLEKTOB, W KHOMKH CMEHS! PEXHMOB NPOCMOTPA AOKYMEHTa (PHC
4, Kon. 1
Ko Flockonbiy Ward 2% 06p: TEKCT8, To AORYMeHT WO B OCHOBHOM COCTONT M3 CHMBONOB, COB W 863868 B OBLINHOM PEXMME NPOCMOTDA TEKCT He PAIGHBASTCA Ha CTDAHMLIM, OQHAKD 6f0
4 Nasoparo, LWIMPHHA OFPAHNYSHA WMPHHOM CTPaHMLL!, JaaHHOR ANA OKYMeHTa, CTPOKW BHYTPHM a03aLia NEPEHOCATCA ABTOMATUYECKN, @ HAXATME KNABWM Enfer OPMUPYST NEPEXOA K CRBAYIOWeMy abaaly. UToBu! Myule paccMoTpeTh
1. Mero. [IOKYMEHT, HeoBX0AM MO WENKHYTL B TOI Xe NaHenu Ha CTpenxe pa cnmcxa Macwma6 w Bubpats nyHkT [JQ wupure cmpasuyb!.
2 Noph. Kpome 0B6iuHbIX GYKB, UM@P W 3HaKOB B TekcTe Word NpMCyTCTBYIOT Cii cHMBONGI. [INA BLIBOAA HA KpaH CHMBONOB €CTb KHONKA...*. 3HaKu Nanenm
¢ WHCTPYMEHTOB Cmandapmyas. KaK CIeZiyeT #3 68 Ha3BaHWs, B HANEYATAHHOM TEKCT® 3TH JHAKK Paxum CHMBONIOB OBREaeT PAIMETKY JOKYMEHT 1 NI0IBONAET PA3OOPATLCA B €r0
3. Mops. CTpyKType. MoaToMy npw patoTe ee CrieayeT BCeraa ABPAaTL BKIIONEHHOR. ECIIM HY)KHOR KHOMKH HET Ha NaHenw WenKHITE Ha , K@ MIPABOM KPAIO NTAHENH M Hal AUTE KHOMKY B PACKDLIBLIGACH
i NANUTPe. UTOBb! CKPHIT HENEUATABMEIE CHMBONbI, NIDBTOPHO LLTIKKHTE Ha KHONKE HENeuamaeMsIe 3HaKy,
B AokyMeHTe Word BCaraa NpuCYTCTBYET TeKCTOBKI KYPCOP, KOTOPbIA OTOG BBUAS wepTH. BBOATEKCTA 8 TouKe [ KYPCOP C NOMOW(bH0
4 Jnextponnsie KNABULL CO CTPENKAMN W LTHKOM MbILLIN
4 NiaGoparo. Word noaaepk1eaaT 18a peANMa BEOJA CHMBONOB:
e © BBOZMMBIE CHMBOI! 3AMELLIAIOT 3HAKN, cnpasa of Kypcopa
: crai

PucyHok 4 Pexum npocmoTpa - Web-gokymMeHT

e Pexum ymeHus - npegHa3HavyeH NS YTeHMs JOKYMEHTa Ha 9KpaHe KOMMbloTepa.
B pexume 4yTeHna MOXHO Takke oTobpaxaTb AOKYMEHT B TOM BMAE, B KAKOM OH
OyneT BbiBeAeH Ha neyaTb (PUCyHoK 5).
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HaBurauma M

oHCK B AOKYMEHTE P-

3ATONOBKN  CTPAHWLLLI »

Copepxanme
4 Texcroswif pegaxtop M...
4 NaBopatopnan paso.
1. Meroguueckne...

2. MopAox ekno.

3. Nopagox odop.

4. KOHTpOAbHLE.
4 NaGopatopran pato..

1. Meromsuecare

2. Mopagox ekno.

3. Mopaaox oop.
4, Kontpons:

4 JlaGopaopHan pato..
1. Meropuuecee.
2. Mlopagok eeino.
3. NopAaok oGop...
4, KoMTponkHeie..
4 labopaTopHan pabo.
1. Meroguuecae
2. Mopagox esino...
2. Mopagox oGop..
4, KOHTDOMEHEE..
4 30EXTPOHHLIE TABAMUL
4 Nasopatopran pago.
1. MeTopmyeckme..
2.Mopagox eeino...
3. MopAROK 0BOp.

MacTep coapaHua AokymeHTa. Coanasas QOKYMEHT C NOMOLLbID MacTepa,
8Ll MEeTE AeNno Kak Bbl C MHTENNEKTYanbHLIM WaGnoHoM, KOTOPLIA MOKET Me-
HATL CBOI0 KCH(MIYPALMIO B COOTBETCTBMM C KOHKPETHLIMU 38MPOCaMM NoNb3o-
satensi. MacTepa yacto T8 cnew MaKpoCkl — He-
BonblKe NperpaMm, aBTOMATU3NPYIOLINE BBOA TekcTa.

Pexumel npocvotpa. B MS Word oavH v TOT e JOKyMeHT MOXHO oTob-
paxaTb B YETbIPEX PEXUMEaX NPOCMOTPa:

s OBbIyHBIb - NpeQHa3HayeH Ans Beoja  (hopMaTMpoBaHua Tekcra, oTob-
| 0 B BHOE i BEPTI it nonocs! (puc. 2),
©  Pa3Memka cmpaHulisl - N03BONAET OLIBHUTL PACMONOKEHUE TEKCTa M 06b-
eKToB [ CcTpaHnL (puc. 3),

e b o

m il
DeEe an 27 3

o

PucyHok 2 Pesxim npocmoTpa - OBbIuHbIA

Cmpykmypa - CAYKWT ANS 3aaHka W PEAAKTUPOBAHMS MepapXUIeckoi
CTPYKTYPb! Pa3fenos OCHOBHOTO TEKCTa, 4TO MO3BONIAET NOMHOCTHIO OT-

o Web. - npeg| ans HUA web-CTpaHWy, 4nA
| KOTOPbIX XapaKTepHa HeorpaHuyeHHan AnuHa (puc. 5).

PexuMbl NPOCMOTPa NPOLLE BGEro NepekniovaTh ¢ NOMOLLBIO KHONOK, pac-
MONOKEHHBIX B NIEBOM HIKHEM YITly OKHa AoKyMeHTa. He 3aGeiBalite Npo Hanu-
UKE Pa3HLIX PEHUMOB, BCOrna paboTaliTe B TOM U3 HUX, KOTOPLIA MyuILe cOOT-
BeTCTBYET peLuasMoli 3afave.

Mpu npocMoTpe UMEET HEorp; Y10 ATIMHY, XOTA
ro WHpUHA ONPenenseTea PaaMepoM cTpaHulLL PasbiueHue Ha cTpaHULL! No-
Ka3aHo rc NYHKTURHBIMIA B 3TOM peskuMe Ha akpare He
BUAHBI Urypbl, PUCYHKW M Apyrie rpaduyeckue o6bekTbl.

e L NOOHAE 5 d-a-=

caw.
=

PucyHok 3 Pexum npocmoTpa - PazmeTka cTpaHuLs!
PeXUM PasMemKu CMPaHUY, NO3BONRET BWAETL NOKYMEHT TaKiM, KakvM

OH ByneT Ha GyMaxHbIX CTPaHMLIaX, pacneqaTaHHbIX Ha NpUHTepe. 318ck B Buae
Benbix MPSAMOYTONBHUKOB OTOBPAKAIOTCA CTPAaHULLI AOKYMEHTa, Ha KOTOPLIX

w

Briedscs OT rpad 06LEKTOB W | cTpaHuy 1 HapaAy € TeKCTOM BUAHE! 36CONIOTHO BCe 0BbeKTLl. ECNU AOKYMEHT ConepuT

CKOHL b Ha cof

4. KoHTponsHee P

(puc. 4),

4 NlaGoparopkan paso...

PucyHok 5 Pexxum npocmoTpa - YteHune

TEeKCTa,

e YepHosuk npegHasHayeH pgns  BeBoga WM hopmaTUpoBaHuUsA
oTobpaxkaeMoro B BuAe HeENPepPbIBHOW BEPTUKANbHOM nosiockl (PUCYHOK 6).

BEES OV T 5

TNABHAR BCTABKA AV3ARH PASMETKA CTPAHMLIES CCHUMKM PELIEH3WPOBAHKME BAa
il Crpyxypa [ Mwieiica O\ 5 = ™ i} p—
G YepHoeux Cena B [ Hecxonsko crpary
Pexm Pasmerxa  Beb- Macura6 100% Hogoe ¥ropaaouTs PazeuTs Mepeme  Makpoce
| OBnacry Hasmrawm £ Mo wwpnre cpasmus g0 e APYTOR OHO ™

TEHKR CTRAHMUEL JOKYMEHT

- o Macurat
o It = R R P SR SR TR B THNE TR T TR TR TR TR TN
Hagwra.. ™% )
umeeTe Neno Kak Bbl ¢ UHTENNEKTYANbHEIM WaBnoHOM, KOTOPLIA MOXET MEHATL CBOID
jol KOH(MIypaumio B COOTBETCTEMM C KOHKPETHBIMM 3anpocamMu nonbacsatensa. Mactepa

4acTo BCTABNAOT B AOKYMEHT CheunancHble Makpockl — Hebonblume nporpamme,
ABTOMaTHIUpYHOLWMe BBOA TEKCTa.
Pexumel npocmotpa. B MS Word ofiuH W TOT e loKyMeHT MOXHO oTobpaxaTb B
NATH PEXUMAX NPOCMOTPA:
s F bl - T OLEHITE Pacr
OTHOCUTENBHO (PUIM4ECKMX CTPAHUL AOKYMEHTE (pue, 2),

SATONOBKM  CT»

Coue. TeKcTa W 06bekTos

4 Texctoseid pe.
4 Naoparo.
1. Mero..
2 Maps.
3. Tops..
4. Kowt
4 Jladioparo.

1. Mero,

2. Nops.
3. Mops...
4. Kowt.
4 NaGoparo...
1. Mero.
2 Mops
3. Mops..
4, Kow, PucyHok 2 Pexum npocMoTpa - PaameTka CcTpaHuLk!
“ ﬂa'_m:m i s Cmpykmypa - CNyKMT QANA 3a0aHMA W PEAAKTMPOBAHMA VEpapXudeckoit
. e CTPYKTYPbl pa3fenos OCHOBHOMD TEKCTA, 4TO NO3BONAET NONHOCTLIO OTBNEYLCA OT
2 Mapa... rpacmyeckix 0GLEKTOB M peanbHbX PaMepos CTPaHMU W CKOHUEHTPMPOBATHL
3. Maps. BHUMaHUE Ha coflepXaHin (puc. 3),
4.Kowr

4 InEKTpOHHEE.

4 Nasoparo.

1. Mero,

PucyHok 6 Pexum npocmoTpa - HepHoBUK

Pexnmbl npocmoTpa npowe BCero nepeknovatb C  MNOMOLLBbK  KHOMOK,
pacnonoXeHHbIX BO Bknagke Bud. He 3abbiBanite Npo Hanuune pasHbiX PEXUMOB,
Bceraga paboTtanTe B TOM U3 HUX, KOTOPbIM Ny4dlle COOTBETCTBYET peLlaeMon 3agave.

Mpn YepHosuke OOKYMEHT MMeeT HeOorpaHuUYeHHyK OMNWHY, XOTS ero LupuHa
onpegenseTca  pasmepom  cTpaHuubl. PasbueHne Ha  CTpaHuubl  MNOKa3aHo
rOPU3OHTaNbHbIMW MYHKTUPHBIMW NNMHUAMU. B 3TOM pexmme Ha 9KpaHe He BUAHDI
dUrypbl, pUCyHKn n gpyrmue rpadundeckme o6bexTol.

Pexum pasmemku cmpaHuy No3BonsieT BUAETb JOKYMEHT TakMM, Kakum oH BygeTt
Ha OyMaXHbIX CTpaHuuax, pacrnevyaTaHHbIX Ha npuHTepe. 3gecb B Buae OGenbix
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NPSMOYroSibHUKOB OTOBpaXatoTCa CTpaHWULbl AOKYMEHTA, Ha KOTOPbIX Hapsay C TEKCTOM
BUAOHbI abcontoTHO BCce 06beKkTbl. Ecnn JOKYMEHT coaoepXUT MHOIMOYUCIIEHHbBIE PUCYHKN
nnu rpadpmkmn, ¢ HUM yagobHee pabotaTb MUMEHHO B peXnMe pasmeTKu CTpaHuLbI.

Pexum anekmpoHHO20 OoKyMeHma ABNAeTCa Kak Obl koMOuHaumen obbl4HOro
pexuma n pexmnma pasMeTKn CTpaHuLbl. ONEKTPOHHbLIN AOKYMEHT NO3BONSET BUAETb BCE
0OBbEKThI, BKNOYAsA PUCYHKN U rpadmnkn, nepemellatb UX Mo JOKYMEHTY N U3MEHATb UX
pasmep. Ho B pexumme 3neKTPOHHOro AOKYMEHTa HeT pa3buBKM Ha CTpaHuubl, U BECb
TEKCT oTobpaxaetcsa B Buae OECKOHEeYHOW BepTUKaNbHOM neHTbl. 34ecb HeT w
BEPTMKANbHOWM NUHENKW. [oCKonbKy npeanonaraeTcs, YTo 9NEKTPOHHbIN JOKYMEHT ByaeT
nybnukoBatbCa Ha web-yane, paspabotumkm Word yunu, 4to web-cTpaHuubl MoryT
umeTb nwbyro AnvMHY, a Ans ux npocMoTpa B OKHe Opaysepa uvcnonb3yeTtca
BepTMKarbHas nonoca npoKpyTKU.

Ecnn Bbl nonb3yetecb TekcToBbIM npoueccopoMm Word gns noarotoBkn web-
CTpaHul, BMECTO pexumma pasMeTKu CTpaHuy Bcerga MNofb3ynTecCb PEXMMOM
9NEKTPOHHOro JOoKyMeHTa. B aTom cny4vae nocne npeobpasoBaHusa B popmat HTML He
npoM3onaeT NoTepn HazHa4YeHHOro oopMaTUPOBaHUA.

Crtpoka coctosiHua Word B ntobom pexunme npocMoTpa BbIBOAUT OAHY U Ty Xe
WMHopMauuio, KoTopas MOMoraeT OpUeHTUPOBATLCA B BOMbLUNX AOKyMeHTax. B nepsom
creBa none CTPOKM COCTOSIHUS BUMAHbI HOMEpP TeKyLeW CTpaHuLbl, HOMEp TeKyLlero
pasgena, a ganee 4yepe3 OpoOb — HOMeEp TeKylleh CTpaHuubl M YUCNO CTpaHuy, B
AOKymeHTe. Bo BTOpoe none BbIBOAUTCHA PacCTOAHME OT NEBOro kpas AOKYMEHTa [0
TeKyLlero nosioXXeHns TEKCTOBOro Kypcopa, 3aTeM HOMepa TeKyLLMX CTPOKKU 1 cTtonbua.

Bnarogapsa nogaepxke cpopmata HTML Bbl MOXeTe ObICTPO npeBpaTuTb NGO
AOKYMEHT B web-cTpaHuuy u onybnukoBaTb e€ro Ha web-ysne komnaHun. Ytobbl
npeobpasoBatb AokymeHT Word B web-cTpaHuuy, Bbibepute kKomaHay @adn \
CoxpaHumb Kak web-cmpaHuuy, B OKHe guanora coxpaHeHusa chavna BBegute MMs
HTML-danna n wenkHuTe Ha kHonke CoxpaHume.

Cmpykmypa OokymeHma. Jltobon [0CTaTOMHO OOBbEMHLIN [AOKYMEHT OObIYHO
COCTOUT U3 pas3denoB W MoAapasdernoB pasHOro ypoBHA. TekcToBbin npoueccop Word
Nno3BOnsieT npucBamBaTb Ha3BaHMAM TeX WAM  MHbIX pas3genoB  chneumanbHble
3arofioBoYHbIE CTWUMN, KOTOPble, BO-NepBbiX, obecnevmBaloT oguMHakoBoe 0dopMiieHne
BCEX 3arofioBKOB OMpedenieHHOro ypoBHS, a BO-BTOPbIX, AalOT 3HaTb nporpamme Word,
roe HayMHaeTcs U 3aKkaHuMBaeTCsl odepedHon pasgen. dTa mHdopmauusa nossonset
Word npaBunbHO (hopmaTtnpoBaTb AOKYMEHT. Hanpumep, 3aronoBOK pasgena Hukorga
He OKakeTcsa na ApYyron cTpaHuue, OTAeNbHO OT TeKCTa 3TOro pasgena.

Mpn pepakTupoBaHuM OOMbLIOTO AOKYMEHTA, WMEIOWEro uMepapxmyeckyto
COBOKYMHOCTb BFOXEHHbLIX APYyr B Apyra pasgenoB, ygobHo pabotatb B pexume
CTPYKTYpbl. B aTOM pexvme npocmoTpa yoobHO nepecTtaBndaTb, yaansaTb U 4obaBnsTb
pasgenbl, UBMeHATb UX YPOBEHb.

OpaHoM 13 BaXXHbIX MPUYMH, U3-3a KOTOPbIX LienecoobpasHo NMCNoNb30BaTb PEXUM
Cmpykmypbl OOKyMeHma $BRsieTCa BO3MOXHOCTb aBTOMaTM4eCKOro COCTaBfeHUs
ornasneHus. [ina Toro 4tobbl BNepBble BOCNONb30BaTbLCA 3TOM CUCTEMOM, HAAO BbIOpaTh
MECTO B UCXOAHOM AOKYMEHTE, KyAa Bbl XOTUTE MOCTPOUTb OrnasfieHne, U YyCTaHOBUTb
Tyaa mapkep. [Mocne atoro B nyHKkTe CCbi/IKU TNAaBHOMO MEHI0 Hago BbiOpaTb PeXum
OenaeneHue. B Bbinagarowem okHe Hago BbibpaTb NoHpasuBLLeecs Asmocobupaemoe
oenaeneHue wnu PyyHoe oznaeneHue. Tak e MOXHO BblbpaTb Hacmpausaemoe
oarnaesieHue, HaxaTtb KHOMKYy [lapamempbl n 3agaTb YpPOBEHb CTUMEN 3arofloBKOB
AOKYMEHTa, KOTOpble UCNOSb3YITCA MPU NOCTPOEHUN OrfiaBfieHUs, Nocne 4Yero HaxaTtb
kHonky OK. [Mpn nocnegylowmx COCTaBMEHUAX OrnaBneHns Mapkep AoSbkeH ObiTb
YCTaAHOBIEH B Ha4yano CyLeCTBYIOLLEro orfiaBfeHnd, npym 3TOM Bbl NONy4YnTE 3anpoc Ha
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paspelleHMe 3aMeHbl CTaporo COAepXaHwus ornaeneHus. Ecnv Ha STOT BoMpoc Bbl
OTBETUTE OTpULIATENbHO, TO OyAeT CO3[aHO elle OAHO OrfaBrieHne, COOTBETCTBYOLLEE
TEKyLLEeMY COCTOSIHUIO JOKYMEHTA.

2. Nopsaok BbINONHEHUSA pabdoThbl

1. YTO4YHUTE Yy npenogaBaTtens, Ha KakoM [MUCKe KOMMblTepa MOXHO co3daTtb
cBoo nanky. CosganTe B ykazaHHOM MeCTe nanky C HOMEPOM BalUewn rpynnbl, B HEWU
co3faunTe narnky ¢ Ballen pamunuen.

2. Otkponte Word. Cosgante B HEM [OOKYMEHT, B KOTOPOM yKasaHbl Balla
dhamunms, nms, OTYECTBO, HOMEpP rPynMbl, Kypc, cCneunanbHOCTb U Apyras MHTepecHas
nHdopmMauus o Bac.

Bbibepute komangy @adsn \ CoxpaHumb kak. CoxpaHuTe OOKYMEHT B CO34aHHOM
paHee nanke c Bawlen hamunuen, Nnpu 3TOM B packpbiBawLwemca cnucke Tun ¢pauna
Bblbepute nyHKT LllabrioH dokymeHma. Tenepb y Bac ectb wabnoH. Co3gante Ha 6ase
NOCTPOEHHOro WabrioHa HOBbIM AOKYMeEHT. COXpaHuTe 3TOT AOKYMEHT.

3. Cosgante npodeccnoHanbHO 0pOpPMIIEHHOE pe3toMe.

CoxpaHuTe 3TO pestome B CBOEW narike.

4. Komangon @adtin \ Omkpbimb OTKponTe Nob6ON HAaMAEHHbIN BaMU Ha AUCKE HE
OYeHb KOPOTKMUM OOKYMEHT U C NOMOLLbI KoMaHabl Bud \ Ob6bI4HbIU BKITHOYMUTE OObIYHLIN
PEeXnUM NPoCcMoTpa (eCnn TEKYLLMM SIBMISAETCS APYron pexnm). 3yunTte Bce KHOMKW.

YcTaHoBUTE WNMPUHY NeBoro nons crpanuubl 4,25 cm, a npasoro — 3,5 cm.

Bongute B pexum Pasmemka cmpaHuuel. [ponsBegute paccTaHOBKY HOMeEPOB
cTpaHuy, (Bo BKragke Bcmaseka), 4Tobbl HOMEp OTCYTCTBOBaSi Ha MNEepBON CTpaHuue
AOKyMeHTa. VameHuTe WpnudT HOMEPOB CTpaHuL, U gobaBbTe B KOMOHTUTYMbI APYryH
WHopMauuo, Ans 9Toro BblbepuTe BkNagky Bcmaeka, Hangute Tam  BepxHul
KornoHmumyn n Hux+ul konoHmumyn. Co3gante HuXHUU KOJTOHMUMYy’sl, YKaXnte B HEM
nonHoe ums danna. B BepxHU KOMOHTUTYN HeobGXoaumo BCTaBUTb AaTy U BpeMs
nocrnegHero oGHOBNEHUA JOKYMEHTa, AaTy neyaTtn JOKyMEeHTa, UMs aBTopa.

BcTaBbTe B TEKCT JONOMHUTENbHbBIE pa3pbiBbl CTpaHUy,. NomecTute Kypcop B Ty
TOYKY, rge AOSMKHa HauMHaTbCs HOBas CTpaHuua, U BblbepuTe komaHaoy Bcmaeka \
Pa3spbie cmpaHuuel. BelbepuTte nonoxeHue nepeknodatensa lNycmas cmpaHuya.

Bonante B pexnm anekTpoHHoro gokymeHTa (Bud \ Web-0okymeHm). CoxpaHute
AOKYMEHT, Kak web-cTtpaHuuy (®Padn \ CoxpaHums kak Web-cmpaHuyy).

5. CosganTe CTPYKTypy AOKYMeEHTA.

C nomowibto kHoMkM Co30amb OTKPOWTE HOBbIA OOKYMEHT. [lepekniountech B
PEXUM CTPYKTYpbI.

Beegute TekcTt SlabopamopHas paboma Ne1. Haxmute knasuwy Enter. 3atem
BBeauTe CTpoky JlabopamopHass paboma Ne2, cHoBa Haxmute Enter n BBegute
JlabopamopHasi paboma Ne3. 310 OyayT HasBaHWA TpeX pasfesioB BEPXHEro YpOBHS.
Mm cooTBeTCcTBYET CTUNb 3a20/1080K1.

lMepemecTute Kypcop B KOHEL, MepBOM CTPOKM W HaxmuTe knasuwy Enter.
MosiBMTCA elle OAWMH 3arofioBoK pasgenia. YUToObl NMOHU3UTL €ro YpOBEHb, HaXMuUTe
knasuwy Tab. HoBas cTpoka ctaHeT nogpasgenom tembl JlabopamopHas paboma Net.
Beegute Tekct Memoduyeckue yka3aHusl.

Haxmute knasuwy Enter n BBeguTe 3arofioBOK €eLle O4HOro pasgena BTOpOoro
ypoBHS (MNopsagok BeINOSTHEHUSA paboThl).

BBeguTte elle HECKONbKO 3arorioBKOB pasfernoB BTOPOro U TPETbero YpOBHEMN.
[ns NoOHWXeHNA ypoBHSA OT BTOPOro K TpeTbeMy HaXXuMmanTe knasuwy Tab.

Mepekntountecb B OB6bIYHbLIU PEXUM.

3anonHuTe co3gaHHble pasgenbl Kaknm-nmbo cogep)kaHmem (BBeanUTe TEKCT).



12

Mepeknountecb B pexmm Paamemka cmpaHuybl, YyCTaHOBUTE Kypcop nepea
nepBbIM 3arosIOBKOM MEPBOro YpoBHs, BblbepeTe NyHKT MeHo Pasmemka cmpaHuubi \
Pa3spbiesi \ CmpaHuya. Ha BCTaBNEHHOM YMCTOM NMCTE COCTaBbTE aBTOMATU4YECKOE
ornasneHue.

Mepekntountecb B pexum Cmpykmypa. Cpenante Tak, 4YToObl Ha 3KpaHe
OCTanuCb TOMbKO 3arofioBKM1 MEPBOr0 U BTOPOrO YPOBHEW.

CoxpaHunte OOKYMEHT B CBOEW Marke.

3. Nopsgok odhopmreHnsa oTyeTa

MogrotoBbTE OTYET O BbINOMIHEHHOM nabopatopHon pabote. OTyeTr ©
nabopatopHon paboTe [OMmKeH coaepXaTb: TUTYMbHbIM NIUCT (C  OENCTBYHOLLUM
BapuvaHTOM TUTYNbHOrO nicta MOXHO O3HAKOMUTLCS Ha
http://guap.ru/guap/standart/titt_main.shtml), uernb nabopartopHon paboThl,
nepeyncrnieHne co3faHHbIX B Xo4e BbINOMHEHNA paboTbl JOKyMeHTOB. Cdopmynupynte
BbIBOAbI, KOTOpble MOXHO caenatb No peaynbTatam BbINOfAHEHHOW paboTtel. Ha
KOMMblOTEpPE NpeacTaBnaTca annbl ¢ pesynbtatammn paboTbl, 3anncaHHble B nanky C
HOMepoMm BaLllen rpynnbl/Bawwa gpamunus/Ne nabopaTtopHon paboThbl.

4. KOHTpONbHbIE BONPOCHI

=

YUto takoe Word? [1ns kakux uenen ncnonbaytotrca Word?

2. Yto Takoe HeneyaTaemble CUMBONbI? [Ona 4ero npegHasHaveHbl
HenevaTtaemble CUMBOSbI?

Uto Takoe wabnoH? [nga kakmx uenen ncnonb3yTcs wabnoHbl?

Kakne pexunmbl npocmoTpa [OKYMeHTa Bbl 3HaeTe? KakoBbl uX
npegHasHa4yeHms?

YTo Takoe CTpyKTypa OOKyMeHTa?

Kakne naHenun MHCTPYMEHTOB Bbl 3HaeTe?

[ns yero npegHa3sHavyeHa CTpoka COCTOSAHUA?

Kakune pexumbl BBoga cMmBosioB nogaepxmsaet Word?

Kakyto ponb urpaet gpann Normal.dot?

0 B kakux pexmmax npocmoTpa MOXHO oTobpaxaTb B Word oguH n TOT Xe
OOKYMEHT?

Hw

'—“990.\‘@.01

NabopaTtopHasa paboTta Ne2. OchopmrneHne AOKYyMeHTa C MOMOLLbIO
TEKCTOBOro peaakropa

Llenb paboTbl: nony4YeHne HaBbIKOB OPOPMMAEHNA OOKYMEHTA
1. MeToan4yeckune ykasaHus

K OCHOBHbIM onepauusimM n aneMmeHTam (opMaTUpOBaHUSA TEKCTa MOXHO OTHECTU
cnegyrowue:
e HacCTpoWnka OTCTYMNOB N NHTEPBASIOB;
Tabynauma; MapkMpoBaHHbIE U HYMEPOBaHHbIE CMNCKU;
TEKCT B HECKOJSTbKO CTONBLUOB (KOMOHKN); BLIOOP HaYepTaHua 1 pasmepa wpndTta;
CTUMb; NIMHUM 1 UrypbI;
napameTpbl ab3aua.



13

WpwndT npencrasnset cobon Habop Gyks, LNPpP, CUMBOMOB, 3HAKOB MYyHKTyaL MM
onpegerneHHoro Buaa. Habop wWpuToB, KOTOPbIE MOXHO MPUMEHATH MPU CO3OaHUK
AOKYMEHTa, 3aBUCUT OT TUMNa NpUHTEpPa U LIPUGTOB, YCTAHOBIIEHHbLIX HA KOMMNbIOTEPE.

Mcnonb3oBaHue B O4HOM JOKYMEHTE PasHOoro LWpU@ToBOro opopMIIEHNS - CaMbIn
pacrnpocTpaHeHHbIn npuvem dopmaTupoBaHus. Cpeacrtea WPUAPTOBOrO 0POPMIIEHMS
NPUMEHSATCA A8 CneayrLwmnx Lenemn:

e BbldeneHne TeKCcTa AN akUueHTMPOBaHNA OTAeNbHbIX dopas, crnos, umMTtaT u T. 4.
e O(hopMIieHWe 3arofloBKOB U NOANUCEN;
e Habop cneumnanbHOro Tekcta (popmyn, MHAEKCOB, NPUMEYAHUN).

BHewWwHnn Bnag TekcTa 3aBUCUT He TONbKO OT BblGpaHHOro wpudTta, HO U OT ero
pa3mepa. Ob6bl4HO pa3mep wpudta namepsietca B nyHktax (1 nyHkT (nt) = 0,376 mm). B
OOKYMEeHTax, Kak rnpaBusio, NpUMeHsieTcs pasmep OcHoBHOro wpudgta 10-12 nt, ans
3arofioBKOB  pasMep YyBenuumBaeTcs, AN MNpUMeYaHuMh W CCbIFIOK  YMeHbLUaeTcs.
Onepauun wWpUdPTOBOro 0OMOpPMMEHNA peanuayoTcs C NOMOLLBI HaxaTus npaBown
KHOMKM MbIWK B Nt0BOM MecTe B fOKYMeHTe, ganee Lpugpm... (PUcyHok 7).

WpwmdT ? x
Wpngt LononHuTensHO
Wpnpr: Hauepranue: Pazmep:
Arial OBbIuHbI 12
AR DESTINE ~ 8 ~
AR ESSEMNCE Kypcue 9
AR HERMANN MonykupHsli 10
AR JULIAN MonynpHslii Kypoue 11
R i
LigeT Tekcra: ToauepkuBaHie: LIBeT NoAYepKUBaHHA:
AsTo = (Het) e ABTO
EM/J'GMEMEHEHME
[ zauepkeymeii [ ¢ rerwio [ manie nponncusie
[ aeoiinoe saueprnsanme [ koumyp [ ece nponucriie
D HAACTR OUHBIA |:| NPHUNOAHATHIA D CKPBITBIR
D NoACTPOUHBIA |:| YTOMNEHHBI
Obpazel
onpegeneHHoro
WpudT TrueType. OH UCNOAL3YETCA ANA BLIBOAA KAK HA 3KPaH, TaK U HA NPUHTER.
Mo ymonuaHuo OTMeHa

PucyHok 7 Beibop napameTpoB wpudgTa

lMoHaTMe ab3aua B TekcTtoBoM npoueccope Word nveet 6onee WNMPOKUIA CMbICHT,
YyeM TPaAUUMOHHBLIA NUTEpPATypHbIM TepMuH "ab3ay", obo3HayarLWMi 3aKOHYEHHYHO
CMbICIIOBYO €[MHULYy TeKCTa WM OTCTyn B Havane CTpoku (KpacHas cTpoka). B
AokyMmeHTax Word ab3ay, - 9TO TEKCTOBbIN GMOK, 3akaHumBaroWmMnUca cumBonom [ ans

KOTOpOro 3apgaetca onucaHue odopmneHusi. KoHeu ab3aua 3agaeTtcs HaxaTuewm
Knasuwmn Enter.

XapaktepucTtuku absaua:
BblpaBHMBaHWe (BNEBO, BNpaBo, Mo LEHTPY, MO LWNPUHE);
nHTepBanbl (Nepea, Nocne, MexayCTPOYHbIN);
OTCTYMbI/BbICTYNbI (TEKCT C OTCTYNOM NEPBOMN CTPOKU, TEKCT C BbICTYNOM);
MONOXeHne Ha CTpaHuLe.
[Ona n3MeHeHWss pacnonoXeHust CTPOK Ha cTpaHuue p[okymeHta B Word
NCNOSb3yHTCA pasdHble CNocobbl FTOPU3OHTaNbHOMO BbipaBHMBaHUS TEKCTA:
e BblpaBHMBaAHME TEKCTA NO NEBOMY MOJSIHO;
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e LIEHTPUPOBAHWNE TEKCTA;
e BbIpaBHUBaHWE TEKCTA NO NPaBOMY MOSHO;
e BblpaBHUBAHME TEKCTA NO LUMPUHE.

BbipaBHMBaHMEe MO LWMpPMHE WCMNOMb3yeTcAa Ansi PaBHOMEPHOrO 3anofHEeHUs
obnacTn TekcTa Ha cTpaHuLe.

WHTepBanbl nepesg u nocne ab3aua, Kak MpaBuno, YBeENWYMBAKTCA AN
3arofioBKOB M BbIAEMNEHHOro TekcTa. MexayCTpoudHbi MHTepBasn 3a4aeTcs C yy4eToMm
pa3mepa wpudTa 1 KoNnM4ecTsa CTPOK Ha CTpaHuue.

OTcTyn ncnonb3yetcsa Ans KpaCcHOW CTPOKW, BbICTYNbI - Ans 6ubnunorpadpuyecknx
CnpaBOK, CNOBapHbIX TEPMUHOB, BbLIBOAOB, a TakkKe  MapKMPOBaAHHbLIX W
NPOHYMEPOBaHHbIX CMNCKOB.

[nsa 3agaHna xapaktepuctuk absaua Bbibepute komaHay Ab3ay 13 BbinagatoLero
OKHa NpKW HaXxaTum NpPaBon KHOMKM MbILK Ha Ntoboe MecTo B oKyMeHTe (PucyHok 8).

Ab3au ? X

QTCTYNEl U UHTEPBANE! Monoxexue Ha cTpanuLe

OBume

OP— e

YpoBeHk: OCHOBHOI TekeT S CBEPHYTLI N0 YMOIYaHHKD

QOrcryn

Cnesa: 0cm nepeag cTpoka: Ha:

RRLARIC I 4

Cnpaea: 0cm COrtetyn ~ 1,27 M

[ 3epkanshbie arcrynet

WHTepean

Mepes; onr MEXIYCTD OUHBIR: 3HaUEHHE:

LR N 2

Mocne: onr OAMHAPHEI b

S

4

[] He aoBaensats nktepean mexay ab3auamm ogHoro cruna

OBpazey

Word nonsraer, uTo copepxwos 36333 AEMRSTCA CEAIHLIM TEKTTOM, W C3W PaCCTASMRET GyREyl M
©nosa EnyTDM aG3EUR RERTYULMM OGPASOM © COOTESTOTEMM C HASHGUSRHSIMA NONS3SITENSM NPISANGMA
HOpMSTHpOEIHMA. B PEIYTISTATE B NPOUSCCE PEPARTUPOBANHA JOKYMEHTS OTNAR3ET

TabynAumA... M0 yMonuaHKK OTMeHa

PucyHok 8 Bribop napameTpoB ab3aua

Word nonaraet, 4To cogepxummoe ab3aua SABMASETCSA CBA3HbIM TEKCTOM, U cCaMm
paccTtaBnseT OykBbl M crioBa BHyTpu ab3aua Havnyywmm obpa3om B COOTBETCTBUU C
Ha3Ha4YeHHbIMX nonb3oBaTenem npasunamu dopmatmpoBaHusa. B pesynbTate B
npouecce penakTMpoBaHUS AOKyMeHTa oTnagaeT HeobXoAMMOCTb B KOPPEKTUPOBKE
AINVHbI CTPOK, BblAENEHNN 3arofiloBKOB crieumarnbHbiM WpndgToM, 4oOaBNeHNN MapkepoB
CMMUCKOB M OTCTYNoB «KpacHowm cTpoku». Word cam no3aboTutcss O npaBUIiTbHOM
odopmneHmn. Bam HyXHO nNuwb ykasaTb Nporpamme npasurna, B COOTBETCTBUMM C
KOTOPbIMU A0IMKEH (hopMaTMPOBATLCS AOKYMEHT.

K ab3auy MOXHO NPUMEHUTb MHOXECTBO pasfNYHbIX BapMaHTOB OOPMIEHNS C
ncrnonb3oBaHnem obpamneHna n 3anumekn. ObpamneHne ab3aua MOXeT BKN4YaTb B
cebsi pasnnyHble KOMBUHALNN BEPXHNX, HUKHUX, NEBbLIX UNN NPaBbIX NMHUIA, MO0 pamKy
BOKPYr AaHHoro absaua. Kaxgon nuHuMM MOXET npucBamBaTbCsl OTAENbHbIA CTUMb
odopmMmneHmss mnu TonwmHa. [Mpu nomMmoluM 3anofiHEHMSI MOXHO A00UTbCS pasHom
CTENEHN 3aTEMHEHNSA BblAENEHHON 06nacTu 1 co3gaHnsa pasMyHbIX Y30pOB.
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[nuHa ropnsoHTanbHbIX NMHUMI 06paMnennsa 3aBucnT ot ab3auHbiX OTCTYNOB, T. €.
NIMHUKN CBEPXY M CHU3Y ab3ala HauyMHaKTCsa C NO3ULUK NTIEBOrO OTCTYNa U 3aKaH4MBalOTCA
Ha No3MuMM NPaBoro OTCcTyna.

ATpubyTbl obpamneHuss M 3anuBKM B BblaenieHHoMm absaue (mnu absauax),
KOTOPbIN COOEPXUT Kypcop BBOAA, MOryT OblTb W3MEHEHbl MNPW MNOMOLUM NaHenNu
WHCTPYMEHTOB [1agHas.

Word nossonsieT nocnegoBaTefibHO HymepoBaTb ab3aubl MU BblAENATb UX C
NOMOLLIbIO pa3HOObpasHbIX MapKepoB, pasmellaeMblX CrieBa OT NepBbIX CTPOK ab3aues.
Word npegnaraeT nonb3oBaTensaMm pasHoobpasHbie Tunbl HymMepauum Un  3Ha4ku
MapKepoB.

Bo3amoxxHOCTM ocbopMneHnss He orpaHuymBatoTca napameTpamu absaueB. Word
Nno3BOSIIET U3MEHATbL pas3Mep, HavyepTaHue, LBET W ApYyrue XapakTepUCTUKM wpudTa,
KOoTopbiM HabpaH TekCT gokymeHTa. [ns obneryeHus BBoAa TeKCTa U NpeacTaBfeHus
TabnuyHbIX AaHHbIX MOXHO BOCMONb30BaTbCA TabynuMpoBaHHbIMW OTCTynamu. YTobbl
3agatb OAHOTMNHOE OdOopMMeHMe HecKonbkuM ab3auam OAHOro WM pasHbIX
AOKYMEHTOB, MOXHO HacTpouTb ab3auHble CTUAM NoNb3oBaTens.

B TO Bpems kak nonst u oTCTynbl onpeaenstoT obwmn Bug ookymeHTa un ab3aues,
Tabynsaumm nomorarT pasmMeliatb TEeKCT BHyTpu absaua. Mosvumn Tabynauuu 3agatoT
TOYKM Ha rOPU3OHTaNbHOW NIMHENKE, NO KOTOPbIM MOXHO BblpaBHMBATb TEKCT.

CTunb — 3TO UMEHOBaHHOE onucaHne cdopmaTa ab3aua unmM CMMBOSIOB TEKCTA.
BmecTo TOro 4tobbl BpydHyto dhopmMaTupoBaTb Kaxkabld ab3al, MOXHO 3agaTb CTUMb U
HacTpoOuUTb ANst HEro HeobxoanMble NapameTpbl. 3aTeM TakKMM CTUIIEM MOXHO ODOPMUTL
nobon 6NokK TekcTa, B pedynbTaTe napameTpbl CTUNA 6yayT nepeHeceHbl Ha KOHKPETHbIN
dparmMeHT gokymeHTta. Ctunu 6biBaloT ABYX TUMNOB: ab3auHbii — 3agaeT odopmMmIieHne
uenoro absaua; CUMBOMbHbIN — 3agaeT wWwpudT, HayvepTaHne wun odopmneHne
parmeHTa TekcTa absaua. JlloboMmy cumMBONy TeKkcTa Bcerga npucylm asa CTUNS:
ab3aLHbI U1 CUMBOJbHbIN.

B Word cywectByeT Habop pasnuuHbix ctunen (tabnuua ctunen), kaxgbin us
KOTOpbIX MMeeT cBoe mmdA. Co3gaHuMe uMnm M3MEHEHWe CTUNEN OCyLLecTBRseTCs npu
Bblbope B MeHIo [1agHast komaHabl Cmusnu (PucyHok 9).

B E S G TTH - & X
TNABHAR BCTABKA AV3ARH PA3METKA CTPAHWLLE CChIKKA PACCBHINTKKA PELIEH3MPOBAHWE B

Aial e A A s iDiDeNDe e s BL T AABEE AaB6B AaB6Be AaB6B Aas6Bsl AaBGBi AaBGBi Aab6Bi Aab6Bi Aablf
BerasuTe W K M - abe X, X w- A - = & Jaronos ! B B ] B 108! 2 E 2 : L 2

¥ Gopmar no obpasuy

i AaB6Bel Aab6Bsl AaBBBsl A=c6Bel Aab6Bal AabBBal. AabGBal Aab6Bel Aab6Bal Aab6Bs PEAAKTHROBIHNE -

= 2 1 : 5y 1 1 Cnadoe B A [: o e
TabynAuMKM NOMOraKT paswm
TOUKM Ha OPU3OHTANBHOR N ABsBalT AsbsBali Aab6Bsr AaBGBsl

CTNb — ST0 UMEHC 1
BmecTo Toro 4ToGbl BpYy4HY B o
HacTPOWTL ANA Hero HeoBxe -
nioBoii Bnok TekcTa, B peayl ¥ Quscirs o
chparmeHT fokyMeHTa. CTH 44, ripuwesirs crane
uenoro abaaua; cumBonk L . -
thparmenTa Tekcta abaaua. flloGomy cUMBONY TekcTa Bcera NpUCYWW [Ba CTMNA:
afiaauHeIif U CUMBONBHBIA.

B Word cywectsyer Habop pasnuunbix cTuneit (tTabnuua crunedd), kaxaemi wa
KOTOpbIX WMEEeT CBOE WMA. CDZHEHWG WNK M3MEHEHWE CTUNeR OCYL|eCTBNABTCA Npy
esibope 8 MeHio MasHas komanasl Cmunu (puc. 8).

PucyHok[10 Coaganne unv nsmeHeHmne crnei

Monb3oBaTtent MOKeT NPUMEHSATL CTUNH OAHUM M3 Tpex cnocobos:
b *  CMOMOLLBK NoNA CMunb Ha NaHenu DopmamuposaHue,;
*  CNOMOLLBLK KOMaHAL Cmus U3 Mewio @opuam;
= * C NOMOLUBIO FOPAYMX KNABHLL.
CoapaHue coOCTBEHHOTO CTMNA  NO3BONAET  MONbLIOBATENO  MPUMEHATL
] WHAVBUOYaNbHLIE YCTAHOBKM (DOPMATUPOBAHUA TEKCTA B PaaHkIX AOKYMEHTaX.
HoBble cTUnM MOryT BiTh CO3AaHLI ABYMA cnocoBamu: no oBpaauy ¥ ¢ NOMOLLID
a BuiBopa nyHkTa MeHio Popmam, Cmune.
CoapaHue ctuna no oﬁpasuy NO3BONAST NONbLIVBATENK CO3AATe HOBLIA CTWNb,
OCHOBaHHBIA Ha paHee oTdlopmaTHpoBaHHom abaaue. dopmaTvpoBaHue BeiBpaHHOTO
afiaaua coxpaHAeTcA B BM4e CTUNA. Takum cnocoBoM MOryT CO3faBaTbCA TOMBKO
n abaauHbie cTunu.
Mpy coxpaHeHH AokyMeHTa CTUNKH COXPaHAKITCA BMECTE C HUM.
-1 CTinb nNo HeoBXCAMMOCTH MoMeT GbiT MaMeHeH nonbaoBaTenem. Kak Tonbko
cTune ByaeT moaudMUMpoBaH NPU YCNOBMM YCTAHOBKWM Nepekniovatens OB6Hoansmo
a8MOMaMUYECKU BECh TEKCT, KOTOPOMY NPUCBOEH 3TOT CTWMb, ABTOMATMHECKH MIMEHAT
CBOA BWA. 3TO rapaHTUpyeT COOTBETCTBME TEKCTa NOKYMEHTA, UCMOMbAYIOWEro AaHHLIA
CTWNb, BCEM NOCNEAHUM HIMEHEeHWAM CTUNA.

CTPAHVUA 16 V380 UMCHO cros:211o8 [ pycckian

PucyHok 9 CosgaHune nnn nameHeHue ctunen
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Monb3oBaTenb MOXET NPUMEHATb CTUMM OAHMM U3 ABYX CNOCOBOB:
e C NOMOLLbIO KOMaHabl Cmusnu u3 MeHto [asHas,
e C NOMOLLbIO FOPAYNX KITaBULLI.

Cos3paHne coBCTBEHHOro CTUNA  MNO3BOMSIET  MOMb30BaTENO  MPUMEHSATb
MHOUBMAYyanbHble YCTAaHOBKM (DOPMATUPOBAHNA TEKCTa B pa3HbIX JOKYMEHTaX.

HoBble cTunn moryT 6bITb Co3aaHbl ABYMA cnocobamu: no obpasuy M ¢ MOMOLLBIO
Bblbopa nyHkTa MeHto [1asHas \ Cmunu \ Co3damb cmurib.

CospgaHne ctunga no obpasuy nNo3BonsdeT Nonb3oBaTesnto co3gaTb HOBbIA CTUMb,
OCHOBaHHbIN Ha paHee oTdopmaTMpoBaHHOM absaue. PopmaTMpoBaHMe BbIOPAHHOIO
ab3aua coxpaHseTca B Buae cTunsa. Takum cnocobom MOryT cos3gaBaTbCA TOSbKO
ab3auHble cTunu.

Mpn coxpaHeHUn JOKyMEHTa CTUMM COXPaHAOTCA BMECTE C HUM.

CTnnb nNo HeobxoAMMOCTM MOXeT OblTb M3MeHeH nonb3oBatenem. Kak Torbko
cTunb OyaeTt moauMduuMpoBaH MpU YCrOBUKM YCTaHOBKM nepeknoyaTens O6Hoensms
asmomamu4yecKu BeCb TEKCT, KOTOPOMY NMPUCBOEH 3TOT CTWUSb, aBTOMATUYECKN U3MEHUT
CBOW BMA. OTO rapaHTUpyeT COOTBETCTBME TEKCTa AOKYMEHTA, MCMOMb3YOLEro A4aHHbIN
CTWIb, BCEM NOCNEOHUM U3MEHEHUAM CTUNS.

B kayecTBe anbTepHaTMBbI CO34aHMI0 CTUNEN MOXET ObiTb Mcnonb3oBaH @opmam

no obpasyy ~ POPMETMOOBRAY Oy HeoBXOAMM, €CAM eCTb OT(OPMATUPOBAHHBII
dparMeHT TekcTa W Bbl XOTUTE MPUMEHUTb Takoe e popmaTupoBaHue K Opyromy
dparMeHTy, He cbopmaTUpPysa NpU 3TOM BECb JOKYMEHT.

Word ymeeT BHeOpsATb B CBOM AOKYMEHTbl OOBEKTbI APYrMx MNPUNIOXKEHUN
Windows.

2. Nopsanok BbINONMHEHUA paboThbl

1. 3anyctute Word. Co3ganTe HOBbI OOKYMeHT. BBeamnte TEKCT HECKONbKUX
ab3aueB 13 3TOV METOONYKM.

Mepengute B Pexum pasmemku. Ecnn Ha 9KpaHe HeT BepTUKanbHON W
rOPU3OHTarnbHOW fIMHEEK, BKIOYMTE UX KOMaHOoW Bud, noctaBbTe ranoyvky Ha JluHeuka.
HacTtpownTe oTCTynbl OT KpaeB nonen (OTCTynbl caenaTtb pasHbiMKU 415 pa3Hbix ab3aues).

MpounsBeguTe BbipaBHMBaHWE ab3aueB. [NepBbi ab3ay BbipoBHANTE 10 UeHMpPY.
BTopon absau - [lo npasomy Kparo, Tpetun absay - llo nesomy kpar (puc. 10).
HeTtBepTbin ab3ay- 1o wupuHe. 3apganTe MHTEpBan Mexay CTpokaMun BHYTpu ab3aua u
paccTosiHue mexay absauamu. MIHTepBan neped ycTaHOBUTE paBHbIM 5, nocne — 4. [Ansa
nepsBoro absaua, B CMCKe MeXOyCTPOYHbIN BblbepuTe NyHKT [1os1ymopHkIl, ns BTOPOro
— OO0uHapHbIli, pnsa TpeTbero — [JeouHou, gna 4detBepTtoro — MuHumym (PucyHOK

| 100wmn6Ka! UICTOUYHUK CCLINTIKM He HanAgeH.).
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1. Word nonaraer, 410 COoOepAImIOe a03aLa ARIAETCA CBAIHBIM TEKCTOM, I caMm

PacCTaBIIACT 6}-’[{3]31 H CII0BA BHYTPH adzaLIa HAaITy M Oﬁl)fl?ﬂl\-l B COOTBETCTEHII C

HAZHAYEHHEIME %.mw @ aprnanm gopMatHpoBaHHA B pesyibTaTe B Ipoliecce

0
PEIAKTHPORAH “‘-.* e ]
QQ:.‘II;‘-'_IE‘

OTCTVIIOR «KPACHOH CTPOKID.

HeoGX0THMOCTE B EOPPERTHPOBKE ATIHBI CTPOK.

BBIICTICHII 2a HEINM IJ.I])II(I)‘IOM. 0 OaBIIEeHIHH MapEePOR CIDICKOBR I

2. K adza1y MOAHO MPHMEeHHTE MHOKECTBO PAXITHBIX BapHaHTOR od¢ opMIeHHA ¢
HCIIOMNB30B aHHEeM 00paMIeHII H 3ATHBEKH. O0panrTeH e ad3aLia MOKeT

BKIIFATE B ce0A pasiiriHble KOMOHHALIHH BepXHILTL., HEDKHIX, JIeBbLT HITH

MpPABBELL JIHHHIL, THOO paMKY BOKPYT JaHHOTO ad3alia. Ka:xgoil MHHII MosKeT
[PHCEAHBATECA 0T eBHBN CTHIE O() OP MITEHIT HITH TOMIIHA. TIPH [0 MOLITH
2AI0TIHEHHA MOKHO JOOHTBCS PAsHOH CTelleHH 2aTeMHeHHA BbLTelTeHHOI

0GIACTH H CO3JAHIA PATIHNHBIX V30POB.

3. J/mma TOPH30HTATEHBELN JIHHHI 00pAMTeHHA 2aBHCHT OT
ad2alHBIX OTCTYIIOB, T. € JIHHHH CBEPXY H CHIZY adzaLa
HAYMHHAKTCA ¢ TOSHIHH JTEBOT0 OTCTYTIA H 3aKAHMHBAKTCA

Ha IMOSHITH ITPABOTO OTCTYIIA.

PucyHok 10 lNpumep nepBbix Tpex ab3aueB JOKYMeHTa

MpoHymepynTe ab3aupbl nocrnegoBaTenbHbIMU YACTIAMM.
CospanTte HyMepoBaHHbIM CMUCOK U3 YeTblpeX NyCcTbix ab3aues.

4. AtpuGyTHI 00paMTeHHA H 3AaMIBKH B BEITeTeHHOM adzalle (HMH ad3alax), KOTOPBIT
COMePAHT Kypcop BBOJA, MOIYT OBITb H3MeHeHbl NpPH MOMOIIH IaHeTH HHCTPYMEHTOB
DOpMAMUpOsaHie.

5. Word no3pojaeT oceJOBATETRHO HYMEPOBATE 203aLEI HITH BELTEATE HX ¢
TOMOIIER PA2HO 0GP AZHBEIX MAPKEDOR, PA2MEITAeMbIX CTIEBA 0T IEPBLIX CTPOK
afdzareB. Word mpeamaraeT mob20BaTerTaM PasH000pAHEIE THITLI
HYMEPAIHI H SHATKIH MapKePOB.

6. Bo3MOKHOCTH 0Op MITeHHA He OTPAHHIHBAKTCA ITap aMeTPaMH
adzartes. Word ro3p0TeT H2MeHATE PazMep, HATepTaHHe, LIBET H APYTHe
XAPAKTEPHCTHKH MPHPTA, KOTOPLIM HAGPaH TEKCT JOKYMEHTA.

7. Co3MAHHE CTHEA I10 00PAsLy [TO3BOIIAET ONIB30BATETH0 CO30ATh HOBLIA CTHD,

OCHOBAHHBII Ha paHee 0T(OPMATHPOBAHHOM ad3arle. GOPMATHPOBAHHE BEIGPAHHOTO ad3aL1a
COXPAHAETCA B BHIE CTHTA. TAKHM CTI0co50M MOTYT CO3TABATLCA TONBKO A03alTHbIe CTHITH.

L

2.

3.

4.

1. MoHHTOp
2. KmaenHatypa
3. Mbmm

4. TIIpuHTep

PucyHok 11 Mpumep Tpex ab3aues oKyMeHTa M O4HOYPOBHEBbLIX HYMEPOBaHHbIX
CMMCKOB.

Cospgante 0gHOYPOBHEBLIN HYMepPOBaHHbIN cncok (PucyHok 11).
Cospante MHOrOypOBHEBbIN MAapKMPOBaHHbIN cNcok (PucyHok 12).
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<+ BpemMeHa ToJda
= 3Hma
¢ [lexadpb
= 3] meHB
+ Tmeape
= 31 meHB
+ deppam
= 28 mHefl
= 20 mHefl
=  BecHa
+ DMNapt
+ Armpens
¢ Maii
= Jleto
= (OceHb

PucyHok 12 Mpumep MHOroypoBHEBOIo MapKMPOBaHHOIO Cnncka

Ckonunpynte Tpu nocnegHux absaua. [JobGaBbTe B Kaxablt M3 HUX MO OAHOMY
PUCYHKY BUBNNOTEKM KAPTUHOK, BbIPOBHSIB UX pa3Mepbl.

PaamecTtute ab3aupl ¢ pucyHkamu B ABa ctonbua.

[obGaBbTe HMXe elle oanH ab3ay ¢ TeKCTOM. YBenuybTe nesbln oTcTyn. [JobaBbTe
PUCYHOK.

O6BeaunTe BCe YeThbIpe pUCYHKa OBanamMu ¢ Npo3payvHbiM 3anosIHEHNEM W KpacHOW
rpaHuuen TonwuHon B 8 nyHktoB (PucyHok 13.).

OtdopmaTtupyinTe oTaenbHble cMMBOIbl TekcTa (PucyHok 14).

CoxpaHuTe JOKYMEHT B CBOEW narike.

1 ; - -

MIOCIIETOBATENTbHO HYMEPOBATE XapaKTepHCTHRH I_I_l]JH(l}TI‘I. KOTOPEIM

a02a0BI W BELIEITE  HX € HAGPAH TEKCT JOKYMEHTA,

TIOMOLITBE) g s J 7. CosmaHHe CTHIA IO

ofpastly no3pQuier

CO3OaTE HOBERI

CTIEBA 0T TIEPBBIX CTPOK a03alles.

Word mpelmarael  omb30BATeNIM

PasHOO0PAsHEIE THILI HYMEPALEH H

FHATKH MAPKEPOB.

CTHE,

OCHOBAHHEIT

paHee

OT()OPMATHPOBAHHO
[u]

DopMATHPOBAHHE

BBIGPAHHOTO

aG3aLla COXPAHACICA B BHIAE CTHTL

TaKHM criocoboM MOTYT CO3TABRATBCA

PucyHok 13 MNpumep pasmellenna B Asa ctonbua
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THIE — 510 IMEHOBAHHOE OTmICAHIe (opMaTa ad3aLla W

83411, MOKHO 30]1aTh CTHIL H HACTPOHTE 7T HETO
Ib1e FApAMETPEL. S1Men TAKHM SFEFEeM MOKHO

THIIOB: — 3AJIAET

eHHe LIeN0T0 a33aL[a; CHMBOMBHBIT — 3a71aeT WPHT,

adepTaHHe H oopMeHHe (parMeHTa TekcTa ad3aua.
TroGoMy CHMBOMY TEKCTA BCETIa TPHCYIIH JIBa
CTHILT. AG3ALHBI H CHMBOJbHBI.

PucyHok 14 Mpumep dopMaTUpoBaHUst 0TAENbHbIX CUMBOSIOB

2. Cospante HoBbi gokymeHT Word. CosganTe CBOWM HOBbIA CTUMb AnNs
odopmneHns ab3aua 1 HOBbI CUMBOJSIbHLIN CTUMb. BBeanTe Heckonbko ab3aueB TekcTa
1 BblaenuTe nepeble Tpu. NpUMEHNTE K HAM HOBbIV CTUMb ANns odopMneHus absaua.

Bolgenute Heckonbko crnioB B nepBom absaue. [lpyuMeHUTE K HUM HOBbIN
CUMBOJbHBIN CTUMb. [loBTOpUTE 3Ty onepauuio, BbiAENAS crioBa BTOPOro, TPETbEro u
yeTBepTOro absaues.

OTkponTe naHenb WHCTpyMeHTOB Bcmaeka \ @ueypbl. Hapucymnte HeCKONbKo
duryp: 3eneHbln  OObEMHbIN  MPSIMOYTOfIbHUK, KPACHYK  CTPEsiKY, CKPYrTNEeHHYHo
NPSAMOYrOfibHYK0 BbIHOCKY. PacTsaHUTE BbLIHOCKY, YTOOblI OHa MepeKkpbiBana CTPESKy U
npsiMoyronibHUK. BeBegute TekcT BHyTpu Kaxgown curypel (PucyHok 15). Ckonupynte
dourypbl 1 NPOAEMOHCTPUPYNTE pasnnyHbIA NOPSAOK pacnonoXeHns o0 bLEKTOB.

CoxpaHuTe JOKYMEHT B CBOEW narke.

3. Nopsigok odpopmneHna otyeTa

MogroToBbTE OTYET O BbINOMHEHHOM nabopatopHon pabote. OtyeTr ©
nabopaTtopHon paboTe [JOfKeH coaepxaTtb: TUTYMbHbIMG NUCT (C  OEWACTBYHOLLMM
BapuaHTOM TUTYNBHOTO nuicrta MO>HO O3HaKOMUTLCS Ha
http://guap.ru/guap/standart/tit_main.shtml), uene nabopatopHon paboTbl, NOSyYEHHbIE
B XOA€ BbINONHEHMA paboTbl AOKYMEHTbLI. Ha komnbioTepe npepctaBnsAwTcs dawinbl ©
pesynbtatamn paboTbl, 3anMcaHHble B nNafnky C HOMEPOM Ballen rpynnbl/Bawa
damunnusa/Ne nabopaTtopHon paboThbi.

4. KOHTpONbHbIEe BONPOCHI

1. Kak oTMeHUTb Hymepauno ab3aua n pacrnonoXuTb €ro HUXe cTonoduos, YTOObI
OH 3aHsM BCHO LUMPUHY CTPaHULbI?

2. Kak ¢ nomoLbto naHenu MHCTPYMEHTOB M3MEHNTb OTCTyn ab3aua?

3. Kak ckonvpoBaTtb ¢bopmaT TeKcTa, ucnonb3ys kHonky dopmaT no obpasuy
naHen” NHCTPYMEHTOB?

4. Yto Takoe ctunb? Kakue Bbl 3HaeTe TuMbl CTUNEN?

5. Yto Takoe Tabynauuna? [na kakux uenen ncnonb3yeTca Tabynaums?

6. [nsa Kaknx Luenen npuMeHSTCS cpeacraea WwpnudToBoro oopmneHmnsa?

7. C NOMOLLbIO KaKo KOMaHabl MOXHO yCTaHOBUTb pasmep wpudgra?

8. Kakum cumBonom obo3HavaeTca koHel, ab3aua?
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9. Kakue Bbl 3HaeTe OCHOBHblE XapakTepucTunkn absaua?
10. Ans Kakux uenemn ucnonb3yeTcs BblpaBHMBaHME NO LUNMPUHE?
11. [ina kakMx uenen ucrnosib3yrTcs OTCTYM U BbICTYN?

BozwMowWwHoCo Ty OPFOPMMITERNNA HE OorFPANBUREANTCR TAPAMETP AN

a0 JE T AN E
=N —S S AL E AaAafAR I EF L AR S Ay 8, Ao al W RAsn AR

SE LR B R IW A5 oA L WAL T A s B aA - A MW ERA s, MO S

CKPVTTIeHHAd IPAMOYTOIBHAS BEIHOCKA

PucyHok 15 Mpumep AoKyMeHTa ¢ NPUMEHEHNEM HOBOTO CTUMS U HAPUCOBAHHLIMM

dourypamu.

Na6bopaTtopHasa paborta Ne3. Tabnuubl B Word

Llel'lb pa6OTbII nojiydeHne HaBblKOB CO34aHUA U CbOpMaTI/IpOBaHI/IFI Tabnuy,

1. MeToanyeckume ykasaHus

Word nossonseT co3gaBaTtb B TeKCcTe Tabnuubl U popmaTtmpoBaTb uX. Tabnuua
COCTOMT U3 CTPOK M CTONOLOB siueek. AYerkn MOXHO 3anonHATb umdpamu, TEKCTOM U

pUCyHKamu.

Ansa opopmnenusa Tabnuy B8 Word CcyLLecTBYIOT crnegyrowme onepaumm:
BBOJ [aHHbIX B Tabnuupbi;

npeobpasoBaHne Tabnuubl B TEKCT 1 HA0OOPOT;

nobaeneHne n yganeHue CTpok n ctonbuos B Tabnuue;

obbeanHeHne n pasgeneHne siYeex;

odopMneHme rpaHnL, Tabnuubl 1 3anmnBka si4eex;
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e COPTMPOBKA AaHHbIX M Ap.
Word nossonsieT NpomM3BoauTb HEKOTOPbIE BblMMCIEHNS B Tabnuuax, ogHako ans

NMOCTPOEHNSA CIOXHbIX (POpMYr, ynpasBrneHUs CBA3aHHbIMWM AaHHbIMW ropasfo npoe

NCcnonb30BaTh ApYyroe NpuoXeHue - 3NekTpoHHble Tabnuubl Microsoft Excel.

Tabnuubl ygobHO ncnonb3oBaTb HE TOMBKO ANS BBoAa U 0POPMIIEHNS YNCITOBbIX
AaHHbIX, HO U ANSA BblpaBHUBaHWS ab3aleB TeKCTa U COOTBETCTBYIOLLUMX UM PUCYHKOB
BHYTPWU OOKyMeHTa. [na ynobcrtBa YTeHUs CTpokM U ctonbubl Tabnuubl pasgenstoTcs
nuHerkamn. Ytobbl 0Tobpa3nTb pasgenuTenbHble NMHENKN, HEe BbIBOAMMbIE Ha nedvatb,
HO wucnornb3dyemble B Lensax 0603HayeHus a4veek Tabnuvubl, BblIGepUTE MNYHKT MEHI0
Bcmaska \ Tabnuya. Nocne Toro, Kak Bolbpanu pasmep Tabnuubl 1 BCTaBUNN €€ B TEKCT,
BO BKJlagKe rnaBHOro MeHK nosBnseTca Bknagka Paboma c¢ mabnuuamu \ Makem \
Omobpaxkamb cemky.

lMepBoHa4anbHO TabnMLy MOXHO CO34aTb HECKOSIbKMMK crnocobamu:

e BCTaBWUTb B JOKYMEHT, Npu NOMOLLM KOMaHabl Tabnuya B MeHo Bcmaeka,
e HapucoBaTb Tabnuuy B JOKyMEHTe npu NOMOLLM MbllWK, Bbibpas KHoMKy Tabsuua

Ha NaHenn NHCTpyMeHToB Bcmaska;

e BcTaBuUTb mabnuuy Excel, Tak xxe BO Bkragke Bcmaeka,

Tabnuupbl ncnonb3yTca Ana NpeacTaBneHns camon pasHoobpasHoOW YMCITOBOM U
TEKCTOBOW MH(OPMaLMK, KOTOPYH MOXHO YNopsgounTb N0 OAHOMY WM HECKOMbKUM
kKputepusam. Word obnagaet cneumanbHbiM HAGOPOM MHCTPYMEHTOB AS11 NOCTPOEHUS M
dopmaTupoBaHusa Tabnuy. OH NO3BOMSET CTPOUTb OYEHb CNOXHble Tabnuubl ¢ N6bLIM
MbICIUMbIM OocpopmnenHnem. OGpaTuTe BHMMaHMe, 4YTO B rnaBHOM MeHo Word gns
paboTbl ¢ Tabnvuamm OTBEAEH LEnblA MYHKT.

HeT ocobon Hyxabl 3apaHee paccyuTbiBaTb TOYHOE YUCMO CTPOK Tabnuubl. Mo
Mepe BBoda AaHHbiXx Word fo6aBuT CTONMbLKO CTPOK, CKOMbKO ByAeT Hy>XHO. TeKCT sideek
Tabnuubl MOXXHO bopMaTUpOBaTb TOYHO TaK Xe, Kak U Nobon Opyron TeKCT AOKYMeEHTa
Word. EQUHCTBEHHOE OTNMYME COCTOUT B TOM, YTO BblpaBHMBaHWE TEKCTa BbIMOMHAETCS
HEe OTHOCUTENbHO MOfien CTPaHUUbl, a OTHOCUTENbHO [pPaHUL KaXOoW SAYEnKW.
HacTpanBas BuAO si4e€K, MOXHO BbiOENATb KOHKPETHble SYENKW, pymnnbl CTPOK MMn
ctonbuoB n Bcto Tabnuuy uenukom. HasHayaemblie pexumbl opMaTUPOBaHUA U
BblpaBHUBaHUS TeKCTa ByayT BNUSATb TONBbKO HA BblAENEHHbIE SYENKN.

Mpn co3gaHuMM [OOKyMeHTa uHorga yaobHee BBOAUTL TabnuuHble AaHHbIE
nocrnegoBaTenbHO 4epe3 pasgenurenb, a 3atem npeobpasoBaTb Mx B Tabnuuy. B
KayecTBe pasgenuTens MoryT BbICTynaTb 3Hak abs3aua, cumBon Tabynsumm, TOYKU C
3andaton u gpyrom no Bbibopy. [Ons npeobpasoBaHus CyLLECTBYIOLLEro TeKCTa,
HabpaHHOro ¢ pasgenutenem, B Tabnuuy Heob6xoaMmo:

e BblAENUTb TEKCT C pasgenuTenem;
e BbINOSIHUTL KOMaHAy lNpeobpasosams 8 mabrnuyy B MeHtio Bcmaseka | Tabnuya.

B none Yucrno cmonbuoe pomKHO OblTb yKasaHO 4uMcno  CcTonbuos,
COOTBETCTBYHOLLEE KONNYECTBY pasaenutenen B CTPOKe, BKNOYas KoHew ab3aua.

B none Pa3denumernb noMevaeTcs TOT, KOTOPbIA NPUCYTCTBYET B CTPOKE AaHHbIX.
Utobbl npeobpasoBaTb CywlecTBylLWy Tabnuuy B TekCT, BblbepuTe KomaHay
lMpeobpazoseamb 8 mekcm B MeHw Tabnuya. Ons dopmatupoBanua tabnuy 8 Word
AOCTYNHbI BCE OnepauuMm M3MEHEHWUs HadepTaHus TeKcTa BHyTpuU Tabnuupl, a Takke
onepauun n3aMeHeHus BHeLIHero Buaa Tabnumubi.

CywecTtByeT Tpu cnocoba n3ameHeHus LUIMPUHbI CTONGOLOB:

e MepeTawmTb MbILbK OrPaHNYUTENbHbIE NIMHENKM MEXOY KONTOHKaMW;
e repeTawmTb MapKepbl Ha KOOPAUHATHOW NNHENKE;
e C NOMOLLI KOMaH B MeHto Tabrnuya.
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WnpmHy ctonbua u BbICOTY CTPOKAM MOXHO W3MEHUTb HENOCPEACTBEHHO B
AOKYMEHTe, MepeTalmB OrpaHUYMTENbHYIO JIMHENKY cTonbua B HYXHOE MecTo B
Tabnuue. lpyv TOYHOM nonagaHUM Ha pasgenuTenbHYK FNMHEWNKY yKasaTenb Mblln
npuHUMaeT popmy ABYHaMNpPaBEeHHOW CTPENKM.

Ona 6onbwunx Tabnuu, KOTOpble MOryT 3aHMMaTb HECKOSbKO CTpaHuL, 4acTo
Heobxoaumo aybnupoBaHue 3aronioBka Tabnuubl Ha nocnefylowmux CcTpaHuuax
AOKymeHTa. [1ns aToro:

e Bbigenute CTpoKy WnNM CTPOKM TekcTa, KoTopble ©OyayT wMuCnonb3oBaTbCs B
KayecTBe 3aronoBka Tabnuubl. BbloeneHHbln dparMeHT [OfKeH BKIKOYaTb
nepByo CTPOKY Tabnuupbl.

e Bbibepute komangy Ceoticmea mabnuubi B MeHto Paboma ¢ mabnuuamu \ MakeT
Ha 3aknagke Cmpoka yctaHoBuTe [loemopsimb Kak 3a20/1080K Ha Kaxaow
ctpanuue (PucyHok 1).

CBOACTBa TaBAMLLbI ? X

TaBnuua CTpoka CronBeu Aveiika 3amelakoLumii TekeT

CTpoKn
Pazmep

[Jesicora: 0 cm S| pesamn: | MuHmmym
NapameTpel
pa3peLulTh NepeHoc CTROK Ha CAEAYHILLYHD CTPaHMLY
NOBTOPATE KAK 2ar0N0B0K HA KaKA0H CTpaHuLe
4 [peqelayuian cTpoka w CleaywLlan cTpoka

QOTmeHa

PucyHok 16 CowncTtea Tabnuupl

Word aBTomaTtmyeckn OyonupyeTt 3aronoBku Tabnuvubl Ha HOBbIX CTpaHuuax,
ABNAOLNXCA pe3ynbTaToOM aBTOMaTUYECKMX paspbiBoB cTpaHuu. Word He aybnupyet
3arofloBOK MNpu BCTaBKe BPY4YHYH paspbiBa CTpaHuUbl B npegenax Ttabnuupl.
[dy6nupyemble 3aronoBku Tabnumubl BUOWMbI TONbKO B pexume Pa3amemka cmpaHuupbl.

[nsa Bbibopa pasmepa Tabnuubl, pacnonoXeHns Ha CTpaHuLe N ob6TekaHUs TekcTa
Bblbepute komaHgy Ceolicmea mabnuusl B MeHto Paboma ¢ mabnuuamu \ Makem, a Ha
3aknagke Tabsiuya yCTaHOBUTE HYXXHble NapamMeTpbl.

[ns co3gaHnsa cnoXxHbix Tabnuy, CTPOK 3arofnioBka 4Yacto ObiBaeT Heobxoanmo
00beanHATb NnNu pasgenaTtb sAvenkn Tabnuubl. MNog obbeauHeHnem siyeek B Tabnuvue
nogpasymeBaeTcss 00befuMHEeHMEe HEeCKONMbKMX sS4Yeek B CTpoke. JTa onepauus
nucnonb3yeTcsl Npu co3gaHuyM OBLUMX 3arofloBKOB ANSA HECKONbKMX KOMOHOK Mnv Ans
co3gaHust cneumanbHbiX OpM, NpeayCMaTpMBaOLWMX pPasHyk LUMPUHY KOMOHOK B
pasHbIX CTpOKax Tabnuubl.

Tabnuubl yaobHbl ANA XpaHEHUS TOYHbIX YUCNOBbLIX AAHHbLIX, HO YenOoBeKy 4acTo
HY)XXHbl HE TOYHble uudpbl, a obliee npeacTaBNeHME O BENMYMHE KaKoro-rnmbo
napameTpa. [loaTomy TabnuyHble [aHHble nonesHo AybnvpoBaTb Auarpammamu,
KoTopble OTOOpaxkatoT MHGOPMaLMIO C NMOMOLLBI rpadUYECcKUX 3MEMEHTOB, TakMX Kak
rMcTorpamMmMbl, Kpyroeble gnarpaMmmbl Unu rpacomkm.
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2. MopsAAoK BbINOMHEHNA paboThbl

1. OTKpONTE HOBLIN UMW CYLLECTBYIOLWNN OOKYMEHT. lNepekntiounTtecb B OObIYHbIN
pexXumM nNpocMoTpa M MOMECTUTE TEKCTOBLIN Kypcop B KOHel Toro absaua, nocne
KOTOPOro HyHoO fo6aBuTb Tabnuuy.

Haxmute «knasuwy Enter wn BBeguTe 3aronoBok Tabnuubl 3apriama
compyOHukos. C MOMOLLbI packpbiBatoLierocs cnucka Cmusiu naHenn UHCTPYMEHTOB
naeHas Ha3Ha4dbTe eMy CTUNb 3a20/1080K 3.

BctaBbTe Tabnuuy pasmepom 3x4 sa4venkn. 3anonHute Tabnuuy nNonesHoun
MHdopMauunen.

lMocne BBOAA 4yMcna B MOCMNEOHION AYENKY TPETbeW CTPOKU HaKMUTE KraBuLly
Tab. Tabnuua aBTOMaTUYECKN YBENUYNTCA HA OOHY CTPOKY, 3anosiHUTe eé.

Bbolaenute Bcto Tabnuuy 1 BeiGepuTe B packpbiBatowemcs cnucke Cmuau naHenm
WHCTPYMEHTOB [1agHasi NyHKT ObbIYHbIL.

Coaepxumoe nepBon CTPOKK LeHTpupynTe 1o ueHmpy. HasHaybTe TEKCTY CTPOKM
NONY>XMPHOE HayYepTaHue.

Copepxnmomy nepBoro crtonbua 6e3 nepBoM sYENKM Ha3HaAYbTE KYPCUBHOE
HayepTaHue.

[ob6aBbTe cTonbewl Mexay BTOPbIM U TPeTbEM CTONGLOM. 3anonHUTE BCE NyCTble
SAYENKN.

TpeTui ctonbey nepemMecTuTe B KOHeL, Tabnuubl.

[dopucyiiTe ofHY LUMPOKYID SAYerKy B BepxHeW 4actu Tabnuubl. [na aToro
BblbepuTe komaHay BeTtaBka \ Tabsnuya \ Hapucosamb mabnuuy.

YBenuubTe LWMPUMHY nepBoro crtonbua. BbipoBHAWTE WWPUHY Tpex npasblX
cTonbuoB Tabnuubl. YBenuybTe BbICOTY BCEX CTPOK.

MepeTawmTe Mapkep rpaHvLbl Mexay NepBol U BTOPOW CTpokaMu Tabnuubl BHU3
Ha 1 cm.

[MponsBeauTe BbipaBHUBAHME MO LIEHTPY.

YBenuybTe WpuUgT 3arnaBHon syenkn oo 18.

[loGaBbTe CTPOKM BbIle MEPBOM CTPOKN, 0bbeanHuTe nx B 0aHYy. BBeguTte TekcT.
BblpoBHANTE NO LIEHTPY

PasgenuTte Tpyn HWXHWE a4enkn TpeTbero crtonbua nononam. BeeguTte B HOBble
AYENKM NPOU3BOSbHbIE YKCIa.

paHMubl BepxXHEN a4venke Tabnuubl coenante ABOMHOW nuHMEW. Bbigenute
ocTarnbHY0 YacTb Tabnuuy, BbibepnTe OANHAPHYIO JIMHUIO TOSNLUHON 3 NYHKTA.

[lobaBbTe B KOHeL, Tabnuubl elle oguH ctonbeLl 1 3anonHUTE ero S4Yemnkun.

3anenTe ¢OH NepBO CTPOKN U NepBOro ctonbua Tabnuubl 3emneHbIM LLBETOM.

N3MeHnTEe OPUEHTUPOBKY TEKCTa B NOocrneaHem ctonbue, YTobbl TEKCT BbIBOAWUIICS

| BepTMkanbHo (PucyHok 170wm6Ka!l MICTOUYHMK CChINKU He HalaeH. ).
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HUU

3apnnaTta COTpyAHUKOB o

=

PHO Paspan ORJIAT, Pyo. CTaR, TeT 2

Hearos I1. B. 11 2700 3 S
Chezupes H. I1. 12 3400 5 7
Awyiguha E. T 13 4100 17 1
Asdeor O. JT. 12 3400 8 6

I
PucyHok 17 Mpumep Tabnuubl

CoxpaHuTe JOKYMEHT B CBOEW narike.

2. Co3ganTte HOBbIV JOKYMEHT. BBeauTe TekCcT n npeobpasynTe ero B Tabnuuy.

lNpumep mekcma:

Tetpaan;4;40 pyb6.

ABTOpY4KN;3;15 pyb.

Nactnku;2;8 pyo.

KapaHgaiuu;4;8 py©.

BrnokHoThI;5;25 py6.

KoppekTop;1;20 py6.

BbinonHuTe copTupoBKy B cTonbue 3 no BO3pacTaHuio.

CoxpaHuTe JOKYMEHT B CBOEW narike.

3. OTkponTe OOKYMEHT c Tabnuuen, co3gaHHoOW B nyHKTe 1, coxpaHuTe noA
apyrum umeHem. MNpeobpasynte Tabnuuy B TEKCT.

CoxpaHuTe JOKYMEHT B CBOEK narike.

3. MNopsipok opopmneHna otyeTta

MogroToBbTE OTYET O BbINOMHEHHOM nabopatopHon pabote. OTtyeTr ©
nabopaTtopHon paboTe [JOfKeH coaepxaTtb: TUTYMbHbIMG NUCT (C  OEWACTBYHOLLMM
BapUaHTOM TUTYIbHOIO NIUCTa MOXHO O3HaAKOMUTbCA Ha http://standarts.guap.ru), uenb
nabopatopHon paboTbl, MNepeyYeHb MNOMNYyYEHHbIX B XOA4Ee BbIMNOMAHEHMS paboThbl
AokyMeHTOoB. CdopMynupynTe BbIBOAbI, KOTOPblE MOXHO caenatb Mo peayrbTaram
BbIMNOSIHEHHOW paboTbl. Ha komnbloTepe npencTaBnsalTCa annbl ¢ pesynbTaTtamu
paboTbl, 3anucaHHble B Nanky C HOMEpPOM Bawen rpynnbi/Bawa damunusa/Ne
nabopaTtopHon paboTbl.

4. KOHTpONbHbIE BONPOCHI

Kakue cnocobbl co3gaHus Tabnuu Bbl 3HaeTe?

YUTto 3HauMT 06bEOUHUTL N Pa30OUTL AYENKN?

YTo 3HauuT noHATUEe bopmaTnpoBaHmnsa Tadbnuu?

[nsa yero ncnonb3ytoTcsa Tabnuubl?

Kakune onepaumn ncnonbayotcsa gng opopmneHuns Tadnuy?

CyLwecTByOT N1 OTnMYnA Npu (opMaTUpOBaHUN TeKCTa s4yeek Tabnuubl ©
dopmaTupoBaHum nboro gpyroro Tekcta gokymeHta Word?

Kakum obpa3zom MOXHO npeobpasoBaTb TEKCT, HAOpaHHbIA C pas3genuTenem B
Tabnuuy?

8. Kakue cnocoba nsameHeHusi LUMPUHbI CTONBLOB Bbl 3HaeTe?

R A

~
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9. Kak ocywectButb AybGnvpoBaHue 3aronioBka Tabnuubl Ha nocnenyrLwmx
CTpaHULax AOKyMeHTa?
10. B kakux pexvnmax BugHbl yonmpyemble 3aronoBky Tabnmubl?

JNTa6opaTtopHasa pab6oTta Ne4. [lononHuTenbHble Bo3MoXxHocTn Word

Llenb paboTbl: 3HAKOMCTBO C HEKOTOPbIMW APYrMMU BO3MOXHOCTAMW, KOTOpblE
npeactaenset Word ons noaroToBKM MTOFOBOIO TEKCTA.

1. MeToan4yeckue ykasaHus

K gononHutensHbIM BO3MOXHOCTAM Word MOXXHO OTHECTH:

3afaHue A3blka JOKYMEHTA;

npoBepKy opcorpadomm n CUHTaKcuca;

CNNSHWE C BHELUHUMWN JAaHHbIMU;

3aKnagku;

NnepeKkpecTHbIe CCbISKK;

aBTOMaTU4eCcKoe CoCTaBfneHne NpeamMeTHOro ykasartens.

Word ymeeT BbINOMHATL MHOXECTBO BCMOMOraTesfbHbIX onepauuin, 3Ha4nTenbHO
obneryaowmx paboty c OOKYyMeHTOM, ero dopmaTupoBaHve u nposepky. Moayrnb
npoBepkn opdorpacdmm 1M rpammaTtvku No3BosisieT ObICTPO BbIABNATL U MCNPaBNATb
ownbkK, a npoueaypa CrnmsHUS, ¢ NOMOLLbIO KOTOPOW KpacnBo OOOPMIEHHbIN AOKYMEHT
Word ¢ nycTbiMM NONSAMM MOXHO CBA3aTb C BHeWHen Tabnvuen vnn 6as3on OaHHbIX,
nonyynms B pesynbTaTte OTHOPMATUPOBAHHBLIN OTYET, [AaHHble KOTOPOro MOXHO
onepaTuBHO OBHOBNATD.

lMoarotaBnmMBaemMbll JOKYMEHT MOXeT ObITb HanucaH cpasy Ha HeCKOMbKUX
A3blkax. Hanpumep, ata MeToamnyka, B OCHOBHOM, HanncaHa Ha pycckom sibike. B To xe
BpeEMS B TEKCT BCTaBfeHO 60nblloe KONMUYEeCTBO aHrMUMACKUX CrOB, Hanpumep, CroBO
«Wordy». [Nlo mepe BBOAa TeKCTa KakgoMy CnoBy HasHa4vaeTcsa aTpubyT, onpeaensioLlmin,
KakMM A3bIkOM HanuMcaHo CroBo. 3OTa WHQOpMauMs MCNoMb3yeTca npu MnpoBepke
AOKyMeHTa nAana  Bblbopa cnoBapsi, KOTOpbIM creayeTt pPyKOBOACTBOBATbCA MpU
NOeHTUMUKaUMM KaXKOOro KOHKpeTHoro cnosa. Word, kak npaBuiio, cam KOPPEKTHO
pacno3HaeT s3blK, Bbibupas oauH 13 Tex A3blKoB, NOAAEPKKA KOTOPbIX YCTAaHOBMEHA Ha
kKomnbtoTepe. CMeHa A3blka NPOUCXOAMUT MPU NEPEKIIOYEHMN pacKnagkn KrnaBuaTypbl C
aHIMMNCKON Ha PYCCKyto U obpaTtHo.

Ecnn Word He nogvepkuBaeT crioBa M pasbl ¢ ownbkamun, 3HaAYMT, OTKIOYEH
peXuM aBTOMATUYECKOM MNPOBEPKN MpaBonmMcaHusa. YToObl BKMOUUTL ero, Bblibepute
KomaHay PeueH3uposaHue \ 53bik \ H3bik npoeepku rnpasornucaHus. B oTKpbiBLEMCSA
OKHe Anarnora ybepute ranoyky ¢ nyHkta He npoeepsmsb npasonucaHue (PucyHok 18).
Korga Word 3amevaeTr B TeKCTe CfOBO, HanMCaHHOE C OWWOBKOW, Takoe CNoBO
nogyepKnBaeTCcsi KpacHOM 3nrsaroodpasHom fIMHUEN.
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A3k ? X
CoMETUTE BbIAENEHHBII TEKCT Kak:

&7 anrnuiickuii (CLLIA) ~
T ——

azepbaligpxancknil (kmpunanua)

azepbaligxancknid (natuHuua)

ERGERT

amxapckuid

& aHrnuiickuii (ABcTpanua)

& anrnuiickuii (Benns) W

CpeAcTEa NPOEEPKKM NPaBoNUCcaHNA ByayT SaETOMaTHYECKK
MENONL30EaTh JOCTYMNHLIN CNOBapb ANA EbIBPaHHOTO A3LIKA.

[] He npoBepsTs npasonicanne

OnNpefenATs ALK GETOMATHUECKN

0o yMOMYaHHH COTmeHa

- TTATVARAEY

PucyHok 18 YcTaHoBKka napaMeTpoB NpaBonucaHus

Mpn paboTte, kpome opdorpacumn, Word aBTomMaTMyeCckm NpoBePSIET CUHTAKCUC U
rpamMaTtuKy TekcTa. HeBepHble C TOUKM 3PEHNS CUCTEMbI KOHCTPYKLMN NOAYEPKNBAKOTCA
3eMeHON NN CuHen 3ursaroodbpasHon nuHuen. Ecnn nogBecTn K 3TOMy MECTY MapKkep
MbILN W LWENKHYTb MPaBoOW KnaBuLWEeWn, TO B OTKPbIBLUEMCS OKHE MOXHO MONy4YuTb
nosicHeHne owmnbkun. MNMpaBmna HaCTPONKN CUCTEMbI MPOBEPKM CUHTAKCMCA U FrpaMMaTUKK
MOryT OblTb M3MEHEHBI NO XenaHu nosnb3oBaTtens. [OononHMTENbHO OTMETUM, YTO, Kak
N B Crlydae He nevyaTaemblX CUMBOJSIOB, MOMETKM B TEKCTE CUCTEMbl NPaBONUCaHUS Ha
neyaTb He BbIBOOATCS.

[JocTtaToyHO YacTto  nNpuxoauMTCca  co3faBaTb  OAHOTUMHbIE  LOKYMEHTHI,
He3HauMTEeNbHO OTNMYaKrLmMecs oanH ot apyroro. MNMpumepom mMoryT GbITb NpUrnalleHns
Ha HEKOe MeponpusTUE, KOTopble OTNIMYaTCA TONLKO dhamMmunmnen npurnawieHHoro. [4ns
TOro, YTOObl CO34aTb TaKOW [JOKYMEHT, Hago c€o3gaTb 3aroTOBKY MpurfalleHus
(obpaseun), n, kpome atoro, Tabnmuy damMunun camumx NPUrnalieHHbIX U X aapecos.
[anee aBTOMaTudeckn obbeauHsieTcss obpasel ¢ Tabnuuen, reHepupyetca Habop
nncem. Bce konum ncxogHoro nucbma HacnegylT obwmn TekcT obpasua, HO cogepxaT
pasHyl WHGopMauuio B obnactu agpeca W aMmunuu  nonydatensi, KoTtopas
3anonHaeTca Ha ocHoBe Tabnuubl AaHHbIX.

Ona cospaHua cnuaHua (PucyHok 19), npexage Bcero, HyXHo paspaboTtatb
rMaBHbIN OOKYMEHT, urparowmi ponb obpasua. OTOT OOKYMEHT MOXeT MMmeTb noboe
cogepxaHune. OcCHOBHasi ugesi 3akrnyaeTcd B TOM, YTO HEKOTOpble 4acTu TekcTa
3aMEeHSAITCS MONsIMKU, KOTOpble 3anoSiHATCA B pe3ynbTaTe CAUSHUS  [NaBHOro
AOKyMeHTa ¢ Tabnuuen gaHHbIX.
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Cnnsxne ? X

icnonk2yiiTe 370 AMaN0rOBOE OKHO ANA HACTPOMKW NpoUecca CMAHKA. ANA Hauyana HaxMuTe kHonky "Cozgate".

A= OCHOBHOI JOKyMEHT
=1

Co3zgate »

[y VICTOUHME JaHHBIX
EH

e
3 OBLeauHeHne

OTmenHa

PucyHok 19 CnusaHne

MyHKTBI pasgena Beibop muna OoKymeHma onpenensatT TUN rnaBHOro AOKyMeHTa
cnusaiHuA. Npn HeobBXogMMOCTM Bbl BCErga CMOXETE MNO3Xe W3MEHUTb TUM TMaBHOrO
AOKYMEHTa unM CBsA3aTb C BblOPaHHbIM WUCTOYHMKOM [aHHbIX eule OAWH [NaBHbIN
AOKyMeHT. Ha aTom aTtane Heobxoammo BbibpaTb B KA4eCTBE rMAaBHOMO JOKYMEHTa O4MH
13 npeanaraemMblX BapnaHTOB: UCMOMb30BaTb YXXe OTKPbITbIA AOKYMEHT, CO34aTbh HOBbIN
AOKYMEHT Ha OCHOBE LLabnoHa unm OTKPbITb CYLLECTBYIOLNN LOKYMEHT.

NCTOYHMK OaHHbIX CrivsiHUs npeactaBngeT cobon 6a3y AaHHbIX, COCTOSALLYHO U3
3annMcen, Ha OCHOBE KaXOoW W3 KOTOPbIX C MOMOLUbI [fIAaBHOrO AOKyMeHTa Oyaet
CreHepupoBaH KOHKPETHbIN 3K3eMnnap nucbma. Bce 3anmncm nmeroT oauvHakoBble Nons
AaHHbIX.

HekoTopble Hanbonee pacnpoCTpaHeHHbIE NOss 3apaHee BHECEHbI B CMMCOK OKHA
CO34aHusA UCTOYHMKA AaHHbIX. Bbl MOXeTe yaanuTb n3 6a3bl AaHHbIX HEHYXXHbIE MONSA U
nobaBnTb CBOMN COBCTBEHHbIE.

MyHKTHl pasgena Bbeibop nonyyameneld nNoO3BOMAKT BblibpaTb B KayecTBe
NUCTOYHMKA [aHHbIX uMetwowytoca 6a3y OaHHblX, paHee cosgaHHyro B Word wnu B
NpUNoXeHun Tuna Access, NMbo agpeCcHy KHUTY.

Hanuune B MUCTOYHMKE OaHHbIX NULIHUX MOSIeM HWUKaK He BNUSieT Ha pesynbTar
CNUsIHUSA, HO 3ameansieT paboTy nporpammebl. [0na n3MeHeHNa MHOPMaLUM NCTOYHMUKA
AAHHbIX LWENKHUTE B NaHenu MHCTpPyMeHToB CriusHue Ha kHonke [lonyyamernu, a 3aTemM
B OTKPbIBLUEMCSl OKHEe Amanora — Ha KHonke M3ameHums. OTKpoeTca dhopma UCTOYHUKA
AaHHbIX. [N nepemelleHns no 3anucsM UCTOYHWMKA Monb3ynTecb KHornkamu [lepsas,
Hasag, Bnepep, NocnegHsst B HWXKHEN YacTn (hopMbl.

Mpu cnnaHum Word no3BonsieT He TOonbko nepebpaTb BCE 3anmMcuM UCTOYHMKA
AaHHbIX, HO 1 0TOBpaTb HEKOTOPLIE N3 HMX. [INA 3TOro MOXXHO BOCMONb30BaTLCS NONSAMMU
Word nnu 3anpocom. Cnucok [obasume rone Word naHenu vHCTpymeHToB CriusHue
nosponsieT Ao6aBnsATb B AOKYMEHT crneayloline nons, BbINOSHAKWME OTOOp 3anucen
WMCTOYHUKA AaHHbIX HA OCHOBE OnpeaeneHHbIX NpaBun:

e ASK (Banpoc) u FILLIN (3anonHeHue) reHepupytloT naysy B MpoLuecce neyatu

CNUSHNA N JalT BO3MOXHOCTb BBOAUTbH AOMNOMHUTESNBbHBIA TEKCT B KaXOblW
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9K3eMnnAp OOKyMEeHTa, Hanpumep, WHAMBUAOYyarbHbI HOMEpP KAveHTa Wnu

naporib;

e |F... THEN... ELSE nosBonser BBecTU YycrnoBuMe W [EWUCTBUE, KOTOpoe
BbINOSHAETCS B Cy4ae UCTUHHOCTU UMK NOXXHOCTU YCMOBUS;

¢ MERGE REC (Homep 3anucu) n MERGE SEQ (Homep no nopsgky) nobasnsioT B
AOKYMEHT COOTBETCTBEHHO HOMEp 3anuvcy WUCTOYHMKA AaHHbIX U MOPSOKOBbIV
HOMep ak3emnnspa cnusaHua. Ecnu B CnnsiHM yyacTBYKOT He BCe 3anucu
NCTOYHUKA AaHHbIX, 3TN HOMepa ByayT oTnu4aTbCcsa Apyr OT Apyra;

e NEXT (Crnepywwas 3anvuce) u NEXTIF (Cnegywowas 3anucb, ecnu) pgatoT
BO3MOXHOCTb HareyataTb B OOHOM 3K3emnnspe AOKYMeHTa WHdopMauuio w3
HeCKOMbKMX nocrneaoBaTerbHbIX 3annucen NCTOYHUKA AaHHbIX;

e SET BOOKMARK (3aknagka) no3sonseTt cBfa3aTb HEKOTOPbLIA TEKCT AOKYMEHTa C
3aKknagkomn, KOTOpYK MOXHO BCTaBnsATb B JOKYMeHT nboe uucrno pas. Ecriun
N3MEHUTCS WUCXOOHbIA TEKCT, 06O3HaYEeHHbIM 3aknagkon, TO OH MOMEHTanbHO
0BHOBMTCA BO BCEX TOYKaX BCTaBKM 3TOW 3aKnagku,;

e SKIPIF (MponyctnTb 3anucb, ecnn) gaeT BO3MOXHOCTb BBECTW YCIIOBUE, B Criyyae
WUCTUHHOCTM KOTOPOro Tekyllas 3anucb OydeT nponyweHa u He nonaget B
CrnvsiHue.

MOXHO HasHauuMTb MpaBuMa COPTUPOBKW. HasHayeHne OOWHAKOBbIX NpaBu
COPTUPOBKM ONSA NMUCEM W HaKMNeek Ha KOHBEPTbl NO3BOSISIET MpU OTNpaBKe MUCEM He
TPaTUTb BPEMSA Ha NOWUCK HY>XHOrO KOHBepTa. KoHBepThbl C Haknerkamu ByayT nexaTb Ha
BaLleM CTofe B TOM e nopsiake, Y4To U NUCbMa.

CyliecTByeT YeTbipe pexnma CrmaHus:

e CrnusHue 8 Hoebll OoKkymMmeHm - co3gaeT [JokymeHT Word, B KOTOpOM
nocnegoBaTeNbHO Ha OTAENbHbIX CTPaHWUAX pasMeLLalTcsi BCe 3K3eMNNspbl,
NOCTPOEHHbIE HAa OCHOBE CITUSAHWS;

e CriusiHue nipu ne4amu - nevataeT pesynbTaT CINSHUSA Ha NPUHTED;

e  Ob6beduHumb 0111 omrpasKu - OTNPaBNAET KaXablA 3K3EeMNAP CIUAHUA HY>XHOMY
agpecaTy, HO 3NIeKTPOHHOM nouTe;

e Ob6beduHumb Oris omnpasku Mo @hakcy - OTNPaBNAET KaXabl SK3EeMNsp
CMVSIHNS HYXXHOMY agpecaTty no dakcy.

Mpu cosgaHuM OOKYMEHTOB 4acTO BO3HMKAEeT HEOOXOAMMOCTb yKasblBaTb CCbINKU
Ha ero oTAenbHble oparMeHTbl, HaNpMMep, Ha HoOMep POPMYIbl, PUCYHKa U T.n. Ons
TOro, 4To6bl aBTOMaTU3NPOBaTbL AENCTBUS MO U3MEHEHUIO paHee YKa3aHHOro 3HayeHus,
MOXHO BOCMONb30BaTbCA pPEeXUMOM 3aknagok. YTobbl co3gaTb 3aknagky, Hago
BbleNnnTb pparMeHT TekcTa M BbibpaTb NYyHKT MeH Bcmaeka kHonka 3aknadka.
OTKpbiBLLIEECA OKHO AManora nonpocuT Bac BBeCTM uMMsA 3aknagku. LlenecoobpasHo
BblOMpaTh OCMbICIEHHOE WMSA, YTOObI MOTOM ferko y3HaBaTb, K 4YeMy COOGCTBEHHO
OTHOCWUTCH 3akrnagka, ogHaKo MpuM 3TOM Hago MMeTb B BuAy, 4To npobenbl B UMEHU
3aknagkm He ponyckatotcd. Korga 3aknagka cosgaHa, B nobom  gpyrom  MecTte
AOKYMEHTa MOXHO YCTaHOBUTb [lepeKkpecmHyto Cccbifiky Ha nwobylo M3 MMerwmuxcs
3aKnagok.

B npouecce paboTbl C [OKYMEHTOM COOEpXUMOe 3aknagkm MoxeT ObiTb
n3ameHeHo. O6paTuTe BHMMaHWE Ha TO, YTO B MNpoLecce peaakTMpOBaHUA TekcTa
3aKnagKku Henb3s JonyckaTb ero NOfHOro yaaneHusi, NOCKOMbKy B 3TOM Cryyae uc4esHeT
cama 3aknagka. [losTomy AOna M3MeHeHWsi, Hanpumep, HOMepa pPUCYHKa, CHavana
BBEOUTE HOBbIM HOMEpP, a NOTOM yaanuTe CTapbIi.

Ang Toro, 4To6bl UBMEHEHHbBIN TEKCT 3aKnagkvM OTpasumcsa B TOYKax NnepekpecTHbIX
CCbIfTIOK Ha Hee, Bblaennte TeKCT AOKYMeHTa 1 Bbibepute nyHKT O6Ho8umb rorie.
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Ccbifikn B TEKCT [JOKYMEHTa MOXHO 3ajaTb MNepeKkpecTHOM CCbikon. B nyHkTe
Bcmaska rnaBHOro meHio Bblbepute CTpoky llepekpecmHasi ccbifika. B oTKpbiBLUEMCS
OKHe Heobxoaumo 3agaTtb Tun ccbiiku W Becmasumb ccbiniky Ha. Ecnn BblGpaH Tun
cebiiku - Ab63ay, TO BCTaBMEHHas nMepekpecTHas CCblika CBA3bIBAETCA C
COOTBETCTBYHOLWNM ab3auem TekcTa AOKyMeHTa. [na aBTOMaTU4eCcKonM KOPPEKTUPOBKU
HOMEpPOB CCbINNOK HaAoO BbIAENUTbL MNOSE, rAe OHa HaxoOUTCH, HaXaTb MpPaBYyH KHOIMKY
MbILLM N B OTKPbIBLUEMCS MeEHI BblbpaTb nyHKT O6Hosumb none. [Ons ynpolieHus
MOXXHO BbIAENATb HE TONIbKO CaMO MECTO CCbISIKM, HO M YacTb TEKCTa, B TOM YMCIiE U
Becb pAokymeHT (Ctrl+A). B atom cnyvae pexum O6Hogumb rosie npovsBeaeT
KOPPEKTUPOBKY BCEX CCbINOK [OOKYMEHTa (CCbUIKM Ha nuTepaTtypy, NpeaMeTHbIN
yKasaTtesb, orfiaBrneHune u T.n.).

MpeomMeTHbIN ykasaTenb npeactaBnseT cobon andaBUTHbLIA CMMCOK TEPMWUHOB,
ncrnonb3yemMblX B JOKYMEHTE, C yKa3aHMEM HOMepa CTpaHuubl, HA3 KOTOPOW O HUX eCTb
ynomuHaHue. [na co3gaHus nNpegMeTHOro  ykasaTensa Bblgenute B TEKCTe
WHTepecytoLllee Bac CroBoO Unu rpynny cnos. Nocne aToro B nyHKTe Bcmaeka rnaBHOro
MeHI0 HaZo BbIbpaTh pexunm OeriasrieHue U yka3amesiu Bknagka Ykazamesnb. Haxmute
KHOMKy lMomMemumb W B OTKPbIBLUEMCSH OKHE OTKOPPEKTUPYWTE TEKCT TaK, Kak Obl Bbl
XoTenu, 4tobbl OH NOSIBUNICA B NPeAMETHOM ykasaTene, euwe pas HaXmuTe KHOMKY
lMomemumsb, a 3aTemM KHOMKY 3akpblTb. B TEKCTe AOKyMeEHTa NosBUTCS OTMETKA, KoTopas
nosgHee 6OygeT wuWcnonb3oBaHa ANsl  CocTaBneHus ykasatens. [lpy  MTOroBom
COCTaBIieHUN yKa3aTens Hafo, Kak 1 B criydae co3aHus ornasneHuns, BolbpaTb A8 Hero
MeCTO B [JOKYMeEHTe, BbI3BaTb BKIaAKy Ykazamersib 1 HaxaTb KHOMKy OK.

2. Nopsaok BbINoNHeHUs paboThbl

1. Otkponite Word n co3gante HOBbIN JOKYMEHT.
BBegute OCHOBHOM TEKCT nNUCbMa, HO He YyKkasblBanTe agpec M damMunuio
nonyyarens, coxpaHuTe OKYMeHT noa umeHem lNMucsmo.doc.
BbibepuTte komangy Paccbinku.
B pasgene rpynnbl Hayasno crusHna Belbepute NnyHKT Havyams criusHue \ lNucbma.
Mpn HeoBXoANMOCTM OTpPEeAaKTUPYMTE coaepkaHne rmaBHOro JOKYMEHTA.
Mepengute k cneaywowemy ataHy Beibop rnoryyamened.
2. CosganTte UCTOMHWUK OaHHbIX CNUAHWA (agpecoB M hamunuin nonyyatenemn
nncoma). VICTOYHMK OaHHbIX MOXHO co3aTb, NOCTPOMB Tabnvuy C NOMOLLbIO
Word.

3. B paspene Bbibop rnonyyamernel okHa Pacceiniku obnactu 3agad Bblbepute
NYHKT Beecmu HO8bIU CIUCOK.

LWenkHnTe Ha KHOrMKe Hacmpolika cmosbyos. Boigenute NYHKT
ObpauweHue. lLlenykom Ha kHOMke YOanume COTpUTE BblAEMNEHHOE None.

MoBTopsas warn 4 n 5, yaanute Bce nons, kpome Nms, Pamunms, OpraHnsaums,
Anpec1 n NHaekc.

4. B OTKpbIBLLEMCS OKHE Auarnora CoxpaHeHus JOKyMeHTa BBeauTe umsi [locmu u

WwenkHute Ha kHonke CoxpaHumbs. [losButca OkHO pguanora [lonydyamenu
C/IUSIHUSI, B KOTOPOM B HacTosiLLiee BpeMsi HET HU OOHOW 3anuncu.

5. Beeante mHdopmaumio B UCTOYHUK OaHHbIX. Caoenamte He MeHee OecaTu
3anucen. lNMo3xe nporpamma CreHepupyeT POBHO CTOSIbKO KOMWI TNaBHOMO AOKYMEHTa,
CKOJSbKO 3anmcen MMeeTcs B UCTOYHMKE OaHHbIX.

3anonHuTe nonsa opmbl.

CoxpaHute 6a3y OaHHbIX.

6. BHecuTe nameHeHus B UHPOPMaLUUIO UCTOYHUKA OaHHbIX.

Pa3amecTtuTe nons CToOYHMKA AaHHbIX B TEKCTE [MaBHOIO LOKYMEHTA.
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MepenanTe Kk cnegyroLemy atany co3gaHusa paccbinku. [lobaBbTe NoNsa CANAHNS.

7. NobaBbTe B cnusiHne Heckonbko nonen Word. lMepemectutecb B Ha4vano
AOKyMeHTa u BblbepuTe Ha naHenu WHCTPYMEeHTOB Pacchinku komaugy [lpasusno \
SKIPIF. B cnucke lMone Bbibepute nyHKT MHOekc. B cnucke Onepamop BbiGepute NyHKT
PasHo.

Beegute B none 3HayeHue BenuuunHy 114113. Tenepb npu CAUSHUN B UCTOYHUKE
AaHHbIX OyayT nponylleHbl Te 3anucu, B none MHOeKC KOTOpbIX 3anMcaHO 3HayeHue
114113.

Haxmute knasuwn Ctrl+End, a 3aTem gBa pasa knaesuwy Enter. Beibepute
komaHay lpasuna none MERGEREC. lNpocmMoTpuTte, KakMe 3anncu UCTOMHUKA OaHHbIX
nonagyT B CIiMsiHME.

[Mepengute K cnegyowemy atany co3faHnsa paccbiSiku.

8. CosganTe 3anpoc, C NOMOLLbIO KOTOPOro 3anuvcu 6yayT paccopTupoBaHbl MO
andaBuTy UMeH nonyyaTenen nucem (KoMmanga MsmeHums criucok rosydyamerned).

Hob6aBbTe npaBuno oTbopa, OCTaBnAwLiee TONMbKO OnpefeneHHbIX agpecaTtos.
Bbibepute nyHKT @uribmp \ Ombop 3anuced.

HacTtponTe napameTpbl COPTUPOBKM Tak, 4YTOObl pesynbTaT CAUSHUSA Obin Mo
andgasuty dhamunnin agpecaTos, a 3aTemM No angaBnTy NX UMEH.

CoxpaHuTe HOBYIO BEPCUIO MTaBHOIO AOKYMEHTA.

[MpoBepbTe NpaBUbHOCTb CANAHUA. Ha naHenn MHCTPYMEHTOB PaccChifiku, KHOMKe
lMouck owubok \ Co3dampe mosibko omyem 06 owubkax.

BbinonHuTe crnvsHue B HOBbIW JOKYMEHT.

[MpoBepbTe NpasonuMcaHne n rpaMmMaTmKy NOSTy4YEeHHOro AOKYMEHTA.

CoxpaHuTe pesynbTaTthl B CBOEWN Narike.

9. OTKpONTE AOKYMEHT, CO3[aHHbIN NpWU BbiNoSHEHUN flabopaTopHon paboTel Ne1.
[obaBbTe B HEro 3aknagku, NnepekpecTHble CCbISIKM U NpeaMETHbIN yKka3aTerb.

CoxpaHuTe pesynbTaThl B CBOEW Narike.

3. Nopsiaok odpopmneHns otTyeTa

MogroToBbTE OTYET O BbINONHEHHOW NabopaTtopHon padoTte. OT4eT O
nabopaTtopHon paboTe QOMKEH coaepXaTbh: TUTYIbHbBIA NUCT (C 4ENCTBYHOLLMM
BapuaHTOM TUTYNbHOIO INCTa MOXHO O3HaKOMUTLCA Ha http://standarts.guap.ru), uenb
nabopatopHon paboTbl, NONy4YEHHbIE B X04€ BbINOSIHEHMS paboTbl AOKYMEHTbI. Ha
KOMMblOTEpPE NpeacTaBnaTCca dannbl ¢ pedynbTatamm paboTbl, 3anMcaHHbIe B Narnky ¢
HOMepoM Balulew rpynnbi/Bawia dammnusa/Ne nabopatopHon paboTel. Cdhopmynupymnte
BbIBOAbI, KOTOPbIE MOXHO cAenaTb MO pe3dyribTaTaM BbINOSIHEHHOW paboThbl.

4. KOHTpONbHbIE BONPOCHI

. Kakne atanbl cnnsiHus Bbl 3HaeTe?
UTO nOHMMaOT NoA NOHATUEM UCTOYHUK AAHHbBIX CIIMSAHUA?
Kak ykasaTb B Ka4eCTBe MCTOYHUKA JaHHbIX CyLLeCTBYOLWMIA hann?
Kak nepenTu K Hy>XHOW 3anucm?
Kak 6bICTPO BbIMNOMAHUTL CAIUSIHUE B HOBbIN AOKYMEHT?
Kak ykasaTb B Ka4eCTBe UCTOYHMKA JAHHbIX CyLLEeCTBYOLWMIA hann?
Ha 4To BnnsaeT Hannune B UCTOYHMKE OAHHbIX NIULLIHUX NONen?
Kak B Word oToGpakaeTcs Cnoeo, HanmcaHHoe ¢ oLwmbkon?
Kak B Word oTobpakatoTcs HeBepHble rpaMmMaTMyYeCcKne KOHCTPYKLMnN?
10 Uto Takoe 3aknagkun? [na kakux uenen ncnonb3yTca?
11. Kak cosgaTtb npeaMeTHbIN yKasaTenb?

©CoNoOrWN =
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ANEKTPOHHbIE TABJIULUbI MICROSOFT EXCEL

Na6opaTtopHasn pab6ota Ne5. 3HaKOMCTBO C 3J5IEKTPOHHOM Tabnuuewn
Excel

Llenb paboTbl: nonydyeHne HavyanbHOro npeacTtaBreHnst 06 aneKkTpoHHon Tabnuue
MS Excel

1. MeToanyeckue ykasaHus

TabnuuHbin npoueccop Excel npeacTtasnser cobon KOMNLIOTEPHYO MporpamMmy,

npegHasHa4vyeHHyo ansa obpaboTkm gaHHbIX. O6paboTka MOXET BKNtoYaTh B cebs:
e BbINOJSIHEHME PA3NINYHbBIX BbIYMCIIEHMI C UCNONb30BaHNEM annaparta OyHKLNA 1
opmyrT;
nccrnegoBaHne BNUSIHUA pasnnyHbiX akToOpoB Ha AaHHbIE;
pelueHre 3agad onTMMmnsaunm;
nonyyeHne BbIBOPKN AaHHbIX, YOOBETBOPAOLLMX ONpeaeneHHbIM KpUTEPUAM;
NoCTpoeHme rpacnkoB N guarpamm;
CTaTUCTMYECKUI aHanNn3 AaHHbIX.
Mpowe Bcero 3anyckatb MS Excel n3 rmaBHoro meHto (kHonka [yck). B rmaBHom
MEHI HeobXxooMMO HaxaTb Ha onuuio [Ipoepammbl, nNocrne 4Yero B MOSIBUBLUEMCS
BblNagatowem MeHto BblbpaTb onunio MS Excel.
Mocne 3anycka MS Excel akpaH cogepxuT natb obnacTen:
OKHO KHUIK, KOTOPOE 3aHNMMaET BONbLUYI0 YaCcTb IKPaHa;
CTpoKy MeH10;
[1B€ nnn HeCKonbKo NnaHenem NHCTPYMEHTOB;
CT1poky chopmyn;
CTpoOKy COCTOSIHUS.
Bce naTtb obnacten HasbiBaloTCA paboden o6nacTbio KHUMN.
CTpoka MeHI0 pacnosnoXeHa nog CTPOKOM 3arorfioBka akpaHa. OpraHmsauuns MeHro
B Excel aHanornyHa opraHmsaumm meHto B Windows.

MeHI0 U naHenn UHCTPYMEHTOB MO3BOMSKOT BbINOJHATL Pa3nuyHble OENCTBUSA B
MS Excel. MeHI0o cogepXuT Cnnucok komaHa. HekoTopble 13 3TuX KOMaH4 CONPOBOXAEHbI
n3obpaxeHnsamu, UNMOCTPUPYOLWNMA  OENCTBUE, BbINOSHAEMOE KOMaHaomn.
BONbLUMHCTBO MEHKO HaxogaTca B CTPOKE MEHK, OObIMHO pacnofoXeHHOW B BEpPXHEN
4YacTu 3KpaHa.

MaHenb WHCTPYMEHTOB MOXET coAepXaTb KHOMKA C  M300paxeHusMu
(coBnagawwmmn ¢ nsobpaxeHusmn, oTobpakaeMbiMM PSOOM C COOTBETCTBYHOLLUMU
KOMaHOaMM MEHK0), MEHK WU pasnuyHble codeTaHus 3Tux anemeHToB. B Excel
BKIMIOYEHO MHOXECTBO BCTPOEHHbLIX MaHenem WHCTPYMEHTOB, KOTOPble MOXHO
oToOpaxaTb MM CKpbiBaTb MO Mepe HeobxogumocTu. 1o ymonyaHuio Ha 3KpaHe
OoTOOpaXalTCsl BCTPOEHHbIE MaHenu WHCTPYMeHTOB [J1asHasi, Bcmaeka, Pa3smemka
cmpaHuubl, @opmynbi, [JaHHble, PeueH3uposaHue, Bud, 3akpenneHHble B OAHOM psiay.
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OTtobpaxeHne 4acTo WUCNOMb3yeMblX KOMaHL MEHI0 UM KHOMOK naHenewn
WHCTPYMeHTOB. Excel aBTOomMaTnyecku HacTpamBaeT MEHIO U MaHenuM UHCTPYMEHTOB B
COOTBETCTBUN C TE€M, Kak 4acTO WUCMOMb3yKTCA Te UnM MHble komanapbl. [pn nepsom
3anycke Excel B MeHto oTobpakatoTca cTaHaapTHble obuwine KkomaHabl. 3aTtem, Nno mMepe
paboTbl ¢ Excel, MEHO U naHenu MHCTPYMEHTOB HacTpauBatoTcs — Excel oTobpaxaeT
TONbKO T€ KOMaHAbl MEHI0 U KHOMKW MaHenem MHCTPYMEHTOB, KOTOPble UCMOMb3YHTCS
Hanbonee 4acTo.

OTobpaxeHne Bcex KoMaHA B MeHH. YToObl BbLINOMHUTE PeaKko MCMOoSib3yemyto
UNn Npexae He UCNonb30BaBLUYOCA KOMaHay, cneayet AobaBnTb ee B MeHt0. [1nst 3Toro
Heo6Xxo4MMO BbINOMHUTL crieayowmi Habop komang: @adn \ NMapamempesl \ Hacmpoume
neHmy. [lanee n3 neBon KOMOHKWM BblbpaTb Heobxoammyto KomaHay M nobaBuTb ee B
BblOpaHHy0 BKNagKy Haxatmem kHonkn [Jobasume.

PacnonoxeHune Bknagok B 0AHOM psaay. Bknagkm MOXHO pacnonoXuTb B psg O4HY
3a gpyron. Hanpumep, npu nepsom 3anycke Excel Bknagka Bcmaeka oTobpaxaetcs
psgomMm ¢ [J1asHol nNaHenbkd WHCTPYMeEHTOB. [lpyu pacnonoXeHun B OOHOM psay
HECKOJMbKMX BKNagokK MoxeT OblTb HEOCTaTOYHO MecTa ANs OTobpaxeHUst BCEX KHOMOK.
B aTom cnyyae otobpaxatoTca ToNbKo Hanbonee BocTpeboBaHHbIE KHOMKM.

HacTtponka MeHto 1 Bknagok. Bbl MoxeTe camMoCToATENbHO HacTpamBaTb MEHIO U
naHenn MHCTPYMEHTOB, J06aBNAA U yaansas KHOMKM M MeHH. Takke MOXHO co3aaBaTb
nonb3oBaTeNbCkne BKNaaku, CKpbiBaTb UMW oTobBpaXkaTb NaHenn MHCTPYMEHTOB, a Takke
nepemewiatb Mx. CTPOKYy MEHIO MOXHO HacTpauBaTb TaK Xe, Kak U Nobyto BCTPOEHHYHO
naHenb WHCTPYMEHTOB — Harnpumep, MOXHO A06aBnsTb B Hee U yaanATb KHOMKU W
MEHI0, TaK Xe, Npy HEOOXOANMOCTU, MOXKHO CKPbITb CTPOKY MEHIO.

CoxpaHeHne HacCTpOWMKM naHenn WHCTpyMeHToB. [lpu Bbixoge wu3 Excel
N3MEHEHUs1, BHECEHHblIE B CTPOKY MEHI0, BCTPOEHHbIE M CO3A4aHHble MOoNib3oBaTenem
naHenn MHCTPYMEHTOB, a Takke oTobpaxaemble NaHenn MHCTPYMEHTOB, COXPAHAIOTCA B
(hanne HacTpoek naHenen MHCTpymeHToB, Excel.xlb. NapameTpbl HacTponkn naHeneun
WHCTPYMEHTOB, XpaHsLmMecsa B 3TOM dansie, UCNonb3ytTCA MO YMONYAHUIO NPU KaXaom
3anycke Excel. B cnyyae ecnu 4acto ucnonb3yeTcs onpegesieHHbIn Habop naHenewn
WHCTPYMEHTOB, MOXHO COXPaHWTb MapameTpbl HACTPOWKW NaHenem MHCTPYMEHTOB B
oTAenbHOM chavne ¢ Tem, 4ToObl M36aBUTbLCA OT HEOOXOAMMOCTU M3MEHSTb BUL W
pacnonoXxeHne naHenen NHCTPYMEHTOB Mpu KaXxxaoMm 3anycke Excel.

Co3paBaeMble M HacTpavMBaeMble NaHENU WHCTPYMEHTOB [OCTYMHbl BO BCEX
KHUrax B cucteMe nosnb3oBaTtens. YTobbl kakas-nvbo nonb3oBaTenbckas MaHesb
WHCTPYMEHTOB BCerga Ucnonb3oBanach ¢ onpeaesieHHON KHUrown, criegyeT BNOXUTb 3Ty
naHenb MHCTPYMEHTOB B KHUTY.

KHura B MS Excel npeactasnseT coboun cain, ncnonb3yemblii ans oopaboTkm un
XpaHeHus gaHHbIX. Kaxaasa kHura MoXeT COCTOSATb M3 HECKOSTbKMX JIMCTOB, NO3TOMY B
ofHOM chbarine MOXHO NOMECTUTb pa3HOObOpa3sHble CBEAEHUS U YCTaHOBUTb MeEXAY HUMMN
HeobxoaMMble CBA3W. HavyanbHOe KONUMYeCcTBO NMUCTOB KHUMM 3agaeTcs ycTaHoBKamu "no
ymon4yanui". Ix MOXHO 3agaTtb (MU3BMEeHUTb) BOCMOMb30BaBLUNCH MYHKTOM [1TaBHOIMO
MeHto @adn \ Napamempsi \ Obwue \ Konudecmeo nucmos B HOBOW KHUre. Konnyectso
NINCTOB B Y)X€ CO30aHHOWN KHUre MOXXHO M3MEHUTb Yepes NYHKT rMaBHOro MeHKo [1agHas \
Bcmaska \ Bcmasumes nucm. nsa yaaneHus HEHY>KHOro nncTa npeaycMmoTpeHa KomaHaa
asHas \ Yoanume \ Y0anums nucm.

JlucTbl cnyxat ansa opraHnsauumn n aHanuaa gaHHbiX. MOXHO BBOOUTb U U3MEHATb
AaHHble OOHOBPEMEHHO Ha HECKOSIbKMX NUCTax, a TakkKe BbIMOMHATb BblYMCNEHMS Ha
OCHOBE [aHHbIX N3 HECKOSIbKMX NINCTOB.

JInct - OCHOBHOW [OKYMEHT, ucnonb3dyemblin B MS Excel gna xpaHeHus wu
o6paboTkn AaHHbIX. OH MOXET TakkKe HasblBaTbCHA 3NEKTPOHHOM Tabnuuen. Kpome
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9NEKTPOHHbIX Tabnuy, MOryT CyleCcTBOBaTb Takke cneunanbHO OpraHM3oBaHHbIE NUCTDI
anarpamMm, MakpoCOB, [AWanoroBbiX OKOH M T.N. Taknme nucTbl, Kak MpasBuno,
reHepupylTCa CUCTEMOM aBTOMATUYECKM NO MEpPE BO3HUKHOBEHUSA NOTpeBHOCTU. JInCTbI
obbeanHsaoTca B kHury. Kaxpas «kHura Excel wumeer cobcTtBeHHOE wums U
paccMaTpmMBaeTCcs OMepaumMoHHON CUCTEMOWN Kak camMocTosTenbHbin dann. O6blYHbIN
nnct MS Excel coctouT 13 siyeek, obpasyomx CTPokn 1 ctonodubl. JIMcTbl 06beanHEHbI
B kHury. B MS Excel B kayectBe 6a3bl JaHHbIX MOXHO MCMNONb3oBaTb cNMcok. CnMcok -
Habop CTPOK Tabnuupbl, coAepXallen CBA3aHHble AaHHble, Hanpumep, 6asa [aHHbIX
CYeTOB 1N Habop agpecoB 1 TeENEdOHOB KITMEHTOB. CNUCOK MOXET UCMNONb30BaTbCS Kak
0©as3a gaHHbIX, B KOTOPOM CTPOKM BbICTYMNalOT B KA4eCTBE 3anucemn, a CTonodubl ABNSKOTCA
nonamu. MNepBasa cTpoka crnmcka Npu 3TOM COAEPXKUT Ha3BaHMs CTONOLIOB.

Mpn BbINOMIHEHMM OObLIYHBLIX OMepauun C AaHHbIMW, Hanpumep, Npu MOUCKe,
COpPTUPOBKE MNM 06paboTke AaHHbIX, CMIMCKM aBTOMaTM4YeCKM pacno3HalTcsa Kak 6asbl
JAaHHbIX.

BeligensoTtca cnegyowme aneMmeHTsl cnucka (PucyHok 20):
3anuchk (OTAeNbHasa CTpoka);

nose (oTaenbHbI cTonbew);

CTPpOKa 3arofloBKOB (NepBasi CTpOKa Cnucka);

nMeHa nonen (MMsi KONIOHKM B NEPBOW CTPOKE Crucka).

Knaeuwu ana nepexoga n NpokpyTKM B Npeaenax nncta Unn KHUM:
e Knaeuwu co cTtpenkamu Ans nepexoga Ha OgHy si4enky BBEpPX, BHU3, BIIEBO WK
BMNpaBo
CTRL+knaBuwa co CTpenkon aAnsa nepexoaa K Kpato Tekywien obnactm gaHHbIX
HOME ans nepexoga B Ha4ano CTPOKu
CTRL+HOME gns nepexoga B Havyano nucrta
CTRL+END ans nepexoga B NOCNEOHION AYENKY HA NUCTE, PACMONOXEHHY0 Ha
nepeceyeHMn KpamHero crnpaBa WCNONb3yeMoOro cronbua W camMon HUXHEN
NCNONb3yeMOn CTPOKU (B FIEBOM HUXHEN Yriy)
PAGE DOWN ans nepexoga Ha 0gvH 3KpaH BHU3
PAGE UP ansa nepexoga Ha oauH 3KpaH BBEPX
ALT+PAGE DOWN gnst nepexoga Ha O4uvH 3KpaH BNpaBo
ALT+PAGE UP gna nepexoga Ha 0guH 3KpaH BNeBoO
CTRL+PAGE DOWN gna nepexofa Ha criegyowmum NUCT KHUMM
CTRL+PAGE UP ansa nepexoga Ha npeablayLumi fICT KHATU
CTRL+F6 nnu CTRL+TAB ans nepexoga B CrieaytoLLy KHUTY UKW OKHO
CTRL+SHIFT+F6 nnu CTRL+SHIFT+TAB ans nepexoga B npeablayLlyto KHUMY
NN OKHO
e F6 ona nepexoga K cneaywowen obrnactu B OKHE KHWUMM, pasgeneHHOM Ha

HeCKonbKo obnacren
e SHIFT+F6 ons nepexoga k npegblgyLien obnactv B OKHe KHUMM, pa3geneHHoOM Ha
HeCKoInbKo obnacren
CTRL+BACKSPACE gns npokpyTku OKHa A0 TEKYLLEN SYENKn
F5 onsa otobpaxeHnsa guanoroBoro okHa epexon
SHIFT+F5 gna otobpaxeHns gnanoroBoro okHa Hantu
SHIFT+F4 gna nosTopa nocnegHero genctensa HanmTu (aHanormyHo HaxaTuio
kHOnkn Hantu ganee)
e TAB gnsa nepexofa Mexay HesalmweHHbIMU S4eKkaMn Ha 3aLlUMLLEHHOM fNCTe
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Bkntounte komnbtoTep. 3arpysute Excel.
CospgaTtb Ha pabodem NUCTe Nonb3oBaTENbCKYO Tabnuuy, N306paKeHHyH Ha puc.

| 20. BeinonHuTL dhopMaTMpoBaHme TabnuLbl B COOTBETCTBUM C BapuaHToM. Homep
CBOEro BapuaHTa y3HanTe y npenogaBsartens.

3aronoeku
3aronoeo rpynnel
Cronbey Nl TahAnLEl cTonbuyoE
Pa THaA EeQOMOCTb
no c6opy Ha Hyabl ofpasoBaTenbHbIX Y4p
3a20__rop
\\ o £ =
£ g £ 3 z ; ;
EG 2E  Vunavenos Gmke]  Canbpo pacyetos 2 [Gymwa MEHN 1 ApyThi (huHancoBLIX
., . |2cE 2 CAHKUMI, pyo.
z:2|E: % 3
OT4eTHBII nepiog, EsT|EE ; =
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5= ¥ 5 ; g at: NoANEXNT
=2 gg nata Cymtia, | HeaoMMKa, | nepennara, % HAYUCIHHO | ynnaveHo | Bonnare(+)
Iz g PyS. PyS. pys. 3 .
z3 z BO3BpaTy|}
| mecal keapTana
Il mecau keaptana
Il mecAy, keapTana
3a 0THETHBLIN NepHog
Saronoeky OBnacTe Saronbeku
CTpOK D aHHBIK TONAL0E Cronfey Ne10
PucyHok 20 lNonb3oBaTenbckas Tabnuua
BapuvaHTbl 3agaHunin npuBegeHsl B Tabn. 1.
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s
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[ns dopmupoBaHus 3agaHnin NCNonb30BaHO HECKOMbLKO Tabnuu. Tabnuua 2

3agaeT napameTpbl hopmmnpoBaHmus wWpudTta, Tabnmua 3 cogepXuT napameTpbl

BblpaBHMBaHWS, B Tabnuue 4 ceefeHbl TUMbl U LBETa NMMHUIK paMok, Tabnvua 5 3agaet
uBeT boHa. B Tabn. 1 ncnonb3oBaHbl criegyowime ob6o3Hadvenuns: LWi- wmpuHa i—ro

=n,

ctonbua Tabnuubl B cumeonax, Bj- BeicoTa j-i cTpoyku Tabnuubl B NyHKTax, rae 1<=i<
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N- KONIMYECTBO CTONOLIOB B NONb30BaTeNbCKOM Tabnuue, 1<=j<=m, m- KONM4YeCTBO CTPOK
B Nonb3oBaTenbckon Tabnuue.
[ns 3aronoBka Nonb3oBaTenNbCKoN Tabnuupbl 3a4atTcsa TONbKO NapamMeTpbl
wpwudTta (tabn. 2).

Tabnuua 2 Wpndt

N Faphutypa | Pasmep HauepTanue | LiseT MoayepkuBaHue
[o]
1 Arial 8 Kypcus KpacHbiii OpuHapHoe no
3Ha4YeHuIo
2 Courier 8,5 MonyxupHbii | CUHUIA HAsoiHoe no
3HAYEeHMIO
3 courier 9 OObIYHbIN 3eneHbIn OquHapHoe no
New AYenke
Times MonyXupHbIn NBoliHOE Mo
4 New 9,5 yxnp KopuyHeBblit g
Kypcus Averke
Roman
5 10 Cure-
3eneHbln
6 12 droneToBbIN

dopmaTMpoBaHNA 3arofioBKOB CTONBLOB COCTOUT M3 Cneaytowmx 31eMEHTOB:

e LUlpudTa (Tabn. 2), kpome napameTpa “lNogyepknBaHne”, To ecTb NATas
no3uumsa npu 3agaHuu wpudTta dyaeTt Hynesas,

e BbipaBHMBaHus (Tabn. 3),
e 3anueku (Tabn. b5).

[nsa 3aronoBkoB rpynnbl CTON6UOB NapaMmeTpsbl WpndTa, BblpaBHUBAHWS,

YCTaHOBKN paMOK W 3anunBKM Takue e, Kak 1 Ansi 3aronoBkoB cTtonbuos. Ho ans

3arofioBKOB rpynmnbl CTONOLOB MCnonb3yTcsa NMbo otobpaxeHune “ObbeanHeHne syeek’

(Tabn. 3, ctonbey “OTOOpaxeHue”), NM6O ropmsoHTanbLHOE BbipaBHMBaHue “I1o LeHTPY

BblaeneHus” (tabn. 3, cronbey “Io ropnsoHTann’).

Tabnuua 3 BbelpaBHMBaHMeE

No Mo ropusoHTanu | Mo BepTnkanu OTtobpaxeHne OpueHTauus
|1 2 3 4
1 Mo nesomy | Mo BepXHEMy MepeHocuTb no cnosam | O6bIYHaAA
Kpato Kpato
Pa3bueHne cTpoknm Ha
2 | Mo ueHTpy Mo ueHTpy noacTponkn Haxatuem | 90 rpagycos
knasuw Alt+Enter
3 Mo npasomy | o HWXHEMY ABTONOABOP LUNMPUHBI MwuHyc 90
Kpato Kpato rpagycos
4 Mo wupwnHe Mo BbiCcOTE O6beanHeHne syeek BeptukariHas
opueHTauns
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No Mo ropusoHTanu | o BepTnkanu OTobpaxeHue OpueHTauus
|1 2 3 4
TeKcTa
5 Mo LEeHTpy
BblaeneHusal

[1ns 3aronoBKOB CTPOK M 06nacTu AaHHbIX 3adatTcs napaMmeTpsbl wpudTa (Tabn.

2, KpoMe napameTpa “lNogvyepkmBaHme”) n BbipaBHUBAHUA (Tabs. 3, TONbLKO NnapameTpbl
“Mo ropmsoHTann” n” OpueHTaums”), a Takke UBET 3anuBku (Tabn. 5).

Ansa obpamneHus Tabnuubl MCNOMb3YKTCA pPasfNyHble TUMbl U LBETa JNUHUIA

! |/|Cﬂ0ﬂb3yeTCF| 0114 3arosioBkOB rpynnbl CcTON6LOB.

(tabn. 4).
Tabnuua 4 ObpamneHue
Ne Twvn nUHUKM LiBet
1 TeMHO-CUHUN
2 TeMHOo-KOpUYHEBbI
3 TemMHOo-3eneHbIn
4 TeMHo-roneToBbIN
5 CuHe-3eneHbIn
6 TeMHo-roneToBbIN
7 Nuauro
8 e ——————
9 o
10
11 ........................................................
12 _______________________
Tabnuua 5 3anueka doHa
Ne LiBeT ¢poHa
1 MacTenbHbIN ronybomn
2 CnoHoBas KOCTb
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CBeTno-6mpto30BbIi

BnegHo-3eneHbin

CBeTno-xenTbi

Mpumep. [lycTb HeobGXxoAMMO BbINOMHUTL 3adaHWe B COOTBETCTBUM C
BapmaHToM Homep 20. MapameTpbl hopmaTnpoBaHua Tabnuubl gna BapmaHta 20
npuBeaeHbl HUXE:

3aronoBok Tabnumubl:

Wpuogpt 3,1,1,6,3:
e rapHutypa - Courier New,
e pa3smep -8,
e HayepTaHue - Kypcus,
e LUBeT - MONETOBLIN,
e MoayYepKMBaHuE - OAMHAPHOE MO AYerkKe.

Tabnuua:
3aronoBku cTonoLOB:
WpwndT 1,1,4,2,0:
rapHuTypa - Arial,
pasmep -8,
HavyepTaHue — NoNY>XUPHbIN KYpCUB,
LIBET - CUHUNA,
e OAYEPKMBAHME - HET.
BuipaBHuBaHve 4,4,1,2:
e [lo ropmMsoHTanu — no WmpuHe,
e 0 BepTMKanu — no BbICOTE,
e OTOOpaeHne — NepeHoCcuTb No CrioBam,
e opueHTauus — 90 rpagycos.

3aronosku rpynnsl ctonbuos 5,0,0,0:
e 10 FOPM30OHTanNM — Mo UEHTPY BblAeNeHus.

OcobeHHocTn B2=20:
e BbICOTa BTOPOW CTPOKKU paBHa 20 cumBonam.

3arosfioBKKN CTPOK:
WpwuopT 1,2,4,3,0:
e rapHuTtypa - Arial,
e pasmep —8,5,
e HayepTaHue — NONYXXUPHbINA KYpCuUB,
e LIBET - 3eNeHbIN,
e OAYEPKMBAHME - HET.
BeipaBHuBaHue 2,0,0,1:
e [lo ropusoHTanu — no LeHTpy,
e O BepTuKanu — HeT,
e OTOOpaxeHue — HeT,
e OpueHTaumsa — obblYHas.
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O6nacTb AaHHbIX:
WpwuopT 1,4,1,5,0:

e rapHuTypa - Arial,
pa3smep —9,5,
HavyepTaHue — Kypcus,
LUBET — CMHE - 3eNneHbIN,
noagyYepKknBaHme - Her.

BeipaBHuBaHue 1,0,0,1:
e [lo ropmsoHTanu — no nesomy Kpato,
e 0 BepTuKanu — HeT,
e OTOOpaxkeHue — HerT,
e OpueHTauus — obblYHag.

3anuBka:
3aronoBku cToNOLIOB 5: CBETIO — XEeNTblN.
3aronoBKu CTPoK 1: nacTenbHbIN ronyoomn.
ObnacTb AaHHbIX 4: 6negHo — 3eneHbIN.

Ob6pamneHue:
3aronoBo4Hble NuHun 11, 6:
e TUM nNHuUM — 11 n3 Tabn. 4,
e UBET IMHUN —6 — TEMHO-(PMONETOBLIN.
PaspenutenbHblie nuHun 3, 6:
e TUMN NUHUM — 3 n3 Tabn. 4,
e UBET JIMHUM — 6 — TEMHO-(PUNOSIETOBBIN.

3. Nopsiaok odpopmneHnsa otTyeTa

MogrotoBbTe OTYET O BbINOMHEHHOW nabopaTtopHon pabote. OTyeT O
nabopaTtopHo paboTe [JOoMmKeH coaepxaTtb: TUTYMbHbIMG NUCT (C  OEWACTBYHOLLMM
BapuaHTOM TUTYIIbHOIO fIUCTa MOXHO O3HakoMuTbCA Ha http://standarts.guap.ru), uenb
nabopaTtopHon paboThbl, BapuaHT 3afaHus, MOSTyYEHHbLIM B XOAE BbINOMHEHUS paboTbl
AOKYMEeHT. Ha «komnbtoTepe npeactaBnsetrca dann ¢ pesynbtatamum  paboTbl,
3anucaHHbI B MNanky C HOMepoM Ballen rpynnbl/Bawa damunmsa/Ne nabopatopHoum
paboTbl. CcdhopmynupyiTe BbIBOAbI, KOTOpPble MOXHO caenatb No pesynbTaTtam
BbIMONIHEHHON paboThl.

4. KOHTpONbHbIEe BONPOCHI

Uto takoe I3T? [lnga kakmx uenen ncnonb3ytTcs 3T7?

YUTto npeactaBnsieT cobon pabovas obnactb paboyen kHurn Excel?
Y10 Takoe KOHTEKCTHOE MEHI0?

Uto npegcrtaBnsier cobonM naHenu  UHCTpPyMeHToB? [Ond  4ero  OHU
npegHasHa4yeHbl?

Kaknm o6pa3om MOXXHO HaCTpPOUTb NaHENN NHCTPYMEHTOB?

YTo noHmmatoT nog noHATuem kHura B MS Excel?

YT10 noHumatoT nog noHsaTuem nuct 8 MS Excel?

Yto noHmmatoT nog noHaTnem cnmcok B MS Excel?

. Kakne anemeHTbl cnucka Bbl 3HaeTe?

0. HasoBuTe npegHa3HavyeHns yHKUMOHanNbHbIX knasuw B MS Excel?

rpwnh R

ROoO~NOO
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JNTa6opaTtopHasa paboTta N26. MatemaTnyeckme cpopmynbl U CCbINKN B
Excel

Llenb pabGoTbl: 3HaKoMCTBO W  nNpuobpeTeHne  HaBbikOB  paboTbl C
MaTtemMaTMyeckuMn opMyrammn, OTHOCUTESNbHbIMK, abCOMTHBIMM U CMELlaHHbIMU
ccbinikamu B Excel.

1. MeToanyeckue ykasaHus

O6paboTka gaHHbIX  OCyllecTBnsieTcd Mo  dopmynam, onpeaeneHHbIM
nonb3osaTenieM. [1ns nepexoga B pexuMm co3gaHus popmyrbl HEOBXOAMMO BbIOENUTb
A4YenKy M BBeCTM 3HaK =. B dopmynax MOryT MCnosib3oBaTbCA KakK CTaHAapTHble
apugmMeTndeckme onepaTopbl, Tak U BCTPOEHHbIe oyHKUMK Excel.

Mpn  BbluMCIIEHMN  MaTeMaTUYecKUX  BblpaxeHun no  dopmyne  Excel
PYKOBOACTBYETCA  crnefylowuMMn  TpaguuMOHHbIMK - MpaBuniaMn,  onpegensiowmmm
NPUOPUTET BbINOSTHEHUS Onepauni:

e B nepByto o4yepenb BbIMUCIIAIOTCA BblpaXXeHUS BHYTPU KPYrNbIX CKOBOK,

e OnpepensTcsa 3Ha4YeHUs1, Bo3BpaLlaemMble BCTPOEHHbIMU DYHKLNAMMU,

e BuinonHawTca onepauun Bo3BegeHUs B cTeneHb (1), 3aTeM yMHOXeHus (*)
n geneHus (/), a nocrne — cnoxeHus (+) n BolunTaHus (-).

HeobxoauMO NOMHUTL, YTO onepaLmm C OOUHAKOBbLIM MPUOPUTETOM BbIMOSTHAKOTCS
cnesa Hanpaso.

OyHKUMKM MOryT BBOAUTBHCA B paboymi NUCT HeckornbkuMn crnocobamu. [locne
BOJa 3HaKka = PyHKUMA MOXeT ObITb BBeJeHa HenocpenCTBEHHO C KnaBuaTypbl, NMbo
BblBMpaTbCsa B NOMe MMEHN, KOTOPOE B 3TOM CUTYaUMn CTAHOBUTLCA NonemM yHKUUN.

CywecTtByeT paBa crnocoba, paBHOUEHHbIX MocnegHemMy, HO He TpebyoLmx
npegBapuTenbHOro BBOAA 3HaKa paBeHCTBa:

e Yepes NyHKT MeH0 Dopmyribl,

e C nomoLubto KHOMKM AemocyMma Ha NaHenn UHCTPYMEHTOB [J1agHas.

dyHKUMA onpegensieTcs 3a ABa wara. Ha nepBomM ware B OTKPbIBLUEMCH OKHE

Ananora BctaBka dyHKUMM HeobxoOuMO cHavana BblbpaTb KaTeroputo B CHMCKE
KaTeropus, a 3atem B andaBuUTHOM crnivcke PyHKLMS BblAENUTbL HEOOXOAUMYHO OYHKLINIO.
Ha BTopomM wWware 3agaloTcs aprymeHTbl oyHKUMW. BTopoe okHO Ananora AprymeHTbl
PYHKUMN COOEPXUT NO OOHOMY MOS0 ANA KaXOoro apryMeHta BbIOpaHHOM OyHKLMW.
Ecnu cdyHKUMS MMeeT nepeMeHHOe YMCo apryMeHTOB, TO OKHO Aunarnora yBenmyinBaeTcs
npu BBOAE AONOSIHUTENbHbIX aprymeHToB. [locne 3agaHus apryMmeHToB Heobxoanmo
HaxaTb kHonky OK nnu knasuwy Enter.

[aHHble ons BbluMCIIEHUA MO POpPMYyre MOryT HenocpenCcTBEHHO BBOAUTHLCHA B
dopmyny, a Takke cuuTbiBaTb U3 Opyrux adyeek. [ns gocTyna K OaHHbIM B OPYrux
AYenkax paboyvero nucrta UCnonb3yrTes cebinkn. Cebinka ABNsaeTcs naeHTUgrUKkaTopom
AYENKU UMW TPYNbl S4EeEK B KHUre.

B Excel pa3nuyatoT CCbIfkn Tpex TUMoB:

e OTHOCUTENbHbIE,
e A6conioTHble,
e CwmewaHHble.
CyLecTBylOT ABa CTUINS 0POPMIIEHUS CCbISOK:
e Ctunb A1 nnn ocHOBHOWN,
e Ctunb R1C1.
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Hanee 6yaem paccmaTpmBaTth TONIbKO OCHOBHOW CTUIb.

OTHOcuTEnNbHasa ccbinika. Heobxoaumo pasnuyaTb oTobpaxaemoe K XpaHumoe
3HaYeHUs.

XpaHnMoe 3Ha4YeHne OTHOCUTENBHOW CCbINIKU NpeacTaBnsieT cobon cmeLLeHmne no
ctonbuam n cTpokam OT AYenku ¢ bopmynon Ao agpecyeMon S4erkn aaHHbIX. [oaTomy
XpaHMMOe 3HayeHue OTHOCUTESIbHOW CCbISIKM He 3aBUCUT OT MecTa pacronoXeHus
A4Yenkn C (POPMYSION Ha NUCTE U HE MU3MEHSIETCS NPWU KOMMPOBaHUM U NepeHeceHuu
dopmyrn.

OToGpaxaemoe 3Ha4yeHMe OTHOCUTENbHOW CCbINKM npeacTaBnser cobou
KOMOMHaUUIO M3 MMeHu cTonbua M HOMepa SYenkn, COOTBETCTBYIOLLEE ee TeKyLuM
koopanHatam. OTobGpakaeMoe 3HayYeHne OTHOCUTESNIbHOM CCbIfIKM aBTOMATUYECKU
N3MeHseTCa NPy KONMPoBaHUM (OOPMYIbl B HOBYHO SHENKY.

Hanpumep, B bopmynax =A1+B1 n =A9+B9, Haxogsawmxca B avenkax BS n B13
(PucyHok 21), otobpaxaembiM 3HadyeHusm A1 u A9 COOTBETCTBYIOT OAWHAKOBbIE
XpaHUMble 3HaYeHns: <TekyLmin ctonbey - 1> <TekyLiasa CTpoka - 4>.

A B C D
1 1y 4
2
EeefsHa dhopryna
3 =A1+B1
4
5
B
7
g
9 i |
10
CHONWPpOBAHA QopMyna:
=A1+B1
MNomydunace dophyna:
11 =AS9+B9
12
13
14

PucyHok 21 OTHocuTEenbHas Ccbifika

Ecnu oo momeHTa domkcaumm BeBoga (opMyribl HaXMMaTb Ha (PYHKUMOHANbHYHO
knasuwy F4, TO MOXXHO M3MEHUTL CCbISTKY B0 Ha abCcontoTHY, MO0 Ha CMeLUaHHYHo.
AbconoTHaa ccbinka Bcerga ykasblBaeT Ha 3ahMKCUMPOBAHHYKO MpU CO3L4aHuu
AYEeNKy UM guManasoH U He U3MEHSIETCHA Npu nepeHoce UNu KonmposaHum ¢oopmyrnbl B
Apyryto svenky. MexaHnam abcontoTHOM agpecaunn BKAOYaeTCs B ABYX Crny4vasix:
e [pu 3anucu 3Haka $ nepen MmeHem ctonbua n HoMepom CTpoku (PucyHok
22),
e [Ipy ncnonb30BaHUN UMEHU AYENKN.
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A B C D
(R | ]
2
EeefeHa dhopryna:
3 =FAL1+$BE1
4
5 .
E
7
g
g
10
CKONWpoBaHa ophyna:
=$AF1+$ES1
MNomyqrnace dopkyna:
11 =$AF51+3B%1
12
13
14

PucyHok 22 ABcontoTHaga ccblka

CMmellaHHble CCbIIKU NpeacTaBnalnT cobon KOMOMHAUMIO U3 OTHOCUTENbHBLIX W
abCcontoTHbIX cebINoK. MOXHO onpeaenuTb ABa TMNa CMELLaHHbIX CCbISOK:
e CwmellaHHas ccbifnka NepBoro Tmna,
e CMellaHHag ccblfika BTOPOro tuna.
B cmewaHHOI ccbinke nepsoro tuna cumeon $ ctout nepen OykBOW, MO3TOMY
KoopanHaTta ctonbua paccmatpusaeTcs Kak abconoTHas, a koopauHaTa CTPOKM — Kak
oTHocuTenbHas (PucyHok 23).

o, E C 5]
1 w1 4|
2
EEBSOSHA
dhopryna
3 =$A1+$E1
4
5
5
7
B
) Y
chopryna:
10 =$A0+$B0D
13 [« 0

14

PucyHok 23 CmeluaHHas cCbifika nepBoro Tuna
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B cmeluaHHOW ccbinike BTOpPOro Tuna cuMBon $ ctout nepen y4ncrnom, nosTomy
koopauHaTa ctonbua paccmaTpyBaeTcsl Kak OTHOCUTENbHAs, a KOOpAMHATA CTPOKM — Kak
abcontoTHas (PucyHok 24).

A B C D
(R )
2
BEEASHA
hopmyna:
3 =AF1+BE1
4
5 AN
B
7
g
g
chopryna:
10 =B$1+C§1
11
12
13 4
14

Pl/lcyHOK 24 CmeluaHHas cebifika BTOpPOro tnna

2. Nopsaaok BbINOMHEHUSA paboThbl

1. Bkntounte komnbtoTep. 3arpyaute Excel.
2. Co3gaTtb Ha pabodem nucTe NOMb3oBaTENbCKYD Tabnuuy, n3obpakeHHyo Ha
| puc. 25. Paccuntante onnaTy TpyAa COTPYAHUKOB OMPMbl HA OCHOBE [aHHbIX Tabnuubl.
Mpn BLINONTHEHMM pac4eToB HEOOXOAMMO MCMNONb30BaTb OTHOCUTENbHbIE M ABCONKOTHbLIE
CCbIJTKN.
3. Co3gaTtb Ha pabovyem nMcTe NONb30BaTENbLCKYK Tabnuuy, n3obpaxxeHHy Ha
| puc. 26. Paccuutaiite HapgbaBky K 3apnnate no creaylowemy npasuny. Pasmep
HaabaBKM 3aBUCUT OT OKNnaga u ctaxa paboTbl. [ns COTPYAHUKOB, CTax paboTbl KOTOPbIX
oT 5 po 10 net, HapbaBka paBHa 5% OT oknaga; AnA COTPYAHMKOB, CTaX paboTbl
koTopbix oT 10 go 15 net, HagbaBka paBHa 10% OT oknaga; ons COTPYAHWUKOB, CTax
paboTbl koTOopbIX OT 15 oo 20 net, Hagb6aBka paBHa 15% OT oknaga v Tak ganee.
Mpw BbINONMHEHUN pac4eTOB HEOOXOAMMO MCMNONb30BaThb CMELLAHHbLIE CChISTKU.
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B C D E F
Pacyem novacoeol onnamsl mpyoa

CTOMMOCTb 0A4HOrO Yaca, pyo. 120
damMunua UmA OT4yecTBO Konuectso CyMmMa
YyacoB
BacwuH AHapen |lMeTpoBud 12
Buxpos Nropb JleBOBINY 2
3agopHoB |Mwuxann |AHgpeeBUd 4
MBaHoOB NeHnc Bnagnmmposid 9
KysHeyos |Buktop |VBaHOBMY 1,2
NlykowknH |MBaH Oduutpnesnd 3.4
OcuneHko |MHHa BanepbeBHa 12,1
MNepenenkuH|lNeTp AHApeeBnY 4
MNeTpoBa EneHa BnagnmmposHa 8.6
Tkaues BaneHTtuH | Muxannoeny 5.5
ApvnyHoB  |Muxawun |Quutpnesnd 5,34
AkywkuHa |(Onera BukTopoBHa 3,09

PucyHok 25 lNonb3oBaTenbckas Tabnuua k 3agaHuto

B C D E | F G H
TapucpHas cemka Pac4em Had6aeKu
chna,q. Crax
Paspag |PYO. Paspan 5ner 10 net 15 net 20 net
10| 2603,00 10
11] 2750,00 11
12| 3065,00 12
13| 3520,00 13
14| 4171,00 14
15| 4823,00 15
16| 5364,00 16
17| 6089,00 17
18| 6802,00 18

PucyHok 26 lNonb3osaTenbckaa Tabnuua K 3agaHuio
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3. Nopspok ochopmneHus otyeTta

lMoaroToBbTE OTYET O BbINOMHEHHOW NTabopaTtopHon paboTte. OTYeT O
nabopaTtopHou paboTe JOMKEH coaepaTb: TUTYNbHbIN NIUCT (C AENCTBYIOLLNM
BapuaHTOM TUTYNbHOIO INCTa MOXHO O3HAaKOMUTLCA Ha http://standarts.guap.ru), uenb
nabopaTtopHoun paboTbl, NONy4YeHHbIE B XOA4E BbINONHEHUST paboThbl 4OKYyMeHTbI. Ha
KOMMblOTEpE NpeacTaBnalTca dannel ¢ pesynbTatamu paboTbl, 3anMcaHHbIe B Narky ¢
HOMepoM Baluen rpynnei/Bawwa dammnunsa/Ne nabopatopHon pabotel. Chopmynupynte
BbIBOAbI, KOTOPblE MOXHO caenaTb Mo pe3yrnbTaTaM BbINOSIHEHHOW paboThl.

4. KOHTpONbHbIEe BONPOCHI

1. KakoBbl OCHOBHbIE NpaBuna coctaBneHuss gopmyn B Excel n ocobeHHocTH
Bbl30Ba BCTPOEHHbIX MaTeMaTu4eCKnx oyHKLUN?

2. Kakne Tunbl CCbIfoK ncnonbayotcsa B Excel?

3. B yem pasHuLa mexay TunamMmm Ccbifnok ncnonb3yembix B Excel?

4. Kakne cTunu ccbinok cyllecTtBytoT B Excel?

5. B yeM pasHuua mexay oTobpaaeMblM U XpaHUMbIM 3HA4YEHNeM?

6. Ha uyTo ykasbiBaeT abcontoTHas ccbifka?

7. Kakve Tunbl CMeLLaHHbIX CCbIfIOK Bbl 3HaeTe?

8. Korpga ncnonbayetcsa abcontoTHas cebinka?

9. Korga ncnosnb3yeTca OTHOCUTENbHAA cCblnka?

10.Koraa ucnonb3yeTcst CMeLLaHHas cebinka?

NabopaTopHasa paboTta Ne7. ®opmaTupoBaHue YNCIEHHbIX AaHHbIX B
Excel

Llenb paboTbl: BBOA YMCNOBLIX 3HA4YEeHU, opMaTUpOBaHUE Ymcern, co3gaHmne
Nnosib3oBaTENbCKMX YNCIIOBLIX (hopmMaToB, dopMaTUPOBaAHNE MOMOXUTENBHbIX,
oTpuUaTeNbHbIX, HYNEBbIX M TEKCTOBbLIX 3HAYEHUIN, BKIHOYEHWE LBeTa B oopmaThl,
ycnoBHoe chopmaTtmpoBaHme B MS Excel.

1. MeToan4yeckune ykasaHus

B Microsoft Excel MOXHO n3aMeHUTb hopmaT uncna, Bkn4yasa gaty n spemsi, 6e3
n3MeHeHnsa opmata apyrux vucen. NprmeHsieMbii yucnoson opmaT He BnUSeT Ha
3HauyeHne B s4Yenke (oTobpaxaeTca B cTpoke opmyn), koTopoe Excel Oyger
NCrNonb30BaTh NPU BbIYUCIIEHUSIX.

O6wmn umcnoson opmaT uMCNONb3yeTca no ymondaHuo. B 6GonblunHCTBE
cnyyaes oTobpaxkaeTcd TO, YTO BBOOAUTCS B SYENKY, nmetowyto obwmn oopmat. OgHako
€CNnn LUMPUHBbI SYENKN HEAOCTAaTOYHO ANs OTOOpaXeHMs BCero ymcna, obLimi Yncnosomn
dopmaT OKpYrnsieT YUCO WM UCMONb3yeT HayyHoe npeacTaBneHve ans 6onblimnx
yucen.

Excel cogepXUT MHOXeECTBO BCTPOEHHbIX YMCIOBbLIX dhopmaTtoB. [na npocmoTpa
NoJSIHOro cnucka ¢popmartos, Bbibepute kKomaHay @opmam \ opmam s4eek v nepengute
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Ha Bknagky Yucro. ®opmaTbl 06beaUHEHbI B KaTeropuu: AEHEXHbIW, faTa, Bpems,
APOOHbLIN, TEKCTOBbIA WM 3KCMOHEHUManbHbIn. Kateropma [dononHuTtenbHbid dopmaTt
BKNto4YaeT B cebs nodtoBble MHOEKCHI M TenedoHHble HoMepa. [MapameTpbl Kaxaon
KaTeropum MoXXHO NOCMOTPETL crpaBa OT nucta Kateropuw.

Mpn HeobGxoAMMOCTM, MOXHO CO34aTb MONb30BATENLCKUMA YMCNOBOW dhopmar.
Wcnonbaynte «kateroputo Bce ¢opmambl Ha Bknagke Yucrno pona cosgaHus
nonb3oBaTenbCKoro 4mucnosoro dopmarta. [lonb3oBaTtenbCkMin 4YmucroBon dopmat
ncnonb3yeT KoAbl, OnucbiBatoLLmMe oTobpaxeHne ymcna, Aatbl, BDEMEHU UMK TEKCTA.

dopmaTupoBaHMe TeKCcTa WM OTAENbHbIX CUMBONOB. YTOObI BbIOENUTb TEKCT,
MOXHO OT(popMaTMpoBaTb BECb TEKCT B slMEeNKe WM TOSMbKO OTAEfbHblE CUMBOSbI.
Bblgennte cMMBOSIbI, KOTOPbIE HYXXHO OTdOpMaTUpOBaTb, U HaXMUTE OOHY M3 KHOMOK

Calibri =11 -

KK Y- - D ya naHenn MHCTPYMEHTOB.

BpalleHne Tekcta W rpaHuu. [aHHble B cTonbue 3aHMMaloT, Kak npasurio,
ropasgo MeHblle MecTa, YeM HyXHO Ans noanucw cronbua. Ytobbl He cosaasaTh
HeonpaBAaHHO LUMPOKME CTONBLbLI MM MCMOMb30BaTh COKPALLEHHble 0603HaYeHns B
NOANMMNCAX CTOMBLIOB, MOXHO MOBEPHYTb TEKCT UM HAaNOXMTb FPaHuWLbl, KoTopble GyayT
NOBEPHYThI Ha TOT 3Ke Yrof, YTO 1 TEeKCT. UToBbl NOBEPHYTh TEKCT:

e BblaenuTe s4elikn, BHYTPU KOTOPbIX HEOOBXOANMO NepeBEPHYTh TEKCT.

e

e B MeHto [1agHasi BbibepuTe KHomnky *” ' OpueHmauusi.

e B none Opuenmauus Bbibepute rpagyc nosopota nmbo nepemecTute
NMHOUKaTOp Ha HeobxoauMmbln yron. [1na otobpaxeHus TekcTa BepTUKanbHO
cBepxy BHM3 B norne OpueHmayusi BblbepuTe none ¢ BepTUKalibHbIM
TEKCTOM.

YT0Obl HANOXMWTb FPaHULbI:

e Bblgenute syenkun, B KOTopble HEOBX0AUMO J0DOaBUTL PaMKYy.

e YT06bI MCnonb3oBaTb NOCNEAHUN BblOPaHHbIA LBET, HAXXMUTE KHOMKY
[paHuubkl Ha NaHenNn MHCTPYMEHTOB [ /1agHasl.

[na vcnonb3oBaHWA OPYroro TUNa paMKu HaXMuTe CTPenky PsSaoM C KHOMKOM
paHuybl n BoIbepuTe Tpebyembin TUM pamKu.

[dononHutenebHble napaMmeTpbl rpaHuLbl. YTobbl nCNoNb30BaTb LOMONHUTENbHbIE
TUMbl pamMokK, B MeHto [1asHas \ [paHuubkl Bbibepute komanay Lpyaue epaHuubl, a 3aTem
nepenaunte K Bknagke paHuua. Bbelbepute Tpebyembln TUM NUHUK, a 3aTeM YKaxuTe
MEeCTO NPUMEHEHNSA BbIOpaHHON paMKW.

"paHnubl 1 NOBEPHYTLIN TEKCT. [ns NpUMEHEHUsT paMOK K BblAEMNEHHbIM s4yerkam,
cogepXalliMm MOBEepPHYTbIA TEKCT, UCNOMb3yUTEe KHOMKN BHewHue w BHympeHHuUe Ha
Bknagke paHuybl. Pamka BygeT ncnonb3oBaHa Ha rpaHuuax svyeek, NoOBEepHYTbIX Ha TOT
e yron, 4Yto n TEKCT.

Tunbl NUHUK rpaHuLbl. N8 M3MEHEHUs TUNa NNHUKN YXXe CYLLECTBYIOLWEN paMKu
BblAENMTE SYENKN, Ha KOTOPbIX paMka oTobpaxeHa. Ha Bknagke lpaHuuya B none Tun
JIUHUU BblibepuTe HeOBXoaANMbIN TUM, a 3aTeM B AMarpaMme, pacrnonoXeHHOW HUXe nong
OTaenbHble, yKaXuTe rpaHny, KOTopyto He06X04MMO N3MEHUTD.
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[loGaBrneHne rpaHuu, UBETOB M Y30poB. [ns pasgerneHust pasnuyHbiX TUMNOB
NHOPMaLMN Ha NMCTE MOXHO OOBECTU rpaHuubl SiYeeK, 3aTEeHUTb (DOH SYEKU UK
3aTEHUTb SYENKN LIBETHBIM Y30pOM. 3aTeHeHne hoHa sUeek LIBETOM:

Bbligenute auenikn, koTopble HEO6X0AMMO 3aTEHUTD.

Utobbl ucnonb3oBaTb MNOCNEeAHUN BbIOpaHHbIA LBET, BblIbepuUTe MbILbIO
anemeHT Ljgem 3asueKku Ha NaHenn MHCTPYMeHTOB [1agHast

[na ucnonb3oBaHWst APYroro LBeTa HaXMuTe CTPenky psaoM C KHOMKOW
LiBeT 3anuBeku, a 3atem Bbibepnte HEOBXOOUMbIN LIBET.

3aTeHeHune sa4eek Y30POM:

Bbliogenute a4enikn, koTopble HEO6X0AMMO 3aTEHUTD.

Haxxmute npaBoM KHOMKOW MbIIM Ha BblOENEHHbIE SA4Yelnku, Bblbepute
KomaHay @opmam si4eek, a 3aTeM nepenanTe K Bknagke 3asnueka.

[ns ncnonb3oBaHus LBeTa ooHa C Y30pOM BblbepuTe HeoBXoaMMbIN LBET
y3opa.

Haxmute cTpenky psaom ¢ nonem Y3op, a 3atem Bbibepnte Heo6XxoauMbIN
y30p.

Ecnu uBeT y3opa He BblbpaH, TO OH ByaeT YepHbIM.

Yucnosble (pOpMaTbI NO3BOSISAOT NBMEHSATb BHELLHUW BUA YMCen, BKOYas AaTbl U
BpemMA, He NSMEHAA BHYTPEHHEE npeacrtaBrieHne 4nucerl.

2. Nopsaaok BbINONHEHUSA paboThbl

1. Bkntounte komnbtoTep. 3arpysute Excel.
2. Y3HanTe y npenogaBaTens HoMep cBoero BapuaHTa. CosganTte Ha paboyem
nnCTe Nonb3oBaTenbCKyo Tabnuuy, n3obpaxeHHyro Ha puc. 27.

A B © B E F G H J

1

5 MpuSeInnlYGeITKU

Mecau, : : : : : : : 3aknveHWe
I I I I I I 1 ¥mozo

3 Cknag :HHeapb :Gl‘ee,oaﬂb: Mapm :Anpenb :Ma& :Mme :

‘ Cinad I A S

s |owme A I N —

5 Cxnadl I | | | 1 1 1

7 Cus1add I I I I I I I

g Cisads ! ! ! ! ! ! !

9

PucyHok 27 lNonb3oBaTenbckas Tabnuua Kk 3agaHuto

3. BeBegute paHHble Xi nNo Mecsuam, npegycmaTtpuBas BBOA Npubbinen
(nonoxuTtenbHble 4yucna c gpobHOM 4YacTbio) U YBLITKOB (OTpuUaTeENbHblE 4Yucna C
ApobBHoM YyacTbto). Kpome Toro, AomkHbl ObITb BBEAEHLI HYNEBLIE 3HAYEHUS.

4. MoacuuTtaTb CyMMY MO CKnagam 3a BeCb Nepuos.

5. CkonunpoBaTb UTOroBble 3Ha4veHUsa npubbinen mn3 crondbua Wtoro B cronbey

3aknoyeHue.

| 6. Co3gaTb nonb3oBaTenbCKMA opMaTt B COOTBETCTBUM C 3agaHneM 13 Tabn. 6 u
oTdopmaTupoBaTb BBeAeHHble 4YUCMOBble AaHHble. KoampoBka 3agaHuin nokasaHa B

Tabnvue,

rae s — KOO pexuma OTOOpaXeHUss 3Haka uucrna, j — KOO Hanuuus

pasgenuTens, N — KONMYecTBO pa3psaaoB B ApoBHOW YacTu ymcna, v — Ko 0603HavYeHus
| menexHol eanHNLb, ¢ — koA LBeTa. PaclumdpoBka kofoB nokasaHa B Tabn. 8.
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Tabnuua 6 BapuaHTbl 3agaHnin 4ns co3gaHns nonb3oBaTeNbCKUX (hopMaToB

Cekuuun dopmaTa

X>0

<Cc>

X=0

<n>,<v>,<c>

3,6,6
2,56
1,54
3,4,2
2,3,3

1,11
2,2, 4
2,31

1,56
3,45
2,2,5

1,4,5
3,3,3
2,55
3,1,2
2,6,6

1,1,6
2,1,3
3,41
2,3,4

X<0

<s>,<j>,<n>,<v>,<Cc>

2,2,3,51
2,1,2,2,2
1,1,1,3,3
1,2,0,4,5
2,1,3,6,6
2,2,2,2,3
1,2,1,3,4
1,1,0,5,3
2,2,0,3,1
2,1,1,31
1,1,2,2,2
1,2,3,6,5
2,1,2,2,4
2,1,3,51
1,2,3,5,2
1,2,2,2,6
2,1,0,1,5

2,1,3,54
1,1,1,4,3
1,2,0,5,4

<s>,<j>,<n>,<v>,<Cc>

1,1,0,1,6
1,2,1,1,5
2,1,2,2,4
2,2,3,6,3
1,1,0,4,2
1,2,1,51
2,2,2,2,1
2,2,3,6,2

1,1,0,5,3
1,2,1,4,4
2,1,2,2,5
2,2,3,6,6

1,1,0,1,6
1,2,1,1,5
1,1,2,2,4
1,2,3,5,3
1,1,0,3,2
1,2,1,4,1
1,1,2,2,6
1,2,2,2,1

¢}

N

1
2
3
4
5
6
7
8
9

10
11
12
13
14
15
16
17
18
19
20

B cTonbue WTtoro c ucnonb3oBaHUem

YCNOBHOro norib3oBaTenbckoro dgopmata. BapuaHTbl 3agaHui npusegeHbl B Tabn. 7.

7. OTtdopmatmpoBatb pesynbTaThbl
PacwwmndpoBka kogoB nokasaHa B Tabn. 8.

Tabnuua 7 YcnoBHble Nonb3oBaTtesibckue dopmaTsl

3apaHue

<s> <j>,<n>,<v> <Cc>

2,1,2,2,4
2,2,3,6,3

1,1,0,4,2
1,2,1,5,1
2,2,2,2,1
2,2,3,6,2

1,1,0,5,3
1,2,1,4,4
2,1,2,2,5
2,2,3,6,6

1,1,0,1,6
1,2,1,1,5

Ycnosue 2

Xi<=30
Xi<0

Xi>1000

Xi>1000
Xi<200
Xi>800

Xi>1000
Xi<>500
Xi<330
Xi=600
Xi<200
Xi<100

3apaHue

<s> <j>,<n>,<v>,<Cc>

2,1,3,6,6
2,2,2,2,3

1,2,1,3,4
1,1,0,5,3
2,2,0,3,1
2,1,1,3,1

1,1,2,2,2
1,2,3,6,5
2,1,2,2,4
2,1,3,51

1,2,3,52
1,2,2,2,6

Ycnosue 1

Xi>1000
Xi>500

Xi<>300
Xi=700

Xi>

900
400

Xi>=

Xi<>100
Xi=2000
Xi>450
Xi>500

Xi

3000

Xi=400

10
11
12
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3agaHue 3agaHue
No Ycnosue 1 Ycnosue 2
- <S> <j>,<n>,<v>,<Cc> <s>,<j>,<n>,<v>,<C>

13 Xi<3400 2,1,0,1,5 Xi>150 1,1,2,2,4
14 Xi>6000 2,1,3,54 Xi>300 1,2,3,5,3
15 Xi=300 1,1,1,4,3 Xi>1000 1,1,0,3,2
16 Xi<100 1,2,0,5,4 Xi>500 1,2,1,4,1
17 Xi>1000 1,1,0,1,6 Xi<>0 1,1,2,2,6
18 Xi>900 1,2,1,1,5 Xi>7000 1,2,2,2,1
19 Xi>1000 2,1,2,2,4 Xi=100 2,2,3,51
20 Xi<=500 2,2,3,6,3 Xi=180 2,1,2,2,2

8. Cos3pgatb ycnoBHbIM Nonb3oBaTenbCkuin hopmat ana cronbua 3aknoyeHue,
paboTatowmn crneagyrowmm obpasom: ecnu yucno B advenke >1000, To oToGpaxkaeTcs
cnoBo [MNpubbinb, ecnn Yncrno B averke <=100, To oTobparkaeTcs cnoBo YObITOK.

9. Coxpanute peaynbTatbl paboTbl, Tak Kak norb3oBaTenbckne Tabnuubl dyayT
HeobXxoauMbl NpY BbIMOMHEHUN cnefytollen nabopaTopHon paboThbl.

Tabnuua 8 PacwudpoBka KOOOB 3afaHUA Onsi CO34aHMsi MONb30BaTENbCKUX
dopmMaToB W YCMOBHbIX MOMb30BaTENbCKUX (DOPMaTOB

CnmBon
3HakK : Paspenutensb .
S ] % AEeHeXxHou C LiBeT
yucna Tpuag
eavHuUbI
1 EcTtb 1 Het 1 p. 1 KpacHbin
2 pyO. kon. 2 CuHUn
3 Py®. 3 3eneHbIn
2 Het 2 Ectb 4 Py6nn 4 Kentbin
5 ThbIC. py6. 5 duroneToBbIN
6 MnH. py6. 6 YepHbIn

3. Nopsiaok opopmneHns otTyeTa

MogroToBbTE OTYET O BbINONIHEHHOW NabopaTtopHon padoTte. OT4eT O
nabopaTtopHon paboTe QOMKEH coaepXaTbh: TUTYIbHbBIA NIUCT (C 4ENCTBYHOLLMM
BapuaHTOM TUTYNbHOIO fINCTa MOXHO O3HAaKOMUTBLCA Ha http://standarts.guap.ru), uenb
nabopatopHon paboTbl, NONyYEHHbIE B X04€ BbINOSIHEHMS paboTbl AOKYMEHTbI. Ha
KOMMblOTEpPE NpeacTaBnaTca dannbl ¢ pedynbTatamm paboTbl, 3anMcaHHbIe B Narnky ¢
HoMepoM Ballew rpynnbi/Bawa dammnusa/Ne nabopatopHon paboTel. Cdopmynupynte
BbIBOAbI, KOTOPbIE MOXHO cAenaTb NO pe3dyrbTaTaM BbINOSIHEHHOW paboThbl.

O©CONOOOAPR,WN -~

4. KOHTpONbHbIE BONPOCHI

. B 4em pasHuua mexay XxpaHuMbIM 1 0TOOpaxaemMbiM 3HAYEHUSMN?
. KakoBbl ocobeHHOoCTM obuwero gopmaTta?
. B yem pasnnume B pabote pnHaAHCOBOro 1 AeHexHoro hopmaTtoB?

. Obnactb NnpyMeHeHNsa AONONHUTENBbHBLIX (POPMAaTOB N NX OCOBEHHOCTMW.
. Kak cosgaTtb nonb3oBaTtenbckuin Yncrnosomn opmaTt?
. UT0 NnoHMMatoT nog opmeHTaumen Tekcra?

. Kaknm cnocobom MOXXHO NOMEHATb TUM ANHUN rPaHnLbl?
. Kakne BcTpoeHHble uncnosblie hopmaThl Bbl 3HAeTE?
. Kakon yncnoson chopmaT Mcnonb3yeTca N0 yMONMYaHUIO?
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NabopaTtopHasa pabota Ne8. lnarpammbl B Excel

Llenb paboTbl: npnobpeTeHne HaBbIKOB MOCTPOEHUS AMarpamMmm pasnnyHbIX TUMOB
B MS Excel.

1. MeToan4yeckune ykasaHus

MS Excel paeT BO3MOXHOCTb OTODOpaxaTb 4YMCNOBble [aHHble B BUAe
NMOJSTHOUBETHbIX, Jlerkux And noHUMaHua guarpamm. [uarpammbl  BKAKOYAKT MHOMO
06BHEKTOB, KaXabll N3 KOTOPbIX MOXHO BbIOENATb U UBMEHSATb OTAENbHO.

'McTorpamma nosBonsieT nNpeacTaBUTb U3MEHEHWEe [aHHbIX Ha MNPOTSKEHUU
oTpeska BpemeHu. [narpammbl 3TOro Tuna yaobHbl Takke ANS HarnagHOro CpaBHEHWUS
pasnuyHbiX BennumH. OCb KaTeropuvm B ructorpaMmme pacnosiaraetcd no ropusoHTanw,
OCb 3Ha4yeHWWn — No BepTUKann. Takoe pacrnonoXeHne ocen noavYepKuBaeT Xapakrep
N3MEHEHNSA 3Ha4YEeHNN BO BPEMEHM.

'McTorpamma c HakonsieHMem Mno3BonseT NpeacTaBuUTb OTHOLUEHWE OTAEerbHbIX
COCTaBMALWMX K MX COBOKYMHOMY 3HayeHutio. Ha ob6bemHonm rucrorpamme C
NepcrneKkTMBON CpaBHWBaeMble 3HaAYeHWs pacnonaralTca B MAOCKOCTU (BOOMb OBYX
ocewn).

| Mpumep rucTorpammel NpuBedeH Ha puc. 28.

JlnHenvatas amarpamma noO3BOSISIET CpaBHMBATL OTAESbHble 3HaveHusa. Ocb
Kateropum pacrnosioxeHa no BepTUKanu, OCb 3HaYeHWn — MO TrOpuU3oHTann. J3TO
nossosnsieT obpatntb 6onbliee BHAMaHME Ha CpaBHUBAEMbIE 3HAYEHUS!, Y4eM Ha BpeMs.

IlnHenvatas pguarpamma C HakoMneHnem rMokasbiBaeT BKMad OTAeNbHbIX
3NeMeHTOoB B 00LLYy0 CyMMY.

| Mpumep NuHenyaTon guarpaMmmbl NpuBeaeH Ha puc. 29.
Mpadmkn oToBpaxxatT 3aBUCMMOCTb AAHHbLIX OT BEMUYMHBI, KOTOpas MeHseTca C
| nocTosiHHLIM Wwarom. Mpumep rpaduka nokasaH Ha puc. 30.

McTorpamma
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NuHenvaTas guarpamma
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PucyHok 29 JlnHenyatas guarpamma

ToyeyHas gnarpamma nokasbiBaeT OTHOLUEHUA MeXAy YUCIEeHHbIMU 3HaYEeHUSMU
B HECKOMbKUX psdax AaHHbIX, UK oTobpaxaeT ABe rpynnbl Yucen Kak OAuH psd
KoopaMHat X KW y. OTa pguarpaMmma nokasblBaeT HepaBHble MPOMEXYTKM — UMK
Knactepbl — [aHHbIX U 0ObIYHO MCMONb3yeTCca ANA Hay4YHbIX AaHHbIX. [pyumep To4eyHon

| avarpamMmmbl npuseneH Ha puc. 31.
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PucyHok 31 ToyeuHas gnarpamma

[varpamma c obnactamy noayvepkuBaeT WU3MEHEHWE C TeYEHMEM BPEMEHMW.
OTobpakasi Cymmy 3HA4YeHuIn psOoB, Takasi AvarpaMmma HarnsigHo NokasblBaeT BKhag,
Kaxxgoro psiga. MNMpumep HOpMMPOBaHHOW AuarpamMmmbl ¢ 0b6nacTaMu NpuUBEAEeH Ha puc.
32.

KpyroBas avarpamma nokasbiBaeT OTHOLLUEHWEe pa3MepoB  3fIEMEHTOB,
ob6pasyroLLUmMX psa AaHHbIX, K cyMMe aneMeHToB. Becerga otobpaxkaeTcsi TONbKO OAWH psg,
AaHHbIX. Takoln Tun amarpaMmbl LienecoobpasHo MCronb3oBaTh, korga Heobxoaumo
MOAYEPKHYTb BaXKHbIA 3NIEMEHT.
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HopmupoBaHHaa gWarpaMma ¢ o6nacTamm
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PucyHok 32 HopmunpoBaHHasa guarpamma ¢ obnactamum

Ana obneryeHns paboTbl C ManNeHbLKMMN CEKTOpaMy B OCHOBHOW Auarpamme ux
MOXHO 06beaUHUTL B OOUH 3MEeMEHT, a 3aTeM pas3buTb B OTAENbHY AnarpaMmmy psgom
C OCHOBHOM.

Kak n kpyroBas gumarpamma, KofibueBasi guarpamma fnokasbiBaeT OTHOLUeHue
YacTeun K Lueriomy, HO 3TOT TUMN AnarpaMmbl MOXET BKITHOMaTb HECKOSbKO PAOO0B OaHHbIX.
Kaxxgoe KonbLO B KONbLEBOW AnarpaMmme COOTBETCTBYET OAHOMY psay AaHHbIX. [pumep
KonbLieBOW AnarpamMmmbl NpuseseH Ha puc. 33.

Bupxesble guvarpammbl. [Ouarpamma MakcumasibHbIN-MUHUMAaIbHbIN-3aKpbiTUE
4acTo MCMOnb3yeTcs ANd OEeMOHCTpauMM LeH Ha akuuu. OTOT TUM Anarpammbl Takxe
MOXeT ObITb MCMONb30BaH AN HayYHbIX AaHHbIX, Hanpumep, Ans oTobpaxeHus
N3MEHeHNn TemnepaTtypbl. [ONa NOCTPOEHUA 3TOM WU OpYyrnx OUPXKEBLIX Anarpamm
HeobXoaMMO pPacnonoX1Tb AaHHbIE B MPaBUITbHOM Nopsaake.

Bupxeas anarpamma, KoTopas nsmepsaet o6beMbl, UMEET OBE OCU 3HAYEHWUI:
OZHY ANns CTONOLOB, KOTOPbIE U3MEPADT 06beM, 1 OPYryio — ANS LUeH Ha akunn. MoXHO
BKMIOUMTL 00beM B guarpaMmmbl  MakCUMarnbHbIN-MUHUMAnbHbIN-3aKPbITUE  UNN
OTKPbITUE-MaKCUManbHbIN-MUHUMATTbHbIN-3aKpbITUE.

My3blpbkoBas guarpaMmma — 370 Pa3HOBUAHOCTb TOYEYHOW Anarpammbl. Pasmep
Mapkepa AaHHbIX NoKa3blBaeT 3Ha4YeHne TpeTben NnepeMeHHON.

3HayeHuns, KOTopble OTKNaAbIBaAKOTCA NO ocu X, OOMKHbI pacnonaratbCs B OOHOW
CTpoOKe unu B ogHom ctonbue. CooTBeTCTBYOLWMNE 3HAYEHUS Ocn Y U 3HAYEHUS, KOTOpbIe
onpeaensioT pasMepbl MapKepoB [AaHHbIX, pacnosiaralTcs B COCeOHUX CTPOKax wunu
ctonbuax.

B nenectkoBon gnarpamme Bce KaTeropmm MMelT COBCTBEHHbIE OCU KOOpAWHAT,
pacxogawmeca nyd4amum u3 Havana KoopaumHaT. JIMHMSMK COeaMHSIITCS 3Ha4YeHus,
OTHOCSLLMECS K OOHOMY psAAay.



Konbuesas gMarpamma
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PucyHok 33 KonbueBasa gnarpamma

NenectkoBass pguarpamma MO3BONISIET CpPaBHMBATb COBOKYMHblE  3HAYEHMS
| Heckonbkux psaoB AaHHbIX. MpUMep NenecTkoBol AnarpaMmbl NpUBeaeH Ha puc. 34.

NenecTkoBaa guarpamma
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PucyHok 34 JlenectkoBas guarpamma

Onarpammy  «[loBepxHOCTb»  LenecoobpasHo Wcnonb3oBaTb ANA  MNoucka
Hauny4ywero codetaHuss B OByX Habopax AaHHbiX. Kak Ha Tonorpaduyeckon kapTe,
obnacTtu, OTHOCAWMECS K OAHOMY [AuanasoHy 3HaYeHWn, BblOENsTCS OAMHAKOBbLIM

| uBeTom nnm ysopom. Mpumep anarpammbl «IoBepXHOCTL» NPUBEAEH Ha puc. 35.
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Mcnonb3oBaHne  MapkepoB  [AaHHbIX  UWIWHOPUYECKOW,  KOHUYECKOW U
nMpamuganbHon OpMbl MOXET CYLLECTBEHHO YIyYlnTb BHELWHWUA BUA U HArNsagHOCTb
o6beMHON guarpaMmmel.

CospaHve pguarpamwmbl. Bbligenute dauyenkn, copepxalumMe [aHHble, KoTopble
AOIMKHbI ObITb OTpaXkeHbl Ha Anarpamme. YTobbl 3aronioBok ctonbua unm CTPpoKM Ang
HOBbIX AaHHbIX MOSIBUIICA B AMarpamMme, B BblbMpaemble S4EeNKM HYXXHO BKMOYUTL Te,
KOTOpble coaepxaTt aTOT 3arosfioBoK. HaxmuTte KHOMKy PekomeHayemble guarpammbl Ha
naHenn UHCTpymeHToB [NaBHas. Bbibepute Tun gmarpammbl. CnegynTte WUHCTPYKUMAM
mactepa Aauarpamm. [1o xody BbINOMTHEHMS WMHCTPYKUMMN HEOBXOAMMO  YTOYHMUTD:
NUCXOAHblE [aHHble, Ha3BaHWe AvarpaMmbl U 3arosfioBKM AN ee oceun, XapakTepUCTUKK
OCeln, pasMeLleHne U CKpbITUe fereHabl, NoANUCU AaHHbIX, Tabnuuy OaHHbIX, JNHUN
CeTKU, pasmeLleHne agnarpammbi.

MNMoBepXHOCTb
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PucyHok 35 NoBepxHOCTb

2. Nopsaok BbINonHeHUs1 pabdoThbl

1. Bknrounte komnbioTep. 3arpysute Excel.

2. lNo gaHHbIM Tabnuubl, NONTy4EeHHOW B pesyrbTaTte BbINOAHEHNA NnadopaTopHOn
paboTbl Ne7, Heo6xo4MMO NOCTPOUTb:

e [nctorpammbl,

JInHenvatyto gnarpammy,
Mpadoumk,
To4veuHyto guarpammy,
Onarpammy ¢ obnactsamu,
Kpyrosyto guarpammy,
JlenecTkoByto gnarpammy,
MoBepxHOCTY,
HecTtaHgapTHylo gnarpammy.
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Kaxxgyto gnarpammy Heob6xoAuMMO COXpaHsaTb Ha OTAESNbHOM NMCTE, Ha3BaHHOM
TMNOM ructorpammbl. Kaxkgaa guarpamma OOSmKHa coAepkaTb: Ha3BaHue, nereday,
MoANUCKU OCeN.

3. Nopsiaok odpopmneHns otTyeTa

MoaroToBbTE OTYET O BLINOMHEHHOW NabopaTtopHon padoTte. OTYeT O
nabopaTtopHon paboTe LOMKEH coaepXaTbh: TUTYNbHbIA NIUCT (C 4ENCTBYHOLLMM
BapMaHTOM TUTYNbHOIO NUCTa MOXHO O3HAKOMUTbCS Ha http://standarts.guap.ru), uenb
nabopaTtopHon paboTbl, NOSy4YEHHbIE B X04€ BbINOSIHEHMS paboTbl AOKYMEHTbI. Ha
KOMMblOTEPE NPeacTaBnalTCca dannbl ¢ pedynbTatamu paboTbl, 3anMcaHHbIe B Narky
HOMepoM Baluew rpynnbi/Bawia dammnusa/Ne nabopaTtopHon pabotel. Cdhopmynupynte
BbIBOAbI, KOTOPbIE MOXHO cAenaTb NO pe3ynbTaTaM BbINOMHEHHOW paboThl.

4. KOHTpONbHbIE BONPOCHI

1. HasoBuTe OCHOBHbIE 3fIEMEHTLI ANarpamm.

2. Kakvne guarpammbl Ha3bliBalOT BHELPEHHBIMWN?

3. HasoBuTe 1 oxapakTepusymnte OCHOBHbIE TUMbI AuarpamMm.
4. W3 Kakux LwaroB COCTOMT NPOLECC CO34aHusa guarpamm?

5. Uem oTnn4aeTcsa ocb KaTeropmm oT OCU BpEMEHN?

6. YTO NokasbiBaeT NMHen4aTasa guarpaMmma Cc HakonneHnem?
7. Kakyto 3aBUCMMOCTb OTOBpakatoT rpacoukn?

8. UTo nokasbiBaeT ToueyHasa guarpamma?

9. Y10 nokasblBaeT Kpyrosas gnarpamma?

10. YTto noHmmatoT noa Gupkeson agnarpaMmon?

APYIUE NPOIrPAMMbI NMAKETA MICROSOFT OFFICE

JTabopaTtopHasa pabota Ne 9. NoarotoBka pUCYHKOB C NOMOLLbIO
nporpammbl Microsoft Visio

Llenb paboTbl: nony4yeHne HavanbHOro npeacraeneHna o nporpamme MS Visio,
3HAKOMCTBO C Kfiaccamu CTaHAapTHbIX OPM M NpruobpeTeHne HaBbIKOB paboTbl C HUMMW.

1. MeToanyeckue ykasaHus

Mporpamma Microsoft Visio npegHasHaveHa s NOArOTOBKU PUCYHKOB, KOTOpbIE
nosgHee MoryT ObiTb BCTaBMNEeHbl B Apyrne OOKYMeHTbl. OHa eCTEeCTBEHHO OOMNOSHSAEeT
BO3MOXXHOCTM OCTaslbHbIX PACCMOTPEHHbIX NakeToB B 3TOM YacTu. CO34aHHbIN PUCYHOK
nosgHee O6bIYHBIM KOMMPOBaAHMEM MOXeT ObiTb BCTaBfEH B HY)XHOE€ MECTO UTOrOBOrO

| AOKyMeHTa 1, npu HeobxoamMmocTn, fanee pegaktnposaTtbcs B HeMm. Ha puc. 36 nokasaH
BHELLHUIN B1A paboyero akpaHa nporpammbl Visio nocne ee 3anycka.
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MeTtoabl paboTbl B Visio aHanornyHbl metogam paboTbl B ApYyrMx nporpammax
dupmbl Microsoft. MmeeTca TpaguUMOHHASA CTPYKTypa rfaBHOMO MEH, AOMOfHEeHHas
cneundudeckumn ana Visio nyHkTamu. AKTUBHA Mbllb, C MOMOLLLIO KOTOPOW MOXHO
BbINOSTHUTL NoAdasnsoLee 60nNbWNHCTBO onepaunin. PaboTa ¢ TekcTamm BbINOSTHAETCA B
npasunax Word. KmetoTca BO3MOXHOCTM hopMaTUPOBaHUS M300paxeHus, 3agaHus
LUBETOB, TOMWMHbI U BMAA JIMHUKW, CTPenokK U T.n. MoXeT BbINOMHATLCA onepauus
rpynnMpoBKM OOBLEKTOB, YTO MO3BONMSIET co3daBaTb M300paxeHue, MHBApUaHTHOE K
nepemeLLeHnio oTaenbHbliX coctasnsowmux (Shape/Group). B uenom nocre ocBoeHus
ocTarnbHbIX nporpamMm pabota ¢ Visio He BbI3biBaeT 0co60Oro 3aTpyaHEHMs.
Cneuundunyeckon ocobeHHOCTbo Visio saBNsieTcss Hanuume oOwwumpHOM 6BubnmnoTekn
rotoBblX (OpPM, KOTOpble MOFYT MWCMONb30BaTbCs MNPU  CO34aHUM  KOHKPETHbIX
1;|306pa>KeHvu7|.

R

PucyHok 36 OkpaH Visio nocne 3anycka nporpaMmmbi

lMepBoHayanbHO nporpamma Visio npegnaraeTt guanor, C MOMOLLB KOTOPOro
MOXXHO OonpenennTb Kracc rotoesiLerocsi n3obpaxeHus. Bolbop knacca npegnonaraet
HavanbHOe MOAKMNIYEHNE COOTBETCTBYIOLWNX BUBAMOTEK hopM M300paKeHu, KoTopble
BMOCNEeACTBMM MOryT ObiTb AONONHEHbI OPM APYrMX KNaccos.

[Mpepnaraemble CUCTEMOW KnaccCbl UMEIOT crieayrouime Ha3BaHus:

e busHec;
Briok-cxema;
KapTbl 1 nnaHbl aTaxewn;
Obwwme;
Mporpammsbl 1 6a3bl 4aHHbIX;
PacnucaHue;
Certb;

e TexHuka;

OTtmeTnm, 4to dpopmbl Visio paspabaTtbiBanncb B COOTBETCTBUM CO CTaHAApTaMm
AokyMeHTauuun, npuHaTeiMm B CLUA. B HekoTOpbIX crnyyasiX OHM OTNMYalTCsa OT
OTeYeCTBEHHbIX CTaHA4ApTOB, NO3TOMY MOMb3oBaTbCA PopMamMu crieqyeT C HEeKOTOpPOU
OCTOPOXXHOCTbI. TeM He MeHee, B OONMbLUMHCTBE MNPaKTUYECKUX CryyYaeB cTaHOapTbl
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coBragatT, YTO MO3BOMSIET MCMONb3oBaTb MporpaMmMy Visio Ans co3gaHusi pUCYHKOB
PasnnYHbIX 4OKYMEHTOB.

B kayecTBe npuMepa paccMOTpUMM 3agadvy MOCTPOEHUS UepapXMYECKOn
OpraHn3aLMoHHOW CTPYKTypbl By3a. Bocnonb3yemcsi HabopoM anemeHToB Purypbl
OpraHu3aLMoOHHOW auarpammbl, BblOpaB ero Ha 3akpaHe Visio. B oTBeT reHepupyeTcs
HOBbIA PUCYHOK C MMeHeM no ymonyaHuto DrawingN, a Ha akpaHe nosinsieTcs paboyee
none Ans pucosaHns 1 okHo dopM BbiGpaHHoro knacca (puc. 37).

ADokyment Microsoft Visiovsdx ?T -8 %
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PucyHok 37 OkpaH Visio nocne Bbibopa Habopom anemMeHToB durypsol
OpraHn3aunoHHON anarpammbl

[ononHNTENbHO Ha PUCYHKE MNOKasaHbl [MaBHOE MEHI0, Mepekniovatens yxe
AOCTYMHbIX OOPM, KHOMKa [Ans NoAKNYeHus d¢opM LPYrMxX KnaccoB W nNaHernb
yrnpaBreHns aBToMaTU4ECKOM KOMMNOHOBKOM AnarpaMmmeil.

POopMbI N3 OTKPLITOrO OKHA MOryT OblTb HEMNOCPEACTBEHHO NepeMeLleHbl MbILLKOW
Ha paboyee none 1 ycTaHOBIEHbI B HY)XHOM MecTe. B paccmaTtpuBaemom npumepe OHu
UMET pasHoe Ha3BaHWe W, COOTBETCTBEHHO, pa3Hoe obo3HaveHve. CosgaBaTb
CTPYKTYpYy uenecoobpasHO C CaMOro BEpPXHEro ypoBHs, ANs KOTOPOro LenecoobpasHo
ucrnonb3oBatb Habop duryp pykoBoauTens. Ee HasBaHue 3agaetcss B TEKCTOBOM
pexume nocne ee Bblbopa Ha pabovem nucte. [lanee cTposTcs cnefylowime ypoBHU
nepapxmm ¢ Ucrnonb3oBaHnemM apyrux oopm, Hanpumep, Habop duryp meHemxepa. OAns
BKNIOYEHNA POPMbI B MEPAPXMIO €€ HEODX0AMMO nepeTaLwmTb MbIKON Ha doopmy Bonee
BbICOKOrO ypoBHS. [locne oTnyckaHusa neBOW KnaBuwun ¢opma aBTOMaTUYeCKu
No3nLMOHNPYETCSA Ha pUCYHKe. [NogkniodeHns genarTes 4o Tex nop, Nnoka He co3gacTtcs
oyYepedHOW YpOBEHb. JTU onepauMmM nNpoJoINKaKTCA [0 MNOCTPOEHUA  MNOJSTHOW
anarpaMmmbl.

CosgaHHas BnepBble CTPYKTYypa MOYTM XaOTUYECKM pa3MeLlaeTcs Ha paboyem
nucte. Ona npuvaaHus en 3akOHYEeHHOro BuAa LenecoobpasHo BOCMONb30BaTbCA
cpeaoctBaMnm ee  KOMMOHOBKW. BbiOpaB ogHy u3 dopMm npeanocrnegHero  ypoBHSA
nepapxmm, C TOMOLLbKD MEHI KOMMOHOBKM AvarpaMMbl MOXHO aBTOMAaTU4eCKU
pasmMecTuUTb COCTaBNAKLLME NOCMEeOHEro YpoBHS nepapxumn Ha pabovem nucte. [anee
aHanorn4yHas onepauusi NpoBOAUTCHA CO BCEMW ApyruMn doopMamMu npeanocregHero
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YPOBHS, @ NOTOM M CO BcemMn copmamu 6Gonee BbICOKMX ypoBHeW. Kak cnepcrteue,
co3faeTca akkypaTHasi CTpyktypa (puc. 38), KoTopas BMNOCNEACTBUN KOMUPOBaAHMEM
MOXeT ObITb BCTaBneHa, Hanpumep, B 4okyMeHT Word B Ka4eCcTBe puUCyHKa.

[ ANowyment Microsoft Visionsdx - Visio npodeccuonanss
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PucyHok 38 OkpaH Visio nocne cosgaHns CTpPyKTypbl

2. Nopsaaok BbINONHEHUSA PaboThbl

1. Bkntounte komnbloTep. 3arpysuTe Visio.

2. Bblbepute knacc bnok-cxema wu co3ganTe PUCYHOK, OToBpakaroLuni
nocriegoBaTeribHOCTb 00y4eHus B Bbicllen wkone Poccuu (puc. 39).

3. 3anyctnte Word, co3ganTte HOBbI JOKYMEHT U BCTaBbTE€ B HEr0 CO3[4aHHbLIN
pUCyHOK konupoBaHnem. CosganTte noapucyHouHy noanuck. Odopmute ero B
AokymeHTe Word — co3ganTte COOCTBEHHbIN CTUIb PUCYHKA Y NOLAPUCYHOYHOM NOANUCK U
NPUMEHNTE €ro K JOKYMEHTY.

4. B pokymeHTe Word LwWenkHUTe BCTaBfEHHbIN pucyHoKk Visio n ybegutech B
BO3MOXHOCTN BHECEHUSA B HEMO U3MEHEHUN.

5. CoxpaHuTe JOKYMEHTLI B CBOEN Narnke 1 3aBepLlimnTe BbinosHeHme Visio.

6. CHoBa 3anyctute Visio u BblbepuTe pexum KapTbl M nnaHbl aTaxen.
Hapwucyinte nnaH Bawen kBapTupbl. BcTaBbTe CO34aHHbIN PUCYHOK B CO34aHHbIN paHee
AokyMeHT Word, cos3ganTe NOAPUCYHOYHYK Nognucb U oopmMuTe ero co3gaHHbIMU
BaMW CTUMASIMW.

f Bakanaspuat ) Maructpatypa
AEREDLRED CpepHsisi wkona AcnupaHTypa
R pen paHTyp:

CneunanuteTt

PucyHok 39 lNocnepoBaTtenbHOCTb 06y4eHMs B BbiCcLien wkone Poccumn
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3. Nopspok ochopmneHus otyeTa

MogrotoBbTE OTYET O BbINOMIHEHHOM nabopatopHon pabote. OTyeTr ©
nabopatopHon paboTe [OMmKeH coaepXaTb: TUTYMbHbIM NUCT (C  OENCTBYHOLLUM
BapuaHTOM TUTYIbHOIO fIUCTa MOXHO O3HaAKOMUTbCA Ha http://standarts.guap.ru), uenb
nabopatopHon paboTbl, MNepeyYeHb MNOMNYYEHHbIX B XOAE€ BbINOMAHEHUS paboThbl
AokymeHToB. CchopMynupyinTe BbIBOAbI, KOTOpble MOXHO caenatb Mo pesynbTaTam
BbINoNHEHHON paboTbl. Ha komnbioTepe npenctaBnaiTcs annbl € pesynbratamu
paboTbl, 3anucaHHble B Nanky C HOMepoM Bawen rpynnbi/Bawa damunusa/Ne
nabopaTtopHou paboTbl.

4. KOHTpONbHbIE BONPOCHI

Kakne cpenctea cosgaHusa nsobpaxxeHun ectb B Word n Excel?
Kakue knaccbl n3obpaxeHnn MOoXXHO CTPOUTb C NOMOLLLIO Visio?
Kak B okHO chopm fo6aBnTb hopMbl APYrMX KnaccoB?

Kakne pexnmbl MOXHO 3agaBaTtb Kypcopy MbILn?

[ns Yyero Hy>XHbl TOYKM CBSA3U?

Kak ycTtaHOBUTb CBA3b Mexay dpopMmammn?

Kak BBOAUTb TEKCT?

3a4em HyXXeH peXxunm rpynnmpoBKn?

Kak 3agaTtb napameTtpbl paboyero nucra?

0 Kak nepeHecTn co3gaHHOe n3obpaxeHne B Apyron JOKYMEHT?

'—‘©9°.\‘@.U1:'>.°°!\3!4

Na6opartopHasn pab6ota Ne 10. NoaroroBka npe3eHTauMm ¢ NOMOLLbLIO
nporpammbl Microsoft PowerPoint

Llenb paboTbl: 3HakOMCTBO C npeseHTaumen PowerPoint, pexvmamn npocmoTpa
npe3eHTaumMi M OCHOBHbIMW NaHENsIMMU WUHCTPYMEHTOB, 3HAKOMCTBO C HEKOTOPbIMU
npuemamm odOpPMIIEHMS CNanaoB MpPe3eHTauun: MapKMPOBaAHHbLIE CMUCKK, TEKCTOBbIE
0b6bekTbl, rpacduyeckme obvEeKThI, 0bpaseLl cnanga, opraHn3auMoHHas gnarpamMmma.

1. MeToanyeckune ykasaHus

Mpe3eHTauusa PowerPoint - coBpemMeHHbIM cnocob npeacrtaBneHns caMmon pasHom
nHdopmauuun. [peseHTauma COCTOUT U3  Cepunm  CcrnamgoB C  onpeferieHHbIM
cogepxaHnem. OTU cnangbl MOXHO pacneyaTaTb Ha Bymare u nneHke unm nokasatb KX
Ha 60MbLIOM 3KpaHe B BUAE 3NEKTPOHHOro cnang-woy. C nomowbio PowerPoint moxHo
ObICTPO NOArOTOBUTbL KPACOYHO O(POPMIIEHHbIE MaTepuarnbl Ana Aoknaga. OfeKTPOHHY0
npes3eHTaumMilo MOXHO [AeMOHCTpupoBaTb B 6onblwomM KOHdepeHu-3ane. MoxHo
npuykpacuTb cnangbl pasHoobpasHbiMM nepexodamu, kKorga absaubl, CTPOKM WK
arieMeHTbl guarpaMmm BbIBOOATCA Ha 9KpaH NnooyepenHO Kak pa3 B TOT MOMEHT, Koraa
AOKNayMK CCbiNaeTcsd Ha HUX. OMEeKTPOHHOe crana-woy no3BonsdeT MnokasaTtb
BUOEOPOSINK U BOCMPOU3BECTU TEKCT [oKnagyvka. B cnamng-douvnbM MOXHO BHeLpUTb
AOKYMEHT ApYroro npunoXeHusi, HanpuMmep, YepTexn nNpoekTa, KOTopble OTKPbIBAKOTCA B
Xo4e npeseHTauunm u OeMOHCTPUPYIOT BCroMoratenbHyl uHgopmaumio. C NOMOLLbLO
PowerPoint TekctoBas 1 uucnoBad WMHGOpPMaUMUA Nerko npespawaeTcs B KpPaCOYHO
odpopMIieHHbIE Cnanabl U gnarpaMmmbl.

B ocHoBe ntobon npeseHTaumm Nexut Habop cnanaos, Ha KOTOPbLIX pasMeLlarTcH
TEeKCT, rpadukn, pucyHkn. [lporpamma PowerPoint cama 3anpawmBaeTr BCHO
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HeoOXoaMMyl0 TEKCTOBYHO W YMCMNOBYK MHGOPMaUuMo, a Takke npegocTaBnsier
MHO>ECTBO roTOBbIX BapMaHTOB Au3ariHa U LWabroHOB COAEPXKaHUS.

Cpasy nocne 3anycka PowerPoint nosiBngetcsa nyctoe OKHO npes3eHTauuu. [lanee
HeobxogmMmo BblIGpaTb cnocob cosgaHnsa aokymeHTa. Pasgen ®adn \ Omkpbimb paet
BO3MOXHOCTb OTKPbITb YK€ CyLUecTBylOLy npeseHTaumo. B paspene Cosdamb
npe3eHmauyuio NepeyvncrieHbl BO3MOXHblIe BapWaHTbl CO34aHWs HOBOW Mpe3eHTauuun.
MOXHO OCTaBUTb MYCTyl0 npe3eHTaumuM, nNnbo BbiOpaTb OAWH W3 NpPEeACTaBIEHHbIX
wabnoHos (PucyHok 40)

@ MNpesenTauus - PowerPoi
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PucyHok 40 OkHo npe3eHTauun PowerPoint

Ecnu y Bac yxe ecTb Te3UCbl Npe3eHTaunn N HY>XXHO NLb PasMecTUTb rOTOBbIN
TEKCT Ha crnavgax n oopMuUTb €ero Haanexawmm obpasom. B atom crnyyae MOXHO
BblOpaTb BKMagKy rrnaBHoro MeHw Ju3alH v u3 BbiNagawwero cnvicka BblbpaTb
noHpasMBLUMICS BapuaHT (PucyHok 41).
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PucyHok 41 OkHo npeseHTauun PowerPoint. Bknagka [QusanH

JTiobon chamn PowerPoint cogepXut BCIO Npe3eHTauumio LEerIMKOM, MO3TOMY He
HY)XHO ©ecnoKouTbCs O TOM, 4YTO MNPUM OEMOHCTpauun HekoTopble crnamgbl MoryT
nponacTb.

PowerPoint nossongaeT co3gaBaTtb npe3eHTaunm ¢ 04eHb 6OMbLIUM KONMYECTBOM
cnangoB. Ytobbl ynpaBnaATb 3TUM OrpPOMHbIM 06beMom uMHGOpMauuu, nporpamma
npegnaraeT HECKOSbKO PEXMMOB NPOCMOTpa:

e OObl4HbIN - pexum, nosiBuBwKUKCA B BrepBble PowerPoint 2000, —
BapuaHT MNpocMOoTpa, OObeAMHSAIWNA PEeXMMbl CrangoB, CTPYKTYpbl U
3aMeToK;

e COpTMPOBLUMK CrangoB - PeXunMm, OEMOHCTPUPYIOLUNA MUHMATIOPbl BCEX
cnangoBs, paBHOMEPHO PacnofioXXeHHbIe B OKHE MPOCMOTPa;

e Pexum CTPyKTypbl - pexum, oTobpaalowmMi TeKCTOBOE CoAepKaHue
npeseHTaumm 1 npegHa3HavYeHHbIN ANs BBOAA W peJaKTUPOBaHUSA TEKCTA;

e CTpaHuubl 3aMeTOK - pexuM, npefHasHadYeHHbIN ON1S CO34aHus 3aMeTok,
KOTOpble MOMOrarT JOKNaA4YMKy OpUEeHTUPOBaTLCA B MaTepuane BO BpeMs
BeAEHWS npeseHTauuun.

e PexuMm 4TeHuss — 3TOT pexum NpoCMOTpa npe3eHTauum NoxoxX Ha cnang-
woy.

B 06bl4HOM pexume, KOTOPbIN aBTOMaTUYECKN BKIOYAETCSA NMPU CO34aHUN NyCTOM
npeseHTauMm wunum npeseHTauMM Ha OcCHOBe LWwabnoHa [Au3anHa, OKHO [OOKYMeHTa
nogeneHo Ha Tpu obnactu: obnacTtb cnavga, none CTPYKTypbl U obracTb 3aMeToK.
lMepBas U3 HUX BCerga CoaepXXuT obwmnm Bng Tekyllero cnanga. PacnonoxeHHas cnesa
obnacTb CTPYKTYpbl Npe3eHTaumm ABNAeTCs YMEHbLUEHHOW KOMUEN pexunma CTPYKTYpbl.
B npaBon HMXHEN YacTn OKHa npe3eHTauumn Haxogutca obnactb 3ameTok. Cioga MOXHO
BBECTU NOSICHUTENbHbIA TEKCT, KOTOPbIA HE MOSBISETCA HAa CaMOM crange, HO KOTOpPbIN
MOXHO BbIBECTM Ha 9KpaH B peXume 3aMeTOK WNW, rOTOBSA 3aMeTKM [JOKIagyuka,
pacneyaTtaTb psgoM C COOTBETCTBYOWMUM cnangom. CooTHoLWeEHWe pa3mepoB obnacrten
00bIYHOrO pexmMMma NPoCMoTPa MOXHO U3MEHUTD.
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B obbl4HOM pexunme, Kak u B GONbLUMHCTBE APYrMX PEXUMOB NPOCMOTPA, B OKHE
PowerPoint npucyTcTBYIOT naHenun WHCTPYMEHTOB. BBepxy pacnonoxeHa naHenb
CmaHOapmHasi. Ee WHCTpPYMEeHTbl BbINOMHAT onepauuMmM OTKPbITUS U COXpaHeHUs
npeseHTaumn, OTMEHbl [OEeWUCTBUSA, BOCNpousBeneHus npeseHTauum mn ap. [log Hen
HaxoOuTCA elle ofHa NaHenb WHCTPYMEHTOB C TakuMK BKragkaMu, Kak [JiasHas,
Bcmaska, [usalH, lNepexodbl, AHumauyus, Noka3 cnatdos, PeueH3uposaHue, Bud. B
AaHHbIX BKNagkax BKOYEHbl (PYHKUMM, MO3BONSAIOLWME peaakTMpoBaTh MNPE3eHTaUMIo.
Hanpumep, M3aMeHATb WPUPT M HadepTaHWe BbIOENEHHOro TekcTa, hopmaTupoBaTtb
ab3aLbl U cnuckK, HacTpauBaTtb 3pdeKTbl aHMMaLUUN U NEPEXOSOB.

Ha naHenwn uHcTpymeHTOB [1agHasi \ Makem MOXHO BblbpaTb aBTOpas3MeTKy
cTpanuubl (PucyHok 42). PowerPoint npegnaraet 15 TunoB cTaH4apTHbIX MakKeToB,
KOTopble CMOCOBOHbI y4OBNETBOPUTL MpakTuyeckn nobble NoTpebHoCTN paspaboTynkoB
npeseHtaumn. MakeT - 310 WAabNoOH cnanga ¢ 3apaHee pasmeLleHHbIMU CTaHOAPTHBIMN
oO6BbeKTaMn, TakMMM Kak 3arofloBOK, MapKUPOBaHHbIW CMIMCOK, AnarpaMmma uim pucyHokx.

WNoH

TuTynbHBIA Chana 3aronoBoOK U 3aronosok [lBa obbexTa
ob6bekT pasaena |

CpaBHeHue Tonbko MycTon chavia ObbexT C i
3aron0BOK NOANUCHED

PucyHok ¢ [MaHopamHas 3aronoBoK v LiuTaTa ¢
NOANWUCHIO doTorpadus c n... noANVCb NOANUCHIO

KapTouka vMenun Tp¥ KONOHKW Cron6el Cc Tpema
PUCYHKaMM

PucyHok 42 OkHo Pa3ameTka cnarga ¢ Habopom makeToB

Mocne co3gaHna cnanpga Ha 6a3e makeTa BaM OCTaeTCs NULLb LenkaTb Ha MecTo
3anonHUTENSX 3TUX 06BEKTOB 1 BBOAUTb HEOBXOANUMYIO MHGOPMALMIO.

Ha 3Ha4kax MakeTOB 3arofloBKM nokasaHbl OFMHHOW Y3KOW MONOCcon. Tak xe ans
ynoo0CcTBa B HEKOTOPbLIX MaKeTax CTOAT 3HA4YKku BCTABKU Tabnuubl, AnarpaMmmbl, PUCYHKA,
BNOEO, N30OpakeHUst U3 MHTEpPHeTa, rpadudeckmin anemeHT SmartArt.

B cnang moxHo fo6GaBuTb 3aMeTKU, KOTOpblE NOMOryT AOKMaayuky. Ha ctpaHuue
3aMeToK Bcerga npucyTCcTBYIOT ABa O6beKkTa: caM cnang B BEPXHEW YacTu CTpaHuubl U
3aMeTKN B €€ HWKHEN YacTu. DTN 3aMeTKM HE BUOHbI HA 3KpaHe B peXxmme npocmoTpa
npeseHTaumMmn, OHM He BbIBOOATCHA Ha ne4yatb BMecTe co crnangom. OgHako, npoBoas
AEKTPOHHYIO NPEe3eHTauMio B JIOKaNbHOW CeTu, AOKMadguYMK MOXET yYnmTaTb 3aMeTKM Ha
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3KpaHe cBoero KomnbioTepa. Kpome TOro, cTpaHuubl 3aMeTOK MOXHO pacneyartaTtb u
nosfib3oBaTbCA UMM BO BpEMS oKnaja.

B pexunme OObIYHBIM OTAENbHBIM Cnang 3aHMMaeT BCE OKHO Mnpes3eHTauuu. JTo
Kak Obl yBenuyeHHbIn BapuaHT obrnactu cnamga obblMHOro pexuma npocmoTpa. B
pexume crnangos yaobHO pedakTMpoBaTb OTAENbHble 0ObEKTbI, 406aBNATL PUCYHKN U
TEKCTOBbIE KOMMEHTapPUN.

PowerPoint nosBonseTr onepatMBHO M3MeEHATb pa3meTky nwboro cnanga. Ecnm
Bbl pewnnu aobaBuTb Ha cnang ewe oauvH CNUCOK WM AONOSTHUTENbHbLIA PUCYHOK,
OblBaeT [OCTAaTOMHO MPOCTO CMEHUTb MakeT, XOTA WMHorga npuxoguTtcss AobaBnAaATb
HefocTalwme 06bEKTLI BPYYHYHO.

[nsa nepexoga OT cnamga K cnangy nonb3ynTecb BepTUKanbHOW Morocoun
NPOKPYTKW. Ecnn BbiOpaHHbIM MaclwiTab He No3BOSSIeT yBMAETb BECb Crang LIENUKOM,
KHOMKN N NON3YHOK MOMOCHI NPOKPYTKM obecneymBaloT BO3MOXHOCTb NEpPEMELLEHNI KaK
no cnavgy, Tak W Mexagy cnavgaMmm Breped WM Hasag B npefenax Bcew
nocrnegoBaTenbHOCTU CrnavgoB AaHHOW npeseHTauuun. [pu nepetackuBaHUU MbILIbIO
Noni3yHKa Mnosfocbl NPOKPYTKN PSAOM C HUM MOSIBMSIETCA HOMEP M 3arofioBOK TEKYLLEro
cnanga.

Pexnm CTpykTypbl MOXOX Ha OObIYHLIM, HO 06nacTb CTPYKTYpbl Npe3eHTaummu
yBenuyeHa, a obnactu crnavga U 3aMeTOK YMEHbLUeHbl. OTOT PeXMm B OCHOBHOM
npegHasHayeH Ans pabotbl Hag TekctoM. OH NO3BOMSIET CKOHLEHTPUPOBATLCA Ha
CNOBECHOM U3MOXeHUn uaen, nogobpatb onTMMarnbHyK nocrnegoBaTenbHOCTb nodadn
mMartepuana. [nsanH n gpyrme anemeHTbl oopMneHuns, kak npasuso, npopabaTbiBatoTCs
B ApYyrux pexumax npocMmoTpa, XxoTa obrnactb cnamga nossondetr pabotatb C
KOHKPETHbIMM 0O bEKTaMN N B PEXMME CTPYKTYpPbI.

[nsa pa3paboTkn cogepkaHusi NpeseHTauun npeaHasHavyeHa crneymanbHasa KHomnka
Pasgen Ha naHenu uHcTpymeHToB. OHa nomMmoraeT nepemeliaTb cnanabl nNpes3eHTauumm,
M3MEHATb YPOBEHb CTPYKTYPHbIX 3feMEHTOB, CBOpadMBaTtb W pasBopayuBaTb
BINOXXEHHbIE CMUCKMN MYHKTOB.

PowerPoint npegocTtaBnseTr BO3MOXHOCTb MPOCTOr0 U OnepaTUBHOrO CO34aHUs
WTOroBOro criavga Ha OCHOBE MocnenoBaTenbHOCTU BbliOpaHHbIX cnangoB. B ntoroBom
cnange opMMUpyeTCa MapKUPOBAaHHLIN CMUCOK 3arofiOBKOB KaXkO4oro cnanga cepuu.
NToroBbi cnang MOXHO NMOMECTUTb Kak 4o, Tak 1 nocrne o6o06Laemon MM COBOKYMHOCTH.
OH MOXeT nrpaTb pofnb aHHOTaUMK Aoknaga.

EcTb BO3MOXHOCTb 3apaHee co3faTth CTPYKTypy npeseHTaumm B Microsoft Word, a
3ateMm nmnoptuposatb ee B PowerPoint. Paspabotka cogepxaHus B Word nossonsiet
nonb3oBaTbCA BCEMU MNpeuMMyLlecTBamMM 3TOr0 TEKCTOBOro pepakTtopa. Hanpumep,
MOXHO 3anycTuTb Te3aypyCc ANns 3aMeHbl OOblYHbLIX CrOB SAPKUMU, BblpasUTESbHbIMU
CUHOHUMaMM.

[ns umnopTta copgepxaHus, ccpopmmpoBaHHoro B nporpamme Word, Heobxoanmo
Bocnosib3doBatbcsa B nporpamme Word komangon Omnpasume 6 Microsoft PowerPoint.
Mporpamma Word, ecnn noTtpebyetcs, cama 3anyctut PowerPoint, co3gact HOBYHO
npeseHTaumio U IKCNOPTUPYET TEKCT B CTPYKTYPY NpeseHTauum PowerPoint.

Pexum copTupoBLiuKa gaeT BO3MOXHOCTb paboTaTtb C Npe3eHTaumen B uenom. B
HEM OKHO AOKYMEHTa COOEPXUT COBOKYMHOCTb MUHMaTOp Bcex cnangos. C nomoLbto
COpPTUPOBLLMKA YOOOHO NpPOBEPSATb Npe3eHTauumilo Ha Hannume owmnbok U OAHOPOLHOCTb
An3anHa, U3MeHsTb WabroH, UBETOBYO CXeMy U (hOH rpynnbl cnangos, AybrnvposaTs,
KonupoBaTb M MepecTaBnAaTb Crnangbl, nepemewaTb cranabl Mexay npeseHTaunsmu,
HacTpamBaTb W npocmaTpuBaTb 3APPeEKTbl NepexodoB M aHUMaUWMOHHbIE 3dEKTHI,
npegHasHa4vyeHHble AN 9NeKTPOHHbIX cnang-gounbMoB.
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Mepemewats cnangbl NocrnefoBaTeNlbHOCTM MOXHO C MOMOLLLIO MbILIW, KOMaHA
MEHIO UMW KHOMOK MaHenn WHCTPYMEHTOB. YToBbl BMECTO nepemelleHus cravga wmnm
rpynnbl  CNangoB  BbINOMHUTL WX KOMMPOBaHWE, B npouecce nepeTackMBaHuA
yaoepxumBante Haxaton knasuwy Ctrl. Cnangbl nosaBATCA B HOBOM MO3WLMK, @ UX KOMNUSA
COXPaHUTCA Ha NpexHeM MecTe.

Kpome nepecTtaHoBKkM criavioB B npouecce pas3paboTku npeseHTauum MOXeT
noHagobuteca 4obaBuTb HOBbIE UK yOpaTb HEKOTopble cnanapbl. 3To yaobHO aenaTtb B
pexumMe COpPTUPOBLUMKA, TaK Kak 30eCb MOXHO Habnwogatb BIMSHWE BbINOSTHEHHbIX
N3MEHEeHUN Ha obLWM BUA Npe3eHTauun.

Cnangbl MOXHO nepemMellaTb M KOMMpoBaTb He TONbKO B npegdenax OAHOW
npeseHTaumMm, HO M MeXAy PasnuMyHbIMK npe3eHTauuamu. [Ona atoro Heobxoammo
pacnosioXnTb Npe3eHTaumm pagomM apyr ¢ ApYrom B pexmnme copTUPOBLLMKA Crianaos.

Cambin npocTon 1 Hambonee BceobObEMMOWMN CNOCOO N3MEHEHUA BHELUHErO
BMOa npeseHtaumm — 3TO NpUMeHeHne apyroro wabnoHa. CmeHa wabnoHa Bne4et
Moandukaumio LBETOBOW CXEMbl, OT KOTOPOM 3aBUCAT LIBETA 3NIEMEHTOB Npe3eHTauumu,
BNUSAET Ha AM3anH ooHa M NpMHMMAaeMble NO YMONYaHUIO NnapameTpbl hopmaTnpoBaHus
Tekcta. lNoctaBnsemble B komnnekre PowerPoint wabnoHbl an3anHa paspaboTaHbl
npodeccrmoHarnbHbIMK XyOOXHMKaMM n rapaHTupyoT 9NeraHTHOCTb n
npuBneKkaTenbHOCTb Npe3eHTauunn.

OQHMM 13 KOMMNOHEHTOB Kaxaoro wabnoHa ABnseTcs LBeToBas cxema, Kotopas
onpegensieT YyNOpSA04EHHYHO nocrnenoBaTenbHOCTb n3 BOCbMU LiBETOB,
npegHasHayeHHbIX  Ons  u3obpaxeHus  pasnuuHbIX  3NeMeHToB  OohopMieHns
npeseHTaumn. NpocTon CMeHbl HEKOTOPbLIX LBETOB UMW BCEW LIBETOBOW CXeMbl ObiBaeT
AO0CTaTO4YHO, YTOObLI Npe3eHTaLmst NONMHOCTbLIO Npeobpasnnack. YTobbl CKOPPEKTMPOBATL
LUBETOBYKD CXeMy npes3eHTauun, npouie BCero BbliOpaTb OAHY W3 CTaHOAPTHbLIX CXEM
PowerPoint.

Mpn oTcyTCTBUM [OCTATOMHOrO KONM4yecTBa BpeMeHu [Ans  odopMIieHust
npeseHTaumMm MOXHO BOCMOMb30BaTbCA CTaHAAPTHbIM LWAabnoHOM, HO, YTOObl NONyYUTb
AEeNCTBUTENbHO NpUBIiEKaTeNbHYO MNpe3eHTauuto, cnegyet AOMNOMHUTENBbHO BblAENUTb
BaXKHble MYHKTbl, 406aBUTb HEOOXOANMbIE PUCYHKM, @ BO3MOXHO, U M3MEeHUTb obpaseu
cnanga, onpegenswowmn  obuwee pacnonoxeHne OOBEKTOB Ha Bcex crangax
nocrnegoBaTesnibHOCTH.

Ab3aubl 1 wpudT cnangos PowerPoint coopmaTupytoTCs TOYHO Tak e, Kak TeKCcT
Word. Bbl MmoxeTe Bblgenntb Nobon doparMeHT TEKCTa, HAaCTPOUTb OTCTYMbI, MHTEPBAnbI
N pexunmbl BblpaBHMBaHUA ab3aueB. OTW napameTpbl yoobHee Bcero perynuposaTb C
NMOMOLLbIO TOPU3OHTANbHOM W BEPTUKANbHOW JMHEEK, KOTOpble MNOA0OHbI NUHENKam
Word. lNMocpeactBomMm TabynsaTtopoB MOXHO co3gaBaTb Hebonblimve Tabnuubl. Boigenus
dopasy, ¢ nomoLubio kKomaHabl WpndT Ha BkNnagke MaBHag MOXHO N3MEHSATbL pasmep u
HadepTaHue ee WwpudTa.

OCHOBHbIMM  TEKCTOBbIMW 3fEMEHTaMn Mpes3eHTauun SABnalTca  cnuckn. B
otnnuyme ot Word cnuckn PowerPoint nsHadyaneHo npeanonaratoTcsi MHOrOypPOBHEBbLIMM,
4YTO BHOCUT HEKOTOpyl chneuuduky B npuembl ux opmaTtupoBaHus. B kadectse
Mapkepa MOXHO MCnonb3oBaTh No6on cnmsos nboro wpudTa n gaxe pUcyHokK. YTobbl
Ha3Ha4YNTb PUCYHOK, LIESNIKHUTE B OKHE BKNagku MapkupoeaHHbIU CrUCOK Ha KHOMKe
PucyHok wn Bblbepute oavH u3 npeanaraembiX rpadguyecknx Mapkepos nmbo
nMnopTupymnTe B GubnmoTteky mapkepoB ain ¢ pUCyHKOM.

B PowerPoint nobon TeKCT, Tak Xe KaK PUCYHOK, Auarpamma unm Tabnuua,
npeacraensieT cobon OTAenbHbIN OObEKT wnu  aBTOUrypy, KOTOPYH MOXHO
nepemMeLlaTtb, MacwTabmMpoBaTh, NOBOPaYNBaTh U packpawmnsBaTb.
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B cocraB wabnoHa am3anHa npe3eHTauMM KpoOMe LBETOBOM CXEMbl BXOOAT
obpasubl cnangos, TUTYNbHOMO crnanga, CTpaHul 3aMeTOK M pasgaToOdMHOro mMatepuana,
KOTopble onpeaensioT cTaHgapTHOE ohopMIeHNe 3TUX INEMEHTOB. MameHss obpasel,
MOXXHO MoauduLmMpoBaTh cpasy Bce crianapbl npeseHTaumm. Obpasel cnangos COAEPXUT
B cebe cneayroLme KOMMNOHEHTbI:

e LUBeT ooHa, KOTOPbIN MOXET MMETb NilaBHbIE NEpexoabl ToHa,

e [pUHMMaeMble MO YMOSYaHUK napamMeTpbl hopMaTUpOBaHNA LIPUPTOB,
3arosIoOBKOB 1 MapKMPOBaHHbIX CANCKOB,

e [OMONHUTENbHbLIE 0OBEKTLI, pa3MeLLlaeMble Ha 3agHEM MaHe cnangos,

e TpWU creumanbHbIX NONs, oTobpaxarowue [aTty, HOMep cnavga M TEeKCT
HWXXHEro KONOHTUTYNA.

Npadumyeckne ob6bekTbl PowerPoint HMYemM He OTnMyalTCAa OT PUCYHKOB U
aBTodouryp Word. IX MOXHO BCTaBnATb Kak Ha camu cnamgbl, Tak n B obpasubl. [ns
dhopmaTmpoBaHns rpauyeckmx OOBHLEKTOB UCMOMb3YHTCS KHOMKM U KOMaHAbl NaHenu
WHCTpYMeHTOB BcTaBka.

Ha cnampgax PowerPoint mMoxHO pasmelwiate Tabnuubl, gnarpammbsl U apyrue
00beKTbl, pasbsCHAOLWMNE codepXaHue npeseHTauun. Horaa Xopowlo MOCTPOEHHbIN
rpadovk HaMHOro KpacHOpeudMBee HECKOSbKUX AecsaTkoB cnoB. B PowerPoint Takke
AOCTYMNHbl  Tabnuubl, KOTOPble  MNOSIHOCTbKD  aHanorMyHol  Tabnuuam  Word.
OpranusaumoHHass guarpamma npegcrtasnseT cobon 65iok-cxemMy M3 CBSI3aHHbIX
NPSAMOYrONIbHUKOB M MOXET 0OpuCOBbIBATb, HaNpUMEpP, CTPYKTYpy OpraHusauuu wunu
reHeanorn4yeckoe ApeBo CEMbMW.

Onsa pob6aBneHus opraHM3auMoHHOW guarpammbl Ha cnamg PowerPoint npouwe
BCEro BOCMNOSb30BaTbCA creuuanbHon dyHkumMen SmartArt. Bbibepute komaHay
Bcmaska\ SmartArt \ Uepapxusi. Belbepute nogxoaawmin BapuaHT, guarpamma obyget
nepeHeceHa Ha crnang. Ha cnange nosiBUTca MectosanonnuTesb.

JTtobon o6BLEKT nNpes3eHTaunm MOXHO M3MEHATb. Hanpumep, B opraHn3auMOHHYHO
anarpaMmmy MOXHO [00aBUTb LOMOMHUTENbHbIE OMOKM WU yOanuTb HEHYXHbIA OIoK.
brnoku opranarpammbl MOXHO He TOnbkOo 000aBnATbL M ygandtb, HO M NepemMeLlathb,
N3MEHSAS CXeMy NOAYUHEHHOCTM.

2. Mopsapok BbINONHEHUs1 paboThbl

1. Bknouute komnbtoTep. 3arpy3ute Microsoft PowerPoint. Cospante nyctyto
npeseHTaumo 6e3 kakoro-nnmbo odopmneHns u copepxaHus. [JobGaBbTe HECKONbKO
CnangoB B pexume CTPYKTypbl. lNepekntountecb B pexum crangoB. Yaanute BTOPOW
cnang. CoxpaHute pesynbtatbl paboTbl B CBOEK narke.

2. CospganTte cBoto npeseHTauuio 13 9 cnarngos O6wmn goknaga.

lMpeBpatnte OOMH W3 MAapPKUPOBAHHLIX CMUCKOB B OTAENbHbIA crang ¢
COOTBETCTBYHLLUM 3arosiOBKOM.

lMepemectuTte rpynny cnavgoB C YETBEPTOro Mo LIECTOM Mexay nepBbiM Wn
BTOPbLIM Criangamu.

MMepeknounTecb B pexmm COPTUPOBLLUMKA WM CO3JanTe WTOroBbl crang nns
rpynnbl cnangos co BTOPOro Mo LecTomn.

CoxpaHuTte pesynbtaTthl paboTbl B CBOEW Narke.

3. CosganTe HOBYIO MYCTYIO Npe3eHTaumIo.

[o6aBbTe TUTYNbHLIN Crang u BBEAUTE B HErO 3arofloBOK M NOA3arosioBOK.

HobaBbTe OBa cnawnga, OAWH C OBYMSI CMMCKaMu, a BTOPOM C OpraHuM3auMOHHOM
anarpammon. 3anonHUTEe MecTo3anoNHUTENN KakuM-Mbo TEKCTOM.

CoenanTe NepBbIN CNUCOK NEPBOro crnanga HyMepoBaHHbIM.

BTopomy cnvcky Toro xe cnanga 3agante mapkepbl ns 6ubnuotekm ClipArt.
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OtkponTte o6pasey cnamga w pobaBbTe Ha Kaxabll crnamg PUCYHOK C
rMMNEpPCCHINKOM Ha NepBbIv criang, npeseHTaunu.

B none patbl o6pasua cnanga BeiBeguTe Aaty M Bpems nocrnegHero o6HoBneHuns
npeseHTauuu.

3anenTte ¢oH obpasua Kaknm-HNbyab y30pom.

[JoGaBbTe Ha TpeTMh crnang npeseHTauMm oprguvarpammy U3  4YeTblpex
CTaHAapTHbIX 6/10KOB (OAMH HaYanbHUK U TPU NOSYNHEHHbIX).

Pacnonoxute 6rnokn nog4YNHEHHbIX ApYr NO4 OPYIrOM.

CoxpaHuTte pesynbTaTthl paboTbl B CBOEK Narnke.

3. Nopsiaok odpopmneHns otTyeTa

MoaroToBbTE OTYET O BLINOMHEHHOW NabopaTtopHon padoTte. OTYeT O
nabopaTtopHon paboTe LOMKEH coaepXaTbh: TUTYNbHbIA NIUCT (C 4ENCTBYHOLLMM
BapMaHTOM TUTYNIbHOIO NUCTa MOXHO O3HAKOMUTLCS Ha http://standarts.guap.ru), uenb
nabopaTtopHon paboTbl, NOSyYEHHbIE B X04€ BbINOSIHEHMS paboTbl AOKYMEHTbI. Ha
KOMMblOTEPE NPeacTaBnaTCca dannbl ¢ pedynbTatamm paboTbl, 3anMcaHHbIe B Nanky ¢
HOMepoM Baluew rpynnei/Bawia dammunusa/Ne nabopatopHon pabotel. Chopmynupynte
BbIBOAbI, KOTOpPbIE MOXHO caenaTb NO pe3ynbTaTaM BbINOIHEHHOW paboThbl.

4. KOHTpONbHbIE BONPOCHI

1. Kak yganuTtb cnang B pexume crnangos?

2. Kak npeBpatnTb MapKMpoBaHHbIA CMIUCOK B OTAENbHbIV criang?

3. Kakne KoMnNoHeHTbl coaepxut obpasel crnangos?

4. [ns kakux Lenemn ncnosnb3yT PEXUM COPTUPOBLLMKA?

5. Kak cosgaTtb UTOroBbIv Cnang B pexume copTupoBLimKa?

6. Kakas runepcchbinika obecneunBaeT nepexoq Ha nepsbin cnang?

7. Ha3oBMTE OCHOBHbIE TEKCTOBbIE 3NIEMEHTbI NPE3EHTaLMNN.

8. Kak HacTpauBaeTca hopmat aaTbl?

9. Kak nameHuntb cnocob pasmelyeHus 6nokos?

10. [Ina kakmx uenen npegHasHa4vyeHa naHenb MHCTpymeHToB Cmpykmypa?

JTa6opaTopHasa pab6oTta N2 11. 3HaKOMCTBO € CUCTEMOM yrnpaBneHus
6a3amm gaHHbIX Microsoft Access

Llenb paboTbl: nonyvyeHMe HavanbHOro npeacTtaBneHus o pensumoHHon CYB[
ACCESS, co3panue b[l.

1. MeToan4yeckune ykasaHus

NHpOpMaLMOHHbIE TEXHOMOrMM MOBCEMECTHO BHEAPSTCA BO Bce cdepbl
yenoseyeckon pestenbHoctn. OOHOM M3 caMbIX PacnpPOCTPAHEHHbIX COBPEMEHHbIX
TEXHONOMMM sBNAeTCs ucnonb3oBaHne 6a3 gaHHbIX (B[). Basbl AaHHbIX co3gatoTcsa U
NCNOMb3YyKTCA C MOMOLLbI0 chneunanbHbIX MNPOrpaMMHbIX  CPeAcTB, Ha3blBaEMbIX
cucteMamu ynpasneHus 6azamu gaHHbix (CYB[).

CywectByeT bonbLuoe pasHoobpasne Tunos CYB[]. Hanbonee pacnpocTpaHeHHbIMU
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B HacTosiee BpeMs ABNAOTCA penaumoHHble CYB[l, Kk koTopbiM OoTHOCcUTCA Access.
Access paboTtaeT nog ynpasreHMem onepaumoHHon cuctembl Windows n BxoauT B
coctaB Microsoft Office BmecTe ¢ Excel, Word n PowerPoint. Access oTHOCUTCS K Knaccy
«HacTonbHbixy CYB[l, KkoTopble WMEKT BbICOKO pa3BUTblE HA3blKOBblE CpPeACTBa,
npegHasHa4yeHHble Ans paboTbl C HUMM MONb3oBaTenen pasnMyHon KBanudukauuum, B
TOM 4YUcfe U nornb3oBaTenen, He ABNALWNMXCA cneuuManuctamu B atonm obnactn. C
nomoLLbio Access MOXHO co3gaTb: nokanbHyto B[, obwyo Bl B cetn ¢ cepBepom mnum
co3gaBaTb NpunoxeHus, padotatowume ¢ b1 Ha SQL-cepsepe.

Ana pa6botbl ¢ nmwobon CYB[ HeobxogumMo uMeTb OnpeaenéHHbIN YPOBEHb
TeOopeTUYECKON MOArOTOBKM, B NMPOTMBHOM Cryyae 3Ta paboTa cBefETCA K HaXUMaHUIo
KHOMOK W HenpeackasyemMblM NOCNeacTBUSAM.

B ana penaunoHHbix CYB[ xpaHuTca B ABYMEpPHbIX Tabnuuax, CBA3aHHbIX MeXay
cobon. [Ina oco3HaHHOM paboTbl ¢ Access HEOOXO0AUMO 3HATb ANEMEHTbI PENSALMOHHOM
Teopun, B YACTHOCTU oONpefdenaTb «KMo4ymM» Tabnuy u MNoHMMaTb, Kak W 3a4yem
OCYLLIECTBMATCA CBA3M Mexay Tabniuamm

Ckonbko Tabnuuy B B[l, cTpykTypa MHOpMaUMM B KaXOOW M3 HUX, Kak Tabnuubl
cBsA3aHbl Mexay cobon — Bce 3TK BOMPOCHI peLlanTca Ha atane npoektupoBaHna B/.

OT TOro, Hackonbko YyAadHO BbINONHEH npoekTt B[, 3aBucut eé
PYHKLMOHNPOBAHME.

M3BECTHbIN aMEpPUKAHCKMA MbICNUTENb, MPU3HaHHbIA aBTOpUTET B obnacTtu
TexHonorm B[ Kpuc Oent ckasan cnepywouwlee: «lpoektnposaHne B — aTo ckopee
WCKYCCTBO, YeM Hayka». TeopeTuyeckne BONPOChLI NpoekTnposaHua B unsydaroTca B
oTaensHon gucuunnuHe «lpoektnuposaHne BO»

[na 6onee agpdekTnBHon paboTel ¢ CYB[] Access BaXKHO 3HaTb TEPMUHOMNOTUIO U
NOHMMaTb MPUHLMN NOCTPOEHUs pensaunoHHon Basbl gaHHbiX. CYB[ nogaepxuBaeT B
namatn OBM mopgenb npeameTtHonm obnactu. log npedmemHolu obrnacmeto NPUHATO
noHMMaTb YacTb pearnbHOr0 Mupa, noafnexalwero MW3y4YeHuo Ang opraHusaumm
ynpaBneHus. [onyctumas opraHuM3aums [OaHHbIX onpegenserca pasHoobpasnem wu
KONM4eCTBOM TUMOB OOBEKTOB MOAENN AaHHbIX, OrPaHUYEHNAMIN HA CTPYKTYPY AaHHbIX.

PensunoHHasa 6a3a gaHHbIX NpeactaBnsieT cobon MHOXECTBO B3aUMOCBSA3AHHbIX
ABYMEpPHbIX Tabnuu, Kaxgasi U3 KOTOpbIX COAEPXWUT cBefeHust 06 Of4HOM CYLHOCTM
npegmeTHoM obnacTum.

CTpykTypa Tabnuubl onpeaensieTcsa CoCTaBOM M MNocrenoBaTenbHOCTbIO r1oned,
COOTBETCTBYHOLWMX €€ cTonbuam, C ykasaHMeMm Tuna LaHHOro, pasmeLlaemoro B rore.
Kaxxgpoe  none  oTpaxaeT  ONpedenieHHy  XapaKTepuCTUKy  CYLIHOCTM,  a
COOTBETCTBYHOLLMI CTONOEL, COAEPXKUT AaHHbIE O4HOrO TMNa.

CopepxaHue pensiuMoHHOW Tabnuubl 3akno4eHo B €€ cTpokax. Kaxpgas cTpoka
Tabnuubl COOEPXWUT AOaHHblIE O KOHKPETHOM 3K3EMMMIsipe CYLWHOCTU W HasbiBaeTcs
3anucblo. Na OOHO3HAYHOrO ONpedeneHust Kakaown 3anucu Tabnuua OofmKHa MMETb
YHUKAnNbHbIV K/TH0Y (Mep8uYHbIU Kto4). Kntoy MOXXeT COCTOATb M3 OAHOIO UIM HECKOMbKNX
nonen (cocmasHou Kmod). o 3HayYeHuo kntoda B Tabnuue 6asbl 4aHHbIX OAHO3HAYHO
onpegensieTcs 3anucb. Cesa3u mexagy Tabnuuamn Bl galoT BO3MOXHOCTb COBMECTHO
ncnomnb3oBaTb AaHHble M3  pasHbix Tabnuuy. CBsA3b  Kaxgonm napbl  Tabnuy
obecneynBaeTCca OAMHAKOBbIMM B HUX MONsiMW. [MepBUYHbBIA KIOY rnaBHOW Tabnuupbl
NoBTOPSIETCA B MOAYMHEHHOW Tabnuue n HasblBaeTCs B HEW 8HEWHUM USTU 8MOPUYHbBIM
Krro4yom. Access nogaepXxmBaeT CBA3N Mexay Tabnuuamm AByX TUNOB: OOUH K OOHOMY, U
00UH KO MHOo2uM. CBA3b OA4MH K OOQHOMY O3HayaeT, YTO KaXK4oMn 3anucu rnaBHon Tabnuubl
MOXeT COOTBETCTBOBaTb TOSMIbKO OAHA 3anucb B NOAYMHEHHOW. CBSA3b TMMNa OA4WH KO
MHOMMM O3Ha4aeT, 4YTO 3anuMcu rNaBHOM Tabnuubl MOXET COOTBETCTBOBATb MHOrMO
3anucen B nopgyumHéHHon. CYB[l nogaepxuBaeT CChbIIOYHYH UeIoCMmHOCmb, Npw
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KOTOPOM HEBO3MOXHO CyLIeCTBOBaHWE 3anMcum B NogyYuHeHHouW Tabnvue 6e3
COOTBETCTBYHOLLEN 3aNnCK B rNaBHOM Tabnumue.

PasmelleHne cBegeHUin 0 Kaxxaom CyLHOCTM B OTAeNbHOW Tabnuue n cBasbiBaHUe
Tabnuy nossonsieT um3bexaTb MNOBTOPEHUS AaHHbIX, MNPOTUBOPEYMBOCTH, YynpoLlaeT
o6GHoBNeHne nHgpopmauumn n nounck B BJ.

Kaxxgoe none B Tabnuue wnmeeT onpefeneHHblin dopmaT M 3afaHHbI Mo
ymorn4yaHuto tvn. Access nogaepXxuBaeTt Bce HeobXxoanmble TUMbl nonen: TekCcToBbIn —
AN XpaHeHNA OOHOM CTPOKM TekcTa, YucrnoBon — ang uducen. [eHexHbin — ans
npeactaBneHns OeHexXHblX BenuuumH. [arta/Bpema — gna spemeHn, MEMO — pgna
XpaHeHNsa NPOn3BOSIbHON MHGOPMaUUK. Jlormyecknn — gnsa norndeckux aHavyeHun, MNone
ob6bekta OLE — gns xpaHeHus 06beKTOB M3 APYrnX NPUMIOXKEHUN, NOAOEPKUBAKOLLMX
TexHonoruo OLE, N'vnepccbinka — ansa nepexofa K o0bektam Tor XXe caMOon unn gpyrown
6asbl AaHHbIX, K AOKYMEeHTaMm, co3gaHHbiM B MS Word, MS Excel 1 MS PowerPoint, a
Takke K [OOKYMEeHTaM, pacnofioXXeHHbiM B rrnobanbHon cetn WHTepHeT, MacTtep
NOACTaHOBOK — NS CO3JaHNSA CNNCKa 3HAYEHUI U3 CCbINTOYHON Tabnuubl.

BaxHon xapaktepuctukon CYB[ saBnseTtca nogaepka LEnoCTHOCTU (KOPPEKTHOCTMU
nHopmauun) BL. lMopgoepkka ULENOCTHOCTM MOXeT peanusoBbiBatecsl B CYB[
pasnu4yHbiMK cnocobamu, 4TO NO3BOSISET BblAENUTb HECKOSTbKO €€ BUOOB:

* nocne onpegenexns tuna nons b CYB[ kKoHTponupyeT BBOAUMbIE B HUX
3HayeHus;

" CBOWCTBO nons — pa3mep aBndaeTcda A0MNMOoJSIHEHNEM K OrpaHUYeHnIo no Tuny;
® ycrnoBue Ha BBOAUMbIE 3HA4YEHUE,

"  MacCKa,

" uHAOeKcunpoBaHUE none Cry>XnT Oand KOHTPOoNA YHUKalIbHOCTMU,

CcbInioyHas LenocTHOCTb AaHHbIX O3Ha4yaeT CUCTeMy MpaBuil, UCMNONb3yeMbIX B
Access Ons nogaep)kaHusi CBSA3EW Mexay 3anucaMu B CBSI3aHHbIX Tabnuuax, a Takke
obecneynBaeT 3allUTy OT CNYY4arMHOro yganeHus UM U3MeHeHusi CBS3aHHbIX OaHHbIX.
YCTaHOBUTb CCbITOMHYK LEMNOCTHOCTb AaHHbIX MOXHO, €CNni BbINOSTHEHbI CrieayloLlimne
yCroBMUS:

* CBSI3@aHHOE Mofe rnaBHou Tabnuubl ABASETCA KIHOYEBbIM MOMEM UNN UMEET
YHUKanNbHbIA NHOEKC;

" CBSI3aHHblE MNOMs MMEKT OAWH TWUN OaHHbIX. 34ecb  CywecTByeT
ncknioyeHne. lNone cyetynka MOXeT ObiTb CBA3AHO C YUCMOBLIM MOMEM,
€Ccnu B nocrnegHem B cBoncTBe Pa3mep rosis ykasaHo 3HadveHue «rinuHHoe
uernoey;

B CYB[] Access npouecc co3gaHus pensiumoHHon b BknovaeT co3gaHmne Cxembl
AaHHbIX. Cxema AaHHbIX HarnsiaHo oTobpaxaeT Tabnuubl 1 CBA3N MeXAy HUMM.

bason gaHHbIx B CYB[] Access siBNsieTcs COBOKYNHOCTb Tabnuy, hopM, OTHETOB,
3anpocoB, MAaKpOCOB, XPaHALLMXCSA B 0OgHOM hanne Tuna .mdb.

2. MopsAAoK BbINOMHEHUA paboThbl

1. CospganTte 6a3y gaHHbix JEKAHAT, BbINONHMB cneayowme AencTeus:
e 3arpy3ute Access, B nosBmBLLUEMCS OKHe B MeHo Palinn | CoszdaHue | [Nycmas
basa OaHHbIx paboyeeo cmorna;
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e B OKHe Qausn Hosou 6a3bl 0aHHbIX YKaKuTe Bally nanky Ans pasmeLleHust
6asbl AaHHbiX M ykaxute ums B[ -- [OekaHaT- «Bawa damunua» -. Mo
ymon4yaHuo Access npegnaraet Bam umsa 6asel db1., a tun canna — mdb.
(Beibop ancka ansa xpaHenuna B[, ytouHsieTcs y npenogaBaTens)

o HaXXxmuTe KHonky Co30ame.

2. Cospante ctpyktypy Tabnuubl NMPEMNOOABATEJIN. Ons atoro:

e B OKHe ©asbl [faHHbiXx Bblbepute Bknagky Co3damb, [panee NyHKT
KoHcmpykmop mabnuy. B pesynbtate npogenaHHbIX onepaumn OTKpbiBaeTCs
OKHO Tabnuubl B pexumMe KOHCTPYKTOpa, B KOTOPOM crnegyeT onpeaenvtb
nonsa Tabnuupl.

° Onpe,u,enMTe nons Tabnuupbl B COOTBETCTBMM C Tabn. 9.

Tabnuua 9 CtpykTypa Tabnuubl NMpenogasaTtenu

Nwms nons Twun paHHbIX Pasmep nons

Koa npenogasarens Yncnoson Llenoe

damunus TeKCTOBbIN 15

Nwmsa TekcToBbIN 13

Ot4yecTBO TeKCToBbIN 15

[aTa poxgeHus HaTa/Bpemsi (macka)

[JOSKHOCTb MacTtep nogcraHoBOK 25 none co
CMNCKOM

Crax Yuncnoson Llenoe (ycnosue Ha
3HavyeHne >0, BbIBOA
COOTBETCTBYIOLLENO
coobLeHns o6 owmnbke)

Kadegpa TeKCTOBbIN 11

TenedoH TeKkCTOBbLIN 9 (macka)

3apnnarta [leHexHbIn

¢ [lpu onpepenexHun nona JATA POXOEHWUA ncnonbsyem macky gns ygobHoro
BBOA4A AaThl (T.e. B Aartax TOYKM OyayT BBOOUTCS aBTOMatuyecku). [ns atoro B
CeowcTtBa nonen Ha Bkragke O6uwune ycTaHOBUTE KypCcoOp Ha nosfe macka, cnpasa
NOSIBUTCS KHOMKA C TPeMs ToYkamMu — HaxXmuTe Ha Heé. B nosaBuBLUEMCA OKHE
CcO34aHns Macok BblbupanTte KPATKU ®OPMAT OATHI.

¢ B none JOIMKHOCTb ucnonb3yem mactep NoLCTAHOBOK ANS TOro, Ytobbl He
BBOAUTb, @ BblbupaTb M3 CNMUCKA HYXHYH OOSMKHOCTb, C BO3MOXHOCTbIO BBOAA
AOIMKHOCTK, KoTopon HeT B cnucke. B pexume CO3O0AHUA MNMOOCTAHOBOK
BblGupaem PUKCUPOBAHHBIN HABOP 3HAYEHWI, nanee cosnaem 1 ctonbel
C OOIMKHOCTAMN: Npodeccop, AOLEHT, CTapLuMiA NnpenogaBaTerib, aCCUCTEHT.
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3aKkoHYMB cO3gaHMe CnmMcKa B pexnme KOHCTPyKTopa Ha Bknagke [lodcmaHoeka
(cBomcTBa nongd) NOCMOTPUTE MOSIBUBLLMECA M3MEHEHUs1 nocne paboTbl mMacTepa.
MpoBepbTe cTpoky OepaHuyumbCsi CrUCKOM, B KOTOPOM JOJIKHO CTOSITb CNoBo Hem.

¢ B none CTAX B obwwux ceoncTBax nons ycraHosute [Ipasuno nposepku >0,
CoobuweHue 06 owubke BBeOnUTE - CTaX A0IMKEH ObiTb 6onbLue 0.

¢ B none TEJIE®OH Habepute macky ansa seoga 999-99-99, kotopasi NO3BOSMIUT HE
HabupaTtb TMpe B HomMepe TenedoHa npu BBoae B nose. (nogpobHee 0 Mmacke CM.
help)

¢ B «kavectBe knoyeBoro 3agante none KOO TMPEMOOABATENA (HaxaTtvem
NpaBoOW KHOMKM MbILUKX Ha none).

3. Tabnuua CTYOAEHT Oygetr wmnopTtupoBaHa u3 Tabnuubl Excel (dann
CTyAeHT.XIs MmecToHaxoxaeHne Tabnuupbl y3HaTb y npenogaBaTens)

e Bknagka B MmeHto BHewHue 0aHHbIe \ Excel

o OTpepakTupynTe CTPYKTypy CO34aHHOM Tabnuvubl B peXXumMme KOHCTPYKTopa
Tabnuua 10 Ctpyktypa Tabnuubl CTyaeHT

Nwms nons Twnn gaHHbIX Pasmep nons
Kop ctygeHTa Yucnoson Llenoe
damunus TekcToBbIN 15
Nms TekcToBbIN 12
OT1yecTBO TekcToBbIN 15
Homep rpynnbl Yncnoson Llenoe
Anpec TekcToBbIV 30
TenedoH TekcToBbIN 9 (macka)
4 Mone co
Mepganuct TekcToBbIN cnnckom(da/Her)
no yMOM4YaHuo
HeT

¢ B kadectBe kntouyeBoro 3agante none KOO CTYOEHTA. [lna aToro wenkHiTe no
nonto KOO CTYOAEHTA v BeinonHute komaHay lNpaeka=Knwoyeegoe rorne;

¢ [lna yonobcTtea BBOAa TenedoHa 3agante macky 999-99-99

¢ B none MEJAJIUCT cospawnTte lNosie co cnuckom (Ceoticmea rons \ lloOcmaHoska \
Tun anemeHma ynpaeneHusi) 6e3 BBOA4A HOBbIX 3HAYEHUIN, B Tun UCMOYHUKa CMPOK
Bblbepute CIMNCOK 3HAYEHWUW, McmoyHuk cmpok 3agante "OA" n "HET", a takxe
3agante 3HauyeHue no ymondaHuto “HET” (kaBblukn 06a3aTeNbHbI).
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4. Cospaute cTpykTypy Tabnuubl QUCUUMIMNINWHBI B cooTBeTcTBUM € Tabn.11.

Tabnuua 11 Ctpyktypa Tabnuubl ucumnivHbl

Nwms nons Twun paHHbIX Pasmep nons
Koa aucumnnuHbl Yucnosown Llenoe
HasaHwne TekcToBbIN 30
ANCLMNIINHBI

Homep cemecTpa Yncnosown Llenoe

Kog npenogasaTtens Yuncnosown Llenoe (macTep
noACTaHOBOK)

OK3ameH TekcToBbIN 4 (nomne co CMWCKOM

9K3/3a4)

¢ B kauectBe knto4veBoro 3agante none KOO ONCUUMMIIUHBI.

¢ [llone KOO TIPEMOLOABATEJIA ©6yget 3anonHATbCA Npyv NOMOWM  MacTtepa
nogcraHoBok m3 Ttabnuubl MPEMOOABATEJIN. N3 pocTynHbix nosnen Tabnuubl

MPEMNOOABATEJIM BbiGepuTe,

KOO TMPEMNOOABATENIA ®AMUIUA, WNMA,

OTYECTBO, ckpoute knto4veoe none. lNocne paboTbl MacTepa Npu 3anofiHEHUMU
nona KO MNMPEMOOABATEJIA Tabnuubl 6yayTt otobpaxarca PO npenogasatens
ansa solbopa, Ho B Tabnuue AVNCLUMIINHBLI none KOO MPEMNOOABATENA 6yaet

OoCTaBaTbCA 4YNCNOBbLIM LieJrlbiM

¢ [lone OK3AMEH 3anonHante npu NnOMoLuM Nons cO CMMCKOM ABYX 3HAYEHUN OK3 Unu

3ay

5. Tabnuua OUEHKW 6ygeTt umnoptnpoBaHa mn3 6a3bl gaHHbIX OLLEHKN (dann
oueHkn.mdb) MecToHaxoxaeHue canna ysHatb y npenogaBaTens)

e MeHw BHewHue daHHbIe | Access

6. OTtpepaktupymnte cTpyktypy Tabnuubl OLLEHK B cooTBeTCcTBUM C Tabn. 12.

Tabnuua 12CTtpykTypa Tabnuubl OueHkn

Vimsi nons Twun gaHHbIX Paamep nons
Kog ctyaoeHTa Yncnosown Llenoe (mactep
noaCcTaHOBOK
Ko ancumnnuHebl Yncnoson Llenoe (mactep
noacTaHoBOK Llenoe
Homep cemecTtpa Yncnosown Llenoe
OueHku Yucnoson bant
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¢ Kknod BygeTr cocTtaBHOW: koA cTydeHTta (noactaHoBka ®UO CTYOAEHTA), kopg
ANCUMNIMHBI (NOACTAHOBKA HasBaHWEe AUCUUNIIWHBI), HOMEpP cemecTpa. (B pexume
KOHCTPYKTOpa BblAeNMTe TPU NONS U 3aganTe Kou)

¢ OTta Tabnuua yxe 3anonHeHa.

7. PaspaboTanTte cxemy AaHHbIX, T.€. co3ganTe CBA3N Mexay Tabnuuamu. Ons
3TOro:

BeinonHute komaHgy Paboma c¢ 6asamu OaHHbix=Cxema OaHHbIX. Ha akpaHe
nosiBUTCA OKHO "Cxema pdaHHbIX" M camMa cxemMa AaHHbIX C YCTaHOBJIEHHbIMMU
cBA3AMN Mexay Tabnuuamu;

Ecnu xxe cxema gaHHbIX aBTOMaTUYECKN HE MOSIBUNACh, TO BbIMNOMHUTE KOMaHay
Omob6pasumb mabnuyy;

B nosiBuBwemca okHe OygeT BblAeneHo HasBaHue ofHon Tabnuubl. HaxmuTe
KHonky [Jobasume;

MepeBeouTe BblgeneHWe Ha WMA criegyowen Tabnuubl M HaXMUTE KHOMKY
Lobasums. AHanorn4yHo nobaBbTe ocTaBlLUMECS ABEe Tabnuubl,

3aKponTe OKHO HaXkaB KHOMKY 3akpbimb;

Cospante cBsasb mexagy Tabnuuamn OUCUUIMTIMHBI v OUEHKW. Ona atoro
nogsegute Kypcop Mbiwm Kk nomwo  KOOA ANCUUMIIMHBLI B  Tabnuue
OVNCUUTTIMHDBI, HaxmunTe neByk KnasBuwy MbIlM W, HE OTnyckas ee,
nepeTtawwmTe kypcop Ha none KOO ANCUNMITNHBLI B Tabnuue OLEHKW, a 3atem
OTNyCTUTE NEBYIO KNaBuwy Mblwn. Ha akpaHe oTkpoeTca okHO "CBsasun”;

LenkHnte no sivenke ObecrieyeHue ueriocmHocmu OaHHbIX — B HEW A0KHa
NOSIBUTbCA ranoyka;

LenkHuTe no ayenkam KackadHoe obHosreHue cesi3aHHbIX rosel n KackadHoe
yOareHue cgesizaHHbIX 3anucedl.

MHd)OpMauUﬂ. 3agaHne KkackagHoro o6HOBIEHUA CBSI3aHHbLIX NOSMIEN U KackagHoro

yaaneHne CBSA3aHHbIX 3anucen MO3BONUT BaM pedakTUpoBaTb 3anvMcu TONbKO B Tabnuue
ONCUNMINWHDBL, a B Tabnuue OUEHKW atn penictBus GyayT CO CBSI3aHHbIMM  3aMvCAMMU
BbINOMHATLCA aBTOMaTU4eckn. Hanpumep, ecnu Bl yganute u3 tabnuusl JUCUUTMTIMHBLI oanH
npegmeT, To B Tabnuue OLUEHKWN yaanaTtcs Bce CTPOKM, CBSA3aHHbIE C 3TUM NPeaMETOM.

Haxmute kHonky OK. Cesasb 6yaeTt co3gaHa;

AHanornyHo cosgante ceasm mexay nonem KO NMPEMOLOABATENA B Tabnuue
MPEMNOOABATEJIM wn nonem KOO TPEMOOABATENIA B Tabnuue
ONCUWIMTIMHBI, a Takke mexgy nonem KOO CTYOEHTA B Tabnuue CTYOEHTbI
n nonem KOO CTYOEHTA B Tabnunue OLIEHKW;

Tenegon
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PucyHok 43Cxema B[1
e CBepbTe NonyyeHHy cxemy ¢ PucyHok 43.
e 3aKpomnTe OKHO CXeMbl AaHHbIX, 0TBeTUB [JA Ha BONPOC O COXpPaHEeHMU MakeTa.
3. Nopspok ochopmneHus otyeTa

MogrotoBbTE OTYET O BbINOMIHEHHOM nabopatopHon pabote. OTyeTr ©
nabopatopHon paboTe [OMKeH coaepXaTb: TUTYMbHbIM NUCT (C  OENCTBYHOLLUM
BapUaHTOM TUTYIbHOIO fIUCTa MOXHO O3HaKOMUTbCA Ha http://standarts.guap.ru), uenb
nabopartopHon paboTbl, NOfy4YeHHble B XO4e BbiNonHeHUs paboTbl cxema b c
yKkasaHnem BMOOB CBA3en wMexgy Tabnuuamu. PaspaboTka CTpykTypbl Tabnuy
MpenogaBatenu, CtygeHTbl, OucumnnuHel, OueHkn. Ha komnbloTepe npeactaBnalTCs
gann ¢ pesynbtatamum paboThl, 3anNncaHHbIe B Nanky ¢ HOMEPOM Ballen rpynnbi/Balla
damunuma/Ne nabopatopHon paboTbl. Cdopmynupynte BbIBOObI, KOTOPbIE MOXHO
caenaTtb no pesynbTaTam BbIMNOMHEHHOW PaboThI.

4.Ko HTPOJIbHbI€ BONPOCHI

YT0 Ha3biBaeTcs, 6a3on AaHHbIX?

Ccyb[ ato -?

K kakomy knaccy otHocutcs CYB[] Access?

YTo Takoe knio4 Tabnuubl?

Kakne 6biBatoT kntoum B B[17?

AsndeTcsa Ny Hanu4ue kno4va B Tabnuue Access obsizaTenbHbIM?
Kakune Bugbl cessen nogaepxmsaet CYB[] Access?

Kakue Tunbl nonen gonyctnmel B Access?

Kakue cnocobbl co3gaHus nonen nogctaHoBku Bl 3HaeTe?

10 Kakue Bngbl orpaHMyeHns LenocTHocTn Bl 3HaeTe?

©CoNoh,rwNE

JNTabopaTtopHasa pabota Ne 12. Co3paHue chopm AnsA BBoAAa AaHHbIX B
Tabnuubl Microsoft Access

Llenb paboTbl: nony4eHne HaBbIKOB CO3aaHUs 3KpaHHbIX opm ACCESS
1. MeToanyeckume ykasaHus

lMocne onucaHnsa gaHHbIX B Tabnuuax MOXHO BBOAUTb B HUX AaHHble, OAHAKO
Takon cnocob umeeT psig HepocTaTkoB. Access NpeaocTtaBnsieT UCMOofb30BaHME
3KpaHHbIX dOpM C npegocTaBfieHMeM rpaduyeckoro auManoroBoro uHTepdenca
nonb3oBaTens. ®opmMbl NO3BONAT 4O06ABNATL M yAanaTb 3anucn B Tabnuuax, UBMeHATb
3Ha4eHus Nonen, nonyyaTb pacyeTHble JaHHbIE.

MpocTenwan dopma Ha OCHOBE OAHOW Tabnuubl MOXeT OblTb co3gaHa npwu
BbI6Ope 04HOro 13 pexxmumoB Aemogopmei: 8 cmonbeu, neHmo4YyHasi, mabruyHas.

Asmogopma 8 cmosnbey ABNsSeTCs ogHo3annceBon. B Hen nonsa pacnonaralTcs
B cTonbGeu, a B OkHe (pOpMbl OOHA 3anuMCb W KHOMKM nepexoda K APYruM 3anucsim.
(PekomeHayeTca ucnonb3oBaTb aBTodopMy B cTonbeu, ecnu ucxogHas Tabnuua
COOEPXUT MHOrO Nosen)
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OcTanbHble aBTOOPMbI MHOro3anucesble, T.e. MOMS pasMelwarTcs B O4HOW
CTPOKE N HECKOJSTbKO 3arnuncemn B OKHE.

Bce aBTOhopMbI HE NPEaOCTaBNAT BO3MOXHOCTM Bblibopa cTUNst 0OpMIeHNs 1
BblGupatoT Bce nonsa tabnuubl. OgHako nocne co3gaHnsa aBTOOPMbl, BOMAS B PEXUM
KOHCTPYKTOpa, MOXHO AopaboTaTb €€ B HY)XHOM HanpaBrieHuu, T.e. OTpeaaKTUMpoBaTb.

®dopmMbl MOryT ObITb MoOny4YeHbl M nNpu nomowm Macmepa ¢hopm, KOTOpPbIA B
pexume auanora C nonb3oBaTenieM no3BonisieT BbiOMpaTb OOHY WM HECKOMbKO
ncxogHbIxX Tabnuuy, otobpaxaTb TONbKO HEOOXOAUMbIE NMOMA, NPeaocTaBnsaeT CTUNM 4ns
nx opopmMneHns.

2. Nopsaok BbINONHEHUSA pabdoThbl

1. Bknouute komnbioTep. 3arpy3ute Access. B meHo @adsnn komaHga Omkpbimeb
cosgaHHyto Bamu B[] B n.p.Ne11.

2. Bbibepute Bknagky CosdaHue;

3. Haxmute kHonky Macmep ¢opm;

4. B oTkpbiBatowemcs cnucke Bbibepute Tabnuuy OJUCLUUIMIIVHDBI, nepemectute
BCce nonsd u3 JocmynHele rosns B BeibpaHHbie rosns, Bolbepute [anee;

5. Bbibepute nyHkT Aemoghopma: 8 cmonbeu;

6. Haxmute kHonky OK. dopma ons BBoaa AaHHbIX co3gaHa. (PucyHok 44)

__-I AucuMnanHb

AvcumnavHebl
7
HaseaHue gucumnauHel |MHbopmaTHEa
Homep cemecTp 2
Kog npenogasatens Cepreesa ~

JH3ameH JaueT w

PucyHok 44 ®opma gucumnivHbl
7. 3anonHute opmy AaHHbIMU (JaHHbIe NpuBeAeHbl B Tabn.15);

AHanornyHo co3gante dopmy Ansa BBoAa AaHHbIX B Tabnuuy NMPEMOOABATEJSA
(PncyHok 45)

8. 3anonHuTte hopmy gaHHbLIMU (AaHHbIE A5 BBoAaA B Tabs1.13)
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j Mpenoaaeatenu

Mpenopasatenu
¥
Kop npenopasatena 1
Pamnauns Cepreega
MmA CeeTnaHa
OTtuectBO AHaToNbeBHa
Nata poxaenua 31.08.1994
HNon#HocTb CTaplivii npenoaasartens ~
Cras 2
Kadenpa 82
TenedoH 207-25-26
3apnnaTta 30 000,00P

PucyHok 45 ®opma npenogasaTtenu

Coeem Mepexon wmexagy siMenkamu nydlle BbIMOMHATE KnaBuwen Tab nubo
Mbilwblo. CyllecTBYlOT U Apyrve BapuaHTbl Mepexoga Mo CTpokaM WM MNonsiM C MOMOLLbLO
Pas3nMYHbIX KNaBuLL N UX COYETaHWUA, HO OHWU pexe TpebyTes, Aa B HUX U 3anyTaTbCA HECNOXHO.
OB6bIYHO MX NCNONb3YIOT ONbITHBIE MONL30BATENM, HE NobsWMe paboTaTb C MbILbIO.

Tabnuua 13 Tabnuua Npenogasatenu

Koa | ®amunua Nms Ot4yecTBO [ata HormxHocTb Ct | Kadegpa TenedoH 3apn

poxa. ax narta

1 McTtomuH Pemunp EBrenbesn | 23.10.54 | HdoueHT 17 WHopmaTnkm 110-44-68 | 2000
Y p.

2 MupoHoB Masen OpbeBuny 25.07.40 | MNpodpeccop | 35 | DkoOHOMUMKHM 312-21-40 | 3000
p.

3 pywmH EBreHun CepreeBuy | 05.12.67 | OoueHt 8 Pusmkn 260-23-65 | 2000
p.

4 CepreeBa Onebra MBaHoBHa | 12.02.72 | AccucTeHT 3 MaTemaTtukm 234-85-69 | 1500
p.

5 Emen, TatbsHa MBaHOBHa 16.02.51 | OoueHT 24 OKOHOMUKM 166-75-33 2000
p.

6 MnaTtoBa TatbsiHa MaBnosHa | 30.05.66 | OdoueHT 8 MHdopmaTtumku 210-36-98 | 2000
p.

7 Kopobkos BaneHTuH Angpeesny | 30.07.48 | lNpodeccop 36 AspoanHaMunkm 166-75-33 | 3500
p.

9. HaHHble B Tabnuue CTYOEHT wmmnoptupoBaHbl n3 damna. CeepbTe UX C
Tabn. 14

Tabnuua 14 Tabnuua CTyaeHT
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Kog |®amunus Nma Ot4yecTBO Homep |Agpec TenedoH Megpanuc
cTyne rpynnbl T
HTa
1 Apby3oB Hvkonan |Hwkonaesuny |151 Mp.CnaBbl 18-2-177 260-15-63 Oa
2 KnpLivH Metp Banepbesny  |151 Mep.MatBees 3-21 110-67-82 Oa
3 KpuBuHcknin Cepren Hukonaesuy (151 yn.Aumutposa 12-133 (172-97-21 Het
4 Kpbinosa Enena MeTpoBHa 151 yn.Tambacosa 21-66  [130-31-87 Oa
5 Kynbuni puropmn |BuktopoBmy  |151 yn.Typky 21-3-69 269-53-75 Oa
6 [MaTpukees Oner Bopucosuy 151 np.Cravek 12-52 234-11-63 Het
7 [Mepnos Kupunn Hukonaesny |151 yn.Jekabpwuctos 21-33 (312-21-33 Het
8 Cokonosa Hatanua |[[eTtposHa 151 yn.Tambosckas 9-7 166-87-24 Het
9 CrenaHckasi Onbra ButanbeBHa |151 yn.TunaHosa 4-53 293-43-77 Da
10 Tumodees Cepren Tpodpumosuy  |151 np.Cnaebl 10-1-145 260-11-57 Oa
11 benbix Apocnas  |Aropesuy 152 np.>Kykosa 17-3-56 Oa
12 puropbes KoHcTaHTu |lMeTpoBuy 152 np.>Kykosa 17-3-56 Het
13 Bupckas FlOJ'II/IHa AHgpeeBHa 152 yn.Ceposa 12-35 233-87-44 Oa
14 Butazes EBreHuin Hukonaesuy 152 yn.MeaHoBckasa 10-37  [234-55-87 Oa
15 HdemyeHko Mpuropui (EBreHbeBuy  |152 np.Cravek 54-78 277-12-05 Het
16 KynukoBa AHHa CepreeBHa 152 yn.ABraunoHHas 6-86 [290-24-45 Oa
17 KpbinoBa TaTbaHa HukonaesHa |152 nn.TypreHesa 7-4 114-84-62 Oa
18 Mutsaes Cepren puropbesuy |152 np.>Kykosa 17-3-56 Het
19 LLleBYeHkKo Uropb OneroBny 152 np.MockoBckui 205-{293-63-93 Het
20 AkoBnes Oner MeTtpoBuy 152 ;/JTI?CO(bVIVICKaH 45-2-57 |269-94-83 Oa
Tabnuua 15 Tabnuua AucumnnunHel

Koa Ha3sgaHue cemecTp Kop N

OUCUMUMINHBI OUCUMMINHBI npenodasatens

1 Whpopmatuka |1 1 Ok3

2 QKoHOMVKa 1 2 3K3

3 dusmka 1 3 3k3

4 MeHemKMeHT 1 2 Oks3

5 MapkeTuHr 1 2 3au

6 MaTematuka 1 4 3au

10.Tpeobpasynte B pexmme KoHCTpykTopa dpopmy NMPEMNOLOABATESIN k Buay,

nokasaHHoMy Ha PucyHok 46.
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MNpenogasatenm

Kopg, Kadeapa NHGOpMaTUKA AonxHocTe CTaplumii npenogasaTenb ~

Pamunns Cepreesa WUma CseTnaHa OryecTe0 AHaToNbeBHA

[aTta poxAeHUA 31.08.1994 Crax 10 TenedoH 207-25-26

e
:E 7

3apnnara 30 000,00 ¢

&

PucyHok 46 ®opma npenogasatenu
[lns aToro:
¢ YBenuybTe 06nacTb 3arofioBka U npumeyaHmsi Gopmbl

¢ Ona pobGaBreHus HOBbIX 3f1eMEHTOB ynpaBneHus B (OpMy BOCMONb3yNTECH
UHCcmpymeHmamu KoHcmpykmopa ¢popM (MEHIO NOSABUTCA caMo npu Bblbope pexnma
dopMbl KoHCmMpyKmop)

¢ B obGnactu 3aronoBka anemeHT Hadnuceb npeobpasynte, Tak Kak MoKasaHo Ha
PucyHok 46;

¢ WameHnTe pacnonoxeHue nonen B o6rnactu AaHHbIX, Tak Kak NnokaszaHo Ha PucyHOK
46.

Coeem [Ona n3MeHeHuWs1 pasmepa WU MOSNOXEHUA 3femMeHTa ero Heobxoaumo
npeaBapuTenbHO BblgenuTb. Ecnn ykasatenb Mbiwy NpuHMMaeT (QOPMY PackpbiTOW MagoHu
MOXHO nNepeTawmTb SMeMeHT (HagnMcb W nomne) B HOBOe MecTo. [lepetawutb none u
NPUCOEANHEHHYIO K HEMY HaAMWCb MOXHO He3aBMCUMO ApYr OT Apyra, Korga ykasaTterb Mbilun
NpyHMMaeT QOpMy CXKaToW NafoHW C BbITSHYTbIM YyKasaTesrlbHbIM nanbuem). [Ans BblaeneHus
HECKOJTbKMX 9NIEMEHTOB HEOOXOANMO YAepKMBaTb HaXXaTon knasuwy <Shift>.

¢ [loGaBbTe PUCYHOK.

CospaHue hopMbl C BKNagkamm

Ecnn dopma copepxuTt G0onbLLIOE KONMMYECTBO MOSIEN, TO MOXHO MCNOMb30OBaTb
dopmy ¢ Bknagkamu. Cosgante cdopmy CTYOEHT B pexume KOHCTpyKTOpa C ABYMSA
BKNagkamMun, ONns 4yero Ha naHenu aneMeHTOB BbliOMpaeTcs KHomka Habop Bknagok. 1o
YMOM4YaHUIO BKNadoK ABe, UX MOXHO AobaBnsaTb, yoansaTb, NPU NOMOLLUM KOHTEKCTHOrO
MeHI0 BKragok. lNepevmeHoBaTb Bknagkn (PucyHok 47). N3 Tabnuubl Criucok noned
nepeTawuTe HYXXHble MO HA COOTBETCTBYHOLLME BKNAOKN.
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CryoeHT

006mue ceceflens | JONONLHATENEHEIE CBeJIeHHA ‘
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Kopg Kopg Howmep OugeHkun Kopn, Kog aucumnnuHel [Homep OugeHkun
CTyOeHTa ONCUMNINHDI cemecTpa CTyOeHTa cemecTpa

6 6 1 4 17 6 1 4
7 1 1 4 18 1 1 4
7 2 1 3 18 2 1 5
7 4 1 4 18 3 1 5
7 6 1 3 18 6 1 3
8 1 1 3 19 1 1 3
8 2 1 5 19 2 1 2
8 4 1 5 19 3 1 3
8 6 1 4 19 6 1 2
9 1 1 4 20 1 1 4
9 2 1 4 20 2 1 4
9 4 1 4 20 3 1 4
9 6 1 4 20 6 1 4
10 1 1 5

10 2 1 5

10 4 1 5

10 6 1 4

11 1 1 5

11 2 1 5

11 3 1 5

11 6 1 5

Co3gaHue MHoOrotabnuuHbix ¢opM Ana BBoAa WHcopmauuu npwu

nomMoLin macTtepa
Mpn BBOAE wWHGopmauun B Tabnmuy OUEHKW, nogymHeHHyio Tabnuuam

OVNCUUNTTITIMHA n CTYOEHTbI, HyXHO BBOAUTL KOA CTyAeHTa U Ko OUCUUNSIMHBI, HO 3Ta

MHdOpMaUUa HaxoguMTCca B COOTBETCTBYHOLWMX Tabnuuax. Micnonb3oBaHMe nogcTaHOBKM

AaHHbIX 13 Apyrnx Tabnuuy nossonset Buaetb PO cTygeHTa n HasBaHWe AUCUUNINHDI

BMECTO COOTBETCTBYIOLLUMX 3TUM NonsiM kogos. [laHHble onst Tabnuubl BBOAATCA 4alle

BCEro u3 BEeOOMOCTW YycneBaeMoCcTW, B KoTopou wusBectHa PUO npenopaBatens,

NPUHUMatoLLLEro ak3ameH. [na cosgaHnsa dopmebl, coctoswen n3 asyx tabnmy OLUEHKA

n ANCUUTITMHDBI MmoXxHO BOCNOMb30BaTbCA MacTepoM popm
11.Bbibepute Ttabnuuy AUCUUMIIMHA n BCce ee nonsa Kpome koga AUCLMNINHBI,

3atem Tabnuuy OLEHKW n BCe ee nong.

e Ha cnegywwem ware ycraHOBUMTE BapuaHT — MNOAYMHEHHble (OPMbI, NaBHas
Tabnuua ANCUNMINHA, nanee BHelWwHWA BUA4 OpPMbl — TabnMYHbIN, yCTAHOBUTE
NOHpaBUBLLMCA CTUNb bopMbl, Aanee 3agante nms gopmol —OLLEHKW.

e Bowngute B pexunm KOHCTPYKTOpa n gopaboTanTte co3gaHHyo hopmy:

e BwmecTo koga npenogasatenu seegute nms nona NPEMNOOABATE/Sb. B none 6yget
otobpaxaTtbcss ®UO lMpenogasatens, T.k. B Tabnuue OJUNCLNMTIMHBLI nogctaHoBka
Ana nonsi ko4 npenogasaTenst
e OkHO ana uHgopmauumn mn3 Tabnuubl OLIEHKW cpenante no wupuHe Takon,

4yTOObI ObINa BMAHa BCst MHOpMaUms
e CoxpaHute n3ameHeHHyto opmy



OueHKkmM

HassaHue AUcUMNAUHD

Kopg npenopgasatena
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Wudopmatuka

McTomuH >

Jx3ameH ~

Kog ctygeHta - HKog gucumnnuHel = Homep cemectpa = | OueHKM = =
Apbysos Undopmatuka
KupwwuH WHdopmatnka
KpUBUHCKMIA MHdopmaTura
Kpbinosa WHdopmaTuka
Kynsumia WHdopmatrka
MaTpukees MHdopmaTHKa
Mepnos WHbopmaTuka
Cokonosa UHdpopmatura
CrenaHckan WHdopmaTrka
Tumodees WHdopmatuka
Benbix Wudopmatnka
puropees WHdopmatnka

Runrkaa IAhanmaTiaga
3annce: M 4 |6 u3 20 L I Mouck

I I e o S e S T
Nwe ok w kR W R

PucyHok 48 ®opma OLIEHKA

e CBepbTe gaHHble B dopMe ¢ Tabn. 16, T.K. OHM Bbinn MNOPTUPOBaHbI 13 hanna.

MogrotoBbTe OT4YET O

3. Nopsiaok odpopmneHns otTyeTa

BbINOSIHEHHOW nabopatopHon pabote. OTyeT O

nabopatopHon paboTe [OOMKeH coaepxaTtb: TUTYMbHbIMG NUCT (C  OEWACTBYHOLLMM
BapuvaHTOM TUTYINbHOIO SIMCTa MOXHO O3HaKoMuTbCcA Ha http://standarts.guap.ru), uenb
nabopaTtopHon paboTbl, NOMyYEHHbIE B XO4€ BbINOSIHEHUSI paboTbl 9KpaHHbIE POPMbI C
yKkasaHueM ux BuaoB. Ha koMmnbloTepe npeactaBnaioTca davin ¢ pesynbtatamu paboThl,
3anucaHHble B Mnanky C HOMEepoM Ballen rpynnbl/Bawa damunua/Ne nabopaTtopHown
Ccopmynupyinte BbIBOAbI, KOTOpble MOXHO caenaTb MO pesynbTatam
BbIMNONIHEHHON paboThl.

paboTbl.

oOuhsWNE

~

8.

9.

4, KOHTpOﬂbeIe BOMpoOCHLI

Kakune pasHOBMAHOCTM 3KpaHHbIX opM Bbl 3HaeTe?

KakoBoO Ha3HadeHune aKkpaHHbIX hopm?

B kaknx pexnmax MoxHo paboTaTb C 3KpaHHON (OpPMOn?

KakoBO HasHa4eHne aTUX PpeXXMMoB?

Kakumun cnocobamu MOXHO co3faBaTh 3KpaHHy0 hopMy?

Kak MOXHO BKntodatTb nons Ttabnuubl B dpopMy npu co3gaHun qopMbl C

nomMoLLblo mactepa?

Kak MOXHO BKntodatTe nons Ttabnuubl B dpopMy npu cos3gaHun qopMbl C
NOMOLLIbKO KOHCTPYKTOpa?

Kak MOXXHO CKOppeKTMpOBaTb paHee CO34aHHY0 3KpaHHY hopmy?

Kakune anemeHTbl ynpaBneHust MoryT ObiTb MCMONb30BaHbl B 3KpaHHOW dhopme?
10.Kak MOXXHO MeHATb pasMmeLleHne 3rIeEMEHTOB Ha aKpaHe?
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JTaGopaTopHas paboTta Ne 13. PopmmpoBaHue 3anpocoB Ans
MHorotabnumyHoun 6a3bl AaHHbIX B Microsoft Access

Llenb paboTbl: nonyyeHne HaBbIKOB B hOpMUpoBaHmMM 3anpocos K B/I.
1. MeToanyeckue ykasaHus

Tunbl 3anpocos

e -3anpoc Ha BbibopKy --BbibnpaeT AaHHblE N3 B3aUMOCBSA3aHHbIX Tabnuuy 1 gpyrnx
3anpocoB. Pesynbtatom saBnsetca Tabnuua, KoTopas CywecTByeT A0 3aKpbITUS
3anpoca.

e 3anpoc c napameTpamu MO3BONSET BBOAWUTb [aHHbIE B pexume auanora, no
KOTOpbIM Npon3BoANTCA Bbibopka MHopmauun ns tabnuy,.

e -[lepekpecTHbli 3anpoc — npedHasHayeH Ans rpynnMpoBaHusa  OaHHbIX W
npeacTaBneHnsa nx B KOMMNakTHOM Buae, yaobeH ana aHanmsa. B cootBeTcTBUM C
3agaHneM HayHuTe hopMMpoBaTh 3anpochl.

e 3anpochkl C BbIMUCIIAEMBIMN 3HAYEHUAMU — MpeaHa3HayYeHbl ANg NonyvyeHns psaa
BbIYUCIIEHUI HAL 3HAYEHUSIMU OOHOIO UM HECKOSbKUX NOSEn 3anucu.

e 3anpoc Ha Co3gaHue Tabnuubl -- OCHOBaH Ha 3anpoce Ha BbIBOpKY, HO pe3ynbTaT
coxpaHsieTcs B Tabnuue

e -3anpocbl Ha O6HoBneHue, Nobasnenue, Yaanenune --3anpocsl JEVCTBUA, B
pes3ynbTaTte KOTOPbIX U3MEHAITCA AaHHble B Tabnuue.

2. Nopsaaok BbINONHEHUSA paboThbl

1. Bknwounte komnbtoTep. 3arpy3ute Access. B meHo Qadsnr komaHga Omkpbimbs
cosgaHHyto Bamu BlI.
2. O6beKkT 3anpocsbi

CO3[AUTE 3AMNPOC HA BbIBEOPKY, B KOTOPOM Ha 3KpaH AOSHKEH BLIBOAUTLCA COCTaB
151 rpynnel. [Anga atoro:

oTkpouTe BKnagky CosdaHue;

Bblbepute Macmep 3anpocos,;

B NosiBMBLUEMCS OKHE BblbepuTe lNpocmod 3anpoc n Haxmute kHonky OK;

B MNOSIBUBLUEMCSI OKHe B s4enke Tabnuubi W 3anpocbi BbIGepute U3
packpbiBatoerocsa cnucka tTabnuuy CTYOAEHTHI,

nepeHecute Bce Nons U3 okHa JocmyrHeie [Nonsi B okHO BbibpaHHbie [Mons;

e HaxmuTe kHonky [asee. BoiBOANTb HAago BCe MO, NO3ITOMY elle pas HaxmuTe
kHonky [arnee;

e B NogaBMBLLEMCS OKHe BBeauTe nms 3anpoca MPYTITA;

e HaXmuTe KHOnKy fomoeo. Ha akpaHe nossutca Tabnuua ¢ gaHHbIMK 3anpoca. Ho
BaM Hago, 4Tobbl NpU BbLINOMHEHUWN 3anpoca cnpawmBanca HoMmep rpynnbl. Ons
peanusauumn 3Toro NepenanTe B PEXnMM KOHCTPYKTOPA;

e B cTpoke Ycrosus Ombopa pns nona HOMEP M'PYIIMbl seegute 151
BHumaHue!.. B ctpoke Ycsriosus Ombopa MOryT nNpuUMeHSTCs onepauumn CpaBHEHUs! U

norvyeckne onepauuun, uHTepsanbl (Between And), wabnoH (Like), BCTpOeHHble yHKUMM

(Hanpumep DATE() Tekywas gata), selpaxeHus (DATE() — 10 gecatb gHen Hasan)
Tak e 3anpoc MOXHO nocMoTpeTb B pexume SQL.

e BbINOJHMTE 3aMNpPOC, HAaXXaB KHOMKY BbIMo/HUMA Ha NAHeNn NHCTPYMEHTOB;
e Ha 3KpaHe nosiBUTCS Tabnuua ¢ AaHHbIMK O cTyaeHTax 151 rpynnbl;
e COXpaHWTe 3anpoc 1 3akpoKTe Tabnuuy 3anpoca.
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CO30AUTE 3AMNMPOC C NAPAMETPAMMU, B KOTOPOM BbIBOAATCA OLIEHKU CTYOEHTOB
3aJaHHOW rpynnbl No 3agaHHOWM gucumnivHe. [nsa aToro:

Ha Bknagke CosdaHue HaxxmuTe KHonky Macmep 3anpocos;

Bbibepute lNpocmot 3anpoc n Haxmute OK;

Bbibepute Tabnuuy CTYOEHTbl u nepeHecute nons SAMUNUNA, UMA,
OTYHECTBO, HOMEP I'PYTINbl B okHO BbideneHHsbie Nons;

BHumaHue! B panbHenwem nog dpason B TABIUUE ... BbIBEPUTE MOJE .... Byoem

noHMMaTb BbliGop Tabnuubl, BIGOp nons n nepeHoc ero B okHo BbIAEJIEHHBIE MOMA.

B Tabnuue ANCLUNMINHbBI Beibepute none HASBAHVE ONCUUIMTINHDBI,

B tabnuue OLUEHKW BbiGepute none OLIEHKW. Bbl cdopmupoBanu 6 nonewn
3anpoca — OHW CBsA3aHbl Mexay cobon NoCpPeacTBOM CXEMbI OAHHbIX;

Haxmute kHonky [asiee, 3aTeM B MOSIBUBLUEMCS OKHE CHOBA HaXXMWUTE KHOMKY
Harnee;

B nosBuBwemca okHe BBeauTe umsa 3anpoca OUEHKW TPYTIMbI, 3atem
LEeNKHUTE no sivenke MameHeHue Makem 3anpoca (B HeW AOSMKHA MOSIBUTLCS
YepHas TOYKa) — 3TO NO3BONNUT Cpasy NEPENTUN B PEXUM KOHCTPYKTOPA;

HaxmuTte kHonky ['omoeo;

B cTpoke Ycnosus Ombopa pns nons HOMEP TPYTIbl Beeaunte ¢ppasy B
KBagpaTHbIX CKObKax: [BeBeante Homep rpynnbl];

B CTpoke Ycrioeus Ombopa pnsa nons HA3BAHUE OUCUUIMIIVHBI Beeaute
dpasy: [Beegute HasBaHe OUCUUNSIUHDI];

BbIMOMHUTE 3anpoc;

B NepBOM MOSsIBUBLLUEMCS AManoroBoM okHe Beeante 152, 3atem Haxxmute OK, BO
BTopoM — MHOOPMATUKA n Haxmnte OK. Ha akpaHe nossutcs Tabnuua co
cnnckom 152 rpynnbl 1 oLeHKaMn no nHpopmaTuke;

COXpaHuTE 3anpoc 1 3akponte Tabnuuy 3anpoca.

CO30ANTE NEPEKPECTHBbIA 3AMNPOC o cpegHem 6anne B rpynnax no
ancumnnuHam. Heobxogumo cdopmmpoBaTtb 3anpoc, B KOTOPOM Obinn 6bl nons
HOMEP IrPYnbl, HASBBAHVE ONCLUNTMIINUHBI n OLUEHKW. nsa aToro:

Ha Bknagke CosdaHue HaxxmuTe KHonky Macmep 3arnpocos;

Buibepute lNpocmod 3anpoc n Haxmute OK;

Bbibepute n3 tabnmubl CTYOEHTbI none HOMEP MPYTIIbl;

Bbibepute n3 tabnuusl ANCUNMITMHBI none HASBAHUE ONCUWMTTAHDI;
Bbibepute n3 tabnuubsl OLUEHKN none OLLEHKW;

Haxmute kHonky [anee, 3ateM B MOSIBUBLUEMCHA OKHE CHOBA HaXXMWUTE KHOIKY
Harnee;

B nosiBuBLuemcs okHe BBeguTte nmsa 3anpoca ANCUUMITMHBI OLUEHKW TPYTIMbI;
HaxxmuTe kHonky omoeo;

CoxpaHuTe 3anpoc 1 3akponTte Tabnuuy 3anpoca.

Tenepb MOXHO co3aBaTb NepekpecTHbI 3anpoc. [Ansa aToro:

Ha Bknagke Co3daHue HaxxmuTe KHoNKy Macmep 3anpocos;

Buibepute lNepekpecmHbil 3anpoc n HaxmuTe KHonky OK;

LLlenkHnTe no a4venke 3anpocsl, Boibepute ANCUUTMTTIMHBI OLLEHKA TPYTIMbI v
HaXXmuTe KHonky [arnee;

[nsa 3aronoskoB cTpok Bblbepute none HASBAHUE OANCLNMITNHBLI n HaxmuTe
KHonky [arnee;
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[nsa 3aronoskoB ctonbuos Bbibepute none HOMEP MPYIIbl n HaxxmnTe KHOMKY
[Hanee;

Bbibepute dyHkumio AVG, T.e. cpegHee 3HadeHWe (OHa MO YMOMYaHWUIO YyXe
BblAeneHa) u HaxxMuTe KHonky [aree;

Beegute HasBaHue 3anpoca CPEOHUME OUEHKW n Haxmute kHONKy [omoeo.
OTkpoeTca Tabnuua nepekpecTHOro 3anpoca.

O6patute BHMMaHMe Ha TO, 4TO Access co3faeT elle WUTOroBoe 3HayeHue
CpeAHMX OLEHOK Mo AuCUnnAnHaM;

3akpoviTe Tabnuuy 3anpoca.

CO30AUTE UTOIOBbIN 3AMPOC OTITMYHUKN ¢ BbINONHEHWEM BbINUCHEHWIA HAg,
rpynnamu sanucen. [ns aToro:

Ha Bknagke Co3daHue HaxxmuTe KHonky Macmep 3arpocos;

Bbibepute lNpocmod 3anpoc;

B tabnuue CTYOAEHTHI Beibepute nons PAMUITINA, UMA, OTYECTBO, HOMEP
PYIIbl, a B Tabnuue OLLEHKW BbiGepuTe none OLEHKW;

Haxmnte kHonky [asiee, 3aTeM B MOSIBUBLLEMCS OKHE CHOBA HaXXMWUTE KHOMKY
Hanee;

B nosiBuBuemcs okHe BBegute nms 3anpoca OTIIMHHUKN,

LenkHuTe no s4venke MsmeHeHue Makema 3aripoca;

HaxmuTte kHonky ['omoeo;

Ungopmayus [lna cosgaHua aToro 3anpoca Hago BOCMOMb30BaTbCA onepaumnen

rpynnupoBku. Bygem cuutaTb OTNMYHMKAMM TeX CTyAEHTOB, KOTOpble Habpanu 3a 4YeTblpe
ak3ameHa 20 6annoB. Onepauusi rpynnUMpPOBKN MNO3BOSUT NPOCYMMMUPOBATL OLLEHKM CTYAEHTOB Mo
BCEM 3K3aMeHaLMOHHbIM AUCLMMITMHAM.

[Ana BbINOMHEHUS TPYNMOBbLIX OMepauuMi HaXMuTe Ha NaHenn WHCTPYMEHTOB
Knasuwy ¥Ymoeu,

B ctpoke pynnoesie Onepayuu nona OLEHKN wenkHMTe no a4yerike rpynnoBble
onepaunn. OTKPONTE pacKpbIBAKOLLNNCS CNNCOK 1 BblibepuTe doyHKuno SUM;

B cTtpoke Ycnosusi Ombopa nons OLUEHKW BeeguTe 20;

BbInonHMTE NONy4YeHHbIN 3anpoc

3. Nopsiaok opopmneHns otTyeTa

MogrotoBbTe OTYET O BbINOMHEHHOW nabopaTtopHon pabote. OTyeT O

nabopatopHon paboTe [OOMmKeH coaepxaTtb: TUTYMbHbIMG NUCT (C  OEWACTBYHOLLMM
BapuvaHTOM TUTYINbHOIO SIMCTa MOXHO O3HaKoMuUTbCA Ha http://standarts.guap.ru), uenb
nabopaTtopHon paboTbl, NOMyYeHHblE B XOA4E BbIMOMHEHUA paboTbl 3anpockbl K B ¢
ykasaHueM ux BugoB. Ha koMmnbloTepe npeactaBnaioTcsa davin ¢ pesynbtatamu paboThl,
3anucaHHble B Mnanky C HOMEepOoM Ballen rpynnbi/Bawa damunusa/Ne nabopatopHom
pabotbl. CcopmynupyiTe BbIBOAbI, KOTOpble MOXHO caenaTb MO pesynbTaTam
BbIMONIHEHHON paboThl.

4. KOHTpO.ﬂbeIe BOMpPoOCHLI

Kak MOXHO co3gaBaTtb 3anpockl B Access?

UTO MOXET CryXuTb UCTOYHMKOM JaHHbIX 4S5 3anpocoB?

Kakvne pasHoBugHocTu 3anpocoB Bbl 3HaeTe?

UTo Takoe nepekpECTHbIE 3anpochl?

[nsa yero co3palTca NepekpeCTHbIE 3anpochl?

Uem oTnmyatoTcsa 3anpockl Ha BLIBOPKY OT 3anpocoB C NapameTpammn?

oOuhrwNE
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7. Kak MOXHO nonyyaTb UTOroBble 3Ha4YEHNS B 3anpocax?

8. Kak 3apgaeTcs cocTaB noneu, nony4yaemMbix B pedynbTaTe 3anpoca?
9. Kak MOXXHO COXpaHuTb 3anpoc?

10.Kak MOXHO 3agaThb AnanasoH B ycnosumn otéopa?

Na6opartopHasn pabdota Ne 14. Co3pnaHme oT4ETOB C BblYMUCIIAE€MbIMU
nonsMu n utorosbiMmu gaHHbiMu B Microsoft Access

Llenb paboTbl: nonyveHne HadvanbHOro npeactaBneHns o6 otdyetax CYB[
ACCESS.

1. MeToanyeckue ykasaHus

OT4eTbl cO34aOTCA HA OCHOBE OAHOM UIM HECKOSIbKMX B3aMMOCBSA3aHHbIX Tabnuy nnm
3anpocoB B pexume KoHcmpykmopa vunn ¢ ucnosibaoBaHneMm Macmepa C BO3MOXHOW
aopaboTtkon B pexume KoHcmpykmopa. Pexum KoHcmpykmopa Omyemog noxox Ha
pexum KoHcmpykmopa ®opm. Camble NpocTble OTYETbl CO34alTCA aBTOMATUYECKN —
aBToOTYeTbl. B npouecce KOHCTpyMpoBaHMS oOT4yeTa opMUpyeTcss CcocTaB U
coaepXumoe pasgenoB otyeTa, pasMelleHVe B HEM 3HA4YeHuK, BbIBOAMMbIX U3 Nosien
cBs3aHHbIX Tabnuy B, dopmMupyoTCa 3aronoBKK, pasMeLalTca BblYUCHSIEMbIE MONA.
CpeacTtBa KOHCTPYMPOBaHUA OTYeTa MO3BONAIT rpynnMpoBaTh JaHHbIE MO HECKOSIbKUM
YPOBHAM. [nNs KaXgoro YpOBHS MOXET MPOU3BOAUTLCA  BbIYMCIIEHME  WUTOrOB,
onpenenaTbCs 3arofioBKN U NpUMeYaHus

2. Nopsaok BbINoNHeHUs1 paboThbl

1. Bkmiounte komnblotep. 3arpyante Access. B meHio ®ANIT komanga OTKPbITb
cosgaHHyo Bamn B[.
2. Ha Bknagke CO3OAHUE Haxmute kHonky MACTEP OTHYETOB;

Co3pante aBTOOTHYEThI:
¢ JEHTO4YHbIM Ha ocHoBaHuK Tabnuubl ANCLMITNHBI
¢ B cTtonbey Ha ocHoBaHum Tabnuubl NMPEMNOOABATEJSIN.

CospgaiiTe OT4yeT No uToram ceccuu. B oTyeTe OUEHKM CTYOEHTOB AOMKHbl ObiTb
CrpynnupoBaHbl Mo HOMepaM Fpynn U AucuMnnnHam. [ns Kaxaoro cTygeHTa [OoSbkHa
BbIYMCNATLCA CPeOHSssi OLleHKa B CECCUI0, a ANS KaKaoWn rpynnbl AOMKHO BbIMUCHATHCS
cpefHee 3HayeHue OLIEHOK Mo BceM npeameTam.

[ns BbINONMHEHUs 3TOr0 3afaHusi CHayana Hago co3daTbh 3anpoc, coepXkalui
HeobxoauMble gaHHble. [Inga aToro:

¢ Ha Bknagke Co3daHue HaxaTb KHOMKy Macmep 3anpocos;
¢ Bbibpatb lNpocmot 3anpoc n HaxaTb KHoMNKy OK;

¢ W3 1tabnuubl CTYOEHTbI BbibpaTth nona ®PAMUIIUA, UMA, OTHYECTBO, HOMEP
rPYMMbl, ns tabnuysl ANCUUNTMTIMHBI BeibpaTs none HASBAHWE OUNCLAMTIVNHBI,
n3 Tabnuubl OLLEHKW Bbi6paTh none OLIEHKW n HaxaTb [arnee;

¢ HaxaTb ewe pas kHonky Jaree;
¢ Bsectun Ha3sBaHue 3anpoca CECCUA n HaxaTb KHOMKY ['0moeo;

¢ 3akpbITb 3anpoc.
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Ansa cosganmns ATOMOBOIO OTYETA BbinonHUTE creytoLlee:
Ha Bknagke Cos0daHue HaxaTtb kHonky Macmep Omyemos;
B oTkpbIBLLEMCS OKHE M3 cnucka BblbpaTh 3anpoc CECCUA n HaxaTtb kHonky OK;
BbibepuTte BCce nons 3anpoca u Haxxmute [arnee;

Twvn npeactasneHna gaHHbIX HAc yaoBJ1eTBOPAET, MNO3TOMY HaXMUTE Lanee;

® & & oo o

[ob6aBbTe ypoBeHb FPYNNMPOBKN MO HOMEPY rpynnbl, Bbibpas B neBom okHe HOMEP
"PYTIMbl n nepeHecs ero B npaBoe OKHO;

L 4

Haxmurte [anee;
¢ Ham Hapo BblMMCNATL cpefHu 6ans, NO3TOMY HaXXMUTE KHONKY Mmoan;

¢ [loctaBbTe ranoyky B s4venke nona AVG (3TO (PyHKUMS BblMUCNSIET CpeaHee) U
Haxxmute OK;

¢ CopTtupoBka He TpebyeTcs, T.K. OaHHbIMU SIBMSIOTCA HasBaHWe AUCUMNIMHBL U
OLIEHKM, NOPSA0K KOTOPbIX HE CTONb BaxeH. MNoatomy HaxmuTe OK;

¢ Bbibepute makeT otyeta. PekomeHOyem CTyneH4aTtbi, T.K. OH 3aHUMaeT MEHbLUE
MecTa U B HEM HarnagHo npeacTaBfeHbl JaHHble, XOTS 3TO Aeno Bkyca. Haxmute
[Hanee;

¢ Bbibepute ctunb otyeTa n Haxmute [arnee;
¢ BBegute Ha3BaHue otyeta UTOIM CECCUN HaxkmuTe Momoso.

[opaboTanTte BbiBEAEHHbI OTYET B PEXNME KOHCTPYKTOpa:

¢ BBeguTe 3aronosok otyeta - UTOIMM CECCUA

¢ BCTaBbTe KHOMKY, KOTOpas BbI3OBET nevatb oT4eTa.

¢ 3aMeHuTe B oT4eTe Hagnucb oyHKkuMn AVG Ha Hagnucb CpedHee SHayYeHue

¢ yaanuTte HeHyXHyt cnyxebHyto nHgpopmaumo- (UTorm ana " & ""damunusg’ ="

Ha akpaHe nosBuTcst oT4yeT. Ero MOXHO NpOCMOTpEeTb, W3MEHAA Maclitab
(KMMKnpoBaHMeM Mo NNCTY) N NepPenncTbiBas CTpaHuLbl (B HWXKHEW 4acTu akpaHa). Ero

MOXHO TaKxe pacnedartaTb, BbIMONHUB KomaHay @aun=leyams. Nlocne 3aBepLueHUA
HeobXxoauMbIX BaM onepauun 3aKponTe OKHO NPOCMOTpa OTYeTa.

3. Nopsiaok opopmneHns otTyeTa

MogrotoBbTe OTYET O BbINOMHEHHOW nabopaTtopHonm pabote. OTyeT O
nabopatopHon paboTe [OOMmKeH coaepxaTtb: TUTYMbHbIMG NUCT (C  OEWACTBYHOLLMM
BapUaHTOM TUTYIbHOIO fIUCTa MOXHO O3HaKOMUTbCA Ha http://standarts.guap.ru), uenb
nabopatopHon paboTbl, MOMy4YeHHble B XO4€ BbINOMHEHUs paboTbl oT4yeTbl K B ¢
ykasaHuem wux BugoB. Ha komnbioTepe npeacraBnawTcsa dann ¢ pesynbtatamu paboThl,
3anncaHHble B nanky ¢ HOMepoMm Bawen rpynnbl/Bawa damunua/Ne nabopaTtopHom
paboTbl. CdhopmynupyiTe BbIBOAbI, KOTOpble MOXHO caenatb No pesynbTaTtam
BbINOSTHEHHON paboThlI.

4.KOHTpONbHbLIE BONPOCHI

1. KakoBO Ha3HayeHue OTYETOB?
2. Kakum cnocobom MoryT co3gaBaTbCsi OTYEThI?



11.

12.

13.

14.

15.
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Kakune pasHoBuMaHoOCTM oT4eTOB Bbl 3HaeTe?

Kakue obnacTtu BblaensoTcs B oT4yeTax?

UTo MOXET sABNATbCA MCTOYHMKOM AaHHbIX AN OTYETOB?
Kak MOXXHO CKOppPEKTMPOBaThL CYLLECTBYIOLLNN OTYET?
Kak MOXXHO 3agaTb rpynnuMpoBKY OaHHbIX B OTYeTE?

Kak MOXXHO o6ecneunTb HyMmepaLumo JaHHbIX B OTYeTe?
B kakux pexmmax MoxHo paboTtaTb C 0T4ETOM?

0 Kak MOXXHO ckoppeKTupoBaTb OTYeT?

'—‘©P°NF”9“:'>P°

PekomMeHayemas nutepartypa

MbinbkmH A.H., Opnoea M.B., HoeukoB [1.A., HoBukoB IN.A. Pabota ¢ TeKCToBbIM
npoueccopom MS Word. YuyebHoe nocobue ans By3oB. - M.: [opsyaa nuHus -
Tenekom, 2005.

3aup O. I'. Microsoft Word 2003 (pycckas Bepcusi). Y4ebHbin kypc. — CI16: Mutep,
2005.

MapHaes A. KO. cnonb3oBaHne MS Excel n VBA B 3koHOMUKE 1 nHaHcax. - Cl106:
BEXB, 1999.

ManukoBa J1. B., MNbinbknH A. H. lNMpakTnyeckmin Kypc no 3NeKTPOHHbIM Tabnvuam
MS Excel. - M.: lopsiyas nuHus - Tenekom, 2004.

KaraHoe B. . KomnbloTepHble BbluMcneHns B cpegax Excel u MathCad. - M.:
Nopsivas nuHus - Tenekom, 2003.

Cronsapos A. M., Ctonsaposa E. C. Excel 2002. - M.: IKM Tlpecc, 2002.

YokeHbax [1. NMNogpobHoe pykoBoacTBO Mo co3ganHunto dpopmyn B Excel 2002.: MNep. ¢
aurn. - M.:3pgatenbckun gom "Bunbamc",2002.

AdaHacbeBa E.B. lNpe3enTtauum B Power Point. - HT lMNMpecc, 2007.

Bespy4ko B.T. lNpeseHTaunn PowerPoint. - dnHaHcbl n ctatuctuka, 2005.
JleontbeB B.K. MS Office Visio 2003 He gna gunetaHToB. [1OCTpOEHNE MPOEKTOB,
anarpamm 1 6usHec-cxem B onepauuoHHon cucteme MS Windows XP. - HoBbii
n3pgatenbckun gom, 2005.

Oent K. BeBegeHne B cuctembl 6a3 gaHHbiX, 6-e u3g. nep. ¢ anrn., M.-Cl16-K:
N3paTenbckuin gom «Bunbamey», 2000.

XaHceH ., XaHceH [1.ba3bl AaHHbIX: pa3paboTka u ynpaBneHue, nep. ¢ aHrn., M.:
3A0 «N3patenbctBo BUHOM», 1999.

Kapnoea T. basbl gaHHbIX. Mogenwn, paspaboTka, peanudauus, MN3g. Mutep 2001 .
ISBN 5-272-00278-4.

Benckac [x. OddektnHaa pabota ¢ Microsoft Access 2000, lMNMep. ¢ anrn. B.
Wwnpokos N3a. CI16. M. Xapbkos NMutep, 2000.

HO. bekapesuy, H. MNMywknHa MS ACCESS, 2000.



