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Veaxaemvre yuenuru!

Mayuas kype unQODMATHKI B 9-M KJIACCE, BEI OSHAKOMMIHCE C OCHOB-

A HOBSTIAN STOR HAYKI  ORIASTH ERUAILILIMI HATLIKANN PACOTS! ¢

(b1 HAZEEMCS, YTO BBI NOHA-

33 favyo. GomTya DOIEYE JENGHE ‘compeMaamise. sainara upeion
(

Tlassnit yueGmuk opUeNTNpORAX A KPOOINENN MoVUeN 32MH B
10:M K aBBiKOB
BonoRssusamss 18 8 ezl y60iuoh I KOOI 10ReveRLGHOR TERYSTEEOCTH, B
noBCeAHeBHOl i3k, OF IOMOYKET BAM CTATS 06PA30BAHHEIM HeIOBEKOM WEH-
opmaoNOrD oGiieorsa. B yrayGirte cion s i yoosepisercrzyets
yMerust B pabore Microsoft Word

npo-

rpamiy Microsoft Power Point 2007, ocyliecTansTs, pagiusisie BhIMCIe-

HUSL H CTPOMTS AMATDAMMB! B Iporpamme Microsoft Excel 2007. Taxxe Byl

Hcnomsao-

sams, Beemupryo cers, HETeprer 417 o6IeHNA B 4aTax 0 opysanx, mpie-

wsTh HKT IpH MOy eHHH DASIIHMHEL MIKO/EHELX IPEAMeTO)

VueGmutk paccuuran ua usyserye kypea inopmarukir B 10-X Knaceax

yueOHBIX na 1 IpoGTE-

HoM yponse. C yuebrika, i ryGiEa Hano-
sweHHs n

IAREOro ez

VueGHIK COCTONT 13 5 T1aB, KAIAR 3 KOTODHIX PAGTETEHA HA HECKOb-
K0 nysK708. MayvieRKe kask /0l IIABK HAUMHACTCS C KPATKOTO BCTYIIGHHNS,
B KOTOPOM OTMENEKO, 0 MeM Bl YIRACTe, HaYHB MaTepHaN 970l TaBkL.

Bee MyRKTHI HMeIOT Jlnst nyummero
BAM_HOBOTO MATEDHATA B HANAJE NYHKTOB NPHBEACHO HECKONBKO BOIDO-
0l
con LS., OTHETH! HA KOTOPHI NOMOrYT BAM BCHOMHMTE DAHee MoyueHHEIii
MaTepuar. B nymKTax reranbro pe
MaTepHAT M OmMCAHHe AAHHBIX MKT,
npHMepB OCHOBHBIX
B KOHLE K&X/0T0 NYHKTA BONpPOCH! AN nosyuen-
HEIX BaMu oRamuit ).y HAGOD PASHOYDOBHEBLIX NPAKTHYECKMX SANAHMHIt
nanniKos. TIp: ‘@ TaKiM 06-
Sk y Bac co-

Do A REARE il G T DAt 0ok SISk e S
CTOATENBHO pemaTh yueOHbie 3a7aMM ¢ Henonbaonamien MKT, passipats



TBOpueckoe Mumenye. JUIs KAOTO BONOCA  GANAHMS ONDEACNEH YPo-
orophiit TAKHMI SHAKAMH:

x13 npakTs-
WECKMM PAGOTAM, PE3YJIBTAT BIIONHEHNS KOTOPHIX A0MIKEH l(pnxumouc‘rpw
DOBATE YPOBCHE YCROGHIS BAMI e6m0
B KOHIe yieOHMKA PASMIICH CIOBADHK, KOTOPHIM BEI momm BOCTIONB30-
BaTLCA TDH Tem1, B x0%e s A .
Fisdt e el e gt L
JUCH HAPISHO MPEACTARMTS yueOHAI MATEDHA C IOMOILBIO CXEM, TAGHNLL,
SKDAHHBIX KON, B YYeGHIK BKJIIONEHEI APKIe TPHMEpH! JUIA KeMOHCTPAITT
OCHOBHBIX PYOpHKY yuebm-

Ka:

«Jl1s mex, Kmo xouem snamy Cobuies
«3mo unmepecno snamvy

| «Humepecnwie gaxmet us uemopuus

Gyayr ayamemy 1 Gonee yeBoeniio

B Q0HO HayCH. BAATOKADR 970MY YHEOMIK MO0 RETOAONNTE 1 775
nsygenys

Astops onnaiin Kypea 10-r0

Knacca wa caitre www.allinf.al.ua, rie yuiTens i yIeRUKH CMOTYT HAiTH

b M)‘l sajanuil, noNONHM-

reauuse Temam, ¢ anTopamt 1A opy-

Me, OCTABHTS CBOVI OTSLIBbY 1 NIPE;TIONKEHI B IOCTEBOF KHNTe.
HTaK, YCNeX0B BaM B M3YWeRHH HHGOPMATHKI i MHDOPMANNOHNELX TeX-
‘Hozormii!

C yoarenuen, asmops



Taaba t
NPOLECCOP

Ba10ii e 6l ysHaeTe o
* YCTaHOBKe SHaYeHIi NapaMETPOB CTPaHWILL, COSaHUM KOTIOHTUTYJIOB 1 fie-
4aTU OKYMEHTa:
.
 CO3AHVIM HYMEPOBAHHBIX 11 MAPKVMPOBAHHBIX CTIVICKOB;
 BCTaBKe B TEKCTOBbII AOKYMEHT TabMLL U rpa¢mecmx WsoBpaxeHuit;
* BCTaBke B [IOKYMEHT dop!
bopMaTUpoBaHIM;
« npaBunax CTUNeBOr n cTuneit;
. cxemb v coananum
nokymeHTa;
« wabnonax Ha UX OCHOBe;
« cospanunB PextiMe Makp
1.1. kneyaru. Mevars
TEKCTOBOIO AOKYMeHTa

e e e D e
BBHVIEM TEKCTOROTO NPOLIECCOpa? B YoM 3aKIouaeT 7
2. K OOHEKT MOXET CORGPIRAT TeKGTO0MMA AOCPMANT? OraALINTe X

caoiicTBa.

3. POpMATUPOBaHME KakMX OGLEKTOR TEKCTOBOTO IOKYMEHTA Bbl YXe BHINON-

4. Kakvie CUMBO/I Ha3HIBAIOT CKPLITEIMU? OGLSCHATe WX Haakaiekue. Kakve
0603HAUEHIA CKPHTHIX CUMBOJIOB Bbi 3HAETE?

5. Kak ocyuiecTsnseTcs HacTpoiika nevaTi pucyHka B rpaduyeckoM peaak-
Tope Paint?

OGHeKTEI CTPAHMIIGI H HX CBOJCTBA

Mayuas » 9-m knacce pabory ¢ TekcrokiM nporeccopom Word 2007, st
y3Ke HAYNILIIHCE COILABATE TEKCTOBBIE JOKYMEHTH, DELAKTHPOBATE M (popMa-
BRpOsTL Tk, BETRRLAT % RACy SN X (TS ATPORTL Lo FEa
neckie Opa ouTH BCerza
o 5 DokiRasatl e ek yne. Ratimentas Tiowmoery saias WD,
MUTE ZOKYMEHT TaK, TOGhI O KPACHBO BLIMISEN HE TOKO HA OKPAHE, HO 1
Ha mrcre Gymar.
T caagaeoen recoropern goeywsmms » Word 2007 cx smounrmupris
HA CTPARMIM B enait croiicra, Ko-
TOpHI€ YCTAHOBJIEHE! B TOM JOKYMEHTE.
AHHILA KaK OFEEKT TEKCTOBOTO AOKYMEHTA HMEET TakHe cBoficTna: pas-
MepHI CTPAHMIYS, paaMepbI 110JIeil, OPUEHTAIIS CTPAHMIEL, HAHHIE KOJOH-
THTYIIOB, BHJ BEPTHKATHOO BHIPABHMBAHMS TEKCTA HA CTDAHNNE, IBET
(POHA CTPAHMIAL, THI TPAHMISI CTPAHMLEL i AD. (phc. 1.1). Paccmorpin He-
KOTOHIE 13 HUX.




Bepxunii KONORTHTYI ¢ HA3BA-
Eve pasjiena foxyMenTa

@ - Bepxuee nore

Tipanoe none

@ - Hywxmnii xononTRTY ¢ HOMe-
POM CTpaumIbl

@ - Hivkaee none

® - T1esoe mone

Pye. 1.1. Oxema pasMelLienysi OGBEKTOB CTPaHHLL

Pasmeph! CTPANMIEL — BTO Gb.COMA M UIUPUNG CTPAHMIL KOKYMEHTA. DTi
sHa-;eumt N0 YMONMAHMIO 38]AI0TCH B CAHTHMETpAX. PA3MEpL! CTAHMIL
0HO BAZATE 1 POPMATOM et Gymary (Ranpimep, Ad, AB, Letter), ecun
PR TR s Erf et A e & i nssse clARs S et
0151 — 970 06NACTH CTPAHMIL BIOME ee rpanu. Ha crpanune ecth sepx-
Hee, nuHee, Kecoe 1 npacoe ToNsi. PAIMEPI IO TI0 YMOTAHMIO SA/IAIOT-
erpax. JIenoe 1 IIABOE Ot HAINE OCTAIOTCS HEAANONHEHHEIMH,

2 B BEPXHEM U HIKHEM TOJIX MOTYT PA3MEIATECS KONOHTHTYJIbI.

EcI JOKYMEHT ILIAHUDYETCS NEUATATE ¢ 0GEHX CTOPOH JICTA, TO Lee-
C00GpA3HO YCTAHOBMTE 3€pKAbNbL OIS, KOTODHIE B TAKOM CIyMA€ HAIBIBA-
Erexaiimpn e % exeusiis poaim ouero ASAro ¥ oautro (prc. 1.2).
Eem

oKymen Gyzer 70 [ 9TOTO HYKHO OCTA-

s, oopoe To-
siem u (cBepxy ik ciiesa).

— |- =

—_— Rstwowsan
- - Ambonma
=
a

PUC. 1.2. PasHOBUIHOCTH roedt:
a-3epKanHLie NONs; 6 —nepervier cresa  Puc. 1.3. BUib OPUEHTALWN CTPaKVLA

P ~ 970 cri0co CTPAHMIE HA TIOCKO-

crit.

opuerTamu (pic. 1.3).
Kozomryams: (dp. colonne — croxGen, nar. titulus — sarnasme) - 910 cay-
68 CooOmeNIA, KOTOPIAS PASNELIAITCA B IOTE CTDAEIS FOWYMEH:
no-

Cyncita, ot roswo wn Hooropu. B Word 2007 praniattr seperin



“TexcToBIii NpoLieccop

Hudenuit ¥ GoKoe noryr Homepa
ivaries navsiis oy mei M ero SexymEro pecsone, ammmo apto-
pa, rpads P, Boli CTpAHMIIH, HeT-
HELX W HEeTHBIX CTPAHMI MOTYT . Taxse Mory
I KOJIOHTHTYJIS! DASHEIX YACTeli LOKYMEHTA, HAIDUMED, KAK B TOM y4eOHH-
Ke: B PASHEIX PAJZIAX PASHEIE KOJOHTHTY b,

Tlo ymoraruio mporpamma Word 2007 yCTAHABIHBACT TAKHE SHAMEHHS
cBoficTs CTpARMIBI:

« nepxmeenone— 1,5cu;  » pasmep crpamunsi — A4 (mmpuna — 21 ¢,
« nesoe rione — 2,5 ca; BhicoTa - 29,7 cn);

© HuHee nOne ~ 1,5 Cx;  ® OPHHTAINA CTPAHMIIb! — KNUJCHAL;

« npaoe noxe — 1,5 cat; © KOJOHTHTYIH ~ nycmbie.

®opmatuponaume crpamE

Jlnsi yeranosky ueuﬁxmmmux sHaueHuil CRONCTB CTDAHMIBI CIEZyer
oriphiTh Ha Jlente minacy Paawerka crpamst. Ha oroil nxaajixe paame-

L ZiBe TPYIITH KoTOpHIe st
- u dor
(puc. 1.4).
- ewm e G e —
I g Fr—
Cimms = | s e - A0 e -
Rl s L
e 7 e p—

PUC. 1.4, TPYNi SMeMEHTOB Yripagnesys:
1719 OPMATUPOBGHWS CTPGHMLI

B rpynne st ofsexToB cTpa-

« KHOMKy co cmtckom Il — Ju1st BHIGOPA OLHOTO K3 CTAHAAPTHEIX HAGOPOB.
pasmepos noeit. Ecau BADHAHTEI HE 70 ZpY-
[ife 3HAYEHHS MOKHO YCTAHOBMTS, BLIGDAB B CIUCKE HTO KHONKH KOMAH-
1y Hactpausaemsie rioJist;
KHomKy ~ ans BEiGopa
KHomKy co crickom Paamep — u1st BL60PA OZHOTO K CTAHAADTHEIX PagMe-
pOB JKCTA GyMArH, HA KOTOPOH IUIAHMDYTCS: NEYaTh AOKyMeHTa. Jlis
YCTAHOBIEHHS APYTIX SHAMEHHIE HY’KHO B MEHIO BHOpATH KHOIKY JlpyrHe
Pa3MepHI CTPAHN,
PaaMeph! HoJieil CTPAHUIE! MOKHO TAKIKE yCTAHOBHTE HA BEPTHKAJIBHON 1
TODHIOHTAIEHOI AUNCUKE B PeRcHME

Pasmerra @ - rpannna sesoro
crpammst. Ha IuHeiikax I0JsM Co0T- Tois E8 Toga-
BETCTBYIOT YACTKH TONYBOTO WBeTA. el
UTo6LI HIMERHTH MX Pa3Mephl, HEo- ok

XOmIMO Tepersmys TpamiLy nom @ Fyams i
nion. amneliki B Hysioe Mecro uero mona
4 neymunmﬁ
e 1.5). Tnefixe
HAYCHNS BLIIEYKASAHHBIX H APY-
hitx cBoifcTs CTpAIILL MOXHO YoTa- Puc. 1.5.Mlons Ha nuelikax



Taaba 1

HoBUTL B KoTopoe
BLIGOPOM KHOTKH OTKPLITIN ANAOTOBOTO OKHA B CoOTBeTCTBYIoIeH! TpymTe
JleHTEL. 70 @ OKHO MOJHO OTKDHIT, ECIH ABAMIH MENKHYTE B M0GOM Me-
CTe BEpTHKATLHOI JUHEITKH M1 HA TIONAX FOPHAOHTAEHOI.

Ha exnagikax okna CTpaHuuBLl X
<! o Ha skasixe Mons & crvcxe MOXHO BLIO) -
Hble 11O, PEXWM NEVATM ABYX CTPaHHL Ha JICTE, GPOLLIOPH.

Pexum GpoLLIopH NPeAYCMATPUBAET nevaTh CTPaHMLL FJOKYMEHTa B TaKO# nocne-
KyenTa, 0 KpaTHo 4):

¢ JWCT 1, CTOPOKa | —NepEas U NOCNEAHS CTPAHNLIE! SOKYMEHTa;

& awcr 1, cTopora 2 - sTopas u oG CTOSHML U .8

. TO B KOHeLL 0KyMEHTa aBTO-

MATINGCKM ROGABISHOTCR Ofia, B0 WA TOW MYCTiK CTDaNALIS ToK, 4TOG Ko~

HECTBO GTPaHWLL CTaI0 KPATHEIM 4. 110GAIe CKNAZIbIBaHNR HANEUATAHHBIX MCTOB U

CrUGaHMS NOCPEAVHE BCEH CTONKM GYACT nonytena GpoLuiopa. B nocneayioliem

EPOLUIRY MOX!O CLMT, 1 VKA CFVGa, CKPTWNTS CTRIMNGROM I COPOILIOPO-

BaTL KaKUAM-AIMGO UHKIM CTIOCO

e 0XPAKG PaaeAGP GYmiarv = PaSMOPH TAGTE GYMATH, OGO OLAYM GYMATH 8

npuKTep.

Ha bKriajike ICTOSHMK GYMary — CriocoG BEpTUKANLHOTO BLPABHUBAHUS TeKCTa

Ha CTPaHuLIe, TPaHWLII CTPAHWL,

¥ 0P OPMAEHIS KONOHTUTYNOB.

BeTaska KOJIOHTHTYJIOB
Ha crpanum! Texcrosoro nokymenta 5 Word 2007 MOKHO BCTABAATS KO-
roToBoii ‘mabnoton
08, WK COQRATE CoBCTRERHSE KOMOUTHTY, KOTOPAIE EAUIO COXAKMTE b
TONBKO B PesHMAX
Pasmersa c'rp.nlmm & Peni S Dbty Sl T ZOKY-
MEHTA BO BpeMst PAGOTH! C KOJIOHTHTYIAMI HEBOSMOKHA.

Jlns seraskn anemenTEl rpynmht
Kononrurys: sxnaku Beranxa (pic. 1.6). e

Qs pasMemieHns HA KaMIOl CTPAHMIE IOKYMEHTA  J Sapusl sassnsun =

13 roToBOI

1. BuiGpars a Jlente sxnazcy Beranka.

2. BuGpars 5 rpyrme KOJORTHTYJIB Oy H3 KOMAHA
Bepxmmii xoxomrirys i Hyskmiii konomTiTyar. Bevemmmn

3. BLIGPATE B IDEJII0MKEHHOM CIHCKE MAG/IOHOB KO-
JNOHTHTYJIOB TIOAXOAAILMIL BAPHAHT.

4. Boecrit HysxHbiii Texcr B Tex-
CTOBEIE 1Ot MWAGNOHA.

5. BAKDHITE OKHO COSJAHI KOJOHTHTY.NA, BLTIOMHME PaBoma ¢ xononm:
mynamu = Konempyxmop = 3axpeums => 3axpsime xononmumyns kd
LT B LIEKHYB BHe TIONS KOOHTHTY A

L5t M3MeHEHNS KONOHTHTYA, cu:umuﬂum HA ocHOBe u.mﬁnoﬂn, s s
coagans KHO -maarxa = Ko-
nowmumynw = Bepxnuii (Huxenuii) mmoumumyn = Hsmenums .epmm
(nusncnutl) xonowmumyn. TIOTOM BBECTH HOBLLIE TeKCT onowTuTy2a 2 Done

Tipu TeKCT MOKHO  popmaTi-

2] Moy ermerunn -

Puo. 1.6. Tpynna

pi
POBATE OGLINHBIN CTIOCOGOM.



Texcrosuii npoueccop
Bo Bpems pagoTH! ¢ Ha Jlenre
BKnATKA (puc. 1.7). M KHomgH
rpymn KoXomTHTY.IS! i BCTABWTE, B KOJOHTHTYJ MOMHO BCTABHTE HOMeD
crparute: — kHomka Homep crpammis: |, TeKyIIyIo AATY i BpeMs — KHOMKA
Jlata u spemst ¥, pucysok — kHomka Pucynox (il u ap. Pasmemenue Texcra
p: HIDKHETO KPasi CTPAHMIL PEryk-

pyercst B rpynme
=

Puc. 1.7.0)

Jlst mIepexoza ¢ os BepxHero
a5 oot omogveysros ssorna Mepalfrs x negmesty (e eay) koot
Turyay | » rpyrme Hepexoms sicaamcn Koerpyirop.

C MOKHO KO BCEMY X uer-
HAIM/HeHeTHAIM CTDAHMIAM WK TOMLKO K TepBOH Crpasue. BHODATS o~
80T PSSR COORITOTD KOADRTETY S Mo B FpY IS Tapamerper.

y anauenit BoiicTn aroxe
mpCTETE X e mnase Horomu Syars muatorosore oxtia TIapaserpt:
CTpARMITEL
frEpp— cnexyer Bemd
yaie = Bepinut {Hiustaun) wisoummiriga 2 Y ousions aepxuuu (nuze-
nuti) Kononmumyn.

ECIW KGHOHTUT/IL 13 DA 4ECTEM AOKYNNTa JOIKHN OWT sk, T0
f16pez UX CO3AHNEM [OKYMEHT HYXHO NOTIEAWTL Ha Pa3Lienti. VICHONL3yOT
Paalientl, KOMA HYXHO [UW PasHbix HACTel JOKYMEHTa YCTAHOBMTb PasHbie
CBOWCTBA CTPaHULL, PasHylo pasHble pas-

MECTUTL TEKCT B KONOHKAaX U A1p.
B TO NCTC JDENT, Fe AOTXON 1ataTLos 1o-

moro. EEEE—E

feptes 1o - I—
CTpaHmI ¥4 1 BLIGpaTh B CrcKe = Wi

PaspuiBul PasfieNioB HyXHLI BapuanT. Ha MecTe pas-  wessssis o2
PHiEa GYAST BCTABNOH CKPTI CaMeon, Hanpumep Ta-  mes [
Ko 5

—
e e s o e -
Korna |
iAeirs s pAIED DUcHTos PASFl PpRarehEes TP
HULL, B TOM YCTE U BCTABTL PASHbIC KONOKTUTYNL (ar= BN

VnoGHEM criocoGom HyMepamsit CTpaHHMI ZOKy-  Puc. 1.8. Okio Gopmar
MeHTA SIBSIETCS MCHONBIOBAHUE KoMaHA Homep — HOMepa CTpaHwus!



Taaba 1

cTpamms gy Kosomrmryms ikaasicn Borasia, kenoes orupuinaet cus:
o soepzy orpen:

GvommocT NMOWHO HACTpOWT: (OMAT HOMEpA CTpRHNIIH, foiotle gt

HoMep u Ap. B oxne dopmar Homepa
crpami (puc. 1.8), por KOMAHTEL
1 it
robet xax Gyzer it RoKyMenT noce ne-
warh, crenyer B pexcime Bhi-

nonsus Office = Iewams => Hpedoapumenvnui npocmomp. Tlocne sroro

OTKDHIBAETCH COOTBETCTRYIONASA BKABMKA (piC. 1.9), HCTIONLAYS HHCTpYMeH-

THI YIABJICHIS KOTOPOi MOXHO:

o ycramomuTh paHbiit MacuITAG (rpymna

. P (rpymma

. (xHomkx C: crpamma 1
Tpensinymas crpanuua s rpymme lipocmorp);

newarn n

ero (xromg
rpyme: Hewars)

M Ap.
S i g e b

Puc. 1.9. Beianka MpeaBapUTenHuii NpocMoTp

TIpocuaTpusas goxyment B pexirne IlpeaapuTe B IPOCMOTD, TIOME-
30BATEN MOKET BLIACHNTE, YAAWHO M PAGMEIIEHb! PHCYHKH B TEKCT, NIpa-
‘BIJILHOI JIif SBJSETCA PAIGHBKA TEKCTA HA CTDAHMILB], HE PA3PLIBAIOTCS JIH B
Texcre TAGMHIAL U T.11. ECII NDH 370M BHISICHWTCS, 4TO HYAKHO CAGNATE He-

70 €10 MOHO BIIOMHHT Hero-
B pexcin (270 BOAMOKHO, ecnH
Worha Gasmaa Y ssmmstsins otcysorsyen): Tian Gone 6apiiond ParAITRDO.
‘BAHIS TYNIIIe REPHYTECS B OOLIMHEL DEAMM PAGOTH C JOKYMEHTOM, GAKDHIE
owsto Tipemmapurmemmasatnpocorp-

Vrno6uoi

pesxima HOKy-
MenTa sissieTcs: komanga COXpaTHTE A cTpanmly 1. ITpK BLIGOpe 9TOM KO-
ManzL 'DA3MED KAXIOT CuMBOnE 20-

KyMenTa 1 s crpa-
HHI[ TEKCTOBOIO IOKYMEHTA Ha OJ(HY CTPAHMIY. BTy KOMAHAY LenecoobpasHo
MDHMEHSTE K AOKYMEHTAM, KOTODH@ HMEIOT HEGHANHTENLHOE KONHUECTHO
CTPOK TeKCTA Ha TIOCeRHei CTpAHILE.

BhIxox 13 pesxima ocymecr-
BAISIeTCS BHIGOPOM KHOIKH 3aKp] [>8

Tleuars 10KymMenTOB

Tlocste TOro kax BHeUHMil B OKYMEHTA TIPOCMOTDeIH | BCE HEOGXORH-
'MLIC HGMEHEHHS! BHECIH, OKYMEHT MOYKHO [IEHATATS.

Ilns et OZHOII KOTIHI BCETO OKYMEHTA CO SHAYEHMUSMM CBOMCTS neva-
TH, KOTOPBIE o'y 3 KOMaHZy




fice = ITewams = Bocmpan newamy E——————

Tleuars, A0KYMeHTOB OGLINHO BhITON- = |- — e
HAETCS B TAK HASHBACMOM (YOHO60J pe- e

UMe, KOTODI] JI8ET BOIMONHOCT DO~ o
JOMKITE PABOTY HA KOMILIOTpe TpaK- | e

THUECKH Cpagy TOCe OTNPABKH JIOKY- ==

Mesra i newars. —— |
s, il ——

TONHNTE NPU APYTHX HACTPOHKAX, TO .

KHOMKOH e

Heuats L prcacs Puc. 1.10. Oko

mpocMoTp MK ecabitiy Office = Ie-

wams = Ilevams. Tpn oTOM OTKpHIBAeTCH Amaiorosoe oxHo Iewars

(puc. 1.10), B KOTODOM MOSKHO YCTAHOBMTS HY)KHEIe SHAYEHIS NAPAMETDOB
nevam:
. n)yrma Tlpuntep — ansi BLIGOpa NPUHTEpPa M YCTAHOBKHM SHAUEHMII ero
cBoficTa:
* cnucok Has — pis auﬁopa NpUHTEpA M3 UHCIIA YCTAHOBNEHHBIX Ha
ZIAHHOM KOMTIBIOTE]
* kHomka Ceolicmea — OTKPHBACT AHATOTOBOE OKHO CBOACTEA C He-
Tl MOXHO sHaueHus cBOMCTR
NpMHETepa ¥ TpoIiecca TleaTy JOKyMeHTa. Ilepevers THX cBojicTB
SABUCHT OT THIIA IPHHTePA H €10 MOJIeIIH.
* Tpynna Crpanmus: — ans cTpanuIl, pi YAY
neuaraThes:
* Gce— GYXYT MeUATATLCS Bee CTPAHMIIL JOKYMEHTA;
* meKywas — GylieT TEYATATHCS CTPAHWIA, HA KOTOPOH HAXOMHTCS

Kypeop;
. i - 6yzer ToNEKO
bparment pomuca;
= Homepa —
70K 1,5,11,12,13, Broze:
1,5,11-13.

« Tpynna Kommm — /15 CTAHOBKM KOMHYECTEA KOIIHi, KOTOPEIe HY’KHO Ha-
EYATATE, W TIOCHEJOBATENLHOCTH NEYATH CTPAHMI JOKYMeHTA. UTOOkI
HATIeUATATH CHAUATA MEPBYIO KOMHIO BCETO OKYMEHTA, NOTOM BTOPYIO
. X, crenyer MeTky (raskka no Konus, B Npo-
TuBHOM xomuii cuavana
NepBOfi CTpAHIIL, IOTOM BTOPOt 1 . 1.

« Tpynna Macurra6 - 415 BriGopa:

= Konuuecmea cmpanuy, JOKYMeHTa, KOTOPHe GYAYT NeUaTATECS HA
omsoM ice. BHGOp ABYX 1 GoJlee CTPAHNIL ABTOMATHUECKH IPHBO-
T K HPOTIOpUORAILHOMY MIMEHHIIO PASMEDOB Beex 00LeiTon

* pasiepa cmpanuys mera Gymaru (Gopuar Ad, A5, B5 i .1
KOTOpOHi GYeT MeVATATECS OKYMEHT, UTO TAK)Ke NPeAYCMATPHBACT
BO BpeMSs! nevaTH.
o Tlone co cimckom BRIIOWHTE — JULS YKaSAHUS, KAKHE HMEHHO CTPAHMIIb!
B rpymme C: HYIKHO TTeUaTaT:
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Tnaba 1

Bee cmpanuyyi uanasona — HATIENATATS BCe CTDAHMIA 3 YKASAH-
HOro AAzOHA:
Heuemmvie cmpanuye. — WATICUATATE TONEKO CTPAHFIH C HEWeT-
HEIMH HOMEPAMH 13 YKAAHHOIO JMANIA30HA;
Yemmubie cmpanuyb: — HATIEUATATE TONBKO CTPAHMIIH ¢ YETHBIMH HO-
MepANH W3 VKASAHHOTO MATIAI0HA.

Tlocre e 1Ba peskuma yio6HO Junst niewaTH
i cymera ok Do o,

knonky OK. Tocre
sroro n Crpoa cocronmns oxtin Word 2007 o7oGpasttses anavion apizepa
KONMUECTBO NOATOTORJIEHHELX K TIEYATH CTPaHHUIL. TTocJIe 3aBepLICHNS TIeYaTH
JIOKYMEHTA 570T SHANOK HCHe3aeT.

cpebl ‘Word 2007

e oTMeuaOCk patee, BHEIIHUI BUX okHa nporpammsl Word 2007
moxHO MensTh. Ho ofpawaen enumanue — msmennts Bug Jlens: Hepos-
MOYKHO.

‘HIANDHMED, TIONESOBATEIIE 110 FKEJIAHMIO MOSKET CBEPHYTE I DASBEDHYTE
JleHTY [BORHEM IIeIKOM KA SPILIKE OTKPHITOM BKAMKH, OTKIIONHTE HIH
BOSBDATHTE DEsKHM NOKA3A NHHelikH BhGopoM KHomnky Jiuneiika 5 nax pep-
THEATEHOI TOJIOCOH POKPYTEI.

TIoESOBATEE TAK3KE MOPKET YCTAHOBHTS YAOGHII DEXKHM IPOCMOTPA KO-
Eymee % ssmcaoc or g PaGoT, KOTOphie OH IUIAHUDYET BHINONHSTS.

BEIGOpOM

KHonok B CTpoke cocTost-
PAIHLIX PEXKINOB Mpo-

s
CMOTP /IOKYMeHTa IpHBe/iek B TaGmue 1.1.
TaGauya 1.1. PesRMMbI IPOCMOTPA JIOKYMEHTa.

Fnonxa Pescun Peromendayuu noucnonsaosanuio pexcuna
[@ |Peowera crpa- | Jina cosmamun, pesaxtuposass u Gopuarposa-
et i AOKYNeKTA
@ | Pewnwurenws | Jlns urenus soxymenta c oxpana
Be6-10Ky MenT Jli1si IPOCMOTPA AOKYMEKTA B BiiZie Be-CTPAHHIb!
Crpyxtypa Jins paGoTs: HAK cxeNof JOKyMeRTA
W | deprosmk JUnst BBOJA ROHHEIX  DeAAKTHPOBARMS AOKYNERTa
yaobeTsa paborsi ¢ MosHO

Hanst
MacIITaG ero oTobpaskenus B okme. Jlist TOro Hy)KHO B CTPOKe cocTosHMS
TePeMECTHTE, TIONIBYHOK _YCTAHOBKH MACIITAGA B HYHOE MECTO HITH yBelH-

wu, @) ‘mactmac, KHOMKY.
y pestcuma 1 MacITaGa ero oTobpaKeHus:

MOKHO DemenTsr

rpynn Bnazin Bu. B MacuTa-

6om no wupune (Bud = = Ho wupune )

12



Puc. 1.11. Merio HacTpolia navenu Puc. 1.12. Vawerierasi Mavens
GuicTporo aocTyna ICTPOro AoCTYNa, KOTOpast
‘pacnonoxeta non SleHTol

nm 100% # pexxumon npocmorpa Pasmersa erpammus: (Bud = Pexcunnt
P

Tlo skeNaMi0, NOJB3OBATEI MOYET HaMeHHTH IlaHels GRCTPOro mocTy-
Iia, 0GABHE 1A Hee APYTiie KHOMKI, KPOME TeX, KOTOphIe PASMEILieHbI Ha Heil
1o yMouaimio. HANDHMEp, KHOKY /ISl NEUATH JOKYMEHTA, KHOMKY A1
IIOBepKH NPABOMHCAHIS! M p. JLIst 9TOTO HYHO BLIGPATL B KOHIIE DTOM Na-

KpoMe Toro, BHIGpAB B MeHIO KoMaH/ty PA3MeCTHTS N0t JIeHTOl, MOSKHO HaMe-
s MecTopacrionoskerie Tasiea GBieTporo focTyna.

Tax, BHOPAB B MEHIO KoMarl OTKpHITS, BhicTpast newars, Ipanomica-
e, PasMecTTs 10t JIeRTol, 11o/1yuuM Bt TIanesH GHICTPOro 0CTyNa, Ko-
Tophiii a06pasKer Ka prcyRKe 1.12.

Ypone wanexierm snetero wiza okna Texcrosoro nponeccopa Word
2007, MosKer paGory camoit Jinst o010
HysRHO Office = Word. Oxxio Word
Pa3JeNieHo BePTHKAILHO HA /Be UaCTH: B JIeBOi NPHBE/IeHE! HASBARNS BEJIA-
JIOK U1l HACTDOMKH TIPOrPAMMBI, B IPaBOfi — HAGOP BJIEMEHTOR YIIPABICHUS
27Ol BRIAKH.

PACCMOTPHM HEKOTOPEIE 13 HIX.

Ha piniaice OCHOBHBIE MOSKHO OTMEHHTh HJIH YCTAHOBHTS OTOBpAJKeHIe

D par-

xoropas
MeHTA TeKCTA, BIKIOUNTS HJIH BKIIONHTS DeSKIN MHAMHUECKOTO IPOCMO-
. Tlo Word 2007 oobpa-

Ha oreMeRTLI

ks TIxoths eMeRErL UFy BACTOAY, Byaas meiees B etmcas
HAUCHHE He Ha

T0ii BKJIA/IKE MOMKHO Takske H3MEHHTE MMl TI0JILIOBATIS 1 ero MHUIMATE,
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Taaba 1

14

BBe/IA HYHKHEI TeKCT B OJHOUMeHHEIe 1o, Hlcronboosap KHoKyY Habmo-

BEe NIAPAMETDHI, MOYKHO BHOPATh SGBIKH, MO CJIOBADSM KOTOPHIX GyieT
TIpoBepKa TeKCTe, & TaKIKe ASBIK, KOTOPhIH

Gyner no BO BCEX

nakera Microsoft Office.

Ha BRIa/iie DKPAH, YCTAHOBHE METKH COOTBETCTBYIONMX (MIAKKOB, MOYK-
HO 0BECTIEUHTE IOCTOSHHOE OTOOPAKERHE B TeKCTe CKPHITEIX CHMBOJIOB (11po-
s, et aGsaies, TaGy UM I T-1.). BAECH TAIDKE NOIO YCTAOBITS
sHaveRms neuaTH.
uaTaTh WK HeT pucymm (POHBI CTPAHMIL, CKPBITHI{ TEKCT 1 P

Eom BepKa
i o ks o ke s sunonneren it npoBepta, 10
CIIeRYeT OTKDHITH BRIAAKY
Hy’KHBIE MeTEU (raskKoB. TAKsKe MOMKHO uac-rpuun u Apyrue llapeme’rpu
TPOBEpK MpaBOMCasA: NPOYCK sSGpesNATYP, 108 © ufpalcH, Hirep-

. Eme M CHMBOJIOB BO
BpeNst BBOA — BCTARNIATE CUMBOJH COUETARMEM KJIABULLL, BAMCHAT TIEPBYIO
6YKBY NDeIOIKEHIS! 3arTIABKOI GYKBOM, 3AMeHST MPSIMBIe KABBINKH * Ha
napiie ¢» 1 1D,

crenyer BHOpaTE
SRy COxpamAmE ' Viaietey S uAREst (oG ot ol DaTa T
Symyr sepes rarofl miepsan spene-

n

Sl atad ol e ve:
Texcra:

‘263AIIER [EJTIKOM MEILIH, 3AMEHSITE I BEINICHREL TeKCT BRE/HHEIM, T0-

KIl CIIe/IAHEL, CIICAYeT BIOpaT Kiomky OK, i YCTAROR/ICHbIe SHANCHHS NApa-
'PaGOTLI IIPOTPAMMEI YT IIDHMEHCHEL.

(%) Tiposepere cefa
1°. BraveRns KakuX CROVCTS CTPARNIE NOHO 3azas? Kakve cpefcTsa /uis
7010 NOYHO HCTIONB30BETE?
2. Bumemm KaKIX CBO/ICTS CTPAHHITb! MOYHO H3MEHHT, HCTIOMESYS! MMHEHKH?
°. Kak aniaercs pasMep CTPaRHIL 0Ky MeRTa?
oS K'mme b 3HACTe BIJJEI OPHEHTAIMN CTDARHIH?

KaK IIpOHyMepOBATE CTDANIIE AOKYNeHTa?

U0 TaKoe KONORTHTYIIH? Kak uX cOataTh?

9°. Jlnst wero npocxorpa

Kax ero souns?

10°. Kakie napaMeTpL ewarst MOXEO yCTanosuTs B Okke Ilewas?

11°. Kak HaneuaraTh HECKOMLKO CTPAHHIL AOKYMeHTa? KaKOBH! IpaBHTa SaNHCH
ANAIIAGOA CTPANWI At MeUATH?

12°. OmummiTe, KK HANEUATATS PPATMERT JOKYMEHT

18%, Fontrtieys Cupas, ees bee, X YorRRORITS TSWATS CTpREHI, AOKYEE:

70 B OGPATHOM TOPSAKe. T KAXKIX CAYIASX YAOGHO MRS TaKOH peycint

newari?




2°.

Texcrouiii npoueccop

. Kax TOBIUSeT HA B HAIEUATAHHOTO OKYMEHTA BLIGOP BO BpeMs IeuaTn

. Kax Banewarars rexct aiina, He OTKpEBasi ero?

KaKule napaMeTpL meuaTi NOHO yeTaHOBHT B OKHe CuoiicTsa npuTepa
K BAILEN KOMILIOTEE!
TlokyKeRT BOWTUTORISH 1% TEVATH Ka uicTe QopusTa Ad. Savamna -
KIX CBOFICTS CTPARMIUS! HY’KHO H3MEHHTE, WTOGH HAIICUATATE OTOT JOKYMERT
o mwcre gopuara A5? TCok OB pASpUINTS OTY cHFyRI HSMeHORIN
‘napaMeTpOR mewaTh?
Ka coepryrs Jlenty? Kak ee 0ccTasoBHTS?
Kak OTMeRNTS OTOGpasKeNHe Ha Kpale TOPHAORTATLHON mirelikn? Kax ee
BOCCTaHOBHTE?
K

Jlnsi vero Word? Kakue
ac

o 3
. TIpu Bbe/IeHIH GPATNEHTA TeKCTa Ha DKpAKE He IOABIACTCS MHHH-TaHer:

MHCTPYMenTOB. B wen npwanna? Kak yCnpaBHTE 9Ty CHTYANHIo?

KaKue pesiMEl IPOCNOTPA JOKYMERTa HCTIONb3yioTest Tipu patore B Word
20072 Yen O oriuAsOTCH?

Kax TOKyMenTa Word
20077

@ Bunonuute saaaHus

10,

Orpolive ywasaunsil yuumenen Gait (sanpumep, Ten 1\3azamna 1. 1\06-

eoolmidi antoxnas. Verazopime s )mxemmx paswep Boex n(meﬂ
pammu no 2 em. P (PRITOTO.

cneaa, mavaTs myNepattio c romepa 3. Haneuatalite foKyNexT.

Orkpoiire yKaganmbiit yunTesen aitn (vanpuvep, Tema 1\3anamus 1.1\06-
pasen.docx). Cosfalire KONORTHTYIEL: B BEPXHEM — TeKyIlas iaTa ¢ BLPAS-
ESAam o iy, ¥ ok Rie DAMIIIS C BLIDABHHBAHEN CeBa.
Coxpasimre 70Ky Me COGCTBHEO! mANKE C WMeHeM ympammemme

L 15.doex.

Orpolire yiasnsssilt yusmeren Galin (sanpinep, Tewa \3azamis 1.1\00-
AORYMenT:

TAIIS — KNUNCHAA; TONS: BepXHee — 1.5 ¢, HiKHee — I c, TIeB0e — 2 CA, Tpe-

500 — 3 A HYMODAILIR CTDARH, — aNU3Y CTIpANLI{M, 10 UeHTpy, KANIRAA ©
Howepa 1; pej pa-

B Ak 1.3.docx.
Orxpoi st yunTesen gaiin (ranpunep, Tema 1\sm-m L1\06-
pasen.docx). Omwwupvhe JZIOKYMEHT: pasMep CTPaHMIE — A4; OpHeH-

Ee acnas; IONs: BepXee — 1,5 car, mivKiee — | cM, BHEIIHee —
2 cx, pRyTpeitiee — 3 ct; RyMepas croamux — anuay empahiugi, 1a
enewnedl cmopone, RANMAS ¢ HOMS 0o : BepXHii 1A HeveT-

v epa
YAiX OTPAHIAX ~ Haseamue mercmo60s0 onyeima, MIDKRHR Ha OTHICK
crparumax — mexyuias dama u epea. CoXpaRNTe ZOKyMeRT B mamke Mo
JOKyMeNTL ¢ neren ynpaziene 1.1.4.docx.

. Orkpolive yrasamisi yuresens gadin (ranpuviep, Tewa 1\3amamms 1.1\o6-

JOKYMEHT B px
Tpa. Y}mmn'e Sassnins fpicyaemry; Maseains Gpmos e mavra; CoRpe:
THTE KOMIUECTBO CTPAMIIIL HA OHY. COXPANHTe JOKYMERT B COOCTBERHOI
nanke c iveren ynpazsente 1.1.5.docx.

Orxpolite ykasarmL yuuTesen Galin (sanpinep, Tema 1\3agamus 1.1\06-
pasendocx). Heneuaralite Nepskie NSTh CTPOK AOKYMeHTa; NepEYIO

15



" pasmecTuB 1A OFHOM /HCTe
B CTpARMUE AOKYMeETA.

‘Onxpofire yKasammsli yunTenen Gaiin (sanpinep, Tema 1\3anamus 1.1\06-
pasent.docx). YCTAHOBHT 110 OYepe/ PaSHEIE DeIKHMEI TPOCNOTDA OKYNEH-
Ta: WepHOGUK, 666 OOKYNCHM, CMPYKMYpA, PeANUM UmEHUS, pasxemKa
cmpanuy. Yc'rswunm o ouepema 'raxwe MACIITAGE! TPOCMOTDA JIOKYMeEH-
a: 100 %,

; Word 3007 ¢
umetiku. Coeprure Jlenty. Jlobankre ua Ilanes GHICTPOTO MOCTYIa KHOTKH
Tleuats i OTkpurTs. Pasnecrire oy Ianes nox Jlewtoit. Bepiiire neppora-
e n

1.2. Cnncku B TEKCTOBOM AIOKYMEHTE

1. Kakite GiocoGhl BLAEIeHNA TKCTa Bl aHaeTe?
. Kakite onepaumi penakTupoBaHma TekCTa Bam MaBecTHuI? Kak ohu ocy-
wecTBnAIOTCH?
3. Kaxve onepaLy GoOpMaTMPOBaHUs CUMBONIOB 1 aG3alleB TekCTa Bbl SHae-
Te? Kak OHM BBINONHSIOTCA?
MapKepos Ha i nuelike?

CHMCKH M HX CO3/IAHNE B TEKCTOBOM /IOKyMeHTe

OcoBeHHEIM Bi1foM (OPMATHPOBAKHS AG3ALIEB STBISETCS OOPMIIEHNE HX B
BiJie enucxos. CITHCKAMI MOTYT TIOJABATECS! TIDESHI O0EEKTOR, ONFCAHNS
nopsytka AeficTemii 1 T. 11. HANpWMe, crucok (GAMIII YUeHHKOR Kacca,
MHCTPYKIWS 110 HCTIONE30BAHIIO MPHOOPA, TIepetier NpaBHI oopMIeHNs
JOKYMeHTA, CINICOK JIEKAPCTD B ANITEUKe, TIOC/EOBATENLHOCTE ZeHCTBHI BO
'BpeMS! IIPHIOTORJIEHHS! HEKOTOPOTO GIIIORA

B rexcroson
« MapkpOBAHNEIIH, B KOTOPOM B HAYATIe KAJUIOTO a6aa1ia OO0}

By oa: B : B aa:
= Buma > Buma + Buma
= Becma » Becaa 4 Becua
= Jlero > Jlero + Jlero
= Ocemn > Ocens, + Ocen,

 HymepoBammstii, B KOTOOM B Haua/ie KayK/0ro aG3aia YKASHBACTCS €ro
oueg. opagzouiaH mouep sleia X CHiueso MCosor Bamtnct Sxcuil
1wcppani), GykBoit angasnTa
R ncereirs e, Tpatsspas g emn

B O B : B a0
1. Buma 2) Buna Omum)  Buna
2. Becna 6) Becna Jisa) Becra
3. Jlero 5) Jlero Tpw) Jlero
4. Ocenn 1) Ocens, Hernpe) _Ocent,

« MHOroypoBHeBKIii, B KOTOPOM aG3AIIE! TIPORYMEPOBAHK! COTIACHO Hiepap-
XiTecko ‘BnosKeHmi
MHOTOYPOBHEBOTO CIIHCKa — 9 ypoBHei. IIpHMephl oopmJierssi:
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“TexcToBiii Npoeccop

Bpenena zo0a Bpenena zoda: Bpenena zoda:
1. Buma 1. Buma 1. Buna
o JlexaGps 1) JlexaGps. 1.1. JlexaGpn
o Siusaph 2) Siusaps 1.2. Stupaps
o Despam, 3) Desparms 1.3. Denpams
2. 2. Beca 2. Becia
o Mapr 1) Mapr 2.1. Mapr
o Anpem 2) Anperms. 2.2. Auperm,
ait 3)Ma 2.3. Mait
8. Jlero 3. Jlero 8.Jlero
4. Ocens 4. Ocens 4. Ocenn
e cnoco6os
HEKOTOPOTo (pArMeHTA TeKCTA B BHJe MADKHPO- | , o
'BAHHOTO WTH HYMepOBAHHOTO CITHCKA. | e

I cnoco6. OcnosHoit. Tlepep cospanmen crim-

ay
cTe OKYMeHTa NIOSBUTCA MAPKEp WIH HOMEP TOro
BUJIa CIMCKA, KOTOPEL HCTIONb30BAICS TTOCTE/HHM .
JLnst BLIGOPA APYFOTO BHAQ CITHCK CIIEyeT BLIGATH
KHOMKY ~ BOBJIe HY)KHOTO THIIA CTIHCKA 1 B OTKPhI-
Tom nepeune BuGmoTeka Mapkepos 1w Buomo-
Teka mymepamun (puc. 1.13) BLIOpaTE HeoGXomI-
Mt BapuaHT oopMeHHsL. TIocHe BTOr0 MOMHO
'BBOJNTS NIEPBRIii H/IEMEHT CIIHCKa.

Tlocsie BBOJIa TIEPBOTO BJEMEHTa CITHCKa CIIeJyeT
HaxaTh kaasuiy Enter — cnexyioumii Homep win
AipRep. fteRoorcd criepylomei CTpOKe 0Ky~

erma

Korma BIEMEHT

CIHCKA BBEZieH, HY’KHO MOBTOPHO BLIGPATS KHONKY

COOTBE ro crcka Ha JIeHTe, MM ABAXKIB

nevkath Enter, Wi yAanuTs Homep (MapKep) kiia-
Buweit BackSpace.

Il cnoco6. ABTomaTHueckoe CO3JlAaHMe CIM-

JKeiaeMoro cricka, W Hakarh knapumry Tpotes.
Cpasy e YCIIOBHEI CHMBOJIE TIDEBPATSITCS B COOT-
BeTCTBYIOIUMIi MADKep WM HOMep, Toce uUero
'MO?HO BBOZTITE IepREIHi DIEMEHT CIIHCKA.

T cnoco6. Npeppamenye Tekcra B CIMCOK.

CooTBeTCTRYIOMero THIA crincka: Mapkepst
Mepamun 2. Jlnn nHGopa ApYroro BMA cmiicka
ciefiyeT BLIGpaTH KHOMKY .

Puc. 1.13. Bubnuotexa

MapKePOB 1 HyYMEPOBAHHEX
cnmexol
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Tnada 1

Tatruya 1.2. Y c0BHBIe CHMBOJBI /15 CO3/IANMS CIHCKA

Venoansie Ogopmnenue Venosumie Ogopmnenue
cumeonvi cnucxa cumeonu cnucxa
1515 MAPKHPOBARHEIX CITHCKOB
apesgouKa * . GykBao o
Mimyc - - Gonbe > -
mtEyc n Gonbime -> > ‘MeRbIe 1 GoMbime< > B

JL15 HYMePOBAHMBIX CIIHCKOB

1 nrouxa [ T [ 1 ncxosia [ 1)
1 Gome | 1> | auerosia [ B

MuoroypogHoBbIe CrMCKM

2 [In9 CO3N@HWS MHOTOYPOBHEBOTO CUCKa Ha JIGHTe CrielyeT BLIGPATh KHOMKY.
MHOrOYPOBH@BbIH CIMCOK '5% 1 BapiaHT OOpMIIEHNA Crivcka & BUGAMOTeKe criu-
GKOB. Jlabllie HYXHO BEOLUT S/EMEHTH CIIVCKa, U3MEHsIA NP HEOGXOMUMOCTH U
ypoBHY BrOXeHvst. [ins KHONKN #* (nepe-
XOfL Ha YPOBeHb BhiLlE) Uni YBenMuMTE oTcTyn £ (nepexofl Ha YPOBeHS HIXE), Ko-
Toptie pacnonoxenk Ha Jlewte B rpynne AG3all. YBenUHMTh YpOBeH: BIOXCHMA
i THCE w1y Tab, Yumy i~ Bhife + Ta Hepadon ane-

T e npu XHO MaMe-
Wb YPOBEHb BIIOXEHUS paree Soaneimoro ShelerTa cnvicka, npensapmenwo Bbi-
Ranbero,

PepaxTuposanue cumexon

B Word 2007 VROGHO peniakTit-
posar.

EcIu B 11050M MeCTe CIIHCKA HY)KHO JlOGABHTS eLLie OfiH BIIENEHT, T0 cie-
AYeT YCTAHOBHTS KYPCOP B KOHIe MPEABIAYIIeH CTPOKH CIHCKA H HAWKATH
scnapmmry Enter — Gy et seranera crpoxa
LM HOMEPOM WJIH MAPKEPOM, a HYMEPALisi BO BCEX CNAYIOIIX CTPOKAX
CIHCKA ABTOMATHUECKH WaMEHWTCS. JUIS YIATICHWS DJICMCHTA CIHCKA €ro
HYSKHO BBINNTS it HeskaTs knapimy Delete — myMepanuis Taksie aBTOMATH-
\eCKH H3MEHNTCS.

Uroraa ryssHo B HanpuMep s
BBOJiA TeKCTA, KOTOPHI He SBNISETCS UACTEIO CIHCIa. B TAKOM CIyiae HyMe-
PALIIO CIIGAYET YAAIHTE NOBTOPHBIM BLIGOPOM KHOMKH CIIHCKa Ha JlenTe it
nakan kiasuuy BackSpace.

B

caydasx MpH KOMMPO- =

BAHHH CIHCKOB) MO~ |12
et He Jins uamene-
HUA HyMepauHu Hy»HO: B v oo

1. BEUIEIHTE HOMED 5/IEMEHTA CIIHCKA, KOTOPhH | semmie s
CrleqyeT uaMeRuTE.

. KPBITh MeHIo Puc. 1.14.

HoMepa (puc. 1.14). MeHIO Homepa crivcka

18



‘TexcroBwii npoueccop
3. BGpaTS HYKHLIH BAPHAKT HIMEHEHIS HOMepa:

+ Havats 3aH0BO ¢ 1 — HYMEDAIIS DEMEHTOB CIIHCKA HANHETCS! 3aKO-
B0, C IEPBOTO HOMEPa.

10710 I one-
nanbie ¢ HOMepa.
Banate BHAYEHHe — CIHCKA HaY-

HeTCst ¢ HOMEpa, KOTOpHIi YKaKeT N0Ib30BATeN D, 1 P
DIIeMEHTH! CIHCKa MOYKHO

BATL 10 BOSPACTAHMIO WIH YOHBAHMIO. =t

U151 570K CIIEAYeT BHNONRUTS Takol an-  F— 3= E ) —

Top)

HT™:
1. BeennTs aGoaitsl, KOTOPHe yropsi- o s
oumBaioTCs. - =
2. Bumonumrs I'naenasn = A6say = =2 [ 2.

Copmuposxa 4i. = S
3. VCTAHOBNTE B [NATOTOBOM OKHE  sissmms it o

Copruposka Texcra (phc. 1.15) TakHe s | )

BHAYEHUS: o e e —————

* CHAYANA COPTHPOBATE MO — A03a- Py, 1.15, OkHo CopTWPOBK TeKETa
yas.

* Tun ranubix — mem‘m. wucno uau dama.
um

4. Buperrs wtiomty OK.
CTpOKI CIHCIA HGMEHST CBoe a
CITHCKA OCTAHETCS NOCIe/IOBATeILHOM .

DopMaTHPOBAHHE CITHCKOB

Tipn Moser
CITHCOK: M3MEHNTS Billl MADKEPa, CTIOCOG HYMEDAIIHH, X (DOPMAT, PACTIOIIOSKe-
HMe emicka i T.11. JUsl 9TOrO CJIeAYeT BECINTE HYKHEIe D/IeMeHTH CITHCKA 1

oJleNMeRTH , rpynmst Hlpudr i AGaan
s AABRA, AUAIOPOBLX QKO 1 Ap. J1 IMCHEHL OFCTy I Oncuerrron
cncka ot nonst Diephi Ha

Jlst YCTAHOBKM OTCTYTIA DIIEMEHTA CITNCKA OT HOMEpA Wi Mapxepa e
IIOTSS¥TCR TAGYAAIILR — CPEACTRO, KOTOPOS ASCT BOSMCIKAOCTS PSSHSILATS
OGLKTEI B CTPOKE B CTPOTO ecTax
Ha nuueiire nosunus rabynsaunn oﬁuuﬂourpmmmﬁ Tak: ke (pw: 1.16).

+ e — Toon g + Ao — oo pomin
P 0w 55 [P eivitrgeged
3 crarnan v
o 104
NS RO

Pyc. 1.16. MapKkepti ¥ MeTKa TaGYnALIAM Ha nukerike
19
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JUis YCTAHOBKM METKM TaGyJALMU JO-
CTATOUHO BLIGpATE Ha MiHelike HY3HOE Me-
CTO ykasaTeseM MBIIH. UTOGH HIMEHUTS ee
0SHIIO, HY3KHO NIEDETSHYTE MeTKY BOJE
JMHeliKH HA HOBOe MecTo. JU1si VAATeHUs
HOSHILUYN TAGYNSAUMH JOCTATOUHO Eepene-
CTHTE MeTKy TaGyNISIMM Ga mperelst
Heiixi.

‘Taxke yCTAHOBHTD H H3MEHHTH NOSHIMK

(0KHO B OKHE 151

Y1010 CJIElYeT OTKPHITL JHMATOTOBOE OKHO
ASaan B auﬁpa'rb atomky Tnsymmm.
ii (opMaTHpOBa-
Hml cnnckoa nsnnm 0, 'rmd)opma'r wap-  FUGTATTomen boouenmpoe:
KepoB (HOMEpOB) H (OPMAT CHMBOJIOB TeK- L
A MOjKeT GhiTh pasHbIM. ECIn B Tekcre
BLIGPATE OMH M3 MADKEDOB W HOMEPOB CIMCKA, TO GYAYT BLICTEHE! Bee
AHATOrHYHEIE OFLEKTHI BO BCEM CIMCKe, NOCHe Yero MOMHO HSMEHSITh MX
mar B crcxe (puc. 1.
SGhos AENGCT DR EBGLT
Moe asmonamuvueckoe opamuposanue. Ecxi Bb BBenu nepshiit oie-
MEHT CIHCKA M OTOPMATHPOBAIIH €10 OTIPEieNIeHHbIM oﬁpaaoM 70 mporpant-
Ma ABTOMaTHYeCKH Oy/IeT MPUMeHsATH TaKoil ke GOpMAT M JUIS CIEAYIOUMX
JIMEHTOR 5TOTO CIHCKA NPH UX BBOZe. IIPHMEDOM HCTIONLIOBAHMS TAKOTO
(opMaTHPOBAHNS MO3KET GhITh CO3/IaHME CIMCKOB OMpeJieienuii TepMHHOB.
Ha pucynke 1.18 KYDCHBOM, TIOCTIe Hero
'BBEJIeH CHMBOJI THPE KaK nane BIUHOTO
B CIeAVIOIX CTPOKAX CIICKA
ABTOMATIINECKH TIePeKTIOUATECS ¢ KYPCHBA HA OGHNHEH WIPHT TpW o
pasjieuTens (sHaka THPE).

Topoga-repom Ykpaumi:
« Kepss - 8 AP Kptam, ep-
Hepri

o Ki Vipans, Pacro-
7IOXeH & CpefiHem TederWt JlHenpa, B Cepepron HalHenpHute. BelyLul nonuTimeca,
+ Offecca — 10pOfl Ha HepHOMOPCKOM NoGepexbe Yipavkti, Cambifi GONION MOpokoi Nopr &

. B Vipasie.

Puc. 1.18.

XeT cospath cnoco6
od)opMneww cnucka, BuGpaB KOMaNAy Orconmre. ot agon. Wt
OnpenenuTs HOBLI GOPMaT HOMEPa BHiK3Y AIOrOBbIX OKO COOTBETCTBY-
foumx cnvckos. B i aTohos repciton, YR Yorahosi: e cooBcs

Hanpmicp, Ara 0 cnucka B HOBOrO Mapke-
Pa MOXHO BLIGPATh M30GPaXeHIe MapKepa B BUfle CUMBOSIa WM PUOYHKA, YCTaHO-
TS hepeu ety WpHTa CUMBOA, ONIPEAEAWTL CrIOCOG BHPABHIBAHWS CAIVCKa OT-

MTeIIbHO JIEBOTO ¥ NPABOTO NONeft GTPaHWLL . BLGMpas BUTL MApKepos, CrieayeT
NI, 47D COCTBRTCIEYIOLG LUpSTL W MSpKePH AoTRsel Ot yeracanoms &



TeKcTOBBIA NPOLIECCOP

cHcTeme Ha KoTopoM -
BAHHbIR TEKCTOBL! floKyMeHT. Unave
GpaHHoMy BULy.

esereis Tatiod ivasol Kiace capiET o@upmnem crvckos oToGpaxa-
101695 Hasane

TaGynsims ¥ ee UcnonbaosaHmMe

C MOMOLUSIO TAGYNFILMH MOXHO PACTIONOXWTE OGBEKTH TEKCTa B ONpeReNIeHHbX
MecTax CTPOKN. 1POCTPAHCTEO MEXY OGbeKTaMi B CTPOKE MOXHO 3aNonHuTh no-
wap.

W.B. Cunopetiko

109 OOPMIIGHIS TEKCTa B TAKOM BUAE B HYXHBIX MECTaX Ha IMHETIKe HYXHO YCTa-

HOBUTE MeTKM TAGYNALMM. MOXHO VCTIONEIOBATE HECKOTIBKO TTIOR TAGYNALIAM, KOTO-
pie Kionkod T xoTopas cresa o ropu-
BHOMPATL STy KHOMKY, TO TMN

He¥ikn. Ecn
TaGynsunm 6ynet oML H MCXOO YCTaHOBWTL:

L no | o LUeHTpy

[a]- v =)

(3] vabynsuws ¢ uepron

loce STOO Ha NUHEFKe OTMENAIOT NOSMLUAO TabyNALUM (pUe. 1.19) W BRORST
HyKHbif TeKcT. [ NIepeMeLLIeHvS! KYPCOPa B CEAYIOLLYIO MOSLIMIO TaBYNSLMM UG-
noMbayioT KnagiLy Tab (el COOTBETCTBYeT CKPHITHA SHaK —>).

Tum. n&y)uu:n\ /
Pyc. 1.19. rcpmomanwn WHeKa C MeTKaMY TAOYSLUM

llm M:Menewm smwnmu CBOCTE TAGYNALMY I ——
oKHO Tabynsiums
(DA: 1.20], B4 eI JOOY0 N3N TaCy-
TSN Ha NUHeTIKe W BLGPAB KHOMKY TaGynsums &
IMAnNoroBoM OkHe AG3all. B STOM OKHe Ui KaxAoii o
TO3MUMM TAGYILMA MOXHO YCTAHOBMTH aHANeHMs e
TaKkvx ee CROMCTB:
® PacCTOsHME OT rpaHMLiL NIEBOTo NOMst (N0 yMona-
IO MIMEPSIeTCA B CAHTUMETPaX);
 CNOCOG BHIPABHWBAHM TEKCTA OTHOCUTENBHO 110~
3ULUM TaBynsiLmM;

Mexzy
oA TGy & CTPOKE (sanoHore GYRCT

MPOUCXOANTB A0 CRIeAyIoLLeii Noauuuy TaGynsiyy  PYC. 1.20. OKHO yCTaHoBKM
VI TONLKO B TOM Cryvia@, ecin Gbina HaxaTa Kiiaeu- Tadynaum

wa Tab).

21
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YoTauomus skaewn CBOACTS 1A HOSOH NOSULUN TAGYTALY, CeaYeT BuOpaT:
KHonKky Ve i HoBas! NoauLA GYAeT BHeceHa B crcok Moauuwm Tabyns:
L, Ot VSMENIT 4N CHOACTE Y@ YCTAHOBNEHHOR NOOMLYM TaCTALM,
HEOGXOZMMO BHOPaTS ee B Crivcke Mo3MUMM TaGYNIALMM 1 YCTAHOBWTh HOBLIE SHa-
ek o6 cgorcTs.

ka YAGNUTB STOF0 OKHA YAANSIET U3 CIIMCKa BHIGPaHHYIO MOSULMIO TaGyns-
i, BoB YOTAHORNER BRSSO TROYTRIA MK YaMATE KROTHOR YRAITE
sce.

&) TiposepsTe cebsa.
1° Cr oxymenre Word 20077
2°. Kak B CIHCOK?.

3°. Kaxopo Easpasie i EASHAUCHHE KHONOK rpynns: AGsan?
4°. Kak cospaTh HyMepoparmbifi cicok?
°. Kak CO3aTE MAPKHDOBARHEL CIHCOK|
sBnsercs
KKK H3MEHHTE YPOBEHE BI03KeHHS B/IeMEHTOB CIHCKA?
KaK HGMEHNTS Bit/l NaDKepa WIH HOMepa?
B teM SakIoUAETCS ABTOMATHYECKA HyMepaLHs sieNenTo cnucka? Kax
?

ee MOKHO HaMEHNTS
10°. Kaxin 06pason OTMERHTS HyNEPAILio (MADKHPOBKY) TI0 OKOHNAHHIO BBORA
crucka?

11, B ChCKe YUeHHKOB BaIero Kiiacca GHLIO NPONYLIIEHO HECKOILKO daMIii.
Onmmmire, KaxiM 0PAIOM HX BCTABHTE B TEKCT.

Causes pusmic savierc Kamns (i Xhefiem % DpOREMTLION TORREXS;
Ommmire, nopsKe.

B
Kk yorasosiers nosHiymo TaGyRARH? Kai oo HoMeHiTs? Kak o6 yAATHTLT
B e CyTE ABTOMATHUECKORD (POPMATHPOBANIS DIENEHTOR CTuCKa? B Ka-
KWX CITyUasIX STHM YOGHO HI0/TEO0BATECS!

crckos?
Kakne THIILI Ta6yISuH Bbi aHACTe? KaK HX MOXKHO H3MEHSITL?
Kaxoe ne:

110 ymoma-
H0? Kak ero naMenuTs?

BrisicuTe, Henokayst CIPABKY, B KAKOM CIy'iae MADKepE! 1 HONePA NOTyT
He BO Kak o170

fire yrcasanmsii yusmenen rpaml (nnnpnuep, Tema l\3|).um 1. 2\05-

pasen 154 doew e aGoanii wap-

KMPOBARHEI CIHCOK (BHJ M pl(epﬂ uﬁepm cauoc"mwemﬁo), aﬁanuu

4-6 ~ KK uyMepoBaHHi CUNCOK (BIY HYMEPAIIH BHCPHTE CAMOCTOS.-

TeM:Ko). OTMEHHTe HyMEpAIIO VISl 3ATO/IOBKA TeKcTa. COXPAHHTe JOKY-
MenT nanke B Gaiie ¢ AMeHeN docx.

2°. Coanalite OBLHi JOKYNEKT 1 BBERITe AecsTE daNILTIIL snmux omuoKc-

CHIKOB B BYijie RYMePOBAHFEOTO CTIFICK. COXpAHHTE OKYMEHT TBeRTOM

ke b Qaline o MkeiioM yTpamHeRS 1.8.5-1.docx. T1pocCpasyie crioot

© HeppoBaTL, CoXpRTe ASHYNERT D CoBCTDCHTOH TamKe © TR

ynpaskurente 1.

@ 5, Ecnaalive muviadl somywses - Foduwe épeuens DAL ZIOBHNSE 6K S

BlJle MAPKHPOBAHHOTO CIIHCKa. COXpAHITe JOKYMEHT B COGCTBEHHOI Malke

» daline ¢ muerien ympasneme 1 2.8-1.docx. llpeoSpesyiive cllHeok 5 1.

Hanke b aite ¢ unexen

-2.docs

ynpazHenue l. -2.docx.



40 Om mit yumrenen gaitn [

Crmmtep, Tewa. T\Gaasten 1-2\obpa. 11, Sempan
ent 1.2.4.docx). OGOPMITE JOKYMERT TI0 L Sak/R
obpasily, nprBeeEROMY B (aiire. Coxpa- 1.2. ByTepGpoj ¢ Macom
uHTe fokymeRT B cobersentoli namxe 5 | 2 0oed
aiine ¢ umeren ynpasuene 1.2.4.docx. 2.1. Bopm
@ 5. OB IOKYNERT 1 BBeTe 22, Bunusl GaanH
onpejie/ieRne UeTHpeX NOHATHI ioro 2.8. Canat U8 KanycTs
naparp: & uenpinep MapKUpoBAHHEI 2.4. Konmor
cnucox, 1 BanHb gy 3. Vacun
e ¢ mmk, Tabynsi 38.1. Kegup
MHTe BBeJIeHHBI TEKCT KAk 3.2. Bynouka

i CHMCOK N0 QopMary, KOTOpht
WaoOpaKen Ha pucyike 1.18. Coxpanire Puc. 1.21
JokymewT B namce Mo JosymerTs:
Qaiine ¢ mienen ynpazmenme 1.2.5.docx.

B e+, Coanatire croco6. u HyMepo-

x cnck 3 Galina

oGpasen 1.2.6.docx, Kotopuii RaxomTes b namke Tema 1\3aams 1.2. Co-
XPaEITe JoKYMeET B TanKe Mon KORTMenTe1 3 gafine © Mexen yupasRse-
e 1.2.6.d

¥ 7+ Co JKoKyNent, B obpas-
uy (puc. 1.21). Coxpanure mxyuem-  cobCTBeRHOM namTKe B qmme © ume-
Hem ynpazkmenme 1.2.7.doc;

@ v, Haiuurme n caiite Microsoft Office Online S rpaEeeiie igastes u jors
HOBHTe HX HA CBOEM Ogoy oK
cemt uyjiec YKpanm.

. B

9%, p: v MOMKHO upH
oz ctcios Kax u 3a-

e 1x 3 Terpazs. pos sa npascitke.

2 10°. Cognaiire noswt roxywenT, men Aatde o AT BALLIX ApySbaX (i
IS, MMS, JTA DONAeHNS, HOMeD Teriedola), PACIONONKIB HX B UTHIpe

orotiin 1 EpbAReR oMY COpasisy (O 1.95), OO DNSTS APHyARET B 005,
crTBenHol nanKe B Gaiie ¢ inenen ynpasiente 1.2.10.docx.

Tapanesko..... Buktop_ 02.03.1993..... 233-51-25
DYH . lecst 06.07.1992 ... 098-123-45-67

Pyc. 1.22

1.3. Tab. B

@ 1. MpuBeaMTe NPUMEPH MCTIONL3OBAHUS! TAGIULL MU M3YYEHUN PAINUHBIX
o

k OGHeKTH B 20077

3 Kax TMHIIO 1 TeKCTOBOro Npo-
teccopa Word 20077

4. icTBa NUHUM. YT UMeTs?

TaGaMIE] ¥ MX CBOMiCTBA.

Jlnst yops n nogaun B JIAHHEIX PASHEIX
THIIOB HCTIONESYIOTCS! TAGHIGI. JI8HHEIE, IDE/ICTARICHHbE B TAGIHIE, Bhl-
IVISAST KOMIAKTHO H YAOGHE! /UL BOCTIpHSTHS! (Tab1. 1.3).

23
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Tatruya 1.3. Pacimcanue ypokos

Touunn
! Prapune L Sevaepe Nareeas
ilee
IR - = T e
| e prem { By L=y
1 [0 [sar| VT s = eer
blwan noponona g
4 [wsafim e -
i ] [T =
o [1205]1350 soopme p—

| T

Ta6HuA COCTONT H3 CMOA0YOE H CMPOK, HA EPECCUEHMH KOTOPLIX HAXO-
nses kaemwu (sueitxu ). CTONGLL, CTPOKH, KJIETKH SIBNSIOTCS OOBeKTAMM
Ta6aume1. Ta6muna B Word 2007 MOSKeT COIlepIaTh J1o 63 CToNIGLOB 1 1poHs-

JIEHOE KOJIUECTEO CTPOK. B KJIETKAX TAGNHIE! MOTYT PASMEIATECS TeKCT,
urCxa, PHCYHEH, (DOPMY.THI H Jaske IPYTHE TaGIUIILL.

KaK BHJIHO 3 IPUBEJIEHHOTO PUMepa (Ta6i1. 1.3), BLICOTA CTPOK U IIUDH-
Ha mnﬂuon TaGIHIE MOTYT GBITH pasnn-muuu. HeckoNbko KJITOK uory-r
iy nHY, &

HECKOTEKO. OPHOHTAIIIS TEKCTa B KIIOTI e NOET GbTs, TOpH3ORTATLHOM 1
BepTHKAILHON. [st pasHEIX 0GBEKTOB TAGNHMIEI MOYKHO YCTAHOBUTS IPAHH-

 Pa3sMep TAGMMII — 5A1AeTCA IHPHHON TRGNMIL! B CAHTHMETDAX WIH B
TPOIEHTAX O ILIMPHHLL CTDARHII;

KOJIHUECTRO CTOIBLIOR H CTPOK B TAGIHIE;

© BHIPABHHBAHMe TAGIMIIBI HA CTPAHMIIE — MOYKET MMETh TAKUE SHAYCHMS:
o ae6o3ty KpaI0, no npasosy KParw, no yeHmpy;

obTexaHHe TAGTHIBI TeKCTOM — MOSKeT NPHOBDETATS TaKHe SHANEHHS: 63

o6mexanus, ¢ o6mexanuen 60xpye madau

TIARNII! TAGERI ~ SaIPno YoeToN, Mo H widpuvol e soo

TAGMMIS! MM OTAETBHBIX 6 OFBEKTON

+ 2aemtc Oeteron TAGTHIA - CAIRGTOR YSErOM B Y30POK

uap.

Cosnanme TaGauuB
B Word 2007 cylecTByeT HeCKONBKO Crioco6OB Co3/iaHus TaGIMILL B TeK-
CTOBOM JIOKyMeRTe:
1) poranurmy, TeSIIHITy NPOCTOR CYPYETYPH
2) TaGmuny
3) BCTABUTE TAGNMILY U3 KOJIEKIN 11AGIIOHOB;
4) NpeoGpasoBaTL GPATMEHT TEKCTA B TAGIMILY.




TexcToBwili npoueccop
Bcee KOMaH/BI CO3/laHMS TaGNMI| HAXOAATCA B cnucke kHonku TaGmmua
rpynms: TaGamue: pnamkn Berania.
1 cnoco6. BeTaBiTs B JOKYMeHT TaGIHIL IPOCTOI CTPYKTYPE MOMHO Tak:
1. BeiGpaTh B IOKYMeHTe MeCTO, I/ie Hy)KHO BCTABHTH TaGiHILy.
2. Bumonunts, Bemaewa = Tabnuyw = Tabnuya [ .
3. BhlJIeUTE Ha CXeMe TaGIIHIb! HEOGXOMMMOE KOJMYECTBO CTPOK  CToNG-
IIOB H INeNIKKYTE JleBYlo KHoIKy Mbly. Hanpumep, Ha pucyke 1.23,  Bhi-
JIeJIeHa YACTE CXEMBL, KOTOpasi COCTOMT U3 5 CTONIGLOB M 6 CTPOK.

_ CorTET—c

I
I 0 =
' B B
1 Nl 3
v -
[ e |
oooon: #
3 s 4 vt
% e ]
- peemarr SIS )i |
a 6

Pic. 1.23. BoTaBka TaGmLE

BTHM CNIOCOGOM MOYKHO COBJATH TaGIHILY, B KOTOPOii He Gonbime 10 cToNG-
108 1 8 cTpok. ECIH ke HYKHO CO3ATH GONBIIYIO TABIHILY, TO €6 MOYKHO
BCTABHTE B TEKCTOBK IOKYMeRT, BLTioNiB Bemaena = Tabnuyw = Tab-
nuya = Bemaeums mabnuyy. TIOTOM B COOTEETCTBYIONMX TIONAX JHATIOTO-
Boro okHa Berapka TaGauut (puc. 1.23, 6) HYKHO VKA3aTh KOMHMYECTBO
CTONGIIOB ¥ CTPOK, CI0C0G ONpE/Ie/IeH st IHPHHL CTONGLIOB HOBOH TAGHIIE i
BLIGpaTh KHONKY OK. JI/15l IMDHHE CTONGIOB MOSKHO YCTAHOBHTE TAKHE 3HA-
enus:
® nOCMOFHHAA — WMPUHA BCEX CTONIGLOB TAGIMIb OJMHAKOBAS U YKA3hIBA-
€1csi TIOJIL30BATEIEM B TIOJIE CO CHETYHKOM;

10 Codepacanuo - cHAYANA LIMPHHA CTONGIOB ABTOMATUHECKH YCTARABIH-

BAETCS MHHUMAJILHOM, & NPH BBOJe IAHHBIX B KJIETKH TaGaMUb! WIHPHHA

CTON611A ABTOMATHYECKH YBeJHUMBACTCSE;

10 WUPUHE 0XHA ~ IMPUHA CTONGLIOB OTPEIeISETCH ABTOMATHYECKH Jiete-

HUMeM LIMPUHL paGoueil o6NacTH JOKYMEHTA HA KONMYECTEO CTONGLOB

TaGmbL

I enoco6. Tabmumy moboii MOKHO
OcoberHoO 910 Korza |

TAGIHIA HMEeT CIIOIKHYIO CTPYKTYDY, HAIHMEp Ta-

Kylo, KaK Ha pucysKe 1.24. JL1si 5TOro HysKHO: T

1. Bumonsuts Bemasxa = Tabauys. = Tabnu-
ya = Hapucosams ma6nuyy. T

2. Viagatenem, KOTOpLIii 6y/ieT IMeTs BUJ Ka-

a, HADHCOBATE KOHTYP Beeii TaGIHIIEL

8. H.upuconan JMHUM, KOTOPHE PASACTSOT o 124 Tabma

CTPOKH ¥ CTONGIEL COXHOR CTPYKTYPH

25
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JTHIIHME W OUIMGONHKIE MHIN, WX MOJKHO ¢CTEPETE», BOCTIONIOBABIIIICE
micrpymenrom Jlactue. JLnst otoro cnexyer pumonmuTh Konempyxmop =
Hapucosam zpanuyw = Jlacmux [, nanectn yicasatens (ero sux 6yzer »
970 BpeMSI HaMeHeH KA TAKOI /) Ha JHIIHION JIMHMIO 1 BOpaTs ee. Tocie
yaaenus numuii kuonky JIACTHK CleAYeT BHOPATE IOBTOpHO.

TI em0¢ 06 MaeT 30aMOXGOCTS BOTSEITL 5 AOKYMei LAGION Diccpece-

Tabmm 1a

KeHHBIX. Tl cr10co0a CIeAYeT B0
HITE TAKOI ANTOPHTM:
1. BHIGPATS B IOKYMEHTE MECTO, IJie HY?KHO BCTABHTS TAGMHLLY.
2. BunonuuTi. Bemaara = Tabnuyw = Tabnuya = xenpece-mabnuys.
3. Butpers. bcexe Berpoenmsct ytunill mafnor.
MoskeT coajir

cen n npn JLus otoro crienyer or-

e IKENAMIO, BEL
T o . mmnrs Pemasre = Tadmu;u = Tu&mqa = :m-npm-mw
nuyw = Ce wenpeec-—
matnuy.

IV cnoco6. Beytenenniii (bparmenT TeKcra MOKHO NpeoGpasosas B
TAG/ILLY, BHINOJHUB NIOCI€JOBATeNLHOCTE AeiicTauit Bemaoxa = Tabruys.
= Tabnuya = Ipeobpasosams ¢ mabnuyy. B JHATOTOBOM OKHe HYIKHO
YKA3ATE HEOGXOAHMOE KOJIHUECTBO CTONOMOR TAGHIE! i CHMBOJIE, KOTODEIE
SBIISIOTCS PABJIENHTENSMH KIeTOK (NOGeILI, TAGY SIS, PASPLIBE! aG3aIIeR,
TOMKH C BATATO 1 T. 11.).

BEOJ IaHHKIX B TAGIHILY H NlepeMeIen e 1o Tabiuie

Tlocnie TOro Kak TAGIHIA COANA, € HYIKHO SATIONHNTE AAHHEM. Texer
'BBOAUTCS B TEKYIIYIO KJIETKY TAGIMIEI 110 USBECTHAIM BAM TIDABHJIAM BBOZR
TeKCTa WM, B CIIyUae HCNONL30BAMS DKCITpece-TAGMIIL, IAHHEe B TabIiIe
SAMEHSIOTCS HA HYIKHELC.

TIpu BROJe AHNEIX HIHPHHA CTONIGIA W BHICOTA CTPOKH ABTOMATHYECKH Ha-

(eHSIOTCS], ©CJI BBEMIeHHEL| TEKCT He BMEIIACTCS! B KICTKY, — TAKOI pescun
ik ores R i AR . Lot £ Pl sy Ui e, RbC
'BHIODATE IDOUSRONIEHYIO KAICTKY TAGHIA 1 BRnONHHTE Maxem => Tabnuya
= Cooticmea = Tabnuya = Iapanempu  chsiTs MeTky (askka ABTONON-
Gop pasmepoB 1o conepHMOMY.

VK
saTernieM MK 1.4):

Tatauya 1.4. Tlepemenenyte Kypcopa B TaGame

3 dea Knaguuu_| _Peaynvmam delicmaus
Tab | Creayioman krerka Shift + Tab | Tpeasiyman wrerxa 126-
raGmmet pe
> | Crexyiouit cumpon rex- € Tipesy it cumpox Tex-
Py e —— cTa B KeTKe I
mas werka
v Ctegylomas CTpoKa TeK- ~ Tpebinyiias CTpoKa Tek-
cra B were wm B cTa B KIeTKe WK B TAGTI-
ramme e




Brigesnenue 065eKTOB TAGIHIEI

B TAG/IIe, cAMY TAGIHILY Tt € OFBEKTE MOJKHO DEJAKTHPOBATE I
opmaTApORATS. Jina BFOTHORI STIX onopaIH CGLeIT TA0TIIL, o
T P

Jeficeus, cpenar
Tpn BhiGope TaGme na JlenTe gk
BRIBKN 1t Maker 5o paszene PaGora ¢
TaGaunamm.
MOKHO ns

1) Mcnionsays sneMenTs! ynpapnenns JIeHTSI: CleliaTh HYKHEI obbekT
TAGAUIE TeKyIM, BLIONHNTE PaGoma ¢ mabnuyanu = Maxem = Ta-
6Gnuya = Budenums Li w BHOPATE B CIHCKe HYKHYIO KOMAHAY: Beytems
steiiicy, BeytemTs cronen, Bayiears crpoky wum Beyiems Tadmimy.

2) Menobays Mbtmmb:

s @videnerus 0noil waemu mabiuys. ~ BHGPATL BHYTDEHHIOW 0BACTE
KJISTKH BOaJIe ee JIeBOt IPARMILb, KOTA KAGaTeIh pHOGpeTaeT B

s Gbidenenus 00HOI CmpoKy — BHIOPATE BHELIHIOK 00JIACTh CTPOKH Ta-
GIHILLL BoGJIe ee JIeBOfi IPAHMILLI, KOT/A YKASATIIk NPHOGpETAeT BIK

s 6videnenus 09020 cmoaGya — BHOPATE BHELIHIOK 06NACTE CTONO)
TABMILA BoaIe ero BepXHeil IDARWIEL, KOIA YKA3ATENk IPHOBDeTACT BHA

Jns evidenenus aceit mabauyst — BRGpaTh MapKep *F* HAX NeBLIM Bepx-
HIM YETIOM TAGIIb, KOTA YKAGaTeM, pHOGpETaeT Bt

JA8 Guidenenua HECKOTLIUX CHENHX 06BeKMOE MACIUYs. — BHICTHTE
0618CTE, B KOTOPYIO TIONIAAIOT HYIKHEI OGLEKTH TAGTHIEL

(7% 6UL0€NCHIA HECKOTLIUX HECHENHYX 063eKM08 MACLYbL — BHACTHTE
oK 00eKT, NOTOM, naxkaToii knammmy Ctrl,

Cramb evidenenue 06eKma — BHOPATE MECTO Biie TPAHHIL BH/ICHIS.

uee

PeAKTHDOBANNE TEKCTA B TAGNMIE OCYLIECTRISIOTCS OOBIMHBIME JUIst

Word criocobam. Taxske st GLICTPOI OYHCTIH COXpHANNS: Beeil Tab ML

WM OTIeNBHBIX ee 0GHEKTOB JOCTATOUHO MX BRIIENHT M HAMKATH KJIABHIIY

Delete: sanikie GyAYT yARJIeHEL, & cama. 'raﬂnuua ocTanercst.
Tabm

wm

VIATeHIe OT/ENHEIX ee ODLeKTOB, renane Run pezenete mieek

- ox1-

Hett 9TX oepaHA, CoRepkaTea a mrzke Maker (pic. 1.25). o
CTBO W3 FTHX KOMAHL

B rpynme Crpoku n pii PASMEIICHL! KHOTIKH JU1S BOTABKH 1 YARC-

HISI COOTBETCTBYIOIIX 0GBeKTOB. Bee 9TH OTepAII NPHMEHSIOTCS K Bhe-

Puic. 1.25, Bpemenas Bknaaka Maket
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JeHHEIM WIH TeKymuM ofbexTan TaGmis. Hampu-
Mep, /UISi BCTABKH ZOTIONHWTENBHOM CTPOKH HYJHO
BEUIEIINTE CTPOKY, PSIOM C KOTOPO#t GY/IeT BCTaBIsTE-
s HOBAf, W BOpATE OfHY M3 KomaHi Beramuth
cBepxy i BeTapuTE CHUGY B SABICHMOCTH OT JKenae-
MOro peaykTata. JIONONHNTENLHYIO CTPOKY B KOHIE
TAGIMIEL MOHO TAK)Ke BCTABHTH, HAKAB KJIABMILY
Tab B nocrexweii KeTke TaGMILEL
AHAJIOTHUHO B TAGNHILY MOSKHO BCTABHTS CTONGIEL,  Pyic, 1.26. [anorogoe
BOCTIONL3OBABIINCE KOMAHZAMH BCTaBMTE ceBa Wi okHO floGaBnewme
BeranuTs cnpaga. sueeK rpynn CTpokm
JIsi BCTABKH B TAGIMILY OTAENBHOMN KIETKH HYSKHO
OTKDHTE JHAJOTOBOE OKHO YKASAHHOM IpYIIIEI
(phc. 1.26) u BLIGpATE CrIocob BCTABKM — co ceuz0M enpago w enua. B eny-
uae BLGOpa CrIocoba co c)EUZ0M 6NPAco B TEKYIIEM MecTe TOSBHTCS HOBas
KJIeTKa, & BCe ADYIHe KITKH CTPOKH NlepemecTsiTcs npasee. IIpi BriGope ciio-
0B co cOauz0M 6113 B TAGTHLE HA TEKYILIeM MeCTe TIOSBHTCA HOBASI CTDOKA.
JI06ABHTE K TaGIHIE CTPOKY HIIH CTONIGEI] TAK3Ke MOYKHO, BHGPAB COOTBET-
sueex.

VaanmuTs moGoii BEeNeHHEI 00BeKT (CTPOKY, CTONGEN, KIeTKY TaG I
HIH BCIO TAGIIHILY) MOYKHO C TIOMOIIIBEO KOMAHJ CITHCKA Y IJHTE I KJIABH-
meii BackSpace.

‘ECIIH HECKOJIEKO KJIETOK TAGIHIIH, KOTOPHIE PACIIONIOJKEHEI PSIOM, HYIKHO
OGLE/MHNTE B ORHY, TO MX CIICAYeT BHICTHTE i BHIODATE KHOMKY OGbeH-

HuTE stueitcn ﬁ B rpynme O6% B orom ey KeTox
i

stuelixe.

T pannansine OO I HECKOMBKIX CHEKHBIX KIETOK HYKHO Bbi-
nomuTs TaKoli aropuT:

1. BuijleuTh Hy>*KHble Kllm" Tabauub.

2. Buibpars ua piiaike Maker b rpynne OFbemumuTs kionky Pasturs
sedin 5,

3. Vxanate B Amanoroson oxse PasGuene et (puc. 1.27), Ha cronko
CTPOK ¥ CTONIGLIOB CJIeAYeT PasleIuTh KIeTKH.

4. VKasaTh C1I0C06 a3MeNIIeHILs! TeKCTa 110CIIe pas- “—m

Renewtus, MeTky

rask e F_‘Ei
5. Buﬁpa’rb()l(. [ TP,
P: m

sk s
raomuy win
Jlacru rpyns: Hapueosats rpammis: sxnaki Kon-
eTpyKTOp. i Pyc. 1.27. OkHo
Kuonky Pasours rabmmy == rpymmm OGvems- 7o
HHTB HCTIONIB3YIOT, KOI/Ia TabaMIly B IOKYMEHTe HYKHO pasjle/IMTh Ha JiBe Ya-
CTH /7151 BBOZIA M€Ky HUMH TEKCTA HITH TIeDEHOCA YACTH TAGMMIE Ha APYTYIO
cTpanmty. JIisi 5TOTO KyPeop HY’KHO PASMECTHTS B TOIi CTPOKe TAGIHIILI, Tie-
PeJ{ KOTOPOii TLIAHUPYeTCS PasphiB TaGTMIIEL
B TaGmima GONBIIAS 1 pasMelliaeTcs: GoMLIIe e Ha OfHOY CTpaRHIe
TEKCTOBOTO IOKYMEHTA, TO 3ArOJIOBKH CTOJIGIOB Ha APYTHX CTPAHHIAX MOJK-
HO BCTABWTS ABTOMATHYECKM. JIISi 9T0T0 CIEAYeT BUIMHTE CTPOKY 3AT0NI0B-




“TexcToBwiii NpoLieccop

Ka B HauATe TAGNMIS U BRTONKUTS Maxem = Jaunsie = Iosmopums

cempoxu sazonoexos 5.
-mm caryuae, lcor)m HYIKHO YJIA/HTE -rasnuuy u:s nnnyuema, a ee cogtep-

MG
SSonine Tosligescueras TeOmAEy 5 TR Jlun SX0LO YRR’ PMGTETS
TaGnuuy, BrnonanTs Maxem = Jannsie = Ipeobpaszosams 6 mexem &% u

B fasiorosom oxie IpeoGpasoBaNHe B TeKCT YKA3ATE DAIETNTEIE — CHM-
BOJI, KOTOPBIH CJie/lyeT BCTABJISITH B MECTAX IPebIAYILIENo [IeJieHNs TeKCTa Ha
OTIENBHEIE KIETKH.

Beio TaGnuny kak efumLili OULEKT TEKCTOBOTO JOKYMEHTA MOSKHO Iepene-
ATE 1 KONHPOBaTh. JIst HTOTO TAGNHILY HY)KHO BUIENTE 1 IPHMEHMTS H3-
BeCTHbIe BAM CII0COOEI: NepeTATHBANNE, CONETARMS! KJIABMII HIH BIEMEHTE!
ynpannenus ua Jlente.

TaGnuus
CTpOKM TaGMUUG MOXHO OTCOP- fom —— Smfe dfmmmen

TMpOBaTL MO  BO3PACTaHWIO MW =3 E ¢
YObiBaH#I0. COPTUPOBKY MOXHO BHIMON- 3t
HATL 110 ZaHHbIM OAHOTO, ABYX MW Tpex rE—3kuE=

CTONGUOB. ECIY BHOMPAeTCR COPTUPOB- e
Xa, Hanpuwep, N0 MByM cTonGuam, To [ S=f=  srame

Horo cronba. MoTom anA Tex CTPOK, & )
KOTOPbIX GORePXUMOE B NlepBom CTonGLe =
COBMaAaET, BHMOMHAETCA COPTUPOBKA MO Py, 1,28, OKro Col i
COREPXUMOMY BTOPOrO CTONGLA U T. 2. pech e e

Arsi ocyuiecTenems co;rmpoam CTPOK
TAGIWILL! HYXHO BLINOMHUTL TaKOF :
T BoAoTMTL 4a0TE TAGTULI, KOTOPGR NOIVIEXHT COpTUPOSKS, JaMOSGHHE: GTPO-
K& SarONOBKOB CTONBUOS, CTOGLL KOMA0S CTPOK  ATOTGGWE CTPORM TAOH-
i ofeaiion copmpoata RCTIVST, NOSTON BHBETAT: W e Ky

r—w

= Rannwie
auspan, 8 eocmevcmynuw o o GopmiapRx (P 1.28) cTonL, T

>

BLGPaTh KHONKY OK.

Jinsi popMaTHpOBAHNS TeKcTa B TAbiNIle cleJyeT NPUMEHSTh CTAHAAPT-
nble cpezicrsa Word. (OpMATHDOBAHHE CAMOI TAGNMILL H ee OGLEKTOB
BEnajok Maker

(raba. 1.5) u paajiena PaGora
Tabruya 1.5,
Braakn Maker
Dnemenmui | Hasoanue snemenma ‘
Haanavenue
Tpynna

=3 15 YCTAHOBKH HYIKHOTO CHIOCOGA BHI-
[~ P— DABHNBAHNS TeKCTA B KIeTKe — cHUY
FEE caeea, noyenmpy ur. 1.
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IHpodorwenue madauyee 1.5

Dnemenmuv. | Haseanue snemenma S
mpasnenus asma

ynpasnenus

U5t yCTAHOBKH HANpARTeNis paaNee-
Hanpassienie Texcra | HUS TeKCTa B KIeTke — CAle6a Hanpaso,
cnusy eeepx, coepxy onus

L5 OTKPHTIS AUATONOBOTO OKHA, B Ko-
. TOpOM MOYKHO YCTAHOBNTE aHRNEHIISL TA-
] Tlons stueex KUX IADAMETDOB TAGMMIL, KAK pasMep
Hofieli /1 TEKCTa B KIIETKAX, HETeDEAT
MENAY KIIeTKaMH B TAGILE

I'pynna Pasmep sueex

Iupusa crosGua JLis YCTAHOBKM TOMHIX DASMEDOB OT-

OCYIECTBIICHHS ABTOMATHYECKOTO

T10760pa ONTHMATLHEX PASMEDOB KiieT-
Asronoztop KW no codepicanuip Wi 10 paimepan
01tHa, /U151 PHKCANLH IHDHEK CTONOLOR

St BupopusTE  BHCOTY | Jins yerasoskn omunoRol uicors -
(eTeHRLX CTpOK MM ORWHAKOBO
Buposusme  mpuy | X
- G s DA Bme ALY CRoGton TN

PasMeph! OTIENBHBIX OGLEKTOB TAG/MIS MOMHO M3MEHHTH ¥ JPYTHMI
criocobamu:
o IHepemseusanuen zpanuyb: o6vexma. HapecTu ykasaTells HA IPAHHIY

CTpoKn mH cTon6ua (BHA ykasarens namenmres na ¥ i ) n nepers-
HYTh IPAHNLY B HY>KHOM Hanpasnenyn. IlTpuxoBas JMHUS GYAeT ACMOH-
CTPHPOBATH HOBOE TOJIO7KEHUE TPAHMIIEL.

Hepemazusanuem mapxepa zpanuysi no muneixe. Korjia kypeop naxo-
AMTCA B O6nacTH TaGNMII, Ha OPUIOHTAJLHON JHHeiike NOSBIAIOTCA
MapKephl TPAHUIL CTONGLOB, & Ha BepTH-

KaUbHOl — MADKepH! TPaHHI| CTPOK (pHC. J

1.29). Tipn ux nomensi- | @
10TCH pasMephl COOTBETCTBYIONIMX CTONG-
LOB M CTPOK.

oﬁwl('mn MOJHO YCTAHOBHTS IIBET, TONIIM-

T mummii. BRyrpenmiolo ofnacts
S8 satma il conmo sanart: passiatn
IBETAMH, HCIIOIL30BAB PASHEIE CTIOCO0KI 3a-
nmsrn. Tlo ymonuarmio 8 Word 2007 ra6mu- @ ~ Mapxeps: rpas crontios
e HASHANACTS OGPANIICHHE THIA ¢COTKAD ~ (@) Now 1 opys rpasun crpor
BCe KJIETKH HMEIOT TPARMILE! B Bijie TOHKIX
CrUIOWHAIX Hmi ToNMHOM 0,5 11T 063 5a- Py, 1.29, [panmLis CTPOk M
nuBkH. VSMEHNTh SHAYEHHS! DTHX CBOMCTB  CTONGLOB TAGNMUM Ha nuHeliKax

JIns TPAHNK TAGIHI W €6 OTAeNBHEIX }
I



MOKHO, MCIONB3YA 3JIeMeHTHl YIIpaBileHns BpeMeHHol BEIaJixku KoHerpyk-
Top (puc. 1.30).

[ ] e ——— S SR S ey - g

T e i — e ] — r "‘l o = > . _‘“ -
# ey prere e g— by & - - i ] e — = il
’ t | s | = i, [T TY—
[Ty — iy i—— ™ il _‘4--_-. Jry—
T — - ——— T M-

Puc. 1.30. Bpemendan exknanka KoHocTpykTop

Jlns yeraHoBEHM 3HAYeHMH cBOHeTE TMHUE rpaHul] TAOJIMIE NpeiHASHAYe-
HEl COOTRETCTRYIOIHE BJIEMeHTHI yIparienus rpynnsl HapucoBaTs rpanm-
uel. B rpynmne Crunan Tabimi MOMEHO YCTAHOBHTL IBeT 3alHBEH 00LEKTOB
Tabauiel (KHONKA 3aJMBKAa &), 0TobpasHTE MNH CHATE 0TODpaskeHHe Tex

UM MHEIX rpasul (kHonea Ipanmmer []). Hacrpoiiky 5THX cBOCTB MOMKHO
BBITIONHHUTEL M B JIHAJOIOBOM okHe rpynisl HapucosaTs rpanmMis.

Taksxe ana popmaTh poBaHusa TaOMHIBEI MOY¥KHO MPHMEHHTE OIHH H3 BCTPO-
eHHEIX cThNell. HanoMHEHM, 9T0 cmuae ofeexma — amo Habop onpedeneHHblx
AHAYECHUT cEOLCME Dﬁﬁ&‘l‘.’lﬂlﬂ,, Hﬂmapm.ﬂ LUMEEnt cODCMEeHHOE LA,

Ctunt odopmnenns TabMHILI MOXKHO BHIOPATEL B cnicKe rpynnkl CTHIm
Tabimy Ha Bena/ike Konerpyerop. Bribop cTing conpoBosigaeTcs AHHAMH-
YeCKHM MpelBapHTeNbHBIM MPpOCMOTPOM OTOPMATHpPOBAHHOTO 00LEeKTA.

Ilo senaduo roToBLle CTHIH MOMHO HEMEeHHTE H COXDAHHTE HX B obHOB-
neHHOM BHJe B 6ubOnmoTere crunei. [Ins sToro crnemyer BHITIONHHTEL TAKHE
IelicTERA:

1. BuifpaTe HYMHHEI CTHIE B chMcKe rpynnsl CTHaM TabiaMmil BEIAIKN
KonerpyrTop.

2. BRIOpaTh EHONIEY OTEPRITHA clHcka [lomoMuTeNsHO = Ha NoNoce [Ipo-
KPYTEH CITMCKA CTHJIe.

3. Bubpate komanny HeMennTs cTHIB TAOIHIBL.

4. ¥eTaHOBHTE B AHaN0roeoM okHe HaMemeHMe cTHIS HOBLIE 3HAYEHHS
CBOHCTE 00BLEKTOB TADIHIIEL.

5. BeifpaTts kHonky OK.

IonkzoRaTenh MOMET COZIATE COGCTEBEHHEIE CTHIH OhOpMAeHHA TabGMIHIL,
BEINONHHE Konempyxmop — Cmunu mabnuy — Coszdame cmune mabau-
ywt. [locne yeraHoBEH sHAYeHMI cBOllcTE M BriGopa kHonkn OK crune 6yaer
coxpaHneH B 6HOnIHOTEKe CTHNEH ¢ HMeHeM, KOTODEIH VEA3aJ MOML30BATETE.

¥eraHoBEa 3HAYEHHI, YVRAZAHHEIY BRIINe, W IPYIHX cBOMcTE Tabnuil, Ta-
EHX Kak crnocob pacrionoxeHus Tabiuikl Ha THeTe, criocod obreraHus Tabnu-
Bl TEKCTOM, MOMHO BRITOJHHTE HA BRIAIKAX JTHANTOTOBOTO OoKHA CRolicTBa
Tabauuel. OTEPEITE 9T0 OKHO MOKHO COOTBETCTBYIOILIeH KoMaHA0H KOHTe R T-
HOT'O MeHIO Tabau bl My BeNoNHUE Makem — Tabnuya — Ceolicmen j

BrinonHeHve BblYMcneHWid B Tabnuue
&,

=

— TekcToewil Npoueccop Word 2007 wmeeT cnelmarnbHbie cpecTBa 18 BhINos-
HEHWH EtI:nt'-iI.n‘IEJ'IEHI-'lI::T Hafl Y4 CNOBEIMK JdaHHEMY, pazMellleHHB MK B knetkax tTabnm Likl.
Jlns aToro HY%HO B COOTBETCTEYIOLUMX KNeTkax Tabnuukl sanucatk Gopmynbl 415 Bbi-
yucneHws., PopMyna 3a0aeTch BHpaXeHWeM, KOTOpoe HAYMHAeTCA co 3Haka =. B
STOM BhipaXeHuu moryT ObeTe MCNONb30BaHE YMCha, 3HAKW apudmMeTHyeckux nei-
CTBWIA, & TaKkxke:
® CChUTKKM Ha OMANA30HE KNeToK:
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# LEFT (anrn. left — neeuiit, cnesa) — kneTkn, pacnonoXeHHule cNesa OT KNeTku ©

$opMyNoiA;

4 RIGHT (aurn. right — npaewlit, cnNpaga) — KNeTKW, pacnofnoxeHHule cnpaea oT

KNeTKW ¢ hopMynoi;

# ABOVE (anrn. above — Haf, BeILIE) — KNETKW, pacnONoXeHHbLIe ELILLE KNeTKW ¢

dopmynoi;

4+ BELOW (anm. below — Hixe, BHW3Y) — KNeTKW, pacnonoxeHHble HKe KNaTkW ©

hopmMynoi;

* BCTpoeHHble ¢yHkLWK Word, Hanpumep:

uTOor)

DYHKLMA HasnaueHWe Mpumep zanucu
AVERAGE (anrmn. average — | Haxoxjenwe cpefivero apud- | =AVERAGE (LEFT)
B cpelHem, cpeflHee YMcno) | MeTUYeCKOro 3HAYeHWA Yvcell B

YKA3AaHHOM JUanaszoqe KNneTok
MAX (anm. maximum - | HaxoxoeHuwe HawBonblero ada- | =MAX (RIGHT)
MaKCUManeHel, HawboNk- | Y8HWA B YKa3aHHOM JuanazcHe
LLKA) KNeToK
MIN (anrn. minimum — wmw- | Haxoxnenne nammenbliero aqa- | =MIN (ABOVE)
HUMAaNLHBIRA, HauMeHbLLLWE) HYEHWA B YKal3aHHOM Anana3oHe

KNeTokK
SUM (anrn. sum — cymma, | Haxoxpenne cymmbl qucen e | =SUM (BELOW)

YEa3IaHHOM JWana3oHe KNeTok

HToOw OCYLLECTENTE BEYMCNEHWs, HeoDXOOW MO BEINCNAHWTE TAKCH anropuTiM:
1. YcTaHoBWTh KYpCOp B KIeTKY, B KOTOROW A0/TKeH pazMecTUThCA pesynsTaT Bbli-

YUCNEHWHA,

2. BoinonHuTe komavay Maker — Hauxbie — dopmyna ﬁ, KOTOpan OTKpblBa-
eT gvanoroece okHo @opmyna (puc. 1.31).

3. 3anucatb B COOTBETCTBYIOLLEM MNOAe QUano-
roeoro okHa Gopmyny, BBes ee ¢ Knasva-
TYpPE WK BECTABWE HeODXOOMMYD DYHKLWIO
3 cnucka BeraBnth PyHKUMIO,

4. BulbpaTe Npu HeobxooumocTk Gopmart No-
Ny4aemoro pesyneTaTa.

5. Buibpatb kHONKy OK.

HMameHeHne NanHblX B KNeTkaX Tabnuubl He na-
MEHSFET AaETOMAaTUHECKW pe3yNLTaThl BLIMWCIEHWA.
Hns o6HoBNEHWA pe3yNLTaToR HeoDXOAUMO BLIAE-
nuTe Tabnuuy unu Knetky ¢ GopMynoil ¥ HamaTk
Knaeuily FO unu B KOHTEKCTHOM MeHK KNeTKW Bhl-

Epate komaHay O6HoOBWUTL None »:

(&) TlpoeepsTe ceba

1°.
2°,

CoIEE——
o
o 3
e L —
|
|

Puc. 1.31. OkHo dopmyna

Ilns uero B JOKYMeHTe HenoAbeyioT Tabmune? Ms uero oHl cocroaT?
Hasosure ofberTh! TAGMUILL M UX CBOMCTBA.

3% HKaknup crocobaMi MOMHO BCTABUTE TaGNHMIY B TEKCTORRI oKy MeHT?
4°, Karum cniocofoM yaobHee cosfaTh TabIHIY CIOMHON CTPYKTYPEL?

5% HKarpm ofpazoM MOMHO TepeMellaTsE KYpeop Mo KIeTKaM TabaHE ?
6*. Kol BRIIEMHTE pASHBIE FEEKTE] TRAOIHITEI?

i

B rabnuie BRASISHO HECHONBEO CTpok. O0bscHUTE, B yeM OVIeT 3AKIN-

YATLCH PASHUILA pesyaeTaTos HamaTns knasum Delete u BackSpace.

8e,
mie?

KakuMu enocoBaMH MOMHO YI&IHTL, BOTABNTE CTPOKH K ¢ToNGIL B Tab6-



9*. B xonine TabMHIE HYHHO J0DAEMTE ellle ofHY cTpory. Hakum ofpazom sto
ocyecTERTE? Kak MOHHO BCTAEHTE CTPOKY BHVTPH Tabmuiie?

Kak HsMeHHTE pasMephl cTonbHoE H cTPoK?

Kak BENOJHNTE ONepalliy peJakTHPOBAHIS coleprHMOore KieTkH Tabaunp?
Kak BEITOIHATE OIepallii GopMaTHPOBAHHS CoJleprEIMore KNeTki TabmnnL ?
Kak BEINOMHHTEL peJakTHpoRaAHNHe Tabnune?

Kar BEIIOMHHUTE GOPMATHPOBAHME TAGIHITEL?

Kak BrInonusercs ofbe IUHEHHE H DASLENCHIE KNeTOK Tabnuns?

OnuuinTe, KaK H3MEHUTE HATIDABJIeHHEe TEKCTA B KIeTHE.

OnUIIHTe, KAk BLINOIHAETCS COPTHPORKA CTPOK TAGTHIEL,

Kar opopueTE TAGNHOY ¢ IOMOINEID cTHIeii?

Kak ocyIecTBHTE BRIUHCIeHHe B Tafmine? KaKHX ONpagii sanicH (popMyJIEL
CHEAyeT NPHAEePIKUBATECAT

‘@ Burnonwtesagams

1°. Cospaiire Tabnuny no obpasiy. CoXpaHnuTe JOKYMeHT B cobeTBeHHol nanke
E aline ¢ umenenm ynpaskHenne 1.3.1.doex.

10°,
11°,
12¢,
130,
14°.
15°,
16°.
& 17-,
18¢

€ 19°.

ks (mf:,f?:ibm ) fﬁiﬂ"‘f K
TepuaERs 356 B2.4 Bepnuu
DpaHiua bd4 63,7 TTapux
Benukobpuranmns 244 60,7 Jlonmon
Benuris 31 10,3 Bpioccent
Hleefinapus 41 7.5 Bepn
IMonema 313 88,5 Bapmrasa
Bonrapusa 111 7,4 Codus
I'pennn 132 10,7 AQHHE
Hramus 301 58,1 Pum
Henauus b05 40,4 Magpi
YHrpanHa 603 46,3 Kuer

2*. OrrpoiiTe yKasaEHEN yunTeneM daiun (Hanpumep, Tema 1\3agasnsa 1.3\ 06-
pasen.docx). OrdopmaTupyiite Talnuoy No yKA3AHHBIM SHAYEHHSM
ceoficre. CoxpaHnTe HJoKyMeHT B coborBenHoll manke B daline ¢ umMedeMm
ynpasaenme 1.3.2.docx.

Déwserm I pugm Pazmep IHeem Bud navep- | Buipasnu-
rrmﬁnuqu CU G006 CUM GO0 NUWIHILA GOHUE
Ilepras crpo- | Comic 14 Temuo- IMonyxup- | o uentpy

K& Sans MS seleHEIH Has
Yereeprad Arial 12 Temuo- Kypeus Ilo nepomy
CTPOKA cHHHI Kpaw
Iepenii Times 14 HepHiiit OfBIyH B Ilo nenTpy
cronber] New

ERoman
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CoagaiiTe B TEKCTOBOM OOKYMeHTe Tabnuny no ofpasny. CoXpaHHTe TOKY-
MeET B cOOCTBEHHOI nanke B daiuie c HMeHeM ynpaskHenne 1.3.3.docx.

Tabtmma useros B Mmogeaun RGB

il 8 | Kpacnozo Jenenozo Cunezo
| 0 0 0
? 255 2565 i}
| 255 179 10
255 89 255
185 (i} 255
255 255 255

4=,

5%,

© g+

OTKpoitTe YRASAHHEI yunTeneM dain (HanpuMep, Tema 1'\Sapauna 1.3\ 06-
pasei.docx). ¥oanuTe nochefHHI cTON0E] H TOCHEIHIOW CTPOKY TaG/IHIE.
BeragrTe nepef NepBREIM CTOMOIOM ZONOJAHHTENBHEH cTOM0ED H BEEIHTE B
ero KIeTky HoMepa oTpok. Boerapkte nepef neppoil eTpokol eie ofHy crpo-
Ky. OUpeHHEHTE BCe KJETKH NepBol CTPOKH H BEeJIHTe B Hee HaszBaHle
rabminkl. CoXxpandTe JOKYMeHT B cobcTBeHHON nanke B Qaiine ¢ HMeHeM
ynpazzenue 1.3.4.docx.

Orrpoiire yrRasaHHE yunTenem daiin (Hanpumep, Tema 1'\3amanns 1.3\ 06-
pasen.docx). Odopmure Tabnuiy, HCHOMIEIOBAE OIHH M3 BCTPOEHHEIX CTH-
neit. CoxpannuTte fokyMenT B cofcTBeHHOH nanke B Qaiine ¢ nMeHeM ynpask-
Heane 1.3.5.doex.

. CosgaiiTe B TEKCTOBOM JOKVMEHTE, HCIOOAB3IYH TAOMHIY, CXEMY HiaccH(H-

HAIHH TPeYIOILEHHKOE N0 Mepe yIyoe. CoXpaHuTe JOKYMEeHT B coDCTBEHHON
nanke g daitne ¢ uMeden ynpasknenne 1.3.6.docx.
[ Tpeyronbaukn |

. Orepoire yRazauHBIH yunTeneM qaiin (manpumep, Tema 1\3anaunua 1.3 00-

pazeil.docx). OrcopTHpyiiTe CTPOKH TADMHOE! 0 VOLIEAHHID 3HAUEHHH ETO-
poro crosbia. IToToM o BOSpacCTAHWID SHAYeHMH TpeThkero cTonbia. Coxpa-
HUTE JOKYMeHT B coforReHHOR nanke B dailine ¢ MMeHeM ynpaskHeHHe
1.3.7.doex.

OrrpoiTe yrasauuklil yunrenen daiin (Ranpumep, Tema 1\3amanns 1.3\ 06-
pasei.docx). BelunciauTe cyMMY SHAYEHHI BTOPOTD H TPETRETC CTONGIOE.
HemenuTe gaHHBIE B DOCHeIHeH CTpOoHe TAOMHIE B Oo0HOBHTE pPeEsYIIBETATHI
BhIMMCcAeHM. COXpaHHTE IOKVMEeHT B cobCTEEHHOH manke B dailne ¢ MMeHeM
ynpasxsenue 1.3.8. doex.

. IpegnoEnTe cnocod, ¢ TOMOIER KOTOPOr MOMHEC ORICTPO OPOHYMEPOBATE

cTpokHl Tabmunel. [TpogeMoHECTpHPYHTE 5TO IPAKTHYECKH,

OnpegennTe TPAKTHUYECKH, KAKHE JIEMEHTE] VIIPABIeHNA BRAaIKK I'napHan
MOTYT OHTE HCOOJIEOBAHEL L8 (OpMaTHpOBAHHEA TAGMHI,. SANHIINTE HX B
TETPAE.



1.4. BcTaeka B TEKCTOBBIM AOKYMEHT rpadmyeckmx
uzobpaxeHuin

1. Kakwe Bubl KOMNBOTEPHOR rpaduki Bel M3yuanu? B yem ux ocobeHHooTi?

2. Kakue ceolicTea uMeeT rpadmieckuil obbekt B Word 20077 Kakue 3Haue-
HUF OHW MOTYT UMETL?

3. Kakve onepauyvv pefakTWpopaHus rpaguyecknx obvektoe 8 Word 2007
MO¥HO BRINCIHATE?

4. Kakwe onepauvy popmatupoeadua rpaduyecknx obbexktos B Word 2007
MO¥HO BRINONHATE?

5. Kakve onepaumu yNopaaouueaHun rpaduyecknx 0GLEKTOR BAM W3BECTHLI?
Kak ovu seinonusioted 6 Word 20077

I'padmueckne nzodpaskeHNs B TEKCTOBOM JOKYMCHTE
" UX CROHCTBA

IIpu coslaHHH TeKCTOBOIO HOKYMEHTA HHOTIA BOSHHEAET HeoOXOIHMOCTh
BCTABHTE B Hero rpaduueckoe HaobpasieHne, KOTOpoe WINKCTPHPYET cojep-
WaHWe TercTa (pPUCYHOK, (ororpadms, cxema, guarpaMma M T. 11.) HJIH I'pa-
(puveckH yrpallaeT JOKYMeHT (paMEH, PasfeTHTeNH, rpadHuYecKie MapKephl
CITHCKOB, JIOTOTHITE H T. I1.).

B 9-m knacce BBl y3Ke H3YUYaIH, KAK B TEKCTOBOM JOKYMEHTE CPe/lCTBAMM
Word 2007 cospaTe BekTOpHOE Mpadiiueckoe Haobpakenne, KOTOPOE COCTOUT
M3 rpadmyeck ux NpuMHUTHEOB. Ecin ke HysxHoe rpaduueckoe naobpaxeHne
yie CcOslaHo APYIHMH Cpe/ICTBaMH H COXpPaHeHo Ha BHeLIHeM HOCHTele, TO
€ro MO HO BCTABHUTEL B IOKYMEHT.

B TeKCTOBLIH JOKYMEHT MOKHO BCTABHTL Kak BEKTOPHEIE, TAK H PacTpo-
Bble H3obpaykenusn (puc. 1.32). Ux MomHo HaliTH B royneruun Microsoft
ClipArt, woropasa cosnana paspaborunramu MS Office 1 BXoauT B 0THOMMEH-
HEIH MakeT NporpaMM, B pasHoo0pasHBEIX KOMNeKIHAX rpadHyeckHX H300pa-
steHHIl Ha BHELIHUX HocuTensx, B MHTepHeTe, B cobeTBeHHBIX LM poBLIX (o-
Toansbomax u ap. Tak:xe 170 MOTYT OBITE 00BeRTE WordArt 1 SmartArt,
KOTOpBIE cos3iaoTca cpegcreamMu Word 2007.

Ha ronmernnn Microsoft ClipArt C nndporore goToannapaTa HIH
COBLAHHOE CPeCTEAMHE IpadHIeCKoTo
peSaKTOpA

<C.npaaHukomt @

Obfbert WordArt OfberTs Smart Art
Puc. 1.32. lNpumept Mpaduyeckiny n2obpaxeHii
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I'padmueckne nzobpaxeHus, BCTABNEHHLIE B TEKCTOBLIH JOKYMEHT, HMe-
0T ONpeleNeHHbIe CROHCTRA — pasMep H3oOpaKeHnn, cnocod o0TeKaHHUA HB0-
Opas;xeHHSA TeKCTOM, IBeT, TOJUIHHA H IITPHX JHHHH KOHTYpa, 3aJHBKa PH-
CYHEA, Cnocod pacnolioseHHs ero Ha crpaduie u 7. 1. C GoNBUIHMHCTBOM M3
STHX CBOMCTB Bhl Y3Ke O3HAKOMHJIMCEH BO BpeM# HayueHnd TeMbl « KoMIsoTep-
Had rpaduras B 9-M Klacce.

Jlna Berapen rpadmyeckux mzobpasteHMHA B JIOKYMEHT HCIIONBIYHIT BJe-
MeHTEl yrpasnenus rpynnsl Humocerpamum sknagku BeraBia:

PHeyHOK | — N8 BCTABEH IpadHyeckHX Hzo0pakeHHH, KOTOpEE COXpa-
HeHbl B hailnax Ha BHEIIHUX HOCHTEAX;

Kmamm |8 — zana BerapeH rpadiuecknx H3o6paskeHHIl 03 TOTOBRIX KOJLIEK-
UM KaApTHHOK, MHCTA/JIMPOBAHHBIY HA KOMIbIOTepe, WiH c¢ caiita Office
Online xopnopanun Microsoft;

=
PUTYpEL ’if — JJIfl BCTABKH Ipa(iiuecKiX NPHMHUTHBOB (IIPpAMOYTOJILHE-
KOB, OBAJIOB, THHUIL, 3Be3/i U T.11.);

SmartArt ¥ - 14 BeTaBKH pasHOOOPASHEIX cXeM (OpraHHZallHOHHEIX,
HepapXHUYeCckK X, HHEAHUSCHUX U T.11.);

JIuarpamMmma - — JiNifl BCTABEH YHCJIOBEIX AHATpaMM (IHCTOIDaMM, CEK-
TOPHBIX JIHATPAMM, I'PadyMKOB M T. I1.).

[ [ns1 BCTABKM B [IOKYMEHT rpaduyecknx naobpaxeHnil LCNonb3yloT cheumarb-

E:E Hele Nporpammel — rpagwmyeckne ¢punsTpel. OOHKM 13 HUX (ANA BEKTOPHKIX
¢dopmatoe WME, EME, EPS 1 pactpoesx dopmatoe GIF, JPG, EMF, TIFF, PNG)

YCTaHaBNWBAIOTCH BO BPeMA MHCTaNNauMKY MS Office, Opyrie HYKHO YCTaHaBNMBaTh
LONOAHUTENBHO.

Berasra rpadmuecknx uzobpamennii u3 gainos

Jing BCTABHM B TEKCTOBHIA JOKYMeHT rpadiiueckorc H3obpasHeHUs W3
daiina, KOTOPLEIH coXpaHeH HA BHellIHEM HOCHTeNe, clief[yeT BEIIIOJHHTE
Bemasra = Hnmwempayuu = Pueynor. Ilocie 9Toro B JHANTOTOBOM OKHe
BeraBka pHeyHka BrlDpaTk HY:uHEIH daiin. Jlna yroberea noucka daiina u
ero NpeJBapHTeIbLHONO MPOCMOTPa peKoMeHayeTes B okHe Beraska pueynka
VCTAHOBHTE PEXKHM IpelcTaBleHus oi'beKTOB B OKHe B BHIe ackuszos. B cuy-
yae HeoDXOIHMOCTH MOMHO CYV3HTE EpYT OoHCEAa, VEaszap (popMat paiina, ero
MMS UK MeCTO XpaHeHU .

HzobpakeHne ua (paiina BCTARNAETCA B TEKYIIee MECTO JOKYMEHTA JIBOH-
HLIM [IeTYKOM Ha scknse. Takske MoxHO B okHe BeraBka pueyHka BHIOpaTh
daiin, a saTem kHONKY BeTaBHTE B HH3KHel YacTH OKHA.

Beraera rpamueckux uzobpakenuii u3 komwneruuu Microsoft
Office

Konnexknusa Microsoft Office comepskuT Gonblilioe KONHUYECTBO MYJIBTHME-
AWHHLIX O0BEKTOR (KJIMNOR): KAPTHHEHM, (oTorpadmm, 3BYKH M BHlewppar-
MeHTLI. Bee HzobpaieHHS B KOJUIEKIHH pachpelelieHsl 10 onpelele HHEIM
rpynnam: 3danus, Jwiu, Obpazoeanue n ap. Kaxgoe nsobpaieHie olNCk-
BAETCH HEKOTOPBIMH KJIOYEBBIMH CJIOBAMH (HATIPHMEp, YYeHUKU, nocyda, de-
peseA, MexHuKa H T. 1.}, 10 KOTOPEIM 9TH H300pakeHHA MOKHO HAliTH B KOM-
JIeKITHH.



Jlnsi BeraBKM B TeKCTOBHI AOoKyMeHT NemimT=w
rpadyeckoro HaobpakeHHa Hs 9TOH Kom- [

NEeKIHH HYHO BBHINONHHUTL Bemaska — | =)
Hanwempayuu = Kaun. 9TH JefiCTBHA |t .

OTEpEIBAIOT 006nacTe z3agauy Kamm (prc. feon b _
1.33), KOTOpas IpPeNOCTABIAET BOBMOMK- e *

HOCTE OCYILECTRIATE TOMCK HYMHKLIX H30- I— TR | VAT T
GpakeHnii W NMpocMaTPHBATEL BCKM3bLI Hai- | ﬁ } LE

neHHEIX. Jlnsa sToro B TexcToBoM none He-
KaTh HY3HO YKASATE KJKOUEBLIe CJIOBa JUId |
noucka (HarpuMmep, JIOJH, CIOPT), MM |8 rewm—
HIH maboH HMeHH HYXRHoTo daiina. W St ety
Yrobel CYSHTL Kpyr IIOHCEA, B CIIHCEEe
IpocmaTpuBaTh MOMHO BEIOpaThL, B KAKKUX
HKOJITEKITHAX HMCKaTh HYHHBIH (aiin (Ha-
npumMep, Bee koanexyuu), a B crncke HekaTs 00beRTE BEIOPATE THIT MYJIETH-
MeIHiHOrO 0bherTa — KapmuHKy, pomozpaguu wnn ap. Korpa Hy»HEle 8HA-
YyeHHA MapaMeTpoR MTOHCKa YCTAHOBNEHE], caeayeT BRIGpaTEs kHonky HauaTs.
JCcEH3El HalileHHEIX Hao0paskeHH, KOTOpEIE OTBEYaIOT YCJIOBHIO IIOHCKa, Oy-
JVT oTo0pasieHkl B I10JIe pesyJILTATOB [IOHCKA.
Yrobkl BCeTaBUThL HaljleHHOe M3obpaskeHne B JOKYMEHT, HYHHO YCTAHO-
BUTE KYPCOP B TO MECTO JOKYMEHTA, TJie JOMHHO PAaZMecTHTRCH H300pake-
HHe, H BEIOpaTEL 5CHH3 HYMRHOH RAPTHHEH B o0nacTH KM WM nepeTaHyTh
ero B Hy3KHOe MeCcTO JOKYMeHTA.
Ecnm TakuM cnocoboM HalTH HYy:KHOe H300paskeHHe HEe VIAIOCH, TO
MOKHO:
1. BeibpaTs komanjay ¥ HopsiouMTh KIHIBI, KOTOPas HAXOANTCSH B HHUMK-
Heii yacTtH obnactn Kamm.

2. BriOpaTt B orHe OprammsaTop RIMnoB (puc. 1.34) HyRHYO I'pynny B
NpUEBEeIeHHOM CITHCEe.

3. IlepecmoTpeTs scKH3E H300pakeHHH B pasHBIX TPYNNaX B COOTEET-
CTBHH € TEMaTHKOH MOMCKA,

Puc. 1.33. ObnacTk 3a0a4 Knun

e s s (g vems s s -

™ . i zd Pl

Puc. 1.34. OrkHo OpraHM3aTop KNWMOE 11 KOHTEKCTHOE MEeHID KNUna
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Korpa nysxHas kapruHea HalleHa, ee MOMHO BCTABHTE B JIOKYMEHT Iepe-
TACKHBAHHEM M3 OKHA KOJJMEKIIHH B HYXXHOE MECTO MK Henoabsosas bydep
oOmMena. COOTBeTCTBYIOITHE KOMaHIE And paboTel ¢ Byigepom obMeHa paszme-
uendsl B MmeHio IlpaBka 5T0ro oKHaA 1 B KOHTEKCTHOM MEHI0 5CKH3a nsobpaie-
HHSA.
OcylecTBNATEL MOMCKE HYRHEIX KAPTHHOE Mo3kHO H B HaTepuere. Jlna sTo-
r'o HytHo BelbpaTth coeiky Kianne: wa ped-yzne Office Online, rotopas ua-
XOAUTCHA B HHxEHel yacTn obnacTi Kanmel, nan keonky Kmmner 8 HaTeprete
Ha [aHeJH HHCTPYMeHTOB OKkHa OpraiusaTop KIHIIOB.

PepaxTupoeanmne n jopmMaTHpOBaAHHE rpapuuecKux H3obpasxe-
HHH B TEKCTOBOM /IOKYMEHTE

BeraenenHsle B TeKCTOBRIH AOKYMeHT rpadiyeckie H3o0pakeHHa MOMHO
pelakTHpPoOBaTE U (POPMATHPOBATE.

Ilepen TeM KakK BBITMOJHATH mMob6hie
ornepalii ¢ pUCYHEOM, ero HY¥HO BhI-
lenuTh, BeIOpaB ykasatenem. Bokpyr
BEIJIENIEHHOTO M300pakeHus MOSABISET-
CH KOHTYP B BiJle TOHEOI paMEH ¢ Map-
HepaAMH HaMeHeHHH pasMmepoB, a JdA
- 4 HEKOTOPBIX rpaduyeckux mnsobpaie-
HHIl H Mapkep BpallleHusd (puc. 1.35).

HPH HaBeEHHHK VEASATEJH Ha OJHH
H3 3THX MapEepOB BH]] VEA3ATeJIH HaMe-
HAeTCd HA JBYCTOPOHHIOI CTPENKY, KOTOpas YKAZLIBAET HANIpABIEHHSA BO3-
MostHOTI'o NepeMelllennd. [Tepemernienie Maprkepa B 9THX HAllpaBNeHHAX [IPH-
BOJAHT K COOTBETCTBYIOLEMY H3MeHeHHMIo pasMepoB pucyHka. Henonbays
MapKep BpallleHH s, 00heKT MO HO TTOBEPHYTE Ha TTPON3BOILHBIH YTOJI.

Onepaniy KOMMHPOBAHUSA, NepeMelleHUA, YialleHHA BCTABIEHHEIX I'padu-
HeCEHX HB{'}EPH}KEHHFI E TeHKCTOEOM JOEVMeHTe BRIINIOJHAKTCH HIBECTHEIMH
BaM crocobaMm: MCIIONL3YS BJIeMeHTHl ynpaBienusa JleHTHI, KOMaHILl KOH-
TERCTHONO MeHIn, coueTaHusd kaasuil | Ap. [lepeMecTHTE WIH CHOIMPOBATE
ODBEET B APYIoe MecTO JOKYMeHTa MOMHO M lepeTacKkHBaHHeM, [IpH TAKOM

crocobe BUN VEASATENS IPHODPeTAST BH)T "I".

Caedyem nomHume, 4YTO BeTABJIEHHOe H30bpareHHe NPHCOEMHAETCH K
OK PYIRAI0ILIEMY TEKCTY M, eciii absal, KOTOpLIH coIeprRuT 9T0 H300pasieHne,
nepeMelaeTcsa B Ipyroe MecTo JOKYMeHTa, PHCYHOE MepelBUTIaeTcs BMECTe C
HHM.

DopMaTHpoBaHHe rpaduyeckux Ha0fpameHnil BRINOIHASTCH ¢ UCIIONBE0-
BAHHEM 3JIEMEHTOB YIPABINEHHA BpeMmeHHOH Brmagrn dopmart (puc. 1.36),
roTOpas NpH BEIeNleHHH pHUCYHEA aBTOMAaATHYeCckKH lofdBndercd Ha Jlente B
pasjiene Pabora ¢ pucyHraMH.

Puc. 1.35. KOHTYp U306paxeHus
C MapKepammu

WH!-. JIPA L e
Al —— el rpe— e Se— pe— by e
4 Spmarm.- A —— . — pae | f— e = & - _— G ki
B e [P — .‘ .d d e a— - L PRE—§ ]
) SUSHURR P ————— T Y ep— S
S & B e ] m——

Puc. 1.36. Bknanka DopmaT
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HasuaueHnus sneMeHTOB YIPaBJeHHA 9TOH BRJIaJKH [IpHBe/eHE! B Tabiuile
1.6. Ucnonpsosanne GONBITHHCTBA H3 HHX CONPOBOMKIAETCA IpelBapHTEh-
HEIM JHHAMHYeCKHM MPpOoCMOTPOM BRIOpaHHOTO (pOpMAaTa.

Tabauya 1.6, HasHauenne 5J1eMeHTOR YIIPABJIEHHUS BRIAIKH
dopmart paznena PaGora ¢ pucyHRaMu

RLEMENIT
yfpmmmmﬂ Hazaanue Huasnauenue
T'pyonna HameHHTh
o = ——— IInA OTHPEITHA COHCKA WEMEHEHHS YDOBHHA APHO-
P CTH PHCYHEA
B Kourpact- IInfA OTKPHETHA CIHCKE HIMEHeHHS YPOBHA HKOH-
HOCTh TPACTHOCTH PHCYHKA
8 OTKPEITHS CIHCKA BOSMOMHEEBIX BADHAHTOR H3-
TlepexpacuTs A
h pexp MeHeHHs IReTa PHCYHES
s oTKpeEITHA okHa CikaTHe PHCYHKOEB, B KOTOPOM
. Chiivpite MOMHO YMEHBIINTE pasMep GaiiloB BCTABNEHHEIX
,‘ S esratici PHCYHEOB 38 CUeT YMeHBIIeHHA paspenamniei cmo-
P CODHOCTH, OTCeKAHMA HEHYIMHEIX VUACTHOB C Le/LI
YMeHBIIeHHS pasMmepa dailna foxkyMeHTa
Nl OTKPEITHS JHATOTOROTO OKHS BeTaBka pHeyH-
P pucy
h HsMeHHTE KA JNA SaMeHBl TekyIero HsobpareHHs OPVIHM ¢
PHCYHOR COXPAHEHHEM 3HAUSHHNI mapaMeTpok (POpMaTHPO-
BAHHA
Copoc Ina oTMeHEl BCeX HEMEHeHHH PHCYHE®, KOTOpLIE
“ nmapaMeTpoB GLLJIM COeNaHBl MIOCHAE €0 BCTEBKH B JOKVMEeHT (38
pPHCYHKA HCKJIIOYEHHEM CHATHS)
I'pynna CTHIH pHCYHEOB
- Cromm Insa srifopa cTHIA oQopMIeHNA PHCYVHEA M3 DOTO-
: pPHMCYHEA BOH KOJUIEKITHHE CTHIIeH
Bionin JIns oTKPRITHH CHHCKA rpadHyeckKiy IPHMHTHEOR
g pm:l;uka Word 2007 ¢ neneio Brifopa GopMEl KOHTYVDA pH-
CYHKA&
AHMI[EI N OTKPRITHA OKHa BHIGO LEEeTa, TONI[HHE,
2 P i
PHCYHEA MITPHXA THHAH KOHTYpa PHCVHEA
— e s oTKPEITHA cOHcKa 5QdeKToR o opMIeHHA pH-
_] cyHEA (TeHL, 00beM, BpalleHHe, penbed, OTpaske-
JJIH pPHCYHEKA
HHEe B 1p.)
TI'pynna ¥ nopAgoulTE
j 3 ST, Ins oTKPEITHA CIHCKA BOSMOMHBEX CIocobOB pac-
OO EeHHS 00'BeKTA HA CTPAHHIE JOKYMEHTA
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I podoanenue matauym 1.6

dneMmenHm
ynpaenenus Haszsanue Haanauenue
Jna nepeMelleHHA PHCYHEA B BepXHHI cnoll MHO-
: rocnoiigoro Haobpastennsa. COMcoK 5TOH KHODKH
c Ha nmepepmmii
= ] - OReT BOBMOMHOCTE BEIODATE BAPHAHTE IepeMele-
HHf: nepeMecmums eneped, nomecmumbs neped
HLEK CILOM
Jlns nepeMell el PHCYHKS B HH¥HHE cnofl MHO-
; 0
. fis snand rociaoiinoro Haodpaednds, CoHcok sTol KHODKH
._a I JReT BOSMOMHOCTE BEIOPATE BAPHAHTE! IepeMele-
HHF: RepeMecHiunts Hazad, noMecriimb 3ad mei-
CILOM
O6veictEs JLns OTKPRITHA COHCKA clIocob0B 00TERAHMA PHCYH-
_ﬂ ' Ka TEKCTOM HIM HESMEHEHHS HKOHTYpa obrexanuns
TEKCTOM
(Tonbko gas obrexanus no KoHmypy)
IlnA OTKPEITHA CIHCKA CIIOCO00E BEANMHOIO PACIIO-
hﬂ BripoBHATE JIOMEHWUA HECKOMBEKX BRIIENEHHBIX M300parkenmi
Hi CTpaHHIe
m I'pynnupo- Hna  ocyiecTeEAeHHs onepanuit Hag rpynnoii
. BATH OO LEKTOR
# OTKPHITHSA CIHCKA onepanuil Bpalie s 1 oT-
ToBepayTE Ha
. p parxeHns o0EeKTa
I'pynina Pasmep
LA !
7l - —— I8 yeTAHOBEM TOUHON SHAYEHHSA BRICOTEHL Haobpa
HeHHA
= 1 Ilnf YOTAHOBKM TOUHOMD SHAUMEHHS IMTHDHHB H30-
v PREE GpaseHns
H. OGpeara Ilna ypanen s dacTell HaoOpake A

YeTaHOBHTL 3HaYeHHSA CBOHCTR HBDEPH}REHHH MOMIHO Tak:@xe H Ha BEJAI-
Eax JHaloroBoro OKHa "I"DPMHT PHCYHHEA, HOTOpOS OTHEpPRIBASTCA H3 HOH-
TEECTHOTO MeHK) PHCYHEA HIH EHOIMEAMHE OTEPERITHA AHaIO0TOBOTO OKHAa B

rpynnax senagen dopmar.

Eenu B TekcTOBRIH IOKYMeHT ILIAHH pYeTCH BCTABHTE HECKONLEO rpadifye-
CKMX Of/beKTOR, A 3ATEM H3 HHX CthOPMHPOBATE OIHO HaobparkeHne, TO JKesa-
TeJILHO PABMEIIATE 3TH O0LeKTH B IOKYMEHTE HA NoA0MHe — CNeHAIBHO Bhi-
neneHHoii obnacTH mokyMeHTa. [IoNOTHO yeTaHARITHBAET PASMEPEl BCETO H30-
OpasKeHHd HA JHCTe, MOMOTAeT YIOPAJAOYHBATE €ro OTjlelibHbLIe 00LekTEl, 00-
JeryaeT pefakTHpoBaHHe. BeTARNAIOT MONOTHO Nepel coaflanneM Haobparke-
HHA M0 TAKOMY AJITOPHTMY:

1. BuidpaTs MecTO Ha cTpaHHLe, rjie OyAeT BCTABIEHO [IOJIOTHO.

2. Bunonaute Bemasxa — Hnmwempayuu — Pueypur — Coadamb no-

AOMHO.



Pasmephl MoJjioTHA MOKHO H3MEHHTh, HMCIOIbL3YA Mapkephl MaMeHeHHHA
pasMepoB. SHAYEHHS APYTHX CBOHCTB MONMOTHA (3AHBKH, PACTIONMKEHHE W
T.II.) MOKHO H3MEHHTE B OKHe MopMAaT MoJIoTHA, KOTOPOE OTKPEIBAETCA KOH-
TEKCTHEIM MEHIO 3TOT0 00LEeKTA.

LX) TiposepeTe cebs .
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I'padiueckne HeoipakeHHA KaKHX BHJIDE MOMHO BCTABAATE B TEKCTOBLIH oK y-
MeHT?

Hz EaEHX HCTOYHHECE MOMHO BCTABHTE IpadHYecEHe HaoOpaHeHHA B TEKCTO-
BRI goKyMeHT?

Hazoprme cBoficTRa HeoOpaseEHH, BCTARNEHHER B TEECTOBRI JOKYVMEHRT.

Uro Takoe rpaduieck e PHABTPRIT

Hak perasuTe B JoRYMeHT Haolparrenne Hs rpaduyeckoro dpaiina, opmat koTo-
POTO He DOLIE[HEHBASTCA TEECTOBRIM TPOMeccopoM?

HazopuTe HaSHAYEHHS SJEMeHTOB yupasieEus rpynns Hamoerpaigmn
srnalry Berarra.

Kak BCTABHTE B JOKYMEHT I'padiHUecE0e HI0OpaReEHe, KOTOPOe XPAHHTCH B
dailne Ha BHeIHeM HOCHTEe e ?

Kay BCTABUTE B JOEVMeRT KapTHEEY 13 konnernuu Microsoft Office?
Kaxnm ofpasoM pacOopegefleHE EAPTHEER B Eomnekny Microsoft Office?
IMo EaENM DPHSHAKAM MOMHO HAHTH HYHEE IpapIYec EHe HE00paKeHNs B
rosreknne Microsoft Office?

Kakne cnocofE BCTABEH IpadHYecEHX H3o0paXeHHll B TeHCTOBRIH HOEY-
MEHT CYLecTEVIOT B TeKeToROM nponeccope Word 20077 CpasrnTe nx.

Kak ypanuTe pECYHOK HE JOKYMeHTAT

Yro npegcrabafior cofoll Maprepsl neMereEnsA pasmepor? Kak, nenoneayvs
X, HAMEHHTE PAMEPEl PHCYHEAT

Kakne onepanHe pegaKTHPOBAHHA MOMHEO OCYIIECTBEARTE ¢ H3o0pareH HeM
B TEECTOROM JOKVMeHTe?

Kakve onepanun GopMATHPOBAHNS MOMHO OCYIIECTBIATE ¢ H30DpameHHeM
E Te KCTOBOM JOKYMeHTe?

OnuiinTe HasHAYeHHEe 2eMEHTOR yOpaBnesnsa exaaixn Popmar.

HKax npaenno, @alin TercToBoro JoKyYMeHTa, B KOTOPLH BeTARNEeHE Ipadu-
YecKHe HaolpaskeEnA, HMeeT BHAUHTe IEERH pasMep. Karum ofpasom Mo-
HO el'0 YMeHBIIHTE?

Yro rakoe nonorao? Hakum ofpasoM ero BCTABHTE B JOKYMeHT?

‘@ BrnonHure 3aaaHus T

1%

@ 2

a".

CrrepoiiTe yEABAHHEEI yulTegen qgaiin (Ranpumep, Tema 1%\ 3aganna 1.4%006-
pazen.docx). Haiinure & romnernun kaprusok Microsoft Office maofpaxe-
HHA D0 EIHNYCBOMY CACBY KOMIAMED H BCTABLTE OJHO H3 HHX B JOKYMEHT.
PasmecTiTe KAPTHHEY B IPABOM BEPXHEM YIUIY cTpasulls. CoxpanuTe JOKY-
mMeHT B coberreHHON nanke B daiine ¢ umesnenm ynpaskHeEne 1.4.1.doex.
Orkpoifre yEasasHERI yurTeneM Gain (Hanpumep, Tema 1\3aganua 1.4\00-
pazen.docx). Haiigpre B konnerknun kapTHEoE Microsoft Office rpaduue-
crHe H3o0paxeEnd Qopumara JPG. BubeprTe ofEC U3 EHX ¢ H300pakeHIEM
YeNOBEEA H BCTABLTE €U0 B JOKEYMeHT. PaaMecTHTe PHCYHOE NO LeHMPY cTpa-
HHIE, YCTAHOBHE oDTeRanNe TekcTOM sorpye pamiy. CoXpannTe TOKYMEHT
e nanke Mou mokymeHTEI B daiine ¢ nmenen ynmpaskaenne 1.4.2 docx.
CrrepoiiTe yeasage sl yunTenem gaiin (ranpumep, Tema 1N\3amanns 1.4%06-
pasen 1.4.3.docx). ¥eranosuTe 1018 pHCYHEa TAKHe 3HAYEHUA cBOHCTE:

+ TI'paHHIEI PHCYHKA: BT — MEMHO CUHUL, INTPHY — KeadpamHible moyiy,

TOAMIHEA — 2 R
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6%.

T,

8+,

Dipdper T pHCYHRA — penked yaoi;

Pasmep: suicora — 11 em;

OfTekanme TOKCTOM — S0 HLERCITLOM;

Aproets — +40 % .

CoxpaHuTe JoEYMeET B cobCTBeHHOM Danke B ¢aiine ¢ HMeHeM YIpa:RHeHHE
1.4.3.doex.

8 8 @

. CosgaiiTe mopeill TexcTOBEI NOKYMEHT M BCTABRTE B Hel'd cBOI (OTOTpa-

fputo. MemeruTe pasmeprl dGororpadui, YCTAHOBHE IMHPUHY 5 ¢M. CrODH-
pyiiTe naobGpaskenne 8 pas. YoTaHOBATE AN HHX PASHEE CTHIH OHOPMITeHUA
H pasHHe BAPHAHTH PACTIONOHEHHA Ha cTpasnne. CoXpaHuTe TOKYMeHT B
nanke MoH TOKYMeHTH B paiine ¢ uMeneM ynpassHenne 1.4.4.doex.

. CozpgafiTe B TeKCTOROM TOKYMEHTE KOJIAN DHCYHEOR Ha TeMmy CoepeMelliole

sudsl mpaHcnopmg, Hcnons30eas nzodpamenns ns nankn Tema 1\3ananmn
1.4%Pucynkn. CoxXpaenTe goxyMeET B nanke Mom goxkymeHTHEI B ailne c
nmenem ynpaskHenne 1.4.5.docx,

Haligure 2 HuTepuete TekeT coppemMeEEol yrpanuacroll sapoguoll necan 1
BCTABETE €70 B HOBEIM TeECTORHI goEyMeHT. [IponnmiocTpapyilTe cogepsa-
aue necun Haobpamennsamu, Halgesarnmn B Hateprere. Coxpannre goky-
mMeHT B coberseanol nanke B galine ¢ uMenem ynpaskneane 1.4.6.docx.

C momoigsio COpaBkH BEIACHHTE, HAE CO3JMATH COOCTBEHHYH KOJUIIEEIHIO
EJAHNIIOE. BH]’[OJ'IHHTE aTo HPERTI‘I"—IECHH, HD&HBHE E ROJMeKOHH HECHOJEKO
uzobparkennii.

Hafigure Ha pamwem roMuoeioTepe nanky ClipArt, 8 xoTopoil xpaanTes kou-
nexnus kapruior Microsoft Office. Briscuure, cronero daiinos s Hell 3a-
MHCAHO, KAKHe X THOEL, KAKOH cyMMapEeil pagmep dalinos s sToll nanxe.
Dailnel TeECTOBHIX JAOKYMEHTOB, B KOTOPBie BCTABNEHO MHOI'D PHCYHEOE,
umeloT Goneliue pasmepii. BuiscuEurte, ucnonssys CHpaBRY, EAK MOMHO
YMeHBITHTE HX 00LeM.

BriscenTe, nenonessys CnpaBry, TodeMy B TeEcTe BMecTo H3olpasteHHSA
HHOTIA NOABMAETCH KpacHE KpecTHk HAM NYCTAS paMEa Scku3a. Kawr ue-
OpPABHTE 9TY CHTYAITUIOT

Bummanwme! Bo spems patomuet ¢ womnowomepom cofnmwdaiime npasunra Gezonac
Hocmu U caMuRlapio-2uzie HUSECKUE HODMBL,

1. CospaliTe B TeKCTOBOM JoEYMeHTe TAbmuny no obpasny. CoXpasuTe JOKYMEHT B
cofoTeeEHOM nanke B daline ¢ pMeHeM NpakTHdeckad patora 1-1.doex.

Pacrmcanne ABH:REeHHA NMoealon

G I pubsi-
M nio- Mapwpym Hpee- Cmoanka | npaene- o
eada PUpYy fwmue & KOHEY-
HUE
HBUL RYHKM
204 | Kues — 3anopoie 19:00 - - 19:00
30 Mockea — CeRacToOnONE 07:45 10 07:55 16:00
13 Sanopodbe — CHMOepOIOIE = = 00:10 06:25
gg | Conxr-llerepOypr — Cumde- | ;p.4c 5 15:10 22:85
ponoL
14 Banoposkbe — BepiaracK - - 22:15 04:07
669 | Homenr — JiesoR 12:20 15 12:35 16:30




2. Orkpolire yRasaHHEN yunTesleM TeKCTOBRIN Jokyment (Hanpumep, Tema 1Y
pakTuueckan 1\obGpaszen npl.doex). BeraseTe B TOKYMeHT, B COOTBETCTEHE ¢
coflepannem, rpaduveckne nsobpamenns us nankn Tema 1\lpakTinuecrasn 1\
Pucynrn. PasmecTnTe HX B COOTBETCTBYIIINY MecTaX JOKyMeHTa ¢ obTeKanm-
eM gopy: pamiu, nofobpas onTHMANBEEe pasmephl. CoxpannTe JOKYyMEHT B
cobersernoll nanke B galine ¢ nMenen MpakTHYeckasn pabora 1-2.doex.

3. CocTaBbTe B TeKCTOBOM JOHYMeHTe TAOMUIYY cOBpeMeHHEIX HOCHTeMel HANHEIX
H 3HAYEHHH HX CROHCTR, JONOJHHE TABMHLY HaoOpadeEHAME STHX HOCHTEMeH.
Hzobpamenns nogbepute ns konmexyun ClipArt nan ¢ caiita Office Online.
OrgopmarnpyiiTe Tabnuiy n nsofpameEns ¢ HCMOMB30BAHHEM CTHIEH aTHX
obpekToE. CoxpaHuTe fOKYMeET B cobeTBeEHOI NaNKe B ailne ¢ HMeHeM Opak-
THUeckad padora 1-3.doex.

1.5. Cospanmve cneumanbHbIX 00BLEKTOB B TEKCTOBOM
OOKYMEHTe

@ 1. Kak MOXHO BBECTW B TEKCT MATEMATMUECKME BHIPAXEHMS, KOTOpHE Cofep-
AT BEPXHUA W HUXHWA uHAeKcH, obbiuHele Apoby, ByKekl rpedeckoro an-
dapuTa?

2. Kakue rpadmyeckme MsobpameHn MOXHO BCTABNATL B TEKCTOBLIM AOKY-
MEeHT?

3. Kakve onepauvi pefakTMpoRaHUA W hopMaTUpPoBRaHWA MOXHO OCYILECTE-
nate Han rpadgmdeckuM obbekTamu B TEKCTOBOM npoleccope Word
20077 Kakue cpefctia AN$ 3Toro MMeoTea?

4. Kakve Buu avarpamMm Bel sHaeTe?

Cozpanue hopmyJ1 B TEKCTOBOM IOKYMEHTE

Bo ppems NoATOTOBEH B TEKCTOBOM pelakTope peipepaTa HAH HAYYHOI cTa-
TEH B JOKYMEHT HHOT[a HYKHO BCTABIATE (OpPMYJLI, YpaBHeHHdA, (OpMYIH-
POBEH TEOpeM H HX JOKa3aATeNbCTE, KOTOPhIE HCIONB3YVIOT 0CODEHH VIO CHMBO-
JHEY: MaTeMaTHUeCcKyIo, (H3HYECKYIo, XHMHAYECKYIO H IIp.

C cosaHieM HecHoKHEIX (QOPMYJ, KOTOPLIE COAepiKaT DYKBEl IPeUecKoro
anaBuTa M1 MATEMATHUYECKHE CHMBOJILI, Bhl Yi3He OBHAKOMHIHUCE B 9-M wnac-
ce. IlpakTHYecKkH Bce OHH HMeJH JHHeHHEIH BHI, TO eCThL Bee 8JleMeHTEI (pop-
MYJILI BANHCAHELI B OAHOI CTPOKe, B HHX HeT O00BIKHOBEeHHBIX ApoGeil, 3HAKOB
KOpHel H IpyTHX MHOTOYPOBHEEBRIX cTpYETYP. Hanpumep:

ax?+bx+c>0, NaCO,+2HCl < 2NaCl+CO,+H,0, o+ fi+y=180°

Ins cospaans TAEWX (POPMYJ HCONL3YIOT PASIIHYHBIE CTIEITHANLHEIE CHM-
BOJIEI, BCTABEA KOTODPEIX OCYHIECTEIAeTcH B oKHe CHMBOM. [/ OTEPEITHA
BTOTO OKHA HYIKHO BEINONHUTE Bemaexa = Cumeonse = Cumeon L1 = Jpy-
zue cumeonsi. BBoJI CHMBOJIOB HHIKHETO M BEPXHETO WHIEKCA OCYIECTBIIAET-
cA ¢ uenonbsopaueM kHonok [lomerpounsii snax ®, 1 Hagerpounsnt smak

%', KOTOpEIE pacnojioyenkl Ha BEJaajake I'nasuasn B rpynne MIpudr.

BeTaBuTE B TEKCTOBEI JOKYMeHT Gonee cloHbe (GOPMYJBI, KOTOpHIE
HMeIOT MHOTOVPOBHEBYIO CTPYETVPY H He MOTYT OLITh pasMelneHkl B OJiHOH
CTPOEe, MOMHO JIBYMSA CNocoBaMH.

I cmoco6. Berapka GopMynbsl M3 KOJLIeKIHH BCTPoeHHEBIX hopmya. [l
BTOTO HYHO Ha BrIaake BeraBka B rpynne CHMBOJBI OTEPHITE CITHCOK KHOT-

kn Dopmyna Y | BEIOpaTs Hy:EHYI Qopmyny. Hanpumep, dopMyny Ha-
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XOMJIeHHA KOopHell KBapaTHONO ypaBHeHHA, IJIOLATH KPYra, 3allicH Teope-
mel [Indaropa, TpUroHoMeTpHYeCKHX (POPMYN H Ip.

II ecmoco6. Cospanme (popMynsl. EclH B CIIHCKEe BCTPOEHHEIX (hopMyn
HY:#HAaA QopMyJia He HailfleHa, TO MOJL30BATEN b MOMKET cO3/aTh COOCTBEHHY IO
popMyNy U HO0ABHTE €8 B KOJNEKIHIO, BOCTIONL30OBABIIHCE CTIEITHATLHEBIM
cpencreoM KomerpykTop qropmyn. PopMyiel B HeM KOHCTPYHPYIOTCA H3 OT-
JeNbHLIX CTPYETYP H CHMBOJIOB, MCIIONE3YS COOTBETCTBYOLLHE 1HabIOHEL.

Insa orkpeiTia Konerpykropa dropMys HYKHO BRINONHHTE Bemasxa —
Cumsons. —> Popmyna. Illocne storo Ha Jlenre B pasgene PaGota ¢ dpopmy-
NaMH NOABHTCA BpeMeHHAad BEIajka Konerpykrop (puc. 1.37, 1), a B Toky-
MeHTe — creliHallkHasg obJacTs Jd BRojia popmyel (pue. 1.37, 3).

0 — KHOIKH BCTABKH CHMEBOJOE

0 — Brnagka KoHeTpykTOop
0 — OfnacTe 1nA BEOJa QGOpPMYIE]

Puc. 1.37. Bknagka KoHcTpykTOp

BykEBRI, 3HAEH apH{pMeTHUeCKHX oNepaliiii H ApyTrHe CHMBOJLL B (pOpMYITY
MOMCHO BEBOJIMTE C KJIABHATY PRI, 4 CllelHAIEHEIEe CHMBOJIEL — BCTABIATE BEIDO-
POM COOTBETCTBYIOILNYX KHOMNOK B clMckax rpynnsl Cumeoast. Bee cuMBONEL,
KOTOPBIE MOYKHO BCTABHTE B (OpMYNy, pasgeneHbl B 8 OCHOBHEIX Habopos
(prc. 1.38), KOTOpEIE B CBOK) OUEpelh MOTYT OBITE 00LeIHHEHEl B OTeNLHEIe
onorwu (puc. 1.39).
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Puc. 1.38. MNepeyeHtk OCHOBHEX HAO0POB
CHMBONOE

Puc. 1.39. OTKPLITHIA CNUCOK
CHMMBONOR



Ha Jlente orobpazkaworcs TONLEO ,’_ EHE j- ; T
CHMBOJIBI Toro Habopa, KOTOPBIH HC- : o —
MOJIL30BAJICA nocegHuM (pHc. 1.37, 2). ——— ey~ dees
Jnga npocMoTpa APYIHX YacTed CIIH- -
cHa CHMBOJIOB TeKyIiero Habopa cle-

J[yeT BOCNIONL30BATECA KHOMMKaMH = H

I
|
* Ha I0JIoce TMPOKPYTEH HIH KHOI- | -4

— | g g g S 1 PiT—
koii JlomomauTebHEIe NapaMeTpeI = '
JUIA OTKEPLITHA BCEr0 CIIHCKA CHMBO- .
.—-E—.I__u—.-. ar & i
noe sToro Habopa. YroOsl OTKPRITE Te- B

peueHb BeeX HAaDOpOB CHMBOJIOB, HYH-
HO B TeKYILIEeM CIIHCKe BEIDPATE ero 3a-
rOJIOBOK.

IIpoCMOTPEB CIHCKH W Haiiaa Heo6- VG- 1.40. Tpynna CTpyKTypsi W CriMcoK
XOAMMEIN CHMBOJI, HY:XHO BeIOpaTh LWabNoHOB KHONKY Pagmkan
COOTEETCTBYIOIIYIO KHONKY B CIIMCKE M CHMBOJI OV/IeT BCTABNEH B TEKYILEE Me-
CTO POPMYJIEL.

OORIKHOBEeHHEIE ApobH, WMeHa (PYHKIHI, 3HAKH KopHeii, cyMM H T.I.
BCTABJNAKTCA B (QOpMYyNy SJieMeHTaMH YIpapBjJeHHs rpynnsl CTpyRTYpRI
Braagkn Konerpykrop. Ilns Toro urobel BeTaBuTe B hopMyny 1abnoH cTpyk-
TYPhI, HY}XHO OTKPHITE CITHCOK IMa0J0OHOB COOTBETCTBYIONIEH KHOIIKH H BbI-
OpaTh HeoOXOUMYEO CTPVETYPY (pHe. 1.40). |

¥,

Jlanee cnepyer zanonHuTh MAGNOH JAHHBIMM. |O — Iloxa pus
Ilons ang BBOJA YHCeN H CHMBOJOB B InabioHe o6o- | W L4 spoja pammx
SHaYeHLl NYHETHpHON pameoi (puc. 1.41). B Hux
MOHO BEOJAHTE He TOJNBEO OT/e/IbHEIe CHMBOJIEL, HO  Pyc, 1.41. LLa6noH KopHs
H BCTABMATE Apyrue mabmonbl. Takum ofpasoM, cnokasarenem CTeneHy
MOKHO CKOHCTPYHPOBaTE N0y (hopMyny.

Credyem nomHums, YTO paMEH ToJeil /18 BBOJa JaHHEIX He 0ToDparkaroT-
cs B PesuMe uTeHHs, NMpeIBAPHTENILHOTO NPOCMOTPA, A TAKME B HAlleUATAH-
HBLIX JOKYMEHTAaX, OCKOJLRY MoCce BBOJA JaHHBIX 9TH paMKH HCUe3aloT.

I[Mepemeltienne kypcopa B opMyJie OCYLIECTBIACTCH KIABHIIAMH YIIpaB-
NeHHsA KYPCOPOM MJHM MEIUbD. N5 BeIXoga M3 pemuMa cosgaHusA opMyn
HYKHO BLIOpaTh 00/1acThE BHe TPaHHL] (POPMYJILI HIIH HaxkaTk knasunry Enter.

PeparkTuposanue cosfladHoi QopMynsl HIH ee (pparMeHTOB (yialieHHe,
BCTABKA MM 3aMeHa, NepeMeleHHe HIH KONHPOBAHHE) OCYIEeCTRISAETCH
CTaHAAPTHRIMH cpencTBamu Word 2007, a Takike ¢ HCNOML3OBAHHEM BJIeMeH-
TOB yIIpaBieHus BEJIagku KonerpykTop.

Bo BpeMs dopMaTHpPOBAHHA MOMHO HEMEHHTE 3HAYEHHA CBOMCTB OT/E/E-
HBIX CHMBOJIOB (POPMYJIBI, YCTAHOBHTE MeXIYCTPOUHBIH HHTEPBAJ, OTCTYIIRI,
BblpaBHHBaHHe, clocod pacrojoxeHdss (GopMyisl B JOKYMeHTe H ap. Jlius
BTOr0 HCNONBE3YIOTCH SJIeMeHThLl YVIIPABIeHHA MHHM-NIanenw, Brnaaku Fnas-
HAA M KOMaH/{kl KOHTEKCTHOIO MeHIO (POPMY k.

Cospannyo GopMyny HIH ee (pparMeHT MONL30BATENE MOMKET N00aBHTE B
KOJUJIeKIHI0 BeTpoeHHBIX opmyn. [lng sToro Hy:HO:

1. Brigenu s cosgaiayio GopMyIIy.

2. Bemmonuntes Konempyxmop — Cepeuc — Qopmyna.

3. Buibpats B ciucke koMagy CoXpaHMTE BeIJIeJIeHHELT (hparMenT B KoJl-
Jexnyuo hopmMy.
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4. Beectn B auanorosom okde CosiaHHe HOBOro cTaHlapTHOro Dioka HMA
cOoB/aHHOI (POPMYIIEI, YEA3ATE BHAYEHHA JPYTHX MAPAMETPOR.
5. BriopaTte kHONEY OK.

m CO3aHWe 06bEKTOB SmartArt B TeKCTOBOM AOKYMEHTe

.-

E*"j O6bekTe SmartArt (adrmn. smarl — YyWMHBIA, art — MCKYCCTBO) — HOBRIT TUn rpadm-
yeckux o6bekToe Microsoft Office Word 2007, koTopele Aal0T BO3MOXHOCTE NOSb-
3oBaTtento NPeacTaBnsiTe CTRPYKTYPWPOBAHHBIE OAaHHBIE B TEKCTOBOM [OKYMeHTe B
Buae pasHoobpasHbix cxem. WMx ncnone3aceanme OaeT BO3MOXHOCTbE caenarb J0Ky-
MeHT Bonee BelpasuTenbHBIM U HArMALHBIM.

B Word 2007 ecTk rotoBas konnekums oGLekToB SmartArt, lWMpokuii HaGop pas-
HOOGPasHbLIX MakeToB KOTOPOR CrpynnupoBaH B HECKONBKO KaTeropwii (tatn. 1.7).
Kpome TOro, nonb3cBatens MoxeT paspatoTtaTe coGCTBeHHbIR MakeT o6bekTa

SmartArt ¥ COXpaHWTE ero B KONNeKUWMn N8 nocneyiowerc MCnonb3oBaHus.

Tatauya 1.7. llpumeps o6obexToR Smart Art pasnsIx KaTeropmii

Cnucok — 0T0- | LUmkn — oToBpaxaeT | CeBaAsk — oTobpa- Nupamnaa —
GpaxaeT Heno- | aTankl HeNPepLIBHC- | XaeT ceAsu Mexay | oTobpakaeT npo-
cnefoEaTensHLe ro npoLecca 06 BEKTAMM NOPLIMOHANBHHE
JAHHEE OTHOLLEHWMA

=

] e

Crpyesss | Masepense | Tepmrecees

Npouecc - oTo- CTpykTypa — oTobpaxaeT Marpuua - oToBpaxaet
OpaxaeT aTans vepapX1yecKme CESaK, Opraqm- YacTH e0MHONo LEeNoro
onpeaeneHHoro saLMOHHBIE AMarpamMme

npoLecca Mnu
4acoBO LWKANH

Lns cozpanwn obrekta SmarthArt nyxHo;
1. BelifpaTtek MecTo B QOKyMeHTe, Kyaa GyOeT BCTAENATECH OO bLekKT.

2. Buinonnute Beraska — MnmocTpayuy — SmartArt |, 4TO OTKPLIBAET OKHO
KonnekuMm Maketos BeiGop pucyHka SmartArt (puc. 1.42).

3. BuBpaTh cnesa B cnvcke okHa Buibop pucyHka SmartArt HyRHYH KaTeropuio
MakeTa.

4. BuBpartk B UeHTpansHOM cnvcke okHa BoiGop pucywka SmartArt coorteer-
CTBYIOLLMIA TUN MakeTa.

h. BeiGpatk kHonky OK.
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Fuc, 1.42. OkHo Betbop pycyHka Smarthrt

Broifupan makeT, cnefyeT npodymMaTk cnocof npefcTaBfeHns 0aHHbIX C YYeTom
HAEZHAYEHWA MAKeTOR, KOTOROE ONUMCAHO CNPaea B DKHe, TaKKe HYXHO YYWTEIBATE pas-
MED TEKCTa M KONWYECTED 3NeMeHTOR Ha cxeme — BonblUoe WX kKonMYecTeo GyOeT He-
raTMBHO BNWATEL HA BU3YANLHOE OTOBPaMXEHWE W BOCNPUATHE.

MNocne BLiGopa B TekylleMm MecTe [OKyMeHTa nosensercd MakeT ofbekTa
SmartArt, oSeefeHHBIR paMKoi ¢ MapKkepamn MamMeHeHns pasmepos (pue. 1.43).
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— Of6nacTs TeKeTa a5 BEOJA JaBHEIX
— Ofnerr SmartArt

— Ilapukle BEYTPH GHIYPH

— Mapkephkl HEMeHEHUS PASMEPOR

Puc. 1.43. Obkext SmartArt B JokymeHTa

BHecT Hy%HEIEe OaHHEIEe B GUIypH 00BEKTa MOXHO HENCCPedCTEEHHD B camoi
cvrype, BEIOpaE ee W BEef HeoDXOOMMEIR TekeT. Takxe 3T0 MOXHO cenaTk W B 0b-
nacti Beegwure TekcT, KOTOPAA PACNONOXEeHA CnpaBa WKW Cnepa o7 BCTABNEHHOI O
o0LEeKTa, — BEOAMMEIE AaHHEIE SETOMaTUHECKM OTODRAXAKTCH B COOTEETCTEYIOWER
dwurype. O6nacTe BBeAMTE TEKCT MOXHC CKPHTE (KHONKOR 3aKpBTWS OkHa STON

ofBnacti) v oTobpasnTe (BEGOpOM CneBa Ha MPaHvLE PUCYHKA KHOMKK
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B 3aBUCMMOCTH 0T MaKeTa KaX /LI SnemMeHT cnucka npefcTaenseTc B o6LekTe
SmartArt uni kak oTaensHan GuUrypa, KN Kak snemedT cnucka esyTpr durypel. lo-
BapneHve UNK yaaneHue aneMeHToR cnucka B o6nacTy BeeuTe TeKcT aBTOMaTUYe-
CKWM OTOGpaxaeTcs Ha PUCYHKE.

Pepaktvpoeanwe U hopMaTipoBaHie o6LeKToR SmartArt ocylLecTENSETCR C UG-
NONL30BAHUEM SNEMEHTOB YNPaBENeHWs [ByX BpeMeHHbIX BKNaflok KoHeTpykTop K
Dopmar, koTopble nosengioTcs Ha Jlewre B paspene PaGora c pucyHkaMwu
SmartArt (Tatn. 1.8).

Tadnuya 1.5, Hasnauenne sJieMeHTOR YIIpaBJIeHHA BpeMeHHOT0 pasfiena
Pabora ¢ pucynxkamu SmartArt

deMenmst
ynpaenenus Haobpaxcenue Haanavenue
I'pynna Cosgate pueynok skaaika KonerpykTop
HobapuTs Ins pobasnenusi K BEjenennoll ¢purype emle
PHETYDY - OOHOH QUrypRl TOTO e YPOBHA. B coHcEe
KHOIEH MOMHO BRIODATE IPYTIHe BAPHAHTEL J0-
OanmeEHA QHIVPR
JoGaBHTE Ins nobaBneHHA K BhEIeleHHOH (QUHIYpe Bie-
MADPEeD is MeHTOBE MAPKHPOBAHHOIO CIHCHSA (ecTH NO3BEO-

afeT EHDOpaspLEIi Mmaker)

Cnpaga gajleBo Jnsa neMesenns NOpAJKE PaAcTIONOMeHNS (-

-
= I'Yp — clIpaBa HAJEBO NN CleBa HAIPABO
Maker 2 Jna wameneEndA pasmellleHHdA QUTYP HA Ber-
— KaX OpraHMsaluoH ol JHATPaMMEL
TIOBLEICHTE & Il7181 TIoBLIITe HESA YPpoBESA Bhlfened O GHUIYpH
VpOBEHE B Hepapxuueckoll crpyKType
IoHEUEHTE > Ilmst NoEHM¥xeHNs YPoBREA BLlenenHol (hUTYPEI
VDOBEHE E HepapXuuecKol cTpyKTYpe
O6180TE TeKETS D Inst oroBpaxennss HAN CKPRITHS oDIACTH TeK-

cTa

I'pynna Maker sinairku KonerpysTop

Ina eeiBopa gpyroro maxera ofwerTta. Ilpo-

s = " | emMoOTp cIMCKA MAKETOB YKASAHHOH KATETOPHE

® 5= = i A OCYILeCTBIASeTCH BEIGOPOM KHOIOK HPOKPYT-

-- aaam == KM, OTKphITHe Beel'o clMicka MaKeToB — BEIGO-
—— =y poM KEONKH JIoNONTHATEEHO

TI'pynna Ctimm Smart Art eraagrn KEoxerpykTop

Hamenure LAV
S ..‘ Ina paMeHeHNA DBeTOROI TAMMEI MAKETA

Hns Bebopa cTHAA ofopMieENf o0BeKTA.

— IlpocvoTp cOHCKA OCYIIecTBAAeTCH BHIDOpPOM
- - KHONOK IPOKPYTHH, OTKPEITHE BCETO CIIHCKA —
- -l ERGopom Knonkn JlonmoiHnTe s Ho

L]
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Hpodonswwcenue mafauyot 1.8

CURE I Haobpascenue Hasnauenue
ynpaceneHun
I'pynna CopocnTts BKaakn KoHeTpykTOpD
BoceTaHOEHTE JnAa oTMeHEEl BeeX HEMeHeHEN B ofopnied Hi
PHCYHOK b MAaKEeTA, KoTophle ObLIMN clenaHbl Mocie ero
BCTABKH B JOKYMeHT
Ipynuna bl BRI, KH MopmaT
HeyxmepHOE Jna npecfpasopaHus TpeXMepHOTO H3obpa-
pPEIAKTHPOBA- w JMeHEA B IBYXMepHOe LA G0Jlee HATTIAIHOTO
HHe PEIAKTHPOBAEESA ¢ NOCHEIVIOIHM BOZBDATOM
K TpeXMepHOMY
HaMeHETE JInA oTKEPHETHA COHCKA Tpad@HuecKEY TPHMHE-
durypy ..? THEOE ¢ IlefIBH 3AMEHE! BELIeNeHHOH (QUTYPE
Ha IpYTYH
4 Jinf yeenuueEnA pasMepoB BhIOpamHol $u-
KEpyiiaee d
Iryphl
Wi E Jlna yMenblllenns pasMepoB BeiDparHOH (-
ryphl

(%) Tposepbre cebs =

1°. Kak BBeCTH B TeKCT HAJCTPOYHEE H OOICTPOYHBIE CHMBOMEIY

2%, Kak BCTABHTE B TEKCT MATEMATHYeCKHE SHAKH +, =, #, = ¢

3*. Kak BeTABNTE B TeKCTOBLIH JOKYMeRT OPpMYIY HE KOMIeKIHN GopMyn?

4*, OnuimnTe cnocol co3faHusA B TeKCTOBOM JOKYMeHTe GPOpPMYALL, KOTOPAA OT-
CYTCTEVET B KOJJIeKITHHE (opMY L.

5%, Kakve pafophl cOelHAJBHEY CHMBOJOE HCOOMBIVIOTCH B dopmynax? Kax
BLIOpATE HYEHEI cHMBOIY

6*. Hakxwe Bupgkl abnoHoB MOMHO HCHONESOBATE A0 cos3fanusd opmynul? HMa
KAKHY 3JIe MEHTOB COCTONT ITafa0H 7

7*. Kak BcTaBuTE abnol B GopmMyny?

8* HKakie ollepalEE MOMHCO BEHIIOIEATE HAT opuynoil? Kaxk oEN ocyIqecTEIA-
wrea?

O*, HazopUTe 0CHOBHBIE BHIE ofbeRTOE SmartArt 1 ux paznavenme.

10®. OnumATe AJITOPHTM BCTABKH B JOKYMeHT o0bekTa SmartArt.

11*. Kakne olepallil MOMHO OCYIQecTEAATE B TeKoToBoM Npoleccope Word
2007 nagobfrerkramy SmartArt?

BLINOMHUTE 30A0HMA T

1*. CoapaiiTe HOBEII Te KCTOBRIH JOKYMeHT. BCTARETE E HETO VHASAHHEE (POpMY-
npl, CoXpaEnTe JOKYMEET B coOCTBEEHOH NANKe B aille ¢ HMeHeM YIpask-

Hende 1.5.1.doex.
b+ Jo?- dac

a) o+ +y=180°; 6) sin®x +cos®x =1; B)Xx
x [1-cosx e x n!
r) y =tg P + 7 . ) {f[x}dx (x) [ﬂ e) A, (Rl
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@ 2®*. CogpaiiTe E TEKCTOBOM ToEyMeHTe 00BeRTEL SmartArt no npueeteEEEIM 00-

pasnaM. CoXpaEHTe JOEYVMeHT B coOCTBeHEOH Ianke B daiine ¢ HMeHeM
ynpasHenne 1.5.2.doex.

3% CocTaBETe eXeMy KAaccHQUKEATHE Mpaduuec KX obreRToE Word 2007,

M| TTpaxtmueckas pabota Ne 2. Pa

Buumanme! Bo epems pafomst ¢ pomneomepoM coftwdaime npasuna Gezonac
HOCMU U canumapio-2uzueHuLeckie Hopmbl,

1. CosfiaiiTe TeKCTOBLI JOKYMeHT H pasMecTHTe B HeM (pOPMYJILI [0 OpHBejeH-

HEIM 00 pasiiam.
2
a}% ﬁ}ﬁ=%
2
5}5=hf=0,5’f?h* DH=\(z-5) +(%-%)

& QH'HEJI'QE . atp aFp
PSP I N P EL T

] x(1+f]=1,5
:ua:]ljma—=+m 3) v

i y[1+ £]=ﬁ
x

2. CoxpanuTe ToKyMeHT B coferBennoll nanke B ¢aiine ¢ uMeneM NMpakTHYECKAn
patora 2.docx.

1.6. Ucnonb3oBaHne CTUNEN B TEKCTOBLIX A OKYMEHTax

1. O0LeKTEl KakMx TMNOE MOXHO obpafaToleaTe B TEKCTOBOM npoueccope
Word 20077

2. HazoBute TekcToBble 06bekTE Word v Mx ceoicTEa.

3. B uem zakniovaetcs ropMaTMpoBaHne TeKCTOBDIo 06bekTa?

4. Yro takoe ctunk? Kak BeiGpaTe cTunk odopMneHns TeKcTa;, SKenpecc-
CTUN b TaBnuUbl; SKcnpecc-cTunb hurypsl?

5. Kakue pexmmMbl NpocMoTpa AOKYMEeHTa Bel 3HaeTe? Yem oHu oTnnyaloTes?
Kak yctanaenueaoTea?



O01ue cBEIEHHS 0 CTHIIAX

Ha npeasiayiux yporax BaM NPHXOAHIOCHE HEOJHOK PATHO CO3/JaBaTh HO-
Bbl€ TeKCTOBEIE JIOKYMEHTEL H OpOPMIATE HX JOMMHEIM 00pasoM, YeTaHABIH-
Bas HYXHBIe BHAYEHHS CBOHCTB O/bEKTOR PABHBEIX THUIIOB — TeKcTa, Tabiutl,
PHCYHKOB H T. 1. Eciin foxymenT GoNMbInoi 1 HMeeT GOMbIIoe KOMHYECTBO Pas-
HOODpasHBIX O0BEKTOB, TO (OPMATHPOBAHHE EAMION0 OTHENbLHOrO o00beKTa
MOMeT 3aHAThL MHOI'O BpeMeHH.

s yveropeHrs opopMIeHHA JTOKYMEHTA H ero obLeKTOR YI00HO HCIIO k-
B0BATEL CMUAU.

Cmuns — 370 HADOP 3HAYEHHH CBOHCTB 00BEKTOB ONpefelIeHHOTO
THIIA, KOTOPBIH HMeeT HMA.

Hanpumep, cTHIL absales onpeleNseT cnocod BLIpABHHBaHHA absalla Ha
CTPaHHIe, OTCTYI OT [0S, Mesk/yCTPOUHBIH HHTEPBAJ H T. [.; CTHJIb TabJIHI] —
IBET W 1Ua0J0H JIHHHIT Tpasri Tabauisl, IIHPHHY cTON6I0OB H BEICOTY CTPOK,
criocod obTeraHua TAGNHIL TEKCTOM H JIp.

Tercroprlii npoteccop Word 2007 no ymonuaHumn HMeeT cobCcTBeHHYO OH-
GmuoTery mnpodeccHOHATBHO paspaboTaHHBEIX CTHIEH, TAaK HASLIBAEMEIE
IKCRpecc-cmuiii, B KOTOPBIX 3HAUYeHHA CBOHCTE 00BeKTOB NoiobpaHbl rapMo-
HHYHO, ¢ YUETOM OCHOBHEIX TpeboBaHuil jusaiina. Takue cTunm paspaboratbl
JInf BCEX THNOR 00LEKTOR TEKCTOBOTO NOKYMEHTA — TercTa, Tabnui, rpadm-
yeckHX Haobpaxkenuii u ap. (Tabn. 1.9). Bu yixe npuMeHsany uxX npH dopma-
THPOBAHHH COOTBETCTEYIILHX 00LEKTOB.

Tatauya 1.9, Illppmeps! cTHael pasabix 06sexToB B Word 2007

Tun Hmn Obpaaey ofopmne- FHANEHUE HEKOMOPBLX
obwexma CcMuna HusA obwexma ceolicme
lpudT — Cambria
Hna 6siempozo PEBME_IJ - 12 HE:”
o@op mnenus IreT — weprtt : )
ik Rt Hauepranue — acuphslil Kypcue
TeroT SHEH owens ydobuo Memnmmuﬂmﬂ HHTEPBAT — nofy-
R kL
ucm;.;t:;:;amb Oreryiuiende nepeoil cTPOKH — Hem
BrIpaBHUBAHWE — RO WLHPUNE
Hurepean nepen abzaiem — 3 nm
IllpeT mMUHNI — 3enenbil
CeeTAbll IlpeT 3alIHBEM — aedeinil (TONBKO
Tabmuia COMCOK — LA DepBoil CTPOKH)
Axnent 3 HITpHx THHEHEE — CRAOEIHO
TomuuHa THEAH — (L5 nm
LreT — caemao-KopuyHeanil
IIpospaubocTE — (0 5%
HEETPMI? MITpux MTHEAH — cRAOUIHOI
Gurypa | THH TPa- Tonuuea nuuun — 1 nm
faEEr = [[BeT KOHTYpa = mMeMHO-Kopui-
Axnent 6 HeabLil
Teneprie sppekTE — cCHUZY CRPAE
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Kar Bul yie suaere, HCHONL3OBAHME CTHNel JaeT BOSMOMHOCTE OIHHM
neiicTBHeM WBMEHHThL BHAYEHHA CPasy HeCKOJBENX cBoiicTB odhekTa. Hanpm-
Mep, IS TOro 4YTodkl 0TQOPMaTHPOBATE TEKCT CO SHAYCHHSAMH CBOHCTB, KOTO-
phle HMeeT CTHIEL 3arofioBok 4 (Tabn. 1.9), HY3HHO BRINOJHHTE 8 OT/le/ILHEIX
nelicTBH — BRIGPATEL COOTBETCTRYIONIHE BNEMEHTE YIIPABIEHHA HA BRJIAIKAX
HJIH MHHH-TIAHENH, a NpH NpHMeHeHHH CTHIA 3aroloBok 4 — TOJNLKO OXHO
JeiicTBHe JUIA BRIOOpa 9Toro cTHIA Ha KOJUIeKIIHH.

Konnekumo cTuneil nonabsoBaTellb MOMKET AOTONHATE HOBBIMH CTHJISMH,
cO3/laBasi MX Ha OCHOBE YiHe CYLeCTBYIOIHX HJIH 3aHoBO. lIpH coxpaneHun
JOKYMEHTa ¢ HHM aBTOMATHYECKHH COXPaHAKTCS H NpUMeHeHHLIe CTHIIH, TO
eCTh NP NoCJIeAYVIONMX OTKPLITHAX JOKYMeHTa BUJ ero Oyer TakuM »e.

Henoab3osaHue SKECHpPece-CTHISH

ODpasilkl sKCHpecc-CTHIeH A TekK-
CTOBBLIX OLEKTOR NOKYMEHTa (CHMBO- 2aBoCcDe | Asboced: AaBbC
nor, aBaaner) orobpasxeHkl HA BEJIAJKE L E
I'napnas B rpymne Crumm (puc. 1.44). Obaramnil BY 61 ructi £ Jath000.
Kasawiii obpasell feMoHCTpHpyeT odop- Chvima
MAEHHE TEeKCTA COOTBRETCTEVIOIHMM CTH- == m— —
nem. PAgoM ¢ HeKOTOPLIMH H3 HHX CO-
NepP3HUTCA 3HAUYOK, KOTOPBI YHASLIBAST
THIT O6BLEKTOR, K HOTOPBIM STOT CTHIL
npuMeHserca: k abzallam — Y, Kk cumBonam — a, K cumBonam u abzaram — fa.

I'pynnel saeMeHTOB yIpaBAeHHA 3KCIPECcC-CTHAAMH JNA IPYTHX o0bek-
ToB (Tabnuil, rpaguyeckHx H300pasKeHHl U T. 11.) pasMellleHbl HA BpeMeHHEIX
prJagkax Korerpykrop man Maker, KoTopRie NpejlHasHaueHsb! Ans obpabor-
EH 00LeKTOR COOTBETCTBYIONIETO THIIA (pHc. 1.45).

Puc. 1.44. O6paslH sKkenpece-cTune
TEKCTOBBIX 0OLEKTOR

[ (-] ) Zilid Edes  paAbesa
ol ol - ILIIL el [HRSsa '
= A x e eebdn | Lelalal sl B
o o e § miieg

Puc. 1.45. 3ckMabl SKCnpecc-cTUnel ANA PUCYHKOE W Tabnuy,

B okue cnucka skcrnpece-cTHel 1A noboro obbekTa Beerjia oTobpaskaeT-
cfl HECKOJIBKO 00pasIioB, KOTOpPLIE MCIONL30OBAINCH TocnegHumu. Jlas mpo-
CMOTp& OCTAJNLHBLIX 00pasiioB HYKHO HCIOJML30BATL KHONKH = HIH * 3TOTO
cnucka. JIna OTEPHITHA BCEro CIHCKAa clegyeT BeIOpaTs kHonRY Jlomomsm-

TeJbHbIe MapaMeTpsl = rpynnkl Crwmm. JInsa npuMeHeHHS 3KCIpecce-cTHIIA
HYMHO BRIJIENHTE 00HeKT H BHIOpATE B CITHCHKEe HYMHBIH cTHIL. Ob6pauiaem
sauie HUMAHUE, YTO IPH 2TOM IpPHMeHAeTCA IIpelBapHTelLHBIH JHHAMHIe-
CEHIil NpocMOTP BRIGpAHHOTO CTHJIIA.

CTHIN MOY¥CHO NMepeHMeHOBATE WIH VIAJIHUTE, BOCNIONL3OBARIINCE KOMaH-
JaMH KOHTEKCTHOTO MeHio obpazna cruns. Credyem nomMHums, YTO YHABAH-
HEIE oTepalii HeBOSMOMHBI HAJ CTHISAMH 3aroJIoBKOB. JIns oTKasa OT IpH-
MeHeHHS 3KCIPecc-CTHIA U YCTAHOBKH 3HAUCHHI cBOCTE 00LerTa 1Mo YMOoJ-
YAHHK MO¥HO BEHOpaTe komanikl Ounetutes dopmat, Ounernte, Copoc na-
paMeTpoB PHCYHKA H JIp., KOTODEIE pasMellleHkl Ha BEJagkax o0paboTkH co-
OTBETCTEYOLHY 00'bekToB (Tabiul, pHCYHEOB H Ap.).



Tembl JOKYMEHTA H HX IPMMEHEeHHEe

Crunepoe oopMIeHHe MOXKeT OLITE NPHMEHEeHO He TOJNLKO K OTJeSbHELIM
o0LeKTAM, HO H KO BCeMY TEKCTOBOMY HOKYMEHTY KaK eHHOMY llenoMy. I
sroro B cucreme Microsoft Office 2007 nenonkayeres Takoe cpeficTBO RaK
membt doxy Menmi.

Pankiie gnsa oHHAEOBOTO oOpPMIEHRS JOEYMEeHTOB HY3KHO OLLNIO OT/Ie k-
HO OCYIECTBIATH (hopMAaTH poBaHKe BeeX 00beKToB IoKYMeHTa (TekeTa, 3aro-
JIOBKOB, TabJIHIl, PHCYHKOB, (DHTYP H T.I1.), HA YTO TPATHJIH JOCTATOYHO MHO-
ro peMeHn. Henolbsopaldne TeM yhnpoiiaerT oopMieHne JOKYMeHTOR B eIH-
HOM CTHJIEe ¥ JIaeT BOZMOMHOCTL CHeNaTh OIMHAKOBLII CTHIIL He TONMBKO TeK-
CTOBEIX IOKYMEHTOR, HO H ApyTHX JokyMeHToB Microsoft Office 2007.

Tema doxymenma — 370 HAGOP corIacoBaHHBIX Mekay coGoil cTH-
Jaeil opopMIaeHHA 00BEKTOB TeKCTOROTO JOKYMEHTA, KOTOPEI HMeeT
HMH.

Kaxas TeMa ONpeleNseT CTHIE OPOPMIIE- | iewm— .

| — r —
HHH TercTa, Tabnui ¥ rpaduuecknx uaobpa- IE | A 22 B |Aa
WeHHil B JOKYMeHTe, YCTAHABNHBASA sHaYeHus1 | =R == =
TAKMX CBOHCTE: 1[BeT H IHpHJT JULS TEKCTOBBIX | (o0 ™ h =
00BeKTOB, 2(MpPeKTh AJf JHMHHA H 38J0H- | e— - |- ——
BOK Tabmul W rpaguyeckHx HsobpaskeHmii. o | -“I -“',:I'*
B Word 2007 ecTh konNeKIHs BCTPOEHHBIX | [ )) |4 | A u.|
TeM, CIHCOK KOTOPLIX MOMKHO OTEPEITh, BEI- | bees S S —
nonuue Pazmemra empanuyst = Temwvr = | 4, E A (e | [ae ™
—— - = 1 el B
Temni (puc. 1.46). ] o el
Ilpumep odwopMIeHHA OJHOTO H TOTO 3Ke =h1 |l.- U A ]| |Ae
dparMeHTa TEKCTOBOIO JOKYMEHTA C UCIONb- o T ol Sem
BOBAHHMEM DPA3SHEIX TEM IPHEBENEH HA PHCYHKe
1.47 Puc. 1.46. BuGnuoTeka
BCTROEHHLIX TEM JIOKYMEHTa
LI 1IN " NP G0 7 e

Puc. 1.47. [Npyepe odhoplneHns JOKyMEHTa C MCNONEI0BaHWEM TEM!
a — UasHan; 6 — MNoTok

~ HWE Pazmertka cTpaHnusl — Temsl = Lpera Temsl, COCTOWUT U3 BOCEMW LBE-

To8 (pyc. 1.48). Kaxoblii a HMx MMeeT CBoe HazHayYeHWe W NpUMeHseTcs N8

ofibeKToR onpegeneddsx TMNoE, Hanpumep, B Hatope Metpo (puc. 1.49) nocnonkay-
KITCA Takue ueeTa (Cneea Hanpaeo):

HaGop ueeTOBOR raMmMbl KRXA0M TEMBI, KOTOPEIR MOXHO NPOCMOTPETE, BINCON-
=
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[N§ OCHOBHOMO LBeTa CUMEBONOE — CEDRO-CHHME,

Ons yeeta doqa — OneqHo-royooii;

0na 0OLeKTOR, KOTOPEIE AONONHAKT GCHOBHYID LIE€TORYID FAMMY, — 380eHbLIA,

08 KOHTPACTHOrO BeIAENeHWA 0BLEKTOR — MaAMHOBEET (NPOTUEONONOXHEIR K 3e-
neHomy);

U151 KOHTPACTHONO BhIfleNeHWA 0BkekToE ([oNONHUTENEHEIR ) — TEMHO-XeN TR,
ONs NodYepErBaHWA OCHOBHBIX LBEETOR W ANA BelfenaHis obbekToR, KOTOpLIE pas-
EWMEBEEINT OCHOBHYID MEICNE, — CHMHMEA, (H10MeTOBRIEA 1 CHE-38NeHBIE L EeTa.

| Tt ;::—-
B EEBEEE e P | A

!l
:
§

Puec. 1.50. CTunb CUMBONOE TEMB

i

{
;

|
|

I Puc. 1.48. LIeeToERE f:::? L‘; @ | m

FRUFT T—y
rammil TEM %

| s s | | ‘"! / 3! ‘
Ly T L Sy 10 b
Puc. 1.49. HaBop uBeToB
Tems MeTpo Pue. 1.51. 2dxbekTh TEMH

B cnucke WwipndTos Temil, kKOTopLIR oTkpelgaseTcs PasMerka cTpaHulsl = Tembsl =
LWpwgTe TEMEI, NOO HAZEAHWEM camoro cTund (puc. 1.50) ykazankl B2 HAZBAHWA
wpudTa. BepxHaa HaOnWek yKasslBaeT WPWGT 3aronNoBKOR, & HVKHAA — WpWdgT
OCHOBHOTO TekcTa. [NpocMoTpeTe Ccnncok adupekTo TeMEl A8 Mpadiyecknx naobpa-
#eHWi (pre. 1.51) MoXHO, BEINONHWE PasmMeTtka cTpaHulbl — Tembl — IdxpekTsi
Tembl.

Temy Mo3HO BRIOpaTh nepel] cosfaHiHeM JOKYMEHTA WK B [polecce ero

nojrorokd. Ilpu npocmorpe TeM npHMeHsieTcs (PYHEIMSA JHHAMHYECKOTO
NpelBapUTENEHOTO TpocMoTpa. Caedyem ROMHUME, YTO HEMeHeHHE TEMEI J0-
KYMEHTA BIMSeT TONLKO Ha Te 00beRTEl, KOTOpLIe Nepes sTHM ObLIH oTdop-
MATHPOBAHBI ¢ HCTIONL3OBAHUEM CTHIIEH.
BribpaB TeMy B KOJNEKIHH, MOMKHO, 0 elaHHD, H3MEeHHThL 3HaYeHHd ee
CBOMCTE, HCNoNb3VHE cuckd kHonok HBeTa TeMEl h, MIpudrrer TeMel E] H
Ddpdertr Temsi [0 B rpynne Temsr Ha Benagre Pasmerka crpanuusi. Hame-
HEeHHYI TeMY MOKHO COXpPaHHTE B Qaiine, BuiOpaB koMaHny CoXpanHTs Teky-
nyo Temy B MeH0 KHoNEH Temsl. HoBad TeMa NOABHTCH B MEeHIO KHONKH
Temet B rpyiie lMoaszoraTensekue. Ecnu s oopMiaeHHSA JOKYMeHTA [0/ k-
30BaTeNb He CMOT NoA00paTE TeMy, KOTOpas oTBevYaeT colepHantio JOKYMeH-
Ta HJIH ero BEycaM, To ¢ calita Microsoft Office Online Mmoo 3arpysuTn go-
NOJIHUTeNbHBIEe TeMbl MM paspaborarTs cobCTBEHHYIO HA OCHOBe yike cylie-
CTEYIOIIHX, BHIOpas 0lHY U3 KOMaHI MeHo KHONKH TeMs1.

IIpasuna eruneporo opopMiaeHNs JOKYMEHTOR PAZHEBIX THIIOB

Toroea oUIHANEHEE JOKYMEHTEl PASHEIX BHAOB (IPHKASLI, CIIPABKH, 38-
SIBJIEHHUHA, TUCEMA W T. L), CAeAyeT NPHAEPKHBATLCA eINHBIX TpeboBaHMil K
HX 0pOpPMIEHHIO, CTPYKTYPE H COJepiKaHHio, KOTOpLIe YCTAHABIHBAIOTCH
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HOPMATHBHEIMH aKTAMY — 2ocydapemeeHHulmu cmandapmamu. Ha cerojua B

YEpanHe NIPUMEHSIOTCA HeCKOJNLEO OCHOBHBIX CTAHAapTOB O(OPMIEHHS I0-

KYMEeHTORB, KOTOpPEIE MOCTOAHHO HonoduawTed. Hanpumep, ICTY 4163-2003

« YHUDUUMPOBAHHAA CHCTEMAa OPraHMsaliHoOHHO-PACTIOPHANTEeNLHOH JIOKY-

MeHTanui. Tpeboranna ¥ opOpMIEHHIO TOKYMEHTOR» . COTNACHO 3TOMY CTaH-

AapTy:

» cay:xebHble JoOKYyMeHThl odopMisaioTes Ha Oymare popmaTta A4 (210 x 297 ca )
HAS (210 x 148 cm );

® OTAENBLHEIE BHIB JOKYMEHTOB MOTYT O(pOpMIATECA Ha Gymare dpopmaTa A3
(297 x 420 cm ) © A6 (105 x 148 em );

s MHHMMANLHLIE pasMephkl Nojeil cocTapnsior: nepoe — 30 MMm; npapoe —
10 xa; BepxXHee W HHEHee — no 20 g

s IUpHQT oCHOBHOTO TekcTa — Times New Roman, pasmep 12—14 nm, Mex-
AYCTPOUHBIH MHTEpBaN — 1-1,5 cmporu, oTeTyn nepeoii crpokn absana —
1,25 cm;

e HaoOparkeHHe aMOJeMBl OpPraHHBallHd HIH TOBAPHLIN 3HAK pasMelllaeTcs
BOSJIE JIEBOT'O 110151 HA O/IHOM YPOBHE ¢ HA3BAHHEM OpraHMusalui.

Kpome Toro, B cTaHIapTe ONIpeleA0TCA CTPYKTYPa H NpaBHia opopmMe-
HHA CIIHCK OB, TAabNHMI, JaT, HyMepallHi H pYyIrHX o0LeKTOB.

Kpome rocynaperseHHbiX TpebosaHuit ¥ odopMIeHH0 JOKYMEHTOR, CyIle-
CTBYHT gedomcemeenHble cmaHdapmut — TpeboBaHMsA K ohOpMIEHH K0 HAYUHEIX
TPYAOB, HAYUYHBIX CTaTel, Te3HCOB JOKJAJOB HA HAYUHBIX KOH(epeHLUAX,
HIKOJLHBEIX YUeOHHKOB H T. I1. 9TH NpaBiUia NYyOJIHKYIOTCI B BeJOMCTBEHHEIX
AKTAX M IpeiBApUTENLHO AOBOJATCH 0 CBEJeHUA ABTOPOB JJokyMeHToR. OHK
MOTYT OTIHYATECA OT OPOPMIEeHHA MPHITHATBHEIX JOKYMEHTOB H YUHTBLIBATE
TaKke MoJHrpadguyeckie ocobDeHHOCTH IIaHupyeMoro Haganua. Hanpumep,
npasiia ohopMiaeHns HayuyHo-HecheaosaTenbeknx pador MAH rakoBh:

e obmeM moryMeHTa — do 30 nevamHubix cMpanuy, JUCTE (popmaTa A4, gop-
marT gaiina rercToBoro pegarTopa Microsoft Word, Ha ogHoil eTpauune —
40 + 2 emponu;

e mpudpT — Times New Roman, 14 nm, MexIyCTPOUYHLIH HHTEPBAN —
1,5 cmpoku, BEIpABHHBaHHE — NO WUPpUHe;

e abszanuelii oreryn — 1,25 em;

® [0JIA: BepxXHee — 2() mM; NeBoe W HHUM¥Hee — He MeHbule 20 MM, npaBoe —
10 »mm;

® 3ArOJIOBKH OTHENSIOTCS OT TEKCTa CBePXY H CHHBY J80ilHbIM UHMepPEanion;
JAroJIOBEH CTPYETYPHBIX YacTell BBOJATCH sarjaBHBIMKM OYEBAMHE C BRIpaB-
HHBAHHEM I10 HEHTPY; SarcJiOBKH NOApasfe/ioB BBOIATCS MPOIHCHBIMH
(kpoMe nepeoii) OykBaMH ¢ ab3allHBIM oTeTyIIOM. ToOUEY B KOHIE 3arc/ioB-
Ea He CTABHT;

e HYMepalluf CTPAHHIL apafckuiu M paMi B npasonm eepxHem yeay Ges sHa-
ka N, niepBoii cTpaHHlleil ApidgeTcd THTY/ILHAH, EOTOpasd He HyMepyeTcs.
OrpensHble OpraHisalMy JUIS BHYTPEHHHX JJOKYMeHTOB MOryT paspabatsi-

BATEH CBOH COOCTBEHHEIH KOPHOPamueHblil WIH QupMeHHb CTHIEL odopMIe-

HHA JOKYMEHTOB — COOTBETCTBYIOIIHM 00pasoM NnogofpaHHbIe IIBETOBLIE TAM-

MBI H IIPUQTE CHMBOJIOB, ONpele/ieHHbIe MTpaBiia ofopMileHus ab3ales 1o-

KYMeHTa, BHJ M pasMelleHie JJOrOTHIA Opradusaliu i ap. B cooTBeTeTBHY ©

HTHMH TpeboRaHUAMHE paspabaTeBaloTCa (PHPMeHHEIE GNaHER H MA6J0HE J10-

KYMEHTOB, HA HX OCHOBe COTPYAHHEHN HAMHOIO DLICTpee MOTYT NOATNOTOBHTL

HYXHEIe JOKYMeHTEI.
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Taksxe cnegyer NpHAEP:EHBATECA 0DIHX NPpaBHJ CTHJIAEBOIC (popMIeHHA

TEKCTOB:

® OCHOBHOH TeKCT HOKYMeHTa JKeJlaTellbHO oOPMIATE B OTHOM (iopMaTe,
Apyroil dopMaT MCHoNL30BATL JUIA BLIJIENEHHsA 3arojioBKOB, OTHAeNbHLIX
CMBICJIOBHIX (pparMeHTOB;

® KOJHYECTBO pasHBLIX I|BETOB M LIPHQTOB B JJOKYMEHTe He JONKHO MpeBhi-
LIATE TPeX;

* pasMep CHMBOJIOB, MeEIYCTPOYHBIH HHTEpPBAJ clefyeT NoagOHpaTh TAKH-
MH, UTOOLI TEKCT YMTAJICH JIerko, 6es HANIPSXKeHUH [1a3;

® [[BETOBafA FaMMa A0/¥(HA OTBeYATh HASHAUEHHIO MOKYMEHTa — MO3ApaBH-
TeJLHAA OTKEPEITEA MOMKeT OLITE opopMIeHa APKEHMH, HACLIIeHHLIMH I[Be-
TaMH, & MIPOCTOE MHCLMO CTOMT oOPMIATE B 6oJiee CIOKOMHEIX TOHAX;

* OOHOTHIHYID CTPYKTYPHPOBAHHYI HH(QOPMAIHIO Nelecoo0pasHo TIpej-
CTABNATL B TAONHIIAK

e rpadmueckue H30OpaMeHHHA B JIOKYMeHTe (PHCYHEH, JHAIDAMMEL, CXeMbl)
JOMAHBL JOTIONHATE COAepraHie TeKCcTa, PasbACHAT: HIH WIAICTPHPO-
BATL €10 OTAeNILHEIE MOMEHTEL;
rpadHYeckie H300pakeHna TAKMe HY2KHO opOPMIIATE B €IHHOM CTHJIE;

* Ha BCeX CTpaHHLAX JleNlaTh OJHHAKOBLIH (JOH H IOJA, eclH Apyroe He Tpe-
GyeTcs cojleprRaHHeM IOKYMeHTa

H [Ip.

Pabora co cTpyKTYpOH JOKYMEHTA

MuorocTpaHHuYHBIEe JOKYMeHTh! ( pedepaThl, KYpcoBbie paboThl, 6pollopkl,
KEHHIH U T.I1.) YI0OHO JEeMHTE HA CTPYKTYPHEIE YACTH — TIJIABKI, NApPArpadkl,
OYHKTHI | T.., CO3JaBaA TAKHM 0DpazoM HepapXHUYecKYIo CTPYKTYPY JAOKY-
mMeHTa. C TaKHMH CTPYKTYPaMH JOKYMEHTOB BEI BCTpeUallich, HAIpHMep, Ha
YPOKAX YEPAHHCKOH JTHTepaTYpEL, KOTA COCTABIIANHM ILIAH HATTMCAHUSA COUM-
HEHHA, B cofilepsanny yuebunkos. Ecnn kak npumep paccMOTpeThk CTPYETYPY
aroro yuebHHEa (prc. 1.52), To Ha BepxHeM (HyJIeBOM) YPOBHE HepapXHH Ha-
XOJHUTCA HasBaHWe JOKYMeHTA, Ha MepBOM YPOBHe — HASBAHHA IJIAB, BTODOIl
VPOBEHE COCTARNAIOT HABBAHMSA NMyHKTORB, TPeTHH — HASBAHHA TNOANMYHKTOR,
Ianbile pasMellaeTcsa OCHOBHOH TeKeT yueOHHEA.

Cmpyxmypa doxymenma — 3T0 HepapXHyecKas ¢XeMa pasMelne-
HHA COCTABHEIX YacTel OKyMeHTa.

A I
[ | |
l 1
|

Puc. 1.52. MNpvMep crpykTypi yqebHMka
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PopmaTHpoBaHHe MHOTOCTpaHHUYHBIX AokyMmeHToB B Word 2007 upeny-
CMaTpHBaeT HCNOJIbL30BaHKE CIIEIHANBLHEIX CTHIeH ¢ HMeHaMu Jazonosok 1,
Jazonoeor 2, ..., Jazonoeorx 9, KOTOPEIE JAKT BOSMOMHOCTE ABTOMATHIHDO-
BATH CO3/laHHe HepapXuuyeckol cTpyrTyphl gokymenTa. Hanpumep, s cos-
JAaHUA CTPYKTYPEI, NIpeAcTaBieHHOI HA pHcyHEe 1.61, Hy:RHO 18 3arofos-
KOB pasielsioB NPHMeHHTL CTHIL Sazonoeox 1, A 3aTNaBHil MyHKTOB — CTHIb
Sazonoeor 2, LA 3ariaBuil NOANYHKETOR — CTHJIL Sa200080K 3.
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Puc. 1.53. Buo DokymMeHTa B peskMMe NpocMoTpa;
& — PaameTka cTpadmiel, O — CTpykTYpa

TIst 3TOr0 HYMHO!

1. Brijienu Tk HASBAHWE CTPYETY PHOI YACTH JIOKYMEHTA.

2. BuibpaTte Ha Benagre I'nmarHan B rpynne CTHAM Tarol CTHNEL 38T0JIOBKA,
KOTOPLIH OTBeYaeT YPOBHIO CTPYRTYPHOI YaACTH B HepapXHuecKoH cxeme JIO-
KYMeHTa.

3. IopropuTsh NYHETH! 1-2 31000 ajaropuTMa JIs 3aro/loBKOB BeeX CTPYK-
TYPHBIX YacTeill JOKYyMeHTa.

JInsi mpocMOTpa CTPYKTYPLI JOKYMeHTa, OTQOPMATHPOBAHHOIO TAKHM 00-
pazoM, Uernonksyeres pesuM rnpoemMorpa CTpYRTYpa, KOTOPHIH yeTaHARIHBA-
ercd BeIGopoM kHONEN CTpykTypa & B CTpoke COCTOSHHSA HIIH Ha BERJIAIKE
Buj B rpynne Pesxumsl pocMoTPa JOKYMEHTA.

B 3TOM perxkiMe BHEIIHHI BHJ JOKYMEeHTa OTIHYAeTCH OT ero BI/Ia B pesH-
mMe PasMeTka ¢TpaHHMIBI, B KOTOPOM BLI NPHBEIEJH paborats (puc. 1.53).
B pexxnme Crpyrrypa TercT oTobparkaeTcs B CBEPHYTOM BHJIE U HA BKPAH BEI-
BOOATCHA TOJBKO 3arcJOBEH CTPYETVPHBIX YacTeidl M ocHOBHOH TekcT. Ilna
nydileil BU3ayalusalui HepapXudeckoii cTpYETYPEI YPOBHH TEKCTA TOKYMeH-
TA MMEIT pasHbli oTeTyn or neporo nonsi. Bosie ka:kjoro yposHs TekcTa
€CTh COOTRETCTRYIOIIEeEe 0603HAYEHHE:

© — ecii Y YPOBHSA €CTh NOAYPOBHH HJIH MOTUHHeHHLIH TeKCT;

© — ecJIM Y YPOBHSA OTCYTCTBYET OJUHHEHHBIH TeKeT;

4 —eCJIH 2TOT TeKCT HMeeT caMbli HH3KHI ypoBeHL (TaKk HashIBaeMBIH

OCHOBHOM TEKCT, K KOTOPOMY HE IIPUMeHAJINCE CTHJIH BaroJIOBKORB).

Brmouenne pexxuMa CTpyrTypa ofycnaBniBaeT noapnenne Ha Jlenre mo-
NoNHHTeNLHOH BRIk CTpykTypa (pHe. 1.54), sneMeHTRl yIIpaBiIeHHs KO-
TOpOH AAIOT BO3SMOMKHOCTL PelakTHPOBATL HOKYMEHT, paboTas ¢ ero cTpyk-
TYPHLEIMH YaCcTSMH, a8 He ¢ CAMHUM TEKCTOM.

o7
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Puc. 1.54. Bknanka CTpykTypa

OcHoBHOe YI00CTBO NPOCMOTPa IOKYMeHTa B peskiumMe CTPYKTYpa sakiioda-
eTCS B TOM, YTO €CTh BO3MOMHOCTE HACTPAHBATE 0TOOpakeHHe J11000ro ypoBHA
TeKCTa, CKpbIBas [IPH 3TOM Te YPOBHH, KOTOPLIE 3aHHMAaIOT HH3ILHIT YypOBEeHL B
uepapxun. [lns sroro Hy»kHo Ha BEJagke Crpykrypa B rpynne PaGora co
CTPYKRTYPOi BRIGpATE HY:KHEIH ypoBeHE W3 cnucka [lokazats yporens. Ecmni
HeoDX0/IHMO pasBepHYTh COlepikaHie HeRoTopoi oT/le/ILHOH cTpYRTYpHOIl ua-
CTH JIOKYMEHTa, clejlyeT ABaykIbl LIeMKHYThL Ha sHauKe © BO3Jie COOTBETCTBY-
wllero sarosopka. Ilopropenne sTux geficTBHil cKpoeT BIOMKeHHLIH TekCT.

Ecnu BIoMeHHEBIH TeKCT HMeeT GOMBINoH pasMep CHMBOJIOB HIJTH CJHIIKOM
IUTHHHEIH T€KCT, KOTOPEIH MelaeT paGoTe, MOXKHO OTKIKYHTEL 0ToGpaienne
popMaTHpoBaHuA (CHATE MeTkY (naskka [lokasates popMaTHpOBaHHE TeK-
cTa), a Takxe orobparkeHe BeeX CTPOK TEKCTA, KPOMe NepBoil cTpokH abza-
1ek (yeraHoruTs MeTry duiarkka [TokasaTe Toasko nepryio erpoky). B atom
pexMMe Take MOMHO peJIJaKTHDOBATE TeKCT JOKYMeHTA.

B pexume CTpyKTypa ynoOHO peflakTWpPOBaTh WepPapXMYecKylo CXemy JoKy-
MEHTa, U3MEeHsIS YPOBEHL TEKCTOBLIX ParMeHToR U NoCNe0BaTensHOCTE MX

pasMeLLieHUs, UCNoNL3ys SNeMeHThl ynpaeneHus rpynnsl PabGora co cTpykTy-

poii (tatn. 1.10).

Tatauya 1.10. HazHauenHe 5J7eMeHTOR YITPABJIeHHN FPYTITIBI
Pab6ota co crpykTypoii BEaamkn CTpyeTypa

Haanavenuwe

JLiisi NOBEIIIEHHS] YPOBHSA HEPAPXHH BEIEEH-
HOIO (PparMeHTs TeKCTH J0 HAMBLICHIETo. AB-
TOMATHYECKH K TeKCeTY By IeT NpHMeHeH CTHIL
S3aroxoeor 1

JLns cHHMeHHSA VPOBHS HMepAPXHH BEIIeJeH-
HOTO parMeHTa TEKCTA J0 CAMOIDO HHIKOI.
ApTOMATHYUECKH K TekeTy OyIeT npHMeHeH
ek O0RMHETH

Ilnsa nepeMenieHHA BEASNEHHOTO QparMeHTa
TEKCTHA HA YPOBEHE BRIINE KK HHME C COOTBeT-
CTBYVHMIIHM H3MEHEHHEM CTHIIH

,E;H.F.l HaMeHeHHNHA MeCTa paclionoMHeHHA BRITE-
JIEHHOTO q]PELI"HeHTH. TeRCTa Ge3 MBMeHeHHA
VPOBHS HepapXHu

Jlna orofpaseHHsa HIH CKPRITHS BIOMHEHHOTO
TEKCTA JNIA BEIENEHHOTD (TEKYIErD) BaroIOE-
KEa

dnemenm 5

Ynpasnenus Hsolpaxcenue
I[ToBRICHTE 40 =
saronopra 1
[ToEREHTE DO g
OBLIYHOIC TeK- -
CTa
IIOBREICHTE YPO- =
BEHEL -
CHHU3HTE VPO- ™
BEHEb N
Beepx .
Buus -
PaseepHYTE et
CBepHYTE -
[TokazaTe ypo- y 3 .
BeHE

Jins yeTaHOBEH TeRyUeMY GparMesTy TeKCTa
ONpeJeNeHHOTD VPOBHS, KOTOPEIH BERIOHpaeT-
Cfl M3 CIIHCKA, C COOTBETCTEVIONIHM HaMeHeHH-
eM CTEIA

58




Crnefyer NoMHATE, 4To BeeneHWe MNW NnepeMellleHie 3aronoBka conpoBoXiasT-
CH BblfieneHen W nepemMellleHren NodYMHEHHOMo TEKCTA.

Ynopagoyerna TeKkcTa MOXHO BRINOAHATE W NepaTackMBaHWeM CTRYKTYPHEIX Sne-
MEHTOE J0KYMEHTa oTMeTKaMK1 ©, € 1 4. Ha skpade 6yOyT oToOpaxaTECA BEPTHKANBHEE
WM MOPUIoHTANEHEE MTWMHWK, KOTOPRE YKAIHBAKT HA HOROE MeCTO pacnonoxeHns dpar-
MEHTa TEKCTA.

CTpykTYRY JOKYMEHTE MOXHO HaneyaTaTe. Ha Bymare oda GyneT BelMAneTk Tak
¥e, Kak W Ha skpave. PopmaTthl absales WHopUpyloTea, GopMaTel CUMBONOE BOC-
NPOUIBOOATCH NONHOCTERY.,

Takke B pexumMe CTRPYKTYPa MOXHO pasfeniTe GonkLUIoR OKYMEHT HA HECKONEKD
OTOENbHbIX BENOXEHHbLX LOKYMEHTOB, KOTOPble ByOyT XPaHUTLCH B OTAenbHLIX dainax
¥ ByayT NoAYMHEHBl OAHOMY OCHOBHOMY OOKyYMeHTY. JIns 9Toro nenonbaylores ane-
MeHTH yNpaeneHus rpynne MaBvslil AoKyMeHT Bknafiki CTpykTypa. MNpy BeinonHe-
HWK STOR Npouenyps NpUMeHseTes TexHonoring OLE.,

e ABTOMaTM4YECKOE CO3AaHWE orMaB/ieHns AoOKYMEHTa
L |

[ )

L"—"'-' Ecnw ans kaxhoro W3 3aronoBKoE MHOMOCTRAHWYHOIO OOKYMEHTE o YRoBEHE
onpeleneH ¢ MCNoNbL30BRHWEM COOTEETGTEYIOILLMX CTUNEHN 3aronoBKOE, TO TEKGTOBLINA
npoueccop Word 2007 flaeT BO3MOKHOCTE aBETOMaTUHECKW GO3aTthk OrMaeneHne Ta-
koro nokymenta. Jlna atoro nporpaMmMa ocyllecTENAST NocTpaHuyHoe denedve qo-
KyMEHTa M A Kax 00 CTRYKTYRHOR YacTy JoKyMeHTa onpedenfeTca HOMep CTRaHu-
UB, C KOTOROR 3Ta 4acTk HaywHaeTcd. MNonyyeHHble faHHbie ogopMnAKTCA B BUIE
Tabnuubl, B KOTORYK BHOCATCH Ha3BaHWA 3aronOBKOE M COOTEETCTEYHILWE HOMepa
CTpaHMU.

Oznaenenue doxymenma — 3T0 NepedeHb HASBAHHIL CTPYKTYPHBIX
yacTeii JOKYMeHTa, YNOPA10YeHHBIX B COOTBETCTBHM € €ro Mepapxu-
YecKkoil cXeMoii, ¢ ykasaHHeM COOTBeTCTBYIONIHX HOMepOB CTPaHHIL.

BrinonHaeTeA 9Ta onepaums B pexume

T
npocmoTpa PasMmeTtka cTpasMubl ﬁ

o v w— - mr—

Ons  agroMarmyeckoro  cosgaHus
ornaeneHus AokymeHTa HeoGxoguMmo eol- | '
NONHKUTL TAKOKM anropuTm; —

1. YeranoeuTh KypGop B TOM MecTe [10-
KYMEHTA, Mg HYHHO PAa3MECTUTh OMMABNE- | M wnmm— i
HUe,

2. BuinonHWTe CChINKH —=> OrNaBne- | e

r— 1

Hue — OrnaeneHne ﬂ —

3. BeOpaTk E CNWCKe BCTROEHHEIX 00- -
pasuoe NoAXoAALLMA BapuaHT odopmae- [T e S s |
HWE ornaeneds (puc. 1.55). s 1
CoznaHHoe ormaenedve (puc. 1.56) 1 — -
MOXHO WCTMONL3OBEATE [INA GHICTPOTO ME= | ce————— SIS
peMeLLIeHHs K HYXHBIM CTPYKTYPHBIM Ya-
CTAM JOKYMEeHTa, NoWcka HeoOXoOWMBDX
pazfencr, noapasgence W T.n. flna atoro
CNeflyeT B OIMaBneHW AOKYMEHTA Bhl-
Oparth HYXHWR 3aronoBok, yOepXKWEan Ha-

A e
,LL g FE aEeiaemd
B o P e B e [0 e o g —

#atol knasuwy Ctrl. O6patvre BHWMA-
Hie, YTo BW TEKCTOBOTO Kypcopa

M3MEHUTCR Ha TaKoi — {_’j

Pue. 1.55. Cnvcok BCTpoeHHBR obpasuos
odopMNeHna ornaene s
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Puc. 1.56. NpuMep omaeneHus JoKyMeHTa

Ecnu B xoe paGoTel HAJL JOKYMEHTOM €r0 TEKCT U CTPYKTYPa H3MeHSAINCh,
TO OIJIABJIEHHE JOKYMEeHTA HYKHO OOHOBHTL. I[Nl 5TOro HY’KHO BHIIOJNHHTE
Cevinru => Oznasnenue —> O6nosume mabnuyy Y.

(&) TTposepete ceba B 22
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5°.
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11=.
12¢,

13°.
14°.

15%.

16*.
17%.

18*.

Yro Takoe cTHan? JIna Uers HY HCOOABIVIOT?

K rakum ofrextar 8 Word 2007 mOHO npuMeHSTE cTHIEBOE OQOpMIIE-
HHe?

CTune Kakuy THOOR MOMHO HenonszosaTs B Word 20077 Kawme cpoiieria
O LEKTOR JOKYMEHTA OHH OIIpe e siioT?

Karpe onepaniy co CTHIAME MO¥HO BRIIOIHATE?

Ige pasMelleds] oBpasiEL cTHIe 118 pasHLIX OFLeKTOR?

OnMmuTe, KaK IPHMeHHTE SKCIpece-cTHIL K OBReKTAM TEKCTOROID JOKY-
MEeHTA.

Homa BEI NOIrOTOBMIAN pedepar, NPpHMeHHMB HeKOTODHE oTuni. Byger Jmu
STOT JOKYMEeHT HMeTh: TOT Hie BHJ, eC/IH ero OTKPLITE HA KAKOM-HHMOYIL ADY-
roM KOMIEIOTEpe?

OnHINHTE, KAK COZTATE HOBLIH CTHNL.

Yro Takoe TeMEl foEyMeRTa? Hakne crolicTRa JOKYMERTA OHH ONpeJeflsiioT?
Ha ohopMnenie KakinX ofBeKTOR JOKYMEHTA NORAHAST HEMeHeHHe TEMEI JI0-
KyMeHTa?

CoprynupyiiTe TpeboRaHHA K oQOpMIEHHID JeoRoli IOKVMeHTalnH. Yem
OHH pernaMeHTHPYIOTe?

Yro Taroe KOPpHOPpaTHEHE (GHpMeHHEN) cTHAL JokyMeHTORT s uero ero
paspabaTEBaoT?

ChopuynupyiiTe 001He IPABHAA CTHASBOND OPOPMIeHHA JOKYMeHTOE.

Yo Taxkoe cTpVETYpa joxymedTa? IIpHBeiTe OpHMEDH CTPYKTYPHPOBAH-
HBIX JOKYMEeHTOB.

Kawoe HAsHAUeHHe CTHAe]l sarciOBHOB? CHOMEKO YVPOBEEH 3THX CTHIEN
uneeTcs B Word 20077

OnuimuTe coocod (pOPMAaTHPOBAHIA CTPYKTY PHPOBAHHOINO JOKVMEHTH.
Kakol MAaKCHMaILHE N YPOBEHE BJI0OMEH MH MOMET HMeTEL CTPYKTYPHLIT si1e-
MeHT AoKyMeHTa B Word 20077

Ilna yero npeHasnaued perrnM IpocMoTpa JokyMeRTa Crpykrypa? Kak ero
MOFHO VCTAHOBHTE?
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Kakie HaMeHe HHA MO HEO BHECTH B JOKYMeHT E pexxume Crpywrypa?
Yro Takoe ornapiedHe fokymMenTa? Kak ero cozgate 8 Word 20077

‘@ Burnonwure samanmus

1°.

2e,

OrepoitTe vRasasEL yuuTenem thaiin (manpumep, Tema 1N\3amammsa 1.6%06-
pasen.doex). OrdopMaTHpyiiTe 0FLeKTH TEKCTOBOTO JOKYMEHTA € HCNONB30-
BAHHEM TAKHY CTHIEN:

+ 3BaronoBkH — cTHNE Haszeanue.

TekcToBLIE (PPATMEHTEH — CTHIL Caafoe endenenue.

CnucEH — MADEHPOBAHHELEIH CIIHCOK C MADKEDOM *.

Tabnuibl — cTiib Cpednss zaasuewa I - Axnyenm 3,

PucyHok — etk Memannuieckan pamid.

CoXpaHHTe JOKYMeHT B cODCTEEHHOH nanke  daiine ¢ HMeHeM yOpaskHeHHe
1.6.1.docx.

Orepoiime yRazaHELRIE yurTeneM daivn (Hanpusmep, Tema 1\3amanna 1.6\ 06-
pasern; 1.6.2.docx), B KoTOpoM K 06REKTAM TEKCTOROIO TOKYMeHTa GLLIO [1pH-
MeHeHO CTHIeBoe opopMienie. BRIACHHTE SHAUSHHA CBOHCTE 00 LEKTOE, KO-
TOPEIE VCTAHABMHEAIT HCNONBIOBAHHEIE CTHMH. SAIHITHTE PesyNETATEL B
TADMHIY.

L I

NE

ObBERTIIE

Bud Hazeanue npu- Onucanue cmuns

MEHEHHOZ0 CMU-
ofBeRnda

i CEOILCTE0 FHANEHUE CEOTLCMmEa

P sz

OrkpoiiTe vEasamHLI yurTeneM daiin (nanpumep, Tema 1Y\ 3ananua 1.6%06-
pazen 1.6.3.doex), B KoTOpoM K 06BeKTAM TEKCTOROTO TOKYMeHTa GRLITO TTpH-
MeHeHO CTHIeBoe oopMneHne. OuncTHTe GOpMAaTH OOREKTOB JOKYMEHTA.
BanumuTe B TabiULy SHAUCHUA CBOHCTE OFBEKTOB 110 YMOMYaHHIO.

A Bud Haszeanue npu- Onucanue cmuns
MEHEHHOZ0 CMU-
ofiserma | ofserna i CEOILCTIE0 FHANEHUE CEOTLCMEa

CoXpaHHTe JOKYMEeHT B cOOCTEEHHOI Ianke B ailfne ¢ HMeHeM yIpaskHeHHe
1.6.3.docx.

@ 4%, BuiAicHHTe ¢ nomolklo Copaekm, Kak cosfaTh HOBEIH ¢THJIL Ha OCHOBE OT-

2%

@ e

7.

GOpPMATHPOBAHHOTO (DPArMeHETa IOKYMeHTA. COCTABETE COOTBETCTEYEOIIMIT
ANropHTM. BHIOIHEATE 9T0 NPaKTHYECKH.

OrEpoiiTe VEABAHEEIN yunTenes daiut (Hanpumep, Tema 1%\ Samamma 1.6%06-
pasen.doex). Onpejgenure, kakas TeMa odopMIeHNS JOKYMEHTa NPHUMEHe-
Ha. MamernTe TeMy gokyMeHTa Ha Jpras, noroM Ha Jumeiinas. [lepecmo-
TpUTE oopMiaeHe ofVEEKTOR JOKYMeHTa B oboux cnayuasx. Brsicnure,
BHAYEHHSA KAKHX CBONCTE O0LEKTOE HOKYMEHTA HEMEHAIOTCH NPH H3MEeHEe-
HHH TeMEl JOKVMeRTA. BLIBOJ 3ATTHITHTE B TETPATE.

Sarpyswere © caitta Microsoft Office Online rosyoo Temy odopMIeHIA JOKY-
MeHTa H NpHMeHHTe ee K oopMIeHHI0 YRASAHHOTO YUHTeNeM TeKeTOBOTO
JoryumerTa (Hanpumep, Tema 1\3agmammsa 1.6\oGpasen.docx). Coxpanure
JOKVMeHT B codeTEeHHON nanke & Qaitne ¢ uMeneM ynpaskaenne 1.6.6.doex.
CrrepoiiTe YEABAEHEI yulTeneM (aiin (Hanpumep, Tema 1%\ 3agannsa 1.6%06-
paszer.doex). OrdopumarupyiiTe ero cornacto TpedfoBaHHAM K Jenopoil jory-
meHTADNH. COXpaHNTe NOKYVMeHT B cODCTEEHHOI Ianke B (aiine ¢ HMeHeM
yiupasmienne 1.6.7.doex.
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8*, Orrpoiire VKasaHHEIN yudTemeM AokyMeHT (Hanpumep, Tema 1\3amanus
1.6 o6pazen 1.6.B.docx). OrdopmaTupyiiTe JOKYMEHT, HCOONBIYA TAKHE
CTHITH:

e  BaronopkM 1 YpoRHA — cTHAL Sazooeor 1.

* Z3aroNoBKH 2 YPOBHSA — CTHNE Sazonoeor 2,

s  SBaroJoBKH 3 YPOBHSA — CTHIL Sd2000801 3.

s Jlpyrue parMesTE TEKCTA — CTHAE OOk kB,

IpocMoTpiiTe CTPYRTYPY OTHOPMATHPOBAHHEOTO JOKYMeHTa, CoXpaHuTe go-
KYMeHT B cofeTBenHoil nanke B Qaiine ¢ umeneM ynpaskuenne 1.6.8.doex.

9%, OrkpoiiTe yRasanHelH yuuTenem jgoxkyMmeHT (Hanpumep, Tema 1\3amanus
1.6\ o0pazen 1.6.9.docx). IIpocuorpiTe ero B pesuMe CTpyHTYpa. ¥Iopago-
UHTE pasfenbl IOKYMEHTA B NopAfKe HX HOMepoB. IIpH HeoOXoOHMOCTH
YCTAHOEBHTE HY}KHEIE YPOBHH IJIA (pparMeHToE TekeTa. CoXpaHuTe OKYMEHT
B coBCTEEHHOH nanke B (paiine ¢ unmenen ynpasknenme 1.6.9.docx.

@ 10*. OrrpoiiTe YRA3AHHEIH yUHTeleM IoKYMeHT (Hanpumep, Tema 1\3amanmsa
1.6\ obpazer; 1.6.10.doex). Cozpalire B Hayane JOKYMEHTa €70 OTJARIEHHE,
CoxpalHTe JOKYMeHT B coDCeTBe HHOH nDanke B aiine ¢ HMeHeM VIpaskHeHHe
1.6.10.docx.

1.7. Cpepncrea aeToMaTu3auuu npouecca cosnaHva
AOKYMEeHTa

@ 1. Yro Takoe anropytm? Yro Takoe koMaHga? YTo Takoe cucTema KoMaHg ue-
nonH\uTEena?
2. OnNuKTe anropuTM CO3O0aHWa OOKYMEHTA.
3. Yo Takoe ctunmn? [Ing Yeroc ux nenoneayoT?
4. Yro takoe sgLiKn Nporpammupoeadna? Kakoso Mx HagHaueHue?

Cosnanue TOKEYMEHTOB HA OCHOBe 11AGJI0HOB

BEl yi¥e HaYUHIHCE COSJABATE pasHOOOpasHEE TEKCTOBEIE JOKYMEHTREI H
POPMATHPOBATE UX ¢ HCIONL30BAHHEM PAGHBIX CPEACTB TeKCTOBOIO IpoLec-
copa. BmecTe ¢ Tem TercToBuIi nponeccop Word 2007 npepocrarnsier ele
OIIHY BOBMOKHOCTE 1N COBNAHNA JOKYMEHTOR ONpe/Ie/IeHHEIX THIIOR — COSMA-
HHe JOEYMeHTA Ha 0CHOBe L1abioHa.

m Illa6non — sro ordropMaTHPOBAHHBIN olNpeeleHHBIM obpazom

OOKYMEeHT-3aroTOBKA, KOTOPEIH XPaHHTCA B oTAelbHOM (haiie H Hc-
NoJb3yeTcd B KaYecTEe OCHOBBI IS CO3JaHHA HOBBIX JOKYMEHTOB
onpeeleHHOTo THIIA.

Hanpumep, mabioH AAf cCOZAaHHSA MHCHMA, OTYETA, pPesloMe, MO3ApaBH-
TeJbLHOH OTKPBITKH, BHSHTEH H JIp.

OrEpelB [HAGNOH, NIOJIL30OBATENL YVBHIHT Ha 3KpaHe TeKCTOBLIH 0K YMEHT,
B KOTOPOM MOTYT COAepyKATHCH MOMA JJA BBOJA TEKCTA, HAAINHCH, PHCYHEH,
EOJOHTHTYIIEI, JTIOTOTHNEL. K JORYMeHTY yiie MOoXeT OLITE IpHMeHeHa oIpe-
feNeHHad TemMa ¥ UCMOMb30BAHLI CTHIIH oopmMIeHHs pasHeIx 00BekTOB. OKHO
NporpaMmMbl TaKe MOodKeT OBITH HACTPOEHO ONpefAeNeHHbEIM o0pasoM — Ha3Me-
HeH BHJ NaHeJeil HHCTPYMEHTOB, MeHIO | T. I1. IToNkp30BaTeNo ocTaeTes TONb-
KO S3AIIO0JIHUTE COOTBETCTEYOLIHME MeCcTA JOKYMEeHTA HYHEIM co/lepaHuem 1
COXPaHHTE JOKYMEHT B TeKCcTOBOM (paiine — (hopMaTHPOBAHHE H CTPYKTYPH3a-
IHA JOKYMEHTA ViKe olpeleleHkl caMmim 11abIoHoM.



Henonssopanue ablioHOB sHAUMTENILHO obleryaer paboTy nojk3oBaTens,
NOCKOJABKY OyAyYH OIHH pas NoAroTOBIeHHBIMH H COXpaHeHHBIMH Ha BHeTII-
HHX HOCHTEJAX, OHH ABNAKTCA OCHOBOMH ISl OLICTPOro CO3MaHHA aHaNOTHY-
HLIX M0 opMe, HO pasHbIX 10 coJIep:RaHiio oK yMeHTOB 0es saTpaT BpeMeHH
Ha WX (popMaTHpOBaAHHE.

OcHOBHOE OTNHYHE MeRIY JOKYMEeHTAME H HIA0IOHAMH 3aKJIIOUACTCA B HX
HasHadYeHMH: Wab/ioH — 9T 3aroTOBKA JIOKYMEHTA ¢ MOTOBBIMH BJIeMeHTAMH
TekcTa H oopMIeHnA, KOTopad NpeaHasHadeHa AJA TocleIyIoIero Samno-
HeHHA JaHHBIMH, 8 JOKYMeHT — 5T0 y#e MOAToTOBAeHHEIH TeKCT, BOSMOMKHO
HAa OCHOBe Karoro-Juto madioHa.

IMabnousr sanucadsl B haiinax ¢ pacummpenveM umeny dotx u dotm.
O6n1uHo onH XpaHaTcea B nanke Programs Files\ Microsoft Office\Templates.
ITonmnume, B I1abnoHaX MOIYT OLITE MAKPOBHPYCEI, NOTOMY OVALTE OCTOPOM-
Hbl, HCIIOJIB3Y A HOBRIE HIAOM0HLI OT HEM3BECTHOID ABTOPA.

B Texcrosom mponeccope Word 2007 Bee mabnonsl pacnpefienensl Ha TpH
CPYIIIIkL:

s yemanosneHHble — AGNOHE JJOKYMEHTOR OlpejleIeHHEIX THIIOR (IIHceM,
arcoRB, OTUETOR H JIP.), KOTOPEIE HHCTAMJIHPOBAHE! HA KOMIILIOTEDPE B CO-
crage naketa Microsoft Office 2007;

s Microsoft Office Online — mabnoHbl JOKYMEHTOB pasHoObpasHLIX THIIOB
(nosipaBHTENLHBIX OTKPLITOE, BH3HTOK, OwJnerTeHel, cepTHIMEATOR,
rpaMoT, MPHTIAIIeHHI, 3aABIeHHI, KaneHgapei U ap.), KOTOPLIE pacro-
no¥eHE! Ha ped-caiiTe Microsoft Office Online:

* WabnoHbl NOAL3oEaMens — IWADNOHEI, KOTOPBIE CO3/IaHEl OJIL30BATENIEM .
OcHopHEIM M3 cTanfapTHeIX mabnonos Word 2007 apnsercs maGion

OopmmEni (sanucad B (aiine Normal.dotm), xoropeili apToMaTHUYeCKH OT-

KpbiBaeTcs npu sanycke nporpammsl Word 2007 u yeranasiuBaer no yMmon-

yaHI0 Takoi GOpMAT OCHOBHEIX 00LeKTOR JoKyMeHTa (Tabn. 1.11).

Tafauya 1.11. SHAYEHHA CBOHCTE 00BEKTOB IOKYMeHTA
B mabmone Normal.dotm

Cmpanuya Abzaynl Cumeonst

e OpuenTanus nHcra - | » Mempyerpounsili  ue- | o [IIpHdT OCHOBHOTO TEK-
FHLUM AR TePEAT — ofUHAPHBLL cta — Calibri
& Pazmep nuera — A4 s urepran nocne abza- | @ Pasmep— 11 nm
s Bepxuee nomne — 1,5 cm na— 10 nm o llBer — deprintil
s Hinknee none — [ em e BupasHHBAHME — no ge- | o HHTepBai — ofoi bl
o Jleroe none — 2 cum EOMY KpaK
« Ilpasoe node — 1.5 cm ¢ OTCTYOR — omcymem
el

Tarxe sTOT WabI0H ONIpedelfeT cTHNeBoe o(popMIeHHE 3aro0OBKOB, CITHC-
KoB, Tabmui W ap. Beox Tekcra, (opMaTHpoBaHHe OTAe)IbLHBIX O0BLEKTOR,
CTPYKTYPHBAIIHIO TEKCTA NOJBL30OBATENL OCYILUECTRIAAeT camocTosTensHo. Ha
ocHore mabnora Normal.dotm Mo HO CO3IABATE MOKYMEHTE! PA3HEIX THIIOB.

Eie oguum 13 cTapgapTarix mabnonos Word 2007 aengerca, Hanpumep,
mabnon O6eunoe pestome (paiin MedianResume.dotx). 3ror mabnou couep-
JKHT B JOKYMEHTe-3aroToBKe HECKONBLKO TeKCTOBLIX II0JIei, B KOTOpBIE MOJIk-
B0BATENIb BHOCHT JaHHBIe O ceDe: MMA B PaMHIHK, KOHTAKTHYI HHQOpMA-
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— UM, ceejenus ob obpasoBaHHM, Me-
m cTo paboTh B T. 1. ((pparMenT mabno-
ﬂ_ HAa MpeJCTABNeH Ha pHcyHEe 1.57).

— r

——— Berapnenuywo gororpadHio saMmeHser
—— e — Ha cobcrBeHHY0O. JlaTy MOMHO BEI-

OpaThk B EaneHgape, KOTOPLIH OTEPLI-

BaeTcH IpM Belbope [AHHOIO I10JIH.
‘e Kaxxpaa cTpyYKTYpHas 4YacTk [JOKY-
3 MeHTa yike oTopMaTHpOBaHA H pas-
MellleHa B TeKCTe COOTBETCTBYIOIITHM

obpazoM. Henonwsys stor wmabioH,

Puc. 1.57. bparMenT watnoHa O6eMHoe  MOXKHO ORICTPO NOATOTOBHTE COOCTREH-

pesiome HOE pesloMe.
Ina cospaHusi JOKYMEHTOB Ha

OCHOBE HHCTAJJIHPOBAHHBLIX IabJ0HOB B TEKCTOBOM mponeccope Word 2007
HYKHO:

1. OrepeiTs 'naBioe MeHio nporpamMmmel Belbopom kHonex Office.

2. Buibpate vomanny Cosnath L"}, KOTOpad OTEPLIBAET AHATOTOROE OKHO
CosganHe QokyMeHTA.

3. Bribpath B cniucke cnepa B paajiene HlaGanousl Hy:HYIO rpynny miabno-
HOB — ¥ craHoBJeHHBIe IAGIOHBI.

4. BriGpaTts B cmmicke mabnoHoB HyKHEIH (Hanpumep, OGeIuHOe pesiome).

5. IlpocMoTpeTs CTPYETYPY H BHelUHHE BHJ abloHa B Nojie obpasioB
(cnipaBa B okHE).

6. BLibpaThk B HHEHel 4acTH 110/ 00pasiioB [epekMiouaTe/lL JOKYMeHT.,

7. BeibpaTek kHonkY CosaTh.

8. BanoJHUTE NPeJNOKEeHHBIe TONH HYMHBIMH JAHHBIMK.

9, CoxpaHHUTE JOKYMEHT.

Ecnu nonssopaTens senaeT NpUEMeHHTL OJJHH W3 IIa0J0HOB, KOTOPLIE pas-
melensl Ha caiite Microsoft Office Online, To cnegyer BRINONHHUTE TARYIO 110-
CNeIOBRATENLHOCTE e CTRI:

1. Ot prITE 'TaBpHoe MeHIO NporpaMMel BeIGopom kHonEH Office.

2. Bribpatt komanny Cosnats j KOTOpad OTKpPLIBAET AHAIOIOBOE OKHO
Cozjlanue loKyMeHTA.

3. Buibpats B ciincke cnesa B pasgene Microsoft Office Online my»xuniii
THI [atnoHa (puc. 1.58). Hanpumep, Coberrus.

4. Jlosmparees coeflHHEeHHMA ¢ cepBepoM caiitTa ¥ oTobpasmeHHs CIIMCHA
mabnoHoB.

5. BeiOpaTh HY #HEIH 11a010H.

6. [lpocMoTpeTs CTPYETYPY H BHEILIHMEH BHJ 11abioHa B roJe obpasios.

7. BLIOpaTE KHOTIKY SarpysiTh.

8. HospaThes 3arpyseH absoHa ¢ caiiTa Ha KOMIIBIOTEp NONBE30BATeN .

0. BanoNHHUTE IpeNoKeHHbIe IO HYHHBIMH JaHHBIMH.

10. CoxpaHHTL JOKYMEHT.

B T —

e [lonb3aoBatent, no xenasuio, MOXeT M3MEHUTL FOTOBLIE LWABNOHE WK CO3AaTh
E:‘_"E HOBble. CylLLlecTBYeT HECKONBKO CNocoGoB coafadna WwatnoHoe AOKYMEHTOR:

I. Coznanme HoBoro wabnoHa Ha ocHoBe cywjecTeywoiwero. [lns storo
HYXHO!
1. OTKpuiTe WaBnoH, Ha OCHOBE KoToporo GyaeT co30asaTeCH HOBLIRA
1) OTkpeiTe TNaBHO 8 MeHIo Npor pammbl BelGopom kHonkw Office.



Puc. 1. 58. Cosananve OokyMeHTa Ha oCHoBe WwabnoHa

?) BeBparte koMakly OTKpbITh, B cnivcke Tun daiina exifpats Bee wabnows
Word.

3) Beibpate chalin, B KOTOPOM COXPAHEH HYXHBIR WatnoH.

2. WamennTk sHaveHwe napameTpoB GopMaTtWpoBaHus JOKYMeHTa, oTpefaKkT-
POEATH CTRYKTYRY W T.11.

3. Coxpanutbe wWabnoH ¢ HOBLIM WMeHEM (TWN HokymenTa BuiGparte WaGnow
Word). Eoni fokymMeHT cOoXpaHnTe CO CTapbiM MMEHEM, TO TAEKKMM chnocoGom
OyoeT MaMeHeH O0WH W3 UMEOLLMXCH WabnoHoe.

ll. CoxpaHenune gokyMeHTa kak wabnoxa. [1ns cozfanug wWabnoda sTUM cno-
COGOM HYHHO!

1. OTKpBITE OOKYMEHT, KOTOPHIR HEOBXOOAWMO COXPaHWTE Kak LWadno.

Z. BuiGpatk B TNaBHOM MeHIO Nporpammel Komaxly CoXxpaHMTs Kak.

3. BuBparte nanky 08 3anucK wabnoda, BBecTW uMA daina, eulbpats TN

thaiina — LlWaGnonw Word (*.dotx).

4. BoifpaTs kHOMNKY CoXpaHWThb.

. Cozganmne HoBoro wabnorna QoKyMeHTa. [1Na aToro Hy#Ho!

1. BuiBpate B TnagHomMm MeHKo Nporpammel Komadoy Cospars.

2. Bufpate B cnucke paznena Wabnouw komadoy Mow wabnoHe,

3. YctanoBUTL B HXHel YyacTi okna Cosgats Nepekniovatents LWaGnow.

4. BuBpark kHonky OK.

5. PaspaGoTaTek MakeT HOBOMO wWAaGNOHA, CO3OaE HaOnWcK, (parMedTel TEKCTa,
nons 4ns BBoAa TekcTa, o opMUTe M CTPYKTYPMPOBaTL A0KYMEHT.

6. CoxpanuTte Wabnod, ykazae uma alina »u MecTo ero pasmelleHus.

Cozpanne MAKPOCOB B ABTOMATHYECKOM PEsKHME
H X HCTIONE30BAHHE

B npotiecce patorhl HaJ fokyMeHTOM B niporpamme Word yacTo npHxoaHT-
Csl BEITIOJIHATE 3aJaHKs, KOTOPLIE COCTOSAT H3 ONpeIe/eHHOH Mocne oBaATe k-
HOCTH JieiieTBHil, o HekoTopoMy anropuTMy. Hanpumep, NpocMoTpeTs TELCT
M BBEIJIEHTE KAKYIO-TO €70 YaCTh; NMOJUePKHYTE CJA0BA, HATMCAHHLIE JIATHH-
CKHMH OYKBaMM; YIATHTEL HEHYIRHEIE HIH NpHGaBHTE OTCYTCTRYIONIHE MTpobe-
JEL, OTQOPMATHPOBATE KAKOE-TO CJIOBO BO BCeM JIOKYMEHTE oIpeleseHHEIM
obpasoM M ap.
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Brinonsenue nofodHeIX sajaHuil MOMMHO SHAUMTENBHO YIIPOCTHTHL, HC-
NOJIL30BAB MAKPOCH, OCHOBHOE HAZHAYEHHE KOTOPLIX — OCBODOLHTE IOJIB30-
BATEJS OT MHOTOKPATHOTO TMOBTOPEeHHs OAHOOOpASHBIX MeHCTBHI BO BpeMs
ofpaloTEH TeKCTOROTC JOKYMEHTA, BRIMOMHHTE 34 Hero pyYTHHHYIO paboTy.

Maxpoe (rpeu. pdrpoc — GoNBINOH, JUTHHHBIH) — 5T0 NMocaeqoBaA-

TeJEHOCTE KOMAH], CTPYIIIMHPOBAHHEIX B OJHY MAKPOKOMAHIY, A
ABTOMATHUECKOr0 BEIIOJHeHHA oNpeelleHHOro 3a/laHHA.

Marpoc cosgaeTcsa OgHH pas, coXpaHsierTcd B 1nafyioHe HJIH JOKYMeHTe H
MOYEeT MHOTOKPATHO BBITOMHATLCA MPH HeoOXoguMocTH. [TpuMeHsoTes Ma-
KPOCH! JUJIS YCKOPEHHS BRINIOMHEHHA OMepaliii peflak THPOBaHHA HIH (popMa-
THPOBaHHS, [/l ABTOMATHIALHH CI0HHOIN 00paboTH JoKYMeHTa, I8 YIpo-
IIeHHs NpoleAypLl YCTAHOBKH NapaMeTpoB 00LEKTOB, IS HACTPOIKH OKHA
nporpammel Word 2007 u gp.

Makpoc MOHO CO30aTE OJHHM H3 ABYX CIIOCODOB:
® Hanucamb Maxpoc — BBOJ TeKCTa Makpoca Ha fISbIKe IIporpaMMHPOBaHHS

Visual Basic for Applications (VBA) (anrn. Visual Basic for Applications —

Visual Basic pna npuioxeHHi (KOMIBHTEPHRIX MporpaMm)), KOTOpLI

CHEIHANLHO paspaboTaH nag STHX eneii. YTobkl coalaTe MaKpOc 9THM

crocoboM, HY3KHO 3HATH fA3bIE NOporpamMupoBanus Visual Basic for

Applications 1 HMeTE onpefe/leHHBIi ONLIT NporpaMMHpoBaHus. C 5THMHA

BOIpOCAMH Bbl 03HAKOMHTECH B cIeIyIOIeM KIacce.
® 3anucame MAKpoc — BBEINOIHEHHe HYMHOI IIocHefoBATeNLHOCTH Heki-

CTBHIi, KoTopad Oy[eT saluchIBATLCA MporpaMmoii. B aToM perkHMe MONb-

30BaTeNb CAMOCTOATENBLHO BEIIOJIHAST HYIHHYIO IOCe0BaTeIbHOCTE Ieki-
CTBHIi, KoTopas ojopMiserca cpeicTBaMi Word
2007 xar makpoc. MuI OyIeM paccMaATPHBATE HMEH-
HO 9TOT CIIOCoD.

-y DNeMeHThl YIIPaBNeHH S SallHChI0 MAKPOCOB Pacio-
noskensl B rpynne Kop (puc. 1.59) va senagke Paspa-
borunk. [lo ymonyanuio 9Ta BRIaJKa He oToDpaxkaer-
cd Ha Jlente. Ina ee orobpaskeHHs HY3KHO BRINOJ-
HHTB TakHe JeidcTBHA:

1. Brinonuute Office = Iapamempor Word — OcnosHble.

2. YeraHoBHTE B pasfene OcHoBHEIe napaMeTprl patorsr ¢ Word metky

Juaxkka llokasspars BRIAIKY « PazpaboTunk» Ha JIeHTe.

3. Bribpats kHOonEy OK.

Puc, 1.59, Mmynna Kog
BkNagk PaspabomuMk

Sanick Makpoca ocyIecTBIsAeTCH Mo
TAKOMY ANTOPHTMY:
1. Brinonuuts PaspaGomyux — Kod =
Janucamv maxpoc

.

i T 2. ¥CeTaHOBHUTE B OKHE JalMchk MaKpoca
“J ] .] — (puc. 1.60) Takue sHAUCHHA cBOMCTR
- Makpoca:
pr———— -] 1) B none Hma maxkpoca BBEeCTH Ha-
i sBaHMe Makpoca, KOTopoe TONAHO
 — i —

a5

Pue. 1.60. OkHo 3anucks Makpoca

oTODpaXKaTE CYTE BBINOJHAEMEIX
onepauuii. Caredyem nomuumes,
YTO MMS Makpoca NOJHO HadH-
HATECA ¢ OVEBEI H He CONEPIATE

npobeon.
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Puc. 1.61. OKHO HACTPORKI KHOMKW BHI30BA Makpoca

2) B cicke Makpoc MocTyneH A 3aJaTh abloH VA XpaHeHHd Ma-
Kpoca, BEIOpaB HeoOXOJHMELH BAPHAHT — 014 8cex JOKYMEHNLOE 111a-
6mona Normal.dotm nnn dna omdeavhuix doxymenmos YEazaHHOTO

mabmona.

3) B none Onucanue BBECTH 110 MeNAHHIO KpaTHoe onHcadue jleifcreui
makpoca. Terer sToro onueaHus Oyier orobpamaThed [NpH HaBele-
HUH YEA3ATed Ha KHOIKY BhISOBA MAKPOCA KAK BCILLIBAKOLIASA 110/
CKAa3Ka, MoTOMY HeJlaTeJbHO, YTOOE! JIHHA 9TOT0 TeKCTA He IPeBhI-

mana 100 ciMBONIOE.

4) B pazgene HazHauuTh Makpoc BLIGPATE OHH HE PeIOMKEHHBIX CTIO-
coDOB BLIZOBA MaAKpPOCa — KHONKOU UIH COYeMaHueM KAaeull, KoTo-
phle OTKPRIBAIOT COOTBETCTBYIOLHEe IHAJOINOBEIE OKHA.

3. HacTpouTh napaMeTpsbl BLISOBA MAKPOCA B 38BHCHMOCTH OT BIOpaHHOIO

criocobas

o kuonxoi (puc. 1.61):

1) B cnuere Haerpoiika nanenu Oeierporo jocryna okHa Ilapamerprr
Word BrIGpaTE IORYMeHT (MM Bee JOKYMEHTEL), JUIH KOTOPOro HYMH-
HO Jo0aBHTEL KHONIKY BEI3oBa Makpoca Ha Ilaness 6nicTporo noeryna.

2) B cicke Paspeairens BriGpats Em—

HMA MAaKpOca, KOTOPEI Bamm-
ChLIBAETCH.

3) Buibpats kHonky Jlo6aBuTh.

4) UamMeHHTh M0 eJaHHi MecTo
pasMelleHHs KHOOEH MakKpoca
ga llamenn OBICTpOrO DOCTYVIIA C
MOMOIIELI0 KHOTIOK Beepx 1 Bans
1 usobpaxkenue »ToH KHOTIKH,
BRIOpaR KHOTTKY HaMeHHTE.

5) Buibpate knonky OK.

s codemanuem nasuul (puc. 1.62):

1) Brifpate B none Komauasl okHa
Hacrpoiika kJIaBMATYPBEI HMHA
MaKpoca, KOTOPHI BAlMCHIBA-
eTCH.

=) i |

-’:-_ﬂ |

o o
e — |
g_l_:lw- 4

4 |
S —— =

B e e |

-

Puc. 1.62. OKHO HACTPORKK COMETaHWA
KNEBMLL BH30BA Makpoca
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2) Beectu B none Hopoe covetanme
KJABHII JKejaeMoe coYeTaHHe
KJIaBHIII HJIH HaKaTh €ro Ha KJa-
BUATYpe.

3) Buibpats kHonky HazsnauuTs.

4) BEIOpaTE: KHOTIEY SAaKPBITH, YTO0LI

ﬁ HAYATE 3allHCh MAK POCA.

e 4. BEITOMHUTE TIOCAETOBATENRHO Oeii-

F— — A S CTBHSA 1Mo 0OpaboTEe IOKYMeHTa, KOTOphLIe

HYJKHO 3allicaTh B Makpoc. 3anuck Ma-
Kpoca NpH HeobXOJAMMOCTH MOMHO Bpe-

Tk

!

MeHHO NPHOCTAHOBHTE (Pazpaiom-
wukx —> Kod — Ilayaa wa), a saTeMm npoj-
JHTE (Paspabomuux — Kod — Bosobrnosumb sanucet B9).

C.u.eﬂyem ROMHLURLL, UYTO BO BpeMA 3allHCH MaEpPOCa BEITIOJTHEHHE CIHEp&H,Hﬁ
B OHKHe JOEYMeHTa ¢ HCIOOJIb3OBAHMeM MBILITH ﬁyﬂl‘e“l‘ BHE.TIGI{HPDBHHG H

Pwc. 1.63. OKHO CNUCKa MakpocoE

veazaTesk DyJIeT UMeTE BUJL -h HenonssoBanue MBILIH JIONYCHASTCH TOMNB-

KO s BEIOOpa KOMAaHJ, KHOIOK HIIH U3MeHeHHS MapaMeTpoB B JHATONOBLIX
OEHaX. B ocTaNLHBIX CHIYVUAAX HYHHO IPUMEHATE KJIABUIIN VIIDABJIEHUS KYp-
COpOM M coueTaHus knasHil. Hanpumep, 18 Bejlenenus pparMeHTa TERCTa
cnenyer uenonesopatk Shift + €, >, M, 4.

4. Korpa Bee onepallii Makpoca GyayT sallcaHbl, HY3{HO BRIIIOMTHHTE Paa-
pabomuur = Kod = Ocmanosums zanucet M.

CospaHHLll Magpoc MO3eT OLITHL BLINOJHEH BO Bpems paboThl Hajg H0KY-
mMeHTOM. JUIf 5TOro Hy»KHO HAXKATL HA KJIABMATYPe HA3HAUEHHOE coueTaHHe
KJABHII HIH BRIOpaThL HazHauyeHHYH KHonKY Ha [laneam GwicTporo moctyna.
SanycTHThL Makpoc Ha BBINOJHEHHE MOMHO TAKMKe H H3 JHAJOrOBOI0 OKHA
Makpoc (puc. 1.63), koTopoe OTKpPEBaeTCH BhIIONHeHWeM Paspabom-

yuk — Kod — Makpocwt 5. B criucke »Toro okHa NpHBe/leHEl HMEHa Beex
MAKPOCOB, COBITAHHEIX MOJL3OBATENAMH A5 Tekyuiero mabmona. Ilonksosa-
TN cnelyeT BRIOpaTE HMSA HYX¥HONO MAKpoca H KHONEY BemomsnTs. B sTom
CaMOM OKHE TO0JbL30BATeN b MOMKET YIAIHTL cos3/laHHbBle MaKkpochl, H3MeHHTE
HJIH HACTPOHTE HX.

ITpuBefemM anropuTM CO3JaHHA Makpoca Ha IIpHMepe TAKOIO 3aJaHH: B
TEKCTOBOM JIOKYMEeHTe saMeHHThL HasgBaHHe yuebHoro sasepenusi ¢ CIIT A 2
Ha VER «Ceumour ¥ OTQOPMATHPOBATE MAHHBIA (parMeHT TeKCTa Tak:
mpudT Arial, pasmep 10 nm, UBeT CHMBOJIOB MeMHO-CUHLIL.

1. Banyeruts Word 2007.

2. Bumonmutk Office = Hapamemput Word — Ocrnoanbie = Ocnognble
napamempbi pabomst ¢ Word — Iloraswieame exnadny «Paspabomyuxy
Ha nenme = OK.

3. Hauate sanuck makpoca, BeIIONHHUE Paspabomuwurx — Kod — 3anu-
camb Makpoc.

4. ¥eTaHOBHTE B OKHE Salllich MaKkpoca TakHe 3HAYeHHA CBOHCTB Makpoca:

1) B nnone Hmsa makpoca Beectt Hosoe  nazsanue.

2) B cnincke Makpoc goerynen ais suibpats Bee doxymenmut ( Normal.
dotm ).

3) B none Onuecanune spect TekeT Sasmera CIHT A 2 na YVBE «Ceumous.

4) B pazgene HazHAYMTE MAKPOC BEIOPATE MHKETOTPAMMY KHOMKE.



5. HacTpouTk napaMeTphl BelzoBa Makpoca B okHe [lapamerprs Word:
1) BuiGpats B criicke Hactpoiika manesm ObicTporo moeryma — [laa
gcex doxymMenmos.
2) Bubpars B cnucke Paanenuwrens makpoc ¢ Mmenem Normal New
Macros.Hosoe HazeaHue.
3) Briopats kgoney JlobaBHTE.
4) IlepeMecTHTE HHOMNKY MaKPOCA HA [epBOe MeCcTO B CIIMCHE HHOIOK

Ianemn 6BICTPOTO MOCTYIA, HCTIONL3YA KHONEKY BRepx E

5) Bribpatst kHonky HasMenuTs H B cniHcke H3obpaskedHHil HHOIOK BhI-
GparTe @.

6) Bubpate kHOonEy OK.

6. BRINONMHHUTE HY3KHEIE AeicTBHA Mo 00paboTEe TOKYMeHTAa:

1) Buinonuutk 'naenaa — Pedaxmuposanue — 3ameHumb.

2) B none Haitmu Beectn CIIT Aé¢ 2, B none 3aMeHUTEs HA BRecTH VBK
«Ceumoyus.

3) Brbpatt Bonvue = @opmam — Hlpugm.

4) Bribpate B okHe HIpudrr Hy>xHBIe sHaYeHHA cBolicTR: wipndT Arial,
pasmep 10 nm, IBeT CHMBOJIOB MeMHO-CUHLIL.

5) BriOpaThk KHONKY S3aMeHHTL Bee.

6) Beinonuntes Paspabomuurx = Kod = Ocmanosumsb 3anucs.

Insa npoeeprH paGoThl MAKPOCA CHAEAVET OTKPEITL HOKYMEHT, B KOTOPOM
Berpeuaerced Terer CIIT A8 2, u BriOpatTs Ha [lanenun 6sieTporo JoeTyna KHOI-
Ky &@. Ecnm makpoc cosgan NpaBuIbHO, TO BCe CTAPEIE HAZBAHUS IIKOJE B 10-
EyMeHTe OyAyT 8aMeHeHbl ¥ COOTBETCTEYIONIMM oOpaszoM oTdopMaTH pOBaHE.

£X) Tiposepete cefa E
1°. Yro taroe mabaod? g yero ero HenofesyeoT?
2*, HKarde cROMCTEA JOKVMEeHTA MOMHET ONpeJefIATE mabnoH?
3* HKak nonbsoBaThed MabloHoM I8 COSTaRNA JOKYMeHTa?
4*, HKaknde THNH abIoHOE CYVILeCTEYIOT B IporpaMme Word?
5%, Kakue onepalHi MOMHO BEIIOJHATE ¢ IIaGI0HAMI?
6°. [louemy cnegyeT oCTeperaThed MatIoHOE?
7*. Yem madioH OTIHUAETCH OT JOKYVMeHTR?
8% HKakoe paciidpeHHe HMeHH MOMET HMeTL Qaiin, B KoTopoM XpauuTes 1ab-
noe? Kakoll THo nMeeT (aiin madnosa?
*. OnMIIHTE, K&K CO3IAThL JORYMEeHT Ha OCHOBE YCTaHOBJIEHHOM abIoHA.
10%, KaruMH ciocofaMi MOMHO COBIATE ITAGTOH TONE3OBATEAT
11*. Yro taxce makpoc? JInfA Uero ero HCOOMB3VIOTT?
12®, HasopuTte, Kakie CYLIECTBYIOT cliocobbl cosiannsa Makpoca B Word 2007,
13*. OnHMIIHTe ANTOPHTM SANHCH MAKPOCA.
14®. [lns BLINONHEHHS KAKHX ONepaliil MOMHC HCOWIL3OBATE MAHHIYISTOD
MEIIIE BEO BPEMS BATTHCH MAKPOCORT
15%, Kak npocMOTpeTh CIIHCOK MAKPOCOB, COSLAHHLIX NOMB30BATENAME, KOTOPLIE
MOYHHO IPHMeHHTE 16 06pafoTii JoKyMeHTA?

@ BunonHuTe 3aaaHMs T

1*. Cosgaiire HobBLIH TexcToBLIl goKyMeHRT. BRIHCHHMTE, KakMe sHaUeHHS
CEOICTE CHMBOJIOE M A03a0eP YCTAHOENeHH B mabmoHe Normal.dotm mo
VMOAUAHKK HA BAIIEM KOMIOLIOTEDe. SATTNIINTE PE3VALTATEL B TETPA L.

2*. Orrpoirre TekeToBRI Tponeccop Word 2(007. ITpocuoTpHTe yeTaHOBIEHHEIE
abmoHE JOKYMEHTOR. BRISICHHTE HX KOMHYECTEO, TEMATHRY JOKYMEHTOE,
KOTOPEIE MOMHCO CO3JIATE HA HX OCHOBe. PeayIBTATE BANHIIHTE B TETPAIE.
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@ 3

4°.

5,

B*,

!

10%.

[ TTpaxTmueckas pabota Ne :

HaiimirTe Ha BallleM KoMIOEIOTepe Qalinkl-mabnoHe JOKYMeHTOR. SATHITHTE
B TETP&JEL, E KAKOH Nanke oHH sanHcaHel. Croneko daiinos-mabnonos? OT-
KpoiiTe HEKOTOpLIE M3 HUX H NpocMoTpHTe 9TH mabnonsl. JLNa cosfanisa Ka-
KHX THIIOR JOKYMeHTOR OHH NpelHasHadek ?

CoamailTe MHCEMO B OPTHOMHTET KOHKYPCa +« YKpPalHa HMeeT TANAHTs O He-
MaHHH TPHHATE YUACTHE B $TOM KOHKYPCe Ha ocHOBe mabnona MHasiciarnnoe
nucemo. COXpAHHNTE HOKYMeHT B cobCTBeHHOR nanke B dailne ¢ MMeHeM
ynpaz:uenne 1.7.4.doex.

Cozmaiire coBCTBEHHYID BHAHTHYI KAPTOUKY, BOCHONLIOBABIINCE COOTRET-
CTBEYIOIMM 1abnodoM © caitta Microsoft Office Online. Coxpannte JoKy-
MEHT B coDCTEeHHOII nanke E daline ¢ HKMeHeM ynpaskHeHle 1.7.5.doex.

. CospaliTe RaneHfgapk Ha TERKYIIHI Mecsn, BOCTONLIOBABIIHCE COOTEETCTEY-

wiun mabnoaoM o cairra Microsoft Office Online, CoxpaauTe IoKVMeHT B
cobeTBeHHOI nanke B gaine ¢ nMeHen ynpasksenne 1.7.6.docx.

CozgaitTe Hoprill mwabdnod 18 oQopMIeHHH TEKOTA HA MOYTOBLX KOHBEPTAX.
CoxpatiTe abJIoH B KOJIeKI[HH,

CoapaiiTe Makpoc A0 3aMeHLl B TEKCTe s8cex Fanametx Ha OYKROCOYeTAHHE
SIIT, a moverr — Ha THH, BEagEaunE Magpocy KHOOKY Ha [lanemm Ovp1eTporo
mocryna. Ilpoepeprre paboTy MaKpoca I8 odpaboTHHE YKASAHHOTO YUHTEIeM
thaiina (manpumep, Tema 1\Sanauua 1.7\ oGpaszen.docex) .

Cosgaiime MaKpoC 15 COPTHPOBKH BJIEMEHTOB CIIHCKA 110 AndaBuTy, HasHa-
B Makpocy KHONKY Ha Ilarwemn GeicTporo goctyna. [IpoeeprTe ero pafory
LA 00paboTKH VHABAHHOTO VunTeneM (aiina (Hanpumep, Tema 1% Sagannsa
1.7\ obGpazen.docx).

CozmailTe MAKPOC HACTPOMEM NADAMETPOE CTPAHUIE COTMACHO ONPEIeIeH-
HOMY BAMH (GOPMATY I HocHefyIomel neyaTy JOKYMeHTs, HAZHAUHE MaKpo-
CY HEKOTOpOoe coueTaHie KNaeHil. I[lpoeepnTe ero pabory nns obpaboTkH
VEAZAHHOTD yunTenem (qaiina (Hanpumep, Tema 1\3apamma 1.7%o0pazen.
docx).

Buumanmue! Bo spems paGomel ¢ KoMnsiomepom colnmwdatime npasuna Gezondae-
HOCMU U Canumapno-zusie HuLecicue HOpae,

1. Otk poitTe yrasasHbl yunTenem ¢aitn (manpumep, Tema 1\IIpakTHueckasa 3\
ofpasen np3.doex).

2. INpuMennTe k odopMIeHHI0 IOKYMeHTa TeMY A preas.

3. OrdopMaTHpyiiTe 3aroIOBKH TEKCTOROTO AOKYMEHTS © HCNONE3OEAHHEM CTHIEH
BAMOIOBKOB.

4. Ordopuatupyitre ofBeKTE TEKCTOBOIO JOKYMEHTA ¢ HCOOMEIOBAHMEM TAKHX
crTmed:

s TexkcToBRIE HparMeHTE — CTHNE Crmpozuil.
o Tabnuel — etk Cpednas zanueia — Argenm 6,
s PrcyHEE — cTHAE paMEH — O oxpyzaednum yenom, Genai.

@ 5. CoagailTe B Hauaie JOKYMEHTA €0 OIJIABICHHE,

6. Coxpanure okyMeHT B coberpernoill nanke B dailne ¢ MMeHeM NMpakTHYeCKAasd
pabora 3-1. doex.

7. CospaiiTe TEKCTOERRIN TOKYVMEET HA oCcHOBe mabnona Cmandapmuoe pesome.

8. BanonuuTe mabnoH apToinorpadpHuecKHME JAHHEIME I8 OIPOX0MIeHHA yued-
HOH IPAKTHEH B KOMIBKTEPHON hHUpMe.

9. CoxpauuTe ZOKYMeHT B coGcTBeHHOl nanke B daiine ¢ MMeHeM npakTHUYeCKAasd
paboTa 3-2. doex.



‘ E
Tnabo <
KOMINBIOTEPHLIE NPESEHTALIMW

B aToii rmaee Bkl y3HaeTe o:
' MPe3eHTaunaX, KOMMNBIOTEPHBIX NpeseHTaumax, X Knaccudukauyun n Ha-
3HavYeHuw;
s TEXHWYECKWX CPpeacTBax ANd NpocMoTpa KOMINBIOTEPHBIX Npe3eHTaLuiAg;
L]
L]

o6Lmx TpeboBaHWUAX K CTRYKTYpPE W AW3aiHy KOMMNbIOTEPHBIX Npe3eHTaLni;
cucTemax obpaboTkM KOMMBIOTEPHLIX NpeseHTaumii, ux obbekTax 1 CEOM-
cTBax;

CO30aHNN, pefaKkTUpoBaHn U QopMaTUPOBaHUK KOMMNBIOTEPHBIX Npe3eH-
Tauuin u nx 06LeKToE;

NPUMEHEHUW aHUMAaLMK K oBkeKTam Npe3eHTaumii;

HUCNoNL30BaHUKN TUNEPCCHINOK W KHONOK AERCTBWIA B Npe3eHTaLnsx;
HacTpoiike NnapameTpoB AeMOHCTRpauMy NpeseHTaLnii;

NpocMoTpe Npe3eHTaLKii B pa3HblX NporpaMMHeIX cpepax;

COXpaHeHWW KOMMNBIOTEPHBIX Npe3eHTaLWii B pasHblix dopmarax.

2.1. Cucremsbl 00paboOTKM KOMNBLIOTEPHLIX NPEe3eHTaLMN.
Mporpamma Microsoft Office PowerPoint 2007

1. Kakve TexHW4eckMe cpefcTBa MCNoNb30Banvck ¥ Bac Ha 3aHATMAX?

2. Kakve mynstvMevitHele yCTpoRcTBa Bel 3HaeTe?

3. Kakue cpencrea ans MINIOCTRaUMM pacckasa 06 akcKypcuMK Bl Bkl MCNosb-
aoeanu? Kak Okl Bol HA3BANKW 3TO MeponpuATHE?

4. Kakas cTpykTypa okHa Microsoft Office Word 20077

5. Yro takoe gaiin? Yro takoe twn (Gopmar) daina? Kakwe dopmartel Tek-
CTOBLIX M rpadmyeckmx Gainoe Bul aHaeTe?

IIpeserTanuy 1 KOMINBIOTEPHEBIE NIPE3CHTAILNH,
MX HAZHAYCHHE U BHIEI

JlocTaTouHo YacTo BOSHHEAET MOTpefGHOCTE B MPeNCTABNeHHH Yero-To Ho-
BOIr'O: Hjieil, NpoeKToR, NPOAYELHH, ToOBapa H T. 1. MeponpuaTie, Ha KOTOpOM
NPOMCXOAUT TAKOE NpeAcTaBIeHNEe, TONYIHIIO HASBAHHE NMpes3eHTALMA (aHTI.
presentation — nNpejicTaBneHue).

Jns ynydineHns BOCOPUATHA JOKJIATUHKH
H3JJaBHA HCIOJL30BANIH HILIIOCTPATHBHLIH
maTepHas. Panee, npH OTCYTCTBHH TeXHHYE-
CKHX CpejilCTB, BO BpeMs MpoBe/leHHA Mpes3eH-
TAIHH [MHPOKO HCIONLIOBAJIH H3rOTOBJIEH-
HEI€ BPYVUHYIO HIH THOOrpadCKHEM clocoboM
CXEMbl, KAPTHI, TabNH L], rpaQHEH, JHATDaM-
MBI H T. 1. llo-BHAMMOMY, ¥ B HACTOSAIIIHH MO-
MEeHT 3TOT BHJ HATJIAJHOCTH JOCTATOUYHO Ya-
CTO HCIOJB3YIOT BalllH YUHTENS Ha YpoEKax

Puc. 2.1. Mecnonk3oBaHne anek-

TPOHHEX 1 SymaxHBIX CPencTe ans
(puc. 2.1). nepefayn coobLLEHW Ha ypoke

s
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TexuuueckHi nporpecc obyCIOBHI [OABJE-
HHe HOBBIX CPeACTB AJfl NMpOBeIeHHs MpeseHTa-
il — JHANPOEKTOPOE H IpadorpoekTOpoR (Ko-
nockonoB) (puc. 2.2). IlepBLle BOCIPOHIBOIHINA
H3o0pazkeHHe ¢ (POTOIIIeHOK H JHATIOSHTHBOB, &
BTOpEIE — ¢ [pO3pauYHBIX [UIeHOE (cnaiifop Him
TpaHcnapaHToB) dopMaTa, BIHsEoro ¥ Ad,

OcofenHo MMPOKOe PaclpocTpaHEHHEe TOJY-
yrH rpadronpoekTophl (aHr. overhead projector —
BEPXHHE IpoekTop), KOTOpRIe OpelocTaBRIISIH
JOKJATUHKY BOSMOXKHOCTE 3a c4eT OBLICTPOTro H3-
MeHeHHUS [UIeHOK, HANOMEeHHs oJHOoro usobpa-
MEHHS Ha Jpyroe, BEJIIOUCHHS PYKOMHCHBIX
obbficHEHHI M PHCOBAHHMSA NHHWUH B3aHMOCBASH
cllenaThs npeseHTalnio Oosee IHHAMHYHON, One-
paTHBHO pearipoBaTh Ha BOMPOCH! cayLIaTesne.

Hns pazpaboTEH W MeYaTH MHAIOSHTHBOB H
IIeHOE I rpadonpoekTopos ¢ Hauana 1980-x
FOJIOB HAYAJIH MCHOJL30BATE KOMILIOTEPHLIE
nporpaMMel — CHaYaja TeKCTOBbIE pejlakTophl, a
3aTeM M cliellHaIbHbIE [IPOrPAMMbI.

C mmMpoEHM pacnpocTpaHeHHeM MepcoOHaNBHBEIX KOMIBLIOTEPOB HavyaJu
cO3aBaThCs clelHaJbHble 3IeKTPOHHBIE NOKYMEeHThI, KOTOphIEe CoAep:Kan
MaTepHalkl PeKJIaMHOrO MJIH HHPOPMALHOHHOIO XapakTepa H OBUIH [IOATO-
TOBJIEHEI JIJIS [IPOCMOTPa Ha BEpaHe KoMObloTepa. Takue JOKYMEHTEl CTAJH
HAJEIBATE KOMIL !:IGMEPHHMH RPE3€HME!.§-ILR MU, a [MporpamMmel A CO3ITaHHA
TAKHUX JOKYMEHTOR — cucmemamu obpabomuu npezenmayuil.

Puc. 2.2. TpacionpoekTop

TlpuknaHbie MPOrpaMMEl, NPeHASHAYEHHBIE [UIH CO3/IaHHA KOM-
NBOTEPHEIX NpPeseHTAlHIi, HASHIBAKTCA cucmemamu obpabomru
npeseHmayuil Wil pedaxmopamu npeseHmayu.

Jlna pemoHeTpalui KOMIEIOTEPHEIX [TpeseHTAlHI He-
MONLEYIOT pasHooGpasHEIE CPeAcTBA — MNepCOHANLHEIE
—— KOMOBIOTEPE], AeMOHCTPAIHOHHBEIE MOHHTOPEL GONMBLIIHMX
Crafinoesie | | Moroxoese |  PASMEPOB, MYJILTHMeAHITHEIe IPOEKTOPE! H BIeKTPOHHEIE

(MynbTHMEMIHEIE) JIOCKH, CEHCODHBIE SKPAaHbL ¥ T. I1.

Puc. 2.3. Buanl Cpen KOMIOBIOTEPHEIX [PEe3eHTALIHN  pasiHyaloT
KOMTBIOTEPHEIX cnalidosvie U nomoxkossie NpesedTalllHy (puc. 2.3). Coot-
npeseHTaLmi BETCTBEHHO M CHCTeMBl JiJis oBpaboTHH KOMNBIOTEPHBIX

npeseHTALMI pasfensaioT Ha cucmembi obpabomru cnralddoebix npesenma-
yuil U cucmembl oGpabomiu nomMoKoeblx Npe3eHMmayull.

Cnaiidosan npesenmayun paspabaThIBAETCH M JIEMOHCTPHPYETCH HAK M0-
CHeJOBATeIEHOCTE CIaHTo8,

Craid npesenmayuu — 9T0 OT[AeIbHAN DKPaHHAN CTPAHHMIIA, KOTO-
pas MOXeT coflepikaTh TeKeToBEIe, rpaiieckie, BHIe0- H 3BYKOBEIe
00'BEHTEL, THITEPCChLIKH.

,[[GI{J'.[HJ.V-IHR, Eak NMpaBHIC, pPYEOBOIHT cMeHO0ii claiijloB Ha SEpaHe, IMoce-
JOBATCJIEHOCTEHY [MOABJICHHA Ha HHXE OOpele/lcHHEBIX obwerTOoB. OH MOMKeT



[pejlBapHTeNILHO HACTPONTE ABTOMATHUYECKHI I0Kas o0'LeKTOB uepes olipeje-
NeHHble HHTEPBAIE BpeMeHH.

K sTomy By cHeTeM 00paboTkn npesenTaiiii orHocaTes Microsoft Office
PowerPoint, OpenOffice.org Impress, Powerbullet Presenter, ProShow
Producer, PPT CREATE, Quick Slide Show, MySlideShow u ap.

JIpyrum BHAOM npeseHTALHH SABIAIOTCA nomokxossie npesenmayuu. Onn
npe/lHASHAYEHE! JUIA HelpephIRHOTO BOCITPOMBEEJeHNS MOCIeOBATENLHOCTH
(moToka) o'beKTOR ¢ Npe/lBAPHTENLHO Ollpe/le/IeHHBIM BpeMeHeM [I0Kasa Kaik-
[Oro B8 HHX. PaKTHYECKH 5TO BHAeO(PHILM, HAOpHMep PEKJAMHOTO HJIH
yuebHoro HasHayeHHdA. [TporpaMMamMu s ob6paboTEH 9TOTO BHIA MpeseHTa-
il aengioTesa Adobe Flash, Microsoft Movie Maker, ANFX Visual Design,
Virtual Tour Builder u mp.

Crenyer 0TMETHTE, YTO NOA06HAA KIACCH(HKAITHS [TPE3eHTAIIHII H cHCTeM
A uX 06paboTKH eCTh B YeM-TO YCIOBHOH. 3TO CBABAHO C TEM, YTO PACIITHpe-
HHe (PYHEITHOHATLHOCTH CORPeMeHHEIX MPOTPaMM JIIA 06paGoTEH caaiiqoBRIX
Mpe3eHTAIHI MPeIoCTARNSET NOMLI0BATENIO BOSMOMKHOCTE COSIABATE MPes3eH-
TAI[HIO, KOTOPas Mo CEBOMM CBOCTBAM (PAKTHYECKH HE OTJIHYAETCHA OT MOTOKO-
BOIf mpeseHTAIHH. Takan ke CHTYAIMA H ¢ NpOrpaMMaMy s 0bpaboTEl no-
TOKOBRIX NpeseHTainii. X cpemcTBa NMpefocTABAAIOT BOSMOMKHOCTE [MOJTE-
BOBATENI0 BEJIOUHTE B [IOTOKOBYIO MIPEe3eHTAIHI0 (PparMeHTEl TeKCTa, TabIH-
I, CXE€MEI H JIEMEeHTEl VIIPaBJIeHH A 00 LeKTAMH.

B nocnennee BpeMs NpHOOPETAIOT MONYJIAPHOCTE pasMeneniLie B HaTep-
HeTe cpelcTBa 00paboTKH pasHooOpasHEIX JOKYMeHTOB. EcTh nogobHEe cpe-
CTBA H AnA paboTe ¢ npesenTauuami: Google Presentations (http://docs.
google.com), Prezi.com (http://prezi.com), Zoho Show (http://show.zoho.
com), SlideRocket (http:// www.sliderocket.com), Spresent (http://www.
spresent.com) u T.n. OCHOBHEIMH TPEeHMYIIECTBAMH HCIOIL30BAHHA 9THX
CPEICTE ABNAETCHA HX GeclNaTHOCTE H HOCTYIHOCTE H3 JI0O0T0 KOMOBIOTEpA,
MoK ToYeHHoro K MaTepHery. JLnsa XpaneHus cO3IanuuLIX (haiiior MOMKHO He-
MOJLROBATE BIEKTPOHHEE XPAHHIHNIE JAaHHEX B MaTepHere. YIo0HBIM AB-
nAeTCs TAKMKE TO, YTO COBIAHHYIO KOMILIOTEPHYIO MPESEHTAITHIO ¢ paspele-
HH A ABTOpPa MOTYT IIPOCMATPHBATE JpyTHe NoaLsoBaTen HutepHera.

& IpadonpoekTop BNepBLie HaqYanM WCNoNL30BaTL B NONWUERCKMX OTOSNeHUAX
il Coepwvrentbix LLtatoe AMepukw ana Mogenvpoeanua ¢GotopoloToB NpasoHa-
pywurenei. Yactn nuy paszHoin Gopmbl GelNM HAPUCOBaHLI Ha NPo3payHbLIX
nneHkax. [neHK HaknaJseanuck 0Ha Ha OpYrylo Ha cTekne rpadonpoekTopa, W ato
HaobpameHWe NPOeKTUPOBANDCE HA SKpaH. Tak cBUAeTank NpaBoHApYLUEHWA MOTTK ©
NOMOLLEKD COOTEETCTEYHILLMX CNeUWanucToR CMOAENWPROBATE NOPTRET YENDBEKA, KO-
TOPOro NOAO3PEBany B COBEPLUEHUA NPecTynNeHus.

B nepewii paz onAa obyyeHvs rpadonpoekTopsl Seiny npumeHeHsl B apmun CLUA B
koHue 1940-x ropoe. Mx addekTMeHOCTE 0BYCNoBUNa LIMPOKDe pacrnpocTpaHeHue
STMX YCTRORCTE B crcTeme o0pasoRaHned, 8 HEMHOTO Noaxe W B BuaHece. 3TW cpe-
CTBA W CerofHa LUMPOKO MCNONL3YITCA B 0ByHeHU 1 PAsNUYHBLX PEKNamMHBIX aKLMAX.

OcHOBHEIE BOZMOKHOCTH CHCTEM 00pADOTEN KOMITBIOTEPHBIX
npe3eHTanunmn

CoBpeMeHHEIE CHCTeMBI 00paboTKH CHIaHJOBEIX KOMILIOTEPHEIX ITpe3eHTa-
[Hil — 9T0 pasHOIUIAHOBEIE [IPOTPAMME], KOTOPEIE NPeIoCTABISAIOT JOKNIATUHEY
HIMPOKHE BOZMOMHOCTH JUIA HILTIOCTPALIMK ero Weit nnn yuebHoro matepuana:
® BHEJIUYEHHEe B cnaiijikl [IpeseHTAllHH TeKCTOR, Irpaduyeckux naobpaeHunil,

BH/IEO H BEYHEOBLIX 00LEHTOR;
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pefakTHpoBaHHe H (pOpMaTHpOBaHHe 00LEKTOB Mpes3eHTAL[HH;

HCIIONB30BaAHKe 1abnoHoB H cTHell odopMiieHns claiigos;

npumMmeHeHHe axekToB AHHMALIHHA K 00BeKTaM [MpeseHTAIlHH ;

HacTpoilka nocliefoBATENLHOCTH H IUIHTENILHOCTH 0To0pasieHls o beKTOR

NnpeseHTAI[HH;

® HacTpolika pesKHMOB JeMOHCTPAIIMH ciailijloB Ha SKpade MOHHTOPA HIH C
HCIONL30BAHHEM MYJILTHMe HITHOrO IpoerTopa;s

s JIeMOHCTpallHs CO3MaAHHOI Mpe3eHTallHH;

* [OArNOTOBEA K MeYaTH claiiloB NpeseHTAllHH HA MOHOXPOMHOM HJIH I[BeT-
HOM IPHHTEepe;

* COoXpaHeHHe Npe3eHTallHH B (laiiiax pasHBIX (OPMATOB LIS BOCOPOHSBEIe-
HHA ¢ HCMOJNL30BAHHEM pasHbIX MPOrpaMMHBIX MPOAVETOR;

s BHEAWYeHHe B dailiikl npeseHTAlM CpeICTE BOCNPOHUIBEeHHUS [1pe3eHTa-

LMK JIA JeMOHCTPAIIMH ee Ha KOMILIOTepe, Ha KOTOpPOM He YCTAHOBJIeHA

HH OIHA cHeTeMa obpaboTEH NpeseHTALH i

H Op.

O01an XxapaKTepHCTHEA CHCTeMbl 00paboTkH npeseHTanmni
Microsoft Office PowerPoint 2007

Cucrema obpaborku npesedtauuit Microsoft Office PowerPoint otHoCHT-
Ccf K nporpaMmmMan obpaboTkH caaiiioBeiX npesenTtanmii. Meul Oyiem uayuaTh
BEpCHI) MNporpaMMbl, koTopasd HaskiBaeTca Microsoft Office PowerPoint
2007 (pansie PowerPoint 2007) (anrn. power — cina, SHEPrus, MOLIHOCTE;
point — TOUKA, CYTE).

ITporpamma PowerPoint 2007 uMeeT Bee BOSMOMKHOCTH cHeTeM 00paboTri
[npeseHTallHil, KOTOpEle OLUIH paccMOTpeHEl Bhillle. OHa MoxkeT paboTaTe B
IBYX OCHOBHEIX pesKHMAX — pesHMe co3danHua u peddKmuposaHuUs npeseH-
Mmayuy UIN B periMe ee de MOHCM Payuu.

CranpiaprieiM hopmarom daiinos npeseHTalyil, NOANOTOBNEHHBIX ¢ He-
noassopaivem PowerPoint 2007, sipnsiercss gopmar PPTX. Kpome toro,
PowerPoint 2007 obecnieunsaer paboTy ¢ MNpeseHTAIMAMM, CO3JAHHEIMH B
npefibIyIIHX BepcHAX nporpamMmmel B opmate PPT, a Tak:ke coxpaHeHHe
npesedTalvii B daiinax pasunix QgopmaToB. OnHcaHie HEKOTOPLIX M3 HHX
naHo B Tabnume 2.1.

Tatauya 2.1, Illpumeprl popMaTor dailiior, B KOTOPEIX MOIYT ORITE
coxpanensl npesentanuu PowerPoint 2007

Cmandapmuuiil
Popmam AR Onucanue gropmama
PPTX -y Dalin npesentanuu, cosgauboll B Microsoft
Office PowerPoint 2007
PPT =] Dajin npese”HTAIlNH, cozgaHHoll B Microsoft
Office PowerPoint 97—-2003
ﬂ Pajiner mabnoHoe npeseaTandl  Microsoft
POT, POTX ﬂ Office PowerPoint 97—-2003 u Microsoft
Office PowerPoint 2007 coorsercrsenHO
- Paiinm npeseHTAITHN, KOTOPEE BCETLA OTHPEI-
PPS, PPSX P BAIOTCH B peskMe TeMOHCTpal, A He B peski-
Me pefakTHpOBaHHA




PowerPoint 20007 tar:xe npejlocTapiseT NOJL30BATEN0 BOSMOMHOCTE CO-
XpaHHTE NMPe3eHTAIIHH B (lopMaTe Bed-CTPaHlIl, a OTAeTLHEIE CaliIkl MpeseH-
TAIHH — Kak rpajduuyeckre Qaiine popmaTor GIF, JPG, PNG, BEMP, TIF,
WMF, EMF.

OcHOBHEIM 00LEKTOM B cCHCTEMAaX o0paboTKH claliIOBEIX NMpe3eHTAIIHH AR-
NfAeTCA TMpeseHTAlHA Kak COBOKYMHOCTL OTHeNLHEIX chaaiimoB. Ha cnaifimax
MOI'YT HAXOJAHUTRCH pas/iHuHble 0bbekThl. Kaxsii 1s obeKTOB [IpeseHTaALHH
HMeeT cBolicTRa (Tabn. 2.2):

Tatauya 2.2, CROHCTRA OTAeNBHBIX 00BeKTOR MPes3eHTAIIHH

Ofserm Ceoillemen obsexma

Cnaiig Tun, pasmepsbl, DOPAIKOBLEI HOMepD, OPHEHETAIHA, (POH, HATH-
e KOJOHTHTY 0B, BETOBAA CXEMA I Ip.

Hagnuck IMpudrr, pasMep, DeeT, HaYepTaAHHEe, BUIOHIMEHEHHe, MHTeD-
BAMEL, paaMelleHle Ha cnaiife, sqyper TR AHHMAIHH 1 Ip.

PrcyHok Bup, pasMep, [BeTORAA TAMMA, CTHAN oQOPMIEHHA, MO0MHEe-
HHe, 8peKTH AHNMAIIHH H Jp.

I'unepeceinka Tun ofbekTa, HA KOTOPLIH COBLIAETCH, £1'0 PASMELIEHHE W .

WMpoen cozfaHua cneuMansHoi NporpammMel 008 NoAroToBKK NpesedTaumoHHEX
"LETH MaTepUanoB ¢ UCNoMb30BaHWeM KOMMBIOTEPa MPUHAONEXUT aMepuKaHCKoMy
~ yueHomy PoBeprty MackuHey (puc. 2.4). OH B 1984 mp,y Npennoxun KoHuen-
LMKO TAKOR nporpaMmmel. B TedeHuwe cnedyiowmx Tpex net B
coaeTopcTee C [leHncom OcTUHOM 1 TomoM PyakuHBIM
onsa komneotepa Apple Macintosh 6uina pazpaGorana
nporpamMma Presenter (aum. presenter — TOT, KTO Npej-
craenAeT). Ha sapepuwiailem atane paspaboTkM aT1o Ha-
apaHWe nameHunk Ha PowerPoint. B 1987 rony nporpam-
ma Grina kynnexa kopnopauweid Microsoft.

MNepeas nporpamma (puc. 2.5) npegHazHavanacks Ans
NoAroTOBKKM HepHo-Densix npospasddsix nnedHok, Ho yxe
cnepywllan eepcus PowerPoint s Windows wvmena
LBETHOW WHTepgeic 1 COOTBETCTRYLIWE CpeacTBa co3-
OaHus LUBeTHLIX MaTepuancs Ang npeseHTauwii. Jlnvtens-

[Pow LrPulm_

o " Wy Frepme—

——
T b, By O b
o W oy Mg

Puc. 2.5. OKHO NepBoi BEpCUM NporpaMme
PowerPoint
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Hoe Bpema nporpammMa PowerPoint Gulna copyeHTUpoBaHa Ha NoaroToeky MaTepua-
noB, KoTopble B AanbHeillem pacneyaTbBanick Ha NpospayvyHbiX MnneHkax ans
rpachonpoekTOpPoB WNK B BUAOE cnaifos 35-munnnMeTpoBoi NNeHkW Ans avanpoek-
Topoge. B nocnenytowemM 0CHOBHBIM HazHayeHWeM NporpaMmel ctana NoAroToeka ma-
TEPUANOE V15 KOMNLIOTEPHORN (3KpaHHORN) NpezeHTaLKnK,

danyck PowerPoint 2007. Oxno nporpammel. /lemonerpamus
NPe3eHTAIIHA

Ilporpammy PowerPoint 2007 mo:kHO sanycTHTE HA BhINOJHEHHe He-

CKOJBEHMH CIOCo0aMH. HPHBE,I[BM caMbie paclipocTpaHeHHBIE H3 HHX:

BRINOMHUTE Hycx —> Bee npozpammv. — Microsoft Office = Microsoft
Office PowerPoint 2007;

HCIONBL30OBATE SIPILIK mporpaMMEel HA PaGouem ctone nnn Ha Ilanenn G651-
CTPOTO 3AIYCKA;

ABasJbl LIeNKHYTE Ha sHauke Qaiina npesentauni PowerPoint (cm. Tabu.
2.1), svanpumep ° .

22 ® @

: LY J‘ g = —I: I — = = — L

—— A A T S $ e

Tl L z il s B 4y _f.ﬂ 4

ey o FEEE Y " aEEamE — o ey w—

KoMusionCpnstc snpy e

TR A STT

Kuonka Office KHonKK nepeloueH s peHMOR
IManens GEICTPOTO TOCTYIA .
CTpoka cocTOAHNUA

CTpoka sarnaBMya OKHA
O6aacTh saMeTok

eePeee ® @

NpOTPaMMED

JlenTa O6aacTh CTPYKTYPEI H cIaiigos

IMonoca TpOKPYTHR JlmaeiikK

Cnafin Brnagru Cnajigel u CrpysTypa
DneMeHTRl YVIIPARMEHISA JIIS Kuonka sakpeitis O6macTi cTpYRTYPEL B
HaMeHeHHA MaclTaba cnaiinor

Puc. 2.6. OkHo nporpamye PowerPoint 2007



*m . Candad i 18 Tecrpas sewr” | O yepsumicsd
1

Ky OTEDHE Puc. 2.8. CTtpoKa COCTORHMA

Supytc  —
W GopuGa ¢ e

Ilocne sanycka nporpaMmil PowerPoint
5 2007 na skpaHe NOABNAETCH ee OKHO, BHJ

Puc. 2.7. Bknajku Cnainael KOTOpPOro NnpejcTaBieH Ha pucyHee 2.6. 31o

s OKHO mogobHo okHy nporpaMmMel Word 2007,
¢ KoTOopoil BRI 03HAKOMUIHCE B 9-M knacce ¥ B 'nage 1 10-ro kiacca.

OcHoBHeIM oTnuunem uHTepdeiica PowerPoint 2007 or Word 2007,
KpOMe COIEpHAHMA BEJIAJOK W IPYIN sneMeHTOR ynpasienuns Ha Jlenre,
SABIAETCA 0ToOpakeHne Mo YMOMUAHHIO B JIeBoii yacTH okHa 061acTH cTpyk-
TYPBI M cJIAlI0B, a B HH:Hel — O0nacTH 3aMeToR.

ObnacTe CTPYKTYPHL M cJaiijloB uMeeT jABe BEIajkd. Brnagwka Caaiijmsl
NpeHASHAYEHA s 0ToOpa)KeHHsA B BHIE SCKHB0B CIAHIOR NMpe3eHTAIHH
(puc. 2.6, 11). Tarkmxe e MOMHO HCIOJNLIOBATE INA U3MEeHeHHA MMOCIEN0BA-
TEJILHOCTH pasMellleHns cnaiiios, 6LICTPOro nepexojia K HYy:KHOMY chaiiay.
Brnagka Crpyerypa (puc. 2.7) npenHasHauyeHa I8 NIAHHPOBAHHASA CTPYETY-
PhHI Ipe3eHTAIHH, DRICTPOTO CO3JaHHA HY KHOTO KOoJHYecTBa claiilos c HX aa-
TOJIOBKAMM, BHECEHHS MBMEHEeHNH B Moc/e/[0BATENLHOCTE CHAiIOB NpeseHTa-
IIHH Ha JMoboM sTamne ee 00 paboTKH.

MIupuay O6aacTH CTPYKTYPHL M clAiI0B MOKHO H3MEHWUTL, [EPETAHYE
[paByo PpaHHLY B HY:RHOM HanpaeJieHHH (puc. 2.7). Ina sakpelTid 31011 006-
JIACTH CIIEAVeT BRIOpaAThL KHONKY M, a I/ BOCCTAHOBIEHHA — KHONKY O0bru-
HBII H3 KHOMOK [epekJueHd PerkHMOB IPpOCMOoTpa.

Ilone 3aMeTkH K clAlAY MCIONB3YETCH JUIS BBEJEHHUA TEKCTa IO/ICKABOK,
KOTOPLIE MOTYT MOHATOOHTLCA JOKJIATYHEY BO BpeM#A TeMOHCTPAIIHH Npe3eH-
TAIWH, HIH MOMeTOE JUIfl NocHeIyIolerc peakTHpPoBAHNA W GopMaTHpPOBa-
HUA cnaiiga.

B mm:xnpeii yacTn okHa nporpaMmMiel PowerPoint 2007 maxogurea Ctpoka
coctoanuda (puc. 2.8), B koTopoil oTobpaskaloTea coolleHHA 0 HOMepe Tery-
miero caaiiga 1 ux obigem KonmuuecTie, 06 HCNONB30OBAHHOH Teme odopmne-
HHUSA cnaijia v 0 A3kIKe TeKYIIEero parMeHTa TeKCTA.

Cnpaga ot CTPOKH COCTOAHHA pasMelleHbl KHOMKH NeperIIOueHHA PestH-
MOB MNpoCcMOTpa npesedTalui (puc. 2.9). Pexxum OOBIMHELT MCNIONB3YETCH BO
BpeM$l COIJAHMS, PEIaKTHPOBAHHA ¥ (POPMATHPOBAHHSA CHNANHIOB NpeseHTA-
i, B peskuMe COPTHPOBIIHK cJaiI0B, KaKk H Ha
Brnagke Chaliiel, Ha SKEpaH BLIBOJAATCH 3CHH3I
cnafilor, YTO JAET BOSMOMHOCTE MNOJE30OBATENIO
OIEHHTE ILEeNOCTHOCTE KOMIIOSHIHH H CTPYETYPY
Beeil MpeseHTAl[HH, a OpH HeoDXOIUMOCTH H3Me-
HHTh NMOPSAJOK pPasMelleHns Cclaifos, YAalIdThb, j
CHPHIThL OTAEeNLHBIE H3 HHX HJAH A00aBHTH HOBLIE. O‘KHGI‘IK& P pT——
Bribop kHonkn Iokas enaliioB NpHBOJIHT K Je-

MOHCTpallHH [MpeseHTAIIHH, HauWHaA ¢ TeRyLiero eKHﬂﬂKﬁCﬂlﬁﬂmﬁuﬁK
crnaiija. cnaipos

HauaTe AeMOHCTPALHIO NPeSeHTAIIHH MOMHO OKHGHKE Mokaz cnaipoe

TaKe, BLIOpAB Ha ERJIEI,J.J,:HE HNokas caaiinor B PUC. 2.9. KHOMKU nepeknio-
rpynne HauaTs nokas cnaiiioB ojHY M3 KHOMIOK —  yopus PEXWUMOE NpOCMoTpa

H an
C Hauana o unH C Tekymero caaiiaa '.‘;J Hauats NpeseHTaLm
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AEeMOHCTPALIMIO [IPesSeHTALMH ¢ [NepBoro CcHailjia MOMHO Tak:e Ha)kaTHuem
kaapumma FS nmn Bud — Pexcumui npocmompa npesenmayuu — Ioxas
craidoes. B pexunme IeMOHCTPAIIHHA 0D LeKTERI MPe3eHTAIHH MOABIAIOTCA B 3a-
BHCHMOCTH OT HACTPOSK: HIIH ABTOMATHUECKH Uepes onpejie/leHHbIH nHTepBan
BpeMeHH, HJIH [ocJe HaXKaTHA JeBOH KHOIMKH MBIIIH (onpefeleHHbIX KJIaBHIII
KJABHATYPEL — KIABHIN YVIIPABIeHHA KypcopoM, knaBuinu lpomyck).

IlperpaTuTe Je MOHCTPALLHIO [peseHTALIMH MOXIHO, Haxkas knasuiuy Esc.

CrnpaBa OT NOJBYHEA NS YCTAHOBEH MacinTaba oTobpakeHHsl MpeseHTa-
MK pasMellleHa EHONEA BrMeaTs cnaiil B Tekyllee oKHO ;ﬂ [Tocne Bribopa
5TOl KHOIMKH MPOMCXOAHT ARTOMATHUECKOE NMPHBEIEHHE PASMEPOR claija K
pasMepaM okHa. ToT e pesyILTAT NONYYaeTCHA [ocjie BeinonHeHus Bud —
Macwmat = Bnucams 6 oxno.

L) TipoeepeTe ceba ==

1°. Yro Takoe IpeseHTALHAT
2°, Kakue nevarTHble ¥ TEXHHUECKHE CPEJCTBA MCIIONB30BAIKN PAHBIIE BO BpeMs
npose e HHA npesedTaguii?
3% HakwWe cpelcTha [if NpOoBeIeHHA NPe3eHTAIHH HCNONLIVIOT B HAcTofLee
BpeMA?
4%, YTo TaKOE KOMIBKTEPHEAA NPe3eHTAHAT
5%, Kak HasBIBAITCH NPOTPAMMEL LA COSIAHHA KOMIOLIOTePHEIX OIpeseETamii?
K kaxkoMy BUAY IporpaMM OHHM OTHOCHTCS?
6*. Eakie BHAL KOMNOBIOTEpHEIX npesedTanuil sel sHaere? O0bsacHUTE, B YeM
COCTOMT OTIHYHE MeXIY HHMH.
7%, Kakie BHOL IpeseHTAIHI, 110 BAIIeMY MHeHHI0, OVIVT HCOOMLIOBATE B OY-
ovinen? ObSocHyHTE cOOCTBEHHOE MHEEHHE.
8*, OnumuTe BOZMOMHOCTH cHeTeM obpafoTKH KOMIBIOTEePHEIX OpeseHTaLIHI,
9*. Hazoewre QopMarel alinoe, KoTopkle MoeT o0pabaThIBATE NpOrpaMMa
PowerPoint 2(07. Ilna yero oHH DpelHASHAUEHE?
10%®. daiine kakux GOpMaTOB H3 TeX, ROTOpe obpabaTreaiores B PowerPoint
2007, mosxuo obpabareisats # 8 Word 20077
11®. HasoenTe ocHOBHEIE o0BeKTE, KoTophle obpabarnisaer PowerPoint 2007.
OnumuTe HX CBOCTBA.
@ 12°, Hrto o korga paspaboTal Nepeyo BepeHo NporpaMMel PowerPoint ?
13*. CpapunTe HHTepdelickl PowerPoint 2007 1 Word 2007, onuimnTe cxolcTea
M pPASIIMYIA,
14*. OfpscHuTe Hasuauenue OGnacTH eTpyRTYps! K caaiinos 8 PowerPoint 2007,
15*. HasoerTe ¥ ofpACHHUTE HasHaueHMe peskumMoB npocmorpa B PowerPoint
2007.

16°. Yem oTaHuaKTCH IelcTBHA, KOTOPEE OVAYT BEIIOJHEHE! OCTe BRIGOpa KHO-

nok C Hauana :E u C Texyuero caaiiza '-:'_:E?
17°. K8k npekpariTh JeMOHCTPALHI [Pese HTALHE 7

‘@ BbinonHure saaaHus et
1*. Orkpoitre Qaitn npesedranuu (manpumep, Tema 2\3ananua 2.1\o6paszen
2.1.1.pptx) u:

1. CoxpaHHTe Npe2eHTAINI0 B QopMaTe BeG-cTpaHHIEl B 0gEOM (aiine E cob-
CcTBeHHOH nanke. OTEpOirTe coX pAHeHHEBIH (ailn B oKHe Gpaysepa.

2. CpanHHTe, OTAHYAETCH JH oTODpAIKeHHe IPe3eHTAINH B oKEe Opaysepa H
B oxue PowerPoint 2007,

3. CpenaiiTe TeKVITHM OATEI caaiig npeseHTAlHH E 0kHe PowerPoint 2007 .
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4. CoxpaHnTe cnaiif B daiine ¢ TeM e HMeHeM E popuarte JPG B cobeTBeH-
HCOH NDANKe.
5. OrkpoliTe coxpaieHHEI Qaiin IROAHEM HIeTUKOM Ha eT0 3HAUKe.,
Orkpoitre dain npesentaguy (Hanpumep, Tema 2\3amamma 2.1\o6pasen
2.1.2.pptx) u:
1. CoxpasuTe npesesTaiiio b daitne B popmarte RTF B nanxe Mon TokyMeHTSL
2. OrrpoiiTe coxpatenssiil daitn fpoliHEM HeMTUKOM Ha Mo sHAUKe.
3. CpapHMTE, OTIHYAETCH JIH 0TO0paskeHHe OPeBEHTAILHE B OKHE OPOrPaMMED
Word 2007 u B oxue PowerPoint 2007.
4. CpenajiTe TeKVIIHM BTOpPOH cnaiin npeseHTapHe B okHe PowerPoint
2007.
5. CoxXpannTe NpeseHTAIHIO B Qaiine ¢ TeM e HMeHeM B opmaTe PNG B
nanke Moy JTOKYMeHTEI,
6. OrrpoliTe coxpanenHE Qailn JBOAHEIM 1eMUKOM HA €0 3HAYKE,
Orkpolire yrasaHabell yunTenen Galin npesentanny (Hanpumep, Tema 24
Sananus 2.1\ obpaszen 2.1.3.pptx) u:
1.Ilo oyepens VYCTAHOBHTE pasHBEE pPEXHME IpPOCMOTDE JOKYMEHTA:
ol unbti, copmupostui cuaiidos.
2. Ilo ouepe s YCTAHOBHTE TAKHE MacInTaAOE NPOCMOTPA HOKYMEHTa: 79 Yo,
150 %.
3. BUNoJHENTe BOHCHEBaHNE cAalila B OKHO NPOTPAMMEL ¢ HCIIONBES0OBAHHEM
aNEMeHTOR VI PAENeHHA BRIaIKH Bum.
Orkpoiire yRasaHHBIl yvunTenen Galin npesentanuy (Hanpumep, Tema 23
Jananna 2.1\ o0pasen 2.1.4.pptx) 1
1. Coxpanure npesedHtaiiio B Qalize 8 dopuare PPSX B nanke Mom
[LOKYMEeHTHI.
2. OrrpoiiTe cOXpaHeHHBIH ailn IBOHELIM HIeMYKOM HA 0 SHAYKE.
3. CparEHTe, OTIHUAETCH NTH oToDpa)eHHe MpPeseHTAINH, COXpaHeHHOI B
dopuare PPSX, ot coxpaserHoii B popmare PPTX.
CrrepoiiTe yRASAHHEIN yunTeneM ¢aiin npezeRTanni (Hanpumep, Tema 24
Bagaundg 2.1\ obpaszer 2.1.5.pptx) u:
. Orrofpasyte npi HeodxoguMocTH (OONMacTs CTPYKTYPEL H cIaiifios.
. Cpenaiire Teryieit srnagry Caaiime.
. INomensiiTe MecTaMi TpeTHA K YeTBRepTRE coaligel.
. IlepeMecTHTe MIeCTOH CAAHI HA TPETHE MECTO.
. Cenaiire rexyieit srnagky CTpykTypa.
. Beegute 5a BrIagKe CTPYKTYpa HOBEII S3ATOJI0BOK DePEOTC caaiine — INpu
o Vicpaunnt.,
. BEeiiiTe 3AaronoBOK BTOPOTO craiiga — Beawtil gpud.
. CoxpannTe HaMeHeHHYIO NPeseHTALNID B cobcTEReHHOl nanke B daiine c
HMeHeM ynpaskHerHHe 2.1.5.pptx.
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. OrrpoliTe yrazaHuel yunTenem gain npesedtanuy (Hanpumep, Tema 23

Banaundg 2.1\ o6paszen 2.1.6.pptx) u:

. CipenaiiTe TeRVIIMM DOCTeIHHE cnaiim.

. Crenaitre Texyinei srnagry CTpysTypa.

. [TepeMecTHTe KYpCop HA KOHEL 3ar0/0BKA MOC/AIeJHeD chaaina.

. HoOasETe ellle 0ONH clIaiils HaxaTHeM KEalapHmH Enter.

. Beegnte Ha BEJIaIKe CTPYRTYPA 3arofoBKA HOBOTO cnaiiga — He cofupail
me duropacmyuue pudot!

. CoxpannTe MSMeHeHHYI NPEe3eHTANHID B (ailne ¢ HMeHeM VIpaskHeHHe
2.6.pptx & nanke Mon DoKYMeHTEL

Orkpoitre yrasauuslil yunresneM gaitn npesenranuy (Hanpumep, Tema 2\

Sananma 2.1 obpasen; 2.1.7.pptx) u:

1. Cpenaitre TeKyVIOHM IATEH cnaii,

[ =T I

=1
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2. llepeiiguTe B pekHM JeMOHCTPALHHE, Henonksya KHoNKY Hokas enaiigor,
KOTOpas pacnonosena psigom co Crpokoit coctosumsa. Onpegenute, ¢ Te-
KYLIero Ui ¢ Depeoro ciaiijla Haualach JeMoHCTPAITH .

3. OTMEHHTe pelHM TeMOHCTPAIHH HaMAaTHeM KNasHini Ese.

4. CpenaitTe TeRyIIHM BTOPOi coaim.

5. IlepeiiuTe B pesuM JeMOHCTPAIIMK, Haxas wnasmny F5. Onpegenure, ©
TEKYIIETC HIH ¢ NepROTe cNaiina HAUaATacE TeMOHCT DAL,

6. I[IpocMOoTpHTE B pesiMMe JeMOHCTDALIMK BCIO [ Pe3eHTAMI0 M OIpeleluTe,
K&K 3RBeDIIHTE JeMOHCTPAm M [MOCTe OKOHYAHHA [TPOCMOTRE TocTe THero
clIaaimga.

2.2. CozpaHne KOMNbTEPHLIX NPpe3eHTaummn,
00paboTka 00BLEKTOR Npe3eHTaummn

1. Onuwmre cnocoGel CO3AaHWA TEKCTOBOIO AOKYMEHTA.,

2. Yto Takoe wabnod? Kak, Mcnonkays ero, coafats A0OKYMEeHT B TEKCTOBOM
npoteccope Word 20077

3. OnuwwKTe nocnefoBaTeNbHOCTE BEINGNHEHWS onepauMii BeldeneHns, Konw-
POBaHWA, NepemeLleHs, yoaneHws pparMeHToR TeKCTa B TEKCTOBOM Npo-
ueccope Word 2007.

4. Kakuve cpenctea QopMaTipoBaHus TEKCTOBLIX 0DLEKTOR MMeeT TeKCTORLIN
npoueccop Word 20077

5. Kakne obbeKkThl MOXHO BCTAEENATE B TEKCTOBLIR OOKYMEHT? Kak sTo cne-

nare?

Cospanne HOBOM NMpe3eHTAIMH

PowerPoint 2007 npefocTaBisieT NoJE30BATENH HECKONBEO PASHEIX CIO-
cofoB coafanmnAa npeseHTalini,. OHM MOYTH He OTIHYAIOTCA OT criocofoR coaia-
HHA gokyMeHToB B Word 2007.

TTocne sanycka nporpamMmmel PowerPoint 2007
ABTOMATHUYECKHM CO3JIAeTCH HAYANBHEIH

Craim

NpeseHTaAlHH — THTYJILHEIL. Jlanee MoJL3oBaTe-

Jy clegyeT BCTABHTE B MpesdeHTAIIHEY HYHHOE
KOJHYECTBO clai0B COOTBeTCTBYIOILEeH CTPYE-

TYPEI H 3all0JHHTE HX.
Hna pofGapleHUs HOBOTO claijla ¥ npesedTa-

HH HeoOXoauMO BRINONHNTE 'taenan = Cnai-

g — Cosdame enaiio (puc. 2.10). B coucke

rHonku CosnaTh caaiin |

=

{oiaame
oiana *

L8] Maser -

L.

~1) BaccranomuTy
=) Fazaen -
Caangw

Puc. 2.10. I'pynna Cnaidoel

| ‘I nepedydcieHkl [aDIOHEL CclaiigoR pPa3HBIX THIIOB.

PaccmoTpiM HasHAYeHHE H CTPYETYPY 2THX mabnoHos cnaiigos (Tabma. 2.3).

Tatauya 2.3, lllaGnons! cnaiiioB pasHBIX THIOB M HX 00BEeKTHI

_:Q

SArOJIOBHA
[[HH.

IIpeseHTa-

2. Hagnues 18 Beojia ||

NOASATONOBKA MTpeseH-
TANHHA

dcmu;:x:;w- O6wexmbi cnaidn afﬁuxﬂ' Obwsexmut enaiida
s 1L X HO3HOYEHILE g U WX HOAIHOYEHILE
eJao e
| ] 1. HagnmHcek Ons BEOIA '_.0‘: 1. Hanmuck g8 BEOIA
I

SarofIOBEA CA8HIA.

2. Hagnucek A8 BEOJAA
TEKCTA MHJAH BCTABKK
IpYToro o BEeRTa




Hpodonawwenue mabauyot 2.9

Jerus i Ofvexmul caaida Jewus o Ob6wvexmut ciaida
sl U WX HOIHAYEHUE i i i g U UX HAIHAYEHULE
cnatida cnadda

1. Hagnuer o1s BBOJA
TEKCTA.

2. Hagnwer gns BROAA
SETMOIOBKA pA3TelIa

1. Hagnwerk gns BpoIa
BANUIOBKA CIaiijs.

2. e HAIIHCH I8
BEOIA TeKCTE HIH
BCTABKH Ipyroro obn-
eKTAa

1. Hajnuer A0s BBOJA
BATDIOBKA CIIAMTA.

2. II've HAIIHCH 714 BEO-
A moAnHeei o e KTA.
3. llpe HagnucH ans
EBOMA  TEeKCTA  HIH
ECTAEKH JApyroro ofh-
eKTa

TonbHD Sarancens

1. Hagnuck ons BBOgS
SATOJIOBKA CIAHIa

___—.' 1. Hajnues A8 BBOjA '_—ZQ 1. MecTo Jisi BCTABKH
- saArofoBKa claima. - : HaoBpakeH .
— i 2. HaanucH ans BROJA {fo 2. Hagnuek 18 BEBOOA
TEKCTA H JJIA BCTABKH *——-—@ SANOJIOBKA Coaiiaa.
ObmerT © Ipyroro obbekTa Pucyres ¢ 3. Hagnwmes pas nof-
POANACHIC NOANRCEED

nucH HaolparmeHns

B cnucor kHonku CoalaTh eaiil BEJIIOYEH TAKIKE W IYCTOl cnaiij.

EomDHHHpYS claikl ¢ pasHoil CTPYVETYPOI, ITONL3OBATENE CO3IaeT
cmpyrmypy npesenmayuu, KOTopas 0TBeYaeT ero saMelcny. 18 cMeIcIoBO-
I'0 HATIONIHeHHU S NpeseHTalHH [T0JL30OBATENE JOJKEH 3aMeHHTEL 00 pasiibl TeK-
CTOB M Ipadpuueckux O0LEeKTOB, KOTOPLIE eCcTh B luablioHe, Ha Te, KOTOpLIe
HYHBI JUJIS €ro IpeseHTaliH.

Hueim criocobom OBICTPOro COsfiaHMA CTPYKTYPEI HIPeseHTallMK eCcTh jobaB-
NeHne HYKHOTO KOJMHYeCTBa CIaliioB ¢ BAroJIOBEAMH Ha BEJIagke CTpykTypa
O6acTH cIAMI0B M CTPYKTYPHEI. 15 5TOT0 TMoce BalycKa MPOrPpaMME] CIe-
JVeT BLEINOJHUTE TAaKOH aJlropuTm:

1. VeranoBUTs oTobpaxedde O0nacTi claiiloR H CTPYRTYPLI, €C)H OHO He

VOTAHORJIEHO.
2. BribpaTte rnajry CTpykTypa.
3. YeraHoBHTE Kypcop Ha BEnagke CTpykTypa Bosne yonoBHoTo ofogHade-

HHA chaiiga 1 n |

4. BeecTH 3arofIOBOK MpeseHTAIlHH.

5. Hasxars rnasuiny Enter. (B npesenTaiuip Oyier BeTaBleH HOBEIH

cnaig THIa 3arooBoK H 00'beKT. )

6. BeecTH 3arofoBok cleyiolero cnaiijia u Haxats Enter.

7. IloBTOpHTE KoMaHAy 6 HY:HHOe KONHYECTBO pas.

B uTore 6yeT cosiana CTPYKTYpa NpeseHTALIHH ¢ HYM¥HLIM KOJTHYeCTBOM
cJaiiioe ¢ saronoekamMmi. Bee cnaiiakl, kpoMe nepeoro, 0yAyT THIIA S3aroJoBoK
H 00pekT. IlonbsoBaTellb MOKET HEMeHHTE B JIoDoH MoMeHT THII clalina Oes
MBMeHEeHHMSA TeKcTa ero sarojoBra. Jlns sToro cnepyer cAenaThk TEKYILMM
HYHBII caaiij, BeinonHuTs M'naenan = Craddee = Maxem » BLIOpaTh HY#-
HBEIH THII cIaijia H3 npeliokeHHbIX.
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Cospanne HOBOM NPE3eHTALMH ¢ HCIIOJIL30BAHHEM 11ADIOHOB

Coa/iaThk HOBYIO TIPEZEHTAIIHIO MOXHO, HCIIONELEYA OIHH n2 mabnoHor. Pa-
fora ¢ wabnonamu B PowerPoint 2007 noutu we ornmMuaercs oT paboTel ¢
HHMM B TercToRoM npotieccope Word 2007. Ho ecnin 8 Word 2007 ocnogHOe
BHHMAHHE YIeNseTcs cogep:kannio Oymyie-
ro gokymenTta, To B PowerPoint 2007 ectn
nesnas rpynna mwabloHOB, B KOTOPBIX AKIEHT
clienad Ha odopMiIeHHe CIaiIoB ITpeseHTa-
nuH. Tapgue mabnoHE HASLIBAKT wWabioma-
MU ogopMAeHUA, B OTIIHYHE OT wWabroHoe
codepycanun.

B mabnonax odopMiieHns oTobpasHIHCh
BaVISIbl AH3alHepoB, pafoTaBIIMX HaJ COoa-
JaHHeM IporpaMmMbl, Ha HCIIONB30BaHHe 1 Be-
TOB (pOHA, BCIIOMOTATeNLHEIX 1IBETOR, 1IBETOR

Puc. 2.11. LLlaGnoH odopmneHus wpudrra u ap. Hanpumep, ma6non odopmie-
Cospasesmnhuatio Hua Cospemennsiii mabnon ¢ roayGeim
¢ rony6eim odopmnesnem
odopmaensem (prc. 2.11) HenmonesyeT HaMe-
HeHHe [BeTOB 0T cHHero k DenomMy upery kak (oH, a 1as wipudTa 3aroJioBEa
H OCHOBHOI'O TEKCTA — YePHKIH LIBeT.

Jlna cosjlanis MpeseHTalliH ¢ HCIONL30BaHHeM [IabNMOHOB cojlepikaHHs]
clelyeT BEINOJHHUTE TaKOo alropuTm:

1. Brinonuutek Office = Cozdamun.

2. Bribpathk B orHe CosmaHHe NMpeseHTAIHH B CIIHCEe Ia0M0HOE HYRHYID

CCEUIRY, HAnpuMep ¥ ¢cTaHoBJIeHHbIe 11a0IoHEL.

3. BriOpaTh B cliicEe [IHADNOHOB HY¥HEIH mabnoH, HanpuMep BHRTOpHHA.

4. Bribpatk kHonky Cosiars.

5. BaroNHHTL CO3JaHHYI0 CTPYKETYPY HpeseHTal i HYHHBIMH 00beKkTaMH.

Bo Bpems cosanusa npeseHTalMH HA OCHOBe IADJIOHA COflep3KaHus co3lia-
eTcsl CTPYKTYPA TPeseHTAIlMH — HECKOJIBKO claiijioB ¢ ohopMieHeM H PeKo-
MEeHJAITHAMH OTHOCHTENEHO HX COIEIKaHuA B COOTBETCTEHH ¢ H30panHoii Te-
Mol wabnoHa. labnoHsl cofepykaHUAe BMecTe O CTAHIAPTHBIMH THIIAMH
cnaior (Tabn. 2.3) MOryT cojiep:aTk W cnaiasl Apyrux Tunoe. Hanpumep,
mabnon CoppeMeHHEIH (poToaNLEG0M BENIOUAET €1l NTATEL HOBLIX THIOR claii-
JLOB.

Jlnsa cosmanusa MpeseHTAIIMN Ha OCHOBe 1abIoHOB ohOpMIeHNA BRITOIHA-
eTcs TAKOH e alropHTM, Kak H BO BpeMs cO3JaHHA Ha OCHOBe malioHa co-
Iep:aHusl, TONLKO IJf HX HCMOJIb30BaHHA HeoDXoauMo ogrnwdenne k Mu-
TepHeTYy, a B cliMcke wabnoHos cnenyer Belbpars ceuliky Hlabaonsr ogopm-
JeHHA U enaiyibl. Bo BpeMsa MenoNk30BaAHUSA 1a60HA opOPMIeHHS COBJIaeT-
Cfl OTHH CJaiiJ, a CTPYKTYPY NpeseHTalliH HeoOXoMHMO Oy/IeT co3IaBaTh Ofi-
HHM H3 cI10coDoB, ONHCAHHLIX BEILIE,

CGE,[I,EIHHE HOBOMH NPe3eHTAIIMH HA OCHOBE ﬂ}’l.l'l',EL‘-‘I‘B}'[-DI.I.[Eﬁ

JlocTaTouHo YacTO ABTOPLI HOBOH TIPE3EHTAIIHH HCIIONL3YIOT B KadecTie
wadnoHa paHee cO3JaHHYIO NpeseHTallH. g aToro HeobXogHMO:

1. Bemonuuts Office — Cozdamws — Ha cywecmeyrowezo doxy menma.

2. BriGpaTts B okne Cosmanie W3 HMelOIIeHcA MPe3eHTAIHH TANKY, B KOTO-
poii pasMellleHa MpeseHTAal[lHA, Ha OCHOBe KOoTopoii OyaeT co3faBaThLeA HOBAA.



3. Buibpatek daiin vysHol npeseHTal[MH.

4. Bribpats kHONEY Co30aTh HOBBIH.

B ornxuKe OoT cTaHAAPTHOMH onepaliil OTKPRITHA CYIecTBYIoNell npeseH-
TALMK, BO BpEeMS CO3JIaHUA NpeseHTALMH M3 uMmellleiics eit npucsauBaercs
umA [pezertamuaN. N — 570 nopsiikoBLIi HOMep HOROH TIpe3eHTAIIHH, CO3-
NaHHol BO BpeMA TeKYVIIero ceaHca paboTel ¢ mporpammoii PowerPoint 2007.
B xope coxpaHeHUs CO3JaHHON MpeseHTALMK 0NL30BATENE JOJBKeH IIPHCBO-
HTE HOBOE HMS COOTBETCTRYIOIIEMY (haiiay.

llonepsoBaTenb CMOMKET HCMONB30BATH OPOPMIeHHe H CTPYKTYPY 3arpy-
HEeHHOM MpeseHTAIlnH H NPH HeobX0JHMOCTH HEKOTOPEIE ee 00LeKTEL.

Bo Bpemsi cos/iaHus HOBOMH NMpeseHTAIMH HA OCHOBE CYLIEeCTBYIOIEH MoJib-
BOBATENE OMMEH YUHTHIBATE, YTO, B3AB UYIKYIO TMPE3EHTAIIHID KAk abnoH
I cos3faHusa coOCTBeHHOH, OH MOMHeT HapyLIHTE YBH-TO aBTOpPCKHe IpaBa
kak Ha ohopMiIeHHe cnaiijloB, TaK ¥ Ha HCNOJb30BAHHE HX COJlepiHaHms.

Cozpanue npezenranun-poroansdboma

BricTpo cosgark npeseHTallHio-goToanstoM H3 UndpoBeix ¢roTorpadmii,
KOTOpBIE pasMellleHsl BO BHelIHeH NaMATH KOMIbIOTEepa, MOHO, BRINIOJIHHB
TAKOH aNropHTM:

o=

Puc. 2.12. OkHo @oTtoansbom

Brinonautes Bemasxka = Hanwempayuu — Pomoanvbom.

BriopaTs B okze @oToansbom (puc. 2.12) kHonky Daiin HIH mHelk.

OTEpPEITE ARy, cofepsralllyio qaiinsl (goTorpaduii, KoTopble MIaHH-

pyeTcs BEIIOYMTE B horoansbom.

. BRI THTE HY:#EHEBE (paiiasl H BEIOpaTE KHONKY BeraBuTs.

. IToBTOpHTL KOMaHIkLl 2—4 ANA BEN0YeHHA B poToalkboM ApyTHX (oTo-

rpadpmii.

HCHCLIIEEDBETL InpH HE{JE'KDII[HMDEI‘H EHOITEH m H [B JJH HEMeHEHHHA

NopAgEa pasMelleHns (poTorpaiii B IpeseHTallHH .,

7. YeTaHOBHTEL NpH HeoDXOAHMOCTH JNA kakIoil doTorpadii HYHRHYIO
OpPHEHTAaLMNI, APKOCTE M KOHTPACTHOCTE, HCIONbL3YH COOTBETCTBYIOLIHE
KHOMKH Mo 06JIaCTBI0 TPOCMOTPA.

8. YVeTaHoBHTE A Beell peseHTAITHH B MoJle PasMeTka pHCYHKA OJHH U3

BUIOB pasMellieHns (ororpadmii Ha cnaitnax (Bnucame 6 caaid, 1 pu-

o

o
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cynor, 2 pucynka, 4 pucynxa, 1 pucyHor ¢ aazonroexom, 2 pucynra ¢

3a20108K0M, 4 PUCYHKQ € 3AZ0N0BK0M).
9. BriOpaTk NpH HeoOXOOHMOCTH OJHY H3 TeM odopMiennsa (moje Tema 1

84

rHonka 06zop).

10. BeiGpaThk mpH HeOGXOIHMOCTH JIJ15l HEKOTOPHIX BAPHAHTOR Pa3MelleHn s

QopMy pAMEKH.

11, BuiGpark kuonky Cosnats.
CoslaHHYI0 NPe3eHTaIHI0-(POToaTE00M MOKHO HBMEHHTE, BRIOPAB H3 CITH-
cka kHonkn Poroansbom komanay HamennTs dhoToansbom.

BeraBka, pejakTHpoBaaHe H (POPMATHPOBAHHE

TEKCTOBBIX 00BEKTOB

LroAnBON CAIADE

Puc. 2.13. LLaGnoH TUTYNLHOro
crnaiifia ¢ HAANUCHIMKU N5 BCTABKK
3aronoeka U Nog3aronoBkKa

0 — BerasuTe TROIHIDY
O ~ HNobasnenne gHarpaMme

— BeraBuThE pHCYHOK
SmartArt

@ - Berasurs kimn us KonveK-

IHH
‘ = Kaun

0 — BeTaBHTE pHCYVHOK H3
taiina

Puc. 2.14. KHONKW BCTaBKKW
oBLekToR

Ha cnaiifax TeKcThEl MOTYT pasMellaThesd B
HaJMHCAX, BHYTpH Uryp H B Tabnuuax. Bo
BpeM# CO3JaHMA IMpeseHTallHH Ha OCHOBe
mabroHoB, HAXMHCH HA Claigax yiKe cosma-
Hbl H JIJISl BEEJEHHSA TekcTa HeoOXOAHMO BhI-
OpaThk COOTBETCTBY IOV HAAHMek (pue. 2.13).

Ecnu nonszoBaTent co0HpaeTcs pasMe-
CTHTL Ha cJiaiijle HOBYI0 HAJIIHChL H BBECTH B
Hee TeKCT, TO HYHHO BhINOJHUTE TAKOH aaro-
pUTM:

1. BribpaTts cnaiijg, Ha roTopom OyIeT pas-
MellleHa HOBAA HAJITHCE.

2. BunmonsuTte Bemasra = Tegrem — Had-
nuck (Kypcop npuobGperaer BHI | ).

3. BriienuTs Ha chaiie MOYTOJIEHYH
obnacTes HaJANMCH, B KoTOpYIo OyaeT BBejeH
TEeKCT.

4. BeecTH B CO3JJaHHYE) HAANHCE HYHKHEIH
TeKCT.

Bee omnepainu, cBsfisaHHBIE C BBeJeHHEM,
BLlJleJleHHeM, pelakTHpoBaHueM M (pOpMaTH-
pPOBAHHMEM TeKCTa B HAJAIIHCH, a TaKKe orepa-
IHH ¢ caMoil HAAMUCchio (HBMEHEeHHe pasMe-
poB, NepeMellieHHe, opOpMIeHHe paMEX H 3a-
NHUBKH, VaJeHHe) BEINOJHAKTCH TaK e, Kak
M AHAJIOIHYHBEIE Olepaluyd B TEeKCTOBOM Ipo-
neccope Word 2007.

Epome BReieHHS TeKCTa ¢ KJIAaBHATYPEL, BO
BpeM# COSJAHMA I1Ipes3eHTallMH MCHONB3YIOT
BCTABKY (PparMeHTOB TeKCTa, CO3HAHHBIX B
JAPYTIUX NpHEJAIHEIX MporpamMmmax. ITpu sTom
uenonkayeress bydep obmena oneparmoHHoilt
cHcTeMBl. Eci konmUpoBaHie OCYILECTBISAET-
cA M3 OJJHOH M3 [IporpaMM, KOTOpPEIE BXOAAT B
coctas Microsoft Office, To mosxer 6uiTh M-
nonssosaH bygep oomena Office. Crenyer ot-
MeTHTh, YTO BCTABJIEHHLIN TeKCT aBTOMATHYE-



cKEM hopMaTHpPYeTCH B COOTBETCTBHH ¢ (popMaToM
CHMEBOJIOB HE0paHHoTo mabJoHa.

BeraBey Apyrux o0BEETOB MOMKHO OCYIIECT-
BIATE € MCIONL30OBAHMEM KHOIMOKE BCTABKH
00 LEKTOR, KOTOPLIE PABMEINAIOTCHA BHYTPH HA[-

[__1_” =1
B sOcOalL Leeo
0 [ 3 ar

NS HRLTLLAL LGS

Pty m—
muceii, COSMAHHLIX BO BpeMA BCTABEH claliioB lormacoomos
onpegeneHHBI X THIIOE ( pHc. 2.14). T ot Yy
B ANDLOCOOOE
Beragra, pepakTuposanue U popmaTu- gg%ggg%ig?g?
posanmne rpapnuecKHx O0LEKTOB iII YOC( 1€ 3
B 9-m knacce jletalibHO paccMoTpesin paboTy o !ma?i‘: SLFMAS
BEKTOPHBIMH TrpadiyeckHMH 00'beKTaMH, KOTO- |¢; PuatsosUON
phle MOKHO OGLLIO COSJATL HEMOCPEICTBeHHO B {3 o
TercToBoM nponeccope Word 2007. PowerPoint | S s o
2007 umeeT aHANOMMYHEIE HHCTPYMEHTEI JIIA pa- !‘l' o
aGop. dmryD, Xeropese oo poree Ha [SO=OMEGG=0GY
i ! SCORCe I tAVAD
criaii nocie Beinonnenus Bemaewxa = Hamo- |Cyriipo)
cmpayuu —> Duzypei, SHAUHTEILHO PACIIHPEH | Mt s s
(puc. 2.15). [lobaBneHLl TPYNNLE HHCTPYMEHTOR (WO AT 0O EO88S
lpavoyromsumkn, ®urypst gas  opnrya, =5 HHIEIEE
¥npapasoniHe KHOIKHM, JONOJHEHBl HOBBIMH CUOC OO0 4 ¢
HHCTPYMeHTaMH Tpynnkl OcHOBHBIE (HIYPHI, e
3Be3El U JIEHTEI, A TAKKEe YMEHLIICHO KOJHUE- | Sk s
CTBO MHCTPYMeHTOR B rpynne Bernockn. B Pow- ;EI F) 2 gl (B A ) 1] :

erPoint 2007 oTcyTcTEYET BOBMOMHOCTE COSJIA-
HHSA ITOJOTHA.

Beragrka pacTpoBBEIX M BEKTOPHEIX Maobpaie-
HHI 13 (QaiinoB HIH B3 KOJNeKIIHA KJIHIIOE ¢ M-
NOJNL30BAHNEM KHOMOE rpynnsl Hiaimoerpamum
Ha BrJajke Beraprka BRINONHAETCH TAK e, HAK

Puc, 2.15. MHCTpYMEHTH 008
CO30aHue rpad4eckx
ofLeKTOR

¥ B TEKCTOBOM Ipolleccope

Word 2007. OrnuumeM SIBISETCH BOSMOMKHOCTL BCTABHTE I'padhmyeckue

00LeKTE], HCNIONL3YA KHONEK BeraBuTe pueyHok u3 daiina | w1 Kaun Eﬁ U3
rpynne! (cM. puc. 2.14), RoTOpas pasMelaeTcs BHYTPH HAMHCEH BO BpeM#A
COBIaHHA HOBBIX CJIai/I0B MpeseHTallHH.

CosfaBaTh, pelakTHpoBaTE H OPMaTHpOBaTh rpadmuyeckne OOBEKTHI
MOMHO, HCIOJB3YA BIEMEHTH YIpaBleHns rpynnsl PHcoBanmne BRIAIKH

I'napnasg (puc. 2.16).
Bxs0oO %ﬁ é@
A DT e

LB tanenss geryen -
2 Venrm gy
wd Dipenam ia puinryy T
o — %

AL LG

Pue. 2.16. IneMeHTl ynpaeneHus rpynns PUcosaHne

Jns popMaTHpOBaHHA IPpapHUecKHX 00LeKTOB HCIONLIYIOTCS BIeMEHTE]
yIpaBleHHd BpeMeHHol Brnajri @opMaT JoNoNHETeLHOro pasjaena Pabo-
Ta ¢ pucynkamu. [lossnaercs sta Brnajka Ha Jlewre nocne BeileneHus rpa-
(hiyeckoro obLeKkTa. BOJBIIHHCTBO DJIEMEHTOB YIPaBIeHHS Ha BRJIaJKe
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Popmar TakHe e, Kak U B nporpamme Word

l-—_— L]
2007, xponMe BNIEMEHTOB YIIPABJIEHHA MPYIITE ¥ 1Mo-
PATOYHTE. B 9Tol rpynmne oTcyTCTEYIOT 3JIEMEeHTERI o
MMonoxenme u OBTekanHe TekeToM, a Jobapined
" pmad et sammre
snemedT O6IaCTE BRIIEIeHHA. - prt ey

B ornmume or Tekcroporo mponeccopa Word | & * .t T sl
2007, 8 PowerPoint 2007 scrasnenusiii rpadmye- gt Byt Rea®
CKMil 00LeKT Cpasy NMOMEIaeTCH MOBEPX TeKCTO- | e
BHIX 00BeKTOB. I'paduuecknii 00LEKT HENb3A PA3- | bt dode obon Shode
MeCTHTE BHYTDPH TeKCTOBOIl HAINHCH, W MOITOMY
JUIA pasMeleHHs TeKCTA BOKpPYT rpadmyeckoro s
obzerta B PowerPoint 2007 cregyer mcromsso- | #hde dbede ity e
BaTh HECKONEBKO OTHENLHEIX TeKCTOBLEIX HAaAMHCell.

Kak ¥ TekcTOBble JOKYMEHTHI, NpeSeHTAlMH | wge W@ ') =
MOTYT cOjlepikaTh 00LekTEH WordArt. Ho ecni B V.. .,
Word 2007 ocHoBHEI¢ NeliCTBHA M0 peIakTHPOBa-
HMIO U (POPMATHPOBAHMIO 0bLexTa WordArt ocy- | % =& akxde abede U
HIECTRASIOTCA TEPe] 70 BCTABKOH B IOKYMeHT, TO
B PowerPoint 2007, HacGopoT, oCHOBHEIC onepa- | abge wwde abede gbode
IIHH OCYINeCTBIAAIOTCS MOCE BCTABKH.

Jns eeraBrkm obberta WordArt cnenyer Bei- diods shede dhals Pt

NoMHUTE Bemasxa — O6wvexm WordArt u BEI-
OpaTe ofHH B3 [abnoHoB oopMiennd. [locne sTo-
ro MNoOAL3OBATENE [JOJKEH HelocpelcTBeHHo Ha
cIaiiie BBECTH TEKCT 00LEKTA H OCYILECTBHTE IpPY-
e HACTPOHKH, HCMOJb3Y S BMeMeHTh] YITPaBJIeHHA
BpeMeHHOll BrAajkn PopMaT AONONHHTENLHOIO
pasmena PaGora c pucyakamm (puc. 2.17).

Puc. 2.17. Habope sddek-
TOB odpopmneHus ofbekTa

WordArt

Beraera qpyrux rpadguyeckHy oLeETOB, TAKHX Eak /lnarpamma 1 Smart-
Art, ocyljecTBISETCH TAK e, KAK M B TeKCTOBOM npoleccope Word 2007.

(&) TTpoeepsvTe cebs )

1°. Harg pobfaRHTE B NpeseHTalHI0 HOBEIN cnaiiyg, nenonksys kHonky Cosparts

caaim?
29
caaia?

3.

Farue mafnosn cnafiios MOMHEO BCTABMTE, HCHONBEIYH Euonky CosparTs

OnuiMTe, KK COSHATE CTPYKTYDY NpEeseHTallHH, Helofbsys sieMeHTH

ynpapmenna prna ke Crpykrypa ns OGnacTH caailion H eTPYKTYPEIL.

4°,

IepiHaHuf npeseHTANNKY? LA Hero HX Henob3VIT?

5e.

Yro Taroe mabaoHED CI[]JOPMJIEHHH mpedeHTalHH H UTO TAKOE mabJaoHEl C0-

OGLACHUTE, KAK COSTATE NPe3eHTANHE C© HCOOALRIOBAHNEM INAGI0HOB, HMH-

CTAJNMUPOBAHEEIX BMecTe ¢ nporpaMmoit PowerPoint 2007.

6.
MelleHHEIX Ha caiime Microsoft.
Te.

OfLACHHTe, KK COSJATE NPeseHTAHID ¢ HCNoNL20BAHHEM IMabloHOB, Pas-

OnHmuTe, KAK COZTATE MPE3eHTAIIHID HA OCHOEE CYIIECTEYIOIeil.

Be,

9°.
10*.

86

OnuInuTe NpeRMyILecTES COBIAHUSA HOBOII IDe3eHTAIMI HA OCHOBE Cyllle-
CTREVIOmEel Hal ApyrHME cnocoDaMi. B Kakuy cnyuasy clefyer HelolLSo-
B&TE STOT cOco0?

Yem OTIHUASTCS ONEPAITHA COSMAHKA HOBOH NpeseHTAIlNH HA OCHOBE CVYIIe-
CTEVIOLIEH OT ONepalHH OTKPEITHA TOMH ¥e NpeseHTallHH?

OnuimuTe NoCHeI0BATENLHOCTE COZMAHNS MpeseHTAIlHN-QoToATEDOME.



11°,
12¢,
13.l
14",

15°.
16%.

17*.

Kak BeTABWTE TEKCTOBRIN 00BEKT HA CIANT NpeseHTAIHNAT

OnumuTe HasHadeH e KHONOK BeTaski obwekToR (pHe. 2.13).

OfpacHITe, YeM OTAHYAETCH BCTABKA TeKCTOBRIX ofrekTos B Word 2007 ot
PowerPoint 2007,

Yem oTnHUanTesl COHCKH 00RekToB KHONKH Puryper 8 Word 2007 u B
PowerPoint 20077

Kak ecTaBHTE QHTYPY HA AT TpeseHTAIIHIY

Jem 0TJAHUAKTCH ONEPAIHH BCTABKH PHCYHKOE M3 (ailfoB H rpadHuecKnx
ofEeRTOR Ha ROMMeRKIHE kmunos B Word 2007 u 8 PowerPoint 20077
ObbacHiTe ocobennoctH obpabori obberktor WordArt 8 PowerPoint
2007.

@ Bunomwmesamaws

1*.

@ 4

BanycTHTe Ha BEINoAHeHHe Nporpammy PowerPoint 2007 n:

1. Berapbre, Henonksys EHONRY CospaTh enaii, nocleqoBaTeNBHO [IOCTIE
THTYJBHOIC TaKHe WabJoHE cAailgos: Sdeonoson o ofserm, [Jea ofwer
ma, sazonoeck u ofzerm, Tonvrwo saeonoeor, Cpasnenue, Tonvko sazono
GO .

2. OTrpoiiTe B TEKCTOBOM NpoLeccope (Gaiis oNHCAHKHS HOBOH NpeseHTALHIH,
panpumep Tema 2\3agamnsa 2.2\npesenranusa 2.2.1.docx.

3. BeTapkTe TEKCTOBRE H rpaduiecKie o0BeKTH B CO3JIEHEEE CIAHIER B CO-
OTEETCTBHH C OIHCAHHEM .

4. CoxpaEuTe NpeseHTalHI0 B coboTBeHHON nanke B daille ¢ HMeHeM
ynpa:Henne 2.2.1.pptx.

BanycTuTe Ha BEIDOAHeHHe nporpaMyy PowerPoint 2007 u:

1. BeraerTe, Henonksyda kHonky CosgaTs enaiil, nocief0BATENEHO MOCTE
THTYEHOIC TAKHE MabIoHE cIaiigos: Sazonoeoi pasdena, Tonvico aazo
Aoeok, Sazonceor u ofseicm, Hea ofseicma, Sazonosor paadena, Tonvico
adaeonogol, Jazonoeor u ofsercm, Cpaesnenue, Hyemoll caatiad,

2. OTrpoiTe B TEKCTORBOM Npoleccope (alln oNHCAHNES HOBOH NpeseHTAITHMH,
HanpuMep Tema 2\ 3amamna 2.2\ npezerranuna 2.2.2.docx.

3. BeTaBeTe TEHCTOBLIE B FpadiiuecKie 00BEKTH B CO3IAHHEIE CIAHIE B CO-
OTEBETCTBHH € OINMCAHMEM .

4. CoxpannTe npesedrtaliio B nanke Mon pokyMeHTH! B dafine ¢ umerem
yhnpaskHenne 2.2.2.pptx.

3anycTHTe Ha BEITONHeHHe porpaMyy PowerPoint 2007 u:

1. ¥eranoeHTe oTobparxeHde (MomacTH cnaliloR H ¢TPYKRTYPEL, €ClIi 0HO He
VCTAHOBIEHO.

2. BpeguTe, HCIONBE3YS BEAAIKY CTPYKRTYpa, SarcJIOBOK THTYIBHOTO craii-
ma llamamuurw T, Neavenco e Vepaune.

3. BeepmuTe, HenoJeayA BRAAIKY CTPYRTYPA, Sar0OBKH CHeIVIOMHX crafi-
JoE: &, Kues, g, Xapuioa, &, Jlveoe, 2, Kanes, &, Kpemenuye, «1 mene g cim't
aeauKkiil, & cim't soanniil, noaiil...».

4. BoTapkTe B COSIAHHEE CIOalIbl COOTEETCTREYIONIHE (poTorpad i s Ak
Tema 2\3apanusa 2.2\ Mlepuonko.

5. Hafigure B METepHeTe WIH B NeYaTHON SHIIHKIONEIHH cBefleHns o ai-
Topax naMATHHECR T.I'. Illeruenko, HaobpaeHuEIX Ha poTorpad Hax.

6. Berapere nog doTorpadHAMIE TEKCTOBEE HAIINCH ¢ JAHHHIMHE 00 ABTO-
PEX DEMATHHKOE.

7. CoxpaHuTe OpeseHTAIHID B cofeTBeHHOM nanke B ¢aiine ¢ HMeHeM
yipaskneane 2.2.3.pptx.

BanyeTHTe HA BHINONHeHHe NporpaMmmy PowerPoint 2007 u:

1. ¥cranoeHTe oTobpamende (0dacTH claliIoR M ¢TPYKTYPEL, €CII OHO He
VCTARHOBJEHO.
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2

3.

6.

Ts

Brepwre, HenonkayA BEKAaIRY CTpykTypa, 3aroloBoK THTYILHOTC claii-
Ia Samicu Vipaunet,

Beejirre, Henoibsys BrAagry CTpYRTYpa, 3arofOBKH CleLyonHx caai-
fob: Samor Huzupuna, Sorovescrul samor, Jygrud samor, Oneciuil aa
Mok, Benzopodlnecmposcwuis samor, Hodzopanexul zamor, MO
Fameney Iodonwcicozo,

. BeTaBERTE B COSIAHHEIE CAAHIE COOTEETCTEYIOMIME (GOTOrpadHH M3 DATTKH

Tema 2\3aganna 2.2\ 3amMKH.

Haitgure 8 MeTepaere i B NeuaTHoll sHIMKIONEINK CBeleHHs O TEX,
KTO NOCTROM 9TH 38MEN, H O BpeMeHH HX CO3aHNs.

Beraprre nog poTorpa@AME TeKCTOBEE HATIHCH ¢ JAHHEIMH O BpeMeHH
U 3RCTPOHIITHKAY BAMKOE.

CoxpaHnuTe NpeseHTANHK B nanke Mom gokymeHTEl B (aiiie ¢ nMeHeM
yupaskHenne 2.2.4.pptx,

5" BanycTHTe Ha BHINOIHeHHe nporpaMmy PowerPoint 2007 5

1
2.

3.

CoagaiiTe npezeHTAINI HA ocHOBe mabnoHna CorppenMeRHEN (poToaNEOOM.
SANONHKTE [IEPERIE UeTEIPE caiifa cooleHHAME 00 YeTpoIicTEAX BEBOIA
woMneoTepa. Menonesyirre gnsa sToro ortorpadui Mz nankd Tema 24
Sananng 2.2\ ¥erpoiicrra Brofa. CTpyRTYDPY caaiijion He naMensiTe.
CoXpaHHTe IpeaeHTalllio B cobceTBeHHOW nanke B daline ¢ HMeHeM
vopaskHeHHe 2.2.5.pptx.

@ 6°. BanycTHTe HA BHIIOIHeHHe nporpaMmy PowerPoint 2007 u:

i

2.

3+

Coapaiime npeseHTAllMK HA ocHope mabnoda Kiaacemueckmii dpoToanin-
Gon.

SanoNHHTe NEpBHEe YyeTHIpe cnalia coodineduaAMH of HeTOPHK pasBuTI
cpefcTe BRIUHcneHHs. Henoneayitre gns store gotorpaddi Hs DaOKH
Tema 2\3agannsa 2.2\ Heropus. [Tpu BecfXoIHMOCTH HaMEHHTE CTPYETY-
Py cAadgoB, MCIMIBE3VHA CIHCOEK abloHoB, KOTOPRH OTHPBIBAETCH IIPH
eeinosnHedus Fraenans = Craddw = Maxem.

Coxpanure npesedrandio B nanke Mom mokymenTesl B daiiie ¢ uMerem
ynpas:kHeHe 2.2.6.pptx.

7*. CosgaliTe HOBEYH IIPE3EHTAIHME} HA OCHOBE CYLIECTEYHOIEH (HAIpHMEp,
Tema 2\Bananua 2.2\ o6pasen 2.2.7.pptx) u:

1+
2.
3.

4.

TIpocuorpuTe ee B pexkine Hokas caaiimos.

Iepeitgrre B pestinn QOORYHET.

OrcoprHpyiiTe cnaligkl OpeseHTANHH TaK, YTOOBR TEPMHHE, KOTOpLIE
o EACHAITCH HA cnaiigax, pasMellalicE B ANfaABHTHOM IOPATHE,
SaMeHHTEe YCTAPEEIIHNE FIH HETOUHEE (POPMYIHPOBKH TEPMHHEOE, pASMeE-
MeHHBX Ha caaiifax. HenonesyiiTe TepMHHE B3 MedyaTHOH SHIIHKIOTE-
OUH 10 HEQOPMATHEE HIH B3 oIeKTpoR ol sHHKIone 1 Bukunmeaua &
Hatepuete (http: //uk.wikipedia.org).

. BamenuTe doTOrpadin FeTpolcTE KOMIORIOTEPa HAa HOERe. JInA sToro He-

MoALSYIITE DoOMCK pHCVHEOER B METepHeTe MK BocIoNbaviiTeck dhailnam,
pasmernenabiMi B nanke Tema 2\3ananus 2.2\ ¥ erpoiicrsa.

CoxpanuTe npeseHTalHo B coboTeennoll nanke B dailne ¢ HMeHeM
ynpaskaenne 2.2.7.ppix.

http:/ foffice. microsoft.com/training /training . aspx? AssetID=RC01 1 298761058
Iﬂ http:/ foffice. microsoft.com/training /training . aspx? AzsetID=RC101865831058



A R L P

2.3. OcHoBHbIE NPpUMHUMNBI AM3aiHa cnangoe. Ctuneeoe
odopmMmneHue npeseHTauvn

1. [oe BaMm BCTpEYanock CNORO AM3aifHT? Kak Bkl NOHWMaeTe STO cnoBo?
® | 2. Kakve TNl cnailfoe No cTpYKTYPE BB 3HaeTe?
3. Kakue UBeTOBLIE MOAENK Bbl 3HaeTe? Kakue LBeTa ABNAKTCH BA30BLIMK B STIX
Moaenax?
4. YTo Takoe cTUNL?
5. Yto Takoe Tema nokymeHTa? Kak ee npumeHuTs B Word 20077

IMonaTHe 0 TH3alHE

TepmuH «IMBaliH» B IOBCEJHEBHOH MHB3HH BCTPEUYASTCH JOCTATOUHO YAC-
To. lIpocmarTpuBas Tenernepeauy O peMOHTEe KBAPTHPEL, Bhl ClBILINTe 00 MH-
TepeCcHOM IH3aiiHe rOCTHHON HiH KabnHeTa. B peroprake ¢ aBTONIOY pPerop-
Tep BOCTOPKEHHO pacckasbiBaeT 00 HHHOBALTHOHHOM JAH3aliHe HOBOIO aBTOMO-
Ouns. AdHina BEICTABKH OJIeX/1bI H3BelllaeT 0 HeoDBIYHOM NOAX0Je K ausaii-
HY *HeHCKOH 0le,Ib] H3BeCTHOI'0 KYTIOphe.

Kak BHI yie sHaeTe H3 Kypca H300pasHTeILHOI'O HCKYCCTBa, JH3alil (aHri.

design — saMblcell, IJAH, IPOEKT,
BCKH3, KOMIIOSHIIHSI) — 3TO IIpoliecc
XYA0KECTBeHHO-TeXHHUECKOro  IIpo-
EKTHPOBAHMS MEJIeIHi MM HX KOM-
nnercos. Jln3aiiHoM HASEIBAIOT TAKHe
H pesyJbTAT STOI0 POeKTHPOBAHHA.
Henoperka, KOTOPEIH saHMMaeTcH JIH-
aaHHOM, HASLIBAKOT JIM3alHepOM.

B xome xXynormecTBeHHO TeXHHYe-
CKOTO MPOEKTHPOBAHNUS OIpelellsioT- Puc. 2.18. luzaiiHepckue paboTkl cTYONK
CH BHAYEHUS CBOHCTR obherTa (TeXHH- Gl J]Eﬁﬂeaf{i?_li;eimm -
YeCKHX H XYJ0KeCTBEHHEIX), a Takke
B3aHMOCBASH OTJeNIbHEIX COCTABNAIOIUX 00BLeKTA.

OfserToM AusaiiHa MoeT OITh NPOMBBONEHEIH 00BEKT, € KOTOPBIM Yelo-
BEE BCTpeuaeTcd B MOBCeTHeBHOMH xH3HH. HanpyumMep, Ha pHcyHEe 2.18 Ha0-
Dpamedkl Jusaiideperre paspaboTEi MspecTHOl poceniickoll eryauu Apre-
mus Jebegera — ualika ¢ pyukoil B Buje cumBosa (@ u Qusi-HAKOIIUTEND B
BHJIe 3HAUKA [1allKH.

2

H B sapvcumocTii oT 00LeKTOR, 18 KOTOopPbIX paspalbaTteieaeTes AW3aiiH, Beilens-
m HOT HECKONLKO €70 HanpaeneHmia;

* MPOMBILLEHHbIH AW3aiiH, 0GbekTaMK KOTOPOro SENSKTCA OPYOWA TPYQA: WH-
CTRYMEHTE W 0BopYAoBaHWME, MaLLMHE U NPUCNoCoBReHWs W T. .
s [AW3aiiH cpefbl, B KOTOPOM B CEOK) oHepelb BblAensioT:
¢ apXuTeKTYpHbIR Au3aiH, obLeKTaMy KOTOPOoro ABNAKTCA 3AaHKA W cUucTema
WX pPazMelleHia Ha MeCTHOOTH,
¢ AuzaifiH wHTepsepa, 0DLeKTaMK KOTOROro ARNAKITCA BHYTRPEHHWE NoMelleHna
ANAHWIA, SneMeHThl 0CBELLEHWA, MeBens W T.N.;
¢ naHgwadTHEIN AW3aiH, oObekTaMW KOTOPoro ABNAKTCH NapkM, CKBEphl,
npWycafetHbe yYacTkW, 2eneHble Yyronk U T.in.;
s rpadgpMyeckMidi AWZ3ailH, o0ObekTaMK KOTOPOro HABASIOTCH KHUAKW, nnakartkl,
nepuouyeckie WanaHua, GyKneTsl, peknaMm-as npoaykuma, WpudTel U T.0.;
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* KOMMbLIOTEpPHLIA AW3aiH, ofLekTaMW KOToporo SENAIOTCR Beb-caiTel (Be6-
AM3asix), npUKNafHble KOMNbIOTEPHLIE NPOrPaMMBl, KOMNLIOTEPHLIE WP, SNek-
TROHHEIE OOKYMEeHTE (TEKCTOBLIE AOKYMEHTR, NpeaeHTalWMK, Jenoean rpadika W
T.N.), Unporan oTorpadua U T.0.;

e AM3aiH BHeLUHero BMAa Yenoeeka, o0LekTaMy KOTOROro ABNAKTCH NPHUYeCcKM,
mMakmax (dpady. maguillage — rpyum, WMCkaEXeHWe WCTUHB) WnKM BuUaaX (adrn.
visage — nvuo, B}, ogexa, oOyek, akceccyapkl M T. 0.

B npoliecce pazpaborku Auzaiina obberTa, HATTPHMEP KOMIBLIOTEPHOH TTpe-

3eHTAlHH, BEJIEIAIOT HeCKOJNBKO 9TATIOB:

1. Havaawnuiii aman, B Xoe KOTOPOro onpeleiseTcs HasHadeHHe obbek-
Ta, HBYYAIOTCA paHee CO3[aHHBIE AHAIOTHYHBIE TTPOEKTH, paspabdaThi-
BAOTCA 0DIIHe MOJX0AE] K TH3AHHY TAHHOTO 00LeKTA.

2. 9man cozdanus guzaiina obLeKTa, B Xolle KOTOPOTO, KpoMe BEITIOMHE-
HUA paboT 110 cosfaHu Ausaiiba, NpoBoJHTCH ero TeCTHpPoOBaHHEe M He-
NpaRIeHHe onmbGok.

3. dman npuMeHeHud, B XoJle KOTOPOT0o aHaMTH3HUpyeTcsa s(eETHBHOCTE
paspafoTaHHOro AHsaiiHa 1 pH HeobXoANMOCTH BHOCATCH KOPPEKTHERRL.

XX B. B Cosetckom Coloze v lepmaHmn.

B 1920 rofy B Mockee Guin cosflad BxyTemac (Bbiciume rocyfiapoiBeHHLE
XYAOXKECTBEHHO-TEXHWYECKHe MacTepckme) — yyebHoe 3aBefleHle G LUenbiM ps-
Oom chakynbretor, GONbLUWHCTED M3 KOTOPbLIX MMenk NnpuKknaiHoe Hanpaenedye: ap-
XHUTEKTYRPHEIA, XUBCONWUCH, CKYNENTYRHL, TEKCTUNEHER, KEpaMVYecKWi, Nepeso- 1 Me-
TannoobpadoTkw. B 2ToM ZapefeHWl ENepELIE HA HaydHOW OCHOBE W3y4anwch
BOMNPOCH MCNONL30BaHWA AOCTOAHWA MCKYCCTEa AN noTpebHocTelR MaccoBoro Npo-
Wa3BOMCTEA.

B 1919 rony & Befimape (fepmanna) coafaeTca BeiClWan WKoNa CTROWTENLGTEE W
XYOOKECTBEHHOID KOHCTRpYWpOoBaHua, wnk Bayxays (Hem. Bauhaus — cTpovTenbHui
Lowm}. lNporpamma yyebul B WKONe NpefycMaTpueana ofbeWHeHWe WCKYCCTBa COo
cTpouTensHol TexHukoR. Kpepo Bayxayza — XYOOKHWK, PEMECNEHHWK W TEXHONOT B
DﬂHDM J'II.-'1LLE. an['ID}:I,E.EETEIIH 1 EII::II'I'}I'CKHHKH KON BI C}’U{ECTH‘EHHD nNoenMENK Ha paﬂ-
NUYHBIE Hanpasfedus AeKoPaTtueHOro M W30 BpasHTenbHOro MCKYCCTBA — OT WAMI0-
CTRPUROBaHWA KHVKeK W peknambl N0 apxMTekTyphl U NpoekTUpoBaHia Mebani.

E Kak oTOenbHoe HanpagneHne B MCKYCCTBe AW3aiii Hayan pasenBaThbCs B Hayane

OcHOBHBIC NPHHLMIEI IH3AHHA NPE3CHTAIHH H CIAHTOB

Heszupas na To, uto Ausaiid — 570 TBOpUeckH il npollece ¥, Kak OOJILIIHH-
CTBO APYTHX TBOPYECKHX TPOLECcCOB, 3AaBHCHT OT HHAMBHAYAJILHOCTH aBTopa,
€ro TaJlaHTa, Bee ke OH OasHpyeTcd Ha pAjie NIPpHHIHIIOB, cobiIojleHHe KOTO-
PBIX HaeT BOSMOMKHOCTE CO3MABAThH KaueCcTBeHHLIe TPOOVETEL. 18 yenelnHol
peanusaliii 3ajJadniil Jusaiia HeobDXoJMMO NPHAEDHBATECH 3AKOHOB KOM-
MOSHUHH, KOJOPHCTHEN H SProHOMMEKH:

" ROMIIOSHUMA (N1aT. compositio — cocTapleHHe, CBASLIBAHHE) — HAYKA O CO-
I'JIACOBAHM M BJIeMEHTOB 00herTa JUIA NpejaHus eMy LeloCTHOCTH, BHell-
Hell IpHBJeKaTelLHOCTH H (PYHEIIHOHAIBHOCTH, a TAKMe pesybTaT TaKo-
ro corfacoBaHuAa;

= goJiopHerHka (nat. color — UBeT) — HAYVEA O llBeTe, £ro cBoilcTBax, ocobeH-
HOCTSAX BOCIIPHATHSA IBETA JIIOJLMH PasHBIX BO3PACTHBIX H COIIHAJBHEIX
KaTeropuii | T. 11.;

= sproHoMHEKAa (rped. pyov — pabora, viuoc — 3aK0H) — Hayka 06 sduperTHE-
HOCTH HCIIONIBE30BAHHSA YeNoBeKOM YCTPOHCTB, CpelcTE, HHCTPYMeHTOB Ha



OCHOBe yyeTa ocobeHHocTeH nocTpoeHUA W PYHKELMOHN POBAHUS YesioBeye-
CKOI0 OpraHuaMa.
Hx TpeGoBaHHA ONPEIeNAT OCHOGHbIE NPpUHyUnb. dusalina JIOOEIX

00'LEKTOB, B TOM UMcJie NpeseHTALNH 1 HX COCTABNAIOIMX — claiiloB.

RKommosnumua npesedTaluH

Bo Bpemsa paspaloTEM KOMIOZHIHH NpeseHTALHH CleIyeT OlpelelHThL

LeJIH ee CO3JJaHusA U HasHaueHHe. B 3aBHCHMOCTH OT 9TOT0 [NAHHPYeTCH MpH-
ONMHSHTeLHOe KONHYeCTEO claiiioB H 00BekToB, KOTOopEIe OVAVT HAa HHX pas-
MellleHEl (codepacanue npesenmayuu ). Onpejenserca cTpyRTypa lpeseHTa-
[[HH, HCIIOJIL30BAHHE B IIPe3eHTALHH CJal 0B pasHEIX THIIOB, a TaKMKe CHCTe-
MA HABHTAIIMHY — Nepexo/ikl 0T OJHON cnaiijia K ipyromMy, HaIuuyme rumnepeck-
JIOK ¥ IpYIUX sseMeHToB ynpasinedus. [Torom nepexofsT K paspaborke Kom-
MOSUIHH (CTPYRTYPhL) kaxgoro cuaiija.

IIpu 5TOM HY3KHO VUWTLIBATE TAKHE CBOMCTBA KOMITO3WIMH:
Ienocmuocms — cBOCTBO, ROTOPOE COSIAGT V 3PUTEIA OLLVIIeHHe eIHHO-
ro uesioro. Bee sleMeHTEL NpeseHTALIHH JOJKHE] OLITh YeM-TO CBASAHHEL —
eIHHEIM CTHIeM oQopMIeHHA, eJHHEIM MOAX0J0M K pealusallii aHuMA-
I[HH, CTAHJAPTHRIM JINf JAHHON NMpeseHTAIIMH pasMellleHHeM MOBTOpPSA-
MUXCA 2JIeMeHTOB H T. I1.

Buipasumensnocms — CBOHCTBO, KOTOpOe olpe/ielisieT, HACKONLEO TOUHO
MOAaeTCA OCHOBHASA HJled NMpe3eHTALINH IWIH OTIeLHOTO chaiija. Ee Brico-
EHil YPOBeHE JOCTHTAETCH YMEeNEIM HUCTIONL30BAHHEM KOHTPACTHRIX IiBe-
TOB, HaMeHeHHeM GopMel OBeKTA, pasMelleHHeM B IleHTpe caalijia Hanbo-
Jiee BAXMHBIX 00LEHTOR MJIH BCTABKOH MX B [IPOCTYIO leoMeTpHUYecKy o -
IYypy — EpYr, OBaJl, KBAJIpaT, TPEYIroJIbHHE.

o Jlunamuunocms — CBOHCTBO, KOTOPOE YHASKIBAET HA CHOPOCTE MBMEHEHH#

cocTosaHui obberTa. Jlnsg obecneyeHUs BRICOKOH AMHAMMYHOCTH HCNON k-
3VIOT HSMeHeHHe Npollopliuil oTjenbHbX ofkerToB. HanpapnenHas uim
VIAJNHHeHHAas BleBo WK Blpaso ¢opMma ofberTa orofpa:aer THHAMMHY-
HoeTs. Tar, HanpuMep, KHOIEA JUIS HAYAJA BOCIIPOUSBEleHUS ay[Ho- UIH
BHACOKOMIIOSHIHIT B DONBIIMHCTEE pOHTpLIBaATE eI HMeeT HaobpaskeHne

TPeyTONLHUEA ¢ BepIIHHON, HANPABIeHHOH BIIpaBo | ® — npusHak IHHA-

MHYHOCTH, & KHOITKA OCTAHOBKH — M306paskenye MpAMOYronbHuKa | ™ —
npusHak craTudHocTH. Takxe shderT THHAMMYHOCTH AOCTHTAETCH HC-
MOJLBOBAHMEM HAKJIOHHEIX OTPe3KOBR M KPHEBRIX (puc. 2.19). I[Ipumepom
KPHBOI, KOTOpas JeMOHCTPHPYET IHHAMHYHOCTE, MOMeT OLITE H306pasie-

HHe JIeHTEl B PHCYHEE HA KHONKe BeTaBHThL KIMII H3 KOJLIeKI[HH 55
Cummempusn u acumMMempus — CBOWCTBA KOMIIOSHIIHH, KOTOPEIE YKa3hI-
BAIOT HA B3AHMHOE pasMelleHne obLek- i
ToB. CHMMETPHYECKOE pasMellleHHe O0LeR - Sum—p !

TOB TIOJUEPKHBAET CTATHUHOCTE, HaIek-

HOCTE H TapMOHHYHOCTE KOMIIOSHI[HH, A

ACHMMETPHA — Cchoco0HOCTE K OBICTPOMY

PA3BHTHIO W T'OTOBHOCTE K M3MEHEeHHSM,

MOOHILHOCTE KOMITOBHI[HH.

CrnefyeT YUHTHIBATE, YTO Hajluuue noneil Puc. 2.19. Pucynku O. chanTanosa,

B claiijlax jaeT olyieHHe MpocTPaHCcTBa, &  WINDCTPUPYIOLLWE CTATWYECKOE
HX OTCYTCTBHE — YMeHbINaeT KoM(popTHOCTL, (CNEBa) U AMHaMuieckoe (crnpasa)

cos/laeT YYBCTBO 3aMEHYTOCTH. PEEELLEHME MRCEIYMRHTIE
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Koanopueruka

PDUBHONOTH H NMCHXOJOIH yie LaBHO 3aHHMAaloTCs H3yUYeHHeM JIeiicTBHS
CBeTa H 1BeTa Ha (pUsHueckoe W BMOLHOHAILHOE COCTOSHHe YesoBeka. Jlna
co3aHusa speRTHBHOH H rapMoHHYHOI NpeseHTallHH cJieyeT NpaBHJILHO
BEIOpaTE ee ocHoeHoll yeem. OcHOBHON 1BeT JNf NpeseHTAIlUH — 5TO LBeT
doHa GonbLIMHCTEA cliaiijios, KoTopslil 1 Oyjer cosfapaTh o0llee BreUYaTe-
HHe OT IPOCMOTpa NpeseHTallHl.

Bo Bpemsi BRIGOpa OCHOBHOTO IIBETA CNEIVET VYHTEIBATE TAK HABHLIBAEMYIO
MNCHXOJIOTHYECKYIO XapakTepHCTHEY [BeTa. OHa BhIpajkaeT BIHSIHHe LiBeTa
Ha MCHXHYeCKoe COCTOAHHE YelIOBeka. IT0 BIHAHHe MOMeT OTIHYATECS B 3a-
BMCHMOCTH OT BO3ZpacTa, COLMAJIILHOIO CTATYCa M HacTpoeHus denoeera. Of-
Hako B GOJIBIIHHCTEE CAYUYAEE [IBeTa HMEeT TAKYIO NCHXOJOIHUeCK VIO Xapak-
TEPUCTHEY:

* KpaCHBIH I[BET — SHEPTHYHBIN, ATPECCHBHBIN, BO0Y:RAAIONINII, HA ONpe/e-
JieHHOe BpeMs aKTHBHSHpYeT Bce (PYHKIHH OpraHHsMa, NOJHUMaeT Ha-
CTpOEHHE;

® SRENTHIN LBeT — YMeHLIIAeT YTOMIAeMOCTh, CTHMYJIHPYeT OpraHbl 3peHus
M HePBHYIO CHCTEMY, CrocobeTBYeT YMOTBeHHOM JleATeIbHOCTH | pellieH U0
npobiem;

® FeJeHBN NBeT — (PHEHONOTHYeCcKH Hanbonee OMaronpusATHRIN ANA YenoBe-
Ka, YMeHbIIaeT HalnpseHHe W YCIIoKaHBaeT HepBHYIO CHCTeMY, Ha JUJTH-
TelbLHOEe BpeMSA YRelIHUHBaeT paboTocnocofHOCTE, COoCoDCTRYET KpHTHYE-
CHOMY ¥ BAYMUYHMBOMY IOAXOAY K pelleHuIo npobneM, yMeHLIIeHHD KOJIH-
yecTBa OLIHG0K B IPHHATHH pelleHuii;

s ronybol IBeT — CHHMMAET 3HAYeHHe GONBINHMHCTBA (PHIHONOTHUYECKHX
CBOMCTE OpraHMaMa — NyJbca, AABIeHH#, TOHYCA MBI, CHOCObCTBYeT
BOSHHEHOBEHHIO OLYIIEHHA pasouapoBaHiia H MOA03PHTEILHOCTH ;

* CHHMI IBeT — 10 JelCTBHIO OX0M Ha royboii, ¢ GoMee BRIpaKeHHEIM ad)-
(PerTOM, KOrJla YCIOKOeHHe MOSKHeT [IepeXoHThL B YTHeTeHHE;

* (HoONeTOBLII LBET — B UeM-TO COBMELlaeT CBOMCTBA CHHEro H KpPacHoro,
MOXeT BhI3bIBAThH HEYpaBHOBEIIEHHOCTR, OLLYIIeHHe Hesall[MIleHHOCTH.
OnucaHHble XAPAKTEPHCTHEN BIHAHMA HEKOTOPLIX IBETOR HA NMCHXMYe-

CKO€e COCTOSIHHE YeJIOBeKa MOT'YT Takde OTIHYATLCA B 3aBHCHMOCTH OT HX HH-

TEHCHBHOCTH.

IIpn ycnoBHH yMeHBIIEHHA HHTEHCHBHOCTH H APKOCTH LBeTa YMEeHbIIAeT-
CH HHTeHCHBHOCTE €ro JeilcTBHA Ha IICHXHUKY YeJIOBeKA.

Crnenyer Takie YUUTHIBATE TO, YTO NPOCTHIM, HACKIIIEHHLIM IIBeTAM M MX
HOHTPACTHOMY COUETAHHIO OTJAKT MpeiNouTeHHe JIOAH co 3J0poBoi, He
nepeyTOMAeHHOH TeHXHKoi. K 9Tol kaTeropHH NpHHAINEXRAT demiu, nod-
pPocmEu, Adu guauveckozo mpyoda, AU ¢ NPAMLIM U OMEPUWMbLIM XapaKime-
pox. JIns nogTee pHieHHA 9TOT0 NONOMeHHA JOCTATOYHO 00paTHTL BHHMaHHE
Ha [BeTOBYIO FraMMy HU3JeNHH JeKopaTHBHO-IIPHEJATHONO HCKYCCTBa H Haje-
JIMH, NpelHASHAYSHHBIX JUIS jleTell, ocobeHHO JOITKONBHOIO Bo3pacTa. Takas
LBETOBAA M'AMMA BO30VHIACT M AKTHBHINDYET NeATelbHOCTE.

ManoHackIllleHHBE IIBeTa ¢ TOHKHM COYeTAHHEeM OTTeHKOB, ¢ IIJIaBHBIM I1e-
PEXOIOM OT OAHOTO OTTEHKA K APYTOMY BEISHIBAIOT YCNoKoeHue, TpebyioT 60-
Jiee INHTeNLHOr0 H BAYMYHBOrC HabmiogeHHs o0berToB. HX npeanouHTaoT
JIIOH ¢ IOCTATOYHO BLICOKHM KYJILTYPHLIM YPOBHEM, CPeIHHX H IIPEKJIOHHBIX
Jler, ¢ HHTeJUIeKTYalbHBIM HallpaBJieHHeM TpYAoBoil JesTeNlbLHOCTH, a Takie
JIOIKU ¢ yeTaBiledl MM oUeHb YYBCTBUTENBEHON HepeHO cueTemoii. TTosromy



oTH LBeTa TpeobiajaT B ojlexe el crapliero NokoJieHus, B MHTephepe
My3€eR, CONLHHIL.

COoOHeTaHWA LBEeTOB B ¥XW3HKW YenoBerka akTUWEHD MCNONBIYIOT B PA3HBIX OTRACHX:

* Ha STMKETKaX M B PeKnamMe MONOYHLIX NpoaykToe npeobnagatot Genulit 1 3e-
nexHLIA LIEEeTa Kak CUMMBONLI YHUCTOThI ¥ eCTEeCTEBEHHOCTH,
KOPWYHEEBLIA LIEET B NPeACTaBNeHuy Kodie yCUNMBaeT olUYLLEHVE KOHCepBaTMaMa
W cTabuneEHOCTH;
Ha KOHLEpTaX poK-My3bIKaHTOB, B MX aTpubyTax npeofnafalor spkve LBeTa C LWo-
KMPYHILLMM coYeTadneM — KPacHbli, oparxeBulll, NypnypHeli, dwonetoewi, Yyep-
HBI — AN8 younenns adipekTa akTMBHOCTH, NpoTEcTa, OTXOOa OT CTaHOapToR;
CTPaxoBLie KOMNaHWK BLIBUPaoT CUHWIA K KopWYHEBLIE LiBETA ANA co3faHua ad-
ieKTa NOKOA 1 YEEPEeHHOCTH B 3aBTPallHEM fiHe, HO AOCTATONHO HYacTo MCNonb3y-
KT W PUoneToBLIR ANA CTUMYNMPOBaHWE TREBOXHBIX OLUYLLEHWA W noTpebHocTH
3aLMTHUTLCH;
WzeecTHad ceTk 3apefleHvid OricTporo nuTanus «MakfoHanec» MCNONE3YyeT B
CBOSmM Dq}EpMﬂEHHH coMeTaHWe XenTolo 1M KpacHOIo UBETOEB, CTUMYNHMPYHOLLMX
anneTnT ¥ YCUNWBaLLIMX OLLyLLieHWe ronoa.

MNouxonorMyeckoe BOCNPUATHE LBeTa, a Takxe onpefeneHHeble yCToRBLLIMECH

Ha Bri6op 0CHOBHOTO IBETA NMPE3EHTAIIHH BIHAOT YCIOBHA €8 JeMOHCTpa-

M.

Jlaa npocmoTpa Ha SKpaHe MOHMTOPAa cJlelyeT BRIGHpaTh TEMHBIE
OTTeHKH L BeTOR 104 (hoHa, MOTOMY MT0 APKHE IBeTA VTOMISKT IM0Jh-
sopatensa. Ecim e npeseHTanus OylaeT NeMOHCTPHPOBATHCH Ha
SKpaHe ¢ HCMOJIBL30BAHHEM MYJIBTHMEIHITHOTO MPOeKTOPA WIH paciie-
YATHIBATECA Ha GyMare, To OCHOBHOMH LBeT [0JKeH BEICHPATHECHA W3
CBeTJBIX OTTEeHKOB.

Kpome OCHOBHOTO IBETa NOAOHPAIOT

HeCKOJIBKO BCIIOMOTraTeNILHEIX, KOTOpPLIE B
COBOKYITHOCTH COCTaBAT I[BETOBYIO raMMy
npesenTanui. Bo Bpems BeIbOpa BCIoMo-
raTeJIbHEIX LBeTOB clleflyeT YUYHTHIBATL
rapMOHMYHOCTE COYETAHHA OCHOBHOIO H
BCIIOMOTaTeNILHEIX 1BeToB. JlNa cosanus
[BETOBOH TraMMbl [pe3eHTallHH MOMKHO
HCMOJIL30OBATEL 1IBETOBON KPYyT, OAMH H3
BAPHAHTOB KOTOpOIC IOJAaH Ha PHCYH-
ke 2.20. B sTom nperoBom kpyry 12 cek-
TopoB. Yem Gauike Ha KPYIy pasMeleHkl
neeTa, TeM OoJiee rapMOHHUYHBIM SIBJISIET-
CHl UX coueTaHue.

Jlns npeseHTAIlHH MOT'YT OLITE HCIIONE-
80BaHBI OIpeelieHHbIe COUeTaHHA IIBETOB:
® KOHMpAQcmuoe yeemda — [ABa 1EeTa,

Puc. 2.20. LpeToBOR Kpyr

MeRIY KOTOPBIMH HA IIBETOBOM KpPYTe HAXOMAATCSA TPH NMPOMEXyTOUHBIX
[BeTA, HANPpUMep CMHHH ¥ KpacHLI, MONeTOREIH M opaHMHeBRIH M T.11.
Tarxoe coueTaHHe YaCTHUYUHO HcnonksyeTcs B wiabnone IlIupokoskpannas
npeseATalua (puc. 2.21);
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s JonoaHumenvHble yeema — JBa
[[BeTa, KOTOPLIe pasMellleHLl IpyT
HAINPOTHE JIpPYTa Ha [IBEeTOBOM KpY-
re, HanpuMep cHHHI H opaH:Ke-
BBIH, (PHONETOBBIH M eNThIH H

1LIAPCHOSKPAHHAR %o Thed

NPEIEHTAUNE s  MOHOXpoMamuueckue (ommeHoy-

HELE ) Yeema — I|BeTa, KOTOpLIe pas-

MellleHBl B OJTHOM CeKTope Ha IlBe-

TOBOM Kpyre. 310 QakTHUYeCKH OJTHH

Puc. 2.21. lWaBnox WnpokoakpanHaa [[BET ¢ pA3HOH HACKIIEHHOCTLIO.

R N Taroe couyeTaHHe HCIONL3IYETCA B
mabnoHe MNueDHasa nNpeseHTAIHA

PowerPoint 2007 (puc. 2.22);

* menabvie yeema — IiBeTa, KOTOphIe
pasMellleHLEl B NpaBEIX CeKTopax
[BETOBOIO KpPyIra, 0T KpacHoro K
HENTOo-3eJIEHOMY;

s xonodHele yeema — LIBeTa, KOTOPLIE
pasMelleHbl B JIeBhI X CeRTOpax 1Be-
TOBOTO KPYTra, OT NYPHYyPHOIO K 3e-
JeHOMY.

Kak npaemno, B UBeToBOii raMmme
npeseHTAlMN Ucronb3yercs 2—-3 yae-
ma. MoryT Takxe HCIONL3OBATHCH
2-3 1uBeTa, KOTOpLIE ABIAKTCA OTTEH-
EaMH OCHOBHOI'O H JIOIIOJHHTE I BHEIX
[[EETOR.

CocTaBnfwieil peToBOl raMMbl NpeseHTAIIMH H Ka)RI0T0 M3 caaiijgos
elTE I.lEE.'T CHMBONOB MEeRCMA. B HPEEHJILHDM l'lﬂjl'ﬁDIJE LHBeToB CHMEBONOR TER -
CTa MOMKET MoMOoYE TabnHuia, oTobpaalas YpoBeHE pacliosHaBaHu A (YHTa-
OeNLHOCTH) TeKCcTa Ha onpeneleHHoM (oHe (Tabn. 2.4).

Fawwid oiramge chaipo

Puc. 2.22. LLatnod YyebHan npezeqHTa-
ums PowerPoint 2007

Tadnuya 2.4, CoueTaHHe IBETOB CHMBOJIOE H (hoHA

I{sem cumsonos
I{sem prona
Xopouwo cosMenjawomca ITroxo coemenjarwomca

HepHEIH
I '—Iepnuﬁh Cunnii  KpacHerii -

SeneHsIH
HpacHbrit
OpaHe BB e 1L
 ———. ‘Iepm.ﬂi“ Senensni CHHui

Kpacuszi
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Hpodonawcenue madnuyo 2.4

SeTe kI Benwiil

ConyBoi

Cuawii Be nniit I e T
Duoneroprii [t

R e ITRIN

KoueuHo, cnefyeT CUMTATHLCSH ¢ TEM, UTO PASHBIMH JIIOJBMH LBETA MOIYT
BOCIIPHHHMATECSA T0-pasHoMy. BMecTe ¢ TeM CYIIECTBYET 3aKOHOMEPHOCTL —
Hem 5{]‘}18'& HﬂHmPMMHME mMercm om @GHE, mem Ryﬂ e oH YuUmaemcA.

Ha sdyperTHBEHOCTE BOCIIPHATHA TEKCTA B NPE3eHTALMAX OYeHb BIMSAET
BHJ IIpH(]Ta, €ro pasMep, HCNoAL30BaHHe adypeKToB HauepTaHuii U obuIHi
00LeM TeKCTA HA cllalijie npeseHTalHK. ClelyeT 3aNOMHHUTE TAKHE [IPABKJIA:

o mpudrrel Oez zacever (Hanpumep, Arial) BocnpuHMMAarTCH NyUlle, YeM ¢
saceykamu (HanpuMep, Times New Roman);
e pasMep CHMBOJIOB JOJI3KeH OLITL JOCTATOUHLIM JJIf paclOZHABAHHA H3 CA-

MOT0 OTJANEHHODO YIJIa ayAHTOPHH, Il MPOXOINT JeMOHCTPALLNS;

+ yem Gosbille HCIONE3YeTCA PparMeHTOR TEKCTA ¢ PASHBIM HaUuepTaHueM (Ha-

MpHMep, KYPCHE HIH NOMYEPEHBAHKE), TEM XY¥He BOCIIPHHHMAETCA TEKCT;
e UyeM MEeHLIIe TeKCTA Ha claiifax, TeM Jyudllle BOCIPHHHUMAETCH IPe3eHTA-

I[HH.

JProHoOMHEA

JpzonoMmura KAK HayKa, KOTOpasd M3ydyaeT BMecTe ¢ JPYIHMH BONIPOCcaM#
H CHCTEeMY JBH:KeHWH 4yeJyloBera B IIpollecce NMPOH3BOACTBEHHOH JefATe/IbHO-
CTH, JOCTATOUYHO LINPOKO MCIONL3VETCH BO BpeMs NPOSKTHPOBAHUH WHTEp-
fpeiicor MoNL3ORATENS. BHegpeHNe ee NOCTHHeHHH 1aeT BOZMOXHOCTE CO3/1a-
BATE KOM(QOPTHEE YCIOBHA B pafoTe ¢ COOTBETCTBYIOILHM IPOIpAMMHLIM
obecrieueHHeM, CNOCOBCTEOBATE COXPAHEHHIO 3IOPOBLH H CHHIKEHUID YCTAND-
CTH, NOBBIIIEHHIO 5pek THBHOCTH TPYAA.

Tak, BO BpeM# CO3aHHA NIpeseHTAllHH cllefyeT INIaHHPOBATE pasMellleHHe
BIEMEHTOR VIDABJIEHUS TAKUM 00pasoM, uTobhl 1OJL3OBATEND He IIPHXOIH-
7ock MOCTOSHHO MepeMelaTs VEAsaTelk U3 OIHOTO Kpaf claiija B JIpyroi,
yToGBl BJIeMEeHTHI YIPaBNeHHA YeTKO PasNHuyaluch Mexay coboii, pasMeps
obecrieyHBand WX OLICTPLIH BEIGOD H T. II.

Crunesoe ohopmaenne nmpesenTammi

TlonesopaTent BO BpeMs CO3JaHHA HOBOH NpeseHTALMHM HAa OCHOBe 11ablio-
HA MJIH CYILECTBYIOLeH NnpeseHTaluy BuIOMpaeT M onpejlesieHHbI CTHIL ee
opopmnenna. Kak BaM yie H3BeCTHO, IOJ CTHJEM MBI IOHHMAaEM COBOKYII-
HOCTE 3HAYEHH I CBOHCTE pasHEIX 00BeKTOR. COOTBETCTEEHHO CIMULL ofopM-
nenun enaida sajgaer popmar cuMBONOB (1IIpUdT, pasMep CMMBOJNIOB, HAYED-
Tanue, supeRTEI, IBET U T. 1.); (opmaT doHa (IIBeT, HATHUHE, pasMeljeHHe |
B/l rpadiiueckiX 00BeHTOR); AONOJHUTENEHEE [[BeTa; (hopMaT rpadHyecki X
W ApYIHX o beKTOR.
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B nwoboit movenT paboThl HaJl NpeseHTallHel [I0JL30OBATENE MOMKET HaMe-
HHTH CTHIBL ee odopmierus. [lna »Tore HMCnoNb3yoTeA TaAK HasbiBaeMble
TeMBl NpesedTaud. IIpodeccHoHalbHEle AH3aAHHepEl — paspaloTUHEH TeM
VUMTLIBAJIM OCHOBHBLIE TIPHHLMITL! Juaaiina cnaiijios, H 1I0TOMY HAYHHAKOLLe-
MY TOJLI0BATENI0 JIYUIle HCMOJIb30BATE YiHe CYLIECTBYIOLHE TEMBI C IIeNbI0
HabesraHu g OITHOOK .
Jlns uenonszosaHuA onpejieieHHoON TeMEl ohopMJIeHU S NPe3eHTALIMH clle-
AyeT BLINMOJIHUTE TAKOH aJropuTM:
1. CoamaTh HOBYIO TTPE3EHTAIIHI0 OJTHUM H3 H3BECTHRIX BAM CIIOCODOB HITH
OTEPBLITH CYIIECTBYIOLIYIO.

2. Bribpartk Ha Jlenre Brnagry JInaaiin.

3. B rpynne Temei (puc. 2.23) BRIOpaTE B CIIHCKE HYMHYIO TeMY O(hopMIe-
HHSA.

— ks g e e—— Pegepp— Py

n.gngu---u.:_

Puc. 2.23. Npynna Temet Bknaaxku OAusaiii

e P —— BrLiOpaHHLIe M3MeHeHHA Beeil TeMel, l[Be-
m L ¥ g e TORB, WIPH(QTOE M cTHNEl (hoHa MO¥HO TpUMe-
iy TR s v s HHTE KO BCeM cJaiijlaM npeseHTaluy HIH

Sepeaes sumragenws s bsgrn v | TOJIEKO K BEIIENEeHHEIM. [Ina suibopa criocoGa
NpHMeHeHHs H3MeHeHHH clleflyeT B KOHTeKCT-
HOM MeHIo (puc. 2.24) scku3a TeMbl BHIGpaTh
BapHaHT NpHMeHeHHA — KO BCceM clalilaM min
TONBKO K BLIENEeHHLIM.

Bribpag onpefeneHHyD TEMY, MONLIOBATENE B JANBHEHIIIEM MOMET Ha3Me-
HHTL LBeTa, WPpHQTE, a¢uperTH H cTHIH (roHAa. [N H3MeHeHHSA L[BeTOBOMH
raMmbl odpopniieHns chaailnos caegyer BRINONIHATE Juaatdin = Temo = [[ee-
ma ¥ B clickKe ¢ HabopamMu 11BeToB (cM. puc. 1.48) BLOpaTh HYHHBIN.

| /11 MSMEHEHMS IIPH(TOB, KOTO-

Puc. 2.24. KOHTEKCTHOE MeHID
QOHOR W3 Tem odopmneHns
npeseHTaLmn

— phle HCIONLIVIOTCA B IIPe3eHTAI[HH
" :"""' JUISL BATOJIOBKOB H JUIS OCHOBHOT'O TeK-
e r u
o sr——c cTa, CHeiyeT MocleloBATeNbHOCTEIO
o —— neficrenii Jusaiin = Temoe = Ll pudg-
e —
- mbt OTKEPEITE CIOHCOK ¢ HabopaMu
e 6
= — - mWpHdTOE H B 5TOM CHHCKe BHIOPATE
o HYHBIH.
e IpugaTe oQopMIeHHIO IPe3eHTA-
— LMK APYroi BHA MOMHO TAKe, HaMe-
[="a | ey HAA (oH cnaiinos. I[na 5TOro HCnoyb-
e — @ SYIOT 3JIeMeHTEI VIIpaBJIeHHA IPYIIkI
o 3= ®on Ha BEIagke Jluzaim. B sroii
s — 8 rpynmne JBa SJeMeHTa VIPABIEHHS —
r KHOMKA OTEPLITHA cnodcka CTHamM

e e T (¢ona A u Qraxor CKpHITE OHOBEIE

pucyHEH. BriGop HHONEH OTHpRIBAET
cnucok u3 12 obpaznor ohopMIeHHA

Puc. 2.25. OkHo opmaT doHa



(roHa NpeseHTALHH, a YCTAHOBIEHHEe MeTEH (uiaikka CKpelBaeT rpadmueckie
o0BeRTE (NMHHHH, (Wrypbl, PHCYHEH), KOTOpHEE SABIAIOTCA SJEeMEHTAMH
odopmneHind (poHa. PaclllMpeEHbIe BOSMOMHOCTH 110 HacTpoiike dwoHa claiinos
Npe3eHTALIMH MOJLIOBATENE MOMEeT NONYyUUTh, OTKEPLIE okHo DopmaTt doua
(puc. 2.25).

MoHO TPUMEeHHTEL OJJHH H3 CIMOocoDOB 3aTHBKH — CIJIOMIHYI, MPaJHeHT-
HYIO HJIH ¢ HCNONE30OBAHHEM TEKCTYPhl MJIM pHcyHEA ua daiina; npespaTiTh
PHCYHOE B TEKCTYPY — TO €CTh pasMHOMHTH PHCYHOK Ha BCH IOBEPXHOCTh
cIaiifla; YCTAHOBHTE YPOBEHEL NMPOSPAYHOCTH BAMHBKH H T.1. Y100 mpHMe-
HHTL YCTAHOBJIeHHLIE HACTPOHKH ()oHAa INA BeeX cIaiiloB MpeseHTallHH, clle-
JIyeT BRIOpAaTE COOTBETCTRYIONYIO KHOIIKY BHH3Y OKHA.

Ananoruyno TerctoBomy nponeccopy Word 2007, B PowerPoint 2007
[OJNL30BATENE MOdkeT paspaboTaTk cobcTBeHHEIE TeMBI o(pOpMIeHHS caaiiios
NpeseHTAINH, OTIpeIelINE JIA HUX Habopkl 1BeTOB, HIpHdToB ¥ cTHJIH (oHa,
H COXPaHHTL HX /I MOCIeaYIoNero Henodb30BaH .

(X TipoeepsTe ceba -

1°. Yro ranxoe gusaite? Koro HaseisaioT gusaiigepom?
2*. Yro rakoe 00rekT Iuaalina? [IpupegnTe npaMepkl 00 KTOR JHa3aHHA.
@ 8*. Karpe manpasieHHA AHsaiina el sHaeTe? UTo aenseTca ofbeKTAME B Kaik-
JoM Hs HUX?
4®, Haszopure sTansl paspaborky ausaiipa obwexta. OfLgcHuTe, Kagwe maeli-
CTEHMA BRITICUTHAKTCS HA KASKI0M HA HITX.
5* Karue ceoficrsa KOMIOSHIUK BE suaeTe? OBLICHUTE UX CYIHOCTE,
6*. Yro SBNAeTCS OCHOBHEIM I[BETOM [IDe3e HTATHH?
7%, OnuinuTe, KAK NBeT Cpeibl BAMAeT Ha ICHXOMOTHYeC KOS COCTOSHEE Ye10Be KA,
8*. OnmumHTe TpeGOBAHHMA K IBETOROH raMmMe NpeseHTAIHH B 38BHCHMOCTH OT
CpefCTE, KOTOpRe GYIVT HCIOILOBATECH BO BpeMA IeMOHCTDALTHH.
9. O0LACHHT:, K&K NOIL30BATECH IBeTOBEIM KpyroM. Kak ero HenoNsEs0BaAHHE
NOMOTEeT B BRIOOpE KOHTPACTHREIX IEETOR; AONOIHHTENEHEIX IEETORT
10®. OfLAcHATe, A KAKUX Henell B Npese HTAIHN HCNOAL3YIOT MOHOX POMATHYE-
CcEHe (OTTeHOYHEE) 1BeTa. Kakme IEeTa MCOOALZ0BAHEL B OBETOBOH raMme
nuTepdeiica PowerPoint 20077
11* OfbacuuTe, Kak HDOA0OMpASTCH [IBET CHMBOJIOB TeKceTa MBI mipndra. OT
YETD 9TO SABHCHT?
12°, Yo usyuaeT sproHOMHEa?
13®*. Kak HCNOMBE3YIOTCA AOCTH}HEHHS SPrOHOMHKH 1A NTPOSKTHPOBAHHA KOM-
NEHTePHLIX NporpaMm?
14° Yro Tarce cTHNE ohopMIeHHA cnaiiga?
15*. Kak GLICTDO HEMEHHTE CTHAL OGODPMIeHHS Ipese HTAIIHM Y
16°. Yro Taroe TeMa OpezeHTalHn? Kak ee DpHMeHHTE JA7# HaMeHeHHS odoOpM-
JeHHA caaiga?
17°. Hak HsMeHHTE MPHQTH, KOTOPLIE HCIOILEIYVIOTCH B ONpelele HHON Teme?
18*. O0pAcHNTe, KAKHE BOSMOMHOCTH OTHOCHTENRHO HEMeHeHHHA OOPMIeHHA
CAalIoR NpeJOCTARISIOT 2eMeHTH YIpasleHUd rpynnel MoH Ha BRIATKE

Jnzaiin.

19*. OOnACHHTe, KAK NPHMeHHTE s/IeMeHTE ODODMIeHHA K TeKyINeMy craalimy;
KO BCEM claijiaM [1pese HTau.

‘@ BunonHure 3aaaHus e

1°. PaspaboraliTe cTpyKTYPY NpeseHTAIIHHA Ha NATH caaijior Ha Temy Mo BKycEI
HA OCHOBe OHOTO M2 madnoHoe ofopnmienns. OnpefeniTe cojepkanie 3a-
TOVIOBKOE, THIObI GIAHIOB M pASMelleHHe OFReKTOB OpescHTAINH HA Ciai-
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® 2.

3.

max. CoagaiiTe mpeaeHTANHIO COTVIACHD CTPVETVDE Des HATIOMHeHHS M cOXpa-
HHTe ee B coBeTBeEHOM nanke B dailie c uMeHeM ynpaskHenne 2.3.1.pptx.
PazpaboTailTe cTPYVKTYPY OPeseHTAIIHHM H3 DATH caailnoe Ha Temy Mol ro-
pon {(celo, MoceloKk) HA OCHOEe OHOTNO Ha mabnoHos. OnpefeniTe collepiEa-
HHe 3aTOJIOEKOE H pasMelleHHe OO BeKTOR NpeseHTAIINHE Ha cnaiigax. Coagaii-
Te NpeseHTAMI0 B COOTBETCTBMHM ¢ paspaboranuoil cTpykTypoli Ges
HAlC/AHeHUA ¥ coxpaHuTe ee B nanke Mou moxkymente B daiine ¢ uMenem
ynpasknenne 2.3.2,ppix.

PaspafoTailTe cTPYKTYDY NpeseHTanui Ha TemMmy Mol kiace, KOTOpaS IOTE-
Ha cogepssaTk 10 cnafiiop ¥ B KOTOPOH NpeJyCcMOTDHTE: COMR MEAHNE 3a00-
JOBKOB KAMIOTO M3 oIaiifoB, MCOOILIOBAHHE ONpeleNeHHON TeME OQOopM-
JeHHA NPe3eHTAINK, THIOR cIaifoE M HX OOCIe 0BATEEHOCTE, IPpHDINaH-
TelBHEIH MATKCTPATHEHEIE (QoTorpadiii, pHCYHEH, CXeMEI) H TeKCTOBEIH
{(mognuen nog goro, TabnHuLl B T.0.) Marepran. CoagailTe NpeseHTALHI0 B
COOTBETCTEHN ¢ paspaboranHoiil cTpyKTYpoil Oes HANOMHeHHA H COXPAHHTE
ee B oofeTeeHBON nanke b daiine ¢ HMeHeM ynpaskHenne 2.3.3.pplx.

. PagpaboraiiTe cTpyRTYpY npeseHTagdy Ha Temy Mosa mmona, KoTopas

IomHa cogeprars 10 caaliios # B KOTOpOl NpelycMOTpHTS: cOjepiianie
SArIaBHI KAHI0TN0 H3 CAAHI0E, HCIOIL30BAHNE ONPede/TeHHOH TeMEBl OQOpPM-
MeHHUA NPeSeHTALHE, THOL cAalijloB H HX NOcIefO0BATENBHOCT, TpHOIHSH-
TelbHEIH WATKCTPATHEHEI (foTorpadii, pHCYHEH, CXeMEI) H TeKCTOBEIH
(mnognucu nox goTo, Tabnuie B T.10.) Marepiat. CosgaiiTe IpeseHTALHID B
COOTBETCTBHH ¢ paspaboraHHoil cTpyRTYpoll Oes HANMOMHEHHA H COXPAHHTE
ee B manke MoH HokyMeHTEI B Qailie ¢ nMeHeM ynpaskaenne 2.3.4.pptx.

. IogroToBbTe DpOeKT CTHASBOTO OQOPMIeHHS IpeseRTAIINH Ha TeMy Hudop-

MAlHOHHBIS TeXHOJOTIHH B Halleli KoJde, B KOTOPOM CHpeeaHTe: KOMIIO-
SHILHID MpeseHTalMH (KOJHYecTBO H Noclef0BaTe LHOCTL THIIOB claijos,
pasMelleHye OFLEKTOR HA KayIoM M3 c/IalifoB) U IBeTOBYE FAMMY (OCHOB-
HOIl BeT, AONONHHTE/ILHEE IBeTa, OBeTa wpudTos). Cosiailte npeseHTa-
MK B COOTBETCTEHH C BAILIHM OpOoeKTOM O3 HANOMHEHHA M COXPAHHTE e B
nanke Mol foKYMeHTsI ¢ HMeHeM yipaskHeHHe 2.3.5.pptx.

http://office.microsoft.com/training /Training.aspx? AssetID=RP101865811

m http:/ /office . microsoft.com /training /training .aspx? AssetID=RC102253691058

05B8&CTT=6&0rigin=RC101865831058

[ TTpakTuueckas pabora Ne 4. I

Benmaune! Bo apems pafomut ¢ KoMnpomepon cofnmdaiime npasuna dezonacHo
Cmu U canumapnio-zuaueriuyecicue Hopmot,

1. PaapaboraiiTe cTpYETYDPY H odopMIeHHe TPe3eHTALIHH 110 HCTOPHE ¥ KPAHHEL HA
TeMy «['eTMaECKHe CTOMHOE ¥ KPAHHE#», B KOTOPOH ClIeIyeT IpeLyCMOTPETE:
1) THTYNLHEIH cNail ¢ HasBaHHEM NpeseHTAIHH H CBele HHAMHE of apTOpe;
2) cnaiiy ¢ nepeuHeM HASBEAHWH M repfaMy ropoJoE, KOTOPEIE B PASHEIE BpeMe-

Ha GEUTH CTONHILAMHE MreTMaHCKOH VKpanHE;

3) no TpH caaiifa 0 KAKIOM IOpOLe-CTOAHIE € er0 KPaTKoH HeTopueil {(TekeTo-

BEIe H EbO‘TOMﬂTEpH&J’IH MOMHO HaliTH B ManKax, HOToOpksEe HMeKT HasBaHH
ropogos, Hanpumep Tema 2\ llpakTiueckasn 4\ Ynrnpun);

4) saraouHTeAbHLI eiaaiiy ¢ Tabnuiel nepHoLOB, KOra ropoga GLUTH CTOMHILA-

ME [eTMAHITHEERL, H CCEUIKAMH HA JONOIHHTEIRHES HCTOUHHKE HEQODMALLHI;

5) LBETOBYIC FAMMY IIPeEeHTAIHE (OCHOBHOH M HONOIHHTeNLHEE OBeTA 0pOpM-

JIeHHs], BET SATOJOBKOB H OCHOBHOIO TEKCTA H T.II.) HJIH HCHOIL3OBaHHE
OnpefeneHHON TeM Ll OfopMIIe HII,



2. HanonmEuTe cnaiifikl TEKCTOBRIMHE K rpadiuecKUME obmerTanmi. Kpome oTme-
HUeHHBIX MATEPHAMOE H3 IAMI0K ¢ HASBAHHAME MOpoOgoOE, MOMHO HCIIO/BIOBEATE
mMaTepuankl HETepHeTa HAN NeYATHRIX M3TAHWIH.

3. CoxpaHuuTe npesedTanyo B cobeTbednol nanke & daiine ¢ umenen IparTHye-
ckan pabora 4. pptx.

Ajpeca OTIeNbHBIX HOCTOYHUKOR 110 TeMe npesedTanuy B MuTepuere:
http:/ /www.ukreenter.com/Library /read.asp?id=7634

http:/ /hlukhiv.com.ua/

http://h.ua/story /230381 /

http://h.ua/story/231101/

http://photo.unian.net/ukr/themes/ /8594 /

http:/ /www.chyhyryn.org.ua/index.php

http://mestectvo.com /cherkassy/zolotayva-podkova/chigirin.html

2.4. DoGaeneHune aHnMaunoHHbIX 3 PeKToB K 00BbeKTam
cnanpa. Ucnonb3oBaHue rmnepccbiNoK U KHOMOK

nelcTenn

1. Kakve obbekTH npeseHTalMy MoryT OHTE pasMelleqHl Ha cnailfiax? Kak mx
BCTABWMTRL?

2. Kak obpasyioTes NOOEMKHBE M3obpaxeHns B MyNETUINMKaLWKY

3. Yto Takoe runepcobinka?

4. Kakve KHONKKM MCNONBIYIOT B TEXHWYECKWX CPecTRax ANd ynpagneHwus
npocMoTpRoM BUleonMaTepuanos?

Hobasienne aHUMALHOHHBIX 3(p(eKTOB K 00beKTaAM chaiiaa

Awumanud (ppaul. animation — o3RHUBIeHHe) — BHJ[ KHHOHCKYCCTBa, B KO-
TOPOM JIBH3KeHHe O00BLeKTOB MOAeJHPYETCH ¢ HCMoJIb30BAHMeM PUCOBAHHBIX
(rpamyeckan aHumanms), obeMHEIX (00BeMHAA AHUMALMHA) WM CO3[AH-
HBIX C MCIOJbB30BAHHEM KOMITBIOTEPHLIX MporpaMmMm
(ROMOLIOTEPHAS AHHMAIIHA) 00 BEKTOR.

OcofeHHOCTLIO0 KOMIBIOTEDHOH NpeseHTAIlMH AB-
nsieTesi BO3MOMHOCTE JOOABNEHNA AHMMAITHOHHBIX ) Macrmmied sk
apperToB K O0BeKTaM, pasMellleHHBIM Ha cnaiijgax. e
Iro obecnieyuBaeT JYULIVIO HArMSAAHOCTE M JIMHA- - '
MHYHOCTE MMOEa38 H B pesyeTaTe — ﬁﬂﬁlﬂm 3(])' Puc. 2.26. lpynna anemeH-
(PeKTHBHOCTE IIpe3eHTALIMH . TOB yNpaeneHus Auuma-

B npesenranmsax ¥ obeKTaM [IpH UX NOSABIEHUH ums
HJIH MCYE3HOBEHWH, MPH H3MeHeHWH CJIaiiloB MOTYT
NpPHMEHATECH AHHUMAaILHOHHEIe 35X peKTEL.

Jns Toro 4TobEl J00ABHTE aHHMALIHOHHEIH sdxperT
K TEKCTOBOMY 00BeKTY, HEODXOIHMO BLIGpaTh 10T 005h-
EKT H BOCTIOJIB30BATHCH 3JIEMeHTaMH YIIpaBJIeHH A TPYII- t"ﬂm F
nel AHMMANMA Ha BEJaJKe AHHManmsa (puc. 2.26). | Bwuscravpe
Jlns GLICTPOro NpUMeHeHHUd OIHOTO M3 Tpex sdiperTop | Morssenie
anumanun ( Beiyeemanue, loaenenue, Belnrem) cnemy- ""“"
eT BHIGpATL HA3BAHHE HYKHOIO S(eKTa B CIHCEe @ —HOPNFSmivspm.. =
KHOTIEH Auumanua (puc. 2.27).

J1nsi MHOPOYPOBHEBBIX CITHCKOB, JJIsI HaJIMHCel, Co- Puc. 2.27. Cnmcok
JepsraliX HecKoJLKo absaleB, NS [OJ3arcJIOBKOB KHOMKW AHuMaums

Tod Aemmetigen racrpodhcs . ¢

Bt arslanasy ;
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Ha THTYJIBHOH cTpaHHLe MOHO BEIOpaTs, kpoMe sdpberTa aHHMAIIHH, eLlie |
NOPAJIOK ero TPIMeHeHHs — éce aMecme WH no adzayam 1-zo ypoena (abaa-
Okl BTOPOTO, TPETHET0 H T. JI. YPOBHEH MOABAAIOTCHA BMecTe ¢ ab3alleM MepBoro
VPOBHS).

Ecnu k TercroBoMy ofberTy npumeHeH sdperT Brinperanue, 7o CHMBOJIEL
NpH NOABNEHHH H3MeHAT CBOM OTTEHOK OT LBeTa (poHA K OCHOBHOMY LIBETY
cumBonoi. Jlobasnenne sduperta llosmaenwe NpHBOIHT K TOMY, YTO TEKCT
HNOABAAETCH OT HuMHel epanuubt adzayes. IIpu yeraHoBieHHoM aderTe
BrleT cUMBOJIE] TEKCTA MOABIHOTCH OT HUMN HET] EAHULIBL eaaiida.

I1py HaBegeHHH ykasaTeNnd Ha HasBaHHA 3(PEeKTOB AaHHMAIIHH ITPHMeHs-
eTcd JHHaMWYecK i npejBapHuTeLHEIH IpocMoTp.

JononuurentHaa HacTpolika 5THUX sdpeHTOR aHUMAalMHM M JobapneHue
IPYTHX OCYIIECTBIAeTCA B 00aacTH sagay Hacrpoiikn anumanmn (puc. 2.28).
Ilna oTEpLITHA 2T0i 0DNacTH clelyeT BRIOpPATE B rpyIiie AHHMAIHA KEHOMKY
Hacrtpoiika aHMMAIHH MM B CIIHCKEe KHONKKH AHMMALMA 5TOi caMoii IpyIkl
BRIOpaTE KoMmauay Haerpoiika anmmanmm.

IIpu Bribope kHonkH [lobaBuTs s¢ierT OTHPE BaeTCs CIIHCOK H3 YeThIpex
romanj, Bxop, Beipenenme, Beixoa, Ilyru nepememenns (puc. 2.29). Bribop
n0boi M3 9THX KOMAHJ OTKPBIBAET CIMCOE KOMaHJ yCeTaHOoBEH s(jerToB
aHHMalHH, KOTOphle HCIONL30BAIHCE MOCHefHHMH, M KOMaHAY OTEPLITHSA
OKHa NoJHoro cnucka sduperTor Jlpyrue sdpderTs.

@ - Knonka JloGasurs adubexr /

HameHNTE
O ~ Kuonka ¥gaanTe
O — Cnueox Hauamno
0 — Cnucox Hanmparnenne

0 = Cnueok CropoeTh

— e kT AHMMAIHH TEKCTOBODD
O LeKTA

2 — Terymuil spe kT AHHMAITHNA

— KrOnEH HeaMeHeHHA NOpATEA
NOABTeHUA OFLe KTOE

Q — Kuonua llokas caxaiinon

O = thramoK ABRTONPOCMOT]

Puc. 2.28. O6nacTs 3ana4y HacTpoiika aHMmaumn

l“ e 200w * Hanpumep, B okHe [Jlobapnenme siderra Bxoda
L * | MomHO BEIOpaThE OMH H3 sduberTOB, KOTOpRIIE GyaeT
& Dwuasseng » | IpHMeHeH BO BpeM# TOABJIEHHS BLIIENeHHOTO 00heK-
JE Byioa » | Ta. Bee sdperThl pacnpeeneHsl o YeThIPpeM Py Inam:

Qomme, IMpocteie, Cpenuue, Chomxusie. Ecnin mMerka

r D meposmert v | o osckca TIpocMoTp SQHPeKTa YCTAHOBIIEH, TO MOCHe

BeiGopa sduperTa ocyllecTBISeTCH IpelBapHTelILHEI
NpocMoTp NosiBNeHus obberTa ¢ 5TUM sdhderTom. [lo-
cJie MpoCMOTPa MOMKHO H3MeHHTE 3guperT. Ilna npume-

Puc. 2.28. Cnncok
kHoMkW JoGaEnTs

adpdexr



Henus sdiperTa aHMMALMK clleayeT BelOpaTh 'lﬂ
rnonky OK. T

Topsapor yeraHoBrM 3uherToR AHUMALIMK 1%
Beimenense H Beixon adHanorudeH paccMo- a9

= i Memapees
TpeHHOMY Ji8 sdierToB anuMarn Bxoj. 5 o *

Ilpu npHMeHeHHH E TeKCTOBOMY O0OBEKTY
ofHOTG Wz 5wpeKTOR aHMMAIIMHM M2 CIHCEA

Broimenene cUMBOJLI BO BpeMsH IIpOCMOTPa acpcherToR OOLEKTOR CNailfia

Puc. 2.30. Cnvcok aHUMaLnoHHLIX

Mpes3eHTAIlHH 6YIYT HBMEHATE 3HAUYEHHE CBO-
HX cBOMcTB. MOXKHO YCTAHOBHTE, HATIPHMEP,

Takmne sperThl: Hamenenue pasmepa wipud- M1 L oo
ma, Hamernenue ysema wpugpma, IToarymup- B e
HOE HauepmaHue U T. 1.
SderTHl anuManuH Beixon mMcmonnsyror || B
JUIA saBeplileHns orTobparkeHus obbexTa, To — 4w
eCTh HCUe3HOBeHHA 00berTa ¢ akpaHa. CnH- |/ & Sopess ssem
cok adperToB BEIX0]I NONHOCTEIO COBIALACT |, { Srsees s
co cruckoM sdypertor Bxopn. Ilna obosHaue- P T —-p— pe
HEA sdpdperTor annManui Bxog B 06nacTh za- R
nau Hacrpoliki npeseHTAIIHH HCIIONLIYHOT

SHAYKH 3eNeHOro [BeTa, a 1ndg sduperToR Boi-
Xo[ — kpacHoro (puc. 2.30).

Henonkaya woMananl cnucka Ilyma mepe-
menlenun (puc. 2.31), noissoBaTellb MOMET YCTAHOBHTE TPAEKTOPHIO Iepe-
MelleHHs ofbeKTa BO BPpeMA IIPOCMOTPa NpeseHTalii oT MecTa ero pacrosio-
JeHHA BRepPX MJIH BHHM3, BI€BO WIH BIPABO, MOJ YIVioM 45 crnpaBa — BBepX
HAH BHHE. Bonee CNOMHYI0 TPAEKTOPHIO JIBHMHEHHMS MOMHO YCTAHOBHTE B
orHe JlobapneHne NMyTH NnepeMelljgHHA, KOTOPOE OTKPEIBAeTCA Moctie BeIbopa
roMaH/kl [lpyrue nmyTH nepemMenieHH.

MoHO Tak3¥e HapHCOBATE ITYTE NepeMelleHHA 0f/beKTa BAOIE IPOH3BOJIE-
HOI THHHH, BRIOpaB koMauny HapHcoBaTs Nolb3oBaTeNECKHI ITYTE.

Jnst ojHoro 1 TOro e o6beRTA MOMHO NPUMEHHTE HECHONRKO sperToR
anumauun. Tarx Bmecte ¢ 5QPerTOM NOABJICHHA MOMHO HCIIONL3OBATE o
(KT BRIIEIEHHS.

CrenyioimEM aroM HacTpoHKH ecTh YCTaAHOBJIeHHe 3HaUYeHHI IapaMeTpoB
sppercra. B ecnueke Hauano ofnactu sagau Haerpoiirka anmmanmm (puc. 2.28,
3) BLIDHpaeTcd OJHO M3 BOSMOSKHBEIX sHaueHHi sdyperTa Hauala NOABIEHUA
oowerta: ITo wenury, C npeduidywun, Iocae npeduidyuwezo. Ilpu BuiGope
sHadYeHusA [lo wenyky sppekT aHHMaLlMH HAYHETCHA TOCie HaskaTH#A (IHenKa-
HES) HA JIERYIO KHONKY MEIIH. 3HaueHne C npeduldyuium YeTAHABIIHEAET HA-
yaso npuMeHeHus sduberTa AHHMAIIM Y CPasY 1OCHE MOARIEHHUA NPeLIIYILIEro
0D'BeKTa, a U [IePBoro obberTa cllaiiia — cpasy [ocie Hayaja JeMOHCTpaIHi
maHHoro chaiiga. Bo speMsi ycTaHoBneHusA sHaueHus ITocae npeduidyuiezo
MOJNE30BATEND HeoDXOMMO YCTAHOBHTE MHTEPRAJ BpeMeHH, Yepes KOTOpPHIi
[0 OKOHYAHUH NTpeaslyilero sduperra HauHeTes faHHbI sdyherT.

Hasuauenne romang cnuckos Hanmparnenwe u Cropoets (puc. 2.28, 4, 5)
OTBeYalT HasBaHHAM — YCTAHaBJIHBAIT HallpaBJieHHe MOABJIeHHs (HCYesHo-
BeHNsT) ofperTa, HanpuMep Cruzy, Creea, Cnpaea W T.1l., H CKOPOCTE BhI-
nonHeHus sguperta, Harpumep Ouens Ouempo, Medaenno, Cpedue.

Puc. 2.31. KomaHis cnvcka My
nepeMeLleHua
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Jlnst yeTaHOBKY JONONHUTENILHBIX 3HaUeHUIT napamerTpos sduberTa aHHMA-
i o0herTa HCTIONLSYIOT CITHCOK KoMaHz »(ppekTa, KOTOPLIH OTKPBLIBAETCH

nocne BeIGOpa KHOMKH [;} pAAOM ¢ HAaBAHHEeM EBeEIGpaHHOTO 00LEKTA B

obnactn sagau Hacrtpolika apmmanmm (puc. 2.28, 7). BriGop ommoii mus

romany — Iapamerpsl adyderrop iy Bpemst — NpHBOJHT K OTEPBITHIO [Ha-

JIOTOBOTO OKHA ¢ HASBAHWeM aduperTa anuManmu, Hanpumep [Ipamoyromsmme

(puc. 2.32). Ha Brnagke SguperT 9Toro OKHA VCTAHABIHBAIOTCH:

» Hanpasieume — HanpapjieHue ocyllecTeieHus sdperta (BOSMOMHEI SHA-
yennsa ana sduperTa lIpamoyroasank — Veeauvenue, Vuenvienue);

e 3BYK — HaJlH4YHe 3BYKOBOIC CONPOBOMiAeHHA s(perTa (BOSMOMHEL 3HAYE-
HuA — Hem asyra, BapaGan, Bemep, Kamepa v 1p.);

e Jlocme anMManmM — WCIONL3OBAHWE SATEHEHHS ONPENESIEHHEIM IIBETOM
HJIH CEPEITHe O0BeKTa Mocie 3apeplieHuda aHuMaliy (BO3MOMKHEl 3HAUE-
HHA — 00UH U3 YBemos, KOmopslil coomeemcmayem naiumpe ysemos npe-
FeHmayul uIU NPou3soNbHOMY Ueemy U3 CneKmpd ysemos; He 3amem-
HAMB; ROCAE AHUMAYLL CKPBLME W IP.);

* ANMMAIIHA TeKcTa — NOPAOK AHHMAIHH 00BEKETOB TeKcTa (BOSMOMKHBLI
gHaueHHA — 6ce eMecne, no closam, no 6yKeam).

Ha prnagke Bpemsa yeTaHARIMBAIOTCA SHAUYEHHS NTAPAMETPOR: HAYAMO (-
rerTa, BpeMs 3aJepiKEH Nepel] HaualoMm sdwperTa, CKOPOCTE ero NpoTera-
HUSA, KOJUYECTBO MOBTOpeHu it u T. 11.

C mcnonpsoBaHHEM HJIEMEHTOB VIIPABIEHHA BEJAIKH AHMMAaIHA TeKcTa
YCTaHABJIHBAIOT 3HaYCHHSA cIIocoD0B MPYIIHPOBKH TeKcTa ( BO3MOXKHEIE BapH-
AHTHl — KAk odun obsexm, no abzayam 1-20 ypoeHs, ece abaayvt emecme, no
abzayam 5-z0 YypoeHA), HHTEPBANE MY NMOSRIeHHEM (PparMeHTOR TEKCTA,
NoABJIEHHE CHMBOJIOR B 00paTHOM TIOPAJIKE.

B nwo6oii MOMeHT NOArOTOBEH IPe3eHTALHH MOJL30BATEN L MOMKEeT BHECTH
H3MeHeHUs1 B HacTpoiku sdwperToB aHMMALIMH, HAIpUMEp M3MeHHTh MMyTh
nepemMenennAa obrerTa. Jlna BHeceHHs HMaMeHeHHIH B HaACTpOHRY superTOB
aHHMAaIHH clefyeT BRIOpATE HYHHEIH o0LeKT Ha claiifle H OTEPRITE 00JIacTh
aagay Hacerpoiika anumanmu. [Morom B enucke shperToB BRIOPATE HYHHKIA.
Brifop MOHO OCYIIECTBHTE H ¢ HCTIOJIB20BAHHEM HOMepoR 3(uperToR AHNMA-
I[[HH, KOTOpLIE pasMelllanTes pagoM ¢ obekToM Ha ciaiijie (pHe. 2.33). B ob-
nacty zajad Haerpoiika anumanum Haseanue kHonkH [lobaeuts sddert na-
meHATCA Ha Hamennts. B gannreiinem naMenenne sdpleKTOR AHHMAITHH OCY-
LIeCTBIAeTCH aHAJIOTHYHO HX YCTaHOBKE.
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Puc. 2.32. OkHO HAcTpoiki HOro Puc. 2.33. Homepa adudekros
uz adupekToR aHUMAaLKMK TEKCTOBOMO 0GbeKTa aHUMALMKY psaoM ¢ oGBeKTOM



HonosnauTensHON BOSMOMHOCTEI) H3MeHeHHUH HACTPOeH
appekTOB aHMMAallHK ABIAETCA H3MeHeHHe TPaeKTOpHH Iie-
peMelleHHA O00BeKTa ¢ HCIOJBE30OBAHHEM IMepeTArHBaAHHS
MapKepOB HAYAllA U 3ABepPIIeHUA NepeMellleHud (puc. 2.34),
a TaKMe MapKepoB M3MeHeHHS pasMepoB, ecliH NepeMelle-
HHe 00LeKTa OCYILEeCTBIACTCA 10 NepHMeTPY onpelelie HHO
PUryphl. Puc. 2.34.

llopamor BeMoAHeHHA 2(xpeKTOB AaHHMAIIHH MOMHO H3- TpackTopws ngm-
MEHHTE, TIOMEHAR HX MOCIeI0OBATENRHOCTE B CITHCKE 00JACTH  XeHus obbekTa
sagau Hacrpolika amuManmm. J11g 9TOro HCMONL3YIOT KHOM- € Mapkepamu

ku Beepx [#] u Bunz (8 B auskneii uacTu aToii obnactu (puc. 3;::;3;2:““
2.28, 8). JBUNEHNA

AnuManHOHHEIe 5duperTE rpaduueckHX 00LeKTOB YoTa-
HABJIHBAIOTCHA W HACTPAWBAIOTCH TeMHM e crocobaMu, YTo M JIIf TEKCTOBBIX
00LeKTOR. Oco0eHHOCTLIO SIBNAETCA TO, YTO B OKHe HACTpoiiku aduperTa OT-
CYTCTBYET BEIANKA AHHMALMSA TereTa, a Ha Braajre IduperT HeOCTYIIHE
BIeMeHThl YIIpaBneHus, KOTOphie HCHIONBE3YIOTCH 15 aHuMan Ui Tercra. Tak-
e pan odderToB BbIIeNeHHs, crnellHHYecKHX AJA TEeKCTOBLIX 00BeKTOB
(HanpumMep, nodueprusatile, nepexpaliusane), yCTAHOBHTE HEJIL3H.

HenoanszopaaHe rEnepechblIOR H HACTPOIKA HeHCTBHIH,
CBA3AHHBIX ¢ 00BEKTAMM NMPE3CHTALMH

T'HnepcchUIEY MOKHO CBASLIBATE C PASHEIMH 00LeKTAMM, pasMelleHHEIMHA
Ha cnafiax: (pparMeHTAMH TekceTa, rpapUuecKHMH H300pAXKeHHMAMH M T. 1.
Jlna cBASKIBAHKA THIEPCCEIIKH ¢ OLeKTOM HeobX0IHMO:

1. BuigenuTs 0beeKT, ¢ KOTOPLIM Oy eT cBA3aHa MHIIePCChLIKA.

2. Beimonuutek Bemaska — Ceasu = lNunepcevinku.,

3. BribpaTk B ciicke CBAsaTh ¢ okHa BeraBka rumepeesinku (pHc. 2.35)
THI 00'LEKTA, HA KOTOPHIH OYIeT VKASHIBATE CCELTKA (BO3ZMOMHEIE 3HA-
YeHUA: ¢ hailnom, seb-cmpanuyeil; Mecmom 8 doxymenme; HosblM JOKY-
MEHMOM; 3ACKMPOHHOL novmoil).

4. BribpaTk B Npapoii 4acTH OKHAa 00LEKT, Ha KOTOpPEIH OVIeT VKasEIBATL
CCBLIKA, HJIH BBECTH €0 MoJIHOe HMA B noJie Aapec.

5. Breibpats kHonky OR.

Thimite il oot [ I

Puc. 2,35, OxkHo BecTaBka ranepcchingn
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Ilo ymonuanuw B TexcToBOM 00bLeKTe, CBASAHHOM IHMIIEPCCHIIKONR C JApYy-
UM of'beKTOM, HBMEeHHTCH I[BET CHMBOJIOB H MOABHTCS NOAYEpPKHBAHTE.

Bee ranepcchlIEH paboTalT TONERO B pesHMe IMokasa caaigos. 114 nepe-
X0Ja 10 HIepeckliEe HeoBXoIuMOo BRIOpaTsE 00REKT, ¢ KOTOPLIM CBH3AHA M-
nepecelika. 1IpH 3ToM NpoHsoiieT OJHO U3 TAKHX JelCcTBHIH:

s npu cevlare Ha ailn unu eed-cmpanuyy:

O B 3aBHCHMMOCTH oT THIA daiina, Ha KOoTOpLIN OyjeT YKaskIBATEL CCLIJIKA,
3aIyCTHTCH COOTBETCTBYIOIAA MporpaMmMa JJsi BOCIIPOH3BEIEeHHS CO-
IeperaHn s Qaiaa 1 OTEPRIT caM (paii;

o OyaeT samylleH Gpaysep H OTEPOeTCH COOTBETCTBYIONAL Bef-cTpaHHIIA;

s npu coblaKe Ha Mecmo & doxymenme GyleT ocyllecTRIeH Nepexojl K olpe-
JeTeHHOMY claily TekyIlei npeseHTaim;

®  npu cevliKe HA HO8LL JOKYMeHM COCTONTCH 3arpysEa [IpeseHTallil, KOTO-
pas:
¢ OBINA CO3AAHA MPH YCTAHOBKE THIIEPCCHIIKH (eCTH BRIOPAH MepekJIioqa-

Tellb BpeMeHH co3JaHHA NpeseHTallul: celivac);

0 Oyler cosjlaHa ¢ MMeHeM, VKASAHHLIM IIPH YCTAHOBKE I'MIEPCCHLLIKH
(ecnmu BRIGpaH MEpPEeRAKUYATEN:E BPEMEHH COSAHHA TPESeHTAIIHH: no3-
wce);

* npu ceblAKE HA AReKmpoHHyl novmy OyAeT sanyiieH NnouToBeld KIHEHT,
YCTAHOBNEHHBIH 110 YMOJYAHHIO B OlePalMOHHON CHCTeMe, B pesHMe Cos-
JaHH#A DJIeKTPOHHOI'O MHCEMA ¢ aJpecoM H TeMOi, KOTOphle YEasaJ [oJib30-
BATeNb [IPH YCTAHOBJIEHHH M'HIIEPCChLIIKH.

Jnsa ypaneHuss UIH peflaKTHPOBAHUA I'MNEpPCChUIKM HeoBXOJMMO B KOH-
TEKCTHOM MeHI0 00'BeKTa, ¢ KOTOPHIM CBASAHA T'MIIEPCCHINIKA, BRIOPATE COOT-
BETCTBYIOLI[HE KOMAaHILI ¥ IaluTh IHnepcebliky WiIH HsmenuTs ruanep-
cebliky. MosxHo Takse BeIOpaTh oFBEKT € I'MIEPCCHINIKOH M BHIIOJNHUTE
Bemasra — Ceasu = lNunepcewinru ¥ B okHe Hamenenue zunepecui/iKu OT-
pPelakTHPOBATE WIIH YAATHTE MHIEePCCHLIRY.

Bo Bpems geMoOHCTpallMH TpeseHTAIIMH Ha JPYIoM EOMILIOTEpe clenyer
VUHTHIBATE, YTO THIIEPCCHIIKK Ha (pailjbl, eclin OHH He GyAyT CKONMHPOBAHEI
BMeCcTe ¢ NpeseHTalliedl H pasMellleHEl B COOTBETCTBYWIIHX Nalkax, pabo-
mams He Gydym.

Kpome runepeckllior, 3a oBEKTAMHM MOMHO 3AKDENHTE Olpe/ieleHHble
CTAHJIAPTHEIE NEHCTBHSA, KOTOPEIE OVAYT BEIIOIHATECS BO BPEMS HABEIeHHA
Ha HHX yEasaTeJs WIH [IpH BeIDOpe 9THX 00LEeKTOB: nepeilmu no 2unepecsi-
KE, BEHy{f'E y?ﬁﬂBﬂHHﬂﬂ HOALIOSATENEM HPGZPE.EMIM, ELINOAHLIML MEHPGC,
8LINONHUME Jelicmeue, 60CNPOUIBECIU 38YK, ebldeaums. JIna sakpennenns
38 o0 BLeRTOM OJJHOTO W3 9THX NelcTBHI HeobxXoIHMOo:

1. BrijlenuTk oVkerT, 338 KOTOPRIM OVIeT 3akperieHo olpeieneHHoe jeii-

CTBHE.

2. BenonHuTeE Bemasrna — Ceasu — Jelicmeue.

3. Bubpare B okHe Hacrpoiika peilicteus (puc. 2.36) Ha ernajkre Ilo
MeTYKY MBIIH JeiicTBHe, KOTopoe OVIeT BRIMOJMHATRCH BO BpeMs Je-
MOHCTPAI[HH NTpe3eHTALIHH MocTe BRIOopa ofhekTa.

4. BriGpaTk, eclid HeobxoaumMo, BENaATEY [lo HapeeHHH YHASATENA MBIIITH
i BLIGpaTE jeficTeHe, KOTOpoe ByeT BLINOJHeHO 110 HAReJeHWH YEAZA-
Tens Ha 00LeRT (Mepeuers AeficTRHIT AHATOTHYEH NepeuyHio MpH BEIGOpe
IeiicTerA Ha Brnajre o memary MuImm).

5. Bribpate kHonky OR.



Tax, 1pu BriGope Aeficrsus Tlepeir- T 11

TH TI0 THITEPCCHITKE B CITHCKE CIEVET iy pumny e [ s ssse s |
BEIOpDATE OJHO 13 3HauYeHHi: npeduldy- i
wuil cnaid, eaedyrowuil caaild, nep- e
eulil cnaild, nocnednuil enaitd, nocned- (Y| SR —"
HUll nokaszamHulil cnaild, sasepulums
noKas, NPouIsoibHul noKasd, caaid ¢ 1™ Sorin gy
onpedeneHHBLM HoMepom, adpec URL, l ;[
dpyzas npeseHmayua, dpyzoi gpaiia. € res o
Komanmy [leficTBHe MOHO IIPHMe- ! |
HUTE TOJILKO JUISE SBYKOBLIX MJIH BHJIEO- E e
06LEKTOR. _ _r B
Ecnu noaksoBaTelk [NaHHPYET, -
Y710 BRIGOp 00berTa HJIH HABEleHHe HA [ —+ |
HET'o YKA3aTens OVIeT compoBOMIATE- I~ e
cA SBYKOBEIM s(yperTOM, TO clepyer - - e
VCTAHOBHTE MeTRY duiaskka 3BYK Ha I N

COOTEETCTBYIONEH BENagke okHa Ha-
cTpoiika feiicTBua W B chmcke Brl- PG 2.36. OkHo HacTpoiika peiicTeus
OpaTk OMWH H3 CTAHAAPTHLIX SBYKOB

WJIH YEasaTh (aiiy, 3BYK Ha KoToporo OyieT IpH 3TOM BOCIIPOM3BOIHTLCA (KO-

manga Jpyroii sByk).

HenmonssoBanue YHPABJAAKIIHAX KHOIMMOK

Kak BaMm y3ke H3BeCTHO, COCTABJAWIICH NpeseHTAIIHH ABISAETCA CHCTEMA
HABHTralMH 1o ee cnaigam. Peannay-
eTcA DTA CHCTEMA C HCMONL30BAHHeM | IPABANCUMNE sronis
runepeebior wim crenuansuex kuo- [ [H] B [&] 9] [« ] =] D] 7] ]
nok. B nepeune (puryp, KOTOpLIE MO -
HO BCTABHTE B MpeseHTAallHH, eCTh TaK
HasblBaeMble ¥ paBiasiomme kHonky (puc. 2.37). 3a OOJBLIHHCTBOM H3 HUX
Ve saKpenyieHsl onpejeenbie JeHcTEMA, KOTOPBIE BYIYT BEITONHATECH ITPH
BLIDOpE 9THX KHOIOK BO BPeMS JIEMOHCTPALIMH Mpe3eHTAIlHH (Tabn. 2.5).

Puc. 2.37. YNpaensiowme KHOnKu

Tatruya 2.5. HasnadeHHe Mo YMOTIaHHIO
HeKOTOPEIX VIIPABJIAIIHX KHOTIOK

Kwonka Huzeanue Haznavenue
E Heanee Ilng mepexofa K DpOCMOTPY Clemyiomere {(Openklmy-
Hasag mjero) caaiiga
E B nauano Il nepexOpa K OpOcMOTPY NDepporo (nociegHero)
B koner, craima
=1 Jomod Jlna nepexo/ia K NpOCMOTRY DepROro cnaiijla uinm gpyro-
ro caaitfisa, KOTOPEI onpefenel KaKk HAYAILHEH
El Boaspar Ilns BOSBpALIEHMHA K OpPOCMOTDY NOCHeIHEDND ITpocMO-
TPEHHOTD caaiiga
|:| Hacrpaugae- | [In8 BEINOAHEHNH TeflCTEHI MK FHIEPCCBELIOK 00 VOMO-
Mas TPEHHED IIOMLI0BATENH
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Jlns pasMenienns onpefelleHHOH ynpagisoleii KHOIKH Ha ciaiijie Hy:RHO:

1. BreibpaTh cnaii.
2. Bemmonuwte Bemaera = Hamwempayuu = Puzyput.

106
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. BLIOpaTh HYEHYIO VIPABISIOIVIO KHOMKY.

. BElIeTUTE Ha chaiiie NpAMOYTOJBHYI0 00J1acThs, Kyaa OyaeT BeTaBleHa
YIpaBIsolias KHOMKA.

. B okne Haerpoiika gelicteus (puc. 2.36) opy HeobXoAMMOCTH BEITION-

HHTEH HACTPOHKY AelicTBHH (AHANOTHYHO pPacCMOTPEHHEBIM BEIIIE eii-
CTBHAM HAJ 00BLEKTAMH).

=1

. Bribpate knonky OK.
. ITpoBecTH IIpH HeOOXOAHMOCTH pelaKTHpOBAHHE H (POPMATHPOBaHHE

H300paKeHUA KHONMKH (pasMep, MeCcTo pasMell[eHHd Ha chaiile, aaiuB-
Ka, TeHH U T. IL.).

[lonkzoraTent MOXKeT COZIATE COBCTREHHEIE H300pAKEHHA YIPARIAIOLIHX
KHOIIOK, HMCTIONB3YS IS STOr0 BCTPOEHHBIH pelakTop BEKTOPHOH rpadmin
(Bemasrxa — Hanwempayuu — Puzypet) HIH Apyroi rpadHuyeckHii pefak-
Top. MOyEHO Takxe HCIONB3OBATE KHOMKH AelcTBHH H3 KOMJeKIIHiH, pas-
MellleHHEIX B HMuTepHere. HanpumMep, BMecTo CTAHTAPTHON KHONEHW NMeii-
cTers Jlomodi (@ Henonk20BATE KHOTIKY M3 HaGopa kapTuHOok Ha caifte Office

Online 0 [MTouck srux ooeerToB B HETepHeTe ocylllecTBASETCS AHAJNIOMMYHO
NOUCKY JPYIHY KJIHIOB ¢ HelloNb3oBaHuen obnactu sajay Kaprunku (Bemas-
ra — Hanwempayuu — I'pagura).

LK) TTposepste ceba -~

1°,
2,
3°.
4.

L
10°.
11°%.
12%,

13°.
14%,

JLnst 4ero Henonesyerest aHUManns obseRToR?

OnUINIuTe NOCHeNOBATENEHOCTE NODABNEHHS AHMMAIHOHHOrO S(QenTa
OEERTY € HCOOME3OBAHHEM SJeMEHTOE VIPABJIeHHS IPYOOE] AHHMAI[HA.
Kanpe adperThl AHMMALIIMKY MOMHO VCTAHOBUTEY

KEak oTKpRITE 00nacTs 3agau HaeTpolika aHMMAaIMH 718 OONOIHHTEILHOM
HACTPOHKK (e KTOR AHMMATTHH T

OnMonTe NocHeI0BaTelbHOCTE IoDaBNeHHA OIHOMN HE aHHMANHMOHHBIX -
(PEKTOB BXOJA ¢ HCOOMBIOBAHHEM S/eMEHTOB VIpABIeHHA obnacTH samau
Hacrpoiika aHHMALTHE.

Eak yoTAHOBHTE IYVTH NepeMeleHA 0OFpeRTOR?

. Buem cxOgcTBO H B UeM OTIHYHE B ZODABMEHHH H NpocMOTpe s(peKTOE AHH-

manHi Bxon, Bajgenenue 1 Brixon?

OnuinnTe, KAKNe HIapaMeTphl AHHMATHOHHOTO sdderTa MOHHO HAacTpOHTh.
Kax MMeHHTE NOCTeACBATENEHOCTE TeMOHCTPALHE SWMEeKTOR AHWMANHH
oD EEKTOR caaiiga?

Fax M3MeHHTE TPAEKTODHID IBHMKeHHS 00nerTa? OONHITHTE H3BECTHLIE BAM
CIOCODRL.

Kak yeTaHOBHTE IHOEPCCEIKY Ha Apyroil cnaiiny gagHoil npeseHTalll; HA
LDYTVID NpeseHTALHD?

Kak yeTaHOBHTE THOEPCCHINKY Ha ailn TeKeTOBOTO JOKVMEeHTa; Ha Bed-
CTpanHIY?

B KarOoM pesHMe NpPOCMOTPA NPeSeHTALHH IONBSOBATENE COSLAeT THIEp-
CCEUIKY, & B KAKOM €€ HCIOIESYeT?

Kak HsMeHHTE FHIIEPCCBUIKY; VIAIHTE MNHIe peChLAKY?

Bam ToBapHil NDOSTOTOBKRA HOMA HHTEDECHYI) NPEBEHTAIHI0 O NOSSIKEe B
ropkl, OIHAKO B [IKOJe SHAYHTeNERYIO YacTE cBoRX QoTorpadiil on He cMor
NpoIeMOHCTPHPOBATE, TOBOPHT, YTO cOBCeM He pabOTaIM IHIepeChLIKH,
XOTS OH BCe NPOBEPHN JOMA. ¥HKAMHTe IPHUHHY HeVIAUH H IOpeIIoMdHTe,
KaK e HCTTPAEHTE.



15,

167,
17°,
18*.
19=,

OnuImnuTe NOCHeJORATEIEHOCTE BAKPEIIEHHS 38 O0REKTOM ONpeJelleHHEIX
CTAHIADPTHEIX HeCTBUI, KOTOPEE BRINIONHATCA BO BPpEMA HABOIOHUS YVEAa-
SAHHA Ha O0LeKT IIH NPH €TI0 BRIBOpE.

Karne geficTBHA MOMEO 38K PENNUTE 38 O0BEKTAME Npe3eHTAIIHIY

Jlns yero npeiHasHaveHsl ¥ paBIIAOIHe KHOTKH ?

OnuinpTe HagHayed e OCHOBHEIY anamnmumx KHOITOK .

OORACHUTE, KAK MOMHO HCOIONE30OBATE APYTHe HE00DLIHeHHA KHONOK meii-
creuil, Yen OyayT omiMuarees geficreis no qodapleHHio KHONOK deiicrpuil
13 copcka DHTryphl H cO3IAHHEEIX MOILE30BATENEM Ha00parieHHil KHOIOK 7

‘@ BunonHute sagamms

1%.

Orkpoitre dailn npesenTalllM, YEasagHbeill yumrenes, Hanpumep Tema 23
3anarua 2.4\o0pazen 2.4.1.pptx. VeranopuTe 1018 YVHAZAHHEX OOBEKTOR
e s T AHMMAIIMH ¢ TAKHMM SHAMEHMAMH CBOHCTE:
= caaiig MNe 1, ofrberT — Sazoaosor
C sdert Bxoga — Pazeepmuieanue:
¢ uauano — O ppedudyuium;
& CKOpPOCTE — Cpediie;
& 3BYE — Hem sayica;
e cnaip N1, obselT — Sasonoson
O sddert Beixona — Buirem sa kpail Aucma:
& Hauano — Hocne npedudyujezo, 2 c;
¢ crOpocTk — Cpedne;
¢ 3BYE — Hem ssyicd;
+ caatip MNe 2, obneRT — Sazoao8ok
C siperT Beinenenns — [Hepexod yeema:
¢ Hauano — O npedudyum;
* CHOpPOCTE — Bwcmpo;
& aHuMalnud rexcera - o croeam;
* 3ZBYVE — Hem zeyia;
o coniig MNe 2, obeerT — Pucymon
Z addext Bxoga - Hanwau;
+ wauano — Mo wenury;
* CHOpOCTE — Buicmpo;
* 3BYK — amepa;
e caaip MNe 2, obeesT — Terxcem
< atpert Bxoma - Passepmuieanue:
& uauano —C npedoidyiium;
& CROpOCTE — Betempo;
¢ 3BYK — Hem z2syra;
¢ aHMMaius rexera — o caosam,
Coxpanure npesedTannw B coberpernoil nanke B daiine c HMeHeM yIpaskHe-
Hue 2.4.1.pptx.

. Orkpolire Qalin npeseRTANNWH, VEazauHEI yuuTenes, umanpumep Tema 24

Sanamua 2.4\o6paseny 2.4.2.pptx. Veranopure s yrasaHHBIX O0GFBEKTOB
BPEKTRE AHMMALINH ¢ TAKHME SHAUCHHAMH CEOHCTE:
o chaiip N3, obeert — Pucynow
O sdpert Bxoga — Pacmazuednive:
& mHauano — o weanky;
4 CROPOCTE — Ouens Gutcnipo:
¢ 3BYK — Hem seyica;
& cnaip N3, obserT — Hodnuen
O sdwpert Bemenenun — Bpauwjenue:
¢ Hauano — Hocae npedudyuiezo, 3 c:
+ cKopocTeE — Medaenno;
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5.

7.

+ 3BVK — Bemep:

+ anumanus rexcra — Ho Gyrcean;
* chailg Ne 3, obpent — Pucynor

O adwperct Bemxona — Pacmsscenue:

+ nayano — [ocae npedudyujezo, 1 ¢;

4 cROpocTs — Butempo;

4 aByK — Hem sayna.
CoxpauuTe npesenTanuio B nanke Monm pokyMmenTsl B Qaiine ¢ uMeHeM
ynpazxuenne 2.4.2,pptx.
Otxpoitre Qalin nNpeseHTAOWH, YKAIAHHEN yUHTeneM, HanpHMep Tema 2%
3amamua 2.4\obpasen 2.4.3.pptx. VeTaHOBHTE N YKABAHHEIX OOLEKTOB
cnaiga N 2 TpReKTODHE HBHMHeHHA cornacHo obpasoy (puc. 2.38). Coxpa-
HHTe [pe3eHTALNI B cObCTBeHHOH nanke B (aiine ¢ HMeHeM YIpasKHEHIe
2.4.3.pptx.

. Orkpoitre daitn npesenTanuy, yeasaHHbl yuutenesm, Hanpumep Tema 2\

Sananna 2.4\o0pasen; 2.4.4.pptx. YeraHosuTe 18 YHasaHHLIX OFLEKTOB
craaiiga N 3 TpREKTOPHH SEHMEHHSA cornacHo ofpazny (puc. 2.39). Coxpa-
HHTe Npe3eHTAIIHKD B nanke Mon mTokyMeHTHI B Gaiine ¢ HMEHENM YIpaskHe-
mne 2.4.4.pptx.

Orkpoitre (aitn npesedTANMY, VEasaHHBI yunrenen, sanpumep Tema 24
3ananus 2.4\o06pazen 2.4.5.pptx. Cpenairre Texyuium propoit cnaiiy. s
hparmMenTa Tekera Yepasaa Beffudasca yeTaHOBNTE MUIEPCCEUTKY HA TATRIA
cnai;, a gnA QparMeHTa TeKCTA GHAAUMUNECKAR MAWUHa — Ha rpaduue-
ckmit paitn Tema 2\3agaunsa 2.4\manmua beGonmsxa.jpg. Ina poTorpadmn
VCTAHOBHTE THIePCCRITKY Ha cailT B Mutepuete — hitp://en.wikipedia.org/
wiki/Ada_Lovelace. CoxpauuTe npeseHTallHI0 B cOBCTReHHON nanke B ail-
Je ¢ HMeHeM yhopaskHeHHe 2.4.5.pptx.

. Otkpoiite dalin npeseHTalWH, YKasaHHBH yuuTeneM, Hanpumep Tema 24

Sapamna 2. 4\oOpazen 2.4.5.ppix. Cpenafite Texymum Tpetnii cnalig. Hnsa
tpparmenTa Tekcra B.M. I'aywrosa yeTaHOBHTE THOEPCCHUIKY Ha rpadmue-
cruit paitn Tema 2\3apamna 2.4\ Glushkov01.jpg, a mns ¢pparmMesTa TekeTa
Hucmumyme xubepremury YCTAHOBHTE MHMNIEPCCHUIKY Ha caitt 8 MuTepHe-
me — htip://www.nbuv.gov.ua/institutions/icyb/index.html. Coxpauure
npeseHTANHKD B manke Mo DokyMeHTBI B Qaiine ¢ HMeHeM VIPasRHeHHe
2.4.6.pptx.

Orxpoitre (aiin npeseHTanHH, YEASAHHBI yumTenem, Hanpumep Tema 2%
Sananua 2.4\o0paszen 2.4.7.pptx. Cpenaiire Texkyumum sropoil cnaiim. Ba-
KpenuTe 38 horTorpapraMy, pasMelleHHBIME B AeBOM cTONOHEKS, JelCTERA —
nepexol Ha cooTBeTcTRYIOMMI cnaliy ¢ Goneuoil dororpaduelt yorpolicrea
nocse UeMYKa JJeBOH KHONKOM MEIIIH, & 38 O0BeKTAMHE NPaBoro cTonbHEa —
TAKHE e DeHCcTEHA, TOMRKO IO HABEIEHHID VEA3ATENA Ha 00pekT. COoXpaHn-
Te NPEeSeHTALHI B COBCTEeHHOH nanke B (aiine ¢ HMEHEM YIpasHeHHe
2.4.7.ppix.

Puc. 2.38



8*. Orrpoitre daiin npeseHETAIINH, VKA3AHHEI yunTeneM, Hanpiumep Tema 29
Sanauna 2.4\o6pazen 2.4.8.pptx. PasvecTire HA cialigax yOpapiaioibe
KHOITKH:

o Cnaig M 1 - fes yIpapIsonHY KHONOK;

+ Chaiig MNe 2 — yOpapAg0He KHOTKK H E;

o Coaiiaet Ne 3 i N4 — ynpasisione KHONDKH E, IE M Hi,

« Chaiig MNe 5 — yOpagAaOIIHE KHOTKHE H .

SaKpeniTe 38 KHOMKAaMM Eﬂ i El CTAHIAPTHRE eflcTBHA N0 Nepexomy
K COOTBETCTBYIOIIMM chnafizam, a sa wuonkoit fl - nepexon Ha nepsmrii

caaig. CoxpanuTe NpeseHTalHio B cobcTReHHON nmanke B gaiine ¢ nmeHeM
yrpaskHenne 2.4.8.pptx.

2.5. HacTpoika geMoHCTpauum Npe3eHTauum

' 1. Y710 Takoe aHuMaLMa?
2. KakumM o6pasom HACTPanBasT el aHnMaums oD beKToB NpeseHTaumm ?
3. Kak HayaTh JeMOHCTPaLMIO NpeseHTaumm?
4. B kakux Gopmarax MoXHD cOXpaHnTe haidn npezeHTaumMi? Hem oHY oTnuuanT-
ca?
5. Y10 Takoe eeb-cTpandnua? Kak ee npocMoTpets?

Hactpoiika cMens! ciaijios

Kpome apuMarui o0LEKTOB, B MPESEHTAIIHAX JIIA AKIEHTHPOBAHUSA BHH-
MaAHHA Ha [epexXo]i K PACCMOTPeHHIO NpYroil TeMEl HIH pasfielia YacTo Hc-
MONE3YIOT AHUMAaIHIO NpH cMeHe cnaiifioB. Jlna HacTpolkH aHUMAIMM TIPH
cMeHe chaiia HeoGXoMuMo BRIGpATE claiifl, nepes KOTOPLIM GYAeT HCMOMLE30-
BaHA AHHMAIUA, H OTKEPHITE Ha JleHTe BEJagKy AHHMAIHA. DIeMEHTEI
ynpaeieHHA rpynnel lepexon k stomy caaiiny (puc. 2.40) kak pas 1 nIpegHa-
BHAYEHBI JUIS HACTPOHKM aHMMAallMM cMeHbl chnaiijios. Cnesa B 5TOH rpyine
HAXOIHMTCA CITHCOK JINA BLIOOpa THHA nepexoxa. Kuonku Brbopa THA Nepe-
xoga obbeliHensl B ecTs rpynn: Her, Bemiseranue v pacreopenue, lloae-
nenme, Caepur u Hanakeig, Honoesr u Coyuaiinkiii. Mzofpasiedis HA KHONKAX
HIUTIOCTPHPYIOT 3¢yperT, KoTophiii GyIeT BOCIPOHSBELEH IIPH COOTBETCTBYIO-
meM nepexofe k chaigy. Ilonseii nepedyeHs AHUMAIHOHHLIX 9(HpeKTOR cMe-
HBI CJIAIIOB CTAHOBUTCH JOCTYNHBIM Iocje BeIOOpa KHONKH OTKPBITHA CITH-
cea JlomoHuTeNEHBIe MApaMeTpsl = . Bo Bpems HapBeleHHS YKAZATeNdA HA
MobYIo H3 KHOMOK CIIHCKA OCYILeCTBIAeTCA MpelBapHTeILHEIH ITpocMoTp ad-
(perTa CMEHEI CHARIOR.

Ilocne BrIGopa aHUMAaHOHHOTO 2dypekTa CMeHEl ClaiiloB clefyeT HACTPO-
HTE €ro napaMeTpbl. JT0 MOKHO OCYILECTBHTE ¢ HCINOJNL30BaAHHEeM ApPYTHX
alieMeHTOR yrnpapieHusi rpynmnel [lepexox w stomy caasigy. Taxk moxHO
H30paTE 3BYKOBOE COIPOBOMIEHHE Nepexofia (CIHCOK 3BYK Tepexoja), Ha-
CTPOMTE CROPOCTE Nepexofa (cnucok CropoeTs Nnepexofia), yeTaHOBUTE HAYA-

El-fn-ﬂaal-rl R — S T R

Puc. 2.40. [pynna anemedTor ynpaeneHus MNepexop Kk atomy cnaidny
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JIO CMeHLl cnaijia rocse HaxaTus Jepoil kHonku Muliuy (Quascor o menu-
KY) HJH MOce OnpeleleHHOT0 HHTEPBAJIA BpeMeHH ((iaor H cueTunrE AB-
TOMATHYSCKH MOCTe).

Jng HacTpolKH 3BVEA, KOTOPLIH OYIeT COMpOBOMIATE MMpPerT aHHMAaIlHH
CMeHL! CHIaifJloB, MONL30BATE/L B COOTBEOTCTBYIOLIEM CIIMCKe MOoeT nabparts
OJIMH U3 CTAHJAPTHEIX 3ByrOB (Bemep, Kamepa, Bapaban W T.I.) UIH YEA-
saThk (paiiy, 3BYK M3 KoToporo O6yaer BocnpousBoguTeEcA. IIpyn sToM nonksosa-
TeJE MOMKeT YCTAHOBHTE HelNpephiBHOE BOCIIPOM3BeeHHe 3BYKAa Ha BpeMs
CMeHBI claiiloB, yCTaHOBHB METHY COOTBETCTBYIOLEro (hJiaskka B KOHILe CITH-
CHa SBYEK INepexo/la.

B cnucke CropoceTs nepexofla noJib30Bame/lb MOMeT BEIOpaTs OJHO U3 Tpex
aHavyeHUl cropocTH HsMeHeHHs cnalinop: Medaenno, Cpedne unu Belempo.
Ilo ymonuaniio yeTaHARNHBASTCH 3HAYEHHe Bulempo.

Cmena cnailoB MOKET NPOMCXOMHTE TOCHe HaMATHA JIeBOH KHOMKH
MBILIH HJIH aBTOMaTHYeCKH Yepes onpelelleHHLIH HHTepBaJl BpeMeHH Mocie
sapepileHdd mociegHero sduperTa aHHMAIIHH Ha OpelblnyideM chaaiige. ITo
YMOMYAHHK YCTAHABIMBAETCH H3MeHeHHe claiiloB rocne Ha)kaTus JeBoii
KHONMEW MBIH. JIng prifopa apToMaTHYeCckoil cMeHEl clail foB HYMHO YoTa-
HOBHTE METEY COOTBETCTBYIOLLErD (Maxkka B IpyIie sjJeMeHTOR yIIpaBJieHHUs
Ilepexon k sTOMY CHAHLY ¥ YCTAHOERUTE HA cHUeTYHMKE MHTEDBAJ BPpEMEHH OT
nocnegHero neiicTBHA Ha NpeiblIyIIeM clakimge 10 NoABJIeHH HOBOIO cllakua.
Ecnu nonssoBaTesnb NpelycMaTpHBAET BOSMOEHOCTE epexoa 10 OKOHYaHH S
YCTAHOBJIEHHOT'O Ha CYeTYHHEe BpeMeHH, TO cJieyeT OCTABUTEL MeTRY (uiamka
Ilo memuky. B sTOM ciydae nepexof Mexay caafifaMy MoeT HauaThCs HIIH
[0 OKOHYAHWM HHTEpBaJa BpeMeHH, IpeBapHTeNbHO OINpelesIeHHOIo I0Mb-
30BATENEM, WM NOCHEe HAMATHS JeBoil KHONKHW MBIILIH, YTO J8eT BO3MOM-
HOCTE GoJtee THOKO PYKROBOIHTE NMOKA30M Ipe3eHTaIlHH.

Jlna npEMeHeHHs] YCTAHOBJIEHHBIX 3HAUeHHH IapaMeTpoB CMeHEI CJIailioB
KO BCEM claiijiaM NpeseHTalHH clefyeT BEIIOJIHHTE AHumayun — Ilepexod
Kk amomy caatidy —> Ipumenumv ko écem.

Jlns ypanenns Beex s(perTOB H3MeHeHUHA CNalfioB U3 NpeseHTALMK cle-
Ayer:

1. BeifpaTh 0HH M3 cCHaHI0R.

2. OTEPEITE BEJIAIRY AHHMAIHA.

3. BribpaTh kHonky bes nepexona.

4. BriOpaTh kHonky llpHMeHHTE KO BeeM.

Jns ypanenus sdeperTa cMeHEl chaailfia Jius ojiHoro Ms caaitjlos cnenyer
BHINOJHUTE [IePBLIE TPH KOMAH/ILI M3 [PHBEIe HHOI'O BhILIE ANMOPUTMA.

Hactpoiika 4acoBBIX NAPAMETPOB MOKA3a NPe3eHTAMN

ITporpamma PowerPoint 2007 npejiocTaBnfeT BOSMOYKHOCTE TONL30OBATE-
JI0 TOYHO YCTAHOBHTE JUTHTENILHOCTE MOKASA KAMKION0 CIANHIA Pe3seHTAIIHH |
Bceil npezeHTaliun B LenoMm. s sToro HeobxoAumo BRINONHUTE IToxas enail-

dos = Hacmpotixa = Hacmpotixa spemenu. Hau-
HeTCH NOKa3 NMpeseHTanuy 1 oTEpoercda okHo Pene-

* ‘; Sl B ‘:lh 0937
| I THIHA (pHc. 2.41). HasHaueHnHe nJIeMeHTOB YIIpaB-

“ Q ‘ 0 NneHus okHa PenerHima faxHo B Tabmune 2.6.
B xoje HacTpoOWKM AMHTENLHOCTH IOKA3: Ipe-

Puc. 2.41. OkHo SEHTALHH MOJLI0OBATENE OTCIHBAET BPEeMS MOKAa-
Penetmnums 838 RAMJIOro ciaiifla mo sHaueHHAM B mode Bpems



claiijia M A Nepexojla K JIeMOHCTpAallHH clleyIollero chaiijia B Hy»HEIH Mo-
MeHT BriOHpaeT kHonkY [laxee. Tak nmponcxoauT HACTpoiiKa BpeMeHH TTOKA3A
KaMI0T0 U3 cnaiifos npeseHTaiiii. IIpu aToMm uHankarop Bpemsa npezenta-
1M oToGpazkaeTt olijee BpeMs JeMOHCTPALIME [IPe3eHTAIMH.

Tataruya 2.6. HasHayeHHe 5JIeMeHTOB YIPaRIeHHA okHa PemeTHipus

OoMep 3e- Huazean
H P i i we Haznauenue 3ne Mermia
Mennta Ma anemMenna = s o
pucynxe 2.41 YnpasieHua i
1 Kroonka [lanee s nepexofa K NOKARY cleyIomero cuaiima
9 Kaonxa Iaysa InA DpHOCTAHOBKH HACTPOKN JIAHTENLHO-

CTH JeMOHCTPAIIHH IpeseHTAIHH

Ina orofparmeHEHsa BpeMeHH AeMOHCTPAIHH
Ilone Bpemsa cnaii- | cnaiifa ¥ I8 BEeIeHHSA NOJL3CBATEIEM 3HA-

3 A
oa YeHHH LIHTeJEHOCTH TeMOHCTPALHH TEKYIEe-
ro cnafija
4 Kuonka [Mosro- A BosBpallleHisA K Hauany JeMoHCTpalHH
PHTE TeRVIIero caaiima
5 Hugukatop Bpemsa | Ilnst orofpasieHns INTeNbHOCTH JeMOHCTpa-
: MpeseHTAIHA M Beel NpeseHTAHH

Ecnm nonksoBaTelib X0UeT BBECTH TOUHOE BpeMA JeMOHCTPAIHH OTAeJILHO-
o HIH KaMIoro caaiijla ¢ KJIaABHATYPHI, OH JOJIKeH Nocje BROOpa KHONKH
HacTpoiika BpeMenn BLIOpaTE B okHe kHONKY Ilaysa, nepeiimi B Hy¥HOMY
cnaily ¥ YCTAHOBHTE HYX¥HOE BpeM#A IeMOHCTpaIlHH k nose Bpema cuaiia.

IMocne sapeplileHHA HACTPOWKH MocHeJHeTro W3 claiifioB, Tocie Ha)KaTHA
pnasuinn Esc mau nocne Beibopa KHONKH 3akpbiTe okHa Penernums Ha
sKpaH DyJeT BEIBeeH 3allpoc, B KOTOPOM VEasaHo obIee BpeMsA AeMOHCTpa-
MU [IPe3eHTALMHN ¥ NPeJIo¥eH0 COXPAHHTE VCTAHOBNEHHEIE HACTPOHKH.

Jns moro yTobkl YCTAHOBRIEHHBIE HACTPOIKH BpeMeHH OLINMH HCIONLI0OBA-
HEI BO BpeM# [IPOCMOTPA [peseHTaAllMH, clejlyeT YOTAHOBMTE MeTRY duiaskia
HenmonezoBaTh 3amicaHHBIe BpeMeHA TPYNNEL 3JeMeHTOE ynparnenus Ha-
cTpoiika BenagkH llokas cnaiigos.

Haerpoiiea nokasa npesenTanuu

PowerPoint 2007 nmeer mimpokiii Habop cpellcTB [JIf HACTPOHEH ToKasa
npeseHTalliH. Tak, NONL30BATEbL MOMKET YCTAHOBUTE 3HAUYEHHSA NapaMeTpoB
HemoHcTpallii B okHe Hacerpoiika npesenranmm (puc. 2.42). Jlna Toro
YTODLI OTKPBITE 9T0 OKHO, HeODXOMUMO BRINOMHHTE ITokesz cnaiidose — Ha-
empotika — Hacmpoiiku demonempayuu. Vicnonkays rpynmny nepernous-
Teneii [lokas enaiiior, NONLIOBATENE MOMET YCTAHOBHTE OJTHH M3 TPeX pesH-
MOB I[IOKAa3a [IpeseHTalHH:

*  YOpaBideMblil JokJauHKoM (MOJHEI 5KpaH) — JUIA caydas, Korja Jlo-

KJaJuHE JeMOHCTPHPYeT IIpeseHTalHio ayIHTOpHH;

s  VIOpaBRIfAeMEIi MoJb3oBaTelleM (0KHO) — /A clyuasd, Korja [MpeseHTallHa

CO3JaHA IS CAMOCTOATENBHONO MpoCMOTPA NONL30BATEIeM HA MOHHTOpDE

EoMTEIOTepa: ¢ MHETepHeTa, ¢ ROMIAKT-IHCKA HITH JIPYToro HocuTens. Jlna
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Puc. 2.42. OkHo HacTpoiika npeseHTaumm

TOrG YT00hl NOJIL30BATEN L (SPHTEE) MOT HBMEHATE JUTHTEeLHOCTE [1PpOCMO-
Tpa KaJI0T0 Ha3 cIaiifoB, HeB3Hpas HA 3aJaHHYI0 ABTOPOM, HeOoOXOIHMO
YCTAHOBHTE MeTEY (IaskEKa € MoJIOCOH MPOKPYTKH;

* apToMaTHUYUeCKHI (IMoaHBIl sKpal) — U1 clyuas, Korja He NpejlycMaTpH-
BaeTCH BMeIllaTelLCTBO 3PHTENA B Mpolece JeMOHCTPallii MpeseHTalHl —
[peseHTalid Ha BEICTABOYHOM CTeHJe, Ha JeMOHCTPALHOHHOM MOHHTOpEe
B TOpProBoM dafie, Ha BOESAIe H T. 11.

COaaxin rpynne [lapameTpsl mokaza NpelOCTARIAIOT MOJBLOBATENIO BO3-
MO HOCTH:

* VOTAHOBHUTE HellpephEIEHOE BOCIIPOM3BEeHHe [IPedeHTALIHE 10 HAMATHA

rnasuiuy Ese;
OTKJIIUHTE peYeBoe COIIPOBOMIeHHE;

* OTEJIYHTL AaHHMAallHK 00BEeKTOB Mpe3eHTallHH;

YCTAHOBHTh LBET METOK, KOTOphIe 6y/eT ocTaBlsaTh HHeTpYyMeHT Pao-
MACTep B Xofe JeMOHCTPAIlHH IpeseHTalli (9TOT napaMeTp LoCTyIIeH
TOJNLEO I perkiMa Nokasa ¥ npaBifgeMBli JoRIaTUHKOM).

OneMeHTHl ynpapneHusi rpynnel Chaiiisl NpelocTaBNSIOT 0JL30BATEINIO
BOSMOIKHOCTE YCTAHOBHTE, OVIYT TH JeMOHCTPHPOBATHCS BCe CHalibl ITpe-
seHTaMH. EcnH He Bce, TO HY¥MHO YCTAHOBHTEL JAHAIIA30H HOMEPOE CJaNI0B
JUIH NOKA3A MK BRIOpATE UM pAHEee CO3JIAHHOID BAPHAHTA BRIGOPOUHOIO 1I0-
raza us cinucka [IponzBoasHEI MoKas.

Jlns emenkl cnaiifor B okHe HacTpoiika nmpeseHTAIIMH MOM¥HO YCTAHOBHTE
OIMH H3 BAPHAHTOB — pPYYHY0, TO eCThL HCIOJL3YHA MEIINE HIH KIABHATYDY,
HJIM no EPE‘M-E‘HH MNnokaza Cﬂ&ﬁﬂﬂﬂ, paHee ]-"CTB.HD]:'IJIEHHCIM}F INoOJIE30BATEJIeM.

IlpeseHTaniio MOMEHO NeMOHCTPHPOBATEL Ha ABa MoHHTopa. Hanpumep,
€ClIH K KOMIBIOTEpY NoJcoefHHeH MYyJLTHMeIHHHBLIH NpoekTop, KOTOPKIH
MpOeKTHDYET MPe3eHTALHID Ha GoJbIIol SKpaH, TO HA 3KPaHe KOMILIOTEPA B
9TO BpeMsl Takke MOKHO ee NMpocMaTpHBaTh. [l 9Toro ciemyer B CIHCKE
BeroauTs cnaiiael Ha BRIOpaTEL oToOpaskeHHe Ha Ba MoHHTOpa. IIpH sToM B
CHCTEMHELX HECTPG]L{'E Eax MOHWHTOPRE HEﬂﬁXG}lHMD NnpeJBEApHTEJIEHO YCTAHOBHTE
MOKas Ha JBYX MOHHTOPaX H OCHOBHHIM BHIOpDaTEH KpaH KOMIBLIOTEpa, KOTO-
PEIM PYEOBOJAUT JOKJIATUHE.

B pexumMe 1okasa npeseHTAlMH HA JIBA MOHUTOPA MOMHO HA SHpaHe jo-
KJIAUHEA 3ATVCTHTE CHISIHANBHBIN MTPpOrpAMMHLIR HHCTPYMeHT — IPe/IcTAR-



JIeHMe JOKJAUHKA, KOTOPLIH lIpejocTaBisaer NONOJHUTeNEHEIE BOSMOMHO-
CTH B yIIpaBJIeHHH TOKa30M MpeseHTallmd. lnd sToro ciegyer yCTaHOBHTH
mMeTkY (uiaskka llokasaTs MpeacraBlienne JOKIaTUHKA.

AnemMeHThl yrnpapiieHus rpynmkl ITpoMsBoauTelbHOCTL 1PEIOCTABIISION
BOSMOMHOCTE TOJL30OBATEN0 ONTHMH3HPOBATE TTOKAS rpadpuueckux uzobpa-
el (pnaszor HemoassoBaTs ammapaTHoe yekopenHe obpaboTkH H3o0pa-
#EHHA) M YCTAHOBUTE paspellatolyio crocobHoeTe (cnncor Paspeuienue no-
Kasa cJaiJI0B) B 3aBHCHMOCTH OT 3HAYeHHH CBOHCTB MOHHTOPA HJIH MPOEKTO-
pa, KOTOPEIH TIaHHPYeTCH HCMONbB30BaThL AJA JeMOHCTPAIIHH TTpeseHTaluH.
IT0 JJACT BO3ZMOMKHOCTEL TMOBEICHTE KavecTBO H300pareHHs, KOTOpoe BOCIIpO-
HBBOJMTCH MOHUTOPOM MM NPOSKTOPOM.

Ilocne saBeprieHHs YCTAaHOBKH 3HAYEHHI CBOHCTE JeMOHCTpPallMH B OKHe
HacTpoiika npeseHTalHH I8 HX cOXpaHeHHs cleyeT BulDpaTs kHonky OK.

Jlns cospaHuA pasHEIX BADMAHTOB INOKA3A, TAK HASHEIBAEMEIX NPOL3E0NL-
HbLX ( €bD0POYHELX ) NOKA30E, CNeIVeT:

1. Buinonuure IHoxas cnaiidos — Hawamw noxas caatidoe — Ipous-

SONLHBLIL NLOKAS,

2. BrLiOpaTt B clHCcEe KHONMEH koMaHay llpousBoasHelii mokas.

3. BribpaTtt kHonky Cosaate B okHe llponspoibHELT Mokas.

4. BrecTn MM#A BapMaHTa NPOM3BOJEHOIO (BRIBOPOUHOIO) NOKasa B noje
Hma mpoMsBOJBHOTO TOKAa3a OKHA 3aJaHHe MPONMSREOIBHOTO MOKAZA
(puc. 2.43).

5. IlepemecTuTh, Henonkays rHonkry Jlobaewrs, B none Chaiiiel npous-
BOJBHOTO TOKAa3a HA3BAHMA CIAaHI0B, KOTOPLIE NaHHPYEeTCs BRIIOYHTEL
B 8TOT BAPHAHT IIOKA3A.

6. YeranosuThb, Henonbays kHonkn (8 1 (@), nocsegoBaTesbHOCTD NOKasa
Ccnaigos.

7. BribpaTs eHonry OK.

8. IlopTopuTs KOMaHABl 3—7 115 CO3JaHMs IPYIMX BAPMAHTOR [OKA3A.

9. BrIGpaTh KHOTIRY 3aKPEITh.

Ecnu OwLIO coaflaHo HeCKOJNBKO BAPHAHTOB, HX HMeHa DyayT oToDpaskaTh-
cH B cnMcke npu Beibope kHonku [pomssoasHeii nokaa (puc. 2.44). lepen
HAYAJIOM JeMOHCTPAIIHH CJelyeT BROPATE HYYKHEIH BAPHAHT MOKA3ZA B OTMe-
YEHHOM CITHCEE.

B onpejeneHHBIX cAydyasX BOZHHEAET HeOOXOAMMOCTE COKPATHTH IOKAS
[pes3eHTAINH, CKPLITE HECYIeCTBeHHELE [ JTAHHOH ayIHTOPHUH cayliaTeneit
JeTanl, KOTOphle MOYXHO IIPOCMOTPRETE MOTOM HHIAWBHAYAJILHO. JTO MOMHO

|eie— | | [ p——
T e S—
:_JI :] B e Lo T
T T — e
[ Puc. 2.44. Cnucok
MponzBoNBHBIA
Puc. 2.43. OxHo 3apaHue NPOMIBONBHONO NOKAasa nokas
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c/leNlaThk, CEPLIB onpejenerHble caaiiasl. JIns 9Toro Hy»HO BEIIENNTE CIaij]
HJIH TPYOIY chnaijos H BeINONHHTE [loxkas caaidose — Hacmpotirka —
Crxpoime caaiid. IIpu sToM chaaiifikl ocTalTCA B IPe3eHTALHH, HO OHH He Oy-
YT oTObpaKaTRCH B Xoj/le JleMOHCTpaluu. JJIA oTMeHBl COKPRITHSA chaiija
cnenyeT enie pas BLOpaTs KHONKY CRPBITE caki;.

JeMoHCTpaLMA NPe3eHTALIHH, COXPAaHEHHOI
B pazHeIX (hopMaTax

llopagok geMOHCTpaLMH Ipe3eHTALlHH, cOXpaHeHHoH B (hopMaTe pptx, MBI
yixe paccMoTpeni. PaceMoTpuM JIpyIHe BAPHMAHTH] JEMOHCTDALIMK T1pe3eHTa-
IIHH, cCOXpaHeHHOH B paiinax pasHelX (popMAaTOE.

Ecnu npegycmarTpuBaeTcs [OKas Mpe3eHTALIHH Ha KOMIBIOTepe, Ha KOTO-
poM He yeTaHoBineHa nporpamMmma PowerPoint 2007, To cnenyer coxpaHuTE ee
B (popMaTe ¥ NMakoBKa A 3AMHCH HA KOMIAKT-TucK. J[J1s aToro cnegyeT BhI-
[NMOJIHHTE TAKEHEe Iﬂ;EﬁEI'EI-{H:

1. OTEpEITE (Qaiin NpeseHTAIlHH, KOTODLIH HY3HO COXpaHHTE B OTMeYeH-

HOM opMAaTe.
2. Bunonuute Office — Onybauxosames —> Vnpaxoexa dna sanucu na

KOMILAKM-OUCK.
Ty 3. Doectn B oxHe Ynakoska A sa-
‘.} e MHCH HA KOMINAKT-AHCK (puc. 2.45)
. e R S
e B nosie Haspanne KoMmakT-IHCKA
e
e WM JHCHA.
- I 4. Brib e
S oy . BuiipatTe ©npH HeobXOAMMOCTH
A kHomnky Ilapamerpsl H B cOOTBET-

e " v CTBYIOIIEM OEHE YCTAHOBHTE 3HA-

N ——| i YeHHA MaPAMETPOB COXpPAHEHHA H

MoKasa npeseHTanim.
Puc. 2.45. OkHo YnakoBKa ONA 3anMcK 5. BeibpaTk KHOTIKY Rﬂm“mﬂam Ha
Ha KOMNAKT-AMCK KOMITAKT-IHCK UK BLIOpaThL KHOII-
ry KomuposaTte B nanky.
6. BeraBuTe OHMCK NS SallMCH MK YHA3ATE NANKY IS COXpaHeHHs Iipe-
SeHTAaLlHH.
T. TlogreepauTs onepalldi KOMHPOBAHHA BRIOOPOM COOTBETCTRYIONEH
KHOITKH.

Bo Bpemsa ynakoBkH K Habopy ¢uaiinos, kpoMe caMoro daiina npeseHTa-
1M, Ho0aBIseTca chellHaabiad nporpamMmma — CpegetBo mpocmoTpa Power-
Point ¥ cBaAsaHHEIe ¢ Ipe3eHTAIlHEeH 3BYKOBRIe, BHIeO- H Ipyrye (aiinel.

Ecnu zanuck cleJlaHa HAa KOMIIAET-JHCE, TO JeMOHCTPallHH aEToMAaTHYEe-
CKHM HauHeTcs Noclie BCTABKH JUCKA B yeTpoiicTBO paboThl ¢ ONTHYECKHMH
auckaMu. Eciu feMOHCTpaLUsA He HAYANACHL WK NpeseHTALlUsS coXpaHeHa B
Nanky, To caenyeT HaiTH ¢aiin play.bat (anrn. play — Wrpa, NpoOHTPLIBATE,
BOCTIPOMBBOJIMTE) M BAITYCTHTH €10 Ha BRITIOJIHEHHE.

IIpeseHTaIlHI0 MOXKHO TAKIKE MPOCMOTPETE B OKHe Opaysepa, ecliH MpeiBa-
PUTENLHO ee COXPaHuTh B (popmaTe Beb-cTpaHuIbl. ECTh JiBa BapHaHTa coXpa-
HeHHA B popMaTe Bed-CcTpaHHILL:

s & opmame sefi-cmpanuybl 6 odnoMm ¢atine — byJieT coaflaH daiin (pacim-
perne umenn mht wan mhtml), kKoTopriii cofep:uT Bee BenoMoOraTenLHEIE

0O BeKThI (TereT, HaolparkeHHe, 3BYEH, TAGNHIkI, BHIEO H T.11.);




* g opmame geb-cmpanuyst — Oyjer cos-
IaH HadYalbHBIH ¢aiia c pacluipeHHeM
umMeHH htm i himl u nanka ¢ uMmenem mo
mabnony *.files (pue. 2.46), woropas
Benwyaer HTML-gaiiner Ha ®kaxasi
claiifi mpeseHTAIlHH M Ha BCe BCIOMOTAa-

TelbHBe OOBeRTH (allinl ¢ TekcTamu, — -

Ha00paKeHHAMH, 3BYKOM, BHIEO H T, IT. ). Puc, 2,46, dailn v nanka npezex-

Paiiael KaKIoro claiga npeseHTanun 6y-  Taluu, coxpaneHHon B dopmare
IyT HMeTE HMA nmo madbmony slide0001.him, Bel-cTpasmus HTML

rjpe upeno (001 yraseiBaeT Ha NOPHAKOBELIL
HOMep claiia mpeseHTaIlHH.

Bo Bpemsa npocmoTpa B OkHe Opaysepa IIpeseHTallHH, coXpaHeHHOI B (op-
MaTe Beb-cTpaHMilbl, HekoTOpLe sdperThl aHMMaliHe o0REKTOB H Nepexoja
C/laiifloB MOTYT BOCIIPOHSBOIHTLCHA TMO-APYTOMY HIH COBCEM He BOCIIPOH3BO-
JTHTHCH.

&) TTpoeepeTe cebs =

1°. Yro Takoe aHHMAIIHA cMeHEl claliioe?
2°., HazoBWTe SMeMeHTEl VIPABNeHHS, ¢ HCNONLOBAHHEM KOTOPLIX OCYIIecT-
ENAETCA HACTPONKA AHHMATHY CMeHE] CIaiiioB.
3*. CocTaBLETe ANTOPHTM HACTPOHKH AHHMAIHHE CMeHE CIaiiios.
4®*. OnumuTe, KAK YCTAHOEHTE BEVKOBOE CONPOBOXMIEHNEe B(perTa AHMMAIHH
CMEHE] CAailgoEs.
5° HKak M0OMHO pYKOBOIHTE NpOIEccolM CMeHE! cralifoe?
6*. OnumuTe, KAK HACTPOHTE ABTOMATHUECKYVIO CMEHY CHaliloE AJf TeKyIIero
CHAaiga; 18 BeeX caaigoB OpeseHTaHHE.
7°. Kak OTMeHHTE aHHMAIIHIO CMEHE] CJAAII0E I8 TeKVINero chuaiia; I8 Beex
CHalIoOR NpeseHTanmn?
8% OOLACHUTE, KK HACTPOHUTE JAHTENEHOCTE TOKASA CIaHI0E ¢ HONOILS0BEHH-
£M WIEMEHTOE YIpaeieEns okHa Pemeriiina. B kakux cnyuasy HCOIOJIBSVET-
CH BTA ONepalua?
9°. Kak orepeiTh okno Hacerpoiika npesenranumn?
10*. Kakuwe pesMMEl JeMOHCTPAIHH NPEeHTAIHH MOM¥eT HACTPOWTE NOJL30BS-
Telk? HeM oHW OTJIHUAKTCS?
11*. OoMImeTe, KAK VCTAHOBHTE BEIOOPOYHEIN NOKAS cNAlIOE ILNf FEMOHCTPALLHH
npeseHTalHH,
12*. Jlns yero Henoikayercs HacTpoiixa Heckonsico MoHuTOpoR okia Haerpoii-
Ka MpezeHTAINH ?
13°. Kak ckpeITe cnaiin? Kak ero BosofHOBHTE?
14*. OnMmyTe HAZHAUSHNE KHONOK VOPABIeHHA JeMOHCTpalHell IpeseHTAIHH.
15*. O0pACHNTE NOCIeJ0BATENEHOCTE AeMCTBHI [JIfi COXPAHEHHS NPeseHTAIHH
Ha KOMIIAET-THCKE.
16*. B rarom (OpMAaTe CIEIVeT COXPAHHTE NPe3eHTAIlHI I8 OPOCMOTPa B OKHE
Opayzepa? B ueM ocofeHHOCTH TAKOTO IPOCMOTpaY
17*. Yewm oTMHUAIOTCH NPEIEHTAIIHHE, COXPAHEHHELE B (popmaTe mht 1 htm?

‘@ Brnonuure 30aaHMs e

1°. OrrpoiiTe yHasagHEN yunTeaeM gain, Hanpumep Tema 2\3aganmsa 2.5\ 006-
pasern; 2.5.1.pptx. ¥YoTaHOBHTE TAKHE SHAUEHHMA CBOHCTE BHHMAIIHHM CMEHED
caaiIoR:
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a) cmaig Ne 2: THO — cuMMempuUiLHas Kpyzoaada; 8EYKE — KdMepd; CKOPOCTE
NepeXoma — Medaenio; HEMEHEHHE CIAHTA — No WeayKy;

6) cnailg N 3: THO — cdeuz enus; SBYK — &emep; CRODOCTHL Mepexoja —
Guiempo; HaMeHeHHe caaiifla — asmoMamuiecicu nocae 3 ¢;

B) chnaiip Ne 4: THI - & hopMe kpyzd; SEVK — fed 3eyrd; CROPOCTE NEpeXoia —
cpedie; HaMeHeHe cnaiifa — aemomamuvecku nocae 4 ¢;

r) caailm Ne5: THO — HOBOCHLY; 3BYK — ROAOKOABUUIL; CHOPOCTE IEPEXOILE —
Mednenno; HSMeHeHNe CRARTA — 1o UenLKy.

CoxpauuTte NpeseHTAnHIo B cobeTBeHHOM nanke B Gaiine c UMeHeM ynpaskHe-

nue 2.5.1.pptx.

@ 2°, Orupoiire yeasaHHEE yunTeneM gaiin (Eanpumep, Tema 2\3amanmsa 2.5%
obpaszen 2.5.2.pptx). YeTaHoBHTE TAKHE 3HAUEHHS CEOHCTE AHHUMAIIHH CMe-
HEI CHaHIoR:

a) cnaiig N 1: THI — npaMoy2oleHu K SHYMPs; 3BVK — 03 38yiid; CKOPDOCTE Ie-
pexoma — Guicmpo; UBMeHeHNe cnaiins — asmomamuueckuy nocie 3 c;

0) chnailg N 2: THO — wanwzy eepmuKaibHbe; SEVE — 86Mep; CKOPOCTE Me-
pexoma — cpedne; HAMeHeHHe CNalinga — no weauwy;

B) chnailg Ne 3: THO — @epmuraibiail NOHOpAMAE HYMPL; 3BYVE — MOHEmI;
CKOPOCTE NEPEXOJIa — Medaernio; HaMeHeHne cnaiiia — no weauwky;

r) cnaifgel Mo 4 g MNe 5 THI = cdeuz enpaso; 3BYVK — UM, CKOPOCTE MEpeXo-
Ia — cpedie; HaMeHeHHe cnaiiia — asmomMamuueciy nocae d c.

CoxXpaHNTe ODpe3eHTALHID E cOOCTEEHHOH NANKe B (aiine ¢ HMeHeM YIpaskHe-

Hue 2.5.2.ppix.

3% OrepoiTe yEasadHBH yusTenen ¢alin, sanpuMmep Tema 2\3agarmn 2.5\ 06-
pazen 2.5.3.pptx. ¥eragoepuTe Tarkwe HacTpolkl BpeMeHH JeMOHCTPaIIHHE
cHalifon: Neproro — J3 ¢; BToporo — 4 ¢; TpeThero — 4 ¢; yeTpeproro — 4 ¢ nf-
TOTO — 3 ¢; MIecToro — 3 ¢; cefbMoro — & ¢; BockMoro — 4 ¢. CoxpasEHTe nipe-
SEHTAIHIO B cofCTBEHHOM nanke B aiie c uMeHeM yupaskHenne 2.5.3.pptx.

@ 4°. Orkpoitre daitn npesentanuu, Hanpumep Tema 2\3apamus 2.5\o06pasen]
2.5.4.pptx. ¥eraHopHTe Takie HACTPOIIKK BpeMeHH JeMOHCT ALK chaligon:
nepeoro — £ ¢; Broporo — 4 ¢; TpeThero — 6 ¢; YeTBEPTOTO — 3 ¢; NATOTO — .3 ¢;
mMecToro — J ¢; cegbMoro — 6 ¢; bocbMoro — 2 ¢. COXpaHWTE NPEeseHTAIIHID B
nanke Mon mokymenTs! B (haiine ¢ umenen ynpasknenne 2.5.4.pptx.

5*. OrxpoitTe yrasaHHBIH yunTenes ¢aitn, sanpumep Tema 2\3ananua 2.5\06-
pazen; 2.5.5.pptx. HacTpoiiTe BAPHAHT NpOHIEOILHOTO IOKAZ8 ¢ HMeHeM
IIponaBoaEHEL Nokas name (name — Bama GaMHIRA), B KOTOPBIH BRIKUH-
Te THTYVARHEIH cnailfl W Bce cIaifgel ¢ HeobpaieHHAMH YCTpOoHCTE BBOJA.
Crnaiin ¢ naofpasieHHEM KJIABHATYPEl DOCTAERTE BTOPEIM. 3AOVCTHTE HeMOH-
CTPAIHIO HTONG BAPHAHTS MPOMSBOJLHONG Nokass. CoXpaHuTe NpeseHTAIHI
B cobeTBeHHON nanke B Gafine ¢ UMeneM ynpaskHernne 2.5.5.pptx.

fﬂ 6°. Orrpoitre Qaiin npesentannn, HanpuMmep Tema 2\3amamma 2.5%\ob0pazen
2.5.6.pptx. IlpocMOTpHTe OpeseHTAIHK B perlMe BRISOPOUHOTC IOKAa3A:
Iponaponessni nokas 1 1 IlponseonsHEn mokas 2.

[ TTpakTuuecxas paora Ne 5. A

Buumanue! Bo epems pafomet ¢ KoMnsomepom cofilmdaiime npasuia Gezonae
Moo o canimdprio-gizue i ieciile Hopsdnt,

1. OtkpoiiTe yrasanaell yuntenem Qalin, ranpumep Tema 2\IIpakTHdeckan 5
npakTHYecKan H.pptx.
2. ¥eTaHOBHTE I VEASAHHEIX 00BeKTOE s(iekThH AHHMAIIHH ¢ TAKHMH 3HAUEHH-
AMH CBOHCTE:
e caaiim M1, offRelT — Sazonogon
O aspdert Beimenenna — Hamenenue pasmepa:

} CAANMTOBEIX MPeseHTAIHAX
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+ Hauano — IHocae npedudyiyeso, 0.5 ¢;
4+ cropocts — Cpedre;
+ sByK — Hem sayra;
« caaip M 1, obeert — Terem
O sdwpert Bxoma — Boieawanue:
4 Hauajgo — Hocae npedudyujezo, 2 ¢;
+ cropocTh — Cpedre;
# aHUNMaU#A TekeTa — Bee emecme;
4 sBYVK — Hem zayna;
o cnaiig Ne 2, ofeerTr — Mpaguiecicue uzofpaicerus
O owpert IlytH mepememennn — Hapucosame nofbiosdmenteruil nyme,
aunus (puc. 2.47);
O Hauano — C npeduidyuum;
s caaipg MNe 9, obwert — Tadruya
O odwpert Bxopa — Hosanenue:
# Hanpapnenue — Caesa;
+ Hauano — o wjenury;
+ cropocTk — Mednenno;
# 3BVEK — Sadeuzanue,
3. VeTaHOBHTE 715 BCEX IPYTHX 00LEK-
TOE [peseHTANMH HA cBoil BHIGOp

OJHH ¥ TOT e shdesT aHIMAalHK Ua
rpyinne Bxoa.

4. JlononEuTeNEHO JUIA BCEX JPYTHX Pue. 2.47. NyTh NepemeieHus
TEKCTOBEIX O0LEKTOE YCTAHOENTE Ha rpadmyeckny 00LEKTOR
CBOH BRIGOD OOMH H TOT e adggesT
AHMMAIIMK B3 rpynnsl Bapenenne.,

5. ¥oraHoBHTE TAKHE 3HAYEHWUA cRoHCTE AHMMALNK CMeHEL cnaf—tm}n:

1) cnaitn Ne 1: TN — ugeosas cmpedkd, £ cexmopd; 3RYK — 0e3 38yKd; CKO-
POCTE DEePEXOIa — Med e Ho;

2) cnailm Ne 2: THIO — noseneHUe cnpaed, SBYK — 8EMep; CKOPOCTE Nepexoisa —
fislcmpo; CMEHA CNaiia — asmoMamuieciy nocane 2 c.

6. na peex Apyrux cnaiijoB YCTAHOBMTE HA CBOH BRIOOD OIMH M TOT e serT
AHHMMAIIHH CMeHE! clNafiloB. ¥ CTAHOEHTE TaKHe HACTPOHKH BEpeMeHH JeMOHCTpa-
MM cHaiioB: mepeoro — 4 ¢; BTOPOro — 4 ¢; TPeTEETD — 4 ¢; UETBEpTOro — 4 ¢
OATOrC — & ¢ HIeCToro — J ¢ ceIbMOro — & ¢ BOCBMOTO — o ¢ JeBATOND — 5 C.

7. ¥oTaHOBMTE TPH BAPHAHTA NPOH3BOJLHOTO MOKa3A C MMEHAMH, KOTODEE OTEE-
YaoT HASBAHHAM CTOIHI], BRJIIOYHE B KadIEA nokas: THTYNREERE cnalig, cnalin
MNe 2, npa cnaiiga ¢ JaHELEIME o0 onpeJeeHHOH cTomine, caalin Nt 9,

B. CeaHHTe THOEpPCCHITKAME HaoDpareHHs repba Kamgoll cTOMHIE ¢ TeM cnafi-
IOM, HA KOTOPOM HAUHHEESTCHA paccKkas ob sToil cToMHIe.

9. PasmecTte Ha caallgax yIpapisAwiiie KHOIKH;

o chaaiig Ne 1 — Ges yIpapIAolHE KHOTOK,
e cnafig N 2 - ynpasnsoman KHonka |k

o cnaiigp N 3-8 — ynpasnsionue kuonku [4), (&) n @
s nailg M9 — yopapngone KHOTER El " ﬁ.
SaKpenHTe 30 KHOMKAMH @, IE] CTAHIAPTHEE IeiICTBHA MepeXoms K COOTBET-

CTEVIOIHM CHAHIANM, 8 38 KHOTKOH ﬁ — mepexo[ Ha cnaiim N 2,
10, CoxpaHiTe IpeseHTANNK B cobcTBeHHON nanke B daiine o unmesen IIpakTiaeckan
padoTa S.pptx.
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MwS

NPEACTABNEHHBIX B TAB/IMLIAX

B a70i1 rmaBe Bul y3HaeTe o:
e TAOMWYHBIX NpOLIeccCOopax v NX HaszHaYeHun;
TabnuyHom npoueccope Microsoft Office Excel 2007, ero obwekTax u
CBOCTEAX;
CO30aHUN, pefaKTUpoBaHUK U GopPMaTUROBaHUK SNEKTPOHHLIX TabnuLy;
npuMeHeHn hopmyn;
WMCNONbL30BaHWK thyHKLMIA B hopMynax;
NOCTRPOEHWK, peaaKkTUpoBaHKKM U hopMaTUpOBaHUK AMarpamm;
COpTUPORKE 1 dhnbTRpaLWMK OaHHBIX;
aHannae faHHeX B cpeae TabnuyHoro npoueccopa;
CO30aHUN CBOAHBIX Tabnull.

3.1. Cucrembl 00paboTKM YMCNOBLIX AAHHLIX. TADNUYHBbIA
npoueccop Microsoft Office Excel 2007

1. KakWe Bbl 3HaeTe BWUOB NaHHBIX?

2. Kakve Bkl 3Haete 00LeKTH OKHa TekcToporo npousccopa Word 20077
OBBACHUTE HAaSHAYeHWE KaX oo M3 HAX.

3. Kak coz[aTh HORK A TEKCTORLIR JOKYMEHT B TEKCTOROM npoleccope Word
20077

4. Kak coxpaHWThk TEKCTOBRLIR NOKYMEHT, CO30aHHEIA B TEKCTOROM NPOUECCOPE
Word 20077 Yem otnvyalioTes koMadis CoxpaHuTts 1V CoXpannTe Kak?

5. Mz yero cocTtosT W ANS Hero MCNonk3yioTcs Tatnuikl B TEKCTOBOM [0 KY-
MeHTa?

6. Kakoe HasHvadenve knaemw Home, End, Page Up, Page Down B TekcTo-
BoM Npoueccope Word 20077

CHereMbl 00padoTEH YHCIOBBIX JaHHBIX

Brl y:e 3HAeTe, UTO MepBbie 3JEKTPOHHBEIE BEIUHCIHTENLHLIE MAIIHHE
ORLTH MpeAHasHaYeHEl [JA BRINONHEHHA CHOMHBIX H TPOMOSJAKHX BEIYHCIE-
Hii. HecMoTps Ha TO UTO KOMNBKTEPL] CASIVIOIUY MokoNeHn il ob pabaThiBa-
JIH He TOJIBKO YHCJIOBLIEe, HO M TEKCTOBRIe, rpadiyecKkHe, 3BYKOBLIE H JIpyIHe
AaHHLIe, HMeHHO 00paboTka YHCIOBREIX JAHHLIX OLlNa U OCTATCH OJJHMM H3
OCHOBHBIX HASHAUCHHI KOMNOLIOTEPOB.

2 IIporpaMmel, NpeHasHAYeHHBIE 1A 06paboTKH YHCIOBBIX JaH-
HBIX, HAZEIBAIOTCH cUcmeMaMU 06pabomKy HUCRO6bIX JAHHBLX.

CuHereMbl 06paboTEH YHCJIOBBIX JAHHLIX OTHOCATCH K IPHKIAJHOMY IpO-
rpaMMHOMY obecrieyeHmio. OCHOBHBEIMH ofbekTaMH o0paboTKH B 9THX Mpo-
rpaMMax fABJISIOTCA YHeAa. XO0TS HEROTOPEIe H3 HHX MOryT o0palbaTLIBATE 1
TEKCTEL, H rpaduueckie HaolpakeHusa (IHATPDAMMEI, TpapHKH H Ip.).

CaMBIMM MPOCTRIMH CHETEMAMH 06paboTHH UHCNOBLIX JAHHBIX ABMAITCH
NpoOrpaMMEBI-KadskyaaTopEl. OHHM Npe/lHASHAYEHE] JJH BRINOJHEHHA apud-
MeTHUECKHX OIepallyii, A TAKMHE BhIUHCIEHHH ¢ HCNONB30BAHHEM OCHOBHEIX



MaTeMATHYeCKMX M HeKOTOphIX Apyrux ¢yHeuuii. IIpumepom Takux npo-
rpaMM SIBJISIeTCH cTaHfaprHas nporpamMmma Kaaekynsarop, koTopas BXOIHT B
naker OC Windows. HeroTopsle 13 nporpaMM-KaJbKyJIATOPOB MOTYT TAKMKE
BLIUHCIATE MMPOCTHIE M CHOMHEIE MPOIEHTRl, HAJIOTH Ha 3apaGoTHVIO IUIATY
COTJIACHO JeHCTRYIOIIEMY 3aKOHOJATENILCTBY, CYMME] eXeMecsSUYHLIX TOTAalle-
HHIif OAHKOBCKMX KPEIUTOBR; PACCUHTHIBATE BeC, Maccy H LieHY M3Jenuii me-
TAJLUTY PrUueckoii MpoMBIIUIEHHOCTH; CTPOUTE rpadmin (pyHELMI 1 ap. [Ipu-
MepaMH TAKHX NpoOrpaMmM seasiorcs nporpamMmbl Hayuneni kanekyaarTop,
JapnnaTHeiil KanekyaaTop, Kpeagutaeni kanskynarop, Meraanypriauecknii
raaekyasaTop, lllnaaeni kanskyasaTop ¥ ap.

JIpyrum Buiom cHeTeM 06paboTEM YMCNOBBIX JIAHHBIX ABIAKOTCH MPHKIA/L-
HEBI& MATEMATHUESCHHE IIAKeTEl. HX MOMHO HCIIOWBIOBATE JIJIH BEINNOJHEHHHA
MATeMATHYECK WX BEIYMCIeHHH, nocTpoeHus rpadmros hyHEIMEA, npeobpaso-
BAHHMHA BRIpAXKeHUI ¢ NepeMeHHBIMH, HAXO0M¥IeHUs NpHONHKeHHBIX SHAUeHH i
peleHHii ypaBHeHH M cHCTEM YpaBHeHHH, BLIUMCIeHHH nnowaleid v obne-
MOB reoMeTpuuyeckux uryp u ap. IlpuMepaMy TaAKUX NPOrpaMM SABJISITCSH
narversl GRAN 1, 2D, 3D (aurn. graphic analyzer — rpadmuecknii ananunza-
Top), Jnaamuueckan reomerpusa, MathCAD (anrn. mathematics computer-
aided design — MaTeMaTHYeCKOe KOMITLIOTEPHOEe ABTOMATHEHPOBAHHOE IMpO-
exTHpoBanme), Derive (aurn. derive — nonyuarThk, AOOEIBATE, BRIBOJIHTL),
Mathematica (aurn. mathematics — wmaremaTura), MATLAB (aurn.
mathematics laboratory — maTemaTHueckan nabopaTopus) M ap.

Eme ofuuM BHJAOM cHcTeM 06paboTHM YMCIIOBBIX NAHHLIX SABJISIOTCH TAG-
JHYHBIE MTPOLECcCOPhI.

m Tabnuunsii npoyeccop — 5o NMPUKJIATHAA TPOrpaMMa, KOTOpas
npegHazHaAYeHa 1A 00paboTHH TaHHEIX, NPeicTARITEHHBIX B TAGmHMnax.
Tabmmipl, B KOTOPBIX NpecTABIeHBI JaHHBIe M obpaboTkH Ta-
OIMUHEIM TIpOLEccOpoM, HAZRIBAIOTCH 3MeKMPOHHBLMUE mabiuyamu
(2T).

dnerTpoHHas Tabiuua ABISAeTCH e - T

OCHOBHBIM o0bekTOM o00paboTen Tab- | o . i » . '
JHYHEIM Npoteccopom. OHa, kak | Tal- ,
NHIla B TeKCTOBOM Ipoleccope Word . « r——— it :
2007, cocToUT U3 ¢TOJXOLOB H CTPOK, Ha :
nepeceueHHH  KOTOpLIX  o0pasyioTca = e
Avelikn. B gueiikax 9T MoryT XxpaHdThL- »= P— 3 e
5] S iR LI -
csl uMena, Tekersl U opMyasl s UX . S
obpaborku (puc. 3.1). " . S E\‘iil
TabnuyHEe MPOIECCOpPb] IPEHASHA- o =
YeHkl JH:
o geoda danublx B SUelKH 2JeKTpoH- Puc. 3.1, (dparmedT aNeKTpoHHOR
HEIX TaONHL, UX pedaxmuposaHus H TabnuLH
opmamuposanla;

s ofpafiomiu vucnosulx dannsix No GopMYIaM, KOTOPLIE MOTYT COIepIaTh
Elqu.'IMETHIIECHHE BRIpaMeHHA, MaTeMaTHYeCcHEHe, JOorHyecKHe, CTATHCTH-
yeckHe H Ipyrie (pYHELHH;

e pnocmpoeHuA duazpami u zpaguiKoé Ha OCHOBe JaHHEIX, KOTODLIE CONEp-
JKATCA B guelikax SJIeETPOHHBIX TB.ELTII‘H.T,:

® NOBMOPHOZ0 BLIYUCACHUA PE3YAbMAmMos IpH H3MeHeHMH JaHHBIX HJIN
dhopMy I A HX 06 paboTR;
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e ombopa daHHBLX, KOTOPEIE YAOBNETBOPSIOT Olpe/ie/ieHHBIM YCIOBHAM;

e pevamu gadaeix 9T, iuarpamm v rpadHEOB;

e pabomut ¢ pailnamu

o JIp.

B Hame BpeMs TabJHUHEIE TIPOLECCOPEl ABIAIOTCH OJHUM W3 odpekTHE-
HEIX cpeficTR 06pafoTki YHCIORKIX AaHHEIX. Menonkays ux, 6yxrantep Mo-
skeT GRICTPO HAYHCINTE 3apaboTHYIO IUIATY, HH3KEeHeD-TIPpoeKTHPOBIHE — BEI-
MOJIHUTE pacueThl MPOYHOCTH KOHCTPYKIHH, (PMaBHK — 1poBecTH obpaboTry
JIAHHBIX DKCNEPHMEHTA, TOBAPOEE/] — BECTH YVUET TOBAPOB B MAarasHHe M Jip.
Tabanurble npoleccopbl ABASIOTCH NMONE3HBIMH IPH BEJeHHMH yueTa cemMei-
HEIX JIOXOJIOB ¥ PACXOJIOE, BAIIOJIHEHUH HAJIOIOBOH JIEKJIADALIMK, ITPOBEJIeHHH
PacUeTOR 38 KOMMYHAJBHEIE YCIYVIH, EPeIUTH 1 Ap. Bel cMOKeTe HCIIoNb30-
BATE TADNMUHBIE NPOLECCOpPR]l B cBoell yuebHol JesTelkHOCTH JUIH pelleHns
MATEMATHUYECKHUX M BROHOMHMUECKHX B3a/1a4, obpaboTki pesyNbTaTOBR Hechelo-
BAHWH, TP BEINONMHEHNH NIpaETHYECKHX H nabopaTopHblX paboT 1o XHMHH K
PUBHEe U 1Tp.

Hs coppeMeHHBIX TAONHYHBIX ITPOLECCOPOB MOMKHO HASBATL:

* Excel (aurn. excel — npeobnagaTh, MTPpeBOCXOIHTE), KOTOPHIH BXOJAHT B Ta-
weT nporpamMmmM Microsoft Office u B mocnenmee EpeMsi CTAN OJJTHHM HME ca-
MBIX TIOMYISAPHBIX;

e Calce (aurn. calculator — BHUHCIHUTENE, KANTBKYIATOP), KOTOPEIH BXOJHT B
naret nporpammy StarOffice;

s GNumeric (anrn. GNU — npoerT no cogflaniio NporpaMmMmHoro obecneue-
HIS cRODOJHOTO PACTIPOCTPAHEHHA, RUMeric — YHCIOBOH), KOTOPEIH CBO-
6ojiHO pacnpocTpaHAeTcs

H JIp-

Mgl Gyiem mMaydaTh TabnuyHbli npoieccop Microsoft Office Excel 2007
(B naneHeiiiuem Excel 2007).

MNepeslit TaBnuuHblid Npoueccop co3gann B

1979 roaoy cTynedT [AapRapACKOro YHUREpCH-

Teta (CLLUA) Oan BpuknuH v erc Toeapull,
nporpammnct Bod @penkeron (puc. 3.2). OH Gein
paszpabotad ANy komnuioTepa Apple Il 1 nonyuin
Hazearwe VisiCalc (awmm. Visible Calculator — na-
MAOHHIER kanekynaTtop). MNMporpammaa obecneyneana
BO3MOMHOCTE paboTaTk G OAHOR TaBNWUEeR, koTopan
collepxana 254 ctpoki M 63 cTonBua, a Takxe CTpo-
WTh HeCnoXHBEEe AWalpPpamMmbl.

Mocne VisiCalc NoseWNMCh aHanorwyHble npo- Pwc. 3.2. AeTopH nepeoro
rpammbl OT ApYyrux paspaboTiMkoB U Ana apyrvx  TabnwiHore npoueccopa Jlad
Mofeneil koMneloTepoB, Takke kak SuperCalc, Epvknn n Bob dperkcToH

Lotus 1-2-3, Multiplan v gp. Bnocnenctenm 1a-
BnuyHbIe NPOLECCOPLl HAYANW BKNIOYATE B MHTEMpUPOBaHHLIE NakeTbl NPUKNadHbx
nporpamm, Takkx kak Framework, Works v gp.

MNepeas pepocks TabnwiHoro npoueccopa Excel noaewnace & 1985 rogy. O1a npo-
rpamma Buina cosfada ang komneiloTepa Apple v ee apTopamu GEINKW aMepUKaHCKKe
nporpammucTel Oyr Knangep v @ununn Gnopenue.

3anyck Excel 2007. Oxno nporpaMmsl

Tabnuunsrii nmpotleccop Excel 2007 ModkHO 3aTyCTHTE HA BEITIOMHEHHE He-
CHONBEUME criocobami. IIpupenem Hanboliee pacnpocTpaHeHHEIe H3 HHUX:



e BRINONHATE ITyex = Bee npozpammut = Microsoft Office = %2 Microsoft
Office Excel 2007 ;

* HCMOJMB30BATE APJLIE NporpaMMiel Ha Padouem ctone unu Ianenm 6ni-
CTPOTO 3AIYCKa;

* BB IIEJKHYTH HA 3HAYKE YiKe cyllecTByroLero daiina, cosgaHHoro B
rabaruuHoM nponeccope Exeel 2007 m’_;[ HJIH B NpeabIyIHY BepeHaX 5ToH
nporpaMMbl.

|

i ,
® 6 © o

0 Tosne Hmsa

@
i
i; !

]
-

KHonka  cosgaHus
HOBOTO JIHCTA

KHOOKM  yIpabBjieHHH
OKHOM $HEHTFGHHﬂE
EHHI'H

KHomka pasBepTEIBa-
HUA 1niona  CTpokm
(hopmya

MeTka IoOpHM3OHTATE-
Hoil NOJIOCEl pasaene-

Kuaormmza  Bera-
BHTE (DYHEIHIO

Crpoka ApIEMECB
JHCTOB

[lone  Crpokn
opmy

@
®
. Crpoka 3aro-
®

KHollkH NpoKpyTEH
APNEIYKOE JIHCTOB

HUA
MeTka BepTHHEATEHOMH Cronfell, HoMepoB
JIOBKA oKHA Taf- MOJIOCK] PASIEIICHHA CTPOK
NMHYHoTo  Tpo-
meccopa
Crpoka HoMepoBE MeTka HaMeHeHHA O Texymasa sdeiika c
cTonfIes pasMepoB  TOPH30H- TalIHYHEIM Kypco-
TAABHOW IoJlockD Ipo- ponM
KPYTEH
‘ OrHo 3NeKTPoH- . CrTpora coCTOSHHSA O Kuonka BelaeanTh
Holl KHUT'H BCE

Puc. 3.3. OkHa Tabnuusoro npoueccopa Excel 2007 1 anekTpodHoi kHurk Mepesozka
rPY20E, KOTOPHE OTKPLITH E NONHO3KPAHHOM DEXMME
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Ilocne sanycka nporpaMmmel Excel 2(M)7 Ha skpaHe OTHEpLIBAaWOTCH JEA
OKHAa: OKHO TalJHYHOIO Nnpolleccopa M MoJYHHEHHOoe eMy OKHO BJIeKTPOHHOoMH
kHHIrH. B orsiimume or Texkcrosoro npoleccopa Word 2007, 8 KoTtopoM He cy-
HIECTEYET OTAeNBHOTO OkHa gokyMeHTa, B Excel 2007 okHo snexkTpoHHOH
EHHIY MOMCHO CBEPHYTEL, PASBEPHYTE HA BeCh €KPAH HJIM 3aKPLITE He3aBHCH-
MO OT OKHA TAaGNHYHOTO NPOoLeccopa.

Ecmm sanyerutes Excel 2007 ogHuM HE NepPERIX IBYX NPHEBEASHHBIX CIIOCO-
0B, TO CO3IAETCA HIEKTPOHHAA KHHIA, KOTOPAA HMEeeT 110 YMOMYaHHI0 UMHA
Knueal v cocront na tpex averos ¢ umeHamu Jueml, Juem2 v Jluem3, na
KaMJIOM M3 KOTOPLIX pasMellleHa MycTan siiekTpornan tabanna. Ecnu sxe aa-
nyceruTk Excel 2007 TpeteumM M3 NpHBeIeHHBIX CIIOCOBOR, TO B MOTYMHEHHOM
OKHe OTEPLIEAETCH 3JEKTPOHHAA KHHIE, KOTOpAad XPAHUTCH B COOTBETCTEYH)-
1iem daiine (puc. 3.3)

OrHa Tabnuunoro npoteccopa Excel 2007 u snerTpoHHON KHUI'H HMEOT
MHOI'0 O0Lero ¢ y:ke 3HaAKOMBIMM BaM okHamu nporpamm Word 2007 u
PowerPoint 2007. Ho oun uMetoT Tapie U ceoM ocobernHoeTH (puc. 3.3).

B okue snerTpoHHOR KHUMH (6) oTobpaxiaercs copepiiHMoe TEK VIIero JIn-
cra. Ecny OKHO KHHTH OTKPBITO B MOJMHOPKPaHHOM pexumMe, To ero Crpoka
3aroJIOBKA OTAENLHO He 0TODpakaeTcs: MM KHMTH orobpaxaerca B Crpoke
3aroJioBKa OKHA TabaumuHoro npoieccopa (4), a KHONKHM YOPABJIEHHS OKHOM
EHUTH (7) — 1nog KHOMEAMH YOPABIEHHS OKHOM TAalOMHUHOTO NPOIECccopA.
Ecnu 3xe 0KHO KHHIH OTEPHLITO B OKOHHOM pertumMe, TO ero CTpoka 3aroJorka
oTODpaRaeTCH OTAENEHO.

O0berTs! TAOAHYHOTO Npoueccopa Excel 2007 u ux ceoiicTea

ObserTamu TabnuuHoro npoieccopa Excel 2007 ecth saexTponEAS KAHTA,
THeT, SAeKTPOHHAA TabaHpa, cTpoka, croibem, sUeiika, JHANAZ0H, HA-
rpamma u ap. B mabnuue 3.1 npueefeHE HEKOTOPHIE CBOMCTEA HABBAHHBIX
00 LEKTOB.

Tadruya 3.1. CerolicTea 00bekTOR TAGIMUHOIO Nponeccopa

O6Gwexm Ceolicmea obvexma
SnexTponnas | MMs, KONMHYECTBO MHCTOB, MOPAAOK PACTIONOMEHHS JIHCTOB, HAH-
KHHTA ype oTAeEHEIY JHCTOR € ZHATPAMMAME H Ip.

s, BHO AHCTA, KOMHYECTBO PASMENIEHHEIX o0LeKTOR M MX BHI,
HaANYNe SAI[HTE, [BeT AILYEa 1 AD.

Jiner

BJIERTPI‘JH[IS.H O0niee KONWYECTED CTPOK, E'I'WDJIEH.{)D: H AYeeK; KONMHYeCTRO CTPOK,

TabnHIa CTONBIOR B STUeek, CONePIHAIHY JaHHEe; HATHUHE CETKH U JIp.
CTpoka Homep, BRICOTA, KOJHUECTED 3AN0MHEHHEIX JAHHEIMH AUeeK H Ip.
Cronbery Homep, IIHPpHHEA, KOMHYECTBO SANOMHEHHLIX JaHHEIMH A4eek 0 Jp.
A Ajgpec, HMM#, cOfepRHMoe, THN JaHHEIX, dopMar orobpaseHns
IAHHEIX, IPHMEUaAHNE, TDAHNIIEL, BATHEKA I Ip.
Amanason Agpec, HMA, KOMHYECTEC AUYSEK H
AYyeer e i i
THCmn Hns, KOIHYeCTRO SUeeK, CTHAL OhOpMASHNE 1
Excel 2007 ’ ’ p Ap-
Tun, By HazpaHHe, pasMep obnacTH IHATDAMME BET 3aIMBEH
Iuarpamma ¥ ¥ » D B i B s L

H .




KonndecTeo JHCTOB EHHIH OrpaHHYHBAETCH JIHIIL obbeMOM CcBODOIHOM
OTIEPATH BHOH MaMATH KOMIBIOTEPa H HA HHX MOTYT OLITE PACTIONOMKEHE] BJIEK -
TPOHHBIE TAGIHIE, AHArpaMMBl, rpadHKH, rpadpuueckne HsobpaKeHus, 10-
rymenTel Microsoft Word, 3pyrosanici, BHIOKJIHITEL H JP.

Kakaplii nHcT KHHTH HMeeT uMA, KOTOpoe YKashiBaeTcsd Ha APAbIIKe
muera. Ecnm Ha THCTAX pasMeljalorcs BIeKTPOHHEIS TADNHLLI, TO TAKHE JIH-
CThl 10 YMoMdYaHHuio uMetor uMeda Jiwerl, Jiner2 u 1. g. Eciy nucTsl npegda-
BHAYEHRI JIJISl pasMellleHHA TONBKC IHArpaMM, TO TAKHE JHCTHI M0 YMOJIYa-
HHIO uMetoT HMena [lnarpammal, IlnarpammaZ2 v 1. 1.

dnexTpoHHasa Tabmmuia TabauuHoro mpolleccopa Excel 2007 copepskut
1 048 576 empor (Homepa ot 1 mo 1 048 576), 16 384 cmonbyos (1o ymomya-
HHIO UX HOMepa cocToAT U3 OyKe aurmmuiickoro andaesuTa: A, B, C, ..., Z, AA,
AB, ...,ZZ, AAA, AAB, ..., XFD), scero 17 179 869 184 aueiixu.

Kaxpgan siveiika sneKTpoHHOH TAONHIUE HMeeT ajpec. Aapec AdYelkH 3a-
DaeTca HoMepaMH cTosblla M CTPOKH, Ha NepecedeHHH KOTOPRIX OHA HAXOIHT-
cA, Hanpumep Al, C3, D17, AA26. Beerzia ojHa Hs AYeeK 3IeKTPOHHOI
rabnuikl mexyuan. Ee agpec orobpaxaercss 8 none Hms. Ha pucynre 3.3
Takoil gaensercd sueiira C9. O”a erjensgercs TablMUHBIM KypCcopoM B BHE
YyepHOH paMEH, & HOMep CTPOKH U HoMep crondla reryileil aueliky suijiens-
HYTCH IPYIUM IEeToM (poHAa.

e CTONGLE SNEKTPOHHOW TAONWLB MOTYT TakKe HYMEepOBaThCA HaTypanbHbIMK
E:. yucnamu o1 1 go 16 384. B stoMm cnyyae afipeca sueek 3anUcLIBalOTCH, Hanpu-

mep, Tak: R1C1, R5C2, R17C4, R27C26, rne nocne Oykeul R (aHrm. Row -
CTPOKa) ykassBaeTCcA HoMep cTpokK, a nocne € (anrn. Column — ctonBel) — HoOMeR
cronBua. To ectk agpec R1C1 Haao noHMMaTL Tak: cTpoka Nepeas, ctonBel nep-
Bblid. YTo0B! YCTaHOBUTL YMCNOBOH cnoco® vymepaumn ctonbuyos, HeoOXoOAWMO Bbi-
nonHuTe Office = MapameTpii Excel — @opmMmynbl W YCTAHOBWTE MeTKy dinaxka
Ctunk cceinok R1C1.

Huellke MOXHO NPUCEOUTE UMA, Hanpumep Kype espo. Mmeda aueek ynobhee
FANOMVHATE, YeM WX afpeca, MHoa wMeHa yaotHee WCNons3oBEaTk B GopMynax.
[MpUCROMTE AYefKe MMA MOXHO OOHMM W2 Cnedyiolmx cnocobos:
®  EBbLIAENWUTE A4elKy, BBECTH ee UMA B none Uma 1 Haxate Enter (npw atom obna-

CTEID NPVMEHEHWS MMeHW ByOeT BCA KHWra),

e 1. Bugenvte suHelky.

2. Bunonnvte opmynsl = OnpegeneHHbie

umeHa — lNMpucBoONTE MMA.

3. BeectH B okHe CospaHWe MMeHM (puc. 3.4) B

none Mma s aueiiki,

4, Bubpate obnacte NpUMeHEHWA WMEHKM AYelKK

B cnkcke nond ObnacTe.
5, Brbpatk kHonky OK.
nEﬂ}-’ET!TDMHHTb, HTO B MMEHW SIYefKK Henk3m UG-
Nonb30BaTk NPOMNYCKU, OHO HE MOXEeT HaYMHATbCH C
uMdpbl, He MOXeT COBNafaTk C afpecamMi Aveek, W B Pitc. 3.4. Okno Coapanuie
oiHOR oBnacTi NpUMeHEHWS He MOTYT BhITh Sdeilki © HMMeHW
OOWHEKOBLIMW MMEHAMM.

Ecnu auelika nmeeT A W ee cenaTe Tekylel, 1o B none Mma Gyoet otobpa-
KaThCA He afpec sivelikn, a ee uMmA. [lNA nonyyeHws) Cnucka BCEX MMeH SiYeek,
a TakKke OaHubix ob obnacty NpUMeHeHWsa KEKOoro MMeH MOXHO BEINOAHUTE dop-
mMynel = OnpepenexHHblie MeHa = [lncneTyep MMeH.

Jlee ninu Gonklie ssyeer JIMCTA BNEKTPOHHON TabnHIk! 06 pasyOT NHATIAZOH
ayeer. B nuanasoH siveerk MOTYT BXOAHTH KAK CMeiHBIE, TAK H HeCMerKHLIe
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i

Puc. 3.5. [lManasoHbl AYeek

siveitki (puc. 3.5). IlpAMoOyTronbHEIH AHANAS0H fiYeek, KOTOPBIH COCTOMT H3
CMeIHHEIX AYeelr, HASLIBASTCH CBASHEIM.,

JIuanazol Aueek, KAK H OTJeIEHAT AUeiika, HMeeT ajipec.

Apec CBAIBHOTO IHANAZ0HA AYEEK BAJA6TCH AQpPecaMi JEYVX fAUeek, paclo-
JIOKEHHEBIX B €ro MPOTHBOMONMOMKHEIX YIJaX, KOTOphle pasieleHbl JBOeTOUH-
en, Hanpumep, A3:A7, B11:D11, G9:C3 (puc. 3.5).

Crpoka M cronber TakM¥e SABISAIOTCA AWamazoHaMu sueer. Hampumep,
ajpecoM JHANA30HA fAUeek, B KOTOPEIH BXOAAT BCe AUYeHKH jecATol CTpOKH,
ecThk ajjpec 10:10, a agpecoM THANA30HA SYeek, B KOTOPLIH BXOIAT Bee Aueiinn
cronbua B, ectk ajjpec B:B. Cooreercreenno 6:8 — 910 ajpec pUarasoHa side-
€K, KOTOPHEH BEJMIOYAET Bee AYeHKH cTpok ¢ Homepamu 6, 7, 8, a H:L — agpec
JHaNlas0Ha AYeeK, B KOTOPLIH BXoaT Bee Adelis cromduos H, 1, J, K, L.

Yrodkl YEASATE aJlpec HeCBA3ZHOIO JHATIAZ0HA AUeeK, HYHHO VEASATE aj[pe-
cA ero CBASHBIX yacreii, pasfenHB MX TOYKOH c zanartoii. Tak, Hanpumep,
ajpec MHAMAZOHA AYEeK, BEIJIENEHHOTO Ha pHCYHEE 3.5, KOTOPLIH COCTOHT H3
NATH CBASHBIX Yacteil, Takoil: A3:AT:G9:C3;:B11:D11;G11;E13.

Cozanne HOBOM KHHUIH. OTR]]LITHE, COXPAHEHHEe M IMeYaATE EHHI'H

Onepanii cozgauid HOBOM EHHIH, OTKEPEITHA KEHHIH, CO3JaHHOH paHee 1
COXpaHeHHOH Ha BHeIlIHeM HOCHTENe, COXpaHeHHs KHHMM B (aiiile BLIIoIHA-
e B Excel 2007 Tak ke, Kak M aHATOrHYHEIE OIIEPAIHH B TEKCTOBOM NTPO-
neccope Word 2007.

OTMeTHM TOJNBKO, YTO CTAHJADPTHRIM THIIOM daiina B Excel 2007 ecte Kun-
ra Excel, a crangapTHeIM pacumpeHieM uMenn gaiina senserca xlsx. Xors,
rak 1 B Word 2007, kHHTIY MOMHO 3aNTHCATE ¥ B aiin gpyroro Tuna.

PaccMorpimM Gonee IeTalLHO MEYATE KHHTH H €€ 00LEKTOR, MOCKONEKY DTA
onepainua B Excel 2007 uMeer HekoTOpRIE OTIHYHA 10 CPABHEHHID ¢ AHAMNO-
ruuHoi onepanpeii B Word 2007.

Brifop kHONKH BrIcTpas nmevyarts lﬂ Ha [lamesn OvlcTporo pocTyna HIH
BeinonHenne Office = [Mevames — Bwiempaa newamts NPHUBOIMT K MeUaTH
OJHOH KOITHH Y&CTH TEKYIIET0 JHCTA KHHTH, KOTOPAS 3AM0JIHeHA JaHHLIMH, &
TAKKEe IPYIHX o0LeKTOR, HATIPHMEp JHATPDAMM, KOTOpEIE PACTIONOMKEHL] HA
aToM JucTe. CeTka, KOTOpad pASIenAeT THCT BIeKTPOHHON TAGMHIIE Ha AYe-
KH, 10 YMOJYAHHK He MeYaTaeTcd.



Ecny HeobXoguMo YCTAHOBHTE JpyIHe SHAYEHHA [APAMETpPOEB HNeYaTH, TO
HYKHO BEINOMHUTE Office — Hewamu — IHewame un B okne llewats, KoTopoe
OTEPRLIOCEH, YCTAHOBHTE HEODX0/[HMEIE 3HAUYEHHA [IapaMeTpoB NevaTH.

Ecnu Hy#HO HANEUATATE He Bee JaHHBIE Ha JIHCTE, TO MOMKHO 3aJaTh 00-
aacTe nmeyatH. [lnsa sToro HeoOXOAHMO BEIIENHTE HYXEHEIN IHANAZOH fiYeer
(or0 penaeTcdA AHATOTHYHO TOMY, KAK BRENANHCE obdLerThl B Word 2007;
nogpodHee 0b 9TOM Bhl Y3HaeTe B CHAeOYIOLMX HYHKTAX) ¥ BhlllonHuTe Paa-
memua empanuybt = [apamempui cmpanuyst — Obracme nevamu = 3a-
dams.

MoKHO YCTAHOBHTEL MeTKEH (WIayKKOB 1M NeUaTaHHA CeTKH H 3aroJI0BKOB
cToNI6IoB U cTpok (Paamemra empanuysvt = Iapamemput nuema = Cem-
rka/3azonoerxu = Ilewams), 3a1aThL paaMepsl nonei (Pasmemra empanuyst —
ITapamempor empanuyst — [Hona), opHeHTalHIO cTpaHul] NpH nedath (Pas-
memka cmpanuybi — Iapamempu empanuyst — Opuenmayus).

Ecnu oGnacTts nevyatu He NoMellaeTcd Ha ofHOW CTpaHMue nucTa Ond neyara-

Hua, Excel 2007 aptomatiyeckn pacnpeflensieT a1y ofnactk Ha HECKONLKO

cTpanul. MNpocmoTpeTs, kak 310 OYIeT BLIMsAeTs NoCne NeyaT, MOXHO B pe-
*MMe npefsapuTensHoro npocmotpa (puc. 3.6), kotopullt yetasaenveaetca Office
= Mevate = MpegBapHUTenbHbLIR NPOCMOTE, WK E pexlMe PasmMmeTka cTpaHWLUbI
(pwc. 3.7), koTOpHIF yoTaHaBnMEaeTCH BHOOPOM KHOMKW m B rpynne kKHonok ons
YCTAHOBKKM PEXWMa NpocMoTRa nuceTta. [Nepemellan ITRWXOBLIE NMHWK, MOXHO nane-
HATE pacnpefeneHie COAepXMMOro No CTpaHuLLanm.
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Puc. 3.6. Pexiim MNpeneapUtens- Puc. 3.7. Pexln PasmeTka cTpaHMLLB
HuIl NnpocMoTp

Hapuranusa KHHIol H 3J1eKTPpOHHOM Ta0IHIe

IlepeiiTi ¥ npocMoTpy J060r0 JHCTA KHHIH MOMHO BRIGOPOM €ro sipfibit-
K&, a JJIfA DpocMOoTpa COAepsRHMOT0 TOH YacTH JIHCTa, KOTOpad He oTobpaska-
eTCA B OKHe, MOXHO HCIIONB30BATE MOJOCK! IIPOKPYTKH.

Jlnsi Toro 4robk! NNepeMecTUTE TABNHUHEIH KYPCOp B HYMHYIO AUeliky S/eH-
TPOHHOI TADMHIIEL, TO eCTh CAelaTh AYelky TeRyieil, MOMHOo:

* BLIOpaTh ee;
*  HCMNOJBI0OBATE KJABHIIH YIIPABIEeHHA KYPCOpPOM;
* BBecTH ee agpec B none Hma v waxkates knasunry Enter.
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Haxatne knaeguin Home, End, Page Up, Page Down B Tabnuynom npo-
neccope Excel 2007 npuBoguT K nepeMelnennio TabIHYHOTO KYpPCopa aHamo-
THYHO TOMY, K&K IPOHCXOAHT B TEKCTOBOM mpoljeccope Word 2007.

TTonesHuiMm siBASieTCH MCHONB3OBAHHE HEKOTOPLIX KOMOMHALMH KJIAaBHIL
11 BEICTPOTO NepeMeleHHA TabnuyHoTo Kypeopa (Tabn. 3.2).

Tadauya 3.2, KoMOMHaLM# KJIaBHMII [Jig ObicTporo nepeMenieHun
TabIHYHOTO Kypcopa

Kombunayusn

i Ilepemewenue mabauLnozo Kypeopa

Ctrl + —» E nepryio sueliky ¢ JAHHEIME, KOTOPAA PAIMEl]eHa CIIPARA OT TEKY-
miell suelikK, WIH B DOCHEIHIOW fAueliky TeKyIel cTpoKH, ecnH
CIIpPAEA OT TEKYINEH AYeliKH HeT AUeek ¢ JAHHEIMH

Ctrl + « B nepeyio Aueiliy ¢ JAHHEIMH, KOTODAA DASMEIEHA CIEBA OT TEKY-
e gueilky, WIKH B DepBVID AUeliky TeKYIell CTPOKH, EC/IH CIEBA OT
TEKYINeil AuefiKH HeT AUeeK ¢ JaHHBIMH

Ctrl + T B nepeyio AUeliKY ¢ IAHHEIMH, KOTODAA pASMel{eHA CEBEPXY OT TeKy-
ei Aueliky, 1IN B Depeyvio suellky Tekyiero crondila, ecil crepxy
oT TekyIel sueli Ky HeT Aueek ¢ JaHHEIMI

Cirl +{ B nepeyio sueliky ¢ IAHHEIMH, KOTOPAH DasMeleHa CHH3Y OT TeKY-
el Auefiky, WM B HocilefHoN SuelKy Tekyvilero crondla, eciH
CHH3Y OT TeRylell syeliky HeT siueek ¢ JaHHLIMH

Cirl + Home | B sueiiky Al

Ctrl + End B npaByio HH¥HIOW fAUellky HaNas0HA fUeeK, B KOTODOM ecTh HIIH
ORITH JaHHEIE

Ecnw anexkTporHasn Tabnvua cofepxiT OonkLUOe KONWYeCTBD SHeek G JaHHLIMK,
TO YACTO BO3HWMKaeT NoTPefHOCTE NpocMOoTpa Takux ee dparMeHToR, KOTOPbIE
He MoryT OblTh OQHOBREMEHHO oTODpaKeHb B BUWAMMOW Y4acTh ekpada B obbiu-
HOM peXVME NPOCMOTRa. 3TO MOXHO GAenaTk NyTem pasfeneHva okHa. [lna pazne-
NeHWs OKHa HYXHO HABECTW Yka3aTenk Ha OTMeTKY ropu3oHTansHol (eepTukansHo)
nonockl pasfienedus (pyc. 3.3, 9, 10) W nepeTAHYTE €€ B HYXHOE MeCTO.

B tabnuruax, B KOTOPLIX 3an0nNHEHHBIE [aHHBIMK AHeRKK He NOMELLAINTCH Ha BKkpa-
HE, MOXHC YCTAHOBMTE pexXuM 3akpennedHnd nadeneit. B atom pexyme npw npo-
KpyTke SnekTRoHHOW Tabnuubl onpenenerdble ctonbus (CTpokW) He ByOoyT mocyesatk
c ekpada. [Ing 3Toro HYHO BROenVTE onpefeneHHHN obtekT Tabnuywl (Tatn, 3.3) »
BELINONHUTE Bug — OkHO —> 3akpenuTe nanenn — 3akpenute obnactu,

Tadauya 3.3. O0beRTH, KOTOPBIE HY#HO BELIEIHTE
JIJIsE 3aKperyieHHs obiacTei

O6nacme 3aKPENRERUAR Ob6zexm dnn 6videnenun

Cronbern, crlega 0T KOoTOporo 0yIeT HaXoIHTECS 3aKkpe-
Jlepas BepPTHKAMEHARL NNeHHAA 00MAcTL, HIH fAdelika B BepXHel cTpoke ob-
JAACTH 3AKPeIIeHHA

Crpoka, Hag KoTopoil OyIeT HaXOOMTHCH 3aKpeIlieH-
Bepxusas ropusoETAlLHAY | Had ofjacTs, WK Sueiika B nepsoM cronbne obiacTi
SAKPEILIeHHA

Jlepas peprEkanbHas o | Jueiika, coesa B BrINe 0T KoTopoll fyvieT HaxoIuTLCH
BEDXHAA NOPHBOHTANBHASA | 3AKpelNeHHas 00/acTh




Komanibl 3akpenuTb BepXHIOKW cTpoKy 11 3akpenunTs Nepesbiil cTonbely MeHio
KHOMKW 3akpenWTh NaveflM NO3IBONAINT 3akpenutb ykazaddible o0bekThl Tabnuuybl
Bes ux BepeneHua.

Hna cHatva 3akpenneHks obnacTeld HYXHO B MeHH KHOMKKW 3akpenuTb NaHenu
BIGpaTte koManzly OceoBoguTe obnacTh.

VIHOra HY®HO NpOCMaTRUEATE OfHY W TY e KHUIY B pasHeIX okHax, HTobkl UMeTk
BOSMOXHOCTE BUOETE Ha SKpaHe pasHble ee QparMedThl, HanpUMep, pasHble NWCTHI.
YToOb OTKPEITE TY Xe CaMy KHUMY B QYoM OKHE, HYXHO BRINCNHWUTL Bug = OkHo =
Hoeoe. [pw 3TOM K MMEHM KHWUMA B NepBomM okHe obaendeTcd : 1, a8 BO BTOROM OKHE
OTKPLIBRETCH KHUMA © TEM Xe UMEHEM, K KOTOpOMY [lobarnaeTcH 12,

(L) Tiposepete cefa B 25

1*. Yro HaseBaeTcH cHeTeMoil o0pafoTKi YHCNOBRIX JAaHHEIX? Kakpe cHCTeME
obpafoTHH YHCIOBEIX JAHHEIX BEl 2HAETE?

2°. Yro takce TabnHuHEN nponeccop? JIs Yero ol npelHASHAYEH?

3*. Yro rakoe sserTpoHdas Tabnnma? Ms vero oda coctont? Kakne faHHERE MO-
I'yT coflepIaThes B ee syelikax?

4*. HazsoBHTe M OIHIIATE HAGHAYeHHe 0fBEKTOE OKHA TabMHYHOrO NPOIEeccopa
Excel 2007.

5® HaszopHTe M OOHMINTEe HaszHayeHHe olLeKTOB OKHA KHHrH TaliuuHOro npo-
neccopsa Excel 2007.

6°, Hasoswre obberThl tabmuuboro nponeccopa Excel 2007 » Heckonbko
CROHCTE KamkJoro Ha HUX.

7°. Kakne nMeHa 00 YMOJIYAHHID HMEKT JIHCTH KHHIH C SJeKTPOEHEIME Tabmmm-
[AMH; JIHCTEl KHHI'H € ZHACPAMMAaMHY

8°, Cronpko crosnflUoB H CTPOK COJepsKHT anexTpoHHad Tabmuua talnuudoro
npoieccopa Excel 20077 Kakxne v Hux HoMepa?

9°. IlpueegnTe NpHMephl alpecos Aueek. OFBACHHTE, I'le B SJIeKTPOHHOM Tab -
¢ PACTIONIOMKEHE AUeiKE ¢ VKASAHHEIMH BAMH ATPeCANH.

10°. Yro Taroe Tabnuuneil kypeop? Kak oH BRIIIAZUT?

r@ 11*, Kak usMeHNTE HyMepanuio cTonbnos ¢ GyxkeerHoil Ha uncnoeyw? [Ipusemi-
Te IPHMEPE] HECKONMEKHX ATPEcOoR AUeeK TIPH UHcHoBoll HYMepamul cTonb-
1ob. O6eacauTe, rae B OT pacnonaraioTes sTH SUeiikH.

@ 12%, Kawk npHcBOWTE Aueiike HMA? Kakve TpefopaHnsa K HMeHH aueiinn?

13®*. UYro Taroe guanasoH Adeerk? Karoll granasolH fsyeel HASLIBASTCH CEASHEIM?
IMpuepegUTe NpUMepPL 8IpecoR AHaNa30H0E Ayeek. OfbacHuTe, rie B 9T pac-
HnogaraTes o7TH suelikm,

14*. Kay cosfaThk HOBYIO KHUTY?

15*. Kak OTHPEITE KHHTY, COXPAHEeHHYIO paHee HA BHellHeM HocHTene? Kak co-
XPEHHTE KHUT'Y HA BHEITHEM HOCHTee?

16*. Kak BROOAHUTE GLICTPVIO [EeUYATE SIeKTpoHHON Tabnune ?

% 17*. Kak yeradHoBHMTE SHAUEHWA cBolieTe neyaTH?

18%. Kax npegpapuTelkHo DPpOCMOTPETE, HA KaKHe CTPAHHLE DyjeT pasjeneHs
BIeKTPOHHEAR TAOIHIA JJI8 IeUaTH ¢

19°. Hazopure cnocoln nepeMenieHna TafMHUROTO KYPCOPA B HYMKHVIO Aueilky.

20*. Hazopure HoMOMHAIHMH KAABHIN s OLICTPODO HepeMelleHms TabnHuHoro
Kypeopa 1 o0 BACHHTE HX HASHAUEHHE,

21%, Jlng yero npefHA3HAUEHE] TOPHOHTANEHAA H BEPTHRAMEHAS TOMOCK] PA3JE-
JeHHA OKHAT

22%, Kaw sakpenuTs 00IaCTH SIeKTPOHEON TaGMMIE 7

23%, Kar npocMOTPETE OIHY H TY Ke KHHI'Y B DASHEIX OKHAX Y
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1*. Hasoenre ofosHaueHHBle HA pHcyHKe 3.8 obberThl okol Tabnnubore npo-
neccopa Excel 2007 ¢ snexTporHol KERM ¥ DoAcHUTE HX HasHaYeHHE.

Puc, 3.8

f.‘ 2*, TlocTapbTe B COOTBETCTENE VHASAHHEIE HA pHCyHEe 3.9 o0berTH oKOH TAO-
miusoro nponeccopa Excel 2007 1 sneRTpoEHOI KHHIH H HX HOMEDA.

s — — —
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Puc. 3.9

O6wsexm ], O6wexm N
Crpoka hopmyn Crpoka cocToAHRA
KHONKYN yIpaRIeHHH OKHOM KHH- BepTHKaibHAS [oJjg0ca  IPO-
T KDYTHH
TabanuHbl Kypoop ITone Hyma
KHOonKka ¥ DONSYHOK [OJ8 VoTa- MeTKa BEPTHKAALHON NoJ0CH
HOBKHM MacilTala npocMoTpa pasfgeneHy s
Jlenra Cronbel] HOMEPOE CTPOK

3*. OTxpoilTe YRA3AHHEEIR yunTeneM gaitn (Eanpumep, Tema3\3agamna 3.1\06-
pasen, 3.1.3.xlsx). [lpocvorpuTe anekTpoluyo Tabnuny va auere Juwerl.
BanoannTe TAOTHITY.
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5*.

® @

10,

11%,

& 12+,

3.2.
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3.
4.

Adpeca aveex ¢ mexcmosulmu

Adpeca aveek ¢ LUCIOGBLMU DUHHBLMU
dannsimu

CrrepoiiTe yRazaaHET yuHTeneM aiin (Hanpunep, Temad\3agaana 3.1 o06-
paser; 3.1.4.xlsx). BanuinnTe AaHHEE O KHATE, KOTOPAS OTKPBLIACE: CKOJE-
KO B Hell MHCTOB, KAKHE HX HMeHA, HAKHEe THAMAI0HE] AUeeH SANOSHEHE
JAHHEIMH, KAKHE BHOE 9THX J8HHBIX.

[MokaruTe, e B WIEKTPOHHOH Talnnie pacnofokeHsl JHANA30HE] SYEEK ¢
agpecami: C4:E9, F12:K2, K, 4:9, B2:C8;E5:F7.

. Orrpoirre yrasaaHel yurTenen daiin (manpumep, Temad\Sagarana 3.1\ 06-

pasen 3.1.6.xlsx). OnpefiesiuTe, KAKHM SUeHKAM NPHCBOEHE HMEHA, A TAK-
e obacTh IpHMeHeHHA Kadkgore Hs HHK. SalHlinTe pesy/bTarsl HocIelo-
BaHuA B TAONHIY.

Hmsa auedru Obnaems npumenenus Adpec sueilru

Banverure Excel 2007, Ipuceoiite ums sueiire C1 ¢ obnacteio npuMeHeHNA
Patovasn enuea 1 auelike BS ¢ obnacteio npumenenns Jucml, Coxpannre
JOKVYMeHT B cobeTreHHON nanke g gaitne ¢ nmenen ynpamnaenne 3.1.7.xlsx.

. Orkpoiire yRasanueil vunTenes dalin (manpemep, Tema3\3anamna 3.1\ 00-

pasen 3.1.8.xlsx). BelnoIHEHTe DpegBapuTe/LHEH IPOCMOTD CTPaHHI Heda-
TH saekTpoHHe Tabnuun Ha mucre JInerl gevms cnocofamp. B kampoM pe-
WHMe NpefBapHUTe/EHOTD IIPOCMOTPa NPOCMOTPHTE Bee oTpaHulkl. C paspe-
MEeHNA YHHTENH BRINIOAHHTE NeYaTs 3TOr0 AHCTE QHERTDOHHUﬁ Tﬂ‘ﬁHHI.I,H-
Orrepoirre yRaszaaHE yunTenes daitn (Hanpunep, Temad\3aganna 3.1\06-
pasen, 3.1.9.xlsx). TlpoeeprTe Easrauenre kaasuin Home, End, Page Up,
Page Down, a tarsxe kombunanuii knasuin (Tabn. 3.2) gns Guicrporo nepe-
MEeIeHMA TAGIITHOTD KYpCopa.

Banyerute Excel 2007. Orrpoiite Cpasry. Halimure coobienie o HazHage-
HHH PYHKIHOHATEHEY KIAEHNI. CROTUDYIiTe 5TH coobMEHHA B TOKYMEHT
Word 2(07. CoxpasnTe JoKYMeHT E co0CTECHHOH manke B aiine ¢ HMeHeM
yopasxkHerne 3.1.10.docx.

Banycerute Excel 2007. Orkpoiire Cnipasry. Haiinre coobijenne o Hasnaye-
HUKW koMOnrannii knasnm. CosgafiTe ua oTix coodiennit npeserTanuio. Co-
XPAHATE ee B coOOCTREHHOH Manke B Qaiinte c nMeHen ynpaskHenne 3.1.11.ppix.
Orepoire yRasauHE yunTenen daiin (ganpunep, Tema3\3aganna 3.1\06-
pasen 3.1.12 xlsx). 3axkpenute nepestit cronten. IIporpyTHTe Tabnuny, yoe-
JUTeCh, YTo Nepphiil cronbel He HedesaeT ¢ exkpada. CHUMHTe 3aKpensenue,
IopropiTe 9TH AeHcTBHSA I8 BepXHel CTPOKK; TPeX NepREIX CcTonbIon; M-
anazoda sueek B4:E12.

Beog v pegaktupoBanve gaHHbix B Excel 2007

Kakwe npaeuna EROOA TEKCTA B TEKCTOROM npoueccope Word 20077

B uem sakniouaeTed onepauma peak TMpoBaHua?

Kakoe HazHadenre Knaeull Delete n BackSpace B TekCTOBOM NpoUgCcCo-
pe Word 20077

O6bAcHWTe, Kak onpefenaeTca NoOPANOoK BEYMCNeHniA B apudMeTUyeckom
ELIpaxeHni.
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Broja nanHbIx

Kar yixe orMeqyalock, B SUEHKH SJeKTPOHHOH TabJIHILEI MOMHO BROAHTL
yMena, TekeTsl W opmynkl. NS 9Toro JOCTATOYHO CAenaTh HeoOXOojHMYIo
siueitry Teryieil, HabpaTk COOTBETCTRYIONIHE NAHHEIE HA KJIABHATYDE W HA-
#are kaasainy Enter. 3amMernmM, uTo nepe HAYATOM BEBOJA TEKCTOBEIH KYp-
Ccop B Auelike oTCYTCTBYET, OH MOABNAETCA [IOCKe BBOIa MepBoro ciMeoia. Bo
BpeMs BBoJA maHHbiX Hajanuck lomoBo B Crpoke cocTosHHMA M3MeHSIeTCH Ha
Bron, napubie oTobpakaloTcsa Kak B TeKyIIeii aueiike, rak 1 B none CTpokH
fopmy.r.

Crenyiomeit nocne nasxarusi Enter teryuleit sueiiroif, no yMomuaHuw,
cTaHeT coceHAA Ayelka cHH3Y. Ecnu cnenyioineii a4eiikoii 118 BBOAA H0JIE-
Ha ObITh He HHIKHAA Adelika, TO Hy3HO BMecTo knaBuiny Enter HasaTtes coot-
BETCTBYIOLIYIO KJABHILY YIPaBIeHHsA KYPCOpoM HIH BLIOPaATE IPYIyIio sue-
KY, HCTIONBE3YH MEIIE.

BrecTH JaHHBIE B UKy MOMHA TAKME ¢ HCNONbB30BaHHeM nosns Crpoku
dopmyn. Jlns sToro cHaudana HYRHO CellaTh HeoDXOJHUMY sSuelky Tery-

e, YCTAHOBMTE TEKCTOBRIH Kypcop B nosie Crpoku doopmyn Bt ]

H HalpaTh JaHHbIE Ha KJIABHATYPE. 3aBepIINTEL BBOL Heo0Xo- ¢ & &
IHMO HaxkaTHeM kEaasuind Enter wnm Bribopom apyroi a—t
SiYeliKiH ¢ MCIOJB20BAHMEM MHIIH. BBOJ ZAHHEIX MOMHO

TAKJEE 3aBePIINTEL BEIDOpoM KHOTIKH BBo/ &, KoTOpad noss- Puc. 3.10
nsercs Bo Bpemd BBoJia B Ctpore dopmyan (puc. 3.10). Iocne 4000 o0enie

BEIDOpA 9TOH KHONKM SUeiika BBOJA OCTAETCS TEKYIIEH. nonsi GTPOKK
Ecnu Bo BpeMs BBOJIa MAHHEIX HaxKaTh kaasunty Ese unn  dopmyn ans
BEIOpaThL kHONEY OrMena ¥, poropad nogendercd B Crpoge  BBOOA [AHHEIX
dhopMyJI, TO BROI TAHHEIX 6yaer orMeHeH. Jlnsa orMeHEl M B FHERKy
BOSBpaTa PesyJLTATA IIOCTeIHEH OmepaliH MOYKHO HCIIONEb-
30BaThH H3BecTHRIe BaM EHONKH OrMennts H Bepuyrs Ha llanenn Gwicrporo
JocTyna.
ITpu BROIE UMCHOBLIX TAHHKIX Ccleryer cobNIaTs TAKHE [paBKUIA:
TpH BROJIE MIOJIORHTENLEHEIX YHCEN MOYKHO He BBOJHTE 3HAK +;
e [pH BBOJIE OTPHIATENEHLIX YHCe) HYKHO BBOJHTE SHAK — HWIIH SAKJIOUATE
YHMCIIO B KpYTikle ckobrl, Hanpumep —4 unu (4);
® IS OTAENIEHHA TPYII Paspagos (KJIaccoB) MOMKHO BBOIHTE IIPOIYCKH, Ha-
npumep 1 000 000,
® JIJIH OTHeNIeHMA LeNloid 1 gpofHOH YyacTH JecATHUYHOH apobH, o yMoJida-
HHIO, HCIIOJIL3yeTcs sansaras, Hanpumep 48,35;
e MpH BBOjE APOOHLIX UHCell HYXKHO 00A3aTelEHO BROJHTE eIV YACTE, OT-

fensisi ee oT ApobHOI YacTH mponyckom. Hanmpumep, 4HCIo — BBOIHTCH
Tar: 0 1/2, a uncno 5% rak: 5 3/4. ITocne sBoga Execel 2007 npeoGpaayer

9TH YHCNa B COOTBETCTBYIOIHE mecsaTHUYHLIe napodu 0,5 u 5,75, rotoprle
orobpasxaioress B none Crpokm dopmyn, a B fAuelike oTobpas#aloTcs
BBejleHHEIe gpo0HEIe yHcaa. OrMerdmM, dyro () Henwlx B A4delike He oTodpa-
skaerca. Ecnu apobHoe uncho, Hanmpumep 1/3, npecbpasyerca B DecroHey-
HYIO TecATHYHYI npoik, To Execel 2007 npencraBnsier ee ¢ TOUHOCThIO 0
15 suaroB nocne sanaToi (0,333333333333333);

e N5 0603HAUEHHA MPOIEHTOR TOCe YHCa HYH#HO BROJAHTEL CHMBON % , Ha-
npumep 22%;



ofosHAYeHH A eMHNI] HaMepeHNd Mocsie YHcell He BBOJAATCH, 3a HeRJoYe-
HHeM CTaHIAPTHRIX oboaHauyeHHil leHe:HBIX eiuHull (2, €, §, £, p. 1 ap.),
Hanpumep 43452

JJIA BBOJIA Ylcesl B 9KCIIOHeHIHAJIEHOM BHjle (B BHJie aE+n, KoTopklil AB-
JIAETCH pasHOBHIHOCTEIO HEBECTHOI'O BaM CTAHJapPTHOIO BHIa uncia a-0",
rje a — BelllecTReHHoe uneno, I <a < 10, n — Lesoe YHCNo) HYHHO HCNoMb-
soeaTh 6yERY E nan e anrnuiickoro aadasnTa, HATpHMEP

3003,4 = 3,0034-1(F = 3,0034E+3. &
TercToBLIE JaHHEIE BROAATCH 110 TEM Ke NPpaRHAaM, YTO H we
B Word 2007. Ho Excel 2007 npenocrasnser A0NOIHATE - e

HbIE BOSMOKHOCTH JIJIf ABTOMATH3AIMY BBOa TekcToR. I1po-
rpaMMa 3allOMMHAET TeKCTOBLIE JAHHBIE, BEeJIEHHEIE B IIpe- fus
JBIVLIMe siyeiikn Teryilero crontua. M npu Beojie nepiBuix
OYEB TAKMX JAHHEIX B cllefyiollde sueiiky sToro cronbua

ABTOMAaTHYECKH NpeaiaraeT HX noJdHslii rerer. Ilpu corna-

CcHM HY3KHO HaxkaThk Enter, HHaue clieflyeT NpofosiskaTh BBOJL

HeobXoANMOro TekceTa. KpoMe Toro, MOMKHO OTEPBITE KOH- Cmfsgﬁéu;'mg
TEKCTHOE MeHI0 SYeiikH, BBIMOJHNUTE KoMaHxy Beibpate wa umngtoiind
PACKPRIBAIONIETOCH CTMCKA M BRIOPATH M3 CIIHMCKA HYMHBIN B smeiKy

TercT (puc. 3.11).

dopmynsl B Excel 2007

Kak y:e oTMedaloch, B A4eiEH alekTpoHHOH TabnHllkl, KpoMe YHCel H

TEKCTOR, MOHIHO BROJIUTE (hOpPMYJIEL.

Dopmyna B Exeel 2007 — sT0 BEIpaskenHe, KOTOpOe 3aJaeT, KaKkHe
OMePALHH H B KAKOM MOPAIKe HeoOX0oMHMMO BEIMOMHNTE. Haunnaeres
QropMynia co SHAKA = H MOKeT co/lepikaTh YHCa, TeKCTh], CCbJIKU Ha
AYeUku, SHAKH TelicTBHI (onepaTopsl), ckoOKH M (hyHKIMH.

IIpu BROfE (hOPMY HYHHO COBTIONATE TAKHE MPABHIIAZ
st oGosHAYEHHS ApHMeTHUYECKHX NelCTEHI HCIONESYIOTCS TAKHE Ofe-

PATOPEI:
+ — CIOKEeHHE, — — BEIUHTAHHE,
*  — YMHOeHHe, J/ — neneHmue;

st o00sHAYEHNA AeHCTEHA BOSBeleHHe B CTeleHb MCIOML3YETCH onepa-
TOP "3

ansi oD0sHAYEHHSA JIeiicTBHA HAXO0MIeHHe MPOIeHTOR HCIONbB3YeTcH ore-
parop % ; Hanpumep, popmyna HaxoxaeHns 25 % ot uncna 134 6yuer Bhl-
MANeTs Tak: =134%25 %

HEJIL3S OIYCKATE OTIEPATOP YMHOMEHHU ST}

TMOPSIOK BLITTOJHEHHS (IPHOPHTET) OMepAIlHil COBIAJAET € MOPATKOM
(mpHOpHTETOM), IPHHATEIM B MATeMATHKE, 38 HEKOTOPBLIMH HCKIIOUEHIA-
mu. Hanpumep, B Excel 2007 onepanna vHaxoxcdenue npomueononoxHoOz0
Yucaa WMEeeT BHICIIHH MPHOPHTET, YeM ONepalis e038e0¢HUe & CNeneHb.
IoaTomy B Excel 2007 snauenne Bupaxennsa —5" 2 pasHsaerca 25, a He —25,
Kak B MaTeMaTHEke. Ho B BrIpameHHH 2—D"2 3HaAK MUHYC 03HAYAET VIHe He
HAXOHOCHUE NPOMUEONOLONHOZ0 YUCAd, 8 EHYUMAHLE, TPHOPHTET KOTO-
POT'O HHIKE, YEM Y OTIEPAIIMH BOZBEJIEHHE B CTENEHE, TOTOMY 3HAUEHHE FTOT0
BRIpAKEHHA PABHAETCH, KAK H B MaTeEMaTHEe, 2—25 = —23;
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® JJIH MEMeHeHHH I[MIOpHAEA BRINOJHEeHHA JelicTeHit HCIIONE3VHOT KPYIVILIE
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CcROOEH;

e (opMyNa JoDEHA OLITE 3allHCAHA B BHAE CTPOKH CHMBOJIOB; HAIIPHMED,
eclii B AUeiiKy HY:KHO BBecTH (JOPMYITY JIJif BRIUNC/IeHHS 3HAUSHNA BRIpa-

KEeHHA 1—; : i +ii ~-4%.6, To ora Qopumyna OyZeT BHIINIAETh TaK:

=(17#5+21)/(43%4-41)-4"3%6.

IIo ymonmuauuiio nocne Beojia B A4YelRY (OPMYJELI PE3YNETAT 4 <10
BHIYHCIEHUA oTobpakaeTc B 9Toll Aveiike, a BBeieHHad opmy- - & ’
na orobpaykaerca B CTpoke (popMydl, ecliH CIENATE 9Ty AYeiiKy &
TeRYLe. k

Hanpumep, ecnu B sueiiry C2 srectH dpopmyny =(25+67)/2, EIE:;;;?E@
TO B pesyJLTaTe B 2Toil siyeiike oTobpasATes yncno 46, a B Ctpo- dbopmyse

ke dopmyn, ecnu cienark Aueiiky C2 reryweii, orobpasures
BBeflIeHHaA popmyaa (puc. 3.12).

Kax ye oTMedasochk, B (OpMylax MOMKHO HCIONL3OBATH
AUeikH.

B Ayelike C2

CCRIJIKH Ha

Cevinka Ha AYElKYy COCTOMT H3 ajipeca AUeilKkH, K KoTopomy mobas-
AAeTcA yKazaHWe HA MecTo ee PAcToJoikeHHd, eciH OHA HAXOOHTCH
He Ha TOM jke JINCTe, UT0 H Aveiika, B KOTOPYI0 BBOOHTCH (hopMyia.

Ecim B ropMylie MECNMONL3YIOTCH CCBUIKH Ha AYeilky, To NPH BBI-
YHCJIeHMH 110 3ToH GopMyJie HeMOJB3YIOTCA JaHHBIE H3 9THX AYeeK.

Hanpumep, ecnu B siueiike B2 copepsxuTes une- =g
7o 5, B Aueiire B3 — wicno 10, a B aueiiry B4 Bpe- !;- =
cri opmyny =B2*B3, 1o B sivelire B4 orobpasures !
yueno 50, To ects 5%10 (puc. 8.13). 2

x

Mns sueiikn Takke MOXHO UCNoNb30BaTh B GOpMy-
Nax KakK CChNKy Ha aqeiky.

- A ATy
L]

L1 L]

Hanpumep, ecnu B Adeilky ¢ umeHem Joxop  Pvc. 3.13. Buuucnenne
BeecTM Yucno 3500, B aueiky ¢ umenem Pacxogbl Yncno no gopmyne
2000, a 8 sueiiky E5 - dopmyny =0oxon — Pacxogbl, To C Ucnonk3ceaHuem

E NocnenHeil aveiike OyneT oToOpaxareca ducno 1500,

CChBINOK Ha A4eikn

Ecoi B popMyJiaXx HCIIONB3YIOTCHA CCBIJIKH Ha AYeikH, TO MPH H3-
MeHeHHMH TaHHBIX B 9THX fiuelikaX NMPOHCXOIHT aBTOMATHYCCKOoe Ie-
PeBRIYHCTEHHe SHAYEHWH Mo BeceM (opMyiaM, KOTOPEI@ COIepIikaT

CCHLIIKH HA DTH TUeiikH.

Hanpumep, ecnu B Tabnuile, nsobpaskeHHol Ha pucyHEe 3.13, BMeCTO UHC-
na 5 B sueliry B2 BecTn uncno 15, 1o B siveiike B4 apToMaTHYeckH NOABATCH

yucao 150.

Henonszopanue B hopMyNax cCEUIOK HA SUeiKH ¢ JAHHBIMH BMECTO CAMUX
HAHHEIX UMeeT pan npedmyuiects. Ha pueyHrax 3.14 » 3.15 usobpaskedk
nBe Tabnunel ana eerauenaenns HIC (manor Ha go6apneHHyIo CTONMOCTE), KO-
TOPLIH IIIATHT Mocy ApPCTRY Mioboe NpeAlpHATHe, IoNyYatlee Npuoslan. Ha

cerofiif B YEpalHe pasMep 2Toro Hajora coctasnser 20 % .

B Ttabnune Ha pucyare 3.14 necnonssyorces (GOpPMYIBl A BREIYHCIEHHA
HJIIC Ges cechUIOK Ha AYeiifkl ¢ e HAMEH TOBAPOB: OT [eHLl KaRI0r0 TOBAPA BhI-
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Puc. 3.14. Mcnonezoeadve dopmyn Gea Puec. 3.15. MenoneaoeaHne GopmMyn ©
CCLUNOK Ha SYeRKK CCHUMKaMM HA AUelKK

ypcnsercs 20 % . A B Tabnuie Ha pueyHie 3. 15 uenonesyrores GoOpMYJIILL s
Beruncnenns HIC ¢ ncnonssoBanneM cCBINOK HA SYEHKN ¢ IIEHAMH TOBAPOB.
CooTBeTCTBYIOINHE (POPMYIEI, KOTOpPEIEe HaXoaaTcsa B Adeiirax DT wkasgioii
TabauILl, oTobpasiaiorea B CTpoke (popMyJI.

PesyneTaTel BRIUMCAeHHH B obenx TabiuIax ofHHAKOBEL. B ueM e Torjaa
BARJIOYAETCH NPeMMYLIECTEO BTOpOif TAGnHUE MO cpaBHEHHMIO ¢ TepBoi?
IIpencraeiM cebe, UTO HeHEI Ha TOBAPEI H3MeHHANHCE. Torfa B nepeoii Tabm-
Ile HY3HO BHECTH HaMeHeHus B sueiikax npyx crondnoe (euwa u HIIC), a Bo
BTOpO# Tabnmuie — auink ofHoro (Iena), noromy uro B cronéie HIIC nepessi-
YHCJIeHHA ¢ HOBLIMH 3HAYeHHSIMH [leH BLINOJHATCH aBTOMATHYECKH, TO €CTh
HY{HO BBIIIOJHHTE BABOEe MeHbLIe paboTel. A ecnu Tabnuia Goasluas, TO 3K0-
HOMHSA BpeMeHH OKaMkeTcs JOCTATOYHO CYIIeCTBeHHOM.

1Ipu cocTaBneHHH AaHHOH TADNMHIEI HMeeT CMEICH Takxe NpelycMOTPeThb,
YTO MBMEHHMTHCH MOMeT H cTaska Hanora. Torga unenecoofpasHo BhLIEJIHTH
s suavenns ctaskn HIC oTnenesnyio siveiiky M HCTIONB30BATE B (POpMYyJIax
ucblalécy HA 3Ty fuel Ky (pHc. 3.*1\6). - - —

pawiaen eauie eHuMarne: B op- Er—. - "—""‘t B
MyJaX MOMKHO HCIOJNBIOBATE CCBLIKM | S

Ha fAYelKH, B KOTOPHIX COJep:Harcd | r—— "
nkl. B sToMm cnydae B hopmyie,
m cojle I{TCB};:IJIR Hgoafqe}i;im; s .| e, N
¢ opmynamu, OYIYT HCTIONLIOBAHBI = T wm "
SHaUeHHA, BEUHCIeHHEIE 00 9THM ey
] i - ™
Gopmynam. Hanpumep, ecin B fveii-

ry D9 Tabnuier, wsobpaykenHol Ha

pucyHEke 3.16, moMecTHTH (opmyny  Puc. 3.16. Mcnonssosanue e dhopmynax
= D5+D6+D7+D8, 10 1o aToii Gopmy- CCLUIOK Ha siveliky co cTaekoil HIOC
ne Gyper BeluMeneHa cymma 130 + B0 + 240 + 56.

B ¢opMynax MOMHO TAKMKE HCNONBIOBATE CCRUIKH HA AYEHEH JPYTHX
JILCTOB TOI ke WIH APYTHX KHHT.

Jns ceblnok Ha sS4eiikK JPYyroro AuceTa Toil e KHUIM HYKHO Iepej] ajpe-
COM SiYEeHKH YEasaTh MMSA JIMCTA ¢ BOCKJHLATENbLHBIM 3Hakom. Hanpumep,
Jimer2! Al aenaeTca ceklIKkoi Ha Auelicy Al mucta Jiner2.

Ecnu HeoOxouMO sanucaTs B opMyJie CChlIEY Ha sueliky apyroil KHUIK
H OHA OTKPHITA, TO TIepell aIpecoM Sueil HeobOX0IHMO 3aNTHCATE UM (haiina
KHHIH B KBaJIPATHBIX CROOKAX H HMS$ JIHCTA ¢ BOCKJHIATENLHEIM 3HAKOM.
Hanpumep, [Cveta.xlsx|MIuct2!1C4 apnsgeTcsa ceelnkoil Ha siueiivy C4, vorto-
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pas HaxoauTes Ha aucte JIner2 B kuure ¢ uMedem Cmerta.xlsx, oTEpeITOl B
TEEYIIHI MOMeHT BpemMeHH paboTe ¢ mporpamMmmoii Excel 2007.

Ecnu B iMeHH (haiina KHHIH HJIH B HMeHH JIHCTA eCTh IIPONYCKH, TO TaKoe
MM HYKHO 3aKJHUHTE B OHHapHLle kaBeiuen. Hanpumep, THroru 1 ceme-
erpa.xlsx]10 B'1C15.

Ecnu Hy:XHas KHHIa 3aKpeITa, TO CleIyeT YEASATL B OMHHAPHEIX KaBLIU-
Kax nyTe K Qainy, B KOTOPOM salucaHa KHHra, uvsA qailyia KHUIMM B KBajpaT-
HBIX CKODKAX W HM#A JIHCTA, 8 838 KABRYKAMH — BOCKJHIATENBHBIH 3HAK H
agpec sueiikn. Hanmpumep, 'D:\Temad\[Cwmera.xlsx}Iuct2'1C4 siBnserca
cehLIKOH Ha aueiiry C4, koTopad HaxoguTesa Ha aucte Jiwer2 B haiine Cmera.
xlsx, coxpanennom B nanke Temad puera D. B srom cnyuae, ecniy uMeHa

MankH, (paiina MaIH JHCTa CONep:HaT npo- S — B A hetmrian
IOYCKH, TO HHEAKHE JONONHHTeNLHEIE Ka- || 4 . FE—
BLIYKH CTABHUTE HE HYIHHO. : — =

Jns nsbermannsa oinubGoOK TTIPH BBOJE B »
(popMyJTy CCBLIOK Ha S4YeHKH ¢ KJIaBHaTy- | __"_:' ""“"—_;L-:':
pbl MOHO HeoDXOIMMBIE HueilkM BBIOH- & L -
paTe ykasatenem. llpu 5TOM CCHLITEH B : :'_‘:'-"' o ﬁ
dopMysie H rpaHHIEl COOTBETCTBYIOLIIHX & g

]

AYecH BRLICTATCA oIIpeleleéHHBIM ITBE-
TOM. B ¥ B UL PN MPRERTEE0: Puc. 3.17. BeioeneHwe UEETOM RHEEK
ctu BBOAA popmyn (puc. 3.17). Ilocrne NP BEGJE CCHLINOK Ha AYeiiku
BBOJA (pOPMYIE] BEIZEJIeHHe [[BETOM Heve- & hopmyny

38eT.

! [PV BBOAE hOPMYNEL, KOTOPEA COOERMUT MMS SIHERKW, MOXHO BLINONHWUTEL Pop-
L{",E Mynel — OnpegenerHHbie MeHa — HWcnons3opate B ropMyne W BRHIOpaTh
HYXHOE MMA M3 CnWcka, KOTOPBIA OTKPOETCs, WNW BEINONHWUTE opMynbl —
OnpeneneHHble umeHa — MecnonsaoBats B hopmyne — BcTaBUTb MMEHAa W Bhl-
BpaTtk HYXHOe UMA B okHe BeTaBKa MMeHW.
Ecnu ropmyna cofepxut ums aueiiky U oGnacTeio NPUMEHEHNA UMEHU SENAETCH
BCH KHUIa, TO CCLITKW Ha NNCT YKa3biBaTh HE HYXHO.

[1p1 nenons3oBaHUK QPOPMYN B AUelKaX aNeKTPOHHOH TabIHIIE MOTYT TI0-
ABIATECA coobINeHna ol omubkax (Tabn. 3.4).

Tatnuya 3.4. Hexoropeie coobimenus of ommbKax H NPHYHHEL MX MOARIEHHA

Coobujenue Hpuyuna owuérwe
HHEHHEHR Cronbel] HeIOCTATOUHO MM POKKI Ana oTo0paiKe s Hcna
HIOEJN/O TlonwITRA pase/lNTE Ha HOJb
H#3IHAT B dopMyne 1of MATEMATHUYSCKHX BRIYMHCASHMH COIE DHIHTCH CCBLI-

KA Ha Suefiky, cofleprRanieM KOTOpOH SRISeTes TeKeT

#CCELIIEA! He cviecTEVOT SuedKH, CCBIJIKH HA KOTOPBIE HCNOIBIVIOTCH B
dopMy e

PenakTuporanue JaHHBIX

PepakTHpoBaHHE JAHHBLIX MOMCHO BEIIOJHATEL HEMOCPEACTEEHHO B AYeike
win B rosie Ctpokn opmydi. OHO BEINONHASTCA TAK e, KAK H pelakTHpPOBA-
HHE TEKCTA B TEKCTOBOM nponeccope Word 2007.



Eciiy HYXHO B AiueiiKy BBeCTH HOBLIE JAHHLIe, TO MOMCHO CIeJIaTh ee TeKy-
el M, He yAaNsAA B Hell JaHHLIe, CPa3y BBOIHTEL HOBBIE IAHHBIE.

Insa pelakTHPOBAHKMSA JAHHEIX HEMOCPEICTBEHHO B AuUelKe MOMHO JBAMK-
Ikl HEeJIKHYTE Ha 9T0H Adefike MK cllenaTs sueil Ky Teryineil M HAXKATE KIa-
puiny F2. BLINonHHE peflakTHPOBAHHE NAHHBLIX, HYMHHO HAMATE KJIABHIIY
Enter nnu Bridpats kHonky Bpoja. Bo BpemM#a pefakTHpOBAHHA JaHHBIX B
Crpoke cocTosuusa noasnsercd Hajnuck Ipaska.

Ins pepakTHpOBaHHA JAHHBEIX B nose Ctpokd ¢opMyn HYXHO CIenaTh
SYEHKY Tek yieil, BeIGpaTh HeoGXoaMoe MecTo B Tiosie CTpoks (popMyJI, BhI-
NONHHTE pelakTHpOBAHKE, MOCe Yero HAMATE knasdiny Enter mnH BeIiOpaTh
rHONEY BBOm.

Ins ynaneHusa JAHHEIX U3 AYEHKH MOMHO CIENAThL € TeKYIIEeH W HAMATL
rnapuiry Delete. Moxno Taksie BRINOMHUTE M'iasnan = Pedaxmuposanue =
Ouucmums = Ouucmums codepaicumoe.

B Tabnwunom mponeccope Excel 2007, xak M B TeKCTOBOM ITpoIeccope
Word 2007, MOYKHO OTMEHHTE HJIH BePHYTh Pe3yILTATHI M0 CTa NOCHeIHHX
peficTBHil, Henonbsys kHomkd Orvenuth 2 7 1 Bepayrs & una Ilanemn 6w1-
cTporo goeryna uian kombuHanuu knasum Ctrl+Z u Ctrl+Y.

X} Tlposepute cefia e

1°. Kak BEeCTH JaHHLIe HENOCPEACTREHHO B AYeiiky?
2° Kak BEeCTH JaHHEE B Aueliky, Henonkays Crpoky dopmyn?
4°. Kak oTMeHHTE BBOJ JaHHEIX?
4* Kakle npapHIa HVHHEO cOBIIONATE NPH EBOLE YHC/OERIX JAHHEIX Y
5*. Kar BEOIHTE TEKCTOBLIE JAHHEIET
6°. Yo raxoe opumyna?
7*. Hakue npaBHIa HYKHO cOGMIOLATE HpH BBOLe GOpMya?
B*. Kak sanuchlpaeTcs CCLLIKA HA AuYeflKY, KOTOpAS HAXOLHTCHA HA STOM CAMOM
JIHeTE 9TOH e KHHIrHY
9*. HKak zanMCEIESETCH CCHIMKA HA fUelKy, KOTOPAR HAXOIHTCH HA IPYTOM JIH-
CTe 9TOH e KHHTH?
10*, Kak sanMcelBaeTcs CCRUIKA Ha AYeilKy, KOTOpaA HAXOLHTCH B OPyroil KHHTe,
OTHPBITOH MAH 3aKpRITONT?
11*. B ueM 3aRJIIOUAIOTCH TPeHMYIIeCTES HCMONB3ORAHNA CCLUIOK B GopMynax?
12*, Kawrwe coobulenms of oIIHOKAX MOTYT NOABNATECH B fAuelikax? O wkawoii
OIDHOKe cOODIaeT KA I0e 18 HUX?
13*. Kar BEECTH B QOPMYJITY CCEUTKH Ha AUEHKH ¢ HCIOIL30BAEHEM MEIIH?
14®*, Kakpe BH 3HaeTe cNOCODE pelakTHPOBEHMS JaHHEX B Suelire?

@ BuInonHuTe 30aaHMs . _a
1*. BanumuTe BRIpamedud kak Gopmyne B Excel 2007
a) 72— (16-(-5)+ 28): 7;
6) —55 + 125+ (—4) 2,
p) 28,5+ (-6,2) +45-(-3),
34+(7,2° -44-2,2
@ o1 0°-(-12,1)+576
-12,33-4,24% . (-32,5 B+1L1
)32 % orumcna (—3,15)°- 5,15+ 3,12 : (—18);
(@ €) 87 % or uncna -31,3: 2,15 + 9,152 (-3, 76).
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2,

BrinonawnTe B Execel 2007 sriuncnenns no GopMysiaM, COCTABIEHHEM BaAMH
B 3aganii N 1. CoxpanuTe KHUTY B cobcTBeHHON nanke B Qailne ¢ HMeHeM
ynpaxHenne 3.2.2.xlsx.

3*. BanumuTe B BUJE NeJOTO YHCAA MIH JecSTHYHOH ApobH YMcna, NpeicTas-
NeHHEE B SKCTIOHE HITHAIEHOM BHJE:
a) 2,15E+03: 1) 1E-+06:
6)1,35E-02; @ e) 1E-04;
i} B) 7,256E+01; 3#) 6,5902E+04;
r) 9,3546E—02; ®5) 4,87E-01.

40,

BuaueHde NepeMeHHOl x HAXOIWTes B siveiike Al, sHaYeHHe NepeMeHHOI
§ — B sAueiire A2, sHaueHNe NepeMeHHOH 2 — B Aueiike A3. SanumuTe Gop-
Mynk L Beumeaesid B Exeel 2007 suauennil pripasse Hiil:

@ a) 3x*— 5yt + Tz; nw:
-24 — 4,761°
2x° -5
6)(x+y+2):3; —Tay;
)(x+y+2) 11}3“ pe e
Tx—124° Tx” — 15y
B) % e),283xyz————=x
@ o) 45 -22° ) ¥ se-s23
5% Brmoauurte B Exeel 2007 sniuncnenus o GopMyiaM, KOTOpEE Bhl COCTABM-

6e.

au B sagadun N 4. CoxpaniTe KHHTY B cofeTheHHOl nanke B daiine ¢ MMe-
HeM yrpaskHenme 3.2.5.xlsx.

B siueitke A2 micra Jimerl vaxoguTcea gopuyna =B2+B3. 3anumnTe, Kak
GyoeT BRHITIANETE 5T8 GOpMYyNa, eclH B HEHl EMeCTO CCELIKHM HA Aueiny B2
micra JineTl HYM¥RHO HCTIONBE30BATE CCHIIKY HA SUSKY:

a) K23 sroro nuera;

6) C3 nmucra JIner2 9Toil e KNI

[m B) K15 muera JIner3 sToil ke KEUTH;

A

r) C10 nuera JIuer2 gpyroil KEUTMH, KOTOPAA OTKPEITA | Qailn ROoTopoil HMe-
er uma Jloxoperxlsx;

m) B12 muera Jimer2 gpyrofi KHENIH, KOTOpas oTKpeiTa B Gafin koropoii
unmeer HMA Jloxone! pupmelxlsx;

@ e) B2 nmucra Jmerl npyroit KEATH, KOTOpAas OTKPEITA © (ain KOTopol HMe-

et

8e,

er uma Jloxoner.xlsx;
) B3 nucra Jlmerl ppyroll KEHTH, KOTOpPAA He OTKPHEITA, (ailn KOTOpOH
umeeT uMA JToxooel.xlsx ¥ zanvcad B KOpHeroi nanke gucka Ex
a3) A2 npcra Jimerd apyroil KHMrH, KOTOpas He OTKpETAa, Qain koropoi
nmeeT HMA Moxoner.xlsx 1 nyTe &k kakomy Do\ Mo namka\ e TpoHHEIS
TADMHITEL
Coagaitte B Excel 2007 tabmuny no ofpasny, DpHEEIEHHOMY HA PHCYH-
Ke 3.18. CoxpagiTe KHHTY E cODCTBEHHOMH Danke B (paline c HMeHeM YIpask-
Henne 3.2.7 . xlsx.
Cozgaitte B Excel 2007 Tabtnnuy no ofpasiy, NpHEeIeHHOMY HA PHCYH-
ke 3.19, Banosmaure syeiiky guanaszoda C3:05 gaHHEIME OpO KOMAHYECTBO
KVIUIEHHBIX DPVYeK, TeTpaleil W KapaHgjamed, suelikn guanasona D3:DS —
MAaHHEIMH Op0 HX IeHl, suelkd guanazoHa E3:ES — GopMynaMu s Bhl-
YUHCIEHHA CTOMMOCTH KYILIeHHEIX PYUeH, TeTpateil, rapargameii. B dopmy-
nax HCNONBSYITe CCELTKH HA COOTBETCTEYVIOINHe Aueiikil. BeeguTe B Auellky
E6 dhopMyiy Lif BEMHUCAEHHA CTOMMOCTH Beell nokynkl. CoXpaHuTe HKHHTY
B cOBCTEEHHON manke B gakine ¢ iMeHeM ynpaskHenne 3.2.8.x1sx.
Cozpaitre B Excel 2007 tabnuoy no obpasiy, NpHBEIeHHOMY HA pPHCYH-
ke 3.20. Hafignre ganssle W sanofENTe sueiiky guanasoda C4:08 paaubivMe
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Puc. 3.18 Puc. 3.19
O INOAIaX oxespop. BpeluTe B Aueiiny - Y -
CY QopMyay 8 BREUHCIeHMH oOLei F - L] bl .
IAoIa Al oKeaHOE. B QopMyne HCOIONL-
ByilTe cCHLMKEHM HA Aueiik#. Coxpangdte S i
KHHI'Y B cOOCTBeHHOII nmanke B Qaiine c : .:.._._. ﬁ
uMeHeM yopasHenne 3.2.9.xlsx. : Sypsniymi
10*. Cosgaitre 8 Excel 2007 rabmuiny, B HOTO- & =y
PV BHECHTE® BallH rogopsle DaJABL 38 :_ R ——

9 nace no anredpe, reoMeTpHl, QHIMKE,

XHMHH, HEQOpMaTHKe. BEuHcIHTe cpel- Puc. 390

Hee apHMeTHuecKoe »THX Dammoe. Co-

XPAHUTE KHHUTY B cOOCTBEHHOH Oanke B (aille ¢ HMeHEM yIparkHeHHe
3.2.10.x1sx.

11*. Cogpaiite B Excel 2007 rabnuny no obpasny, OpHEeJeHHOMY Ha pHCYH-
ke 3.21. BanmomaaTe Aueiiki granazoHob C4:C7 1 D4:D7 pasHEIME IpO BAITH
DAk IO yKasaHHEEIM npegmeTaM 3a Temy 1 1 Teny 2 10-ro Knacca cooTEET-
cTeeHHO. BeeguTe B Aueilkn guanasona E4:ET ¢opMynu ons BEIUHCIEHHS
cpenHero DasLa sa 9TH TeMBI 10 KamIoMy npeivery. Beegure B sueilky E8
GopMyIY 008 BEYHCIeHNS cpefnerc DA/UTA BHYHCIEHHEY cpefHHY DA 0.
Bo Beex QopMynax HCOONBSYHTE CCREIMKH HA COOTBETCTBYIOMIHe Adeiiki. Co-
XPaHHTe KHHTY B cobDcTBeHHOI manke B Qaiine ¢ HMeHeM YHOpaskHeHHe
4.2.11.x1sx.

@ 12*, HaMepbTe AJAHHY, IHPHEY H BEICOTY KYXHH, Dpuxomel H cnaibHi painef
kpapTupel. Cozpalivte B Excel 2007 ralnuny ¢ saMepeHHEIMH JaHHEMH. BLi-
YHCAHTE IUIOHalE 08, MI0IaLk cTed I okeM KamJgoro Ha aTHX noMele-
HHII, a Tax®e 0L VD ILI0Ia s B o0mui ofbeM »THX noMeinernil. CoxXpani-
Te KHHUIY B cOGCTBeHHOM nanke B daiie ¢ uMeHeM yupa:xkuenne 3.2.12.xlsx.

13%, Ha pucyare 3.22 npusegeHa Tabiuia [L0f BeIMHCICHHH pacxoioB sa
SHHTHIHO- KOMMYHAIEHEE YOIYTH 38 SHBADE, KOTOPAS pazMellleHa Ha JHoTe
Jimerl. Ha muctre Jimer2 pasmeilera aHanorHuHas Tabmuina sa QeBpaib,
a Ha nucte Jlner3 — 3a AuBapEL B PeBpaNE BMecTe. 3aNHINNTE ajJpeca SUeek
HAMIOTO U8 9THX JHRCTOB, KOTOPEE GYLIYT CcOOepIRATE (POPMYTIE], H CAMH 5TH
dopmynel. Cosgaitre B Excel 2007 Tabnuin o sa0ofHuTe MX aHHBIME O Ba-
el KEAPTHPE W COOTRETCTEYIONHNMI popMynamMi. CoXpanuTe KHHUTY B cob-
CTBeHHOI manke B aiine c IMeHeM yrnpaskHenne 3.2.13.xlsx.
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14®. OTxpoiiTe yrasaHHEN yurTeneM ¢pain (Ranpumep, Tema3\3ananusa 3.2\06-
paser; 3.2.14.xlsx). Ha nuere Jimerl npHBefeHO paciHCAHHE IIKOJIBHEIX
3BOHKOB. HMaMeHuTe 570 pacnicalie B CBASH © TeM, 4T0 Hauaio I ypora ne-
peHeceHo Ha 8 4y 80 MHH U nepepip nocne 111 ypoka yeenuuen Ha 5 mun. Co-

KpaHWTe KHHTY B cobeTBeHHON nanke B daiine ¢ MMeHeM ynpaskHeHHe
3.2.14 xlsx.

3.3. KonupoeaHue n nepemMmeLleHne AaHHbIX

1. Kak Bulfienn Tk cnoso, npefoxedne, afsall, Heckonbko ab3ales B TEKCTo-
BoM Npoueccope Word 20077

2. Hem oTnMHaloTes onepauuK Konupoeadua 1 nepemellenna? Kak vx Beinon-
HWTL B TeKCToROM npoueccope Word 20077

3. lna vero v kak wcnonbayetcs Bydep o6mena Office? Hem omnunuaotes
Bydepul oGmena Office 1 Windows?

4. Coofllennn o kakwxX oWWGKax MOryT NOABNATLCA NPW BEoOE [aHHLIX B
AYelikk anekTRpoHHOR Tabnuupl? Kak ovwn otobpaxaoTca?

5. Yo HaseleaeTcA apudimeTryeckol nporpeccreid? YTo HasulBaeTeA pasHo-
CTEIO apudgMeTUHeCKoR Nporpeccn?

Brinenenne 00b€KETOB AJIeKTPOHHOM TAOIHIILI

Kar u B TercropoM npoueccope Word 2007, nnsa BrmonHeHHs onepanmnii
HaJ 00LeKTaMH 2JIeKTPOHHOH TabMHIEl 9TH 00LeKTEl HY#{HO BELIENIHTE. Pas-
JHYHBIE criocolbl BeIIeNeHHs 00bekTOB MeKTPOHHONH Tabauiibl NpHBEeHb]l B
Tabnuie 3.5.

Tatauya 3.5. Beimenenne o6beKTOR SJIeKTPOHHOMH TAOIHIL

Obwsexm Crnocofsl geldenenin
Huelixa BriGpars sueiky
CronGern (crpoka) | BeiGpare HoMep cTonbia (CTpormn)

CesasHEIII [gHana- | I cnocofi. BEIIeNHTE DepBVI0 AUEHRY IHANASOHA, HAMATE KJa-
30H AUSeK pumty Shift u, ygepusas ee, BEIENUTE NOCIEIHIOW AUEHKY
IHANASOHA.

Il crocof. BEIIENUTE NepBY0 AYelKy AHANAZ0HA, HAKATE Je-
BYI0 KHOTIKY MEIIIIH H, VIE[HHEAA ee, TepeMecTHTE YEA3ZATeNE
E nocnegHeil Aueiike IHATAZ0HA.

Il cnocod, BEImenHTE HepEVID AUeHKY QHANAZ0HA, HAHATE
wnapumy Shift u, yvoepmueas ee, pacliHpHUTE OBIACTE BLIIE-
NeHHA, HCIONL3YA KAABHIIN VI paBJIeH Hsl KYPCOpoM.

IV ecnocof. Bunonante Fnasias — Pedaxmuposanue —
Haidimu v suidenums — Hepeiimu. B okne Ilepexoy BBecTH
ajpec IHANA3I0HA AUeeK M BRIOpaTs KEHOOKY OK

Hecesasuelil gpana- | I cnocod. BRIJeIUTE NepByio CBASHYIO YaACTh, HAMKATE KIaBH-
80H AUEEH my Ctrl m, yiepmueasa ee, BEEMHTEL CIEIVIOLHEe CEASHEIE
UACTH.

IT cnocod, Bumonewte 'nasnan — Pedaxmuposanue — Hail-
miu u seidenume = IHepeldimu. B okue llepexon BpecTH ajgpec
OHANASOHA SIeCH

Bee aueiixn micta | I enocofl, BribpaTe kHONKY BEIeHTE Bee.
I1 enocod, HaxxaTs koMOmEanAD Enasrm Ctrl+ A
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Kpome npHBefleHHBIX Bhillle cliocoboB
BbIleNIeHHS, [TPOHSBONBHBIH O0BEKT aJek-
TPOHHOH TabBAHIE MOMHO BEIJIETHTE BBO-
oM ero aapeca B none Hms.

Ileppas siveiika BBIIENEHHOIO AHANAZ0- I e ——
HA He BLIJeNAeTCH [BeTOM, B OTJIHUHE OT  Ohuses SUITTTITE  Seasscme s Cree iy |
AECRRER mﬂf i HIVERRECHL R TOM e Puc. 3.23. 3HaueHns HEKOTOPHIX
Kyilied fyeiikoii guanasoHa cpasy mnocle CBOMCTB YWCNOBLX JAHHEX
elr'o BeljleNleHH . BhLIENeHHOT 0 OWanaioHa Aveek

Yookl cHATL BRIIeNeHHe O0BeKTa, HY -

HO BEIOpATL MPOHUSBONMBHYIO SYeHKY HJIH HAMATH OJJHY H3 KJIaBHIII YIpaBle-
HHS KYPCOPOM.

Ofpawjaer eaule gHUMAHUE: B KOHTERCTHOM MeH CTpoRM cocTOSHMA
MOXKHO YCTAHOBHTE METEH COOTBETCTBYIONIHY QIaiKoB U Torjga B Ctpoke co-
CcTOAHKA OyAYT 0TO0pakaThLCH 3HAUEHHA HEKOTOPRIX CBOHCTE JaHHEIX H3 AYe-
€K BRIIeIeHHOTO AHanasoHa (pHc. 3.23); ofillee KOMHYECTBO JaHHEIX, KOJIH-
YecTBO YHCIOBHIX JAHHLIX, cpefHee apHpMeTHUeckoe | Ip.

NATE BEOOOM 0 MMeHW B None Hmsa.
HMHuoroa HYAHHO BblOENMTE OWMHaKoBREe JWana3oHbl A4eek Ha PasHbIX NMCTax
KHWUMK. N5 aToro cnefyer BedenTh OUanasoH AYeek Ha ofJHOM NKUCTe, Nocne Hero,
yvoepxuvean naeniy Ctrl wnw Shift, eeIGpate ARPNBHYKK TEX NWCTOR, HA KOTOPRIX HY*-
HO BEOENWTE TaKoi ¥e JUanaloH AYesk, |_||‘JI-1 3STOM B CTP'DI(E IAronNoBKa e ckobKax
BO3NE UMEHK KHWUIA NOABUTCR Hagnwck Mpynna. CHaTe Bblleneqme STUX AMANA30HOR
F4esk MOXHO BLGopon apneibka niobolro NMcTa, KoTopkli He BoLUEen B FRyNNY.

Ecnwn nepen BECAOM NaHHBX BEAENWTE ONpefeneHHell Juanazod AYeek, TO NpK
HakaTWK Knaeuiww Enter tabnuyebii kypcop 6yaeT nepemMellaTeCca ToNBKo B Npene-
Nax seifeneHHoro auanasoda sdeek. OW ByfeT nepexoWTh K cnefyiolled CHW3y
fuedke, W nocne Tolro, kak AoRfeT o nocnefHeld syeiik B ebifeneHHo il YacTh cTonb-
ua, NnepefleT Kk Nepeo BEAENEHHOR AYelke cneaywillero ctonbua. 370 kacaeTca
K&K CBA3IHLIX, Tak W HECBAIHbBIX OWMana3oHOE A4Yeek. |_|Dlr'l HaXaTHMKM Knasuww Tab
TaGnuuHbIl Kypcop GyaeT nepemMellaThCH aHanorMyHo, Ho TONBKO No CTpokam. A npu
HaKaTWK koMBKHayuk kKnaeww Shift + Enter wni Shift + Tab taGnuudklii Kypoop Gy-
JeT nepeMelliaTecs B NpefsaylLy BeRTUKANEHYIO UK FOPWE0HTANEHYID AYeilky Bhki-
JeneHHOro guanaszoHa a4yeck.,

Ecnw ofkbekT aneKTpoHHOR TaBnuuksl UMeeT UMA, TO 3TOT 0OLEKT MOXHO BbIflE-
]

HGHH]}{)BHHHE H nepeMenieine faHHbBIX

BrinonnenHe onepandii KOMHPOBAHHA W TNepeMelleHns JaHHLX W3 AJeii-
EH WJIH AHAMA30HA AUYeek HIEKTPOHHONH TAGMHIE B TAOAMUYHOM Tpolleccope
Excel 2007 ccyuiecTBIsAeTcs TeMH ke criocofaMy, YTO M B TEKCTOBOM T1pOLlec-
cope Word 2007:

e ¢ HCHoNE30oBaHWeM KoManj KomupoBats, Beipesats, BeraBuTh rpynn
bydgep obmena srnagku Fnasnasn;

¢ UCTIOJIB30OBAHHEM KOMAH]] KOHTeKCTHOTO MeHIO OLeKTOR;

¢ HCIIOJIR30BaHWeM KoMOHHALWI KJIaBHILL;

nepeTATHBaHHEM.

Kak u B TercroBoM npoueccope Word 2007, B Excel 2007 nanent Bydep
ofMeHa MOMHO OTKEPEITE BRIOOpoM Ha BrIagke 'NMaBHAA KHONKH OTEPRITHA

nuasoroporo okHa [ rpynnst bydep obmena.
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Cojlep:iumoe BrIJIENEHHOH #YellKM MM BhIIEJEHHOIO JHAIIASOHA A4YeeH
ronupyerca B bydgep obmena (komananl Kommmposats, BeipesaTts) H oTTY A
ero MOXKHO BCTABHTE B JPYyroe MecTO 3NeKTpoHHOH Tatnuuel (KoMaHaa
Berapwts). Ilocne Brinonuenus wkoMang Komuporats (BeipesaTs) BIze-
JieHHBIe 0OBEETHI BBIJIENSIOTCH 1IITPpHUX0BoiH pamkoil. Ilepen BeTaBkoii HyRHO
BRIIEINTE OOBEKTHI, B KOTOphle OYAYT BCTabBleHbl AaHHbie H3 bydepa
oOMeHa.

Jauukie U3 ogHoll AUeKH MOMHO BCTABMTE B AUYEHEY WIH B AHANAZ0H
Ayeelr, KOTOPLIEe HY)KHO BRIJIEJUTE nepel BeraBroil. Jlauuoie n3 AManasoda
fueelk MOMKHO BCTABHTE B OIMH MM HECKOJBKO CBASHBIX JHAIIASOHOB SYEeK
TOTO e pasMepa, A Yero Hy*HO BRIENHTEL JIEBYID BEPXHIOW SUYelEy Ka-
Aoro H3 HEX. [lo yMonuyaHHIO TIPH BCTABKE HOBLIE JaHHBIE 3aMeHAT HMelo-
Hjuecs.

Obpaujaes saille sHUMAHUE:

1. Konuposanue (nepeMellieHHe) JaHHBIX Ha IpYTHE JIHCTH TOH e KHHTH
HJIH Ha JIHCTHL APYTol KEHHIH BLINOJHASTCA aHaJorHYHO KONHPOBaHHIO
(mepemernieHio) B npejenax ofHONO JHCTA.

2. B Bydep obMena MOMHO CHONUPOBATE COJIEPIRMMOE fiUeek TONEKO CBAS-
HOT'O JHANA30Ha A9eek.

3. Ilpu Bemonuenun B Excel 2007 xomange Beipesats ynanenne cogep-
HHMOM AdYeeE NPpPOHCXOJHT He cpas3y [noc/ie BrIIMOJIHEHHA FT0l HOMAH-
Jkl, kak aro npoucexogauT B Word 2007, a Tonkko nocsne BRINOMTHEHUHA
roMaHIk BeTaBHTE.

[ ECnu cofepxumbiM sueek, KOTOROoE KONWPYEeTCH MKW NepemMellaeTcs, ecTh dop-
E‘_',".. MYnel, TO NpW BeTaeke W3 Bydepa ofMeHa MOXHO ECTaBWTL B BHIENEHHLIE

AYefKK He cami hopMynbl, 8 BEIMWCNEHHBIE NO HUM aHadveHus. [na aToro HeoG-
XOAMMO BRINONHUTE MnaBuas = Bydep obmeHa — BeraBute = BCcTaBUThL 3HaYe-
HUA.

MoxHo BCTaEMTE faHHbie 3 Bydepa oBbMmeHa B BolleneHHBle AYefkn Takum ob-
pasom, HTODK OHKM He 3aMeHANH CYLUeCcTBYIOLME flaHHke, a JoDaenanick K HMM (i
BLINMTANMCE OT CYLUECTBYIOLWMX SHAYEHWA, MNKM YMHOXANWCh Ha CYLLECTRYIOLIME 3Ha-
HeHWs, UKW CyllecTeyiOlWMe AaHHble OsNWAKCE Ha Te, KOTopble BcTaenswoTes). [na
AToro HYXHO BRINONHWTE Maenas = By-
¢rep obmena — Berasuts — Cneum-
aNMbHaA\ BCTAaBKa VI B OKHe CI'IEI.IIIH.HI:HEIH
BCTaBKa, koTopoe oTkpoeTen (pvc. 3.24),
B pynne OnepauWa eLbpale cooTBeT-
CTBYIOLIWA NepeknioyaTent,

Ecnwv eeinonnwte Maesvas — Bygep
obmena — Berasuts — TpaHcnoHupo-
BaThk, TO NPV BCTABKe NPoW3chier TpaHoc-
NoOHWPOBaHWE JaHHbLX, KOTOpBIE BCTABNA-
woTcs ma Bydepa obmena: pgavdble W3
cTonBuoR BYOYT pacnonoXeH B CTROKEX,
a JaHHble u3 cTpok — B ctontuax. Cocuinkwn
E hopMynax npy Takol BCTaBke TakXe M3-
MEHRIOTCH COOTBETCTRYIOLMM oBpasomM.

TpaHcnoHWpoBaHWe MOXHO Takke 3a-
NaThk yoTAHOBKOW MeTkW daxka TpaHc-
noHWpoBate E o©kHe ChneuvansHas

BCTABKA. Puc. 3.24. Orno CneyuansHad BCTAaBKA




Mopugurauusa opmyan

Ecnu copep#HMBIM AUeiii ABAAeTCA (PopMyJia, KOTOpas COIepP:HT CChLJ-
KY, TO OPH KOITHPOBAHUH COMep:HMOro 2Tok Aueii ki B popMyNie NPpOHCXOIHT
ABTOMATHUYECKOE HBMeHeHHe cchliork — mMoaHdmkanus dopmynsl. Pacemo-
TPHM HeCKOJBKO IPHMePOB TAK0H MOTH(HKALIHH.

Ilyets B sueiike E1 (puc. 3.25) sanucana gopmyna =B34+C2. Cromupyem
ee B Aveiiky G4. B pesyarTaTe KonupoBaHus sTa GpopMysa MoaHQHIHpyeTcH
B (popmyay =D6+ES. BaMeTHM Takyio 3akoHOMEpHOCTE. B agpece aueiikn G4
(Eyaa HonHpoBanack (popMyJia) HoMep cTonbia Ha 2 BoNnkllle, a HOMep CTPOKH
Ha 3 Gonwlue, yem B ajapece siueiikn E1 (orkyna ronuporanack dopmyna). U
BO BCEX CCHLIEAX MOTH(HIHPOBAHHOH (POPpMYNEI HoMep cTonOna Ha 2 DoNkb-
e, & HoMep CTPOKH Ha 3 DoJblle, YeM B cChUIEaX HCXoJHOH GopMy L.

Cronupyem Teneps gopmyny us siveiikn G4 B sueiiky D3. B peaynwrarte
ronupoeasis opmyna =D6+ES mogudmiupyercs B opmyny =A5+B4. Kak
MBLI BHAHM, H 3[eCh HMeeT MecTO 3AKOHOMEPHOCTh, OTMeUeHHasI B peqsIiy-
memM npumMepe. HelicrBuTensHo, B ajpece sueilkn D3 momep cronbiua Ha
3 MeHBIlIE, A HOMep CTPOKM Ha 1 MeHkIle, YeM B ajpece Aueitkn G4. U Bo Beex
CChIJIKAX MOAH(DHLNpoBaHHOH (POpMYyNBE HOMep cTosbia Ha 3 MeHbIle, a HO-
Mep CTPOKH Ha 1 MeHbIle, YeM B CChUIKAX HCXOTHOH (opMy kL.

Ilpn komupoBaHuK QGoPMYI MPOMCXOTNT HX MOTH(PHKALMA IO TA-
KOMY HMPABHJIY: HOMepa cTONOLOB (CTPOK) B CCBLIKAX H3MEHAIOTCA Ha
PAsSHOCTE HOMEPOB KOHeUHOT0 M HAYAJIBHOTO cToJI610B (CTPoK).

IIpn mepemenienyni ropMyIbl He MOTH(PHITHPYIOTCH.

M3 npHBeIeHHOTO NMIpaBuia cleLyeT, UYTo MTPH KOMHPOBAHHH (DOPMYJ B TIpe-
Jenax ogHol cTpokH (cTondua) HoMepa cTpok (cToabLoE) B opMyNax He Ha-
MEeHAITCH.

ITpH KONIHPOBAHHH MOTYT BOSHHEHYTE OIMHOKH, AHAIOTHUYHBIE TEM, KOTO-
pPEle¢ BOSHHEAIOT NPH HCIONEIOBAHUN QopMy N (cM. Tadbn. 3.4). Ecinu cnenarTk
TeRYILeil OIHY M3 Aueer, B KOTOpol ecTh ounbka, To pAIoM ¢ Hell NoABIAeT-
¢l KHONKAa co cruckom (puc. 3.26). Ilpu naseje-

- - I" * L )

HHH YEasaTe/Js Ha KHONKY OSBAAeTCS KOMMeH- e - R
Tapiii E omubKe, a OTEpLITHe CIHCEa JgaeT -
BOBMOHOCTE MOJYUHTE CIIPABKY 10 5TOH ommb- ¢
Ke, HCIPABHUTE ee, MOKA3ATE IarH BRIUHCIeHHi : -
H ap. 3 '
Ho unorga uy:xuo, yTobbl NPpH KOIMHPOBAHWH :-_ﬁ,_u =
dopMyn onpefeileHHBEIe CCHUIKH He MOOH(HIIH- 4 -
POBAJIHCE. ; Fiaeten gr— ey —
] S e~
= S 1 Rl 07 o B . S—
" Dl =Mt — u [ S
[ ] i o [ ] L 'S L P B PP forne o
- T : e S sty e
= [ H]
- EE Puc. 3.26. CoobuweHws ob
T Gmmﬁxax, KOTOPEIE NOABWUNMCE
B pe3ynerdre KonvupoeaHWA
Puc, 3.25. Mogudmkauma opmyn chopmyn
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Jlns Toro yrobsl pH KONMHPOBAHUK CCELIKH B opMy e He MojiudM I poBa-
JMCh, HY3XHO Nepel HoMepoM cTonbia ¥ HOMEpPOM CTPOKH 00aBHTH CHMBOJ
%. Tar cerinka B10 6yaeT MogHQHIIHPOBATRCH, & cchlnka $BF10 — HeT.

Ecnu B cobinke cumpon § 1obapiieH TONLKO Mepell HoMepoM cTondiua uim
HoMepoM cTpokH, HanpuMep $B10 unu B$10, To npH RONHPOBAHHH TAKHE
CCBUIKH MOTHPHUITHPYIOTCA YACTHYHO: HSMEHAeTCH JTHIIE HOMep CTPOKH HIH
cTondia, OKONO KOTOPOro He CTOUT cHMBOoJ $.

Ceslka, koTopas MogudHUMPYeTes MPpH KoNMUpoBaHUK GopMynsl,
HAZBIBAGTCH OMHOCUMENbLHONE.,

Ceplaka, KoTopas He MOIH(PHIIHPYeTCA MPH KOMHPOBAHHH (JopMy-
Jibl, HASBLIBACTCH abBCONIOMHOU.

Ceblaka, B KOTOPOH MOOH(GHIMPYETCA WIH HOMep cTox0ia, WM
HOME]p CTPOKH, HASHIBACTCH CMEULAHHOU.

PaccMoTpiM nIpHMep, EOTOPLIH 00BACHS- na : A -CACEM
eT IellecoobpasHocTs HenoNk3oBaHuA abco- | a " E__ Suuhoes 8
JOTHHIX CCHLITOK . - <

Ilyere B auelikax pguanasona C3:C7 i
(puc. 3.27) coflepskHTCH YHCHO OTIHYHHKOEB * e ! am
B Tpex 10-x u AByx 11-X KJaccax LIKOJB, 8B | i N
sueiike C8 BriuMcneHo WX oblllee KoaHue- » e 1 am

L] L ] M

cTBo. B sieiivax auanasoua D3:D7 mykuo
BLIUHCINTE NMPOLUEHTR OTIHUHHKOB B KaM-
OM M2 STHX KJIACCOR MO OTHOIEHHIO K 06111e-
MY KOJHYeCTBY OTJNHYHHEOE B 10-x u 11-x
EJaccax.

Jlns BEIYHCIEHHA BTHX MPOLEHTOR B Aveiikax muanasona D3:D7 momwms:
HAXOJHUTECA Takke (bopMyNkl:

Puc. 3.27. Menonb3oBaHWe OTHOCH-
TENEHLXK W abGCONKTHRIX CCRINOK

D3 =C3/C8*100
D4 =C4/C8%100
D5 =Cb,/CB*100
D6 =C6,/C8*100
D7 =CT/C8*100

EciH npoaHa I H3HpoBATE BCe 9TH (POPMYJIEI, TO MOMKHO CAENaTh BRIBOJ, YTO
CCBLIKH B YHCIHTEe HAMeHAIOTCS, A CCLUIEA B 3HAMeHAaTelle — HeT. [loaTomy,
ecliy MBI XOTHM obnerunTh cebe pabory, BeecTn B siueiivy D3 dopmyny
=C3/C8*100 u cronHpoBaTE ee B Aueliky auanasona D4:D7, To mymxHo cae-
JaTk Tak, YyTodel ccelika C3 npH EonHpoBaHHH QOPMYIL MOJHQHIHPOBA-
nack, a cceinka C8 — Her. To ecth hopmyna B aueiike D3 nonxua BEIMALETE
Tak: =C3/SCEE*100.

M3MeHHTE BHJ CCELIKH B (QOPMYJie BO BpeMs ee BBOJA WIH pelaKTHpOBA-
HHA MOMRHO IOCHELOBATENEHEIM HAMKATHeM EJaBHINH F4, worga sta cohlIEa
sipnsieresa Teryulei. IIpu sToM BHJBL CCBINIOK MBMEHSIOTCH 110 oUYepein: OTHO-
CHTeJLHAaA — abCcoaIoTHAS — CMelllaHHAaSM.

Ecnw B dopmyne N8 CouNKW Ha AYeRKY MCNONB30OBRATE €8 UMA, TO NPKW KONKWpo-
BaHWK 2TOM dopmMynul 218 coblnka MoauduUMpoBaTECA He BypeT. ChnepoBartens-
HO, MR SueiikK B fpopmyne aenseTcA abconioTHON CChINKOi Ha 3Ty AYeiKy.



lNosToMy B paccMoTpeHHOM BhilLe NpMepe MoXHo Bbino svelike CB npUcBoOUTEL UMSA,
HanpumMep OTAMYHWUKW, W Torfa dopmMyna e sdeiike D3 suimnsiena 66l Tak: =C3/0T-
nuuHukn* 100.

ROHH]}DBHHHE AAHHEIX C HCIIOJE30BAHHEM MapEeDa
SancJiHeHHA

OmiumM 18 yaodHBIX cnocoloB BBOJA MAHHLIX B AHATIAZ0H AYEEK ABIAETCH
HX KOIMMHpPOBaHHE ¢ HCMOJL30BaHHeM Mapkepa sanoianenusa. Maprep sanoiase-
HHUS — 3T0 MaJleHBKWH yepHLIH KBAJpAT B NPABOM o .
HU3HeM yry TabiamuHoro kypeopa (puc. 3.28). M -

Jlns sanoiHeHHA AHANAS0HA SYeeK ¢ HCIoJb- E_L__; (] c
B0BAHHEM DTOT0 MapKepa MOMKHO: Il
1. Beect jaHHEIe B NepBy sudelky auana- £
30Ha. i lowon  Bosmes
2. CuenaThb 9Ty SUeliKy TeRyIIeii. 4 18

i
i

3. HapecTH yeasaTellb Ha MapEep 3arojiHe-
HHA (IpH 9TOM yEasaTelb OyIeT BLITIH-
JIeTE KAK YepHEI kpecTHk ).
4. HaxxaTk JeBYIO KHOTIKY MBIIIH H, Y/IepiKH-
Baf €€ HAXKATOH, BRIIETHTE HYHMHBIH JTHA-
NAa30H AYeEK.
5. OrnycTHTE JIeBYE KHOIKY MBIILIH.
Haubonee nenecoofpazHo HCMONBIOBATE STOT
criocod, ecnH IHanasoH fueerk HeoOXoIHMO 3a-
NOJMHHTE OAHHAKOBLIMH TeKCTOBLIMH HJIH UHCJIOBLIMH JaHHBIMH, (pOpMYyJia-
MH, YieHaMH apudMeTHYeCKOH HIIH MreoMeTpHYeCcKoi Nporpeccil, sieMeHTa-
MH CIIHCKOB M JIp.

Jlnsi BBOA B OMANA30H SYEEK YJEeHOB apmpMeTHYecKOH NporpeccHH
MOMCHO?

1. BeecTu B ABe cocejHHe sAueilkM IepBhle JBa WieHa apudMeTHyeckoi
NpOrpeccHuu.

2. BeienuTs 5TH AUeHKH.

3. SanoJHHTE HYRHEIH THAAS0H S4eek, HCIoNL3YA Mapkep saloMHeHH .

IIpu 2TOM Mo NepBERIM ABYM UleHAM apH(MeTHYeCKOH NporpeccHH BREIYHC-

NAeTCH PASHOCTE MPOrpeccHH U cliefyInllHe ee WieHkl.

O6paujaenm sauie eHUMAHILE:

1. IlpH gonupoBaHHH (POPMYJ ¢ HCIONL30BAHHEM MapKepa 3alloJIHeHHS
NMPOUCXOIHUT HX MOAW(PHEAIIHA 10 MPABUNY, PACCMOTPEHHOMY BEILIE.

2. Ecnn TercToBRIe AaHHEIe B sveilike cojepskaT uMcha (Hanpumep, 1-i,
Kabuwet 5, 1 cenTabpa 1 p.), TO IPH KONMHPOBaHUH ¢ HCMOJBL3OBAHHEM
MapHepa 3anoJIHEHHA 5TH YHCa VEe-
JHUHBaTeA Ha 1 (pHce. 3.29).

Ev e us s

Puc. 3.28. UcnonkaoeaHue
Mapkepa 3anonHeHus

5
Excel 2007 umeer GHONHOTERY CTAH- & 4 Wi 1 iwe :
JAPTHBIY CHHCKOB, HKOTOPEIE MOMHHO HC- : ra Epbaayr 7 Tevmevipn)
ha afienny } ]
NONL30BATE JiJISi ORICTPOrO SalOJHEeHHS - . m_""' alipn
syeek. [IpocMOTpeTE 9TH CITHCKH H TIPH He- 4 44 AR TR

O0XOHMOCTH CO3JaTh HOBEIE MOKHO, BhI-

nonHue QOffice — Hapamempw Excel —  Puc. 3.29. MiamexeHne Hucen npu
Ocnoenbie = Hamenums enucku. Ecniy B KONWPOBAaHWM C MCNOMNB30BEHWEM
MEPRYIO AYEHKY IHATAR0HA BBECTH OJIHH H3 MapRepa Seriohbedng
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5JIEMEHTOB CIIHCKA W MICTIONB30BATH Map- | & 0 . . 'y

HAuMHAS C NepBOTO. o
Eci Mapiep GaNONHCHMS Tepers- S s b
THBATh, MCIONB3YS He JIEBYI0 KHONKY et rcmas btgoms

MBI, A IPABYIO, TO TI0CTIe TOFO, KAk
OTIYCTHTE KHOTKY, OTKPLIBACTCS MeHIO
(puc. 3.30). Ecau bbiGpars B oton weilo

STUCHKI BROASTCS OIIEMERTH CTHCKS, Biepdryatn ‘
|
komanzy Kommponats staeii, To futa- 1‘

MaHB! BATIOMMUTE IMANASON SYeeK 32- .
unenamy aphd Puc. 3.30. Meto,

IIPOTPECCHH C NIePBLIM WICHOM, DABHLIM NPV NEPETAIUBAKWY MapKepa 3anonkie-

HCIY W3 NepBoii STueliKy JMANAGoHA, i HAS C HAXETOM NPaBOM KHOMKOM MAILLK

passocTEIo 1. Jns sanonHenus auana-

08 siueeK WIeHAMH APYTHX IpoTpeccHii HyJKHO BHGpaTs Komany Hporpec-

CHS 1 BBECTH HeoGXOMMEI JBHHEIE B OKHO, KOTOPO® OTKPORTCS.

o) BBECTU B AMaNasoH sieeK OAMHAKOBHE AAHHHE MOXHO Ellie W TaKWM Crioco-
om:
2 1 Buanenums pvanason o, » oTopA Sy aeaien oLUKCRS Antsie:
2. BBECTU B NepBYio A4eViKy BIENIeHHOr0 AUana3oka iaHHbe.
3. HaxaTo Kombavaumo Kraomiy Ot + Entor.
BTUM Xe CIOCOGOM MOXHO BBECTH B BbieNeHHbI l:lManazon sueeK GOPMyNbI, Ko~
Topble GynyT ecm copepxuT
WNM CMeLLaHHbIE CCBITK.
PaccMOTPYIM ieTaribHee, Kak BBECTM B JMANasoH SHeek WneHs apupmeTueckoit
Nk reoMeTpUUECKO NPOrpeccuht. 1R STOro HyXHo:

1. Biocru nepaulhunew nporeccu  Gierrs Ty sy TeRSh,

2. Bunonwute Maswas
U MQaT T MBS aD SaTHer o TH31 VAT TpRO KHoeS aatih
gHGpars o e, KoTopoe oTpoeos, kowanzy Mporpescis.

3. Buipa okHe (puc. 3.31) Tun
apmmemuecxan WA reomeTpUie- - —
cKasi. - =

4. Beeci 8 none LLar pasHocTh apid- e
MeTUNECKOH MPOrpeccHY WMt SHa- —

MewaTenb [eOMeTPHECKOR Mpo- e oo
rpeccim - -

5. Beecty & none MpegensHoe sHa: vy
BhiCUT nocﬂennmi’v HEOBXOAMMBIi n i gt
neH nporpeccy | Lo o=,

6. BuiGpars pacnonaXese no crpo-

Kam Wi CTONGLAM.
7. BuiGpars konky OK. i e b st



(4 Tiposepere ceba
1°. Kax wLienns, seliky; cronGen, (CTpOKY); csisubtil AMATA3OH sTecK; He-
CBsTIMALT AMATA3OH SeEK; Bee SUCHKH BICKTPORKOM TACTHIIH?
2¢. Kakue coOBIeRTs MOYKHO YBHAeTs B CTPOKE COCTOSIHISI, CITH BEJI/eH Ha-
NGO STieeK C YHCORBINI ARRNBINH?
8. Kax RaRHEX ¢
Bydpepa obmena?
Kax. BHnDIIHﬂTb AaHHBIX Ges
Bydepa obr
Kak BeTaBHTE M3 Byq;epa 0GMeHA TOJILKO SHAYCHMHS!, BLIUHCICHHEE 10 (GOP-
Mynam?
TLun o i Kaik HeGOTLSeTCA KOMBRAA Crema sax eTask?
. tro Korza u kak Ora

'ax SaNOHIITE, AMANASON AIGCK OXVRAKOBEINII AANKEINT 1T OPNYRMI,
HCQLoYSt MapKep sanoTHeR IS ?
. KAk SAMOMHTE MATIAS0R STieei OAHHAKOBKIMI FAHHAIMH MM QODMY AN,
He HCIOMLSYS MApKep SanoHeRHA?
11°, Kax sanonmmTs Auanazcn v uosRsus ‘apugMerTITecKoil mporpecei,
HerOLSYs MapKep sanoHer?
R 125 T sanaarane Ruamason s i GG S RO B TSR
seckol
13%. Kax K JOHHEM
14*, ](A.K coapaTs cBoft anEOHETeJMKﬂ‘R CHHCOK?

@ BunonHute sanaHus

1°. Orxpoiire yxasaumsit yuuTenen (aitn (sanpinep, Tema3\3azams 3.3\06-
pasen 33.1xlx). Oripofive cr Jerl. Henomayn Byep oeus, cio-
nupyiite anu
8) siueiiku A2 B smenxy Ad;

(@ 6) siuetixu B3 8 stuetix;

5) auansonn sueex C2:ES b sueltn Auanacoa I4:K7;

@ r) manasona sueex €2} E:s B stueliky anasona E8:G11.

BHINONENTe yKasaHHEe ONEPALHH ¢ HCTIOMLIOBARNEN MEIIIH, & TAKIMKE KOM-
Gumanuii knasam Ctrl+C i (‘mw (‘A)xpm‘lme KHHTY B COGCTRERHOM man-
Ke B (aiie C MMeHeN yIpasKHe

%, Oempokis yussarsil yesiiant ﬁnhn munpmcp, Tema3\3ananus 3.3\06-
pasen 3.3.2.xlx). Otwpoiire nuct Jiuerl. Henombays: Bydep oGmena, mepe-
MecThTe pannLe H:

) stueitku A2 b sueiixy A6;
(@ ©) stueiinn B3 5 swuefixcy BY;
5) amanasona sreex C2:ES b stueftin auanasona I5:K8;
(@ r) Auanasona seex cz.lz:s B siueitkn uanasona E10:G13.
yrasanm MHUIH, 8 TAIOKE KOM-
Coartat Knasiets CHrI4+X 1 CUrl# V. Coxpastis KHRTY B cofoTseraott man.
ke palne ¢ uuesew ympaskaornte .32 xlx.

3. B swueitke E5 sanucasa (opy: +C4. Bamumure, Ko Gyier BLrns-

o v G0 s, Sitn o SO EAERT
) E6; @17 4 @B
K5 @ e)Td; ) C2; 2 AS.

4. B swueiike E3 sanncana Qopwyna: =$B$§3+CA. Banuuinre, kax Gyzer Bursi-

ey

W E7; 6C3; )T34; A2,



@ 5°. B swetixe K8 samvcana popuyr

E5+$C3. Bamumie, Kak Gyer Bsi-
)Ie'l‘h T8 POPMYIa, eCITH ee CKOMMPOBATE B SUelKy:
) C9; 6) B4; 5) T23; 1) F5.
6. Bomorme » Exeal 2007, scromays wapiep sanonemis:
1) sueiixu guanasonn B3:C8 excrom 3H3;
6) sweitkn uanasona D10:D15 rexcrom .GA'
B) suediku guanasona F3:L15 uuciom 15;
wnenan
c “MEDBEN WWIEHON 8, PASHOCTEI0 3 1 TOCIE/HHM WieRoM 26.
CoxpamuTe KEHTY B COGCTBEHHOf MaIKe B (afisie ¢ MMEHEN yNpasKHeHHe
3.3.6.xlsx.
7°. Banomre 5 Excel 2007, Heronbays MapKep sanoHems:
selixu puanasona A1:C9 rexcron Illkosa N 25;
u) selixu quanasona A1:C9 Texcro z. Tepnooyut;
B) seliku Auanasosa E3:H15 wuciion —100;
1) Suelig cioifina T, satmmar 3 12, woeusu apagasermucanl mporpec:
CHl C TIePBLIM WIEHOM 5, DASHOCTA0 4 ¥ TI0Ce
Gorpamire Ramy 5 OoGCEMAEOR Tate & Gatim ¢ Kkemew yEgamacams
3.37.xlsx.

¥ 8*. Banomure 5 Excel 2007, Homomsays KoMaR/y 3amomHITS:

8) stueltkn juanasona A2:AB wWieraMH reOMETpIYECKO IPOTDEccH ¢ fep-
BEIM WIEHOM 3 M SHAMeHATeNeM 2;

® 6) setixn amanasona C3:C8 wnewany reoMeTpiecKol Tporpecciy ¢ Tep-

BLIM WIEHOM 2 1 SHAMEHATesIeM

CoxpammTe KHHIy B COGCTBeHHOf Namke B dafiie ¢ HMEHeM ympasKHeHHe

3.38.xlsx.

9%. Coaatire yueRuKOB Bamero
Kiacca. Banomsute sTHME qmuwmm(n 10 sueex crontia B. Coxpanmme
Kaury .3.9.xlsx.

10%. Coaalive HOTEaRTeNECKITH CHoOr s HeoBAHMA POCEAE IDEANETOB, KOTO-
Phie MBYUAIOTCS B BallleM Kilacce. BATIONHNTe STHMH HASBAHUSAMI 8 sueek.
cros6ua C. Coxpaiime KEMry B cOGCTBRHOM manke B (ailsie ¢ MMeHeM
ynpazxmense 3.3.10.xlsx.

11°. Orkpoiire yKasanmuwit ynrenem dafin (sanpimep, Tema3\3anamus 3.3\06-
pasen 3.3.11.xlsx).

&) Hamcre Jluerl s swefixy F3 sanuuime gopnyny anst e -
bbum ‘QMPMBI 3a TOJl, KOTOPYIO TIOTOM CKONHpYJiTe C HCNIONBLSOBAHHEM
apwepa sancmcis.  suetn FASPO. Karate ccsumicn Tomeaa core.
KaTh 9Ta GopMyJIa: i or-
ser nosiciTe.

6) Ha sucre Jluer2 b sieiiky EA sanuumme GOpMyny /s OnpefeseRus
LeHEI TOBADA B IPHBHAX (KYPC €BPO RAXOZMTCS B stuelixe B3). CKomMpyit-
Te QOPMY.TY € HCTIONEIOBAHMEN MADKepA JATONHER S B Aueliku ESE12.
€ CCHUTKH JOMIHA COMIEPIATE 578 OPMYJIA: GCOMIOTHEE, OTHOCH-

TebHEE 1V CMemaRKEe? OTeT NOSICHHTe.
®5) Ha smicre Jner3 s siueiiky D10 BBeauTe GOPMYIY A5 BHUMCICHHS 0-
Imero KommecTsa yuennkos B 10-x knaccax. TIpicsoiiTe 7ol stueiike
nes Yviemmicn_| om0 s
MpONeRTOR KoinecTs yuenKon 10 A KIACCA O OTROMIEHIIO K OBIEMNY

e yieriKoB 10-X Knaccos. TIpOMBONLIA /it NOZHPUKa-
R fopacyas? e ascziere



ucrens obpatinos navx, poncrasnerox s rabwiax |

Coxpasmre Kuury 5 cobersensoli manke 5 (aiisie ¢ HMeHeM ynpasHerme
1Lxlsx.

3

@ 12°. Coaalie TabmImy /15 OMpEAETENIS CTOMMOCTH YKDAFCKIX AEHERAHX
Gakor 5 AonApX, €Bpo i ywTaX crepnuros. IpenyenoTpiTe Xpasie-
Hlie KYDCOB ZOTIADA, ©BPO H YNTA CTEPTHNIOR B OTAETLHLX SCHKAX. Co-
XpARUTE KHHTY B COBCTREHNOJ NATKe B QAU C UNEHEN YMpANeMHC
33.12.x1sx.

[ Tipaxmuveckas paSota Ne6. BEoj M peJaKTHpOBAMMe JAMHEIX B iek-
m‘ X Tabmmax. Henommsosane gopmyan

Bummanue! Bo epems padomui ¢ Komnviomepo colawdaiime npasuia Gesonac
Hoemu u canumapno-euzuenuueciue noputi.

1. Orkpotite yrasauuk yuuresnen atin (sanpunep, Tema3\3anamus 3.3\npax-

THUeCKaS 6.xlzx)
11
3, Ha smcre Jlnm ‘BBeuTe B sTeiikn guanasona E6:E11 taxue ganusie:

[ e | e | ® [ ® [ E0 [ E1 |
| 228 | 204 | 14 | 140 | 160 | 723 |
4. Ha icre JIner2 noeume B svieliky [ opm S

F5 rexcr Ipupocr, a b sefixu ua- E‘%

masona FGFLL — Gopuyms ana | —

BMCICHIS  TpHPOCTR ypOWal L | =

soeTH Kew Ol e

ROF KyTBTYDL. ;-_j_g-
5. Cxonupyiire nanusie ¢ nucra Juer2 | am

Ha micr Jiner3. Banonmure fax- =

HEME Ha_micte JIner3 croGen, B b=

KOTOPOM GyJieT BLNHCTeH TPOIEHT Pric. 3.32
MpHpOCTa  YpOMAMNHOCTH  KaKAOl
CeNILCKOXORAICTBERHON KYIHTYDHL.

Ha icre JIHeT4 BBeieHil AaNHLE O IIOWATH IATH HANGOMLINX cTpast Eppo-
HEL H UHC/IEHHOCTS UX Hacemexis. HeKOTOpHE AAHEbIe OKASATHCE OIIHOOUHE-
M. VcnpakTe HX COPNAcHO 06pasily Ha pHCYHKe 3.32. JIONONHITe TaGmMLY
JOHHEINM PO 5 CTEAYIOMUX 10 IO A CTpaR ESponsi, BoeAuTe B COOTRET-

1 06iero 10 crpas;
6) TIOTHOCTH HACEIICRIS! B KA O 13 9TUX CTPAH, Heit. /KN
) MpoKeRTOS, Joropcs eneeatices oo FHe KayKTOH M3 STHX CTPAH 10 OTHO-

B
7.B nexoropux crpomax TmGEDY mASEE 8 5D fikon enscns, a 1o
(TF) B mxany Lems-
cns (TC) MOYKHO TIePeBCTH 110 a;opuyuz TC ~ 5/9(TF-32). Ha mcte Jlier5 sa-
nomHITe TaGImY TepesoRa B mkany LeMcin TeNTEpaTYp KT Daperreli-
Taor OF 0 200 F ¢ maro L
He

nesany apudne-
ramsscn MpSrpencan © Bepiau Wnesow O, pasBOGeE 011, BooaNII e,
HOM 5.

9. CoxpammTe KHHTY B COOCTBEHHOH Tamke B Qaiifie C HMeHeN MpAKTHUecKas
6.xIsx.



3.4. P KHUMM M
Tabnmubl

@ 3 Cknnu(o AIMCTOR N0 YMONHaHMIO COREpXMT KHura Excel 20077 Kakoshi ux

2
a. um Taxoe MopuMKaLMR GopMynbi & Excel 20077 Korfia U Kak oHa npo-

4. Ko pesiaxTupyeTon TaGnMa 8 Word 20077

PeJaKTHPOBARNE KHHTH

B nipotiecce paGoTh! HaJl KHHTOI YACTO BOSHHKAET TIOTPEGHOCTH BCTABIIATE
HOBbIE JIHCTHI, YIATIATS,
cTByIoue nucTsL. Bee STH ONEpALHI OTHOCAT K ONIEPALSM PefIAKTHPOBAHUS
KRmTH.
BeTaBHTh HOBLIH JIHCT B KHUIY MOYKHO TAKHMH CIOCOGAMS:

o Bubpars kHonky Beramurs smer ) Crpoks spaBMKOB JHCTOR
(puc. 3.33); HOBBIIi JINCT BCTABJISETCS TIOCIIE TIOCIIE/THETO JIACTA;
BhmonnuTs Inaonan = Auetinu = Bemaoums = Bemagum nucm; Ho-
BBIii JINCT BCTABJISAETCA TIePejl TEKYIIM JHCTOM;
BRmOMIHTE KoManzy Beran:
‘Horo sucta (puc. 3.33); B okne Beranka Ha Brnagke OGue BLIGPATS 3HA-
oK obkexra JHer, Toce ero BHOpaTE kronky OK; HOBE micT BeTan-
JSIeTCA TIepest BHIOPAHKEIM.
VanuTh Texymmit IHCT MOSKHO Tal
semomims, Frasnan = Aueira = Voanums = Yoanums xuem;
BLIIONHUTE KOMAHAY Y/JAJHTE KOHTEKCTHOTO MEHIO SPILIYKA TeKYILero
nmcra (puc. 3.33).
VAQIIHTE MOSKHO H TPYIIITY JIHCTOB, TIPEABAPHTEIEHO BEIETHME X, HCTIOh-
sys ykasatens u knapunm Ctrl u Shift. TIpu BeyIe/leHHH IPYIIIE THCTOB B

SATONOBKA KHMTH PSIOM ¢ MMEHEM KHMIW NOSBISIOTCS HAMINCh
[Tpymma]. OTMeHHTS 0bLeAHER e THCTOR B IPYIIITY MOMHO BLIGOPOM SpJIbI-
K& JI060TO JIMCTa, KOTOPKIi He BXOMT B rpymy. 3 KHUIH HEBOSMOIKHO yiia-
JITH BCE JINCTHI: XOTS GBI O/IMH JUCT JIO3KEH OCTATHCH.
JL15t TlepenMEeHOBAHLS JIHCTA HYKHO:

1. JIBsiE! INETKHYTE HA HMEHT JHCTa,

7 =
v o | wi semonunTh 'naenas = Avei-
S e | xu = Dopmam = Ilepeunenoaams
n (s | Auem, wnn mamonNT, Komazy Tle-
£ et | PEHMEHOBATE KOHTEKCTHOTO MEHIO
», * 5] | (BIYKA.

: s : 1 2. BBecTH HOBOE MM$1 JIMCTA MM Tiepeii-

2 | TH B EIKUM DeAKTHPOBANIIS BHIGO-
» | POM CYIIeCTBYIOIEro MMEHH M OTpe-
X !

A 4a s eyl 3. Haxams knaumry Enter mwmn Bhi-

PYiC. 3,33, SPRLNIK AUCTOB GpaTh NPOMSBONLHYIO SUEHKY oylek-
HTEKCTHOE MeHIo AUCTa JineT1 TPOHHOH Ta6HLEL.



Jins wm
JMCTA WM IPYIIIHI JIFICTOB HEOGXOMINO
BLIGPATE JHCT WM BRACIMTS PPYIITY JHC-
0B 11 BEITONHNTE I'naonas = Huednu =
Dopmam = Mepemecmums wnu cxonupo-
samy nuem wm KoMARIY
CKOMPOBATS KOHTCKCTHOTO MEHIO SPJIBIY-
xa smcra. B okxe TlepemecTuTs Wm cko-
mupoats (pic. 3.34), KoTopoe OTKpoeTCS,
xommMo:

1. BuGpars B cmucke nons Ilepeme-
CTHTL BHIGPAHHEIe JMCTEI B KHMIY
M3 KHWTH, B KOTOPYIO GYAyT Tiepe-
MIIATECS WM KOMMPOBATECH BH- by 3,34, Okko Mepemecturs
6p«ﬂuue JIMCTHI, & B CIIMCKe NS Tie- cKonwpoBaTh

(CTOM — M1 TOTO JIHCT, TIepe;
kormpuu nuﬁpauuue etk GyAyT manenu MM BIGPATE Nepemec-
THTE B
P8 okl MeTky (naskia CoaIaTS KOTHIO, €CIH HCTE HYHHO CKO-

MHpOBATE.
3. BuGpars knorky O]
 JIHCT KOMMPYeTCs! B NIpENeNiax Teicylieil KHMIH, TO HMst KOMHH JHCTA
‘ABTOMATINECKI! COCTONT W MMM TOFO JCTA, KOTOPLIl KOIMpYeTcsl, it B
CKOBKaX YKAGKBACTCS NOPSKOBBli HOMEp Komin, manpivep Jierl(2). Ecm
JIWCT TIepeMeIieTCs! I KONMPYTCA B APYTYIO KHUTY, TO OH BCTABISIOTCH B
HAUAJIO KHMIH TIOZ CBOMM HMEHeM, eC/i B Tofi KHHIe HeT JIHCTA C TAKMN e
MMeHEM, HJIH CO CBOMM HMeHeM ¥ HOMEPOM KOIIHH B CKOBKAX B IPYTOM ciIyuae.

VIHOT/ia HY’KHO BCTABHTE B TAGMHITY CTONGIYH, CTPOKH, OTASNBHEIE SUeiiK
N MANAGOHE stueek. Uallle BCEro 9Ta HeoGXOJMMOCTE BOSHUKAET B CHTYA-
MM, KOT/Ia YACTH WIN BCSL TAGAHIIA YoKe SATIONHEHA, 1 BLSICHAETCS, 410 k-
Hble, KOTOPhe JOJUKHBI COZEPYKATLCA BHYTPH TAGMUIIEI, NPONYIIeHEL. Mol
npuumHOl MoskeT GLITE sueliku ¢
AHHEIMH BHYTPE Y3Ke GaII0NTHEHHOI TAGITHIIEL

51 BCTABKH B TAGIIHILY HOBBIX CTOJGLIOB (CTPOK) HEOGXOMWMMO BHIEHTE
cronus (crpokn), et KGTOPEIN HYIGIO BETASHTS HORMS, 1 SMIOAHITE
T'nasnan = Aueinu = emporu ( ) na
nucm.

Tlocne BeTaBKH B TaGIHILY HOBLIX CTONIGIOB (CTPOK) CTONGIIA (CTPOKH), Ko-
TOpLIe HAXOAISITCS CTIPaBa (BHMSY) OT BCTABJCHHELX, ABTOMATHYECKH CIBHTA-
10TCSt BIPABO (BHW3) M TIePeHYMEpOBLIBaIOTCA. [pH 5TOM ¢ KOHIa TaG/HIE
VANISeTCS CTONBKO CTONGLOB (CTPOK), CKONBKO BCTABIHO HOBBIX, €ciy
CTONGIIAI (CTPOKH) B KOHIe TAGMMIILL He COZePHKAT AaHHEIX. Ecii jKe oHH co-
[ZlepiaT laHHbIe, BCTABKA HOBEIX CTONGIOB (CTPOK) GY/eT HeBO3MOKHA.

OCpawjaen 6aute enuManue: eclu BHIENHTE OIMH cToNGell (CTPOKY), TO
Tepeji HUM BCTABHTCS OXWH HOBBIi CTONGEL (CTPOKA), A €CIH BLIIENHTH He-
CKOJIBKO CTONGLOB (CTPOK) TIOAPSIL, TO Tepesi HUMH BCTABASETCS CTONBKEO
CTOABIIOB (CTPOK), CKOTEKO BLEIEHO.




Ui BCTABKH B TAGAHILY HECKOMBKHX
sTUCeK HyKHO:
1. BelieuTh HeOOXOMMMEIN JHATIASOH

sAveex.

2. Bunonuurs Inasnan = Aueinu =

| Bemasumy = Bemasumb auetixu.

3. BuGpath B cncKe nepekmouaTeneit
okna JloGaBienNe sueek HyMHLI
(puc. 3.35).

Pyic. 3.35. Beraska nycroro ianasona 4. Bribpats knonky OK.
seek Tipy BLIGope nepekmiouaTens sueii-
KH, CO C/TBUTOM BHMS BLEIEHHEIe sTuefi-

KH BMecTe co BeeMH SueflkaMu, KOTOpEIe HAXO[ATCS HIKe HHX B HX

LiaX, CHBUPAIOTCA BHIS, A HA HX MECTO BCTABISIOTCS HOBHE MYCTEe SueHKL.

AHAZIOTHUHO NPOHCXOMHT H BCTABKA HOBBIX STYCCK TP BLIOOpE NepeKTiouaTe-

78 STUEHKH, CO CHBHTOM spaso. Bu60p TepexmouaTeNs CTPOKY (CToGeN)

npuBoMT K CKOIILKO UX B

Janasone sueex.

Mo3HO BCTABHTS B TAGIMILY HOBEIe SIUEHKH CPasy BMECTE C HX CONPIKIL-

MM, 1151 5TOTO HY?KHO:

1. BhiienHTE HeOGXOMMEIif IMANIAZOH STUeeK C IAHHBIME.
2. Bunonnm T'nasnas = Bydep obmena = Konuposams (Buipe-

ms).
3. Buibpers nesymo epxiioto srefliy Toro AHATaRoHA e, €ta 6y-
YT BCTABJISITHCS! HOBbIE SIUEHKH CO CKOMMPOBARHIMH JAHHE
1. Bunonmurm, Tnaonas 2> Aucine ~ Bemaasme = Bemaoums cxonis

poe

5. BuGpats s crmcka
oxna BeTanka CKOMMPOBANMEIX sTueek.

6. BuGpars kxomky OK.

00} eawe

oty prosens Tonkko B
npefenax omHOl KHHTH.

ViaseHe CTONOLOB, CTPOK, OTAE/BHBIX SIUCe H HX AHATIAIOHOR NPOHCXO-
JUT AHATOMMHO BeTaBie. JLIsl BHIOMHEHIS! DTHX ONCPALI HYHHO BLION-
unTs Tnaenas = Auedim = Voarumo = Yoarume aveiru (Yoarums
emporu (emonbyi) ¢ nuema).

ujae eauie GHUMAHUC: TDH BCTABIE I DM YA/IOHIN (PATMEHTOR
SRexTyOROR TG 50 GATMEHTAX TWSIIIM, KOTOPLI P ST cABIS:

sores, bopmyn no npasuy. Baro-
napst Taxoii Bce , KoTOpHIe G
‘HAl{/ieHbI TIepeJL BCTABKOH HIIN YAA/IOHHEM, He HMEHSIOTCS.

Ta6muusr Excel 2007

Bhile/leHHRI MATIAG0N SeeK MOYHO NDeBPATHTE B obseicr Excel 2007,
KoTOpHii HaskiaeTcs: Tabmimia Excel 2007 (8 Aanbhefimen Tabmmia). [is
97010 HysKHO:

1. Bumoniurs Bemaara = Tabnuyw = Tabruya.

2. TIpH HeoGXOMMMOCTH HINEHNTL AIPeC AMATIA3OKA SCEK B oKHe Coata-

H¥e TaGMIIEL, KOTOPOE OTKPOETCS.

3. Buibpars, kronky OK.



Puc. 3.36. Tabnuua Excel 2007

TnGnmu maee'r Mﬂum npeumyiecTs 1o cpanuei-mlo © npocTo BhIeNeH-

X,
Tacamnta (pc. 5.36): e

HEM 110 yMOTUAHMIO. B Kas0it xqeﬂxe ek

cxo, npn nankEix TaGaumer, Ko-

Topie Mt o, e ye Kypeop B -

6y10 stueiixy TaGmmer, na JleTe NOSIBISTCS [OTONHNTENEHAS BRIALKA
st paGorst ¢ Ta-

Gauami.
Ecim BhyienTE Mo6yio stuedixy TaGmub! i IDOKDYUHEATE DIEKTPOHHYIO
ALy, TO 38r0NIOBKM CTONG1OB TAGIHIIE B MOMEHT HCUESHOBOHHS! C BKpa-
Ha Homepa cTon10B 1 Gy 1y Ha DKpaHe /10 TeX T0p,
TIOKa Ha BKpaHe GYZIeT BIIHO XOTs 61 Oy CTpoKy TaGmiust.

EcJIM HAuaTE 3aTONHATL JAHHBLIMH CTON0el] (CTPOKY), CIeyIoutHii 3a 10-
CIIeHUM CTONGIOM (cTpoKoi) TaGIMIBL, TO NOC/E BBOJA TIEPBOLO HeMeHTa
TaGauIa ABTOMATUYECK} PACHIMPSETCS.

Eeamm BBecti opmy.ry B 1ioGyio stueiiicy TaGaHIEI, T0 OHa ABTOMATIHNECKH
ckommpyercs: Bo Bee siedik aToro cTonbIA, KOTOPhe BXOAST B Tabmumy (Ipu
yexopun, uro B oTOM cTonGue Tabmmys: Her APYruX Aanukix). Ecn Bpectn
bopmyxy B moGyIo stueiiky cTONOLA, CTEAYIOIIEro 58 MOCHEAHHM CTONGLOM
TaGmumg1, 7o Aueliki 5TOro CTONOLA, KOTOPbIe PACTIONOsKeHE! psfioM ¢ Tatmu-
Iieii, ABTOMATIYECKH BOSAYT B cocran TaGMIEL i (OPMYIa ABTOMATIUECKH
‘cKOIMpYeTcs! BO Bee oTH ek,

Ecami yeranoBuTs MeTky qmaskka Crpo-
Ka wroros B rpynne Iapamerp: cieit
TaGmi Ha BKnagke Konerpykrop, k Tat-
mme aBToMaTIECKH 106aBAsIeTCs CTPOKA

(puc. 3.37). Bui6pas
sueiiKy 9TO CTPOKH M OTKPHB CIIHCOK,
(03KHO BCTABHTE B 5Ty siveiiky GopmyIy ua
CIMCKa JOCTYMHEIX (JOPMYJI: JUIA BRIUMCIIe-
HHSI CDJTHEro APH(METHUECKOTo uHCen B

Tekymiem cronbie TaGIMUBL, MAKCHMAITE- e
HOTO 11 MUHMMAIBHOTO B/ICMEHTA, CYMMBI B
uap.
Outers YIOGHO BCTARISITE HOBHIE Sk Pyc. 3.37. Crpoka uToros
»Tabmumy. & Ta



oot sofasyem. & Tafame Hanun cronGen (cTpoky) cnpasa (HusKe) o

cpenath ¥ HAUHHATE BEORNTS AaHHHe. Ho-
DIl exonGen, (erpoe) apoaTieciat AoGaBes % Tatmwne. Tipw Boranwe
HOBOTO CTONI01A ABTOMATHYECKH BCTARJIAETCS: ero Hasparue Cronten1, CTon-
Gen2 1 T. 1. ITH HASBAHMS! MOYKHO DM HEOOXOMHNOCTH HIMEHNTS 1A Goniee

coneparareme.
TOGE! BCTABHTS ¥ HOBBI cTonGer (c'rpclcy) B Ipyroe MecTo Taﬂmﬂlbl, MOXK-
rexcyueit xy Y

HOToPOT® HYsKH0 BCTARITS HOBKIH, GTHDAITS KONTEROTH0G MO #10f SUciiNE
H BHIOJHNTE COOTBETCTBYIOLIYIO KoMaRAy. Tlocie BCTABKH HOBOTO cTon0La
(crpoku) Tabima anToNaTIseCK'H! pacimpseTes.

V) ) s TaGmsr .

KuurH?

Kai yapumere s it srisREt Lo Amaesowss woeer?

. Kax coaars o6sext Tabmuma Excel 20077

Kaxue npu

Kok Maako Bhecre QOPAyILE 30 Boe el crobtia TaGam M crons:

ua, crieyromero sa TaGmuedi?

14°. Jlns uero x TaGmume foannsior CTPOKY WTOroB? Kakie BOSMOIKHOCTH e
enonsoparus?

15°. Kak BeTaBuTS HOBEIe CTONGIE (cTpokn) B TaGmmy?

@ BsznonHuTe 30aHUA

1°. Orxpofite yrasanmw yunTenen Gaiin (ranprnep, Tema3\3azamus 3.4\06-
paser; 3.4.1.xlsx). Tlo6aByTe B KOHTle KU JIHCT C HINEHeN Yvennm lﬂ-x
wnaccon, Tlepenenyitre mict Juerl un Yuemnar 10 A, nicr Jer2 —
Yuenuxu 10 B. Ckonupyiire e Yuenniu 10-X KIACCOB Toce JHCTa Ve
miku 10 B. Coxpamure KHUTY B cobeTBeHHOft nanxe B Qailne ¢ HMeHeM
yupamuenye 3.4.1. xllx

¥ 2¢. Orxpotire yxasarusit yusrenen daitn (sanpunep, Tema3\3anamus 3.4\06-
pagen 3.4.2:xlsx). JloGaskre b KoHNe KiHTH vt ¢ Muerien Tlepusilt kaap-
o, Hepemuenytte muor Jncrl ws Sisape, mor Jiner? — s Genpars,
et Jlner3 — i Mapr.
HCTON. Caxpm(me KHNTY B COBCTBERHOI TIaTTKe B Qafiie ¢ MMeHeM ympas-
neme 3.4.2.xlsx.

8. Orwcpoiire ykasasnsilt yusreren it (sanpiwep, Tema3\Banamms: 3.4\06-
pases 54.5lex). Borapire oRoMOULL A Bho%A TPUOWIGH BHpH 58 Nl
CenTSGpE 1 OKTAGPL. BeTaBiTe CTPOKY /1A BBOAA AAHHBIX ellie OHOM GUp-
Mb Mesxzy Aammsivm 11 i 111 GUpM. BANOMHITE HOBLE CTONGIE H CTPOKH

RaNEHNG, KoTODHe Haxomes B Gaiie Tewa3\Banamus 3.4\oGpasen
3.4.3.docx. Coxpanime KUKy B cobCTBeRNOH manke B Gailie ¢ HMereM
ynpasksente 3.4.3.xlsx.




@ 4». Orxpoiire yxasammsit yunrenen gaitn (ranpanep, Tewad\Baxanmis 3.4\06-
pasen 3.4.4.xlsx). BerapkTe cTO/IONE 415 BBOAA BPEMERH, IOTPAUEHHOTO HA
MpUroTOBeRie ROMAIIHEN® 38AAKHS 5O FTODHILK I UeTpepr. Berapire cTpo-
KY U1 BOOF AAKHX o6 CULC ORHON MpeNETe, COXPRIITC KIITY b cob-

e ¢ nenent
5. OTkpoiiTe yrasamHL yunTeNeN (il (RaNpHNep, huxs\:;mnm 3.4\06-
Pasen34.5:xlex), Ha mmore JICT SLASTITe JMATSSON il ¢ KARELNE
npenpaire ero  Tabmmy. JloSanse k TaGmMIe GOPMYIIL, o KoTOpH!
JieT BEIUHCIIEHO 0Bl KOMMYECTBO HACEHNS B KaXAOM 1o npune)mnuux
‘obnacrei yxpmmu TioGassre k TaGmme CTpoky HTOroB. B 70it cTpoKe
awoft Keero-
cenenus B ykxzmﬂnux oBnactsix VKpauuLL. COXpARNTe KHUTY B COG-
Lttt B atine c unenem ynpasmenye 3.4.5.x1sx.
6°. Oxpoitre yiasasmLlt yunrenen dajin (nanpunep, Temad\Banamis 3.4\06-
pasent 3.4.6.xlsx). JloGassre  TaGiIe CTOTGEIL A IEDEBOTA NeraGaiiTos b
Gurei. Berasire 5 TaGmuiy c'l‘n}ﬁel.l ‘nepesozia ueraGniern B KuIOGAMTEL
JloGasbre k TaGmue CTPOKY, & TaKse BeTaskTe BHYTPS TAGIHMILL ABe CTPO-
Kot A3 HepeBoRn B ApYTHE SAMHNIEL  Seperta e Tpex AR A
ABOHEOTO KOAa B Bano; W CTpor.
O pnms s s ol ol e b ek S A g A
3.46.xlsx.

@ 7+, Orxpotire ykasasmubli yumrenen daitn (sanpunep, Tema3\3anamus 3.4\06-

pagen 3.4.7.xlsx). JloGanste i TG CTONGEI, JUIst BITCICRTIS 0GbeNa
[oGaBrTe K  BCTABb-
™o yrpl TASIUISI TP CTPOIGH H17 ARELIX el 0 USTLpex TRNOYTOIL-
Ban cronist 1 eTpoKi.
xpamm Kunry B sk s aiize ¢ MMeHeM ympamHeHHe
347.xlsx.

3.5. 6.
" ee 0GbekToB
i

Tekcta?
3. 410 TaKoe CTML OGbEKTA? [1A HETO U KaK YOTAHARNMBAGTCR CTUTEB0

oopmriete 0GbeKToB?
4. Kaidre Crolicrsa UMeloT sieiika, GTONeL, CTPOKa SMeKTPOHHON TaGIML?
5. s vero opm: Kax ok gtinon-

TaGmms
VIHOTAA LIMDUHBI CTONGTIOR (BKICOTHI CTPOK), KOTOPEIe YCTAHOBJIEHE! 11O
YMOJIUAIHIO, He XBATaET, YTOGH! TIOTHOCTEI0 OTOGPASHTS COTIEPKIMOe SUeK,
1 HAOGODOT, /LISt GOJiee KOMIAKTHOTO BI/R SATIONHEHHO! UACTH TAGIHIA!
mupuRy cronbion (BicoOTY HekoTo-

PHIX CTPOK).
JInsi YCTAHOBKM HEOGXOJMMBIX SHANCHMWIi UIMPUHEI CTOJIGUOB (BHICOTHI
CTPOK) MOYKHO:
IepeTsiHyTE B CTpOKe (CTONGKE) Honepos cTaGiios (cTpor) npasyio (k-
HIOI0) rpaHHIy (cTpoxu) wm cron6-
1108 (CTPOK), tImpHHY (xuwry) omoce o ysasm e (yMeHmerb).
*  BLIIOJHUTE TAKOH A/TOPHTM:




1. BuGpars mpoussonbHyio sueilky
OAHOTO CTONIBIA (CTPOKH) WM Bb-
JCMUTE  HECKONBKO  CTONGLOB

(cTpOK)
2. Bumonums I'naenan = Hueinu =
opmam = Hlupuna cm
(Bricoma emporu) (pic. 3.38).

3. Boeern B nose llupuna cronoua
(Boicora eTpoku) okHa, KOTOpOe OT-
KDHUIOCh, HeOGXOMWMO® SHAYeHME
IMPHHLL CTONGIA (BLICOTH CTPOKH).

4. Eubper. cnonxy OX.

Tipoue Torc, aad Yormumosial fiiso.
ey sRacand MHpHER cTond
MOXHO: —_—
* /IBaKOLI WETKHYTE B CTPOKE HOMEPOB Py, 338, CriAcoK KHorKu opmar

Croniios BA npasoii rpanuIe cToNGIA
MU BHIEIEHHOTO AMATIA30HA CTONIGLIOB;
sumomimnTs I'nasnan = fAueiru = Popmam = Aemonodbop uupuns
cmonGya (1ocye HT0T0 WHPHHA KEHIOTO W3 STHX CTONGIOB ABTOMATHYE-
CKM CTAHOBMTCS! TaKOI, WTO JAHHLI BO BCeX sveiiiaX oTOBpajKAIOTes I
HOCTEIO).

Ec.1 3ANI0/HENA JOCTATONHO GOJILIIAS YACTE BICKTPOHHO! TAGIMIE H He-
KOTOphie CTONGIIE! (CTPOKH) BPEMEHHO He HY’KHEI UIst AGOTH, TO HX MOJKHO
CKPAIT, Buens X u sunomms Laaonan = Auedsu => Dopuam =>
(empore) (pu. 3.56).
MoskHo Takoke BpEMEHHO CKDHITh LeJble JUCTH, BRonuis I'nasnas

nas = fuetixu = Popmam = Cxpbims unu omoGpasums = OmoGpasums
emonGyb (emporu, nuem) .
Bumonuus I'nasnan = Aueiiu = Gopram = Ifem Apnwuxa = ovi-

6Gpamy MOYKHO ADYTOii UBeT SPIILIKA JIHCTA MK
TPYNIIbl APJILIYKOB JIMCTOB..
sueex "

TIpy (pOPMATHPOBAHMH STEeK HJEKTPOHHON TAGIHMIB MOKHO YCTAHABIH-
BaTE:

© rpAHMIE SueliKH, MX BT, TI UM W AD.;
 1Ber Qona sUEHKN, IIBET 1 CTITL Y30Pa, CTIOCOOK! SaTMBKH 1 AP.;
 SAIMTY SUeliKH, PEHIM CKLITUS GOPMYIT;

*  QOPMAT UHCJIOBBIX AAHHBIX (UMCIOBOH PopMaT);

* SHAUEHUS CBOICTB CHMBOJIOB B nueune- wpudr, cTwn mpudra, peswep,

eHTAIUS, PACIIONOsKeHHE

JIist 5700 MOJKHO HCTIONLIOBATE HIEMEHTH! ynpanienus rpyrm Hipudr,
Bripasmupanue, Uncio, Crim, Auediion pyaiki Tnasmas wa Jente wi
OJIeMeHTE! YTIDABJIEHINSI, PACTIONOKERHbIE Ha BKIBAKAX OKHa DOPMAT SeeK.
OTKPBITH 9TO OKHO MOJKHO, ncﬂonlszyﬁ Knom(y OTKDBITHSI JINATIOTOBONO OKHA
RS T e——g e



(Cucrews oBpaGon AakX, rpedCTaBNeHLX B TRGTMIEX

Yucnossie Gopmarst

L sicex  SGHAX. OO YCTAIOBTL PASHLIS DI X IPORCraBe-
3.39):

PUC. 3.39. TIpUMephi YCTIOBbIX hOpMATOR

DopmaTHpOBAHIE He MIMEHSeT JANHEIe B IAMSTH KOMIEIOTEDA, &

ma sueiie.

Pealibioe SHAWeHMe IAHHEIX MOKHO VBHIeTs B CTpoke dopmyl,
3.39).

JIst yCTaHOBKH (DOPMATA YHCIIOBHIX AHHBLX MOYKHO:

1. BhijienTs Hy)KHEe steilKi.

2. OTKpHITE OkHo Popmar srueek (phc. 3.40).

3. BuGpars Hysxubiii (opvar Ha Bksazke Yneno B crmcke UncioBsie
N

5 BriGpars kHomky OK.
Dopmar OGui sBIsIETCs POPMATOM 110 YMOTUAHNIO. OH WCTIOME3yeTs:
(CTABNICHIS wicen B GONBUIMHCTBE CIYIACE TAK, KAK ORI OELIN BBe-
Jensl (sueitkcn B4:BG na pic. 3.39). Ho eca LMpHHA SUeHKH HOAOCTATOUHA
Haa crofpesuenies wneas, KoTopos WO G kNSRS, 70 HeALo Mazia
‘mopaoTCst Buge (smeiika B6 ma
P, 5.09), & Seearaniesin ADOGK Y ATRToA & TAEMS MOrYS TOSASATECR B
9KCTIOHEHIMATEHOM
@opmar UNCI0BO HCTOE3YeTCS! JULST NDE/ICTARNICHHS! WHCIA B BHAE ecs-
THuHOl ol C4:06
Ha puc. 3.39). DTO KOMNYECTBO YCTARABIHBACTCS KA cuerwmke (pHc. 3.40).
X HC0 3 #r9afoe et WARLIT ReCTERCRAX SAKCN, TOM IPQIYESoTDs-
HO npu Gyzer ynsME
Gate, a.ory B Oyee mipyHee
Takske B 5TOM (oOpMATe MOYKHO yeTa-
HOBHTH JIMTeNb TPYNI PaspsiioB
(K218CCOR) B BUJLe TIPOTYCKA MeSKY TDYIl-
A 110 TPK MG B Nenofi YacTy uHc-
718, A TAK3Ke OJIMH W3 YETEIDEX (OPMATOR
IIpeJICTARIEHHS! OTPHLATEILHAIX WHCET:
* TpaIMIHOHNOE Mpe/iCTABENHE OTDH-
LATEJILHOTO YHCIA CO BHAKOM MUHYC;
B BIJIe TIOJOKUTEILHONO YHEA Kpac-

HEIM 1{BeTOM; )
* B Buge uncna B
KPYTJIEIX CKOGKAX; Puc. 3.40. bopuat Yucnosoi



© B BUJe MOJOKUTENLHOTO uMCNA
KPACHBIM IBETOM W B KPYLJBIX
CKOGKAX.
@opmar JleHexHBIl HCTIONL3YETCH

IS JICHEIKHO CMHNLE, KOTOpoe
3 cmicka
(suedixn DA:D6 na puc. 3.39). Pasje-
Jiexue Tpymn  paspsfon (icnaccos)
VCTAHABIHBAETCS! ABTOMATHYECKH.
@opwar Jlata (puc. 3.41) HCIOJL3YeTCS AJIst IIpeACTARIICHHS! YHCIA B BHAE
nars onpepenentoro Tuna (seliku F4:F6 na puc. 3.39). Tumi, oGosHaven-
Hble 3Be3JIOUKOfl *, H3GMEHSIIOT CBOM B/ NPH M3MeHeHHH (JOpPMATA TIPe/ICTaB-
Jnenus naTH B onepamuonsoi cucteme (Myex => IManens ynpasnenus =
. =

Puc. 3.41. Gopwar Rata

B Qopmate TIponenTHEIi JARHbie NDEACTARISIOTCS THCIIOM, KOTOPOE SIB-
Ha 100, co sHakoM %

H

MaT umcen B siveifkax
e néner (iofon KA:KG e prc. 3,59, Do oropaaroren 1o o,
KaK BBOASITCS. ECIH uMC/A TIDESiCTARNCHE! B 5TOM (JOPMATe, TO HAZ HUMH
NO3HO BBITIO ST OTIEPALIHIL I KAK HaJ UHCIIAMIL, H KAK HAT TOKCTAMI.

etest
B Kore (sweiik HA:H6 na puc. 3. 39)
Dop!

war oT popmara Tew, 4To OTPULE-
TenbHbIE YNCNa ABTOMATUNECKW NPE/CTABNSIOTCA B KpYITbix CKOOKax 663 ahaka
MuHyC (suieiiku E4:E6 wa puc. 3.39).

B popmate [laTa 6Ce faThi COXpansIoTCs & EXcel 2007 Kak HATYpafibHbie SUcna.
CHeT BpeMeny HauuHaeTcs B Excel 2007 ¢ 01.01.1900 910/ AaTe cooTseTCTRYET
uvicno 1. Kaxgoit o
05.011900 5, 03011900 - 3. - 06.06.6006 - 88 674, - 01.08.5010 . 40 425
TaKoe NpeACTABNeHe AT NO3BONFET BHINONHSTE ONEpaLN HAZ HIMM. TaK, Konuie-
T8O [iMeil MEXy ABYMSi fATaMU ONIPEAENSeTCs Pa3HOCTHIO YGE, KOTOpHe COOT-
BeTcTByloT 9TUM AiaTam. Hanpumep, paanocts 01.09.2010 — 01.01.2010 Gyaer ei-
HCTSITECS TaKiM 0Gpasom: 40 422 — 40 179 = 243,

Crucok (ace b )

K 1A BLGOPA OHOTO 3 nepe-
uMCReHHEIX (OPMATOB, @ TakKe COSHAHUS CBOBro hopMaTa. LISl CO3ZIaHusi CBOBro
$opmata
oG o ero weoGxonue vacou. Hanpimvop, Moo coazats dopuar (G-
Hii]#,07 “C”[KpacHsii]-#, 00" ‘C”, 5 KOTOPOM YaCTh Nepef, TOHKON G SanFTON 3a-
BROT hpabine TOGpaXGHA HOOTEMUATaN st avcan: [OHMAT#, 0" 'O - LpaT Bt
BOJIa CUHWIl, Lienas 4aCTh — Kak BBenv, 8 APOGHON HaCTH OGRSATENLHO IONKEH GhiTh
TONLKO O/IH 3HaK, OKONO YYICa BLIBECTU TEKCT *C, OTAENHHIH NPONYCKOM OT Yucna,
a acTb N0GTE TOYKW G SANATOM — NPABUNO OTOGPAXEHNS OTPULATENbHAX HMCen:
[KpacHBii]-#,00” ‘C” — iBeT BLIBO/IA KPACHI, SHaK MIHYC Nepes YCTOM, Lenast
4aCTh — KaK BEENV, B APOGHON 0GSI3ATENBHO Ba 3HAKA, AANbLLE TEKCT KaK 1 ANA He-
OTPULATeNbHbIX KGN

ECnu 3T0T (GOPMAT NPUMEHNTS K Selike G COIEPXUMBIM 25, TO MOAY|MM CUHIM
wgeToM 25,0 C, @ eCn NPAMEHUTE ero K suelike C CORePXUMBIM -21,436, To nony-
MM KPACHBIM LBETOM -21,44 *




mm—nlv*n_

Ha pucynke 3.42 npuBejieH CIUCOK UHMCIOBBIX

Bictagki TaapHass. TIDH DTOM SHAUCHHS CBOHCTE | s
KA%I0T0 13 HIX GYAYT YCTAHOBJICHE! T, KOTOpbe
onpenieners! o ymonanmio. Komarza Jipyrae wic-
JNoBBle (POPMATHI BTOIO CIMCKA OTKPBLIBAET OKHO
Dopmar sreek.

Kpome Toro, rpymna UHeio cofepskiT Apyrie
CPJICTBA YCTAHOBKH (JOPMATOB €O GHANCHHSMH WX

-
=
oo
CBOMCTE 110 yMOTAHKIO: ] wama
D
%
%

Arraes
——
e

e cnucok kHOMKHM DUHAHCOBBN QopMaT uMcen
$ - COJICPIKHT KOMAHJIBI YCTAHOBKH (HOPME
c

Arammat o
Bowmitiie

M JIleHeKHOM eJIMHMLIbI;
kuonka Mpouentusii popmar * npexuasuave-
A 15 yeranoBKH opmata HponenTipi;
KHOMKa (OPMAT ¢ PASKEHTeNAMY M| TpeHa-
SHaueHa JUIst yCTaOBKH opMaTa dUHAHCOBELL
¢ MpONycKaME MexTy Tpymuam paspajon |yof Sae——

¥ Gea
KHOTKA ¥ BeuuuTs 2 s e o
eHA JUTST YBEJNUCHNS HA eAMHMIY KOMHYeCTEa
JeCSTHUHEIX GHAKOB TI0Ce 3ANISITOM, A KHONKA Py, 3.42. CCOK nons
VMeHBIIMTE PAspAHOCTE @4 — /U1 YMEHbllle- Yucnosoii popmar
s,

e

e
ey

Bripasuupamme, mpngr

Tlo ymomuammio usena B dopmate TekcToBkI BLPABHMEBAIOTCS B suelike
110 JIeBoMY Kpalo, B0 BCeX APYTHX (JOPMATAX — 110 MPABOMY Kpao. TeKeTE 110
YMOJIAHHIO BEIDABHHBAIOTCS 110 JICBOMY KDAIO.

Jlnst naMenenust aHAveHHi CROCTE REIPABHMBAHNE 110 TOPUONTAIH, BEI-

‘Texcra, opHenTa-

IMSE WNCEIT I TEKCTA B STEHKAX MOJKHO HCTIONIE3OBATE DJIEMEHTEI YIIpARIe-
Hust rpynn Beipanmusanue nicnain Inasnas na Jente i pinagin Boi-
paBHHBaRHe OKkKa POPMAT sTeeK.

Ha BKaKe —
Dopoma e ucoms yeranommn e, [
KHe SHAUEHWS OTHX CBOWCTB (pHC. |~ o
343 = ° 2
BHIDABHMBAHME 10 TOPHSOHTAM: | =
no snavenuo, no neeoxy Kpaio, no
yenmpy, no npasony xpaw, c sa-
noxmenuex, no uwupune, no yenmpy
6videnenus, pacnpedenennviil;
BEIPABHHBANNe TIO BEPTHKAIN: 70

6epxHeMy Kpaw, no yewmpy, no e
nudcHeny Kpaw, no evicome, pac-
b amenints Puc. .49, Bk Bupamsane o



no caosan, wiupuns, obzedune-
nue sueer;

¢ WATPABTERe TeKTR: 10 KONTIERCTIY, CASa NANpASS,CTPUSA NGRS

. 00 yeaon n° (n om
3090).

Ecn sHAveHHe CROMCTEA BHPABRHBANNE 110 TOPHAOHTAIN DABHSICTCS 10
2€60MY KPAI, N0 NPAGOMY KPAIK WIM PACTIPEDeneHHbLIL, TO MOKHO ellie yeTa-
HOBHTE OTCTYTI OT Kpas STeiKH.

Tloca JEreionss amaema Giclcia gk TgpaioCiTi il A
san rexcr b sueiixe ecu ero -
e opRE elkn; A Hoco peTaRDR SRS Gemonodep VPN

i TIPU KOTOpOM pasmep

pes
wpudra ueckn uTO6H!

oTobpaskeno B suelike B ofHy cTpoky. TIpH VBe/UUeHUH MUPHHE stueiKu
PAIMEP LIpH()Ta ABTOMATHECKI YBEHHBAETCS.

Hisorsa yzosuo KoTOphie 00p AmMAnasoH,
oBnemumTE, B OmHy seliky. B Takylo obLenuHennyIo sueiiicy, Hanpuyep,
MOYKHO BBECTH TeKCT BAr0JIOBKA TAGNIH! WIH HECKONLKUX CTONGLOB. Jinst
IO SEHiKH HY?KHO BELI/INTE 1 YCTAHOBHTE METKY (JI)KKS ofbe/MHeHHe
staeex. TIocJle TAKOTO O0TCMHEHIST BCe DTH STIEHKH OYAYT PACCMATPHBATECS
Kk OHA seHiKa, AIPECOM KOTOpOli SIBISIETCS aXpec BepXHeil JIeBo 13 HIX.
JlansEte, KOTOPhe GBI B SeliaX K0 00he NHEHNST, KpOMe BepXHeii Jienoi,
T1p o6ke e RMN Gy YT yTepsik. TloaToMy HenecoolpasHo ek CHAYATA
OGLe/UHITS, A 3ATeM BBOANTS JAHHbIe. PeJAKTHPOBAHHE W OPMATHDOBAHIE

ii srelin 1w ‘TaK K, Kak ¥ 0GB
HOi stueiiki. OTMEHNTS OGBEMHEH e SYeeK MOJKHO, BHOPAB DTy Sueilky 1
CHSIB METKY COOTBETCTBYIOIIEro qiaskKa.

‘Buatenyte CBOJICTBA OPHEHTAIWS YCTAHABIMBACTCS WIH BHGOPOM KHOMKH
TexcT, mIH TI0BOPOTOM MON3yHKA Ha/IHCH, TIN YCTAHOBIEHNEM YIia T0BO-
POTA B TI0JIe CO CUCTUKOM.

DremenTel ynpanerus rpynmei Bepapmusanue sinagkn Tnasnas ma
JleHTe NIpe/IHASHAYSHb JUIST YCTAHOBKH:

* SHAvEHMWIi CBOYCTBA BEIDABHMBAHME 110 BEDTHKAIN: N0 6¢PXHEMY KPAI,

N0 HudACHEMY KD -
* sHaveHuii CBOMICTBA BHIPABHHBAHME 110 TOPHSOHTAIM: 110 IC60MY KPAI, N0
yenmpy, no npasoxy sl

« anavenmwii [, puc. 3.44);
@] % osws .

P Jen0 nporvs wacoscd cpese

B i |

% Tewr no wicoeod cpeme ji‘ LA ]

[P T— [ —

4l Noperar venc sep a OEyeaNHTS Do CTDGKEM

15 Dowepryn rexcr mas | Wl otpemnvy meiln

B2 gooust mpsernsnn erien Gl e ofipesmenie maeex

Puc. 3.44. Komanzl yCTaHoBKu Puc. 3.45. Komanibl 06beHenms siueek:

3HaueHmit CROMCTEA OpHeHTaLms W PacronoxeHws TekcTa



VMEHLLICHHONO (YBEUNEHHORO) OTCTYTIA O pAHMIL AMeliKi (koMKW
¥ I coorpercTBenHO);
posxunda Heperoc Tekcra b sraediice (xomca |ERTNBAMOETRRETA ).
DESKHMOB O0LEHERIIS AUECK H OTMEHEI OTHX PEAKUMOB (Pic. 3.45).
Drementanu ynpanzenus picnamcn Wipugr oxia Dopmar ek wi
rpynms: MIpdr Bicnazku Tnapras 1a JeHTe MOXKHO 3874Th SHAUCHHS TAKHX
CBOJCTB CHMBOJIOB TeKCTa JIH UHCIIA B styeiike: IPHT, CTHIIS HAYePTAHMe,
pasmep, 1ser, moepiuBaNIe 1 K.
CONEpIKHNbIM selHicH eCTI, TeKeT, 10 CTAETLHLN €ro CHMBoNAM

MOJKHO TIDHCEOUTS pasHbIe sHAYEHWst CBoficTs. HanpuMep, MOXKHO B sueiike

nonyuMTE TeKeT, TakuM o6pasom: npu.
et Takoe OPMATHPOBAHME MOKHO BHIIONHHTL B CTPoKe (GOPMYI HIH B
camoii sueitice. ECIH COTepMMEIM STUeHIH €CTh YHCII0, TO TAKOE YaCTHYHOE
OPMATHDOBAHIE OCYIIECTEHTE HOIL3S.

T'paBmuml, 3aIHBKA, 3aUMTa

Ha piniazke Tpamima oxa Dopmar sueek (pic. 3.46) MOKHO YCTAHOBHTS.
TaKHe SHAUCHHS! CBOICTB TPAHHI, SYeeK: HAIMUNE BOEX TPAHMIL HIH TOTBKO
OTAEJIBHEIX, THI H BT JHHHI IPAHHIL.

‘BuaveHNS! CBOICTE rpaHMIT KHOMKY

o cnmexom Ipamvgs |7 (e naspa-

HMe H BIJ{ UIMEHSIOTCS B 3ABHCHMOCTH (== s ——— s

OT MOCHEIHETO YCTAHOBCHHOTO BHa- | 7 s o = o o

emns oToro cpoiicTsa) TpymmE | - &

Tlpugr sxnagxu Mnasuas ua Jlenre. =_ =

Cpean crucKa KOMAHA DTOf KHOMKH

€CTH TAKIKE KOMAH/IbI BEIIONEHHS! pe- -

JUMA DHCOBAHNS M cTHpAHMS Tpa- | |~ ¥ &

HHI, KOTODHIX HeT B okHe dopmat | .

sueex. R S
VICrIOMb3ySt /IeMeRTE yIpABIeR s =

BKAKH 3aTHBKa OKEA DopMAT sTe- (= =

ek MM KHoMKy co cruckoM Ilser sa-
mmscnr (90 rpynmer Hlpuepr Brcnamion
Tnapnast a JlewTe, MOKHO YCTaHO-
BHTH 1BeT (poHA sEHKH, CrIOCO6 3a-
MBI, Y30 1 €TO WBeT.

Puc. 3.46. Brnaska [panuiia oka
‘®opmar sueex

Ha SKrauke SatuMTa o GODMET NESK UOXO YCTZHOBMT, WIK OTEHT:
[ pexumy saumra sueek ® T
AS9 TOro, 4T0Gbl 3aLUMTUTL AaHHbe oT NSCHNKWONuDDmNNOI’D U3MeHeHns), a
CKPHITE OPMYN — 1Sl TOTO, HTOGHI AHHEIE He 0TOGpaxanvics B CTPOKe GopMyA.
179 YCTAHOBKW DEXMMOB 3ALTHI 1 CKDHITUS HYXHO MIOCTABTh METKI COOTBRT-
CToyiouYX (Gnaxkos: SaUMALOMaR MOHKS U CKpbITH bopMyni, oiGpars
KkHonky OK, nocne vero
AMCT wn TnasHas => Swediku = POPMAT => SAUIUTUTE JHCT. e Do
MG, KOTOpO OTKPOSTCA, MOXHO YGTEHOBHTS NZpOTl A1 CHTHS POXAOD Sal-
14 U CKDHITUS, & TAKKE YCTAHOBUTE PA3PELLCHUS Ha ONPEALNIEHHEIE ONepaLM Ny
e pa




Henonszosanue cTuiei

Kax Word 2007 u PowerPoint 2007, Excel 2007 umeer onpesieensiii
cranapTHELE HaGop CTHIeH, KOTOPEIE MOMKHO HCTIONL30BATE /1St POPMATHPO-
BaHNS OFHLEKTOB B/IEKTPORHOH TAGIHIIEL DTOT HAGOP MOHO ONONHATE COG-
CTBEHHOPYUHO PaspaGOTAHHEIMM CTHJISMM, & TAK)Ke MMIIOPTHPOBATE X U3
JAPYTHX OTKDHITHX KHHT.

JL1st IPUMeHEHMs! CTHJS HY’KHO BLUIE/IUTS MATIABOH SU€eK, oS
T'nasnas = Cmunu = Cmunu aseex 1 BLGDATE OMH 13 CTHIeH CI1H

Eenu 1a mmcre ects, TaGmima, Texymeii oy
sumomms I'nasnas => Cmunu => Gopmamuposams xax mabruyy W B
Gparh O/ U3 CTUEH CIUCKA. BAMETHM, UTO BTH CTIUIH HIMEHSIOT TONEKO
SHAUEHHS CBOMCTS WPHAQTA, TPAHHIL 1 3ATHBKH. DTHM 3Ke HeHCTBISMH MOYK-
HO it quanason seex B TaGmumy u
BLIGpaTH et

Konuposarue 1 0uMCTKA (BOPMATOB

DopMaT sTUEHKH MOKHO TPHMEHTITS, K IPYTHM seiikan. Jist TOro Mox-
HO HCTIONE0BATE, Kak 1 B Word 2007, kHOnKy PopmaT 1o o6pasiy _f rpyn-
et Bydep obmena pinazkn Nnasnas na Jlerre.

JUnst KONMpOBAHHSt OPMATA MOKHO TAKIKe HCTIONESOBATE CIICIMATEIYI0
BeraBky:

1. ButenuTs stuefiky HIN JMANAGOH sieek, (OPMATH KOTODHIX HYKHO

CKOIMpOBATS.
2. Bunonuuts, I'nasnas = Bydep o6mena = Konuposams.
3. Buiiennts sveifKy MM JMANASOH SueeK, K KOTOPHIM HYXKHO NpHMe-

s 4

4. Bunonmuts, I'nasnas = Bygep obmena = Bemasums = Creyuans-

nas semasxa.

5. Bokse ClienmaIsnas BCTaka BLGPATE Ilepek TiouaTels popMATEL

6. BuGpars kuonky OK.

JU1si OUHCTEN BCEX YCTAHOBJCHHEIX (DOPMATOB, TO €CTh JUISi BOSBPATA K
OpMATY 1O YMOSUAHMIO, HYHKHO BHUIENNTL sueliku M BemONHUTL I'nas-
nan=

(L) Tiposepsre ceba

: pasmepsr 5 5 a6
2%, Jlns uero npeaasuaueso CKpLITHE CTPOK UM CTONGNOB? Kak BRNOMHHTS
o zieficTBuA? Kak oro6pasnTh CKpLITHE 05HeKTH?
. HagoBHTe UHCTOBbiE GOPMATH.
. Oxspucvepmeylive gopuers: OOyt “ncaosol, lesmnuck, Jlawe, Tlpo-
enTast, Tekerossrit. Kak ycrarosuts ol o>
‘Oxapaxrepusylire opmar DUHAHCOBBIIL.
#. Kax cospars coberpentinili dmpum?
Bravenns B sueliKaX MOKHO
A BRIA7KE Bu'pnlmxna okia Dopmat streek? Kax 970 crenats? Kakre
3 9THX SHAUEHNWH M KAK WX MOXHO YCTAHOBHTE, WCHOMESYR DEMHTH
ynpasnesns JlenTs?
8%, Buauenns wnce: B sueliKaX MOIKHO
i T 5k Do srsons? ik 9o com LY T 5 St




SHaueHIl M KAK X MOJKKO YCTAHOBHTS, UCHIOJIL3YS! IIEMEHTH YIARCHUS
Tewrsr?

9°. Buauenis KaKHX CBOFICTS ueek NOYHO YCTAHOBHTE Ha BK/aKe T'parnis:
oKEa Bopa ueeK? K vTo CLeTaTL? ek MO OTHX SHAGGEIE i Kaik WX
KHO YCTAHOBHTE, HCTIONESYS! BIIEMERTH! yIpasnensi JIenTsi?
10 Db VKA CUSBOTY e NOMIED JUTOHOTE B SERAARE Samiava
K opar usek? Kol oo ieners? Kakie 1 OFX SHRSEEt i Kaik X
0 yoTaBOBITL ety sneNenti ynpasneiia Jewrar?

D i1, mavues nanE CaoBers M ok JNSMLORETS 54 THARERS

O Dopacr wuaeR? Bk 0 GRbaaTe? Kaiie o2 arice Sueemt 1 K x

HOKHO YTAORITL TG eMerT yTpLTEn Mermua

Kax

Kax oo ppmeaey oriuni X cveweras Excel 20077

K&K NOYHO CKOTIHPOBATS GOPNAT AeHH Ha ApYTHe SeiKH?

'KaK OUHCTHTS YCTAROBIEHHble GOPMATE?

@ BunonHuTe saaanua A

1°. Orxpoiive yasasmLli y 5\06-
pagen 3.5.1.xlsx). OrbopmaTnpyiite Tabmmy Ha mictre Jnctl no o6paswy,
TpHBE/eHHONY Ha pHcyKKe 3.47. COXpaHiiTe KHATY B cobCTBeRHOI nanke B
Qelinec musren yapaseieime 351 xlx.

@ 20, Orwpoitre yxasammmit yuirrenen paln (anpuniep, Temad\Bazamis 3.5\06-
pagen 3.5.2.xlsx). Oropmarupyiie Tabmuny na mmcre Juerl o o6paany,
Ipupecuicuy na pucyke 3 3 45 Coxpulme KHUTY B COBCTBEHHO namke B
aitne ¢ HMeHeN ympakHy

b o T AR BN
pasen 3.5.3.xlsx). VCTAHOBMTE B SANOMHEHHMX JAHHBINH SUEHKaX BeK-

‘HHeM OTpHILATE ILHEIX HCe Kpacs
6) 5 cronbue B — Jlenesmsiii, c Asyn: = —_——
i TIOCIIe WHETA, C OTOOPAXERHEM OTDHIATENHEIX UNCEN B KDYT-
X CROBKAX;
Jlata 5 opuate

r) B ctonGte D — TpouenTHEt, ¢ /BYNSA JECATHUHEMH SHAKANH;
) seronbue E - Texcrosbiit:
Pe¥)n cronbue F — DuuAHCORLIH, ¢ TpeMs JeCATHURLIME SHAKAMHU 1 0603HA-
e eapo;

=
]
2

Puc. 3.47 Puc. 3.48




%) B cTONGIe J — CORANHEL BAMI GOPMAT, C OTOGPAKEHHEM MONIOKUTENE-
HAIX UHCe C Tpebsl ACCATHNHAIMIL SHAKAMI 1 TEKCTON K TOCTE UiCIA,
o LTPIATOTLILX ~C ORI AeCATIUILIN SHAXOM 1 TeKCTo
CoxpanuTe KHHIY B COGCTBERHOI Nanke B Galile ¢ HMEHeN yNpaiKHeHMe
3.5.3.xlsx.
(®  4°. Orwpotime ywasammss yumrenen (atin (rampimep, Temad\Bazarst 3.5\06-
pager; 3.5.4.xIsX). YCTAHOBUTe B SANONHEHHLIX JAHHBIMH SueHKAX BJeK-

po) s micre Jlnerd
#) B croie A — UHCI0BOM, C ABYMNS ACCSTINHEINM SHAKAMM, € OTOBpaHe-

6) B crondite B — JleHesKHELi, ¢ TPEMS JECATHINEINT SHAKANI, SHAKOM 0T~
apa TOCTe UHCAA, © OTOGPAIKENHEM OTPHIATELHEIX UHCE B OGHIROM
Buze;

) flama s dopuane ;
1) Beronue D - Tpems
B cronbue E - Texcronsrii;
B ©) 5 cronbue F - dunancossrii, ¢ AByMs: AECATHUHEMY SHAKAMS 1 0603HA-
ueHHeM rpUBHLL
R ) B cronbue J — cosanmkl BaMK qmpuu-. € OTOGpAKeH e TIONOMKHTENb-
HEIX WHCEJT C ABYMS! [CSTHUNEIMIH SHAKAMH 1 TEKCTOM K2 TIOCJIE WHCIA, &
T S O T SRRV TN TR
(:axpmm KHHTY B COBCTBEHTOR TANKe B (aiijle ¢ MMHEN YIDAsKHOHHE

5 Oncpoﬁ'n yiaaamnsiit yusrenen Gaitn (uanpiniep, Temad\3agamts 3.5\00-
pasen 3.5.5.xlsx). OGpasyliTe W3 [MANASOHA SUEEK, SATIONHEHHEIX JAHHEINK,
TaGmumy. BuGepure omus s criuelt opopwneris. Joaskre K TaGmuue
cronGen 10 T u crpoky VIII ypok. Banomaure nx mammbivit. Homerire
o, B narscans raimins ma Comries e Catoasiss Ruars 5 /oot

cTBenHOM TIaNKe B Qaiiie ¢ UMeReM ynpazkHenye 3.5.5.xsx.
@@ 6°. Oripoitre yiasamumalt yurerem el (zapiocr, Tesn\ Baammms 5105
pasex; 3.5.6.xlsx). OTopMATHpYIiTe TaGIHLY B COOTBETCTBIH C OGPASLIOM,

Tpigenaiol ua yeiyas 349, Conpytes Jaesie o “mmora Jnort B
mz. TIpH HEOGXOMUMOCTH HSNEHITe BHANEHHS cmnm e Ha
Tncre Jner ZHAIAzoH SteeK, e, B
Tabameny. Buubopime s Tabanoias crirs, oopuneits Cpeomul emuan
matnuyw 10. JioGassre k TaGumme cTonGen nsi MOACHETA KOMHUECTS:
KO, HAGPAHHEIX KAKAHM YUACTHWKOM TYPHHPA. BANOHITE 9TOT CTOT-
Gert. CoxpaiiTe KHTY B COGCTBERHOf NaNKe B Gail/le ¢ MMEHeM ynpazke-
e 3.5.
7#. Orkpoime TaGmuunii nponcccop Excel 2007. Banomie sueitc niicra
Jlwer] pamsEy 1 sueltku B
SEOpANE s et BS0. Bandimied oo e suelKu Heob-
XomHMBINI , 4TOGH Bee uHCIIa
RO RAYMA Aosiaa s SHABAE. & 5 SRR A5 B
RS TPONeHTOB yeranoBHTe IpONeRTHEI Gopwar. CKOMHpYiiTe sanonHeR-

Puc. 3.49



(Ghcrem oGpaGomn AZHHLX, MpeACTaBNeNHLX B TEGMUEK

y ua et Jer2.
Toeal n Sner, aecjcae ot kpattuid one auros pesiiou yperioe.
Ci

JNeek © ganEbBNT S asace CKpoifTe B HIX QOPMYTLL. Cexpamm
B cobcTBenHol aNKe B Gaiiie ¢ MMEHeM ypasKHere 3.5.7.xlsx.

= TTpax padora Ne 7. TaGum-
nax. Henonssosanue popmya

Bumarmie! Bo apeas padomu ¢ KoNnuomepox cobawdaiime npasuaa Gesonac
HOCMU U canumapHo-euzueRuNeCKUE HOPNH.
1. Orkpofime yasaumbtii yuntesem Gaitn (sanpuvep, Temad\Tpaxtueckas 7\
Damwal 7.x15x).
2. Orpopmarnpyiite suefixn 1a mmcte JIMET] B COOTRETCTBHH ¢ OGDASLION, IPUBE-
ReHHEI B prCyRKe 3.51.
3. Berasbre ABe CTPOKH Hepes Aanao- [

HOM s1ueeK C ZARKBIMM H JBa cTONONA
cnena ot Rero. , o "!""‘ '-":
4. Obsemusme b nepxeit cTpoKe Heol- e P st
Sopiate aveli 1t seo sarore- s
BOK TAGMHIA, KoToph oTBeuaer ee | L M :
orepeatw; Pammiare &0, 1 £ T ~ 2
nenTpy obvemmentoli swefikn, yera- . L A

‘woBiTe mpRQT Vivaldi, kypeus, nod

ueprnymuit, pasnep 16. Puc. 3.51
e criesa ot cronia OGnacTs

BCTABbTE HOPSKOBHE HOMepa oGacTel oT 110 5.

. Miawerire st smera Jler] wa HanGomsmte o6nacTs Ykpamnst. Verasosute
KpACHRLi BT POHA APIEIKE.

7. Cromupyie guanasor sveek ¢ aasins a nsct Jher?. Hswenure s nucra

TloGasire I

o

Jluer2 wa IL
CeNIeHMs W SaTONHUTE ero Wl’
MAT UHCIOBLX MARHBIX DTOFO CT07I6NA UHCIOBOH ¢ TDENs! JlecATHUHEIMH SHAKA-

.
sueex.

& floeneow yoxemmemoml wm o e Tpore camumes; Gromapyiize
10T HCT AMATIASOR ieek ¢ ARk ¢ micra ILI0THOCTS Hacenenu. TloGanh-
7o CrDoKY Betro, 8 KOTopyI® BBSAITe GODMYAL HIA BeTEHEAGRIA oOLieh 10-
mam W obimero ‘HacesIenns. Tipo-
TerTEL B KoOTOHi st TponeRTos

HAceeIA K@XAO 13 ITIX OGMACTeli TIO OTHOMIEHITO K OGIIENY KOMIUeCTDY
Hacenewin » omx ofacrx. Verauonite GOPMET UNCIOBX JNHLIX 9100
cronbua e ero
Poavon; moroptall crmubeTos o7 GopAATe AZYTIE RibeR.

. Cxomupyiire Ba muct Jluer3 AHanasox seek ¢ AarubML ¢ micra TLtoTroers
Hecenennts. Ipeoparine anomieuLl ASHELNI MUAAZOH steek & TaGmy.

s k Tatume orms Temnted ks mnmmum 2
unz Scinkvs muaitano) misies, (rorfioa Wsome, somes Masboaliims Souis
Trpanuss. 00 o T Bep-

©

0. y (Gop:
11.CoxpaRITe KHHFY B CoBUTROTHOR HANKE 3 GARNG ¢ HMOHEN TpOKTHISCHAR Po-
Goa 7.xlsx.



U Gk

3.6.

y B
M X UCTIONb30BaHNe

1. Yt Takoe (opmyna Excel 20077 470 MOXeT COfepXaTs Takas opmyna?

® |  Kakve npasuna ee sanvou?

2. Kaxo¥ BUR MMeeT HOpMyNna JUi BEINMCIIEHHS CYMMBbI YMCer, KOTOpbIe Ha-
XopsiTest B siueiikax A2, BA, C5, K12 aneKTporHoi TaGnmus? Kak setmc-
NUTb CPefHee apUdMeTUHEcKOe YMCes, KOTOPHIE HaXONATCS B OTUX Aueli-

Kax?
3. 10 HasuBaEToR dYHKLWEN? YTO TaKoe apryMeHT byHKLUM? Kakvie byHK-
LAV B 3HAETe 13 KYPCa anreGpH?

But yke anaere, wto opmyst Excel 2007 MoryT cofepskats uncza, Tek-
CTHI, CCBLIKH Ha sTUeHiKH, SHAKH JeHCTBHI (OTIePATOPH), CKODKH M (YHKIMH.
Tlo CUX TOP MBI HCIOJB3OBATH HECHOsKHEIE (OPMYJIEI M He HCIIONL3OBATH B
Hux dynxmm. Ho paske ot Qopmy s

i cnonpoosats gy,  Hanpiep, qmpmym\
ALl

CYMM Syrer mumasems 1ai: ~CYMM (ALIA10). Oriomisiio, 1o mmopas
Qopmyza i ¥ BROIHTCS. npollfe, ueM nepBasi.
Aecm COKHTE A 13 seer A1:A100? TTep-
Bast 113 IPUBE/ICHKLIX POPMY CTaMa Gkl Otk TPOMOAKOH, a BTOpast Hane-

HITACK Gbl MHEHMATTERO.
pone Toro, miorne Bermcrenns B Excel 2007 Boobine HEBOSMOYKHO B~
noMHUTE Gea Qymk. anaveRtIs
KOPHSA, BHAYEHUS CHHYCA HJIM

‘Tamrerca u zp.
Excel 2007 neer nerpoeryto GuGHoTeley GyHKIUHH, B KOTOpYI0 BXOLST
Gonbinte uem 300 pasHooGpasHbIX dyHKIMI. Bce OHM /UL YIOGCTBA TIOHCKA
10 rpymman 3
cKue, JTOTHUecKHe, (MHAHCOBEI, TKCTOREIE H JIp.
Dynkuus b Excel 2007 uMeeT MMSA 1 PeSYITAT, ecTh GYHKIMU ¢ apry-
MeRTAMMH 1 6e3 APryMeHTOB.
DYHKITIH © APTYMeHTANI! PACTIpeAeSIOTes! Ha Y HKIHH:

« comuum aprymenrom, nanpumep KOPEHb;
.c pi KoTOpLIX
npivep OKPYTJL;
.c nanpivep MAKC;

© HeoBsIaATeNILHRIMH APTyMeRTaMi, nanpunep PAHT.
ApryMenToM (YHKIBMN MOAKeT GBITE IHCII0, TEKCT (€10 HYAKHO SAKIIONATS
B ABOMiHELe KABBIKM), BEIA7KEHI, CCHUIKA HA SeHKY M IMANIAON SueeK,
PesyaILTaT APYTo yHKIMM.

TIpu meronb30BasHM GYHKINMH B OPMYJe CHAYATA YKAGHBACTCS € HMS,
2 saTeM, eclit (YHKINS HMeeT APrYMEHTEL, B CKOOKAX YKASHIBACTCS! CIMCOK
ADryMeNTOR uepes TOUKY ¢ aansiToli. EC/u (YHKIMS He HMeeT apryMenToR,
TO B CKOGKAX NOC/Ie HMEHH (YHKIMH HUYero He ylcaauaae'mﬂ Tak B npuBe-
enroii ynie =CYMM(A1:A10) < nmeren
CYMM, aprywenTon koropoli smsiercs ccutnia Ha mnanason seex: AL:AL0,
2 Peay.ILTATOM — CyMMA UHCeJl H3 YKA3AHHOTO HANIA30HA SUCCK.




(Ghcrom oBpaGomn AZHHLX, MpeRCTaBNeNHLX B TABTMLEX

TIpuBeziem HECKONILKO IPHMEPOB MCNIONE30BaKMS GyHKUMIL B Excel 2007

13 pasHEIX © pasHEm pry PAGHEIX THTIOB
(7a6n. 3.6).
Tatnuya 3.6 Tipumeps: nemoxbsoparms dymkmii B Excel 2007
Tpunepw
y
Qymxyuld
ApnQueTICCKili_KBaZpATHE Ko-
BOPEILES) N Dens 13 uncsa seliki B3
" Yucno ua sweitkn C1, OKpyriennoe
OKPYTJICL;3) 2 0 TpeX AecATHUNMIX aHAKoR
CyMMa TaKHX colaraen:
Marenars- Ry
CYMMES; « SaueHNs BHpKEHHS
44/15+3,15"4; 44/15+3,15%,
BC2EL0; | OT1A025% || g i maeiion B6,
KOPEHB(A3)) « wncen wa gnanazona seex C2E10,
* BPMeTITIECKOTO KBATPATHORD
Kopist 13 uncsa itk A3
MAKC®BIOD: 1 0o | Hanbonues s wcen  naasone
Panr umcna (Mecto no BenuuuKe B
cn.vxcl(e) w3 swedixu Bl cpeau uncen 5
s Auanazoe sueex BL:
L e (rperni | Tpemhit aprynenr onpesenser, B Ka-
PAHI(BL; anroaren | KOM TOpsAKe anaGHpOBaTL uHCKa
B1:B20;1) ﬁ:’;‘m B jmanasose seex B1:B20 115t ompe-
romestiati) | ACTCHHS PaHTa: O — B TODSIKe YO
BAHHSI, TPOHIBOTEHOE TONOKUTEITE-
HOE WHCIO IIH OTCYTCTBHe TPeTEero
aprywenra — p nopsxe
ECITH(D5<0; TeKcT ompuyamensnoe, ecnm UKo
A | B siueitke D5
iy 0e"; 3 TeKCT neompuyamentoe, ecni wic-
"Heorpuma- 110 B stueitke D5 se veube nys
TemsHOe”)
Remanmpe- [ yarag o Texymas iara u Bpens
Hasnavenye Kasinoii DYHKINH, HATIUNE APIYMEHTOB W MX KOMHYECTBO,
TR apry; MOXHO B Cipaske w B it
BROZIE mynnuuu B Qopmyay.

PMYIY MOHO

* HenonLaoBaTS CnicoK GYHKIML KoMK Kateropui dyHKL B rpyMIe
BuGmorexa dyHKui s ®opmyas: a Jlente (puc. 3.52);

. Gynryud Py
yuro wn BeiGpars kuonlcy Berasurs Qymeinmo g C-rpoxu opmyxn (puc.
3.52);

* BBECTH (PYHKIYHIO HETIOCP/ICTBEHHO B siueliKy W B rioe CTPOKM opMya.
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Puc. 3.52. T

PaCCMOTPHM JleTalkHee Kax il 13 9THX cTIocoGOB.

OTKHIB CITHCOK OZHOI W3 KHOTIOK KATeropwii (byHKIMIi, MOYKHO BHGpaTS
e ssclzoppa gy, l'[pn R YA s Qs
Tlocne BEIGopa mMeHH
Pyrknun B 'nlcyulym Sy, ASTOMATINIGCHKH DETARTAGICH SRk - (ecmn B
970ii stuelike BBOX (POPMYJIHI eIlie He HAUMHANCS), HMST YHKIWN 1 IADA KPYT-
JILIX CKOGOK, A TAK?KE OTKDHIBACTCS OKHO ADrYMEHTE! (DYHKIMM ¢ NOMSMH
151 BBOJA APryMeHTOR 270l dyHKIMH (pHC. 3.53).

Ecnu pyuxuus umeer pry , TO OKHO

i cpas noneit

s . moa. B oymikatns, WMGoT REICHpORaNHOG KOTHOCTHO ADIY-

MeHTOB, nonelt, a satem, B nponec-
ce monst.

Puc. 3.53.
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Puc. 354 Bun
CaephyTs.

FoJi APryMeHTOM SBISIETCS YMCHO WK TEKCT, TO €10 HYKHO BEOLHTE B
Tose ¢ KaBHATYDHL. EC/IN apryMeHTOM SIBJAETCA CChUIKA Ha AYCHKH, TO ero
MOSHO BBOJIHTE, HITH C HTH BLETTE sveii-
KN C HCTIONE30BARTEM M. JUIst BROJA CCELIOK HA SNEHKH C HCTIONESOBA-
HMEM MBILIH HYSHO:
1. BuGpars kromky Cepryrs [ coorsercrayiomero nonst st BBosa ap-
TyMenTa QyHKII (110CTIe 2TOTO OKHO APIYMeHTEI (hYHKIGN HINEHSeT
CBOIi BHJI: B HEM, KPOMe CTPOKH 3ar0JIOBKa, OCTAETCS TOJBKO 310 1oJie,
a kHomKa CBepHYTS samensieTcs Ha kionky Passepuyrs ).
2. BRIETNTE HY’KHEIe SeHiKH (CCEUTKN HA BH/ERHRE SeKI ABTOMA-
THUECKH BCTABJISIOTCS B COOTBETCTBYOUGe NoJe W B QOPMYIY;

3. BuGpats kHOMKy pry oy
BOGOGHOBJISIET CBOH TP BHA).

4. TIpn HeoGXOZWMMOCTH TIOBTOPHTS WarM 1-3 /LI APYTHX ApryMEHTOB

ymxnmm.

Jins wexotopsix (ymkumit Excel 2007 apTomMaTiecki IpeATAraeT nep-
Biit apryment. Hanpumep, juist yskus CYMM npejuiaraercs naiitu cym-
My uMcen u3 AYeek, JIQHHBIMM, KOTO-
Phie HAXOASTCS HAZ Siuelikoli ¢ (POPMYJION HIH CIeBa OT Hee, €C/H BepPXHHU

30K steek TyCT (cM. pic. 3.53). Kak BCerzia, MOMHO IPUHATS 9T0 Ipe-
JIo3KEeHHe HIIH BBECTH BMECTO 9TOr0 apryMeHTa Apyro.

Tlocste BBOJA B TIOJIS1 BCEX HY?KHBIX APIYMEHTOB (DYHKIIH HEOBXOMHMMO Bhi-
6Gpars kronky OK.

HO APryMeHTS! (YHKIWH COZIePHT KOMMEHTADHN O HABHAUSHN JaH-
HOMt (DYHKILHH W € APryMeHTOB. KpoMe T0ro, BO BpeMsi BBOJA APTYMEHTOB
cnpaa or nonst X GHAEHHS 1 B uacTH oKHA

. Ha nce
it Semisessl Tlag wnyatt Gates, pezanmc SabOPAHES s
aroit @yumnn MOIKHO BHIOpaTh ccumcy CripasKka 10 9Toi (I,
Pyrryui =

mnmum kgl il e rmpiucinc & Crpok dopmya, 10
oTKpoercs okHO Mactep (ymiumii (puc. 3.55). B 9ToM OKHe B CrCKe oM
KaTeropus MOJKHO BEIGpaTE Hy/KHYI0 KATETOPHIO, TIOCIIe Yero B CITHCKE OIS
BoiGepiTe (yHKINIO BHODATE HYXHYIo (pyHKIio. Tlocyie BHIGOpA KHOMKM
OK OTKpHBACTCS OKHO APIYMeRTs (DYNKIMM W JaTbile BBOX QYKL B
popmyxy Bhie.

Moo TaksKe BReCTH QYHKIHIO B QOPMYITY HOTOCPEACTREHHO B SUGHKY
st B nozie Crporw dopmyar. BEOANTS ¢ KIABHATYPH MMena QYKL 1




e iy UEEES) CCHUIKHM MOMKHO KaK MAJBIMH, TAK
) c-.. e o
eome—smewi— || Tlocze BBOKA epBOI GYKBE MMeHH
i (DYHKIMH OTKPHIBAETCH CITMCOK MMEH
By == - byHKIMI, KOTOPHe HAWMHAIOTCS
= ol Syt (pic. 8.56). Baon cnonyio.
5 — meit GyKBbI MMeHH Gy/leT MSMeHsTEH
o crmcok. [l BeiGOpa YK 13 OT-
e =!I kprrroro cnmcka nysxHo men-
o e e J KHYTb HA HMeHH HeOOXOMMOi (ByHE-
MM WIIH YCTAHOBHTS KYDCOP Ha MMe-
HH (YHKIMW (DH 9TOM BCTUTHIBaeT
[—— "= ] e | KOMMemrapuit 0 mHasmauemun oroit
‘Haxxars knaumy Tab.

Pytc. 3.55. Ok+o MacTep dymkumih

Tloczie Toro kak B GOpMyJTy BeTABH-
s gy, sote el o

apry-

BBO-

W oo Gy ho mmy STax spryuermos
ry (puc. 3.57). Apryment, KoTOpHiii HeOGXOMHMO BBECTH
CHCRYIOUIN, BHIEISETCS IOYRHPEHO. APIYMEHT, B3i-
= THIiE B CKOGKI . Kax 1
TIMSSMN - © peLUTYIX CAVUANX, HHCTA 1 TOKCTB ROMIKHE
P i s vl g g b
e, BBOJTE KK ¢ KNIABHATYDH, TAK W C HCTIONL30BAHHENM
S MBI,
o Obpausaen eaute shunanue:
i 1. Tipw BRIGOpe YHKINN U3 CICKA KHONKH ABTOCYM-
==

Puc. 3.56. Crincok
MMeH QyHKLMY
BBOJIE C KNABMATYPH

ma (puc. 3.58), koropas HaxomuTest B rpynie BuGio-
Texa ymiit B Dopmyis Ha Jlente, W
kHomkH CymMa, KOTOpas HaxojuTesi B rpynne Pe-
naKTHpoBanHe BnankH TABRAR, OKHO APryMeRTH!
YHKIMHN He OTKPBIBAETCS, & HAUMHACTCS BBOJ DYHK-
LM HeTIOCPEJICTBEHHO B SIUeiiKY.

2. Cruncox M0G0 KHOMKU rpynmE BuGaHoTexa ymk-

i Brnakn Dopuyast Ha JleHTe COREPIKHT KO- om_ ~
manzy Jlpyrie dysium (pic. 3.58) win Berasurs Eiet
YHKIGHO, BLIGOD KOTOPOIl OTKPHIBAET OKHO Mac- fomree
Tep ymicupii. =
™
[ e
o P pa-
c AR ¢ v omeesay
s uEnoe
Mpmre sm
- Zore b

A7 0

Puc. 3.59. Crncok
Puc. 3.58. Crivcok

Pyc. 3.57. Mopckaska npn Gy o
B0 MMEHM DYHKLUM npw Baoe
 knaBvaTypL a opuynts



mmmm

3. Tlocnie Havana BBOza (opmyam:l (sHaxa =) mone Hmst usmensercs: Ha
Tosie DYHKINH 1 B HEM TOSIBISTCS! MMt (DYHKIUIH, KOTOPas HCTION30-
Basiack nocne/Heli. BriGpa KHOIKY 9TOI0 NO/S, YBUJM CIHCOK HMEH
10 (ymKuumi, KOTOphIe HCNOME3OBAHCE TIOCHAHMMI (pHC. 3.59). Dro
T0JIe MOPKHO TAKIKe MCTIONL30BaTh /UIsl BBO MMeH GYHKIiA B GopMy-
J1y, B YACTHOCTH NPH BBOJIe (PYHKIMH KAK APIYMeHTa APYTOii (YHKIMH.

HiHorza, KOTZa HIET Pedh O PeayJILTaTe HeKOTOPOli (YHKIIMM, TOBODSIT,
410 pynKyuR s036pausaem pesynmam.

MaremaTnyueckne QyHKIHN

Tloce 7010 Kak Ml Peoouoens obllyie MPHAIITIH BBOAA GYHKINI B
opmybi, ux El
HeKoTOpEIMI oo CFAeaRARD, e ek 08 b paccmoTpers Bee
ymkrn Excel 2007. PAcCMOTDHM JHII T, KOTOPHIe MOTYT GHITE TIONICSHED
B Baeif yueGHolf, it, HayuHO 1

cn

Havten ¢ MaTeMaTIseck X QysKImii (tabr. 3.7).

Tatruya 5.7. Hexoropsie MaTemaTiyeckue hyKImm

TFonuvecmao Tlpumep
Oyuogus | Hom Peaynvmam

"ABS (uitco) Moy (sbeoriorsian ser- | ABS(C10)
(aurn. absolute - 1 uuna) wnena
abeomoTHE)
SIN (uneaio) Cunye wncaa (yia 5 paga- | SIN(BS)
(e sinus - 1 nax)
cunyd)

AprpneTiicciut KBaTpaT-
EOPEHSE (micag) 1 Ll KOpeHE Ha uMCTA (51 )

Oxpyrenioe wcio. OKPYTI

Eemt wmeno_paspaton > 0, | (CLi3)

To wmemo oxpyrasercs

sroro paspaza mocre sans-
OKPYTJ (uneo; § Ecms wncno_paspsos < 0,
nezto_paspaion) o wmeo oxpyrasierca

ororo. paspaza mepen sansi-

Toit.

Ecmt wmeno_paspmon = 0,

0 e OKpyTATETCS O e

010

Buaverue yuCIA Qi)
-— o 7 =3,14159265358979 c rou-

Hocrtio 5o 16-1o secsmraoro

‘luum‘ Bossenemio » cre

. e kaaseen cremens | (C5:5)

e (tmexno; 2 (s eeie  chamiicr uohes

GLiTs, menkiM, APOGHLM, Up-




IHpodorwenue madnuye 5.7

Konuve Tpunep
Pyuigun | o Pesynvmam Lagaci 1
Or 1710255, | Cymma uncen, ykasammsix 5 | CYMM
. |ckobkax. Hmenol — obsisa- | (A3:B10; C5)
.| xpome |remumuit aprywemr: wneno,
Pl ] sl g B
G Heobsiza- CCBUTKA HA IHATIA3OH SIUeeK.
remnnie | Uneno2 n Tax faee — neobsi-
saTenbiLe apryNeRTH!

9 pewenvst anpumep , SEnsioT-

©n MaTemaTieckue dynkimm ASIN, PWAHH, TPAAYCHI. Dyrikumst ASIN

BOSBPALLIAET Mepy YITia B PaLMaHaX 0 SHAYEHUIO €r0 CuHyCa, dyHKLMS TPA-

AYCbI npegvaanasena An Fopseot FealaHnll ens 7 & FRaRVorm. byrk-
Mepsl

Ecnit 6 siefike C3 HaxonTCs TPanyCHas Mepa yrna, To [ BHAMCTeHs ch
STOO YA HYXHO TPadycHylo Mepy NepeBecTit B pammaxHyio. To ecTb hopmyna
AU BLINMCAEHUSI CMHYCA YIiia, MSMEpPEeHHOTO B rpaaycax, WﬂBT BHIAAETL TaK:
=SIN(PAAMAHBI(C3)).

BBeCTy Takylo JOpMyny MOXHO, Hanpumep, Tak (puc. 3.60):

1. Crenah Texyuiefi A467Ky, 8 KOTOPOR OYLET HaXOIUTLCH STa GopMyna.

. Bui6pats Kionky BerasuTs dyHkumio .

BriGpath 6 OkHe MacTep dyHKuMiA uvs dykKkuum SIN, nocre vero ByGpaTh
Konky OK.

OTPLITS CrcoK nons Gy

ECnu B Covicke, KOTOPI OTKPLINCH, ecTh s Gy PATMAHI, T0 6
6paTk ero, ecnu Het, BuIb)
Tep oyunmn BHIGpATL UMA GYHKLMK PWAHH TMocne 4ero BHGpaTh KHOM-

©n

ZFS

~o

Ky Ol
3 Buﬁpam fAdeTiKY cs

Puc. 3.60. Beraska dopmyn = SIN(PABMAHBI(C3))



Crarucruueckue Qyaxuun

chMorrpuM MEKOTOpLe (KININ, KOTOPLI IOGTE X KaTeROpiI Cra-
.3.8).
3 pesy ¢

Tatruya 3.8. Heworopste craTheTseckue ymKii

Konuveemeo Tpunep
Dynicyus apzy menmos. Peaynvmam bo0saNUS
Cpemee apnguerimieckoe | CPBHAY
uwcesI, yKaSaHHEIX B cKob- | (A1:C10;
Kax. E1:K10)
Or 170 255, _
CPBHAY (nenol; | ce, wpowe | "en0l = cSmummensimsit
[uncn02];..) nepporo, me- | PIVMEHT! ol
cpepporo, He- | cowunka wa sy, w
coruka a guamago e
Yueno2 u TAK fanee — He-
obsisaTebHbIe APIYMEHTL
B0 wcen B yxa-
sammux sveiiax. 3uave. | C5; E1)
01110255, | mmel — oGmsamentuii ap-
CUET (smavenmel; | bce, kpowe | ryment: coumia na sweiky
[anauerme2];..) nepEoro, He- | W AMANAGOR SueeK.
ofssatensHLe | BHAUeHHe2 U TAK Jajee —
HeoGsisaTentELE | apry-
sens
Hanbonemee  (aens- | MAKC(AL:
MAKC (amernot; ) W o yiases: | CIO) I
2T HAIX B CROGKEX. 2)
[ocmdt-) Or 120255, | Yinenot - obwaamensmsrit
nep‘;mg"ue apryment: umcno, WM
2 | ccna Hn sweliiy,
Ml’ﬂl(;mtnol; BASATENLHE | opmen 18 AMana: ieex.
[rameano2];.-) Uneio2 ¥ TaK gasee — we-
OBSI3ATE MLHEe APTYMEHTE!

Jlornueckne GyHKIn
B Excel 2007 MOSKHO HCTIONL30BATE BLIAKEHMUS, KOTOPHIE CONIePIKAT 3HA-
K cpasuemm: > (Gosbiue), < (Menbiie), = (paBHo), <> (He paBHO), >= (Gonb-
0), <= (Membme mwm pasmo). Hampumep, A2+15=B4-1,
CYMM(AZ{JII)) >100 11 2ip. Takue BLIPAKeHHS — IPHMEDE! TAK HASLIBACMEIX
JIOTHYECKHX BHIPAsKeHMHiL.
Ec/i paBeHCTBO WM HEPABEHCTBO NPABHJILHOE (HCTHHHOE), TO CUMTAIOT,

uTO umeer snavenne HCTHHA.
A ecli DABCHCTBO MM HEDABHCTBO HeNABIIBHOE (JIOKHOE), TO Culi-
Tator, w0 [ —
JIOKD.

peayasTat koropoi pasusiercss HCTHHA s JIOHKB,
.

HASHIBAETCS Zl0zUNeCKoi.



Cpeyu (yHkimii TaGmiusoro nponeccopa Excel 2007 ecrs normueckme

vk, 910 gysscma ECIH, H, HIH, HE u 1p.

Jlorimueckite (pYHKINT HCTIOMBayIoTest B (POPMYAX TOTAR, KOTKA Tabm-
Hutl TIPOILECCOP ZIOJDKEH BBITIONHSITH PAIHLIE ONEPALIH B 3ABHCHMOCTH OT He-
THRHOCTH WM JIOKHOCTI Hanpi-
Nep, HysKHO nnaty & 10 % , ecai on Bhi-
TOMIHM T1aH, 1 Ha 20 % , eCIIN OH T1epEBLITIONHILN ILIAH,
Ot sz nonrsecsoft Gy ECITH raxos (pric. 3.61
ECJIH(zor_ _eCIH_JI0WKE).
Sansae rrol Ny oTpepa sren Far:
ecat sor_pripazikente umeer anauenue HCTHHA, To siauenie qynkwmt
DABHSIETCS SHANHHIO BHIPAKEHHS SHAMCHMe_eCTH_HCTHHA;

« eculi sie JIOT_BUPAzKeHHe HMCeT SHAUCHHE nom, 70 amaveHHe QYHKIIM

PABHSETCS BHANCHINIO BLIPAKEHIIS SHAYCHHE_CCTH_

Hanphmep, pesy/bTaT BIMHCIICHHS 10 tbopmyne ECIm(ALB1>100;
€1#0,2;C1%0,1) 6yzieT onpesensThcst Tak. =
i Excel 2007 BulamcauT cynmny wiicen 1 sueek .

A1 1t B1 1t ONIDEJie/IHT SHaweHHe JOTHMECKOTO BhI-  Pyc, 3,61, by ECAIA
paskcenis A1+B1>100. Ecnu oto snauenue HC-

THHA, To Gyzer anauenie €1#0,2, e JIOKD —
sHauenye Bhipaskenis C1¥0,1.

Bropoii u Tpermii aprymentsr dymxmmi ECJTH moryr copepiars kax
ApHQMeTHvECKH e ONepAIH, TAK I i, B TOM umCTe 1 )

PyHE! YHELHIO

ECJIH. Hanpumep, =ECJIH(A1<0;B1/ALECIH(A1>0;B2/AL;" [lenenne
HeBoamoxHo!")). B 910M Caiyuae sHavenne 1o Gopmyie GyeT ONpefeNsITHCH
mak. Ecm sHauenne normeckoro Bupaenns A1<0 pasnsiercs HCTHHA,
T0 3HANeHHe GY/IeT PABHSTECS NACTHOMY OT ZieleHHS uHCia W3 seiikcn B1 Ha
wie;i0 s stueitkcn Al. Ecm sHauere normueckoro sipaskenyst A1<0 paprsi-
ercs JIOb, To Gyrer snaverme

A1>0. Ecm 570 suavenne papusiercs HCTHHA, snauerue no gopmyse 6y-
JIeT PABHSITLCS YACTHOMY OT JIEeHUS WHCIA 13 stueiikn B2 Ha uicio us seii-
xu Al, ecrn ke JIOJKD, 10 aHauerHe o GOPMyJe GY/eT PABHSTECS TeKCTy
Jleenue neBosmoskHO!.

Py M, HJIH, HE (1a6x1. 3.9).
Tatauya 3.9. Jormuecse dyswuu H, WIH, HE
FKonuvecmeo DN
Fimiegis bt st mvconerinced Perydssiain, ucnonv3o6anus

Or 10255, | HCTHHA, ecnut sce ee apry- | H(A1>2;
Bee, Kpome | MemTHl mmetor smaverte HC- | BI>10;
nepsoro, re- | THHA; B1<20;C1=5)
obssarens- | JIOKD, ecmt xorsi 6bi ofui
APryenT MMeer saverie
JI0KD

0710255, | HCTHHA, ecrm xors 66t o | HITH(A1>2;

Bee, KpoMe | aprywvenT mmeer smauenwe | BI>1

mepsoro, re- | HCTHHA;

o6ssanen- | JIOIKD, ect Bee aprynenT
HHe inetor suavenie JOFKD.
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Tlpodonenue macauyw 3.9

Konusecmeo Tpunep
PYYUR | oy menmoa Pésynunan ucnonsaosanus
HE(uormuec- 1 HCTHHA, ecnt _aprywent | HE(F1>25)
Koe_anauene) nmeer anaverne JOKb;
JI03Kh, ecn apryment mveer
smavenste HCTHHA

Toruseci:yio dysuno H eliie HASHBAIOT KOUbIORKIMEll (12T KoNoIONK-
mente), norueckyio Qynkmmio HIH — muasionsimelt (at.
- paoiima), a @ynkmmo HE - or-

punaHUeN
B raGminie 3.10. mpupesents swaverms bymkiii H, WIIH, HE b sapucn-
MocTH OT coziepamMOTO siueek Al m B1.

Tatinuya 3.10. TaGmnia snaverwit dymenii H, HJIH, HE

Al BI H(AL:BI) HIIH(AL;BI) HE(A1)
HMCTHHA | HCTHHA HCTHHA HMCTHHA JI0HKb
HMCTHHA | JIOHKb JI0HKb HCTHHA JI0%Kb

JI0¥b | NCTHHA JI0¥Kb HMCTHHA HCTHHA
JI0%Kb JI0HKb. JI0%Kb JI0HKD HMCTHHA
H, HJIH, HE ANS sANMCH

HLIX JIOTHUECKIX BLPAKeNHil, UeM IPOCTO PABCHCTBO HIH HepanercTso. Ha-
npivep, B ymkcri ECIIH HObast HCTOB30BATE ABOMHOE HEABOHCTRO WM
uHTepBaioB. I0PTOMY BMECTO JBOMHOTO —HepaBEHCTBA
HYIKHO H(A3>10;
A3<20), a Byecto yreepseris C5 < (—oi—1}A15+e) — Joruseckoe Bhipa-
sweme HITH(C5<=—1;C5>1).
Ecm, Hanpumep, GyHKINS 3a/1aHa TAKAM 00pasoM:

{ 2x -5, ecim x < —2 mm x > 10,
¥

8x+1,ecnm2<x<3,
He cywjecmeyem Npu APYTHX SHAUEHHAX X

 omavense x B stwedixe AB, T0 MOXEHO IO
Taxoii Gopmyne:

~ECITH A5<-2; )2+ A5—5;EA :H
" ymictus ne onpexeiena”)).
& meer Takoe n KHCRSIOT CywMy, CPerl-

HEe GPUMETYMECKOE, KOMMHECTBO H BCEX SHAIGHATE 3 AMANAZOHOB SHEEK, & TOb-
KO Tex, koTopLie .3.11).




Tatauya 3.11. HekoTopbIe hyHKINN ¢ yCIOBHAMM

Kommecrso Posynsrar TNpumep
PyHinn | aprywontos wenonssosanus
Ecnu_Tpenuii_apryment otoyT-
TBYeT, TO peaynbTaToM snseT-
R cywima (cpennce apupmeTH-
{EOKOE) TEX UWiCeN U3 AMANaso-
. cOK, KTOPLE Y2OBTETEo-
prioT yen
Fomm " Toermi aprywest npu- | CYMMECTU
CYMMECIN oytctayer, 1o peayneratom | (AZ:A11;
(Amanazon; senserca’ cymma (cpemvee | *>100°)
. ex twncen wa
[ananason_ Auanason_cymmuposanus | (A2:A5;100;
Cymmuposa- (nmanason_yopenvenws), s | B2
wwa]) 4 KOTOPbIX UWiGHa U3 CooTBETGTRY- | CYMMECTTA
e [OUMK ok aManasona yno- | (AZ:AT1;
iberuit | anersopsior ycnosu “>"ac2)
neobasa | Yonosme — ot cro, Wi

cosinea A misfiky, win SO
CP3HAYECIIN Bupaxene,  koTopoe | CP3HAYECIA
(amanasot onpenemer G tiem HyxHO cpas- | (B2

ycnosve; HBle M3 steek ana-

[ananason_ CCP3HAYECN

yopeanenus]) Ec yonoswo — 570 wwono ww | (82:810; 10
Geuinka Ha sediky, To wicna w3 | €2:C10)

WCTIOM WM G YICTIOM W3 yKa-
3AHHONi SeikK. JIOTUNECKOE Bbi-
paxeHue HYXHO 3aKmiouaTb B
IIBOVHEIE KaBBIKY

KonuuecTso sueex amanasoma,
COREPXUMOE KOTOPHIX YIORNET-
BopreT yanosmo.

Yo

/cnosue — STO 4Cno, Wi
TeKcT, WM cobika Ha seiiky, | CYETECSIN
2 wim norudeckoe  Brpaxenve, | (C2:C10;
KOTOpOe OrpenensieT, G Hem

HyKO cpaBiEaTh paKe 2
sueex amanasoma. Jloruieckoe
TpRXaG A TORGT M 5o
KIIOYaTb B ABOMHAIE KABLIKY

YCTb B velikax Auanasona A1:A25 HaXOIUTCH KOTMNECTBO feTanei, KOTopLe

baﬁowi’l USTOTOBM Sa KaXAbIY U3 25 PaGoUMX eii Mecsua. Ero eXepreBHas Hopma

XpanwTen B swieiike C1. 110 YCTIOBMIO KOHTPAKTa, €CI PaGONMI NepeBLINOHFET exe-

IHEBHYIO HOPMY, TO 3a BTV JIeTaM OH NONlyHAET JIONOHUTESILHOE BO3HArPaxaeHMe.

118 TOFO HTOGH BLMUCUTE, 38 CKOMEKO AleTaneit paGodemMy HEOGXOLUMO 3arinaTuTh
HYXHO ynruvteii

(A1:A25; ">"&C1). llo s10it popmyne GyaeT Haiiera CyMMa Tex YnceN U3 sueek
Iumanasona A1:A25, KOTOpEIE GOMbLLIE YHCHA M3 uelikn C



DYHKIMH JATHI U BPEMEeHH

Dymxiy JIaTH! H BPEMENH HCTOL3YIOTCH JUIS TOTYNeHTst TeKyIIelt wim
TTPOMSBOTLHO ZIATHL, TEKYIIETO KM NPOM3BOILHOTO BpeMeHH. 1acto peay -
O OTHX QHKIAH HCTIONL2YIONEA B KaNecTBe SPIYMERTOR ADYTUX dyHK-
1w, B UACTHOCTH B APYTHX R&TEL W BpeMerH,
X 1 2ip. HeKOTOPEIe M3 oTHX (pyHKIMI TpiBe/Iers! B TaGmmie 3.12.

TaGuya 5.12. HekoTopbie YHKIMK ATH! W BpeMeHH

Oyuyun | Koruseemoo Peaynsman P
Vxasaunas fara  yeranonex- | IATA(2012;
Hom gopmare. Eenu B svelixe | 6;10)
JIATA yoraHonnen opmer Umeno-
(romsmecsy; 3 BOii, TO peayJILTAT GyjieT Bhibe-
Hens) [eH KaK UHCIO, KOTOpOE YKa-
:\mzm Ha TIOPSKOBEI HOMep
AaTH nocre 1.01.1900
CETO/tHSI0 0 Tekymas rata CETO/IHSI0
Dunancosbie PyHRIMH

ans npo-

LeHTOB Ha xxuw.u. PasMepoB BLIILIAT DU TIOTAIIEHHH er).m’mx, Juist onpe-
JieNleNis TeKyILei CTOMMOCTH HHBeCTHI I, TIPOLEHTHOI CTaB)

nIpHMepEl byt Excel 2007

(raGin. 3.13).

P — Pesynvmam IMpuxep

Cyuua, xoropyto sumnarar aa | BO(,15;

BKJIAZ TIOX OMpEJeNeRHLe Npo-

IEHTH N0 OKORYAHWH CDOKa mAz/lz,

Breg. A3;A4A5)
TofoBast cTABKA B MDO-

HEHTAX, fleNIeRHAs HA KONUUECTEO

TEPHOZOB HAWMCTIEHUS TpOLeH-

08,

Ktlep — KOIMYCTBO IEPHOJIOB Ha-

HCTeH ST TPONERTOY

e

5,
snep;marr; | mssaih oG-
ne; () asTemi

Bpenen (HOMb WM oTPHNATEITE-

Hoe uneo, NOTOMY UTO 07U ReHL-

ru orgaoTes).

Tle - mauanssas cywma prraga

(oTpunaTensoe urcno, mOTOMY
0 DTH AEHLTH OTARIOTCS)




Ipodonxenue madauye 5.13

Oyuryun | Homueemoo Pesyavmam Dpiep

Cynnia, koropyio mysko natuts | ILTT(O,13;1;
tepes Ka kil TEDHON BpeMeRH
(wecsn, xeapran, To u 1.1.) sa | ILIT(A1/12;
ceyay. 36;A2)
CraBKa - rof0Bas CTABKA B IPO-
HERTAX, Me/IeRRAS HA KOMIIECTEO
TMePHO/IOB YTIATEI B3HOCOR 34 CCy-
Ry B Tevenve roa.

5,
wmep;nc; erpepiii
ocTaTok] st e-

OB BLIILTATIA BIHOCOB 3 CCYAY-
Tle — obmyas cysma cey .
Ocratok — cymma, KoTOpas ocTa-
emes nocre nocnezelt BHILIATE

Cymma, Koropyio nonyuar s gexs | IOJYIEHO
RaTa_perynn_s_cway sa nokynky | (RATA
EHHLIX OyNar mOR sagambiii o1t 1.0y
mpores

[R— R e i RTS8 |GOLL LA
s Hux Gymar (ryume  spomuTs | 10000;A1)
nata_perymn 5, “’““"‘"’ﬁn‘“‘“
-~ _nerynn_p_cwny — geta
A et eyt (e
HuX Gywar (nyume mpomUTL
e JIATA).
5 — cymma, xotopas
s oy S
sar.

~ npouenT npHGLH Ky-
ILTeHELIX eHEEX

Texcrosbie PyaKIHI

Mb! yoke HEOHOKPATHO oTMeuanH, wto Excel 2007 B 0CHOBHOM HCTONL3Y-
eres st paGoT! ¢ unciam. TeM He Meriee OH HMEeT BOSMOHOCTH /ISt paco-
mht 1 ¢ Texcram. JList o6paGoricn Texcro Excel 2007 nveer nabop gy,
KOTOpble MOJKHO HCTIOJIESOBATS /171 ONIpE/IeIeHHs! JUTHHE TKCTa, HOMEpA 10~
SHIMU NIeROTO BXO>K/ICHNS! CHMBONA B TKCT, YACTH TeKCTa, KOTODHIll yo-
'BIICTBOpSIET OIIPEeIEHHOMY YCIIOBHIO ¥t np.

i TeKCTHI, KOTOpEIC HYIKHO

BBOMHTE B MBOMHAIX KABLIKAX, COMIKH Ha SHEHIIL G TEKOTOM, CCHJIKH Ba

suedikn ¢ uHcsoM (GONBIIMHCTBO 13 HTHX (DYHKINI BOCIPHHMMAIOT UHCIa
KAk TeKeT) i AP

npiMepht Qymkuuii Excel 2007

(raGn. 3.14).



mmmm

Tatauya 5.14. HeKoTophie TekcToBbIe (yHKIMH

Oyugus | Komuvecmao o Tlpumep
nan ucnonvaosanun
Jumua (konmuectso cumBosos) | ITICTP(AT)
TICTR(rescer) 1 Bouaun (xon
B Texcr, xotoputit cocromt 1
(rexcer; 2 nepBiX  KommecTBo_t
3HAKOB)
Texer, Koropuii noyier aane-
Holi B TeKcTe TeKeT Boex (par-
— MeRTOB cTap_TeKer un (par-
NemTir Hom_teKer.
BHTB (rexcr; 4 | Gerpepraii neobsaremsusiti
crap_reker; | werneprarit
non_texer; | neobsnrens | TPTYNCHT VKagLiBaer Wonep_
moenn, a1nxcropors
Inonep_pxo: | s s, ey
L Eum uersepTLil ApryMenT OT-
cyrorayer, 1o GyayT aasenenLt
Bee nxowgenus
Or 170 255, | Texcer, woroputi smnseres pe- | CIEIHTh
oo ipowe | syauramon mocnezoneremioro | (A1~ ~iB1)
nepsoro, | npucoemmenns  k  rexcry | CIENHTH
HeoBsizane- mmmenywmuxymamuux (M
mae | rew *er’

(X Tiposepete ceba

Hagoirre kareropi pyuxiutit » Excel 2007.

CKOLKO apryMenTOB MoryT iMeTs GynKi B Excel 20077 [lanntie Kaxux

THOB MOTYT BT aprymenTauH?

n msenm o omwuy TpHMepy PYRKIHiT C O/HUM APryMEHTOM; C HECKOJIb-
Gea

aprysion,
TIpHBe/Te NPHNEDH! (BOPMY’T C HCTIOESOBAHMEM BYRKIH C DASHEIN KoM~
ECTBOM APIYMeHTOB.

OmumiTe, KaK BCTABHTE QYHKIIMIO B (HOPMYIIY, HCIOL3YS CHUCOK OOl 13
KEOIOK rpymLt Jlenre.
OmumiTe, KaK BOTABHTE QYEKIMIO B OPNYIY, HCTOMbaYs: OKHo Mactep
B

[ire— B GopMyny, BBOAS €€ 5
seftky s B CTpOKY qmpmyn.

Onmmmire oGmit B, KOMIECTBO APTYNEHTOB, DESYLTAT W TPHEEMITE
NpHMep HCTONLIOBAHNS MaTeMaTHYeCKHX QyuKuuit ABS, SIN, KOPEHB,
OKPYTJI, ITH, CTENEHb, CYMM.

Onmmire OByt B, KOMIECTBO APIYMEHTOB, DESY/LTAT U THEEMHTE
npumep mcnonbosanus Maremariueckux (yEkimui ASIN, TPATYCBI,

Onumre O BIJL, KOMINECTBO APIYMEHTOB, Pe3yIbTaT W MPHBEANTE
TPHMEp HCTIONBIOBARWS CTATHCTHUECKUX QymKkuuii CP3HAY, CUET,



. Ommmure oGt BUJL, KOMHYECTBO APIYMERTOS, PESYJLTAT W TPHBEAHTE

120,

‘npunep nenonzsosans dyKi ECIH.
Onumure o6iuit BUJL, KOMHNECTBO APIYMENTOB, DE3Y/LTaT W NPUBEAHTE

Ry Beniianiine s R @ynKuuit ¥, AJIH,
. Omnmmre o6muil BUA, KonmuecTso apl‘yuemm peavus'ra’r W TpuBeuTe
npumep ymxmmii ¢

Veronmsnen CYMMECIH, CPRHATECITH, CUETECITH.
Onuuime OGUMii BUJL, KOMUYECTBO APTYMEHTOB, Peay/LTaT W NpHBEXHTE
npuMep uctonks0Bais QyHKIH etk 1 pemeru ATA, CETOJTHSA.
OnmunTe oGl BJL, KOTHYECTBO apryMENTOB, PESyLTAT i TpHBeITe
npuMep nenoMkaoRARHS pRARCORLX GyRIHii BC, ILIIT, TIOJLY YEHO.
Onmmmmre oG BIA, KONMUECTBO APrYMERTOB, peuym,rm W mpuBesuTe
IpHMEp HCTIONLIOBARNS TEKCTOBHIX QYHKIHIT JIEBCHMB, TI0/1-
CTABHTB, Th.

@ BunonHuTe 3aaaHus

1

nbmmsun i) Excel 2007. asnonnnm seliin mcumzu

cmy fofe
CATANILINS aBAKxH, CoXpORINTe KEWFY B CoOOCTOGEOR TamKe § Galine &

venen ynpaznenye 3.6.1.
. Banyerume

X1sx.
‘raGmwsnait mpotteccop Excel 2007. Banommime sueiiicu TaGmum

HHUS C TPEMS JICCATHUHBIMK ;mmmm CoxpanuTe KHUTY B coOGCTBEHHOI nan-
Ke B (aitie ¢ Huerem ynpazknenme 3.6.2.xlsx.

.Banycrure rabmumbii nponeccop Excel 2007. Banonmuure siefiki tabm

[AHHLIMK /U151 BEIHCIICHIS /UTHE Tpe'rbnx CTODOH 4 TPEYTONBLHUKOB 110 JUTH-
HaM AIBYX X MX CTOOH H T} (LIM MEDAN YTJIOB MeXIY HHMH. Pe-
SYJLTAT OKDYIMIHTE /10 TPeX n«cumunux snaos. CoXpaHUTe KHHIY B
crBetsoli nanke 5 Gaiise ¢ HMeHeN ynpakHenie 3.6.3.xlsx.

. Banycrire TaGmaREL nporeccop Excel 2007. BanommnTe suefiki TGN

Mepan YrI0B MeXAy Hin. JUTHRY TpeThelt CTOPORE OKPYTITHTe 10 TPEX Jte-
SATICURLEX SRAKO8, 8 MOpLS YTAOB — B0 LSTALK, COXPATATS KHNTY 3 cobcraes:
Hoft nagiie s galm  mpenon ynpasese 5,04 xinx.

Orxpoiire yasausi yunreses dair (sanpumep, Tema3\3anamus 3.6\06-
pasen 3.6.5.xIsx). Ha nicre Jiucrl npuse/iena TaGHIa 0UKOB, HAGDAHEEIX
S B TR copeskonsuth B HATHSODIO D KaxoN Bute co-

(0GaB1

At
Sr e oesn; ‘HAGDARHLIX Kas/IsM 13 y‘lnn'rwmmm
2 TaKsKe CpeHero

BHjie copesHoBanuii. Cperiee l( nuuenw 'OUKOB OKpYIJIHTe 0 LebX. Co-
XpamiTe KHMry B cobcTheHHOM nanke B Qaille ¢ MMeHeM yUpamHeHMe
3.6.5.xlsx.

Orkpolite yKasammkt « 3.6\06-
paser; 3.6.6.xlsx). Ha ymicre JIuctl npibe/iea TAG/MLA KOHYECTEA 0Ca%-
KOB KA30r0 jyiist suBapst. JloGaskTe K TaG/uIe GOPMYJIE JUIsi BEIUHCICHHS

ecTBo exepmen

0CRZKOB B TeueHue o100 Mecsna. CpeAHEe KOMMUECTEO OCAZKOB OKDY-
TJIHTe /10 ABYX JECATHUHEIX 3HAKOB. COXPAHHTE KHUIY B COGCTBEHKOI! MANKe
B Qalie ¢ uMerem ynpaskHente 3.6.6.xlsx.



7°.

@

@ 10n

B siwelixe A5 copepumes uncio 10, B stelixe BS — urcrio -7, a B siuelixe
C5 — uneno 0. OnpezieuTe SHAYeHNS MPHBE/ICHKEX QYRKIt:
3 A
6 H. ) H(H.
n @ wmn
@9
Oripolime yasamulh yireon alin (ranpinp, Tewad\3aara 3.6\06-
pasen 3.6.8.xlsx). Ha micre JlieT] MpHBEZERO KOMIUECTRO feTael, Haro-
TOBTIFENELX KaILIN 15 PAGOWHX B Tevenye AR B sieiike Al CORepHHTCS
Juennas Hopwa. JloGaBLTe K TaGiMIIe GOPMYIBI U1 ONPEXENCKIS, BLION-
HUJT Ka3KjbLlt 03 PAGOUMX HODMY WU Her. COXDAHNTE KHHUFY B COBCTBOHHOM
Hansies balie o it yijaoinis 3.6.8.xlsx.
Orxpoire yrasaus yunTenen (aiin (sanpumep, Tema3\3anams 3. Bt
pason 8.0.0:xlazy, Fo mmore Jhure], MpESeeEs pesymumer
VUACTHHKOB O/IUMIHA/A B KAKAOM 13 ABYX TypoB. Ilo yesiopusint npose,uﬁuuﬂ
onuMmuap JMILIOMOM | CTeTIeHI HATDAIAIOTCS YUACTHHKH, KOTOpHe Ha-
Gpam we nexee 85 Y% oukos, Jlmtomow I1 cTemes — yuacTRIKN, KOTOpHIE
‘HaGpamt Fe mexee 75 %, Ho Neree 85 % oukos, Jmowom I cremers —
YUACTHVKH, KoTOpHIe HaGpamt Fe wewee 50 %, 1O Meree 75 % OUKOB, Bce
Apyrue nomyusior flamzon o, JloGansTe K TaGmiTie GOPMYITEL At
. Co

aogomy I xpa-
‘s gaiine c 3.6.9.x1

Orkpolite yxasmmih yuurenen Gatin (nanpionep, Teuad\3anamta 3.0\06-

pasen; 3.6.10.xlsx). Ha sicre JIuet] MpHBE/EKO KOTHYECTRO AeTaneit, H3ro-

Lo bt i bt ety Sl iy e 2
JHeBHAS HOPMA. Ba KAXVIO MATOTOBNEHRYIO [ETam paGoumti monyuaer
22 rp. Ecim paGounti BHIOMNSET HOPNY, O NIONYWAST OTIONHMTENLHO
10% or CYMMBI, & ecii 70 30 %. Iloﬁumﬂ‘e
K TAGHLe (OPMYIIBI /UISL OIIpe/e/IeRHS! CYMNE, 3apaGOTARKOM KaM LN
G, CoxpouiTe KEWTY B GoGeTBeHHOR HATNG 3 Gae © MMCHOM YDA

Hexe 8.6.10 xlsx.
. O]

#ire yKesammE yumrenen daiin (Ranpuwep, Temad\3azasms 3.6\06-
pasen; 3.6.11.xlsx). Ha micre Jlnerl nprsefiena TaGmuma sHavenii mepe-
enHolt x. JloGapsTe K 2o

22~ 5, ecmn ¥ < -2 wiw x> 10,
X savenmit Qyukmmi y ={ 33+ 1, ecnu 2< ¥ <3,
x*~ 4" IpH PYruX SHAYEHHAX X.

ORI SRS WARS 6 Se YpA RS
3.6.11.xls

Banyonime ramrnst npotieccop Bxesl 2007, BanomHHTe ARREMH AoHKK
TAGMIEL JU1 OTIDEAEeRNSI, KAKYE YCTOBMS BKIATA B GaK Go/lee BHIOMHE
nmey: 14 % TOROBLAX ¢ RAHCIGAHEN POLSETOB excepecuo Lk 16%
TOROBRIX C HAFCICHTEN TPOLEH oxabie TOTORe. COXPARNTE KHMTY B
coberbeEtioR marke b GaRTE G MMeReN Y ssknerto 6.0, 12,50,
Orkpoiire yKasammwli yunTenen Gaiin (sanpinep, Temad\3azamis 3.6\06-
pasen 3.6.18.xIsx). Ha smicre Juerl npubegena TaGminta, B KoTopoii B pas-
HEIX sTueliKaX HAXOSITCS: (PAMILIIHM, HMEHA 1 oTiiecTa. JIOBABETe Kk Ta6MMILe
OPMYITE, 10 KOTOPIIN 9TH fAHKEIE GYAYT HAXORHTLCS B OOl stuefixe. Ha
Jucre JIHET2 NpHBEZeHa TAGTUIA, B KOTOPOIi HeOGXOMHNO GANEHHTS TEKCT
«9 Av i@ <10 A», ¢9 By 5a «10 By, «mikona 54» Ha «rumsasus No 1. Co-
XpaHiTe KHUTY B COGCTBRHON NanKe B Qailie C MMEHeM yUpamHeHMe
36.13:xlsx.




3.7. Anarpammei B Excel 2007

@ 1. Y10 TBKOS Lpaesot Steek BNeKTPOHHOI TAGNMULI? Kak MOXHO ero Bhifle-

2. llm Taxoe AMarpaMMa? Kakvie TWNs AWArpaMM Bkl anaeTe? Mpi vaysenin

2

3. Uro Takoe CTWL? L 4ero on NpHMEHsETCH?
4.C rpacukaMm Kakyix (yHKUMIL B SHAKOMH 13 Kypca Matemaruku? [Uis
Hero OHU UCTIoNb3IYIOTCA?

Jinarpamms: 8 Excel 2007
Ecau snexTponnas TaGuna  conepars GOJILIIOE KOMMYECTBO UHCIOBEIX
KAHHEIX, TO OUEHHTE X -

HHEM BDEMeHH, YCTAHOBHTS COOTHOLICHHE MELY HIMH W Ap.) OCTATONHO
TpysHo. TIpoBECTH AHAIME GOJBILONO KONMYECTBA YMCTIOBBIX JAHHBIX JHAUM-
TeJILHO JIeT e, eclu oTH AaHHbe . Jlst
HB0OpAKeHIIS! YHCIIOBBIX ARHHEIX HCTIONB3YIOT AHATDAMMEL.
arpamma (rpev. Sickpupiu — uepTesk) — oTo rpadirieckoe HoBpasKe-

HIte, B KOTOPOM UHCJIOBKIE AAHHEE B Bije
Quryp.

Jiuarpannst b Excel 2007 CTPOSTCS: 110 AAHHLIM, NDEACTABICHHLIM B OIIek-
TpORHOI TaG e,

B Excel 2007 MOHO TIOCTPOHTS, AHATPAMMEI 11 THIIOB, HASBAHHS 1 NDH-
MepEI KOTOpHIX IpHBe/ieibl B TabmHIe 3.15.

Tafnuya 3.15. Tt marpamv b Excel 2007

Tun punep Tun Tpumep Tun Mpunep
Tncrorpa- | \py | Commorann | fug | KOEeRe

Tpagur ‘Toueunast E:':Hlliko- [
S 9 |Bupwesas ! Teneore.

Jlnmetta- # |Tosepx-

Tast Hocts

Kaskuiii M3 9THX THIOB JMAIDAMM HMEET HECKONBKO BHAOB. FIX MOJKHO
IPOCMOTeTS, & Taksie BLIGATE OAUH K3 HILX, OTKPLIB CINICKH COOTBETCTRY-
JOIX KHOTIOK Ha BKazke Beranka b rpymne Jiarpamm: (pic. 3.62) wii

ke T ol
s SN NS

© v me

— s

Pyic. 3.62. Ipynna Awarpamme exia/xv Botaska
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Puc. 3.63. Okio BoTaska AMarpamMms:

OTKpHIB OKHO BeTaBia MATpaMMEL (puc. 3.63) BHGOPOM KHOMKH OTKDHITHS
masorosoro okua (¥ 9Toil e rpymmEL.

VI3 BeeX THIIOB MATPAMM Yallle BCRTO HCTIONb3YIOT PHCTOTDAMMEL, Tpad-
K, KDYTOBbie, JHHeHUATHIC H TOUCUHEIC AHATPAMMEI.

K runy auarpase Tuerorpanata omocares Takne s

HOPMHPO-

BaHHAs (puc. 8. 64),
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Puc. 3.64. TUcTorpammb




O6LeMHEIe THCTOrPAMMEL;
LHIMHADHYECKHE AATPAMMEI;
KOHUUECKHe JIArPAMMEL;
IMPAMHIATLHLe [HATpAMN.

Toma, Koraa syo cpasmim,
aHa HaGOPOB IaHHEIX, M
St OZIHMX HAGOPOB AAHMEIX IO CPABHEHHIO ¢ APYTHMH, sl
MeHEHMS! JAHHEIX C TeUeHHEM BPeMeHH.

B ¢

KOTOhIe SESIOTCS
TPAQHUECKHMH H30ODAKERNSMH UHCHIOBHIX [AHHBIX W3 DASHBIX HAGODOR,
EIOM ADYT C ADYTON, & B FUCTOrpANMe  HAKOIIeIEM —

ZIpYT Ha fipyre. 91O Jiaer B ore-
HUTL CyMMApHEIE A8HHBIE i BKJAJ KaoKOH cowawmwu.wn B 0IIyI0 CyMMY.
B < ‘b UMeeT
mkany B 910 aer ouenuTs uacTh
JAHHEIX B 0GIIieli cyMMe.

Ha pucyuxe 3.64 TpH npogasiu
Bos e Qupmanct (sSlzops i «[L1ocs) B Tevere KaxGioro Keapmei o
(puc. 8.64, a), MosKHO caenaTE

‘TaKHe BBIBO/I:
B everme I u I Gomu
PoB, e (upwa ¢ILtiocs, a b Tevere et itk fadtogor

Qupna «fIsops Gonbiue Beero KoumbioTepos npogana b II kpaprate, a
Metibizie Beero — B ITT;

upma «ILmocs e oG BeME IpoAzKH;

upta «f150p» paom.Ia 8 NOTXERLI YOLA HEDHTMIHO: 70 YBe -

b o s it

u npA

(pHc. 3.64, ), MoxHO Onpese-
Fifre, onmacrO HATEITOfoh, WEOAMEECE ofomiei BRLARMR TASSTS 5
KaKUIOM KBADTATE, YBUJeTh, wTo B 1 11 B 111, & Takske po IL 1 B IV kpaprazax
QupME TpHMepHO HoB 1
B I 210 Metbinte, yem 5o I 1 B
1V kBapranax; u ap.

(puc. 3.64, 6),
B KOTOPOI CyMMAPHO® KOJIIHECTRO 1Ipo-
# jammX KOMNBIOTepOB OGeHMH dHpMa-

TEI) KevKolt UPMEL B OTHX MPOKANKAX.
Tax Barnszwo BrAwHO, wT0 B 1 1 II KBAD-
TAUIAX IPOLIEHTH! NPOAK KAy 0 Hp-
MR CTaGHILHEL, uTo B IIT KBapTae Npo-
uenT npofask (UpML «SIBOps pesko
= ynanmap.

K muny guarpavm Jlumeituaras or-

HOCSTCS TAKHe BHAI:

. © mmmefiuatas ¢ rpymmmpoBKoi
(puc. 3.65), mmeiiuaras c Bakome-
Hmen,

c



OObeMHbIe IHHeHuaThIe;

mpuaom-a_nmue nHpaMHATLHELe.

el e
HUX JIUIII TOPUBOHTAJLHBIM PACIIONO-
JKeHHEN TeoMeTPHIECKHX (BHTYP.

eifuaThie MArPAMMBI YIOGHO
HCNOJB30BATS, €GN TOPH3OHTAIEHO®
PACIIONOZKEHHE TeOMeTPHUCCKHX (U~
TYP BEICISMT HATISIHee, YeM BepTH-
KaumHOe.

HAIpUMeEp, ecNH BAONE IOPHIOH-
TaNbLHOM OCH OTKJAJLIBAIOTCS BOBpAC-
TAIOLME TIPOMESKYTKM BpEMeHH I
TeMIepATYDHI, eclu Ha AuArpaMMe
HYJKHO M3OGPABHTE MHOTO DJIEMEHTOB
LAHHEIX, ecIIi TIOJIHCH JIyUIle BOCIIPH-  Pyc. 3,66, Kpyrosas awarpamua
HHMAIOTCS B TOPH3OHTATEHOM TOJIONKe-

HUW W .
K mimy smarpamy Kpyropas OTHOCATCS TUIOCKNe ¥ OOBEMHEIe KPYTOBHIe

ELCU R R s |

Kpyrossie (puc. 3.66) Torma,
KOIIa HYZHO 0TOGPASHTE YACTH OJTHOFO IEIOF0, CPABHNTE COOTHOIEHMHE 4a-
creit i wacTeli Kk nezoMy.

KpyroBbie MArPAMMEI IOSBOJISIOT OTOGPASHTE TONLKO OJMH P nas,
oHH He Mory

P

na. Kpyrossie 2 e Ha HITX OTO-
6pasKeHO MHORO DIIEMEHTOB AGHHEIX. HECKOTLKO KPYTOBLIX Imarpan Mosio
samernTs, omoiit pa
em.

Ha pucysxe 3.66 xkpyrosas

5 (urgiod « o g s A KA e A RS 7y PARTEARS
MY, MOXHO C/leJlaTh TAKHe BbIBOJIbI:
BInIV upma npuMepHo

1 510 B KACIOM M3 DTHX KBADTA-
JIOB PMMEPHO YeTBEPTYIO YACTE FO0BOf NPOSiasKu;
HAuGOLIMe NpoJaH GUPMA ocylliecTsiIA Bo 1T KBapTase, i 910 KOMM-

ECTBO COCTARISIET IPHMEPHO TPETEIO MACTE FOOROH IPOARKIL;
HauNeHLIIHe NpofasKH GUpMA ocymecTBNA B 11 KBATATE, 970 KO-
npuMepHO LecTy 101080 IpozATKH

uap.

K muny qarpann [paghuic OTHOCSTCS TaKHe BHALL:

rpaduk, rpaguk ¢ rpaguk ¢
em;

rpaduKu ¢ Mapkepan (puc. 3.67);

o&uunuﬁ rpaguk.

MamHEIX B HAGO-
14 TOCTATSAA S CORVHISS, DCRE HIAED SroCEAiTS AAROALY MestIaRIE




# ZAMHBIX BO BpEMeHM, CPABHNTE HaMe-
HeHMS H PAJIOB IAHHBIX.
Tpadmkn Ha prcynke 3.67 narus-
HO 0TO6pAKaloT AMHAMHKY W3MeHe-
il KOJNYECTBA OCAZKOB B
2009 TOfIAX, MAIOT BOMOIKHOCTE CPaB-
HUTH OTH HOMeHEHNS! muecsmno, Ha
mpoTSIKeRIH TOKA 1
K mimy smarpamm Toueqna.l (puc.
8.68) oTHOCSITCS TAKHE BUJL
* Toueumasi ¢ MapKepaNH;
© TOYEUHAS € [JAAKHMH KPUBBIMH H
‘Mapkepan;
TOYeUHAS € IIAAKUM KDHBEIMI
TOuENHAS C MPAMBIMH OTPESKAMH
‘Mapkepani;
TouEUNAS ¢ ISMBIMH OTPETKAMH.

LAl A/ 0GpasHO MCTIONBSOBATS, €CIH HYKHO
T

Pyc. 3.67. Tpadwiku ¢ Mapkepami
HEIX, €CTH HYAHO 0TOODASHTS JMIAMMKY M3MEHeHNs JJARNEIX BO BpeMEHH,
CPABHMTE HBMEHEeHUS HeCKOJILKHX PA/IOB
‘ToueuHbIE MATPAMME C TIAZKWMA KPHBLIMH MOYHO HCTIONB30BATS JUIst
Soctpona EaREess VIR, THGARSTARLID ST ARATRCE U
PysKIIH
(oo, 8.69). Moo nocrponn Ha oHoll JuArpanMe rpmpnm TBYX QyHE-
ik s

(puc. 5 70).

Puc. 3,68, Toveunas
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Puc. 3.69. paduk dynkumm Puc. 3.70. pacmky AByX pyHkUMiA

O6wexTs muarpamm & Excel 2007 u ux ceoiictea
PACCMOTPIM OCHOBHEIe 00K AMAIDAMM M WX cBoficTsa (pic. 3.71).
OOLOKTEI ZMATDAMME pASMELLAIOTCS B  0BAACTH

(puc. 3.71, 2). Cama B oGmacti ua.
rpammI (pic. 8.71, 7). Haj OGIacTbIO OCTPOGHHS! AHATDAMMEL WIH HeTo-
CPEACTBEHHO B Heil MOKET OLTh DASMEIICHO HAJBAHMe JMATDAMMBL
(puc. 3.71, 1).

Ha MADAMMAX DAHBIX THIIOB H BIOB UHCIIOBHIe JAHHEIE MOTYT GHITH
IIDEACTABIIEHb TOMKAMIH, HHUSAMI, NPSIMOYTO/LHHKAMN, COKTODAMH KDYTa,

KOHYCaM 1 ApYTH-

MH TeOMETPHYECKIMM QHIYpAMH.
P

Puryp
HATENBI MCIOREIM IAHBIM, KOTOPHIC ONM OTOGPAAAIOT. JMarpammbi &
Excel 2007 npu RAMHEIX B TaGMHI
ABTOMATIHeCIM WIMEHSIOTCS.

[ ——
HasBaiiie [arpannL
O6nacTs AHarpaNNELL
Jlerenza

TaBHAs TOPUBORTATL-
. 0ch

I'asRas eprHKaL-

Has och

@
@
®
. Hasanns oceii
®
®
@

O6nacts nocTpoexus:
AuarpaMMEL
Pa

Puc. 3.71. OBbexTH Auarpammt



HaG0p AAHHBIX, KOTOpHie HEKOTOPHIM 0GPA3OM CBASAHEI MESLY COGOH, Ha-
SHIBAIOT PSIOM JAHMBIX. DTH JAHHbIE B DICKTPOHHO! TAG/HIE DAIMEIIICHEL,
KaK NPABIIO, B OHOI CTPOKe I CTONIOIE, & HA /MATPAMME IPe/ICTABJISTIOT-
Cs1 TeOMETpHNeCK M (UIYPAMH OJHOTO BIJA 1 IIBETa, KOTOPEIe 00pA3YIOT
psux (puc. 3.71, 8). Psil JAHHEIX B 5IIEKTPORHO! TAG/HIIe COCTONT K3 TOUEK
JIAHHBIX, & PsiJl HA MATPAMME — U3 TOUeK.
Flaasautin patos M pera
KoTOpoe. ‘neremsoi (puc. 3.71, 3). Tlo
yuo:Na.Hmo HAIBAHMS PSOB SBISIOTCS HASBAHMSIME CTOK (W CTONGIOR)
IMAINASOHA JRHHBIX, 1O KOTOPHIM 1IO-
PacTsopusioc. sewecrs CTpOeHA /MArPAMMA.
TLioCKNe AMATPAMMEL, KpOMe Kpy-
TOBLIX, KONBUEBHIX M JINeCTKOBLIX,
HMeIoT oc x i y. Ock x HASKBACTCS
OCHOBHAS FOPHIONTAIEHAS OCH (HHO-
DMa ee MASLBAIOT och KaTeropuii,
puc. 8.71, 5). Ha meit orobpasarorcst
SHAUEHNS ONDe/IE/ICHHOTO CBOCTBA
HAMHBIX. Ock Y HABHBAETCS OCHOBHAS
BepTHKATEHAS OCh (MHOTZA ee HAsH-
BAIOT Ock aHAvenHIt, pic. 3.71, 6). Ha
Helil HAXOZWTCS NIKATA C OTIpe/eNeH-

Puc. 3.72. OCbeMHas (MCTOTPAMMA gy [uArOM, KOTOPBI YCTAHABIHBA-

€TCs1 ABTOMATHYECKH, B SABUCHMOCTH
or n RAHHEIX, Ha jua-
rpamme. FIMeHO o o70if 1Kase nanHbE,

Ha juarpamme. 10/l FOPH3OHTAJLHON OCHIO M CJIBA OT BEPTHKAILHOMH 0CH
MOIYT HaXOHTHCS HasBamMs: ocedi (pic. 3.71, 4).
Ha

octaercst
Hoii, ock y (och ocTaercst Ha na EnX
JnoGanxsiercsi ock 2 (ock OB SHAUCHIH, pHC. 3.72).

CBojicTBa OLEKTOB AMATPAMME IIDHBEACHH B Ta e 3.16.

T 3.16. CBojicTBa 00BEKTOR
O6vexm Cootiemea
OGnacTs MArpaNME! | CTITE TPARHIIS, €€ IIBeT, WBeT I B/ SATHBKH, (OPMAT Ha-
aBamms 1 AP,

OGnacTs OCTpOHMST | CTITE FDARNIIS, €€ BeT, TBeT W BH/ SATHBKH, HATITe
ceTxu i Ap.

Hassasue marpan- | CTTS TPARMIE, €€ TFET, BT W BUA GATHBKH, TEKCT,
b, HASBARMS OCel | dopmar mprgra, .
Psx , mx .

Touxa TeoMeTpiveCKas QIypa, ee PasMepE, CTATS TPANTII, ee
I1BeT, 1BeT W BHJ 3A/MEKH, RATHIHeE TOMIHCeH JARHHX 1
Ap.

Jlerenpa Pacrionosene, cTuL rpanmzu, e uer, uBer u Buj 3a-
MBI, OPMAT TeKCTa ¥




Cucrews oGpaGom AzX, npeRCTABNeHX B TAGAIEX

Ipodonsenue maGruyu 3.16

OGvexm duazpanmo Cootiemea
O, MUHHHMATLHOE 1 MAKCHMATEHO® oHANEHFS, LeHA OCHOB-
HEIX ¥ AOUO/HHTENBHEX ee i, LBeT i THI Al Bhi-

AP

Cospanme narpaMm
151 HIOCTPOEHIS! AMATDAMME! HYKHO BN MANIA30H SNEeK C JAHHEL-

M, 10 KOTOpEIM GyteT AMANASON ek
MOsKET GLITL. KAl CBAIGHEIM, Tk H HeCBSI3HLIM. JKe/IATELHO, YTOGKI B Hero
BOILLIN NO/IIHCH CTPOK  CTONGIIOB.

Tlocste 5T0r0 MOBMHO:
o makaTh kmm.uy F11.

B

voBkiii T, it mepex micToM ¢
BLUeTeHNLIMM JAHHINIL,  HA HeM GYJeT TI0CTpORHA HATDAMMA, THIT, DI W
SHAVEHIIS! CROMCTR KOTOPOI! YCTAROBJIGHEI TI0 YMOITAHITIO.
* HCTOJIL30BATS DIEMEHTH! YIpABTeHIs! 1if JlerTe:
1. OTkpHITE A B1AKe Berapka B rpymne JIMArPAMMS CIHCOK KHONKH
HYJKHOTO THIIA HATDAMM.
2. BLi6paTs HeoGXOMMM L B AMATDAMMEL.
. okna Beraska
1. Bui6pars Ha Bkiaike Berabka B rpynie JIMATDAMMEI KHOMKY OTKDHI-
Tist qAOroBOro Oka 3.
2. B okie BeTaBia AMATPAMME! BIODATS HYSKHbIHi THII 1 BI AVIATPAMMEL.
s Bui6pars kionky OK.

HA THCTe ¢ ek
mﬂuuﬁ v stegtiskn e el iy
aHAvEHIS CROMCTR OFHEKTOR KOTOpO!i YCTARARHBAIOTCS 110 YMOTUAHIIO.

KoTopast Ha mere TaG-
TMige, BagkIBAeTCS GempoenHol.

Bo BeeX Tpex CIy4asX 06ACTE MATPAMMEI CTAHOBUTCS BhLeeHHOM 1 Ha
JlenTe NOSBNISOTCS BpeMeHHELH paszien PaGoTa ¢ IMATPAMMAMI C TPeMS! Bpe-
MeHHbIMM 15t paGoTEL ¢
Koncrpyrrop, Maker u ®opmar. Briagka KOHCTPYKTOp aBTOMATHYECKH
cranosuTes Texymedt. Ha weii B rpynme MakeTS! IMArpaMM MOSKHO BHGDATE
HyskHb MaxeT KoTOpRIi nmarpan-
MEL 1 X PACTIONIOIKEHHUe, a B rpymite CTHIIN MATPAMM — CTIIb 0OPMICHIS.
ZMATpaNMbL.

EC/ HY’KHO TIOCTDOUTS JMArDAMMY TIO BeeM JiaHHbIM TaGuupt, Bhijfe-
nATH ee He HysKHO. JIOCTATOUHO YCTAHOBHTE mﬁnmnun Kypeop B oGyio ee

seiiky w

e,
TIpH HeoGXOAMMOCTH MOYKHO TIePEHECTH JMATPAMMY HA OTAC/LHEI JHCT
M KA APYTOl JHCT D10 KAUTH. JLIst 5TOTO HY3KHO:
1 = dua-

" epanmy (prc. 3.73).



2. Bubpate B okHe Ilepememenne
JMATPAMMEI TlepeKyiouaTeNh HA

BLIGPATL MMS O/IHOTO M3 JIMCTOB

ool KnmTH.

3. Bui6pars kronky OK.
MOk TaksKe CKONMPOBATS LTI M-
Ha Apyrofi mict,

Henonbays Bydep omena.
JUis yjasieHHs MATPAMMEI HYHKHO Pyic. 3.73. Knonka MepemecTuTs
BLIGpaTh ee u HaxkaTh kiasuuly Delete. ‘Avarpammy 1 okHo Mepemetuenme

Anarpammbl

PepaxkTHpoBaHHe AHATPAMM

Tl MOXKHO nma-
TPAMME! 3K TIOUACTCS! B:
* imsitene cnocoﬁe  OPNHPOBAISI PAZA AAHHIX: H3 AQHHLIX CTPOKH W
HHELX CTO:
o R Tt A L AR RGP ORI BTN
ma;
. , BHIA WK MAKeTa
« Beraske, VAaTeRm Wi ‘Hasanmit

H ocel, Jlereral, NoMHCell AAHNBIX 1 AD.;
* MaMeHeHHH OTOOpaskeHusi oceil i TMHMI ceTKu;
. obsel

i ap.

TIpH NOCTPOEHHM MATPAMME! PS/Ibl IAHHBIX TI0 YMONUAHMIO (POPMHUDYIOT-
51 M3 JHHBIX CTPOK DJIEKTPORHOH TaGMHILE! (pHc. 3.74). J{isi TOro UTOBk! Ha-
MEHNTL C1I0C06 (QOPMHPOBANIA PSZOB JAHHBIX, HY’KHO BHIGPATE AMATDAMMY
u JHannse = Cm,

e e i it

Puc. 3.74. pvarpamme




VIHOr/ia HY?KHO K IHANAasony sueex
OMeKTPOMNOfi TAGAMIEL, /UL JSHHLX
KOTOPOro Y3Ke IOCTPOCHA JHATPaMMA,
JOGABHTE. HOBBIe CTONII! (CTPOKH) ¢

(THCS. ABTOMATHYECKH.

IpaMMe UAMEHeHHEIX JAHHEIX uyﬁmo
USMEHHTL [MANIA30H SIUeeK, N0 JaH-
HEIM B KOTOPBIX

Puc. 3.75. OkHo BeiGop MCTOuHMKA
RaHHLX

UTo6Ki HAMEHUTE AMANIAZON STUeeK, 110 JAHHAIM B KOTOPKIX TI0CTDOHA /M-

TpaMMa, HYKHO:
1 BuGpars Auarpammy.

Y Fieaton mers s gasteiex (go6. 3. 75) suﬁpa'rb Knonky Crep-
nyTs &

4. BuijienuTs B Tabnuie HeoOXOMMBIIf INATNIASOH SYeeK.
5. Buibpats, kuonky Passepuyrs (@] Ans passopaunbanus okHa BriGop

HeTo ;
6. BriGpars kriomky OK.
Boxne

AARHBIX
+ mupen. xuomy Orp

cnocoba

HUS PSJIOB /IaHH

* megemm.  nenow Tote mioGoit Pz 1 HAMEHHTS ero pacnonoee cpems

Apyri: «[®D,

noﬁﬁsm X onuexy paton ApyTe paiut

nm

et HomertaT T s PR e Do, HYAO:

1. BuiGpars Auarpammy.
2.

= Tun= mun u

B okre Hamenenue Tuna ju:

IMMEL, KOTOPOE, KPOM(

€ HABBAHMS, TIOJT-

HOCTHO COBNAZAET ¢ OKHOM BeTaBia IMATpamMMBI (cM. pic. 3.63), Bhi-

6paL, Hy>KHLIi THI U BUA EHATPaM:

xa B rpynne Jluarpamvst

MBI HJI OTKPHITH Ha BKAake Beras-
CIIMCOK KHOIKH COOTBETCTBYIONIETO THIIA UA-

rpamMM ¥ BLIGPaTh HeOGXOAMMbIH BHJ IMATPAMMEL.
orc;

HasBaHUe, HASBAHUS OCeil, Je-
MaKeToB /ua-

rpamm Ha Biajike Konerpyirop B rpynne Maxkerst muarpam. Tlociie Toro
KAK 9TH 00bKTEI IOSBSITCS B OOJIACTH AATPAMMEI, MOKHO BHGDATS HX M pe-

RAKTHPOBATS.
B ol i~

3 ki) =)

PyC. 3.76. KHONKY GO CIIACKAMM KOMaHA
A9 PERAKTIPOBaHINS MaKeTa



EC/i HM OMH 3 MAKeTOB He yeTpau-
BACT, MOKHO BHOpATS GTUsKaliII K JKe-
IACNOMY I OTPEIAKTHPOBATS TO.

Jlns pejaKkTHPOBAHMS MAKeTa MOMKHO
I HCTIONBSOBATH CIHCKHM KHOTIOK TPYIITEL

Tlommucn Brnamkn Maker (puc. 3.76). B
= 4ACTHOCTH, MOHO BHICTHTL IMATPaMMY
¥ OZHOIl W3 KOMAH M3 CHNCKA KHOMKH
Tlo/mieH JAHHBIX YCTAHOBHTE PERHM
— et OTOOpAKEHHS DSIOB JAHHEIX H3 DIEK-
TPOHNOI TAGIUILL KA COOTBETCTRYIOLUX
Pric. 3.77. Tomrwcn sanhix reoMerpieck X Qurypax (puc. 3.77).
va nvarpamie "KOMAH/AMN H3 CIHCKOB KHONOK Ock 1

MO3HO YCTAHABJIMBATE DESKIMbI OTOODAIKEHISI 0Ce, HATMUME OCHOBHBIX 1
IIPOMEsKYTOMHBIX Jie/leH i COTKM KA KaiAoi 3 oceil.

151 y i JIeH NSt OFLeKTa IMATPAMMEL HY)KHO BLIGDAT €10 I HAKATE KIABH-
my Delete.

DopmaTHPOBAHNE IHATPAMM

Fust GropMaTUpOBAILA AUATDAMMEI Moo Ha Bicnaixe Komerpyirop 5
rpynne Crim
HaGop CTWJIeli MOKHO MSMEHMTE, BHIIONHMB Pummm cmpanuyw =
Teans => Tes u BHOPaR U3 CIACKA ADYIYIO TeMy- npn 5TOM H3MensieTcs: He
TONEKO , 1O 1

€10 TaKsKe HYIKHO
BhUIEMNTE. JU1st BLIeTeHNS! 00'LeKTa MOYKHO BIGDATE €r0 ¢ HCIOIL30BAHHeN
mbi. MoskHo Takoke Ha Bnajke Maker wiy dopmar b rpymie Tekcympit
(parmMenT BLIGpATH HasBaHe HTOTO OGLEKTA B CITHCKE MO DIEMeHTE! HA-

rpammeL. Hekorophie 00LeKTh IMATPAMMEI, HAIIDHMEp pSifi, COCTOSIT H3 He-
CKONBKUX uacTeli. UTOGH BEUIE/HTE TONLKO OJHY UACTE, HAIPHMED OTAIE-
HYIO TOUKY, HY?KHO CHAYA/IA BLIEHTS BeCh OGBEKT, & SaTeM NOBTOPHO Bl-
GpaTh HYIKHYIO €0 YacT.

Tlocre BHGOpa 00LekTa JMarpaM-
MBI JU15t JOPMATHPOBAHH ST MOYKH
 BRIGpaTE OH M3 CTHIeH OopMTe-
HUS BEUTE/IEHHOT0 00LEKTa U3 CTIH-
cka rpymmbi CTHIN GUIYp BKIaKH
Dopmar;

'BHIGPATE OJUTH 13 CTHTei ohopMTe-
HS1 TeKCTOBOTO 0GHEKTa U3 CITHCKA
rpymne Crume WordArt Brnakn
Dopmat;

BRIGPATH OMH U3 BHIOB SATHBEM,
oopMIIeHHs TpaHuIl, sheKToB n3
CIMCKOB KHOMOK 3aiMBKa QuTy-
po, Komtyp qurypsi, 9dipertst
nas guryp rpynnst Crumm ¢uryp
BrAaKH DopMaT; Pyic. 3.78. Okio opMaT PRAA AGHHLIX




mmmm

« BunONHNTE Popmam = Tewyuuti gppazrenm => Popmam BHENCHHONO
DPATNCITA I 1 BICIIOAKAX OFrin OPMATHPOBAHISI DHIIEICHIIORD 0TEITa

puc. 3.78)
© HCTIOJIB30BATE KOMAHA! Metio .
YOGkl HAMEHMTS AMEPh! JMATPANMI, HYSKHO BEIGTHTE 00NACTh ia-

IDAMMEI  TIePTSHYT: ONMH W3 MAPKEPOR H3MEHCHsl PAINEPOB, KOTOpHIe
PACIIONO3KeRE Ha ee rparHiie. KpoMe TOro, BCTPOGHHYIO MATPAMMY MOKHO
TIePETSHYTE B APYTOE MECTO Ha JHiCTe.

X Tiposepere ceba

Hasosurre Tuns: guarpamm 5 Excel 2007.

‘Hasoure o6bexTr mmarpamn 5 Excel 2007.

Omumnre ofbexTr! guarpamn b Excel 2007.

'Hasosure cBolicTBa obbexToB marpamm B Excel 2007.

OnuuKTe BHAB PHCTOTPANM .

OmumIHNTe BU/IH KPYTOBHIX AMArPANMM.

OnuIIITe B TOUEUHEIX JMATPANM.

Kakoil aHA/IM3 YHC/IOBBIX IAHKREIX W3 S/IEKTPORHON TaGIMIE MOYKHO BEITON-
HUTE, HCTIONE3YS MarpaMmb?

9%, OFESICHITe 1e/Ieco0BPATHOCTE HCTIONEIOBAHMS [UATPAMM PASHEIX THIOB B
3ABMCHMOCTH OT NOCTABJIEHHOM 3A/AUM AHA/IM3A YHCIIOBBIX IAHHLIX U3 BIIEK-
TPOHHOI TAGIHIEL.

10°. Kak moskHO ToueuHbIe s pe-
WeHus ypasHeRwii?

OnuiTe pasHbie CIOCOBL IOCTPOCHIS AHATPAMM.

Onvxmme 'BOSMOXKHEIE OlIEPAIlHH Pe/IAKTHPOBAHMSA MArpaMM.

13°. OnmumTe JZMArPAMM.

@ BunonHuTe 3onaHus

1°. Orxpoiite yxasamusi yuutenen daiin (sanpumep, Tema3\3anamus 3.7\06-
paseny 3.7.1.xIsx). Ha smcre Jluerl npusefiena TaGNWIla pacTIpefiesleRns
IO a/M CYIIK H Bkl Ha Bemsie. IocTpoiirte Mo faHNEIM 97Ol TaGMHILL Ta-
xue Murpammu (KaYK/IYIO HA OT/IeMBHON JTHCT):

2) THCTOrpAMMY C IPYNITHPOBKOI;
@ 9 THeroTpay o HexoTTAHEN:

‘OGLeMHYIO THCTOTPANMNY C HAKOTLIICRHEN;

@ ;o uauuqecxync rpynmUpoBKo;

€ K

®) mmnwrymc rpynmHpoBKOl;

3) rpag:
@n rpa(])m( © Mapxepanu;

K) TOUEURYIO C MapKepaMH;
] n) TOUEUHYIO € IMIATKHMH KPUBLINIL

c,oxpanum KHUTY B coBCTBeHHO! nAIKe B dailfie ¢ UMeHEM ympaHeHUe
3.7.1.xlsx.
2%, Orxpoiire yxasauustit yuurenen paitn (nanpuniep, Tena\3azaumis 3.7\06-
Bater 87:dxkex), i uind Jerl Nt T PacemopocTs o
saBucumMocTH 0T Temneparyps. Hloctpoiite 1o i
VPO FolMOLLL CORENEYR> AHHEHSATYIO AHATDAMMY C TDYINDOBKOR (5a



o70m canon micTe) prnn—— Mapxe-

‘pans (sa orzensuom mucte). K Kanzolt AMATpaNMe [0GABLTE HABAKNE, Ka-

CoxpaniTe KHHTY B
‘cobeTnennofi nanke B gaiine ¢ uneren ynpaxuerne 3.7.2.xlsx. Ha ocrosa-
UM STHX AMATPAMM NPOAHATHSMPYHITe AAHHEIE, IS KOTOPEIX OHM NOCTPO-
=

3. O yuumesem (ati (s Temad) 3.7\06-
paser .‘l.'l.'i.xhx) Ha nere Jlxer] npuBeZera TaGIHIA SARSTONO MecTa Ha
BHEvecTepe eMKocThi0 800 I'faim eyl Mecsn Ba Spormmsanx roga.
Hobaskte K TaGniie GOPMYIILL AIsl BLIUHCICHHS ew.sa ro mecra. Ilo-
rpokss oo s orol TG TmOTSIDENN o BaROuIGER (18 T

cre) 1 (18 oTReLHOM
Tmcte), K KaaoR ApArpaae ROGRILre HasATIte, EALSARIA D, OTOOD-
MaTHpyiiTe OBNACTH MATPAMM i 06NACTH TIOCTPOeHHsi. COXPARUTE KHUTY B
cobersensoli manke B gaiure ¢ Mveren ynpanerye 3.7.3.xIsx. Ha ocHos:
HMU DTHX [MArPANM IPOARATHSUPYiTe AAKHHE, /S KOTOPHIX OHH HIOCTPO-
entL.

4. Orxpoiine yxasasust yumrenen Gaiun (sanpumep, Tema3\3ananus 3.7\06-
pasen 3.7.4.xIsx). Ha smcre Jlnerl npubefena Tabmna fobLan rasa B
Vkpaure sa 2008 roz. Tlo JARHbIN OTOf TAG/HLE KA BTOM e JHCTe N0
rpoliTe KpYTODYIo IGTpaNILY i HODNHPORASLEYI0 THCTOIDANNY © Kakouie
smen. K@RIke, /IS KOTO-
Pl oHI HocTpoH. OGPASHTe Ha JUIAIPANNEX ANAHLLE TS TAGALL,

e Eaeed Aearona: coxpanm Kaury  cobeTsentoft nanke
aiine c umenem
H HeZoCTaTKH KanIoli 13 STHX ‘amATHG foMH exemecsuHON
H exeKBapTATLHON AR e omu- TOAOBOI A0GHIUH.

5°. Orxpoitre yrasanni 3.7\06-
paser; 3.7.5.xIsx). Hn mere Jl.lc-rl puseyeas vsGuuna cueKERNSOR TR
Dcwﬂw Tocrpoiire

b
:
u
I3
i
v
-

AL
—

Puc.3.79



@ 7

HX 110 06pasILy, NPHBELEHHOMY KA pHCyHKe 3.79. COXpAHITE KHHIY B COO-
crperEofi nanke B gailne ¢ umeren ynpazxuerue 3.7.5.xlsx. Ha ocropanmi
STHX MArPAMM nponuunsnpﬁﬂe AaHHBE, VIS mnpux OHH TIOCTOEHE.
Cpasnre Kasigoro BHA0B
PRt 0, Sihen WA AR AR bR AOOTES

. Orwpoiime yxasammalt yumTenen: dafin (ranpivep, Tema3\Banammus 3.7\06-

pasen 3.7.6.xlsx). Ha /cre JIucT] npuBefesa TabTHLR MOl COBDENEH-
HEIX BHHUECTEPOB, HX €MKOCTE 1 uenn B r‘pununx ).Iooanm K TaGLe Gop-
nyk TGairr it

Ans BbrCTeRMs  crOM: Mozt
o Soi Ranad s o e Rl 24 pefenere b
U5 OTOGDAN@HIS BEHCICHREX ARKH HUTe IHMHEL CBOGTO B~

Sova- Mcryoiee guarpeitay Wubpeiiort i s kg Tohonsrs ussuaks
Coxpanure Kuwry B
6.l

et otinsc oo
Banycrute TaGmiummii mponeccop Excel 2007. Ha mucre Jlmerl mo-
1
#+1
HiTe KHHIY B cofcreeOli mamke B Qaiie C MNeHeN ympaswHerke

3.7.7.xlsx.

crpoliTe rpaduK QYHKIH y

Ha orpeske [-3;3] ¢ marom 0,2. Coxpa-

. Banyerure raGmrunsi nponeccop Excel 2007. Ha micre Jlxer] noctpofire

rpaduKH QyRKImi y — x* ~ 22 1Y ¢ maron 0,1

¥ OTIpeJie/TiTe NPHOIKERHbE SHAYERHS KopHell ypapHeHis x* — 2x% ———

0,3 Ha s7on orpeske. COXpaRHTe KRUTY B cobcTBenHOf Nanke b daiie ¢
uMeHem ynpaskuense 3.7.8.xIsx
e Tabmrumii mponeccop Excel 2007. Buscuie, ucnomsays
Komsu

Cupasky, enoit, -
Boi, TlyasipeKosoii it Jlenectxooli auarpa. Cosjaiire TeGHLY BpeNex,
KOTOPOE Bl TPATHTe €)Ke/THEBHO B TEYERNe He/[eJIH JU1St TIOATOTOBK IOMAII-
Hero aaganusi. TlocTpoiiTe N0 AARHAIN 9TOM TAOMMIIK 0 OHOf AMAIpANNE
Kaxgoro na . Coxpasirre KHHTY

B atire ¢ mveren 9.xlsx.

. Banycrume TabmunLii nporeccop Excel 2007. Banomuure guanason sueex

JAHHEIN 0 CBOWX GA/LTAX 38 I CeMeCT] 10 A/TeGpe, IeOMETpHH, QHIUKe, HH-
Qopuarixe, AHT/IHCKOMY SIBHKY H Cpe/HeM GAIe BAIIETO KIIACCA 110 Ka-
oMY 13 DTHX IeIMETOB. Olpe/ieniTe, KaKof THII I BIL AMATDAMME Tiere-
©006pA3KO BHODATS /U151 CDABHENIHS! YPOBHS! Balelf yerieBaeMocTH 1 cpejeit
YCTIEBAEMOCTH KIIACCA 110 BTHM NIDEANETaN. l'loc'rpome cooTBercTByIoUHe

Ha Co-

XDaicte KRUTY B cobcrBeRHON Hamke 5 QAT ¢ MMHON yUpaRHGENS
37.10.xlsx.

(8 Tipaxrveckas paora Ne 8. Amaus rauHEIX ¢ HemOTE30
pymKpii TaGmraHOr0

Banmem
i Tat nponeccopa.
Toerpoense uarpamm

Bumnmanne! Bo epeas paGomui ¢ Komnviomepon coGmodaiime npasuna Gesonac
Hocmu u canumapno zuzuenuveckue nopa.
1. Orkpoiire ykasaummii yuurenen gaiis (anpumep, Tema3\lpaxTieckas 8\
A g s,

2. Ha
an

crs JIacet G mame sefsimy n snermnall cOnemin Kady B e
ok N GRS s ima. B S aaBih AL et s peca



S TIBGeR et ol oAy i W e SR

3. TloorpoliTe Ha 270N e AHCTe THCTOTDANMY CHENECAEIIX ORI 32 STEKTPO-

SHEDIHIO 38 ITH NOABI.

Pl

HuTe WX popmar. Viawennute popuat

(0BaBLTe HAIBANIE MATPAMMEI  HASBAHHS wen, wane-

111 1 0G/IACTH TOCTpOe-

sust. TIpoaRa/SHpYHiTe, KAK WGNMEHSIACK TUIATA B TeUeHNe KaXoro S
MM B KaIKJIOM MECSILE; B KAKHE MECSIB! KAKOTO M0/ia ILIATA Gblila HAUGOIE-

el 1 HauMeHEel.

D f1HCTe KPYTOBYIO.

‘panmy pacxozos

TOTKCHEX RN 5 RERTPORBON TR A AR D, JlOauTe wave:
HHe ArpaMNE, oTGOpMATHpYiiTe €

5. Fia Amove JInorh noorpolive FabmRry sasemet QYK Y-

18 orpea-

ke [-2; 8], OKpyrIITe ouaveris QYRKINM 0 ABYX ACCHTHUAMX i

HOJIEGYS! TOUEUHYIO AATPAMMY, T

i b ot i it o o0

posia, Jiobaxtre o onpopuaTappie Haasamse pxerpau
6. Coxpatire KEury B coGeTBeRHO NamKe B alie ¢ HMeHeM NPAKTIECKAs pa-
s:

3.8. CopTnposka n GunsTPaums AaHHLIX B 3NEKTPOHHON
Tabnuue. ABTOMaTU4ECKMii BLIGOP AaHHBIX.
YcnosHoe popmaTuposanne

1. MOTYT npHUMaTL
GG o SNl pMerTog?
2.k

kKL M v WM 8 sapu-

3. Kakute bl aHaere. monuuu mﬂoa oM

4.Ine B scrpevany

01087
 YTIOPARONMBaHYEM iaHHEX? [T Hero oHo mpvme-

pmenme IpYMepE.

CopTHPOBKA IAHKEIX

JlaHEIe B BIIEKTPOHHO! TAG/IIE MOMKHO COPTHDOBAT, TO €CTh HIMEHSITE

TOPSZOK X PACTIONOKEHHS B CTPOKAX I CTOBLAX.

. BT [aHHEIe 0TCOpTH-

POBAHEI, TO GHICTPee MOYKHO HANTH HeOGXOMUMBIe SHANHMS, SiXpeKTHBHEE

Puc. 3.80. Mpumept
‘COPTUPOBK FAHHHX

~HOMEPHOCTH 1 .
Copruponna JAHHBIX MOYKET TIPOBOZMT-
51 M0 BO3PACTANIIO (0T HAMMEHBIIETO K
HAMGO.IBIIEMY) HIH N0 YOBBANMIO (OT HAM-

Goubiiero Kk HAMMeHBIIEMY).

B Excel 2007 copTupoBka A@HHBX 10
'BOGPACTAHMIO BEITIOHSIETCS 1O TAKHM TIpa-
Biam:

* CHMBOJH YTIOpSIOMMBAIOTCS. B TOpSKe
Pa3MeIeH st HX KOJIOB B KOJOBOIi TabIH-
1te Unicode;

® UHCJIA M JIAThl YIIOPA0YMBAIOTCS OT HaM-
MEHBILIETO GHANEHHS! K HAHOOILIIMY, I
oM pacToNaraloTcs mepen TeKcTaMi,
IIpHYEM CHAUATA PACTIOIATAIOTCS UHCTA;



mmmm

© TEKCTH YIOPSIOUMBAIOTCS TAKMM 06pa-
3OM: CHAYAIA OHM YTIOPS/IOUMBAIOTCS! TI0 WX
TIepBEIM CHMEOJIAM, TIOTOM Te TeKCTEI, B KO-
TOPEIX TIepBbie CHMBOJIbI COBIATH, YIIOPSi-

BLle /[BA CHMBOJIA, YTIOPS/IOUMBAIOTCSH TIO
X TPETEUM CHMBOJIAM H T. 1.5

nornveckoe suauenne JIOMKb pasmeraer- Puc. 3.81. Copruposka no

ca nepen snavernnen HCTHHA; R oyere
* IyCThie seliKH BCEI/IA PACTIONIATAIOTCS TI0-
CJIEJIHMMH..
pu naum TOPSAOK. Gyzer 06-

paTHbIil, 38 MCKIIOUCHHEM nyc-mx Sueek, KOTOPbIe BCEIJa PACIIONATAIOTCS
TIOCTIe/IHUMH..
TIpHMepE! PACTIONOYKEHHUs! SHAUCHHIT pas-
e R SRS CopTEpI R T e Hj A
PACTAHHIO 1 110 YOLIBAHMIO TIPHBE/ICHE] HA PH- .
cynxe 3.80. D S
EcIM BLIe/UTL MANIASOH sueek B OfHOM | A} Copnepames m...-
CTONG1e S/IeKTPOHRHOI TaGIHIEI (PHC. am) B3] Coprwpossssrfae b
TI'naenas = a2
Ce u gunvmp = om
MUHUMANBHOZO K MaxcumansHoMy (Copmu- | By
poexa om A aa A)unu Copmupoexa om max- | &
%

xa om. }l a0 A) (puc. 3.82), 10 nanHLIe B Betne-
neHH Gynyr Puc. 3.82. C
nuﬁpammm nopsitke. Takyio ooyrnposky Copruposka u dunsTP
MOJKHO TaKsKe BHIIOJHUTL BHIGOPOM COOTBET-
CTBYIOIMX KHOTIOK Ha BEnaie JlaHEte B rpynre CopTHPOBKA W UIBTD.
Ecu BLUeNHTS CBSISHBII MANasoH sueek 13 HECKONbKMX CTONGLOB U Bhl-
HONHMTE YKaSAHMEIE BhILle ZIEHICTBUS, TO IAHHEIE B BhIE/IEHHOM JMANASOHe
GYZYT OTCOPTHPOBAHEI B BHIGPARHOM TIOpSKe TI0 IAHHEIM IePBOTO W3 BUfe-
JIeHHELX CTONI6LOB (pHc. 3.83). D10 o3HAugeT, T ZaELe 50 300K APYTHE -
JIeTIeHHEIX CTONGHAX ek He Gy-
nyr, a Gyayr 10 cTpokam TabaunL BMeECTe ©
TIepecTaHOBKO# IAHHBIX NIepBOro cToN6LA.
EC/M BMECTO BLIENCHHS! CBASHOTO [WMANIAGOHA SIu€EK CENaTh OHY M3
ero siueex Tekyiell W BLIONHUTE YkASAHHKIE BRle JeliCTBUS, TO JAHHEE

' P ”
2 ) "
3 -18 1
. 17 B
% 3 M

Puc. 3.83, C

10 ZHHbIM N1EPBOT U3 BLETIEHHbX CTONGLOB



” 3 % 15
*» [ 3 »
£l 4 17 -10
% 1 2 12
n 2 @ 1"

Pue. 3.84. COPTMPOBKA 10 BOSPACTAHMIO [IAHHIX HECKONILKIX CTONIGLIOB
710 [BHHHIM TEKYLLEro CToGLA

BTOrO MANASOHA Sueek GYIyT OTCOPTH-
POBANK! B BEOPARHOM TIOSe TIO 1Ak~
HEIM B T€KyIIieM CTONI0Iie 5T0r0 MANa30-
. Ha (puc. 3.84).
Ecam miepex COpTHpOBKOfi AAHHBIX
BEJIENIATE TONEKO UACTE CRS3HOTO /Uia-
BT _ yKaseHuLe
e BRme JieficTBus, To oTKpoeTCs
e e ] [ e BHe
nuanasona (puc. 3.85), B KOTOPOM MOXK-
L = ] w0 pacumpurs BuGpanmmii auanason
sAveek 10 Wi
Pyc. 3.85. O 1KO B Ipesienax
seex, mocre
ero BLGpaTs kKoMK CopTHpoBKa.

e
e s e

O6pausaen sause snumanue:
1. Komanst om ® 1 Co-
Ha Koman-

*
61 Copmupoera om A 90 5 n om A 9o
CIIyuAsIX, KOTAA TeKYIAs Suei{ka CBASHOTO HATIAZORA mm Tepaiai crongen
'BELEIIEHHOTO JMANA30HA CONEPIKAT TeKCT.

2. KOMAH/IH COPTHPOBKH AAHHEIX HeJbast TPHMEHHTE K HeCRSSHOMY Ja-

nasoRy siueek.
Moskro JaHHbE B
sueer He B OJHOM, & B cronbuax.
C JAaHHEIX 10 B cTonbuax BEI-
TommseTes: TaK:
 cmauama
HBIX CTONGIO0B;
. B KaRTIOM 3 BEI-

NAHHBIX 11
S e e
TAGIIHIIEY, B KOTODEIX SHAYQHIS BO BCEX MPEBIIYINAX BEIODAHKEIX
U151 COPTHDOBICH CTOBIIAX COBNAJAIOT.

Kangmtit ua st cronbion

yposnem copmupoexu.

OGLsICHIM 9TO NPABHJIO COPTHPOBKH JAHHLIX HA KOHKPETHOM TIpHMepe.
Ha picynke 3.86 npHBe/ieR mpHMep He OTCOPTHPOBANHEIX JAHHELX /MATIA30-
Ha siueeK ¥ C/IOBH HX COPTHPOBKH 110 SHAUHHSM B UeTHIpeX CToNbnax: ®a-



Puc. 3.67.
110 YCNI0BVIO, NPUBEAHHOMY Ha PYCYHKE 3.86

iz (Ot A sio 51), Hmsi (Ot A pio 5), Cymma (Tlo Bospacranmio) i Hudop-
matuka (Tl yGbBaHmIO), & Ha pUCYHKe 3.87 JAHHEIE B TOM JMATIASOHE STueek
OTCOPTHPOBAKEI 110 HTOMY YCIIOBHIO.

TIpotiece COPTHPOBKH JIAHHEIX OMCXOJULN TaK. CHAYATIA CTPOKH JAHHEIX
TIepeCTABNSINCE TAK, YTODB! IaHHbIe B cTos61e Damuans GbUH Pacriosnoske-
HEI B ANQABUTHOM TOPsiIKe. U eciu Gb y BCeX YUeHHKOB (paMILTII LTI pas-
HBIMH, TO HA BTOM COPTHPOBKA Gbi 3aKOHUMJACE. HO Cpeit CTPOK JAHHBIX
ecTh 8 TPYNINEL 1O JiBe CTPOKM ¢ OJMHAKOBBIMH (amusmu: Bypua, Jles-
uyx, IlIeiin. [losTomy

Ce

BO BTOpOM M3 cronGuos (Hms)
IIPOHCXO/IIIA TONEKO B IEAeNIAX Kax0 H3 DTHX TpeX IYIII CTPOK, IIpHHeN
B NpejleNiax Kaxoit M3 STMX IPynn oTfensHo. B pesyinrate sTOrO Iuara
COPTHPOBKH MOLJIH TIOMEHSTECS TIepBAS # BTOPAsi, ISTASL M IecTast, OfMH-
HAJUATAS U JBEHANNATAS CTPOKM TaK, 9TOGH MMeHA GRUIM DACTIONOIEHE!




B nopsike. C o B TpeTbeN 13 BHIGpa-
HBIX cTon61oB (CyMMa) MPOMCXOAMAA TONBLKO B NPeiesiax TATOH M 1IecToit
CTPOK, B KOTODHIX SHAYEHHS B TIEPBHIX ZBYX nuspamux cmnﬁuax coBnam
(JTeBuyk Anexceit). C no

CTONBIIOB He MPOHCXOMILIA, TIOTOMY 9TO He OKA3ATOC XOTS 7 mzyx cTpok, B
KOTOPHIX SHAUEHHS! B IePBLIX TPeX BEIOPAHHEIX JUISl COPTHPOBKH CTONOLAX
(@avmst, s, Cymma) coBnam.

YroGs AaHHBIE B SUeeK TI0 3Have-
HHSM B HECKOJILKHX CTONOIAX , HEOGXO/MMO:

1. BhiIeHTE Hy)KHbL CBSGHBI JMATIAS0H STUeek (KeNATeNLHO, YToOH B
Hero BOILIH NO/IIHCH CTPOK, HO B HETO He JIOJKHB! BXOJMTE OFbe M He -
Hble siueiikn).

Brmonunts JJannsie = Copmuposxa u guabmp => Copmuposka win
T'nasnaz = = Ce P = Hacmpa-
usaemas copmuposxa.

VerasoBuTE B crcke no/ist COPTHPOBATE MO UMsi TIEPBOTO cTONGNA, 110
SHAUEHMSIM B KOTOPOM HYIKHO OTCOPTHDOBATL CTPOKM JMANASOHA, B
crucke nonst Coprupoka — 3nauenue, a B ccike nonst Topsitok — io-
PSIOK copTHpOBKH (pucC. 3.86).

4. Tpu yenosus no

B YroM cTox6le, BHGpaTH KHOMKY Jl0GaBHTH yposens wm Komipo-

BAT YpOBEN I YCTROBIT B IOLTX CTDOKI Barem no snavenns napa-
cronbue.

»

.

o

5. TIpH HeGXOAMMOCTH TIOBTODHTS KoMaHJ.]y 4.

6. Ecim B BLJIeNIeHHE| /MATIA30H BONLIA CTPOKA SATOJIOBKA, & MeTKa

navia Mo JAHHEIe CONEDIKAT 3ATOJIOBKH He YCTRHOBJCH, YCTAHO-
BHTE ee (TOIa CTPOKA 3AT0JIOBK: He OYJIeT YUHTHIBATECS TIPH COPTHPOB-
Ke I OCTaHeTCS] KA CBOEM MecTe).

7. BuGpars knonky OK.

B oxne CopTHPOBKa MOKHO BBIIETNTS JI0GOI 3 ypoBHeil cCOPTHPOBKM K
VARJIHTE €10 W3 CITHCKA JUISE COPTHPOBKH, BHODAR KHOIKY Y /10JIHTE YDOBEHE,
HLTH TIepeMeCTHTS ero BEIIIIe Wi HUZKe B CITHCKe, HCTIOL30BAB JULS BTOTO CO-
otBeTcTByIOIIe KHOMEH. Kpome Toro, MoskHo B cmicke mons Tlopsiok Bii-
6paTh peskum B mOpsijKe
cmicka.

COpTHPOBATE MOMHNO He TONEKO CTPOKM OJIEKTPOHNO! TAGNMUE, HO U
cron6is:. Tlo pesi crpox. Jlus

STOTO perRMMa HYIKHO B OKHe Co BHIGpATH
KHOMKY B oKHe BRIGpaTh CooTBeT-
B rpyme Co TaM ske MOKHO Ompefie-
JTHTh, VUNTLIBATS JI# DEPHCTP IPH COPTHPOBKE, TO €CTh PAGIHYATE Ji TIPH CO-
PTHDOBKe GOJbIIIe 1 MATbE GYKBEL.

@unsrpanns
Ecnm Muoro sieek Tamne

RAHHLINH, TO BU3YATLHO BLIGPATL Te, AANHbIC B KOTOPBIX HYIKHO npossa:

upoBars, HaMeRNTS U T.T.,

Excel 2007 uMeeT CPeiCTEA 0TGOPA TeX AGHHbNX, KOTOPHE COOTBETCTBYIOR
ONIpeXe/eHHEIM YCoBISIM. OIHIN 13 TAKIX CPEACTS SIBISETCS (ITTPAINLS.



Pric. 3.88,

DuneTp.

m JIAHHEIX B
U Te crpo-

KN, JIAHHEI B KOTOPEIX OTBEYAIOT YCIOBHAM (IETpANHH. Bee IpyrHe — Bpe-
MEHHO CKPLIBAIOTCS.
Beam

ii xypeop B sweiiky sanonmen-
HOTO JAHHEIMH relikn 1010 ryT
Guams nycrsini) T'nasnan=
p i Jf

70 0KOM0 MpaBof TpaRI KarTof SeiHKH TepBOf CTPOKH BTOT0 AMANASORA
SeeK TIOBATCA KHONKM OTKPLITHA CIHCKa (=] (puc. 3.88). Takum oGpasom
YCTAHABIHBACTES PEIKIM, B KOTOPOM MOJKHO OCYIICCTRIIATS (HIBTPAIIIO.

B omux cceax (puc. 3.89) naxonaea:

. HEIX
. o DRty o rnerys

kounnﬂa Cusrs QuABTP ¢

KOMAH/IA OTKDITHS MEHIO KOMAH[ /U1l YCTAHOBKH YCJIOBHIE (DHuIbTpaIH:

Unc10Bb1e MILTPBI (eC B CTONGL UHCIIOBLIE JakHke, PHC. 3.89), wm
PRIBTPEI (eCT B AauHbie), Wi OUILTPEL

110 RaTe (ec/H B cToNMe A8THI;

Quasox Brutemus Bee;

Quaskky 115 sHaUeHNH B siueiikaX JaHHOIO cTON6IA.

Ecau cusiTh MeTKy quaka BBUIGINTS Bee, YCTAHOBUTS METKH (IIAIKKOB

JUI HEKOTOPLIX M3 TIDHBENHHLIX sHaueHuii # BLGpaTh kuomky OK, To

LLLL
LT

PG, 3.89. KoMaH SaL1aHVR YNoBs GUnTRaLM
wicen



nocze Ko- e 8
Topoii B o - =
MM, Te CTPOKH, BKOTOPLIX sHaveHIs | s
B JIAHHOM cTONGLE DABHSAIOTCH Bhi- = o]
GpanHbN. «om

B cmicke UnCIOBbIe (DHIBTPHI Ko- =

_—
|| e s 7 st st s
Boasme wn pasio, Mensime, Mens | 12 [

e wm panio, Meay oTKphiBaer

oKHO
(pic. 3.90), B KOTOOM MOXHO yeTa-
HOBHTS yCJloBHe (UIbTPAIMH: Npo-  PVic. 3.90. Oko Monbsosatenscrmih
€TOe W COCTABHOR M3 JIBYX NPOCTBIX, ABTOGUNLTD

M i WITH. Peay BmOMHe-
HISL DTHX JIOPMUECKHX OTIEPAIlNi COBNIAZIACT C PESYTILTATOM COOTBETCTBYIO-
1mpx sormuecknx gyskruii M i HIIH. Cama QuISTPALIES BHNONHSETCS T0-
crte BLiGopa kuomk OK.

Tlocnie 10 yenosiio, Ha pucyHKe
3.90, TaGuLA, NpHBEJeHHAS HA DHCYHKe 3.88, GyleT BEISTH TAK
(prc. 3.91). B Heii 0TOGPAsKAIOTCS TONEKO Te CTPOKI, /UISt KOTOPEIX B cTONONe
Teomerpust BEmoNHsIeTcs: yenionue (pasto 10) HITH (pasro 11). Jlpyrue cTpo-
KH TAGIIHIYBI, SATIONHEHHbIE JAHKBIMM, CKPHITH.

- -
Pric.3.91. 3.88 v 3
TIPUBESIHHOMY Ha PYCYHKe 3.90
00 eaue KHOTIKa

5 oarumsui srontti, 1o ohmternan: o [P
T0poro oTMILTPOBAHA TAGNIMNA, TpH- || |
oBperaer Taxoft mu: B, = |
Komarna Tlepssie 10 orkpupaer | Esm I
oxio Hanosemie yeosst 1o emicky
(pic. 8.92), B KOTOPOM MOMHO YCTAHO- Py 3.92. Onio Hanowetwe ycnosws
BHTE YC/IOBHe (GUILTPAIIHH, TI0 KOTOPO-
My GY YT OTOGpaKATLCA TOMLKO Te CTpo-
B Y T
How_crondie e 1
mme) 10 (WM ApyToe ycTAHOBJEHHOE
KommtecTso) anavermil.
Kowanza Bomne cpemnero (Hiwre
cperero) BumonseT GUILTPAIIIO, B
Koropoit

TONLKO Te CTPOKM TAGIMII, KOTOphie
COJlepsKaT B IaHHOM cTONIGNe 3HAYHNS,

uem  cpefmiee
apudmeruteckoe BeeX sHavenuil B faK-  Pyc. 3.93. Yenosie 4na GWILTaLUM
HOM croxGe. Texcron




Pyic. 3.94. Pesynbrar
cTonGuios Cymma v Ukdopmatika

Jiun xeuang yorenous yeaouif Terroancx gucturpon Tesse oruqerme:
ercst okHo T0/I530BATe LCKMIi ABTOMIIISTD, OIS KOTOPOIO CONEPIKAT CIIH-
cku yeroBuii 215t Tekctos. TIpuMep Ye10B1s GUILTPALUH TEKCTOB NIPUBEieH
Ha pHcyHKe 3.93.

Bokne B nonsx, ena,
VoM MOHO Ui, BHGUDHTS o CIMEKOD, & B oMY, PACTOAOHEHIEY
cpaBa, SHAYEHHS MOKHO KAK BHIGHPATE WG CIIHCKOB, TAK 1 BBOAHTE C KIla-
BuaTyphi. [IDHYEM MO)KHO /UISi BREJCHHBIX C KJABHATYDHI JAHHELX HCIIOJIb-
0BATE CHMBOJIEL * I 7, 0GPA3OBBIRAS TeN CAMBIM IIAGNOME! sHavewi. Hanpi-

Mep, JULsi TOrO UTOGH B Bhie TAGHLE TOMEKO
Jae 06 VUEHHKAX, GAMILIN KOTOPHIX COICXAT OYKBOCONCTaiie et
MOSHO 715 Tiep? y e,

s

cxotugin rabamas, Torsm SAmal Caouel Darurs Tymer moRMenes:

YoKe TOMBKO JUIST TeX CTPOK TaGMHITH, KOTOPEIe OTOBPAMAIOTCS TIOCTe TP~

MeHeHus Beex duETpoB. T o -
st

ect mpoBectn TI0 JAHHEIM CTONGTA

Cymma ¢ yesoBueM Goabite 35, a saTeM QUILTPALMIO TIO IAHHEIM CTONGIA

Hnopmamika ¢ ycroBiem Goabuie 8, TO MTOroBoe (UILTPOBaHNE GyieT

(6az1 0

Goubite 8). Pesy 1Tt TaKoii (HILTpAIMM IPUBE]IeH Ha PUCYHKe 3.94.
UToGhI OTMEHHTE (UIILTPALIMIO, MOSKHO:

. Jannvie pY ;

. Trasnasn = = u guavmp =

Ouuemums;

BLUIONHHTE KOMaHY CHSATH HIBTP ¢ B CIIHCKe CTONBLA, 110 IHHBIM KO-

TOPOro GhLA NPOBe/eHa GIILTDALIS;

YyeraoBuTE MeTky (iackia BHUIeINTS Bee B CIucke CToNGNA, 10 JAHHEIM

KOTOPOTo Gbiia PoBe/ieHa GUUILTPAIS, NIocIe Yero BLIGpats kromnky OK.

Y0611 BOOGIIIE OTMEHHUT PEsKUM, B KOTOPOM MO3KHO TPOBOMHTE (HILTPA-

1410, HY?KHO NIOBTODHO BHIIONHMTS OJHY 1S3 KOMAHJ, KOTOPAS YCTAHABIHBACT

TOT PesKIM.

Pacumpennstii guastp

CriocoBt
dsinirariess Hn Rak Boek Hayads. HATTHIER: Dor OSSN ORI
HeNbas BLINOMHNTS (ILTLTPALIHIO 110 YCTOBHIO, KOTOPOE SBIISIETCS! 06 beHe-
Huem yerosuik JBYX CTONBLOR HIH,
Hanpumep (cymva Gazion Gosute 35) HIH (6ain 1o mudopmaTiice Gots-
i 8. i T S TRAIEIE 10 T oY 3 ATYTM COCTABHRN IR
MOsKHO €




Puc. 3.95.

Has PunbTpa u c
N QILTLTPON HeoTXOmINO:

TaGMUIL HASBAHHS
-mx c'mnﬁuon, TIO IAHHBIM KOTOPBIX GY/eT OCYIeCTRIATLCA QUALTPa-

8. ovor § FaAIG o EARSAEAE, ORNGE eTba SRR
(ecu 5TH YCIOBHS JIOTKHEL 0BbeMHATECS TorHUeckoit onepanyeit H,
TO OHH OIIKHE! PACIIOJIATATECS! B OZHOI CTDOKE, CIIH JIOTHYECKOH olle-
paunen HUJIH, — B pasuLLx, puc. 3.95).

=
4. B oxse Pacumpenmsii QusTp:
1. Bi6paTh oH Ha nepexlouaterell Aist BEGOpA OBNACTH PACTIONO-
JKHHS! pesyLTATA DHILTPALLIH.
2 B o7e HeXomibIii MANASON a/Ipec IMANASOHA SIUECK, /Iak-
Hble B KOTOPBIX (upome

Puc. 3.96. Peaynerar ¥
Ha pucyHke 3.95.



PP S———— - |

HCTIONL30BAHMEN KHOIKH CBEPHYTS C TOCIIEAYIOUMMH BEIC/CHHSIM
HYIKHOTO AMATIATORA STICeK).
Bnec'm » Tone J[uamad0n yeTomii apoC AATIE0NA STIECK, B KOTO-
W ycroBus.
4. ot Guan ausGpart niop Yy » Y-

Toe Mecto, BBecTH B 1o TIOMECTHTS PESYKTAT B AMATASOH a1pec

HBATAORA. S, SIS DSRMGCTTL DGR TRE Qunkrpa-

5. ButSpars xsionicy OF.

Ha pucyske 3.96 pesysTar n
YelIOBMIO, NIpHBEZieHNOMY Ha prcyHke 3.95. IIpoanamaupyiite peaynsTar
970l (UIILTPAILIH i CPABHITE €10 ¢ Pe3YILTATOM (HILTPALIH, NIpHBEleH-
HEIM Ha pHCYHKe 3.94.

AsTomMaTiIeCKHii BRG0P AHHBIX W3 TAGAMIEL

OJIHUM U3 CTIOCOGOB ABTOMATHYECKOTO BHGOPA MIAHHBIX H3 TaG/HILE! ABIS-
eTcs HCMONB30BANTIe (PYHKINII, KOTOPHE BEITONHSIOT TIOCK HEOGKOMMMBIX
JAHHLIX B OZTHOM W CTOGNOB TaGNHIEL ¥ TIO HAI/ICHHOMY SHAUEHNIO BOS-
BPAIIAIOT COOTBETCTBYIOIIME SHANEHHS 13 APYPHX CTOJGIIOB BTOi ke CTPo-
K. ARAJOTHIHEL TIONCK MOJKT OCYIIECTRISITECS 1 11O SHAYICHMIO B OXHOM
13 CTpOK TaGMIEL TAKHMHE SBISIOTCS (PYHKINH, KOTOpHIe BXOLST B CIIHCOK
KHOMKH CCBUTKH W MACCHBBI TPYNIIE! BHOMMOTeKa dyHKIMIE WM B KaTero-
puio Cebumics 1 MaceuBEI B okre MacTep dymictuii. HeckoJTkKo IpHMepOR Ta-
KiX QYHKIMi IpHBesieno B raGute 3.17.

Tabnuya 3.17. Anst
BEIGOpA IAHHEIX
Konuecmao punep
Gympus apeymenmos Pesyarmam ucnonvsosanun
Suavammo 1 suetcat mana- | BIIP (“Typas-
A sueeK TAGIHILI, X
Tometion . mepocesonn | DGE4)
el 4, crpok, B KoTopoit 5 mepson | BIIP (B1;
womep. erono. | HeTsepTsii | cronGie raGmiu uaxomimes | DI:GT;3)

HeoBsiaTent- | MCKoMOe_sHAUeHIIe, W CTOG-
BB na Homep_cton®ua, KoTO-

e
mowcial) Phili OnpezensieTcs B rpami-
1aX YKA3AHEOTO AMANASOHA
s
Bustomme 3 i uan:
Ha stucek TAGIMIH, HaXo-
e . e
T (cwcia. 4, cronbna, B KoTOpPOM B TIepROFi
bisniogeol werseprytii | cTpoe TaGmip coRepcuTes | D2:GT;3)
=i [,m):— HeoBsiaaTeNb- | HcKOMOe_sHaueHHe, H CTPO-
e auab Ml | KM HOMOp_CTDOKH, KOTO-

past Ompefensierca B rpaui-
LAX VK8SAHHOMO juAmAsOHA
sueex




TlpusezieM NpuMep Mcronb3oBaHus oTMX QyHkumit. IIycTs cymecTsyer
GobIas TAGMMIA C JAHHEIMH O COTPYHMKAX (PHPMbI: (aMIIst 1 s, ana
o s , KaTeropns,
JKomawmuii axpec, Tenedor u xp. Heobxomumo B oroit Gonvtiol -mﬁnuue
HaiiT, HATIPEMEp, Teed)OH OHOO M3 COTPYHIKOB. IlycTh oTa TaGmima
sammMaer Juanason sueex CA:Z520, B oT0i TAGNMIe (GAMIIMN HAXOLSTCS
B cronGie C — NepBOM CTONIGLE YKASAHHOTO JMANIA30HA Siueek, & TeNiehoH —
B IBEHA/IATOM CTOIGILE HTOTO IMANASOHA.
orjia ecin B stuefiky A2 BBECTH HYKHYIO (baMIIMIO COTDYAHMKA, a B
sweiixy A3 pBectu Qopmyny =BIIP (A2;C4:Z520;12), To B stueiike A3 nony-
MM peayJILTaT o7l (pYHKIMM — Te/ledhOH YKAAHHOIO COTPY/HHKA.

Msmensist B OPMyJle HOMEP CTONGNA, MOYHO HONYYHTS PYrHe JaHHbE 06
10M coTpyaHuKe. MOKHO TAK)Ke JUIS HOMEPA CTONIGIA BLUIEUTL OTHENLHYI0
sAeliky 1 YKkaSKBATE B OPMYJIe CCEUIKY HA Ty Stueiiky. A MaMenss ganu-
JIH10, MOSKHO NONTYUATE JAHHEIE O APYTHX COTPYHUKAX.

TIOHSTHO, ecit B (MPMe PAGOTAIOT HECKOJIEKO COTPYAHHKOB C YKASAHHOM
amumeli, TO GyHKIS HANZET JAHLIE TONLKO O IEPBOM 3 HHX. JList rIoHC-
Ka IAHHLIX O IPYTHX DUpMBI ¢ TaKoi Hy”KHO Cy-
SHTL MANAGOH SYEEK /UL TIOUCKA HIIH BOCTIONL3OBATLCS APYTHMH (YHKIWS-
M PPy CCBLTKH ¥ MACCHBBL.

Yeaouoe GopmaTnposanue

Eiite ofHuM criocoBom BLGopa B TAGTHIe SHAYEHH, KOTOphIe VIORTETRO-
sBAseTCs TAK yeaoBroe gop-

pstior
MAaTHpOBaHHe.

Vel0BHOe (OPMATHPOBANHE ABTOMATHVECKH 3Mensie (opmar
SueilkH HA 3a/AHHEIH, €CIM JLIIs 3HAYCHHS B IAHHOM srueiike BLITON-
HSCTCA 33/1aHHOR YCIOBHE.

MMEP, MOSKHO 381aTh TAKOE YCIIOBHOE (POPMATHPOBAHNE: €CITN SHAMe-
Hite B siuefike Gonbie 10, YCTAHOBHTS IBeT (oHA ek — 67e0H0-po30GHl,
~ senens -12.

o saue yezoproe dopma-

pOBAHHe He CKPHIBACT STUCHKH, SHANCHHS B KOTOPEIX He Y/ORJIeTBOPSIIOT 38-
JIAHHOMY YCIIOBHIO, & JHIIIh BELIETISET 3AIAHHEIM 00Pa3oM Te suellkH, Have-
HIIS B KOTOPBIX YIOBJIETBOPSIIOT 38IAHHONY YCIIOBHIO.

B Excel 2007 cymmecTsyeT 5 THTIOB TIPABILI JULSt YCTIOBHOIO (hOPMATHPOB-
sust (puc. 3.97)
o IlpaBuia BUIeTeHMS STuCek;

Tpaniia 0760pa niepusx 1 HocTe X suavenull;

HaGopsi sHawkoB.
s

1. BRIIeMTE HY>#HBL AMAIIA30H ek

2. Bunomiuts, 'nasnas = Cmunu = Yenoeuoe gopmamuposanue.

3. BHODATE B CIIHCKe KHONKH Y C/I0BHO® (hOPMATHDOBAHME HEOGXOLUMEL
Tun npasin (puc. 3.97).

4. BUOpATL B CIIHCKe IPABKJI BLIGPARHOTO THIIA HY’KHOE IPABIIIO.



‘Crcremst

mi e 255

Puc. 3.97. Kronka YCnosHoe (hopMaTHpoBame, ciucok
al

BugeneHms sreeK

5. BajaTh B OKHe, KOTODO® OTKPEUIOCE, YCIOBUE W BHODATE M3 CIHCKA
dopmaton opuar, KOTOpH GYZeT YCTAHORICH, ecrit YCioke GyAeT

H KOMaHAY
6. Ec.'m Guana s Hmp-mum Qopmar, To B one
dopmat OK.

7 Buepm kronky OK.
Ha picyHice 3.98 IPHBEZeRO, KAK NPHNED, OKHO GOTBIIIe, B KOTOPOM yeTa-
HOBJICHO IPABHIO GOMBIIe 9, CO CIHCKOM CTARAPTHBIX (JOPMATOR, KOMARJOH

PUc. 3.98. OKHO GOMbLL C YCTIOBUEM 1 CTIUCKOM
a
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Puc. 3.99.

Haemaxssesil goprar, s ascre npe}.lnapmnbﬂuﬁ npocMoTp pesybTaTa
mpaB

Besiop Ghsoro w8 HOMRAR Yohaoro (opaTEpoRasis ins TRETHA:
MEI TIPHBOAMT K BCTABKC B SNUEHKH BHICNICHHOTO [MATASOHA THCTOTPAMM,
Pa3Mep FOPHIOHTATBHEIX CTONGIOB KOTOPEIX TIPOTIOPIOHAEH SHAYCHHIO B
seiixe (puc. 3.99).

VCTaHOBK OZHORO 13 TIABHL YCJIOBHOTO (popMaTnpoBanus Tuna leriste
MIKAJTEI IPHBOJNT K 38.TMBKe ST€EK BEIE/ICHHOr0 IMATIASORA TAKHM 0GPA30M,
uro sruedikn ury

(0110 TalksKe BLIGPATS TIDABILIO YCIOBHOTO (POPMATHPOBAHIS 13 CTIHCKA

vukcos. Ipyu B siueitkax Awa-

nasona GyzyT sHAuKH 13 naGopa. KoH-

KPeTHOTO SHAWKA W3 HAGODA B Sueilke OIHAUACT, UTO /ISl SHAUEHNS B HTOM

stueiike HCTHHHBIM SIBISieTCS! YC/IOBMe, YCTAHOBJICHHOR ISl 97010 SHANKA 3
Habopa.

L5} Tiposepsre ceba
1°. Buem sakiouaercsi cOpTHpOBKa fanmkix B Excel 20077
2°, TlosicHuTe NPABMAA COPTHPOBKH N0 BOSPACTAHMIO ARHHLIX PASHEIX BHJOB B
Excel 2007.

3¢. Tosicuute, KaK GHCTPO BLTIOMHKTE COPTHPOBKY AAKHLIX B AHANATOHE Sueek.
IO SHAYEHWSM B IEPBOM CTOTIOIE BTOTO AMANATOKA.

4°. TlosicruTe, KAK GHCTPO BEITOMHHTE COPTHPOBKY JAKHLIX B HANASOHE Steek.
110 SHAYEHUSM B TeKYIIIEM CTONGE HTON0 AHANAIOHA.

8. Tomeae, mosenry worge rouasza Cap'rlrpnm OT MIHNMATEHOTO K MAK-

or Ano L.

. Tipesemers. mpmuop COpTRpOk MR 4 VA OCKOAEX
cronGua:

™ Goophvnmpyﬁ're TPABUJIO COPTHPOBKY J@HHEIX 1O SHAYCHMSM B HECKONb-
KuX cTon




18°
19,

mm—mw-_

TlosicruTe, KAk BIOMHNTS COPTUPOBKY ARHKEIX IO GHAUCHHSM B HECKOE-
K cronbuax.

TIOSICHHTe, JULS HerO HCTOMBIYIOT QIUILTPAIINIO AQHHBIX.

TIOsICHITe, KAK BLNOMHHT GUILTPALIO © HCTOMEIOBAHMEN (BIIANKKOB s
Smavemli 5 cronGe.

(OsiCHIITe, KaX BUOMHATS QIITLTPAITIO ¢ HCTIOME3OBANHEN YCOBHit QIiTb-

parus
TIpuBe/uTe NPUMEDH! HECKOMLKUX YCHOBUI QUILTDAINN U1 WHCeN; UL
TeKCTOB.

TIosicHHTe, A5 HEro HOOML3YeTCs pAcHMpeRHbili GuLTp. B KakiX cayua-
51X on IpHMenseTCs!
TIpupezTe MNP YOS PACLIHPERKOTO GHHTPa.

(OsICHITE, KAK BLITIOMHNTS PACIIMDERHYIO QILTLTPAIIO.

. Onmuwme o6t Bug Gynxuuii BIIP u TTIP. OSbsckue MX HasHaueHue.

TIpusezure npHMepE.
Tlosicunre, 5 uex u -

TlosicRuTe, KaK BLTOTRATE YCHOBHOE GOPMATHPOBARTE.

@ BunonHuTe 3aaaHMa

1°

Orxpoiite yrasanmbili yunTenem daiin (nanpivep, Tema3\3azarmus 3.8\06-
pasen 3.8.1.xlsx). Ha smcre Juerl npusesiena Tefima posymurseos yua
crist 110 TPOEGOp (oux), Ger
(Bpemu)‘ EDRSRR B ooy | (m) Orcoprupyiire aadiise 570 TAGRALI 10

ny!o S rony it s Tleed, Ho aced Tare® yoraumomare poonat GRAETES:

. Biibepire Tex YUACTHUKOB, KOTODhIe KAGDATH B (heXTOBAKMIL He MeHee
40 ouxop. CoxpasiTe KEMIY B cCObCTBeHEHON manke b Qailzie ¢ MMereM
Jrpasenemis 3.5.Llex.

poltre yKazaEuLH yiTeneN gafln (sanpuep, Teowa3\Sazauna 38105
ke 5.8 Aelx). Ha s Taiel MbmEsiism saboetia mesimre camennee
Ha s pomopras raposa Kaeme. Ovooprhpyine Aazmsee sroll 7abwsnet o6 200
PECTARMIO BPENERH BLUIETA CANOJIETOR. CKOMHPYHiTe OTCOPTHPOBARHYI0 Tab-

sy wa it Jwer2. Ha micre HOBHTE PESKHM (DHILTPALII.
Butopure gammsis 0 S chmnnis, seropis sivenes i seponyrs Bopi-
cnon. Coxpanire B cobeThennoll nanke B Gafie ¢ WNeHeM yIpAUHe-
e 3.8.2.xlsx.

Kpolite ykasasukl yunTenem daiin (sanpunep, Tema3\Baamus 3.8\00-
patem AS T i) E& suore Jdorl ypuionn veficaii perysirenca yus-

pRio: (ouxn), Ger
{orea), spuess 5 meictry (u) OrcoprupyiiTe fanKLIe oTOM TAGMMIE N0
SHANERWAM B TpeX CTONONAX: Owkit (0 yOHBaRT0), Bpemst (10 Bospacta-

mm), Bsicora (110 yﬁusumm) Cronupyiire oTcopTHpOBaEHYI0 TAGIHILY Ha
et Jlner2. Ha mcre JIMCT2 YCTAHOBHTe PextuM QUILTparii. Bribepute
7O YT, KOTOPHE HAGDATH B GexrobaII R Nesee 40 OKOR 1
EPLTEYIA B BcoTy OT 2,20 g 2,25 eTpOR; CoXpaRITo KTy 3 cobeTRON-
non nanie B gaitne c iveren ynpazxHenne 3.8.3.xlsx.
yuuTenen (aii ( 3.8\06-
plaen '8.8.5:x1ax), Ha Macre JINCTL NpHDOTORA ToAMATIA BALTeTa CAMONOTOD
13 89pONOPTOB ropoa Kiesa. Orcoprupyiite Aanmsie o10fi TS
06pasoM, UTOGE! ARHEIE O CAMOJIETAX, KOTOPEIE BELIETAIOT I3 Of a5po-
TopTa, K pAoN, gauRe 06 aoporopre HAIHAUEHNUS yﬁula.rm a xpelm
BhieTa many Ea et




Jlwer2. Ha mucre Juer2 yeranosure peskun distpanuu. Buepute fan-
Hbie O CAMOJIeTAX, KOTOpLIe BhuieTalor B Bapmasy ¢ 9 o 15 'llc()s. COXPHHHV
e wunry nane B Gaiire ¢ unenen

B et P B e e Sa e a0
paser 3.8.5.xlsx). Ha smcrax Jierl 1 JIMeT2 npUBeeHE TaGTHIE © faH-
T AR MR R, B gmeny e e Vo
pecumpemIOrO (uLnLTPA A1 BLGOPA KA pLax ot en-
Yocrs Gomaiie 500 TG, i ner wersiie 400 rpa. Ho micre Jner? aa-
JaiiTe yeZIOBHe 3AKpACKH (OHA TeX Sueek, B KOTOPHIX mea FKMI Gombie
1000 rpu. Coxpamure KHMIy B cOGCTBeHHOlN Nanke B Qaiine ¢ HMeHeM
ympazkmerite 3.8.5.xlsx.

@ 6+, Orxpotire yxasanuuit yumrenen daiin (mampmep, Teuaa\aazulmn 3. 8\06
pagen 3.8.6.xlsx). Ha mcrax Juerl 1
HbiME 0 LCD-MORMTOpax. Ha micte Jnerl :mme yumsne pacmnpenuom
QUILTDA IS BHGODA AAHHHKX O MOHWTOPAX, B KOTODHIX HJIH AVIATOHATH
Gonbuie 19", wn nera Merbie 1500 rpu. Ha mucte Jlner2 sagaiire yesosue
SAKDACKH B SeeHLAM BT CHMBOTOR TEKCTa I YCTANOBKI PASMEpa CHNTONOR
16 B Tex stuelikax, b KOTOPHX AUAroRaTh LCD-NORMTOpA Membie 21”.
CoXpauuTe KHUTY B COBCTBEHHOH TANKe B (ailile C HMEHEM yNpaKHEHHe
3.86.xdsx.

7%, Orkpoiire yxasauus yuurenen daiin (sanpumep, Tema3\3anauus 3.8\06-
pasen, 3.8.5.xlsx). Ha nucrax JMerl i Jluer2 npupeAeHLl Ta6Tmsl © gaii-
HBIMH O JKECTKHX MATHUTHLIX JHCKX. BajafiTe YCJOBHE PECHIHDEHHOTO
unToa s pkGopa gawkux O ML y KOTOpLX i eNKocTS Sombiie

7200 o6,
i mcne s sazaliTe yC/IOBHe SaKDACKH B JKeAThill 1BeT QOHA FUeEK CO
BeenH famEEMH O Tex JKMJI, Y KOTODHIX €MKOCTh K9IIl-IAMSTH GOMiIe
8 MGaiir. CoxpastTe KHUTY B COGCTBRHOM TaTIKe B Galiie C HMEHeN ympask-
enme 3.8.7.xIsx.

3.9. wrorm. Ci 6.
v RaHHLX Tabnmue? Kakum
2. Buem AaHHbIX? Kakimi MOXHO Bbi-

NONHUTL GUNLTPALMIO AakHbix & Excel 20077
3. 410 TRiCS pSoUN e dunbTPauma? MpuseauTe NpUMep ee MoNoNL3o-
‘BaHu

4. Kax onpenemnn SHateHite B OSHOM U3 CTONGLOR TAGMMLIE 110 SHANEHNIO B
Aipyrom cTonGue?

TIpomeskyrounsie wTorn

(CTO B OJIHOM WJTH HECKOJLKIX CTOIGHAX TAGITHITL COJePIKATCH TOBTOPS-
Iolecst lAHEbIe. D10 MOrYT GbITh, HANPUMED, HASBAHMSA (HPM-TIOCTABIIH-
KOB, HASBAHNS TOBAPOB, HASBAHNSI MYHKTA HASHAYCHNS /IBHIKEHIS TIOCS/IOB,
HASBAKIS! KPYIKKOB, KOTOHIe TIOCEUAIOT YICHHKH 1 K.

Ha pucyHKe 3.100 npuBe/ietia TaG/HIA ¢ AGHHEIMI O IOCTYTUICHHH H TIpo-
Jlaske KHHD B HEKOTOOM KHIKHOM Marasie. OGPATHM BHHMAHWE HA JaH-
Hble B Tpex cronbuax o1off Tabmmei: Pavmisi, HKanp 1 Bupma. Moxio
VBHJIETE, UTO B MATA3HH [OCTYIAH PASHLIE KHHTH OJHOTO H TOTO JKe ABTOpa,
paaHble KHUTH O/IHOTO JKAHDA U OZiHA ¥ Ta ke QUPMa NIOCTABJISIA KHUTH pas-
HBLX 3AHPOB 1 PATHEIX ABTOPOB. TO €CTh MOSKHO SAMETHTS, HTO B HTHX CTONG-
11X €CTE AAHHLIE, KOTOpbIE MHOFOKATHO IOBTOPSIIOTCS.



B

Puc. 3,

100, g
OT PUPM-TIOCTABLIMKOB, ¥ O NIPOAIAXE STUX KHUT

raGmuntp, CKOMEKO DiaeN-
TUIAPOB KHUI' KAXKJIONO M3 ABTOPOB NOCTYNHJIO U CKOJMBKO M3 HUX NPOAAHO,
CKOJBKO MPOJANO KHME IPOH W CKOJBKO TI093MH, CKOJBKO KHHT IOCTABIIIA
a1 13 QUPM-TIOCTABIKOB  CKOILKO U3 HHX NPOAAHO i 2. TaKofi aa-
s pac ‘marasuua Kakol

(Tposa 1M NI0031sT) TIOEYeTCs: GONBILIM CIIPOCOM, KAKHE 13 ABTOPOB Goliee
TONYIAPHEL, & KAKIe MeHee, KAKAS 13 (DUPM TIOCTABISIOT KHIIH, KOTODhIE
TOME3YIOTCS GOILLIHMM CTIPOCOM 1 AD., # HA OCHOBAHMH TIONYYEHHEX JAHKRIX
6oty Marasika.

"UnoBbl MIOTYMHT OTBETH! KA NPHBECHHLIE BBILE i APYTHe BONPOC, HY3i-
HO CTPYNIMPOBATE JAHHbIE, KOTOPhIe OTHOCATCS K KAMIOMY M3 MOBTODSIO-
MXCA 3HAYCHUH MM ), ¥ 1Ipo-
BECTH HEOGXOMMEIE BEIHCIIEHIIST (HATIPHMEP, HANTH CYMMEL, CPE/IHYE W HAH-
‘GOJIbIIITe BRANCHIIS 1 7. ) y3ie BHYTDH KaioAOH TPYIIITLL OTICILHO.

‘OJTHIM 13 CTIOCOGOB BLITIOIHEHNS TAKYX OTepAIlMH ABIAETCS BEIHCIICHHE
ITPOMESKYTONHBIX HTOTOB.

TIpoMeskyTOHEIe HTOTM, B OTMITHE OT OGIIEro HTOTA, — 9T0 HTOMM Fe 1o
oen gamEL, 8 0 WX waona. 111 pacrMoTpeRTarD piTe mpceen oGt
wror — 1o, K, &

L G T ROR I A TR eors PR
HJIY OT/@JIBHO MPO3LI ¥ OTAEJLHO NOd3HUH M T. 1.
"YTOBh! HAliTH IPOME3KYTOHbIC HTOTM, RY3HHO:
1. BRIeNHTE Sreiikn, JUIS SHAEHMH KOTOIX GYIyT BEMHCISITECS TIpo-
MeskyTONHbIE HTOTH.

JARHEL eexc 110
BHAYEHUSIM B TOM cToJb1le, B kmpou Hymuo CIPYNNHPOBATE IaHHbIE.
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Waes

4. BiGpars B okHe wro-
i (prc. 3.101) B crmcxke nons Onepa-
s TY QYHKIMIO, 1O KoTopoi Gyayr

5. Veranosnms B okne Ipomesyroumsie
¥rToru B crcke nonst Jlo6aBKTS WTOrH
110 METKH (MIASKKOB PSIOM C HAIBAHMS-
TeX CTONGIIOB, JUIA KOTOPHIX GYIYT
BIHCIICHE TPOMESKYTOUHEIE HTOTH.

6. Buibpars kuomicy OK.

Ha pucynke 3.102 NpHBeHeH peaynTaT
BHITONHERHS! DTONO ANITOPHTMA JUIs! TAGHIIb,
Bhe, ©
SHAUHMSMM, YKAANKLIMH Ha pUCYHKe 3.101.
CTpokit TaMILL OGHENMNERb B TPYMIL 10

SHAYEHHSM B CTONCUE DAMMIMS, 1 JUISL KaXK-

Joii rpyn obpasoanack crpoka Hrorw, B Fuic:5.101-Owio:

Kaxjofl M3 KOTODHIX NOJCUMTAHBI CYMMBI B

cron6uax Hoerymuio, Mponaro, MpuGeums u Octatok, Kaxzas us rpynm
citpLiTs, 0 tew Knon [=) cresa or kavitoft

13 X, ECai BHIGATS OfRY WG OTHX KHOTIOK, TO COOTBETCTRYIOMAS IPYMIIa

CTpOK chepHeTcs, 0TopaskaTECs GYeT TONbKO cTpoka HTOMM, & KHOMKa crie-

Ba 0T TPYNIIL mpuMer Taxoit BI: *l. B MmoGofi MOMEHT MOMHO BLIGpATE OTY

KHOIKY 1 CHOBA PABBEPHYTH COOTBETCTBYIOUIYIO TPYTIITY.

Haz kHomkamm rpymn Tpu
xnomen 11, (2] u (3] Guicrporo cropaumpanms/passopaunsanus yposueit
CrPYNIHMPOBAHKOI TAGMMIE: TiepBHIli YPOBeHE — 370 Besi TAGMMILR, BTOPOH —
PYNIIBI, TpeTHit — WineHE! rpymm.

Puc. 3.102. Tz

cTon6ua Gamunus



Cosnanue cBoguEIX TaGmmI

VIHEIM cTIOCOGOM aHATHSA IAHHBIX B 9IEKTPORHOI TaGNHIe STBIAETCS CO3-
JiakHe CROZHBIX T

Kak u nocne ooanamm nponemqunux MTOroB, B peaynmm coapanns
cBOAHO TAGMII rroram, mpu-
eM B CBOZHEIX TAG/HIIAX MOSKHO aazvman et sl iy
POBKM, YeM B NPOMEKYTOUHBIX WTO-

fax: —_———
Jlnsi coszamus CRORHOM TaGMMUL!

HeoBXOMMO: =
1. Buijle/MTh IMANASOH SIY€eK, TI0 g ey kel

JAHHEIM B KOTODOM GYJIeT cosfia-
BaThCA CBOAHAS TabnuNa (B HTOT
JZMANAsoN JOMKHE! BOHTH 3aro-
JIOBKH CTONGLOB), MK BRIGPaTH
IpoMSBONERYIO AYeliKy OOBeKTa
Ta6m

2. Bunonuurs Bemaoxa = Tabnu-
yw = Ceod mab, = PM.S.IOS.OK:;?WMWI
Ceodnan mabni

3. TIpit HeoGXOMHMOCTH WIMeHHTE B okiie COAAHME CBOMHON TAGTHIEI

(puc. 3.103) JMANAION sueeK, N0 JAHHEIM B KOTODHIX GYZeT cosiaHa

CROZHAS TAGMHIA, YN BLIGDATS BHELIHWH HCTOUHMK AAHRHEIX.

BuiGpars b okHe CoslaHMe CBOIHOM TAGIMIBI MECTO PACTIONIOMEHHS

CROZHOI TAGNMIEL: HOBBLI JMCT WM CyIecTBYlouii scT. TIpH Heob-

XOJHMOCTH BO BpeNs! BEIGOPa CYIIIECTBYIOIIIEr0 JITICTA YKA3ATS HAUATE-

HYIO S/ueiiky PACTIONIOPKeHHS CBOTHOH TAGTHILL.

5. Bu6pars kronky OK. (B mrore orkpisaercs: nasens Crcok moieii
cBopHO TAGMHIYS (pric. 3.104) JUIS CO3IANNS ee MAKeTA; CITH MeCTOM

>

Puc. 3.104. Caoaas TaGnMLLa 1 naness CNUCOK nonedi CBoAHON TaGauus!
AN CO3aHUR MAKETa CBOAHOM TAGAMLILI



'PACTIOIIOsEHMS CBOAHON TAGTHILE! Gbu1 H3GPAH HOBKIH JHCT, TO B KHMTe

CoBJAeTCS HOBBI JINCT ¢ MYCTOl DIEKTPOHHOI TaGTHIEi, HA KOTOpOM,

HauWHAS ¢ STUEHKN A1, GY/ieT PaCTIOI0sKeHa CBOJHAS TaGTITIa).
6. TleperaryTs U3 BepxHeil o6nacTH nane CIMCOK MOl CBOTHON TaG-

nacrs, Hassamms crpok Rassasie T0ro cron6na (mons), sra-

UeHNST B KOTOOM G B CBOAHOI TAGIHIie HASBARTSIMI CTPOK.
TleperaiyTs us BepXHeii oGnacTy narenu Cmicok mozelt CBOTHOI TaG-
mm B o6nacT, Hassamis cTOGIOB HASBAHNE TOTO CTOGNA (TOsT),
SHANeHHSt B KOTOPOM GYAYT B CBOHOH TaGIHIIe HASBAHMSIMH CTONGIIOB.
TlepersiyTs ua Bepxeii obzacTi namems Crmicok moieil CBOMHON
TaGIMIE B 0G/ACT, BHAUEHHS HA3BAHME TOTO CTONONA (NONS), BHave-
HISH B KOTOPOM GYIyT HOBITOMBATECS B CBOHOM TaGIMIIe.

9. BuGpars kHonky OK.

Tlocie HTOTO KA JHCTe COGAACTCS CBOMHA TAGANIA, & HA Jle»m nosmser-
cs1 BpemenHIii pasen Pagota
Tlapamerpst 1 KoucTpyKTOp 1151 paGoTsi co CBOTHOI rominen (pnc. 3.104).

Ha pucynke 3.104 TpHBeZeRa CBOXHAS TAGIHIA, CO3JAHHAS HA OCHOBE
JIAHHEIX 0 TIOCTABKAX KHNT' KHIJKHOIO MATASHHA TpeMsi dupmani: «Opebeits,
“«Cenenar u «Tpuymd» (cM. puc. 3.100). B oToil cBOHOl TAGMMIE BLIMCIS-
ercs obiiiee KOMINECTBO KHHT KAJK/OT0 JKAHPA, KOTOPHI€ NOCTABIIA MATASH-
HY KasKJIas us UPM-TIOCTABIKOB, & Takske OGUYH WTOT /U KayKI0 dHp-
M1 1 sKanpa. CTPOKAMH 0GPA3OBAHHOI CROJHOI TAGIHMIE SBISETCH SHAYe-
Hyte TOro cTon6Na (N0N), HASBAHME KOTOOTO HaXOIMTCS B oGnactn Haspa-
HMS CTPOK, & CTONOLAMH — SHAUEHHE TOTo cToNbNA (1107151), HASBaHHe KOTOPO-
To naxomuTes B oGnacT Hassams cronGiion.

ol

P " CBOJHBIX TAGaMIL
C 1y MOYKHO
Mosk cymmMEl B cTpokax u
cmnsuax naxomm ZIYTYIO XaPAKTePHCTHKY JIAHHEX: KOJHYECTBO, CpejiHee,
(p. Jlist 57010 Hy! ‘Texymeit sueit-

Y CROTHOR TAGAE 0 PRROTAITS Ha)muempu = Axmusnoe none = Ila-
panempy: nons. A nansime B okxe Hapaverps: moxs sxauenmii (pic. 3.105)
Ha BKa/Ke Onepaius B CiucKe 1015 ONIPAIHS MOMKHO BLIODATS IPYToit Turt
(e T ) PHNCIONIA U Coeentiin Aam
(S o
s BE— B o6nacTu Buauemns nanenu Ciuicok
o {ma——— el cBONHON TAGMMIYSI BEGpATE
KHOIIKY OTKDHITHSI CIIICK CIIDABA OT

ey HA3BAHMS TONS M BLIGPATH KOMAHAY
— Tlapamerpi nosis sHaseHsii.

= MoskHo nepersyTs B obacti Ha-

e A apamms crpok u Haspamus cronGiion

~HA3BARMS PYIHX Toell WK Tepersi-

Pr——— 1w | myTe us srux ofnacteii maspamms

- Tyiia Toneli oBpaTHO K

B D ey i nojiei. Cpopsas TabHIA




EC/H BHECTH HOMeHEHUS B MATIASOH SUeeK, TI0 SHANCHHSM KOTODHX c03-
et oA TAGIIILA, TO RANNLLC b CBORION TAGMII® 1S OYRYT HopesLITC:
nsrhes Yro6er i oroGpesIIICL B CBOTHON
P By

O6uoaums (Obosums sce).

Soction cBosofi a6 Hassauus cpot n Hassanys cronuos cozep-
AT KHONKH PACK PEITHS CINCKOB KOMAHL /U151 (DILTHTDAINN BHHEIX.
Eusgeis el coo ol Tef T, OTOpLG COBSYORT TROTORLLE A
Hule, MOSKHO
Hons, 5 ovte Tapaverpi nans susuemet (pue. 5.104), KoTopoe arpoeren,
BLIGpAT KoMy UHCAOB0l (OPMAT 1t B OKHe BOPMAT AeEK YOTAHOBHT, He-
OBXOMMMBIli (QOPMET UHCIIOBBLX AAHHELX.
K cBOAHO! TaGIHMIe MOSKHO TIPUMEHHTE OJMH 13 CTIIel GHEIHOTeKH CTH-
el s cBOTHBIX TaGMUI (BKAMKA KoHeTpyKTOp rpymna CTIHIM CBOTHON
TaGaumr).

= Marxem = =He
noKasveamY NpOMENYMOLNYIE UMOZU, MOTKHO CKDHITH cTpoKi TIpomesky-
OUHEIE MTOTH, A BEIIOJHIB = Maxem =

umozu = o nuscned wacmu (sa-
2010ame) 2pynnbi, BOSOGHOBWTE HX OTOOpAIKeHIE.

ARAJIOTHIHO MOPKHO CKPHITS Wi BOSOGHOBHTS 0ToGpaykerie Omx wro-
ToB. J[J151 5TOTO HYIKHO HCTIOJE3OBATE COOTBETCTBYIOIIHE KOMARJIHI 13 CIIHCK
kHorky O6mme wrorm rpynns Maxker Bicnazin Konerpykrop.

(A} TiposepsTe ceba

o vaxoe mpessysoums st

tx roros? Koz nx meste-

coo\spaauo HAXOZHTE?

(oscrnTe, KaK HaifTi IpomexyTounbie nTorn B Excel 2007.
Kaxue TAGIIHILEL HASIBAIOT CBOTHBINM
i wero coazaior coopaie Tab L2
Tlosicrnre, Kax cosas cBomEyto TaGmunty B Excel 2007.
TlonoRiTe Kak peaKTHPOBATL COOMEYID TAGMILY.
Tlosiciire, Kak (GOPMATHPOBATS CBOLRYIO TaGIHILY.

@ BunonHuTe 3agaHus

yurrenen (aitn (i 3.9\06-
xlsx). Ha Juer] npuegensy

aaliTe MPOMEsKYTOUHEIE HTOTH 10 SHAUEHHUSM B cTosGue DHPMA.
CoxpannTe KHury B COGCTBeHNON nanKe B QA ¢ MMEHeN ynpasHenne

9\ 06
xlsx). Ha micre Jiuer] MpHBe/IeRE SHAUCRNS CROCTR NOHMTO-
pos. Cospalire wroru B cronGie
CoxpaniTe KuMry B cOGCTREHHOM naNKe B (aliie C HMeHeM ypaHeHHe
3.9.2.xlsx.
3%, Orpoiire ykasanmsii yunrenen Gaiin (sanpivep, Tema3\3ananms 3.9\06-
3.9.1.xlsx). Ha Jser] npsegers i

pos. Cospafite cBOAHYIO TaGMUIY, PACIOJIOKHE B €€ CTPOKAX JAHHELE N3
cronbua upma, B CTONGLAX — A8KHEe 13 CTONOLA EMKOCTS, & B OGZECTH



Suavemns Coxpanure kiury namke 5

e merex yrpaee 5.9 xlsx
@ 4. Orpoime 3.9\06-
pasei 3925 xlex). Ho nncre Jnerl, pieet sienian ol owiTo-
pos. CoaliTe CROTRYI0 TAGIILY, PACTIOTO¥ID B G CTPOKAX AARH 13
Erontin Maabocrins, b GrowSLK - ARHEAE 26 ROV Dupva, 0 b G
Snaverin aiicer ¢ gpynis fecs-
i ke CoxpuTe KA B coBomeREON make B Galize ¢ e

x ynpaniente 3.9.4.xlsx.

58 c»«wim yxamuun « 3.9\06-
i et mvecre-

pos. Coanmhe cmm ey, DarOARS e Captuas faxEae
EronGion Encoers Kot 5 CTORGHAX . ARRHIG 3 CrOTEAA DRpw, 8.5 0O
JIaCTH BHANEHNS — MUHWMAJBHYIO CTOMMOCTL. COXpAHNT KHHTY B COG-
CrBensoli nanke B Gaiie ¢ uMeHeN ynpaxuente 3.9.5.xIsx.

= Tipax pasora Ne 6

XapaKTepHCTHK

Bumntanne! Bo apeas padomut ¢ KoNnbomepox colandaiime npaeuna Gesonacho
emu u canumapno uzuenueckue Kopmi.

1. Orxpoiire ykasaunuﬁ yunrenen (alin (sanpunep, Tema3\Mpaktireckas 9\
9.xls)

2. Ha scre Jher] RaEEEX IO

3. Ha smcre JINCT2 BLGepHTe faHHHE OG YUEHHKAX, DOCT KOTODHX GONbie
1MBOCu.

4. Ha mcre Jiuer3 BrGepuTe fanHLe 06 YUEHHKAX, KOTOPEe POMMIHCH B 1995

rozy w5 ropoze Kiese.
5. Ha micre JIneTd yCTaROBHTe YCTOBEOE (OPMATHPOBaKHe, YTOGH sueliKi, B KO-
TOPLIX Bec yueRHKOB GoLIme 80 KT, 5AKpAIIMBATHCE KPACHHIN IBETOM, 2 siefi-
0, D KOTOPHX H IGHNKOD Nerbiie 75 kr, i
6. Ha waiigTe 5 cronGie Fox
poszenm P ‘pegsmi poct 1 ii pec.
7. Fi Totere Jinerd conpeline snave-

s w3 crona TopoR poytemIA, B ce CTONGKAX — anavenHs 13 cTonGa Fox
POIeHNS, & B OG/ECTH 3HANCHNS — CDeAHI POCT.
8. HAURIAG Iuia ubadiosy Copviicndy g —

HaveHusM B Heck
i CRORGAX B YHaMRHNOM TIopaer Ton POAARKIEK (10 YOMAMILG), DAMH-
vt (10 yGi ), Poct

9. Ha smicre Jlner8 orunLTpyiiTe AaRHbe 00 VUeHHKaX, KOTODHE HMEIOT pocT OT
11 75 cm 0 1 80 m wmm pomc B Bummme.

10.Ha mtcre Jluer9 yerarosute yenosroe ¢epunupoume, st ka6
DOZOM podzerust Kuee SaKpACIIIHCH CHEMM IBETOM, ¢ TOPOZIOM DOIJCHHS
CyMbt — 3enTEIN, & B sueliKaX ¢ POCTOM, ymi leinne |4 T8 o — cHMBO-
2 ra §pesuion, Iy bR, ek 1

11.CoxpanTe KRN B COGCTRERHO TIATKe B (ajine ¢ HMEHEN NPAKTIECKAS pa-
Gora



Tanoha 4
CMYXKBbl UHTEPHETA

B 370/ rnage bl yaHaeTe o:

A nONTES;

. i c 8e6-
VHTEPGEIICA M NOTOBOTO KIMeHTa;

* cnyxGax MIHOBEHHOrO OGMEeHa COOBLLEHNAMM;
« 06lUeHV B uaTax v Ha bOpyMaX;

4.1. AneKTpoHHas nouta

-) 1. Kaxve cnyxbu VHTepHeTa Bt SHAETE? [Ins Yero NpeaHasHayena anek-
TPOHHas
2. Uro Taxoe cerescH poToKoI? Kakre Bkl sHaee pporokan nexpomsiof
nouTs?
3. Kakne Bvasl aPECOB MCTIONB3YIOT AN WACHTUHKALIM PECYPCOB CeTH?
W3 4ero cocrouT AOMEHHOE UMs?
4.Buem

nouTE!
TloTpeGHocTs uenoBeKa B GEICTPOM i HANEHKHOM NOJYYEHHH ccosmenun

T8 AL
Hecca. Ba NoceAHe FORbI € 9TOI LETLI0 KA RencamsamaT. Km—(anu eayr-
HUKOBOI CBSAZH 1

Kax BBl yske GHAeTe, ONEKTPORNAS MOuTa, MWiH e-mail (aurit. electronic
mail — nouTa) — o0 cay3K6R st
cersam mmmcem) or

NO/IBIOBATEI1A ORHOMY JLIH IPYIIIIe XPECATOB. BMeCTe ¢ TeKCTORBIM cooblie-
HieM MOryT GhiTh nepefibi IPHKPEILICHHELE K DIeKTPORHOMY THCEMY dhaii-
b THOGBIX (pOPMATOB.

‘DIeKTPOHHAs IOUTA PAGOTACT T10 KIIHEHT-CePBEPHOH TEXHONOTHH.

K cepBepa.
obbema HA 'pBepe /LIS XpaHeHHs €o-
obuenuii . ' onpasku. Hpu Bei-
enexi ¥ IPOTPAMMHEIX pe-
CYDCOB IOBODSIT O COAHHH €r0 HIeKTPOHHOTO TIOYTOBOTO SIKA.

Towrosilt skt MOXET GuiTs cOSfaH Ha cepsepe mposaiizepa. Kpowe

cosflanme

TOTO, HA MHOMHX

Horo X i 5
Kasmwrit i i Ak nveer it apec.
9|  Anpec 37eKTPOHHOIO TIOYTOBOFO SUMKA cmmn' W3 MMEHH TOM5-
. TIO% KoTOPBIM O cepepe

e e e
@ (anrn. xommepueckoe at — ua).



Tnaba 4

Hanpuwmep, nourossiii agpec pupil@school.region.ua osuauaer, uto ans
nonksopaTens pupll coanant ‘TIOUTOBEIiE SMMUK Ha CePBEpe ¢ TOMEHHEIM FTMEHeN
hool.region. O KOTOpBIM OF
cepsepe a:lek'rpmmoﬂ TIOYTBI, HABBIBAIOT NOTHEOM (aHTJ1. log in ~ BXOJ B CHC-
Tem;

s yeayr To-
Tkl ~ nourosie KmmenTst. [o-
UTOBbIE KIHEHTH s pask n
micem, KoTopsie cnyrGoi P
Holi nouTEL.
TlouToBble KIMERTE! K obiwero Ha-

snaverms, Tlonynapuenn spnaiorca nporpaumst Outlook Express, The
Batl, Mozilla Thunderbird, Opera Mail, Netscape Mzssenger 1 2p. Touro-
ey e— Ipyr ot Apyra Pynk-
s, HO 3 HIX
JISIM TAKHE BO3MOSKHOCTH:

I0ArOTOBKA TekcTa MHCEMA;

OTIPABKA THCHMA ORHOMY M TPYIITIE AZIPECATOR;
TpHKpeILIeryie K MACEMY QaiiJI0B PASHELX (JOPMATOR;
TpoBepKa OPOrPAQIH B TEKCTOBOM COOBIICHII;
it noanucs
IOy ueHHe i XpaHeHHe DIeKTDOHHEIX THCeM;
ComgtHe Ao A1a YOPAACUERIIGrD Xpasint et

HOBRIX mHCeM;

n ‘HceM 110 npau-

nam;

y miceM ApyTHM
IMTHDOBARHE TEKCTA IOy HeRHOTO IHCEM B OTBETe HA Hero;
VARJIEHUE DIIEKTPORMBIX TTHCEM;
(opMUPOBAHHe 1 HCTIONLIOBARIIE APECHO KHMIM — CPEACTSA AIsl YTIOpS-
JIOUEHHOrO XPAHEHIS! TIOUTOBBIX APECOB 3 MX GHICTPOTO BBOLA;

‘micem;

BKJIOUEHMe B TMCHMa 3aNPOCOB HA TOATBEPIIeHWE (BaKTa MONMyYEHUs
NHChMA a/ipecaToM
¥ Ap.
TIpH CO3AAMHM TIOYTOBOTO SITMKA Ha Beb-CaliTe JUISt TIONEIOBANTIS 1M MO~
Ho mEnGKacaTs. Speysep. IIpu wpoi rasopar o Jaore © S1eKTPORHOR 1o
uToii uepes 0 06-
paTiThes K i
S, nampinep FREEMAIL (hitp:/ /freemailu i net), Mera (http://
webmail.meta.ua), Mail.Ru (htp: //mml ru), Gmail (hitp://gmail.com),
HAngexc (http://mail.yandex.ua) 1
Tepecuinicy OMOKTpOUMIX Ttce mesiczy CepECpOM oeK TpoNHOl TOWT 1
KaHenTA i nouTsL, Jnst c006-
memEiuEmoTsRyRoT TPOTOROTA saekzpoRHOfl o (prc. 4.1
P3 (asrn. Post Office Protocol version 3 ~ IpoToKoM TONTOBOTO ore-
nenus Bepcmt 3)- npasina TH0TOBBIX e
Ha
~ SMTP (aurx, Simple Mall Tranafer P —— e
ChUIKH TIouTE) — mpas; HOuTOBBIX




Cnyx6bi UHTepHeTa

N o
s 909

Cepsep Cepaep
NEKTPOHHOI BNEKTPOHHOM
nowTH

Puc. 4.1. Cxema [10CTaBKM SEKTPOHHEIX n1CemM
KOMIILIOTEPA TI0JIE30BATENIs HA [I0UTOBKi CEPBEp I ME3IY TIOUTOBBIMMU Cep-
Bej

ani.

JTlocraka micen 3 YT, S8
i it Somtia e Vo SO0 DU TRASTILLE ol i e
Boro o6opy/oBaHUST.

TIpy HEBO3MOHOCTH IOCTABKM MHCEMA 110 VKASAHHOMY TIOUTOROMY AZpECY
OTHpaBUTENIO NOChUIAETCs coobllenne o6 omwmbke mpu nepechuike. Ecan
[po6ieMa CBABAHA ¢ HENPABUIBHEIM A/{PECOM TOUTOBOTO SILLHKA, MOYKHO OT-
NABHTE [UCEMO IOBTOPHO, HCMIPABHE OUIKGKY. EC/U IHCEMO He L0CTABIEHO
H3-3 TEXHHUECKIX NPOGIEM, NOILITKA OTHDABHTE €10 TIOBTOPHO GyJieT Bl-
HOJIHSATCS ABTOMATINECKH TIONTOROM CITY3KOOii Uepes ONpeNielIeHKBIe HETEp-
BaJIbl BpEMEHH.

3 Nepean nourosas nporpakas SNDMSG (avin. send
|| message ~ ompasuts cooGuienve) Grina paspabora-
s 1871 rony Peew Toumiiconow (pom. b 1941 1),
uHxeHepom komnanuu Bolt Beranek and Newman (BBN) ans
cem Anvnm (puic. 4.
biM BPECOM GNEKTPOHHOR NONTH Bhn alpec ee

m:aﬁaerarrenw tomlinson@bbn-tenexa. Cumson @ s co-
Srimetum \aToi noTOBOr SEpeca un VSCOEN WM xo 2
e Hadusa:
O GFO CrMF ORI CrOGaAI <CoBaMEan W =y THE

MepBbIM NUCEMOM, NOCNAHHBIM NO anenpunnoﬁ noure,
6110 TUCEMO OT Pes TOMAVHCOHA €70 Konieram ¢ Coobuie-  PYiC. 4.2 Peit Tomnun-
HYIeM O NOSIBTIeHUM HOBOV! BOSMOXHOCT OBLLIEHVIS B CeTH — con
SNEKTPOHHOI NOATH.

CTpyKTypa W CBONCTBA 3JI€KTPOHHOTO MUCHMA

TIpH HCTIONB3OBAHUMH TPATMIMOHHOI TIOUTE! TUCHMO COCTOMT M3 JIBYX Ha-
CTeii: KOHBEPTA ¢ AAPECAM OTIIDABUTEIS X NONYUATENS 1 CTPAKIL € TEKCTOM
nHCcEMA. B KOHBET TAKIKe MOTYT GHIT BIONEHH (oTOrpadUu, NO3PaBH-
TeNBHEe  xpyrue TIHCEMO MMeeT Tio-
X03KYI0 CTPYKTYPY: AHAJIOTOM KOHBPTA SIB/ISIETCS GATOI0BOK MHCHMA, TeNO
THCEMA CONIEPRUT TEKCT ai
Broxesmmie B Koneps Aono:lﬂelmu.

JaHHble, Hy>KHBIe /U1 OfecTiede-
Hus noc'mnxu IIHCEMB 8PeCaTY, M COCTONT W3 HecKONBKIX TIone
* OT - noJie JUIst BBOJA 8ipeca OTHPABHTEIS;
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« KoMy — moe 215t BBOZ APECA IIEKTPOHHOTO NOYTOBOTO AIMKA TONYHA-
T MOS0 BBECTIH HCCKOMLKO RADESOR ORHORO WLni PASHX oy ware-

+ Konis - o 1 mmoz apecon xpyrx nonywazeneli micuna, AL
KOTOPBIX GYAYT M3BECTHBI OCTATBHEIM 8/IPECATAM;

+ Cxpbiras (CkphITas KomAs) — H0Je JU1si BBOA 8ADECOB TIOTYNATENeH, k-
Hble KOTOPBIX He 6YAYT COOGIIIEHB! PYFHM axpecaTans;

« Tema - noe 415 BBOAA

. - noze ¢ o aiinax, K

HCEMY,

HAp.

Terno MHCHMA CONCPHUT HETIOCPEACTBEHHO TEKCT COOGICHUS AADECATY.

B X0/ie (DOPMJIEHHS! IHCHMA MOSKHO H3MEHSITh SHATCHIS! CROMCTS CUMBOJOR

M aboales TexcTa, NPHMERSTH memmoil dos, SoTaRLAT, TOpHaOMTATLAYI0

puc. 4.3). Tlonszo-

Samans Mo cmamaB R Thnes poficeaamal a3, VAR SRR B

‘TOMATHYECKH A00ABNATLCS K TUCHMY.

ICKTDOHHIAC IIHCHMA NOXYT MNeTS TAHe CROficTR:

. 11y KOZoB, KoTOpas B0 Bpe-
Ml HAIIHCANIS! THCBMA;

+ B - micEMa. BHAveHHe yoraRaRii-
BaeT oTnpaBHTeNs. BajKHOCTH MHCHMA MOMKET GITH GbICOKAA, OObIHASR,
"HU3KaR;

« TIpounTano — onpeyensier, GhUIO JIii MHEBMO OTKPHITO TIONYHATEEM; SHA-
ietiis CBOHICTBA — NPOLMAHO, HE NPOUMANO;

+ Haumume BIOXKeHMR — ONpefieNsieT, UMECT M MICHMO TPHKPETLICHHbIe
aiibl; 3HAYEHNSA CBONCTBA — UMeem BIONEHUE, He UMeem 6NONEHUR

M ap.

B aaBHCHMOCTH 0T GHAveRHH CBOHCTE M Ha OCHOBE 38 JARNAIX TIONEI0RATe-

JieM IIPABILI MUCHMA PACTIDEAEISIOTCA T0 PASHLIM NAIIKAM.

Mosdpasssro ¢ npasdmuront
Henaro ycnexoe u edoxHoeenus!
Beero sotporof

Puc. 4.3. OKHO SNIEKTPOHHOMO NMCHMA




Cnyx6bi UHTepreTa

DTHEKeT 3JIeKTPOHHOTO O0Ienus
DJIeKTPOHHAS IOUTA — CPEACTBO OGIIEHH JIOfiei, NODTOMY OHA IPEAYCMa-
MBaeT npasm s

HUX or HOpM 2

« ecim obpamaeTech K YeNOBEKY, C KOTOPHIM Bbl JIYHO He SHAKOMBI, HASO-
BuTe cebsi;

. 46y, iicras, ecam K Gy ¢

npocs6oii;

HOGNATOAPHTe, ECIIH KTO-TO IOMOTACT BAM;

CIeTHTe 3a TOHOM BAIIEro TIHCHMA, m'apamcb aberars q;paa, KoTopsie

Moryr crath

KO HH. npyroﬁ OcHOBe;

He TIockLlaiiTe B IMCHMAX HeTPOBEPEHHbLIE JAHHEIE Ges CCBUIKM Ha MX MC-

TOUHME;

. He 6ok, fite cpen-
cra npovepky opdorpacpu, npe}mc'mwleﬂﬂbxe e noTzonot eaysGoit.
OrpenbHble NpaBUA OGIEHNS B COTH cnnuﬂu € OCOGERHOCTANH BOCTPHS-

Texcra, Ha DKpaHe, OrpAHH-

\eHHSIMT Hia OGBEMET JAHHELX, umpble nepecunmma 1o ceru:

YKasbiBaiiTe TeMy CBOero muckMa. JacTo NOJB3OBATENh OPHEHTHDYETCH

HMEHHO Ha TeMy, KOTA TIDOCMATPHBACT TIOUTY ¥ BLIGUDAET MUCHMA AU

moyserst o ceprepe;

He IUIINTE BeC) Ma G GykBamu — UHTATE;

He Mloynmpednni&m TIOMETKOIi BEICOKOIi BAYKHOCTH ITHCHMa;

He TOCKUIANTE B INCHMAX OFBABICHHUS U PEKJIAMY, e oﬂn He ABNAIOTCH

TIpenMeToM oBCy e

BRIOuAiTe B COOGIIEHMe IUTATH 3 NHCMA, HA KOTOpOe OTBeuaeTe, ecii

BBI CCBUIACTECE Ha CIIOBA cobece/IHIKa;

. He Ges. K IHCBMY, 3TO

HO BIHsET Ha ero pasmep. [pu i

aikn C jire axpecary, Ka-

Yo galtnet HOGABIETo I mucky, HOCKALKY UACT0 SMETe © IpiKpe-
‘paitnann BHPYCHI.

e it MUEMUKY 11 5KecTsl,

KOTOpEIE Bame K TIpenMery Jlns nepe-
s oMo B HHTepHeTe HCTIONb3YIOT CMaRmkn (aHT L. smile — ybIOKa) —
muano. 1T M

crionb-
soparue mHcEMy Jenaer ero Gonee aMo-
IHOHATLHEIM.
Yalle BCEro HCMOMBaYIoT TaKHe CMAIHKM:
IMocnedosamens- !
o > Buanenue ocnedjouniens: Bnavenue
) ViGa; Bripane- ( FecuncTanpoe Imo;
] Kie panocTH, yio- BupaKeNie COw
somcTRHS cTBus W pasoua-
posass
TloaMuTHBaOmee < Tpycrs, anoba, He-
i Buipaxene JoBOTLCTEO
spormH, mym
Cmex 0
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Tpasuaa npu
nouTHl

OGwasich B HTepHeTe, CTOMT IOMHMTE 0 BOSMOKHBIX OIACHOCTAX H PHC-
KX, CBABAHHBIX C 0COBEHHOCTSMM PabOTHI B ceTH. ECIN OTnpaBHTe.Ih mHChMa
BaM HEM3BeCTeH, TPAB/MEOCTE €ro CIIOB  HCTHHHEIC HAMEDEHHs! IPOBEpHTS
HEBOGMO3KHO. UACTO IMICKMA TIOCKUTAIOT € IELIO PeKIAME! — TAK HASbIBAE-
B s (A, $pATL — KOHGEDELL PEKANA KOTOPLX GG CIUILIKOM 1a-

[PHBJieYb Bale TPOAYK-
Pt e i e e
MaTIeCKoli PACCEUIKM MHCeM DEIAMHOTO XBpAKTepa WM Jaske Gecoubic-
Jiertoro A nioromy crout K THCEMAN,
KOTOPEIe MOTYT NPHIATH OT [OCTOPOHHUX JIVIIL.

Bo spenst o s

TaKHe mpaBIIA:
P aiber, B nHCEMAX
man. B X MOryT 6iTh B porpammsi. Taxiie
THCHMA PeKOMEH/YeTCs YaNsTh;

u

-
Cem, He Bee, UTO B HWX HANIVCAHO, ABISIeTCS pABOl;

* He oTBevAliTe HA MCKMA, KOTOPHIe IPHXOST OT HEUIBECTHELX K, OTBe-
uast KA OTH MHCEMA, B NOATBEPHAACTE CYIECTROBAHIE &/IDECA, [TO AeT

uB i THMChMA

* He yKasmiBaliTe B NMCHMAX JMYHBIE JBHHKI O ceGe H CBOEl CeMbe, eC
JIHM4HO He SHAKOMBI C A/IDECATOM;

* He coryiamaiiTech Ha IMNYHYIO BCTPEUY ¢ JIMIIAMH, SHAKOMBIMH BAM TOJILKO

— oun Mory He TewH, 3a KOTO ces
BLaBANH;
SAImMKa JMn@aM, YToGh
Ballla KOPDECTIOH/IEHIIHst He TIONATA B 4Y)KHe DYKH i 4T00b KHKTO He MOT
TCEMa BarM FrT—

Tiposepste cebn

. Kaxie o
2, R fywecin semaxmsr moviomh g, & saces - neoas
i

4, Ifakmm CTDYKTypa apeca IIeKTPORHOTO NOUTOBOND SILIKA?
5°, ‘K npu
o D ROCTABKoli DeKTPORHOI TouTH? KaKie NPOTOKOML HCMOh-
YIOT 15 NIEPeCHLIKH DIEKTPORHLIX IIHCen
O6sichmTe cxeMy ZOCTABKH aneKTORHON nowTs: (pic. 4.1).
8%, B pesy/kTaTe KAKHX IDHME MOJKET He COCTOSITECS /J0CTARKA D/IQKTPOHNEIX
& crenyer B cnyuae
TpOBJIeN ¢ JOCTABKOI MiChMA?
9°. Kaxosa CTPYKTYPa a7IeKTPORNOFO ickNa?
10°. HagoBHTe i 00bCHNTe CBOCTA D/IEKTPOHKONO NHCENE.
11°, Kaxue npapiia oTvKera cleflyeT co/IOMATE B0 BpeMs aneKTpoRHOl nepe-
mucku?
st wero npeAHasHAYeHE CMATTHKH?
OGbsiCHITe, KAKMMI MOTYT GITE PHCKH BO BPENsI 1EKTPOHHOM TIepertCK .




Cnyx66l UntepHeta

14°. Y7o 03HANAET C10BO ¢cnians?

15%. Onmumume, Kaxme mpABIUIA GESONACHOCTH CIIEAYET COBMORATH BO BpeMst
o7eKTpORHOI mepenvicK.

16%. B B YeM OTMINIe MEKAY OuTOl 1 BMEKTPOH-
HOW?

17%, e, Ha BAWI BANIAA, OGBACHACTCR TONYIAPHOCTE BIEKTPORKON NONTH Y
nomaosareneit?

“ BsrnonHuTe 30aaHUA

. HagosuTe NPABILTLHNE YTBEPAACHIS.

2) | Gnextpommii nouroBni ALK | €) | OTHPABNTENE BCKTPORHORO THCE-
MoeT OWTh CO3/aH Ha cepBepe Ma BCer/ia mosyvaer coobuienne o
Mirreprer-nposaiizepa oM, §TO €r0 MICKMO JOCTABIIEHO
agpecaty
6) | OmHO 11 TO e HNEKTPOHHOE NHCHMO | k) | JUIA NONB3OBAHNA YCAYTAME BJeK-
MOXHO OTNPABHTE ORHOBPEMEHHO TPOREO/i NOUTH MOKHO HCTOTH30-
Bams Gpayaep
) | [t Toro 4TOGH nONYINTE oex- | 3) | QYHKINORMPOBAHHE SCKTPORHON
TpomHoe mcEMO, 1 nouTs:
H mOMyuaTeNE RONHM ORHOBDE- ‘1l IPOTOKOJ! 1S OTIDABKH 1 110~
MEHHO YCTAHOBWTL Ceanc cBA3I ¢ nyenss coobern
1) |K anextpomniomy micimy Mowo | W) | Cymiecrsyior eS-moprasi, na Ko-
npuxpenuts Gaiun moGoro ¢popma- TOPBIX MOXHO OTKPWTE 3IKTPOH-
P Hntit nowTOBRA
2) | B sarononie anexTpoRHONO mich- | %) | K TeKCTy oieKTPOHOTO mHCEMA
Ma Kagan TOMbKO MOJET ABTOMATMNCCKI Z0GABIATS-
aapec nonyvarens 5 noAMICE, TeKeT KOTOpOI Ompe-
ensier
2. :

( X )

Vraae azpeca aTKTPORIIX MOVTOBGDX AHKOD © MPABKTTO CTRYTY-

poit 1 B YeM anpeca B Apy-
i samgesx:
2) pupil@ua .-y pupil.school.region.ua
6) pupi i 40.125.18
B) pupi i 9 ua
4°. Vxanure, xaxme ms it MoryT

HIOTIEGOBATe M IOUTOBHE KIHEHTH:
) TIEPECKTKA IOy SEHHAIX THCEM PYTIIM ZPECATAN;

5) i pOsam s sesrta 0 Sexioro CuENA M GTBen 8 i

B) biKa u nepesont anex'rpon-

HBIX IHCEM KA 9TOT SGIK;

ABTOMATHNECKO® CORARNNE I OTHPABKA THCEM B OTBET HA NONYSCHHNE
micma;

A) mONYHeHie i XPAHEHHe 3eKTPOHHBIX IIHCeM;

) OPMMPOBAHIE M HCIIONL3OBANHE AAPECHOM KT

) i pre—

3) ‘BXORHAX THCEN npasiu.

™)
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) 5% Toarorosste coobmerne o6 neTopun HenoAL30BaKNS cimBona @ u ero Ha-
SBANISX B PATHNIX CTPATAX

¥ 6% Hoaroronure coobimerne o BoswinoBey noMATILA ecHAMS B cry«Ge eK-
TPOHHOM nOWTH.

o Tipeancyite nosone e (2-3 Cross) A7 MiceN ¢ NPUBEZCHIAN c0-

nepaKanen:

o Hamemny st sisstias s TIOCTPOGHIUS ANTOPUTMOB ¥ X AHATHS.

Ha erkoB

® 1o pabory Ha M B Kpy®-
Kax.

Coby B B

) BeTpeua
12.00 soare mkosms. Tpmxopu obsaaTensio.
TTepHeT ABNACTCA BAKHKIM MHCTPYMEHTOM /UL JHHOTO 1 TPOGECCHO-

HAILHOTO Obuierns. OMHAKO HM MOTYT BOYTIOTPEGAATS, HCHOTLI0BATE:

5 PACCKLTI KOMTIBIOTEDHAIX BUPYCOB if HeXeNaTe ML O i ony-

AR WAGODNBLIN TUTHORD XEPAKTEpA 1A KPASK 1T LuAHTadNa. Bov

pocax ii Gea-

n MOH COﬁBRl 13 NOPOAB! HlohayE/nera. Cobak 10l MOPOAL! HASLIBAIT
+ROGPB THraKTY. Y HIX BHCOKHE YMCTBRHIbIE CIOCOGHOCTH, OHH JETKO
. YUATCR, IPOKPACHNIO OIOKYWA 1 YpeIBAiiG fOGpHo C AETLNI:

8°. 063
G5 g, DD O ne< @ 0:0
WV 9. Tlpeanoxure m&‘rulmue culiumxu u3 3.4 CHMBOJIOB U1 0GOSHAYEHMS
smMonuit w ‘Banp: yera:
.. nocm, xnoyn, crenmcoxuiin 7. n.
WV 10. € BonpocamMn e Ha caiite On-
o landi

ana rus/
default.aspx), npounTas MCTOpHH-KOMHKCH B pasnene Jiun mereit 11-14
zer. [aif Ha »

4.2. PaGotac nouToi ¢
Be6-untepdeiica
.) Tt ?
KOBa CTPYKTYPa ONEKTPOHHOIO IMCHMA?
4. Kaxoea cTpykTypa
5. 410 ova conepxs
AmEKA

B PR

ASIOT TONBIOBATENSM Seclulnmue VCNYTH B COBJAHWM W HMCIONb3OBARMK
2J1KTDOHHOIO HOYTOBOTO AIpKA. JIOCTYII K TAKOMY TIONTOBOMY SIIHKY 11ONE-
‘30BATENE, MOKET NIO/YSHT C MIOGOTO KOMILIOTePA, KOTODhiii HMeeT HORK.IO-
esute x Hirreprery, wenonsay Gpayaep.

s yenyram it nows ¢ Be6-
YHHO TOYTOBBIN SAUMK.
T 2OR® perarTDariE TOTRGORATORS ROGRPDT AOTIEN M MRATS, KRR AORAT-
HMTenbbie JARHbIe, HY/KHEI L1 SAINUTSI IOTOBONO SIUKA OT HECARKIHO-
~HMDOBANEOTO ZI0CTYMIA.

OHOBPEMEHIO ¢ NOYTOBHIM AIWMKOM HA CEPBePe COILACTCS YUTHAS 38~
ek MONK30BATeNS.
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Crnyx6u6 UHTepHeta
c

RamEBIX,
nom,3oBaTens MpH OGPAMEHIN K Pecypcam Cepnepa, HASKBAETCS
yuemuoil aanucvio, WA JxKaYHMOM (MHOIZA MCIOMLIYIOT TEPMHME
‘ axxaynm) (aBra. account — yIeTRAS 3amACE).

Tlofo6HO y4YeTHOll 3aNMCH MONL3OBATENs B ONEPAIMOHHOI cucTeMe, B
caryx6e BNeKTPOHHOMN NOYTE! SKKAYHT COAPIKHT JIOTHH ¥ NAPOJb IS A0CTY-

18 K pecypeam cepsepa o nouTH, ApyrHE an-
Hble, KOTOpBIe B oyayr
SMUKA U1 AOCTYTIA K HeMY.

Ha pasmbix ceppepax i nouTE cospanme AmuKa w
pabora ¢ D HO obiue moj-
Xoabl Kax i
SUUKR, TTeHIe, COVIAHME # OTHDABKA HIEKTPOHHOrO MHCHMA, (OPMHPOBA-

sue appecroil Kimry ra caiite be6-moust FREEMAIL (http:, //freemtnl ukr.
net) (asr. free — cBOGOARBII, mail — N0uTa), KOTOPHIIi ABNAETCH COCTABHOM
wecTeio nopraza Ukr.net.
caenyer Taxoii
1 Gpayoepa.
! 2. OTxpHITS B OKHe Gpaysepa r.'umnym rpamy o6-cafita FREEMAILL
(http://freemail.ukr.net/ru).
3 BLIGPATE CCHUIKY B Bepxeii uacTH
nons bopmi C YKPHET
" (puc. 4.4):
 JlorMH — MOJKeT BKIOYATS GONBIIKE ¥ MATEIE GYKBbI AHTIHACKOTO
andpasuTa, nudpsl, cumBons! Aeduc w nofYepKuBanue. JOruH A01-
JKeH GbiTh YHUKAJBHLIM. UTOGEI GEIT YBEPEHHBIM, UTO BBJCHHbIl
JIOTHH He MCIONB3YeTCs APYTMM IONB3OBATeNeM, HYKHO BLIGpATH
xnonky [IposepuTs;
« Ilapous - JUMHA NAPOJS OT 6 CHMBOJIOB; MOYKeT BKJIOYATE GobIIHE
H MaTbie GyKBE! AHTTIHHCKOO A1bABMTA, IUQPEL, CUMBOJEL Miedbie 1
' TNOAYePKUBaHHE;

KLOEL o ama mrver -

Puc. 4.4 i
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TIoBTOPHTE APOITE — NOBTOPHEH BBOJ( NADOJS /U1 MCKITIOOHMS OIIIM-
6ok npw BBOJLE;

Baue yms — s, KOTopoe Gy/ieT OTOGPAATECS IPK OTHDABKE MHCEMa
KAK MM OTIPABHTENS;

Baut nox;

Iaza popemis;

. e-mail - axpec K
KoTOPBili 6Y/eT OTpABICH NAPOITh, eCAH MOMHIOBATEIS €r0 3AGYACT;
MoGHsmntii Testehor — Homep Tenedora, KA KOTOPiii ByieT OTHpAB-
JIeH TIADOITE, €CITIX IONBIOBATEIS €ro 3a6yReT;

Boefmiure cHMBOMEI, KoTOPhie BEI BIJIHTE 1A KAPTHHKE — 1I0JIe JUIS BBO-
o kopa,

e porpamMOii.

MHa nioeit A ii e-mail u ‘TestehoH HYKHO 38-
HONHUTE XOTS Gbi OJHO, BCE OCTATBHMIE MO/ AOMKHE! OhITh 3ANIOMHEHEL
obsizaTenni0.

5. BriGpats kromcy Perncrpaus.
Tocie

Gyzner coanan i 109TOBEI
SIMK C a7ipecom: 102uK_nonvsosamens@ukr.net.

BRTIOHHS PerHCTPAIMIO NOYTOBOTO AIUKA Ha calire FREEMAIL, ¢ Toii
e y4eTHOl SAMMCHIO MOKHO NONLIOBATHCH HE TONBKO YCIYTAMH d7IEKTPOH-
HO¥i TIOUTH, HO 1 BUDTYATBEBIM XpaHMHIen haikios e-Disk i upyrius cep-
sucamu noprana Ukr.net.

C okna AUMKA

o6t AIUKE, HYHKHO:
1. OTKPEITE rABRYI0 CTPAHMILY caiiTa H/IEKTPORKOI NOYTH, HA KOTOPOM
COBMAH MOUTOBBII ALK,

2. BBecTH JIOTHI 1 NAPOE B COOTBETCTBYIONIHE 0.

3. BriGpate kHONKY BOWTH MM ADYT'YIO, AHAJNOIHIHYIO 110 HASHAUCHHIO.

OK0 6pAY3eDA C CONEDIKMMBIM 2IeKTPORHOTO NOYTOBOTO AIKA, COIIAK-
s0r0 1a caiire FREEMAIL, na06pasiceno na pueymce 4.5.

B nepxrel uact okma
ik, Do SADoR B AREAR HOCATRITD SARA A s ERAOTATIYE 2H-
11aM, OT KOTOPBIX XOUeT NOJIYYATH MHCHMA. PAJIOM ¢ A/(PECOM PA3MEILEHEI TH-
nepechuTK:

+ Tlomomp — 17 IePEXO/ia HA CTPARMILY CTIPABOYHOM cHeTens! caliTa;

« PYC- nns ebi6opa ua emncxa Az 0T0Gpasierus Be6-crpanmsL. Conep-
umoe MO na pycckom mm
ARrIHACKOM SI3bIKAX;

« Hactpoilku — JUIS MePeXOa HA CTDARMNY HACTPOGK VIeTHO 3amuci,
BHELIHEero BUJA MOYTOBOIO AUIMKA U JIP.;

+ ButifTy — /151 3AKDLITHS OKHA NIOUTOBOTO AUMKA M NEPEXO/A HA [MABHYI0
crpanumy noprana Ukr.net.

I niepexofia Ka CTDAHMLY CO3/AHNS HOBOTO MCEMA CIEAYET BHODATS
runepecsuixy HAMICATS IICEMO B JI€BOJi 4ACTH OKHA.

Hmxe

nnst nanok,
npenuaanauemaux A XpAHEHHS THCeM:
Bxonsmpe — si/1% XpAHEHUS MUCEM, NIOCTYNUBIUIMX HA AJPEC NOYTOBOTO
smKa;



(O} ® os ncess
@r A comcxa @ i

® Crmcox nanox THIEPCCLUIKA CMERR! SIZBIKA M-
repaeiica
@ rumepectuna NposepuTs nouty CrpoKa aNleMeRTOB ynpaBnenia

(® runepccsua Hamicars micsmo

Puc. 4.5. 0

« lepHOBMIM — /118 XPAHEHIS HEIABEPUIEHHBIX TCEM, KOTODHe IIAHMDY-

TS JOMHCATE I OTIDABUTS A/IPECATAM MOKE;

* Ommpasnecmue - 41 XpaueREA KOULH OTUPERIENALX THN;
. — ans xpasienus uicen.

Tlo >kenanmio Bajieliel] IOYTOBOTO AIMKA MOKET coamrrb nononnunm-

H{e ANy, TICPEKNEROBATS K YAQNKTS WX, DTH KCHCTOMR BHITIOTHAOTCR 18
it ISt nlepexojia Ha
5t PHIePCCHUIKOIE Y TpaBIIeIHe nanKaMu.

Psi0M ¢ HMeHAMI IATIOK YKA3AHO KONHIECTB Nicen B nankax. Ecu nan-
KA COEPIKNT HENPOUMTANHEIE THCEMS, TO OYAYT OTMEUEHH! BA THCIA — KO-
IM9ECTBO HENPOUMTARHLLX 1 0BIII€E KONMTECTBO Mucen. JIAHHbE O HenpouH-
TAHHLIX HCEMAX OTOBDAKAIOTCS TIOMYAMPHbIM WPHGTON.

pu oxma ¢ suguxa
NDOBEDKA HAMHWMS HOBBIX ILnst Toro wroBst mpo-
BeDHTE, HIOCTYIAIH JIi HOBbIE TIHCHMA TIDH Y3ie OTKPHITOM TIOYTOBOM SIIKE,
HY#HO BH6paTh rHmepeckixy TIPosepuTs NowTy.
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B wacTH oxma cmucox nucem, co-
nane. Tlpx okna ¢ nio-
FRORBO AUTAKA ST OMRTIFIOCHS HESBOrPeA CUAGOK THSen: Satl EORATIAG,
Bri6pas C/1eBa B CHUCKe WM AYTOli NATIKH, B OGIACTH CIIMCKA THCeM MOYKHO
VBUJIeTS €€ conepsimoe. O KaOM W3 IHCEM B NepevHe NPHB/Hk! TAKHE
nEEle:
* BHANOK MHCKMA — SHANOK C OTOGPAKeHHeM IHANCHHI CBOHCTS MHCEMA:

3nanox 3nanenue cooilemaa nucema

Tluckno, HoMeYeHHOe KAK NPOYHTANHOE

TIuckno, HOMeYeNHOe KAK HenpOYHTARKOR

Tlncimo, mueronee BoxeHue

Tlucxno, HA KOTOPOe Z1aH OTBeT

e|¢|=|2

TluciMo, nepecianHoe APYTOMY AZIPECATY

Ormnpasmre:s — [aHbE OTAPABMTNS MHCEMA;

Tema — rema mucsma;

JlaTa — J@Ta Wik BpeMst OTNDABKH MHCHMA;

Pasmep - pasmep NHCHMA ¢ IPHKpEIIeRMEMI daitanm.

VOODSZOUHTS 3ATONOBK THCEM MOSKEHO 10 amAvenHsM noxei Otnpanu-
e, Jlata x Pazuep. JL17 100 RYAG0 BOpATs SATONOBOK cOOTBETOTRY-
mero nons. Tpu B

SOrnsiad oearpes. TIpR Srhi Dikapas o Sasameeis SEifpasAcro Hiss sioas
nseTes: H30GPAKEHUE CTPRIIKH, KOTOPAs YKAILIBACT HANPABICRME YIOPSAO-
GeHHSI: TI0 YOBIBAHIIO ~ BHU3, 110 BOIPACTAHHIO — BBEDX.

B 06ACTH CIMCKA MACEM MOKHO OCTABMTH TONBKO 3ATOJOBKM THCEM OT
oupegeienoro sapecata. st 0T YD BGPETS rUTEpCCLEY i ()
B none OTHPABNTEI: PAJOM C HMEHEM Wi AXPECOM oTTpaBHTeNs. JIpyro
CI10CO6 OTOBPAGHT, CIIHCOK BeeX MHCeM HeKOTOPOrO 81PecaTa — BLOPATS THi-

Bee cmicke Bhi-
GpaTE WMS WK BIPC HYIKHOTO Bee michma,
OIIPe/IeNieHHOMY 8/IDECY, MOKHO OTOODA3HTH TAKHM K€ CLOCOGOM, Bblﬁpal
BRAuaze runepeesuky Boe nomyuaremt.

He OTKphIBAS THCEM, MX MOHO BHOWDATH JUISi BHIONHERMs! OMepaIi
siaz mann. JUist BHIGODA MACEMA CIGAYET YCTAHOBUTS METKY QUIXKK, DACIO-
JIOKEHHOIO CJIeBa OT 3HAYKA IAHHOIO MUChMA.

Bume H HUIKE CIUCKA [UCEM B CTPOKE BJIEMEHTOB YIPARICHNS pasMerne-

Ans onepanmii Haz

abipartmen MR

« Omnerurs COQ|HMS OTBETA HA BHIGPAHKEIC MUCEMA;

. Hepec:u'rb U151 IePECHLIKH BEIGDAHKBIX ACeM APYTHM a[DECATaM;
 YRamurs - 415 yiaTenys BLIGPAHHBIX MHCEN; YAAJIHHbIE MICEMA MOaA-
107 B nANKy Y nasenmbie;

Cnam! — 15 MOMETKK BHOPANHBIX MHCeM KAK CIAM, YARICHNS HX K3 10~
4TOBOTO SIIMKA 1 OTHPABKH COOGMIEHWS O NOCTYILICHMM CIlaMA B CAYHOY
TeXHIeCKOi MOJIePIKK;

Tewarars - 717 HOAFOTORK TeKCTa BEIGDARMBIX MHCeM K MeNaTH;

. — anst cenm B namky.




Cryx6bl ViHTepHeTa

‘EcJii TuceM B TIATIKe MHOFO K HX CIMCOK He BMeIaeTcs B 061ACTH CIHCKA
miceM, To PAZOM ¢

Tipemsinymas crpanuma < lpes , ClieAylomas eTpasuna Crea_: i cmacox Ho-
Mep CTPAHMII (2 ¥, HCHIONB3ysi KOTOPEIE MOXKHO NPOCMATPHBATH ApYrHe
CTPARMIH CIIMCKa MHCEM.

macem prdrrom
R IpMBReveru BRMMARIS K M, TIOCTE WX OTKPLITIA BLUICCHIE HCHE3a-
er. Ho 10 3en@KuIo BHOPARKLIE HCEMA MOTYT GbITh IOMetenhl KaK Hempo-

BBIGOpOM i muceMa
BJiA/IeIer] OYTOBOTO SIIMKA MOMET OMeTHTS KAK NDOYMTAHKEIC, CCHM €My
M3BECTHO WJIM He HHTEPeCHO UX cofiepIKanue.

ECiIi MACEMO BAXKEO /NS TONYYATENST, OH MONKET JUISi IOTONHMTEBHOTO
Bhifienenus orMeruTs mucsMO Gnaskckom [W. Ouaxox ycramasnusaercs B
TOJe cpaBa o7 AARHEIX 0 mickMe, Koria uctesaer noTpeGHOCTS b HAIOMMKA-
HUH, NONYUATENh MOKET YAATHTS METKY dnasxoM. Bee ow fieficTBuA Bbl-

Bbi60pOM

u HesMa

U061 NPOUKTATH MONYHEHIO0R NHCHMO, CNEAYeT BHIGDATH €ro Temy, HMst
WM 8/[pec OTIPABUTeNS B cuucKe mucem. OTKpoercs Be6-CTPAHKIA, HA KOTO-
DOIk BMECTO OGACTH CHHMCKA HCeM OTOGDAKACTCS: 3ATONOBOK M TEJ0 BRIGpAK-
H0T0 uckma (pic. 4.6).

B CTpOKe 10 3ATONIOBKOM COJEDIATCA CCEUIKH, H3GPAB KOTODbI MO0
MaMexHTE TAGIHIY KOJIOB I NOCMOTDETS JPYIHe CIyseOHEe JARKBIC 13 8-
TONOBKA MHCEMA.

ke pasMemena o6nacTs Texcra coobumenns. Ecxu K MuceMy mpuxpe-
1uexbl QaiLbI, TO X MMEHA i PAIMED OTOBPAMAIOTCS NOK TEKCTOM THCHMA.
Ecaus o13 dailust raQrIeck e, TO MOK TEXCTOM BEIBOISTCS MAOOpaeRMS: 13
orux gafinos. @ B0 BHeIHei maMs-
BBIOpaB ¥ YKA38B TAMKY ANA cO-
Mpaneunts. Tons Mowcponemasti GAn Ho ABAAGTeR PAGHICCKIG 70 217
€ro 3arpyaKH ¢ caifTa Hy>KHO BHIGPATH THIIEPCCHUIKY ¢ MMEHEM 9TOro (aiia 1
@B BRIIONHMTS ReMCTBH 10 COXPARERHIO.

S O o« -
ame

e

Puc. 4.6. 4

227



228

PVC. 4.7. HaCTb CTPaHULM ANR CO3AANVS HOBOFO NMCHMA

[¢ MHCEMO MOKHO
*  HATIMCATH HOBOR MHCEMO;

OTBETHTE HA NIONYYERHOE THCHMO;
TIePECIAT KONMIO 0y EHHOTO IHCKMA {PYTOMY BADECATY.
JLns COIMARKS HOBOTO TIHCEMA CIIEAYeT BHGpATS runepechuiky Hamicats
macemo. Ipn oTom rpceex o seﬁ -crpanuna Hamucars, 1ia Kotopoii paame-
nerikl aeMeRTEl 1 Tena muckMA 1
aro ormpabIn. Biax e CTOGRAII, MpOAHATHEMONHON A1 ContaItR HORO-
10 nChMa, HaO6PaKeR HA pHCYRKe 4.7.

Tloxe Ot koro nmucema , 10 azpec
OTIPABMTEIIS: MOHO MOMEHWTS HA ADYTOM I COOTBETCTBYIOUHX HACTPO-
KAX NOYTOBOrO AUIKA.

B n1071e KoMy ClIeyeT BBecTs NOSTOBSIit /[pec TIONYSATeNIs! Wk HECKONBKO
8/1pecos, paaKesis Mx 3ansATHIMH. ECIM HYIKHO HANDABMTE KOMWIO HIIK CKDEL-
TYI0 KOMIIO IIHCHMA 110 ADYTHM AADECAM, TO CEAYeT BHIGPATE COOTBETCTEYIO-
INHe THIePCCHUIKI 1 BBECTH BIDECA B 11015, KOTOPBI IOSBSTCA HA CTPANMIE.

Axpeca b Tions Kowy, Komust 1 CkpHITast KOMHS MOKO BBOATS € KIABKA-
TYDHL WM BHOPATE HY’KFHbie AADECA 3 CIIHCKA KORTAKTOB, XPAHSAIIETO JiaK-

HBle 0 JMuAX, ¢ nazenen supca.
Tpn seiGope Ha oxo J06aBuTS KoB-
TaKTH (puc. 4.8), B KOTOPOM HYIHO BEI-
—— ... OpaTe, KakHe ajpeca CleiyeT BBECTH B
o1 Kouy, Koma x Cpurax  supers
L = KHOKy JI06aBHTS BHIGPANEIX!,

oo CKY KOHTAKTOB ABTOMATHYECKH lxoﬁammr
= e JOTCH MMEHA Tex TIoNb30BATeNeH | ajpeca
= ol MX TIOUTOBBIX AUMKOB, KOTOPHIM PaHbIIe
5 — yake Gbuis nocaRn nickma. Kpone 1oro,
o e TOT CMHCOK MOKHO CAMOCTOATENBHO A0
o et TONHATH APYTHMH 8]PeCami.

Tlone Tema KeNaTENLHO 3ANONHATH,
4TOGH! MPENOCTABHTE 8IPECATY BOMOM-
HOCTB IOHATS COfEPIKARUE MUCHMA, He OT-
Puc. 4.8. Oxio L0GaBMTS KOHTAKTM  KpBIBAS: €0,




Ilof NOMAMI 3ArO/IOBKA NHCEMA DAIMEICHA OGNACTH TEKCTA MHCHMA.
B Heii 0TO6PArKACTCH NAHETb HECTPYMEHRTOB i Pa6odas 06JIacTb BCTPOCHHOrO
g BOJIA TEKCTA COOGLIeHMSA.

TeKeT MOHO BBOJMT ¢ KJIABMATYDH! WM BCTABISTH W3 Bydepa obmena,
ero u3 Epyroro Tipu Texcra ero op-

e " Texcra

KA oymRCTRLTSR Tax e, Kk 3 nmu TexcToBOM penaktope. Ila-

s
ety pesropos, A eka Riory Cuaitoum ® s nobannesnns
CMAILIMKOB K TEKCTY MUCHMA.

K MHChMY MOYHO IPHKPENUTS (ailnbi. L5 900 HYAHO:

1. Buibpars B 06nacy IIpHKpeTHTS 3ar0/I0BKA MHCHMA Eaomy Dair

2. Buibpars daiinbi, s

oxne Brbop daitna 115 BHrPy3KM;

3. Buibpats kuonky OTKPLITE.

TIpu CO3AAmII HOBOXO MACEMA KAK OTBETA HA TIOJYIEHHOR MOJKHO OTKDHITH
{IHCHMO BHIGODOM €ro TeME! & 0GIACTH CIIMCKA THCEN  BHIGPATS THIEPCCLLIKY
Orserurs. Ipu oTom oTxpoercs peG-crpamuia Hamicats, B KOTOpOi uacTS
Tonelk 3AMO/HerA ABTOMATIYECKI:

* B noze KoMy yKa3aH azipec OTNPABWTEINS TOTO IHCKMA, HA KOTOPOE roT0-

BHTCS OTBET;
none Tema NOBTOpSET Temy NOJYIEHHONO HCEMA, KO 11D/ Heil BCTaBIs-
sorest cumponst Re: (s, reply - otser);
= B OBNACTH TEKCTA OTOGPAKACTCS TEKCT MOJIYIEHHOTO NHCEMA /IS IMTHPO-

JL1i IEDECELTK I MACKMA IPYTOMY aGOHERTY MOYHO S

6pats. TIpu oo Ha

SAIIOJIHEHb! ABTOMATHYCCKH:

« none Tema — Temoil nepeckiaenoro muckMa ¢ cumponamy Fwd: (anrx.
forward - Buepen, nanbine) B Hauae TeMbI;

* 061aCTh TeKCTA —~ TEKCTOM nuCchMa, JAHHEI-

MH 3 3ATOJIOBKA 3TOFO e MHCHMA.

TloAroToBNeRHOe M0GBIM CIIOCOGOM MHCHMO MOKHO OTHPABMTS, BHIGpAB
KHOMKyY OTNPABMTS MICEMO, MM BEMEHHO COXDAHMTS /LIS MOCTEAYIOUIEH
PaBOTH ¢ HUM, BLIODAB KHONKY COXPARMTE B HEDHORMKAX.

Tivere suiiopa siionic OTTPARITS macaud 81pecazy Gyet IoenALo muc-
Mo, a payaeps Bauus

<) Mo cosuanuut Hagoro uceia WOXHO BHCTPD BBECTI C KIBBETYDN Bapeca,
2] conspxaumecn s crwcxs ouTakros. Ecmw s rone Kowy ssecTy nepsiie ci-

VMeHW, (G2MunuM W APECA KOHTAKTA, TO OTKDHBAETCH CIMCOK TeX
SDE00D 3 CrWGKA KVTATOR, KITTOPG CRSFORET B HENENS ABSFEAFRJE CHMEOTEL
AAIDEC 13 CIWICKA MOXHO BLIGPATS YKAIATENEM Wi KIABMLIaMY YTIPABIIEHHS KYPCO-
po wnu Tab.

Cospane, u it KEATH

Anpecnas kaura NS XpaHeHUs umen, ajpe-
COB DEKTPOHHOH NIONTHL, AOTOMHMTE/BHBIX MMHLIX AAHHBLX AADCATOB. He-
HOJIb3YS ANPECHYIO KHMIY, MOKHO GHICTDO BBOJMTL axpeca NONy9aTeneil 5o
BpeNst COGRARMS THCRN.
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Tnaba 4

Ha cepsepe FREEMAIL axpecras krura oTo6paskaercs ma crpasue Ko-

TAKTI, /U5 OTKDHITA KOTOpOlk HYKHO BHIODATH rutiepecsLky KoRTaxTs: B

Bepxreii CTPOKe OKKA NOYTOBOTO S Big aApecoli KIHIu HaoBpasKen Ha

pucyne 4.9. JUisi KAKZOTO KONTAKTA MOKET GhiTh YKA3AHO €ro MMS, AAPEC
SAUUKA, HOMEp Teneqora i

puil.

TIpn Bhi60pe rimepeckimci JIOGABHTS OTKPHIBACTCS CTPARWIIA ¢ GOPMOF
Jl0GABMHTE KONTAKT, KOTOPAsi CONCDIKUT AONONHMTENbHEE ONS /LIS BBOXA
JDYFUX IAHHEIX KOHTAKTA.

Jlnst GHICTPOrO OGABJICHHS HOBOTO KOHTAKTA B AAPECHYIO KHATY CEAyeT
sanonmnTE 10N5 QOPMEL BHCTPO 06AENTI KONTAKT, PA3MEIICHHOH HisKe
CHMCKA KOHTAKTOB, ¥ BHGPATH KRONKY Jl0o6anuTs. OBS3ATENRLMY JUIs 38-
Shmmeens ansavics yoes Gaicia x Email. Tocne coaiaRMS HOBOTO KOR-

ntepexop i HA KOTODOIi MOEO pe-
e iitionce, Ansias HOIEakis EArMYh, dacy, ARELAD, YR A, BT,
ROGABHTS eIl OZMH KOHTAKT M T. Il

Bamucn B aApeCHON KHUIe MOHNO De/@KTHDOBATE HIH YAANSATS, BHODAD
COOTBETCTBYIOIYI0 PUTIEPCCELIKY B CTDOKE C ARHHBIMI KOHTAKTA. BO BpeMs
MM y/iaNeHne IAHHBIX KOHTAKTa

B noNsX HA anpeca, Tenedona,
JOHEBIX cays6 obumenust 1 xp. PenaxTuposa-

e BHIGOPOM KHOMKK
Cmacok MOz ObiTh 6o, e ‘Ha opEOi cTpa-

sune. Hyswubill KORTAKT MOJHO HAMiTH, €CU BBECTH HECKONBKO MEDBbIX
CHMBOI0B MMeHH I aPECA B TIONE BEOAA B CIUCKA KORTAKTOB W Bbl-
Spams saionry Hajimw. flamuie
samnpoc, it gacT

= i

Puc. 4.9. CTpauua anpecHoit KHur
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YroGut coazaTs mHcEMo K axpecataM  FREEMAIL
U3 87PeCHOl KHHTH, HY}KHO YCTAHOBHTE 3
MTKH (NAKKOB PAAOM C HMeHAMM
HYHBIX KOHTAKTOB 1 BHIODATH THIIED-
cobuky HamicaTs BriGpanmsM. OTKpO-
©TCA CTPAHWIA VI COSNAHMSA TMCHMA.
B saronoske MHCEMa B Ti0Ne mmy 6yayr
BCTARNIOHBI BLOpARHbIE

Bce KOHTAKTHI B AZIpeCHON KHUTe Co-

& rpymax. o
cymecTayior rpynms Bee KORTAKTEL 1
CoGpammmie. B rpymme CoGpammsie co-
xpeAIonos KowTaxT, Hemn  ApeCR
KOTOPBIX KEHTY BO BpeMst OTIIpaB-

maceMa 10 anpecy. o sxenamio
TOJTb30BATENH MOMKET COZABATH APYTHE IPYIIBL A GBICTPOTO BBIGOPA ajpe-
COB B CIIHCKE KORTAKTOB. JlJIst COSAARNS HOBOY TPYIIIEL HYIKHO BHIGDATE IH-
Tepechinky PelaKTMPOBATE TPYMNEI, BRECTH MMS Ipynmki B mone Hopas
rpynna Ha orkpuBmeics crpanuue (puc. 4.10) i BuGpars KHOMKY Coxpa-
auTs, COHCOK CYMIECTBYIOUMX IPYNN OTOGPAYKAETCA B JIEBOW YACTH OKHA
anpecHoit Kuuru. YTOGH YAATHTL IPYNNY, HYIKHO BLIGDATS IHIEPCCHUIKY
YT, e on MMen YIS 1 CTpAILE TpymiLI KORTAKTOB.

IDYIIY HY’KEO Ha CTAHMIE
anpecnon KHHTH YCTAHOBHTH METKH (DJIAXKKOB DANOM C MMEHAMH HYXHBIX
KOHTAKTOB, B TIOJIe €O CIMCKOM JI0GABNTS K BHIODATS HAIBARNE TPYTIIH i Bbi-
6pars Kromky Ok pszoM ¢ HosieM. KORTAKT MoseT GHITh BITIONCH B HECKOMb-
K0 rpym. YT00H! YAATMTE KORTAKT W3 IPYIIIEL, HYIKHO IepeliTH HA CTPARMILY
€10 PE/IAKTHPOBARNS 1 CHATH METKY (MIAXKKA PAZOM C MMeHeM Toji IPyTIbI,
.13 KOTODOI KOHTAKT HCKJIIOUAETCSL.

'BRIGDAB MMS TDYIIILL B CITHCK TPYII, MOYKHO YBHACTS CITHCOK KORTAKTOR,
BICIONEHHBIX B oTy TPyNIy. VMst TYINB GYZeT BEIGNEHO B CIMCKE CHEMM
LiBeTOM. {15 CORAHIA ACEMA KA AADEC BCEX WICHOB TPYMIITEL HYJKHO:

. BIODATS HMs Hy’HOJi IDYIIIEL B CIICKe IPyI.

BuiGpats rumepecuiky OTMerwTs Beex. TIpu oTOM GYAYT YCTAHOBICREL
MeTKH (JIaXKOB PANOM CO BceMH HMeHAMH KOHTAKTOB B IPyTIIIe:
Bui6pars rumepecsiky HamieaTs suibpammsm.

. BANONHNTS TEKCT MHCHMA, YKAGATS TeMY, IDH HeoGXOLUMOCTA IPHKpe-

T (A
. OTIpaBUTE MHCBMO.

e e

o

BeG-nouTolt VaoGHO. ex-
TPOHHIi TIOYTOBLII AMIMK Ha CAliTe BeG-TIONTE WK BeG-IOPTATe, TIONbIOBA-
TeJTH CMOIKET NONYWHTS JOCTYT K Hei ¢ HOGOTO KOMITLIOTepa, KOTODELI 1Meer
nomxmouenye k MurepHery, — us JoMa, ¢ paGoThl, 13 MnTepHeT-K1y6a 1 T.11.
TlouToBbI! ALK MOKET XPAHMTL MHOTO IHCEM, KOTOPHIC JARMMAIT SHAMH-
TeNbHEL OfbeM BHENIHeli NIAMATH cepsepa s.vxemponnou TOWTH, MK aTOM
pecypest Hanst po-
cTyna K SAIPRY it 5pﬂy:sep




| Tobad

Tipu smmaxa nonysaeT fomonHH-
TeNLHBe yesyrH, HANpHMED
aiinos, i ororpacduit,
st coBBITHiE © obMera ¢ npyra-

MF TIONbSOBATENIAMM B PEAJbHOM BpeMerH 1 AD. EC/N BOSHWKHYT BOMPOCH!
'OTHOCHTENLHO NOTH30BAHMS MOYTON ¥ APYTHMH YCIYTAMH, BCETAA MOMKHO 06-
DATHTCS K CHCTeMe OO,

Ho 5e6-TI0%Ta HMeeT 1 AL HEOCTATIOB.

Tlomb30BATe N0 MPUXOZHTCS: TPATHTE MHOTO BDEMEHH Ha IPOCMOTP THCeM
M COXpAHEHNe NPMKPEILTERHbIX (ailios. TIPesk/e YeM NOMbIOBATEN: CMOKET
NPOMMTATS THCHMO, My HY)KHO OTKPHTh MO Membieii mepe TPH BeG-
CTpaHHIE. B UACH ¢IHK» JOCTYT K TIOYTOBOMY SIIMKY, COSZIAHHOMY HA TIOY-
TAPHOM CaliTe HMEKTPORKOI MOWTHL, MOIKET GHITE OPARINEH H3-52 GOTLIOTD

K e

Ecms ummesHoe Bpens TIOYTOBHII] AWK He HONOMLYETCH, T0 OF GYAET
VHATeR BMeCTe CO BCeMH Ha caiirax BHB-
Moo B CONEYORoNey K CAM, IOCEOILY B B2 MOV Horacrs
mackMa TonBKO

Hexoropsie umepne-r -BYICHIONSL 1 MBTAZHESL e JRIOT SGSMOXHOOTH Po-

SAMUKa TIOYTOBBIX

CePBEDAX HEBOIMOKHO OTKABATECS OT pewlnuﬂuﬂ B
611, KOTOpAS IPHCOGMHSACTCS! K KAXAOMY TIHCEMY.

_\_ Tiposepste ceba

Kakie JAHHSC COICPMHT YMCTHAS SANACD NONBIOBATENA B S/ICKTPOHHOI
noume?

2°. TlpuBeguTe ANTODHTM DETHCTDAIH MOYTOBOTO HUIMKA HA Cepsepe
FREEMAIL 11K Ha ZDYroM, HA KOTOPOM 3APCHCTPHPOBAN BANI NOSTOBbH
.

3%, Kakue DANKH COMIAIOTCH ABTOMATMCCKH BO BPOMS COMAHHS TIONTOBOTO
AUUKA K KAKOBO KX HABHAUCHNE?

4°. Kaxie JAHHLE O NOMYHCHHAX THCEMAX OTODPAXAIOTCS B OKHe Gpayacpa ©
CoRepMEIN NouTOBOro ANUIKA?

5 ?
6%, 9 Re: u Fwd: B Temax ‘mcent
7°. Hasosure coaza

mucen.
8. Kaxaio asatie coxpanaiorea a epecrof sanure? C waxoit weo ora coata-

9. Kan rpynny Kemru?
10°. Buasemus KakiX DAPAMETDOB B/ICKTPORHONO MOYTOROTO AMKA MOHO Ha-
MeRuTE?
Kax o
ONUIIKNTE NPEHMYIIECTBA U HEMIOCTATKY BEG-TIONTHI.

“% BuInonHuTe 3aA0HUA
1°. Blpernc'rpupyﬁ'le nowrowit aumK Ha caiire seG-noursi FREEMAIL.

CKOTLKO iCeM HAXOTHTCA B TONTOBOM ALK

5) KAKHe DANKH COIJANEI B IO4TOBOM ALHKE;

B) KAKHE SATINCH COREPIATCH B CIHCKAX BCEX OTHDABHTENCH i BeeX Nony-
warenelt. CooGITe yIHTe O A1PEC BAIIIETO NIOYTOBOTO SAIHKA.



ny*6tt ViHTepreta

2°. HlasoBHTe YKASAHHEIC OFTL.CKTH! OKHA NOYTOBONO SII{HKA U OGBACHNTE KX HA-

mrte
auavensie (prc. 4.11).
@

e

eee e

Puc. 4.11
ey u nanox
ICKTDOKHORO NI0STOBOND AUHKA.
Hasoanus nanox
1 | Bxogsmue A | Bpemcnto  xpamMT yRaieHHBIC eKTDOMHHC
micoma
2 | Omnpasnenssie B | Xpamir neaapepumennie mHCEMA, ¢ KOTODHIMI
oty
3 | Heprosmn B | Xparur anextpontsie ncsma, k0TOpHie nonyte-
HE HA 81pec How
4 | Vzanennsie T | Conepmunt xomum micen, Koropsie Geius oTpas-

4°. OrkpoiiTe BauI noYTOBKIL AUK, CO3AAIiTE HOBOE mCHMO. Breaure B mone
Tesn Bamy QaMIIHIO, B OGTACTE, Teilt HHCLBR — TeXYLIYID ARTY,s KAZCC 1

- ey ypoka. Ornpasre ‘Bamer
5° OrKpoiiTe Bal MOWTOBBII AUNTK K SpTY oonepmmie onHoro ua mi-
cen. TGy KO0B chMa. nony-

acaiec n iy &
OmnpaBLTe 1A AApEC YHNTENA HAQOPMATHKI HTCKTPORHOE THCHMO C TENOI
Hemopus podnozo kpas. Haiimure » steprete (oTOrpadmio HCTOPHNCCKoli
OCTONPHMENATE/LHOCTH BAIIIETo Kpas 1 IPHKPEIKTE 00 K HCEMY. B TeKer
ey omucanme Ha

Haive orser a oo S monyuensx micew. oGanuro  Tekcry ponyon:
Horo mickua caoit -
e,

Tleperuiire OAHO K3 MOMYNEHKEX BAMH NHCEM HA AZDEC BAIIETO YTHTETA

9°. Coanaiire nanky YpoK B BaIIICM NO4TOBOM ALIKKE H IEPOMCCTHTE B HOC TTHCE-
Ma, OTIABICHEbIC BAMH B0 BPEMS YPOKA HEQOPMATHKH.
10°. Oumcrure or nucem nanky Ornpasnennsie.

233



11°. Cospaiire B axpecroii xewre rpynmy ¢ nassanmen 10 xaace. Buiscuure agpe-

D 12

Ca NOYTOBLIX ANHKOB TPEX BAIIMX OAHOKJACCHHKOB, N0GABLTE MX B AJpeC-
HYIO KHUTY, BKIONHTe B COIANKYIO TPYMINY. OTIPABLTE MUCHMO BOEM siie-
wan rpymmLt.

PaspaGorafiTe NOATHCS MHCM 1 HACTPOFiTE MOTOBLIE ALK Ha ABTOMATH-
Heckoe ROGARTEHIE NOATHCH K KaXAOMY MHCBMY. HATpasbTe BallieMy oto-
KACCHMICY THCEMO ¢ NOKTHCBIO.

® 18%. Henonsay cnpasosuyio cucrexy caiita se6-nours: FREEMAIL, suscuze

aaGkrToro napos
saupKa. BurommiTe Oniicarmubie feficTais.

14%, HCTeMY TIOUTOBOTO CepBepa BEucHI-

e, KAx S41ATH PABIIA /UL COPTUPOBKH BXOAALLIX THCOM M HX pAIMeIIe-
Bz 10 pagme mankan. COSAANTE QITLTP [L1A NOPOMEILCHIA THCEM C Te-
0it Ypox B manKy Ypow B Balliem DEKTDORHOM NIONTOROM AUIHKC.

TlpakTuveckas paora Ne 10, Dresr
‘e nel-umrepdeiica

Buumanue! Bo epexs padomyi ¢ KoXnbiomepox cofandalime npagu.ia Gesonaco-
CMUL U CAHUMAPHO-2UZUENUNECKUE HOPILDL.

1

3.

Omnpassre Ha azpec yumTens MEDODMATHKW 3JEKTDOHHOE MHCEMO ¢ TeMOH
anoawe npasonuku:

, CBA3AHHBIX C BALIMM JIOGH-
Muin npaazskon. CoorsercTaysouuit Marepwax nafizute » Hurrepuere
conmpy#ite B Texcr Batliero Muckma.

2. Haitgure 8 coxpanre B
c

Haitnentoe ® Bame-

ey ncEMy.
3. PaspaGoralite WK HMEHWTE TIOATHCH MHCEM Tak, 4TO0ki OHA CONepXKana
ncemo.

e B agpecroil Kkure rpymny Moii kaace, BKOTHTE B rpynny Tpu KOH-
TaKTa ~ yaHTeNs HEGOPMATICKI  1BYX ONHOKNBCCHHKO® e ncen we-
HAM IPYITE! THCBMO ¢ Temoil [pynna, B TeKeTe MuchMa coocmxm cocTas rpyn-
s Moi Knace.
Orxpolive mucLwo, NONyHentoe Bamy 0T yuuTens iupopmaTmkH. CoxpantTe 5
ameit nanxe (aiin, nprkpenyenni K mucoyy. Coanalite 1 OTIPABLTE OTBET
KA IICEMO, BIJTIOYHTe B TEKCT NHCHMA-OTBOTA ORHO NPEATOKCHHE 3 TIONYeH-
Horo mHCEMa, uoﬁa!ne mostop s ATy povegemn npakcwuscxclpafors.

micen.

4.3. Pa6oTa C NONTOBLIM KIMEHTOM

1. "
s

4.
5.470 Kknura? C

0630p IMOYTOBBIX KIHEHTOB

K SPKY MOMHO HCHIONB30-

Hons
BATH He TONEKO GPAYSEPEl, HO M CIIOLMATSHbIE TIONTOBKE KIMeHTSL. Kak Bhl
yoKe SHAeTe, TIOWTOBLE KIMERTE! — 570 NDOTPAMME, IeARASHANCHHBIE JUIst
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" micen, nepe-
RABACMBIX CITy>KG0ii BEKTPORHOI TIONTEL.

Jlnst pocTyna ARy TOTb-
30BATENS B MOYTOBOM KJHMEHTE COSAIOT OTAEALHYIO YIETHYIO BAITHCh, KOTO-
Past IOJIEA COTIACOBBIBATECS € COOTBETCTRYIOMEH Y4eTHOM 3AIIHCHO HA cep-
Bepe. B yUETHYIO 3AIIHCE B IOYTOBOM KJIHEHTe 3AHOCST TAKHE JAHHbIE:

« ampecn ampaxa;
* mporoxon cspaspa mxouAmE coolmemu;
. ena cepaepon

et mowmosttl snpr cooman ma cepoepe mponatizepa, 0 ARMENE A1
yeTHOM SAICH NpeAOCTaRNAeT MpoBaiiep. B CIyuae COINAHMA TOYTOBOTO
AR CPEACTOANI peC-TIONTH AN AR YNCTHOH SAIINCH MOXHO HAHTH B

cnpasxe A Omn Moser coa-
ABTS HECKOMKO YUETHLIX GAIMCEH, KAMUAN N3 KOTOPHX OTBONACT OTAETHHO-
My nowTOROMY AUTY.

Bexcpome mucMa, KOTOPLIe HOCTYITITIE 1 APEC NOTTOROTO MUK

~ cepaepe onex-
TDORHOI NONTEL, & o nst or-
e me SomEioD XDABATOR oA 0 RowTuoroDS: Tiorasks, Rex HaRENG;
BLITOJTHACTCA BO BEN SAIYCKA NOTTOBOTO KIHEHTA, A TAKIKE MOKET BHIION-
HATLCA ABTOMATHYeCKH Uepe3 ONDEXeJeHHbill METCPBA BPEMEHH WIH 110
KOMAHe HOB30BATENS.

Hexoropile MOTOBLE KIHERTS
emo nepex TOMEKO maceM, coxepia-
INUXCSL B TIONTOROM SIMKe, 1 BHOMPATE, KaKHe THCHMA LOCTARNTS, ¢ CePBOPA
HA KOMITBIOTEp KIHEHTA, & KAKMe OCTABHTS HA CepBepe. DTO yMeHbIIACT TP

i — 06HeM JHHELX, KOTOpHIE TIepe-

[IAKOTCA 10 CeTH. TaKoit MOMKHO no-
nyserye coama.
ﬂmﬂ'ome ICIHGNTLE MOTYT CORGPIXTS BOTPOSTILI TeKCroBiio it HTML-
TeKCTOR miCeM.

lenonsosanits myrrEtix KAHEHTOR RDEAOCTERNART HeKOTOPHE HDCHNY-
INecTBA 0 CPABHEHHIO C HCTIOba0BAKHEM Opayaepa npH padoTe ¢ peG-TIouTol.

B N0OYTOBLIX KJMEHTAX TPE/CMOTPEHA BOMOKHOCTE MOJYUATE THCEMA C
PASHBIX TIONTOBLIX UMKOB — KAK C CAITOB Bef-TIOYTEI, TAK H € CeBEpa TIpo-
Baiiepa. ECIH TI0ME30BATES HMEET HECKOTBKO NOYTOBBIX SULMKOB, €My He
HY3KHO 0OPAIATHCS K KaXAOMY #3 HUX OTAENHHO JJIs IOy HeH s miceM. Jlo-
CTATOHO COBIATS YHeTHEIE GATUCH JUIS KAJIOTO OYTOBOTO AIIMKA.

Bo MHOIMX MOYTOBBIX KNMERTAX DeanHIOBAKE BOIMOKHOCTH MPOBEDKH
Oporpaiun, cossaita Tue = eruicx (AamEa, ZuBeILA coofierl

B OGaa HOBBIX ITHCEM, coobue-
it np.

nouTOBEIX nyrem no-
MONHMTENLHAIX MKyl — IIATHHEOB (aHT. plugin — PACUIADeRNe, IDHCOE-
s — B HOBBIX BEPCHAX

CPABHMM 3HANHMS HEKOTOPHIX CBOMCTB NONTOBBIX KieHTOR Microsoft
Outlook Express, The Bat!, Mozilla Thunderbird u Opera Mail (ra6n. 4.1).
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Tnabo 4

Tabauya 4.1. Cpasuenye snavenmii cBOHCTE
X KJIHEHTOR

Microsoft Mozilla
N Outlook Express | The Bat! | Thunderbird | Opera Mail
Ceoilcmeo = iy e o
Onepanuonnas cuc- | Windows, Windows | Windows, | Windows,
rema Mac 08 Linux, Linux,
Mac 08 Mac 08
5 Gec-
naaTHONO  MOAyve- + - + +
K3 HOBRIX BopCHi
Hamrawe HTML- i n % F
pezaxTopa
TIpexsapurensrasn
Hyswt _
sarpyaka saronos-| o VARR + +
KOB fHceN
Tiposepxa  opdo- Hyxua Hysxua
rpadun + sarpyska | sarpyska -
crosaps cnosaps
Ilugposante coos- o ” Hysmn =
menmii nariH
BosmorHOCTS yBe-
JOMIeHHS 0 HOCTY- + + + +
ICHUR HCeM

Oxro nporpamms: Outlook Express

Tlourossiit kmerr Outlook Express 6.0 (anrn. outlook — meperexisa,
TOMKA GPERNA, BIISL, €XPress — CHELIHO, OYeHb BLICTPO) BXOTAT B COCTAB
st Windows

Buavox nporpamer Outlook Express mmeer sun ). Komanza sanycxa
MPOrPAMMBI H SPIBIKM MOTYT GBITL pasmeriens! B Merio Ilyck, na PaGouem
cToxte, na nanenu BLICTpLI 3amycs i 1. 4.

OKIHO POTPAMMEI BO BPEM: TEPBOTO JAMYCKA HMeELT BILA, moﬁpmnnm
Ha pucynke 4.12. Ipn B OF
MaMeHeH N0TLA0BATe IEM,

OxHo nporpnuum Ontlook Expmss. KAK M OKHA JPYIHX NPHKAATHLIX PO~

oxsoM, Crpo-
o ss. Tiasais SmerDyscron f Crooes coctommt:

Bee onepanm mo sanmeayu 1
TPOELX FHoEN MO0 BTGNS, HOTOTLOYR KOMARD Mero. Kriomar na
Hanea 5 Gu10TpO! xoManz,

s
K KOTOPELIM JAIIIe BCero 00pAIAeTCs! TIOMLA0RATEE (nsn. 4.2).



@

B s s

o= Koot ey

@ Crpoxa cocromsmun
@ Tancs Kouraxrst
@ Tasems Mankn

Puc. 4.12. 0y

Tabuya 4.2. Hasuauenne xnonox Ianesan uucTpymenton

@ Crpoxa saronoska Ilanexs unerpymentos

® Crposaneno (@ Pabosan oGnsers

Knonxa Haseanue

Haanavenue

o, | CoaMATE cOOBmenHE

Jins coanamms RoBLX coobuiens it

a2 | mocranwmy nowry

TepeChUIKH TIHCEM MEXKLY CEpBEPOM B/ICK-
TPORHOH NIOYTHI /1 KOMITBIOTEPOM KITHEHT

aoma | ApEC2

U1 OTKPRITHS AADECHOH KHHTH

DO e A o e T
T8 HITH AZPECATOB B AZPECHON KH

B jieBoii YACTH OKHA HA COOTBETCTBYIONIMX NAHEJAX PASMEIIEH CIMCOK

ook

Outlook Express — nallxa nepsoro yposss (ee CONEPIKITMOE 0706paMaeTCs
B paBOveii 0b/IACTH OKHA MPOTPAMMEL Ha PHcynKe 4.12);

JlokanhHbIe NANKH — TAIKH, B KOTOPEIX GYAYT XPAHUTHECS MACHMA TOJIL3O-
BaTens;




- Tnaba 4

. - nan-
K, 0 mAmKAM B BeG-
nowre;

. mamka g XPAHEHUS MHCM, TIOK-
TOTOBJIEHHEIX K OTIDABCHHIO.

Tazem, conepuT

Tpn seifope uMenn Hamiw Ha manemn Hamkn HIMEHSETCS CORCPARUMOE
paoveii O6NACTH OKHA M NOTBNAIOTCA AOTIONHNTENHE KEOMKH Ka Hanea

Buz okEa nanku na
pucyne 4.13.

Paouas 06acT: OKHA HDK manox
s me wacTH: C 1 06:
Hx pas

B Cruucxe nammLe ‘nHcem, KoTo-
prie 5 i nanxe. Tlo Crcor:

pa CBOMCTB KEXIOT MHCEMA:

+ 4~ BAHOCTS NHCEMA, ONPeACAETCS OTIPABHTENEM NHCkNA;
HAMHE TPMKpeITERHLIX hafioB;

§=
* 8-
* ¥ —@uaxox (BHMMaHNE), yCTARABIMBAETCS NOMYUATENEM THCHMA;

. Or— T ero uns KT
« Tema - ema mca;
« Tlomy4eno — aTA i BPEMS IOTYNEHNS THCEMA.

Tipn liKaX MOMKHO SHAMEHHA APYTHX
cBoiicT.

T
@ Crmieox @ Baronosox obact npen- (@) OGnacts npenvapu-
cocssennit [ori e — TexbHOro MpocHoTpA
Puc.4.13.0
Outlook Express.
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Cry6e: UkTepHeta

Psagom ¢ panEbME 3HAYOK C mo-
YTOBOTO KOHBEPTA, KOTOPHIl MOXeT 0GO3HAHATb TAKHMe 3HAYEHHS CBOWCTB
mucsMa:

Snavor
nucvma nucvxa
pz ] [=) Tonyennioe micso
~ ) Tlicswo, Ha KoTOpoe Aat oTBeT
= ) Trcuo, nepecarioe i Apyrofi
anpec

Tasmsie mcen
I ron; THr: 350 OTOCPAmAIOTOR FASEEA REROR; B ROvOmIcE S0TE MENDOTE
ranuLte mickMa. B CxOGKAX PUIOM C HMeHEM NANKH BHBOIMTCS KOTHYECTE0
HENDOMMTARKEIX THCEM BTOM MATIKH.

Ec B Criviexe BEIGpano mcEMoO, 70 B
obnacTi JHKBIC 73 €10 3ATON0B-
KAl MMS TTH ApeC sca nonyua-
enst 1 Tema mAckMa. ECT K IHCEMY IPUKDEILTERE (AL, T0 B SArONOBKE
MOKHO pa 5

B Obnactu Texcr pLGpan-
Horo muckMa. Ecym K MHCEMY NPHKpeNUieHs rpadguueckue (aiinbl, 10 H30-

KoTOpHIe B HEX, HE3Ke TeKCTA C000-

LeHAA.

B Crpe ° Imacem B nanke,
& ToM mcne xax °

K ° ‘HOBBIX B Xoze nocyes-
Hell JOCTABKH MOUTHL.

HacTpoiika NI04TOBOr0 KIMenTa

Ms yoxe orMesami, w70 premmmii BwA OkHa nporpanmit Outlook Express
MoseT GLITL MGMEHEH NOMb3OBATENEN.

Tlo ymosamiIo B paGoseli 0B/acTH OKHA IPOTPAMMBI OTOGDAsKAETCS COLED-
skumoe nanky Outlook Express. D0 CTPANMIA C THIIEPCCHUTKAMM, BHIOOD KO-
TOPBIX /Ia€T BOGMOIKHOCTS BHIIONHHTS KOMAHS 110 PAGOTe € /IeKTPORROM 110-
“rT0li, TPynTAMM HOBoCTel} ¥ KOHTAKTAMH. ECTH KA 97Ol CTDAHMIE yeTaHO-
BuTh MeTky Quaka I1pu 3aMyCKe CPAIY OTKPHIBATL NANKY «BXOLAITIEs, TO
BO BpeMst CIIEAYIOUIAX amycKoB nporpamybt Outlook Express » pabouei 06-

gt oxua Oyer nam Taxyio Ba-
CTPOjiky Le1EC006PAINO BRIOMHHTS B0 BPeM TIEPBOTO GATTYCKA NPOrPAMMEL.
Moskro » Crncke ‘anaveHm PAIHEIX

cBoficTs miceM. JUist 9TOTO Hy’KHO BETONRNTS Bud = CMON6Yb 1 B OTKPLIB-
memcs: Oxcke CronGus: (pKC. 4.14) YCTAHOBHTE METKH (IAIKIOR PSOM C HMe-
HAMH TeX CTONBLOB, KOTOPHIE HYHO OTOBPAMKATS, I CHATL METKH PSAOM C
Tewn, OTOGpAzKEHIE KOTOPEIX HE HYIKHO.
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l'[oplnolc PACTIONIOMKEHNSA CTONGLOB MOJKHO
xnonku Beepx u Bana
B oxue CroaGusi. BoiGpas umsi cronbua, B
none Ilupuna BEUIEIEHHONO CTONGUA MOKHO
mmpuny.

COMCOK THCEM MOJKHO YTIOPAZONHBATE TIO
BO3PACTAHMIO WK YOMBAHMIO 3HAUEHHIT B 10
Gom cronbue. ITo yMONUAHHIO BATONOBKM MU~
cem B mopse
naTht 8 cronGire Tlomyweno, T0 ecTh 3AT0NOBKH
TIOCTeHIX M3 TIOMTYMeHHBIX MHCEM GYAYT OTo-
‘HwoKHed yacTi cmucka. Hpy BRI
Gope umenn moGoro cTonGua COCTOMTCS YTIo-

Pvc.4.14.OKHOCTONGUM 1y iouerue Mo GHAYEHHAM B OTOM CTOAGIE.
Tlpu oTOM PsfiOM ¢ HMeHeM CTO/0NA NOABIALTCA M300PAINKEHYE TPEYTOILHI-
Ka, BEPIIMHA KOTOPOTO HANIABJEHA BBEPX . (YNOPHZONEHHE 1O BOSpACTA-
HWI0) i BHAS T (YTOPAZOUEHe 1o yELIBARMIO).

Tiporpanmy Outlook EXpress MoyHO na-
CTPOMTH TAK, YTOGHI TIPH 3ABEPIIEHHT Paco-
THI € IPOTPAMMOIi ABTOMATHYECKH OYMIIA-
nock nanku ¥ Jns
o010 Ctenyer srmomsuTs Cepauc = Mapa-
mempu, BLGPaTE BaaaKy O6CTyRHBaNMe,
VCTAHOBUTS MeTKy (uiaxcka QuHmaTs man-
Ky «Yaajzennnies mepeji BHIXOAOM M BEI-
Gpars kronKy OK.

Tanem IMankn 1 KonTakTsi MO3HO 3a-

TOBOTG KIMEHTA HY’KHO OTKDWTh OKHO
Croiictaa: Hactpoiika oxma (puc. 4.15),
Bud = P

Pc. 4.15. Okio CeoitcTsa:

HacTpoiika okHa
A CHSB METKH (IIAXKKOB PAZOM C HAIBA-
- MosHO , B OKHA TIPOTD: o cobersen:
oMy sxenammIo. BrGop KromKH oxHO a-

HEIH WHCTPYMEHTOR, B KOTOPOM MOJHO BEIGDATS, KAKME KHONKH moﬁpmnﬂ,
HA NAHE/H MHCTPYMEHTOB, KAKOIO PA3MEDA NOMIKHEI GITH KHOIKM M WX NOA-
.

Coajianue u yanenue yIeTHOI 3anucn

Ilns coapanus yuerHol sanucy B nporpamme Outlook Express ysiHo:

1. Orxprits 0KHO Yuernsie samicu b Hureprere (pic. 4.16), pamonsis
Cepeuc = Yuemnvie sanucu.

2. OTxpEITE OxHO MacTep nojxmouenis k HuTeprery, Bxi6pan BKIAAKY
Towra w samosws fJobaaums = Mouma.

3. Beectu B nione BuIBOJmMOe M3t H36PAHHOE AJIs YHETHOM BAITHCH HMSE;
BRGpath knonky Janee.

4. Boectu & none nouta axpec
smka; BEOpaTh KHOMKy [aiee.




L

BuiGpats b cuncxe Cepaep Bxo-

UTOBBIX COOGLIEHMIL.

Baecru 8 nons Cepsep Bxops-
mux coobnieruii (POP3, IMAP
s HTTP) 1 Cepeep mexojs-
mx coobmertii (SMTP) sio-
MeHHbIe MMEHA COOTBETCTEYIO-
L ceprepon; pGpaTs Koy

o

=

o Sanonnwrb nons Yuernasn 3a-
mnes u Mapoan
VeranopuTs Me'l'Ky pnarka 3a-
TIOMHNTS TIAPOJIB, UTOGH! He BEOXWTE TIAPOTH IPH KAKOM JIOCTABKE 110~
ThI, W CHATH METKy B IDOTMBHOM CJTyuae; BHOpATL KHONKY Jlaee.

9. BrGpars kronky FOTOBO /U151 3aBepIIEHIS CO3ARMS YUETHOM SAMMCH.

Tlocste coapanus yuerHol 3anucH fanuble 0 Heit GyayT 0roGpakens! B OKHe
y-ze-mue samucu B Hutepnere. OJHA yUeTHAS 3ANHCE ONPE/IENEHA 110 YMO-
uamm eif anpec suKa Gyner
yknsan B 1107te OT NPK OTDABJIERHH THCEM.

Eci 6exoropbiil NOYTOBli S IOPECTAN HOOMA0BATECS, TO COOTRET-
CTBYIONIYIO YHeTHYIO 3AIHCE MOYHO YAAMITS. JlIst 970r0 HyIKHO:

1. OrKpAITE oxRO Yuernuie sanucn » Hereprere, Bumonmis Cepouc =

Vuemnwie sanucu.
2. BrIGPATL HEHYIKHYIO YHETHYIO 3aIHCE.
3. BuifpaTh KHONKY ¥ AAINTE.

Puc. 4.16. Okvo YueTHbie 3anucu
8 WnTepnere

®

Coananme ¥ OTIPaBKa MHCEM

Ui coaantst HOBOTO IHcEMa HysKHO Daiin =
Coadams => Ioxmosoe coobuseniie wi BuGpars Kionky Cosdams coobuse-
Hue Ha TIAHETH MHCTDYMEHTOB. B peayibrare GyleT oTKPHITO oxHO Cosnath
coobmenue (puc. 4.17).

Pyc. 4.17. OO Coananms nucema




Taaba 4

B cittcice Or yKaga azpec STEKTPOMNOTO merusore e, Eoropsi co-

eroit samici, . Cmeok copep-
K0T &DecR AREKTPORHNX TOHTORSLX AUIVKOB BOOX yAOTHADY SamtceR Totro-
BOTO KerTa. Kak axpec OTmpaBTeIIs MOKHO BHOPATS M0G0 13 HHX.

Tlons Komy n Komus samoTHsioT ajpecamMi a7IeKTPORKOl mOuTH azpeca-
TOB. B Ka)loM 110J1e MOXCHO BBOJMTE HECKONBKO &JIPECOB, OTEJsIs MX Barls-
‘T [Ipu BBOZIE azpecos noneit
JI@HHBIME KOHTAKTOB W3 81eckofi KHHIH, ecTi BBE/eHHbIE CHMBOIH COBIA-
RAIOT ¢ TIEPBHIMY CHMBOTIAMM WMeHH 1M azpeca KonTakTa. KHolka nanem

W JUTS TIPOBEPKI
et aanhcu IO4TOBBIX 8XPeCOB B o Komy 1 Kormust,

Bop nons Tema ero samensier RagBanue B
CTPOKe znro:mnxa OKHA.

TeKCT MHCEMA MOYHO BEOIHTS © KIABUATYDHI 1T BCTaBxsTh ia Bydepa
‘06MeRa NocIe KOMPOBARNS W3 APYTOTO IOKYMEHTA.

s TeKcra mMckMA KHONKI MaHemH MH-
ctpymenton Buipesats % , Kommposats ') , Beraswms [ , Orwe-
s 9 KOTOpEIX KHOMKaM
TEKCTOBOTO NPOLEccopa.

TIHCEMO MOPKET GHITE CO3AHO B OZHOM M3 JBYX $OPMATOB: KAK OGBHbI
exer dopwara TXT i kax BeG-ctpanuma B popmare HTML. BriGop dop-
MaTa BHINOMHSETCH B Mero POPMAT. BHAUCHHS CBOVCTS CHMBOTIOB A1 HOp-
Mara OGLIMHBIIH TeKET YOTAHABIMBAIOTCS 110 YMOTUAHINO M MOTYT OBITh HaMe-
memst  sserpolixsx noerosoey irupats. [Ipw ufope dopsear HIML 3 o6.
na

cTi ek st
Texcra (puc. 4.18), aneueum ynpannelmn KOTOPOH MMEIOT HasHaueHue,

Ee Rsam -0Q

Puc. 4.18. T Texcra

Vicrionbays: KoMaR/h! Mexio DOPMAT, MOYKHO BHOPaTH (OHOBOE HI0OpasKe-
ue, nBer (oA, HOHOBEII 3BYK, TOTOBEI GJIAHK, BHIOPATH CTHIb AT 0POPM-
RSt TeKeTA COOBUICRIS 1 7. 11,

‘TexeT NicEMa MOHO BCTABHTS 13 dailios popmara TXT s HTML Gea
scnonaosanis Bydepa obmena. [lns ororo e mn s g

smonnTs Bemasxa = Texem u3 pailn
2. BriGpars ojius 13 THIIOB (aitioB — 'l‘!ltmlue aiisr (*.txt) wn daii-
st HTML (*.htm, *html) B cricke Tin dpaiiios oxnia Berasa Texcro-
Boro daiina.

3. BuGpars st sysnoro datina i nBect ero 5 none My daiina.

4. Bubpars knomky OTKpHITL.

CriejiyeT uMeTE B BHJLy, YTO NPH BCTABKE B IHCEMO TEKCTa 13 daitna Gyzer

B

scnmenta. s Hyxi0

@opmam => Koduposxa i BH6PATE Oy H3 IPETIOKERHbIX TAGIHI, KOIOB.
JUtst TOrO wroGk! IPHKPENHTE K mickMy (i, MO0 BhimomaTs Bemas-

xa = Browenue gatina wi Bu6pars kuonxy Buomurs §  na nanem wi-

CTPYMEHTOB, BHBPATL MM HY’KHOTO (AILIA B OTKPHIBLIENCH OKHe Beraska
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i BReci ero B nore Mmst daiina u priGpars kuonky Buosus, Moo
Euigeriers rpyy Qaltne o EpRRgeTiTL XX X ERCeMy. Tipu o7om mbie 06-

ma e © HMeHaMI 1
npmpermenuux baiinos. o mmx ‘GhLT OLIHGOUHO NPHKDETLIEH K THCEMY,
70 €0 MOHO Y st B TIOTe

»naxkan Knaswny Delete.
B IIHCEMO MOJHO BKIIOUHTS 3A1IPOC HA
NOXTBepyAeHUE PAKTA TOMYHCHNUS! TTHCE-
Ma axpecaTom. JLIst 9TOTO CEAYET BIION-
nute Cepéuc = 3anpocums yeedomne-
Hute 0 npoumenuu. 4T0GH! OTMETHTD Bbi-
COKYIO TN HHBKYIO BAXHOCTE IHCEMA,
nyxno BemonkuTs Coobusenue = Bax-
Hocms ¥ BHIGPATH HY)HOE 3HAYEHHE.
Tlepen THCEMAa CTO] B
Texcre coobmenms. [ TOFO HysKHO BHGpATS KionKy Mpasomcanue 7
8 nasom mmorpyesos. Iips naxopesmu b Texcre Kces cTos, KoTOpHie
Bape KenTa,
(pine. 4.16). Tenpannontte omrbok 1 HoGaserue onos & sl

Puc. 4.19. Oxvo Mpasonucanue

e e o ipamE e DLy Pl = Omape-

6ums W BLIGPAB KHOMKY o, HA TIAHETH B okHe
cospasmst mucka. TIpu arom mickuo oNaser B naniy Hexoasmmupie nowToo-
10 knenta. B aapuciioctu or nactpoex nporpani Outlook Express mich-
MO MOIKeT GLITh Cpasy RATABIERO HA NOWTOBBIi CEPBEp LTI OCTABATLCS B
nanke noxa e 3 RocTaBKa nouTE.

i nmcsmo Ha
HoTeBIE Copoep Moo, memanas Cepenc o> Aocmasums noxmy >

Omnpasums ece win BrGpan kuonKy Jl0CTABTS HONTY , *  HA maHen:
MHCTDYMEHTOB OKHA HOYTOBOT0 KIHeHTA.
) Mosmosu Kiuex npesiocTasIeT BoswMaKOCT, Pa3paGoTeTs NomCS, KOTo-
] pan Gyner, TexcTy Kaxno! nucema

W TONeKO K Gopy onnvcei s
Pporpemus Outlook Exprias MaxeT Gee paspaboTano neckansmn: L1 Coatanie
ogm o
- Bunonwm. cep.m: => Napamerper.

BuiGpat

% ampm xHonky Cosnars.

BuGpars nepekniowatens Texcr.

e noAnuci & none UameHyTs noan:

Eciu nnaHvpyeTcs A06aBnsTs CO3AAHHYIO nonnm K KaXaoMmy nucwy vo
yoerionaTs ey dexxa oSamnRT foArMce kD S0eM UOXDARLIM

mmpmp

06w
7. Buﬂpar\: KNOﬂKy OK
C

nognwc: naloTen umena, 3 cnosa
TMoanuce 1 Homepa ernich B k.

ECAM MOANNCL He A0GABNSETCS KO BCEM N1CHMAM aBTOMATUNECKY, To N f0Gas-
nenms NOANUCH K CO3ABAEMOMY NUCMy CREAYET YCTAHOBUTS KYPCOP B HYXHOE Me-
CTO TexcTa nuckMa  BunonHuTL BeTasa = Mognwcs. Ecni nons3osatens paspa-
60Tan HECKONLKO NOANUCEH, TO GYAET NPEANOXEHO BLIBPATL UMS HYXHOR.
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Coananne H HCMOIL30BaHMe MAGIIOHOB NHCeM

Bo spents conam moen MOWHO HEToTsdopars Gnantat (anr blank -
nycroi), matrom micen. B maGrione apa-
Hee SaR BRANeHnIE (oONCTD A1 (OBMATHPORERLS CHDONOD, abianes
crpanupt. Kaxoiit 67anK Mveer masi. BIAHK COXDAHSIETCS Kak BeG-cTpa-
HHUA K MOJKeT GBITh HCTIOTE3OBAH Ut IHCEMA TOMBKO IDH BLIGOPE GOPMATE
®opmar HTML.
Hast Toro urobs npmaellmb GnaBK BO BPeMS CO3JAHMS MMCEMA, HYHHO
Dopmam = Gnan  mupars el fame.
Tlpu srom Texer 3Me-
HiTea, 1o = Bey Gyupr npmenans
opmaTuposasnue, onpesenensioe

Moo BhiGpars Grank nepes na-
uaNOM coatanms nuckMa. [l aToro B
cnucke KHONKH CO37aTh HYIKHO BhI-
Fipics qyrenet Gpars M5 GIIaHKa, TOCIIE Yero OTKPo-
s Ky » €y 06ary ma e erest okio Coanate coobimente, B Ko-

| Topom o6nacts coobuwenns Gyxer co-

JRp— | mepaxars BriGpanmbrit maton.
U1 cOBRARMA COBCTBERMBIX GAaH-
KoB y Macrep
coananus Giankos coobmenmii. Yro-
GBI 3ayCTUTL NPOTPAMMY HA BBHINON-
HeHHe, HYIKHO BLIIOTHHTE Cepuuc =

Pyc. 4.20. IUCEMO C NPUMEHEHHEIM
waGnorom

Mapamempy, pi6pars Bnagky Cosa e
BuGpas oy Contar.
yKasamm nysH0 BriGpars nner

(pora, oROBBIIE PHCYHOK, ero PAsMeleHHe Ha GAANKE H BIAMMEOE PACTIONO-
JKemHe OT/IeNIBHBIX PHCYRKOB, SHAYCRNS CBOMCTE CHMBOIIOB, WIHPHHY HoTel,
‘BBecTH Ha3BamNe GMANKA, BHOMpAS NIOCIE KAXCIOTo mara kronky Jlaee. 3a-
nepmaercs coyzamme maoa BGopow itonist ToTono B NocaeeN oKKe
ii 1 BRiGopoM kxonky OK 5

one lapamerphi.
0 Haj oty
Kak Bbi yiKe SHAETe, BO BPEMS A0CTABKM TIONTH /IKTPOHHHIE MHCEMA 110

B namke Ecam Bi6] 10
IYCHEOR MHCEMa, TO TEKCT MHCkMa OTOBPAIHTCR B OGNACTH NDEABADHTENE-
H0ro npocmorpa. IIpH ABOIHOM WEMKe HA 3ATONOBKE MICEMO OTKDOETCS B
OTJIeTEHOM OKHe.

ECau K NOJTy4eHHOMY IIUCEMY IPHKPeIUIens: Gaiiilbl, TO X MOYKHO COXpa-
HUTH B OTAENBHOM MAITKe. [ STOr0 AYIKHO:

1. Daiin

2. BuiGpars Kiomky 0630p b oxse CoxpamuTs Brozernms (puc. 4.21).

3. Bupars manky A7 coxpanenis Bnokenidi B oxie 0630p MANOK, Bhi-

6Gpats knoky OK.
4. Bubpars umera KoTopEIe
5. BriGpath komky COXpammTs.




Tlpu BeiGope B saroxopke OGTACTH
TIDe/IBAPUTENLROT0 NPOCMOTPA 3HAUKA
Coobmenste conepauT BaOKCHHS
KpHIBAETCS CIMCOK © NepevneM HMeH
TpUKperteHELIX (ailioB ¥ KOMaHJOi
Coxpanuts saosmerms. Iip phiGope B
o7oM crmeke ieny daiina oTKphBaCT-
C5i AMAJOTOBOE OKHO ¢ NPEATOKEHHEM
OTKpEITE (haitn. Bori BLIODATS KOMAHLY
Co TO

oxHO Co M MOXHO
COXPaHMTE NPHKPeIieHHble Gaitab s
noceayiowmeli paGoTh ¢ HUMH.

JLnst BEITIONHERNS OTiepaIyit HaX BLIGPARHBIM MHCEMOM MOJHO HCTIONBIO-
BaTh KoMan! Menio COOGIIHNST HITH KHONKH THEH HHCTPYMEHTOB OKHA
nporpamms: Outlook Express u oxna nucsma (ta6ir. 4.3).

Puc. 4.21. OKHO COXPaHUTS BAOKEHUA

Tabauya 4.5 KHOTIKH /LTS BLITIOHEHN S OTePATMIE HAT IHCEMAMN

Knonxa | Hassanue Onepayus
¢ | Omerums ‘Coa/iaHe NIICEMA-OTBETA HA IOy HEHEOR IIHCEMO
o C na xo-
oo TOpOe 6yeT AZDECOBAHO BCEM MOTYATeAM MICMA
B Tlepecaats Tlepeckinka MuCEMA APYTUM BAPECATAM
. | Mewams OTKpHITIE AMATIOTOBONO OKHA ANt YCTRROBKIH NApaNe-
S TPOB NewaTH BLIGPAHONO MICEMA
Ynamers Vnazenne pribpanHoro niCHME (NepeMemerte B nan-
Yasnm Ky ¥) )

‘Bo BpeMst COBAHMSA TUCEMA-OTBETa i NEPECHUTKH IUCEMA APYTHM a60HeH-
Tam sanonerue noxeit O koro, Komy, Koms, Tema i uurnposasue Texcra
mickma TOMY, Kak 910 npy
BaHHU BeG-10YTHI.

TIpocyoTpers CRoficTBa HCEMA MOYKHO, BHIODAB €ro 3Ar0/IoBOK M BHINON-
s Pain = Ceoicmea. B OkHe, HAIBAKMHE KOTOPOTO COBNAJGET C TeMOM
nuckma, Ha BKnajke OBumMe 0TOGPANKAIOTCS TEMa TUCEMa, AAPEC OTIPAaBUTe-
7, THIT COOBUIERNS, PACHOONERNE THCHMA, €10 PAIMED, BAXKHOCTS, JGTA
Eeicn {ripant sy geans A .t Viogpoa oropausist

NBRHbIE, KOTODEI
B0 Bpemst mickMa

Coajane NanoK 1 ynopsajoyenue mucem
JLn yXOGCTBA XPAHEHUS TIHCEM MOPKHO COSNATS JOOTHUTEbHEE NAMKH,
JLnst CO3ARMIS MANIKH HYIKHO:
1. Bamonswrs Padia = Manxa = Cosdams.
2. Baecru uma HOBofi nanku B nose Mmn namiw 5 okne Cosnamie nam
(puc. 4.22).
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3. BuiGpars pasMeuienne HOBOIi NAIKK
B CTPYKType NANOK NOUTOBORO KJH-

ena.
4. Bui6pars xionky OK.
TIHCEMA MOHO TIePEMEITATS 1K KOMH-
PpoBaTH 3 OO mamKW B ApyT0. Hns
BTOrO HYyXHO:
1. BuGpars IHCEMO WK TPYNNy mu-
cem.
2. Bemonmums Ipasxa = IHepeme-
cmum 6 nanxy.
3. BuiGpars B okne HlepemecTnts nan-
Ky, B KOTOPYIO CTeAYeT

4. BuGpars kronky OK. Puc. 4.22. Oxno Coaparme nanku
, Tonsxo B mexio Hpaska crenyer

BriGparh Komany Komuposats B nai
TlepeMeImars MUCHMA TAK3KE MOYKHO, IEDETSHYB HX SArONOBKH H3 CIHCKA
nanxn. B 8o spenn Deperammssnn
nasaroit kraswuy Ctrl, To

Tiif Spyass Hease RLEMbTMRATR C T8, 8k HAABOR CORLAATH
Windows, ¢ naaroit krapmmeii Ctrl wni Shift.

JUtR yianeHus nuceM W TANOK MX HYIKHO BHOPATh, HaXATb KIaBuIly
Delete iiu BHIGPATE KHONKY ¥ AJHTS Ha IAHETH HHCTPYMEHTOB. ViJeHRbIe
OGBeKTE IIEPEMELIAIOTCS B TIAIKY ¥/IaJeHHbIe, OTKY/A X MOMHO BOCCTAHO-
BHTE, TIEPEMECTHB B APYTYIO IAIIKY, WIH YRIUTS OKOHYATEIBHO, BHIIONHIE
Ipasxa = Oxucmums nanxy «Voanenswier. BaMeTHM, ¥TO MANKH, KOTO-
Dhie GhuTH COLAHbI ABTOMATHECKHM, HEBOIMOMHO YAATHTE WIH HepeMe-
cTHT.

JList O4HCTKH TIONTOBOTO SUWMKA MOMHO BhmoiTE Cepeuc = ITapame-
mpt, BHOPATH BKTANKY OGCITYANBARNE, BHODATS KHONKY ONMCTHTS ¥ B OT-
KDBIBILIEMCA OKH BHOPATS KHOKH YJI@/IeHHs: TeKCTOB i GAN0/IOBKOB ITHCEM.

TMONTOBLIA KNMEHT MOXHO HACTPOWTH Ha
aBTOMAaTMNECKOE YOPSAONEHHe nicem
BO BpEMS NONY4EHNUS NONTEL. [ns STOrO

[ina kaxaoro npasina yen
BUE 1 [eliCTEUR, KOTOPHE CIEAYeT BeINOf-
HATL, €CIM YCnOBMe WCTAHHO. HaﬂpMMen
NVCbMA OT O/IHOTO OTNPABATENS HYXHO

WoLLATs 5 ORPeReNGHIYD NarMty, TMCea O
ApYrOro — yRansTh, He NPOCMATPUBAS, a niCk-
Ma C ONPENeneHHoli TEMO/ BLIENSTS LIBETOM
AN NPUBTENEHIS BHAMAHUS.

Cosparvie npaeuna 0 TaKo-
wy anropuTmy:

1. Bunonwurs Cepamc = fpasuna ans
T

2. Bubpars kwonxy Coanars & oxte Mpa-
Ann coobuienwit Ha sknanke  Puc. 4.23. Okno Coapars npasuno
Npaeuna ans NouTHI. AN NONTHI




LiymUB iniopneia

©

. YCTaHoBUTE MeTKM Gnaxkos & cnicke BuiGepuTe yCniosMa Ana AAHHOrO
c

suna (puc. 4.23) .

YCTaHoBUTL METKU (naxkoe & cricke BeiGepuTe AefiCTBMS AAR AAHHOFO

npasuna psAOM ¢ oﬂ»camem [REIICTEMIA, KOTOPHIE HYXHO OCYLIECTBUTH NPU

BLINONHENV yCrOB

5. BupaTs FANePOCATIN & 0T ONIMCANM NPASNA W BEECT KOHKPETHSE
3HANEHWS AU YCIOBUS 1 DEUICTBMIA.

6. Bascri iasaahs npasira © fone Haasawwe Mpeswna Wi comacTLn ©

IS

7. Butpan omomy OK

Hanpumep, wa pucyse 4.23 A ycnosus Mckats coobluienms, conepxauime
anpecatoe & none «OT» BHOPaH KOHKDETHBIA aApeC rics@UKE.net W yCTaHoBREHO
neiicTavie Ynanwts.

lr!cno,vn,aonanue apecHol KHUrH

OTT4AHMIO AXPECHAS KHMTA B

nporpaume ‘Outlook Express coanaerca i | = == im i or fmrs e
HONOMHsIeTCs ABTOMATIUECKU axpecamy | & T
mHcem, Ha KOTOpbie NOMBGOBATENB JgeT |T_ < T T
orpen

HroGet AOGRBHTH B ANPECHYIO KEHTY |
JAGHHEIE OTTIPABHTENIS! NOMYHHAOIO MHCE- | "
M8, Hy»HO BbIODaTh 3ar0N0BOK ITHCEMA W
Cepeuc=
eumens o adpecnyro xuuzy. Tpu mu
s yuernol samicn
SAbeC ero HoUTORORO AUIKA ByRYT OG-
JIeHEL B &1DECHYI0 KHHTY ¥ 0TOODAISTCS B
CIIHCKe KORTAKTOB.
O

=

PucC. 4.24. OKHO CO3RAHIR KOHTAKTA

KHUTY MOJHO, pe Ad Knuza
i BHiGpaB KoMKy Axpeca ..::_ HA MANE;H HHCTPYMEHTOB TIOYTOBOTO KTk~
e B oK ApECHON KT GATICE: O KEXON KOHTAKTE NOXHO JONOIINTS
s, J B Kaxom
qx;pume OTHPABNATE MHCHMA ITOMY axpecary. Jlis NPOCMOTPA i PEAAKTHPO-
BAHNIS JANIBIX HYHO BHIGDATS KORTAKT I OTKPHITH 0KHO ChojicTRA BHIGOPOM
kromkn Ceoiicrea. Ha BRIAKAX OKKA MOYKHO BBECTH ILIH HIMEHHTS JaHHEE
‘0 KOHTAKTe B COOTBETCTBYIOIMX MONAX.

Jinst coapiauus HOBOI 3AIUCH CTEJyeT BLIOTHUTE Pailn => Co3dams KO-
maxm 1 BBeCTH Hy>KHbie AHHbIE B OTKPLIBLIEMCS OKie (piic. 4.24). OBsaa-
TEJLHBIMI JARHBIMI ABISIOTCA BJPEC ONEKTPOHHONO TOUTOBOTO SIIMKA It
NS KOHTAKTa.

Tanuse sarmcelt MOKHO B rpynmy
LTS OTHDABKH TIHceM TPYTIe a7PeCATOR. LA COIRARMSE TPYTINB B AAPECHOI
Kuure myxcno:

1. Benonmurs ®aiin = Cosdams zpynny.

2. Brecris 1Mst TPYIIITBI B COOTBETCTBYIOWGE KIOTE.

3. Beipars B CIIMCKe Te 3aiHCH, KOTOpEie Gy/lyT BKJIIOYEHSI B IPYIITY, BhI-

6paB kHONKY BuiGpaTs.

4. BuGpars kiomky OK.

24"
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Hms ii rpyms: Gyzer sa-
HECeHO B CIMCOK KOHTAKTOB IIOYTO-
Boro xmmenta. VIHOrZA mNOuTOBBIE

Geeiis | TPYNNEI HASHBAIOT CUMCKAMH pac-

3 o= : | o,
E28 el =} Jlns  yranemust KOHTAKTA M3
] o= ApECKOI KRUTH RYHHO BLIOPATS €10
Gnamweis " S 1% 2 B CIHCKe KOHTAKTOB M HAMATH KJa-

E . (omemnz] Smmtstms | by Delete. Jlns yRanemus om-
o} 4 .| Taxra us cmexa rpymn HyKEO OT-
KPBITh OKHO CBOiCTB TPYINB, Bbi-

CaCom)

GDATE KOHTAKT I KHOIKY YIS,

JlaHHbIe M3 ANDECHON KHMIHM MC-
HOTEGYIOT BO BpEMS COBARIS HOBBIX
mucen. B okne Cosnate coolmerme
MOXKHO JI0GABNATE Aipeca NoJyyaTesneii 13 aApecHoil Kuuru. JUist 97010 HyHHO
BHIGpars kuonky Komy E3Kow: mmn Komms @Kons: i B OTKpbIBIIEMCS OKHE
BuiGpars noayuareneii (puc. 4.25), BROPATH KORTAKTHI, HA YLK axpeca Gyer
HANPaBero mickmo. TIpi BHIGOPE HMeHM IPYTILL NHCEMO GYer HATPABIEHO
BCEM tLIeHAM IPYIITAL.

‘EcJ1u BAYIBI LIETKAYTS Ha HMEHH KORTAKTA Wi TPYNIs! B naness Kon-
TAKTEI OKiA TIOYTOBOTO KIMERTA, TO OTKPOETCst 0Ki0 CORAATE CooGIerIIe, B
Koropom mone Komy GYZleT S8IOMHEHO AIpecaMs aMeKTPORHBIX TIOUTOBEX
SUMKOB BEIGPAHHEIX KOHTAKTOB.

063

Puc. 4.25. Oxno BuiGpats nonyvavenei

yrix w
TOYTOBOTO KNMEHTA MOKHO HAfiTH B CIPABOWHON CHCTME TIpOrPAMMBL
Outlook Express, juist 8513082 K0TOpOlk Ry’HO BEmOnHHTE Cnpaska = Co-
deprcanue u yrasamens wn naxars knasiuy F1. TIonck RysHEX AGHABX
MO3KHO 110 paa cnpapk, 1K 10
mummuns cacesy: Capaey or paspaforiundel urmean varons waf ¢ M

TepHeT caiire Microsoft Cnpaska m momsepmka (http://support.
Tierosoft.com/phy2578/ru).

_\ Tiposepbre ce6a

1%, Yo naasmaeTes focTapkolt aekTpoNNOf nowrs? Kora ona semonnserca?

27, HagoBiTe HIBECTHEIC BAM NONTOBLIE KIMERTH.

3%, HagouTe ocHOBHEIR 00heKTh okka Outlook Express u obbsCHNTe WX HAIHA-
aente.

4°. Kaxwe manw coagaiores mo ymoruamiio » nowrosom kaiente Outlook
Express? Kaxopo nx naaHavenne?

7*. Kakie HACTPOHKM MOIXKHO BHTIONHATE B TIOYTOBOM KJente? JLisi 9ero o
npennaskavent?
8¢, Kax coanas HOBYIO yueTsyio samuc? Kakiie JaHHBIe Hy KB s 970707
9°. Kakumu cnocobamMm MOMKHO CO3ZATH S/7EKTPOHHOE MKCHMO B NpOrpaMme
Outlook Express?
10°. B KaKux QOPMATaX MOIKeT GhiTE COINANO dMEKTPORHOE mHCEMO? Hem OTIH-
uaorcs oTu dopuaTh?
11 TepecnaT, NHCKMO Ka aApec ADYTOro Nonkaosatens? Kaxie nons s sa-
TOIOBKe UHCHMA SATIONHSTITCS IH ITOM ABTOMATMTECKH?



12°. Kax coaats OTser Ha nonyuenroe muckmo? Kaxue 1ons B SarofiosKe mich-

Kax coxpasmTs (aii, 0Ty <eRHE BMECTe ¢ IHCEMOM?
KaKue OniepaIi MOKHO BHITIONHATS HeX IOTYSeHHLMH mickMann? B wem
onu aaxmouaoTes!

JLust ero HCNOMB3YIOT IAGNOKK? BHAUEHIS KAKHX CBOMCTS MOMKHO YCTAHO-
‘BiTh B LAGIOKe HCEMa!
Katu nobaBuTs, ?
KaK Co3aTh rPYNIY KOHTAKTOB B aApecoil Kuure?

Kax zo6asnTs 5 none Koy aeKrpoRRutit anpec 13 aapecHoit Krurn?

4 Bernonwwre 3ananua

a08uTe OTMeNIERHEIE OGBEKTH OKKA NOWTOBOro Kimenta Outlook Express
(prc. 4.26). O6bscHnTe X HASHANCHHE.

Puc.4.26
2¢. Hactpolire oK:O 10wT0BOr0 KTHenTa Ha oTKpHITHE NaNKkH BxoAsIe B0 Bpe-
st sanycka » comcxe ii cronbna Pa-
mep, 10 paHEsIM n6ua B MOpAAKe YOLI-
Banu.

3¢, Banycrure uporpammy Outlook Express u cospaitre yuernyio samics, -
CTpOEHHYIO HA HCTIONLSOBAHWE BAINETO NOWTOPOTO SIMKA HA CepBepe
FRI nanmbe:

« npoToKon coprepa BXoRAIX coobmenit — POP3;
« ceprep mxonsuyrx coobmentit — pop3.ukr.nel;

*  cepep ucxousmX coobmemit — smip.ukr.net.
Jlnst RACTPOIiKM B OKHe CBONCTS yueTHO! SANMCH WIMEHMTe SHAMEHMS
CROCTR A YKAAMIIAIX BKIAAKAX:

Braadra Ceoiicmso 3navenue ceolicmea
moura (SMTP) 465
it e co-
epunenye (SSL)
Cepsepsi Tlposepka

249
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Ha ninanxe Cepnepst sueprre kiiony Hacrpolika, BiGepHTe nepetciona-
et Henoas308aTh UIA BXOJIA, BBE/MTE AZPEC W NAPO: NOYTOBONO ANMKA
B cooTBeTCTBYOLIX MORAX.
D 4. Oanaxomsrect ¢ zeransioft unCTPYKuMeH o CovzaHIO 1 HEACTpOliKe yueT-
KoM aamiicn, HaCTpoCHO A HCNOTLIORAE NOVTOROTD ALK A Ceprepe
Mt v
ukr.net/ u luﬁepwm nocneoBaTenbHO runepeckuiky oMo, HD!TD!HE
nporpasmt, Microsoft® Outlook™ Express.
5°. Orxpoitre oo nporpant Outlook Express, cosnalite n oTnpasste Ha
axpec yuuTenn URGOPMATHIH BACKTPOKHOE WHCENO B GopMaTe OOLMEL
mexier ¢ Tenioit Vpox. B TeKCTe MUICk A BBEAHTE MPHBETCTBHE, YKAKNTE TEKY-
nLyio ATy, NOANMIINTE NUCHMO cBoeit damunmeil. JlobasbTe K mHCHMY 3a-
e . O6par oro-

npoc
Gpaskenie micem B nanxax

6°. OrnpaskTe Ha apec yuuTens MHGOPMATHKH 5/1eKTPOHKOE HCEMO B JOpMA-
e @opmat HTML c Temoit Kyavmypa podnozo xpas,  kommio — K aapec
OAHOro M3 ofHOKAACCHUKOB. Haiymre d)o'mrpammo nesTens KyNbTyphl Ba-
mero kpas u x micemy. B . K70 M30-
6pasen na Tiposepsre B Texcre
IHCEMA. YCTAHOBHTE BHCOKYIO BaXKHOCTE MHCHMA.

7°.. BuBepure OnHO U3
Suimmonnt: T i av0 macia S §Rpa0 YATeAS MO ey Ho0a:
BB cBOW0 (amsto. OBpATITe BHIMANIe, KAKIE TIONA B 3ATONOBKE TACHMA
3ANONHAIOTCH ABTOMATHYECKH, KAKO# TEKCT B TeMe NHCHMA.

8%, BrGepute niicsMo, c
I, TpHKpeTeKELS & L,  coSraexnofl nanke. [l orper s 970
e pariTe sHmMaRYe, Kakye nons B
B

wa.
3 9% Coanaiire caoit Granx mcsa. CoamaiiTe i HATABBTE HA AAPeC YIITeNS HE-
(:;opmnum IHCHLMO, HCTIOMLSYR COstamMbIL Grank. Tema michma JoMaus
1% padoma. B TeKCTe UHMCHMA YKMXHTe, KAKHe SHAYEHHS CBOHCTS CHMBO-
hos, CxPaBes 1 &GaneS BEOMLBoRRE: AR Conamits Gasiite

B nane Ornpapmentise nowTosoro KiexTa cosaaiie nanky Ypox. Tepe-
Mectute 13 nauKi OTnpapieHmLe B mamKy VpoX BCe MCHM, KOTODLE
Grum 118 aapec yunrens Vaamure nepsoe mch-
b0 3 mamicn Ypor. BocCTaHOBNTE YAGNERKOE MICHMO.

JlobaBTe B AAPECHYIO KHUTY KOHTAKTHbIE JAHHBIE TPEX BAIIMX ONHOKIAC-
CHukos. CoapailTe B axpecHoit kimre rpynny KAace, BKIOUNE B e fanHLIe

ampasy

igopmaTu, Tenn mucka — Tpynna. B TexcTe mICKMA CoOBIMITE, nit
JAHILIE SAHECEHE! B ANPECHYIO KHHTY.

12°, Vaamite u3 axpecioil KHUIH AZpeC NOYTOBOTO SIHKA OTHOTO H3 BALNX OF-

sckacraiog. OTpefAKTEYiTe 8 aspesaofl Kikre JAHRS(R ADYTORD Ogc-
(06aBME RoMAIIKIt 87peC 1

Poass ey ey mesizogoro Ramaseeas vatacabs AR GRcTS B

HMe O TOM, KAK MOHO GJIOKMDOBATS TIONYHeHMe TIHCEM OT ONP/EENHOro

Paazen crpasici HEBYZHLIX co-
obmenmii.

http:/, microsoft

mspx




Crnyx6bl WHTepHeTa
B TlpakTudeckas paGota Ne 11. DexTpommas nepemmcia ¢ Henomb30-

BAHMEM IIOYTOBOTO KJIMERTa

Brumase! Bo 6pexs padomu. ¢ KoXnbomepox cofnodailme npasuna 6esonacho-
€mu u canumapHo-zuzueHUNeCKUE HOPNtt.

1. Coapaiite ¢ menoMssoBanmen nouTOBOro KiMenTa Outlook Express maGiom
IIUCKMA C TAKHMI BHAYOHMSMK CROMCTE:
« user Qoua - cepedpucmuis;
« mpugr — Bookman Old Style, pasmep 12, user Maunoawit, noayscupnuli;
« mmpuna noedi — 10 nukceneli;
« mHassanue - Ypox.

2. Orpass7e Ha afpec yuuTes: MHPOPMATHKH H7IEKTPORNOE THCHMO ¢ Tenolt My
FKanbHbE BKYCHL
1. [lobaBsTe K TeKcTy IHCHMA OImcAHIe TOBHMONO MySHIKAIBHOTO cTiis. Co-

oTBeTcTBysomuil MATEpHA CKOMMPYIiTe B TEKCT BAIIETO MACHMA, HATDUMED

ocx.
2. Tipuxpensre x Baimeny MuCKIY (OTO OIHOTO U3 MySLIKANTOB, HATPHMED
mami Tesea 4\TIpaxmcseckan 11.
3. In ‘Bamu maGinon Vpok.
4 Tp0bepime cofiastenioe ppGOGHCRSER S Dessert TRCLAR:
§ Yormoee suconyn samboors macsas,
B apecioil Kiure rpymiry Myaeixa, J0GABLTe B IPYIINTY AfDECa oJiex-

BecrEe pax NYSxauEde OTIIN, Komm maciars orapazse Ha ape: yuaTe-
25 cpopmar
Psoairns soetansy mosens: Orxpolls wassss; nonyuennoe san o7 yuirTenn
c yumTens 70 nuckMo. Coxpanute
B sameii paboueli nanxe (bait, NpuKpenenni K muchMy. Cospaiite n OT-
npasyTe OTBeT 1A 970 MicEMO. J{0GABETe K TEKCTY THCHMA-OTBETA. EDBOE TIpesi-
JIO3KeRMe NOMYSHHOO NUMCKMA KAK WuTATY. J00ARbTE BAIY DAMMIHIO H JATY
BRNOMHEHIA TPAKTHYECKOH PAGOTH.
. Hepenuirre na azpec yumeat oo K3 Tomymensax say muces. K iy no-
Ganire Tekcr 13 Gaiiia, KOTOPHi GhUI IPUKDEILIIEH K NHCHMY, OTIPARIIERHOMY

yuuren
6. Coamaltve » Movronon metrre Tty My3oia, Tepenecririe s ory GATKY acs-
a, noxy 50 Bpest paGors:. Yaaure sce

coobmerist w3 nanky OTnpasenubie.
7. Yaamure
8. B CripaBKe [104T0BOTO K/IHEHTA BLIACHATE, KAK m»mm MIMEHITS BUR TPECTAR-

= pexiax Tipascraniaxas, Huxpotte seeyrise et RaRkeEas Ba Chpterse
POYHTAHHEIX COOBIIE

4.4. CayxGbi 0 o6meHa

‘) Kaxute ycnyri O
2 1o o CBOICTBAM MOXHO KNACCUGULIPOBTL KOMMYHUKLIMOHHIE

£l Hs;msme Kakue ycny-
11 OHY NPEAOCTABNAIOT?
9 onus

5. Kak CO3RAI0TCR SNEKTPOHHKIE NOMTOBHE COOBLIEHS? Kak nepeparh daiin
EBMECTE C 3MEKTPOHHEIM MMCEMOM?
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o carym6ax obmena

Cpem xommtymuxanonznsx. ey Femapiera OB 13 N MOTOJUSX ~
cymOE oOm M (asrn.
Trstant Messaging Service — Cayrmba svmovermpro obuEiE soodmmbimm),

BTH c1yKOH TP HASHANEHE! /U1 OBeCTIeNeHIIS NepeAati Coobuerti 1o cerit
B DEIKIME DEANLHOrO BDEMEHH, T. €. ARMAIOTCA CAYIKOAMH HHTEPAKTHBHOTO

obmenns. Ca Bizeo, Gnaroza-

st uemy IM- MoryT s Tene- 1 BuEO-

it. Kpome Toro, ‘MoryT KDYT AYTY

aiins 1 Guste pesicTens — o
xyMenr, urpars B wrpy HT..

Msorzia 006-

I[EHUAM, HAGHBAIOT MIHOBERHBIMM, A CAMII CTYHOH — CIYAOAMH 0OMERA
MIHOBEREBIMM COOGIIEHMSNI.

Kaxpas crysxba obMena
nsougwe:
* cucrema it s ocymect-
BJIEHHS PETHCTPALHH nnmusameﬁ CayKObL;
- cucrema yuera erTon s "
niporpan
it K cemu, He K cemu, omowen u
T
* cucrema nocraskm i s coobie-
Huii or ONHOMY MK
B cnyx6 obmena o
 cepepis cnyoxObi 1 10z
KJIOUEHHBIe K KHM KIHEHTH 00pasyior IM-cers. Hanbosee nomy.spHBMG

. ee

cersim obMeRa coobmermaMu ansoTes 1CQ, MSN, Y:lmol Skype 1 aip. Jia

Kax0it U3 THX ceTell paspaboTansl COGCTBEHHBIE MPOTOKOMbL, IO KOTOPHIM
Hans

obMer

KAy DASHBIMH CeTSMI OB ‘potokon XMPP (arrt. i

Mestaging tni Preseiice Protaeol - Gaipasint wpoonon obseess 0oob.

IeHNSNH 1 JAKHBIMI O NDHCYTCTBIN), pakee napecTrBil kak Jabber (anri.

jabber — GonToBxs). Teneps YaCTH ceTeii NEpeLLTH Ha ero HCNOALIOBAKME.
K. cnyb obnera

Ha-
awmator IM: (anrn. messenger — Kyprep, W
Hureprer-neiizxepanmu.
Jinst KasOl cOTH COBAAHA CBOA KiMeHTeKas nporpamma; ICQ, Windows
Live Messenger, Yahoo! Messenger, Skype u zip. Kpome 'rclro. cymecTayioT
KoTopEe 5 OBMeHa co-
ObmennaMu ¢ KimenTamu pasmbix IM-cereii, Hampivep mp, Miranda,
Trill

Takux QyHKumi B
XORS oGaena AaHLA & cepaepaNIt CAYHE:
VCTAHOBKA CBA3M C CEPBEDOM CYIHGbI;
DerHeTpANIS NOTBIOBATENSE;
"

nons3oBa-
‘Tesieii 8 ceTH;
BBOJ, TIepejiaya  NONy YeH e COOGIeH il PASHBIX BHIOB;

HOBBIX




Lnyxou! ViHTepHeTa

n
0 pHAX

XpaHEHHe HCTOPHI OBIIEKNS C KA TBIM COBeCeHIKON;

TOMCK HOBBIX KOHTAKTOB B CETH;

OpraRmaANNs KOHbepeRIIi;

nepeckna Gaiinos;

aBomKOB KA "

ornpaska SMS (anrn. Short Message Service — cy»6a KOPOTKIUX €006~

mermit);

+ mpopepka HamHuHs mmcent B mnowro-
BAIX stquKaX

wap.
Tipn BbiGope cryGht obmexa

NoryT & obie-

ouu ¢ momsoRarenan Toll wn ol ceru oena cootimpranis, Moas

b

S, B raneas eayuas yaotio
obnex Ho

i oA OS2 Mek ity Bar PAITH0BAKEL BO3MONK-
HocTH obMera
aitnos u Ap.

3arpyska 1 ycraHoBKa nporpamms Skype

Opsia s ey - ey

6a Skype. B Skyp ® xa-

s rorksis x TM Amcotsikayoe Komaie 070, & e i ciacas Ao 2.

s 3BomKOB HA
e uap.

e VEIyTH CTyK:
05 mrined massmnck Moms PASCRLS & DabpetEtEI: favrie
‘Windows, Linux, Mac OS, Pocket PC. Hirrepell 1o120sanex mosker npe-
RoCTaBRTHCS Gotee e Ha 25 ASHIKAX, B TOM YHCIE Ka DYCC

C caiira (http:/biblprog.org.ua/ru/
skype) MOXKHO apxun

mu 3arpyakn (aiina MECTALIAIMN TPOrPAMMBI HyKHO:
. VeraropuTs coepusierue ¢ Mureprerom.

. OTKpHITS BeG-crpanuiLy ¢ axpecom http://biblprog.org.ua/ru/skype.

. Bribpats runepechiniy Skype B cTpoke CkauaTs Ha CTpaRmue ¢ Omica-
HHEM TIpOrpaMMBI.

4. Cc

PINE

apxup ex naketa mpo-
mpann.

5.3 Da, He paspiBas

Tlonyus apxis HHCTALIAIIOKHOTO TaKeTa TporpanMs: SKype MOKHO
‘TaKxe ¢ oo http://www.sk m.

Tiocze sarpysku Eymmo sany-
cmns ykasauns
bl TN et Skype Setup Wisard. Bo mpescx wx-

MOAYIH,
i A YoraomEst o poiiar Blcype; w HOvCLFy SRGBSAzES, eIOfLs
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KoMmbioTep Ghin mofkmoRen K Hirep-

Hery.

B Xojle YCTAHOBKH MeCCEHAMKepa
HOB3OBATENO GYAST NPEAIOKEHO BHI-
Gpare sabk mHTepdeiica. Ipn aToM
HYXHO M3 NPe/UIOKeHHOro CIMCKa BbI-
6pars pycexnii sabik.

B pe3yIILTATe MHCTAIIALNN B MEKIO
Tlycx omepammorHoii CHCTeMb! B pagAe-
1ie Bee nporpanms: GyzeT cosnana rpym-
na Skype ¢ SDIBKOM IDOTpAMMBL
l'lo apmuKi | TaioKe Gy-

1@ PaGoden crone i ia

Puic. 4.27. Owio npveauesn s Skype aie s Gateung savens. Veniotavn
9TH SPIBIKH, MOXHO 3ANYCTHTS NPO-

okHO ®

2
- paseamiscinsnined

Ipn sanycke

rpanmy Ha
Skype (puc. 4.27).

CryxGa Skype Guna OCHOBaHA WBEACKMM NpEANpUHAMATEneM HUKnacoM
t?ﬂ\ hnncvpeMuM (pOB. B 1966 ) BMECTE C AATCKIM NPEANPUHIAMATENEM SHYCOM
ipunCoM (pon. & 1976 1) & CenTnGpe 2003 roa.
[y OHOM U3 BepCHiA, CoBO Skype 06pasoeanocs OF Co-
KpALLIEHUS BHITWIACKOTO Ha3B&HWA NPoeKTa Sky peer-to-peer
(anrn. Sky - HeG, peer-to-peer — paskisn PABHOMY, OLHOPaH-
TOBUA, CETEBAR TEXHONOTA OPTAHV3ALIN PABHONPABHON Casl-
311 MEXAY KOMNLIOTEPaMM B CeTU). CHauana XoTenk MCMIoNb3oBaTL COKPALLEHME Ha-
38ans Skyper, HO GONLUIVHCTBO [AOMEHHLX UMEH C TAKWM HA3BAHWEM OKA3BIMCH
3ansTmu. T0CHE OTBPACHIBAAYR NOCNEANeNt BYKBH T OCTAN0Ck CoB0 Skype, KOTO-
poe g

B caryGe m o6mena
Tomsonsess yerycaus amfol symfes wemssessom oosn oloprms:
MH Ha CEDB@DE cayx6et. Bo Bpems
nonyuaer KOZ 1 napon. B paskx
CETAX KO MO3KeT GhiTh PASKBIM: cepeepon

uncsno (ICQ), ormu, BHOpaKHEi nob3oBateneM (Skype), apec aJeKTPOH-
Hioro nowToRoro suka (Mail.Ru, Google) 1 xp.

Jlnst vavuaa pernCTpAIUM B cysiGe Skype HY’KHO B OKHE NDHIIALICHUA B
Skype BI6paTs rumepechuky ¥ Te6s Her Joruaa?

Orkpripmeecs okro Skype™ — 3aperucrpuposatses (puc. 4.28) cozep-
JKNT TIONA, KOTOPhIE HYKHO ANIONHUTE PErMCTPAIHOHKBIMU JARHBIMU TIO/h-
opatens:

* Howmoe s ~ o 12 880 NACTOIETO HAGH IDTSAOBSTOAT, HEO0A-
KaK pyCCKHe, TaK W aH-

randcnnsuas:
AETe AGTR £33 — 016 1 BSGIA ETRCTDAIGIGHHOR) KMEE 0T~
3oBatens AnuHO# o1 6 K0 32
Bbi ARTITICKOTO AT(baBHTA 1 WH(bDBL;
« Tlapoms — Toze 475 BBOKA NAPOJIs PETHCTPAIMM B CHCTEME HACHTHMKA-
1yuH MIOMEGOBATeNeli; AMIHA NP0 OT 6 K0 20 CHMBOIOB, B IAPOTe 06A3a-




TENLHO JOMAHBI COSEPIATHCH KAK
GyKBEI aHTAMICKOTO ANbABUTA, TAK
u qudpst;

TloBTOpH NAPOMS — TIOME UL TIOBTOP-
HOTO BBOJi MADOJIS.

Tlocnie yerasoskn aaxka Ia. s
npounTan(-n1a) n npuEHMa0 JIuleHsn-
OHHOE COrVIAUICHMe KOHEYHOro NONL30-
Batens, Ycnonus o6cnyxusanus Skype
u °

Skype CTAHOBHTCS JOCTYNHOI KHOMKA
Brepen. BLIGOD aToft KHOMKH TPHBOANT
K OTKPBITHIO C/IEAYIOMIErO OKHA pern-
cTpaumm, B KOTOPOM HY’KHO BBECTH Ta-  PYC. 4.28. OkHo Skype™ — 3aperu-
KHe faHHbI cTpupoBaTsen

* Ou1. mouTa — 87pec ANEKTPOHHOrO MoY-

TOBOrO ATKA s BOCCTAHO-
BHTB IAPOJIL B CIIyYae, eCli NONb3OBATEN ero 3a6yer; aTo none 06asa-
TENLHO 15 SATONHEHMA;

Crpana/persor — peruos : n3

T'opon — rOpoz, 8 KOTOPOM NPO’KMBAET OJB30BATENE.

BBOX AGHHBIX MOB30BATEIs 3ABEDIUIACTCH BHIOODOM KHOMKM ABTOpHSA-

5. TIoE1@ ITOr TPORCXORIT TIPOBEPa BBSAERHOTO Skype MNemH, eC OFO
per Ho ceppepe CAYKOE

u Skype™ — ;

Oxno nporpammsr Skype

¥ okna Skype™ — IIPHBETCTBEHHOE OKHO MOJKHO IepeiiTH K O3HAKOMIIE-
HIIO ¢ BO3MOJKHOCTAMM MPOrpamybl Skype, IDOBEDKe HACTDOMKH BYKOBBIX
yerpoiicts, nomcky Apyaeii B ceti Skype, BEIODAB COOTEETCTBYIOUIYIO THIIED-
copunky. Bo BpeMst ePBOro 3AIIycKa MPOTPAMMEL TH WATH MOKHO TIPOMTY-
CTHTB, NOCKOMLKY IPHBETCTREHHOR OKKO MOKHO OTKPBITE B 711000/ MOMEHT,
Momous = OKKO I TIDH CTEAYIOUIEN amTy-
cre MeTky baaxka OKHO KaZIBI
pas npk sanycxke Skype. 106k IPOTOMKHTS PAGOTY € MECCER/IKEPOM, HY?K-
HO BHIGDATE KHOMKY WM THNEDCCHLTKY BAKPHITS 90 OKHO M HAWATS HC-
nonbaosats Ski

Bup oksa nporpamuu Skype sepcini 4.2.0.169 Bo Bpens nepBoro samycka

c Ha pricyske 4.29.
KoroTHI M HA3BaKme

oxie Skype “eThipe KHOMKI
pexum Crepuyrs,

Baxpsirs. Kronky CeepryTs | — |, Passepayms G, Bocmmlm (& nmeror

TaKoe e , KK ¥ B IDYTHX

KHONOK npiBezeHo B TaGme 4.4.
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PR

[T —
. € Teneqowmsu SMS
L

B eI

Baronopiu snaox Konrarsi, Paa- () Knonxa Crpurrs xocse
roBopst

06RACTS AMUMLIX AAHHBIX (® Mone Nowex:

Kuonxa Hamenurs cetesoii cratyc O6nacts cooBmenmit

®@®e 6

Puc. 4.29. Oko nporpammes Skype

Tabnuya 4.4.

oxaa nporpammt Skype

Knonxa Haasanue Haanavenue

Tinn paseneruu oxria Hporpavast na fna He-
SABUCHMAIX OKHA, B OTHON 3 KOTOPHIX O70-
|| Kot peman | Spsaores st s romsossrens u
Lo |apaiome

CRHCOK KOHTAKTOB, B0 BTOPOM — O6AACTS CO-
obutemuit. lpu BHGOpe KHONKa waMeHser
cooit B # RasRamme na CramaaprHeGi pe-
UM mpoemoTpa

s obmepunenus iByx oxon B ommo. Ilpu
‘BHIGOpe KHOTKA HAMERseT CROi BHUI H HA3Ba-
sute Ha

Crampaprasii pewum
mpocmoTpa

Jinn cropauuBanis oA B anAYOK B OBAACTH
yBeomnentii. Jlist 3aBepIenns paGoTE Ipo-
Baxpurrs TPAMMEI HYHO B KOHTEKCTHOM MEHIO SHANKA
YBEIOMIeHMI  BhI-

mpor 5
6pars, komaszy Beixon

Kronka MaMesuTs cerenoli cTaTyc (4” NpeAHAGHANEHA JUIS BHIG0PA CTa-
‘Tyca monb30BaTens B cern Skype. CTaTyc (1ar. status — COCTOSHMe, TONOKE-
se) B cetu 1 ero

B MexI0 kHOMKH KoManza anaverms




Cnyx6bl WHTepHeTa

craryca. [Tpu oTOM B OKHE u B O6nactn it 3HAUOK
B c cra-
BO3MOKHbBIE 3HAYEHHSA CTATYCA B CeTH U

amauKH npiBeyensi B TabauIe 4.5.

TaGruya 4.5. 3BAMERNE CTATYCA NONLIOBATENS B CETH

3uavenue
e O6vacnenue
3uavor | mamyca
G [Beew or aGorenTos Skype i oTBeuaTH HA HUX. YeTanamm-
Baercs antomaTuyecky B0 Bpens BX0zA B cers Skype
x ype aa-
Hernamecte | mymena, Ho NOML30BATEN HE HCMOMB3YET KOMTLIOTED
5 nanwoe spewn

Tlos30BaTes 3AHAT ¥ He XOUET, 4TOGH K HeMy 0Gpa-
Q He ecrioxonrs | M&THCB B armsii momenr. TIpy Tatkom anasemnuy cra-
dine TYCA TIONBIOBATEINIO HE TIOCTYIIAIOT H3BPLIEHUS O HO-

Bux
TlonomaTens fie xouet, WT0Gh! GUIO MIBECTHO O €10
Hesumumuii | npucyrernun  cers Skype. Ilpu 270M nomssosatens
® :
S—— c 5 ceru Skype, e

M IOy HaTH COOGIIenus

Tlonsaosarens ne s ceti Skype, Bee BXOAAIHE SBORKI

PaGotaer mepe-
Q GyAyT nepeaIpecosans: 1A enedor

anpecauys 380H-
xoB

. Ha kxonke CkpiTe ocse (puc. 4.29, 4) BHIBORNTCS HMS TONB30BATENS,
BBefielHOe PH ercTpauH. BLIGOP ST0ji KHONKH OTOGDAIKAET HIH CKPHIBA-
€1 0GACTS MMHLIX IAKALIX TOTE30BaTe NS, B OGIACTH JINUHBIX NAHHBIX BLI-
somes asetap (cacip. 3/, avatara ~ B alicioit MuGoROrH BOTIO-
e xoTopoe B Ka-
ecrse mﬁcnemmm amauka, u copepuTes Kuomka JUNMELIe HACTPOKI
( Fisle HECTPOVIKH » ) A1 MGMEHERIUA IMNHBIX AGHKbIX TONL30BaTens, [Ipit

o70ii o6nacTi
aJbHBIE IAHHbIE U TEKCTOBOE coobuienye.

Flenonsays KHomky Jl06aBMTS | Sulséonns), MONHO AOGABHTS ARKLIE HOBO-
TO KORTAKTA W COSATE TPYIIY KOKTAKTOB. L10 MeHH, BBEACHHOMY B TIONe
TlomCk, GyJleT OCYIIeCTBIATHCS NOHCK NIONB3OBATENIS ¢ TAKHM MMEHEM B CIIH-
CKe KOHTAKTOB W B Gase manmErx cetn Skype.

Briayca KORTAKTEI COeDIHT CIIICOK KOHTAKTOB IO/b30BATENs, & BKIA-
Kka PasroBopel — HCTOPHIO OGMeHa COOGIeRMAMH.

Ecnu na pragke Konrakrsr BEGpaTs ns KoHTaKTa, T0 B O61aCTH €006~
tenmit 0TO6PASATCA AHHbIE ITOTO TIONLIOBATEIS W HCTOPHS OGMEHa coobIe-
HusMn ¢ 5 (pc. 4.30).

Tipu BriGope BKAAKH Pasrosops! B JIEBOt TaCTH OKKA OTOGPASHTCA XPO-
HoTOTHA BCex ceaHCOB obMexa
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ten, a B OGaacTH coobmensi — HCTODHS BHGPAKKOTO Cearca oGMeHa coobie-
HusMH.
K, Haters. ey a ey | xonomeyeres jta mepTo 8
KM amonKos Ha cra-

pe:
Rtonaprse reneborst n ormpanict SMS.

BriGpan kromky CrIDABOWRNK | Crpssowss , MOKHO HaiiTi GamHbIe 06 OT-
AENbHLIX JIOAAX, H T.00L.,
HbiIX B Gase Aanmbix cetn Skype.

3aBEDUIHNS CeAHCA CBASH TOTKIOBATENIO HYKHO BHIIONHHTH

Skype = Buix0d. TIpu ToM TpOrpaNMa e 6YAeT 3AKPHITA, & OTKPOSTCS OKHO
npurnamerns  Skype. Jlalee MOsKHO HAUATE HOBE cearc paboTh & Skype
Hu BBITH W3 NDOTPAMMEI, BLIGPAR KOMAH/LY BEIXOR B KOHTEKCTHOM MeHIO
srauxa B O6nact

Cospanne u crucka

Bo BpeNst MePEOrO 3AMYCKa IPOrPAMMSE B CIHCKE KORTAKTOB CONEIKUTCS
enuncTRentias aamich Echo / Sound Test Service (anrt. echo — 0Tro/0cok,
Zosspatonns carkasa, sound test service ~ cnysGa SBYKOBOTO TecTa), He-

IBYKOBBIX

Tinn AGaRtorins HOBSEX SaTHCOR X CTCIeY RorFaKTOR HyAHO HARIH 860-
FeRTa 10 ero Skype HMeRH, OTHONY WMKH HIH 81PECY SNEKTPORHOR TOWTE!
B Gase maibix cayaGit Skype. OTpATS 0KHO fOGaRTeRis KOBO SaLHCH
(puc. 4.31) Moxo, 1w BLGpan
B crncke KoMK JIOGABTS KOMAHLY Hosssh sammar. Tomcr smumiacren
TI0Ce BEOZIA MMEHN WIH ero 4acTH B TIOIe IOUCKA 1 Bhi60pa KHOMKH TIoHCK.

XOfie TIOHCKA 0 KAXKAOM MOJB30BATENe, JAAHHBIE KOTOPOTO OTBENAIOT
VETIOBWAN TIONCKA, BLHBOIMTCA KONHOE WMst, JoTwE SKype, CTPARA U PerloR
Jias HAHHEX 06




CryxGbi UnTepreTa

swGpars kronxy () 5 crontue Juy- [E—
mbte. Ecnu B pesyabrate noucka waii- | &2
JieHb! IAKHbIE KOHTAKTA, KOTOPIil BAC e
HHTepECyeT, HyKHO BHIGPATE ero uMst = T——
B cumcke 1 KHOMKY JIOGABMTS Kom: | I
raxr. B cleyioues okie byer mpe- | e e
J10’KEHO HAIIDABUTE KOHTAKTY coobIe- e —
Hite 0 AOGABICHUN ero AQHKbIX k& Ba- | 5=
weny cmexy xonvaxros. Tloce mbo- |
@ Texca coomers u nwbopa Kuon- | F=
K OrnpaswTs nonHoe s aboeRTa |
0TOOPA3HTCA B BAILIEM CIIMCKE KOHTAK-
o8, Tlocze cornacus
Ha BICTIOVEHHE €ro B CIMCOK BALIIX i
KOHTAKTOB BBl CMOXXET€ BHJETH €ro Puc:4.31;
cranye B cern 1 © -
COOBIIeHNAMME. 2. 3707 venopex xover Guims BwoNeM & CANC.
HoBbili KORTAKT TK3KE MOHO KO- ay
GABUTS B CIHCOK KOTAKTOB TIpH TO- | 7 oo eiownc
nyvterg coOGIERNA 0T HEro 0 joan- st
JIEHUH BAC K €r0 CIMCIY KOTAKTOB. e i
510 coobmierte 0TOGPRINTC B BepX-
—
Helt uacru OGacTw it (puc.

4.32). B otser BBI MOXeTE:

Pyc. 4.32. CoobuieHue O sHeces
TaxTa, BLGpAB KHOMKY Jlo6aBuTL B °

CNHCOK KOHTAKTOB;

EOCMOTpoT TUELID AAELONO KONTITA A1 MpATATHS peLlesiut, BEIGpaB
KHONKY OTKPBITS 4!

oo gtz ph i B BEGpa KHomKy HponyernTs;

. BHI6PaB KHOIKY 3a610KHPOBATS.
Vinen BOORGETTS B CHBGKS HoMTaRTOR MojRHo MaMEIRTS, L1 S7OT0 BYEO
BHI6PATH MNS KORTAKTa 1t 2 > II BBe-

cTu HoBoe 1A B o7 oxKa IlepemvenoBaTs 1t BEIGpaTs KHoMKY OK.

KORTAKT W3 CINCKA MOKHO VAANNTH, BHIOAB €rO M HAXAB KIABHINY
Delete nm BR6paB KOMARY YAQINTE H3 CIACKA KOHTAKTOB B Meki0 Pasro-
Bopst. 110 Ke/IARWIO KORTAKT MOYKHO 3a6/I0KHPOBATS (BKIIONMTS B ¢3ePHEI
CIuCOK ), 4TOGk! B AATBHEHIIEM HUKAKHE COOBMERWs OT Hero He NPWKMMA-
uck. JUnt GJOKMPOBKH HY3HO BHIGATS HMS KOHTAKTS, BIIOTHHTS Pa3zo-
60pbi = 3a6n0KUPOEaMD, YCTAROBMTE MeTKY QA Ka YANNTE M3 JANHCHOR
KHJMKKH B OTKDHIBIIIENCS! OKH 1 BHODATS KHOIKY BaokuposaTs.

o W oty i

Kak Bu Yoxe aHaeTe, nenonbays mporpanny Skype, MOKHO oTIpaRISTE
3 cnucka u

menus.

Tlpu BrGOpe HMexK KoRTaKkTA B OGIACTH COOGMERMi 0TOGDAKAIOTCS AaK-
Hbte aGorenTA 1 e
ocymecraens ofMera coobmerusM (puC. 4.33).
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@ 06 @ Kuonka

@ O6nacrs ovoGpamenus coobmenuii (@) OGnacts pammbix KorTaKTA

@ Knonxa llossomnrn @ Twmepccuumu rpynms Toxasats
coobuenns

@& ®

AHHBIX KOHTAKTA

Puc. 4.33. OGnacTs coobuienwi

B suxHedt wacTu oxHa 06: Texcra Tlo-
Cle BBOZIa TeKCTA B 9TOM OGIIACTH MOJKHO OTHDABHTS AIDECATY COOOIeHHe,
BBIOpaB KHOmKy OmmpasuTs coobmenue () wim maxas Knapumy Enter.
Texcr s H Texymee BpeMs B cpen-
Heii uacTy oKHa — B OGAACTH OTOGPAKERNS COOGIICHMI.

Ecau aGOHeHT, KOTOPOMY BLI OTHpaBJisiere cooGuieHme, (loer prarye
B cern, T0 OH CMOXKeT BRI
BeT, KoTophlil TaksKe
ECITi BO BpeNs OTIDABKN COOGIIERHNs ubomeny moser craryc He s cern, 10
obugenye GyzieT eMy IOCTABTEHO B TOT MOMEHT, KOTAa Bhi 0Ga Gyzere uvers
craryc B cern.

jiery

obMena HYHHO BRIGpATH
xnonky Tossomnrs (UIEIEN, nnsx obmena muneocoobmermsmu —
xmomxy Buneosnonor (CHIMMMID.

Bo Bpems Bann 06 amoM
OT pesuMa, B KOTOPOM

i B
HAXOJMTCSA OKHO Meccen/ikepa (Tabu. 4.6).
Nna

HYIKHO BLIGPATI, KHOTKY
nporpanME: Ha Tlakem 3a78% WM JBAK/B MENKHYTS HA IHAUKE NDOTPAM-
Mt B O6nACTH yBegowneri. [IDH STOM CTAHET TEKYIM OKKO MECCR/PKe-
Pa, B KOTOpOM Texcr




Te 4.6. Cnocobmr i

Sty

ws- | Texer
nsiercs TekympiM | oo0pasuTest B OGnacTH 0T00pa-
AEHMSA i

Oxo_oTxphiTo, Ko | MsMemsires uper kiomk sa Ila-
Fe smnsercs: Texy- | mem sanas. TIOKBHTCS KDYKOK
47 CREPRYTO | © KBSAIEN KGHIECTSA HOBLIX
coburru e saso

Skypes it

yBenownerit 1 Benhi-
BAIOIAR NAHETS ¢ TOKCTOM €000~
eHnA

Oxno aaxpriTo l'lmnmcn KpyIOK ¢ yKasaen | [=
KOJIMYECTBA HOBBIX CODBITHII HA
smauxe nporpaxvs: Skype 5 06- | | & e
o - - cmexs]

TIpu MOCTYTLIGRUM KA BAIN 8DEC SBORKA-BHIZOBA VIS YCTAHOBICHIS TOTI0-

COBOft ini BUJIEOCBSSH HA FKPAKE NOBEPX BCeX OKOH OTKPOETCS OKEO (DHC.
4.34) c apaTapOM K HMeHEM AGOHEATA i KROIKAMI
neo u OTrasaTbes.

, OTBeTHTS C BU-

) Sow Crac...
an
Y Gy QIS QIS «

PUC. 4.34. BLI30B 119 YCTAHOBNBHUR FONOCOBON
WM BUAeOCBRIN

BO it

Bee fasHEIe 06 06Me-
He coool.uenmmn 38 TRyt I-lel‘ﬂ: Yrobr yBuaeTs KCNDMW ‘coobmenuii 3a
.m0, ecsiny 1 52 Beck Te-

HeJ
it g b b e e oo
Ky w3 rpynusi IlokasaTs coobmennst.

B xozte ofmena B 0Gaactn €006~
eI MOABTAIOTCS UH/MKATOPHI-CO0BeRHs (TaGit. 4.7).

Taruya 4.7.C

Hnduxamop Coobugenue

Ba coSeceaux mmer Bay coofmerite

Finteere sie npouNTAHHOE BAMH COOBIIEHME

Coolimieriie OTPeAKTHPOBAHO

Coobmerue yaaseso

Et~|® 0
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JLnst pefaKTUPOBARIS TEKCTA HOCTANHO-
TO BAMI COOGIIIeHIS HYIKHO BHODATE KOMAH-
Ay PenaxTHpoBaTh coobmenme B ero KoH-
TexcTHOM Merio. Ilpu aToM Texcr coolime-
HusA oTo6pasuTcs B OGIACTH BEOJA TeKcTa

nech
1 NOBTOPHO OTHPABTE coobmenHe. Fenpas-
TeHHEL BAPUANT OTOGPASHTCS HA IDEABIY-
mem mecte 5 O6nACTR OTOGpAKEHIT €006~
menmii ¢ unAuKaTopom CooGuienme oTpe-
naxTHposamo.

Jnsi ypanenusi omuGOYHO MOCTAHHOTO
COOBIEHIUS B €r0 KOHTEKCTHOM MEFI0 HYIK-
HO BHIGPaTL KoMaHy ¥ AaauTs. BmecTo aTo-
T0 coobmerts B OGAACTH OTOGpAZKEHHS CO-
obmenmit mosimuTen Texer Coobujenue yda-
1€MO C OJHOMMEHHBIM HHAUKATODOM.

Puc. 4.35. Konnexuws cmainnukos  CryakGoit Skype mpesocTasnseres Koii-

JIeKIA AHUMIPOBAHHBIX CMAILTHKOB, KOTO-

PYIO MOJXKHO OTKPEITS, BbiOpas kHonky ® ¥ B sarosopke OG1acT BBOIA TeK-

eTa coobmenuii (puc. 4.35). Ilpu BrIGOpe CMANIMKA B KOJ/ICKILiH OH 0GAB-
JISIeTCs B TeKyIIee MECTO TeKCTA COODLIEHMST.

B cmucke xuomu Hopemrses < NOASNNTECA™, paoMeIieHHOf B saro-

BBOzA TeKCTA i, MO3HO BHIGDATS OTHY I3 KOMAHA:
* OmnpasuTs (aikx — 415 BHGODA 1 MEPECHUTKI AGORERTY (aiina JH0GOr0
dopmara. Bam nonysmT
(puc. 4.36). robst patina Homen
BHOpATS KHONKY COXPANNTS KAK;
573 fonmen doc
B e

Puc.4.36. Coobuienvie 0 nonyseHww daitna

+ DKCNOPT CIMCKA KONTAKTOB — //iAl BHIGOPA ¥ OTIPABKH COBECEAHMKY KOH-
TAKTHbIX ARHHBIX K3 BAIIET0 CIMCKA KOKTAKTOB;
TlokasaTh SKPaH — /Ust NEDEARTH BALIEMY COBECEARIUKY H3O0OPAKEHUS ¢
oKpaEA Baimero Kommbiorepa: loka3aTs Beck Jkpa — Beero skpana, Llo-
Ka3aTh BOpANHOE — BHIOARHOI 007IACTH IKPAKA.
5 O6uay

Tipx ceance o Tpanc-
pyercs 6-xamep (pic. 4.37). B mioi-
HeM niesom yray O6aactn i ii 06

1a00paxKerite ¢ Baueli Bel-KaMepSL. l'lepennqa R i s -

possel, Korza AT B okne
BTODOTO ABOHERTA TPl 3TOM.

B sitickedi uactn O6aactn i nasens
TSt yTIpABJIEHS! IPOIECCOM TIepe/iatii 38yKa 1 Biyjieo. Hagnauenue aleMen-
08 naneni B aGume 4.8.



Puc. 4.37. OxHo Meccemnxepa Skype
P OCYILECTB/IeHIM BUAEOIBOHKA

Ta6ruya 4.8. Hasnaventie 21eMeHTOR ynpasienus

nanenn npn
ofMmena BH1e0Co05eHNAMH
Onexenny Haseanue Hasnavenue
ynpasnenus
Moo 5 3aBepIIenis ceanca oGMena BHAEO- 1 10~
TPYORY nocoshimit coobuenmsyut. Psiom orobpaa-
©TCS1 JUTHTeILHOCTS CoaCa CBABH ¥ ADYTHE CO-
obmenust
spyka. Tipx
TOBTOPHOM BLIGOPE TPAKCISIISE IBYKA BIIIIO-
wnetest
'Vposers Bcnpo- | [t pery tHpoBaRMS TPOMKOCTH SBYKa
‘HaBenenus

Hbie BOSMONK-
HOCTH 3BOHKA

s syka i Bu-
7eo, BAGOpa TeNeORHOTO HOMEpa, Tepenatit

KpAHA, TIePeBO/IA ABOHKA B DEXKMM OKUIAHHS

Buicnouns 8- | [t BLKIIOYCRIS NEDELAYH BIEO BO BpEMS
eocBsab ceanca casiau. Tipn noBTOpHOM BrGOpe TPAKC-
AN BUJI0 BRITIOUAETCS
Tlokasats €006~ | [lns oTobpasenus 06aacTH Texcta coolime-
merns Huft BO BpeMsT CEAHCA BIAEOCBAI

@OO@H@@

Hanusbie 0 kave-

JLs NIPOCMOTPA RGHMBIX O KAvECTBE ABYKA K
BBOJ2 OTBETOB A BONPOCH! AHKETE! O KavecTse.
casian
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Tnaba 4

Hacrpoiika mapaMeTpos yyeTHoji 3anuci
Bo spemst B eysrGe Skype BBOAUT
TMYEbIe JARKEI, KOTODHIe COXDARSIOTCA B €10 yuersoi samuck. JlonoHHTS
M WGMEHHTH UX MOXHO, PHOPAB KOMAH/b! MEHIO KHOUKM Jirwmbie Ma-
CTPOiitk B OGIACTH IHIHLIX IAHKLIX Wit BhmOTHMB Skype = Juunsie dan-
Hote:
+ Mawemrrs, mofi aparap — muiGpars. zomee cfpamenns un G mumers
aarapos Skype, 13 ait D
JloGanuTs — mupars ua suaco,
TipenocTaBertoii cxysxboit Skype;
Hamenurs aByk. emreame  orspur guasuecaos oo Ae nacTpoitku
IBYKOBBIX i
s i Skype

OKHO 5T BROJA 11 Pe-
ABKTHPOBAHUSA JIMYHBIX IAHHBIX mmmmm’mnn;

Cnenaii cchinky Ha cpoto cTpammuy 5 MySpace — OTKDHT: JMATOTOROE
OKHO A1 HACTPOIiK OTOOpANKeHHA B 0BAACTH aemi psanex v
H@ TUTEYI0 Be6-CTPARMILY B COUUATLHOi ceTn MySpa

ok coovserermyames sacrpitnaz o Ofars KR TISEMX psom ¢
‘aBaTAOM MOJKET OTOOPAKATHES:

* Kajp BUICOKJIMIIA, NPY BEIGOPe KOTOPOTO HAYMHAETCS JEMOHCTPALMS BBI-

GPAHHOTO NONB30BATENEM Buzeodparmenta;

. Ha THyI0 BeC B it cemt MySpace;
. ‘TEKCT KOTOPOT'O BBOAUTCH B

c-m JIHYHBIX 1AHH]

TLnst uSMeRe 1A 1A YeTHOI SATUCH HYKHO BunoNHuTS Skype => Ha-
MeHumb naponb, TOCTE SETO B OTKPHBIIEMCS OKHE BRECTH B COOTBRTCTRYIO-
TUX NOJIAX CTAPBIl IAPOITH, HOBEI IAPOJTH i €10 TOATBEPHACHIE.

3KHO B oxse Hacpoit-
K, IS OTKPHITHS KOTOPOTO KY)KHO BHIONEUTS Hnempymenmw = Ha-
cempoiixu.

L\, Tiposepsre ce6a

%, BHAOB MOTYT M.

2°. Onuumre cay6 obmena ¥ ux
Hasnaverye.

3%, OnmumTe OCHOBHEIC YKL IPOTPAMM MIHOBEHHOTO OGMera cooBiers-
s

B ceru? B uew ocoben-

HOCTS KeI0ro dHAUEnHS CTATYCA?
6°. Kax 70GaBITS HOBYI0 SATINCI K CITCKY KORTAKTOB?
7°. Kaxie 5

Reficram

EI151; 1OJI0COBOTO COOGIERST; BIIE0CO0BIIEHHS.

9°. Kax 0TpenaKTHDOBATS moCNANHOE BaMI TekcTOBOE cooSimentie? Kax yaa-
s coobienne?

10*. Kak nepeciats (aiini APyroMy NONL3OBATENIO, HCHOMLIYS NPOrpaMMmy

Skype?



Cnyx66l ViHTepHeTa
11%. Kak MOXHO nepeciath coGecefHuKy rpadiveckoe H3oGpaenye Bamero

oxpana?
18%) Faem i 1ésisia & Ra R o600 Moeio Bossiari?

@ BeinonHuTe 3aaaHUA

Barpysure micrannmsoHLl qmm mporpanist Skype.
@ 2 Tpomseranmmpyiire meccemmiep

Banycrure ua xy Skype. B cayx-
6e Skype. O: c i pabory
nporpamML.

4*. Banycrure na BrmoxHenye nporpansy Skype i

1. Beeure sauu faniuble A5 HAYATA PAGOTEL C TPOrPAMMOT.

2. Tomnure ABymM. K Ba-
Lieby CIHCKY KOTAKTOB, BHTIONHHE TOUCK OZHOTO 110 €10 HMEHS, APYTO-
ro— 10 JioruEy.

O3HAKOMBTECH C JIMYHBIMK AAHHBIMI OJJHOKJIACCHHKOB, BHIGPAB MX Hm-
Ha B CIICKe KOHTAKTOR 1 NPOCMOTPER AANHEIE &
TaKTa; 00paTHTE BEIMARME HA OTOCPAKEHIE WX CTATYCA B
Ilepennenyiite B crucKe Kun'mm'ox MMeHa yUeTHBIX :mnuce'n onuoKIAC-
CHUKOB, g d 2.
5. JoBABLT K YHETHAIM GANHCAM ONHOIACCHHKOR JGHHKIE O HOMEDAX UX
‘Texte(b0r0B, BLOPaB AoMANIIH WK MOGHI b Te:
6. Vjamime w3 cnuCKA KOHTAKTOB y4eTHYIO SAmHCh ¢ MMeHes OOHOKAC-
cnur_1.
5°. Buibepure B CHucKe KONTAKTOR Mporpannsi Skype yueTIyIo SANHCH Bamero
onmOKRBCCHUKA I:

]

*

1. mupasure ey exenomce ooz,  xgropon: yxancuto sasmeme s
L1€ro OGHMOr0 LIKONLHOTO MpEAMETa; 0OPATHTE BRUMARIe KA OTOD)

2. Tipu nony

3.

apes-
ere; ofpemre samiasme mnﬁpﬂ)«eme MHAEKATOPA PeRAKTHPORA-
351 cooBmensi.

4. Tlouaniere TencRobos coOBILeRHE ¢ PACCKASON 0 TON, KAl Bet HPOBEIHE Bl
XoaukIe, 106aBETE K COOBLIEHINO0 COOTRETCTBYIOMMIT CMATIMK.
OrnpasyTe BameMy OAHOKIACCHIKY OHH 13 (BailJOB ¢ BAIIEro KOMILIO-
‘tepa, nanpuep u3 nanky Mos pucynios; 00pATHTe BMMANHe Ha 0T00Pa-
sKenue mponecca oTnpasexus daiiia.

Tlpn nozyves Gallia o ORUOKIBGCRNKA COxpaENTe Qalin 8 sauel
nanke, ompasste o nonyse-
@ oy S gnRsn

:

>

x s wooor
obmen
KowTaxtos, Skype,
(7o, Homtmts aepols saral v ool Gk m o e Skt
1. Mamenure Bauu anarap, B5GPAB o1 13 130GPAKenItl CUGHOTEKY aBa-
rapos Skype.
. JloSasure K pauelt
3 omucanite 2 OGnacTn ammuix gan.

mbx.

4. VisMerire SByKOBEIe CUTHANEI /UL CONPOBOeHILs COBEITHH, KOTOpHIE
npowexozsT B0 Bpens: pagoTs: nporpass: Skype.

OrpenaxTupyiite AMumbe fAHEbIE: YKAXKITE BALTY AGTY DORLCHIS, 0O~

NBCTS, FOPO M SIEIK.

6. i Ha

o
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Tnaba 4

W Tpakruveckas paGota Ne 12. O6men MIHOBERHLIMH cooGmEmIMN

Bracuasute! Bo epext paGomst ¢ KOMTOmepox cofnodatime npasiag Gesonacno-
emu u canumapno zuzuenuveckue HOp
1. Banycrure na Skypec Bameit yuernot
samcu.
2. Jlo6aBbTe K BamenMy CTHICKY KOHTAKTOB B nporpamme Skype yuetryio samich
YNITe 15 WEOPMATIKI, BEIIONHUB TIOVCK SANHCH 10 MMEHIL.
M yeTHoi v

yxasan ums Mol

yuumeny,
4. l{o6aBbTe K yueTHOl 3anuCH yuMTeNs HEPOPMATHKE AAHHEIE O HOMEpe Tesiedo-
Ha Barmeli IKOJIE KAK HOMEpa PaGoYero Tesedona.

5. Ornpasbre yuuremo Bawero
X000m. K Texcry it

6. OTpenaxTupyiiTe noc1aRKCe COOGMenNe, LOCABUE PACCKA3 O JIOGHMOM BHIe
cnopra.

7. Cospaiite Texcrossiik pain, Benute Bamy Qayuwmio, Skype s u TexyIyio
maty. Otnpassre daiin Bamemy yHuTemo uHGOPMATHKH, HCNOB3YS NPOrPaM-
ey Skype.

8. Tonyuure patr, i Ban yumrenen

@aiina. Ornpassre

s
obuerte o nonyuerm M daiina.
9. VamenuTe BacTpoiiky Bameii yueTHo samicy:
1; Piemins savreg, sufpes oam & rpaqmuecxnx paiizos, KoTopse conep-
-

2.0m nYHbe IARHELE,
3. Mamenute cBoii ceresoit ctatyc na Hem na xecme.
10. 3asepuute paGory nporpamyst Skype.

4.5. Popymnl

£ 1. o Taxoe Tenexorgepena? Kakue cryxu Mirepnera MoryT uenonsso-
. BATLCS /1715 OPraHU3ALMM TENEKOHDEPEHUNIA?
2 K reiotiisieoe el imsear popynaiar?
3. Kax ommalmcn PaBa NONL30BATENEN C YYETHBIMY 3aNUCSIMU Pa3HBIX BY-
0NepauMOKHOI cucTeme
4. 570 Taxoe anera? Kexaso €10 Hasmaueme?

Tonsue dpopyma
Kak Bbl yixe suaere, oﬁeym}.leuue onpenesienHol TeMbl TPynIoil cobeces-
HUKOB, KOTOpble ApYr oT Kpyra,
TAKUX TeMa-
Targect ‘pasHbie cnymﬁ Trpymmst
Hosoc-nﬂ ]IeKTPOHHAS TIOYTA, B TOM HHCIIE 1 CITY3KGa GOPYMOB.
9 @opym =m0 i Tese-
= | xompepemumm, B x0z€ KOTOPBIX cOGECeIMMKN OTNIPABITIOT H YHTAIOT
yno6uoe aas
Taxxe ey
nyto ans nocryn

K Pecypcam KOTODOil MOJKHO IO 4HTS, HCNOIB3YS BeG-uuTepdeiic.
TIpH mOE30BAKMM yCTyraMu HTOM ClyGbI TOBODST 06 0GuseHuL
na popyne.
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Cryx6bi UHTepHeta

Jinst opranusamuu OPYMOB MOTYT CO3AABATECS CHIENMATBHELE BeG-CAlTHL.
Hanpumep, Ha caiire Domivka.net (http://www.domivka.net/forum) opra-
Huzopan QOPYM AN TeX, KTO JOOMT OOIATHCS IO-yKDAMHCKM, Ha caiiTe

f (http:/, kiev.ua) — opyM
ctos, Ha caiite Jinrgopym (http://www.litforum.net.ua) — aureparypHsiit
dopym.

Host

wacrs cafira. Bra-
KOM cITyue TEMATHKA (bopymn, KaK NDABIIIO, OTBEYACT TEMATIKE BeG-caiiTa.
Tax, OPyMBI HA cAWTAX LIKOJ YANE BCETO TIOCBSITIEHH! 0GCYIK/EHIIO PASHEIX
BONPOCOB WIKOMBHOI JKU3KM, HA Be-CANTAX MYSHKANBHEIX TPYII IIH HC-

nx Ha caiiTax ropon-
cxi - SKHUH 7.1

T fOROEA GORVMOA. b merrobias Ofoyaxymss Marsepociod Ji ACHE:
TIPOCEL, MOIKHO s noucxo-

BLIMU CHCTeMAMIL.

DOPYMLL UACTO UMEIOT TAKYIO CTPYKTYDY: OHA IIK HECKOEKO KATEro-
i, KOTOpbI@ TIOACTCHBI Ha PAZACLI; PAIIENS! MOTYT COACPKATS TIONPASE-
bt i T4 B PRIASIRX Wi HOIDRSHeTEX OUpOJEITIOTCS TeM, 8 KOTOpSLK

‘Hanpuep, :bupym caiira Kiy6 wononesn Teenager Club (http://
Ha pucynke 4.38.

s
Tow ¥areropw
-
:
.-

Tewss

o
pasosop

Puc. 4.38. Crpy it Teenager Club

Tnaskas crparuma hopyma (pic. 4.39) CONEPAIT CIHCOK BCeX KaTeropmit
bOpYMa 1t TepeNeHD PAACTIOR B KAXAOH KATErOPHI. O KAXCIOM PASIENe B~
BOJMTCS €10 HABAHME, COOBINEHMUE O TOM, KOTAA, KTO i HA KAKYIO TeMy 9TOro
'PASHEIA CAETAI IOCTIEAHION 3AILKCE, CKOJBKO TeM B DAIACI 1 CKOTBKO BCEro
B HeM coobmerHli. IIDOCMOTDeB CIHCOK PASENIOB, MOHO IepeliTi K Tepes-
HIO TeM 711000r0 PA3ZIeIA, BHIGDAB B CITHCKe €ro KASBARIe.

Ha cTpannie paspesia BHIBOAMTCS CIMCOK T€M, KAK NPABMJIO, B MOPAAKe
y naTst BTeMe. a0 TeME1
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Puc. 4.39. Taskas cTpakuua Gpopyma Teenager Club

asrope, , KOIZI8 M K10 cenan
samuce. Ha (dopymax moryT JAOTOTHM-
TeMbi, ee PeIiTHET I T. 11

JLis mpocHonpa coolieritlh TeMbt BYIKHO BLIGATL €6 HASBANIe B CTICKe.
Ha nepoii crpauIe pasMerens! e COOGIIEHIs, KOTOPbIe GLUIN COIANBI
nepesivi. U5t nEPeXoza K CETYIONM CTPAKULAM CI€AYeT BLIGHPATD i~
TePCCLLITKY € HOMEpOM CTpAHMIIEL.

B Gase panHbIX Qopyma

AHHEIE: ABTOD, TeMa, COZIePIRAHIE COODMIeHIS, AATA ¥ BPEMSI L00aBIIe-

i lenowss Coobmomtl, XOTODHE SRAAIOTCH oTAETANIE He coobmerue
‘TeMbl, KAGLIBAIOT TPENOM (amrt. thread — HUTS), WK TOMMKOM (AT, topic —
rema). Ha TOTIMK UMeeT, KaK IpaBu BHJ, TPH KO-
Topom cooﬁmeﬂun 0TOGpAKAIOTCS APYT TOX APYTOM B xpomtm e e
panke. YMAX MOKHO \
TomuKa (pnc 4.40), TPU KOTOpOM OTOGDAIKACTCS, HA bi cousnuenm orsena-
e dopyma.

nunelisoe 1 PYKTYD

A Qopym HoBBIE
TONB30BATEIh MOJKET B moboe yiobHoe s Hero Bpeuﬁ B Teme mosxer npo-
BomuTBCS i onpoc. o1om opyma vo-

TYT IPUHHMATD YYACTHE B ONPOCAX M BLIPAKATE coﬂmemme MHeHHe IO 1Io-
BOLy 06CY3K/[8€MOT0 BONPOCa, He BBOJIs COOGIHHit.
Ha

y mesor Boa-
MBI noure.

O TeM MOryT MeCANAMU M TOAAMI.
Tloaromy Ha MHOTIX (ODYMAX DEATHIOBAHA BOIMOIKHOCTH NOUCKA COOBE-
i B Gase AGHHBIX.




v o o o e Copn o oy by o e b . WG (8

i e e o s G, o AT, 8

ook 0890009 16.156)
e g, S s i . RS M. )
Sk 3700 5510

pen

N ik 10 16 256)

e ST e e o
ki s Sk 03ece03 7069
(e
[rer—
- 3 Swveoer L nwe

Puc. 4.40. My

Tlpasa Ha dopymax Tax
npaan (kK npasuo, caiira ww
Hble M pasenst 1 @opyma. Kpome

ro, Gopyma meior  yaa-

TIpaBa U1 APYTHX TOTb30BaTe e, NPUCBaR-
Barh 3BARMS JU TUTYTH YUACTHEKAM (QODYMA 34 AKTHBHOE YHACTHE B 0O-

cympemmsx.
it KoTopsiM npasa (amr.

moderator — apbutp, crensT aa

Tembr u npapin obimens Ha Go-

pywe.

Korza moyma0paTess B riepsbit pas nonazaeT na GopyM, eMy IpefOCTABLS-
ercs cratye Tocrs (Tocernress). Ha seex orkphiTsix dopymax T'octs Moxer
IIpoCMATPUBATE COOBIIIERMS, KO, IS TOTO YTO0H! NPUHSTH YYACTHE B 00CY3-
JAeHIAX, GOBITHHCTEO GOPYMOB TPEDYIOT PErHCTPAINIH. HTOOB! HMeTh NpABO

D

HOBYIO Temy ‘um

ynobersa dopyma

0BbeAUHAIOT YUACTHUKOR 5. rpym'm. Tipasa, onpejesentbie st TPYIIELL,
seeeteiscon it PACODOMNAORCE B 806K o6 oD, Ha mrorux do-
pymax mo Tpynm JApyassa, Tpose-
PEHHBIe ¥ /ID., A5 KOTOPBIX 3apaKee onpene:lenu npasa. TombKO o aaperit-
s rpymy Hoasso-

BaTenn.

CymecTsyioT 3aKpbIThie POPYMBI, ZOCTYII K KOTOPHIM ONpe/IeIAeTCs AAMI-
HHCTPATODOM WHJMBUAYATEHO JUIS KAJK/IOTO MOTB30BATeNs. HA HEKOTOPHIX
OpYMAX WACTE PAIIENIOB MOIKET GHITH OTKDHITOl, & YACTD — SAKPHITO At

GonbLIMHCTBA TOCeTHTeN .
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Taaba 4

2 ®opywmbi nonyswnm ceoe HassaHue
N0 HA3BAHWIO (ABHOM rOPOACKOF
= Lipesrero Puva (puc. 4.41).
Ha 970/t noWAAM PasMELANCs PHIHOK,
NOCTORHHO COBUPANIOC MHOTO  TIOAEH.
Ok 0BULANMCE Ha Pa3HLIE TeMb, OBCYX-
Aanm HOBOCTH ropoaa. Moaxe Ha Hedt no-
SBunace kypi - MeGro Sacenal Cera-
Ta u KoM — PO/
coGparmii. Moxoxee waswavene uMemY Py, 4.41. Pumckuii Dopym
v Temaruseckvie VktepHeT-opyw:

Perncrpauus na gopyme

Jlnst perucTpauiu Ba QOpyMe Hy’KHO 3aTIONEHTb TOJIA PETHCTPALMOHHOM
DODMEL, OTKDHITE KOTOPYIO MO3KHO, BHODAB rHTIepCCLLIKY PermcTpamus ma
cTparume (opyma. Tlepeji HANATOM DETHCTDAIUH IENeCOOGPAIHO OIHAKO-
MHTBCS € NPABHIAMIT (bopyun, BHIGPAB COOTBETCTBYIONLYIO THIIEDCCHUIKY. Hn
HeKOTOpHIX CaiiTax CTpa
Horense pertieTpanis, Bews GOy AEMAERCH watabio 5o catirn mn i,
To perucTpanus ua caiite 1 5a Gopyme Oyaer obmelt. Bo Bpens perucTpaIH

nuT M JOrUH (WHOTAR Tlcesy0), na-
PO7b, AADEC AMEKTPORHOM NONTH M APYTHe MUHE JAKHbIE, BHIOUPACT AT
ce6s1 apaTap. DTH JAKHbIE COXDAHAIOTCS B 0a3¢ AAHHBIX HOPYM, 0OPAIOBI-
Bas YUETHYIO 3AITHCH Ha dopyme e
OBAHO /IBYX YYACTHUKOB C OJMHAKOBBIMH JIOr KHAME.

Jlamsse w3 yueTRoft sanuci
crparume — npodme s (anrn. profile — xopoTxuit ﬂqepl()

8
8

Tlo sxenammo oxer npo-
Q. MosKEO pesan orupamn micen
npu orsera noanucs,
KOTOpas GyJieT ABTOMATIYECKK A00ABIATECA B oome et coobioniss.
BTa MOAMHCE MOsKET GBITB TEKCTOM, 11k 306D
ne.

Yuacrue B o6cyxnenunx na popyme

YroGer BoitT Ha OPYM C IABAMI SADErHCTPHDOBAHHOTO TOTEIOBATENS,
HYXHO 3aTONHUTS Nosis Popmbl BXona (puc. 4.42) u BHIGpaTs KHONKY Bxox
‘W BEIGpaTE rHIepeckTKY BXOR A1 OTKPBITIS OKEA ¢ QOpMOl BXoza. TTpi
510M rosopaT, uTO nonwnnau::b sanormmuics Ha dopyme. IIpu ycramoske

MeTkE QraKKKa yueTsolk samicu
LTS TIOCTEYIOIIero BXoKa Ba crpaunuy DOPYME  auprmrans =
6ea sBoza maponst. )

Tipesize YeM COSRABATE COGCTBEHHLIE COOOMIE- o
I8 B TeMe, BY)GHO LPOSUTATS NOTYUERHHE €O | G ()
obmens, Bpems Ha
dopyme, Kak u B oémmm pasrosope, Kax mpa-

BUJIO, CBOIO TOYKY SDEHHS BIDAXKAIOT OTHOCH-

Puc. 4.42. ®opma exona

Tl 70GaB RIS COOGIIIEHIS B TeMe HyKHO: T crpseis GoPe



Cryx6ei UnTepHera

1. BHi6paTh KHONKY, IPEAHASHAEHAYIO Vst TIEPEX0/ia K (opMe BBOAA oT-
Bera. Kromka Mosker uMers maspamue Otser, Add reply (amrui. add
reply — fo6aBUTE OTBET) WK AD.

2. BeecTi TexcT coobIeriss B No/ie OTKphisiesics GopMsi (pic. 4.43).

3. BBeCTH KOJ\ [IOATBEDIK Iek A, CIM 9TOTO TPeGyIoT mpaBitia GopyMa.

4. BhIGDATS KHONKY, NDE/HATHAUEHAYIO /15l BHECEHNS OTBETA B a3y JiaH-
HBIX (opyma. Kxonka Moxer umers nassanme Jlo6asuTs orser, Omy-
GIHKOBATS 1M D.

©e6
200
200
000
Puc. 4.43. Gop
Texer MOsRHO

faoria avspibemisrs papaK el T Mehiey lebacin HPaLssrs iaitins;
BHIGHPAR MX U3 KOJLIEKIMH.

B xoze ‘TeMEI MOSKHO M HACTHYHO
cooIierns APYrUX NONb3OBATeeH. JUist STOr0 CIENyeT BHeNUT DpArMenT
TeKCTA JUIA IATHDOBAHNS  BHODATE KHOIKY DAZOM C TEKCTOM COOGIIEHHS,
npenHA3NAUERHYIO AJS BBOJA WuTATHl, Hanpumep Lirrara, Quote (amra.
quote — nutata) 1 7. 1. TIpi 970M WTaTa GYAleT BCTAB/EHA B TIONIe A% BBOAA
Texcra BMecTe C JIorHHOM na KoToporo

naercst oTset.

Cront 1 mocrie mx
pasMemenus Ha dmpyue mm nepexona B pemma PE/IAKTHDOBAHHS HYIKHO
Ppaziom KHOMKY. OHa MOJKeT UMeTh
nassanue Tpaska, Bdn (anrar. edit — peaawmpnnawb) # 7. 11. Ha HeKoTOpBIX
opymax na He-
CKOJIBKMX JiHell.

Jl15t COanamMS HOBOTi TeMBI HYIKHO HA CTPAHNIIE PAIAENA BLIGPATE COOTBET-

KHOIKY, loBas Tema i New new topic —
HOBAR TeMa), U B OTKPHIBLIENCS OKHE 3aTI0/HMTS Mois opmsl. Kax mpasuio,
Epe x5y moscrs: saspe s JeNs X coobmene s obcyaperus. Ha

opymax Ans
VIPOLIEHHA TOMCKA cnoﬁmenun Ha Mpyue ¥ BHIOMpPATH SHAYOK TeMbl M3
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BLI60pOM KHOMKH, HA-
npmep Coanars Temy.

ABTop TeMLI BO BpeMst Co3ZaHNsI HOBOI MBI MoseT paspaGoTaTs Gnank
ANA NPOBEAeHIA OUPOCA YHACTHIKOB QOPyMA. JLst HTOFO HYHO BLODATE
Krouxy, nanpumep Hossiik onpoc sum New poll (anrn. new poll — wosii
01poc), BBECTH BONPOC, HA KOTOPEIl NPEANONAIACTCA NONYUTh OTBET, YKa-
8aTI KOJIIECTBO BOSMOIKHBIX OTBETOB M BBECTH BOSMOSKHEIe BAPHANTHI OTHX
oTBeTOB.

Hasu bopyma D
IMATHCH K CUPABOWHON CHCTEME, BLISOB KOTODOI OCYIIECTRASTCA BLGODOM
ruepecsuncu Tomons st UaBo (aacrsie sonpocss).

Ha kaxiziom Gopy npaBina A Ount kacaion-
ca npasui Ha dopyme,
i Mexay " ii hopy-
ma. Tpasiia ans enonsx u
TeNHEIX yenonuii obers.
npasu, oTOpHIe BEIXO-
e upegem Teus obcywaerna. Hx wasumator ofyrome Gasean, off topie
MBb1). oTIpaBKa

i pa.—mm TeMI OHOTO KU PASHEIX PASJEIIOB, & TAKKE COOBILE-
Rk, KOTOpEIE He MMEIOT CMBICIIA, my;u (mu-n flood - Hasonsese; o flood

of words ~ notox cior). a (opymax axpec
KOro-T0 3 - i (uura, Tamer
na, crpacrs; (o far the flame ~ s,

nemn

Bopyas, mourymim: masmamme TpoTT (amon, roll — ancbwsie cymeetna B
cxaRauRABCKOI MidonorHH).
pu npasin Gopyma o Mo-

ryr B
Wyio TeMy Mim B paszien OPTOMMK, yaaauTh coobuienre ¢ GopyMa, BhCKa-
3aTH 3aMeYAHNE YIACTHUKY, OTPAHHYHT €r0 IPaBa, BPEMENHO MM OKOHYA-
TeNILHO 3a6IIOKMPOBATE OCTYT yuACTHUKA K (opyMmy. [Ipn oToM ym

o7 TepMILI: Gai (anr. ban  JANDEIATE, OGRABAATE B JAKOHA) e
1ue 38 3aGARMTE — Ha

=) ToHsTME GaH MCNOME3YETCH B KOMMYHIKALMOHHLX CyXGaX VKTEpHeTa, KOTO-
phie moryT nn Croeo Gar 8
Peuyt MOCTIONKTOR 03HAYAN0 V3THaHWE W3 KOPONEBCTEA N0 PELLIEHIIO CYAa, N0~
[I06HO® 3HaveHHe OHO uMEeT B Hallie Bpems. B coBpemeHHom VikTepreTe naxe no-
SBANCA TepMUH Gaxammep (aHrn. ban hammer ~ MOROT 3anpera) Kak yCriosHoe

_\_ Tiposepste ceba

1°. Yo Taxoe GOpYM U KaKosa ero crpyKTypa?
2°. OGmACHITe, KAK NPOCMOTPETH CoobIeHHe 1A BOpyMe.
3. Yro Taxoe Tomik? B kakoii (OPME TOMMK MOXCT 0TOOPAKATECS HA BES-

crpanmme?
4%, Buen a0

5°. Buen

6. Kaxite npana NoryT s nonbsosaTenn ia q»pymxv

™ ? Kaxue 5 npoque?




120,
13°,
140

O6bscaiTe, B M OTMINE MCNAY PerCTpANCii HA HOPYMC K BXOIOM HA

opym.
KaK co3aaTh HoBoe CooBIIeHC B TeMe?
Kax nurary

. Kaxue Ha Gopyme Mosxer Kax

oTpenaxTupoBaTh CooBmeRIe?

'Kak CO3AATH HOBYIO TeMy Ha opyme?

Kax cosnams GAARK )15 NPOBCACHAS OTPOCA 1O TeMe?

OBBsCHITE, B M MOTYT SAKIIONATACS HAPYLICHUS BO BPEMSE OBICRNS HA
dopywe.

BrrnonHuTe 3aaaHUA

1*. CpasHUTE BOIMONKHOCTH, KOTOPEIE MPEACCTABAAIOT AN OGIICHIS NOJBIOBA-

2,

TCLSIM (POPYMBI M OJICKTPORRAS ONTa.
Orxpoiire popym Caiir s noxpoerwos! Girl-And-Boy (http://www.girl-
and-boy.ru). Osnaxomsech ¢ nassammsMI KaTeropiii. Brbepute oy 13
i, 0 PA3JLeN0B KATe-
ropu. BuiGepure o m3 pasnienos, nanpinep Illkona, oGpasopanue, pa-
GoTa. OupCACITe, KAKMC TCMEI COYIARKI B PAIACIIE, KEM ORM GLUTI COIA-
HEI, CKOTHKO B KAXROi TeMe CooDmeRulf, KOPAA NOCTYMILIO mOCHEAHCE
cscbaenne 8 ke Teu. Buutepuree opay 3 vea, manpracep Timomsaan
@opma. Tponraiite coofmenms: Tex:
Orpolire gopym_caiia_Kay® e Tesnager Club (hitr://
i yae.

1 (op)
7o BaIm HpopIIL, nuﬁpan ceruicy Moi npodith. BLIGEPUTC B OTKPHIBIICN-
st oxHe rumepcery HaMenwTs fanmbie. BArpysuTe sam apatap. Beeaute
.
Oesamososrecs o mpmenaven Gopyace Toenager { Clnb (http://teenagerclub.
s pyme, Kaxue AclicTsis

e—
Teenager Club (h forum). Bi-
Gepre opmy M3 TeM Gopyma, Banpumep Temy Hoeaaxu ¢ kraccom paaiena
lllxona KaTeropus a. TlpounTaiire nepBoe cooGIeHHe TOMB 1 Bee CO-
Oftctia W ot CeveiE e oA, Dotastre ffsraraae COWR
nme 5 Teme.
Ha opyme Teenager Club (http://tecnagerclub.moy.su/forum) cosnaiire
coobuenmte 5 eme JroGumsrii npenmer paszena Ilkona wateropus Becenka
KK OTBOT HA OO M3 COOGUIENHTT TeL. BIIIOYWTC LHTATY K3 COOGIICHN,
A koTOpOe OTBEACTE.
Commaiine cobersennyo Towy na gopywe Teenager Club (http://
®opyma npumsTs

pocme 5 meropa

wre_ocoGen opymax caiitos Karys monogexu
’l‘zcnuzer Club (MlpA//Lounagcrrluh oy v foruem) 1 Gl ams. nopocT:
wos! Girl-And-Boy (http://www.girl-and-boy.ru).
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4.6. Yarel

()14
2. Cooémen;i;suwmmx SUAO0 MOTYT NEPOARBATECA CTYKGaMM MEHOBEHHOTD
ena cooBievMI?

3. Kax obmen < nporpam-
Mbi MrHOBEHHOrO OGMeHa COOBLLEHNAMM?

4. 410 Hem?
5. B yem moryT.

OGuenne B yaTax

Bam yxe HaReCTHO, uTO cayrOn

BONOXHOCTE IPOROAITL OBCYAEKI B PEATLHON spésioni. C ironuoosa-
HeM STHX CIYIKE MOTYT
TaK ¥ BpeMEeHHbIe: mekunﬁ!pemm

(9], dam (--m chat — pyxeckuit pasrosop, Gecena, GomTosas) — 310
| o | menexondepenmus, MpoxoxsIAs B peannOM BpemMen.
Gl el e b
3HAERA /IS OPrARMSAIMM OGU(EHNS TPYIIIBI NOL30BATENEH B pe-
IKHMe PeATLHOrO BpeMen.
Tipn oroil cymGoit wenuu 6 vame.

na neb-caiire, BeG-uarom,
POZMOBA (http://www.rozmova.in.ua). Jsi TIOMCKA ATOB MOXHO BoC-
[10/IE30BATECS CPECTRAMM IOMCKOBLIX CIYIKE.

Hpyroit ABnAETCH HATOB ¢
TPOTPAMM MTHOBEH-

porp
HOTO OBMERA COOBIICHMSMH.

Obiuenme B Bef-1aTe NPOXOAHT B OAROH MM HECKONKMX KOMHATAX Juist
Ppaarosopos (anrt. chatrooms). BTo BUPTYAbHOE NDOCTPAHCTBO, B KOTODOM
ocyIeCTBseTCS OGMeH COOGUIeKMAMH Ha PAIHbIE TEME! Wk 63 OIpe/ener-
HOIl TEeMaTHKH.

Hanpumep, B uate ma caiire 4POP.SU — Yar uist nonpoctxon (http://
4pop.su) coanamst ave xommaTs — Pnannas xomuata u VIP, na calire Kpe-

uar (http://chat ua/voc.php) — nATL KOMHAT ANA
obutenus.
KOMHATH! HMEIOT HMEHa, KOTOpHIe XAPAKTEPHIYIOT OCHOBHYIO TEMY 06Ile-
Hns. BeiGop m)mia'rbl Moy Ha ocHoBe
Kpyra Bospacra, mecta

‘Bri6pan KOMHATY, NOIB30BATEIb BROTHT CBOE YCIOBHO® MM (TAK3E HAZbI-
BAIOT MMK) M IIAPOJIB, TOC/E HEro MONYWAeT AOCTYI K COOBIEHHMSM ADYFiX
YHACTHUKOB 01070 uaTa. HHODIA IPH DErHCTPALMM HA BeG-uaTe MpEATATaeTCs
BBECTH 8/IDeC IEKTPORHONO OUTOBONO MK 1 APYTHE AAKHHE. B HEKOTO-
PHIX UaTAX TOC/IE DErMCTDAIMI MOYKHO CBOGORHO NEDEXONMTS 3 OXHOH KOM-
HATLI B APYTY!
Oxno sebouara (puc. 4.44) paszeneso Ha HecxomsKo wacTef, KoTope
s TARBIX CO0G-
mermit, comcka wara, o6nacri BiGopa
cratyca u kommaTh. B ii o6macri okma aremeRTE!




ey ciexn

B0 OEE

,..nw,.mmnr' ey
2 e b vy
. —TI—

% @ e

@ Obnacrs mramux coobuennti () Crmcor: yuactamscos wata
i uara 06; ¥ xommaTH
PUC. 4.44. Orcio peb-sara
s oTnpaBku » uar. Kassie cexyHz
oxro uaTa 1 B obnacry coobie-

nuik oTo6pasKaioTca HOBKie aamicH. Panee nomyueHRbE coobmenis NepeMe-
1{RIOTCS 38 IEAeNbl OGNIACTH OTOBDAKERIIS 1 CO BPEMEREM MCIE3IoT. B OT-
nmtve o7 (POpYMA, COOBIEHMS B BEG-TATAX, KAK IPABMJIO, HE COXDARSIOTCS I
motcs: s mee mecascsn. Ho cymeerayios <ams, ¥ ROTOpeLx segerca mporo:
K01 cooBitienui TeKyIliero ceatica Ero o "

Beem
eren AAHNHIMI 0 BpEMOH HoOCTYROHER 1 ABrOPG. Moo OTTpARIATS C000-
IlCHIS HA M3 KOHKPETRONO YHACTRHKA. JIilsi 5TON0 HYXKHO BHIGDATS €10 HUK
B CONCKE YUACTHMKOB UATA, IOCIE HErO HANMCATS W OTHDABHTL COOGUIEHME.
TIpu ero oToGpaxKeHmM B 061ACTH COOGIIEHMIE PAIOM C TeKCTOM GyJieT oTMete-
HO 1BA MMERH — MM ABTODA , KOTOpOMY 0RO
Tpyroit noauomuom-m MMYHOTO OGIIEHUs ABJIAETCH OTHDABKA uactroro
Topoe obnacTi okHa wara. act-
TAK 3Ke, KAK 8 ums yuacr-
Ruka, HO DM OTHPARKE HCTONB3yeTen KuoNKa Ilpusar.
Kax 1 na GopyMax, 3a COGNIONEHHEN TIPABILT OGIIEHAs B HATAX CIE/IST MO-

Aepatopsl. Ouu MOTyT GanoB ans Hapy-
‘muTeneii.
Ha caiirax MECTHBIX a7~

MUHHCTpAIWH, CPEACTB MACCOBOHt MH(OPMANMH YACTO ODrAHUBYIOT BDEMEH-
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HEIe UATH ¢ HOBeCTHEIMM MmaMH. JIATY, BPEMS M ATMTENLHOCTS TaTA 05BE-
JIUOT NPEABAPHTENEHO, TTOBHI KaNUIBIT KENAIOUETE MM BOIMOIKHOCTS TO-
CTABHTL BONIPOC I NIOMYHTS OTRET B PexCMMe pearbHOro Bpement. Tloce 3a-

Bpemenn o6Mer & ucropuio uata
ny6maskyior B CMHL. Taxie BPeMERHO R€CTBYIOUHE ATH! HAIHIBAIOT 4AT-
KOH(epeRIpIMML.

MATH! HCNOMESYIOT JUlsi OGINEHMS VUACTHMKOB CETEBHIX POJIEBLIX
KOMIbIOTepHBIX Urp, Haupumep Warcraft, Counter-Strike u zp. Tpymmst
y AT M I TAHEL ¥ COYAA-
10T WATHI st OBCY3HIRIS OOUIMX NeRCTBIH, PAIPAGOTK CTPATETHH HIDHI 1
m.11. B TAKHe UATEI, KAK IIDABIIO, He AONYCKAIOT TI0b30BATEIIeH, He ABISTIO-
LMXCH YICHAMM KJIAHOB.

‘OpranH3anysi IePCOHAILHBIX YATOB

B ne6-uate BHIGPATH 15 66 HHYIO TPYIIITY COGECEAHMKOB, KPOME TIOCETH-
‘reneit KOMHATBI, npo-
rpammoe Hanpumep obMera C006-

MOAKEO aTh,
TEIbHO BHIGHPAR COGECEANUKOB 13 BAIIETO CIMCKA KOHTAKTOB. Takie HaTH
HASHIBAIOT NIEPCORANLHBIMH.

Jinn

HATA MOYKHO,
S

But yake anaere, Kax e
Mesay ABYMS Skype. Taxoe
06CyIK/IeHHe ABJAETCS YATOM C. nayun YUACTHHKAMH.

Ins wara ¢ ua

K& KOHTAKTOB MOJHO BEIGPATH IPYIITy HMEH B CITUCKE KOHTAKTOB.

EC/i yaCTHHKOB uata BHIOPAHO He GOJiee YeTHDex, TO B BepxHuelt uacTi

WX avataps! 1 umena,
Tonbko muena. [locie OTIPABKI TEKCTOBOTO COOBINGHIS €ro TONYWAT Bee
& rpymny. C wnenamu
rpynmbI, GyAYT 0TOGpAKATECS Y KaNIOro B OBAACTH OTOOpAMelHS cOOGE-
s (pric. 4.45).

B xoze obmera N MOHO TP~
BIIeuh APYrHX noNE3oRaTeseil. [ 30r0 HYKHO BHIGOPOM KHomKH JI0GaBMTE
mopedi B oror rpynNOBOl paITOBOp + B bepxueli uacTi 0NACTH cOOGIeHMii
OTKPITS OKHO JI0GABE YIACTHMKOB, B KOTODOM BLIGATS 13 CIHCKA KOHTAK-
TOB TeX, KOro BhI XoTHTE B var. 6y-
AYT HANDABJIEHLI Bee COOGIIEHNS! TEKYIIEro CEANCA UATA, i OHM CMOTYT IIpH-
HUMATH YUACTHE B TIOCIEAYIOUMX 06CYIH/EHHAX.

B

porp:

s c
Skype, MOIYT IPHHAMATE YHACTHE 10 CTA HEJIOBEK.

Skype, MosKHO He ToNBKO

HO 1 TOI0COBbIE YaTh. Bl yie SHAETE, KAK OCYIECTBUTS OGMEH TOIOCOBHIMK

MexAY ABYMS Y Ji151 COB/iARIS: TOJI0CORONO Wt ¢

Gonbumm HYIKHO 0GABHTE Brpyn-

Iy, KK 1 NP OPrANMAAIN TEKCTOBOTO HATa, 1 BLIGPATL KiomKy 3u0HOK

© . TIDH 9T0M BCE WIEHET IPYIIIE OHOBPEMEHHO IOy A-

107° BLI30B M CMOTYT IPHHATH yuacTHeE B o6cysipenu. Jlo6aBenye HOBEIX co-




P—

Puc. 4.45. OxHo viara

B0 Bpems waTa MosKer

TEK 7K, KAK 1 B TEKCTOBOM. BCEro B roJl0cOBOM JaTe MOTyT IPHHATD YHaCTHE

7o 25 coeceruKos. Bi/eon3obpasenie MOKET GLITh IPUHATO TONLKO OT

oASCI vt Tanoro SaTe.
1-: rpynmoit

eoooﬁpaxno cospaTE TpymITy, WM KOTOpOIt ey;m oroGpasarscs B cmi-

SRegnmaifou Ot oSt (e ek e e TP
Coapars HOBYI0 rpymmy Moo, Bemonnus Konmaxmu => Cosdams no-

oy10 zpynny wm BEGpaB B coucke xuomxu JloGasuts xomanny CoamaTs

rpynmnosoit pasrosop. Ipu 9ToM B BepXHeli 4aCTH 061ACTH COOGIe ! OTKPO-

erca maHeNs coNANMs HOBOi rpymmE! (puc. 4.46). UToGH fiaTh MMs rpynTe,

HyMHO BeGparh Kuonxy Hamemmrs

I

Na, BRECTH MM IPYNNE W HAXATH 4

xanapumy Enter. BKMounTS KOHTAK- OB

TH! B IDYNNY MOKHO, IEPETAIMB MX

MMeHA M3 CHMCKA KOHTAKTOB B 06-

nacTs rpymm wH KHOI- Py, 4.46. T

xy Jlo6aButs KomTaKTsl. MMs rpyn.

TIOBOTO KOHTAKTA MOJKeET GEITh COXPAHEHO B CINCKE KOHTAKTOB BHIGODOM

KHOUKH Coxpams TPYNny B CHMCKe KOHTAKTOB. BHAUOK IPYNIOBOTO KOH-

Bo Bpems: e uara -
8ie Yadme Mes e, Cok pABAH B CIacs Roataistop, JLim GPOTD EYMES
5uI0paTs KHOKY COXpAIITL TPYILNY 5 CHNCK® KONTAKTOD M, BbecTi i
rpynm YNy B CiMCKe KORTAK-
ToB 11 BHIBpaTS KROMKY OK (piic. 4.47).
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) Coobumenus, ornpannenniie B xoe

uATA, P COOTBETCTBYIOIIMX HACTDOI-

ax nporpans Skype aparmupyicrc

" 00%1 X MOSKEO b0

o e o T e ot

i HAliTH HYHHYIO GPA3Y B ADXHBE COOG-

Inesuii, ceAyer BHIGPATE UM ORHOTO

3 YHACTHMKOR HATA B CIUCKE KOHTAK-

L= (o] o Paszosops. => Iouck

Puc. 4.47.00 1 evecti B nozie nomc-

B ORNCA® ROMTENTON xa. Eciu (bpasa He MCIONB30BATACE B

xoge obMena coOGueHMAMM TDH yua-

CTHI 9TOTO HO/IBIOBATENS, TO [OJIe NOHCKA 6YLET OKPAIIEHO B POSOBHIIL BeT.

B nporseroM cyuae B O6MACTH 0TOGpARERM COOGIMeRMI GyACT ByIeeHA
Haiiiennan Qppasa.

OTHKET HHTEPAKTHBHOIO O0IEHHsA

JLnst Toro wT06H obmenne B MaTepHere GKUI0 /st BCEX NPUATHBIM H TO-
nearEIM, HEOGXOMINMO pEAEpUERTSCA KPR STIKETS (qrpnuu. etiquette -
ADILIK, STHKETKA, HOPS/IO} B
obuenmi ~ B cern. S npuuna pacnipoctpa-
HAOTCS 1A OGIIERVe B CI2KGAX MIHOBEHHOrO OGMEHA COOBLCHMHSIMH, HA (o-
DyMax u B uaTax.
« Buoposaiitecs co CROMM coleceHuKoM B mavAne obierns. Eci obmae-
TECh € HE3HAKOMBLIM WeJOBEKOM — Hajoeure ceGa. Biaropapure sa no-
morge. TpociTe npoueHye 3a Heyz06cTBa.

« Crapaiirecs ne OIIMBOK B BAIIIX TEKCTOBEIX
~ 970 NpH3HAK & cebe u

. serko i BAIIM MLICTH, TTOBHI COGECEA
HHKY HE D Bawe paa u
nepecnpammBaTh Bac.

# Belem it s onyemm gruape = sewmos s ac confiyemms; m crecas

Tech shinopen,

enyuaiino Ho eOBeKy HyIKHO
BpeMs, uTobL 06yMaTE Bale m«ﬁmeuue u no;ll‘(ﬂ‘onl‘l’rh OTBeT Ha Hero.

* B sac MaTepHan B H BbI 3Ke-
naere o6Cy/UTE €ro, € KOPOTKMM co-

Nepikaris MaTepHaTa.

Orneuaiire 1 e

OTer e 0BIATeIILHO I0JeH GLITh GOBIINM, JOCTATOURO OAHOTO CIOBa,

4TOGH! eI0BeK NOHSL, WTO €10 YCABIMATH.

Eciu 0as0 cooBIieRMe COMEDIKHT HECKOJBKO BONPOCOB, Aaiite oTBeT HA

KAl U3 HUX.

Eciu BH jxeia6Te T00GUATECS ¢ KeM-TO B DESKIME DEATLHOrO BpeMerIt,

cnpocure y MMeeT U OK HA BpeMs.

 He kaxnuiii 'HACTDOEH OTHOCH-
rexbHO Bac. UrropupyliTe HEraTHBHO HACTPOGHHEIX JMIOAel, WTOBH! e cod-
JiBATE KORQIAKTHYIO CuTyaIMIo. Ho 6yALTE i CAMH C/IEPHANLI, TEPHEH-
Bbl 1§ BRUMATEIBHEI, WTOOKI HE OCKODGHT He/IOBEKa.




Crny66i UHTepHeta

[ Cotseamunsa ceramuie cepaucu

2 B nocnenvee epems GICTPO pasBMBaIOTCH cepemch! Yereprera, koroptie
ocHoBaNE Ha TexHONOrMAX Be6 2.0 W HANpaRMeH: Ha COINAHNE CeTeBsiX Coo6-
Luecr. ki CopavC NNy S3BBIME COUMBTBMBLX. VX ESHB cHMEM e

¢ TIONCXE LBHHLIX 8 CETH — COLAIIHEIS ITOHCKOBHIS CHCTEN, Nsnpmﬁsp Dnex-
P rri

* coapanmn
CnyxGei Coum: aKnaziox, Hanpumep 5069m5p (http://www.bobrdobr.
), Renvwec (hnp //dsl icio. .03

KTH!, Hanpumep Jleros (ht Itp //ru

wikipedia.org), CHCTEMb! YIIDABIIEHIS KOHTEHTOM, Nanpwmep Joomia (nttp://

joomlaportal.ru), ornaiin oguce, Hanpumep ThinkFree Office Online (htt

member thinkiree. com);

bopMIIpOBaHYS KET Inariaih (KOTHMTHEHLX K2pT) ~ Hanpuwep MindMeister
us);

.

¢ Xoawewna poyRHTOR pises: ae Wi nome 0 NIONL30BAHNS ~ COLMANL-

1€ Menua-xpaHwLLa, HanNpuMep OHnaitH GoToanbG6om Flickr (http://www.

ek, qorm). _onnai_ peRaxIop npedeTauAd Cradalliapa (hitn:/www:
slideshare.net);

. NPOEKTHO# - iiaepbi Wi Me-
HeZXepbl NpOeKTO8, Hanpumep Organizeit.ru (http://www.organizeit.ru),
Memo: ru), i oho.com);

. " ~ ownaiin

W
30 boxe

npumep Google
(/A 30b0xes, com):
pecypehs CoumaneHeix cereii Connect.ua (http://connect.ua),
kte.ru]

wenus
PROFEO (it o profeo ua). B Kowrakte (nip://vkon , Opmo-
wnaccumar.ru  (http://odnokdassniki.ru), Moi Mup®@mail.ru  (hitp://my.
mail.ru)
wap.

V3 BUAIB COUMANbHBIX CEPBIICOB ~ CEPBUC CRTEBLIX AHEBHWKOB, 6NOroB
(aHrn. web Jog — CeTeBOi XypHan). BIOr CO3AAI0TCS AU1s MANOXEHIS CBOMX MBICTEH,
GBOBTO OTHOLLIEHWS! K TeM WA APYTVM COGbLITUSIM, (W STOM KaXAKIi NONL30BaTEN:
ViHTepHeTa MOXeT OCTaBWTL CBOW KOMMEHTApWii Ha COOG-
wenwe 8 Gnore, ecnu 3\'0 paap eHo Gnorepom — !ﬂa-
neneuewm Gnora. Bnor 0 coanarb a caiitax Blog.net.
ua (175100 1ot a), EAorM@Mai-Ru (hip-//blogs mai.
ru), Bloggur (http://blogger.com) v ap.
Hlorhciiium pesenmou Asei Groos Giaind Cosasia
MKpOGROroB Twitter (awr. tweet — LieGeraTs, Gon-
Tare) (hHor//itio com). CooGuewm s core Twitter woxcio
vcnonbays #C, NPOrpaMMbi-
KnuexTs wnk SMS. B peaynTaTe NpOCTOTHI OTNPABKY COO!
LieHH 1 CKOPOCTU PACTIDOCTDAHEHVS HOBOCTeN CeTh TWItter HA3LIBAIOT HOBLIM BY-
20M CMU, 2 HEXOTOPLIE NEPUOAVMECKVIE UINAHHS HMEIOT CBOR NPEACTABNTENLCTEO B
svoi cetn
Mo cocrosimio Ka anpens 2010 rona 8 cetw Twitter GHNO 3APErUCTPUPOBAHO
catiwe 105 M nonbsosareneit, w3 Hux Gonee 35,5 Thic. w3 Yipanti. Cneawrh 3a
HOBBIMM COOGLLIEHIAMM 110 Pa3HEIM Yol & yepanicum CEXIODS 'lwmer MOXHO,

B peayniTaTe PacrpOCTRGHEHHR COLMANLHbX Cep-
BUCOB BOIHAKNA NOTPEGHOCTL B COOpE COOBLICHMTA,
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FmepeCyoLYX noSoestetn, o pa cepauzos i osbow PSCTRC, TR0 20

MOXHOCTb MPeAoCTaBN; euc FriendFeed (anmn. friend - ppyr, feed nmawe)
(http://friendfeed. cum), Dcwnnnun 8 2007 rogy. B pexume PeansHoro apeMeNm
Aans

Ha oaHo#
KaHane - HOBOCT OT NONb30BaTeNei! Pa3HLIX COLMANLHBIX CeTe, GIOroB, MUKO-
6noros u. Be62.0,

Tlposepste cefa

Yo Taxoe war? o Taxoe Beb-uat?

o Takoe KOMEATA AR PA3roBopos? KAKHC MANTLC MOXHO YBHACTS DK
BhGope KoMmaTH?

. HASORHTE OCHOBHbIC DTIEMCHTEI OKHA BOG-4aTA.

. Kax
Kax ornpasms, 1ar0e coobulenue b wate?

C Kaxoit Iie1bio IPOBOATCS: HAT-KoHepentm?

B 4eM CXO/ICTEO 1 B 4CM OTIIIUME BeS-uaTA 1 IIECORAEHON 4ATA?
Kaxue cpencrsa nan

9°. Kaxumu Bpavs MOxHO B uate,

11°. EIK CO3AATH TPYTITIY KOHTAKTOB /st OGMEHA COOGIICHUSAMM B YATE H COXPA-
» ce B CIICKe KORTAKTOB?
12°. Crombuo 7 MOTY™ RpMFME"S Yicrse » HepeoaaTLEOK rexcToBoN s,
Skype? B re?
13°. Onsumirre MPABILIA STKETA TIDH CCTEBON OOMERM.

Buinonhure 3oaakma

1°. Banomuure TAGIILY it CPAIITC DUSNOWHOCTI, KOTOpC IPCAOCTABIIOT
AN oBuens

Cryto menosen-
Boamoncroems Dopymu | Yams

OGMen TexcToBbIMI OG-
eRmAMI
OBMeR roNocoBbIMI CO0G-
menuaMI

Obuicnite B peamsaon

Tpynniosos oGmente

punpoBanme  cober-
BCHHOTO CONCKA KOHTAK-
ToB

xomraxTon

BosMoxHOCTE aBTOMATH-
SMPOBAHHOTO TOHCKA CO-

obwenuit




Cnyx6bl UHTepHeTa

KonTpons 3a cobmogenn-
eM npasun oblleHEHA CO
CTOPOHBI MOJEPATOPOE
Hocryn ¢ Henons30BAHM-
em BehG-unTepdeiica

2. Cpasnute ocobernnocTH QyEKUMt MogepaTopos Ha GOPYMAX ¥ B YATAX.

3°. Otkpoiite raasuywo cTpanmuy caiita Kpememwyrcxmit wat (hitp://chat.
kremenchug.ua/index.php). 3aperucrpupyiitecs, Boiigute B Yat. Paccmo-
TpUTe BeD-cTpaRMuy 4Yara. OnpegenyuTe: CKOMBKO JIHI MPHHUMAET YHACTHE B
obCyaenNAX B JAHHBI MOMEHT BPEMeHH; YePe3 KAKOoil HHTEPBaAJI BpeMeHI
obHOBRIHEETCH 0DJACTE MOKAZA COODLIIEH I,

4*. OrkpoiiTe rnassyw cTpanuny caiita YAT. ¥kpauna! (hitp://chat.biz.ua).
OasaxoMeTeCE ¢ OCODEHHOCTAMHE 4aTa, BRIOpaE coelnky Ilomoms. 3apern-
CTpUpYiiTecs HA cailTe, coanaiiTe CROEIO AHUMHPOBARHOIO Nepconaxa. IIpu-
MHTEe yuacTHe B oDCY#IeHHAX B YaATE.

5. Ilpurnacute gnsa obcyxgeHHii B IePCOHANEHOM TEKCTOBOM YATe TPEX OJIHO-
KIACCHHKOB, Henoakaya nporpammy Skype. HonpusercreyiiTe npyr apyra.
OfmensiiTecs HECKONBKIMH cOODIIEeHIAMM.

6*. CoapaiiTe rpynny Vpokx ansa opraEnsanyi NEPCOHANBLHOTNO YATA € HCNOIL30-
BanueM nporpaMmel Skype. BroousnTe B rpynmy Tpex BAIIMX OJJHOKJIACCHH-
KoB. CoxpaiiTe ee B CNIMCKe KOATAKTOER. OTTIPABRETe TEKCTUBOE CooblleHHe B
rpynmy. :

7. Ilpuranacute jans ofcymxIeHdil B MEPCOHATBHOM TOMOCOBOM YATe TPeX OmHO-
KJACCHHKOB, HCNoasays nporpammy Skype.

«+ CereBoi arvker. 3tuket B MHTrepHere (http://www leshkoo.ru/vsemirnaya-
| | pautina/setevoj-etiket-v-internete.htmi)
Ceresoii atuker (hitp://ru.wikipedia.org/wiki/Cetesoii_sTikeT)
A1vkeT B MHTepHer-neipxepax (ICQ v menee naeectHele) (hitp.//maulnet.ru/
archives/520)
NMpaewnna cereeoro atvkera (hilp:/Yetyket. org.ua/ru/merezeve. htm})

TTpakTuyeckas pabora Ne 13. O6menmne Ha GOpyMAax M B YATAX

Buumanue! Bo apens pafomut ¢ womnevomepon cofnwdailme npaguna Oe30nacHo-
CmMu U CORUMAPHO-ZUZUeHUYECKUE HODMBL.

1. BaperncrpupyiiTecs na opyme caiita Calit ana noapoerkos! (http://sheoly.
ucoz.nel/forum/).

2. HacTpoiiTe nognyick ¥ ABATAP Bameil yieTnoil aanucH (cesumka Moit npodmns)
ua dopyme Caiir mna noapocTros!. j

3. OcrapeTe coofluenme B ogH0i M2 Tem pazgena B obwem o wiKole B KATENOPHHR
Ilo Boapacty va dopyme CaiiT 1ns noapocTkoR! KaK OTBeT HA OHO W3 CYIe-
cTByIOUHY coofimennii. BknouuTe B pame coobiileHme MUTATY Ua coobienns,
HA KOTOPOE Bhl OTBEYAESTE.

4, CoapaiiTe cobeTeenay0 TeMy B pasgene HurTepecsl H yRIeYeHHS B KATErOpuu
ITo BoapacTy Ha opyme CaiiT naa noapocTKOB!, PACCKAZAE 0 CBOEM YBJIeYeHHH.

9. Coapaiire rpynny Kagee nns oprannaaiiy NepcoHATLHOTO YATA © HCTONB30BA-
nHeMm nporpammel Skype. Bemwounte B rpynny Tpex BAITMX OAHOKJIACCHHKOB H
yauTena uadopmaTuky. CoxpanuTe rpynny B cnHcke KonTaxkToe. OTnpassTe
TeKCTOBLIe COODLEHHA YJIeHAM IPYVIINGEl, YVHKASAR B HHX BAIN JoTHH Ha QopymMe
Caiit pna nogpoeTror!, pasgen U TeMy, B KOTOPOH Bel oCcTaBINH coobillenie, H
TeMy, KOTOPYH0 Bel codgan# Ha hopyme Caiit ana nogpoctros!.
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ESEIH]HM

B arom pasaene Bul yaHaete 0:

Bunax obpasoearencHelx pecypcos B MHTepHere;

peb-aHuMKnoneaunx;

OpraHuM3aumvm AMCTaHUMOHHOMo 0Byyernns B UHTepHeTe;

WCNONB30BaHMK 3NEKTPOHHBIX CNoBapeil M NporpaMm-nepeBoaYvKoR;
¢opymax nepeBoAHMKOE M BO3MOXHOCTHX UX UCTIONB30BAHWA A9 yayylle-
HWS Ka4ecTea NepeBoaa;

* UHTEPaKTUBHBLIX W MyNETUMEAWIAHBIX KYPCAX W3YYEHWUSI MHOCTPAHHLIX A3bl-
KOB.

5.1. O6yyeHue B UHTEpHETE

' 1. Kakwe cpeacTsa Bbl MCNONL3YETe NPy BENONHEHWW AOMALLUHEro 3a0aHua?
' ® | 2. Kak Bbl roOTOBMTECH K HanucaHuio pedepara; k KoHTponsHoi pabore?
3. B yem cocTouT Bala NoaroTosKa K y4acTvio B NpeaMeTHLIX onuMmnuanax?
4. C xakoi uensio B 06y4eHn MCNoNL3YINTCA 3HUMKNONeaMn?
5. Kakmm cnocobom v B kakmx dopmMarax MoxHO coxpaHnTe seb-crpaHnuy?
Kak coxpanute naobpaxerme ¢ seb-cTpaHiub Ha BHELWHEM HocuTene?

Oopasoparensnsie pecypesl HaTepHeTa

Kak BBl ye 3HAeTe, JUIfi COBPEMEHHOrO YeJIOBEKA BAMKHEBIM SBJIAeTCH
OBNAJEHHE COBPEMEHHBIMHM WH(OPMALMOHHBIME TEXHOJOIHAMH, VMeHHe
NPUMEHATE UX B yuebHoi ¥ npodeccHOHANBHON JIEATENLHOCTH, HABRIKY CAa-
MOCTOATENLHOIO NONYUeHHA HYMHONI WHPOPMAIIMH ¢ HCNONL30OBAHHUEM paa-
HoobOpasHbIX cpeacTs. Takumu cpegcreamMmu MOryT GBIThH CHeLHMANLHO CO3aH-
HEIE NPOTPAMMHEIE CPEACTRA V4ueOHOTO HABHAYEHNA NI Pecypcehbl, IOCTYIHLIE
B cety MuTepHeT.

B HutepHeTe HA YEPpaHHCKUX ¥ 3apy0eiHbIX caiiTAX MOMKHO HAHTH MHOIO
MATEPHANOR, KOTOPLIE MOI'YT OBITH MOMe3HEIMY JUTA YraybGleHyd ¥ pacuiupe-
HUA 3HAHWH N0 PA3HBEIM NIPeAMETAM ¥ BRINOMHeHHA PASHOOOPABHBIX YVuebHBIX
3aTaHUH.

B nomMoms npy M3ayueHWH OT/IEbHLIX NpeiMeTor pazpaboTankl caiiTel, co-
Aepianie NoAGOPKY MH(POPMALIMOHHEIX MATepHANOB No npenaMety, Hanpu-
Mep, U3VYeHH I ITKOALHBIX MTPeAMeTOR NOCBAIIeHEl TAKHE CaliThI:

e ¢maure — College.ru: ®uanxa (http://physics.ru) (pue. 5.1), Hkxiaena
tiauxa (hitp://sp.bdpu.org), lllkonsnan ¢puanka (hitp://www.sh-fizika.
ru/), @uanka B anumauunax (http:// physies.nad.ru) u ap.;

* wmaremardke — MaremaTnra aas wwoawm (http://www.formula.co.ua),
Marematura — ato mpocto! (hitp://easymath.com.ua/), Webmath.ru
(http://www.webmath.ru) u gp.;

o xumue — Ximiunwit nopran (http://www.chemportal.org.ua), Bupryans-
nan xumuyeckan mkoga (http://maratakm.narod.ru), College.ru: Xmu-
mus (http://chemistry.ru), XuMuK.py (hitp://www.xumuk.ru) u ap.;
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Puc. 5.1. Ctpanvua seb-caitra College.ru;: @manka

» Buonornu — Yrpaiacexmust OGiogoriunmii caiir (hitp://www.biclogy.org.
ua), College.ru: Buonorus (http://biology.ru)

W ap.

HeroTopeie caiiThl, KOTOPLIE HE CBA3AHBI HeNIOCPEACTBeHHO CO ITKOJBHBIM
o6pasopaHHEM, COAEDPIKAT MHOIO MATEPHAJIOB, MOJE3HBLIX JJIA M3YUYEHUA OT-
JeNLHBIX NPeJMeTOB, HANPHMED: r
o ygpawHckoro s3wika -~ Hoea Moera (hitp://novamova.com.ua),

Yupainewrknit Jliknen (http://liknep.com.ua), Jlinreicrwynuii nopran

Mova.info (http://www.mova.info), nopran yEpanHCHOrO A3LIKA U KY/bL-

Typel Ciosauk.net (http://www.slovnyk.net) u np.;

* wucropuu u reorpadguy — IaGopauk (http://izbornyk.org.ua), Poceuiicknit
ofmeobpazosatensubsiii nopran (http://historydoc.edu.ru), 7 wynec
¥xpaiuu (http://7chudes.in.ua), 7 wuynee cwera (hitp://Twonders.
worldstreasure.com), Bee crpans mupa (http://javol.net/flag /mir.him)

o Jp.

HMayuats reorpauio B peyxuMe oHIANH MOMKHO Ha cailTaX, KOTOPLIE MOJY-
ynnan 06o6iennoe nasepanue reocepeucel Be6 2.0 (rpeu. [aia ~ Gosxectso,
onuneTropawmee 3emaw). [lonyaapueie reccepBncEL:

» Kaprte Google (http://maps.google.com) — cofepsuT KapThl ¥ COVTHUKO-
BEIe (hororpaduy 3emMHOI NOBEPXHOCTH, NPEJIOCTABIAET BO3MOMKHOCTH HU3-
MeneHus Macintaba npoeMoTpa ¥ noMcKa 0OBEKTOR;

» Google Earth (aurn. Earth — 3emnsa) (http://earth.google.com) — caiit, Ha
KOTOpOM npejanaraeTcs OeciaTHO [HONYUYHTh M YCTAHOBUTL HA KOMIIBIOTE-
Peé IporpaMmy, MOJEIHPYIOUIVI0 TpexmepHoe uaofparkeHue 3eMHOil mno-
BEPXHOCTH € BOZMOYKHOCTBIO BRIDOpA N IeTANBHOTO PACCMOTPEHUSA cIIyT-
HUKOBRIX (oTorpaduit m Kapr onpenenceHHoil TeppuTopun. OTnensHEE
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KOMIIOHEHTHI 3TOi NPOrpaMMel MOIEJIHPYIOT H300pakeHHe MPoLIIoro nJa-
HETHl, ODPeJIOCTABJIAKT CBE/IEHHA O /IHE H NOBEPXHOCTH oKeaHoB 3eman. Ha
caiiTe TAKYKE COMlEpIKATCH Buaeomarepuansl 06 wechnegoBaHum JIVHE M
niaaHeTsl Mapc;

» WikiMapia (http://wikimapia.org) — npoexT, koropenii coememaer Kap-
™e1 Google ¢ Texnonormeit BuxuBuxn (rapafickoe wikiwiki — GuleTpo-
OBICTPO) KOMIEKTHBHOTO CO3IAHKSA THIIEPTEKCTOBRIX JOKYMeHTOB. [lpoekrT
NPEAOCTABAAET BOZMOMHOCTE 0D03HAYATE HA KAPTE M ONUCHLIBATE 00 LeKTEL
3eMHOI TOBePXHOCTH

= Panoramio (http://www.panoramio.com) — goTocepsue, KOTOPBI NTpeLo-
CTABJIAET BO3MOMKHOCTE BArPYKATE HA caiT cobcTBeHHBIE (hoTorpadmu,
CBA3BIBAA MX C ONpejile/IeHHBIMHY 00BeKTAME HA KApPTE 3eMHOH NnoBepxHO-
cTH. Peanu3oBaHa BO3MOMKHOCTE NOMCKA OBEKTOB HA KApTe M ONpemese-
HUA HX MreorpauuecKiX KOOP/IHHAT

M 1p.

Boneimas nopbopka fONONHUTENBHBIX MATEPHAJIOB N0 PAZHBIM NPEAMETaM
copepxuTca Ha caiite Illkomeauk (hitp://shkolnik.in.ua) 8 py6puxe ¥ poxn.
YuebHUKHU ¥ IpYyTHe JUTePATYPHEIEC HCTOYHHKH B 3JIEKTPOHHOM BHJIE MOXKHO
HAHTH HA caillTaX aneKTpoHHEIX Oubiauorer, Hanpumep Bubanorexka yxpaun-
ckoit ymTepatypel (http://ua-lib.ru), BuGaworexa Maxcuma Momxkosa
(http://www.lib.ru) u ap.

Hexoropeie HurtepHer-pecypesl co/lep:xaT cpeiCTBA JUIA TeCTOBOM NMpoBep-
KW 3HAHUH YVYEHHKOR B pexxume ounaiin, Hanpumep Tectupopanme onjaiin
(http://testi.com.ua), Ilenrpanuaopannoe TecTupoBanue — online TecTh
nna aourypuentos (http://testirovanie.org), Tecrmamamusa (http://www.
testland.ru) u gp.

Jna noAroToBKY K YYACTHIO B OIMMIKAAAX, TYPHHPAX, KOHKYPCaxX H py-
TiX HHTEJJIEKTYaNbHBIX COPEBHOBAHMAX KENaTebHO HMeTh NoAboPKH 3a/1a-
HH, PEROMEHJIALMH TI0 PEINEHHIO M CHCTEMY NPOBEPKH NPABUJILHOCTH BEI-
NOAHeHWA 3a aHuii.

Hx moxcHO HalTH, HanpHMep, HA caiiTax:

* OPrapu3ATOPOB OMMMITHAT U KOHKYpcoB — Breykpamnckwuii IlenTtp onnm-
nuaja mkoasEHKos B Hutepnere (hitp://www.olymp.vinnica.ua/index _
ua.php?Ing=ru), IoaroroBka k ommmmmanam (http://olymp.mioo.ru),
E-Olimp Cucrema moaroroekn M nposenenus omummman (http://www.e-
olimp.com.ua), Mexnyunapoanas oauMnuana no ocnosam naye (htip://
urfodu.ru)

H Op.;

*  BHEINTKONBHBIX o6pasoBatenbHeIx yupesknenuit — Manas arkaneMus Haye
yuenwueckoi mogopexm (http://www.man.gov.ua), HaumoHansnbii
IKOJIONO-HATYPAJTHCTHYECKHH UERTp yJenHdeckol wmogopesxn (http://
WwWWw.nenc.gov.ua) i ap.

Insa obeyxneHusa CHOMHEIX YVUebHBIX BOMPOCOB MOXKHO ofpaunjaTscd HA
CalTHl, HA KOTOPHIX OPraHu3oBano obimenue yuutenei ¢ yuenukamu, Hanpu-
mep, Ha dopyme caiita HugopmaTuka ana seex (hitp://allinf.at.ua) coapan
pasgen [omome yyesmkam. Kpome Toro, B Karajore aiijJoB MOMXKHO HaTH
NOJe3HBIE NPOrPAMMEl H MATEPHANL! ANA MCIONL30BAHKA IIPH M3YYEHWH HH-
thopMATHEN,

B Hwurepuere pasMemeHo 3IHAYMTENBHOE KOMHYECTBO WHOAIBIYHBIX, B
Goneireit cTeneHH AHIVIOAIBINHELIX, 06PA30BATENLHEIX PECYPCOB, MATEPHAJIE]



MHdopmMaumoHHBIE TEXHONOMKN B ODYYEHWK

KOTOPBLIX MOTYT HCTONL3OBATHCHA NP N3yUYeHHN PAZHEIX npeameTor. Hanpn-
mep, caiit InternetdClassrooms (anra. classrooms — KIACCHBIE KOMHATEI)
(http://www.internet4classrooms.com) coaep:#uT G0ab11I0E KOAWYECTHO CCRI-
JIOK HA TAKHE DecypChl.

Ilonck obpazopaTensHex HATEpHET-pECYPCOB MOMKHO OCYILECTEAATL € HC-
NOAB30BAHMEM TEMATHYECKMX KATAJOrOB WM NMOMCKOBBIX cucTem. CewlLikn
Ha TAKHe pecypchkl TAKIKe coaepikarcs Ha caiitax Mumucrepersa obpaszosa-
Hua W Hayku Ykpaussl (http://www.mon.gov.ua), OGpaszoBaTeIsHOM NOpP-
Tane (http://www.osvita.org.ua), Oeceita.UA (http://osvita.ua), Buku
Oceita (http://www.eduwiki.uran.net.ua) u ap.

Be0-aHuMEIONeTHH

B HutepueTe mpeacTaBaeno Gonepmoe KoMudYecTBo Beh-onumerIonenmi
SHUHKJIONEIMIECKHX CJIOBAPel KAK 10 OT/eJbHBIM NPeiMETHRIM OTPacaaM,
TAK ¥ YHHBEDCAJBHBIX, OXBATHIBAIOIMX pPa3M4YHBIe oTpacnu 3uanwit. Ha-
npumMep, Ha caiite Bubamorerxa yxpaumnckoii awtepatypsl (hitp://www.
ukrlib.com.ua) pocrynna YrpawmHCKas JuTepaTypHan sHuuknoneams. Ha
caiite Hacturyra meropun Yrpanael Hanmonaasnoit akanemuu nays ¥ kpa-
unsl (http://www. history.org.ua) peanuszosan npoextr E-snunkmnonenms
HCTOPHH ¥ KDAMHEI.

OpxrumMiu U3 HAUGOIee HABECTHRIX ABNAITCA VHUEEPCANTLHEIE 3MIeKTPOHHEIE
annukaoneann Bukunenus (hitp://ru.wikipedia.org), Merasnuukaonenusn
EKupnina u Medgoausn (http://www.megabook.ru), Muposas undposasn 6uo-
muotera (http://www.wdl.org/ru) u ap.

Croboias mHoroassikosas aymnknonenus Wikipedia 6vsina ocHoeana B
ausape 2001 roaa. Ouna nocTpoena Ha TexHonoruu BuxmBuxm. Ha ocuose
aToil TeXHOMOrHH CO3NAIOTCH CBABAHHBIE MEXKY cob0l KOJNMEeKIIMH 3anucelt,
TAK HAZBIBAEMEIH KONJIEKTHBHBIH IHNEPTEeKCT.

I'napHag erpasuia pyeekoasbiyuoii Bukunenun umeer URL-agpec hitp://
ru.wikipedia.org (puec. 5.2). Ilo cocrosuno va uwoab 2010 rona Bukunenns
conepsana 6onee H60 Tric. cTaTEl HA PYCCKOM AZLIKE.
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MaTepHaabl SHIIMKJIONEANH CO3IAITCHA, VTOYUHAITCA M JONOMHAITCH VCH-
AuAMU BeeX enamonux. IlpH 5TOM OpraHM3aTODPE! SHIIMKJIONEIMH CAEAT,
yrofti B KaM/I0I CTATEE NOJABANACE HEHTPANLHAA TOYKA 3PEHHA, NPHBOJM-
JIMCH CCBUJIKM Ha nepsoHcTOMHUKH. Crarby BHEHneaum He ¥MET ABTOPCTBA
U MOryT cBOBOHO HCONL3OBATHLCSH .

Kaxpas ctates BUKHIeMMH BXOAMT B ONpeele sy kareropuio, Karero-
pHH OOEEHHAKTCA B TEMATHYECKHE pasfieNkl — MerakaTeropus. Beero seije-
neHo 11 ocHOBHBLIX pa3fienos, CCHIIKH HA KOTOPEIE TIPHBE/IEHE! B BEPXHei ua-
CTH TNaBHOH cTpaHMIlEl sHUMKIoneauu (puc. 5.3). Kasxnelil pasnen, oTiens-
HEIE TEMElI, KATENOPHH UMeT B BMxunmenum cBoM 3arnaBHbBIE CTPaAHWUIL —
nopransl. Iloprank npejHasHayeHk! U1 NPEAOCTABICHHA AOCTYIIA NOJAL3O-
BATENIAM K CTATLAM onpefencHHoil o6nacTH 3HAHHI U K JIOYePHKM NOPTARAM.
Beero nacunreiaerces 6onee 370 nopranoe,

Meorpadua Havks Cnopt
McryccTeo OfwecTeo Texuuka
McTopuA NepcoHanun OuNocodmA
My3eika Fenurda Bce
nopranl

Puc. 5.3. Paspens Bukmne agymmn

Tlosck HYXKHEBIX CTATEH MOJKHO OCVIIECTBJAATEH MYTEM NEpexoja 1no runep-
CCHIJIKAM B TEMATHYECKOM KATAMOre, BRIDHPAA HA3BAHUA COOTBETCTBYIOLIMX
NOPTaNoB, B aa(paBHTHOM VKA3ATENE€ N0 Ha3BAHHK CTATHH (THMIEpPCCHIIKA
¥raszarens A-) vau no kmouessiM crnoeaMm (none IMomex B Bepxuei uwacTu
crpaduisl). OT npocMmoTpa o/lHOM CTATHH SHIHKJIONENHH MOXHO NMEePeXoIHTEL
K MpOCMOTPY Apyroit, RRIOpaAR MUNEepeChHIKY, KOTOPAA B TEKCTE CTATEH BEIJIE-
JeHa cHHHUM [BeToM. Ecnu LBeT runepcecelIKn KPacHsIil, TO 3TO 3HAYUT, YTO
CTATHA, HA KOTOPYI NpeoJaraeTcsa Nepexo/i, emle He co3jlaHa. SJHAY0K [1?
PAMOM € FMIEPCCELIKOI 03HAYAET, UTO YKAZaHHLII MATEPHAN HE BXOJIHMT B pe-
cypcbl Buknmnennn, a HAXOAUTCA HA pYyruX Beb-pecypeax.

Tlocne Toro KAK HYXHAA CTATHA HANJIeHA, e MATEPHANBI MOXKHO COXpa-
HATE ¥ 00pabaTeIBATE TAK JKe, KAK 1 npu pabore ¢ pyrumu eeb-pecypeam.

BukMnenna Takike nNpefloCTABJAET JOCTYN K pecypcaM JAPYIrHX BHKH-
NpPOeKTOB, NEPeYeHb KOTOPEIX NPHEBEJIEH B HHXKHEH YACTH INIABHOH CTPAHMLIED
(puc. 5.4).
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Puc. 5.4. Popcreenqsie npoexty Bukuneawn

ITO TAKHE POSKTHL

¢ Buxucaosaps (http://ru.wiktionary.org) ~ MHOrOf3EIMHBIE CJIOBAPL CBO-
GOMHOTO HANMONHEHHUA, PYCCKOAIBIYHEI paspen npoexkta Wiktionary (ra-
paiickoe wiki — 6vicTpo, aura. dictionary — cnopaps). Cogep:xuT TONKOBA-



WHpopMauMOHHBIE TEXHONOMMK B ODYYEeHWM

HUA PYVCCKHX CJIOB, IePEeR0jibl CNOE M BBRICKAZBIBAHUI € JIPYIMX H3LIKOB.
BukHcIoBaph HaCUNTHEBAET OKOI0 250 TEIC. cTaTel;

* Buxnywedbsnk (http://ru.wikibooks.org) — orkpeiTas ceobontas 6ubnuo-
Texa yuebHOI nuTepaTypel — yueDHHKOB, nocobmii, HHCTPYKIUI ¥ T.H.,
KOTOPYIO MOXHO nononuaTs. Copepaxurt 6onee 500 yuebHMKOR;

= Buxurera (hitp://ru.wikisource.org) — pyccKOAZLIYHLI PASJIEN CETEROIH
oubnuorexn Wikisource (anrn. source — HCTOYHHK), B KOTOPO# pa3Mele-
HEI XV/03eCTEEHHBIE IPOH3BEIEHHA, HCTOPHYECKHE U JIPYTHE OKYMEHTHI,
CTATHLH, HCXOIHBIE TeKCTHI TPOTPAMM M T. 1. BUKHTEKA HACUUTEIBAET OKO-
ji0 95 TeIC. cTaTell;

» Burnumrataur (http://ru.wikiquote.org) — cobpanue MTAT HeTOPHYE-
CKHMX JIMI[, THTEePATYPHBIX H KHHOIEpPOoeB, KpbLNaTeix (hpas, KOTOPOe MO-
HO DONOJHATEL U pelakTuporaTs. Hacunteiraet ceuitne 5000 craTeii;

* Buxusuawm (http://species.wikimedia.org) — crobonuriit kaTanor 6GHON0-
rH49ecKHX BHJIOB, COJIEpIKAMHENH KJaaccu(PUKAIMIO UBOTHRIX, pAcTeHHil,
rpubop, 6akTepuii ¥ ocTanbHEIX hopm xu3uu. B npoexte okono 230 Teic.
CTATeMH;

» Buxusoroctu (http://ru.wikinews.org) — croboHEIE HOBOCTH, ITONONHAE-
Mble exxeIHeBHO nonaeaoeaTensavu Huatepwera. [lo maTepuanam HoBOCTEl
BEINYCKAETCHA aneKkTpoHHad BHKHrazera;

» Burucrxnan (hitp://commons.wikimedia.org) — cGopunk mepua-dainos
(uzobparkeHwil, 3BYKOR, BUJIe0) pa3HOil TEMATUKHM, KOTOPYVIO MOXKHO MO-
nonHATs. HacuutrieaeT noutu 7 mnu daiinon;

¢ Buxusepcuret (http://ru.wikiversity.org) — karanor GecriaTHEX yueh-
HBIX MATEpHANOB H HAYVYHBEIX pecypcoB A NOANEpHKH yueOHBIX H
HaY4YHO-Hceaenoparenbeknx npoekTor. Comepxut 6onee 850 crareit.
PaspuTHEe PYCCKOASKIYHBIX PAZIENOB BHKHIIPOEKTOR KOOPIMHHPYIOT Opra-

auaaiuy Mera-puku (http://meta.wikimedia.org) u Bukumenua P¥ (http://

ru.wikimedia.org).

JIucrannuonHoe odbyuenue

CospemeHHBIE TEXHHYECKHE CPEJICTBA CBA3H M NepejlauM JIaHHBIX CTAIM
OCHOBOI JIIf BO3HUKHOBEHUMA HOBOIl (hopMBI OopraHusaliuy obyyenus — amc-
TAHLMOHHOrO o0yuenus.

L Huemanyuonnoe o6y«wenue — 3To hopma opranMsaumu obydenmsn
e | ¢ nenons3oBaHHeM MHPOPMAUHOHHBIX TEJEKOMMYHMEALMOHHBIX
TEXHOJOIHIl, KOTOpEIe ODECNeYHBEAKT MHATEPAKTHBHOE B3aMMONEl-
CTBHE NpenofjasaTelieil H YYeHHMKOB HAa PA3HBIX ATanax O0yUYeHMA M

CaMOCTOATENEHYI0 pafoTy YYALMXCA ¢ MAaTepMaJaMi, pasMeleHHbl-
MH B CETH.

Takan ¢opma obyueHns noakHa 0beCcHeYUTH YUALEMYCH BO3MOMKHOCTD
BeIBOpA MecTa, BpeMEeHH 1 TeMia ofyueHus, noayuesue M yuebHBIX MATEpH-
anoB ¥ KOHCYJBTALMH OT IPeNno/iaBaTeNs, OCYIeCTBIeHHe KOHTPOJIA 38 YPOB-
HEM YCBOEHH A 3HAHMIL.

B ¥xpause cucTeMa HCTAHLMOHHONO 06yUeHHA BHEAPAOTCHA OT/eIbHBIMH
vuebHEIMHE 3aBeleHHAME W ODM3HeC-CTPYKTYpaMH Kak (popMa NoNy4YeHus BTO-
poro eeicurero obpasopaHns, NOBRIIEHUA KBaanduranny, obyueHnsa nepeo-
Hasua, opraEusanuy obyyeHus moneil ¢ ocobeiMu norpebHocTAME | T. 1. Pas-
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pabaThIBAIOTCH TEXHOJNOTHH WM CPelbl MUCTAHIMOHHOTO 00yuYeHH#A, KOTopbIe
OTAHYAKTCA QOPMOH NpeAcTABNeHU yueDHBEIX MATepHaJsoB, cnocobaMu op-
TAHUZAIMH KOHTPOARA yuebHOoro npoiecea u ap.

IIpoBoaATCA SKCNEPHMEHTE! M TIO IHCTAHIMOHAOMY OBYUEHHIO IIKOMBHI-
Kos. Hanpumep, npobnemuas nabopatopus AMCTAHIMOHHOrO obpasoBaHmMs
HannonansHoOro TeXHUYECKOr0 YHUBEPCUTETa « XADbKOBCKHI NONHTEXHHYe-
CKMil HHCTHTYT?» OTKDELIA NOPTaJ AMCTAHLMOHHOrO obyueHus JIMcTanumon-
Hele kypcsl HTY «XITH»s (http://dl.kharkiv.edu) n emecre ¢ OTnenom ucene-
AOBAHMA H NPOeKTHPOBAHUA obyuamwieil cpensl Uuetutyra mudopManmon-
HBIX TexHosoru# u cpencts obyuyenns AITH Vipauunl sHenpser npoexTt
Jucrannijine Hapuanna WKoAAPIB (YKP. ducmaryiiine HABYAHHA WKONADIE —
NucTaHIuoHHOe ofyuenne wKoOALHHUKOR) (http://2.ukrintschool.org.ua/
moodle).

B paMKax 3TOro NpoeKTa YYEHHKAM NPEAJAraeTca NPOXOMKAeHHe JHCTaH-
LIMOHHBIX KYPCOB 110 PAIHEIM IIKOJILHEIM IPEMETAM, OSHAKOMJIEHHE ¢ Teope-
THYECKHM ¥ HIJIOCTPATHBHBEIM MATEPHAJIOM, NPOBEJIEHNE TECTHPOBAHNA A
ONpeeNeHn s YPORHA yuUeOHEIX IOCTHXKeHHil. 3AperucTPUPOBATLCA JI1A yya-
cTH# B OpoexTe [IucTanuiiine HABYAHHA WIKOJADIB INA NPOXOMIEHHUA [HC-
TAHIHOHHEIX KypcoB MomxHO Ha caiiTe Tectnmopran (http://www.testportal.
org.ua/dls).

CobeTBeHHEIE TIPOEKTHE! ANCTAHIMOHHOrO 0ByUYeHMs [aA abMTYpHEeHTOR
npejaaraiT Cymckoit rocynapcersennsiii yampepceurer (http://dl.sumdu.
edu.ua) u apyrie BeIcHIMe yuebOHbe zasejienud. [lucrauiluondeie yuebunie
KYPChl OpTaHH30BaHEl Takxe Ha caiTax Jucranuiiini kypen (http://dl.kpi.
kharkov.ua), ¥kpaiacekuii inctutyr indopmaniinux rexnosnoriit B oceiri
(http://uiite.kpi.ua/ua.html) (puc. 5.5), O6yuenne g Hurepuere (http://
lessons-tva.info) 1 ap.
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Puc. 5.5. NepevyeHs ANCTEHUWOHHE KypCoB
ns cpeaHero o6pa3sosBaHus YKpauHCKoro MHCTUTYTa MHPOPMaLMOHHBIX TEXHONOTWA
e o6pa3zoBanHum



WudopmaumoHHLie TexHonomu B obyvyeHun

Opna w3 dopm aucTaHuMOHHOrO oOyueHmsi — yyacTue B BeGunapax
(aurn. web — nayTuua, seminar — ceMUHAp, KoH(pepeH M creruanucTor). Be-
OMHAp — 5TO «BUPTYAALHBII» CEMHHAD, OPraHHU30BAHHLI ¢ UCTIOJL30BAHHEM
Hurepuer-rexuonoruit. Bebuuape! nporoifiTeA B peyXHME PEANBLHOTO BpeMe-
HU KAK TeNneKoH(epeHIInH, B X0/le KOTOPLIX MOI'YT BbICTYIIATH AOKJIANMHKH,
JIEMOHCTPHPOBATLCA yueOHBIE MATEPHAJB] (IOKYMEHTBI, NPe3eHTALMH, BHIe0-
M AYIHOMATEPHAIELI, MYyJIbLTHMEJHIIHBEIE KYPCHI M T.0.), OCYIIECTBAATLCH
Onpoc, TECTHPOBAHKME U IpYIUe HHTEpAKTHRHELE hopmel paboTel. Xon pebuna-
pa MoxxeT OBITH SANMCAH U COXPAHEH A NOCAeVIOIero HCnoJabL30BaHnA B
TPAMUMIHOHHOM OYHOM M JMCTAHUMOHHOM yuyebHOM mnpouecce. Ha noprane
JIincrapuuonnsie Kypesl HTY « XITH» (http://dl.kharkiv.edu) npennosxena
noabopka sanuceil Be6MHAPOB ANA HIKOALHUKOB.

|, TTposepste ceba

1*. Ha kakxux pecypcax HuTepHeTa MOKHO NOIYYHTE HeOOXoaHMbIe yYebHkle
maTepuans? OxapakrepHayiiTe Hx.

2%, Yo Taxoe reoccepBrch? [IpeanomxuTe BOSMOMKHOE HCTIONB30BAHIE NEOCEPBH-
COB NpK HayYeEHH reorpadam.

3°. Kaxwune pecypchl HuTepretra MoryT 6LITE NOME3HLIMH NTPH NOATOTOBKE K y9a-
CTHIO B YUeHWYECHHX OMHEMIHATAY U IPYIrUX HHTENNeKTYANBHBIX COPEBHO-
Bauuax?

4°, HazosHTe H3BECTHERIE BAM CaiThl Beb-sHIHK NOTe M,

5*. Kaxkum#i cnocobamH MOMHO HANTH Hy:XHBle yiebHbie marepuansl Ha canTe
Buxunenuu?

6°. Kaxkne papsbie MOryT GbITE DOJNYYeHE! HA CANTAX BHKH-IIPOEKTOB?

7° Yro Taroe gHcTaHuHoHOEe 00yyenMe?

8%, OfbACHUTe NMPEHMYIIECTEA ANCTAHIHOHEOND 06pasoBanus MO CPABHEHHIO C
TpaIHHOHHEIM.

9°., HasopHTe HIBECTHBIE BAM [EHTPRI AHCTARITHOHAOTD 00pPA30OBAHMA.

10°. Yro rakoe pebunap? Kakue Buan yaeGHOE pefTelbHOCTH MOIYT OCYILECT-

BINATHCH B XoOe sebnHApa?

4 BeinonHure 3aaaHus

1*. OrepoiiTe rIaBHYI0 cTpaHHILY caitta MaTeMaTHYecKkHe sTHOabI {http: /waw,
etudes.ru). OsnakomMeTecs ¢ copepaxanienm pyOpHK JTogR1 1 MUHHATIOPSL.
Haiignre onucanne B usofpaiedie MPaABHIBHLIX MHOMOIPAHHEHKOE, SATIH-
IMHTe WX HASBAHHA H YWHCJIOBLIE XapaxkTepucTuki. OFbACHNTE, YeM MOTYT
BEITH NONe3HE! A8 BAC MATEDPHANEL caifTa,
Orxpoitte rnasuyio crpanuny caiira College.ru: dusmrka (http://physics.
ru/index.php). Onpegenure, KAKHe MATEPHANER] cajiTa MOTyT GEITE BAM I10-
nesusl NpH Heyueruw pusnke. Paccmorpurte B pyDpuke Mopeny wHTepak-
THERYI Mogeds JIudwpyaua razon. ObbpsacHUTe QHEHYSCKYIO CYVTh NPOLEMOH-
CTPHPOBAHHOTO ABJIeHHH.
3°. IloceruTe caiiT HanMoHANIEHOTO €KOJOTO-HATYPATHCTHYECKOTO LIEHTPA yae-
HUgeckoii monopexu (hitp://www.nenc.gov.ua) 0 BeIACHWTE, KAKHE KOH-
KYPCH JUIA MIKONBHUKOE GBLTH OPTAHH30BAHL B TEKYIEM yuebuom rogy.
10 4* Barpysute c caitta Google Earth (hitp://earth.google.com) GecnnaTuyio
BepcHo nporpamMmel Google Earth u sanycTuTe na ceoeMm Komneiorepe, Haii-
OHTe Ha MogesH Senid KapTy 1 hoTorpadhui Balneil MECTHOCTH H HCTOpHYe-
CHHX MeCT saimeil obiacTu.
5% OrkpoitTe rnasayo crpasuuy caiita Bupryanemnesi cnosaps (hitp://
velovar.org.ru). O3EaKoMeTech ¢ OpaBUaaMyi NoHcka gaiebix B Cnosape.

R
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HaiiguTe TonKOBaHWE ¥ ACCOUMATHBHBIE CBHSH TAKHX CJIOB: KOHQOpMUIM,
azopaghofiua, CocTapsTe aNrOpHTM HAXOIEAESHUS TOJKOBSHHA CjioB B BHay-
ANBHOM CIOBaApE.

6%, CpapHuTe 0coBEHHOCTH MOHCKA TONKOBAHKI CN0B Ha caiiTax Bupryansnsiii
cnoeaps (http:/ /vslovar.org.ru) m Busunemna (http: //ru.wikipedia.org).

7*. Henonvays Cnpasky seb-sauuxnonegnn Buxuneans (hitp://ru.wikipedia.
org), BeIACHUTE, KaKHe ecTh cnocoliel OLEeHKH KadecTBa (Harpag) martepua-
noB Bukmnenun. Haiigire cnucok mabpassbix cTaTell, BLIACHHTE HX KOJH-
yecTBO. [logroToerTe nHcbMeRnOe coobilenie, BRINOYHTE MATEDHAN OXHON
n3 nabpannabix cTareil 10 HCTOPHH.

8%, CpasuuTe pesysbTaThbl MOHCKE TONKOBAHWA CJ0Ba Oyaaea na caitrax Buxu-
nemis (http://ru.wikipedia.org) # Buxuenosaps (htip://ru.wiktionary.
org). OfLAcHITe, ¢ KAKOH eILI0 CTORT HCIONBI0BATL KaX Ikl H3 PECYPCOE.

9*. OrkpoiTe crpasuny JAucramyiinie nasgamnn. [lemornerpaiivsai ¢pparmentH
Kypcis caiiTa Cymckoro rocygapereensoro yuueepenTera (hitp://dl.sumdu.
edu.ua/demo). OsHAKOMBTECH C [IEPEYHEM HHTEDAKTHEHLIX CPEJICTB, PA3pa-
GoTarHbx aabopartopueil gHcraruMonHoro ofydenua. OnpepennTe ocoben-
HOCTH HCMONBIOBEAHMA NPOrPAMMHOTO CpefeTBa 10 XxumMuln OxMCIoBaILHO-
BiIHOBRNIOBANBH] peaxuil. CocTagbTe HHCTPYKITHIO IO €00 HCTO/MB30BAHIEO.

10°. OrkpoiiTe crpanuny noprana Jluerasnuonakie kypest HTY « XITHs (http://
dl.kharkiv.edu). ITpocmorpuTe 3anmchs eefumapa «CyuacHa yepaiHcbRa
niTepaTypa LIs CTAPIOKIACHHUKIRS

9.2. MNporpamMmmHbie cpeacTsa u3y4yeHus
MHOCTPaHHbIX A3bIKOB

f)" 1. Haaoswute U3BECTHBIE BaM pecypcel MHTEpHETa, KOTOPEIE MOTYT MCNONL30-
'@ | Barscs AnA obyveHns.
2. OnvwmTe XMIHEHHBIE CUTYaUWK, B KOTOPLIX BEM HYXHO 3HaHWE WHOCTPAaH-
HBIX A3LIKOB.
3. OnnwuTe NocNeaoBaTensHOCTL NEPEBOAA TEKCTOB C MHOCTPAHHOTO R3biKa
Ha PYCCKMIA; C pYCCKOM0 HA MHOCTPaHHBLIA.
4. Kakve Tune Chosapei sam M3BecTHH? KakoBo Mx Ha3Ha4eHne?
5. Yro rakoe dopymu? Kak npuHaTe ydactue B obcyxaeHusax Ha opyme?

DNeKTPOHHBIE CJA0BAPH

Cospemenroe ofilmecTeo TpebyeT OT UenoBeKa 3HAHHA HHOCTPAHHBIX A3BI-
KOB Jinsa ofieHus ¢ NpeJICTABMTENAMY APYIHX CTPaH, YMeHus paboTaTh c
HHOA3KIYHEIMH JOKYMEHTAMH, NOHUMAHHA CMBICJIA AV/IHO- W BWIEOMATEpPHA-
nos 1 T.n. OBnaeEne AIBEIKOM JAPYroil eTpaHEl NPEINONaAraeT YMeHHe NOHH-
MATH M BEICKA3BIBATHCA YCTHO M B ITHCEMEHHOM BHJIE HA 9TOM AJBIKE.

Ha ypokax MHOCTPAHHOIO A3LIKA, NPH YTEHWH HWHOA3BIYHBIX TEYATHRIX
MATEDHATIOR, B Xofie ODLIEHUSA Bhi MNONOJAHAETE cBOii cropapHelil aanac. Ho
3HATHL NEPEBO/] BCEX CJIOB UYIKOro #3LIKa HepeansHo. Tak, 1o NaHHBIM aMepH-
KaHCKoIl uHreucTHYeckoll komnanuu The Global Language Monitor (aura.
the global language monitor — rnobansueliil mouuTop saeika) (hitp://www.
languagemonitor.com/no-of-words), s wione 2009 roga KOMUYECTBO CJIOB B
AHTNHHCKOM A3BIKE JOCTHIN0 1 MAH B NONoaHAeTeH exxe/lHeBHo 15 HoBrIMY
CJIOBAMH.

IIpu nepeBojie TEKCTOR € PYCCKOTO A3LIKA HA HHOCTPAHHLII M HA0GOPOT BEI
[PUBLIKIA NONB30OBATHCH CAOBAPAMM, YTOOK! HANTH NepeBo/] OTAENLHEIX He-



WMrdopMmaLmoHHbie TeXHONOMMK B 0BydeHnH

HM3BECTHRIX CJ0B. JTA KPONOTINEAA paboTa MoKeT ObITE YIPOIIEHA, eCJIN HC-
NOJB30BATE 3JIEKTPOHHEIE CJIOBAPH.

Ilns norpebHOCTEil nepeBojia paspaboTaHbl CHEHATBHBIE AJEKTPOHHEIE
CJIOBAPH € oUpejeeHHOl napoil A3LIKOB: ¢ KAKOIO A3SBIKA OCYIECTBIHETCH
nepeBos ¥ Ha KAKOH A3kIK. 9Ta napa A3bIKOB ONIpefie/IAeT TAK HASLIBAEMOEe Ha-
npasneHne nepepoga. CroBapH MOryT colep:aTe cnosa olijeil NeKCHKEn —
YHHBEpCANbLHBIC CHOBAPH HIH CHEUUANBHYH TEPMHHOJNOIHI0, KOTOPas HC-
NOJIB3YETCH B OTAeNBHEIX OTPACIAX NPOgeCCHOHANBHOH IEATENEHOCTH, — Clle-
HATHZHPOBAHHEIE CIOBAPH.

B nporpaMMax-cloBaApAX JUIA IepeBoja MOryt ObITh yCTAHOBJIEHEl He-
CKOJIBKO CIOBAPHBIX 083 JAHHBLIX, YHUBEPCAIBHBIX U CHELHANUZHPOBAHHBIX,
¢ pA3SHBEIMH HANPABIeHHAMH nepesoaa. CoBpeMeHHEle 2JIeKTPOHHEIE CIIOBADH,
KaK MPaBHJIO, MPEeIOCTARIAIOT I0JIL30BATENI0 TAKHEe BOZMOMKHOCTH:

» pLIOMpaTh HANpAaBJEeHHE NepeBojsa W3 Habopa ASBIKOB, CI0OBAPH KOTODBIX

COJIEPIKATCA B TpoOrpaMme;

s pRIOEpaTE TpodecCHOHAIBHYIO OTPACIE JIJIA MOMCKA MepeBo/ia B CIIeIHATH-

SHUPOBAHHOM CJIOBADE;

s  HAXOAMTE NePeBOJikl CJIOB WJIH CJIOBOCOYETAHMH C OJJHOrO A3LIKA HA APYroi

M MX TPAHCKDHIIIHH;

*  NPOCAYIIHBATE O3BYYHBAHHE MEPEROJIOR CJIOB;
* JONOJHATE CJOBAPHYD 6asy AaHHBIX coOCTBEHHBIMM BAPHAHTAMH IEDEBO-

JOB;

* YCTAHABIHMBATH JOMOJHHTENLHBIE CIOBADH
| Ip.

DNeKTPOHHBIE CIOBADH MOrYT ObITE YCTAHOBJIEHE! HA KOMITBIOTEPE NMOJIB30-
BaTend, HA Kapmansom [1K, emaprdone, mofunseoM TenedoHe HIN pasMe-
1maThecA Ha Beb-caliTax — OHNAHHOBEIE CJOBAPH.

IonynApHLIMH ABJAKWTCA nporpammbi-ciosapu ABBYY Lingvo, PROMT
VER-Dict, ¥JIHC, Myastaunexc, Polyglossum u ap. Onnaiinoesie cnosapu
[OCTYIIHBLI, HATTpHMep, Ha cafitax Cnosauk (http://www.slovnyk.org), Cno-
soneaua (http://lang.slovopedia.org.ua), Cnosmena (http://slovnenya.
com), LingResUa (http://lingresua.tripod.com/online), MyasTHTpan
(http://www.multitran.ru), Ha NOMCKOBRIX M NOYTOBHIX cepBepax SxHmewc
(http://lingvo.yandex.ru/ru), Mail.ru (http://multilex.mail.ru) u gp.

[lepeBoji TEKCTOE C HCTIOJNB30OBAHMEM SJIEKTPOHHLIX CJIOBApeil He OTnIHYAeT-
CA OT BRINOJIHEHHA 3TOT0 BAJAHWUA ¢ UCIOJBIOBAHHEM ITEYATHOTO CJIOBAPH.
Kaxcgoe clioBo HIH CJAOBOCOYETAHHE TEKCTA, NePeBol KOTOPOro HYMKHO OIpe-
JIEJTUTE € MCIONB30BAHNEM BJIEKTPOHHOTO CJIOBAPH, HYIHO ITEPEBeCcTH OT/IENb-
HO. HYane Bcero HCNoJb3YeTCA TAKOH AJNrOpPHTM ITEpeBo/Ia:

1. 3arpysHTh CIOBADL HJIM OTKPBITE Be0-cTpaHMILY OHNAMHOBOIO CNOBAPH.

2. HacTtpouTe CHOBApPE HA HCNOJBIOBAHME HeoOXOMMMOro HANDABIEHHA

nepeBoja.

3. Beectu B COOTEETCTEYIOIIEE IoJie CJIOBO MIIH CloBoCOYeTaHMe, KoTopoe

HY¥HO I€PeBecTH.

4. BuOpars COOTBETCTBYIIYVIO KHOIIKY I HAYAIA NepPeBOIA.

Hanpumep, /Ui nepeBofia cJI0Ba ¢ HCIOJI30BAHMEM OHJIANHOBOrO CJIOBADSH
MyneTHTpaH HYHO HA INMABHOH eTpaHine BHOPATE B CITHCKE ASKIK [JIA Tepe-
BOJiA, BBECTH CJIOBO B COOTBETCTBYOIIee rone 1 BuiOpate kronky Iomcek. Ba-
PHAHTHI TepeBoaa cjoBa OyayT orobpaixkeHsl HA cleayiolei cTpanuie (puc.
5.6). Kaxxioe cnoBo B NONYUEHHOM CITHCKE ABJIAETCH MMnepeckUIkoil, BeOpan
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F.P‘ KOTOPYI0, MOHO TOJYYHThH BCE BAPH-
i 4. - .- =+ @HTB TNepeBofa yixe B obpaTHOM Ha-
() wmmmran  TeEn - Sesoins Tt | ONpaBNeHWH.
. B HEKOTOPBIX BJIEKTPOHHEIX CJIOBA-
T T N )
— G PHX DOHCK HY#HOI'O CJIOBA BRINOJHA-
e e e L eTCH ¢ HCIONb30BAHHEM al(paBHTHOIO
ey et e ) e VKABATENA, AHATIOIHYHO TOMY, KAK 3T0
B e OCYLIECTBIASAETCH B TEYATHOM ClIOBADE.
i om—e= o ==" .= | BoaroM cnyuae nepesos GyaeT monyden
T o cpasy nocse BelfOpa HY;KHOrO CJI0BA B

i -| mepeuHe cnoB.

II aMMEI-IIePeBOIYHKH
Puc. 5.6. HaxoxaeHwe nepesoaa cnosa porp DORDIvIE
C UCNONL30BaEHWEM DHNAWHOBOMD cnoBsaps HE]’}EBD.EL TEKCTOB ¢ HCIIONMBIOBEAHM-
MyneTuTpaH €M ITPOrpPaAMM-CIOBADPeil ABNAETCH KPO-

OOTAUBLEIM JIEJIOM, B XOJe HKOTOpOro
NOJIBL3OBATENO TPHXOAUTCA CAMOCTOATENBHO 00palaThiBATE KAMIOE CJIOBO M
NpeioieHNe TeKCTA. ¥ CKOPHTE H ABTOMATHS3HPOBATE IIpollecc IEpPeBofa
MOIHO ¢ HCTIOJIB3OBAHNEM NPOrPAMM-TIEDERBOIYHKOE.

] ITpozpamma-nepeoduux — 5T0 NMporpamMma, NpeIHASHAYEHHASN
® | JNA ABTOMATHYECKOro NepeBo/ia TEKCTA ¢ OTHOrO A3LIKA HA JIPYroii.

B ornuune or aneKTPOHHEIX cNoBaApeii, TporpaMMEI-IeperoJuYHKH o6paba-
TBIBAIOT HE OTAEIbHLIE CJIOBA WIH CJIOBOCOYETAHH, & Lesblil TeKeT, ¥ pesylib-
TATOM Takoil 06paboTKH ABJAETCA CBASHLIN TEKCT HA IpyroM saasike. Pabora
NpOrpaMM-IIepeBoAYNKOE DABHPYETCH HA MCIIONMB30BAHHH aJIEKTPOHHBIX CJIO-
Bapeii. Kpome Toro, B HIX peanisoBAHEI ANTOPHTME IJIA COTJIACOBAHHMA CJIOB
B TTOJIYVYEHHOM TEKCTE B COOTBETCTEHMH C MPABMJIAME A3LIKA, HA KOTOPEIH ocy-
LeCTBAAETCH NepeBO.

IIporpaMMEI-HepeBOAYHKH OTAHYAKTCH KOJHYECTBOM SJIEKTPOHHBIX CJIO-
papeil, HCOIONB3YEMBIX AJA OCYIECTBIEeHNA IePeBojla, ANrOPHTMAMH ITePeBOo-
ha, 00'beMOM TEKCTA, KOTOPBIM MoeT ObITE TEpeBelleH 38 OJHH CEeaHC H T.1I.
HeroTopele B3 5THX OTpOrpaMM HMEKT MOAYJIH, BCTPAMBAEMBIE B ITPOTPAMMEI
naketra Microsoft Office u npegnasHadens Ans nepeBoga TEKCTOR B OKHE TEK-
CTOBOro npotieccopa, cucreMs! obpaborky npesentanuit v ap. Ilonynapabive
nporpaMMaM#-nepesofuuKaMu  aeiasaiTcds Pragma, PROMT Translation
Suite, Language Guide, OMEGAT, MetaTexis, WhiteSmoke Translator,
SDL Trados Studio u gp. Kpome Toro, Kak ¥ cloBapH, mporpaMMEI-TIepe-
BOOYHMEKH MOTYT pasmMenjaTsca 5a peb-cafitax. Hanmpumep, yeayria MamMHHEOTO
nepeBona npefocTabisoT caiitel Ilepexknmanau ommaiim (http://pereklad.
online.ua), PROMT Translator (anrn. translator — nepepogunk) (http://
www.translate.ru), Ilpoxaur O®HC Online (http://www. prolingoffice.
com/services/translate#translate), Ilepesogumk u oHIaliH nepesox oT
Tpaiinent Codrreep (http://www.trident.com.ua/ru/translation/on-line),
Freetranslation.com (aurn. free — cBobGogmwiii, translation — mnepesox)
(http://ets6.freetranslation. com), nmowmekoBmiii mopran Google (http://
translate.google.ru) u gp.

ObpaboTKa TEKCTOE € MCNOJIB30BAHHEM NPOrpaMM-TIEPEBOJYHKOE MOMKET
BEIOJIHATECH 110 TAKOMY AJITOpPHTMY:



WudopMaLMoHHBIE TEXHONOTMK B OBYyYeHnH

1. 3arpysuTs NporpaMMy HIH OTKPLITE BeO-cTpaHMIY OHNallHOBOTO Mepe-
BOOTYHKA,

2. HactpouTs napameTpe! nepesona (BeIOpaTs HANpaBNeHWE [epeBoOja, Te-
MAaTHKY CIIOBAPHON JIeKCHKH).

3. BeecTH WK BEIENIHTE TEKCT VLA [IEPEeBoa.

4, TogaTe KOMaHAY AJA HAYANA ABTOMATHYECKOIO epeBoja.

5. CoxpasuThk pesynbTaT NEepeBola NI CKONHPOBATh NMOJYYeHHBII TeKCT

B HOBBIII JOKYMEHT.

SamemuM, UTO B PeayJibTATeé ABTOMATHUYECKOTO TEPEBOJA TEKCTa MOTYT
BOBHUKHYTE OIIN0KH, CBA3AHHLIE ¢ HEIIPABMJIBHBIM HCIIONL30BAHNEM IIepeBoO-
JIOB MHOTO3HAMHBIX CJIOB, C COMVIACOBAHHWEM CJIOB B CAOMKHEIX NPEAIOeHHAX
# T.11. JIna pcnpaBnenns ommGoK HYIKHO BHUMATENLHO NePeYNTATH TEKCT
MEepPeBojia, MCHPABUTE PLIMOKH, NpH HeoOXOAMMOCTH BOCIONBIOBATHCA AJIeK-
TPOHHEIM ClIOBAPEM.

PacemoTpuM, KAK BEINOJIHASTCH NEPEBO] TEKCTOB ¢ HCIIOJNL3OBAHHEM MPO-
rpamMel Pragma 6.x. O3HAKOMHTENBHYI0 BepCcHIO 3TOi mporpaMMbl MOMKHO
monyunTs Ha caidTe ¢ URL-agpecom http://www.trident.com.ua/ru/
products/download. ITporpamMmmMa HMeeT cloBapH YEPaHHCKOI'D, PYCCKOTI0, AH-
rIMiicKoro, HeMeNnKoro, (paHIlyacKoro, NOJABCKOT0, KASAXCKOTO M JIATHILI-
CKOr0 A3LIKOB ¥ CPEICTEA IJIA ABTOMATHYECKOIO OllpeleNIeHHA A3LIKA TEKCTA.

Ommu u3 moayaeil mporpammel — Pragma Monitor — npenHasdHadeH njia
IlepeBojia TEKCTa, KOTOPEI cogepxuTea B Bydepe ofmena onepaumonHoil cH-
crembl. [locne sanycka nporpaMMel 8 Of8nacTH yBegOMJIEHME NOABIAETCA

3HAYOK 3§.

Ilns nepepoga hparMeHTa TEKCTA HYIKHO:

1. OTKpBITE IOKYMEHT, TeKCT KOTOPOTO HYXKHO NepPEBecTH, B OKHe COOT-
BeTCTRYIOLIEH MPUKIaAHOI IporpaMMe! (TeKCTOBOTO IIpolleccopa, Gpay-
Jepa ¥ T.IL.).

2. BoiieanTs B OKHe IIporpaMMsl (JParMeHT TeKCTA A/ IepeBoa.

3. Buibpats kKomaunay BeIcTpeIil MepeBoX B KOHTEKCTHOM MeHN 3HAYKA
Pragma Monitor e Of6nacTi yBegomIeHMii.

4, CronupoBaTH BRIJeNeHHEIH dparmenT B Bydep ofmena.

9. Ilpocmorpers mnepesox B oTHKpeiBLIEMcH okxkae Pragma — Fast
Translation (aura. fast translation — GelcTpolil Iepesoa) (puc. 5.7).

6. BuiOpate kHOnKy Konuposarts.

7. 3aKpBITHL LK CBepPHYTH 0KHO Pragma — Fast Translation.

8. BeraBuThk TexeT nepesoga ua Bydgepa ofmeHa B TeKCT JOKYMEHTA.

Ecawm nporpaMMa HeKOppPeKTHO oIIpefie/lifia HANpPABJIeHUEe MepeBofa, To
Hy»#HO B Ctpoke coctoauna okHa Pragma ~ Fast Translation BeiGpaTe A3BIK
Nepeesoja, KOTOpeIH Onpejesed HENpPABWILHO, M3 OTKPLIBIIErOCH CHHCKA
A8LIKOE BRIOpaTE HeoOXoAHMEIH H NOBTOPHTE AMTODHTM IIEpeBOJa.

DopyMEI NepeBOTYHKOB

Ecsu npun nepeeojie TeKCTOB BOZHHMKAKT TPYAHOCTH, A YCTPaAHEeHUA Ko-
TOPLIX HEJIOCTATOYHO 3HAHWI NepeBoa OTAEeNBHEIX CJA0B MK IPABM IIOCTPO-
eHHSA MpeilodeHuii, IIPH KOTOPLIX POrpaMMbI-IIePeBOIYNKH IpeaaaraioT
HEKOPPEKTHBIN Nepesoj, To MOMXHO 00paTHTLCH 3a MOMOLIBI0 M IOCTABATE BO-
npoc Ha gopyme nepepogurkos. Kpome Toro, npoeMmorp obeysxpenuii Ha go-
PYMAX H YYACTHE B HHX CcnocoOCTBYeT Ny4IneMy NOHMMaEWI0 ocobeHHocTeld
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Puc. 5.7. Nepeson hparmeHTa TEKCTA C MCNONL30BAHWEM
nporpamme Pragma

nepepojia TeKCToB., B xone anckyccuit Ha dopyMmax obcyiJIaKTCA BONPOCH
nepepoia cnenuduueckoil npodeccHOHANLEHON TEPMHHONOIHH, TOHKOCTH Ne-
PeBOAA JHTEPATYPHLIX nponspegennii anAa cobawaesna ABTOPCHOTO CTIJA,
yrnorpelnesue HopooOpasoBaHHBIX CJIOB, NOCNOBHIL, ¢dpazeonornyeckux obo-
pPOTOB H T. 11,

AxTHBHEIE ODCYIKIEHHA NPOBOAATCA Ha ¢opymax nepesogunroe PROZ.
com (http://www.proz.com), l'opoa nepesomunkor (http:// trworkshop.net/
forum) u gp. IlonynaApHEIMK ABNATCA Pas/ie/bl MEPEBOAYHKOE Ha opyMax
CJOBHHE.HET (http://forum.slovnyk.net), Domivka.NET (http:// forum.
domivka.net), Mornassckmii popym (hitp://www.bo.net.ua/forum) u gp.

Ha crpaunne ¢ URL-agpecom http://izabuta.narod.ru/resources ua pas-
MEIeHO MHOTO TIOJIe3HEIX CCRLIOK HA PECYPCH] AJA NepeBOJYUKOB, VUHTENei
H TeX, KTO U3Yy4YAeT HHOCTPAHHBIE ASHIKH: BJIeKTPOHHBIX Ombinorek, cnosa-
peii, sHIMKJIoNennit, GopyMoB, NporpaMmMHoro obecreyeH s 1 T. 1.

MyasTHMeIHITHEBIE KYPChl H3y4eHHA HHOCTPAHHBIX A3BIKOB

SHAHHE WHOCTPAHHBIX ASBIKOB MPEIVCMATPHBAST HE TOJBKO YMeHHe I'Da-
MOTHO NEPEBOAHTE TEKCTH, HO M NOHHMaHie YeTHOH peuH, yMeHHe BRI DasKAaTh
cobcTBEeHHOE MHEeHHe, IPHHUMATE YYACTHE B AMANOraX B pasHEIX cipepax ob-
oeHud. Ilna dopvmuporaansa Takux ymennit nenecoofpasHo HCNONB30BATH
MYJBTHMEIHITHBIE KYPChl H3YYeHHH WHOCTPAHHEIX HILIKOB. CymecTByOT
MYJETHMeIHHHEBIE KYPCHI, TPelHASHAYEHHEIe 1A YCTAHOBKH HA OTAEJILHOM
HOMITLIOTEDE, HA KOMIBTEPAX, 00beIHHEHARIX B JIOKAJILHYE) CeTh, HJIH A
HCITOJIL30BAHMA B II00ANEHEIX CETHX.

Henonsays ayieKTpOHHBIE CPEICTBA M3YUEHUA HHOCTPAHHBIX A3LIKOB, V4e-
HHUK B aw0boe ynofHOe ONs8 HEro BpeMsa MOMeT He TOJBKO NPOYUTATEH TEKCTO-
BRI MaTEpPHAN, HO H NMPOCNYIIATE AYAHO(DPArMeHT HA HHOCTPAHHOM fA3LIKe,



WrudhopmaLmorHbie TexHonormu B obyyernu

MPOCMOTPETE BHIEO3ANHCE, BRIMONHUTE MTHCEMEHHOS YIPAXHEHUE H MpoBe-
PHTH NPABHJILHOCTD €I'0 BBITIOJIHEHHA.,

I[MpuMepaM# MyJIbTHMEIHHHBIX KYPCOB H3VYEHHA HMHOCTPAHHBIX ASBIKOB
apnaioTca Happy English (anrn. happy English — cuacTnmBeIi aHraHiicKuil),
Bridge to English (anrn. bridge to English — MocT K aHrMHIHCKOMY A3LIKY),
Huocrpapneii (anramiickmit) fseik. Ofmwaemcen no-anrmmiickn, Hroctpan-
Hana JuTepatypa. 10 knmace, camoyunTenu Espanol Platinum Deluxe (veman.
Espanol — nenanckuii agwik, anra. Platinum Deluxe — pocKoInHEIHN NIATHHO-
Beiit), Deutsch Platinum (uwem. Deutsch HeMenkuil ssnik), Francais
Platinum DeLuxe (¢p. Francais — ¢pannysckuii Asbik) | ap.

B nporpammuom cpepcree Huocrpanusni (anrawiickmnii) aseik. O0waemcs
MO-aHIMHIHCKH BeCck MATEPHAI NogeneH Ha 30 ypOKOB, KOTOPEIE OTEEYAIOT Te-
maM 10-ro knacca. YpoKH COCTOAT U3 HECKONBKHMX YACTEH, KOTOPLIE HASLIBA-
T aranami. Kamaeiii oTan npeycMaTpHBEaeT BEITOJIIHEHWE OTIEJLHOI'O 3a/14-
HHA — NpOCAYIIATE AYJAHO3AITHCE U JATH OTBETHl HA BOIIPOC, pacnpeleNHThb
H300paxeHue 10 TPYNIAM, COEIHHHTE COOTBETCTBYIOLHE YACTH NpEeINose-
Huii ¥ T.n. HanpuMep, npe BeINOJHEHHHM B XO[e YPOKa 3a/|laHHH, KOTOpOe
npeaycMatpusaeT Beibop 6J1107 HaunoHANBHOI GpHTAHCKOM KYXHH, OKHO MPO-
rpaMMbel HMEET B, TPHBEIeHHBIH Ha pucynke 5.8, [locne Brmonrenus sa-
JAAHWUA MOMKHO OCYIIIECTBHTE IPOBEPKY NMpaBMJILHOCTH €ro BRnoaHeHn . Ecan
3aJIAHKE BRITIDJIHEHO HEMpPaBWJIBHO, MOMHO HCIPABMTE ONHOKH ¥ OCYINecT-
BHTEH MOBTOPHYIO IPOBEPKY.

Hpyroii Bug MyneTHMeIMHHBEIX KypcoB — Kypeel B cetd Hureprer. Kypent
B UuTepHeTe MeHbIlle OPHMEHTHPOBAHE! HA INIKOJMBHYIO NPOTPAMMY, HO MOTYT
ORITE MOJIE3HBIMH JUIA CAMOCTOATEIBHONO H3VUYEHHHA npeamMeTra. [Ipenmymie-
CTBOM OHJANHOBBIX MYJBETHMEIUIHBIX KYPCOB ABJIAETCHA HX AOCTYIHOCTE C
noboro KoMnelOTEpPa, MMenilero goeryn K MurepHeTry, BOSMOMKHOCTE IpO-
MOKEeHHA YPOKOB NpH paboTe ¢ ApYrHM KOMOBIOTEPOM, MOJIYYeHHE KOHCYIb-
TALHII CIEIHATHCTOR, B TOM YHCJIE H HOCHTeNel ASKIKA | T. .

¥por  The Greatl British Restouwani

Conversation Warm-up
Look al the pictures and thok off
those which may represent

British nabmpnal dishes. Say what
makes you think so.

[YENTT TN [

Puc. 5.8. Bua okHa nporpamms MHocTpaHHbli (aHrnnitckwii)
A3kK. OBuwaemca No-aHrnutckn
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HasoseM oTZeNIbHBIE MYJILTHMeINIHbEIE H HHTePAKTHBHBIE KYPCH H3yye-
HHA HHOCTPAHHEIX H3LIKOB, KOTOpLIE MoxHO HAHTH B MaTepHeTe. VpokH aH-
TAHCKOTo, PpaHnys3cKkoro, HEMelKoro, HCIAHCKOTO A3bLIKOB, TeCThl M HIphI
OHJIAHH AocTynHE Ha caiite Study.ru (asrn. study — mayuenune) (http://www.
study.ru). Mynerumeguiinsie Kypcbl AHIVIHICKON0 1 HEMEIKOro S3bIKOB OH-
naiiH — Ha caiTe Astropolis (http://www.astropolis.net) u ap. Kypen an-
IHHCKOro, HeMenkoro, QpaHIyscKoOro, MCHAHCKOrO ASLIKOB, HA KOTOPLIX
NpenJaraeTcd BBINOJHEHHEe TEecTOBBIX 3aJaHVil ¢ OHJalHOBOH npoBeproi
NpPABHJIBHOCTH BEITTOJIHEHUA, coflep:xaTcd Ha caiitax Jinarea Knace (http://
linguaklass.org), Language Link (aurn. language link — A3BIKOBas CBA3L)
(http://www.languagelink.ru) 1 ap. MusEH-TecT no asraUiiCKOMY H3BIKY
TOEFL (aurn. Test of English as a Foreign Language — nposepka aHIIHii-
CKOro #3LIKA HAK WHOCTPAHHOI0) ¢ OHJIafHOBOH IMpOBREPHOH MOXKHO MPOiiTH,
Hanpumep, #Ha caitre Kymwurm (http://education. kulichki.net/lang/toeflon.
html).

\  Tiposepbte cebs

e

1°, Y7o taxoe anexTporHbill cnopape? Kakux Tunoe oay Guieawt?

2*. Kakue BOIMOMKHOCTH MOrYT NpPefOCTABAATE NOJLIOBATENRAM EKTPOHHBIE
crnoBapu?

3°. HasosuTe M3BECTHLIE BAM M€K TPOHHEIE CIOBADH.

4*. ChopmynupyiiTe AJropHTM NEepeBoja TEKCTA C HCIOIL3OBAHKMEM AJeKTPOH-
HBIX CIOBADEL.

5*. Y7o Takoe nporpamma-nepepofuuiK? YTo BXOOUT B COCTAR TAKKHX MIporpamMmm?

6°. HazopnTe M3BECTHEIE BAM NpPOrpaAMME-TEPEBOTYHIIH.

7*. ChopMmynupyiiTe aqropeETM HDepeBOms TEKCTA ¢ HCIOJILIOBAHNEM NPOrpaMM-
[E€PeBOAMMKOR.

8*. C uem cepazana noTpefHOCTE B PEOAKTHPOBAHNH TEKCTA MEepeBoaa, MoJyYeH-
HOIO B PE3YIILTATE paboThl NPOTPAMMEI-IIePeBOIUHKA T

9°. Hasopure ngpecTHRe BaM (OpYMEI nepesofunkos, Kaxne BOnpock! HE HUX
MoryT obeymaaTeesn?

10*. Kaxwpe MmynasTHMeAHITHEIe MATEPHANLI MOryT GLITE BRIOYEHB! B Nefarornye-
CKHE TPOrPAMMHEIE CPENCTEA M3IYYEHHS HHOCTPaHHBIX sA3bikoB? Kakosa
Lenk UX UCTIONLAOBAHNAT

11*. Kaxwme fpyHRUMM BEINOJHAKT MefarornyecKie NporpaMMeLle cpeicTea H3y-
YeHH si HHOCTPAHHBIX A3LIKOR?

12°. HazopuTe M3BECTHLIE BAM OHJIAIHOBLIE MyJABTHMEINIIHEIE KYPChl HA3YUEHHHA
HHOCTRDAHHEIX ASEIKOB.

% BernonHure 3cpaHus

1°, BanycTHTe HE BRIMOIHEHHEe MpOrpaMMy-choBgpb. (OSHAKOMBTECH € HHTEp-
deiicoM OKHA NporpamMmMbl. BuIfiCHITE HA3HAYEHHE €€ HIEeMEHTOB yIpaBje-
nua. CocTaseTe X oNMHCaHKE,

2*, IlepesennTe, HCMOAB3YH NPOrPAMMY-CA0BADE, HA HHOCTPAHHBIN AGBIK, KOTO-
puIii BRI H3yuaeTe, CAoBa: yvelnuk, yvela, ungopmamura, nepesodyur. Jlna
BCEX JIM CA0B Bel HAAW nepeeof? [lepesegute nonyvdeHHE® CAOBA ¢ MHO-
CTPAHHOTO A3biKa Ha pycckuil. Coenagaer nu nepeson B ofipaTHOM HANpas-
JIEHHUM € HAYAIBHBIMH CJA0BAMH !

3*. Barpyaure ¢ caiita [Ipomuar OPHC (http:/ /www.prolingoffice.com) oana-
KOMHTENbHYH BepeHo cnoeaps ¥JIHC, VeranopuTe ero Ha BAINTEM KOMITEIY-
Tepe. O3HAKOMBTECHE ¢ HHTepheiicoM, BRIACHHMTE HAZHAYEHHE JNEMEHTOR
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ynpasnenus. IlepesenuTe Ha MHOCTPaAHHBI A3LIK, KOTOpDLIH BRI H3y4daeTe,
cnoBa: deop, Kpeiasvyo, suling, kaluna, lepesegute MonyUeHHBIE CTOBA C
HMHOCTPAHHOIO A3LIKA HA pyccknil. CoBnagaeT i obpaTHLL nepeson?

4*, Haiigure ¢ HCNONL3OBAHHENM NPOrpaAMMEI-CJIOBAPA M OHMANHOBOMO CIOBADH
nepenoj CNOB &HINMICKOro mamKa: resist, pressure, motion, equalization.
CpaeunTe noayyeHHble NepeBobl.

5°. BanycTuTe HA BHIOJHEHNE nporpammy-nepesof4uk. OsHaxoMeTECE C HH-
TepdeilcoM OKHA NporpaMmMel. BeIACHHTE HASHAMEHHE €€ 3IeMEHTOB VIIpaB-
nesus. CocTaBpTe HX ONMHCAHNE,

6°. Barpysure ¢ Beb-ctpanmiu ¢ URL-agpecom http://www.trident.com.ua/
ru/products/download osHaxomuTenbHYI Bepcuio nepesogydrka Pragma.
YeTaHoBHTE e HA BAINEM KOMIBbIOTepe. O3HAKOMETECE ¢ MHTepQeiicoM, BhI-
SICHWUTE HA3HAYEHHE ANeMeHTOB ynpasinenus. IlepesegnTe Ha MHOCTPaHHBIH
A3biK, KOTOPEIH BEI H3yuaeTe, nmpeano:xenue: Boine kpuiabya 60 deope ebi-
pocaa suwka u pacysena kaauna. [lepeseante nonydeHHOE NpeANOKeHHe ¢
HHOCTPAHHOIO A3hIKa Ha pycckuii. Conagaer W nepesoa s ofpaTHOM Ha-
MpaBJeHHH C HAYANBHBIM NpeaaoKeHnem?

7*. Tlepereanrte, MCHOJAbL3VA OHNAIHOBLIN NePEBOIYHE, HA HHOCTPAHHBIN A3BIK,
KoTophlil BRI M3YUaeTe, npepnoxenue: B navane XX cm. yxpauncrkue semau
binu oxeayens npoyeccom uvdycmpuanuzayuu. [Ings Bcex am cinor Owin
Haiigern nepepoa? IlepesemuTe NMOTyyYEeHHOE MpENJOMEHNE ¢ MHOCTPAHHOIO
fAseIKa HA pycckuii. CoemagaeT nu nepesof B ofpaTHOM HANpABJEHWH C HA-
YAJNBHBIM NpeanoxerHuem?

8. Ilpocmorpure Ha Qopyme lopoa mepesomumior (http://trworkshop.net/
forum) B paspene Aavikosoi oxpyz = Anzauilickan nabepexnan coobie-
HHA TeMel Tolkko HeZaBHO yaHAI(A), YTO MO-AHIMHHCKH. 3aMUIINTe NATH
cnopocodeTanuil, nepeBoiEl KOTOPELIX BBl HE 3HAMH,

9*. Bapaitre BONPOC OTHOCHTENBLHO ocobeHHOCTEH Mepesoa NocaoBMI] Ha (opy-
me nepesogunkos, Hanpumep CTIOBHHK.HET (http://forum.slovnyk.net).

10*. OrkpoiiTe rnasuyio eeb-cTrpannny caiita Study.ru (http://www.study.ru).
Buibepute runepcchinky Ypoxkum ounain. BuifepuTe uHocTpaHuBI H3bIK,
KOTOpEIii BH nayuaete. IlpocmoTpuTe, KakHe MATEPHANE AOCTYIHEL HA Beb-
cTpanuie. BomonHuTe yopasHeHns, NpelloeHibie HA CTPAHKMIE OHAAIH
YpOKAa.

11*. Orxpoiite rnasHyio seb-ctpannuy caiira Astropolis (http: //www.astropolis.
net). Bufepure runepechiniy Vuum onnaildn = A3blk, KOMOpsill bl uayia-
eme = Kapmunxu. IlpocmorpuTe mpennoxenasie nzofpaxkenns, npociay-
maiiTe ¥ 3a0MIINTe HAZBAHNA NPOIeMOHCTPHPOBAHHEIX IIPEAMETOR.
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CJIOBAPHUEK

A

AfCco/MmoTHAA CCBINTKA — 3TO CCBLUIKA,
HOTOpaA He MOAR(HUHPYeTCH IpH KOMH-
poBaEHEH (OpPMYALL,

AJpec 31eKTPOHHOND NOYTOBOIO AIH-
KA COCTOMT M3 MMEHH NOJIL30OBATENH, N0
KOTOPEIM OH 3aperHCTPHpPOBAH HA CepBe-
pe AIEKTPOHHON MDONMTBI, W JOMEHHOTO
HMEHH CEepRepsa, PA3NeNEHHBIX CHMRBOIOM
@.

ANHMALMA — 3TO BH KHHOHCKVCCTES,
B KOTODOM OBMIXXeHHe O0BeKTOB MOJeIH-
PYETCH € HCTIONB3OBAHHMEM PHCOBAHHBIX
(rpadmyeckan aHMMALKA), OOLEMHBIX
(o0beMEAE BHMMALMA) MAM COZNAHHEIX C
HCNONBIOBAHIMEM KOMNOBIOTEDHEIX TIPO-
rpaMmM (KOMOBITEDHAA SHHMMANNA) 005
EKTOB.

Apryment QyHEKUMH -~ 5TO 4MHeNO,
TEKCT (er0 HYHHO 3aKIHYATE B JBOHHKIE
K&BhIYKW), BhipameHne, CCblNKA HA ATeH-
KY MIH OHANA30H A4YeeK, Ipyrafd (yHK-
1M,

ACHMMETPMA — 3TO CBOMCTBO KOMIO-
UMK, KOTOPOE YKA3KIBAET HA HECHMMET-
PHYHOCTE PHIMELTIEHVH ofLeKTOoR B cny-
HHT OAA Hepefayn AHHAMHAYHOCTH, CNo-
cobHOCTH K GLICTPOMY PASBHTHIO M TOTOB-

- HOCTH K HAMEHEHHAM.

B

Ban — Haxasapwe 3a HApYIIEHHE IIpa-
B ofieHna Ha hopyme.

B

Bblpnalmenbnnm - CBOWMCTRO, KOTO-
poe GH]]-EJ.‘[EJI.‘EET, HACKONLKO TOYHO NNOoga-
€TCH OCHOBHAA HMIOEH INPDE3EHTAIIMHE HAH
OTAEeNbHOTO Caaiiga.

r

I'panmel pucyHEA — CBOMCTBO rpadhm-
HeCKOro HaolpaskeHn#, KOTOpoe onpene-
nHeTCH  LBeTOM, TOJMHON B THOOM
IMTPHXA THHHEH KORTYDA DHCYHIKE.

I'pasmge Tabnmuer — cBoiicTBo Tab-
UL, KOTOpOe 3a0aeTCH BETOM, TUIOM

W IIMpHHON rpaAuy Bceil Tabnuusl Map
OTHeNLHEX e O0LeKToR.

I'padmueckite (GHARTPRI — CHEHATE-
HEIE [POTPAMMEI, KOTOPEE HCOONILIVIOT
AJIf BCTABKH B JOKVMEHT rpafuueckKux
wzohpameHmi,

lN'ocynapCTBeHHBIE CTAMAAPTHI — €IH-
ki€ TPeDOBAHNA M OpARKAA OPOPMICHHA
OefoBBIX OOKYMEHTOB.

it

Jimzaiin - aTo Npolece XyaoieCcTBeH-
HO-TEXHUYECKOrD 11POeKTHPOBAHMA Hae-
JMH MM MX KOMILIEKCOB, & TAKIKE pe-
3ynkTAT 3TOMO MPOEKTHPOBAHMA.

JAMHAMHYHOCTE — CBOHCTBO KOMITIO3H-
11K, KOTOPOE YKABKIBAET HE CKOPOCTE U3-
MEHEHWHA COCTORAHME o0beKTa,

Jinctamimontoe obyuwenue — (Qopma
OpraHvaany oDyYeHH ¢ MCNoNh30BAHN-
emM HHPOPMAINOHHLIX TeleKoMMYHMKIA-
LUHMOHHBIX TEXHONOrnil, KoTopsie obecne-
YHBAKT HHTEDAKTHEHOE BEZAMMOIEeHCTRIE
npenogaBaTeneil ¥ yYeHWKOR HA PASHEIX
aranax o0yVueHMS M CAMOCTORTENBHYI)
paboTy yuanMXcs ¢ MATEpHANAMH, pas-
MELEHHBIMH B CETH.

3

Jannexa ofsexTos TabAMBL — CHO-
CTBO TAGMHMOEL, KOTOpOe 3alaeTcH LBe-
TOM, Y30poM, apbeKTaMH 3AMHBKH H T. II.

S3AaJMBKA PMCYHEA — CBOHCTBO rpadi-
TecKOT0 H3olpamKeHn , KOTOpOe OIpejie-
JIAETCA IBETOM B cHocoDOM SaxpaliunBa-
HHH PHCYHES.

H

HucnexTop cTHaeil - cHenMansHoe
CPEACTRO, KOTODOE TO3BOJNHET OTCIEHH-
BATH cTHAM ab3ales ¥ CHMBOJIOB, KOTO-
pPhig HCIIOJB3OBAJHCE B TEEKCTOBOM OOKY~-
MEHTE.

R

Konormuryasl — ato cny:xkebubie co-
obleHnA, KOTOpEIE PA3MELANNT HA NO-



JIAX CTPAHHLL M MOT'YT NOBTOPATHCH HAa
BCEX CTPAHMIIAX OOKYMEHTA.

Honopucrika — Hayka o 1BETe, €ro
CBOICTEBAX, OCODEHHOCTAX BOCIIpHATHHA
IBETOB JEILMH pPASHEIX BO3PACTHRIX H
COMANBHEIX KATEMOPHH.

Komnelorepusil nuaaiin — Hanpasae-
HUEe guaaiina, obBeRTAMB KOTOPOO
HBIAAKOTCA Beb-caiiThl (Bed-guaniin), mpu-
KAAJHBIE KOMILIOTEPHBIE MTPOCrPAMMEL,
KOMIOBHTEDHEE MIDPE, AJIeKTPOHHEIE O0-
KYMeHThl (TeKCTOBBIE MOKYMEHTEI, Ipe-
FEHTALHMH, menoBas rpames H T.10.),
uudposas poTorpagus u T. .

KoMneOTEpHBIE  NPe3eHTALHN
ANEKTPOHHEIE JNOKYMEHTLI, KOTOpPLIE CO-
OepHAT MATEDHANL] PEKIAMHOIO HIIM HH-
hopMAIHOHHOTO XAPAKTEDPA H CHELHUANL-
HO NOgrOTORMEHBI JOJNA NPOCMOTRE HA
SHpaHe KOMILIOTEDA.

Hﬂlﬂ]lﬂﬂ“ul{ﬂ Hﬂ.}"“ﬂ. O cormacoBa-
HHH 2JIEMEHTOB obLexTa ANA NMpHIaHEA
€My LEeNOCTHOCTH, BHeLIHell npuBIexa-
TEARHOCTH B VHEKIHOHANBHOCTH, 8 TAK-
e B peayILTAT TAKOID COMTACOBAHKA.

KouTpacTHocTs ¥ APKOCTE — CROIICTEA
rpadmyeckoro wusolpamenus, KOTOpLEe
SEIEIOTCA B OPOLEHTAX OT KOHTPACTHO-
CTH ¥ APKOCTH HA4YAJAbHOTO Haohpare-
HHA.

J

Jlornueckan dynxnusa — ato QyvHE-
KA, peayastar koropoi pasen HCTH-
HA wmn JIOK D,

M

Makpoc = 8T0 UOC/IEIOBATENBHOCTh
HHCTPYRUHE, crpylINnUPORAHHEIX B OOHY
KOMAHTY, I18 ARTOMATHYECKOTD RLITION-
HEHHA ONPENeNeHHOTO 38 JAHNA.

MapkHpoBaHHBIH CIIHCOK — COMCOK, B
KOTOpPOM HAYATO Kamaoro abaaua obo-
SHAYAETCH HEHOTOPBIM CHeLH&NEHBIM
CHMBOJIOM (MaApKepoM).

MuorovpoEHeERIT CIIHCOK — CIIHMCOK,
B KoTopom absaubl [IPOHYMEPOBAHEI
COTJIACHO MX HepapXxH4yecKoill CTPYK-
TYpE.

MopepaTop — Nonb3oBaTENL QOpyMA,
KOTOpBIH chnenuT 3a cobiEHHEM TeMbl
obDCYHOEHHA H KOHTDONMPYET BhIMOJIHE-
HIE npasua obuenus Ha thopyme.

MynmerHmegHiHAR NPe3eHTalia  —
aTO MNpejeHTAIIMA, KOTOPAR COOepHET

e e e ——————————————

CaoBapwk

TEKCT, MHIIEPCCHIKH, rpafiyeckue Hao-
GpaseHus, 3BYKOBBIE ¥ BHIEOOOLEKTHI,
adwpeKTh aHMMAILHH,

MynsTHMenHiHBIE TAHHBIE — JTO
KOMOMHHpPOBAHHBIE JaHHBLIE, TO €CTh TE,
LA OpPeACTABIEHHA KOTOPLIX HCIONbL3Y-
0T pasHbie crocobbl M KOTOpPEIE Ye/IOBeK
BOCIIPHHHMAET OQHOBPEMEHHO HECKOJb-
KHMM#H OPraHaMmH YyBCTB.

H

Huknelim — ncesBjoHuM, HCNoJabaye-
MbIE OpH MoJL30BAHHH HKOMMYHKHHEAI[H-
oHHBIME cayxcDami HaTeprera.

HymepoBauusiii cHHCOK — CNHMCOK, B
KOTOpOM B Hauane xamgoro afsana yka-
BLIBAETCH €70 HOMEP.

0

0Of6rexanne uaobpameHns TEKCTOM
ceolicTBO rpamdeckoro Haobpa)keHns,
KOTOPOE OnpefenseT cnocol B3AMMHOTO
pasMeIeHNA TeKCTA M PUCYHKA HA CTpa-
HHLE,

Oraasinesdye NOKYMEHTA — 3TO Hepe-
YeHb HA3BAHMH CTPYKTYDHLIX YACTEH 10-
KYMEHTa, YIOOpANOYeHHBIH B COOTBET-
CTEMM C ero HMepapxHyecKoil cxemoii, C
VEa3aHHNeM HOMEPOB CTpaHull, The 3TH
YACTH B JOKVMEHTE HAMHHAKTCH.

Ounaiiu-xpasMaMine — 3To cailT, npe-
LOCTABNHIOU[ME YCoayTrH. M0 XpaHennn
meguacdaiinoe ¥ QOCTYNY K HUM 3aperd-
CTPUPOBEHHBIX [0TL30BATENel,

OpuenTanysa CTPAHUILL — 3TO clocob
pASMELLEHMA CTPAHMIILI; pPAIHYAKT
KHHHYE B ATb60OMHYH ODHEHTALMM.

OcHoOBERON 1BeT Tpe3eHTALHH — 3TO
ueeT ¢hona BonpliMHCTEA CAAIIOR, HOTO-
phiit cosgaeT obigee BreyaTIeHe OT MPO-
CMOTPE HPe3eHTALHH.

OtHoCcHTEARHAR CCRIAKA — 3TO CORLI-
K8, KOTOpad MogudMIMPYeTcH NpH Ko-
MMPOBaHNH (FOpPMYJIEL

Odrronuk — coolenus, KOTOPLIE BhL-
XOAAT 38 NPenensl TEMLE 0bCYIACHHUA
(opyma.

IT

Inarum — pONONHUTENBHBINH MOAYIBL
NpOrpaMmMsel, KOTOPbIil YCTAHABJINBAETCH
OTAeNBRHO WiKH gobapnaeTcH B HOBOL Bep-
CHH NpPOrpaMMbl [JfA PpPaclOMpeHHA ee
BO3MOHHOCTEH,

299
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Ilonsa crpannusr — ato obaacTi crpa-
HHIEI BOO/E €€ KPaeB; pasnHyaiT BepX-
HE€, HHMXHEee, JeROE H NpaR0Oe ITOJIH.

IMoroxosan NMpelenTaALNA — KOMOLIO-
TePHASA NPEe3eHTALNA, NpeIHaAsHaYeHHAR
Al HEMpPepLIBHONO BOCHPOM3BENEHHNA
nocaefoRaTenLHOCTH (noTora) obberton
¢ NpefBaApHTENbLHO ONpeJeNeHHbLIM Bpe-
MeHEeM [MOKA3A Kaxdaoro U3 HIX.

TMoyrossli KAMEHT — 3TO NPOrpaAMME,
OpegHasHAYEHHAA JUTA NOATOTOBKH, OT-
OpaBKH, Doaydenus u obpaboTkm snex-
TPOHHBIX NHCEM, KOTOpLIE MeperaloTCH
cay# Dol aneKTPOHHOH MOYTEL.

IporpaMmma-nepeBogduK — 3TO MpO-
rpamMma, NpeiHASHAMEHHAR A ARTOME-
THYeCHOTD nepepofa TemcTa © OIHOMO
H3BIKA HA OpyToil.

MporpaMmmel 06paGoTKH MYALTHME-
OHITHBIX JaMHBIX — 3TO NPOrPAMMEL, KO-
Topkie 00pafaTEIBAI0T 3BYKOBLIE 1 BHIEO-
OaHHBIE.

P

Pasmep mnaolpaskenMa — CBOICTBO
rpaduyeckoro usobpasmenws, KoTopoe
381A€TCH BREICOTOH M IMMPHHOI PHCYVHEA,
HaMEPHETCH B eHMLAX JINHEL,

Pasmep TaGnuue! — ceoiicTeo Tabam-
kl, KOTopoe sagaercH minpuuoll Tabomn-
Ll B CAHTHMETPAX MIH B [POLEHTAX OT
IIHPHHBI THCTA.

Pasmeps! cTpasiisl — 3T0O BBEICOTA H
LMPHHA CTPAHMIEL DOKYMEHTA,

Pacnonomenne waobpasenna Ha
CTpaHHIe — CBOHCTBO rpahi4eckoro Hao-
Opanenus, KOTOpoe onpejenseT crnocod
paaMeLlleHMA PHCYHKA Ha CTPaHMIe.

C

CHMmMeTpHA — 3T0 CBOHCTEO KOMIIOZH-
MY, KOTOpOe VKAILIBAET HA COOTBET-
CTEVIOLIEe pasMelnlermne ofbexTOB mmpe-
JIEHTALMH M BEIPAMEET CTATHYHOCTL, Ha-
OEeHOCTE H TAPMOHHYHOCTL KOMIIO3H-
IHH,

Cucremer 0o0OpafoTKkH npeseHTAILHI
(pepaxTopel npeseHTanyil) - NpPHEIA-
HhiEé KOMINBHITEDHBIE NPOrpaMMbl, ITpel-
HAIHAYEHHBIE [NA CO3TAHIA KOMILITEp-
HBLIX NpeseHTanii.

Cucremel 06paGoTHRH YHCAOBBIX IaAH-
HBIX — 3TO NPOrpAMME!, NpeiHA3HAYEH-
HEIe 1a# obpaboTii YHCIOBLIX JAHHBIX.

Cnaiin — oTgennHas sKpaHHAA CTpa-
HHILIA, Hﬂ‘l‘ﬂpﬂﬂ MOMET COmepHaTh TeEHCT,
rpadueckie, 3BYKOBbLIE H BHIe00DLER-
Thi, FHIEDCCHLTRH,

Chajiiosan npedeHTAlHA — 3T0 KOM-
NBTEPHAA NPEe3eHTAIMA, KOTOpAR pas-
pabfaTeiBaeTCHE ¥ IeMOHCTPHDYETCH Kak
COBOKYITHOCTE OTHENBHBIX CJIA HH‘UH-

Cnyx0E MriuosensHoro obmena coof-
menuamn (IM-cayson) - covsber He-
TepHeTa, NpeiHasHAYeHHLIe TnA oDecme-
YeHUA nepefayn cooblueHHil no ceTw B
pesKHME DEANBHOTO BPEMEHMH.

CMaillINK — NOCHef0BATEALHOCTE CHM-
BOJIOB, HAMOMMHALIHX JTHIO, HCIONb-
ayercs gna nepegaun smounii 8 Mutep-
HETe.

CvellanHaf CCBUTKA — 3TO CCBLKA, B
KOTOPOH npH KONMMPOBAHMM MOIHQMALIN-
pyeTcs MM HOMep cTonbua, WiH HOMep
CTPOKH.

Cnocob peipasHUBaHWA TaGMHIB! HA
cTpanme — ceoiicTeo TabnMuel, KOTOpOE
MOMET MpHoDpeTaTs AHAYEHWA: 110 JERO-
My K&, 110 TpaBoMy Kpawo, o LeHTpy.

Cnioco6 ofrexanusn TabaMIhl TERCTOM —
cBOilcTEO TabNHILI, KOTOPOE MOMKET MpH-
obpetaTe sHauenus: Oea obrexanwa, C
obrexanmeM BOKpYT TADAMILEL.

Ceninka Ha seilky — aTo agpec siueii-
KH, K KOTOpomy fAobaBnmeTcs ykalaHMe
HA MEeCTO &g [J-EE]ID.T]!‘J}H.&HHH, ecnH OHA HA-
XOANTCH He HA TOM Xe MHCTe, 4YTOo H
Adellka, B KOTORPYH BBOAHTCA opMyna,

Cruare — 910 Habop anadyenn il ceoficTs
onpeneneHHoro Tuna obLexTos, KoToOpLIf
HMeeT CEﬁCTHEHHD& HMH.

Criue oopmnennn cnaiina - aTo co-
BOKYIIHOCTE 3HAYEHHWIl CBONCTE pPASHBIX
o0LeKTOB NpeaeHTaAlNN; 3amnaeT GOpPMAT
CHMEOIOE, (hopMaTt GoHa B JOTONHHTE b
HBIX [BeTOB, (hopmar rpapuyUecKHyx M
Apyrux obbexTos,

Crpanmia — ofbeKT TEKCTOBOIO JOKY-
MEHTH, KOTODLIH MMeeT TAKHE CBOMCTBA]
pasMep CTPaHHIIL, pA3MEDE] moneil, opu-
EHTAUMA CTPAHHIELL, HAMHYHE HOJNOHTH-
TYJIOB, BH] BepPTHHANBHOTO BhHIDABHHEBA-
HHE TEKCTE HE CTpaAHHIE, LBEeT (OHA
CTPAHMIEL, THO FPAHMIE CTPAEHHIE M
op.

Crpykrypa jpokymenTa — 970 Hepap-
XHyeCcKan CXeMs pPa3aMeneHMA Co0CTaB-
HEIX YacTel DoKyMEHTE.



T

Tabaugeeslil npoueccop — 5T0 OpPH-
KJaIHAH TPOTPAMMA, KOTOPAR TIPEIHA-
aHauyeHa nnA obpafoTKM TaAHHEIY, OpEI-
CTARJIEHHKIX B Tabnuuax.

TaGyvnauua — cpeacTeo, KOTOpoe 11o-
SBONIAET pPASMELATE OOBEKTHI B CTDOKE
TEKCTOBOIO AOKYMEHTa B CTPOTO ONpene-
JEHHEIX MecTaX (NosHIMAX Tabyiamun).

Tenexkondepenuua - obcyraenue
onpeneneHHoil TeMue! rpymmoii cofecen-
HHHKOB, KOTODHLIE HAXOMATCH Ha SHaYM-
TEJILHOM PACCTOSHHUH APYT OT IPYra,

Tema ogopmMienus 10KyMeHTA — 3T0
CTHIE OQOPMIEHHS TEKCTOBOMO JOKY-
MeHTa, KOTopEIl HMeeT coBCTBeHHOE MMA
M onpenenser Anf ero ofLeKTOB SHAYE-
HMe TAKMX CBOMCTE Kak: [BeT, IWpHdT 1
ek T PHCYHKOB,

Tpaddux — ofbem gaHHEIX, KOTOPBIH
TNepefaeTcn 1o CeTH,

Tpen, way ToNMK, — LenoyKa coolie-
HHIH Ha dopyMe, ABAAKLINXCH OTBETAMH
Ha coOGII[EHME TEMBI.

Tpoanu — nHOa, KOTODLIE LEJEHA-
NpaBJIeHHD TILITAKTCA CHPOBOLHPOBATH
CNOBECHBIE CIIOPBI MEMKAV VHMACTHHKAMI
dopyma.

Y

¥ecnosaoe GgopmaTHpoBaHHE — 9TO
dopmaTHpoBaHHe, KOTOpOE HIMEeHSeT
fropMar AYEHKH HA 3A0AHHLIH, ECIH BhI-
MOJHAETCH 2381AHHOE YCIOBHE,

¥yernan samuck (aKKayHT) — 970 CO-
BOKYTIHOCTE JaHHEIX, ofecneuMBaminx
HASHTHHHEADHK NOJLIOBATENA NpH ob-
paleHHy K pecypcam cepeepa, KOTOphIe
HCNIONB3YIOTCH HM.

@

Punsrpania — 3T0 Brfop sHAYEHHH
B AYeiiKax sineKTpoHHOI TabAHIL, KOTO-
pEIE  COOTBETCTBYIOT  ONpefe/leHHBIM
VCIOBHAM.

@aeiiv — ockoplJieHHA B A4pPeC KOro-
TO M3 NOJB30OBATENE HIH NMpOBOKALNH
KOHGUIHKTOB HA (popyMax.

(Payn — OTNpABKA OIHHAKOBEIN Cco00-
IeHMI! B pASHEIE TEMB! OIHONO HIH pas-
HBIX pazgenos dopyMa uiau coobrenuit,
KOTODEIE HE HMEKT CMEICTIA,

Dopmyna B Excel 2007 — a710 BRIpA-
WeHHe, KOTODOe 3aJaeT, HaKWe OIepa-

CroBapuK

OWHE ¥ B KAKOM NOpAIKe He0DXN0IHMO Bhi-
nonenTe. Hausaaercs QopMyna co 3HAa-
Ka = H MOMET COIepH¥aTh YHCJa, TeKCTEI,
CCBLIEM Ha Avelikd, sHaAKK gedcTBRil
{onepatoprt), ckobBEM ¥ VHKLIHH.

Dopym ~ 1. Cnywba Hwurepuera,
NpejHASHAYEHHAA [JIA OPrEHH3aliy
AONTOBDEMEHHEIX TeleRo e peHIIHH, 00-
CTYI K pecypcaM KOTOpod MOMKHO MNOMay-
YHTh, HCMONIL3Y A Beb-uHTepheiic;

2. JoarospeMenHble (IOCTOAHHO Aei-
CTBEYIOIMe) TenexkoH(epeHIHH, B XHoge
KOoTOphIX cobeceHHKHM OTOPABIAKT M
YHTAKT TeKCTOBLle coobmmeHMA B yaob-
HOe A8 HHX BpeMA.

Il

HeaocTHOCTE — CBOMCTBO KOMIIOSBH-

LHH, KOTOpOe CO3IaeT ¥ 3PHTeJIH OLIyIne-
HHe 00BeKTa KAK eJHHONO Len0no,

q

Yar — 1. Cnyx6a Vurepuera, npej-
HAZHAYEeHHAS JANA OPraHM2BLMH obie-
HHA TpyNne nojssosateneil B permumMe
PEANLHOT'O BpEMEHH;

2. TenerondeperiHa, KOTOPaA IIpPO-
HCXOOHUT B PEAABHOM BpeMeHH.

11

Hlatmon — 210 OTHOPMATHPOBAHHBIH
onpeaenesssiM - ofpazoM  JOHYMEHT-
Z3AFOTOBKA, KOTOpLII XpAHHTCA B OTHRNE-
HoM (haiiie M HMCNONBE3VETCHA B KAYeCcTBe
o0pasna Ans CO3NaHHA HOBBIX JOKVMEH-
TOB ONPefeleHHOT0 THIIA.

9

OnexrpoHHan noyra (e-mail) — a1o
cayxba Hurepuera, npegHazsHauYeHHAH
LIH MepecelIKH M0 KOMIBKTEDHBEIM Ce-
TAM coobiennit (SJeKTPOHHBIX THCEM)
OT HEKOTOPOro NOJB30BATENs OJHOMY
HIH FPyINe AIPecaTos.

dnexTpoHHBle Tabnuuer (JT) — aT10
TafIHUEl, B KOTODRIX [OpelCTABIANTCH
IaHHEE 118 o0paboTEH TafaHuHEIM Ipo-
HEeCCOPOM.

JproHoMMEa — Hayvka ob adupexTiR-
HOCTH HCMONBIOBAHMH YEJ0BeKOM
yCTpOHCTB, CpPENCTB, WHCTPYMEHTOB Ha
oCcHOBe yuera ocobenHOCTel CTPOEHMH M
OVHRIMOHHPOBAHHA YeJOBEYeCHOro op-
raHMaMA.
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