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B HacTosiiiee BpeMsi OCYIL[eCTB/ISIETCS TTepexo/, MoIb30BaTesield ipy paboTe C IPOrpaMm Iakerta
Microsoft Office 2003 Ha nporpammsl naketa Microsoft Office 2007 u Microsoft Office 2010.

Cucrema Microsoft Office 2007 - HoBast BepCHsi caMOro TIOIYJIIPHOTO B MHUPe TMaKeTa /1e/I0BbIX
nipunoykeHnid. Bepcust 2007 - 3To He TIPOCTO HAOOP MHCTPYMEHTOB [ijisl BHITIOJIHEHHS TTOBCEAHEBHBIX
3a7lau (pe/lakTMpOBaHUsI TEKCTOB, 3/eKTPOHHBIX Tab/Ml, COBMeCTHOW paboThl U T.J.), 9TO TaKeT
TIPUJIOKEHWH, JArOLUi MOHBIA CIIeKTP HOBBIX Bo3MoyKHOCTeld. Cuctema Microsoft Office 2007 siBnsiet
co00i1 OrpoMHBIN ILIAr BIepes, W TI03BOJsieT OTKa3aTbCs OT YCTapeBLIMX METOJ0B PpaboThl C
reperpy>keHHbIMA MEHIO U CJIOKHBIMH omniusiMu. OHa KOMOWHMpYeT YJAOOHBIA W 3PrOHOMHYHBINA
BHEIIIHUM BHJ| C KOHTEKCTHBIMM WHCTPYMEHTaMW, HOBBIMM (paii/ioBbIMU (hopMaTaMu U HeBepOSITHBIM
YPOBHEM HMHTerpalnyy MpUIoKeHUH, TIOAep>KKU cepBepoB. B urore Oblyia co3faHa MOIIHasi CUCTeMa,
5KOHOMSIILasi BpeMsl, pacLMpsitolasi BO3MOXKHOCTH U IoMorarolijas paborats 6picTpee 1 3ddekTrBHee.

[ITrpokurie BO3MOXXHOCTU MHOT03a[jJauHOCTU, BCTPOeHHbIe B HOBellmii nakeT Microsoft Office
2010, maroT BaM HOBbIE: BO3MOXXHOCTU pabOThI B Jir000e BpeMs U B /l0OOM MecTe, 00ecreunBaroT
rMOKOCTh, KOTOpas BeJeT K TMOBbILIeHHI0 3((GeKTUBHOCTH W Tpou3BoAuTesnsHOCTU. [lepexon ¢
nporpamMm rmakera Microsoft Office 2007 nHa maker Microsoft Office 2010, B cooTBeTcTBUU C
MOJIUTUKOM, TTpoBoAnMoOM Microsoft, ocyiiecteisiercst 6ecriiaTHO

[Tpu 5TOM Mporpammbl OCTAE€JHUX /IBYX NTAKETOB UMEIOT MOX0KHe UHTep(eichI.

NnaBa 1. NMporpamma Microsoft Word 2007 (2010)

Hokymenm Word - 3T0 TeKcT, Tabiauipl, Tpaguka U Apyrue 3jieMeHThbl, pa3MelljeHHble Ha
TEKCTOBOM Tiofe cTpaHul mporpamMmbl Word. [IOKyMeHT MO>KeT ObITh COXpaHeH B Pa3/IMUYHbIX
(dbopmarax.

B Word 2007 pa3paboTtumku HcCIosb30Bamu HOBBIK (opmar -Microsoft Office Open XML,
OCHOBaHHBIW, KaK BHJHO W3 Ha3BaHUs, Ha sa3blke XML (ot anri. extensible Markup Language —
paciMpsieMbli S13bIK pPa3MeTKH). JTOT S3bIK MpeJjHa3HaueH /1/is1 XpaHeHUs1 CTPYKTYPUPOBAHHBIX JaHHBIX
(B3aMeH cytiecTBYHOIUX (aityioB 6a3 JaHHBIX), 0OMeHa WH(bOpMaIel MeXXay MporpaMMaMy, a TaKKe
CO3/laHUsI Ha ero OCHOBe 0oJiee CrieljaTu3upOBaHHbIX S3bIKOB pa3MeTKH.

K mnpeumyiecTBaM [JaHHOTO BbIOOpa cjefyeT OTHeCTH OoJsiblnyr0 Ge30rmacHOCTE (aiisos,
CHIWKeHHe BO3MOXHOCTU WX TIOBPEX/eHHs, a TakKe BO3MOXKHOCTb COBMECTHOTO MCII0J/Ib30BaHUsSI C
PSIZIOM [IpyTHX [POrpamM.

Hansbiii XML-dopmat nipefcraBisieT cob6oii 00b1yHbIN ZIP-apxuB, KOTODBIN BBITIOMHSIET POJib
KOHTeliHepa M Ha3biBaeTcs package. Y>ke B HeM pa3MelljalOTCsl pa3/MyHble KOMIIOHEHThI [OKyMEeHTa,
HasbiBaeMble dYacTsMu (part) ¥ 3neMeHTamu (item). IIpu 3TOM uactu sIBASIOTCA (PparMeHTaMu
JOKyMeHTa W OTBEualoT 3a ero CO/IepP)KMMOe, a 37eMeHThl, B CBOIO Ouepe/b, IPe/CTaBJSIOT CO00i
MeTa/laHHbIe, PaCIMChIBAIOIIYe, KaKMM 00pa30M 3T YacTH COOMparoTCst BMecTe U Kak oToOpakeHbl. Ho
He BCe YaCTH JOKyMeHTa MOryT ObiTh coxpaHeHbl B XML-¢dopmare. I'padmueckne n3zobpaxkeHus
dopmatoB PNG, JPG. TIFF xpaHATCS B OpUrMHa/bHOM BHJe, UTO, BIpOYeM, JesaeT JOCTYN K HUM
6onee yno6HbIM. [ToMuMO 3TOTO, B OMHAPHOM BH/j€ COXPAHSIIOTCS M BHeZIpeHHbIe B oKyMeHThl OLE-
00OBEKTBI.

Takum obpa3om, Osiarosiapsi aBTOMaTUUECKOMY CXKAaTHIO JOKYMEeHTa pa3Mep ero MoykeT ObITb Ha
70-80% wmeHblile ncxopHoro. [TomrMo 3Toro obsierueH mpoLecc BOCCTAHOBJ/IEHUS [JaHHBIX B CJlyuae
cbost 3a cueT MOAY/IbHOW CXeMbl XpaHeHHs! IJaHHBIX.

Tak kak OLE-06bekTbl 1 Makpochl (kog VBA) XpaHATCSI B OT/eNIbHOM CeKLUW, JOKYMEHThI B
L[eJIOM CTaHOBSITCSI MeHee YS13BUMbIMU [i/1s1 BUPYCOB U 3/I0BPe/JHbIX MaKpPOKOMaH,.

Bce HoBbIe pacivipenusi (aiinoB B Word 2007 6a3upyroTcst Ha UIMeHaX Tpe/bIAYIINX, C YUeTOM
- C MaKpocaMH WiH 6e3:

- .docx - mokyment Office Word 2007 XML (dopmat Word 2007 o ymomuanuto, 6e3 XxpaHeHHst
Makpokozia VBA);
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- .docm — pokyment Office Word 2007 XML c makpocamu (dopmatr Word 2007 c
BO3MOJKHOCTBIO XpaHeHUs1 Makpokoga VBA);

.dotx - mab6son Office Word 2007 XML (¢popmar mabaona Word 2007 1o ymomuaHuro);

- .dotm - mabnon Office Word 2007 XML c¢ makpocamu (dopmar 1absona Word 2007
BO3MO)KHOCTBIO XpaHeHUs1 Makpokoga VBA).

Takum obOpa3om, eciu HeoO6XoAuMO OTKpbITh XML-datin ¢ pa3pemieHueM .docxX, €ro MOXHO
OyzeT mpocMOTpeTh 0ObIUHBIM apxuBaTopoM WinRar v WinZip.

I[Tpu 5TOM OCHOBHOM (hopmat coxpaHeHus JokyMeHTa Word 2007 (2010)-.docx.

Ecmu mokymeHT ObUT coxpaHeH B ¢opMate .docx, TO /iJIsi er0 OTKPBITUA B Iporpamme MS Word
2003 HeoOXOIUMO YCTAaHOBUTb KOHBEPTOP. JJaHHOE T0JI0)KeHWe pacripOCTPaHSIeTCsl Ha BCE JOKYMEHTHI,
co3zaHHble cpeficTBaMu raketa Microsoft Office 2007 (2010).

Y mosnb30BaTenell 0CTaeTcsi BO3MOKHOCTb COXPaHSATh CO3/jJaHHble [OKYMEHTbI U B CTapbIxX
¢dopmarax (.doc. .txt, .rtf) (B 3TOM c/iyuae KOHBEPTOP He HY’KeH).

Camoe rnaBHoe (TI0 KpaiiHeli Mepe, BHelliHee) oTivurie Word 2007 OT TipefbIAylIUX BepCUid
MporpaMMbl — 3TO TOJHOCTBIO WHOW TIpUHLMIN opraHu3aiuu uHTepdeiica (Office Fluen).
Ocyl1ecTB/ieHa CMeHa TPaKTUYeCKd BO BCeX O(UMCHBIX NMPOrpaMMax MPUHLIMIIA CIHUCKA WMEHOIIUXCS
oreparii Ha MPUHLIUI CITHMCKA KOHTEKCTHBIX (DYHKII.

WHTepdeiic mporpaMMmbl Terepb He COJIeP)KUT TPUBBIYHBIX MEHIO M CIIMCKOB KOoMaH/[. Bce
CTPOMTCS Ha B3aUMOZEWCTBUM TpPOrpaMMbl U Tio/ib30oBarens. To ecTb, TO WIM WHOE [eHCTBUe
M0JIb30BaTe/Isi aKTUBHUDYET COOTBETCTBYIOIME KHOMKU KOMaH[, OoObeJMHeHHble BO BKIAJKU U
pacriofiararolfiecs Ha jeHTe (TeMaTUueCcKuii Habop KOMaH[).

HoBeiii uHTepdeiic 3To HOBbIM BHemmHui BuA MS Word 2007 (2010) ITosib3oBaTenbCKuit
unrepdetic Office Fluen 3ameHsieT MeHIo, TlaHend WHCTPYMEHTOB W OOJIBIIMHCTBO OOsacTeid 3ajau,
TIpMMeHSsIBILIKeCs B MpebIAyLuX Bepcusix Microsoft Word, ofHUM MPOCTBIM U JIeTKO 0OHApYKUBaeMbIM
MeXaHH3MOM.

OcHoBHOM 3aMeHOM MeHIO U maHeseli uHCTpyMeHTOB B Office Word 2007 siBnsieTcsi jieHTa,
BXo/slasi Kak KoMmrnoHeHT B [lonb3oBaTenbckuii uHTepdeiic Office Fluent. IlpesHasHaueHHast Auist
YIPOILLIeHUsI IPOCMOTPA, JIeHTa COCTOUT U3 BKJIaJ0K, CTPYKTYPUPOBAHHBIX 10 KOHKPETHBIM CLieHapUsM
wid o0beKkTaM. OJieMeHTbl YIIpaBeHUs KaK[OoW BKIaAKHM pa3butel Ha Heckosnpko rpymm. I[lo
vH(pOPMaIMOHHOMY Haro/iHeHnt0 JieHTa uHTepdeiica Office Fluent Goraue, uem MeHI0 U TlaHen U
VHCTPYMEHTOB, M BK/IOUaeT KHOIIKHM, a Takke COZepXMMOe KOJIIeKJMM W [MaroroBbIX OKOH
npeAbIAyIIMX Bepcuii MS Word.

Bxiapku opreHTUpPOBaHbI Ha BBINO/IHEHKE 3a/a4.
I'pynnsl Ha Ka)KZ0# BK/Ia/iKe pa30MBaroT 3a/jauy Ha ee COCTaBJISOLIME.
KHonKy KoMaH/| B Ka)KI0# TPYIITe CAy>KaT JJIsl BHITIOJIHEHNS] KOMaH/, WA 0TOOpa)KeHHsT MEHFO

KOMaH/I.
BK/1a/Ik¥l TTOSIBJISIFOTCS, KOT/Ia OHU HY>KHBI J7IsT Pa0OTBI

Kpome cranzaptHoro Habopa BK/IafioK, KOTOpble OTOOpakalOTCs MPU 3allycke IpOrpamM,
WUMEeIOTCSl BKJIQ[IKM ellle /IByX THIIOB, KOTOpble OTOOpakaroTcsi B WHTepdeiice B 3aBUCHMMOCTH OT

BBITIO/THSIEMOM Ha I,E[(:lHH]:II‘/JI MOMEHT 3a/jd4iH.

KoHTeKCcTHBIe HHCTPYMeHThI. KOHTeKCTHbIE MHCTPYMEHTHI TI03BOJISIFOT Pab0TaTh C 37IeMEHTOM,

KOTODBIH BbIZIeJIeH Ha CTpaHMIle, HarpuMep rpaduueckuM 00beKTOM. ECiH 1IeNnKHyTh TaKOM 371€eMEHT,
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OTHOCHH.[I/Ii/JICH K HeMy Ha6op KOHTEKCTHBIX BKJ/Id/OK, BbIAEHEHHbe/i LIBETOM, IIOSIBUTCA PpsAOOM CO

CTaHJAPTHBIMU BKJ/IaJIKaMH.

Bkagku npuioKeHUsl. BKIagky MpuioykeHUst 3aMeHsIFOT CTaHJAPTHBIN HAabOp BK/A/IOK TPU

repexo/ie U3 peXkKrMa CO3/IaHHsI JOKYMeHTa B JPYTOi PeXKUM.

Hapﬁ/:gy C BKJIaAKAMU, T'PYTIIIAMH U KOMdHaMU [Ji1 BBITIOJIHEHUA 3a/1dU TIPUMEHA0TCA U ADpyIrue
3JIeMEHThI. OTH 37IeMEeHThI IT0X0XXKHW Ha MEeHI0 U IlaHe/u WHCTPYMEHTOB, 3HAKOMBLIE T10/Ib30BaTe/IAM I10

Ooslee paHHUM BEpPCHSIM.

m TnagHan l".l.a 3

Knonka Microsoft Office (unmu mento Paiin 8 MS Word 2010). B

Bepcur Office 2010 cHoBa BepHynuch K MeHI0 “@aiin” 3DTa KHOIIKA,

[=l CoxpanuTte

L'-,S% CONpaHWTL KaK
PacCIiojiIo’KeHHasA B JIEBOM BEPDXHEM YIJIy OKHa MMPU/IO0XKEHUHA, CIYXKUT OJId

,__fr' OTEpBITE
BbI30Bad IMOKA3aHHOT'O 34eCh MEHIO.

._j' 3aKphITe

Ceegeun ITanens ObicTporo pocryma. IlaHess OBICTPOTO [OCTyIa IO YMOTYAHHIO
pacriojio’keHa B BepXHel 4acTu OKHa npuiokeHuss Word U ripefjHa3HaueHa Ji/1st

n“-‘:% BBICTPOro JOCTyra K Haubojee 4acTo MCIIO/Nb3yeMbIM (yHKIuAM. IlaHensb

Ch OBICTPOro AOCTyTa MOXKHO HAaCTPauBaTh, 100aB/isisi B Hee HOBble KOMaH/BbI.

R Mento «®aiii», KaKk W TlaHedb OBICTPOrO AOCTyMa, (OPMHUPYeTCs Ha
MIPUHLIMIIE CaMbIX HeOOXOAMMBIX U BOCTPeOOBaHHBIX Oreparuii C JOKyMeHTOM
Word.

Joctyn

Cnpaeka KHONKM BbI30Ba AHAIOTOBBIX OKOH. KHOIKM BbI30Ba [UA/IOTOBBIX OKOH —

3 9TO Ma/IeHbKHe 3HauKH, KOTOphkle MOI'YT 0T06pa)KaTBCH B HEKOTOPBIX I'PYIIIIax
:] MNapameTphi

@] Beixog

MapaMeTpkI, CBA3dHHBIE C I,E[ElHHOi/JI prr[l'[Oﬁ.

cnipaBa BHU3y. [1o HakaTWIO TakOWl KHOIKWA OTKPBIBA€TCsS COOTBETCTBYHOLLlee

[TMAJIOTOBOe OKHO WM 00/acTh 3afiau, CO/ieprKaliasi AOTIO/THUTE/TbHbIe

BBegieHa - ObicTpasi U, T71aBHOe, yA0OHas cMeHa MaciiTaba 0oToOpa)keHUs CTPAHUI[bI JOKYMEHTa.
PerynsatopoM B MpaBOM HIDKHEM YTy OKHa TMPOTrPaMMbl B JIl0O0OW MOMEHT MOXKHO YBEJTWUYHWTH WM
YMEeHBIIUTh MaciiTab.

Hacmpolika naHesu 6bicmpo2o docmyna u /1IeHmbl
MobaBieHre KOMaH/l Ha TlaHe/ b OBICTPOTO OCTYIIA

HekoTopeie komanget Word 2003 moctyrHel B Office Word 2007 To/IbKO U3 TIOJIHOTO CITMCKA
KoMmaH/| B ;vanoroBom okHe ITapamerpsr Word. [Inst ucnonb3oBanusi B Office Word 2007 ux cnenyer
TpeJiBapyUTe/IbHO ZI00aBUTh Ha TaHeab OBICTPOTO JocTyma. IIpy 3TOM HeoOXOJUMO BBITIOJTHUTH

cleiyrolye JerCTBUS:
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1. Haxxmvute kHonky Office , @ 3aTeM BbIOepuTe KoMaHy IlapameTpsl.
2. B criicke cneBa Beibepute nyHKT IlaHesnb 6bIcTpOro focrymna.
3. B packpsiBaroriemMcs crivicke Boibepure KomaH/ bl U3 BbibepuTe MyHKT Bce KoMaHABI.

4. B none Hacrpoiika manenu ObicTporo pgocryma BbiOepute [lyisi Bcex AOKyMeHTOB( IO

YMO/TYaHHIO).

5. BribepuTe Hy)KHYIO KOMaH/y, a 3aTeM Ha)KMUTe KHOTIKY [[00aBUTB.

HOBTOPI/ITE‘ 9TH AeﬁCTBHH AJIA Ka)K,E[OI‘;I KOMdaH/bI, KOTOPYIO HY>XKHO I,Z[O6{:lBI/IT13.

6. Haxmute kHONKy OK.

AHa/oruyHo B JAHaJIOrOBOM OKHe HapaMETPLI OCYyLIeCTB/IAETCA I,Z[OﬁElBJ'IEHI/Ie KOMaH/JI Ha

nmo0Oyro BKJIAZIKy JieHT. [Ipu 3TOM B [Ma/iorOBOM OKHe cjieBa BeiOMpaercsi Hacrpoiika ieHThl. CripaBa

BbIOMpaeTCs BK/IaZIKa JTeHThbl. BeiOrpaeTcst KoMaHJa v HaKUMaeTcsi KH. [106aBUTS.

[lapame Tpo Word

B |

OBwme

JkpaH
MpagonucaHue
CoxpaHeHne
Asbi

JononHuTensHO

Hacrpoika neHTel

MNaHens BREICTPOro A4ocTyna
Hagcrpoikn

LleHTp ynpaeneHns Be30NacHOCTEID

@j HacTpoiika NeHTsl W COUETaHNIT KNaBWLL.

EnlGepuTe KOMaHAR! W32

iHa-':ro HECMOABIYEMBIE KOMaHgb e

AB3aL,..

BhicTpan nedvate

BepHyTh

BepTvkanbHaA Hagnwie

BcTaBuTE

BcTagnTe 4
BLTaBWTE CHOCKY

Bripezate

Tunepceainga..,

[ee cTpaHuybl

333Th HAYANEHOE IHAYEHHE. .,
ZMeHNTE ypOBEHE CAMCKE 4
WHTepean 3
MenpaeneHna

KonwpogaTe

Makpoce

Mapkepni 3
Hagnwce

Haanwuce 3
Haii...

HapWcoBaTe TaABAKLY

Hymepayma 4
OpHa cTpadrLa

OnpeaennTe HOBLIM dopMaT ...

[AF OTKNOHWTB W NEpeATH K Cneg..,

ﬁ OTEPLITE

[l OTkpuITs NocAeAHuit daiia..

COYETAHWA KNABMLL: HacTpoika...

|>|

vl

AT HNEE e B R E

£

Hacrpoiika neHtel:

! CHCHOBHBIR BEN3AKH

|0cnosﬂble BRAAAKH

| = [#] Tnaenas
Bydep oEmeHa
WpngT
AB3ay
CTuam

PegakTUpoBaHue
| E [#] Beraska

| E [#] Bug
|E [[] PaspaboTumk
| B [#] Hagcrpoiikm

Co3paTe BRNAAKY l [ Cozfate rpynny ] [
i

| *

I OK l[ OTmeHa l

B kaxxgom npunoxenuu Office 2010 Ha neHTe MOXXHO CO3/aTh MO/b30BaTe/IbCKYIO BKIAJIKY /IS
pa3MelleHHsT YaCTO HUCTI0/Ib3yeMbIX KOMaH/, UM BLIBECTH KOMaH/Y Ha MaHesb ObICTPOro J0CTyTIa.




1. IlenkHuTte BKIaAKy Paita v Boibepute nyHKT ITapameTpsl.

2. B guanoroBom okHe ITapamerpsl BbiOepute 3/emMeHT HacTpo¥Kka JieHTBI, a 3aTeM Ha)KMUTE B
HIDKHeW 4acTu OKHa KHOTIKY Co3/jaTh BKJIAJKY.

3. B criucke Bpibop KoMaHABI BbiOeprTe He0OXOAMMbIe KOMaH/Ibl M3 CIMCKA YaCTO HUCTIOb3yeMbIX
GYHKLMIA WM BOCIIO/Ib3yWTECh KHOTKOM CO CTPeKOM BHM3, UTOObI BBIOpaTh KOMaHAY W3 TOJTHOTO
crvcka ¢yHkumid. Haxkmure KHOTIKY Jlo0aBHTB, YTOOBI TTOMECTUTh HEOOXOJUMYIO0 KOMaHZy Ha HOBYIO
BKJ/IaJIKY .

4. Yrobbl pa3MeCcTUTb CBOM KOMaH[bl U BK/IAJKy, WCIIONb3yHTe CTPeIKH BBEPX W BHHU3 PSAZOM CO
CTIMCKOM BKJIaZIOK. Bribepure KOMaH/y, KOTOPYHO HEOOXOAMMO TIepeMecTUTh B ApPYyroe MecTO Ha
BK/IaZIke, WIM BbIOepUTe BK/IAAKy LIeJIMKOM, UTOOBI TlepeMecTUTh ee Ha JeHTe. BKiaZKy MOKHO
repeMeCcTUThb B Ha4aslo UIu B KOHeL] JIEHTHI.

NIgugoyoonOm

Lo maary LA TPy I B s T LY

Wl O |
= uei. ey 'l

T . |
5. BeibepuTe CBOIO BK/IaIKy U HAOXKMUTE B HIDKHEH 4aCTH [Ua/Ior0BOT0 OKHA KHOMKY IlepenMeHoOBaTh.
BeeauTe B mosie OTo0pa)kaeMoe UMsI Ha3BaHUe CBOeM BK/IQJIKH, a 3aTeM HakMuTe KHOMKY OK.

2l ]

Orofpanaenos ez [Mon momanss

[Tox | omen |

rd

7. IlopTBepauTe n3MeHeHUs1 HaxkaTeM KHONKU OK U1 OTKpoiiTe HOBYIO BK/IaZIKy, HA KOTOPOU BCe
HeoOX0/[uMble KOMaH/Ibl HAXO/ISITCSI B OZTHOM MecCTe.

Adocmyn K /110600 KOMaHOe /IeHMbl HECKO/IbKUMU HaXxamusiMu Knasuwl

KnaBumm foctymna obecrieunBarOT OBICTPBIN BBI30B KOMAaH/bI TyTeM Ha)KaTWs HECKOJBKHMX KJIABUIII
HEe3aBUCUMO OT MeCTOTOJIOXKeHHsI B TMpWIoKeHUU. JIroOyro KOoMaH[y B TIPUJIOXKEHUSIX, B KOTOPBIX
ncnonb3yetrcs: neHta Office Fluent, MOXXHO BbI3BaTb C MOMOLIbIO K/IaBMILIM AOCTyNa. BojblIMHCTBO
KOMaH/], MO>XXHO BbIOpaTh Ha)kaTHeM OT [IBYX /10 YeThIpeX K/IaBUIIL.

1. Haxxmure v otriycture kiasuiny ALT.

Haz BcemMu cpezicTBaMH, JOCTYIHBIMU B TEKYIIIEM Ipe/[CTaB/I€HHUHU, TIOSIBJITIOTCS TIOJCKa3KH K
knaBuiiam. Crieayromuii mpuMep B3aT U3 Microsoft Office Word.

2. Haxwmwure OYKBY W3 TIO[CKa3Kd K K/IaBWIIAM HaJ CpPEeACTBOM, KOTOpOe HeoOX0JuMOo
WCII0/Tb30BaTh.

3. B 3aBUCMMOCTM OT Ha)kaToW OYKBbI MOTYT TIOSIBUTHCSI JIOTIOJTHUTE/IbHBbIE TIO/CKA3KH K
K/iaBulaM. Hanpumep, eciu npyd akThBHOM Bkiagke [aBHasi HaxkaTh KiaBumy C,
otobpa3uTcs BKIaika BeraBka c 1o/icka3kaMu K K/IaBHIIAM [I7Is TPYTIT 3TOW BK/IaKH.
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4. HaxumaiiTe OyKBBI ZI0 TeX TOp, TOKa He OyjeT Haxkara OykBa HeoOXOJUMON KOMaHZbI WU
rapaMeTpa. B HEKOTOPBIX C/ydasix CHavaja HY)KHO Ha)kaTb OyKBY TOW TpYIIIbI, KOTOpas
COJIepXKUT KOMaH/Y.

YToObl OTMEHUTH BBITIO/THSEMOE /IeHiCTBHE U CKPBITh MOZCKA3KH K K/IaBHILIaM, HAKMUTE U
otnycTtuTe Kiasuiuy ALT.

IIpexacraBnenue Microsoft Office Backstage

Eme ogHa HOBasi BO3MOXKHOCTb B TipwioykeHusix Microsoft Office 2010— Ilpeacrapienue
Backstage. 3To nocsiefiHee HOBOBBe/leHUe B M0Jib30BaTebCKoM HHTepdetice Microsoft Office Fluent u
conyTcTBytomlass GyHKuMs Anas neHTbl. [lpencrtaBneHwe Backstage, moctynHoe B MeHro aii,
TI03BOJISIET OTKPBIBaTh, COXPAHSTh, MleuaTaTh (Paiiibl, peoCTaB/IsAsTh K HUM OOIIWI JOCTYIT U yTIPAB/ISTh
MMM, a TaK)Ke HaCTParuBaTh MapaMeTpPhl TIPUJIOKEHUS.

MHEBHEQ EcTraeka Co3aaTh BENagKY PasmeTka cTpaHuLb Cebinkn Pacceinkm PeueHzMpoeaHne Bug Hagcrponkn

=l Coxpanurs
CeesleHma o OnucaHma nabopaTopHbix paboT

[E] Coxpanus kak .
Ch\Documents and Settings\LMN\PaGouwii crom\PykonucnOnucanmna naBopatopHen: pagoT...

]
|7 OTkpbiTe e

;_j 3akpeiTe -
Pexum orpaHMueHHoN QYHKLUMOHAaNbHOCTH

Iﬂﬁ HEKDTprIE HOBEIE BO3MOMHOCTH OTKJIFOMEHEI BD M3BEMAHNE
- - npoBaem npu paBote © npegeaywmmm seponanmn Office,

MpeoBpazceats MpeoBpasosanie 3Toro paiina NO3BOANT BKAIOYMTE 3TH Ceoficrea -
Mocnepme EO3MOMHOCTH, HO MOMET EbISEATE MSMEHEHIE PASMETKM. Pasmep 2 BAMGaiT
Yuono cTpaHuL 58
Coapans Yucno cnos 14176
Iﬁ"'l Pa3peu.|eHv1ﬂ Obwes spema npaskd 932 MUH
Mevark ';'} Bce MoryT OTKpbIBaTh, KONMPOBaTh W M3MEHATE MtoBYI0 YacTs 3TOro HasgaHune OnWcaHna nasoj
ADKYKACHTA. Teru
3ALMTHTE
Ao AOKYMEHT * MpumedaHua
Cnpaeka CEAZaHHEIE AATHI
MzmeHeH 15.06,2010 21:24
l 6
B = OArCTOBMTbL KO (= ") oCcTyYn
BEl o e A Hheuy Apcyny . CosgaH 18,05.2010 18:48
W Mepes pacnpocTpanerem obLLEro AocTyna K 3Tomy daitny E i
[ Bexoa I'I. HEDBXOQUMOD YHECTE, YTC OH COLEPMNT Hameuaran 19.05.2010 18:16
ouck

CeoucTea ACKYMEHTE, MMA 3ETOPA W CBAZAHHBIE 3Tkl

npoBnem ~
CEAZaHHBIE NOAB30BATENM
BepxHWE KONOHTUTY.NEI

" ABTL 5
3Hakw, oTHOPMATUPOBAHHBIE KAK CKPBITHIR TEKCT ATCR fup-03-01
Hacrpaunsaembre XML-ganHbie
Cogep#umMoe, B KOTOPOM HEBO3MOMHO BbIMOIHUTE NPOBEPKY Kem usmeHeHo fup-03-01

CREUNaNEHBIX EO3MOMNHD CTEN M3-33 TMNa TEKYLLErD ¢E nna
CBA3AHHLIE 4OKYMEHTHI

N3mepurenbHbIe THHEHKH
W3mepuTenbHble JMHEWKWA pacriosiaraloTcsi BBepxy (TOpH30HTanbHasi JiMHelMKa) W cjieBa
(BepTUKasbHasH TMHENKa). BepTukanbHas TUHelKa 0TOOpaXkaeTcsi B JOKYMEHTe TOJIbKO B PeKUMe
«Pa3MeTKa cTpaHULbl".
JIvHeWiKM MO>KHO B JTF000I MOMEHT BKJTFOUATh WM OTK/TFOYATh.
1. B OKHe OTKpBITOrO JOKyMeHTa IlepexouM K BK/1azike «Bug».
2. B rpymnme «IToKa3aTh WM CKPBITH» IIle/IKaeM T10 KHOTIKe «JIuHelKa».
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Tekcmossbiii pedakmop Word. /labopamopHoe 3aHssmue Ne 1
Tema: HaOop Tekcra, pefakTupoBaHue U opmatupoBanue. Tadumbl

1. Habop TekcTa, pejakTupoBaHue u (popMaTHPOBaHUE

Buumanue. KaxIplii [OKyMeHT CO3/laBaTb B HOBOM (pailjie, BCe cO3/laBaeMbie (pailsibl
COXpaHsTh B CBoe nanke Word.

Kak npaBusio, loKyMeHTbl 0popM/IsitoTCs Ha JiicTe opmarta A4 (pasmep 297 MM Ha 210 Mm).
[Ipu 3TOM [OKyMeHTbI B COOTBETCTBUM C TOCY[APCTBEHHBIM CTaHJAapTOM [OJDKHbI UMeThb TOJis -
cBOOO/THOE OT TEeKCTa MPOCTPAHCTBO M0 KpasiM JICTa pa3MepoM He MeHee 20 MM C JIeBOTO, BePXHero u
HIDKHeTro KpaeB, 10 MM — c mpaBoro kpas. [losisi ycraHaBivBaroTCsl yepe3 MeHIO (Bkiazaky) dauin-
IleyaTsb U fanee BHU3Y OTKpBIBIIErocsi crucka ccoiika ITapamerpsl crpanmibl. Ho 00buHO m0sist
yYCTaHAB/MBAIOTCS TPUMEPHO TI0 TOPU30HTAJLHOM U BepTUKaAbHOW JuHelKam. IlossiMm TekcTa
COOTBETCTBYIOT 3aTeHeHHble TI0JII M0 KpasMm JiMHeeK. VI3MeHeHHWe TIO/I  OCYLLECTBSETCS
repeTacKUBaHWEM TPaHMIIbI 3aTeHEHHOH 00/1aCTh MBIIIBIO.

Ha HauanpHOW cTaguu oOyueHWs TP CO3[@HWM JOKYMEHTa BBIJESIOT TPU 3Tara ero
co3jaHus: Habop TeKcTa, pefaKTHpOBaHMe M (opmarupoBaHue. TecT JOKyMeHTa 3TO, KakK IPaBUJIO,
1oc/IeIOBaTeIbHOCTD ab3arieB. AO3al] UMeeT psifi TapaMeTPOB U CPeid HUX TPU: OTCTYII NePBOI CTPOKH,
JleBasi TpaHMIla ab3alia v mpaBasi rpaHuija ab3aria. JleBasi ¥ rpaBasi rpaHuIla ab3airia MOT'yT He COBIA/IaTh
C JIeBOUM W TIPaBOM I'paHUIIel MO/ TeKCTa, HO TPaHUILbI ab3aija OObIYHO JieXkKaT BHYTPH T'PAHUI] TOJIS
TeKCTa.

[Tpu Habope TekcTa HEOOXOUMO COOJTIOIATh Psii TIPOCTBIX TIPABUIT:

e QOrmepaTop MpH BBOJe TeKCTa ab3alja He KOHTPOJMPYeT IPaBYIO TpaHUIly ab3arla,
repeBo/| CO CTPOKM Ha CTPOKY OCYILIEeCTBJISIeTCSI aBTOMAaTUUeCKW TPHU AOCTHXKeHU!
TpaBOM I'PaHULIbI TEKCTA;

* B koHue a63aria HeoO6X0AMMO HaXkaTh KiaBuily Enter u repeiTy Ha Hayaso HOBOTO
ab3aria;

* Mexay C/I0OBaMH CTaBUTCS TOTLKO OJJUH TTPo0e;

e Mexay C/IOBOM U 3HAaKOM TIperMHaHus Tipobesia HeT, OIWH Mpo0es CTaBUTCS TI0C/Ie
3HaKa MpernuHaHusl.

HapyiieHre 3THX TIPOCTBIX TIPaBUI TPUBOJUT K TipobiemMaM TIpU  BBITIOJTHEHUH
(hopMaTHpOBaHMs TEKCTa, TaK KaK KOMaH/la, OT/laHHasi OrlepaToOpOM, BCer/ia TMoJib3yeTcsi 60siee BEICOKMM
TIPUOPUTETOM TP BBINOJTHEHUH (DOPMATHPOBAHUS.

Hanee mpepiaraeTcst BbIloJHeHHe Habopa Tekcra. IIpy 3TOM mpaBasi rpaHMIiA TMOJIST TEKCTa
CMell[eHa CYIIeCTBeHHO ByieBO. [lepes; HauaioM Habopa TeKCTa CMECTUTD MPaBYIO FPAHUILY T10JIs1 TEKCTa
BJIEBO, a 3aTeM TIPUCTYIUTb K Habopy Tekcrta. [Tocie Habopa AByX ab3alieB MperiofjaBaresib 10/DKEH
TIPOBEPUTH MPaBWILHOCTL Habopa TeKcTa.

K penakTMpoBaHUIO TeKCTa OTHOCUTCSI U3MEHEeHNe TeKCTa, yZaleHue, Bhpe3aHue,
KOIMMPOBaHYe M BCTaBKa TEKCTa.

1.1. Ha6op Tekcrta «O ¢pakynbrere». Coxpanuth ¢aiin nog umeHeMm «O_dakynbreTtel».

O dakynbTeTe

daKybTeT yrpaB/eHus U NperpuHUMaTeIbCTBa — OJIUH U3
KpynHenmmx (pakynbTeToB Huxkeropoackoro rocy1apCTBEHHOTO
yauBepcuTeTa M. H.W. JlobaueBCcKoro. Mbl mipeocTaB/sieM
BO3MOXXHOCTh TOTyueHUs] HOBEUIIINX 3HaHWH B 00/1aCTH:
5KOHOMUKH, IOPUCTIPY/IeHLIUH, (DUHAHCOB, MeHe)KMeHTa 1
TICUXOJIOTUH.
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dakybTeT TpejjaraeT HeCKOJbKO YPOBHel rpodeccroHalbHOM
MOJITOTOBKU B 00/1aCTH MpaBa U O13Heca: 0T CpeJjHero
ripodeccroHaNLHOT0 00pa30BaHus 10 MaruCTpaTyphbl.

Ha ¢akyibTeTe ojHOBpeMeHHO 00y4aroTcsi 6osiee TISITH ThICSY
CTY/I€HTOB.

B peanu3aiyy yueOHBIX MPOrpaMM Haiiiero ¢akyJibTeTa
y4acTBYIOT MperofiaBaTe/iv: FOPUAUUeCKOro, IKOHOMUUECKOT0 U
¢drHaHCOBOTO (haKy/abTETOB, (haKy/bTeTa COLMAIbHBIX HayK, a
TaK)Ke MeXaHWKO-MaTeMaTHhueckoro (akysbrera U dhakyabTeTa
BBIUMC/TUTE/TbHOM MaTeMaTHKH U KHOepHEeTHKH.

YuebOHble M1aHbl IPOrPaMM, COOTBETCTBYHOLIIVE
roCyJlapCTBeHHbIM CTaHJapTaM, [JOIOJ/IHeHbl U YCUJIeHbI
VHHOBAL|MOHHBIMY aBTOPCKUMU KypcaMU. BeICOKOe KauecTBo
TIO/ITOTOBKU 0OecrieurBaeTCst aKTUBHBIM yuacTeM ¢aky/ibTeTa B
MEe>KYHapOAHbIX 00pa30BaTe/bHBIX U HayYHbBIX MTPOEKTaxX
EBporelickoro coro3a, BcemrpHoro 6aHka peKOHCTPYKIMU U
PasBUTHS, a TAKXKe B IBYXCTOPOHHUX MPOEKTax C eBPOMeUCKUMU U
aMepHUKaHCKUMH YHHUBEPCUTETaMU.

B pasHblie rojpl (hakybTeT BLITOJHS Lie/ieBble 3aKa3bl Ha
MO/rOTOBKY KaJjpoB [J/1sl: aAMUHUCTpaumu Hikeroposckou
00J1acTH ¥ TOpO/ia, YTIpaB/ieHUs] BHYTPEHHUX el
Hwxkeropoackotii o6macty, YripasyeHus ®eiepasbHOM CTyKObI
HasoroBou nosmiuu P® o Hwkeropozckoii obacTwy,
["'opbKOBCKO Kesie3HOM Aopory, psifia baHkoB HikHero
Hosropopa.

Ha dakynbTere 00yuanics pyKOBOAWUTEN TOPOJA U
Hwkeropozckoit 061acTu.

1.2. ®opmarupoBanue Tekcra «O ¢akynbTere». [Ipu hopmaTpOBaHUM TEKCTa
(parMeHT TeKCTa BCerjja Bbl/je/IfieTcs], @ IPY BbIpaBHUBAHMM MOXKHO BBeCTH B ab3a1j Kypcop 6e3
Bbl/lesieHus1 TeKcTa. [1py popMaTpoBaHKM UCII0/1b30BaTh 3aknazAky I's1aBHas, rpynns! HIpugT
A63an. Coxpanuts ¢aiin og umeHem «O_dakyibTeTe2»

O ¢pakynbmeme

daKyabTeT ynpaB/eHUusl ¥ NpeAlpHHUMAaTe/IbCTBA — OJMH U3 KPYITHEUIINX
¢dakynbTeToB  HrKeropoickoro  rocyJapCTBeHHOro  yHuBepcuTeta uM. H.U.
JlobaueBckoro. Mbl mpefocTaB/isieM BO3MOKHOCTb TI0/lyueHUs] HOBEWIIMX 3HaHUN B
obnactu:

® 5KOHOMUKUY,

® [OpUCIIPY/EeHLH,

® (DUHAHCOB,

® MeHe/PKMeHTa
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® TICUXOJIOTUH.

dakybTeT TipejjiaraeT HeCKOJbKO ypPOBHeH MpogeCcCHOHATbHOW TOATOTOBKU B
obnacT TipaBa M OuW3Heca: OT cpegHero TpodecCUOHANBLHOTrO 00pa30BaHUS [0
MarucTpaTypsbl.

Ha dakynbTeTe ofHOBpeMeHHO 00yuaroTcsi Oosiee TMATHA ThICSAY CTyJeHTOB. B
peanu3alid y4eOHBIX TIpOrpaMM Hailero ¢aky/ibTeTa y4YaCTBYIOT TIperofiaBaTesiu:
IOpUANYECKOT0, JSKOHOMMYeCcKoro U  (uHaHcoBoro ¢akyabTeToB, akKyabTeTa
COLIMA/IbHBIX HayK, a TakKKe MeXaHUKO-MaTemaTuueckoro (akysbreTa U ¢akyabTeTa
BBIUMC/TUTE/TbHOW MaTeMaTUKH U KHOePHETHKH.

YueOHbIe TJIaHBI MPOTPAMM, COOTBETCTBYIOIIME TOCYJapCTBEHHbIM CTaHAapTaM,
JIOTIOJIHEHbI M YCWJIeHbl MHHOBALIMOHHBIMA aBTOPCKUMHU KypcaMd. BBICOKOe KauecTBO
TIO/ITOTOBKK 00eCTieurBaeTCsi aKTHUBHBIM ydacTHeM (aky/ibTeTa B MeXAYHapOAHbBIX
oOpa3oBaTe/bHBIX M HAy4HbIX IpoeKTax EBpomeickoro coro3a, BcemupHoro OaHka
PEKOHCTPYKLIMM U pPa3BUTHUS, a TaKXKe B JABYXCTOPOHHUX IPOEKTax C €BPOMEeNCKUMHU U
aMepUKaHCKUMU YHHUBEPCUTETaMHU.

B pasHble rozpl ¢aky/abTeT BBIMOJHS LieJieBble 3aKasbl Ha MOATOTOBKY KaJpOB
LISt
v’ agMUHKCTpary Hkeropozckoii 06/1acTi 1 ropo/ja,
v’ Yrpas/ieHus: BHyTpeHHHUX e/l Hrkeropozckoi ob6macTy,
v’ Ympasnenuss ®ezpepanbHOM CIyKObl Ha/JOroBod rmonmunmd PP 1o
Hwxeropo/ckoii 00/1acT,
v" T'OpbKOBCKOM KeJIe3HOI JOPOrH,
v’ psma 6ankoB Hwkuero Hoeropoza.

Ha ¢akysbTeTe obyuanvch pykoBoguTeny ropoja u Hikeropogckoit obactu.

1.3. HaGop Tekcra u ero ¢opmarupoBanme. [I11 TPeHUPOBKM B Habope, peJaKTHPOBAaHWU M
(hopmaTHpOBaHUM TeKCTa TpejjiaraeTcsi Habpatb U OTQoOpMaTUPOBaTh TeKCT «HiKeropockui
rOCyZapCTBeHHBI yHUBepPCHUTeT...» (cM. Hke). 3Hak HHI'Y He ortobpakatb. Mcrosb3oBath
3amuBKy (Popmar-I'paHuibl M 3anuBKa-Bkiagka 3anuBka, Y3op). CoxpaHutb ¢aiin mof
nmereM «HHI'Y1».

2. TabubI

2.1. Perynsipuble Tadaunpbl. Tabmuiel co3paroTcs uepe3 BKIaAKy BceraBka —Ta6smna. /lanee
BBIOMpaeTCss OJWH W3 TpeX CII0CO00B co3jaHus Tabmmi: BcraBka Ta0aMpbl TyTeM BbIJeIeHUS
HY>KHOT'O UMCJIa CTPOK U CTO/01[0B, BcTaBUTH Tab/MIly yepe3 MaoroBoe OKHO, 3a/laB UHC/IO CTPOK U
CTONOL[OB ¥ HapWCOBaTh TaOJ/UIly, UCIOIB3ys KapaHfail (Tocjie OKOHYAaHHS PUCOBaHUS TabJULIbI
KapaH/jail HeoOX0JUMO OT)KaTh B TOM ke auanore). [y BCTaBKU, yAaneHUs U 00beJUHEHUS sueek,
CTPOK U CTO/OL[0B He0OXOAUMO BBECTH B TaOJIHUIy (siueliKy) Kypcop ¥ BbI3BaTh KOHTEKCTHOE MEHIO.

Co3pate perysnsipHyio Tabmuiy «CoTpyAHMKH» Ha 5 CTO/IONOB M 3 CTPOKH, B TIpOLjecce
3aro/THeHUs1 TabULIbI 100aBUTH ellle TPYU CTPOKHM CHU3Y U 3allOJTHUTD UX.

MobaButh crosiber] «/laTta poxkaeHusi» Tocje CToj0ma «OTYecTBO» U 3arOJHUTH €ro, IIpH
He00X0/IMMOCTH U3MeHUB IIMPUHY CTOJIOIOB U pa3Mep mpudTa.
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[o6aBUThL CTPOKY BbIlIe hamMuiid [1eTpoB U 3aro/HUATE e€. Y JalIuTh CTPOKY € (Gamuivei
VBaHOB, M3MeHUTHL HOMepa.

Y namutk cronber] «Tenedon». BoccraHoBuTh ctonber] «Tenedon».

Vi3meHUTS 11BET miprdTa B TabJIUIle, Pa3HbIN I 3aTO/IOBKOB M TEKCTA.

CoxpaHuTh TabMMIy B OT/ie/TbHOM (haiine.

CoTpyaHuku
Ne n/m damuisa Nwms OT4yecTBO Tenedon
1. MBaHoB [Tetp CupopoBuu 65-78-097
2. ITeTpos VBaH AHTOHOBUY 33-67-89p

3. AHTOHOB

2.2. HeperynspHble Tabaunbl. HeperysipHeie TaOMMIIbI CO37AI0TCS Ha OCHOBE DPETY/ISIPHBIX MyTeM
00beJUHeHNS sTUeeK.

B HOBOM JOKymMeHTe co37aTh TabnMily W 3amojHUTH eé 1o oOpa3siy. Bo Bcex cTpokax
OCYILIeCTBUTh BbIDaBHUBAHMeE T10 LIEHTPY, B BePTUKA/JIbHOW W TOPU30HTAIBHON TIOCKOCTH. V3MeHeHHe
HampaB/IeHUs] TeKCTa OCYIIeCTB/IAThL uepe3 KOHTEeKCTHoe MeHro. COoXpaHWTh Tab/juIly B OTAe/TbHOM
(aiine.

CKpBITh B TabJTHIIe TPAHUIIBI U TTOJTYUUTb TabJIHUIY B C/IeIYIOIIEM BH/IE, HO CO CKPBITHIMHU IPaHUIAMHU.
(Wcnosnb3oBaTh BKIaKy I'/maBHas-HacTpoiika rpaHun).

OGpas3er J/1s1 TievaTH
IleHTp AOMO/THUTETLHOTO NTPodeccHoHaIBHOr0 o0pa3oBanus Hwkeropoackoro
rocyJapCTBeHHOT0 YHUBepPCHUTeTa 00bAB/ISIET MPHEM Ha KYPChI:
1. TIIpodeccuonanbHoe nporpammupoBaHue (500 yacos);
2. KomnsbrorepHnsiii oguc (100 yacoB);
3. HNudopmanuoHHbIe TeXHO/IOTHU
¢ [IporpammupoBanue (1 rop)
¢ [IporpammHuas nrxeHepus (1 rop)
® UHrepHet nporpamMmMmupoBanue (1 rop)
¢ (CucremHas ur>xeHepus (1 rop)
[1pu ycrieliHoM OKOHYaHWHM KypPCOB BbI/IaeTCsl CBU/IETeIbCTBO rOCYIapCTBeHHOro o0Opastia.

HHI'Y kypcsl 1.462-34-27 HHI'Y xypcsl 1.462-34-27
0~ D~ DN 0~ D~ D~ D~ D~
3 o h "?' i i i h
< <t < < < < < <
= @ = 7 = = @ = 0 = @ = 0 = @
289228 229y 2Eg| 28T | 2L | 22y | g
TESESIESY £E5Y ZET| ESY| ZEY| Z &Y | Z &S
T MO T M O T M H T MO T MO T MO T MO T MO

2.3. Co3paTh HOBBIH fJoKyMeHT. HapucoBaTh mofo0Hy0 Ta0/IMIly, UCII0/TB3YsT KapaH/all AJIst
pucoBanust Tabuipl. KonvpoBaTh cojiep>kaHue KIeTOK MpeAbIAyiel Tabiuibl B HoBYr0. COXpaHUTh
Tab/MIly B HOBOM (hatine.

2.4. Tabmmupl Kak cpe/cTBO opMaTHPOBAHUSA TEKCTA, CKPbITHE TPAaHHUL] Ta0/IML{bI OJTHOCTHIO
WIM YaCTHYHO.

CoctaButh Pe3tome (syuiiie cBoe) 1o obpasiyy. BeijjenuTh Tabiuiy 1, UCNob3ysl BKIAAKY
['naBHast-cnMCOK I'paHUI[bl, CKPBITh TPAHUIIBI TAO/IUIIBL.
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HH HIVDKET OPOJICKHUM I'OCYJJAPCTBEHHBIN

YHUBEPCUTET um. H.W. JlobaueBcKOTO
00%s6/151em ouepedHolU Habop caywiamesell HA NPO2ZPAMMbI 00yUeHUs1:

KommnbioTepHbit oduic
BKJ/TFOUYaeT KYPChI:

OCHOBBI apXUTEKTYPbl KOMIbIOTEpa 1 onepaljuoHHas cucteMa MS Windows,
TO/ITOTOBKA IOKYMEHTOB C UcMoJib3oBaHueM MS Word,
BbINO/IHeHKe pacyeToB B MS Excel,
co3manue 0a3 JaHHbIX B MS Access,
¢ co3zanue npe3eHtayui B MS PowerPoint,
e paborta B KOMITbIOTepHO ceTy Internet.

ObyueHue & meueHue 4 mecsayes. Cmoumocmb o0OyueHus — Xxx pybneli 3a 8cCio
npoepammy. Caywamensim, 6bINOAHUBWUM Y4eOHbIll naaH, epyuaemcs 20Cy0apcmeeHHoe
ceudeme/1bCME0 0 NO8blWeHUU Keaaudukayuu.

HpO(beCCHOHaJIbHOE IporpamMmmMmupoBaHHe
BKJIFOUAeT KypPChl:

OCHOBBI a/IFOPUTMU3ALIUY ¥ TIPOrPaMMUPOBaHUe Ha si3bike C,
00BbEeKTHO-OPUEeHTHPOBAaHHOE TTPOrpaMMUpOBaHue Ha si3bike C++,
BU3yaslbHOe nporpamMmmupoBaHue B cpefie Borland C++ Builder,
oducHoe niporpamMMupoBaHue Ha sisbike Visual Basic for Application,
® TIpOEKTUpOBaHME M Cco3/jaHue 0a3 maHHbIX Ha ocHoBe Visual FoxPro,
e pa3pabotrka WWW-cepBepoB aisi Internet.

ObyueHue e meueHue 9 mecayes. Cmoumocmb o0bOyueHuss — XXX pybsell 3a 6cko
npozpammy. Caywamensim, 6bINOAHUSWIUM YUeOHbIU NAaH, epyuaemcsi 20CyO0dpCmeeHHbIl
ounsiom o npogheccuoHa/ibHOU nepenodzomogKe.

ITos1Hast nporpamma
BK/IFOUaeT Kypchl riporpamMm “KomrbroTepHsbiii opuc” u “IlpodeccroHanbHOe
TpOrpaMMHpOBaHue” co cpokom obyueHusi 9 mecsyes. Cmoumocmb 0byueHust — xxx pyosell.

Cnywamensm, 8bINOAHUBWIUM Y4ebHblIl NAaH, 8pyudemcst 20Cy0apcmeeHHbiil Oun/aom o
npogeccuoHabHOl nepenodzomoxe.

Bce 3amsmusi npogodsamcsi no eeuepam 8 yueOHOM UeHmpe 21a8HO20 Kopnyca
yHUBepcumema 8 KOMNbIOMepPHbIX KAaccax, 060pyO0O08AHHbIX COBPEMEHHOU BbluUCAUMENbHOU
MexHUKOLI.

Hauaso 3aHsATHII 2 OKTSOPsST XXXX TO/a

.ITo BceM BompocaM o0painaTbCs:
np. I'arapuna, 23, HHI'Y, kopm. 2, komH. 403, Te1. 462-34-27

JIMLEH3USA cepus A Ne 268478 ot 20 anpens 2007 roga
denepanbHasi cyk0a 1o Hag30py B chepe 0Opa3oBaHUS U HAYKH



[Tprimep cocTaBieHUs pe3toMe
[TETPOB Bnagyumup ITetpoBuu
216001, r. Kypck, yn. OboneHckoro, 82, kB. 16, Ten. 43-18-11

/lata 1 MecTo pox/ieHns 22 mast 1965 r., r.Kypck

Hesb: [TosiyueHue [O/DKHOCTH KOMMEpPYECKOro JWpeKTopa B
TOProBOM KOMITaHuH, oriata ot $1500

OO0pa3oBaHue:

Kypckuii rocyiapcTBeHHBIM YHUBEPCUTET, SKOHOMUYECKUHN
1982-1987 yP yaap Y P

tdakynbTer. [IUMaoM SKOHOMHUCTa MO  CHeLUaaTbHOCTH
«[1nannpoBaHne HApOJHOTO XO35MCTBA.

Kypco! anrnuiickoro sisbika npu KI'Y

Kypchbl 110 MapkeTHHTY MpH yueOHOM 1ieHTpe «IIpocriepuTi»

1989-1990
1993

OmnbiT paboTer: @upma «ITJIFOC» (Poccus, r.Kypck), HayaJbHUK OThena
3.1996-n/Bpemst npogak. OrToBasi TOProBJIsk IIPO/J0BOJILCTBEHHBIMUA TOBAPaMU
(KOHCepBBI, CyXye CYTIbI).
DOyHKIMU: OpraHu3alysl MPOAaXk, KOHTAKThl C PO3HUUHBIMU
TOPrOBbIMU  TIPEJIPUSATHSIMYA, COCTaBJieHWe JI0TOBOPOB,
KOHTPOJIb 3a pacyetamMu. B mnoauvMHeHWM 3 4esOBeKa.
Yeenuunn o6wembl ipogax ¢ $25000 go $130000 B mecsir.

10.1989 - 3.1996 WYIT «Poboc» (Poccus, r.Kypck), KoMMepuecKuii IUpeKTop.
PosnuyHas Toprosis nipogoBosibcTBreM U THII.
@yHKIMNU% 3aKyllKa TOBapa U OpraHu3allis peanusaliiy
yepe3 TOProBble TOUKU (PUPMBI.
B mopguvHenun 3 uenoBeka. B ¢upme paboTan co gHs ee
OCHOBaHWUSI.
OcHoBas 5 TOProBbIX TOUeK (KMOCKH, CeKLIMY B MarasyuHax)
TI0 PO3HUYHOM TOProBJIe.
B 1995 r. 06opot ¢upmsl goctur 3,5 MiiA.pyd. B rog.
B 1996 r. ¢vipma npekpaTuia CBoe Cyli[eCTBOBaHUEe B CBSI3U C
0aHKpOTCTBOM OaHKa.

6.1987-10.1989 Cnyx6a B CA, MHTeHaHT GaTa/iboHa
10.1989 o Hacr. Bpemst IIpenogasaTens Kommepueckoro unctutyTa, r.H.HoBropog

JoronHuTeNbHbIE CBEZleHNs Aurmuiickuii  s3plk (pabota ¢ mpodeccroHaTbHOM
nokymeHraiueit). PC-nonb3oBatens (WinWord, Excel, MS
Office). BoguTtenbckue npasa Kat B. OMbIT BoxKAeHUs 4 Tofia.
VimeeTcst TUUHBbIM aBTOMOOW/B. YKeHat, oZiH peOeHOK.

2.5. HameuaraTh JOKJIa/{HYIO 3aIIUCKYy M MpoBecTH (hopmaTupoBaHue 1o odpasiyy. s
BBO/IA PEKBU3UTOB B Hauaso JIOKyMeHTa (aKT, 0K/IaJHasi 3aricKa, cay>kebHast 3aricka 1 Jp.)
ucrosnb3yetcs Tabimia (oHa CTPOKa M TpH CTos101ja). B rpaByro 1 1eByI0 KIeTKH TabJHLIbI
TIOMEILAF0TCsl peKBU3UTHI. [Tocsie oopmiieHHst BCero JOKyMeHTa rpaHULbI TaOIHLbl CKPBIBAFOTCSL.

byxranrepus ['eHepasibHOMY IUPEKTOPY
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00O «BeTtep»
JOKJ/IAAHAS 3AIIMCKA M.A.MupoHOBY

Ne
MockBa

O HapyLIeHUsX TPYZO0BOU
JVICLIATI/TUHBI

Cupoposa ['amvna IletpoBHa, Kaccup otgesna «byxranrepus», 23.12.2009 He
sBUIach Ha paboTy, B pe3yjbTaTe Yero COTPyAHWKaM He Obljla BbIJIaueHa
3apaboTHas miata 3a Jekabpb 2009 roza.

[Mporry pa3obpaThbCsi ¥ MMPUHSATH COOTBETCTBYHOIIIE MepHI.

['naBHBIN OyxTantep (noonucsb) B.T1. CamcoHoBa

Tekcmossbiii pedakmop Word. /labopamopHoe 3aHsmue Ne 2

Tema: ®opmarupoBanue. BcraBka ¢aiiioB 1 00beKTOB. PrcoBaHue u
00bekThl WordArt

CnoxxHoe (popMaTUpPOBaHHE TEKCTA

Buaumanue. Bce co3zaBaemble (haityibl COXpaHATh B CBoel narnke Word.
1. Boibpath 1 CKOMUpOBaTh B CBOIO Marnky oAuH 13 ¢aiiioB REDI.doc, RED2.doc umi RED3.doc,

a Takxe (paiis Jlorotun.doc U3 marnku rnperoziaBaresisi.

ITpoBectr (hopmaTtvpoBaHWe TeKCTa BbIOpaHHOTrO (aiisia, MCIOJb3Ysl [UA/oroBble OKHA

Ipudt 1 Ab3all, KOTOpPble OTKPBIBAIOTCS KHOTKOW BHHU3Y cripaBa B rpyrmie Ipudt u A63ar
COOTBETCTBEHHO WM KOHTeKCTHoe MeHI0 (IlIpudt m A63anm) u crimcok Perucrp (Aa..) Ha
BK/azike ['J1aBHas B rpe/iesiaX Bblle/IeHHBIX ()parMeHTOB TeKcTa. dopMaTHUpoBaHUe TTPOBONUTh
Mo3/IeMeHTHO B Tpefenax ab3ala WM HWCKaKeHHBbIX YacTeld Tekcra. Paiin  mocse
(hopMaTHpOBaHUSI COXPaHUTh Mo, ApyruM nMeHeM [1p_Word2_1 .doc).

2.Haneuvarath TeKCT «OTKpbITHe W coxpaHeHUe (aiina», a 3aTeM MPOBeCTH (opMaTUpOBaHUe

3TOr0 TeKCTa K BUAY TpeJCcTaBIeHHOMY Hibke. Vcrionb3oBaTh s GOpMaTUPOBaHUS TOPU30HTA/IbHYIO
NVHEeNKy, 3/1eMeHThl (GopMaTHpOBaHUs BKIaAku I'JlaBHasi, KOHTEKCTHOe MeHI0O A63aly W TYHKT
I'panuna u 3ammBKa (Bkiagku I'maBHasi-crivcok I'paHuiia).

OmkKpbImue u coxpaHeHue halina

PaCCMOTpI/IM 0COOEHHOCTHU BBLITIO/THeHUS AaHHBIX OHepaHHﬁ B OHEp&L[HOHHOfI

cpezne MS Word.

OpvH 13 criocoboB [JoCcTyma K KOMaH/iaM - UCI0/Ib30BaHKe MyHKTa MeHto daid,

KOTOPO€e Cpe/iu TIPOYUX COJIEP)KUT TaKyKe KOMaH/Ibl (PaioBbIX orepanuii. OTMeTUM, UTO
B MEHIO OrepaLysi COXpaHeHUs1 peajiM30BaHa B HECKOJIbKMX BapuaHTaX. Mbl pacCMOTpUM

aBa u3 Hux: CoxpaHutb 1 COXpaHUTH KaK.
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Ec/ii JOKyMeHT cOXpaHsieTcsl riepBbIi pa3 (T.e. OH He ObLT IMpouYnTaH U3 (aiina, a
(dhopMupoBasicsi Ha OCHOBe "UMCTOr0" JIUCTA), TOr/a AeicTBUe KoMaHbl COXPaHUTD
aHAJIOTUYHO JeMCTBUIO0 KOMaH/bl COXPaHUTh Kak.

Yrobbl COXpaHUTh IOKYMEHT, HaZlo BBECTH C K/IaBUATypPbl Ha3BaHue ¢aiina B
niosie imst dhaiiia, yCTaHOBUB TIpeIBAPUTETHHO B 3TO T10JIe TEKCTOBBIN KypCop, 100
COTJIaCUTHCS C Ha3BaHKWEM M0 YMO/TYaHUI0, KOTOpoe mpepyiaraeT Word. 3annoMyHaHue
JIOKyMeHTa 00bIUHO OCYIIIeCTBIISIETCS B KaTajiore (WM Tarke - [0 TEPMUHOJIOTUN
Windows) ¢ uMeHeM "Mou 10KyMeHThbI'".

[Mamnka z/1s1 3arIOMUHAHUS MOXKeT ObITh 3aMeHeHa. OrricaHyie HeoOX0UMBIX
JercTBUM Mpu paboTe ¢ mankamu gaHo B [Tpunoxxennu. Hakorerl, B riosie Tum daiina
cTaHjapTHO HaxoauTcst Tun JokymeHT Word. [list 3aBepitieHyst paboThI 110 COXpaHEHHUIO
(baitnia cnosb3yeTcsi KHOMKa COXpaHUTB.

Coxpanuthb f0okymeHT oz, umeHeM (I1p_Word2_2.doc) u ipoBecTH ero popmaTvpoBaHue.

OmkKpbImue u coxpaHeHue halina
PaccmoTp 0CObeHHOC  BbIMOJIHEH
nm ™ na

OaHHbIX onepauuin B onepaLuoHHON
cpene MS

Wor
d.

OpuH U3 criocoboB I0CTyTa K KOMaHZAM - UCTIOb30BaHHe MyHKTa MeHI0
®daiis1, KOTOpOe CpeJ MPOUYMX COAEPXKUT TaKKe KOMaH[bl (haityioBbix omnepariuii. OTMeTHM, UTO B MEHIO

orepaLysl COXpaHeHHsl peaju30BaHa B HECKOJbKMX BapuaHTax. Mbl pacCMOTPUM [iBa M3 HUX:

Coxpanuthb 1 CoXpaHUTH KaK.

HTOObl COXpPaHUTb OOKYMEHT, HaAO BBECTU C KJaBUaTypbl
Ha3BaHne ¢@aviia B none Wma ¢danna, yCTaHOBUB
peoBapuTeNbHO B 3TO MOJie TEeKCTOBbIM Kypcop, mbo
COrJlacUTbCA C  Ha3BaHMEM MO  YMOJIHAHWUIO, KOTOpOE
npeonaraet Word. 3anoMumHaHMe  OOKyMeHTa  00bI4HO
OCYLLEeCTBNAETCA B kKaTasiore (Wnwn rarke - no TeEPMUHOIOMN

7S 3alIOMUHAHUS ObITE  3aMeHeHa, OnucaHue
00XOHMBI EI/I BHl n ‘_Pa60Te € mankamu AaHo B 1IpUIOKGHIA.
KO B IO CTaHJAPTHO HaxXOJ/UTCI TH ‘25 MEHT
ord. /Ins 3aB HE_I_HEHI/IH paboThI o' c XpaHeH! awta UCII0/Ib3yeTCs
kHorka ‘CoxpaH

Coxpanurtb (aitn nog HoBeiM nMeHeM (ITp_Word2_3.doc).
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BcraBka ¢aiiyioB 1 00bekToB. PrucoBanue u 00beKTbl WordArt

3. BcraButh ¢ana [Ip_Word2_1l.doc B koner ¢aiina IIp_Word2_2.doc. s pelieHust 3Toi
3alauM MOYKHO BOCII0/Ib30BaThCsl BCTAaBKOM uepe3 Oydep wiu BCTaBUThH B MaHe/lb BhICTporo gocrymna
KoMaHzy BcraBuTh (aiin.

Coxpanutb ¢aiin nog Apyrum nmenem I1p_Word2_4.doc.

4. Beigenuts Bech TekcT B ¢aiine [Tp_Word2_4.doc. —KonupoBaTb TEKCT, T.e. B3iTb TEKCT B
Oydep. Beigemuts u yaamuth (k. Delete) comepkumoe daiiia ITp_Word2_4.doc, a 3aTeM BCTaBUTH B
Hero TeKcT u3 Oydepa. CoxpaHUTb (aiis.

YMeHblIUTh MlapaMmeTphl cTpaHullpl (aina [Ip_Word2_4.doc go dopmarta A5 (uepe3 BKIaAKy
Pa3merka crpaHunbi_-Pa3mep). IIpoHymepoBath cTpaHMLbl (Yepe3 BK/IaJKy BcraBka -_Homep
crpanunbl). CoxpaHuTs (aiin rnog gpyrum nmeHeM [1p_Word2_5.doc.

5. B daiin «O_dakynbrere2» wim « HHI'Y 1» u3 niepBoii 1abopaTopHOM pabOThl BCTaBUTh 3HAK
HHI'Y u3 ¢atina 3nak HHI'Y.doc. Vcrnonb3yss KOHTEKCTHOe MeHI0O Ha 3Hake dopmaT pHCyHKa -
Bk/1aaKa IlosioxeHue, OOWTHCS HY)KHOTO PpacrloyiookeHuss 3Haka. COXpaHWTh W3MeHeHWs B (haiie
ITp_Word2_6.doc.

6. Co3jaTh HOBBIM JOKyMeHT. lcronb3ysi Bkiagky BcraBka ®Purypbl HapucoBaTh
puCyHOK (JF060¥, HarpuMep ZioM), TIPUMEHUTD pa3/IMUHbIe 1[BeTa JIMHUKM U 3a/MBKH. [J00aBUTH GUTYDPY
13 TOM e KosuleKimu. Co3/jaTh U3 ABYX 3/IeMEHTOB KOMITO3ULIMIO, TIPUMeHsIsi KOHTeKCTHOe MeHI0 (Ha
INepeanuii nyian, Ha 3a/HUH IJIAH) WM KOMaH/bl Ha JieHTe. BblZieluTh OZUH U3 3/1IEMEHTOB PUCYHKaA.
[MosiBurcsi Bkmagka Pdopmat. Bribpate komaHay O6/1acTh Bblje/ieHHsi Ha Bkiagke dopmar. B
TOSIBUBLLIEMCSI CITUCKe 371eMeHTOB DHCYHKA BBIJIe/IUTh 371eMeHThI, WUCrob3ys Kiaapuiny Ctrl. Yepe3s
KOHTeKCTHOe MeHI0 I'pynmupoBarh 3j1eMeHThI PUCYHKa. [lepeTaluTb KOMITO3UIMIO U YOeUuThCsl, UTO
OHa TepeMelliaeTcsi Kak efguHoe Lenoe. OcCyllecTBUTb BpallleHWe pUCYHKa (WM uyacTtd ero). [datb
orvcaHue 0o0IIero pucyHka B BUJie TeKCTa CBepXy U CHU3Y.

Co3paTh KOMWIO PUCYHKa HIbKe TiepBoro. Ha Konuu pucyHka JiaTh OnucaHye B BU/Je TeKCTa CIipaBa U

cneBa. CoxpanuTh ¢aiin nos umeHem I[1p_Word2_7.doc.

7. Co3paTte HOBBIM JA0KyMeHT. lcrnosb3yss Bkiagaky BceraBka WordArt Hamucatb
103/IpaBJieHre 1, IPUMeHSsIsl BO3MOXXHOCTH TlaHe i Popmar, 100UThCsl XOpOoIllel HarJIsiAHOCTA HaATCH
(mo cBoemy ycmotpeHuto). Co3faTb HECKONBbKO KOmnud Hagnucd. CoxpaHuTh ¢aia moj HMeHeM
[Tp_Word2_8 .doc.

8. B3sate o0vekt WordArt B Oydep u BcraButh ero B (¢aiin IIp_Word2_7.doc.
[TeperpyrnmupoBaTh 00BEKTH, BK/IHOUMB B rpymnmny o0bekT WordArt. Kcrmonb3oBaTh MEePBHUHYIO
KOMITO3ULIMIO KaK PUCYHOK 3ajiHero rtaHa. CoxpaHuth (aiin oz umenem I1p_Word2_9.doc.

9. .Co3gate B pepakrope Word c wncrnonb3oBaHMeM BK/IaJKU BcraBka-®PuUrypel cxembl

CTPYKTYPbI (GUPMBI (TVIOCKYIO U 0ObEMHYIO.

[Tpu 3TOM UCII0/TBE30BaTh 71eMeHThI [IpsimoyronbHUK, OBas, CTpesika. 3aTeM Ha BK/ajike Popmar-
Ctumu  ¢uryp-Oddektsl ans ¢uryp cos3gate obbemHble ¢Gurypel. I'pynmupoBaTh 37€MeHTBI |
COXPaHUTb PUCYHKHU B (aiine [Tp_Word2_10

AupekTop

3am. aupekTopa
'n. 6yxrantep | CekpeTapb

OTaen npogax MpounssoacTeo OTAaen MmapkeTUHra
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AvpekTop

v

aM. AMpeKTopa

Fn.oyxrantep
l CekpeTtapb
OTne MpounsBoAcTBO Otnen
A MapKeTH
npon Hra
10. Cosgath B pegakrope Word € UCIO/IL30BaHUEM TaHeId 3HaK GUpMbl. [Ipy 3TOM MCIIO/IbL30BaTh

3/1eMeHTbl— 3Be3/ibl U J1eHThl. ['pynnupoBats 31eMeHThl. OCylllecTBUTH BpallleHue 3Haka Ha 90°.
PacrnonoXuTh 3HaK U TEKCT, KakK MI0Ka3aHo HIDKe.

Co37aTh KOTHMIO 3HaKa U TEKCTa, UCTIO/B3Ys TA0MULY (CKPBITYIO).

CoxpaHUTb PUCYHOK BMeCTe C JaHHbIM TeKCToM B (aiine ITp_Word2_11.

e [IPOM3BO/ICTBEHHOE OB bE/IVIHEHVE
«3ABO/IbI TSDKEJION ITPOMBIIUTIEHHOCTH
POCCHIN»
11 Orobpa3uthb (GparMeHT JIeHThI peakTopa Word ¥ pUCYHKH OT/[e/IbHBIX 3/IEMEHTOB JIeHTbl. COXPAHHUTD

pucyHku B ¢aiine [Ip_Word2_12.

Dann lnaeHas Beraska PazmeTea cTpaHWubi CeBTEn Paccuinkm PeueHzMpoBaHWe
™ - * Aal . — | T ki e
J Times Mew Rc = 11 | A A Aaw | Uy | =i imwiaey | RS ﬁl T

;5«. Sy - J -

I=
I
(]
I
Il

-

BerasuTe » K F YU - abe x, x° 2~

Eyjpep obmeHa WpwdT AB3aL,

¥

(FL

Times New Re = 11 | A A | Aar A- M. K OF Y - ab? - J

I
-

Tekcmosbiii pedakmop Word. /labopamopHoe 3aHssmue Ne 3
Tema: CTpyKTypa JOKyMeHTa: pa3je/ibl, IapaMeTPbl CTPAHULIbI, KOJIOHTUTYJIbI

Pa3penbl

[nsi co3maHusi pasfie/ioB B [JOKyMeHTe HeoOXOAMMO BBeCTH KomaHy Pa3pbiB pa3pgena B
naHesb OBICTPOro [OCTyINa WM CO3JaTb HOBYIO BK/IQZIKy Ha JIeHTe C 3TOW KOMaHZoH (KoMaHza
HaXO/IUTCS B CITUCKe KOMaH/I,.

1. Co3paliTe JOKYMEHT, COJepXKallluid 5 pa3fiesioB, HauWHasg KaXAbld pasfen C HOBOU

CTpaHMLIBI.
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IIpumeuanue. [In1s1 BbINOMHEHUs] 3aJaHusl yJO00HO B3Th TOTOBBIM /OKYMEHT (Harmpumep,
JIOKYMEHT, TIO/ITOTOBJIEHHbIM Ha TMpakTUUeCKOM 3aHATHM 2 B (ailie 1oJ UMeHeM
(TTp_Word2_4.doc)) u pa30UTh ero Ha pa3zesibl.

1) Bo BTOpOM pa3gerie 3ajaliTe pa3Mephl cTpaHulbl 10x12 cM v niosist o 1.5 cM Kaxkzoe.

Pasmepbl ¥ mosig ycTaHaB/IMBaKOTCS uepe3 BKIaAKy Pa3merka crpanunsl - I'pynma
napaMeTpsbl CTpaHULbI - ClMCOK Pa3mep - /Ipyrue pa3meps! crpanuibl ( v [lons).

2) B TperbeMm pa3jesie yCTaHOBUTe abOOMHYIO OPUEHTALHIO.

3) B 4-m pa3gene cAenailiTe pamMKy W3 e/louek BOKDYr CTpaHULbl. [Isi cO3[aHUs paMKu
UCIosb3yeTcs BKIaAka I'maBHas - rpynmna A63ar - criicok I'panunel - ['panuna u 3aiMBKa -
BKJagka CTpaHuua.

4) B Tperbem, YeTBepTOM M IIITOM pas3jenax B BepxXHeM KOJIOHTUTYyJle  YCTaHOBUTE
aBTOMATHUECKYI0 HyMepalMi0 CTpaHWl] 3arjaBHbIMH JIATUHCKUMH OyKBaMH B cepefivHe
KOJIOHTUTY/1a. Vcrionb30BaTh BK1aAKy BeraBka — rpynmny Kos1oHTHTYIIBI.

5) B mepBom, BTOpOM U pa3jieniax B BepXHeM KOJIOHTUTYJIe TioMecTHuTe TekcT "Microsoft Word".

6) B mepBoM u IIATOM paszesiax B HIWKHEM KOJIOHTUTYJIe PacIionoxure TeKCT "HoBble
MH(pOpMaLMOHHbIE TEXHOIOTUM'".

7) Bo BTOpOM, TpeTbeM U UeTBePTOM pa3jiesiaX B HWKHEM KOJIOHTUTYJIe IOMeCTHUTe CBOIO
coOCTBEHHYIO (haMUIMIO C MHULMANTaMHU.

8) 3ameHuTe B MepBOM M MATOM pasfiesiax B BepxHeM KOJIOHTUTYJe TeKcT "Microsoft Word" Ha
PUCYHOK B BU/Jie TTOJIOXKKHU.

DopmyJibl

st ynobctBa paboTel ¢ hopmynaMy peKoMeHyeTcsl yBemuuuTb MaciuTtab zo 300%. Vcronb3ys
BK/I1aJKy BeraBka — rpynmy CumBosibl — @opmyiia, BeiiiTH B KoHCTpYKTOp hopmy.

n

y % M x?

2

Y X |

pl

Xi lu My
y 0

Cdopmupyiite 00beKTbI-POPMYJIBI, TIPECTABIEHHBIE HI)KE, IPUMEHSIST Pa3/THUHbIE 37IEMEHThI
KonctpykTopa dhopmyi.

, o XM limnzfiX.

n X i1l
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du q, .. Ui, X1 b1

a21 a22 aZn Xz b2

anl an2 ann X n bn

NnaBa 2. NMporpamma Microsoft Excel 2007 (2010)
Hekomopsbie ynydweHus 8 uHmepgetice Excel 2010 no cpasHeHuro ¢ Excel 2007

Jlenrta, npecraiieHHast B Bepcuu Excel 2007, ynpoijaeT Mouck KoMaH/, M (PYHKLMM, KOTOpPbIe
paHblile ObUTH CKPBITHI B CJIOXKHBIX MEHIO U TTaHe/siX MHCTPyMeHTOB. XoTs B Excel 2007 Mo>kHO Ob110
N,06aB/ATh Hy>KHble KOMaH/Ibl Ha TaHesb ObICTPOro JOCTYyTIa, CO3/jaBaTh COOCTBEHHBIE BK/IaJKU Ha
nenTe 6610 HeBO3MOKHO. Excel 2010 ro3BossieT co3aBaTh COOCTBEHHbIE BK/IAJKU U TPYTIIIbI, @ TAKXKe
IleperMeHOBBIBATh U [1epeyIiops0urBaTh BCTPOCHHBIE.

CBepieHusi 0 HacTpolike paboueii 00/1aCTH U YCKOPEHUH [IOCTYTIa K YaCTO MCTOb3yeMbIM KOMaH/[aM CM.
BbIllIe TIpU onrcaHuu uHTepdetica MS Word 2007 (2010)/

MS Excel — 370 miporpamma fjisi paboThl C 3/IeKTPOHHBIMU Tab/MLIaMH, BXOZSIasi B COCTaB
naketa Microsoft Office. C momoupto Excel mMo)kHO co3paBaTh M opMaTvpoBaTh KHWATU (HaOOPBI
JIUCTOB) [/Isl aHa/lv3a JJaHHbIX U TIpUHATHS Oosiee 0OOCHOBAHHBIX [IE/IOBBIX pellieHW. Hampumep, c
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TTOMOIbHO Excel MOXXHO OTCleXUBaTh AdHHbIEe, paBpa6aTbIBaTb MOJeJ/IM dHad/In3a [ddHHBIX, CO34d4BdTh
(bOpMYJ'IbI A1 BBIYMCJIEHUN C 3TUMH JaHHbIMH, CBOJWTHL [JdHHbBIE MHO>XeCTBOM CHOCO6OB, d TaKXKe
OT06pa}KaTL KX Hd HpOd)eCCI/IOHaJ'IbHO BBITVIAAAINX AWAdI'DAMMax pd3/IMUYHBIX BU/I0B.
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[l51st u3yuyeHusi JaHHOW MPOTrpaMMbl, YUMTHIBasi OTPAaHWYEHHOCTDb 110 BpEMEHU eé 0CBOeHMUsI
CTy/IeHTaMH, TIpe/ijIaraeTcsi paCCMOTPETh TSITh YPOBHEH eé M3yueHusl.

1. Habop gokymeHTOB (Tabsuil), X peAakThpoBaHue U ¢opmaTvpoBaHue. PacueT Tabsuil,
WCII0/Ib30BaHUe TIPOCTEMINX (YHKIMM, MOCTpoeHWe AuarpamMMm M rpadukoB. WHorga
3TOTO YPOBHSI OCBOEHMsI TPOTrpamMMbl BIIOJIHE XBaTaeT /il Cepbe3HOW MpaKTU4YecKon
paboThI.

2. Pabora c GonbliMM TabMUIAMUA W PsiJ] COMYTCTBYIOLIMX WM BOIPOCOB: I'PYMIHAPOBKA
CTPOK U CTOJIOL[OB, pa30reHne 1 (UKCAL[UsI OKOH, CKPBITHe JUCTOB U 1p.. COPTUPOBKa,
dunbTparus Tabur. CBoAHbIE TaOMUILIBI.

3. Pabora ¢ HazcTporikamu mporpammbl Excel. O6paboTka faHHBIX B mipefiesiax OZHOU M
HecKosibKuX KHUT Excel.

4. Pabora €O CIOKHBIMU M CHeLaIbHBIMKA (DYHKLUMSIMU, BXOZSIIMMH B TaKeT MacTepa
¢dynkuum Excel.

5. IlporpammupoBanue Ha s3bike Visual Basic for Application. Yro mno3Bossier
aBTOMAaTU3UPOBATh BBIMIOJIHEHWE TOW WIM WHOW TI0C/Ie[0BaTelbHOCTH JIeHCTBU,
JOTIOJIHATh ~ MHTepeiCc TpUIKEeHWs HOBBIMM OKHAaMW  [JMasora,  IaHeJsiMd
WHCTPYMEHTOB U, TaKUM 00pa3oM, paclIMpUTh BO3MOKHOCTH paboThI C JOKYMeHTaMHu.

B paHHOM mocoOuMM TIPUBOAATCS 3afaHusi K 1a00paTOpHBIM (TIPAKTUYEeCKHMM) 3aHSTHSM,

KOTOpble COOTBETCTBYIOT TIepBbIM TpeM YPOBHsIM OCBoeHusi riporpammbl MS Excel 2007

(2010). JlabopaTopHbIM 3aHATHSM O00sI3aTeNIFHO [IOJDKHO TIPe/IIeCTBOBAThH JIEKIJMOHHOE

3aHsTHe. (4-6 yacoB).

[Tocne 3anmycka mporpammbl Microsoft Excel B okHe KHWUTM cofiepXXUTCs Tpu jucta: Jluct 1,
JIuct 2 u JIucT 3, C COOTBETCTBYIOIIMMU SIPJILIKAMU BHU3Y OKHA. JIMCTBI MOXXHO Z00aB/ISTh, ILe/Kast
MBILIBIO Ha SIpJibIKe «BcTaBuTh MUCT». JIMCTBI MOXKHO yJaisiTh Yepe3 KOHTEKCTHOE MEHIO Ha sIpJbIKe.

Paboumii MCT pasjesieH JIMHUSAMUA CETKM Ha CTPOKH M CTO/OI[bI U COOTBETCTBEHHO K/IETKH.
Kaxp1ii cTonber] uMeeT UMsi, COCTOsIIIee U3 OJHOW WM ABYX OYKB aHrymiickoro andasura: A, B, C,
....,Z, nanee uayt 1o ase 0yksel AA, AB, AC u T.1. ViMeHa cTo/01[0B MTOMeII|eHbl CBEPXY TaOJHIIbI.

CTpOKU POHYMepOBaHkbI C/ieBa OT Tab/uibl. HoMepa CTPOK U3MEHSIFOTCS OT 1 U T. [,

Yucio MMCTOB, a Ha JIUCTe YKC/I0 CTOOLOB U CTPOK He OrPaHUYEHO.

JlabopamopHasi paboma Ne 1

Tema. Tabunp! 1 pacuer Tabumr. ITocTrpoeHne U HacCTpo¥iKa AMarpaMm. JKCIOPT U
HMIIOPT JOKYMeHTOB Mex/y nporpammamvu Excel u Word. Makpocbl. @opmaTupoBaHue
C/IOXKHBIX A0KYMeHTOB. I1o/jroToBKa JOKyMeHTOB K I1e4aTH U Ieyarhb.

3aganue 1. BBoj, pejakTupoBanue u popmaTrpoBaHue JaHHBIX

OcHoegHble npasuia:

1.BBog (opMyn HauvHaiiTe co 3HaKa =. BHyTpu ¢dopmysibl He [jorycKaroTcs 1poberbl, a B ajipecax
HICTIOJTB3YHOTCS TOJIBKO JIATUHCKKE OYKBBI.

2.3aBepiiaiiTe BBOJ B sUelKy U ee pelakKTHPOBaHWe HakaTMeM K/aBUIUM Enter [ coxpaHeHUs
BBITIOJTHEHHBIX M3MeHeHWH. [lyisi opMaTUpOBaHUs [AHHBIX HEOOXOAWMO aKTHBU3UPOBAThH SUEHKY C
JAQHHBIMU WM BbIJENUTh 6/10K stueek. OCHOBHbIE KOMaH/bl (hOpMaTUpPOBaHUsl BbIHECEHBI Ha 3aK/IafKy
nenTe! I'naBHas.

3.3aronoBoK Tab/mWIbl BBeAUTE B STUEMKY, Pacrioyo’KeHHYIO BbIllle CTPOKM, C KOTOPOM HauMHaeTcs
tabnurja. [11s1 IeHTPUPOBaHUS 3aro/IoBKa 10 MHPHHe Tab/MLBI BbIje/iuTe OJ/IOK siueek B IBYX CTPOKax C
3ar0JIOBKOM OT I1€PBOro [i0 Moc/ieiHero crosbua c Tabnuield U BbINONMHUTe KOMaHAy O0befMHUTH M
MOMeCTUTb B LieHTpe.

4.[1ns1 Beibopa ¢yHkrmu =CYMM() ucnonb3oBaTh BKIaAky I'maBHasi rpymmy PepakTupoBaHue
nanee kH. Cymma.
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['pymra crieruasyMcToB MOMyYWIa 3aka3 Ha u3jaHue MoHorpacdwuu.. Pacripesnenenvie paboTel U
BO3HAarpaKjieHue i1 KaKA0r0 aBTopa TpuBeJeHbl B Tabmwmile Ha puc. 1. Wcmomb3yss MS Excel,
co3paiite TabsUIly, BBeUTe MCXO/HbIE [JaHHBbIe, BLITIOJHUTE HeobOXoquMble pacueThl. (BHuManue! B
Tab/uie Ha Puc 1 moka3aHoO Kak HeoOXOAMMO JenaTh, a B Tabmuie Ha Puc 2 Moka3aHo, UTO J0/DKHO

MO/ YU THCS).
A | B | c | D | E |
1
2 |Hoeble MHPOPMALHOHHBIE TEXHONOTHH
3 | Fnaea Apstop Konuyecteo ctpanuy | MnaaTta 3a ctpanuyy Beero
4 1 MeaHoe U.H 5 150 =C4*0 4
5 2 Metpoe M1 20 100 =C5*D5
] 3 MeaHoe MM 25 150 =Ca" D6
7 4 Cngopoe C.C, 15 50 =C7* 07
8 5 Pomanenko K.K. |10 100 =C8*DE
9 B PomaHeHko KK, |7 100 =Ca*09
10
11 WToro =CYMM{C4:C9) =E10/CL10 =CYMIM{E4:ET)

Puc.1. NcxonHble gaHHbIe A1 pacueta

A B | c D E
; Hoeble MH$OpMALMOHHEIE TEXHOAOTHK
3 |Mhaea ABTOp Honmuecreo cTpadMy, |Mnarta 3a crpadydgy |Beero
4 1|Heance M. H 5 150,00p, 750,000,
5 2|Metpoe MN.I. 20 100,00p. 2000,00p.
i 3|Meance MK 25 150,00p. 3750,00p.
7 N Cnoopoe C.C, 15 50,00p. 750,000,
8 5|Pomanenko K.K. 10 100,00p. 1000,00p,
9 a|Pomanenko KK, 7 100,00p. 700,00p.
10
11 Htoro azr 109,15p. 8950,00p.

Puc.2. O6pazer /151 popMaTUpOBaHUS

BeirnonHuTe opMaTpOBaHKe B COOTBETCTBUU C 00pa3LioM, NpUBeJeHHOM Ha puC. 2.
CoxpanuTe Tab/IMUHBIN JOKYMeHT B daiiie JIab1.

3aganue 2. KonupoBaHue u nepeHoc (pparmMeHToOB

OcHosHble npasuia:

1. Beigenure ¢pparmMeHT Tab/IUIBI, KOTOPBIA HEOOXO[UMO CKOTIMPOBATh WK IEPEHECTH.

2. BeinonHuTe KoMaHly Ha naHeny I'ytaBHasi -KonupoBars /711 KOnMpoBaHusi Wiy Beipe3ars J1ist
repeHoca.

3. AKTUBU3UPYHTE sSTUeKY — IMO3ULIMI0 BCTaBKU (pparmeHTa (JieBbild BEpXHUHN yro).

4. BeinosniHuTe KoMaHay BcraBUTh.

OTkpoiire daiin J1ab1 (3amanue 1.).
Jlnst omipesiesieHHs1 CyMMapHOTO KOJIMYeCTBAa CTPAHMLI, HalTMCAHHBIX KaX[bIM aBTOPOM, a TaKXKe
JJIsl aHa/IM3a paboThI KOJIEKTHBA aBTOPOB COCTaBbTe ellle OAHY Tab/uily, IpUBe/ieHHY 0 Ha puc. 4 ( Ha
puc.3 TI0Ka3aHO Kak HeoOXoAuMo JiefiaTh, a Ha PUC.4, UTO [JOJDKHO TIOYUYUTHCS) HAa TOM >Ke JIUCTe, Ha
KOTOPOM HaxoAuTcst Tabmumiia puc.2 (3aganue 1.).
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B MakcuMManbHO BO3MOXKHOM CTeTleHW UCIIOb3yWTe KOMUPOBaHHe YiKe CYIIeCTBYIOLUX

(parmeHTOB.

BrinonnuTte q)OpMaTI/IpOBaHI/Ie JaHHBIX B COOTBETCTBHUMU C 06pa31_10M, MprBEI€HHOM Ha pHC4

CoxpaHuTe TabJIUUHBINA JOKYMEHT.

A B | c D | E | F | G |
[nasa AeTop Konwuecreo MNnata Beero Brnapg Aona
13 CTPaHWLY 33 CTRAHMULY aeTopa 3aTpar
14 1|HeaHoe M.1 =CYMM{C4;Ch) =D4 =C14*D14 =C14/C5158 =E14/E518
15 2|NeTpoe M.N. =CYMM{C5) =D5 =C15*D15 =C15/C5138 =E15/E518
1a 3|Cwpocpos C.C =CYMM{C7) =07 =Cle*D16 =C16/C518 =E16/ES18
17 4|PomaneHko KK, |=CYMIM{C8;C9) =D3 =C17*D17 =C17/CS13 =E17/ES18
18
19 WToro =CYMM{C14:C17) =E18/C18 =CYMM{ELLELT) | =CYMM{FLA:F17) | =CYMIM{G14:G17)

Puc. 3. O6uuit Buz Tabmuipl 1 GopMyibl AJ1s pacueTa

A B C D E F G

HonmwdecTeo MNnata Brnap Hona

; naea AsTop Bcero

13 CTRAHML, 33 CTRaHHLY AsTopa 3aTpar

14 1|Meanos M.H 30 150,00p. 4500,00p. 36,59% 50,28%

15 2|NeTtpoe MN.MN. 20 100,00p. 2000,00p. 24,39% 22,35%

16 3|Cugopoe C.C. 15 50,00p. 750,00p. 18,29% 8,38%

17 4|PomaHeHKo K.K. 17 100,00p. 1700,00p. 20,73% 18,99%

18

19 HToro 82 109,15p. 8950,00p. 100,00% 100,00%

Puc. 4. O6paser] a1 hopMaTHPOBaHUSI.
3aganue 3. Iloctpoenue guarpaMm

OCHOBHble npasuaa:

,[[]IH CO34aHHA OHUarpaMMBbI H606X0,£[I/IMO BBIJE/INTDh 010K AdHHBIX, Hd OCHOBaAHHWHW KOTOPLIX

CTPOUTCS IarpaMma.

B BbIfesisieMblid O/IOK /IaHHBIX BKJTFOUMTE HE TOJILKO YMCJ/IOBBIE [JaHHBIE, HO W 3ar0JIOBKU
CTPOK (CTOMOIOB), B KOTOPBIX OHM PACIIO/IOXKeHbl. 3arojloBKU OyJyT HCII0/Ib30BaHbI B KaYeCTBe

MO/THCEH 110 0CsIM (METOK) U /171s1 GOPMHUPOBaHUS YCIIOBHBIX 0003HaUeHUH (JiereH pl).

[Tpu BbiiesieHUH OJIOKOB C JAHHBIMU [ijIsl [IOCTPOEHUs AMarpaMm HeoOXoJuMo CoOM01aTh

[JIBa TpaBuU/Ia:

1. BbieneHHbIH (pparMeHT J0/KEeH COCTOSITh U3 PaBHOBEJIMKUX CTOJIOLIOB;
2. B BbIZenIeHHOM (parMeHTe He JO/DKHO ObITh 00beANHEHHBIX sTUeeK.
Ortkpotite ¢aiin JIabl. BeienuTe saHHble B cTobjax Agmop u Bkiad asmopa (siuetiku
B13:B17 u F13:F17). Ins noctpoenust KpyroBoii guarpammsel (puc.5) HeoOX0AUMO TieperTy Ha
BKJ1a/[Ky BcTaBKa, OTKpHITh criucok KpyroBasi v BeIOpaTh Hy)KHYIO arpamMMy.
Bknap aBToOpa

20,73%

36,59%

WeaHos W.W MeTpos IM.TT:
18,29%

Puc.5. KpyroBast quarpamMma, oToOpaskarolijasi BKJ1aZl aBTopa.
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CooTHOLWweEeHWe BK/1aga v 3aTpaTt

‘%na,u, aBTopallggasaTpaTt

60,00

%

50,00 |

%

40,00

%

30,00

%

20.00 MBaHoOB [MeTpos Cngopos PomaHeHkO
o n.n n.r. C.C. K.K.

10,00Puc.6. I'ncTorpaMma, otobpakaroliiasi COOTHOLIeHHe BK/a/ja U 3aTpar.

BriaésuTe maHHbIe B CTOsIOLAX Asmop, Bkiad asmopa u [oas 3ampam. [isi TIOCTPOEHHUS
T'ucrorpamMbPPPfic.6) HeoOXoauMO TIepeliTH Ha BKIaAKy BcraBKa, OTKpPBITH CIMCOK I'mcrorpamMma u
BbIOpaTh HY)KHYIO TUCTOTPaMMYy.

KpyroBass auarpaMMa W THCTOTpaMMa CTPOMTCS cpa3y. VHorga HeoOXOJUMO BBIJEIHUThH
MOCTPOEHHYI0 JyarpaMMy U NPOBECTH M3MeHeHue pa3Mepa LIpU(Ta WM pacTsHYTb JuUarpamMMy [jist
JIy4Ylllero UYTeHUst JaHHBIX B 11071 AUarpaMMBbl.

Coxpanute cBOIO paborTy.
Eciv BbI3BaTh KOHTEKCTHOE MeEHIO B TIOjie BCeil AuarpaMMmbl (puc. 7), TO MeHIO

npegyiaraet Tpu ( B TIPeIBIAYIIMX BEPCUSX OBIIO UeThIpe IIlara) OT/Ee/bHBLIX Ilara Tpu
TOCTPOEHUH [JUarpaMMBbl:

* VI3MeHWUTh TUM JUarpaMMbI;

* BriOpath JaHHbIE;

* [lepemeCcTUTh AUarpammy.
Bropoii miar (BeiOpaTh saHHbIe) Oosiee ogpobHO OyjeT pacCMOTpeH Jaree.
TpeTuii war (epemMecTUTh AUarpaMMy) B JUaJ0roBoM oKHe [lepemelrieHre JuarpaMMel Mpe/jiaraet
Pa3MecCTUTh JUarpaMMy Ha OT/IeJIbHOM JIMCTe WM Ha UMEOL[eMCsl, COBMECTHO C UCXOJHOM Tabuiiei.

Calibri [E =10 - A‘ A"’ CfEnacTe auarp - nepemmem,m AHarpammbl E |
K E¥E=E= é i ﬁ i ':_'? - PA3MECTHTE AHATPANHY:
,;H. BhipesaTe J{Jﬂ OHa OTAENEHOM MCTE: !ﬂ,narpammal |
53 KonwposaTe
ke T BT &) v mrerowencs vere: [ U
= :
1 hﬁ BOCCTAHOBWTE G OPMATUPOEAHWE CTHAA [ oK. ‘ l CTHMEHE ]
A WpudT... Puc. 8
il Msmenwts Tun guarpammet... Ecnu anist apiarpamm BeIOpaHbl 00beMHbIe (DUTYPBI, TO Uepe3
51 T'OB KH uc.7 MOXXH TBUTH IIOB T
*—1 BLIEPATE AAHHBIE. . ArdjioroBoe OKHO puc (0} 0 ocymmec OBOpO

00BeMHOM (DUTYDBI.

Ha puc.7 BBepxy ImoKa3aHa TMOSIB/ISIOLIASACS IIPU BbI30Be
)/ NoBopoT 06BEMHOMA GUIYpHL... KOHTEKCTHOTO MeHIO MaHe/b (JOpMaTHpPOBaHUSI pa3/IMUHBIX

| T i | obnacreii avarpamMMel. [Ipy BeIOOpe M3 crmcka obmactu

: | [MarpaMMbl 3Ta 00/1aCTh BBIJIE/IIETCS B TI0Jie  TUarpaMMBI

J71s1 eé opMaTHUpOBaHUSI.

[d] Mepemectute guarpammy...

HasHAYWTE MAKDOL...

| dopwmat o6nacTi AMarpamMMel..,

Puc.7
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3aganue 4.JKCNOPT ¥ UMINOPT AOKYMEHTOB Mex/y nporpammamu Excel u Word
U CO3/JjaHHe MPOCThIX CAUTOB

BcraButh uepe3 Oydep B gokymeHT Word Tabimuiy «HoBble WHGOpPMAaLMOHHbBIE TEXHOJIOTHH» C
micta Excel. BcraButh uepe3 Oydep B gokymenT Word auarpammy c smcta Excel. CoxpaHuUTh
JokymeHT Word.

3aTteM ellje pa3 coXpaHUTh JoKymMeHT Word uepe3 meHio ®ait-CoXpaHUTh KaK 10/, IPYTUM
rMeHeM, BbIOpaB Tur ¢aiina Web-crpanuia B ogHoMm daiine nnu Web-crpanmnia. [Tomyunm caidr.

3aganue 5. Bb10op AaHHBIX /IS IOCTPOEHHSA fUArPaMM U3 HeperyJ/IsIpHbIX Ta0/uLy
Ha puc.9 npuBejeH mnpuMep Hepery/sipHOM Tabiuibl. B Tabsuile MpoBefieHO 00BLeAUHEHHe

sueek, ¢ nH(opmaryeld Heo6X0JUMOU MPH MOCTPOEHUH AuarpaMM. Ijisi TIOCTPOeHusT TIPUBeIEHHON Ha
puc.9 fuarpammbl BbIie/sieTCsl TpU CTosibLa Ge3 3arosoBkoB: Mecs, Joxox u Pacxon.

Mecay HDoxon
Pacxopn
1|AHBape 25 23
2| deBpant 44 40
| 3| Mapt 50 45
! a|Anpens 15 14
5| Mai (=18] 55 | floxog
6| HMHE 45 43 B Pacxog
7 [Hne 33 30
B|ABrycT 20 18
9| CeHTROpD, 39 37
10| OkTAbph 12 11
11|Honbpb 54 52
12| erabpb 28 26
BriGop HCTOUMHMEA JaHHBIX
OWanasoH AaHHEIX LNA DWarpaMMs: o5
OuanasoH AaHHEIX CMWKOM CNOMEeH AnA oTobpaweHua. Mpu Beibope HOBOro OManasoHa CTapeli guanasoH Byoet
SAMEHEH.
= | =
3INEMEHTLI NErEHALI (pAAL!) MoAnKod ropU3oHTaNEHON 0o (KaTeropii)
’ “Eﬂuﬁgﬁmb ” 5 MsmenuTh ” >< ¥YaanuTe ] [E "_:'a]’l-"lm-'leuwrb ]
Hoxon AHBape e
Pacxon Despans
MapT i
Anpens
Maid w
I CHPBITHIE M NYCTEIE AYEKA I 0K ] [ OTMeHa ]
tr M|
Puc.9
TTocne IMOCTPOEHUsA ArdrPaMMBbI BbI3bIBAETCS
MameHe HMe paga
KOHTEKCTHO€ MEHI0 U ITYHKT BblﬁpaTb AdHHBbIE. B
Wma pana: JIEBOM UacTW YJanisitoTCsl JJeMeHTbl JiereH/bl
5 WTE [ (psAzpl). 3aTeM HaKMMaeTcs B JIGBOM OKHE KH.
E Jlo0aBUTHh U B TIOSIBUBLIEMCS OKHe VI3MeHeHue
=1} - psza (puc.10) B mosie Vimsi psija BBOJUTCS 11{@/TYKOM
[
MbIlIM KieTKa [Joxox, a B mosie 3HaueHus, IOcC/e
o< | [ omea || ero OUMITIEHUs] BBOJUTCS [iMaria30H uKcesl CTosbIa

Hoxog. Oniepanust TOBTOPsieTC /11 KJ1eTKu Pacxon
Puc. 10
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W [uara3oHa uucen cronbiua Pacxoz. Tak Kak Tpu yJaneHUU DsIOB aBTOMaTUUeCKH YAassieTcs U
cozepxanue nojs [lognucy ropusoHTanbHOM OCU(KaTeropuM), TO B JieBOe MoJie, HakaB KH. I3MeHUTh
Ha/I0 BBECTH /iMaria3oH MecsitieB c SIHBapsi 1o [ekaOpsb.

WHorzaa B fuarpaMmme HeoOXOAMMO TI0 TOPU30HTAILHOM OCH PacTio/IOXKUTh ToXKe urcia. Ecim
TaKOW YMC/IOBOM CTOJIOWK BbIIE/TUTH COBMECTHO C APYTUMH UHC/IOBBIMH CTOJIOLIaMH, TO OH OyeT
CUUTATHCS YMCIOBBIMU JAHHBIMU U 110 HUM Oy/IeT CTPOUTLCS Juarpamma. B 3Tom ciiyuae AriarpaMMa
TaK)Xe CTPOWTCS B /iBa dTara. CHavasa BbIZe/ISIOTCS TOJIBKO YACTIOBbIE CTOIOIBI /I/1s1 TIOCTPOEHUST
JlyarpaMMbl. 3aTeM T0C/ie TIOCTPOEHUS AMarpaMMbl BbI3bIBAeTCSI KOHTEKCTHOE MEHIO U MYyHKT BriOpaTh
JAAHHBIE. B [IPABOM TI0JIe ZIMa/IOTOBOTO OKHA BHIOOP HCTOUHMKA JAHHBIX /100aB/ISIeTCs] UMCTIOBOM
cTonber] /715t TOPU30HTA/IbHON OCH AMarpamMmbl.

3aganue 6. ITocrpoenue AuarpaMm u rpaukoB C JByMs 0CSIMU

= [TocTpouTth  TakWe JAuWarpaMMbl  OOBIUHO
iHBapb ; ;888 of’ yAaercs B mporpammve MS Excel 2003. | [sgusaps 1
MeBpanb 3 90’000/" [ToaroroBerTe ABe Tabmumpl Puc.11 u Puc.12. DeBpab 2
apT +— 21 | TIpy TOCTPOEHMH JAWArpaMMbl [0 [JaHHBIM Mapr 3
Anpenb | 4 | 100,00%
Mai 51110 00% Tab/uIel prc.11 Ha TIepBOM IIare BhIOEpHTe B Arnipens 4
MioHE 6 120:00% 3aknagke Hecrangaptaele  Kiaccuueckyro Maii 5
Mo 21 1000%| | CMelIaHHyi0 rucrorpamMMmy (repBasi OCh JIsi V1oHb 6
ABryct | 8 20'00% rucTorpamM,  BTOpasi [y rpa@uKoB). Wronb 7
CenTsbp| 9 | 30,00% [MTocTpoiite ariarpammy puc.13. ABrycT 8
b 3areM 1O JaHHBIM  Tabmuupl  puc.12 | |CeHtsbps | 9
OkTs6pb| 10| 40,00%| | aHAJOrMYHO MOCTPOWTE JUArpamMmy puc.14. Oxrsabpe | 10
Hos6pb 11| 50,00%| | M3meHuTe Tur BTOpO¥ Auarpammbi ¢ rpaduka | [Hosope 11
Nexabpul12] 60,00%| | Ha rucrorpammy u moctpoiite guarpammy | [ZexaGpe | 12
Puc.11 puc.15. [IprmenuTe pasHble 1[BeTa JJ1s -
0TOOpaykKeHus uarpaMM ¥ OCeH. AuBaps 70,00%
®deBpasb 80,00%
Mapr 90,00%
14 140,00 Arnpesnb 100,00%
2 000 Mait 110,00%
o 00 YioHb 120,00%
% Vionb 10,00%
o [m=—ra ABrycr 20,00%
L 60.00 —— Paanl
o CeHTs0pb 30,00%
[ 40.00 OKTs6pb 40,00%
L 20,00 Hosi6pb 50,00%
| o0 Jlexabpn 60,00%
q  oe Mo A :I " MW A Cen Ok H [le *
A L Puc.1
a b T e b b y b 6 b 2
p n c P
b b T Pric.13

[TocTpouB npuBeZieHHbIe JUarpaMMBI ¢ AByMsi ocsiMu B iporpamme MS Excel 2003,
coxpaHuTe (haiis ¢ AuarpaMMaMy Ha JIMCTe. 3aTeM OTKpouTe 3TOT dhaiin B mporpamme MS Excel
2007 nmm 2010. Bel yBUUTe IOCTPOEHHBIE paHee AuarpaMMebl. Beiiedre juarpaMMy,
akTUBHpyeTcs BKIaka KoHcrpykrop. Haxkxmure Ha KH. CoxpaHUTh Kak 11ab/10H, OTKPOeTCs
[IMaJIOrTOBOe OKHO COXPaHeHMsl B marke 1maboHoB 1 aguarpamm Charts. CoxpaHurte 111a6J10H,
Hanpumep 1o, umMeHeM I'padmk_aBe_ocu. Tereps Mpu MOCTPOEHUM MOJ0OHBIX [UarpaMM Ha
BKJIa/ike BcraBka BeiOnpaercs: Bee Tunbl guarpamm narika ITaésmonsl. B 3ol nanke
BbIOMpAeTCst Hy>KHBIM BaM 111a0JI0H.
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14 140,00%

L 120,00%

- 100,00%

L 80,00%
= 52

—— P g

- 60,00%

- 40,00%

L 20,00%

+ + t t t u + + + t t t t 0,00%
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mPan2
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0

1
-
—
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°
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o g 3Ty V,«sg@ﬁ

Puc. 15

3apanue 7. Makpocsl

1. Co3panue makpoca. bygem co3paBath Makpoc, KoTopbiii Ha ucte Excel B sueiike K1 (wiu

Jpyro# 1o BeIOOpY) hopMuUpyerT:
TekcT @amuiua Umsa OtuectBo; mpudt Times New Roman; pasmep 16; 1iBeT KpaCHbIi;

HauepTaHue [1oy)KMPHBIA KypCHB.

o co3ganusi Makpoca HeOOXOJUMO YTOUHHUTH BCe JIeMCTBUS, KOTOpble OYAYT OCYIeCTBISTHCS
MpU €ro co3jaHuu (T.e. HaJ0 MpoJenaTh Bce AeicTBUsi Oe3 3ammcu). Byaem co3maBaTh MakpocC st
KOHKDPeTHOMN KHUTH (MOXKHO CO3/IaBaTh /il BCeX KHUT).

3aknagka Bug — Makpocel — 3anuch Makpoca, B TTOSIBUBLLEMCSI OKHE «3anucb MaKpoca» BBeJuTe
MMSsI MaKpoca, HallpyuMep CBO (aMu/nio, B 1ojie «CoXpaHUTh B» BbIOEPUTE TEKYIIYIO KHUTY U JjaiiTe
omnMcaHue Makpoca B 1oJie «Onucanue».

B jaHHOM OKHe /IJ11 MaKpoca Heo0X0IMMO Ha3HaUWTh KOMOUHAIMIO KiaBuill, Haripumep Ctrl — A.
Haxxmute OK.

C 3TOro MoMeHTa HauMHaeTCs 3aMlKcCh MaKpoOcCa.

AxtuBusupyuTe siueiiky K1 u BBegute Tekct @amummsa Mma OTuecTBo, a 3ateM (popmaTupyite
cogeprxanue siueriku K1:

¢ mpud Times New Roman; pa3mep 16;
®  I[BeT KPAaCHbI; HauepTaHue ITo/y)KUPHBINA KypPCHB.
OcrtaHoBwUTe 3anuch Makpoca uepe3 Bkiaaky Bug-Makpoch.
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Ypnanure Bce B sueiike K1, BbljenuTe siyeliky, fAajee BKaagka I'1aBHaA —crnucok OUYMCTUTB
(cripaBa HWKe KHOIIKK aBTOCYMMBI)(MeHto [TpaBka-OunctuTe-Bee).

2. IlpocmoTp co3gaHHOro Makpoca. Bribepute Bknaaky Bujg — Makpockl- Makpochl.
OTKpoeTcs 0KHO Auanora «Makpoc».

BribepuTe U3 criMcka uMs co3laHHOro Makpoca. HaxmuTe kHONKy Vi3MeHHTB. OTKPOETCS OKHO
pemakTopa Visual Basic. B mpaBoii yactu skpaHa Oyzet rnomeineH BbIOpaHHbIM Makpoc. OrjeHuTe CBOM
TPyA. B OkHe pefjakTOpa MOXKHO MPaBUTh OLLIMOKH, HO BbI 3aKpoiiTe OKHO pefiakTopa 6e3 mpaBKu.

3. 3amyck Makpoca KoMOuHanue# KiaaBum. Haxvute ogHoBpeMeHHO fBe Kiaapuiu Ctrl — A,
Ha qucte B suerike K1 gomkeH nosBUTbCS TekeT @amuams WUma OTdecTBO B 3a7jlaHHOM

dbopmare.

Y panute Bce B siueiike K1. Y ganurte Makpoc.

3apanue 8. Pacuer peHTade/1bHOCTH (PrpMBbI
A) Vcrionb3yroTcst Tab/MIIbI /71 pacueTa peHTabelbHOCTH HeOOobIIoN (GUPMbI M JOKa3aTeTbHOU
WITFOCTPALU 3TOU peHTabeTbHOCTH.
[MepBasi Tabsvija CO/EP)KUT CBefleHUs O pacxojax ¢upmbl B mepBoM Tmoayroguu 2008 .
Pacxogpl, paBHO Kak M J0XOZbl paclycaHbl MO CTaThsIM, UX COCTaBJISIIOLMM, a TaKXe 10 MecsLam.
[Mocneguuii cTonber] cofeP)KUT UTOT MO KaXKJOW CTaThbe 3a pacCMaTpUBaeMblii MepUOJ, a TIOC/e[HSIs
CTPOKa — UTOT I10 BCeM CTaThbsIM PacX0Z0B 3a MeCsL].
B panHol Tabuile ucronb3oBadbl hopMysibl (cM. Tabmuiy 1)

Tabmmmal.
Al B | ¢ p | E | F | 6 | H 0 K
L o Bug sampar JaTpatel o HecALan : Beero
2 fAuBape MeBpans Mapt Anpens Maii Hioub
3 1 Apenga u penonHt =CYMW{D3:13)
4| 2| Nokynka obopysosanna =CYMM{D4:1)
5 3] MNoarot. Mepconana =CYMM{D5:15)
6 4 Peknama =CYMM{DG:15)
7
8 Beero =CYMM{(D3:D6) |=CYMM(E3:EG) |=CYMM(F3:F6) |=CYMM(G3:G6) |=CYMM(H3:HE) i=CYMM{I3:16) | |=CYMM{K3:K6)
Tabsuiia 2.
Al B | C . D | E | ¥ 5 H o K|
] He (TaTen goxopa Mloxogs! o wecauau - Beero
12 Anaps depans Mapt Anpens Maii HioHb
13| 1 | Mponaa merommmeckon nutepatyphl 300 |=D13+4D13'$E824 |EAE1SES24 (=F14F139ER24 |=GI3+GA3SER2S |=HABHHT'EZS  ||=CYMM(DIZN3)
14| 2 |Oopaszos|00y4enne knenToB T00 |=DA4HN ' SER24 |-ELREAPSER2S (=FIBFISESE |=GIRGIASES2E |HAeHIZ4ES24 | |=CYMMDI41)
1E 3 | yenym (Koncynetaumn 550 |=D15+015'$ER24 |<E1S+E15'SER24 1=F15+F15ES24 |=GIS+GISES24 |=H1G+HI5'4ES24 | |=CYMM(D15:115)
17 Beero =CYNM{D3:015) [=CYMME3:E15)|=CYMM(FA3:F15) =CYNM{G13:615) [=CYMM{H1 3:H15) |=CYMM{I3:H5) ||=CYMMK13K15)

loXo/Ibl TIO CTaThsIM TIPe/CTaB/IeHbI BO BTOPOM Tabsuile. YPOBeHb [JOXO/I0B B TIpUMepe TMoKa3aH
W3 pacueTa yBeJMUeHHUs J0X0/I0B 0 KaK0ou cTaTtbe Ha 5%.
B TpeTheii Tab/Hile BbIUKC/IEHA Pa3HOCTh MEXKY 3aTpaTaMHy U I0X0/IaMH 110 MeCsILjaM.
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B pabore (puc. 16) mpencraeneHbl fBa rpaduka. IlepBbifi rpaduk WUTFOCTPUPYET pacrpefiesieHre
JIOXO/IOB, TIOMy4YeHHe KOTOPBIX OXKHM/IAeTCs B TeUeHHe TePBOT0 IMOIyTrofusl JesSTeTbHOCTH (DUPMBI, TI0

CTaTbsAM.

Ha BTOpOM rpaduke npezcTaB/ieHO COOTHOLLIEHUE JOXO/0B U Pacxo/l0B MO MecslaM, a TaKkxe
10 UTOraM rnoayrogus. 34ech «Psag 1»-noxonsl, «Psn 2»- 3aTparsl.

Tabnuia 3.
Al B C D E F 5 H | K
23] Tlporvoaupyentsli Tewn yeenwuenua goxoga 005
r CTabh ABaph tespans Mapt Anpens Mait Hiokb Beero
] Nloxogel =D17 =17 =F7 =617 =H17 =[] =K17
il Pacxopr =08 =Ef =Fg =(8 =Hf =l§ =K§
Ell Wroro =027.028  |=E2TE8 SRR =G2T.G28  |=H2T-H2B =[27128 =K27-K28
Al B C D E F 1.6 ]| H il K L W N ) P o R
1 SETEETE 0 MECALES
§ e - e | espans | wepT |aperns | wed | mos e
3| 1 | Apegampewoer | 600 | 105 | 105 | 105 | 105 | 105 | | 628
t 2 | Normeobmg | 1500 | 1000 | 0 | 500 | 150 | 2000 | | 5150
5| 3 | Togormepowara | 500 | 500 | 500 [ 200 [ 200 [ 2w [ | 210 Fepaams ease 2
6] 4 PeErava 300 | 20 | 00 | a0 | 200 | 10 1200
g B 200 | 17905 | 611 | 01 | w1 | 21| | o
] SETHET Tt o
1a - =
11 D 00 MECHIES
& e ’ e | pespans | wepT |apens | wed | mos e
| MRDENETOR | oy | s (33075 |3 |mess || | 200s e
iy TTEETpE pal'y
L i&m 700 | 7 |wi7s|ei0ae |esoss | sa | | e
oo
3 | ™ ”:""'J__I‘m* s50 | sms  |eo63s|ecee |seass || | s
15
1El /00
17 Bgen 1550 | 675 |70 17943 | ek [1oraz| |fosizee||
13 st
18 \
2300
20 ~
3 :
= 2000 3 -__*__;l‘_
23 | MipOr-oanpyeREah TEWE YEERMEHAR DOIATE o = / —— oo
o | &% L ! —l— P g
1 1000 B |
% iy | pespans | wepT [apers | wed | mos | | Boemw N e
7 e 10| feavs| 1708] 17ed| 8B4 1o78 05| =00 & b
3 [Pacings w00 1705 61| 101 Seas| 21| | siesd
2? =]
# o 1= -3-‘EI J025| TERE|faial 303 1-“-'9. mampe $TaTare MEST  BTESER AR [

i
=k

Puc.16
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3apganue 9. MaTemaTuueckue ornepanuu

CnoxeHnue: + Bbluuranue: - YmMmHoxenue: *

Jenenue: / Bo3Bejgenue B crenenb; A

[TpousBecTy BbIunc/ieHUe (PYHKIMOHA/IBHOTO psifia:
(1+1/Q*x/B)AM)+ (1+1/(2*x/B)A2)+ (1+1/(2*x/3)Al)+.......+ (1+1/(2*x/B)An)

(1 1/2*X/B)\n),

nl
msn=10, x=2, B=0,5.
755t BBIUMCIeHUs 110 opMyJie HeoOXO0ZAMMO MOATOTOBUTE TabULy U TIPOU3BECTH
CyMMUpOBaHue yepe3 BKIaAKy ['y1aBHasg-ABTOCYMMa.

A, | E | e |
1 |In 10
2 = 2
3 |B 0.5
4
5 n DyHELHH
5 1 =1+1/{2*"%B%2/$B%3)~ A& 1.125
F 2 =1+1/2*%B%2/%B%3)~ A7 | 1.015625
(5] 3 =1+1/2*%B%2/%B%3)~A8 | 1.001953
= 4 =1+1/2*%B%2/%B%3)~A% | 1.000244
10 b =1+1/{2*"%B%2/$B%3)~ A10 | 1.000031
11 G =1+1/{2*"%B%2/4B%3)~A11 | 1.000004
12 T =1+1/{2*%B%2/$B$3)~ A12 1
13 g =1+1/{2*%B%2/$B%3)~ A13 1
14 bt =1+1/{2*%B%2/$B$3)~ A14 1
15 10 =1+1/{2*%B%$2/$B%$3)~ A15 1
165
17 Cynna =CY¥MM{CG:C16) 1014286

3aganue 10. [ToaroroBKa, pejakTrpoBaHue u (popMaTHpPOBaHue JOKYMEHTOB B
3/1IeKTPOHHOM Tabuie Excel

3apanue s reyaty «CmeTa». Heo6xo4MMO MOATOTOBUTE 3TOT JOKYMEHT, TIPOU3BECTH
BBbIUMCJ/IEHUS] U OT()OPMaTUPOBATh €r0 POBHO Ha OJJHY CTPaHMULLY.

B npaBom BepxHeM yriy cTpaHuLpl co «CMeToii» BBeguTe cBoro @amuauio 1.0.

Cronbup! 7 1 8 acuntbiBatoTcsi. BHU3Y IOKyMeHTa B siueiKu BBeZieHb! hyHKIY [laTa-pemsi-
Cerognsi. OTa pyHKUYs (popMUPYyeT HOBYIO /IaTy MPH KaXKI0M OTKPBITHH (haiina C JOKYMEHTOM.
ITeuaTs (Ha MpUHTepe) JOKYMEHTOB B 3/IeKTPOHHOM Tabmmiie Excel.

Heo06x0A1MMO yCTaHOBUTB MTapaMeTphbl CTpaHULIbI (BKIagKa Paiin-ITeuatb-ITapaMeTpsl CTpaHULIBI.
Ocy1ecTBUTS NpeiBapyTe/IbHBIN IPOCMOTP Iepes; IevyaTbio U Harevyararthb Ha npyuHTepe CMeTy Ha
OJIHOU CTpaHHLIe.




34

YTBEPXX[AHKO O6pa3sey 07151 ne4amu
Ha4vanbHuk O3ep>xnHckon 033 ®amunus Cnywamerns (CmyoeHma)
A.B. YHEPHEL
3akas34yuk: [3epxunHckasa 033
v 2010 r. Mogpsanynk: CK )KNB
Kypc $ 29,056
CMETA
Ha PEMOHT MSAFKOMN KPOBJIN XKNJIOT O
noma no yn.larapuHa, 25
Ne | O60cHOBaHUe HaumeHoBaHue pa6oT EAun. | K- Cr- | Obwas ct- | LieHb! B
usmep. | Bo | Tb.ea. CTb $
1 2 3 4 5 6 7 8
1 46-95 Pa3bopka MArkom KpoBau 100 Mm% | 4,5 8,2 36,9
2 46-37 OT6MBKA LITYKATYPKN C 100m%2| 0,4 | 12,8 4,48
ObIMOX040B
CMeHa NpUMbIKaHU 13 5
3 P8-213 OLIMHKOBAH.CTaM 100 m%| 0,7 133 93,1
P3-52 MNepeknagka KUPrnM4YH. KapHU30B 100m | 0,1 | 4733 473,3
5 P8-101 CMeHa KapHM3HbIX 100m2| 1,1| 194 213,4
CBECOB 13 OLMHKOBaH.
CTanu
6 PlI-1-1 PEeMOHT LITYKaTypku abiMmoxogos | 100 m*| 0,4 | 127,92 44,772
7 10-249 Cbopka KapHU130B M2 11 0,89 97,9
0
i YCTpPONCTBO KpoOBEb 2
8 12-82 PYJIOHHbIX CKaTHbIX 2 X PM 100 Mm% 4.5 255 1147.5
350 n 3awmnTH. PK
MOHTa) orpa>koeHunm us
9 12-283 COpPTOBO 109 M| 08 107 85,6
cTanm
YcTpoicTBo 064en0K B MecTax
10 P8-243 NMPUMbIKaHNA K Tene/panno MecT | 11 42,8 470,8
CTOMKaM U K DaHOBbIM CTOSKaM
CHWMN 446-82
11 np.3 n.12 BepTunk.gononHUT. TpaHcnopT TH 4,1 5,2 21,06
YCTp.BpeMEHHbIX 5
12 46-150 3alUNT.FOPU3OHT.OFparKAeHU’ 100 m*| 0.8 150 120
13 17P-66 OuuncTtka Tepputopum ot mycopa |100TH| 0,1 82,4 8,24
14 310-25 BbIBO3 Mycopa TH 10 1,68 16,8
Mepeknalka Oros0BKOB TPy6 C 1000
151 p1025 P10-26 nob6asneHnem 50% HOBOro M2 0.211512,35) 302,47
Kupnunya
NTOro: 3143,32
2
Ck 1,186 HaknagHble pacxonbl 3727,98
Ck1, 08 MnaHoBble HAKOMAEHUSA 4026,22
NTOro: 4026,22
cK
BpeMeHHbIe 34aHNS 1 COOPYXKEHUS 1,025 4126,87
cK
3MMHee yaopoXKaHue 1,025 4230,05
cK 4399,25
Pe3epB Ha HenpeaBUAEHHbIE 3aTpaThl 1,0
4
Bcero B 6a3uncHbIx LeHax 1984 roga 4399,25
cK
NHaekc nepexoda B LeHbl 1991 r. 1,59 6994.,80
cK
NHpekc nepexona B LeHbl 1999 r. 10, 75543,8

8
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HOC 18% 13597,9
0

BCEIO c 89141,7
HAOC 7

CmeTy cocTaBun H.H.MeTpos
DaTa - ®yHkuusa "CerogHsa"

CmeTy npoBepus A.A. BaHoB
HOaTa - ®yHkumna "CerogHsa”
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JlabopamopHas paboma Ne 2

Tema. PabGora ¢ OonbmIMMHM  Tal0IHUIIAMH
CopTupoBKa u ¢puabTpanus Tad/un. JJOKyMeHTbI C/TUSTHUS

V3 nanku IlpemopaBaTe/nb CKONMMPOBATh B CBOIO Manky (aiin CHHUCOK_HOBBIM C 6a3oif
JlaHHbIX abWUTYpHEHTOB, rocTynarwlux B BY3 B Buge Oosbiioro crivcka. Co3zaTh B CBOeM Marke
BTOPYIO KOIUIO CIMCKa, coxXpaHuB ¢aiin CHHUCOK_HOBBIM ellje U Moj ApyruM uMmeHeM Cmucokl.
3aganus no CoprtvpoBke U PubTpaluu NpoBoguTh HafA (aitinom Cmucokl, a JOKYMEHT C/USHUS
co3zaBarth C (aiinoM CMcoK_HOBBIM.

Pabora c 00o1bIIMMH Ta0/IMIIAMH

OTKpbITH U paboTarts c ¢aiinom Crucokl.
1.1. JlobaB/ieHHe U yJa/ieHHe CTPOK U CTOJIOLI0B
Jlo6aBieHHe CTPOK U cTO/I0LA. BhiJieMTh siueliky, CTPOKY WM CcToji0el], OTHOCUTETbHO KOTOPBIX
OyZeT ocylecTBasSTbCS BCTaBKa. [laee KOHTEKCTHOe MeHIO BcTaBHTB... W BbIOOp 37eMeHTa
BCTaBKU.
YpaneHue cTpok M cTo/0L0B. BbiennTh siueiiky, CTPOKM WM CTOJIOLIbI, KOTOpbIe MOZJIeKaT
yzaneHuto. /lanee KOHTEKCTHOe MEHIO Y AQ/IUTh... U BBIOOP 3/1eMeHTa /1/1sl y/a/leH sl
1.2. CKpbITHE CTPOK ¥ CTO/IOLIOB.
BbizieMTh CKphIBaeMble CTPOKH (CTO/OLpB). [laiee KOHTEKCTHOE MeHI0 CKPBITh.
OtoOpaXkeHHe CKPBITOro
BbieMTh CTOOLBI (CTPOKH) C 3aXBaTOM C/IeBa U CripaBa (CBEPXY W CHHU3Y) CKPBITBIX CTOJIOLIOB
WM CTPOK, Jjajiee KOHTeKCTHOe MeHio IToka3ars.
1.3.CkpbITHE JTUCTOB.
B CKDBITBIX JIMCTaX BCe JaHHBIE U Pe3yJ/IbTaThl BEIYMCIEHUN COXPAHSIOTCS, HO OHU CKPBITBI
OT TpOCMOTpa. [I/is1 CKPBITHS JIUCTA IIeJIKHUTE Ha SIPJIbIUKe JICTA, KOTOPBI XOTUTE CKPBITH IPABOM
KHOITTKOU MBIIIY U BbIOepUTe MyHKT CKPBITh.
17151 oTOOpaXkeHUsI CKPBITOTO JINCTa HEOOXOJUMO BbI3BaTh KOHTEKCTHOE MEHIO Ha JTF0060M
SIpJIbIYKe JTUCTa KHUTH. [1pu BeIOOpe TyHKTa IToKa3aTh TOSBISETCS CITUCOK CKPBITHIX JIMCTOB KHUTH
[u1s1 BBIOODA.

1.4. I'pynnupoBKa CTPOK U CTOJIOLOB.
BbizienuTh TpynmvpyeMble (CKpbIBaeMble) CTPOKH (CTosOLpl). Bkiagka JJaHHBIe— TPyTIa
Crpykrypa - I'pynnupoBars.
TTostB/IsIeTCST TMHKST HA MECTe CKPBITBIX CTPOK (CTO/OLIOB). EC/ 1ieNKHyTh Ha -- TO MPOW30UET CKPhITHE
v riosiBuTcs + . [1e/TuoK Ha + JjaeT pacKphITHe paHee CKPBITHIX CTPOK WJIM CTOJIOIIOB.
Pa3rpynmmpoBKa CTPOK ¥ CTO/IOLIOB.
BeIe T CTPOKM U CTOMOIBI, KOTOPbIE XOTHUM

(=181
- _ p— pasrpynmnupoBsars. Bkiagka JlaHHBIe— rpyIina
£ HoBoe okHO = _
= =y o = Crpykrypa - PasrpynnvpoBars.
¥NopagodnTe BCe : .
i - A 1.5. Pa3z0uenue u ¢uKcanys OKOH.
|1 3akpenuTe o6nacw - pagouyio 061acTh Ha Z0posKKe CKPOJUIMHTa HaXO/ATCS MapKephl
= JaKpenuTb oGAACTH pasbueHus, TIepeTacKUBaHWe KOTOPBIX I03BOJISIET
BrigeneHHEIE CTPOKKW W cTONBUL BCErAa ByayT 6
EWJHEI HA 3KPAHE B0 BPEMA NP OKPYTEW AWCTA. pasouTb OKHO Ha /JBe WIM YeTblpe YacTu.
3aKpEnWTL BEPXHEOH CTPOKY [NosiBnsieTCs1 HECKOMIBKO JIMHEEK MPOKPYTKU (OfHa,
:l BepxHAaa CTPOKA BLETAA BYAET EMAHA H3 [iBe WM TpY). B pa3nnuHbIX 4acTIX OKOH MOXXHO
IKPaHEe B0 EPEMA NPOKPYTEN AWCTA, o o
3 otoOpakaTb pa3Hble YaCTU OJHOW U TOH XKe
— FAKpennTh NEPELIA CTONBEL | .
MepBbli ToONGEL BCErga BYAET BMAEH Ha THGJII/IL[LI (OAHOFO JII/ICT&). OOBLIUHO B BEpXHEU
g e b b il bl i YyacTh 0TOOPa)KaroTCs 3aro/IoBKH CTOJIOIOB.

Pa36ueHue JIMKBUJUPYETCA TEPETACKMBAHMEM MAaPKEPOB B UCXOJHOE COCTOSAHME.
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duKcanysa 0KHa moc/ie pa3oueHus. /17151 60/bIINX TabIHL] YaCTO HeOOXOAMMO 00eCTIeUunTh
oToOpaskeHHe 3aro/IOBKOB CTPOK, CTOIOIIOB WM 00/1acTeil. 3TO OCYIIeCTB/ISIETCS Uepe3 BKIAJKY
Bup (cm. puc).

OO6parHasi oreparysi OCyILeCTB/ISIeTCS uepe3 3Ty ke BKIaAKy Buj - 3akperuieHue o0s1acTv —
CHATBH 3aKpenvieHne 00/1acTH.

Kcraty nipy KormpoBaHHY O0/TBITIX Tabswr] uepe3 Oydep HeoOX0IMMO CKPOJUTHHTH
TeperHaTth BBEPX WM BJIeBO (OJUWH Uy 00a) [0 TOsIB/IeHHsT Hauasia Tab/MIIbI, a TOJIEKO
TOTOM OCYIIIECTB/IATh BbI/le/IeHUe TaOJUIIbI /IJ1s B3ATHS e€ B Oydep.

1.6. Ucnonib3oBaHue popMbl //isi A00aB/IeHUsI, U3MEeHeHHUsI WIH y/la/IeHUsI CTPOK B CITMCKe.
Wnorpa ¢ popmoii yobHee paboTath, T.K. yMeHbIIAeTCS T10Jie //Isi aKTUBHOU PabOTHI.
Pa6otarts ¢ daiinom Excel (Criucok1). Kak npaBuso, komanay ®@opma HeoOXoauMo 00aBATh Ha
naHeJib OBICTPOTO AOCTYTIA WK Ha BKJIAJIKY.
® YCTaHOBUTh KYpCOP B CITUCOK. Bbi3BaTh — @opmy. PaboTath ¢ nonsiMu (hopMbl
1.7.ITouck B Tab/mue. [TorcK OCyIeCTB/ISETCS Ha BCEM aKTUBHOM JiMcTe. VIcnob3yeTcst
BKnazika I'ytaBHas - HaiiTi U BeifeuTh - HaTu. /1151 moucka B rosie HauTu BBOAUTCS
CJI0BO, hparMeHT CJIOBA W/IM COUETAaHUs 3HAKOB. [Ipy 3TOM MOXXHO UCITO/Tb30BaTh 3HAKU
?-m000l OIVH 3HAK B JAHHOM MeCTe WM *- TH000€e KOJTUUYEeCTBO JIF0ObIX 3HAKOB B JAHHOM
MecTe. Haripumep, /s morcka tenedoHa (831)65-62-51 Mo)kHO BBeCTH *65-62%*.
1.8.ITouck u 3ameHa B Tadymne. [ToMcK 1 3aMeHa OCYILeCTB/ISIeTCs] HA BCeEM aKTHUBHOM
mucre. Vicnionb3yetcs BKajgka I'naBHas —HaiTi ¥ BbIAeNTh —3aMeHUTb. [11s
roucka B mosie HaTu BBOAUTCS C/I0BO, (hparMeHT CJIOBa UM COUETAaHHUs 3HAKOB, a B
1oJjie 3aMeHHUTh BBOJUTCSI KOHKPETHBIN 3/IEMEHT 3aMeHbl.

2. 3aipyTa 3/IeMEeHTOB JIMCTA M KHUTH

YToOhI MnpeaoTBPpaTUTh YMBILIJIEHHOE b0 CnyqaﬁHoe HW3MeHeHHe, TiepeMelleHre Uik ydjieHue
BaXXHBIX NdHHBIX B KHUI'€, MO>XHO YyCTAdHOBHUTH 3allJUTYy OIIp€Ae/IeHHbIX 3/IEMEHTOB JIMCTA W/IIKM KHUTU C

HCII0/Ib30BaHKEM I1apO0Jid WiIn 6e3 Hero. HpI/I HeO6XO,E[I/IMOCTI/I MO>XHO yOd/IUTh 3dlIUTY C JIUCTA.

3aH_[I/ITy J3JIEMEHTOB JIMCTA WU KHHUI'M He C/IeAyeT IIyTaTb C BaLuHTOﬁ KHUT'H T1apOJieM. 38LL[I/ITEI
3JIEMEHTOB HE MOXXET 3allJUTUTb KHUTY OT 3/I0YMBIII/IEHHUKOB. ,Z[]'IH TIOBBIIIIeHHUs 6e301TaCHOCTH caienyer
3dllJUTUTH T1dpOJIeEM Cl)aI\/JIJI BCeM KHUTH. HpI/I 3TOM IIPOCMATPUBATH U U3MEHATH JdHHbIE KHUT'H CMOT'YT

TOJIBKO ITOJTHOMOYHBbIE I10/Ib30BaTe/IN.

2.1. CkpbiTHe fAUeeK (TouHee (hopMyJ B AUeHKax)

K siuelikam MO)KHO TMPHUMEHUTb PEXUM CKpPbITHSI (HOPMYJI, TOT/ia TIPH aKTUBU3AL[MU TaKUX siueeK
cojieprkaiiuecst B HUX (hopmy/ibl He BBIBOJSATCS B cTpoKe popmys. Camu popMyJ/ibl B TaKUX siueiikax mo-
TIpeXXKHEMY COXDPAHSIFOTCS, OHU TPOCTO HEeAOCTYITHBI [jisi TIPOCMOTpPA, a pe3yJ/bTaThbl BbIUKMCIEHUM
OCTar0TCs BUIUMBIMU, €CJIU TOJILKO He UCTIO0/b3yeTCsl «CKPBITIN» UMC/I0BOU (hopmar.

BkntoueHue pexkxrMa CKpbITHSL (DOPMYJI:

®  BrigenuTh ssUeiiKy, KOTOPble XOTUM CKDbITb;

® Bribpate Bknagky I'maBHas —rpynmna Slueiiku- criicok dopmar — moaMen dopmar

fiyeek;

¢ Ha Bkyagke 3amura okHa Auanora dopmar sueek yCTaHOBUTh (priaxkok CKpBITh

t¢opmynbl 1 HaxkaTh OK;

e Ha Bkiagke I'aBHas B rpynre V3MeHeHUs1 HaKaTh 3allMTUTh JIUCT;

e B okHe pguanora 3ammra JMCTa YCTaHOBUTh (UIa)KOK 3alfUTHTBL JIUCT U COAEepPKHUMoe

3amuniaemMbIx aueeK. Haxats OK.
BHuMaHue. 3aTeM CHUMUTe 3alJUTY JIUCTA, Ha)kaB CHATH 3allUTy JIUCTA.
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2.2, 3ammTa ¢aiinioB
3amura (aiisioB obecrieunBaeTCsi ABYMsI TUTIAaMU TTapoJIei:
MapoJb [/1s1 OTKPBITHS (atina;
MapoJib pa3pellieHus 3anucy.

KaxkpIii apoJib MOKeT COZIep>KaTh B CTapbIX BepCUsIX A0 15 CMBOJIOB, pervucTp OyKB B
rapoJjie YYUTbIBaeTCsl.

[Mocsie Ha3HaueHUsT TIAposs OTKPbITHS (aiina Excel Oyzer 3ampammBaTh maposb TPy
BCeX MOC/eyIOIUX OTKPBITUSAX 3TOr0 daiina.

Eciu BBl ycTaHOBUTe Mapo/ib pa3pelleHust 3alucH, TO OTKPBITh JJaHHbIN (aill MOXKeT
nmoboii mosib30BaTesb, HO ecu (aiin ObLT OTKPBIT O3 yKa3aHHs TapoJisi, TO COXPaHUTh ero C
V3MeHeHUsIMH TI0/] TeM >Ke UIMeHeM He y/JacTCsl.

Tpetuii BapuaHT 3auuThl PeKoMeHAOBAaTh AOCTYN TOJILKO JAJisl UTeHHUsl [|OTO/HSeT
3amuTy, obecrieurBaeMyr0 TMaposiiMH. JTa MeHee CTporas 3alljuTa yCTaHABJIMBAETCS
COOTBETCTBYIOLIMM (PJIaXKKOM.

Yrobbl 06ecrieunTs 3aluTy daiiia, He0OXOAUMO:
¢ BriOpath B MeHI0 @aii1 — COXpaHUTh KaK, 3a7aTh UMs (aiina;
¢  OTKpHBITh CNIMCOK (BHU3Y cyieBa) CepBuc — O0mue mapaMeTpsl;
* BriOpaTh HY>KHbIM BapUaHT 3alllMThl ¥ MPU He0OXOAUMOCTH BBECTH TapoJib;
e Haxare OK 1 TOATBEPAUTD NApOJib;
e Haxartb OK U Jjasiee B IMasiorOBOM OKHe COXpaHeHUs (aitia KHONKY CoXpaHUTh.

2.2. 3amuTa AaHHBbIX
B momnonHeHue K 3amuTe ¢aiiioB C MoMolibio rnapoJeii B Excel ecTs HeCKonbKo KoMaH/,
MO3BOJISIOIIMX  3alUIllaTh  KHWUTH, CTPYKTYpPbl  KHWT,
oT/lefibHble siuediku, Tpaduyeckue OOBEKThI, [JUarpaMMbI,

Eug
ClLieHapud M OKHA OT HEeCAaHKLMOHMPOBAHHOI'O AOCTyIla WU
E35 HoBoe OKHO =
U3MEeHEeHUs].
= ¥nopagounTs sce e [yisi yCTaHOBKM 3allliThl HEOOXOJWMO Ha BKJIafIKe
1 | & 3akpenute oénacrn + [ I'naBHass B rpymnme V3meHeHus BbIOpaTh OOBEKT 3alllUThI

3alMTUTh JUCT Wid 3alUTUTb KHUTY C BBeJeHHeM
rapossi uiv 6e3 Hero.
Buaumanue. [Tocsie BbINOMHEHUs 3a/JaHUsI CHUMUTE 3allUTY.

Pacnonose HHE OKOH @ g .

PaCNONoHHTE s cHATUA 3alUTBl HEeOOXOAMMO TaM ke BhIOpaTh
(+)ipagom 00BeKT TpU CHATHU 3aliyThl CHATH 3alUTy JIMCTA WIA
O e CHATH 3aIMTy KHUTH (C BBeJieHHeM Taposisi uiu 6e3 Hero B
Y s 3aBMCHMOCTH OT YCTAHOBKH 3allUTHI).
€Yo a6 MHorja HeT HeoOXOJAMMOCTHM YCTaHaB/IMBATh 3alLiUTy

Ha Bce suelikKu JiucTa. [103TOMy [0 yCTAaHOBKM 3allUThI
HeoOXO/IUMO BBIIENIUTh HE 3all[WIllaeMble SUeHKH, BbIOpaTh
[ o ] [ ol ] Bknagky I'ytaBHasi — rpynmna fluediku- criicok dopmar —
noaMeHI0 @opMar sJeekx;

Ha Bk/ajike 3amura ssueek CHITh (G/1aKOK 3aluiaeMas siueika.

[] Toneko okHa Tekywed KHHrM

3. Pacmio/ioxeHue OKOH M KHUT Ha JKpaHe

3.1. OTKpbITHE HECKO/IBKUX OKOH //Isl OJHON KHUTH

OTKpbITHE [OTIONIHUTEIBHOTO OKHA OCYIIeCTB/sieTCsl uepe3 Bkiagky Buj - HoBoe oKHO.
Yrobbl BUIETh HA 3KpaHe cpa3y oba OKHa, Ha BK/aZike Buj 1o KomaH/ie YNopsiiouuTh BCe
BbIZIaeTCsl [ManoroBoe OKHO PacmosioxkeHHe OKOH, fajiee yKakKUTe OJUH M3 BapHUaHTOB
Pacrio/ioXKeHus: OKOH. B pa3HbIX OKHaX MOKHO OTKPbIBATh pasHble JIMCThI OJIHOW KHUTH.

3.2. OTKpbITHE HeCKO/IbKUX KHUT M MPOCMOTP MX Ha IKpPaHe
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OTKpBITHE HECKOJIbKMX KHWUI OCYILeCTB/seTcs uepe3 MeH0 ®ann — OTKpBITH WU
Co3paars fj1s ofHOM rnporpaMmbl Excel.

Bb100p 0fjHOM KHUTH [ijist IPOCMOTPA OCYIIeCTB/IsSIeTCS uepe3 BKIaaKy Bua — Ilepeiitu B
APyroe oKHO 1 BEIOOpPOM COOTBeTCTBYHOILero (aiina.

YToObl yBU/IETh HECKOJILKO KHUT OZJHOBPEMEHHO, Ha BK/Iajike By mjaetcst komaHza
YnopsijounTh BCe U BBIOWPAeTCsi OJJUH W3 BaDUAHTOB PACIIOJIOKEHMUSI.

4. CopTupoBKa

[ nydiero ycsoeHusi Marepuasia COPTHPOBKY IIpOBeieM BHaua/le Ha CIMCKe Majloro pasmepa, a
3aTeM Ha 0OJIBIIIOM.

3aganue 4.1. CopTupoBKa criMcka.
ITocmaHoeka 3adauu: Co3jaTh CIUCOK JaHHBIX C SKCIIEPTHBIMU OLleHKaMM XapaKTepUCTUK
Pa3MMUHbIX MapoOK aBTOMOOW/Ied C Liesblo BbiDOpa OMTUManbHOW Mogenu. [l peleHus
TIOCTaB/IEHHOM 3a/jauy CO37a[iuM TpHBe/ieHHY10 Ha puc. 4.1. Tabnuly.

[Ipu BbIOOpE OMTHMAa/NBHOM MOJENM aBTOMOOWIIS HCIIO/B3YeTCS] UeThbIpe XapaKTePUCTHKH
(KpuTepus): CTOMMOCTb, SKOHOMHUYHOCTb, Ha/le)KHOCTb W TPeCTWKHOCTb. [I/11 KaK[0W HMerollencs
MoZiemM aBTOMOOW/ISL  C/iefiyeT 3afaTh UKWC/IOBBble 3HAUeHWS XapPAKTePUCTUKHU, KOTOpPble Obl
COOTBETCTBOBA/IM YPOBHIO KaueCcTBa MOJle/ld IO KaXJOMy W3 KpuTepueB. Tak, Hampumep, B
MpYBe/IeHHOW Tab/vIle MO KPUTEPHI0 HAJeKHOCTH HAWIydlllde TI0Ka3aTeld y aBTOMOOH/ISI MOJenu
dopg, fanee 1o 3TOMY >Ke KpUTepHto ciiefyeT Masga u T.4. Hanxyammii nokasaresb 10 Ha/leXKHOCTH Y
Jlazbl

A | 8 | c D E F | &
5 TaGnuya 3KCNe PTHBIX OUEHOK TOBapPa
6
Ha3zgaHue Wrofo ¢
Crommocte | IHoHoMMIHOCTE |HageHocTe | MpectviiocTe| MToro | yuetom
ToBapa seca
donbHCBArEH 2 3 5 4 14 3,33
9 Nekoyc 1 1 7 9 135 3,74
10 CUTpoeH i ] 3 i 21 5,31
11 dopg 7 7 9 5 28 7,12
12 Oy 4 8 2 7 21 5,25
13 Mepcegec 5 5 4 2 16 4,26
14 Napa 9 2 1 1 13 3,7
15 IMazga 3 4 3 3 23 53
la dmar 3 9 i 3 20 5,99
17
13 | Bec KpuTEepHA 0,3 0,3 0,23 0,17

Pruc. 4.1. O6pa3zer] TabMULIbI SKCTIEPTHBIX OLIEHOK TOBapa

Baumanue. Mexx1y 0CHOBHOH TabMIiei ¥ CTPOKOM C BeCcaMu JJOJDKHO OBITh TIPOMYIIIEHO He
MeHee OZJHOW MyCTOM CTPOKH.

3HaueHUs1 KPUTEPUEB MOTYT ObITh TIOTyUYeHbI, HAallpUMep, TPU MOMOIIM 3KCIEPTHBIX OLeHOK. B
cronbe HMmoeo yka3aHa CyMMa 3HaueHWM KputepueB. Harpumep, B sueiike F8 3ammcaHa
dopmyna:=B8+C8+D8+E8. B cronbe Mmoezo ¢ yuemom eajxcHocmu Kpumepueg (8eca) ykazaHa CyMMa
ripov3BefieHni Beca kpumepus Ha ero 3HaueHue. Haripumep, B siuelike G8 3amucana dbopmyna:
=B8+C8+D8+E8. B cronbe HMmozo c yuemom eajxcHocmu Kpumepuee (8ecda) yKasaHa CyMMa
rnpousBejieHuii Beca Kpumepus Ha ero 3HaueHue. Hampumep, B suelikeG8 3amucaHa
¢dopmyna:=B$18*B8+C$18*C8+D$18*D8+E$18*E8. 3HaueHue ko3adduiieHTOB BaKHOCTH (Beca)
JO/DKHBI BEIOMpAThCs u3 fuana3oHa [0...1] u B cymme cocTaBmsTh 1.
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mobast XdpPaKTe€PUCTHKA: CTOUMOCTD,

9KOHOMHWYHOCTh, HAJIe)KHOCTh, TIPECTWKHOCTh, UTOTOBasi CyMMa 3HAaUe€HUN KPUTEPUEB WM UTOTOBast
CyMMa 3HaueHHH c yueToM Beca. [Ipu UCTOMb30BaHKH B KaueCTBe KPUTEPHsi UTOTOBOM CYMMBI C YUeTOM
Beca cJie/lyeT 3HaTh BeC KaXK/I0M XapaKTePUCTUKHU B COOTBETCTBUM C MPE/ITIOUTEHHEM TIOKYTIaTe sl

Onepatust CopTvpoBKa TpebyeT 0O0blIoN BHUMaTeTbHOCTH TIO BbiZe/IsieMbIM JiMaria3oHaM U
rapaMeTpamM COPTUPOBKH, WHAaue MOXKHO TIOJYUYUTh HeTpaBU/IbHBIE pe3y/bTaThl 10 CTPOKaM B
pa3/InyHbIX KineTkax. PaccMorpum COPTHUPOBKY 10 BO3pacTaHUIO U YOBIBAHUIO.

ﬂﬁHﬂprHE Hbl JdHHbIE BHE YHA3dHHOID OHANd3oH4 @

CEHapy ¥ eHBl AaHHEIE PAAOH C BEIAENEHHEIM GRarMEHTaM, 3TH A4aHHBIE He
Ay A% T OTCOPTHPOEAHE,

Mpeanonarasmoe AEHCTEHE!

(%) ABTOMATHHECKH DACLIMPHTE BblASNEHHBIR AHANA30H!

() COPTHPOBATE B NPEAENAX YKA3SHHOMD BblASNEHHA

LQ::pTHpDBKal [ OTMEHE ]

Onsi  BbibOpa  OMTUMAabHOU
MoOJienu aBTOMOOWIIS cnenyer
OTCOPTUPOBATH Tab/UIy MO OJHOW U3
ero  xapakTepuctuk. [lng  3TOro
HeobXx0 1Mo BbI/I€/TUTh HY>KHBIU
crosiber] ¥, BBLIMOJHUTE KOMaHAy Ha
BK/iagke JlanHble - CopTUpoBaTh IO
Bo3pacranuio (ot A g0 ). [osiBuTCS
JManorosoe OKHO «O6Hapy»XeHbI
JaHHble BHE yKa3aHHOIO Juarna3oHa». B
JIMaJIOTOBOM OKHe OObIYHO HeoOXOoAMMO

BbIOpaTh «aBTOMATUYEeCKHd PpaCIIUpSTh BbIJe/IEHHBIA /Wara3oH». [locie COPTHUPOBKM  TydIlvit

aBTOMOOW/Ib 3aliMeT TEePBYIO CTPOUKY B Tabuile.

IIpumeuanue. Eciiu BbIe/UTh BCIO TaOMUIy W OCYIIECTBUTH COPTUPOBKY TI0 BO3PACTaHUIO
(yObIBaHMIO), TO COPTHPOBKA TIPOM/IET 10 Ha3BaHUSIM TOBapa 0 YMOJTYaHUIO.

3aZiaHus ¥ yIpaKHeHUsT:
Omnpefenure cambli JiellIeBbIii aBTOMOOU/T.
OrpefesiuTe CaMblii SKOHOMUYHBIN aBTOMOOW/Ib.

OmnpesienTe caMbli TyYIliMii aBBTOMOOWU/Tb, BEIOpAB B KaueCTBe KPUTEepPHsi CYMMY PaHTOB.

. Onpezienute myydIMii aBTOMOOK/Ib, BHIOPAB B KaueCTBe KPUTEPHSI B3BELIEHHYI0 CYMMY PaHIOB.
3asanue 4.2. CopTupoBka dobmoro cnucka. OTKpbITh ¢aiin Cnucok1. CKPBITh He BayKHbBIE
no Bariemy ycmoTtpeHuto ctonbip! (Haripumep, ctosber] ITout v Bce cTo0LBI azpeca).

Bosbiine cnivcky, a 6osiee MpaBUIbHO U JIFOObIe, OCYILIeCTBIISIETCS B CeyoLlei

1
2
3. OmnpepenuTe caMblii TIPECTHXKHBINA aBTOMOOUIIB.
4
5

11oc/1e40BATe/IbHOCTHU:

*  BpigenuTb BCO TaO/IMIy BMECTe C 3ar0/I0BKaMu;
e Ha BKazKe JaHHble HaKaTb COPTHPOBKA.

IMosiBuTcst auanoroBoe okHO CopTupoBKa (cM. puc.). KHomkoil /l00aBUTH ypOBeHb
(Ypanuth ypoBeHb) BbIOMpaeTcss HEOOXOAUMOE UHWC/IO0 CTONOLOB /Jii COPTHPOBKH, a KHOIKaMHU
IToBbIicHTH YpoBeHb ([I0HM3UTHL YPOBEHb) yCTaHABIMBAETCS MOPSIAOK COPTUPOBKHU.

CopTHpOBKa OCYIIIEeCTBJISIETCS TI0 TIPABWIaM: CHaya/ia COPTUPYETCs CTO/0el], YKa3aHHBIN B
BepxHeM I10jie B 3a/laHHOM HarpaB/ieHWW COPTHMPOBKU (M BCe TIpaBble YacTW 3aruceli), 3aTeM B
OTCOPTUPOBAHHOM COPTHPYETCSI BTOPOH CTOJI0€Ll, YKa3aHHBIM BO BTOPOM I10Jie | T.J.

CopTHpOBKAa MOXKET OCYILIECTB/IATLCS 0 BO3PAaCTaHUIO WU TI0 yOBIBAHUIO

HaxxaB B iuanoroBoM okHe KHOMKY [IapaMeTpbl MOKHO YTOUHUTDH MMapaMeTpbl COPTUPOBKHU.

BBbIMoHUTE ciefyoiyie COPTUPOBKY:

a) [TpoBecTy COPTUPOBKY HOMEPOB 3arKCelt 1Mo YObIBAaHHIO;
6) ITpoBecTy COPTHUPOBKY (haMuUIIHii 110 BO3PACTAHHIO U 110 YOBIBAHUIO;

B) IIpoBectn cOpTHUPOBKY (amMuauii 1o

BO3pdaCTdHHIO, a4 34TeéM OCYIeCTBUTb

IPYTMIHMPOBKY CTPOK ¢ damuusimu 1o andasuty (ass1 6yks A, b, B u I'). [Ipumeuanue:
repBy0 (HaMUIHIO Ha BEIOpaHHYIO OYKBY OCTaB/ISITH BHE T10JIs TPYITTHPOBKH.
r) IlpoBectu copThpoBKy Tpex cronouoB (@amuamsa, Vima u OtuecTBO) TI0

BO3paCTaHMIO.

5. ®unbTpanus
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OUILTPp— 3TO OBICTPLIN W JIETKHIH CMOCOO TOMCKA TMOAMHOXECTBA JaHHBIX U paboThl C
HUMH B CIUCKe. B OTQUIBTPOBAHHOM CIMCKe OTOOPaKAOTCS TOJBKO CTPOKH, OTBEUAIOII[He
YCJIOBUSIM., 3a/laHHBIM /Jisi cTos101a. B Microsoft Excel moctymHbl aBe KoMaH/bI A/t GUABTPAL[UN
CTIMCKOB:

» ABTodunbTp, BKIIOUast [Tonb30BaTenbCKuil GUIBTP, /s IPOCTBIX YCIOBHM 0TOOPA;
» Pacimmpenssiii puabTp 77151 60s1ee C/I0)KHBIX YC/IOBUM 0TOOpAa.

B oTauume oT COPTUPOBKH, (PUILTP He MeHsieT TOPSAOK 3anvceld B crivcke. [1pu dunbTpaium
BPeMEeHHO CKPBIBAIOTCS CTPOKH, KOTOpPLIe He TpebyeTcst oTobpakaTh.

Crtpoku, oToOpaHHble TIpu uibTpaud B Microsoft Excel, MO0)XHO pemakTHpPOBATh,
(dhopMaTupoBaTh, Co3/laBaTh Ha UX OCHOBe AMarpaMMbl, BBIBOAUTb UX Ha IeuaTh, He U3MeHsisl TTOPsJ0K
CTPOK U He MepeMeljas ux.

5.1. Asmodgpunbmp

[Tpy ucnonb3oBaHuM BKAaKU [laHHbIe - ®UALTP BKItovaeTcss ABTOOWIBTP M CIlpaBa OT
Ha3BaHUi1 CTONOIIOB B QUILTPYEMOM CIHCKe MOSIB/IFOTCS KHOTIKM CO CTpeskamu [=l.

ABTOOMIBTPOM  OCylecTBAsieTcs: BblOOp  (puiabTpalusi) 3/eMeHTOB B CToj0Le U3
NIpe/I/IOKEHHOI' 0 CIUCKa.

Microsoft Excel o603HauaeT oT¢hunbTpoBaHHbIE 37IeMEHTHI T0/TyOBIM I[1BETOM HOMepa CTPOKH.

[Tonb3oBaTenbCKUi aBTOGUIBTP MCIIO/B3YeTCsl /sl BbIBOJA CTPOK, COJepXKalljuX TO WU UHOe
3HaueHue. [lonb3oBaTenbckuii ABTOGHIBTP TakKe MOXKHO MCIIOMb30BaTh Jiisi BbIBOZA CTPOK,
OTBEUAIOIIMX HEeCKOJILKAM YCJIOBUSIM [/Is CTOJIOLIA, HampuMep CTPOK, COJep)KallydX 3HaueHWs U3
KOHKPETHOT'O /lhara3oHa.

CHumaetcsi aBTOQUIBTP OT)KaTueM KH. PuibTp. ABTO(QUILTP B KOHKPETHOM CTOJIOLIe MOXKHO
CHATB Uepe3 CMHCOK aBTO(UIbTPa 3TOro CTosoLa.

W3yuenue Boripoca PuibTpalys MMpoOBeJeM CHayaja Ha CIIMCKe Majoro pasMepa, a 3aTeM Ha
OOJIBIIIOM.

3apanme 5.1. /17151 paboThI UCTIO/MB30BaTh Tab/mMIly prc.4.1. mo TeMe COpTUPOBKa.

3ajaHus U yrpaKHeHUs:
A) BeIrosiHUTE MTOUCK JTyUlllero aBTOMOOM/IS 0 BCeM KPUTEPUsIM C yUeTOM Beca.
b) Haiigute aBTOMOOM/IN, KOTOPBIE SIBJISFOTCS JTYUIIMMH XOTsI ObI 10 O/IHOW XapaKTepPUCTHKE.

CoxpaHuTe JOKYMEeHT.

3apanue 5.2. OTKpbITh (hait1 Ciucok1. CKpBITH He BayKHBIE TI0 BallieMy yCMOTpeHUIO CTOJIOLIBI.
YcraHaBuTh ABTOQUIBTP KOMaH/0!M Ha BKiake /laHHble-PUABTP.
a) B crmicke dubTpa crosbija @amuius BeigeuTh hamuuio AGpaMoB U TPOBECTH
dbunbTpaIyio;
B) B crimcke cronbiia o Beizie/iiTe M ¥ IPOBECTH GUIBTPALIUIO;
T) flajiee CaMOCTOSITE/TLHO.

5.2. [lMonb3osamenbcKuli huibmp

[Tonb30BaTenbCKuii GUALTP 3T0 ABTO(QUIBTP C yC/IOBUEM.
3aganue 5.3. Paboraem c datinom Crmcok1.
YcranaButh ABTopuibTp. B crimicke punbTpa crosbia @amMuus BeIOpaTh MyHKT
TekcroBblie puabTpbl — HacTpauBaembiii GpUiIbTP.
a) B nosiBuBiIeMcs AxanioroBoM okHe Ilo/ib30BaTe/IbCKU aBTO(DU/IBTP: C/ieBa BBEPXY B
10Jie BBECTH 00JIbIIe HW/IH PABHO, a CTipaBa BBepxy M U NpoBecTH GUIbTPALIIO;
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6) B puanoroBom okHe ITosib30BaTe1bcKHii aBTOGUIBTP B BepXHell 4acTy BBECTH
OoJIbIIIe WK PaBHO, a CripaBa BBepxy M B LieHTpe mocTaButh yciioBue MJIV, BHU3Y
C/leBa paBHO, a BHM3Y cripaBa BBecTd Ky* 1 npoBectu punbTpariyio;

B) Jlajiee CaMOCTOSITe/IbHO.

5.3. PacwupeHHbIl hunbmp

s nosicHeHust pabombl ¢ paclupeHHbIM Guibmpom HeobXooumo eHauaie Habpamb mabdauyy
pe3y/bTaToB BCTYMUTE/IbHBIX K3aMeHOB He0O/IbILIOro pa3mepa.

AOWTYpUEHTBI CHAIOT BCTYNWTE/bHbIE 3K3aMeHbl 10 WHGOpPMATUKe, PYCCKOMYy, U
WHOCTPAaHHOMY $I3bIKy. Pe3y/ibTaThbl Ka)K[Oro S5K3amMeHa 3aHOCATCS B Tabmuily. OOpaser] TabHULIbI
npvBeziéH Ha puc. 5.3.1.

75t paboThI € paciIMpeHHbIM (HUIBTPOM HEOOXOAWMO CO3/jaTh BCTIOMOTaTeIbHYI0 Tab/uly, y
KOTOpPOW 3arojIoBKM TOYHO COOTBETCTBYIOT 3aro/IoBKaM HWCXOAHOM Tabimipl. BcrmomoraTenbHas
Tab/MLIa CO37aeTCst TyTeM KOTMMPOBAHUS 3aro/IOBKOB UCXOAHOM Tabmuipl. T.K. CTIMCOK abUTypHEeHTOB
MOYKET TIOTIOJIHSIThCSI, TO JIydllle BCIIOMOTATe/JbHYI0 TaOJMIy CO3/laBaTh BhILIE OCHOBHOW TaO/MIIBI,
yTOOBI 3Ta BCIIOMOTaTe/ibHast Tabsuija Oblsla Beersia BUAHA (prc.5.3.2.). Bo BcrioMorarenbHY0 TabIHIly
BBOZSTCS yC/ioBUs puytbTpariviv. [Ipy BBOJie YC/IOBHE TI0 TOPU30HTA/IA B CTPOKY MEXKAy CTO0I[amMH (T10
BBe/IeHHbIM YCJIOBHSIM) BBITIOJIHSAETCsl joruueckas omepauusi «V». Ilpu BBoje ycroBUM B pasHbIe
CTPOKM MeX1y cTojbiamu (10 BBeJEHHBIM YCIOBHUSIM) BBIMOJIHSIETCS jorudeckasi omneparust «VJT».
3aTeM Kypcop BBOJUTCS B TIOJle OCHOBHOM TaO/WIl W UCTONb3yeTcss BKAaAgkKa JlaHHbIe —
JLOII0/THUTE/IBbHO.

[TosiBnisieTcst ;uanoroBoe okHO PaciuvpeHHbIH (GUIBTP.

Heobxoaumo yKa3aTh B 3TOM OKHe, r7e OyzeT ocyiecTBieHa GpuabTpanus (GpuabTpoBaTh CIIMCOK
Ha MecCTe). YTOUHUTh IPU He0OXOAWMOCTH UCXOJHBIN [uara30H U yKa3aTh [Juara3oH yciaoBuil. [arnee
KH. OK.

B naHHOM 3ajaHUM peKOMeHyeTCs CO3/aTh C MOMOLLbI0 MaKpOpeKopiepa MakpOChl C BBIBOJOM
yTpaB/ieHus1 Ha KHOTIKH, pa3MelljeHHbIe Ha JIUCTe, [Jis1 C/Ie[lYIOIUX OreparLyii:
e CopTtupoBaTh Tab/HUIly TI0 CTONOIY «DaMuus, UMsi, OTYECTBOY.
e CoprtupoBaTh Tab/uIly 10 cTON0Iy «TOr0» (MIEPBUUHBIN K/TFOU COPTUPOBKH), @ 3aTe€M TI0 CTOIOITY

«DamMusus, UMsi, OTUECTBO» (BTOPUUHBIN K/TFOU COPTUPOBKH).

. OT06pa3I/ITb CTpOKI/I TabULIBI C a6I/ITypI/IEHTaMI/I KOTOpbIe He UMEIOT HU OZIHOM JBOMKH.

; J OToOpa3suTh CTPOKHU TaO/IUL[BI C
Pacmupeuuhm t]:unth
a6I/ITypI/IEHTaMI/I, MOJIYYHUBIINMHA XOTHA OBI OoiHYy
OfpaboTka ~
@ dJ_H.l'IbTDDBaTb CMHMCOK H3 MeCTe ABOI/IKY'
O CROMNMPOBaTE PESYNETAT B 4PYr0E MECTO b OTO6pa3I/ITB CTPOKI/I TaGHI/IubI C

abuTypreHTamMH, KOTOpble He UMEIOT [BOEK U
TIOTYYH/IN XOTsI ObI OZIHY TISITEPKY.

MEx0aHEIR AManazoH:

AHanNaz0oH YCNOEMH!

[] Toneko yHHkaneHsie sammck

l O ] [ QOTHEHS




b A B EED E F e )
Fyccenn | MHocTpa
Ne PamMHNMA, MMA, Mudgopm kit —— WToro Maxpoc
1 OTYECTED aTvEa o 1
2z 1 ArpepEdH A A 5 2 5 12
3 2 |AHToOHOE A A 3 = 5 12 ¥
4 | 3 |rpyunnrr. 5 5 3 14 ”;"'W
5 | 4 |rpywwna [T 4 5 3 12
(=] 5 |Npanwvuawnxos MN.0M1. = S 5 12
7 6 JPososckmn PP, 2 5 5 12
8 | 7 |reosaee r.r. 3 2 a o ”';"""‘
o g |lposaes IN.I. - = e 11
p10 | 9 |rpywHwnuxwme M. 3 =3 & 11
11 | 10 |HMeauumior F.H. <3 5 5 13 Maxpoo
12 | 11 |NMuporos M.0. (=] 3 3 12 a
12 | 12 |Nonos MN.MN. 2 3 2 7
14 | 13 Bnoxoe HF =] 2 3 11
15 | 14 Bnovoxud H F =] 5 < 13 Ha:poc|
16 | 15 |EvGnurkoe B.E. = 4 = 10 =
17 16 |BaTpywewn B B. 2 2 = 7
1= 17 |HMeanoe WM. K. 5 5 5 15
19 12 | NeTpaoe M.MN. 4 = = 11
20 | 19 |Pyewnu P.P. 3 - 5 12
21 | 20 |Cwaopoe C.C. ] 2 3 10
22| 21 \BrnoukwH A F =2 - 2 L=
Puc.5.3.1.
Ne Damunus, Wudopmarrka Pycckuit | Hoctpanuei | WToro
M4, A3BIK A3BIK
OT4HYeCTBO
Puc. 5.3.2.

3apanme 5.4. Paboraem c daiinom Crnucok1. CKphITh He BaKHbIE 110 Bariemy ycMoTpeHuHto
ctonb1e! (Haripumep crosber] ITos v Bce cTosbIIbI afpeca).
Hcnonb3ys pacmpeHHbIH GUILTP, IPoBeCTH (PUILTPAIUIO Pe3y/IbTaTOB CJauH
BCTYNUTE/IbHBIX Y)K3aMEHOB:

o OT006pasuTh CTPOKU TabIULIBI C aOUTYPUEHTaMH, KOTOPbIE ITOJTyUH/IA BCe MSTEePKH.
OT06pa3uTh CTPOKHU TaO/IUIIBI C AOUTYpPHEeHTaMH, KOTOPbIe He NUMEeIOT TPOeK U
COPTUPOBAaTh OTHWILTPOBAHHYIO TaO/IHULLY:

0 10 dpammIuy,
O 3aTeM MO CyMMe HabpaHHBIX 0asIIoB.

J OT006pasuTh CTPOKHK Tab/MLIBI C aOUTYPUEHTaMH, KOTOPbIE He UMEIOT JBOEK U MOJTyUH/IN
XOT$1 ObI O/IHY TATEPKY.
o OT0b6pasuTh CTPOKU TabIULIBI C abUTYpHEHTaMH, KOTOPbIe He UMEIOT JJBOEK.

6. /IoOKyMeHTbI C/IUSAHUA

Co3paTh JOKYMEHT C/USIHUSA C M03/jpaBjieHueM MY)>KUMH (PKeHILLMH), CTMCOK KOTOPBIX
Haxogutcs B (haitie Excel (Crincok1) ¢ HoBeiM 'ofjom o fanHOoMy 06pasily. JJOKyMeHT C/TUSIHUS
co3gaetcsi B pefakTope MS Word
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Qamuus «Pamunusi» «mMs» «OTuecTBO»
Obnacte «Pecrybsuka, 06/1aCTh, Kpaii»

Paiion «Paiion»

HaceneHHbIl TyHKT «I'OpoJi, HaCe/IeHHBIN ITyHKT»
Yuia «Ynuia»

Hom «/Tom»

Keaptupa «KBaptupa»

YBaxaemblin «Mma» «OTyecTtBO»!
NMosapasBnsaw Bac ¢ Hactynarowum HoBbimv 2011

N'ogom! XXenato 340poBbSA U BCEero camoro Haumnydiiero!

Mpe3nneHT koMnaHunm «K ceetTnomy byayuiemy» Balu
nenytart

ITpumeuanue. Bce, uTo yKa3aHO B KaBbIUKaX SIBJISIOTCS TIOJISIMU C/IUsTHUS, KpoMme «K cBeT/iomy
OyayiemMy».

JOKYMEHTBI CIMSAHUS 510 OKYMEHTHI, KOTOPbIe CO3JA0TCS IyTeM 00beJMHEeHUS TIOCTOSTHHOMN
(Hen3MeHsieMOi1) YacTH JOKyMeHTa C MCTOUHMKOM JJaHHbIX. B KauecTBe UCTOYHMKA JJAHHBIX MOTYT OBITh
tabmuipl MS Word, MS Excel,.MC Access. [IokyMeHT co3jaeTcsi B TEKCTOBOM peziaktope Word 3a
LIeCTb 3Taros.

1 3Tan. [Ins co3gaHusi JOKyMeHTa C/IUsIHUSL Heo0XOJMMO HarleyataTb Her3MeHsieMyH0 4acTb
JIOKyMeHTa B pefiakrope MS Word. (061iyto A5t Bcex JOKyMeHTOB). BoiiTi Ha BK/1aaKy PacChiiku —
rpynna Hauate cimsaHue —cnmcok Hauath cimsHue — IlomaroBsiii MacTep causinusa. CripaBa
BbIOpaTh THM [lokymeHTa ITucbMa, ¥ yiiTH o rurepccbuike JJanee OTKpbITHE JOKYMEHTa.

ITpumeuanue. ITomaroBeii MacTep C/IMSIHASL TTOJIHOCTBIO COOTBETCTBYeT IOPSIAKY CO3[aHUS
JOKYMEHTOB CJIMSIHUS C TIpe/IbIAYIIMX Bepcusix peflakropa Word.

2 3ran. Beibpate Tun mokymeHTa TeKymmii JOKYMeHT (a eCcii JOKYMEHT CO3/laH 3apaHee,
To CymecrByromui JokymeHT). Co3faTb HeusMeHseMyH 4YacTb [OKyMeHTa. YWTU II0
rurnepccbuike [lanee Boioop mosryuareseii.

3 sran. B mone Bribop mnonyuareneil BeiOpaTh CyliecTBYOIIMHM CIHMCOK U HalTu
CYIIeCTBYIOIMM CITUCOK uepe3 O030op. YKa3aTb MeCTO PACIONIOXKeHHs CIHCKA B TIPeI0oKeHHOM
JokyMmeHTe (Hampumep, nuct KHurk MS Excel). Haitu ¢aitn «Crnmcok_1», «ict 1» U mpu
HEOOXOZMMOCTH OCYIeCTBUTb (UIBTPALIMIO, HarpuMep 1o 1oso «Ilom». YUTH 1Mo Turepcchuike
Janee Co3ganue nucbma.

4 sran. IlocnenoBaTenbHO yCTaHAB/MBAas Kypcop B MeCTa BCTABOK, W BBIOWMpasi B TIOfe
Co3panue mucbMma - Jlpyrue 3/1eMeHTBI BCTaBUTb B TeKCT HeoOXoJuMble TMojs. YUTHU IO
runepcceliike [anee IIpocMoTp mucem.

5 sran. Illenkasg KHomkamMu >> WM << MOXXHO IPOCMOTpeTb MHCbMa. YUTHU IIO
rurnepccelike /lasee 3aBepiueHyue CJIMAHUA.

6 »ortan. [T1ceMa MOXKHO TevaTaTh WM NPOCMOTPEeTh, BbIOpaB cChbUKy MI3MEHMTBh CIIHCOK

noJryyaresied (C Ja/JbHEeUIIMM yKa3aHheM Kakux). [IpaBka oCylieCTB/sIeTCs B OCHOBHOM
JLOKYMeHTe.
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7. AmnopT ciiuckoB B nnporpammy Excel u3 nporpammel BiiokHoT

B nporpammy Excel M0OXHO oCyljecTB/IATh KOMMPOBaHKWE CIKMCKOB U3 Pa3/WYHbIX MPOrpamM.
N3 HekoTOpBIX mporpamM, Haripumep, MS Access, UMIOPT OCYLLECTB/ISIETCS Yyepe3 MeHr0. PaccMoTpum
HauboJsiee CJIOXKHBIN C/Tyyaill UMITOPTa CITUCKOB B rporpammy Excel u3 nporpammbl B/IOKHOT (TEKCTOBBIX
(atinoB co criickamu). IIpoBeaute KomupoBaHue daiina «O6paser] Beimmckul 2007_12_20.txt» U3
nanku [IpenosaBaresisi B CBOKO Marky.

Pabotaem B mporpamme Excel B meHio ®aitn-OTKpeITh. B auanoroBom okHe OTKpbITHE
pokymeHntra B crvcke Tum ¢aina BeiOupaem Bcee ¢aiiibl, Haxoaum HyxHbIM (aiin  (O6pa3ser]
Bbinuckul 2007_12_20.txt) U HaxkuMaeM KHONKY OTKpbIThb. T.K. ¢alin He siBisercs ¢aiiiom
riporpamMmbl Excel, oTKpbIBaeTcst uanioroBoe okHO Macrtep (TeKcToB) (uMmopT)- mar 1 u3 Tpex (Uiu
JIpyroi nopo6HbI Mactep). Ha nepBowM 1iare Heo6xo[uMo yKasaTh ¢opMat JaHHbIX (C pa3enuTesisiMu
Wy (PYKCMPOBaHHOM IIMPUHEI). B mprMepe c pasgenuTensiMi. YKa3aTh C KaKOW CTPOKU HauaTb UMITOPT
(8 mpumepe c mepBoi). Haxate Ku. [Jlanee. B pguanoroBoM okHe mara 2 yCTaHOBUTb CUMBOJI
pazgenurtens. Y Hac 3HaK TaOy/sILMK, a OTPaHWYNTE/Tb CTPOK HeT.

8. CBoHbIe TA0/IHIIBI

CBojHast Tabnuija SIB/ISETCA aHAJTUTUYECKUM WHCTPYMEHTOM, TI03BOJISIOIIMM CYMMUDOBATh
vHbopMaluio U3 rnoseit crivcka Excel u apyrux cTpyktyp. MoXXHO cO3/jaBaTh CBOZHbIE TaO/UIBI /ISt
JAHHBIX, W3MepsSieMbIX He TOJBKO B MerabaliTaXx, HO W B rurabaiiTax, He Hapylias TIpH 3TOM
OTpaHUYEHUM TI0 00BeMY TMaMsTH Bailled cucteMbl. [Ipy CO3[jaHUM CBOJHOM TaO/WIBI BbI MOXXETE
3a/laTh HY)KHbIE TIOJISI, CrOCOO OpraHW3alUM TaOJULILI M TUIT BBIMOHSIEMBIX BblUMC/IeHUH. [Tocsie
MOCTPOEHUsT TaOMUIBI MOYKHO U3MEHSITh €€ PacIioyIo’KeHHe /IJIsi IPOCMOTPA JIaHHBIX TIO/ APYTHUM yTIOM
3peHus. VIMEHHO BO3MOXXHOCTb W3MEHEHUsI OpDHEHTAllMU TaOJUIIbI, HarpyuMep TPaHCIIOHUPOBaHUE
3aro/IOBKOB CTOJIOIIOB B 3arojioBKA CTPOK, M HAOOOPOT, fiaja CBOAHOW Tabmuile eé Ha3BaHue (B
opurnHanie Pivot Table — Bpamjaromiascs Tabnauia) U chesasa e€ MOIIHBIM - AHATUTUYECKUM
WHCTPYMEHTOM.

Hapsiziy co CBOZHBIMY Tab/IMIIaMK MOYKHO CO3/laBaTh CBO/JHbIE ZiiarpaMMbl. MO>KHO
repeTacKUBaTh I0JIs1 B CBOZHOM [UarpaMMe C OIHOM OCH Ha JIpyTyr0 TOUHO Tak, Kak mpu paboTe C
TabvLIen.

8.1. Co3aHue CBOJHOM TA0/THIIbBI

Pabortaem ¢ Tabmuieit Crnmicokl. Beimenuth siueliky B Tabsuiie. Ha Bkiagke BcraBka ciieBa
BbiOMpaeM CBopHasi Tabiuia. I[Ipu 3TOM 3aryckaeTcsi MacTep CBOJHBIX TaOJHWI] M JHArpaMM.
[MosiBnsieTcst aranoroBoe oKHO Co3/laHKe CBOJHOM TaOJIHIIBL.

Ha mepBoM I11are BHIOMPAeTCs UCTOYHMK JIAaHHBIX /11 aHa/lM3a U MECTO pacCIiO/IOKEeHUs] OTueTa
CBO/THOM TaOJHIIBL.
Ec/ii MCXOHBIN CITHUCOK
Cozaanue cBodHoH TabaMikl HaxoauTcs B Kaure Excel,

BbIﬁEDHTE AaHHEIE ANA aHanKza COOTBET%TBY}OH'IHH Cbal/lﬂ HH'EETCH
yepe3 O630p. Ilocne HaxXoXaAeHUS
(%) BrifpaTe TAGMMLY MK AMANES0H p PU KA
-— | HyXHOro (aiiia BBejUTe UMs UK
Tabnmua vk amanasod; | [EREIEAT =5
s =1 CCBUIKYy Ha AuarnasoH, rje
'-r:} HEI'II:IHI:-BDBEITI: EHELWHMH HCTOYHKE JaHHE HaXO'E[I/ITCH CIIHCOK.
Camblit Oe30macHbIMA BBIOOD
TIOMEeCTUTh TabJUIy Ha HOBOM
'.‘n-"KEl?M{MTEJ EYAE CREANYET NOMECTHTE OTHET EBDﬂHDﬁ TaﬁJ’IHLI.bI: JINCTE.
OF e ,Z[a\J}ee HUIeT 3a/laHUe
5 HavajlbHOM CTPYKTYpbI TaOJUIIBI.
() Ha CyLLecTEYHILWMIA THET
— ITocne vaxkatusa kHorku OK B oKHe
AnanazaH: 2.7
nuanora mMactepa Excel oToGpasut
Ok ] [ ik ] B paboueM JIMCTe IyCTOH MakeT
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TabMMLIbI € 4YeThIpbMs obOsactsamu: [lepemawjume croda noas cmpaHuy, ITepemawjume croda noas
cmon6byos u Ilepemawjume croda noast cmpoku v 061acTbio AJist JaHHBIX [lepemawjume croda 31eMeHmMbl
OaHHblx. Kpome Toro, Ha 3KpaH Oy/ieT BbiBe/leHa MaHe/lb UHCTPYMeHTOB CBOZIHbIe TabJULIbI C KHOTTKaMU
IS Ka)KJOro TIOo/isi M3 WCTOYHMKA [JAaHHBIX. Bbl MoOXKeTe 3a/jaThb Haya/llbHYyH0 CTPYKTYPY CBOZHOM
Tab/MLIbI, TIepeTacKMBasi KHOTIKY T10JIel C raHe/ i MHCTPYMEHTOB B 00s1acTé MakeTa. B Kakzayto 061acTb
MakKeTa MOKHO TIOMEeCTUTh JIF000e KOMUecTBO ToJied. YToObI yAauTh T0J1e, MepeTaliure ero KHOIIKY
3a rpejiesibl MakKeTa.
3aganue 8.1. Co3maaum CBojHYIO TabMMIly AJisS aHa/lM3a KOIMUeCTBA MY)KUMH U >KeHII[HH,
MIPOXKUBAIOIIMX B TOpoJaX W palioHaxXx 00/acTH M BHECEHHBIX B crUcoK. CBozHasi Tabsuiia
Co3/1aeTcsl TiepeTaCKUBaHWEM KHOTIOK IO/ MCXOAHOW Tab/uIlbl C MaHeIu WHCTPYMEHTOB B TPH
obmacTi MakeTa:
» ITlepemawjume crtoda nons cmonbyos. [lepeHeceM crojja KHOTIKU PatioH.
> Tlepemawjume croda nons cmpok. [lepeHeceM crofia 0iHy KHOTIKY 1oz
> To, uTO aHa/MU3UPYeTCs TEepPeHOCUTCss B Tonie [lepemawjume cioda 3n1eMeHMbl OQHHBIX.
[Tepenecem crozia, HaripuMep, KHONIKY Damuausi.
[l51s1 aHa/mM3a OCYITeCTBSeTCsT BEIOOP M3 CITMCKOB B 00/1aCTAX CTOJIOLIOB U CTPOK.
3apanue 8.2. Co3gagum CBOHYIO Tab/MIly /1711 aHa/IM3a OLIEHOK I10 MpeMeTaM Ha
BCTYTUTETBHBIX 3K3aMeHaX.
» Tlepemawjume ctoda noas cmoabyos. TlepeHeceM crofla KHOTIKA OOHO20 U3 npedMemos
(Hanpumep, UH¢opmamuka).
» ITlepemawjume croda nons cmpok. [lepeHeceM crofia 0iHy KHOMIKY PatioH
> To, uTo aHa/nMM3UpyeTCs TIepeHOCUTCS B Tiosie [lepemawjume cio0a 371eMeHMbl OAdHHBIX.
ITepeneceM crofa, Haripumep, KHOMKY Pamuausi.
8.2. Co3ganue CBojjHOM AarpaMmbI
BbI MoyKeTe CO3/laTh CBOJHYIO JUarpaMMy, BbIOOp B CAMOM Hauaje uepe3 BK/Ia/Ky BcraBka -
CBopnasi Tabysmra — CBogHaa auarpamma. CBOJHYIO /AuMarpaMMy MOKHO TakKe CO3/aThb IOC/Ie
MOCTPOEHUsT CBOJHOW Tabiuiubl. [[s1 3TOro BblgenuTe /00y0 sSUYeliKy B CBOJAHOW Tabsiuile u
ucronb3yiTe BKIaAKy BceraBka-I'mcrorpamma. B nepBom ciyuae Excel cospgaer puarpammy
O/THOBPEMEHHO CO CBOZHOU Tabsuiledl, a BO BTOPOM — CBOZAHYIO AMarpaMMy Ha OCHOBe TeKyIiiei
CBOJIHOM TaO/UIIBI.
B nr060M cityuae Tabnuiia ¥ AuarpaMma SIBISIFOTCS 00beKTaMu. VI3MeHeHHsI B OJJHOM Cpa3y e
0T0OpakaroTCsi B IPYTOM.
[MocTpoiite CBOAHYIO fUarpaMMy st CBOIHOM Tabmiibl [Ipumepa 2.
BbI MO’KeTe 1epecTpOUTb CBOJHYIO JUAarpaMMy TOUHO TaK >Ke, KaK W TabJuIly, repeTacKuBast
KHOTIKH TI0Jiel C OfiHOW ocH Ha Jpyryro. UToOwl 106aBUTH 1MOJIe, MepeTalydTe ero KHOMKY C TaHeIu
vHCTpyMeHTOB CBOfHbIe Tab/muIpl. s yaaneHUs 10/ ZOCTATOUHO TI€PeTalluTh ero 3a Mpejiesbl
nuarpammbl. ( [TockosibKy Tabsvija M [JuarpaMma CBsi3aHbI, MOXXHO TIepPeCTPOMThL JAUarpaMmy,
peopraHu3ysi CBOAHYO TaO/IuIy).
8.3. OoHoB/1IeHne CBOAHOM TA0/IMIBI
Xorsi cBofgHas TabsuIla CBs3aHa C MCXOJHBIMU JIaHHBIMH, HO OHa He OOHOBJISETCS
aBTOMATUYEeCKH MPU 0OHOBIEHUN UCXOHBIX JaHHBIX. UT0OBI 0OHOBUTH CBO/HYIO TAaOJ/HIly, BbIJETUTE
B Hell moOyl0 sUeliKy U 3aTeM Ha BKiazike [laHHble BbiOepuTe KomaHny OOHOBUTH Bce. [Ipu 3ToM
JIO/DKeH ObITh CHAT (yiaxkoK OT/I0KUTH 00OHOB/IeHHe MaKeTa Ha TaHe/ld WHCTPYMeHTOB CBOAHbIE
TaOJTUILIBI.

JlabopamopHas pa6boma Ne 3

Tema. Konconmmpanus. O0padoTka AaHHBIX B Mpeje/iax 0/{HON U HeCKO/JIBKHX KHHUT.
Hapcrpoiiku nporpammbl MS Excel (ITogoop napamerpa, ITouck pemenusi, [laker ananu3sa).

1. AHa/IM3 JaHHBIX C MPUMeHeHNeM TeXHOJ/I0OTUH KOHCO/TUAaLuu
Mo KoHCOMMjaTMel TIOHUMAeTCsl 00beIMHEHNEe JTaHHBIX, XPAHSII[UXCS B OIHOM WM B HECKOTBKHUX

CTIMCKAaX, BBITIOJIHEHWe Haf, 00beJMHeHHBbIMU JAaHHBIMA He0OXOAUMBIX BbIUMC/IEHUM U (POPMUPOBaHUE
pe3y/IbTUPYIOILel Tab/HLbL.
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KoHconyzalyo MOXHO BBITIONHATE 10 PACIO/IOKeHUI0 WX 1Mo Kareropud. KoHcomupauus 1o
PacIIo/IOXKeHHFO TIpezriosiaraeT coop MH(GOPMALK U3 sUeeK UCXO/HBIX CITUCKOB, PACIOOXKeHHBIX OMHAKOBO.
[Tpu KOHCOMMALM TI0 KaTeropuu Tab/IMUHBIN MPOLIECCOpP MCTIO/Ib3YeT B KaueCTBe MPU3HaKa Jyisi 00 beArHeH st
3ar'0JIOBKH CTOJIOLIOB W/TM CTPOK CITMCKOB. Tako# criocob KOHCO/TH/IALIAY TIPeJOCTaBIIsIeT OOMBIITY 0 CBOOOY
OpraHu3aIvy JJaHHbBIX.

KoHconujaiusi BBITMOTHSETCS ¢ TIOMOILIBI0 UHCTpyMeHTa KoHco/mjamus, KOTophbiii BK/IFOUaeTcs Ha
BKIaake [/lanHbie-KoHcommpanus.

17151 BBITIOJTHEHUST KOHCO/TU/AIIMU HY>KHO BBITIOTHUTH OTlepaliyu:

—YCTaHOBWThL KYpPCOp B siUeiiKy pabodero jiMcta, B KOTOPOU OyZieT pa3Mel|aThCsi JieBasi BePXHsis
siueiika pe3yIbTUPYIOLel TabuLIb;

—BKJ/TIOUMTb UHCTpYMeHT KoHcomupanus;

B muanoroBoM okHe KoHcomupamusa B crcke @yHkyus BbIOpaTh (QYHKUMIO ISt
BBITIO/THEHNST HEOOXO/JUMBIX BbIUHC/TEHUH;

— B mosie CcbuLiKa yKaszaTb ajjpeCc [Auaria3oHa WM BCero CIMCKa, JaHHble KOTOpOTo
Tipe/iriosiaraeTcsi KOHCO/UAMPOBATh, €C/TH eCTh ellle CIUCKHU [ KOHCOMU/ALUU L{eJIKHYTh Ha KHOTTKe
Jobasumb, BBeCTH CIeYIOUIUM AUAIa30H U T.J.;

— €C/T KOHCO/TM/IALIYS BBITIOJHSETCS 110 KaTeropuy, B rpyre Kcnob3oeamb 8 Kauecmee UMeH
yCTaHOBUTB (hiavkoK IToonucu 8epxHeli CMpoKuU, TIPU
KOHCOJTUJIAIIMH TI0 PaCTIONIOXKeHHI0 — (UIKOK 3HaueHUst 1e6020 cmoabuyd;

—[I/Is YCTaHOBJ/IEHUSI CBSI3W C MCXOJHBIMU CIIMCKaMM YCTaHOBUTh (akok Co3zdasamb cesizu ¢
UCXOOHbIMU OaHHbIMU (0ObIUHO He pabomaem, HO npednoaazaemcsi, YUmo U3MeHeHus & mabauyax
npueoosim K U3MeHeHUsIM 8 KOHCOAUOUPOBaHHol mabauye);

—IIe/IKHYTh Ha KHonKe OK.

ITpumep Vcrionb3oBaTh (aiin «KoHcomuaaLusi».

Ha mictax «1-ii fieHb», «2-i1 IeHb», «3-U [leHb» [iaH 1iepedyeHb orepaLyi, MpoBe/IeHHbIX MPo/iaBLIaMU

MarasuHa. B KoHL|e TpeTbero [jHs1 pyKOBOAWTeb (B/laferniel] Marasita) UCTo/ib3ysi TEXHOJIOTHIO

KoHconmmzalmm Jo/mKeH TIo/IBeCTU 001U UTOT paboThI TIPOZABLIOB.

IIpyumeuanue. B omimuve OT KOHCOMMJALMU [0 PaCIIOIOKEHUI0, KOTOpas MOXKeT
TIPUMEHSITbCS [I7Is1 JaHHBIX OZHOM TaOMULbl, KOHCOMUALUS 110 KaTeropusiM TIPUMeHsIeTCsl TOJTBKO B
TeX CIydJasix, KOr/la Hy>KHO KOHCOJIMJMPOBAaTh JJaHHbIe HECKOJIBKUX TaOJTHLI.

2. [TpuicBoeHMre UMeH siYelKaM M Anana3oHaM. CChUIKM Ha JIMCThl U KHUTH
2.1. IIpucBoeHue UMeH siYeliKaM U AiUarna3oHaM

BeifieuTh siUeiiKy WM Juara3oH siueek Ha paboueM jvcTe v Habpath ums B iosie Umst
cTpoku (¢opmys. IIpy 3TOM HMSI 3TO OJHO CJIOBO BO3MOXHO C TpPUMEHeHHeM 3Haka
nojuepkrBaHusl. VM MOXXeT HCIIO/b30BaThCs B (DOpPMyJiax HapaBHe C ajjpecamMH siueeK U
[lMaria3oHoB B Ipefiesiax Bcek KHuru. Harpumep, nvs biaok_1.

2.2. CchUIKHM HA JINCTHI U KHUTH

Ccpuika Ha et JIncerl!B4. OfHaKo JIMCT MOXKHO TeperMMeHOBBIBaTh KaK YIrOZHO M10J/Ib30BaTesIt0
1 CChUIaTbCS Ha HOBoe uMs nucta. ims tumna JIucrl!B4 peiictByeT B npefenax KHUrd. (Ho vms Tura
JIucr1l!Bbaok_1 felicTByeT TOJIBKO B Mpeiesiax OJHOTO JIMCTA MO/] aHa/IOTUYHBIM UMEHEM. )

O6wemHoe umst JIncerl:/Tuct3!B5 oxBathiBaeT stueiiki B5 Ha yiucta ¢ 1 o 3. Takoe UMsI MOXKET
WCII0/1b30BaThCs B (hOpMy/iax B TMpeiesiaX KHUTHU.

[Tocne Toro Kak Ha paboyeM JIUCTe OTPeZie/ieHO OJHO WJIM HECKOTIbKO UMEH, /IJIsl BK/TFOUEeHHUS] UMeH
B hopMy/ibl MOXKHO MCII0/Ib30BaTh KOMaH/ibl IMs 1 BcraBuTh MeHio BeraBka.
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3. Omnepanuu ¢ MaccuBaMH B TaO/IMUHOM TpoLieccope

MaccuB — 3T0 Habop JaHHbIX ofHOTrO THMa. MaccuB B MS Excel xpaHuTcs B Anara3oHe siueek.
MS Excel no3BosisieT co3jaBaTh OHOMepHbIe, IByMepHbIe U TpeXMepHble MaCCUBbI, KOTOPbIe XPaHSITCS
COOTBETCTBEHHO B OZJHOMEDPHBIX, ABYMEPHbIX W TPeXMepHbIX Juarna3zoHax. OHOMepHbIM U JByMepHBIM
Jivara3oHbl CO3/1al0TCst Ha OFHOM paboueM JyiucTe. AZipecHast CChUIKA Ha TakKOM /iMara3oH uMmeeT (popmar:
<Ajapec_niepBoM_siueiiku>: <Afipec_nocjiefHei_sueMKH>. [IByXmMepHble U TpeXMepHble uara3oHbl
CO37al0TCSl B OJHOMMEHHBIX slUeMKax HeCKOTbKHUX CMEXHBIX pPabouMx JIMCTOB. AZipecHasi CChIIKa Ha
TaKOW JirarasoH nMmeet (hopMmar:
<Wms_nepBoro_pabdouero_sucra>:<Vms_nociegHero_pabdouero_ smcra>!
<ApApec_nepBoi_suelKu>:<AApec_roc/iegHei_sueldKn>, HarlpyuMep:
="JIncrl:JInct2''$A$1:$B$4.
Ecnu MaccrB cofiep>KuT laHHble apru(MeTHUecKoro TUra, TO C TaKUM MacCUBOM MOJKHO BBITIOJTHSITh
apu(meTHUeCcKre oreparjuy.
IIpumeuanue. CcblIKAa Ha KHWTY, JIMCT W sYeliKy B KHUre WMeeT BWJl, HarpuMmep
[Mmsa_dainal/Iucrl!D6 vinu a5 auanasoHa siueek [Amsa_dgainal/Tucr1!D6:G6.

O0OpaboTKa JaHHBIX B Mpeje/iax OAHOM M HECKO/TBKHX KHUT

Co3gaTh B a/ekTpoHHOM Tabmmiie Excel (1 CoXpaHUTb, OCTAaBUB OTKPBLITHIMH) 3 KHUTH:

1. Pacuer_3ap_mni c mucramu SInBapb, @eBpanb, Mapr, 1_kBaprasn, Anpens, Mau, VoHb,
2_xBaprasn; ITosropa.

2. IITaonouni_u_npemuu c muctamu [la6moubl, KB_1, KB-2, ITonroaa;

3. Uroru_mno_3n c quctoM Utor_3m

1. B kavure 111a6/10HBI_H_NpeMHHU:

a) Co3gatb Ha yiucte I1a6/10HBI:

e IIla6nonHb! Tabmumiel 1 PacueTHas BeAOMOCTD, a Takke Tabmui] 2 1 3 IIpemust u Beicayra;

¢ [ITabnousl Tabmur 4 u 5 KBapranbHas npemus v IosyrogoBasi mpemus.

6) KormvpoBate mabsonsl Tabmur, 4 u 5 KeBapranbHas mpemusi u IlosyrojgoBasi mpemusi
cootBeTcTBeHHO Ha aUCcThl KB_1, KB-2 1 Iloaropaa;

B) 3alaTh CAMOCTOSITEJTLHO TIpeMUM B pyOsisix 3a 1 kBaprtan, 2 KBapTan u [lonrosa, moMecTuB
JaHHble B Tabnmipl Ha mctax Ke_1, KB-2 u ITosroga cOOTBETCTBEHHO.

2. B knure Pacuer_3ap_m:

4. a) KortuposaTth 11a6/10Hb1 Tabsui] 1 PacueTHast BeA0OMOCTbD, a Takke Tabmwmiibl 2 1 3 ITpemus u
Beiciyra Ha kKaxbiii 1uctT SIHBapb, @eBpanb, Mapt, Anpens, Maii, UoHb;

6) CamocrosiTenbHO 3a7aTh «OK/lazi» U OCyIecTBUTEL pacueT «[Ipemun», «Beicayru, u «3ap_Iim»
Ha OCHOBAHWU [JJaHHBIX Tabsui] 2 U 3 Ha KaxAoM jvcTe fIlHBapb, ®eBpanb, Mapt, Anpenb, Maii,
WioHb;

Ocy1iectBUTh pacueT «TOro» 1o BceM CTOJIOIaM.

B) KorupoBarthk mabson tabvibl 1 PacueTHas BeJoMOCTb Ha JIUCTHI 1_KBapTas, 2_KBapTaa U
IToaropaa.

r) OcyiecTBuTb pacyer Tabsul PacueTHasi BeJoMOCTb Ha jMcTax 1_KBapTas, 2_KBapTala U
IMonroga Tosbko B cTonbie IIpemusi, mMpou3BoAs CChUIKK B (hOpMysiaX Ha JaHHbIe JIMCTOB TaOJULIbI
KeapranbHasa npevus u ITonyrogoBas npemus u3 Kaury Ila6onbl_u_npemuu c avctoB KB_1,
Kg-2, IToaropa.

3. B kaure UToru_mno_3m:

a) Ha mucte ATor_3m co3zarh Tabsuiy Mitorosast 3apaboTHas miata (Tabsuia 6);

0) TIpon3BeCTH pacueT UTOTOBOW 3apabOTHOM TuIaThl, BBO/S B ()OPMYJIbI CCBHUIKM Ha JlaHHbIE W3
siueeK COOTBETCTBYIOLLUX KHUT U JIUCTOB,;

B) TIOCTPOWTL JAMarpamMmbl I10 JaHHbIM TaOsuipl WToroBas 3apaboTHasi mjlaTa KHUTU
WUrtoru_mo_3m.
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Tabauya 1
PacueTHasi Be;OMOCTb

No | @amumua | Umsa OrtuecTBO Homxnocts | Oknag | Ilpemus | Beicayra | 3ap_rin
(py6.) | (py6.) | (py6.)
1. | [letyxoB | BaH [TeTpoBuu
2. | CkBopuos | Cepreii | BacunbeBuu
3. | BopobreB | Hukonaii | ViBaHOBUY
4. | I'paues CemeHn AHnpipeeBUY
5. | 'ankuH FOpuit MuxaiioBuu
Wtoro:
Tabauya 2 Tabauya 3
[TPEMUA BBICJIYT'A
[IpoueHt Jlet BbIC/IyTH [IpoueHT
50 % >=20 50 %
20 % >=15 30 %
10 % >=10 20 %
5 % >=5 10 %
3 % >=2 5%
Tabsuiia 4 Tabnuiia 5
KBapranbHas npemMust [TosnyrogoBasi npeMusi
HavmMeHoBaHue Py6 HavmMeHoBaHue Py6
Crierg_1 Crier_1
Criery_2 Croery_2
OTnrMuHO OT/M4YHO
Xopotio XopoLo
Y I0BJIETBOPUTE/TEHO Y IOBJIETBOPUTE/IEHO
I1510xo0 I1510x0
Tabnumia 6
VToroBast 3apaboTHas riaTa
Ne | ®amumus | Ums OTyecTBO sHB | e | kBl | mMapr | amp | Mail | KB2 | MOJT | WIOHB
1. | Iletyxos | VBaH ITerpoBuu
2. | Cksopuos | Cepreii BacuiseBuu
3. | BopobreB | Hukonaii | ViBaHOBUY
4. | I'paueB CemeH AHJpeeBUu
5. | l'aykun FOpuii MuxaiiioBuu
Ntoro

[Ipumeuanue: 1. «3ap_mu» = «Oknag» + «IIpemus» + «Boicayrar.
1. «Ilmoxo» - 3TO BbIYET U3 3apabOTHOI I/1aThI.

5. Hagcrpoiiku Excel

B mnporpamme Excel Bbl Mo)keTe M0/ib30BaThCsl HAJCTPOMKAMU —  MOZAYJISIMH,
Mpe/lOCTaBJISIOIIMMY  [IOTIOJTHUTE/IbHble BO3MOKHOCTH 110 BBITIOJIHEHUIO (DUHAHCOBBIX, a TaKke
HayYHbIX PacueToB.

HazicTpoliku paciMpsitoT Juara3oH KoMaH/ ¥ Bo3MoykHocTel Microsoft Excel. TTo ymonmuanuto
OHU [IOCTYITHBI He Cpa3y, TM03TOMY CHauaja UX Heo0XOJUMO YCTaHOBUTb W (B HEKOTODPBIX C/TyYasx)
aKTHMBHPOBATh.
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HexkoTtopele HafCTpoMKy, Takue Kak «IlakeT aHamm3a» U «Ilouck pereHusi», BcTpoeHs! B Excel.
Npyrue poctynHbl B ueHTpe 3arpy3ku Office.com, ux HeoOXoAWMO TpefBapuUTeNbHO 3arpy3uTb U
ycTaHOBUTb. KpoMe TOro, HeKOTOpble HaZICTPOMKHY CO3/at0TCsl CTOPOHHMMM OpraHu3alisMy, Harlpumep
TMOCTABIIMKAMUH MTPOTPaMMHBIX pelleHHi WX MPOrpaMMHUCTaMH. JTO MOTYT ObITh HazgcTpoiiku COM,
HazcTporiku Visual Basic ama mpunoxenwit (VBA) u Hazactpoiiku DLL. OHM Takke TpeOyioT
YCTaHOBKH.

[Tocne ycTaHOBKM HaJCTPOMKM WM ee aKTHBaliM COOTBETCTBYIOIIME KOMaH[bl CTaHOBSITCS
JIOCTYITHBI B OZJHOM M3 yKa3aHHBIX HWKe MeCT.

¢ Bkiagka Jlannble. [Toce ycTaHOBKM U akTUBaLuu HafcTpoek «Ilaker aHanmmsa» U «Ilouck
pelleHus» B rpynne AHaau3 CTaHOBATCS JOCTYITHBI KOMaH[bl AHanu3 AaHHbIX U ITomck
peleHus.

¢ Bxiagka ®opmyasl . [Tocse ycTaHOBKM M aKTMBAL|MM MacTepa CYMMHPOBaHUSI U CPefCTBa
repecueTa B eBpO B rpyIre PemeHusi CTaHOBATCS JOCTYITHbI KOMaH/Zbl Y CJIOBHAasA CyMMa,
Ilepecuet B eBpo 1 dopMmar eBpo.

e Bxnagka Hapcrpoiiku. /[Ipyrue HazAcTpolKd MoryT ObiThb [Jo00aBjieHbl Ha BK/IaAKy
Hapcrpoiiku. OT1a BK/Iagka A00aB/sieTcsl Ha JIEHTY TI0C/Ie YCTaHOBKU M aKTHBALIMH TTePBOM
Ha/ICTPOMKM, KOTOpasl [JO/DKHa IosBUTbCS Ha Hel. Ecim Bknagka HapcTpouku He
TNosIB/ISIeTCA, CefyeT nepesanyctutb Excel.

Jlpyruie HaACTPOMKH, TakHe Kak BKa/ka Hauaso paborsl, foctynHbl B Excel B fpyrux mecrax,

HarpuMep B BU/ie BKJIaJIKW Ha JIeHTe, WX Yepe3 MakpOChl WX 10JIb30BaTe/IbCKUe MEeHIO.

5.1. JlobaB/ieHHe WM yAa/IeHHE HA/ICTPOeK. AKTHBaIus HajcTpoiiku Excel
1. Ortkpotite Bkiagxky Pani.
2. Haxwmure kHoriKy ITapameTpsl 1 BeiOepuTe Kateroprio HagcTpouku.
3. B none Ynpassenue BoiOeputre 3/eMeHT Hajcrpoiiku Excel ¥ HakmuTe KHOIKY
ITeperiTi. OTKpoeTCs AuanoroBoe okHO HagcTponkm.
4. B nosie JlocTynHbIe Ha/[CTPOMKH yCTaHOBUTEe (IaXKOK TOW HaJCTPOWKH, KOTOPYIO
Heo0X0/IMMO aKTHBUPOBATh, a 3aTeM HakmuTe KHOMKY OK .

Ecmu B okHe [locTynmHBI€ HAJCTPOWKH He YIAeTCs HAaWTH HAZCTPOHKY, KOTOPYH TpebyeTcs
aKTUBHPOBATh, BO3MOJKHO, ee TpeOyeTcsi yCTaHOBUTb.

YTo KacaeTcsi BCTPOEHHBIX Ha/ICTPOEK, TO Cpe/ii HUX MOXXHO BbIZIEJTUTb TPU:
¢ Tloxbop mapametpa;
* [louck permenus;
e [laker aHanu3a.

ITopbop mapamerpa (B obmmii criicok HazacTpoek He BXOJWT, T.K. yCTaHOB/IEH Bcerja IO
ymomuaHuto). Tlogbop mapamerpa siBjisieTcsl uyacTbio O/l0Ka 3afiau, KOTOPBIM WHOT/@ HA3bIBAOT
VMHCTPYMeHTaMHu aHanu3a "uto-ecau'. Korja >kenaeMsblid pe3yibTaT OJMHOUHOUW (OPMYJIbl MU3BECTeH, HO
HEW3BeCTHbI 3HAaueHWsl, KOTOpble TpeOyeTcs BBEeCTH /s TIOMyYeHHs 3TOTO pe3yJbTaTta, MOXKHO
BOCII0/Ib30BaThCsl cpeficTBOM «Ilo00p mapameTpa» BbIOpaB KOMaH[ly Ha BK/ajike /laHHble — AHa/u3
«uto-eci» — [Tombop mapametpa. Ilpu mog6ope mapameTrpa Microsoft Excel u3MeHsieT 3HaueHWe B
O/JHOW KOHKPETHOU siuelike /10 Tex ToOp, MOKa (opmysa, 3aBUCHMMasi OT 3TOW siueiiku, He BO3BpalljaeT
HY>KHBIU pe3ybTar.

O Hajgcrpoiike «Ilouck pemienus». (V3MeHeHHs1 POUCXO/AT B HECKONMBKUX siueiikax. Eciu
M3MeHeHHsI TIPOMCXOAT B OJHOMU sTueiike, TO 3afjaua CBOAUTCS K Tipeabiayieii «ITogbop mapameTpa).

[Touck perieHui SIBSIETCS YaCThiO OJIOKa 3a/jau, KOTOPBI TakKKe Ha3bIBAIOT aHa/W3
"yto-ecsin". Tlpoleypa Movcka pellieHrs MO3BOJIIET HAUTU ONTHMa/bHOe 3HaueHue (POPMYJIbI
CoJIepyKallieics B siueiike, KOTopasi Ha3bIBAaeTCs 1je/IeBoi. DTa Tpolieypa paboTaeT C TpyIIIoin
sTUeeK, TIPSIMO WM KOCBEHHO CBSI3aHHBIX C (hOPMYJION B 1je/ieBOM suelike. YTOOBI MOMyUUTh TI0
dbopmysnie, copeprkallelics B LieJIeBOM siueliKe, 3a/laHHbIA pe3y/bTaT, Mpolefypa WU3MeHseT
3HaueHUs BO BUSIONIUMX siyelikaX. UToObI Cy3UTh MHOXXECTBO 3HAaUeHUM, HCIIO/b3yeMbIX B
MOJe/iM, TPUMEHSIIOTCA OrpaHuYyeHusi. OTH OrpaHWYeHUs] MOTYT CCbLUIaTbCSl Ha [Jpyrue
BJ/IMSIOIIME STYEUKU.
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[Ipouenypy T1oMcCKa pelleHusi MOXHO WCIIO/b30BaTh [Jisg OIlpeje/ieHus 3HauyeHUs
B/IUSIIOLIIEN STUEMKH, KOTOpPOe COOTBETCTBYeT SKCTPEMYMY 3aBHUCHMOU STUEMKW — HarpuMep
MO’KHO U3MEHUTh 00BEM TJIaHUPYEeMOTo OrofPKeTa peK/aMbl U YBHU/IETb, KaK 3TO TOB/IUSET Ha
MPOEKTUPYEMYI0 CYMMY pacxo/OB.

Jpyrue ¢ynkopuu. B Microsoft Excel mpencraBieHo 06o0/bIlioe UKC/IO CTaTUCTUYECKUX,
(uHaHCOBBIX, (YHKUMH JaTbl U BpeMeHM W WHXeHepHbIX (YHKLUMN W HaxoAATCs Ha BK/afIKe
Dopmyiibl.

5.2.TToxbop mapameTpa.

IMocmaHoeka 3adauu: PaccunTaTh MUHHMMAJIbHYHO OTJIAaTy CTYZeHTa 3a yueOHbIN KypcC Npu
yC0BuM 0e3yObITOUHOCTH TIpeAJiaraeMoi TIaTHOM 00pa30BaTe/IbHON YC/TyTH.

Pewenue 3adauu:

3aro/iHMM TIpUBe/IeHHY10 Ha puc. 5.1.1. Tab/uIly cTaThsIMU [0X0/a U pacxofa.

Ha puc.5.2.1. B cTonbue E npuBeseHbl 3HaueHUs1 Uk (OPMYJIbl, KOTOPbIe HEOOXOAMMO BBECTU
B siuediku. [1pu atom Yucio cmydenmos, Ilnama c kaxcodozo, Yucno aekyuli u Yucao npakmuku -
WCXO/IHbIe JJaHHBIe.

Bcezo (npuxod) paccuuThIBaeTcs o oueBUHON opmyJie: Hucio cmyoeHmo8 yMHOXKaeTcs Ha
Inamy c kaxcoozo.

Hmoeo (npuxoo) ripefctasinsieT coboit 80% ot Bcezo (npuxoo).

Bcezo (pacxod) paccuutbiBaetcs no popmyiie: I1rama 3a 1 uac nekyuu yMmHOXKaeTcst Ha Yuco
Jlekyull U CKJIa/ibIBaeTcsi € npor3sBefeHueM Ilnambt 3a 1 uac npakmuku v ucaa npakmuku.

Hmoezo( pacxod) npepcrapisieT coboli yBemmueHHOe Ha 38% Bcezo (pacxoo).

Haxkower, ITpubbLib — pa3HOCTh MexXAy Mmozo (npuxod) u Mimozo (pacxood).

7151 peltieHus iepBoOM 3a/jaur TpebyeTcst orpesie/IUTh Takyro [1iamy C KaKA0ro CTyieHTa, ipy
KoTopoii IIpubbLib paBHSETCS HYIIIO.

17151 BBI30BA TIOATIPOTPAMMBI BBITIONHUM [laHHBIe — AHa/M3 «uTo-ecin» — [Togoop
napamerpa.

B auanoroBom okHe ITog0op mapamMerpa B 1ojie YCTAaHOBHTh B fAYelKe: yKakeM sueliky D33
(HasHauenue [Ipubbuiu), B ione 3HadyeHHe: ykakeM 3HaueHue 0, a B nosie VI3MeHss1 3HaueHHe
SIUeMKHU: yKakeM sgueiiKy D24 (3Hauenue I11ambl ¢ kaxc0020) U LjefKHEM MbllIbio Ha KHoTKe OK.
3adanue 5.1.

1. B suelike D24 ykauTe TmpueMiaemMyr JAjs CTyJeHTOB Iliamy ¢ Kaxc0020 W paccuvTaiTe
MUHUMabHOe Yuc1o cmydeHmos, TP KOTOPOM TIpeZjlaraeMasi rlaTa obpa3oBaresibHasi ycayra Oyger
0e3yObITOUHOM.

2. HOnsa wsBectHoro Yucna cmydewmoe paccuwtaiite Ilnamy ¢ Kajxcooeo, 4TOOBbI TOMYyYHUTh
HeoOxoauMyto Bam ITpubbLib.

3. 3agaiite IInamy 3a 1 uac npakmuku paBHOU Ilname 3a 1 uac nekyuu, yKaxkute u3BecTtHoe Yucsio
cmyOeHmo8, yCTaHOBNeHHY Iliamy c kadxcoo2o W oripefenute Takyro [lnamy 3a 1 uac saekyuu (u
Npakmuku), Py KOTOPOM BbI TIOJIyUUTe OTpejieieHHY 0 [TpubbLib.

C D E
22 PacueT nnaTte! 3a y4ebDHLIA KypC
23 YWCno CTYAEHTOB 10 10
24 [NnaTa Cc kaxgoro 1 000 00p. 1000
25 Bcero (npuxon) 10 000,00p. =D23*D24
26 | MToro npuxon) 8 000,00p. =D25*80%
27 [Yvcno nekyui B Yacax 36.00p. 36
28 Ywmcno npakTuKn B yacax 36,00p. 36
29 lnaTta 3a 1 4yac NexL KK 75,00p. 75
30 INnmaTa 3a 1 4ac NpakTUEM 60.00p. =D25*80%
31 Bcero (pacxon) 4 860.00p. =D27°D29+D28*D30
32 Wroro (pacxon) 6 706,80p. =D31*138%
33 lMNpubeiNs 1293, 20p. =D26-D32

Puc. 5.2.1. O6pa3el] pacueTHOU Tab/HIIBI
5.3. IToucK peiieHusi NPpU U3MEHEHNH HECKOJ/IbKUX MapaMeTpPoB
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ITovck pemieHuss 1P M3MEHEHMM HECKO/JbKHX IapaMeTpPoOB OCYLIECTB/SETCS C
WCIOMb30BaHWEeM KOMaHZbl Ha BKiaake JlaHHble-Ilonck pemenus. Eciv 5Ta KoMaHZa OTCYTCTBYeT B
MeHI0 CepBHUC, CMOTpHU Bhbille Jlo0aB/ieHHMe W/IM YyAAd/IeHHe HAACTPOeK, AKTHBAIUs Ha/CTPOMKH
Excel. Hazcrpoiika [Touck pelilieHUs1 T03BOJIsieT pelllaTb W3BECTHYI0 B MaTeMaTHKe TPaHCIIOPTHYIO
3ajauy

B kauecTBe mpumepa 3ajaud, KOTOPYIO TO3BOJisileT pelidTh IIoMCK pemieHHsi pacCMOTPUM
3aZlauy BJIOJKEHMs pacxo/l0OB Ha pekjaMy CO CTOPOHbI (UpMbl. Bbl cocTaB/sieTe miaH peK/1aMHOMN
KaMIMaHUM HOBOTO TipoAiyKTa. OOIiee uncio myO/MKaluil peKJaMHBIX OObsIB/IeHWM >KejlaTebHO
JloBeCcTH TI0 KpaiiHeid mepe n0 1200000 uuratenedt u ciymiatesnedt. OOmmii OrO/PKeT Ha peKiamy B
pa3/IMuyHbIX BUJIaX CpeJCTB MaccoBoi nMH@opmaluu coctaBseT 800 000 p. B kauectBe cpegcte CMU
BbIOpaHBI /IBe Ta3eThl, /[Ba KaHajla PaJyo U iBa KaHana teneBujeHus. Kaxmoe cpepcteo CMU umeet
CBOE KOJIMYEeCTBO YUTaTesiel U pasHyl0 CTOMMOCTh €JUHUUHOTO MOMellleH sl peK/laMbl. 3a/jaya COCTOUT
B TOM, uTOOBI /IOCTUYb 3aJIAHHOTO YWC/Ia UWTaTesed, Ciyliaresied (3pureneii), IO BO3MOXKHOCTH, C
HauMeHbIIMMH 3aTpaTaMy IPU CJIeAYIOLUX JOTOMHUTeTbHbIX OrPaHUYeHUSIX:

* B KaxJoM cpesctBe CMU 0/KHO MOSIBUTHCS 110 KpaiiHeli Mepe 111ecTb 00bsIBIeHNUH;

®  BbI HE MOXKETe TPaTUTh 0OJIbllle OJHOM TPeTH CpeACTB Ha ogHO CMU;

e 00masi CTOMMOCTb pa3Mell|eHHsI peK/IaMbl Ha [IByX KaHa/laX PaJiio U IByX KaHasax
TesileBUZIeHUs1 He fo/bkHA npebimate 500 000 p;

® 337aua /I0/DKHA UMETb BO3MOXXHOCTh TIPUOIKATECS K PeaTbHOCTH TTyTeM BBe/IeHUS
(GYHKIMOHATBHOM 3aBUCUMOCTH MEXKY UMCIOM 00bsiB/IeHH B KOHKpeTHOM CMU 1
BO3pacTaHWeM UMC/la NTOTeHLMaAbHbIX UMTaTe/el U ClylaTesnen.

Ha nepBoMm 3Tarie mprMeM TMPOCTYIO 3aBUCUMOCTD: KOJTMUECTBO MPOUUTABIINX 00BSIBIEHTE
(cnymiaresneii) paBHO TIPOU3BE/IEHUIO KOJTMUeCTBa 00bsiBNeHnit B CMU Ha 3HaueHHe MOTeHIMaTbHON
ayautopuu CMU. Ho g paguociyiiareseit BBefieM KoadduiyenT 0,1, a asis Tese3puteneii ) 0,15.

OcymiectBuTe Habop Tab/uIpl C AaHHBIMUA (CMOTpU puc. Aanee). B cronbuax F, H BBectu
(hopMyibl, OCYIIECTB/ISIOIIME TePeEMHOKEHWe JaHHBIX COoOTBeTcTBeHHO cTosbioB C, E u D, E, a B
ctonbije F paccuntaTh MPOLIEHT 3aTpaT Ha pekaamy /st KoHKpeTHoro CM.

YTtoObl HauaTh PabOTy C 3TUM UHCTPYMEHTOM, BbiOepuTe B Bkiagke /laHHble KomaHay ITomck
peireHusa. OTKpoeTcss OKHO guasora. B 3ToM okHe auasnora Bbl 0/DKHBI yKa3aTbk CBOO LieJlb.

3aganue 5.3.1.
MakcruMy3UpoBaTh YWC/I0 YUTaTeslel U cilyllaTesieil, OXBauyeHHbIX peK/aMoM, U3MeHsieMble
siueKu (KOM4yeCcTBO 00bsIB/IEHUH, MTOMelljaeMbIX B KaKAoM usfannu E2:E7) u orpaHuueHus
(ycnoBus puBesieHHbIe Ha puc.5.3.1.).

3aganue5.3.2.

MUHUMH3UPOBATh 3aTpaueHHble CpeiCTBa Ha peKamy, U3MeHsieMble siueiiku (KOIMueCTBO
00BSIB/IEHUH, TIOMeIljaeMbIX B KakaoM w3ganun E2:E7) wu orpanwuenus (ycioBus
ripuBeJieHHbIe Ha pyc.5.3.1.).

3aganue 5.3.3.
¢ [lo crosbiyy O0miasi CTOMMOCTH TIOCTPOKTE KPYTOBYIO IMAarpaMMy ¥ TUCTOTPaMMY.
¢ TlepeHecuTe UCXOAHOE W pe3yJbTUPYIOLee COCTOsTHUE TabmiIbl B JokyMeHT Word
e (Co3paiiTe u3 fokymeHTa Word cair.
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A B C D E F G H
CToMmoOCTb I{nmwecrﬁu Konu4ecreo Obwan I'Ipuu,euTu Beero .
MNe n/n CMH yuTaTenei/ . oT obuwei yuTaTensn
obbLABNEeHUA . 0obLABNEHWA CTOMMOCTh .

1 cnywartene CYyMMBI cnywarenen
2 1 Man. 1 12 000,00p. 28000 5 60 000,00p. 28.44% 140000
3 2 Man_ 2 14 000,00p. 32000 5 70 000,00p. 33.18% 160000
4 3 P/kanan 1 2 400,00p. 20000 5 12 000,00p. 5.69% 10000
5 4 P/kaHan 2 2 500,00p. 30000 5 14 000,00p. 6.64% 15000
E 5 B 1 5 000,00p. 37000 5 25 000,00p. 11.85% 27750
T 6 B 2 6 000,00p. 25000 5 30 000,00p. 14.22% 18750
3]

9 Bcero 211 000,00p. 371500
10 CMIA 3,4, 5ub 81 000,00p.

11

12 Orpavvyet Bcero pacxogoe Ha peknamy 500 000,00p.

13 Becero pacxopoe Ha peknamy 3,4, 51 6 500 000,00p.

14 MuHMMansHas ayouTopuA 1200000

15 MakcumankeHeld NpoOUeHT pacxo4oB HA 04HO W3gaHue 33.30%

16 MuHuManeHoe KonudyecTeo ofbABneHWiA Ha oaHo CWIA b

Puc.5.3.1.

lMapame TPpbl NOMCKA PE e HHMA

CATHMMEMPOEaTE ueneeyvto o FREEE]
o)

Ao '@} MakCHMY 'l:} FMHHEMY M (:} IHAYEHHA: |

MsMeHAA AYERKH neperMeHHEx ]

| $E$2:$E47

B COOTEESTCTEHH C Or pPaHHHEHHAMK:

FEF2:$E$T = uenoe
$E32: 5647 »= $a416 [ fonanzs ]
$F$10 <= $G$13
+F$9 == $G5412 [ MzMEHNTE ]
+iaf2:$5F7 == $G$15
FHFD == $af14
[ ¥RanHTe ]
[ CApOcHTE ]

[ SarpysKTE MK COxXp ]

[[] caenaTte nepemedHele Ges OrpaHHHEHHA HEOTPHLATENEHEIMH

5 ]
MOMCK PELEHHA MHHERHEIX 38454 C1 W | [

BbIEEpHTE METOL PEWEHMA MNapameTpebl ]

ANA rnaskmx HEMMHERHELX 338849 BEIDEPHTE MOAYNE MOMCKS PEWEHHA HENMHERAHEIX 33034 METOL0M
O, AnA MMHERHEIX 33034 ERIGEPHTE MOAYNE NOMCKS PELWEHMA NMHERHER: 384884
CHHANEKC-METOA0M, JNA peElleHHA HEMNaAKH: 3a0a4 EEIGepHTE MOAY NE SE0ARILHFOHHOMD A0HCKS

Help HafTH peweHHe ] [ SaKpeITe
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NnaBa 3. NMporpavma PowerPoint 2007 (2010)

JlabopamopHas paboma Ne 1

Temal. Co3daHue u oghopmsieHUe npeseHmayuu

Microsoft PowerPoint (monHoe Ha3Banne — Microsoft Office PowerPoint) — 3T0 mporpamMma
[l CO3[laHUsl W TIPOBeZleHWsl Tpe3eHTaLuH, siBstomasicsi yactbto Microsoft Office u pgocrynHas B
pelakUsIX it orepaldoHHbIX crcteM Microsoft Windows u Mac OS. PowerPoint siBisieTcst uacTbio
Microsoft Office. 3To mo3ommno PowerPoint crath Hanbonee pacrpoCTpaHEHHOW BO BCEM MHpe
rporpaMMoi [ijisi co3faHusi Tipe3eHTauuid. OpHako, MOCKo/ibKy PowerPoint umeeT B0O3MOXKHOCTB
MO/IK/IIOUEHUS] 3/IEMEHTOB JpYyrux NpuaokeHui uepe3 OLE, HekOTOpble Ipe3eHTaluM CTaHOBSATCA
CUNBHO MPUBSI3aHHBIMU K Ti/1aTdhopMe Windows, UTo /leflaeT HEBO3MOKHBIM OTKPBITHE JJaHHbIX (haii/ioB,
HaripuMmep, B Bepcuu 411 Mac OS. 310 npuBesio K repexo/y Ha OTKpbITbIe CTaHAapThl, Takue Kak PDF
u OASIS OpenDocument.

ITpu nepsBom 3anycke PowerPoint 2007 (2010) craHOBATCS 3aMeTHBIMU M3MeHEHUs B
vHTep@deiice. BMecto komaHg PowerPoint nosiBunach HoBasi CTpyKTypa KHOTOK U BK/IaZioK. B Takoi
CTPYKType OyzeT y00Hee MCKAaTh W UCII0/Ib30BaTh HE0OXO[UMble (DYHKLIUM U CO37iaBaTh IPPeKTHbIE
Tpe3eHTaLlu.

Cawmble 3ameTHble u3MeHeHUs: B PowerPoint 2007 ripesictaB/ieHbl B BepXHel 4acTy OKHa
NpuioXKeHHs1. Terepb TaM BMECTO MEHIO U MaHesiell HHCTPYMEHTOB uepe3 BeCh SKpaH MPOXOJUT
LIMPOKas 110J10Cca. JTO M0/10ca Ha3blBaeTcsl «JIeHTO»; Ha Hel COZIeP>KUTCSI MHOXKeCTBO BU3ya/lbHO
JOCTYTTHBIX KOMaH/I, pa30MThIX Ha TPYTIIIbI.

OTHbIHe fieHTa Oy/1eT UrpaTh poJib LIEHTpa YIIpaB/ieHUst CO3/laHueM Tpe3eHTal[|uu

[Tpe3eHTaLMI0 MOKHO CO3/IaBaTh YeThIPbMs Criocobamu:

1. Co3paHue npe3eHTalMM Ha OCHOBE MOJIHOCTBIO U/ YaCTUYHO TOTOBbIX Mpe3eHTaLui,
KOTOpbIe cofiepkaTcs B 6uboTekax (on-line). PaHee maHHBIN TOAX0/ Ha3bIBA/ICS
«Co3aHue npe3eHTali U3 MaCTepOB aBTOCOePKaHUsI».

2. Co3paHue Tpe3eHTalLMM Ha OCHOBe JIDYTHX FOTOBBIX Mpe3eHTalyi (T.e. TBOpUecKasi
repepab0TKa 4y’>KOro Tiepe/JoOBOTO OIIbITA);

3. Co3gaHue TIpe3eHTaIud Ha OCHOBE TOTOBBIX 111a0JIOHOB CJIAM/IOB;

4. OCHOBHO}#1 €11I0c00 —3TO CO3/laHue Mpe3eHTal[Mi Ha OCHOBe MYCThIX MaKeTOB CJIai/[0B —
Hogas nipesenTarjus;

3aganue 1. Co3jaHue Npe3eHTAlMd Ha OCHOBE MO/THOCTHI0 /I YaCTUYHO IrOTOBBIX Mpe3eHTalu

OTH mpe3eHTaI[UH CojiepyKaTcs B oubmmoTekax (on-line).

¢ BrizBatb MeHto @aiin — Co3zars [Ipe3eHTanumn

¢ [Iporpamma obparaercsi K 6ubvorekam on-line U rpefyiaraeT mpe3eHTalK TI0 Pa3TAYHBIM
TemaM. Hy)kHasl ripe3eHTaLisl 3arpy>KaeTcsl.

¢ BrmonHuts KoMaHy IToka3 ciaiioB-C Hauasa (1oka3 BLIOpaHHOM Mpe3eHTalyn);

¢ TIpocMoTpeTh pa3/iuuHble CrIocoObl Mpe/cTaBieHus npeseHTaly (OObIuHbI pexxum (Pexxum
CTPYKTYyphl, Pexxum cnanzoB), Pexxum coptupoBku cnainzio, [Tokas cnanzpoB (Haunnas c
Bbl/le/IeHHOr0 (TeKylljero) M HauuHasg C Havana), CrpaHuia 3ametok (Bknagka Bwup-
CTpaHuIilbl 3aMeTOK));

¢ [Ipu HeoOXOAMMOCTH BBITIOJHUTH PefaKTHPOBaHUe W JOpMaTHUpOBaHKe 3arojiOBKOB C/1al/ioB,
TeKCTOB CJIal/I0B, CTPAHMUL] 3aMeTOK 1oz, Baim 3azauy;

e C nomowpro KHOMOK [loBbicUTE ypoBeHb, IIoHM3UTE ypoBeHb, BBepx, BHU3 BBINIOJHUTH
peflakTUpOBaHUe CTPYKTYPbI C/Iaii/IoB. .

CoxpaHUThb Npe3eHTaLUIo.

3asanue 2. Co3gaHue npe3eHTALdM HA OCHOBE /IPYrux (FrOTOBBIX) Mpe3eHTalu

KonupoBaThk MCXO/HBIN MaTepuasl K 3aHSITUIO U3 Nanku [IpenosaBarens B CBOO Marky.
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BcraBka caiioB U3 Jpyryx rpe3eHTal|i:

3a UCXOZHYI0 BO3bMEM COXPaHEeHHYIO Mpe3eHTaluIo;

B kauecTBe [Jpyrux Tipe3eHTalui Oy/lieM WCIO/b30BaTh TIPe3eHTALMM W3  TAlKH
O6pa3upi_npesenTtanuii ([Ipesenrarust [Ipocras.ppt u CnoxkHasi_®onransl [Tereproda.ppt);
Bribepute (BbIe/iMTe) B OCHOBHOM TIpe3eHTAllUM CJiaifJl, TIOC/e KOTOpPOro HeoOXOoauMo
BCTaBUTb C/aii], M3 Apyrou npeseHtanuu. Mcronb3ylite 3aknagky I'maBHas — Co3parb
c1aiy, - BecraBka u3 CTpYKTYphI.... B ananoroBom okHe IMouck crpyktypsi ( O630p)
Hatinute Ilpe3entanus Ilpocras.ppt BeibepuTe HY)KHBIM Clai[ (WM HECKOJBKO CJIai/loB
Ccpa3y W BCTaBbTe B CBOI TMpe3eHTauuto. [Ipogenaiite 3Ty omnepauuto 3-4 pasa C AByMs
Tpe/i/I0’KeHHBbIMHY TIpe3eHTaLUSIMU [i71s1 BCTaBKY;

Manee mpu HeOOXOJUMOCTH BBITIOJIHUTE peIaKTUPOBaHWE U (pOpMaTHUpPOBaHME 3ar0JIOBKOB
C/1aliIoB, TEKCTOB CJIak/|0B, CTpaHUL] 3aMeTOK 1oz, Bamm 3ajauy;

CoxpaHuTh Mpe3eHTaLU0 M0 JPYTUM UMEeHEeM.

3apanue 3. Co3jaHue Mpe3eHTallMU Ha OCHOBE FOTOBBIX IIA0/I0HOB C/1al/I0B

[ITabs0HBI CakzoB npescTaBieHbl B mporpamMmMe PowerPoint 2007 (2010) uepe3 mento datin —
Co3patb UM, HanpumMep, Ha caiite HHI'Y www.unn.ru:

¢ UHdbopMalMoHHbIE PeCypChl;

e [Ila6noH 31ekTpoHHOM ripe3eHTarun HHI'Y;
®  Pycckosi3bIuHbIH 1m1a06/10H (4:3);

® Pycckosi3piuHbIH 1m1a6s10H (16:9);

®  AHI/IOS3bIYHBIN 1m1a0/10H (4:3).

YroObl IPUMEHSITh TakKue I1a0/IoHbI K C/1aiiziaM, HeoOX0UMO CHauaia OTKPBITh TaKOW CrIai B
mporpaMme, a 3aTeM MCIIO/b30BaTh BKIafKy I'naBHas — Co3gars cmaiig — [AyosmpoBarb
BbIJle/IeHHbIe cj1aiabl. [Ipozienaiite 3T0 3a7aHue C 1mabsoHoM criaiga (PyccKos3bluHbIN I11a0/I0H)

HHI'Y.

3aganue 4. Co3jaHue Npe3eHTAlMd Ha 0CHOBe MaKeTOB C/Iai/10B

Byznem paboTaTh ¢ MCXOQHBIM MarepuaroM u3 nankd Hwkuuii HoBroposa u oTkpoem catin

«MartepHan_HCXOAHBINA C pUucyHKaMu.doc»:

Co3paiite HOBYIO Mpe3eHTalvio MeHio @aiin - Co3aaTh — HoBasi npe3eHTanus;

[lepBbIii cCnail;  Bcerja  3aro/ioBOYHbBIM. B mose  3arosioBka  BBeleM — TEKCT
«[JocronprumeuarensHocti Hwknero HoBropoza», a mone mogsarosioBka Bauy damunmtio,
Ha3BaHUe (aKy/bTeTa ¥ HOMep yueOHOM rpymIbI;

Crnenyrommii cyiaii; cosgaetcsi uepe3 Bkaaaky I'maBHasi - Co3gatek ciaaup. (MHorpa anst
coxpaHeHUs1 OQopMmJieHMs Cralifila HOBBIM CJailf, co3jaeTcs uepe3 BK/IaAKy I'naBHasa -
Co3pathb ciaij - [ly0o/iMmpoBaTh BbIie/IeHHBIH C/1ai]);

[ns HOBOTO Craiija moaOupaeTcs MakeT (pa3MeTKa cCiaifa). Pasmerka crialfia [o/DKHA
COOTBETCTBOBaTh BalmM 3ambic/iaM 0 CO3[jaHUI0 CJlaiifla, XOTs BCe MakeTbl 00saZiaroT
JIOCTaTOYHO OOJIBINION YHHUBEPCATBbHOCTBI0. MaKeT MOXXHO U3MEHHTh, OTKPBIB CITUCOK MakeT
Ha BKJIaZKe I'naBHasa. B mone BhiOpaHHOrO MakeTa cjaiila BUIHBI W300pakeHUs
BCTaBJ/IsieMbIX 37IeMEHTOB (PUCYHKHU, AWarpaMMbl U T.7.). EC/IM 11IeKHYTh MBILIBI0 Ha 3TOM
3/IeMEeHTe, TO OTKPBbIBAETCS OKHO /1JIs1 TIOWCKA COOTBETCTBYIOILIErO 3/IEMEHTA;

3arnosiHUTE CIalpl W3 TIPEJJIOKEHHOTO TeKcTa. Vcmomb3ys KorupoBaHHWe uepe3 Oydep,
3aro/IOBKM BCTaBbTe B I10Jle 3arosioBKa, TEKCT B I0Jie TEKCTa, a8 PUCYHOK B T0Ji€ PUCYHKA.
Co3patiTe 3-4 craiijja myTeM KOITUPOBaHUs uepe3 Oydep;

Co3faHHble C1aibl 0THOpPMaTHUPYHTe, YUHUTBIBasl, UTO TeKCT OyleT BUEH W UUTAThbCA Ha
JKpaHe TIpY ero pa3mepe He MeHee 16-18, a 3arosioBOK [Jo/DKeH ObITH TIO pa3mepy mipudra
Hosbiite. TeKCT MOYKHO pe/lakKTUPOBATh, KaK B T0JIe C/laii/ja, TaK U B I10Jie CTPYKTYPHI;
Cospaiite elije 2-3 caiifja, HO BCTaBKy PUCYHKOB OCYILleCTBUTe (TIpe/iBapyUTe/IbHO BbIZIE/VB
roJjie pUCyHKa) yepe3 BK/IagKy BcraBka — PHCYHOK (PHCYHOK BcTaB/seTcs u3 (aiina).
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PucyHoK psi BCTaBKM B II0Jle DUCYHKAa (CJlaiila MOXKHO KONMPOBaTb U BCTaBJISATh
HerocpeAcTBeHHO u3 mnporpammbl IIpoBoanuk. Ilpogenaiite Takyro BCTaBKy nnas  1-2
cnanzoB. Eciy yu3-3a paciuvpeHuys Tvmna rpagyuyeckoro (paiiia BCTaBKa He yJjaeTcsl, TO TaKOW
rpaduueckuii (aiin HeoOX0AMMO KOHBEPTHPOBATh B Pa3pelleHHbIN TUM (haiisia, UCIIOb3ys
crielManbHble rpauyeckde peJakTopbl. BCTaBKy pHUCyHKa C 3KpaHa MOHHTOpPA MOXKHO
OCYIIeCTBUTh, MCIO/B3Ysl KaaBuily Print Screen m obpaborath pUCyHOK B rpadudeckoM
penakrtope Paint. [IpousBeauTe Takyro BCTaBKy B 1-2 ciaia;

* Co3paiire 1-2 cnaiifa ¢ TabnmuijamMy ¥ AuarpaMMamu. Tabsuily ¥ fuarpammy KOTIHPYHTe U3
npe/iIo)KeHHOro BaM (haiina 3y1eKTpoHHOW Tabimmipl Excel «Tabnumpl v fuarpammsbl.xls» B
narike HwkHauii HoBropog;

¢ (CoxpaHuTe CO3/laHHYIO TIPe3eHTaln0.

Tema 2. OpopmaeHue npezeHmayuu

3ajganue 4. Pabora ¢ madioHamu (TeMaMu) 0()opM/IeHUST

[lpuMeHUTe K TIpe3eHTAaLMM pa3/iMuHble 111a0/0HbI (Tembl) odopmiieHus (BKIaaka [usaiiH -
Tewmbl):

e [IpocMmoTpeTh Mpe3eHTalMIo B Pa3/WYHBIX 11a0/I0HaxX (TeMax) oopMIeHHs;

e [lIpu BeiOope mabsoHa (TeMbl) oopmieHus: U Aanee GpoHa HEOOXOAMMO UMeTh B BUY, UTO
JUIsl MaJibIX 9KpaHOB Tlepexo/ibl [IBETOB JJO/DKHBI ObITh MsTKUe (TlacTesbHble), a [jist O0JIbIINIX
pe3kue. VHaue mipu cBeTe (COJTHEUHOM WM SIPKOM MCKYyCCTBEHHOM) H300paxeHue OyzeT
TVIOXO0 BHAHO Ha 3KpaHe. Camoil 00JbILION KOHTPACTHOCTBIO 00JiailaeT uvepHO-Oesoe
n300pakeHHe, TI03TOMY UepHO-0esTyr0 KOTIHIO TIpe3eHTariu HeoOX0IMMO BCer/ia XpaHUTh;

¢  CoxpaHuThb Ipe3eHTaLUto (M0 APYTrUM UMeHeM) B CBOel Tarike.

3aganue 5. Vismenenue Ctuns (poHa npe3eHTanuu

Vi3meHeHre CTU/S (POHA OCYLLeCTBIIeTCS B C/Ie/lytolllel oc/ief,0BaTe/IbHOCTH:

e Uepes Bk1aKy [JAu3aiin- rpymnna @od — Ctumm ¢oHa MOXKHO OCYIeCTBUTh M3MeHeHue (hoHa
califia B mipefiesiax 1mabsioHa oopmieHHsl WK TIOJTHOCTBIO MCK/TFOUMTE 111ab/10H oopmMiieHust
JJ1s BBbIJE/IeHHbIX C/1aliZloB WM Bcex caioB. POH TMpejrnosaraer Takxe IpUMeHeHHe
pa3nnyHbIX criocoboB 3amiBku (Ctumm ¢ona — dopmar ¢ona). [Ipumenurte K 2-3 criaiizam
r3MeHeHue (OHa U 3a/IMBKY.

e TlIpu Beibope crnioco6oB 3anvBku (Ctiu ¢ona — Popmar ¢oHa - 3anuBKa) MOSBISETCS
auanoroBoe okHO ¢ KH. Kapruaka u U3 ¢aiina. Uepes kH. KapTunka u W3 ¢aiiia MoxXHO
HalTH U BCTaBUTh Ha CJaiij] B KauecTBe (oHa caiia pucyHok (doTtorpaduro). Co3zaiiTe Takou
Craung.

¢ OrleHuTe M0JIyYeHHble pe3y/IbTaThl B pe)KUMe IMPOCMOTpa Mpe3eHTal|H.

¢ Co3z1aTh ()OH U3 PUCYHKOB, OJHOTO U/ HECKOJIBKUX MOYKHO U JIDYTUM CITIOCOOOM.

HeobOxoauMo BCTaBUTH Ha CJ1aif uepe3 BKIaAKy BcraBKa - PHCYHOK HY)KHOe UHC/IO PUCYHKOB.

BrI3BaB Ha pHCYHKE KOHTEKCTHOe MeHI0 U BblOpaB NMyHKT @opMar PHCYHKA, IOSIB/ISIETCS

ouanoroBoe okHO dopMat pucyHKa. Beibepute B OKHe BK/IaIKy PucyHoK. Vcrmonb3yst criicok

LiBet, u3mensiss SIpkocth 1 KOHTpacT, MOXKHO [JOOHUTHCS HEOOXOAMMOM IMPO3PAayHOCTH PHCYHKA.

3aTeM pPUCYHKY, pacTsrvBasi MapKephbl 3aliellJieH!sl TIPUAeTCsl Hy>KHbI pa3Mep, a yepe3 BK/IaJKY

®opmar — crnucka IlepemectuTh Brnepej (IlepemecTuTh Ha3aj), PUCYHOK IlepeMelljalOT Ha
3aZiHUM TUlaH B KauecTBe (poHa. Co3gaiite 1-2 cnalifia ¢ TakMMU (POHOBBIMU PUCYHKAMHU.

e CoxpaHuTh Npe3eHTaluIo (Mo APYyTUM UMeHeM) B CBOeH Tarike.

3apanue 6. IToroBbiu cjiai/ U Co3aHHe TUINIEPCCHIIOK

Kak TakoBoro mosstuss Vtoroseii ciaiin B PowerPoint 2007 (2010) Her. UToOBI CO3/aTh
ViToroBelii caii/; BLIOMpaeTCsl MakeT CJlakfia, HampuMep 3aro/ioBOK U 00beKT. B 3arosoBke nuieTcs
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HroroBeiii cimaiig. B ocHoBHOM mone Bbibupaercss CHMCOK M Ha TIYHKTe CIHMCKA BbI3bIBAETCS
KOHTEKCTHOe MeHI0. BriOupaeTcs myHKT I'mmepcchlika ¥ BBIOMPAeTCs 3/1eMeHT [Jisi CChIIKH. B
CTIMCKe UTOTOBOTO CJiaii/ia TOSIB/IsSIeTCSl Ha3BaHWe BLIOPAHHOTO 37ieMeHTa /ISl CChIKA U Ha Ha3BaHUe
CTaBUTCS TUTIEPCChIIKA.

['UriepcchIKM MOXKHO TIOCTaBUThL Ha CJIaiif] B 9TOM >Ke TIpe3eHTalld, Ha caWT, Ha (aiin moboii
riporpaMmbl. OOBIUHO B UTOTOBOM CJIaii/ie TUTIEPCCHIIKK CTaBST Ha CJ/Iai/] B 3TOM >Ke Mpe3eHTaL|H.

'MnepcchlIKM MOXKHO Ha TeKCT, Ha PUCYHKHM U Ymnpasiasmoompe KHonkd. OO6pasipl
Ynpasasomux KHONOK BbI3bIBAIOTCS Yyepe3 BKJIaAKy BecraBka - rpynny rocrpanuu — @Urypsl
- YnpaBnasirompe kKHonku. KHomka BbIOMpaeTcsi M pucyeTcss Ha ciabifie. [TosiBiisieTcs quaioroBoe
OKHO, uepe3 KOTOpPOe yYCTaHaB/IMBaeTCsl TUIePCChIIKa.

Cospaiite VTOroBbIi C/1aii[; U1 TIPOCMOTPUTE Mpe3eHTalut0. VICronb3ylTe TUMepCChLIKA
WTOT'OBOTO C/laija.

CoxpaHuTb Mpe3eHTal|i0 B CBOEH Marke.

Jlabopamophas paboma Ne 2

Buumanue. 1. PaboraiiTe C CO3ZIlaHHBIMH paHee TIpe3eHTalUsMHU.
2. [1pu co3gaHuu npeseHTaLMil /181 10KIaI0B MY/IbTUMeInHbIe 3(h(eKThbl He IPUMEHSIIOT,
KpOMe CJTyuaeB, KOT/ja TakKasi 3a/jaua rocTaB/ieHa CrieljiaabHo!

Tema 3. 3¢pgpekmbl myabmumeoua

3aganue 7. I deKT nmepexo 0B (3¢ (eKThl JeHCTBYIOT B IT0Ka3e CIai[0B).

st HasHaueHus1 3 dekTa repexosia UCMOAB3YIOT BKIaAKy Ilepexopsl.

B rpynme Ilepexog K 3ToMy c/1aiay BeiOMpaeTcst 3¢ dekT nepexo/a, a B cricke ITapamerpsl
mepexo/a, COOTBETCTBEHHO TapaMeTphl.

B cnepyromeii rpynne Bpemsi moka3sa C/IaiiloB 3a/aeTcsl: yCTaHOBKa 3BYKOBOTO 3(dekra,
CMeHa Cjaiia To Ie/UKy WM M0 BPeMeHM, a TakKKe yCTaHOBKa KoMaH/bl IIpUMEHHTB KO BCeM
(mepBoHauanbHO 3(p(eKT NMpUMeHsieTCsi K 3TOMY ClAanfy).

Co3paTb 3¢ deKTsI Py CMeHe C1aii/ia ¥ BBITIOJTHUTE TTPOCMOTP Tpe3eHTaL| .

3aganue 8. D¢ ¢exkTbl aHUMAIUM B C/1al/ie AJisl TEKCTa U PUCYHKOB

Bribepure ciiaiif c HECKOJIBKUMU TEKCTaMU 1 PUCYHKOM.

OddexTsl aHUMaLWY [J1 Claifja 3a[atoTcs Yepe3 BKIaJKy AHUManusa. B rpynne AHuManus
ycTaHaB/ivBaeTcss 3(Q@ekT aHMMalud U uepe3 crucok IlapameTpsl aHMMaLMH, COOTBETCTBEHHO
rapameTpal.

Hnst 3apaHus snemMeHTy ciaiga (pparMeHTy TeKCTa, PUCYHKY) WHAUBUAYAJbHOTO 3(deKra,
3TOT 37eMeHT HeoOXoauMo BbilenuTh. [lanee uepe3 rpynmy (PacmupeHHast aHMMaryist) BEIOMpaeTcst
3pdexT. Bribupaercsi Bpemsi Hauana BbimonHeHusi 3¢dexkra Pa3mep Tons  0XBaThIBa@MOI0O
3pdexToM, CKOpocTb ero BbINOAHeHUs. [locsie 3a7aHusi HeCKO/IBKHX 3((eKToB s pa3HbIX
3/IeMEHTOB C/aiijla KHOMKaMM CO CTpesikaMd BBepx m BHH3 MOXXHO H3MEHUTb OYepeHOCTb
BbINo/IHeHUs 3¢ dekToB aHnMary. HasHaueHHbIe 3()(eKTbl MOXKHO yAamsTh.

3apatite 3¢ (eKThl U BBITIOJIHATE TTPOCMOTP Mpe3eHTal|u.

3aganue 9. ¢ ¢dekTHI aHMManUK JUarpaMm

Bribepute cnaiif ¢ auarpamMmoi (Wi BCTaBbTe Avarpammy B ciiaiiz). C MOMOIIBIO BK/IAJKU
Anumanus Bbibepute 3(pdekT aHMMaLMU, OTKpoiTe crmucok Ilapamerphl aHMMAIUHM, YTOUHWUTE
rapameTphl [0C/1e[J0BaTe/IbHOCTH BhIMIOTHEHUS 3 deKTa:

e Kak oJJuH 00BEKT;
e [lo pagawm;
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¢ Jlo kaTeropusm;
¢ Jlo snemeHTaM ps/i0B;
¢ [lo snemeHTaMm KaTteropui.

3aganue 10. YcraHoOBKa BpeMeHH MoKa3a (MepeK/IiueHus ) C/1ai/ioB

OTkpoilTe  mpe3eHTaLMl0. YCTAaHOBKA  aBTOMAaTWYeCKOrO  MepeKIHYeHusl  Clai/oB
yCTaHaB/IMBaeTCs TIpY Ha3HaueHUM 3¢ deKTa nepexosa uepe3 BKIaJKy Ilepexopabl. M0O)XKHO Ha3HAUUTh
PYYHOe IepeK/itoueHre BpeMeHH 10Kasa C/1ai/ioB.

 C nomougpto 3aknagku [lokas cnaiijoB — HacTpoiika BpeMeHM MOXKHO BBITIOJHUTh
aBTOMaTUUeCKYIO0 HaCTPOWKY BPeMeHHM I0Kasa B rpoliecce perieTUliUU. [IpocMoTpuTe rpe3eHTaLuio.

Tema 4. YnpasneHue demoHcmpayueli

3aganue 11. Bpi6op croco0a mokasa JeMOHCTPaLUH.

OTkpoiite mpe3eHTtaiuio. C momolinpio BKIagku [Toka3 ciaiiioB - Hactpoiika mnpe3eHTaluu
BbiOepute (10 ouepesr) croco® ToKa3a iaiiioB  (YTpaB/isieMblid  IOKTaUAKOM (TIOTHBIM
9KpaH), YTpaB/sieMbIi M0o/ib30BaTe/ieM (OKHO), ABTOMaTUUeCKUi);

ITpocMOTpUTE TIpe3eHTAIMI0 MPHU BCceX Tpex criocobax. ITpu 3ToM OCHOBHOM crocob Mmokasa
YripaB/sieMbli JOK/IaJUMKOM (TIOJIHBIN 3KpaH).

3aganue 12. CKpbITHE/O0TKPBITHE C/IAU/I0B
CKpBITb C/1al/ibl MOXKHO B JIBYX PeKHUMaXx.
0 B o6biuHOM pexume c Tmomolplo BkIaAkyd Iloka3 cmaijoB -CKpBITH C/Iaifj
CKPBIBAeTCsl TEKYILMH CIaii[] WX Bblle/IeHHbIe CIal/bl;
0 B pexxume CopTUpOBILMKA CKPBIBAIOTCS BbIJje/IeHHbIE C/1ali/jbl Uepe3 KOHTEKCTHOE MEHIO
WM € oMolbio BKaaku Iloka3 cimainoB -CKpbITh C1aij;

0 OTKpbITHE CKPBITHIX C/IaliZIOB OCYIIECTB/IsIeTCSI B 00paTHOM ToOpsifiKe.

3apanue 13. IIpousBo/ibHbBIE NTOKa3bI

Ecnu nipe3eHTanys 60sibIiasi, TO U3 Hee MOZHO CZie/laTb HECKOJIBKO TIpe3eHTalvid, rpymnnupyst
C/1akIpl TI0 PAa3/IMYHBIM KpuTepusim. [Ipu 3ToM 0011jee KOJIMUECTBO C/1aii/J0B COXPAHSeTCS.

C nomotpio Bknagku IToka3 ciaijoB - IIpou3BO/IbHBIA TMOKa3 CO37aiiTe HECKOJIBKO
MPOU3BOJIbHBIX TIOKa30B. [ BbIOOpa KOHKpeTHOro IIpoW3BOSIBHOTO TIOKasa [yisi [IeMOHCTpaLid
ucronb3yeTcs BKaaaky IToka3 ciaiioB - HacTpoiika npe3eHTauu. Y CTaHOBUTe TepeK/touaTesib B
nonioxxeHre Ilpon3BosIbHBIM TOKa3 U BbiOepuTe TpeOyeMmblii moKa3. [lanee 3amycTuTe TPOCMOTP
Tipe3eHTallUu.

Co3paiiTe U3 0/HOM Mpe3eHTaLU [jBa MPOM3BOJIbHBIX TI0Ka3a U MPOCMOTPUTE UX.
CoxpaHuTe Tpe3eHTalHIo.

3aganue 14. Iloka3 ciaioB

C nowmortipio MeHto IToka3 cmaijgoB — C Hayasia HauyHUTe TOKa3 ciaiioB. [lepekmoueHue
C/IaliIOB MOXKET OCYILeCTB/IATbCS aBTOMAaTUUeCKU uepe3 yCTaHOBJ/IEHHOEe BPeMsi WIK B PYUHOM peXuMme
111e/TYKOM JIeBOM K/IaBUILM MbIM WK KiaBuiamu Page Down ([danee) u Page Up (Hazap).

CneBa BHM3y Ha (aliie KOHTYPHO oOToOpakaroTcsi KHOMKWU: Bmepen, Hasaza, BbI30B
KoHrekcTHOro MeHto U [1epo /11 pucoBaHusi, KOTOPLIMU MOXXHO T10/Tb30BaThCSl 110 Ha3HAUEHUIO.

B mpolecce mokasa MOXXHO MCMO/Ib30BaTh KOHTeKCTHOe MeHto. [laHHOe MeHIO TO3BOJISIeT
nepeKsroUaTh caaiel: Briepea, Hazazn, Ha [TociegHui oKa3aHHBIA C/1aki/i WM TIEPeXO/IUTh K JF000MY
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cnaﬁ/:[y B TIOKAd3e€, BBI3bIBATL ITIPOM3BOJIBHBIE TIOKA3bI KU r000M cnaf/i,q U3 HUX. MeHI T103BOJISIET
3dT€HATb S5KpaH W/IK [Oe/1aTb €ro 6EJII>IM, BbI3bIBATHL 3dMETKH, HCIIO/Ib30BATh I1€pO0 WM MdadpkKep C
HN3MEHEeHHEM LIBETa YEePHNUJI, d TAKXKE HUCII0/Ib30BATh JIACTHK.
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