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IIpakTnyeckas padora Nel
TexHuka 0€30MaCHOCTH B KOMIIBIOTEPHOM KJ1acce. ba3oBasi annapaTtHast
KOHGUrypamnus nepcoHAJIbHOro Komnblorepa. Padora ¢ gaiiinamu u
MOAKATAJIOraMH B ONePALMOHHBIX cucTeMax. OCHOBBI padoThI B
OIlePallMOHHOM cucTeMe.

Ilenv nabopamopnoit pabomut
I/I3yquI/Ie IMpaBUJI TEXHUKHU 0€30I1aCHOCTH M CHCTEMBI THTHEHNYECKUX TpC6OBaHHﬁ IpH

pabore Ha koMmmbroTepe. l3yduenue 0a30BOi amnmaparHas KOH(UIyparus IepCOHAIBHOIO

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

Teopemuuecxue noJioJ#cenus
1.IlpaBuyia TeXxHUKHU 0€30MACHOCTH B KOMIILIOTEPHOM KJIacce

1.1 TpeGoBaHusi N0 3J1eKTPUYECKOH 0€30NaACHOCTH.

[lepconanbHblii KOMIbIOTEP — 3JeKTporpubop. OT NpoUYMX BIIEKTPONPUOOPOB OH
OTJIMYAETCA TE€M, YTO Ul HEro MpeaycMOTpeHa BO3MOXKHOCTh JUIMTENILHOM 3KCIUTyaTanuu 0e3
OTKJIFOYEHHUsI OT 3JIeKTpudeckod cetu. Kpome oObMHOro pexuma paboThl KOMIBIOTEP MOXKET
HAXOJUTHCS B PEKUME pabOThI C MOHMKEHHBIM JIEKTPONOTPEOIEHUEM UITH B IS)KYPHOM PEKUME
OXHJIaHMA 3alpoca. B CBSI3M C BO3MOXHOCTBIO IIPONOJDKUTENBHOM paboThl KoMmImbioTepa 0e3
OTKJIFOYEHUSI OT DJIEKTPOCETH CIeAYeT YIeNIUTh 0co00e BHUMaHME KauyeCTBY OpraHMU3aLUu
AIIEKTPOIUTAHHUS.

1. Henonyctumo ucnonp30BaHne HEKAYECTBEHHBIX U M3HOIIEHHBIX KOMIIOHEHTOB B
CUCTEME JJIEKTPOCHAOKEHMSI, @ TAaKK€ UX CyppOraTHBIX 3aMEHUTENEH: PO3ETOK, YAJIUHUTENEH,
NEePeXOAHUKOB, TPOHMKOB. HemomycTUMO caMOCTOSTENbHO MOAM(DUIMPOBATH PO3ETKH IS
MOJIKJIFOUEHUS BUJIOK, COOTBETCTBYIOIIMX UHBIM CTaHJApTaM. JJIEKTPUUECKNE KOHTAKTBI PO3ETOK
HE JIOJDKHBI MCTIBITHIBATE MEXAHUYECKHUX HArpy30K, CBA3AHHBIX C MOJKIIOUEHHEM MacCCHBHBIX
KOMIIOHEHTOB (aJ1alTepOB, TPOMHUKOB U T. I1.).

2. Bce nuraromue xabenu M mpoBoja JOJKHBI pacnojaraTbCs € 3aJHEH CTOPOHBI
KOMIIblOTepa U TnepudepuiiHbx ycrpoiicTB. MX pasmenieHne B paboueill 30HE IOJIb30BATENs
HEIOIMYCTUMO.

3. 3amnperiaercss MPOU3BOAUTH KaKne-I100 orepaliu, CBsI3aHHbIE C OIKIIOUEHHEM,
OTKJIIOYEHHEM WM  IEepPeMELICHHEM  KOMIIOHEHTOB  KOMIIBIOTEpPHOW  CHUCTeMbl  0e3
IIPEIBAPUTEIBHOTO OTKIIOYEHHSI TUTAHUS.

4. KomneloTep He creayerT ycTaHaBiIMBaTh BOJIM3M 3JEKTPOHArpeBaTENIbHBIX

npuOOPOB U CHUCTEM OTOIUICHHUS.



5. Henomyctumo pa3memniate Ha CHCTEMHOM OJIOKE, MOHUTOpE MU Tepu(epUitHBIX
YCTPOMCTBAaX MOCTOPOHHUE MPEAMETHI: KHUTH, JTUCTHI OyMaru, cain(eTku, YeXJIbl sl 3aIUThl OT
ObUTH. OTO TPUBOIUT K TOCTOSHHOMY WJIM BPEMEHHOMY NEPEKPBHITHIO BEHTHIISALMOHHBIX
OTBEPCTHUI.

6. 3anpermiaercss BHEAPATH MOCTOPOHHUE MPEAMETHl B HSKCIUIyaTallUOHHBIE WIH
BEHTHJISILIHIOHHBIC OTBEPCTUS KOMIIOHEHTOB KOMITBIOTEPHON CHCTEMBI.

OCOOCHHOCTH 3JIEKTPOITUTAHUS MOHHTOpPA. MOHHUTOP HMMEET JJIEMEHTBI, CIIOCOOHBIE
COXPAaHSTh BBICOKOE HANpsHKEHHE B TEUEHUE JJIUTEIHHOIO BPEMEHH MOCTIE OTKIIIOUEHUS OT CETH.
BckpbiTHe MOHHTOpaA MMOJIb30BAaTEIEM HEJOMYCTHMO HH MPU KAKUX YCIOBUSX. DTO HE TOJIBKO
OTaCHO JUIsl KHU3HHM, HO M TEXHHYECKH OECIOJIe3HO, TaK KaK BHYTPH MOHHUTOPA HET HUKAKHX
OpraHOB, PETYIMPOBKON HITM HACTPOMKON KOTOPBIX MOJIb30BATEh MOT ObI yIy4IIUTh €T0 padoTy.
BekpeiTie 1 00CiTyXKMBaHUE MOHUTOPOB MOXET MPOU3BOAUTHCA TOJIBKO B CHEIHAIbHBIX
MaCTEePCKHX.

1.2 Oco0eHHOCTH 3/1eKTPONUTAHUS CHCTEMHOI0 0J10Ka.

Bce KOMIOHEHTBI CHCTEMHOTO OJIOKa IOIYYalOT AJIEKTPOIHEPTHI0 OT OJOKa MUTAHHUSA.
bnox nutanus [1K — 3T0 aBTOHOMHBIH y3€J1, HaXOAIIMICS B BEpXHEH YaCTU CUCTEMHOT0 OJI0Ka.
[TpaBuiia TexHUKH 0€30MaCHOCTH HE 3alpeliaroT BCKPhIBAaTh CUCTEMHBINH OJIOK, HApuMep Mpu
YCTAHOBKE JIOTIOJTHHUTENBHBIX BHYTPEHHUX YCTPOMCTB HMIM WX MOJCPHHM3ALMH, HO O3TO HE
OTHOCHTCS K OJIOKY TTUTaHUs. BIIOK MUTaHUS KOMITbIOTEpPa — MCTOYHUK TTOBBIIICHHON MOXKapo-
OMAaCHOCTH, MMO3TOMY BCKPBITHMIO M PEMOHTY OH IOJUIEKHUT TOJBKO B CHEIMATU3UPOBAHHBIX
MacTepCcKuX. bJIOK MUTaHUS UMEET BCTPOCHHBIN BEHTHIISATOP U BEHTHIIALMOHHBIE OTBEpCTHs. B
CBSI3M C DTUM B HEM HEMHHYEMO HAKaIIMBAETCS IbLIb, KOTOPAas MOXET BBI3BaTb KOPOTKOE
3aMbIKaHue. PekoMeHyeTcsl meprHoAndecKl (OJWH - JIBa pa3a B TOJ) C TOMOIIBIO IbUIECOca
yAansATh TBUTH U3 OJI0Ka MUTAHUS Yepe3 BEHTUISIIIMOHHBIE OTBEPCTUS 0€3 BCKPBITUSI CHCTEMHOTO
650ka. OcoOEHHO BaXKHO MPOM3BOAUTH ATY ONEPALUIO Mepe]l KaXa0i TpaHCIOPTUPOBKOM MU
HAKJIOHOM CHCTEMHOTO OJI0Ka.

1.3 CucreMa rurueHH4ecKHUX TpeOGOBaHUI.

JnutenpHast paboTa ¢ KOMIBIOTEPOM MOKET MPUBOJUTH K PACCTPOMCTBAM COCTOSHUS
310poBbs. KpaTkoBpeMeHHas paboTa ¢ KOMIBIOTEPOM, YCTAHOBICHHBIM C IPYObIMH HapyIICHUSIM
TUTUEHHYECKUX HOPM U TIPABWII, TIPUBOJUT K MTOBBIIIICHHOMY YTOMJICHHUIO. BpeaHoe Bo3neiicTBre
KOMITHIOTEPHOM CHCTEMBI Ha OPTaHN3M YeJIOBEKa SBISIETCS] KOMIUIEKCHBIM. [TapameTpsl MOHUTOpA
OKa3bIBAIOT BIMSHUE Ha oprasbl 3peHus. O0opynoBaHue pabouero mecra BIMSET Ha OpraHbl
OTIOPHO-/IBUTATENILHOW CHCTEMBI. XapaKTep PAaCIOJIOKEHHUs 00OpPYIOBaHUS B KOMIIBIOTEPHOM
KJIacce W PeXHUM €ro MCIIOJIb30BaHUs BIHSIET KaK Ha 001ee CHX0(pH3HOIOTHIECKOe COCTOSTHAE

opraHu3mMa, TaKk 1 UM OpPraHbl 3pCHUA.



1.4 TpeGoBaHusI K BUI€OCHCTEME.

B nponuiom MOHUTOP paccMaTpuBajd M OCHOBHOM KaK MCTOYHHMK BPETHBIX M3ITy4EHH,
BO3/ICHCTBYIOIINX MPEXE BCero Ha ria3a. CerofHs Takod MOJIXOJ CUUTAETCS HEAOCTATOYHBIM.
Kpome BpemHbIX 3JIEKTPOMAarHUTHBIX M3IY4eHUH (KOTOpbIE Ha COBPEMEHHBIX MOHHTOpPAx
MOHMKEHBI J10 CPAaBHUTEIBHO O€30MacCHOT0 YPOBHS) IOJKHBI YYUTHIBATHCS TapaMeTpbl KauecTBa
M300paKeHUsI, @ OHU ONPEAEIAIOTCSA HE TOJIbKO MOHUTOPOM, HO U BUJE0AJANITEPOM, TO €CTh BCEN
BUJICOCHUCTEMBI B LIEJIOM.

1. MoHuTop KOMIObIOTEPA AOKEH YJIOBIETBOPATH CIEAYIOIIUM MEXIY HapOIHBIM
cTaHaapTaMm 0€30MacHOCTH:

o 110 YPOBHIO JIEKTPOMArHUTHBIX U3ITyYCHHIA;

o 10 TmapameTrpaM KayecTBa M300pakeHHs (SIPKOCTh, KOHTPACTHOCTh, MEpPIIAHUE,
aHTUOJIMKOBBIC CBOMCTBA H JI. ).

VY3HaTh O COOTBETCTBMM KOHKPETHOW MOJENM JaHHBIM CTaHIapTaM MOXHO B
COIIPOBOJUTENFHOW JOKyMeHTaruu. Jns paboTel ¢ MOHHUTOpaMH, YIOBIETBOPSIOMIUMHU
COBPEMEHHBIM CTaHJapTaM, CIIeIHaIbHBIC 3aIIUTHBIC SKPAHbI HE TPEOyeTCs.

2. Ha paboyem MecTe MOHUTOp [OJDKEH YCTaHABIMBATHCA TaKUM OOPa3oM, YTOOBI
UCKJIIOYUTh BO3MOXHOCTh OTPaKEHHS OT €ro 3KpaHa B CTOPOHY IOJIb30BATENs MCTOYHHKOB
0011ero OCBEUICHUS TOMEIIECHHUSL.

3. Paccrostnue ot sKkpaHa MOHUTOpA 0 TJ1a3 MOJIb30BATENS JOJKHO COCTABIATH OT 50
10 70 cM. He Hago cTpeMuUThCsl OTOJBUHYTh MOHHUTOpP KaK MOKHO Jajblle OT IJa3, onacasch
BPEIHBIX U3TydeHUHl (10 OBITOBOMY ONBITY OOILIEHMS C TEJIEBHU30pPOM), IOTOMY 4YTO JJs Ija3a
BOKEH TakKe Yrojl 0030pa Hambojee XapaKTepHbIX OO0BEKTOB. ONTUMAbHO, pa3MelIeHUE
MOHHTOpa Ha pacctosHud 1,5 D oT a3 monws3oBarens, rae D — pa3mep 3kpaHa MOHUTOPA,
U3MEpeHHBIH 1o auaroHand. CpaBHUTE ATy peKOMeHAauuioo ¢ BeauuuHo 3.5 D,
PEKOMEH/I0BAaHHOM Uil OBITOBBIX TEJIEBU30POB, M COMOCTABbTE pa3Mephbl CUMBOJIOB Ha JKpaHe
MOHMTOPA (HanboJsee XapakTepHbIN 00BEKT, TPEOYIOIMINI KOHIIEHTpallul BHUMaHUS ) C pa3MepaMu
O00BEKTOB, XapaKTEpHbIX ISl TeJeBUJEHUS (M300pakeHus JoJed, COOpYXKEHHH, OOBEKTOB
IpUPOBI). 3aBBINIEHHOE PACCTOSHHS OT TIJla3 J0 MOHHMTOpPA MPUBOJIUT K JOMOJHUTEIHHOMY
HaINpsHKEHUIO0 OPTaHOB 3PEHHsI, CKa3bIBACTCS HA 3aTPYAHEHUH Iepexo/ia OT paboThl ¢ MOHUTOPOM
K padoTe ¢ KHATOH ¥ MPOSIBIISIETCS B MPEKICBPEMEHHOM Pa3BUTHH JTAITEHO30PKOCTH.

4. BakHBIM MapaMeTpoM SBIISIETCS 4acTOTa KaJpoB, KOTOpasl 3aBHCHUT OT CBOMCTB
MOHHUTOpA, BUAE0aanTepa U MPOrpaMMHBIX HacTpOeK BHaeocucTeMbl. [l paboThl ¢ TeKcTaMu
MUHHMaJIbHO JIONyCTUMA yacTtoTa KaipoB 72 I'm. [lng paboTel ¢ rpadukoil pekoMeHIyeTcs
4acToTa KaapoB oT 85 I’ 1 BhIIIIE.

1.5 TpeGoBanus k paGouemy mMecTy.



B tpeboBanus k paboueMy MeCTy BXOIAT TpeOOBaHUS K pabodemMy CTOJTy, MOCAA0UYHOMY
MecTy (cTymy, kpeciy), IlogcraBkam miasi pyk u HOT. HecMOTps HAa KaXyIIyrOCsS MPOCTOTY,
o0ecreunTh TMPAaBHILHOE pPa3MEIICHUE SJIEMEHTOB KOMITBIOTEPHOW CHUCTEMBI W TPABHILHYIO
MOCaJIKy TIOJIb30BaTeNsi 4Ype3BbIYaiiHO TpyaHo. lloiaHoe pemieHne mpoOieMbl  TpedyeT
JIOTIOJTHUTEIbHBIX 3aTPaT, COMOCTABUMBIX I10 BEIMYMHE CO CTOMMOCTBIO OTIICIBHBIX Y3JI0B
KOMIIBIOTEPHON CHUCTEMBI, MTO3TOMY M OWUTYy M Ha TMPOM3BOACTBE 3TUMH TPEOOBAHHUSAMH YaCTO
npereOperator. HecMoTps Ha TO, 4YTO CTYIEHTHI TPOBOAAT B KOMIBIOTEPHOM Kiacce
CPaBHUTEILHO HEMHOT'O BPEMEHH, OOYYHTh WX NPAaBWIBHOW TUTHEHE TpyJda Ha JIOCTOMHOM
npuUMepe OYeHb BAKHO, YTOOBI MMOJIC3HBIC HABBIKHM 3aKPEIHIINCh HA BCIO )KH3Hb. JTO HE MPOCTO
TpeOOBaHUE TUTHEHEI, 2 TPEOOBAaHUE METOIHUKH.

1. MOHHTOP TOJKEH OBITH YCTAHOBIICH MPSMO IEePe]I MOJIb30BaTeIeM U He TPeOOBaTh

MOBOPOTA TOJIOBHI HIIK Kopiryca Tena (puc.l).
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MpasunbHO HenpasunbHo

Pucynok 1. YcranoBka MoHUTOpa
2. PaGouwnii cTos 1 mocaziouHOE MECTO JOJIKHBI UMETh TaKYI0 BHICOTY, UTOOBI ypOBEHB
IJ1a3 IOJIb30BaTENsl HAXOAWJICA 4YyTh BBIIE LEHTpa MoHUTOpa. Ha skpaH MoHHMTOpa cienyer
CMOTpPETh CBEpXy BHM3, a He HaoOopoT. [lake KpaTKoBpeMeHHas padoTa ¢ MOHHMTOPOM,

YCTAaHOBJICHHBIM CJIMIIKOM BBICOKO, ITPHUBOJUT K YTOMIJICHHIO IMEHHBIX OTJACJIOB IIO3BOHOYHHUKA

(puc 2).

MpasunbHO HenpasunbHO

Pucynok 2. Pacnonoxxenue MOHUTOpA
3. Ecnmu npu mnpaBUIBHOM YCTAHOBKE MOHHUTOpPAa OTHOCHUTENIBHO YPOBHS TIJa3
BBIICHSIETCS, YTO HOTH IIOJB30BATeNsl HE MOTYT CBOOOJHO TOKOUTHCS Ha TMOJY, CIEIyeT
YCTaHOBUTH IIOJCTaBKYy JJI1 HOT, JKEJIAaTeJIbHO HAKIOHHYIO. ECiIM HOrM HE UMEIT HaICKHOU

OTIOPBI, ATO HEMPEMEHHO BEJET K HApyUIEHUIO OCAHKU M YTOMJICHHIO TIO3BOHOYHHKA. Y JI00HO,



KOTJla KOMIIBbIOTepHass MeOerb (CToN U paboyee KPecio) UMEIOT CPeICTBA ISl PETYJIUPOBKH 10
BbICOTE. B 3TOM citydae npoine 100UThCS ONTUMAIBHOTO MOJIOKEHHUS.

4. KnaBuarypa nomkHa OBITH PacHoJOkKeHa Ha TAKOW BBICOTE, YTOOBI MaJbIbl PYK
pacrojaraiich Ha Heil cBOOOJHO, 0e3 HampsKEHUs, a yroil MeXAy IUIeUOM M IpelIieuybeM
cocraBisur 100° — 110°. Ilpu wHCMOIB30BaHMKM OOBIYHBIX IIKOJIBHO-MMMCHbMEHHBIX CTOJIOB
JTOOUTHCA OJHOBPEMEHHO MPABHIIBHOTO " MOJIOKEHUSI 1 MOHUTOPA, U KIIaBUATYPhl PAKTUYECKU
HEBO3MOXHO. J{J1s1 pabOThl pEeKOMEHIYETCS HCII0JIb30BaTh CHEUaIbHbIE KOMITBIOTEPHBIE CTOJIBI,
UMEIOIINE BBIIBUKHBIE TMOJOYKU IS KiaBuaTypsl. [Ipu umrensHON paboTe ¢ KiaBUATypoOid
BO3MOXXHO YTOMJIEHHE CYXOXKMJIMM KHUCTEBOro cycraBa. M3BecTHO Tshkenoe npodeccruoHalbHOe
3a00JIeBaHNe — KHCTEBOW TYHHENbHBIA CUHPOM, CBSI3aHHOE C HETPaBHIIbHBIM TTOJI0KEHUEM PYK
Ha KJjaBuarype. Bo m30exkaHme udpe3sMEepHBIX HArpy30K Ha KHCTh JKEJIATENbHO TNPEIOCTaBUTh
pabouee Kpecyo ¢ MOJIOKOTHUKAMH, YPOBEHb BBICOTHI KOTOPBIX, 3aMEPEHHBIH OT 10J1a, COBIMAAaeT
C YPOBHEM BBICOTHI PACIIONIOKEHUS KIIaBUATYPBHI.

5. [Tpu paboTe ¢ MBIIIBIO pyKa HE JOJDKHA HAXOAUTHCS Ha Becy. JIOKOTh pyKH HIH
XOTsl OBl 3aIlsCThE JOJDKHBI MMETh TBEpAyI0 omopy. Ecimm mpemycMoTpeTh HeoOXoImmoe
pacnosoxeHue pabodero cToja U Kpecia 3aTpyIHUTEIbHO, PEKOMEHAYETCSI IPUMEHUTh KOBPHUK
JUTSL MBIIIIY, UMEIOILNI CTIeIMaIbHBIN OMOPHBIN Banuk. Hepenku ciydau, Kkorja B OMCKaX OMOPbI
JUIsl pyku (0OBIYHO MPaBoOif) pacrosiaraloT MOHUTOP COOKY OT TOJIb30BaTeNs (COOTBETCTBEHHO,
cieBa), YTo0bI OH paboTal BIoJ000pOoTa, ONMpas IOKOTh WIIH 3aISICThe MTPaBOi PyKH O CTON. DTOT
pHeM HeJoMmycTUM. MOHUTOp T0JIKEeH 0053aTeIbHO HaXOAUTHCS MPSIMO Tepe/l MOIb30BaTEIEM.

1.6 TpeOoBaHus K OPraHU3alMM 3aHATHIA.

DOKpaH MOHHTOpAa — HE EIWHCTBEHHBIH HCTOYHHK BPEIHBIX JJIEKTPOMArHUTHBIX
u3nydeHni. Pa3paboTynky MOHHTOPOB JIOCTaTOYHO JIABHO M YCHEIIHO 3aHUMAIOTCA WX
npeojosieHMeM. MeHbllle BHUMaHMs — yIenseTcss BpeJHbIM  MOOOYHBIM  M3IIyYCHMSIM,
BO3HHMKAIOIIUM CO CTOPOHBI OOKOBBIX M 3aJHEl CTEHOK 00opynoBaHMs. B coBpeMeHHBIX
KOMITBIOTEPHBIX CHCTEMax O3TH 30HBI HawmOoJiee OmacHbl. MOHHTOpP KOMITBIOTEpA CIEAYeT
pacrojararh Tak, 4ToObl 3aJJHEl CTEHKOM OH ObLT 00pallleH HE K JIOJSIM, a K CTEHE ITOMEIIEHHUS.
B KOMIBIOTEpHBIX KJIaccax, MMEIOIIUX HECKOJIBbKO KOMIIBIOTEPOB, pabodynve MecTa JOJKHBI
pacrioyiaraTteCsi MO TMepU(pEepur TMOMELIEHHs, OCTaBisisi CBOOOAHBIM LeHTp. Ilpu s3ToMm
JIOTIOJTHUTEIIFHO HEOOXOAWMO TPOBEPUTHh KAXKI0€ W3 padOYMX MECT Ha OTCYTCTBHE IPSIMOTO
OTpaKeHHsI BHEIITHUX HCTOYHHKOB OCBelIeHHs. Kak mpaBuiio, TOOUTHCS ATOTO AJISt BCEX PabOUIMX
MECT OJJHOBPEMEHHO JIOCTaTOYHO TPYAHO. BO3MOKHOE peleHne COCTOUT B UCIOIb30BAHUH LITOP
Ha OKHax M MPOJYMaHHOM pa3MELIEHWU HCKYCCTBEHHBIX HMCTOYHHMKOB OOIIEr0 W MECTHOTO

OCBGHIeHI/ISI.CI/IJ'H)HI)IMI/I HCTOYHHWKAMH J3JICKTPOMAarHUTHBIX I/I3J'[y‘-IeHI/II\/’I SABJISIFOTCSL YCTpOﬁCTBa



OecniepeboiiHoro nuTaHus. Pacnonarate X cledyeT Kak MOXHO Jajiblle OT MOCaZOYHbIX MECT
I10JIb30BATENEH.

B opraHmszanuu 3aHATHH BaXXHYIO pOJIb UIPACT UX IMPOAOJKUTEIBHOCTh, OT KOTOPOH
3aBUCAT NICUXO(PU3UOIOTHUECKHE HArpy3KHU. [l CTyJeHTOB POJOKUTENIBHOCTh CeaHCa PabOThI
C KOMIIBIOTEpOM HE JI0JDKHA npeBblmaTth 35-40 muHyT. OcTaibHOE BpEMs 3aHATHS OTBOJIUTCS
OOIICHUIO C y4HTelNeM M y4eOHbIMH TOCOOMSMH. B CBsSI3M ¢ HeXBaTkoW 00OpyHOBaHHS B
KOMIIBIOTEPHBIX KJIacCaX MHOIZIA IPOBOJAST IPYIIIOBBIE 3aHATHUSA, BO BPEMsl KOTOPBIX JABOE-TPOE
CTYAEHTOB 3aHMMAIOTCSl HA OZJHOM pabodeM MecTe. DTOT OpraHU3alMOHHBIN IIPUEM HEJOMyCTUM
C TUTMEHUYECKOM TOUKHU 3peHus. HeKoTopbIM cTyleHTaM NpUXOAMTCS pacrnosiararbes COOKy OT
MOHMTOPA, YTO HETAaTUBHO CKAa3bIBAETCS KaK HA OPraHax 3peHMs], TaK U Ha ONOPHO-ABUIATEIbHON
cucreMe. YUeOHBII mpolecc HEOOXOIUMO IUIAHUPOBATh TaK, YTOOBI KaXKIBIH CTYIEHT HMEI

BO3MOXHOCTb OCBOHTD IIPABHUJIbHBIC ITPHUCMBbI pa6OTLI C KOMIIBIOTCPOM.

2.ba3oBas annapaTHas KOH(Urypanus nepcoHaIbHOr0 KOMIbIOTEpPa

[lepcoHasibHBI ~ KOMIBIOTEP —  yHMBEpPCAJbHAas TEXHHMYECKas cucrema. Ero
KoH(uUrypanuio (coctaB 000pya0BaHus1) MOKHO THOKO U3MEHSATH M0 Mepe HeoOX0uMOCTH. TeM
HE MEHee CYIIECTBYeT MOoHATHE 0a30BOM KOH(UTypaIi, KOTOPYIO CUYUTAIOT TUIIOBOH. B Takom
KOMIUIEKTE KOMIBIOTEp OOBIYHO mocTaBisiercs. [loHsTne 0a30Boi KOH(HUTYpanuu MOXKET
MeHAThC. B Hacrosiee BpeMst B 6a30B0i KOH(GUTYpAIIMU pacCMAaTPUBAIOT YETHIPE YCTPOMCTBA.
CHCTEMHBII OJIOK; MOHUTOp; KJIaBUATYpa; [ MbIIIb. [

2.1 Cucremublii 610K

CucreMHBbIi 050K MpecTaBiIsieT coO00 OCHOBHOW y3€ll, BHYTPU KOTOPOI'O YCTaHOBJICHBI
HauOosee BaKHbIE KOMIIOHEHTBI. YCTpPOWCTBA, HaXOIIMECs BHYTPHM CHCTEMHOro OJIOKa,
Ha3bIBalOT BHYTPEHHHUMH, a YCTPOMCTBA, MOJKIIOYAaeMble K HEMY CHAapyXH, — BHEIIHUMH.
BHeHue 1ononHuTeNbHbIE YCTPOUCTBA, TpeIHa3HAUE€HHbIE JI BBO/IA, BBIBOJIA U JJTU- TEIBHOTO
XpaHEHHs JaHHBIX, TAK)Ke HAa3bIBAIOT TepudepuitHpiMu. 110 BHEITHEMY BTy CHCTEMHBIE OJIOKH
paznuuarotcest (opmoit  kopnyca. Koprmyca mnepcoHalbHBIX KOMIBIOTEPOB BBIMYCKAalOT B
ropusonTanbHoM (desktop) u BepTukanbHOM (tower) wucnonHeHuu. Kopmyca, wumeromime
BEPTUKAJIbHOE HCIOJIHEHUE, pa3InyaloT 1o rabapuram: mnosnHopa3MepHbiii (big tower),
cpenHepasmepHbiid (midi tower) U Manmopa3MepHsbiid (mini tower). Cpeau KOpITyCOB, UMEIOIINX
TOPU30HTAJILHOE MCIOJIHEHHE, BBIACISAIOT TIOCKUE U 0co00 miockue (slim). Kpome opmsl, 1is
KOpIlyca BakKeH MapameTp, HaszbiBaeMblil (opmpakropom. OT Hero 3a BHUCAT TpeOOBaHUS K
pasmelaeMbIM ycTpoicTBaM. [IpexxHUM cTaHIapTOM KOpITyca MePCOHAIbHBIX KOMIBIOTEPOB ObLI
dopMm-dpakrop AT, B HacTos1Iee BpeMsi B OCHOBHOM HCIIOJIb3YIOTCA Kopiyca popMm-pakropa ATX.

®opm-pakTop Kopryca JOJKEH OBITh 00s3aTeNbHO COTJacoBaH ¢ (GopM-(paKkTOpoM TIIaBHOU
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(cucTemMHOM) TIIaThl KOMIIBIOTEpA, TaK Ha3blBaeMOW MaTepuHCKoW 1aTel. Kopiryca
MEPCOHAIBHBIX KOMITBIOTEPOB TOCTABISIOTCS BMECTE C OJIOKOM TUTaHWS, W, TAKUM 00pa3oM,
MOIIIHOCTh OJIOKa TUTAHHS TAKXKE SIBISICTCS OJHUM U3 MMapamMeTpoB Kopmyca. J[isi MaccoBBIX
MOJEJIEW JOCTATOYHOM SIBJISETCS MOIIHOCTE O10Ka rmuranusa 250-300 Br.

2.2 MouuTop

MoHUTOp — YCTPOWCTBO BHU3YaJIbHOTO MPEJCTABICHUS JAHHBIX. DTO HE €AMHCTBEHHO
BO3MO>KHOE, HO TJIaBHOE YCTPOUCTBO BbIBOAA. Ero OCHOBHBIMU MOTPEOUTENHCKUMU ITapaMeTpaMu
ABIISIOTCS: THII, pa3Mep U IlIar MaCKU SKpaHa, MaKCUMallbHasi 4aCTOTa pereHepariuy n300pakeHus,
kJacc 3amuThl. Ceifuac Harbosee pacpoOCTPaHEHbI III0CKHUE KU IKOKPUCTAITNYECKHE MOHUTOPbI
(OKK). OHm nipuiiiy Ha CMEHY MOHHTOPaM, OCHOBAaHHBIM Ha 3JIEKTPOHHO-Ty4eBoii Tpyoke (DJIT).
DIIEKTPOHHO-JIy4€BbIE MOHUTOPHI BCE €I1I€ UCIOJIb3YIOTCS, OJJHAKO UX CTAaHOBUTCS BCE MEHBIIIC.
Pannue monenu JKK-monutopoB ycrynanu DJIT-ycTpoiicTBaM B KauecTBe H300paKEHUS U B
HEKOTOPBIX JIPYTUX XapaKTEPUCTUKAX, OJTHAKO B HAILIM JHU MPAKTUYECKU BCE MPOOIEMBI PELICHBI.
Pa3zmep MoHuTOpa U3MEPSIETCS MEXKY MPOTHUBOMOJIOKHBIMH YTIIaMU BUJMMOM YacTH IKpaHa 1o
nuaronanu. Equauna usmepenust — mrovimMbl. Ctanmaptaeie pasmepst: 14"; 15"; 17"; 19"; 20";
21". B Hacrosiee BpeMs Hanbosiee YHUBEPCATbHBIMU SBJISIOTCS MOHUTOPHI pazmepom 21 (KK)
u 19 moiimoB (DJIT). Mzobpaxenune Ha skpane DJIT-moHuTOpa moilydyaeTcss B pe3ylbTare
0o0ydeHHUs]  JTIOMHHO(QOPHOTO  TOKPBHITHS ~ OCTPOHAINPABICHHBIM  IyYKOM  3JICKTPOHOB,
pa3oTHAHHBIX B BaKyyMHOW koiiOe. JJis momydeHusi IIBETHOTO HM300pakeHHs JTIOMHUHO(OpHOE
MOKPBITHE UMEET TOYKU WJIM MOJIOCKH TPEX THUIIOB, CBETALIUECS KPACHBIM, 3€JE€HbIM U CUHUM
1BeToM. UTOOBI Ha SKpaHe BCE TPHU Jyda CXOJUINCH CTPOTO B OJIHY TOUYKY M U300pakeHHne ObLIO
YETKUM, Tepe]l JTIOMHHO(DOPOM CTaBAT MAcKy — TMaHeNlb C PEryJISpHO PacloJIOKEHHBIMH
OTBEPCTHUSAMU WIH MEIIMU. YacTh MOHUTOPOB OCHAIIIEHA MACKOW U3 BEPTUKAIBHBIX MPOBOJIOYEK,
YTO YCUJIMBAET SPKOCTh M HACKHIIIEHHOCTh U300paKEHUSI.

Uem MeHbIIIEe Iar MEXAy OTBEPCTHSIMH WJIH MIEISIMH (IIar Macku), TEM YeT4e U TOYHEe
nosydyeHHoe n3oopaxxenue. lllar Macku u3MepstoT B 105X MWUIMMETpa. B HacTosiee Bpemst
HauboJiee pacpocTpaHEeHbl MOHUTOPHI ¢ mmarom Macku 0,24—0,26 MM. YcTapeBIirne MOHUTOPBI
MoryT uMmeTh mar 10 0,43 MM, 4TO HETaTUBHO CKAa3bIBAETCSI HA OpraHax 3peHHs mpu padboTe ¢
KOMITBIOTEPOM. MoOJIeJM MOBBIIIEHHOW CTOMMOCTH MOTYT UMeTh 3HaueHue meHee 0,24 mm. Ha
9KpaHe JKUJIKOKPHUCTAIUTMYECKOTO MOHHUTOpAa H300pakeHHe oOpa3yeTrcsi B  pe3yJbTare
MIPOXOKICHHs OEJI0TO CBETA JIAMIIbI IMOJICBETKH Uepe3 SYEHKH, TPO3PAYHOCTh KOTOPHIX 3aBUCHUT
OT TPUJIOKEHHOTO HANpsLKeHUs. DJIEMEHTapHas TpUala COCTOMT M3 TpPEX SA4YeeK 3€JIEHOrO,
KPaCHOTO M CHHEro I[B€Ta U COOTBETCTBYET OJHOMY IMHKCENy 3KpaHa. Pasmep MoHuUTOpa Mo
JMarOHANIA 1 pa3perieHne dKpaHa OJTHO3HAYHO OMPELISIIOT pa3Mep TaKOW TPUAIbl U TEM CaMbIM

3epHUCTOCTh M300pakeHus. YacTora pereHepannu (OOHOBIICHUS) M300paKCHHS TOKA3BIBAET,
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CKOJIBKO Pa3 B TEYEHUE CEKYH/bl MOHUTOP MOXXET MOJHOCThI0 CMEHUTh U300pakeHue (I03TOMY
€€ TaK)K€ Ha3bIBalOT YAaCTOTOM Ka/JpoB). DTOT NapaMeTp 3aBUCUT HE TOJIBKO OT MOHUTOPA, HO U OT
CBOICTB M HACTPOEK BUJeoaganTepa (CM. HMXKE), XOTS MpereabHble BOZMOXHOCTU ONPEIEIsET
Bce-Taku MOHUTOp. Yactory pereHepanuu usoOpaxeHus uzMepswoor B repuax (I'm). Yem ona
BBIIIIE, TEM Ye€TY€ U YCTOHYMBEE M300pakK€HUE, TEM MEHbIIE YTOMJIEHUE IJla3, TeM OoJjblle
BpPEMEHHU MOXKHO paboTaTh ¢ KOMIIBIOTEPOM HempepbiBHO. [Ipu yacToTe pereHeparyu nopsiaka 60
I’ 1 Menkoe MepuaHue U300pakeHUs MOXKET OBITh 3aMETHO HEBOOPY)KEHHBIM Tia3oM. Ceroans
TaKoe 3HAYeHHE cuMuTaeTcss HenonmycTumbIM. st DJIT-MOHHUTOPOB MUHHMMAIBHBIM CUUTAIOT
sHauenne 75 I'm, HopmatuBHbIM — 85 I'm m komdoptHeiM — 100 I'm u OGomee. VY
KHUJIKOKPUCTAUTMIECKUX MOHUTOPOB H300pakeHHe Oojiee MHEPIMOHHO, TaK YTO MEpLaHUe
nojamisercss aBromMarmuyecku. Jlms Hux dactota oOHOBieHus B 75 I yxke cuuraercs
komdopTHO#. Kiace 3a muTel MOHUTOpa OnpezenseTcs CTaHIapToOM, KOTOPOMY COOTBETCTBYET
MOHUTOpP C TOYKM 3peHus TpeOOBaHUMM TeXHUKU Oe3omacHOCTH. B HacTosmiee Bpems
OOMICTIPU3HAHHBIMUA CUUTAIOTCS CIENYIOIUe MexayHapoausie ctanmaptel: MPR-II, TCO-92,
TCO-95, TCO-99, TCO-03, TCO-06 (mpuBeneHbl B XpOHOJOTHYECKOM mopsiake). CraHmapt
MPR-II orpanu4ui ypOBHH 3JIEKTPOMAarHUTHOTO M3JIy4eHMs IpenenaMu, Oe30HacHbIMU JUis
yenoBeka. B crangapre TCO-92 3tu HOpMBI ObUTH cOXpaHeHbl, a B ctangaprax TCO-95 u TCO-
99 — yxecTo4YeHbI. DPrOHOMHUYECKUE U FKOJIOTUIECKHE HOPMBI BIIEPBBIC MOSBUIIMCH B CTAHIAPTE
TCO-95, a crammapt TCO-99 ycraHOBHI caMble J>KECTKHE HOPMBI 110 TlapamMeTpam,
OTIpENIeNIAIONUM KauyeCTBO M300pakeHust (pKOCTh, KOHTPACTHOCTb, MEpIIAHUE, aHTHOIUKOBBIE
coiictBa nokpeITusi). Cranaaptr TCO-03 nocesamien DJIT u XKK-gucnnesM, UMEHHO O 3TOMY
CTaHJAPTy CEPTUPHUIUPYIOTCS OONBIIMHCTBO COBPEMEHHBIX O(UCHBIX MOHUTOPOB. CTaHmapt
TCO-06 coxmepxxutT HaOOp TpeOOBaHMIA, MO KOTOPHIM JOJDKHBI CEpTURUIIUPOBATHCS Tak
Ha3bIBaeMble MEINaIUCIIIIEN — JUCIIIEH, OHOM U3 OCHOBHBIX (DYHKIIMH KOTOPBIX SBJISETCS BHIBOJL
MYJIbTUMEAUMHBIX N300paKeHUH. BoNBIIMHCTBOM mapaMeTpoB M300pa)KeHus, MOIYyYEHHOTO Ha
9KpaHe MOHUTOpPA, MOKHO YIPaBJIATh MporpaMmHoO. [IporpamMmmHbIe cpesicTBa, peJHa3HaYCHHbIE
JUISL ATOM 11€7M, OOBIYHO BXOJAT B CHUCTEMHBIN KOMIUIEKT MPOTrPAMMHOIO 0OECIIEUEHHUS] — MBI
paccMOTPUM HX MPU U3YUYEHUU ONEPALIMOHHON CUCTEMBI KOMIIBIOTEPA.

2.3 KnaBunarypa

KnaBuatypa — KJIaBUIIHOE YCTPOWCTBO YNPAaBIEHUS MEPCOHATBHBIM KOMITBIOTEPOM.
CnyxuT a5 BBoJa an(aBUTHO-IIU(PPOBLIX (3HAKOBBIX) JAaHHBIX, a TAK)KE€ KOMaHJ YIPABJICHUS.
KomOuHnaims MoHUTOpa U KJIaBHATYphl oOecrieunBaeT npocTeimuii narepdeiic noip3oparens. C
MIOMOUIbIO KJIABUATYPhl YIPAaBJISIIOT KOMIBIOTEPHOM CHCTEMOM, a C IOMOILBIO MOHHUTOpA
MOJIy4aroT OT Hee OTKIMK. [IpuHnun neiicrBusa. KnaBumartypa OTHOCHTCS K CTaHIAPTHBIM

CpeICTBaM MEPCOHATILHOTO KoMIbioTepa. Ee ocHOBHBIE (YHKIMU HE HYXAAIOTCS B MOIJEPIKKE
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CIIeNUAILHBIMU  CUCTEMHBIMH TIporpaMMamu  (apaiiBepamu). HeoOxomumoe mporpaMMHOe
oOecrieyeHue JuIst Hadaa paboThl ¢ KOMIIBIOTEPOM yxke umeercss B Mukpocxeme II13Y B cocrase
0a3oBoii cucremsl BBoJa-BeiBoAa (BIOS), n moToMy KOMIbIOTEP pearupyeT Ha Ha)kKaTusl KJIABUII
cpasy nociue BKIoYeHHs. [IpuHun neficTBus KiIaBuaTyphl 3aKJIF0YAETCS B CIEAYIOLIEM.

1. IIpn HaxaTuM Ha KiIaBUIIy (WIM KOMOMHAIMIO KJIABMII) CIELUAlbHAs MUKPOCXEMa,
BCTPOEHHAs B KJIaBUATYpPY, TEHEPUPYET U BbIIAET TaK Ha3bIBAEMbIH CKaH-KOJ.

2. CkaH-KOJl TOCTYIAaeT B MHKPOCXEMY, BBIMOJHSIOMIYIO (DYHKIIMH MOPTa KJIaBUATYPHI.
(ITopTel — crienuanbHble annapaTHO-JIOTHYECKHUE YCTPOHCTBA, OTBEUAIOIINE 3a CBS3b IIpoLieccopa
¢ apyrumu ycrpoictBamu.) IlopT kiaBuHarypbl — 3TO JIOBOJBHO IPOCTOE YCTPOWCTBO,
MHTETPUPOBAHHOE B OJIHY U3 MUKPOCXEM MATEPUHCKOM IJIaThI.

3. Ilopt kIaBHATYpHI BBIAAET IPOLIECCOPY MPEphIBaHKE C (PUKCUPOBAHHBIM HOMEpPOM. Jly1st
KJ1aBuaTypsl HoMep npepoiBarus — 9 (Interrupt 9, Int 9).

4. TlomyuuB mpepbIBaHUE, MPOLECCOP OTKIAIbIBACT TEKYILYI0 paboTy M IO HOMEpy
IpephIBaHMs 00paIIaeTcs B CIICUAIBHYIO 00JIACTh OTIEPATUBHON aMSTH, B KOTO- PO HAXOTUTCS
TaK Ha3bIBa€MbIN BEKTOP IIPEPBIBAHMI. BEKTOp npephIBaHN — 3TO CIIMUCOK AIPECHBIX JAHHBIX C
bukcupoBaHHOM JuMHOW 3anucu. Kaxgas 3ammch co- AEpPXKUT ajpec MporpamMmbl, KOTOpas
JIOJKHA 00CITYKHUTh IIPEepbIBAaHUE C HOMEPOM, COBIIAJAIOIIUM C HOMEPOM 3aIHCH.

5. OmpenenuB aapec Havajga Mporpammbl, oOpadaThiBarolIell BO3HUKIIEE MPEPHIBAHNUE,
IIPOLIECCOp MEPEXOIUT K ee ucnonHeHuto. [Ipocrelinmas nporpamma 06pabOTKH Kila- BUATYPHOTO
IIPEpBIBaHMs «3alInTa» B MUKpocxemy 113V, HO mporpaMMuCTEI MOTYT «ITOACTaBUTH)» BMECTO HEE
CBOIO IIPOTpaMMy, €CJIM U3MEHSAT JaHHbIE B BEKTOPE IIPE PHIBAHUM.

6. Ilporpamma-o0paboTuuK MpepbIBaHUs HAMpaBiseT MPOLECCOp K MOPTY KIaBUATYPHI,
I7I€ OH HaxOIUT CKaH-KOJ, 3arpy’KaeT €ro B CBOM PETUCTPHI, MOTOM IO/ YIpaBJIECHUEM
00paboTyMKa onpeaessieT, Kakoil KoJ CHMBOJIa COOTBETCTBYET JAaHHOMY CKaHKOTY.

7. [lanee o0pabOTUMK MpepbIBaHUI OTIPABIISET MOTYYEHHBIN KOJI CHMBOJIa B HEOOJIBIIIYIO
o0yacTh mamsITH, U3BECTHYIO Kak Oy(dep KiaBuaTyphl, U MPEKpaIiaeT cBo padboTy, U3BECTUB 00
ATOM MPOLIECCOP.

8. Ilpoueccop mpekpamiaeT oOpaboOTKy MpepbIBaHUS M BO3BpAILIAeTCs K OTIOXKEHHOM
3azadge.

9. BBenenHsbIil cuMBOJI XpaHUTCs B Oydepe KiiaBuaTypsl 10 Te€X MOp, IOKa ero He 3adepeT
OTTyZa Ta MporpaMMa, JJig KOTOPOH OH IMpeJHa3Hayaycs, HallpuMep TEKCTOBBIA peAaKTOp WU
TEKCTOBBIN mporeccop. Ecau cuMBoibl moctynatT B Oydep uamie, yeMm 3a0uparorcs OTTyla,
BO3MOXeH 3¢ ekt nepenonaHeHus oydepa. B 3Tom ciydae BBOJ] HOBBIX CHMBOJIOB Ha HEKOTOPOE
BpeMs npekpainaercs. Ha mpakTuke B 3TOT MOMEHT NpU HaKaTUM Ha KIJIABMINY MBI CIIBIIINM

MIpEeAYNPEK AN 3ByKOBOM CUTHAIT M HE HA0II0/JaeéM BBOJ1a TaHHBIX. CTaHIapTHAs KJaBUaTypa
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uMmeet 6osiee 100 knaBui, GyHKIIMOHATBEHO PACTIPEICICHHBIX 110 HECKOJIBLKUM TpyrnmnaM. [ pymnmna
andaBUTHO-IIM(POBBIX KIABUII MpeIHA3HAYEHA IS BBOJA 3HAKOBOW MH(OpPMAIMM U KOMAH]I,
HabupaeMbIx 1Mo OykBaMm. Kaxmas kiaBuina MOKeT padoTaTh HECKOIBKUX pPeKUMaxX (pEerucrpax)
Y, COOTBETCTBEHHO, MOXKET MCIOJIb30BaThCA JJIs BBOJIA HECKOJBKUX CHUMBOJIOB. Ilepekmtouenue
MEX1y HH>KHUM PETUCTPOM (17151 BBOAA CTPOYHBIX CUMBOJIOB) U BEPXHHUM PErucTpoM (IJi BBOJA
MPOMUCHBIX CHMBOJIOB) BBITIONHAIOT yraepkanueM knaBumu SHIFT (HedukcupoBanHOe
nepekitoueHue). [Ipu HEOOXOIMMOCTH KECTKO MEPEKIIOYUTh PErHCTp HCHOJIB3YIOT KIIABHIILY
CAPS LOCK (¢ukcupoBanHoe mnepekitoueHue). Ecnu kimaBuaTypa HCHONB3YyeTCs i BBOAA
JTaHHBIX, a03a1l 3akpbiBatoT HaxartueM kiaBui ENTER. IIpu atom aBTOMaTnyecku HaunHaETCs
BBOJI TEKCTAa C HOBOM CTPOKHM. EcimM KilaBuarypy HMCHOJIB3YIOT IS BBOJA KOMAaH/]I, KJIaBUILEH
ENTER 3aBepmiaroT BBOJ KOMaHAbl M HAYUMHAIOT €€ MCHOJHEHHE. [l pa3HbIX A3bIKOB
CYLIECTBYIOT pa3lIMYHbIE CXEMbl 3aKpEIJICHHS CHMBOJIOB HAI[MOHAJIBHBIX an(aBUTOB 3a
KOHKPETHBIMU aJI(paBUTHO-IIU(POBBIMHI KJIaBHIIAMHU. Takue CXeMbl HA3bIBAIOTCS PACKIIaKaMU
KJIaBHATyphl. [lepexiroueHus MeXy pa3IMuHbIMU PACKIIAKaMH BBITIOJHAIOTCS MPOTPAMMHBIM
obpazoM — 3TO0 onHa u3 (QYHKUHMA onepaunoHHON cucteMbl. COOTBETCTBEHHO, CIOCOO
MEPEeKIIIOUEHUs] 3aBUCUT OT TOr0, B KaKOW OIEpaIlOHHOM cucTteMe paboTaeT KOMIIBIOTEp.
Hanpumep, B cucteme Windows 7 g 3TOH Ied MOTYT MCHOJIb30BaThCS CIEAYIOLIUE
koMmOuHanmu: Jseas kinaBuima ALT+SHIFT wnmu CTRL+SHIFT. Ilpu pabore ¢ npyroit
OTIEPAIIMOHHON CHUCTEMOM CIOCO0 MEPEKIFOUCHHS] MOKHO YCTAHOBHUTH IO CIPABOYHOM CHUCTEME
TOM MPOrpaMMBbl, KOTOpasl BIMOMHSET nepekimoueHre. OOUEenpruHAThIe PaCKIaIKi KIaBUATYPhI
MMEIOT CBOM KOpPHM B pAaCKIaJKax KJIaBUATyp NUIIYIIMX MAaIIMHOK. [l mepcoHanbHBIX
koMIbioTepos IBM PC tunoBbiMu cuntarorcs packnagku QWERTY (aurmmiickas) n MITYKEH
(pycckas). Packimanku TOpUHSATO HMMEHOBATh 10 CHUMBOJAM, 3aKpPEIUICHHBIM 3a TE€pPBBIMU
KJIaBUIIIaMH BepXHEH cTpokH andaBUTHON rpynmbl. [ pynna ¢ yHKIIMOHATBHBIX KJIABHII BKIIOYAET
neeHaanath kiasuil (ot F1 mo F12), pasmenieHHbIX B BepXHeW yacTu KiiaBUaTypbl. OyHKIINH,
3aKperUieHHbIE 32 JaHHBIMU KJIABHUINIAMU, 3aBHUCST OT CBOWCTB KOHKPETHOM paboTtaromieil B
JAHHBII MOMEHT TIPOTPaMMBbI, 2 B HEKOTOPBIX CIIy4asiX ¥ OT CBOWCTB OINEPAIMOHHON CHUCTEMBI.
OO0menpuHATHIM ISl OOJBIIMHCTBA MPOTPAMM SBJISETCS COTIAIIEHHE O TOM, 4To kiapwmia F1
BBI3BIBAET CIIPABOYHYIO CUCTEMY, B KOTOPO MOKHO HAalWTH CIIPABKY O ICUCTBUU MPOYMX KIIABHIIL
CrnyxeOHble KJIABUIIM PACIIONIaratoTcsl PsIIOM C KiaBuliamu ajidaBUTHO-IIMGPOBOM rpynmbl. B
CBSI3U C T€M, YTO MMH MPUXOIUTCS TOJIH30BAThCS OCOOCHHO YacTO, OHM WMEIOT yBEIMYCHHBIN
pazmep. K HuM oTtHOcsaTca paccmorpenssle Boimie kinaBumu SHIFT m ENTER, perucrpossie
knmaBum ALT u CTRL (Mx HCHONB3YyIOT B KOMOWHAIMK C JPYTUMH KJIaBHIIAMHU IS
dbopmupoBanusa komann), knasuma TAB ( s B Boga no3unuii Tabyasuuu npu Habope Tekcra),

kiaBuima ESC (0T aHruiickoro ciioBa escape) i OTKa3a OT MCTIOJHEHHUs Ha4aTol oneparuu u
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knaBuima BACKSPACE nns yganeHusi TOJIBKO YTO BBEJEHHBIX 3HAKOB (OHA HAXOIUTCS Hal
knaBumeii ENTER wu wacro mapkupyeTcst CTpenkoi, HampaBiieHHOW BieBo). CiyxeOHbIE
knaum PRINT SCREEN, SCROLL LOCK u PAUSE/BREAK pa3smemarorcsi cmpaBa OT
rpyninsl (GYyHKIMOHAJIBHBIX KJIABUII M BBIIOJHAIOT creurpuyeckue (QpyHKIUM, 3aBUCSIINE OT
JIEHCTBYIOMIEH OIepanuoHHON cucTeMbl. OOMIEPUHATHIMU SIBISIOTCS CIEIYIOUIUE JTCHCTBUS:
PRINT SCREEN — coxpaHeHue TEKyIEro COCTOSHHS SKpaHa B ClenUaibHOW obsactu [
ONepaTUBHOM MaMsATH, HazbiBaeMoil Oydpepom obomena. SCROLL LOCK — mnepekiroueHue
pekuMa paboThl B HEKOTOPBIX (Kak mpaBuiio, ycrapeBmux) nporpammax. PAUSE/BREAK —
IIPUOCTAHOBKA/TIpEpbIBAaHUE TEKYLIEro mpouecca (OOBIMHO MCIONIB3YeTCd B KOMOMHALMU C
knaumiedd CTRL, nocTynmHO aMiib B HEKOTOPBIX Ipo- rpaMmax). JlBe TIpynmbl KiIaBHIL
yIIpaBJICHUS] KypCOPOM pAacIHoOJIOXKEHbI cripaBa OT andaButHO- nugpposoil manenn. Kypcopom
Ha3bIBAETCS SKPaHHBIN AJIEMEHT, YKa3bIBAIOUIMI MECTO BBOJA 3HaKoBOM MHpopmaruu. Kypcop
UCTONb3yeTcsl MpH paboTe ¢ IporpaMMaMy, BBIIOJHSIOIIMMHU BBOJ JaHHBIX M KOMaHHI C
KJ1aBuaTypsl. KiaBuim ynpasieHusi KypcopoM MO3BOJISIOT YIPaBisATh No3uLuel BBoga. Uersbipe
KJIABUIIM CO CTPEJIKaMU BBIMOJHSIIOT CMELIEHUE Kypcopa B HalpaBICHUM, YKa3aHHOM CTPEJIKOMN
(X 0OBIYHO Ha3BIBAIOT MPOCTO KYPCOPHBIMM KjaBHIIamu). [leiicTBUEe MPOYMX KIJIABUII OMMCAHO
numxke. PAGE UP/PAGE DOWN — mnepeBoa Kypcopa Ha OJHY CTPaHHUIly BBEpPX HIIA BHHS3.
[TonsiTHE «cTpaHWIA» OOBIYHO OTHOCHTCA K (PparMeHTy JOKyMEHTa, BUAMMOMY Ha 3KpaHe. B
rpaduyueckrux onepanroHHbIX cuctemax (Hampumep, Windows) 3TUMH KJIaBUIIAMU BBIIOJIHSIOT
«IIPOKPYTKY» COJEPKUMOT0 B TEKYIIEM OKHe. JleficTBHE ATHX KJIaBHII BO MHOTHX IPOTPaMMax
MOXET OBITh MOJU(PHUIMPOBAHO C IMOMOILBIO CIYKEOHBIX PETMCTPOBBIX KIIABUII, B MEPBYIO
ouepenp SHIFT u CTRL. KonkpeTHblii pe3ynbTaT MOAM(UKAIMK 3aBUCUT OT KOHKPETHOMN
nporpaMmel w/unu onepaunoHHor cucrembl. Kimasummu HOME u END nepeBoasT kypcop B
Hayalo MM KOHeIl TeKyIell CTPOKHM COOTBETCTBEHHO. WX neiicTBue Tarke mMoauduuupyercs
PErHCTPOBBIMU  KiaBulamMu. TpaaunuoHnHoe Ha3zHayeHue knaBumu INSERT coctoutr B
NEPEKIIIOUEHUHN PeXUMa BBOJA JAHHBIX (TMEPEKIIOYEHUE MEXKIY PEKUMaMU BCTaBKU U 3aMEHBI).
Ecnn TekcToBBI KypcOp HaXOAWUTCS BHYTPU CYIIECTBYIOILIETO TEKCTa, TO B PEXUME BCTABKU
IPOMCXOTUT BBOJ HOBBIX 3HAKOB 0€3 3aMEHbl CYIIECTBYIOUIMX CHMBOJIOB (TE€KCT Kak Obl
paszzaBuraercs). B pexxumMe 3aMeHbl HOBbIE 3HAKU 3aMEHSIOT TEKCT, HIMEBIIHMICS paHee B MO3UIUU
BBoJla. B coBpeMeHHBIX mporpammax jaeiictBue kinaBumm INSERT MoxkeT OBITH WHBIM.
KonkpeTtHyto nadopmanuio cieayer nolyduTh B CIIPaBOYHOM cUCTeMe NmporpamMMbl. Bo3aMokHo,
YTO JEHCTBUE ATOM KIABHULIM SIBISETCS HACTPAMBAaEMbIM, — 3TO TaK)KE 3aBUCUT OT CBOWCTB
KoHKpeTHOH mporpammbel. Kiasuma DELETE npennazHaueHa pans  yaalneHuss 3HAaKOB,
HaXOSIIMXCS CIpaBa OT TEKYIIEro MOJoXKeHus Kypcopa. [Ipu 3ToM nmosokeHue no3unuu BBoJa

octaercsi HensMmMeHHbIM. (CpaBuute aeiictBue kinaBumu DELETE c¢ nmeiictBuem cimyxeOHOM
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kinaBuin BACK- SPACE. [locnennsist cny>XUT AJisl yajd€HUsl 3HAKOB, HO TIPU €€ UCTIOJIb30BaHUH
MO3UIMS B BOJa CMEIIAETCS BJIEBO, U, COOTBETCTBEHHO, YJAJISIIOTCSI CUMBOJIbI, HAXOISALIUECS HE
CIpaBa, a cjeBa OT Kypcopa.) ['pynmna KiIaBuIl JONOJHUTEILHON MaHeIu AyOJUpyeT IeHCTBHE
nU(GPOBBIX UM HEKOTOPHIX 3HAKOBBIX KIABUII OCHOBHOM MmaHenu. Bo MHOrux cmydasx uist
UCIIONIb30BAaHUsl ATOW TPYNNbl KJIABUII CIEAYyeT MpPeABAPUTENIbHO BKJIOYATh KIIABHIIY-
nepekitouatesb NUM LOCK (o cocrosinun nepekimouareneit NUM LOCK, CAPS LOCK u
SCROLL LOCK MO0HO ¢ yIuTh IO CBETOJUOIHBIM HHAMKATOPaM, OOBIYHO PACIIOJIOKEHHBIM B
IPaBOM BEpXHEM yriay KiaBuatypbl). llosiBlieHHe MOMOTHUTENBbHON NaHeNu KIaBHATYpPbI
oTHOCUTCS K Havyay 80-X rofoB. B To BpeMsi ki1aBUaTypbl ObUIH OTHOCUTEIBHO JOPOTOCTOSIIUMU
ycTpoiictBamu. [lepBoHayaibHOE HAa3HAYEHUE JOIMOJHUTEIBHON MAHEIU COCTOSUIO B CHUYKEHHUU
M3HOCAa OCHOBHOM IaHEIM IPH IPOBEJIECHUU PACUETHO-KACCOBBIX BBIYMCICHHH, a TaKkKe Ipu
yIpaBIeHUN KOMIIBIOTEPHBIMH HUrpamMu (mpu BeIKIIOUeHHOM mnepekitoyatene NUM LOCK
KJIQBUIIM JIOTIOJIHUTEIBHON IMaHeIH MOTYT HCHOJb30BaThCS B KayecTBE KIIABHUII YIPABICHHS
KypcopoM). B Hamm 1gHM KIaBHATyphl OTHOCAT K MAaJOLEHHBIM OBICTPOM3HAIIUBAIOIINMCS
YCTPOMCTBAM W MPHUCTIOCOOJICHUSIM, U CYIIECTBEHHOW HEOOXOIUMOCTH 00eperatb X OT M3HOCA
HeT. Tem He MeHee 3a JOIMOJIHUTENBHON KIABUATYpOWl cOXpaHseTcs BakHas (DyHKLHMS BBOJA
CHUMBOJIOB, JJIi KOTOpPbIX u3BecTeH paciupeHHblii kox ASCII (cMm. BbIlIE), HO HEU3BECTHO
3aKpeIuIeHue 3a KJIaBUIIeH KiIaBHaTypsl. Tak, HarmpuMep, U3BECTHO, YTO CUMBOJI «§» (maparpad)
umeet koxa 0167, a cumBoi «°» (yrioBo# rpanyc) umeer koa 0176, HO COOTBETCTBYIOIIUX UM
KJIaBMIII Ha KJIaBHAaType HeT. B Takux ciayyasx s UX BBOJA MCIOJB3YIOT JOMOJHUTEIbHYIO
nanensb. [lopanok BBosia cuMBOJIOB 10 u3BecTHOMY ALT-kony.

1. Y6enutncst B Tom, uTo BKItoueH nepekiaouatenss NUM LOCK.

2. Haxatpb u ynepxkatpb kinaBumry ALT.

3. He otmyckas knaButu ALT, HaOpath mocnenoBareiabHO Ha JOMOJTHUTEIHHON MaHEeTu
ALT-xon BBogrmoro cumBoa, Harpumep 0167.

4. Ornyctuth knaBuiry ALT.

CumBou, umeromuii ko 0167, mosiBUTCS HA 9KpaHe B TO3UIIUK BBoJa. Y3HaTh ALT-koab1
HEKOTOPBIX CHUMBOJIOB MO3BOJIsIeT mporpamma Tabnwima cumBoioB. HacTpoiika KiaBUATypBHI.
KnaBuaTypsl mepcoHANbHBIX KOMITBIOTEPOB O0JIAJAlOT CBOMCTBOM MOBTOpa 3HAKOB, KOTOPOE
MCIIOJNIB3YETCS JUIsl aBTOMAaTH3aluu npoiecca BBoga. OHO COCTOUT B TOM, YTO IPU JUIUTEIHHOM
yIepKaHUM KJIABUIIM HAYMHAETCSl aBTOMATHYECKHIl BBOJ CBA3aHHOIO ¢ Heil kona. Ilpu stom
HacTpauBa€MbIMHU MapaMeTpaMu SIBJISIIOTCS: MHTEPBAJl BPEMEHH TOCJIE€ HaXKaTus, 10 UCTEYEHUU
KOTOpPOr0 HAYHETCs aBTOMAaTUYECKUM IMOBTOP KOJA; TEMHI MOBTOpa (KOJIMYECTBO 3HAKOB B
cekyHny). || CpeacTBa HACTPOUKH KJIaBUATYPbl OTHOCSATCSI K CHCTEMHBIM U OOBIYHO BXOJAT B CO-

CTaB OIepalroHHON cucrteMbl. Kpome mapameTpoB pekuma MOBTOPA, HACTPOMKE MOJA- JIeKaT
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TaK)X€ HMCIOJIb3yEMbIE€ PACKIJIAJKM W OpPraHbl YIPAaBICHHUS, UCHOJb3yEMbIEC ISl MEPEKIIOUCHUS
packnanok. Co cpecTBaMU HACTPOMKHU KIaBHATYPBl Mbl TO3HAKOMHUMCS NIPU U3YYeHUH (QYHKIUN
ONEPAllMOHHOW CHCTEMBI.

2.4 Mpbiub

Mpiiib — YCTPONCTBO YIpaBi€HUS MaHUIYNISITOpHOro tuma. IlpencraBiser coOoi
IUIOCKYIO KOPOOOUKY € IByMSI-TpeMsi KHOTIKaMH. [lepemenienre MBI 10 MIO0CKOH MOBEPXHOCTH
CHHXPOHHM3UPOBAHO C MepeMelieHrueM rpaduyeckoro oobekra (ykaszaresis MBIIIN) Ha 3KpaHe
MOHUTOpA.

[Ipunnun neiictBus. B oTnnumne oT pacCMOTPEHHOM paHee KIIaBUATyPhl MbIILIb HE SABIISIETCS
CTaHJAapTHBIM OPIraHOM YIPAaBJIEHHUS, M NEPCOHAIbHBIA KOMIIBIOTEp HE HMeEET JUIsl Hee
BBIIEJICHHOIO 1opTa. JlJis MBIIIKM HET U MOCTOSIHHOI'O BBIAEJIEHHOTO INpepbIBaHUS, a 0a30BbIe
cpenctBa BBoja U BeiBoAa (BIOS) kommbroTepa, pa3MenieHHbIe B MOCTOSITHHOM 3aIIOMHHAIOIIEM
ycrpoiictee (I13Y), He comepkat mporpaMMHBIX CpEACTB Al 00pabOoTKU MpepbIBaHUil MbIu. B
CBSA3M C OTUM B IIEPBBIM MOMEHT IOCJE BKJIIOUEHHUS KOMIIbIOTEpa MbIlIb He paboraer. OHa
HYXIAETCA B MOJJEPKKE CIECLHAIBHON CHCTEMHOM MpOrpaMMbl — JipaiiBepa MblIld. JpaiBep
yCTaHaBIMBAETCS MO0 MPHU MEPBOM MOAKIIOYSHUN MBIIIH, TUOO MPH YCTAaHOBKE ONEPallMOHHON
CHUCTEMbI KOMIIbIOTEpa. XOTSI MBIIIb U HE UMEET BBIICJICHHOIO IOPTa HA MATEPUHCKOM IL1aTe, s
paboThl ¢ HEW MCHOJIB3YIOT OJAMH U3 CTaHJAPTHBIX MOPTOB, CPEACTBA JJs Pa0OTHI C KOTOPHIMU
uMeroTcss B coctae BIOS. [lpaiiBep Mpllu MpeaHa3HAuY€H I WHTEPIPETAlUd CUTHAJIOB,
HOoCTyNarmux yepe3 nopt. Kpome Toro, o obecrneunBaeT MeXaHu3M nepegadu nHpopMaluu o
MOJIOKEHUH M COCTOSIHUM MBIIIM OINEPAllMOHHOM cucteMe M paboTaloUMM I[POrpaMMaM.
KomnbioTepoM ynpaBisiioT MEpEMEIIEHHEM MBIIIM 0 IJIOCKOCTH U KpPaTKOBPEMEHHBIMU
Ha)XKaTUSAMU NPaBOM M JEBOW KHOMOK. (DTH HaxaTwsl Ha3bIBalOTCA IIendykamu.) B oriamume ot
KJIaBHATyphl MBIIIb HE MOXKET HANpPSAMYIO HCIOJIb30BAThCA U1 BBO/Ia 3HAKOBOW MH(pOpMAIMU —
ee MPUHIMI YIPABJICHUS ABISETCS COOBITUHHBIM. IlepeMenieHuss MBI U IIEITYKU €€ KHOTOK
ABIIIOTCS COOBITHUSIMU C TOYKU 3pEHHUSI €€ Mporpammbl-ipaiiBepa. AHAIU3UPYsI 3TU COOBITHS,
JpaiiBep yCTaHABIMBAET, KOTJa MPOMU30IIO COOBITHE U B KAKOM MECTE 3KpaHa B 3TOT MOMEHT
HaXOJAWJICA yKa3zaTeslb. DTH JIaHHbIE ITePeJatoTCs B MPUKIIAIHYIO IPOrpamMMy, ¢ KOTOpoi paboTaer
I10JIb30BaTENb B JaHHBIA MOMEHT. I 0 HUM mporpamma MOKET ONPEAEIUTh KOMaHAy, KOTOPYIO
uMeI B BUIy TOJIb30BaTElNb, U MPUCTYIIUTH K €€ ucnojHeHuto. KoMOMHaIMs MOHUTOpA U MBIIIH
oOecrieunBaeT Haubosee COBPEMEHHBIM TUN MHTepdeiica mojib30BaTessi, KOTOPbIM Ha3bIBaeTCs
rpapuueckuM. Ilonmp3oBarens HaOdrOmaeT Ha 3KpaHe Trpaduueckue OOBEKTH U DJIEMEHTHI
ynpasieHusi. C MOMOIIBIO MBIIIM OH M3MEHSET CBOWCTBA OOBEKTOB M NPUBOJIUT B JCHCTBHE
AIIEMEHTHI YNPaBJICHUSI KOMIIbIOTEPHOW CHUCTEMOM, a C MOMOIIBI0 MOHUTOpA MOJy4YaeT OT Hee

OTKJIUK B l"pa(bH‘IeCKOM BUIC. CTaH}IapTHaH MBIIIb UMEET TOJIBKO ABC KHOIIKH, XOTA CYIIECTBYIOT
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HECTAaHAAPTHBIE MBIIN ¢ TpeMs KHomnkamu. CeroaHs HambOosee pacnpoCTpaHEHbl MBIIIH, B
KOTOPBIX POJIb TPETbEe KHONKH WIPAeT Bpalarolleecs KOJECUKO-PErysarop. PyHKIUH
JIOTIOJIHUTEIBHBIX OpPraHOB YIPABIEHUS ONPEAENAI0TCS TEM IPOrpaMMHBIM 00€CIEUEHUEM,
KOTOpPOE€ TMOCTaBJISIETCS BMECTE ¢ yCTpoMcTBOM. K 4mcily perynupyemeix IapamMeTpoB MBIIIN
OTHOCATCS: YyBCTBUTEIILHOCTh (BBIpa)KaeT BEIMUYMHY NEpPEMEIEHUs yKa3aTels Ha dKpaHe Npu
3aJJaHHOM JIMHEHHOM IE€PEMEIICHUH MBIIIH), (YHKIMM JIEBOW M TPABOW KHOIOK, a TaKxke
qyBCTBUTEIBHOCTD K IBOMHOMY Ha)KaTHIO (MaKCUMaJIbHBIM HHTEPBaJl BPEMEHU, IIPU KOTOPOM J1Ba
II€T4Ka KHOIIKOW MBIIIY PaclieHUBAOTCS KaK OJUH JIBOMHOI menyok). IIporpaMmmusie cpescTsa,
IpeJHAa3HAYCHHbIE JUISI 3THX pPErYJIMPOBOK, OOBIYHO BXOIAT B CUCTEMHBIH KOMIUIEKT

POTPAMMHOTO 00eCTIeUeHHs] — MBI PACCMOTPHUM UX IIPU U3YYCHHH OTIEPALIMOHHOMN CHCTEMBI.

3.0cHoBbI padotTel B OC Windows (Linux)

Onepanunonnasi cucrema Windows (OC Windows) — sBisercs rpadudecKkoi
OTIepaIllMOHHON cucTemMoi s koMiblotepoB iardopmsl IBM PC. OcnoBHbIME cpencTBamu ee
yIpaBJICHUS SBISIIOTCS Tpaduyeckuii MaHUTYASATOp (MBIIIb WM WHOW AaHAJIOTWYHBIN) W
KJIaBHATYpa.

®ajis1 — UMEHOBAHHBIN HA0OP JIaHHBIX OJIHOTO THIA XPaHSIIUNCS Ha JUCKE (TEKCTOBBII
JIOKYMEHT, PUCYHOK, IIPOrpaMMa H T.[1.).

ITanka — 31€MeHT CTPYKTYpbl OpraHu3aluy GpaiaoB Ha IUCKE, MOKET CoJepkKaTh (aiiibl
U JIpyTHe MarnkHu.

Apabik — 310 peannzoBaHHag B OC Windows BO3MOXXHOCTb HCIIOJIb30BaTh CCHIJIKU Ha
00BEKT 6€3 HEOOXOIMMOCTH CO3/1aHUS KOMUM 3TOr0 00BEKTa.

3Hauku — 370 rpadudeckoe npenacrapieHne oovekToB OC Windows.

TekcTOBBII MpoLECCOP— TPOTPAMMHBIE CPENICTBA, 0OECIICUYMBAIOIINE BBOJ], XpaHECHHE,
IPOCMOTP, PeAaKTUPOBaHUE, (HOPMATHPOBAHUE H MI€YATh TEKCTOB.

DJIeKTPOHHAsI TAa0JMIA - WHTEPAaKTUBHAS JMAIIOTOBAas CHUCTeMa OOpaOOTKH IAaHHBIX,
IPEeCTaBIISIomas COO0H MPSIMOYTONBHYIO TaOJUITy, TYEHKH KOTOPOW MOTYT COJEpKaTh YHCIa,
CTPOKH UM (POPMYJIbI, 33/1a0LIHE 3aBUCUMOCTh 3HAUCHHSI SYEHKH OT IPYTUX S4YeeK.

Bpay3ep — nporpamma, obecrieunBatorasi oroopaxenue \Web-crpanuir.

Padoma ¢ OC Windows

ITocne 3arpy3ku OC Windows Ha skpaHe nossisercs Padoumii cToJ1, Ha KOTOpOM

pa3MeIarTCs pa3IuvHble Tpa@uiIecKue OOBEKThI, 3HAYKHM WIH SAPJIBIKH, HW300pakaronimue
pOTrpaMMbl, JOKYMEHTBI, pa3jMdYHbIe CETEeBbIe yCTpOiCcTBa (puc.3).
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Mo#i Moe ceTeeoe
KOMMBIOTED OKpyXeHHEe

o / 3HaYKH

AOKYMEHTEI

KopawuHa

Internet

Explorer / HPHI)IK

&@ IIanenp 3agau
oy Krorka “TIyck”

K MHTEV
EQHyEKHJ o= G| “I;Q?Adobe Photoshop I 5 2350

Pucynox 3 — Pa6ouwnii cron OC Windows
B HmxHeld wactu skpaHa pacronokeHa Ilanenb 3anad, oGecrieymBaromiasi OBICTPOE

NEPEKII0UYCHUE ¢ OJTHOTO PUIIOKEHHUs (OKHA) Ha Jpyroe (puc. 3).
Kaxnmas manmka wim mporpamma OTKpBIBAaeTcs B COOCTBEHHOM oOKHe. Hampumep, Ha

PUCYHKE 4 IpeaACTaBICHO OTKPBITOC OKHO ITAaIlIKK «Mou AOKYMCHTED).

: oowe PazpepuyTh
AATOTOROE DRHA | L1 RHIM: WOHHE 01{1:;[?
CrepHYTE OKHO
" -;'.'Mllu AU IR HH R
! T©ran  lpanks  lan, Haspronan #Lapnee dnpanke
= lpsng + o o+ G| B lakek :‘Jlla'mu.\-."3|“'t o
e [ Lo pokenTa \j 2 Mupsmg fpaHHoe Cepeuc Cnpaeka |
= T < . ek TaMancn 3|06 W K @ | >
titam el
L j #Nepexog,
MoK DMEﬂIKN'I_[
Min oo AHETR
WL PV M GL LTS 3aKpeITh
qTﬁHN ﬂPl’lHHhTFﬁrh OIG'IO
ONHCAIIHE 2ACHCITR,
DLUOCAMTE ©10. ol Mou pucyHkmM
o cen 1L s & b roeer &

Pucynok 4 — OkHo nanku Mou JOKYyMEHTBI

g Toro, 4ToObl OTKPBITH MankKy WM (aiin, 3amycTHTh MPUIIOKEHHE HE0OXO0IUMO
MIPOU3BECTU JBOMHOM IIE€TYOK JI€BOW KHOIKH MBIIIHU IO COOTBETCTBYIOIIEMY OOBEKTY.

Kaxxnoe oxHo vt mpuiioxeHne uMeroT ceoe ['1aBHOe MeHI0.
I'mtaBHOe MeHIO COJIEP)KUT OCHOBHBIE KOMaH/bI JJIs ONEPalUi B TEKYIIEM MPUIIOKEHUN

VI OKHE.
Hanpuwmep, anst Toro, 4To0bl co31aTh HOBYIO MAnKy HEOOX0AUMO 3aiiTu B MeHIo Paiia u

BBIOpaTh MyHKT C031aTh U 3aTeM BBHIOpATh TUI 00BEKTa (B 3TOM npumepe 310 [lamka).
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- C:\Documents and Settings',AAMuHUCTpaTOP" MoK A0KYMEHTbIHOB

Mafin Mpaeka  Bua  MzbpabHoe Cepeuc  Cnpaeka

CozaaTh F ) Daniey |
Apnkik
@ 4 =l\HoBan
@ MopTdens

M- Irfanview BMP File
Iﬂ_1 AokyMeHT Microsoft Ward
3aKpeITE ﬂj MpeseHTauna Microsoft PowerPoink
B 1rfanview PSD File
lﬂ_fl AotymeHT Microsoft Office Publisher
B npwe WinRAR
TERCTOBEIA ADKYMEHT
%5 Wirtual CD v4 Definitionfile
l'——ﬂ Microsoft Wisio Drawing
Winamp media file
E_"I MMt Microsaft Excel
B npune ZIF - WinRAR

B 3Tof nanke HeT oTc
AINEMEHTOE.

C, TaKwe:
MoK AokYHEHTE

Mg CETEEDE OKDYWME
MoA KOMOBHOTED

Pucynok 5 — Mento «®aiin» rmaBHOTO MEHIO.

Jlnst Toro, 4ToOBI TPOM3BECTH HAJ OO0BEKTOM ((halijloM WM TAINKOW) Kakue-Iu0o
orepanuu (KOMUPOBAHKE, TIEPEMEIICHHE, YAaJCHUE U T.I1.), HEOOXOIUMO BBIACIUTE €r0 OJHUM
IIETYKOM JICBOM KHOIKH MBIIIH (puc. 6).

& Mowm NOKYMEHTHI [_ (O] x|

®ain [lMpaeka Bwa WMsbpanHoe Cep”™
=Hazag * = ¥ | BnNonck TaMankm % 2

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

BrigemeHurOf 00BeKT

=l

|BbI,EI,EJ'IEHD Dﬁ'bEKT| |E.3_.]I boR komner 2

Pucynok 6 — BeiieneHHbIi 00bEKT

IlepenmenoBaTh nanky win ¢aill MOXXHO HPU MOMOIIM COOTBETCTBYIOIIEH KOMAaHIbI
MeHI0 DailiT IIIaBHOTO MEHIO.

Bydep odMena — 5To obnacTe Ha qUCKe, IpelHA3HaYeHHAsl HA BpEMEHHOTO pa3MellleHus
JAHHBIX MPU TEPEHOCE U3 OJHOIO MECTa B JIPYroe.

KonupoBanue 1 nepeMenieHue OOBEKTOB NMPOUCXOAUT yepe3 Oydep odmena. Ilpu
KonupoBaHuu B Oydep oOMeHa momeIaeTcst Konust 00beKTa, Mpy nepeMeieHuH — OpUrHHaI.

Konupoanue u nepemenienne uaer B 2 srana:

1) KonupoBanme win Bbipe3anue o0bekTa B Oydep ooOMeHa
2) BceraBaenue o0bekTa u3 Oydepa oOMeHa B yKka3aHHOE MECTO.
Cy1ecTByeT HECKOJIBKO CIIOCOOOB KOMMMPOBAHUS U MTEPEMEIIEHUs] 00bEKTOB:

e 11pu nomoiy komau ['JiaBHOTO MeHI0 (prc.7),
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& Mon AOKYMEHTEI !Elﬂ

®aiin | Npaska Bwa Wz6pandHoe Cepenc Cnpaeka

4 Haze OTMeEHMTL NnepevMeHoBaHwe Ciri+Z L M| | Edw

MPECF Buipezarts Ctri+x j & Mepexon
Konupoeats Ctri+C = =]
BcraeuTh Ctri+V /j
BcTasuTh APNLIK Ochosb:
KonupoeaTk B Nanky. .. Wwindows

MepeMecTHTL B Nanky...

Buigenute BCE Ctri+A /j
O6paTMTh BLIgENEHNE
Na6opartop...
pafiota Nel

<« | 3

KonvpoeaHue BelgeneHHex oGkekToe B Gythep oGMeHa.

RN

Pucynok 7 — KomaHbl r1aBHOTO MEHIO

e [pu MoMouy KoMaH KOHTEeKCTHOro MeHI0, BBI3bIBAEMOTO ITPH HAKATHU Ha MPABYI0 KHONMKH
MbiH (puc.8),

=l

& Mown pokymedThl [_ [O] x|
®@ann [paexka Bua WMabpanvoe Cepewc  Cnpaeka |ﬁ

4 Hasag ~ OTKpHTH
] I_ Add to TypeAndRun. ..
WL@M' lNpoeoaHMK

PartitionMagic Pro 6.0
- HaiTtu. ..

B zaxnankm YWinamp
Wwindo No6aente B Winamp
OTkpbITh B Winamp

OTnpaenTe
L
Na6opar Bripezarte
I Kormposor. ]
. | Cozpath ApnbIK
Ynanute
KonupoeaHwe
o = lNepevmeHoepaTb

& Kaspersky Anti-Virus Scanner

Pucynok 8 — KonrekctHoe MeHIO

® WM MepeTamuB 00bEKT MBIIIBIO U3 TANKH B Manky (puc.9).

7 NaGopaTtopH... - |0]X] & Mow poxywe... HEE

dakn MNpaeka ”ﬁ ®aiin MNpaeka
@Hamm,'-b'| » <-Ha33,,q'-9'| »
Adpec I,Jj @I’Iepexun Adpec: I@j @I’Iepexun

- — - —_— - m
OCHOBEI OcHosel OcHogkl 7
Windows indows Windows

4] _>I_I

|06bBKTD[|D Gaiit |@ Mo g |Bbl.D.BJ'IEH'| |@ Mo g

Pucynok 9 — I[epememnienue 00bEKTOB P ITOMOIIX MBIIITH
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ook owdE

Ynaauth 00bEKT MOKHO KaK € ITOMOIIBIO TJIABHOTO U KOHTEKCTHOTO MEHIO TaK M HaXaB
Ha kHonky DELETE Ha knaBuatype.
VY nanennsie (aitn mepemMemaTcs B CIENUATbHYIO Nanky, Ha3biBaeMylo Kop3uHoii.

(3

KopzwHa

Pucynok 10 — 3Hauok KOp3UHBI

UToObl BOCCTAHOBUTD YAAJIICHHYIO MANKYy WK (ailll Hy*HO OTKpbITh Kop3uHny, BBIIEIUTD
BOCCTaHABIIMBAaEMbIi1 00BEKT U B BbIOpaTh KoMaHy BoccTaHoBUTH B rimaBHOM MeHIo. [Ipu aTom
(aiin BOCCTAaHOBUTCS B Ty MANKy U3 KOTOPOW OH ObLI yJalleH.

Jnsi co3panust HOBOro ¢aiiyia HyxHO BeIOpaTh kKomanay Co3naThb B TJIaBHOM WU
KOHTEKCTHOM MEHIO BBIOpATh THUI cO3/aBaeMoro (aiisia 1 3aTeM J1aTh €My Ha3BaHUE.

*» eyl
3

5 Doy

= Hpneik
Cozpars ApRLIK :

£ Noprdens Yaanuts B
- IfanView BMP File MNepenmeHasaTs l
@I HAokymeHT Microsoft Word Caoii

. . BOWCTEG
28] MNpezentauna Microsoft PowerPoint
¥ IffanView PSD File 3aKpeITh

gﬂDKyMEHT Microsoft Office Publisher
Apxne WinRAR

TexkcToBbIA AOKYMEHT ﬂ—l 4

% Virtual CD v4 Definitionfile A
E] Microsoft Visio Drawing
Winamp media file

@J Nuct Microsoft Excel
B Apxue ZIP - WinRAR

Pucynok 11 — Co3nianue ¢aitnon
Oovexkmubl uccinedoeanus, 0060pyoosanue, mamepuanvl U HA2IA0HblE

nocoous:

1. II5BM IBM PC.

2. OnepannoHHas cpefa.

3. DnexktpoHHbIi 1oKyMeHT «IIpakTnyeckas pabora Nely.

Koumprbeze eonpocol

Yro Takoe spIibIK?

Kax BbI3BaTh KOHTEKCTHOE MEHIO?
Yro takoe aiin?

Kak coxpanuth ¢aiin?

Kak BocctanoBUTSH (haitn?

HazoBuTe KOMaH bl II1aBHOTO MEHIO?

3aoanue na paoomy (pabouee 3ad0anue):

N3yunth snekTpoHHBIH A0KyMeHT «llpaktuueckas pabora Nely. M3yuuTte Teopermueckue
MOJIOXKEHUS paboThI
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10.

11.
12.

13.
14.
15.
16.

NS

No o

CocTaBuTh B TETpaJu KOHCIEKT M0 U3YYEHHOMY MaTepHainy.
[TpebsBUTH KOHCIIEKT HA IPOBEPKY IPENOIABATEINIO.

B ykazanHo# npenogaBareneM namnke (C HomepoM Barieit rpymmsl) co3gaiiTe HOBYIO Marnky.
[lepenmMenyiiTe co3qaHHYIO MAIKY: AaiiTe €if HOBOE MMsl, YKa3aB Bairy ¢paMuinio U MHUTTUAITEL.
Otkpoiite Bamy nanky (nmanka ¢ Bameit damunueii) u co3gaiite B Hel nanky «I[IpakTudeckas
pabota Nel»y.

B Bameii nanke co3gaiite nanky «Ocnosl PABOTHI C OHEPAHHOHHOPI CUCTEMOW».
Hcnonw3ys Oydep oOMeHa (KoMaH b1 rI1aBHOTO MeHIO «KompoBaTh» 1 «BCTaBUTHY) CKOMTUPYHTE
nanky «OcuoBsl PABOTBI C OIIEPALIMOHHON CUCTEMOI» B manky «IIpakTudeckas
pabota Nel».

IlepeumenyiiTe ckonupoBaHHyto nanky B «OcHOBbI OC 2y,

Hcnonp3ys KOMaH bl KOHTEKCTHOTO MEHIO (IIpaBasi KHOIIKA MbIlM) «Beipe3ats» u «BcraBuTh»
nepemecture manky «OcuoBel OC_2» B manky «OcHoBsl PABOTBI C OITEPAIIMOHHOI
CUCTEMOW».

3akpoiiTe Bce MamnkKH.

Orxpoiite manky «IIpakTiueckas pabora Nel» u «Ocuoesl PABOTBI C OITEPALIMOHHOM
CUCTEMOM». Y6enurech, uto OTKpsITO 2 okHA. Ilepemectute daitn w3 mamkm «OCHOBBI
PABOTEI C OITEPAIITMOHHOM CHUCTEMOM» B nanky «IIpaktiueckas paGora Nely» mpu
MTOMOIIY MBIIIH.

VY nanure nanky «OcHoBsl OC 2.

Boccranosure «OcHoBel OC 2» u3 Kop3uHsl.

OTBeThTE Ha KOHTPOJIbHBIE BOIPOCHI.

Odopmure otyer.

X00 pabomul (nopaodok evinonHenus paoomot):

CryneHT J0oJKeH 3aHATh pabodyee MECTO 32 KOMIBIOTEPOM

3arpy3uThb 3MEeKTpOHHBIN 10KyMeHT «IIpakTnyeckas pabora Nely

3aKOHCIIEKTUPOBATh OCHOBHBIE MIOHATHUS U ONIPEAETICHUS

3anMcaTe M 3a1aTh BOIPOCHI NPENOJABATEN0, €CIM KOHCIEKTUPYEMBIH MaTepUall BBI3BIBACT
TPYJHOCTU B TOHUMAHUU

3anucarh NOSICHEHUS MTpenoaBaTes

[IpenbsaBUTH KOHCIIEKT Ha MPOBEPKY

3aBepiIuTh paboTy

Cooepoicanue u oghopmnenue omuema

OTuer nomKeH ObITh OPOPMIIEH B TETPAAU U COAEPKaTh Ha3BaHUE JIaOOPATOPHOU
paboThl, Aaty BeinonHeHud, Ne rpynnst U 1.O.@amunnio cTyaeHTa, 3aanie Ha padoTy 1
ONMCAHNE OCHOBHBIX CBEACHMM, IPABUJI U IPUEMOB, U3YUEHHBIX IIPH BBIITOJIHEHUU
nabopaTopHO PabOThI, BHIBOIBI.
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IIpakTuyeckas padora Ne2
Ha3Ha4yeHue ¥ THIILI MIPOTPAMMHBIX CPEACTB 00pad0TKM TeKCTOB. TeKkCcTOBbII
npoueccop Microsoft Word. OcHoBHBIE 3JIeMEHTBI TEKCTOBOI'0 IOKYMEHTA.
Co31aHHe HOBOT'O IOKYMEHTA U 3a/1aHue apaMeTpoB TekcTa. Ucnosib3oBaHue
CIPAaBKHU TEKCTOBOI0 peaakropa. @®opmatupoBanue Tekcera. CTHWIN.

Ilenv nabopamopnoit pabomut
[TomryueHue OCHOBHBIX HABBIKOB pa0OTHI B TEKCTOBOM PEIAKTOPE.

Teopemuuecxue noJlox3#cernus

1. Ha3HayeHue ¥ TUIIBI NPOTPAMMHBIX CPeICTB 00PadOTKHU TEKCTOB

3HauuTeNbHAS J10JI1 BPEMEHU COBPEMEHHBIX MEPCOHAIBHBIX KOMIIBIOTEPOB PAaCXOIyeTcs
Ha 00pabOTKy pa3HOOOpa3HON TEKCTOBOW MH(OPMAITUH:

O06paboTKy TeKCTOBOM HH(GOPMAIIMK Ha KOMITbIOTEPE 00E€CTIEUNBAIOT MAKETHI MPUKIIATHBIX
IporpaMM — TEKCTOBbIE PENaKTOPbl (TEKCTOBBIE MpPOLIECCOphl). Pa3nnyaroT TeKCTOBBIC
penaktopsl BctpoeHubie (B Norton Commander, B Typ6o ITackane u T.I1.) ¥ CaMOCTOSITEIIbHBIC
(Editor, Lexicon, MultiEdit, Microsoft Word).

B npouiecce moaroToBKM TEKCTOBBIX IOKYMEHTOB MOKHO BBIJEIIUTD CIEAYIOIINE ATAlbI:

* Ha0Op TEKCTa;

* pEIaKTUPOBAHUE;

* oporpaduueckuiit KOHTPOIB, (PopMaTHPOBAHKE TEKCT, pa3METKA CTPAHHIL;

* meyaTh (IPOCMOTP Mepe] MedaThblo TeKCTa Ha JKpaHe, medath Ha Oymare). basoBbie
olepalnu peaaKTUPOBAHUS:

* pelakTUPOBaHHUE CTPOKH TEKCTa ¢ BCTABKOW, 3aMEHOH U yJlalIeHUEM CUMBOJIOB;

* yJlaJieHue CUMBOJIOB, CTPOK, OJIOKOB;

* IOMCK U 3aMeHa ()parMeHTOB TEKCTa;

* IepeMelleHue, KOMMMPOBAHHUE FIEMEHTOB TEKCTa;

* U3MEHEHUE HaYepTaHusl CUMBOJIOB: CBETJIOE, MOJY’)KUPHOE, KypCHUB, C MOJYEPKUBAHUEM
(ToNOJTHUTENBHBIE BOBMOKHOCTH U3MEHEHUS IpUPTa);

* aBTOMaTHUYECKUH MEPEHOC TEKCTa Ha HOBYIO CTPOKY;

* cO3/1aHuE TAOJUI] U AUArpamM;

* (hopmaTHpoBaHue ad3aleB U pa3MeTKa CTPAHUI;

* KOHTPOJIb JIEKCUKU;

* IOCTPOEHME OTJIABICHUN U yKa3aTellel;

* IPOCMOTp Mepe]l euaThio 00pa3za TEKCTa Ha SKpaHe, CMeHa MIPU(TOB MeYaTH.

BoNbIIMHCTBO  COBPEMEHHBIX  PEJAKTOPOB  TEKCTOB  MO3BOJIIOT  OJHOBPEMEHHO
00pabaThIBaTh HECKOJIBKO IOKYMEHTOB WJIM HECKOJIBKO YacTei OJIHOTO JOKYMEHTA, pa3Melas ux
B pa3HbIX OkHax. Hampumep, pacnpoctpaHeHHBI B Poccum TEKCTOBBIM penakTop JIeKCMKOH
umeeT 10 okoH pemaktupoBanus, MultiEdit mo3Bomsier omHOBpeMeHHO 00OpabateiBaTh a0 100
JIOKYMEHTOB.

Peanuzanus GyHKIMN peIakKTHPOBAHUS CTPOKU CUMBOJIOB B PEAAKTOPAX OCYIIECTBISIETCS
kinaBumamu penaktupoanus (BackSpace, Delete, Insert, <-, ->, Home, End). [lns peanu3zamuu
OCTaJIbHBIX QYHKIMHM peAaKTUPOBAHUS UCIOIb3YIOTCS (PYHKIIMOHAIbHBIE KJIaBUILIN UM MEHIO.

22



B GonpmHCTBE COBPEMEHHBIX TEKCTOBBIX PEJAKTOPOB HMEETCS CIPABOYHAS CUCTEMA, JIS
BbI30Ba KOTOPOM 4acTo Ucnonb3yercs kiaasuma F1.

TekcToBbIM mpoueccopoM OOBIYHO HA3BIBAIOT MOIIHBIA  TEKCTOBBIA  PEHAKTOD,
pacroyaraloiiii  IpOJABUHYTHIMA BO3MOXKHOCTSMHU 10 00pabOTKE TEKCTOBBIX JOKYMEHTOB.
CoBpeMeHHBIE TEKCTOBBIE MPOIECCOPBI TMPEAYCMATPUBAIOT MHOXKECTBO JOMOJHHUTEIBHBIX
(GYHKIMHA, TO3BOJISIOIIMX HAMHOTO YIPOCTUTh HAOOp M MOJU(HKALIUIO TEKCTOB, IOBBICHTH
Ka4eCTBO OTOOpaXEHUSI TEKCTa Ha JKpaHe, KayeCTBO pacCle4yaTKu JOKyMeHTOB. Cpenu 3Tux
GyHKIHHA:

* (hopMaTHpPOBAaHUE CUMBOJIOB (HCIIOJIb30BAHHUE PA3IMYHBIX MPUPTOB U HAUYCPTAHUIN);

* ¢opmarupoBanue ab3aiueB (BbIpaBHUBAHHE 10 LIMPUHE CTPAHHIIBI U aBTOMATHYECKUI
MEepPEHOC CIIOB);

* oopmIIeHHE CTpaHUI] (aBTOMATHYECKasi HyMepalus, BBOJ KOJIOHTUTYJIOB U CHOCOK);

* oopmIIeHHE JOKYMEHTA (aBTOMAaTHYECKOE MMOCTPOSHHUE OTJIaBICHUN U yKazaTeleh);

* cO3/1aHKE B 00pabOTKa TAOJIHII;

* IpOBEPKa MPABOMHCAHHUS H T.JI.

Takum 00pa3oM, OT MOHATHS «IIPOCTOH TEKCT KaK OOBEKT OOPabOTKH TEKCTOBOTO
peoaKTopa» Mbl TNPHUXOJMM K THOHATHIO <«IOKyMEHT Kak OOBEKT 00pabOTKH TEKCTOBOTO
nporeccopay. Daitn, npeacTaBIAOMUN cO00H TOKYMEHT, COAEPKUT, MOMHUMO ain(aBHTHO-
U(PPOBBIX CUMBOJIOB, OOIIMPHYIO IBOMYHYIO0 HH(POPMALHIO 0 (HOpMAaTHPOBAHUH TEKCTA, & TAKIKE
rpaduyeckue o0bekThl. Hanpumep, Tekcroblil mponieccop Microsoft Word no3sossieT co3naBath
JOKYMEHTBI, BKITIOYAoIie rpadhuieckue 00ObEeKThI, 3BYK.

[Tpu BBIOOpE TEKCTOBOTO pelakTopa Ut pabOThl HY)KHO YYUTHIBATh MHOTHE (aKTOPHL: U
CIIOKHOCTB CO3/JaBaEMbIX JOKYMEHTOB, U MacIuTal (00BbEMbI) TEKCTOB, U TPEOOBAHUS K KAUECTBY
JOKyMEHTa Ha Oymare, ¥ XapakTep MaTepuayioB (HampuMep, MPOCTOH TEKCT WM TaOJIHIIBL,
(bopMyIbl, ypaBHEHUS U T.I1.).

HauOonee wu3BecTHbIE HBIHE PEAAKTOPHl TEKCTOB MOYKHO YCIOBHO pa3JeluTh «II0
CTEeHATN3aNN Ha TPH TPYIIIIHL:

* rporeccopsl obrero HazHauenus (JIexcukon, Microsoft Word, WordPerfect u ap.);

* peaakTopsl HayuHbIX AoKkymeHTOB (ChiWriter, TeX u ap.);

* peaKTOPbI HCXOAHBIX TeKCTOB mporpamm (MultiEdit u BcTpoeHHbBIE pelakTOpbl CHCTEM
nporpammupoBanus Basic, Pascal, C u T.1.).

Pazymeercs, ¢ momouipto JIeKCMKOHa MOXHO MOATOTOBUTH U TEKCT MPOrpaMMBbl, a C
nomoinpto  MultiEdit — nmokyment obmiero HaszHaueHus. «CrHeuuanu3anus» peaaKTopa
3aKJII0YaeTcss B TOM, YTO B HEM J00aBleHbl (WM ONTUMH3HPOBAHBI) (YHKIMH, KOTOPHIE
HEOOXOMMBI Uil OOCITY)XKMBAaHUS JOKYMEHTOB ompejaeieHHoro Tuma. Hampumep, MultiEdit
MIO3BOJISICT BBIACIATH [[BETOM CMBICIIOBBIC CEIMEHTBI MCXOJHBIX TeKCTOB mporpamm, ChiWriter
ynob6eH Juisi Habopa MaTeMaTUYECKUX BBIPDAKEHUH U T.11.

Kpome Toro, oco6oe Mecto B rpyIie MakeToB, padOTarONIMX ¢ JOKYMEHTAMU, 3aHUMAIOT
TaKk Ha3bIBaeMble H3Jaresibckue cucrembl — PageMaker, Ventura, QuarkXPress u np. Kak
NPaBUIIO, U3/IATEILCKUE CUCTEMBI CIIEIUATM3UPYIOTCS Ha TIOATOTOBKE HAOpaHHOTO JOKYMEHTa K
TUPOKUPOBAHUIO (co3laHMe Makera wu3nanus). Jlns Habopa Tekcta ynoOHee NPUMEHSThH
TeKCTOBBIE mporeccopbl (tuma Microsoft Word), a ans co3maHust W pegakTUPOBAaHUS
wutoctpanuii — rpaguueckue cuctemsl (tuna CorelDRAW — BekTOpHBIC H300pakeHHs UITH
Adobe Photoshop — pactpoBeie u300pakeHus1). Brpouem, wH3IaTEIBCKHE BO3MOMKHOCTH
nporeccopa Word tak BEJTHKH, YTO MOYTH JIIOOYI0 KHHTY MOKHO TOJATOTOBUTH K TE€YaTH, HE
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npuberas K yclyraM H37aTelbCKUX cucTeM. KcraTh, BepcTka JaHHOW KHHWTU BBITIOJTHEHA B
Microsoft Word.

2. Tekcrosblii mpoueccop Microsoft Word

Microsoft Word — »sto mnpunoxenue Windows, npeaHasHaueHHOE sl CO3aHUA,
IPOCMOTpa, MOAU(DHUKAIMN U TI€UYaTH TEKCTOBBIX JOKYMEHTOB. OH SBIIE€TCS OJHOM U3 CaMbIX
COBEpUICHHBIX NPOrpaMM B Kjacce TEKCTOBBIX IPOIECCOPOB, KOTOpas IMpeaycMaTpuBaeT
BBIITOJIHEHHE COTEH OIEpaIiii HaJ TEKCTOBOM 1 rpaduueckoi uHpopmanueii. C momorniso Word
MO>KHO OBICTPO U C BHICOKMM Ka4e€CTBOM IOATOTOBUTH JIFOO0H IOKYMEHT — OT MPOCTOM 332 MUCKU
JI0 OPUTHUHAJI-MAKETa CII0)KHOTO U3/IaHHUs.

Bo-niepBbix, Word naet Bo3MOXXHOCTb BBINIOJHSATH BCE 0€3 MCKIIOUYCHHE TPAAUIUOHHBIC
oTiepalru HaJ TEKCTOM, IPEAYCMOTPEHHBIE B COBPEMEHHOM KOMIIBIOTEPHON TEXHOIOTHUU:

* HaOop u MoaupUKaLKIO0 HePOPMATUPOBAHHOH anpaBUTHO-IM(POBOI HH(OPMALINH;

* (¢dopMaTupoBaHHE CHMBOJIOB C IpUMEHEHHWEM MHOXecTBa wmpudToB True Type
pa3HoO00pa3HBIX HAYEPTAHUN U Pa3MEPOB;

* opmatupoBanue cTpaHuIl (BKIIOYAs KOJIOHTUTYIIBI U CHOCKH);

* opmaTupoBaHUE TOKyMEHTa B LI€JIOM (aBTOMATUYECKOE COCTABJICHUE OTJIABJICHUS U
pa3HooOpa3HbIX yKa3aTelsel);

* IPOBEPKY MPABOMHUCAHUS, TOI00P CHHOHUMOB U aBTOMAaTUYECKHIA IEPEHOC CIIOB.

Bo-Bropbix, B mporeccope Word peann3oBaHbl BO3MOXXHOCTH HOBEHIICH TEXHOJIOTUH
cBsA3bIBaHUA U BHeIpeHUs 00bekTOB (OLE), koTopas mo3BosisieT BKI0YaTh B JOKYMEHT TEKCTOBBIE
(bparMeHThl, TaONUIBI, WUTIOCTPAIIMH, MOATOTOBJICHHBIE B Apyrux mnpuiokeHusx Windows.
BerpoenHbie 00bEKTH MOXKHO PEIaKTHPOBATh CPEACTBAMU ITUX MPHIIOKEHUH.

B-tpetbux, Word — ojHa 13 HepBbIX OOIIEIOCTYIHBIX MPOrPaMM, KOTOpPask MO3BOJISET
BBINOJIHAT, MHOTHE ONEpalM BEPCTKHU, CBOMCTBEHHbIE MPO(MECCHOHAIBHBIM H3/1aTEIbCKUM
cucTeMaM, U TOTOBUTH MOJHOLIEHHBIE OPUTHHAI-MAKeThl JUIs TIOCIEAYIOUIEr0 THPAXKUPOBAHUS B
TUunorpapuu.

B-uetBepThix, WOrd — 3T0 yHHKaJdbHAs KOJUICKIHSI OPUTHHAIBHBIX TEXHOJIOTHMYECCKUX
pEIIeHN, KOTOphIe MPEBPAIAIOT HYAHYI0 M KpOMOTIUBYIO pPabOTy IO OT/AEIKE TEKCTa B
yBIleKaTesnbHOe 3aHsATHE. Cpea TaKuX pEIeHHH — CHCTeMa TOTOBBIX NIA0JIOHOB M CTHIICH
oopmieHNs, U3ALIHbIE NPHEMbI CO3AaHUsS U MOoAM(UKALUU TaONUL, (YHKLIUU aBTOTEKCTa U
aBTOKOPPEKIMH, (popMaTHasi KUCTb, MOJIb30BATENbCKHE MaHENIU WHCTPYMEHTOB, MAaKpOS3bIK U
MHOT'HEe-MHOTHE JpYyTHE.

Cnenyer momuuTh, uto WOrd ucnomnb3yer rpaduueckyro TexHoJIoTHI0 U mprdTel True
Type, T03TOMY HEKOTOpPBIE BOIPOCHI peIaKTHPOBaHus pemarotcs B WOrd npuHIHMIIaIbHO HHAYE,
4YeM B ITPOCTHIX TEKCTOBBIX penakTopax. Hampumep, st ohopmiienns ab3aieB, TabIUIl, pUCYHKOB
UCTIONB3YIOTCS JIMHUH, PAMKH, Y30PbI M IPYTHE DJIEMEHTHI rpadudecKoil Iprupoabl, He UMEIOIINe
aHAJIOTOB B TEKCTOBOM PEKUME.

HN3-3a Toro, yto Word siBnsieTcsi CIIMIIKOM YHHBEPCAIBHOW MPOrpaMMOM, OH HE JIUILIEH
HelocTaTKoB. HekoTopkle mpoieaypsl Mpole 1 ObICTpee BBIMOJIHUTH B MEHEE MOIIHBIX, HO Ooee
CHELMATU3UPOBAHHBIX NPUIOKEHUsAX. Kak cuuTaloT MHOTHME I0JIb30BaTelId, M3-3a CBOEH
yHuBepcanbHocTH WOrd nMeeT HU3KYI0 POU3BOIUTEIBHOCTD ITPHU HA0OPE YepHOBOTO TeKCTa (110
CpPaBHEHHIO C TPOCTBIMH pemaktopamu). I[lo 3ambiciy paspadbotunkoB Word moimkeH
OOCITy’)KMBaTh COTHH H3OMIPEHHBIX (aHTa3W{ IIOJIb30BATENsl W TOTOMY BBITVIIIUT HWHOTA
«TYrolyMOM» TIPH HWCIOJHEHWH CIHMIIKOM TPOCTHIX (QyHKIWH. Ecmy BB NOCTOSHHO 3aHSTHI
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MOJITOTOBKOH KPYITHBIX OJIOKOB CPABHUTEIIBHO OJTHOPOTHON TEKCTOBOM MH(pOpMAIHH (HaripuMmep,
cTaTel WM OPOLIIOp HAa T'YMaHUTAPHBIC TEMbI), BaC BIIOJIHE YCTPOUT ONMCAHHBIN BBIIIE OCHOBHOM
Habop onepanuii (BBOJ 1 MoAU(HUKAIUS TeKCTa, paboTa ¢ PparMeHTaMu, TIOUCK U 3aMeHa). A 3Th
ofepainuu ropaszo ObICTpee BBIMOJHSICT MPOCTOM TEKCTOBBIM pemakTop (Hampumep,WordPad).
[MoaroroBneHHBIN TEKCTOBBIN (aiiia MOKHO 3aTeM GopmarupoBarts cpencramu Word.

Hpyroit «Hemoctarok» Word — BbICOKas TPYIOEMKOCTh IMIPU BBOJE CIIOKHBIX
MaTeMaTHYECKUX BBIPAKCHUN U XUMHYECKHX (POPMYIL.

Kpome toro, Word He mpeaHa3HaueH Ui U3rOTOBJICHHS MOIUTPadHUSCKON MPOAYKIMH
0Cc000 CIIOKHOM CTPYKTYpHl (QTiiacoB, ajlbOOMOB, J>KYPHAJIBHBIX OOJIOKEK), a TaKxkKe 05
pelaKTHPOBAHHS BBICOKOKAUYECTBEHHBIX MILTHOCTPAIIHA.

B 3aBucrMOCTH OT CBOMX NOTPEOHOCTEH U MOIIHOCTH KOMIIBIOTEPA MOJIb30BATEIb MOKET
BbIOpPAaTh OJIMH M3 HECKOJBKUX BapHaHTOB ycTaHOBKHM WOrd: MUHUMAaIbHBIN, BBIOOPOUHBIM,
CTaHIAPTHBIN, TOJHBIM.

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

Ccpuika Ha Word o6srano Haxoautes B rpymmne Microsoft Office Iucneryepa mporpamm
win B myHkte [Iporpammsl ['naBHoro menro (Windows 95/98).

3amyck mpomeccopa Word. [lns 3amycka TekcroBoro mporeccopa Word Bel MokeTe
BOCIIOJIb30BaThCsI JTFOOBIM U3 CTAHIAPTHBIX CIIOCOOOB, HATIPUMEP, LICTKHYB KHOIKY [1yck, u 3atem
nocJeioBarenbHo BeiOpaB B ['maBHom Merro Windows nyskTsl: [Iporpammer, Microsoft Word.

OOmmuit Buj okHa npuitoxkenus: Word (COBMECTHO ¢ OKHOM JIOKYMEHTA) [ToKa3aH Ha puc. 1.
[ToMuMO CTaHIAPTHBIX AJIEMEHTOB OKHO MOXET COJEpXaTh IOMOJHHUTEIbHbIC MaHenu. Yucio
naHese 1 Habop MHCTPYMEHTOB B HUX MOKHO U3MEHSTh.

OcobeHHOCTBIO HHTEpdeEiica B mporpammax, Bxomaimux B Microsoft Office 2000, ssisetcs
0TOOpaXeHHE TOJBKO YaCTO MCIIOIB3yEeMBIX KOMaH]| M TaHeleH MHCTPYMEHTOB. MEHIO MOXKHO
JIETKO Pa3BepPHYTh, YT0OBI 0TOOpaxauch Bece koman el Office. [Tocie BbImoNHEHNST KaKOWH-TH00
KOMaH/Ibl OHa JT0OABIISETCS B COKpallleHHOe MeHo. J[Jisl, yBenuueHus pabodyero mpocTpaHCTBa
MaHeIM MHCTPYMEHTOB PACIONIAraloTcsi B OAHOW cTpoke. [IpM HakaTMW KHONKH Ha TTaHENn
WHCTPYMEHTOB 3Ta KHOIKA J00aBJISIETCS HA COKPAIICHHYIO TAHEIb HHCTPYMEHTOB.

Glava_10a - Microsolt Word AE |
Paiin lpaoxa Bua Berasxa Popmar Cepouc [abawua Oxmo Copasxa X
GH3ORY | RRd|o- o [QFEOFEBMT 02 .7,
0 Geavmneaid « Tmmes New Roman «- 1 X KY EN B =iE( ] l .
1‘ (8 ﬁl_-ﬂ“ v : 3 d+1-8 g il i R 1 N

] Texcrossnt mporeccop Microsoft Word -~

[0S0l rd i NERONCHH
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Puc.1. Oxno Microsoft Word

2.1. OcHOBHBIE 3J1eMEHTbI TEKCTOBOT0 JOKYMEHTA

PaGorast ¢ pemakropom Word, Bel umeere AeI0 ¢ CUMBOJAaMH, ciioBamu, CTpOKaMHu |
NPEUIOKEHUSIMH TEKCTA.

CuMBOJIBI, CJIOBA, CTPOKH, MPeIJI0KeHHs. B MO3UIIIo TEKCTOBOTO Kypcopa MOXKeT ObITh
BBEJICH JTH000i cuMBOI (¢ KogoMm 32—255) u3 moboro mpudra, moakmodennoro k Windows.
CuMBON — MHMHHMMAaJbHAs €JUHHUIA TEeKCTOBOW MH(opMmanuu. Ecnu uis Kakoro-to cUMBOJIa
TeKyIIero mpu@Ta HEeT KJIaBUIIH (WM Bbl HE IOMHUTE €€), Hanpumep, «Noy, «&y», BBEUTe CUMBOJI
xiaasumy Alt + NNN, rme NNN — necarnunsiii Ko cumBouia. i BCTABKHM CHMBOJIA MOYKHO
BbIOpaTh B MeHI0O BcraBka komanay CumBoi, 3areM BblOpaTh BkiIagky CHMBOJIBI WU
CriennanabHBIE CUMBOJIBI, YKA3aTh HY>KHBIM CUMBOJ U IICIKHYTh KHOTIKY BCTaBHTH.

Cno6o — >T0 IPOU3BOJIBLHAS TIOCIIEOBATEIILHOCTS OYKB M IIU(P, OrpaHudeHHast ¢ 000UX
KOHIIOB CITyK€OHBIMU cMMBOJIaMU. CITy>Ke€OHBI CUMBOJI — 3TO MPOOEI1, TOUKA, 3arsTas, 1epuc u
T.11. CTpoKa — MPOU3BOJIBbHAS MOCIEI0BATEIbHOCTh CHMBOJIOB MEX/1y JIEBOM U MPaBOi rpaHUIIen
a63ana. [Ipeanoxxenne — Mpou3BOJIbHAS MTOCIEIOBATEILHOCTD CIOB MEXKAY IBYMSI TOUKAMHU.

A63au. B 607bIIMHCTBE MPOCTHIX TEKCTOBBIX PEJAKTOPOB ab3al] — 3TO TPYIINa CMEKHBIX
CTpoK dpailia, mepBasi U3 KOTOPBIX HAYMHAETCA C OTCTYNOM (B Hayaie CTPOKH HAXOAUTCS
HECKOJIBKO MPOOEIOB), a BCE MOCIECAYIONIME HAYUHAIOTCS C OTIMYHOIO OT Mpoberna CUMBOJIA.
Konmom ab3ama cumraercs CTpoKa, 3a KOTOPOH cieayer aubo KoHer ¢aiira, nubo CTpoka ¢
OTCTYIIOM.

B nporneccope Word a63ai; — 3T0 mpocTo Mpor3BOIbHAS OCIEA0BATEIBHOCTH CHMBOJIOB,
3aMKHyTasi cuMBoJoM «Bo3Bpar kapetku» (kox 13), xoTopblii BBOIMTCS HaxkaTuem Enter.
Jomyckatorcs u mycTble ab3aibl (OAMHOYHBIE CHUMBOJIBI «Bo3Bpar kaperku»). Ab3an —
npocreiiniee, HO QyHaameHTanbHoe mousTre Word. A63all Bcerjja HAYMHACTCS C HOBOM CTPOKH,
OJTHAaKO, B OTJIMYHE OT MHOTHUX TEKCTOBBIX peaakTopo, Word He TpeOyeT 00s13aTeIbHOT0 OTCTYIa
BIIPaBO B MEPBOI1 (KpacHOI) cTpoke ab3ana. [lepBas cTpoka MOKET HAUMHATHCS C OTCTYIIOM BIIEBO
110 OTHOIICHHIO K OCTAJILHBIM CTPOKaM a03ara («BHCSYasi CTPOKa»), C HYJIEBBIM OTCTYIIOM WIIH,
KaK 0OBIYHO, C OTCTYIIOM BITPaBoO.

Word ¢daktuueckn paccMaTpuBaeT ad3all Kak MOTOK TeKCTa B OJHY JUTHHHYIO «CTPOKY»,
pasmernasi HabpaHHBIE CIIOBA B CTPOKE CTPAHUIIBI M TIEPEHOCS CJIOBO HA HOBYIO CTPOKY, €CITH OHO
HE YMECTHJIOCh B TEKYIIEH.

2.2. Co3paHue HOBOIO JOKYMEHTA H 3aJaHHEe NAPAMETPOB TEKCTa

Jlist co3nanusi HOBOro JokymeHTa B WOrd MOXHO IIENKHYTh B MaHEIH WHCTPYMEHTOB
«CtanmapTHas» SPIBIYOK [ .

ITocTaBbTe Kypcop B Hayajo CTPAaHUIBI U BBOJAWUTE TEeKCT. [lJig mepektoYeHus s3blKa
BBOIUMBIX cMMBOJIOB (RU-EN) mpmwxmure knaBumry Alt m menkaure neByro xmasumry Shift.
YroObl OBICTPO CMEHHUTH S3BIK, MOXHO LIEIKHYTh MHJIUKATOP B MPaBOM YacTH MaHEIW 3ajad,
YKa3bIBAIOLINI TEKYIIUH SI3bIK, @ 3aT€M BbIOPATh HY>KHBIH S3bIK U3 CIHCKA.

ITpu BBOZE TekcTa HEOOXOIMMO CJeI0BaTh OCHOBHOMY CTaHIApTy penaktupoBanus. [Ipu
ATOM JIJIs TIEpexo/ia Ha HOBYIO CTPOKY HE HY)KHO Ha)XKnMaTh KinaBuiry Enter. Korma nabupaemsrii
TEKCT JOCTUTACT MPaBoro Kpas ab3ara, Word aBToMaTiHuecku epexoIuT Ha HOBYIO CTPOKy. [1pu
ATOM €CJIM HEOOXO0IMMO, Ha HOBYIO CTPOKY OyZIeT IEpeHECeHO MO0 MOCIIeIHee CIIOBO TEKYIIeh
CTPOKH, JTMOO0 YacTh CJI0Ba (€CIM BKJIIOYEH aBTOMAaTUYECKHI TTepeHoc). 3akoHYuB Habop ab3ara,
HakmuTe KinaBuiny Enter. B texcroBom npoueccope Word ciumBoun 9, mocbluiaeMelii B TEKCT, IPH
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HaxkaTuu ENter sBnsieTcss He KOHILIOM CTPOKH, a KOHIIOM a03ana. Eciu Bbl XOTHTE mepelTu Ha
HOBYIO CTPOKY B mpenenax ab3ana, Haxmure Shift + Enter.

[To3unums BBOJa OYEPEAHOTO CUMBOJIA OTMEYAETCSl TEKCTOBBIM KYPCOPOM — MEPLAIOIIEH
BepTUKaIbHOU uepToi. KoHnelr HabpaHHOro TeKCcTa (3KUpHasi TOPU3OHTAIIbHAS YepTa) MOSIBISETCS
B OOBIYHOM PEXHUME OTOOPAXKEHHS M B PEXKHME CTPYKTYpHI JOKyMeHTa. llo3uumsi TekcToBOro
Kypcopa Ha3bIBaeTCs TakyKe TOYKOi BcTaBku (insertion point). Dta Touka omnpenenseT MO3UIHEO
JIOKYMEHTa, B KOTOPOH MOSIBJISIOTCS:

* KOMMUPYEMBIH (TepeMeniaeMblii) pparMeHT JOKyMEHTA;

* copepskuMoe Oydepa oOMeHa pu BeimoiHeHHH KoMaHabl [IpaBka-Bcera-suth (Edit-Past);

* TabnMIla, co3aBacMas B JIOKyMeHTe 1o koManjae Tabnuna-J{o6aButh Tadbmuiy (Table-
Insert Table...);

* PUCYHOK, BCTaBJISIEMBIid B JIOKyMEHT 10 kKoMmaHnze BeraBka-pucynok (Insert-Picture...) u
JIpyrue OObEKTHI.

CTpyKTYpHBIH D3JIEMEHT JOKYMEHTa, B KOTOPOM HAaXOAUTCA TEKCTOBBIA Kypcop,
HA3bIBACTCS TEKYIIUM — TEKYIIIee CJI0BO, TeKYIIUi ab3all, TeKylas CTpaHuIa U T.1I.

B omiinune oT 60bIIMHCTBA TEKCTOBBIX pepakTopoB Word mo3BosiseT BblgaBaTh Ha SKpaH
M300pakeHHsl HereuyaTaeMbIX CHUMBOJIOB (TpobOena, Mapkepa KoHIA ab3ana, mMapkepa KOHIA
siyeiiku, cumBosia Tab). IlpoGen oToOpaxkaercs: HEOONBIIONW YEPHOM TOYKOW, MapKep KOHIA
ab3a11a — CUMBOJIOM Y, MapKep KOHIIA STYCUKHU TaOJIHUIbI — CUMBOJIOM &, TAOYJISLIUSI — CHMBOJIOM
«—». llpm otTmenke TEKCTa STH CHUMBOJBI IMMOMOTAIOT YIPABIATh pa3MEIICHHEM a0b3ales,
nepeHocamu, popMaTupoBaHUEM siueek Tabnui u T.4. B manenn uHCcTpyMeHTOB «CTaHAapTHAS
umeeTcs (iaaxok 9, ¢ MOMOIIbI0 KOTOPOTO MOXHO BKJIIOYHTH WIJIM BBIKJIIIOUUTH MOKa3 Ha SKpaHe
BCEX HEMEeYaTaeMbIX CHMBOJOB. PeKOMeHIyeTcsl BBIKIIOYATh 3TOT (JIaXKOK Mepel MedaThio
JIOKYMEHTA, Tepe/l COCTaBJICHUEM OTJIaBJICHHUS U yKa3aTeleH.

Ilepememenue no qokymMeHTy. Jlis nepemMenieHus Mo JOKYMEHTY MOXHO HCIIOIb30BaTh
MBIIIL M KiIaBHaTypy. [lepemernieHue Mo AOKYMEHTY C IOMOIIBIO MBIIIA OCYIIECTBISETCS
CJIEIYIOIIUM 00pa3oMm:

Iepememenne ' Jeiicreune
Mepeiitu Ha OIHY CTPOKY BBEPX L{enKHMTE BEPXHIOIO CTPENKY NPOKPYTKH *
ITepeiiTi Ha omHy CTPOKY BHH3 IMenxHvTe HMOKHIOI CTPEJIKY [IPOKPYTRH ¥
IMepeiiTu HAa OAMH 3KpPaH BBEPX [enkxure Hay GeryHKOM ‘
TlepetiTi HA OIMH 3KpaH BHA3 - IlenxxuTe oy GeryHKOM
TTepeiiT K OTIpERACIEHHROM CTPARHIE Heperamure GeryHok
ITpokpyTHTE I300paXkeHHE BIEBO IMenxuuTE TEBYIO CTPENKY HPOKPYTKH <
ITpoxpyTuTs H300paxeHye BIPABO Ll{eKHITE NPABYIO CTPENIKY TPOKPYTRH >
TepeiiTa BIEBO, 32 MTONE (B OBEMHOM : :
pexuMe) ' . Vaepkusad HaxaToi xrasHury Shift,

INEIIKHETE JIEBYIO CTPJIKY TIPOKPYTRH <

Jind nepeMemeHus Kypeopa ¢ IOMOIIBIO KIaBHATYPhl HYXHO HCIONE30-
BATh CIICAYIOLIHE KJIABMIIIH: ' :

ITepemernenne ' Coueranse KIaBRIN
Ha opus cuMBON BIEBO, BIIPABO - €D
Ha onno cnopo BRERO, BIIP2RO Cal+ €& Cizl+ >
Ha opu ab3all BBepx, BHM3 _ Cul+ A, Cai+ ¥
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Ha onny aueiixy Bripaso, sreso (p rabmuiie) 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 Hanao mpeAsTyIneH cTpaHKLb! ' : Cirl + PageUp

B xownen, Ha4ano QOKyMEHTa Cul + End, Ctrl + Home

K npenpiayineMy ucrpasieHmo Shift + F5

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

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

Boiesienne Tekcra H pucyHkoB. Oriepaiuu Mo KOMUPOBAHKIO, IEPEHOCY U YIaICHHIO
(parMeHTOB TEKCTa BBIMOIHSIIOTCS C BBIICICHHBIM TEKCTOM (TIPU 3TOM BBIJEICHHBIH (parMeHT
TEKCTa BBITJISAUT HHBEPCHBIM — GelbIM Ha 4epHOM (oHE). TEKCT BBIACISAIOT ¢ MOMOIIBIO KIABHIII
THIepEMEILCHUsI Kypcopa, yaepxuBast nprkatoit knasuinry Shift. [lnst BeigeneHus: TeKCTa MOXKHO
HCIIOJIB30BAaTh TEC€ JKC COYCTAHUA KJIABUII, 4YTO W 4 HOCPEMCUICHUA KypCOopa, Ha)XaB
JONOJHUTENbHO KiaBumry Shift. Hanpumep, coueranue kinaBum Ctrl + — nepemeriaer kypcop K
CIIeIYIOIIEMY CIIOBY, a couetanue kinasuii Ctrl + Shift + — Beinenser TexcT oT Kypcopa 10 Havana
CIICYIOLIETO CIOBA.

Brinenense 0T NO3HIAH Kypeopa Coueranhe KIaBRII
Ha opuH cuMBOT BIIpaBQ, BIEBO Shift + =», Shift + €
Ho xonna cnosa, fo Havana cnosa - Cirl + Shift + <, Cirl + Shift + €
JL0 KOHLiA CTPOKH, HA4Aana CTPOKU Shift + End, Shift + Home
Ha oy CTpOKy BHH3, BBEDX Shift + W, Shift + 4
Jo xouua a63ana, 1o Rauana abzana Ctrl + Shift + ¥, Ctrl + Shift + 1~
Ha omuH 3kpas BHH3, BBEPX Shift + PageDown, Shift + PageUp
Jo xoHIia JOKYMEHTA, A0 HAYAIA Ctrl + Shift + End, Ctrl + Shift + Home
JOKYMEHTa : . '
BeiieliTE BeCh IOKYMEHT Ctrl+ A

BeiemiTh BepTHKANLHLEE G110K TEKCTA Ctrl + Shift + F8, a zaTeM HCITONB3YHTE
' KIIABHINH NEPSMELCHHS KypCopa, A
BRIXQZA H3 PEXXHMA BRIJCTICHHA HAKMHTS

xnasumy ESC
BrIne/IHTE ONpeAcTeHHEBE ()parMeHT F8, a saTtem ¥Mcnionk3yiTe KJIABUIIH nepeMe-
JIOKYMEHTA : IICHHA KYPCOPa; JUTH BHXOMA U3 PeXHMa

BRIICTICHHA HaxkKMHKTe Knaeunry ESC

JUid BBIAENEHUS TEKCTa C IOMOIBIO MBIIIM YCTAHOBUTE KypCcOp B Hadalle BBIIEISEMOTO
¢dbparmeHTa, NPUKMHUTE JIEBYIO KHOMKY U MepeMellaiiTe Kypcop MbIIU. B KOHIle BbIAENsIEMOro
¢dbparMeHTa OTIYCTUTE KHOMKY MBIIIM. MOXHO Ui BblAeNeHusl (hparMeHTa TeKCTa YCTaHOBUTD
Kypcop MBIIIKH CJIEBa OT TeKCTa (MPU 3TOM KypCop MBIIU IMpuoOpeTraeT (opMy CTpENKH,
HAKJIOHEHHOH BIpaBo), 3aTEM MPUXKATh JIEBYIO KHOIKY M MEpeMelaTh Kypcop MBI BHU3 WU
BBepX. B KoHIIe BhIIEIsIeMOTr0 (hparMeHTa OTIYCTUTh KHOMKY MBIIIH. D@parMeHT TEKCTa BbIJEIIEH.

BceraBka cumBoJIOB. YacTo ObIBa€T HY)XHO BCTaBUTh B TEKCT CHMBOJI, KOTOPBIH
OTCYTCTBYET Ha KiaBuarype. [[ns BCTaBKM CHELMANbHBIX CHMBOJIOB, OYKB HAaI[MOHAJIBbHBIX
a1(aBUTOB M JPYruX HECTAHAAPTHBIX CHMBOJIOB IpeqHa3HaueHa KomaHna CuMBOI (MEHIO
Bceragka). st 6p1cTporo BBOJIa HEOOXOIMMBIX CUMBOJIOB MOXHO Ha3HAYUTh COYETAHUE KIIABUIIIL.
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Hanpumep, 4ToObl BCTaBUTHh B TEKCT 3HAK «§», TIOMECTUTE Kypcop TyAa, Kyla HEoOXOAUMO

BCTaBUTh CHMBOJI, 3aTeéM B MeHIO BcraBka BeiOepuTe komaHay CHMBOJ, a 3aTeM — BKJIQJIKY
CumBosbl. HaliiuTe Ha BKJIaJKe HYXKHBIN CUMBOJ U IIEJIKHUTE KHONKY BCcTaBuTh, Kak mokazaHo
Ha puc.2.
Cumenon lll
C-.N.ﬁﬂ..zﬂ. _'7_7: 1 f Vg - ‘

Puc.2. OxHO BCTaBKM CHMBOJIA

Ecnu Bel XOTHTE, 4TOOBI B MOCIEAYIOIIMX CEaHCAaX PENAaKTUPOBAHMS JAHHBIA CHMBOI
BCTAaBISUICS Ha)kKaTHeM KOMOWHAIMM KIIABWII, IIENKHYB KHOMKY KiaBuina, OTKpOWTE OKHO
Hacrpoiika, aktuBusupyiite nosie Hopoe coueranue KiaBUIl U HAOKMUTE KOMOWHAIIMIO KJIABUIII,
KoTopasi Oynaer BCTaBisATh cuMmBoJI, Hampumep Alt + P. OOpartute BHUMaHue, 4TOOBI AaHHAs
KOMOHMHAIMS KJIABUII HE MMeENa TeKYyIero Ha3HayeHHs, T.€. He HCIOJIb30Bajach ISl 3a/laHus
npyroi koMausl. Eciu 3agaBaemasi BaMu KOMOWHAITHUS KIIABUII YK€ UMEET TeKyllee Ha3HAueHHe,
To HaxkatueM ESC oTMeHuTe 3a7aHHYI0 KOMOWHAIMIO U HAa3HAYbTE APYTYI0 KOMOWHAIMIO JJIs
BCTaBKM BbIOpaHHOrO cuMmBoJja. Jyisl Ha3HaueHus 3aJaHHOM KOMOMHAIMM KJIaBUII IIEIKHUTE
kHonky Ha3nauute u 3akpoiite okHa Hactpoliku. 3akpoiiTe OKHO BCTaBKH CHMBOJIOB, LLIEJIKHYB
KHOTIKY 3aKpBITh WM HaxkaB KkiaBumry ESC.

Ecnu B none Ipudt okrna Cumon Beiopats mpudt Wingdings wiun MonoTypesSorts, To
MO>HO OyJIeT BCTaBUTh B JOKYMEHT CUMBOJIBI THTIA!

0, B8, <, &, A,

Kpome Toro, crneuuanbHbBIi CUMBOJI MOKHO BBECTH, HaOpaB €ro KojJ Ha HHUQPPOBOIi
kiaBuatype. Word Takke aBTOMaTHYeCKH 3aMEHSET HEKOTOPhIC COYCTAHMS KJIABHII CHMBOJIAMH.
Tak, CHMBOJIBI «—>)» 3aMEHSIOTCS CTPEIKOM.

OTMeHa BBINOJIHEHHBIX onepanmii. Paboras ¢ mporieccopom Word, gacto ormmbaroTcst
HE TOJIbKO HAuMHAIOILMe, HO M ONBITHBIE MOJb30BaTeNU. MHOrAa ommoOKy JIETKO HCIPAaBHUThH
BPYUYHYIO (Hampumep, 3aHOBO BBECTH TEKCT WJIU yJaJIUTh U 3aHOBO BCTaBUTh PUCYHOK). OqHAKO
Word 3anomunaer 10 100 mocie0BaTeIbHBIX ONEPAIHil U TO3BOJISET OJHUM IIETYKOM MBIIIN
OTMEHHUTH MOYTH JIOOYIO BBHIIIOJHEHHYIO KOMaHy (TOUHEee, aHHYJIUPOBAaTh Pe3yIbTaT KOMaH/IbI).
Komannoii cumraercst Bcsikas omepaiusi, KoTopas MU3MEHSEeT TEeKCT B JokymeHTe. Omnepauus,
KOTOpasi MEHsIeT BHEIIHWI BUJ TEKCTa Ha JKpaHE, HO HE M3MEHSET COACPKUMOE JOKYMEHTa
(mepemeliieHre o TeKCTY, BhIICTICHUE ), KOMaH0i He CYUTaeTcs. A BOT U3MEHeHue mpudra, BBOJ
CHUMBOJIOB, BCTaBKa PUCYHKOB — 3TO KOMaH/IbI.
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Jlns oTMEHBI KOMaH/IbI HCIOb3yeTcs: komanaa Otvenuts B MeHio [Ipaska [Edit-Undo]
(Ormenuts). Ecnu BeIOpaTh 3Ty KOMaHy, Oy/ieT OTMEHEHa MOCTeIHsAs BBITOJHEHHAs KOMaH/Ia.
[lenkHyB erie pa3, Mbl OTMEHHM IMPEIIIOCICIHION KOMaHIy U T.1. TakuM 00pa3oMm, BBl KaK ObI
IPOIYCKAeTe KMHOIUICHKY B OOpaTHOM HarpaBJICHUH.

Ecimu BBl oT™MeHMIN KOMaHay CJIy‘-IaﬁHO, MOKCTC BOCCTAHOBUTH €€, HICJIKHYB KOMAaHIY
BepHyTbh. DTHM IIETYKOM BBI Kak ObI BO3BpAlllaeTe KHHOIUICHKY Ha Kap Ha3aja. Komanmy OTMena
MO’KHO 3a/1aTh, HCIIOIB3YS ApibIKk OTMEHHUTH B TTaHEIH HHCTPYMeHTOB CTaHaapTHasl.

IlepeMelneHne M KOMMPOBAHHE TEKCTA WM PUCYHKOB. JlomycKaeTcsl mepeMeniaTh u
KOITUPOBATh TEKCT M PHCYHKHU B IPEEax OJHOIO IOKYMEHTA, a TAK)Ke B JPYTHe JTOKYMEHTBI U
JIa)Ke B IPYTUE IPUIIOKECHUS.

Jlnist mepeMenieHns Wik KOMMMPOBAHUS TEKCTA MM PUCYHKOB Ha HEOOJBIIOE PACCTOSIHUE
BHYTPU OKHA BBIICJIMUTE TEKCT WJIM PHCYHOK, KOTOPBIH HEOOXOAWMO IEPEeMECTHTh WU
CKOIIMPOBAaTh, U C MOMOIIBIO MBIIIKU MCPCTAINUTC Cr0 Ha HYXKHOC MCCTO. I[J'ISI KOIMUPOBAaHUA
BBIJIEJIEHHOTO (hparMeHTa IpH MepeTacKUBaHUK yAepKuBaiiTe npuxkartoit kiasumy Ctrl.

JIi1st IepeMenieH st WM KOIMPOBaHMs TEKCTA MJIM PUCYHKOB Ha OOJIBIIOE PACCTOSIHUE HITH
B JIPYroOil JOKYMEHT BBIJEINTE TEKCT WM PUCYHOK, KOTOPBIH HEOOXOAUMO NMEPEMECTUTH HIIH
CKOIIMPOBATh, 3aTEM, IIEJIKHYB MPaBYIO KIIABHIIY MBIIIH, BEI30BHTE KOHTEKCTHOE MEHIO (pHC.3).

Puc.3. KourekcTHOE MEHIO

Jlnis mepeMelnieHns BblJIeIIeHHOTo (hparMeHTa BeIOepuTe B MEHIO KOMaHy Bripesats.

Jly1s KonupoBaHus BbLEIEHHOTO (pparMeHTa BbiOepuTe B MeHI0 koMaHay Konuposats.

Ecim TekcT niam puCcyHOK ClielyeT CKOIMPOBaTh B APYrOM JOKYMEHT, IEPEUIUTE B HETO.

YceraHoBUATE Kypcop TyJla, KyJAa ClIeAyeT INOMECTHUTh TEKCT WIM PUCYHOK, U B MEHIO
BbIOEepUTE KOMaHy BcTaBUTh.

Konunka. CylecTByeT BO3MOXKHOCTb NEPEHECEHHs] HECKOJIbKUX OOBEKTOB M3 pa3HbIX
4acTe OJHOIO WIM HECKOJIBKHUX JOKYMEHTOB U BCTaBKM UX €JUHOM IPYIION B IPyroe Mecro
JIOKYMEHTa ¢ MOMOIIIbI0 KonmuikH. Komuika HakarinBaeT 00bEKTHI B BUJIE SIEMEHTOB aBTOTEKCTA,
TaK 4TO UX MOKHO MCIOJIb30BaTh JJIsl BCTABKU HEOAHOKpATHO. J[J1s1 u3MeHeHust Habopa 0ObEKTOB
B KOIUJIKE HEOOXOAMMO €€ MPEeIBAPUTEIHHO OUUCTUTb.

JInsl «HAKOIJIEHUS» BBIAEIUTE TEKCT WIM PUCYHOK, KOTOPBIA CIIEIYyEeT IMOMECTUTH B
KOMWIKY, a 3areM Haxmute kiasuiu Ctrl + F3. TloBTropuTe 3TOT Imar Juis Kaxaoro o0beKTa,
KOTOPBIN CIEAYET IOMECTUTH B KOITUJIIKY.

Jlj1s mpocMOTpa CoJIEpKUMOT0 KOMMIIKM BbIOEpUTE KOMaHly ABTOTEKCT B MeHI0 BceraBka,
a3aTeM — KOMaHy ABTOTEKCT, ITOCJI€ YETrO B CIIMCKE 3JIEMEHTOB aBTOTEeKCTa BeIOepuTe Konuika.
CopnepxuMoe KOUIIKY MOsIBUTCA B nojie O0pasen, Kak MOKa3aHo Ha puc.4.
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9 3YTEN — KUMIERY ASTOTeXCT
Anterexcy o wemo Bormpus
ROCNE TEFO B3 CIBICKA MEHERTOR
gerovercra peiepETe Komoua

o ][ omem ]

Puc.4. OxHo ABTO3aMeHa ¢ MPOCMOTPOM coziepxuMoro Konunku

Jiist BCTaBKM BCeil rpymnibl 00bEKTOB, HAKOIUIEHHBIX B KOIMJIKE, YCTAHOBUTE KYpCop Tyaa,
Ky/a cleyeT BCTaBUTh COJAEPKMMOE KONMWIKU. [ BCTaBKM COJEPKUMOTO KONMJIKH C €€
OJTHOBpEeMEHHOW ouncTkoi Haxkmute kinaBumu Ctrl + Shift + F3. Eciu Bbl X0THTE COXpaHHTH
COJICP)KMMOE .KOTMJIKH, TO JUI BCTaBKU COJEPKUMOTO KONMJIKK Oe3 ee O4YhCTKa BblOepuTe
KoMaHAy ABTOTEKCT B MeHIO0 BcraBka, a 3aTeM — KomaHay ABTOTEKCT, IOCJIE YEro M3 CIMCKa
3JIEMEHTOB aBTOTeKcTa BblOepuTe Komumika, a 3aTeM HaKMHUTE KHONKY BeTaBuTh.

ITouck u 3ameHa Tekcra. B nporecce peqakTUpoBaHUs HHOTAA TpeOyeTcsl OCYILECTBUTh
HOMCK TEKCTa, KOTOPBIH YacTO BBIMOIHSIETCS 3aTeM, YToObl 3aMeHUTh ero. B Word cymectByer
BO3MOYKHOCTb ITOMCKA U 3aMEHBI TEKCTa, (POPMATUPOBAHUS U CHEIMATIbHBIX CUMBOJIOB: CHMBOJIOB
ao63ana (), mosei, puCyHKOB H T.II.

Jliig nmoucka Tekcra BeiOepute komanay Haiitu B MeHto IIpaBka win 1eNKHUTE KIaBUIIH
Ctrl + F. B nmone Haiitu BBeaWTEe MCKOMBIM TEKCT U HaxxMuTe KHONKy Haiitu manee. UToObl
npepBaTh NOUCK, HaxxMuTe Kiasumry ESC.

Jli1g 3ameHsl TekcTa BeiOepuTe B MeHIo [IpaBka komanay 3amenuts. B none Halitu BBeuTe
VCKOMBIA TEKCT, B IOJI€ 3aMEHUTh HAa BBEIAUTE TEKCT Uil 3aMeHbl. lllenknute kHonky Haitu
nanee. Ecnu nanHblil TeKCT OyeT HaiijieH, TO MOUCK OyIeT OCTaHOBIIEH, a HCKOMBIH TEKCT OyaeT
BBIJIETICH XKUPHBIM HadepraHueMm. lllenkHuTe kHONKYy 3aMEHUTH Ul 3aMeHbl TeKcTa. Eciu Bl
XOTUTE 3aMEHUTH BCE BXOKIEHHUS HCKOMOI'O TEKCTA, TO IIENKHUTE KHOIIKY 3aMEHUTH BCE.

Jljis onucaHuil ClI0)KHOTO YCIIOBUS MOKCKa BKIItouuTe ¢uiaxkok [logcraHoBOYHBIE 3HAKU B
JINaJOTOBOM OKHE IMOMCKa U BBenuTe obOpaser nmovcka B nosie Haiitu. UToOBI BRIOPATh HYKHBIHA
MOJICTAHOBOYHBIM 3HAaK HaXMuTe KHOMKY CreuuanbHbIi M BbIOEpUTE 3HAK U3 CIIUCKA.
IToncTaHOBOYHBIE 3HAKM MOYKHO BBOJAUTH HEMOCPEACTBEHHO B Iosie Hantu.

2.3. Ucnoan3oBanue cnpasku Microsoft Word

Microsoft Word umeer MoliHyr CrpaBouHyr cucTeMy. [[Jisi BbI30Ba CIIPaBKU CIIEIyET
HaxaTh F1 wim menkayTs B MeHIO TyHKT «?». [locie aToro Ha 3xpaH OyneT BBIBEJIEHO OKHO
CIIpaBKH, IOKa3aHHOE Ha pHUc.S.
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; eetos | Yxazarens | NonyyeHme cnpasoYHbIx J

cBefleHny BO Bpema paborb)

NMonyusure CNPpoOROUMDIX v

Puc.5. Okno cnipasku Word 2000

Kak BumHO U3 prcyHKa, okHO cripaBku Microsoft Word ananoruuto cipaske Windows 98
U HOCHUT THIIEPTEKCTOBBIA xapakTep. J[s u3ydeHus: BO3MOKHOCTH M TOPSAAKA HCIIOIb30BAHHS
CIPaBOYHOM CHCTEMBI MOYKHO BbIOpaTh Ha BKIaake Coaepskanue pasaen [loaydeHue cripaBouHbIX
cBeneHuii, remy Ilonydenne cripaBOYHbBIX CBEJICHHIA BO BpeMsl paboThI, a 1ajiee BHIOpaTh B IPaBOU
YacTH OKHA HYXHYIO TeMy crpaBku. Hampumep, npu Imenuke Ha ccbuike, «[lomydeHue
CIIPAaBOYHBIX CBeAcHWN W3 MeHio CrpaBka», MOXHO OymeT MO3HAKOMHTBCS C MOITyYCHHEM
crpaBo4HO uHpOpManuu u3 MeHio Crpaska pemakropa Word. Jlist Bo3BpaTa K MpeabiaynieMy
OKHY CIPaBKH HYXHO IIEIKHYTh KHONKY Ha3ax B maHenn WHCTPYMEHTOB OKHA CrpaBku. J[ist
HIeYaTH CIPABKH MOXKHO IIETKHYTh KHONKY [ledaTh B IaHeIH HHCTPYMEHTOB OKHA cripaBku. Jlis
U3MCHCHUS MapaMeTpOB OKHA CIpaBKU IIeNKHUTe KHONKY Ilapamerpel. Ilocne wusyueHus
Ha3HAUCHHUS PA3IMYHBIX KOMIIOHCHTOB CITPABOYHON CHCTEMBI 3aKPOMTE OKHO CIIPABKH.

2.4. dopmaTupoBaHMe TEKCTa

C nenpio MOBBINIEHUS MHPOPMATUBHOCTU TEKCTa NMPUMEHSETCS ero (GpopmaTupoBaHHE.
Paznuuatot cnenyromuye oCHOBHbIE aTpHOYThI CHMBOJIOB TEKCTA: TApHUTYpa (PUCYHOK CUMBOJIOB),
pa3mep, HauepTanue. Hampumep, OCHOBHON TEKCT JaHHOW KHHWTH HaredataH mpudToMm Times
New Roman, pa3mep cumBoiioB 11 mynkToB (1 myHkT = 1/72 nroiimMa). MOXHO 3a/1aTh TapaMeTpsl
dopmaTupoBaHUs U 3aTeM BBOAUTH TeKcT. YacTo (opmaTHpoBaHHE MNPHUMEHSETCS K YyKe
BBEJICHHOMY TekcTy. s 3ajaHus mapameTpoB (OpMaTHpPOBaHUS IpelHA3HAUYEHbl KOMAaH[IbI
meHto @opmart. s 3TUX e LeIel UCHONb3yeTcsl U MaHelb MHCTPYMEHTOB (pOpMaTUPOBAHMS,
Ha3HAYE€HHE OCHOBHBIX HHCTPYMEHTOB KOTOPOIl IPEACTABIECHO Ha puUC.6.

0 Guvmen « Tunes New Homan « 10 - X K Y4 j« £ « A ‘

Puc.6. HaznaueHne oCHOBHBIX HHCTPYMEHTOB MaHEIH (hOpMaTHPOBAHUS

Jns npumeHeHus (OpMaTHUpPOBAaHUS K paHEE BBEIEHHOMY TEKCTYy HEOOXOAMMO €ro
BbIJIETINTh, 3aTE€M Ha MMaHeIH HUHCTpyMEeHTOB DopMaTupoBaHue BbIOpaTh Ha3BaHUE HIpudTa B IoJie
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[pudr, B mone Pazmep mpudra 3amate HeoOXoauMBIN pazmep mpudTa. Ecau Hy)KHO U3MEHUTH
HauepTaHue, To HaxxMuTe KHONKY JK (momyxupusiii), K (kypcus) uinu Y (moguepkuBanue). s
3a/laHus LIBETa CUMBOJIOB ILEJIKHUTE CTPEJIKY Ha sipJibike L{BeT TekcTa U B IpeII0KEHHON MATTUTpe
BbIOEpPUTE HY)KHBIH LIBET.

Ecnu cuMmBoiaM Tekcrta Tpedyercs npuaaTh 0co0yr0 BBIPa3UTEIbHOCTD, TO IPUMEHSIOTCS
3 dexto «YTomieHHbli», «lIpunogusareiity, «Kontyp» u «C TeHbrow». 11 MX mpuUMEHEHUs
BBIJIETIUTE TEKCT, KOTOPBIA HEOOX0AMMO OThOopMaTHpOBaTh, 3aTeM B MeHI0O dopmar BriOepute
koMmanny pudt. Beiopas B okue Llpudt Brimanky [lpudT, BKiIrounTe HEOOX0IMMBIE TTapaMETPhI
B rpy1ie D¢ heKTsl, Kak TOKa3aHo Ha puc.7.

e New Resawr

i R \ [ - l mens |

Puc.7. OxHo omnpenenenus napamMeTpoB GOpMaTHPOBAHUS CHMBOJIOB

HlenknyB Bknanky MHTepBan, AHuManus, Bbl MOXKETE ONPEIEIUTb WHTEPBAT MEXKIY
CHUMBOJIaMH, a TaK)ke BbIOpaTh BUA 3 (eKTa aHumMarum.

Kpome Toro, Word mo3BoJisieT MoBepHYTh TEKCT, PaCTSIHYTh €0 WU Pa3MECTHTh BIOJb
kpuBoi. Jlamee OyayT omucanbl Bo3MokHOCTH kKommoneHTa WOrdArt as coznanus GurypHoro
TEKCTa.

®opmatupoBanue aod3aueB. Ilpu QopmMaTHpOBaHUU HCMONB3YIOTCA CIEAYIOIINE
aTpuOyTHI ab3ana:

* OTCTYIl — U3MEHEHHE MOJIOKEHHS TEKCTa OTHOCUTENIBHO JIEBOTO U IPABOTO IOJIEH;

* OTCTYI NEPBOIl CTPOKU — TIOJIOKEHUE TEKCTA B MEPBOM CTPOKE OTHOCUTEIIBHO JIEBOM
rpaHuIlbl ad3ara;

* MEXJYCTPOUHBIM MHTEpBaJl — BEJIMYMHA PACCTOSHUS MEXIy CTpokamMu Tekcta. Ilo
YMOJYAaHUIO  MCIOJNB3YeTCS  OJMHAPHBIM  MEXIYCTPOUHBIM  HMHTepBal.  BpiOpaHHBIN
MEX1yCTPOUHBII HHTEpBAJ HOSABUTCS MEX/1y BCEMH CTPOKAMHU TEKCTa B BbIACIEHHOM ab3a1e Uiu
B ab3a1e, cojiepKalleM MECTO BCTaBKH.

BripaBHUBaHNE — BhIpaBHUBAHUE BBIJCICHHBIX a03a11€B OTHOCUTEIBHO OTCTYIIOB.

YacTo uzMeHsiemMble aTpuOyThl ab3a11a UMEIOT APJIBIKU B MTaHENU (GOPMaTUPOBAHMS:
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BAPHAHTHI BhIpaBHUBAHUA a03ana;
| f= i= ¢ {f HyMEPOBaHHBIN ¥ MADKMPOBAHHBI CITHCOK, H3MEHEHHA OTCTYIIA.

s n3MeHeHust popmatupoBaHus ad3alia Hy*KHO YCTaHOBUTBH Kypcop B a03all (IIpu 3ToM
a03all sBJIAETCS BBIJCIEHHBIM), BOCIOJIb30BaTbC MHCTPYMEHTAMM B IaHeIu (hOpMaTUPOBAHUS
win B MeHo Popmar BeIOpaTh KoMaHay AG3arl.

B none BelpaBHHBaHME BBIOpaTb BapUaHT BbIpaBHUBAHMs CTPOK ab3ama. B rpymme
napameTrpoB OTCTyIl BBECTH 3HAYCHMs OTCTymHa ab3ala OT JIEBOTO M MPABOTO TOJS CTPAHMIIBL,
OTIPENIIUTh MOJIOKEHHE TEKCTa B MEPBOI CTPOKE OTHOCUTENHHO JICBOW I'paHHIBI ab3ama (HeT,
Ortctyn, Beictyn). Eciiu BbIOpaHO MOJI0KEHUE NIEPBOM CTPOKU C OTCTYIIOM WMJIM BBICTYIIOM, TO B
110JI€ Ha: 33J]aTh BEJIMUYMHY OoTcTyna. B rpynne MHTepBan onpeaennTs 3HaueHUE UHTEpBaa Iepe]
U mocne ab3ama, BeIOpaTh BEIMUYMHY MEXAYCTPOYHOro HHTepBaja. Ilpu 3TomM BbI uMmeere
BO3MOXKHOCTh OILIGHUTh BCE HM3MEHEHHUs MapaMeTpoB ab3aua, HaOmojas, Kak H3MeHseTcs
HoJIOkKEeHHe TekcTa ab3aua B nose Obpaszel.

I'panunns! u 3a1uBKa. J[7151 BbIIeIEHUS TEKCTa WK ab3a1a TEKCT UCIIOJIb3YIOTCS TPaHUIIbI,
JUIS TIOBBILICHUS BBIPA3UTEIIBHOCTU TEKCTAa 3aJHUM IUIaH 3aloJHIETCs KaKUM-TH00 Y30poM
BbIOpaHHOI'O BaMU 1BETA.

Uro0Ob! BbIIEAUTH a03all IpaHULEH, clenaiTe IMEea4oK B J00oM Mecte ab3ama. YToObl
YCTaHOBUThH I'PAHUILy TOJIBKO JUISl OIPEEIEHHOTO TEKCTa, TAKOIr0, KaK CJIOBO, BBIJIEIUTE TEKCT.
Bribepure komanny ['panuts! u 3anuBka B MeHI0 @opmar. J{7s momydeHus: HoACKa3Ku O JII000M
IapaMeTpe HaXXMHUTE KHOIIKY C BOIIPOCUTENBHBIM 3HAKOM «?»,  3aTEM LIEJIKHUTE UHTEPECYIOIUI
BacC IapaMeTp JUaJoroBOrO OKHa.

Ha Bknanke I'panuna BelOepuTe HYy)KHbIE NapaMeTpbl: BapUAHT PAaMKH, THII, LBET U
tomuuny auHuU. IlpocmoTpute B nose ObOpasel] BIOpaHHYIO cxeMy odopmileHus ab3aua Uiu
Ttekcrta. [Ipy 3TOM BBl MOXKETE IIEIYKOM KHOINKH BKIIIOUYUTh WM BBIKJIIOYUTH T'PAaHUIBL
VY6enurech, uro B cnucke IIpuMeHHUTh K BBIOpaH BepHBIM mapamerp (ab3ailly WIH TEKCTY).
[lenxnyB kHomnky [lapameTphl, Bbl MOXE€Te ONPENENIUTh OTCTYI TpaHMI] OT TeKcTa. BriOpas
BKJIQJIKy 3aJIMBKa, ONIPEAEIUTE IBET 3AJIMBKH, THUII y30pa U 1BET (poHA. YOeaUTech, 4TO B CIIHCKE
[TpumMeHuTH K BEIOpaH BEpHBIN apameTp (a03ally Win TEKCTY).

BriOpaB Bkiagky CrpaHuIla, BbI MOXKETE OINpPENENUTh I'paHHIbl Ha cTpaHuie. B mone
[TpuMeHNTH K OnpeenuTe AUANa3oH NPUMEHEHUs IT'PAaHUI] Ha CTPAHUILE: KO BCEMY IOKYMEHTY,
ATOMY pazleny H T.II.

Jlist BCTyIUIeHHsI B CHIIY 3aJlaHHBIX BaMU TapameTpoB odopmiieHus ab3ama (Tekcra) ¢
rpaHuIe u 3anmBkoi menkaute kHonky OK. J{ist orMensl Haxkmute kinaBunry ESC.

Jlia mpuBiieyeHUs] BHUMaHMS YUTaTeNsl Hadajao ab3ana uHoraa opopmisiercst OyKBULEH.
Jnst opopmnenuss OyKBHIIBI YCTAaHOBUTE Kypcop B ab3all ¢ TEKCTOM, 3areM B MeHo dopmar
BbIOepuTe KoMaHAy bykBuna. B nuanoroBom okne bykBuia BeiOepute napamerp B Texcte umu
Ha mnone, BeiGepute mpudT, 3amaiiTe BHICOTY OYKBHIIBI B CTPOKAaX M PAcCTOSHUE JIO TEKCTa U
nienkHuTe KHonky OK.
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Koaoukn. IIpu Gonplioit amusHe | KOJOHOK H HX YHCIO, 33JalTe WIHDH-
CTPOKH JUIA IYYIHET0 BOCIIPHATHA TEK- | HY KOMOHOK M IPOMEXKYTKOB MEXKIY
CTa YHMTATeNeM ero pa3bMBAIOT HAa | HMMH, BKIIOYHTE, €ClH TpebyeTcs
KOIIOHKH. J18 CO3aHMA KOJIOHOK CJIE- | Pa3Ie/INTeNh MEXAY KOMOHKAMH.
AyeT TEPEKTIoURThCA B pexkuM pa3- | B none IlpamenuTs BRIGepute 06-
METKH CTPAHHILI, BRIOpaB B MEHIO | IacTh NPHMEHEHHs pazOHeRHA TeKCTa
Bua xomanay PasMeTrka cTpaHAlb. Ha koJoHKH. [10 H306pakeHmO TeK-

Jlnsg co3ganms KOJNOHOK M3 4acTH | cra B ntoae Ofpaseny OLEHHTE NOJY-
TEKCTa AOKyMeHTa Begenute Tpeby- | uaromeecs pa3zOHeHHE, BHECUTE KOp-
€MYI0 JacTh 4 BBIGEPHTE B MEHIO | PEKTHBBL B MapaMeTpsl paibueHus u
®opmar koMaHny Kononkn. B nua- | 3apepmmTe HACTPOKKY NMapaMeTpoB
noroeoM okre KOJOHKH YKasKHTe THIT | KOJOHOK, IHENKHYB KHonKy OK.

2.5. Ctuin

CoBOKYIHOCTb BCeX aTpuOyTOB 0(hOpMIIEHHUS TEKCTa Ha3blBaeTcs ctuieM. CTUiIM 3a1al0T
BHEUIHWI BUJ| Pa3JIMYHBIX 2JIEMEHTOB TEKCTA B JOKYMEHTE, HAIIPUMED 3ar0JI0BKOB, HAJIIUCEN IO
PUCYHKaMH U OCHOBHOrO TekcTa. CTWIM MO3BOJIAIOT NMPUMEHUTHh K a03ally WM CIOBY LEIYIO
COBOKYITHOCTb aTpuOyTOB (hOpMaTHPOBAHUS 32 OHO JICHCTBHE.

Ecnu Ttpebyercs u3MeHUTh (QopMaTHpOBaHHE KAKOTO-TO OAHOIO 3JIEMEHTa TEKCTa, TO
JIOCTaTOYHO U3MEHUTH CTUJIb, KOTOPBIM ObLT IPUMEHEH K ATOMY 3JIEMEHTY.

Crunn  3HauuTenbHO oOJsieryaroT (opmatupoBaHue JokyMeHTa. Kpome Toro, ¢ ux
IIOMOUIBIO CO3/IAI0TCSl CTPYKTYPHI U OTJIaBICHMUSL.

Vcnonb30BaHue CTUIICH, T03BOJISAS JOOUTHCS €JMHO00pasus 0(opMIIEHUS JOKYMEHTa, B TO
e BpeMsi 00ecrieurBaeT BO3MOKHOCTh ObICTPOTrO U3MEHEHUs (OPMATUPOBAHMS TEKCTAa BO BCEM
nokymente. Hanpumep, U1 Toro 4ToObl U3MEHUTH pa3Mep CUMBOJIOB OCHOBHOI'O TEKCTa BO BCEM
JOKyMeHTe, (opMaTupoBaHHOTO cTwiIeM OOBIYHBIA, HE HYKHO BBIIEIATH BECh TEKCT B
JIOKYMEHTE, /14 U HE ITOJIyYHUTCs, TAK KaK OCHOBHOM TEKCT HE SBJIIETCS CIUIOIIHBIM, HEKOTOPBIE
Y4acTKH TeKCTa 0(hOpMIIEHBI IPYIMM CTUJIEM, HampuMep 3aroioBokl, u T.m. [{nst BeIoiHEHUs
TaKOM 3aMEHbI pa3Mepa CUMBOJIOB JIOCTATOYHO U3MEHUTh CTUIIb O(POPMIIEHUS U IPUMEHUTD €TO0,
KaK BO BCEX YacTAX JOKYMEHTa, OPOPMIICHHBIX JaHHBIM CTUJIEM, TOT/la MPOM30MJET 3aJJaHHOe
BaMU U3MEHEHHUE pa3Mepa CUMBOJIOB.

Crunu Takke NPUMEHSIOTCS [UIsl CO3JAaHMs OIJIaBJIEHHs M CTpykTyp. Hampumep, npu
BeIOOpe KoMaHbpl OriaBlieHHE W yKas3arenu B MeHI0 BcraBka WOrd aBromMaTudecku co3Iar0T
OTJIaBJICHUE JOKYMEHTA Ha OCHOBE 3ar0JIOBKOB.

Texymuit cTiiib GopMaTHPOBAHUS TEKCTAa OTOOpaXkaeTcs B MOJIE CIIMCKA CTUJIEH B MaHEIH
MHCTpYMEHTOB POopMaTHUPOBaHUSI.

UTtoObl MpUMEHHWTH CTHJIb a03ama, MOMECTUTE Kypcop B J000e MecTo ad3ama Wid
BBIJICJIUTE HECKOJIbKO al3aleB, KoTopele Tpedyercs ordopmaThpoBarb. UYTOOBI NPUMEHHUTH
aTpuOyT CHUMBOJA (HampuUMep, MOJIYKUPHBIM WIM KypcHB) M3 CTHJS ab3ala, a Takke CTHIIb
CHUMBOJIA, BBIJIEJIUTE TEKCT, KOTOPBIH HYXHO OT(opmaThpoBaTh. YTOOBI OBICTPO NMPUMEHUTH
CTHJIb, BBIOEpUTE CTWIb ab3ama Wid cuMmBoia B mnosie CTWwib Ha TMaHETd HHCTPYMEHTOB
dopmMaTupoBaHUE.

bonpmie BO3MOXKHOCTEN B NMPUMEHEHHMM CTHJIS NMPEJOCTABISET IOJIB30BATEI0 KOMaHAA
Crunb B meH10 @opmart. B oTkpriBiiemcs 3areM okHe CTUiIb BBIOEpUTE HY>KHBIM CTUIIb B CIIMCKE
Crwin, a 3areM HaxmuTe KHONKY IIpumeHnTh. Eciu HYKHBIM CTHJIB OTCYTCTBYET B CIIHCKE,
BbIOEpUTE JIPYTYIO TpyNIy cTuiei B nmojge CIHCOK.
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Nwmena ctuneit ab3aieB nepej Ha3BaHUEM cojiepkaT cuMBOJ ad3ara (); OTIMYUTebHON
OCOOCHHOCTBIO CTWJICH CHUMBOJIOB SIBIISICTCS 3HAYOK B BHJIC MOMYEPKHYTOW OYKBBI «a», Kak
MOKa3aHo Ha pUC.8.

Cymn,

prasmsaTL aare... || Wwererrs.. | J
[pwersrs | werie |

Puc.8. JlnamoroBoe OKHO BBIOOpA CTHIIS

Ecinu HeoOX0aMMO M3MEHUTH CTHJIb, TO, BbI3BaB OKHO CTuiib, B mosie CTHIM BBIOCPUTE
CTHJIb ab3alia, 3a KOTOPBIM TpeOyeTCsl Ha3HAYUTh CIICAYIONIMIA CTUJIb, @ 3aTEM HAKMHUTE KHOIIKY
W3MeHNTh, 4TOOBI PaCKphITh OKHO M3Mmenenue ctuist. Haxkmure B 3ToM okHe kKHONKY Popmar, a
3areM BbIOepUTe aTpuOyT Tekcta, Hanpumep L pudt, koTopsiit TpeOyeTcst U3MeHUTh. V3MeHuTe
BBIOpaHHBIN aTpuOyT U HaxkMuTe KHOMKY OK, a 3aTeM U3MEHHTE TaKUM e 00pa3oM OCTaIbHbIE
aTpuOyThI CTUIISL. JIJ1sl MPUMEHEHUS CTUJISI HAKMUTE KHOTIKY [IprMeHuTh.

KonupoBanue ¢opmarupoBanusi. Microsoft Word nmeer BO3MOXHOCTh KOITHPOBAHHMSI
dbopmMaTupoBaHUs CHMBOJOB W ab3arieB. [ 3TOro BHaualie BBIICIMTE TEKCT, B KOTOPOM
COJIEPXKUTCS HYy)KHOE (hopMaTHpOBaHKe, U HaxMuUTe KHONKY dopmat mo obpasiyy. [locne sToro
KYpPCOP MBIIIH IPUOOPETET BUI KHCTOUKH. Y KaXKHUTE KYPCOPOM MBIIITH TEKCT, K KOTOPOMY CJIEIyeT
NPUMEHHUTH (HOPMATHPOBAHUE, U IIEIKHHUTE JIEBYFO KHOIKY MBIIIIH.

Ecnu Hy)KHO TiepeHecTH BbLICICHHOE (OpMATUPOBAHUE HA HECKOJBKO (DParMEHTOB, TO
JMBaXIbl MIETKHUTE KHONMKY Popmar mo obOpasmy. [locne komumpoBaHus (opMaTHpoBaHUs
MOBTOPHO HA)KMHUTE KHOIKY MBIIIY TPH 3aBEPIICHUU PaOOTHI.

Oovekmubl uccinedooeanus, o0060pyoosanue, mamepuanvl U HaA21A0HblE

nocoous:

1. II9BM IBM PC.

2. OnepanuoHHas cpefa, TEKCTOBBIH Mporeccop (peaakTop).
3. DOnektponHsbIi 1oKyMeHT «[IpakTndeckas pabora Ne2y.

KOHmpo./'leble eonpocol
1. Yro Ttakoe TekcToBbIN penakrop? Kakue TekcToBble penakTopsl Bel 3HaeTe?
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2. YTo TaKoe CTpoKa COCTOSIHUSA U MACIITAOHbIC TMHEUKN?

3. Kak ocymiecTBUTh EpEKITIOUEHIE MEXTy PYCCKUM H JATUHCKUM ajl(paBUTOM?
4. Kak ocy1iecTBUTh BBOJ| TEKCTA 3arJIaBHbIMU OyKBamMu?

5. Kak ocy1ecTBUTh yCTaHOBKY ITYHKTYAI[MOHHBIX U APYTMX CUMBOJIOB?

6. Kakue cymecTByroT pekxuMbl Habopa Tekcra?

7. Kak ocymiecTBUTh OBICTpBIN TIepexo/] Ha Hadao ctpoku? Ha konen crpoku? Ha
CTpaHULy, PacIONOXKEHHYIO HIXe TeKylie? Ha ctpanuily, pacrnonoXeHHYO BbIIIE TEKyIIel?
Ha naugano noxymenta? Ha koHen JoKkymeHTa?

8. Kak B TEKCTOBOM peaKTOpe OCYIIECTBUTh COXpaHEHHE HHPOpMALIUHU?

9. Yro takoe rapHutypa? Kakne BO3MOKHOCTH JJa€T TEKCTOBBII peaakTop AJs
U3MEHEeHUs TeKcTa?

10. Kak ocymectButh popmarupoBanue ab3anes? @opmMarupoBaHue CTPAHUIIBI?

11. Kak B TEKCTOBOM PEIaKTOPE MOKHO CO3/1aBaTh U (POPMATUPOBATH TAOTHUITHI?

3aoanue na pabomy (pabouee 3ad0anue):

17. U3yunthb snekTpoHHBIH JIoKymMeHT «lIpaktudeckas pabora Ne2y». M3yumrte Teoperuueckue
M0JIOXKEHUS pabOThI
18. CocTaBuTh B TETpaJ¥ KOHCIIEKT MO0 U3YYCHHOMY MaTepHaly.

19. IlpeapsaBUTH KOHCIIEKT HAa IPOBEPKY IPETIOIaBATEITIO.
20. 3anycTuTh TEKCTOBBIM mporeccop, IeiakHyB KHoOnkKy Ilyck, BeiOpaB B I[71aBHOM MeHIO

OTIEPAIIMOHHON CUCTEMBI MyHKT [IporpaMmel, a 3aTeéM B CIIUCKE MTPOTrpamM.

21. M3yuuTh cpaBKy 00 aBTOMAaTHYECKOM 3aMyCKe MPOTrpamMMbl MPU BKIIOUEHUU KOMITBIOTEpA, IS
Yero BbI3BATH CIIPABKY TEKCTOBOI'O PENAKTOPA, LIEIKHYB KHOIIKY BbI30Ba CIIPABKU B TJIABHOM
MEHIO pefnakTopa. B okHe cnpaBku BbIOpaTh BKIaAKy CoaepxaHue, TeMy «3amyck MporpamMmm u
pabota ¢ daitmamuy, pa3nen «ABTOMATHYECKUHN 3aIyCK MPU BKIIOYEHUU KommbioTepay. [locie
M3Yy4YEeHUs CIIPaBOYHON MH(OpPMAIIMK CBEPHYTHh OKHO CIIPABKHU Ha MaHENb 3a/ad.

22. Co3nmath HOBBIM (aiil JOKyMEHTa, IMIETKHYB IUKTOTpaMMYy «Cc03/1aTh (ait» Ha MMaHenu
MHCTpyMeHTOB CTaHJapTHAs.

23. BBecTu cnenyroumui TeKCT:

«3HaUMTEJbHAS /10JI1 BpEMEHU COBPEMEHHBIX MEePCOHAIbHBIX KOMNBIOTEPOB PaCXoayeTcsi
Ha o0o0padoTky pa3HooOpa3Hoii TekcToBOii uHpopmauuu. Buag oOpadaTbiBaeMbIX
AOKYMEHTOB: Ip03a, Ta0/ully, NMporpaMMa Ha si3blKe IporpamMMupoBanus. O0padoTky
TeKCTOBOH HH(oOpMALIH HA KOMIIbIOTEpPe 00eCcneYuBAKT NAKeThl MPUKJIAAHBIX IPOrPaMm

— TeKCTOBbIE PeAaKTOpPbl (TEKCTOBbIE Mpoueccopsl). Pa3inyalT TeKCTOBbIE peIaKTOPbI
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24.

25.
26.

27.

28.
29.

BcTpoeHHble (B Norton Commander, B Typ6o Ilackansb u 1.11.) 1 camocrositesibHble (Editor,
Lexicon, MultiEdit, Microsoft Word). B npouecce moaroroBku TeKCTOBBIX JJOKYMEHTOB
MOKHO BBIICJIUTH CJIeAYyIOLIHe ITANbI: HA00P TeKCTa; pelaKTHPOBaHue; opdorpadudecKui
KOHTPOJIb, () OPMATHPOBAHHE TEKCTAa, pa3MeTKa CTPAHML; Ne4yaThb (IPOCMOTP Iepen
NMe4YaThl0 TEKCTA HA IKPaHe, e4aTh HA Oymare).»

3anucaTh JOKYMEHT Ha JUCK : B manky Mowu qokymeHThl/ No rpynmnbsl/ @aMuius - 1Mo UMEHEM
[Ipumepl.doc, ans gero BeImoaHUTH KoMany Paiin — CoXpaHHUTh Kak.

B nuanoroBom okne CoxpaneHue gokymeHTa B noje Ilanka oTkpeiTh manky Mou TOKyMEHTHI/
Ne rpynmer/ @amunus,B none Ums daiina 3agate ums [pumepl,0TKpBITH CIMCOK TUIIOB B TOJIE
Tun ¢aiina u BeiOpate TN Jlokyment 2003 Word (*.doc), mocie 4dero meiakHyTh KHOIIKY
CoxpaHUTb.

3akpbITh Gailn qoKkyMeHTa KOMaH10i 3akpbITh MeHto Daiin.

BuoBb oTkpeITh (aiin [Ipumep 1.doc. B muanoroBom oxne OTKpbITHE qOKYMeHTa B mose [lamka
OTKPBITH CBOIO TIAIKy, 3aTeM B crucke (ailioB ykazarh MbImbio (aiin [Ipumepl. u menxkHyTh
KHONIKY OTKpBITb.

J100aBUTH TEKCT:

«TexkcToBBIM MpoHECCOPOM OOBIYHO HA3bIBAKOT MOIIHBIA TEKCTOBBIH pPeIaKTop,
pacnoJiaraliuii NpoJABMHYTHIMHM BO3MOKHOCTSAMM 10 00pa00TKe TEKCTOBBIX JOKYMEHTOB.
CoBpeMeHHbIe TEKCTOBbIE NMPOLECCOPbI NMPeIyCMATPUBAIOT MHOKECTBO JOMOJTHHUTEIbHBIX
(yHKIUI, TO3BOJAIOMINX HAMHOIO YIIPOCTUTH HA0OP U MOAU(PHUKALHNIO TEKCTOB, NOBbLICUTH
Ka4eCTBO 0TOOPaKeHNsI TEKCTAa HA SKPaHe, KAa4eCTBO pacne4aTku J0KyMeHToB. Cpean 3Tux
pyuxkumii:

(popMaTupoBaHue CHMBOJIOB (MCIOJb30BAHUE PA3JIUYHBIX IPU(PTOB U HAYEPTAHUI);
¢popmaTupoBanue ad3auneB (BbIPABHUBAaHHE MO IIMPUHE CTPAHUIBI U ABTOMATHYECKMM
MepPeHoc CJI0B);

oopMiieHHE CTPAHML (ABTOMAaTHYECKAasl HyMepaluus, BBOJ KOJIOHTUTYJIOB U CHOCOK);
oopmJieHHE JOKYMEHTa (ABTOMaTH4YeCKOe NMOCTPOEeHUE OIJIABJICHHI U yKa3aTeJieil);
co3/1aHue u o0padoTka Tad M

NMPoBepPKAa NPABONUCAHUS U T.J.»

CoxpanuTth ¢aii moa Tem xe nmeHem komauou daiin — CoxpaHUTb.

VY CTaHOBUTH CIAEAYIOIINE ITAPAMETPhI CTPAHULIBI I BCETO IOKYMEHTA:

opueHTalus OymMaru: KHUXKHas;

pa3mepsl nonei: Bepxuee u Huxuee — 2 cm, Jlesoe — 3 cm, IIpaBoe — 1 cm;

KOJIOHTUTYJIbl YETHBIX U HEYETHBIX CTPaHULI.

I[J'I}I HU3MCHCHUA MTapaMETPOB CTPAHUIIBI BBITIOJIHUTH KOMaHY HapaMCTpLI CTpaHUIbI.
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30.

31.

32.

33.

34.

35.

36.

37.

38.

Ha Bxnaake Pazmep Oymaru B mosie OpueHTanys BKIIOUNTh TapaMeTp KHIKHAs, Ha BKIaake [Toms
3a/1aTh YKa3aHHbIE 3HAYEHUS MOJIeH, BKIIOUYUTh OMIUIO Pa3audaTh KOJIOHTUTYJIbI CTPAHHUIL.
BximtounTs nprMeHeHUE yKa3aHHBIX [TapaMeTPOB KO BCEMY JOKYMEHTY, U 3aBEPIIUTh H3MEHECHHE
napaMeTpoB CTPAHMUIIBI, IENKHYB KHONIKY OK.

Bribupas B meHto Bun xomanael: OOBIYHBIN, DJIEKTPOHHBIA JOKYMEHT, PazMeTka cTpaHUIbI,
Crtpykrypa, Bo Bech akpaH, mpoHabIi01aTh H3MEHEHHE BUJIA JOKYMEHTA B Pa3IMUHBIX PEKUMaX
IpoCMOTpa.

[lenxHnyB kHONKY MacmTab Ha maHenw WHCTpyMeHTOB CTaHgapTHas WM BBIOpaB B MeHIO Buj
KoMaHay MacmTab, 3anate Crneayromniie MacmTadbl n300paxkeHus JokyMeHTa Ha skpane: 100%,
200%, 50%, ITo mmpune crpanunbl, CtpaHuma mneaukom, [[Be cTpaHHUIBI U TPOHAOIIOIATH
n300paxKeHre TOKYMEHTa C Pa3IUYHBIM MacIITaOOM.

[lepeiitu B pexkxum I[IpenBapuTenbHOro MPOCMOTpa MEpeA IeYaThio, BBINOIHUB KOMaHIY
[IpeaBapuTenbHBIA MPOCMOTP WM MICJKHYB O COOTBETCTBYIOIIEH MUKTOIpaMME B IaHEIU
uHctpymeHtoB CrangaptHas. lllenkHyB Mbimbi0o KHOMKY HeCKOIbKO cTpaHUIl B IMaHENIU
WHCTPYMEHTOB OKHA IPOCMOTPA, 337aTh MaclTad mpocmorpa 4 crpanuilpsl. [LlenkHyB MBIIIbIO Ha
CTpaHHULIe JOKYMEHTa, YBEIMYUTh MacimTad wuzoOpaxkeHus aokymenta no 100%. Eme pas
HIEKHYB MBIIIBIO HA CTPAaHUIE JOKYMEHTA, BHIKIIOYHUTH YBEIHMUYEHUE MaciiTada M300paKeHUs

AOKYMCHTA. BaKpHTB OKHO ITPpOCMOTpa AOKYMCHTA IICPEA II€YaThIO, HICJIIKHYB KHOIIKY BaKpHTB.

3aKkpbITh (ailll JOKyMEHTa, COXpaHUB BHECEHHbIE M3MEHEHHUS, M 3aKpbITh OKHO TEKCTOBOTO
penaxropa.
Haiitu ¢aiin ITpumepl.doc, ucnonszys komanay Ilyck — Haittu — @aiinsl u nanku. B okne

noricka B nosie Mims 3agath 06pas moucka [Ipumepl.doc, B mone I'1e uckarh onpeaenuts 001acTh
noricka (paiiyioB KeCTKHE AUCKH U IMETKHYTh KHONKY Haiitu. [lo okoHuaHUM MOUCKa yKas3aTh B
noJie HaeHHbIX ¢ainoB Ha ¢aiin [Ipumepl.doc u, ABaXABI MIEIKHYB HA HEM JIEBOM KHOIKON
MBIIIIHA, OTKPBITH €ro Juisi penaktupoBanud. [locne storo ¢aiin [Ipumepl.doc oTkpoercs B OKHE
TEKCTOBOT'O peAaKTopa.

BreImonHUTE nepeMeInieHus Mo JOKYMEHTY, MPOBEPUTh NEHCTBUS KoMOMHanui kinaBuil: Home,
End, Ctrl + PageUp, Ctrl + PageDown, Ctrl + Home, Ctrl + End.

Haiiti u BeLIETUTH (pa3iMuHBIME CIIOCOOAMH) B TEKCTE CIIOBA: CUMBOJ, TEKCT, ab3ail, TabmuIl,
MIPOLIECCOP, MIEPBYIO CTPOKY, MEPBBIE 2 CTPOKHU, MEPBBIN ab3al], BECh TEKCT.

CxonmpoBath MepBhIi a03all B KOHEI] TEKCTa 2 pasa.

Brinennts BTOpYIO €ro KOMWIO U yIaluTh, HakaB kiaBumny Delete.

OTMEHHUTHh TOCIEIHIOK BBIMOIHEHHYIO KOMaHAy (yAajeHHe), UCIoyb3ys komaHay [IpaBka —
OTMeHUTh UM KHONIKY OTMEHUTDH HA MMaHeNu UHCTPYMEHTOB CTaHAapTHAs.

Boccranosuts onepauuto ynanenue komanaou [Ipaska — IloBroputs wim kHonkol BepHyTs Ha
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39.
40.

41.

42.
43.

o

10.
11.

12.
13.
14.

naHeJIu HHCTpyMeHTOB CTaHaapTHasl.

[TpoBeputs opdorpaduto, ncrnons3ys komanny Cepsuc — [IpaBonucanue.

PaccTaBuTh nepeHOCHI CII0B, /171 YETO BbI3BaTh KOMaH1y— PaccTaHOBKa IEPEHOCOB, YCTAHOBUTD
B OKHE KOMaHIbl (PJ1ayKOK ABTOMaTHYECKHI epEHOC CIIOB, 337aTh 30HbI IEpPEHOCa CIIOB.

BrriiTu U3 penaktopa, COXpaHuB u3MeHeHHs B jokyMeHTe [Ipumepl.doc.

OTBeThTE HA KOHTPOJIHHBIE BOPOCHI.
OdopmuTte otuer.

X00 pabomul (nopaodok evinonHenus padoomot):

CryneHT JoKeH 3aHATh paboyee MECTO 3a KOMIIBIOTEPOM

3arpy3uTh MEKTPOHHBIN T0KyMeHT «IIpakTuyeckas pabora No2y

3aKOHCIIEKTUPOBATh OCHOBHBIE IIOHATHS U ONIPEACICHUS

3anucarh M 3a/aTh BOIPOCHI NPENOJABATEN0, €CIM KOHCHEKTUPYEMBbIH MaTepuall BbI3bIBACT
TPYAHOCTU B IOHUMAHUU

3anucarh NOSICHEHUS MIpenoaBaTes

[TpenbsABUTH KOHCIIEKT Ha MPOBEPKY

3aBepmuTh padboTy

Cooeporcanue u oghpopmanenue omuema

Otuer gomKeH OBbITH OQOPMIIEH B TETPAIH U COAEPKATh HA3BaHHE Ja0OPaTOPHOI
pabotsl, gary BeimosiHeHus1, Ne rpynmsl u U.O.@amunuio cTyaeHTa, 3ajaiue Ha paboTy u
OTHMCAaHNUE OCHOBHBIX CBEACHMI, TPABHII U MPUEMOB, U3yYEHHBIX MPHU BHIMOJIHEHUN
nabopaTopHOM PabOThI, BHIBOJIBI.
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IIpakTn4yeckas padora Ne3
ABTOMaTH4Yeckoe (popMaTUpPOBaHME JOKYMEHTOB U coo0uieHuii. Pazmerka
crpannubl. [lonsaTue kooHTHUTYAA. /lo0aBeHue poHa. OToOpakenune
o0padaTpIBaeMoOro J10KyMeHTa Ha 3KkpaHe. Onepanumn ¢ ¢gaiijiaMu 10KyMEHTOB

Ilenv nabopamopnoit pabomul
N3yuenue criennanbHBIX BO3MOKHOCTEN pabOThI B TEKCTOBOM PEJIaKTOpe

Teopemuqecmte ROJI0)HCCHUA

1. ABToMaTnuyeckoe GopMaTHPOBAHUE JOKYMEHTOB U COOOIIEHM i

Word nomoraer co31aTh NPHUBJICKATEIBHBIM W JIETKO YWTaeMblii gokyment. \Word
MPOBOJIUT AHAJU3 WCIIONB30BAHUS KaXJ0ro ad3ama B JOKYMEHTe (Hampumep, ad3ail siBIseTcs
3aroJIOBKOM HJIA DJIEMEHTOM HYMEPOBAHHOTO CITUCKA), 3aTeM K KKIOMY 3JIEMEHTY MPUMEHSET
COOTBETCTBYIOIINHN CTWIIb. [Ipu 3TOM aBTOMaTH4YeCKH (HOPMATHUPYIOTCS KaK THIIEPCCHUIKH ajapeca
WuTepHeTa, ceTelt U DJIGKTPOHHOH IMOYTHI, K YacTSIM JOKYMEHTA, BEIICIICHHBIM 3Be3109KaMu (*) u
3HaKaMW TOJYCPKUBAHHS, MPUMEHSACTCS TONYXKUPHBIH WJIM  MOMYCPKHYThIA  mpuUdT
COOTBETCTBEHHO, JBa Aeduca (- -) 3aMeHsAI0TCA IIUHHBIM Tupe ( — ) u T.4. [lo ymonmyanuto npu
nepBoM 3amycke mporpammbl Word aBToopmMatupoBaHue BKIFOYEHO. J[JIsl K3MEHEHHSsT HAaCTPOMKH
aBTOOopMaTHpPOBAHUS BhIOEpUTE KoMaHTy ABTo3ameHa B MeHIO CepBHC, a 3aTeM — BKJIAJIKY
ABTOdOpMAT MPHU BBOJIE W 3aJlaliTe HYKHBIC TapaMmeTpbl. i moaydeHus: CBEICHUN O JIF0O0M
napaMeTpe HAKMUTE KHOIIKY C BOIIPOCHTEIHLHBIM 3HAKOM, a 3aTEM IIEIKHUTE 3TOT IapameTp.

2 PazmeTka cTpaHMLIbI

Crpanuua nMeeT CIeAYOINE CTPYKTYPHBIE DJIIEMEHTHI:

* OCHOBHOI TEKCT;

* BEpXHUM U HUKHUM KOJIOHTUTYJIBL;

* CHOCKH.

OCHOBHOI1 TEKCT CTPAHMIBI — 3TO CTPOKH M a03alibl, TAOIUIBI U pUCYHKU. HekoTopsie
13 ab3a1eB MOryT ObITh 3ar0JIOBKaMU; PUCYHKH MOTYT UMETh TOJIITUCH.

KoJIOHTHTYJ1 — 3TO «CKOJB3SIIUI» 10 CTPAHMIIAM TEKCT, KOTOPBIA pa3MeniacTcs B
BEpPXHEW WJIM HUYKHEH YacTHU CTPAaHULbI U COAECPKUT HEKOTOPYIO MH(POPMAIUIO, KOTOpas KaK-TO
UJCHTUPHUIMPYET AaHHBIA TOKYMEHT (HOMEp pa3jesa, Ha3BaHHWe JOKYMEHTa WJIM pasjelna, Aaty,
MapKy (GUpMBI U T.11.). B KOJOHTUTYNT BXOAUT HOMEp CTpaHUIbl. KOJOHTUTYNIBI aBTOMAaTHUECKH
BOCIIPOM3BOJATCS Ha KaXKAOW CTpaHULE TOKYMEHTA. B 9TOM KHMre 3aaHbl pa3Hble KOJIOHTUTYJIbI
JUIsL YETHOW W HEYETHOM CTpaHUIlpl, a Ha IEpPBOH CTPaHULE KaXJOH IJaBbl KOJOHTUTYII
OTCYTCTBYET.

UToObI BCTAaBUTh U OTPEAAKTHUPOBATH KOJIOHTUTYJIbI, HEOOXOIUMO BbIOpaTh KOMaHy Bus-
Konoututynsl. Ilocne sTtoro Ha skpaH OyneT BbIBeJeHAa MaHENb WHCTPYMEHTOB HACTPOMKHU
KOJIOHTUTYJIOB U OTKPOETCS] OKHO PEJaKTHPOBAHUS KOJIOHTUTYA (puc.l).

Beraswurs asvorexcy - ’;ﬂ "‘] "3" '!1__ = L 8 :) - j ‘,J? f‘.'vf‘ JarkpuirTe

Puc.1. [lanenb HHCTPYMEHTOB HACTPONKH KOJIOHTUTYJIOB
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HaznaueHne HMHCTPpYMEHTOB IIaHENM IIOKa3bIBaeT BCIUIbIBaroIIas Mnozckaska. [locie
3aBEpLICHUS pEJaKTUPOBAaHUs KOJIOHTUTYJIOB LIEJIKHUTE KHOIIKY 3aKphITh.

CHocka — 3TO IpUMeyaHue K TeKCTY, KOTOPOE MOXKET HaXOUThCs JINOO B HUKHEH YacTH
cTpaHubl (00bIYHAS), MO0 B KOHIIE JOKyMeHTa (KoHueBas). Kaxaas cHocka momeuaercs 6o
aBTOMAaTHUYECKU (TIOPSIKOBBIM HOMEPOM CO CKBO3HOUM Hymeparued — 1, 2, ...), 1100 mOMEeTKOH
110 BallleMy BbIOODPY (Hampumep, 3Be3104K0i uian HomepoM). CHOCKa U CChbUIKA Ha Hee (T.€. HoMep
WIN TIOMETKA) TaKXKe UMEIOT CTHIIb O(POPMIICHHUS.

YroObl BCTaBUTh CHOCKY, HE00X01MMO B MeHI0 BeTaBka BeiOpaTh komaHn 1y CHOCKa, 3aTeM
B okHe CHOCKM OINpeNeNnuTh BUJ CHOCKH, OObIYHAs WJIM KOHIEBas, 3aAaTh Hymepauuio. Jlms
BbIOOPA JIOTIOIHUTEIIBHBIX IAPAMETPOB CHOCKH LIEJIKHUTE KHOIIKY [lapameTpsl. [{71s 3aBepienus
co3nanus cHockH menkHute kHonky OK. UToObl oTpenakTUpoBaTh CHOCKY, HaJI0 B MEeHIO Bun
BbIOpaTh KOMaHy CHOCKH.

VY cTpaHuipl JOKyMEHTa UMEIOTCS CIEAYIOIUE TapaMeETPBIL:

* pa3mep OyMa)KHOI'O JINCTA, HA KOTOPOM OyZeT HarneyaTaH JOKYMEHT;

* OpUEHTALMs JIUCTA: KHU)KHAsA, KOT/Ia BBICOTA JIUCTa OyMaru OOJiblIe €ro IUPUHBL, WU
aTpb0OMHasl (BBICOTA JINCTA MEHBIIIE €TI0 ITUPHUHBI);

* [10JIs1 — PacCTOSHUE OT Kpasi CTpaHUIIbI JI0 TEKCTa (CBEpXY, BHU3Y, CIIpaBa, CJI€Ba);

* [10JIOKEHHE KOJIOHTUTYJIOB OT Kpasi CTPaHUIIbL;

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

Jnist omipesienieHus mapaMeTpoB CTpaHMIbl BeIOepuTe B MeHI0 Daiin komanmy [lapamerps
CTpaHuLbl. Bbl MOKETE YTOUHHTH HAa3HAYEHHE TOTO WJIM MHOTO 3JIEMEHTA IUAJIOrOBOrO OKHA
[TapameTpsl CTpaHULBI, UCIIOJIB3YSl KHOIIKY «?» JUIsl BBI30Ba BCIUIBIBAOLLEH TIOJCKA3KH.

BriOpaB B okne I[lapamerpsl crpanuisl Bkiaaky Pasmep Oymaru, ompeaenure pasmep
OyMa)kHOTO JHcTa U ero opuenTanuo. Ha Bknajke [1omnst BB MOXKeTe ONpeeTuTh pacCTOSIHUS OT
Kpass Oymard 10 TEKCTa, 3a/aTh LIMPUHY IMEperJieTa, MOJOKEHHE KOJOHTHUTYIIOB, a TaKkXke
BKJIFOUUTH ONIUIO 3e€pKalIbHbIE MOJI, YTOOBI TP NeYaTH Ha 00EUX CTOPOHAX JIMCTA BHEIIHHE U
BHYTPEHHHUE TOJISl CTPaHUL, OOpa3yoIUX pa3BOpPOT, UMENM OAMHAKOBYIO HIMpUHY. B mome
[TpumenuTs BpIOEpUTE TUANa30H NPUMEHEHUsS 3a/laHHBIX [apaMeTpoB U JUISl BCTYIUIEHUS UX B
cuity menkHuTe kHonky OK.

OcCHOBHBIE TIApaMETpbl CTPAHMIIBI MOKHO HW3MEHUTb U B pEXHUME pa3METKH WIN
IIPEIBAPUTEIBHOTO NPOCMOTpa. 11 N3MEHEHNs JIEBOI0 U IIPABOI0 MOJIEN CTPAHUIIBI YKa)KUTE Ha
IpaHUILY 10JI HA TOPU3OHTAIBHOM JTHHENKe (puc.2).

Puc.2. I3ameHenune npaBoro mnojst CTpaHUIb

Korna ykaszarenb mpuMeT BHJ JBYCTOPOHHEH CTPEIKH, MBIIIBIO MEPETAIIUTE I'PAHULLY
10Jis1. AHAJIOTUYHO, AJI1 U3MEHEHUSI BEPXHET0 M HUKHETO T0JIEN CTpaHUIIbl YKAKUTE Ha TPAHULLY
IoJIi Ha BEpPTUKaNbHOM JMHelke. Korga ykasarenp npuMeT BHMJ JIBYCTOPOHHEH CTpPEJKH,
[epeTaIlUTe IPAHUILLY TTOJIS.

[Ipumeuanue. YToObl M3MEHUTH MapaMETpPbl CTPAHUIBI JUIIb JJIS 4acTH JOKYMEHTa,
BBIJICINTE COOTBETCTBYIOLIME CTPAHHUIBI, a 3aT€M BBI30BUTE JuaioroBoe OkHO Ilapamerpsr
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cTpanuubl. OnpenenuB HYyKHble MapaMmeTpbl, u3 crnucka [Ipumenuts BoiOeputTe mapamerp K
BBIICTICHHOMY TEKCTy. J[0 M Tocne BBIIETCHHBIX CTPAHUI] OYAyT aBTOMATHYECKH BCTABJICHBI
pa3pbIBbl pasnena. Eciu TOKyMeHT yke pa3OMT Ha pa3nienbl, MIETKHUTE HYXKHBIH pa3ien Win
BBIICJINTE HECKOJIBKO Pa3JIeioB, a 3aTEM U3MEHHUTE MapaMeTphbl CTPAHULIBI.

3. lodaBJsienne pona

Yrobbl crenaTh JOKyMEHTHI Oojiee mpuBiieKaTeabHbIMU, WOrd Mo3BOJISET UCIOIB30BATh
pa3iuuHble BUIbl (OHA, B TOM YHCIIE TEKCTypHYIO 3aiuBKy. Cienyer ydecTb, 4To (oH Oyner
BUJICH TOJILKO B PEXUME IMPOCMOTpa DJIEKTPOHHBIM JOKyMeHT. B kadectBe (oHa MOXHO
UCTIOJIb30BAaTh pa3inyHble pucyHku. /s 3ananus pona B meHro @opmar Beioepute komanay ©ox
U B MaJIUTPE LBETOB MOXXHO BHIOpaTh IBeT (hoHA. ECam BBl XOTUTE OMpEAEIHTH IBET, (OHA,
OTCYTCTBYIOIIMA B MaJIUTPE, TO BbIOepUTE BapuaHT [lomonmHuTenbHBIC 1IBETa U B OKHEe [[Bera
BbIOEpUTE HYXHBIH 1BeT. ECITU BBI XOTUTE ONpeAenuTh TEKCTYpY (HOHA MM BHIOpaTh B Ka4eCcTBE
¢dona kakoh-muOO PUCYHOK, TO BhIOepuTe BapuaHT CriocoObl 3aJIMBKH, 3aTEM B OKHE 3alluBKa
onpeeNuTe HYKHBIA BaM BapUaHT 3aJIUBKU WM PUCYHOK (OHA.

Word no3BosisieT co3ath MOUI0KKY, KOTOpas Oy/eT BUHA B HAllEYaTAHHOM TOKYMEHTE
KaK «BOJSHBbIC 3HAKW». BKitoueHune B JOKYMEHT PUCYHKOB M HCIOJB30BaHUE UX B KayecTBE
MOJIJIOKKH MbI pACCMOTPUM JIaJIEE.

4. OToOpakenne 00padaTbIBaeMOro JOKYMEeHTAa Ha JKpPaHe

B omiinuune ot craHaapTHOrO TEKCTOBOTO (aiina, nokymeHT WOord Mo>xeT UMeTh JI0BOJIBHO
CJIOKHYIO CTPYKTYPY: KakJasi CTpaHHUIla, TOMUMO OCHOBHOT'O TEKCTa, MOXKET COZEP KaTh BEpXHUE
U HWYKHHE KOJIOHTUTYJIbI, CHOCKH, PUCYHKH, TAaOJIMLbI U T.I1.

B 3aBucuMocTu OT 3a7auu, KOTOPYIO Bbl pellaeTe B JaHHBI MOMEHT, MOXHO BbIOpaTh
OJIMH M3 YEThIPEX BapUAHTOB Mpe/CcTaBleHUs JoKkyMeHTa B okHe Word (puc.3):

* OOBIYHBIN peKuM;

* peXUM DJIEKTPOHHBIN TIOKYMEHT;

* pexxuM Pasmerka crpanuisl; pesxxuM CTpyKTypa JOKYMEHTA.

Kakue pexumbl otoOpaxeHus ucnoib3oBarh? Hambosnee yHHBeEpcaabHBIM SBISIETCA
pexuM Pa3meTka cTpaHuLbL.

[ﬂu,. Beraesxa Popmar Cepod
0 Gravrstd

D I nexTpomradil fOXYMeMT

0]
17 Crpyxrypa

[ nanmaft poxymeny

Nasenu HHCTDYMEHT OB ’
v Nuneodixa

K Lxema gorymMenta

Eonowrwry my

Bo secs sxpan

Macwrab

Puc.3. U3menenue pexnma oToOpaxeHus JokymenTa B okue Word
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B sToM pexumMe BBl BUIUTE JTOKYMEHT UMEHHO TaKUM, KaKUM OH TIOSBUTCS Ha Oymare
1OCJIE€ paclevyaTky, MOTOMY pPEeJaKTHPOBAaHHUE JOKYMEHTA C BKIIIOUYCHHEM B HEro rpauiyeckux
00BEKTOB, TAOIUIT 11€JIeCO00Pa3HO BECTH MMEHHO B PEKHMME Pa3METKU CTPAHHMIIBI; 0oJiee TOro,
HEKOTOPBIE 3JIEMEHTHI JIOKyMEHTa (HampuMep, KOJOHTHTYIbI, OyKBHIIBI, KaIpbl, pUCOBAHHBIC
00BEKTBI) MOKHO BCTABJISITH TOJILKO B 3TOM PEKUME.

OCHOBHOI HEIOCTAaTOK peknMa Pa3MeTka CTpaHMIIBI — HH3Kas MPOU3BOIAMTEIBHOCTD,
0COOEHHO TIPU TPOKPYTKE JOKYMEHTa M BBOJE CHUMBOJIOB, IIOATOMY IIpU YEPHOBOM Habope
OOJIBIINX YYACTKOB TEKCTa HEOOXOIMMO yCTaHOBHTH peskuM OObrunbiit. Cropocts Word mpu
9TOM 3aMETHO MOBBIIIAETCS, OJJHAKO B ATOM PEKHUME BBl HE BUJIUTE HU KOJIOHTHUTYJIOB, HH CHOCOK,
HU HOMEPOB CTpaHMIl (TpaHUIEH pa3iena MEXIy CTPaHHULAMH CIY)XUT IYHKTHpPHas 4epTa).
OOBIYHBIN PEKUM YCTAHABIMBAETCS 110 YMOJIYAHUIO.

YroObl M3MEHHTH PEXUM OTOOpaKEHHs, HEOOXOJMMO BOCIIOJIB30BaThCS JIIOOBIM U3
CIO0CO0O0B:

* BBIOpaTh NMYyHKT MEHIO BUJ M TICTKHYTh MBIINIBIO HAa OJHOW W3 4YEThIPEX KOMAaH]I:
OOBbIUHBIA, DJIEKTPOHHBIA JOKYMEHT, Pa3merka ctpanunbl wid CTpyKTypa (3TH KOMaHJbI
00pa3yroT rpyIimy mnoyei BEIOOPA);

* IIEJIKHYTh MBIIIBIO Ha JIF0O0OM M3 YeThIPEX KHOIIOK B TPYIIIE MOJICH BHIOOPA B JICBOM 4acTH
TOPU30HTAIBHON TOJIOCHI IPOKPYTKH OKHA JIOKYMEHTA.

Pexxum CTpykTypa JOKyMEHTa CJlEIyeT YCTaHABJIMBATh TOJBKO B OJHOM CiIydae: MpH
¢dopMaTrpOBaHUM 3ar0JOBKOB JOKYMEHTA.

Pexxum DnekTpoHHbIH H0KyMeHT — HoBass QyHkims Word, nosiBuBmascs B Microsoft
Office 97. B Microsoft Word 2000 sta ¢pyukius HocuT HazBanue Web-mokymenT. OHa H3MEHSET
pa3MeTKy CTPaHUIIBI JIJISl YIIPOUICHHUS TPOIlecca YTeHUsI IOKYMEHTa Ha 3KpaHe. TeKCT mpu 3ToM
nevaTaercsi Oojiee KpyHmHbIMH OyKBamMH, a JUIMHA CTPOKH HW3MEHSETCS, 4YTOOBI MOJHOCTHIO
yMelIaTbcs Ha SKpaHe.

Macmraéd n3odpaxenusi pokymeHnta. \Word mo3BossieT TakKe YCTAaHOBHTh MAcIITaO
n300paxkeHusl JOKyMEeHTa Ha 3KpaHe. Macmral M300pa’keHUs MOXKHO yKa3aThb B MPOIIEHTAX,
npuueM 100% o3HayarOT HOpMasIbHBIM pa3Mep 31emMeHTOB, 200% — BABOE YBEJIWYEHHOE
nzoopaxenue, 50% — BIBOE YMEHBIIIEHHOE H300paKeHHUE.

Jlnst ycTaHOBKM MaciuTaba MOYKHO MCIOJIB30BaTh moje MacmTad ¢ pacKphIBAIOIUMCS
CIMCKOM B MaHenu MHcTpyMeHToB CtangaptHas. [locne menuka Mblmbio Ha KHolke Maciirad
PacKphIBAETCSl OKHO CIMCKAa BapHAHTOB MaclTaba M300pakeHHs TOKyMEHTa, KaK MOKa3aHO Ha
puc.4. BbiOpaB B 3TOM CIHCKE HYXKHBI BapHaHT, BbI MOJIyYUTe H300paK€HHE JOKYMEHTa C
yKa3aHHBIM MacIITaboM.

CTparmia 4enmKom

JBe cTpaHMub

Puc.4. TTone macmrra®
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Bbonee mmpokne BO3MOKHOCTH T BBIOOpa MaciiTaba mpeocTaBiIseT komanaa Macirad
B MeHIO Buj. [locie BeIOOpa 3TON KOMaH/IBI HA SKpaHE PACKPHIBAETCS OKHO, B KOTOPOM MO>KHO
3aJaTh OMIMU MAacIITAOUPOBAHUS.

Kakoii BeIOpath Macmitad? be3ycinoBHO, y100Hee BCero Takoe u300paxeHue, mpu KOTOPOM
BCS CTPOKa CTPaHUIBI BUJHA HA 3KpaHe. OOpaTuTe BHUMaHUE HA J[BA YaCTO HCIOJB3YEMBIX
BapHaHTa, IPeAyCMOTPEHHBIE B CIIHCKE MAaCIITAOMpOBaHHUs: 110 mupuHe crpanuilsl (Page With) u
nenas crpannna (Whole Page).

[epBbIit BapuaHT MO3BOJISIET BUJCTh HAa 3KpaHE BCIO CTPOKY CTPAHHMIIBI, 2 BTOPOHl — BCIO
CTPAHHUILY [IEJTHKOM.

Ecnu BBl XOTHTE YBUIETH HA SKpaHE HECKOJIBKO CTPAHUI] JOKYMEHTA, TO, BBIOPAB OIIIUIO
HECKOJIBKO CTPaHUI[ U IIEJIKHYB KHOIIKY C W300pa)KCHHEM HECKOJILKMX CTpaHHI] Ha JKpaHe,
BbIOEPUTE HY)KHOE KOJINYECTBO CTPAHUL, KaK I1I0Ka3aHO Ha puc.5.

Macuy a6 l:l

Puc.5. OxHo BpIOOpa MaciiTaba n300pakeHus JOKyMEHTa

YroObI BEIBECTH Ha SKPaH BO3MOXKHO OOJIBIIYIO YaCTh JOKYMEHTA, MOYKHO MEPEKITIOUUTHCS
B IIOJIHOOKPAHHBIM PEXUM. B 5TOM pexxume Ha dKpaH He BBIBOJSATCSA OTBJIIEKAIOLIUE BHUMAHHE
AJIEMEHTBI SKPaHa, TAKUE, KaK MAaHEIIM HHCTPYMEHTOB U IIOJIOCHI POKPYTKHU. 11l mepeKItoueHus
B IIOJIHO3KPAHHBIN pexxuM B MeHI0 Bun BeiOepuTe komany Bo Beck skpaH.

5. Onepauuu ¢ ¢paiiiaMu 10KYMEHTOB

CoxpaHeHne 10KyMeHTa Ha AucKe. /|1 coxpaHeHHs JOKYMEHTa Ha JHUCKE BHIOEPUTE B
MeHI0 Daiin myHKT COoXpaHUTh KaK WM IIEIKHUTE MBIIIBIO M0 KHONKe COXpaHUTh B MaHETU
uHcTpyMeHTOB CranmapTHas. B amamoroBom oxHe 3amucu ¢aiia OTKpONTE HYXKHYIO ManKy
(nanmpumep, HoBas manka), 3atem B monie umsl (aiina 3amaiiTe Ha3BaHHe JOKYMEHTa (HampuMmep,
[Tpumep daiina), B mone Tum daiina BeIOEpUTE TUI JOKYMEHTA U MIETKHUTE KHOMKY COXpaHUTh

(puc.6).
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Puc.6. [lnaoroBoe 0OKHO coxpaHeHus ¢aitia

Ber Mmoxere coxpanuts gokymeHT Word kak Web-ctpanuity, 1i1s 4ero BeIOepuTe KOMaHIy
Coxpanuth kak Web-crpanuny B Mento ®aiin, a 3aTeM HalAWTe U OTKPOWTE HYXKHYIO MAIKY,
BBEJMTE UM JOKyMeHTa B niojie Vims daiina u HaxxmMute KHOKY COXpaHUTh.

IIpocMoTp 10KYyMeHTa nepe/ ne4yarbro. YToOb! yBUIIETh, KaK OYyJeT BBIMIAAECTh KaKaast
CTpaHHLIAa CO3JaHHOTO BaMH JOKyYMEHTa IIpud IeyaraHa Oymare, IepelanTe B pPEXKUM
IIpeJIBApUTENLHOTO pocMoTpa. Jlist a3Toro B meHto daiin Beioepute komanny IlpeaBapurenbHbiit
IPOCMOTP MJIM ILIEJIKHUTE COOTBETCTBYIOILYIO KHOIKY B IaHEIN MHCTpyMeHTOB CraHaapTHas.
[Mocne aroro B okue Word Oyzaer BbIBeIeHO M300pakeHHE CTPAHUIIBI JJOKYMECHTA TaK, KaK OHa
Oyzer HameuaTaHa Ha YCTAQHOBJICHHOM B CHUCTEME IPUHTEpE, a MOJ CTPOKOM MEHI0 Oyner
BBIBEJICHA IIaHEIb MHCTPYMEHTOB IIpocMoTpa. Jlinsd yTOYHEHUs Ha3HA4YeHUSA KaXkIoro
UHCTPYMEHTA MOXKHO BOCIIOJIb30BAaThCs BCILIBIBAIOLIEN TTOJICKA3KOM.

Ecnan BBl XOTUTE YBUIETH B pPEXUME IMPEABAPUTEIBHOIO IIPOCMOTpa Cpa3dy HECKOIBKO
CTpPaHUL] TOKYMEHTA, TO, IIEIKHYB MBIIIBIO KHONKY HECKOJIBKO cTpaHuLL B [TAHEIN HUHCTPYMEHTOB
IPOCMOTpA, KaK OKa3aHO Ha pUC.6, BBIOEPUTE HY)KHOE KOJIMYECTBO CTPAHUIL U OTIYCTUTE KHOIIKY
mbiiu. [Tocne atoro B okHe Word Oyzer BeIBeIeHO N300paKCHUE 3a/IaHHOTO BaMH KOJHYECTBA
cTpaHuL AokymeHTa. Harmpumep, Ha puc.7 JOKYMEHT IPOCMAaTPUBAETCS MEPe IeYaThIO Cpa3y Ha
YETBIPEX CTPAHUIAX.

TmH c
He
@8
|' TpaHMu: 1 x 4 {

Puc.6. Bei6op uncna ctpaHuit

Ecnu 1menkHyTh MBIIIBIO HA JOKYMEHTE B peXHME MpPEIBapUTEILHOTO MPOCMOTpa, TO
Kypcop MbIIU npuodperaet Gpopmy synsl. Eciin B myne n3o0paxkeH 3HaK «+», TO IEITYOK MBIIIT
10 CTPaHUIlEe TOKYMEHTa yBelInuuBaeT MacTad ee nzoopaxenus 10 100%. ITocae sToro B myme
U300pakeH 3HAK «-», U MPHU MOBTOPHOM LIETYKE MBIIIBIO HAa CTPaHUIE JOKYMEHTa MacuTad
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N300paXeHUsI JTOKYMEHTa CTAHOBHTCS II€pBOHAYaIbHBIM. BBl MoOXere yOpare ¢ dKpaHa
n300paxxeHue eMeHToB okHa WOrd, octaBuB TOJIBKO H300paXkeHHe JOKyMeHTa. [IJIs 3TOro BB
JIOJKHBI IIETKHYTh KHONKY Bo Bech skpan. OTMEHUTH OJTHOAKPAHHBINA PEKUM MOXKHO, IIETKHYB
knasumry ESC.

W Miciosolt Word - Glava_110. doc (npocmorp)

Patan llpasxas Bwua Borgssra Topmar LCepowc TaGmmas Oewo 7
& || @ 8| e - ||z | B | T@ | 3expre | R?
B T ‘:n - I

Nofcrous ~ o (L ABTOOMEY ~ w ] D m ‘ > - “ - A i
0 0 Pasa ) - Pes r Kon o w,

Puc. 7. IIpocMOTp 1OKyMEHTa IIEPET [T€YATHIO

Ecau BBl XOTHTE BHECTH U3MEHEHHUSI B IOKYMEHT B PEXKUME IIPEABAPUTEIILHOTO IPOCMOTPA,
TO OTKPOWTE CTPaHUILY, MOJICKAIIYIO PEJaKTUPOBAHUIO, YBEITUYbTE MACIITA0 €€ U300paKeHHs U
HIEJIKHUTE KHOIIKY ¥YBeJIMUEHUE B MMAHENIM UHCTPYMEHTOB NpocMoTpa. Korga ykazarens u3MeHUT
BUJI C JIyTIbI HA OOBIYHBIN TEKCTOBBIN yKa3aTellb, BHECUTE HEOOXOAUMbIE U3MEHEHUSI B TOKYMEHT.
UTo0ObI BOCCTAHOBHUTH MPEXHHI MaciiTad n300pakeHus], HAKMHTE KHOIIKY Y BEJTMUEHHE, a 3aTeM
HIETKHUTE JOKYMEHT.

Ecnu nocnenuss ctpaHuiia JOKyMEHTa COJIEP’KUT BCEIO HECKOJIBKO CTPOK TEKCTa, MOKHO
MOMBITATHCSI YMEHBIINTH YHCIIO CTPAHUI] B JIOKYMEHTE, HakaB KHONKY I[loaronka crpanuil B
pEKHUME IIPEIBAPUTEIBHOTO IIPOCMOTPA.

YMeHbIlIeHHe YHClia CTPaHUIl JOCTUTAETCS 3a CUeT YMEHBIICHHsS pa3Mmepa MpUQTOB,
UCTONb3yeMbIX B JOKyMeHTe. Tak Kak He CyIIeCTBYeT OBICTPOro crnocoba BOCCTaHOBMTH
UCXOJHBIE pa3Mepbl MIPU(TOB TOCIE COXPAHEHUS U 3aKPBITUS JOKYMEHTa, MOSTOMY TOCTe
BBITIOJIHEHHS] YMEHBIIICHUS YHUCIIa CTPAHUIl IPOCMOTPUTE U3MEHEHHS, BHECEHHBIE MPU TIOJITOHKE
CTpaHUL, U, €CJIM OHU Bac HE yCTPauBalOT; HEMEIJICHHO BbIOepuTe KoMaHay OTMEHUTh OATOHKY
cTpanul B MeHo [IpaBka.

UToOb!I BBINTH U3 peXUMa MPEIBAPUTENHLHOTO MPOCMOTPA, HAXKMHUTE KHOIIKY 3aKpBITh.

IHeuyaTs noxkyMeHnTa. [j1s1 BBIBOJA CO3JAHHOTO IOKYMEHTA Ha NIeYaTh BKIIOUUTE IPUHTED,
3ampaBbTe OymMary. MOKHO Hare4arartbh JOKYMEHT, IIEJIKHYB MBIIIbI0 1o kHomke [IpuHTep B
MaHeau MHCTpYMeHTOB CTaHAapTHAas WM B PeXKUME IMPOCMOTpa, LIEIKHYB KHONKY Iledats B
MaHeIu HMHCTPYMEHTOB mpocMmoTpa. Ilociie 3Toro mpuHTEp BBINOJHUT IE€YaTh JOKYMEHTa C
3apaHee YCTaHOBJIEHHBIMM ITapaMeTpaMHu.

Ecnu BeI XOTHTE NTPU NIEYaTH JOKYMEHTA ONPEAEIIUTD TApAMETPBI IT€YaTH, OTINYAFOITUECS
OT YCTAHOBJICHHBIX [0 YMOJIYaHHUIO, TO JJIs NI€YaTH JOKyMEeHTa BbiOepuTe B MeHIo Dailsl komaHay
[Teuats. B pgmamoroBom oxue Iledate BeIOCpUTE NPUHTEP, BHIOEPUTE YACTh I€YATAEMOTO
JIOKYMEHTA U 33/1aiiTe HoMepa Me4aTaeMbIX CTPaHUI] WM BCE CTPAHUIIbI, KOJMYECTBO KONuil (10

YMOJTYaHHUIO — | K3eMIUIAp).
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Jlia ompeneneHus] AOMOJHUTENBHBIX MMapaMEeTPOB KauecTBa MEYaTH IMIEIKHUTE KHOMKY
CgoiictBa. B okne CBoiicTBa: nmpunTep, BeiOMpas Bkiagaku Kauectso, M3o0paxenue, bymara u
Ip. (MX cOCTaB MOXKET OTJIMYAThCS B 3aBUCHMMOCTU OT BBIOPAHHOTO MpPUHTEpA), IPOCMOTPUTE U
[IEpEeyCTaHOBUTE NTapaMEeTPbl HACTPOEK IPUHTEPA.

JUig BCTyIUIEHUS! B CHJIy BHECEHHBIX M3MEHEHUHN MapaMeTpoB I€4YaTH LIEIKHUTE KHOIKY
OK B okne CpoiicTBa: npuHrep. Jjis meyaTu JAOKyMEHTa C YCTAaHOBJICHHBIMH MapameTpaMu
niesIKHUTE MbIbio 110 kHonke OK B okHe Ilevars.

IIpocmoTp cocTosiHMSI NMPUHTEpPa U Me4YaTaeMbIX JAOKYMeHTOB. Kak TONbKO BbI
3alycKaeTe MpoIece MevaTH, psAAoM ¢ yacaMu Ha maHenu 3agad Windows 95/98 mosBisiercs
3HAYOK NpuHTEpa. s mpocMoTpa COCTOSIHMSI IPUHTEpPA U I€YAaTAEMbIX JOKYMEHTOB JIBAXKIbI
LIEJIKHUTE MBIILIBIO 3TOT 3HA4OK. [lociie 3Toro Ha skpaHe pacKpoOeTCcsi OKHO COCTOSIHUS IPUHTEPA
CO CIIMCKOM II€4aTaeMbIX JTOKYMEHTOB (puc.8).

& MB 206 - 10] x|
Hpsorrep  Hoxymewr Bua Cnpasxa

Jloxymern 1 Cocronuue J Bnagenou iﬂuuoﬂmt I Hasano

#| Microsoft Word - Glava_1 Haer ney alex Crpanug 120905160
q | D]
A aret B ovepeau |

Puc.8. OkHO cocTosiHUS TpUHTEpa

Ecnu BaM HE0OXOIUMO OCTAaHOBUTH I€YaTh JOKYMEHTa, TO B OKHE COCTOSHUS IMPUHTEpA
YK)KUTE 3TOT IOKYMEHT, a 3aTeM B MeHIO JlokyMeHT BriOepuTe komanay OTMEHUTH neuath. Jiis
MOJYYCHUsT TOAPOOHBIX CBEACHHI O IE€YaTH BBI3OBUTE OKHO crmpaBku WOrd, Ha BKIajake
Conepxanne BbiOepuTe TeMy [leuaTts, B Heil BeiOepuTe [leyaTh qOoKyMeHTOB. J[BaXkabl IienKas
MBIIIBIO Ha HYKHOM paszjiele, MPOCMOTPUTE CIpaBOYHY0 wuHpopmanuio. [lo okoHuaHuu
W3YYEHHUS CIIPaBOYHON MH(OPMAIIUY 3aKPONTE OKHO CIIPABKH.

OTKpBITH paHee CO3AaHHBII J0KyMeHT. [[rnasorosoe okHo OTKpeITHE HoKyMeHTa Word
MO3BOJIIET OTKPBIBATh JIOKYMEHTHI, pacIojiaraloliuecs B pPa3IUYHBIX o0macTax. MoxHO
OTKPBIBATh JOKYMEHTBI, XpPAHALIMECS HA )KECTKOM JUCKE KOMIBIOTEPA UIIK HA CETEBOM JIMCKE, K
KOTOpOMY UMeeTcst AocTyll. Kpome Toro, MOHO OTKpPBIBATh JOKYMEHTHI B CETH.

Jl71st TOro 4To0BI OTKPHITh JOKYMEHT Ha JUCKE BbIOepuTe B MeHI0 PDaiin myHKT OTKpPHITh
WJIU MIETKHUTE MBIIIbIO 110 KHONKe OTKPBITh B TaHenu UHCTpymMeHToB CtanaaptHas. B manenu
OTKpbITHE [TOKYMEHTa OTKPOWTE TAamnKy, B KOTOPOM COJEPXKUTCS JOKYMEHT (4aie BCEro
JIOKYMEHTHI 3aUCBHIBAIOTCA B TANKy «MoOU JOKYMEHTBI»), YKaKUTE HYKHBIN (halil U MIEIKHUTE
MBIIIBIO IO KHONIKE OTKPBITH.
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49.

lNpeobpasosanue dakna B

Puc.9. Oxno npeoOpazoBanus daiina

Ecnu mokymeHT ObLT paHee coxpaHeH B Qaiiie ¢opmara, otnuyaromerocs or Word, o
Word BeimosnHseT npeodpasoBanue Qaiisa B CBOM hopMmar.

Jlns KOHTpOJISL 3a TakuM IpeoOpa3oBaHueM B mapamerpax Hactpoiiku Word (MmeHro
Cepsuc, komanaa [lapamerpsl, Bkiagka OOmue) omkHa ObITh BKITIOUeHa onius [logTBepxaars
npeoOpa3oBaHue TPU OTKPBITUU. Ecim 3Ta Omius BKIIOYECHA, TO HA 3KpaH BBIBOIAHMTCS OKHO
HOJTBEPXKICHUS ITpeoOpa3oBanus (aiiia, mokazaHHOe Ha puc.9. B 3TOM OKHE HY)KHO yKa3aTh THII
OTKPBIBAEMOT0 IOKyMeHTa U 1eakHyTh OK.

Oovexkmubl uccinedoeanus, 0060pyoosanue, mamepuanvl U HA2IAOHbIE

nocoous:

1. II5BM IBM PC.
2. OnepannoHHas cpefa. TeKCTOBBIN Mporeccop (peaakTop)
3. DnektpoHHbIi 1oKyMeHT «IIpakTnyeckas pabora Ne3y.

3aoanue na pabomy (pabouee 3ad0anue):

N3yunth »nekTpoHHBIH A0KyMeHT «llpakTtudeckas pabora Ne3y. M3yuurte TeopeTrmueckue
MOJIO’KEHUS paboThI
CocTaBuTh B TETpaJu KOHCIEKT MO0 U3YYEHHOMY MaTepHainy.

[IpenssBUTH KOHCHIEKT Ha MPOBEPKY IMPENOIaBaATENIO.

OtkpsiTh (aiin [pumep1.doc u3 manku Mou TOKYMEHTHI.

Boiienuts Bech JOKYMEHT, BbIOpaTh j1i1st Hero B koMmanae @opmar-IIpudt mpudt Times New
Roman Cyr pazmepom 12 nmyHKTOB ¥ BBIPOBHSTH TEKCT, HIEIKHYB 110 NUKTOrpamMme Ilo mupune
Ha MaHeJIu UHCTPYMEHTOB DopMaTHUpOBaHHUE.

Boiienuts ab3aubr:

Ha0op TeKcCTa;

PENAKTUPOBAHUE;

ophorpadpuyeckuii KOHTPOIb, POpMATHPOBAHUE TEKCTA, PA3METKA CTPAHULI;

nevathb (IpOCMOTp Mepe NneyaTbio TEKCTa Ha SKpaHe, IeyaTh Ha Oymare).

1 0pOpMUTH TOKYMEHT B BUJIE MAPKUPOBAHHOIO CIIUCKA, IIEJIKHYB KHONKY MapKepbl Ha MaHelu
nHCTpyMeHTOB DopmaTupOBaHUE.

Anasornyio oopmMuTe ad3arbl:

¢dopmaTupoBaHUEe CUMBOJIOB (MCIIOJIb30BAaHUE PA3IMYHBIX MIPU(PTOB U HAUEPTaHUH);
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dbopmaTupoBanue ab3aieB (BbIpaBHUBAHUE 10 MIMPUHE CTPAHUIIBI M1 aBTOMAaTUUECKH epeHoc
CJIOB);

odopmieHne cTpaHul (aBTOMaTU4YecKast HyMepanus, BBOJ KOJIOHTUTYJIOB U CHOCOK);
odopmieHne JoKyMeHTa (aBTOMaTHYECKOE MOCTPOCHHE OTJIABIICHUN U yKa3zaTeleh);

co3manue U 00paboTKa TadIwII,

IIPOBEpPKA IPABOMMUCAHUSA U T.J.

50. OtdopmarupoBarh ab3all, HAUMHAIOIIUKICS CO CIOB «TEKCTOBBIM MTPOIIECCOPOM OOBIYHO
Ha3bIBAIOT ...», 33]1aB CJIEAYIOIINE [TapaMeTphbl: BolpaBHUBaHueE 1o mmpuHe, oTcTynbl ciieBa u
crpaBa | cM, OTCTyII B MepBoOM cTpoke Ha 1.5 cMm, mHTEepBal nepea ad3amem 12 myHKTOB, IOCIIe
— 6 IYHKTOB, MEKyCTpOuHbIil nHTEpBai [lomyTopHslii. [{71s1 3T0r0 yCTaHOBUTH KYypCcOp B
a63ar, B MeHIO @opMar BeIOpaTh KOMaHTy A03all, B IMAaJIOrOBOM OKHE A03all Ha BKIIAJKe
OTcTyIbl ¥ HHTEPBAJIBI 3a/1aTh YKa3aHHBIE IapaMeTphl U MEIKHYTh KHONKy OK i ux
IIPUMEHEHHUS.

51. TIpoBepuTh pacronokKeHne TeKCTa Ha JICTE, MePEiis B PEKUM MPEIBAPUTENILHOTO IPOCMOTpa
nepes nevaTbio.

52. YcTaHOBUT KypCOp U MEPBBIi a03all U 3a7aTh €My CTUIIb 3aroJIOBOK 1, JI71s 4ero, meIKHYB B
OKHe cTuiieil Ha nanenu GopMaTUpOBaHUE, BHIOPATh U3 CIIUCKA CTHIIb 3arojioBoK 1.
Odopmuts ab3ar TekcTa «B mporecce moAroTOBKH TEKCTOBBIX JOKYMEHTOB MOKHO BBIICITHTH
CJIEIYIOILKE ATAIbI:» CTUIIEM 3aroJoBOK 2.

53. I3mMeHuTh CTHIIb 3aroyioBokK 2, 3a1aB emy mmpudrt Courier New pasmepom 16 myHKTOB 1
rpanuny PaMka ¢ TeHbIO ¢ 3aJIMBKOM CEphIM LIBETOM 3amojiHeHueM S5 %.

Jns sToro B meHto @opmart BeIOpath koManay Ctuib. B okae Ctuiib BeIOpaTh 3aroioBok 2 B
nosie CTUIM U IENKHYTh KHONIKY I3MeHnuTh. B okHe V3MeHeHue cTuis, eaKHyB KHONKY
®dopmar, BeIOpath ['panuiiel, B okHe ['panulibl u 3ayiMBKa Ha BKiIaKe ['paHuIIa B 11OJI€ THIT
BBIOPATh TEHb, B 1osie Tur BeIOpaTh JIMHUIO, LIBET U LIMPUHY, HA BKJIaKe 3aJMBKa BHIOpATh y30p
5% cepsiit, BeT poHa bupro3oBeIii, B mone [IpuMeHnTh K 3a/1aTh 0071aCTh MTPUMEHEHUS
dbopMaTupoBaHus Kk ab3aiy. 3aBepUINTh 3a/1aHKUE TUIA TPAHULIBI U 3aJIUBKHU, IIEJTKHYB KHOIIKY
OK. 3arem 3akpbITh OKHO M3Menenue ctuns. B okHe CTuib MeNKHYTh KHONKY [IpMeHUTD.
[TpocMoTpeTs, Kak M3MEHUIIOCh OopMiIeHHE ab3ana TekcTa «B mporecce moAroToBKU
TEKCTOBBIX JOKYMEHTOB MOYKHO BBIJICJIUTH CJIEIYIOIINE TAIBI:» B CBSI3U C U3MEHEHUEM CTHUIIS
3aroJyioBokK 2.

54. Odopmuts ab3all, HAUMHAIOIIUICS ¢ TEKCTA: « [€KCTOBBIM MPOLIECCOPOM OOBIYHO HA3BIBAIOT
MOILHBIM TEKCTOBBIM PEAAKTOP...» B IB€ KOJIOHKH OJIMHAKOBOM IIMPHUHBI C PA3JIEIUTEIEM U
IPOMEKYTKOM MEXAY KOJJOHKaMU IUpUHOM 1 cM. [{11s 3Toro BeIIenuTh ab3all, JBaK/bl
IIEJKHYB MBILIKOM Ha IoJie cieBa oT ad3aua, 3areM B MeHio dopmar BbIOpaTh KOMaHAy
Konounku. B nquanoroBom okue KonoHku onpenenuts THI 1B€ KOJIOHKH PaBHOM IIMPUHBI,
BKJIFOUMTH napameTp Pasaenurens, B mone [lIuprHa n mpomMexxyToK 3a/1aTh MPOMEKYTOK MEKIY
KosioHkamu 1 cMm, B nosie [IpumenuTs BoiOpaTh BapuaHT K Beienennomy tekery. llenknys OK,
3aBepIIUTh popMaTUpoBaHKE ab3ala U MPOCMOTPETh PE3YNIbTaT.

55. CoxpaHuTh OTHOPMATUPOBAHHBIN TOKYMEHT B Manke Mou JOKYMEHTBHI [10J1 UMEHEM
[Tpumep2.doc, ncnonb3ys komanay Paitn-CoxpaHuTh Kak.

56. OdopmuTe oTUeT.

3aoanue 2
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1. 3amyctuth penakrop Word u oTkpeiTh JoKkymeHT [Ipumep3.doc B manke Mou
JIOKYMEHTBI.

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

3. BeiOpaB B mento Paiin komanay Ilapamerpsl cTpaHuIbl, BEIOEPUTE B THATIOTOBOM OKHE
[Tapametps! cTpaHuLbl BKIaaKy 1lois u onpenenure paccTossHUE OT BEPXHErO Kpasi CTPAaHULLBI
JI0 KOJIOHTUTYJIA B 2 CM, OT HMKHETO Kpasi CTpaHULIbI 10 KOJIOHTUTYyna — B 1,6 cM. Ha Bknanke
MakeT BBIKJIFOUHATH ONUMIO. Pa3inyaTh KOJOHTUTYIIBI YETHBIX U HEYETHBIX CTPAaHULL. B moie
[TprMeHuTH BEIOpATh BapuaHT NPUMEHEHMs 3aJaHHOM pa3MeTku cTpaHullbl Ko Bcemy
JOKYMEHTY.

4. Co31aTh KOJIOHTUTYJIBIL:

BEPXHUH KOJIOHTHUTYIL:

[Tpumep TecTa BepXHEro KOJIOHTHUTYJIA
HYDKHUH KOJIOHTHUTYIL:
JIOKYMEHT co3/laH; TeKyllas Aara, TEKYyLIee BpeMs Ne crpanuist

Jliig co3aaHus KOJIOHTUTYJI0B B MeHIO Bua BiOpate komanay Kononturynsl. Ilocie
ATOTO OTKPOETCS 00IaCTh KOJIOHTUTYJIOB, a Ha SKpaHEe MOSIBUTCS TAHETh HHCTPYMEHTOB
Kononturynsl.

Jl1s co3iaHust BEpXHEro KOJOHTHUTYJIA BBEIUTE TEKCT, PUCYHOK B 00J1aCTh BEPXHETO
KOJIOHTHUTYJA, HAPUCYUTE JIMHUIO U 337alTe TUI JINHUU.

Jlnist co3aHus HUOKHETO KOJIOHTUTYJIA HAXKMUTE KHONKY BepXHU/HIKHUI KOJTOHTUTYI
Ha MaHeJId UHCTPYMEHTOB KoJIOHTUTYIIBI U1 epexoa B 00,1aCTh HUYKHETO KOJIOHTUTYJIA.
Breaute Teker «/lokyMeHT co3nan:». UToObI BCTAaBUTH TEKYIIYIO JaTy HAKMHUTE KHOTIKY JlaTa.
[I{enxkHyB Ha Ma”enn HHCTPYMEHTOB KoJIOHTUTYIIBI KHONIKY Bpemsi, BCTaBbTE B HUKHUN
KOJIOHTUTYI Tekyiuee Bpems. [llenknys kHonky Homep cTpaHuiibl Ha aHEI HHCTPYMEHTOB
Kononturynsl, BcraBbTe Homep crpanunel. Hapucyiite 1nHHIO ¥ 3aaliTe TUI JINHAH.

5. Ilo oxkOHYaHUH CO31aHMS KOJIOHTUTYJIOB 3aKPOUTE ITAHENIb UHCTPYMEHTOB
KonoHTuTymsl.

6. BeiOpaB B menro Paitn komanay [lpeaBaputenbHblii IpOCMOTp, TPOCMOTPUTE, KaK
OyzeT BBIMIAAETh JOKYMEHT C CO3JJaHHBIMU BaMH KOJIOHTHTYJIaMH Ha Oymare.

7. 3aBepmINTh pabOTy peaKTOpa TEKCTOB C COXpaHEHUEM (ailyia ol NPeKHUM UMEHEM.

X00 pabomut (nopaodok evinonHenus padoomot):

15. CryneHT 10JKeH 3aHATh pabodyee MECTO 3a KOMIIBIOTEPOM

16. 3arpy3uth meKTpoHHBIN ToKyMeHT «IIpakTndeckas padora N3y

17. 3akoHCTIEKTUPOBATH OCHOBHBIE MOHATHUS U OTPEACICHHUS

18. 3anucate W 3agaTh BOMPOCHI TPETOJABATENI0, €CIM KOHCIEKTHPYEMBId MaTepuanl BbI3BIBACT
TPYAHOCTH B IOHUMaHUU

19. 3anucatb MOSICHEHUS MIPETIOIaBaTels

20. IIpenpsaBUTH KOHCIEKT Ha MPOBEPKY

21. 3aBepmuTh paboTy

51



Cooepoicanue u oghopmanenue omuema

Otuer nomKeH ObITh OPOPMIIEH B TETPAIU U COAEPKAaTh Ha3BaHUE JIAOOPATOPHOU
paboThl, Aaty BeiosIHEHUS, Ne rpynnsl 1 M.O.@amunuio cTyneHTa, 3ajaniue Ha padoTy U
ONMCAHNUE OCHOBHBIX CBEACHMM, IPABUII U IPUEMOB, U3YUYCHHBIX IIPH BBIITOJIHEHUU
nabopaTopHOM PabOThI, BHIBOJIBI.
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IIpakTunuyeckas padora No4

HUcnoan3oBanue rpadpuuyeckux 00neKToB. Ta0JauIbl TEKCTOBOI0 PEIAKTOPA.
IIpoBepka NpaBONUCAHUSA

Ilenv nabopamopnoit pabomul

HBy‘-ICHI/Ie crnenuaabHbIX BO3MOXKHOCTEH pa6OTI>I B TCKCTOBOM PEOAKTOPEC

Teopemuuecxue noJlox3#cernus

1. Ucnoan3oBanue rpaguyecknx 00bLeKTOB

Kak 6110 omucano panee, ¢aiii, mpeactaBisionumii codoi gokyment Word, coaepxur,
NOMHMO  aln(aBUTHO-IIU(PPOBBIX CHUMBOJIOB, HHPoOpManui0 O (QOpMATHUPOBAHUH TEKCTa,
rpaduyeckue 00bekThl. B kommiekT moctasku Word BXoauT KoJuieKIus pucyHkoB B coctase Clip
Gallery. Clip Gallery comepxxut 060sbIioe KOMHYECTBO MNPO(PECCHOHATBHO BBITOJHEHHBIX
PUCYHKOB, TpEIHA3HAYCHHBIX Ui O(GOPMIICHUS JOKYMEHTOB: OT reorpaMueckux KapT [0
M300paXeHUH JI0JeH U OT 3/1aHUM J0 TeaTpalbHbIX 3aHABECOB.

Haiiti Hy>XHBII pUCYHOK O4YeHB TIpocTo. [[y1st aTOTO BEIOEpUTE B MEHIO BCTaBka KOMaHTy
Pucynok, komanay Kaptuuku, a 3arem — Bkuanky I'paduxa wim Kaprunku. Clip Gallery
MPEIOCTABIISET BOZMOKHOCTh MOMCKA PUCYHKA C HEOOXOIUMBIMHU XapaKTEPUCTUKAMU, a TaKKe
UMeeT COOCTBEHHYIO CIIPABOYHYIO CUCTEMY, COICPIKAILYIO CBEACHUS O JOOABICHUH, 0OHOBICHUU
¥ U3MEHEHUH PUCYHKOB. [1J1g morcka HeoOX0AMMOT0 PUCYHKA WIIH MOTYYESHHSI TOTIOTHUTEIbHBIX
cBeZieHMni HaxxmuTe kHomKy CripaBka Ha BkJajake ['paduka win KapTunku.

Taxke cyliecTByeT BO3MOXHOCTh BCTABKH PUCYHKOB M OTCKAaHUPOBAHHBIX (poTorpaduii u3
JIpYTrux nporpamm Hu (aiiios. [[1s BcTaBKM pUCYHKaA U3 JPYroil MporpaMMbl BEIOEpUTE KOMaHIy
Pucynok B mento BcraBka, a 3arem — komanny M3 ¢aiina. [locne storo B okHe /[o0aBuThH
PUCYHOK HaliUTe MankKy ¢ PUCYHKOM, YKaXHT€ PUCYHOK U HIeTKHUTE KHONKY /loGaButh. s
MIOUCKA HY)KHOTO (pailyia menkHure kHonky OT0op U B 1MaoroBoM okHe PaciimpeHHbIH mouck
¢aiinoB onpenenuTe ycioBUe MOMCKA (HapUMep, AJs MOoMcKa BeexX (hailiioB, B MMEHU KOTOPBIX
IPHUCYTCTBYET CIOBO OpeN, BBEAUTE 3TO CJIOBO B MoJie 3HAYCHHUE, KaK MOKa3aHo Ha puc.l).

Puc.1. Onpenenenue ycnoBusi moucka (paiiyioB pucyHKOB

Jlnst BBITIOTHEHUST Toucka mienkHute kKHomky Haiitu. Ilocne storo B okHe [[06aBUTH
PUCYHOK OyZIeT BBIBEJIEH CIIMCOK HalJIeHHBIX (aiiyioB. BeiienuTe HYKHBIM U IEIKHUTE KHOIKY
Jo6asute. Kcratn, Takum oOpa3oM [100aBlIeHO B JIOKYMEHT JaHHONH KHUIHM OOJBIIMHCTBO
PUCYHKOB.
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Microsoft Word umeer BcTpoeHHBIE CpECTBA ISl CO3/IaHUS U PEIAKTUPOBAHKSI PUCYHKOB.
Jnst oroOpakenust B okHe WOrd maHenmm MHCTpYMEHTOB PUCOBaHUS ISITKHUTE KHOIIKY PrcoBanue
B MaHCJIN UHCTPYMCHTOB CTaHI[apTHaSI. Ha nanenn HHCTPYMCHTOB PHCOBAaHUA PACIIOJJIOKCHBI
MHCTPYMEHTHI [UIS PUCOBAHUS, YIpaBieHUS M (OPMATHPOBAHUS BCEX BUAOB TIpaduyecKux
00BbeKTOB (puc.2).

JledcTBus ~

Puc.2. Ha3znauenne nactpymenTtoB [lanenu pucoanus

Hasnauenne OOJBIIMHCTBA WHCTPYMEHTOB OTOM IaHEAM HWHTYHTHBHO IIOHATHO, HX
Ha3BaHWs M Ha3HAYEHHS MOYKHO [IPOCMOTPETH C TIOMOIIBIO BCILIBIBAIOIIEH MOACKA3KH.

[Ipy BbIJETIEHUM PUCYHKAa Ha DKpaHe MOSBISAETCS IaHedb HHCTpyMeHTOB Hactpoiika
U300pakeHHsI, KOTOPYIO MOYKHO HCIIOJIb30BATh JJIsl 00PE3KH M300pakeHus, T00aBICHUS TPAHUII,
PErYJIMPOBKU SAPKOCTU M KOHTPACTHOCTHU, a TAKXKE I HCIIOJIB30BaHHsA PHUCYHKAa B KAa4YCCTBEC
o UT0KKH (puc.3).

(.9 B B C
el | el -" N *

# =% ¢ @

Puc.3. Hactpoiika n3o0paxxeHus

Word 2000 mpemocTaBisieT BO3MOXHOCTh JO00aBUTh WM yIadUTh KHOINKH Ha MaHEIb
WHCTPYMEHTOB PUCOBAHUSI.

Jns coznanus pucynka Microsoft Word Beioepute B MeHro BeraBka komanny OObekT, a
3arem — BkIanky Coznanue. M3 cnucka Tum oobekra BeiOepute Trn Pucynok Microsoft Word.
C nomompl NaHeTM MHCTPYMEHTOB PucoBaHMe BCTaBbT€ U OTPEHAKTHUPYWTE HYXKHbIC
rpapuueckue o0bekThl. I1o okoHuaHuM paboThl BeIOepuTe B MeHIO Daiin KkoMaHay 3aKphITh U
BEPHYTHCS.

I'paduaeckuii 00bEKT MOKHO TIPEOOPA30BATH B TOJTIOKKY. J[J1s1 3TOTO, IMIEIKHYB MBIIIHIO
Ha pPUCYHKE, BBI30OBUTE NaHelb MHCTpyMeHTOB Hactpoiika mzoOpaxenus. lllenkHyB KHONKY
N3o00paxenne Ha MaHenu HHCTpyMeHTOB HacTpoiika u3oOpakeHHss B MEHIO, BbIOepUTE
[Toanoxxka, Kak moka3aHo Ha puc.4.
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Puc.4. IlpeoOpazoBaHue pUCyHKa B MOJUIOXKKY

IIpn xemaHMM 37€Ch KE MOKHO BBIIIOJIHUTH HACTPOMKY SIPKOCTH M KOHTPACTHOCTH
pucyHka. YToObl M3MEHMTh OOTEKaHHME PUCYHKa TEKCTOM, BblOeputTe BkiIagky OOTekaHue u
3ajiaiite 1pyrue napamerpsl B rpynne O0TekaHue.

UYroObl 100aBUTHh TEKCT, MPUKPEIUICHHBIH K rpaduyeckoMy OOBEKTY (Kpome JIHHHN),
BBIJICJIUTE STOT OOBEKT, a 3aTeM BBEIHUTE HYKHBIH TeKCT. {1 moOaBieHus TekcTa B 1F000e MECTO
CTpaHHIIBI, B TOM 4YHCJEe W Ha TpaQUUeCKUil OOBEKT, BHIOEpUTE B TAHEIH HHCTPYMEHTOB
PucoBanus unctpyment Hanmnuce u pactsiHUTE paMKy HaJIIIMCH, IIOCJIE Yero BBeaAUTe TekcT. Jlis
u3MeHeHus (popMara TEeKCTa HaIICH BeIIEIUTE ee, Beioepute komanay LLpudt B menro @opmar
Y 3aJjaliTe Hy)KHbIE 1apaMETPHI.

IToBOpOT TekcTa OCYIIECTBISIETCS IyTeM BbIOOpa COOTBETCTBYIOILEIO IapameTpa B
nuanoroBoM okHe Hampaenenue tekcra (MeHio Popmar). Tak Kak HaANUCH SABJISIOTCA
rpadpu4ecKuMu OOBEKTaMH, [T U3MEHEHUS UX TpaHull, (GOHA U IPYTUX HapaMeTPOB UCIIOIb3YiTe
IIaHEeJIb UHCTPYMEHTOB PrcoBanue.

Dby st Word A

‘ Hamornmie Texor Q % [ Cy Ald _r,:-’ = .'/A.

Puc.5. [lanenb HHCTPYMEHTOB pEAAKTUPOBAHUS (PUTYPHOTO TEKCTA

Jlns cozmanust GUTypHOTO TEKCTa MCHOJB3yiTe KHOMKY Jlo0aBuTh 00bekT Word Art Ha
naHenu pucoBaHud. [Ipu 3ToM Ha SKpaHe pa3BepHETCS MaHEIh HHCTPYMEHTOB PEAaKTUPOBAHUS,
noka3zanHas Ha puc.5. [To cpaBHenut0 ¢ peapiayumu BepcusmMu B Word 2000 mosiBUITHCh HOBBIC
BO3MOXKHOCTH: 100aBlieHUE 00beMa, TEKCTYpHBIC 3aJTUBKH U JP.

2. Tadmmuwr Microsoft Word

Microsoft Word umeer BO3MOXHOCTh pa3MeCTUTh MH()OPMAIMIO HA JINCTE B CIOXKHOM
dbopmare, BKIIOUYMB €€ B SUCHKH TaOIUIbl. Tabnuia cocTOUT U3 TONOIOB M CTPOK. OCHOBHOM
CTPYKTYPHBIH 3JIEMEHT TaOJIUIBI — sS4YEiiKa, T.€. PparMeHT JTOKYMEHTAa Ha MepeceYeHu  CTOJIONa
U CTPOKH. SI4eiKy TaOJHIBI MOKHO CUUTATh «MUKPOJIOKYMEHTOM» — 3TO OOBIUHBIN ()parMeHT
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JIOKYMEHTA, KOTOPbIi MOAYUHSAETCS MOUTH BCEM 3aKOHAM «HOPMAaJIbHOTO» TeKcTa. Sluelika MoKeT
COCTOSITh U3 HECKOJBKUX CTPOK (ab3aIieB), MOXKET COAEPIKATh PUCYHKHU U PUCOBAaHHBIE OOBEKTHI;
TEKCT SYCWKHM MOXKHO (popMaTupoBaTh MO OOBIYHBIM MpaBWiIaM (BKIIOYas BBHIPABHUBAHHUE).
OpHako siueiika He MOXKET COACPKATh IPYTYIO TaOJIHILY.

MOXHO €O3/1aTh HOBYIO YUCTYIO TaOJIMIy W 3aMOJHUTH MYCThIC SYCHKU, JTHOO MOMKHO
npeoOpa3oBaTh CyllecTBYIOIIMe ab3albl TeKcTa (paslielieHHble, HanpuMep, CHMBOJIAMHU
TaOyssI1MK) B Tabnuily. MOXKHO Takke co3/1aTh TaOIHIly HAa OCHOBE CYIIECTBYIOIETO UCTOYHHUKA
JAHHBIX, TAKOTO Kak 0a3a JaHHBIX WM JeKTpoHHas Tabnuua. Keratu, TabnuyHas nndopmanus
B JIaHHOM KHUTE 0popMIiIeHA ¢ moMoIIbio Tabmui Word.

Haubonee ObICTpBIi MyTh CO3/IaHUS MPOCTON TAOIHIIBI -— MIEIKHYTh KHOMKY J[00aBUTH
TaOJIMIly B MaHenn uHCTpyMeHToB CTaHmapTHasl, a 3aTeM, MEePETAIUB KypCcOp MBIIIN O CETKE,
yKa3aTh HY)XHOE YHCJIO CTPOK M CTOJOIOB. MOXHO mpeoOpa3oBaTh CYHIECTBYIOIIUI TEKCT B
TaOJIMILy, 7Sl Yero CHaJyalia HY»HO BBIJICIUTH €T0, a 3aTeM BBIOpPAaTh B MEHIO TabJniia KoMaHy
[IpeoOpa3zoBath B TaOIUILY.

C nomotibro HOBOM KoMaHAbl HaprcoBath Tabnuily B naneian HHCTpyMeHTOB CTaHIapTHAS
MO3KHO JIETKO CO3/1aTh O0Jiee CII0KHYIO TaOIUIly — HalpuMep TaKyro, KOTOpasi COACPKUT SueiKu
pa3HOil BBICOTHI WJIM PA3IMYHOE KOJIMYECTBO CTOJOLIOB HA CTPOKY — METOM, CXOAHBIH C
PUCOBAHHEM TAOJIUIIBI OT PYKH.

Jy1s1 BBIZIETICHUS SJIEMEHTOB B TA0JIMIIE UCTIONB3YIOTCS CIEAYIOIINE CIIOCOOBI:

O0BeKT Cnoco0 BeIIETIeHHUSA
Sueiika [IlenkHUTE JIEBYIO TPAHULLY STYEHKU
Crpoxa [[lenkHUTE JIEBYIO TPAHUILY CTPOKHU
Cronben [{enkHUTE BEPXHIOK YacTh CTOJIOIA TAOIUIIBI
WJTU TPaHUILY
Heckonbko sueek, [lepemecTuTe ykazarenb Npu HaXKaToOW KHOIIKE
CTPOK HJIA CTOJIOIIOB MBIIIN 4Yepe3 SUYEeHKy, CTPOKY WJIU CTOJOeIl,

WIA BBIICIUTE OJHY SYEHKY, CTPOKY WJIH
cronberr, a 3aTeM, yaep:kuBas kiuasuiry Shift,
HICJIKHUTE JAPYryl0 SYCUKY CTPOKY HIIU

cTosbern
TekcT B cocenHen Haxxmure knaBumu Tab
PEEING
Tekct B npeapayIei Haxxmure knasumu Shift + Tab
PEEING
Bces Tabnuna [lenkuuTe TabMMILy, a 3aTeM Haxkmure Alt + 5

Ha 1u(pPOBON KJIaBUATYpE MPH BBIKIIOUEHHOM
knapuie NumbLock

Jlnst oOparieHus K siueiike TabJIUIbl TPUMEHSIETCs CIIOCO0 MMEHOBAHMUSI, 3HAKOMBIH BCEM C
JIETCKOM UTPBI B «MOPCKOH 00i»: cTpoku HymepytoTes udpamu (1,2,3,...); cToAOLB HyMepyloTCs
oykBamu (A, B, C, B, E, P,...).

Hag 4ucinoBeIM COJNEPKHUMBIM sY€eK TaOIMIBI BO3MOXHO BBIMOJIHEHHE MPOCTEHUIINX
BbIUKCIeHUH. 3anuch (opMyJbl HaYMHAETCS CO 3HaKa «=». Jns 3amucu Gopmynsl B sueiiky
BBIJIETIUTE SUYEHKY, B KOTOPYIO OYJET MoMellleH pe3ynbTar. Beibepure komanay @opmyia B MEHIO
Ta6muma. Eciim Word npennaraer Hemoaxozsmiyro ¢hopmyiy, yaanure ee u3 nons @opmyna. B
cnucke BeraButh GpyHkuuio Beioepute pyHkuuio. Hanpumep, Uit CKi1apIBaHus yices BbIOepUTe
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Sam, 3atem ykakuTe orepaH bl 4yepes 3armsiTyro (Hanpumep, Al,B2) nnm 3anaiite nuama3oH siueeK-
orepanoB (Harpumep, A2:G4).

OcHOBHBIE OTepanuu ¢ TabIuIaMi pACCMOTPHUM Ha IIPUMEpE.

1. Co3nartb Tabnuiy «Bemgomocts ycrieBaemoctu [lerposa Bacu B 1 yerBepTH» (puc.6).

Puc.6. Ucxonnas Tabauna

2. BcraButh crpoky ¢ npeamerom MHpopmaThka nepen XUMHEH, JUis Yero BbIIEIUTH
CTPOKY C 3amuchlo XuMus M B MeHio TaOnuua BeiOpaTh komanny Jlo6aButh cTpoky. Beectn
Ha3BaHue npeaMmera MHpopmaTruka B HOBYIO CTpOKY. VI3MeHUTH IMpUHY CTON0LA C Ha3BaHUAMU
HpeaMeToB, 4ToObl Ha3BaHue mpeamMera MHdopmartika ymenianoch B HeM (puc.7).

PIDOGH DAUTT I JOTE IR T

Puc.7. Tabnuna ¢ 106aBJI€HHBIMU U BBIDOBHEHHBIMH CTPOKaMH,
CTOJIOLAMH U 3alIOJTHEHHAs OLICHKaMH

3. BcraButh cronber aist oneHoK repes ctoiorom CpemaHuil 6ai, A 4ero BBIICITHTH
croiberr ¢ 3anmuchio Cpeauuit 6ayn u B MeHto Tabnuma BeiOpaTh koMany Jlo6aBuTh crosderr.

4. YMEHbBIIUTh MIUPUHY CTOJIOIOB, IJIsi YErOo, YCTAHOBUB yKa3aTeslb MBIIIH Ha MPaBYIO
TpaHMILy CTOJIONA, MPUKATh JIEBYIO KHOIKY MBIIIM W OTTAIMTh TPAHUILy CTOJOIA JieBee, TEM
CaMbIM YMEHbINIAasg MIUPUHY CTONONA. BBIMOTHUTH 11 BCeX CTONOIOB, KpOME CTOJOIA C
Ha3BaHUEM IIPEMETOB.

5. BBIpOBHATH HIUPUHY CTOJOIOB C OIIEHKAMH, IS Y€TO BBIIEIUTH CTOJOIBI, B KOTOPBIX
OyIyT OIICHKHU U CpelHUi Oally, 3aTeM B MeHI0 Tabnuiia BEIOpaTh KOMaHAy BBIPOBHATH MIUPUHY
CTOJIOIOB.

6. OObenMHUTH SYEMKU B BEpPXHEH CTPOKE B CTOJOIAX OIEHOK M BBIPOBHATH TEKCT
3arojoBka OLEHKH 10 LIEHTPY.

7. O0BeUHUTD 5 JIEBBIX STYEEK B HUIKHEN CTPOKE.

8. BBIpOBHATH BCE CTPOKH I10 BBICOTE, JIJISl YETO, BBIJEINB BCE CTPOKHU B MeHI0 Tabmnuia,
BBIOpaTh KOMaHTy BBIPOBHSATH BBICOTY CTPOK.

9. 3anoJIHUTD STYEUKU OLIEHOK MPUMEPHBIMU JaHHBIMH.

10. [nst pacueToB cpemHero Oamia Mo KakIoMy IMpEeAMETy yKa3aTh S4YeiKy, B MEHIO
Tabnuna BeIOpaTh koMaHay Dopmyna. B okno @opmyna BBecTH (hopMylly pacdera CpeaHero
3HAUeHHMs aAuana3oHa ganHbix (b2:e2).
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= AVERAGE(b2:¢2) (puc.8).

P opmyna ﬂ

Puc.8. 3anucey Gpopmyss

AHaIOrM4YHoO 3a1aTh (POPMYJIBI JIJIsl BRIYMCICHUS CPEIHEro Oaia Mo KakoMy IPEIMETY.

11. [l pacueToB cpeaHero 0asiia ycreBaeMOCTH 0 BCEM MPEAMETaM 3a1ath Ghopmyy =
AVERAGE(b2:¢5)

B pesynbrare qomKHA MOTYYUTHCS TabInIa, MOKa3aHHas Ha puc.9.

o

Bamn
AN

Puc.9. Tabmuia ¢ pe3ysibTraraMu pacyeToB

12. OropmaTrpoBath TabIMILy, VISl YETO, BBIAECTUB Ta0NUIly, B MeHIO Tabmuia BeIOpaTh
KoMaHy ABTodopmar, a 3aTeM B okHe ABTO(opMaT TabIuIlbl, Kak oka3aHo Ha puc.10, BeiOupast
B nosie ®opmathl BapuaHT (opMaTHUpoBaHus Tabmuibl, B noje OOpaszel mpocMaTpuBarh, Kak
OyayT BBIMISIIETh TaOJMMIBI C TaKUM BapHaHTOM O(QopMiIeHHsS. 3aBepLINTE BBHIOOp BapHaHTa
dbopmarupoBanusi, HaxkaB kinaBunry OK.

Lk il LT T —— | x| ‘
|
|
|

Puc.10. OxHo BbIOOpa BapuaHTa (hopmaTa TabIHIIbI
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Ecnu HyXHO ymanuTh U3 TaONHIBI SYEKY, CTPOKY WIIM CTOJOEIL, TO CIIEAYET BBIACIHUTH
yIaIsgeMblii 3JIEMEHT, 3aTeM B MEHI0 Tabmnuma BbIOpaTh KOMaHIy YAainuTh (S4EHKH, CTPOKH,
ctonOiel). [Ipu ynanenun sigeek BHIOpATh HY)KHBIM MMapaMeTp: CO CABUTOM BIIEBO, CO CIBUTOM
BBEPX, YAAJIUTH BCIO CTPOKY, YAAITUTh BECh CTOJIOEII.

3. Iloas

B nmoxymenrtax Word mpemycMoTpeH 0coOblii cTpykTypHbIid 3aement — mose (field).
WNudopmanus, koTopast BBOAUTCS B MOJS, CIYXKUT CHElMaIbHbIM LesasaM. Hanpumep, eciau Bbl
BBEJIETE B CTPOKY TekcTa noje Date, Ha MecTe 3TOro mosis mpu OTKPHITUH JTOKYMEHTa Oyaer
ABTOMATHYCCKU TOSBJISATBCSA TEKyllas aara. Eciu Bbl BBemeTe B cTpoky moje index, Word
ABTOMATHUYECKH BKJIIOYHT 3HAYEHUE JTOTO MO (KOTOpOe Bbl HalepeTe WM yKaxere) B
IIPEAMETHBIA yKa3aTellb.

JIro6oe 1osie MO’KHO BBECTH C IOMOILBI0 KoMaHbl [losie B MeHIo BeraBka, ogHako Juis
HauOoJiee Ba)KHBIX THUIIOB NOJEH (Hampumep, Ajs HOMEpa CTPAHMIIbI, JaThl, OIJIABJICHUS U
IPEIMETHOrO yKas3aTess) MpeAyCMOTPEHbl OTAEIbHbIE KOMaHIbl B IYHKTE MeHIO BcraBka,
Hanpumep, Homepa crpanun, [lata u Bpems, OriaBieHue 1 yka3aTesu.

C nomompto nepeximouarenei Ha Bkiaakax Bun u Ileuats okHa komanael Ilapamerpsl
MeHI0 CepBUC Bbl MOXKETE BbLAATh MOJISI HA 3KpaH U (WiaM) Ha nedarb. CiaeayeT pazaudarh KoJ
1oJIs ¥ 3HaveHue noJst. [Tome BeiaeTcst Ha 9KpaH U 1IeyaTh B QUTYPHBIX CKOOKAx, pUYeM CHadaa
YKa3bIBaeTCs KOJ, a 3aTeM 3HaueHue noiisi, Hampumep: XE «OkHo: gokymeHTa». C MOMOLIbIO
HOJIeH BEJETCs, B YaCTHOCTH, HEMIOCPEICTBEHHBIN OOMEH JaHHBIME B TipritoxkeHusx Windows.

JU1sl BCTaBKH I10JIs IIEJIKHUTE TO MECTO JOKYMEHTA, Ky/Jia CJelyeT BCTaBUTh CIelIMaIbHbIE
IepEeMEHHbIE JaHHbIe (HOMEp CTPaHUIlbl, TEKYIlyl0 JaTy U T.1.). Beibepute B MeHio BcTaBka
komanpy Ilone, kak nmokasano Ha puc.1l.

Berasxka Popmar Cepsuc Tatial
Paspos
Homepa crpansny |

Jlara w sBpemna

ABTOTEKCT »

Cumson

d Npumeyanne

Crocka

Haspanue
Mepexpecrian cocpnka

Ornasnenue u yxasarenn

Pucymox »
|85 Haanucy

Pann

U6rnexr

Jaxnanka
Q, MNunepccoinka Ctilen

Puc. 11. Mento BcraBka ¢ koMaHJaMH BCTaBKU Pa3IMYHBIX MOJIEH

59



B nmuanoroBom okxue Ilose ykakuTe KaTeropuio, a 3areM BbIOepHTEe UM MOJs. YTOOBI
N00aBUTh KIIOYM U IPYTHe apaMeTpsl K KOy OIS, HAKMHUTE KHOTIKY [lapameTpsl.

Jlnist mosmydeHusi CBeJIeHU 00 OIpeeIeHHOM TI0JIe WIIM TIapaMeTpe BBIOEpHUTE UMsI MOJIs
WJIM IIapaMeTp, a 3aTeM Haxxmute kiaBuiny F1. J{ns BcraBku mosst menkaute kHonky OK.
YroObl 0TOOPA3UTh WM CKPBITh KOJIBI BCEX IMOJICH JOKyMeHTa, HaxkMmuTe KiaBuim Alt + F9.

4. TlpoBepka NpaBoONMCAHUA

B texcToBom mporeccope Microsoft Word 2000 uMeroTcst MOIIHBIE CPEACTBA TPOBEPKH
MIPaBONMCAHUS U IPaBKH TEKCTA.

[IpoBepka Ha Hammuue opdorpaduyecKuXx M TPaMMATHYCCKUX OMIMOOK BBHITIOTHSIETCS
OJTHOBPEMEHHO T10 X0y BBOJIa TEKCTAa U BO3MOKHBIE OLITMOKH BBIACISIOTCS MPSIMO B JOKYMEHTE.
[Ipu 5TOM aBTOMaTHU4ECKH IIpeAIaraloTcs BO3MOKHbIE BApUAHThI IPABUIIBHOTO Hanucanus. s
BBIBOJIA CIIUCKA BAPUAHTOB CJIEAYET IIEIKHYTh BBIICICHHBIN TEKCT IPaBOM KHONKON Mblmu. [Io
JKEJIAaHUIO TIONIb30BaTeNsl MpH MpoBepke opdorpaguu MPOIMyCKAIOTCS CIOBa, COCTOSIIME U3
MPOIMUCHBIX OYKB W/UIIK COJIepsKalire HUQphl, a TaKKe MPOIMyCKAIOTCs UMeHa (ailioB U aApecoB
HNuTepHera.

Cy1ecTBYyIOT J1Ba cioco0a MpOBEPKHU MPaBONUCAHUS:

* TI0 Mepe BBOJIA TEKCTa C TIOMETKOW BO3MOXKHBIX opdorpaguuecKkux u rpaMMaTHIECKUX
OMMOOK; JJIS1 MCIPABICHHUS OIIMOKH BBI30BHTE KOHTEKCTHOE MEHIO W BBIOCpUTE IMPABHIBHBIN
BapHaHT HaIllMCaHUS;

* TI0CJIE 3aBEPUICHHUS paOOTHI MOKHO IPOBEPUTH JOKYMEHT Ha Halmune opdorpaduyaeckix
U TpaMMaTHUYECKUX OLIMOOK; 0OHApPYXEHHYIO OMIMOKY HCIPABISIOT MOCIE Yero MOUCK OMIMOOK
MIPOJIOJIKAETCA.

Jlis  BBINIOJIHEHUST TPOBEPKHM JOKyMEHTa Ha Hanuuue opdorpadudyeckux u
rpaMMaTHYeCKUX OIIMOOK MepeiauTe B Hayajlo JOKyMEHTa M IIeJKHUTe KHONKY [IpaBonucanue
B naHenu uHcTpyMeHToB CtannapTHas wiu B MeHto CepBuc BeiOepuTe koManay IIpaBonucanue.
MOoXHO 3amyCTUTh KOHTPOJIb IPABONMCAHUS JOKYMEHTa, WIeNKHYB Kkiasumy F7. Ilpu
00OHapy>XeHUH OIIMOKHU Ha DKpaH Oy1eT BBIBEJAECHO OKHO C COOOIICHHEM 00 OIMOKE U BapHaHTaMu
NpaBUIILHOTO MpaBonucanus (puc.12).

e S ||
1

MeT B CNoeape!

Ana aBTOMETHYECKOro HCNpaBNieHHA NpH BBOLE " | LDONyCTNTE 4]

TeKCTa THIHYHEBIY oNedartok, opforpadmdeciaxX H

MooNveTNTE B }
rpaMMaTmecraol DO 0K HCTNOJNB3IVHTE . -
AB T O3AMERY vJ ,1‘-!' IBMTE
BapmarTe
SBTO 3AME . 3aMEMMTE J

2] ¥ rpasmanina NapameTpol I I OTMEHS |

Puc.12. OkHO coobmeHust 00 ommoOKe Mpyu MPOBEPKE MPABOTIHCAHUS
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58.
59.
60.
61.

62.

63.

BuumarenbHo mpouuntaiite TekcT B okHe HeT B cioBape, B okHe BapuaHThl npouunTaiite
CIHMCOK BapMaHTOB WCIPABJICHUS BbIIEICHHOW OmMOKHU. [l monmydeHus CBEACHUN O JHOOOM
napameTpe HaXXMUTE KHOMKY C BOIIPOCUTEIHHBIM 3HAKOM, a 3aTEM ILEIKHUTE 3TOT nmapametp. [Ipu
HaXO0XICHHNU BO3MOXHBIX OIJ_II/I6OK MMpaBOINMUCAHUA BHCCUTC COOTBCTCTBYIOIIHMEC HCIIPABIICHUA B
nuanoroBom okHe [TpaBonucanue. Bo3aMOXHO Takke HEMOCPEACTBEHHOE UCITPABICHUE OIINOKH

Oovekmobl ucciedoganus, 000pyooeanue, mMamepuaivbl U HA2AAOHbBIE
nocoous:

1. [I15BM IBM PC.
2. OnepannonHas cpena. TeKCTOBBIN peTaKTop.
3. DnekTpoHHbIi 1okyMeHT «lIpakTuueckas pabota Nody.

3aoanue na pabomy (pabouee 3adanue):

N3yunth 35eKTpoHHBIH A0KyMeHT «llpakTtudeckas paborta Ne4y. M3yuute Teopermueckue
MI0JIOXKEHUS pabOThI
CocTaBuTh B TETpaJu KOHCIEKT IO U3YYEHHOMY MaTepuaiy.

[TpebsABUTH KOHCIIEKT HA IPOBEPKY IPENOAABATEINIO.

Banyctuts Word u otkpsiTh Gaiin [Ipumep2.doc 13 nanku Mou TOKyMEHTHI.

BcraButh B nepBsiii ab3ari pucynok u3z Microsoft Clip Gallery. Mcnonb3ys mapkeps! Ha
KOHTYPHOU PaMKe PUCYHKA, YMEHBIINUTD €ro pasMmepsbl. VIcronb3ys HHCTPYMEHTBI ITaHENH
Hactpoiika n3o0paxeHnus, U'3MEHUTh KOHTPACTHOCTb U APKOCTb U300paxkeHus. lllenkuys
kHOnKy OOTeKkaHue TEKCTOM, 33J1aTh OOTEKaHUE TEKCTOM 10 KOHTYpY pUcyHKa. lllenkHyB Ha
nanesnu HacTpoiika nuzobpaxenus kHonky dopmar pucyHka, OTKpbITh 1MaioroBoe okHo Popmar
pHUCYHKa, BBIOpaTh B HEM BKJIaAKy L[BeTa v TuHUM U 3a/1aTh BET 3aJIMBKHU, BKIIOYUB
NOJIyNIpO3payuHblil peskuM 3anuBki. LllenkHyB kHonky OOpeska, 00pe3aTh pUCYHOK CIpaBa U
cepxy. lllenknys kHonky M300paskeHue, IpOCMOTPETh BApUAHThI H300paKEHUS pUCYHKA!
Ottenku ceporo, YepHo-6enoe, mpeoOpa3oBaTh pUCYHOK B MOJITOXKKY.

Ilepelitu B pesKuM IPEIBAPUTEIBLHOTO IPOCMOTPA JOKYMEHTA MEPE NeYaThlo, [ YEro
LIEJIKHYTh KHONKY IIpenBapuTenbHbIi MPOCMOTp Ha IaHENIN HHCTPYMEHTOB CTaHaapTHas.
[TpocMoTpeTh, KaK BBITISAUT JOKYMEHT C MOAJIOKKON. 3aKpbITh OKHO IIPOCMOTpa Nepes
MeYaThlo.

BceraButh B mocnennuii ab3ar pucyHoK u3 (aiina, 11 4ero, ykazaB MECTO BCTaBKH, B MEHIO
BcraBka BeiOpath komaHay PucyHok, a 3atem — xomanny M3 gaiina. B nuanoroBom okHe
Jl06aBUTh PUCYHOK OTKPBITh MAIKY, BEIOpATh (ailil, B KOTOPOM COJAEPKUTCS HYKHBIN PUCYHOK,
U IIEJKHYTh KHONKY Jl00aBUTh. Y MEHBIINUTE pa3Mepbl pUcyHKa. UTOObI BCTaBUTh PUCYHOK KaK
nepeMenaemMblii, T.e. BCTaBUTh B TpaMuecKuii CJI0H, YTO MO3BOJISIET 334aTh €r0 TOYHOE
MOJIOKEHHE Ha CTPAHUIIE U IOMECTUTH BIEPEAN WM 0331 TEKCTa U APYTrUX 00BEKTOB,
HIEJKHYB Ha PUCYHKE MPABOil KHOMKOW MBIIIU, OTKPHITh KOHTEKCTHOE MEHIO U BBIOpaTh B HEM
koMmaHy @opmart pucynka. Ha Bkinagke [lonoxxenne okHa @opmar pucyHka yCTAHOBUTh
¢dnaxok [ToBepx Tekcra. Ha Bknaake OOTekaHue 3a1aTh BapuaHT OOTEKaHUSI PUCYHKA TEKCTOM
BOKPYT paMKH. 3aKpbITh OKHO DOopMaT pUCYHKA U TPOCMOTPETh PE3yIbTaT H3MEHEHUS
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65.

66.

67.

68.

69.

70.

71.

napameTpoB (hOpMaTUPOBAHNUS) PUCYHKA. BbIAETUT PUCYHOK MBIIIBIO U, IIPUKAB JIEBYIO
KHOTIKY MBIIIIH, TIEPETALIUTH HA CEPEIUHY CTPOKH, HaOIr0/1as1, KaK TEKCT 00TEKaeT pUCYHOK.
Jlo6GaBuTh Ha3BaHHE K PUCYHKY, ISl UETO, BBIIEIUB PUCYHOK, B MEHIO BcTaBka BRIOpaTh
komanay HazBanue. [Tocie aToro otkpoercs auanorosoe okHo Hazanue. s nonyyeHust
CBEJICHUI1 0 JII00OM IapamMeTpe HaXKaTh KHOIKY C BOIPOCHUTEIBHBIM 3HAKOM, a 3aTeM IICIKHYTh
3TOT napamerp. B nosne nocrosiuHas yacts okHa Ha3zBaHue BbIOpaTh pUCYHOK, OIIPEEIUTD
nojoxeHue HazBaHus [lox BeIgeneHHBIM 00beKTOM U 1enKHYTh OK.

BceraButs B koHel fokymeHnTa oobekT Word Art, aist yero B. MeHio BeTtaBka BEIOpaTh KOMaHay
Pucynok, a 3atem komanay — Word Art wiu menkayth kHonky Jlo6aButs 0o0bextT Word Art Ha
HaHeJIN UHCTPpyMeHTOB PrucoBanue. BriOpath CTHIIb HAIUCH, 330aTh TEKCT, ONMPEISIUTh WpUQT,
pa3mep cumBouioB U menkHyTh OK. Mcnonb3ys nHCcTpyMeHTh Ha naneu, Word Art 3agats
HYXHbIH 3¢ ekt (Hanpumep, U3MEHUTH (HopMy 00BEKTa, J0OABUTH K TEKCTY TE€Hb, TIOBEPHYTh
ero Ha 30° IpOTUB 4acOBOM CTPEJIKH, N3MEHUTh MEKCUMBOJIbHBINA UHTEPBaAN). Micnonb3ys
kHonKy dopmaT 00beKTa, 3a/1aTh 3aJIMBKY B JIBa 1IBETA C BEPTUKAJIBLHON IITPUXOBKOM.

BcTaBuTh B TEKCT aBTO(PUTYpBI: 3B€3/1bl, BBIHOCKH, (PUT'YpHBIE CTPEJIKH, JJIs 4YEro B MEHIO
BcraBka BeIOpaTh kOMaHay PucyHoOK, 3aTeM — komanay ABTodurypsl. [Tocne sToro Ha skpane
pacKpoeTcs MaHelnb HHCTPYMEHTOB ABTO(UTYpbI. BbIOUpast n3 naHenu Hy>KHbIH THI
aBTO(UTYPBI, YKa3aTh MECTO BCTABKHU B IOKYMEHT U 33aTh €€ pa3mep.

Hcnonw3ys nHCTpyMeHTHI TaHenu PucoBanue, HapucyiTe Bam komnbrorep. Ha sxpane
KOMIIBIOTEpA HaleyaTanTe J1t000i TEeKCT.

BcraButh B KOHEI JIOKYMEHTA JaTy U BpeMs, Ui 4Yero B MeHio BeTaBka BbiOpaTh komaHy [lata
U BpeMs, a 3aTeM BbIOpaTh HYXHbIH Gopmar.

BcTaButh 00bIYHBIE CHOCKH Ha CJIOBA: IIP0O3a, TEKCTOBBIE MPOLIECCOPHI, (POpMaTUpOBaHHE
CHUMBOJIOB. J[J1s1 BCTaBKM CHOCKHU Ha CJIOBO IIP0O3a YCTAaHOBUTH KYypCOp Ha KOHEI] cJI0Ba, BBIOpATh
komaHy CHocka B MeHI0 BcraBka, 3aTteM BbIOpaTh OOBIYHYIO CHOCKY U BBECTH TEKCT CHOCKHU B
00J1aCTh CHOCOK BHU3Y CTPaHUIbL. J{J1s1 BO3BpaTa K OCHOBHOMY TEKCTY JIOKyMEHTa .IIEeIKHUTE
ero. AHaJIOTHYHO BBEIUTE CHOCKU Ha CJIOBA TEKCTOBBIE MPOIIECCOPHI, (popMaTupoBaHUe
CHUMBOJIOB.

IIponyMepoBaTh CTpaHUIIBI B TOKYMEHTE KOMaH 101 BeraBka — Homepa cTpanui. B okne
Howmepa ctpanun onpenenuTs nojoxxeHue HoMepa Beepxy crpanuiibl, BeipaBHUBaHUE CHapYXH,
BBIKJIFOUUTh OTOOpa)keHUe HoMepa Ha nepBoii ctpanuie. llenknys kHonky Popmar,
ornpenenuTh popMaT HOMEpa, yKa3aTh C KAKOTO HOMEpa HauaTh HyMepalHio CTPAHUI] JTaHHOTO
nokymenra. [llenknys OK, 3akpbITh OKHO opmara cTpaHull 1 okHo Homepa cTpanuil.
[TpocMoOTpeTh CHpaBKy O CO3JaHUH KOJOHTUTYIIOB, /Ul 4ero Bbi3BaTh cpaBky Word u Ha
BKJIaJIKe YKa3zaTesb 337aTh KOJOHTUTYJBI, CO3/laHue. B cricke maiieHHbIX pa3/iesioB BEIOpaTh
Coznianue KOJIOHTUTYJIOB U IIENKHYTh KHONIKY [loka3aTs. [IpounTaB cipaBky 0 co3gaHuu
KOJIOHTHUTYJIOB, IIEIKHYTh CChUIKY Co31aHNe KOJOHTUTYIIA. CBEPHYTh OKHO CIIpaBKH. BcTaBUTh
B BEPXHUN KOJIOHTHUTYIN TEKYIIYIO NaTy, TeKCT «[Ipumep BepXHEro KOJIOHTUTYIa» U JII000it
PHUCYHOK, /17151 yero BeiOpaTh komanny Kononturynsl B mento Bun. Ilocne atoro B okHe
pelakTopa OTKpoeTcs 001acTh KOJIOHTUTYIA JJIsl pEAAKTUPOBAHUS U MTOSIBUTCS MAHEb
UHCTpyMeHTOB KonoHTuTysl, {15 co31aHns BEpXHETO KOJIOHTUTYJa BBECTH TeKCT «lIpumep
BEPXHET0 KOJIOHTUTYJIa» U PUCYHOK B 00J1aCTh BEPXHETO KOJIOHTUTYA. YTOOBI BCTaBUTH
TEKYIIYIO JAaTy, YKaKUTE MECTO B KOJIOHTUTYJIE U HAXKMUTE KHONKY /laTa Ha manenu
uHcTpyMeHTOB KononTuTymsl. [1o okoHUaHUN peakTHPOBAHUS KOJIOHTUTYJIA HAKMUTE KHOTIKY
3aKpbITh Ha NMaHeIu HHCTPYMEHTOB KOJIOHTUTYBI.
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73.

74.
75.

[IepeiiTu B pexxuM NpeIBAPUTEIBLHOTO IPOCMOTPA TOKYMEHTA IIEPE] I1eYaThI0, IS 4YEro
HIEJIKHYTh KHONKY [IpenBaputenbHbIil IpOCMOTP HA MaHENU HHCTpYMEHTOB CTaHaapTHas!.
[IpocMOTpeTh KaK BBITTISIUT JOKYMEHT C KOJJOHTUTYJIOM M MOJI0KKOU. 3aKPhITh OKHO
IPOCMOTpA Mepes NevaTbio™®

HanewaraTs nepByro CTpaHHIly TOKyMeHTa Ha Oymare. UToObI HarmeyaTaTh TEKYIIU TOKYMEHT,
BbIOepUTE B MeHIO Daitn komanay [leuats, B quanoroBom okHe Ilevyars B mose CTpaHuiibl
yKazatb HOMep 1, B moJie uncio Konui 3a7arth 1, B mosie BoiBecTH Ha nevyath BHIOpATh BapUAHT
Bce cTpanunpl nuana3zona u menknyTh kHonky OK st navana neuaru. J{ns HabmoaeHus 3a
MIPOLIECCOM I1€YaTH IIEJIKHYTh B ITAHEIN 3a/1a4 IPaBOl KHOMKOM MBIIIX 3HAYOK IIPUHTEPA U B
KOHTEKCTHOM MEHIO BEIOpaTh KoMauay OTKpEITh. B OkHE mprHTEpa MPOHAOIIOAANTe COCTOSTHUE
nevaTy JOKyMeHTa. BoIenuB TOKyMeHT, B MeHIO JIOKYMEHT OKHA ITPUHTEpa BBIOEpUTE KOMaHIY
OTMEHUTH NeyaTh. 3aKPOUTE OKHO MPUHTEPA.

3aBepIuTh paboOTy TEKCTOBOTO PEAAKTOPA, COXPAHUB (haiiil MO TEM K€ UMEHEM.

Odopmure otuer.

3a0anue?

1. 3anyctuth Word u co3nate HOBBIN TOKYMEHT. BBecTu crenyromnmii Teket: «Jlist BBosa
ciokHbIX Gopmyit B Microsoft Word ucnons3yercst kommonent Microsoft Equation. bosee
HOJTHAs M MOIIIHAs Bepcus penaktopa Equation Editor — pemaktop dopmyn MathType. Ou
paspabotan dupmoii Design Science. [Tonb3oBarenu, KOTOPHIM YaCTO MPUXOIUTCS BKITHOYATh
(opMyIibl B JOKYMEHTBI, IpeArnoYnTarT paborats ¢ MathType. DToT perakTop Tak e mpocT B
UCIIOJIb30BaHuH, Kak U Equation, ogHako UMeeT psil TOMOTHUTEIBHBIX BO3MOXKHOCTEIH,
YCKOPSIOIIMX PadOTy M MOBBIMIAMIIMX KauecTBO JoKyMeHToB. MathType npenocrasiser
CJIEIyIOIINE BO3MOKHOCTH:

* coznanue Gopmyi s tokymenTos Web;

* COXpaHEHHE YacTO UCIOJIb3YEMBIX (OPMYJI, CHMBOJIOB U 11a0I0HOB. J{71s mocienytomiei
BCTAaBKH MX B JIOKYMEHT JJOCTATOYHO OJMH Pa3 MIETKHYTh MBIIIBIO;

* mpeoOpa3oBaHue GOpMyJI Ha Ipyrue s3bIkH, Takue kak TeX;

* noOaBiieHNEe KOMaH]1 aBTOMaTH4YeCcKoro (hopMaTupoBaHusl, OOHOBIIEHUS, HyMEpaLuU 1
ap. B merto Microsoft Word.

* BEIOOp KOMaH]] ¢ KJIaBHATYPhI».

2. BeraButhb hopMymy, AJist 4ero YCTaHOBUTH KYpCOp B KOHEIl TEKCTa ¥ BHIOPATh B MEHIO
BcraBka komanny O0bekT. B okHe BeraBka o0bexTa BeIOpaTh BKiIaaky Co3naHue, BKIIOUUTh
OILIMIO TIOBEPX TEKCTA U B CIIMCKE BCTABJISIEMBIX THIIOB 00BEKTOB BhIOpaTh MKrosol Enmaiion u
menkHyTb OK. Tlocie aToro Ha skpaHe pa3BepHeTCs MaHeIb HHCTpyMEHTOB Dopmyria, MoKa3aH-
Hasl Ha puc.l, B KOTOpOH UMeeTCs IB€ CTPOKH MHCTPYMEHTOB. B BepxHel CTpoke MmaHelIn MOKHO
BbIOpaTh Oosiee ueM 150 MaremaTHyeckX CUMBOJIOB. B ee HIDKHEH cTpoke copepkaTcs
111a0JIOHBI U HAOOPBI, B KOTOPBIX MOYKHO BBIOUPATH CIIEIUAbHBIE CHMBOJIBI (APOOH, HHTETPAIbI,
CYMMBI U T.11.).

<zz [jab- Wi |ze@ |oel| vi|enc st [ 2wl |ane®

@A |Evo | |sosu|fofn|Sg|=e|0 0 |~
Puc. 1. [Tanens uacTpymMeHTOB peaakropa popmya Microsoft Equation
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BriOupas cuMBOJIBI Ha TaHETU HHCTpYMEeHTOB DopMmyria U BBEs IepeMEHHbIE U YKCIa,
CO3/aiiTe CIEeIYIONYI0 hopMyITy:

R o .
yzz V2x+1 o cos(x)5 _J 5x-3
= 3% (7x=3)" 2+/3x" —11

4xcos(x)

3. Be3Batb cipaBKy peaakTopa ¢hopmyd, i 4ero B MeHro CripaBKka BBIOpaTh KOMaHIy
Be13oB cnipaBku. B okHe cnipaBku Ha Briajgke ColiepaHue MPOCMOTPETh CITPABOYHYIO
uHpopmanuio no temam: Co3ganue u n3mMeHenune popmysn, MizMeHeHne pa3MepoB JIEMEHTOB
¢dopmyin. Ha Briagke Ykaszarens 3a1aTh 00pa3 KOMaHIbl MEHIO pelakTopa (popMyIl, IOCIIe Yero,
BBIOMpAsi B OKHE CIPABKU PA3JIMYHbIEC MyHKTHI MEHIO, M3YyYUTh Ha3HAuUCHHE KOMaH ] MeHIO. J{7st
BO3BpAaTa K MPEeABLIYIIEMY PKPaHy CIIPAaBKH MIENKHYTh KHONKY Ha3zax. [1o okoHYaHnu u3ydeHus
KOMaH] MEHIO penakTopa opmyn Ha Bkiaake [Tornck 3amaTh 00pa3 moucka: BCTaBKa CHMBOJIOB
B ()OpMYITy M LICITKHYTh KHONKY BbeiBecTu. 3y4nB cripaBKy pasjielia, 3aKpbITh OKHO CIPaBKH.

4. BeIiiTH U3 peXuMa peakTupoBaHus GopMyJI U BepHYThcs B penaktop Word, mieiakHyB
noxkyment Word.

5. U3menute hopmyity, 3aMeHUB GYHKITHH COS(X) Ha SIN(X), TS YEro ABaXK/IbI [ICTKHUTE
dbopMyITy JIeBOI KHOIIKOW MBIIIH ISl BBI30BA €€ B OKHO perakTopa ¢hopmyi. Mcnonp3yiite
KOMAaH/Ibl TAaHETT HHCTPYMEHTOB DopMyra asist u3MeHeHus: GopMyInbl. UToObI BO3BPAaTUTHCS B
Word, mie/IKHUTE TOKYMEHT.

6. 3aBepmHTh pabOTy TEKCTOBOTO peaakropa. Opopmute oTUeT.

3a0anue 3
1. 3amyctuth Word u co3aath HOBBIN (aii.
2. Co3nath TabaMIly JUIs 3aIIMCH PacTIMCaHMsI 3aHATHUS Ha HEJIENIO CIIeIyIOIIEero BUa:

Jlist co3nanus TaONMIIBI YKa3aTh KypCOPOM B Ha4allo IOKYMEHTA U, HaJKaB KHOIIKY
JloGaBuTh TabauIly B maHenu HHCTpyMeHTOB CTaHIapTHas, NEpeIBUTraTh yKa3aTelb M0 CETKE,
MOoKa He Oy/IeT BhIICIEHO HY)KHOE KOIM4ecTBO cTpoK (19) u cronbios (6), a 3atem cruenaite
ISJITYOK MBIIIBIO.

OObenuHUTH STYEUKH JUTs 3alUCH THS HeJleIu U, BbIOpaB komaHny HampaBieHue Tekcra B
MeHio Popmart, 3a/1aTh B HUX BEPTUKAIBHYIO OPUEHTAIMIO TEKCTa. [lepeTaiinB MBIIIbIO
TPaHUIIBI CTOJIOIOB, 33/1aTh Pa3MepPhl CTOJIOIOB.
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3. OpopmMuTh TabNHILy, 33/1aB TPAHHUITEI PAMOK, KaK YKa3aHO B IPUMEpE TaOTHUIIbI.
Hcnons3ys koManay ['paHusl ¥ 3a1MBKU B MEHIO POpMaT, 3aIUTh SYEHKU C 3alUCBIO JHEU
HeeNu N30paHHBIM BaMH [IBETOM; 3aJIMTh 3ar0JIOBOK TaOIHIIBI C 3anodHeHHEeM Ha 15% y3opom
JKEJITOTO IBeTa Ha (hOHE OMPIO30BOTO IBETA.

4. IlepeiiTi B KOHEIl JOKYMEHTA M BBECTH CIIUCOK YYALIUXCS U3 MATH GamMuinii: SIkoBieB
benses MBanoB A6pamoB CaBuueB

5. BeiienuTh JaHHBIN CIIUCOK U OTCOPTUPOBATH €ro KoMaH 101 COpTHUPOBKA B MEHIO
Tabmuna. B nuanorosom okHe CopTHpOBKa TEKCTa BEIOpATh BApUAHT COPTUPOBKHU ab3alieB 1Mo
Bo3pactanuio. Co3aTe U3 JaHHOTO ciucka Tabiuiy komanaoi Tabnuma — [IpeoGpazoBarts B
TabIUIly U, yKa3aB B quaoroBoM okHe IIpeoOpa3oBare B TabiuIly 4nciao CTONONOB 1, mmprHa
cronbna 3 cM, BRIOpaB B Ka4eCTBE pa3esIuTellsi CHMBOJ ab3aria.

6. Beigenuts cronber Tabnuibl ¢ paMHIUSAME U 100aBUTH CTOJIOC] CIIEeBa, IIEIKHYB
kHONKY J[00aBUTh TabNMIly Ha TaHeu HHCTpyMeHTOB CTaHgapTHas. 3a1aTh JIEBOMY CTOJIOIY
mupuHy 1 cMm.

7. BbiienuTs nmepByrO CTPOKY U JOOABUTH CTPOKY CBEPXY, IIEIKHYB KHOMNKY /100aBUTH
TabJIMIly Ha TaHeNu HHCTpyMeHTOB CTtaHapTHas. BBecTu B epBYIO CTPOKY TaOIHIIBI 3ar0JIOBOK
: Ne i/m damunuu.

8. Briienus cronben @amMuinu, BCTABUTh HOBBIM CTOJIOEI] U IEPEMECTUTD B HET'O TEKCT U3
cronba @amunuu. [ 3TOT0 BELACTUTD TEKCT B cTOJI01e DaMuiimu, He BBIIEISS CHMBOI
AYEHKHU, U IEPETALUTD €r0 MBIIIbIO BO BTOPOM CTOJI0EL.

9. 3apaTh TpeTbeMy cToNOIy 3arojaoBok PocT u 3axate emy mupuny 1,5 cMm.

10. ITpoctaBuTth B cTonbIie Ne ii/m mopsimkoBsie HoOMepa: 1,2,3,4,5. 3amoaHuTh cTosI0elt
Poct npumepHbIMU 3HaUEHUSAMH pocTa, Hanpumep: 168, 173, 182, 177, 172.

U. JIo6aBUTH CTPOKY MOCJe HUXKHEH CTPOKHU TaOIMIIbI, 171 4ero BeIOpaTh B MeHI0 Tabnuia
koManay HapucoBaTh TaOnHIly WM MIENTKHYTh OJHOUMEHHYIO KHOTIKY B MaHEIN HHCTPYMEHTOB
CranpaprHas. YKa3arenb MbIIINA U3MEHHUTCS Ha nepo. [lepemecTuTs nepo u3 oHOro yria
JI00ABIISIEMOM CTPOKHU B JIPYroi. 3aTeM MPOPUCOBATH TPAHUILY, PA3IACIISIONIYIO CTOIOEI]
®amunuu u Poct. J[06aBUTH el11e 1B€ TAKMX CTPOKH MOCII€ HUKHEN CTPOKHU TaOJIHUIIbI.

12. B neBoi yactu 100aBJI€HHBIX CTPOK BBECTU TeKCThI: Camblil 6011611101 pocT, CHMBII
MajieHbKH# pocT, CpeaHuii pocT.

13. B cooTBercTBYrOIME stueiiku cronbia Poct BctaBuTh (hopMysisl pacuera
MaKCHMaJIbHOTO, MUHUMAIIBHOTO U CpeAHero pocta. J{s BcTaBku (hOpMyIbI yKa3aTh slUeHKY U
BbIOpaTh B MeHI0 Tabnuua komanay @opmyna. B okne dopmyna BnucaTh COOTBETCTBEHHO
dopmyner: =MAX(C2:C6), =MIN(C2:C6), =AVERAGE(C2:C6)

14. Beigenutsb cronberr Poct u oTHEHTpUPOBATH €ro COAEPKUMOE.

15. Beigenuth BCrO TaOJIMIly U IPUMEHHTH K ee conepxumomy tipudt Courier New Cyr 12
1. B ciydae He00X0MMOCTH YBETUYUTD C TIOMOIIbIO MBI IIUPUHY CTOJIOLOB.

16. Boienuth BCio TaONUIly U BBIIOTHUTD U1 Hee opopMIIeHne, JUIsl Yero BHIOpaTh B
meHto Tabnuia komany ABrodopmar u 3a1aTh BapuanT opopmienus Cetka 8.
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22.
23.
24.
25.

26.
27.
28.

17. Beigenutsh BCIO TaONHITY U, IMEIKHYB KHONIKY 1o neHTpy Ha manenu dopmaTupoBaHueE,
OTLIEHTPUPOBATh €€ HA CTPAHUIIE.

18. TIpoBepuTh pacmonoxkeHune TadIUIbl B TeKcTe KomaHaon Daiin — [IpenBapuTenbHbIi
npocmoTp. Tabnuna GyaeT BHIMISAIETh IPUMEPHO TaK:

19. Coxpanutb JoKyMeHT B nanike Mou nokymenTs! nosa numeneM Ilpumep4.Doc,
ncnodb3ys koManay daitn — CoxpaHUTh KakK, U BBIMTH U3 peIakTopa.

X00 pabomul (nopaodok evinonHenus paoomot):

CryneHT J0oJKeH 3aHATh pabodyee MECTO 3a KOMIBIOTEPOM

3arpy3uTh 1eKTPOHHBINA JOKyMEeHT «IIpakTrdeckas padora Ned»y

3aKOHCIEKTHUPOBATH OCHOBHBIE MOHSITHS U ONPECIICHUS

3anucaTh M 3a/aTh BOIPOCHI MPENOJABATEN0, €CIM KOHCHEKTUPYEMBIH MaTepuanl BbI3bIBACT
TPYIHOCTH B TIOHUMAHUU

3anucaTh NOSICHEHUS ITPENOIaBaTeNs

[IpenpsiBUTH KOHCTIEKT Ha MPOBEPKY

3aBepuInTh paboTy

Cooeporcanue u oghpopmaenue omuema

Otuer AomKeH OBITH OPOPMIIEH B TETPAIH U COAEPKATh HAa3BaHKE Ja0OPaTOPHOI
pabotsl, gary BeimosiHeHus1, Ne rpynmsl u M.O.@amunuio cTyaeHTa, 3ajaiue Ha paboTy u
OIKMCAaHNUE OCHOBHBIX CBEACHMI, IPABUII U PUEMOB, U3YUCHHBIX MPH BBIOJIHEHUU
nabopaTopHOM PabOThI, BHIBOJIBI.
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IIpakTnyeckas padora Ned
ABTOMAaTHYeCKOe OIJIaBJIeHUe JOKYMeHTa, co3ianne yka3arteias. [lladioHbI

Lenwv nabopamopnoii pabomat
N3ydenne cneruaibHbIX BO3MOKHOCTEH pabOThI B TEKCTOBOM PEIAKTOPE

Teopemuqecmte ROJI10MCERUA

Microsoft Word oOecnieunBaeT BO3MOMKHOCTh aBTOMATHYECKOTO  (OPMHUPOBAHUS
OIJIaBJIEHUS] — CIIMCKA Pa3/IeJoB JOKYMEHTa C YKa3aHUEM HOMEPOB CTPaHHULL.

[lepBbIM STamoM cO3JaHHS OTJIABICHHS SBISETCS NPUMEHEHHE BCTPOCHHBIX CTUJICH
3aroyioBKOB («3arosoBok 1—9») K 3arojoBkam, KOTOpPbIE CIIEAYET BKJIIOUUTH B orjiasieHue. [lpu
JKEJIaHUW BMECTO BCTPOCHHBIX CTHJICH 3aroJIOBKOB MOXHO HCIIOJIb30BaTh CTHIIM CTPYKTYPBI MU
MOJIb30BaTeIbCKUE CTUIU. KpoMe Toro, B orjaBieHre MOKHO BKIIOYUTh BHEIPEHHBIE 3aI0JIOBKU
(HECKOJIBKO TIEPBBIX CJIOB a03ara, 0(hOPMIICHHBIX CIICIIHATBHBIM 00pa3oM).

Jlis BCTaBKM OTJIaBJICHHUS HYKHO BbIOpaTh B MeHIO BcraBka komanay OriaBieHue u
yKa3aTeld, 3aTeM OTKpbITh BKIanky OrnaBienue, B moie @DopmaTsl BbIOpaTh BapHaHT
oopMIIeHHs OTJIaBJICHUs, BbIOpaTh YMCIIO YPOBHEW 3arojlOBKOB, BKJIIOYAEMBIX B OIJIABIICHUE,
3a/1aTh BapuaHT 3amojHuTeNsd. s ompeneneHus AONOJIHUTENbHBIX NapaMeTpOB OIJIABJICHUS
HmIeIKHYTh KHOTIKY [Tapamerpsl. B okHe [lapaMeTpbl oriaBiieHUs] MOKHO OIPEAETUTh JJOCTYITHBIC
CTHJIM, HA OCHOBE KOTOPBHIX (OPMHPYETCS OTJIaBJICHUE, W YKa3aTh MX YPOBEHb. 3aBEPIIUTh
pelakTHpOBaHUE MapaMeTpPoB U 3aKphITh OKHO Ornamienue u ykaszarenu. [locrme storo Oyner
cobpano ornasinerue: WoOrd Haiier Bce 3arojioBK, O(GOpMIICHHBIC YKA3aHHBIMH CTHJISIMH,
OTCOPTUPYET HMX IO YPOBHIO 3arojioBKa, J00aBUT COOTBETCTBYIOUIME HOMEpa CTPaHHI] U
0TOOpAa3UT OTJIaBJICHUE B JOKYMEHTE.

CoznaHHOe oOryiaBieHUEe yIOOHO HCIOJIb30BAaTh ISl OBICTPOrO MepeMelleHus IO0
JIOKYMEHTY, IPOCMaTpUBaEMOMY Ha 3KpaHe: JUlsl Mepexoja K JII0OOMy 3arojioBKy JAOKYMEHTa
JIOCTATOYHO LIENKHYTh COOTBETCTBYIOIIUN €My *HOMEp CTpaHUIIbl B OTJIaBJICHUU.

VYkazarenb — angaBUTHBIN CIIUCOK OINPEEIIEMbIX aBTOPOM KJIFOUEBBIX CJIOB C YKa3aHUEM
HOMEpPOB CTPaHUI], HA KOTOPBIX OHU YIOMHHAIOTCA B JIOKyMeHTe. B ykazaTtenb Moryt ObITh
BKJIIOYEHBI CJIOBA, (Ppa3bl, CHMBOJIBI, CCHIJIKM Ha (hparMeHTHI TEKCTa, 3aHUMAIOIINE HECKOJIbKO
CTpaHMIL, a TAKXKE MEPEKPECTHbIE CCHIIKH.

Co3naHue npeaMeTHOro yKaszarens HauMHaeTcsl ¢ IOMETKU 3JIEMEHTOB yKa3aTels (CJoB,
¢pa3 uim CUMBOJIOB) B JOKyMeHTe. JlJi1 IOMETKH CI0Ba-3JIEMEHTA yKa3aTels BbIIEIUTE CIIOBO,
3aTreM B MeHI0 BcraBka BbiOepuTe komanay OriaBiieHME W yKa3aTelad, 3aT€M Ha BKIJIAJKE
Vkazarens menkuute KHonky [Tomeruts. B okHe Omnpenenenue sneMeHTa ykaszaresa MpoBEpbTe
3HayeHue noseil OCHOBHOW 3JeMEHT, JIOMOJHUTENbHBIN U ETKHUTE KHONKY [lometuTs. Jliist
TOTO YTOOBI MIOMETUTH BCE TAKHUE CJIOBA, BXOJAIINE B JOKYMEHT, IIEIKHUTE KHONKY [lomMeTuTh
BCE.

ITocne 3aBepleHns: TOMETKH CJIOB KaK JIEMEHTOB yKa3aTellsi B MeHI0 BcraBka BeIOepuTe
komaHay OrnaBieHuEe M yKa3zaTelld, 3aTeM Ha BKJIaJIKe YKaszarenb BbIOepUTe BUJ yKazaTels,
KOJIMYECTBO KOJOHOK W Imenkuute kHomky OK mist cOopku ykaszarens. Word Haiizer Bce
JOJKHBIM O00pa3oM IOMEUYEHHBIE JJIEMEHTBI, OTCOPTUPYeT HX 1o andaBuTy, [100aBUT
COOTBETCTBYIOILIME HOMEpa CTPaHUIL, YIaJIUT IOBTOPSIOLIUECS SJIEMEHTHI U OTOOPa3UT yKa3aTeib
B JIOKYMEHTE.
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JInst SKOHOMMM BPEMEHM MOXKHO BBIIIOJIHUTh ABTOMATHYECKYIO ITOMETKY 3JIEMEHTOB
yKaszaTens ¢ moMmounsio (aiina cioBapsa. i 3TOro HyXHO co3aaTh ¢aill cioBaps, OTKPHITH
JOKYMEHT, JUIsl KOTOPOTrO cJelyeT co3laTh ykas3areidb. B meHio BcraBka BbIOpaTh KOMaHIy
OrnaBienre W yka3aTeiau, a 3aTeM — BKJIAAKYy YKa3zaTenb. [ aBTOMaTH4YeCKON MOMETKHU
AIIEMEHTOB IPEAMETHOTO yKa3aTells HIETKHUTEe KHONKY ABTOIIOMETKA, 3aTeM B nosie Mims ¢aiina
BBEJIUTE UMS HY)KHOTo (paiina cioBaps U Haxmute KHONKY OTKpbITh. [Ipy 3TOM B JOKyMeHTe
BBITOJHSAETCS TOUCK Ka)I0T0 3JIEMEeHTa, COJIepKallerocs B iepBoM ctoiioiie daiina cnosaps. [Ipu
oOHapyXeHHH B KaueCTBE AJIEMEHTA MPEAMETHOIO yKa3aTellsd UCIOJIb3YeTCsl COOTBETCTBYIOIIUI
TEKCT U3 BTOporo cTojbua. [Ipu 3ToM momeuaeTcs TONBKO MEPBOE BXOXKICHUE KaXKI0T0 AJIEMEHTa
daiina cioBaps B KaxaoM adzare.

2. Illa6J10HbI

[I1abm0H — 3TO TN AOKYMEHTA, MPU OTKPBITUH KOTOPOTO co3naercs ero komus. B Microsoft
Office Word 2007 mabinon MoxkeT mMmeTh pacumpenue dotx wmm dotm (¢aitn tuma dotm
MO3BOJISIET BHITIOJIHATH MaKpOCHI B (haiine).

Hampumep, OusHec-TuTaH — pacpoCTpaHEHHBIN JJOKYMEHT, 9acTo co3aaBaeMblid B Word. BmecTo
CO3JIaHUsl CTPYKTYpbl OW3HEC-TUIaHA C CaMOro Hayaja MOJXKHO HCIIOJB30BaTh IA0JIOH CO
CTaH/JapTHBIM MAKETOM CTpPaHUIbl, MIpUPTaAMH, TOIAMU U CTWISIMU. OCTaercs JIMIIb OTKPBITH
1a0JIOH M 3alOJHUTH JOKYMEHT COOTBETCTBYIOIIMM TEKCTOM W JaHHbIMHU. [Ipu coxpaHeHuu B
Buze Qaiina .docx mimm .docm TOKYMEHT COXpaHSEeTCs OTAENBbHO OT mabjoHa, Ha KOTOPOM OH
OCHOBaH.

[IlabmoHBI — 3TO OOBIYHBIE JOKYMEHTBI, HO COJEp)Kallhe PEKOMEHAYeMbIE pa3fesibl WIH
00s3aTeNbHBIN TEKCT, a TAK)KE JIEMEHTHI YIPABJIECHUS COAEPKUMBIM, TaKHe KaK CTaHAAapTHBIN
PaCKpBIBAIOIIMINCS CIUCOK MM crenuanbHas sMOiaemMa. MoxHO 100aBUThH 3allluTy Ui paszelna
11a0JI0Ha UM MOXKHO NMPUMEHUTH K IIA0JIOHY MapoJib, 3allUIIAI0NIMNA coaepKuMoe 11adjIoHa OT
U3MEHEHUM.

[[Ta6noust Word my1st GONBIIMHCTBA BUIOB TOKYMEHTOB MOKHO HaWTH Ha BeO-y3ne Microsoft
Office Online. ITpu Hanuuuu nonakmroueHus k Marepuery Haxxmute knonky Microsoft Office |
BbIOepuTe Co3aTh U 3aTEM BbIOEPUTE HYKHYIO KaTeropuio 1adaoHOB. MOXKHO TakKe CO3/1aTh
M10JIb30BATEIbCKUE IA0JIOHBI.

BricokoCcTpyKTypHUpOBaHHBIE, CIIOKHBIE MIA0JIOHBI, TaKHe Kak (opMa HaJOTOBOHM JCKJIapaliui,
Jyd4llle BCEro cO3/laBaTh B Mporpammax, NpeJHa3HAYeHHbIX JJI co3/aHus (opM, HalpuMmep B

Microsoft Office InfoPath 2007.
Co3aanue miadJjaoHa

Hauats MoxHO C MyCTOIr0 NOKYMCHTA U COXPAHUTH Cr0 KakK A0JIOH WU CO31aThb 1a0JI0H Ha

OCHOBE CYIIECTBYIOIIETO JOKYMEHTA WX I1abJIoHa.
Hcnonb3oBanue nycToro madioHa

Haxxmure kaonky Microsoft Office , a 3arem BoiOepute komanay Co3narh.
Bri6epute HoBblii JokyMeHT 1 HakMuTe KHONKY Co31aTh.
BHecuTe He0OX01MMbIE H3MEHEHUS B pa3Mephl MOJIeH U CTPAHUL, OPUEHTALIMIO CTPAHUL, CTUIH U

JIpyrue napamerpsl GopMaTHupOBaHHUSL.
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A L0 Ddp e

MOXHO Takke 100aBUTh MOSCHUTEILHBINA TEKCT, 3JIEMEHTHI YIIPABJICHUS COIEPIKUMBIM, TAKHE KaK
BBIOOp J1aThl, U TpapuUecCKue OOBEKThI, KOTOPHIC JOJDKHBI MPUCYTCTBOBATH BO BCEX HOBBIX
JIOKYMEHTaX, OCHOBAaHHBIX Ha JJAHHOM IIa0JIoHE.

Haxxmute knonky Microsoft Office , a 3atem BeiGepuTe koManay COXpaHHTh KaK.

B nmuanoroBom okne CoxpaHeHnue q1okymeHTa BoioepuTe Hagesknbie mada0HbI.

Bri6epute ums daiina 11 HoBoro 1mabioHa, B cnucke Tun ¢aiiaa seidoepute lladiaon Word u
HaXMUTE KHONKY COXPAHUTB.

MoskHO Takxke coxpaHuTh maosoH kak [ladaon Word ¢ moaaep:xkoii makpocoB ((daiin dotm)
nu la6aon Word 97-2003 (daitn dot).

3akpoiiTe madIIoH.
Co3nanne mad/10Ha Ha OCHOBE CyLIECTBYHOIIEr0 JOKYMEHTAa

Haxxmure kHoniky Microsoft Office , a 3aTem BoiOepute koMan1y OTKPBITH.

OTKpoiiTe HYKHBIH JTOKYMEHT.

Haxxmure kHoniky Microsoft Office , a 3atem BoiOepute komanay CoOXpaHUTh Kak.

Buecute B HOBBIM MIa0JOH WM3MEHEHHs, KOTOpPbIE JOJDKHBI OTPaXKaTbCs BO BCEX HOBBIX
JIOKYMEHTaX, OCHOBaHHBIX Ha 9TOM IIabJIOHE.

B nuanorosom okae CoxpaneHue fokymeHTa BbiOepuTe Hagesxnble a0 IOHBI.

Bribepute umst aiinia a1t HoBoro mabiona, B criricke Tun ¢aiina seioepure Hlaéaon Word u
Ha)XMHUTE KHONIKY COXpPaHUTb.

MoskHO Takxke coxpaHuTh mabiaoH kak Illadiaon Word ¢ moaaep:kkoii makpocos (daiin dotm)
win [laéaon Word 97-2003 (daiin dot).

3akpoiiTe 1madIIoH.
Co3nanne HOBOro a0 I0HA HA OCHOBE CYIECTBYIOIEr0

Haxwure knonky Microsoft Office , a 3arem BeiOepute komanay Co3aaTh.

B o6nactu Illa6s10nb1 BeIOepuTEe U3 CylIecTBYIOLIET0 JOKYMEHTA....

[lenkaure mabIoH, MOXOXKUH Ha TOT, KOTOPbI HEOOXOAMMO CO3/1aTh, U HAXKMHUTE KHOIKY
Co3naTpb HOBBIM.

BHecute He0OX0MMbIE H3MEHEHHSI B pa3Mephl MOJIEH U CTPaHUL], OPUEHTAIMIO CTPAHUL], CTUIIN U
Jpyrue napaMmerpsl popMaTupoBaHUsL.

Mo>KHO Takke J00aBUTh MOSICHUTENBbHBINA TEKCT, YIEMEHTHI YIPABICHUS COAECPKUMBIM, TAKUE KaK
BBIOOp J1aThl, U TpaduuecKkue OOBEKThl, KOTOpPbIE JOJDKHBI MPUCYTCTBOBATH BO BCEX HOBBIX
JIOKYMEHTaX, OCHOBaHHBIX Ha JaHHOM IIa0JI0He.

Haxxmure xHonky Microsoft Office , a 3atem BriOepute komanay CoXpaHuTh Kak.

B nuanorosom okne Coxpanenue fokymMeHTa BbiOepute Hagexubie a0 10HbI.

Beenure ums aiina mist HoBoro mabnona, B cniucke Tun ¢aiina Beibepute adaon Word u
Ha)XKMUTE KHONKY COXPAHUTBD.

MoHo Takxke coxpaHuTh 1a6soH kak [llaéson Word ¢ noaaep:xkkoii makpocos (paiin dotm)

win llaéa0n Word 97-2003 (daiin dot).
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8. 3akpoiite mabIoH.
Jlo0aBiieHHe K MIA0JI0HY 3JIEMEHTOB YIIPABJIEHHS COIEPKMMBIM

JIOTOMHUTENbHYI0 THOKOCTh IA0JOHY MOXHO TNPUAATh, J00AaBUB M HACTPOUB DIEMEHTHI
yIpaBJIEHUS COACP)KUMBIM, TakUe Kak Mo (OPMATUPOBAHHOTO TEKCTa, PUCYHKH,
pPacKpbIBAIOLMECS CIIMCKU WM BBIOOD JaThl.

[IpenmonoxumM, HampuMep, 4YTO TOJB30BATENb IMepefal Kojulere malaoH, COAepIKaLIHii
PaCKpBIBAIOLINICS CIMUCOK. B 3TOM cmmcke HabOp 3JIEMEHTOB, KOTOPBIA IOKEH OBITH B
JOKYMEHTE, paclpoCTpaHsIeMOM Ha OCHOBE MIA0JIOHA, KOJUIETY He cTpauBaeT. [IockonmbKy mpu
N00aBIIEHUM 3JEMEHTa YIPABJICHUS COJACPKHMBIM K IIA0JOHY IOJIb30BaTeNb pPa3pernI
PEIaKTUPOBATh PACKPHIBAIOIIUIICS CIIUCOK, KOJUIETa MOXKET OBICTPO U JIETKO M3MEHHTH IIa0JIOH

1101 CBOM MOTPEOHOCTH.
Jlo6aBiieHHe 3JIeMEHTOB YIPABJIEHUS COIEPKUMBIM

K nokymeHTaM MOXKHO Take 100aBIIATh JIEMEHThI YIIPABJIECHUS COACPKUMBIM.
Haxxmure kaonky Microsoft Office , a 3arem Boibepute nyHkT Ilapamerpnst Word.
Bribepute OcHOBHBIE.

3. VYcranoBute Quaxok [loka3piBaTh BKIaAKY «Pa3padoTunk» Ha JeHTe 1 HaxxmuTe kHonKy OK.
Jlenrta Bxoaut B koMnoHeHT «Microsoft Office Fluenty.

4. OrtkpoiiTe m1ada0H, K KOTOPOMY HYKHO JJOOABHUTb JIEMEHTHI YIPABJICHUS COJAEPKUMBIM, U 3aTEM
IIEJKHUTE B MECTE BCTABKH 3JIEMEHTA YIIPaBJICHUS.

5. Ha Bruagke Pa3paborumk B rpymnie Jj1eMeHThbI YNPABJIeHHUS ILEIKHUTE 3JIEMEHT yIpaBJIeHUs

COJIEPKUMBIM, KOTOPBII TpeOyeTcst 100aBUTh K TIOKYMEHTY MJIH 1Ia0JI0HYy.
Hanpumep, menknys ®@opmat RTF, MoxHO BcTaBuTh mosie BBoJa (hOpMaTHPOBAHHOTO TEKCTA,
KOTOpO€e Oy/IeT MPUCYTCTBOBATH B JIFOOOM IOKYMEHTE, CO3JJaHHOM C IOMOIIBIO JAHHOT'O I1a0JIOHA.
Ecnu snemMeHTHl ynpaBieHHS COJIEPKUMBIM HEIOCTYNHBI, BO3MOKHO, OTKDBIT JIOKYMEHT,
CO3/laHHBI C momollpio Oonee panHeidl Bepcun Word. YToObl MOXXHO OBIJIO HCHOJIB30BATh
3JIEMEHTBHI YIIPaBJIEHUS COACP)KUMBIM, ClIeyeT Mpeodpa3oBaTh JOKYMEHT B popmart daiina Word
2007: naxmute kHonky Microsoft Office , BeiOepute komanay IlpeoGpa3oBaTh U HaKMHTE
kHonky OK. Ilocne mpeoOpa3oBaHus TOKyMEHTa COXPAHUTE €ro.

6. BriOepure sneMeHT yrpaBlieHUs] COAEPKUMBIM B JOKyMEHTE M LienkHuTe CBoiicTBa B rpymre
DJiIeMeHThI YIIPaBJIeHUS.

7. B mumamoroBoMm okHe CBOICTBa 3JIeMEHTa YNPAaBJEHUSI COAEPKMMbBIM YKXXHUTE, MOXKET JIH
BJIEMEHT YIPABICHHUS COACP)KUMBIM OBITh yHalleH WIM HM3MEHEH JIPYTruM IMOJb30BaTeleM,
UCTIOJIBb3YIOIINM I1a0JIOH.

8. UroOwl paboTaTh ¢ HECKOJBKMMHU 3JEMEHTAMM YIPABJICHUS COAEPKUMBIM WM HECKOIbKHUMHU
ab3alaMu TEKCTa Kak ¢ OJHUM OOBEKTOM, BBHIOEPHUTE STH AJIEMEHTHI YIPABICHHUS WM TEKCT U

3areM BeIOepuTe I'pynnupoBats B rpyrmie JJeMeHThl YIPaBJIeHHs .
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Hampumep, mycth uMeeTcss OTKa3 OT OTBETCTBEHHOCTH, COCTOSIIIMK M3 Tpex ab3ameB. [locrme
TpYNOUpOBaHUs 3TUX TpEX ab3aineB komaHoi ['pynmupoBaTh OTKa3 OT OTBETCTBEHHOCTH HE

MOET OBITh U3BMEHEH M MOXET OBITh y/IaJIeH TOJIPKO KaK IpyIIIa.
Jlo0aBJieHHe K IIA0JI0HY NOSICHUTEIbHOI0 TEKCTA

WMHCTpYKIIMU 1O 3aTIOJTHEHUIO JIEMEHTOB YIIPABJICHUS COJIEPKUMBIM, 100aBICHHBIX K MA0JIOHY,
3HAYUTEIBHO 00Jer4aT paboTy ¢ JOKYMEHTOM. DTH MHCTPYKIMH 3aMEHSIOTCS COACPKUMBIM
IIPY UCTIOJIb30BAaHUH 11a0I0HA.

1. Ha Briagke Pa3pabdorka B rpymnme JJieMeHTbI YIpaBJeHHUsl BbIOepuTe MYHKT Pexum
KOHCTPYKTOPA.

2. Ecnu snemeHT ymnpaBieHUs CONEPKUMBIM ellle He J00aBIEH K JOKYMEHTY, LICTKHUTE B MECTE
BCTAaBKH 3JIEMEHT YIPABJICHUS U 3aT€M IICIKHUTE JIEMEHT yIIPABICHHUS.
Ecnu snmemMeHTHl ympaBieHHS CONEPKUMBIM HEIOCTYIHBI, BO3MOXKHO, OTKDBIT JIOKYMEHT,
CO3MaHHBIH C TOMONIbI0 Oonee panHed Bepcuu Word. UToObl MOXXKHO OBUIO HCITOJIB30BATh
AIIEMEHTHI YIIPABJICHUS COACP)KUMBIM, CIIEAYeT Mpeodpa3oBaTh JOKyMEHT B popmart daiinma Word
2007: naxxmute kaonky Microsoft Office , Beioepute [Ipeodpa3zoBaTh u Haxkmute kHonky OK.
[Tocne mpeoOpa3oBaHus JOKYMEHTa COXPAHUTE €TO.

3. Ha Bkuanke Pa3paGoTka B rpynme JJieMeHTHI YNpaBjieHHsi BbiOepute IMyHKT Pemxum
KOHCTPYKTOPA.

4. 1llenxHUTE PIIEMEHT YIPABICHHS COACPKUMBIM, K KOTOPOMY HYKHO JOOABHTB STOT 3aMEIIAIOIIHIA
TEKCT.

5. OrpenakTupyiite u orpopMaTupynTe 3aMelIaroINi TEKCT.
Uro0bI 3aMeniaeMblii TEKCT B TOOABICHHOM JJIEMEHTE YIPABJICHUS COACP)KUMBIM TEKCTOBOTO
MOJISL MicUe3all TPH BBOJIE PEATBHOTO TEKCTa B JIOKYMEHTE, B TPyNIe JJieMEHTbl YNpaBJieHUs
BeIOepuTe CBOIiCTBA M ycTaHOBHUTE (DIAKOK YIAJAUTH JIeMEHT YNPaBJIeHUSI COAEeP:KMMbIM

NPU PeJaAKTUPOBAHUHU COAEPKUMOTO.
CoxpaHeHue U pacipocTpaHeHHe CTAHAAPTHBIX 0JIOKOB € MOMOIIbIO I1A0JI0HOB

CrangapTHble OJIOKM — 3TO MHOTOKPATHO HMCIIOJIb3yeMbIE€ JIEMEHThI COACPKUMOTO WIIH JAPYTHUE
YacTH IOKYMEHTA, KOTOPBIE XPAHATCA B KOJUIEKIMSIX U MOTYT OBITH B JIF000€ BpeMsl TOCTYIHBI JIJIs
MHOTOKPAaTHOTO UCTOJIb30BaHus. CTaHIapTHBIE OJIOKH MOXKHO TaKKe XPAHUTh U PaCIPOCTPAHATD
C MoMoIbl0 mabnoHoB. HanpuMep, MOKHO co3/1aTh MIa0JOH OTYeTa, COAEPKAIlIUil JBa TUMA
COTIPOBOJIUTENBHBIX MHCEM, KOTOPBIE MOJIB30BATEIM CMOTYT BBIOpPATh MPHU CO3AaHUU OTYETa Ha
OCHOBE JJAHHOTO I11a0JIOHA.

1. Coxpanute u 3akpoiiTe mabioH, pa3pabOTaHHBIA C y4ETOM OMPEEICHHBIX MOTPeOHOCTEH, K
KOTOpOMY TpeOyeTcsi J0OaBUTh CTaHAPTHBIE OJOKH sl BBIOOpA MOJIH30BATENSIMH I1a0I0HA.

2. OtkpoiiTe madioH.
JlepuTe OTKPBITHIM MIA0JIOH, K KOTOpOMY TpeOyeTcs 100aBUTh CTaHAapTHBIE OJIOKH.

3. CO3,Z[8.I>1TC CTaHAApTHBIC 6J'IOKI/I, KOTOPLIC HYKHO MTPECAOCTABUTH TOJIB30BATCIAM madJIoHa.
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IIpu BBOJE cBeneHUid B nuaioroBoM okHe Co3laHMe HOBOI0 CTAHAAPTHOrO 0JI0OKa B IOJIE
Coxpanuthb B BeIOSpUTE UM 11a0JI0HA.

Pacnipoctpanenue maodioHa

[Tpu oTnpaBke mabI0Ha WK MPEJOCTABICHUH JOCTyIa K HEMY JIPYTHM CIIOCOOOM CTaHIapTHHIC

0JI0KH, COXpaHEHHbIE € 1a0JIOHOM, OYIyT TOCTYIHBI B 3alaHHBIX KOJIJIEKIIHIX.
3anper u3MeHeHuii B madJoHe

K OTACJIbHBIM 3JICMCHTAM YIIPABJICHUA COACPKUMBIM B 11a0JI0HE MOKHO [[O6aBI/ITL 3a1IuTy,
4TOOBI 3aMpCTUTh YAAJICHHUC HWIIM PCAAKTUPOBAHUC OMNPCACIICHHBIX 3JICMCHTOB YIIPABJICHUA
COJACPKUMBIM HJIU TPYIIIBI 3JICMCHTOB YIIPABJICHUA. MOXXHO TaKxke 3alIUTUTL BCC COACPIKNMOC

nrabJI0Ha apoJIeM.
3ammTa 2JeMeHTOB 1Aa0J0HA

Otkpoiite m1aba0H, K KOTOPOMY HYXHO JOOABUTH 3alIUTY.

Br16epuTte areMeHThI yIpaBlieHUs COACPKUMBIM UITH TPYIIITY 3JIEMEHTOB YIPaBICHUS, U3MEHEHUS
KOTOPBIX TpeOyeTcs 3apeTUTh.

Ha Bknaake Pa3paborka B rpymnime JJjieMeHThI ypaBJieHus BoiOepute nyHKT CBoiicTBA.

B nunanoroBom okHe CBOCTBa 3JIeMEHTA yIIPaBJeHUA COAEP:KMMBIM B pa3zeie bioknpoBka
BBITMIOJTHUTE JF000€ U3 CIECIYIOMINX ACHCTBHIA.

YcranoBute (Quiakok JJIeMeHT YNpPAaBJIEHUS] COAEPKUMBIM HeJb3sl YIAJIUTh. DTO MO3BOJIUT
U3MEHATH COJIEPXKUMOE DJIEMEHTa YIpPAaBIICHUs, HO CaM DJIEMEHT YIpaBJICHUs HENb3sd OyneT
YIaIUTh U3 1a0JI0HA WM CO3/IaHHOTO C €T0 MOMOIIBIO JOKYMEHTA.

VYcranosure dnaxok Coaep:kuMoe HeJib3sl PeIaKTHPOBATH. JTO MO3BOJUT YIAIUTh SJIEMEHT
yIpaBIeHUs, HO peJaKTUPOBATh COJIEP>KUMOE B DJIEMEHTE yIpaBlIeHUs OyAeT 3anpelieHo.

OTH mapaMmeTpbl MOXHO HCIONB30BaTh JUIS 3alUThl TEKCTa, €CIM OH BKIIOUEH B MIa0JIOH.
Hanpumep, eciam yacto moOaBisieTcs OTKa3 OT OTBETCTBEHHOCTH, 3alllUTa TapaHTUPYET
HEM3MEHHOCTh TEKCTa U B TO K€ BPEMs MO3BOJISET YAAIUTh OTKAa3 OT OTBETCTBEHHOCTH B

JOKYMCHTAaxX, I'’/I€ OH HC HY’KCH.
3amura Bcero COAEPKUMOTO maodJI0Ha

Otxkpoiite m11a01I0H, KOTOPBIN HYKHO 3alIUTUTh OT U3MEHEHH.

Ha Bxnanke Pazpadorka B rpynne 3ammura BpIOEpUTE KOMAHIy 3aIMTUTL JOKYMEHT U 3aTeM
nienkHute OrpaHnyuTh pOpMaTHPOBAHUE U PeJaKTHPOBAHMeE.

B o6nact 3agau 3amura gokymeHta B rpynne OrpaHudeHHs] HA peJaKTHPOBaHHe
ycTaHoBuUTE Gi1akok PazpemmmTh TOJbKO YKa3aHHbIH CI0CO0 PeIaKTHPOBAHUS IOKYMEHTA.
B cniucke orpannueHuit pejakTHpOBaHUs BEIOEPUTE HYKHbIE OTPAaHUYECHHUS.

Jns  ycTaHOBKM  JIONOJHUTENBHBIX MapaMeTpOB  OrpaHWYEHHM, Hampumep yKa3zaHus
M0JIb30BaTENeH, MMEIOIIMX IPpaBa Ha YTEHUE U U3MEHEHUE JOKYMEHTa, HeJKHUTe OrpaHnyuTh
pa3pelieHue.

[TapameTpsl OrpaHMYEHHUN BKIIOYAIOT YCTAHOBKY JaThl OKOHYAaHMSI CpOKa JEMCTBUS s

JOKYMCHTA U pa3pCUICHUC Ha KOIMUPOBAHUE €0 COACPIKUMOTO.
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6.
7.

76.

77.
78.
79.
80.

81.

82.

83.

B paznene Bkiawo4uTs 3ammTy menkHute da, BKIOYATDH 3a1IUTY.

Jns ycTaHOBKM IMapoJisi Ha JOKYMEHT M TPEAOCTaBICHUS 3HAIONIMM Tapoib IOJIb30BATEIISM
BO3MOKHOCTH CHATbH 3alIUTY BBEIUTE MMapoJb B 1osie HoBblii mapoab (Heo0si3aTesIbHO), a 3aTeEM
MOATBEPAUTE €TO0.

Ecnu maponbs He 3anaH, yCTaHOBJICHHBIC OTPAHMYCHHS MOTYT OBITh HM3MEHEHBI JIFOOBIM

I10JIB30BATCICM.

Oovekmol ucciedosanus, 000pyoosanue, mamepuaibl U HA2AAOHbBLE

nocoous:

1. [I15BM IBM PC.

2. OnepanuonHas cpefa. TeKCTOBBIN penaKTop.

3. DnexTpouHsblii okyMeHT «I[IpakTtuyeckas padora Neby.

3aoanue na pabomy (pabouee 3ad0anue):

N3yunth 35eKTpoHHBIH A0KyMeHT «llpakTtudeckas pabora NeSy. M3yuute Teopermueckue
MI0JIOXKEHUS pabOThI
CocTaBuTh B TETPaAM KOHCIEKT M0 U3YYEHHOMY MaTepHaiy.

[TpebsBUTH KOHCIIEKT HA IPOBEPKY IPENOJABATEINIO.
3anyctuts Word u oTkpbITh (aitn [Ipumep2.doc u3 nanku Mo JOKYMEHTBI.

Jlig co3aaHust OTrJIaBICHUS! C UCIIOJIb30BAHUEM BCTPOEHHBIX CTUJIEH 3ar0JI0BKOB IPUMEHUTE
BCTPOSHHBIC CTHIIH 3ar0JIOBKOB («3arosioBok 1—9%») k ab3ariam, KOTOphIE CIIeyeT BKIIOYUTH B
ornasieHue. st aToro, BeLAECIUB ab3all, B [10JI€ CTUIISL HA MTAHEIU HHCTPYMEHTOB
dopmatupoBaHHe BEIOPATh CTUIIb 3arojoBOK 1.

YcTaHOBUTH Kypcop B KOHEI IoKyMeHTa. BeiOpats komanay OriaBieHue U yKa3aTelu B MEHIO
BceraBka. Ha Bkianke Ornasnenue B ose Bun BeiGepuTe BUJ OrfiaBiIe€HUs, BKIIFOYUTD OIMIIUIO
[TokazaTs HOMEpaA CTpaHUII, 33]1aTh YKHCIIO YPOBHEN 3aroJIOBKOB 4, BHIOPATH 3aIIOJIHUTEIb.
[I{enknyB kHONKY IIapameTpsl, packpbITh OKHO IlapameTps! ornasieHus uB nosie JocTynHsie
CTHJIM BBIOpATh U3 CIMCKAa BCTPOCHHBIX CTUJIEH, UCTIOIb3yeMble 17151 POPMUPOBAHUS
ornaBJieHus: 3arojoBok 1, 3aromoBok 2, 3aroioBok 3, 3arojgoBok 4. 3aKpoilTe OKHO
olpeeneHus napamerpoB oryasieHus U menkaure OK Ha Bkianke OrnaBieHus Uist COOpKU
OIJIaBJICHUS U BCTAaBKH €TI0 B JJOKYMEHT.

JUid co3naHusi IPEAMETHOTO YKa3aTells [0 TEKCTY TIOKYMEHTA: IOMETHTE 3JIEMEHTHI
IPEIMETHOTO yKa3aTels B IOKyMEHTE, JJIs Uero, BBIIEIMUB CIOBO, BEIOPATh KOMAHIY
Ornasnenue u ykasatenu B MeHI0 BeraBka. Ha Bknaake YkasaTens MIETKHYTh KHOIIKY
[Tometuts. B packpeiBiiemcs 3atem okHe OnpeieieHne aIeMeHTa yKa3aTells HIeJIKHUTE B [oJie
OCHOBHOM 3JIEMEHT U LIEIKHUTE KHONKY [loMeTuTh Bce, 4TOOBI OTMETUTDH BCE BXOXKICHHUS
YKa3aHHOT'O TEKCTa B IOKyMeHTe. Bce oTMedueHHbIe 37IeMEHTBI yKa3aTelsl BCTaBISAIOTCS B BUJIE
nosueit {XE}, ohopmieHHbIX cKpbIThIM TeKcTOM. Eciu nosnst {XE} He BUIHBI Ha 9KpaHe,
Ha)XMHUTE KHONIKY HemneuaTaemble CUMBOJIBI HAa TAHEJIN HHCTPYMEHTOB CTaHapTHas.

He 3akpbiBas okHa OnpeneneHue 3JeMEHTa yKa3aTes, BHIIOJHUTE IIPOCMOTpP JOKYMEHTa U

MIOMCK JIPYTHX CJIOB, BKJIFOUAEMBIX B yKa3aTellb. BbIIeIuB ouepeiHOe CI0BO, AJIs BKIIOUEHUS €T0
B yKa3aTellb LIEJIKHUTE B 11osie OCHOBHOM 2JIEMEHT M LIEJIKHUTE KHONIKY [loMeTuTs BCe.
3aBeplInB MOMETKY BCEX CJIOB, BKIIFOUAEMBIX B yKa3aTellb, IEPEMECTUTE Kypcop B KOHEIl
nokymeHTa. Beioepure komanny OriiaBiieHHe U yKa3aTenn B MeHIO BeTaBka, a 3areM — BKIIAJIKY
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84.

85.

86.

VYkazarens. Beioepurte HyXHBINM BHT yKa3aTens u3 cnucka Bua u menkaute kHonky OK mis
BCTaBKHU yKa3aTells.

Bri6pas B mento daitn komanny [lpenBapurenbHbiil IPOCMOTP, MPOCMOTPUTE, KaK OYIET
BBITJISICTh JOKYMEHT C CO3/IaHHBIMH BaMHU OTJIABJICHUEM U yKa3aTelleM Ha Oymare.

Brigenus niepBbie Ba ad3aia JOKyMEHTa, CKOIMPOBaTh UX B Oydep oOMeHa U BCTaBUTH 5, 6 pa3
nocie BToporo ab3aua. [locie 3Toro 0OHOBUTH OTJIaBlIeHHE JOKYMEHTA, YCTAHOBUB KYpCOp B
OrJIaBJICHUE U IIENKHYB KiaBuiry F9. UToObl 0OHOBUTH HE TOJIBKO HOMEpPA CTPAHULL, HO U
BKJIFOUUTH HOBBIE 3JIEMEHTHI, B OTBET Ha MPEJIOKEHUE O BEIOOPE pekMa OOHOBJICHMUS,
BbIOEpUTE BapUAHT OOHOBUTD LIETTUKOM.

3aBepmnTh paboTy peIaKTopa TEKCTOB C COXpaHEHHEM (aiiia Mo/ MPeKHUM UMEHEM.
Odopmure otyer.

3adanue 2

1. 3anmyctuts Word u, ucnione3ys Macrep pe3tome, co3aath (aiis, B KOTOPOM OTPasUTh
cBezieHus: 00 00pa30BaHNU, HaBbIKaX U ONbITE pabOThI, HEOOXOAUMBIE AJIsl HY)KHOTO BHJIA
paboTHI.

Jlist cozaHust pe3toMe ¢ UCIOJIb30BaHUEM MacTepa BbioepuTe komany Co3aaTh B MEHIO
@aiin. B okxne Co3nmanne JOKyMeHTa BBIOEpUTE BKIAAKY Jlpyrie JOKYMEHTHI, 3aTeM JIBaKIbI
HIeJIKHUTE 3Ha40K Mactep pestome. [locne 3Toro Ha skpaHe OyneT pacKpbITO OKHO CO3JaHUs
pe3loMe ¢ UCII0JIb30BaHuEM Mactepa (puc. 1).

Puc. 1. Coznanue pe3rome ¢ MoMOIIbI0 MacTepa

B neBoit yacTu okHa MacTepa yCIOBHO 0003HAYEHBI ATAIbI CO3/IaHMs TOKYMEHTA TUIIA
pe3toMe. I onpeneneHns cocTaBa u CBOMCTB CO3/1aBAEMOr0 IOKYMEHTA CIEAYHTE yKa3aHUAM
MacTepa: BBOAUTE JaHHbIE O cede, BbIOMpaiiTe BapuaHThl opopmieHus. s nepexona K
CIIEYIOIIEMY 3Tally LIENKainTe KHONKY Jlanee Ha OkHe MacTepa.

Ha nepBom atamne, npocmaTprBas BApuaHThI CTHIIEH oOpMIIeHUs pe3toMe, BRIOepuTe
CTUJIb CO3JaBA€MOT0 JOKYMEHTA: CTaHAAPTHBIN, COBPEMEHHBIN MJIN U3bICKaHHBIN.

Ha cnenyromem 3tane onpeaeanTe THI pe3toMe: 00bIYHOE, XPOHOJIOTHYECKOE,
(GYHKIMOHATBLHOE WM TPOQECCHOHANIBHOE. 3aTeM BBEIUTE JAaHHBIC BAILIETO aJIpeca, YKaKHTe,
KaKHe cBeJleHus 0 cebe Bbl XOTUTE BKIIOUYHTH B pe3toMe. Jlanee ykaxuTe, Kakue U3 CTaHIapTHBIX
MIYHKTOB CJI€1yeT BKJIIOUYHUTD B Ballle pe3tOME.

Ha ciemyromem stare quanora ¢ MacTepOM BBIOEPHUTE TOMOJHUTEIBHBIE MYHKTHI,
KOTOpBbIE CJeyeT BKIIOUUTH B Bale pe3toMe. [Ipu 3ToM, BeIOMpast MyHKTHI pe3toMe U LIeKast
KHOTNKU BBepx u BHHU3, BbI MOXKETE MOMEHSTh MOPSAIOK Pa3MEILEHUs TYHKTOB B CO3/1aBA€MOM
pe3oMe.

3aBepuInTe IUaJIOr ¢ MacTepoM, HIEIKHYB KHONIKY ['otoBo. [Tocie atoro B okne Word
OTKpPOETCS BApUaHT BaIlIeTO PE3IOME, YTOUHUTE OT/IEIbHbIE TTO3UIIUU, 3aMIOJIHUTE €TO0
KOHKPETHBIMU JIAHHBIMH U PE3IOME TOTOBO. ,

2. CoxpaHuUTh CO3JIaHHBIN TOKYMEHT B (paitiie Pe3tome.itoc B manke Mou JlokymeHTHI Ha
nucke C:.
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29.
30.
31.
32.

33.
34.
35.

3.HUcnonp3ys Tabmuis Word co3maTh mab/I0H CISIYIOMEro CoAep KaHus:

Munnctepcrso obpasosanns Poccuut |
Kowmyrer ofpasosasnus r. Caparosa |
|
|
|

Cpepusia umcona Ne__.

CTIPABKA
r. Caparos, yn. Kocmonastos, 23 .
Ten. 45-23-56
N__or«_» 200_r.
______________ L]

Hasa y (eBemuTe ¢ W AME)

19 ___ rona poxseus, IpoXXHBAIOMIEMY IO 2Apecy:

TOMHBIH ANIPEC IPOXKBANUS)

BTOM, Y B(y TOJH IKOJIBI)
B Kracce. .
Cnpasxa laHa Jis IPEXBABIICHAS TI0 MECTY TpeOOBAHMS.

JpexTop mIKoms . Merpos

['panune! sueek TabIUIBI, yKazaHHbIE TyHKTUPHOM TUHUEH, 3a/1aTh HEBUAUMBIMH.

4. CoxpanuThb 1m1a0J10H, BeIOpaB B MeHI0 Daitn komanay CoxpaHuTh Kak. B nuamoroBom
okHe CoxpaHeHue JokyMeHTa B nojie Turm ¢aiina Beioepute Bapuant llabmon nokymenra
(*.dot), B mone Mms ¢aiina BBeaure ums CripaBka u mieakHuTe KHONKY Coxpanuts. OOpaTuTe
BHUMaHME, 4TO MI1a0JI0H coxpansieTcs B nanke [11a6ions!.

5. 3akpotite daiin Crpaska.dot u co3maiiTe HOBBIN TOKYMEHT Ha OCHOBE I1a0JI0HA
CrpaBka. B menro ®aiin BeiOepute komanay Co3nath, qanee B uanoroboM okae Co3mganue
noKyMeHTa BeiOepuTe mabinon Crpaska, B mose Co3aars ykaxure B (aiina: JOKYMEHT U
menkaute knonky OK. B okne Word packpoercs 1mabiioH CIIpaBKy, B KOTOPOM BBEIMTE
KOHKpETHBIE TaHHbIE, HAarIpuMep o cede. 3aKpbITh (ailn JoKyMeHTa, COXpaHuB ero Ha aucke C: B
nanke Mowu noxymeHThI o umeHeM Crpaskal.doc.

6. 3akpbITh OKHO mporieccopa Word.

X00 pabomut (nopadok evinonnenus padoomot):

CryneHT JoJKeH 3aHATh pabodyee MeCTO 3a KOMIbIOTEPOM

3arpy3uTh MEeKTPOHHBIN TOKyMeHT «IIpakTnyeckas padora Ne5y

3aKOHCIIEKTUPOBATh OCHOBHBIE TIOHATHS U ONIPEACICHUS

3anucaTh M 3a/aTh BOIPOCHI NMPENOJABATEN0, €CIM KOHCHEKTUPYEMBIH MaTepuall BbI3bIBACT
TPYAHOCTU B TOHUMAHUHU

3anucath NOSICHEHUS MIpenogaBaTens

[TpenbsABUTH KOHCIIEKT Ha MPOBEPKY

3aBepuIUTh paboTy

Cooepoicanue u oghpopmnenue omuema

Otuer n0oKeH ObITH OPOPMIIEH B TETPAAM U COZIEPKATh HAa3BaHME J1a00paTOPHOI
paboTsl, AaTy BbinoaHeHus, Ne rpynmnsl 1 M.O.@amunuio cTyeHTa, 3aJjaHie Ha paboTy
OTIMCaHNE OCHOBHBIX CBEICHUH, TPABHII M TPUEMOB, U3YUEHHBIX MTPU BHIITOIHEHHH
n1abopaTopHOil paboThI, BEIBOIBI.
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IIpakTuyeckas padora Ne6

ABTOMaTI/I3aHI/Iﬂ BBINIOJTHEHMA 3aaY ¢ MOMOIIIbI0O MAKPOKOMAaH/I.

BriiroyeHne M OTKJIKOYEHHE HAACTPoeK B npuiaoxenusx Office

Ilenv nabopamopnoit pabomut
N3ydenne cneruaibHbIX BO3MOKHOCTEH pabOThI B TEKCTOBOM PEIAKTOPE

Teopemuuecxue noJl0XICeHUA

Makpoc — 310 Habop KoMaHI (MHCTPYKLMIT), HamMCaHHBIX Ha s3bike Microsoft Visual
Basic, 3amaromux ¥ aBTOMATUYECKH BBINOJHSIONIMX ONPEICICHHYIO IOCIEI0BATEIbHOCTh
neicTBuil o mpeobpazoBanuio gokymenta MS Word. B kadectBe Takux AEWCTBHII MOIYT
BBICTYIIaTh BBOJ], 00paboTka 1 0opMIIeHHE JaHHBIX, IEHCTBUS C AUarpaMMaMi U rpaduyecKuMu
oOvexktaMu U T. A. C MOMOIIBI0 MAaKpOCOB MOKHO aBTOMAaTH3UPOBAThH JIOOBIE ONepaluu o
00paboTKe JTOKyMEHTa, KOTOpPhIE MOXKET BBIMOJHHUTH TIOJb30BaTeNlb. OOBIYHO MaKpOCHI
UCTIONB3YIOT ISl aBTOMATH3AIUY TPYIOEMKHX H/HIIN PETYISIPHO MOBTOPSIOMUXCs 3a1ad. OnHon
U3 TaKkWxX 3a7ad sBISETCsA IpeoOpa3zoBaHne W OGOpMIIEHHE BEO-CTpaHUI], COXPAHEHHBIX W3
Wutepnera. IlpoGiema 3akitouaeTcs B TOM, 4TO 00paboTky BeO- crpanmi B MS Word
3aTPYIHSIOT crienruduueckre cpecTBa X pa3MEeTKU U Gop- MAaTUPOBAHUS, K KOTOPBIM OTHOCSATCS
MHOTOUYHCJICHHBIE BIIOKEHHBIE JIPYT B JIpyra TaOJIuIlbl, pa3pbiBbl CTPOK BMECTO KOHIIOB a03al1ieB,
HEpa3pbIBHBIE MPOOETbl U Apyrue djaeMeHThl. Kaxayro u3 3Tux mpobiieM, pazymeeTcs, MOXKHO
peluTh C TOMOIIBI TPAAUIMOHHBIX cpeactB MS Word, HO co3manue Makpoca,
ABTOMATHU3UPYIOIIETO BHIIOJHEHUE HYKHBIX OIEpalMil, CYIIECTBEHHO OOJIETYUT U YCKOPUT
paboty. Makpoc MOXHO HamucaTh BPY4YHYIO Ha si3bike mporpammupoBanus Microsoft Visual
Basic (MVB) wiu co3nate B pexuMe "MPOTOKOIMPOBaHUs", TIPH KOTOPOM BCE BBIMOJIHIEMbIC
MOJIb30BaTEIEM JICHCTBUS aBTOMATHYECKH 3amuchiBatoTCs Ha si3bike MVB. IlepBoiit crioco0
CO3JIaHUsl Makpoca TpeOyeT 3HaHUus s3blKa MPOTrPaMMHPOBAHUS M MO3BOJSIET cO3/JaBaTh Ooliee
CJIOKHBIE T10 BBINOJHSAEMBIM JAECHCTBUAM, HO Oojiee KOPOTKHE M TMPOCThIE IO COAEPIKaHUIO
Makpocsl. JlJis 3amucu Makpoca BTOPBIM CIIOCOOOM 3HAHMM fA3bIKa NPOIPAaMMHMPOBAHUS HE
TpeOyeTcs, OJHAKO MAaKpOChl NPHU 3TOM CIOCOOE CO3/1aHUSl MHOTAA MOJIY4aloTCs H3JIULIHE
JUIMHHBIMH ¥ CIIOKHBIMH IO  COJEp)KaHHIO. Bmpouem, 3HaHMA HEKOTOPBIX OCHOB
IPOrpaMMHUPOBAHUS JTOCTATOYHO MAJIi TOTO, YTOOBI pEAAKTUPOBAHUEM BHECTH HEOOXOIMMbIE
u3MeHeHus B Makpoc. Co31aHue Makpoca METOJIOM IPOTOKoIupoBaHus [Ipex e ueM npucTynuTh
K CO3JIaHUIO0 MAKpOCa, YETKO chopMyIHpyiTe MOCTaBICHHYIO 33/1a4y U CIUIaHUPYHTE padoTy 1o
€€ pEeIlIeHHI0 B BUJE Psja MOCIEA0BAaTEIbHBIX 3TAloB. JTO HEOOXOIUMO AJiIL TOro, 4TOOBI BO
BpeMs 3allUCH Makpoca He MPOU3BOJAUTH JIMIIHUX JEHCTBUI, KOTOpbIE aBTOMATUYECKU OYIyT
BCTABJISATHCS B €70 MPOTrPAMMHBIN KOJI. 3aTeM BBIIMOJIHUTE CIIETYIONIUE ONepaIiu:

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

2. B okse 3anuchk Makpoca B mosie MimMst Makpoca yKakuTe UMs CO3/1aBa€MOIr0 Makpoca.
Wms Makpoca MOXeET coJiepKatb OYKBBI M TU(PHI, HO HE MOKET HAUMHATHCS C U(PHI, HE MOXKET
coJlepkaTh MpoOenbl W JHo0ble 3HAKM, KpoMe 3Haka mnoadyepkuBaHus. B ogHoMm caiine umum
11a0JI0He HE MOXKET ObITh MaKpO- COB C OIMHAKOBBIMU UMEHaMH. Y JOOHO NMPUCBAaUBaTh MaKpoCy
onucareIbHOE UM, 0 KOTOPOMY MOXHO ONPEIENIUTh €ro Ha3HaueHHUE.
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3. B packpriBaromemcs ciiicke Makpoc A0CTyreH s Beioepute (aityn niu mabioH, B
KOTOPBII OyzeT coxpaHeH Makpoc. Ecim Makpoc mpeamnosiaraercs HCIojb30BaTh HEOAHOKPATHO B
Pa3IMYHBIX JOKYMEHTaX, TO HY>)KHO BBIOpaTh mapametp Bcex nokymenTtos (Normal.dot).

4. B none Onucanye 1o yMOJIYaHUIO YKa3bIBa€TCs aBTOP CO3AaBa€MOI0 MaKpoca U JaTa
co3nanus. llpu IKemaHMM MOXXKHO M3MEHHUTh OTY HWHGPOPMALMIO W/WIM BBECTH JIpyrue
onucaTesbHble CBEJCHUSA O CO3JaBaéMOM Makpoce, KOTOpble MOTYT IOMOYb I10JIb30BAaTEsIM B
BbIOOpE pellIeHHs 110 TOBOLy IPUMEHEHHS 3TOI0 Makpoca.

5. Ilocne ycTaHOBKM BCEX IapaMeTpOB CO3/1aBa€MOI'0 Makpoca B OKHE 3aIlluCh MaKpoca
HaxxmuTe KHONKY OK.

[epen 3amyckoM 3amucu Makpoca i y1o0CTBa MOCIEYIOUIET0 UCIIOIb30BAHNUS MOKHO
CO3/aTh KHOIKY IIaHEJIM MHCTPYMEHTOB (KHonka IlaHenu) mnu Ha3HA4YUTh COUYETAHME KJIABUIII
KJIaBHATYpBl, KOTOPBIM OyZAET 3amyckarbest Makpoc (kHomnka Knasumm). [loce co3nanust KHOIKU
WIM Ha3HA4YE€HMs COUYETAHMsI KJIABUII 3allUCh HauMHAeTCs aBTOMaTudecku. B mponecce 3amnucu
MakKpoca HYKHO IOCJEIOBAaTEIbHO BBIIOJIHATH BCE 3alVTAHMPOBAHHBIE paHee NCHCTBUSA IO
CO3JIaHUIO MJIM NPeoOpa30oBaHUIO0 JOKyMEHTa. JleficTBHS MOXHO BBIIOJHATH C HCIIOJIb30BaHUEM
MBILIH ¥ KJIaBUATYPBl, BKIIFOUasi KOMOMHALMY KJIaBHUILI. MOYHO 10JIb30BaThCsl KHONKAMHU IaHes e
MHCTPYMEHTOB, KOMaHJIaMH CTPOKHM MEHIO M KOHTEKCTHbIX MeHIo. KHomkoil OTMeHUTh maHenu
uHCTpyMeHTOB CTaHAapTHas HpHU 3allUCM Makpoca IOJb30BaThCs HeENb3d. [lo oxoHUaHUU
BBITNIOJTHEHUS BCEX 3aIUIAHUPOBAHHBIX JAECUCTBUN NJISl NMPEKpAIlECHUs 3allMCU MaKpoca HaXMHTE
KHONIKY OCTaHOBUTH 3aIlMCh MAHEIW UHCTPYMEHTOB OcTaHOBUTH 3amuch. [Ipu HEoOXoaumocTu
MOYKHO TTOJIb30BaThCs KHOMKOM [1ay3a 9Toii e maHenu HHCTPyMEHTOB. JIMITHIE Win OMMO0YHO
BBINOJIHEHHBIE JICHCTBHS B MAKPOCE MOKHO OYZE€T U3MEHUTh WIH yJAIUTh NIPH PelaKTUPOBAHUH,
TaK ’k€ MOXHO J100aBUTh JIOTIOJIHUTEIIbHBIE IEHCTBHSL.

BkJiroueHue M OTK/II0YeHHMe HAaACTpoeK B npujioxeHusix Office
B o6mem cimyuae, HaICTPOMKH — 3TO TOTIOJHUTEIBHBIE BO3MOKHOCTH, ITO3BOJISIONINE JOOABIATh
M0JIb30BATEIbCKUE KOMAH/Ibl U CliellMajibHble (YHKIUHU B MPHIIOKEeHUs Bbltycka 2007 cucTeMbl
Microsoft Office. Hanpumep, cmaprt-teru, riobanbHble madiaoHbl 1 XML-cxembl sBIstOTCA
HaJCTPOMKaMH UJTU, UHAaYe TOBOPS, «PACIIUPEHUSIMHU MPUIIOKEHUN», TOCKOJIBKY OHH 000TalatoT
BO3MOXxHOCTH npriiokenuit Office. Hexoropeie HancTpoiiku, Takue kak COM, MoryT pactmmpuThb
(GyHKIIMOHAJIbHBIE BO3MOXHOCTHM HECKOJIBbKUX MNpUJIOXKeHUH. B craThe omnMchIBaeTcs, Kak

IIPOCMaTpPUBATh HAJCTPOUKH U yHpaBisATh UMH B npuioxeHusx Office.

IIpocMoOTp yCTaHOBJICHHBIX HAACTPOECK
[Tpu ycranoBke Beimycka 2007 cucrembl Microsoft Office Ha koMIbloTEp yCTaHABIMBAIOTCS
HECKOJIBKO HaJICTPOEK.
s npunoxenuit Beimycka 2007 cuctemsl Microsoft Office.
Word, Excel, PowerPoint u Access
Haxxmute knonky Microsoft Office , 3arem kHonky [lapamerpsl Uma npocpammer (toe Hmsa
npozpammel — 3TO UMs NPOTpaMMbl, B KOTOPOW B JAHHBII MOMEHT IMPOUCXOIUT paboTa,
Hanpumep Ilapamerpsl Word), a 3atem BoiOepute kateroputo Haacrpoiiku.
Visio, Outlook, Publisher u InfoPath
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B wmento CepBuc BoiOepute TyHKT LleHTp ynpaBieHusi 0e30MacCHOCTHI0 U IICTKHHUTE
Hanacrpoiiku.

[IpocMoTpuTE HAACTPONKHU U PACHIUPEHUS MPUIIOKEHHH, KOTOPBIE paCIIPEICICHbI 10 KAaTETOPUSIM
CIIEeYIOIUM 00pa3oMm.

AKTHBHbIE HAJACTPOMKH NPWJIOKeHMH  PacimmpeHus, KOTOpble 3aperucTpUpOBaHbl U B
HACTOALIMI MOMEHT BBINOJIHSIOTCS B TaHHOM npuiioxkenun Office.

HeakTuBHBIE HAXCTPONKHU MPUJIOKeHUH HancTpoiiku, KOTOpbIEe YCTaHOBJIEHBI HA KOMIIBIOTEPE
MOJIB30BaTENS, HO B HACTOSIIIIMM MOMEHT He 3arpy»eHbl. Hanpumep, cmapt-Teru uim cxembl XML
AKTHUBHBI TOJIBKO TOT'/Ia, KOTJIa OTKPBIT IOKYMEHT CO CChUIKOM Ha HUX. J[pyrum npuMepoM MOTyT
cinyxkuth Hajactpoiiku COM, mpuBenenneie B auanoroBom okHe Hamerpoiikm COM. Ecnm
dnaxok s Haactpoiitku COM ycTaHOBIEH, 3Ta HaACTpoika akTuBHA. Ecnu ¢riaxkok s
HazacTpoiiku COM cHAT, TO HaACTpolika HeakTUBHA. UTOOBI y3HATH, KaK OTKPBITH HUATIOrOBOE
okHo Hapncrpoiika COM, cMm. cienyroumi pasznen «YOpaBlIeHUE YCTAHOBICHHBIMU
HAJCTPOMKAMU.

Hapcrpoiiku, cBsizanHble ¢ AokymMeHTamMu  Daiinbl 1m1abIOHOB, Ha KOTOpBIE CCHUIAIOTCS
TEKYIIHE OTKPHIThIE JOKYMEHTHI.

OTkiII0YeHHbIEe HAACTPOiikM mpuiaoxeHuii Hazactpoiiku, KoTopsie ObUIM aBTOMAaTHYECKU

OTKJIFOUEHBI, MOCKOJIbKY MPUBOMIN K cO0sM B paboTe npunoxenuii Office.
OnpeneneHue HACTPAaMBaeMbIX KHOMOK U 3JIEMEHTOB yYIpaBJIeHHs, 100aBJIeHHBIX U3
HA/ICTPOEK HA JIEHTY

HaHCTpOﬁKH U JOKYMCHTBI MOTYT ,Z[O6aBJ'I}ITB Ha JICHTY HACTpanBaCMbIC KHOIIKHM U 3JICMCHTBI
YIpaBJICHUA. I[J'IH BCCX HACTPAHMBACMBIX JJICMCHTOB YIIPABJIICHHA Ha JICHTC CYHICCTBYCT
crieuaJibHad BCIUIbIBAOIIAA IMMOJCKAa3Ka, KOTOPAsA OMPEACIIACT HCTOUYHUK DJICMCHTA YIIPABJICHUA.
B manHOM NpuMepe HCTOUYHUKOM OJJIEMCHTA YHPABJICHUSA SBJISACTCA «RXDGI’I]O.XISITI», n 9TO

OmnpeaAcCICHO BO BCIUIBIBAIOIIEH MOACKA3Ke dJIEMEHTA YIIpaBJICHU.

HaacTpokeEKH

J L3 ¥Wnelbka

F Pucosanme
Brnaaka
Ribhory || W= PHAETR

MoA HaACTRoMKa

Bunanka RibbonX

GBI RxDemo.xlsm

AnAa NonyHeHHA A0NonHHTENEHE:
CEEAEHHH HA¥MHTE KNaBHWy F1.

Takum 00pa3zoM, IMOJIb30BaTeNb 3HAET, YTO HWMEHHO SIBISETCS HMCTOYHMKOM HACTpauBaeMbIX
AJIEMEHTOB, U MOKET YJAIUTh WM U3MEHHUTH JJOKYMEHT, II100aJbHBIN 1a0I0H WM HAJCTPOUKY
COM, mnpeacTaBISAONIYI0 3TOT 3JEMEHT YympaBieHus. UToObl y3HaTh, Kak MPOCMOTPETh

ycTaHoBJIeHHbIE HaacTpoliku COM, cM. npeablaynuil pa3aen.
YnpasJiieHue yCTaHOBJIEHHBIMH HAJACTPOMKAMU
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K ympaBnenuto HaacTpoWKamMu MOTYT OTHOCHUTBHCS BKIIFOUEHUE M BBIKIIOYEHHE HAJCTPOMKH,
noOaBiieHHEe WM yJaJeHHE HAJICTPOMKH, a TakKe YCTaHOBKAa HAJCTPOMKU B aKTUBHOE WU
HEaKTUBHOE COCTOSIHUE.

s mpunoskenuit Beimycka 2007 cuctembl Microsoft Office:

Word, Excel, PowerPoint u Access

Haxmurte kHonky Microsoft Office , a 3atem knonky Ilapamerpwsl Mma npozpammer (rie Hmsa
npozpammesl — 3TO UMsS MPOTPAMMBbI, B KOTOPOM B JAaHHBII MOMEHT IMPOUCXOIUT pabora,
Harpumep Ilapamerpsl Word). Bribepute mnynkr LleHTp ynpaB/jieHusi 0€30MacHOCTHIO,
mienkuure Ilapamerpsl 1HeHTpa ynpaBjeHusi 0e30MAaCHOCTHIO, a 3aTeM IIEIKHHUTE
Hanacrpoiiku.

Visio, Outlook, Publisher u InfoPath

B wmenio CepBuc BbiOepure NyHKT LleHTp ynpaBjieHusi 0e30MACHOCTBIO U IICIKHHUTE
Hancrpoiiku.

B none /Ilucneryep menKHUTE HYKHYIO HAaJCTPOIIKy, a 3aTeM HaxkMuTe KHONKY IlepeiiTu.
Bri6epute HyXHbIE TapaMeTpBhI.

CBeneHuss MO BKJIIOYEHHUIO HAACTPOEK, OTKIIIOUEHHBIX CHUCTEMOW O€30MacHOCTH IIeHTpa

YIIpaBJICHUA 663OHaCHOCTBIO, CM. B CJICAYIOIIHX ABYX pa3aciiax.

Kak ¢ momombio meHTpa ynpaBjeHHsi 0e30MACHOCTHIO 3aIHUTHUTLCH OT Hebe30MacHbIX
HAJCTPOEK?

Tak ke, Kak MaKkpoChl M DJIEMEHTHI yIpaBieHus ActiveX, HaACTPOMKH MOTYT HCIOIb30BATHCS
XaKepaMu B IIPECTYIHBIX LEJAX, HAIIPUMEP U1 pacpocTpaHeHus Bupyca. IIockonbKy HacTponKu
CO3JIAI0TCSl HE TOJBKO Koprnopauuedr MaikpocodT, CyIIeCTBYIOT OIpeJe/ieHHbIE YCIOBHS,
COIVIACHO KOTOPBIM HAJCTPOMKA CUMTAETCA 3acilyKuBarollend nosepus. LleHTp ynpasneHus
6€301acHOCTbIO TpeOyeT COOMIOCHUS CIEAYIOIINUX YCIOBHIMA.

Hanctpoiika nomkHa ObITh MoAMMcaHa HU(POBON MOIMUCKHIO pa3paboTUrKa.

[MudpoBast moANKCh TOMKHA OBITH JEHCTBUTENLHOM.

[Mudposas moanuch JOMHKHA OBITH AEHCTBYIOIIEH (HE TPOCPOUCHHOI).

Ceptudukar 1udbpoBoil MOAMUCH MOMKEH OBITh TOATBEPKACH ABTOPUTETHBIM IIEHTPOM
ceprudukanyu (LIC).

Pa3zpabotunk, moanucaBmnii HAACTPOUKY, TOJDKEH OBITh JOBEPEHHBIM U3JATEIIEM.

Ecnu nenTp yrnpasieHus 6€30MacHOCTbIO HAXOAUT MOTEHIINATEHO HEOE30MacHYI0 HAACTPOUKY, He
COOTBETCTBYIOLLYIO ’TUM KPUTEPUSAM, TO IO YMOJIYAHUIO OH €€ OTKIIro4aeT. [Ipu aTom nosiBnsiercst
MaHeNlb COOOIIEHUH C yBEIOMJICHHEM O TOTEHIHMATbHO HEOE30MacHOW HAICTpOiKe WU

paCInpCHUHN ITPUITOKCHU.
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Cq) d \ Microsoft Excel

[naeHas Bosexa PazmeTea crpasals Qopmyas Launge Peuensnposasne Bug

o Ayt « 10 == 3 -
- ! - A
— 5y || KA M)A [T
Beragmme = Tvan
~ = S| ¥ 2"
bydep obueHz "= Wongr BupasHnBanne Yncno Rueiton
@ nNpeaynpexaenne cucTems B230NACHOCTH  AKTHBHOZ COZEPXMNOE Boing oTKNwseHo | Mapavetpu

Ecnu Ha manenu cooOmenuii menkuyts Ilapamerpbl, 0TOOpa3uTCcsi TUATIOTOBOE OKHO CHCTEMBI
0€30MacCHOCTH, B KOTOPOM MOXHO BKJIIOUUTh HAACTPOMKY. [lisl mpuHATUS pelieHus, He
HapyIIaloIero TpeOoBaHui Oe30MacHOCTH, Mepe]] BKIOYCHUEM HaJICTPOMKH 03HAKOMBTECH CO
CIIEIYIOIHM Pa3AeiioM.

B mnporpammax Microsoft Office Outlook 2007 wu Microsoft Office Publisher 2007
NPEIYIpPEkICHUS CHCTEMBI 0€30MaCHOCTH OTOOPAKAIOTCS B TUAIOTOBBIX OKHAX, a HE HA MaHeIn
coobOmenuii. [To ymomuanuio B mporpamme Office Outlook 2007 pa3spemiaercs 3amyckaTh BCe
YCTaHOBJICHHBbIE HAACTPONKH. YTOOBI HM3MEHUTh HACTPOWKH IO YMOJIYAHUIO, CM. pa3lei

OtobpakeHre 1 U3MEHEHUE HACTPOEK 0€30MaCHOCTH ISl HAJICTPOCK.

Yro cienyer aeaTh, €cJIM B COOOLEHUU CHCTEMbI 0€30aCHOCTH Npeiaraercs BKJINYUTH
WM OTKJIIOYMTH HAACTPONKN WU pacliipeHue MpuiaoKeHus ?

[Tocne oToOpakeHHs: TUATIOTOBOTO OKHA CHCTEMBI 0€30ITaCHOCTH MOYKHO BKJIFOUUTH HAJICTPOUKY
TOJIBKO JUIsl TEKYIIETO CeaHca, BHIOpaB 3HaueHHE BKJIWYMTH 3Ty HAACTPOMKY TOJIbKO AJs
JAHHOTO CeaHca, WM OCTaBUTh HAJACTPONKY BBIKIIOUEHHOW. ClemyeT BKIIOYATh TOJIBKO

HaI[CTpOI\/JIKI/I, IMOJIYYCHHBIC N3 NCTOYHUKOB, 3aCITYKUBAIOIIUX JOBCPUS.

NapameTpel Ge3onacHocTH Microsoft Office E@
@ O CHCTEMBI H

Hancrpoiiia
HageTasia Mpanciwekatn Guins CTkmicHeHs, HaaCTRoin MOryT CORSP#ETS BURYCH
(R Sy ——
NOANKSL. i, HO e
RBARSTCA MATATENk, KATOPLIA NOKa He Buin Ao6aRNeH K BaweMy cHHGKY
HARENHLIX HCTOMHIKOR.

[Lononsymenshue ceenetmn
Hapcrpoiiia: Microsoft Live Meeting

Noanses
Moanicario: Microsoft Corporation

Cpox AeficTenn cepdukara: 05,04,2006
Ceprdwcar swpan: Microsoft Code Signing PSA
MNoxa3aTs COCTas NOANMCH

(2 YcTaHOBHTE 3ALUMTY OT HEMSBECTHOMD COAEPHMMOTD {peKoMeHayeTCR)
(! BEMIOMUTS 3Ty HACTPOSKY TONLKD ANA ASHHOMD CESHCA.
€ BRADUUTL BECH KoA, ONYEAMKOEHHSIH 3TVM K3AaTEREM,

P T—

B kadecTBe anbTEepHATHBHI MOXHO B SIBHOM BHJE JOBEPHUTHCS HM3ATENIO, BHIOpAB mapaMmeTp
Briawuuth BeChb KOA, ONMYOJHUKOBAHHBIM JITUM WH3aarejieM. OTO JCHCTBHE BKJIIOUYHUT
HAJICTPOUKY M OMPENETUT J000e MporpaMmMHOe oOecreueHrne MTaHHOTO HM3JaTeNsl Kak BCeraa

HaIEKHOE.
Microsoft Office Outlook

B mporpamme Office Outlook 2007 mocne oTOOpakeHHs] TUAIOTOBOTO OKHA CHCTEMBI
0€30MacHOCTH MOXHO BKIIFOUUThH HAJICTPOWUKY TOJBKO JJISl TEKYIEro ceaHca, BEIOpaB 3HAYCHHE

BxiI04uTh HAACTPONKY NPHJIOKEHUs], WIN OCTaBUTh HAJACTPOWKY BbIKIIOUEHHOW. Cienyer
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BKJIIOYaTh TOJIBKO T€ Ha,I[CTpOI\/'IKI/I, KOTOPBIC TapaHTUPOBAHHO IIOJTYYCHBI H3 HCTOYHHKOB,

3aCJIYKUBAOIIUX JOBCPHA.

WaseuieHre cHcremsl SesonachocTi Microsoft Office Outlook

@ Microsoft Office

MyTe x dedny: C and
313 HacTpoia 3

LOnQnHATE iR CRORHME

| Aosepsm, so | | Bovowm | [onmoam: ]

B kauectBe AJIBTCPHATUBBI MOXXHO B SABHOM BHUAC AOBCPUTHCA H3AATCIIIO, BBIGpaB napameTp
I[OBepﬂTb BCEM JJOKYMECHTaM OT 3TOro u3aarTe’is. 910 JIENCTBUE BKIIIOUHUT HElI[CTpOfIKy n
OnpCaACIIUT 11000€ MporpaMMHOC obecrieucHue JaHHOI'O U3JaTCJId KaK BCCraa HAJACXKHOC.

I[OHOJIHI/ITCJIBHLIG CBCACHUA O NOBCPCHHBIX M3AATCIAX CM. B Paszaciic I[O63BJICHI/IC, yYAAJICHUC U

MIPOCMOTP IOBEPEHHBIX U3ATEIICH.

OTtolOpaxkeHue M U3MEHEHHUE MapaMeTPOB 0e30MaCHOCTH I HA/ICTPOEK

s npunoxenuit Beinycka 2007 cuctemsl Microsoft Office:

Word, Excel, PowerPoint u Access

Haxwmure knonky Microsoft Office , a 3atem knonky Ilapamerpst Hwsa npozpammer (toe Uma
npozpammesl — STO WMs TMPOTPaMMbl, B KOTOPOl B JaHHBIH MOMEHT MPOMUCXOIUT padoTa,
Hanpumep Iapamerpsl Word).

Bribepute xateroputo LleHTp ynpaBjienusi 6e30nacHOCTHIO U HakMUTe KHONKY IlapameTpsl
LHEeHTpa ynpasJjeHus: 0€e30MacHOCTHIO, a 3aTeM HenkHuTe Haacerpoiiku.

Breibepute HyKHBIE mapameTpbl. JlaHHBIE YCTAaHOBKM HE SBJISIFOTCS BBIOpaHHBIMU 10
YMOJIYaHUIO — KPOME CIIy4aeB, Korja padoTa MPOUCXOJUT B JIOKAIBHOW CETH, IJie CUCTEMHBIN
aJIMUHUCTPATOP MOT' M3MEHUTh HAaCTPOWKU MO YMOJYAaHUIO B COOTBETCTBUHU C YCTAHOBJIEHHOU
ITOJIUTUKOM.

Bce HAJACTPOMKH NPUJIOKEHUH  TOJIKHbI ObITH MO CAHBI HAXEKHBIMH
uzgareassmMm Boibepute 3TOT mapamerp, ecinu  TpeOyercs, uTOOBl IEHTP YIpaBJICHUS
0e30MacHOCTHIO MPOBEPsT UGPOBYIO MOAMKCH (haiiina AuHaMudeckort oubnroreku (paiina DLL),
B KOTOPOM COJIepXKMTCS HajAcTpoiika. Ecnu m3natens He sBIsETCS JOBEPEHHBIM, B JaHHOE
npunoxenue Office HaacTpolika 3arpyxeHa He OyleT, a Ha MaHEIN COOOLIEHUH 0TOOpa3uTCs
yBEJIOMJICHHE, UTO HAICTPOIKa OTKIIIOUEHA.

OTK/JII0YMTH  yBeJAOMJIEHHMEe [JIsl  HeNMOANMHCAHHBIX  HAJACTPoeK (KOA  OcCTaHeTcs
OTKJIIOYEHHbIM) YCTaHOBKa 3Toro (uaxka BO3MOXKHA, €CIM YycTaHoBleH (raxxkoxk Bee
HAACTPOHKHM NPHJIOKEHUI [JOKHBI ObITh IOANUCAHBI HAJeKHbIMU H3AaTeasiMu. B
HEKOTOPBIX CUTYyalusax (aiin quHaMmudeckoi 6nbiamnotexu (¢aitn DLL), B KOTOpoM coaepx uTcs
HAJICTPOiiKa, MOXXET ObITh He moAmucaH. B Takux ciydasx OyayT BKIIIOYEHBI HAJCTPOUKH,
MOJNMCAaHHbIE JTOBEPEHHBIM H3/aTeleM, a HEMOAINCAHHBIE HAJICTPOMKH OyayT OTKIIIOYEHBI Oe3

YBCOAOMIICHUA.
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OTKJIIOYUTH BCe HACTPONKH NPUII0KEHUH (BO3MOKHO HApYIIeHH e PYHKIMOHAIBHOCTH) —
YCTaHOBUTE ATOT (DIIaxkoK, €ciu OTCYTCTBYET JAOBEpHUE K 000 HancTpoiike. Bee HaacTpoiiku
OyIyT OTKJIIOYEeHbl 0e3 yBEAOMJICHHS, a yCTaHOBKa (PIIaXKOB JUIsl JAPYTUX HAJACTPOEK CTAHET
HEJIOCTYITHOM.

OTa HacTpoiiKa BCTYMUT B CHIIY TOJIBKO IOCJIE BBIXOJa U nepe3anycka nporpammsl Office.

Visio, Publisher uan InfoPath

B menro CepBuc Boioepute nmyHKT LleHTp ynpaBieHusi 6€30NMaCHOCTHIO.

Bri6epute paznen Haacrpoiikm.

Bri6epute HyxHble mapaMeTpbl. JlaHHbIE YCTaHOBKU HE SIBJISIFOTCS] BBIOPAHHBIMH 110 YMOJTYaHHUIO,
noka paboTa MPOUCXOAUT B JIOKAIBHON CETH, IJ€ CUCTEMHBIH aJIMUHUCTPATOP MOT HU3MEHUTh
HACTPOIMKHU MO YMOTYAHHUIO B COOTBETCTBUU C YCTAHOBIIEHHOM MOJIUTUKOM.

Bce HAJACTPOMKH MPUJIOKEeH U JOJIKHEBI OLITEL MOAIMCAHBI HaJAeKHBIMU
uznarensamm BeiOepure 5TOT mapamerp, eciu TpeOyercs, 4YTOOBI LEHTP YIpaBlIEHUs
0e30MacHOCTbhIO MPOBePsT HUGPOBYIO MOAMKCH (haiiina AuHaMudeckor oubianoreku (paiina DLL),
B KOTOPOM COJIEPKUTCS HajiCTpoiika. Ecnu u3natenb He sBIsieTCS JOBEPEHHBIM, B JaHHOE
npunoxkenue Office HancTpoiika 3arpykeHa He OyAeT, a Ha MaHENIH COOOIIEeHUN OTOOpa3uTCs
YBEJIOMJICHHE, YTO HAJICTPOHKA OTKIIOUEHA.

OTKJII0YMTH  yBeIOMJIEHHE [IJIsi  HENOANMUCAHHBIX  HAJACTPoeK (KOA  OCTaHeTcH
OTKJIIOYEHHbIM) YCTaHOBKAa HTOro (hjakka BO3MOXKHA, €CIIM ycTaHOBiIeH ¢iaxok Bce
HA/JACTPONKM NPUJIOKEHUH JOLKHbI ObITh MNOANMCAHBI HAJAEKHBIMH H3JaTedassMu. B
HEKOTOPBIX CUTyalusax (ain quHamudeckoi 6ubiamnotexu (¢aitn DLL), B kKoTOpoMm coaepkutcs
HAJCTpOIiKa, MOXeT ObITh He MmoAmucaH. B Takux ciayyasx OyayT BKIIOUEHBI HAJCTPOUKH,
MOJMMCaHHbIC JOBEPEHHBIM H3/aTeNieM, a HeMOANMCaHHbIe HAJACTPOUKH OyIyT OTKIIOYEHBI Oe3
YBEIOMIICHHUS.

OTKII0YNTH BCe HA/ICTPOITKH NPUJI0KEHUI (BO3MOKHO HapylLIeHue
(PYHKIHMOHAJBHOCTH)YCTAaHOBUTE O3TOT (JIaXKOK, €CITU OTCYTCTBYET JOBEpPHE KO BCEM
HajcTpoiikam. Bce HafacTpoiiku OyayT OTKITIOUEHBI O€3 YBEIOMIIEHUS, @ YCTAaHOBKA (PIIaYKKOB ISt
JIPYTUX HAJICTPOEK CTAHET HEIOCTYITHOM.

DTa HacTpolKa BCTYNHUT B CUITY TOJIBKO MOCIIE BBIXO/Ia M IIOBTOPHOTO 3amycka nmporpammser Office.
Outlook

[To ymomuanuto B mporpamme Outlook paspernraercs 3amyckaTh Bce yCTaHOBICHHBIE HAJICTPOMKH.
MoskHO orpaHnuuTh nporpamMmy Outlook ¥ pa3pemuTs 3amycK TOJIBKO T€X HAACTPOEK, KOTOPhIS
coziepkaT UGPOBYIO MOJANUCH, MpuMeHUB napamerp Ilpemynpe:xnenus Ads MOANMCAHHBIX
MAaKPOCOB; OTKJIIOYHMTH BCe HEMOANMMCAHHbIE MAKPOCHI K HAZCTPOMKaM, CIIeTys MPUBEICHHBIM
HUKE UHCTPYKIIHSIM.

B mento CepBuc BoiOepute MyHKT LleHTp ynpaBiieHus1 0€30MaCHOCTHIO.

Ha nanenu cnesa BBI6CpI/ITe pasacit be3onacHocTh MaKpoOCOB.
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Bribepute mapamerp Ilpenynpe:xkaeHusi 1Jisi MOANMCAHHBIX MAaKpPOCOB; OTKJIKYHTL BCe
HeNmoJANMCAHHbIE MAKPOCHI.

Ha nanenu cieBa BeiOepute pasaen HaacTpoiiku.

YcranoBure ¢raxxoxk [IpumeHuTH MapamMeTpbl 0€30MACHOCTH MAKPOCOB K YCTAHOBJIEHHBIM

HAJICTPOMKAM.

Oovekmobl ucciedosanus, 000pyoosanue, mamepuaibl U HA2AAOHbBLE
nocoousn:

1. II5BM IBM PC.
2. OnepaunonHas cpefa. TekcToBsli nporeccop (perakTop).
3. DnexktponHsblit 1oKkyMeHT «IIpakTndeckas padora Ne6y.

3aoanue na paoomy (pabouee 3a0anue):

N3yunth 35eKTpoHHBIH A0KyMeHT «llpakTtudeckas pabora Neby. M3yuurte Teopermueckue
M0JIOXKEHUS pabOThI
CocTaBuTh B TETPaAM KOHCIEKT IO U3YYEHHOMY MaTepHaiy.

IIpenbsBUTH KOHCIIEKT HA POBEPKY IMPENOAaBaTENIO.

3anyctuts WOrd u co3mathk MeTO10M 3amucu Makpoc HoBbIi, KOTOPBIH BbI3BIBACTCSI
xoMmOuHaruen kinaBui Alt + N 1 BBITONHSET ClieAyrOIIUe ONepaliu: CO31aTh HOBBIN TOKYMEHT.
B noxymeHT ckonupoBaTh CIpaBKy IO TeMe co3iannue Makpoca. OPOpMUTh TEKCT IOKYMEHTA B
nBe KoJoHKH. COXpaHHUTh JOKYMEHT B manke Moii jokymeHTbl noa umeHeM [Ipumep4.doc.

Jlnis coznanust Makpoca BeIOpaTh koMaHay Makpoc B MeHto CepBuc, 3aTeM — KomaH 1y Hauatb
3anuch. B okHe 3anuck Makpoca 3a1aTh uMsi Makpoca HoBblil v menkHyTs kHOnKy HasHaunts
MakKpoc KJaBuinaMm. 3artem B okHe HacTpoiika onpemenuts coueranue kinasuin Alt + N st
BbI30Ba MaKpoca U MeNKkHyTh KHOonKy HasHaunTe. 3akpbiTh okHO Hactpoiika. [locne aToro
BBIIIOJIHSIETCS 3alIUCh KOMAH/I, 33/1aBA€MBIX IT0JIb30BATEIIEM B MAKPOKOMaH/y, a Ha DKpaHe
BBIBOJIMTCS TIAHEJIb 3allMCU MaKpoca ¢ kHonkamu: OcTaHOBUTH 3anuch U [lay3a. Beimonnure
MOCJIEI0BATENbHOCTh KOMaH 1, 00€CIeUNBAIOIINX 3aJaHHe, 3alIUCAHHOE B I1.1, KOTOpBIE CIeayeT
BKJIIOYMTH B Makpoc. [Tocie coxpaneHust BHOBb CO3JaHHOTO "(daiiia OCTaHOBUTE 3aIUCh
MakKpoca, IIEJIKHYB COOTBETCTBYIOLIYIO KHOIIKY Ha ITAHEIIN 3allUCH MaKpoca.

3akpoiiTe co3aaHHbli pH 3amucu Makpoca ¢aiin [pumep4.doc. [IpoBepbTe neiicTBue
3aMMCaHHOI0 MaKkpoca, BIOpaB KoMaHay Makpoc B MeHto CepBuc, a 3aTeM — KOMaHly
Maxpocsl. Boibepute B ciicke Mmst makpoc HoBblii 1 1IeIKHUTE KHONKY BBIMOTHUTD.
OtkpsiTh Makpoc HoBelii B penaktope Visual Basic, s yero BeiOepute koMan 1y Makpoc B
meHto CepBuc, a 3aTeM — komaHay Makpocsl. B ciicke Umst BeiOepuTe nmst Makpoca HoBwrit n
HaxMmuTe KHOTNIKY M3Menuts. [IpocmoTpuTte B okae Microsoft Visual Basic TekcT mporpammbl
Makpoca. OTKII0YUTE HECKOJIBKO CTPOK, IOCTaBUB B HaYaJI€ CTPOK 3HAK « — KOMMEHTapHUH.
3aBepuIuTe pelakTUpOBaHHE Makpoca, BbIOpaB B MeHI0 MDaiin komaH 1y 3aKpbITh U BEPHYTHCS B
Microsoft Word.

[IpoBepbTe neiicTBUE 3aMMCaHHOTO Makpoca, HaxaB kiaBumm Alt + N,
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94. Vnanute makpoc HoBwiit, 17151 uero BeiOepuTe komany Makpoc B MeHio CepBHC, a 3aTeM —
komaHay Makpocsl. B criucke Mms BoiOepute uMs Mmakpoca HoBelid, KoTopslii TpeOyeTcs
YIAINATh, U HAKMUTE KHONIKY Y 1aJIHTh.

95. 3aBepumuTh paboty penakropa Microsoft Word. Opopmure otuer.

X00 pabomul (nopadok évinonHenus padoomot):

36. CTyeHT 10JKEH 3aHATh pabouee MECTO 32 KOMIIBIOTEPOM

37. 3arpy3uTh 31eKTPOHHBIN JoKyMeHT «IIpakTrueckas padora Ne6»

38. 3aKOHCIEKTUPOBATh OCHOBHBIE IMIOHATHS U OIIPEETICHHS

39. 3anmcaTh ¥ 331aTh BOMPOCHI MPETIOAABATEINO, €CIIM KOHCIIEKTHUPYEMbI MaTepuall BHI3bIBAET
TPYAHOCTU B IOHUMAHUU

40. 3anucaTh MOSICHEHUS TPENoaBaTes

41. TlpenpsBUTH KOHCIEKT Ha MPOBEPKY

42. 3aBepmuTh padboTy

Cooepoicanue u oghopmaenue omuema

OTuer nomKeH ObITh OPOPMIICH B TETPAIX U COCPKATh Ha3BaHUE JIAOOPATOPHOU
paboTsl, Aaty BbinoaHEeHUs, Ne rpynmnsl 1 M.O.@amunuio cTyaeHTa, 3aJaHie Ha paboTy U
OTHCaHNE OCHOBHBIX CBEICHUH, TPABHUII M TPUEMOB, U3YUEHHBIX MTPU BHITOIHEHHH
nabopaTOpHOI PabOThI, BHIBOIBI.
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IIpakTnyeckas padora Ne/

Ha3nauyenue Tadan4ynbIX npoueccopoB. Microsoft Excel. Anpecamnus B
3JIEKTPOHHOM Taldjmue. BBoA 1 pejakTHPOBaHMeE JAaHHBIX B siYeiiKe TA0TUIbI

Ilenv nabopamopnoit pabomul

HonyquI/Ie OCHOBHBIX HAaBBIKOB pa6OTLI B JICKTPOHHBIX T36J'II/IHaX

Teopemuuecxue noJlox3#cernus

Ha3znauyeHue Ta0JMYHBIX POLECCOPOB

DNeKTPOHHBIMH Ta0nuuaMu (TaOJUYHBIMM  TPOIECCOPAMM) HAa3bIBAIOTCS  MAKETHI
NPUKIAIHBIX MPOrpaMM, MpelHa3HaYeHHbIC JUIS TMPOBEACHUS pACUYeTOB HAa KOMIBIOTEpPE B
tabnmuynoit dopme, Hampumep: VisiCals, Lotus, SuperCalc, Excel, Quattro. Ouu sBisroTcs
3 PEKTUBHBIM CPEACTBOM PELICHUs ((PUHAHCOBBIX, aIMUHUCTPATHBHBIX, MH)KEHEPHBIX U HAYYHBIX
3azad.

[Ipy WCTONB30BaHUM AJIEKTPOHHOW TAONMIBI AKPaH KOMIIBIOTEPA TIPEACTABIACTCS
0onbIION TabiuLel, coCTOALIEN U3 S4YEeK, OPraHU30BAHHBIX NPSIMOYTOJbHOM KOOpJMHATHOMN
cetkoil. Kononku o6o3nadens! OykBamu (A —Z, AA — AZ, u 1.11.), a paasl — yucinamu (1—
9999).

Anpec sUeiiKku orpenesseTcs ee MECTOMOoNIoKeHeM B Tabmuie. Suelika 3aaeTcsi CBOUMU
KOOpJMHATaMHU, B KOTOPBIX Ha IEPBOM MeCTe CTOUT OyKBa, 0003Havaronas KOJOHKY, a Ha BTOPOM
— yucno, odo3Havaromee psa. Hanmpumep, A1 — syeiika B JeBoM BepxHeM yrity, DS — suelika
Ha rnepecedeHnu 4-ro crondna u 5-if CTpoKH.

Sluelika, B KOTOPYIO B JIaHHBIII MOMEHT BBOJSATCS JlaHHBIE, Ha3bIBaeTCsA akTUBHOW. OHa
MapKHUPYeTCsl TaONIWYHBIM KypCOpOM (BBIIEISETCS IBETOM). B KakIplii MOMEHT BpPEMEHHU
AKTUBHON MOXeET ObITh TOJBKO OJIHA STYelKa, OHA BCET/1a BBIBOAUTCS HA MHAUKALHUIO.

CoBpeMeHHbIe TaOJIMYHBIE IPOLIECCOPBI 00ECTIEYNBAOT:

* BBOJI, XpaHEHHE M KOPPEKTHUPOBKY OOJIBIIOTO KOJIUYECTBA JAHHBIX;

* aBTOMaTHYECKOE MTPOBEACHUE BBIYUCICHNUN P U3MEHEHUH UCXOHBIX JIaHHBIX;

* Ipy’KECTBEHHbIN MHTep(elc (cpeacTBa JUaIora YelloBeKa U KOMIIbIOTEPA);

* HaIJISIIHOCTh M €CTECTBEHHYIO (POPMY JJOKYMEHTOB, MPEACTABIISEMBIX [10JI30BATENIO Ha
JKpaHe;

* 3 pexTUBHYIO cUCTEMY TOKYMEHTUPOBAHUS WH(OPMALINY;

* rpadMIECKyI0 HHTEPIIPETAINIO TaHHBIX B BUJIEC JHArPaMM;

* BBIBOJ] Ha IIeYaTh NPo(hecCHOHAIBHO OOPMIICHHBIX OTYETOB;

* BCTaBKY OTUYETHOI MH(pOpMaIUU, TOATOTOBIEHHON C MOMOIIBIO 3JIEKTPOHHBIX Ta0IHULI, B
Jpyrue TOKYMEHTHI.

Bce 3T BO3MOKHOCTH TIO3BOJISIFOT MOJIB30BATENIO YCIIEIIHO PeIIaTh 3aauu, TpeOyromue
00paboTKK OONBIIMX MAaCCUBOB HH(GOPMAIINH, HE BJIaJIes TIPH ATOM CIEIUATbLHBIMU 3HAHUSMU B
00J1aCTH TTPOTrpaMMHUPOBAHHUSI.

2. Yto Takoe Microsoft Excel
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ITporpamma Excel Bxoaut B maker Microsoft Office u npeanasnadena a1 MOATOTOBKY U
00paboTKH AIIEKTPOHHBIX Tabnui moxa ynpasienuem Windows. Mer OyaeM paccMaTpuBarh BCe
nosoxxeHust npumenutenabHo k Microsoft Excel 2000.

JlokymeHTOM (T. €. 00bekTOoM 00padoTkun) Excel siBnsiercst haiin ¢ mpon3BoIbHBIM HMEHEM
u pacumperreM . Xb8. B repmunax Excel Takoii daiin HassiBaeTcs paboueit kauroit (WorkBook).
B kaxgom daiine XLS moxer pazmemarbes oT 1 10 255 3J€KTpOHHBIX TaOJMI, KaKaas W3
KOTOPBIX Ha3bIBaeTCs pabounm uctom (Sheet).

B npencraBinenun mosb3oBaTens snekTpoHHas tabmuna Excel cocrout u3 65536 ctpok
(row) 1 256 ctosb10B (COlumn), pa3MenIeHHBIX B aMITH KoMIbioTepa. CTPOKH MPOHYMEPOBaHbBI
HenbIMU yrcaamu oT 1 10 65536, a cTonOiel 0603HaueHbl OYKBaMu JTaTUHCKOTO andaBuTa A, B,
.. Z,AA, AB, ..., 1V. Ha nepeceueHnn cToi011a 1 CTpPOKHU PacroiaraeTcsi OCHOBHOM CTPYKTYpPHBIN
asieMeHT Tabuniel — siueiika (cell). B imo0yro siueiiky MOXKHO BBECTH HCXO/IHBIC TaHHBIE — YHUCIIO
WIN TEKCT, — a TaKke GOopMyIy Ui pacuera Mpou3BoaHoi uHpopmanuu. upuny cronbua u
BBICOTY CTPOKH MOXHO U3MEHSTb.

Jlnga yka3zaHuss Ha KOHKPETHYIO SUeHKy TaONMIbl Mbl HCIOJB3YeM ajpec, KOTOPBIH
cocTaBisieTcsl U3 0003HAYEHUS CTOJIO0A U HOMEpa CTPOKHU, Ha IEPECEYCHUH KOTOPHIX 3Ta S4eika
Haxoautcs (Hanpumep, Al, P8, C24, AA2 u 1.1.). B HeKOTOpBIX TaOIMUHBIX MPOLIECCOpax Aueiika
Ha3bIBACTCS KJIETKOM, a aJpec — KOOPAMHATAMH KIIETKH.

BykBeHHble 0003HaUEHUSI CTONONA PACIHOIOKEHBI MO andaBUTy, 0003HAUYCHUE, KaK U
HOMEp, MOXKET YBEJIMYMBATHCS W yMEHbIIaThbes. [loaToMy manee aisi MPOCTOTHI MBI Ha3bIBaeM
0003Ha4YeHHE CTOJI0Ia HOMEPOM.

3anyck u 3aBepmenune nporpammbl Excel. Ccpuika Ha Excel o0biyHO HaxomuTcs B
MOJIYMHEHHOM MeHIo nyHkTa ['nmaBHoro mento Ilporpammel. 3amyck u 3aBepleHHE MPOrPaMMBbI
Excel BbImonHseTcs ar00bIM U3 CTAaHIAPTHBIX CHOCO00B. Hampumep, A1 3amycKka mMporpamMMbl
MOXHO IIeNKHYTh KHOMKY Ilyck u B I'maBHoM mento Windows BeiOpats komanay Microsoft
Excel. ITocne 3TOro Ha 3kpaHe pacKkpoeTcs OKHO, Kak MOKa3aHo Ha puc. 1.

Ecnu B MOMeHT 3akpbiThst okHa Excel 00HapyXHT, 4TO BBl BHECIIM U3MEHEHUS B IOKYMEHT,
HO HE COXpaHWJIM ero B (hailiie, Ha HKpaH MOCTYNHUT JUAIOrOBOE OKHO. BBl MOXKeTe COXpaHUTh
u3MeHeHuss B (¢aine (otBer /[la), He coxpaHsATh u3MeHeHus (Her) unm mnpoaomxuTh
penaktupoBanue (OTmeHa).

e | - |
P_\ Palin [lpansa HBua Borgoxa Popmar Leposc [Jlamewe (uma 7 =18]x]
G HORY S RBT - QO I LN DEB oD
Acta Cyr -REFEXKY EEIH® X, LA |2 >- -

L T\ maert S cr2 [ a3 / [«] Y |

I

Puc. 1. Oxno Microsoft Excel
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OCHOBHBIC IPUHITUITBI CO3[JAHNUS, 3aTPY3KH M COXpaHeHHs ToKyMeHTOB Excel ananmoruans
NPUHIKANIAM CO3JJaHus, 3arPy3KH U COXPaHEHHUs JIOKYMEHTOB B TeKCTOBOM Tiporeccope Word

OCHOBHBIC TPHHLUIBI CO3JAHMs, 3arpy3KH U COXpaHeHus JokymeHToB Excel
3aKJIF0YAIOTCS B CIEAYIOLIEM:

1. Ecnu Bol 3anyctuim Excel 6e3 aprymeHTa KOMaHAHON CTPOKH (T. €. HE yKa3aB HUMs
daiina), nporpamma 1o yMOJIYaHUIO MpeajaraeT BaM HadaTh CO3JaHHE HOBOTO JIOKYMEHTa IOJ]
YCIIOBHBIM HauMeHoBaHueM Knural.

2. Bbl MOkeTe TOArOTOBUTH JOKYMEHT (UJIM YacTh JOKYMEHTA), a 3aTeM COXPaHHUTh €ro Ha
nucke (komanma @ain-CoxpaHUTh Kak..) B Bujae (ailyla ¢ NPOW3BOJIBHBIM HMEHEM H
pacmuperanem .XLS. CoxpaHenue (ailioB-IOKYMEHTOB BBIMONHICTCS IO CTaHAAPTHBIM
npasuiam Windows.

3. Ecnu BBl XOTUTE MPOAOJDKUTH 00pabOTKy yXe CymecTByIomero (aiiia-10KyMeHra,
BbIOepuTe KOoMaHAy Dain-OTKpbITh.... OTKpPOETCs CTaHAApTHOE AUAIOrOBOE OKHO, B KOTOPOM
HY>KHO BBIOpaTh ManKy U yKasath uiis ¢aitna . XLS ans o6paboTku.

[Ipy coxpaHeHuun U 3arpy3Ke JOKYMEHTOB He 3a0bIBaliTe O MpPaBUILHOW YCTaHOBKE
KaTajaora, B KOTOPBIH MOMEIIAeTCs Wik U3 KoToporo yntaercs ¢aiin .XLS. ITpu 3anycke Excel ¢
apryMEeHTOM KOMAaHJIHOM CTPOKH IpOorpaMmMa cpasy OTKPOET AJisi 00paboTKH (aiisl, HMsi KOTOPOTo
BBl YKa3aJIM B KOMAaH/IHOM CTPOKE.

4. laoraa BEI pelakTHPYyETe MOMEPEMEHHO HeCKOIbKO (haiioB-10KkyMeHTOB. Excel, kak u
Word, 3anomuHaeT uMeHa (aiiioB, KOTOPbIC Bl 00padaThIBAU 32 MMOCICIHEE BPEMSI, U BbIIACT
UX Ha DKpaH B KadecTBE KOMaH] NMyHKTa MeHro Daitn, Yucio ¢aiiioB B CrMCKe ONpenenseTcs
MOJIb30BaTeleM U He mpeBbimaeT 9. JIns oTKpeITHA JH000T0 U3 TakuxX (ailyioB IOCTATOYHO
LIEJIKHYTh MBILIBIO HA €r0 UMEHU B MeHI0 Daiiir.

5. Ecnu BBl pemrmniu co3faTh HOBBIM JTOKyMeHT, BbiOepeTe komanny ®aiin-Co3narts...,
3areM BblOepuTe 1madnoH u menkaute OK. s co31aHus HOBOTO JOKYMEHTA MOYKHO LIENKHYTh
kHonKy Co3/1aTh B aHENIU HHCTPYMEHTOB CTaHIapTHas.

6. Kak u Word, Excel sBisiercss MHOTOOKOHHO# MpOrpaMMoi. DTO 03HA4aeT, YTO BbI
MO’KETe OJIHOBPEMEHHO OTKPBITh HECKOJBKO JOKYMEHTOB, IIPUYEM YacTh U3 HUX MOXKET ObITh
roTOBBIMU (haiijlaMu, a 4aCTh — 3aroToBKaMu (0e3 uMeHu, HO ¢ o0o3HadeHusiMu Kuural, Knura2
U T. 1.).

7. OcHOBHBIE ITpaBUiIa PabOTHI C OKHAMH JOKYMEHTOB aHAJIOTMYHBI IIPaBUIaM pabOThI C
OKHaMH JIOKYMEHTOB B TekcToBoM mporeccope Word. Hanpumep, Excel mo3Bonsier pazgenutsb
OKHO TaOJUIBl Ha JIBa WM YEThIpe MOJIOKHA M OJHOBPEMEHHO PabOTaTh C Pa3HBIMH YacTAMHU
OJTHOM M TOH *ke, Tabuuipl. PacimenuTs OKHO TaOJIUIBI MOXKHO JIMOO C TIOMOLIBIO pa3AenauTenen
OKHa, 1n00 koMauaou Paznennuts B MeHro OKHO.

Okno nporpammel Excel Kak BumHO Ha puc. 1, okHo npuinoxkenus Excel (coBmecTHO ¢
OKHOM JIOKYMEHTA) COJEPXKHT BCE CTaHIApPTHBIC 3JIeMEHThI OKHa mpwiokenus Windows
[lepeuncnuM 3meMeHThl OKHa, crenuduunas st nporpamvbel  Excel. Hmke manenu
dopmatupoBaHMe pacrojaraercs cTpoka ¢GopMmyid, B KOTOpoil Bl Oyaere HabupaTb U
pelaKTUPOBATh JaHHBIE U (HOPMYJIbl, BBOJUMBIE B TUEHKY. B 11€BOI 4acTH 3TOM CTPOKH HAXOTUTCS
PACKpBIBAIOLINIICS CHUCOK — TIOJ€ HMMEHH, B KOTOPOM BBICBEUMBAETCS ajpec (WIM UMS)
BBIJEIICHHON SYEHKN TAOIUIBL.

Sdeiika TaOIUIBI, OKATMIICHHAS CEPON PAMKOM, SIBJISIETCS BBIZICTICHHOM (TEKYIIEH ), Ha PHC.
1 — st0 sueiika B3. [IpaBee mosiss UMeHH HaXO0AUTCS HEOOJIbINAst 00JIacTh (OrpaHUYCHHAs CIIpaBa
BEPTUKAJIBHON 4epTOil), B KOTOPOI

87



[+] X v =|=B172
LR
34

D TeKCTa
2

wer2 £ vcr3 /

————
Puc. 2. Cocrosauue CTPOKH (bOpMy.]'I BO BpE€Ms BBOJA JaHHBIX

Ha BpeMsI BBOJIa JaHHBIX MOSABIISAIOTCA TPU KHOIKHM YIIPABJIEHUs ITpolieccoM BBoja (X — OTMeEHa,
v' — Enter, = — usmenuTh hopmyiy), MoKasaHHble Ha puc. 2. Bo BpeMs BBOJIA IaHHBIX B TIOJIE
UMEHH BBIBOJUTCS CITUCOK (PYHKIMH, KOTOPBIA MOKHO NMMPOCMOTPETH, MIEIKHYB KHONIKY *. Hrmke
CTPOKH (OPMYJI HAXOAUTCS 3aroJIOBOK croiidna (¢ obo3HaueHusiMH-HOMepamu A, B, C,...), a B
JIEBOM YacTH dKpaHa — 3arojIOBOK CTPOKH (¢ HoMepamu 1, 2, 3, ...).

B neBoiil wactu 3aronoBka crondua (Wid B BEPXHEH 4acTH 3arojioBKa CTPOKH) MMeEeTCs
mycTas KHOIKa I BBIICTICHUS BCEH TaOIUIIbI.

B npaBoii yacTu okHa BBl BUJIUTE CTaHIAPTHHIE MOJOCH MPOKPYTKH, MpeIHA3HAYCHHBIC
JUIs TIepeMelieHust mo pabodyemy JMCTy (BBEpX-BHHU3, BJIEBO-BIpaBo). Hakoner, cTpoka c
SPIIBIYKaMH JINCTOB TIO3BOJISIET MEPEXOAUTH OT OJHOTO PadOYero JucTa K APYyroMy B Ipeaenax
pabouei KHUTH.

I'naBHoe MeHto Excel moutn monHocThiO COBNaaeT ¢ ropu3oHTadbHbM MeHI0 Word. 3to
CBSI3aHO C EAMHCTBOM OOBEKTHO-OPUCHTHUpPOBaHHOW Texuosorumu Windows, koropoe
npearnonaraeT, 4To MHTepdeiic OJHOro MPUIIOKEHUs OTIMYaeTcs OT HHTepdeiica aApyroro
HPHIOKEHHS TOJBKO crieruduueckumu onepaipsmu. Hanpumep, B Excel mynktsr Menro Paii,
Bux 1 OKHO MOYTH HMYEM HE OTJIMYAOTCS OT COOTBETCTBYMOIMX myHKTOB WoOrd. B npyrux
IIYHKTaX UMEIOTCS HEKOTOpble oTanuns. Hampumep, B myHkTe [IpaBka ecTe KOMaHAbI 3alIOJIHUTH
(stuetiku popmynamu), O4ucTUTH (slueiikn); B myHKTe BeraBka — komanasl Sueiiku..., CTpokw,
Cron6upl, Jluct, ®yuknus..., Ums u 1. 1. Bmecto nynkra Tabmuia B8 Wordd B Excel Bxitouen
NYHKT JlaHHBIE, KOTOpBIM MpeqHa3HA4YeH JUIsl CIOKHBIX MAaHUIMYJISLHMA C COAEPKUMBIM SUYEEeK
TaOJINULIBI.

[Tanenu mHCTpYMeHTOB. Pabotas ¢ Excel, BbI Oynere ucnosnb30BaTh, B OCHOBHOM, JBE
NIaHEJIM MHCTPYMEHTOB: naHenb CranaaptHas u na"ens @opMartuposanue. boabIIMHCTBO KHOMIOK
Ha 3TUX MaHeNAX BBINOJHAIOT Te k€ (YHKIMH, YTO U B COOTBETCTBYIOLICH MaHEeNM perakropa
Word. Ha puc. 3 mokasaHsl KHOIIKM TaHeneil mHCTpyMeHTOB Excel, oTimyaromuecs ot KHOMOK B
Word.

[Hanems Crannapruan [Taneas Popmaruposaune

B ® % , ‘8 0 r 88 Qi

ABTOCYMMA, MACTED (DYHKIMH, COPTH OOBEIHHITE H ITOMCCTHTD B LCHTPE, J1¢
POBKA 1O BOIPACTAHMHIO, COPTHPOBKA N0 HEXKHBH ‘|.n;|":.11 NPOUEHTHLIA dopmar
yOBIBAHMIO, MACTEP JIHAIPAMM, KapTa (POPMAT C PARICIHTCINMHA, VBEIIHYHTE Pai-

PAHOCTD, YMCHBLUINTD PA3IPRAHOCTL

Puc. 3. HazHaueHue kHOIOK naHesel ”HCTpyMeHToB Excel,
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oTIMYaromuxcs ot kaonok B Word

Haznauenne HekoTopbIX KHONOK naHenu CraHiapTHas: ¢ IOMOIIbIO Mapbl KHOIIOK
ABTocymMmMa W Mactep (GyHKUMH BBITOJIHSIOTCS ONEpaliy, YHIPOIIAONUEe BBOJ (PYHKIUH B
SYCHUKY DJIEKTPOHHOM TaOnuibl. Eciiu BBI meNKHEeTe Ha KHOMKE CO 3HAKOM CYMMBI, TO B TEKYIIEH
sueiike mosBuUTCs 3arotoBka ¢ynknuu =SUM(...), aprymentsl kotopoii Excel moacraButr mo
COIVIAIIEHUIO0. -Bbl MOXeTe oTperakTupoBaTh 3Ty (QYHKIMIO WM 3aUKCUPOBAThH B Aueiike 0e3
penaktupoBanus. [locie menuka Ha KHOnKe fX Ha dKpaH MOCTYHNHT IHaIoroBoe okHO Mactepa
(GyHKLUH, 1 BB CMOXETE BBIOpaTh U OTPEAAKTUPOBAThH (DYHKIIHIO, BBOJUMYIO B TEKYILYIO STUECHKY.

KHOMNKHM COPTUPOBOK TMO3BOJIAIOT COPTHPOBATH BBIJCIEHHBIE CTOJIOIBI MO CTPOKaM B
nopsiike Bozpactanus (A->5) win yoeiBanus (S1->A).

Kuonku rpynmer Mactep muarpamMm u Kapra oOciyxuBaioT rpaduyeckue onepanuu
Excel:

* TI0CIIE IeJIYKa Ha KHOIKe MacTtep AuarpaMm MOYKHO «HApUCOBaTh» HAa pabo4yeM JIUCTE
IPSIMOYTOJIBHYIO paMKy, a 3aTeéM, II0CJIE€ OTBETOB Ha BOIIPOCHI JUAIOTOBBIX OKOH MacTepa
Jyarpamm, IIOCTPOUTh B paMKe IIPOU3BOJIBHYIO JUarpammy;

* kHonka Kapra ucnonp3yercs Juist 0oTOOpa)keHuUs JTaHHBIX Ha reorpaduyeckoi Kapre.

Ha3nauenue HEKOTOpHIX KHOMOK mnaHenn PopmarupoBanue: KHomka OOBEIUHUTH U
IIOMECTUTh B ILIEHTPE OOBEIUHSAET BBIJCICHHbIE SYEHKM U IOMEIIAeT JaHHbIE B LEHTpE
00BEAMHEHHOH STYEHKH.

Knomnka /lenexHblit popMaT Hy)KHa IS BKITFOUEHHS OTOOPAKEHUSI CHMBOJIOB BAJTIOTHI.

Knomnka [IpoueHTHbIH hopMaT Ci1yKUT A1 OTOOpaKeHUs IPOLIEHTOB.

Knonka ®opMmar ¢ pa3IenurensiMu CIIy>)KHT Ul BBIBOAA YHUCIIA C Pa3felIEHUEM TPy
pas3psioB.

Knonku YBennuurs pa3psgHoCTb, Y MEHBIINTD PA3PAIHOCTD CIIYXKaT JUIs YBEJIUYECHUS WIN
YMEHBIICHHUS YMCIIa 3HAKOB B IpOOHOI yacTu yncnia (mociie 3ansaTo).

B mnporpamme Excel umeroTcss KOHTEKCTHBIE MEHIO, KOTOpBIC BBI3BIBAIOTCS MPABOM
KHOIIKOM MBIIIN, KOI'/la IpOMapKUpoBaHa (BblAeNIeHa) HEKOTopask 001acTh TabJUIbl. DTH MEHIO
coJiep’kaT MHOTO KoMmaHs 00paboTku u gopmarupoBaHus Tadmaul. Komanael popmarupoBaHus
MO’KHO TaKe BbI3BaTh Ha MaHEJN (opMaTHUpOBaHUs (BTOpasi CTpOKa MUKTOrpaduyecKoro MeHIo
Ha pHC. 1) MBIIIBIO 110 COOTBETCTBYIOIIEH MUKTOIPaMME.

3. Aapecanus B 3JIEKTPOHHOM Taduie

O06o3HaueHue sTUEHKU, COCTaBIEHHOE U3 HOMepa cToila u HoMepa ctpoku (AS, B7 u .
1.), Ha3bIBaeTCsd OTHOCUTENIbHBIM aJIpecoM WM IpOcTo aapecoM. IIpu HEKOTOpBIX omnepaunusx
KOMUPOBAHUs, yaaneHus, BctaBku Excel aBTOMaTtnveckd M3MEHSET 3TOT aapec B (GopMyax.
WHoraa 310 CIIy’)KUT HICTOYHUKOM OIIMOO0K. YTOOBI OTMEHUTH aBTOMaTHYECKOE U3MEHEHHE ajpeca
JAHHOW SYEHKM, BBl MOXKET€ HA3HAYUTh €W aOCOMIOTHBIA anpec. [Jms 3Toro HeoOXoaumo
NPOCTaBUTh TI€pPe]] HOMEPOM CToyIOna u (MIM) Tepel] HOMEPOM CTPOKH 3Hak jgoiuiapa «$».
Hanpumep, B anpece $AS He Oynetr MmeHATHCS HO-Me {> cTonO11a, B aapece B§7 — HOoMep cTpokw,
a B aapece $D $12 — Hu ToT, HE Apyroit HOMep; CMEHUTh OTHOCUTEIBHYIO aJPECAIUI0 SYCeK
TaOJIUIIBI Ha A0CONTIOTHYIO BBl MOXKETE, IeNKast kiapuiry F4.

Uto0b!I cocnaThCsl Ha JUaNa3oH sueeK (HarpuMmep, Ha IPYNIy CMEXHBIX SYeeK B CTPOKE),
MO>XHO yKa3aTb 4epe3 JBOETOYME aJpeca HAYaJbHOM W KOHEYHOW SYEWKH B JUAIa30OHE.
Hampumep, o6o3nauenue A7:E7 agpecyer stueiiku A, B, C, B, E B ctpoke 7, o603nauenue B3:B6
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azpecyert siueriku 3, 4, 5, 6 B cron6ie B u 1. n. JInamazoHom M0OXHO 0003HAYUTH U OJIOK STYCCK.
Hanpumep, moxxno nanucatb C6-G9.

Hakownen, B Excel mpeaycmoTpen oueHb yI0OHBIH Cl10CO0 CCBUIKH Ha STYEHKY C TIOMOIIBIO
IPUCBOCHUS ITOM STUEHKE MPOU3BOIILHOTO UMEHH. MIMs TOJKHO HAYMHATHCS C OYKBBI M COACPIKATH
He Oonee 255 cumBonoB. He nmomyckaercst ucmosib30BaHue mpo6enoB. MMst rpymnmbl He T0JKHO
coBnazate ¢ aapecamu siueek (Al, G4 u T.11.). B 3TOM OKHE MPUBOIUTCA TAKXKE CIIUCOK YyiKe
IPUCBOECHHBIX IPYNIOBBIX UMEH, OTHOCSIIMUXCS K JAHHOM KHHUTE.

YroObl NpHUCBOUTH sueiike MM, BBIICIUTE €€ U BblOepuTe KoMaHay Bcras-ka-Hwms-
[TpucBouTs... Ha sxpane nosiButcs aquanoroBoe okHo [IpucBoenune nmenu. B mosie Mms nHabepure
npousBoiabHOe uMs (Hampumep, UTOI'O,) n naxxmute kHonky OK. BrieneHHol siuelike Oynet
npucBoeHo Mg UTOI'O. 3To uMs Bbl MOXKETE MCIOJB30BaTh B JAJbHEHILIEM BMECTO ajapeca
JTAHHOM STYCUKU.

YroObl OBICTPO MPUCBOUTH UM SUEHKe WM nuarna3oHy B Excel, Bbienurte sueiky wiu
JIMara3oH U BBEJUTE UM B [10JI€ UMEHU cJIeBa OT CTPOKHU Gopmyil, 3aTeM Haxxmute Enler.

Ecnu B Bameil Tabnuue ecTh 3arojoBKM CTPOK M CTOJOLIOB, TO MX TaKXe MOXHO
UCIIOJIb30BaTh B KayecTBe UMeH 3TuxX obiacteil. [l 3TOro HyHO MOMETUTh COCEHUE CTPOKHU
(cTonO1bl), BKJIOYAs TIEpBbIE SYECHKH, TJIe pacIloIoKEeHbl UMEHA, U BbI3BaTh KoMaHay Co3aate u3
MeHo BeraBka-Mms. B oTKpbIBLIEMCS J1AIOTOBOM OKHE HYXHO YKa3aTh MECTOHAXO0XKIEHUE UMEH
(B epBOI WM MOCIEHEHN slueliKe CTPOKU WIIM CTOJI0LA) U LIEJIKHYTh 10 KoMaHaHoHM kHonke OK.
Ecnu Teneps BbI3BaTh quaioroBoe okHo [IpucBoenne Mimenu, To B cicke KMEH MOXKHO YBUJIETh,
yTO nporpamma Exces npucBousia yka3aHHbIM CTpPOKaM (CTOJI011aM) 3TU UMEHa.

Hmenamu Bbl MOkeTe 0003HAYaTh MOCTOSHHBIE BEJIMUUHBI, KOAQPHUIUEHTbI, KOHCTAHTHI,
KOTOpbIE HUCIHOJB3YIOTCsA B Balled Tabmuue. Hanpumep, BbIonaHAS JabopaTOpHble paboThI 1O
¢uznuke Ha 00pabOTKY (DU3MUECKHUX SKCIIEPUMEHTOB, MOXETE€ BBECTH I/Ie-HUOYIb B TabmuIe
dbyHaaMeHTalbHble (U3NYECKUE KOHCTAHTHI, IPUCBOMTh UM HMX OObIYHBIE 00O3HaueHMs (§ —
yCKOpeHue cBoOoqHOTrO TajeHus, K — mocrosiHHas bonbliMaHa U T. 1.) U MOJIb30BATHCSI MU B

dbopmynax.

4. BBoa u pelakTHPOBaHHUe JaHHBIX B siUeiiKe Ta0J MBI

UroObl BBECTH [1aHHBIE B KOHKPETHYIO UY€Ky, HEOOXOIUMO BBIIETUTE €€ IIETYKOM
MBIIIH, a 3aTeM ILIENKHYTh Ha cTpoke (opmyn/IlosBisercs MepLaromi TEKCTOBBIM Kypcop, U
MOKHO HaOHpaTh MH(POPMALUIO, MOJIb3YSICh MPU ITOM 3HAKOMBIM BaM OCHOBHBIM CTaHAApTOM
peaakTHpoBaHus (MEpeMeIleHHe ¢ MOMOIIBIO KIIABHII <— U —, yaaneHue cumBoiioB BackSpace,
Del). BBogumble B cTpoke (opMysl JaHHbIE BOCIPOM3BOIATCS B TeKyulel sueiike. [Iporpamma
Excel untepnperrpyer BBOIUMBIC JaHHBIC JTHUOO0 KaK TEKCT (BHIPABHHBAETCS IO JICBOMY Kparo),
anb0 Kak YHCIOBOE 3HayeHHe (BbIpaBHUBAETCS IO IMpaBoMy Kkparo). [lns BBoma Qopmysisi
HEO0OXOJUMO BBECTH aireOpanyeckoe BbIpaKEHUE, KOTOPOMY JIOJDKEH MpeIlecTBOBaTh 3HAK
paBeHCTBa =.

Kak Obuto mokazaHo Ha puc. 2, MpH BBOJE JAHHBIX B JIEBOM YacTH CTPOKH (opMyI
BO3HHUKAIOT TPH KHOIIKH, IPEHA3HAYCHHbIE JUIsl YIPaBJIEHHUS MTPOLECCOM BBOJIa € (X — OTMeHa,
v—Enter, = — wusmenuts Qopmyny). Ecinu mieNnkHYTh Ha KHOIKE C KPECTHKOM, BBOJI
IIPEKPALIAETCs, @ JaHHbIE, IOCTYIIMBIINE B SYEHKY B TEKYIIEM CE€aHCE BBOJA, yAausatorca. Eciau
HIETKHYTh Ha KHOTIKE CO 3HAYKOM =, Ha SKpaH MOCTYIUT AUajJoropoe okHo Macrtepa GyHKUUH, U
BBl MOJKETE BBECTH (hYHKIIHIO.
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3aBepIiuB BBOJ JAHHBIX, BbI JOJDKHBI 3a()MKCHPOBATH UX B siueilke JTOOBIM M3 Tpex
croco0oB: Ha)kaB KiaBuIly Enter nin menkHyB Ha KHOINKE C FaJIOYKOM MM IIEIKHYB MBIIIBIO Ha
JIpYrou siYerKe.

Jl1 BBO/Ia JTaHHBIX MOYKHO TaKXe JBaK/bl IIEJIKHYTh MBIIIBIO HA BHIOPAHHOH sUeiiKe, U
TEKCTOBBIM Kypcop MOSBUTCSA HEMOCPEICTBEHHO B siueiike. B 3TOM cilydae 10IyCKaroTCsl TOJIBKO
BBOJI CHMBOJIOB M yJajeHHe uX kiaBuined Bacb8pace. [[ns dukcamuu maHHBIX MOXXHO JHOO
BOCII0JIb30BaThCsl OJJHUM M3 ONHMCAHHBIX BBIIIE TPEX COCOOOB, JINOO CMECTUTh KYPCOPHYIO PAMKY
Ha JIPYTyIo siueiiKy 110001 U3 KJIaBUIII yIIPABIECHUS KypCOPOM.

MoHO i1 BBOJIa HOBBIX MJIU JJIsl HCIPABJICHUE CTapbIX JaHHBIX IPOCTO HA4YaTh X HAOOp
B TEKyILIeH s4erke. fldelika OYMINAETCs, MOSBIAETCS TEKCTOBBIM KypCOp M aKTUBU3UPYETCS
cTpoka Gopmyi. Axpeca siueek U UMeHa (PYHKIUI BBl MOXKETe HaOMpaTh Ha JTF0OOM PErucTpe —
BEPXHEM WJIM HUKHEM.

MoxHo 1pu BBOJIE (HOpPMYJIBI BMECTO MEPEUUCICHHS aPecoB sSYEeK, 00pazyroIuX 3Ty
rpyniy, yka3ate ee ums. Hampumep, eciu cronbuy E npucBoeHo ums «Cymma» U HYXKHO
BBIUUCIIUTh CYMMY sI4€€K B 3TOM CTOJ0LE, TO BBOJ (hOpMYJIbl HAJJO HaYaTh CO 3HaKa PaBEHCTBA,
3a KOTOPBIM cliefyeT UMsl (PYHKIIMU CYMMBI ¢ OJJHOM Kpyriioil ckoOkoi: =Cymm ( 3aTeM HyXHO
OTKPBITh CIIHCOK IPYIIOBBIX HMEH U IIEIKHYTh MbIIbI0 110 nMeHn «Cymmay. [Iporpamma Excel
BCTABHT 3TO UM B popMyiry. OcTaeTcst TOIBKO BBECTH MPaBYIO CKOOKY M Haxath kiaBunry Emler,
YTOOBI 3aBEPIIUTH BBOJ (POPMYIIBI.

B o0bruHOM pexxume nporpamma Excel BBoguT B TaOuuIly pe3yabTaThl BBIYUCICHHI O
dopmynam. s npocMoTpa GopMys U MOMCKA OLIMOOK MOKHO U3MEHUTh 3TOT PEKUM U BBECTH
TEKCTOBBIN MHAMKAIMU (0TOOpaxkeHus) GpopMys, HaxkaB KomOuHaiuio kiaauin Ctrl+~. TTocme
9TOr0 Ha HKPAaHE CTAHOBATCS BUJAHBI HE PE3yJbTaThl BBIYMCICHHH, a TEKCThl caMuX (popMyn u
¢GyHkuuit. B 3TOM pexumMe yBeIMuuBaeTCs MHUPUHA CTOJIOIOB, YTOOBI MOKHO ObUIO YBUJIETh BCIO
(bopMyity ¥ HalTH OINOKY.

Ecnu BBl XOTUTE BHECTH UCIIPABJICHUS B JaHHBIEC TEKYILEH SYEHKHU, TO HAXKMUTE KIIABULLY
F2, npu 3TOM akTHBU3UpPYETCS CTpoKa (GopMyJl, B KOTOPOH OTOOpaXKaeTCsl COAEPKUMOE TEKYyIIeH
AYEHKHU JJI pelakKTUPOBAHMSL.

BBons nannsie B siueiiky Excel, Bbl MOXkeTe BBIOMPATh pa3aIndHbIe aTpUOyThl 0POPMIICHHUS
TEKCTa: FapHUTYPY U pa3Mep mpu@Ta, ero HauepTaHue U 1BeT, U T.I. [lapaMeTpbl cTaHIapTHOTO
mIpUQTa BBl MOKETE YCTAHOBUTH C IOMOIIBIO IMAJIOrOBOTr0 OkHa koMaH 1kl CepBuc-Ilapamerpst...,
Ha Bkiagke OOmme. Mimenno stot mpudr Excel Bcerma mcmonb3yer mpu BOCIPOM3BEICHHH
HaOupaeMoil nHpopmanuu B cTpoke (popmyin. J[ias KOHKPETHOM TaOMUIbl WM A TEKYILEro
ceaHca paOOTbl Bbl MOXET€ YCTaHOBUTH JApyroi mpudr, eciu BbiOepere koManay Popmar-
Cruns....

Uto0bl U3MEHUTh HMIPUDT sSUYEeK, HYKHO BBLACIUTH SYEHKH, a 3aTEM BOCIOJIb30BATHCS
KHOIKaMu Ha mnanenn PopMaTtnpoBaHUE WIM BbI3BaTh KOMaHAy fuelika n3 meHo Popmar. B
nuanoroBoM okHe dopmar sueek BbiOpaTh BkIaAKy Llpudt, B KoTOpoil MOXHO BBIOpaTh U3
npejlaraeéMoro cucka BUJ mpudra u 3a1aTh Jpyrue napamerpsbl popMaTHpOBaHHUs CUMBOJIOB.

[upuna cronbua usmepsiercs B cuMBosiax. Hampumep, mmpuna 8,5 o3Hauaer, 4to B
SYEHKy TaHHOTO CTOJIOIa MOKHO BBECTH B CpEAHEM 8,5 CMMBOJIOB CTAaHAAPTHOTO MIpUQTa (s
IPOMOPLHUOHATIBHOTO MIpHU(dTa TOUHAs OleHKa HeBo3MoxkHa). [llupuna cronbua — ot 0 1o 255
CHUMBOJIOB.

BricoTa cTpoku m3mepsiercs B myHkTax (ot 0 g0 409).

1 myHKT npuMepHoO paBeH 1/72 mroiima.
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Yamre Bcero BaM NMPHUACTCS W3MEHATH IMIUPUHY CTOJOIA (HAIIpUMEpP, YTOOBI pa3MECTUTh
TEKCTHI HITH MCIIOJIb30BaTh JJIMHHBIC Yncia). [ n3MeHeHus pa3mepoB cronbua (crpokun) B Excel
IPEIYCMOTPEHBI ABa crioco0a. YToObl M3MEHHUTH IIUPUHY CTOJIOIA, YCTAHOBUTE YKa3aTeb MbIIIN
Ha NPaBYIO I'paHUIy B 3aroJIOBKe CTOJOHmA (yKaszaTellb NMPUMET (OopMy YEpHOrO KPecTHKa C
JIBYHAIIPaBJICHHOM CTPENIKOH BIEBO-BIPABO) U IIEPEMECTUTE TPAHHUILY BIEBO WJIM BIIPABO METOJIOM
«Drag-and-Dropy». YToObl H3MEHUTH BBICOTY CTPOKH, YCTAHOBHUTE YKa3aTelb MBIIIU HA HIKHIOKO
TpaHUILY B 3aT0JIOBKE CTPOKH (yKa3aTeib MpUMeT (hOpMy YEPHOTO KPECTHUKA C JIBYHAIPaBICHHON
CTPEJIKOW BBEPX-BHHM3) W IIEPEMECTHTE TpaHMIy BBEpX WJIM BHU3. B moise wMeHH npu
NEepEeMEIICHNH TPAaHUIBI BBICBEYMBACTCS TEKyllas IIUPHHA CTOJOHA (BBICOTA CTPOKH) B
COOTBETCTBYIOIIUX €AMHUIAX U3MEPEHHs (CUMBOJIAX MIIU ITYHKTAX).

Ecnu BBl XOTHTE SBHO 3aJaTh HMIMPHUHY CTOJONA (B CMMBOJIAX) WM BBICOTY CTPOKH (B
IYHKTaX), BBIACIUTE XOTA Obl OJIHY SUEHKY B CTOJIOIE MJIM CTPOKE, 3aT€M BHIOEPUTE KOMAaHIY
®opmar-Cronben-Ilupuna... unn d@opmar-Ctpoka-BeicoTa... U yKakUTe B COOTBETCTBYIOLIEM
JIMAJIOTOBOM OKHE HEOOXOJMMOE 3HAUCHHE IIIMPUHBI CTOJIONA (BBICOTHI CTPOKH).

Bun naHHBIX, BBOJMMBIX B SYCHKY TaOiHIbl. B 100YI0 SYSHKY 3JIEKTPOHHOW TaOIUIIBI
MO>KHO BBECTH: UHCIIO, GOpMYIy, TEKCTOBYIO (aidaBuTHO-IU(PPOBYIO) HH(OPMALIKIO.

Microsoft Excel otnuuaer onus BiI HHGOPMAIIMK OT APYTOro CISAYIONM 00pa3oM: eciiu
BbI HAOpaJIM HEKYIO MMOCIEA0BATEIFHOCTH CUMBOJIOB, B KOTOPYIO BXOIAT MU(PHI, a TAaKKe 3HAKU
«+», «-» (B Hauajue NOCIeA0BaTEIbLHOCTH) WU «,» (KaK pa3ieiauTelb 1esloi U ApoOHOoI yacTh),
9Ta MOCJIE0BATEIBHOCTD CUATACTCS YHCIIOM.

B Microsoft Excel uncio Moker cocTosTh TOJBKO U3 CICAYIOMNUX CMMBOIOB: 0 1234 5
6789+ —(),/8%$% Ee

Crosiiye mepes YuciioM 3HAKH IUTFOC (+) HTHOPUPYIOTCS, a 3alsiTas HHTEPIPETUPYETCSI
KaK pa3/ieiuTelb IECATUYHBIX Pa3psaaoB. Bee npyrue coueTanus KiaBHIll, COCTOSIINE U3 IIUPp U
HEelIM(POBBIX CUMBOJIOB, paccMaTpUBarOTCs Kak TeKcT. [Ipumepst uncen: 257 ; -145,2 ; +4890,859.

[To ymomnuanuto nocie ¢ukcanuu yncia Excel caBuraer ero k npaBoil rpaHulie sueiky,
HO BBl MOXXETE BBIPOBHATH €r0 IO HEHTPY SUCHKU WM CMECTHTh K JIEBOW TPaHMIE SUCHKHU C
MIOMOIIIFI0 KHOMOK BBIpaBHMBaHWSA. Kpome Toro, BBl MOXETE€ 3amucarb 4YHCIO B
AKCIOHEHIMATbHOU (popme (B BuJe MaHTHCCHl U mopsaka). Hampumep, uncino 48900 moxHO
npencTaBuTh Kak 4.89E+04.

YroObl 4KcII0 B AYeiKe BBITIIAIENIO HAa SKpaHe UMEHHO TaK, KaK Bbl €r0 BBEJIH, KOJTMYECTBO
BBOJIMMBIX 3HaKOB HE JJOJDKHO MPEBBIIIATh HEKOTOPYIO BETMUMHY, 3aBUCSIYIO OT YCTAaHOBJICHHON
BaMU (WM TO YMOJYaHUWIO) MIMPUHBI cTonOna (00bruHO 3TO0 8—12 cumBonoB). CaHIIKOM
Oonblllie WJIM CIHMIIKOM Manble uucia Excel momeiTaeTcs mpeiacTtaBuTh B SKCIOHEHIMATBHOM
dopme (manmpumep, BMecTo 48900000 B stuetike MmoxeT nmosiBuThes 4.89E+07, 1. €. 4.89x10), a npu
JaTbHEHIIIEM YBEJIMYCHUU KOJIMYECTBa 3HAKOB B uucie Excel oToOpasuT 4Mcio kak HEnovky
CHUMBOJIOB «#» (##...#)

TouHOCTh YMCHa (KOJIMYECTBO 3HAKOB ITOCIIE TOYKH) MOXKHO PETYIUPOBATH C MTOMOIIBIO
KHOIIOK ITaHEJI HHCTPYMEHTOB «DopMaTUpOBaHUEY.

Ilepen pamuonanbHOM apoObio cienyer BBoAMTH O (Hynb), uTOOBI H30EXaTh ee
UHTEpHpeTalnuu Kak ¢popmara aatel, Hanpumep BBogute 01/2.

Ilepen oTpHuIaTeNbHBIM YUCIOM HEOOXOMMO BBOAUTH 3HAK MUHYC (-) MJIH 3aKII0YATh €T0
B KpyTJble CKOOKH ().

Ymcno XpaHUTCS B YMCIIOBOM opmare, Jake eciii ObUTa HCITONIb30BaHa KoMaHIa S4eik,
YTOOBI HA3HAYUTH TEKCTOBBIA (OPMAT sTUSHKaM, CoIepKalIuM ducia. s nHTepnpeTanuy 9uced,
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HalpuMep, MHBEHTAPU3allMOHHBIX HOMEPOB, KaK TEKCTa, HEOOXOAMMO Ha3HAYMTh TEKCTOBBIN
(dopmar HezanoJTHEHHBIM stueiikam. TolbKo mociie 3Toro ciaenyer BBOAUTh yucia. Ecim uncna yxe
BBE/ICHBI, TO Ha3HAUbTE SUCHKAM TEKCTOBBIM (popMaT M, BHIIENAS KXAYIO sUCHKY, Ha)KUMaiiTe
knaBumy F2, a 3atem - kiaBuiry Enter, uToOb1 BBECTH 3aHOBO JJaHHBIE.

Bo3MmokHOCTh HcmONB30BaHus (opMyn U (YHKUUN SIBISAETCS OJHUM M3 BaKHEHIIMX
CBOWCTB IporpamMMmbl 0OpaOOTKM 3JEKTPOHHBIX TaOiuu. Berumcnenus 3agarorcs (opmyinamu.
Texct popmyIibl, KOTOpast BBOAUTCS B SYEHKY TaOJIULIBI, JODKEH HAUMHATHCS CO 3HAKa paBEHCTBA
=, yro0bI nporpamMma Excel morna ormimuuth dopmyny ot Tekcra. Ilocie 3Haka paBeHCTBa B
AYEHUKY 3alKMChIBACTCA MAaTEMAaTHUECKOE BbIPaKEHUE, COJiepIKallee apryMEHThI, apu(pMeTHIECKHUE
ornepauuu 1 GyHKIHU. B kauecTBa apryMeHToB B (popmMysie 00BIYHO HCIIONB3YETCS YHCTIa U ajipeca
syeek. s oOo3HayeHHs apu(METHUECKUX OINEpaluil MOTYT HCIOJB30BATHCS CIEAYIOIINE
CUMBOJIBI: + (crmokeHue); — (BeiuuTaHue); * (ymHOKeHue); / (menenue); ~ (BO3BEIEHUE B
CTEIEHB).

IIpu BbIUMCIIEHUM 3HAYEHHs] ApU(PMETUUYECKOTO BBIPAKEHMS OIEpalM BbINOIHAIOTCS
CcJIeBa HAIpaBo C COOJIIOACHUEM TPEX YPOBHEH MIPUOPUTETA: CHaYasla BhIOJIHAETCS BO3BEACHUE B
CTENeHb, 3aTeM — YMHOXXEHHE M JIeJEeHUe, 3aTeM — CIO0XEHHE U BbIYUTAHUE.
[TocnenoBaTenbHOCTD BBIMOJIHEHUS ONEpaluil MO)KHO U3MEHUTH C MOMOUIbIO KPYTJIBIX CKOOOK.
[Tpu HaMuMKM CKOOOK CHayasa BEIUMCIISIFOTCS 3HAUEHUS BBIPAYKEHUH, 3alIMCAaHHBIX BHYTPU CKOOOK
HU3IIET0 YPOBHS (B CaMbIX BHYTPEHHUX CKOOKax) U T. 1.

dopmysna MOXKET COAEpP’KaTh CChUIKM Ha SYEHKH, KOTOPHIE PACIONOXKEHBI HA APYroM
pabodem JIMCcTe WK JJake B Taduuie apyroro ¢aina. OmHax bl BBeIeHHas PopMysia MOXKET ObITh
B Jr000e Bpems MoauduuupoBaHa. Berpoennslid Mactep (QyHKIuMIT mOMOraer MoJjib30BaTesto
HalTH olMOKY UM HENIPABUIIBHYIO CCHUIKY B OOJIBIION TabiuIe.

Kpome srtoro, mporpamma Excel mo3Bonser pabotate co ClIOXHBIMEA (OpMYIaMH,
COJIEpKallMMKM HECKOJIBKO omepanuil. [ HariasaHOCTH MOKHO BKIIIOYMTHh TEKCTOBBIN PEXKUM,
torga nporpamma Excel Oyner BBIBOAWTH B, sUCHKY HE pe3yNbTaT BBIYMCICHHS (HOPMYIBL, a
cobcTtBeHHO (hopmyiy.

Beoa ¢opmya. [Ipeanonoxum, uro B sueiike Al tabnuubl Haxoautcs yucino 100 a B
aueiike Bl — uncno 20, UtoOs! pa3ienuTs NepBoe YUCIO Ha BTOPOE U PE3yJbTaT IOMECTUTH B
sueriky C1, B sueliky C1 ciemyer BBeCTH cooTBeTCTBYIOMYIO (hopmyny =A1/B1 u naxats Enter.

Ecnu Bo BBeieHHOM (hopMysie nMeeTcs CHHTaKCH4ecKas OIMOKa, TO B SYeKe BEIBOAUTCS
coobuienue «#1MS?». CaMbIMM pacipOCTpaHEHHBIMU OIIMOKaMHU SIBJISIOTCS: BBOJ apryMEHTOB
(bopMyIIBI B pyCCKOM PETUCTpPE, MPOIYCK 3HAKa ONepalnu.

Macrtep ¢ynkuuii. ITockonpky HekoTopble (GOPMYIIBI M UX KOMOMHAIIMM BCTPEYAIOTCS
O4YeHb uacto, To mporpamma Excel mpemmaraer Gonee 400 3apaHee 3amporpamMMHpPOBAHHBIX
dbopMy1, KOTOpbIEe Ha3bIBaIOTCS PyHKIMSAMU. Bee dyHKIMM pa3zieseHsl Mo KaTeropusiM, YTOOBI B
HUX OBLIO MpolIe OpUeHTUPOBaThCsA. BeTpoennuslit Mactep QpyHKIMII mOMOraeT Ha BCeX 3Tarax
paboThl MPABUIIBHO MPUMEHATH QYHKIIMHU. OH MO3BOJISIET MOCTPOUTH U BHIYUCIUTH OOJIBITUHCTBO
¢byHkuuit 3a ABa mara. B mporpaMMe umeercsi yrnopsI0YeHHbIH 1Mo andaBUTY MOJHBIN CIIHCOK
BceX (DYHKIIHMI, B KOTOPOM MOXHO JIETKO HalTH (YHKIUIO, €CJIM U3BECTHO €€ UMS; B IPOTUBHOM
ClIydae CJlenyeT IPOU3BOANUTD IIOUCK 110 KaTETOPHSIM.

MHorue ¢GYHKIMM pa3nuyaioTcs OYeHb HE3HAYUTEIbHO, IMOITOMY MpPU TIOMCKE I10
KaTeropusM IO0JIE3HO BOCMOJIb30BaThCS KPATKUMH OMHCAHUSIMH (QYHKIUH, KOTOpBIE Mpeiaraet
Mactep ¢pyHKIHI.
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Puc. 4. Oxkao Macrepa QpyHKIMI

OyHKIUSA ONepUpyeT HEKOTOPHIMU JIAHHBIMH, T. €. apryMeHTaMu. ApryMeHT (yHKLUUU
MOJKET 3aHMMaTh OJHY SYEHKy WM pa3MeIlarhcs B Lesol rpymme siyeek. Macrep QyHKUui
OKa3bIBaeT MOMOIb B 33/IaHUU JIHOOBIX THIIOB apryMEHTOB. Beinenute Ty siuelky, B KOTOpOH
JIOJKEH MOSIBUTHCS PE3YNbTAT BHIYMCICHUH. 3aTeM LIETYKOM 0 MUKTorpamme Macrep ¢yHKIMiA
(fx) oTkpoiiTe quamoroBoe okHO Mactepa (GyHKIIHIA, KaK [TOKa3aHO Ha puc. 4.

B nieBoM mosie 3TOro OKHa MEepeuncIIeHbl KaTeropuu (GyHKIWH, a B IPaBOM — (DYHKITHH,
COOTBETCTBYIOIIME BBHIOPAHHON KaTeropuu. it TOro 4roObl yBHAETh BCE (DYHKIMH, CIETyeT
HIEJTKHYTh MbIIIbIO 10 oniuu [1omHbI andaBUTHBIN NepeueHb B I0JI€ KaTEerOpUi.

[[lenxkHUTE MBIIIBIO N0 HAa3BaHWUIO HY)XHOM Bam QyHkuuu (Hanpumep, CYMM), torna
Ha3BaHUe (DYHKIIMHU MOSBUTCS B OTAETIBHOMN CTPOKE BMECTE C KPATKUM OMMCAHUEM 3TOH (QyHKIIMH.
311ech K€ YKa3bIBalOTCS TUIIBI apIYMEHTOB (DYHKIIUU U UX KOJMYECTBO. APryMEHTHI 3a/1al0TCs Ha
cienytomieM mare. YToObl nepeiiTi kK HeMy, LETKHUTE 10 KoMaHaHOH kHonke OK.

Kak mokazaHo Ha puc. 5, Ha BTOpPOM IIare B JMAJIOrOBOM OKHe Macrtepa (QyHKUUMH
YKa3bIBAIOTCS apryMeHThl QyHKIMHU. MacTep GyHKIUN pa3nudaeT apryMeHTbl, KOTOPbIE TOJKHbI
YUUTBIBAThCS 00513aTENBHO, U HEOOSI3aTeNIbHbIE (OMIIMOHAIbHbBIE) APTYMEHTBHI.

CYMM —
Weno! | TETI ] - | 0.0}
a2 [ -
. N . -

CYmugyeT apryrmesTe:

YMCRo 12 acno ] snciod; ., 0T 1 A0 50 3pryneNTon, KOTOPSH CyMepyTCR
NorHSacKs IHINEr1R I HODHDYIOTCR

@ Maraerore: W oK ommens |

Puc. 11.5. 3ananue aprymeHToB (pyHKIIMH Ha BTOpOM Iirare Macrtepa QpyHKIIniA
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UtoOBI 3a1aTh apryMeHT (DYHKIMH, HYXKHO JINOO BBECTH €T0 a/IpecC ¢ KJIIaBHaTyphl, TH0O0 B
Ta0JIMIIe BBICTUTH 00J1aCTh, T/I€ OH PacloiokeH. Toraa aapec apryMenTa (pyHKIUY MOSBUTCS B
COOTBETCTBYIOIIEM TI0JI€ TUAIOTOBOro okHa Mactepa pyHkiuii. Eciu Bce aprymMeHTsl pyHKINN
ObUTM yKa3aHbl MPaBUJIBHO, B HIXKHEM YacCTH OKHA MOSBISETCS PE3YJIbTAT BBIUUCICHUS 3TOU
¢dyHkuuu, KOTOphIi Oyner nomereH B Tabnuiy. Llenkaure mo komananoi kaonke OK, 4To0b1
3aKpBITh OKHO MacTtepa (pyHKITUH.

[Tocne 3TOro B ykazaHHOM siueiike TabIUIbI TOSIBUTCS PE3yNIbTaT BEIUMCICHHM, HO sueiika
OCTaHEeTCsl MapKUPOBaHHOI. B cTpoke popmysn MOKHO yBUIETh BEIOPAHHYIO (DYHKIIHIO BMECTE C
COOTBETCTBYIOIIMMHU apryMEHTaMHU.

B pycudunuposannoi Bepcuu Microsoft Excel umena GonbimHCcTBa QYHKIHIA, HCKITIOYAsT
HeOonbIIyl0 4YacTh (18) MaTremMaTMuecKMX 3alKChIBAIOTCS HA PYCCKOM S3bIKE, HaIpUMeEp
=CYMM(), =ECJIN(), =BEPOSITHOCII>0, u 1.11. PacnpocTpaneHHoii OmMnOKON HAYNHAIOIINX
SIBIISICTCS BBOJI HA PYCCKOM SI3BIKE HE TOJILKO MMEH (DYHKIUH, HO U apTyMEHTOB.

Ecnu HaOpaHHasi BaMH IMOCJIEI0OBAaTEILHOCT B IpejcTaBicHun Excel He sBisiercss Hu
yucioM, HU (opMynod, OHa CcYMTAaeTcs TEKCTOM M He TMOJBEpraercs KakKuM-ITuOo
npeoOpazoBanusaM. Hampumep, mocnenoBareiabHOCTh -145,2 Oynet cunrarbes unucioMm, a — 14582
win Y 145.2 — texctom. [TocnenoBarensHocth =A1+A2 — 310 popmyna, a A1+A2 — TekcrT.

Eciu BBOOUMBINM B SIMEWKY TEKCT MPEBBICUT MO JJIUHE BUAMNMYIO LIUPHHY CTOJOLA,
BO3MOJKHBI JIBa CiIy4Yasi:

* CIEAYIOUINE TUEHKU B CTPOKE MYCThI, — TOIJIa BU3YAJIIbHO TEKCT HAKPOET 3TU SYEHUKHU;

* B CJIEJYIOLIUX SYEeHKaxX €CTh JIaHHbIe, — TOI/la [IpaBasi 4aCcTh TEKCTa CKPOETCS 32 STUMU
sAYeHKaMHu.

Oovekmubl ucciedoeanus, 0060pyoosanue, mamepuanvl U HA2IAOHbIE
nocoous:

1. II5BM IBM PC.
2. OnepanmoHHas cpefa. DIeKTPOHHbIE TaOIUIIbI.
3. DnektpoHHbIi 1oKyMeHT «IIpakTnyeckas pabora No7».

Koumprbeze eonpocol

1. Uto Takoe 31eKTpOHHbBIE TaOIUIIBI?

2. YeM MpUHIMIHUATIBLHO OTIWYAOTCS TaOIHIIBI TEKCTOBOTO PEIAKTOPA U AIIEKTPOHHBIE
TaOIUIBI?

3. Kak HassIiBaeTcst pabodee MpoCTPaHCTBO, OTKPBIBAIOIIEECS TP 3AIYCKE DJIEKMPOHHBIX
maoauy?

4. Kak Ha pabodyem MpocTpaHCTBE B madiuyax MOKHO T00aBISATh, YAAIATh,
MePEMMEHOBBIBATh, IEPEMEIIATh U KOMTUPOBATH JTUCTHI?

5. I[aHHLIC KaKUX THUIOB MOKHO 3aHOCHTH B STYSUKU SHCKTpOHHOﬁ TaGHI/II_ILI?
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6. Kakue cymecTByroT napameTpsl (OpMaTUPOBAHUS YHCEI B SYCHKAX IJICKTPOHHOM
tabnuier? Kak ycTaHOBUTE ATH MapaMeTphl?

7. Kak ycTaHOBUTB TPaHUIIBI CO3aHHOM TaOIUIIBI?

8. Kak ordopmarupoBats pazMepsl ssueek?

9. Kak BBIIEIUTH IPyMILY STYEEK?

10. Kak ocymiectButh u3MeHeHHe pudra u 1iBeta Tekcra?
11. Yro Takoe 3amura siueex?

12. Kak ocymiecTBUTh y1ajieHue CTOJIOIOB WU CTPOK ?

13. Kak B 00bETUHUTD SYCHKH DJICKTPOHHO TAOIHIIBI?

14. C gero gomkHa HaYMHATHCA JTr00ast popmyrna?

15. Yto Takoe onepaHpl?

16. Uto MokeT conepkaTh GopMyJia JIEKTPOHHOHN TaOIHIIbI?
17. Kak npumMeHHTh (OpMyITy KO BCEMY CTOIOITY?

18. Kak B oCylI€CTBUThH IOCTPOCHUE JUATPAMM?

19. Yro Takoe auana3oH sYeeK, psiabl U jerenaa’?

3aodanue na pabomy (pabouee 3adanue):

96. 3yunTh 2r1eKTpoHHBIN ToKyMeHT «lIpakTudeckas padora Ne7». 3yunTe TeopeTrnueckue
HOJIOXKEHUS PabOTHI
97. CocTaBUTb B TETPaAX KOHCIIEKT IO U3YYCHHOMY MaTepHaiy.

98. IIpenbsABUTH KOHCIEKT Ha MPOBEPKY MPEnoaBaTesio.

99. Co3nath TabuuUIy C UCHOJIB30BaHUEM MaTeMaTHYeCKUX (QYyHKIUH, KOTOpast
paccunThiBaeT 3HaueHHs QyHKIUH y=SiN(2x/3)*coS(x/2) Ha MHTEpBalle 3HAUCHUH X OT -1 10 +27
c maroM 0.1, BeIYMCIIIET MaKCUMaIbHOE U MUHUMAJIbHOE 3HauUeHUs! QYHKIMHU HAa JAaHHOM
UHTEpBaJIe 00JIACTH ONpeAEICHHUs, a TAKXKe CTPOUT rpaduK JaHHOU QYHKIIUH.

100. 3anycTuth nporpammy Excel u st momydeHust MOJCKa3Ku O CHHTAKCUCE
TPUTOHOMETpHUUYECKUX (PYHKLUI B OKHE cripaBku Excel; BBIOpaTh BKIaAKy YKa3arenb U BBECTH
nepBbie OYKBBI CJIOBA «TPHUTOY.

[Tocne 3TOTO B CIMCKE pa3/ieloB BHIOPATh pa3/ied TPUTOHOMETpUYECKe (PYHKIUN U
HIeNKHYTh KHONKY [Tokazate. [l mpocMoTpa cripaBouHOM HHPOpPMAINK HIEIKHYTh
COOTBETCTBYIOIIYIO CCBIIKY B OKHE CITpaBkH, Hanpumep, [1W. Jling Bo3Bpara k [Ipeasiaymemy
OKHY CIIPAaBKH LIENKHYTh KHONKY Hazan.

3aKpBITh OKHO CIIPaBKH JIFOOBIM M3 CTaHAAPTHBIX CIIOCOOOB.

96



101. B stueiiky Al BBecTH 3aro10Bok Tabnuiel « Tabmuia 3HaueHui GyHKIud y=Sin
(2x/3) * cos (x/2)». 3anate B sueiike A2 dopmymny =-I1H() 1is BBOJa HAYATHHOTO 3HAYCHHUS X.

B sueiike A3 3amate hopmyny =A2+0,1 175 BEIYUCICHUS CISIYIONIETO 3HAYCHUS X,
usmenstotnerocs ¢ marom OJl. CxonupoBats Gpopmyny u3 A3 B auanazon (A4:A97).

102. B siueiixy B2 BBectn popmyny pacuera 3HaueHus GpyHKimu =Sin (2*A2/ 3)
xCOS(A2/2). 3aTem ckonupoBath Gopmyny u3z B2 B auamazon (B3:B97).

103. B siueiiky C2 BBecTH GopmMyily onpeaeraeHrss MUHIMYMa ()yHKITHH
=MUH(B2:B97), a B siueliky C3 — ¢opmyity onpeneneHust MakcuMmyma (GyHKIUN
=MAKC(B2:B97).

B pesynbrare momyuuntcs Tabnuna, pparMeHT KOTOpo# mokaszaH Ha puc. 1.

104. Jlst moctpoeHus rpaduka BeIICIUTh quamnas3oH siueek (B2:B97) u, menknys
kHomnky fX Ha manenu uHCTpyMeHTOB CTaHmapTHas, Bbi3BaTh Mactep nuarpamm. Ha nepom
nrare auasngora ¢ Mactepom auarpaMM BeIOpaTh THUI quarpamm ['paduk U menKHyTh KHOIKY
Janee. Ha BTOpoM 11are onpeaenuTh, YTO JaHHbBIE AJIs IOCTPOCHUS AUarpaMMbl OepyTcs u3
psiaa B cTONOIE U YTOYHHUTH 3HaueHue auanazona B2:B97. lllenknys kHonky Jlanee,
OTIPENIeNIUTh TTapaMETPhI IUarpaMMBbI: 3ar0JIOBKH, ITOAIMCH JaHHBIX, IIOJI0KEHUE JICTEH/IbI,
JIMHUAU CETKH U T.1.

| [ TaBnuua sHaAMeHKR \fvm'umq Y=5in(2x/3)" cos(x/2)

> | 4 =.17 =]
| - : -3 I pag grysapam
| - “ y . Ja 4 . OO0 ~

IPLMHE T

Puc. 1. ®parMenT TabauIbl pacueTa 3HaYeHU GyHKIuU y=Sin (2x/3) xcos(x/2)

Ha nocnenneM mare onpeneanTs MOJI0KEHUE JuarpaMMbl Ha UMEIOIIEMCS JIUCTE U
HIEJIKHYTh KHOMIKY ['oToBO. Ha puc. 2 noka3zan Bua ¢parmeHTa TabiMIbl ¢ AUArpaMMON.

105. CoxpaHuTh MOITYYEHHYIO TabIuUIly, BbIOpaB B MeHI0 Paiinn komanay CoxpaHUTh
KaK, a 3aTeM B AMaoroBoM okHe CoxpaHEeHHE JOKyMEHTa OTKPbITh HY)KHYIO MaIlKy, 33/1aTh B
nosnie uMms daitna SIN_COS u menknyTs kHOIKY COXPaHUTB.
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Mactep auarpamm [war 3 ua 4] napameTpa AW pammi KR

MOATCH A rPmiX l Tabrvaia 22w
3aronosen I Ocn I MNvees COTEM | Neremas I
Hassase® Anarpapme
'r:._\:”"v e Fondetw $praiised
Oce X (LaTeropHi)
l r 4
abawxca
7\ 7
Oco Y (Sridrseennt) 4
‘ " P 7
[ccn:uwa*.s, 2 =]
a ! st
F. NP R 8 0 AN T
l 7
[ s
l"_’J Orrona I t Hasaa “ Aanee ] FotTomo I

Puc. 2. Onpenenenue napaMeTpoB JuarpaMmsl

E3 Microron Excel - Kymral - 0] x]
| .’_‘:ne':l ] r-'s.m;.‘J Doy l Crpaege | MNone ] E;,w.-'-;vc‘;\:u'.'.»l Jaxtu ;I ."vJL'V»!]

-

T absooga ymavesont Y=sm(2x/3) *cos(x/2)

{14159 06159

B .ra o . o

NPEABIOVTE N1 NDOCMATP : CTPY N.M
Puc. 3. IIpocmoTp TabauIIBI IEpE]] TEUATHIO
106. Jlnis mpocMoTpa Buia Tabuuiel Ha Oymare BbIOpaTh B MeHio Pailn komaHay

[Ipensapurenbhblii mpocMoTp (puc. 3). g nepexoa K JpyruM CTpaHULAM LIETKHYTh KJIaBUILN
Hanee nnm Hazan. Jlns meyatn Tabnubl Ha Oymare BeiOpaTh komanay [ledats B menro Paiin. B
okHe [leuaTr yka3aTh HOMepa reyaTaeMbIX CTPaHMI] U KOJIMYECTBO KOMUM, TIOCTIE Yero
menkHyTh KHonky OK 1u1st Havana nevaru.

107. 3akpeiTh 0KHO Excel. OtBeThTe Ha KOHTPONBHBIE BOPOCHI.

108.0dopmure otuer.
3ananue 2

Co3path Tabnuiy, KOTopas GopMUPYET BEAOMOCTh Ha BHIIIIATY 3apab0THOMN IIATHI C
MPOTPECCUBHOM MIKAION MOI0X0HOr0 Hajora.

[TycTh HAJOT UCYMCIISACTCS 0 MPOrPECCUBHOM IIKAJIE CIEAYIOUUM 00pa3oM: ¢ 3apaboTHOI
iaThl, He npeBbimatomieid 1000 py0., Hanor cocrasisieT 12%, a ¢ yacTu 3apriatel, npessimatomieid 1000
py6., — Hanor 20% oT 3Toit yacTu.

1. BHauasie onpeaenrM UCXOJHbIE JaHHBIE 3a1a4u: (HaMHUIMH PAOOTHUKOB (TEKCT) U pasmMep
3apa0oTHOM TIATHI (YKUCIIO ¢ ABYMsI Hu(paMu B APOOHOH YacTu).
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YcTaHOBHM, YTO MBI JIOJDKHBI PACCUUTATH B 3a]1a4€ BEITMYUHBI ITOI0XOTHOTO HAJIOTa U
MOJTy9YaeMON KX IbIM paOOTHUKOM CYMMBI.

2. ]l BBITIOJTHEHUS PacyeTOB 3amyCcTuTh Excel, onmucarh CTPyKTypy TaOJHUIBI U BBECTH
HCXOJIHBIC MaHHbIe (Ta0. 1)

Tabmunal.
WUcxonHasle naHHbIe

A B ‘ ( D

1 Pacuet 3apiutathl € NPOrpeccHBiON WKWION NOAOXOAHOTO FEUTOIHY

Danous Japrnaaia Hunon Moay s

HMeanos 123456

4 Merpos 1000

| S | Cu IOPOB [ 1563.35
| O | ‘l‘[‘ul 108 1 *3;1-,;4
K HTOIo 4784.45

3. B sgeiiky C3 HEOOXOAUMO ITOMECTUTH BEIMYUHY TIOJJOXOTHOTO HAJIOTA, BEIYUCIISIEMOTO 10
MIPOTPECCUBHOM IIKAaJIe, ISt STOTO BEIACTHUTH stueiiky C3 u BBecTH hopMyITy
=ECJIN(B3<=1000;B3*0,12;1000*0,12+(B3-1000)*0,2). B 310 (hopMmysie MpoBepsieTCsI YCIOBUE
B3<=1000. Ecnu ycnoBue cobmromaeTcs, TO Hanor Beraucisercs mo gpopmyne B3*0,12. Ecim ycinoBue
JI0HO, TO HaJor BeraucisieTcs no ¢popmyne 1000*0,12+(B3-1000)*0,2 (12% oT cyMMBI 3apIiiaThl B
1000 py6meii + 20% ot cymmel, ipesbimraromeit 1000 pyoueit).

4. B sueiiky D3 BBectu hopmymy =B3-C3 mnst onpeneneHrss CyMMbI pa3HOCTH 3apIuiaThl U
HaJora.

5. CxonmpoBath opmyisl u3 auanazona C3:D3 B auanazon C4:D6. B sueiiky B7 BBecTn
(hopMyJibl CyMMHUPOBaHHUS Pe3ysibTara 1o cTojoy B, mis yero, Boienus siuetiku B3:B6, mienkHyTh
KHOIIKY ? B HaHenu HHCTpyMeHToB CtangaptHas. CkonupoBath ()OpMyITy BEIYMCIECHHUS CYMMBI CTOJIONA
3 B7BC7:D 7.

6. OpopmuTh TabNMILy, BEIIENUB nuamna3oH A2:B7 u BeiOpaB komanay ABTOQOpMAT B MEHIO
®opwmart. B quamorosoM okHe ABTodopMmaT U3 crmcka popMaToB BEIOpaTh BapuaHnT OUHAHCOBBIN 3 1
menkuyTh kHotiky OK. 3meHuTs opmaT oToOpaxkeHus 3HaueHul B siuelikax B3:B7, maiis yero, BbienuB
9TOT JIMana3oH, BEIOpaTh B MeHI0 DPopMaT KOMaHly ST9eiKH, B JrUanoroBoM okae dopmart siaeek BHIOpaTh
®uHaHCOBBIN (opMaT, B osne Yucno AecATHYHBIX 3HAKOB 33JaTh OTOOpaKeHUE IBYX LU(P B IpOOHOM
yacTH, B ojie O003HaueHUe BEIOpATh p. U MIEIKHYTh KHONKY OK 11 mprMeHeHus 3a1aHHoro gpopmara
syeek. [locne atoro Tabn. 2 Oynet UMeTh CIeayIOMUN BU:

Tabnuma 2.
Pesynbrater pacueToB

A B ( D
| PacucT 3apiu1aTshl ¢ MPOrPECCHBHON LIKANION NOAOXOIAHOIO HANOFA
- , = - = !
2 Damuma Japnnara Haznor MMonyumrs
| ! L | | — .
j Mpanos 123456 16691p 1 067.65p \
} } } ! llicdedd vid v DiM
4 [Merpos 1000 120.00p 880,00p
S { '“ ]..‘\,\” ‘ ) Tit.v‘thf = } :~‘74';%P - .. Ti(l;{;\i\” ”1‘
6 (l);\‘s 108 | 986.54 118, ;'-\;‘ N(“\..lhp

HTOI'O 4784 .45 637.97p 4 "“‘-'J-\I‘
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7. CoxpaHuTh TaOJIHUIly 101 iMeHeM Pacder 3aprmiatel. 11 aToro B MeHio Maiin Hy)KHO BEIOpaTh
komaHay CoxXpaHHTh Kak, 3aTeM B JuajnoroBoM okHe CoxpaHeHue (aiina BHIOpaTh Manky, 3a1aTh UM
¢aitna u menKHyTh KHOTIKY COXpaHUTh.

8. 3aBepunTh padboTy mpuinoxkenus: Microsoft Excel ogauM 13 cTanaapTHBIX CIIOCOOOB.

3amanue 3

Banyctuth Excel 1 mpocMoTpeTsh CIipaBOYHYIO HHGOPMAITUIO O Ha3HAYSHUH U CHHTAKCHCE
GbyHKIuMit natel U Bpemenu. /i 3Toro, BeI3BaB cnpaBKy Excel, Ha BKiIaKe MOKCK 337aTh 00pa3 MOUCKa
«(QYHKIMU TaTh», 3aTEM B CIIUCKE HAWJICHHBIX Pa3JeNIOB BEIOPATh pasaen OyHKIH paboThl ¢ 1aTOH U
BPEMEHEM U IENKHYTh KHONKY [Toka3aTh. [10J1b3ysCh KHOMKAMHU CCBIJIOK, TPOCMOTPETH CITPABKH 110
¢yaxmmsiv JJIATA, IEHb, MECSL, JEHBbHEJI, CETOAHA, THATA. Jlns Bo3BpaTa Ha MPeIbI Ty it
JKpaH CIPaBOK HCIOJIL30BaTh KHOMKY Hazaa. 3akphiTh OKHO CIIPaBKH.

2. CoctaBuTh TabIMILy, KOTOpasi paCCUUTHIBAET KaJICHIAph Ha 000 T01, ONpeAeisieT HOMep U
Ha3BaHUeE JHA HEAeNHU, Mecsla.

3. B sueiike A1 BBecTH 3aronoBok Tabmuis! «Kanenmgaps». Bo BTopoii crpoke B sueiiku A2, B2,
C2 BBectn Ha3zBaHus rpad: «ara», «Homep mus», «Haspanue gHs 1 MecsIay.

4. 3anats B sueiike A3 hopmyny =JJATA(2000;1;1) s BBoa mepBoi 1aThl Hy>KHOTO rona. B
sueitke A4 3agath Gopmyiry =A3+1 1y BRIYECIEHUS JaThI clieAyromero aas. CKomupoBath hopMyiTy u3
A4 B nnanazon AS5:A369. llonyuutcs kanennaps Ha 2000 ro.

4. B sueiiky B3 BBecTn popmyny onpenenenns aas vegenu =/{[EHbHE]I(A3;2). (Cormacao
napaMeTpy 2 opsAAOK JHEH B Heele CIeAYIOIHiA: MOHEENbHUK - 1, BTOPHHUK - 2, cpena - 3, ...,
BockpeceHbe — 7). CronupoBath 31y popmyny u3 B3 B quanazon B4:B369. B cron6ue B Oynyr
BBIBEJICHBI ITOPSAKOBBIE HOMEpa THEH HellesIn 3a BECh TOI.

5. Ucnonw3ys cripaBounyto cuctemy Excel, Haiitu noackasky no ¢pyakiuu TEKCT. Jlist atoro
BBI3BATh CIIPaBKY U Ha BKJajake [Touck 3a1aTh 00pa3 Mmoucka «TeKCT», 3aTeM B CITUCKE HalJIEHHBIX
paszenoB BeiOpath pasznesn TEKCT u menkuyTs kHOnKy [lokazats. [locie npocMoTpa cripaBKu 3aKphITh
OKHO JIFOOBIM M3 CTaHIapTHBIX CIIOCOOOB.

6. B sueiixy C3 BBectr popmyny =TEKCT(A3;» 011 MMMMM)y), koTopas 1o pate
OTIpeICNIUT TEKCTOBOE Ha3BaHue JIHS Helenn u Mecsiina. CkonuposaTh Gopmyiy u3 C3 B 1uamnazoH
C4:C369. B cronbiie C OyayT BhIBeIeHbI HA3BaHUS JHEH HEICIH U MECSIICB 3a BECh I'O/I.

7. Beyenuts Tabmuiy U ohopMuTh ee, BbiOpaB B MeHIo @opmar komanny SAdeliku. Ha Brianke
I'panuna BEIOpATh THIT IMHAW ¥ BKIIOYUTH BHEUTHHUE W BHYTPEHHHE TPaHUIBI, Ha BKIIaJKe By BHIOpaTh
LBET 3aJIMBKU U IEIKHYTh KHONIKY OK.

8. IlepenmeHOBaTH JHCT C TaOJIMLIEH, A1 YETO YCTAHOBUB Kypcop Ha Apiibike JIucTl, menkHyTh
MpaByI0 KHOMKY MbIIIK. OTKPHITh KOHTEKCTHOE MEHIO, BEIOpaTh B HeM koMaHAy IlepenmeHoBats u
3agath ums Kanenngape. Pesynbrar perienus 3agaun OyaeT BRITISACTh, KaK MOKa3aHo Ha puc. 1.
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N Miciosoft Excel - Kimral |- |Of x]
P__] Paian [lpasxa Bua Beraska Popmar Ceponc [lawmwe Oxno 7 18] X]
DEEHSRAY AT o-o- Q@ = £~ 41 @
TmesNewRomanCyr » 12 ~ | X K Y | EEFH IR P DA
! ‘:_l = | =TEKCT(A4," A0 00 MMMMNMM")
& C | D E =
| |Kaneszmaps T
Al Tamo Hostep dun  Hazeanne dien usecann
2 01.01 00} 6lcybborta Arpaps
4 0201 ""i /jBockpecenbe :'?!LE,E’-L,*,,]‘l
- 03.01 .00} | {moHenens HHK EHEJ{:L}
1 1 oy
040100 2{pTopunk Aupap:
05.01.004 epena Aupan
; ,r = 7__';,[ caa Bapb
g | 06.01.00] 4|ueteepr Aupaps d
W« » Toi\ Kanenaape (Nucr2 [ nmcr3 / | <] SN
Foroso

Puc 1. Tabnuma Kanennaps

9. 3amuTUTh TAONHUIY, OCTABUB BO3MOXKHOCTH I10JIB30BATENII0 U3MEHSTh I'0/1, Ha KOTOPBIN
co3naeTcs KaneHaapb. Jist 3Toro npeaBapuTeNbHO CHSB 3aIIUTY C siueiiku A3, BeIOpaTh B MeHI0 CepBHC
KOMaHJy 3aliunTa, 3aTeM — 3alluTHTh JUCT. [I[poBepuTh eiicTBUE 3aIUThI, TOMPOOOBAaB BBECTH B
A4eriky A3 Ipyryio Jary, BBECTH AaHHBIC B JPYTUe SUCHKH.

10. Ucnonb3ys komanny CoxpaHuTh Kak B MeHI0 Daii, COXpaHUTh TaOJUILy 1101 UMEHEM
Kanennaps.

11. 3akpsITh OKHO TIporpamMmMbl Excel.

X00 pabomut (nopadok evinonnenus padoomot):
. CTy,[[eHT JOJDKCH 3aHATHh pa60qee MECTO 3a KOMIIBIOTCPOM

44,
45.
46.

47.
48.
49.

3arpy3uTh MEKTPOHHBIN TOKyMeHT «[IpakTndeckas pabora No7»
3aKOHCIIEKTUPOBATh OCHOBHBIE TIOHATHS U ONIPEAEICHUS

3ammcate u 3aaTb BOINPOCHI MPCIIOAaBaTCIIIO, C€CIIN KOHCHeKTI/IpyeMblf/'I MaT€purajl BbI3BIBACT

TPYAHOCTU B IOHUMAaHUU
3anucaTh MOSICHEHHUS npenoaaBaTeid
[IpeabsBUTH KOHCIIEKT Ha MTPOBEPKY
3aBepmuTh paboTy

Cooepirrcanue u ogpopmnenue omuema

Ot4er HomKeH OBITH OPOPMIIEH B TETPAIH U COAEPKATh HA3BaHKE Ja0OPaTOPHOI
pabotsl, gaty BeimosHeHUs1, Ne rpynmsl u U.O.@amunuio cTyaeHTa, 3a1aHue Ha paboTy u
OTMCAaHNUE OCHOBHBIX CBEACHUIA, IPABIII U MIPUEMOB, U3YUCHHBIX IPHU BBITOJIHEHUN
nabopaTopHOM PabOThI, BHIBOIBI.
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IIpakTuyeckas padora Ne8

OcHOBHBbIe MAHUIYJISIHUHU ¢ TAOJUIIAMU. JTANBI PelICHUS 3a1a4M €
NMOMOIIbIO TA0JUYHOT0 npoueccopa. OCHOBHbIE METO/IbI ONITUMU3AIMHU
(o0seruenns) padornl B Excel. Pacuernnie onepanuu B Excel. Jlornueckue

GyHxkumn

Lenwv nabopamopnoii pabomat

HonyquI/Ie OCHOBHBIX HAaBBIKOB pa6OTLI B JICKTPOHHBIX T36J'II/IHaX

Teopemuuecxue noJjioscenus

1. OcHOBHBIE MAHUNYJISILUH € TA0JIUIIAMH

[lepememienue mno Ttabmuue. s BbyieneHUs Jr000H sSYeMKU TaOIMIBI JOCTATOYHO
HIEJKHYTh Ha HEeW Mblibl0. KpoMe TOro, KypcopHyl0 paMKy MOXHO IEepeMellaTrh B JII00OM
HaIpaBJIEHUU KJIaBHIIAMU Kypcopa («—,— T,|). s nepemenienust no paboyemy JIMCTy MOXKHO
MCIIOJIb30BaTh CTAHIAPTHBIN MEXAHU3M I10JIOC MPOKPYTKHU (CTPEJIKH U OETYHKH).

UroObl MIHOBEHHO NEpPEHTH K HYXKHOH sueiike TaONHIbI, MOXXHO BBIOpAaTh KOMAaHMIY
ITpaBka-IlepeiiTu..., a 3areM B auanoroBoM okHe B nosie CcblUlKa yKa3aTb aJpec sSUeHKH U
menkHyTh kKHonky OK. Ecnu uckomast sueiika MMeeT UMS, MOKHO IIPOCTO BBIOpaTh €ro B
PaCKpBIBAIOILEMCS CIIUCKE TI0JIS1 UMEHH.

Jls mepexosa K Jpyromy JIMCTY pabodeil KHUIM HYKHO LIEJKHYTh MBILIbIO Ha SPJIbIKE
JIUCTA B CIIMCKE JINCTOB B JIEBOM HMKHEH 4acTU OKHA TaOMuIbl. Ecau SpibIk HYKHOTO JINCTA HE
BHJICH, TO JUUISl €r0 BBIBOJA MCIIOJb3YHTE KHOIIKU IPOKPYTKHU JIUCTOB.

Brigenenue gpparMeHTOB 3J1€eKTPOHHOM Tabnuiibl. Beiienenue GpparMeHToOB TOKyMEHTa B
Excel urpaet Ty %e poib, uTo u B Apyrux npuinoxeHusx Windows, UMEHHO K TaKUM (parMeHTamMm
NPUMEHSIOTCS BblJaBaeMble BaMHM KOMaH/bl KOIMMPOBAHUS, yAaJleHUs, GOpMaTUPOBAHUS U T.II.
Sueiika >7eKTPOHHOM TaOIUIIBI, OKaliMIIEHHAs! CepOil paMKOM, SIBJISETCS BBIIECICHHOM (TeKyIel).
IlepenBuratb paMKy MOKHO C IOMOIIBIO KJIABHUII YIIPABJIEHHS KypCOPOM, IO3TOMY €€ 4acTo
Ha3bIBAIOT KYPCOPHOM paMKO# (C 3TUM MOHATHEM BBl TaKXKe 3HaKOMBI). J{J1s BbIeneHus ao60i
SYEHUKH JTOCTaTOYHO LIEJIIKHYTh Ha HEW MBILIBIO.

OdeHb 4acTo BaM MPUAETCS BBIACIATH OJIOK SUYEEK, T. €. IPSIMOYTOJIbHBIN CEKTOP TaOIUIbL,
BBIPE3AIOIINNA HECKOJBKO CTPOK M CTONOLOB. /[ BbIeneHust 6j10ka HEOOXOIMMO yCTaHOBHUTD
yKa3aTeslb BHYTPH JIEBOM BEpXHEH SAYEHKH, HAXKaTh JIEBYI0 KHOIKY MBIIIM U CMEIIATh yKa3aTelb
[0 JMaroHAIM K TNpaBOMY HWXKHeMy yriy Oinoka. Ilpm sToMm mepBas siueiika BHEIIHE He
U3MEHSETCs, a OCTaJIbHbIE OKpAIIMBAIOTCA B YepHBIN 1BeT. Tekyuuii pasmep Oioka B mporecce
BBIJICJIEHUS BEICBEUHMBAETCS B IoJie UMeHH (Hanpumep, 4Kx3C, T. e, ueTbIpe CTpOKH, TpH CTOJIOIA).

YToObI BBIIEINTE:

* 1eNblid cTONOel] — INEJKHUTE MBIIIBI0 HAa COOTBETCTBYIOIIEM HOMEpE B 3arojioBKe
CTOJIOI1A;

* [IEJIYIO CTPOKY — HIEJIKHUTE MBIIIBIO HA COOTBETCTBYIOIIEM HOMEDE B 3ar0JIOBKE CTPOKH;
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* BCIO TaOJUIly — IICJIKHUATE Ha JIEBOK IMyCTOM KHOMKE B 3arojioBke croyidna. Odparure
BHUMaHUE, YTO BhIICTICHHAS sSUeiiKa, CTOI0.I, CTPOKa, TAOINIla — YACTHBIN CIy4ail BBIICICHHOTO
0JI0Ka sTUYeeK.

Ecnmu HeoOxomumo oThopMaTHPOBATh YaCTh SYCUKH, BBl MOXKETE BBIJCIUThH ITY YacTh B
cTpoke dopmyn ¢ nomomisio kiaBuimm Shift u cTpenok kypcopa, Tak e, Kak 3TO JeIaeTcs B
nokymenrax Word.

JlJis OYUCTKHU BBIJEIIEHHOTO OJIOKA SYeeK MOXKHO BOCIIOJIb30BaThcs KomaHaoi I[IpaBka-
OuncTuTh, KOTOpasi MO3BOJIAECT YAAJIUTH JIMOO BCE COACPKUMOE siUeeK, JUOO KaKhe-TO €ro
3JIeMeHTHI (IpuMeuanue, popmar). J{is 3Toi ke 1enu Bbl MoXKeTe HaXkaTh KiaBuiry Del.

JIJist BCTAaBKH STYEEK, CTOJIOIOB MM CTPOK MOXKHO BOCIIOJIB30BAThCS KOMAaHAaMU MEHIO
Bceragka: fAuetiku, Ctpoku, CtonOupl, Jluct. J{ns yaaneHus BeIACIEHHBIX CTOIOIOB, CTPOK, TYECK
MOYKHO BOCIOJIb30BaThCs KOMaH1aMu MeHIo [IpaBka-VY nanute. [l yaneHus JIucTa UCIOIb3yUTe
koMaHny [IpaBka-VY nanurs JIMCT.

T_A I B ‘ 0 |
1 3 j

by Bupesart

3 32 Konuposars
4 B Bergowrs

Cogunanssian scraska

JloGaowrs avedxu

g | Haomrn
g

It
B L3 NoSaourn npumevanue
4]y il

n == IS Popmar geoex

—_— Bubpare s cnucra

OyscTurh cogepxumon

Puc. 1. KoutekcTHOE MEHIO

BrimonHeHue omnepanuii mepemMenienns, KONUPOBaHUS W BCTaBKUA (pparMEeHTOB TaOIHUIIBI
yI00HO BBHITIOJIHATH € MIOMOIIIBI0 Oydepa ooOmeHa. JloctatouHO BBACIUTH ()parMeHT TaOJIUIIBI U,
IEJKHYB MPaBYIO KHOIKY MBIIIHY, BRI3BaTh KOHTEKCTHOE MEHIO, KaK MoKa3aHo Ha puc. 1.

B KOHTEKCTHOM MEHI0O MOXKHO BBIOpaTh KOMAaH/Y BBIMOJHEHUS HYKHOW oOIepauuu:
BeipesaTs (momectutsb B 6ydep oOMeHa, ynanus u3 tabnuisl), Konuposars (momecTuts B Oydep
0o0OMeHa KOIHIO BBIAETIEHHOr0 (pparmeHTa Tabauubl), BecraButs (13 Oydepa oOMeHa B TabIHILy).

B HekoTOpBIX ciyyasx ajpeca sYeeK NP BBITOJHEHUH 3TUX KOMaH/ MOTYT U3MEHSATHCS.
Kax u B apyrux npuioxenusx Windows, Bel MoxeTe epeMecTHTh (CKOMMPOBATH) BbIICICHHbIH
0JI0K sT9eek MeToIoM «B3sTh 1 oTTamuTh». YTOOB! BOCTIONB30BATHCS ITHM METOJIOM, yKa3aTelb
MBIILH CJIEeIYyeT YCTAHOBUTH Ha PAMKY BBIZEIEHHOTO 0JioKa (yKa3aTeslb MpuMeT (opMy CTPEIKH)
U «Tan|Th» Ook. [ToMHHTE, YTO TIPH KOMMMPOBAHHUH CIEAYET YACPKUBATh MPIKATON KIIABUIILY
Ctrl

IMounck u 3amena. B Excel cymecTByeT BO3MOKHOCTh HAXOIUTh yYKa3aHHBIH TEKCT WA
YuCciIa M aBTOMAaTHYECKH 3aMellaTh HallJIeHHbIe JaHHble. MOYKHO HallTH BCe STYEHKH, COIeprKalline
OJIMH M TOT ’K€ BUJ JAaHHBIX, Hampumep (OpMyNbl, a TaKkKe SYEHKH, UYbe COACPKUMOE He
COBIAJIAET C COJACPKUMBIM TeKyIlel sueiiku. [y moucka maHHbIX B cnmcke Excel mo3somser
UCTIOJIB30BaTh (PUIIBTPHI, IIOKA3BIBAIOIINE CTPOKH C HY)KHBIMU TaHHBIMH. Hampumep, u3 crimcka
000pyIOBaHUS MOXXHO HW3BJICYh JaHHBIE 110 HAMMEHOBAHHUSAM OOOPYAOBaHUS, KOTOPHIE
nproOPETEHBI B OJTHOM 3K3EMILISIPE.
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[Touck Tekcra u uncen. J{7s moucka TeKcTa 1 Yuce BbIIEIUTE AUaIa3oH s4eek, B KOTOPOM
OyZeT MpOBOJMTHCS TMOWCK, MJIM HABEOUTE yKa3aTeldb Ha JIIOOYI0 SYCHKY M HaXMHTE KHOIIKY
MBIIIH, €CIH TpeOyeTcs MPOBECTH MOKMCK Mo BceMy JucTy. B mento IIpaBka BeiOepuTe KOMaHIy
Haiitu. B none Yro auanorosoro okxa Haiith BBEAUTE TEKCT WK YUCIIA, KOTOPBIE HY)KHO HAUTH,
3areM B criucke O0macTh moucka BIOEpUTE TUIT JAHHBIX, CPEAU KOTOPBIX OyIeT MPOU3BOIUTHCS
MOUCK, YK@XKUTE MO CTPOKAM WJIM CTOJOLAM KaK BBINOIHSTH MOUCK, YYUTHIBATH JIM PETHUCTD,
BKJIFOUUTH WJIM BBIKIIOYHUTH MIOMCK CITY4aeB MOJHOTO COBMAACHUs 00pa3iia MOUcKa ¢ COIEPKUMbIM
siueriku. J{ns Havyama moucka menkHuTe KHonky Haiitu nanee. Ecnu Hy)XHO OyneT oCTaHOBUTH
MOKCK, HAKMUTE KiaBuiny ESC.

Jlj1g 3aMeHbI TEKCTa U YMCEI BBIJECINTE AUANAa30H, B KOTOPOM Oy/ET IPOBOAUTHCS IMOUCK,
WIM HaBEANTE yKa3aTelb Ha JTI0OYIO SYeHKY U HA)KMUTE KHOTIKY MBIIIIH, €CITU TpeOyeTCs MPOBECTH
MOUCK 110 BceMy JiucTy. B Mento IlpaBka Beioepute komanny 3amenuts. Ilocie 3Toro Ha sxpane
Oy/IeT pacKphITO AMAJIOTOBOC OKHO 3aMEHUTH (pHC. 2).

r TUEHES LEMMIKOM e

Puc. 2. OkHO 1OUCKa U 3aMEHBI

B nosne Yto BBeANTE TEKCT WM YHCIIA, KOTOPBIE HY)KHO HAlTH, 3aTe€M B MoJjie 3aMEHUTh Ha
BBEJMTE 4YeM 3aMeHUThb. ECliM BBl XOTUTE yAaIUTh CUMBOJBI, TO B moje UTo ocTaBbTE MOJE
3aMeHUTb Ha MycThIM. /{11 Hayana noucka menkuuTe kKHonky Haiitu nanee. Ecinu 3agannblii BaMu
o0pa3 moucka OTCYTCTBYET, TO MOMCK 3aKaHYUBAeTCs U 00 3TOM BBIBOAMTCS cooduieHue. Kak
TOJBKO OyJAeT HalJeHO INepBOoe BXOXKICHHE 3aJaHHOro B mosie Uto obOpas3a momcka, MOUCK
NPUOCTAHOBUTCA, a f4eika C HailIeHHbIM (parMeHToM OyJeT BblaeneHa. YToObl 3aMEHUTh
HaﬁjleHHBIe CHMBOIJIBI, BI)I6epI/ITC KOMaHay 3ameHuTh. Eciii BBl XOTHTE 3aMEHUTE BCE BXOXJCHUA,
MICJIKHYTH KHOIIKY 3aMeHuTh Bce. YTOOBI OCTaHOBUTD IMOUCK, HAXKMUTEC KJIaBUIITY Esc.

OtoOpakeHue CTPOK TabJIUIbl C HCIONb30BaHUEM OGuibTpa. PUIBTPEl MOTYT OBITh
UCIIOJIb30BaHbl TOJIBKO JJIs1 OJHOU Tabauibl Ha iucte. 1 0oT0opa 0ToOpaXkaeMbIX CTPOK YKKUTE
s4eku B puIbTpyeMoii Tabnule, 3ateM BoiOepute komanty OunbTp B MeHto [laHHbIE, a 3aTeM —
KoMaHay ABTOo(uIbTp. UTOOBI OTGHUIBTPOBATH CTPOKH, COJEpIKAIUE ONpeesIeHHOe 3HaUYeHHe,
Ha)KMUTE KHOITKY CO CTPEJIKOH B CTOJIOIE, B KOTOPOM COAEPIKATCS HCKOMBIE TaHHbIE, 1 BbIOEpUTe
3HAYEHHE B CITMCKE, KaK IMOKa3aHo Ha pHc. 3.
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Puc. 3. Be1bop 3Hauenus 1yt puiabTpauy Tabauibl

BeiOupast npyrue cronOupl M 3ajaBas 3HaYCHUS Uil (UIBTPALUHM, BBl MOXKETE BBECTH
JIONIOJTHUTEIIbHBIC OTPAaHUYCHUS U 3HAYCHUH B IPYTUX CTOJIOLAX.

YroObl OTGMIBTPOBATH CIIUCOK MO ABYM 3HAYCHHUSM B OJHOM CTOJIOIE WIJIM IPUMEHUTH
OTIINYHBIE OT PAaBEHCTBA OIEPATOPbl CPAaBHEHMS, HAKMHUTE KHOIKY CO CTPEIIKOH, a 3aTeM
BbIOEPUTE MYHKT Y CJIOBHE.

Ecnu nanHble yxe OT(UIBTPOBAHBI MO OJHOMY M3 CTOJOLIOB, TO MPH HCIOJIH30BAHUHU
bunbTpa AL OPYroro CToiOma OyayT MPEAIOKEHBI TOJIBKO T€ 3HAYCHUS, KOTOPHIC BHUIHBI B
OT(UIBTPOBAHHOM CITHICKE.

C nomoturplo KoMaHaAbl ABTO(QUIBTP HA CTOJIOEI] MOKHO HAJIOKUTh IO JIBYX YCIOBHUH.
Hcnonp3yiiTe pacmiupeHHbId (QuibTp, ecinu TpeOyeTcs HaJOXHUTh TpU WM OoJiee YCIIOBHIA,
CKOIMPOBATH 3aMKCH B IPYrO€ MECTO MM 0TOOpaTh JaHHBIE HA OCHOBE BBIYMCICHHOTO 3HAYEHHS.

OtMmeHna u noBropenne komana. Excel, kak u \WWord, B 00JIbIIMHCTBE CITy4aeB MO3BOJISET
OTMEHHUTh HEYJAYHO BBIMTOJHEHHYIO KOMaHIY, a TaKK€ MOBTOPUTH TOCIIEIHIOI BBITOJHEHHYIO
koMaHAay (kHonku OTmeHuTh U BepHyTh Ha maHenu umHcTpymMeHTOB CranmaprtHas). OOpartute
BHUMaHHUe, uTo B oTimune ot Word Excel nonmyckaercs oTMeHa TOJIBKO OJJHOM KOMaH/IbI.

2. JTansl pelieHus 32124y ¢ MOMOIIbIO TA0JUMYHOI0 MpoIeccopa

Kaxmeiii pas, wucnosip3ys Tabnuusblidi mporeccop Excel mms  pemienus 3amauw,
BBINIOJIHSIETCSl HEKOTOpasi MOCIEAOBATEIbHOCTh IIaroB, KOTOPYKD MOKHO Ha3BaTh ATanaMu
pemienusi. Kakue 3To 3Tambl ¥ B KakOd MOCIEIOBATEIbLHOCTH OHU CIEAYIOT APYT 3a JAPYIOM,
paccMOTPUM Ha MPUMEPE COCTABIIEHUS MTPOCTOM TaOIHIIBI pacyeTa CMEThI 000pyIoBaHus oduca,
B KOTOPOM MOACYUTAEM 3aTPAThl HA IPHOOPETEHUE DIIEKTPOHHO-BBIUUCITUTETFHON TEXHUKH.

[TepBsIii 3Tan - aHAJIN3 UCXOAHBIX JAHHBIX U TOCTaHOBKA 3a/1auu. [[poaHanusupyem TekCcT
3alayd M OMNpEAeIMM HWCXOJHbIC JaHHBIC 3a/ladyd: HAWUMEHOBaHHME O00OpYyIOBaHUS (TEKCT),
KOJIMYECTBO MPUOOpETaeMbIX €AMHMI] O00OpYyAOBaHUSA (YMCIO), CTOMMOCTb  €IUHUIIBI
00opyoBaHus (YUCIIO B WH. BAIIIOTE), KypC MH. BATIOTHI (YUCIO). Y CTAaHOBUM, YTO MBI JOJKHBI
paccuuTaTh B 3a7aue CIEAYIOUINE BEIMYMUHBI: CTOMMOCTh BCEX €IUHHI] 00OpPYIOBAaHUS OIHOTO
HAaMMEHOBAHMS C YYETOM Kypca BallOThl, UTOTOBYIO CYMMY 3aTpar.
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Brtopoii sTanm — co3gaHue HOBOW TaOJWIIBI M BBOJ MCXOMHBIX AaHHBIX. [[1s co3manms
TaOJIMIIBI MOKHO MIENKHYTHh KHONKY Co31aTh Ha MaHenu WHCTpyMeHTOB CraHmapTHas. 3arem
BBECTH JJaHHbIC W M3MEHHUTH pa3Mepbl CTOJOLOB, TaK YTOOBI B HHUX IOJHOCTBIO OTOOpakajics
TEKCT, KaK [10Ka3aHo Ha puc. 4.

Tpertnii aTan — onucanue pacyeToB. B sueiiky D4 He0OX01MMO TOMECTUTH CYMMY 3aTpaT
Ha IpUOOpPETEHUE KOMITBIOTEPOB B PyOJIsX, KOTOpas MoAcuuThIBaeTcs 1Mo ¢popmyne B4*C4*B2.

Jliig BBozia pOpMyIIbl HYXKHO BBIIEIUTH stueiiky D4, 3aTeM HIeNKHYTh KHOIIKY = B CTPOKE
BBOZa (hOpMyII, IIEJIKHYB siueiiky B4, BBeCTH MepBblii onepaHj, MEIKHYB KJIABUIIY «*», 3a1aTh
OTepaIuio YMHOKEHUS, HIeNKHYB siueiiky C4, BBECTH BTOPOIl omnepaH/, MIEIKHYB KIaBUILY «*»,
3a/1aTh ONEepal0 YMHOKEHHUS, IIIEJIKHYB sSueliky B2, BBecTH TpeTuil onepasn.

Tak kak agpec sueriku B2, B KOTOpo# pa3MelieH Kypc MH.BAIIOTHI, JOJIKEH OCTABaThCS
HEM3MEHHBIM IIPH MOCIEAYIOEM KOMUPOBAaHUU (POPMYITBI
BBIYUCIICHUSI CYMMBI B pyOisiX, TO 3alaAuM aOCONIOTHYIO ajpecanuio sueku B2, mis gero
nienkHeMm knaBuiny P4. Tlocie storo B m300pakeHMM CCHUIKM Ha sueiiky B2 mosiBUTCS 3HAK
nosapa ($): $B$2. 3aBepmnm coznanue Gpopmysibl BeraucieHus, meinknys kaonky OK. TTocne
aToro B siueiike O4 HEMeAJIEHHO MOSBUTCS Pe3yJbTaT BBIUUCICHUHN, a B CTpoke (hopmyn Oyruer
n3o0pakeHa Gopmyiia, o KOTOPOU BBIMOJIHAETCS BhiuuciieHue: =B4*C4*$B§2.

N Microsolt Excel - Cmera ofopyrosanun opuca xls MER
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Puc. 4. Oxuno Microsoft Excel ¢ BBeneHHBIMU TaHHBIMHA 331291

Tak kak cCyMMBbI 3aTpaT Ha IPUOOpPETEHUE OCTAIbHBIX HAaMMEHOBAaHUN 000PYIOBaHUS
BBIYUCIISIOTCS 110 aHAJIOrMYHOU dopmyrie, ckonupyeM popmyiny u3 sueiiku B4 B B5:B9.

JIns yrouHeHus mopsiaka KonupoBaHusi popmyn B cripaBke Excel BeiOepem B MeHIO «?7»
KomaHay Bei3oB cnpaBku, Ha Bkiaake Iloumck 3amanum o0pa3 «KOMHMpPOBAHUE», B CIIUCKE
HalIeHHBIX pa3zienoB BeIOepeM [lepemernienre ninm KonupoBaHue GOpMyIIbl U HIETKHEM KHOTIKY
IMokazare. Ilocne sToro Ha skpaHe Oyner OTKphiTo OkHO cnpaBku Excel (puc. 5). M3yuus
CIPAaBOYHYIO MH(POPMAIUIO, 3aKPOEM OKHO CIIPaBKH, IIEJIKHYB KHOMNKY 3aKpbITh OKHO B IPAaBOM
BEPXHEM YIIIy OKHA.
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Wrak, nnsa xonupoBanust ¢hopmyssl u3 sueiiku 14 B B5:B9 Beigenum sueiiky B4, 3atem
YCTaHOBUM KYPCOP MbBIIIM HAa pPaMKy BBIJACJICHUA W HAXKMCM JICBYIO KHOIIKY MBIIIH. HpI/DKaB
kiaBuiry Ctrl, neperammm Mpitibto BeiieneHue ¢ B4 na OS5, yaepkuBas HaKaTol KHOIKY MBIIIIH.

Micrazolt Excel !.n
Pasgensi Fj.; an ‘j;v,\"'f'..
-
nepeuemeuue MK KONKUPOBaHHE (*)OpMyﬂM
Mpn nepesasienn QOPMYNGEI CCHINKK, PACNONOKEHHBIE BHYTPW DOpMYNH!, He
MIMEHATCAR oW KONUpOsanun GopMmyne ab O THEN BUTEM HE KEMENADTER
3 OTHOCHTENL MBI CCRIEM MBMEHATCA. ANA NONYNEHHA A0NONHUTENEHbIX
caeAeHuA ND ABCOMOTHEIM U OTHOCHTENEHEIM COLINKAM HEXMUTE KHonxy 2
1 Buliepure sueftny, COARPXIUY KONUPYRMYD UMK NEpeMEIlaeMyn SODMYTY
2 YCTIHOBMTE YXa3aTens Ha PAMRY BHLASMEHNA W HANMMTE KHONKY bl
3 A nepaMeienns AMeRKK NEDETIWMTE BLASNEHNE, YABPMBAR HANKATON
KHONIY MuIWH, B Heolxogumyo olnacTe. Microsoft Excel 2aMexuT pce 'I

Puc. 5. Oxno cnpaBku Excel [lepemeriierre wix KomupoBaHue GopMyJibl

s komupoBaHus (GopMynbl B MPUMBIKAIOIIMNA K JAaHHOW s4eiike AMana3oH BHYTPHU
CTOJIOIA MJTK CTPOKH yJIOOHO MCTOJIb30BaTh MapKep 3anojiHeHus. J{Jis 3Toro BeIieuM stueiiky B4,
coaepxairyro GopMyiy, U MepeTaiiM Map Kep 3arnojiHeHus B auana3od B B5:09 (puc. 6).

59997

\
|
|

Maprep sanouneiao

Puc. 6. Mapkep 3anonHeHust

JUist BBIUMCIIEHUS] UTOTOBOM CyMMBI 3aTpart B sAueiiky D10 BBeneMm opmyny BeIUMCICHUS
cymmbl siueek D4:D9, nns dero Beigenum guanazoH sueek D4:D9 u menknem kuomky E
(ABTOCYMMA).

UYerBepThlii 3Tall — aHaJIU3 MOJYYEHHBIX pE3yJlbTaTOB. Pe3ynbTaThl BBINOIHEHUS
neiicTBuil npuBeaeHsl B Ta0. 1.

OneHuTe noiydeHHble pe3yabTaTbl. OOpaTuTe BHUMAaHUE, YTO (haKTHUECKH COCTaBJIEHA
HeOoJplIass MporpaMma, KOTOPYIO MOJKHO MCIIOJIb30BaTh Ui MHOTOKPATHBIX I€pECUeTOB.
Hanpumep, eciu u3MEHUTH OHO MJIM HECKOJIBKO YHCEN B MCXOJHBIX JIAHHBIX, BCE CYMMBI OyIyT
nepecunTaHbl aBTOMaTH4ecku. bosiee TOro, M0OXHO MOIUGPHUIMPOBATH CTPYKTYpPY TaOJIHUIIBL,
HalpUMep, YJAJIUTh CTPOKY C 3alKChi0 O MOJEME WJIM BCTaBUTh HOBYIO CTPOKY U (pOpMyJibl B
utorax OyayT HU3MEHEHbl aBTOMaTHdecku. I[Ipu oleHKe pe3yapTaTOB YacTO BO3HUKAET
HEO00XOIUMOCTh MPOCMOTPETh POPMYJIbI B siueiikax Tadiuubl. s mpocMoTpa (GopMyibl HYKHO
BBIIETIUTH SlYEHKY U B CTpoke ¢opmyn OyaeT BbiBeaeHa ¢dopMyna B JaHHOHM siueiike. Ecmu
TpeOyeTcst mpocMOTpeTh (opMynbl BO BceX suelkax TaOiMIlbl Ha JAHHOM JIMCTE, TO JUIA
HEPEKIIIOUYEHUST PEKUMOB IIPOCMOTpa (HOpMYJT U MPOCMOTpa 3HAUEeHUH (HopMys cileqyeT HaxXaTh
Ctrl + ’ (;1eBast KaBbIUKA).
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Tabmuma 1
Cwmera obopynoBanus odrica

VIIOBAHME M

} Kosmnsiorep Pentium 1 i 651 .4 396949
MTpuprep/xonup/ckanep | (93 0715

6 Horovimg Decnepeboitioro nTaHnA | 98.5 X2

CrpaBa moka3zaHo, Kak M3MEHSETCs BUJ sS4eeK CTojbua B mpu mepexitoueHun pexuma
POCMOTpa.

Tabauua 2

D D
Cymma 8 pvh CyMMmi 8 pvG

55596.99 . —B4*C4*$BS2
19715.85 B5*C5*5BS2
2802, 32 | B6*C6*SBS2
3694 2 [ B7*C7*$BS2
1721,22 BS*C8*$BS2

426,75 [ BOYCO* SRS
84957,39 [ CYMM(D4:D9)

Peaum npocmoTpa sHadennil | Pexum npoemvorpa opmyn

W3meHeHue pexunma oToopaskeHus: popMyIl U pe3yabTaToOB BBIYMCICHUN Ha JMCTE MOXKHO
BBINOJIHUTB, BBIOpaB komaHly [lapamerpsl B MeHto CepBuc. Ha Bkinagke Bun aiis otobpaxeHus
dopmyn B sueiikax BkitouuTe (uaxxkok dopmynsl. Eciu Bel XoTHTE 0TOOpakath B sueiikax
pe3yNbTaThl BHIYMCIEHUH, TO CHUMUTE JaHHBIN (IIaXKOK.

[IaTe1il 3Tanm — pegakTUpoBaHue TabMuIBl. B OONBIIMHCTBE CilydaeB, MOCJIE aHAIU3a
MOJIyUEHHBIX PE3YyJbTAaTOB BBIABIISAIOTCS HEOUETHI, KOTOpble Tpedyercs ucnpaBuTh. [loaTOMy
penakTUpOBaHUE TaOJIULIBI SIBJISETCS BaXKHBIM ATAllOM B €€ pa3paboTke.

Ecnu B stueiikax TaGIUIIBI MOSBISIIOTCA OMIMOKH, TO MOYKHO BOCIIOJIB30BAThCs CIPABKOM
Excel nns yrounenns xapakrepa omuOku. Be3oBuTe cripaBky, BEIOpaB komaHay BbI30B cripaBku
B MeHI0 «?». Ha Bruagke YkazaTenp 3ajjaiiTe ClIOBO «OIIMOKa», 3aT€M YCTaHOBHUTE Kypcop Ha
paznene ommOka ##### n menkaure kHOnKy [loka3are. B okHe cmpaBku Excel Paspemennue
BOIPOCOB, BO3HUKAIOIIMX TPU TMOSIBICHWU OLIMOOK, BbIOMpas THUI OIIMOKHU, Bbl MOXKETE
03HAKOMUTHCS C MPUUYMHAMU BO3HUKHOBEHUS JTaHHOM OMIMOKY U MEPAMHU IO €€ YCTPaHEHHUIO.

JInsi M3MEHEHHWsT COAEPKUMOTO SUYEHKH CIEeNyeT IBAaXIbl IMIECIKHYTh SUYEHKY, 3aTeM
OTPEAAKTHPOBATh cojAepkuUMoe sueiiku. [locne W3MeHeHus: COAEPKUMOTO SYEWKH HaKaTh
kiaBuiry Enter asist coxpaneHust I3MEHEHUH WM HakaTh Ki1aBuiny E3c, eciii Bl XOTUTE OTMEHUTh
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BHECEHHbIC U3MEHEHMs. Ecnu BbI yxke Haxkanu Enler, To nis oTka3a OT BHECEHHBIX U3MEHEHUN
HY’KHO BOCII0JIb30BaThcs KoMaHAoi OTMeHUTh U3 MeHIo [IpaBka.

Ecnu Hy)XHO, BBI MOYKETE BCTaBUTh HOBBIE CTOJIOLIBI MM CTPOKH. Hampumep, 1 BCTaBKU
B Hary Ta0IMIly CTPOKU ¢ HauMeHoBaHHeM CeTeBoi (MIIBTP B KOJIMYECTBE 2 IIT., IIEHa KOTOPBIX
5,60, BeIenuM cTpoky 9 u B MeHto BeTaBka BeiOepeM komanay Ctpoku. [Tocne 3Toro Bce cTpoku,
pacnosoKeHHbIEe HIXKE, CMECTSITCSl Ha OJJHY CTPOKY BHU3, U CTpOKa BCTaBUTCS B Tabnuily. Beenem
B COOTBETCTBYIOIIME CTOJIOIBI TOM CTPOKH JIaHHBIE U CKONIUpYeM B sueiiky B9 ¢popmyny pacuera
n3 sueiikn B8. OOpatuTe BHMMaHue, 4TO cymMma 3aTtpar B sdeiike Bl1l aBTromartmdecku
nepecynTana ¢ yueToM J00aBICHHOI0 000PYAOBaHHUS.

[ectoii aTan — odopmienune Tadnuisl. Korna rabnuna npoBepena, HallIecHHbIE OUTHOKA
WCIIPABIICHBI, HACTYIAET ouyepens dTama odopmieHus Tadmuibl. [logpoOHyr0 MHGOPMAIUIO O
napamerpax (opMaTHpPOBaHUS JHCTA, CONEPKUMOIO SUEEK Bbl MOXKETE MOIYYUTh, BHIOpaB Ha
Briaake Coxeprkanne CripaBounoii cuctembl Excel remy ®opmaripoBanue TUCTOB.

Wraxk, 3amaBas BBICOTY CTPOK M IIMPHUHY CTOJOIIOB, BHIOMpAsi TUI IPAHUIl, I[BET U y30p
3aJTUBKH JJIs SY€EK, U3MEHsA MPUGT U BbIpaBHUBAHUE JaHHBIX B slUEHKAX, BBl MOXKETE CIEIaTh
Tabnuiy 0oJiee HarJIsAHOM.

OmuH w©3 caMbIX OBICTPBIX cMOCO0OB oOdopmieHUss TaOMUIBI 3aKJIOYaeTcs B
UCTIOIb30BaHUM KOoMaHAbl ABTodopmar MeHi0o Popmar. st ero mpuMeHEHHs BBLICIHTE BCE
sTYeiKM TaOJMIBl U BeIOCpUTE B MeHI0O Dopmar komanay ABrodopmar. B mamamoroBom okHe
ABrodopmar BeiOepuTe HYXKHBIH TN (opmaTa B moie Crucok ¢opmaros, a B moje OOpazen
poCMaTpHUBaiTe BapuaHT odopmiieHUs] TaOiIHIbl ¢ W30paHHBIM TUIIOM (opmarta. Ecinu Hy)kHO
clenaTh JOMOJHUTENbHBIM BBHIOOP, TO JUIS YAaCTHMYHOTO NMPUMEHEHHs aBTOodopMara HaKMUTE
kHonky [lapameTpsl u cHUMHUTE (Drnaxkku A GopMaTroB, KOTOPbIE HE HY)KHO MPUMEHsATH. [lo
OKOHYaHUU BBIOOpa HYXHOTro Tumna ¢opmata menkHute kHonky OK u mpocmoTtpute pe3ynpTaT
n30paHHOrO BaMM BapuaHTa opopmiieHHs Tabaunbl. Eciu 3TOT BapuaHT Bac HE YCTpauBaeT, TO
MOYKHO BOCIOJIb30BaThCsl OTMEHOH omepauuu, BbIOpaB B MeHI0 [IpaBka komanay OTMEHMTH
ABTodopMmar.

Cenpmoit aTam — mocTtpoenue auarpamm. B Microsoft Excel umeercs Bo3MOKHOCTH
rpaduueckoro npeacTaBieHUs JaHHBIX B BUAE AMArpaMMsbl. JluarpamMmbl CBsi3aHbl C JaHHBIMU
JIUCTA, Ha OCHOBE KOTOPHIX OHU OBLIM CO3/aHbI, 1 U3MEHSIOTCS Ka)KJbli pa3, KOr/ia U3MEHSIOTCS
JaHHBIE Ha JTUCTE.

IToctpoum nuarpammy, KoTopas OyzaeT oToOpakaThb pacxoabl Ha IpHOOpeTeHue
OTJICIbHBIX HAaUMEHOBAaHUN oOopymoBaHus. JlJis MOCTpPOEHUs IUarpaMMBbl BBIIEIHM SYCHKU
A3:D10, cogeprxariye qaHHbIe, KOTOPbIE JOKHBI OBITH OTPAXKEHBI HA TUarpaMMe.

[Ipumeuanue. Eciu Heo6XxoaumMo, yTOOBI B iMarpaMMe ObLITH OTPa)KE€Hbl M HA3BaHUSI CTPOK
WM CTOJIOIOB, HY>KHO BBIJICJIUTh COJIEPIKAIINE UX STUEHUKH.

[lenxkHyB KkHONKY Macrtep nauarpamm, cienys WHCTPYKLHSM MacTepa, 3alaguM
napaMeTpsbl AUarpaMMmbl:

* Ha TIEPBOM IIIare BLIOpPATh TUII AUATPAMMBI, HAIPUMED KPYToOBasi;

* Ha BTOPOM IIIare ONpeAeNuTh UCTOYHHUK JAHHBIX TUATPAMMBI: CTPOKH WU CTOJOIBI U
YTOYHUTH AMAINA30H s[UEEK, JaHHBIE U3 KOTOPBIX OTOOpaXKaroTcs Ha JuarpaMme, Ha BKiIaake Psn
MO>KHO YTOYHUTH COCTaB PSJIOB C JAHHBIMU, YYACTBYIOIIUX B (POPMUPOBAHUU JUATPAMMEI;

* Ha TPETHEM IlIare 3aJaTh MapaMeTphl TUarpaMMbl: 3ar0J0BKH, MOMUCH OCEH U TaHHBIX,
0TOOpa)keHHe JTUHUI CEeTKH, COCTaB U MECTO pa3MeIlleHHUs JeTeHIbl Ha TuarpaMme;
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* Ha YETBEPTOM IIare BHIOpaThb MECTO pa3MEIICHMs AUarpaMMbl M HICTKHYTh KHOIKY
I'oroso.

JHuarpamma Oyzmer BbIBeldeHa Ha dkpaH. [IpocMoTpuM mosydeHHyro amarpammy. Ecnu
HEOOXOAMMO OTPEAAKTUPOBATh JUATPAMMY, TO, IIEIKHYB Ha HEH MBIIIbIO, OTKPOEM Ha HKpaHe
MaHeJb MHCTPYMEHTOB pEJaKTUPOBAHUS JUarpaMMbl, MMOKa3aHHYI0 Ha puc. /. Ilomws3ysch
BCILIBIBAIOLLIEH MTOACKA3K0M, MOKHO U3YYUTh HA3HAYEHUE OT/ICJIbHBIX KHOMOK Ha 3TOW NaHEH.

| Slsar parsass
ce nocTpoerma A~ (8T | i - ||[E] €8 | B | [
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Puc. 7. ITaHenb HHCTPYMEHTOB PEIAKTUPOBAHUS IUArPAMMBI

ITonpoOHyto cnpaBKy 00 MCIOJIB30BAaHMM TUArpaMM MOKHO IOJYYHUTh B CIIPAaBOYHOH
cucreme Mroro3oit Excen Ha Bkiaake Cozepxkanue, BbiOpaB Temy PaboTa ¢ auarpammamu.

Bocbmoil stan — 3ammra tabnuuel. Ecnu Bel He XoTuTe, 4TOOBI KTO-1M00, OTKPHIB
TabJIMLy, YBHUJIENT, IO KAKUM (DOpMYyiaM BBIIIOJIHSIOTCS paCU€Thl, TO BBl MOKETE CKPBITh (POPMYIIbI
Ha Jucte. s Toro 4roObl Tabnuia Obula MMEHHO Takas, KaK BBl MPEIojaralid Npu ee
pa3paboTKe, BBl JOJDKHBI OBITh YBEPEHBI, UTO HUKTO HE CMOXKET U3MEHUTH (DOPMYIIBI, IO KOTOPHIM
B Heil BeIMONHAOTCS pacdetsl. C 9Toit 1enpio Excel oOecrnednBaeT BO3MOKHOCTB CKPBITH
(OpMyIIbI U 3aLIUTUTH JIUCT OT U3MEHEHUH.

Jlnst ckpeITUs (GOPMYIT BBIIEIUTE JUANa30H AYEEK, B KOTOPBIX HY)KHO CKPBITh (hOPMYJIbI.
(ITpr HE0OXOAMMOCTH MOXHO BBIJIEIUTh HECMEKHBIE AUANIa30HbI SIUEEK WU BECh JIUCT.)

3atem B MeHio Dopmat BeiOeputTe komanny Slueiiku. Ha Bkiagke 3amuTa ycTaHOBUTE
¢maxku CkpeiTh hopMyisl U 3amumiaemas sueiika, mocie yero Haxmure kHonky OK. ITocne
sToro B MeHI0O CepBHC BBIOEPUTE KOMaHIy 3aluTa, a 3aTeM — KOMaHIy 3allUTHUTh JIKCT.
[TpoBepbTe, YTOOBI B OTKPHIBLIEMCSI TUATIOTOBOM OKHE ObLT ycTaHOBIIEH (haxkok CoaepKumoe.

[Ipumeuanue. YUToObl CKphITBIE (OPMYIBl CHOBAa H300pa)kalluch B CTpOKe (HOpMyIl,
CHHUMMTE 3alUTy JINCTA, BEIOpaB B MeHIO CepBUC KOMaHy 3aiuTa, a 3aTeM — KoManay CHSThb
3anury Jucta. [locne 3Toro BelAenuTe rpynmy sdeek, GopMynbl KOTOPHIX HYKHO MOKa3aTh, B
meHio @opmat BeIOepuTe KOMaHIy Sueiiku, a 3aTeM Ha BKJIaJKe 3aluTa CHUMHTE (raskok
CKpBITh (hOpMYIIBI.

JIeBATBHIM 3Tam — coXpaHeHHWEe TaOJIMIBl M MCIOJb30BaHME ee s pacueroB. Jlyis
COXpaHEHMsI HOBOM KHUTH BbIOepuTe B MeHI0 Daiinn koMany CoxpaHuTh Kak. B quanoroBom okHe
Coxpanenue fgokyMeHTa B noje Ilanka ykakuTe AUCK U Manky, B KOTOPYIO OyAeT ImoMelieHa
KHUTra. YToObI COXpaHUTh KHUTY B HOBOH Marke, menKkHUTe KHOoNKy Co3naTh NMamnky u, 3a/aB e
uMs, OTKPHITH ee. B none Mms daiina BBeauTEe MM KHUTH U HAKMUTE KHONKY COXpaHUTh.

YroObl yHmpoCTUTh B IMOCIEAYIOIIEM IMOMCK JaHHOM KHUTH, B MeHio Qaiin BbiOepute
komanay CporictBa. Ha Bkianke /IokyMeHT BBEIUTE 3ar0j0BOK KHUTH, TEMY, aBTOPA, KIIFOUEBbIE
CJIOBa M 3aMETKH. J[aHHBIE MCIONB3YIOTCS 3aTeM JJs pa3MelleHus (aiina B 1MalIOroBOM OKHE
OtkpsITh (MeHIO Daiin).
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Puc. 8. 3MeHeHune pa3mMepoB CTpaHUIIbI B PEXKUME pa3METKU CTPAHHULIBI

Jecatslii 3Tanm — mnevars TaONUIbl. 3aKIOUYUTEIBHBIM U OJHUM M3 BaXXHBIX 3TAllOB B
pelIeHNH 3aJad C MOMOUIbIO 3JEKTPOHHBIX TAOJUI[ SIBJISETCS IMOJIydeHHEe OyMa)KHOM KOIUH
TaONMUIBI, TaK Kak OyMaKHbIe KOMHM OOJBIIMHCTBAa TAONMI, HampuMmep cueTa-(paxKTypshl,
HaKJIaTHbIE U JPYTrue pacdeTHO-(hPMHAHCOBBIC TOKYMEHTHI, JOJDKHBI OBITH MOAIIMTHI B 1ena. B
nporpamme Excel mis aTux meneit nmpemycMoTpeHbl pa3HOOOpa3HbIC CPEACTBA, CO MHOTHMH M3
KOTOPBIX BbI YK€ MO3HAKOMUJIMCH TPH U3y4eHuu mnpoieccopa Word.

Ilepen BbIBOJOM TaOdMIBI HAa HeyaTh HEOOXOAMMO BBIIOJIHHUTH MOATOTOBKY K I€YaTH.
Brauane nenecoobpa3Ho nepeiiTu B pexxuM pelakTHPOBaHUs TaOJIHIIBI ¢ pa3METKOW CTPaHMIIBI,
IS yero B MeHto Buj BeiOpaTh komany Pasmerka crpanuil. [Tocne storo Ha nucre Excel Oyner
NOKa3aHO pa3MelleHue TabauIlbl Ha CTpaHuIle. Bel MoXeTe, yXBaTUB MBILIBIO 32 Kpail CTpaHUIbI,
KaKk MOKa3aHO Ha puc. 9, MepeTammTh ero B APYryl0 MO3HWIHMI0, U3MEHHB COCTaB s4YEeK,
0TOOpakaeMbIX Ha CTPAHHUIIE.

Microzolt Excel - Cmera ofopysonarsmn opucal xls
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Puc. 9. [IpenBapuTeIbHBIN MPOCMOTP TAOIHUIIBI ITEPE]T IEYATHIO
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Ecnn HeoOxoammo pacrevaTtath He Bech JUCT Excel, To MOXHO 3amate obnacts nevar,
BBIJICJIMB HY)KHBIH Mana3oH siueek 1 BbIOpaB B MeHio Daiin komanay O0nacts neyatu — 3a1aTh.
OO6nacTh eyaTn MOXHO OIPEETUTh, BEIOpaB B peskuMe Pa3meTka cTpaHuLibl HYyXKHYIO 00J1acTh U
IICJKHYB MPAaBOM KHOMKOM MBIIIN OJIHY U3 BBIICJICHHBIX SYEEK, a 3aTeM, BEIOPaB B KOHTEKCTHOM
MEHIO KOMaH/1y Y CTaHOBUTH 00JIaCTh MEYATH.

Jliist Toro 4roObl YBUAETh, KaK Oy/AeT BBIIVIAJETh JHCT, BBIBEACHHBIN Ha II€4aTh, CO BCEMU
KOJIOHTUTYJIAMHU M 3arojOBKaMM I1€4aTH, HaKMHUTe KHONKYy [IpenBapurenbHbI NMpocMOTp B
naHeau MHCTpyMeHToB CTaHapTHas WK BbIOEpUTE aHAJIOTMUHYI0 KoMaHay B MeHto Paiin. Kak
II0Ka3aHo Ha puc. 9, B pexXUMe IPeABAPUTEIHLHOIO IPOCMOTPA B HI)KHEH YacTH SKpaHa B CTPOKE
COCTOSIHUSI OTOOPAXKAIOTCSI HOMEP TEKYILEH CTpaHUIIBI U 00IIee YHCIIO CTPAHUI] Ha BBIZICICHHOM
JHCTE, a B BEPXHEW 4acTH dKpaHa 0TOOpakaeTcs MaHelb YIPaBICHHUS.

YroObl yBETMYUTh MACUITA0 MM BEPHYTHCS B PEKUM OTOOPAKEHUS MOJHON CTPAHULIBL,
HOXMUTE KHOMKY Macmrab. Kypcop MbIIM MMeeT BHJ JYIbl, IIEJKHYB MBIIBIO B JIIOOOH
00J1acTH JIMCTa, MOXKHO YBEJIMYMTh MaclUTad MM BEPHYTHCS B PEXKUM OTOOPAKEHHs MOJTHOM
crpanuubl. [Ipy n3mMeHennn macmraba pa3mep ne4yaTHON CTpaHULIbI HE U3MEHSETCS.

Kuonku Hazan / [lanee ciyxaT A npocMOTpa Mpeablayliel / cleayoned cTpaHulbl
mucta. Kxomnka IledaTs ciyKUT JUisl YCTaHOBKM IapamMeTpOB I€YaTH M Ie4YaTH BbIIEIEHHOTO
mucta. Illemyok kHonkum CTpaHuIa OTKPHIBAET AMAIOrOBOE OKHO HACTPOMKM IapaMETPOB
pacriedateiBaeMbIx cTpanuil. Ha Bximagke CTpaHHIIa ’TOro OKHa MOYXHO BBIOpATh pa3Mep Oymaru
U OpPHEHTAIMIO CTPAHMIBI, 3a/JaTh MacmTad medaTH crpaHunbl Ha Oymare. Brmagka Iloms
MI03BOJISIET YCTAaHOBUTDH pa3Mephl MOJIEH U paclojioKeHUE KOJOHTUTYJIOB Ha cTpaHuile. Bkiaaka
KosoHnTuTysnbl npeaHasHayeHa Juisl CO3[JaHMs KOJOHTHTYJOB M BBOJA B HUX JIAaHHBIX: HOMEp
CTpaHMIIbI, JaTa U Bpems, ums Qaiina. Bkinanka Jluct no3Bosiser onpeaeauTb Takue OMLIMU Iie-
YaTu: [e4aTaTh JIU CETKY, 3ar0JIOBKH CTOJIOLOB U CTPOK, ONPEAETUTh MOPSIOK [1€YaTH CTPAHMUII.
Knonxka [Tons ciay Ut 11 0TOOpakeHus U CKPBITHSI MApKEPOB HACTPOMKH oJieit crpanuiibl. Ecin
MapKepbl HACTPOMKHU MOJIel CTpaHMIIbl OTOOpaKEHBI, TO MOXKHO OpaTh MX yKa3aTeJleM MBIIIU U
TaIIUTh, U3MEHSISI pa3Mephl MOJIEH CTPAHMIIBI, BEPXHETO W HWIKHETO KOJOHTHTYJIOB U HIMPUHY
cton6uoB. Knomka Pa3merka cTpaHMIBI COYXUT JUIsl NEPEKIIOUYEHHUS] B PEXHUM IPOCMOTpa
pa3pbIBOB CTpaHUIl. B 3TOM pexuMe BBINOJHSAETCS HACTPOMKA pa3pbIBOB CTPAHUI] aKTUBHOTO
mucta Excel. Takyxe BO3MOKXHO U3MEHEHHE pa3MepoB 001acTy eyaTH U u3MeHeHue jiucra Excel.
Knomnka OObIUHBIN peXXUM CITYXKHT A1 OTOOpaKEHUS] aKTUBHOTO JINCTA B 0OBIYHOM pexxume. Mms
KHOMKH U3MeHsercst Ha OObIuHbIHN, eciiu npu Haxxatuu Knonku [IpenBapurenbHblil mnpocMoTp ObUT
aKTUBEH PEKUM IPOCMOTpPaA Pa3pbIBOB CTPAHUII.

BHemHuil BUJ CTpaHUIl B OKHE MPEIBAPUTEIILHOIO MPOCMOTPA 3aBUCUT OT JOCTYIHBIX
mpudTOB, pa3pelieHns IpUHTEpa, KOJIMYECTBA TOCTYIHBIX IIBETOB. Tak Kak B HalleM IpuMepe
muct Excel comepxuT BCTpOeHHYIO AMarpaMmy, TO B OKHE MPEIBAPUTEIBHOTO MPOCMOTPa OH
oToOpaxaercs BMmecTe ¢ auarpammoi. Ecnum mepen Haxkatuem kHomnku IlpeaBapurtenbHbIN
npocMoTp Oblia BeiAeineHa auarpamma, Microsoft Excel orobpasut Toipko ee. s 3aKphITHS
OKHa MPeIBAPUTEILHOTO MIPOCMOTPA U Mepexo/ia Ha TEKYIIMNA JIUCT CIYKHUT KHOMKA 3aKpbITh.

Jlnst BbIBOJA MOJTrOTOBICHHOM Taliuibl Ha Oymary cieayeT BeIOpaTh B MeHio Daiin
komaHny [ledats, 3aTeM 3a1aTh MapaMeTphl eYaTu U meakHyTs kKHonKy OK a1 Hauana mporecca
neuyaTH. [IpoHabiroaTh npouecc neyatu MOXKHO B OKHE COCTOSTHUS IPHUHTEPA.

3. OcHOBHBIE MeTOAbI ONTUMU3ALMH (00J1er4yeHusi) padornl B Excel
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IIpu moaroroBke TabaMIl MOXKHO BOCIIOJIB30BaThC HEKOTOPBIMU IpPUEMaMM, KOTOpbIE
YCKOPAT U obJieryat (onTUMHU3UPYIOT) padboTy B Excel.

BBox ¢opmyn. Aznpec sUeKu MOXHO BKJIIOYUTH B (POPMYILY OJHUM IIEITYKOM MBIIIH.
Hanpumep, BMecTo TOTO0, 4TOOBI «Bpy4HYIO» HaOUpaTh =C6+F6+..., MOXKHO crenaTh cienyromniee:

* BBECTH «=»;

* HIEJIKHYTh MBIIIbIO Ha siuelike C6 (ee aapec nosBUTCS B (hopMmyIie);

* BBECTU «t+»;

* MEJIKHYTh HA F6 1 T. 1.

BBoxa ¢ynkuuii. BMmecto Toro yto0sl HabUpaTh PYHKIUH «BPYUHYIO», MOXKHO ILEIKHYTbH
Ha KHOIKE CO 3HAYKOM /X B MaHeNu WHCTpyMeHTOB CTaHIapTHas, — Ha JKpaHe MOSIBUTCA
TUaIoroBoe OKHO Macrepa ¢yHkiuid. C ero moOMOIIbI0 MOXHO BBECTH M OTPEIAKTHPOBATH
mo0yro GyHKIHIO.

Tak kak QyHKIIUS CYMMHUPOBaHMS HCIIOJIB3YETCS B DJICKTPOHHBIX TaOIUIaX OYEHb YacTo,
o3ToMy Ui Hee B naHenu CraHzapTHas NpeSyCMOTpPEHA CIELHMaIbHAs KHOIKA CO 3HAYKOM 2.
Hanpumep, ecnu Beiaenuts svyeiiky D10 u mienkHyTh Ha KHOIKE CyMMBI, B CTpoke (opMya U
sayeiike mosiBUTCs 3arotoBka Gopmynel: =CYMM(B6:B9). Bel MoxeTe oTpeqakTUpoOBaTh 3Ty
dopmyiy (eciu OHa Bac He yCTpauBaeT) WK 3aUKCUPOBATH Pe3yJbTaT (IIETUYKOM Ha KHOIKE C
rajoukoil B crpoke ¢opmyn). Ecnm ke nBaxapl menkHyTh Ha KHomke E, pesymbrar cpasy
¢dukcupyercs B UEHKe.

KonupoBanue ¢opmya. Excel mo3sossier ckonupoBaTh TOTOBYIO (GOPMYITy B CMEXKHBIC
A4YEeHKH, MPU ITOM ajJipeca siueek OyAyT M3MEHEHbl aBTOMAaTHYecKuil Jlis 3TOW 1enu HyXHO
BBIJICJIUTH SYEHKY, B KOTOPOH 3anucaHa ucxonHas gopmyna. Hanpumep, Boiaenure stueiiky D6.
ITpu BBIOCNIEHNN AYEHKU B NPAaBOM HMIKHEM YIVIy PAMKHU IOSBISETCS YEPHBIM KBaJpaTUK —
Mapkep 3anojiHeHus. Eciau ycTaHOBUTH Kypcop MBIIIM Ha MapKep, TO Kypcop NpUMeET (Gopmy
4epHOro KpecTuka. Hakmure JIeBy:0 KHONKY M IEpeTaliuTe MapKep 3arojHEHMsI Yepes3
3anosiHsAemMble stueiiku. Popmyna OyaeT CKOUpOoBaHa.

[Ipumeuanue. Konuposats hopmyity, 3aMCcaHHYIO B BBIIEIEHHON Ueiike, MOXKHO TOJIBKO
110 TOPU3OHTAIIN WIIH BEPTUKAIIU:

* [P KONHPOBAHMU BJIEBO (BIPABO) MO TOPU3OHTAIM CMEUIEHHE HA OJHY SUYEHKY
yMEeHbIaeT (YBEIMUMBAET) KaX/Iblil HOMEp cTos01a B popMyJsie Ha EAUHUILY;

* IpU KONIMPOBAHUM BBEPX (BHM3) IO BEPTUKAINM CMELIEHUE HA OJIHY SYEHKY YMEHBIIAET
(yBeNIMYMBAET) KaXKAbII HOMEpP CTPOKHM B (popMylsie Ha €AMHHUILy. DTHM e CIIOCOOOM MOXKHO
KOIIMPOBATh B CMEXKHBIE SIYEHKH YMCIIA U TEKCTHI.

ITponientsl. OueHb 4acTO HaM HEOOXOJMMO IMOKa3aTh JOJM B MPOIEHTaX (T. €. MPOCTO
YMHOXUTh Kaxayio om0 Ha 100). Excel mo3Bonsier chaemarth 3TO OJHUM LIEITYKOM MBIIIH.
Boinenute cronber ¢ IaHHBIMHM U IIEIKHUTE MBIIIBIO [1a KHOIKe nmaHenu dopmarupoBaHue C
nzoopaxkernnem %. Bee momu Oynyt ymHOXKeHbI Ha 100 m momeuenbl 3HakoM «%». Eciu BBl
XOTUTE, YTOOBI 3HaUEHUS B JAPOOHOI YacTH 4uCiIa OTOOpaXaluch ¢ OONBIIUM WM MEHBIIUM
KOJINYECTBOM 3HAKOB, TO INEJIKHUTE B MAaHEIM HHCTPYMEHTOB (HDOpMATHPOBAHUS KHOIIKY
YBENUUNUTH pa3psIAHOCTb WU KHONKY Y MEHBIINTD Pa3psiAHOCTD.

Pa3mepsl siueex. Brl MokeTe OTperyaupoBaTh MIUPUHY U30PaHHBIX CTOJIOLIOB U BHICOTY
U30paHHBIX CTPOK. DTO MO3BOJHUT BaM IO CBOEMY YCMOTPEHHUIO Pa3MECTUTh B stueiikax (wiu
MOBEPX A4YeeK) JJIMHHBIE TEKCThI, PUCYHKH, PUCOBAHHBIE OOBEKTHI, TUarpaMMBbl, YKciia ¢ 0OJIbIIIM
YHCJIOM 3HAKOB U T. 1I.
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dopmaTtupoBaHue TekcTa. BaM mpenocraBisieTcsi BO3MOXHOCTh H3MEHUTH LIPUDT,
pasmep mpudTa U HaYepTaHHE TEKCTa B JIOOOM ydacTKe TaOMUIlbl (OT YacTH SYEHKH 110 BCEH
Ta0JINLIbI) C TOMOILBIO KHOIIOK NaHenu dopmartupoBaHre, — TOYHO TaK K€, KaK BbI 3TO J€JIAJIH C
y4dacTkamu Tekcra B npoueccope MS Word Kpome Toro, Bbl MOKETe H3MEHUTH PACIIOJIOKCHHE
TEKCTa B TPYIIE BBIICIEHHBIX SYEEK C MOMOUIbI0 TAKUX € KHOIOK BbIpaBHUBaHUSA (BJIEBO,
BIIPABO, 110 LIEHTPY), KaK U B mporeccope Word

Ecnum BeimenuTh sueliky WM Tpynmy sueek u BeiOpaTh kKoMaHay dopmar Sueiiku, Ha
SKpaHE MOSBUTCS OKHO, KOTOPO€ MMEET HECKOJbKO BKIJIAJIOK, C MOMOIIBI KOTOPBIX MOXHO
IIPOBOAMTH MHOKECTBO JIOMOJHUTENbHBIX Orepaluii o ¢popMaTUPOBAHUIO SUYEECK.

Hanpuwmep, mokazannas Ha puc. 10 Bkimaaka BripaBHUBaHHME, TO3BOJISET H3MEHHTH
OPUEHTALIMIO TEKCTa (M0 TOPU30OHTAIIU, [0 BEPTUKAJIU),~-TIOBEPHYTh TEKCT, CMECTUTh €ro (BHU3,
BBEPX M T. IL.), pa30UTh TEKCT Ha HECKOJBKO CTPOK. Ileperammre mMapkep 3arojiHEHHS depe3
3anonHsemble stueiiku. Brmaaka [lpudT no3sonser n3MeHnTh TUN mpudTa, HAYUEpPTaHUE, pa3Mep
U LBET CHMBOJIOB, BKJIIOUHUTH JONOJHUTENbHbIE 2P dekThl. Bknaaka Yucno naeT BO3MOKHOCTD
3agaTh (opMar MpeAcTaBICHUS AAHHBIX, HAIPUMEP, YKa3aTh KOJMYECTBO 3HAKOB B APOOHOMN
YacTH YMCIIa, BBIBECTU 0003HAUEHHUE BATIOTHI IPU OTOOpPaKEHUHU YUCIIa B JEHEKHOM (popmare u
T.11. Ha Bkitagke ["panuiia MOHO BBIOpaTh MHOXKECTBO MAKETOB OOpaMIICHUS SYCHKU UITU TPYIIIIbI
aueek. Briagka Buj mpenocraBisieT BO3MOKHOCTH BBIOpPAaTh LIBET U y30p 3alIMBKU SUYECHKU
tabiuupl. UM, HakoHel, BKiazka 3amuTa MO3BOJIAET BaM CJ€JIaTb HEAOCTYIHBIM IIPOCMOTP
dopMy1 B sUeiiKe, a TAKKE 3alIPETUTh U3MEHEHUS JIaHHBIX B SUEHKe.

T opmay imees 'ﬂ
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Puc. 10. OxHo dpopmarupoBanus sueiiku Excel

ABtodopmarupoBanue. [Ipu usydenun nporpammbl Word Bel yke MO3HAKOMHIIHCH C
¢byHK1MeH aBTohopMaTHPOBAaHUS TaOIUIBI C TOMOIIbIO 3apaHee 3ar0TOBJICHHBIX Ia0JIOHOB. JTa
byakuust umeercss u B Excel, — mpaBma, KOauM4ecTBO MIAOJIOHOB 37€Ch TOMEHBINE. MBI
WCIIONTB30BAIM 3T IIa0JOHBI (HOPMATUPOBAHUS TPU TOATOTOBKE MEPBOM TaOIUIBL. UTOOBI
BOCIIOJIb30BaThCsl  (DyHKIMEH aBTO(OpMATUPOBAHUS, HEOOXOAMMO BBUIEIUTH OJOK SYeeK,
KOTOPBII HE00X01MMO 0(hOPMUTH IO TOMY UM HHOMY IIA0JIOHY, 3aTeM B MeHI0 Dopmat BeIOpaTh
komaHay ABrodopmar. B nuanoroBom okHe ABTOdopmar, mpocMaTpuBas BapuaHT opopmMiIeHus
Tabmuipl B mose OOpaszen, W3 packpsiBatomierocs cnucka Crucok ¢opmaroB BeIOpaTh
nogxoaaumii u Haxkarb OK. HecMoTps Ha TO, YTO CHHMCOK IIaOJIOHOB, IpeJlaraeéMbIX B
JINAJIOTOBOM OKHE aBTO(OpPMATHPOBAHUS, HEBEIUK, BO3MOXXHOCTH OGMOPMIICHHS TaOJIUIIBI
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3HAYUTENIBHO PACIIUPSAIOTCS 3a CUET «PYYHOr0» O(OPMIIEHHUS Pa3IUYHBIX Y4aCTKOB TaOJIUIbI C
MOMOIIBI0 MHOXECTBAa KOMOMHAIIUHN JINHUHM U PaMOK pa3IMyHON (GOPMBI.

IIBer ¢ona u cumBojioB. Ecinm y Bac LBETHOW HPUHTEP, BBl MOXKETE «PACKPACHTH)
BBIJICJICHHBIC YYACTKU TaOJHIIBI Pa3IMYHBIMH I[BETaMHU (Ha 4epHO-O€N0i pacredyarke IIBETHBIC
ob0nactu OyayT MMETh KaKHe-TMOO OTTEHKH ceporo). s 3TOro Ha maHeau MHCTPYMEHTOB
dopmaTUpOBaHUE NPEAYCMOTPEHBI [1BA PACKPBIBAOIIMXCS CIIMCKA — CIIMCOK JUIS LBETA 3aJIMBKU
Il COMCOK — IIBeT wIpu@dra. 3p100p LIBETOB U3 3THX CIHUCKOB — CTaHAAPTHBIA (HE 3a0bIBaiiTe
TOJIBKO BBIAEIHUTD SYEHKH, KOTOPbIE Bl COOUPACTECH «PACKPACUTHY).

4. PacuerHsble onepanun B Excel

Panee ™Mbl yxe ommcanu, Kak (OpMyJbl HCHOJB3YIOTCS Ui pacueToB B Excel mo
dopmymnam. OgHy u Ty ke (HOpMyay MOXKHO BBECTH Cpa3y B HECKOJBKO syeek. s aToro
HEOOXOMMO BBIJICIIUTH SUCHKH, BBECTH (POpMYITy, a 3aTeM Haxath kiasumu Ctrl+Enter.

Bonee 400 3apanee 3anporpammupoBanHbix Gopmyn Excel HaspiBatorcest pyHkuusamu. B
o0miem cinyyae QyHKIMS — 3TO IEpeMeHHas BeIMYNHA, 3HAY€HUE KOTOPOIl 3aBUCUT OT 3HAUYCHUN
Ipyrux BenuuuH (aprymeHTtoB). @yHkius umeer ums (Hampumep, SIN) u, kak mpaBuio,
apryMEHTBI, KOTOPBIE 3aMHCHIBAIOTCSA B KPYIJIBIX CKOOKax cienoM 3a uMeHeM QpyHkuuu. CKoOKu
— o0s3aTenpHasl TPUHAAICKHOCTh (DYHKIMH, Nake eclu y Hee HeT aprymMeHTtoB. Ecim
apryMeHTOB HECKOJIbKO, OJIUH apryMEHT OTIENSIETCs OT IPYroro TOYKOH ¢ 3amsToil. B kauectse
apryMeHTOB (PYHKIIMM MOTYT HCIOJB30BAThCS 4YHCIA, aapeca s4YeeK, AUama3oHbl SYeek,
apumernyeckue BbIpakeHUs M QYHKIMH. CMBICT W MOPSIOK CIEAOBAaHUS apryMEHTOB
OJIHO3HAYHO OMpEJIeNIeH ONMMcaHueM (YHKIIMH, COCTaBICHHBIM ee aBTopoM. Hampumep, ecnu B
aueiike P3 3ammcana dopmyna c ¢ynkumeir Bo3BeneHuss B creneHb =CTEIIEHB(B3;2,3)5
3HaYEHHEM 3TOM siueiiku OyJeT 3HaueHue siueliku B3, Bo3BeeHHOE B cTENeHb .2,3.

ITpu pabore ¢ HyHKIUSIMHU CIIEAYET TOMHHUTH!

1) dynkuus, 3anucannas B popmyse, Kak MpaBUIIO, BO3BpAIAET YHUKAILHOE 3HAUYCHUE
(apudMeTnUecKoe WIN JOTHYECKOe);

2) cymiecTBYIOT (DYHKITMH, KOTOPBIE HE BO3BPAIIAIOT 3HAUCHHUE, a BHIMIOJTHSIIOT HEKOTOPhIE
omnepanuu (Hanmpumep, O0bEANHSIIOT TEKCTOBBIE CTPOKH);

3) cymecTByIOT QyHKIMU Oe3 apryMeHToB (Hanpumep, pyHkius P1() Bo3Bpariaer yucio
7 = 3.1416...).

Hwxe O6ynyt paccmorpens! pynkiun U u NO) u NJIN, koTopbie MPUHUMAIOT JIOTUYECKHE
3nauenus (True nnu False).

OOpaTuTe BHUMaHHE HA TO, YTO M3JI0KEHHBIE B ATOM IYHKTE HJEU U IMpaBWIa LIUPOKO
MCIIOJIb3YIOTCS B IPUKJIAIHON HH(OpMAaTHKE — B A3bIKAX IPOrPAMMHUPOBAHMUS, S3bIKAX 3alPOCOB,
B Ipyrux npuinoxkerusx Windows.

®Oyukiun Excel paznenensl Ha kateropuu (TeMaTuyecKue IpyInsl): GUHAHCOBBIE, IaThl U
BpPEMEHHU, MaTeMaTHYeCKUe, CTaTUCTUYECKHE, CCBUIKM U MAacCHBBI, pabOThl ¢ 0a30i NaHHBIX,
TEKCTOBbIE, JIOTHYECKHEe, TPOBEPKU CBOMCTB M 3HaueHWil. s ynporeHus BBoja (QyHKIMHA B
Excel mpenycmotpen crenumanbubiii Mactep QyHKIMHA, KOTOPBIH MOXHO BBI3BAaTh Ha)KaTHEM
kHomnku fXHa manenu uHcTpymMenToB CtannapTHas. [IpeBapuTebHO ClIeYeT BIACTUTD SUCHKY,
B KOTOPYIO BcTaBisgercst opmyna. Jluanor mosb3oBatenst 1 Mactepa GyHKIHI COCTOUT U3 IBYX
sranoB. Ha mepBom stame B jeBOM crhucke okHa Mactepa ¢GyHKIUIl Bbl MOKeTe BbIOpaTh
Kareroputo pyHkuuii (Hanpumep, matemaruueckue). [lpu 3Tom B mpaBoM CIUCKE BHICBEUMBAIOTCS
UMeHa BceX (YHKUUH, BXOAALIMX B JaHHYI Kareropuio. BeiOpaB B 3TOM crnucke (QYHKIUIO
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(manpumep, ABS8) u HaxxaB kHonky OK, BBI mepexoiuTe KO BTOPOMY JTaIly: Ha IKpaHEe PACKPOETCS
BTOPOE OKHO, B KOTOPOE MOXXHO BBECTH apryMeHT (apryMeHThl) QyHKIMHA. J{71s yKazaHus stueiiku
C aJIpecoM apryMeHTa IIEeJKHUTE KHOIKY B IIPaBOW 4acTH IOJIs apIyMEHTa, KaK II0OKa3aHo Ha PHUC.
11. u, yka3aB Hy)XHYIO slYCHKY, HOKMUTE KHOIIKY, KaK [MOKa3aHo Ha puc. 12. nian naxxkmute Enter.

'!w.nuﬂ E"; -

Borepaulsst Moay e (SGCOMOTHYIO BamTay) NHCna

HUCNO JENCTENTERBHOS WCND, A5COMATHVIO BEMTAMY KOTODOM D ToehyeTes
) HAFTH

Puc. 11. Tlepexon k BBO/Yy B KaUeCTBE apryMEHTOB
(GyHKIIUY 3HAUYCHUS SYCHKU

o — |

Puc. 12. Bo3Bpar B OKHO ONpeAeTIeHHs apryMEHTOB (yHKIIUA

[Tocne 3TOrO BBI OMSTH BEPHETECh B OKHO OTPE/ICICHUSI apryMEHTOB (DYHKIWH, IPHYEM
aJipec yKa3aHHOW BaMH sTYeKHU OyJIeT BIKCAH B MOJI€ apTyMEHTOB, a B HIDKHEH YacTH OKHA B IOJIe
3HayeHue Oyner oToOpa)keHO 3HaueHue (GYHKUMU MpU HaOpaHHBIX aprymeHTax. lllenkHyB
kHonky OK, Bbl 3aBepuiure co3jaHue (hOpMyJbl, ¥ BBIUMCIEHHBIA pe3ysbTaT 3aluLIeTCs B
IpeBapUTENbHO BEIOPAHHYIO STYEHKY.

5. Ucnoan3oBanue cnipaBku Excel 1151 03HaKoMJ/IeHHsI ¢ HA3HAYEHHEM M CHHTAKCHCOM
byHkumi

‘ ? -10 x\
Paxemns Hasan | Napaverpes

|

NIz
M ToNge
e S— - R —
4 -/ y -
Boaepauyaer cpegues (ApUPMETHIRCKDE) COOUY APTYMBNTOE 3
Cunraxcnc

CP3HAU(Nueno1, uneno2, )

Yucno!, yncno2, 310 07 1 20 30 SPryMenTos, JAUNR KOTOPLIX
BLIVWCNRETCA Cpegues
JaMevanun
. A.ﬂ')\l"-‘Tal AO0NNHLI [ib”: NMCAIMH MK MMEHAMM, MACCHBEMMN WK
CCRNKaMM, COABPXKALIMMN YMCNE
| + Ecou apryment, koTopuit ABNAETCA MACCHBOM WK CCRUWDR, COABPMMT .l

Puc. 13. Crpaska Excel o pynkiuun CP3HAY

[TonpoOHoe omucaHue Ha3HAUYEHUS U CHUHTaKcHCa (YHKIHMH MOXKHO IMPOCMOTPETh B
cnpaBouHoii cucteme Excel. Jlns atoro Bei3oBute cnpaBky Excel u na Bmaake ITowck 3apaiite
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o0pa3 moucka, Hanpumep CP3HAUY, 3arem B crmcke HaWJIEHHBIX Pa3/elOB BBIICIUTE pa3iei
CP3HAY u menkaute kHOmKy Ilokasare. [locie »Toro Ha skpaHe OyaeT pa3BepHYTO OKHO
cnpaBku Excel mo ganHoii TeMe, kak moka3aHo Ha puc. 13. 3y4uB cripaBKy, MOKHO, IIEJIIKHYB Ha
CCBUIKE CM.TaKXXe, IEPEUTH K CIIPaBKe MO OJIM3KUM TeMaM, B JAHHOM CIIy4ae 10 CTaTHCTUYECKUM
(GyHKIUSAM, ¥ TIO3HAKOMHTBCS CO CIIMCKOM 3TUX (YHKUMH, a Takke, BHIOpPAB KOHKPETHYIO
GyHKIMIO, MPOCMOTPETh OMMCAHUE HA3HAYCHHUSI, CHHTAKCHCa U IPUMEPHI €€ TPUMEHEHHUS.

6. Jlornueckue GyHKUHH

[Ipu pelieHUM HEKOTOPBIX 3a/lay 3HAYEHHUE SYEHKH HEOOXOIMMO BBIUMCISATH OJHUM M3
HECKOJIbKUX CHOCOOOB, B 3aBHCUMOCTH OT BBINOJHEHHS WM HEBBINOJHEHHUS OIHOTO WU
HECKOJIbKUX YCIIOBUH. J[JIs1 pemieHus Takux 3a1ad NpUMEHSIOT yeinoBHYyIo hyakiuto ECJIN. Ona
umeer popmar:

ECJIN(<noruueckoe BbIpakeHUE™;<BbIpakeHUE | >;<BbIpakeHUE2>).

Uto0Obl MOIB30BaTHCS ITOW (YHKIIMEH, 11e1eco00pa3HO MO3HAKOMUTHCS C OCHOBHBIMU
MOHATUSIMH JloTH4eckoii (OyneBoit) anreOpsl. [lepBblit aprymMmeHT
¢byukun ECJIN - norudeckoe BhIpaKeHUE (B YaCTHOM Cllydae, yCIOBHOE BBIPAXKEHHUE), KOTOPOE
MPUHUMAET OJTHO U3 IBYX 3HaueHuil: «Mctunay win «JIoxs» (1 unu 0). B nepsom cnywae ECJINU
IPUHUMAET 3HA4YE€HUE BBIpAXXEHHA 1, a BO BTOPOM — 3HaueHue BbIpakeHus 2. B kauectBe
BBIpaXCHHUS | WM BBIpAKCHHS 2 MOXXHO 3amucarh BioxeHHY (ynknuo ECJIM. O6parute
BHUMaHHE, YTO YUCIIO BIOXeHHbIX QyHKiuii ECJIN He nomkHO npeBbimarh cemu. Ecnm ycnoBuit
MHOT0, 3aITuChIBaTh BioxeHHbIe Gpyrku ECJIN ctanoBuTcs HeynoOHo. B 3TOM cityuae Ha MmecTe
JIOTUYECKOT0 BBIPAXKEHUS Mbl MOKEM YyKa3aTh OJHY U3 ABYX Jorndeckux Qpynkuuii: U(AHB) unu
WIJIN(OE).

dopmar pyHKIIMH OIUHAKOB:

H(<norumdeckoe BbIpaxeHHe 1>;<JIorudyeckoe BhIpaxeHue2>;...),

NJIN(<noruyeckoe BeIpakeHHE 1>;<10ruyeckoe BeIpakeHHe2>;...).

Oynkiuss W npunumaer 3HaueHue «lMctuHay, ecnmM OJHOBPEMEHHO HWCTHHHBI BCE
JIOTUYECKHE BBIPAYKEHUS, YKa3aHHbIE B KaueCTBE apryMeHTOB 3Tod (QyHKuuu. B ocTambHbIX
ciyydasix 3HaueHue M — «JIoxb». B ckoOkax MokHO yKka3zath 10 30 JOrH4eCKUX BbIpaKEHHH.

Oyuknua WM npunumaer 3Hauenue «VctuHay, €CliM UCTUHHO XOTS Obl OJAHO U3
JIOTUYECKUX BBIPAKCHUI, YKa3aHHBIX B KadecTBE apryMEeHTOB 3Toil (yHKuuu. B ocTanbHBIX
cinyyasx 3HayeHue I — «JIoxb».

Oobvekmbl ucciedoeanus, 000pyoosanue, mamepuanvl U HA2IAOHbIE
nocoousn:

1. II5BM IBM PC.
2. OnepanroHHas cpefa. DIeKTPOHHBIC TAOJIHIIHI.
3. DnektponHbIi 1oKyMeHT «[IpakTndeckas pabora Ne8y.

3aoanue na pabomy (pabouee 3aoanue):

109. W3yunth 5SnekTpoHHBIH 1okyMeHT «lIlpaktndeckas pabora Ne8y». W3yuwmre
TEOPETUYECKHE MOJIOKEHUS PaOOTHI
110. CocTaBUTh B T€TPal KOHCIEKT 10 H3YyYEHHOMY MaTepuay.
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111. [IpeapsBUTH KOHCTIEKT Ha MPOBEPKY TPEIOaBaTEIIO.

112. Co3natp TabnuIly yueTa npojaxx MOPOKEHOT0, B KOTOPOIl BHIIIOJIHSIETCS TTOACYET
Pe3yAbTATOB MPOJAK MOPOKEHOTO 110 KBapTalaM M UTOTH MPOJaX 3a TOJI.

113. 3arpy3uth nporpammy Excel u Ha nepBom nucte BBecTH (OpMy TaOJHIIBI, 3aTIOJIHUTD €€
HAaMMEHOBAHUSAMHU MOPOXEHOTO U (POPMYIIAMHU PACYE€TOB CYMMBI BBIPYYKH OT MPOAAXK KaKI0TO
COpTa MOPOYKEHOTO M BCEX COPTOB BMecTe (Tabi. 1)

Tabmuma 1
[[Ta60H TabnuIa yueTa Ipoax
E= A B I () D ]
1T —— - -734'9&71}793@:«\‘.@::"&-}'@_ ) e -
|2 [ Mepa | Komewermo [ llews _
|3 | Cowoswee |
__:i X0 B
5 | Monossoe
6 | Naxowxa
7 Tacestip |
[ & | Opyrrosoe | o |
[ 9 | wroro: | =CyMm(B3:BS) | =CYMM(D3D?)
114. OtdopmarupoBarh ek Tadbauipl B cronomnax Lena u Cymma, B KOTOPBIX OyIyT

0TOOpaxaThcsi PUHAHCOBBIC 3HAUCHUS, UCIIOIB3Yys KoMaHay Slueiiku B MeHI0 DopMaT 1 BEIOpaB
®uHaHCOBBIN DOpMAaT IIPEACTABICHUS TAHHBIX.

115. CoznaTh aHaIOTMYHbIE 3aTOTOBKHU TaOIUIIbI Ha JIucTax, 0TOOpaxkaromux pacyeThbl
npoaax B 1,2,3 u 4 kBapTajiax, U UTOrOB IpoAax 3a roj. Beinenuts nuanazon A1:B9 u
CKONTUPOBATH TaOIMITy Ha IPYTHeE JTUCTHI, JIS YEro, BbIICINB YKa3aHHBINA AHAMa30H TaOIUIbL,
BbIOpaTh B MeHI0 [IpaBka komanay KonupoBate. 3ateM, yka3aB Apyroi JUCT, yCTAHOBUTH
Kypcop B Ha4alio JIMCTa, BBIICNUB s4eiiky Al, u BcTaBuTh Tabnuiy u3 0ydepa oOMeHa
koMaHa0i BeraBuTh u3 mento [lpaBka. Eciu B kaure 0yaet Hegoctatouno JIuctos, To
KoMmaH0i JIuct B MeTn BeTaBka BCTaBUTh HEIOCTAKOIIUI JIUCT.

116. [TepeumeHoBaTh TUCTHI, 33/1aB UM Ha3BaHus: | kBapTai, 2 KBapTaj, 3 KBaprtai, 4
kBaprai, ['ox.

117. Vnanuts Ha nmucte ['ox cronber C (Lena), J{nst yero, BeIIETUB 3TOT CTOIOEII, BHIOPATh B
MeHIo [IpaBka komaHay Y nanuTs.

118. 3anoaHUTh TaOIHUIIBI TPOJIaXK MOPOKEHOTO M0 KBapTajiaM Ha JucTax: | kBaprad, 2
KBapTal, 3 kBaprai, 4 KBapTai.

1109. B cron6en B (KonnuectBo) Ha nucte ['ox BBecTr hopmyity, CYMMUPYIOITYIO
KOJIMYECTBO MPOJAAHHBIX MOPOKeHBIX TI0 copTaM =CYMM(«1 kBapran:4 kBaptan»!B3), rae: «1
KBapTan:4 kBapTam»! - CChIJIKa Ha IMaIa3oH JIMCToB; B3 — cchblika Ha sUeliKy Ha Bcex
YKa3aHHBIX JHUCTaX.

Oty hopMyTy MOXKHO BCTAaBUTh M IPYTUM CItocoOoM: Ha ucTe 1o ykazaTs siueiiky B3, B
KOTOPYIO BBOJIUTCS YHKITUS, BBECTH 3HAK paBeHCTBa (=), BBecTu uMs pyakiuuu CYMM, a
3aTeM — OTKPBIBAIOIIYIO KPYTIyio ckoOKy. [locie aToro ykaszaTh sipasidok nucta 1 kBapTan, u
BBIIETUTH siueiiky B3. 3aTem, ynep:kusas npuxaroi kinasuiry 8bIL, ykazats nmocieqnuii auc,
Ha KOTOPBI HEOOXOAMMO cociaThes, 4 KBapTan, u sueiiky B3, mocne dero BBectu
3aKpBIBAIONTYI0 CKOOKY. CkorupoBaTh hopmyny =CYMM(«I kBaptan:4 kBaptan»!B3) u3
sueriku B3 ga nucte I'ox B nuamnason B4:B9.

120. B cron6er ;C (Cymma) Ha nucte ['on BBecTH (hopMyITy pacdera CyMMBI BBIDYYKH OT
MPOJIaYK MOPOKEHOTO 10 copTaM 1 Beero 3a rog =CYMM(«1 kBapran:4 kBaptam»!O3).
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CxonupoBatb Gpopmyiny =CYMM(«1 kBaprtan:4 kBaptan»!B3) u3 sueiiku C3 Ha nucte ['ox B
nuanason C4:C9.

121. [ToouepenHo oTkpbiBas AUETHI: | KBapTai, 2 KBapTai, 3 KBapTal, 4 KBapTaj, BBECTU
JaHHBIE O MpoJaxkax MopoxkeHaPO pa3HBIX cOPTOB (KOIUYECTBO U 1eHY). [IpoHabnronaTe, Kak
Ha JiicTe ['0/1 CyMMHUpPYIOTCSI UTOTH ITPOJIAXK 110 KBapTajiaM.

il Yaer npogax MopoxeRoro
.| Mapxa KonmuecragCy

3% Canpounoe 49201

4 Bexumo 13824

-5 Monounoe 21728

67 | Jlawomca - 9168
TinemGup 12844

‘S |Ppyeromoe | - 8782

"9, [ATOTO: 31266

Puc. 1. TaGauma pacuera mpo1axk MOpOKEHOTO 3a TOJl C JHarpaMMoi

122. ITocTpouTh KpyroByo 1uarpaMMy, OTPaKaroUIyo OJIIO BBIPYYKH OT IPOAAKU KaXKIOrO
copTa MOPOXKEHOT0 3a roJl B % ot o01eit cymmsbl. Boiaenus auamna3on nqanasix A3:C8, BeIOpaTh
B MeHIo BeraBka komanny [luarpamma. Crenys ykasanusim Macrtepa quarpamm, BbIOpaTh
OObeMHbII BapuaHT pa3pe3aHHO KPYroBO# 1uarpaMMbl U HIEJIKHYTh KHONIKY [lanee. 3atem
YTOYHHTH JUANa30H oTo0paxaembix gaHHbIX ['on!$A$31BCSS, ykazare uiia oToOpakeHne
PAI0B TaHHBIX B CTONOLAX, HA BKiIaake P ynanute Psan 1, octaBuB Uit 0TOOpayKe€HUS 1aHHbIE
ToJIbKO Psint 2 u3 crosbia ¢ cymMmoit BeIpYdKH OT npojax B crosdne C Ha nucte ['oa. Hlenknys
KHONKy /lanee, 3a1aTh 3aroj10BKU IMarpaMMBbl M BKJIFOUNTH NIOJIIMCH J10JIel Ha nuarpaMMe. Ha
NocJeAHEM 1are aAuanora 6 Mactepom 1uarpaMM BKJIFOUHTH Pa3MEIIEHUE AUarpaMMbl Ha
uMmeroniemcst aucte ['ox u menkHyTs KHONKY 1'oToBO. IIpocMOTpeTs nony4eHHyto auarpaMmy 1
YTOUHUTH €€ MO3UIINIO Ha JiucTe. Tabiuiia ¢ quarpaMMon rmokasaHa Ha puc. 1.

123. BcraButs Ha uct l'on pucynok moposkenoro u3 Microsoft Clip Gallery. [{ns atoro
cieNaTh TEKYILIUM JIUCT 1'0/1 M BCTaBUTH B Ha4ajIo0 TaOJUIBI TPU MYCTHIX CTPOKH. YKa3aB sUEHKY
B1, BeiOpats koManay PrucyHok B MeHto BeraBka, 3aTem BoIOpaTh onuuio KapTruHka u B ciucke
pucynkoB Microsoft Clip Gallery BeiOpats HyXHBIH, a 3aTeM HICTKHYTh KHOTIKY BcTaBUTS.

124. 3akpeITh 0kHO Excel, coxpanuB ¢aitn nog umenem [Ipogaka MopoxeHoro.
125. Odopmure oTyer.
3ananme 2

1. 3arpy3utb Excel u oTkpbITh Tabmuiy u3 daiina [Tpomaxa moposkeHoro. J{ist aToro
BbIOpaTh B MeHI0 Daiin komany OTKpbITh, B TUAIOTOBOM OKHE OTKpBITHE JOKYMEHTA OTKPBITh
HY)KHYIO MankKy U, yka3as ¢aiin [Iporaxa MOpOXKEHOT0, METKHYTh KHONKY OTKPHITh.

2. IloctpouTth ararpamMmy, 0TOOpaXKarOIIyI0 COCTOSTHUE MPOaXX MOPOKEHOTO pa3ipX
COPTOB 3a MepBbIi KBapTai. OTKPHITH JUCT | KBapTal, Ha 3TOM JIMCTE BBIACTUTH sueiiku A2:D8
U BBIOpaTh B MeHI0 BeraBka komanay /Inarpamma. B nepsBom mare auasnora ¢ Mactepom
JayarpaMM Ha BkJajike CTaHaapTHbBIE BHIOpaTh 00BEMHBIN BapHAHT OOBIYHOM TUCTOTpaMMBbI U
HIETKHYTh KHOMIKY [/lanee. Bo BTOpoM miare BEIOpaTh MOJI0KEHUE TaHHBIX B CTOJIONAX, YTOYHUTh
JMara3oH JJaHHbBIX, Ha BKIajake Pan B crincke psaoB BeIOpath pan LleHa u mienkHyTh KHOTKY
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VYnanuts. B mose UMst yTOUHUTH THAIMa30H sYEEK, COAEPKUMOE KOTOPBIX OTOOpaXKaeTcs B
KauecTBe HAMMEHOBaHUs CTOJIO1OB AaHHbBIX. [{enkHyB kHOMNKY Jlanee, B mone Hazpanwue
nuarpammsl BBectu «lIponaxu B 1 kBaprane», B noje Ock X BBecTu «CopT». LllenkHyB KHONKY
[ainee, onpenenuTs MONOKEHUE JUarpaMMbl Ha UMeromeMcs aucte 1 kBaptai. Jlins BeiBoJa
JMarpaMMbl Ha JIUCT IIETKHYTh KHONKY ['0TOBO.

3. OTpenakTupoBaTh apaMeTPhl AUArPaMMBbI:

« UIBMEHUTDH WPUDT MOAMUCH 3HAUCHUN TTO0 OCH 3HaUEHUH. J[71s1 3TOr0, yCTaHOBUB
yKa3aTeslb Ha HYXKHYIO OCb, IB&JK/Ibl HAKAaTh KHOMNKY MbIIIU. B okHe PopmMar ocu Ha BKIIaJKe
[pudt BeIOpaTh BUA MmpHdTa, HAYSPTAHUE U pa3MeEp; ,

* I3MEHHUTH (PopMart 00JaCTH TUATPAMMBI, AJI YeTO JIBAXKIBI IIETKHYB MBIIIBIO 10
quarpamme, oTkporte okHo Dopmat obsactu auarpammbl. Ha Bkiragke Bun Beibepute Bu
pamKu, TUI, UBeT U TonmuHy auHun. LllenkayB kHonky CriocoObl 3aJIMBKH, OTKPOUTE OKHO
3anuBka. Ha Bknaake I'panuenTtHas B noje L{BeTa BKIIOUNTE OMLIKIO JIBA IIBETA U B CIIUCKAX
I[Bet 1 u LiBet 2 3anaiiTe BapuaHT 1BeToB. B mone Tum mTpuxoBKku BEIOpaTh OMIUIO
nuaroHanbHas 1. Beioupas B mone BapuaHTbl 0JJUH U3 YeThIpEX BapUAHTOB 3aJIUBKH,
npocMoTpeTh B nojie OOpaszer, Kak OyAeT BBITTIAAETh U30PaHHBIM CTHIIb OOPMIICHHUS.
[enknyte OK nnsa npuMeHeHus 3aaHHbIX napameTpoB 3ayiuBKU. Lllenknys OK, 3akpbITh OKHO
dopmar 00s1acTH JUarpaMMBbl U TIOCMOTPETh Pe3yJIbTaT;

* IBOK/]IBI IIETKHYB MBIIIBIO HA CTEHKAaX JIMarpaMMbl, OTKPBITh OKHO DOpMAaT CTEHOK.
Bri6pas B mosie Pamka Tum, IBET U TOJIIMHY JIMHUY, B TT0Jie 3aJIMBKA BBIOpATh 1BET (OHA, a
3aTeM MIENKHYTh KHONIKY CriocoOb! 3aiinBKH. B okHe 3anmBka Ha BKJIaaKe 'PUCYHOK IMIENKHYTH
KHOIIKY PHUCYHOK 1 B Maj0roBOM OKHE BBIAENINTh pUCYHOK yKa3aTh HYKHBIM PUCYHOK U
menkuyTb OK. IIpuHsATh BEIOpaHHBIN PUCYHOK B KQU€CTBE 3aJIMBKU U 3aKPHITh OKHO 3aJIMBKa,
nienkHyB OK.

4. CoxpaHUTh TaOIUITY TIOJI TPEKHUM UMEHEM U 3aKpbITh OKHO Excel.

5. 3amyctuth Microsoft Word, co3nate HOBBIi TOKYMEHT U BCTaBUTh B HETO TOJIBKO YTO
oTpenaktupoBannyto Tabiuity Excel. [list aToro BeiOparh B MeHI0 BetaBka komanay O0nekT. B
okHe BcraBka o0bexTa BeIOpath BKIaAKy Co3nanue u3 Qaiina, 3a1ath madioH *.* u, menkHyB
kHonKy O030p, OTKPBITH NANKY, B KOTOPOi 3anucaH (aiin Tabiauibl, yka3aTh TaOIHIly U
HIeNKHYTh KHONKY OK.

6. OKHO TaOJIMIIBI C JHArPAMMOi, BCTaBieHHOe B JoKyMeHT WOrd, OyeT BBITISAeTh, Kak
MOKa3aHo Ha puc. 1.

7. 3akpbiTh okHO WOrd, He coxpaHsst JOKyMEHTa.
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Puc. 1. OkHO TaOIHUIBI C TUArpaMMOii, BCTaBlieHHOE B JokymenT Word

3apanuel

CocrtaBuTh TabNIUIy pacipeesieH s JOX00B B TPYIOBOM KOJUIEKTUBE B COOTBETCTBHUHM C
TPYAOBBIM BKJIaJIOM KaXKI0r0 pabOTHHKA.

JlonmycTuMm, 4TO TPYAOBOH BKJIAJ KaKA0ro paboTHUKA U3MepsieTcs Ko3(duuueHTrom
tpyznoBoro ydactus (KTVY), KoTopsiii ipsiMO MTPONOPIMOHATICH KBATU(HUKAIIMHA PAOOTHUKA U
BpeMeHH ero paboTel. KoHeuHo, peanbHas 3a/1a4a pacyera yqacTusi Kak10ro paboTHUKA B
TPYAOBOM AEATEIBHOCTH KOJUIEKTHBA 3HAYUTEIBHO CIOXKHEE.

1. CHavana Hy>KHO ONIpeIeIUTh UCXOIHBIC TaHHBIC 33/1a4H: BEJTMUNHY pacpeaessieMon
CYMMBI J10X0/a (4ncio), hamMuinu pabOTHUKOB (TEKCT), YPOBEHb KBaM(HKanuu (pa3psag —
1eJI0e YMCII0) U BpeMs padoThl. B kadecTBe paccunThiBaeMbIX JaHHbBIX B TaOnuie Oynet
3HadyeHue KTV ans kaxaoro pabotHuka u cymmapHoe 3HadyeHue KTVY Bcex paOOTHUKOB (YUCIIO)
¥ CyMMa BBIIIAThl K&KJOMY paOOTHHUKY (YKCIO).

2. 3anyctuth Excel, nepenmenoBats Jluct 1 B KTV, na nucre KTY onucars cTpykTypy
TaOIMIIBI U BBECTH UCXOJHBIC JaHHBIE (Ta0d. 1).

3. Bectu B stueiiky D4 dpopmyny pacuera KTY =B4*C4. CxonupoBats Gpopmyity u3
aueiiku D4 B nuanazon B5:B7.

4. B sueiiky D8 BBectu hopmyny cymmsl nuanazona D4:D7, nist yero BeiienuB
nuanaszoH D4:D7, menkHyTh KHOIKY ABTOCYMMa Ha MaHeNnu HHCTpyMeHToB CTaHapTHasl.

Tabmuua 1
Hcxonnple naHnHble

A | B 1 C | D [ E
1 Pacnpezenenue [OXONO0B B KOIIIEKTHRES, t
2 CyMma I0X0H0B . A
3 Qamumast Paspsn Bpems KTy BrmmaTa
4 HBaHoB 12 5 .
5 T¢tpor 14 [3
6 Cugopos 11 . 8
7" | Kocrun - 10 F
8 HUTOro: )

5. Beectu B siueiiky C2 BeIMUMHY pacnpenenseMoro 10xoa, Hanpumep, 10000.

6. Beectu B stueiiky E4 ¢popmyiy pacuera Boimiatsl =$C$2/$D$8*D4. (Boimuata
KaXJIOMYy paOOTHHKY paBHA YaCTHOMY OT BCEH CYMMBI 10X010B KosuiekThuBa U cymMmmbl KTY Bcex
paboTHUKOB, yMHOKeHHOMY Ha BesninunHy KTV nannoro pabotnuka.) O6paTuTe BHUMaHHE, YTO
anpeca siueek C2 u D8 3anucanbl B aOCOMIOTHOM opMe, T. €. OHU HE U3MEHSTCS IPU
KonupoBaHuu Gopmyisl u3 sueiiku E4 B E5:E7.

Jlnst cozmanust abCONMIOTHOM CChUIKH Ha stueiiky C2, B8 Hy»HO npu BBoJIe (POPMYIIBI
HIEJIKHYTh Ha JJAHHOM CChUIKe KiaBuuiei ['4.

7. 3angath ¢puHAHCOBBIN opMaT 115 3HaUEHUN TaHHBIX B stuetikax E4:E7, mis gero
BBIJICJIUB 3TOT JMana3oH, BEIOpaTh B MeHIO DopmaT oniuio ssueiku, a 3aTeM Ha Bitmanke Yucio
okHa dopmar siueek BIOpaTh BapuaHT uynciIoBOro ¢popmara: GUHAHCOBBIN, IOCTIE YEro yKa3aTh
YHCIIO IECATUYHBIX 3HAKOB 2, a B nosie O603HaueHne BIOpaTh p. U HIeNKHYTh KHONKY OK.

8. I3meHuTs mupuny ctosnbua E, 4yTo6bl B HeM MpaBUIBLHO OTOOPAXaTUCh BHITIATHI B
¢dbuHaHCOBOM (hopMmare.

9. IlpoBeputs aeiicTBre TaONUIBI, U3MEHsISI JaHHbIe B siuelikax C2, B4:C7.
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10. ITocTpouTh qUarpamMmy, OTOOPKAIOIIYIO JTOJTIO BBITUIAT KAXKJAOMY PaOOTHUKY OT
o0rielt CcyMMBbI 10X0/10B. /111 3TOr0 BBIACTUTH quana3oH siueek A4:B7 1 MmeaKHyTh KHOIIKY
Macrtep auarpamm B aHeiau MHCTpyMeHToB CTaHnapTHasl. B Hayasie nocTpoeHus quarpammbl
BbIOpaTh THUI Pa3pe3Has kpyrosas nuarpaMma U IIEIKHYTh KHoKy Jlanee. Ha stane
OTIpeIeJIeHUs] HICTOUYHHUKA JTAHHBIX JHAarpaMMbl BBIOPATh 7151 OTOOpaKEHUs B TMarpaMMe JIaHHbIe
U3 PSAAOB B CTONOIAX, yTOUHUTH Auarna3oH. Ha Bkinanke Pan B mone Mms 3aaath quana3on
JTaHHBIX, oToOpakarommx Hazpanue JIuctl1!$AS1. [enknyB kHomKy Jlanee, Ha BKIIaaKe
[Toanucu nannbix B osie [Toanucu 3nauenuii BeIOpath onuto noutst. [llenknyB knonky Jlanee,
BbIOpaTh MECTO pa3MEIIEHUs AUarpaMMbl Ha OT/IEJIbHOM JIMCTE ¢ Ha3BaHueM Juarpammal u
HIENKHYTh [ '0TOBO.

11. U3menuth Gopmar 00acTH JUarpaMMbl, 7Sl YETO MISTKHYTh IPABOM KHOIKOM
MBI HA TMarpamMMe, B KOHTEKCTHOM MEHIO BbIOpaTh koManay @opMat 061acTi JuarpaMMel.
Bri6pas Bxnagky Bun, menknyts kHonky CriocoObl 3aiuBKU. B okHe 3anuBka BEIOpaTh BKIAAKY
TekcTypa, 3aTeM LIEIKHYTh KHOIIKY ¢ TEKCTYpoil (Hampumep, Oembiii Mmpamop). [lenknys
kHonKy OK, 3akpbITh OKHO 3anuBKa, a 3aTeM menkHyTb OK st 3akpbiTust okHa @opmar
obnactu quarpammbl. [IpocMOTpeTh BU MOJIYyYE€HHOM TUarpaMMBbl Ha OTJEIHHOM JIUCTE
Huarpammal.

12. Coxpanutb Tabnuny ¢ auarpammont nox umeHem KTV u 3akpbITh OKHO pOrpamMmbl
Excel..

B Excel npenycMoTtpensl pazHooOpa3HbIe CpeicTBa UHTErpanuu npuioxenuin Windows
— TEXHOJIOTUS CBSI3U U BHEAPEHUSI 00BEKTOB, MEXaHU3M JMHAMUYECKOr0 OOMEHa JaHHBIMU
(DDE) mexnay Excel u npyrumu npunosxkerusmu Windows.

Hamnpumep, B TekcToBOM oKyMeHTe WOrd MOKHO TIOATOTOBUTH (DUHAHCOBBIMA OTYET,
OCHOBaHHBIH Ha 3yeKTpoHHOM Tabmuie Excel. Eciu Bbl ycTaHOBUTE TMHAMHYECKYIO CBSI3b
mexay Word u Excel, To B nanpHeiiemM cMokeTe OOHOBIISATH OTUYET HEMOCPEACTBEHHO B
AJIEKTPOHHOM TabyuIle, U BCE U3MEHEHHsI OyIyT aBTOMaTHYECKH BOCIIPOU3BEIEHBI B TEKCTOBOM
JIOKYMEHTE.

3ananue 4
1. 3anyctuth Excel u coznates Tabmauiy otuera o npojaxax. CoxpaHuTh (aiia Ha AUCKe
noa umeHem Otuerl.

2. 3amyctuth nporpammy MS Word u co3maTh HOBBIN TOKYMEHT. BKITIOYHTH B JOKYMEHT
daitn Tabnuier Excel .Otuerl, yctaHOBUB AMHaMUYECKyO ¢Bsi3b Mexay Word u Excel. s
3TOro BeIOpaTh B MeHIO BeTtaBka komanay O6bexT. Ha Britagke Co3nanue u3 (aitna BKIFOUUTH
onuuio CBa3b ¢ ¢pailyioM u menkHyTh KHonKy O030p 11 ioucka (aiina. B nuanoroBom okHe
O030p HaiiTH nanky, ¢aitn radmuubsl Excel Otuer] u menkuyts kHonky OK. ITocie atoro B
noxkyment Word Oyzner BcraBieHa tabnuna (tadu. 1).

Tab6muna 1

Ta6muna Excel B tokymeare WORD
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PuHAHCOBEI OTIET O MIPOAAKAK _
Hanmenosanue - KomudecTso IlecHa 1 - Cymma
Ipunrep Epson LX-300 . ’ 2 . 398736 p. "7 974,72 p.
Cranep Mustek ScanExpress : 5. 1 621,00 p. . 8 105,00 p.
Cetepad xapta 3 Com L 2 1 014,00 p. 8 112,00 p.
KapTprpk s CTpy#HEIX IPHHTEPO! 12 456,00 p. | .5472,00 p.
Hroro: : 27 : 29 663,72 p.

3. Ilepeiitu B okHo Excel u uamenuts manusie B Tabnuie Otyer 1 (HanmpuMep, H3MEHHUTH
nannbie B rpadax Komudecrso u Llena).

4. Iepeiitu B okHo Word u yoeauThCsi B TOM, YTO U3MEHEHHS, BHECEHHBIE B OkHE Excel B
daiin tTabuubel OTyeT 1, 0TOOpaXKarTCs U B AIMHAMUYCCKH CBA3aHHOM ¢ HUM TaOJIuIIe,
BCTaBIICHHOM B mokymeHT Word.

5. 3aBepumth pabory npuiaoxenuit Excel u Word 6e3 coxpaHeHus TOKyMEHTOB.

X00 pabombwt (nopadoK éblnONHEHUA PAOOMbL):

50. CtyneHT 10JKEH 3aHATh pabouee MECTO 32 KOMITBIOTEPOM

51. 3arpy3uTh 21eKTpoHHBINA ToKyMeHT «IIpakTuyeckas pabora Ne8»

52. 3aKOHCIIEKTUPOBATh OCHOBHBIE MOHATHS U ONIPEETICHHS

53. 3anucatp u 3a/1aTh BOIIPOCHI MTPETIOIaBATEII0, €CIIM KOHCTIEKTUPYEMBIH MaTepHrall BBI3HIBACT
TPYAHOCTU B IOHUMAaHUU

54. 3anucarhb MOSCHEHUS MPENOIaBaTeNs

55. [IpenpsABUTH KOHCIIEKT Ha MPOBEPKY

56. 3aBepmuTh padboTy

Cooeporcanue u oghpopmaenue omuema

Otuer n0KEH OBITH OQOPMIIEH B TETPATH U COEPKATh HAa3BaHKE Ja00PaTOPHOI
paboTsl, AaTy BbInoaHeHus, Ne rpynmnsl 1 M.O.@amunuio cTyAeHTa, 3ajaHie Ha paboTy U
OTIMCaHNE OCHOBHBIX CBEICHUH, TPABHII M TPUEMOB, U3YUEHHBIX MTPU BHIITOTHEHHH
1abopaTopHOI pabOThI, BHIBOBI.
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IpakTuuyeckas padora Ne9 «Cucrema moaAroToBKM NMpe3eHTALMN B
MS Power Point»

1. Uenb 1 3agaum nabopatopHoit paboTbl.

Mprnobpectn npaKTuyeckme HaBblkM paboTbl ¢ Microsoft Power Point:
O3HAKOMUTbCA C KomnoHeHTamm MS Power Point, co cnocobamu co3aaHun
CNnanaoB, HAayYMTbCA HaCTpPamBaTb aHUMALMIO 0OBEKTOB, CO34aBaTb AMArPaMMmbl,
Tabanubl, opmynbl.

2. TeopeTnueckue ceegeHua
Ms Power Point npegHasHayeH JAAns CO34aHMA W AEMOHCTPaLuM

npeseHTaymii. NpeseHTaums - 3To Habop XyA0KecTBEHHO 0POPMIIEHHbIX C/1ANAO0B,
BK/IIOYAIOWMX  TEKCT, PUCYHKWU, aHUMAUMOHHble 3ddeKkTbl. B  pexume
AEMOHCTPaUMN npes3eHTaumMm cnainabl NocnenoBaTelbHO CMEHSIOT Apyr Apyra
yepes 3afaHHble MPOMEXKYTKM BpPEMEHM, AaBas KpacoyHoe npeacTaB/leHue o
Teme, KOTOPOWM NOCBALLEHA NPe3eHTaumA.

OKkHOo Power Point npakKTU4YecKM HMYEeM He OTAMYaAeTCA OT OKOH ApYyrux
NPUIOXKEHUN N COAEPKUT CTPOKY 3aro/IoBKa, CTPOKY MeHto (c KomaHaammn dainn,
Mpaska, Bua, BctaBka, Popmar, Cepsuc, Mokas cnangos, OkHo, CnpaBKa), naHenm
MHCTPYMEHTOB, KHOMKW NepPEeKI0YEeHNA BUAO0B NpeacTaBieHNA, CTPOKY COCTOAHUA,
JIMHENKN NPOKPYTKN U Ap.

BO3MOKHblI U cnocoba Co34aHnA I'Ipe3eHTaLl,Ml\/‘IZ

1) nosTanHoe co3gaHune c NomolLblo MacTepa aBTocoAep>KaHuA, KOTOPbIN
BblbupaeTtca npu 3anycke Power Point, cimbo no komaHae Co3paTtb AOKYMEHT
Office/ O6wue/ Mactep aBTOCOAEPIKAHUS;
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—— 2]

MHCcEMa | akce! ] MpeseHTaukHM ] My BnrKaLmH ] PeweHka ] ZNHAHKE ] LLatnoHe! ohopMAEHHA ]
OBLLHE l Bazbl AaHHEIX Eef-cTpaH LB ApwrHe AoKyYHMEHTEI Sanmckmr ] OTHETHI ]
HoBbIA Beb-cTpaHkua  Coobwenrs  HoBaA KHHra MpocHaTh
AOEYMEHT INEKTPOHH, .,
i Jreid T
x
HoeanA Mactep Hoean Gasa
MNpe3eHTALHMA SETOCOAED... ASHHE:

MPOCHMOTR HEBOSMOMEH,

QIE | OTMEHA

2) c nomoulbto WabsioHa NpeseHTauum, NPeaoCcTaBAAOWEro CTaHAapPTHbIA Habop
CNanpoB AnA PasnUYHbIX CUTyauun. B Kaxkapi wabnoH BxoauT $opmasibHbIN
TEKCT, KOTOPbI MOHO 3aMeHUTb cobcTBeHHbIM. LWabnoH npeseHTauum
BblbupaeTca npu 3anycke Power Point, cmbo no komaHae Co3patb AOKYMEHT
Office / [nMpeseHTaumm (panee BbibBMpaeTca WabnoH  npe3eHTauuuy,
obecneumBaloWMi LBETOBbIE CXEMbI ANA CNANA0B U CXEMbI Pa3MeLLLEHMA TEKCTA),
nmbo no KomaHae Co3gatb aokymeHt Office / LLabnoHbl odopmneHusa (ganee
BblObMpaeTca WwabnoH aM3aiiHa Npe3eHTaunm, NnpeacTaBAAoWmMn
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Cozgars aoxwyme HT Office

DEWMe

l

Bazbl AaHHEx

l

Beb-cTRpaHHLE ] ApyrHe A0KYMEHTEI ] SANMCKH ] OTHEThEI

MHCEMa K akckl ] [MNpezeHT aukKu ] MwBnHKaL MM ] PeweH1a ] CMHAHKE LUaBnoHe! adaprneHka

3

EepwrHa
ropel

3

EoaAHElE
3HaKH

3

MpaHHLa

-
w
3
i~
=

]
T

~ = EE)

MpocHoTp

BrIOEpHTE SHAYOK
ANA NpOCMOTRA,

| OTHEHA

TONbKO LIBETOBYIO CXeMy M 0bLWmMit BUA, CNanaos, a CoOAEP)KaHNe Kaxaoro cnanaa
Bbl cocTaBnseTe camu);

3) co3aaTb camocToATeNbHO nocsie KomaHabl Paiin/ Co3pgatb U BbibOpa
O[IHOTO U3 YeTblpex BapuaHToB: HoBas npeseHTauma, N3 wabnoHa opopmnenHus,

7k MacTepa aBToCcodepHaHUA, 7k VIMGIOLLI,GVICH npeseHTauunn.

Bvicmpoe co3daHue npezeHmayuu

1. Ha CTtaHpapTHOM NaHenu UHCTPYMEHTOB Ha*kKMuTe KHonky Co3aaTtb

3aTem BblbepuTe NOAXOAALWMN BaPUAHT.

BBeauTe 3aronoBOK npe3eHTaUMn U Apyrue ceefleHun, Kotopble TpebyeTca
PacnoNoXNUTb Ha TUTY/ILHOM cnaiige.

TekcT MOKHO BBECTH B 00JIACTH Cllali/la UM B 00JIaCTH CTPYKTYPHI.
Haxkmute KHonky Co3aatb cnailg  Ha NaHeAM  MHCTPYMEHTOB
dopmatupoBaHMe U BbibepuTe NOAXOAAWMM MaKeT AN CO343aBaemMoro
cnanga (4tobbl MPOCMOTPETb BCE MaKeTbl, BOCMOJIb3yUTECb MNON0COMN
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MaKeTbl TEKCTa

MaKeTbl COAEPHHMOrD

=g e [EeE
bl =k (LR (e [11E8
EEFE R EE | EE R EE I EE
W ] | |E.A M| | |[B.AEA

MaKeTkl TEKCTA K CO0EPHMMOr o

MPOKPYTKM).

4. [OobaBbTe Ha cnang Tpebyemble 06BEKTHI.

5. MNosTopanTte waru 3 1 4 anAa BCex HOBbIX CNANA0B.

6. MpuaanTte npeseHTauMmn Tpedbyemolii BUA.
3aKoH4YMB paboTy Hag Npe3eHTaunen, CoxpaHuTe ee.

Pescumul npocmompa npezeHmayuu
CyuwiecTByeT TPU peXMma NPoCMoTpa Npe3eHTaumu:

1) PEXMM COPTUPOBLLUMKA C/NanaoB Ana n3MeHeHUnA nopAagka caegoBaHUA

(nepecopTUpoBKK) cnangoB B nNpe3eHTauMm (BKAOYAeTCcA COOTBETCTBYHOLLEM

KHOMKOM B HU)KHEMW 4YacTM OKHa npe3eHTauui 2| , nmbo KomaHgon Bua/
CopTUpOBLYMK cnaipos). MepecopTUpoBKa BbINO/IHAETCA NPOCTbIM
nepeTackMBaHMEM CNanaoB C NOMOLLbIO MbILLIK;

2) NoKa3 cnanaoB BbINONAHAETCA C NMOMOLLBbIO KHOMKU = KomaHaol Bua/

Moka3s cnanpgos, 1nb6o KomaHao MoKas cnangos/HauyaTb NoKas;

3) 06bIYHbIN pPEeXMUM (BKIOYAETCA COOTBETCTBYIOLLEN KHOMKOM B HUMKHEN 4YacTu

oTobparkatotca Tpu obnactm: obnactb CTPYKTypbl, 06nacTb cnanga mu obnactb

OKHa npe3eHTauumm , "M60 KomaHaon Bug/ O6bIuHbIN). B 06blUuHOM pexkmme

3aMeToK. 3TM 06/1aCTM NO3BONAIOT ogHOBpeEMEHHO pa6OTaTb Hag BCEMU aCNEKTaMU
npeseHtTauunun. Pa3Mepr obnacTteit MOXHO U3IMEHATDb, NepPeTaCKMUBaAA X TPAHULbI.

B 06blyHOM pexnme MmOXHO Bbl6paTb BKNagKy Cﬂé\ﬁ,ﬂ,bl ANAa nocnenoBaTtesibHOro
NPOCMOTpPAa cnaﬁ,u,os (BKI]IO‘-IaeTCFI COOTBGTCTBYIOLLI,EVI KHOMKOM B HUMXHEWN 4acCTu

o
OKHa npe3eHTaumMn — ), a TakKe BKAaaKy CTpyKTypa, KOTopasa NokasbiBaeT obuyto
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TEKCTOBYIO CTPYKTYpPY Npe3eHTauuu (BKAHOYAETCH COOTBETCTBYIOLWLEN KHOMKOW B

HUXHEN 4YacTU OKHa npe3eHTauum ). B atom pexxkume Hambonee ynobHO

Ha6MpaTb M NPaBUTb TEKCT Npe3eHTaLlnn,

B oGnactu cTpyKTyphl Ipe3eHTalus H300pakaeTcsi B COKPAIIEHHOM BUJIE: TOJIBKO
3aroJIOBKH CJIAi/IOB U COAEpKaIUics B claiigax TeKCT. CTpyKTypy MOKHO BBECTH
B PowerPoint, co3naTth ¢ moMoIip0 MacTepa aBTOCOAEP KaHUS WM UMIIOPTUPOBATH
U3 Ipyroro Npuiio>keHusi, Takoro kak Microsoft Word.

Pabota co cTpykTypoii SIBII€TCS HAUIYUYIIUM BapUaHTOM OpraHU3aIliy U Pa3BUTHUS
MpEe3CHTAIMH, TaK KaK B MMpoliecce paboThl Ha IKpaHe 0TOOPaKarOTCs BCE 3ar0JIOBKU
M OCHOBHOM TE€KCT. MOYKHO MOMEHSITh MECTAMH IIYHKTHI Ha CJAWJIe, IEPEMECTUTD
Clana UeJIUKOM C OJTHOW MO3UILHU B IPYTYI0 U UBMEHHUTH 3arOJ0BKHM U OCHOBHOM
TekcT. Hampumep, 4ToObl ymopsiAOuUTh CIAWIbl WM IMYHKThl MAapKHPOBAHHOIO
CIIMCKa, BBIOEPUTE 3HAYOK Claiijla WIM MapKep, COOTBETCTBYIOUIUNA TEKCTY,
KOTOPBIN TpeOyeTCs MepeMEeCTUTh, U TIEPETAIUTE €ro B APYTYIO TTO3UIIHIO.

[Tpu BEIOOpE TEKCTA B 00JIACTU CTPYKTYPhI Ha MAHENISIX UHCTpyMeHTOB CTaHaapTHas
u DopmaTHUpoBaHUE TMOSBISIIOTCA KHOMKW i paboThl €O CTpYyKTypoil. OHu
MpeIHa3HAYeHbl I OBICTPOM OpraHu3anuu mpeseHtanuu. Hampumep, KHOIKH

14
"

A

YBeJIMYnTh OTCTYI 1 YMEHbIIUTb OTCTYN | == CIyXXaT JJI1 YBEJIIUYCHUS U
YMEHBIIIEHUSI OTCTyna Mapkepa. YToObl Moka3aTh WK CKPBITh (HOPMATUPOBAHKE B

YA
00JaCTH CTPYKTYphl, HaXMuTe KHONKY OTOoOpasurb dopmaTupoBanme 4l

Knonka PasBepHyTh Bce +Z 103BONISET BHIBECTH BECh TEKCT IOJHOCTBIO MM
TOJILKO 3ar0JIOBKH CJIAMIOB.

Jnst yaoOcTBa Bce KHOIKH ISl pabOThl CO CTPYKTYpPOM MOXHO BBIBECTH Ha
OTZEJIbHOW IMaHEeNIW HHCTPYMEHTOB. B MeHo Bua ykaxwnre Ha nmyHkT Ilanesam
MHCTPYMEHTOB U BbIOepuTe nanens CTpykTypa.

B o0ObrvHOM pekrMe O0TOOpaXKaroTcsl TPU 00JIACTH: 00JacTh CTPYKTYpPHI, 00JIACTh
ciaiiia 1 00J1acTh 3aMETOK. DTH 00JIACTH MO3BOJISIOT OJJHOBPEMEHHO paboTaTh HaJ
BCEMM acleKTaMu TMpe3eHTauuu. Pa3Mepsl o0jacTeil MOXKHO HW3MEHSTh,
NepPEeTacKMBasi NX TPAHUIIBI.

O06s1acTh CTPYKTYPBI. OO0nactb CTPYKTYpBI CIYXHUT JJIi OpPTaHHU3allud |
pa3BEepThIBAHUS COAECPKUMOrO TMpe3eHTalunh. B Hell MOXHO BBOIUTH TEKCT
MPE3CHTAIMU U TPUBOJUTDH B MOPSIOK MYHKTHI CIIMCKA, a03allbl U ClIalIbl.

Obaacrtp caaiina. B oOnactu crnaiia oToOpakaeTcsi TEKCT KaXKJA0ro cliaidjia ¢
yueToM (popmatupoBanusi. Ha oTaenbHbIE claiibl MOXKHO J100aBJATh PUCYHKH,
(bUITBEMBI, 3BYKH, aHUMAIIAIO U TUTIEPCCHUIKH.
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O0Js1acTh 3aMeTOK. OOnacTh 3aMETOK CIYXHUT MJisi J00aBIIEHUS 3aMETOK

JTOKJIaTIYMKa WM CBEICHMM I aynauTtopud. Ecim B 3aMeTkax JOKeH OBITh
PUCYHOK, TOOABIISITH 3aMETKH CIICYET B PEKUME CTPAHHI] 3aMETOK.

Microsoft PowerPoint - [[Ipume p npesentaumm (npoexT no cosganmio npeanpunTmn)]

5’:1] Dafn  [papks  BHa  Bergora  mopgat  Caperc  [oKad cnaRgon QKMo CNpaska Pimm s oy

R O 0 T R I R A S W > AN B |y G I A4 ik oo RN - |

| | K &£ Y El' MW= s A A AR | L KoneTpykTop | Coapath Cnapa H
-~

U/ Crpyrypa '\ Cnafasl 0, *

~

4, 000a0TH
@Al TC

5, LA e
P?Df“lf'll:bl"JT\'-?l."lbl
2apRyGeAkIIK
CRQMBBOANTRLY

6.C02ANTRN

7 CIRYIKTYRA OCH

7 NROMEEOAC TR

i thouaon

Y & HLOMOISKT YHOLLE
MOMMIbOTREA

Cozarens KYpPcoBroro 1mpoexTa —]

O6nactb

A
- ? [E]) coanarens wypcor
NpoOBKT

wnlc

a POLIEHIEHT KYPCOR

npoeKTa o |IonHyo MHCPOPMALMID O COSAATENE CMOTRIMTE B KOHUES PaGO T

mes o < 5 |
| Aoriczona « | Ly || AsTodmoypli> S\ [T €0 Al ol 61 (4] Ll | O - o - A - om0 l
|| i i R

Chavia 3 ms 7 My e pyeckmifPoccnn) (%" ]

O6nactb O6nactb

3aMeTOoK

OTu Tpu 00JIaCTH TaK)Ke MPUCYTCTBYIOT MPH COXPAHEHHUHU Tpe3eHTanuu kak Web-
CTpaHuilbl. EJAMHCTBEHHOE OTIWYHE COCTOUT B TOM, OOJACTh CTPYKTYPHI
O0TOOpa)kaeTcs Kak co/iepkaHue, MO3BOJISIONIee MePEeMEIAThCA M0 MPe3eHTAIUH.

Imanvl U cnoco6sbl HopMupoeaHus npezeHmayuu.
3T1anbl:

1. Co3spgaHue CTPYKTYpbI npeseHTaumu, T.E. onpeaeneHHom

nocieAoBaTeNIbHOCTU CNalia0B, CO34aHHbIX Ha OCHOBE aBTOMaKEeTOB.
MpuMep CTPYKTYpPbl HA OCHOBE aBTOMAKETOB:
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Ne Ncnonb3yembin aBTOMaKeT A4na cnanaa
cnanpa
1. TUTYNbHbIN cnang,
2. UToroBbin cnang,
3. MapKnpoBaHHbIN CMNCOK
4. paduKa n TeKcT
5. dvarpamma
6. Tabnuua
YcraHnoBka

B3aUMOCBA3U MCKIAY CHaﬁHaMH IMOCPCACTBOM CO3AaHUA YIIPABJIAIOIINX KHOIIOK, THIIEPCCBUIOK U
APYyrux O6”beKTOB, HCIIOJIb3YCMbIX B KaUCCTBC 00BEKTOB YIIpaBJICHUA.

2. Co3pgaHue cTuns npeseHTaummn (npumeHeHune wabnoHa opopmnenmsn, poHa,
KOJIOHTUTYNOB).

3. HaHeceHue Ha cnangbl Heobxoanmon MHGopMaLMN, N NPOYNX OOBEKTOB C
MCNO/Ib30BaHMEM TEKCTOBbIX 6/10K0B, Tabauu, anarpamm, aBToouryp u ap.

4. Paborta co chanmpgamu. Hactpolika aHMmauumu.

5. Co3aaHue Npoun3Bo/bHbIX NOKa30B (ecnn TpebyeTca).

Iepeauiii 3man - cozdaHue cmpyKkmypul npeeHmayuu

CTpyKkTypa  npeseHTaumMum — 3TO  NOC/AeA0BaTeNbHOCTb  CNalAos,
PaCNoNOMXKEHHbIX B OnNpeaeneHHOM nopsAKe, 3aJaBaeMoM co3gaTenem, rae
KaXkablA cnaig MMeeT CBOK Pa3sMEeTKy, COCTOSAILLYID M3 3arosioBKa, 3/1€MEHTOB
TEKCTa C Pa3HbIMW YPOBHAMM, a TaKKe MOMKET COAeprKaTb 3ape3epBMPOBAHHOE
MECTO ANA APYrMX 0OBEKTOB.

Ha pgaHHOm 3Tane TpebyeTcA onpefenvTb KOMIMYECTBO CNaliaoB, KOTopoe
6yAeT UCNnoNb30BaTbCA B AAHHOM Mpe3eHTaluMu, a TakKe MHGOopMaLUUIo, KOTOpYHo
NIAaHMPYETCA Ha HUX Pa3MecTUTb. [locne 3TOro ocyLWEecTBAAETCA Pa3MeETKa KaXKa0ro
KOHKPETHOro cnanaa.

CyliecTByeT HECKO/IbKO CnocoboB co34aHMA CTPYKTYPbl NPe3eHTaLuu:

1. UmnopT CTPYKTYpbI U3 APYrUX NPUNOKEHUN
2. Co3pgaHue CTPYKTYpbl Ha OCHOBE aBTOMAKeTOB

Co30aHue npezeHmayuu nymem umnopma cmpyKkmypbl
Mpu co3gaHuUM npeseHTauMn NyTEéM MMMOPTa CTPYKTYPbl pPekomeHayeTcs
MCNONb30BaTb AOKYMEHT, UCNOAb3YOWMKN cTUAM 3aronoBkoB Microsoft Word. C
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TaKUMM cTUNAMKM yaobHee co3pgasaTb cnanabl B PowerPoint. Mpu aTom B MeHt0
®ain BbibepuTe KomaHay OTKpbITb. B cnuncke Tun ¢pannos BbibepuTe NyHKT Bee
CTPYKTYpbl. B cnucke WUmAa paBaxkabl WenkHUTEe Tpebyembld  LOKYMEHT.
MmnopTupoBaHHas CcTpyKTypa byaeT oTkpbiTa B PowerPoint. Kaxkgblih OCHOBHO
3aro/IOBOK AOKYMEHTA CTAHET 3aro/IOBKOM OTAE/IbHOrO CNamaa, a Kaxkablid NyHKT
CTPYKTYpPbl CTaHeT TEeKCTOM cnanga. lpe3eHTauuo MOXKHO O6bICTPO co34aTb Ha
OCHOBE MMMOPTMPOBAHHOTO AoKymeHTa Word co cTMnAmmM 3aronoBKOB MO
cnegyrowen cxeme: OoTKponuTe AoKymeHT B Word, ykaxkute B meHo ®Pann Ha
KomaHay Otnpasutb 1 Bbibepute nyHKT Microsoft PowerPoint. Kaxzabin ab3au,
0TPOPMaTUPOBAHHLIN B CTUNE «3aroN0BOK 1», CTAaHET 3aro/JIOBKOM HOBOFO C/1aliaa;
Kaxabin  ab3au, oTPopmaTUpOBaHHbIN B CTUNe «3aroNoBoK 2», byaer
npeobpa3oBaH B TEKCT NEPBOro YPOBHA U T.4,

Y106bl O6ABUTDL CTPYKTYPY B YrKE MMEIOLLYOCA Npe3eHTaumio, Heobxoanmo
BblbpaTb B 001acTM CTPYKTypbl cnang, nocne KoToporo TpebyeTcs BCTaBUTH
CTPYKTYpYy. Janee B meHo BcraBKa BbibpaTb KomaHAay Cnaigbl U3 CTPYKTYPbI U
nepenguTe B Nanky, cogeprallyto AOKYMEHT, KOTOpbIA cneayeT UCnonb3oBaTh B
KayecTBe CTPYKTYpbl.

Co3daHue cmpyKmypbsl HA 0OCHO8e a8 MoMaKemos

[aHHas onepauns OCYLLECTBASETCA NyTeM NOoCne[oBaTe/IbHOro CO34aHuA
CNanaoB Ha OCHOBE MaKeToB Pa3smMeTKM Cnalaos, NpeacTas/ieHHbIX B PowerPoint.
B meHto BcraBKa BbibpaTb KomaHay Co3aaTtb cnang,... OTKpoeTcs oKHO Pa3meTka
cnavmpa.

i PazmeTKa cnanga * x

MpYMEHWTE PAa3METKY CRAAAa:
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B 4aHHOM OKHe npeacTaB/ieHbl MaKeTbl Ppa3MeTKun cnaﬁp,os, KOTOpblE€ MOXHO
NMNOMTHOCTbIO MPOCMOTPETb, UCMOJIb3YA NMNOJZIOCY NPOKPYTKHK.

MaKeTbl MOXXHO NoApPasAenTb Mo CAeAYHOLWUM TUNAM:

TUTyNbHbIN Cnang,
Cnang, cogep<awmm TeKcTt
Cnang, cogepxawmm gnarpammy
Cnang, coaepralmim opraHM3auMOHHY0 Anarpammy
Cnang, cogeprawmi Kamn
6. CmellaHHbIV cnang,
Y10bbl UISMEHUTL MAKET cnanaa npumeHsaeTca KomaHaa Pasmertka cnhaiiga B

vk wn e

MeHo Popmat 1 NPon3BOAUTCA 3aMeHa Ha APYro MakKer.

JUnist co3taHvst HOBOTO cliaiijia ucronb3yiiTe komanay BeraBka/Co3naTh ciaid] Hitl KHOIIKY

IIaHEJIM UHCTPYMEHTOB = .

KonupoeaHue caatida u3 odHoll npezeHmayuu 8 opyzyio

1. OTKkpoWwTe cnana, nocae KoToporo TpebyeTca BCTaBUTb APYron cnama,

2. B meHto BcraBKa Bbibepute KomaHay Cnaingbl us dpaiinos.

3. Hangute wn BbibepuTe npeseHTauuto, M3 KOTOpon Tpebyetca
CKOMMpPOBaTb CNang.

4, HaxXmute KHonky lNokasarTb.

5. Bbibepute OAMH WMAM HECKO/NbKO CNanaoB, KoTopble TpebyeTtcs

CKOMMPOBATb, M HAXXMUTE KHOMNKY BCcTaBuTb.
UT00BI CKOMMMPOBATH MPE3CHTAITUIO MTOJTHOCTHIO, HAKMUTE KHOTIKY BCTaBUTh BCe.
Jly6/iMpoBaHHe CJIAaiI0B B IIpeje iax Npe3eHTaluu

1. Bbibepute cnangbl, KotTopble Tpebyetca aybanposaTb.

2. B meHto BcTaBKa Bbibepute komaHay Ayb6anpoBaTb crana.
Crnaiiipl Takke MOXHO JyOJupoBaTh HaXaTMEM KOMOMHAIIMK — KJIABHUII
CTRL+SHIFT+D.
Yaanenue ciaanga

1. Bbibepute changa, KoTopbi TpebyeTca yaanmThb.

2. B meHto MpaBKa BbibepuTe KoMaHAay YaoanuTb chama,
UToOBl ymanuTh HECKOJBKO CIAWJOB OJHOBPEMEHHO, MEPEKIIOUYUTECh B PEKUM
COPTHPOBIIIMKA CIaii10B. Beibepute cnaiiapl, yaepxusas HaxaTtoi kinasuiry CTRL,
Y BBITIOJIHUTE KOMAHAY Y TAJIUTh CIIAM/I.
IIpocMoTp ciai10B

B Pexume ciainos BO3MOYHO JIBa CI10co0a:
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1. JUTSL TIPOCMOTPA MPEABIAYIIETO Cliaiifla HAKMUTE KHOIKY B [PAaBOM HIDKHEM
-
yriy (Ha TuHEeKe TPOKPYTKH), AJIs IPOCMOTpPA CIIEAYIONIEro Cliaiia — KHONKY
2. CJieBa OT cliaii/ia IEeNKHUTE MBIIIBIO [0 HOMEPY cliaiiia

YBeinueHHe U yMeHbLIeHU e U300pakeHus cjaanja
HaXmuTe Ha CTaHOAPTHOM MaHeNn WHCTPYMEHTOB CTPeNKy PAAOM C nonem

33%:

MacwTab “n Bblbepute noaxoasuee ysenvyeHume. YTobbl BbIBECTU

cnang uenukom, sbibepute BapumaHT Mo mecTy.

Y1066l [06aBUTb OAHOTUMHbLIE OOBEKTbI (3aro/I0OBOK, Bpems, AaTy,
KONOHTUTYbl, HYMEPaLMIO CNaig0B U T.4.) Ha KaXKAabl cnang npeseHTaummn, HeT
HYX bl AeNaTb 3TO Ha KaXKA0M cnanae nHaAnenayanbHo. MoXKHO BOCNO/1b30BaTbCA
o6pa3uyom cnaiigos no komaHae Bug/ O6paseu/ O6pasey cnangos, pasmecTns
Aanee Ha obpasue obwue ana Bcex cnamaos 06BHEKTHI.

OaHUM M3 BbllleyKa3aHHbIX cnocoboB co3gaamm npeseHTaumto «KypcoBoi
NPOeKT no  COo3JaHMI0  npegnpuatma  no

5“' "“'f'A.a T X npousBOACTBY KOMNbOTEPOB» U3 9 cnaingos. Mpu
;
i s 3TOM KaXK[A0oMy 13 cnaiaos 6yayT cCOoTBETCTBOBATb
_a:k LiBETOBLIE CXEMBI cnegywouine MmaKeTbl:

Yy DddexTe! aHHUMaUKKH

NMpurMeHnuTb wabnoH odoprnenun:
A |

TUTYNbHbIN cnang,
paduKa u TeKcT
paduKa u TeKcT
paduKa u TeKCT
MapKMpOBaHHbIM CMUCOK
MapKMpOBaHHbIM CMUCOK
TonbKo 3aronosok

TeKcT n guarpamma
ToNnbKO 3arofoBoOK

Mcnonb3yerca B J aHHOU
npeseHTauum

MNMocne gxuve
UCNonb30BaHHbIEe

OoOoNOULAWNE

AoCT¥ynHbI Ans
MCNONb30BaHuA

Bmopoii s3man - co3daHue cmuJis npe3eHmayuu

Ctunp  mpe3eHTalMd — 3TO  COBOKYITHOCTb
napameTpoB ()OHa, €ro IBETOBOM TaMMbl U CIIOCOOOB
3aJIUBKM, TPUMEHSEMBIX KOJIOHTHTYNIOB, ¢opMaTa H
pasmMepoB HIPU(TOB.

Hcnoab3oBaHHe 06pa3na CJAai0B A CO3JAaHUA
CTHJIA IPe3eHTaliu
v [Ons npumeHeHMA K npeseHTauum obpasua

cnanpgos cneayet BbibpaTb KomaHAay OdopmneHume
cnainga B meHio Popmar. [locne 3Toro oTkpoeTcs OKHO Au3aiiH cnanaa.
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BbINnoNHMTE 04HO M3 cheayoWmnx AeACTBUN:

1) Ana npumeHeHus wabnoHa odopmiaeHUA Ko Bcem cnamgam (m
06pasuy cnangos) BbibepuTe HYKHbIM WABAOH.

2) Ona npumeHeHua wabnoHa K oTaenbHOMY cnamay BbibepuTte 3CKu3
sToro cnarpga B obnactm Cnaingbl. B o6nactm 3apay Bbibepute wabnoH m
LLLeIKHUTE 3HAYOK CO CTPENIKOM, a 3aTeM BblibepuTe KomaHay MpumeHUTb
K BblAeNeHHbIM changam.

3) Ansa npumeHeHnAa wabnoHa OAHOBPEMEHHO K HECKO/IbKUM
BblOpaHHbIM cnangam BblbepuTe MX 3CKM3bl B obnactu Cnavabl 1 B
obnactu 3agay BbibepuTe HYXKHbIM WabAOoH.

4) Ans npumeHeHus HoBoro WwabaoHa K rpynne cnangos, UCNOb3YHOLWMX
Apyroi WwabnoH, BblbepuTe Hy)KHble cnangbl B obnactu Cnanabl, B
obnactn 3agay BblbepuTe HYKHbIM WAONOH, WENKHUTE 3HA4YOK CO
CTpenKkoi u Bblbepute KomaHay NMpumeHUTb K 06pasuy.

He Bce crnaiapl BBIIISAAT Tak e, Kak oOpase