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IIpakTuyeckasi padbora Nel
Texnnka 60e30MacHOCTH B KOMIILIOTEPHOM KJjacce. bazoBas annapaTHas
KOH(pUrypauus nepcoHaJIbHOro koMnsloTepa. Padora ¢ gpaininamu u
MOAKATAJIOraMH B ONEPALMOHHBIX cucTeMaX. OCHOBBI padoTHI B
ONepalMOHHOM cUCTEMe.

Henw Ilpakmuueckoit pabomul
I/I3yquI/Ie IMpaBuUJI TCXHHUKH 0€30IIaCHOCTH M CHCTEMBI THTHEHNYECKUX Tpe6OBaHI/II71 IIpu

pabore Ha koMmmbioTepe. l3ydenue 0a30BOi amnmapaTHas KOH(UIypaus IepCOHAIBHOIO

KommbioTepa. [IpuoOperenue HaBBIKOB paboTHI ¢ daitnamu 1 nankamu B OC.

Teopemultecxue noJioJcenus
1.IlpaBuyia TeXHUKH 0€30MACHOCTH B KOMIILIOTEPHOM KJIacce

1.1 TpeGoBaHusi N0 3J1eKTPHUUYECKOH 0€30aACHOCTH.

[lepcoHanbHBIl KOMIBIOTEp — 3JEKTponpudop. OT MPOYHX 3IEKTPONPHOOPOB OH
OTJIMYAETCA TE€M, YTO Ul HEro MpeayCcMOTpeHa BO3MOXKHOCTh JUIMTENIHOW JKCIUTyaTaluu 0e3
OTKJIFOYEHHUSI OT 3JIeKTpudeckoi cetu. Kpome oOblMHOro pexuma paboThl KOMIBIOTEP MOXKET
HaxXOIUTbCA B PCIKUME pa6OTLI C IIOHMXXCHHBIM 3JICKTpOHOTpe6JICHI/IeM Wi B JCKYPHOM
pexuMe 0XXKHIaHus 3arpoca. B cBSI3U ¢ BO3MOKHOCTBIO MPOJAOHKUTEIIBHON Pab0ThI KOMITBIOTEPA
0€3 OTKIIIOYEHHS OT MIEKTPOCETH CIEAyeT YIEeIUTh 0c000e BHUMaHHUE KauyecTBY OpraHHU3alluu
AIIEKTPOIUTAHHUS.

1. HCI[OHYCTI/IMO HCIIOJBb30BaHNC HECKAUYECCTBCHHBIX N HM3HOIIICHHBIX KOMIIOHCHTOB B
CUCTEME JJIEKTPOCHAOKEHMSI, @ TAaKXK€ UX CyppOTaTHBIX 3aMEHUTENEH: PO3ETOK, YAJIMHUTEINEH,
NEPeXOJHUKOB, TPOHMKOB. HemomycTUMO caMOCTOSTENbHO MOAM(MUIMPOBATH PO3ETKH IS
MOJKJIIOUEHUSI BMJIOK, COOTBETCTBYIOIIMX HHBIM CTaHAapTaM. OJIEKTPUYECKHE KOHTAKTHI
PO3CTOK HE MOOJDKHBI HCIBITBIBATH MCXAHWYCCKUX HAIrpy30K, CBA3aHHBLIX C MOAKIHOYCHHUEM
MAaCCHUBHBIX KOMITOHEHTOB (a/1alTepOB, TPOWHUKOB H T. I1.).

2. Bce nuraromme xabenu M mpoBoja JOJKHBI pacnojaraTbes € 3aJHEH CTOPOHBI
KOMIIbIOTEepa U TnepudepuifHbIX ycTpoiicTB. VX pa3melieHne B paboudell 30HE IMOJIb30BaTeNs
HEJOIMyCTUMO.

3. 3amnperniaercs MPOU3BOAUTH Kakue-T100 orepaliu, CBI3aHHbIE C OJIKIIOUEHUEM,
OTKJIIOYEHHEM WM  IEepeMELICHHEM  KOMIIOHEHTOB  KOMIIBIOTEpPHOW  CHUCTeMbl  0e3
IIPEIBAPUTEIBHOTO OTKIIOYEHHS] TUTAHUS.

4. KomneloTep He creayerT ycTaHaBiIMBaTh BOJM3U 3JEKTPOHArpeBaTENIbHBIX

npuOOPOB U CUCTEM OTOIUICHHUS.



5. Henmomyctumo pasmemniath Ha CHCTEMHOM OJIOKE, MOHHUTOpPE MU TepUEePUHHBIX
YCTPOMCTBAX MOCTOPOHHUE MPEIMEThI: KHUTH, JTUCTHI OyMard, caaeTKu, YeXJIbl JJIs 3aIIUThI OT
OBUTH. DTO TPUBOAUT K IOCTOSHHOMY WM BPEMEHHOMY IEPEKPBITHIO BEHTHIISIIIHOHHBIX
OTBEPCTHUI.

6. 3anpermiaercss BHEAPATH MOCTOPOHHUE MPEAMETHl B HSKCIUIyaTallMOHHBIE WM
BEHTUJISIIIHOHHBIC OTBEPCTHSI KOMIIOHEHTOB KOMITHIOTEPHOMN CHCTEMBI.

Oco0eHHOCTH D3JEKTPOIUTAHUSI MOHHUTOpPA. MOHHUTOP HMMEET 3JEMEHTHI, CIOCOOHBIE
COXPAHSTh BBICOKOE HAINPSHKEHHE B TEUEHUE JJIUTEIHHOIO BpEMEHH MOCTIE OTKIIIOUEHUS OT CETH.
BckpbiTHe MOHUTOpaA MMOJIb30BAaTEIEM HEJOMYCTUMO HU MPU KaKUX YCIOBUSX. DTO HE TOJIBKO
OMACHO ISl KU3HU, HO U TEXHUYECKU OECIONIe3HO, TaK KaK BHYTPH MOHHUTOpPA HET HUKAKHX
OpraHOB, PETYJIMPOBKOM WM HACTPOUKON KOTOPBIX IOJI30BATEIh MOT OBl YIYUYIIUTH €ro
paboty. BekpoiTie U 00CiTy XKHBaHHE MOHUTOPOB MOKET IPOU3BOUTHCS TOJIBKO B CHEI[UATBHBIX
MacCTEePCKHX.

1.2 Oco0eHHOCTH 3JIeKTPONUTAHUS CHCTEMHOI0 0J10Ka.

Bce KOMITOHEHTBI CHCTEMHOro OJIOKa TOJYYaloT AJICKTPOIHEPTHIO OT OJIOKa MHUTAHMS.
brnokx nmurtanus IIK — 5T0 aBTOHOMHBIN y3ei, HaXOASIIMKCA B BEpXHEM YacTU CHCTEMHOTO
6noka. [IpaBuna TexHuku 6€30MaCHOCTH HE 3aMPELIAlOT BCKPHIBATH CUCTEMHBIN OJIOK, HAITpUMeEp
IPH YCTAaHOBKE JIOMIOJHUTEIBHBIX BHYTPEHHUX YCTPOWCTB HJIM WX MOJCPHHU3AIMU, HO 3TO HE
OTHOCHUTCS K OJIOKY MHUTaHHS. BIOK MUTaHUS KOMITBIOTEpAa — WCTOYHHK TOBBIIICHHOH MOXapo-
OMACHOCTH, MOATOMY BCKPBITHIO U PEMOHTY OH MOJJIEKHUT TOJIBKO B CIEIUATH3UPOBAHHBIX
MacTepCcKuX. bJIOK MUTaHUs UMEET BCTPOCHHBIN BEHTHISATOP U BEHTHIIALMOHHBIE OTBEpCTHs. B
CBS3M C 3THUM B HEM HEMHUHYEMO HAKAIUIMBAETCS TBLIb, KOTOpPAs MOXET BBI3BATH KOPOTKOE
3ambIKkaHue. Pexomenayercs mepuoaudecku (OAWH - JBa paza B roji) ¢ MOMOIIBIO ThIIEcoca
yAANSATh MbUTH U3 OJI0Ka MUTaHUS Yepe3 BEHTUISIIIMOHHBIE OTBEPCTUS 0€3 BCKPBITUSI CHCTEMHOTO
61oka. Oco0eHHO BaKHO MPOHM3BOAMUTH 3Ty OMEPAIUIO Mepe]l KaKI0W TPaHCIOPTUPOBKOU HITU
HAKJIOHOM CHUCTEMHOTO0 OJI0Ka.

1.3 CucreMa rurmeHU4ecKux TpedOOBaAHMA.

JlnurenpHast paboTa ¢ KOMITBIOTEPOM MOXET MPUBOAHWTH K PACCTPONMCTBAM COCTOSHUS
310poBbs. KpartkoBpemMeHHass paboTa ¢ KOMIIBIOTEPOM, YCTAHOBJICHHBIM C TpyOBIMHU
HApyIICHUSIM TUTHCHWYECKUX HOPM M TPABWI, MPHBOJUT K TOBBIIICHHOMY YTOMJICHHIO.
Bpennoe Bo3nmeiicTBHE KOMIIBIOTEPHOM CHCTEMBl Ha OPraHU3M  YEJIOBEKa  SIBJISETCS
KOMIUIEKCHBIM. [lapamMeTpbl MOHUTOpa OKa3bIBAIOT BIMSHUE HA OpraHsl 3peHus. O0opynoBaHue
pabodero Mecra BIHSIET Ha OpraHbl OMIOPHO-ABUTATEIHHON CUCTEMBI. XapaKTep pacroiioKeHUs
000pyI0BaHUSI B KOMITBIOTEPHOM KJIACCE€ M PEKUM €r0 HCIOJIb30BAaHUS BIUSET KaK Ha oOiee

HCI/IXO(l)I/ISI/IOHOFH‘IeCKOC COCTOsIHHMEC OpraHnu3Ma, TaKk U UM OpPraHbl 3pCHUS.
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1.4 TpeGoBaHusi K BUI€OCHCTEME.

B nponuiom MOHUTOpP paccMaTpyUBalId M OCHOBHOM KaK UCTOYHMK BPEAHBIX M3IyUYCHH,
BO3/ICHCTBYIOIIUX MPEX]IE BCEro Ha ria3za. CerofHs Takol MOJAXOJ CUMTAETCS HEAOCTATOUHBIM.
Kpome BpemHbIX 5JIE€KTPOMAarHUTHBIX M3ITy4eHUH (KOTOphIE Ha COBPEMEHHBIX MOHHTOpax
MOHMKEHBI J10 CPAaBHUTEIBHO OE30MaCHOT0 YPOBHS) IOJKHBI YUUTHIBATHCS TapaMeTphl KauecTBa
M300paXEHUs, a OHU OIPEIEISIFOTCS HE TOJIBKO MOHUTOPOM, HO M BHJIE0AJaIlTEPOM, TO €CTh
BCEH BUJEOCUCTEMBI B LIEJIOM.

1. MoHuTop KOMIOBIOTEPA AOKEH YIOBJIETBOPSTH CIEAYIOIIMM MEXIYy HapOIHBIM
cTaHaapTaMm 0€30MacHOCTH:

o 10 YPOBHIO 3JIEKTPOMAarHUTHBIX U3IyUYEHUH;

o 10 TapamMeTrpaM KadecTBa M300pakeHHs (SIPKOCTh, KOHTPACTHOCTh, MEpPIIAHUE,
AHTUOJIMKOBBIC CBOMCTBA H JI. ).

Y3HaTh O COOTBETCTBMM KOHKPETHOW MOJENM JaHHBIM CTaHIapTaM MOXHO B
COIIPOBOJIUTENILHONW JOKyMeHTauuu. J[inst paboTel € MOHHUTOpPaMH, YyIOBIETBOPSIOIIMMU
COBPEMEHHBIM CTaHJapTaM, ClielialbHble 3alIUTHbIE SKPAHbI HE TpeOyeTcs.

2. Ha paGoyem MecTe MOHUTOp OJDKEH YCTaHABIMBATHCS TaKUM OOPa3oM, YTOOBI
UCKJIIOYUTh BO3MOXHOCTh OTPAKEHHS OT €ro 3KpaHa B CTOPOHY IOJb30BATENsl MCTOYHHKOB
001IEero OCBEUICHUS [TOMEIIECHHUSL.

3. Paccrostnue ot sKkpaHa MOHUTOpA JO IJ1a3 MOJIb30BATENs JOJKHO COCTABIATH OT
50 no 70 cm. He Hago cTpeMUTHCS OTOABUHYTh MOHUTOP KaK MOXKHO Jajblle OT IJIa3, OMacasich
BPEIHBIX U3Ty4eHUH (M0 OBITOBOMY ONBITY OOLIEHHS C TEIEBU30pOM), IOTOMY YTO JJIs IJlasa
BOKEH TakKe yrojl 0030pa Hambosee XapaKTepHbIX O0BEKTOB. ONTUMAIBHO, pa3MelIeHUE
MOHHTOpa Ha paccTtossHud 1,5 D ot a3 nmonws3oBatens, rae D — pa3mep 3kpaHa MOHUTOPA,
U3MEpeHHBIH 1o guaroHanu. CpaBHUTE ATy peKOMeHAauuioo ¢ BeauuuHo 3.5 D,
PEKOMEH/I0BAaHHOM Uil OBITOBBIX TEJIEBU30pPOB, M COMOCTABbTE pa3Mephbl CUMBOJIOB Ha JKpaHe
MOHMTOpa (Haubosiee XapakTEpHbIH OOBEKT, TPeOyHOIMA KOHUEHTpAud BHUMAaHHSI) C
pazMepamMu OOBEKTOB, XapaKTEPHBIX Ui TEIEBUACHMS (M300paK€HUs JIIOJEH, COOpYKEHUH,
O00BEKTOB TPHPOJIBI). 3aBBIIEHHOE pPACCTOSHUSA OT Tja3 J0 MOHHUTOpa NPUBOAUT K
JIOTIOJTHUTEIILHOMY HAIPSDKEHUIO OPTaHOB 3PEHMSA, CKa3bIBAaeTCA HA 3aTPyIHEHHM Iepexoja OT
paboThl ¢ MOHUTOPOM K pabOTe C KHUTOM W MPOSBISAETCS B MPEXKIEBPEMEHHOM pa3BUTUU
JAIbHO30PKOCTH.

4. BaxxHbIM mapamMeTpoM SBISETCS 4acTOTa KaJpoB, KOTOpas 3aBUCUT OT CBOICTB
MOHHUTOpA, BUAE0aanTepa U MPOrpaMMHBIX HACTPOEK BHeocUcTeMbl. [l paboThl ¢ TeKcTaMu
MHUHHUMAQJIBHO JOMyCTUMa 4YacTtoTa kKaapoB 72 I'm. ns pabGotsl ¢ rpadukoil peKOMEHIyeTcs

4acToTa KaapoB oT 85 I’ 1 BhIIIIE.



1.5 TpeGoBaHus k paGouemMy mMecTy.

B TpeboBanus k pabodueMy MeCTy BXOIAT TpeOoBaHUS K pabodyeMy CTOIy, OCAJOUHOMY
MmecTy (cryny, kpecny), IlogcraBkam anst pyk ¥ HOr. HecMOTpsi Ha KaxyIlyrocs HpPOCTOTY,
00eCreynTh TPABUIBHOE pa3MEIICHUE DIIEMEHTOB KOMIIBIOTEPHONW CHUCTEMbI M TPaBUIIBHYIO
MOCaJKy TIONB30BaTEeNs Ype3BbIYAHO TpyaHO. lloiaHoe pemieHne mpoOieMbl TpedyeT
JOMMOJIHUTCIIbHBIX 3aTpaT, COMNOCTABHMBIX I10 BCIMYMHE CO CTOMMOCTBIO OTACIBHBLIX Y3JIOB
KOMHBIOTGpHOfI CUCTCMBbI, IIOOTOMY H 6I/ITy U Ha IPOU3BOACTBC O3TUMH Tp660BaHI/I$IMI/I qacTo
npeHeOperaror. HecMoTps Ha TO, YTO CTYIEHTHl MPOBOIAT B KOMIIBIOTEPHOM Kilacce
CPaBHUTEIFHO HEMHOTO BPEMEHH, OOY4YHTh HMX NPaBWIBHON THUTHEHE Tpyla Ha JOCTOHHOM
puMepe OYCHb BAXKHO, YTOOBI MOJIC3HBIC HABBIKH 3aKPEMUINCHh Ha BCIO KHU3Hb. DTO HE MPOCTO
Tpe6OBaHI/I€ TUT'UCHBI, a Tpe6OBaHI/Ie MCTOAUKU.

1. MoHuTOp [O/DKEH OBITh YCTAaHOBJCH NPSMO TMepei IMOJb30BaTejeM U HE

TpeOoBaTh MOBOPOTA TOJIOBBI UJIH Kopryca Tena (puc. ).

ftiv

(8 U ¥

[MpaBsunLHO HenpasuneHo

Pucynok 1. YcranoBka MoHUTOpa
2. Paboumii cronm M mocagodyHOe MECTO JOJKHBI MMETh TaKylO BBICOTY, UTOOBI
YPOBEHb IJIa3 TOJIb30BaTeNsl HAXOMWJICS 4YyTh BBIIIE LEHTpa MoHuUTOpa. Ha 3kpaH MoHuTOpa
CJIeyeT CMOTPETh CBEPXY BHH3, a HE HA000pOT. Jlaxe KpaTKOBpeMeHHasi paboTa ¢ MOHUTOPOM,

YCTAaHOBJICHHBIM CJIMIIKOM BBICOKO, IMMPUBOJUT K YTOMJICHUIO IMEHHBIX OTACJIOB IIO3BOHOYHHKA

(puc 2).

MpaBunbLHO HenpaBuneHo

PucyHnok 2. Pacnonioxxenue MOHUTOpA
3. Ecnu npu mnpaBUIBHOM YCTAaHOBKE MOHUTOPAa OTHOCHUTEIIBHO YPOBHS IJ1a3
BBIICHSIETCS, YTO HOTH IIOJ30BaTeNsl HE MOTYT CBOOOJHO TOKOUTHCS Ha TMOJY, CIEIyeT
YCTaHOBUTh MOJCTaBKY JJI HOT, JKEJIATEJbHO HAKJIOHHYIO. ECIM HOTM HE MMEIOT HaJeKHOU

OTIOPBI, ATO HEMPEMEHHO BEJET K HApYLIEHUIO OCAHKU M YTOMJIEHHMIO MO3BOHOYHHKA. Y I00HO,
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KOT/la KOMIIBIOTepHass MeOernb (CToN U paboyee KPecio) UMEIOT CPeICTBA ISl PETYJIMPOBKH 10
BbICOTE. B 3TOM cirydae mporie 1oOUThCs ONTUMATBHOTO MOJIOKEHUS.

4, KnaBuatypa nomkHa OBITH pacmlojiOKeHa HA TAaKOH BBICOTE, YTOOBI MAIBIBI PYK
pacrojiaraiich Ha Heil cBOOOJHO, 0e3 HampsyKEHUs, a Yyrojl MeXay IUIeUOM U IpelriedybeM
cocraBisur 100° — 110°. Ilpu wHCMOIB30BaHMKM OOBIYHBIX IIKOJIHHO-MMMCHbMEHHBIX CTOJIOB
JTOOUTHCS OJJTHOBPEMEHHO MPABHIBLHOTO " MOJIOKEHUS 1 MOHUTOPA, M KIIABUATYPBI IPAKTHUECKU
HEBO3MOXKHO. JIJ1s1 pabOThI pEeKOMEHIYETCS UCIIOJIb30BATh CICIIMATbHBIC KOMITBIOTEPHBIC CTOJBI,
MMEIOLINE BBIIBUKHBIE TMOJOYKU IS KiaBUaTypsl. [Ipu mmurenbHON paboTe ¢ KilaBUATypoil
BO3MOXXHO YTOMJICHHE CYXOKUJIMI KUCTEBOro cycTtaBa. M3BeCTHO Tsxkesoe nmpodeccuoHaIbHOe
3a00JIeBaHHEe — KHUCTEBOW TYHHENBHBIM CHHIPOM, CBS3aHHOE C HEMPABUIHHBIM IMOJIOKEHHUEM
pPYyK Ha KiaBuarype. Bo n3bexxanue upe3MepHBIX HArpy30K Ha KHCTh JKeIaTelbHO TPEIOCTABUTh
pabodee Kpeclio ¢ MOAJOKOTHHKAMH, YpPOBEHb BBICOTHI KOTOPBIX, 3aMEpPEHHBIA OT TOa,
COBIA/Ia€T C YPOBHEM BBICOTHI PACIIOJIOKEHUS KJIaBUATYPBHI.

5. [Tpu paboTe ¢ MBIMIBIO pyKa HE MOJDKHA HAXOIUTHCS Ha Becy. JIOKOTh pyKH WiIH
X0Tss OBl 3amsICThe JIOJDKHBI MMETh TBEPIyIO OmNopy. Ecim mpemycMoTperh HEoO0XOIuMoe
pacrosoxeHue pabodero cTojia U Kpecia 3aTpyAHUTEIbHO, PEKOMEHAYETCSl IPUMEHUTh KOBPHUK
JUISL MBIIIM, UMEIOLIUI clielraIbHbId OMOpHBIA Banmuk. Hepeaku ciydau, Korja B MOMCKax
omopsl Ayt pyku (OOBIYHO TMPaBOM) pAacmojaraloT MOHHTOP COOKy OT IIOJb30BaTels
(COOTBETCTBEHHO, cClieBa), YTOOBI OH paboTall BIOJIOOOPOTAa, OMUpasi JIOKOTh WM 3aIsiCThe
MpaBol PyKH O CTOJN. DTOT MPHEM HENOMyCTHM. MOHHTOpP JTOJKEH 00s3aTebHO HAXOJUTHCS
IPsIMO TIEpe]] TTOJTB30BaTENIEM.

1.6 TpeGoBaHusi K OpraHU3aIUM 3aHATHIA.

DKpaH MOHHTOpPAa — HE eIUHCTBCHHBIH WCTOYHHK BPEIHBIX JJICKTPOMArHUTHBIX
u3nyueHuil. Pa3paboTyMkd MOHUTOPOB JIOCTATOYHO [AaBHO U YCIEIIHO 3aHUMAIOTCS HX
npeofojeHreM. MeHbllle BHUMaHHUS  YACNSETCS BpPEAHBIM TOOOYHBIM  H3IyYEHUSIM,
BO3HUKAIOIIAUM CO CTOPOHBI OOKOBBIX M 3aJHEH CTEHOK OOOpyJOBaHUS. B COBpeMEHHBIX
KOMITBIOTEPHBIX CHCTEMaX JTH 30HBI HamOojiee OmacHbl. MOHUTOpP KOMITBIOTEpA CIIEAYeT
pacrmosaraTh Tak, 4TOObI 3aJJHEW CTEHKOW OH OBLT OOpallleH HE K JIOSIM, a K CTEHE MOMEIICHUS.
B koMmblOTepHBIX KllaccaX, MMEIOIIUX HECKOJIbKO KOMITBIOTEPOB, pabouue MecTa JOJIKHBI
pacmoyiaraTeCs MO mepudepur TMOMENIEHUs, OCTaBisAs CBOOOAHBIM T1ieHTp. [lpum sTOM
JIOTIOTHATEIFHO HEOOXOJMMO IMPOBEPUTH KaXKJI0€ M3 padOYMX MECT Ha OTCYTCTBHE IPSIMOTO
OTpaKeHHsI BHEIIIHUX UCTOUYHUKOB OCBelIeHus. Kak mpaBuio, JOOUThCS 3TOTO NI BCeX pabounx
MECT OJHOBPEMEHHO JOCTATOYHO TPYIHO. BO3MOXKHOE pelieHHe COCTOUT B HUCHOJIb30BAHUU
IITOP Ha OKHAX W MPOIYMaHHOM Pa3MEIIeHUU UCKYCCTBCHHBIX HCTOYHHKOB OOIIET0 M MECTHOTO

OCBGHIeHI/ISI.CI/IJ'H)HI)IMI/I HCTOYHHWKaAMH J3JICKTPOMArHUTHBIX I/ISJ'IyLIeHI/Iﬁ SIBIISIFOTCSL YCTpOﬁCTBa
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OecriepeboiiHOro nuTaHus. Pacronarate MX clieAyeT Kak MOXHO Jajiblie OT MOCaJ0YHBbIX MECT
I10JIb30BATEIEH.

B opraHmzanuu 3aHATHH BaXXHYI0 POJIb HUIPACT UX INPOAOILKUTEIBHOCTb, OT KOTOPOH
3aBUCAT ICUXO(PHU3UOJIOIMUYECKHE HAarpy3ku. JIsi CTYIEHTOB MpPOJOKUTENBHOCTh CeaHca
paboThl ¢ KOMIIBIOTEPOM HE JOJDKHA IpeBbllaTh 35-40 MuHyT. OCTainbHOE BpeMs 3aHATHUA
OTBOJUTCS OOLICHUIO C Yy4duTeleM U Y4eOHBIMH mocobusMu. B cBs3M ¢ HeXBaTKOM
000py0BaHHs B KOMIIBIOTEPHBIX KJIacCaX MHOrJA IPOBOAST IPYMIOBBIE 3aHATHUS, BO BpPEMs
KOTOPBIX JIBOE-TPOE CTYJICHTOB 3aHUMAIOTCS Ha OAHOM pabodyeM MecTe. DTOT OpraHUu3alMOHHBIN
IIPUEM HENOIYCTUM C TI'MTHEHUYECKOW TOYKM 3peHMs. HexkoTopsIM CTyneHTaMm HpUXOAUTCS
pacronaratbcsi COOKy OT MOHHTOPA, YTO HETaTHBHO CKa3bIBACTCS KaK HA OpraHax 3peHus, TakK U
Ha OIMOPHO-JBUTATEILHONW CHUCTeMe. YUeOHBIN mporecc HeoOXO0AUMO TUIAHUPOBATh TaK, YTOOBI

Ka)K,I[LIﬁ CTYACHT UMCJI BO3MOKHOCTb OCBOUTH ITPABUJIBHBIC ITPHEMbI pa6OTbI C KOMIIBIOTCPOM.

2.ba3oBas annapaTHasg KOH(Urypauus nNepcoHaIbHOr0 KOMIbIOTEPa

[lepcoHasibHBI ~ KOMIBIOTEP —  yHUBEpPCaJIbHAas TEXHHMYECKas cucrema. Ero
KoH(uUrypanuio (coctaB 000pyA0BaHUA) MOKHO THOKO U3MEHSATH [0 Mepe HeoOxoauMocTu. Tem
HE MEHEee CYIIECTBYET MOHATHE 0a30BOM KOH(PUTypalluu, KOTOPYIO CUMTAIOT TUIOBOM. B Takom
KOMIUIEKTE KOMIBIOTEp OOBIYHO mocTaBisiercs. [loHsTne 0a30Boi KOH(UTypamud MOXKET
MeHAThC. B Hacrosiee BpeMst B 6a30B0i KOH(GUTYpAIIMK pacCMAaTPUBAIOT YETHIPE YCTPOIMCTBRA.
CHCTEMHBII OJIOK; MOHUTOp; KJIaBUATYpa; [ | MbIMIb. [

2.1 CucreMHbIi#i 010K

CucreMHBbIi 070K MpecTaBiIsieT cO00M OCHOBHOM y3€ll, BHYTPU KOTOPOI'O YCTaHOBJIEHBI
HauOosee Ba)KHbIE KOMIIOHEHTHI. YCTpPOWMCTBA, HaXOAsIIMEcs BHYTPU CHUCTEMHOro OJIOKa,
Ha3bIBalOT BHYTPEHHHMH, a YCTPOMCTBA, MOJKIIOYAaEMble K HEMY CHapyXH, — BHEIIHUMH.
BHemHne A0noOJIHUTENbHBIE YCTPOWCTBA, INpeIHAa3HAUYEHHBbIE Ui BBOJAA, BbIBOJAA M JUIM-
TEJBHOTO XpaHEHWs JaHHBIX, TaKkKe Ha3bpBalOT mnepudepuitnpivu. [lo BHemHEMY BHIY
CUCTEMHblE OJOKHM paznuuaroTcs ¢gopmoil kopmyca. Kopmyca nepcoHambHBIX KOMIIBIOTEPOB
BBINTyCKAlOT B ropu3oHTanpHOM (desktop) m BepTukanbHOM (tower) ucnosnHeHuu. Kopmyca,
UMEIOIME BEPTUKAJIBHOE MCIIONHEHHEe, pa3M4yaoT Mo TabapuTaMm: NOJIHOpa3MepHbIi (big
tower), cpeaHepasMepHblii (midi tower) m manmopasMmepHbld (mini tower). Cpeau KOpIycoB,
MMEIOIINX TOPU30HTAIIBHOE UCIIOJHEHWE, BBIACISIIOT IOCKHE M 0c000 Tutockue (slim). Kpome
dopMbl, UIs KOpIyca BaKeH MNapaMmeTp, HasblBaeMblii ¢opmdaxTopoM. OT HEro 3a BHUCAT
TpeOOBaHUS K pa3MellaeMbIM ycTpoiicTBaM. [IpeXHUM cTaHAApTOM KOpIyca MepCOHATIbHBIX
KOMIIbI0TEpOB ObUT popM-pakTop AT, B HacTosIIee BpeMsi B OCHOBHOM HCIOJIB3YIOTCSl KOpIyca

dopm-pakropa ATX. Dopm-pakTop Kopiryca AOMKEH OBITh 00sS3aTEIBHO COTIIacOBaH ¢ (opm-
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(GakTOpOM TJaBHOW (CHCTEMHOI) IUIaThl KOMIIBIOTEpA, TaK HA3bIBAEMON MATECPHHCKOHW ILIATHI.
Kopmyca nepcoHanbHbIX KOMIBIOTEPOB MOCTABIIAIOTCS BMECTE C OJIOKOM IMUTAHUSA, U, TaKUM
00pa3oM, MOLTHOCTh OJIOKAa MUTAHUS TAKKE SBISETCS OJHUM U3 TapaMmeTpoB kopmyca. s
MAacCCOBBIX MOJIEIE TOCTaTOYHOHN SBJISIETCA MOIIHOCTH OJioka rmuranusg 250-300 Br.

2.2 MouuTop

MOHHMTOpP — yCTpPOMCTBO BU3YalbHOI'O IPEICTABICHUS JaHHBIX. DTO HE €JUHCTBEHHO
BO3MOXHOE, HO TJIaBHOE YCTPOWCTBO BBIBOAA. Ero OCHOBHBIMH IOTPEOHUTEIHCKUMU
napaMeTpaMH SBJSIIOTCS: THII, pa3Mep M IIar MackKd OJKpaHa, MaKCHUMallbHas 4acToTa
perenepauuu u3o0paxkenus, kiaacc 3amuThl. Ceifuac Haubosiee pacHpOCTpaHEHBbI IUIOCKHE
xuakokpucraminyeckue MoHuTopsl (JKK). Onu npunuim Ha cMEHy MOHMTOpPaM, OCHOBaHHBIM Ha
AeKTPOHHO-ITy4YeBor TpyOKe (DJIT). DIeKTPOHHO-Ty4eBbIE MOHUTOPHI BCE €IIIE UCIIOJIB3YIOTCS,
OJIHAKO UX CcTaHOBUTCS Bce MeHbine. Pannue moxmenu JXK-monutopoB ycrymamu OJIT-
YCTpOMCTBAM B KayecTBE M300paKeHHUSI M B HEKOTOPBIX APYTUX XapaKTEPUCTHUKAX, OJHAKO B
HAIlM JIHU TIPaKTHYECKH BCE MPOOJEeMbl pemieHbl. Pa3smep MOHHTOpa H3MeEpseTCs MEXAY
IPOTUBOMNOJIOKHBIMU YIJIaMU BUAMMON YacTH dKpaHa Mo AuaroHanu. EauHunia m3aMepeHus —
moiimbl. CtangapTHeie pasmepsl: 14"; 15"; 17"; 19"; 20"; 21". B Hacrosimiee Bpemsi Hanbosee
YHUBEpPCaIbHBIMU ABIISAIOTCS MOHUTOPHI pazmepoM 21 (OKK) u 19 mroiimos (3JIT). M300pakenue
Ha sKkpane DJIT-MOHUTOpA TMOIy4aeTcsi B pe3yibTaTe OOIydeHHUs JIFOMUHO(DOPHOTO MOKPHITHS
OCTPOHAIPABJICHHBIM ITYYKOM 3JIEKTPOHOB, Pa30THAHHBIX B BaKyyMHOH KosOe. [[1s monyueHus
[[BETHOT'O M300pa’keHHsl JIIOMUHO(DOPHOE MOKPBITHE MMEET TOYKU WIIM IMOJIOCKH TpPeX THUIIOB,
CBETSIIUECS KPAaCHBIM, 3€JICHBIM M CHHUM LIBeTOM. YTOOBI Ha 3KpaHe BCe TPH JIyya CXOJWINCH
CTPOTO B OJIHY TOYKY M HM300pa’keHUE OBLJIO YETKUM, IEepe] JIOMUHOPOPOM CTaBSIT MACKy —
NaHeJb C PEryjsipHO paCHOJOKEHHBIMU OTBEPCTUSMU WM IHeAsIMU. YacTb MOHHUTOPOB
OCHAIIIEHAa MACKOW M3 BEPTUKAJIBHBIX MPOBOJIOYEK, YTO YCHIIMBAET SIPKOCTh M HACBIIIEHHOCTH
U300pakeHMs..

Uem MeHblIIE 1Iar MeX1y OTBEPCTUSIMM WJIHM LIEISIMH (IIar Macku), TEM YeT4e U TOYHEe
nosiyueHHoe u3oOpakenue. [llar Macku U3MepsIoOT B JOJIsSX MUJUIMMETpa. B HacTosiee Bpems
HaunboJiee pacrpocTpaHeHbl MOHUTOPHI ¢ maroM mMacku 0,24—0,26 MM. YcTapeBine MOHUTOPHI
MoryT umeth mar 70 0,43 MM, 4TO HEraTHBHO CKa3bIBaeTCs HAa OpraHax 3peHus mpu padorte ¢
KOMITBIOTEPOM. MoOJIe1M MOBBIIIEHHOW CTOMMOCTH MOTYT MMeTh 3HaueHue meHee 0,24 mm. Ha
9KpaHe JKUJIKOKPUCTAJUIMYECKOTO MOHUTOpa H300pakeHWe oOpasyercss B  pe3ylibTare
IPOXO’KJEHHs O€JI0ro CBETa JIaMITbl MOJICBETKU Yepe3 STYEeHKH, MPO3PAauHOCTh KOTOPBIX 3aBUCHUT
OT TPUJIOKEHHOTO HANpsDKEHUS. DJIEMEHTapHas TpHana COCTOUT M3 TPEX SUEEK 3EJIEHOTO,
KpacHOrO0 M CHHEro I[Be€Ta M COOTBETCTBYET OJAHOMY IHMKCely 3KpaHa. PazMep MoHMTOpa 1O

JAUuaroHajiv U paspCiiCHUC 5KpaHa OJHO3HAYHO OINPCACIIAOT pasMEp Takou TpUagbl U TEM CaMbIM
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3epHUCTOCTh M300pakeHms. YacTora pereHepannu (OOHOBIICHMs) M300paKE€HUS IOKA3bIBACT,
CKOJIBKO pa3 B TEUEHUE CEKYH]Ibl MOHHTOP MOKET MOJHOCTHIO CMEHUTH N300paskeHHe (103TOMY
€€ TaK)K€ Ha3bIBalOT YaCTOTOM KaJpoB). ITOT IapaMeTp 3aBUCUT HE TOJIBKO OT MOHMTOPA, HO U
OT CBOWCTB M HACTpOEK BHJeoajanTepa (CM. HHXKE), XOTA HpeesbHble BO3MOMXHOCTH
olnpenenser Bce-Taku MOHUTOp. YacTtoTy pereHepanuu nzoOpaxkeHus uzmepstor B repuax (I'm).
UeM oHa BbINIE, TEM YETYE M YCTOWYHMBEE M300pa’KeHHE, TEM MEHbIE YTOMJICHHE IJia3, TeM
OoJbllle BpEMEHU MOXKHO PaboTaTh ¢ KOMIBIOTEpOM HempepbiBHO. [Ipu wactoTe perenepanuu
nopsaka 60 I' 1 Menkoe MepuaHue H300paKEHHs MOXKET OBITh 3aMETHO HEBOOPY>KEHHBIM
rnazom. CeromHs Takoe 3HaueHWe cuurtaerca HeponyctuMbiM. g OJIT-monuTopoB
MUHUMAJIBHBIM CUHTAIOT 3HaueHue 75 ', HopmartuBHbM — 85 't 1 kompopTHEIM — 100 't 1
Oonee. Y KUIKOKPUCTAILIMYECKMX MOHMTOPOB H300pa)keHHE Oojiee MHEPIUOHHO, TaK 4YTO
MeplaHKie MOoAaBIsieTcsl aBToMaTUuYecku. J{i1st HuX yactota oOHoBieHus B 75 [’ yxe cunrtaercs
komdopTHO#. Kiace 3a muTel MOHUTOpa ONpezeNnseTcs CTaHIapToOM, KOTOPOMY COOTBETCTBYET
MOHUTOP C TOYKH 3pEHUs TpeOOBaHMU TEXHUKM Oe3omacHOCTH. B Hacrosmee Bpems
OOIICTIPU3HAHHBIMUA CUUTAIOTCS CIenyroImue MexayHaponaHsie cranmaptel: MPR-II, TCO-92,
TCO-95, TCO-99, TCO-03, TCO-06 (npuBeacHsl B XpOHOJOrHYeCKOM mopsake). Crangapt
MPR-II orpaHn4ui ypoBHHU 3JIEKTPOMAarHUTHOIO M3JIy4€HUs INpejaeramH, Oe30MacHbIMHU s
yenoseka. B crangapre TCO-92 st HOpMBI OBLITH COXpaHeHsl, a B crannaprax TCO-95 u TCO-
99 — yKecTo4eHBl. DProHOMHYECKHE M HKOJOTHYECKHE HOPMBI BIIEPBBIC IOSBWINCH B
cragnapre TCO-95, a cranmapr TCO-99 ycraHOBUII caMble KECTKHE HOPMBI 10 MapaMeETpaM,
OTIpENIeNAIONUM KauyecTBO M300pakeHus (SPKOCTh, KOHTPACTHOCTh, MEpLIaHUE, aHTUOIUKOBBIE
cBoiictBa nokpeitust). Crangapt TCO-03 nocesimen DJIT n XKK-nucniesam, UMEHHO MO 3TOMY
CTaHJAPTy CEPTUPHUIUPYIOTCS OOIBIIMHCTBO COBPEMEHHBIX O(UCHBIX MOHUTOPOB. CTaHmapT
TCO-06 coxmepxuT Habop TpeOOBaHMH, MO KOTOPHIM JIOJDKHBI CEPTUHUIMPOBATHCA TaK
Ha3blBa€Mble MEIUAAUCIUIEN — TUCIUIEH, OJHOW U3 OCHOBHBIX (DYHKIMH KOTOPBIX SIBISETCS
BBIBOJl MYJbTHUMEIUNHBIX H300pa’keHUil. bBonbIIMHCTBOM mapaMeTpoB  H300pakeHUs,
MOJIyYEHHOT0 Ha dKpaHe MOHUTOPA, MOKHO YIPABJIATH NMporpaMMHoO. IIporpammubie cpencTBa,
npeHa3HAYeHHbIE JJIS 3TOW IeJIH, OOBIYHO BXOJSAT B CHUCTEMHBIH KOMIUIEKT MPOrPaMMHOIO
o0ecreyeHnss — Mbl PACCMOTPUM HMX MPU U3YYEHUHU ONIEPALMOHHON CUCTEMBI KOMITBIOTEPA.

2.3 KnaBuarypa

KnaBuatypa — KJIaBUIIHOE YCTPOMCTBO YIpPaBJIEHUS IMEPCOHAJIBHBIM KOMIIBIOTEPOM.
Cayxut g BBoAa an(aBUTHO-UM(POBBIX (3HAKOBBIX) JAHHBIX, a TAK)KE€ KOMAaH] YIpaBICHHS.
KomOuHanms MOHUTOpa M KJIAaBUATypbl o0ecrednBaeT MpoCTeHMii nHTepeiic moabp30BaTeNs.
C noMoIplo KJIaBHATYypbl YNPABISIOT KOMIIBIOTEPHOW CHCTEMOM, a C IMOMOIIBI0 MOHHTOpA

MOJIy4aroT OT Hee OTKIMK. [IpuHnun neiicrBus. KiaBuaTypa OTHOCHTCA K CTaHAAPTHBIM
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CpeICTBaM MEPCOHAIBHOTO KoMIbioTepa. Ee ocHOBHBIE (YHKLIMU HE HYXAAIOTCS B MOIAEPIKKE
CHEeUMATbHBIMA CHCTEMHBIMH TIporpamMMamu  (npaiiBepamu). Heobxomumoe mnporpaMMHOE
oOecrnieueHue 11 Hayasia paboThl ¢ KOMIIBIOTEPOM yke umeercs B Mukpocxeme I13Y B coctase
6a30Bol cucteMbl BBoJia-BbiBoAa (BIOS), 1 moTOMy KOMIBIOTEp pearupyeT Ha HaKaTHs KJIABHIII
cpazy mnocie BkItoueHus. [IpuHiun neicTBus KiaBUaTyphl 3aKJII0YAETCS B CIIECIYIOIIEM.

1. Ilpu HaxkaTuy Ha KiIaBUIly (WM KOMOMHALMIO KJIABHII) CIEHAbHAs MHKPOCXEMA,
BCTPOEHHAs B KJIaBUATypY, TEHEPUPYET U BbIIAET TaK Ha3bIBAEMbIH CKaH-KOJ.

2. CkaH-KOJl MOCTYMaeT B MUKPOCXEMY, BBIIOJHSIONUIYIO (PYHKIIMU TOPTa KJIABUATYPHI.
(IToptel — cneuuanbHbIE alMapaTHO-JIOTUYECKUE YCTPOMCTBAa, OTBEYAIOIIME 3a CBA3b
mpoueccopa ¢ JIpyrMMHu ycrpoiictBamu.) IlopT kiaBMatypbl — 3TO JOBOJBHO IIPOCTOE
YCTPOMCTBO, MHTETPUPOBAHHOE B OJIHY U3 MUKPOCXEM MAaTEPUHCKOMU IIaThI.

3. Tlopt knaBHATypbl BBIAAET MPOIECCOPY IMpEpbIBaHUE C (DUKCHPOBAHHBIM HOMEPOM.
Jlns knaBuatypbl Homep npepbiBanus — 9 (Interrupt 9, Int 9).

4. TlomyuuB mpepbIBaHUE, IMPOIECCOP OTKIAIBIBACT TEKYIIyI0 paboTy M 1O HOMEpY
IpepbpiBaHMsl OOpalaercsi B CHELMANbHYH 00JacTb ONEpPAaTUBHOM NaMsITH, B KOTO- pPOM
HAaXOAWTCS TaK Ha3bIBa€MbIi BEKTOp IMpephiBaHUil. BekTop mnpepbiBaHUN — 3TO CIHCOK
aJpeCHBIX JaHHBIX C (UKCHUPOBAHHOW [IMHOW 3amucu. Kaxknas 3amuch cO- JEPKUT ajpec
IIPOrpaMMbl, KOTOpasi AOKHA OOCIYKUTh MPEpbIBAHUE C HOMEPOM, COBIAJAIOLUIMM C HOMEPOM
3aIHCH.

5. OmpenenuB ajapec Hayala MporpaMMbl, oOpabaThIBarOIe BO3HHKIIEE MpPEpPhIBAHUE,
npolieccop NepexoauT K ee ucnoaHenuro. I[Ipocreiimas nporpamma o0paboTKH Kila- BUATYPHOTO
MpephIBaHMs «3amuTa» B Mukpocxemy [13VY, HO mporpaMMHCTBI MOTYT «IOJICTaBUTh)» BMECTO
Hee CBOIO MIPOTPaMMY, €CJIM U3MEHST JIaHHbIE B BEKTOPE MpPe pPbIBaHUI.

6. IIporpamma-o0pabOTYUK MpepbIBaHUs HAMPABISET MPOIECCOpP K MOPTY KIABUATYPHI,
I7Ie OH HaxOIUT CKaH-KOJ, 3arpy’XaeT €ro B CBOM PETUCTPHI, MOTOM IO/ YIIpPaBJICHUEM
0o0paboTurKa onpenensier, Kakoi KoJ CHMBOJIa COOTBETCTBYET JaHHOMY CKaHKOY.

7. Jlamee 00pabOTUMK TIPEPHIBAHUM OTIPABISET TMOJTYYEHHBIH KOJ CHMBOJA B
HEOOJIBIIIYI0 00JIaCTh MAMSTH, H3BECTHYIO Kak Oydep KIaBUaTyphl, U MIPEKPAIaeT CBOIO padoTy,
U3BECTHB 00 3TOM MPOLIECCOP.

8. Ilpoueccop mpekpamiaer oOpabOTKy NHpepbIBaHUS W BO3BpAIIAETCS K OTJIOKEHHOM
3ajaye.

9. BBeneHHbI cuMBOJ XpaHHUTCS B Oydepe KiaBuaTyphsl 10 T€X Mop, MOKa ero He 3abeper
OTTyJAa Ta MporpaMMa, IJis KOTOPOH OH MpelHa3Hayalcs, HAlPpUMep TEKCTOBBIA PEIaKTOP HIIK
TEKCTOBBIN mporieccop. Ecnu cumBoBI TOCTYmarOT B Oydep uarie, yem 3aduparorcst OTTyja,

BO3MOXEH 3 ekt nepenonHenus oydepa. B 3Tom ciyyae BBOJ HOBBIX CUMBOJIOB HA HEKOTOPOE
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BpeMsl Ipekpaniaercs. Ha mpakTuke B 3TOT MOMEHT NPU HAXXaTUW Ha KJIABUILY MbI CIBIIIUM
OpeIyNpexTalonIii 3BYKOBOM CHUTHaT M He HaOmomaeM BBoja JaHHbIX. CraHmapTHas
kinaBuatypa umeer Oonee 100 kimaBwmi, (QyHKIMOHAIBHO paclpeAesieHHBIX MO HECKOJIbKUM
rpynnam. ['pynna andaBUTHO-IIM(POBBIX KIABUII NpeJHa3HAYeHA [UIsi BBOJA 3HAKOBOU
uHbopMalluu U KoMmaHja, HaOupaemblx 1o OykBam. Kaxpas kinaBuma MoOXeT paboTaTh
HECKOJIbKUX peXuMmax (perucrpax) M, COOTBETCTBEHHO, MOXET HCIOJIb30BaThCS JUISI BBOJA
HECKOJIbKUX CHMBOJIOB. llepexitoueHue Mexy HUXKHUM PETUCTPOM (Ui BBOJA CTPOUYHBIX
CHUMBOJIOB) M BEPXHUM PErHCTPOM (ISl BBOJIA MPOMKUCHBIX CUMBOJIOB) BBIIIOJIHSAIOT YJEp>KaHUEM
kinapumm  SHIFT  (HmedukcupoBannoe mepekitoueHnue). [Ipu  HEOOXOIUMOCTH  KECTKO
HepexIiounTh peructp ucnoib3ytoT kiasuiry CAPS LOCK (¢ukcupoBanHOE NEpeKIrOueHuE).
Ecnn knaBuatypa MCHOJb3yeTCsl AJ1 BBOJA JIAHHBIX, a03all 3aKpbIBAlOT Ha)KaTUEM KJIABUIIU
ENTER. IIpu 3TOM aBTOMaTH4YECKHA HAUMHAETCA BBOJ TEKCTa C HOBOM cTpoku. Eciu knaBuatypy
UCIONB3YIOT i BBoAa kKomau i, kinaBumeid ENTER 3aBepiiaror BBo KOMaH/bl 1 HAUMHAIOT €€
ucrnojHeHue. J[is pa3HbIX SI3BIKOB CYLIECTBYIOT Pa3jMYHbIE CXEMBbl 3aKpEIUIEHUS CHMBOJIOB
HAIIMOHAJBHBIX aX(aBUTOB 3a KOHKPETHBIMH an(aBUTHO-UM(POBBHIMU KJIaBHIIAMH. Takue
CXeMbl Ha3bIBAIOTCA pacKiakaMu KiaBuaTypbl. [lepexiitoueHHs MeEXIy pa3IMYHbIMU
packiakaMy BBITIOJNHSIOTCSA MPOTPAMMHBIM 00pa3oM — 3T0 ofHa U3 GYHKIUI onepannoHHON
cuctembl. COOTBETCTBEHHO, CIIOCO0 MEPEKIIOYEHHs] 3aBUCUT OT TOrO, B KaKOH OIepalmOHHON
cucrteMe pabotaer kommbioTep. Hampumep, B cucreme Windows 7 nisg 3TOW 1MW MOTYT
UCIIONB30BaThCA cienyoomue komounanuu: aesas kinapuma ALT+SHIFT unu CTRL+SHIFT.
[Tpu pabote ¢ apyroil onepanoOHHON CUCTEMON CIOCO0 MEPEKITIOYEHUsI MOKHO YCTAaHOBUTH I10
CIPAaBOYHOM CHCTEME TOW MpOrpamMMbl, KOTOpas BBINOJHSAET NepekitodeHue. OOIenpuHsThe
pacKiIaiKy KJIaBUaTyphl UMEIOT CBOM KOPHU B pacKjajKax KJIaBHATyp MUIIYIIMX MAIIMHOK. J{is
nepcoHaIbHbIX KoMmmbpioTepoB IBM  PC  TunosbsiMu cumtatorcss packinaaku QWERTY
(amrnmiickas) u WIIYKEH (pycckas). Packmajky NpHHATO HMEHOBaTh IO CHMBOIAM,
3aKperyIeHHbIM 3a NEPBBIMU KJIaBHILIAMU BEpXHEH CTpoku andaBUTHOM rpynmnsl. ['pymnma
(GYHKIIMOHAJIBHBIX KJIaBUII BKJIHOYaeT ABeHanuarh kiasuil (ot F1 mo F12), pazmemieHHbIX B
BEpXHEN 4acTu KiaBuaTypbl. OyHKIUM, 3aKPEIUICHHBIE 32 JaHHBIMU KIABUIIAMM, 3aBHCST OT
CBOWCTB KOHKPETHOM paboTaroleil B JaHHBIH MOMEHT IIPOrpaMMbl, @ B HEKOTOPBIX CIy4asX U OT
CBOICTB omepanuoHHON cucTeMbl. OOUIENPUHATHIM ISl OOJBIIMHCTBA MPOTPaMM  SBIISETCS
COTJIAIIIEHUE O TOM, YTO KJIaBHIIA F1 BBI3BIBAET CIIPAaBOYHYIO CUCTEMY, B KOTOPOW MOYKHO HalTH
COpaBKy O JeicTBUM npounx KiaBuml. CryxkeOHble KIaBUIIM PACHONAraloTCs PsAIoM C
KJIaBUIIAMH ajipaBUTHO-IIM(PPOBOI Tpynmbl. B ¢Bs3M ¢ TeM, UTO MU IPUXOUTCS MOJIb30BATHCS
O0COOEHHO YacTO, OHM MMEIOT yBeJIWYeHHbIH pazMep. K HUM OTHOCATCS pacCMOTPEHHBIE BBIIIE

knaBum SHIFT u ENTER, peructposeie knaBumm ALT m CTRL (ux ucnonesyror B
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KOMOWHAIIUK C IPYTUMU KJIaBUIIAMU Il popMupoBaHuUs KomaH), kiaaBuma TAB ( mis B Boga
no3uLui Tadynauuu npu Habope Tekcra), kiaBuma ESC (0T aHrimiickoro ciioBa escape) Ais
OTKa3a OT UcHoJaHeHUs HauaTol onepaunu U kinasumia BACKSPACE nns ynaneHus TOIbKO 4TO
BBEJICHHBIX 3HaKoB (oHa HaxomuTcs Haja kiasuiiedr ENTER u wacTto MapkupyeTcsi CTpenkou,
HarnpaBiaeHHOW BieBo). CmyxeOnple kmaBumm PRINT SCREEN, SCROLL LOCK wu
PAUSE/BREAK pa3Mematorcsi cripaBa OT Tpynmbl (YHKIMOHAJIBHBIX KJIABHII M BBITOIHSIOT
cnenuduyeckue (GyHKIUHU, 3aBHCAIIME OT JCUCTBYIONICH OMEPAIMOHHON  CHUCTEMBI.
O6menpunasaThiME siBIsI0TCS crenyromue aeictBus: PRINT SCREEN — coxpaneHue TeKymiero
COCTOSTHUSI 9KpaHa B CIEHUAIbHON 00jacTH [ ] onepaTHUBHOW MaMATH, Ha3zbiBaeMou Oydepom
obmena. SCROLL LOCK — mnepekitoueHue pexxuma paboThl B HEKOTOPHIX (KaK MPaBUIIO,
ycrapeBmux) mporpammax. PAUSE/BREAK — mnpuocTaHoBKa/ipepblBaHUE — TEKYIIETO
nporecca (00blyHO Hcmosnb3yeTcss B kKomMOuHammu c kinaBuinedt CTRL, noctymHo nuimpe B
HEKOTOPBIX MpO- rpamMmax). [IBe rpymnmbl KJIaBUII yIPaBICHUS KYPCOPOM PACIIOIOKEHBI CIIpaBa
ot andaBuTHO- U(PPOBOI manenn. Kypcopom Ha3bIBaeTCs SKPaHHBIA 3JIEMECHT, YKa3bIBAIOIIUH
MECTO BBOJa 3HaKOBoW wmHpopmarmu. Kypcop ucmonb3yercss mpu paboTe C MporpaMMaMH,
BBINIOJIHSIFOIIMMHU BBOJI JaHHBIX M KOMaHJ ¢ KJaBuarypbl. KiiaBumm yrnpaBieHuss Kypcopom
MO3BOJISIIOT  YIPABJIATh MO3ULMEN BBoAA. UYUeThlpe KIABUIIKM CO CTPEJIKaAMHU BBIIOJHSAIOT
CMEIlIEHHE Kypcopa B HaIpaBJIEHWU, YKAa3aHHOM CTPEJIKOM (MX OOBIYHO HAa3bIBAIOT IPOCTO
KypcOpHbIMU KJiIaBuIIamu). [lefictBue mnpoumx knaBuml omnucaHo Huwke. PAGE UP/PAGE
DOWN — nepeBon Kypcopa Ha OAHY CTpaHMIly BBEpX WU BHU3. [IoHATHE «CTpaHUIa» OOBIYHO
OTHOCUTCSI K (hparMeHTy JOKyMEHTa, BUJIMMOMY Ha 3KpaHe. B rpaduyeckux omnepanmoHHbBIX
cucremax (Hanpumep, Windows) 3THMHU KJIaBUILIAMU BBIIOJHSIOT IIPOKPYTKY» COAECPKUMOIO B
TeKyIleM okHe. JlelicTBHEe ATHX KJIaBUII BO MHOTHX IporpaMmax MOXKeT ObITh MOAU(PHUIIMPOBAHO
C TOMOILBIO CIYXEeOHBIX pPErucTpoBbIX KiaBuil, B mnepByto odepenp SHIFT u CTRL.
KonkperHslii pe3ynabTaT MoAM(UKALMK 3aBUCUT OT KOHKPETHOM MporpamMMbl —HW/WIN
onepanuonHoil cucrembl. Kiasummm HOME u END nepeBogsT kypcop B Hadajlo WM KOHEI|
TEKyIIeH CTPOKH COOTBETCTBEHHO. MX nelicTBUE Takke MOIU(UUUPYETCS PEerucTpoBBIMU
knaBumamu. TpaaunuonHoe HazHaueHue knaBuiin INSERT cocrout B mepekimoueHnn pexuma
BBOJIa JJAHHBIX (TMIEPEKIIOUCHNE MEX]Ty peKHUMaMH BCTaBKH M 3aMEHBbI). Ecii TEeKCTOBBIN Kypcop
HaXOAUTCSI BHYTPU CYIIECTBYIOIIETO TEKCTa, TO B PEXUME BCTABKU MPOMCXOAUT BBOJ HOBBIX
3HAaKOB 0€3 3aMEHbI CYIIECTBYIOLIUX CUMBOJIOB (TEKCT Kak Obl pa3aBuraercs). B pexume 3ameHbl
HOBBIE 3HAaKM 3aMEHSIOT TEKCT, HMMEBILMICA paHee B IO3ULMU BBOJA. B COBpeMEHHBIX
nporpammax jeiictBue kinaBuiu INSERT moxxer ObiTh uHbIM. KOHKpeTHyr0 HH(OpMaIuio
CIEAyeT MOJY4YUTh B CIPABOYHOW CHCTEME NporpaMmbl. BO3MOXKHO, 4YTO JEHCTBUE ITOMU

KJIIaBUIIN ABJIACTCA HACTpaMBA€MBIM, — OTO TaAKXE€ 3aBUCUT OT CBOICTB KOHerTHOfI
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nporpammel. Kimasuma DELETE npenna3znadena st yJajaeHusl 3HAKOB, HAXOSAIIMXCA CIpaBa
OT TEKylIero ImoJoKeHus Kypcopa. [lpm STOM 1OJIOKEHHWE TO3MLMK BBOJA OCTAETCS
Hen3sMeHHbIM. (CpaBuute neiictBue kinaBuin DELETE c¢ geiictBuem ciyeOHOM KIIaBUIIN
BACK- SPACE. Ilocnenuss Ciy>kuT AJi YIaJICHUS 3HAKOB, HO TIPH €€ MCIOJIb30BaHUH TTO3UIINS
B BOJIa CMEILIAETCS BIEBO, U, COOTBETCTBEHHO, YAAIAIOTCS CUMBOJIbI, HAXOIAIMECS HE CIIpaBa, a
cieBa OoT Kypcopa.) ['pyrnma KiaBuill TOTOTHUTEIBHOMN MaHenn AyOIupyeT AelcTBUEe MU(PPOBBIX
Y HEKOTOPBIX 3HAKOBBIX KJIABUII OCHOBHOM MaHenu. Bo MHOrux ciydasx Jjisi UCHOJIb30BaHUS
3TOM TpyNIbl KJIABUILI CJEAyeT MPEABApPUTENIBHO BKJIIOYATh KiaBuuly-nepekiodareas NUM
LOCK (o coctossanu nepexnrodatesneir NUM LOCK, CAPS LOCK u SCROLL LOCK moxHO ¢
VAUTH TIO CBETOAMOJHBIM HHAWKATOPAM, OOBIYHO PACIOJIOKEHHBIM B TPAaBOM BEPXHEM YTy
KJaBuatypsl). [losiBeHHe MOMOJHUTENBLHON TaHENH KJIaBUATypbl OTHOCUTCS K Havdary 80-x
rogoB. B To Bpems KiaBHATypbl OBLIM OTHOCHTENBHO JOPOTOCTOSILIMMHU yCTPOMCTBAMH.
[lepBoHavyaibHOE Ha3HAYEHUE JIONOJIHUTEIBHOM IMaHEIW COCTOSUI0O B CHUIKEHHMHM M3HOCA
OCHOBHOM MaHEJX MPHU MPOBEACHUH PACYETHO-KACCOBBIX BHIYUCIICHHH, a TAKXKE MIPH YIIPABICHUU
KOMITBIOTEPHBIMH HUTpaMu (1pu  BbIKIIIOYeHHOM rnepekiouarenie NUM LOCK  knaBuium
JOTIOTHUTEILHON MaHEeIM MOTYT MCIOIb30BaThCS B Ka4eCTBE KJIABHII YIIpaBJIeHHs Kypcopom). B
HAIllM JHU KJIaBHATYpPbl OTHOCSAT K MAJIONEHHBIM OBICTPOM3HAIIUBAIOIIMMCS YCTPOHCTBAM U
IPUCTIOCOOIEHUSIM, U CYIIECTBEHHON HEoO0XOQuMOcCTH obOeperaTb WX OT M3HOca HeT. Tem He
MEHee 3a JIOTIOJTHUTEIBHON KJIABHATYpOU coXpaHsieTcs BakHasi (PYHKIIMS BBOJA CHMBOJIOB, JIJIsI
KOTOpBIX M3BecTeH pacimpeHHbiii ko7 ASCII (cMm. Bbllie), HO HEU3BECTHO 3aKperieHHE 3a
KJIABUIIeH KIaBUATyphl. Tak, HapuUMep, U3BECTHO, YTO CHUMBOJN «§» (maparpad) uMeeT Koj
0167, a cumBox «°» (yrimoBoit rpagyc) umeet koa 0176, HO COOTBETCTBYIONIUX MM KJIABHIII Ha
KJIaBHaType HeT. B Takux ciydasx uisi UX BBOAQ HCIOJB3YIOT JOMOJTHUTEIBHYIO TaHENb.
[Topsimok BBoAa cUMBOJIOB 110 U3BecTHOMY ALT-koxy.

1. YOeautbcs B TOM, 4TO BKIIOUeH nepexitoyaress NUM LOCK.

2. Haxatpb u yaepxatp kiiasuiry ALT.

3. He ornyckas knaBumm ALT, HaOpath mocienoBaTeIbHO Ha JOMOTHUTEIILHONW TTaHEeT!
ALT-xon BBogumoro cumBouia, Harpumep 0167.

4. Ornyctuts knasuiry ALT.

CumBoJi, umeromuid koa 0167, mosgBUTCS Ha 3KpaHe B MO3UIMM BBOjA. Y3Hath ALT-
KOJIbI HEKOTOPBIX CHMBOJIOB TIO3BOJISIET TmporpamMma Tabnuima cumBosioB. Hactpoiika
KJaBUaTypsl. KilaBuaTypsl mepcoHanbHBIX KOMITBIOTEPOB 00JIaJal0T CBOMCTBOM MOBTOPA 3HAKOB,
KOTOpO€ MCHOJIb3YeTCs ISl aBTOMaTu3aluu mpoiecca BBojga. OHO COCTOUT B TOM, UTO IpHU
JUTUTEIPHOM YACP)KaHWU KJIABHUIIM HAYWHAETCS aBTOMATUYECKHI BBOJ CBSI3aHHOTO C HEH Koja.

HpI/I OTOM HACTpaMBACMbIMH ITapaMETpaMU ABJIAIOTCA: MHTCPBAJI BPEMCHU IIOCJIIC HaXaTusd, IO
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UCTEUYEHUU KOTOPOTO HAYHETCS] aBTOMAaTHYECKHIl MOBTOP KOJa; TEMI MOBTOpa (KOJIHMYECTBO
3HAaKOB B cekyHAay). [JCpeacTBa HaCTPOWKM KJIABHATYpPhl OTHOCATCS K CHCTEMHBIM M OOBIYHO
BXOJSIT B CO- CTaB OINEPALMOHHOIN cucTeMbl. KpoMe mapameTpoB pekuMa MOBTOpa, HACTPOMKeE
MOJA- JIeXKAT TaKKe MCIOJIb3yEMbIE PACKIAJKH M OpraHbl YIPABICHMS, HUCIOIb3yEMBbIE s
nepekiaoueHns packiaaok. Co cpeacTBaMM HAaCTPOMKHM KJIaBUATypbl Mbl IIO3HAKOMHMCS IIpU
U3y4eHUH (QYHKIUH ONepariiOHHON CUCTEMBI.

2.4 Mblib

Mpiiib — yCTPOHCTBO yIpaBieHHs] MaHMIyJIsSTOpHOro tuma. IIpencraBisier coOoi
IUIOCKYI0O KOpOOOUKy C JByMms-TpeMsi KHomkamu. IlepemernieHue MbIM 1O IJIOCKON
MIOBEPXHOCTH CHHXPOHU3HUPOBAHO C MEpeMeIIeHueM rpapuueckoro o0bexTa (yKa3aresis MBIIIH)
Ha KpaHe MOHUTODA.

[Ipunuun peiictBus. B oTianumMe OT pacCMOTPEHHOW paHee KIaBUATYpbl MBIIIb HE
ABJISIETCS] CTAH/IAPTHBIM OPTaHOM YIPABJICHMS, U NIEPCOHAIbHBIA KOMIIBIOTEP HE UMEET /I Hee
BBIJIEJICHHOrO 1opTa. JlJis MBIIIK HET U MOCTOSIHHOI'O BBIAEJIEHHOTO INpepbIBaHUs, a 0a30BbIe
cpenctBa BBoja u BbiBoAa (BIOS) kommbioTepa, pa3merieHHbIe B TOCTOSIHHOM 3allOMHHAIOLIEM
ycrpoiicte (II3Y), He comepkaT mporpaMMHBIX CPEACTB AJsi 00pabOTKU MpepbIBaHUM MbIU. B
CBS3M C OTUM B IEPBBI MOMEHT IOCJ€ BKIIOUEHHUS KOMIIbIOTEpa MbIIb He pabortaer. OHa
HYXIAETCA B MOJJICPKKE CIECLUATBHON CUCTEMHOW MpOrpaMMbl — JipaiiBepa Mblld. JpaiBep
YCTaHABJIMBAETCS MO0 MPHU NEPBOM MOAKIIOYEHUN MBIIIN, JTUOO MPU yCTaHOBKE ONEPALMOHHON
CHUCTEMBI KOMIIBIOTEpPA. XOTs MBIIIb U HE MMEET BBIIEICHHOIO IOpPTa Ha MATEPUHCKON IUIaTe,
JUis paboThl ¢ HEW MCMONB3YIOT OAMH M3 CTaHJApTHBIX MOPTOB, CpelICcTBa s paboThl ¢
KOTOppIMH HMMeroTcsl B coctaBe BIOS. [lpaiiBep MbllM npeaHa3HauyeH sl MHTEpIpETaluu
CUTHAJIOB, MOCTynaroumux yepe3 nopT. Kpome toro, o obecrneunBaeT MeXaHU3M Iepenayu
UHPOPMALIUK O TOJOXKEHUH MU COCTOSHUM MBI ONEPAllMOHHOM cHucTeMe M PadoTaroIuM
nporpaMMaM. KoMIbrOTEpOM  yHpaBislOT INEPEMEIICHMEM MBIIIM IO IUIOCKOCTH U
KPaTKOBPEMEHHBIMH HaXaTHsIMM [paBOM U JIeBOM KHOMOK. (DTH HakaTusi Ha3bIBarOTCS
nienykamMu.) B otnuune oT KiaBuaTyphl MBIIIb HE MOXKET HAIPSIMYIO MCIOIb30BaThCs AJIs BBOJA
3HaKOBOM HMH(OpMaIUM — ee MPUHIUI YIpaBICHUs sBISeTCs COOBITHIHBIM. [lepemenienus
MBIIIM U IIETYKH €€ KHOIOK SIBJISIIOTCS COOBITHSIMU C TOYKU 3pEHMsSI €€ MpOorpaMMbl-IpaiBepa.
AHanu3upys 3TU COOBITHS, JApaiiBep yCTaHaBJIMBAaeT, KOTJa MPOU30ILIO COOBITHE U B KaKOM
MeCTe 2KpaHa B 3TOT MOMEHT HaXOJWICsA yKa3aTeilb. JTU JaHHbIE NEepeatoTcsl B MPHUKIAIHYIO
nporpaMMy, ¢ KOTOpoil paboTaeT mojb30Bareib B AaHHBIH MOMEHT. I1 0 HUM mporpamma MoxeT
ONPEAEINTh KOMaH1y, KOTOPYIO0 UMEN B BUy IOJI30BATENb, U MPUCTYIUTh K €€ HCIIOJHEHUIO.
KoMmOuHammst MOHHUTOpa M MBIIIM OOecriedrMBaeT HamboJee COBPEMEHHBINM Tl WHTepdeica

NOJIb30BaTENsl, KOTOpBIM HasbiBaeTcs rpapudeckuM. [losnb3oBaTens HaOMOAaeT Ha HKpaHe
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rpaguyeckue OObEKThl U JIEMEHTHI ynpanieHus. C MOMOIIBIO MBIIIM OH M3MEHSAET CBOMCTBa
O0OBEKTOB M NPUBOJUT B JIECHCTBUE BJIEMEHTHl YIPABJICHUS KOMIBIOTEPHOM CHUCTEMOM, a ¢
MIOMOIIIFI0 MOHUTOPA TIOJIyYaeT OT Hee OTKIUK B rpaduueckoM Buae. CTangapTHAst MbIIIb UMEET
TOJIBKO JIB€ KHOIIKM, XOTSl CYLIECTBYIOT HECTaHAAPTHBIE MBIIIN C TpeMs KHonkamu. CeronmHs
Hau0oJiee pacHpOCTPAHEHbl MBIIIM, B KOTOPBIX POJb TPEThEH KHOIKU WIPaeT Bpallarolieecs
KOJIECUKO-PEryJsITop. DyHKIMM JONOIHUTEIBHBIX OPraHOB YIIPABICHHUS ONPEIEISAIOTCS TEM
OpOTPaMMHBIM OOECTIeYeHHEM, KOTOpOE IOCTaBIAETCS BMecTe C ycrporcTBoM. K umcmy
pEryJupyeMbIX MapaMeTpOB MBIIIM OTHOCSTCSA: YyBCTBUTEIBHOCTb (BBIPAKAET BEIMUYUHY
HepeMelleH sl yKa3aTessl Ha SKpaHe [IPU 3aaHHOM JIMHEHHOM IepeMEeLIeHUH MbIIIN), (YHKINU
JIEBOM M NpaBOM KHOIOK, & TAK)K€ YyBCTBUTEJIBHOCTh K JBOMHOMY Ha)kaTHIO (MaKCHMaslbHBIN
WHTEpPBaJ BPEMEHH, IPU KOTOPOM JBa MLIEIYKA KHOIKOW MBIIIN PACLEHUBAIOTCA KaK OJUH
NBOWHOM 1mien4ok). [IporpamMmHuble cpecTBa, NpeJHa3HaAuUSHHbIE IS STUX PEryJINPOBOK, OOBIYHO
BXOJAT B CHUCTEMHbIM KOMIUIEKT NPOrpaMMHOIO OOECIEeYeHHs — Mbl PAacCMOTPUM HX IpH

M3yYECHUU ONIEPAMOHHON CUCTEMBI.

3.0cHoBbI padotTsl B OC Windows (Linux)

Onepanunonnast cucrema Windows (OC Windows) — sBisercs rpadudeckoi
OTIepaIlMOHHON cucTemMoi st koMibtoTepoB iardopmsl IBM PC. OcHoBHBIME cpelicTBamMu ee
yIpaBJICHUS SBISIOTCS Trpauyeckuii MaHUTYASTOp (MBIIIb WJIA WHOW aHAJIOTUYHBIN) WU
KJIaBHATYpa.

®ajisl — UMEHOBAHHBIN HA0OP aHHBIX OJIHOTO THIA XPaHSIIUNCS Ha JUCKE (TEeKCTOBBIN
JOKYMEHT, PUCYHOK, TIporpamMma 1 T.11.).

IManka — »IeMEHT CTPYKTYpHl OpraHu3anuu (aiijioB Ha AHMCKE, MOXKET COJCpKaTh
(aiisel U IpyrUe NarnkH.

Apabik — 310 peannzoBaHHasg B OC Windows BO3MOXXHOCTb HCIIOJIb30BaTh CCBHIJIKU Ha
00BEKT 6€3 HEOOXOIUMOCTH CO3/1aHUs KOMUM 3TOr0 00BEKTA.

3Hauku — 370 rpaduyeckoe npenacrasieHne oobexkToB OC Windows.

TexcToBBIIi MpoLECCOP— TPOTPaMMHBIE CPEICTBA, 00ECTICUUBAIOIINE BBOJI, XpaHEHHE,
IPOCMOTP, PeAaKTUPOBaHUE, (HOPMATHPOBAHUE H MI€YATh TEKCTOB.

DJIeKTPOHHAsI TA0JMIA - MHTEPAaKTUBHAS IUAIOTOBAasi CUCTeMa OOpa0OTKH TaHHBIX,
IpEeCTaBIISIomas COO0H MPSIMOYTOIBHYIO TaONHUITy, STYEHKH KOTOPOH MOTYT COAEp)KaTh YHCIA,
CTPOKH UM (POPMYJIBI, 33/1a01IHE 3aBUCUMOCTh 3HAUCHHS TYEHKH OT IPYTUX SUYEEeK.

Bpay3ep — nporpamma, obecrieunBaromas otoopakenne Web-crpanmui.

Paboma ¢ OC Windows

ITocne 3arpy3sku OC Windows Ha skpane nosiisercss PaGoumii cToJs1, HA KOTOpOM

pa3MeIarTCs pa3IuvHble TpapuiIecKue OOBEKThI, 3HAYKHM WIH SAPJBIKH, HW300pakaronimue
pOrpaMMbl, JOKYMEHTBI, pa3jMdYHbIe CETEeBbIe yCTpoicTBa (puc.3).
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Mo Moe ceTesoe
KOMMBIOTED OKpyXEHHE

o / SHaYKHU

AOKYMEHTHI
35.4']

KopawuHa
e
Internet
Explorer Hp.]II)IK
%@ / IlaHens 3agau
n
K°ﬁ$$'$'$/ Krormka “TTyck”
Eal’lch”J o< |J|:1?Adube Photoshop cHRB T 2350

Pucynok 3 — Pa6ounii cron OC Windows
B HmkHel yacTu skpaHa pacrionoxkena IlaHeab 3ama4, obecrieunBaromias ObICTpOE

HEePEKIIIOYEHUE C OJHOTO MPUIIOKEeHNUS (OKHA) Ha apyroe (puc. 3).
Kaxnas manmka wim mporpamMma OTKPBIBAaeTCS B COOCTBEHHOM OKHe. Hampumep, Ha

pUcyHKe 4 TIpeICTaBIIEHO OTKPBITOE OKHO Manku «Mou JOKYMEHTBD.

| J1d BHIK: MCHHD PazpepHyTh
CBepHYTH OKHO OKHO

JATH T ROE DEHA

WU PR

TmGn  lpsnks 1lan Hasipaonan #“Lapnee Cnpenee

4= |Hazag ~ **'I'-J|ﬂllou:x :‘Jlla'lxu,;."3|“t Ho
e [ ok pormenTa \j  Mupem fpaHHoe Cepeuc Cnpaeka |
'-F{,, T - - \ ek EaMankn 3| B W X @ | >
T et
P j @ Mepexoa
Mo Fncyse T Mk RO KN T g T 3 LITE
HILEIPY M CLLLITHS aKp
P ———— OKHO
ONHCALIWE 2ACHCHTE,
CWACAKTDE <ro.
B MouM pMCyYHKM
Lelnen 10 L & s pn e Y

Pucynok 4 — OxHO nanku Mou TOKyMEHTbI

g Toro, yToObl OTKPBITH MANKy WU (aili, 3amycTHTh NPUIIOKEHHE HEOOXOIUMO
MIPOM3BECTU JBOMHOM IIETUYOK JI€BOW KHOIMKH MBIIIU IO COOTBETCTBYIOIIEMY OOBEKTY.

Kaxxnoe okHO iy npuioxeHne uMerot cBoe I'1aBHoe MeHIo.

I'maBHOe MeHIO COIEPKUT OCHOBHBIE KOMAaH/bI ISl ONIEPALMNA B TEKYILEM NPUIIOKEHUH

VI OKHE.
Hanpuwmep, anst Toro, 4To0bl co31aTh HOBYIO HanKy HE0OX0AUMO 3aiiTu B MeHIo Daiia u

BeIOpaTh MyHKT C031aTh U 3aTe€M BBHIOpATh TUI 00BEKTa (B 3TOM npumepe 310 Ilamka).
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- C:\Documents and Settings'AgAMuHUCTpaTop, MoK AoKyMEeHTbIHoB

Mafin Mpaska  Buwa  MzbpabHoe  Cepeuc Cnpaeka

C030aTe b ) Danky o |
Apnkik
@ 4 =l\HoBan
@ MopThens

X Irfanview BMP File
IE_I)I AokymeHT Microsoft Word
JaKpeITh ﬂ:l MpeseHTawmA Microsoft PowerPoint

B ItFanview PSD File

EanDEﬁH:g;'fE HET OTC .EIJ AokymenTt Microsoft Office Publisher
B apuve winRaR

TeKCTOERIA ADKYHEHT

%5 Wirtual CD w4 Definitionfile

EH] Microsoft Yisio Draving

Winarnp media file

@_1 MrcT Microsaft Excel

B apue 7IP - WinRAR

CH. Tak#e:

MoH AoKYHMEHTEI

Moe ceTeBOE OKDYWE
Mof KOMOBHITED

Pucynok 5 — Mento «®aiin» ri1aBHOTO MEHIO.

Jlnst Toro, 4ToOBI TPOM3BECTH HaJ OO0BEKTOM ((halijloM WM TAINKoW) Kakue-Iu0o
orepanuu (KOMUPOBAHKE, TIEPEMEIICHHE, yIaJCHUE U T.I1.), HEOOXOIUMO BBIACIUTEL €r0 OJHUM
IIETYKOM JICBOM KHOIKH MBIIIH (pHuc. 6).

& Mon NOKYMEHTHI [_ (O] x|

®ain [lMpaeka Bwa WMsbpanHoe Cep™
=Hazag * = ¥ | @Nonck TaMankm 4 2

Anpec: “3 Mom OOKYMEHTBI j @ﬂepexun
Nabopartop... OcHoBbI
pabora Ne 1 Windows L

BrimenmeHHrdi 00BeKT

=l

|BbI,EI,EJ'IE!HD DE'I:-EKTl |E§_J, Maf komnek

Pucynox 6 — BeiieneHnHblit 00beKT

IlepenmenoBaTh nanky win ¢aill MOXHO MPU MOMOIIM COOTBETCTBYIOIIEH KOMAaHIbI
MeHI0 Daiii1 TIIaBHOT0 MEHIO.

Bydep od0mena — 3To obsacTe Ha qUCKe, IpeIHA3HAYEHHAs] HA BPEMEHHOTO pa3MeIleHus
JAHHBIX MPU TIEPEHOCE U3 OJHOI0 MECTa B IPYroe.

KonupoBanue 1 mnepeMenieHue OOBEKTOB NMPOUCXOAUT uepe3 Oydep odmena. IIpu
KOnUpoBaHuM B Oydep oOMeHa nmomeniaercss Konusi 00beKTa, pu nepeMenieHun — OpUruHaJl.

Konupoanue u nepemenienne uaeT B 2 srana:

1) KonupoBanue nnu Beipe3anue o0bekta B 0ydep ooOmeHa
2) BceraBiienue o0nexTa u3 Oydepa oOMeHa B ykazaHHOE MECTO.
Cy1iecTByeT HECKOJIBKO CIIOCOO0B KOTTMPOBAHUS H MEPEMEIIEHUSI 00BEKTOB:

o npu nmomoIny komaus I'1aBHoro meHio (puc.7),
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& Mo AOKYMEHTEI !Elﬂ

®awn | Npaska Bua Ws6pannoe Cepenc Cnpaska

4 Hazs OTMEHWTL NepewMeHoBaHKe Ctri+Z L M TS | Edw

AH.PEUF Buipezate Ctri+X j @ Nepexon
KonupoeaTh CtrHC == =]
BecraemTh Cirh+V /j
BcTasMTe APNLIK OcHoE
KonvpoeaTk B Nanky. .. Windows

MepeMecTUTL B NANKy...

BripenuTe BCE Ctri+A ’_’j
OfparuTe BeigeneHme
Naboparop...
pafota Nel

.| | 3

KonupoeaHue BelgeneHHel: ofsekToe B Bytep oAMeHa.

»

Pucynok 7 — KomaH/bl T71TaBHOTO MEHIO

IIpyd IMIOMOIIH KOMAaH/I KonTekcTHOTO MEHIO, BBI3BIBACMOI'O IIPHU HAXATHUH Ha

NMpaByYK0 KHOIIKX MbIIIA (pI/IC8),
<
®ain [paexka Bua WMsbpanvoe Cepewc Cnpaeka |ﬁ

4 Hasag ~ OTKpHITH
] I_ Add to TypeAndRun. ..
WL@M' lNpoeroaHMK

PartitionMagic Pro 6.0
- HaiTtw. ..

B zaknanku YWinamp
Windu No6GaeuTe B Winamp
OTkpbiTe B Winamp

OTnpaenTe
Lo

Na6opat Bripezate

M onvpovar.
. | Cozpate Apneik

Ynanute

KonupoeaHwe
L Nepeumenoears

I Kaspersky Anti-Virus Scanner

Pucynok 8 — KoHTekcTHOE MEHIO

WU TepeTaluB 00bEKT MBIIIBIO M3 MANKHU B Harky (puc.9).

7 NabopatopH... - |0]x] & Mown poxyme... HEE
Maiin MNpaeka »ﬁ Maiin  Mpaeka »ﬁ
#Hama,qV-D"| » <-Ha3a,qV-PV| >

Agpec Ijj @I’Iepexng Agpec: I@j @I’Iepexug

- — - B — - m
OCHOBBI OcCHOEBI OcHoEbI o=
Windows indows Windows

] _>l_I

|06b9KTm|D Bait |@ ol g |BbI.D.BJ'IBH'| |@ Mo g

Pucynok 9 — [lepemenieHue 00bEKTOB MPH MTOMOIIX MBIIITH
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Yaanursb 00BEKT MOXKHO KaK C IIOMOIIBIO TJIABHOI'O 1 KOHTECKCTHOI'O MCHIO TaK M Ha>XaB

Ha kHoniky DELETE na xnaBuarype.
VY nanenusie (haiia mepeMenaTcs B CICHHATBHYIO Manky, Ha3biBacMyio Kop3mHO.

K

KopzwHa

Pucynoxk 10 — 3Hauok KOp3UHBI

UtoObl BOCCTAHOBUTH YAAJCHHYIO Nanky Wik (aia HyXHO OTKpbITh Kopsuny,

BBIACINTD BOCCTAHABJINBAEMbI OOBLEKT U B BBI6paTI) KOMaHaoy BoccranoBuTh

B TJIaBHOM

MeH1o. [Ipu 3TOoM (haiin BOCCTAaHOBHUTCS B Ty IMAINKY U3 KOTOPOU OH OBLT ylajieH.

Jnsi co3panust HOBOro ¢aiina Hy>xHO BbIOpaTh Komanay Co3aaTh B TJIaBHOM WU

KOHTEKCTHOM MEHIO BHIOpATh TUI cOo37aBaeMoro (haiina u 3aTeM AaTh eMy Ha3BaHHE.

nocoousa:
1. TIBM IBM PC.

& Mown poxyme... [HEl

Main [Mpaska [EH

I Nanky Cospgare

@ Hpnek Cospath apnbik

£ Noprdhens Ypanute

¥ Irfanview BMP File Mepenmenosars
S

| Mpezentauwa Microsoft PowerPoint

¥ IrfanView PSD File 3aKpeITh

g HNokymeHTt Microsoft Office Publisher

Apxme WinRAR

TekcToBBIA QOKYMEHT ﬂ—l 4
% Virtual CD v4 Definitionfile

B Microsoft Visio Drawing

Winamp media file

'5_1 Nuct Microsoft Excel

B Apxue ZIP - WinRAR

Pucynok 11 — Co3nanue ¢aitnon
Oobvekmbl uccnedoeanus, 000pyoosanue, Mamepuanvl U HA2IAOHbIE

2. OnepannoHHas cpefa.

3. DnexTpoHHbIH NokyMeHT «lIpakTuueckas padora Nely.

KOHmI)OJleble e6onpocol

ook owdE

UYro Takoe ApIIbIK?

Kak BbI3BaTh KOHTEKCTHOE MEHIO?
Yro takoe aiin?

Kak coxpanuts ¢aiin?

Kak BocctanoBuTh (haitn?

HazoBuTe KoMaH bl I1aBHOTO MEHIO?

3aodanue na pabomy (pabouee 3adanue):

1. Usyuuts snextpoHHbIH JOoKyMeHT «lIpakTtuueckass pabora Nely.

ITOJIOKCHUA pa6OTBI
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11.
12.

13.
14.
15.
16.

el AN s

o o

CocTaBuTh B TETpaJu KOHCIEKT MO0 U3YYCHHOMY MaTepHaiy.

[IpeabsiBUTH KOHCIIEKT Ha MPOBEPKY MPENOaBaTENIO.

B ykazanno# npenoaBareneM mnarke (C Homepom Barneit rpyniel) co3aiTe HOBYIO HamkKy.
[TepenmenyiiTe CO31aHHYIO TANKY: JaiTe € HOBOE MMJ, yKa3aB Bamry dhaMuinio u MHAIHAIIBL.
Ortxkpoiite Bamry manky (manka ¢ Bamre damunmeit) u co3naiite B Heil nanky «IIpakruyeckas
pabota Nely.

B Baneii manke coszaiite nanky «Ocrosi PABOTBI C OIIEPALIMOHHON CUCTEMOM».
Ucnons3yss Oydep oOMena (komanael TiaBHOro MeHI «KommpoBate» u  «BcTaBUTHY)
ckormpyiite manky «OcHoBsl PABOTBI C OIIEPALIMOHHOM CHCTEMOWM» B manky
«ITpakTrueckas padora Nely.

[Tepenmenyiite ckonupoBaHHyo nanky B «OcHoBsl OC 2.

. HCHOJ’IBBYH KOMaHAbl KOHTCKCTHOI'O MCHIO (npaBaﬂ KHOIIKa MBIHII/I) ((Bblpe?)aTI)» n «BcTaBUTH»

nepemectute nanky «OcuoBsl OC 2» B manky «Ocnossl PABOTBI C OITEPALIMOHHOM
CUCTEMOW».

3aKpoiiTe BCe Marnku.

Ortxkpoiite manky «IIpakruueckas paGora Nel» u «OcrHoBst PABOTBI C OITEPAITMOHHOI
CUCTEMOI». Y6enurech, uto OTKphITO 2 OkHA. Ilepemectute aiin u3 mankum «OCHOBBI
PABOTBI C OIIEPAITMOHHOM CHCTEMOW» B manky «IIpakThueckas paGota Nel» mpu
MIOMOIIY MBIIIIH.

VY nanmute nanky «OcHoBsl OC 2».

Boccranosure «OcnoBbl OC_2» u3 Kop3uHsl.

OTBeTbTE HA KOHTPOJIbHBIE BOITPOCHI.

Odopmure otuer.

X00 pabomut (nopsaodok evinonHenus padoomol):

CryzieHT JOIDKEH 3aHATh pabodyee MECTO 3a KOMIBIOTEPOM

3arpy3utb 31eKTpOHHbIN JoKyMeHT «IIpakTuueckas padora Nely

3aKOHCIIEKTHUPOBATh OCHOBHBIE TIOHATHS U ONPEACICHUS

3anucath M 3a/aTh BONPOCHI INPENOJABATENI0, €CIM KOHCIEKTUPYEMBIM MaTepuan BbI3bIBAET
TPYAHOCTH B IOHUMAHUHU

3anucath NOSICHEHHUS MIpenogaBaTens

[TpenbsABUTH KOHCIIEKT Ha MPOBEPKY

3aBepUIUTh paboTy

Cooepoicanue u oghpopmnenue omuema

Otuer nomKeH ObITH OPOPMIIEH B TETPAAM U coJlepKaTh Ha3BaHue [IpakTuueckoit
paboTsl, AaTy BbinodaHeHus, Ne rpynmsl 1 M.O.damunuio cTyAeHTa, 3ajaHie Ha paboTy U
ONMCAHNE OCHOBHBIX CBEACHMM, IPABUJI U MIPUEMOB, U3YUEHHBIX IPU BBITOJIHEHUN
[TpakTryeckoit paboThI, BHIBOJIBL.
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IIpakTueckasi padora Ne2
Ha3nayeHue ¥ TUIILI IPOrPAMMHBIX CPEICTB 00PadOTKH TEKCTOB. TeKCcTOBBIH
npoueccop. OCHOBHBIE 3J1eMEHThI TEKCTOBOI0 J0KyMeHTa. Co31aHNe HOBOTO
JOKYMEHTA U 3aJlaHue napaMeTpoB TekcTa. Mcnoib30BaHne cpaBKu
TEKCTOBOIr0 penakropa. ®opmarupoBanne tekcra. CTuim.

Henw Ilpakmuueckoii padomut
[TomyueHue OCHOBHBIX HaBBIKOB pa0OThI B TEKCTOBOM PENAKTOPE.

Teopemuuecxue noJloX3# cernus

1. Ha3HayeHue ¥ TUIIBI NPOTPAMMHBIX CPeICTB 00Pa0OTKU TEKCTOB

3HauynTeNbHAS OIS BPEMEHH COBPEMEHHBIX MEPCOHATBHBIX KOMIBIOTEPOB PACXOyeTCs
Ha 00pabOTKy pa3HOOOPa3HON TEKCTOBOW WH(OPMAITUH:

OOpa®oTKy TEKCTOBOH HMHPOpPMALMU Ha KOMIIBIOTEpE OO0ECHEeYMBAIOT  IAKEThl
IOPUKIAJHBIX TNPOrpaMM — TEKCTOBbIE pPENaKTOpbl (TEKCTOBbIE Mpoueccopsl). Paznuuaror
TEKCTOBbIE pemakTopbl BcTpoeHHbie (B Norton Commander, B Typ6o Ilackame u T.1m.) u
camocrostensasie (Editor, Lexicon, MultiEdit, Microsoft Word).

B mporecce mOAroOTOBKM TEKCTOBBIX JOKYMEHTOB MOYKHO BBIJICIIUTH CIICTYIOIINE STAIIbI:

* Ha0Op TEKCTa;

* peIaKTUPOBAHUE;

* ophorpaduueckuii KOHTPOIB, (popMaTHPOBAHKE TEKCT, pa3METKa CTPAHHIL;

* rnevatb (IPOCMOTp Iepes MedaTbio TEeKCTa Ha JKpaHe, nedaTh Ha Oymare). ba3zosble
olepalnu peaaKTUPOBAHUS:

* pelakTUPOBaHHUE CTPOKH TEKCTa ¢ BCTABKOW, 3aMEHOH U y/lalleHueM CUMBOJIOB;

* yJlajieHue CUMBOJIOB, CTPOK, OJIOKOB;

* IOMCK U 3aMeHa ()parMeHTOB TEKCTa;

* rIepeMelleHue, KOTUPOBAHUE AIEMEHTOB TEKCTA;

* U3MEHEHUE HayepTaHusi CUMBOJIOB: CBETJIOE, MOJy>)KUPHOE, KypCHUB, C MOAYEPKUBAHUEM
(ToNOJTHUTENBHBIE BOBMOKHOCTH U3MEHEHUS LIpUPTa);

* aBTOMaTHYECKUH MePEeHOC TeKCTa Ha HOBYIO CTPOKY;

* cO3/1aHuE TAOJUI] U AUArpamM;

* (hopmaTHpoBaHue ad3aleB U pa3MeTKa CTPaHUI;

* KOHTPOJIb JIEKCUKU;

* IOCTPOEHHE OTJIABJICHUN U yKa3aTeleu;

* IPOCMOTp Mepe]l euaThio 00pa3za TEKCTa Ha SKpaHe, CMeHa MPUGTOB MeYaTH.

BoNbIIMHCTBO  COBPEMEHHBIX  PEJAKTOPOB  TEKCTOB  TO3BOJIIOT  OJHOBPEMEHHO
o0pabaThIBaTh HECKOJIBKO JOKYMEHTOB WJIM HECKOJBKO YacTe OJIHOTO JOKYMEHTa, pa3Melias
UX B pa3HbIX okHax. Hampumep, pacnipoctpanenssiii B Poccun TekcToBBIN peakTop JIEKCHKOH
umeeT 10 oxoH pemaktupoBanus, MultiEdit mo3Bonser omHOoBpeMeHHO 0OpadareiBaTh 10 100
JTIOKYMEHTOB.

Peanuzanus GyHKUMN peakKTHPOBAHUS CTPOKU CUMBOJIOB B PEAAKTOPAX OCYILIECTBISIETCS
kinaBumamu penaktupoanus (BackSpace, Delete, Insert, <-, ->, Home, End). [lns peanu3zamuu
OCTAJIBHBIX (PYHKIUH peAaKTUPOBAHUS HCIIONB3YIOTCS (DYHKIIMOHATBHBIC KITABUIIH WA MEHIO.
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B GonpmmHCTBE COBPEMEHHBIX TEKCTOBBIX PEJAKTOPOB MMEETCSl CIIPaBOYHAs CHUCTEMA,
JUIsl BBI30Ba KOTOPOM 4acTo UCHojb3yeTcs kiasuma F1.

TexkcToBbIM mpoueccoOpoM OOBIYHO HA3BIBAIOT MOIIHBIA  TEKCTOBBIA  PEAAKTOD,
pacroyaraloliiii  IpOJABUHYTHIMH BO3MOXKHOCTSAMHU 10 0OpabOTKE TEKCTOBBIX JOKYMEHTOB.
CoBpeMeHHBIE TEKCTOBBIE MPOIECCOPBI TMPEAYCMATPUBAIOT MHOXKECTBO JIOMOJHHUTEIBHBIX
(GYHKIMIA, TO3BOJIIOIIMX HAMHOTO YIPOCTHTh HAOOp M MOIU(HKALHUIO TEKCTOB, HOBBICHUTH
Ka4eCTBO OTOOpaXEHUSI TEKCTa Ha JKpaHe, KayeCTBO pacledyaTKH JOKyMeHTOB. Cpeau 3Tux
GyHKIMIA:

* (hopMaTHpPOBaHUE CUMBOJIOB (HCIIOJIb30BAHHUE PA3IMYHBIX MPUPTOB U HAUCPTAHUIN);

* ¢opmarupoBanue ab3aneB (BbIpAaBHUBAHHE 1O LIMPUHE CTPAHHIIBI M ABTOMATHUECKUI
MEepPEHOC CIIOB);

* oopmIIeHHE CTpaHUI] (aBTOMAaTUYeCcKast HyMepalys, BBOJ KOJIOHTUTYJIOB U CHOCOK);

* oopmIIeHHE JOKYMEHTa (aBTOMAaTHYECKOE MMOCTPOSHHE OTJIaBICHUN U yKazaTeei);

* CO3/IaHKE B 00pabOTKA TAOJIHII;

* IpOBEpKa MPABONKCAHUS H T.JI.

Takum 00pa3oM, OT MOHATHS «IIPOCTOH TEKCT KaK OOBEKT OOpPabOTKH TEKCTOBOTO
peoakTopay Mbl TPUXOJUM K HOHSATHIO «JOKyMEHT Kak OOBEKT 0OpabOTKH TEKCTOBOTO
nporeccopay. daitn, mpeacraBiAOmUi cO00M TOKYMEHT, COAEPKUT, MOMHUMO ain(aBHTHO-
U(PPOBBIX CHUMBOJIOB, OOIIMPHYIO ABOMYHYIO WH(pOpManuio O (OpMATUPOBAHHH TEKCTa, a
Take rpapudeckre oobekThl. Hampumep, TekcroBeiid mporeccop Microsoft Word mossossier
CO3/1aBaTh IOKYMEHTHI, BKJIIOUYAIOIINe Tpaguueckie 0ObEKTHI, 3BYK.

[Tpu BBIOOpE TEKCTOBOTO pelakTopa s pabOThl HY)KHO YYUTHIBaTh MHOTHE (DaKTOPBI:
CIIOKHOCTB CO3/JaBaEMbIX JOKYMEHTOB, U MacIuTad (00BbEMbI) TEKCTOB, M TPEOOBAHUS K KAYECTBY
JOKyMEHTa Ha Oymare, ¥ XapakTep MaTepHayioB (HampuMep, MPOCTOM TEKCT WM TaOJHIIBL,
(bopMyIIbl, ypaBHEHHS U T.1I1.).

HaunOonee wu3BecTHblE HBIHE PEIAKTOPHI TEKCTOB MOXKHO YCIOBHO pa3JIEIUTh «IIO
CHeNHaTN3aym) Ha TP TPYTIIIHL:

* mporeccopsl odrero HazHauenus (Jlekcukon, Microsoft Word, WordPerfect u ap.);

* peakTopsl HayuHbIX qoKymeHTOB (ChiWriter, TeX u ap.);

* peaKTOPbI KCXOAHBIX TeKCcTOB mporpamm (MultiEdit u BcTpoeHHBIE peaKTOphl CUCTEM
nporpammupoBanust Basic, Pascal, C u T.1.).

Pazymeercs, ¢ momouipto JIeKkCMKOHa MOXHO TOJATOTOBUTH M TEKCT MPOrPaMMbl, a ¢
nomoineto  MultiEdit — nmokyment obmiero HasHaueHus. «Crienuanu3aiys» peaakropa
3aKJIF0YaeTcss B TOM, YTO B HEM [J00aBieHbl (WM ONTUMH3UPOBAaHbI) (DYHKIHH, KOTOpbIE
HEOOXOAMMBI Uil OOCITY)KHBAaHUS JIOKYMEHTOB ompeiaeieHHoro Tuma. Hampumep, MultiEdit
MIO3BOJISICT BBIACIATH [[BETOM CMBICIIOBBIC CEIMEHTBI MCXOJHBIX TEKCTOB mporpamm, ChiWriter
ya00eH st Habopa MaTeMAaTUYECKUX BBIPAKEHUH U T.1.

Kpome Toro, ocoboe MecTo B rpymie MakeToB, padOTaIOUUX C JOKyMEHTaMH, 3aHUMAaIOT
TaK Ha3bIBaeMble H3Jaresibckue cucteMbl — PageMaker, Ventura, QuarkXPress u np. Kak
NPaBUJIO, U3JATEIbCKHE CUCTEMbI CIIEIUATU3UPYIOTCS Ha MMOATOTOBKE HAOPaHHOTO TOKYMEHTa K
TUPaXHPOBAHUIO (co3laHMe Makera wu3gaHus). [l Habopa TekcTa yaoOHee HpPUMEHSThH
TeKCTOBBIE mporeccopbl (tuma Microsoft Word), a ans co3maHust W pegakTUPOBAaHUS
wutrocTpanuii — rpaguyeckue cucteMsl (Tuna CorelDRAW — BekTOpHBbIE H300paKeHUS HITH
Adobe Photoshop — pactpoBeie u300pakeHus1). Brpouem, wu3maTEIbCKHE BO3MOYKHOCTH
nporeccopa Word tak BEJTHKH, YTO MOYTH JIFO0YI0 KHHTY MOXKHO TOATOTOBUTH K T€YaTH, HE
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npuberas K ycilyraMm H3JaTelNbCKUX cucTeM. KcraTu, BepcTka JaHHOW KHHWTH BBITIOJTHEHA B
Microsoft Word.

2. Tekcrosblii mpoueccop Microsoft Word

Microsoft Word — »to mnpunoxenue Windows, npeaHasHaueHHOE sl CO3aHUA,
IPOCMOTPa, MOJUGUKALMK U [1€4aTH TEKCTOBBIX JOKYMEHTOB. OH SBJISETCS OJHOM U3 CaMbIX
COBEPILEHHBIX IPOrpaMM B KJacce TEKCTOBBIX IPOLECCOPOB, KOTOpas MpeaycMaTpUBaeT
BBIITOJIHEHHE COTEH OIEpaIliii HaJl TEKCTOBOM 1 rpaduueckoii napopmanueii. C momornsto Word
MOYKHO OBICTPO M C BBICOKMM KaueCTBOM IOJTrOTOBUTH JIOOOM TOKYMEHT — OT NpPOCTOH 3a
MUCKH IO OPUTUHAI-MAKETa CI0KHOTO U3/IaHHS.

Bo-nepBbix, Word maer Bo3MOXXHOCTb BBITIOJHSATH BCE 0€3 MCKIIOUCHHE TPAJAUIMOHHBIC
oTiepalru HaJl TEKCTOM, IPEIYCMOTPEHHBIE B COBPEMEHHOW KOMITBIOTEPHON TEXHOJIOTHH:

* HaOop u MoaupuUKaLKI0 HePOPMATUPOBAHHOH anaBUTHO-IM(POBOI HH(POPMALINH;

* (QopmartupoBaHHE€ CHMBOJIOB C IpUMEHEHHEM MHOxecTBa upudpToB True Type
pa3sHOOOpa3HbIX HAUE€PTAaHUI U Pa3MEPOB;

* (hopMaTHpOBaHKE CTPAHUI (BKJIIOUYAS KOJIOHTUTYJIBI U CHOCKH);

* (hopmaTHpoBaHME JTOKYMEHTa B LI€JOM (aBTOMAaTHYECKOE COCTABJIECHHUE OIJIABICHUS U
Pa3HOOOpPA3HBIX yKa3aTelen);

* IPOBEPKY NPABOMHCAHMS, TOI00P CHHOHUMOB U aBTOMAaTUYECKHIA IEPEHOC CIIOB.

Bo-Bropsix, B mporeccope Word peann3oBaHbl BO3MOXXHOCTH HOBEHWIIICH TEXHOJIOTHUH
cBsi3pIBaHMA W BHeApeHUs o0wvekToB (OLE), koTOpas moO3BOJISET BKIIOYATh B JOKYMEHT
TEKCTOBbIE (PparMeHThbl, TAOIMUIIbI, WIUTOCTPALMH, MOArOTOBJIEHHBIE B APYTHX HPUIOKEHUAX
Windows. BerpoeHHbIe 00bEKThI MOXKHO PEIaKTUPOBATh CPEIICTBAMHU ITHX MPHIIOKCHUI.

B-tperbux, Word — ozHa U3 mepBbIX OOIIEIOCTYIHBIX MMPOrPaMM, KOTOpPasi MO3BOJISET
BBINOJIHAT, MHOTHE ONEpali BEPCTKHU, CBOMCTBEHHbIE MPO(MECCHOHAIBHBIM H3/1aTEIbCKUM
cucTeMaM, ¥ TOTOBUTH MOJHOLIEHHBIE OPUTHHAI-MAKeThl JUIs TOCIEAYIOEr0 THPAXKUPOBAHUS B
TUunorpapuu.

B-uetBepThix, WOrd — 3TO yHHKalbHas KOJUICKIHSI OPUTHHAIBHBIX TEXHOJOTHYECCKUX
pEIIeHN, KOTOphIe MPEBpAIAlOT HYAHYIO M KpOMOTIUBYIO paboTy IO OT/AEIKE TEeKCTa B
yBIIeKaTenbHOE 3aHsATHE. CpeaM TaKuX pEIIeHHH — CHCTeMa TOTOBBIX NIA0JIOHOB M CTHIICH
oopmieHHs, U3AIIHbIE NTPUEMbl CO3JaHus M MoAudUKauuu TaOaul, (GYHKIUU aBTOTEKCTa U
aBTOKOPPEKIMH, (popMaTHasi KUCTb, MOJIb30BATENbCKHE MMaHENIU WHCTPYMEHTOB, MAaKpOS3bIK U
MHOT'HE-MHOT'HE JpYyTHE.

Cnenyer momuuth, uto Word ucnosb3yer rpaduueckyro TexHOJIOTUI0 U mpudTser True
Type, mO3TOMy HEKOTOpbIE BOMPOCH PEAAKTUPOBaHUs pemiaioTcs B WOrd mpuHIMIHATIBHO
MHaye, YeM B MPOCTHIX TEKCTOBBIX peaakTopax. Hampumep, ans odpopmiienus abd3aies, Tadbaul,
PHCYHKOB HCIIOJIb3YIOTCS IMHUH, PAMKH, Y30PBI U APYTHE dJIEMEHTHI rpad)ndecKoil IpupoIbl, He
UMEIOIIME aHATIOTOB B TEKCTOBOM PEXKHME.

W3-3a Toro, yto Word siBisieTcsi CIIMIIKOM YHHBEPCAIBHOW MPOrpaMMOi, OH HE JIUILIEH
HesocTaTkoB. HekoTopele mporeaypbl mpoiie U ObICTpee BBIMOJIHUTH B MEHEE MOIIHBIX, HO
Oosiee crienMaIM3UPOBAHHBIX MPUIOKEHUAX. Kak cuuTaioT MHOTHE IMOJIb30BaTEIH, U3-3a CBOCH
yHuBepcanbHocTH WOrd mmeeT HU3KYH NMPOHM3BOAMTEIBHOCTH MPU HAOOpE YEPHOBOTO TEKCTa
(Mo cpaBHEHMIO C TMPOCThIMU pemakropamu). [To 3ambicny paspaborunkoB Word mosmken
00CITy’)KNBaTh COTHH H3OMIPEHHBIX (aHTa3UH IIOJIb30BATENsl W TIOTOMY BBITVIIIUT WHOTZA
«TYTOlyMOM» TIPW HCIOJHEHWHW CIHMIIKOM MPOCTHIX (QyHKIWH. Ecmu BB MOCTOSHHO 3aHSTHI
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MOATOTOBKOM KPYMHBIX OJIOKOB CpPaBHHUTEIBHO OJHOPOJHOM TEKCTOBOM WH(OpMaIuu
(HampuMep, cTraTeil WM OpoUIIOp Ha TYMaHUTApHBIE TEMbI), BAC BIIOJHE YCTPOUT OMHMCAHHBIN
BBIIIIE OCHOBHOM HA0Op omeparuii (BBOJ M MOAU(HUKAIUS TEKCTa, padoTa ¢ pparMeHTaMH, TOUCK
U 3aMeHa). A 3TH Omepaluu Topa3go ObIcTpee BBIIOJHIET MPOCTOW TEKCTOBBIA PelaKkToOp
(marmpumep,WordPad). TloaroroBineHHbI TEKCTOBbIM (aiil MOXKHO 3areM (OpMaTHPOBATH
cpeacreamu Word.

Hpyroit «uemoctatok» Word — BbICOKas TPYAOEMKOCTh IIPU BBOJE CIIOKHBIX
MaTeMaTHYECKUX BBIPAKCHUN U XUMUYCCKUX (OPMYIL.

Kpome toro, Word He mpeaHa3HaueH Ui U3rOTOBJICHHS MOIUTPadHUSCKON MPOAYKIHH
0Cc000 CIIOKHOU CTPYKTYpHI (aTJIacoB, allbOOMOB, >KYPHAIBHBIX OOJOXEK), a TakkKe Jos
pEeIaKTHPOBAHUS BRICOKOKAYECTBEHHBIX MJLTFOCTPAIUH.

B 3aBucuMOCTH OT CBOMX MOTPEOHOCTEH M MOIIHOCTH KOMITBIOTEPA MOJIb30BATEIb MOXKET
BbIOpPAaTh OJIMH M3 HECKOJbKUX BapHaHTOB ycTaHOBKHM WOrd: MUHHMAaIbHBIN, BBIOOPOUHBIM,
CTaHIAPTHBIN, MMOJTHBIH.

PaccMoTpuM 00paboTKy JOKYMEHTOB B Cpelie TEKCTOBOTO mporeccopa Word, Bxosimero
B cocTaB makera nporpamm Microsoft Office 2000.

Ccpuika Ha Word o6erano Haxoautes B rpymie Microsoft Office ucneryepa nporpamm
v B myHkte [Iporpammsl ['naBHoro menro (Windows 95/98).

3amyck mpomeccopa Word. [ns 3amycka TekcroBoro mporieccopa Word Bel MokeTe
BOCIIOJIB30BaThCSl JIIOOBIM M3 CTaHAAPTHBIX CIIOCOOOB, HANpPHMEp, IIEIKHYB KHONKY Ilyck, m
3areM mocieoBaTeabHO BhIOpaB B ['maBHOM MeHto Windows nynktsl: [Iporpammer, Microsoft
Word.

O6mmmit Bua okHa npuiaokeHuss Word (COBMECTHO ¢ OKHOM [JOKYMEHTA) MMOKa3aH Ha
puc.l. [ToMMMO CTaHZAPTHBIX AJIEMEHTOB OKHO MOXET COJIEP)KaTh JIOTIOJIHUTEIILHBIC TaHEIH.
Yucno naneneit 1 HaOOp UHCTPYMEHTOB B HUX MOYKHO U3MEHSTh.

OcobenHocThi0 uHTepdeiica B mporpammax, Bxomsumx B Microsoft Office 2000,
SIBIISIETCS OTOOpAKEHUE TOJIBKO YacTO MCIIOJIb3YEMbBIX KOMaH/I U MaHeNeil HHCTpYMEHTOB. MeHro
MOYKHO JIETKO pa3BepHYTh, 4TOObI oToOpakamuch Bce komaniwsl Office. ITocie BwimomHeHHS
Kakoi-Mn00 KOMaH/bl OHa J00aBIsETCA B COKpalleHHOe MeHto. i, yBenuueHusi paboyero
IPOCTPAHCTBA MAHETd WHCTPYMEHTOB PACIIONIaraloTcsi B OAHOM cTpoke. [Ipu HakaTMM KHOIKU
Ha MaHeNTd NHCTPYMEHTOB 3Ta KHOIKa J00aBIsieTCs Ha COKPAIIEHHYIO MMaHelb MHCTPYMEHTOB.
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* Tekcromsni niporeccop Microsoft Word

Microsoft Word — 310 mpunoxenne Windows, npefuasHauersoe I8 Co3MaHuA,
MOCMOTPa, MORHOUKALMH H NEYaTH TEKCTOBBIX JOKyMeHTB. OH ABNAETCA OfHOH W3
£aMBIX COBEPLUEHHBIX NPOTPAMM B KNACCE TEKCTOBBIX NPOLECCOPOB, KOTOPAA Npexy-
CMATPHBAET BBUIONHEHUE COTEH ONepaupit Hay TEKCTOROM M rpadiHecKoll HH( opMaiy-
e, C momorgero Word Moxao GBICTPO H C BLICOKMM KaYECTBOM NOXTOTOBKTE Jo60H 70
KYMEHT — OT IPOCTOH 3aIHCKH J0 OPHr HEAT- MaKeTa CTI0XHOT0 M3 aHuA

Crp. 337 Pasa ! 418 Ha77m C17 Kon6S

Puc.1. Oxno Microsoft Word

2.1. OcHOBHBIE 3JIEMEHThI TEKCTOBOI0 IOKYMEHTAa

PaGorast ¢ pemakropom Word, Bel umeere AeI0 ¢ CMMBOJAaMH, ciioBamu, CTpoKaMHu |
NPEUIOKEHUSIMH TEKCTA.

CuUMBOJIBI, CJIOBA, CTPOKH, NMpeNJIoKeHHs. B MO3UIMI0 TEKCTOBOrO Kypcopa MOXKET
ObITh BBeleH 000K cuMBOJ (¢ KomoMm 32—255) u3 moboro mpudTa, MOIKIIOYEHHOTO K
Windows. CuMBOJI — MHUHHMaJbHAS €AMHUIIA TEKCTOBOW wH(popMmaiuu. Eciu s Kakoro-to
CHUMBOJIa TEKyllero mpudTa HET KIABUIIM (WJIM Bbl HE NOMHHUTE ee), Hampumep, «Ney, «&»,
BeeauTe cumBog kinaBuik Alt + NNN, rome NNN — necsatuunbiii koa cumBodia. J{is BcTaBku
CHMBOJIa MOXXHO BBIOpaTh B MeHIO BcraBka komanay CHMBOJN, 3aTeM BBIOpaTh BKIAJIKY
CumBonsl wim CrenuaibHbIe CHMBOJIBI, YKa3aTh HYXXHBIM CUMBOJI W TICITKHYTh KHOIKY
BcraButs.

Cnoso — 3T0 NPOU3BOJIbHAS MOCIEA0BATEILHOCTh OYKB M IIU(p, OrpaHUueHHast ¢ 000UX
KOHIIOB CITY>Ke€OHBbIMU cuMBOJaMu. CIy>KeOHBI CUMBOJ — 3TO MpoOen, Touka, 3ansaras, aeduc

n T.II. CTpOKa — IIPOU3BOJIbHAA MOCICAOBATCIBHOCT CHUMBOJIOB MCKIY JIEBOM U npaBoﬁ
I‘paHHHeﬁ 36331_[2[. HpeI[J'IO)I(eHI/Ie — IMPOU3BOJIbHAA IMOCICAOBATCIBHOCTDL CJIOB MCKAY ABYMS
TOYKaMH.

A03an. B 601bp1IMHCTBE MPOCTHIX TEKCTOBBIX PEAAKTOPOB ab3al] — 3TO TPYIIa CMEXHBIX
CTpoK (haila, mepBasi W3 KOTOPHIX HAYMHACTCS C OTCTYNOM (B Hadaje CTPOKH HAXOIHTCS
HECKOJILKO TPOOEIOB), a BCE MOCIESAYIOIMNE HAYWHAIOTCS C OTIMYHOIO OT Mpoberna CUMBOIIA.
KoHniom aG3ama cumraercst CTpoka, 3a KOTOpOW ciemayeT Jubo KoHer (aiina, 1ub0 CTpoka ¢
OTCTYIIOM.

B mnpomeccope Word ab3amm — 3TO TpOCTO TPOM3BOJIBHAS TOCIEA0BATEIHEHOCTD
CHUMBOJIOB, 3aMKHYTasi CMMBOJIOM «Bo3BpaT kapetku» (kon 13), KOTOpBI BBOAUTCS HakaTHEM
Enter. [lomyckatorcs u mycteie ab3aipl (OJUHOYHBIE CUMBOJBI «Bo3Bpar kapetkm»). Ab3am —
npocreiiiiee, HO QyHaaMeHTanbHOe moHsTHe Word. AG3all Bcerjja HAYMHACTCS C HOBOW CTPOKH,
OJTHAKO, B OTJIMYHE OT MHOTHX TEKCTOBBIX pemakTopoB, Word He TpebyeT 00sS3aTeIbHOTO
OTCTyIIa BMPaBO B TEPBOM (KpacHOW) cTpoke ab3ama. [lepBas cTpoka MOKET HAaYWHATHCS C
OTCTYIIOM BJIEBO ITO OTHOIICHHUIO K OCTAJILHBIM CTPOKaM ad3ara («BHCSYasi CTPOKay ), C HYJIEBBIM
OTCTYIIOM WJIH, KaK OOBIYHO, C OTCTYTIOM BITPABO.
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Word dakTruecku paccMaTpuBaeT ab3al] Kak IMOTOK TEKCTa B OJHY JJIHMHHYIO «CTPOKY»,
pasmeriasi HaOpaHHBIE CIIOBA B CTPOKE CTPAHMIIBI M IEPEHOCS CIIOBO HA HOBYIO CTPOKY, €CIIH OHO
HE YMECTWIOCH B TEKYILEH.

2.2. Co3naHue HOBOIO IOKYMEHTA U 3a/laHUe TapaMeTPOB TeKCTa

Jlist co3nanusi HOBoro JokymeHTa B WOrd MOXKHO IIENKHYTh B ITaHEJIH MHCTPYMEHTOB
«CtangapTHas» SpAbIYOK [ .

[TocTaBpTe KypcOp B HAyajo CTPAaHUIIBI U BBOAWUTE TEKCT. [lJis mepektodYeHus s3bIKa
BBOIMMBIX cuMBOJIOB (RU-EN) mpmwxmute knaBumry Alt u menkaure neByto kiasuiry Shift.
UToObI OBICTPO CMEHMTH SI3bIK, MOYKHO IIEJKHYTh WHAMKATOpP B MPAaBOH YacTH MaHENW 337ad,
YKa3bIBAIOIIUI TEKYIIUH SI3bIK, @ 3aT€M BbIOPATh HY KHBIH A3bIK U3 CIHCKA.

IIpu BBOE TekcTa HEOOXOAUMO CJIE€I0BaTh OCHOBHOMY CTaHAAPTY pelrakTtupoBanus. [Ipu
3TOM JJIs Iepexo0/ia Ha HOBYIO CTPOKY HE HY’KHO HaxMMath KiaaBuiry Enter. Koraga nHabupaemslii
TEKCT JIOCTHUIaeT NpaBoro Kpas ab3ama, WOrd aBroMaTuueckd MEpexOIUT Ha HOBYIO CTPOKY.
[Ipu sTOoM ecnu HEOOXOAMMO, Ha HOBYIO CTPOKY OYyJeT MepeHeceHO JUOO MOcCieTHEee CIOBO
TEKyIled CTPOKH, JMOO YacTh CJIOBa (€CIM BKJIIOYEH aBTOMATHYECKUU IMEPEHOC). 3aKOHYUB
HaOop abs3ama, HaxmuTe kKiaaBumy Enter. B tekctoBom mnporeccope Word cumBon 9,
NIOCHIIAeMBIH B TEKCT, U Ha)kaTHH ENter ssnsercs He KOHIIOM CTPOKH, a KOHIIOM ab3ana. Eciu
BbI XOTUTE MIEPEHTH HAa HOBYIO CTPOKY B Ipejienax ad3ana, Haxxmure Shift + Enter.

[To3uuus BBOJa 0OYEpPEIHOTO CUMBOJIA OTMEYAETCSl TEKCTOBBIM KYpCOPOM — MEpLAOLIEH
BepTUKaIbHOHN uepToil. KoHen HabpaHHOro TekcTa (kupHas FOpU30HTAIbHAs YepTa) MOsIBIIAETCS
B OOBIYHOM DPEXUME OTOOPAKEHMSI U B PEXHUME CTPYKTYphl AoKyMeHTa. [lo3uimst TekcToBOro
Kypcopa Ha3bIBaeTCsl TaK)Ke TOUKOW BcTaBKH (insertion point). Dta Touka onpenenser Mmo3uIHo
JOKYMEHTa, B KOTOPO MOSIBIISTIOTCSL:

* KOMIUPYEMbIii (IlepemMeniaeMblil) GpparMeHT T0KyMEHTa;

* comepxumoe Oydepa oOMeHa mpu BBIMONHEHHHM Komauiabl [IpaBka-Bcera-Buth (Edit-
Past);

* TabnuIla, co3aaBaeMas B JTIOKyMeHTe 1o komanzae Tabmuia-J[o6asuts Tadbmuiry (Table-
Insert Table...);

* PHCYHOK, BCTaBJISI€MbIil B JIOKYMEHT 10 KoManze BceraBka-pucynok (Insert-Picture...) u
JIpyrue 0ObEeKTHI.

CTpyKTYpHBIH O3JEMEHT JIOKYMEHTa, B KOTOPOM HAaXOJIUTCS TEKCTOBBIH Kypcop,
Ha3bIBACTCS TEKYIIUM — TEKYIIlee CJIOBO, TEKYIIUi a03all, TeKyIas CTpaH!uIA | T.JI.

B orimyme oT 60JBIIMHCTBA TEKCTOBBIX penakTopoB WOrd mo3BosisieT BbIJaBaTh Ha 3KpaH
M300pakKeHHsT HeleyaTaeMbIX CHMBOJIOB (MpoOesia, Mapkepa KOHIa ab3aiia, Mapkepa KOHIIA
siaeiiku, cumBosia Tab). IlpoGen otoOpakaercst HEOONBIIONW YEPHOM TOYKOH, MapKep KOHIA
ab3ama — cuMBoJIOM Y, MapKkep KOHL@A SYEWKH TaONUIBI — CHMBOJIOM X, TaOymsauus —
CUMBOJIOM «—». [Ipu oTaenke TekcTa 3TH CHUMBOJBI MOMOTAlOT YIPABIATH pPa3MELICHUEM
ab3aueB, mepeHocamH, (oOpMATHPOBAHUEM s4YeeK TaOiuI U T.A. B maHenn MHCTPYMEHTOB
«CrangaptHash» umeetcst praxxok 9, ¢ MOMOIIbI0 KOTOPOTO MOYKHO BKJIFOUUTH MIIM BBIKIIOUUTH
MOKa3 Ha DKpaHe BCEX HeleyaTaeMbIX CHMBOJIOB. PeKOMEHIyeTcsi BBIKIIOYATH ATOT (hraskok
nepes1 evaThio JOKyMEHTA, TIepe]] COCTABICHUEM OTJIABJICHUS U yKa3aTeleH.

IMepememnenue mo A0KyMeHTy. Jisl IepeMeIIeHus o TOKYMEHTY MOKHO HCIOJTb30BaTh
MBI W KJIaBUATypy. [lepeMemieHue 1Mo MOKYMEHTY C TOMOMIIBEO MBIIIN OCYIIECTBIISCTCS
clIeAyoUM 00pa3oM:
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Iepememenne ' HeiicTeue

Mepeiitu Ha OIHY CTPOKY BBEPX L{enKHMTE BEPXHIOIO CTPENKY NPOKPYTKH *
ITepeiitd Ha onny CTPOKY BHU3 IMenxHvTe HMOKHIOI CTPEJIKY [IPOKPYTRH ¥
IMepeiiTu HAa OAMH 3KpPaH BBEPX IenxuuTe Has GEryHKOM ‘

TlepetiTi HA OIMH 3KpaH BHA3 - IlenxxuTe oy GeryHKOM

TTepeiiT K OTIpERACIEHHROM CTPARHIE Heperamure GeryHok

ITpokpyTHTE I300paXkeHHE BIEBO IMTenkuuTe IEBYIO CTPENKY MPOKPYTKH <
ITpoxpyTuTs H300paXxeHVe BIpaBo - lenkuuTe NpaByio c’rpcnxy rrﬁo:-:py'rrm >
ITepefiTi BneBo, 32 none (B oﬁwmou

pexamMe) . Yoepxupas HaxaToH xrasHiry Shift,

INEIIKHETE JIEBYIO CTPJIKY TIPOKPYTRH <

Jna nepemcmeﬂnx Kypcopa ¢ NOMOULK KIaBHATYPH H}’)RHO HCIIONB30-
BaTh cnc,uyromnc KJIABHILLIH!

ITepemeimenne ' Coueranne KIasnin
Ha opus cumBon Bieso, snpaso S A
Ha onno cnopo BRERO, BIIP2RO Cal+ €& Cizl+ >
Ha opu ab3all BBepx, BHM3 _ Cul+ A, Cai+ ¥
Ha ogny sueiiky ripaso, preso (p rabnuue) Tab, Shift + Tab
K npensigyimeit, cnexyromeit crpoxe N
B koHeL[, HA9AIO CTPOKK End, Home
B nauano, KOHEI[ 3KpaHa Alt + Ctl + PageUp, Alt + Clrl +
' PageDown
Ha ofuu 5KpaH BBEPX, BHU3 PageUp, PageDown
B Hauano cnefyioniei CrpaHHIILL Ctrl + PageDown
B nauayo npeaspTyIneii crpaHiLb ' - Cirl + PageUp
B xownen, Ha4ano QOKyMEHTa Cul + End, Ctrl + Home
K npeasiiyieMy HCIIpaBIeHuI0 Shift + F5

K nosuipm kypcopa, kotopas Gplna Tekymeh
IPH NOCHCAHEM 3aKPEITHY IOKYMCHTA, K MECTY

NPEABIAYHIETO PGAaKTHPOBAHNA (3AMOMHHACTCH ‘
HOCHE/HHE 3 IO3UIIHV) Shift + F5

BbiiesieHne TeKcTa U puCyHKoB. Ormepaiuu mo KOMHPOBAHUIO, IEPEHOCY U yIAICHUIO
(parMeHTOB TEKCTa BBIMOIHAIOTCS C BBIICICHHBIM TEKCTOM (IIPH 3TOM BBIIEICHHBIH (hparMeHT
TEKCTa BBITJSIIUT WHBEPCHBIM — OeibIM Ha 4epHOM (oHe). TeKCT BBIACISAIOT C MOMOIILI0
KJIaBHIII TIEpEMEIEHHs Kypcopa, YAep:kuBas nprkatoil kinasuiny Shift. J{ns Beiienenus Tekcra
MOXKHO HCIIOJIb30BaTh T€ K€ COYETAHHs KIABHUIN, YTO U JUIA MEPEMENICHUs] Kypcopa, HaxaB
JonoJHUTeNnbHO KiaBumry Shift. Hanpumep, coueranue kiaBum Ctrl + — nepemeriaer kypcop K
cleyIolieMy cioBy, a coueranue kmasuin Ctrl + Shift + — BwigenseT TekcT oT Kypcopa 10
Havasa CJIE/yIOIIEro CioBa.
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Briie/ieHEe 0T NO3HLAH KYPCopa Coyeranne k1aBril

Ha opun cuMBOI BIIpaBQ, BIEBO Shift + =», Shift + €

Ho xonua cnosa, o Hawana cnosa ~ Ctrl + Shift + <, Ctrl + Shift + €

J10 KOHLIA CTPOKH, HAYAHA CTPOKYH Shift + End, Shift + Home

Ha oty CTpOKy BHH3, BBEDX Shift + W, Shift + A

Jo xosua a63ana, 1o Rauana a6zana Ctrl + Shift + W, Ctr] + Shift + 1~

Ha ouH 3kpaH BHH3, BBEPX Shift + PageDown, Shift + PageUp

Jlo KOHIfa JOKYMEHTA, A0 HAYAIa Ctrl + Shift + End, Ctr]l + Shift + Home
JOKyMEHTa - '

BoyieIuTh Boch TOKYMEHT Ctrl+ A

Boinemats seprukanbani 6ok tekcta  Ctrl + Shift + F8, a satem ucrioneayiite
' KIIABHINH NEPEMEIIICHHA KYPCopa, IS
BRIXQZA H3 PEKHMA BRIICTICHHA HAKMHTC

xnasumy ESC
Buinenuts onpeneneHHEE GparMeHT F8, a saTtem ucnone3ayHTe KJIABUIIH nepeMe-
JIOKYMEHTa : WICHHA KYPCOPa,; IS BHXOAA U3 POKHMA

BRIICTICHHA HasKMHTe Knaeunry ESC

JIJis BBIZICTICHUST TEKCTa C IMOMOIIBIO MBIIIA YCTAHOBUTE KypcoOp B Ha4alie BHIICISEMOTO
dbparMeHTa, MPUKMHUTE JICBYIO KHOMKY M IEepPEeMEIIaiTe Kypcop MBIIN. B KOHIIE BBIIEISEMOTO
¢dparMeHTa OTIYCTUTE KHONKY MBIITH. MOXHO I BBIACICHUS (hparMeHTa TCKCTa YCTAHOBHTH
Kypcop MBIIIKK CJieBa OT TEKcTa (MPH 3TOM Kypcop MbIIIM MPHOOpPETaeT (OpMy CTPEIIKH,
HAKJIOHCHHOM BITPABO), 3aTEM IPUXKATh JICBYIO KHOIIKY U MEPEMEIIaTh KypcOp MBIIIM BHU3 WU
BBepX. B KoOHIle BbIIEIsIEeMOro (parMeHTa OTIYCTHTh KHOIKY MbIIH. ®dparmMeHT Tekcra
BBIJICJICH.

BcraBka cumBosioB. YacTo ObIBaeT HY)KHO BCTaBUTh B TEKCT CHMBOJ, KOTOPBIH
OTCYTCTBYeT Ha KjaBuarype. [[isi BCTaBKM CHEIHMAIBHBIX CHUMBOJIOB, OYKB HAaIlMOHAIBHBIX
an(aBUTOB W JIPYTrUX HECTAHJAPTHBIX CUMBOJIOB MpeaHa3HaueHa komaHna CuMBoi (MECHIO
BceraBka). [lyis ObIcTporo BBOJIa HEOOXOJMMBIX CHMBOJIOB MOXHO HA3HAYUTh COYCTAHHE
knaBuml. Hampumep, 4ToObl BCTaBUTh B TEKCT 3HAK «§», MOMECTUTE Kypcop TyAa, Kyaa
HE00XO0IMMO BCTaBUTh CUMBOJ, 3aTeM B MeHIO BcTaBka BriOepuTe koMany CUMBOIL, a 3aTeM —
Bkianaky CumBonel. Haiinute Ha BKIagKke HY>KHBIM CUMBOJ U IIEIKHUTE KHOMKY BcTaBUTh, Kak
MOKa3aHo Ha puc.2.

Cumson m
2 ]
Crmeonsl } CneunancHble CUMBONbI I
P ’ ;
WpndT: [ 0BbIHbI TEKCT v| Hafop:  [Kuprasmua ;[
sl el 1 1 'UEN] IR P ~ FE Y - e ) : ) B
C|I|L{! Ll tN|n N‘n N|f 9|0 6|0| 6 |Elce R[r R 1;&._‘_‘
f W S8 3 T t §lU ¥ 1‘7‘}‘1,’;'!;!:7 ) Uv‘:i Y‘T 4 W
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ABTO3aMEHa. .. Knasmwa.. ’ KnaBuwa: Shift+H

OTMEHE

{ BcrasuTe I

Puc.2. OxkHO BCTaBKM CUMBOJIA
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Ecnu BBl XOTHTE, YTOOBI B NMOCIEAYIOIIMX CEAHCAX PEAAKTUPOBAHUS IAHHBIA CHMBOJI
BCTAaBISUICA Ha)kKaTHeM KOMOWHAIMK KIIaBUII, INENKHYB KHONKY KiaBuia, oTKpoiiTe OKHO
Hacrpoiika, aktuBusupyiite nose HoBoe coderanue KIABUII U HAKMUTE KOMOMHAIIUIO KIIABUIII,
KoTopasi Oyner BCTaBisaTh cuMmBoi, Hampumep Alt + P. OOparute BHUMaHue, 4TOOBI JaHHAsS
KOMOMHAaIMsl KJIABUII HE MMEJa TEKYyIEro Ha3Ha4deHMs], T.€. HE HCIOJIb30BaJIach JJIS 3aJaHUs
npyrol komannel. Eciau 3agaBaeMas BaMM KOMOMHAIMS KIABUII YyXKE€ HMEET TeKyllee
Ha3zHaueHue, To HaxatheM ESC oTMeHuTe 3aaHHyr0 KOMOMHAIMIO M Ha3HAYbTe JPYIyIO
KOMOMHAIMIO Ul BCTaBKU BbIOpaHHOro cumBoja. [y Ha3HaueHWs 3aJaHHOM KOMOMHALUU
KJIaBUII IIEeJKHUTE KHONKY Ha3znauuth M 3akpoiite okHa HacTpoiiku. 3akpoiTe OKHO BCTaBKH
CHMBOJIOB, IIIEJIKHYB KHOIIKY 3aKpBITh HJIM HaxaB kiaBuiry ESC.

Ecnu B none pudt okna Cumsoin BeiOpats mpudt Wingdings wiu MonoTypesSorts, To
MOYKHO OyZIeT BCTaBUTh B JIOKyMEHT CUMBOJIbI THIIA:

0, |, <, &, A.

Kpome Toro, crneuuanbHblii CUMBOJ MOKHO BBECTH, HaOpaB €ro KoJ Ha LU(POBOI
kiaBuarype. Word taxxe aBTOMaTHYECKH 3aMEHSIET HEKOTOPBIE COYCTAHMUS KIIABUIII CUMBOJIAMH.
Tak, CUMBOJIBI «—>» 3aMEHSIOTCS CTPEIKOM.

OTMeHa BBINOJHEHHBIX onepanuii. Padoras ¢ mpoueccopom Word, gacto omubarorcst
HE TOJbKO HAUMHAIOIME, HO U ONBITHBIC IOJIb30BaTead. MHOrma ommoOKy JIErKO HCIPaBUTh
BPYUHYIO (HampuMmep, 3aHOBO BBECTH TEKCT WJIM yAAJIUTh U 3aHOBO BCTaBUTh PUCYHOK). OJIHAKO
Word 3anomunaer 10 100 mocnenoBaTebHbIX ONEpaMid ¥ MO3BOJISCT OJHUM IIEITYKOM MBIIIH
OTMEHHUTH [TOYTH JIOOYIO BBIIIOJHEHHYIO KOMAaHy (TOUHEE, aHHYJIMPOBaTh pPe3ybTaT KOMAH/IbI).
Komanpnoit cuuraercst Beskasl omepanusi, KOTopas H3MEHSeT TEeKCT B JOoKymeHTe. Omneparus,
KOTOpasi MEHSET BHEUIHMM BHJ TEKCTa Ha JKpaHE, HO HE M3MEHSET COAEPKMMOE JOKYMEHTa
(mepeMerieHue Mo TEKCTY, BbIJICIEHUE), KOMaHI0M He cuuTaercs. A BOT W3MEHEHHE IIpUdTa,
BBOJ] CHMBOJIOB, BCTaBKa PUCYHKOB — 3TO KOMaH/IbI.

JIi1si OTMEHBI KOMaH[IbI HCIONB3yeTcss KoManaa OtMenuTs B MeHio [IpaBka [Edit-Undo]
(Otrmenuts). Ecniu BbIOpaTh 3Ty KOMaHAy, Oy/leT OTMEHEHa MOCIEAHS BHIIIOJIHEHHAs: KOMaH/Ia.
[[lenkHyB emie pa3, Mbl OTMEHUM TPEANOCIEAHIOI KOMaHay U T.J. TakuMm 00pa3om, BbI Kak Obl
MPOITyCKaeTe KMHOIUIEHKY B 0OpaTHOM HalpaBJIEHUU.

Ecnu BBl OTMEHMIIM KOMaHJIy CIy4ailHO, MOXET€ BOCCTAHOBUTH €€, IIEIKHYB KOMaHIy
BepHyTb. OTuUM IIemykoM BBl Kak Obl BO3BpalllaeTe KHUHOIUICHKY Ha Kaap Hazaa. Komanmy
OTMmeHa MOXKHO 33JaTh, UCIIONB3Ys ApJIbIK OTMEHUTH B AHEIU UHCTPYMEHTOB CTaHAapTHas.

Ilepememienne 1 KOMUPOBaHHE TEKCTA WJIM PHUCYHKOB. /[omyckaercs mepememiars U
KOIIMPOBATh TEKCT U PUCYHKH B IIpEZEax OJHOIO JOKYMEHTa, a TAKXKE B JPYyrHe JOKYMEHTHI U
JaXe B JPyrue MpHII0KEHHUS.

Jlyig mepeMenieHusl Wik KOMUPOBaHUSl TEKCTa WM PUCYHKOB Ha HEOOJBIIOE PacCTOSIHUE
BHYTPU OKHA BBIJEIUTE TEKCT WJIH PUCYHOK, KOTOPBIH HEOOXOIMMO MEpPEeMECTUTh WU
CKOIIUPOBAaTh, U C TOMOIIBIO MBIIIN TEPETAIIUTE €ro Ha HyKHoe MecTo. Jljig KomupoBaHUS
BBIJICJICHHOTO ()parMeHTa MpH MepeTaCKUBaHUHU yAepKUBanTe mprxaron knasumry Ctrl.

Jlnst mepemenieHusi UM KOMMPOBAaHMs TEKCTa MM PUCYHKOB Ha OOJIBIIOE PacCTOSIHHUE
WIA B JIPYrod TOKYMEHT BBIIEIHUTE TEKCT HJIM PHUCYHOK, KOTOPBI HE0O0XOIUMO MEpEeMECTUTh
WIM CKONMPOBATh, 3aTEM, ILEIKHYB IPaBYI0 KJIABHUIIY MBIIIH, BBI30BUTE KOHTEKCTHOE MEHIO

(puc.3).
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Cvrormmad b

Puc.3. KoutekcTHOE MEHIO

Jlnis mepeMelieHns BbIJIeIIEHHOro (hparMeHTa BeIOepuTe B MEHIO KOMaHay Bripe3ats.

Jlnist KomMpOBaHUS BBIACICHHOTO (pparmMeHTa BeiOepuTe B MeHIO0 KoMaHy KonupoBarts.

Ecnu TexeT mnm puCyHOK ClielyeT CKOIUPOBATh B APYroil TOKyMEHT, IEPEUIUTE B HETO.

VYcraHoBUTE Kypcop Tyla, KyJa ClelyeT MOMECTUTh TEKCT WM PUCYHOK, U B MEHIO
BbIOEpUTE KOMaHy BcTaBUTh.

Konmnka. CymiecTByeT BO3MOXXHOCTb MEPEHECEHHUS] HECKOJbKUX OOBEKTOB U3 Pa3HbBIX
4acTel OJHOr0 MJIM HECKOJbKUX JIOKYMEHTOB M BCTaBKU UX €IUHOW IpyMIoil B APyroe MecTto
JIOKYMEHTa ¢ IOMOIIbI0 Komuiku. Kommika HakaniauBaeT OOBEKThl B BHJE 3JIEMEHTOB
aBTOTEKCTa, TaK YTO HUX MOXKHO HCIIOJIb30BaTh JJIi BCTABKM HEOJHOKpAaTHO. J[Isi M3MEHEeHus
Habopa 0ObEKTOB B KOIMJIKE HEOOXOAUMO €€ MPEABAPUTEIBHO OUUCTHUTD.

JUid «HaKOIUIEHUS» BBIJEIUTE TEKCT WM PUCYHOK, KOTOPBIM CleIyeT IOMECTUTh B
KOMWIKY, a 3areM Haxxmute kiasuiu Ctrl + F3. TloBropuTe 3TOT Imar Juis Kaxaoro o0ObeKTa,
KOTOpPBIN CJEyEeT IOMECTUTD B KOIUJIKY.

JI71st mpocMOTpa COAEP>KUMOT0 KOTHIIKK BbIOEpUTE KOMaH Ty ABTOTEKCT B MeHIO BeTaBka,
a 3areM — KOMaHJ1y ABTOTEKCT, TOCJE€ Yero B CIIMCKE 3JIEMEHTOB aBTOTEKCTa BblOepuTe

Konunka. COZ[ep)KI/IMOC KOITHJIKH ITOABHUTCA B IT0JIC O6pa3eu KaK ITOKa3aHO Ha pI/IC4

9 39TCM — FUMGIEY ASTOTRIT
Anterexer B uemo Borspns
ROCTE TEFO B3 CIDFCKA MEHEHTOR

gerovercra peiepETe Komoua

o ][ omem |

Puc.4. Okno ABTo3ameHa ¢ mpocMoTpoM coaepxumoro Konniaku
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Jlns BCTaBKM BCEW TpYIIbl OOBEKTOB, HAKOIJIEHHBIX B KOIMJIKE, YCTAaHOBHUTE Kypcop
TyJla, KyJia cJelyeT BCTAaBUTh COJEPKUMOE KOMMIKU. /|1 BCTaBKH COAEPKMMOTO KOHMIIKHU C €€
OJTHOBpEeMeHHOW ouucTkoi Haxkmute kinaBumu Ctrl + Shift + F3. Eciu BeI X0THTE COXpaHUTH
COJCPKMMOE .KOTHJIKH, TO Ui BCTaBKH COJEPKUMOIO KOMHMJIKUA O€3 ee OYMCTKa BBIOEpHTE
KOMaHIy ABTOTEKCT B MeHIO BcTaBka, a 3aTeM — KOMaHIy ABTOTEKCT, IIOCJIE YEro U3 CIHCKa
3JIEMEHTOB aBTOTEKCTa BbiOepuTe Komnmnika, a 3aTeM Ha)KMUTE KHONIKY BeTaBUTb.

ITouck u 3amena Tekcra. B mponecce perakTupoBaHUs HHOTAA TPeOyeTCsl OCYIIECTBUTD
HOMCK TEKCTa, KOTOPBII YacTO BBINOIHSIETCS 3aTeM, 4YToObl 3aMeHUTh ero. B Word cymectByer
BO3MOXHOCTh IIOMCKAa M 3aMEeHbl TeKcTa, (HOPMATHUPOBAHMUSA M CHELUAIbHBIX CHMBOJIOB:
cUMBOJIOB ab3ana (), mosieit, pUCyHKOB U T.I1.

Jlnst moucka Tekcra BeiOepute komanay Haiiti B mento [IpaBka wiin MIETKHUTE KIIABUIIH
Ctrl + F. B none Haiitu BBeIUTE MCKOMBIM TEKCT M Ha)xkMHUTe KHONKY Haiitm manee. UToObI
npepBaTh NOUCK, HaxkmuTe Kiasumry ESC.

s 3ameHbl TekcTa BblOepute B MeHro [IpaBka komanay 3amenuTsb. B mone Haiftu
BBEIMTE UCKOMBIH TEKCT, B 0jJ€ 3aMEHUTh HAa BBEAMUTE TEKCT Jis 3aMeHbl. LleakHUTE KHONKY
Haiitu nanee. Ecnu gaHHblid TekcT OyneT HaiilieH, TO HMOUCK OyJeT OCTAHOBJIEH, & MCKOMBIH
TEKCT OyJIeT BbIAEJICH KUPHBIM HauepTaHueM. l1lenkHuTe KHONKY 3aMEHUTH /171 3aMEHbI TeKCTa.
Ecnu BBl XOTHTE 3aMEHUTH BCE BXOXKJIEHHUS MCKOMOTO TEKCTa, TO IICIKHUTE KHOIKY 3aMEHHTH
BCE.

JUist oTMcaHMi CII0KHOTO YCIOBHUS MOKMCKA BKItounTe (praskok [loncranoBoYHBIE 3HAKM B
JIMaJIOTOBOM OKHE TMOMCKA M BBEAHWTE 0Opasel nmoucka B noie Haiitu. YToObl BBIOpATh HYKHBIN
IIOJICTAHOBOYHBIN 3HAaK HaXMHUTe KHONKY CrenuaibHbli M BbIOEpUTE 3HAK M3 CIHCKA.
[ToncraHoBOYHBIE 3HAKM MOKHO BBOAUTH HEMOCPEACTBEHHO B nosie Haiitu.

2.3. Ucnionb30Banne cnpaBku Microsoft Word

Microsoft Word umeer moIHyro CrpaBouHyr0 cucteMy. J[iis BbI30Ba CIIPaBKH CIIEAyET
Haxath F1 win menkHyTh B MEHIO MYHKT «?». Ilocime aToro Ha skpaH OyneT BBIBEJEHO OKHO
CIIpaBKH, IOKa3aHHOE Ha pHUc.S.

MNMonyyeHume CrnpaBoyHbIX
cBefeHnn BoO Bpemd pabotbl

e NPEeACTaBnNeHbl CBEASHMA NO
AYHoulk =

Lobolele 5

MonyyeHne CNPaBoYHbIX CBEEABHNMN U3

MEH «CNpasKa

[l

OTobpakKeHUe NONEe3HON ( y S -
EHNE CNPAaBOYHbIX CBeAeHWN C

y3na Mic

5]

BrmodeHKe 1 B bIKNioYet ice Update

ol B9

YEeHUE CBEAEH! HOBbIM

NMosiyueHmne cnpaBoyYHbIX Vl

Puc.5. Okno cnpasku Word 2000
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Kak BumHO m3 pucyHnka, okHo crpaBku Microsoft Word anamoruuno crpaske Windows
98 u HOCUT rUNEpPTEKCTOBBIN XapakTep. s nu3yuyeHuss BO3MOXHOCTH M MOPsiIKa UCIOIb30BaHUs
CIPaBOYHOM CHCTEMBl MOXHO BblOpaTh Ha Briagke Coxpepxanue pasaen Ilomyuenue
CHpPaBOYHBIX CBeJCHHUU, TeMy [loyueHune CrpaBOYHBIX CBEIEHHI BO BpeMsi paboOThI, a Jaiee
BbIOpaTh B NPaBOM YacTU OKHA HYXHYIO TeMy cipaBKu. Hampumep, npu Iiequke Ha CCBLIKE,
«Ilosnyuenune crnpaBouyHbIX CBeJeHMH M3 MeHIO CrpaBka», MOXHO OyJeT MO3HAaKOMHUTBCS C
HOJIy4eHUEM CIpaBouHOil mH(popManuu u3 MeHio Crnpaska penakropa Word. [{ns Bo3Bpara k
IIPEIbIYIIEMY OKHY CIIPaBKH HYKHO INEJIKHYTh KHONKY Hazan B maHenu MHCTpPYMEHTOB OKHa
cnpaBku. J{s edaTy CrpaBKU MOJKHO ILEIKHYTh KHONKY [leyaTs B maHenu MHCTPYMEHTOB OKHA
crpaBku. i1 M3MEHEHUs MapaMeTpoB OKHA CIIpaBKU LieskHUTE KHONKY I[lapamerpsl. Ilocie
W3Yy4YEHUs Ha3HAYCHMS PA3JINYHBIX KOMIIOHEHTOB CIIPAaBOYHON CUCTEMBI 3aKpPOMTE OKHO CIIPABKHU.

2.4. DopmaTHpoOBaHNe TEKCTA

C uenpio MOBBINICHUS] UH(POPMATUBHOCTH TEKCTa MPUMEHSETCS ero (opMaThupoBaHHE.
PasnuyaroT cnemyromme OCHOBHBIE aTpUOYTHl CHMBOJIOB TEKCTa: TapHUTypa (PUCYHOK
CHUMBOJIOB), pa3Mmep, Hauepranue. Hampumep, OCHOBHOW TEKCT JaHHOW KHUTH HaredaTaH
mpudrom Times New Roman, pasmep cumBosioB 11 nmyukToB (1 myukt = 1/72 aroiimMa). MoxHO
3amaTh mHapameTpsl (OpMaTUPOBAaHHMS W 3aTeM BBOAWUTH TeKCT. Yacto QopmaTtupoBaHHe
IPUMEHSIETCd K YXKE BBEACHHOMY TekcTy. /[l 3amaHus mapameTpoB (opMaTHPOBaHUS
npeaHasHayeHbl KoMaHnbl MeHro @Dopmar. s 3THX Ke [enel HCIOJIb3yeTCs W IaHENb
MHCTPYMEHTOB  (OPMATUPOBAaHUS, HA3HAYEHHWE  OCHOBHBIX  HMHCTPYMEHTOB  KOTOPOH
MPEJICTaBICHO Ha puC.o.

|

{ 0 OpiyHbIs » Times New Roman « 10 v X K 4[]~ & « A .|

Crunb I pudn Pa3mep Hauyepranue ['panu1p!

Puc.6. Haznauenne 0OCHOBHBIX MHCTPYMEHTOB MaHeIu (opMaTUPOBAHUS

Jia npumeHeHus (OpMaTHUPOBAaHUS K paHEe BBEACHHOMY TEKCTY HEOOXOJUMO €ro
BBIJICJINTh, 3aT€M Ha MaHeNIM WHCTpyMeHToB PopmaTupoBaHHE BbIOpaTh Ha3zBaHue mIpudra B
none Ilpudt, B nmone Pazmep mpudra 3anate HeoOXoauMblil pazmep mpudTa. Ecnu Hyx’HO
U3MEHUTh HadepTaHue, TO Haxmure KHomky JK (momyxwupuseii), K (kypcuB) ummum Y
(momuepkuBanue). [{nsg 3amaHus 11BeTa CUMBOJIOB LIETKHUTE CTPENIKY Ha sipibike L[BeT Tekcra u
B IIPEJI0KEHHON NAIUTPE BHIOEPUTE HYKHBIN LIBET.

Ecnu cumBoiam TekcTa Tpedyercs NpuaaTh 0coOyI0 BbIPa3UTEIbHOCTb, TO IPUMEHSIOTCS
abdextsr «YTomnennsiity, «llpunogusateiiiy, «Kontyp» u «C TeHbto». s uxX mpuUMEHEHUS
BBIJIETIUTE TEKCT, KOTOPBIH HEOOXOAMMO OThOopMaTHpOBaTh, 3aTeM B MeHI0 dopmar BriOepute
komanay [Hpudr. BeiOpaB B oxne Illpudt Brmagky Ilpudt, BriItounte HE0OXOIUMBIE
napameTpsl B rpymnmne DQQeKTsl, Kak MOKa3aHo Ha puc.’.
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WpnbT I VinTepean I AHPMAUMA ]

WipndT: Hauepranme: Pazmep:

’Times New Roman [ﬂonywnpnbni

OBbI4HBIN
Kypcve

Terminal

Mony»ripHew Kypoms

NoaqepxuBanme: UeeT:
I{H’ET) ,:.] ﬁ asTo _:J
SdpdexTel
f' SAHEPKHY ThbIN l’~7 C Teﬁbrj;g' L MNLIe NPONMCHLIS
[T asovinoe saueprkmearnme [ kowtyp [~ ece nponmcheie
¥ sepxrii miaexc [ npunoanaTest [ cxpoiTeii
[ rngnwii mnaexc [} yronnerHbit

Obpa3zey

Thraes New Remnan

Wpnd T TrueType, OH HINOALIYETCA AN BUBONAS KAK Ha 3KPAH, TAK W Ha NPUHTEP,

MONHarO., ..

OK OTrena ]

Puc.7. OxHo ompeneneHus mapamMeTpoB GOpMaTUPOBAHUS CHMBOJIOB

lenknyB Bikianky MuTepBan, AHMMAIMs, BBl MOXETE OIPEICIUTh MHTEPBAT MEXIY
CHMBOJIaMH, a TaKXe BbIOpaTh BU A (PeKTa aHUMAIIUH.

Kpome toro, Word 1mo3BosisieT MoBEpHYTh TEKCT, PAaCTAHYTh €0 WM Pa3MECTHTh BIOJb
kpuBoii. Jlanee OyayT omucanbl BO3MOXHOCTH KommoHeHTa WOrdArt st co3aanusi GurypHoro
TEKCTa.

®opmaTupoBanue aod3auneB. llpu QopmaTupoBaHUKM HCIONB3YIOTCS — CIIEAYIONINE
aTpuOyTHI ab3ama:

* OTCTYII — M3MEHEHHE MOJIOKEHUS TEKCTAa OTHOCUTEIBHO JIEBOTO U TIPABOTO TOJIEH;

* OTCTYH TIEPBOI CTPOKH — IIOJIOKEHHE TEKCTa B MEPBOM CTPOKE OTHOCHUTEIHHO JIEBOU
TpaHMIlBI a03a11a;

* MEXIYCTPOUHBIH HMHTEpBal — BEIMYMHA PACCTOSHUS MEXIYy CTpoKaMu TekcTa. [lo
YMOJYAHUIO  HCHOJB3YETCS  OAMHAPHBIM  MEXIYCTpOUHBIH  HMHTepBaJ.  BblOpaHHBIH
MEXIYCTPOUHBIA MHTEpBaJl MOSBUTCS MEXIYy BCEMH CTPOKAMHU TEKCTa B BBIJEIEHHOM al3alie
Wiy B a03alle, Co/ieprkalleM MeCTO BCTaBKH.

BripaBHUBaHNE — BBIPaBHUBAHUE BBIJCICHHBIX a03a11€B OTHOCUTEIBHO OTCTYTIOB.

Yacro uzmensiemble aTpuOyThl ab3alia UMEIOT SPJIbIKK B aHEINU (POPMATUPOBAHUS:

LR ] BAPHMAHTHI BEIPABHMBAHUA ab3ana;

| {= I= €@ {@ HyMEpOBAHHEBI! K MADKUPOBRHHLI CITHCOK, M3MEHEHHA OTCTYIA.

Jnst u3MeHeHust popMatupoBaHus ad3ala Hy>KHO YCTaHOBHUTH Kypcop B ab3arl (IIpu 3ToM
a03arl sIBIISETCS BBIJCIEHHBIM), BOCIOIb30BaTbCs MHCTPYMEHTAMH B MaHeNu (hopMaTHpOBAHUSA
nunu B MeHto dopmat BeIOpaTh KOMaH Ty AO3air.

B mnone BripaBHuUBaHME BBIOpaTh BapHaHT BbIpaBHHUBAHMS CTpOK ab3ama. B rpymme
napamerpoB OTCTyn BBECTH 3Ha4eHMsI OTCTyma ab3ala OT JIEBOI'O U MPABOTO IMOJsl CTPAaHULIBI,
OTIpEIeNIUTh IMOJIOKEHHE TEKCTa B MEPBOM CTPOKE OTHOCHUTEIBHO JIEBOM I'paHUIlbl a03ama (HET,
Otctyn, Beictymn). Ecnu BIOpaHo Mo10KeHHE NMEPBOI CTPOKU € OTCTYIIOM WJIM BBICTYIIOM, TO B
[oJIE Ha: 3aJaTh BEJIMYMHY OTCTyna. B rpymme MHTepBan ompenenuTs 3Ha4YeHUE MHTEpBAJIA
nepes u nociue ab3aia, BHIOpaTh BEIMUUHY MEXAYCTpOUHOro MHTepBaia. [Ipu 3Tom BeI nMeere
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BO3MOXXHOCTh OLIEHUTh BCE H3MEHEHMs MapaMeTpoB abzaina, HaOmroAas, Kak H3MEHSeTCs
MOJIOKEHHUE TeKcTa ab3aia B noje Obdpaserl.

I'panuubl u 3agmBka. J[1s BBIIEICHUS TEKCTa WM ab3alla TEKCT HCIOIb3YIOTCS
TPaHUILIBI, [Tl TIOBBIIICHHUS BBIPA3UTEIBHOCTH TEKCTA 3aJHHMM IUIAH 3aIMOJHSAETCS KaKHUM-JIH00
Y30pOM BBIOPaHHOTO BaMU IBETA.

UtoOBI BBIIETUTH ab3all TPaHMIICH, clieJaiTe MIeTYOK B Jr000M MecTe ab3ara. UToOsl
YCTaHOBUTH T'PAHUILy TOJIBKO JUISI ONPEEICHHOTO TEKCTa, TAKOro, KaK CIIOBO, BBIIETUTE TEKCT.
Bri6epute xomanny I'panuiisl u 3anuBka B MeH0 @opmart. [ moayyeHus moJIcKa3Ku o J1ito0oM
napaMeTrpe HaXXMHUTE€ KHOIIKY C BONPOCHUTENIBHBIM 3HAKOM «?», a 3areM IIeJIKHUTE
MHTEPECYIOIINIA Bac MapaMeTp AUaJIOrOBOTO OKHA.

Ha Bkmangke I'panunia BeIOepUTEe HyXHBIC MapaMeTphl: BapUAHT pPaMKH, THUII, I[BET U
tonuuHy nuHUH. [IpocMmoTtpute B mone OOpaser] BeIOpaHHY0 cxemy ohopMieHHUs ab3ama win
Tekcrta. [Ipu STOM BBl MOXKETE IIEIYKOM KHOINKH BKIIOUUTh WU BBIKIIOYUTH TPAHUIIBL
Yb6enutech, uto B crnucke [IpuMeHuTh K BbIOpaH BepHBIA mapamerp (ab3ally WM TEKCTY).
[enknyB kHOmKy I[lapameTphl, BBl MOXETE OMPENEIUTh OTCTYIN TPaHHI] OT TeKCTa. BriOpas
BKJIQJIKy 3aMBKa, ONPEAETUTE [IBET 3AJIMBKH, THUII y30pa U 1[BET ¢oHA. YOEeIUTECh, UTO B CIIHCKE
[TpuMeHuTh K BbIOpaH BEPHBIN mapaMeTp (ab3aily Win TEKCTY).

Bri6paB Bknanky CrpaHuna, Bbl MOXETE ONpPENEIMTh I'PaHMIbl HA cTpaHule. B mone
[TpuMEeHHUTH K ONpEeeIuTe ANAa30H MPUMCHECHHS TPaHUIl Ha CTPAHUIIC: KO BCEMY JIOKYMEHTY,
ATOMY pa3lieny H T.IL.

Jlyis BeTyIuleHUs B CWIIY 3aJJaHHBIX BaMH MapameTpoB odopmiieHUs ab3ama (Tekcra) ¢
rpanuneit u 3anuBkoii menkaute kuonky OK. J{is otmensl Haxkmute knaBumry ESC.

Jliis mpuBiieYeHUs] BHUMaHMS YuTaTells Havyaino ab3ana uHoraa odopmisiercs OyKBUIICH.
Jns obopmienus: OyKBHIIBI YCTAaHOBUTE Kypcop B ad3all ¢ TEKCTOM, 3areM B MeHio dopmar
BbIOepuTe KoMaHAy bykBuiia. B nuanoroBom okHe bykuiia Beibepute mapamerp B Tekcre wnu
Ha none, BeiOepute mpudT, 3agaiiTe BHICOTY OYKBUIIBI B CTPOKAaX M PACCTOSIHHE IO TEKCTa U
mienkHure kHonky OK.

Koaouxks, IIpu Gonsuoit nmuse
CTPOKH [UIA Ty4YIHET0 BOCTIPHATHSA TEK-
cTa YUTaTeNeM ero pa3buBaloT Ha
KQIOHKH, 18 CO31aHuA KOIOHOK CIe-
AyeT TECPEKTIOURTBCA B PEXUM pas-
METKH CTPaHHUBI, BRIOpaB B MEHIO
Bua xomanay PasMeTrka cTpaHAlb.

JUtd co3nanus KONOHOK K3 YacTH
TEKCTa NOKYMEHTa BbIAenMTE Tpeby-
€MYI0 YacTh H BBIOEPHTE B MEHIO
®opmar xoManny Kononkn. B gua-
noroeoM okHe KoJoHKH YKa)KHTe THIT

KOJOHOK H HX YHCIO, 33JaiTe UIHpH-
HY KOJIOHOK H IIPOMEXYTKOB MEXKIY
HUMH, BKIIOYMTE, €CIH Tpebyercs
pa3AeNUTENh MEXKAY KOIOHKAMH.
B none Ilpamenuts BhiGepute 06-
TacTh NIPEMEHEHHsI pa3OHeRN TeKkcTa
Ha KONoHKH. 1o m306pakennio Tek-
cra B none OGpasen OLEHHUTE TONY-
yaomeecs pasOHeHUe, BHECHTE KOP-
PEKTHBEL B MapaMeTpsl pa3ztueHus u
3aBEPIUMTE HACTPORKY IAPAMETPOB
KOJIOHOK, IHENKHYB KHonky OK.

2.5. Ctwimm

CoBOKYNHOCTh Bcex aTpuOyTOB 0(hopMIIEHUS TEKCTa HazbIBaeTcs cTuieM. CTHIIN 3a/1at0T
BHEUTHUI BUJI pa3UYHBIX 3JIEMEHTOB TEKCTa B JIOKYMEHTE, HalpHUMep 3aroyioBKOB, HaJIuCcel
M0l PUCYHKaMU U OCHOBHOTO TeKcTa. CTUIIM MO3BOJISIOT IPUMEHUTD K a03ally WM CJIOBY LIENTYIO
COBOKYITHOCTh aTpHOyTOB (hopMaTHpOBaHUSI 32 OAHO JECHCTBHUE.

Ecnu tpebyercss n3MeHUTHh (hOpMaTHPOBAHUE KAKOI'O-TO OJHOTO 3JIEMEHTa TEKCTa, TO
JIOCTAaTOYHO U3MEHUTh CTUJIb, KOTOPBIN OBbUT IPUMEHEH K TOMY JJIEMEHTY.
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Ctunu 3HauuTeNbHO oOserdaor GopmarupoBaHue AokyMeHTta. Kpome Toro, ¢ ux
MIOMOUIBIO CO3/1at0TCSI CTPYKTYPBI U OIJIaBJICHUS.

Vcnonp3oBanue CTUJICH, O3BOJISIS TOOUTHCS enuHO00pas3ust 0OpMIICHHUS TOKYMEHTA, B
TO e BpeMs 00ecreyrBaeT BO3MOXHOCTh OBICTPOTO M3MEHEHHs (hOpMaTHPOBAHUS TEKCTa BO
BCeM JIOKymeHTe. Hampumep, Ui TOro yTo0bl M3MEHUTH pa3Mep CUMBOJIOB OCHOBHOT'O TEKCTa
BO BCEM JOKyMeHTe, (popmatupoBaHHOro ctusieM OOBbIUHBIN, HE HYHO BBIIESATh BECh TEKCT B
JOKYMEHTE, /1a U HE MOJIyYUTCs, TaK KaK OCHOBHOM TEKCT HE SIBJISIETCS CILIOLIHBIM, HEKOTOPhIE
Y4acTKHU TeKCTa 0(OpMIICHBI IPYTHMM CTUJIEM, HarmpuMmep 3aroioBokl, u T.m. s BbIONIHEHUS
TaKOH 3aMEHbI pa3Mepa CUMBOJIOB JIOCTATOYHO U3MEHHUTh CTHIIb 0()OPMIICHUS U IPUMEHUTD €ro,
KaK BO BCEX YacTAX JIOKyMEHTa, O(OPMIICHHBIX JaHHBIM CTUJIEM, TOT/Ia MIPOM3OUET 3aJaHHOE
BaMU U3MEHEHUE pa3Mepa CUMBOJIOB.

Crunu Takke NPUMEHSIOTCS JUIsl CO3JaHMs OrjiaBiieHus M cTpykryp. Hampumep, npu
BbIOOpe KOoMaHabpl OrnaBlieHHE W yKa3zaTeian B MeH BcraBka WOrd aBromMaTHyeckd cO3/1ar0T
OTJIaBJICHHE JOKYMEHTa Ha OCHOBE 3ar0JIOBKOB.

Texymuii cTrib opMaTUPOBAHUS TEKCTA OTOOpakaeTcs B MOJIe CIIUCKA CTHIICH B AHENIU
UHCTpyMeHTOB DopMaTUpOBaHUSI.

UroObl NMPUMEHUTH CTHIb ab3ala, MOMECTUTE Kypcop B Jr0oe MecTo ab3ana Wid
BBIJICINTE HECKOJIbKO ab3aleB, KoTopwle Tpedyercs ordopmatupoBartb. UYTOOB NPUMEHHTH
aTpuOyT cuMBOJIa (HampuUMep, MOJYXUPHBIM WIM KYpCHMB) M3 CTHIIS a03ama, a Takke CTUIb
CHMBOJIA, BBIJEIIUTE TEKCT, KOTOPBIH HYXHO oT(opmaTupoBarb. YTOOBI OBICTPO NMPUMEHHUTH
CTHJIb, BBIOEpUTE CTWIb a03ama Wi cuMBoia B mosie CTWib Ha TaHETM HHCTPYMEHTOB
dopmaTHpOBaHUE.

Bonbiie BO3BMOXKHOCTEH B MPUMEHEHUU CTHIIS MPEIOCTABIISAET IOJIb30BATEII0 KOMaHIa
Cruns B MmeH10 @opmart. B oTkpreiBiieMcs 3areM okHe CTHIIb BRIOEpUTE HY>KHBIM CTUIIb B CIIUCKE
Crunu, a 3areM Haxxmute KHONKY [IpuMeHuTs. EcM HY)XHBIM CTHIIB OTCYTCTBYET B CIIHCKE,
BBIOEpUTE JIPYTyIO TPpyIy cTuiei B nojge CHuCoK.

Nmena ctuneit ab3aieB nepej Ha3BaHUEM cojiepkaT cuMBOJ ad3aria (); OTINYUTEeIbHON
OCOOEHHOCTBIO CTHJIEH CHUMBOJIOB SIBISIETCSI 3HAUOK B BHJI€ MOJUYEPKHYTOM OYKBBI «a», Kak
MOKa3aHo Ha pPUC.8.

Crune

Crrnm: Ab3au

1! HaszBanne

obrexKTa
91 HirokHmi KONoORTHMTYN
a8 Homep cTpaHvubl
9l HopM. Ge3 oTCTYNa

RS T

CrmBOnbl

e

11 ObbI4HBIF OTCTYN

9 Ornasnerne 1
9 Ornaenenne 2
91 Ornasne
11 Ornaenexme “

Tunes New Rom:
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=y Roman, 11 r

CnHcoK!

Mcnonb3syemMeix CTUNER

QpraHmsaTop..

CozaaTb. ..

M No

B ‘ OANHADHBIM, MHTEPDE

|

M, macwTtab cr

PIHE, Me

KiametrnTs., ..

- CT
annepea 1 nr

|

0Cne

1Y%,

|

{ MpuMeHnTE ]

OTMEHa

|

Puc.8. JlnanoroBoe 0kHO BbIOOpA CTUIIS
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Ecnu Heo0X01MMO M3MEHUTh CTHIIb, TO, BbI3BaB OKHO CTuiib, B mosie Ctuiu BeIOEpHTE
CTHJIb a03a1la, 32 KOTOPBIM TpeOyeTcs Ha3HAUUTh CIEAYIOUINHA CTUJIb, a 3aTeM HaKMHUTE KHOIIKY
N3MeHnTh, 94TOOBI packpbITh OKHO M3MeHenune ctuis. Haxxmure B 3Tom okHe KHOonKy dopmar, a
3areM BbIOepuTe aTpuOyT Tekcta, Hanpumep LLpudt, kotopsiii Tpedyercst u3MeHuTh. M3menure
BBIOpaHHBINH aTpuOyT 1 HaxkmuTe KHONKY OK, a 3areM M3MeHHUTE TaKUM ke 00pa3oM OCTalbHbIE
aTpuOyThI CTWIA. J{)Is1 NpUMEHEHHS CTHUIISI HAKMHUTE KHONKY [IpuMeHuTs.

Konuposanue ¢popmarupoBanus. Microsoft Word nmeer BO3MOKHOCTH KOITHPOBAHHMS
dopMaTHpoBaHHS CHMBOJOB M ab3ameB. [lyii 3TOro BHayaie BBIJCITUTE TEKCT, B KOTOPOM
COJePXKHUTCS Hy)KHOE (popMaTHpoBaHue, U HaKMHUTE KHONIKY Popmar mo obpasmy. [locne storo
Kypcop MBIIIM MPHOOpPETET BUJ KHUCTOYKH. YKAKUTE KYypCOPOM MBIIIM TEKCT, K KOTOPOMY
CJIeZlyeT MPUMEHUTH (POPMATUPOBAHKE, U LICITKHUTE JIEBYIO KHOIIKY MBIIIIH.

Ecnu Hy)XHO TepeHecTH BbLIEICHHOE (OpMATHPOBAHUE HA HECKOJBKO (PParMeHToB, TO
IBaAbl menkHuTe KHomky ®opmar mo oOpasmy. [locne kommpoBanus (opmaTupoBaHUS
HOBTOPHO HQ)KMUTE KHOIIKY MBIIIN TP 3aBEPLUICHUH PaOOTHI.

Oobvekmbl uccnedoeanus, 0060pyoosanue, Mamepuanvl U HA2IAOHbIE

nocoous:

1. II5BM IBM PC.

2. OnepaunoHHas cpefia, TEKCTOBBIN ITpoLeccop (peaaKkTop).
3. DnektponHbIi 1oKyMeHT «[IpakTrueckas pabora No2y.

KOHmPOJleble eonpocol
1. Yro Takoe TekcToBbIN penakrop? Kakue TekcToBble penakTopsl Bl 3HaeTe?

2. YTo Takoe CTpoKa COCTOSIHUS U MAaCLITaOHbIE TUHEUKH?

3. Kak ocy1iecTBUTh NEPEKIIOYEHUE MEXKAY PYCCKUM U JJATUHCKUM angaBuToM?

4. Kak ocymiecTBUTh BBOJ| TEKCTA 3arjiaBHbIMU OyKBamu?

5. Kak ocy1iecTBUTh YCTaHOBKY MyHKTYallMOHHBIX U IPYTUX CUMBOJIOB?

6. Kakue cymecTByroT pexumMbl Habopa TekcTa?

7. Kak ocymiecTBUTh OBICTpBIN Mepexo1 Ha Havyaso cTpoku? Ha konen crpoku? Ha
CTpaHMILy, PACIIOJIOKEHHYI0 HUXKE TeKymei? Ha cTpaHuily, pacroiaoKeHHYIO BbIIIE TEKYIIEH?
Ha nauano noxymenrta? Ha konen nokymeHra?

8. Kak B TekcTOBOM PEAAKTOPC OCYHICCTBUTL COXPAaHCHUC I/IH(I)OpMaI_[I/II/I?

9. Uto takoe rapuutypa? Kakne BO3MOKHOCTH J1a€T TEKCTOBBIA PETAKTOP IS
MU3MEHEHUs TeKCTa?

10. Kak ocymectBuTh popmatupoBanue ad3anes? @opMaTHpoBaHUE CTPAHUILIBI?
11. Kak B TEKCTOBOM pe1akTOpe MOXKHO CO37aBaTh U (pOpMAaTUPOBATH TAOIUIIBI?

38



17.

18.
19.
20.

21.

22.

23.

24.

25.
26.

3aodanue na pabomy (pabouee 3adanue):

W3yunte snexktponHblii qokyMeHT «Ilpaktmueckast pabora Ne2y. M3yunrte TeopeTHuecKue
HOJIOXKEHUS PabOTHI
CocTaBuTh B TETPaAH KOHCIEKT 110 U3YYEHHOMY MaTepHaiy.

[IpenbsaBUTH KOHCIIEKT Ha IIPOBEPKY IIPEIOIABATEIO.
3amycTUTh TEKCTOBBIM Ipoleccop, MHIETKHYB KHONKY Ilyck, BbiOpaB B I7aBHOM MeHIO

OIEpallMOHHOM CUCTEMBI ITyHKT [IporpaMMel, a 3aTeM B CIIMCKE IIPOrpamMM.

N3yunTh cipaBky 00 aBTOMaTHYECKOM 3aIlyCKe MPOrpaMMbl IIPU BKJIFOUEHUH KOMIIbIOTEpA, JUIs
4Yero BBI3BAaTh CIPABKY TEKCTOBOI'O PENAKTOPA, IIEIKHYB KHOIIKY BbI30Ba CIIPABKHA B IVIABHOM
MEHIO penakTopa. B okHe cripaBku BbIOpath BKIaaky Coaepxanue, TeMy «3alycK MporpaMmm u
pabota c Qaiinamuy», pa3aen « ABTOMaTHUECKUI 3allyCK IpU BKJIOYEHUM KoMmbioTepay. ITocie
U3y4YEeHUs CIIPaBOYHOM HH(pOpMAIMK CBEPHYTh OKHO CIIPaBKU Ha MaHeNb 3a/1a4.

Co3nate HOBBIA (aiil JOKYMEHTa, MIETKHYB HHUKTOIpaMMy «cO34aTh (ail» Ha MaHeIH
uHCTpyMeHTOB CTaHapTHas.

BBectu cnenyroniuii TeKCT:

«3HaYNTEJbHAsA J0JI1 BpEMEHH COBPEMEHHBIX NEePCOHAJBHBIX KOMIBIOTEPOB PacXoAyeTcs
Ha 00pa0oTKy pa3HooOpa3Hoii TekcToBoii wuHGopmanuun. Bua oOpadaTbiBaeMbIX
JOKYMEHTOB: Ipo3a, Ta0July, NporpaMMa Ha si3blke mnporpammupoBanus. O0padorTky
TEKCTOBOH MH(OPMALMH HA KOMIIBIOTepe 00ecneYnBa0T NAKeThl IPUKIAIHBIX POrPaMM
— TEKCTOBBIC PeJAKTOPBI (TEKCTOBBIE MpoLeccopbl). Pa3imyaT TEKCTOBbIE PeIaKTOPBI
BcTpoeHHble (B Norton Commander, B Typ0o Ilackainb M T.1.) U caMOCTOSITe/bHbIE
(Editor, Lexicon, MultiEdit, Microsoft Word). B mnpouecce moaroroBkm TeKCTOBBIX
JOKYMEHTOB MOKHO BBIICJIHUTH CJCAYIOIIHE JTanbl: Ha0Op TEKCTa; peJaKTHPOBaHMeE;
opdorpapuyeckuii. KOHTPOJIb, (POPMATHPOBAHHME TEKCTa, pa3MeTKa CTPaHMI]; MeYaTh
(mpocMOTP mepen MeYaTbl0 TEKCTa HA JKPaHe, e4aTh HA Oymare).»

3anucarh JOKYMEHT Ha JUCK : B manky Mowu nokymeHTbl/ Ne rpynnel/ @amuiins - ol UMEHEM
[Tpumepl.doc, nist yero BeIMOAHUTE KoMaHy Daitn — CoXpaHUTh Kak.

B nuanoroBom oxkne CoxpaHeHue noKyMmeHTa B moje Ilanka oTkpeITh manky Mou 10KyMEHThI/
Ne rpynnel/ @amunusd,B none Mms daiina 3anate ums [Ipumepl,0TKpBITh CIUCOK TUIIOB B I0JIE
Tun ¢aitna u BeOpate THN JokymeHnT 2003 Word (*.doc), mocie yero menkHyThb KHOIKY
CoxpaHUTb.

3aKphITh (ailsl JOKyMeHTa KoMaH10# 3akpbITh MeHIo Daii.

BuoBb oTkpbITh daiin [Ipumep 1.doc. B auanoroBom okHe OTKpbITHE JOKYMeHTa B noje [lanka
OTKpBITh CBOIO MAIKy, 3aTE€M B CIHCKe (ailioB yka3zaTh MbIbio ¢aiin [Ipumepl. u menkHyTh

KHOMKY OTKPBITb.
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27.

28.
29.

30.

31.

32.

Jl00aBUTH TEKCT:

«TekcTOBBIM MpoOLECCOPOM OOBIYHO HAa3bIBAIOT MOIIHbIA TEKCTOBbI pPelaKToOp,
pacnoJiaraluuii NpoJABMHYTHIMH BO3MOKHOCTSAMHM 10 00pPa00TKe TEKCTOBBIX JIOKYMEHTOB.
CoBpeMeHHbIE TEKCTOBbIE MPOLECCOPHI NMPeIyCMATPUBAIOT MHOKECTBO JONOJHUTEIbHBIX
(GyHKIUI, NMO3BOIAKIIMX HAMHOIO YIPOCTUTH HA00p M MOAM(PUKALUIO TEKCTOB,
NMOBBICUTH KAYeCTBO 0TOOPA’KEHHS TEKCTA HA IKPaHe, KA4eCTBO PacnevYaTKu JOKYMEHTOB.
Cpenn 3THX PYHKUMIA:

(popmaTupoBaHue CHUMBOJIOB (MCIIOJIb30BAHHE PA3JIHYHBIX IPU(TOB U HAYEPTAHUII);
¢popmaTupoBanue ad3aneB (BbIpABHMBAHHE MO INMPHHE CTPAHMIBI U ABTOMATHYECKHI
MePEeHoC CJI0B);

oopmiieHHEe CTPAHHIL (ABTOMaTHYeCKAasi HyMepauusi, BBOJ KOJOHTHTYJIOB H CHOCOK);
oopMiieHHE TOKYMEHTA (ABTOMATHYECKOE MOCTPOEeHH e OIJIABJIeHUI U yKa3aTeJieil);
co3aanue u 00padoTka TadIuIl;

NpoBepKAa NPaBONMCAHUS U T.J.»

CoxpaHuTh Qails mox TeM xe uMeHeM koMmaH 1o Paitn — CoXpaHUTb.

VYcTaHOBUTH ClEAYIONIME TApaMeTPhl CTPAHULIBI 1JI BCETO TIOKYMEHTA:

opueHTaIus Oymaru: KHUXKHAs;

pa3mepsl nosieii: Bepxuee u Huxnee — 2 cm, JleBoe — 3 cm, [IpaBoe — 1 cm;

KOJIOHTUTYJIbI YETHBIX U HEYETHBIX CTPAHMII.

s n3MeHeHus napaMeTpoB CTPAHUIIBI BHITOIHUTH KoMaHAy [lapaMeTpsl cTpaHULIbL.

Ha Bxnaake Pasmep Oymaru B mone OpueHTanusi BKIIOYHTh MapaMeTp KHIDKHAs, Ha BKIIAJKE
[Tons 3amaTe yKka3aHHBIE 3HAUCHHS T0JIEH, BKIIFOUUThH OMIIMIO PAa3JINYaTh KOJOHTUTYJIBI CTPAHUIL.
BxmrounTe mnpuMEHEHHE YKa3aHHBIX [MapaMeTpPOB KO BCEMY JOKYMEHTY, U 3aBEpIIHUTH
M3MEHEHUE TapaMeTPOB CTPaHUIbl, EIKHYB KHONKY OK.

Boibupas B meno Bun xomannbl: OObIUHBIA, DNEKTPOHHBIA JOKYMEHT, Pa3meTka cTpaHHIIbI,
Crpyxkrypa, Bo Bech 3kpan, mpoHa0I01aTh M3MEHEHUE BUJIa IOKYMEHTA B PA3JIMUHBIX PEKUMAX
MpOCMOTpa.

[enxnyB kHONKY MacmTab Ha maHenu WHCTpyMeHTOB CTaHgapTHas WK BBIOpaB B MeHIO Buj
koMaHay Macmta0, 3anate Crneayromniue Mactadbbl n300pakeHus TOKyMeHTa Ha skpane: 100%,
200%, 50%, Ilo mmpune ctpanunbl, CTpaHumna mneaukom, [[Be cTpaHHUIBI U TPOHAOTIOIATH
M300paKeHHE IOKYMEHTA C Pa3IMIHBIM MacCIITaO0M.

[lepeiitu B pexum IlpeaBaputenbHOro MPOCMOTpa IMEpe] IEeYaThbio, BBITOJIHUB KOMaHIY
[IpenBapuTenbHblii TPOCMOTP WM IIEIKHYB IO COOTBETCTBYIOLIEH MUKTOTpaMME B MaHENIH
uHctpymeHToB CranmaptHas. IllenkHyB MbIbl0 KHOMKY HeECKOJIBKO CTpaHUWIl B IaHEIH

WHCTPYMEHTOB OKHA MPOCMOTPA, 3a/1aTh MacmTad mpocMoTpa 4 crpanuiibl. [I{enkHyB MBIIIBIO
40



33.

34.

35.

36.

37.

38.

39.

40.

41.

42.
43.

o

10.
11.

12.
13.
14.

Ha CTpaHUIle JOKYMEHTa, YBEJIMYUTh MacmTald u3o0paxkeHus aokymenta ao 100%. Eme pa3
IIEJKHYB MBIIIBIO HA CTPAaHUIIE JTOKYMEHTA, BBHIKIIOUUTH YBEIHMUEHHE MacITada M300pakeHus
JIOKYMEHTA. 3aKpbITh OKHO IIPOCMOTpPA JOKYMEHTA IEpPe]] 1€YaThlO, IIEIKHYB KHONKY 3aKphITh.
3aKkpbITh (Qaill JOKyMEHTa, COXpPaHUB BHECEHHbIE M3MEHEHHUS, M 3aKPbITh OKHO TEKCTOBOTO
penaxkrTopa.

Haiitu ¢aiin [Tpumepl.doc, ucnons3ys komanay Ilyck — Haiitu — ®aiinbl u nanku. B oxxe
noucka B moie Wms 3amate oOpa3z mowmcka Ilpumepl.doc, B mone I'me mckarb ompenenutsb
oOnactb moucka (hailjioB JKECTKHE JUCKH U HIENKHYTh KHOINKY Haiitu. [lo oxoHuaHuu moucka
yKa3aTh B MoJjie HaiieHHbIX (aitnioB Ha ¢aiin [Ipumepl.doc u, 1BaXKabI MEIKHYB HA HEM JICBOM
KHOTIKOW MBIIIHN, OTKPBITH €ro Juig penaktupoBanus. [locme storo daitn Ilpumepl.doc
OTKpPOETCS] B OKHE TEKCTOBOT'O PEIAKTOPA.

BrinonHuTh nepeMenienus mo JOKyMEHTY, MPOBEPUTh IEHCTBUS KoMOMHanmii kinasuml: Home,
End, Ctrl + PageUp, Ctrl + PageDown, Ctrl + Home, Ctrl + End.

Haiiti u BBLIETUTH (pa3IMYHBIME CITIOCOOAMH) B TEKCTE CIIOBA: CHMBOJ, TEKCT, ab3ail, TabmuIl,
IIPOLIECCOP, IEPBYIO CTPOKY, MEPBBIE 2 CTPOKH, MEPBBIN ab3al], BECh TEKCT.

CkonupoBath MepBbIK a03all B KOHEI] TEKCTa 2 pasa.

BriaenuThs BTOPYIO €ro KOIMUIO U yJIalIuTh, HaxkaB kiiaBuiny Delete.

OTMEHUTH NOCIEAHIOK BBIIOJHEHHYIO KOMaHAy (yAajeHHE), UCMonb3ysl komanay IIpaBka —
OTMeHuTh Uin KHOTIKY OTMEHHUTH Ha MMaHeNu HHCTPYMEeHTOB CTaHaapTHAs.

Boccranosuth onepanuro ynanenue komannoin Ilpaska — IloBTOopuTh MM KHONKOW BepHyTh
Ha MaHeau MHCTpyMeHTOB CTaHaapTHasl.

[IpoBeputh opdorpaduro, ucrnonb3yst komanay Cepsuc — I[IpaBonucanue.

PaccTaBuTh mnepeHOCH CIIOB, JUIs 4YEro BbI3BaTh KOMaHAy— PaccTaHoBka NEpeHOCOB,
YCTaHOBHUTH B OKHE KOMaH[bl (IaKOK ABTOMAaTHYECKUI MEPEHOC CJIOB, 33aTh 30HbI IEPEHOCA
CJIOB.

BeiiiTi U3 penakropa, coxpaHuB u3MeHeHus B jokymente [Ipumepl.doc.

OTBeThTE HA KOHTPOJIbHBIC BOITPOCHI.
Odopmure otyer.

X00 pabomut (nopaodok evinonnenus paoomot):

CTylleHT JOJDKEH 3aHATh paboyee MECTO 32 KOMITBIOTEPOM

3arpy3uTh MEKTPOHHBIN TOKyMeHT «[IpakTndeckas pabora No2y

3aKOHCIIEKTUPOBATh OCHOBHBIE TIOHATHS U ONPEAEICHUS

3anucaTh M 3a7aTh BOINPOCHI IIPENOJABATENI0, €CIM KOHCIEKTHPYEMBIM MaTepraj BbI3bIBAET
TPYAHOCTH B TOHUMAHUHU

3anucaTh NOSICHEHUS ITPENOIaBATENs

[TpenbsABUTH KOHCHIEKT Ha IPOBEPKY

3aBepuIUTh paboTy
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Cooepicanue u opopmaenue omuema

Ot4er nomkeH ObITh OPOPMIIEH B TETPAAH U COJEPKaTh Ha3BaHue [IpakTudeckoi
paboThl, Aaty BbinonHeHus, Ne rpynmnsl U M.O.@amunuio cTyeHTa, 3aianie Ha paboTy U
ONMCaHUE OCHOBHBIX CBEJCHUMN, IPABUII U IPUEMOB, U3YUEHHBIX MTPHU BHIMIOJIHEHUN
[TpakTrueckoii paboOThI, BBIBOIBI.
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IIpakTuyeckas padora Ne3
ABTOMaTHYECKOE (popMaTHpPOBaHKME JOKYMEHTOB U co001IeHuii. Pasmerka
crpanunsbl. [lonsitue kosoHTHTYIA. [lo0aBaeHne pona. OTodOpaxkenune
o0padaTbiBaeMOro J0KyMeHTa Ha 3kpaHe. Onepauuu ¢ (pailiaMu 10KyMEHTOB

Lenv Ilpaxmuueckoii padomuwt
I/I3y‘leHI/IC CIIeuaJIbHbIX BO3MOKHOCTEH pa6OTI>I B TCKCTOBOM PEIAAKTOPE

Teopemuuecxue ROJI0)HCCHUA

1. ABToMaTnuyeckoe GopMaTHPOBAHME JOKYMEHTOB U COOOIIEHU

Word mnomoraer co3/iaTh NPHUBJICKATEIbHBIM W JIETKO 4YMTaeMblil gokymeHt. \Word
MPOBOJIUT AHAJU3 WCIIOIB30BaHUS KaXJ0ro ad3ama B JOKYMEHTE (Hampumep, ad3ail siBIseTcs
3aroJIOBKOM HJIM 3JIEMEHTOM HYMEPOBAHHOTO CITHCKA), 3aTeM K KaXKIOMY JJIEMEHTY MPUMEHSET
COOTBETCTBYIOIIHN CTHIIb. [Ipu 3TOM aBTOMaTH4YeCKH (POPMATUPYIOTCS KaK TUIIEPCCHUTKH apeca
WuTepHeTa, ceTeil U 3JIEKTPOHHOMW MOYTHI, K YacTsIM JOKYMEHTA, BBIICIICHHBIM 3Be3/104uKamMu (*)
U 3HAaKaMHU TOJYEPKHBAHUS, MPHUMEHSACTCS TOJNYXXHPHBIA WM TOAYEPKHYTHIA mpudT
COOTBETCTBEHHO, JBa Aeduca (- -) 3aMeHS0TCA JIUHHBIM Tupe ( — ) u T.4. [lo ymonuanuro npu
nepBoM 3amycke nporpammbl Word aBrodopmartupoBaHue BKIOYCHO. [ M3MCHEHHSI
HACTPOIKK aBTO(OpMaTUPOBAaHUS BeIOEpUTE KOMaHTy ABTo3aMeHa B MeHIO CepBuC, a 3aTeM —
BKJIaJIKy ABTO(OpMAT TIPH BBOJIE M 3a/IaliTe HY)KHBIC MapaMeTpsl. JlJis moydeHus: CBEACHHUN O
JTH000M IMapameTpe HaKMHUTE KHOINKY C BOIPOCHTEIHHBIM 3HAKOM, a 3aTe€M IICIKHHUTE 3TOT
napamerp.

2 PazmeTka CTpaHHMIbI

Crpanuua nMeeT CIeAYOIUe CTPYKTYPHBIE SJIEMEHTHI:

* OCHOBHOM TEKCT;

* BEpXHUW U HWKHUN KOJIOHTUTYIIBI,

* CHOCKH.

OCHOBHOI1 TEKCT CTPAHMIBI — 3TO CTPOKH M ab3alibl, TaOIUIBI U pUCYHKH. HekoTopeie
13 a03a1eB MOTyT OBITh 3aroJIOBKaMU; PUCYHKH MOTYT UMETh MOJIHUCH.

KoJIOHTHTYJ1 — 3TO «CKOJB3SILIUI» IO CTPAHMIIAM TEKCT, KOTOPBIA pa3sMeniacTcs B
BEpXHEH MJIM HUKHEW YacTU CTPAHULBI M COJACPKHUT HEKOTOPYIO MH(POPMAIIUIO, KOTOpas KaK-TO
UACHTUPHUIMPYET JaHHBIA TOKYMEHT (HOMep pasjiena, Ha3BaHue JOKyMEHTa WM pasjena, Aaty,
MapKy (GUpMBI U T.I1.). B KOJOHTUTYN BXOAUT HOMEp CTpaHUIbl. KOJOHTHTYIIBI aBTOMaTHUECKH
BOCIIDOM3BOJATCA HAa KaXJOW CTpaHULE JOKyMeHTa. B 3TOM KHHIre 3aJaHbl pa3Hble
KOJIOHTUTYJIBl JJII YETHOM M HEYETHOM CTPAHMIIBL, a Ha IEPBOM CTPAHUIE KaXIOW IJIaBbI
KOJIOHTHUTYJI OTCYTCTBYET.

UroObl BCTaBUTHh M OTPENAKTUPOBATh KOJOHTHUTYJBI, HEOOXOJUMO BBIOpPATH KOMAaHIy
Bun-Kononturynsl. [locne 3Toro Ha 3kpaH OyAeT BbIBeJ€HA NaHENb HHCTPYMEHTOB HAaCTPOMKU
KOJIOHTUTYJIOB U OTKPOETCS] OKHO PEeIaKTUPOBaHUS KOJOHTUTYJA (puc.l).

SRR R AR R SRR R TR SR R,
Bcrasurb aBToTexcr v F B2 E & 23 | B & T, | 3akpeme

43



Puc.1. ITanens MHCTPYMEHTOB HACTPONKH KOJIOHTUTYJIOB

Ha3nauenue MHCTPYMEHTOB IaHENW TIOKa3bIBaeT BCIUIbIBAarOIIAsi Tojcka3ka. llocie
3aBEpILEHUS PEIAKTUPOBAHMS KOJOHTHTYJIOB IIEIKHUTE KHOMKY 3aKpPbITh.

CHocka — 3TO MpHMEYaHHE K TEKCTy, KOTOPOE MOKET HaXOIUThCS JIMOO B HMKHEH
YacTH CTpaHUIlbI (0ObIUHAs), TMO0 B KOHIIE IOKyMeHTa (KoHIeBas). Kaxmas cHOCka moMevaeTcst
anb0 aBTOMAaTHYeCKH (MOPSAKOBBIM HOMEPOM CO CKBO3HOM HyMmepauued — 1, 2, ...), nubo
MOMETKOM IO BallleMy BbIOOpY (Hampumep, 3Be3104Koi i HomepoM). CHOCKA M CChUIKA HA Hee
(T.e. HOMED WM TTOMETKA) TAK)KE€ UMEIOT CTHIIb O(DOPMIICHHS.

UtoObl BCTaBUTH CHOCKY, HEOOXOAMMO B MeHIO BcraBka BeiOpaTh kKomanay CHOCKa,
3areM B okHe CHOCKH ONpENeNUTh BHJI CHOCKH, OObIUHAS WJIM KOHIEBAs, 33JaTh HyMEpalHIio.
Jns BbIOOpa JTOTIOJIHUTENBHBIX apaMeTpOB CHOCKM UIETKHUTE KHONKy Ilapamerpsr. [lis
3aBepIIeHUs Co3/laHusl CHOCKH ImenakHuTe KHOnKy OK. UToObI 0TpeiakTHpOBaTh CHOCKY, HaJI0 B
MeHio Bun BeiOpath komany CHOCKH.

VY cTpaHuUIBl JOKYMEHTA UMEIOTCS CIEAYIONIUe MapaMeTphl:

* pa3Mep OyMa)KHOTO JIMCTa, HA KOTOpOM Oy/IeT HarleyaTaH JIOKyMEHT;

* OpPHUEHTAIUs JINCTA: KHUXKHAsI, KOT/Ia BBICOTA JIUCTa OymMaru OOJbIle ero MIMPUHBI, WIN
anbOOMHasl (BbICOTA JINCTAa MEHBIIIE €r0 HIMUPUHBI);

* [IOJISl — PACCTOSIHHUE OT Kpasi CTPAHHIIBI 10 TeKCTa (CBepXy, BHHU3Y, CIIPaBa, ClIeBa);

* MTOJIOKEHHUE KOJIOHTUTYJIOB OT Kpasi CTPaHUIIBI;

* crioco0 BEPTUKAIBHOTO BHIPABHUBAHUS TEKCTA MEX/TYy BEPXHUM M HUKHUM TIOJISIMH.

Jlnia onpeneneHus mapaMeTpoB CTpaHUIIbI BeIOepuTe B MeHIo Daiin komanay [lapamerpsr
cTpaHulbl. Bel MOKeTe yTOUHHTH Ha3HAYeHHE TOTO WJIM MHOTO 3JIEMEHTa HUajioroBOro OKHA
[TapameTpsl CTpaHULIbI, UCIIONB3YS KHOIIKY «?» ISl BBI30BA BCIUIBIBAIOIIEH MOJCKA3KH.

BribpaB B okne I[lapameTpsl crpanuisl Bkiaaky Pasmep Oymaru, ompezaenute pasmep
OyMa)kHOTO JHcTa U ero opueHTanuo. Ha Bknaake [1omnst BB MOXKeTe ONpeieIuTh pacCTOSIHUS OT
Kpas Oymard 70 TEeKCTa, 33/JaTh HIMPUHY IEpervieTa, MOJOXKEHHE KOJIOHTHTYJIOB, a TaKKe
BKITIOYHUTH ONIHIO 3€pPKAIbHBIC TTOJISA, YTOOBI IIPH TIeYaTH Ha 00EMX CTOPOHAX JINCTAa BHEIIHUE U
BHYTPEHHHUE TIOJNSI CTPaHUI], 0Opa3ylomX pPa3BOPOT, MMENIHW OJWHAKOBYIO IIMpHHY. B mome
[TpuMeHNUTH BHIOEPUTE TUANAa30H MPUMEHEHHS 3alaHHBIX ITapaMeTpOB W Ui BCTYIUICHHUS HX B
cuity 1menkHuTe kHonky OK.

OcHOBHBIE TIapaMeTpbl CTPAHUIBl MOXXHO H3MEHUTh WU B PEXKUME pa3METKH WU
IpeBapUTEeNILHOrO MpocMoTpa. /111 n3MeHeHHs JIEBOTO U IIPABOTO MOJIEH CTPaHUILIbl YKAKUTE Ha
I'paHUILY MOJIsI HA TOPU3OHTAIBHOM TUHelKe (puc.2).

Puc.2. I3amenenune npaBoro mnojst CTpaHUIb

Korga yxasarens npumer BUJ ABYCTOPOHHEH CTPENIKH, MBIIIbIO MEPETANIUTE T'PAHUILY
noJyisl. AHAJIOTMYHO, JUIsi MU3MEHEHHMsS BEPXHETO M HUXKHEro IMOJIEM CTpaHUIbl yKaKUTE Ha
TpaHMIly TOJi1 Ha BepTUKaIbHOW JnuHelke. Korpa ykaszaTtenb OpuUMET BHJ JABYCTOPOHHEH
CTPEJKH, MEPETANIUTE TPAHUILY TIOJISI.
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[Ipumeuanue. YToOBl M3MEHHUTH MapaMETpPhl CTPAHUIBl JHUIIb ISl YacTH JOKyMEHTa,
BBIJIEJIUTE COOTBETCTBYIOIIME CTPAHUIBl, a 3aT€M BBI3OBUTE JMaIOroBoe OKHO I[lapameTpsl
cTpanulbl. OnpenenyuB Hy>KHblE NapaMmeTpsl, U3 cnucka [Ipumenuts BbiOeputTe napamerp K
BBIJICJIECHHOMY TeKcTy. /o M mocie BBIAENEHHBIX CTPAaHUI[ OyAyT aBTOMAaTHYECKH BCTABJIICHBI
pas3pbIBbl pasfena. Eciu TOKyMEHT yke pa3OMT Ha paslienbl, MIETKHUTE HYXHBIH pasien Win
BBIJICJINTE HECKOJIBKO Pa3JIEIoB, a 3aTEM U3MEHHUTE ITapaMeTPhbl CTPAHULIBI.

3. lodaBJsienne ona

YrolObl crenath AOKyMEHTHI Oojiee mpuBiieKaTeabHbIMU, WOrd mo3BoJsieT UCIoIb30BaTh
pa3iaudHble BUIBI (OHA, B TOM YHCIE TEKCTYpHYIO 3aimuBKy. Ciemyer ydecTh, 4To QoH Oymer
BUJICH TOJIbKO B DPEKUME IMPOCMOTpa IDIEKTPOHHBIM JOKYMEHT. B kadecTtBe (hoHa MOXKHO
UCTIOJIb30BaTh pa3iuyHble puUcyHKH. s 3amanus ¢GoHa B MeHio DopMar BHIOEPUTE KOMAaHIY
@OH U B ATUTPE IIBETOB MOXHO BBIOpATh 1[BET GoHa. Ecim BBl XOTHUTE ONpeenuTh IBET, HoHa,
OTCYTCTBYIOIIMK B MaJIUTpe, TO BbIOepuTE BapuaHT JlomomHUTeNbHBIE 1BeTa U B OkHe L[Bera
BbIOEpUTE HYXHBIN 11BeT. Eciiu BbI XOTUTE ONMpeAenuTh TEKCTypy (OoHA UK BEIOpaTh B KaueCTBE
¢dona kakoh-muO0 PUCYHOK, TO BhIOepuTe BapuaHT CriocoObl 3aJIMBKH, 3aTEM B OKHE 3alluBKa
oTmpeeNuTe HYKHbI BaM BapHaHT 3aJTUBKU WM PUCYHOK (hOHA.

Word mo3BosisieT co3/1aTh MOAJI0XKKY, KoTopas OyJeT BHIHA B HaleYaTaHHOM JIOKYMEHTE
KaK «BOIAHBIC 3HAKHN). Bxnrouenue B AOKYMCHT PUCYHKOB M HCIIOJIB30BAHHWEC HMX B KauCCTBC
MOJIJIOKKH MbI pACCMOTPUM JIaJIEe.

4. Oto0OpaxeHue 00padaTbIBAEMOI0 JOKYMEHTA HA IKPaHe

B omimmume oT craHgapTHOro TekcroBoro (aitma, goxkyment Word Moxer HMETh
JOBOJIBHO CIIOKHYIO CTPYKTYpY: Kaxaas CTpaHUIla, IOMHUMO OCHOBHOTO TEKCTa, MOXET
COJIepKaTh BEPXHHUE U HIDKHUE KOJIOHTHUTYJIBI, CHOCKHU, PUCYHKH, TAOIUIIBI U T.11.

B 3aBucuMOCTH OT 3a7aud, KOTOPYIO BBl pelllaeTe B JaHHBIH MOMEHT, MOXKHO BHIOpATh
OJIMH M3 YETHIPEX BAPHAHTOB MPEICTaBIcHHs JoKyMeHTa B okae Word (puc.3):

* OOBIUHBIN PEXKUM;

* peKHUM DIIEKTPOHHBIN JIOKYMEHT;

* pexxuM Pa3zmerka crpaHuIsr; pesxxuM CTPyKTypa JOKYMEHTA.

Kakue pexumbl oToOpaxeHus ucmoiib3oBaTh? Hambonee yHHBEpcadbHBIM SIBISIETCS
pexxuM Pa3meTka cTpaHUIIBL.

Bua Bcrasxka Popmar Cepsi
E] 06uwnoa

3 NeKTPOHHLIA LOKYMENT

[E Crpyxrypa
&l [ nasubii gokymeHT

t Manenn yHcTpymeHToB 4
v fluuenxa

@ Cxema nokymenTa

Konoururynn

@ Bo secw 3KpaH

Macura6. ..
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Puc.3. U3menenue pesknma oToOpaskeHus 1okymenta B okae \Word

B 3TOM pexumMe BBl BUIUTE JTOKYMEHT MMEHHO TaKUM, KaKUM OH TOSBUTCS Ha Oymare
[OCJIE€ paclevyaTKy, OTOMY PEeJaKTHPOBAaHHUE JOKYMEHTA C BKIIFOUCHHEM B HETO rpa)uuyecKux
00BEKTOB, TaOIHII 11eIeco00pa3HO BECTH UMEHHO B PEXKHMME Pa3METKHU CTPaHUIIbI; Oojee Toro,
HEKOTOpbIE 3JIEMEHThl JIOKyMEHTa (HalpuMep, KOJOHTHUTYJIbI, OyKBHUIIbI, KaJpbl, pUCOBAHHbIC
00BEKTBI) MOKHO BCTAaBJIATH TOJIBKO B 3TOM PEKUME.

OcHOBHOI HemocTaToK pexxuMa PazMeTka cTpaHMIBI — HM3Kas MPOU3BOAMTEIBHOCTb,
0COOEHHO NpU MPOKPYTKE JOKYMEHTa M BBOJE CHUMBOJIOB, II0O3TOMY IIpU YE€pPHOBOM Halope
OOJIBIIMX YYaCTKOB TEKCTa HEOOXOIMMO yCTaHOBHUTH pexkuM OObrunblil. Cropocts Word npu
3TOM 3aMETHO TOBBIMIACTCSA, OAHAKO B ITOM PEXHME BBl HE BHIUTE HU KOJOHTHTYIJIOB, HU
CHOCOK, HM HOMEpOB CTpaHHI] (TpaHUIICH pa3ena MEXIY CTPaHULAMH CIYXKUT IMYHKTHpHas
yepTa). OOBIYHBIN PEKUM YCTAaHABIMBAETCS 10 YMOJIYAHUIO.

UYroObl M3MEHHUTh PEXUM OTOOpa)KeHHs, HEOOXOIMMO BOCIIOJIB30BAaThCS JIIOOBIM U3
CIoco00B:

* BbIOpaTh MyHKT MEHIO Bua M IIEIKHYTh MBIINIBIO HAa OJHOW U3 4YEThIpEX KOMAaHI:
OObIuHBINA, DNEKTPOHHBIH JOKyMEHT, Pa3merka crpanuubl uan CTpykTypa (3TH KOMaHMAbI
00pa3yroT rpymniy moJjei Bbioopa);

* IIEJKHYTh MBIIIBIO HA JIIOOOH M3 YETHIPEX KHOIOK B TPYIIE MOJeH BHIOOpa B JIEBOM
YaCcTU TOPU3OHTATIBHOM MOJIOCH! POKPYTKH OKHA JOKYMEHTA.

Pexxum CTpyKTypa IOKYMEHTa CIEQyeT yCTaHABJIMBATh TOJBKO B OJHOM Cilydae: MpH
(dbopMaTHpOBaHUM 3ar0JI0BKOB JOKYMEHTA.

Pesxxum DnekTpoHHBINH JOKyMeHT — HoBas ¢ynkuus Word, nosiBuBiuasics B Microsoft
Office 97. B Microsoft Word 2000 sta ¢yukuus HocuT HasBanue Web-mokyment. Ona
U3MEHSET Pa3METKy CTPaHUIIbI JUIs YIPOIIEHUs Mpolecca YTeHUs JOKyMEHTa Ha 3KpaHe. TekcT
OpyU 3TOM IeyaraeTcss Oosiee KpYNHbIMH OyKBaMM, a JUIMHA CTPOKH H3MEHSEeTCs, YTOObI
MOJIHOCTBIO YMEIIAThCsl Ha DKpaHe.

Macmitaé u3zoépaxkenusi qokymeHTa. WOrd mo3BosiseT TakKe yCTaHOBHUTH MAacIITad
n300pakeHUsl JOKyMeHTa Ha 3KpaHe. Macmral n300pa’keHUs MOXKHO yKa3aThb B IPOILIEHTAX,
npuueM 100% o3HayatoT HOpMasIbHBIM pa3Mep 31emMeHTOB, 200% — BABOE YBEJIWYEHHOE
u3zobpaxxenue, 50% — BIBOE€ yMEHBIIEHHOE H300paKEHHE.

Jlns ycTaHOBKM Maciutaba MOKHO HCIOJb30BaTh Mojie Macimtad ¢ pacKpbIBarOIIUMCS
CIMCKOM B MaHenu MHcTpyMeHToB CtangaptHas. [locne menuka Mblibio Ha KHolike Maciitad
PacKpBIBAETCSl OKHO CIHMCKAa BAPMAHTOB MaclITaba M300paKeHUs JTOKYMEHTa, KaK IOKa3aHO Ha
puc.4. BeiOpaB B 3TOM CIHCKE HY)XHBIi BapHaHT, BBl MOIYYHTE WU300paKECHHE ITOKYMEHTa C
yKa3aHHBIM MacIITaboMm.

0 WHPHHE CTDaHNLE!
CTpaHnua uenrKom
ABe CTpaHuubl
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Puc.4. ITone macmrad

Bonee mmpokue BO3MOXHOCTM Ui BbIOOpa MaciuTaba MpenocTaBisieT KOMaH/a
Macmtab B MeHto Bua. [locne BbIOOpa 3TOH KOMaHIbl Ha 3KpaHE PACKPHIBACTCS OKHO, B
KOTOPOM MO>KHO 3a/1aTh ONIIMK MacIITa0UpOBaHMUS.

Kaxko#t BbeIOpaTh MmacmTa®? be3ycinoBHO, ymoOHee Bcero Takoe H300pakeHHE, IpHU
KOTOPOM BCSI CTpPOKa CTpaHMIIBI BUAHA Ha d5kpaHe. OOpaTuTe BHMMaHuWE Ha J[Ba 4YacTo
UCIIOJIb3YEMBIX BapuUaHTa, MPEAYCMOTPEHHbIE B CHUCKE MAacIITaOMpPOBaHUS: IO IIMPUHE
crpanunsl (Page With) u nenas crpanuna (Whole Page).

[epBbIif BapuaHT MO3BOJISIET BUACTh HAa dKpaHE BCIO CTPOKY CTPAHMIIBI, @ BTOPOl — BCIO
CTPAHUILY IIEITHKOM.

Ecnu BbI XOTHTE YBHIETh Ha SKpaHE HECKOJBKO CTPAHHUI] JOKYMEHTa, TO, BEIOPAB OIIIUIO
HECKOJIbKO CTpPaHMIl M IIEJKHYB KHOIKY C HM300pakeHHMEM HECKOJBKHX CTPaHUI] HA JKpaHe,
BbIOEPUTE HY)KHOE KOJIMYECTBO CTPAHUII, KaK MOKa3aHO Ha puc.5.

Macwrab m

rMacwrab . T FOODaBeI <mmmres —— i

) 200% | |
C 100% | | l

C 75%
C no wrpHHe CTpanrubl

C uenaq cTpaHmua

@ neckonoro [ 11 |
HECKO ~“B B . —
CTpaHuu: [ i r ey
I | p )

| [OpoussonbHLI:

== [~ [ [~ = =

CTDBHHY;LI 2):”7 o ) 7"[

OTMEHA j

Puc.5. OxHo BeIOOpa MaciTaba n300pa’keHust JOKyMEeHTa

UroObl BBIBECTM Ha DJKpaH BO3MOXXHO OOJBIIYI0 4YacTh JOKyMEHTa, MOXHO
NIEPEKIIIOUNTECS B IIOJIHODKPAHHBIM pexuM. B 3TOM pexnMe Ha 53KpaH HE BBIBOAATCS
OTBJICKAIOIIME BHHMAaHHUE JJIEMEHTBhl JKpaHa, TaKWE, KaK ITaHEIM HHCTPYMEHTOB M IOJOCHI
OPOKPYTKH. J{J1s mepeKioueH st B MOJTHOAKPAHHBINA peskuM B MeHI0 Buj BeiGepute komanay Bo
BECh DKPaH.

5. Onepanum ¢ gaiijiaMu 10KYMEHTOB

CoxpaHeHHne JOKyMeHTa Ha qucKe. /|11 coxpaHeHHs JOKYMEHTa Ha JAMCKE BHIOEpUTE B
MeHio ®aiin nmyHKT COXpaHUTh KaK WIM IIEIKHUTE MBIMBIO 10 KHonke COXpaHWTh B MaHEIU
uHcTpyMeHTOB CranaapTHas. B auamoroBom okHe 3amucu Qailia OTKpOWTe HYXHYIO ManKy
(manpumep, HoBas nanka), 3atem B nosie umsl (paiina 3a1aiiTe Ha3BaHHE JOKyMEHTa (Hampumep,
[Tpumep daiina), B mose Tun ¢aiina BeIOEpUTE THIT TOKYMEHTA U IENKHUTE KHONKY COXpaHUTh

(puc.6).
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Coxpanenue aoxymenra
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Mprmep dainal doc _ﬂ

Vima thaina:

Tnn davina: ﬁ-‘z}rd 6,0/95 (*.doc) _:_]

Puc.6. [lnaioroBoe 0KHO coXpaHeHUs Qaitia

Boer moxere coxpanuth gokyment Word kak Web-crpanuity, Ui 4ero BBIOCpHUTE
xomany Coxpanuth kak Web-crpanuily B MeHto Daiiil, a 3aTeM HalIUTE U OTKPOWUTE HYKHYIO
narnky, BBeAUTe UM JoKyMeHTa B nosie Mmst aiina u Haxkmure kHonky CoXpaHUTb.

IIpocMoTp A0KYyMeHTa nmepel ne4yarbro. UToOb! yBUIETh, KaK OyJET BBIMIAAECTh KaXKaast
CTpaHHMIIa CO3JAaHHOTO BaMM JIOKYMEHTa IpU IledyaTaHa Oymare, MNepeHuTe B PEXKUM
npeaBapuTenpHoro  mpocMotpa.  Jus  storo B MeHro  Dain  BeIOepUTE  KOMaHIY
IIpenBapuTeNbHBII NPOCMOTP WM UICIKHUTE COOTBETCTBYIOLIYIO KHOIKY B IIaHEIU
unctpymenToB Crangapthas. [locie atoro B okHe Word Oyner BBIBEJCHO H300paKeHUE
CTpaHHULbI JOKYMEHTa TakK, Kak OHa OyJeT HaleyaTaHa Ha yCTaHOBJIEHHOM B CHCTEME IPUHTEPE,
a IOJ| CTPOKOW MEHIO0 OyJeT BbIBEJECHA MaHelb WHCTPYMEHTOB IMpocMoTpa. s yTouHeHus
HAa3HA4YEHMs KaXJ0T0 MHCTPYMEHTA MOKHO BOCIIOJIB30BAaThCS BCILIBIBAIOIIEH ITOJCKA3KOM.

Ecnm BBl XOTHUTE YyBUAETH B PEKUME IPEIBAPUTEIBHOTO IIPOCMOTpPA Cpa3y HECKOJIBKO
CTpaHULl [JOKYMEHTa, TO, UICJIKHYB MBbIIIbI0 KHONKY Heckolbko CTpaHHMIl B THaHEnu
MHCTPYMEHTOB IIPOCMOTpPA, KaK MOKa3aHO Ha pUC.6, BBIOEpUTE HY)KHOE KOJIMYECTBO CTPAHHUIL U
OTIycTuTe KHOMKY MbIm. [Tocie atoro B okae Word Oyer BrIBeIeHO H300pakeHUE 33 JAHHOTO
BaMHM KOJIMYECTBA CTPAaHMI] JOKyMeHTa. Hanpumep, Ha puc.7 JOKYMEHT IPOCMaTPUBAETCS IEpe.
IIeYaThIO Cpa3y Ha YEThIPEX CTPAHULAX.

8| 22 [
0 f o
B 8 8

Crpanmy: 1 x4

Puc.6. Beibop uncna ctpanuil

Ecnmu 1menkHyTh MBIIIBI0O HA JOKYMEHTE B PEXHME MPEIBAPUTEILHOTO MPOCMOTPa, TO
Kypcop MbIIH npuodperaetr ¢popMy Jiynsl. Eciu B ayrie n3o0paxeH 3HaK «+», TO MIETYOK MBIIIN
10 CTpaHMIle TOKyMEHTa yBelIrunBaeT Macirad ee nzodpaxenus 10 100%. [Tocne sToro B nyne
n300pakeH 3HAK «-», M MPHU MOBTOPHOM IIETYKE MBIIIBIO HAa CTPaHUIE JOKYMEHTa MacuTad
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M300paXeHUsI JOKYMEHTa CTAaHOBHTCS II€PBOHAYaIBHBIM. BBl MoXere yOparh ¢ 5KpaHa
n300paxenue nemMeHToB okHa WOrd, octaBuB TOJIBKO M300paXkeHHe JOKyMeHTa. JIJist 3TOro BB
JOJDKHBI IIEJIKHYTh KHONKY Bo Bech 3kpaH. OTMEHHUTH MOJHOIKPAHHBIA PEXUM MOXKHO,
menkHyB knasumry ESC.

1 Miciosoit Word Glavo_11b doc (npocrorp) ————— MEIE]
Pann [lpasxka Bua Becraska Popmar Lepsuc TaGmuma Oxuo ?
&0 | 1 (- ,f?_;:qgj‘-@73axpgrb§kr?:
N 3 A g =]

[l

Nencreun ~ [3 & | AsToduryps: ~ N\ " ol 4 S - &’- - a -

CTp. 330 Pasa 1 5/22 Ha cy Kon An e DX ¢

Puc. 7. IIpocMOTp nOKyMEHTa Iepes eyaTbio

Ecin BBl XOTHTE BHECTM HM3MEHEHUS B JIOKYMEHT B pEXHME IPEIBAPUTEILHOTO
IPOCMOTPA, TO OTKPOMTE CTpaHHMILy, MOJUICKAIIYIO PEIaKTUPOBAHHIO, YBEIMYbTE MAacIITad ee
M300paXeHUs] U LIEJIKHUTE KHONKY YBEJIMYEHHE B IAHEIM MHCTPYMEHTOB InpocMoTpa. Korna
yKa3zareab U3MEHUT BUJ C JYyIbl Ha OOBIYHBIA TEKCTOBBIM yKa3zarelb, BHECUTE HEOOXOJUMbIE
U3MEHEHHUs B JOKyMEHT. UTOObI BOCCTaHOBUTH IMPEKHUM Macimitad H300pa’keHUs, HaXMUTE
KHOIIKY YBEJINYEHHE, A 3aTEM ILEIKHUTE TOKYMEHT.

Ecnu nocnenuss cTpaHunia JOKYMEHTA COJIEPKUT BCEIO HECKOJIBKO CTPOK TEKCTA, MOKHO
NOMBITATHCSl YMEHBIIUTh YUCIIO CTPAHUIl B JIOKYMEHTE, HakaB KHONKY lloaronka crpanui B
pEKHUME IIPEBAPUTEIIBHOTO IIPOCMOTPA.

YMeHbIIIeHHe YHCiIa CTPaHUI] JTOCTUTAETCS 3a CYET yYMEHBIICHUs pa3Mepa HIpu(TOB,
UCIIOJIb3YEMBIX B JIOKyMEHTE. Tak Kak HE CYIIECTBYeT OBICTpPOro crnoco0a BOCCTAHOBUTH
UCXOJHBIE pa3Mepbl HIpU(TOB MOCIE COXPAHEHUS M 3aKPBITUS JOKYMEHTa, MO3TOMY IOCIie
BBITMIOJTHEHHS] YMEHBILIEHUS YUCJIa CTPaHUL] IPOCMOTPUTE U3MEHEHUS, BHECEHHBIE NPU MOATOHKE
CTpaHMIl, W, €CIIM OHM BaC HE YCTPAaWBAIOT; HEMENJEHHO BbIOepuTe KOMaHAy OTMEHUTH
MOJArOHKY cTpaHul B MeHIo IIpaBka.

YroObl BEIMTH U3 peXUMa MPeABAPUTEIHLHOTO IPOCMOTPA, HAKMUTE KHOIKY 3aKpbITh.

Ilewars npoxymenTa. Jly11 BbIBOJA CO3JAHHOTO JOKYMEHTAa Ha IleyaTh BKIIIOUUTE
IpUHTEP, 3ampaBbTe Oymary. MoKHO HameyaTaTh JTOKYMEHT, IIEJKHYB MBIIIBIO 10 KHOIKE
[IpunTep B manenn mHCTpyMeHTOB CTaHOapTHas WM B PEKHUME MPOCMOTPA, MIETKHYB KHOIKY
[leyaTp B maHenum HMHCTPYMEHTOB IpocMmoTpa. Ilocie 3TOro mnpuHTEp BBINOJHUT I€YaTh
JIOKYMEHTA C 3apaHee YCTAHOBICHHBIMU ITapaMeTPAMH.

Ecin BBl XOoTMTE 1Ipu TI€yaTH JOKYMEHTa OIPEAEIUTh IMapaMeTpbl IIedarTw,
OTJIMYAIOIIMECS OT YCTAHOBJIEHHBIX 10 YMOJYaHMIO, TO JJIS MeYaTH JOKyMEHTa BbIOepuUTE B
meHto ®aitn komanay [ledats. B nuanorosom okue IleuaTs BeIOEpUTE IPUHTED, BHIOEPUTE YaCTh
[Ie4aTaeMoro JOKyMEHTa M 3aJaiTe HOMEpa II€4aTaeMbIX CTPAHMI WJIM BCE CTpaHMIIbI,

KOJTMYECTBO KOTHH (0 yMOTYaHUIO — 1 IK3eMIUIIp).
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Jlns ompeneneHus TONOJHUTENBHBIX NApaMEeTPOB KAayeCTBA I€YATH IIEIKHUTE KHOIKY
CgoiictBa. B okne CBoiicTBa: npunTep, BeiOMpas Bkiagaku Kauectso, M3o0paxenue, bymara u
ap. (MX COCTaB MOKET OTJIMYATHCS B 3aBUCHMOCTU OT BHIOPAHHOTO MPHHTEPA), IPOCMOTPUTE H
[IepeyCTaHOBUTE NTapaMeTPbl HACTPOEK IIPUHTEPA.

JUig BCTyIUIEHUSI B CHJIy BHECEHHBIX M3MEHEHUI NapaMeTpOB N€YaTH IIEIKHUTE KHONIKY
OK B okne CpoiicTBa: npuHrep. s meyaTu JAOKYMEHTa C YCTAHOBJICHHBIMH MapameTpaMu
niesIKHUTE MbIbio 110 kHonke OK B okHe Ilevats.

IIpocMOTp cOCTOSIHMS NPUHHTEpPa M NeYaTaeMbIX JAOKYMEHTOB. Kak TOJIBKO BBl
3aIycKaeTe MpoIece MevaTH, psAAoM ¢ yacaMu Ha maHenu 3agad Windows 95/98 mosBisiercs
3HAYOK NpuHTepa. s mpocMoTpa COCTOSHMS NPUHTEpPA U MEYAaTAaEMbIX JOKYMEHTOB JIBAXKIbl
LIEJIKHUTE MBIIIBIO 3TOT 3Ha4OK. [lociie 3Toro Ha 3kpaHe pacKpoeTCsl OKHO COCTOSIHUS ITPUHTEPA
CO CIIMCKOM II€4aTaeMbIX JOKYMEHTOB (puc.8).

e s T

Mpuwrep Hoxkymenwr Bua _[;npam(a’

Jlokymenr I Cocroanue I Bnagenen { Buoinonse... j Havano
_a_l!] Microsoft Word - Glava_1... MWaer neu... alex Crpanun:... 12:09:05 16.01

3ananuii B ouepeau: 1

Puc.8. OkHO cocTosiHUS TpUHTEpa

Ecnu BaM HE0OXOJMMO OCTaHOBUTH I€YaTh JOKYMEHTa, TO B OKHE COCTOSIHUS MPUHTEpa
YKQOKUATE ATOT JOKYMEHT, a 3aTeM B MeHI0 JlokymeHT BbiOepuTe KoMaHay OTMEHHUTH MedYath.
Jlyis mostydeHus: moaApoOHBIX CBEICHHI O TeYaTH BbI3OBUTE OKHO crpaBku WOrd, Ha BKiaake
Conepxanne BbiOeputTe TeMy [leuats, B Heil BeiOepuTe [leuaTh qokymeHTOB. J[BaXkabl mieskas
MBIIIBI0 HA HYKHOM paszjiene, MPOCMOTPUTE CIpaBouyHyr wuHpopmanuio. [lo okoHuaHuu
M3YYEHHUS CIIPAaBOYHOM MH(OPMAIIUU 3aKPOITE OKHO CIIPABKHU.

OTKpBITH paHee CO3AaHHBII J0KyMeHT. [[rnasorosoe okHo OTkpeITHE HoKyMeHTa Word
MO3BOJIIET OTKPBIBATh JIOKYMEHTHI, pacHojiaraloliuecs B Pa3IUYHBIX o0nacTax. MOoXHO
OTKPBIBATh JOKYMEHTBI, XpAHALIMECS HA )KECTKOM JUCKE KOMIIBIOTEpPA WJIM HA CETEBOM JUCKE, K
KOTOpOMY uMeeTcst JocTyn. Kpome Toro, MOKHO OTKpPBIBATh JOKYMEHTHI B CETH.

Jl71st TOro 4To0BI OTKPHITH JOKYMEHT Ha JUCKE BbIOepuTe B MeHI0 Daiin myHKT OTKpPHITh
WJIU IIEJTKHUTE MBIIIBIO M0 KHOTMKe OTKPBITH B aHe I MHCTpyMeHTOB CtannaptHas. B manenu
OTKpbITHE NTOKYMEHTa OTKPOWTE TAamKy, B KOTOPOWM COJEPKHUTCS JIOKYMEHT (4alie BCEro
JIOKYMEHTBI 3alTUCHIBAIOTCA B TANKy «Mou JOKYMEHTBI»), YKOKUTE HYKHBIN (all v MIEIKHUATE
MBIIIBIO 110 KHONIKE OTKPBITH.
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45.
46.
47.
48.

49.

lNpeob6pasosanue danna m

Wz dopmaTa:

ToneKo TeKCT -
Tekct DOS

TekcT Unicode

KoHTakTbl Schedule+

NMuraa aapecHan KHura

AapecHas kHura Outlook

Texer MS-DOS ¢ dopMaTHpOBaHHEM

TekcT ¢ GopMaTHPOBIHUEM ;’

l'——OK. I OTMeHa l

Puc.9. Okno npeodpazoBanus ¢aiina

Ecnu mokymeHT ObL1 paHee coxpaHeH B Qaiiie opmara, otnuyatomerocs or Word, to
Word BrimosHsieT mpeodpa3oBanue Qaiisa B CBOM hopMmar.

JIisi KOHTpOJsl 3a TakuM IpeoOpazoBaHHeM B mapamerpax Hactpoiiku Word (meHro
Cepsuc, komanaa [lapamerpsr, Bkiragka O6mue) nomkHa ObITh BKIIOYeHa onius [ToarBepxaath
npeoOpa3oBaHie HPH OTKPHITUU. Ecim 3Ta Omuusi BKIIOYCHA, TO HA JKPAH BBIBOIUTCS OKHO
HOATBEPIKACHHS MpeoOpa3oBanusl (aiiia, mokazaHHOe Ha puc.9. B 3TOM OKHE HYKHO yKa3arh
THUI OTKPBIBAEMOI'0 JJOKYMEHTa U 1eNKkHYTh OK.

Oovekmbl uccinedoeanus, 0060pyoosanue, Mamepuanvl U HaA21A0HblE

nocoous:

1. II5BM IBM PC.
2. OnepanuonHas cpefa. TeKCTOBBIN Mporeccop (pPeaaKkTop)
3. DnektpoHHbIi 10KyMeHT «[IpakTuueckas padbora Ne3y.

3aoanue na paoomy (pabouee 3ad0anue):

WM3yunts snextpoHHbI JokymMeHT «llpaktuueckass pabora Ne3». M3yuure Teopernueckue
HOJIOXKEHUS PabOTHI
CocTaBuTh B TETPaJAH KOHCIEKT MO0 U3YYEHHOMY MaTepHaiy.

[IpenbsiBUTH KOHCIIEKT Ha MPOBEPKY TPETOaBaTEINIO.

OtkpoiTh daiin [Ipumepl.doc u3 namku Mou JOKYMEHTBI.

BbienuTh BeCh JOKyMEHT, BBIOpaTh it Hero B koMmanae ®@opmar-Ilpudr mpudt Times New
Roman Cyr pasmepoM 12 nmyHKTOB U BBIPOBHSATH TEKCT, LIEIKHYB 110 MUKTOrpamme Ilo mupune
Ha MaHesu uHeTpyMeHToB dopMaTrpoBaHue.

Brigenuts ad3aribr:

HabOp TEKCTa;

penaKkTHpOBaHHUE;

ophorpadpuyeckuii KOHTPOIb, POpMATHPOBAHUE TEKCTA, PA3METKA CTPAHULI;

nedaTh (MPOCMOTP Tepes1 MeYaThio TEKCTa Ha SKpaHe, IeyaTh Ha Oymare).

¥ 0()OpMUTH JOKYMEHT B BHJI€ MApKUPOBAHHOTO CIHCKa, IIEIKHYB KHONKY MapKepbl Ha aHe !
UHCTpYMeHTOB DOopMaTUpOBaHHE.

Anasornyio oopmMuTe ad3arbl:

¢dopmaTupoBaHUEe CUMBOJIOB (MCIIOJIb30BAaHUE PA3IMYHBIX MIPUPTOB U HAYEPTAHUI);
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50.

51.

52.

53.

54,

55.

56.

(dopmatupoBaHue ab3aleB (BbIpaBHUBAHKE 110 IIUPHUHE CTPAHULIBI 1 aBTOMAaTUYECKHUH MEpEeHOoC
CJIOB);
odopmieHne cTpaHul (aBTOMaTUu4YecKast HyMepalus, BBOJ KOJIOHTUTYJIOB U CHOCOK);
oopmiieHHE TOKYMEHTa (ABTOMAaTH4ECKOE TIOCTPOSHHE OTJIABICHUN U yKa3aTelei);
co3manue U o0paboTKa TadIwII,

IIPOBEPKA IIPABONIUCAHUSA U T.1.

OtdopmarupoBaTh ab3all, HAUMHAOIIUNCS cO cI0B « TeKCTOBBIM MPOLECCOPOM OOBIYHO
Ha3bIBAIOT ...», 3a/1aB CIECAYIOUIME NTapaMeTphl: BeIpaBHUBaHue [1o mmpuHe, OTCTyIBI cIeBa U
crpaBa | cM, OTCTyN B IepBOi cTpoke Ha 1.5 cM, uHTEpBaI nepes ad3ameM 12 MmyHKTOB, MTOCIE
— 6 MMYHKTOB, MEXyCTpOUuHbIid nHTEpBai [lomyTopHslii. [{i1st 3T0r0 ycTaHOBUTH Kypcop B
a63ar, B MmeHIO @opMar BeIOpaTh KOMaHTy A03all, B IUAJIOTOBOM OKHE A03all Ha BKIIAKe
OTcTyIbl U HHTEPBAJIBI 33/1aTh YKa3aHHbIE TapaMeTphl U MIENKHYTh KHONKY OK s ux
IIPUMEHEHHUS.

IIpoBepuTh pacnoiokeHne TEKCTa Ha JIUCTE, NEPEHA B PEKUM IPEIBAPUTEIBLHOTO IPOCMOTPA
nepeJ IevaThlo.

Y CcTaHOBUT Kypcop U IepBbIil ad3a1] ¥ 3aaTh eMy CTHJIb 3aroJIOBOK 1, U1 4ero, IIEJIKHYB B
OKHe cTuiiell Ha nanenn PopmMaTupoBaHue, BEIOPATh U3 CIHUCKA CTUIIb 3arojIoBOK 1.
Odopmuts ab3ar TekcTa «B mporiecce MoAroTOBKH TEKCTOBBIX JOKYMEHTOB MOKHO BBIICTHTH
CJIETYIOIINE ITAMbL:» CTUJIIEM 3aroJoBOK 2.

M3mMeHuTh CTHIIL 3arojioBoK 2, 3a1aB emy mpudt Courier New pazmepom 16 myHKTOB u
rpaHuily Pamka ¢ TEHbIO ¢ 3aJMBKOM CEphIM LIBETOM 3anojiHeHueM 5 %.

Jis storo B MeHto @opmat BeiOpaTh komanay Ctuib. B okHe Ctuib BeIOpaTh 3arojaoBok 2 B
nosie CTUiM U MIENKHYTh KHONKY M3MeHuTh. B okHe MI3MeHeHne cTuiis, IEIKHYB KHOIIKY
®dopmar, BeIOpath ['panuiiel, B okHe ['panHulibl 1 3aIMBKa Ha BKJIaAKe [ paHUIIa B 1MOJIE THIT

BBIOpATh TE€Hb, B 1oJsie Tum BeIOpaTh JIMHUIO, IBET U LIMPHUHY, HA BKJIaJIKe 3aJIMBKa BHIOpATh y30p
5% cepsiit, 1BeT poHa bupro3oBeiii, B mone [IpuMeHnuTh K 3a/1aTh 001aCTh MTPUMEHEHUS
dbopMaTupoBaHus Kk ad3aiy. 3aBepUINTh 3a/1aHNUE TUIA TPAHULIBI U 3aJIUBKH, HIEJIKHYB KHOIIKY
OK. 3areM 3akpbITh OKHO M3MeHenue ctumns. B okne CTuip menkHyTh KHONKY [IpMeHUTS.
[TpocMoTpeTh, Kak M3MEHUIIOCH OopMiIeHHE ab3ana TekcTa «B mpolecce moAroToBKU
TEKCTOBBIX JOKYMEHTOB MOYKHO BBIICJIUTH CJIEAYIOIINAE TAIbL:» B CBSA3H C U3MEHEHUEM CTUJIS
3aroJyioBoK 2.

Odopmuts ab3all, HAUMHAIOIIUICS ¢ TeKCTa: « TeKCTOBBIM MPOLIECCOPOM OOBIYHO HA3hIBAIOT
MOILHBIM TEKCTOBBIM PEAAKTOP...» B IB€ KOJIOHKH OJIMHAKOBOM IIMPHUHBI C PA3IEIUTEIEM U
IPOMEKYTKOM MEXAy KOJIOHKaMHU MUPUHOM 1 cM. [[i1s 3TOro BeIIenuTh ab3all, JBaK bl
HIEJIKHYB MBIILIKOM Ha IoJie ciieBa oT ad3ala, 3areM B MeHI0 dopmar BeIOpaTh KOMaHAy
Kononku. B nnanorosom okHe KonOHKM ONpenennuTs TUI 1BE€ KOJOHKH PaBHOM IIMPYHBI,
BKJIFOUUTH napameTp Pasnenurens, B nose [luprHa n mpoMexxyTOK 3a1aTh IPOMEKYTOK MEKTY
KosioHkamu 1 cMm, B nosie [IpumenuTs BbiOpaTh BapuaHT K BeienenHomy tekcry. Lllenknys OK,
3aBepIInTh PopMaTUpOBaHKE ab3ala U MPOCMOTPETh PE3yIbTaT.

CoxpaHuTh OTGOPMATHPOBAHHBIN TOKYMEHT B Nanike Mou JOKYMEHTHI 1101 UMEHEM
[Tpumep2.doc, ncnonb3ys komanay daitn-CoxpaHuTh Kak.

Odopmure otyer.

3aoanue 2
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15.
16.
17.
18.

19.
20.
21.

1. 3anyctuth pepakrop Word u otkpsiTh fokyMeHT [Ipumep3.doc B manke Mou
JIOKYMEHTBI.

2. [TpocMoTpeTh, Kak OyJeT BBITIISAETh TOKYMEHT Ha Oymare komanaoi daiin —
IIpenBapuTesbHbINA IPOCMOTP.

3. BeiOpaB B menro Paiin komany [lapameTpsl cTpaHuIbl, BEIOEPHUTE B THATIOTOBOM OKHE
ITapametps! cTpanunbl BKIaaKy [1ois n onpenenute paccTosiHuE OT BEPXHETr0 Kpasi CTPAaHUILBI
JI0 KOJIOHTUTYJIA B 2 CM, OT HMDKHEIO Kpasi CTpaHULbI 10 KOJIOHTUTyIa — B 1,6 cM. Ha Bknanke
MakeT BBIKJIFOUHATH ONIMIO. Pa3inyaTh KOJOHTUTYIIBI YETHBIX U HEYETHBIX CTpaHULL. B moie
[TprMeHuTh BHIOpaTh BapuaHT IPUMEHEHMs 3aJaHHOM pa3meTku cTpaHulisl Ko Bcemy
JIOKYMEHTY.

4. Co31aTh KOJIOHTUTYJIbI:

BEPXHUH KOJIOHTUTYII:

[Tpumep TecTa BepXHEro KOJIOHTUTYJIA
HWDKHUH KOJIOHTUTYIL:
JIOKYMEHT co3/1aH; TeKyllas Aara, TEKYIIee BpeMs Ne ctpanuist

Jliig co3gaHus KOJIOHTUTYJIOB B MeHI0 Buj BeiOpath komanay Kononturysnst. [locie
ATOTO OTKPOETCS 00aCTh KOJIOHTUTYJIOB, a HA SKpaHe MOSIBUTCS MaHEIh HHCTPYMEHTOB
Kononturymsi.

Jl1s co3raHusl BEpXHEro KOJOHTHUTYJIA BBEAUTE TEKCT, PUCYHOK B 00J1aCTh BEPXHETO
KOJIOHTUTYJIA, HAPUCYUTE JIMHUIO U 3aJaiTe TUII JINHUU.

JUist co3aHMsl HUOKHETO KOJIOHTUTYJIa HAXKMUTE KHONKY BepXHU/HIKHUI KOJTOHTUTY T
Ha MaHeJId HHCTPYMEHTOB KOJIOHTHUTYIIBI 1 epexo/1a B 00JIacTh HUKHETO KOJIOHTUTYJIA.
Beenute Teket «JlokyMeHT co3nan:». UToOBI BCTAaBUTH TEKYIIYIO JIaTy HAXKMHUTE KHOTIKY JlaTta.
[I{enkHyB Ha Ma”eIn HHCTPYMEHTOB KOJIOHTUTYIIBI KHONIKY BpeMsi, BCTaBbTE B HUKHUMN
KOJIOHTHUTYJ TeKyuiee Bpems. [llenkHyB kHonky HoMep cTpaHuIbl Ha aHEI HHCTPYMEHTOB
Konouturynel, BctaBbTe HoMep cTpanuiibl. Hapucyiite TMHUIO U 3aJaliT€ TUII JIMHUY.

5. Ilo okOHYaHUM CO3/1aHKS KOJIOHTUTYJIOB 3aKPOUTE ITaHEIb UHCTPYMEHTOB
KonoHTutymsl.

6. BeiOpaB B mento Paitn komanay [lpeaBaputenbHblit IpOCMOTP, TPOCMOTPUTE, KaK
OyZeT BBINIAAECTh JJOKYMEHT C CO3/JaHHBIMU BaMH KOJIOHTHTYJIaMU Ha Oymare.

7. 3aBepHINTh pabOTy peaKTOpa TEKCTOB C COXpaHEHUEM (ailyia Mo MpeKHUM UMEHEM.

X00 pabomut (nopaodok evinonnenus padoomoi):

CtyzaeHT NoKeH 3aHsTh pabouee MECTO 32 KOMIIBIOTEPOM

3arpy3uTh 1EKTPOHHBIN T0KyMeHT «IIpakTnyeckas pabora N3y

3aKOHCIIEKTUPOBATh OCHOBHBIE TIOHATHS U ONIPEAETICHUS

3anucaTe M 3a7aTh BOIPOCHI INPENOJABATENI0, €CIM KOHCIEKTHPYEMBII MaTepuas BbI3bIBAET
TPYJHOCTH B TOHUMAHUU

3anucarh NOSICHEHUS MIpenogaBaTes

[IpenbaBUTH KOHCIIEKT Ha MPOBEPKY

3aBepiuTh paboTy
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Cooepocanue u oghopmnenue omuema

Ot4er nomkeH ObITh OPOPMIIEH B TETPAAH U COJIEpKaTh HazBaHue [IpakTudeckoi
paboThl, Aaty BeinonHeHus, Ne rpynmnsl U M.O.@amunuio cTyeHTa, 3alanie Ha paboTy U
ONMCaHUE OCHOBHBIX CBEJCHUM, MPABWII U IPUEMOB, U3YUEHHBIX MIPHU BBHIMOJIHEHUU
[IpakTrueckoii paboThI, BBIBOIBI.
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IIpakTuyeckas padora Ne4

Hcnouan3oBanue rpabhndeckux 00beKToB. TadJulbl TEKCTOBOI0 PEIAKTOPA.
IIpoBepka NpaBONUCAHUSA

Henw Ilpakmuueckoit pabomul

I/I3yquI/1e CIeLMaIbHBIX BO3MOKHOCTEH pa6OTI>I B TCKCTOBOM PECAAKTOPEC

Teopemuuecxue noJlox3cernus

1. Ucnosnb3oBanue rpaguyeckux 00beKTOB

Kak 6110 omucano panee, ¢aiii, mpeactaBisiomumii codoi nokyment Word, coaepxur,
NOMHMO  an(aBUTHO-IIU(PPOBBIX CHUMBOJIOB, HHPoOpMaAIUMi0 O (QOpPMATHUPOBAHUH TEKCTa,
rpaduyeckre 00bekThl. B KoMIutekT moctaBku WOrd BXOAWT KOJUICKIMsSI PUCYHKOB B COCTaBE
Clip Gallery. Clip Gallery comepxuT 00JbIlI0€ KOJIUYECTBO MPOPECCHOHATBHO BBIOIHEHHBIX
PUCYHKOB, TpEIHA3HAYCHHBIX Ui O(GOPMIIEHUS JOKYMEHTOB: OT reorpauieckux KapT [0
M300paXeHU JI0JeH U OT 3/1aHUi [0 TeaTpalbHbIX 3aHABECOB.

Haiitu Hy>XHBIN pUCYHOK OueHb mpocTo. [l 3Toro BeiOepute B MeHI0 BecraBka komany
Pucynok, komanay Kaprtuuku, a 3arem — Bkuanky I'paduxa wim Kaprunku. Clip Gallery
MPEIOCTABIISIET BO3MOKHOCTh MOKMCKA PUCYHKA C HEOOXOTUMBIMU XapaKTEPUCTUKAMH, a TAKKe
UMEET COOCTBEHHYIO CIPaBOYHYIO CHCTEMY, COJEpKallyl0 CBEIeHUs O J00aBIICHUH,
OOHOBJICHMM M W3MEHEHUU PHUCYHKOB. /[ mMomcka HEOOXOAMMOIO PUCYHKA WM TOTy4YEHUS
JIOTIOTHUTEIIBHBIX CBEIEHNI HakMUTe KHONKY CripaBka Ha Bkiajke ['paduka nian Kaprunku.

Taxxe cymiecTByeT BO3MOXKHOCTh BCTaBKM PUCYHKOB M OTCKaHMPOBAHHBIX (hoTorpaduii
U3 JIpyrux mnporpamMMm u ¢aiinos. [[ns BCTaBKM pUCYHKa M3 APYroil mporpammbl BbIOEpUTE
komaHay PucyHokx B meHio BceraBka, a 3areMm — komanay M3 ¢aiina. ITocne sTtoro B okHe
Jl00aBUTh pPUCYHOK HAWAWTE TAamNKy C PUCYHKOM, YKaKUTE€ PUCYHOK U IIEIKHUTE KHOIKY
Jlo6aButhk. Jlns moucka HyXHoro ¢aia meiakHuTe KHonky OTOGOp M B JIUAIOTOBOM OKHE
PacmmpenHslii mouck (aiyioB ompenenuTe yclOBHE MOMCKA (Hampumep, A IMOMCKAa BCEX
¢aiinoB, B UMEHHM KOTOPBIX MIPUCYTCTBYET CIOBO OPEN, BBEIUTE 3TO CIOBO B MoJie 3HaUEHUE, KaK
NOKa3aHo Ha puc.l).

Yonogne

OTHOWeEHNE: 3HaqeHne

‘:J lfw"rrwwf CnoBa _:J—l {"»p»}r

= - 2 |
Hantu l OTHEHS } COXpaHnTL. l OTKPbITL. . |

Puc.l1. Onpenenenue ycioBusi noucka (QaiyioB pucyHKOB

Jlnst BBITIONTHEHUST Toucka mienkHute kHomky Haiitu. Ilocne storo B okHe [[06aBUTH
PUCYHOK Oy/IeT BBIBE/IEH CIIMCOK HalIeHHBIX (aiiioB. BeraenuTe HyXKHBIN U MIETKHUTE KHOMKY
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Ho6auth. KcraTn, Takum oOpa3oM A00aBieHO B JIOKYMEHT JaHHOW KHUTH OOJIBIIMHCTBO
PHUCYHKOB.

Microsoft Word wumeer BCTpoeHHBIC CpeICTBA I CO3JAaHUS W PEIAKTHPOBAHUS
pucynkoB. Jlns otoOpaxkenuss B oknHe Word maHenm HWHCTPYMEHTOB PHCOBAaHUS MHICIKHUTE
KHONKY PucoBanume B manenu wuHCTpymMeHTOB CranmaptHas. Ha mnaHenmn WHCTPYMEHTOB
PHCOBaHHSI PACIIOJIOKEHBI HHCTPYMEHTBI JUISl PUCOBAHUs, YIIPABJICHUS U (OPMATUPOBAHHS BCEX
BUIOB IpapruecKuX 00BEKTOB (pHC.2).

‘ BbIOPATH OOBEKT

[ > BBITIOJTHUTE ,IL‘”CIHH&I > BBIJICJICHHBIM
Henicreus ~ R : . .
e OOBCKTOM

| 3a/1aTh CBODOIHOE BpauicHne ‘

ABTOQJMrgpr v BCTABUTb aBTOQUTYpY

N i D I HapHCOBATH JINHHUIO, CTPEIIKY, IPSIMO- |
R \ ]
4 o’ YrOJIbHUK, OBAJl
... il W5 T
AC 41 ¥ | Hagnuck, 00bekT WordArt, 1064BUTH
= Lk | KapTUHKY
1 -
\ ;‘% o S ) 341aTh LBETA 3ATMBKH, JIMHUH
| 7 - 1 mpudra
| i A o
(= = = | onpemennThb THIT IMHHH, THIT IITPHXA,
— ¥ BH/1 CTPEJIKH

@ - OMPE/ICITUTh TCHb, 00BEM

Puc.2. Haznauenue unctpymentoB [lanenu pucoBanus

Ha3nauenue OOJBIIMHCTBA WHCTPYMEHTOB 3TOW MAHENH WHTYWTHBHO IIOHSTHO, WX
Ha3BaHUS U Ha3HAYECHHSI MOYKHO IIPOCMOTPETH C IIOMOIIBIO BCILIBIBAOLIEH ITOACKA3KU.

[Ipy BbIOENEHMM PHUCYHKAa Ha JKpaHE MOSBIIETCS IaHENb HMHCTpyMeHTOB Hacrtpoiika
n300pakeHHsl, KOTOPYIO MOKHO MCIIOJIb30BaTh JUIs 00pE3KH N300pakeHus, 100aBIeHNs IPaHull,
PEryIUPOBKU SIPKOCTH U KOHTPACTHOCTH, @ TAKXKE Ul HCIIOIb30BAHMS PUCYHKAa B KayeCTBE
oT0KKH (puc.3).

v HaCTDDﬁKa “306 a3 5(
an OF @) ot o4

=06 ty V4 3

Puc.3. Hactpoiika n3obpaxeHus

Word 2000 mpenocraisieT BO3MOXXHOCTh J00aBUTh WM YIAJdUTh KHOIKM Ha TaHENb
UHCTPYMEHTOB PUCOBAHUSI.

Jlnst coznanus pucynka Microsoft Word Beioepute B MeHio BeTaBka komanay OObekT, a
3ateM — BKiIaaKy Co3manue. M3 cimcka Tun o6bekta Boibepute Trn Pucynok Microsoft Word.
C mnomompl0 TaHETM WHCTPYMEHTOB PHcoBaHHWE BCTaBbTE W OTPEHAKTHPYHTE HYKHBIE
rpaduueckue 00bekThl. [1o okoHuaHuu paboTsl BeiOepuTe B MeHI0 PDaiin komaHay 3akpbiTh U
BEPHYThHCA.

I'paduueckuii 00bEKT MOXKHO MPeoOpazoBaTh B MOMIOKKY. JJ1s 3TOr0, IIETKHYB MBIIIBIO
Ha PHCYHKE, BBI30BHTE MaHedb MHCTpyMeHToB Hactpoiika m3oOpakenus. lllenkHyB KHOMNKY
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N3o0pakeHre Ha TmaHenW WHCTPYMEHTOB Hacrpoiika wn3o0pakeHHss B MEHIO, BbIOEpUTE
[Momnoxka, Kak moka3zaHo Ha puc.4.

v Asro
Orrenku ceporo

Yepuo/benoe

Hacr MNoanoxka

Puc.4. [IpeobpazoBanue pucyHKa B MOJJIOKKY

IIpy xemaHMM 37€Ch KE MOKHO BBIIIOJIHUTH HACTPOMKY SIPKOCTH M KOHTPACTHOCTH
pucynka. UtoObl M3MeHUTHh OOTEKaHWE PHUCYHKAa TEKCTOM, BbiOepHuTe BKIankKy OOTekaHHe U
3a/1aiiTe Ipyrue napameTpsl B rpymme O0Tekanue.

YroObl 100aBUTHh TEKCT, MPUKPEIUICHHBIH K rpaduyeckoMy OOBEKTY (Kpome JHHHNA),
BBIJICJIUTE 3TOT OOBEKT, a 3aT€M BBEIUTE HYKHBIA TeKCT. st moOaBieHus TeKcTa B Jt0OOe
MECTO CTPAHHUIIBl, B TOM YHCIe U Ha rpaduyeckuii 00bEKT, BHIOEPUTE B MAHEIN HHCTPYMEHTOB
PucoBanus nnctpyment Hanmnuce u pacTaHuTe paMKy HaJIIIUCH, IIOCJIE YEro BBEAUTE TEKCT. [l
U3MEHeHHus Qopmara TeKCTa HaANUCU Bblienure ee, BblOepure komanny Ulpudr B Mento
@dopmar U 3a1aiiTe HyKHbIE TapaMETPBI.

[ToBOpPOT TEKCTa OCYIIECTBISIETCS ITyTeM BBIOOpAa COOTBETCTBYIOIIErO IapaMeTpa B
nuainorooM oxHe Hampasinenue tekcra (MeHro ®opmar). Tak Kak HagmUCH SBISIOTCS
rpaduvYecKUMU OOBEKTaMH, JUIsl HM3MEHEHUS WX TpaHdll, (GOoHA U JPYTHX IapamMeTpoB
HCITOJIB3YHITE MIaHENIb HHCTPYMEHTOB PrcoBanue.

WordAst
‘ Usmenurs Texcr.. }Q By 4e G | A2 £F

W
BE;

Puc.5. [Tanenb HHCTPYMEHTOB peJaKTUPOBAHUS (PUTYPHOTO TEKCTa

Jli1st co3aanust GUTYpPHOTO TEKCTa MCHob3yiTe KHONKY Jlo6aButh 00bexT Word Art Ha
naHenu pucoBaHus. [Ipu 3TOM Ha 3KpaHe pa3BepHETCS MaHEIb HHCTPYMEHTOB PEAaKTUPOBAHUS,
nokazanHass Ha puc.5. ITo cpaBHenuio ¢ npeapiaymuMu Bepcusmu B Word 2000 mosBUIHCH
HOBBIE BO3MOKHOCTH: 100aB/IeHHE 00beMa, TEKCTYPHbIE 3aIUBKU H JP.

2. Ta6auusr Microsoft Word
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Microsoft Word umeer BO3MOXHOCTh pa3MeCTUTh MH()OPMAIMIO HA JINCTE B CIOKHOM
dbopMaTe, BKIIOYUB €€ B SYCUKHU TaOMUIBL. Tabiniia COCTOUT U3 TOJOMOB U CTPOK. OCHOBHOM
CTPYKTYPHBIH 3J€MEHT TaOJIUIbl — SUeiKa, T.e. PparMeHT JOKyMEHTa Ha EPeCceueHNH CTOI01a
U CTPOKU. SlueiiKy TaOauilbl MOKHO CUMTATh «MUKPOJOKYMEHTOM» — 3TO OOBIYHBIN (hparMeHT
JIOKYMEHTA, KOTOPBIM MOJYMHSETCA IOYTH BCEM 3aKOHAM «HOPMAJIBHOIO» TeKcTa. Suelika
MOYKET COCTOSITh U3 HECKOJIBKHX CTPOK (a03aleB), MOXKET COJEpKaTh PUCYHKU U PUCOBAHHBIE
OOBEKTBI; TEKCT SYEeHKM MOXHO (OpMaTUpOBaThb 110 OOBIYHBIM IpaBujiaM (BKIIOYas
BbIpaBHMBaHKE). OHAKO siUeiiKa He MOXKET COJIepKaTh JPYTyro TaOJIuIy.

MoXHO c03/1aTh HOBYIO YHCTYIO TAaOJIMIy MU 3allOJHHUTH ITyCThle SYEHKH, JTUOO MOKHO
npeoOpa3oBaTh CyLIECTBYIOIIME ab3ambl TeKCTa (pa3lelieHHbIe, HampuMmep, CHMBOJIAMHU
TaOynauuu) B Tabauiy. MoKHO Takke cO34aTh TaOJIUIly Ha OCHOBE CYIIECTBYIOIIETO UCTOYHUKA
JTAHHBIX, TAKOTO Kak 0a3a JaHHBIX WK JeKTpoHHas Tabnuna. Keratu, Tabnuunas uHdopmanms
B JIaHHO# KHUTE 0opmIieHa ¢ moMonibio Tabumi Word.

HauOosnee ObICTpBI MyTh CO37jaHKUs MPOCTOM TaOIMIIbl -—— LIEIKHYTh KHONKY J[00aBUTH
TabIMIy B MaHesau MHCTpyMeHTOB CTaHJapTHasl, a 3aTeM, MEepeTalluB Kypcop MBIIIU IO CETKe,
yKa3aTh HYXHOE YHUCIIO CTPOK U CTONOIOB. MOXHO IpeoOpa3oBaTh CYIIECTBYIOIIUI TEKCT B
TabMILy, JJI Yero CHavyaljla Hy>KHO BBIJCIIUTH €ro, a 3aTeM BbIOpaTh B MeHIO0 Tabiuna KoMaH1y
[TpeoOpaszoBats B TaOIUILY.

C mnomompio HOBOM KkoMmaHnael HapucoBarh Tabnuiy B MaHENIW WHCTPYMEHTOB
CranjapTHasi MOXHO JIETKO CO371aTh 0o0Jiee CIOKHYIO TaONMIly — HalpUMep TaKylo, KOTopas
COJICP)KUT STYEWKH Pa3HOM BBICOTHI MM PA3IMYHOE KOJUYECTBO CTOJIOLOB HAa CTPOKY — METOJ,
CXOJIHBIN C pUCOBAaHUEM TAOJIMIIBI OT PYKH.

JUist BbIZIENICHHSI 3JIEMEHTOB B TaOJIMLIE UCTIOJIB3YIOTCS CIEIYIOIIUE CIIOCOObI:

O6beKT Cnocob BbigeneHus
Avenka LLleNKHUTE NneByto rpaHuLLy AYekn
CTpoka LLleNKHUTE NneByto rpaHuLLy CTPOKMU
Cronbeu, LLlenkHUTe BEpPXHIOK YacTb cTonbua Tabauubl

WK TpaHnLy

HecKonbKo sveek, MepemecTuTe yKasaTeb NPU HaXKaToOM KHOMKe
MbIlWM Yepe3 AYEnKy, CTPOKY mam cTtonbeu,
CTPOK Uan cTonbuoB o
WAN BblAENUTE OAHY AYENKY, CTPOKY MK
cTonbeu, a 3atem, yaep:xueaa Knasuuwy Shift,

WeSKHUTE  APYrylo  AYEWKY CTPOKY WAM

cTonbey,
TeKcT B cocegHen Haxmute kKnasuwm Tab
Aueinke
TeKcT B npeaplayLLei Haxmute Knasuwm Shift + Tab
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AyenKe

Bca Tabnnua LLlenkHuTe Tabnuuy, a 3aTem Haxkmute Alt + 5
Ha undpPOBOI KNaBmaType NP BbIKIOYEHHOM
knasuwe Numlock

Jnst oOpaiieHus K siueiike Tabauibl MPUMEHSETCS CIIOCO0 UMEHOBAHUS, 3HAKOMBIH BCEM
C JETCKOM WuIpel B «MOpPCKOH O0i»: cTpoku Hymepyrorcs uuppamm (1,2,3,...); cTOnOIBI
HyMmepytotcs OykBamu (A, B, C, B, E, P,...).

Han 4uciioBBIM COAEPKUMBIM s[Y€EK TAOJIUIBl BO3MOKHO BBIIOJHEHHE MPOCTEHIINX
BbIUUCIICHUH. 3anuch (opMysbl HAUMHAETCS CO 3HaKa «=». s 3anucu ¢GopMmyssl B sSUEHKY
BBIJICJINTE SYEHKY, B KOTOpPYI0 OyAeT IomeuleH pesyibraTr. Beibepute xomanay dopmyrna B
meHto Tabmuna. Ecnmu Word mpeanaraer HenmoAxoasyr (Gopmyiy, yAaIdTe ee W3 Mo
@®opmyna. B cnmcke BeraButh ¢yHkuuio BeiOepute GyHKumioo. Hampumep, Uist CKiIaapIBaHUS
gricea BBIOEpUTE Sam, 3aTeM yKaKuTe omepaHabl udepe3 3amaryio (Hampumep, Al,B2) wmm
3aJaliTe qUANa3oH sueeK-onepanaoB (Hanpumep, A2:G4).

OcHoOBHBIE Olepaluu ¢ TabJIUIIaMi PaCCMOTPUM Ha IIPUMEpE.

1. Co3natp Tabmuny «Bemomocts ycnieBaemoctu [lerpoBa Bacu B 1 uerBeptu» (puc.6).

pemwer Ouexaat Cpemant
Bam
Hempux |
Marenanoa i
Lo
Cpemant
Bamr no zeem
! mpezmmeTam | E ‘\

Puc.6. Ucxomuas Tabmuma

2. BeraButh cTpoky ¢ mpeameroM MHdopmaTuka mepen XUMHEH, JUIsl Yero BbLIEIUTH
CTPOKY C 3amuchio XUMHUs M B MeHI0 TaOnuua BeiOpaTh komaHny Jlo6aButh cTpoky. Beectu
Ha3BaHue npenmera MHpopmaTrka B HOBYIO CTpOKYy. I3MEHUTH IIUPUHY CTOJI0A C Ha3BaHUAMU
HpeIMETOB, YTOOBI Ha3BaHue npeamera MHpopMaTrka yMeImanock B HeM (puc.7).

Mpezmer Orexant Cpen
Kot
| Gam
| |
| |
1 R R DI ) i |
Hempar 1 ] [
o e T ~
Maremanaxs | 5 ] 4 3
TREE, RSS! S E— i |
R T |
Hudopramwa : 4 ’ 4 4 [
| |
T = 2 r = 1
Lromonx |3 | 4 |3 B ‘
l | PG R |
Cpezmact barr 1o poem npegmeTan

Puc.7. Tabnuua ¢ 1006aBIE€HHBIMU U BBIPOBHEHHBIMU CTPOKaMHU,
CTOJIOIIaMU 1 3ATIOJIHEHHAS OIIEHKAMHU

3. BecraButh cronber aist oneHoK repes ctoiornom CpemaHuii 6ai, i 4ero BBIICTUTH
ctonber ¢ 3anuckio CpenHuil 0amt u B MeHto Tabnuia BeiopaTh komanay Jlo6aButek cronberr.
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4. YMEHBIIUTh IIUPUHY CTOJIOLOB, JUIS Y€ro, yCTAHOBHMB yKa3aTelb MBIIIU Ha MPaBYIO
TpaHUIly CTOJOLA, MPIIKATh JEBYIO KHOIKY MBIIIM U OTTAIlUTh T'PaHMILy CTOJOLA JieBee, TeM
CaMbIM YMEHbBIIAs IIUPUHY CTOJOUA. BBIMOMHUTH Ui BCeX CTONOIOB, KpOME CTONOIA C
Ha3BaHUEM IPEIMETOB.

5. BBIpOBHATH HIMPHHY CTOJOLOB C OLIEHKAMU, JJISl YETO BBIACIUTH CTOJIOIBI, B KOTOPBIX
OyAyT OLIEHKHU U cpeAHui 6ail, 3aTeM B MeHI0 Tabnuia BbIOpaTh KOMaHAy BBIpOBHATH HIMPUHY
CTOJIOLOB.

6. OObeIMHUTD SIYEWKU B BEPXHEHW CTPOKE B CTOJIOIAX OIEHOK M BBIPOBHATH TEKCT
3arosioBka OLIEHKH 10 LIEHTPY.

7. OOBbeIMHUTD 5 NEBBIX TYECK B HUKHEW CTPOKE.

8. BBIpOBHATH BCE CTPOKH IO BBICOTE, JUIS YE€rO, BBIICIHUB BCE CTPOKM B MeHIO Tabnuia,
BBIOpaTh KOMaHIy BBIPOBHATH BBICOTY CTPOK.

9. 3anonHUTh AYEHKN OLIEHOK IPUMEPHBIMU JaHHBIMHU.

10. lns pacuyeToB cpenHero Oamia Mo KaxaoMy IpeaMeTy yKa3aTh sS4elKy, B MEHIO

Tabnuna BeIOpath KoMaHay Dopmyna. B okHo ®@opmyna BBecTH (HOpMYJIy pacuera CpeIHero
3Ha4YeHHs Auana3ona Aanueix (b2:e2).

= AVERAGE(b2:¢2) (puc.8).

Popmyna | 2 § x]
DopMyna:

|=

dopmar Yncna:

| =]

Bcrasnte QyHKUWMO:

=2 ]
-—--1 j OTMeHa 1

E |

Puc.8. 3anucey Gpopmyiisr

AHaNOTu4YHO 3a7aTh (YOPMYJIBI JIJIs1 BEIYUCIICHUS CPEHEro Oaia Mo KaxaoMy MpEeIMETY.

11. Inst pacyeToB cpeaHero Oaia ycreBaeMOCTH IO BCEM MPeAMETaM 3a1ath GopMyty =
AVERAGE(b2:e5)

B PE3YIbTATC NOJIKHA MMOJTYYHUTHCA Ta6n1/1ua, IIOKa3aHHas Ha pI/Ic9

[pemner Ouexon

,
Hewpaa 4 [ 5 6 3 45
Maremamaa 5 ! 4 3
Hudopramaa | 4 S 4 4
Lo 3 4 5 5 425
Cpemantbam ro ent rpe;miteTant 419

Puc.9. Tabnuna ¢ pe3ynbraTaMy pacyeToB
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12. OtrdopmaTupoBaTh TaOIHILY, ISl YE€TO, BBIICIUB TaOIUIly, B MeHIO Tabnuiia BEIOpaTh
KoMaHay ABrodopmar, a 3aTeM B OKHe ABTOodopmar TaOiuIbl, Kak Moka3aHo Ha pwuc.l0,
BeIOupass B moie Dopmarel BapuaHT ¢opmarupoBaHusi Tabmuipl, B mone OOpasen
POCMAaTPUBATh, KaK OyIyT BBIMIAACTH TaOJIHIIBI C TAKMM BapuaHTOM O(OpPMIICHUS. 3aBepIInTe
BbIOOp BapuaHTa (hopMaTupoBaHus, HaxaB kiaBuiry OK.

Asropopmar Tabnuues

I~ pocnea Hua

[Tk 1 omea |

Puc.10. Oxno BbIOOpa BapuaHTa hopmara TaOIHIIbI

Ecnu HyXHO ynanuTh U3 TaOMUIBI SYEHKY, CTPOKY MIIM CTOJOEI, TO CIIEIYET BBIACIUTDH
yIaIsieMblii AJIEMEHT, 3aTeM B MeHI0 Tabmnuma BbIOpaTh KOMaHIy YAanuTh (S4YEHKH, CTPOKH,
ctonOupl). [Ipn yaanenun syeek BbIOpaTh HY)KHBIM IapaMeTp: CO CABUIOM BIIEBO, CO CIBUIOM
BBEPX, YAAJIUTH BCIO CTPOKY, YJAJIUTh BECh CTOJIOELI.

3. Iloas

B moxymentax Word mpemycmorpeH ocoOblii CTpyKTypHbIi 3nement — moue (field).
WNudopmanus, KoTopast BBOAUTCS B TIOJS, CIYXKUT CHENUATBHBIM IiensiM. Hampuwmep, ecnu BB
BBEJIETE B CTPOKY TeKcTa mosie Date, Ha mecTte 3TOro mosis MpU OTKPHITUM JAOKyMeHTa Oyner
ABTOMATHYECKU TOSBIATHCSA TeKylnas nara. Eciau Bbl BBemeTe B cTpoky moise index, Word
ABTOMATUYECKM BKJIIOYUT 3HAUEHUE ATOro Mmojis (KOTopoe Bbl HabepeTe WM YKaKeTe) B
NpPEIMETHBINA yKa3aTelb.

JIroboe 1mosie MOXKHO BBECTH C MOMOIIbI0 KoMaHabl [lose B MeHio BeraBka, ogHako 1is
HauOoJiee Ba)KHBIX THUIIOB TOJeW (Hampumep, AJs HOMEpa CTPAaHUIIbI, JaThl, OIJIABJICHUS HU
IPEIMETHOrO yKa3aTess) MpeayCMOTPEHbl OTAEIbHBbIE KOMaHIbl B INyHKTe MeHIO Bcraska,
Hanpumep, Homepa ctpanu, Jlata u Bpems, OriaBiaeHue U yKa3aTeu.

C nomorpto nepekiroyareneil Ha Bkiagkax Bun u [lewars okHa xomannel [lapamerpst
MeHI0 CepBHC Bbl MOXKETE BbIAATh MOJSI HAa 3KpaH M (WiaM) Ha nedarb. CiaeayeT pa3audarb KoJ
nojisi ¥ 3HadeHWe mois. [lonme BeImaeTcs Ha PKpaH W TMedaTh B (DUTYPHBIX CKOOKax, MpHYeM
CHavyajla yKa3bIBaeTCsl KO/, a 3areM 3HaueHue mnois, Hampumep: XE «OxHo: nokymeHTa». C
MOMOIIBIO TIOJIEH BeeTcs, B YaCTHOCTH, HEMOCPEICTBEHHBIH 0OMEH JaHHBIMH B MPHIIOKEHHIX
Windows.

JUiss BCTaBKM IOJI INEJNKHUTE TO MECTO JOKyMEHTa, KyJa cJelyeT BCTaBHUTh
CrelMaNbHbIe TIEPEMEHHBIC JTaHHBIE (HOMEp CTpPaHWIIBI, TEKYIIyl0 naTry W T.I1.). Beibepute B
MmeHio BeraBka komany [lone, kak nmokasano Ha puc.11.
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Beraska Popmar Cepsuc TaGa
Paspus...
Homepa crpanuy. ..

Hdara u Bpemsa...

AsroTekcr >
Cumson...

g Mpumeyarue

CHocka...
Hassanue. ..
MNepexpecrHas copinka. ..

Ornasnenue u ykasarenu...

Pucysox »
Haanucob

Pann...

O6bexr. ..

3axknaaKka...

& Munepccuinka... Ctilsn

Puc. 11. MeHnro BceraBka ¢ koMaHaMU BCTaBKH Pa3IUYHBIX TOJICH

B nuanoroBom oxHe Ilone ykaxuTe kareropuro, a 3areM BbliOepure uMs 1ois. YToObl
N00aBUTh KIIHOYM U IpYTHe apaMeTpsbl K KOy Mo, HaKMHUTE KHOMNKY [lapameTpsl.

Jlnist moTy4eHust CBeISHH 00 OIpe/ieIeHHOM T0JIe WIIH TTapaMeTpe BHIOEPUTE UM TTOJIS
WIM [TapaMeTp, a 3aTeM Haxkmure kiaBuury F1. J{ns BcraBku noss menkuute kHonky OK.
YroObl 0TOOPA3UTh WM CKPBITh KOJIbI BCEX IMOJICH JOKyMEHTa, HaxkMuTe KiaBuim Alt + F9.

4. IIpoBepka npaBonucaHus

B texcroBom mporeccope Microsoft Word 2000 umeroTcst MOIIHBIE CPEICTBA MPOBEPKH
IIPABOINCAHUS U NIPABKH TEKCTA.

IIpoBepka Ha Hanmuuue opdorpauyeckux M IrpaMMaTHUYECKHX OIIMOOK BBIMOJIHAETCS
OJIHOBPEMEHHO IO XO/1y BBO/Ia TEKCTA U BO3MOKHBIE OIIMOKH BBIJIEISIFOTCS IPSIMO B IOKYMEHTE.
[Ipu sTOM aBTOMaTHYECKH MpeaIaraloTcs BO3MOKHbBIE BApUAHTHI IPABHIIBHOTO HanucaHus. s
BBIBOJIA CITMUCKA BApUAHTOB CJEAYET IIEIKHYTh BBIIECICHHBIN TEKCT NPAaBOM KHONKON Mblmu. [Io
JKEJIAHHIO TIOJIb30BaTeNsl MpH MpoBepKe opdorpaguu MpOIyCKAIOTCS CI0Ba, COCTOSIIME M3
MPOMUCHBIX OYKB W/WIIK COJIeprKalie [UQPHI, a TAK)KE MPOIYyCKaITCsA NMeHa (aiioB U apecoB
HNHurepHera.

CymiecTByIOT /iBa crioco0a MPOBEPKHU MPABONUCAHMS:

* 110 Mepe BBOJIa TEKCTA C TIOMETKOW BO3MOXKHBIX opdorpapuueckux U rpaMMaTHIECKUX
OLIMOOK; JJIS1 MCIPABICHUS OIIMOKH BBI30BHUTE KOHTEKCTHOE MEHIO U BBIOCPUTE MPaBUIIbHBIN
BapHaHT HallMCaHMUS;

* 1Ocie 3aBepHIeHHs pabdOThl MOKHO MPOBEPUTh JOKYMEHT Ha Hajuuue
ophorpaduyeckux U rpaMMaTHUYECKHX OIIMOOK; OOHApYKEHHYIO OIIMOKY HCIPABISIOT MOCIe
Yero MOUCK OMUOOK MPOIOJIKAETCS.

Jlns  BBIMOJNIHEHWsI MPOBEPKH  JIOKYMEHTa Ha Haimuuue opdorpaguyeckux U
rpaMMaTHYeCKHX OIIMOOK MepeiuTe B HaYalo JJOKyMEHTa M ILEeJKHUTe KHONKY [IpaBonucanue
B naHenu HHCTpyMeHToB CtannaptHas wiu B MeHto CepBuc BeiOepute koManay IlpaBonucanue.
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MOXHO 3amyCTHTh KOHTPOJb TIPaBONMCAHHMSA MOKYMEHTa, INeNkHyB kiasumryy F7. Ilpm
oOHapy>KeHHH OIIMOKM Ha 3KpaH OyJeT BBIBEJECHO OKHO C COOOmeHHeM 00 omudke u
BapUaHTaMH NPaBUIBLHOTO MpaBonucanus (puc.12).

lNpasonucanue: Pycckui | x|

HeT B cnosape:

Zna aBTOMATHHECKOr0 HCIPaBJIEHWA NpPH BBOZE 4 { OponycTTe ]
TEKCTAa THIHYHBLIX ONe4aToK, oporpaduHeckx H e

- ONyCTHTL Bl
I'paMMaTHY e CKHX oumb oK HCTIO b2 YATE P =
ABTO3AMEHY _L] dofasnTe j
BapnanTbl:

AETO 3aMEHY 3amMeHnTL

3aMEHNTL BCE

- I ABTO3aMeHa

@l v FpammMaTHKa MNapameTpol... ! ‘ OTMEHS

bl Raisd biad B

Puc.12. OkHo coobmenust 06 ommodKe Mpyu MpoOBEpKe MPABOMMCAHUS

BuumarensHO mpounTaiite TeKCT B OkHe HeT B cioBape, B okHe BapuaHTsl npouuTaiite
CIIUCOK BapHaHTOB WCIPABIICHUS BbACNCHHOW ommOku. [ momydeHusl CBEACHUU O JTHOO0M
napaMeTrpe HaXMHUTE KHOIKY C BOINPOCHUTEIHHBIM 3HAKOM, a 3aTEM IIEIKHUTE ATOT MapameTp.
[Ipy HaxOXIEHUH BO3MOXHBIX OLIMOOK IMPABOMMCAHUS BHECUTE COOTBETCTBYIOIIUE
UCIIpaBJeHUsT B JuaioroBoM okHe IIpaBommcanue. BO3MOXXHO Takke HEMOCPEICTBEHHOE
UCIIpaBJICHUE OINOKH

Oovekmbl uccinedoeanus, 000pyoosanue, Mamepuanvl U HA2IAOHbIE
nocoousn:

1. II5BM IBM PC.
2. OnepaunoHHas cpefa. TeKCTOBBIA pelakTop.
3. DnektpoHHbIi 10KyMeHT «[IpakTuueckas pabota Nedy.

3aoanue na padomy (pabouee 3adanue):

57. 3yunth 5nexkTpoHHBbIM AokyMeHT «lIpakTuueckas pabGora Nedy. M3yuure Teopernyeckue
MOJIOKEHUS PabOTHI
58. CocTaBHTh B TETpaay KOHCIEKT 110 H3yYCHHOMY MaTepHay.

59. IIpenbIBUTH KOHCIIEKT Ha MMPOBEPKY TPETIOaBATEINIO.

60. 3anyctuts Word u otkpbITh Gaiin [Ipumep2.doc u3 nanku Mou JOKyMEHTBI.

61. BcraButh B mepBblit a03an pucyHok u3 Microsoft Clip Gallery. Mcnione3yst mapkepst Ha
KOHTYPHOM paMKe pHCYyHKa, YMEHBILIUTD €ro pa3Mepsl. Mcronb3ys HHCTpYMEHTHI TaHeIn
Hactpoiika nzo0paskeHusi, "3MEHUTh KOHTPACTHOCTh U SIPKOCTh n300pakeHus. Lllenkuys
KHONKY O0TeKkaHue TeKCTOM, 33/1aTh O0TEKaHNE TEKCTOM 0 KOHTYpY pucyHka. IllenkHyB Ha
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62.

63.

64.

65.

66.

67.

68.

69.

nanenu Hactpotika n3o0paxenus kHonky dopmaT pucyHKa, OTKPBITh 1UalioroBoe okHo dopmar
pHCYHKa, BEIOpaTh B HEM BKJIAAKY LIBeTa u TMHUM U 331aTh IIBET 3aJIMBKH, BKIIOUYHB
HOJIYTIpO3pauHbIil pexkuM 3anuBku. LllenxHyB knonky O6peska, 00pe3aTh pUCYHOK CIIpaBa U
cBepxy. lllenknys kHonKy M300paxkeHue, MpoCMOTPETh BapUaHTHI H300paKEeHUsI PUCYHKA:
Otrenku ceporo, YepHo-6enoe, mpeoOpa3oBaTh PUCYHOK B MOJITOXKKY.

IlepeliTu B pesKUM IPEIBAPUTEIBLHOIO IPOCMOTPA JOKYMEHTA Iepe] 1eYaThlo, I 4ero
LICJIKHYTh KHONKY [IpenBapuTenbHbIi MPOCMOTP Ha IaHEJIN HHCTPyMEHTOB CTaHaapTHas.
ITpocMOTpeTH, KaK BBIMTISAUT JOKYMEHT C ITOIJIOKKON. 3aKphITh OKHO IIPOCMOTPA MEPe.
I1€YaThIO.

BcraBuTh B mocnennuii ab3ar pucyHok u3 (aiina, 1t 4ero, ykazaB MECTO BCTaBKU, B MEHIO
BcraBka BeIOpaTs KoManay PucyHok, a 3ateM — xkomanay M3 daiina. B quanoroBom oxxe
Jl06aBUTh PUCYHOK OTKPBITH MAIIKY, BEIOpATh (hailil, B KOTOPOM COJEPKHUTCS HYKHBIH PUCYHOK,
U IIEJIKHYTh KHONKY Jl00aBUTh. YMEHBIIUTE pa3Mepbl pucyHKa. UTOOBI BCTaBUTh PUCYHOK Kak
nepeMelaeMblii, T.e. BCTaBUTh B Ipa)MuecKuil CJI0H, YTO MO3BOJISIET 334aTh €r0 TOUHOE
HOJIOKEHHE Ha CTPAaHUIIE U IOMECTUTh BIEPEIN WU 0331 TEKCTa U APYTUX OOBEKTOB,
IIEJKHYB HA PUCYHKE IPAaBOM KHOMKON MBIIIH, OTKPBITh KOHTEKCTHOE MEHIO U BHIOpATh B HEM
komanay Popmar pucyska. Ha Bknaake Ilonoxxenue okna @opMar pucyHKa yCTaHOBUTD
¢naxox IToBepx Tekcra. Ha Bkinaake OOTekaHue 3a1aTh BapUaHT OOTEKaHUsI PUCYHKA TEKCTOM
BOKPYT paMKH. 3aKpbITh OKHO POopMaT pUCYHKA U IPOCMOTPETh PE3yIbTaT U3MEHEHUS
napameTpoB (hOpMaTHPOBAHMUS) PUCYHKA. BBIIETUTh PHCYHOK MBIIIBIO H, IPUKAB JIEBYIO
KHOIIKY MBIIIH, IEPETALIUTH Ha CEPEIUHY CTPOKH, Ha0Jt01as1, KaK TEKCT 00TEKaeT pUCYHOK.
Jlo6aBUTh Ha3BaHUE K PUCYHKY, AJIS U€ro, BBIIEIUB PUCYHOK, B MEHIO BeTaBka BEIOpaTh
xomanay Hazeanue. Ilocie atoro otkpoercs quanorosoe okHo Hassanue. [[ins nonydenus
CBe/IeHUl 0 JII0O00M IapaMeTpe HaXkaTh KHOIMKY C BONPOCUTEIbHBIM 3HAKOM, a 3aTeM IIEIKHYTh
3TOT napamMeTp. B nose nocrosHHas yacTh okHa Ha3BaHue BbIOpaTh pUCYHOK, ONPEIETUTh
nojoxeHue HazBaHus [1os BeIieneHHBIM 00beKTOM U 1menKkHYTh OK.

BcraButh B KoHel JokymeHTa o0bekT Word Art, s gero B. MeHio BeTaBka BeIOpaTh KOMaH Iy
Pucynok, a 3atem komanay — Word Art wiu mienkHyTh KHONKy Jlo6aButh 00bekT Word Art na
NaHeJId HHCTpyMeHTOB PrucoBanue. BriOpath CTHIIb HaAMKMCH, 331aTh TEKCT, ONPEAEIUTh HIPUPT,
pa3mep cumBouioB 1 1menkHyTh OK. Mcnons3ys uactpymenTs Ha manenu, Word Art 3agats
HYXHBIH 3 ekt (Hanpumep, U3MeHUTh HopMy 00BEKTa, J0OABUTH K TEKCTY T€Hb, IOBEPHYTh
ero Ha 30° MpOTHB YacOBOW CTPEJIKH, U3MEHUTh MEKCUMBOJIBHBIN UHTEpBaN). Mcrnonb3ys
KHONKY DopmMar 00beKTa, 3a/1aTh 3aJIUBKY B JIBa IIBETA C BEPTUKAIBLHON IITPUXOBKOM.
BcTaBuTh B TEKCT aBTO(QUTYpPBI: 3B€3/1bl, BBIHOCKH, (PUTYPHBIE CTPEJIKH, JJIS UErO B MEHIO
BcraBka BeiOpaTh KOMaHay PucyHok, 3aTem — komany ABrodurypsl. [locne aToro Ha skpane
pacKpoeTcs maHelb HHCTPYMEHTOB ABTOQUTYpbI. BeiOupast U3 nanean Hy KHBIN THIT
aBTOQUTYpBI, YKa3aTh MECTO BCTaBKHU B JIOKYMEHT U 3a/1aTh €€ pa3Mep.

Hcnonw3ys nHCTpyMeHTHI TaHenu PucoBanune, HapucyiTe Baml koMibroTep. Ha skpane
KOMITbIOTEpa HareyaTalTe JIFI000H TEKCT.

BcraBuTh B KOHEIl JOKyYMEHTa J1aTy U BpeMs, JUIs 4ero B MeHio BcraBka BbiOpaTh komaHy Jlara
U BpeMsi, a 3aTeM BbIOpaTh HY>KHBIN (opmar.

BcraBuTh 00bIYHBIE CHOCKHM Ha CJIOBA: MP0O3a, TEKCTOBBIE MPOLIECCOPHI, OpPMATHPOBAHHE
CUMBOJIOB. {7151 BCTaBKM CHOCKH Ha CJIOBO MP03a YCTAaHOBUTH KYpCOp Ha KOHEI CJI0Ba, BHIOpATh
komanay CHocka B MeHI0 BeraBka, 3areM BbIOpaTh OOBIUHYIO CHOCKY M BBECTH TEKCT CHOCKH B
00JacTh CHOCOK BHHM3Y CTpaHMIIBI. [[j1s1 BO3BpaTa K OCHOBHOMY TEKCTY IOKYMEHTA .IIEJIKHUTE
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71.

72.

73.

74.
75.

€ro. AHaJIOTHYHO BBEJIUTE CHOCKH Ha CJIOBA TEKCTOBBIE IPOIIECCOPHI, (POPMATHPOBAHUE
CHUMBOJIOB.

IIponymMepoBaTh CTpaHUIbl B TOKYMEHTe KOMaH101 BeraBka — Homepa ctpanui. B okne
Howmepa ctpanun onpeaenuTs nojaoxxeHue Homepa Beepxy crpanulibl, BeipaBHUBaHUEe CHapyXH,
BBIKJTIOYHTH OTOOpakeHNe HoMepa Ha niepBoi crpanule. [llenkays kHonky dopmar,
ornpenenuTh GopMaT HOMEpPA, YKa3aTh C KAKOTO HOMEpa HauaTh HyMepaluio CTPaHUL] JaHHOTO
nokymeHnra. Illenknys OK, 3akpbITh OKHO opmara cTpaHul 1 okHo Homepa cTpanuil.
[TpocMoTpeTh CpaBKy O CO3JaHUH KOJOHTUTYJIOB, [UIs 4ero BbI3BaTh crpaBky Word u Ha
BKJIaJIKe YKazaTellb 3aaTh KOJIOHTUTYJIBI, CO3/jaHne. B criucke maiiieHHbIX pa3aenoB BEIOpaTh
CoziaHue KOJIOHTUTYJIOB U IENKHYTh KHOIIKY [loka3aTe. [IpounTaB cpaBky 0 co31aHuU
KOJIOHTUTYJIOB, LIEJIKHYTh CCbUIKY Co3/1aHne KOJIOHTUTY1a. CBEpHYTH OKHO clipaBKU. BcTaBuTh
B BEPXHHI KOJIOHTUTYJI TEKYILYIO 1aTy, TeKCT «[Iprumep BepXHEro KOJOHTUTYIa» U 000
PHCYHOK, JJIs uero BeIOpaTh koManay KoxonTturyisl B Mmento Bun. ITocne atoro B okHe
pelakTopa OTKpoeTcs 001acTh KOJIOHTUTYIIA U1l PEAAKTUPOBAHUS U MOSIBUTCS TAHENb
uHcTpyMeHTOB KononTuTyiel, 1 co3aaHus BEpXHETO KOJOHTUTYJIAa BBeCTH TeKCT «IIpumep
BEPXHET0 KOJIOHTUTYJIa» U PUCYHOK B 00J1aCTh BEPXHETO KOJIOHTUTYJIA. YTOOBI BCTABUTH
TEKYLIYIO JaTy, YKa)KUTE MECTO B KOJIOHTUTYJIE U HAXKMUTE KHOIIKY JlaTa Ha nmaHenu
MHCTpYMEeHTOB KosloHTUTYIIBL. 110 OKOHYaHMYM peTaKTUPOBAHMS KOJIOHTUTYJIA HAKMUATE KHOIIKY
3aKpbITh Ha MaHeIN UHCTPYMEHTOB KoJoHTUTYIIBIL.

[IepeiiTu B pexUM NPeIBAPUTEIBLHOTO IPOCMOTPA TOKYMEHTA IIEPE]] I1eYaThI0, IS 4YeT0
HIENTKHYTh KHONKY [IpesBapuTenbHbIi NPOCMOTp Ha aHEIW HHCTpyMeHTOB CTaHaapTHasl.
ITpocMOTpETH KaK BBIMIAAUT JOKYMEHT C KOJIOHTUTYJIOM U IMOJUIOKKOU. 3aKPBITh OKHO
IPOCMOTpA Mepesl neyaTbro™®

Haneuarats nepByto cTpaHully JOKyMeHTa Ha Oymare. UToObl HareyaTaTh TEKyIIUi TOKYMEHT,
BbIOepuTe B MeHI0 Daiin komanay [lewars, B nuanoroBom okne [leyats B mone CTpaHUIsI
yKazaTh HOMep 1, B roJie uuciio komnuii 3a1ath 1, B mose BeiBecTn Ha neyaTh BHIOpaTh BapUaHT
Bce crpanuub! nuanazona u menkHyTh kHonky OK nns Havana neyatu. g HabnroieHus 3a
IIPOLIECCOM II€YaTH IIEJIKHYTh B [IAHEJIX 3a/1a4 ITPaBOM KHOIIKOM MBIIIH 3HA4OK IPUHTEPA U B
KOHTEKCTHOM MEHIO BbIOpaTh KoMaHay OTKpbITh. B OkHe nmpuHTEpa npoHalatogaiiTe COCTOSHNE
nevyaTu JOKyMeHTa. Briienus 1oKkyMeHT, B MeHIO JIOKyMEHT OKHa IIPUHTEpa BhIOEpUTE KOMaHIy
OTMeHUTH NeyaTh. 3aKpOWTE OKHO ITPUHTEPA.

3aBepIIUTh paboTy TEKCTOBOIO PEJAKTOPA, COXPAHUB (DA IO/ TEM ke UMEHEM.

Odopmure otyer.

3adanue?

1. 3anmyctuts Word u coznate HOBBIH TOKyMeHT. BBecTn cremyronuii Teket: «Jlns BBosa
cioxkHbIX Gopmyin B Microsoft Word ucnonb3yercs kommonent Microsoft Equation. bosee
NIOJTHAsl M MOIIIHAs Bepcus penakropa Equation Editor — penaxrop dpopmyn MathType. On
pa3zpaboran ¢upmoii Design Science. [Tonp30BaTenn, KOTOPBIM YaCTO MPUXOAUTCS BKITIOYATh
bopMyIIBI B TOKYMEHTHI, IPEANOYUTaIOT pabotaTh ¢ MathType. DToT pegakTop Tak ke mpocT B
UCIIOJIL30BaHUHM, Kak 1 Equation, oTHaKo UMeeT psiji IOMOJHUTEILHBIX BO3MOKHOCTEH,
YCKOPSIIONIMX PabOTy M MOBBIMIAMIIMX KauyecTBO J0KyMeHToB.MathType npenocrasiser
CJICAYIOINE BO3MOYKHOCTH:

* cozmanue Gopmyn s tokymentos Web;
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* COXpaHEeHHE YacTO UCHOIb3yEMBbIX (OPMYJI, CUMBOJIOB U I1a0JI0HOB. [ mocienyromnieit
BCTaBKH UX B JIOKYMEHT JOCTaTOYHO OJMH pa3 HIEJIKHYTh MBILIbIO;

* mpeoOpasoBanue GopMyI1 Ha ApyTrHe A3bIKK, Takue Kak TeX;

* no0aBiieHNEe KOMaH 1 aBTOMaTHYeCKOTro (hopMaTUpOBaHUsl, OOHOBIICHUS, HyMEPALUHU 1
ap. B mento Microsoft Word.

* BBIOOP KOMaH/I C KIIaBHATYPbI».

2. BcraButh popmyity, Al 4Ero yCTAHOBUTH Kypcop B KOHEI[ TEKCTa U BHIOPATh B MEHIO
BcraBka komanny O0bekT. B okHe BeTaBka o0bekTa BEIOpaTh BKIaAKy Co3/iaHue, BKIFOYUTh
OIIIIMIO MOBEPX TEKCTA M B CIIMCKE BCTABIAEMBIX THIIOB 00BbEKTOB BEIOPaTh MKrosol Emmaiton n
menkHyTh OK. Ilocie aToro Ha skpaHe pa3BepHETCs MaHEIb UHCTPYMEHTOB DopmyIia, MoKa3aH-
Has Ha puc.l, B KOTOpOW UMeeTCs IB€ CTPOKU NHCTPYMEHTOB. B BepXHeEW CTpOKe MaHeIn MOXKHO
BBIOpaTh Oosiee yeM 150 MaTeMaTHYECKUX CUMBOJIOB. B ee HUXKHEHN CTpOKe copepKarcs
11a0JIOHBI ¥ HA0OPBI, B KOTOPBIX MOXHO BBIOMPATh CIICIHAIbHBIE CUMBOJIBI (APOOH, HHTETPAJIHI,
CYMMBI  T.11.).

<zz |jap- |[fii|2e® |o=l]| vi|enc|aolt | 2w |46

@ | Bvo | |sosu|fofn|Dg| e |0 U ||

Puc. 1. ITanens uHCTpYMEHTOB penakTopa Gopmya Microsoft Equation

BriOupast cumMBOIIBI Ha TaHeT HHCTpYMeHTOB DopMmyiia v BBEs IEpeMEHHbIE U YHCIa,
CO3/IaiiTe CICTYIONIYIO (hOpMYITy:

y_i V2x+1  cos(x) _j 5x-3
ol 3 (0x=3° 3437 -11
4xcos(x)

3. Bei3Bats crpaBKy pegaktopa ¢opmyi, ams yero B MeHto CripaBka BeIOpaTh KOMaHIy
Br130B cipaBku. B okHe cripaBku Ha BKiaake Coiep:kaHUuE MPOCMOTPETh CIIPABOYHYIO
uHpopmanuio o temam: Co3ganne u n3MeHeHune popmyd, VizMeHeHne pa3MepoB HIIEMEHTOB
dopmyn. Ha Bkiagke Ykazarens 3a1aTh 00pa3 KoMaHAbl MEHIO pefakTopa GopMydl, MOCe Yero,
BEIOMpas B OKHE CIIPABKU PA3IMYHBIC TyHKTHI MEHIO, U3YYHTh Ha3HAYCHUE KOMaH MeHIO. JJis
BO3BpaTa K MPebIIyeMy dKpaHy CIIpaBKH MICTKHYTh KHONKY Hazan. [1o okoHUaHWY U3ydeHus
KOMaH]I MEeHIO penakTopa Gopmyi Ha Bkiaake [Towck 3amaTh 00pa3 MoMCKa: BCTaBKa CHMBOJIOB
B (hopMyITy M MIENKHYTh KHOMIKY BeiBecTr. M3y4nB cripaBKy paszziena, 3aKpbiTh OKHO CIIPaBKHU.

4. BoIiiTH U3 pexxrMa peJaKTHpOBaHus GOPMYJI U BEpHYThCs B peaaktop Word, menkayB
nokyment Word.

5. U3menute Gpopmyity, 3aMeHUB GYHKIMU COS(X) Ha SIN(X), I 4ero ABaXKIbI MIEIKHUTE
(dbopMyi1y JIeBOI KHOTKOW MBIIIH JJIs1 BEI30BA €€ B OKHO pefakTopa ¢popmyit. Mcnonb3yiite
KOMaH bl TTaHEeJI UHCTPYMEHTOB Dopmyia Jiis u3MeHeHUsT (opMyIibl. UTOOBI BO3BPATHTHCS B
Word, menkHuTe T0KyMEHT.

6. 3aBepmmTh paboTy TEKCTOBOTO peAaakTopa. Opopmure oTUeT.
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3a0anue 3
1. Bammyctuth WOrd u co3ate HOBBIH (aiii.
2. Co3gatp TabnuIly U1 3aIIMCH PACcTIMCAHMS 3aHATHS HA HEJIENIO CIEIYIOLIEero BUa:

Jenb | Ipeaver Jenn IMpeamer

1eTbHHK

yeTBepr

MATHHLA

Jlist co3nanus Ta0HITEl YKa3aTh KypCOPOM B Ha4allo IOKYMEHTA U, HAKaB KHOIKY
Jlo6aBuTh TAaOIUITY B MaHEW HHCTpyMeHTOB CTaHIapTHAS, IEPEIBUTATh YKa3aTelb 10 CETKE,
Moka He OyJIeT BBIJICIICHO HY)KHOE KOoJIu4ecTBO cTpok (19) u cronbuos (6), a 3areM caenaiite
HIETYOK MBIIIBIO.

OObenuHUTH STYSUKH JTsI 3alMCH THS Heleu U, BbIOpaB komanay HampaBieHue Tekcra B
MeHio Dopmart, 3a/1aTh B HUX BEPTHUKAIbHYIO OPUEHTAIUIO TeKCTa. [lepeTaiiyuB MbIIIbO
TPaHUIIBI CTOJIOIOB, 32/1aTh Pa3MepPhl CTOJIOIOB.

3. Odopmuts TabIUILY, 337aB TPAHHUIIBI PAMOK, KaK YKa3aHO B IPUMEPE TAOJIHIIEI.
Ncnonp3ys komanay ['panuiibl v 3a1MBKU B MeHIO DopMar, 3aJIMTh SYEHUKHU C 3alIUChIO JHEN
Heslenu n30paHHbBIM BaMH [IBETOM; 3aJIMTh 3aT0JIOBOK TAOIUIIBI C 3armoHeHneM Ha 15% y3opom
JKEJITOTO 1BeTa Ha (hoHE OMPIO30BOTO IIBETA.

4. IlepeiiTu B KOHEIl JOKYMEHTa U BBECTU CITUCOK yJaluxcs U3 msatu pamumnuii: SkoBnes
bensies IBanoB AGpamos CaBuueB

5. Bb1IenuTh TaHHBIA CIIMCOK M OTCOPTHPOBATH ero koMaH 10 COpTHPOBKA B MEHIO
Tab6numa. B nuamoroBoM okae COpTUPOBKA TEKCTA BHIOpPATh BApHAHT COPTUPOBKHU a03alleB MO
Bo3pactanuio. Co3aTe U3 JaHHOTO cnucka Tadauiy komanaoi Tabnuma — [IpeoGpas3oBarts B
Ta0NMILy U, yKa3aB B AUAIOroBoM okHe [IpeoOpa3oBaTh B TaOIMILy YUCIIO CTOJIOIOB 1, mupuHa
cTonbua 3 cM, BbIOpaB B KaUeCTBE pa3/eNUTeNs CUMBOJ ab3aria.

6. Beyienuts cronberr TabauIs! ¢ paMIIusIMU U J00aBUTH CTOJIOEI] ClieBa, IIEIKHYB
KHOMNKY J{06aBUTh TaONHUIly HA TaHENU HHCTpyMeHTOB CTaHaapTHas. 3a1aTh IEBOMY CTOJOIY
mMpuHy 1 cm.

7. BbLienuTh mepByI0 CTPOKY U 0OABUTH CTPOKY CBEPXY, IIEIKHYB KHONKY /[00aBUTH
Ta0NMITy Ha TTaHeu HHCTpyMeHTOB CTaHaapTHas. BBecTu B epByI0 CTPOKY TaOIHUIIBI 3aT0JIOBOK
: No /i daMUInH.

8. BeigenuB ctonoer; @amiimu, BCTABUTh HOBBIM CTOJIOCII U TIEPEMECTUTD B HETO TEKCT U3
cronoma ®amunmu. J{J1 3TOr0 BRIICIUTH TEKCT B cTOJIOMe damMuanm, He BRIICIISS CHMBOJT
STYEHKH, U TIEPETAITUTh €r0 MBIIIBIO BO BTOPOI CTOJOETI.

9. 3amaTh TpeTheMy CTONOITY 3aroioBok Poct u 3a1ate emy mupuny 1,5 cM.

10. IIpocraButs B cTonbie Ne 1i/m mopsiakoBsie Homepa: 1,2,3,4,5. 3anmonHuTh cTon0er]
PocT npumepHbIMU 3HaUEHHUAMHU pocTa, Hanpumep: 168, 173, 182, 177, 172.
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22.
23.
24,
25.

26.
27.
28.

. JIoGaBUTH CTPOKY TOCTIE HUKHEN CTPOKH TaOJIMITBI, TSl 4eTo BBIOpaTh B MeHI0 Tabnuia
komaHay HapucoBare TaOnuily Win MIETKHYTh OJHOMMEHHYIO KHOIIKY B ITaHEJIM HHCTPYMEHTOB
CranpaprtHas. YKa3arenb MbIIIA U3MEHUTCS Ha nepo. [lepemecTuTs nepo u3 oHOTO yria
n00aBIIIeMON CTPOKH B IPYTOif. 3aTeM NMPOPHCOBATH IPAaHUILY, Pa3AeSIONIyI0 CTOJIOe
®ammiu u Poct. J06aBUTH eliie 1BE TAKUX CTPOKH MOCIEC HUKHEH CTPOKH TaOJIHIIBL.

12. B neBoii yactu 100aBICHHBIX CTPOK BBECTH TEKCThI: Camblii 00JbmIoi poct, CHMBIN
MaJleHbKHI pocT, CpeHUI POCT.

13. B cootBeTcTBYyIOIIME stueiiku cTon01ma Poct BctaBuTh hopMyJIel pacyeTa
MaKCHMaJlbHOT0, MUHUMAJILHOTO U CpeAHero pocta. J{is BcTaBku (GOpMyIibl yKa3aTh sUEHKY U
BbIOpaTh B MeHI0 Tabnuna komanay @opmyina. B okne @opmyna BnucaTh COOTBETCTBEHHO
dopmynsr: =MAX(C2:C6), =MIN(C2:C6), =AVERAGE(C2:C6)

14. Beimenuthb cronber] POCT 1 OTIEHTPUPOBATH €ro COAEPIKUMOE.

15. Beigenuth BCro TabJMIly U IPUMEHHTS K ee conepxkumomy mpudrt Courier New Cyr 12
1. B ciiydae He00X0AMMOCTH YBETUYHUTH C TOMOIIBIO MBIIIH IIUPUHY CTOJIOIOB.

Nen/n Damuu [ Poct

AGpamos | 168 |

bensien 173
WUganon 182

Casnuen 177

w| & wl | -

| SikoBien 172
Camblit 6071b1110# pocT | 182
Camplit MAICHBKHI POCT 168
R i 1744

" Cpemuii poct i |

16. Boygenuthb BCio TaONMIly U BBITOJIHUTH [T Hee opopMIIeHHe, IS 4ero BEIOpaTh B
menro Tabnuia komanxy ABrodopmar u 3amath Bapuant opopmienus Cerka 8.

17. Beimenuth BCIO TaONHINy U, EIKHYB KHOTIKY [1o 1ieHTpy Ha nmanenn GopMaTupoBaHue,
OTLICHTPUPOBATh €€ Ha CTPAHMIIE.

18. IIpoBeputh pacnosoxeHue TabnuLbl B TekcTe komanaon daiin — [IpeaBaputesnbHbli
npocMmoTp. Tabnuna GyaeT BBIMISIETh IPUMEPHO TaK:

19. CoxpaHuth JOKyMeEHT B nanke Mou nokymenTs! nog umenem [Ipumep4.Doc,
ucnoiab3ys komanny Paiin — CoxpaHUTh Kak, U BBINTH U3 peaKTopa.

X00 pabomut (nopadok evinonnenus paoomot):

CryzaeHT JOMKeH 3aHTh padouee MECTO 32 KOMIIBIOTEPOM

3arpy3uTh 31EKTPOHHBIN T0KyMeHT «IIpakTnueckas pabora Nedy»

3aKOHCH€KTI/IpOBaTI) OCHOBHBIC IMMOHATHUA U OIPCACICHUA

3anucaTth M 3a4aTh BONPOCHI IPENoJaBaTesio, €Clii KOHCHEKTHUPYEMbI MaTepuall BbI3bIBACT
TPYAHOCTHU B IOHUMAaHHUN

3anucarhb MOSICHEHUs MTPeToiaBaTelis

IIpenbsaBUTH KOHCIIEKT HAa IIPOBEPKY

3aBepiuTh padboTy

Cooepocanue u oghopmaenue omuema

Otuer nomkeH ObITh OPOPMIIEH B TETPaIU U colepkaTh Ha3BaHue [IpakTuueckoit
paboThl, naty BeimosgHeHus, Ne rpynmel u 1M.O.@amunuio cTyaeHTa, 3ajanue Ha paboTy u
OIMCaHUE OCHOBHBIX CBEICHUH, IIPABWII U IPUEMOB, U3YUYECHHBIX IIPU BBIIIOJTHEHUU
[TpakTrueckoit pabOTHI, BBIBOABI.
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IIpakTnueckasi padora Ned
ABTOMATHYECKOE OIJIaBJIeHUE TOKYMEHTA, co31aHue yka3zareis. llladaoubl

ILlens IIpakmuueckou padomul
N3ydenne cnenuaabHbIX BO3MOKHOCTEH pabOThl B TEKCTOBOM PEIAKTOPE

Teopemuqecmte nOJ10MCERUA

Microsoft Word oOecrnieunBaeT BO3MOMKHOCTh aBTOMATHYECKOTO  (OPMHUPOBAHUS
OTJIaBJICHUS — CIIMCKA PA3JIeJIOB TIOKYMEHTA C YKa3aHHEM HOMEPOB CTPAHUII.

[lepBbIM STamoM cO3JaHHS OTJIABJICHUS SIBIISCTCS NMPHUMEHEHHE BCTPOCHHBIX CTHIICH
3aroyioBKOB («3aronoBok 1—9») k 3arojaoBkam, KOTOpPbIE CIIEAYyET BKIIOUUTH B ornasiieHue. [lpu
JKEJIaHUW BMECTO BCTPOCHHBIX CTHJICH 3ar0JIOBKOB MOXHO HCIOJIb30BaTh CTHIIM CTPYKTYPBI WK
M0JIb30BaTeIbCKUe CTUIU. KpoMe Toro, B orjiaBjieHre MOKHO BKIIFOUUThH BHEAPEHHBIE 3ar0JIOBKU
(HECKOJIBKO TIEPBBIX CJIOB a03ara, 0(hOPMIICHHBIX CTICITUATBHBIM 00pa3oM).

Jlyis BCTaBKU OTJIaBJICHHUS HYKHO BbIOpaTh B MeHIO BcraBka komanny OriaBieHue u
yKa3aTelu, 3aTeM OTKpbITh BKIanky OrnaBnenue, B moie @DopmaTsl BbIOpaTh BapHaHT
oopMIIeHHS OTJIaBICHHS, BHIOPATh YKMCIO YPOBHEH 3aroJIOBKOB, BKIIOYAEMBIX B OTJIABIICHHE,
3aJaTh BapuUaHT 3amojHUTENs. s ompeneneHus JOTOTHUTENBHBIX MapaMEeTPOB OTJIABIICHHUS
menkHyTh KHONKy Ilapamerpsl. B okne IlapameTpsl OrnaBiIeHHsST MOXKHO OIPENEIUTH
JOCTYIIHBIE CTHJIM, HAa OCHOBE KOTOPBIX (POpPMHUpPYETCsI OTJaBICHHE, M YKa3aTh HX YPOBEHbD.
3aBepINTh pPEeJaKTHPOBAHUE MAapaMETPOB U 3aKpbITh OKHO OrnaBieHue u ykazatenu. [locie
sToro Oyzaer cobpano ornasienue: Word HaiifeT Bce 3aroyioBKH, 0()OPMIICHHBIC YKa3aHHBIMU
CTHJISIMH, OTCOPTUPYET UX MO YPOBHIO 3aroJIOBKa, J100aBUT COOTBETCTBYIOIINE HOMEpA CTPaHUIL
¥ 0TOOpA3UT OTJIaBIIEHUE B TIOKYMEHTE.

CoznaHHOE oOrJiaBjeHHE YIO0OHO HCIOJIb30BAaTh ISl OBICTPOro MepeMelleHus I0
JOKYMEHTY, MPOCMaTpUBAaEeMOMY Ha JKpaHe: Ul Mepexoja K JIFoOOMY 3arojioBKy JOKYMEHTa
JOCTaTOYHO MIEIKHYTh COOTBETCTBYIOIINI eMy *HOMEp CTpaHHIIBI B OTJIABICHUH.

Vkazarenb — angaBUTHBIA CHUCOK OIPENEIIeMBbIX aBTOPOM KITIOYEBBIX CIIOB C
yKa3aHHEM HOMEPOB CTPaHUI], HA KOTOPbIX OHM YIIOMHHAIOTCS B TIOKyMeHTe. B ykazarens Moryt
ObITh BKJIIOUEHBI CJIOBa, (pasbl, CHUMBOJIbI, CCHUIKM Ha (PparMeHTHl TEKCTa, 3aHUMarollue
HECKOJIBKO CTPaHHUII, & TAK)KE MEPEKPECTHBIE CCHUIKH.

Co3naHue npeMeTHOro yKas3aresisi HAUMHAeTCsl ¢ IOMETKU 3JIEMEHTOB yKazaTels (CIoB,
¢dpa3 wim CUMBOJIOB) B JIOKyMeHTe. [JIs1 TIOMETKH CIIOBa-3JIeMEHTa yKa3aTells BBIICIUTE CIOBO,
3areM B MeHIO BcraBka BeiOeputTe komaHny OriiaBieHHE W yKas3aTelH, 3aTeM Ha BKIIAJIKE
Vkazarens menkaute KHonky [lometuts. B okHe Omnpeznenenue sneMeHTa ykas3aTesa MpoBEpbTe
3HayeHue noseil OCHOBHOW 37eMEHT, JIOMOJHUTENbHBIN U EeTKHUTE KHONKY [lomeTuTs. Jliist
TOTO YTOOBI IIOMETUTH BCE TAaKHUE CJIOBA, BXOJAIINE B JOKYMEHT, IEIKHUTE KHONKY IloMeTuTh
BCE.

ITocne 3aBepleHns: TOMETKH CJIOB KaK JIEMEHTOB yKa3aTelsi B MeHI0 BcraBka BeiOepuTe
komaHay OrnaBieHue M yKaszaTeld, 3aTeM Ha BKJaJKe YKa3arelb BbIOEpUTE BUJ yKazarelsd,
KOJIMYECTBO KOJOHOK W Imenkuute kHomky OK mmst cOopku ykasaresns. Word waiizer Bce
JOJDKHBIM  00pa3oM TOMEYEHHBIE DJJIEMEHTBI, OTCOPTHPYET WX 1o andaBuTy, JT00aBUT
COOTBETCTBYIOIIIME HOMEpa CTPAHMIl, YAAJIUT TIOBTOPSIOMNIMECS JJIEMEHTHl W OTOOpa3HT
yKa3aTellb B IOKyMEHTE.
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JInsi SKOHOMHH BPEMEHH MOJXKHO BBITIOJHATh aBTOMATHYECKYIO TIOMETKY JJIEMEHTOB
yKazaTelsi ¢ moMompio (aina cioBaps. s 3TOro HY»KHO co3aarh (aiyl cioBaps, OTKPHITH
JOKYMEHT, JIJII KOTOPOTO CJCIyeT COo3[aTh ykasaTeiab. B MeHio BcraBka BbIOpaTh KOMaHIy
OrnaBiieHHEe W yKa3aTeld, a 3aTeM — BKJIAAKy YKasareib. J[si aBTOMaTHYECKOW MOMETKU
9JIEMEHTOB TPEAMETHOTO yKa3aTelis MISIKHUTEe KHOIKY ABTOIOMETKA, 3aTeM B mosie Mims ¢aiina
BBEIMTE UMs HY)KHOTO (haiina cioBapst 1 HaxMuTe KHONKY OTKpBITh. [Ipy 3TOM B JOKyMEHTE
BBIMOJIHSICTCSI TTIOMCK KaXKJIOTO DJIEMEHTA, COJEPIKAIErocss B MEPBOM CTOJOLE daiiya cioBaps.
[lpu oOHapyXeHMHM B KauyecTBE OJJIEMEHTa MPEIMETHOTO YKa3areyis HCHOJIb3yeTcs
COOTBETCTBYIOIIUH TEKCT M3 BTOporo croudma. [Ipy 3TOM TOMEYaeTcsi TOJIBKO IIEpBOE
BXOXKICHHE KaKI0TO0 dJIeMeHTa (haiia coBaps B KaKIOM ad3arle.

2. Illa6J10HBI

[[Ma6i0H — 3TO THN AOKYMEHTa, MPU OTKPBITUU KOTOPOro co3jaaercs ero xomwus. B Microsoft
Office Word 2007 mabmon moxkeT umeTh pacimupenue dotx wmm dotm (daitn tuma dotm
MO3BOJISIET BBIMOJIHATH MaKpOCHI B (aiiie).

Hanpumep, OusHec-mmaH — paclpoCTpaHEHHbIH IJOKYMEHT, 4acTo co3jaaBaeMbiii B Word.
BmecTo co3manus cTpykTyphl OM3HEC-IIJIaHa C cCaMOro Hayaiaa MOYKHO HCIOJIb30BaTh MIa0JIO0H CO
CTaHJapTHBIM MAaKETOM CTpPaHUIIbI, MIPUPTAMH, TOIAMU U CTWISIMH. OCTaeTcs JIMIIb OTKPBITH
11a0JI0H U 3aMOJHUTH JOKYMEHT COOTBETCTBYIOIIMM TEKCTOM U JaHHbIMU. IIpu coxpaHenuu B
Bujae (aiina .docx wim .docm JOKYMEHT COXpaHsSieTCsl OTIEIbHO OT IIabjioHa, HA KOTOPOM OH
OCHOBaH.

[[Ta6ioHBl — 3TO OOBIYHBIE JOKYMEHTBI, HO COJIEpKallie PEKOMEHIYyeMble pa3eNibl WU
00s13aTeNBHBIN TEKCT, a TaK)Ke JIEMEHTHI YIPABICHUS COACPKUMBIM, TaKHe KaK CTaHAapTHBIN
PaCKpBIBAIOIIUICS CIHCOK WJIM clienuanbHas sMOnemMa. MoXHO J00aBUTH 3alUTY AJIs pa3zena
1rabJI0Ha UM MOXKHO MPUMEHHUTH K MIA0JIOHY Mapolib, 3aIIUIIAIONINA COAEPKUMOE 11a0JI0Ha OT
W3MEHECHUH.

[Ma6moust Word namst GONBIIMHCTBA BHIOB JIOKYMEHTOB MOXKHO HaWTH Ha Beb-y3ne Microsoft
Office Online. Ilpu Hannuuu noaxitoueHus k MarepHery Haxkmute kHonky Microsoft Office ,
BbIOepuTe Co31aTh U 3aTeM BbIOEPUTE HYKHYIO KaTeropuio abaoHOB. MOXKHO Takke CO3/1aTh
MOJIb30BATEIHCKUE MAOIOHBI.

BricOKOCTpYKTYpHpOBaHHBIE, CIIOKHBIE IIAOMOHBI, Takhe Kak ¢opMa HAJOTOBOH JeKIapalluu,

Jydqme BCETO CO34aBaThb B MpOrpaMMax, NPCAHA3HAYCHHBIX IJId CO3MaHUA (I)OpM, Halmpumep B

Microsoft Office InfoPath 2007.
Co3xanue madona

Hauath MOXHO € MycTOro AOKYMEHTa U COXPaHHUTh €ro Kak IIa0JOH WM CO3/aTh IIa0JIOH Ha

OCHOBE CYIIECTBYIOIIETO IOKYMEHTA WJIU 11a0JIoHa.
Hcnosb30BaHue MycTOro madJioHa

Haxxmure xHonky Microsoft Office , a 3arem BriOepute komanay Co3naTh.
Bri6epute HoBblii 10KYMEHT 1 Ha)XMUTe KHONIKY C031aTh.
BHrecure He0OX0MMbIE H3MEHEHHUS B Pa3MephI MOJIeH U CTPaHUI], OPUCHTALIUIO CTPAHUII,

CTHJIU U JPyTHUE NMapaMeTpbl popMaTHpOBaHHUS.
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MoHO Takke N00aBUTh MOSCHUTEIBHBIN TEKCT, 3JIEMEHTHI YIPABICHHS COJCPKUMBIM, TaKHe
Kak BbIOOp 1aThl, U rpaduyeckre 00BEKTHI, KOTOPBIE JOJDKHBI IPUCYTCTBOBATH BO BCEX HOBBIX
JOKYMEHTaX, OCHOBaHHBIX Ha JJAHHOM IIa0JI0HE.

Haxxmure kHoniky Microsoft Office , a 3arem BoiOepute komanay CoXpaHUTDb Kak.

B nuanoroBom oxne Coxpanenue 1okymMenTa BoiOepute Hagexubie a0 10HbI.

Bribepurte nmsa daiina s HoBoro mabdnona, B cnucke Tun gaiina Beidepute Lladaon
Word u nHaxxmure KHONIKY COXpaHUTD.
MoxHo Takxe coxpanuth m1abioH kak [ladson Word ¢ noaaep:xkkoii makpocoB (paiin dotm)
win llaéaon Word 97-2003 (daiin dot).

3akpoiiTe mabdIoH.
Co3nanue madI0Ha HA OCHOBE CYLECTBYIONIEr0 JOKYMEHTA

Haxxwure knonky Microsoft Office , a 3atem BoiOepute komanay OTKpPBITS.

OTKpoiiTe HYKHBIN JTOKYMEHT.

Haxxmure kaonky Microsoft Office , a 3arem BbibepuTe koMany COXpaHHTh KaK.

BHecuTe B HOBBIN Ma0NOH M3MEHEHHUs, KOTOPBIE JAOJDKHBI OTPaXKaThCS BO BCEX HOBBIX
JIOKyMEHTaX, OCHOBaHHBIX Ha ATOM IIa0JIOHE.

B nmnanoroBom okne CoxpaHenue 1okymMeHTa BoiOepute Hagekupie madI0HbI.

Bri6epute umst aitna gy HoBoro 1mabiaoHa, B cnucke Tum ¢aiina Beioepure Hladaon
Word u Haxxmute kHOIIKY COXPaHHTD.
MoskHO Takxke coxpaHuTh maodsoH kak [ladaon Word ¢ moaaep:xkoii makpocoB (daiin dotm)
win lla6a0n Word 97-2003 (daiin dot).

3akpoiite mabdIoH.
Co3naHue HOBOTO IIA0JI0HA HA OCHOBE CYLIeCTBYIOLIEIr0

Haxxmure kHoniky Microsoft Office , a 3arem BoiOepute komanay Co3naTh.

B o6nactu Illa6aonbl BeiOepuTe U3 cyliecTBy0mero J0KyMeHTa....

[[lenkauTe MAOIOH, MOXOXKHUM HA TOT, KOTOPBHIM HEOOXOAMUMO CO3[aTh, M HAXKMUTE
kHOTNKY C031aTh HOBBIIA.

Brecute HeoOX0IMMbIC H3MEHEHHS B Pa3Mephl TIOJICH U CTPaHUIl, OPUSHTAIMIO CTPAHHUII,
CTHJIH U IPyTHE TTapaMeTphl (OopMaTHPOBAHUSI.
MoXHO Takke JTOOABHTh MOSICHATEIBHBIA TEKCT, 3JIEMEHTHI YIPABJICHHS COJCPKUMBIM, TaKHe
KaK BBIOOp JaThl, U Tpaduueckrue 00BEKThI, KOTOPBIC JOKHBI MPUCYTCTBOBATH BO BCEX HOBBIX
JIOKYMEHTaX, OCHOBAHHBIX Ha JIAHHOM IIa0JIOHE.

Haxxmure kaonky Microsoft Office , a 3arem BbiOepuTe koMan1y COXpaHHTh KaK.

B nuanoroBom okne CoxpaHenue q1oxkymeHnTa Beioepure Hagesknble mada0HbI.

Beeaute umsa daiina jist HoBoro madiona, B cnucke Tum ¢aiina seidepute Hladaon
Word u Haxkmute KHONKY COXpPaHHUTh.
MosxHO Takxke coxpanuTh maodsoH kak [ladaon Word ¢ noaaep:kkoii makpocoB ((daitn dotm)

win llaéaon Word 97-2003 (daiin dot).
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3akpoiite mabdIIoH.
Jlob6aBjieHue K MAGJIOHY 3JIEMEHTOB YIIPABJIECHHUSA COAEPKUMbIM

I[OHOJ'IHI/ITGJ'IBHYIO rHOKOCTh ma6n0Hy MOXHO IIpUAAaThb, I[O6aBI/IB N HaCTpOHUB JSJICMCHTHIL
yhopaBJI€HUA  COACPKUMBIM, TaKHE€ KaK II0JIA (bOpMaTI/IPOBaHHOFO TEKCTa, PHUCYHKH,
PACKPBIBAIOIIUECCA CIIMCKU WU BI)I60p JaTHhl.

HpC,I[HOJ'IO}KI/IM, HaArpuMep, 4YTO IIOJB30BaTC/Ib II€pE€Aal KOJUIETe IJ_Ia6J'IOH, conepmamnﬁ
paCKpBIBaIOH_II/II\/'ICH cnucok. B 3ToM cmucke Ha60p OJICMCHTOB, KOTOpBIfI JOJIDKEH OBITE B
JOKYMCEHTEC, PacIpOoCTpaHsAEMOM Ha OCHOBEC ma6n0Ha, KOJUIETY HE€ CTpanBacT. HOCKOHBKy IIpu
,I[O6aBJ'IeHI/II/I OJIEMCHTA YIIPABJIICHUA COACPKHMBIM K ma6n0Hy IIOJIB30BATC/Ib pPa3pClInI
PEAAKTUPOBATH paCKpBIBaIOHIHfICH CIIMCOK, KOJIJIEra MOXECT 6BICTpO M JIETKO U3MEHHUTH IIA0JIOH

0] CBOU MOTPEOHOCTH.
Jlo0aBiieHHE 3J1IeMEHTOB YIIPABJIEHHUS COJEPKMMbIM

K nokymeHTaM MOKHO TakKe JOOaBJIATH JIEMEHTHI YIPABICHUS COACPKUMBIM.

Haxmure kHoniky Microsoft Office , a 3atem BoiOepute nynkt Ilapamerpst Word.

Bri6epure OcHOBHBIE.

YcranoBure ¢naxokx IMoka3piBaTh BKIAAKY «Pa3paGoTuyMk» Ha JIeHTe W HAKMUTE
kHonky OK.

Jlenta Bxonut B komnoneHT «Microsoft Office Fluenty.

Otxkpoiite madIoH, K KOTOPOMY HY)KHO JOOaBUTH JIEMEHTHI YIIPABICHHS COJICPKUMBIM,
Y 3aTEM ILEIKHUTE B MECTE BCTABKU JIEMEHTA YIIPABJICHHUS.

Ha Bxnaake PaspaGorumk B rpynmne JjeMeHTbl YNPAaBJEHHUS IIEIKHUTE 3JIEMEHT

yIpaBJIEHUS COACP)KUMBIM, KOTOPBIA TpeOyeTcst T00aBUTh K TOKYMEHTY HJIM IIA0JIOHY.
Hampumep, menknys ®@opmart RTF, MmoxxHO BcTaBuTh nose BBoAa (OpMaTHPOBAHHOIO TEKCTA,
KOTOpo€ OyJeT NpUCYTCTBOBAaTH B JIIOOOM JOKYMEHTE, CO3/JaHHOM C IIOMOIIBIO JAHHOTO
nra0JoHa.
Ecnmu snmemMeHTHl ynpaBieHHs COJIEPKUMBIM HEOCTYITHBI, BO3MOXKHO, OTKDBHIT JOKYMEHT,
CO3JIaHHBIN ¢ moMoIIbio Oosiee panHei Bepcuu Word. UToOBI MOXXHO OBLUIO HCIIOJIB30BATH
AJIEMEHTHI YTPABIEHUS COJIEP)KUMBIM, CJIEIyeT MpeoOpa3oBaTh JOKyMEHT B ¢dopmar daiina
Word 2007: maxxmure knHomky Microsoft Office , Beibepute komanay I[lpeodpa3oBaTh u
Haxkmute kHonKy OK. [locne nmpeobpa3zoBaHusi JOKYMEHTa COXPAHUTE €TO0.

Bribepure siieMeHT ynpaBJieHHs CONEPKUMBIM B JIOKyMeHTe W ImenkHuTe CBOWCTBa B
rpymie JJieMeHTbI YIpaBJIeHus .

B nuanoroBom okHe CBOICTBA 3JIeMeHTa YNIPaBJEHUS COAEPKMMbIM YKaKUTE, MOXKET
JM DJIEMEHT YIPAaBIIEHUS COAEPNKUMBIM OBbITh ynajeH WM U3MEHEH JIPYTHMM IO0JIb30BaTeleM,
WCITOJTB3YIOIIUM 1a0JIOH.

YroObl paboTaTh C HECKOJNBKHUMH JJIEMEHTAMH YIPABICHUS COACP)KUMBIM  WITH
HECKOJIbKUMH a03allaMy TeKCTa KaK C OAHUM OOBEKTOM, BbIOEPHUTE 3TH 3JIEMEHTHI yIpaBICHUS

WM TEKCT U 3aTeM BeiOepute I'pynnupoBatsh B rpyIe 3JieMeHThI YIIPaBJIeHUS .
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Hanpumep, nmycTh uMeeTcsi 0TKa3 OT OTBETCTBEHHOCTH, COCTOSIIMK U3 Tpex abzares. Ilocie
IrpyNIUpOBaHus 3TUX TpEX ab3aueB koMmaHaoi I'pynmmpoBaTh OTKa3 OT OTBETCTBEHHOCTH HE

MOXKET 6BITB M3MEHEH U MOXKET OBITh YAAJICH TOJIBKO KaK I'pyIIIa.
JobaBjieHue K mMAa0JI0HY MOSICHUTEIBLHOI0 TEKCTA

WHCTpyKLIMY 110 3aMI0JIHEHUIO 3JIEMEHTOB YIIPABIICHUS COACPKUMBIM, JOOABICHHBIX K Ia0JIOHY,
3HAYUTENIbHO 00JIeryaroT paboTy ¢ JOKYMEHTOM. DTH MHCTPYKIUHU 3aMEHSIOTCS COJIEPKUMBIM
IIPU UCTIOJIb30BAHUU Ia0JIOHA.

Ha Bxnaake Pa3pa6orka B rpymnme JjeMeHThI yNpaBJieHUs1 BbIOCpUTE MYHKT Peskum
KOHCTPYKTOpA.

Ecnu sneMeHT ynpaBieHHUs] COAEPKUMBIM elle He T00aBleH K JOKYMEHTY, IICJIKHUTE B
MECTe BCTaBKH JIEMEHT YIIPABJICHUS U 3aTEM LIEIKHUTE 3JIEMEHT yIIPaBICHUSI.
Ecnu snemeHTHl ymnpaBieHUS COJIEPKUMBIM HEJOCTYIHBI, BO3MOKHO, OTKPBIT JOKYMEHT,
CO3MaHHBIN ¢ moMmolibio Oosnee panHedt Bepcun Word. UToObl MOXHO OBLIO HCHOJIB30BaTh
9JIEeMEHTHI YTMpaBJICHHsI COJACPKUMBIM, CIEAyeT IMpeoOpa3oBaTh JOKyMEHT B (opmar daiina
Word 2007: maxmute kHonky Microsoft Office , Boibepute IlpeoGpa3oBaTh U HaKMHTE
kaonky OK. [Tocne npeoOpa3oBaHus TOKyMEHTa COXPAHUTE €ro.

Ha Bkiagke Pa3paGorka B rpynme JJieMeHTHI YNpaBJiieHUsl BbiOepuTe MyHKT Pesxum
KOHCTPYKTOpA.

[[lenKHUTE AJIEMEHT YHpPaBICHHUS COJIEPKUMBIM, K KOTOPOMY HYXHO J100aBHTH 3TOT
3aMelIaroIINi TeKCT.

Otpenaktupyiite U 0THOPMATUPYHTE 3aMEIIAIOIINN TEKCT.
UroObl 3aMeriaeMblii TEKCT B J00ABICHHOM JJIEMEHTE YIPABICHUS COJEPKUMBIM TEKCTOBOTO
MOJIsL Mcye3an IpU BBOJIE PEAIbHOTO TEKCTa B JIOKYMEHTE, B TPyIIe JJIeMeHThI YNpaBJIeHUs!
BbIOepuTe CBOiicTBA M YCTaHOBUTE (IIXKOK YIAJHUTH 3JIEeMEHT YNPaBJIEHUS COAEPKUMBIM

NPH PeJaKTHPOBAHUM CO/IEP’KUMOTO.
CoxpaHeHHe M pacnIpocTpaHeHHe CTAHJAPTHBIX 0JIOKOB ¢ IOMOLIBLIO IA0JI0HOB

CTaHZ[apTHI)IG 0JI0KH — 3TO MHOT'OKPAaTHO UCHOJb3YEMBIC 3JICMCHTBI COACPKUMOI'0 UM APYTHUC
YaCT AOKYMCHTA, KOTOPBIC XPAHATCA B KOJUICKOUAX U MOTYT OLITH B J1I000€ BpEMA OOCTYITHBI
OJi1  MHOTI'OKPAaTHOT'O HCIIOJIb30BAaHMA. CTaHZ[apTHBIG OJOKM MOXKHO TaKxKe XpaHUTb H
pacrpoCcTpaHsITh C TIOMOINIBIO IMa0MOHOB. Hampumep, MOXHO co3gaTh MIa0OH OTYeTa,
co;lepmamm‘/i ABa THUIIA COIMPOBOAMTECIBHBIX IMHMCEM, KOTOPBIC IMOJIB30BATCIIN CMOIYT BI)I6paTI)
NIPY CO3JIaHUH OTYETa Ha OCHOBE JIAaHHOTO MIA0JIOHA.

CoxpanuTe U 3akpouWte 1abmoH, pa3pabOTaHHBII C YYETOM OIPEIEICHHBIX
noTpedHOoCTel, K KOTOpoMy TpeOyeTcsi n00aBUTh CTaHJapTHble OJOKM JUIsl  BbIOOpa
M0JIb30BATESIMU 11a0JIOHA.

Ortxkpoiite m1a0IoH.

JlepuTe OTKPBITHIM 1IA0JI0H, K KOTOpOMY TpeOyeTcs 100aBUTh CTaHIapTHBIE OJIOKH.
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Co3pmaiite cTaHgapTHble OJIOKH, KOTOpPBIE HYXHO TIPEIOCTaBUTh MOJIb30BATEISIM
maboHa.
[Ipu BBOzE cBepeHuit B auanoroBoMm okHe Co3aHHe HOBOI0 CTAHAAPTHOrO 0JI0Ka B IOJE
CoxpaHuTthb B BbIOEpUTE UM 11A0JIOHA.

Pacnpoctpanenue mabiaoHa
[Tpu oTnpaBKe 1m1a0JI0HA WM MPEIOCTABICHUH JOCTyIa K HEMY APYTUM CIIOCOOOM CTaHJapTHBIE

0JIOKH, COXpaHEHHBIE C MIA0JIOHOM, OYIyT TOCTYIHBI B 33JAHHBIX KOJUICKITUSX.
3anper usMeHeHMid B IA0JI0He

K OTACJIIBHBIM J3JICMEHTAM YIIPABJICHUA COACPKUMBIM B m1abJIOHE MOYKHO I[O6aBI/ITB 3alluTy,
YTOOBI 3alp€TUTh YyAaJICHUE MWW PEAAKTUPOBAHUEC OIPEACICHHBIX J3JICMCHTOB YIIPABJICHUSA
COACPIKNUMbBIM HWJIM I'PYIIIbI 3JICMCHTOB YIIPpABJICHUS. MO3KHO TaKke 3allIUTUTL BCC COACPIKNMOC

11a0JI0Ha TTapOoJIeM.
3amuTa 3J1eMeHTOB 1IA0JI0HA

Otxkpoiite 1abI0H, K KOTOPOMY HYXHO JOOABUTH 3aIIHTY.
BriGepute 35eMeHThl yIpaBie€HUsI COJAEPKUMBIM WJIM TPYMILY 3JIEMEHTOB YIIPaBIICHUS,
M3MEHEHHUS KOTOPBIX TpeOyeTCs 3alpeTUTh.
Ha Bxmagke Pa3paGoTrka B rpynme JjeMeHTHI YNpaBJeHHs BbIOEpHUTE ITyHKT
CpoiicTBa.
B nwnanoroBom oxHe CBoOMCTBa 3JieMeHTa YINPAaBJIeHHMS COAEPKUMBIM B pasielie
BioxkupoBka BeinonHUTE J1I000€ U3 CIEAYIOMUX IEHCTBUH.
VYcraHoBute (naxok JJjieMeHT yNpaBJIeHHSI COAEPKMMbIM HeJb3sl YIAJIMUTh.
OTO MO3BOJMT M3MEHATH COAEPKUMOE DJIEMEHTa YMpaBJIEHHUS, HO caM 3JEMEHT YNpaBICHUS
HeNb3s OyJeT yAaIuTh U3 1a0JI0Ha UM CO3/IaHHOTO C €r0 OMOIIbIO TOKYMEHTA.
VYcranoBure ¢dnaxox Coaep:kumoe HeJib3sl PeIAKTHPOBATH. ODTO TO3BOJHUT
YAAIUTh 3JIEMEHT YINPaBICHUs, HO PEIaKTUPOBATh COAECPKUMOE B 3JIEMEHTE yNpaBieHUs Oyner
3arpenieHo.
OTH mapaMeTpbl MOXHO HCIOJIb30BaTh JUIS 3alllUThl TEKCTA, €CIM OH BKIIIOYEH B MIA0JIOH.
Hampumep, ecnu uacto ngo0aBisieTcsi OTKa3 OT OTBETCTBEHHOCTH, 3alllUTa TapaHTUPYET
HEU3MEHHOCTh TEKCTa U B TO K€ BpeMs MO3BOJIAET YAAJIUTh OTKAa3 OT OTBETCTBEHHOCTH B

JOKYMCHTAax, I/I€ OH HC HY>KCH.
3amuTa Bcero coaep;kMMoro madao0Ha

OTkpoiiTe 11a6JI0H, KOTOPBIM HYKHO 3alIUTUTh OT U3MEHEHUI.

Ha Bxnagke Pazpadorka B rpynne 3ammra BIOepuTe KOMaHly 3allIMTHTh JOKYMEHT U
3areM menkHuTe OrpaHu4uTh GopMaTHpPOBAHME U PeIaKTHPOBAHUE.

B o6nactu 3ama4 3ammra qokymMeHTa B rpynne OrpaHuyeHHsi HA peJaKTHPOBaHHe
ycraHoBHTE (uiaxkok Pa3pemnTs TOIbKO YKa3aHHBIH €110C00 peaKTHPOBAHUS A0KYMEHTA.

B cnucke OFpaHI/I‘-IeHI/Iﬁ PCAAKTUPOBAHU BBI6CpI/ITe HYXXHBIC OTpaHUYCHUS.
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76.

77.
78.
79.
80.

81.

82.

Jlis yCTaHOBKM JIOIOJHUTENIBHBIX IAapaMEeTPOB OrPAaHUMYEHUM, HalpUMep YKa3aHHUs
[10JIb30BATENEH, UMEIOIMX IIPaBa HA YTEHUE U U3MEHEHUE IOKYMEHTa, HieKHUTe OrpaHn4uTh
paspenieHue.

[TapameTpsl OrpaHMYEHHUM BKIIOYAIOT YCTAHOBKY JaTbl OKOHYAHUsA CpOKA JAEUCTBUSA JUIA
JIOKYMEHTa U Pa3pelIeHre Ha KOIIMPOBAHUE €T0 COAEPKUMOTO.

B pa3zaene BkiaounTs 3amuTy 1meaxkHuTe Ja, BRKIKYUTH 3a1HUTY.

s ycraHOBKM 1apojii Ha JOKYMEHT M IIPEJOCTaBICHUs 3HAIOIUMM  I1apoJib
IIOJIB30BATEISIM BO3MOYKHOCTH CHSTH 3alUTy BBeAWTE Napoib B 1nojge HoBbIH mapoJsb
(Heo0s13aTEJILHO), A 3aTE€M MMOJATBEPAUTE €TO.

Ecnu mapons He 3afaH, yCTAHOBICHHBIE OTIPAaHUYEHHS MOTYT OBITh HM3MEHEHBI JIIOOBIM

IIOJIB30BATCIICM.

Oovekmbl uccnedoseanus, o000pyoosanue, mamepuanvl U HA2IAOHbIE

nocoous:

1. I19BM IBM PC.

2. OnepaunoHHas cpena. TeKCTOBBIA peaakTop.

3. DnexTpouHblii nokyMeHT «lIpakTuueckas padora NebSy.

3aoanue na pabomy (pabouee 3ad0anue):

W3yunuth anekTpoHHbI JOokyMeHT «llpaktuueckass pabora NeS5». M3yuure Teopernueckue
HOJIOXKEHUS PabOTHI
CocTaBuTh B TETPaJH KOHCIEKT MO0 U3YYEHHOMY MaTepHaiy.

[TpebsBUTH KOHCIIEKT HA IPOBEPKY IPENOABATEINIO.

3anyctuts Word u oTkpbITh (aitn [Ipumep2.doc u3 nanku Mou JOKyMEHTBI.

Jliig co3aaHust OrJIaBICHUS C CIOJIb30BAHUEM BCTPOEHHBIX CTUJIEH 3ar0JIOBKOB IPUMEHUTE
BCTPOEHHBIE CTHJIM 3arojIOBKOB («3arosoBok 1—9») k ab3ariaM, KOTOpbIE ClIEyET BKIIOUYUTH B
ornasieHue. st aToro, BeIAECTUB ab3all, B [10JI€ CTUIISI HA MTaHEIU HHCTPYMEHTOB
dopmatupoBaHHe BEIOPATh CTUIIb 3arojloBOK 1.

Y cTaHOBUTH Kypcop B KOHEI I0KyMeHTa. BbiOpars komanay OrnaBiieHue U yKa3aTeau B MEHIO
Bcraska. Ha Bkianke Ornasnenue B mojie Bun BeiOepuTe BUJ OrfiaBiIe€HUs, BKIIFOYUTD OMIIUIO
[TokazaTs HOMEpA CTpaHUII, 33]]aTh YKHCIIO YPOBHEH 3aroJIOBKOB 4, BHIOPATH 3aMIOJIHUTEIb.
[I{enxknyB kHONKY ITapameTpsl, packpbITh OKHO IlapameTps! ornasiaeHus uB nose JloctynHsle
CTHJIN BbIOpATh U3 CIHMCKa BCTPOCHHBIX CTUIIEH, UCTIOIb3yeMble A1l (POPMUPOBAHHUS
OTJIaBJICHUSA: 3aroyioBoK 1, 3aroiaoBok 2, 3aroiaoBok 3, 3arojioBok 4. 3aKpouTe OKHO
orpenesneHus napamerpoB oryasieHus U menkaute OK Ha Bkianke OrnaBieHus Uist COOpKU
OIJIaBJICHUS U BCTaBKU €r0 B JOKYMEHT.

Jlig co3ganusi IPEAMETHOTO YKa3aTells 10 TEKCTY TOKYMEHTA: IIOMETHTE 3JIEMEHTHI
IPEMETHOTO yKa3aTels B IOKyMEHTe, JJIsl 4ero, BBIAETHB CJI0BO, BEIOpaTh KOMaHTy
OrnaBnenue u ykazarenu B MeHIo BeraBka. Ha Bkitagke Ykaszarens METKHYTh KHOTIKY
ITomeTuTs. B packpeiBiiemcs 3arem okHe OnpeieseHue JIEMEHTa yKa3aTens MIEJIKHUTE B T0JIe
OCHOBHOM 3JIEMEHT M LIENKHUTE KHOMKY [loMeTuTh Bce, 4TOObI OTMETHTH BCE BXOKICHUS
YKa3aHHOT'O TEKCTa B IOKyMeHTe. Bce oTMeueHHbIE 37IEMEHThI yKa3aTesl BCTaBIISAIOTCS B BUJIE
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83.

84.

85.

86.

nosieit {XE}, opopmiieHHBIX CKpBITHIM TeKkcToM. Ecnu mosist {XE} He BuaHBI Ha 3KpaHe,
Ha)XXMUTE KHOIKY HereuaTtaeMbie CUMBOJIBI HA TTAHEN UHCTPYMEHTOB CTaHIapTHasI.

He 3akpriBas okna OnipeziesieHne 3JeMeHTa yKa3aTesis, BEIITOJIHUTE MPOCMOTP AOKYMEHTA U
MOMCK JIPYTUX CJIOB, BKIIFOUAEMbIX B YKa3aTelb. BoiieuB ouepeiHoe CII0BO, /ISl BKIIFOYEHUS €ro
B yKa3aTelb MIEIKHUTE B 1ojie OCHOBHOM 3JIEMEHT U IeJIKHUTE KHONKY [lomeTuTh BCe.
3aBeplInB MOMETKY BCEX CJIOB, BKIIFOUAEMBIX B YKa3aTellb, IEPEMECTUTE KypCOp B KOHEI]
nokymeHTa. BeiObepute komanay OrnaBieHue U yKazaTeian B MeHIO BcTaBka, a 3aTeM — BKIIAJIKY
VYka3zarens. Beibepure HyXHBINA BHJT yKazaTens u3 cinucka Bua u menkaure kHonky OK miis
BCTaBKH yKazarteJsl.

Bri0paB B Mento @aiin komauay [IpenBaputensHbIil MPOCMOTP, TPOCMOTPUTE, Kak OyaeT
BBITJIAJIETh JOKYMEHT C CO3IaHHBIMUM BaMU OTJIaBJICHUEM M yKa3zaTesieM Ha Oymare.

Brigenus nepsbie ABa ad3aia JOKYMEHTa, CKOIIMPOBATh WX B Oydep oOMeHa U BCTaBUTH 5, 6 pa3
nociie BToporo ad3ana. [locie 3Toro 0OHOBHUTH OTJIaBJICHUE JOKYMEHTA, YCTAHOBUB KYpPCOp B
OTJIaBJICHUE U IIENKHYB Ki1aBuiny F9. UToObl 0OHOBUTH HE TOJIBKO HOMEpPA CTPAHMUII, HO U
BKJIIOUUTH HOBBIE 3JIEMEHTHI, B OTBET Ha MPEAJIOKEHUE O BEIOOPE pekMa OOHOBJICHHS,
BbIOEpUTE BapUAHT OOHOBUTD L[ETTUKOM.

3aBepmInTh pabOTy peakTOpa TEKCTOB C COXpaHeHueM ¢aiiia moja MpeskHUM UMEHEM.
OdopmuTe otuer.

3aoanue 2

1. 3anyctuts Word u, ucnoss3yst Mactep pesiome, co3aath ¢aiiii, B KOTOPOM OTPa3HTh
cBeZieHHs 00 00pa30BaHMU, HABBIKAX U OMbITE PabOThl, HEOOXOAUMBIE /JIsl HY>KHOTO BUIA
paboTHI.

Jliig co3ganust pe3roMe ¢ UCIOIb30BaHUuEM MacTepa BriOepuTe komanay Co3aaTh B MEHIO
@aiin. B okne Co3znianue JOKyMeHTa BbIOepuTe BKIAAKY Jlpyrue TOKyMEHTHI, 3aTeM JIBaXIbl
HIeJTKHUTE 3Ha40K Mactep pestome. [locie aToro Ha skpane OyAeT pacKpbITO OKHO CO3JIAHHS
pe3loMe ¢ UCII0Ib30BaHueEM Mactepa (puc. 1).

Puc. 1. Coznanue pe3rome ¢ MoMOIIbI0 MacTepa

B neBoif yacTu okHa MacTepa yCcJI0BHO 0003HAUEHBI 3TAIlbl CO3/IaHUS JOKYMEHTA TUIIA
pe3tome. Jlyig onpesiesieHns: CocTaBa U CBOMCTB CO3/1aBa€MOr0 JOKYMEHTA CIIeIyHTe yKa3aHUIM
MacTepa: BBOAUTE JaHHbIE 0 cebe, BhIOMpaiTe BapuaHThl odopmieHus. g nepexona k
CIIEyIOIIEMY 3Tally LIeNKainTe KHONKY Jlaee Ha OKHE MacTepa.

Ha nepBom 3tamne, mpocmaTpuBasi BApUAHTHI CTHIIEH 0QOpPMIICHHUS pe3toMe, BRIOEpUTe
CTUJIb CO3JaBA€MOT0 JOKYMEHTA: CTaHAAPTHBIN, COBPEMEHHbBIN MU U3bICKaHHBIN.

Ha cnenyromem stane onpeaeanTe THI pe3toMe: 00bIYHOE, XPOHOJIOTHYECKOE,
byHKIIMOHAIBHOE WK MTpodeccnoHanbHoe. 3aTeM BBEIUTE JIaHHbIE BAILIETO ajpeca, YKaKuTe,
KaKHne CBE€IACHUA O ce0e BBl XOTUTE BKIIIOYHUTE B pE3roME. llanee YKaXUTE, KAKWEC U3 CTAaHJAPTHBIX
ITYHKTOB CJIC€AYCT BKIIIOYHUTH B BallI€ PE3IOMCE.

Ha cnenyromem stare quanora ¢ MacTepOM BBIOEPHUTE IOMOJTHUTEIbHBIE TTYHKTHI,
KOTOpBIE CIIeIyeT BKJIIOUUTH B Ballle pestome. [Ipu aTom, BeIOHpast MyHKTHI Pe3lOMe U IIeTKast
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kHOnkY BBepx u BHU3, BB MOXKeTe MOMEHATh MOPSAOK pa3MelIeHHs] TyHKTOB B CO3/1aBa€MOM
pe3roMe.

3aBepIuTe TUAIOT C MACTEPOM, IIENIKHYB KHOMKY ["otoBo. [Toce atoro B okue Word
OTKPOETCSI BApUAHT BAIIIETO PE3IOME, YTOUHUTE OT/AEIbHbIC TTO3UIIMH, 3aIIOJTHUTE €T0
KOHKPETHBIMU JAHHBIMHU U pPE3IOME FOTOBO. ,

2. CoxpaHUTb CO3JIaHHBIN TOKYMEHT B (paitie Pe3tome.itoc B manke Mou J{okymMeHThI Ha
nucke C:.

3.Ucnonb3ys Tabmuisl Word co3aath m1abiioH CIIAYONIETro COACPIKAHMS:

MunncrepcTso obpasosanns Poccun T
Kowmnrer o6pazosanus r. Caparoea |
Cpenuss umcona Ne __ |

|

|

CHPABKA
r. Caparos, yn. Kocmonastos, 23
Tén, 45-23-56 ’
Ne__ora_» 200__r.
______________ L]

Jlana y (BBETHTE ¢ W AMz)

19 ___ ropa poxyeHus, IIpoXHBalomeMy 1o azipecy: (Ykakure
TOUHBIH APEC MPOXKBAHUS) !

BTOM, 5T0 OH oﬁy-racrcn B (yxm‘re TIOTHOE HAHMEHOBAHHE mouu)
B Knacee, N
CnpaBxa aHa JUIs IPEXBABIICHHS IO MECTY TPEOOBAHHS.

JAHPEKTOP MIKQIHI WL Merpos

I'panuibl sueek TabIUIBl, YKa3aHHbIC TYHKTUPHOM JTMHUEH, 3a/1aTh HEBUAUMBIMH.

4. Coxpanuts mabioH, BeIOpaB B MeHIo Daiin komanay CoxpaHUTh Kak. B auanoroBom
okHe CoxpaHeHue 10KyMeHTa B nojie Tun Qaiina BeiOepute Bapuant ll1abnoH fokymeHTa
(*.dot), B mone Nms aiina Beeaute ums CripaBka u mmenkHute kHorky Coxpanutb. Obparure
BHUMaHMUE, 4TO 111a0JIOH coxpaHseTcs B nanke 111a6ioHsl.

5. 3akpoiite daitn Crpaska.dot u co3maiiTe HOBBIN JOKYMEHT Ha OCHOBE I1a0JIOHA
Cnpaska. B mento @aiin Beibepute komany Co3nats, fajnee B [uanoropoM okHe Co3nanue
JIoKyMeHTa BeiOepuTe mabinon Crpaska, B mose Co3aarh yKakuTe BUJ (aiiia: JOKYMEHT U
menkauTe knonky OK. B okne Word packpoercs 1mabiioH ClIpaBKy, B KOTOPOM BBEIHUTE
KOHKpETHBIE IaHHbIE, HallpuMep o cede. 3aKpbITh (ailsl JOKyMeHTa, COXpaHuB ero Ha aucke C: B
nanke Mowu noxkymeHThI o umMeneM Crpaskal.doc.

6. 3akpbITh OKHO Tporieccopa Word.

X00 pabomut (nopadok evinonnenus padoomot):

29.
30.
31.
32.

33.
34.
35.

CryzaeHT JOMKeH 3aHTh padouee MECTO 32 KOMIIBIOTEPOM
3arpy3uTh 31EKTPOHHBIN T0KyMeHT «IIpakTnueckas pabora NeSy»
3aKOHCH€KTI/IpOBaTI) OCHOBHBIC IMMOHATHUA U OIPCACICHUA

3amnmcary u 3a1aTb BONPOCHI NPCIOAABATCIIHO, CCIIN KOHCHeKTpreMLIﬁ MaTepurajl BbI3bBIBACT

TPYAHOCTHU B IOHUMAaHHUN

3anucath NOSICHEHUS MTpenoaBaTels
IIpenpsaBUTH KOHCIIEKT Ha IIPOBEPKY

3aBepiuTh paboTy

Cooepocanue u ohopmaenue omuema

Otuer nomKeH ObITH OPOPMIIEH B TETPAAM U coliepkaTh HazBaHue [IpakTuueckoit
paboTsl, Aaty BbinodaHeHus1, Ne rpynmsl 1 M.O.Damumuio cTyaeHTa, 3ajaHie Ha paboTy U
ONMCaHUE OCHOBHBIX CBEJECHUH, IPABWII U IPUEMOB, U3YUEHHBIX ITPU BBIIIOJIHEHUN
[TpakTryeckoit paboThI, BHIBOJIBL.

77



IIpakTuyeckas padora Ne6

ABTOMaTH3a1IMsl BLINOJTHEHUS 3aav ¢ IOMOIIbI0 MAKPOKOMAaH/I.

BriiroyeHne M OTKJIKOYEHHE HAACTPoeK B npuioxeHusax Office

Henw Ilpakmuueckoit pabomul
N3ydenne cnenuaabHbIX BO3MOXKHOCTEH pabOThI B TEKCTOBOM PEIAKTOPE

Teopemuuecxue noJlo)cenHus

Makpoc — 310 Habop KoMaHJ (MHCTPYKLMIT), HamMCaHHBIX Ha s3bike Microsoft Visual
Basic, 3amaromux ¥ aBTOMATUYECKH BBINOJHSIONIMX ONPEICICHHYIO IOCIEI0BATEIbHOCTh
neicTBuil o mpeobpazoBanuio gokymenta MS Word. B kadecTtBe Takux AEHCTBHA MOTYT
BBICTYNaTh BBOJ, 00paboTka u odOpMJICHHE [aHHBIX, ICHCTBHS C JUarpaMMamu |
rpadpuueckumMu o0beKTaMu U T. 1. C MOMOIIBI0 MaKpOCOB MOXHO aBTOMATHU3HPOBATh JFOObIE
orepanvu Mo o0pabOTKe MOKYMEHTa, KOTOpPBIE MOXKET BBIMOJHUTH MOJb30BaTedb. OOBIYHO
MaKpOChl HCIIOJNB3YIOT JJISi aBTOMATH3AlMU TPYJOEMKHX HW/WIIM PEryJSIpHO MOBTOPSIOIIUXCS
3amad. OnHOW W3 TakWX 3a4ad sBIsieTcs mpeoOpasoBaHume U oQpopMIIeHHE BeO-CTpaHUII,
coxpaHeHHbIX n3 MHTepHera. [Ipobnema 3akiarodaeTcst B TOM, 4TO 00pabOTKy BeO- CTpaHHIl B
MS Word 3aTpyaHsioT crneinudryueckue CpeicTBa WX pa3sMeTKH u (op- MaTHpPOBaHHS, K
KOTOPBIM OTHOCSITCSI MHOTOUYHCJICHHBIC BIIOKEHHBIE APYT B JIpyra TaOIUIbI, pa3pbIBbl CTPOK
BMECTO KOHIIOB a03alleB, Hepa3pblBHbIE MpoOenbl M Jpyrue 3JaeMeHThl. Kaxayro u3 aTux
npoOiieM, pasymeeTcs, MOXKHO PEHIMTh C TOMOIIBI0 TpamuiMOHHBIX cpeacte MS Word, Ho
CO3/laHME MaKpOocCa, aBTOMATH3HPYIOIIETO BBIOJHEHHE HYXHBIX OIEpaluii, CYIIECTBEHHO
00JIETYUT U YCKOPUT paboTy. Makpoc MOXKHO HalMcaTh BPYYHYIO Ha SI3BIKE MTPOTPaMMHUPOBAHUS
Microsoft Visual Basic (MVB) uiu co3aath B pesxxume "POTOKOIUPOBAHKS", TPU KOTOPOM BCE
BBITIOJTHSIEMBIE TOJIb30BATENIEM JICUCTBUS AaBTOMAaTHYECKH 3aluChiBalOTCs Ha s3bike MVB.
[TepBbIif crioco0 cozmaHust Makpoca TpeOyeT 3HaHUS sI3blKa MPOrPaMMHUPOBAHUS U MO3BOJISET
co3/laBaTh 0oJjiee CIOXKHBIE IO BBIMOJHAEMBIM JIEHCTBUAM, HO 0ojee KOPOTKHE U MPOCThIE 1O
COJEpKAHMI0 Makpochl. JliIs 3ampcu  Makpoca BTOPbIM — CHOCOOOM  3HaHMH  sA3BIKa
IpOrpaMMHUpPOBaHUsl He TpeOyeTcs, OJHAKO MAaKpOChl IPU 3TOM CIIOCOOE CO3AaHUs WHOT/A
HOJYYaroTCs U3JHUIIHE JTUHHBIMU U CJIOXKHBIMH 110 COAepkKaHUI0. BripoueM, 3HaHUS HEKOTOPBIX
OCHOB TIPOTPAaMMHUPOBAHHs JIOCTaTOYHO JUIS TOTO, 4YTOOBI PEJAKTHPOBAHWEM BHECTH
HeoOXxouMble N3MeHeHus! B Makpoc. Co3znaHue Makpoca METOJIOM MpoTokoynruposanus [pexne
YeM MPHUCTYNHUTh K CO3/IaHUI0 MakKpoca, 4YeTKO COHOpPMYJIHMpYWTE TOCTAaBICHHYIO 3agady H
CIUITaHUpYyWTEe paboTy TO €€ pEemIeHHI0O B BHUJAE psda MOCIEIOBATEIBHBIX ATAMOB. ITO
HE00X0UMO Ui TOTO, 4TOOBI BO BpPEMs 3allMCH MaKpoca He NMPOU3BOAMTH JMIITHUX JACHCTBHIH,
KOTOpbIE aBTOMAaTHYECKH OyAyT BCTaBIATHCS B €r0 MPOTPAMMHBIA KOA. 3aTeM BBIIOJIHHUTE
CJIEIyIOIINE ONEpaLlUu:

1. Bemmonnute komany Hauats 3anuch noamento Makpocsl MeHio CepBuc.

2. B okne 3anuck Makpoca B nosie MM Makpoca yKakUTE UMs CO31aBa€MOr0 Makpoca.
Hms makpoca MOXKET cojepkaTh OYKBBI W IUQPBI, HO HE MOXET HAYMHATHCA C IUQPHI, HE
MOYKET COJIEpKaTh MPOOEIBI U JII0OBIE 3HAKH, KPOME 3HaKa Mo YepKuBaHus. B omHOM daiire mmm
1a0JIoHe HE MOXKET OBITh MaKpO- COB C OJTMHAKOBBIMH UMEHAMH. Y TOOHO NMPHCBaNBATh MaKpOCY
OIHCATENHHOE UMsI, IO KOTOPOMY MOYHO OIPEJEIUTh €ro Ha3HAYeHHE.
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3. B packpeiBaromemcs ciricke Makpoc A0CTyneH i Beioepurte (aitn niau mabioH, B
KOTOPBII OyaeT coxpaneH Makpoc. Eciin Makpoc mpernosaraeTcsi HCIOIb30BaTh HEOTHOKPATHO
B pa3IMYHBIX IOKYMEHTaxX, TO HY)KHO BbIOpaTh napamerp Beex nokymentos (Normal.dot).

4. B none OnucaHue 1o yMOJIYaHUIO YKa3bIBaeTCs aBTOP CO3AaBaE€MOI0 Makpoca U JaTa
co3nanus. llpu ’KemaHMM MOXKHO M3MEHUTh 3Ty HWHPOPMALMIO W/WIM BBECTH JpyTue
ONUCATENIbHbIE CBEJICHUS O CO3/1aBA€MOM MAKpOCE, KOTOpPbIE MOTYT IOMOYb I10Jb30BATEISIM B
BbIOOpE pelIeHus 10 MOBOIY MPUMEHEHHS 3TOT0 MaKpoca.

5. Ilocne ycTaHOBKHM BCeX MapaMETpPOB CO34aBA€MOI0 MAKpOCa B OKHE 3aluCh Makpoca
HaxxmuTe KHONKY OK.

[epen 3amyckoM 3amucu Makpoca Juis y100cTBa MOCIEAYIOUIET0 UCIOIb30BAHUS MOKHO
CO3/aTh KHOIKY IAHEJIM MHCTPYMEHTOB (KHOIKa IlaHenu) uiam Ha3HAuUUTh COYETAHUE KIIABUII
KJIAaBUATYpBI, KOTOPBIM OyneT 3amyckatbcs Makpoc (kHomka Knasumm). [locrme cosmanust
KHOIIKM WJIM Ha3HA4YEeHMs COYETaHUs KJIaBMII 3allCh HAaYMHAETCsS aBTOMaTudecku. B mpouecce
3allMCU MaKpoca HYXHO IOCJIEOBAaTEIbHO BBINOJIHATH BCE 3allJIJAaHUPOBAHHBIE paHEe JEUCTBUS
0 CO3JaHUI0 WIM MpeoOpa3oBaHUIO JOKyMeHTa. JIeHCTBUS MOMHO BBIINOJNHSATH C
MCIIOJIb30BAaHUEM MBI U KJIaBUATYpPhl, BKIOYas KOMOWHAIIUYU KJIaBHIL. MOXHO MOJIb30BaThCS
KHOIIKaMU TaHeJlIe MHCTPYMEHTOB, KOMaHJaMU CTPOKH MEHIO M KOHTEKCTHBIX MeHI0. KHonKkoMi
OtMmeHuTh naHesnu UHCTpyMeHToB CTaHJapTHas MPH 3allMCU MaKpoca IM0JIb30BaThCs Helb34. [1o
OKOHYAHUU BBINIOJHEHUS BCEX 3allVIAHUPOBAHHBIX JEUCTBUM JUISl IPEKPALLEHUS 3allMCU MaKpoca
Ha)XMHUTE KHONKY OCTaHOBUTH 3allMCh MaHENW HHCTpyMeHTOB OcTaHOBUTH 3amnuch. [lpu
HEOOXOJMMOCTH MOJKHO M0Jb30BaThCcsl KHoOMkoW Ilay3a 3Toil ’xe mnaHelu WHCTPYMEHTOB.
JlumHve WM OmMUOOYHO BBHIMOJHEHHBIE JEUCTBHUS B Makpoce MOXKHO OyAeT M3MEHHUTb WIH
YAATUTh NPU PEJAKTUPOBAHUU, TaK e MOKHO JOOABUTH IOTIOJHUTENbHBIC JCHCTBUS.

BrJIoueHne U OTKJIIOUEHNE HAACTPOeK B mpuiioxkenusix Office
B o6mem ciydae, HajACTpOWKM — 3TO JIONOJHUTENIbHBIE BO3MOXKHOCTH, IO3BOJISIOIINE
J00aBIIATh MOJIb30BATEICKAE KOMaHbI M ClielMaibHble QYHKIMM B IPUI0kKeHUs Bolrycka 2007
cucremsl Microsoft Office. Hampumep, cmapr-Teru, riaobanpHble mabnoHsl 1 XML-cxeMsl
SBJISIIOTCSI HAACTPOMKAaMU WMJIM, WHAU€ TOBOPS, «PACIIUPEHUSAMH MPHIIOKEHHI», TOCKOJIbKY OHU
oOoramator Bo3MoxHOCTH mHpuioxkeHuid Office. Hekotopsle Hanctpoiiku, Takue kak COM,
MOTYT PACHIMPUTh (PYHKIHMOHANbHbIE BO3MOYKHOCTH HECKOJBKMX HpUIOkKeHHH. B crarbe

OIMUCHBIBACTCA, KaK ITPOCMATPUBATH Ha,Z[CTp01>’IKI/I " YHIPAaBJIATh UMH B IPUJIOKCHUAX Office.

IIpocMoTp yCTaHOBJIEHHBIX HAACTPOECK
[Tpu ycranoBke Bbimycka 2007 cucrtembl Microsoft Office Ha KoMmbIOTEp yCTaHaBIMBAIOTCS
HECKOJIBKO HaJICTPOEK.
Jns npunoxxenunii Beimycka 2007 cuctemsl Microsoft Office.

Word, Excel, PowerPoint u Access

Haxmure kHomky Microsoft Office , 3arem kuomnky Ilapamerpsr Hmsa
npozpammer (tne Uma npozpammel — 3TO UMs NPOTrpamMMbl, B KOTOPOH B JAaHHBII MOMEHT
npoucxoguT pabdora, Hampumep I[lapamerpst Word), a 3atem BbIOEpUTE KaTEroOpHUIO
Hancrpoiiku.
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Visio, Outlook, Publisher u InfoPath

B wmento CepBuc BbiOepute nyHKT LleHTp ymnpasiieHusi 6e30I1aCHOCTBIO U
niesnkHute Haperpoikm.

IIpocmoTpuTe HaACTPOMKM M PACUIMPEHMs NPUIIOKEHHMM, KOTOPBIE PacIpeNeieHbl I10

KaTErOpHsIM CIIeIyIOIIUM 00pa3oM.

AKTHBHBIE HA/ACTPOIKH npuiaokenuin Pacmmpenus, KOTOpBIE
3apEeruCTPUPOBAHBI M B HACTOSIIMI MOMEHT BBIIIOJIHAIOTCS B TaHHOM Ipritoskenun Office.

HeakTnBHBICe HAACTPOMKH NPHJIOKeHUH HancTpoilky, KOTOpbIE yCTaHOBIICHBI
Ha KOMITBIOTEPE M0JIb30BATENA, HO B HACTOSIIMI MOMEHT He 3arpyxeHsl. Hanpumep, cmapr-teru
nuiu cxembl XML akTUBHBI TOJIBKO TOTZA, KOT1a OTKPBIT JOKYMEHT CO CCBUIKOW Ha HUX. [Ipyrum
MPUMEPOM MOTYT CIY>KUTh HaacTporiku COM, npuBeaeHHbIe B [uagoroBoM okue Haacrpoiiku
COM. Ecmu ¢naxok mis Hanctpoiiku COM ycTaHOBJICH, dTa HaJACTpOWKa akThBHA. Ecim
¢maxok s Haactpoiiku COM cHAT, TO HaACTpOiika HeakTHBHA. YTOOBI y3HATh, KaK OTKPBITh
nuanoroBoe okHo Haacrpoiika COM, cwm. crienyronuii pasaen «YnpapieHue YCTaHOBICHHBIMH
HAaJICTPOMKaMI.

Hapacrpoiiku, cBsizannble ¢ gokyMeHTamm aiinbl 1m1a00HOB, Ha KOTOpHIE
CCBUIAIOTCS TEKYIIHME OTKPBITHIE JOKYMEHTHI.

OTkiIl0YeHHbIEe HAACTPOWKH npuiaoxkeHuil Hanctpoiiku, kotopsle Obuin

ABTOMATHUYECKH OTKJIFOUEHBI, IIOCKOJIBKY NMPUBOIMIN K cO0siM B paboTe nputoxkeHuit Office.
OnpeneneHue HACTPaNBaeMbIX KHOIIOK M 3JIEMEHTOB YIIPaBJeHUs, 100aBJIeHHbIX U3
HA/JICTPOEK Ha JIeHTY

Hanctpoiiku u 1OKyMEHTBI MOTYT A00aBISTh Ha JIEHTY HAacTpauBaeMble KHOIKHU U 3JIEMEHTHI
ynpasieHus. i1 BceX HACTpauMBaeMbIX JJEMEHTOB YIPABICHHS HA JIEHTE CYIIECTBYET
CIlelraabHas BCIUIBIBAIOLIAs MOJCKA3KA, KOTOpas ONpPEAEIsieT HCTOYHHK JIEMEHTA YIIPaBJICHUS.
B nanHOM mpuMmepe HMCTOYHHMKOM 3yieMeHTa yrpaBieHus sBisgercs «RXDemo.xlsm», u a3to

OmnpeacsICHO BO BCIUIBIBAIOMICH MOJCKA3Ke dJIEMECHTA YHpaBJICHUA.

HaacTpokkKH

J L3 W nelbka

F Pucosatme
Brnaaka
Ribbor | W= BrneTR

MoA HaACTROMKa

Bunanka Ribbon

G RxDemo.dsm

Ana NonyYeHHMA A0NoNHHTENEHEL:
CEEAEHHA HIHMHTE KRaEHWy F1,

Takum 00pa3zoM, IMOJIb30BaTeNb 3HAET, YTO HWMEHHO SIBISETCS HMCTOYHMKOM HACTpauBaeMbIX
3JIEMEHTOB, U MOKET yJAIUTh UM U3MEHHUTH JOKYMEHT, II100aJbHBIN 1a0JIOH MM HAJCTPOUKY
COM, mnpeacTaBISOLIYI0 3TOT 3JEMEHT YympasieHus. UToObl y3HaTh, Kak HPOCMOTPETh

ycTaHoBJIeHHbIE HaacTporku COM, cM. mpeabIayuid pa3ies.
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YnpasjieHue yCTAHOBJIECHHBIMHM HAJCTPOHMKAMHU
K ynpaBnenuto HaacTpoWKamMu MOTYT OTHOCHUTHCS BKIIIOUEHUE M BBIKIIOYCHHE HAJCTPOMKH,
noOaBieHHEe WM yNajeHHe HAJCTPOHMKH, a TakkKe YCTAaHOBKAa HAJCTPOWKM B AKTUBHOE WIIU
HEaKTUBHOE COCTOSIHUE.
s mpunoskenuit Beimycka 2007 cuctembl Microsoft Office:
Word, Excel, PowerPoint u Access
Haxmute knomky Microsoft Office , a 3arem knonky Ilapamerpul Hma
npozpammol (tae Uma npozpammer — >TO UM MPOTPaMMBbI, B KOTOPOH B JTaHHBI MOMEHT
npoucxoauT pabora, Hanpumep Ilapamerpbl Word). Beibepure nynkr LleHTp ynmpaBJjienust
O0e3onacHocTblo, HenkHUTEe IlapameTpbl HeHTpa ynpaBjieHUsI 0€30IACHOCTBbIO, a 3aTeM
menkaute Hapcrpoiiku.
Visio, Outlook, Publisher u InfoPath
B menio CepBuc BboiOeputre nmyHKT LleHTp ymnpasiieHusi (6e30MacCHOCTBIO U
menkauTe Hapcerpoiiku.
B mone /Iucmerdep MIENKHUTE HY)XHYIO HAQJACTPOMKY, a 3aTeéM HAXKMUTE KHOIMKY
IepeiiTu.
Bri6epute Hy X HbBIE TapaMEeTpBHI.
CBeneHuss MO BKJIIOYEHHUIO HAACTPOEK, OTKIIIOUEHHBIX CHUCTEMOW O€30MacHOCTH IEHTpa

YHpaBJICHUA 6630HaCHOCTLIO, CM. B CJICAYIOIIUX NBYX pa3aciiax.

Kak ¢ nmomomplo meHTpa ynpasjeHHsl 0e30NACHOCTBIO 3ALIUTHTBLCH OT Hebe30MmacHbIX
HA/ACTpPOeK?

Tak ke, Kak MakpoChl M 3JIEMEHTHl ynpasieHus ActiveX, HaJCTPOHKU MOTYT MCHOJIb30BATHCS
XaKkepaMH B TMPECTYNHbIX MLENsAX, HampuMep s pachnpocTpaHeHus BHpyca. [locKoIbKy
HAaCTPOMKM CO3/AAI0TC HE TOJBKO Kopropauueil MalikpocodT, CyLIECTBYIOT oOIpeJeleHHbIe
YCIIOBHS, COTJIACHO KOTOPBIM HAJCTpOilKka cuMTaeTcst 3acimyxuBaromied nosepus. LleHTp
ynpaBieHus: 6€30MacHOCTbIO TPEOYEeT COOMIOACHNUS CIEAYIOMIMX YCIOBUA.

Hancrpoiika 1omkHa ObITh OANUCaHA HU(PPOBON MOAMUCKHIO Pa3paboTUHKA.

[MudpoBast moAnKCh JOMKHA OBITH JEHCTBUTENLHOM.

[Tudposast moanuck 10HKHA ObITH JefcTBYOIIEH (HE MPOCPOUEHHOM).

Ceprudukar nudppoBoi NOANMCH JOKEH ObITh MOATBEPXKACH aBTOPUTETHBIM LIEHTPOM
ceprudukanyu (LIC).

Pa3paboTuuk, moanucaBmInii HAJICTPOUKY, TOJKEH ObITh TOBEPEHHBIM U3aTEIIEM.
Ecnu neHTp ynpasieHus 0€30MaCHOCThIO HAXOIUT MOTEHLUAIBHO HEOE30MacHYI0 Ha/ICTPOIKY,
HE COOTBETCTBYIOUIYIO 3THM KpUTEpHUSM, TO IO yYMOJYaHHUIO OH ee oTkimouaer. [Ipu stom
HOSABISIETCS MaHeNb COOOLICHUH ¢ YBEJIOMIIEHHEM O MOTEHIMAIbHO HeOe30MmacHOW HaACTpoiike

HJIN paCIMPCHUN TPUIIOKCHUS.
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Q] Mpeqynpesgessee cHCTeMs BEIONBCHOCTH  AKTHEHOE cofepxmMoe Guno oTknkueno | Mapawetpol

Ecnu Ha manenu coobmenuii menkHyTs [lapamerpbl, 0TOOpa3UTCs TUATIOTOBOE OKHO CHCTEMbI
0€30MacHOCTH, B KOTOPOM MOXHO BKIIIOUUTh HAACTPOWKY. [l NpUHATUS pelIeHus, He

HapyIIarIero TpeOoBaHui OE30MacHOCTH, Mepe]] BKIOYCHUEM HAJICTPOMKH 03HAKOMBTECH CO
CJICAYIOUINM Pa3/IeioM.

B mporpammax Microsoft Office Outlook 2007 u Microsoft Office Publisher 2007
NPEIYIPEKICHUST CUCTEMBI 0€30ITaCHOCTH 0TOOPAXKAFOTCS B TMAIIOTOBBIX OKHAX, & HE Ha MaHeNn
coobmenuii. [lo ymomuanuto B mporpamme Office Outlook 2007 paspemaercs 3amyckatb Bce
YCTaHOBJICHHBIC HAJCTPOWKH. YTOOBI HM3MEHHUTh HACTPOHKM MO YMOJIYAHHWIO, CM. pa3Jeln

OTO6pa)I(eHI/Ie 1 UBMCHCHHEC HACTPOCK 0€e30IacHOCTH JIA HAACTPOCK.

Yro caenyer aeiaTh, €CJM B COOOIIEHUH CHCTEMbI 0€30NIACHOCTH NpeAiaraeTcs BKJINYHTH
WIN OTKJIIOYHUTH HAICTPOIKH MU paclIUPeHUe NPUJI0KeHUus?

ITocne OTO6pa)KeHI/I$I JAUaJIOroBOro OKHa CUCTEMbI 0€30I1aCHOCTH MOJKHO BKJIIOYUTH HaﬂCTpOﬁKy
TOJIBKO IJIg TEKYLICTO CCaHCa, BLI6paB 3HaYeHHE BKINYHTH Ty HﬂIICTpOﬁKy TOJBbKO 1JIdA

JAHHOT0 ceaHcCa, WJIMU OCTaBUTh HaHCTpOﬁKy BBIKJIIOYEHHOM. Cne,uyeT BKJIIOYAaTb TOJBKO

HaaCT OﬁKH, IMOJIYUCHHBIC U3 NCTOYHUKOB, 3daCITYKUBAOIINUX JOBCPH.
MapameTpul Ge3onacHocTH Microsoft Office @ @
@ O CHCTeMBI H

Hancrpoixa
HancTpoiika npunowsms Gkina oTkmoHera, HAACTROMa! MOMYT CORSPIWETS SMpYCa
PR y——
nNoANMCH. -t HO B2

ABARETCR MIAITENL, KOTOPRIA NoKa He 6Lin AoBaBneH k Bamemy ciuciy
HAOEHHLIX HCTOIHHKOB,
LononswTentite coegesst
Hancrpoiika: Microsoft Live Meeting

Noanwes

Mognicaro: Microsoft Carporation

Cpox neficTenn cepridukara: 05,04,2006

Ceprndwcar swpan: Microsoft Code Signing PSA

MNoKa33Ts COCTAB NoANMCH

(%) YCTaHOBHTS JALUMTY OT HEMSBECTHOMD COAEPHMMOTD {PEKOMEHAYETCR)
) BrAIGMUTS 3Ty HSACTPOSKY TONBKD ANA JSHHOMD CEAMCa.
> BRADUUTS BECH KoM, ONYBAMKOEHHEIT TMM KBTENEM,

[ —

B kauecTBe anbTepHATHUBBI MOXKHO B SIBHOM BHUE IOBEPUTHCS H3JATENIO, BHIOpaB Mmapamerp
Bkiawounts Bechb KOJA, ONYOJUMKOBAHHBIM JITHM H3JaTedeM. OTO JEHCTBUE BKIIOUUT
HAJCTPOWKY M OIpeneiuT Jo0oe mporpaMMHOe OOecleueHre JAHHOTO W3JaTeNs Kak BCerna

HaOCKHOC.
Microsoft Office Outlook

B mporpamme Office Outlook 2007 mnocne oToOpakeHHs AMATIOTOBOTO OKHA CHCTEMBI
0€30IaCHOCTH MOKHO BKITIOYHTH HAJICTPOMKY TOJBKO JUIS TEKYIIETo ceaHca, BHIOpaB 3HAUYCHUE

Bk1104uTh HAACTPOIKY NPHJIOKEHHUS], WM OCTaBUTh HAJCTPOWKY BbIKIIOUeHHOU. Cremyer
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BKJIIOYAaThb TOJBKO T€ HAICTPOMKH, KOTOPbIE T'apaHTUPOBAHHO IIOJIYYEHbl U3 HCTOYHUKOB,

3aCIYKHUBAOIIUX JOBCPHUA.

Wapewenwe cucTesmsl SeacnachocTr Microsoft Office Outlook

™
@ Microsoft Office .

Mys & hafiny: €-\Documents and Settings\Desktop\SimpleTrustiSimpleTrust.dll
373 HACTPONKE NPAIOKEHKRA OTHICHENE W3-32 NBDIMETPOR BEIONACHTCTH

Donanssrensse caenerms

[ fpeeprme |2 | [ormosm. ]

B kauectBe AJIBTCPHATUBBI MOXXHO B SABHOM BHAC HOBCPUTHCA H3AATCIIIO, BBIGpaB napameTp
I[OBepﬂT]: BCEM JOKYMCHTaM OT 3TOro usjaarTeis. 910 JIEHCTBUE BKIIFOUHT HaﬂCTpOﬁKy u
OnpCaACIIUT 11000€ MporpaMMHOC obOecrieucHue JaHHOI'O U3JaTCJId KaK BCCraa HAJACXKHOC.

I[OHOJIHI/ITCJIBHLIG CBCACHUA O NOBCPCHHBIX U3AATCIIAX CM. B Pas3zciic I[O63BJICHI/IC, YAAJICHUC U

MIPOCMOTP JIOBEPEHHBIX U3ATEIICH.

Oto0OpakeHue M U3MEHEHHUE MapaMeTPOB 0e30MaCHOCTH JIA HA/ICTPOEK
Jis npunoxenuit Beinycka 2007 cuctemsl Microsoft Office:
Word, Excel, PowerPoint u Access

Haxwmure knonmky Microsoft Office , a 3arem knonky Ilapamerpbr Hma
npozpammut (rae Uma npozpammer — 3TO UMs NPOrpaMMbl, B KOTOPOH B JaHHBI MOMEHT
npoucxoauT pabora, Hanpumep Iapamerpsl Word).

Bribepure kareroputo LleHTp ynpasJjieHusi 0€30MaCHOCTBIO 1 HA)KMUTE KHOIIKY
ITapamMeTpbl HeHTPa ynpaBJieHHs 0€30MaCHOCTBIO, a 3aTeM HienkHuTe Hagcerpoiku.

BriOepure HyxHble apaMeTpsl. J[aHHbIE YCTAaHOBKH HE SIBJISIOTCS BBIOpAHHBIMU
0 YMOJIYaHHUIO — KpOME ciydaeB, Korja paboTa MHpPOUCXOIUT B JIOKAJbHOM CETH, TIJe
CUCTEMHBIN aJIMUHUCTPATOP MOI M3MEHUTh HACTPOWKH IO YMOJYAHHUIO B COOTBETCTBUU C
YCTaHOBJIEHHOM NTOJIMTUKOM.

Bce HagcTpoiikm NPWIOKEHHH  JOLKHBI  ObITH  NOANHUCAHBI
HaeKHBIMH  M3AaTessiMu BeiOepure 53TOT mapamerp, ecinu TpeOyercsi, uTOOBI LEHTP
ynpaBiieHus: 6€30MacHOCThIO MPOBEPsUT HU(POBYIO MOANHUCH (ailia TMHAMUYECKOH OMOIMOTEeKH
(paitma DLL), B kKOTOpOM cofepkuUTCs HaacTpoiika. Ecinu u3natens He sBISETCS JOBEPEHHBIM, B
nanHoe mnpuinoxkenne Office HancTpolika 3arpykeHa He OyAeT, a Ha MaHENIM COOOLIeHUH
0TO0OpasuTCs yBeIOMJICHHE, YTO HA/ICTPOIKa OTKIIOUEHA.
OTKJII0YHMTH yBeJOMJICHHE /IJIs HeNMOANMCAHHBIX HAACTPOeK (Kox

OCTAaHeTCsl OTKJKYEeHHbIM) YCTaHOBKA 3TOr0 (iaXkka BO3MOXKHA, €CIM YCTAHOBJIEH (JIaXKOK
Bce HagcTpoiiku NpHJIOKEHUH AOJKHBI ObITHL MOANMCAHBI HAAEKHBIMM HM3aaTeassMu. B
HEKOTOPBIX CUTyalusax Qaiin quHamudeckoi 6ubianotexu (daitn DLL), B KoTopoMm coaepxKutcs
HAJ/ICTpOiiKa, MOKET ObIThb He moAamucaH. B Takux ciydasx OyayT BKJIIOYEHBI HAJCTPOUKH,
MOJNMCAaHHbIE JTOBEPEHHBIM H3/aTeNIeM, a HEMOMICaHHbIe HaJICTPOUKH OYJIyT OTKIIIOUYEHBI 0e3

YBCAOMIICHHUA.
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OTKJIIYHMTH BCe HAACTPOIKHM NPHJIOKEHHH (BO3MOKHO HApylLIeHHe
(PYHKIIMOHAJBLHOCTH) — YCTAaHOBHTE 3TOT (DJIAXKOK, €CIM OTCYTCTBYET JOBEpHE K JIHOOOM
HajCTpoiike. Bee HamcTpoiiku OyAyT OTKIIOYCHBI 0€3 YBEIOMIICHUS, a YCTAHOBKA (DIIAYKKOB IS
JPYTUX HaJICTPOEK CTAHET HEIOCTYITHOM.

OTa HaCTpOiKa BCTYNHT B CHITY TOJIBKO MOCTe BBIX0/a U nepe3amycka nporpammsl Office.
Visio, Publisher nau InfoPath
B menro Cepsuc BeiOepute nyHKT LleHTp ynpaBieHust 6e30acHOCTHIO.
Bri6epure paznen Haacrpoiikm.
Bri6epute HykHbIE TapaMeTpsbl. J[aHHbIE YCTAaHOBKHU HE SIBJISIFOTCSI BBIOPaHHBIMU
[0 YMOJIYaHMIO, IT0Ka paboTa MPOUCXOIUT B JIOKATBHON CETH, II€ CUCTEMHBIA aMUHHUCTPATOP
MOT U3MEHUTh HACTPOMKH MO YMOIYAHUIO B COOTBETCTBUU C YCTAHOBJIEHHOW MOJIMTUKOM.

Bce HagcTpoiikum NPWJIOKEHHH  JAOJLKHBI  OBbITH  NOJANHCAHBI
HAeKHBIMH  M3/1aTessiMu Beibepure »TOT mapamerp, ecnu TpeOyercsi, UYTOOBI LEHTP
yIpaBiieHUs] 0€30MaCHOCTHIO TPOBEPSUT MUPPOBYIO MOANMKUCH (aiiia TMHAMUYSCKOW OHOIHOTEKN
(daitna DLL), B KOTOpOM cOIepKUTCS HAICTPOiika. Eciin n3nartenb He SIBISICTCS TOBEPCHHBIM, B
nanHoe mpmiokenne Office HaacTpoiika 3arpykeHa He OyJeT, a Ha TaHEeId COOOIICHUU
0TOOpa3uTCcs yBEAOMIIEHHE, YTO HA/ICTPOMKA OTKIIOUYEHA.

OTKJIIOYMTH yBeJOMJIEHHE /sl HeNMOANMCAHHBIX HaJACTPoeK (KOA
OCTaHeTCsl OTKJIIOYeHHbIM) YCTaHOBKA 3TOTO (iaykKka BO3MOXKHA, €CIIM YCTaHOBIJIEH (IIaXKOK
Bce HagcTpoiikM NpHJIOKeHUH NOJKHBI ObITH NMOANMCAHBI HAJEKHBIMH H3AaTeasiMu. B
HEKOTOPBIX CUTyalMsX Qaitn nuHamuyeckoit 6ubdanoreku (¢aitn DLL), B KOTOpoM coliepKuTcs
HAJCTpOiKa, MOXET ObIThb He moimucad. B Takux ciayyasx OyayT BKJIIOUEHBI HAJCTPOMKH,
MOJMMCAaHHBIE JOBEPEHHBIM M3/1aTeNIeM, a HEMOIUCaHHbIE HAJCTPOUKH OyIyT OTKIIOYEHBI O€3
YBEJIOMJICHHUSI.

OTKII0YUTH BCe HAACTPOMKM NPHUJI0KEHHH (BO3MOKHO HapylIeHHe
(PYHKUIMOHAJBHOCTH) Y CTAaHOBUTE 3TOT (IaXKOK, €CIU OTCYTCTBYeT JOBEPHE KO BCEM
HajcTporikamM. Bce HancTpoiiku OyIyT OTKIIOYEHBI 0€3 YBEIOMJICHHS, a YCTaHOBKa (DJIaXKKOB
JUISL IPYTHX HAJCTPOEK CTaHET HEIOCTYITHOM.

OTta HacTpoWKa BCTYNHUT B CHUJIy TOJIBKO IOCJE BbIXOJAa M IMOBTOPHOTO 3allyCKa MPOTrpamMMbl
Office.

Outlook

[To ymomuanuto B mporpamme Outlook paspemaercss 3amyckaTh BC€ YCTaHOBJICHHBIE
HaACTpoWku. MoxHO orpanuuuth nporpammy Outlook W pa3pemuTs 3amyck TONBKO TexX
HAJICTPOEK, KOTOpBIE COJIepKaT LU(PPOBYIO MOANHUCH, MpuMeHuB napamerp IlpexynpexneHus
AJISl OANMUCAHHBIX MAKPOCOB; OTKJIIOYMTH BCe HEeMOANMCAHHbIE MAKPOChI K HaJCTpOWKaMm,
cleysi IPUBEJCHHBIM HUKE UHCTPYKIIMSIM.

B menro CepBuc Beioepute nmyHKT LleHTp ynpaBieHusi 6€30MacHOCTHIO.
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Ha manenu cnea BriOepute pa3znen besonacHocTh Makpocos.

Bribepute napamerp IlpeaynpeskaeHusi 1Jisi HOANMCAHHBIX MAKPOCOB; OTKJIIOYUTH
BCE HENOANMUCAHHbIE MAKPOCHI.

Ha manenu cnea BeiOepute pasaen Hagcrpoiikm.

YcranoBure ¢Qnaxoxk IIpuMeHMTH mnapaMeTpbl 0€30MACHOCTH MAaKPOCOB K

YCTAaHOBJCHHBIM HaHCTPOﬁKaM.

Oovekmol ucciedosanus, 000pyoosanue, mamepuaibl U HA2AAOHbBLE
nocoous:

1. II5BM IBM PC.
2. OnepannonHas cpefa. TekcToBsIi mporeccop (penakTop).
3. DnektponHbIi 1oKyMeHT «[IpakTrueckas padbora Neby.

3aoanue na pabomy (pabouee 3adoanue):

W3yunuth anekTpoHHbI JOokyMeHT «llpaktuueckass pabora Neb6». M3yuure Teopernueckue
HOJIOXKEHUS PabOTHI
CocTaBuTh B TETPaJAH KOHCIEKT 10 U3YYEHHOMY MaTepHaiy.

IIpenbsBUTH KOHCIIEKT HA IPOBEPKY MPENOJABATENIO.

3anyctuts WOrd u co3natek MeTo10M 3amucu Makpoc HoBbIi, KOTOPBIi BbI3BIBACTCSI
xoMmOuHaruen kinaBui Alt + N 1 BBITONHSET ClieayroIIue ONepaliu: CO31aTh HOBBIN TOKYMEHT.
B noxymeHT ckonupoBaTh CIpaBKy 10 TeMe co3aanue Makpoca. OGopMUTh TEKCT TOKYMEHTA B
nBe KoJoHKH. COXpaHHUTh JOKYMEHT B manke Moit 1okymeHTsI o umeHeM [Ipumep4.doc.

Jnis cozanust Makpoca BeIOpaTh koMaHay Makpoc B MeHto CepBHuc, 3aTeM — KomaH 1y Hauath
3anuch. B okHe 3anuck Makpoca 3a1aTh uMsi Makpoca HoBblil 1 menkHyTh kHONKy HazHaunts
MakKpoc KJaBuinaMm. 3artem B okHe HacTpoiika onpemenuts coueranue kinasuin Alt + N st
BbI30Ba MaKpoca U EeNKHYTh KHONKY Ha3zHaunte. 3akpbiTh 0okHO Hactpoiika. [Tocne aToro
BBIIIOJIHSIETCS 3alIACh KOMAH/I, 33/1aBA€MBbIX I10JIb30BATEIEM B MAKPOKOMaH/1y, a Ha SKpaHe
BBIBOJIMTCS TIaHEJIb 3allMCU MaKpoca ¢ kHonkamu: OcTaHoBUTH 3anuch U [lay3a. Beimonnure
MOCJIEI0BATENbHOCTh KOMaH 1, 00€CIeUHBAIOIINX 3aJaHHE, 3alIUCAHHOE B I1.1, KOTOpBIE CIeAyeT
BKJIIOYMTH B Makpoc. [Tocie coxpaneHust BHOBb CO3JaHHOTO "dailia OCTaHOBUTE 3aIUCh
MakKpoca, IIEIKHYB COOTBETCTBYIOLYIO KHOIIKY Ha ITaHEIIN 3allMCU MaKkpoca.

3akpoiiTe co3aaHHbli pH 3amucu Makpoca ¢aiin [pumep4.doc. [IpoBepbTe neiicTBue
3alMCaHHOI0 MaKpoca, BIOpaB KoMaHay Makpoc B MeHio CepBuc, a 3aTeM — KOMaHy
Maxpocsl. Boioepute B cicke Mmst makpoc HoBblii 1 11eIKHUTE KHONKY BBITOTHUTD.
OtkpsiTh Makpoc Hoserii B penaktope Visual Basic, amst yero BeiOepute komany Makpoc B
meHto CepBuc, a 3aTeM — komaHay Makpocsl. B ciicke Umst BeiOepuTe nmst Makpoca HoBwrit u
HaxMuTe KHOTIKY M3mMenuts. [IpocmoTpuTte B okae Microsoft Visual Basic TekcT mporpammbl
Makpoca. OTKIH0YUTE HECKOJIBKO CTPOK, IOCTaBUB B HaYaJI€ CTPOK 3HAK « — KOMMEHTapHUH.
3aBepuIuTe pelakTUpOBaHHE MaKpoca, BEIOpaB B MeHI0 Daiin komaH 1ty 3aKpbITh U BEPHYTHCS B
Microsoft Word.

[IpoBepbTe neiicTBUE 3aMCaHHOTO Makpoca, HaxaB kiaBumm Alt + N,
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94. Vnanute makpoc HoBwiii, 17151 uero BeiOepuTe koMaHy Makpoc B MeHio CepBucC, a 3aTeM —
komaHay Makpocsl. B criucke Mims BoiOepute nms Makpoca HoBelid, KOTOpbIii TpeGyeTcst
YAQIUTh, © HAKMUTE KHONIKY Y IalTUTh.

95. 3aBepuuTh paboty pemakropa Microsoft Word. Opopmure otuer.

X00 pabomut (nopaodok evinonHenus padoomot):

36. CTyIeHT JOJDKEH 3aHATh pabouee MECTO 3a KOMITBIOTEPOM

37. 3arpy3uTh 3JeKTPOHHBINA JOKyMEHT «IIpakTrueckas padora Neby

38. 3aKOHCIEKTUPOBATH OCHOBHBIC IMOHSATHUS U OMPEICTICHHUS

39. 3anmcaTh ¥ 331aTh BOTPOCHI MPETOAABATEINI0, €CITH KOHCIIEKTHPYEMbIi MaTepUall BHI3bIBACT
TPYJHOCTH B TIOHUMAHUU

40. 3anucaTh MOSICHEHUS TIPETOIaBaTest

41. IlpenpsBUTH KOHCIIEKT HA IIPOBEPKY

42. 3aBepmiuTh paboTy

Cooepoicanue u oghopmaenue omuema

Otuer nomkeH ObITh OPOPMIIEH B TETPaIU U coiepkaTh Ha3BaHue [IpakTuueckoit
paboTel, Aaty BeinonHeHus, Ne rpynnsl 1 M.O.damunuio cTyaeHTa, 3ajaniue Ha padboTy u
OIMCAHNUE OCHOBHBIX CBEACHMM, IPABUJI U IPUEMOB, U3YUCHHBIX IIPU BBIIIOJIHEHUU
[TpakTuyeckoit paboThI, BHIBOJIBL.
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IIpakTn4yeckas padora Ne/

Ha3zna4yenue Ta0JIMYHBIX MPOLECCOPOB.. AJipecannsi B 3JIeKTPOHHOI TaduIe.
BBoa u perakTUpoBaHMe JaHHBIX B iYeiKe TaOIUIbI

Henw Ilpakmuueckoit pabomul

HonyquHe OCHOBHBIX HaBBIKOB pa6OTLI B 3JICKTPOHHBIX Ta6J'II/II_[aX

Teopemuuecxue NOJ10XCeHUA

Ha3znauyeHue TaOJMYHBIX MPOLECCOPOB

DONeKTpOHHBIMH Ta0nuiaMu (TaOJMYHBIMH  MPOIIECCOPAMM) HA3BIBAIOTCSA IMAKEThI
MPUKIATHBIX MPOrpaMM, MpelHa3HaYeHHbIC JUIS TMPOBEACHUS pAcCUYeTOB HAa KOMIIBIOTEpPE B
tabnmuynoit dopme, Hampumep: VisiCals, Lotus, SuperCalc, Excel, Quattro. Ouu sBistroTcs
3 PEKTUBHBIM CPEACTBOM pEUICHUs (PUHAHCOBBIX, AJMUHUCTPATHBHBIX, WH)XCHEPHBIX U
Hay4HBIX 3ajay.

[Ipy WCTONB30BaHUM HJIEKTPOHHOW TAONMIBI AKPaH KOMIIBIOTEPA TIPEACTABIACTCS
0onbIION Tabiuiel, cOCTOALIEN U3 S4YEEeK, OPraHU30BAHHBIX MPSIMOYTOJbHON KOOpIMHATHOMN
cetkoil. Kononku o6o3navens! OykBamu (A —Z, AA — AZ, u 1.11.), a paasl — yucinamu (1—
9999).

Anpec siuedku oOmpeAensercss ee MECTONoJokeHueM B Tabnune. Slueiika 3amaercs
CBOMMH KOOpJIMHATaMH, B KOTOPBIX Ha MEPBOM MeCTe CTOMT OyKBa, 0003HAUaromas KOJIOHKY, a
Ha BTOPOM — 4YHCII0, 0003Hauaromee psaa. Hanpumep, A1 — siaeiika B 1eBoM BepxHeM yriay, DS
— syeiika Ha nepecedyeHuu 4-ro cToadma u 5-il CTpOKH.

Suelika, B KOTOPYIO B JaHHBIII MOMEHT BBOJSATCS JIaHHbIEC, Ha3bIBaeTCs akTUBHOW. OHa
MapKHUpyeTcsl TaOIMYHBIM KypcOpoM (BBIIENSETCS IBETOM). B KakIplii MOMEHT BpEMEHH
AKTUBHON MOXeET ObITh TOJBKO OJIHA SYelKa, OHA BCET/1a BBIBOAUTCS HA MHAUKALUIO.

CoBpeMeHHbIe TaOJUYHBIE IPOLIECCOPBI 00ECTIEYNBAOT:

* BBOJI, XpaHEHUE U KOPPEKTHUPOBKY OOJIBIIOTO KOJINYECTBA IaHHBIX;

* aBTOMaTHYECKOE MPOBEACHUE BBIYUCICHUH MPU U3MEHEHUH NCXO/IHBIX 1aHHBIX;

* IpyKEeCTBEHHbIN MHTep(elic (cpeacTBa JUaIora YelloBeKa U KOMIIbIOTEPA);

* HaIJISIIHOCTh U €CTECTBEHHYIO JOPMY TOKYMEHTOB, MIPEACTABIIIEMBIX T0JI30BATENIO HA
JKpaHe;

* 3 pexTUBHYIO cUCcTEMY TOKYMEHTUPOBaHUs HH(OpMALINH;

* rpaMIeCKyI0 HHTEPIIPETAIUIO TaHHBIX B BUJIE TArpaMM;

* BBIBOJ] Ha IIeYaTh NPOo(hecCHOHAIBHO OOPMIICHHBIX OTYETOB,;

* BCTaBKy OTYETHOH MH(pOpMalKH, TOATOTOBICHHON ¢ MOMOIIbIO 3JIEKTPOHHBIX TaOJUII,
B IpyTH€ JJOKYMEHTBI.

Bce 3TH BO3MOKHOCTH TIO3BOJISIFOT MOJIB30BATENIO YCIIEIIHO PEIIaTh 3ajauu, Tpedyromue
00paboTKK OONBIIMX MAaCCUBOB MHGOPMAIINH, HE BJIaJIes TIPH STOM CIIEIIUATbLHBIMU 3HAHUSMH B
00J1acTH TIPOrpaMMHUPOBAHUS.

2. Y10 Taxkoe Microsoft Excel
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ITporpamma Excel Bxoaut B maker Microsoft Office u npeanasnadena a1 MOATOTOBKH U
00pabOTKM AIEKTPOHHBIX TabuIl moj yrnpasieHuem Windows. Mer OyaeM paccmaTpuBaTh BCe
nosoxxeHust npumenuteabHo k Microsoft Excel 2000.

Jlokymentom (1. €. oObekrom o0Opabotku) Excel sBisercs ¢aitn ¢ mpou3BOJIBHBIM
umeHeMm U pacmupenueMm .Xb8. B tepmunax Excel Takoit ¢aitn HaspiBacTcs pabodell KHUTOM
(WorkBook). B kaxxmom daitne XLS moxer pazmemniarbes or 1 10 255 3/1eKTPOHHBIX TaOJIHII,
Ka)kJ1ast U3 KOTOPBIX Ha3bIiBaeTCs paboumnm jucToM (Sheet).

B npencraBnenun monb3oBaTens siekTpoHHas tabmuna Excel cocrout u3 65536 cTpok
(row) um 256 crombmoB (column), pasMemieHHBIXx B maMATH Kommbrorepa. CTpoku
MPOHYMEPOBAHBI IENbIMH YuCIaMH OT 1 10 65536, a cronbubl 0003HAYCHBI OyKBaMU
natuHCcKoro andasuta A, B, ..., Z, AA, AB, .., IV. Ha nepeceuernun cronbua u CTPOKHU
pacrosiaraeTcsi OCHOBHO#M CTPYKTYpHBIN 3JieMeHT Ta0miuibl — sueiika (cell). B mo0Oyro suetiky
MOYKHO BBECTH HCXOJHBIE JaHHbIE — YHUCIO WIM TEKCT, — a Takxke (opMyidy Ui pacyera
npou3BoHOM nH(popmanuu. [lupuny crondia u BBICOTY CTPOKU MOKHO U3MEHSTh.

Jlnga ykazaHus Ha KOHKPETHYIO siUeHKy TaOJHMIbl Mbl HCHOJB3YEM aJpec, KOTOPBIH
cocTaBisieTcsl U3 0003HaYeHHs CTOJI0A U HOMepa CTPOKH, HA TIEPECEYCHUH KOTOPBIX 3Ta s4eiika
Haxoautcs (Hampumep, Al, P8, C24, AA2 u T.1.). B HEKOTOpBIX TaOIMUYHBIX MPOILIECCOPAX
sTYeiiKa Ha3bIBACTCS KIETKOMH, a aJipec — KOOPIMHATAMH KIIETKH.

BykBeHHbIe 0003HAUYEHHUSI CTONONA PACHOIOKEHBI MO andaBuUTy, 00O3HAUYEHUE, KaK U
HOMEp, MOXKET YBEIIMYMBATHCS W yMEHbIIAThesA. [103TOMy nanee i MPOCTOTHI MBI Ha3bIBaeM
0003Ha4YeHHE CTOJI0IIa HOMEPOM.

3anyck u 3aBepuienue nporpammbl Excel. Ccpuika Ha Excel 00bI4HO HaxomuTcs B
MOJIYMHEHHOM MeHI0 nyHkTa ['nmaBHoro mento Ilporpammel. 3amyck 1 3aBepleHHE MPOrPaMMBbI
Excel BbimosHsieTcs q100bIM U3 CTAHIAPTHBIX CHOCO00B. Hampumep, A1 3amycka MpOrpaMMbI
MOXHO IIENKHYTh KHOMKY Ilyck u B I'maHOM mento Windows BeiOpats komanay Microsoft
Excel. ITocne 3TOro Ha 3kpaHe pacKpoeTcs OKHO, Kak MOKa3aHo Ha puc. 1.

Ecnmu B MomeHT 3akpbiThsi okHa Excel oOHapyXuT, 94TO BBl BHECIM H3MEHCHHS B
JOKYMEHT, HO HE COXpaHHJIM ero B (haiiie, Ha SKpaH MOCTYIHT JHAJIOrOBOE OKHO. BBl MoxkeTe
COXpaHUTh U3MeHeHHMs B Qailne (orBeT [la), He coxpaHsaTh u3MeHeHus (Hert) mnu nponomkuth
penaktupoBanue (OTmeHa).

t]iaim Mpaska Bua Bcraexa Popmar  Cepeuc Hannme Oxno ? :Jg}jj
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Puc. 1. Oxno Microsoft Excel
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OcHOBHBIC TNPHHIMIBI CO3IaHMS, 3arpy3Kd U COXpaHEeHHus JjokymeHToB Excel
AQHIOTMYHBl NPUHLHMIIAM CO3[aHUS, 3arpy3Kd M COXPaHEHUs JIOKYMEHTOB B TEKCTOBOM
npoiieccope Word

OCHOBHBIC TPHHLMUIBI CO3JAHMs, 3arpy3KM U COXpaHeHus JokymeHToB Excel
3aKJIF0YAIOTCS B CIEAYIOLIEM:

1. Ecim BBl 3anyctiiim Excel 0e3 aprymeHTa KOMaHIHO#H CTpOKH (T. €. HE yKa3zaB MM
¢aiina), nporpaMMa Mo yMOJIYaHMIO IIpeJylaracT BaM HayaTh CO3/JaHUE HOBOI'O JOKYMEHTa IOJ
YCJIOBHBIM HauMeHoBaHueM Kuural.

2. Bbl MOeTe MOArOTOBUTh TOKYMEHT (WJIM 4acTh JOKYMEHTA), a 3aT€M COXPAHUTh €ro
Ha gucke (komanga @aiin-CoxpaHUTh Kak...) B BuAe (aiina ¢ NPOU3BOJBHBIM HMEHEM U
pacmupernem .XLS. CoxpaHeHue (ailioB-IOKYMEHTOB BBIMOJTHSICTCS MO CTaHAAPTHBIM
npasuiam Windows.

3. Ecnu BBl XOTUTE MPOAOIKUTH 00pabOTKY yKe CylIecTBYIOLIEro (hailia-g0KyMeHTa,
BbIOepuTe KoMaHy Dain-OTKphITh.... OTKPOETCsl CTaHJAPTHOE IUAJIOrOBOE OKHO, B KOTOPOM
HY’KHO BBIOpATh MKy U yKaszathb uiis ¢aiina .XLS ans o6paboTku.

IIpu coxpaHeHHMM M 3arpy3kKe JOKYMEHTOB HE 3a0bIBaliTe O IMPaBUJIbHON YCTAHOBKE
KaTajuora, B KOTOPbIi MOMEIIaeTcsl Wik U3 Kotoporo yntaercs ¢aiin .XLS. IIpu 3amycke Excel ¢
apryMEHTOM KOMaH/JHOM CTPOKM Iporpamma cpasy OTKpoeT s oOpaboTku daiin, ums
KOTOPOTO Bbl YKa3aJIl B KOMaHHOU CTPOKE.

4. MHoraa BEI pelakTHPYyeTe TIONMEPEMEHHO HECKOJBKO (ailioB-10kyMeHTOB. Excel, kak
u Word, 3amomuHaer uMeHa (ailyioB, KOTOpble BBl 0OpabaThiBajiM 3a MOCIEAHES BpeMs, H
BBIJJa€T MX Ha JKpaH B KadyecTBe KoMaHJ INyHKTa MeHio Paitn, Yucno ¢aitioB B crucke
olpeneNnsercsl Moib30BaTesieM M He mpeBblmaer 9. [l oTkpbITHs 1000r0 M3 Takux (ailinoB
JIOCTaTOYHO LIEJNKHYTh MBIIIBIO HAa €r0 UMEHU B MeHIO Daiin.

5. Ecnu BB pemmiau co3aTh HOBBIM JIOKYMEHT, BbiOepere komaHny Paitn-Co3aarts...,
3areM BblOepuTe 1madnoH u menkaute OK. s co31aHus HOBOTO JOKYMEHTA MOYKHO LIEITKHYTh
kHonky Co3aaTh B aHenu nHCTpyMeHToB CTaHIapTHas.

6. Kak u Word, Excel sBisiercss MHOTOOKOHHO# MpoOrpaMMoi. DT0 03HA4aeT, YTO BbI
MO’KETe OJIHOBPEMEHHO OTKPBITh HECKOJBKO JOKYMEHTOB, IPUUEM YacTh U3 HUX MOXKET ObITh
roToBbIMU (paillamMu, a 4acTb — 3aroToBkamu (0e3 MMeHH, HO ¢ oOo3HaueHusmu Kuural,
Kuaura2 u 1. 1.).

7. OcHOBHBIE MTpaBUiIa PaOOTHI C OKHAMH JOKYMEHTOB aHAJIOTMYHBI MTPaBUIaM pabOThI C
OKHaMH JIOKYMEHTOB B TekcToBoM mporeccope Word. Hanpumep, Excel mo3Bonsier pazgenuts
OKHO TaOJUIBl HA JIBa WM YEThIpe MOJIOKHA M OJHOBPEMEHHO PabOTaTh C Pa3sHBIMHU YacTAMHU
OJIHOU W TOM ke, TaOmuIel. PaciienuTs OKHO TaOIHIBI MOKHO JINOO C TIOMOIIBIO pa3aeuTeNen
OKHa, 100 koMauaou Paznenuts B MeHro OKHO.

Oxkno nporpammel Excel Kak BumHO Ha puc. 1, okHo npuinoxkenus Excel (coBmecTHO ¢
OKHOM JIOKYMEHTa) COJICPXKHT BCE CTaHIApPTHBIC 3JIEMEHThI OKHa mpuioxkenus Windows
[lepeunicnuM deMeHTH OKHa, cnenupuuHas s nporpammbel  Excel. Hmke mnanenu
dopmatupoBaHHe pacrojaraercs CcTpoka (opMyJd, B KOTOpOM Bbl Oynere HaOupaTh U
pelaKTUpOBaTh JaHHblE W (OPMYJbI, BBOAMMBIE B s4elKy. B neBoil yacTu 3TOH CTpoOKH
HAXOAUTCS PACKPBIBAIOIIMICS CIMCOK — I10JIE UIMEHHU, B KOTOPOM BBICBEUMBAETCS ajapec (Win
WM$I) BBIZICTICHHON STYEHKH TaOJTHITHI.
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SAdeiika TaOMMIBI, OKaWMJICHHAsT CEPOM PaMKOM, SBIISICTCS BBIIEIECHHOM (TEKyIen), Ha
puc. 1 — sto sueiika B3. IlpaBee mosiss ”MEHN HAXOMUTCS HEOOJbINAs 00JacTh (OrpaHHYCHHAs
CIipaBa BEpTUKAIBHON YEPTOM), B KOTOPOM

T ecw <X v =[=B1"2
: -
P3HAY 34
WNEPCCHINKA hep TeKcTa
- = g
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Puc. 2. CocrosiHue cTpoku (HopMyI BO BpeMsi BBOJIa JAHHBIX

Ha BpeMsI BBOJIa JaHHBIX MOSABJISAIOTCA TPU KHOIKH YIIpaBJIEHHUs ITpolieccoM BBoja (X — OTMeHa,
v’ — Enter, = — u3MeHuTh popMyIty), MoKazaHHbIe Ha puc. 2. Bo Bpemst BBoJia IaHHBIX B IOJIE
MMEHU BBIBOJIUTCS CIUCOK (QYHKIUH, KOTOPBIA MOKHO MTPOCMOTPETH, IIETKHYB KHOMKY *. Hibke
CTpOKU (pOpMyYJT HAXOAUTCS 3arojIOBOK cTojbua (¢ o0o3HaueHusMu-nomepamu A, B, C,...), a B
JICBOM YaCcTH dKpaHa — 3arojIOBOK CTPOKH (¢ HoMepamu 1, 2, 3, ...).

B neBoii yactu 3aronoBka cTojOua (WJIu B BEPXHEH YacTH 3arojioBKa CTPOKH) MMEETCs
IycTas KHOIIKA Ui BbIIEJICHUS BCEH TaOIULIbI.

B npaBoil yacTu okHa Bbl BUJUTE CTaHJAPTHHIE MOJOCHI MPOKPYTKH, MpEIHA3HAYCHHbBIE
JUIs TIepeMenieHus: mo pabodyemy JucTy (BBEpX-BHHU3, BJIEBO-BIpaBo). Hakoner, cTpoka c
SPIIBIYKaMH JIUCTOB TIO3BOJISIET MEPEXOAUTH OT OJHOTO PabOYero JHcTa K JAPYroMy B Ipeaenax
paboueii KHUTH.

I'maBHOe MeHI0 Excel mouTn momHOCThIO cOBIAagaeT ¢ ropu3oHTanbHbIM MeHio Word. Dto
CBSI3aHO C EIMHCTBOM OOBEKTHO-OPHEHTHPOBaHHOW TexHomoruu \Windows, kortopoe
npearnonaraeT, 4To MHTepdeiic OJHOro MPUIIOKEHUs OTIMYaeTcs OT HHTepdeiica aApyroro
TPUIIOKEHHUS TOJIBKO crierduyeckumu oneparmsamu. Hampumep, B Excel myHktsr mento Daii,
Bua u OkHO MOYTH HUYEM HE OTIMYAIOTCSA OT COOTBETCTBYROIUX myHKTOoB Word. B apyrux
MyHKTaX UMEI0TCs HeKoTopble oTiauuusi. Hanmpumep, B myHkTe IIpaBka ecTh KOMaHAbl 3aM10JHUTH
(stuetiku popmynamn), O4uCTUTD (sluelikn); B MyHKTe BeraBka — koMauabl SAueliku..., CTpokw,
Cron6bupl, Jluct, ®yakuus..., Umst u 1. 1. Bmecto nmynkra Tabauma 8 Wordd 8 Excel Bkirouen
NyHKT JlaHHbBIE, KOTOpBIN MpeAHa3HAYEeH ISl CIOXHBIX MAHUIYJISALMI C COIEPKUMBIM SUYEEK
TaOJIUIIBL.

[Tanenu mHCTpYMeHTOB. PaGotas ¢ Excel, BbI Oyaere ucrosnb30BaTth, B OCHOBHOM, JBE
NaHeJd HMHCTPYMEHTOB: maHenb CraHnmapTHas U mnaHenb PopmaTupoBaHue. BonbIIMHCTBO
KHOINOK Ha 3TUX MaHEeNSAX BBHIMOIHIIOT Te ke (YHKIUU, YTO U B COOTBETCTBYIOIIEH HaHeIu
penakropa Word. Ha puc. 3 moka3anbl KHOTIKH NaHenedl nHCTpyMeHToB Excel, oTiuuaromuecs
ot kHomok B Word.
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[Tanens Crangapraas [Tanens MopmaTHpoBanue

£ €0 ,00 Al #H g
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ABTOCYyMMA, MacTep (PyHKLMH, COPTH- OObeIMHUTD H TOMECTUTB B LIEHTPE, J1e-

POBKa I10 BO3PACTaHHIO, COPTHPOBKA IO  HEXHBIN (opmar, NpoueHTHbIH dopmar,
yOBIBAHMIO, MACTEDP AMArpaMM, Kapra (dbopmat ¢ pa3euTeIsIMH, YBEIIMIHTD pas-
PSIHOCTD, YMEHBIIUTD Pa3psAIHOCTh

Puc. 3. Haznauenue kHOIOK naHenel nHCTpyMeHToB Excel,
oTanyaromuxcs ot kaonok B Word

Haznauenne HekoTopbiX KHONOK mnaHenu CraHaapTHas: ¢ MOMOIIbIO Iapbl KHOIIOK
ABTocymMmma W Mactep (GYHKIMH BBIOJIHSIOTCS ONEpalfy, YIPOIIAIONEe BBOA (DYHKIHMHA B
SYCHUKY AIIEKTPOHHOM TaOmuibl. ECiiu BB MIEIKHETEe Ha KHOIIKE CO 3HAKOM CYMMBI, TO B TeKYyIIEH
siyeiike mosiBuTCs 3arotoBka (ynkimum =SUMC(...), aprymentsl kotopoii Excel moncraBut 1o
COIVIalIEeHUI0. -Bbl MOXeTe oTpenakTupoBaTh 3Ty (QYHKIHMIO MM 3aQUKCUPOBAThH B suelike Oe3
penaktupoBanus. [locie menuka Ha KHONKe fX Ha dKpaH MOCTYIUT IUaIoroBoe okHO Mactepa
(GyHKUMH, ¥ Bbl CMOXETe BBIOpaTb M OTPEJAKTHPOBATH (DYHKIMIO, BBOJUMYIO B TEKYILYIO
SAYEHKY.

KHONKM COPTUPOBOK TMO3BOJIAIOT COPTHPOBATH BBIJICICHHBIE CTOJIOIBI MO CTPOKaM B
nopsiike Bozpactanust (A->4) nnu yOsiBanus (S1->A).

Kuonku rpynnsl Mactrep nuarpamm u Kapra oOciyxkuBaroT rpaduyeckue orepanuu
Excel:

* TI0CIIE IIeJTYKa Ha KHONKe MacTtep AuarpaMM MOYHO «HApUCOBaTh» Ha paboyeM JINCTe
IPSIMOYTOJIBHYIO paMKy, a 3aTeéM, II0CJIE€ OTBETOB Ha BOIPOCHI JMAJIOrOBBIX OKOH MacTepa
Jyarpamm, OCTPOUTh B paMKe IIPOU3BOJIBHYIO TUarpammy;

* kHonka Kapra ucnonp3yercs 17151 0TOOpakeHus JTaHHBIX Ha reorpaduyeckoit kapre.

Hasnauenne HekOoTOphIX KHOMOK mnaHenu PopmaTupoBaHue: KHomka OObEIUHUTH U
MIOMECTUTh B IIEHTPE OOBEOUHSET BBIJCICHHBIE SYEHKM M MOMENIAeT JaHHblE B IIEHTpe
00BEAMHEHHOH STYEHKH.

Kuonka JlenexxHsblil popmart Hy’kKHa AJ1s1 BKIIFOUEHUS] OTOOpaKEHUSI CHMBOJIOB BaJIIOTHI.

Kuomnka [IpouenTHBIN hopMat CiryKUT JUIsl OTOOpaKEHUsS! IPOLIEHTOB.

Knonka @opmMmaT ¢ pazgenurensiMu CIIy>KMT U BBIBOJA YHCIIA C Pa3lEICHUEM TPYIII
pasps10B.

Kuonku YBenuuurth pa3psaHOCTb, Y MEHBIINUTH PA3PSIHOCTb CIyKaT Il YBEIMYEHUS
VI YMEHBIIEHUS YUCIia 3HAKOB B JPOOHOM YacTH yucia (1mocie 3armsroii).

B mnporpamme Excel mmeroTcss KOHTEKCTHBIE MEHIO, KOTOPBIC BBI3BIBAIOTCS MPABOM
KHOIIKOM MBIIIH, KOTJla MpOMapKUpoBaHa (BbleJeHa) HEKOTopasi 00y1acTh TaOIUIbl. DTH MEHIO
coJiep;kaT MHOTO KoMaH/ 00paboTku u gopmarupoBaHus Tadmaui. Komanasl popmarupoBaHus
MO’KHO TaK»e BbI3BaTh Ha MaHeNHU popMaTHpOBaHUS (BTOpasi CTPOKA MUKTOrpahpUuecKoro MeHIO
Ha pHC. 1) MBIIIBIO 110 COOTBETCTBYIOIIEH MUKTOIPaMME.

3. Aapecanus B 3JIEKTPOHHOM Tad uie
O6o3HaueHne TYCHKHU, COCTABICHHOE U3 HOMEepa CToNOIa 1 Homepa cTpoku (AS, B7 u T.
I.), Ha3bIBaeTCs OTHOCUTENIbHBIM aJpecoM WM IpOocTo aapecoM. [Ipu HEKOTOpBIX omeparusix
KOIMPOBAHMUs, yaaleHus, BcTaBku Excel aBromartnuecku w3MmeHseT 3TOT ajapec B (opmyiiax.
I/IHOF)]a 9TO CJ'IY)KI/IT NCTOYHUKOM OHII/I6OK. qTO6I)I OTMCHUTHL aABTOMATHYCCKOC HN3MCHCHHC
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azpeca JaHHOW sYEHKH, BBl MOXKETE Ha3HAYUTh € aOCOMIOTHBIN aapec. /(s aToro Heobxoamumo
NPOCTaBUTh TIEPE]] HOMEPOM CToJIONa M (WIM) Tepe] HOMEPOM CTPOKH 3HaK joiuiapa «$».
Hanpumep, B ampece $AS He Oynmer MeHsATbcS HO-mMe{> croiOua, B aapece B$7 — HOmep
ctpokH, a B aapece $D $12 — uu ToT, HEU Apyroit HoMep; CMEHUTh OTHOCHTEIILHYIO AIPECAIHIO
siYeeK TaOMUIIBl Ha a0CONIIOTHYIO BBl MOXKETE, IeNKas Kiapuy F4.

YroObl cocnaTbCsl Ha JUANa3oH s4YeeK (HanpuMmep, Ha IPyIIy CMEXHBIX S4EeK B CTPOKeE),
MOJKHO yKa3aTb 4epe3 ABOCTOYME aJgpeca HadaJlbHOM M KOHEYHOW S4YEHKH B JHAla30HE.
Hampumep, o6osznauenne A7:E7 anmpecyer sueiiku A, B, C, B, E B cTpoke 7, o60o3HaueHue
B3:B6 aapecyer suetiku 3, 4, 5, 6 B crosndue B u T. 1. /[nanazoHoM MOKHO 0003HA4YHTh U OJIOK
syeek. Hanpumep, moxxno Hanucars C6-G9.

Hakonen, B Excel mpemycmMoTpeH o4eHb YIOOHBIH CHOCOO CCHUIKM Ha SUCHKY C
MIOMOIIBIO PHUCBOCHHS 3TOW sTUEiiKe TPOU3BOIBHOrO MMEHH. VIMS TOJDKHO HAYMHATHCS C OYKBBI
U cofiepkath He Oonee 255 cumBoioB. He nomyckaercs ncnonab3oBanue npooenos. Mms rpynmst
HE JIOJDKHO coBmazath ¢ aapecamu siueek (Al, G4 u 1.m.). B 3TOM OKHE NMPHUBOIMUTCS TaKXe
CIIMCOK YK€ IIPUCBOCHHBIX IPYIIIOBBIX UMEH, OTHOCSIIUXCS K JAHHOM KHUTE.

YroObl NMpHUCBOUTH sUCHKe MM, BBIICIUTE €e U BbIOepuTe KomaHny Bcras-ka-Hms-
IIpucBouts... Ha skpane nossutrca auanorosoe OokHO IIpucBoenune umenu. B mome Mwms
Habepute npousBosbHOe UMs (Hanpumep, UTOI'O,) u naxmurte kHomky OK. Beinenennoit
staeiike Oynmet mpucBoeHo uMs MTOI'O. DTto uMsi BBl MOXKETE HCIOJIB30BaTh B JajbHEHIIEM
BMECTO aJjpeca JaHHOMU STYCHKH.

YroObl OBICTPO MPUCBOWUTH MM SUYCHKE WM nuarna3oHy B Excel, Bbiienure sueiiky wim
JIara3oH U BBEJUTE UM B [10JI€ UMEHU cJIeBa OT CTPOKU GopMyI1, 3aTeM Haxmute Emnler.

Ecnu B Bameil TaGnuue ecTh 3arojoBKM CTPOK M CTOJOLOB, TO HX TAaKXe MOXHO
UCIIOJIb30BaTh B KayecTBe UMeN 3Tux obiacteil. [l 3TOro Hy»KHO IOMETUTh COCEIHUE CTPOKHU
(cTonO11bI), BKJIIOYAs TIEpBbIE STYEHKH, TJI€ pacloyIOKeHbl UMEHa, M BbI3BaTh koMaHay Co3aaTh U3
MeHI0 BceraBka-lims. B oTkpbIBIIEMCS AMAIOrOBOM OKHE HYJKHO YKa3aTh MECTOHAXO0XKJIEHUE
uMeH (B MepBOM WJIM MOCHEAHEW sueliKe CTPOKM WM CTOJNOLA) M HIENKHYTh MO KOMAaHJIHOM
kHonke OK. Ecnu Teneps BbI3BaTh nuanoroBoe okHO IIpucBoenue Mmenu, To B criucke uMeH
MO’KHO YBUJIETh, UTO IporpaMmMa Exces mpucBomia yka3aHHbIM CTpOKaMm (CToJ01aM) 3TH UMEHa.

Nmenamu Bbl MOkeTe 0003HA4YATh MOCTOSIHHBIE BETMYMHBI, KOA((UIUEHThI, KOHCTAHTHI,
KOTOpbIE MCHOJB3YIOTCsA B Bamei Tabnuue. Hampumep, BoimonHss Ilpaktudeckbie paboThl MO
¢u3uke Ha 00pabOTKYy (PU3MUYECKHX SKCIEPUMEHTOB, MOXKETE€ BBECTU I/ie-HUOyAb B Talnuie
¢dyHIaMeHTalbHble (U3NYECKUE KOHCTAHTHI, IPUCBOMTh UM MX OObIYHBIE 00O3HaueHHs (§ —
yCcKopeHue cBoOogHOro majeHus, K — mocrosHHas bonbliMaHa U T. 1.) U MOIb30BATHCSI MU B

dbopmymnax.

4. BBoa M pelakTHPOBaHME JAHHBIX B TYeiKe TA0 MBI

UroObl BBECTH [1aHHBIE B KOHKPETHYIO S4EiKy, HEOOXOJUMO BBIIECTUTE €€ IETYKOM
MBIIIH, a 3aTEM IIEJIKHYTh Ha cTpoke ¢opmyi/IlosBisercs Mepuarommii TEKCTOBBIM Kypcop, U
MOYKHO HaOHpaTh MHPOPMALMIO, MOJIB3YSICh IMPU ITOM 3HAKOMBIM BaM OCHOBHBIM CTaHJapTOM
penakTupoBaHus (TIepeMeleHre ¢ TIOMOIIBIO KIIABHIN «— M —, yIaleHne cuMBoioB BackSpace,
Del). BBogumblie B cTpoke (opMysl JaHHBIE BOCIPOM3BOIATCS B TeKymel sueiike. [Iporpamma
Excel uaTepnperrpyeT BBOIUMBIC AaHHBIC MO0 KaK TEKCT (BHIPABHHBAETCS IO JICBOMY Kparo),
anb0 Kak YMCIOBOE 3HAauYeHHe (BbIpaBHUBAETCS MO MpaBoMmy Kparo). s BBoga (opmyssi
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HEOO0XOMMO BBECTH alNre0pandeckoe BbIpaXKEHUE, KOTOPOMY JOJDKEH IMpeAlIecTBOBATh 3HAK
paBeHCTBa =.

Kak Obuto moka3aHo Ha puc. 2, IMpU BBOJE JAHHBIX B JIEBOH YacTH CTPOKH (HOpMyI
BO3HUKAIOT TPU KHOIIKH, [TpEIHa3HAUEHHbBIE JUIsl YIIpaBJIEHUs MIPolLieccoM BBoAa ¢ (X — OTMEHa,
v—Enter, = — wusmenuth Qopmyiy). Eciu MIENKHYTh Ha KHOIKE C KPECTHKOM, BBOJI
IIPEKPALAETCs, a JaHHbIE, IOCTYIIMBIINE B TYCUKY B TEKYILIEM CEaHCE BBOJA, yAalstoTca. Eciu
IIEJIKHYTh Ha KHOIIKE CO 3HAUYKOM =, Ha 3KPaH MOCTYIIUT JUaJIoroBoe OkHO Mactepa pyHKuuil, n
Bbl MOKETE BBECTH (PYHKILIHUIO.

3aBepliuB BBOJ JAHHBIX, Bbl JOJDKHBI 3aUKCHUPOBATH UX B siueilke JTHOOBIM M3 Tpex
croco0o0B: HaxaB KiaBuily Enter win menkHyB Ha KHONKE C FaJlOYKOM MM IEIKHYB MBIIIbIO
Ha JPYrou sueiKe.

Jlnist BBOZIA TaHHBIX MOKHO TaK)K€ JBAXK/BI IIEIKHYTh MBIIIBIO HA BEIOPAHHOM sueiike,
TEKCTOBBIA KypPCOp IOSBUTCS HEIIOCPEACTBEHHO B s4elike. B 3TOM cirydae AOIyCKarTCs TOJIBKO
BBOJI CUMBOJIOB M yjajeHue ux kinaBuuieid Bacb8pace. [lns ¢ukcanuu naHHBIX MOXHO JIMOO
BOCIIOJIb30BaThCsl OJIHUM W3 ONMCAHHBIX BBILIE TPEX CIOCOOOB, JUOO CMECTUTh KYPCOPHYIO
paMKy Ha JpyTyro siueiiKy ar000i U3 KJIaBUII YIIPABICHUS KYPCOPOM.

MosxHO a1 BBOJA HOBBIX WJIM Ul UCIPABJICHHUE CTapblX NAHHBIX IPOCTO HayaTh MX
HAaOboOp B Tekyled sueilike. fluelika ouulIaeTcs, MOSBISIETCS TEKCTOBBIM Kypcop U
aKTUBU3UpYETCS CTpoka (opmyi. Azxpeca siueek W MMeHa (DYHKIHMA BBl MOXeTe HaOUpaTh Ha
JTHO0OM PETUCTPE — BEPXHEM WIIM HIKHEM.

MoxHO 1pu BBOJE (HPOPMYJIBI BMECTO TEPEUUCIICHUS AJPECOB STYEEK, 00OPA3YIOUINX ITY
rpyniy, ykasarb ee ums. Hampumep, ecnu cronbny E mpucBoeno mms «Cymma» U HYXHO
BBIYUCIIUTh CYMMY sl4€€K B 3TOM CTOJ0LE, TO BBOJ (hOpMYJIbl HAZl0 HA4aTh CO 3HAKa PaBEHCTBA,
3a KOTOPBIM clieyeT uMsl (PyHKIMU CyMMBbI C OJHON Kpyrioi ckoOkoi: =CyMmM ( 3aTeM Hy»XHO
OTKPBITh CITCOK IPYIIIOBBIX HMEH U IIEJIKHYTh MBIIIbI0 10 nMeHn «Cymmay. [Iporpamma Excel
BCTaBUT 3TO UM B Gopmyiy. Ocraercs TOJIBKO BBECTH NPaBYIO0 CKOOKY M HaKaTh KJIABHIILY
Enler, 4To0bI 3aBepInTh BBOJ ()OPMYJIBI.

B o6bruHOM pexxume mporpamma Excel BBoguT B TaOuuIly pe3yibTaThl BBIYUCICHH 1O
dopmynam. [l nmpocMoTpa GopMyJ1 U MOMCKA OMINOOK MOKHO MU3MEHUTH 3TOT PEXKHUM U BBECTH
TEKCTOBBIN MHAMKAIMU (0TOOpaxkeHust) Gopmyn, HaxkaB komOuHaiuio kiaumn Ctrl+~. TTocme
ATOT0 Ha 3KpaHEe CTAHOBSTCS BHUJHBI HE Pe3yJbTaThl BHIYMCICHUH, a TEKCTHI caMMX (HOopMyT U
¢byHkuuii. B aToM pexxume yBenuuMBaeTCs LIMpPUHA CTOJOLIOB, YTOOBI MOXHO OBUIO YBUJAETH
BCIO ()OpMYITy ¥ HAalTH OIIUOKY.

Ecnu BBl XOTUTE BHECTH UCIIPABIICHUS B JaHHBIC TEKYILEH SYEUKHU, TO HAXKMUTE KIIABULLY
F2, npu aToM akTHBHU3UpYETCs CTpoKa (GopMyJl, B KOTOPOH 0TOOpa)KaeTcsi COAEPKUMOE TEKYyIIeH
AYEHKHU JJI1 pelakKTUPOBAHMUS.

BBons nannbsle B sueiiky Excel, Bbl MokeTe BBIOMpaTh pa3iUYHbIEe AaTPUOYTHI
oopMIIEHHS TEKCTa: TApHUTYPY U pa3Mep mpudra, ero HauepTaHue u uBer, u T.1. [lapamerpsl
CTaHJApTHOrO MIpU(dTa BBl MOXKET€ YCTAaHOBUTH C IOMOUIbIO JMAJOTOBOTO OKHA KOMAaH[bI
Cepsuc-Ilapamerpsr..., Ha Bkiagke O6mue. Mmenno stor mpudrt Excel Bcerna ucnonssyer npu
BOCIIPOM3BEICHUH HabupaeMoil nudopmaruu B crpoke popmyit. s KOHKpeTHON TaOIHUIIbI HITH
JUIS TEKYILETo ceaHca paboThl Bbl MOXKETE YCTAHOBUTH JIPYTroi MpHUQT, eciin BbIOepeTe KOMaHIy
®opmar-CTuis....

Uto0bl M3MEHUTH HMIPUPT SYEEK, HYKHO BBIACIUTH SYEHKH, a 3aTEM BOCIIOJIb30BAThCS
KHOIIKaMu Ha mnanean PopMaTupoBaHUE WIHM BbI3BaTh KOMaHAy fuelika n3 meHro Popmar. B
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nuaigoroBoM okHe ®dopmar sueek BbIOpaTh BKIaAKy llpudrt, B KOTOpOil MOXXHO BBIOpaTh U3
npeUiaraeéMoro Cucka BU mpudra u 3a1aTh Jpyrue mapaMmerpsl GopMaTupOBaHUS CHMBOJIOB.

[upuna cronbua m3mepsieTcss B cuMBoiax. Hampumep, mmpuHa 8,5 o3HaAYaeT, 4To B
SYEHKY TaHHOTO CTOJIOIa MOKHO BBECTH B CPEIHEM 8,5 CHMBOJIOB CTAaHAAPTHOTO MIpUQTa (I
IPONOPLHUOHATBLHOTO mpu(dTa TOUHAs OleHKa HeBo3MoxHa). [llupuna cronbua — ot 0 1o 255
CHUMBOJIOB.

BricoTa ctpoku u3mepsiercs B myHkTax (ot 0 go 409).

1 myHKT npuMepHO paBeH 1/72 nroiima.

Yaie Bcero BaM MpUAECTCS U3MEHATh WIMPUHY CTONOLA (Hampumep, 4ToObl pa3sMeCTUTh
TEKCTHl WJIM WCIOJB30BAaTh JUIMHHBIC 4Mcia). JIs M3MEHEeHus pa3MepoB cToiOua (CTPOKH) B
Excel npexycmotpenst qBa crioco6a. YToObl H3MEHUTH LIMPHHY CTOJIOIA, YCTAHOBHUTE YKa3aTelb
MBIIIM Ha MPaBYIO0 TPAHUILy B 3arojOBKe CTOJIONA (yKa3aTelb MpUMET (hopMy YEpPHOTO KpEecTUKa
C JBYHAIIPaBJICHHOM CTPEJIKOM BIJIEBO-BIPAaBO) W IEPEMECTUTE TIPAHUILY BJIEBO MWJIH BIPABO
merooM «Drag-and-Dropy. Uto0bl H3MEHHUTH BBICOTY CTPOKH, YCTAHOBHUTE YKa3aTelb MBIIIH Ha
HUOKHIOIO TPaHUIly B 3arojoBKE CTPOKM (yKazaTellb MPUMET (GOpMy YEpPHOTO KPECTHKA C
JByHANpPaBJICHHONW CTPENKON BBEPX-BHHM3) M MEPEMECTHTE TpaHMIy BBEpX WM BHHM3. B moie
MMEHH MPHU NEPEeMEIICHUH IPAHULIBI BBICBEUMBACTCS TEKYIIas MIMPHHA CTOJIONA (BBICOTA CTPOKHU)
B COOTBETCTBYIOIIMX €IMHULIAX U3MEPEHUs (CUMBOJIAaX WM ITyHKTaX).

Ecnu BBl XoTHTE SIBHO 3a/1aTh IIMPUHY CTOJOLA (B CMMBOJAX) WM BBICOTY CTPOKH (B
IIyHKTaxX), BBIJIEIUTE XOTs Obl OJIHY SUEHWKY B CTOJIOLIE MM CTPOKE, 3aT€M BBIOEpUTE KOMaHAY
®opmar-Cronben-1lupuna... unun @opmar-Ctpoka-BeicoTa... U yKaXuTe B COOTBETCTBYIOIIEM
JIUAJIOTOBOM OKHE HE0OX0IMMOEe 3HaU€HUE IHUPUHBI CTONO1A (BBICOTHI CTPOKH).

Bun naHHBIX, BBOAUMBIX B siueiKy TaOmuiel. B mo0yio s4eiiky 37MeKTpOHHOM TabIuIlbl
MO>KHO BBECTH: UHCIIO, GOpMYITy, TEKCTOBYIO (aidaBuTHO-IU(PPOBYIO) HH(POPMALIKIO.

Microsoft Excel otnuuaer oauH BuI MHGOPMAIMK OT JPYTOTO CIEAYIONUM O0pa3oM:
€ClIM Bbl HAOpaJIM HEKYIO MOCJIE0BaTeIbHOCTh CUMBOJIOB, B KOTOPYIO BXOZSAT LUQPHI, a TaKKe
3HAKU «+», «-» (B HavaJie MOCIEAOBATEIILHOCTH) WU «,» (KaK pa3ieNuTeNb 1EeI0ol U APOOHOU
4YacTH), 3Ta NOCIEA0BATEIbHOCTh CUUTAETCS YUCIIOM.

B Microsoft Excel grcio MokeT cocToATh TOIBKO U3 CleAyIommx cuMBosioB: 0 1234 5
6789+ —(),/8% % Ee

Crosuye nepes YUCIOM 3HAKH IUIIOC (+) UTHOPUPYIOTCS, a 3amaras HHTEPIPEeTUpyeTcs
KaK pa3ieJMTeNb IECATUYHBIX pa3psaoB. Bee npyrue couetanus KiaBHIll, COCTOSIINE U3 LIUPp U
HEIM(POBBIX CHMBOJIOB, paccMaTpuBaroTcid Kak TekcT. Ilpumepsr umcen: 257 ; -1452 ;
+4890,859.

[To ymomuanuto nocie ¢ukcaiuu yncia Excel caBuraer ero k npapoil rpaHuile s4eiku,
HO BBl MO)XET€ BBIPOBHSTH €r0 MO LEHTPY AYEHKU MM CMECTUThH K JIEBOM I'paHHUIle sTUeHKH C
MOMOIIbI0 KHONOK BbIpaBHMBaHUsA. Kpome Toro, BBl MOXKeTe€ 3amMcaTh 4YHCIO B
AKCMOHEHIIMATbHOU (opme (B BHUIe MaHTHCCH M mopsaka). Hanpumep, yncno 48900 mMoxHO
npeacTaBuTh Kak 4.89E+04.

UroObl umuciio B SUeHKe BBIMVISNIENO Ha JKpaHe HMMEHHO TakK, KakK BBl €ro BBEIH,
KOJIMYECTBO BBOAMMBIX 3HAKOB HE JIOJDKHO IIPEBBINIATH HEKOTOPYIO BEJINYHMHY, 3aBUCSILYIO OT
YCTAHOBJICHHOM BaMHU (MJIM 110 YMOJYAHHIO) IMIMPHHBI cTOJ0LA (0OBIYHO 3TO 8—12 CHMBOJIOB).
CaumikoM OONbIIME WM CIMIIKOM Maible uucia Excel mombiTaeTcs mnpencraButh B
SKCTIOHEHIIMANTbHON (opme (Hampumep, BMecTo 48900000 B sUelike MOMXKET TMOSBUTHCS
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4.89E+07, 1. e. 4.89x10), a npu JanpHEHIIEM YBEIMUCHUH KOJMUYECTBa 3HaKoB B uncie Excel
OTOOPA3HT YHUCIIO KaK IEMOYKY CUMBOJIOB «#» (##...#)

TouyHOCTh ymMClIa (KOJIMYECTBO 3HAKOB IOCJE TOYKH) MOYKHO PEryJIUpOBaTh C IOMOIIbIO
KHOIIOK MaHEJIN UHCTPYMEHTOB «DPOpMaTUpOBaHUEY.

Ilepen pamumonanbHOM 1poObto ciexyer BBOAUTH O (Hynb), 4ToOBI M30eXkaTh ee
MHTEpIIpETAlMU Kak ¢popmaTa naTel, Harpumep BBoaute 01/2.

[lepen oTpunaTeIbHBIM YHUCIOM HEOOXOAMMO BBOAUTH 3HAK MHUHYC (-) WJIM 3aKJIHOYaTh
€ro B KpyIJible CKOOKH ().

Yucno xpaHuTcs B uuCIOBOM (¢opMmare, Aaxe ecid Obljla HCHOJb30BaHA KOMaHa
Sueiikn, 4YTOOBI Ha3HAYMTH TEKCTOBBIK (opmaT syelikaM, conepkamuMm yucna. Jns
MHTEPIpETallii YUCell, Hal[PUMEP, WHBEHTAPH3AIMOHHBIX HOMEPOB, KaK TEKCTa, HEOOXOIMMO
HA3HAYUTh TEKCTOBBI (popMaT He3anmoJHEHHBIM s4eikaM. TOJBKO TOcie 3TOro CleayeT
BBOJUTH 4Yucia. Eciau yucia yxe BBEIEHBI, TO Ha3HAubTe sUCiiKaM TEKCTOBBIA (opmaT H,
BBIIETISIS KOKIYIO SYEeHKy, HaKuMaiiTe kinaBuiry F2, a 3arem - kiaBuinry Enter, uroOsl BBecTu
3aHOBO JIaHHBIE.

BosmoxHocTh ucnonb3oBaHuss GopMyl UM (QYHKIHHA SBISETCS OJHUM M3 BaKHEHUIIUX
CBOICTB mporpaMMbl 00pabOTKH 3JEKTPOHHBIX TaOmuil. Berumcnenus 3anatorcs GopmyliaMu.
Tekct ¢opmynbl, KOTOpas BBOIAWTCA B SYEHKY TaONMMIIBI, JODKEH HAYMHATHCSA CO 3HAKa
paBeHcTBa =, uTOOBI mporpamma Excel moria ornmunth dopmyny ot Tekcra. I[locie 3Haka
paBEHCTBA B AYEHKY 3alMCHIBAETCS MAaTEMaTUYECKOE BBIPAKEHUE, COJEpPIKallee apryMEHTHI,
apudmMeTnueckue omnepauud U QyHKOMA. B KkadecTBa aprymMeHTOB B (opmyiie OOBIYHO
UCIIONIB3YyEeTCS 4Hcla u aapeca suyeek. [[ns oOo3HaueHHs apupMETHUECKUX ONepaluid MOTYT
UCIIONIb30BAThCS CIENYIONIME CHUMBOJBI: + (ClOXeHHe); — (BblUMTaHuE); * (yMHOXKeHHe); /
(nenenue); * (BO3BEICHHE B CTEIICHB ).

IIpu BbIUMCIIEHUM 3HAYEHMs] apU(PMETUUYECKOTO BBIPAKEHMS ONEpaly BbIMOIHAIOTCS
CcJIeBa HAIIPaBO C COOJIIOJIEHUEM TPeX YpOBHEW MPUOPHUTETA: CHayaja BBIMOIHAETCS BO3BEICHUE
B CTENEHb, 3aT€M — YMHOXXEHHE U JEeJeHHe, 3aTeM — CJOXXEHHE M BBIYUTAHHUE.
[TocnenoBaTenbHOCTh BHINOJHEHUS ONEpaIii MOXKHO M3MEHUTH C MOMOUIbIO KPYTJIBIX CKOOOK.
[Tpy Hanuuumm CckOOOK CHayana BBIYUCISAIOTCS 3HAYEHMsI BBIPAKEHUH, 3alMCaHHBIX BHYTPHU
CKOOOK HHU3ILEro ypoBHS (B CAMbIX BHYTPEHHUX CKOOKax) U T. 1.

dopmysia MOKET COAEPKAaTh CCBUIKM Ha S4YEHKH, KOTOPHIE PAaCIOJIOXKEHBI HA APYroM
pabouem jaucTe MM Jaxke B Tabmuue apyroro gaitna. OmgHaxapl BBeJeHHas (opMyaa MOXKET
ObITh B Jr000€ BpeMs MoaupuuupoBaHa. Bcerpoennblit Mactep ¢GyHKIMHA 1omoraer
MOJIb30BATENI0 HAUTH OMMOKY MIJIM HENPaBUWIIbHYIO CCBIIKY B 00JbIION TabuIIe.

Kpome »storo, mporpamma Excel mo3Bonsier paboTtath €O CIOXHBIMH (POpPMYJIaMH,
COAEpKAIMMU HECKOJBKO omnepanui. (g HarIsiIHOCTH MOYXHO BKJIIOUUTH TEKCTOBBIA PEXKUM,
torma nporpamMma Excel OyneT BbIBOAWTH B, SICHKY HE PE3yJibTaT BBIYUCICHHS (HOPMYIIBI, a
cobcTBeHHO popMyITy.

BBoa ¢opmya. [Ipeanonoxum, uro B siueiike Al tabnumpl Haxomutcs yucio 100 a B
syeiike B1 — uucno 20, UtoObl pa3ienuTs nepBoe YUCIO Ha BTOPOE M PE3yiIbTaT MOMECTUTH B
sueiiky C1, B siueliky C1 ciemyeT BBecTH cOOTBETCTBYIOMIYI0 hopmyny =A1/B1 u Haxats Enter.

Ecnmu Bo BBeneHHOM (opMynie HMeeTcs CHHTakcudeckas omuOka, TO B sUeiike
BBIBOAUTCS coobmeHue «#1UMSA?». CambiMu pactipocTpaHEHHBIMU OIMMOKAMH SIBIISTFOTCS: BBOJT
apryMeHToB ()OpMYJIbI B PyCCKOM PETUCTPE, MPOITYCK 3HAKA OepaIiy.
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Macrtep ¢pynkuuii. [Tockonbky HeKOTOpbIEe (POPMYIIBI U UX KOMOWHAIIMK BCTPEUAIOTCS
o4yeHb 4acto, To mporpamma Excel mpemmaraer Gonee 400 3apanee 3amporpamMMHUpPOBaHHBIX
dbopMyI1, KOTOpPBIC HAa3bIBAOTCS PYHKIHSAME. Bece QyHKINM pa3/ieleHbl IO KaTeTOPUsM, YTOOBI B
HUX OBUIO MpOIIe OpHUEHTHpOBaThCs. Berpoenusiit Mactep QyHKIMI moMoraeT Ha BCeX dTamax
paboThI MpaBUIILHO MPUMEHATH (PyHKIMH. OH MO3BOJISET IIOCTPOUTH U BBIYUCIUTH OOJIBITHHCTBO
¢GyHKuMi 3a ABa mwara. B nporpamMMe umeercst ynopsJOYeHHbIH 10 andaBUTy MOJHBIH CIIUCOK
BceX (DYHKIH, B KOTOPOM MOXHO JIEFKO HalTH (PYHKLHUIO, €CIIM U3BECTHO €€ UMS; B IPOTUBHOM
cilydae clielyeT IPOU3BOAUTh MOUCK 110 KATETOPHSIM.

MHorue ¢QYHKIMM pa3iuyaroTcs OYEeHb HE3HAYUTEIbHO, IIO3TOMY IIPU IIOMCKE 110
KaTErOpHsIM I0JIE3HO BOCIIOJIb30BATHCSI KPATKMMH ONUCAHUSIMU (YHKUUH, KOTOpbIE Mpeiaraet
Macrep pyHKIHiA.

Macrep oynxkuui - war 1 us 2 m

Kareropma: BYHKUMA:

10 He R3BHO MCNONL30B3BWNXCA

MNonHe andasuTHLIM NepeveHt FPACN

DUHAHCOBbIE ECM

AaTa n Bpema CP3HAY

MaTtemaTnyeckme TANEPCCHINKA

CTaTHcTHYecKue CYET

CCRANKI M MACCHBLA MAKC

PaboTa ¢ 6330H AaHHLIX SIN

TexcroBbie _:_l CYMMECTA ;]

CYMM(uucnol;uucno2;...)

CyMMMDYET apryMeHTbl,

@j OK OTMeHa

Puc. 4. Oxno Mactepa QpyHKkuunit

OyHKIMS ONEepUpPYeT HEKOTOPHIMHU JaHHBIMM, T. €. apryMEHTaMu. ApPryMeHT (PYHKIHMH
MOJKET 3aHHMMaTh OJIHY SYEHKy WM pa3MellaTbCs B LI€JoW rpymnmne sdyeek. Macrep QyHKUIUI
OKa3bIBAeT MOMOIIb B 33JaHUU JIOOBIX THUIIOB apryMeHTOB. Bbiaenute Ty siueiliky, B KOTOpOH
JOJDKEH TIOABUTHCS PpEe3yJibTaT BBIYMCICHHMH. 3aTeM INEIYKOM [0 NUKTOrpamMme Mactep
dynkmii (fx) oTkpoiite quanoroBoe okHo MacTepa (yHKIHI, Kak TOKa3aHo Ha puc. 4.

B 51eBoM 1oJjie 3TOro OKHa MepeurciieHbl KaTeropuu (GyHKIUH, a B TPaBOM — (DYHKIUH,
COOTBETCTBYIOIME BBIOpAaHHON KaTeropuu. [ljis TOro 4roObl yBUAETh BCe (PYHKLMH, CIETYET
HIETKHYTh MbIIIbI0 110 onuuu [1onHbIi andaBUTHBIN NepeyeHb B M0JIe KaTerOpUi.

[lenxHUTE MBINIBIO MO HA3BaHUIO HY)XHOM BaMm QyHkuuu (Hanpumep, CYMM), torna
Ha3BaHME (YHKIHMM TOSBUTCA B OTIEIbHOM CTPOKE BMECTE C KpPaTKUM OINMCAHHEM 3TOH
byHKIUH. 37ech K€ YKa3blBalOTCS TUIIBI apTYMEHTOB (DYHKLHU U UX KOJIWYECTBO. APTryMEHTHI
3a/Iaf0TCs Ha ClieaytomieM mmare. YToObl epeiTi K HeMy, IMETKHUTE Mo KoMaH1HO# kHomke OK.

Kak mokazaHo Ha puc. 5, Ha BTOpPOM IIare B JMAJIOTOBOM OKHe Macrtepa (QyHKUHI
YKa3bIBAIOTCS apryMeHThl (QyHKuMU. Macrep GYHKUMH pa3inuyaeT apryMeHThI, KOTOpbIE
JIOJDKHBI YUUTBIBATHCS 003aTeIbHO, U HE0Os3aTeIbHbIE (ONMIIMOHATIbHbIE) apIyMEHTHI.
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CYMM

“rcno! | THET = - (34;0;0}
*-fncnozl E =

= 34

CyMMHpYET apryMeHTbl,

Yucnol: wncnol ;umcno?; ... o1 1 40 30 apryMeHToB, KOTOPBIE CYMMUPYIOTCR,
Norvdeckre SHAYeHNA MFHOPUPYIOTCA,

@ I 3Havenne: 34 OK I OrMeHa J

Puc. 11.5. 3aganue aprymeHToB (pyHKIMU HAa BTOpoM Iare Macrepa (GyHKIHiA

YroObl 3a1aTh apryMeHT (YyHKIIMHU, HYKHO JINOO BBECTH €r0 aJIpec ¢ KIaBHATYypPHI, JIUOO B
TabIMIIe BBICIUTH 00J1acTh, TJ€ OH pacnojoxeH. Toraa aapec apryMenTa (yHKIMH MOSIBUTCS B
COOTBETCTBYIOIEM I10JI€ UAIOroBoro okHa Macrepa gynkuuil. Eciu Bce aprymMeHTsl pyHKIUU
ObUIM yKa3aHbl MPABUJIBHO, B HIDKHEH YaCTH OKHA IOSIBJISETCS pPe3yJibTaT BBIYMCICHUS STOH
¢byHKUMHU, KOTOpBIM Oyner nomerieH B Tabauiy. llenkHure no komanaHoi kHorke OK, 4ToOb1
3aKpBITh OKHO MacTepa QyHKIuil.

[Tocne 3TOrO B yKa3zaHHOM siueiike TabIUIbl TOSIBUTCS PE3yJbTAaT BHIUUCICHUM, HO siueiika
OCTaHeTCsi MapKUPOBAHHOW. B cTpoke hopMyn MOXKHO yBHIETh BRIOpaHHYIO (DYHKIHIO BMECTE C
COOTBETCTBYIOIIMMHU apryMEHTaMHU.

B pycudunupoBanunoit Bepcum Microsoft Excel umena OonblIMHCTBA —QYHKIHIA,
UCKIIouas HeOonplIyl0 4YacTh (18) MaremMaTHuecKUX 3aluCBhIBAIOTCS Ha PYCCKOM  S3bIKE,
Hanpumep =CYMM(), =ECJIU(), =BEPOSATHOCII>0, u Tt.n. PacnpoctpaneHHO! OIMMOKOMH
HAUMHAIOIIUX ABJISETCS BBOJ HA PYCCKOM S3bIKE HE TOJBKO MMEH (PYHKLUH, HO U apIyMEHTOB.

Ecnu HabpaHHas BaMHU MOCJIEA0OBATENIbHOCTh B mpencTaBieHuu Excel He sBisercs Hu
YUCIIOM, HHM (QOpPMYJIOW, OHa CUYMTAeTCsl TEKCTOM U HE TOJBEpPraercs KaKuM-JInbo
npeoOpazoBanusaM. Hanpumep, mocnenoBatenbHOCTh -145,2 OyneT cuumTaThCs YMCIOM, a —
14582 unmu YV145.2 — texctoM. [locnenoBarenbHocth =A1+A2 — 310 dopmyina, a A1+A2 —
TEKCT.

Ecnu BBOIUMBIN B sSUElKYy TEKCT MPEBBICUT MO JUIMHE BUAMMYIO IIMPUHY CTOJOLA,
BO3MO>KHBI JIBa CIIyYasi:

* CJIENYIOUIUE STYEHKH B CTPOKE MTyCThI, — TOI'/1a BU3YAIbHO TEKCT HAKPOET 3TU STYEHKHU;

* B CJIEAYIOIINX SYEHKaX €CTh JaHHbIE, — TOI'Zla [IPaBasi 4aCTh TEKCTA CKPOETCS 32 3TUMU
sAYEHKaMHU.

Oovekmbl uccinedoeanus, 0060pyoosanue, Mamepuanvl U HA2IA0HbIE
nocoousn:

1. II5BM IBM PC.
2. OnepannoHHas cpea. DIEKTPOHHBIC TAOIHIIB.
3. DnexTpoHHbI qokyMeHT «lIpakTuueckas padora Ne7y.

KOHmI)OJleble 6onpocol

1. Uto Takoe 31eKTpOHHBIE TaOIUIIBI?
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2. YeM NPUHIMITHATILHO OTINYAFOTCS TAOIHIIBI TEKCTOBOTO PEIAKTOPA U DJICKTPOHHBIE
Ta0IULBI?

3. Kak Ha3wiBaeTcst pabodee mpOCTPaHCTBO, OTKPBIBAIOIIEECS TIPH 3AITYCKE 91eKMPOHHBIX
mabauy?

4. Kak Ha pabodyeM pocTpaHCTBE B mabiuyax MOKHO 100aBIsATh, YIAIATh,
MePEUMEHOBBIBATh, IEPEMEIIATh U KOMUPOBATH JIUCTHI?

5. JlaHHBIE KAaKUX THUIIOB MOKHO 3aHOCHUTD B SIYEUKH DJICKTPOHHOH TaOIUIII?

6. Kakue cymiecTBytoT napamerpsl (OpMaTUPOBAHUS YHCEIN B TYEHKAX 3JIEKTPOHHOU
Tabsnupl? Kak ycTaHOBUTH 3TH TapaMeTphl?

7. Kak ycTaHOBUTB T'paHUIIBI CO3JJAHHOMN TaOIUIIbI?

8. Kak ordopmarupoBaTh pazMepsl ssueek?

9. Kak BbIACNINUTD IpyMIly sTYEEK?

10.

11.

12.

13.

14.

15.

16.

17.

18.

19.

Kak ocymiecTBuTh n3MeHeHue mpudTa 1 1BeTa TeKcTa?
Uro Takoe 3amuTa SIeeK?

Kak ocyiectButh yanenue cToiad1oB Wik CTPOK ?

Kak B 00beIUHUTD STUEHUKH DJIEKTPOHHO TAOIUIIHI?

C gero momxHa HaYMHATHCS NMt00ast hopmyna’?

Uro Takoe omepaHbl?

Urto MoXkeT coaepxaTh popMyiia SEKTPOHHON TaOIUIIbI?
Kax mpumenuts popmyity Ko Bcemy cToaoIy?

Kak B ocy1ecTBUTh IOCTPOCHUE AHArpamMm?

Urto Takoe auamnasoH siueek, psAabl U Jerenaa’?

3adanue na pabomy (pabouee 3adanue):

96. M3yunth  SneKTpoHHBIA  JOKyMeHT «llpaktudeckas pabGora Ne7». H3yuute
TEOPETUYECKHE MOJIOKEHUS PaOOTHI
97. CocTaBUTh B TETPaAIX KOHCIIEKT 110 U3yUYEHHOMY MaTepHaly.

98. IIpenbsABUTH KOHCIEKT Ha MMPOBEPKY MPENoiaBaTelio.

99. Co3nath TabNUILy C MCIIOIB30BAaHUEM MaTeMaTHYECKUX (YHKIUN, KOTOpast

paccuuThIBaeT 3HaYeHUsT PyHKIHK y=SIiN(2x/3)*coS(x/2) Ha MHTEpBaJe 3HAUCHUH X OT -7 10 +27
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¢ mwarom 0.1, BerYucIsieT MaKCUMaJIbHOE M MUHUMAJIbHOE 3HAUE€HUs (PYHKIUHU Ha JaHHOM
WHTEpBaJie 00JIACTH ONPEACICHUS, a TAK)KE CTPOUT IpaduK JaHHON PYHKIIHUH.

100. 3anycTuth nporpammy Excel u mi1st moiydeHust mocKa3ku O CHHTaKCUCE
TPUTOHOMETPHUUYECKUX (PYHKIMU B OKHE cripaBku Excel; BBIOpaTh BKIAJKy YKa3areiab U BBECTH
nepBbie OYKBBI CIIOBA «TPHUTOY.

[Tocne sTOro B crucke pasziesioB BIOpaTh pa3aes TPUrOHOMETpUYEcKUe QyHKIUN U
IeIKHYTh KHOMKY Iloka3are. [{ns mpocMoTpa cipaBoYHON MHPOPMALIUY LIEIKHYTh
COOTBETCTBYIOIYIO CCBIJIKY B OKHE clIpaBkH, Hanpumep, [1W. [{nsg Bo3Bpara k Ilpensiaymemy
OKHY CIpaBKU ILENKHYTh KHONKY Hazaz,.

3aKpBITh OKHO CIIPaBKH JIFOOBIM M3 CTAaHAAPTHBIX CIIOCOOOB.

101. B siueiiky A1 BBecTH 3arosnoBok Tabnuisl « Tabnuma 3HaueHunid GyHKImn y=Sin
(2x/3) * cos (x/2)». 3anatp B siueiike A2 ¢popmymy =-11M() 11t BBoga Ha4anbHOTO 3HAYCHHS X.

B sueiike A3 3anate popmyiry =A2+0,1 11 BEIYUCIECHHS CIETYIOMIETO 3HAUYCHHS X,
usmensmonerocs ¢ marom O/l. Cxonuposats dopmyny u3 A3 B auamnazon (A4:A97).

102. B sueiiky B2 BBectn dhopmyiy pacuera 3HadeHus GpyHkiun =Sin (2*A2/ 3)
xCOS(A2/2). 3atem ckonupoBath Gopmyny u3z B2 B auanazon (B3:B97).
103. B staeiiky C2 BBecTH GopmMyity onpeaeneHuss MUHUMyMa (pyHKITUH

=MUH(B2:B97), a B siueiiky C3 — ¢dopmyiy ornpenaesneHusi MakcuMyMa (yHKIHHA
=MAKC(B2:B97).

B pesynbrare nomyuutcs Tadnuia, parMeHT KOTOPOH Moka3aH Ha puc. 1.

104. Jlnis moctpoenust rpaduka BeIAEIUTh quana3on syeek (B2:B97) u, menkuys
kHomnky fX Ha manenu uHCcTpyMeHTOB CTaHmapTHas, Bb3BaTh Mactep nuarpamm. Ha nepom
nrare auasnora ¢ Mactepom auarpaMm BeIOpaTh THI quarpamm ['paduk U menKHyTh KHOIKY
[anee. Ha BTOpoM 11are onpeaennTb, YTO JaHHbIE 1JIs IOCTPOEHHUS JUarpaMmbl OepyTcs u3
psAna B cToyiOlie ¥ yTOUYHUTH 3HaUueHue auamnazona B2:B97. lllenknys kHonky Jlanee,
OTIPENIeNIUTh TTapaMEeTPhI IUarpaMMBI: 3ar0JIOBKH, ITOANMCH JaHHBIX, TIOJIOKEHUE JICTEH/IbI,
JIMHUAW CETKH U T.1.

A B C_ D [= F & 1
Tabnuua sHaveHun chyHkuumn Y=sin(2x/3)" cos(x/2)

-3.041

DN WIN

opauHara

{s]

Puc. 1. ®parmenT Tabnuiisl pacyera 3HadeHuit pyukimu y=Sin (2x/3) xcos(x/2)

Ha nocnenneM mare onpenenuTs MOJI0XKEHHE JUarpaMMbl Ha UMEIOIIEMCS JTIUCTE U
HIeNKHYTh KHONKY ['oToBo. Ha puc. 2 nmoka3an Buj ¢pparmeHTa TabIULbI ¢ JUarpaMMoHu.

105. CoxpaHuTh NOITYYEHHYIO TabNHUILy, BbIOpaB B MeHI0 Pailn komanay CoxpaHUTh
KaK, a 3aTeM B AMajoroBoM okHe CoxpaHeHHe JTOKYMEHTa OTKPBITh HYKHYIO MaMKy, 3a/1aTh B
nose ums ¢aitna SIN_COS u menknyTs kHonky COXpaHUTb.
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Macrep auarpamm [war 3 us 4). napameTpnl gHarpaMmot nﬂ
MoANHCH ABHHBIX I Tabnuua AaHHbIX I
3aronosKn Ocn I MnHkn ceTkmn I Nerenaa I

HazsaHne anarpammol: -
[rpacbm: yHKUMH Ipaduk pyHKUMM

Ock X (KaTeropui): { T C e
Ia6cuncca '

Ock Y (3Ha4eHWA): | 04
IoDAnHaTai

I Adeumcta

oppHaT

OTmMeHa I < Hazaa “ Aanee > I [oToBO

Puc. 2. Onpenenenue napaMeTpoB JuarpaMmsl

B3 Microsoft Excel - Knural B E)
Qanes | Hazaa I Mac‘u_jT;Gl [edars. .. I Crpannya... I MNons | PasmeTka c‘rpannuul 3aKkpbiTe I Cnpaska I
"

-

T abmmia 3Havermit Y=sm(2x/3)*cos(x/2)
-3,14159 -5,30505E-17  -0,6159 Ll
-3,04159 -0,044851819 0,889371
-2,94159 -0,092326753
-2,84159 -0,141681878
-2,74159 -0,192147836

N Caven A DNADNININEG d
< 5 3

MpeABapUTENBHLIN MPOCMOTP ! CTPAHM, [ NUM

Puc. 3. ITpocMoTp TaOGIMIIBI TIEpE]] TTIEYATHIO

106. Jlns mpocMoTpa Buaa Tabnuibl Ha Oymare BeIOpaTh B MeHI0 Paiin KoMaHay
[IpensapurensHbIil mpocmotp (puc. 3). st mepexona K APyrUM CTpaHUIIAM MIEIKHYTh KJIABUIIN
Hanee nnm Hazan. Jlns meyarn Tabnuibl Ha Oymare BeIOpaTh komaHay [ledats B menro Paiin. B
okHe [leuaTr yka3zaTh HOMepa reyaTaeMbIX CTPAHMI] U KOJIMYECTBO KOIHUH, MOCIIE YETro
menkHyTh KHoNKy OK 11 Havana nevarn.

107. 3akpbiTh 0KHO Excel. OtBeTbTe Ha KOHTPOIIBHBIE BOPOCHL.

108.0¢dopmute oTUer.
3ananme 2

Cosnath TabmuUILy, KOTOpas (OPMUPYET BEIOMOCTh HA BHIILIATY 3apab0THOM IUIATHI C
MPOTPECCUBHOM MIKAION MOI0X0HOT0 Hajlora.

[TycTh HaNOr CYHUCISAETCS MO MPOTPECCUBHOM IIKAJIE CIIEAYIONUM 00pa3oM: ¢ 3apaboTHON
rutathl, He npeBbimaromiei 1000 py6., Hamor coctaBnser 12%, a ¢ gacTu 3apruiatel, nmpessimaromeii 1000
py0., — Hanor 20% ot 3TO# YacTu.

1. BHavane omnpenenuM UCXOIHbIE JaHHbBIE 3a1a4i: PaMHUINK PaOOTHHKOB (TEKCT) U pa3Mep
3apabO0THOM IUIAThI (YHUCIIO ¢ ABYMS HudpamMu B JpOOHOI YacTH).
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Y CTaHOBHUM, YTO MBI TOJDKHBI PACCUNTATH B 3a/1a4€ BETHUHHBI MTO0XOTHOTO HAJIOTa U
MOJYYaeMON KaXKIbIM paOOTHUKOM CYMMBI.

2. JIyist BHITIOJIHEHUSI PAcUeToB 3amycTuTh Excel, onucarh CTpYKTYpy TaOIHIBI U BBECTH
UCXOJHBIC TaHHbIe (Ta0. 1)

Tabmumal.
Hcxonasle nanHble

A B € D

Pacuer 3apruiaThbl C IpOrpecCUBHOM IIKAION MOAOXOAHOTO HAIOra

2 Damummms 3apruiata Hanor [Tonyuutsb
3 MBaHoB 1234,56

4 [Terpos 1000

5 Cunopos 1563.35

6 Dposos 986,54

7 UTOTIO: 4784.,45

8

3. B sueiiky C3 He00X0IMMO TIOMECTUTH BETMYHMHY MOJIOXOJHOTO HAJIOTa, BEIYUCISIEMOTO 110
MPOTPECCUBHOM IIKaJIe, ISt STOTO BEIACTHUTH stueiiky C3 u BBecTH hopMyITy
=ECJIN(B3<=1000;B3*0,12;1000*0,12+(B3-1000)*0,2). B 3Toli hopMmyJie mpoBepsieTCs YCIOBUE
B3<=1000. Ecnu ycnoBue cobmromaercs, TO Hanor Beraucisiercs mo popmyie B3*0,12. Ecim ycinoBue
JI0’KHO, TO HAJIOT Beuucisercs no ¢popmyne 1000*0,12+(B3-1000)*0,2 (12% ot cymMMBI 3apIiiaTel B
1000 pyo6ueii + 20% ot cymmbl, peBbimatonieit 1000 pyoieit).

4. B sueiiky D3 BBectn hopmyiry =B3-C3 anst onpeneneHrs CyMMbI pa3HOCTH 3apIuiaThl U
HaJora.

5. CkonupoBath Gopmysisl u3 auanazona C3:D3 B quanazon C4:D6. B sueiiky B7 BBecTn
(hopMyIBI CyMMHpPOBaHMSA Pe3yJibTara 1o cronduy B, amst yero, Beigenus syeiiku B3:B6, menkuytsb
KHOTIKY ? B TaHenu uHcTpymMeHToB CtangaptHas. CKomupoBath (OpMyITy BEIYUCIECHHSI CYMMBI CTOJIONA
3 B7BC7:D 7.

6. OpopmuTh TabnMILy, BEIIENUB Muamna3oH A2:B7 u BeiOpaB komanay ABTOQOpMAT B MEHIO
®opmar. B quanoroBom okne ABTodopmMat U3 crrcka GpopMaToB BEIOpaTs BapuaHT OUHAHCOBEIH 3 1
menkHyTh kKHonKy OK. M3Menuts ¢opmat oToOparkeHus 3HaUeHui B siueiikax B3:B7, nist yero, BeLAEIHB
9TOT JIMaINa3oH, BEIOpaTh B MeHI0 DPopMaT KOMaHly ST9eiKH, B JuaaoroBoM okae dopmart siaeex BHIOpaTh
®duHaHCOBBIN (opMaT, B ose YUco AecATHYHBIX 3HAKOB 33JaTh 0TOOpaKeHUe IBYX LUGp B APOOHOM
yacty, B noje O603HaueHue BBIOpaTh p. M WEAKHYTh KHONKY OK 111 mpuMeHeHus 3a1aHHoro gopmara
stueek. [locie aToro Tads. 2 OyIeT UMETh CIICIYIONIIUH BHI:

Tabnuma 2.
PesynbTarhl pacueToB

A B C D

Pacuer 3apruiaThl ¢ TPOrpecCHBHOM LIKAJION MOI0XOHOI0 Hajlora
2 Damunus 3apruiata Hauor [Tonyuuts
3 MBaHoB 1234,56 166,91p. 1 067,65p.
4 [Terpos 1000 120,00p. 880,00p.
5 Cunopos 1563,35 232,67p. 330,68p.
6 @dponos 986,54 118,38p. 868,16p.
7 UTOIO: 4784,45 637,97p. 4 146,48p.
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7. CoxpanuTb Tabnuiy nog uMeneM Pacuer 3aprutatel. s atoro B MeHio ®aiii Hy>KHO BBIOpaTh
komaHay CoxpaHUTH Kak, 3aTeM B quaioroBoM okHe CoxpaHeHue (paiiya BEIOpATh MaIKy, 3a1aTh UM
¢aiina u mwenkayTh KHONKY COXpaHUTh.

8. 3aBepinTh padboTy mpuinoxkenus Microsoft Excel ogauM 13 cTanaapTHBIX CITOCOOOB.

3amanue 3

3anyctuth Excel u mpocMoTpeTs cripaBouHyro HHGOPMAITUIO O HA3HAYECHUH M CHHTAKCHCE
GyHKIMA natel 1 BpeMeHu. [ 3Toro, BeI3BaB cripaBky Excel, Ha BKJIaJlke MOKMCK 3a]1aTh 00pa3 Mmoucka
«(pYHKIIMU AaThI», 3aTEM B CITUCKE HAWIEHHBIX Pa3fielioB BEIOpaTh pasen OyHKIUK paboThI ¢ JaTOl U
BpEMEHEM U IIENKHYTh KHONKY [Toka3ats. [1ob3ysck KHOIKaMu CCBIJIOK, TPOCMOTPETH CITPABKH 110
¢dyuaxmsam JJATA, IEHb, MECALL, IEHBHE]], CETOJIHA, TAATA. /I Bo3BpaTa Ha mpeabI Iy Ui
9KpaH CIIPaBOK UCIOIB30BaTh KHOMKY Hazan. 3akphITh OKHO CIIPaBKH.

2. CoctaBuTh TabNHIly, KOTOpask pacCCYUTHIBACT KaJICHAAPh Ha JIIOOOH ToJl, OTIpE/IENsIeT HOMEpP U
Ha3BaHME AHS HEIeNU, MEeCsIa.

3. B siueiike Al BBecTH 3aronoBok Tabimiel «Kanengape». Bo BTOpoii ctpoke B suetiku A2, B2,
C2 BBectu HazBaHus rpad: «ata», «Homep nus», «Ha3Banue aHs 1 Mecsmay.

4. 3anats B saeiike A3 hopmymy =[{TATA(2000;1;1) muis BBoa epBoi AaThI HY>KHOTO rofa. B
siueiike A4 3anath Gopmyiry =A3+1 a8 BRIYMCICHUS JAThl clieAyromero aHsa. CKomupoBath (hopMyITy u3
A4 B nuanazon A5:A369. Ilonyuurcs kanennaps Ha 2000 roa.

4. B siueiiky B3 BBectu popmyny onpenenenus aus vegenu = JEHBHE]I(A3;2). (CornacHo
napameTpy 2 IOpsSI0K JHEH B Heele CIeAyIONi: TTOHEeIeNIbHIK - |, BTOPHUK - 2, cpeaa - 3, ...,
BocKpeceHbe — 7). CrommpoBats 3Ty Gopmyny u3 B3 B muanazon B4:B369. B cron6ue B Oyayt
BBIBE/ICHBI NTOPSAKOBBIE HOMEpa JTHEH HezleNu 3a Bech ro/l.

5. Ucnone3ys cnpaBounyto cuctemy Excel, Haiiti nonckasky no ¢pyakuun TEKCT. s atoro
BBI3BATh CIIPaBKy U Ha BKJIaake [lonck 3amaTh 00pa3 NOMCKa «TEKCT», 3aTEM B CIIMCKE HalIEHHBIX
pazzenos BeiOpath paznien TEKCT u menkHyTh kHOTKY [TokazaTs. [Tocie mpocMoTpa cripaBKU 3aKphITh
OKHO JIFOOBIM M3 CTaHIAPTHBIX CIIOCOOO0B.

6. B sueiixy C3 Beectu hopmyny =TEKCT(A3;» 11 MMMMM)y), koTopas 1o ate
OIIpeIeJIUT TEKCTOBOE Ha3BaHUeE JIHS Helenu u Mecsina. CkonuposaTh hopmyiy u3 C3 B quamnazoH
C4:C369. B cronbie C OymyT BEIBEICHBI HA3BaHUS JHEW HEJETH U MECSIIEB 32 BECh T'OJI.

7. Beigenutsb Tabnuity u ohopMHTE ee, BeiOpaB B MeHI0 @opmat komaHay Aveiiku. Ha Briamke
I'panuna BEIOpATh THII IMHUM M BKIIOYUTH BHELIHKE U BHYTPEHHHE TPaHMLIbI, HA BKIagke Bun BeiOpars
IIBET 3aJIMBKU U MEIKHYTh KHOTIKY OK.

8. [TeperMeHOBATH JIUCT C TAOJNHUIIEH, IJIsl YETO YCTAaHOBUB Kypcop Ha sipibike JIucTl, meakHyTh
NPaByIO KHONKY MbIIHN. OTKPBITh KOHTEKCTHOE MEHIO, BEIOpaTh B HeM koMaHy llepenMeHoBaTh 1
3anate uMs Kanenmaps. Pesynprar pemenns 3amaun OyJeT BBITISAETh, Kak TOKa3aHo Ha puc. 1.
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43.
44,
45.
46.

47.
48.
49.

: Microsoft Excel - Knural R . . !E-]E

"ﬁﬂjas‘m Mpaska Bua Bcraska Popmar Cepeuc Jawuwie Oxno 2?2 - |&]X]
D8RV iRBC|v-o- Q&= £ 4B
I TimesNewRomanCyr ~+ 12 ~ | X XK 4 |E = = < R & «A - »|
c4 M = | =TEKCT(A4;"TOIT MMMMMM")

i | A | B i | E =]
| 1 |Kanenmaps —
3 BESE e TR : Sy
| 3| 01.01.00 6|cybbora Aupaps

4 | 02.01.00 7|Bockpecense AuBaps
. 57 03.01.00 1{moxnenenruuK duBaps
| 6 | 04.01.00 2|BropruK Jupapsb
g’v 7 | 05.01.00 3|cpena Anpape
l 8 | 06.01.00 4|uerepr dupaps vl
[T« Tvil\Kanengaps (Twcr2 {Twcra / SN oim
| rotoeo 5 ‘ . ' /4

Puc 1. Tabnuma Kanenmaps

9. 3amuTUTh TAONHUIY, OCTABUB BO3MOXKHOCTH I10JIB30BATENII0 U3MEHSTh I'0/1, Ha KOTOPBIN
co3naeTcs KaneHaapb. Jist 5Toro npeaBapuTeNbHO CHSB 3aIIUTY C s4yeiiku A3, BeIOpaTh B MeHI0 CepBHC
KOMaHZy 3aIuTa, 3aTeM — 3allUTUTh JUCT. IIpoBepuTh neiicTBreE 3alUThl, NONPOOOBAaB BBECTH B
A4eriky A3 Ipyryro naTy, BBECTH AaHHBIE B JPYTUe SUCHKH.

10. Ucnonb3ys komanny CoxpaHuTh Kak B MeHIO Daiii, COXpaHUTh TaOJUIly 110 UMEHEM
Kanennaps.

11. 3akpsITh OKHO TiporpamMmbl Excel.

X00 pabomut (NOPpAOOK 6bINOTIHEHUSA PADONIDBL):

CTylleHT JOIDKEH 3aHATh pabodyee MECTO 3a KOMIBIOTEPOM

3arpy3uTb 31eKTpOHHBIN JoKyMeHT «[IpakTuueckas padora Ne7»

3aKOHCIEKTHPOBATh OCHOBHBIE MTOHATHUS U ONPeAEICHUs

3amucarth M 3a4aTh BOMPOCHI TPEIOJABATENI0, €CIIM KOHCIEKTHPYEMBId MaTepuan BbI3bIBACT
TPYAHOCTH B IOHUMaHUU

3anucaTh MOSICHEHHUS npernoaaBaTeia

[IpeabsBUTH KOHCIIEKT Ha MTPOBEPKY

3aBepmuTh paboTy

Cooepoicanue u ohpopmanenue omuema

Otuer gomkeH ObITH 0POpPMIIEH B TETPAAH U COJepKaTh HazBaHue [IpakTuueckoi
pabotsl, gary BeimosHeHHs1, Ne rpynmbl 1 M.O.damunuio cTyaeHTa, 3ajanrue Ha paboTy u
OTHMCAaHNUE OCHOBHBIX CBEACHMIA, IPABIII U MIPUEMOB, U3YUYEHHBIX MPHU BBIMOJIHEHUN
[IpakTraeckoit paboTHI, BEIBOJIBI.
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IIpakTuyexas padora Ne8

OcHOBHBIE MAHUITYJISINMHU € TAOJUIIAMHA. ITANBI PeIIeHUs 3aa4H C
NMOMOIIbI0 TA0JUYHOT0 npoueccopa. OCHOBHbIE METOAbI ONITUMU3AUM
(o0JsieryeHus) padoThl B 3JIEKTPOHHBIX Ta0aunax. PacueTHble onepanuu B
JIEKTPOHHBIX Tabaunax. Jlornueckue pyHkuumn

Ienw Ilpakmuuexoit padomot

HonyquHe OCHOBHBIX HaBBIKOB pa6OTLI B 3JICKTPOHHBIX Ta6J'II/II_[aX

Teopemuuecxue noJjioscenus

1. OcHOBHBIE MAHUNYJISILUH € TA0JIUIIAMH

[lepememienue mno tabuuue. s BbiaeneHus J000M sSUeWKH TaOIMLBI JAOCTATOYHO
LIEJKHYTh Ha HEeW Mblbplo. KpoMe TOoro, KypcopHylo paMKy MOXKHO IepeMeniarb B JItoOOM
HaIpaBJIEHUU KJIaBHIIAMU Kypcopa («—,— 1,]). s nepemenienus no paboyemy JIMCTy MOXKHO
MCIIOJIb30BaTh CTAHIAPTHBIN MEXAHU3M I10JIOC POKPYTKHU (CTPEIKU U OETYHKH).

UToObl MIHOBEHHO MEpPEHTH K HYXHOW sueiike TaOauIbl, MOKHO BBIOpPAaTh KOMaHIY
ITpaBka-IlepeiiTu..., a 3areM B aAuanoroBoM okHe B nosie CcbUlIKa yKaszaTb aJpec sUEHKH U
menkHyTh KHonky OK. Ecnu uckomast sueiika MMeeT UMs, MOKHO IPOCTO BBIOpaTh €ro B
PaCKpBIBAIOILEMCS CIIUCKE T0JIS1 UMEHH.

Jls mepexosa K Jpyromy JIMCTY paboyeil KHUIM HY>KHO LIEJIKHYTh MBIIIBIO Ha SIPJIbIKE
JIUCTA B CIIMCKE JINCTOB B JIEBOM HMKHEH 4acTU OKHA TaOMuIbl. By SpibIk HY»KHOTO JINCTa HE
BU/JIEH, TO JIJISl €70 BBIBOJA UCIIOJIb3YHTE KHOMKHU MPOKPYTKH JIUCTOB.

Boigenenue gpparMeHToOB 3J€KTPOHHOM Tabnuibl. Beiienenue gparMeHTOB TOKyMEHTa B
Excel urpaer Ty e ponb, 4To W B JApyrux mnpuioxeHusx WIindows, MMEHHO K TakuM
(dparMeHTaM TNPUMEHSIOTCS  BbIJaBaéMble BaMH KOMaHAbl KONHUPOBAHUS, YAAJCHHUS,
dbopmatupoBaHus U T.1. Sdelika 371€eKTPOHHON TaOIUIIBI, OKaliMIIEHHAs! CEpOl paMKOH, SIBIISIETCS
BblJIeIeHHON (Tekymeit). IlepeaBurath pamMKy MOXKHO C IOMOINBIO KIJIABHUII YIpaBJICHUS
KypCcOpoM, MO3TOMY €€ 4YacTO Ha3bIBalOT KYpPCOPHOH paMKOH (C 3TUM IOHSITHEM BBl TaKKe
3HaKoMbl). /11 BbIAenieHus 10001 sTYeKHU JOCTaTOYHO IIEIKHYTh Ha HEMl MBIIIbIO.

OdeHp yacTO BaM NPUJIETCS BBIIEIATH OJOK siU€eK, T. €. MPSIMOYTOJIbHBIH CEKTOp
TaOIHITBI, BBIPE3AIONINNH HECKOJIBKO CTPOK M CTOJIONOB. Jlnsi BeImeneHus OJioka HE0OXOAMMO
YCTAaHOBUTH yKa3aTelb BHYTPHU JIEBOM BepxHEH siuelku, HaXaTb JIEBYI0 KHOMNKY MbIIIH U
CMelIaTh yKas3arejb [0 AMaroHajld K MpaBoMy HIKHeMy yriy Onoka. [Ipu aTom nepBas siueiika
BHEIIIHE HE M3MEHSETCS, a OCTabHbIE OKPAIINBAIOTCS B UepHBIH 1BeT. Tekymuil pazmep O10ka B
IIPOLIECCE BBIJCIICHUS BbICBEUMBAETCA B nosie uMeHu (Hanpumep, 4Kx3C, T. e, ueTslpe CTpPOKH,
TpH CTOJOLA).

YToObI BBIIEINTE:

* TENBIH CTOJOCI] — INEIKHUTE MBIIIBI0 Ha COOTBETCTBYIOIIEM HOMEpPE B 3arojiOBKE
CTOJIOI1A;

* eIy CTPOKY — IIEIKHUTE MBIIIBI0 Ha COOTBETCTBYIOIIEM HOMEpPE B 3arojOBKE
CTPOKH;
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* BCIO TaOJUIly — IIEJIKHUATE Ha JIEBOM MyCTOM KHOMKE B 3arojioBke crosidna. Ooparure
BHMMaHUWE, 4YTO BBIICIICHHAs s4eiika, CTOJNOel, CTpOoKa, TaliWila — YacTHBIM Ciydan
BBIJICTICHHOT'O 0JIOKA STYCCK.

Ecimu HeoOxomumMo oThopMaTHPOBATh YaCTh SYCHKHU, BBl MOXKETE BBIJCIUThH ATY YacTh B
cTpoke Gopmys ¢ nomorsio KiaBuimm Shift u crpenok kypcopa, Tak e, Kak 3TO JejaeTcs B
nokymenrax Word.

JlJis OYUCTKU BBIJEIIEHHOTO OJIOKA SYeeK MOXKHO BOCIIOJIb30BaThcs KomaHaoi I[IpaBka-
OuncTuTh, KOTOpasi MO3BOJIAECT YAAIUTH JUOO BCE COACPKUMOE siueeK, JUOO0 KaKhe-TO €ro
3JIeMeHTHI (TpuMedanue, popmar). JJis 3Toi ke 1eu Bbl MOJKeTe HaxkaTh KiaBuinry Del.

JIJist BCTaBKH STYEEK, CTOJIOIOB MM CTPOK MOXKHO BOCIIOJIB30BAaThCS KOMaHIaMU MEHIO
Bcerapka: fAueiiku, Ctpoku, CronOiuel, Jlucr. s ynaneHusl BBIACIEHHBIX CTOJIOIOB, CTPOK,
AYEEK MOKHO BOCIOJIB30BAaThCS KOMaHaamu MeHw IIpaBka-Ypanute. g ypaneHus jaucra
ucrnonb3ynre komanny IIpaBka-VY ganurts nucr.

323
%
B> Konuposars
B Bcrasurs

Cneunanbnan scrasxka.

I

fwin

Ho6asure avedxu. ..

YUnanurs. ..

wimi~NIMiMi

Ousmcrurs cogepxumoe

al
o

11 | L3 NobGapurb npumevanue
ZIKIDICHN

FOTOBO Popmar gyeex...

Bubpary us cnmcka...

Puc. 1. KoutekcTHOE MEHIO

BrinonHenue omnepanuil nepemMenienns, KONUpOBaHNs U BCTaBKU (pparMeHTOB TaOIUIIbI
yA00HO BBITIOJIHATE € IOMOIIBI0 Oydepa ooOmeHa. [loctatouHo BBIACIUTH ()parMeHT TaOJIUIIBI U,
HIEJIKHYB IIPaBYIO0 KHOIIKY MBIIIH, BbI3BaTh KOHTEKCTHOE MEHIO, KaK MOKa3aHo Ha puc. 1.

B KOHTEKCTHOM MEHI0O MOXXHO BBIOpDAaTh KOMaHAY BBINOJIHEHUSI HY)KHON OINEpaluu:
Beripesats (momectuth B Oydep odMeHa, ynanus u3 Tadbauisl), Konuposats (momectuts B Oydep
oOMeHa KOIHIO BBIAECTICHHOTO (pparmMeHTa Tabauibl), BetaButs (3 Oydepa ooMeHa B TabiuIy).

B HEKOTOpBIX Cilydasx agpeca siueeK IPU BBITOJHEHUU dTUX KOMAaHJ MOTYT U3MEHSTHCS.
Kak u B apyrux npuinoxenusx Windows, Bel MOKeTe TepeMeCTUTh (CKOMMPOBATH) BbIICICHHbIH
010K siueek MeTo1oM «B3sTh 1 oTTamuTh». YT0OB! BOCHOIB30BATHCSA ITUM METOJIOM, YKa3aTelb
MBIIIH CIeyeT YCTAaHOBUTh Ha PaMKYy BBIIEICHHOro OJ0Ka (yKa3aTeiab IpUMET (pOpMYy CTPEJIKH)
U «TamuTh» O10k. [loMHUTE, YTO MpU KOMUPOBAHUU CIEAYET YACpPKUBATh MPUKATON KIaBHUILY
Ctrl

IMouck u 3amena. B Excel cymectByer BO3MOKHOCTh HAXOMUTh YKa3aHHBIN TEKCT WA
yuciaa W ABTOMATMYECKW 3aMellaTh HAWJICHHbIE JaHHble. MOXHO HaWTH BCe SYECHKH,
coJepXalie OAMH W TOT e BHJ JAaHHBIX, HampuMmep (QOpPMYINbI, a Takxke suYeiKu, ube
COJIEP’)KMMOE HE COBIIAJAET C COJAEPKUMBIM TEKyLIeH suedku. [ moucka AaHHBIX B CIUCKE
Excel mo3Bonsier ucnonb30BaTh (GHIBTPHI, MOKA3BIBAIOLIMNE CTPOKU C HYXHBIMH JIAaHHBIMH.
Hanpumep, wu3 cnmcka o00OpyZOBaHUS MOXHO H3BJI€Yb JAaHHBIE [0 HAaUMEHOBAHHIM
000pyA0BaHuUs, KOTOPbIE IPUOOPETEHBI B OJTHOM 3K3EMILISIpE.
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Ilouck Tekcra m uwncen. Jlns MOMCKa TEKCTa W YHCEN BBIASIWTE AUANa3oH S4eeK, B
KOTOPOM OYJEeT NPOBOAUTHCS TOWCK, WU HABEIUTE yKa3aTellb Ha JIFOOYIO sUeHKY M HAKMUTE
KHOIIKY MBIIIH, €CITU TpeOyeTcs MPOBECTH MOWCK Mo Bcemy aucty. B mento [IpaBka BeiOepute
komanay Haiitu. B mone Uro amanoroBoro okHa HalTh BBEIHWTE TEKCT WJIM YUCIA, KOTOPHIE
HY’KHO HalTH, 3aTeM B criucke OO0JacTh MOUCKA BBIOEPUTE THI JAHHBIX, CPEIU KOTOPBIX OyneT
MIPOU3BOUTHCS TIOUCK, YKAKUTE MO CTPOKAM WJIM CTOJIONaM KaK BBITIOJHATH MOKCK, YUYUTHIBATh
JIM PETUCTP, BKIFOYUTH WJIM BBIKIIOUUTD IMOMCK CIIy4aeB MOJTHOTO COBHAJACHHS 00pa3iia MOKCKa ¢
COJICPXKUMBIM stueiiku. J[J1s1 Havaa moucka meiakHuTe KkHonky Haiitu nanee. Eciiu Hy>kHO Oyner
OCTaHOBHTH TIOUCK, HAKMHUTE Ki1aBuIny ESC.

J1y1st 3aMeHbI TeKCTa M YUCEN BBIACIIUTE JIMANa30H, B KOTOPOM OYJIET MPOBOIUTHCS MOUCK,
WIM HaBEAWTE YKa3aTellb Ha JIIOOYI0 SYEeKy M HaXKMHUTE KHOIKY MBIIIH, €CId TpeOyeTcs
MIPOBECTH MOUCK MO BceMy JucTy. B mento [IpaBka BeiOepute komany 3ameHuts. [locie 3toro
Ha SKpaHe OyJeT PaCKPBITO JUAJIOTOBOE OKHO 3aMEHUTH (pHC. 2).

Yro:

HaWTth aanee

|~:ut3p.53 roncKa

3 3aKpbi I
IAMEHNTDL Ha! JAKPLITE
‘HUE»U:' :‘Ha-ir:HHr:! E_:ameHHTt.

1 - |no p——— v| 7] yunrbiBaTe peructp
[ Sueiika uenmkom

3aMEHNTL BCE

Puc. 2. OkHO 1OoUCKa U 3aMEHBI

B none YUto BBenuTe TEKCT MM YMCIA, KOTOPBIE HY>KHO HAWTH, 3aTEM B MoJie 3aMEHUTh
Ha BBEJIUTE YE€M 3aMEHUTH. ECIIM BBl XOTUTE yAAIUTh CUMBOJIBI, TO B 1Mojie UTO OCTaBbTE MOJIE
3amMeHuTh Ha MycThIM. /[ Havana moucka menkHute kHonky Haiitu panee. Eciu 3amaHHbIN
BaMU 00pa3 MoMcKa OTCYTCTBYET, TO TOUCK 3aKaHYMBAETCS U 00 STOM BBIBOAMUTCS COOOIICHHUE.
Kak Tonpko Oyaer HaliileHO MepBoe BXOXKIEHHUE 3aJaHHOrO B mosie Uto oOpas3a moucka, MouCK
MPUOCTAHOBHUTCA, a S4eiKa C HalIeHHBIM (parMeHTOM OyaeT BbIAeneHa. YToObl 3aMEHUTh
HaWJeHHbIE CHUMBOJIBI, BbIOEpUTE KOMaHAy 3amMeHuThb. Eciam Bbl XOTHUTE 3aMEHHUTh BCE
BXOJXKJICHUSI, TICJIIKHYTh KHOTIKY 3aMeHUTh Bce. YTOOBI OCTaHOBUTH MOWCK, HAKMHUTE KIIABHIILY
Esc.

OtoOpakeHue CTPOK TaOJIUIBI C HCIONb30BaHUEM OGuibTpa. PUIBTPEI MOTYT OBITH
MCIIONIb30BaHbl TOJBKO IS OMHOW Tabnumbl Ha nucte. J[ns oTbopa oToOpakaeMbIX CTPOK
YKaXHuTe sYeiku B GUIbTpyeMoi tabnuiie, 3aTeM BoiOepuTe koManay OuibTp B MeHio J[aHHEIE,
a 3areM — KoMaHay ABTopunsTp. YToOB OTHUIBTPOBATH CTPOKH, COACPKAIINE OMPEICTICHHOE
3HauUeHUE, HAKMHUTE KHOIKY CO CTPENIKOH B CTOJOIIE, B KOTOPOM COJEpPkKATCSI UCKOMbBIE TaHHBIE,
U BBIOEpHTE 3HAYCHUE B CITHCKE, KaK MOKAa3aHO Ha puC. 3.
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| \. Microsoft Excel - Cmera o6opyaosanus odpuca3.xls
ﬂ Pann lpaska Bua Bcraska Popmar Cepsuc Jannwe QOxvo ? -151X]
DeE SRV ibBS | v- - Q®|= A 4 U|E

| arial cyr v 10 ~x K t_[fg ,IQ[,—'&'&'

¢ | B | E [ F | =
:}':J M

i
1]

"1 _|Cmera oBopysoe:v|a opuca
2 |Kypc panotel IS

'3 |Hanmenopanve |(Mepeoie 10..) | leya  Cymma & pyb.

4 |Komneiotep Penti (lycnoame“,) 6514 5559699
5 |Mpunrep/konup/cy 3 693 1971585 i

Il 6 |Wcroynuk Gecnepl S 985 2802325 s

[ 7 [Ceresankapra |20 55 469425

| 8 [Mogem (MycToie) 605 1721225

| 9 |Boke ana auckosl(Henycroie 3 426,75

[ 10 [roro: 84957 39 ‘

| 1 wi

(CIKIDCIN. YA VO 7=y 17V AR 1 B— 0|

iroroeo o R | T, T, TS, | | 4

Puc. 3. Bo16op 3Hauenust 1yt puiabTpauy Tabauibl

BriOupast apyrue cronOubl W 3aaaBas 3HA4YCHUsS Ui (DUIIBTPAIMU, BBl MOXKETE BBECTH
JIOTIOJTHUTEIIbHBIC OTPAHUYCHHUS JJ1s1 3HAUCHUH B APYTUX CTOIOIAX.

YroObl OTHMILTPOBATh CIUCOK IO JBYM 3HAYEHUSM B OJHOM CTOJIOIE WM NPUMEHUTH
OTJIMYHBIC OT PABEHCTBA ONEPATOPbI CPABHCHHMS, HAKMHUTE KHOIKY CO CTPEIIKOH, a 3areM
BbIOEPUTE MyHKT Y CIIOBHE.

Ecnu nanHble yxe OTGUIBTPOBAHBI MO0 OJHOMY M3 CTOJIOIIOB, TO IPH HCIOJIb30BAaHUU
bunbTpa AL APYroro croidma OyayT MPEeUIOKEHBI TOJIBKO TE¢ 3HAYCHUsS, KOTOPHIC BHUJIHBI B
OT()UIBTPOBAHHOM CITHCKE.

C momoIpio0 KoMaHabl ABTOQHIBTP HA CTOJIOCI] MOKHO HAJIOKUTh JIO JIBYX YCJIOBHUH.
Hcnonp3yiiTe paciimpeHHbId (QUIBTP, eciiu TpeOyeTcs HaJOXKHUTh TPH WM OoJiee YCIIOBHIA,
CKOITMPOBATh 3allCH B JAPYroe MECTO WIIM OTOOpaTh JaHHbIE HA OCHOBE BBIYMCIECHHOTO
3HAYCHHSI.

Otrmena u noBTopenne komana. Excel, xak u Word, B OOJNBIIMHCTBE CiTydacs
MO3BOJIICT OTMEHHUTHh HEYJAYHO BBIMOJIHCHHYI) KOMaHIy, a TaKXXe MOBTOPUTH IOCIICIHIO
BBIMTOJIHEHHYIO KOMaHAy (KHONMKH OTMeHHTh W BepHyTh Ha MaHeNId HWHCTPYMEHTOB
Crangaptras). OOpartute BHUManue, uro B oriamuue or Word Excel momyckaercst oTmeHa
TOJILKO OJIHOW KOMAaH/IBI.

2. JTanbl penleHHs 322494 ¢ MOMOLIbLI0 Ta0JIUYHOI0 MpoIeccopa

Kaxnpiii pas3, wucnonb3ys TaOiuuHblii mporeccop Excel ams pemienus 3amauwm,
BBITIOJHSCTCSI HEKOTOpas IMOCIICOBATeILHOCTh IIIaroB, KOTOPYIO MOJKHO Ha3BaTh JTallaMu
pemenns. Kakue 3T0 3Tambl U B KaKO# IMOCIIEIOBATEILHOCTH OHHU CIICAYIOT JIPYT 3a JPYroM,
paccMOTpUM Ha MTPUMEPE COCTABJICHHUS MTPOCTOM TaOJHUIIBI pacyeTa CMEThI 000pyaoBaHus oduca,
B KOTOPOW ITOJICYUTAEM 3aTPaThl HAa IPUOOPETEHHE FICKTPOHHO-BBIYHCITUTEIIEHON TEXHUKH.

[lepBBIii dTam - aHaANW3 KMCXOMHBIX JAaHHBIX U MOCTaHOBKA 3amaud. [IpoaHamusupyem
TEKCT 3aJla4il M OMpPEJEIUM MCXOJHbIC JJaHHBIC 33a/la4i: HAMMEHOBAaHUE 00OpYyHOBaHUS (TEKCT),
KOJIMYECTBO MPUOOpETaeMbIX E€AWHHII O00O0pyJOBaHHUS (YHCIO), CTOMMOCTH  CIUHUIIBI
00opyaoBaHus (YUCIIO B UH. BAIIIOTE), KypC UH. BATIOTHI (YMCIIO). Y CTAaHOBUM, UYTO MBI JOJKHBI
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paccuuTaTh B 3ajjauye CIEAYIONIME BETUYMHBI: CTOMMOCTh BCEX €IMHHI] 000pYA0BaHUS OIHOTO
HAaUMEHOBAHMUS C YUETOM Kypca BaJIIOThl, UTOTOBYIO CyMMY 3aTpar.

Bropoii sTan — co3gaHue HOBOM TaOMMIBI M BBOJA MCXOIHBIX HaHHBIX. s co3manHus
TaOIUIBI MOKHO IIENKHYTh KHOMKY Co31aTh Ha maHenu WHCTpyMeHToB CTaHaapTHas. 3aTeM
BBECTH JJaHHbIC U M3MEHHUTH pa3Mepbl CTOJOLOB, TaK YTOOBI B HHUX IOJHOCTHIO OTOOpa)ancs
TEKCT, KaK [M0Ka3aHo Ha puc. 4.

Tpernit sTanm — onucanue pacyeToB. B sueiiky D4 HeoOXoauMO MOMECTUTH CyMMY
3aTpaT Ha MPUOOpEeTEeHHE KOMIBIOTEPOB B PYyOIsiX, KOTOpas IMOACUUTHIBACTCA MO (Qopmyse
B4*C4*B2.

Jlnst BBoia (popMyIibl HY)KHO BBIIENUTH siueiiky D4, 3aTeM mIeTKHYTh KHONIKY = B CTPOKE
BBOJIa (pOpMYJI, IIEIKHYB A4eiiKy B4, BBeCTH MepBBIi Onepan, IEIKHYB KIABUILY «*», 3a1aTh
OTIepalI0 YMHOXEHHUS, MIETKHYB sueiiky C4, BBECTU BTOPOIl OnepaH/, MEIKHYB KIABUILY «*»,
3a/1aTh OINlEepal0 YMHOXKEHHUS, IIEJIKHYB S4eiiky B2, BBecTH TpeTHil onepas.

Tak kak agpec sueliku B2, B KOTOpoi pa3MelleH Kypc MH.BaIIOThI, JOJKEH OCTaBAThCS
HEU3MEHHBIM MPH MOCIEeAYIOIeM KOTUPOBAHUN (POPMYIIbI
BBIUMCJICHHUS] CYMMBI B pyOJsiX, TO 3aJaauM aOCOJIOTHYIO ajpecanuio sueiiku B2, nns yero
nienkHeM knasuiny P4. Tlocie storo B m300pakeHHM CCHUIKM Ha s4yeiiky B2 mosBuTcsa 3HAK
nosutapa ($): $B$2. 3aBepiuum coznanue Gopmyisl BerarciacHus, menkayB kHonky OK. ITocie
aTOro B siueiike O4 HEMEIUICHHO TMOSBUTCS Pe3yJIbTaT BBIYUCICHHIA, a B CTpOKe (hopMyin Oyzaer
u3o0pakeHa GopMyiia, Mo KOTOPOU BBIMOJIHACTCS BhiuuciieHue: =B4*C4*§B$2.

A Microsoft Excel - Cmera o6opyaoBanus oduca.xls
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Puc. 4. Oxuo Microsoft Excel ¢ BBeneHHBIMY JaHHBIMU 3a1a4U

Tak kak CyMMBI 3aTpaT Ha MPUOOPETCHHE OCTAIHHBIX HAUMEHOBAHWUU O0OPYIOBAHUS
BBIYHCIISIFOTCS TIO aHAJIOTHYHOU (hopmyiie, ckorupyeM Gopmyiny u3 siuetiku B4 B B5:B9.

Jlns yTouHeHHs TOpsiika KomupoBaHus Gopmyi B cipaBke Excel BeiOepemM B MeHIO «?»
KoMaHAy BbI30B crnpaBku, Ha BkIaake lloumck 3amamum o0pa3 «KOMUPOBAaHUE», B CIUCKE
HallZICHHBIX pa3ienoB BeiOepeM [lepemenienne win KonupoBaHue GOPMYIIbI U IIETKHEM KHOIKY
[Toka3zate. Ilocie 3Toro Ha skpaHe OymeT OTKpbiTo okHO cmpaBku Excel (puc. 5). M3yuwus
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CIPaBOYHYIO MH(DOPMALIUIO, 3aKPOEM OKHO CIIPaBKH, IIEJIKHYB KHONKY 3aKpbITh OKHO B IIPaBOM
BEPXHEM YTy OKHa.

Wrak, st konupoBanust Gopmyiel u3 stueiiku 14 B BS:B9 Beinenum siueiiky B4, 3atem
YCTAaHOBHUM KYPCOp MBIIIM HAa PaMKy BBIIEJIEHUS M HAXXMEM JIEBYIO KHONKY Mblmu. [Ipuxkas
kiaBumry Ctrl, meperamum Mbiibto BeizieiaeHue ¢ B4 na OS5, yaepkuBas HaKaToOd KHOIIKY
MBIIIY.

MepemeweHue unu konuposaHue copmynei :‘-]

Mpy NepeMeweHny POPMYNbI CCINKKU, PACNONOKEHHLIE BHYTPU QIOpMYNbI, He

CBEASHMA NO aBCOMIOTHLIM U OTHOCUTENBLHBIM CCLINKAM HaXMUTE KHofKy 2.

1 Boifiepute AYEKY, COAEPKALLYIC KONUPYEMYIO MNY NepemMewaemyio GopmMyny.
2 VCTaHOBUTE YKA3aTeNb HA PAMKY BLIACMEHUA N HAKMUTE KHONKY MbllLW

3 [na nepemeweHUA AYENKKU NEPETAWMTE BbIAENEHHUE, YASKUBAA HAXKATOM
KHONKY MblWy, B HeoBxoaumyio ofinacte. Microsoft Excel 3amenuT pce _'J

Puc. 5. Oxno cnpaBku Excel [Tepemerienue mim konupoBaHue GopMyJibl

st xomupoBaHUS (OPMYJIBI B NMPHUMBIKAIOMIMKA K JaHHOW sSYEWKe IHMara3oH BHYTPHU
cTos0a WM CTPOKH YAOOHO HMCIIOJIb30BaTh MAapKep 3amosHeHus. s 3Toro BbLIENIUM sSYEHKY
B4, coneprxariyto Gpopmyity, 1 mepeTaiM Map Kep 3aroiHeHus B auana3on B B5:09 (puc. 6).

Mapxep sanomexua

Puc. 6. Mapkep 3amoyiHeHUs

Jlj1g BBIYMCIIEHUSI UTOTOBOM CyMMBI 3aTpat B siueiiky D10 BBeneM GpopMyiry BBIUHCIECHUS
cymmbl siueek D4:D9, nns yero BbyienuMm auana3oH sueek D4:D9 u menkunem kHomky E
(ABTOCYMMA).

UerBepThlld 3Tam — aHaJIU3 MOJYYEHHBIX pe3yJbTaToB. Pe3ynbTarbl BBINOIHEHUS
JieiicTBUi puBeieHb! B Ta0I. 1.

Ornenurte mojydeHHbIE pe3yiabTaThl. OOpaTuTe BHUMAaHHE, YTO (PAKTUYECKH COCTABIICHA
HeOoJbIlasg MporpamMma, KOTOPYH0 MOXKHO HCIIOJb30BaTh IS MHOTOKPAaTHBIX IEPECUYETOB.
Hampumep, eciiv U3MEHUTH OJJHO UM HECKOJILKO YHMCEJ B MCXOJIHBIX JaHHBIX, BCE CYMMBbI OyAyT
nepecynTaHbl aBTOMAaTHYeCKH. boiiee TOro, MoOXHO MOAUGUIMPOBATH CTPYKTYPY TaOIHIIBI,
HaIpUMep, YJAIUTh CTPOKY C 3alHChI0 O MOJIEME WJIM BCTaBUTHh HOBYIO CTPOKY M (POPMYIIBI B
utorax OyayT HU3MEHEHBl aBTOMAaTH4ecku. [Ipu oOIleHKe pe3ylnbTaTOB YacTO BO3HUKAET
HEO0OXO0IUMOCTh MMPOCMOTPETh POPMYIIBI B siueiikax Tabmuibl. s mpocMoTpa GopMynsl HY)KHO
BBIICTIUTH SIUEHKY M B CTpoke ¢opmyn OyaeT BbiBeieHa ¢opMyna B JaHHOW sueiike. Ecmu
TpeOyeTcsi mpocMOTpeTh (OpMyJibl BO BCeX suelKax TaONMIbl Ha JaHHOM JIUCTE, TO MJIs
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HEePEKIIIOYCHUS] PEKUMOB IPOCMOTpa (HOPMYIT M IPOCMOTpa 3HAYEHUH (GOPMYJT ClIeTyeT HaKaTh
Ctrl +° (yieBas KaBbIUKa).

Tabmuna 1
Cwmera obopypoBanus odrica

A B C D

} 1 Cwmera obopynoBanus opuca

e —

|
e B pY5. |

2 Kypc Banmornt 28,45 }
3 HaumenoBanue KomuuectBo Llcuu—— Cymma B py0.
‘ 4 | Kowmneiorep Pentium 11 3 651.4 55596,99 |
{5 [TpunTep/konup/ckanep 1 693 19715,85 |
76 | VicTounmK becriepebOiHOro MiTAHHA | I 98,5 2802,325 |
}T]Tmemm Kapra 3 55 | 4694,25 |
[ 1 6().54 1721,225 |
9 | Bokcamammckos 5 | 3| 42675

}AR_ } Monem
l
[

[ 10 | Wroro: | 8495739 |

CnpaBa IIOKa3aHO, KaK U3MCHICTCA BH[ AYCCK CTOJ'I6II8, B IIpHu ICPCKIIOYCHUU PCIKUMaA

IpOCMOTpa.
Tabnuma 2
D D
Cymma B pyo0. CymmMa B pyo.
55596.,99 ] =B4*C4*§B$2 ]
19715,85 =B5*C5*$BS$2
2802,32 =B6*C6*$BS§2
4694,25 | =B7*C7*$BS2
172122 =B8*C8*$BS$2
426,75 =B9*C9*$B$2
84957,39 =CYMM(D4:D9)
Pexxum npocMmoTpa 3Hauenuii | Pexxum npocmoTtpa Gopmyin

W3meHeHue pexuma oToopakeHus: pOpMyI1 U pe3yJIbTaTOB BBIYMCICHUN Ha JIMCTE MOXKHO
BBINOJIHUTB, BBIOpaB komaHty [lapamerpsl B MeHto CepBuc. Ha Bknagke Bun s otobpaxeHus
dbopmyn B sueiikax BkIounte ¢raxok Dopmynsl. Eciu BBl xoTHTE 0TOOpakaTh B sUeiKax
pe3yNbTaThl BHIYUCIEHUHN, TO CHUMHUTE JaHHBIN (IIaXKOK.

[Iateiif 5Tanm — pegakTUpoBaHue TaOMUIBl. B OONBIIMHCTBE CilydaeB, MOCJIE aHAIU3a
MOJTyYEHHBIX PE3yJIbTaTOB BBIABIISAIOTCS HEJOUYETHI, KOTOpble Tpedyercs ucrpaBuTh. [losTomy
pellakTUpOBaHKE TaOIMIIbI ABJISETCA BaXKHBIM 3TAarloM B €€ pa3paboTke.

Ecnu B stueiikax TaOIUIBI MOSBISIOTCS OMIMOKH, TO MOYKHO BOCIIOJIB30BaThCsI CIIPABKON
Excel mns yrounenuss xapakrepa ommOku. Bb3oBuTE cnpaBKy, BhIOpaB KoMaHay Brizos
cnpaBkd B MeHIO «?». Ha Bkianke Ykaszarenb 3ajnaiiTe ClI0BO «OIIMOKa», 3aT€M YCTaHOBHTE
Kypcop Ha pasjeine omubOka ##### n menkaure kHomky Ilokasate. B okme cmpaBku Excel
Pa3pemenrie BompocoB, BO3HUKAIOLIUX MpPU TMOSBICHUH OIIMOOK, BhIOMpas TUI OIIMOKH, BBI
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MOXKETE€ O3HAKOMUTBHCS C IMPUYMHAMM BO3HUKHOBEHMS JAHHOM OIIMOKM M MepaMH IO ee
YCTPaHEHHUIO.

Jns U3MEHEHUs CONEPKUMOrO SYECHKH CIEAYyeT ABAaXIbl WLICIKHYTh SYEHKY, 3aTeM
OTPEAAKTHPOBATh COAEp)KUMOE siueiiku. [locime HM3MEHEHUs CONEPKUMOI0 SYECUKH HAXKATh
kinaBunly Enter ams coxpaHeHuss M3MEHEHMH WM HaxaTh KiaBuuly E3c, ecnu Bbl XoTHTE
OTMEHHUTh BHECEHHbIC U3MeHeHus. Ecnu Bbl yxxe Haxanu Enler, To uist 0TKa3a OT BHECEHHBIX
U3MEHEHUI HY»HO BOCHOJIb30BaThCsA KOMaH0i OTMeHUTh u3 MeHto [IpaBka.

Ecnu HyXHO, Bbl MOXET€ BCTaBUTb HOBBIE CTOJOLBI WM CTpoku. Hampumep, ans
BCTAaBKH B Hallly TaOJUIy CTPOKU C HauMeHoBaHHeM CeTeBoil puiIbTp B KoJiM4yecTBe 2 LIT., IIEHa
KOTOpBIX 5,60, BbIIEANM CTpoKy 9 u B MeHI0 BeraBka BeiOepem komanay Ctpoku. Ilocie atoro
BCE CTPOKH, PACIOJIOKEHHBIE HUXKE, CMECTITCS Ha OJHY CTPOKY BHHM3, U CTPOKAa BCTaBUTCS B
Tabnuiy. BBegeM B COOTBETCTBYIOIIME CTOJIOIBI ATOM CTPOKH JTaHHBIE M CKOIHPYEM B SYCHKY
B9 dopmyny pacuera u3 sueiiku B8. OOpartuTe BHHMaHHE, 4TO CymMMma 3arpaT B siuciike Bll
aBTOMATHUYECKH MEPECYMTAHA C YUETOM J100aBJICHHOTO 000PYA0BaHMS.

Hlecroit stan — odopmuenue Tabmuuel. Korma Ttabiuna mpoBepeHa, HaileHHbIE
OIMOKM HCHpaBJIEHbl, HAcTymaer ouepeab dTana odopmieHus Tabauubsl. [loapobHyro
uHpopMaLKI0 O mapamerpax (OpMaTUPOBAHUS JIMCTA, COAEPKUMOIO SYEEK BBl MOXKETE
nojxy4uTh, BbIOpaB Ha Briaake Copepkanme CropaBounoit cuctembl  Excel Temy
PopMaTUPOBAHUE JTUCTOB.

Wrak, 3aiaBasi BEICOTY CTPOK M HIMPUHY CTOJOIOB, BEIOMpAs TUI TPaHMII, I[BET U Y30
3aJIMBKY JUIA SY€EK, M3MEHss pHU(T 1 BEIPaBHUBAHUE JAHHBIX B SYCHKaX, BBl MOXKETE CIIENIATh
Tabnuily 0osiee HATSIHOM.

OnvH M3 cambIXx OBICTPBIX CIOCOOOB oQopmieHHs TaONMIbBl 3aKIOYAaeTcs B
UCIOJIb30BaHUM KoMaHAbl ABTodopmar MeHio Popmar. [ ero nmpuMeHEeHHs BBLACIUTE BCe
s4yeku Tabmuibl U BeIOepuTe B MeHI0 Dopmar komanay ABTodopmar. B nuamoroBom okHe
ABTodopmar BbiOepuTe HYKHBIH TN (opmara B noie Crucok ¢gopmaros, a B nojie OOpazen
pocMaTpuBaiiTe BapuaHT oPOpMIIEHUS TaOIULbI ¢ U30paHHbIM TUIIOM (Qopmara. Ecinu HyxkHO
clenaTh JIOMOJHUTENbHBIM BBHIOOP, TO Ui YaCTMYHOTO NpPUMEHEHHs] aBTodopMara HaKMUTE
kHonky [lapameTpbl u cHUMHUTE (Draxku s pOpMaToB, KOTOPbIE HE HYKHO NpUMEHATH. [lo
OKOHYaHUU BbIOOpa HY»HOTro Tumna ¢gopmata menkHute kHonky OK u nmpocMmoTpute pe3ynbrar
nU30paHHOrO BaMM BapuaHTa opopmiieHHs Tabaunbl. Eciu 3TOT BapuaHT Bac HE YyCTpauBaeT, TO
MOYKHO BOCHOJIb30BaThCs OTMEHOH omepauuu, BeIOpaB B MeHIO [IpaBka komaHny OTMEHUTh
ABTodopmar.

Cenpmoii 3Tanm — moctpoeHue auarpamm. B Microsoft Excel mmeercss Bo3MOXHOCTD
rpaduueckoro npeacTaBiIeHUs] JaHHBIX B BUJAE AUAarpaMMbl. JMarpaMMbl CBsI3aHbl C JaHHBIMU
JINCTa, Ha OCHOBE KOTOPBIX OHU OBLIM CO3JaHbI, 1 U3MEHSIOTCSA KaX/IbI pa3, Koraa U3MEHSI0TCS
JTaHHBIE Ha JIUCTE.

[loctpoum puarpammy, KoTopass OyneT oToOpaxaTb pacxoJpl Ha NpUOOpeTeHHe
OTJENBbHBIX HaMMEHOBaHUU o0OopynoBaHus. [l mMOCTpoeHus auarpaMMbl BBLACTHM SYEHKH
A3:D10, cogeprxamiye qaHHbIE, KOTOPbIE JOKHBI OBITh OTPAXKEHBI HA TUarpaMMe.

[Tpumeuanue. Ecnun HeoOxoaumo, 4ToObl B auarpaMMe OBUTH OTpakK€Hbl M Ha3BaHUS
CTPOK MJIU CTOJIOLIOB, HY>KHO BBIICIUTH COZEPIKAIINE UX STUYCHKH.

[lenxkHyB KHONKY Macrep nauarpamm, cienysi HHCTPYKLIMSIM MacTepa, 3alaguM
napaMeTpbl AUarpaMMmbl:

* Ha IIEpPBOM I11are BeIOpaTh TUI AMATPAMMBI, HAIIPUMEP KpyroBasi;
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* Ha BTOPOM IIIare OMpeAeINTh UCTOYHUK JAHHBIX JTUArpaMMbl: CTPOKH HJIH CTOJOIBI U
YTOYHUTH JHMAINA30H sTUEEK, JaHHBIC U3 KOTOPBIX OTOOPaXAIOTCS HA qUarpamme, Ha BKIaake Ps
MO>KHO YTOYHHUTH COCTaB PSJIOB C JAHHBIMU, YYACTBYIOIIHUX B (JOPMUPOBAHUU JUATPAMMEI;

* Ha TPETHEM IlIare 3a/1aTh NapaMeTphl AUArpaMMBbl: 3aroJIOBKH, TOAMKUCH OCEU U TaHHBIX,
O0TOOpaXeHHE TUHUI CETKH, COCTAB U MECTO Pa3MEIICHHUS JICTeH bl Ha TUarpaMMme;

* Ha YETBEPTOM IIIare BLIOpATh MECTO pa3MEIICHUS IuarpaMMmbl M IIEIKHYTh KHOIIKY
I'oToBo.

Jnarpamma OyaeT BbIBeJeHAa Ha dKpaH. [IpocMoTpuMm mosydeHHYRO auarpammy. Ecnm
HEO0OXOAMMO OTPEAAKTUPOBATh AUArPaMMYy, TO, IIEIKHYB Ha HEH MBIIIBIO, OTKPOEM Ha dKpaHe
MaHejgb MHCTPYMEHTOB pEJaKTUPOBAHUS JUarpaMMbl, IMOKa3aHHyl0 Ha puc. /. Ilome3ysch
BCILIBIBAIOIIEH MOACKA3KOM, MOKHO U3YUUTh HA3HAYEHUE OT/ICIbHBIX KHOIOK HA 3TOM MaHEeNH.

Juarpammnt

OB6nacTb NOCTPOEHHUA 4~ M - B B Ml %

Puc. 7. I1aHenb HHCTPYMEHTOB PEIaKTUPOBAHUS IUArPaMMBI

[Togpo6Hyro crpaBky 00 HCIONIB30BAHUM AHArpaMM MOKHO TOJYYUTh B CIPABOYHOMN
cucreme Mroro3oit Excen Ha Bkiaake Cozaepikanue, BeiOpaB Temy PaboTa ¢ auarpammamu.

Bocbmoit stan — 3amura tabnunel. Ecnu BeI He XoTuTe, 4TOOBI KTO-1M00, OTKPHIB
TabJuIly, YBHUJEN, MO KakuM (opMysiaM BBIIOJHSKOTCS pacdeThl, TO Bbl MOXXETE CKpPbITh
dopmyibl Ha gucte. g Toro yToOs! TabnuIa ObUIA UMMEHHO TaKasl, KaK Bbl IpeaIojaraiyu npu
ee pa3palboTKe, Bbl JIOJUKHBI ObITh YBEpEHbI, YTO HMKTO HE CMOXKET M3MEHUTh (OpMYJbl, IO
KOTOpBIM B HEH BBIMONHSIOTCA pacdersl. C aroi menbio Excel obecrieunBaeT BO3MOXXHOCTD
CKPBITH (DOPMYJIBI M 3aIIUTUTH JINCT OT U3MEHEHUH.

Jlig ckpbITUSL QOPMYJI BBLACTUTE JUANa30H SYEEK, B KOTOPBIX HY’KHO CKPBITH (POPMYJIBI.
(ITpu HEOOXOAMMOCTH MOYKHO BBIACIUTH HECMEKHBIE TUATIa30HbI STYEEK MU BECH JIUCT.)

3arem B MeHi0 Popmat BbIOepuTe KoMmaHay fueiiku. Ha Bkitagke 3amura ycTaHOBHUTE
¢naxku CkpeITh hopMyisl U 3amumaemas sueiika, nocie yero Haxmure kHonky OK. ITocne
sToro B MeHio CepBuC BbIOepUTE KOMaHAy 3alliuTa, a 3aTeéM — KOMaHAy 3allUTHTh JIUCT.
[TpoBepbTe, YTOOBI B OTKPHIBIIEMCS TMAIOTOBOM OKHE ObLT ycTaHOBIIEH (rakok Conepkumoe.

ITpumeuanue. YtoObl CKpbITHIE (OPMYJIBI CHOBa H300pakaauch B CTpoke (opmy,
CHUMUTE 3alUTYy JIUCTa, BBIOpaB B MeHIO CepBUC KOMaHy 3amura, a 3aTeM — koMaHay CHAThb
3amuTy Jucra. [locae aToro BeaenuTe rpynimy sueek, GopMysbl KOTOPBIX HYKHO MOKa3aTh, B
MeH0 Dopmar BeiOepuTe KOMaHAY S4ueliku, a 3aTeM Ha BKJIAJKE 3aliuTa CHUMHUTE (DIIaxoK
CKpBITH GOPMYJIBI.

JIeBATBI 3Tam — COXpaHEHHWE TaOJIMIBl M HCHOJb30BaHME ee s pacueroB. Jlims
COXpaHEeHMs HOBOM KHUTHU BbIOepHTE B MeHIo Daiin komanay CoxpaHuTh Kak. B nuanorosom
okHe CoxpaHeHHe JOKyMmMeHTa B mosie [lamka ykaxure IUCK M TaIKy, B KOTOpYylo Oyjaer
noMerieHa kHura. YtoObl COXpaHUTh KHUTY B HOBOH Iamnke, MIENKHUTE KHONKY Co34aTh Marnky
U, 3a7aB eil ums, OTKphITh ee. B mone Mms ¢aiina BBeauTEe MM KHUTH U HAXXMHUTE KHOIKY
CoxpaHHTBb.

Uto06bl yHNpOCTUTH B MOCIEAYIOIIEM MOUCK JaHHOW KHUTH, B MeHio Daiin BbiOepute
komanay CaolictBa. Ha Bkianke JIokyMeHT BBeMTE 3arojOBOK KHUTH, TEMY, aBTOPa, KIIIOUEBHIE
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CIIOBa W 3aMeTKH. J[aHHBIE MCHOJIB3YIOTCS 3aTeM ISl pa3MenieHus ¢aiiia B THaJOrOBOM OKHE
OtkpsITh (MeHto Daiin).

N\ Microsoft Excel - CMera o6opyaosanus opuca3l.xls
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Puc. 8. 3MeHeHune pa3mMepoB CTpaHUIIbl B pEXKUME pa3METKU CTPAHULIBI

JlecaThlil 3Tanl — neyaTh TAOMUIBl. 3aKIIOUUTEIbHBIM M OJHUM M3 Ba)KHBIX 3TaroB B
pelIeHNH 3a7ad C TOMOMIBIO 3JEKTPOHHBIX TAOJUI] SIBISCTCS IMOJNydeHHE OyMa)KHOM KOIHUH
TaONMUIIBI, TaK Kak OyMaKHbIe KOMHM OOJBIIMHCTBA TAONMI, HAmpuMep cdera-QaxKTypsbl,
HaKJIaHbIE U JPyTUue pacdeTHO-(hPUHAHCOBBIC TOKYMEHTHI, JOJDKHBI OBITH MOAIIMTHI B 1ena. B
nporpamme Excel mnst aTuxX menell mpenycMOTpeHBl pa3HOOOpa3HbIE CPEACTBA, CO MHOTHMH U3
KOTOPBIX BBI YK€ TO3HAKOMUIIUCH P U3y4eHuH mporeccopa Word.

Ilepen BbIBOJIOM TaOIMIBI HAa MEYaTh HEOOXOJMMO BBIMOJHHUTH MOJATOTOBKY K IEYaTH.
Bnauane nenecoobpa3Ho nepeiiTu B pexuM pelakTUPOBaHUs TaOJIHIIBI ¢ pa3METKOW CTPaHMIIBI,
IS yero B MeHio Bun BbiOpaTh koManay Pasmerka crpanuil. [Tocne satoro Ha nucte Excel Oyner
MOKa3aHO pa3MelleHue TaONuIBl Ha CTpaHulle. Bbl MoOKeTe, yXBaTHB MBIIIBIO 3a Kpau
CTpaHMIIBI, KaK TMOKa3aHO Ha puc. 9, mepeTamuTh ero B JAPYTYIO MO3UIMI0, U3MEHUB COCTaB
s9eeK, 0TOOpa’kaeMbIX Ha CTPAHHUIIE.
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Puc. 9. [IpenBapurenbHblii IPOCMOTP TaOIMILIBI ITEPE] 1€YATHIO

Ecnu HeoOxoaumo pacrievatath He Bech JHCT Excel, TO MOKHO 3amaTh 00JacTh MmevaTH,
BBIJIC/IUB HYXHBIM JHMAana3oH syeek M BbIOpaB B MeHI0 Daitn xomanay OOmacTh medatd —
3angare. O0nacTh mMeYaT MOXHO OINPEIEIUTh, BEIOPAaB B pexnMe PazmeTka CTpaHUIBI HYKHYIO
00J1acTh ¥ IICIKHYB MPABOW KHOIMKOW MBIIIA OJHY W3 BBIICICHHBIX SYECK, a 3aTeM, BHIOpPaB B
KOHTEKCTHOM MEHIO KOMaH/y Y CTAaHOBUTH 00JIaCTh IIEUaTH.

Jli1s Toro 4ToObl YBUIETh, KaKk Oy/IeT BBITJISIETh JIMCT, BEIBEJACHHBIN Ha 1e4aTh, CO BCEMU
KOJIOHTUTYJIaMU M 3arojIoBKaMH Ie€4aTd, HaXMuTe KHONKYy IlpenBaputenbHbli MpOCMOTp B
naHenu uHCTpyMeHToB CTaHJapTHas WM BIOEpPHUTE aHAJOTHYHYI0 KoMaHay B MeHio Daitn. Kak
MOKa3aHo Ha puc. 9, B pexxnMe NpeABapUTEIHHOTO MPOCMOTPA B HUKHEHN YacTH KpaHa B CTPOKE
COCTOSTHUSI OTOOPaXKAIOTCSI HOMEP TEKYIIeH CTpaHUIIbI U O0IIee YUCIIO CTPAHUII HAa BBICICHHOM
JINCTE, a B BEPXHEH YacTH 3KpaHa 0TOOpa)kaeTcs MaHelb YIPaBICHUS.

UToOBI YBENTUYUTh MAcCHITA0 WJIM BEPHYTHCSA B PEKUM OTOOPAKCHHS TIOJIHON CTPAHMIIBI,
HaXMuTe KHOMKY MacmTab. Kypcop MbImm uMeeTr BHA JyMbl, IMIEIKHYB MBIIIBIO B JIF00OH
00JTacTH JTUCTa, MOKHO YBEIMYUTHh MacimTa® WM BEPHYTHCS B PEXKHUM OTOOpPAKEHUS TTOJHOM
ctpanulibl. [Ipu u3meHennn Macitaba pa3mep Ne4aTHOM CTpaHUIIBI HE U3MEHSIETCS.

Kuonku Hazax / lanee ciyxar ans mpocMOTpa MpeAbIAyIIei / claeayroe CTpaHuIbl
nucta. Knonka Iledars CiyuT JUisi yCTAHOBKM MMapaMETPOB ME€YaTH M NEeYaTH BbIIEIEHHOIO
mucta. Ilemuox kHomku CTpaHuIa OTKpPBIBAE€T HUAJIOTOBOE OKHO HACTPOMKH MapamMeTpoB
pacriedatbiBaeMbIX cTpanuil. Ha Bximagke CTpaHUIIa ’TOr0 OKHa MOYKHO BBIOpaTh pa3Mep Oymaru
U OpPHEHTAIMIO CTPAHMIBI, 33/aTh MacmTad medaTH cTpaHunbl Ha Oymare. Brmagka Iloms
MTO3BOJISIET YCTAHOBUTH PAa3MeEpPBI MOJIEH M PACIOJIOKEHUE KOJIOHTUTYJIOB Ha cTpaHule. Bknaaka
KomonTuTyBI IIpeaHa3HaYeHa JUIsl CO3JaHUsl KOJIOHTUTYJIOB M BBOJIa B HUX JAHHBIX: HOMEpP
CTpaHUIIbI, JaTa U Bpemsi, uMs (aiina. Bxmagka JIuct mo3BoseT onpeaenuTh TaKue OMINH Tie-
YaTu: 1evyaraTh JM CETKY, 3ar0JIOBKH CTOJIOLIOB U CTPOK, ONPEEIUTh MOPSAOK IeYaT CTPAHUILL.
Knonka Ilons cinyXuT s 0TOOpa)XeHHsI U CKPBITUS MapKepOB HACTPOUKH TMOJIEH CTPAHUIIBL.
Ecnu Mapkepsl HacTpOMKHM MOJEeH CTpaHUIBI OTOOpPAKEHBI, TO MOXHO OpaTh UX yKa3aTeiem
MBIIIA ¥ TallUTh, U3MEHSS pa3MepPbI MOJIEH CTPaHULbl, BEPXHETO U HM)KHETO KOJIOHTUTYJIOB U
mMpUHY CcToNOmoB. KHomka Pa3meTka CTpaHUIBI CIYKUT JUIS TEPEKITIOYCHHS B PEXKHM
IIPOCMOTpA Pa3pbIBOB CTPaHUIl. B 3TOM peXuMe BBINOJIHAETCS HACTPOWKA Pa3pbIBOB CTPaHUIL
aktuBHOTO Jucta Excel. Takyxe BO3MOXKHO M3MEHEHHE Pa3MepOB 00JIAaCTH TeYaTH U N3MEHEHUE
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mucta Excel. KHomka OOBIMHBIN PEXHM CIYKHAT IS OTOOpaKEHWS AaKTUBHOTO JIHCTa B
0o0bryHOM pekuMe. MMsa kHomku wu3Mmensercss Ha OObIUHBINA, ecnM npu Haxatun KHomku
[TpenBapuTENbHBIN IPOCMOTP OBLI AKTUBEH PEXUM IIPOCMOTPA PA3pbIBOB CTPAHULI.

BHemnuii BUA CTpaHWI] B OKHE IIPEIBAPUTEIBLHOIO IPOCMOTPA 3aBUCUT OT JOCTYIIHBIX
mpUQTOB, pa3pelieHus MPUHTEpa, KOJINIECTBA TOCTYIHBIX IIBETOB. Tak Kak B HaIIeM NMpuMepe
muct Excel comepkut BCTpOCHHYIO AMarpaMmy, TO B OKHE MPEIBAPUTEIBHOTO MPOCMOTPa OH
oToOpaxaercs BMmecTe ¢ auarpammoii. Eciu mepen naxaruem kHomnku IIpeaBapurenbHbIN
npocMoTp OblTa BbimesieHa auarpamma, Microsoft Excel otoOpasut toabko ee. [y 3aKkpbITHS
OKHa [IPEABAPUTEIIBHOIO MPOCMOTPA U NIEPEX0a Ha TEKYIIHUU JIUCT CIIYKUT KHOIIKA 3aKPbITh.

Jlyis BBIBOJA MOATOTOBICHHOW TaONMIBI Ha OyMmMary clieqyerT BeIOpaTh B MeHIO Daiin
komanay Ilewars, 3aTem 3agaTh napaMerpsl NeyaTw M IIENKHYTh kHonky OK nns Hagana
nporiecca neyaru. [IponabiogaTe mporece neyaTH MOKHO B OKHE COCTOSIHUS IPUHTEPA.

3. OcHOBHBIE MeTOABI ONTHUMHE3ALHH (00/1er4yeHusi) padorsl B Excel

[Ipn moxaroroBke TaOIMII MOXKHO BOCIOJIB30BaThCS HEKOTOPBIMH IpHUEMaMH, KOTOPHIE
YCKOPAT U o0seryar (onTuMu3upyoT) padoty B Excel.

BBon gopmyn. Anpec s4eMKU MOXKHO BKIIOYUTH B (DOPMYIy OJHHM MIEITYKOM MBIIIIH.
Hampumep, BMecTo TOTO, YTOOBI «BpyuHYyHO» Habupare =C6+F6+..., MoXHO caenarb
cienyrluee:

* BBECTH «=»;

* HIETTKHYTh MBIIIBIO Ha siueiike C6 (ee aapec mMosBUTCS B HopMyIe);

* BBECTU «1»;

* MEJNKHYTh HA F6 U T. 1.

BBon ¢yukuuii. BMmecto Toro 4ro6s HabupaTh PyHKIUU «BPYUHYIO», MOKHO LIEJIKHYTh
Ha KHOIKE CO 3HAUYKOM /X B HaHeIM MHCTpyMeHTOB CTaHIapTHas, — Ha 3KpaHe MOSIBUTCA
nuanoroBoe okHO Macrepa gyHkuuil. C ero moMOIIBI0 MOXHO BBECTH M OTPEIaKTHPOBATH
T00y10 (QYHKIIHIO.

Tax kax QyHKIHS CyMMUPOBaHUS UCIIOJIb3YETCS B DJIEKTPOHHBIX Ta0IMIIAX OYEHb YacTo,
no3tromy Juid Hee B maHenu CraHaapTHas NpeayCMOTpEHa ClielhaibHas KHOIKA CO 3HAYKOM 2.
Hampumep, ecnu Beigenuts sueiiky D10 u mienkHyTh Ha KHOIIKE CYMMBI, B CTpOKe GopMys U
s4eiike MmosBUTCS 3aroToBka ¢dopmynel: =CYMM(B6:B9). Bel MoxkeTe oTpeaakTHpOBaTh ATY
bopmyity (ecnu OHa Bac He yCTpauBaeT) WK 3aUKCUPOBATh pe3yabTaT (IIETYKOM Ha KHOIKE C
rajoykoil B crpoke ¢opmyn). Ecnu ke aBaxapl menkHyTh Ha KHomke E, pesyibrar cpasy
bukcupyercs B siueike.

KonupoBanue ¢opmys. Excel mo3sossier ckonupoBaTh TOTOBYIO (GOPMYITYy B CMEXKHBIC
A4YeKH, MPU ATOM ajipeca siueek OyAyT M3MEHEHbl aBTOMaTHueckuil J{is 3Toil menu Hy»X HO
BBIJICJIUTH STYEHKY, B KOTOPOH 3ammcaHa ucxonHas popmyna. Hanpumep, Beiaenure saeiiky D6.
[Ipu BBIOENEHNU AYEHKU B MPaBOM HMKHEM YIJIy PaMKHU MOSIBISIETCS YEPHBIM KBaJIpaTHUK —
MapKep 3aroyiHeHus. Eciau ycTaHOBUTH Kypcop MBIIIM Ha MapKep, TO Kypcop MpUMeET Gopmy
YEpHOro KpecThka. HakmuTe JIeByI0 KHONKY UM IIEpETallUTe MapKep 3allOJHEHUs 4Yepe3
3anosHsAemble sueiiku. @opmyna OyaeT CKOmMpoBaHa.

[Tpumeuanue. KommpoBate (opMyiy, 3amMcaHHYIO B BBIJICIEHHOW sUeiKe, MOXKHO
TOJIBKO IO TOPU30HTAIIN WIJIM BEPTUKAIIU:

* [P KOMHPOBAHMU BJIEBO (BIPaBO) MO TOPU3OHTAIM CMEILIEHHUE Ha OJHY sS4YelKy
yMEeHbIIaeT (YBEIMUMBAET) KaX/Iblil HOMep cTo01a B popMyJie Ha EAUHUILY;
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* IIpY KOIIMPOBAHUU BBEPX (BHU3) [0 BEPTHUKAIN CMEILEHUE HAa OJHY SAYCHKY yMEHbIIACT
(yBeNIMYMBaeT) KaKAbIE HOMEpP CTPOKH B (hopMylie Ha €AMHHUIYy. DTHUM e CIIOCOOOM MOXKHO
KOIIMPOBATh B CMEXXHBIE SIUEHKH YUCIIA U TEKCTHI.

[Tponientel. OueHb 4acTO HaM HEOOXOAMMO IMOKa3aTh JOJM B IPOIEHTaX (T. €. IPOCTO
YMHOXUTH Kaxkayto pomo Ha 100). Excel mo3Bonser cmenars 3TO OJHUM IIETYKOM MBIIIH.
Beinenure cronber ¢ JaHHBIMU U IIEJIKHUTE MBIIIBIO 11a KHolKe nmaHenu dopmaTtupoBaHue c
uzobpaxenuem %. Bce nomu Oyayt ymHoxkeHbl Ha 100 u momeuensl 3HaKoM «%». Eciu BbI
XOTHUTE, 4TOOBl 3HAYEHUs B JIPOOHOM yacTu uyuciia OTOOpa)Xaluch ¢ OOJIBLIIMM WJIM MEHBLINM
KOJINYECTBOM 3HAKOB, TO ILEJIKHUTE B IAHEIM HHCTPYMEHTOB (HhOPMATUPOBAHUS KHOIKY
VYBenUUUTh pa3psiAHOCTb UM KHONKY Y MEHBIIUTD Pa3psiAHOCTD.

Pa3mepnbl siueek. Brl MokeTe OTperyaupoBaTh MUPUHY H30PaHHBIX CTOJIOLOB U BHICOTY
M30paHHBIX CTPOK. DTO IMO3BOJIUT BaM II0 CBOEMY YCMOTPEHHIO Pa3MECTUTh B suelKax (WU
MOBEPX fAYEEK) [UIMHHBIE TEKCTHl, PUCYHKH, PHUCOBAaHHBIE OOBEKTHI, JUArpaMMbl, YHUCIA C
OO0JIBIIMM YHCIIOM 3HAKOB U T. II.

®opmaTupoBanue TekcTa. BaMm mnpenocraBisieTcs BO3MOXKHOCTb H3MEHMTh MIPUQT,
pasmep mpudTa U HayepTaHUE TEKCTa B JIOOOM ydacTKe TabauIlbl (OT 4acTH SYEHKH 10 BCeH
TaOJIUIIBI) C OMOLIbIO KHOMOK NaHesnn dopmaTupoBaHue, — TOYHO TaK )K€, KaK Bbl 3TO JeJIalU
¢ ydacTkamu Tekcra B nporeccope MS Word Kpome Toro, Bel MOKETE€ U3MEHUTH PACIIONOKCHUE
TEKCTa B TPYIIE BBIACIEHHBIX SYEEK C MOMOUIbI0 TAKUX € KHOINOK BbIpaBHUBaHUS (BJIEBO,
BIIPABO, 110 LIEHTPY), KaK 1 B nporeccope \Word

Ecnu BbienuTh sueliKy wiM rpynmny sueek U BeIOpaTh koManay Popmat Sueiiku, Ha
JKpaHE IOSABUTCA OKHO, KOTOPOE MMEET HECKOJIBKO BKJIAJOK, C MOMOLIbI0 KOTOPBIX MOXHO
IPOBOJIUTH MHOKECTBO JIOMOJHUTENIBHBIX ONepaluii mo opMaTUPOBAHUIO STUEEK.

Hanpumep, nokazannas Ha puc. 10 Bkimaaka BelpaBHuUBaHHME, MO3BOJISET H3MEHHUTH
OpPHUEHTAIUIO TeKCcTa (M0 TOPU30HTAH, 110 BEPTHUKAIN),-TIOBEPHYTh TEKCT, CMECTUTh €ro (BHU3,
BBEPX M T. I.), pa30UTh TEKCT HAa HECKOJBbKO CTpOK. [leperammre Mapkep 3amojHEHHs depe3
3anoiHsemble ssueriku. Brnanka llpudt no3sosser n3aMeHnTs THN WpHU(Ta, HAUEPTAHUE, Pa3MEP
U LBET CHMBOJIOB, BKJIIOUHUTDH JIONOJHUTENbHbIE 3P QeKkThl. Bknaaka Yuciao gaeT BO3MOXKHOCTD
3a1aTh (opmar npeacTaBieHUs JaHHBIX, HApUMEp, yKa3aTh KOJWYECTBO 3HAKOB B JIPOOHOMN
YacTH 4YKCia, BEIBECTH 0003HAYEHHE BAJIIOTHI IIPH OTOOPAKEHUH YHCIa B ACHEKHOM (opMare u
T.n. Ha Bknanke I'panuiia MOXKHO BbIOpaTh MHOXECTBO MAKETOB OOpaMIEHUs SUEHKHU WU
rpynmnsl siyeek. Bkmaaka Buj mpenocraBisier BO3MOXKHOCTBH BbIOpAaTh LBET M y30p 3aJIUBKU
sayeiiku Tabmuubl. UM, HakoHen, Bkiaaka 3alMra IO3BOJIAET BaM clielaTh HEIOCTYIHBIM
npocMoTp GopMyII B sUeHKe, a TaKKe 3alPeTUTh U3MEHEHUS JaHHBIX B SUeHKe.
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B ment 0T ]

Yucno  : BolpasHneaue l Wpndr , IpaHrua l Bua | 3awnTa l
BbipasHneaH1e OpPHEHTAUMA

M0 rOPH30HTaNM:

{UC‘ HHXHEMY KDaKO

Otofipaxenne

OCHTE MO CAOBAM

0A00p WHPHHBI

2 AMHEHNE AYeeK

OK | OTMena I

Puc. 10. OxHo popmaTupoBanus sueiiku Excel

ABtodopmarupoBanue. [Ipu u3ydenun nporpammbl Word Bbl yxe MO3HAKOMHIIMCH C
¢yHkumei aBTopopMaTUpOBaHHS TAOIMIBEI C MOMOINBIO 3apaHee 3aroTOBJICHHBIX MIA0IOHOB.
Ora ¢yHkus umeercs U B Excel, — mpaBaa, KOIuM4ecTBO MAaOJIOHOB 371eCh IMOMEHBIIE. MbI
WCIIOJIB30BAIM 3TU 11a0JOHBI (HOPMATUPOBAHUS MPU TMOATOTOBKE NEPBOM TaOmHIBL. UTOOBI
BOCTIOJIb30BaThCsl  (yHKIMEH aBTO(OpMaTUPOBaHUS, HEOOXOAMMO BBIICIUTH OJOK sUeeK,
KOTOpBI HEOO0X0AMMO O(GOPMUTH MO TOMY WJIM HHOMY MIa0NIOHY, 3areM B MeHio Dopmar
BbIOpaTh koMaHAy ABTodopmar. B nuanoroBom okne ABTodopmar, mpocMaTrpuBasi BapuaHT
opopmienus tabnuubl B mosne OOpasern, w3 packpbiBatoierocs crucka Cnucok ¢opMaTos
BBIOpaTh noaxosammii u HaxaTh OK. HecMoTpst Ha TO, 9TO CITUCOK IIA0JIOHOB, MPE/JIaracMbIX B
JINAJIOTOBOM OKHE aBTO(OpPMATUPOBAHUS, HEBEIUK, BO3MOXHOCTH O(OPMIICHHS] TaOIUIIbI
3HAUUTENBHO PACHIMPSAIOTCS 32 CUET «PYYHOT0» OPOPMIICHHS Pa3INYHbIX y4aCTKOB TaOJUIIBI C
MOMOIIbI0 MHOKECTBA KOMOWHAIIMH JINHUN U paMOK pa3InyHON (POPMBI.

IIBer ¢ona u cumBoioB. Eciau y Bac LBETHON NPUHTEP, BBl MOXKETE «PACKPACHUTH)
BBIJICJICHHBIE YYAaCTKU TaOJIMIIBI Pa3IMYHBIMU IBETaMH (Ha 4epHO-Oeoi pacredarke IBETHbIE
oOmact OyIyT UMeTh Kakue-THMOO OTTEHKH ceporo). s 3TOro Ha MaHelId WHCTPYMEHTOB
dopmaTUpOBaHUE MPEAYCMOTPEHBI [BA PACKPBIBAIOIIMXCSA CIMCKA — CIMCOK JUIsl LIBETa
3aJIMBKH 1 CIIUCOK — LBET mIpudTa. 36100p IIBETOB U3 3TUX CIHMCKOB — CTaHJIAPTHBIN (HE 3a0bI-
BaliTe TOJIBKO BBIJCIUTH STYEUKH, KOTOPbIE Bbl COOMPAETECH «PACKPACUTD).

4. PacueTnbie onepanun B Excel

Panee ™Mbl yxe ommcand, Kak (GOpPMYJbl HCIOJB3YIOTCS sl pacueToB B Excel mo
dopmynam. OgHy U Ty ke (HOpMyITy MOXKHO BBECTH cpa3y B HECKOJBKO sueek. st sToro
HEOOXOAMMO BBIJICTUTH SUCHKH, BBECTH (POpMYITy, a 3aTeM Haxats kiasumu Ctrl+Enter.

bonee 400 3apanee 3anporpammupoBaHHbIx popmyn Excel HazpiBatorcst pyHkumsmu. B
obmeM ciydae (yHKIUS — 3TO IEepeMeHHas BeJIMYMHA, 3HAYEHHE KOTOPOH 3aBUCUT OT
3HAYeHWH npyrux BenuduH (aprymeHToB). DyHkius umeer ums (Hampumep, SIN) u, kak
MPaBWJIO, APTyMEHTHI, KOTOpbIE 3alMCBHIBAIOTCS B KPYIJIBIX CKOOKax CIIEJJOM 3a HMMEHEM
¢byakun. CkoOku — o0s3aTenbHasi MPUHAICKHOCTh (DYHKLMHU, JaKe €ClId y Hee HeT
aprymeHnToB. Eciu apryMeHTOB HECKOJBKO, OJIMH apryMEHT OTAENSETCS OT APYroro TOYKOH ¢
3anaToil. B kauecTBe aprymMeHTOB (yHKIMM MOTYT HCIOJB30BAThCA YHUCIA, ajpeca sdeek,
JIMara3oHbl siueek, apudmernueckue BblpakeHuss U GQyHKIMUA. CMBICT U TOPSIOK CJeIOBaHUs
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apryMEHTOB OJHO3HA4YHO OINpPEJAEICH OINUCAHWEM (DYHKIUH, COCTABICHHBIM €€ aBTOPOM.
Hanpumep, ecnu B sueiike P3 3ammcana ¢opmyna ¢ (yHKIHMEW BO3BEICHHS B CTEICHb
=CTEIIEHb(B3;2,3)5 3naueHuem 3ToW sideliku OyneT 3HadeHuWe sdeiiku B3, Bo3BeleHHOE B
CTerens .2,3.

[Tpu pabore ¢ GyHKIHUSIMHU CIIEAYET TOMHUTH!

1) ¢yHkuus, 3anucanHas B ¢popMyJe, Kak paBUIO, BO3BpAIlaeT YHUKAJIbHOE 3HAYEHUE
(apudmeTrvecKoe UK JOTHYECKOE);

2) cyuecTBYIOT (DyHKLMH, KOTOPbIE HE BO3BPAILIAIOT 3HAUYEHUE, A BBIITOJIHSIIOT HEKOTOPBIE
onepanuu (HarmpuMep, O0bEANHAIOT TEKCTOBBIE CTPOKH);

3) cymiecTByIOT QyHKIMHU O0e3 aprymMeHToB (Harpumep, GyHnkius P1() Bo3BpamaeT yucio
7 = 3.1416...).

Hwxke Oynyt paccmorpensl ¢ynkmuu M uw NO) uw WMJIM, koTopble NPUHUMAIOT
nornueckue 3HadeHus (True wmm False).

OOparuTe BHUMaHUE HA TO, YTO M3JI0KEHHBIE B 3TOM ITYHKTE MJIEM W IIpaBUJIa ILIUPOKO
UCMOJNB3YIOTCS B MPHUKIATHON HHPOpPMATUKE — B SA3bIKaX I[POrpaMMHMPOBAHUS, S3bIKaX
3arpocoB, B Apyrux npuioxkenusx Windows.

®yukimu Excel pa3ienensl Ha kaTeropuu (TeMaTHYECKUE IPYIIbI): (GUHAHCOBBIC, IAThI
U BPEMEHHU, MaTeMaTHUECKUE, CTATUCTUYECKHE, CChUIKM M MacCUBBI, paboThl ¢ 0a30il ITaHHBIX,
TEKCTOBBIE, JIOTUYECKHE, TIPOBEPKU CBOWCTB M 3HaueHWil. [y ympomieHus BBoja (QyHKIMI B
Excel npenycmoTpen crenuanbHbiii Mactep (GYHKIMHA, KOTOPBIH MOXXHO BBI3BAaTh HaKaTUEM
kHonku fXHa nanenu uHcTpyMeHtoB CranmaprtHas. [IpenBapuTelibHO ClEAyeT BBIICIUTH
A4YelKy, B KOTOpYIo BcTaBisieTcst popmyna. J(uanor noss3oBatens 1 Macrepa GyHKIMA COCTOUT
u3 AByX dTanoB. Ha mepBom stame B JI€BOM clnHCKe OKHa MacTtepa (QyHKUUI BBl MOXeETe
BBIOpaTh KaTeropuio (GyHKIMW (Hampumep, mMarematudeckue). [Ipm 3TOM B mpaBoM cHUCKe
BBICBEUHMBAIOTCA HMMEHAa BCEX (YHKIWH, BXOAANIMX B JAHHYIO KaTeropuio. BwiOpaB B 3TOM
cnucke ¢pyHkuuio (Hanpumep, AB8) u Haxas kHonky OK, Bbl lepexouTe KO BTOpOMY dTamny: Ha
JKpaHe pacKpoeTcs BTOPOE OKHO, B KOTOPOE MOKHO BBECTH apryMeHT (apryMeHThl) QyHKLIHH.
Jns ykazaHus sS4eWKM € agpecoM apryMeHTa UIeJKHUTE KHOMKY B MpaBOW 4YacTW MOJs
apryMeHTa, Kak IOKa3aHo Ha puc. 11. W, yka3aB HyXHyIO s4elKy, HaXMHUTE KHOIKY, Kak
NoKa3aHo Ha puc. 12. wim Haxxmute Enter.

ABS

Llu(noﬂ — L\J =

Bosepawaet MoAynb (aBCONMOTHYIO BENMYMHY) YMCna,

Yucno AercTeMTeNbHOE YMCno, aBCoMoTHYIO BENMUMHY KOTOporo Tpetyertca
HaNTH,

l2) SHaYeHHe: OK OTHeHa

Puc. 11. Tlepexoa k BBOJly B KaUeCTBE apryMEHTOB
GYHKIUY 3HAUCHUS SYSHKN

fc3 &

Puc. 12. Bo3Bpar B OKHO ompeeseHHus apryMeHTOB (DyHKIIUU
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[Tocne 3TOro BBI OMATH BEPHETECh B OKHO OINPE/ICICHUSI apryMEHTOB (DYHKIUH, PHYEM
ajipec yKa3aHHOW BaMHU sYCHKH Oy/leT BIUCAH B IOJIE apTyMEHTOB, a B HW)KHEW 4acTH OKHA B
noje 3HaueHue OyAeT oToOpakeHo 3HaueHue (QyHKIMU NMpH HaOpaHHBIX apryMeHTax. lllenknys
kHonky OK, BBl 3aBepumute co3naHue (HOpMyJbl, ¥ BBIYMCICHHBIA pPE3yJbTaT 3aluIIeTCs B
IPEBapUTENILHO BEIOPAHHYIO SUCHKY.

5. Ucnoab3oBanue cipaBku Excel 1,151 03HaKoMJIeHHsI ¢ HA3HAYEHHEM M CHHTAKCHCOM
GyHkumi

[

Microsoft Excel

Pasgenei Hasan | MNapamerpoi

CP3HAY

CM. TaKKe

-
Bozepawjaet cpeaHee (apudmeTueckoe) CBOUX apryMeHToB :l

CuHTakcuc

CP3HAY(uucno1; unucnoZ; ..)

Yucnol, uucno2, ... - 310 ot 1 o 30 aprymerToB, ANA KOTOPLIX
BLINMCNABTCA CPeaHes.

3ameyanun

o AprymenTsl A0MKHbI BbITE YUCNAMU UAK UMEHAMU, MACCHBAMM UKW
CChIKAMK, COABPXALLUMM YUCNA.

o Ecnu aprymeHt, KOTOpbIA ABNABTCA MACCUBOM MAW CCBINKOM, COAPXKMT I~]

Puc. 13. Cnpaska Excel o ¢pyukimun CP3BHAY

[TonpoOHoe omucaHue Ha3HAUYEHHUS U CHHTaKCcHCa (QYHKIMH MOXKHO IMPOCMOTPETh B
cnpaBouHoii cucteme Excel. Jlns atoro Bei3oBute cnpaBky Excel u na Brmagke [Towck 3apaiite
o6pa3 moucka, Hanpumep CP3HAUY, 3arem B crucke HaWJEHHBIX Pa3feliOB BBIACIHUTE pa3nel
CP3HAY u menkaute kHonky [lokaszate. Ilocie sToro Ha skpaHe OyneT pa3BepHYTO OKHO
cnpaBku Excel mo manHoii Teme, kak mokasano Ha puc. 13. M3y4uB cripaBKy, MOXHO, INEIKHYB
Ha CCBUIKE CM.TaKXke, MEepedTH K CIpaBKe IO ONM3KUM TeMmaM, B JaHHOM Clyd4ae II0
CTAaTUCTUYECKUM (PYHKIIHSIM, ¥ TMO3HAKOMHUTBCS CO CIUCKOM STUX (YHKIMH, a Takke, BHIOpaB
KOHKPETHYI0 (YHKIIMIO, MPOCMOTPETh OINKCAaHWE HA3HAYeHMs, CUHTAaKCHCca M NpUMEpHl €e
MIPUMEHEHUS.

6. Jlormyeckue GyHKIMU

[Ipu pemieHNM HEKOTOPBIX 3a/lay 3HAYEHHUE SYEHKH HEOOXOIMMO BBIUUCIATH OJHUM M3
HECKOJIBKUX CHOCOOOB, B 3aBHCUMOCTH OT BBINOJHEHHUS WM HEBBINOJHEHHUS OJHOTO WU
HECKOJIbKUX yCIIOBHMA. JIJIs perienus Takux 3ajad NpuMeHstoT ycnoBHyto Gynkiuto ECJIN. Ona
umeer popmar:

ECJIM(<noruyeckoe BeIpaKeHHE™>;<BbIpaXKeHHE | >;<BbIpakeHue2>).

UtoOBI MONB30BaThCS ATOW (DYHKITHEH, 11eIeco00pa3HO MO3HAKOMHUTHCS C OCHOBHBIMH
HNOHATUSIMU JlorTH4ecKoi (OyneBoit) anreOpsl. IlepBblil aprymeHT
¢bynkuun ECJIN - norudeckoe BbIpakeHHUE (B YaCTHOM CITydae, YCIOBHOE BRIpAXKEHHUE), KOTOPOE
MpUHUMAET OHO W3 AByX 3HadeHui: «Mcrtunay wmm «Jloxe» (1 umm 0). B mepBom ciyuae
ECJIM npuHMMaeT 3Hau€HHE BBIpaXK€HHA |, a BO BTOPOM — 3HadeHHE BbIpakeHHs 2. B
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KaueCcTBE BBIPAKEHHS | WM BhIpaKEHUS 2 MOXKHO 3ammcaTh BioxeHHY0 ¢yHkuuo ECJIIN.
OO6parure BHUMaHHUeE, 4TO YMCIO BIOXeHHbIX QyHKuuii ECJIM He NOIKHO MpEeBBIIATh CEMHU.
Ecnu ycnoBuit MHOTO, 3anichBaTh BiioskeHHbIE ¢pyHkmuu ECJIM craHoBUTCS HEyn00HO. B aTOM
CIy4ae Ha MECTE JIOTMYECKOIO BBIPAXKEHUsS MBI MOXKEM yKa3aThb OJHY M3 JBYX JIOTMYECKHUX
¢ynkuunii: U(AHB) unu MJIM(OE).

dopmat pyHKIUHU OJJMHAKOB:

H(<mornueckoe BeIpakeHHE 1>;<JIOTHMYECKOE BBIPAKEHHUE2™>;...),

NJIN(<norunueckoe BbIpakeHHE 1>;<J0rn4ecKoe BhIpaKeHue2>;...).

Oynkums W npunumaer 3HadeHue «lMcthHa», ecaM OOHOBPEMEHHO HCTHHHBI BCE
JIOTHYECKUE BBIPAKEHUS, YKa3aHHbIE B KAayecTBE apryMEHTOB 3ToW (yHKIHMH. B ocTambHBIX
ciydasix 3Hadenne M — «JIoxp». B ckoOkax M0oxHO yKka3aTh 10 30 JTOTHYECKUX BBIPAKECHUM.

Oynkuus WM npunuMaer 3HaueHue «VIcTUHa», €CIM HUCTHHHO XOTS ObI OIHO W3
JIOTHYECKUX BBIPAKCHUH, YKa3aHHBIX B KaueCTBE apryMEHTOB 3ToW (QyHKUuH. B ocTrambHBIX
cay4dasx 3Hauenue NI — «JIoxpy.

Oobvekmbl uccnedoeanus, 0060pyoosanue, Mamepuanvl U HA2IA0HbIE
nocoousn:

1. [15BM IBM PC.
2. OnepanuoHHas cpeaa. DINCKTPOHHBIC TAOJIHIIBI.
3. DnekTpoHHbIN TokyMeHT «lIpakTuuekas padoTta Noe8y.

3aoanue na paoomy (pabouee 3ad0anue):

109. N3yunth 27eKTpoHHBIM JokyMeHT «lIpakthuekas pabora Ne8». W3yuure
TEOPETUYECKHE TTOJIOKEHHS PAOOTHI
110. CocTaBUTh B T€TPaJl KOHCIEKT 10 H3YYEHHOMY MaTepuaiy.
111. [TpenbsiBUTH KOHCTIEKT Ha MIPOBEPKY IMPENOAABATEINIO.
112. Co3aatp TabnuIly ydeTra npoJjak MOPOXKEHOT0, B KOTOPOH BBIOJIHSIETCS MOACYET

Pe3ybTaToOB MPOAAK MOPOKEHOTO 110 KBapTajlaM U UTOTH MPOJIax 3a rol.

113. 3arpy3uts nporpammy Excel u Ha mepBom nricte BBecTH (OopMy TaOJHIIbI, 3aTIOJHUTD €€
HAaUMEHOBAHMUSIMH MOPOKEHOT0 ¥ (pOpMyJIaMU pacyeTOB CYMMBbI BBIPYUKH OT IPOAAK KaXKI0r0
COpTa MOPOXKEHOTO U BCEX COPTOB BMecTe (Tadi. 1)

Tabmuna 1
[IIa6ioH TabnuIa y4era mpoaax
A B I ¢ ] D
1 i ‘Vder npomax MOpoXeHOTo -
2 Mapka Komaiecrso Lena Cymma
3 CHHBOYHOE =B3*C3
4 Ocxumo =B4*C4
5 Monoumoe =B5*C5
6 Jlakomka =B6*C6
7 ITnombirp =B7*C7
8 <Ppykrosoe =B§*C8
9 HTOIC: =CYMM(B3:B8) =CYMM(D3.D8)
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114. OtdhopmaTupoBarh siueiiky Tadbmibl B ctononax llena u Cymma, B KOTOPBIX OyayT
otoOpakaTbcs (PHAHCOBBIC 3HAUEHUS, UCTIONB3Ys KoMaHty Sueiiku B meHio @opmMat u BEIOpaB
®uHaHCOBBIN POpMAT IIPEICTABIICHUS TaHHBIX.

115. Co3aarh aHAOTHYHBIE 3aTOTOBKM Ta0IHIIbI HA JIMCTax, 0TOOpaXKaIOUINX PacueThl
nponax B 1,2,3 u 4 kBapranax, U UTOTOB NMpoAax 3a roja. Beigenuts auanazon Al1:B9 u
CKOITUPOBATH TaOJIMILy HA JIPYTHE JIUCTHI, JAJISl YETO, BBIICTUB YKa3aHHBIN Tuana3zoH TaOJUIIbI,
BbIOpaTh B MeHIO [IpaBka komanay KonupoBate. 3aTem, yka3aB Apyroi JUCT, yCTAHOBUTH
Kypcop B HayaJio JIMCTa, BBIJCNUB A4eiiKy Al, u BcTaBuTh Tabnuiy u3z Oydepa oOMeHa
koMaH10i BeraButh u3 MeHto [IpaBka. Eciiu B kaure OyaeT HepoctaTouHo JIMCTOB, TO
KoMmaHIo0# JIuct B MeTn BeTaBka BCTaBUTh HEIOCTAKOIIUI JIUCT.

116. [lepeuMenoBatTh TUCTHI, 33/1aB UM Ha3BaHus: | kBapTai, 2 KBapTaji, 3 kBaprai, 4
KBapral, ['ox.

117. Y namute Ha mucte ['on cronben C (Llena), s 4ero, BEIAETUB 3TOT CTOIOCI, BHIOPATH B
MeH1o [IpaBka komaHy Y 1anuTs.

118. 3anoyHUTH TaOIUIBI TPOJAK MOPOKEHOT'0 TI0 KBapTaiaM Ha jquctax: 1 kBaprai, 2
KBapTaj, 3 KBapTal, 4 KBapTal.

1109. B cron6en B (KonuuectBo) Ha nucte ['ox BBecTu hopmyity, CYMMUPYIOILYIO
KOJIMYECTBO MPOJIaHHBIX MOpoXkeHbIX 1o coptam =CYMM(«1 kBapran:4 kBapran»!B3), rae: «1
KBapTan:4 KkBapTai»! - CChIJIKa Ha 1Maa3oH JIMCToB; B3 — cchlika Ha sUeliKy Ha Bcex
YKa3aHHBIX JIUCTaX.

Oty GopmMyTy MOKHO BCTAaBUTh U IPYTUM criocoOom: Ha ucte oy yka3aTh siaeiiky B3, B
KOTOPYIO BBOAUTCS (DYHKIUS, BBECTH 3HAK paBeHCTBa (=), BBecT uMa pynkuuu CYMM, a
3aTeM — OTKPBIBAIOIIYI0 KpyTiyto ckoOKy. [locie sToro ykaszars spibldok aucta 1 kBapTan, u
BBIACNIUTD siueiky B3. 3atem, ynepxkusas npuxaron kinasuity 8blI, ykazaTe nocieaHuii aucr,
Ha KOTOPBI HEOOXOAMMO cociaThes, 4 KBapTan, u sueiiky B3, mocne yero BBectu
3aKkphIBaoIy0 ckoOky. Ckonnposats popmyiny =CYMM(«1 kBapran:4 kBaptamn»!B3) u3
aueiiku B3 na mucte ['ox B nuanaszon B4:B9.

120. B cronb6err ;C (Cymma) Ha nucte ['ox BBecTH hopMyiy pacyeTa CyMMbI BBIDYUKH OT
MPOJIaXK MOPOKEHOTO 10 copTaM U Beero 3a rol =CYMM(«1 kBaprtain:4 kBaptam»!O3).
CxonupoBats popmyiny =CYMM(«1 kBaprtan:4 kBaptam»!B3) u3 sueiiku C3 na mucte ['on B
nuama3on C4:C9.

121. [ToouepeaHo oTkpeiBas AueThl: 1 kBapTal, 2 KBapTal, 3 KBapTai, 4 KBapTaj, BBECTU
JTaHHBIE O MpoJaxkax MopoxkeHaPO pa3HBIX cOpPTOB (KOMMYECTBO U 1eHy). [I[poHabnronare, kKak
Ha JucTe ['01 CcyMMUPYIOTCS UTOTH MPOAAXK MO KBapTaiam.

Konnuecteq Cyn
4920 -

13824
21728

9168

12844

3782
71266

an £ 4 an

Puc. 1. TaGauma pacuera mpoj1axx MOPOKEHOTO 3a TOJI C JHArpaMMoit
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122. [TocTpouTth KpyroByto AuarpaMMy, OTPa)karollyto JOJII0 BBIPYUKHU OT IPOAAKU KaXa0Ir0
copTa MOPOXKEHOTO 3a roJl B % oT 00mieit cymmbl. Boinenus nquana3on qanasix A3:C8, BEIOpaTh
B MeHI0 BeraBka komanny Juarpamma. Chenys ykazanusim Macrepa quarpamu, BEIOpaTh
OObeMHBII BapuaHT pa3pe3aHHO KpyroBOM AMarpaMMbl U HIEJIKHYTh KHONKY Jlanee. 3atem
YTOYHHUTH TMaa30H oToOpaxaeMbIx gaHHbIX ['01!$A$3iHBCSS, ykazats uita oToOpakeHue
PSOB JaHHBIX B cTOJIONAX, HA BKJIaake Psaa ynamuts Psaa 1, octaBuB At otoOpakeHus JaHHbIE
TONBKO Psin 2 U3 cTonbiia ¢ cyMMoit BeIpydkH OT nipofax B ctooie C Ha nmucte [oa. [llenkayB
KHOMKY Jlasnee, 3a1aTh 3ar0J0BKH AUarpaMMbl U BKJIFOUUTH MOJIUCH J10JIel Ha nuarpamMmMe. Ha
HocJIeAHEM L1are Auanora 6 Mactepom auarpaMM BKJIFOUHTh Pa3MEIllEHUE AUarpaMMbl Ha
umerouiemcs aucte ['ox u menkHyTs KHONKY I'oToBO. IIpocMoTpeTs nosnydyeHHyo quarpaMmy 1
YTOYHUTH €€ MO3UINI0 Ha ucTe. Tabmuia ¢ [uarpaMMoit okasana Ha puc. 1.

123. BcraButs Ha nuct lon pucynok moposkeroro uz Microsoft Clip Gallery. [{ns atoro
ceNaTh TEKYIUM JIUCT ['0/1 ¥ BCTaBUTH B Hauajao0 TaOIUIBI TPU MYCTHIX CTPOKH. YKa3aB sUCHKY
B1, BeiOpats koManay Pucynok B MmeHto BeraBka, 3aTem BoIOpaTh onuuio KapTuHka u B ciucke
pucynkoB Microsoft Clip Gallery BeiOpath HyKHBI, a 3aTeM HIETKHYTh KHOTIKY BCTaBUTS.

124. 3akpbITh OkHO Excel, coxpanus ¢aitn nox umenem [Iponaxa MopoxeHOro.
125. Odopmure oTder.
3ananue 2

1. 3arpy3uth Excel u otkpbiTh Tabmuiy u3 ¢aiina [Iponaxa mopoxenoro. J{is aToro
BbIOpaTh B MeHI0 Daiin komanty OTKpbITh, B TUAIOTOBOM OKHE OTKpBITHE JOKYMEHTA OTKPBITh
HYKHYIO NaNKy U, yKazas ¢aiin [Iponaxka MOPOXKEHOro, ENKHYTh KHONKY OTKpPBITh.

2. [TocTpouTts quarpaMmy, 0TOOpakarollyto COCTOSHUE POk MOPOKEHOT0 pa3apX
COPTOB 3a MepBbIi KBapTai. OTKPHITH JUCT | KBapTall, Ha 3TOM JIMCTE BBIACTUTH sueiiku A2:D8
U BBIOpaTh B MeHI0 BeTtaBka komanny /Ilnarpamma. B nepsBom miare auanora ¢ Mactepom
auarpamm Ha Bkiajgke CtaHgapTHbIE BIOpaTh 00bEMHBINM BapHaHT OOBIYHOM THCTOTpaMMBbl U
HIENKHYTh KHONKY [lasiee. Bo BTopoM 11are BeIOpaTh M0JI0KEHUE JaHHBIX B CTOJIOAX, YTOUHUTh
JMana3oH JJaHHBIX, Ha BKIIaJKe Psj B civcke psAaoB BeIOpaTh psin LleHa v mienKHyTh KHOIIKY
VY nanute. B none VIMs yTOUHUTH 1MaIia30H sSUY€eK, CONEPKUMOE KOTOPBIX 0TOOpakaeTcs B
KadyecTBe HaMMeHOBaHus cTosio1oB AaHHbIX. [llenxHyB kHonky Jlanee, B mone Ha3zBanue
nuarpammsl BBectu «IIponaxu B 1 kBaprane», B noie Ock X BBecTu «CopT». LllenKkHyB KHONKY
[aiee, onpenenuTs NONOKEHUE JUarpaMMBbl Ha UMeroIeMes aucte | kBapTai. J{is BeiBoga
JyarpamMmbl Ha JINCT IIEJIKHYTh KHOIIKY I'0TOBO.

3. OTpenakTupoBaTh MapaMeTpbl AMArPAMMBbI:

« U3MEHUTD MIPUQPT TOANUCH 3HAYSHHUH 10 OCH 3HaYeHUH. JIJIs 5TOT0, YCTaHOBHB
yKa3aTelb Ha HY’KHYIO OCbh, JIBAJK/Ibl HAKATh KHONKY MbIIIU. B okHe PopMar ocu Ha BKIIAJKE
[MpudT BeIOpaTh BUI MpU(Ta, HAYEPTAHUE U pa3MEp; ,

* U3MEHUTH (popMat 00JaCTH JUarpaMMBbl, AJIs YETO JIBAXKAbI IIETKHYB MBILIBIO O
nuarpamme, oTkpoiire okHo @opmat obnactu auarpammel. Ha Bknanke Bun Beioepure Bua
pPaMKH, THI, IBET U TONIUHY JuHUH. [l{enkHyB kHONKY CrOCOOBI 3aJIMBKH, OTKPOMTE OKHO
3anuBka. Ha Bknaake I'pannenTtHas B nose L{BeTa BKIFOUNTE OMNLIKIO J1BA IIBETA U B CIIUCKAX
L{Bet 1 u LIBet 2 3amaiiTe BapuaHT 11BeTOB. B mone Tum mrpuxoBkH BEIOpATh OMIIUIO
nuaroHanbHas 1. BeiOupas B mosie BapuanTtbl 0JJuH U3 4eThIpeX BApUAHTOB 3aJIUBKH,
npocMoTpeTh B nojie OOpaszen, Kak OyJeT BBITIAAETh U30paHHBIM CTHUIIb OOPMIICHHUS.
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[lenxkuyth OK 17151 mpuMeHeHUs 3aJaHHbIX TapaMeTpoB 3anuBKu. [llenknyB OK, 3aKkpbITh OKHO
dopmar 00J1aCTH JUarpaMMBbl U IIOCMOTPETh Pe3yJIbTaT;

* IBX/1bI ILIEJIKHYB MBIIIBIO HA CTEHKAaX AMAarpaMMbl, OTKPBITh OKHO POpMaT CTEHOK.
Bri6pas B mosie Pamka Tum, 1BET U TOJIIMHY JIMHUY, B IToJie 3aJIMBKa BHIOpATh 1BET (OHA, a
3aTeM MIENKHYTh KHONKY CriocoObl 3aiuBKH. B okHe 3anuBka Ha BKIIaake 'PUCYHOK MIENKHYTh
KHONKY PUCYHOK U B 1ManoroBoM okHe Brigenuth pucyHOK yKa3aTh HYKHBIH PUCYHOK U
menkHyTh OK. [IpuHSATE BEBIOpaHHBIA PUCYHOK B KAUECTBE 3aJIMBKU U 3aKPHITh OKHO 3aJIMBKa,
menkayB OK.

4. CoxpaHUTh TAOJIHILY MO MPEKHUM UMEHEM M 3aKpbITh OKHO Excel.

5. 3ammyctuth Microsoft Word, co3nate HOBBIN IOKYMEHT M BCTaBUTh B HETO TOJILKO YTO
oTpenakTupoBaHHy0 Tabmuiy Excel. s aToro BeiOpaTh B MeHIO BeTaBka komanay O0bekT. B
okHe BeraBka o0bexTa BeIOpatTh BKIanky Co3nanue u3 (aiina, 3aaath madaoH *.* u, menKHyB
kHOMKY O030p, OTKPBITH MAIKy, B KOTOPOU 3anucaH ¢aiis Tabnuiiel, yka3aTh TabIHUILy U
1eakHyTh KHOnKy OK.

6. OKHO TaOJIMIIBI C UArPAMMOi, BCTaBIeHHOE B JoKyMeHT WOrd, OyaeT BBINISIAeTh, Kak
MOKa3aHo Ha puc. 1.

7. 3akpbiTh okHO WOrd, He coXpaHsis JOKyMEHTA.

B D B B
1 [Yyer npogax mMopoxe ‘ i "
2 |Mapxa Konuyed
| 3 |CnuBounoe
4 | Scxumo 3
5 |Monounoe 1
6 |Jaxomxa p
7 |IInombup 3
8 |DpyxroBoe 4 .
Copry
9 [HTOTO 19
<D DN keaptan {2 keaptan £ 3 reapran £ </ <]

Puc. 1. OkHO TaOIUIBI C THArPaMMOi, BCTaBlIeHHOE B JokymeHT Word

3aganue3

CocTaBuTh TabIMIly pacipeieleHHs J0X0/10B B TPYA0BOM KOJIIEKTUBE B COOTBETCTBHH C
TPYJOBBIM BKJIQZOM KaXKI0ro pabOTHHKA.

JlormycTum, 9TO TPYAOBOI BKJIaA KaXK0ro paboTHHKA U3MepsieTcst KoddpuirenTom
tpyaoBoro yyactus (KTVY), KoTopsli IpsiMO MPONOPIMOHATICH KBATU(HUKAIIMY PAOOTHUKA U
BpeMeHH ero paboTel. KoHeuHo, peanbHas 3a/1a4a pacyera yqacTusi KaxxJ10ro paboTHUKA B
TPYZOBOH AESITEIbHOCTH KOJUIEKTHBA 3HAUYUTEIIBHO CIIOKHEE.

1. CHauana Hy’>KHO OIPENEINTh UCXOIHbIE JaHHBIE 3a7aul: BEJIUUNHY pacIpeaessieMon
CYMMBI 10xofa (4ucio), aMuinu paboTHUKOB (TEKCT), YPOBEHb KBaIM(UKAIIK (pa3psia —
1IeJI0€ YKCII0) U BpeMs paboThl. B kauecTBe paccunThIBaeMbIX TaHHBIX B TaOauie Oyaer
sHauenne KTY s kaxmoro pabotHuka u cymmapaoe 3Hadenne KTY Bcex paOoTHUKOB (WHCIIO)
¥ CyMMa BBIIIaThl K&KIOMY paOOTHUKY (YKCIIO).
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2. 3anyctuth Excel, nepeumenoBats Jluct 1 B KTV, na nmucre KTV onucars cTpykTypy
TaOJUIIBI U BBECTU UCXOJIHBIE JaHHbIE (Ta0m. 1).

3. Beectu B stueiiky D4 dopmyny pacuera KTY =B4*C4. CxonupoBats Gpopmyiny u3
sueriku D4 B nuanazon B5:B7.

4. B siueiiky D8 BBectu hopmyiry cymmsl nuanazona D4:D7, mist yero BeiienuB
muana3on D4:D7, menkHyTh KHONKY ABTOCyMMa Ha NaHeNd HHCTpyMeHTOB CTaHaapTHasl.

Tabmuma 1
Hcxonupie nanueie

. A [ B 1 C | D | E
1 Pacnpezenenue fOXONO0B B KOUICKTHRE :
2 Cymma J0x000B L
3 Qavpmg - Paspsn Bpemst KTY BemmnaTa
4 Hranos 12 .5 -
5 Tetpor 14 6
6 Cuaopos 11 . 8
7 | Kocun - 10 T
8 HUTOTO: )

5. Beectu B sueiiky C2 BeIMUMHY pacupeensemMoro qoxona, Hanpumep, 10000.

6. Beectu B siueiiky E4 dpopmyiny pacuera Boiutatel =$C3$2/$D$8*D4. (Boimiara
Ka)X/I0My paOOTHHKY paBHA YaCTHOMY OT BCEH CyMMbI 1I0X0J10B KojuieKTHBa U cyMMbl KTV Bcex
pabOTHUKOB, yMHOKEeHHOMY Ha BennunHy KTY nannoro pabotnuka.) O6pature BHUMaHUE, YTO
aznpeca siueek C2 u D8 3anucanbl B a0COIIOTHOM oOpMe, T. €. OHU HE U3MEHSATCS NIPU
KonrpoBaHuu Gopmysl u3 ssueiiku E4 B ES:E7.

Jliia co3nanust abCOMOTHOM cchblUIkM Ha siueiiky C2, B8 Hy»HO nipu BBoJE (GOpMYJIbI
HICJIKHYTH Ha JIAHHOM CCBhUIKE KiaBuiei ['4.

7. 3anmath GUHAHCOBBIN (hopMaT JIJIs 3HAUCHUI TaHHBIX B stueiikax E4:E7, nus yero
BBIJICJIUB ATOT JIMaNa30H, BEIOpaTh B MeHI0 Popmar onuuio s4eiky, a 3aTeM Ha Bilnajake Hucio
okHa Popmar sueek BbIOpaTh BapuaHT yuciIoBoro ¢popmara: GUHAHCOBBIM, IOCIE YEero yKa3aTb
YHCII0 IECATUYHBIX 3HAKOB 2, a B 1osie O003HaueHue BhIOpaTh p. ¥ MENKHYTh KHONKY OK.

8. I3menuTs mupuny ctosbua E, uToGbl B HeM MpaBUIBHO OTOOPAXKATUCh BHITIATHI B
¢unHancoBoM (opmare.

9. IIpoBepuTsb neficTBUE TaOIUIBI, U3MEHSS AaHHbIE B siueiikax C2, B4:C7.

10. [TocTpouTh quarpaMmy, OTOOPaKAIOIIYIO OO BBITIIAT KaXA0MY PaOOTHUKY OT
o01m1eil cyMMBbl J0X010B. J{J1s1 3TOT0 BBIIENIUTD quana3oH sueek A4:B7 1 HeNKHYTh KHONKY
Mactep nuarpaMm B naHenu HHCTpyMeHToB CTaHnapTHasd. B Hagane mocTpoeHus auarpaMMbl
BbIOpaTh THUI Pa3zpe3Has Kpyropas Auarpamma u IIEIKHYTh KHONKY [lanee. Ha stame
OTpeieNIeHUs] HICTOUHHUKA JJAHHBIX JHarpaMMbl BBIOPATh /7151 OTOOpaKEHUs B TuarpaMMe J1aHHbIe
U3 PSJIOB B CTOJOLAX, YTOUHUTH Auana3zoH. Ha Bkiaake Psn B mone Mims 3anath nuana3ox
JaHHBIX, oToOpaxatomux Ha3Banue Jluctl!$A$1. llenknyB kHOnKy Jlanee, Ha BKIIaJKe
[Toamucu mannbix B one [loamucu 3nauenuit BeIOpath omniuto nouist. Lllenknys kHonky Jlanee,
BbIOpaTh MECTO pa3MELIEHUs AUarpaMMbl Ha OT/IEJIbHOM JIMCTE ¢ Ha3BaHueM Juarpammal u
HIETKHYTh [ 0TOBO.

11. I3menuTh hopMaT 00J1aCTU AUArPAMMBI, JUIsl YETrO MIETKHYTh MPaBOil KHOMKON
MBI Ha THarpamMMe, B KOHTEKCTHOM MEHIO BbIOpaTh KoMaHy Dopmar 00J1acTH JuarpaMMBbl.
Bri6pas Bxnagky Bun, menknyTs kHonky CriocoObl 3anuBKy. B okHe 3anuBka BEIOpaTh BKIAIKY
Texcrypa, 3aTeM IIEIKHYTh KHOIIKY C TEKCTYpo# (Hampumep, 6embiit Mmpamop). Lllenknys
kHonky OK, 3akpeITh OKHO 3ayinBKa, a 3areM menkHyTs OK a1 3akpbiTst okHa @opmar
obnactu quarpammsl. [IpocMoTpeTh BU MOJIy4EHHOM MarpaMMBbl Ha OTJEIbHOM JIUCTE
Hwuarpammal.
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12. CoxpanuTth Tabmuity ¢ nuarpammoit mog umeHeM KTV 1 3aKkpbITh OKHO TPOTrpamMMBbI
Excel..

B Excel npemxycMotpeHsl pasHooOpa3HbIe CpecTBa HHTErpaluu npruioxenuit Windows
— TEXHOJIOTHSI CBSI3H U BHEJIPEHUSI OOBEKTOB, MEXaHU3M JMHAMUYECKOT0 OOMEeHa TaHHBIMU
(DDE) mexnay Excel u npyrumu npunosxxenusmu Windows.

Hampumep, B TekctoBoM okymMeHTe WOrd MOXKHO HOATOTOBUTH (PUHAHCOBBII OTYET,
OCHOBaHHBIH Ha 3nekTpoHHOU Tabiuie Excel. Eciau BBl ycTaHOBHTE AMHAMUYECKYIO CBSI3b
mexay Word u Excel, To B nanpHeiinem cMoxeTe OOHOBIISATH OTUYET HEMTOCPEACTBEHHO B
3JIEKTPOHHOMU Ta0NHLEe, U BCE U3MEHEHUs Oy IyT aBTOMaTHUECKH BOCIIPOM3BE/IEHBI B TEKCTOBOM
JOKYMEHTE.

3apanue 4

1. 3anyctuth Excel u coznare Tabmuily otuera o npojaxkax. CoxpaHuThb (ailil Ha TUCKe

nox umeHem Otuerl.

2. 3anyctuth nporpaMmmy MS Word u co3aats HOBBIIT JOKyMEHT. BKIFOUUTE B IOKYMEHT
¢aiin tadiuuel Excel .Otuerl, ycraHoBUB nuHaMuyeckyto cBsi3b Mexay Word u Excel. s
3TOro BEIOpaTh B MeHIO BeTaBka komanay O0bekt. Ha Brkinaake Co3nanue u3 daiiyia BKIFOYUTH
oruuio CBs3b ¢ (haiioM U MEnKHyTh KHOTKY O030p A Houcka daiina. B nuanoroBoM okHe
O0630p HaiiTH nanky, daitn Tadmunbsl Excel Otder] u menkuyTh knonky OK. ITocie storo B
noxkyment Word Oyzaer BcrasieHa tabnuia (tadu. 1).

Tabmuua 1

Ta6muua Excel B nokymente WORD

DuHAHCOBEIH OTIET O MPONAKAR

Hamvenosanue - KomuecTso Ilena : : 'Cynma
Tpuurep Epson LX-300. 2 3 987,36 p. 7 974,72 p.
Cranep Mustek ScanExpress : 5. 1621,00 p. .| B 10500 p,
Cerepas xaprta 3 Com e 3 1 014,00 p. 811200 p.
KapTpHmK fns CTpy HHBIX IPHHTEPO 12 456,00 p. 5 472,00 p.
Hroro: 27 29 663,72 p.

3. Ilepeiitu B okHo Excel n m3menuts nanubie B Tadmuie Otyer 1 (Hanpumep, U3MEHUTb
naHHble B rpadax Komnuectso u Llena).

4. IMepeiitu B okHO WOrd u yoeauThest B TOM, YTO M3MEHEHHS, BHEeCeHHbIE B OKHE Excel B
¢aiin Tabnuuel Otuer 1, oToOpakaroTcs U B AMHAMUYECKHU CBSI3aHHOM ¢ HUM TaOmuIle,
BCTaBJICHHOH B oKymMeHT Word.

5. 3aBepmmth padory npunoxenuit Excel u Word 6e3 coxpaHeHus TOKyMEHTOB.

X00 pabomut (nOpAOOK 6bINOIHEHUA PADOMBbL):

50. CtyneHT OMKEH 3aHATh pabouee MEeCTO 32 KOMITBIOTEPOM

51. 3arpy3uTh 371eKTpOHHBINA TOKyMeHT «[IpakTruekas padora Ne8»

52. 3aKOHCIIEKTHPOBATH OCHOBHBIE MTOHATHUS U OTNPEACICHUs

53. 3anmcath u 3a/1aTh BONIPOCHI MTPETIOIaBATEII0, €CIIA KOHCTIEKTUPYEMBI MaTepHall BHI3BIBAET
TPYAHOCTH B IOHUMAaHUU

54. 3anucarh MOSICHEHUS MPENOo1aBaTeNst

55. IIpenpsBUTH KOHCIEKT Ha MPOBEPKY
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56. 3aBepmuTh padboTy

Cooepircanue u ogpopmnenue omuema

Otuer nomkeH ObITh OPOPMIIEH B TETPAAU U cOAepKaTh Ha3BaHue [IpakTuyekoit paboThl,
naty BeinoaHenus, Ne rpynnst 1 M.O.dammnio cTyeHTa, 3ajaHie Ha paboTy U onucaHue
OCHOBHBIX CBE/ICHUH, IPaBUI U IPUEMOB, U3yUEHHbIX IIPU BbIosHeHUH [IpakTryuekoi paboThl,
BBIBOJIBI.

126



1 OcHoBHas quTEpaTypa

Makaposa, H. B. Uudopmatuka : yueonuk mist By3oB / H. B. Makapoga, B. b. Boikos
— M. [u ap.] : Murep, 2011 .— 574 c. : un .— (Yuebnuk ans By3oB) (Cranmgapt
TpPEThero MokojaeHus) .— bubmumorp. B konie ri. — ISBN 978-5-496-00001-7 (B nep.)

Enosuu, U. B. Undopmatuka : yueoruk 1ist By30B / 1. B. Enosuu, 1. B. Kynu6a6a ;
nox pen. I'. I'. PanneBa .— Mocksa : Akagemust, 2011 .— 395 c. : wi1. — (Briciee
npodeccuonaibHoe obpazoBanue: Mudopmaruka) (bakamaspuar) .— ISBN 978-5-7695-
7975-2

OcrtpeiikoBckwii, B. A. Mudopmaruka : yueOHUK U1t By30B / B. A. OcTpeiikoBcKuit .—
5-e uza., crep. — M. : Beicmr. k., 2009 .— 512 c. : un .— ISBN 978-5-06-006134-5

CrenanoB, A.H. Mudopmatuka : yueb. mocodue aist By3oB / A.H.CrenaHoB .— 5-e u3.
— M.[u gp.] : Tlurep, 2007 .— 765c. : un. — (Y4eOHuUK i By30B).— bubnuorp. B
koH1e kH. — ISBN 978-5-469-01348-8 /B miep./ : 250.52.

[{BeTkoBa A.B. MH(bopMaTHKa 1 HHPOPMAIIMOHHBIC TEXHOJIOTHH [3JICKTPOHHBIH
pecypc]: yuebnoe mocobue / A. B.IlperkoBa.— Caparos: Hayunas kaura, 2012.— 190
¢.— Pexum noctyna: http://www.iprbookshop.ru/6276. — Pexxum nocrymna : 9bC
«IPRbooksy, mo mapoito

2 JlonosiHUTE/IBLHAS JIUTEpPAaTypa

. Bopotickuii, ®.C. Undopmarrka. HoBbIil cicTeMaTU3UpOBAHHBIN TOJKOBBIN CIIOBAPh-
CIIpaBOYHHK. BBeneHNEe B COBpeMEeHHbIE HH(POPMAIIMOHHBIE U TEIEKOMMYHHUKAIIMOHHbBIE
TEXHOJIOTHH B TepMHUHAX U (hakTax [danekTpoHHbid pecypc]| /D.C. Boporickuit..— M.:
®usmar-nut, 2011.— 760 c.— Pexum nocryna: http://www.iprbookshop.ru/12990.—
9BC «IPRbooksy, mo maposto

I'y6apes, B. B. Undopmaruka. [Iponuioe, Hactosiee, Oyayiiee [IeKTpOHHBIN pecypc]:
yuebHoe nocobue ains By3oB / B. B.I'ybapeB.— M.: Texnocdepa, 2011.— 432 c.— (Mup
nporpammupoBanus). — ISBN 978-5-94836-288-5. — Pexxum nocryma:
http://www.iprbookshop.ru/13281.— 3BC «IPRbooks», mo mapoto

Hudopmaruka [35neKTpoHHBIH pecypc]: yuedHnoe nocodue/ C.B. Tumuenko [u 1p.];
TYCYP.— Towmck: Dnb Konrenr, 2011.— 160 c.—ISBN 978-5-4332-0009-8. — Pexxum
nocrymna: http://www.iprbookshop.ru/13935.— DBC «IPRbooksy, mo mapoito

[Tarpukosa, E. H. KomnbroTepHas BU3yanu3anus BbITYCKHBIX KBATU(PUKAIIMOHHBIX
paboT [AIEKTPOHHBIN pecypc]: yuebHoe mocobue mo cnenuansHocT 170400.65
«CTpenkoBo-IyneqyHoe, apTuiiepuiickoe u paketnoe opyxue» /E. H. Ilarpukosa;
Tynl'Y. - Tyna : U3a-Bo Tynl'VY, 2012.- 98 c. : mi. — ISBN: 978-50-7679-0 .- Pexxum
nocryna: https://tsutula.bibliotech.ru/Reader/Book/ 2013122613254884169400005123.
— DJNEeKTpOHHBINA YUTANBHBIN 32 «bubanorex», Mo naposno

[TaTpuxosa, E. H. Busyanusamus marepuaioB KypCcoBbIX U IUIIJIOMHBIX padoT B
npunoxkennu Microsoft Powerpoint [anekTpoHHBIH pecypc]: yuebHoe mocobue 1o
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http://library.tsu.tula.ru/cgi-bin/zgate.exe?ACTION=follow&SESSION_ID=3652&TERM=%D0%9C%D0%B0%D0%BA%D0%B0%D1%80%D0%BE%D0%B2%D0%B0,%20%D0%9D.%20%D0%92.%5B1,1004,4,101%5D&LANG=rus
http://www.iprbookshop.ru/6276
http://www.iprbookshop.ru/12990
http://www.iprbookshop.ru/13281
http://www.iprbookshop.ru/13935
https://tsutula.bibliotech.ru/Reader/Book/%202013122613254884169400005123

HarnpasieHuto 030500.62 u cnenmansaocTu 030501.65 FOpucnpynennus /E. H.
[TarpuxoBa; Mexnaynap. FOpun. M-t Tyn. @unuan. — OnextpoH. TekcToBble JaHHbBIE.—
Mockaa, 2011.- 65 c. : uin. — Pexxum nocrymna:

https://tsutula.bibliotech.ru/Reader/Book/2013040914312936592600008149.-
DIIeKTPOHHBIN YUTAIBHBIN 3a1 «buOIMoTeX», 10 MapoITro

3 Ilepuoanyeckue U31aHUA

NHbopMalMOHHBIE TEXHOJIOTUH | TEOPETUUESCKUI U MPUKIAIHON HAYYHO-TEXHUUCCKUI
xypHan .— 2013- .— M. : Hossle Texnomnoruu, 2013 - .— ISSN 1684-6400.
NH(popMalMOHHBIE TEXHOJIOTUHU U BBIYMCIIUTEIBHBIC CUCTEMBI : [)KypHAI| / yUpeIuTeb

PAH, Uu-1 cucremuoro anaimm3a.—M., 2013-. OcuoBan B 1995 r. — Beixogur
exekBapranbHo. — ISSN 2071-8632

OrtkpeiThie cucteMbl. CYB/J] [anekTpoHHbIi pecypce] : [xKypHai].- M.:OTKpbITbIE
cuctembl, 2013- . — ISSN 1028-7493. — Pexxum gocryma :
http://elibrary.ru/projects/subscription/ rus_titles open.asp .- eLibrary.ru, co Bcex
KoMmIbroTepoB Oubmmoreku Tynl'Y, o mapoito

[Tpuxnannas nHGOpMaTHKA [3TEKTPOHHBIN pecypc] : HayYHO-MPaAKTUYECKHU KypHalT .—
M. : Mapker JIC, 2013 - .— Beixoaut 6 pa3 B rog .— ISSN 1993-8314.- Pexwum nocrymna
. http://elibrary.ru/projects/subscription/rus_titles open.asp.-eLibrary.ru, co Bcex
KoMmIbroTepoB 6ubmmoreku Tynl'Y, o mapoito

4. UnTepHeT-pecypcehl

Onexmponnviil wumanvnoiii 3a1 “BUB/IMOTEX” : yuebnuku aBTopoB Tyal'yY mo Bcem
nUcnuIunHaM. - PesxxuM octyma: https://tsutula.bibliotech.ru/, mo maposmso.- 3ari. C
JKpaHa

3BC IPRB0o0KS yHuBepcanbHas 0a30Basi KOJUISKIHS U3IaHuUil.-Pexum noctyma:
http://www.iprbookshop.ru/, mo mapouo.- .- 3ari. ¢ skpana

Hayunas Dnekrponnast bubnuoreka eLibrary — 6ubnroreka J1eKTpOHHOM TEPUOIHKY,
pexxum goctyma: http://elibrary.ru/ , mo maposto.- 3ari. ¢ skpaHna.

HDOB KubepJlennnka HaydHast 3JIEKTPOHHAS OHOINOTEKA OTKPHITOTO JOCTYIIA, PEKHM
noctyna http://cyberleninka.ru/ ,cBo6oaHbI#.- 3ari. ¢ sKpaHa.

Enmnoe okHO m0cTyma K 00pa3oBaTeIbHBIM pecypcam: MopTai [ DIeKTPOHHEIN pecypc]. -
Pexxum nmocryna : http: //window.edu.ru. ,cBo60mHBIH - 3ari. ¢ SKpaHa.
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