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Beenenne

MeToanuyeckue YKa3aHUA 10 MPAKTHYECKUM padoTaM 00y4aromuxcs mo y4eOHOW JUCHMILINHE
«HpopmMallMOHHbIE  TEXHOJOTMM B  MNPO(PECCHOHAIBHON  NIEATENbHOCTH»  pa3paboTaHbl B
cooTBeTcTBUM C DepepaibHBIM TOCYJAPCTBEHHBIM  00pa30BaTEeIbHBIM CTAaHAAPTOM CPEIHETO
npodeccuoHaibHOT0 00pazoBaHus no crnenuaibHocT 40.02.01 TIpaBo 1 opraHu3amus COIMAIBHOTO
oOecrnievyeHus, yTBEP)KJIEHHOr0 Ipuka3zoM MuHucrtepcTBa o0pa3oBanus U Hayku PO ot 12 mas 2014
r. Ne 508, u yueOHOTro turana ouHou Gpopmbl o0ydenus, yreepxkaeHHoro 31.05.2019 r.

Hesn u 3a7a4n NMpaKkTU4YecKOil paGoThbl — 3aKpEIUIEHUE TEOPETUUYECKUX 3HAHUHN U MPHOOpETeHuE
HEOOXOJUMBIX MPAKTUYECKHMX HAaBBIKOB M YMEHHMIl IO OTHEIbHBIM TeMaM Kypca. Hapsgy c
dopMHpOBaHHEM YMEHHM ¥ HAaBBIKOB B IMpoIecce NPAKTUYECKUX 3aHATHH 0000maroTcs,
CUCTEeMATU3UPYIOTCS, YIIYOISIIOTCS U KOHKPETU3UPYIOTCS TEOPETUUYECKHE 3HAHUS, BhIpabaThIBaeTCs
CIOCOOHOCTh W TOTOBHOCTH HCIIOJB30BAaTh TEOPETUYECKHE 3HAHMA Ha MPAKTUKE, Pa3BUBAIOTCS
MHTEJJIEKTyallbHbIe YMEHHS 00111e U Mpo¢eCcCHOHATbHbIE KOMIIETEHIINH.

1.2 TpeOGoBanus K pe3yibTaTaM OCBOCHUSI:
B pesynbTaTte ocBoeHUs1 yueOHOM TUCIUIUIMHBI 00YYarouiics JOKeH

yMeTb:

VY1 - ucnonp30Bath NporpaMmMHoe odecrieueHre B MpoPecCUOHANBHON 1eATENbHOCTH;

VY2 - npUMEHATh KOMITBIOTEPHBIC M TEIICKOMMYHHUKAIIMOHHBIC CPEJICTBA;

VY3 - paboTarh ¢ HHPOPMAITMOHHBIMH CIIPABOYHO-IIPABOBBIMU CHCTEMaMH;

VY4 - ucrosib30BaTh MPHUKIIATHBIC TIPOTPAMMBI B IPOGECCHOHATBHON ACSITEITLHOCTH;

VY5 - paboTath ¢ AIEKTPOHHOU MTOYTOM;

VY6 - HCTIONTB30BaTh PECYPCHI JIOKATBHBIX U TTI00aTBHBIX HHPOPMAIIMOHHBIX CETEH.
3HATh:

31 - cocraB, pyHKIIMN HHPOPMAIIMOHHBIX M TEIEKOMMYHHKAIIMOHHBIX TEXHOJIOTHIA,
BO3MOYKHOCTH UX UCHOJIb30BaHUS B IPOPECCUOHATBHON NeATEIbHOCTH,

32 - OCHOBHBIE IPAaBUJIa U METO/IbI PAOOTHI C MAKETAMU MTPUKIAIHBIX IPOTpamM;

33 - noHsATHE UH(OPMAIIMOHHBIX CUCTEM M HH(OPMALIMOHHBIX TEXHOJIOTHIA;

34 - noHATHE IPAaBOBOI MH(OPMALMK KaK cpeabl HHPOPMAIIHOHHOMN CUCTEMBI;

35 - Ha3HaYeHue, BO3MOYKHOCTH, CTPYKTYPY, IPUHIUI PaOOThl HHPOPMALIMOHHBIX
CIIPAaBOYHO-IIPABOBBIX CUCTEM;

36 - TeOpeTHUECKUE OCHOBBI, BUABI U CTPYKTYpPY 0a3 JaHHBIX;

37 - BOBMOXKHOCTH CETEBbIX TEXHOJIOTHI paboThl ¢ HH(OPMAIHEH.

Hpouecc HU3YYUYCHU NUCHUIIJIMHBI HAITPABJICH HA (I)OpMI/IpOBaHI/Ie KOMHCTCHL{HFI B COOTBCTCTBHUU C
®rOC CIIO (tabm. 1).

Tabmuna 1 - Komnerenuuu, ¢popmupyemble TuciuIuinHol «HpoOpMalmoHHbIE TEXHOJOTUU B
npodeccuoHalbHOM AesTenbHOCTU» B cooTBeTcTBUU ¢ DT'OC CIIO

Kon Coaepxanue KOMIeTeHIMH TpeboBaHus K 3HAHUAM, YMEHHSIM,
KOMIIeTeHIIUH NPaKTHYECKOMY ONBITY

OK 1. [ToruMarhk CymiHOCT, W coruanbHyto | Y 1 —VY6,31 - 37
3HAYMMOCTb cBOeH Oymyrei
npodeccun, NpOsBISATE K Hel
YCTOMYMBBIA HHTEPEC

OK 2. OpraHu3oBbIBaTh cobctBennyo | Y 1 -VY6,31 - 37
NeSTeTbHOCTh,  BHIOMPATh  THIIOBBIC
METOABl M  CHOCOOBI  BBINOJIHEHUS
npoeCCHOHANBHBIX 3aJlady, OIEHUBATh
uX 3 (PEeKTUBHOCTH U KaYECTBO




OK 3.

[IpuHuMaTth perieHusi B CTAaHAAPTHBIX U
HECTaHJAPTHBIX CUTYallUsIX U HECTH 3a
HUX OTBETCTBEHHOCTb.

Y1-VY6,31-37

OK 4.

OcymecTBIATh MOUCK U UCIIOJIB30BAHUE
uHpopManuy, HE00X0IMMOM JUIs
3¢ hekTHBHOTO BBITIOJTHECHUS
poQecCHOHATIBHBIX 3ajad,
npodecCHOHaIbHOTO W JIMYHOCTHOTO
pa3BUTHSA

Y1-VY6,31-37

OK'5.

Hcrosb30Bath HUH(OPMAIOHHO-
KOMMYHHUKAIIMOHHBIC TEXHOJIOTUN B
npodeccHoHALHOM AeITeTbHOCTH

Y1-VY6,31-37

OK 6.

PaGoratp B komaHzme, 3(hdexTHBHO
00IIaThCsl C KOJUIETaMH, PYKOBOJICTBOM,
MOTPEOUTEISAMHU.

vV 1-V6,31-37

IIK 1.5.

OcyiecTBiATh ¢dbopmupoBaHue u
XpaHEHWE Jie] MOoJydareied IeHCHUH,
0cOOUH U APYTHX COLMATIBHBIX BBIILIAT.

Y 1-VY6,31-37

IIK 2.1.

[TonnepxuBath 6a3bl JTAHHBIX
noJtyyaTesien IICHCH, IIOCOoOuH,
KOMIICHCAIIM W JPYTrUX COIHMATbHBIX
BBIIIJIAT, a TaKXEC yCJIyr U JbIOT B
AKTyaJIbHOM COCTOSIHHHU.

vV 1-V6,31-37




2. TemaTH4eCKUH IJIaH BU/I0B IPAKTHYECKOH PadoThI 00y4aommxcst

HaumeHnoBanue Conep:xaHue NPpaKTHYeCKOH padoThl 00y4AOLIUXCSH Aynuropnas | IlpakTnueckas
pa3aesioB U TeM yueOHas pabora
HArpy3ka, yac | o0y4arouierocs,
yac
1 2 3 4
Paznex 2. Od¢ucHble TEXHOJIOTMH NOATOTOBKH JOKYMEHTOB. 32 20
Tema 2.1 TexHoJiorust 00padoOTKN TEKCTOBO UHpOPMAIUM. 8 6
IIpakTHyeckoe 3ansitue Nel 2
Pa6ora ¢ TekctoBEIM penakropomM MS Word. Co3nanue AeT0BBIX JOKYMEHTOB.
[Towck u XpaHeHUE TEKCTOBOIM HH(DOpMAITUH.
IIpakTnyeckoe 3ansitue Ne2 2
Pabora c¢ TekcroBeiM pemakropom MS Word. OdopmieHrne T0KYMEHTOB,
coziepskanux Tabmuisl. Penakrop gpopmyn
IIpakTyeckoe 3ansitue Ne3 2
KommiekcHoe wucnonb3oBanue Bo3MmoxHocTer MS Word st cozmanus
JOKYMEHTOB
Tema 2.2 MynsTUMeANITHBIE TEXHOJIOTHH MPEACTaBICHUS HHPOPMAIIUH. 8 4
IIpakTuyeckoe 3ansitue Ned 2
Coznanue ympasiasieMoil nmpe3eHTaruu ¢ nomoinbio MS PowerPoint.
ITpakTH4YecKoe 3aHATHE Ned 2
Coznianue 1oKyMeHToB ¢ nomonibio MS Publisher
Tema 2.3 TexHonorust 00paboTKK TAOIUYHON HH(POPMAIIH. 16 10
IMpakTnueckoe 3ansaTue Ne6 2
Opranmzanus pacyetoB B MS Excel. ITlouck wu XpaHenue TaOIUIHOMN
MHpOpMaINH.
IIpakTueckoe 3ansatue Ne7 2
Pabora c snextponHeiMu Tabmunamu B MS Excel. Co3nanue 31neKTpOHHOM
KHUTH. AOCOTIOTHAS U OTHOCUTENbHas afpecarus B MS Excel.
ITpakTyeckoe 3ansitue Ne§ 2
PabGota ¢ snexrponHeiMH Tabnmuiiamu B MS Excel. 3amaun ontummzanuu
(TIOuCK perieHus).
IIpakTuyeckoe 3ansTue Ne9 2

Hcnonp30BaHME AIEKTPOHHBIX TAOIHUI] Kak 0a3 JTaHHBIX




IIpakTH4yeckoe 3ansaTue Nell 2
Pabora c¢ snexrponnbiMu Tabmumamu B MS Excel. Cpsi3anHbie TaOnHIIBL
Pacuet npoMexyTounbix ntoros. KoHconuganus 1aHHbIX.
Paspen 3 TexHnosornu pa6éoTsl ¢ MaccuBaMu HHGOPMALUH. 20 14
Tema 3.1 ba3b1 nannbix Padora ¢ maccuBamu nngopmanuu B CYB/] Microsoft 20 14
Access.
IIpakTyeckoe 3ansaTue Nell. 2
Cosznanue cTpyKTypbl 06a3bl TaHHBIX B cpeae MS Access. Co3anue TaOiuIibI ¢
MTOMOIIIbI0 KOHCTPYKTOPA, B PEKUME TaOIuUIlbI, ¢ ToMolbio Mactepa B CYB/]
MS Access.
IIpakTyeckoe 3ansaTue Nel2. 2
Haguranus, nouck, 3amena u coptupoBka gaHHbsix B CYBJ MS Access.
IIpakTnueckoe 3ansitue Nel3. 2
CocraBnenue cBsizeld B MHOroTabnyHoi 6a3e nanueix. Co3nanue
pensiumonHoi b/l. Mcnonp30BaHue KacKaJHBIX Ollepaluil.
IIpakTyeckoe 3ansitue Nel4. 2
OT60p ¥ COPTUPOBKA 3aMKCEN C TOMOIIBIO 3aIPOCOB.
IIpakTuyeckoe 3ansitue NelS 2
HcnonwszoBanue B CYBJl MS Access gaHHbIX Ipyrux (GopMaToB.
IIpakTnyeckas padora Nel6 2
Co3znanue Gpopm a7 BBOAA JaHHBIX € TIOMOIIBbIO KOHCTPYKTOpPa GopM,
Macrepa GopM.
IIpakTuyeckas padora Nel7 2
Cosmanue oTueToB B B MS Access ¥ OAroTOBKAa OTYETOB Ha [1€YATh.
Paznen 4 HNudopmaunonHo-npaBoBoe obecnevyeHue npogeccuoHaIbHOI 16 8
JAesATeTbHOCTH.
Tema 4.1 Texnonornu padorsl B CIIC «KoncyabrantIlaocy, «I"apanT» 16 8
IIpakTuyeckas padora Nel8 2
Ocnosnble npuHuuIbl padotsl B CIIC Koncynsrantllntoc. Pabota co
CIIMCKOM HaWJIEHHBIX TOKYMEHTOB.
IIpakTnyeckasi padora Nel9 2
Pa6ota ¢ dbopmamu mouck mo HeckoabkuM BJI.
IIpakTuyeckas padora Ne2( 2

Pa6ota ¢ mankamu B CIIC Koncynsrantlliroc.




IpakTnyeckoe 3ansitue Ne2l 2
Pabora ¢ Texctom HaiineHHbix JokymeHToB CIIC KoncynpranTllntoc.
AHann3 IpaBoOBbIX MPOOJIEM.
Paznen 5 DJIEeKTPOHHbIe KOMMYHUKALMU B TPO(ecCHOHAIBHOM /1esITeJIbHOCTH 12 4
Tema 5.1 TenekoMMyHHMKaIMOHHBIE TEXHOJIOTHUH 6 2
IIpakTuyeckast pabora Ne22 2
PaGora ¢ TmOWCKOBEIMH cuUCTeMaMH. MeTOIbl TOHMCKA HEOOXOIUMOMN
uHpopmanuu. PabGora C 2IEKTPOHHOW MOYTOM, TMpaBUia TMOJIH30BAHUS
OCHOBHBIMH CITY0aMU T71I00aJIbHBIX CETEH.
Tema 5.2 TexHoornu 3aUTHl HHOOPMAITIH 6
JlaGopaTopHoe 3ansitue Ne23
ApxuBanus nqanusix. [ludposanue nanuesix. Coznanue DL
Pa3nea 6 IIpuxknagHoe nporpaMmMHoe odecrieyeHue. 8 2
Tema 6.1. [IporpaMMHBIe TEXHOJIOTHH B TPO(HECCUOHATILHOM AEATEIbHOCTH 8 2
IIpakTyeckas padora Ne24. 2

Pacuer TPYAOBOTO CTa)a JJIs1 CO3AAaHUA MAKETa JOKYMCHTOB.




ITopsinok BbINOJHEHHS NPAKTHYECKO PadoThI 00y4YarOIMXCs:

Pa3znen 2. OducHbIe TEXHOJIOTHU MOATOTOBKHU JOKYMEHTOB.
Tema 2.1. TexnoJsiorust 00padoTKN TEKCTOBOI HH(OpMALMH.

IIpakTnueckas padora Ne 1.

Tema: PaGora ¢ TekcToBbIM perakTopoM MS Word. Co31anue 1e/10BbIX J0KYMeHTOB. [lonck u
XpaHeHHe TeKCTOBOM nH(popManmnu.

Heawb 3ansaTus: CHopMUpOBaTH OCHOBHBIC HABBIKM CO3JIAHUS JETOBBIX JOKYMeHTOB. [lomcka u

XpaHeHUus! TeKCTOBOW MH(pOpMAIIH.

OcHamenmue:

[TepcoHanbHbII KOMIBIOTEP, TEKCTOBBIH Iporieccop MS Word.
3agaHus:
BapuanTt 1

1. BBectu 1-10 CTpOKY 3arojoBKa HIKEIPUBEACHHOTO TEKCTa, 3aJ1aB AJI1 HEro >KUPHBIA mpudt
pa3mepa 15 u pacnonokenue o neHTpy. s BBoga tekcra « Word st Windows» BOCHONB3YHTECH
byHKIMEH aBTO3aMEHbI (HallpUMep, «WW» HITH «BB» — 3aMeHUTh Ha « Word myist Windowsy).

2. Bropyro cTpoky 3arojoBKa BBECTH TaKXKe MO HEHTPY KUPHBIM MIPUPTOM, HO pazmepom 14.

3. Tlocnenyrommii TEKCT BBOAUTH B TPU T'a3eTHHIE KOJOHKU OOBIYHBIM IIpudTOoM pasmepa 11 c
BBIPAaBHUBAHUEM I10 IIMPUHE U KPACHOU CTPOKOM B | cM.

Coznanue KOJIOHOK:

1 cnoco0 - BemomHUTH KoManay @opmat/KomoHKH, yKa3aTh YHCIO KOJIOHOK,

2 cnocob — HaxkaTh HA MaHEIN WHCTPYMEHTOB KHOMKY CTOJNOLBI U BBIACIUTH HYKHOE KOJIMYECTBO

KOJIOHOK.

3amaTh TPOBEACHHE BEPTHKAIBHBIX JTUHHI MEXAY KOJOHKAMHU: Ui 3TOrO MpPH BBIOOpE YuCIa

KOJIOHOK yCTaHOBUTH (Quiaskok Pazgenurens B okHe KonoHku. BeImomHuTh mnomuepKkuBaHue

MO/I3ar0JIOBKOB BO BTOPOW U TpPEThEH KOJOHKAaX, a TaKKe 3a]aTh JAJS HHUX >KUPHBIA MIPUDT U BBI-

paBHHMBAHUE TIO LICHTPY.

s ycmanosku Hauana Ho8oU KONOHKU (nepexoda 6 Opyeylo KOJOHKY) Haxjcumaime KOMOUHAYUIO

knasuw <Ctrl><Shift><Enter>.

4. Jlna texcra «Pabora ¢ tabmmmamu B Word mis Windows» OTMEHHTH BBOJ TEKCTa B BHJIE
ra3eTHbIX KOJOHOK (Ul 3TOTO BbINOJHUTE KoMaHay Bcraska/PaspeiB/HauaTe HOBYIO CTpOKY) U
3aJ1aTh AJIs HETO BhIPaBHUBAHUE 110 LEHTPY U KUPHBIN mIpudT pazmepom 14.

5. Co3zgarp Tabnuily, BKJIIOYAKOIIYI0 5 CTOJAOLOB K 6 CTPOK: BBINOJHUTH KOMAaHIY
Tabnuma/Jlo6aButs/Tabnuia, BEIOpaTh YUCIO CTPOK U CTOJOIOB.

7. BBecTH B niepBbl€ JBE CTPOKHU IIANKY TaONHIIbl, 00BEIUHUB B 1-i CTpOKE STUEHKU TPETHETO

U YETBEPTOrO CTOJOIOB, a B 1-M, 2-M U 5-M CTONOIAX — BEPXHIOI U HIDKHIOK SYEUKH: NI 3TOTO

BBIJICJINTE OOBEIMHIEMBIC STUCHKH, BHIMOTHUTE KoMaHy Ta0mua/O0beMHUTD STUCHKU.

9. BcraButh mepen MEpBBIM CTONOLIOM IyCTOW CTONOEI: BBIAEIUTE TOT CTOJOEl, clieBa OT
KOTOPOTO HY>KHO BCTaBUTH ITYCTOH, BHI30BUTE KOHTEKCTHOE MEHIO W BhIOepuTE KoMaHny Jlo0aBUTH
CTONOUBI WK 3a1aiTe komanay Tabnuna//lo6aButs/CtonOiibl creBa. J[Jis mepBBIX IBYX sl9€EK HOBOTO
CTOJIOIA CKOMUPOBATh (POPMAT M3 TAKUX K€ STYEEK COCEIHEr0 CTOJIONA: ISl STOTO BBIICTUTE MEPBHIC
JBE SUYEHKH BTOpPOrO CTOJNOIA, HakMUTe KHONMKy @Dopmar mo oOpasuy (KUCTh) Ha TMaHETH
WHCTPYMEHTOB (PSJIOM C PUCYHKOM TOSIBUTCSI M300paKeHUE KUCTH) U BBIACIIUTE TIEPBBIC JIBE STUCHKH
nepBoro cronoma. BBectu B 9TH suelku TeKCT «Ne T1/1».

10. [ns Hymepainuu 3anuceil B Tabiuile BbIIEIUTh BCE SYEHKU MEepBOro cToilua, 3a1aTb KOMaHIy
®opmat/Cniucok uinu Haxath KHONKY CHHCOK Ha TMaHeIH WHCTPYMEHTOB, MPOHYMEPOBaTh B
MEePBOM CTOJIOIE TOBaphl. YMEHBIINUTh IIMPUHY CTOJOIA, TOTSHYB JIMHUIO CETKH CIpaBa OT
AHHOTO CTOJIOLA.

11. B xoHIe Tabauibpl BCTaBUTH MYCTYIO CTPOKY. Bo BTOpoil cTos0er 3Toi CTpOKM BBECTH TEKCT
«HToroy.
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12. UtoroBble mAaHHBIE MO KOJMYECTBY TOBAPOB IOJYYUTh CPEACTBAMHU aBTOMATHYECKOTO
CYMMUPOBaHUS: JIJII 3TOTO YCTAaHOBUTE Kypcop B cTpoke Mrtoro: B cronbue llena, Haxxmute
KHONKY ABTOCYMMa Ha IIaHEJIM WHCTPYMEHTOB (€Clu €€ HEeT Ha MaHedu HeoOXoaumo ee
00aBUTh). AHAJIOTMYHO HAWUTE CYMMY JUTsl CTOJI010B 3aka3aHo, [Ipogano u O6beM mpoax.

13. [dannsle B cronobie «O0beM Npoaaxy MoIyYuTh UCIONB3YsS (OpMYITy MPOU3BEICHHUS YHUCIOBBIX
nanHbIx cronouoB C u E. s atoro:
- YCTaHOBHUTE KypCOp B COOTBETCTBYIOIICH siUeiike, 3anaiTe komanxy @opmyna u3 meHto Tabnuia.
- B mosie @opmyna mociie 3HaKa PaBEHCTBA YKaXUTE (DYHKIIMIO, KOTOPYIO MOXHO BbIOpaTh B IOJIE
Bcrasuts,
- B hopMyJIie YKAXKHUTE KOOPAMHATHI siueek (CChUIKM), Hampumep, =SUM(C3;E3).
Tak mnsa tperbeir ctpoku «lIpunTep mazepusiii Ub» pacuer ob6beMa mpojaxk OyJIeT MPOU3BEACH IO
dopmyne: =Product(C3;E3). Ananoruuno s 4-i, 5-if u 6-if cTpoku.
14. OtobOpasuth pacueTHble GopMmysabl B Tabiume: misd OToOpaxkeHus ¢GOpMyT HaXMUTE
kKoMOuHanmo kiaBui <Shift><F9>, 3aTemM BEpHYThCS K OTOOPAKECHHUIO PE3yIHTATOB.
15. 3MeHuTh 3Ha4eHHE MPOJAAHHOTO KOJIUYECTBA IBETHBIX JIA3EPHBIX MPUHTEPOB HA 6 U OOHOBUTH
B croiore «O0beM Mpojak» COOTBETCTBYIOIIEE IMOJIC: JJIsi OOHOBIICHUS 3HAYCHHS YCTAHOBUTE
Kypcop B s4eiiKy ¢ (hopMyIioil, 3HaU€HUSI KOTOPOH HY>KHO OOHOBUTH, HaXMHUTE KHOMKY FO.

16. 3amate mepBBIM JBYM CTpOKaM TaOiHIbl (YHKIUIO 3arojOBKa TAOIHIIBI: BBIICIUTE CTPOKU
SBIIIONIMECS.  3aroJioBKamu, 3agaiite komaHay TaOnwia/3aronoBku. Temepb 3arojoBOK
ABTOMATUYECKU OTOOPA3UTCS HA BCEX CTPaHHUIAX C TaOIUIEH.

17. PacuepTuTh TaOJHIly, BOCIOIH30BABIIMCH CPEACTBOM TAOIMYHOTO aBTO(POpPMATa: BBIMOITHHUTE
komanay Tabnuna/ABTodopmar.

18. 3agaTh BO3MOXKHOCTh ABTOMAaTHYECKOMW BCTABKM HA3BAaHUW TaOJMIIBI MPH CO3AAHUHU KaxXIOU
HOBOW TaONuUIBl: BhIMONHUTE KoMmaHay BceraBka/Haszpanuwe. B mosBuBIIelics Hax Tabmuieit
cTpoke mocne Tekcta «Tabmuma 1» Hamewarate npomonHUTENbHOE HasBaHue «lIpogaxka
MIPUHTEPOBY.

19. OrcTynuTh Ha HECKOJBKO CTPOK BHU3 W BCTaBUTh B TEKCT rpapuK MO JaHHBIM CTOJIOIOB
«3aKa3aHO» M «IPOJAHO»: BBIACIUTH HEOOXOJMMbIE NaHHBIC TAOJIUIIBI BMECTE C 3aroJIOBKaMHU
«3aKa3aHo», «IpOJIaHO», BhIOEpUTe KoMaHIy BcraBka/O0BekT, 3aTem Bkianky Co3gaHue, B
cnucke Tum ob6wvekra BbIOeputTe Juarpamma Microsoft Graph. B mnosBuBmieiics Ttabnuie
3HaYeHUH BMeECTO TeKcTa «['HmcTorpamMma» BCTaBUTh COOTBETCTBYIOIIME 3HAYEHUS CTOJOIA
«HaumeHoBaHuE TOBapa», HUCIONB3YS T€ KE CPEACTBAa aBTO3aMEHBI, YTO W TMPHU 3ATOJTHEHHUH
OCHOBHOI TaOIHIIBI.

Texcr:
WORD ais WINDOWS —
JIYYLIHH CpeiN TeKCTOBBIX MPOLECCOPOB
Tenepp Word s Windows TabauubI Texcr u rpadpuxa
TOCTYTIEH Ha PyCCKOM SI3bIKE! Bo3MokHOCTB TaOITUIIBI [Tpoueccop Word ans
Word ISt Windows MO3BOJISIET Bam aB- Windows TTO3BOJISIET
MIPEOCTABISCT TIOJIH30BATEIIO TOMAaTHYECKA OpTaHu30- OOBEUHATH B  OIHOM
pabouyio cpely MOJHOCTHIO Ha BbIBaTh JIaHHbIE B BHUJE JOKYMEHTE TEKCTOBBIA H
PYCCKOM SI3BIKE. CTPOK W  CTOJNOIOB, 3a- rpaduuecKuil MaTepua.
KIIIOYEHHBIX B paMKy W3 I'papukxa moxer OBITH
rpadU9IecKuX JTMHHAMA. pa3menieHa B JIIOOOM
B opnoit Tabmume  mo- MECTe Ha CTPaHUIIE.
MyCKaeTca HMeTh 10 63
cTon610B 1 32767 cTpOK.
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Paoora ¢ Tadauumamu B Word aiaa Windows

KomuectBo Ob6wvem
HaumenoBanue toBapa Lena
3aKa3aHo IIPO/IaHO MPOJAX
[Ipuntep nazepusiii Yb 430 60 52
[Ipuntep nazepusiii LB 2000 10 2
[Ipuntep crpyiinbiii Ub 218 56 50
[Ipuntep crpyitnbiii LB 320 40 45
BapuanTt 2
1. CpenctBamu Microsoft WordArt BBeCTH TEKCT 3arosioBka «YTHpakHEHHE 2»: IS 3TOrO B MEHIO
Bun/[Tanenn WHCTPYMEHTOB yCTaHOBUTE ()JIaKOK HArpoTuB myHKTa WordArt, mMOsSIBUTCS TaHEINb
WordArt, Haxkmute kHOIKY Jlo0aBUTh 00bekT WordArt u crenaiiTe HaaMKCh.
2. YcTaHOBUTH MOJIOKEHHUE 3ar0JI0BKa «HA/ TEKCTOMY, IEPEUTH Ha HOBYIO CTPOKY.
3. Odopmuts ctuiem 3aroyioBok 1 3aroyioBok «BcraBka 0ObEKTOB, pUCYHKOB, CHMBOJIOB». BHecTn

M3MEHEHHS B CTHIIb 3arojioBka 1: pasmep mpudta 20, MOTyKUPHBIA KypCUB, BBIPABHUBAHUE T10
ueHtpy. s aroro:

- BBIJACJIUTEC 3ar0JIOBOK,

- BbInosiHuTe Komanty @opmat/CTuiib, HaXMHUTE KHONIKY VI3MEHUTB,

- BbIOEpUTE UMS U3MEHSIEMOI0 3ar0JIOBKa,

- Haxmure KHONKy Popmar, BblOepure u3 cnucka myHKT Llpudt u BHecure HeoOXoaHUMBbIe
WU3MEHEHUS, JUIsl yCTaHOBKU BBIPAaBHUBAHUS 10 LIEHTPY UCIONIB3YyHTe KHONIKY PopMmat, AG3al, B noie
BripaBHuBanue ykaxurte [1o nentpy,

- HOKMUTC KHOIIKY 3aKpBITI).

4,

10.

Co3paiiTe HOBBIM cTHIIb: Hcnoab3yiTe KomaHay Popmar/Cruib, HaxkmuTe KHomky Co3nartk, B
nosie VIMst BBeIuTE UM HOBOTO CTWIISI, HAXKMUTE KHOTIKY Dopmar u onpenenute aTpulyThl 3TOTO
ctwid, Haxmure KHonkKy OK, 3arem 3akpeite. [l 3aronoBka «BBox Tekcra» NpuUMEHUTE
CO3JJaHHBIM BaMU CTUJIb.

BceraButh B chnemyrollyr0 CTPOKY TEKyIIyIO JaTy, pacloJIOKMB €€ CIpaBa. YCTaHOBMTH
BO3MO>XHOCTh OOHOBJICHMSI AaThl IIPU NeUaTH: UCIONIb3yHTe KoMaHay BcraBka//laTa u Bpems, s
aBTOMAaTHYECKOI0 OOHOBIIEHUS BKIOUYMTE MapameTp OOHOBIATH aBTOMAaTHYECKH. 3a4aTh JUIs
3TOro ab3ala 3aIuBKy U 0OpaMIIeHHE JIMHUSIMU CHU3Y U CBEPXY.

3anath Ui cienyromero adsana JAByCTOPOHHEE BbIpaBHUBaHME (IO HIMPHHE), a03allHBIA OTCTYI
nepBoii ctpoku 1 cM u uHTEepBan nepea ad3auem 12 nr. BeraButh n3 Tabauiisl CHMBOJIOB CUMBOJT
<§>, BBECTH 110/13ar0JIOBOK C IMOAYEPKUBAHUEM U JIBa a03alia TEKCTa CO CHOCKaMHU.

BeraButh B TekcT Jauarpammy, MOJ0OHYHO NPHUBEJICHHOM HMKE: BBIMOJHUTE KOMAaHIY
BceraBka/O0bekt, u3 cnucka BoiOepute Jnarpamma Excel (Microsoft Graph), mepeiinure B
TEKCTOBBII TOKYMEHT, AMarpaMma BCTaBUTCA Kak rpaduueckuil 0ObeKT.

Bcerasuts 3nak Konen paznena nepen auarpammoii: komanna Beraska/Paspei/HoBblit paznen Ha
TEKyLIEH CTpaHULIE.

VY CcTaHOBUTH KypCOp BHYTPU BTOPOTO paszjiefia U U3MEHUTh NMPUMEHUTEIBHO K JaHHOMY pa3lieiy
OpPHEHTAIMIO CTPAHMIBI Ha «aJb00MHYIO». B pexume mpeaBapUTeIbHOr0 MpOCMOTpa OTCIEAUTH
M3MEHEHHE PACIIOIOKEeHHsI TeKCTa Ha Oymare.

Jlnst mepBoro pasjienia yCTaHOBUTH neperuier 2 cMm: komanjaa daitn/[lapamerpsl ctpanutsy/[lomns,
B nosie [leperier BBenuTe 3HaYSHUE JIsI TIOJISI TIEpeTieTa.

3a,Z[aTB HyMEpaluio CTpaHUIl BHHU3Y CTPAHUIIBI 1O ICHTPY C HOMEPOM Ha HCpBOﬁ CTpaHUIIC.

11. B KOHIIE TeKCTa BCTaBUTh HOBBIN Pa3ell U U3MEHUTh IPUMEHUTENIBHO K HEMY OPHEHTALINIO
Ha «KHIKHYIO».

12. BcraButh B KOHIE TekcTa (aitn, co3manHblid Ha I[IpakTuke 3, BKIIOYMB TIPH BCTaBKE
napametp CBs3b ¢ daitnom: komanaa Berapka/®aiin, BeIOpaTh uMs (aiina, Haxats OK.

13. OTKpbITH (aiin ¢ MPaKTUUYECKUM 3aHITHEM 3, BHECTH B HETO U3MEHEHMUSI.

14. YtoObl yBUIETh BHECEHHBIE M3MEHEHUs1 B OCHOBHOM jaokymeHTe (IIpaktuke 4), ciemyer
MEepPEeNTH B OKHO C 3TUM JIOKYMEHTOM M, YCTAHOBUB Kypcop B 00JacTh TEKCTa BCTABIEHHOTO
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(haiina, OOHOBUTH TEKCT, HAXaB KiaBuIry <F9>,

15. Beectu cinoBo «OrnaBnenue». C HOBOH CTPOKM BCTaBHTh OTJIaBJICHHE: KOMaHZa
BceraBka/OrnaBieHust U ykasatend, BKIIOUNThH BKiIaaky OriaBieHue, B nojie Buj BeiOparth
noaxomsamuyii Bua U Haxatb OK .

16. BcraButh mepen aumarpaMMoi 3arofioBok «BcrtaBka muarpammbny. OGOpMUTH €0 CTHIIEM
3aronoBok 1. OOHOBUTH OIJIaBJICHHE: BBIICIUTH OIJIaBJICHHE, BHI3BATh KOHTEKCTHOE MEHIO,
BbIOepuTe MyHKT OOHOBUTH TOJIE.

Texkcr:

npaxHeHre

BcraBka 00beKTOB, pUCYHKOB, CHMBOJIOB
15.10.2008

BBoja TekcrTa

§ 1. Poct mpojia’ku KOMIOBIOTEPOB

Pexkopanbie 1udpsl MpoJaku HOBBIX CPEACTB BBIYUCIUTEIBHOW TEXHUKU MOJHSIIU JOXOJBI
(bupMBI 32 TIEpBBI KBapTaJ MOYTH 10 2 MIJUTMOHOB J0Ju1apoB. Oxupaercs, 4ro K KoHiy 1999 roxa
Kaxkaas TpeThs pupma B Poccun Oyzaer ocHamena kommnbtorepamu COMPAQ.

Ha mnpencraBnenHod HMXE auarpaMMe IOKa3aH pocT mpoaax kommnbioTepoB COMPAQ 3a
yeTBepThIi kBapTan 1998 rona.

IMopsoK BHINIOJTHEHH S
1. BBITIOJTHUTD MPAKTUYECKOE 3aJ]aHKE 110 BapuaHTaM
2.0TBETUTH Ha BOIIPOCHI JIsl CAMOKOHTPOJIS

dDopMa KOHTPOJISA
OreHKa 3a BBIIOJIHEHUE IIPAKTUYECKOT0 3a/1aHMs], OLIEHKA 3a YCTHBIM OIpoc.

Bonpoce! 111 caMOKOHTPOISA

Kakwue crioco0sl co31aHns KOJIOHOK CYIIECTBYIOT?

Kaxk ycTaHOBHUTH pa3ienuTENbHYIO YePTY MEXKIY KOJJOHKAMU ra3€THOTO CTHIISA?
Kak 3amate Havano TekcTa B HOBOM KOJIOHKE HA TEKyIlel cTpaHuiie?

Kaxk BcTaBUTh U yAQJIUTh CTPOKY (CTOJIOEI) B TAOIHITY?

Kak usmeHuTh mupuny cronbdua B Tadbnurie?

MoKHO 7T ¥ KaKUM 00pa30oM BCTaBUTH B TAOIHUILYy (OPMYITy pacyeTa YUCIOBBIX 3HAUYCHUH?
Kak otoOpa3utb 1 00HOBUTH hopmyity?

Uto Takoe ABTodopmMat?

Kak npumensitorest ctuim Teketa? MoKHO JIU M KaK cO37aTh CBOM CTUJIb?
MoskeT 71 , BCTaBJICHHAs B IOKYMEHT aBTOMAaTUYECKH OOHOBIISATHCS?

Kak BcTaBUTH CUMBOJI B JOKYMEHT?

[Ipu KakuX yCIOBHIX BO3MOYKHO aBTOMATHYECKOE CO3/IaHUE OTJIABJICHUS?

Kak o6HOBHTH oritaBneHue?

XN R W=

—t = = s \O
e

Pexomenayemas iureparypa

1. MuxeeBa E.B. MHdopmanroHHbIE TEXHOJIOTHH B MNPO(ECCHOHATBHOW JAedaTeIbHOCTH. Y4eO.
nmocodue A CTyI. YUpexKIaeHui cpel. npod. oopazoBanus. — 14-e uzn., crep. — M.: Akanemus,
2016. — 384 c.
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2. Muxeea E.B. Ilpaktukym 1o wuH(OPMAIMOHHBIM TEXHOJOTHSIM B TpodecCHOHATLHON
NEeATEILHOCTH Yueb. mocodue i CTyH. YUpekaeHui cpea. mpod. obpazoBanus. — 15-¢ usm.,
crep. — M.: Akanemus, 2015. — 256 c.

3. I'pummun B.H., Ilandumoa E.E. «MHpOpManmvoHHBIE TEXHOJOTMH B TpodecCHOHATbHON
nesitenbHocTHy, Mocka, U/ «Dopym», UHOPA-M, 2013r. —421c.

4. Hecrepor C.A. OcHoBBI HHpOPMAIMOHHOH Oe30macHoCTH. YueOHoe nocodue. —Jlanp, 2016.

5. Hosoxwunos O.I1. Uudopmaruka . Yueonuk mis CI1O. — FOpaiiT-M, 2016.

6. OumumonoBa E.B. HMubopmarmoHHBIE TEXHOJIOTHH B MNPOPECCHOHAIBHONW JESITCIBHOCTH
(CIIO):yuebnuk / - KuoPyc, 2017

7. XneonukoB A.A. UnpopManmoHnHbie TexHOIOTHHU: YyueOHuK /— KHoPyc, 2015.

Humepnem-pecypcoi:

1.  www.edu/ru/modules.php - xaranor oOpazoBarensHbIX VHTEpHET-peCcypcoB: y4yeOHO-
METOAMYECKHE TOCOOUs
2. http://nsk.fio.ru/works/informatics-nsk/ - MmeTonu4eckne pekoMeHIaH 1o 000pyI0BaHUIO
Y MCIIOJIb30BaHUIO KaOMHeTa MHPOPMATUKH, MPET0IaBaHue HH()OPMATHKH
http://www.phis.org.ru/informatica/ - caiit Madopmaruka
4.  http://www.ctc.msiu.ru/ - 3MeKTpOHHBII y4eOHUK MO MH(OpPMATHKE U UH(POPMAIMOHHBIM
TEXHOJIOTHSIM

(98]

IIpakTnueckas padora Ne 2.

Tema: PaGora ¢ TekcToBbiM pegakropoMm MS Word. OdopMmiienne 10KyMEeHTOB, COAEPKALMX
Tadauusbl. Penaxkrop gpopmya

Heanb 3ansaTusi: CHopMUpOBaTH OCHOBHBIE HABBIKM O(QOPMIICHHS JIOKYMEHTOB, COJAEPKaIIUX
TaOJUIIBI M YMEHHUE TPEICTABIATH HHPOPMALIUIO B TAOIMYHOM, rPpa)uIeCKOM U CUMBOJIBHOM BHIE.
Ocnamenne:

[TepcoHanbHBII KOMITBIOTEP, TEKCTOBBIN Mporeccop MS Word.

3ananus:

1. 3anaTh Mo OT rpaHmll JucTa o 2 cM: komanaa Paiin/Ilapamerpsl crpanuisl/Ilons.
2. Y cTaHOBUTH KpacHYIo CTpOKy 1,5 cM. YCcTaHOBUTH BbIpaBHUBAHUE 110 HIMPHHE.

3. BBecTu TEKCT, IPEAIOKEHHBIN HUXKE.

4. HcnpaButh A0OMYyIIEHHBIE OIIUOKH

a) aBToMaTuuecKuMu cpeactBamu (komanaa Cepsuc/IIpaBonucanue),
0) UCIIpaBJIsis KAKI0€ CIOBO, MOAYEPKHYTOE KPACHOW BOJHUCTOM JIMHUEH.

5. Briaenuth crioBo «Bcernay (meppasi CTpoka TeKCTa) ¥ YJAIUTh ero. B 3ToM ke mpeioKeHuN
MOCJIE CJIOB «C CO3/TAaHUEM» BCTABUTH CIIOBO «OOJIBIIIHNX.

6. Pasznenuts Bropoit ab3ail Ha nBa. TpeTuii ad3al JomKeH HaunHAThHCS co cloB «Kpowme Toro...»

7. VY nanuThk BTOpo# ab3aill, a 3aTeM cpa3zy BOCCTAaHOBUTH €ro (kHomka OTMEHUTH BBOJ] Ha TTAHENIH
UHCTPYMEHTOB).

8. I[lomeHsATh MecTaMH BTOPOM M TPETUI a03a1lbl C TTOMOIILIO MBIIIH (BBIICTUTH a03all, IePETAIIUTh

MBIIIIBIO).

9. CxomupoBaTh MepBbIii ab3a1] B KOHEI JOKyMEHTA.

3 cnocoba:

- 1 cnoco6: BbiAenuTh ab3all, BHIMOTHUTH KoMaHay [IpaBka/KomupoBarh, mepeiTd B KOHEIl
JIOKYMEHTa M BBINIOJIHUTE KoMaHay [IpaBka/BcTaBuTh,
- 2 cnoco6: BeIENUTH ab3ail, HaxaTh KiaaBumu <Ctrl><Insert>, mepeiiTu B KOHEI] JOKYMEHTa,
HakaTh KiaBpuin <Shift><Insert>,
- 3 coco0: UCTIOJB3YsI KOHTEKCTHOE MEHIO.
10. Tlepen mocnmegnuM ab3alieM BCTaBUTH pa3pbiB CTpaHMIIBI: KoMmaHna BcraBka/Paspeis/HoByro
CTpaHHUILY.
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11. TIpoHyMepoBaTh CTpaHHUIIBI CBEPXY IO IIEHTPY CTPAHUIILI: komaHaa BectaBka/Homepa cTpanuil.

12. 3anucaTth 1OKyMeHT B manky Mowu mokymeHTsl/ 1kype/I'pynma 1(2,3,4), IpUCBOUB eMy UMsI
Ynpaxuenue 1.

12. 3aKkpbITh JOKYMEHT.

13. OTKpPBITH TOKYMEHT IOBTOPHO.

14. BBecTu 3arojoBOK K TeKCTY: TeKCTOBbIE MPOIECCOPbI, BRIOEPUTE CTHIIb 3arojIoBKa 3arojioBOK
3, pa3mep mpudra — 14, et mpudTa — KpaCHbBIH.

15. K cnoBam «OCcoOEHHO SPKO» MPUMEHUTE 3aTUBKY.

16. BcraBbTe 1aTy ¥ BpeMsi PsIOM C 3ar0JIOBKOM, UCIIONIb3Yys KomaHay BcraBka/llata u Bpems

17. C nomomipto koMaH 161 BcTaBka/ABTOTEKCT BCTaBhTe Ipomianue: Jlo cBugaHus.

18. B Hauano TekcTa ¢ moMoIIbl0 KoMaH 16l BcTaBka/CUMBOIT BCTaBBTE 000 CUMBOI.

19. B HUKHHI KOJIOHTUTYJI BCTAaBUTH CBOIO (DAMUITHIO, UMS JOKYMEHTA, TEKYIYIO JaTy: KOMaHia

Bun/KonoHTUTYIBL
20. lnst BTOpOTO ab3ala yCTAaHOBHTE MEKCTPOUYHBIH HHTEPBAJI IMOIYTOPHBINA, JJIA TPETHETO —
OJIMHAPHBIH, IPUMEHUTE JUIS [IepPBOro ab3ana aHUMAIIHIO: KOMaHJa

®opmart/LLpudt/Arnmarnms.
21. Ins cnos beiicuxk, [Tackans, @optpan BeiOepUTe MIPUQPT MOTYKUPHBIHA, TOTICPKHYTHIH.
22. Ucnonw3ys Tadymsmnuro (koMmanga @opmat/Tabysius), BBEIUTE CICAYIONIHE JaHHbBIC:

Poct Myx4nHbI JKeHmmunel
155 56,0 52,0
160 60,0 58,5
165 63,0 62,0
170 68,0 64,0
175 72,0 66,5
180 75,0 69,0
185 79,0 69,0

23. OToOpa3uTh JOKyMEHT B pPEXKUME IPEIBAPUTEIBHOIO IPOCMOTPA, HaXaB KHOIKY
[IpenBapuTenbHbI IPOCMOTP HA AHETU UHCTPYMEHTOB.

24. I3MeHuTe OpHUEHTALMIO CTpaHUIBl Ha anbOoMHyro: komaHja Paiin/lleuats, BbIOEpUTE
BKi1agKky CBOMCTBA.

25. OcymiecTBUTh BHIOOPOUHYIO 3aMEHY CJIOBA «TEKCT» (KOPEHb CIIOBA) Ha CIIOBO «JIOKYMEHT),
1€ 3TO MPUEMIIEMO.

26. C nomoursio Pegakropa ¢popmyn (KHOIKaA Ha MAHETH MHCTPYMEHTOB, B CiIydae OTCYTCTBUS
n00aBUTh) co3/laiiTe POPMYJIbl, IPUBEIEHHBIE B KOHLIE TEKCTA.

27. Co3/aTh HOBBII TOKYMEHT U CKOITUPOBATh B HETO MOCIEIHHM ab3all IepBOro JOKyMEHTA.

28. Berittu u3 npoueccopa Word, coxpaHUB B OCHOBHOM JJOKYMEHTE BHECEHHbIE U3MEHEHUSI.

Texkcr:

PaboTta Ha mepcoHaJIbHOM KOMITBIOTEPE BCETJa CBsI3aHA C CO3JaHUEM TEKCTOB. JTO MOTYT OBITH
TEKCThl OTHENBHBIX MpPOrpaMM Ha KakoM-1u0o s3bike nporpammupoBanus (beiicuk, Ilackans,
@dopTpaH U Jpyrue) Wi € MPOCTO TEKCThl: CTaThs, OTYET, MUCBMO M T.A. [Qns TOro, yToOBI
CO3/1aBaTh, a TAK)XKE PEJAKTUPOBATH (UCIPABIIATH, U3MEHATH) JOKYMEHTBI, CYIIECTBYIOT CIEI[UAJIbHBIE
MPOrpaMMbl, Ha3bIBa€Mble TEKCTOBBIMHU PEIAKTOPAMH WIIM TEKCTOBBIMHU Mpolieccopamu. TeKcToBble
MIPOIIECCOPHI CI0KHEE, UEM PEAAKTOPHI, U 001aJat0T OOJIBIIMMHU (PYHKIIMOHATBHBIMH BO3MOKHOCTSMHU
11 0OPMIIEHHS TEKCTOB.

OCOo0EHHO SPKO BO3MOXKHOCTH TEKCTOBBIX MPOLIECCOPOB MPOSBIAIOTCS IPU COCTABICHUHU TEKCTOB B
yupexaeHdeckoil nestenbHocTH. C 3TOM 1Henbio ucnonb3yercs A0 50% BhIMyCKaeMbIX B MHpE
NEPCOHAIBHBIX KOMIBIOTEPOB. TEKCThI MPH 3JEKTPOHHOM 00paboTKe OKa3bIBAIOTCS N30aBICHHBIMHU OT
MOMYUCTOK M wucHpaBieHuil. Kpome TOro, TEKCTbl YacTO MOBTOPSAIOTCS, OTJIMYASCh TOJBKO
HECKOJIbKUMH YHCJIaMU WK (POpMyITUpOBKaMH, KakK, HalpuUMep, BapUaHThl JOTOBOPOB, CIPABOK,
HaKJIaJAHbIX U T.JA. [Ipr 3TOM MOKHO OBICTPO CO3/1aBaTh HOBBIN TEKCT, OTPEIAKTUPOBAB CTAPbIH.
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IHopsaok BBINOJIHEHHUS
1. BBINOJIHUTE IPaKTUYECKOE 3aJaHUE 10 BApUAHTAM
2.0TBETUTH Ha BOIIPOCHI JIsl CAMOKOHTPOJIS

®opMa KOHTPOJIS
OLeHKa 32 BBINOJHEHUE TPAKTUYECKOI0 3a/1aHUsl, OLIEHKA 3a YCTHBII OIpocC.

Bomnpocs! 111 CaMOKOHTPOJIs
Kaxkue anemenTs! 3xpana Word cymectByroT?
HasBate pesxuMbI IPEICTABICHNS TOKYMEHTA Ha SKPaHe.
Kak BbIIeUTh parMeHT TeKCTa ¢ IOMOIIBIO MBIIIN U TOCPEICTBOM KJIaBUIII?
Kak ynanute, nepeMecTuTh, CKONUPOBaTh (hparMeHT Tekcra?
Kak 3a1aTh ne4yarb HECKOJIBKUX CTPAaHUI] TeKCTa?
Kak n3menuts Buj mpudTa /i BBEAEHHOTO TeKcTa?
Kakoii kKOMaHIOM MOXXHO Cpa3y M3MEHHWTHb BHUJ BBIPABHUBAHWs, OTCTYI IIE€PBOM CTPOKH,

MG)KCTPO‘-IHHﬁ HHTCpBaAJI TekcTa?

8.

9.

10.
11.
12.
13.
14.
15.

Kaxkue nactpoiiku noctymnHsl yepe3 komauay Daitn/Ilapamerpsl ctpaHuiis?
Kaxk HaliTu ¥ 3aMEHUTH CIOBO B TEKCTE?

B uyem cyTh aBTOTEKCTA?

Uto npeacTaBusioT co00i KOMTOHTUTYIIBI?

Kax onmHoBpeMeHHO paboTaTh C HECKOJIBKUMHU JOKYMEHTaMH?

Kak 3agaTh HecTaHIapTHBIE TO3ULIUN TaOYISIIH?

Kak 3aymate Hymepariuio cTpaHuil He ¢ Homepa «1»

Kak paborats ¢ Penakropom dopmyn?

Pexomennyemas iureparypa

MuxeeBa E.B. MHpopMmainoHHble TEXHOJOTMM B NPOPECCHOHATBHON AEATeNbHOCTU. Yueo.
nocobue s CTyA. YUpeKaeHun cpel. mpod. oopazoBanus. — 14-e usn., crep. — M.: Akaaemus,
2016. — 384 c.

Muxeesa E.B. IlpaktukyM 1o HWHQPOPMAIMOHHBIM TEXHOJOTHSIM B MNpodeccHoHaTbHOM

NEeSTeNbHOCTH Y4el. mocodue i CTyI. yUpekIeHui cpen. mpod. obpaszoBanus. — 15-e usn.,
crep. — M.: Akagemus, 2015. — 256 c.
JlononHuTenpHas:
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3. I'pummmn B.H., TlandunoBa E.E. «MHpopManmnoHHBIE TEXHOJOTHUH B NPO(ECCHOHATHLHOMN
nearenbHocT», MockBa, U1 «Dopym», UTHOPA-M, 2013r. —421c.

4. Hecrepor C.A. OcHoBbI HHGOPMAIMOHHON Oe30macHocTH. YuebHoe mocobue. —Jlans, 2016.

5. Hooxwunos O.I1. Uadopmaruka . Yueonuk mis CI1O. — FOpaiit-M, 2016.

6. OumumonoBa E.B. HWHdopManmMoHHbIE TEXHOJOTMH B MPOQPECCHOHATBHON  JeSITeIbHOCTH
(CITO):yuebnuk / - KnoPyc, 2017

7. Xne6uukoB A.A. Madopmarmonnsie TexHonoruu: yueonuk /— KnoPyc, 2015.

IIpakTnyeckas padora Ne 3.
Tema: KommiekcHoe ucnosib3oBanue Bo3mMoskHocTeid MS Word 1191 co31aHnsi J0KYyMEHTOB

Hear 3ansTusi: CdopMupoBaTh OCHOBHBIE HAaBBIKM KOMIUIEKCHOTO  HCIIOJIB30BaHUS
BO3MOKHOCTEH TeKCcTOBOTO Iporieccopa MS Word jyist co3manusi TEKCTOBBIX JJOKYMEHTOB.

Ocnamennue:
[TepcoHanbHbII KOMITBIOTEP, TEKCTOBBII mporeccop MS Word.
3ananus:
Ynpaxunenue 1.
Cozpaiite 21eKTpoHHYIO (popmy-niuchMo, ucnoib3ys BcTpoeHHbld madion CTAHJJAPTHOE
[TNCBMO.
1. BsiOepure koMaHIy dDAI?'IH/CO3I[ATb, cceika OBIIME ITABJIOHBI, Bknagka IIMCBMA U

OAKCBI, CTAHAAPTHOE ITMCBMO wu ycranoBure nepekitouarens JOKYMEHT.

2. 3anonaure GopMy IPOU3BOJILHBIMU JJAHHBIMU.

3. Coxpanwute 3aroHCHHYIO GopMy Kak JokyMeHT Word B cBoeli mamnke o umeHem [TMCbMO|1

(xomanna PAN/COXPAHUTH KAK).

4. 3akpoiite hopmy.

Ynpaxnenue 2.

CozpaiiTe 11abJI0H 3JEKTPOHHON (hOpPMBI-IHCbMa, UCIIOJB3Ys MacTep nuceM. Co3naiite popmy
Ha OCHOBE 3TOr0 11a0JI0Ha U 3allOJTHUTE €€ JaHHBIMH.
1. Boibepute xomauny ®AUII/CO3JIATH, ceeuika OBIIME ITABJIOHBI, Bknagka IIMCBMA U
OAKCBI, MACTEP IIMCEM wu ycranosute nepekitodarens HIABJIOH.
[Ipumeuanue. B 1eBoM BepXHEM yIily OTKpPBIBIIETOCs OKHA JODKHO ObITh ykazaHo ums IIABJIOH, a
He JJOKYMEHT, B nmpoTuBHOM cilydae CO3/1aH JOKYMEHT, KOTOPBIM MO)KHO J1ajee COXPaHWUTh Kak
1a0JI0H.
2. Beibepure CO3JATH OJHO ITMCBHMO.
3. B okxue MACTEP IIMCEM ycraHoBuTe cieayrouue napamerpbl:
- Ha Bkiagke ®OPMAT IIMCBMA BwiGepute mabnoH-ocHosy CTAHIAAPTHOE IMMCBMO wu
ctunb muckMa CTPOTUH, He HcHonb3yiiTe CTPOKY JaThl M KOJIOHTHTYIIEL,
- Ha Bkiuagke IIOJIVUATEJIb He ykas3biBaliTe CBeAECHUS O I[ojyyaTele IHUCbMa, BblOepute
npusetctsue [IEJIOBOE;
- Ha Bkiaake OTIIPABUTEJIb He yka3biBaiiTe cBeaeHHs 00 OTIpaBUTENE MHUCbMa, BBHIOEpPHUTE
3aKJIFOUYEHHE.

4. 3apnaiiTe B KauecTBe MaKH XpaHEHHs 1a0JIOHOB MOJIb30BATENS CBOIO MTYCTYIO MaIKYy.

5.0 3TOrO Boioepute komanny CEPBUC/IIAPAMETPLHI, Bknanka
PACIIOJIOXXEHUE, BBLIIEINTE
anemenT UIABJIOHBI IIOJIb3OBATEJISI wu  waxmure  kHonky WM3MEHHUTL. B
orkpbiBuieMcst  auanoroom okHe W3MEHEHUME PACIIOJIOXKEHUMSA ykaxure HoOBOe
pacrojoXKeHHe Marnky ¢ 1adJI0HaMHU MOJIb30BaTENs.

6.CoxpanuTe MmabIoH (popMbI ¢ oMo KoManasl PANII/COXPAHUTH KAK B cBoeii manke
noa umedeM HOBOE ITMCbMO, tun ¢aiina [ITABJIOH JJOKYMEHTA.

7. 3akpoiite mabaoH GOPMBI.

8. Cozmaiite ¢opmy Ha ocHoBe mabmona HOBOEIIMCBMO ¢ mnoMompio KOMaHIbI
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®ANJII/CO3ATH, ceeiika OBIUE IIABJIOHBI, Bxnaaka OBII[AE.  HOBOE ITMCHMO

u MepeKII0YaTeb JOKYMEHT, Beibepure OJJHO IIMCbMO wu 3akpoiite OKHO

MACTEP ITMCEM. 3anonaute ¢hpopMy IpOU3BOJBHBIMHU TAHHBIMH.

[Ipumeuanue. Eciay HEBO3MOXKHO M3MEHEHHE MANKd XpaHEHHs MIAOJOHOB MOJIB30BATENsl TO
ClIe/lyeT COXPaHUTh maduoH (hOpMbI B HY)KHOI NaIKe, a 3aTeM BbIOpaTh komanay PANI/CO3/IATD,
cceutka BBIBOP JIOKYMEHTA u Boinenuth ¢aiin madiaoHa.

8. CoxpanuTe 3anoiaHeHHyI0 Gopmy kak gokymeHT Word mox nmenem [IMCbMO?2 B cBoeii marmke.

Ynpaxnenue 3.

Crnenaiite mabJI0H 3JIEKTPOHHOU (hopMbI JUTSt JIOKyMEHTa JOI'OBOP.
JIOKYMEHT UMEET CIIEYIOIIMNI BUT:
JJOI'OBOP Ne oT
Ha [MOCTaBKY TOBapOB
3aKJIFOYEH C:
IOPUIMYECKUN aJIpec:
VYcnoBus onarst:
- IpejaoIiara
[] - 1o dakTy OTrpy3Ku
HaumenoBanue | 1iena TOBapa | KOJIMYECTBO Cymma
TOBapa (py6.) ToBapa (IIT.) (py6.)
WUroro | .

1. Co3naiite HOBBIH Ma6I0H Ha ocHoBe mabnona OBbIUHBIN (komaHga d)AI?'IH/CO3Z[ATb, CCBIJIKA
OBILME IIIABJIOHBI, Bknanka OBIIUE, HOBBIM JOKYMEHT u nepexiouarens IITABJIOH).
2. BeBenure  Ha  3KpaH naHens  uHcTpymeHtoB ®OOPMbI (xomanma BUJI/ITTAHEJIN
NHCTPYMEHTOB ®OPMBI).

Jlo xoHcTpyHnpoBaHus (HOpMBI HA KOMITBIOTEPE HEOOXOAMMO OMPENETUTh €€ BHEUTHWN BUJ Ha
OyMmare Juist IPaBUIILHOTO PACIIONOKEHHSI SJIEMEHTOB B (hopMe.
4. Ucnonws3zyss cpencrBa Word, CHpOEKTHPYHTE CTPYKTYpPY (GOpMBI,
3aMoTHEHUU (HOPMBI:

HE MEHSIOLYIOCS IpH

JIOT'OBOP Ne oT
Ha MOCTaBKy TOBapOB
3aKJIFOUEH C:
FOPUANYECKHI apec:
YcnoBus omarh:

- mpejoruiata

- 10 (aKTy OTrpy3KH
HanmenoBanue Llena ToBapa KOJIMYECTBO Cymma

TOBapa (py6.) ToBapa (ILT.) (py6.)

Hroro

IIpumeyanue. Ha nanenmn wmHcTpymMeHTOB POPMDbI ecTh KHOIKHM, MO3BOJISAIOIIME BCTABUTH
tabmuny - JJOBABUTDH TABJIMILY u HAPUCOBATDH TABJIULLY (mist TaGnuibl CO CIOXKHOU
BHYTpEHHEH CTpPYKTYpoOi), pacmoyioKUTh HaAmuch B JroOoMm Mecte crpanuisl - JJOBABUTDH
PAMKY.
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4. CoxpaHure cTpyKTypy hopMbI Kak 11ablIoH B cBoeii manke mox umeneM HOBBIN JIOTOBOP.
5. OcTtaBbTe ma0IOH (HOPMBI OTKPHITHIM U TTPOJIOJDKUTE PAOOTY.

[Ipumeuanue. Eciiu mo kakuM-TO mpUYMHAM MIa0JIOH OBUI 3aKpHIT, a TEEeph HEOOXOIUMO €ro
peIaKTUPOBATh, TO BOCHOIb3yHTech koManaoii ®AMI/OTKPBITh wm kuonkoit OTKPBITH Ha
nanenu uHCTpyMeHToB CTAHJIAPTHAS. B muanoroBom okne OTKPBITHUE JJOKYMEHTA B
ciiucke TUIT ®AUJIA BoiGepure IITABJIOHBI JIOKYMEHTOB u ykaxuTe HyXKHbIH MaGI0OH B
COOTBETCTBYIOLIEH IaIKe.

Ynpaxnenue 4.

1. BcraBbre cnenyromniue 1mons (GopMbl, OCHOBBIBasCh Ha wucxoaHoMm nokymente JJOI'OBOP:

- TeKCTOBbIE TMOJII - N° OroBopa,  3aKJIKOYEHHUS JAOrOBOpA, HA3BAHUE 3aKa3UMKA, FOPUINYECKUM
azipec, LIeHbl, KOJIMYECTBA;

- (pmaxkky - mpenomuiata, no GakTy OTTPY3KHU;

- [10JIS CO CIIMCKOM - HAMMEHOBAHHUS TOBapa.

[Ipumeuanue. O BcTaBKe CyMM U uTora cM. . Berumcnenus B dopme. B Ttabnuily momist JoxKHBI
N00aBIATHCS BO BCE COOTBETCTBYIOIINE TYCHKH.

2. Haxwmure xuonky 3ATEHEHUE TIOJIEM ®OPMbl Ha mnanemu unctpymento ®OPMBI
U1 OTOOpaXKEHUS TOJIeH B BHJI€ 3aTEMHEHHBIX MPSIMOYTOJILHUKOB.

Yunpaxuenue S.

YcraHoBHTE TapaMeTPBI:

- muist Ne toroBopa (THIT TTOJISI YMCII0, MAaKCUMallbHAs JUTMHA - 3, popMaT gucna - mesoe),

- JaThl 3aKIIOYEHHUs JoroBopa (TUIl MOJS - , MakcUMajibHas uMHa - 8, dopMaT OaThl -
dd.MM.yy),

- Ha3BaHM 3aKa3uuKa (THI OIS - OOBIYHBIN TEKCT, MaKCUMallbHas JuinHa - 30, oopMar TekcTa -
IIPOIUCHBIE OYKBBI),

- IOPUJIMYECKOro aapeca (TUIl MOJsl - OOBIUHBIN TEKCT, MakcuMalbHas AnuHa - 40, ¢opmar
TEKCTa - IPONUCHBIE OYKBBI),

- IIeHbI (TUII TIOJISL YUCII0, YHCIIO M0 YMoYaHuio - 0, MakcumaneHas anuna 10, popmar yucna -
JICHEXKHBIH ),

- KonuyecTBa (THI HOJS YUCIO, YUCIO MO0 ymonudaHuto - 0, MakcumalnbHas anuHa 3, ¢opmar
gucina - uenoe). @naxxox PASPEIINTD U3BMEHEHU S nonxen ObITh yCTaHOBJEH JUIsl BCEX MOJIEH.
ITpumeuanue. M0XHO CKONMMPOBATh BBIAEIIEHHOE M10JIE C U3MEHEHHBIMU TAPAMETPAaMU U BCTaBUTh €T0
B SIUEHKHU COOTBETCTBYIOIIETO CTOJIOIA TAOIHUIIBI.

Yupaxnenue 6.

VYcTraHoBUTE mapaMeTpbl Ui MpenomiaTsl (pa3Mep ¢uiaxkka - TOYHO -15 MT., COCTOSHUE MO
YMOJYaHUIO - YCTaHOBJIEH), MO (akTy OTTpy3Ku (pasmep Quiaxkka Takoil e, COCTOSHUE IO
ymondanuto - cHAT). @naxok PA3SPEHINTH U3MEHEHUS nomken ObITh yCTaHOBIEH AJS BCEX
TIOJIEH.

Ynpaxuenue 7.

VkaxuTe 111 HaUMEHOBAaHMS TOBapa CIEIYIOIIME >3JEMEHTHl CHUCKa: IIKad, cToiy, CTyJ,
tabyper. Pacmonoxure snemMeHThl B cnucke B aidaButHoM mnopsake. Pnaxoxk PA3SPEHIUTDH
N3MEHEHUS nomxen ObITh yCTAaHOBJIEH.

Yupaxnenue 8.

VYkaxute B cripaBke, 4To Ne 10roBopa M KOJMYECTBO TOBapa HE MOTYT IPEBBIIIATH YUCIO 999.
[Ipuuem caenaiite Tak, 4ToObI cripaBouHas UH(opmanus 17 Ne 1oroBopa BbIBOJWIACH B TUATOTOBOM
OKHE, a 11 KOJIMYECTBA - B CTPOKE COCTOSHUS.

YnpaxkHenue 9.

[Tpucpoiite cneayromue MMEHa 3aKIaJOK IMOJIIM (OPMBI, HAXOAAIIMMCS BO BTOPOHM CTpoke

COOTBETCTBYIOMIETO cTONOMA Tabnukl, - [IEHA1 u KOJIMYECTBO 1.

Yupaxuenue 10.

1. YcranoBure duaxkok BBIYMCIIUTH TIPU BBIXOAE nans moneid, MOMEYEHHBIX 3aKJIagKaMH
HEHA1 u KOJIMYECTBOL.
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2. BcraBere BO BTOpYyrO cTpoky crosiona CYMMA TekcToBOE TMMOJi€ U YKOKHUTE I HETo
nmapameTpsl (Tum - BeuuciaeHue, BoipakeHue =[{EHAT*KOJIMYECTBOI1, d¢opmar uucma -
JICHEKHBIH ).

[Tpumeyanue. Ecnu Ob1 HCOMB30BAIMCh CCHUIKM Ha siueiiku, To B mosie BBIPAJXKEHUE 6510
ObI 3amMcaHo =B2*c2 .
Ynpaxuenue 11.
1. YcranoBure dnaxoxk BBIUWMCJIIUTL ITPU BBIXOJE s moseir B siueiikax B3, c3.
2. B sueiiky d3 BBemuTte mosie ¢ BBIYMCICHHEM ¢ MoMolnbio koMaHasl TABJIMIIA/®OPMVIIA.
VYxaxure popmyiny =B3*c3 u qeHeKHBIN opMaT YnCIIa.
Ynpaxuenue 12.
1. B siaeiiky d4 BBeauTe mosie ¢ BeraucieHueM ¢ momoibio komanasi BCTABKA/TIOJIE.
2. B pexxume ckpeitusi kogoB nojeit ykaxute ¢yaknumo =SUM(ABOVE) u nenexHsbiii ¢popmar
qucia.
Ynpaxuenne 13.

VYcranosure g noass Ne 10roBopa HadepTaHUE IMONYKUPHBIM KypCUB C NOJYEPKUBAHHUEM,
pazmep 16 mr.
Ynpaxuenue 14.

3amurute popmy, HaxkaB KHONIKY 3AILIMTA ®OPMBI.
Ynpaxuenue 15.
1. CoxpanuTe 1ma610H popME! B cBoeit marnke nox umeneM HOBBIN JIOI'OBOP.,
2. 3akpoiite mabdaoH GOPMBL.
Ynpaxuenue 16.
1. Cosmaiite HOBylo (opmy Ha ocHoBe mab6nona HOBBIM JJOTOBOP wu 3amonmuTe ee
IIPOU3BOJIbHBIMU JAHHBIMHU.
2. Coxpanure 3anonHeHnyto gopmy B nanke MO JIOKYMEHTDBI unn USER kak nokyment Word
noa umeHem JIOI'OBOP 1.
3. Ynpanure cBOIO mManky ¢ [Ma0lOHaMH, YKa3aHHYIO B KauecTBE MANKU XPaHEHUS I1a0JIOHOB
nosib3oBarens. Ilociae 3Toro mpowusolaeTr BO3BpaT K CTaHAAPTHOW IalKe XpaHEHWs I1a0JIOHOB
I0JIb30BATEII.
Ynpaxuenue 17.
1. IIpocMmoTpute (GopMy € BBEIAECHHBIMH JaHHBIMH B PEXHUME IPEIBAPUTEIBHOTO MPOCMOTPa H
yOeIuTeCh, YTO OHA COOTBETCTBYET UCXOHOMY AoKyMeHTy JIOI"OBOP.
2. Hameuaraiite ¢opMy ¢ BBEJICHHBIMU JaHHBIMHU.

ITopsinok BhINOJIHEHUS
1. BBINOJIHUTE MPAaKTUYECKOE 3a/laHue 110 BapuaHTaM
2.OTBETUTH Ha BOIIPOCHI ISl CAMOKOHTPOJIS
dopma KOHTPOJIA
OneHka 3a BBIIOJIHEHNE MPAKTUYECKOTO 331aHUSI, OLIEHKA 3a YCTHBIN OMpOC.
Bomnpocsl 11 cCaMOKOHTPOJISA
1. Jlyist yero u kKak co3gaeTcs malIoH MoJIb30BaTess?
2.Yto Takoe dopma?
3.Yro takoe nosne popmbl? HazBaTh OCHOBHBIE BUBI MOJIEH (POPMBI.
4. Kakue 3Tansl peAnoiaraeT co3aHue Mojib30BaTeabckoi Gopmbl?
5.Ha ocHoBe dero o0b14HO cozfaercs ¢popma’?
6.Kak nmpoBopsTcst BeraucieHus B popme?
7.Kak 3amutuTh opMy U 4TO 3TO Haet?
8.Kaxkue stamnsl BKIIIOUaeT CO3JaHUE CTPYKTYPHUPOBAHHOTO JOKYMEHTa?
9. MO>XHO JI1 U3MEHATh YPOBHH UEPAPXHUU B CTPYKTYPHUPOBAHHOM JTOKYMEHTE?
10. Kak BCTaBUTh B HEpapXUUECKHI TOKYMEHT HOBBII ITyHKT?
11. Kak noka3bIBaTh pa3HbIE yPOBHU UEPAPXUU B PEXKUME CTPYKTYPbI?
12. Yro takoe nepekpectHas ccbuika? Korma yao0HO HCTIONB30BaTh MEPEKPECTHHIE CCHUTKU?
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Pexomenayemast qureparypa

1. MuxeeBa E.B. MHdpopMannoHHbIE TEXHOJOTHH B TPO(PECCHOHAILHON NEATEIbHOCTH. Yueo.
mocoOue st CTY. YUpexkAeHu cpea. nmpod. oopazoBanus. — 14-e usn., crep. — M.: Akagemus,
2016. — 384 c.

2. MuxeeBa E.B. Ilpaktukym 10 HWH(QOPMALMOHHBIM TEXHOJOTUAM B HNPOPECCHOHATHHON
NesTeNIbHOCTH Yuel. mocobue id CTy[. yupekIeHui cpen. npod. obpazoBanus. — 15-e usn.,
crep. — M.: Akanemus, 2015. — 256 c.

3. I'pummmn B.H., IlandwioBa E.E. «WHpopManmoHHBIE TEXHOJOTMHM B TpodeccHoHaTbHON
nesitenbHocTHy, Mocka, U/ «Dopym», UHDOPA-M, 2013r. —421c.

4. O®umumonoBa E.B. HMudbopmarumoHHble TEXHOJIOTHH B MNPOPECCHOHAIBHONW JIESITCIBHOCTH
(CIIO):yuebnuk / - KuoPyc, 2017

5. XneonukoB A.A. UHpopManmoHnHbie TexHOIOTHH: YyueOHuK /— KHoPyc, 2015.

Tema 2.2. MyabTUMeIHAHbIE TEXHOJOTHH NpPeacTaBJIeHUs UHPOPMaIIUN.
IIpakTnueckas padora Ne 4.
Tema: Cozpanue ynpasJjsiemoii npe3enrauuu ¢ nomombo MS PowerPoint..

Hesanb 3aHATHS: pa3BUTHE HaBBIKA pabOTHI C TEKCTOBOM W rpaduveckoil mHpopmanuei,
dbopMupOBaHHE HaBbIKa CO3JaHHUS TMpe3eHTalMil ¢ mnoMolbio mnporpammbel MS PowerPoint,
(hopMHUPOBaHHE TBOPUYECKOTO MOIX0Aa K 0(QOPMIICHUIO TIPE3CHTAIINN.

Ocnamienue:

[TepcoHanbHbII KOMITBIOTEP, TEKCTOBBII mporeccop MS Word.
3ananus:
3amyctute npuioxenne MS PowerPoint , Bxonsuiee B cocras nakera MS OFFICE.

2. Co3naiiTe epBbIA Caia:

- B 110J1€ 3aroJi0BOK ciaiia BBeauTe TekcT «HemMHOro 000 MHe»;

- B nosie Iloa3aro10BoK ciiaiifia BBEIUTE JaHHBIE 00 aBTOpE MPE3CHTALINN;

- yCcTaHOBHTE JIOOOM W3 TPEUVIOKEHHBIX MIa0IOHOB 1O odopmieHHI0 crnaia (BKIaaka
Ju3aiin/Tembl);

- U3MEHUTE 11BeTOBOE ohopmiieHHe BeIOpaHHOro Bamu mabnona (Au3aiin/Tembl/LIBeTa Tembl);

- HaCTpOMTE 10 CBOEMY BKYCY CTWIb (poHa BeIOpaHHOM TeMbl ([u3aitn/@on/Ctuinu ¢ouna).

3. Co3pgaiiTe BTOpOH craii:

- BcTaBbTe HOBBIN ciaiig (I'1aBnasa/Co3aath ciaiin);

- BeIOepuTe MakeT O0beKT ¢ MOANMUCKI0 Uit HOBoro ciaiina (ImaBnas/Maker);

- B I10JIe 3arojI0OBOK BBEANUTE TEKCT «MoOM aHKeTHbIE TaHHbIEY;

- B mojie TekcT crnaiiga BBEAUTE TEKCT, COAEPKAIINN MTOJTHOCTHIO BaIlM (PaMUJIHIO, UMSI U OTYECTBO;

- B nosie O0beKT Ha MUKTOTpaMMe BbiOepuTe 3HA4OK JloGaBMTH pucyHOK U3 (Qailia U BCTaBbTE
PUCYHOK TOJIXOISIINIA 10 TeMe (aHaJIOTHYHO BCTaBKe 00bekToB B Word).

B npunIume, ctaBuTh 00bEKT Ha ClIaii]] MOJKHO B JIFOOOI MOMEHT, UCIIOJIb3YsI BKIaAKy BeraBka.

4. CaMOCTOSITENIbHO CO3/aiiTe elle MATh CIalaoB (C pa3TUYHBIMU MaKeTaMH), KOTOPBIE COJEpKaT
cBefieHUs 0 Mecte npoxkuBanus (1 cmaiin), pabore, yuebe (2 cnaiiga), yBiueuenusix (3 cnaiiga) unu
mo0yto apyryro uHpopmanuio o Bac u nocnennuii cnaiin Cnacu6o 3a BHUMaHue!

5. Hactpoiite anumanuto u 3pexTs! A7 00BEKTOB MEPBOTO craiiia

- OTKpo#Te o0sacTh 3a1a4 HacTpoiika anumanmu;

- BBIIETTUTE OOBEKT, KOTOPBIA Bbl XOTUTE COMPOBOXAATh aHUMAIMEH U BbIOEPUTE U3 MPEAJIAraeMoro
crcKa noHpaBuBiIuiics BaMm 3¢ dekt (JodaButh 3¢pdexT), HacTpoiite ero (Hauano, Hanpasienue,
Ckopoctb)

- YCTaHOBUTE HAYaJIO MOSABIIEHUS KaXXA0r0o 00BbEeKTa ciaiiia mocie npeablIyIero;

- BocTiosib3yiTech KHOMKOM IIpocMoTp /1 HacCTpOIKY jkenaeMbIX 3P PEKTOB;

- IJIA IPOCMOTpa cliaiiia B TOJHBIN 3KpaH UCNoab3yiTe KHONKY [lokas ciaiaos.

6. MI3meHuTe MOpsI0K MOSIBIEHUS] 0OBEKTOB Ha ciaiije:
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- B oOmactu 3a1a4 Hacrpoiika anumanuu;

- B cnucke [lopsAnok aHUMaNUM aKTUBU3UPYHTE OOBEKT, MOSABIEHUE KOTOPOTO Ha claiifie HY>KHO
W3MEHUTD, U MEPETAIINTE 3TOT O0BEKT Ha HYKHYIO MTO3UIHIO;

- U1l IPOCMOTpa Ucnoab3yiTe KHonKy IIpocmotp;

- IpU HEOOXOIMMOCTH OCYILIECTBUTE MIEPECTAHOBKH OCTAJIBHBIX MOSBICHUNA 00BbEKTOB Ha CIIanjIe.

7. YcranoBure 3(pQeKThl aHUMALIMH [Tl OCTAJIbHBIX 00BEKTOB Ha BAIlIUX Claiiax.

8. Haiinute B cetn lHTEpHET U cKkavaiiTe moaxoasuiye 1 ohopMiIeHUs Ipe3eHTauu HeOobIre
BUJICO- U ayUO (DaiiIbl.

9. BcraBbTe BUI€0- (ayAMO-) KIUIIBI HA TOAXOASIIHNE CIai/Ibl:

- ucnons3yite BkIaaKy BeraBka / Kiaunbl myiastumenna / @uiabM(3Byk) /Ouiabm(3BYK) 13
¢aiina u, Ha 3anpoc Bocrpon3BoauTh Mpu NoKa3e cliaiijoB?, BeIOepuTe BapuaHT [1o miendkys;

- UCIOJB3yHTE MPOCMOTp Mpe3eHTauuu ¢ Tekymero cnaina (Ilokas / Hauars moka3s ciaaiinos / C
Tekyuero ciaiina niau Shift+F5) s Beioopa MeCTOMOIOKEHHS 00bEKTA.

10. YcranoBure nepexoa Mexay clailaMy Mo METIKY:

- OTKpOMTE BKIAAKy AHMMAaNus 1 HaiauTe rpynny Ilepexoa k atomy caainy;

- aKTUBU3HMPYWTE BTOPOHW ciaiin, BeiOepuTe 3¢ (deKkT mepexona K HeMmy (3aTeM MOXXHO MPUMEHHUTH
BbIOpaHHBINA 3D (eKT Ko BceM claigam, UCoib3ys KHONKY [IpuMeHUTHh KO BCeM HMJIM HACTPOMTH
nepexoj K KaskaoMy CJaiy oT/Ae/1bHO);

- B cnucke CkopocTth nepexona soidepure Cpenne;

- B 1oJie 3BYK yCTaHOBUTE JIF000M U3 MPEAI0KEHHBIX 3BYKOBBIX 3((HEKTOB [ MOSBICHUS Claii/a;

- B rpynne Cmena caaiiaa ycranosurte duiaxok Ilo menuky (mepexoa K cieaywuieMy cjaaiay
OyAeT oCyleCTBIATHCS TOJBKO MOC/Ie IeJTYKa MbIIIH);

- OCYILIECTBUTE IIPOCMOTP YCTAHOBIICHHBIX IIEPEX0I0B 3aIlyCTUB IIPE3CHTALIUIO.

CaMOCTOATENbHO M3yYUTE BO3MOXHOCTh YCTAHOBKM II€PEXOJOB IO BPEMEHM, 3aT€M CHOBa
YCTaHOBUTE MO LIETUKY.

11. Co3paiite HOBBI ciaiin ¢ HazBaHueM «ILinan pacckaza 000 MHE» U MaKeTOM TOJIBKO 3aroJIOBOK

- B oJie 3aroJioBok BBeauTe TeKeT «Ilian pacckasa 000 MHe»

- BctaBbTe 00beKT Hagnmuch (BeraBka/Haamuceh) u odopmute B BHIE MapKUPOBAHHOTO CIUCKA
Ha3BaHMs CO3/laHHbIX Bamu cnaiimoB (Mou aHkeTHble AaHHble, Mo nomamHuii agpec, Mou
yBIedeHusi, Most pabota u T.11.)

12. BeraBbTe co3aanHblii caiia [lnana mocie nepBoro ciaiiia mpe3eHTalum:

- HalauTe JEeByH 00JacTh 3ajad, cojepxkamnyro ABe Bkiaaaku: Caaiiapl m CTpykrypa (B
NPHHIHIE, IEPeTACKUBATh MOKHO HA JIIO00H);

- BBIICNIUTE HYXXHBIM Claiil ¥ TEpeTalmuTe ero Ha HY)XHOE€ MeCTO (MEXIy MEepBBIM U BTOPHIM
crnaiiom). O6paTuTe BHUMaHKE, YTO MPOTpaMMa aBTOMaTHYECKH MTePeHyMEPYeT CIaibl.

13. YcraHoBuTE rUNEPCChUIKY ¢ MyHKTa MoOM yBI€UeHHUsl Ha COOTBETCTBYIOLINI Can;

- BBIIETTUTE B kKauecTBe ¢pparmMeHTa Gppasy Mou yBrnedeHus

- OTKpOMTe uanoroBoe okHo BeraBka runepcecsliku (Berapka/I'unepcecebliika);

- B okHe B rpynmne CBsi3aTh €: aKTUBUPYHTE OMIIMIO MECTOM B JIOKyMEHTE W B rpyIie Bribepure
MECTO B JJOKYMEHTE, YKA)KUTE HYKHBIN CIIAn;

- mpoBepbTe pabOTy YCTAaHOBJICHHOW TUIMEPCCHUIKH, 3allyCTHB IOKa3 MPE3EHTAIlMU C TEKYIIEeTOo
cranja.

14. CaMoCTOSITENBPHO YCTAaHOBUTE TMIEPCCHUIKA C MYHKTOB IUIAHA HA COOTBETCTBYIOIIUE CIIAl]IbI
MIPE3EHTALNH.

15. YcraHoBuTE M HACTPOMTE HA CAMIBI YIPABISIONINE KHOIIKY MEPEX0A0B (J1anee, Ha3a, TOMO)

- OTKpOMTE HYKHBIN CIIaig;

- OTKPOMTE MEHIO YIPaBJIAIOINX KHOMOK (BecraBka/@urypsl/Y npasisioniue KHONMKH);

- B OTKPBIBIIEMCSI CIUCKE BBIOEPHUTE HYXHYIO KHOIKY, B COOTBETCTBHHM C €€ OOIICTPUHSITHIM
Ha3HAYEHUEM;

- PacTSHUTE KHOIIKY ITPaBOM HIDKHEM YTITY CJIaif/ia 10 HYKHBIX Pa3MepOB;
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- YCTaHOBHUTE C KHOIKH MEPEXO0]l K COOTBETCTBYIOUIEMY CIIalily: MIPOBEPHTE, 4TO B OKHEe Hactpoiika
JNEWCTBUA BKJIIOYEH Nepekiodarenb [lepeTu mo runepcchlike U B CIUCKE YKa3aH HYXKHBIW ClIaija
U1 [Iepexo/ia, 3akpoiite okHO kHomkoi OK.
16. IlpocMoTpUTE CO3JaHHYIO MPE3CHTAIMIO MCIO0JIb3Ysl YCTAaHOBJICHHBIE KHONKHU TepexoaoB (Iloka3
caaigos / C Hayajua).
Ecin Heo0X0a1MMO BHECUTE U3MEHEHHUS B CO3/IaHHYIO IIPE3EHTALUIO.
17. Jns HEBO3MOXKHOCTH MPSAMOTO MPOCMOTpa MPE3CHTAllMh CKpPOWTe Bce ciaiapl kpome 1, 2 u
IIOCJIETHETO:
- Ha BRJaake Caaiipl jeBoi o0iacTu 3ama4 Beiaenute (yaep:kuasi kHonky Ctrl ) Bce cmaiinpl,
KOTOPBIE HY>KHO CKPBITh;
- oTkpoiiTe Bkiaaaky IlpocMmoTp u ucnosb3yite oniuio CKPbITH CIaia;
- 00partuTe BHUMaHHUE, KaK TIOMEYAIOTCsl CKPBIThIE B IPE3EHTALIUU CIIAMIbI;
- 3alyCTUTE MPE3CHTALMIO U IOIBITANTECh, HE HCIONb3Ys YCTAHOBIIEHHBIX KHOIIOK IE€pPEXOJ0B,
MIPOCMOTPETH MOAPSIA BCE Ciaiabl (MOXKHO IIEIKAaTh MO cllaiij]aM MUMO YCTAaHOBJICHHBIX KHOIIOK);
€CJIM BCE C/IeTIaHO MPAaBUIIbHO, TO OyAyT MOKa3aHbl TOJIBKO HE CKphITHIE (1, 2 ¥ mocnenHuit) caaiabl.
18. Coxpanute mnpe3eHTalui B (¢aiil JAEMOHCTpAallMd MU TOCMOTPUTE, B uYeM oTiinuue (hailia
JEMOHCTpAalUU OT (paiiyia mpe3eHTaluu.
19. OtkpoiiTe IEMOHCTpANMIO I PEAAKTHPOBAHUS (KOHTEKCTHOE MeHI0 (aitna/OTKpBITH ¢
nomombio /MS PowerPoint ).
20. CoznaiiTe 3aMETKH K CllaiiiaMm Ipe3eHTaluu:
- IEPEKIIIOUUTECH B pexxuM CTpaHunbl 3aMmeToK (Bua/CTtpaHnubl 3aMeToK);
- HAMMIIUTE HEOOIBIINE TEKCTHI K KAXKIOMY Claiily 1 00paTUTe BHUMAaHUE, YTO 3aMETKH HE BUIHBI B
peXHUMeE MOKa3a U IEMOHCTPAIUH, T.€. 3P(PEKTUBHBI TOJIBKO MPH MOATOTOBKE JOKIA/A.
21. U3yuurte MOMOJHUTEIBHBIE BO3MOXXHOCTH IOKa3a MPE3EHTAlUU (3alucH Ha Cllaiijlax BO BpeMs
JIeMOHCTpAIIUH):
- 3aITyCTHUTE MPE3CHTALMIO (IEMOHCTPAITHIO);
- B JICBOM HIDKHEM YTy OTKPOHTE MEHIO MEePEKII0YeHUs BUIa Kypcopa (cTpenka, pyuka, (iaomacrep,
BBIJICTICHUE),
- clieNaiiTe pyKONUCHBIE 3aMETKH Ha HEKOTOPBIX ClIalilaX B peXUME IPOCMOTpa MPE3ECHTALNH;
- oOparuTe BHMMaHHE HAa TO, YTO YJAJIUTh MOXKHO TOJBKO TEKYIIHE 3aIMCH, TOCIIe COXpPaHEHUS
Mpe3eHTAINH UX YAAIUTh OyJeT HEBO3ZMOXKHO!
- OCTaBbTE HECKOJIbKO 3alKCcel Ha OJHOM W3 CIIAiA0B JUIsl IPOBEPKU U COXpaHUTE (aill B pexumMe
JEMOHCTpAIHH.
IMopsaok BbINOJTHEHHUS
1. BEIMOTHUTE TPaKTUYECKOE 3a/1aHNE
2.OTBETUTH HA BOMPOCHI JIJIsi CAMOKOHTPOJIS
DopmMa KOHTPOJIA
OneHka 3a BBIIOJIHEHNE MPAKTUYECKOTO 33/1aHUsI, OLIEHKA 3a YCTHBIN OMpOoC.
Bomnpocsl 11 cCaMOKOHTPOJISA
1. B uem coctout ocHoBHOe Ha3HaueHue PowerPoint?
. Oxapakrepusyite OCHOBHBIC BO3MOHOCTH PowerPoint.
. Uro Ha3pIBaeTcs pe3eHTanuen?
. JlaiiTe onpeneneHus: NOHATUS «CITAU).
. Kakue cymiecTBytOT THUIIBI TPe3E€HTALINI?
. Kax 106aBUTH HOBBIN Cai/1 B IPE3CHTAIHIO?
. Kakue 00beKThl MOKHO pa3MeniaTh Ha chainax?
. MOXHO 7T B OJTHOM MpE3eHTAIIMHN UCTIOIB30BaTh ATbOOMHYIO W KHIDKHYIO OpUEHTAITHIO?
9. lns kakux o0bekToB PowerPoint Mo>kHO IpUMEHHUTD AP PEeKTH aHUMALUU?
10. Kak 3amath Bpemsi moka3a ciaanjgoB?
11. MoXHO 11 cXaTh PUCYHKH B ITPE3CHTALIN?
12. Kakue CymecTByIOT pexXUMbI padOThI ¢ Ipe3eHTauen?
13. Kak 3amycTtuth npe3eHTanuo 6e3 mporpammel PowerPoint

03N L KW
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Pexomenayemas qureparypa

1. MuxeeBa E.B. HMuHdopmanuoHHBIE TEXHOJOTUH B MPO(ECCHOHATBHONW NEsITeIbHOCTH. Y4el.
nocobue s CTy1. YUpeKIeHUur cpeal. mpod. oOpasoBanus. — 14-e uzn., crep. — M.: Akaaemus,
2016. — 384 c.

2. Muxeea E.B. Ilpaktukym 10 wuWHGOPMAIIMOHHBIM TEXHOJOTHIM B TMpodecCHOHATbLHOM
NEeSATeNbHOCTH Y4e0. mocoOue i CTy. YUpeKIeHUu# cpen. mpod. obpaszoBanus. — 15-¢ usn.,
crep. — M.: Akanemus, 2015. — 256 c.

3. I'pummn B.H., Ilan¢unoBa E.E. «MHpopMannoHHbIE TEXHOIOTHH B MNPOPECCHOHATHLHON
nearenbHocT», Mocksa, U1 «Dopym», UTHOPA-M, 2013r. —421c.

4. Hecrepor C.A. OcHoBbI HHGOPMAIMOHHON Oe30macHoCcTH. YuebHoe mocobue. —Jlans, 2016.

5. O®umumonoBa E.B. HMuHbopmanmoHHBIE TEXHOJIOTHH B MNPOPECCHOHAIBHONW JIESITEIIBHOCTH
(CIIO):yuebnuk / - KuoPyc, 2017

IIpakTuyeckas padora Ne 5.
Tema: Co3nanmne 10kyMeHTOB ¢ noMouib0 MS Publisher.

Heapb 3anaTusa: CPopmMupoBaTh OCHOBBI KOMIBIOTEPHON IPaMOTHOCTH M HaBBIKU CO3/aHUS
JTOKyMEHTOB ¢ momoinibio MS Publisher. 3yunTh Ha3HaueHne, BOZMOKHOCTH U cepbl MPUMEHEHUS
nporpamMmbel MS Publisher.

OcHauienue:

[TepcoHanbHbII KOMITBIOTEP, TEKCTOBBII mporeccop MS Word.
3amaHus:

Co3nanne neyaTHoi npoaykuun (myoaukanuii) cpencreamu MS Publisher.

JlanHOE TIpMIIO’KEHHE BXOIUT B cocTaB oducHoro nakera Microsoft Office, HaunHas ¢ BepCHH
2002 rona, paciupss €ro BO3MOXKHOCTH 10 PELICHUIO [10JIb30BATEIeM Pa3InYHbIX IPUKIIAJAHBIX 3a7a4
[0 CO3JIaHUIO pPa3IMYHBIX I€YaTHBIX U3JaHUil (Opourtopbl, OJIIETEHH, OYKIIEThI, KaJleHAapH,
NpPUIJIAIIEHUs,, TPOTPaMMKM, OTKPBITKH, IUIaKaThl, OJAHKM W T.1.), @ TaK e HIIEKTPOHHBIX
myOJIMKAIMi B BUJIE IPOCTEUIIINX Web-CTpaHuIl U web-y3J10B (CallTOB).

[Tpunoxenue Publisher 1o cBoeil opraHu3zanuy, (YyHKIMOHAJIBHBIM BO3MOXXHOCTSAM H
TEXHOJIOTUU pabOThl OYEHb CXOXKE C IMporpaMMmoil paszpaboTku npeseHtrauuil Power Point. Tem He
MeHee, OCHOBHOE Ha3HAYeHHME JaHHOTO MPHIIOKEHHs — pa3paboTKa MmeyaTHOM mpoaykiuuu. B cocras
MIPUJIOKEHUST BKITIOYCHBI Pa3IMYHbIE MAaKeThl W3JIaHHUH, HAOOPHI CTHIIEBBIX, IIBETOBBIX U MIPHU(TOBBIX
cxeM 0(opMIIEHUS TPOTYKIIHH.

[Tpunoxxenne wumeer craHfapTHeii wuHTEepdeiic Windows. Ilpaktnuecku Bcs pabota
NPOU3BOAUTCS BBIOOPOM  (YKa3aHHEM JIEBOM KHONKOM MBIIIM) M3 HUMEIOIUXCS CIHCKOB,
pa3MeIIeHHbIX B Qb1acmu 3a0ay (CM.pHC. CTIpaBa).

[Tpunoxenue 6 pabouem none aBTOMaTUUYECKU OTOOpaXkaeT yKa3aHHbIE MOJIb30BATENIEM BH/IbI
¥ MakKeThl MyOJIMKaI[uU, HACTPONKH IIBETOBOTO U MIPUPTOBOTO OPOPMIICHUS U T.1I.

OCHOBHBIM JIOCTOMHCTBOM HPUJIOXKEHHUsI BBICTYNAaeT NPOCTOTa pabOThl, OCHOBaHHas Ha
YMEHHUSAX TOJB30BATENsl BBIMONHATh ONEpAId PEAaKTHUPOBAHUS U (OPMATUPOBAHHUS B TEKCTOBOM
npoueccope Word:

- BBOJI M pEIaKTUPOBAHKE TEKCTA,

- BCTaBKa, 3aMeHa, y/laleHue (pparMeHTos;

- BbIpaBHMBaHME a03a1ieB (TOPU30HTAIBHOE, BEPTUKAIBHOE);

- BCTaBKa B JJOKYMEHT OOBEKTOB, pa3pabOTaHHBIX B IPYTHX MPHIIOKECHUSAX;

- UCTIOJIF30BaHUE TOTOBBIX KOJUICKIIMIA HIUTFOCTPAIINHN, PUCYHKOB U T.II

- YCTAHOBKA PA3JIMYHBIX MapaMeTpoB mpudTa: TuIl, pamep, HaYUepTaHHE;

- UCTOJIb30BaHKE (POHOBOTO U CTHIIEBOTO O(POpMIICHHUS;

- BcTaBKa 00bekT0B WordArt, Hagmucew;

- ohopmIIeHHE KOJIOHOK M OYKBHII U JIp.

TexHonorns co3gaHusi NPOAYKTA B NIpuJIokeHun Publisher cBOIUTCA K CJIEYIOIIMM TANAM:
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1.I[IpoyMbIBaHUE COACPIKAHUS TyOTUKAIIUH B IICJIOM.

2.Bre16op Buaa nmyosmkanuu (Oromierensb, oykier, Web-ctpanuna, Web-yzen).

3.Bb100p MakeTa myOIuKaIMK U3 CIIMCKA MPEIaracMbIX U €ro JIOTOJTHEHUE HEKOTOPBIMH
9JIEMEHTAMH 110 TPEOOBAHHIO MOJTb30BATEIS.

Ipu evib0ope nycmoeo maxema 07151 paspadomku coOCMEEHH020 OU3AUHA NYOTUKAYUU
paszpabomxa npooyKma 3a8ucum om yposHs 61a0eHUsi NOAb308aAMmeeM MexHoai02uel pabomaol
8 OQUCHBIX NPUTOINCEHUSIX.

4. HacTtpoiika BeTOBOro 0(hOpMIJICHHS BRIOPAaHHOTO MaKeTa.

5.YcraHoBKa U HACTpOWKa mpuToBOro ohopMIICHHS JIJIsl TSKCTOBOTO COJICPIKAHUSI.

6.BBOJ1 cOJtepKUMOTO TyOIMKALKMH B TIOJIST MAaKeTa.

7.CoxpaHeHHE U BBIBOJI Ha [E€YaTh TOTOBOTO MEYATHOTO MPOIYKTA.
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Bunx O6nactu 3amga4g
3anyctute Microsoft Publisher.

2. [lo3HakOMBTECH C OCHOBHBIMU (DYHKIIMOHATLHBIMU dJIEMEHTaMH UHTEpQeiica mpruIoKeHus:

2.1. B obnacmu 3a0au Hoeas nyonukayus ¢ cpynne Hauamov ¢ makema yxazanvl ocHogHble
8udbl cozoasaemvix npooykmos. Ilyonuxkauyuu ona neuamu, Web-y3nvl u snekmpounas nouma,
Haéopuvt makemos, Ilycmoie nyoaukayuu.

- otkpoite cnucok Ilyonuxkauyuu ona newamu 1enukoM JIKM u o3HakoMmbTECH C
BO3MOXXHBIMHU BUAAMH UH()DOPMAIIMOHHBIX TIEYATHBIX MPOAYKTOB;

- oTKpoiiTe cnucok Web-y3nvl u 2n1ekmponnas nouma v O3HAKOMBTECH C BO3MOKHBIMH
BUJIAMU JIEKTPOHHBIX IPOAYKTOB;

- B ciiucke Habopwl maxemog pOCMOTPUTE OCHOBHBIE HAOOPHI MpeIaraéMbIX MakeTOB IS
pa3IMYHbIX HH(GOPMAIIMOHHBIX MTPOYKTOB;

- npocmompume OCHOBHble wabionsl nycmulx nyonuxkayuil 6 cnucke Ilycmole nyonuxayuu.

2.2. B obnacrtu 3anau Iapamempur <1106020 npodykma> Haiinute cnucok Ifeemogwie cxemoi,
OTKpPOWTE €ro W TMPOCMOTPHUTE €ro IOJHOCTHIO, TEepeMenasch MO0 HEMy C IOMOMIBI0 JMHEHKH
MPOKPYTKHU.

2.3. B o6nactu 3amau Hapamempot <it06020 npooykma> oTkpoute cnucoxk Illpughmossie
cxembl Y OIIPEJIeNTUTE, UTO MpeJICTaBIseT co00i KOHKpeTHas MpHU(TOBas cxema.

3. Ilo3nakombTech ¢ Oubmmorexoit maketoB Microsoft Office Publisher (Bcmasxka/Oovexkm
OubIUOMEKU MaKemoeg):

3.1. B oxHe OMOIMOTEKN OTKPOUTE BKIAIKY Pazdenst 1 onpeaeanTe, 4To MpeACTaBiIseT coO0i
OT/EJIbHBIN pa3ed.

3.2. llepexmtounTech Ha BKIAAKy Makemosl 00beKkmo6 OkHa OUOIUOTEKU U YOSIUTECh, UTO Ha
HEW TpEeNCTaBICHBl CTPYNIUPOBaHHBICE (B HAOOP) pas3IUyYHBIE DJJIEMEHTHl WH(POPMAIMOHHBIX
MPOYKTOB IO CTUITIO OPOpPMIICHUSI.

3.3. Yb6enurech, uto BKiIaaKka Mou 06vexkmot mycTa U IoAyMaiTe, Kak MOKHO COXPaHUTh

CO3JIaHHBIN IOJIH30BATEIEM YHHKaHLHBIfI OOBEKT B HarkKy OMOIMOTEKH MaKETOB.
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Co3nanne MHGOPMALMOHHOIO NEYATHOIO MPOAYKTA.

[Tocne 3amycka mnpunoxeHuss Microsoft Publisher nns co3nanus WHGOPMAIMOHHOTO
MEYaTHOTO MPOAYKTA BHIMOJIHHUTE MPEAaraéMyro TeXHOJIOTHIO:
1.Ecnmu HeoOxomumo oTkpoiite obmacte 3amau Hoeasa nyonukayus tnpwioxenus (Bud/Oénacmo
3a0au/Hoeas nyoaukauus).
2. YKaxkuTe MaKkeT cO3[1aBaeMOro MpoaykTa (IyOIuKaum):
-B criucke Ilydaukayuu onsa newamu BbIOEPUTE MMYHKT, COOTBETCTBYIOLIUN BUAY CO3aBAEMOI0
uHpopMaloHHOTo npoaykrta (brwonremens, byknem, Busumunas xapmouxa, npuenauwienue u
m.n.);
IIpocmomp 6cex maxkemos ocyujecmensiemcs nepemeujenuem Kypcopa ve3 wenuka.MS
Publisher
-B IIpaBoil yacTH (pabodem mose) npuioxkeHus ykaxute (memyoxk JIKM) nonpasusmmiicss Bam
Makem TIPOAYKTa.
3.1IpousBenure JIOTIOJTHUTEIbHbIE HACTPOUKH MakeTa B o0nacTu 3a1a4
Hapamempoi:<npoodykm>:
a.Jlns OronnereHs B cnicke Codepycumoe cmpanuypl B Tpynne Cmondusl ykaxxute HeoOX0IuMOe
YHUCJIO CTOJIOIOB HA CTPAHMUIIE;
b.lns Oykieta,ecinu TpedyeTcs, BKIIOUUTE/OTKIIOUUTE pa3MelleHne Ha OyKJeTe adpeca 3aKa3uuxa B
rpynne Adpec, ykaxure TpeOyemyro Ha Oykiere ¢hopmy branxa (3axaza, 01 omeemos, NOONUCKU) B
rpynne @opma.
c. s Ipyrux MpOIyKTOB YKAXKHUTE TpeIaracMble MPUIOKCHHEM JIOTIOJHEHUS B COOTBETCTBYIOIIUX
rpyImnax.
4. HacTtpoiite yeemosyro cxemy BHIOPaHHOTO MaKeTa:
-aKTUBU3UPYWTE B 001acTu 3a1a4 onuuto Ilapamempor:<npodyxm>;
-YKa)XXHTE B CIIUCKE IYHKT I[6emosnbie cxemol;
-B rpynne Ipumenums yeemosyro cxemy menukom JIKM ykaxxute nonpasuBiuuiics Bam Bapuanr.
Onyus Ilonv3oeamenvckas yeemosasn cxema no3eosen HAcCmpoums Y8emogoe UCHOIHEeHUe MaKemd
10 YCMOMPEHUIO NOJIb308AMEIIA.
5.YcTaHOBHTE wipugmogyro cxemy Uit THPOPMAITMOHHOTO TIPOTYKTA!
-aKTUBU3UPYWTE B 00NacTu 3aaa4 onuto Ilapamempor:<npodyxm>;
-yKaxuTe B criucke myHKT Ilpugpmoswie cxemut;
-B rpynne Ipumenums wipugpmosyro cxemy menakom JIKM ykaxute noHpaBupmuiics Bam BapuaHr.
Onyus Hacmpoitka wipugpmoeoii cxemwl no3eosisaem yCmaHo8ums napamempul wipugma o1sa mexkcma
no Bawemy ycmompenuio.
Onyusa Cmunu u popmamuposanue no3gonsiem co30ams nNOIb308AMENI0 COOCMBEHHBI CIMUTD.
6.CoxpaHuTe yCTaHOBJIGHHBIE TIApaMeTpbl M HacTpoiiku nyonukanuu (Pain/Coxpanums
Kak..)
7.3anoaHuTe 1oJis (MECTO3aIloJIHUTENN) BRIOPAaHHOTO MakeTa MmyOsMKanuu uHpopMaluen, ciaeays
MIPUBEICHHBIM HIKE PEKOMEHIAIHIM:
7.1./na 6s00a ungpopmayuu 6 obracmv MECTO3ANOJHUTENS, akTuBM3upylTe (wmwemuok JIKM)
BBIOpaHHOE T0JIe, yIAINTEe U3 HETO TeKCT-M0ICKAa3Ky, MOMENICHHYIO i1 Bac mpuiioxkeHneM u BBEIUTE
TEKCT MyOJIUKAIINH.
7.2. U3menenue pazmepos pamKkiy MECTO3ATIOTHUTEINS TPOU3BOTUTCS ONEepaliieil MPOTATHBAHUS.
7.3. Ilepexoo medxncOy noasimu MECTO3aNIOTHHUTENEH ocymecTBisieTcs mendakoM JIKM Ha Hy»XKHOM More.
7.4. Ilepemewenue no cmpanuyam TyOTUKAIMU TPOU3BOJUTCA C TOMOUIbI0 KHONOK HaBHUTallMU
Ilepemewienue no cmpanuyam, pacroioKEHHBIM CJIeBa B HIDKHEH YacTH OKHA MpHiIoXeHHs. [Ipu
HATMYUU B TyOJMKAIMM JBYCTOPOHHHMX CTpPaHUI[, OHM IOMEUAIOTCS HAa TAaHeld HaBUTAIUU
«3arHyTBIMU yTOJIKAMH.
7.5.Eciin Bac He ycTpaumBaeT NpeasioKEHHOE B MakeTe epaguueckoe uzobpasiceHue, €ro MOKHO
3aMEHHUTh: yNAIATh W BCTaBUTh JIMOO 3apaHee MOJTOTOBICHHBIA pUCyYHOK U3z ailia
(Bcmasxa/Pucynox/H3 ¢paiina), mu6o vz Konrekyuu kapmuHox:
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-OTKpoiiTe o00nacth 3amady Bcmaexka kapmunku (nBowHOW miemuok JIKM 1o HeHy)HOMY
H300paXKEHUIO);

-ykaxxute Konnekyua kapmunok;

-BBIOEPHUTE MOJXOMALIYI0 KapTUHKY U B KOHTEKCTHOM MEHIO KapTHHKM (IpaBbli IIETYOK Ha HEM)
yKkaxxure Bemagumeo.

7.6./1na 0obasnenus noneti Is BBOJA TEKCTAa, UCMOJb3yHTe 00beKT Haonucw, pacroiaoKeHHBIH Ha
naHesnu O0veKkmol ¢ 1€BOW CTOPOHBI OKHA MTPHIIOKEHUS.

MS Publisher

7.7. Ecin Bama nmyGnukanus coaepkut o0beMHBIM TEKCTOBBIN MaTepual, TO IPOU3BEIUTE CEA3bI6AHUE
MEeKCMOoBbIX PAMOK, 9YTOOBI PACIIOJIOKEHHBIM B HUX TEKCT «IEpeTeKa» U3 OJAHOM paMKH B APYTYIO HE
pas3pbIBasich (PaMKM MOTYT pacliojlaraTbCsi HE TOJBKO B Pa3HbIX MECTaxX, HO M Ha Pa3HbIX CTPaHMLAX
myOJIMKaIN):

- BBI30OBUTE MTaHEJIb HHCTPYMEHTOB Céazamv pamku,

- ycranoBute Kypcop (memuok JIKM) B pamky, KOTOPYIO HEOOXOIUMO CBSI3aTh C IPYTOi paMKO¥;

- akTUBU3HpYITE KHONIKY Co30amb céa3b ¢ Haonucwio nanenu Ceazams pamku (Kypcop MpUMET BU/T
KYBIIMHYHKA);

- MEepPEeMEeCTUTE Kypcop BHYTPb JAPYIod pPaMKH, KOTOPYIO HaJ0 «IIpHUBS3aTh» B HpeAblayliel (eciu
CBSI3bIBAHUE C ATOW paMKOI BO3MOKHO (T.€.pa3MellleHue TEKCTa B HEl), TO Kypcop MbBILIN IPUMET BUJ
HAKJIOHEHHOTO KYBIIMHYMKA);

- aKTUBU3UPYITE BRIOpaHHYIO paMKy (memdok JIKM).

Ilepemewjenue 1O CBSI3aHHBIM paMKaM IPOU3BOJIUTCS CHEYUANbHbIMU KHONKAMU CBEPXY M CHHU3Y
PaMOK, MOSBJISIOLUIMMHUCS [10CJIE UX CBSI3bIBAHMUSL.

Paspuig cBA3u MEXIy paMKaMH NPOU3BOAMTCS NMPHU IOMOLIM KHONKH Pazopeams cea3v ¢ Haonucyio
MaHeJIU UHCTPYMEHTOB CéAa3amb pamKu IpU aKTUBHON «OTPBIBAEMOID) pamKe.

7.8.I1pu BCTaBKe NMPOU3BOJIBHBIX IpaUUECKUX 3JIEMEHTOB B ITyOJIMKAllMIO, COCTABISAIOUIMX €IUHBIN
00BEKT, )KEJIATeIbHO MPOU3BOJUTE UX 2pYNNUposK)y (AT00bI OHH HE PACTION3AIIUCH):

- BKJIFOUUTH PeXUM Boloop 06vexkmos (kHonKa Boloop 06vexkmoe nanenu MHCTpPYMEHTOB O0beKkmbl);

- yaepxwuBas JIKM o6BecTH paMKoii 00BEKTBI, TIOICKAIIHE 00hCTUHCHHUIO,

- HAXXaTh KHONIKY Cepynnuposams 00beKmobl B HIXKHEM YTy BHIOPAaHHOM IpyTIIIBL

Paszepynnuposams rpynmny MoxxHO KHONIKOW Pazepynnupoeams 06vekmul B HIXKHEW 4acTH IPYTIIbL.
7.9 Ilpunoxxenne MO3BOJIICT Hacmpoums OYK6uyy TEKCTOBOM HH(GOpPMAIMK, MPUBJIEKAIOIIYIO
BHUMaHUE K TeKCTy (Popmam/bykeuya).

7.10. Bcmaska cmpanuy B TYONUKalMIO NPOU3BOAMUTCS  KOMaHIoW  Bcmaeka/cmpanuya
TOPU30HTAILHOTO MEHIO IPUIIOKEHHUS.

7.11.Yoanenue HeHYXHBIX CTpPaHUL NyOJUKalMK TPOU3BOAUTCA KoMmaHloW Ilpaexa/Yoanume
cmpanuyy, ¢ yKa3aHWEM [apaMeTpoB YJaleHus (obe cmpaunuyvl AuUcCma, mMoabKO Cleéd, MONbKO
cnpasa).

8. CoxpaHuTe co3aHHbli neyaTHbI npoayKT (Daitn/CoxpaHuTs).

9.IToaroroBeTe MHGOPMALMOHHBIN TPOAYKT i mepenaun Ha apyroi IIK, ucnons3ys Macmep
YRaKoexku, KOTOpbIM ynakyeT Bce (ailibl U mpu@Thl, UCHOIb3yeMble MPH CO3AAHUU MyOJIMKAIUH,
IpeayNpeaIuT O BO3MOXKHBIX MpoOiieMax, 0ojiee TOro, eciiv 00beM MyOJUKAIMM MPEBbIMAET 00beM
HOCHUTENS, HA KOTOPBIM MPOU3BOIUTCS YyINakoBka, Macmep ynakoéku caM pa3o0beT €e Ha 4acTu U
3alHIIET Ha HECKOJIBKO HOCUTENIEH:

- BBI3OBUTE MacTep ynakoBku (@aitn/Ynakosamu//[na opy2020 kKomnviomepa);

- B OKHE YKQKUTE YCTPONCTBO, HA KOTOPOE MPOU3BOINUTH 3aIIUCh, HAKMUTE KHONIKY /anee;

- YK@)KUTE OIIIHMU YIaKOBKH (YTO BKJIFOUATh, OTMETUTh COOTBETCTBYIOIIKE NO3uLMK), Janee, ' omoso.

Cosnanne Oykiera.

1. 3anyctute Microsoft Publisher.
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2. B o6mactu 3anagd HoBasi myOsaukanust BeiOepuTe cnucok bykiieTol, a B ipaBoii 4acTH OKHA YKaKUTE
MakeT OyKJIeTa.

3.lomosiauTe BBIOpaHHBIH MakeT Oykiera B Tpymme ®Popma obmactu 3amau Ilapamerpsoi:Bbykier
UCIIONIB3YHTE YUCTBIN JHCT (KHOIKA OTCYTCTBYET) WM BBIOCPHUTE COOTBETCTBYIOIINI OJIaHK.

4. Bri6epure nBeToByto cxemy (Ilapamerpoi: Bykier/LIBeToBbI€ cXeMBI).

5.Hactpoiite mpudrosyro cxemy(Ilapamerpsi: Bykier/IlIpudgToBble cxeMbl.)

6.CoxpanuTte OyKIIeT.

7.0¢opMHTE TUTYIIBHBIH JIUCT, HOMECTHUB Ha HETO 3aroJIoBOK «Bpemena roga»

-BBEJIMTE 3ar0JIOBOK B TEKCTOBYIO PaMKY, HAXOSALIYIOCS B KpailHEM MpaBoM CToj01e OyKieTa;

-0TOpMaTUPYITE 3ar0JIOBOK, BHIOpaB pa3Mep, CTWIb M LBET MpU(Ta UCHONB3Ysl KHOIKHA Ha MaHEIH
HUHCTPpyMEHTOB POpMaTHpPOBAHUE;

-CCJIN H€O6XOI[I/IMO, HU3MCHUTC pa3sMEpPbl TEKCTOBOM paMKHU.

8.Odopmure oOpaTHYIO CTOpOHY OYKIeTa, TIOMECTUB Ha HEe CTUXOTBOPEHHE M H300pakeHHe
OCEHHU:

-BCTaBbTE n300paxkenne Bemasxka/Pucynorx/ Kapmunxku(H3 gaitna)

-IIOMECTUTE B TOM K€ CTOJIOIE CTPaHMIIBI OYKIIETa TEKCT, IIOCBSIIEHHBIN OCEHH.
9.ITomectute Ha cpemHeM cToOIE 1-0¥ cTpaHuIbl OyKieTa KaneHaapb Ha 2006 rox:
-mepeianTe Ha 1-yio cTpaHuIly Oykiera;

-0TKpoiiTe OnbanoTeky MakeToB (Bcmaska/O6vexkm 6ubauomexku makemoe),

-Ha BKIaJke P azoenvt BLI6€pI/IT€ MAaKCT KaJICHAApA U BCTABbTC €I'0 B GYKJ'ICT.

10. 3amonHKUB MEPBYIO CTpaHULy Oykiera, MmepeiiuTe Ha BTOPYIO, ILEIKHYB 110 HOMEpPY CTpPaHMIIBI HA
kHonke Ilepemewienue no cmpanuyam (BHU3Y SKpaHa).

11. CoxpaHuTte myOIUKaLuio.

12. [TomecTuTe Ha CTONOIBI 2-01 CTPAHMIIBI H300PAKEHUSI 3UMbL, BECHbL U JIeMA.

13. B cTonO11e, ITOCBSIIIEHHOM 3UME, BBEIUTE TEKCT:

-co3aaiiTe Hagnuch (kHomka Haanmucek manenu nHcTpyMeHTOB OOBEKTHI B JIEBOM YACTH 3KpaHa);
-YCTaHOBUTE KypCcOp B TOM MECTE JIOKYMEHTA, TJie OyJIeT pa3MeIIeH TEKCT;

-IEJIKHUTE BHYTPHU TEKCTOBOM paMKH, 4TOOBI HAYaTh BBOJI TEKCTA;
-BBIOEPHTE MOAXOSIINE pa3Mep MPUQTa, IIBET U HaUepTaHUE CUMBOJIOB TEKCTA.

14. BcraBbTe, T71€ yMECTHO OyKBHIIBI:
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-YCTaHOBHTE KypCOp B HayaJle TEKCTa;
-B MeHI0 Popmat BrIOepuTe KoMaHay bykBuiia;

-B OTKPBIBIIEMCSI TUAJIOTOBOM OKHE BBIOEPHTE CTHIIh OYKBWIIBI M MOATBEPAUTE CBOH BBHIOOp Ha)KaTHEM
kaonku OK.

15. AHamoruuHeIM 00pa3oM 3aroJIHUTE CTOJOLBI OyKieTa, MOCBSIICHHBIE OCTAILHBIM BpeMEHaM
roja.

16. Coxpanure OyKJIeT.
3agaHuq:
1. BykJer (pexinamHblil).
2. UndopMannoHHbI 010/171eTeHDb (BEIOOPHI IeKaHa (haKyJIbTeTa).

3.Ilpou3BoJibHBIH  MH(POPMALIMOHHBI  NPOAYKT  (BU3UTKA, I[pUIVIALIEHUE, I[porpaMmma

KOH(]epeHIHHN).

ITopsimok BBIMOJTHEHMSI
1. BBIMOMHUTH MPAKTUYECKOE 3aaHuE.

2.OTBETUTH Ha BOIIPOCHI ISl CAMOKOHTPOJIS
dopma KOHTPOJIA
OneHka 3a BBIIIOJIHEHNE IPAKTUYECKOTO 3aJaHUs], OLIEHKA 32 YCTHBIN OIpPOC.

Bomnpocsl 11si CaMOKOHTPOJISE

1. Haznauenue nporpammbi?
2. Kaxue npoyKThl MOKHO cO3/1aBaTh C TOMOIUIbIO JaHHOM NMpOrpamMmbl?
3. WuTepdeiic nanHOM nporpamMMsl.

Pexomenayemas aureparypa

1. T'pummun B.H., Iandpunosa E.E.  «MHpopmanoHHbIE TEXHOJOTHH B MPO(hecCHOHAIbHON
nesitebHOCTHY, MockBa, U/ «Dopym», UHDOPA-M, 2013r. —421c.

2. Hectepo C.A. OcHoBbI HH(OpMAIIMOHHOM Oe30macHocTH. YueOHoe nocobue. —Jlanp, 2016.

Hosoxwunos O.I1. Uudopmatuka . YueOnuk ansa CI1O. — FOpaiit-M, 2016.

4. ®dwmmonoa E.B. HWudpopmanuoHHble TEXHOIOTMH B MNPOGECCHOHATBHON  JeATeIbHOCTH
(CIIO):yuebnuxk / - KnoPyc, 2017

5. Xne6uukoB A.A. Mudopmarmonnsle TexHonoruu: yueonuk /— KnoPyc, 2015.

(98]

Tema 4.2. Texnosorust 00padoTku TadAMIHON HHPOPMaALH

IIpakTnyeckas padora Ne 6.
Tema: Opranuzauus pacueroB B MS Excel. [lonck u xpaneHue Tadau4Hoil nngopmManuu.

Heab 3anstusi: CPopMupoBaTH OCHOBBI KOMIBIOTEPHON TPAMOTHOCTM M HAaBBIKM pabOTHI B
TaOJIMYHOM penakTope. M3yuuTh Ha3HaueHUE, BO3ZMOXHOCTU M chepbl NpUMEHEHUs TaOIMYHBIX
penaktopoB (MS Excel). Hayuntscsi oOpabareiBaTh M BbIIaBaTh WH(GOPMAIMIO B HYKHOM BHAE U
dbopmare.
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Ocnaiuenue:
[TepcoHanbHbII KOMIBIOTED, TEKCTOBBIH Tporieccop MS Excel.
3agaHus:
3ananue 1.
1. Bectu Tabiuiry Clieayromiero Buaa.

Damunus Oxnan ABaHC CUOHHBIN QoHI  |oxomHbIi HATOr | K BBIgaue

HBanoB

AHTOHOB

Bopucos

Ilerpos

Jlazapes

Hukonaes

NTOIO

2. 3agaTth Uil TEKCTa sYeeK Mmanku Taomuibl ¢Gopmar [lomyKupHBIA, MEpEeHOC IO CJIoBaM,
BripaBHuBaHME 110 HEHTPY(ITO TOPU3OHTANIN U TI0 BEPTUKAIIN).

3. B sueiixy A12 BBectu TekcT «MUHUMAaNIbHBIN pa3Mep OIJIaThl TPyAa», a B Aueiiky E12 BBectu
NEHCTBYIOIIMI HOPMATHB MUHUMAJILHOTO pa3Mepa OIUIaThl TPy/Ia.

4. TlpousBecTH pacueT He3aMOJHEHHBIX Tpad ClIeayonmmM 00pa3oM:

° ABsanc cocrasisger 40% ot okJaza,

° Otuucnenns B [lencnonnsiid ou paBHBI 1% OT OKIaja,

. [Tonoxoauslii HaslOr cocTaBisieT 12% pa3sHULBI MEXy OKJIaJ0M, OTYUCICHUEM B
[TencuoHHBIN (GOHI 1 MUHUMAJIBHBIM Pa3MepOM OILIAThl TPYAA,

° [Tocneanss rpada paBHa pa3HHIIE MEXKTY OKJIAJI0M M BCEMU YAEPKaHUSIMHU.

b

BrInoaHUTE pacyeT UTOroBOM CTPOKH, BOCIIOIb30BABIINCH KHOIIKON aBTOCYMMBI.

6. 3amath 11 siueek ¢ yucaoBoil uHdopmarmei popmar JlenexHslil. B ciydae HeoOxoqumocTH
YBEJIMYUTh MIMPUHY CTOJIOIIOB.

7. CoxpaHUTh JOKYMEHT B CBOEH NAIlIKE.

8. BcraBuTh HOBBIN cTonOern nepes] cTonooM ¢ haMuIusIMH U B manke BBectd «Homep n/my».
Vcnonb3ys aBTO3anoHeHHe aBTOMAaTHUECKH IIPOHYMEPOBATh (haMHITUH.

9. PacuepTuth TabIUILy KaK Ha pUCYHKE.

10.  OtkoppekTupoBath s4elKy ¢ pamunueii «IBaHOB» - 3aMeHUTH Ha «/IBaHOBa»

11.  U3menuts pamunuio «bopucos» Ha «Bacuibeny.

12. WM3mennTs uncioBoe 3HaueHne oxiana MIBaHoBoM.

13.  Ilpu BKJIIOYEHHOM PEXHME BBIUMCICHUH BPYYHYIO H3MEHHUTHb 3HA4CHMsI OKJIAlI0B
bopuconra, IlerpoBa, JlazapeBa, Huxomaepa.. [IpousBectu mnepepacuer apyrux rpad
HakaTheM KJIaBuy <F9>. BKIrounTh aBTOMaTHUECKUN PEXKUM IIEpecUeTa.

14. B nHavanmo nucra BCTaBUTH JIB€ IYyCThI€ CTPOKU. B MEpByIO CTPOKY BBECTH 3aroJiOBOK
Tabnuibl «PacyeTHas BEIOMOCTEY U PACIONOKHUTh 110 LIEHTPY BCEW TaOIUIIBL.

15.  Baectu B BepXHUil KOJOHTHUTYJI CBOIO (haMHITUIO, B HIDKHUIM — TEKYILYIO J1aTy.

16.  IIpoBepuTh NOSy4YEHHBIA PE3YJIBTAT B PEXKUME MPEABAPUTEIBHOTO IIPOCMOTPA.

17.  CoxpaHUTb JOKYMEHT.

3aganue 2.
1. Co31aTh HOBYIO KHUTY U BBECTH TAaOJIHILy CIEAYIOLIETO BUA.

CTpyKTYypa 10X0/10B H Pacxo10B (pupMbl.

Homep MokasaTenn T'on Hroro
n/n 1 KB. 2 KB. 3 kB. 4 kB. 3a roa
IIponano enuHuUIy 3592 4390 3192 4789
ToproBeie 7OXOIBI 143662 175587 127700 191549
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ToproBsie pacxoibl 89789 109742 79812 119712

Basnosas npuObu1b

8000
10000
21549

8000
10000
26338

9000
10000
19155

9000
10000
28732

Pacxonpl Ha 3apruiaTy
Pacxonpl Ha peknamy
Haknanusie pacxojibl
(bupMbI

OO6mwme 3aTpaThl
IIpousBoxacTBeHHas
IPUOBLIb
VY nenbHas
IPUOBLIH

BajioBas

2. PacyepTuTh TaOIMIly KaK Ha PUCYHKE.

3. ABTOMAaTHYECKH MPOHYMEpPOBATH BCE MOKAa3aTelIH B CTONOIE A, 3a1aTh Ui Yucell cTosbma A
BbIpaBHUBAHHUE 110 IICHTPY.

4. BBINOTHUTH HEOOXOUMBIC PACUCTHI.

e Jlanusle 1o cTpoke «BayoBasi mprOBLTEY pacCUUTaTh KaK pa3HOCTh MEKAY TOPTOBBIMH JJOXOJaMHU
Y TOPTrOBBIMH PAacXOJIaMH.

e Jlannsle no ctpoke «OO0IIMe 3aTpaThl» MOJIYYUTh KAK CYMMY TPEX MPEIbIIyIIUX CTPOK.

e Jlannsie o ctpoke «IIpow3BojaCTBEHHAs MPHUOBLILY» MOJYYHTHh KaK PA3HOCTh MEXIY BAJIOBOM
NPUOBLIBIO U OOIIIMMH 3aTPATaAMHU.

e JlaHHble TO CTPOKE «YHenbHas BaloBass MNPHUOBUIB» TOJIYYHTh KaK pe3yNbTaT eIICHHS
MIPOU3BOJICTBEHHOM MPHOBLIN Ha TOPTOBBIC TOXO/IBI.

e JlaHHbIC B KOJIOHKE MITOrO 32 TO/I NOJIYYUTh CYMMHUPOBAHUEM KBApTAIbHBIX JIAHHBIX.

5. 3Bagatb ans cTpoku «VY aenbHas BajgoBas npuObuUiby» [IporeHTHBIN Gopmart, a A BCeX OCTaIbHBIX
CTpoK — PopmaT ¢ pa3aeIuTeNIsIMU.

6. Ha crpoke 1 (mpu HEOOXOOMMOCTH 100ABUTH CTPOKY) BBECTH 3aroJiOBOK, 3a/iaB i HEro Oolee
KPYITHBINA (hOpMAT U PACTIONOKEHHUE 110 IEHTPY TaOIHUIIBI.

7. 3adukcupoBaTh TUTYJBI TaONHIB! (MIAaNKy U 00KOBUK). [lepemenienneM o tabmiuie oTOOpa3UTh
Ha DKpaHe JaHHBbIE TOJIBKO Tpex ctonbmoB: «Homep m/m», «Ilokazarenu», «Utoro 3a rom». CHAT
3aKkperieHue obdaacreil.

3aganuga 3.
1. Co3zpaiite, 3aMoIHHUTE U pacuepTUTE TAOIUILy (CTPOKY 2 BBOAUTH HE HYKHO).

Hauncienne 3apadoTHoii niartel 3a 1 kBapraa 2016 r.

Hauucneno 12%
0 0
DUO HapacTarIuM 1% meHCcHoH. O TOXOHEI Bcero CymmMma k
HWTOTOM C Hayajia ¢doH yepKaHo BBIJaYe
rona HAJIOT
1 2 3 4 5 6
Cupopos B.1. 27000,00
Anpgpeea O.M. 30840,00
Hpanos K./ 34875,00
Kosanes O.A. 29876,00
Yupkos B.P. 23600,00
HBanosa A.3. 26388,00
Jlo6anos O.J1. 24516,00
Hroro

2. ITo popmynam paccunraiite rpadsl 3-6.
3. C nomo1pi0 ABTOCYMMBI BBIYUCIUTE 3HAUEHUS CTPOKHU «JTOroy.
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4. IlocTpoiiTe quarpaMMmy, OTPa)arollyl0 CyMMbl HAUMCJICHHON HApacTAIOUIMM MUTOTOM M BbIAAHHOH
Ha PYKH 3apa0O0THOM TUIaTHI 3a MEPBBIN KBapTa:

- YKQKHUTE UCXOJIHbIC IaHHbIC, BbIIeNUB 010kH stueek A2:B8 u F2:F§,

- HaXMHUTE KHONKY MacTtep auarpaMm, BbIOepUTE TUII JuarpaMMbl — OObIYHas T'MCTOrpaMma, Ha
BKJIa/ike J[Mana3oH JaHHBIX BKIIOUMTE OMLMUIO Pkl B cTONOLAX, MEPEKITIOUYUBIINCH HA OMIMIO Psiibl
B CTPOKax, IOCMOTPUTE KaK U3MEHUTCS U300pakeHUe TuarpaMMel,

- Ha BKJIaJKe Psg oToOpaxkarorcs aapeca siaeek TaONuIbl, 331af011e UMS PsiJia TaHHBIX, €ro 3HAYeHUs
U TIOJIHMCU METOK OCH X, UCIOJIb3Ysl BKIAJKY Psl, MOXKHO 100aBIISTE HOBBIE Psi/Ibl JAaHHBIX U yJAJIATh
CYLIECTBYIOILINE,

- HOKMUTE KHOIKY [lanee,

- B okHe [lapamerpsl nuarpammsbl BbIOEpUTE BKJIAAKy 3arojoBku M B nosie Ha3zpaHue auarpammbl
BBeaUTEe «COOTHOIIEHUE IOKa3aTeNeil HauMCIeHHOM M BBIIAHHOM Ha PyKHM 3apaOOTHOM ILIaThl», B
nosie Ocp X (kateropuii) BBeaute: «DaMunuu coTpyaHUKoB», B noje Ock Y — «CyMMbI», HAXKMUTE
kHonKy [anee,

- IIOMECTHUTE AMarpamMMmy Ha UMEIOLEMCS JIUCTE.

5. Hactpoiite oToOpaxkeHHe Ha3BaHUs JUarpaMMbl: JBOMHBIM ILEIYKOM BBIOEPUTE JAHHBIA JIEMEHT
auarpamMmbl, B okHe DopmaT 3arojioBKa JuarpaMMbl Ha BKJIajgke Bua B onmum pamka BblOepuTe
Hpyras. BeiOepure Tun JMHMUHM, LBET, TOJIIMHY JIMHUM U 3anuBKy. Ha Bknaake Hlpudrt BeiGepure
[I0JIy>KUPHOE HauepTaHue, UBET U pazmep «9». Haxmure OK.

6. OTpenakTupyiiTe Ha3BaHUE JHUArpaMMBbI: BBIACIUTE HAa3BAaHUE JUarpaMMbl, BHYTPH IOSBUBILIECHCS
paMKu elle pa3 Ha)KMUTE JIEBYIO KHOIIKY MBIIIHM, B TEKCTE MOSBUTCS MUTAIOIIMI Kypcop, IOMECTUTE
Kypcop B KOHEIl NMPeII0KEeHNsI U BBEAUTE TEKCT: «B IEPBOM KBapTaje», IIEIKHUTE B JOOOM MecTe
JarpaMMBbl.

7. ®opMart ocu: HaCTpouTe n300paxkeHue ocu Y

- BBIICTIUTE OCh X, BEIOepUTE KoMaHty Popmat/BeiieseHHast OCh

- Ha BKuagke Bun B onuu Ock BiOepuTe Jpyras 1 ©3MEHUTE TONIUHY JUHUU U LBET,

- B o OCHOBHBIE BbIOEpUTE Hapyoicy, B onuu [IpomexxyTounslie — nem, B onuuu MeTku JesieHui
— PAOOM C OCbi0,

- Ha BkJajke Ilpudt BeiOepute 00bIuHOE HauepTaHue, pazmep 8,

- Ha BKJyake Yucno ycranoBute popmar O6uwmii, Haxkmute OK,

- YCTaHOBHUTE Kypcop Ha Ha3zBaHHE OcH («CyMMBbD»), METKHUTE MPABOM KHOIKOM MBIIIH, BEIOEpUTE
nyHKT Dopmar Ha3BaHMsI OCU U OTHOpMATUPYHTE Ha3BaHUE 110 CBOEMY YCMOTPEHHIO.

8. AHaJIOIrMYHO HACTPONTE N300paXkeHne ocH X.

9. ®opmar JereHipl:

- BBIICTIUTE JIETCH/Ty U yJIaJUTe €€ C TuarpaMmmsl,

- BBIJIGJIUTE BCIO 00J1aCTh IMarpamMmsl, BeiOepute nyHKT JJuarpamma/lIlapameTpsl AuarpaMmesl,

- Ha Bkmagke Jlerenna Bxuirounte omnuuio [loGaBuTh jereHay, B onuuu Pa3Menienue BblOepuTe
Cnpasa,

- MpU MoMomu auaigoroporo okHa dopmar snereHabpl U3MEHUTE HadepTaHUe WpUdTa U pasmep,
pa3MelIeHNe JETeHIbl, U3MEHUTE pa3Mep PaMKH BOKPYT JIETE€H/BI,

- UI3MEHUTE TEKCT MepBOro 3jeMeHTa jereHasl («Hauncneno HapacTaroomuM UTOTOM ¢ Hadasia rojia),
JUISL 3TOTO YCTAaHOBUTE Kypcop B siueiiky B2, BBenute Tekct: «HauncneHno B mepBoM KBapTaiey,

10. ®opmar M pa3MmelleHHE JUHHHA CeTKU. JIMHMM CeTKH HCIONB3YIOTCS AN HISCHTU(UKALUU
3HAYEHUN TOYEK JIaHHBIX. BpIIEeTUTe JHWHUM CETKU C TOMOINBIO MBIIIM, BBIOEPUTE MYHKT
®opmat/BeiienenHas ceTka: Ha BKiIagke Bua B onuuu JIunuu Bei6epute Apyrasi, B ONuuy THIl TMHUU
BBIOEpUTE MPEANOCIEIHUN BapuaHT, B oniuu L{Ber — ABTo, B onuuu TonmuHa- BTOpol BapHaHT U3
crucka, Haxmute OK.

11. I3menuTe Gopmat 006JaCTH TOCTPOEHUS:

- BBIZECTUTE 00JIaCTh MOCTPOEHHUS JUarpaMMmsbl, BbiOepuTe komanay dPopmat/BeinenenHas olnacth
MIOCTPOCHHUS,

- B oniiuu Pamka Beioepute OObIuHAs!, yCTaHOBUTE CIIOCOOBI 3a/IBKU, HaXkmuTe OK.
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12. Hactpoiika oToOpa)keHUs PSIOB TaHHBIX: U3MEHUTE OTOOpakeHHe psiaa AaHHbIX «Hauwcieno B
MEPBOM KBapTAJIe»:

- BBIICTTUTE COOTBETCTBYIOIIHH Psijl JaHHBIX, BEIOepUTEe KoMaHay Dopmat/BeineneHHbli psi,

- BBIOEpUTE BUJI TPAHUIIBL, 3ATUBKY,

- BblOeputTe BKIaAKy [lopsaok psaoB, ycraHoBUTE Kypcop Ha Ha3BaHue «CyMmma K BblIaue» U
Ha)XMUTE KHOIIKY BBepX, MpOCMOTpUTE pe3yJIbTaT, 3aTEM CHOBA HAKMUTE KHONKY BHu3.

13. ®opmMar TOUKM JAHHBIX: KXKIBIH PsiI COCTOUT U3 OTACIbHBIX TOYEK JAHHBIX (HA THCTOrpaMME -
U3 OTAENBHBIX CTONONOB). M3MeHuTe MO CBOEMY YCMOTPEHHIO OTOOpakeHHWE TOUYKH JIaHHBIX
(cronbuia) B psgy «HauucineHo B mepBOM KBapTajiey, A ATOrO BBIICTUTE BECh PSa , 3aTeM
MIOMECTUTE yKa3aTelb MBIIIM Ha CaMmblii BBICOKHMN CTOJIOEIL], BBIAEIUTE TOJbKO €ro, Ha)kaB JIEBYIO
KHOIIKY MBIIIH, BBIOEpUTE KOMaH Ty DopMaT TOUKH JaHHBIX.

14. JloGaBieHue MOAKUCEH JTaHHBIX

- BbIACIINTE Pl JaHHbIX «HauncieHo B nepBoi KBapTajey,

- BbimosiHUTe KomaHay Popmat/BeiieneHHsiii psa, Ha Bkiagke [loamucu NaHHBIX, YCTaHOBHTE
napaMmerp 3HaueHHUE.

15. M3menute oToOpa’keHUE BBIBEJEHHBIX Ha auarpamMmy IMOANHMCENH MaHHBIX: paMKa OObIYHAf,
3auBKa, MPUPT W HadepTaHue Mo BbIOOpY, Ha Briagke Yucio B ommuu Ywcnoswie (Gopmarsl
YCTaHOBUTE JICHEKHBIN, UUCIIO AECATUYHBIX 3HAKOB — 2, 0003HaueHue — p.Pycckuii.

16. Yb6enutech, 4TO JaHHBIC TUArpaMMBbI U TaOJIUIBI B3aMMOCBSI3aHbI: U3MCHHUTE 3HAYCHHE B SUCHKE
B5 (uwa 30000).

17. U3menenue u no6aBiIeHUE NaHHBIX: 100aBbTe Auana3on E2:E8 Ha nuarpammy.

18. Beinenute psa «HauucneHo HapacTaimMM UTOTOM C Hayala roja», U3MEHUTE TUIl JUarpaMMbl
(I'padux ¢ mapkepamu, noMevarOIMMU TOYKU JaHHbIX ).

19. Hacrpoiika oToOpaxkeHus: 00bEMHBIX JuarpaMm: UCHoJb3yeTcs koManaa Juarpamma/O0beMHbII
BuI. CamMoCTOsATEIbHO OT(HOpMATUPYHUTE U300pAKEHUE THUArPAMMBI.

20. Ilo pmannbM sueek D2:D8 moctpoiite KpyroByro auarpamMmy U oTdopmatupyiite ee
CaMOCTOSITEIILHO.

IHopsiaoK BHINOJIHEHHS

1. BBINIOJIHATE ITPAKTUYECKOE 3aJaHHE.

2.OTBETUTH Ha BOIIPOCHI ISl CAMOKOHTPOJIS

dopma KOHTPOJIA

OreHKa 3a BBIIOJHEHHUE IPAKTUYECKOT0 3a/1aHMs], OLEHKA 3a YCTHBIM OIpoc.

Bonpocel 11 CaMOKOHTPOJIA

HazoBute anemeHTsI 2kpana TabaunanHoro nporeccopa Excel.
Kak BBozATCS aHHbIE U HOpMYIIbl B TAOIUILY?
Kakwue Tumsl qanHbIX Ucnonb3ytores B Excel?
Kaxkue dhopmaTsl BeIBOA Uncen (YUCIoBbIe OopMaThl) CyIIECTBYIOT?
Kaxkue Tumsl cChIIOK CyIIECTBYIOT?
HazoBute criocoOsI BeiienieHus: GpparMeHTOB TaOIHIIBL.
Kak oTpenaktupoBarh JaHHbIE B TabIuIe?
Urto Takoe aBTO3aroHEeHNE?
Kakne cymecTByrOT peXUMbl BBIYUCICHAN?
. Kak o0beqnunuTh sueiiku?
. Kakue Bo3moxxnocTH naet ABrodopmaTupoBanme?
. Kak omHOBpeMeHHO paboTaTh ¢ HECKOIBKUMU TaOJIUYHBIMH JTOKYMEHTaAMH?
. Kak 3adukcupoBats TUTYBI Ha SKpaHe? Kak pa3ouTh JOKYMEHT Ha CTPAaHUIIBI BPYyUHYIO?
. Kak n1o6aBuTh myctyro cTpoky u cronberr?
. B yem otnuune konoututynos B Excel ot konontutynos 8 Word?
. Kakumu criocob6amu MOXKHO CO3/1aBaTh TUarpaMMbl?

XN B W=

— e e ke \O
AN DN BN WDN—= O
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17. IlepeuncinTe COCTaBHBIEC YAaCTH JUATPAMMBI.
18. Kakue cyiiecTByIOT TUIIBI 1Uarpamm?

19. Kak hopmMaTtupoBath 3JIEMEHTHI JHArPaMMBbI?
20. Kak n1o6aBuTh K 1Uarpamme HOBBIC JaHHbBIC?
21. Kak u3BMeHUTh TUI TUarpammsbi?

Pexomennyemas iureparypa

1. MuxeeBa E.B. NHpopMannoHHbIE TEXHOJOTHMH B TPO(PECCHOHAILHON NEATEIbHOCTH. Yueo.
mocoOue st CTY. YUpexkAeHu cpea. nmpod. oopazoBanus. — 14-e usn., crep. — M.: Akagemus,
2016. — 384 c.

2. MuxeeBa E.B. Ilpaktukym 10 WH(QOPMALMOHHBIM TEXHOJOTUAM B NPOPECCHOHATHHON
NesTeNIbHOCTH Yuel. mocodue i CTyJ. yupekIeHui cpen. npod. obpazoBanus. — 15-e usn.,
crep. — M.: Akanemus, 2015. — 256 c.

IIpakTuyeckas padora Ne 7.

Tema: Padora ¢ 3;1ekTponHbiMH Tabanuamu B MS Excel. Coznanue 371eKTPOHHOMH KHUTH.
AO0cosl0THAs U OTHOCHTEIbHAA aapecaunsi B MS Excel.

Heas 3ansaTusa: CpopMHPOBATH OCHOBBI KOMIIBIOTEPHOH T'PAaMOTHOCTH W HaBBIKM DPAaOOTHI B
TabNIMYHOM penakTope. M3yunTh Ha3HaueHHE, BO3MOXHOCTH M cepbl MPUMEHEHUS TaOIUYHBIX
pemaktopoB (MS Excel). 3akpenuth MaTepuan 1Mo CO3/JaHUI0 PACUETHBIX TAOIHII U CHOPMHUPOBATH
oOmmii HaBbIK perneHust ypaBHenuit B Excel.Hayuuthcsi oOpabaTeiBaTh M BbIIaBaTh WH(MOPMALIKIO B
HY>KHOM BHUJI€ U opmare.
Ocnamenne:

[TepcoHanbHbIN KOMITBIOTEP, TEKCTOBBII Mporeccop MS Excel.
3ananus:

3ananme 1.

Co3mare TaOMMIBI BEJOMOCTH HAayUCIEHHs 3apabOTHOIM TIaThbl 3a TOJ Ha Pa3HBIX JIACTax
3JIEKTPOHHON KHUTH, IPOU3BECTH pacueThl, popMaTUpOBaHHUE, COPTUPOBKY U 3aIIUTY JTAaHHBIX.
X00 padomui

1. Co3naiiTe HOBYIO 3JeKTpOHHYI0 KHUTY Microsoft Excel.

2. BcraBbTe JOMOTHUTENBHBIC JIUCTHI, YTOOBI UX MOTYYUIIOCH 13.

3. Ilepeumenytiite ucThl: 1-it — 12-ii: B Aneapv — /Jexabpv; 13-it: 00

4. CrpynmnupyiTe JUCTBI MECSLEB: IJs 3TOr0 NepelauTe Ha JUCT AHHeapv, 3aTeM, yAEpKUBas
knauiy Shift, menkuute no nucry Jexaope.

5. Benute ucxonHble JaHHbIE (CM. puc. 1).

6. Jlns xoHCcTaHT B Aueiikax D4 u F4 ycranoBure npouenTtHsidt popmar (I'naBnas / Sueiiku / ®opmar /
®opmar siueek ... / Uucno / IlpoueHTHbI) U BblIenuTe uBeTHOW 3anmuBkoi (I'nmaBHas / Sueiiku /
®opmar / @opmMmart siueex ... / 3anuska / LBet dona).

7. Jna nanubix ctonbua «TabenbHbIt Ney ycraHoBuTe coorBeTcTBYIOUM (opmar (I'maBHas /
Aueiiku / @opmar / Dopmar staeex ... / Uuceno / lononmaurtensuerii / TabenbHbIN HOMED)
8. IIpousBeauTe pacueTsl BO Bcex cTosionax tabmuiel. [Ipu pacuerax ucmons3ynte hopmynvt:

o [Ipemus=0xnao [ % Ipemuu (=$D$4*C5), ycTaHOBUTH aOCOIIOTHYIO aIPECALIUI0 MOYKHO
Ha0OpPOM CUMBOJIOB $ ¢ KJIaBHATYPHI;

o Hauucneno=0Oxnao+IIpemus,
o Voepowcano=Hauucneno” % Yoepocano,
o K svidaue=Hauucneno—Yoepoicaro.
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o B L D E F L]

1 BEOOMOCTE HATIICITEHITA ZAPABOTHOM ITTIATEL
2
Tabe s HET P AT TR Orcorar I'Tpertaa Ha=mcireHo  oepsano ¥ Brroa=ie
3 Ne O (pweD S =)} (v e (v &) (pwe)
4 027 0,13
5 CHoHo 1 ARYVIIOR SOS 0, 000
=3 o002 Coros 8700, 00
rd O3 CRA W OPHEeR I B350,00
8 alului IIT~EcaEr S000_ 00
9 oS CAazaHeR TaS0 00
10 alulnls Hammaos T300_ 00
11 oy T THEITTHHE OS50 00
1= oo0s CrvoaKos &S00 0D
13 oS Kapaces G250, 000
14 Qo010 Fapoos S00 00
15 Chrl 1 TpecKoR S550 00
16 o012 Jleimmes S200_ 00
17 ool 3 OEvVHER S4B S0,00
i8 o014 ITeckapes 450000
19 Bocero:
20
21 IvIARCHNM AT HETH O3 00T
22 DT marg AT HEIR DO OO
23 CpeTHimi ToXon

Puc. 1. Ucxonuble nauable mid 3aganus 1

9.IIpousBeauTe BBIYUCICHHUS OOIIMX CYMM IO CTOJIOIIAaM B CTpOKe Bceeco, a Tak e BBIYUCICHUE
MUHUMAJIbHOT'0, MAKCUMAIIBHOTO U CPEAHET0 3HaueHus 1o ctondiy K evioaue.

10. Pasrpynnupyiire auctbl. [[is 3TOro BBI3OBUTE KOHTEKCTHOE MEHIO B O00JIACTH SIPIBIKOB U
BbIOepUTe KOMaHay Paszpynnuposams nucmol.

11. IlocnemoBarenbHO OTKPHIBAs JIUCTHI, BCTABBTE HA36aAHUA MecAyes B YUK A2 W TPOU3BOJIILHO
U3MEHUTE 3HAueHUs npemuu B sueiikax D4 (ans pa3HbIX MeCSIEB MPOLEHT MPEMHUHM TOCTaBbTE
pa3IUYHbIM).

12. Ha nucre Oxmsabpy 3anaiite ycinoBHOe (opMaTHpoBaHHME 3Ha4YeHH KoOJoHKH K 6wvloaue.
YcranoBute hopmar BeiBojga 3HaueHuH Mexay 7000 u 9 000 — 3eneHBIM [[BETOM MIPUQTA; MCHbBIIS
7000 — xpacubim; 60mb11e 9 000 — cuauM BetoM mpudTa. s atoro Bepaenute auana3on G5:G18 u
3a/aiiTe TpedyeMble TapaMeTphI:

o [Tasuas/Cmunu/Ycnosnoe ¢hopmamuposanue/llpasuna evioenenus sueex Meocoy/7000 n
9000 ¢ Ilonvzosamenvckuii popmam/Lpugdpm/L{eem — 3enenwiii;

o [nasnas/Cmunu/Ycnosnoe ¢opmamuposanue/llpasuna evioenrenus suveex bonvue/9000 ¢
Tlonvzoeamenvckuti hopmam/[Lpugpm/[{eem — Cunuii,

o [nasnas/Cmunu/Ycnosnoe opmamuposanue/llpasuna evioenenus siueex Menvuie/7000 ¢
Tonvzoeamenvckuti hopmam/LLpugpm/L]eem — Kpacnwiii.

13. Orcoptupyiite ¢haMuiIuyd COTPYJAHHKOB B al()aBUTHOM MOPSAKE MO Bo3pacTtaHuio. s storo
BblenuTe Auana3zon AS5:G18, Beidbepure komanny (Jaunwvie / Copmuposka u gpunemp / Copmupoexa /
Copmuposamwv no — Cmonbey B / Copmuposexa — 3nauenus / Ilopsiooxk — Om A 0o A).

14. TlocraBwTe Kk siueiike D3 kommeHnTapuii «/Ipemusi nponopyuonanvua oxknady» (Peyenzuposarnue /
Ipumeuanus / Cozoame npumeuarnue — [Ipemusi nponopyuoHatbHa 0Kk1aody)
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A B C D E F G

1 BEJOMOCTE HAYHMCIIEHHA 3APABOTHOH TIJIATEI
2 OxTabpe Npernn

TabemeHEIHR Ean A Ormang TIpemusa HnponopunonansHa o K BrImaue
3 Ne H.O. (pyB) (pyB) ownany (py®)
a 27.00% 13.00%
5 0001 ARVII0E 050,00 2443 5 11493 50 1494 16 993 35
6 0009 Kapaces 625000 1687.5 793750 103188 690563
7 0010 Kapnoe 590000 1593 7493 00 974,09 651891
a8 0012 Jlenres 5200,00 1404 660400 858,52 5745 48
9 0006 Hammioe 7300,00 1971 927100 120523 806577
10 0013 OKvHEE 4850,00 1309 5 615950 800,74 535877
11 0014 ITeckaper 450000 1215 571500 T42 95 4972 .05
12 0007 T Trmarm 6950,00 1876.5 8826,50 1147 45 71679,06
13 0005 Caszanoe T650,00 20655 971550 126302 8452 49
14 0003 CrvnOpHeBr: 835000 22545 1060450 1378.59 922597
15 (002 ComMoB 8700,00 2349 11049 00 143637
16 008 CvOoakoE G600,00 1782 8382.00 1089 66
17 0011 Tpeckoe 5550,00 1498 5 T048,50 916,31
18 0004 I Tvemm 800000 2160 10160,00 132080 :
19 Beero: 04850,00 25609,50| 120459,50 15659,74( 10479977
20
21 MarxcHMANEHEIH ToX00 2000 35
22 MNEEDm AR HEIR MoX0 497205
23 Cpenmdi Toxom T485.70

Puc. 2. Koneunslii BUJ 3apIijiaTsl 3a OKTSIOpb
15. 3amurture nuct Oxmadpe oT uaMenenuit (Peyensuposanue / Hsmenenus / 3awumums aucm /
Ilaponw — 123). [IpoBepbTe 3alIUTY MOMBITABIINCH U3MEHUTH JIFOOBIC TAHHBIC.

3ananue 2.
Ha nucte I'oo co3naiite cBoAKY 1o 3apaboTHOM 11ate 3a rof (Puc. 3).

A B C D

Cproaxa nmo 3apadoTHOH njIaTe 3a 1og
ITpenna Hauncnexdo | » OepsaHo

(pv&) (pv&) (pv&)

=

Mecsr

HAueape
D eEpaTTs
Mapt
ATmpeis
Nafi
HioHE
Hrome
ABTVCT
CeHTAODPE
OxTadpe
Hoabpe
Hexabpe
HTOI'O:
Puc. 3. Ucxoansie manubie i1 3agaHus 2

0|00 |~ & L0 M

jury
(=]

=
R

Y
48]

"
B

=
n

1. I BBOJ1a HA3BaHMI MECSIIEB BOCIIOJIB3YHTECh (PYHKITMEH aBTO3ATIOTHEHHUS.

st BBoma 3HaueHuit ctononoB [Ipemus, Hauucneno, Yoepocarno BOCTIONB3yHTECH CCHUIKOM HA
UTOTOBBIE JAHHBIE COOTBETCTBYIOLMX MECALIEB, HAIIPUMED:
e B sueiiky B3 (npemus 3a siHBapb) BBEAUTE 3HAK = , 3aT€M WICJIKHHUTE MO SIPJBIUKY JIMCTA
Ansapv, no sueitke D19 u Enter (= / fAusapv / D19 / Enter) B ctpoke ¢opmyn Oynet
cnenytromas napopmanus =SAuBapb!D19 , a B siueiixe B3 Ha mucte /00 Oyner To ke 3HAYCHHE,
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KOTOpoe conaepkurcsi B siuerike D19 Ha nucre fHeapw; aBTO3amOJHEHUEM pPACTSIHUTE Ha

cron6iel Hauucneno u Yoeporcano.

AHaJOTUYHO 3aTIOJTHUTE OCTANBLHBIC TYCHKHU TAOIHIIBI ¥ BBEIUTE HTOTOBBIC (DOPMYIIBI;
[TocTpotite rpaduk.

B3

Rl

I | =AHBaps!D13

(=D == B = I, B R T I N ] =

=
[=]

11
12
13
14

A

B

C

D

CBoJka mo 3apadoTHOH M1aTe 3a rofg

Mecs IIpemma | Hauucneno | YoepwaHo
(pv6) (pv6) (pv6)

AmEape 25609500 12045950 15659.74
PeEpam 14227.50] 10907750 14180.08
Mapt 16124.50] 11097450 14426.6%
Anpems 1897000 11382000 14796.60
Mait 6635.50] 10148950 13193.64
Hrome 2845500] 12330500 16025.65
Hrom 34146,00) 12899600 1676548
ABTVeT 25609.50] 12045950 15659.74
CenTabpe 1138200 10623200 13810.16
OxTadpe 25609.50] 12045950 15659.74
Hoabpe 37940,00) 13275000 17262.70
Jexabpe 4742500] 14227500 18495.75
HIOI'O: 202138,00 1430338,00 185943.,94

160000,00
140000,00
120000,00
100000,00
£0000,00
60000,00
40000,00
20000,00
0,00

)

4

{

AHBape

deppane

MapTt

Anpens

MioHE

Wione

ABryCT

CeHmbpe

Oumbpe

Hoabpb

Hewabpe ]

— [pemua
(pvB)

= HauucneHo
(pvB)
YOep#aHo
(pvB)

Puc. 4. KoHeyHBIi1 BU UTOTOBOI TaOIHLIBI

CamocrositeanbHoe 3aaanne 1. [Toctpouts rpaduk runepOoInIecKoro mapadboaonaa, OMMCbIBAEMOTO
ypaBHeHueM z = (X/A)2 - (Y/B)2 npu A=4; B=5. [lnanazon 3Hauenuit g X u Y 3a1ath OT —7 A0 7 C

mrarom 0,5.

1. lo6GaBpTe JHCT M OPOPMUTE «ILIANKY» TaOMUIBI, HANPUMEpP, KaK Ha pPUCYHKE 5 (BO3MOXKHO
aBTOPCKOE 0(hOpMIICHHE)
2. BBenure 3Hauenus 1t X 1 Y:
e B sueiiku B3 u C3 BBeguTe COOTBETCTBEHHO —7 U — 6,5 miId TOro, 4yroObl 3aJaTh IIIar

aBTO3aITOIHCHHS;
e Brigenute o0e SYEHKN U IPOTSHUTE MapKep aBTO3AMOJHEHUSI TT0 TOPU3OHTAIHU JI0 TOSBICHUS

6. IlookcmepuMeHTHpPYITE ¢ U3MEHEHHUEM KOHCTaHT A u B, Habnromas 3a u3MeHeHueM rpaduka

7,

e B sgueiiku A4 u A5 BBeOUTE COOTBETCTBEHHO —7 M — 6,5 miug Toro, 4yroObl 3agaTh IIar
aBTO3aIOIHEHHS,

e Brigenute 00¢ sTYeiiKku u MPOTAHUTE MAPKEP aBTO3AIIOJIHCHUS 11O BEPTUKAJIN OO IMOABJIICHUA 7.

¢ B sueiixy B4 BBenute dhopmyny: =($44/8B32)"2—(B$3/3DS2)"2

OOpatuTe BHHMMaHue, B JOTOW (OpMylie HCIOJIB30BaHb aOcomoTHeie ($B$2, $DS2) m
cmemanubie ($44, B33) cchiuku: aOCONMIOTHBIE CCHUIKM YKa3bIBalOT Ha KOHCTaHTHl A u B, a
CMCILICHHbIE — Ha 3HA4YeHUs IMepeMeHHbIX X M Y, TaK KakK 3HauyeHHUs X pacCHoOJIOKEHBI B
(bukcupoBaHHOM CcTOJIO1IE A, a 3HaUeHUs1 Y — B (PUKCHUPOBAHHOU CTpOKe 3.
3. Tenepb MOXHO CKOTTUPOBATH (HOPMYITy METOJOM MTPOTACKUBAHHMS €€ 32 MapKep 3arOTHCHHMS.
4. J1ns Bceit MaTpUIlbl 3HAUEHUH YCTAHOBUTE YHCIOBOW (hOPMAT C TOUHOCTHIO JI0 AECATHIX.

5. Iloctpoiite rpaduk MOBEPXHOCTH.

MTOBEPXHOCTH.

39



A Bl c|p|E|F|[G6|[H|[1|J|k|L|M|N|[O|P|a|R|S|[T|u]|V
ol 3
; T'padux runepGonnyecKoro napadoNonaa. OMICEBAEMOTO YpaBHeHHeM z = (X/A)” - (Y/B)”
2 A=4|B=|5 Jnana3zoH 3Hadenwii mna X u Y = [-7; 7] ¢ marom =0,5
3| ® T|-65|-6|55|-5|45]4|35-3]|-25|2|-15|-1|-05/0|05| 1 [15[2|25]3
4| -7 (11 14 [16]19]21[23|24]|26(27[28[29(3.0(3.0]31]|3.1](3.1]|3.0(3.0|25]28[27
5| 65 [07] 10 [12]14)16]18|20]|22]23]24[25[26[26]26|26/26]|26[26/|25]|24[23|:
6 -6 |03]| 06 ] 21(20][18
7| 55 |-01f 02 e 17[16[15
8| -5 |-04|-01] a0 7 14[13[12
9 | 45 |-07|-04 1,1]10]08]
10 4 [10[-07] 3 =3040 Toslos|o6]
11 35 |-12] 09,4 m2030 |[06]|05]04][
12 -3 -1.4] -1.1 m10-20 04031021
13| 25 |-16[-13] 10 PAn25  mogao | 02]|0.1]00]-
14| 2 |17 4] Pagl7 w1000 MOLJ00[-01)-
15 15 |s[-is] 7 ]7N 28 oo 01]-02[-
16, -1 [-19]-16| -107" ®-2,0-10 Hoo1(-02]-03]-
17| 05 |-19[ -17 -0.1]-0.2|-0.3|-
20 om0
18| 0 |-20]-17 : -02|-03]-04|-
19| 05 |-19[-17 - -0,1]-0.2]-0.3|-
20 1 -1.9] -1.6 [FLF L [P U [FUU TUCF [T U UL WU WU WL UL U [ U U 0.1 ]-02(-0.3]-
Puc. 5. Koneunslii Bua rpaguka runepOoInueckoro napadbonounsa
CamocTosiTetbHoe 3aganme 2. Ha HoBoM smcre camocrosrenbHo —moctpoite ['paduk

SIUNITHYECKOTO NapabosIon 1a, OMKUCHIBAEMOT0 ypaBHeHHeM Z = (x/a)” + (y/b)? (Puc. 6).

m2025
E1520
B1015
m0510

moo0-05

Puc. 6. Koneunslii Buz rpaduka >;ummnTHYecKoro napadoionia

IHopsiaoK BHINOJIHEHHUS
1. BBIMOTHUTE IPaKTUUYECKOE 3a/1aHue 110 BapuaHTaM
2.OTBETUTH Ha BOIMPOCHI JJIsl CAMOKOHTPOJIS
DopmMa KOHTPOJIA
OneHka 3a BBIIIOJIHEHNE IPAKTUYECKOTO 331aHHUsI, OLIEHKA 32 YCTHBIN OMpOC.
Bomnpocel 11 CaMOKOHTPOJIA

1. Kaxkue cnocoOsl BCTaBKH (DYHKIIUH CYIIECTBYIOT?
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HazoBute kaTeropuu GyHKITHI.

Kak 3agaTe ums nuanaszony siueek?

Kak 3ameHuTsb agpeca siaeek B opMysie UX UMEHAMU?
Kak BBIIOTHUTBE COPTUPOBKY JTaHHBIX TaOIHIIbI?

Kak pa60TaeT ¢bynxkius [pocmotp?

TIENERRN

Pexomennyemas iureparypa

1. MuxeeBa E.B. NHpopMannoHHbIE TEXHOJOTHMH B TPO(PECCHOHAILHON NEATEIbHOCTH. Yueo.
mocoOue st CTY. YUpexkAeHui cpea. nmpod. oopazoBanus. — 14-e usn., crep. — M.: Akagemus,
2016. — 384 c.

2. MuxeeBa E.B. Ilpaktukym 10 WH(POPMALMOHHBIM TEXHOJOTUAM B NPOPECCHOHATHHON
NesTeNIbHOCTH Yuel. mocobue i CTyJ. yupekIeHui cpen. npod. obpazoBanus. — 15-e usn.,
crep. — M.: Akanemus, 2015. — 256 c.

1. I'pummuun B.H., IlandunoBa E.E. «MHbopmanmoHHbIe TEXHOJIOTHH B MNPOPECCHOHATHHON
nesiteibHOCTHY, MockBa, U/ «Dopym», UHOPA-M, 2013r. —421c.

2. @umumonoBa E.B. HMudopmanuoHHble TEXHOIOTUHM B NPOPECCHOHATBHON JeATEIbHOCTH
(CIIO):yuebnuk / - KuoPyc, 2017

3. Xne6nukoB A.A. Mndopmanronnslie Texnonoruu: yueoHuk /— KuoPyc, 2015.

IIpakTHyeckasi pabora Ne 8.

Tema: Pabora c¢ snexkTponHbiMU Tabiumamu B MS Excel. 3agaum onTumuzanum (momck
pelieHust).

Heas 3ansaTusa: CpopMHPOBATH OCHOBBI KOMIIBIOTEPHOH TPAMOTHOCTH W HaBBIKM pabOTHI B
TaOJIMYHOM peJaKTope. 3aKkpenuTh MaTepuan MO CO3JaHHI0 PACYETHBIX TaOJIUI U CPOPMHUPOBATH
oO0muii HaBBIK pemieHus 3amad ontumusanuu B Exel. Hayumthcs oOpabareiBaTh W BBITABaTh
nHpOpMalHIO B HY’KHOM BHE U (popmaTe.
Ocnamennue:

[TepconanbHbIN KOMITBIOTEDP, TEKCTOBBIH Mporeccop MS Excel.
3ananus:

3aganue 1. VMcnonp3ys pexxuMm moadopa mapaMeTpa, OMpeleinTh, MpyU KaKOM 3HAYEHUH MPOIEeHTa
peMuu 00111asi Cymma 3apabOTHOM MIaThl 3a OKTS0ph OyaeT paBHa 250 000 p. B xauecTBe MCXOAHBIX
TAHHBIX B3ATh OJIMH JIUCT U3 (aiina, CO3AaHHOTO B J1abopaTopHoii pabote 2 (Puc. 1)

iy B C [ E F LE]

1 BEOOMOCTE HAYMCIIEHIA 3SAPABOTHOM ILJILATEL
2 OKTAOPE

TadelsHEIT D AN ILIILA Ooran ITperria HasuciaeHo W OepEaHo K BRIOae
2 e 1.0 (P& (v &) (v &) (py&) (py &)
4 2T 000 13000
5 o001 AKYIIOE SO50,00 24435 11493 50 1494 16 oo 35
6 OO0 K apaces 6250 00 16875 TIT_S0 1031_88
7 o010 K apooe SS00, 00 1593 T493 00 7409
2 o012 Jleites S200_ 00 1404 6604 00 85852
S e Hamaaos F3I00, 00 1971 9271 00 1205 23
10 o013 OKVHEE 4850 00 13095 6159 50 B00_ T4
11 o014 TleckKapes 4500, 00 1215 ST15 00 T42 95
12 o007 T THEITIIE 6950 00 18765 8826 50 1147 45
13 oo00s Cazanos Fos50,00 20655 9715 50 1263 02
14 e CEvM OpHEeBITT 835000 2254 5 10604 50 1378_59
15 e Comos S700, 00 2349 11049 00 143637
16 o008 Cwvonaxkoe G600_00 1782 8382 00 108966
17 o011 TpecKOoB 555000 14985 TFO48.50 916.31
18 OO0t T1TwETaEs SO000_00 2160 10160 00 1320_80 88 ]
19 Bcero: 24850.00 25609.50 12045950 15659.74 10479977
20
21 MaxcHra A TEHEBEIF OO OO 9900 35
22 DA ST HEBI T 103 0T 4972 05
23 CpemnHEai Doxod T4EB5,70

Puc. 1. Ucxoanbie 1anHbie 3aaanug 1
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Xon padoTsl

1. Co3paiiTe HOBYIO 3JIEKTpOHHYI0 KHUTY Microsoft Excel 1 ckonupyiite B Hee HCXOAHbIE JaHHBIE.

2. OcymiectBute moadop napamerpa komannoi Jlanueie / Pabora ¢ nanubimu / Ananus «Urto — ecnm»
/ Tlogbop mapamerpa ... : YcraHoBuTh B sueiike — G19; 3nauenue — 250000; M3menss 3HaueHue
sueriku — D4

Ecnu 3anucams vinonnennyro komanoy 8 eude mekcma, mo NOIYHUMCS cledyrouee. « YcmanHosums 6
Auelike pacuema oodwel cymmvl 3apabomuou niamul 3Havenue, pasnoe 250 000, noobupas npoyenm
npemuuy

3. [lepenmenyiTeE ApIIbIK JUCTA, HA3BaB €ro 3adanue 1.

3aganue 2
Ha HoBOM nucre 3adanue 2, ucnonb3ys pexuM Ioadopa Iapamerpa, ONPEIENIUTh IITAaTHOE
pacniucanue ¢pupmbl. VicxonHble JaHHBIE IPUBEACHBI HA puUC. 2.

OO6uwmit Mecsiunslii ponn 3apruiatel cocraisier 800 000 p. Heo6xoaumo onpeaenuTs, KaKUMHU
JIOJKHBI OBITH OKJIa]1bl COTPYAHUKOB (DUPMBI.

Oxyan KaXJaoro COTPYAHUKA SBISETCS JTUHEWHOW (yHKIMEH OT 0a30BOro MUHUMAIILHOTO
oknanga (bMO), a umenHo: oxnao _compyonuka = BMO* A + B

rae A u B — Ko dHUIHMEHTH, TOKa3bIBAIOIINE:

A — BO CKOJIBKO pa3 mpeBblmaercs 3Hauenue bMO;

B — Ha ckonbko npesbliaercs 3Hauenne bMO.

A B C D E F
[IITaTHOE pacmucaHHue GHPMBI

2
Baz0BRIH MHHHM ATBHEIR
3 ornan (BMO)
4
JomsnocTs Kosp. A |Koad. B Oxanan Kos-go Cymuapran
3 COTPYIHHMER | COTPYIHHMEQE 33PINATA
6 Kvpeep 1 0 ]
7 Mnaguomi MeHemEep 1.5 0 2
8 Menemxep 3 0 10
9 | JAEeOVEOLME OTOENIOM 3 1000 3
10 |I naenetii Ovxramrep 3 0 1
11 TlporpamMmucT 1.5 1500 |
12 CHCTeMHEIN aHAIHTHE 4 0 1
13 T eHepaneHEI OHpEKTOD 5 2000 |
14 $roEm 2apaboTHOIH INATH
Puc. 2. Ucxoanble naHHbIe 145 3aganusa 2.
3ananue 3.

Ha HoBOM nucre 3adanue 3 paccumrtaiite, Kakoil 0a30BBII MHUHUMAJIBHBIA OKJIAJ HAJIO
Ha3HAaYUTh, 4yTOObI 3apabOTHAasl MjlaTa COTPYJHHKA IO 3TOMY OKIJIaQy paBHSAJIACh MUHUMAaJIbHOMY
pasmepy omnatsl Tpyaa (MPOT). Mcxoanble naHHbIe Ha puc. 3.

s Mypmanckoti oonacmu 6 2014 200y MPOT cocmaensem 10730.00
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A B C D E F G H
1 IIItaTHOE pacnmcaHue (PHPMBI

EBazoBBIH MHHHM a1k HEIH MPOT 10730 PafioHHEIH 0.4 TTonoXoOHEIH 0.13
3 ormamn (BMO) koaddimmen HATOT
a

JoicxHOCTE Kood. | Koad. Oraran Homprere Hauncneno | Yoepxado (K ergaue

5 A B COTPYIHHKA | HamOaerH
6 Kypeep 1 0 0.8
7 |Dinapnnoi MeHeOEep 1.5 0 0.5
8 Menem=zep 3 0 0.1
9 | 3aEedVHOLIME OTOEI0NM 3 1000 0.6
10 T'naenseri Oyvxranrep 5 0 03
11 TIporpamMmMucT 1.5 1500 0.8
12 |CHCTEeMHEIH aHAITHE 4 ] 0.7
13 T eHepaneHEI THPEKTOR 5 2000 0.4
14 $oHO 2apaboTHOH MIATE

Puc. 3. UcxoaHble faHHbIE 1 3aganud 3
3amonHuTe TabIMIly UCXOIHBIMU HaHHBIMU (Puc. 3)

2. Buecute hopmyibl 111 BBIYMCICHUS OKJIaJ0B COTPYAHHUKOB (3amaHue 2): oknad _compyoHuka = A
* BMO + B

3. Hauucnenue npousBoAUTCs 1Mo Gopmyiie:

=0xknao_compyonuxa+QOknao_compyonuxa *Ilonapnvie naobasku+Oxnad compyonuka > Pationnwiii
_Kk09¢hpuyuenm

4. Y nepxanue npousBoautcs 1no gopmyne: =Hauucaeno xI1o0oxoousiti_Hanoe

5. Cymma K BeIjaue BeraucisieTcs no ¢popmyne: =Hauucnreno—Yoepacano

6. ITockonbKy 0a30BBIii MHHUMAJIBHBIA OKJIaJ MO IMTATHOMY PAaCHUCAHUIO HA3HAYACTCS Kyphepy, TO
YCTaHOBHUTE Kypcop B siueiiky HO, rae BeIUUCISICTCS cyMMa K BbIIade IS Kyphepa, U OCYIICCTBHTE
nmoabop mapamerpa komanaou Jlanneie / Pabora ¢ manubiMu / AHamu3 «Yrto — ecim» / IlogGop
napameTpa : Y cTaHOBUTH B siueiike — H6; 3nauenue — 10730; M3mensis 3Hauenue siueitku — B3

7. Ckonupyiite popMyiy A0 CTPOKH F€HEPAIbHOIO AUPEKTOPA U BEIYUCIUTE (POH 3apabOTHOM MiIaThl
CYMMHUPOBaHHEM.
3aganue 4.

[lex M0JI0KO3aBO/Ia BBIYCKAE€T ACKUMO U APYTroil BUJ MOPOKEHOTO (HAa30BEM €ro MpocCTo
«MOpOKEHOEe»). DCKMMO B 2 pasa Jopoke MopokeHoro. 3a 1 muH. Beimyckaercs 90 mopuwmii
MopokeHoro win 30 mopuuii 3CKUMO, BO3MOKEH OJHOBPEMEHHBIN BBIITYCK JBYX BUJOB MPOJYKIUH.
W3-3a orpaHu4eHus cpoka peaqu3aliy NpoAyKIUU 1 HEAOCTATOUHOTO0 00beMa XOIOAUIBHBIX KaMep B
TEYEHHE yaca Ha XpaHEHHe MOKeT ObITh npuHATO He Oosiee 3600 mTyk m3aenuit. Onpenenute
HauOOJIBIIYI0O CTOMMOCTh BBIITYCKaeMOW MPOIYKIIMK MOJIOKO3aBOJa M ONTHUMAJIbHBIN IUIaH BBIMYCKa
MOPOKEHOTO ¥ ICKUMO 32 1 MUH.

Pewenne:

1. BBenuTe B AUEHKHU CIELYIOIINE 3arOJIOBKU:
- B Al - «JIuHelHOE IpOrpaMMHUPOBAHUEY,

- B A2 - «Vcnonb3oBanue TabauIbI moacTaHOBKH Excel aiis moucka reneBoit GyHKITUN,
- B A3 — «OnTUMabHBII BBITYCK MPOTYKIMNY,

- B A4 — «BBIIycK 3CKUMO (X)»,

- B A5 — «Bpimyck MmopoxeHoro (y)»,

- B A6 — «MakcumasibHasi CTOUMOCTb MPOTYKITHNY,

- B A8 — «Mopoxenoe (y)»,

- B B8 — «Ockumo (x)».

2. BBenure UCXOIHBIE JaHHBIE:

- B siueiiky B4 HauasbHOE 3HaueHue X, paBHoe 0,

- B siueliKy BS5 HauanbHOe 3HaueHue y, pasHoe 0.
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3. BBeaure B sUelKM yKa3aHHbBIX AMANIa30HOB CIIOCOOOM aBTO3aMOJIHEHUS CIIEYIOUE 3HAUECHHSL:

- B B9:AF9 - 3mauenuns x ot 0 mo 30,

- B A10:A100 — 3nauenus y ot 0 go 90.

4. B sueiiky A9 BBeaute GhopMyiry

=ECJIM(U((3*B4+B5)<=90;(B4+B5)<=60);2*B4+BS5; “ )

5. B sueiiky B6 BBemaute dopmyny = MAKC(B10:AF100) — u3 MHOXecTBa 3Ha4eHH OyaeT
BBIJIEJICHO MAaKCUMAJIbHOE.

6. Beimenute nuamnason siueek A9:AF100, BKitoyaromuii pacueTHy0 GopMyIry ¥ 3HaYeHUs X U Y.

7. B mento Jlannsie BeiOepuTe koManay Tabnuma monctanoBky. Ha skpaHe MOSIBUTCS TUAIOTOBOE
OKHO.

8. B mosne Iloacrasisist 3HaUeHHE 1O CTOJIOAM B: YKOKUTE aapec siueiiku B4, Ha KOTOpyIO cchliaeTcs
¢bopmyna pacuera.
B none Iloacrasmnss 3Ha4eHHE 110 CTPOKAM B: YKaXHUTE azpec ssueriku BS.

9. llenkuute Ha kHOMKe OK.

B nponecce Beruncnenus OyayT noxydensl 2700 3nauenuii (30x90) neneBbix (GyHKIHHA, TOIBKO

4acTh U3 HUX, YIOBJIETBOPSIONIAs YCIOBUAM 3a7auu, OyJIeT BbIBE/IEHA Ha 3KpaH.

ITopsimok BBIMOJHEHMSI

1. BBINIOJIHUT MTPAKTUYECKOE 33JIaHUE 110 BapUaHTaM

2.OTBETUTH HA BOIPOCHI JIJIs1 CAMOKOHTPOJIS

dopma KOHTPOJIA

O1eHKa 3a BBINOJHEHUE IPAKTUYECKOIO 3a/1aHMs, OLIEHKA 32 YCTHBIN OIpOC.
Bonpocsl 11si CaMOKOHTPOJIS

[Ipu pemrennu Kakux 3aaa4 yJo0HO KUcIob30BaTh kKomanay [logbop napamerpa?
Kaxk pab6oraet ITox6op mapamerpa?

Urto Takoe Tabyuiia MoACTAaHOBKY JaHHBIX?

Kakwue cymectByroT TpeboBanus K GOPMUPOBAHUIO TAOJIUIL TTOJCTAHOBKH?
HazoBuTe npaBuia nucnoib30Banus GOpMyJT B TAOTHUIIE ITOJICTAHOBKH.

Yro Takoe cueHapuii?

HazoBure 3Tamnsl co3nanus cueHapusl.

MO3KHO 111 OTpEIaKTUPOBATH CLICHAPUA?

9. Kak co3gaercs UTOrOBBIN OTYET MO CLIEHApUAM?

10. Jlns uero npennaszHadeHa komanaa [louck pemenns?

11. Yro Takoe u3MeHsiemas M 1eseBas ssuerka?

12. HazoBwute 3Tansl paboTsl ¢ komaHao# [louck pemenus.

13. Kakue cyniecTByrOT BapuaHThl COXpPaHEHUS pPe3yJIbTaTOB IIOUCKA PEILIECHUs?
14. Kak coxpaHHUTb TEKYyIlIH€ YCTAaHOBOYHBIE TApaMeTpPhl B BUIE€ MOJIENN?

15. Kak coxpaHuTh HaliJICHHOE PELICHUE B KAYECTBE CLIEHApUs?

16. Ha3oBuTE THUITBI OTYETOB.

PO NN W=

Pexomenayemas aureparypa

1. MuxeeBa E.B. MuHdopmanroHHble TEXHOJOTHH B MNPO(ECCHOHANBHOM JAeSITeIbHOCTH. Y4eO.
mocodue A CTy. YUpexkaeHui cpea. npod. oopazoBanus. — 14-e usn., crep. — M.: Akagemus,
2016. — 384 c.

2. Muxeesa E.B. Ilpaktukym 10 UWH(POPMALMOHHBIM TEXHOJOTUAM B HpOodecCHOHATHLHON

NEeATEeTLHOCTH Yueb. mocodue i CTyHd. YUpexaeHuit cpea. mpod. obpazoBanus. — 15-e usm.,
crep. — M.: Akanemus, 2015. — 256 c.
JlonomHUTEIbHAS

3. I'pummn B.H., Iandunosa E.E. «MHpopmannoHHbIE TEXHOJOTMU B MPO(hecCHOHAIbHON
nearenbHocT», Mocksa, U1 «Dopym», UTHOPA-M, 2013r. —421c.
4. Hecrepos C.A. OcHoBbl HHGOPMAIMOHHON Oe30macHoCTH. YuebHoe mocobue. —Jlans, 2016.
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5. Hooxwunos O.I1. Uadopmaruka . Yueonuk mis CI10. — FOpaiit-M, 2016.
6. OwmmonoBa E.B. HWuHpopmanmmoHHbIE TEXHOJOTHH B MPO(PECCHOHAIBHON JCSITETLHOCTH
(CIIO):yuebnuk / - KuoPyc, 2017
7. XneonukoB A.A. UHpopManmoHnHbie TexHOIOTHH: YyueOHuK /— KHoPyc, 2015.
Humepnem-pecypcol:

1.  www.edu/rt/modules.php - xaramor oOpa3oBaTtenbHbIX VHTEpHET-pEeCypcoB: yueOHO-
METOAMYECKHE TOCOOUs

2. http://nsk.fio.ru/works/informatics-nsk/ - MeTogudyeckue peKkoMeHIAIMU 110 000PYA0BAHHUIO
Y MCTIOJIb30BaHMIO KaOMHeTa MHPOPMATHKH, MPETo1aBaHue HH()OPMATHKH

3. http://www.phis.org.ru/informatica/ - caiit Uudopmaruka

IIpakTnueckas padora Ne 9.
Tema: Ucno/ib30BaHHe 31eKTPOHHBIX Ta0/ U1l Kak 0a3 JaHHBIX.

Heap 3anstusi: CopMupoBaTh OCHOBBI KOMIIBIOTEPHOH TPAaMOTHOCTM M HaBBIKM pabOTHl B
tabmuaHoM pexaktope. ChopmupoBaTh 0OUIMIA HABBIK PabOTHI C AIEKTPOHHBIMU TAaOMUIIAMU Kak C
Oa3zamu maHHEBIX B Excel.

Ocnamienue:

[lepconanbHbIi KOMITBIOTEP, TEKCTOBBII Mpotieccop MS Excel.

3amanus:

1.1 OcHOBHBIE IOHATHSA 023 JAHHBIX.

basa oannvix — 310 OpraHu30BaHHas CTPYKTYypa, MpeIHa3HAUCHHAS Il XpaHEeHUsT HH(opMaIum.
OOb1uHO 0a3a JaHHBIX MPENCTaBIsET co00i HAOOpP B3aMMOCBS3aHHBIX TAOJUI], MpOCTEHIIe Oa3bl
JTAHHBIX COCTOSIT M3 OJHOM TaOIUIIBI.

Nudopmanus B 6a3e JaHHBIX COCTOUT U3 Habopa 3anuceti (CTPOK), Kaxaast U3 KOTOPBIX COIACPKUT
OJIMH U TOT K€ Habop nozeti (CTONOLOB). 3amucH XapaKTEPU3YIOTCS MOPSIKOBBIMH HOMEpamH, a
Ka)XJ10€ TT0JIe IMEET 3a201060K, OTIMCHIBAIONINI €ro Ha3HAYCHHE.

Kaxoe nosie 6a3bl umeeT (MKCUPOBAHHBIN TN JIAHHBIX !

Hacrosiue 6a3b1 qanabix (mporpamma MS Access) Bl OyeTe U3ydaTh MO3HEE, B paMKax Kypca
«MHpOopMaIIOHHBIE TEXHOIOTHI.

1.2 ba3bl JaHHBIX B JJIEKTPOHHBIX Ta0JIHIAX.
[Tporpamma Excel BrinonHsieT Bce OCHOBHBIE (DYHKITUH, IPUCYIIHE 0a3aM JTaHHBIX.

Urobsl conepkuMoe pabouero JHucCTa paccMaTpuBajoch Kak 0a3a gaHHbIX Excel, HeoOxoaumo
MIPUAEPKUBATHCS] CTPOTUX MTPABUII:
1. baza pgaHHBIX HE [IOJDKHA COJEpKaTh MpoOenoB (mMycras CTpOKa WM — CTOJOeI
paccMaTpuBarOTCs Kak KOHeIl 0a3bl).
2. Kaxnprit cronber 0a3pl JaHHBIX JOKEH COJEPKATh TAHHBIE OJTHOTO THIIA.
3. B mepBoii sueiike Kaxaoro cronbua 0a3bl JAaHHBIX JOMDKEH OBITh YKa3aH 3d2071080K
COOTBETCTBYIOMIETO cTos0Oma. ComepKuMoe sUeHKH 3arojoBKa JIOJDKHO OBITh YHHUKAIBHO B
mpenenax padouero Jmcra.

B 6aze nannbIX, 0hOpMICHHON TaKUM 00pa30M, BO3MOXKHO BBITIOJIHEHHE OOJBIIMHCTBA OTIEepaIlyii,
XapaKTEPHBIX JJIs 0a3 TaHHBIX.

Bce onepanuu ¢ 6azaMu JaHHBIX BBIIOJHSIOTCS MPUMEPHO OJMHAKOBO. CHavama HEOOXOAMMO
BBIOpaTh JIIOOYIO SIYEHKYy B 0a3e JaHHBIX, a 3aTeéM HadaTh HYXHYIO omepanuio. [Ipu 3TOM Bech
Jrana3oH 0a3bl BBIOUPAETCSl aBTOMATUYECKHU.
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3anganue 1. [ToaroroBere 6a3y nanubix Excel.

2.

Otkpoiite pabouyio kHury Bemomocts.xls, ¢ KoTOpoii Bbl paboTanu MpH BHIIOIHEHUHU MPOLUION
naboparopHoit pabotel. [lepemmenyiite B Hel BTOpo JsmcT, Ha3zoBuTe ero CBeaeHus: o0
NOCTABKAaX.

[Ipenmnonaraercs, yTo NpeANpUATHE MOJIyYaeT MATh BUIOB MaTepuaios: Oymary, ¢paHepy, KapToH,
MOJUATUIIEH M TKaHb - OT IIATH IOCTAaBUIMKOB, Haxomsawmuxca B bparcke, Kazanum, Kypcke,
Mypwmancke u Yepernosiie. Kaxib1ii 13 MOCTaBITUKOB MOXKET MOCTABIISITH JIFOOOM BU MAaTEPUAJIOB.
[TocTaBkM MPOU3BOAATCS HE Yalle pa3a B MECsLl, AUHUIA U3MEPEHUS — TOHHA.

B sueiiku Al — D1 BBeguTe 3arojoBKH IIOJIEH 0a3bl JaHHBIX, COOTBETCTBEHHO: Mecs,
MocraBmmk, ToBap, O0beM.

BBeauTe okoj0 AecsaTH 3amucel, UMEIOIIMX OMKMCAHHYIO BBIIIE CTPYKTYpy. PeasbHble «00BbEMbI
IMOCTaBKH 3HAYEHUSI HE UMEIOTY.

CopTupoBka 0a3bl JaHHBIX.

B 0ase nmaHHBIX CYIIECTBYIOT HECKOJIBKO ypogHell copmuposku. llepBoe w3 BBIOpaHHBIX IMOJCH

OTIPENICTISICT pedcuM NepsuyHol copmuposku. Takke MOXKHO 3a7aTh MONS IS GMOPUYHOU U
mpemuynol cOpTUpOBKU. [lo 1r060My M3 mosiell COPTHUPOBKA MOKET BBINOJNHSITHCS B IOPSIKE
803pacmanus 1 yOvl8auusl.

3aganue 2. BoinosHuTe COpTUPOBKY 0a3bl JaHHBIX ABYMs ClIOCOOaMHU.

OO0uas copTupoBKa 0a3bl JaHHBIX:

Crnenaiite Tekyuied mo0yro siueiiky 0a3bl TaHHBIX U JaiiTe koMaHay Jlanubie > CopTHPOBKA.
Yb6enurech, 4TO MpPU ITOM
BbIIETISIeTCST  Bcsl  (Kpome
3arojIOBKOB Tioyeit) 0asa

None
COPTHPOBKH

MNepBUyHan copTHpoBKa NopAagok

COPTHPOBKH

BropuyHar copTUpoBKa

TAHHBIX.
BriOepure TpH OBH:
p p yp TpeTMyHaA copTiHpoBKa
COPTHUPOBKH: Mecsu,
HOCTaBIIII’IK, - TOBap. Cnocob oboaHaueHus

nonen

[Topsimok COpPTHPOBKH BO
BCEX CllydasX YCTAHOBHTE
ITo Bo3pacTanuio.
Haxxmute OK. YOenurecs,
4TO 6a3a JAHHBIX
OTCOpPTHpPOBaHA 1o
YKa3aHHBIM KPUTEPHSIM.

ITocsenoBaresbHasi COPTHPOBKA 0a3bI JAHHBIX:

3.

C nomomnipto KHONKM OTMEHUTh CTaHIAPTHOM MaHENIW MHCTPYMEHTOB BOCCTAHOBHUTE IMPEKHUMN
MOPSZIOK 3aIKUCEH.

Bribepure mobyro siueiiky B cronbue Toap u mienkHute Ha KHomke CopTHMpoBKa 1o
BO3PACTAHUIO HA NTAHEIIN UHCTPYMEHTOB.

AHaNOru4HO NnpoBeanuTe copTupoBKy B ctoioue IocraBmmk u 3atem Mecsin.

VYbenureck, 4TO UTOTOBBIH MOPSIOK COPTUPOBKHU TOT K€, UTO U B MpeablayIieM ciydae. OOparute
BHMMAaHUE, 4TO B 3TOM CJIy4ae Mbl CHayaja MPOBEJIU TPETUUHYIO COPTUPOBKY, 3aTEM — BTOPUUYHYIO
Y Ha IIOCJIETHEM JTalle - IEPBUYHYIO.

@OuabTpanus 6a3bl JAaHHBIX.

Tak kak 0a3a NaHHBIX MOKET BKJIIOYAaTh OTPOMHOE YHMCIIO 3amMced, He Bcerjga Tpedyercs

0TOOpakaTh BCE ITH 3aAIUCH.
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Brinenenune mogMuokecTBa 3 001ero Habopa 3anuceil Ha3bIBaCTCs urbmpayuel.

[lpu npumenenun ¢QuiIbTpa 3amMUCH, HE TNONAAAONME B OTOOPAHHOE TMOAMHOXKECTBO,
CKpBIBAIOTCSI U He oToOpaxkarorcs. OOmiee umcio 3amucedl 0a3pl M YHCIO OTOOpPAHHBIX 3amucel
0TOOpaXKaroTCst B CTPOKE COCTOSIHHSL. 3arojIOBOK IOJIS, IO KOTOPOMY Obljia MpoBeneHa (HiIbTpaIus,
0TOOpaKaeTCs TOTyOBIM.

OtdunpTpoBanHas 0a3za JaHHBIX MOKET HCIIOJNB30BATHCS IJIS MEYaTh (IeYaTaroTCs TOJIBKO
3aIHCH, OTHOCAIIMECS K BBIOPAHHOMY ITOJMHOXKECTBY) M IIPH IOCTPOEHHM auarpamm (rpaduk
CTPOUTCSI Ha OCHOBAaHHMH BBIOpAaHHBIX 3amuceil). B mocneaneM ciyyae cMeHa KpUTepueB (GpUiIbTpauu
AaBTOMATHYECKH N3MEHSET BH/]] TUarpaMMBl.

Hawubonee nmpocteim criocobom ¢unbrpanmu B Excel siBisiercs npumenenue asmogunvmpa.
3.1 Illpumenenue aBTopuIbTpA.

3anpanmue 3. Bomonnaute puiapTpanuio 6a3sl JaHHbIX.

e UtoOBI BKIIOUYNUTH peXuM (UIbTpAIuH, aaiTe komanay JlanHble > OUabTp > ABTOPWIBLTP.
OOpaTtuTe BHUMaHUE HA TOSIBJICHUE PACKPBIBAIOIIMX KHOTIOK Y 3ar0JIOBKOB TI0JICH 0a3bl TaHHBIX.

e UYroObl 0TOOpaTh TOJBKO 3allMCH, OIMCHIBAIOIIME TOCTaBKM W3 bparcka, mienkHuUTE Ha
packpsiBatomieii kHonke y moist IlocraBuuk u BeiOepute B cnucke myHKT Bbpatck. OOparure
BHHMaHHE HA TO, YTO PACKPHIBAIOIIAsi KHOIMKA JEHCTBYIOIIEro (QUIbTPAa U HOMEpPA OTOOPAHHBIX
CTPOK OTOOPaXar0TCsi CHHUM LIBETOM.

e UroObl OTMEHUTH TEKYIIMHA QUIBTP, elle pa3 MIEIKHUTE Ha PACKPBIBAIOIIEH CTpENIKe U BHIOEpUTE

yHKT Bce.
e  Uto0OEI OTO6paTb Hauboee KPYIHLBIC Pa30BbIC ITOCTABKH, IICJIKHUTC HA CTPCIIKC Y I1OJIA Oo0bemM u
BLIGepI/ITe B CIIMCKC BapHaHT I Packpsisawuan BapuaHTsl hMnLTpaLmMM

KHOMKA YCNOBHA

IlepBble aecsaTh. Beibepure ¢ | unpaun >

IOMOIIBI0 cueTurKa gucito 20
u jganee nyHkT HauGoubmmx ] i
1t BapuaT % oT KoIYeCTBa 3 N ]

Yeperoseu Tonvarinen

aaeMentoB. IllenkHuTe Ha [Bf 441 M. ' o Bl Myt Jomrnpe
kHonke OK. B pesynberare st G
Oyner 0TOGpaHO 20% [ [veor o0 Mypmemrn " Tomric
3anucei, COIEPIKAIIIX  [f§6] aer 50 depenoses |
HauOOJIBIITHE 3HAYCHHUS
o0bema MoCcTaBoK.

e OrmMmeHHuTE PUIBTPALUIO.

e HaxknaneiBas yCIIOBUS
¢unbTpanun
MIOCJIEI0BATEIbHO HECKOJIBKO
pas3, HaliJJuTe MOCTABKH OJTHOTO TOBAapa OT OJHOTO IMOCTABIIHKA.

3ananue 4. CaMoCTOSATEIHLHO MOPAOOTANTE C IK3aMEHAITMOHHON BEIOMOCTBIO KaK ¢ 02301 JaHHBIX:
1. TIpoBeauTe COpPTUPOBKY IO yCIIEBAEMOCTH (CpeIHM 0ajl) W 3aTeM — Mo ai(aBUTy
bamMumii.
2. HaiauTe C MOMOIIBIO (PMIIBTPOB:
®  (JIBOCYHHKOBY IO HH(POPMATHKE;
®  IIITh CTYJICHTOB, UMEIONIUX HanbOoee BBHICOKWN CPEIHMM OalT;
e CryneHToB, YbM (paMUIMK HAUMHAIOTCSA Ha A

MonssosarensCckEHMA AT oMmHABRT R I
MNoKazaTe TOAEKD TSe CTROKH, SH3YSHHMA KOTODEI !
IpaBHD vl I-ﬂ\*l == I
= Lol Ty (2]
| =1 =1

Crmson 'FY obosHaHasT Armbon SAHHFHHEIR SHak
SHak "'t obozHaYase T NocnNeAcEaTeNEHOCTE NRobEl: SHakoE
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[Tpu BeIMOTHEHNH 3a/1aHNN HE 3a0BIBANTE KXl pa3 CHUMATh HAJOKEHHBIN QUIBTp!

IMopsi10K BHINOJIHEHUS
1. BBIIIOJIHUTB ITPAKTUYECKOE 3aJaHHE.
2.OTBETUTH Ha BOIMPOCHI JJIsI CAMOKOHTPOJIS
®opMa KOHTPOJIsI
Or1reHKa 3a BBIMOJHEHNE TPAKTUYECKOTO 3a/IaHMsI, OIIEHKA 32 YCTHBIN OIpOC.
Bonpoch! 111 CAMOKOHTPOJIsSA
1. Yo Takoe b6aza Oaumwvix, nojue, 3anucs?
2. llepeuncrnuTe mpaBuia, MPH COOMIOIECHUN KOTOPHIX TAOIUILy MOXKHO HCIOJIB30BaTh Kak
0a3y JTaHHBIX.
3. Yro TaKkoe yposHu copmuposxu?
4. UYrto takoe Qurvmpayusi, 1151 4ETO €€ MPOBOJAT?

Pexomennyemas iureparypa

1. Muxeea E.B. HHdopManmoHHBIE TEXHOJOTUU B MNPO(EecCHOHAIBHOW NesATeNbHOCTH. YueO.
nocodue A CTyA. yupexaeHui cpea. npod. odpazoBanus. — 14-e usa., crep. — M.: Akaznemus,
2016. — 384 c.

2. Muxeesa E.B. Ilpaktukym 1o UWH(QOPMALMOHHBIM TEXHOJOTUAM B HpOodecCHOHATBHON
NEeSATENILHOCTH Y4e0. mocoOue I CTy. YYpeKIeHUuH cpea. mpod. obpazoBanus. — 15-¢ usn.,
crep. — M.: Akanemus, 2015. — 256 c.

3. I'pummn B.H., Ilan¢unoBa E.E. «MHpopmMannoHHBIE TEXHOIOTHH B MNPOPECCHOHATHLHON
nesrenbHocTY, Mocksa, U/ «Dopym», UHOPA-M, 2013r. —421c.

4. Hecrepor C.A. OcHoBBI HHGOPMAITMOHHOH Oe30macHoCTH. YuebHoe mocodbue. —Jlans, 2016.

5. Hosoxwunos O.I1. Uudopmaruka . Yuebnuk miia CI1O. — FOpaiiT-M, 2016.

6. ®wmmonoBa E.B. HubpopmanmoHHBIE TEXHONIOTHH B MPO(ECCHOHATBHONW ACATEIbHOCTH
(CIIO):yuebHnuk / - KuoPyc, 2017

7. XnebnukoB A.A. MHnpopmanronHblie TexHosoruu: yueouuk /— KuoPyc, 2015.

IIpakTnyeckas padora Ne 10.

Tema: Pabora c 3jekTponnbiMu Tadaunamu B MS Excel. CBazannbie Tadauubl. Pacuer
NMPOMeKYTOUYHBIX UTOroB. KoHcotMaanus JaHHBIX.

Heanb 3anaTusa: CdopmupoBaTb HaBbIKM pabOThl B TAaOJUYHOM pENaKTOpe, YMEHHUE CO3/aBaTh
CBA3aHHBIC Ta6J'II/IIII)I, IMPONU3BOJUTH pacuct MMPOMEIKYTOYHBIX HUTOI'OB u pa6OTaTB C
KOHCOJIMIUPOBAHHBIMU JJAHHBIMH.
Ocnamenne:

[TepconanbHbBIN KOMITBIOTEDP, TEKCTOBBIH Iporeccop MS Excel.
3ananus:

s 6vlnonnenus pabomsi ckonupytime 8 60t nanky ucxoouvii gaun 313 ucx

3aganue 1: mpoBecTH pacyeT MPOMEKYTOUHBIX HTOTOB HAUHUCIICHHS 3apa00THOM MIaTh IO
MO/Ipa3/IeJIEHUsIM OpraHU3aIl|H.

Xox padoTsl

1. B ucxonnowm caiine otkpoiite nuct Ilpomescymounsvie umozu.

2. BcraBbTe HOBBI cTonben Ilodpazdenenue Mexay crosionamMu @amuaus v OKaad v 3aTI0JTHATE €70
JaHHBIMU TI0 00pasity (cM. puc. 1).

3. Yanure cTpoKH ¢ pacyeTaMu MaKCUMaIbHOT0, MUHUMAIBHOTO M CPETHEr0 I0X0Aa U O0IIHNX
CYMM.
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A B C D E F (€] H

1 BEJOMOCTE HAYHMCIIEHMA 3APABOTHOH ILIIATEI
2 HAueaps

TabemH I DA A Monpaznencsme Owxnan IIpemusa Hauucnenoe | Yoepsxaso K empaue
3 Ne H.O. (pv6) (pv&) (pv&) (pv8) (pv6)
4 27.00% 13,00%
5 0001 ANVIoR OTnen MeHeI#MeHTa 9050,00 24435 11493 50 149416 0999 35
6 0002 Kapacee OToen MeHeMEMeHTa 625000 16875 793750 103188 6905 63
7 0003 Kapnoe OTOen peamizalmm 520000 1593 7493.00 974,09 651891
3 0004 Jlemee Bvxranrepnsa 5200,00 1404 6604,00 858,52 574548
9 0005 Hammaoe OTHen peamizani 7300,00 1971 927100 120523 806577
10 0006 OxvHEE OTmen peamizaniH 4850.00 13095 615250 800,74 535877
11 0007 IleckapeE OToen MeHemEMeHTAa 4500,00 1215 571500 74295 497205
12 0008 Thirainm OTnen MeHeIsMeHTa 695000 1876.5 8826.50 114745 7679.06
13 0002 Cazanoe OTHen peamizani 7650,00 20655 971550 126302 845249
14 0010 Crymbpueemd |Byxranrepns 8350.00 22545 10604.50 137859 0922592
15 0011 ComMoE OToen MeHemEMeHTAa 870:0,00 2349 1104900 143637 961263
16 0012 Cvoakoe Byxranrepna 660000 1782 8382.00 1089.66 729234
17 0013 Tpeckoe OTnen peamizamniH 5550,00 14985 7048.50 916,31 613220
18 0014 M Tvram OToen peamizams 8000.00 2160 10160.,00 132080 883920

Puc. 1. Ucxonnble nannnie aqa 3aganus 1.

Jlist pacyera npomesicymouHvlX umozoe TPOBEAUTE COPTHPOBKY 1O NOOpA30eNeHUsM, d 6HYMpu
noopasoeneHutl — no hamuiusm.

JIisi  KOpPEKTHOM COPTUPOBKH, YTOOBI COTPYIHUKH OCTIMCh CO CBOMUMH TaOeIbHBIMU
HOMEpaMH, B CBOHMX OTJIEJIaX W TPHU CBOMX OKJIQJIaX, BBINOJHHUTE CIEAYIOIINE JCHCTBHSI: BBIICIUTE
nnana3zon A5:HI18; nocne dyero ykaxwure Jlanaeie / CoprupoBka u ¢uastp / CoptupoBka /
Coptuposats 1o — Cmonbey C; CoptupoBka — 3uauenus; llopsanok — Om A 0o A / lo6aBuTH ypoBEeHb
/ 3atem o — Cmonbey B; CoptupoBka — 3nauenus; Illopsimok — Om A oo A.

Tabnuua 1oKHA TPUHATH BUJT KaK Ha puUC. 2.

A B C D E F G

1 BEJOMOCTE HAUHMCIIEHWA 3APABOTHOM ITJIATHI
2 STHE ape

TabemsHEIH Pammia TMonpasmemnerme Ownan ITpenna Hauncneno | Yoep:asHo
3 Ne H.O. (pyB) (pye) (py8) (pye)
4 27.00% 13.00%
5 0004 Jlemee Byauranrepna 520000 1404 G604,00 858,52
B 0010 Crvmbpnesrma |byvaranrepnsa 835000 22545 10604 50 137859
7 0012 Cyoakos Byvxranrepus 660000 1782 8382.00 1089.66
a3 0001 AKVIoB OTnen MeHeEMeHTa Q050,00 2443 5 1149350 1494 16
9 Q002 Kapacee OToen MeHe I EMeHTa 625000 1687.5 T7937.50 1031.88
10 Q007 Ileckapee OToen MeHeIEMeHTa 4500, 00 1215 571500 T42 95
11 0008 T haeaimae OToen MeHeIEMeHTa 695000 18765 882650 1147 45
12 0011 ComMoE OTnen MeHeEMeHTa B700,00 2349 1104900 143637
13 Q003 Kapnoe OToen peanmi=aim S900,00 1593 T7493.00 974,09
14 0005 Hammios OTnen peanmi=aimm 730000 1971 927100 120523
15 0006 OrvHER OTnen peanm=aim 4850,00 13095 615950 300,74
16 el Cazanos OTnen peamzaimm 765000 20655 971550 126302
17 0013 TpecKoe OToen peanmi=aim 5550,00 14985 T048.50 916.31
18 0014 I Tveam OTnen peanmi=aimm S000,00 2160 1016000 132080

Puc. 2. lannbie pis 3axanus 1 mocjie COpPTUPOBKH 110 NMOAPA3IeJICHUSIM.

[TomBeauTe MPOMEKYTOUHBIE UTOTH IO MTOPA3ACICHUSM, HCIIONB3Ys GOpMyITy cyMMHupoBaHus. J{is
3TOTrO BBIJEIUTE BCIO TaOnuily ¥ BbimojHUTE KomaHiwl: [lanubeie / Ctpyktypa / IIpoMexyTouHble
utoru / Ilpu xaxxnom uameHeHuu B — [loopasdenenue; Onepauus — Cymma; JJo6aBUTh UTOTH O —
Oknao, Ilpemus, Hauucneno, Yoepowcano; Gnaxku: 3aMEHUTh TeKyliue UTOru, MToru mo naHHBIM
[TpumepHBIit BUT UTOTOBOM TaOIUIIBI IPEJICTABIIEH Ha puUC. 3.
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11213 A B c D E F G H
1 BEJOMOCTE HAUMCIIEHMA 3APABOTHOM ITIIATEI
2 AHEape
Tabemn D anIUmA Tonpasnenecrme Oran IIpemua |Hauucneno|Yoepsano| K Brmade
3 | mniNe H.0. (pyG) (pvG) (pyB) (pvG) (py6)
[ 4 27.00% 13.00%
[ 5 0004 |[Jlemee Byxranrepusa 5200,00 1404 6604,00 858.52 574548
6 0010 |Crvmbpueend |Bviranrepus 8350,00 22545 1060450 137859 922592
7 0012 |Cvoawoe Bvxranrepusa 660000 1782 8382.00 108966 7292 34
- a3 Byxraarepua Hror 20150,00 54405 2559050 3326.77 2226374
[ 9 0001 |Axvioe OToen MeHeI:#MEHTA 9050,00 24435 1149350 149416 9999 35
10 0002 |[Kapacee OToen MeHeI#MeHTa 625000 16875 7937.50 1031838 690563
11 0007  |TTeckapee OToen MeHeI#MeHTa 4500,00 1215 5715,00 74295 4972.05
12 0008 |Thooom OToen MeHeI:#MEHTA 6950,00 18765 8826.50 114745 7679.06
13 0011 Comoe OToen MeHeI#MeHTa 3700,00 2349 1104900 143637 961263
- 14 OTtagea meEeEMeHETa HTOT 3545000 95715 45021.50 5852 80 3916871
[ 15 0003  |Kapnoe OToen peamizaiyH 5900,00 1593 7493.00 974,09 651891
16 0005 |Hammioe OToen peamizaiyH 7300,00 1971 9271.00 120523 806577
17 0006 |OxvHEEB OToen peamizaiyH 4850,00 13095 615950 800,74 5358.77
18 0009 |Cazanoe OToen peamizaiyH 7650,00 20635.5 9715.50 1263,02 8452 49
19 0013 |Tpeckoe OToen peamizaiyH 5550,00 14985 T048.50 916,31 613220
20 0014  |Iveom OToen peamizaiyH 80:00,00 2160 1016000 132080 883920
- 21 OTtaea pearnzanan Hror 3925000 105975 49847 50 6480.18 4336733
- 22 Ob6muii nTor| 924850,00| 25609.8| 120459.50| 15659.87|104799.77

Puc. 3. Utorosblii Bu Tad/MLbI pacyeTa NPOMe:KYTOYHbIX MTOI0OB 110 NMOAPa3IeJeHUIM.

W3yunTe moydeHHY CTPYKTYPY ¥ (OpPMYJIbI MMOJBEIACHUS MIPOMEKYTOUHBIX UTOTOB, YCTaHABIMBAsS
Kypcop Ha pasHble sueiiku Tabmuiel. [lompoOyiiTe cBOpauyMBaTh W pa3BOpPadMBATH CTPYKTYpPY [0
pa3HBIX YPOBHEH KHOKAMH «+» U «—».

1100 cmpyxmypuposanuem nOHUMAEMCs MHO2OYPOBHEBAs SPYANUPOSKA CMPOK U CMOAOY08 MAabaulybl
U CO30aHUe INEeMEHMO8 YNPAGIeHUs, C HOMOWbIO KOMOPbLIX 1€2KO MOJICHO CKPbl8AmMb U PACKPbIEANb
Imu epynnol.

7. Busyanumsupyiite u uccieayiite rpapuueckoe 0ToOpakeHUue 3aBUCUMOCTEH sSUeeK APYyr OT Apyra:
®dopmynsl / 3aBucuMocTd GhopMyt / Biustoniue saeiiky; 3aTeM 3aBUCUMBIC STICHKH.

8. Ordopmarupyiite TabIuUILy.

3aganue 2: co3/aTh CBOAHYIO TaONMIly IO UTOTaM CHAENOK 3a roj. McxomHas Tabnuiia mokazaHa Ha
puc. 4. JlanHpie B CBOJHOM TaOnHIe IOJKHBI OBITH OPraHM30BaHBI TaKMM 00pa3oM, 4YTOOBI 1O
8bIOPAHHOMY 3AKA3UUKY OMPANCAIUCH CYMMbL COENOK N0 Kame2opusm NpoOyKmo8 8 pDAa3IUYHbIX
eopooax (Puc. 5).

A

B C D E F G H I
1  HawmeHoeaHwe |Kateropwa|Keaptan| MecAy |Jeds| MNopog |Cymma|Menegxep| 3akaaduk
2 Mepcuk Doy KTEI | HAHeapb 1 |Mockea | 65958(MNeTpoe Famcrtop
3 [JTyk 3eneHb | HAHeapb 1 |Murep 69758 | Tapacoe MNarepouka
4 |HekTapwuH D pyKTE | HAHBapb 1 [Mockea [ 88432(l1eaHoe Mepekpectok
5 Kaprogens Oeowm | HAHBapb 1 [Mockea [ 11634 [0vBuHanH  [Awwad

Puc. 4. ®parMeHT MCXOIHBIX JAHHBIX 3a4aHus 2.

Ortxkpotite nuct Ilpooascu.
2. Omnpenenurte, KOIUYECTBO 3amuceii, kotopoe coxepxkut Tabmuma (Ctrl + |). Ilpeanoxxennas ans
BBITTOJIHEHUST pabOTHl HMCXOAHAs TaONHIa OTBEYAaeT HEOOXOAMMBIM IS YCHEIIHOTO TMOCTPOCHHS
CBOJHOM TaOIHUIBI TPEOOBAHUSAM:

®  3420]1060K NPOCMOU, OOHOCMPOUHDBLIL,

®  mabauya He cOOepI’HCUM NYCMbIX U 00bEOUHEHHBIX AUeeK, Hem Pa3pblé08 CMPOK U CIOOYOS.
3. [Ipeobpa3zyiiTe Tabnuily B AMHAMUYECKYIO aBTOPACTATUBAIOLTYIOCS (YMHYIO) TaOJIMIly: YCTAaHOBUTE
Kypcop B JItOOYIO sSUCHKYy 00JacTH JaHHBIX U BbiOepuTe KoManay [aBHas / dopMaTHpoBaTh Kak
tabmuiyy / Ctunb TaOnuipl: BeIOEpUTE CTUIB MO Bamemy BKycy. Ilocie maxoco npeobpazosanus
OanHvle, 000a8NIeHHble 8 UCXOOHYI0 Mabauyy, 6y0ym agmomamuidecku yymeHsl 6 CO30AHHOU 3apanee
CB0OHOU mabauye, KOMOPAsi MOJNCem PpACnoiazamscsi Ha oOpyeom aucme. Boszmoowcno maroice
0obasneHue cmpox u cmooyos.
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4. [IpucsoiiTe Tabnuiie uMs, Haripumep, /Ipodasicu: yCTAaHOBUTE Kypcop BHYTPU TaOJHIIBI, TIPH STOM
Ha JIGHTe MOsBUTCS BKIaaka Kowcmpykmop, nanee: Konctpykrop / CorictBa / Ums Tabmumpl —
Ipooasicu Ums mabauyvt modicem Obims 1100bIM, HO OONHCHO HAYUHAMBCS C OYKEbL U He OOINCHO
cooepacams npobenos. Imo ums 6yoem ucnoib308amsbCs npu NOCMPOEHUU C600HOU MAOIUYbL.
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= — e e = oz s 2 FFE a2 190 200 1 7S 18 =271 741
= L RV SO 498 535 AT 1= 554 a1 156 799
- MeTEy oo S35 300 G514 855 = 27T a1 155 432
= CTanar 1 A4 3 1 Oz 113 =D SSEG 2T T 12 482 731
= e == | S0 S S0 TSSO 1855 Os7T 1 575 779
10 — 1 O R O LR s IS 6s1 R T e BES SAa AE 119 166
a7 Earmassad 1 259 653 S8Z Oos IS 03 =2 SO SRGe
1= HanycTr= 1 Aa03 FES a4 ZITE 9Ta AF= 513 = 253 2Ea
1= FHapmodssn e SS5S o799 590 ST 5 277 1 ZE1 D=2
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Puc. 5. CBoanas tabauua. Bapuanr pe3yJjibTaTa BbINOJTHEHHUS 3aJaHus 2.
Tenepr MOXHO c031aBaTh CBOAHYIO Tabnmity: BeraBka / Tabnumbl / CBognas tabmmna / Coznanue
cBOAHOM TabuIel / Tabnuia wim quana3on — [Ipogaxu / Ha HOBBIN JTUCT.

- =T
Coagan ne cEoAaHDN ﬁﬁ.ﬂn Lk M

EbIEEpHTE OSHHBIE ONA GHEMME3

@ BoifpaTte TEbmMuy Nk ouanasod

VMR nogsnmoeta:
YREWUTE, KyOa cNenyeT NoMECTUTh OTHET CBOAHOM Tabmum:
@ Ha HoEBIid nMcT
Ha cywecrsyrouwin nmacT

OuanazoH: =5

[ ol | | ommens

— ==

Puc. 6. Iuanorosoe okno Coznanue CBOAHOI Ta0 UL

6.B peKUME pa6OTBI CO CBOJHBIMH Ta6J'II/II_IaMI/I B HIDKHEH npaBoﬁ YaCTH OKHa PACIIOJIOKCHBI
OJICMCHTEI, U3 KOTOPBIX MOXKET COCTOATH CBOAHAA Ta6J'II/IIIaI

Dunvmp omuema;
e Ha3zeanusa cmonoyos;
e Ha3zeanusa cmpoxk;

o 3nauenus.
UToOBl TOHATH, Kakue NOIsL 6 Kakue OSJ1eMeHmbl C800HOU mabiuybl TIePeTaCKUBaTh, HAJO
BHUMATENBHO MPOYUTATh (POPMYITUPOBKY 3alaHusi: /anusvie 6 c6800HOU mabauye OONNCHbL ObiNb
OpP2aHU308aHbL MAKUM 00PA30M, UMOObL HO 8bIOPAHHOMY 3AKA3YUKY OMPANCATUCL CYMMbBL COEOK RO
Kamezopuam npooyKmoe 8 pasiuyHulx 20p00ax.
W3 mocTaBneHHOM 3a/1a4u CIEAYET, YTO TOJIE:

e 3akazuux TIEpETAIINTE B dJICMEHT Duabmp omuema,

e [opoo — Hazeanusn cmonoyoe,
o Kameecopusa — Hazeanua cmpok;

o Cymma — 3nauenus.
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8. OtdopmarupyiiTe BeIUHCIsgeMble 3HaUeHus: YucaoBoit popmar ... / Yucmosoit / Uucmo
necATUYHBIX 3HakoB — 0; Paznenutens rpymnm pa3psaaos — Jla. JlomkHa mOMyduThes TabIUIA Kak
Ha PUCYHKE 7.

A B C D E

1 3akazuwk (Bce) -

2

3 Cymma no nonw Cymma Hazeanuna ctonbuoe |~

4 'HazeaHwWA cTpPOK - | Mockea Mutep Camapa Obwmi wror
5 | 3eneHs 3398083 2716266 210174 6324 524
6 Osowm 8735681 6400140 983345 16119166
7 | DpykTI 16247 372 9519425 2183142 26 949 939
8 Hrogel 1700757 778671 120780 2600 208
9 ObwwMA uTor 29 081 892 19414 502 3 497 442 51 993 837

X
o

Puc. 7. CBognas tadiuua

U3 nonyuennoti mabauyvl 6uOHO, umo, Hanpumep, QpyKmos 3a 200 6cem 3aKA3UUKAM ObLIO
omepyxcerno Ha cymmy 26 949 939 p. U3 nux ¢ Mockey —na 15 247 372 p, 6 [lumep —na 9 519 425 p,
6 Camapy —na 2 183 142 p. Bcezo svipyueno 3a 200 51 993 837 p, u m.o.
8. Ilopabotaiite ¢ momyuyeHHON TaOaMIEeH W BBIMOIHUTE (IIBTPALUIO JaHHBIX, 0TOOpa3HB JaHHBIC
IS
a. OJTHOTO 3aKa34YHKa;
b. HECKOJIBKUX 3aKa3YMKOB U3 Pa3HBIX TOPOJIOB;

C. BCCX 3aKa34YMKOB TOJIBKO U3 HHTepa.

Pezynomamot kasxcoou punbmpayuu coxpanume Ha 3mom dxce 1ucme cnpasa om noJyYeHHoU c80OHOU
mabauybl 68 ude CKPUHUIOMO8 (0CMA8UmMb MOAbKO U300padiceHue maodauy!), ucnonvsys onyuro
Oébpeska Ha sxnadke Paboma c pucynkamu.

9. Hna peranu3auMu JaHHBIX B aneMeHT Hazeanua cmpox noGaspre mnone Haumenosanue.
Hccnenyiite, kak BIMSAET MOCIIEAOBATEILHOCTh PACIONIOXKEHUS Mojeld BHYTpU snemeHta Hazeanus
CMPOK HA CTPYKTYPY TaOIHIIBI.

10. Otdopmartupyiite nony4eHHy0 TaOIuIy:

Konctpykrop / Ctunu cBomHOM Tabmuipsl; Koncrpykrop / CTuiau CBOAHOW TaOHUIIbI;

[TepeumenyiiTe aUCT ¢ MOCTPOEHHOM CBOAHON Tabnuueil B Omuemut no npodaxcam 1 He 3a0yabTe
CHSITh BCE (PHIIBTPBHI.

12. TloctpoiiTe CBOAHYIO JuarpaMMmy (THCTOTpaMMy C TPYIIUPOBKOM) [UIs  HarJsgHOIO
Mpe/ICTaBICHMs JaHHBIX CBOAHOM Tabmuupl: Pabora co cBogubsiMu Tabmuuamu / CepBuc / CBojHas
nuarpamma / ['mcrorpamma ¢ rpyninupoBKOiA.
13. Ilepemectutre nuarpammy Ha JucT @uasmper (Pabota co CcBOAHBIMH JguarpamMmmamu /
Koncrpykrop / Pacnionoxxenue / IlepemectuTs 1uarpaMMmy — Ha OTJCIBHOM JHCTE - Puibmpol)
14. C nomonipto QuiIbTpa CBOAHON TUArpaMMmbl (puU aKmusu3ayuu nOCMpOEHHOU 2UCOSPAMMbL
NoA6AAemcs A6MOMamuiecku) OTBETbTE Ha BOIIPOCHI:

e Kakue (ppyKThl 1 0BOIIM HE NocTaBisioTes B Camapy?

e Jloxoa OT MOCTAaBOK KaKUX ST0J 11T MOCKBBI OoJTbIIe?

e Kakue oBomm nocTaBisaOTCA 3akazunky Merenuia B Camape?

e Jloxoa OT mocTaBOK KakuX MpoayKToB st [Iurepa, Oosnbiie Bcero?
Omeemvl u noomeepocoauue Ux CKPUHWOmMsl Guibmpayuu Ouazpammsl pasmecmume Ha JTucme
Dunvmpol.

CamocrosiTeibHOe 3agaHue 3: Ha ocHoBe TaOmuubl Ilpodastcu co3naTh CBOAHYIO TaOJMIy IO
uTOraM paboThl MEHEKEPOB 3a I'OJl U Pa3MECTUTh €€ Ha OTJeNIbHOM JucTe (Meneoacepor).
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JlaHHBIC B CBOJHOM TaONHIE JOJKHBI OBITh OPTaHM30BaHbI TAaKMM O0pa3oM, YTOOBI MOXHO OBLIO
OTIPENICTTUTh 00WUe CyMMbl COENOK, OGOPMIEHHBIX KAHCOLIM MEHeONCeEPOM NOKEApMaibHo. PazMepbl
KBapTAIBHBIX MPEMUI OyIyT MPOTOPIHOHATBHBI 00hEMaM 3aKTFOUCHHBIX CHEIOK.
[TocTpouth CBOHYIO IUArpaMMy, HATJISTHO MOKA3bIBAIOIIYI0 HEOOXOJUMBbIE CBOJIHBIE JaHHBIE.
IMopsi10K BHINOJHEHUS
1. BBINIOJIHUTH MTPAKTUYECKOE 33JIaHUE 110 BapUaHTaM
2.OTBETUTH HA BOIPOCHI JIJIsi CAMOKOHTPOJIS
DopMa KOHTPOJISI
OneHka 3a BBINOJIHEHHE MPAKTUYECKOTO 331aHUsI, OLIEHKA 32 YCTHBIN OMpOoC.
Bomnpocsl 11 caMOKOHTPOJIsE
1. Yro coboii mpencrasisieT cBogHas Tabauma?
MoxHO 51 oTdopMaTupOBaTh CBOAHYIO Tabmuily? Kak oTcopTupoBaTh JaHHbBIE B CBOJHOMN
Tadure?
Kak rpynmnupyrorcs gaHHbIE B CBOJHON Tadiuue?
Kax co3mare BeIYMCIIEMOE [10JI€ B CBOIHON TadmIe?
Kak 3amaTe K01M4ecTBO JUCTOB B paboueld KHUTEe?
Kak BctaBuTh (YyaaiuTh, mepeuMeHOBaTh) pabouuit JIMcT?
Kax Bbiienuts Bce mucthl padoueit kHuru? Llens BiieeHus HECKOJIBKUX paboYuX JIMCTOB B
paboueii KHUTE.
8. Kak 3ajgath CChUIKY M3 OJHOTO paboyero JjucTa Ha APYrod JUCT paboyero ¢aiia wiu Ha
Tabnuily u3 Apyroro ¢aiina?
9. Yro Takoe KOHCOMUAALMS JaHHbIX ?
10. Kakue MeTo1bl KOHCOIUAAIUU CYLIECTBYIOT?
11. Kak ycTaHOBUTH CBSI3U C KOHCOJIUAUPYEMbBIMU JTAHHBIMU?
12. Kak paccuntarh mpoMeKyTOUHbIE UTOTH MO TPYIIaM JaHHBIX B Tabmuie?

N

NowvkEwWw

Pexomenayemasi sureparypa

1. MuxeeBa E.B. MHdopmanroHHbIE TEXHOJOTHH B NPO(ECCHOHATBHOW JAeATeIbHOCTU. Y4eO.
nocodue A CTyA. yupexaeHui cpea. npod. odpazoBanus. — 14-e usa., crep. — M.: Akanemus,
2016. — 384 c.

2. Muxeesa E.B. Ilpaktukym 10 UWH(QOPMALMOHHBIM TEXHOJOTUAM B HpodecCHOHATBHON

NesATeTLHOCTH Yuel. mocoOue i CTyH. YupexaeHuil cpea. mpod. obpazoBanus. — 15-e usnm.,
crep. — M.: Akagemus, 2015. — 256 c.
JlonomHUTEIbHAS:

3. T'pumiun B.H., Ilandpunosa E.E. «MHpopmManuoHHbIE TEXHOJOTUU B MpPOdheccHOHATbHOU
nesitenbHoCcTHY, MockBa, U/ «Dopym», UHOPA-M, 2013r. —421c.

4. Hecrepor C.A. OcHoBBI HHPOPMAIIMOHHOI Oe30macHocTh. YueOHoe nocodue. —Jlans, 2016.

5. Hosoxwunos O.I1. Mudopmatuka . Yuednuk ais CIIO. — FOpaiit-M, 2016.

6. ®umumonosa E.B. HWHpopmalnmoHHbIE TEXHOJIOTMU B MNPO(PECCHOHANIBHON  JESITEIbHOCTH
(CITIO):yuebHnuk / - KuoPyc, 2017

7. XnebnukoB A.A. UndopmanronHslie TexHosnoruu: yueouuk /— KuoPyc, 2015.

Humeprnem-pecypcoi:

1.  www.edu/ru/modules.php - xaTtamor oOpa3oBaTenbHbIX VIHTEpHET-pecypcoB: yueOHO-
METOAMYECKHE TOCOOus

2. http://nsk.fio.ru/works/informatics-nsk/ - MmeToanueckre pekoMeHIaIH 10 000PYI0BaHUIO
Y MCTIOJIb30BaHMIO KaOMHeTa MHPOPMATHKH, NTPeNoiaBaHue HH(HOPMATHKH

3. http://www.phis.org.ru/informatica/ - caitt Uudopmarnka
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Pa3nea 3. Texnosoruu padoTsl ¢ MacCMBaMu HH(OPMALIHH.

Tema 3.1. Ba3bl nannbix Padora ¢ maccuBamu nndgopmanun B CYBJI Microsoft Access.

IIpakTnyeckas padora Ne 11.

Tema: Co3nanue cTpyKTYpbl 0a3bl 1aHHBIX B cpene MS Access. Co3nanne Ta0JuIbI ¢ IOMOLIbIO
KOHCTPYKTOpPa, B pexxuMe Tadauubl, ¢ noMombio macrepa B CYBJI MS Access.

Heab 3anstusi: CPopmMupoBaTh OCHOBBI KOMIBIOTEPHONM TI'PAMOTHOCTM W HABBIKU pabOThl ¢
CUCTeMaMH yIpaBJieHUs 0a3aMu NaHHBIX. V3y4nTh Ha3HaUYE€HUE, BOBMOKHOCTH U Cepbl IPUMECHEHUS
CYBJ (MS Access). Hayuntcs co3naBath 0a3y JaHHBIX Ha IMOJb30BATEIIbCKOM YPOBHE; MOJIH30BATHCS
rabJIoHaMHU, MacTepaMH; CO3AaBaTh 3aMPOCHI, OTYETHI U (OPMBI; UCKaTh, 00pabaThIBaTh M BHIIABAThH
nH(pOpMaLIKIO B HY>)KHOM BHUJI€ U hopMare.

OcHaienue:

[Tepconanpuslii komnsiotep, CYB/] MicrosoftAccess.

3ananue
Co3aanue 0a3bI JaHHBIX
1. 3anmyctute Microsoft Access 2007.
2. HaxmuTe Ha KHOTIKY .
3. 3amaiiTe Ms HOBOM 0a3bl JaHHBIX — «3aNMCHAs KHIKKa.accdby.
4. Ha Bknanke neHtsl Co30anue B TaHETN UHCTPYMEHTOB Tabnuysl HAXKMUTE
Ha kHonKy Koncmpyxkmop mabauy.
5. BBenure nmeHa mosiel ¥ yKa)KuTe TUIIbI JAHHBIX, K KOTOPBIM OHU OTHOCSITCSL.

HNmsa moan Tun ranHbIX
Ne i/ CyeTunk
damunus TexkcToBrIi
Nmsa TexkcToBrIi
Anpec TekcToBbIi
Hupekc YucaoBoit
Tenedon TexcToBbIit
Xo06u TekcToBBIH
9. oyTa I'mnepcceplika

6. Beriiaure u3 pexuma KoHcTpykTopa, mpeBapuTeIbHO COXPAHUB TaOIUILY

I0J1 UMEHEM «/[py3b4»; KIIOUEBbIE TOJIS HE 3a/1aBaliTe.

7. Otkpoiite Tabnuny «/py3va» ABOWHBIM IEIYKOM MBILIH U 3a1I0JHUTE B Hel 10 cTpok.

8. lobGaBbTe nonst « Omuecmeor» v «/lama posrcoeHus», s TOro:

1) yctaHOBUTE Kypcop Ha MOJIe, Iepe]i KOTOPHIM HYKHO BCTaBUTh HOBBIH

cToJoelr;

2) BBINOJHUTE KOMAaHJY: BKJIQJKa JIEHTBl Peorcum mabauybt — TaHeNb HHCTPYMEHTOB [lona u
cmonbyvt — Bemasumy;

3) menkHyB Ba pa3a Ha [lonel, mepeumenyiite ero B « Omuecmeor, a Ilone2 — «/lama posxcoenusi».
9. Ilepeiinure B pexnm KoHCTpykTOpa KOMaHAOW: BKJIajaKa JeHTHl [nasnas — Peowcumvr —
Konempyxmop.

10. Hns monst «/[ama pooicoenus» yCTAaHOBUTE THUIN NAHHBIX /lama / épems; B CBOWCTBAX IOJISI
BbIOeputTe Kpamxuii hopmam oamei.___

11. OrdhopmaTupyiite TaOIUILY CIETYOITIM 00Pa30M:

4) 1IBET CEeTKH — TEMHO-KPACHBIN;

5) uBet ¢oHa — romy0oi;

6) IIBET TeKCTa — TEMHO-KPACHBIH, pazmep — 12 1T, HauepTaHue — Kypcus.

12. Tlepeumenyiite none «Xo66u» B « Yeneuenusy.

13. Y nanure 3anuch o1 HOMEPOM 8.
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14. smenuTe pasmep siueek Tak, 4ToObl OBLIM BUIHBI BCe AaHHBIC. /{151 3TOr0 J0CTaTOYHO JBa pas3a
LIETKHYTh JIEBOH KHOIKON MBIIIIU HA TPaHUIIE MMOJIEH.
15. Pacnonoxure moyis B cheAywoolieMm nopsake: «MNey, «Damunuay, «HMmay,«Omuecmeoy,
«Tenegpony, «lama poscoenusny, « Yeneuenusr, «Aopecy, «Mnoexcy,«Pomoy, «21_noumay.
16. 3anonHuTe MyCTHIE TYCHUKU TAOIUIIBI.
17. B pexume KonctpykTopa no6aBbre mosie «CemeliHoe nonodiceHue», B KOTOPOM OyAeT
coJiepkaThCcsi (PMKCHUPOBAHHBIA HAOOp 3HAUCHUH — 3aMy’KeM, HE 3aMy>KeM, JKeHAaT, He jkeHaT. J[is
CO3/IaHUA PACKPBIBAIOIIETOCs crKcKa OyaeM UCIOIb30BaTh Macmep noocmano8ok:
7) yCTaHOBUTE THUII IAHHBIX Macmep noocmano8ok;
8) B MOsSIBUBIIEMCS TUAJIOTOBOM OKHE BBIOGPUTE CTPOKY «byoem e66eden ¢huxcuposanmwviii Habop
3HaueHul» U HAXMUTE KHOIIKY /[anee;
9) umcio cToao1oB — 1;
10) BBenuTe JaHHBIE CIIUCKA — 3aMY>KEM, HE 3aMy»eM, )KeHAT, HE KEHaT;
11) HaxxmuTe KHONIKY [ 0moe6o.
18. C moMoOIIBI0 PAaCKPBIBAIOLIETOCS CIUCKA 3aloMHUTE HOBBIM cronben. [lockoibky Tabmuia
MOJIy4YUJIaCh MIMPOKAsi, TO MPH 3aMOJHEHUH JIaHHOTO CTOJI01Ia BOSHUKAIOT HEKOTOpPhIE HEYJ00CTBA: HE
BUJIHO (DaMUIIMKM dYeJIOBEKa, JUIsi KOTOporo 3amoiiHsercss mnoie «Cemelinoe nonoocenuey. UToOBI
dbamunns Obula TMOCTOSHHO BHJHA MpPH 3alOJHEHHM TaONHIBI, HEOOXOAUMO BOCIOIb30BATHCS
KOMaHJ10M 3akpenums cmoibybl U3 KOHTEKCTHOTO MEHIO MOJs « Damunusy.
19. Ilokaxkure paboTy MpenoAaBaTenio.
IMopsiaok BbINOJIHEHHS

1. BEIMOTHUTE TPaKTUYECKOE 3a/1aHNE

2.OTBETUTH HA BOIPOCHI JIJIsi CAMOKOHTPOJIS

®opMa KOHTPOJIS

OrieHKa 3a BBIMOJHEHUE TPAKTUYECKOTO 3a/1aHMs, OIIEHKA 32 YCTHBIN OIpoc.

Bomnpocs! 1u1st CaMOKOHTPOJIA

KakoBbl ocHOBHBIE QyHKINH U 00nactu mpumenenus CYBJ[ Access?
Hazosure 06bexThl Access? [l yero npeaHasHadeH Kax/ bl 00beKT?
Kakwue cyiiecTByroT criocoObl co3gaHus TadbauL?

Kak co3naercs tabauna B pexxume Konctpykropa (3tamsr)?

Kakue B Access HCIIONIb3YIOTCS TUIIBI JAHHBIX?

Kakue cBoiicTBa MOXKET UMETh 110JI€ TaOIULIbI?

Kak 3amatorcst kiroueBble modist (pOCThie, COCTaBHbBIE)?

Kak pa3pabotars Tabauiy B pexxume Tabnuiel u ¢ momoisio Mactepa?
Kakwue cy1iecTByOT ciocoObl BBOJIa IaHHBIX B TaOIHILy?

0. MOoOHO 11 OTKOPPEKTUPOBATH CTPYKTYPY TaOIMIIbI U Kak?

SN R WD =

Pexomenayemas aureparypa

1. Muxeea E.B. MHdopmanmoHHBIE TEXHOJOTMH B MPO(ECCHOHATBHOU JesATeIbHOCTH. Y4el.
noco0ue IS CTy/1. YUpeKaeHun cpel. mpod. oopazoBanus. — 14-e usn., crep. — M.: Akaaemus,
2016. — 384 c.

2. Muxeesa E.B. Ilpaktukym 1o uH()OpPMALMOHHBIM TEXHOJIOTUAM B MpodecCHOHATbHON
JesITeNbHOCTH Yueb. mocobue Uit CTyA. YUpexaeHui cpea. npod. obpasosanus. — 15-e uzn.,
crep. — M.: Akagemus, 2015. — 256 c.

3. I'pummmn B.H., Ilan¢unoBa E.E. «MHpopmanMoHHbIE TEXHOJIOIMH B MpO(dhecCHOHATBLHON
nesrenbHoCcTHY, MockBa, N/ «®opym», MHOPA-M, 2013r. —421c.
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IpakTnyeckas padora Ne 12.

Tema: HaBuranmusi, nouck, 3amMeHa u coprupoBka aanubix B CYBJ] MS Access.

Heap 3anstusi: CPopmMupoBaTh OCHOBBI KOMIIBIOTEPHOH T'PaMOTHOCTHM M HaBBIKM pPAa0OTHI C
CUCTeMaMH yIIpaBiieHUs 0a3aMu NaHHbBIX. V3y4nTh Ha3HAYEHHE, BOBMOKHOCTH U c(hephbl MPUMEHEHHS

CYBJ (MS Access). Hayuutcst co3naBath 6a3y JaHHBIX Ha MOJb30BATEIbCKOM YPOBHE; IOJIb30BAThCS

rabJIoHaMU, MacTepaMH; CO3aBaTh 3aMPOCHl, OTYETHI U (POPMBI; HCKATh, 00pabaThIBaTh U BHIIABAThH

nH(OpMaLIKIO B HY>)KHOM BHUJ€ U hopMare.

OcHalenue:

[Tepconanbubliii kommnberoTep, CYBJl MicrosoftAccess.

3aganmne

Jlns1 BBITIOTHEHUST PAaOOTHI HEOOXOUMO BOCIIOIB30BAThCS TOTOBOM 0azoi AaHHBIX Kuuru.mdb

1. HaBurauus mo TaodoJmie.

Pexum Ta6J'II/IIH)I SABJIACTCA OOHHWM H3 OCHOBHBIX PCKUMOB pa6OTI)I C JaHHBIMH. PaCCMOTpI/IM

MIpUEMbI pabOTHI B 3TOM pEKHME.

Otkpoiite ¢aitn 6a3p1 qanHbix KHuru.mdb (umeromrytocs 6a3y JaHHBIX MOKHO OTKPBIBATH W3
OKHa NanKu Kak JioOoW Jpyroil (aiii, IBOMHBIM IIETYKOM Ha €ro MUKTOrpaMMe); OTKpOWTe
tabmuiy Jlannble B pekume TaOnmuIbl M CaMOCTOATENBHO IPOBEPHTE BCE OMMCAHHBIC HIDKE

CI0CcOObI HAaBUTALIMHU 110 Ta0JIHIE.

1.1 I[J'ISI NEpEeMCIICHUS 110 3aIlUCAM Ta6JH/IIII)I MOKHO HMCIIOJIb30BaTh KHOIIKH, PACIIOJIOKCHHLBIC

Ha HUKHEH I'paHUIIC OKHa Ta6J'II/II.| Sanvce: 14 | i || 10k | Fl IHEI W3 553

|< - IlepeMernienre Ha MEPBYIO 3aMUCh TAOIHIIBI

< - IlepemenieHre Ha MPEABIAYIIYIO 3aMUCh TAOIUIIBI
> - TlepeMernieHre Ha CIEAYIONIYIO 3aITUChH TAOJUIIBI
>| - Ilepemenienne Ha MOCIEIHIOKO 3aITUCH TAOIUIIBI
>* - Co3gaHue HOBOM 3aIrucu

ITouck KOHerTHOﬁ 3aIlMMCU MOJKHO TAKXKC OCYIICCTBIIAT

B HmxHel yacTu OKHa TaOJIUIBI TOMUMO
KHOTIOK  TIEPEMEIICHUsI  PACIIOJIOKEHO
1oje HOMepa 3aluCH, B KOTOPOM
OTpa)KaeTcss HOMEp TEeKyIIeH 3aIluCH.
Jls mepexoia Ha 3aluch C M3BECTHBIM
HOMEPOM MOYXHO BBECTH HOMED B IOJIE U
HaxaTh KiaBuiry <Enter>

1.2 I[J'IH MNEpEeMCIICHUS IO 3allUCAM B PCKHUME Ta6J'II/II_[LI MOXXHO HCIIOJJb30BaTh COYCTAHUA

KJIABHIIL:
ITepexon K

<F5> ITepexon B mosie Homepa 3anucH ||| <Ctrl>+<End> MOCJIEAHEMY TIOJIIO
B MOCJEeIHEN
3anMcu

<Tab>, <Enter> ITepexon K

WM <—>> I[lepexon k cnexyromemy nomo ||| <Ctrl>+<T> TEKyIIEMY MOJIIO B

MIEPBOM 3aMUCHU

HCpCXOI[ K IOCJICAHCMY ITOJIIO B

ITepexon K

<End> TEeKyIIEH 3amucu <Ctrl>+<Home> MEPBOMY TMOJK B

IIEPBOM 3aIIUCH

[lepexon k mpeapLAyIIEMY MOJIO

<Shift>+<Tab> <Page Down> Ha omun skpan

BHU3
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[lepexon k mepBOMy TMOIIO B

<Home> TEKyIleH 3anucu <Page Up> Ha omua oskpan
BBEPX
[Tepexon x TekyliemMy IOIIO B
< >, <> crenyromedi v npensigymen | <Ctrl>+<PageDown> Ha omua akpan
3aIUCU BIIPaBO
[Tepexon k Tekymiemy MOJIO B
<Ctrl>+<{> MOCJICIHEH 3aIuCcH <Ctrl>+<Page Up> Ha omua akpan
BJIEBO

1.3 Ilepemernienue B pexxume TaOMUIBI MO MOJSIM B JUIMHHBIX 3aIHCSIX MOXHO OCYIIECTBIISTH C
MOMOIIbI0 ToJsi co cnuckoMm IlepedTH K MO0 TaHEIU HHCTpYMEHTOB MDopMmar (pexum
Ta0JMbI).
[OToOpakenue HSTol maHenw HWHCTpyMeHTOB: Bua>Ilanenn wuHcTpyMeHTOB>@opMaT(peKum
TadIUIbI) |

Jlnst mepexoma Ha Ed Microsoft Access o] ]
HY>XKHO€ oJie B Dadn  [paska Bua  Br7aeka ©opMaT  3anvicd  Cepedc  OkHo  Chpaeka
1A _— ; »
Telqguen 63an1/1c1/1 I [ Al -0 - XKUY DAL S »
HEO6XO0/IMMO BbIOPATH B 7 . e .
Hotepa KHur V| & B v % i v W e R -
PaCKpPbIBAIOICMCA

BETOP

CIITMCKEC €T0 UMs. HazBanue

['0a H3AaHHA

HATE NOCTYINEHKMA Homepa kher

OcranbHbIe MECTO M3 AaHHA 754 h.A Bar

3JIEMECHTBI HaHeIun CToumocTE . o

Kon-Bo KHHr no yd4eTy & O Kotne
q)OpMaTI/IpOBaHI/IH K.On-B0 KHHE hak THYECKH

Cpud
MOXHO  HCIIOJIb30BaTh R 31011 12,13 K H.Eu
TSt HU3MCHCHHMSI 514,18 16,17 18,19 20,21 22 23 Heuaee _
CETKU B TEKyLIeH

PEMHM TaOMMUEI i
Ta0IHILE. -

2. Pa6oTa ¢ 3anucsimu.
Paccmotpum paboty ¢ 3anucsmu B pexume Tadnuiibl. CyIecTBYIOT TP OCHOBHBIE OTIEpAIIHH C
3amucsMU: 10OABJICHHE, U3MEHEHUE U yIaJieHHUE.
2.1 BapuanTtsl 100aBIeHU 3aKCEN B TAOJIHILY:
HaxoJsCh B KOHIIE IOCAeaHeN 3anrucu HaxaTh <Tab> unu <Enter>;
HaxxaTh kKHOTIKY HoBasi 3anuch Ha maHenu nHCTpyMeHTOB Tad/uua;
Ha)kaTh KHOIKY J00aBJIEHUsI HOBOM 3amucy >* B HIDKHEH 4acTU OKHA TaOJHUIIBI,
BbIOpaTh B INIaBHOM MeHIO BeraBka > HoBasi 3anuch;
HIENKHYTh PaBOM KHOMKOM Ha 00JacTH BhIACNEHUS (cepasi KIeTKa B Hayase KaKI0W CTPOKH) U
13 KOHTEKCTHOTO MEHIO BBIOpaTh koMaHy HoBasi 3anuch.

YV VYV

[Tponomxaiite paboty ¢ Tabmuiei Jannble 6a3bl qanHbIX Kuuru.mdb.
1. Hcnonb3ys BbIIIENIEpEUHCICHHbBIE CIIOCOOBI 0OABIEHUs 3amuceil, BBEAUTE B TaOIMIly
CIIELYIOIINE JAHHBIE O KHUTAX:

555 CumonoBuu u 1p.  Mupopmatuka 1 KOprucToB 1 5KOHOMHUCTOB 2002 CII6:
[Tnrep
556 MuxeeBa B./I. MS Access 2000 B moaIMHHAKE 1999 CII6: BXB

OcranbHbl€ MO OCTABIIANTE ITYCTHIMHU.

OGpaTI/ITC BHUMAHHC HAa MMUKTOTPAMMBEBI, IMOSABJIAIOIMIUCCS B o0actu BBIACIICHUA Ballei Ta6JII/II_ILI.
OHU MEHSIOTCH IIpHU UBMCHCHWU COCTOSAHUA 3allUCHU:

57



Mapkep PesyneTtart

[llenqyoxk 7€BOMl KHOMKOM MBIIMIM Ha

obnactu BBIACICHUSA II03BOJISACT BBIACIIUTH

TeEYWAA 3aANHCE; NOABNEHKE 3TOrD MapEepa

3anHce HE H3MEHAETCA NONB30EATENEN B

EI BCIO 3aIIUCh
HHAYAET, HTO 2aNHCE C0=PARERa. [Ilen4yok mnpaBoil KHOMKOW BBI3bIBAET
JanMcE PEASKTHPYETCA; M3MEHEHMA B 3armMck ewe  KOHTCKCTHOC MCHIO, B KOTOpOM
HE COXPaAHEHEI, IpeUIaraloTcsl KOMaHABL: yJaduTh 3aIluCh,
. JN00aBUTh  HOBYIO  3allUCh,  BBIPE3aTh,

NaKeTHOH TRAHZAKUMH, H3MEHEHMA 3aMHMCH BLLE HE
COXPAaHEHE! (TONEKD ANA NpoekToE Microsoft
Rccess)., CTPOKH.
3anHce 3a0N0KHPOEAHa APYTHM NONES0EATENEM;
HENBSA 8E PEAAKTHROESTE (TONEKD ANA Gas
AaHHbx Microsoft docess),

HoEaA 3anHck, B KOTOPYH) MO¥HO BEECTH AdHHEIES,

[*]

2. Yro0sl

KoncTtpykropa
MOJKET COJEPIKATHCS CIEAYIOINN 3HaYOK:

HU3MCHUTD

KOMUPOBaTh, BCTaBUTh HH(MOPMAILUIO U3
Oytdepa oOMeHa © U3MEHUTH BBICOTY
Kpome Ttoro, mpu pabore B pexumMe

B oOiactu BbIJACIICHUA

CYLIECTBYIOILYIO

3aMuCh, TOMECTUTE yKa3aTellb MBIIIN Ha MOJie, B KOTOPOM HaXoIUTCs 3anuch « CHMOHOBHUY U JP.)».
Beenutre B 310 mone cneayromee: «llom pen. CumonoBuuay. Jlo Tex mop, moka paboTa
BBITIOJIHSIETCS] HAJl OJTHOM 3aIMChI0, BCE M3MEHEHUSI MOYKHO OTMEHHTh, Ha)KaB KiaBuiry <Esc>.

3. Haxwmure knaBumy <Tab> nns nepexona Ha ciemyroliee mnoie.

2.2 Coco0bl yiayieHus 3anucei (rmepe yaaaeHueM 3aIicH HyKHO BBIJCITHUTD):

HaKaThb Ha IMaHCJIN UHCTPYMCHTOB KHOIIKY Yiaaaurb 3aMUuCh,

IICJIKHYTb HpaBOﬁ KHOIIKOM MBIIIM Ha o00JjacTu BBIJACIICHUA YOAIACMbIX 3anuceil U U3

KOHTEKCTHOT'O MEHIO BBIOpAaTh KOMaHAy YAAJINTH 3aNMCh;
BbIOpaTh MeHio [IpaBka > Yaanurn;
Haxarth Kinasuily <Delete> Ha knaBuarype.

4. Vcnonp3ys BbIILIENEPEUNUCICHHBIE CIIOCOOBI, yAaauTe U3 Bamledl Tabmuie 4 moOble 3anucu
(xpoMe Tpex mocienHux). Belaenenue 3amuceil mepea yAajl€HUEM BBINMONHSIETCS ILIEIYKOM Ha

00J1aCTH BBIIEIIEHUS.
5. Ananoruuno yganute criocoooM Ne2 mmu 3 cronder; CTOUMOCTb.

6. UToObI BOCIIOJIB30BATHCS BO3MOXKHOCTSIMH HOBOTo Oydepa oOMmeHa,
BoiOepute [lpaBka > Bydep oomena Office.

7. CnopaBa otkpoetcst obnacte 3amad «bydep obOmena». Buecute B
Oydep oOmeHa IHOOBIM CITOCOOOM COJEPKHUMOE HECKOJBKHX SYCCK
Tabmuibl. HoBble 00beKTHI OYIyT MOSABIATHCS B 00JIACTH 3a]1aU.

8. BobigenuTe 1enMKOM IMEpBYIO CTPOKY M CKomMpyWTe ee B Oydep
oOMeHa. AHaJIOTHYHO TMOCTYHHTE CO 2 M 3 CTPOKOH. DTUM JaHHBIM
COOTBETCTBYIOT TPH BEPXHUX 00BEKTA 00JIaCTH 3a/1a4.

9. IlepeiinuTe Ha CTPOKY BBOJA HOBOW 3amKMCH BHHU3Y TaOJIHIIBI
(J1r00bIM  c1TOCOOOM), BBIZICNIUTE €€ U OTKPBIB PaCKpBIBAIOIIMNCA
CIHMCOK Yy BepxHero o0bekra B Oydepe naiite xomanay BeraBuTh.
3anuch Ne3 OyneT CKONMpOBaHA B IOCIEIHIOI CTPOKY TaOIUIlbI
(oOpaTuTe BHUMaHUE HA €€ HOBBII HOMED).

10. AnanornyHo ckonupyite BHU3 Tadbauisl 3amucu No2 u Nel (2-ii u
3-it 06bexTHI Oyhepa).

11. Yto6s! yaanute u3 Oydepa odMeHa BCIO MH(MOpPMALINIO, HAKMUTE
KHONKY O4YHMCTUTH Bee B BEpXHEll yacTu maHesH.

[ Ll Byidep ofMeHa (7 H3 24)

EcTaEmTE BCE
@ COHHCTHTE BCE

* X

Hazganne Moa M3aaHHA daTa
NOCTYAAEHHA MECTD H3A3HH, .,

@ HoMep NN HoMepa KHHM AETO
Hazganue MNog MzA3HKA AT, »
MOCTYIAEHAA MECTO M3 4aHM

@ Homep NN HoMepa kHME AETOp
Hazganme MNoa kzaanma JaTta
NOCTYMREHRA MeCTo H3AaHH. ..

@ Haz&aHne OcHOBR!
WNPaBNEHHEC

[#7 315,3316,3317

BrIGepHTE BECTIENAEMEIR KT
@ HoMep NN HoMepa KN =

=l

Yrofkl BHOEE NOKAzaTE 3Ty obnacTe
53434, BeifepuTe B MeHl 'Mpaska”
nyHET "Byibep ofimera Office” mnm
ABawAbl HaxmHTe ChrlC,

Conepxxumoe Oydepa oOMeHa cTUpaeTCsl IPU BBIKIIIOUYSHUH WK Tepe3arpy3ke KOMIIbIoTepa.
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[Toxa manens Bydep oomena Office He BkitoueHa, Oydep coxpaHseT OAuH MOCISTHUN BBEICHHBIN
OOBEKT.

3. U3MeHenne BHEIIHEro BUIa Ta0IUIbI.

MS Access obmagaeT mMpoKUM HAOOPOM CPEICTB JJII M3MEHEHHS! BHEIIHEro Buaa Tabmuil. OH

MO3BOJISIET HE TOJBKO (hOpMATHPOBATH MapaMmeTpsl mpudTa U TaOIHIBI, HO U CKPHIBATh BPEMEHHO
HEHY’KHYIO BaM HH(OPMAIHIO, U JeIaTh BUIAUMON HYKHYIO.

>

3.1 Paciunpenue cTo10110B

W3MEHEHHE [UPUHBI BPYYHYIO TIPOM3BOAMUTCS TaK e, Kak B Excel: Mexay 3arosioBkamu cTo0I1I0B
Kypcop NpUHHMAaeT BUJ JABYHalpaBieHHOH cTpenku. lupuna cronlua uM3MeHseTCs BPYUYHYIO
MPOTATUBAHUEM C HAXKATOM JIEBOM KHOIIKON MBIIIN;

HIMPUHA CTOJIONA IO COJIEPKUMOMY» - ABOMHOM LIEIYOK B TOM € IMOJIOKEHHH, YTO U B IIEPBOM
cinydae. AHanmormyHas koMmaHzaa MeHio: ®opmar>Ilupuna croaduma>kHonka Ilo mmpune
JAHHBIX;

JUIA TIPOCMOTpa HMH(GOpMAIMKM B TIOJ€ OOJBINOW JUTMHBI MOKHO HCIIOJIb30BaTh OKHO JHaiora
«0O0aacTe BBOJA», OTKPBIBAEMOE C IMOMOINBI0 KomOuHaiuu kiaBuim <Shift>+<F2>. Owno

COICPIKHUT BCIO PIH(bOpMaI_[I/IIO IIOJIA ¥ ITO3BOJIACT €€ PCAAKTHPOBATD.

1. Tlpomomxkaiite pabotry ¢ Tabmuned JlanHble 0a3bl MaHHBIX KHHIrM. YMEHBIIUTE BpPYYHYIO

HIHUPUHY IIATH JIFOOBIX CTOJ'I6I_IOB Tak, 9TOOBI YaCTh I/IHq)OpMaI_[I/II/I cTajaa HC BHUAHA.

2. Jlis oMHOTO W3 CYKEHHBIX CTOJIONOB ciaenaite mmpuny «[lo comepxumomy» BpyUHYIO, IS
IPYroro — C IMOMOIIBI0 KOMaHabl MeHI0O Mopmart. J[ns TpeTbero — aHajlOrMYHON KOMaHJIOM
IIupuHa cTOI01Ia KOHTEKCTHOTO MEHIO (IIIEJIKATh MPaBOM KHOIMKOW HY)KHO Ha 3aroJIOBKE CTOJIONA).
3. Jlns mo0bIX YMEHBIICHHBIX slU€EK OTKpOiTe auamoroBoe okHO «00JacTh BBOAA» U U3MEHUTE
COJICpPKANIYIOCSl B HUX HMHQPOPMAIMIO, 3aKpOWTE JaHHOE OKHO W TMPHBEAWTE IIUPUHY BCEX

OCTaBIINXCA CTOJ'I6I_IOB B HY’KHOC COCTOSIHHUC JIFOOBIM IMOHpPAaBHUBIINMCH CIIOCOOOM.

3.2 ®uKcHpoOBaHUE CTOJOIOB TAOTUIIBI

[Ipu nmpocmotpe TaGauUI ¢ OONBIIMM KOJUYECTBOM CTOJIOIOB JIETKO «3a0IyIUThCS» B MH(OpMaIuu
IIpH MEePEXO/I€ B MPaBYIO YacCTh TAOIHIIBI, KOTJa JIEBbIE CTOMOIBI MCUE3al0T U3 BUAA. B aTOM ciydae
Access TMO3BOJIIET 3apUKCUpPOBATH OJWH WM Ooyiee CTOJIOIOB, T.€. CHenaTh TakK, YTOOBI OHHU

OCTaBAJIMCh BUAUMBIMH IIpHU JHO0BIX 00CTOSTEILCTBAX.

4. Beinenute B Tabnuiie Jlanuplie cToyider ABTOP U 1aiiTe KOMaH/ly MEHIO

®opmar > 3aKpenuThb CTOJIOLBI.

5. IlenkHuTe mpaBoil KHOMKOW MbIMIKM Ha 3arojioBke crosnbna Ha3zBanue

KOHTEKCTHOM MEHIO TaKylo k€ KOMaHy 3aKpenuTh CTOJI01bI.
6. Ilpokpyture Temnepb TabaMIly ¢ MOMOLIBIO MOJIOC MPOKPYTKH BIPaBO M MOHaO0JaiTe 3a

MOBEACHUEM 3aKPCIIJIICHHBIX CTOJ'I6HOB.

U BBIOEpUTE B

7. OtmMmeHutTe 3aKpCIUICHUE OJHOI0 U3 CTOJ'I6I_IOB KOMAaHJIONM MEHIO q)OpMaT>OCB060):[I/ITL BC¢
CTO.]IﬁIILI, a Ipyroro — OJTHOMMEHHOM KOMaHI0¥ KOHTEKCTHOT'O MEHIO.

3.3 MHM3MeHeHHe KOJIHYECTBA OTOOpakaeMbIX
CTOJI0LI0B
Ha mnpaktuke, penko kakas Tabnuma 1O [IMPUHE
nomeniaercss Ha dkpade. Komanma CKpbITH CTOJIOIBI
MO3BOJISIET CKPBITh OTAETbHBIC CTONOIBI TaOIUIBI, OCTABUB
Ha dJKpaHe caMble HYXHBIC ISl TeKyliehd pabotel. [lanHas
KOMaHJa He yJauseT CcTonOupl, u  uHQOpMaIws,
XpaHsIasics B HUX, He nponagaer. OHU MPOCTO BPEMEHHO
He 0TOOpakaroTCsl Ha HKpaHe.

DrobSpamenHs cTonbuos

Crontey;

o= |
- Homepa whnr

HETOR

1 Hassatme

[ roa vzaarma

P faTa nocTynnenva
MecTo nsaanm=A

Kon-B0 KHME No yusTy
=] RKOn-E0 KHA hak THYRCKK
Crpnd

M npumeuanme
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8. Brimenure cronbenr Homepa kHur u BbmosHuTe KoMmaHay dopmar > CKpbITH CTOJIOLBI.

Cronbery T'oxm wu3maHus CKpOWTE KOMAaHIOW KOHTEKCTHOTO MEHIO. YOeauTech, 4YTO OHH

JEMCTBUTEIIBHO HE BU/IHBI.

9. Boinonnute koMany ®@opmat > OTo0pa3uTh €cTOJI0UBI.

10. B orkpsiBineMcs okHe «OTOOpakeHHe CTOJOIMOBY» BHIMMBIE CTONONBI oTMedeHsl v . Ilemukom

IIOCTaBbTE€ OTMETKY Ha CKPBITBIX BAMU CTOJIOLIaX — OHU OISATh CTaHYT BUAMMBIMU. [l{enkHuTe Tenepsb

Ha cronbuax I'pu¢ u Ilpumeyanmne — OTMETKH U CaMU CTOJIOIbI UCUE3HYT.

11. Ckpoiite, Monb3ysich NaHHBIM OKHOM JUaiiora Bce cTonOubl kpome: Homep mm, ABTOp,

HaszBanue, MecTo U3J1aHuA.

12. 3akpoiite quanoroBoe okHO «OTOOpakeHHE CTOIOLIOBY.

3.4 ®opmaTupoBaHue TA0JMIBI U TEKCTA.

dopmaTUpoBaHHE MOJApa3yMeBacT H3MEHeHue odopmieHus camoil Tabmuusl W mpudTa
cofiepKaluxcsi B HeW JaHHbIX. [l1g u3MeHeHus ¢opmarta B pexume TaONMLbl CIYXKUT MaHENlb
uHCTpyMeHTOB Dopmat (peskuM Ta0JMUbI), a TaKKe KOMaHAa IriaBHOro MeHio @opmar. Ilanens
UHCTpyMeHTOB dopmart JokHa ObITh y Bac OTKphITa B myHKTe 1.3 nmaHHoil paGotel. Ecin ona
OTCYTCTBYET, OTKPOWTE €€ €IlIe pa3.

JaTanocTynne - | Arial - 10 ~| ¥ XK 4 &v év ﬁv v EIT .

13. CaMOCTOATENBHO PACCMOTPUTE BO3MOXKHOCTH, MpeJlaracMble IIaHEJIbI0 HHCTPYMEHTOB dopmar
u xomanjgamu MeHio ®opmar: pudr, Peskum Tadamubl, Beicora crpoku. C uX NOMOIIBIO
npujaite cBoei TabiuIe MHTEPECHBIM M OpUrMHAIBbHBIN BuA. OOs3arenbHble M3MEHEHUS: LBET,
HauepTaHue u pazMep mpudra, BeT GpoHa U JIMHUHA CETKH, BHICOTA SIUEEK, OTCYTCTBUE JIMHUHA CETKU
10 BEPTUKAJIM WIK IO TOPU30HTAIIN, HaUepTaHUE JTMHUNA CETKH (IIyHKTHUD U T.1.).

4. Onepauuu ¢ J1aHHbIMM.
JlaHHBIE, KOTOpbIE XpaHATCA B Tabimunax 0a3bl JaHHBIX, MOTYT OBITh 3((EKTUBHO HCIOIH30BAHBI
TOJIBKO TpPU YCIOBHM, 4YTO CYIIECTBYIOT NPOCTbIE M JOCTYNHBIE CpEACTBA IOMCKA HYXHOU
uHpopmanuu. TabGnuiel MOryT cojaep’kaThb OFpOMHOE uucio 3amuceid, u xopomass CYB]] nomxHa
o0ecnednTh BO3MOKHOCTh OBICTPO U JIETKO HANTHU U 0TOOpaTh CPeN HUX HyXKHBIE.
4.1 CopTupOBKAa JaHHBIX B TA0JIMIIAX.
Omnepanys COpPTUPOBKH HUCIIONIB3YETCS BCerna s yno0cTBa HaX0XACHUs HYXHON uHpopmaruu. [1o
YMOJIYaHMIO, KOTJ]a TabJuIla OTKPHIBAETCS B PEXKHUME TaOJIUIIbl, OHA YIOPSAJOYMBAETCS 10 3HAUCHUIO
KJItoueBoro mnousid. Eciau kitoueBoe mosie JUisi TaOJIMIIbI HE ONpPENENeHo, TOTJa 3aliCH BBIBOJSATCS B
MOpsAKE UX BBOJA B TaOJIHILY.
IIpaBuna COPTUPOBKH:
B OTHOLIEHUHU 0a3bl JaHHBIX Ynopsaoouenue no 603pacmanuio 03Ha4aeT, uTo:
I10JI1 OTCOPTUPOBAHHOI'O TEKCTa HAUYMHAIOTCS C A M YT janee K ;
OTCOPTHPOBaHHBIE IM(POBLHIE 3HaYEHUS UAYT OT 1 10 OECKOHEUHOCTH;
OTCOPTHPOBAHHBIE MOJISI /BPEMS paCIONIaraloTCsl 0 YBETUUYECHUIO JIaThl M BPEMEHH;
3alMCH, COAEPIKAILNE IYCThIE N0JIs, YKa3bIBAIOTCS B CIIUCKE NIEPBHIMH;
4Kclia, HaXOJSIIMEecs B TEKCTOBBIX MOJIAX, COPTHUPYIOTCS KaK CTPOKHM CHMBOJIOB, a HE Kak
YHCIIOBbIe 3HaUeHus (Hanpumep, SIHBapp,2002 B TEKCTOBOM moJjie OyJeT CTOSATh MOcie JaThl
Asrycr,2002).
Ynopsaoouenue no yovieanuto 03HauaeT 0OpaTHBIN MOPSIIIOK.
[Tpu coxpaHneHnH TaOIUIBI COXpAHSIETCS U €€ MOPSI0OK COPTUPOBKU (KaK M3MEHEHHE MaKeTa).

YVYVYYVYV

Crooco0sI BeITIOTHEHU ornteparini COpTUPOBKA:
1). YcTaHoBUTH Kypcop Ha JTIOOYI0 CTPOKY COOTBETCTBYIOIIETO CTONONA W HAXKaTh OJHY M3 KHOTOK
Ha TaHeTu HHCTPYMEHTOB: COpPTHPOBKA 10 BO3PACTAHM ni CopTHPOBKA 110 YOLIBAHUIO

it il
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2). lllenkHyTh TpaBOWl KHOMKOW MBIIIKM Ha JIOOOH CTPOKE HYXHOTO CTOJIOIAa W BBIOpaTh W3
KOHTEKCTHOTO MEHIO COOTBETCTBYIOLIYIO KOMAHY.

3). YcraHoBUTH Kypcop Ha JHOOYH CTPOKY COOTBETCTBYIOIIETO CTOJIOIA W BBITOJHUTH KOMAaHIY
MeHIo 3anucu > CopTupoBka > CopTHPOBKA 110 BO3PACTAHUIO WIH 110 YOBIBAHHIO.

1. Cnenaiite BUIUMBIMU Bce CTOJIOIBI TaOauIbl JlanHbie 6a3b1 nanHbIX KHuru (cMm 1. 3.3 ganHOM
paboThI)

2. OrcopTupyiite nepBeiM criocodooM crosiderr Kosi-Bo KHUT (paKTHUECKH 110 BO3PACTAHUIO.

3. Orcoprupyiite BTOpbIM criocobom crosber; I'oa u3nanus rmno yobIBaHHIO.

4. Otcoprupyiite TpeThuM criocodom cronder; Homep nm mo Bo3pactanuio — T.0. TabauIa NPUAET B
HCXOJIHOE COCTOSIHHE.

NHorna Hy>KHO BBIIIOJIHUTH COPTUPOBKY 10 3HAYEHUIO HECKOJIBKUX MOJIeH. I 3TOro Hy »KHO CHaJasa
IIEPEMECTUTh COPTUpPYEMBbIE CTOJNOIBI TakuM 0Opa3oM, 4YTOOBl OHM PACHOJATAINUCh, BO-IEPBBIX,
psIOM, @ BO-BTOPBIX, C Y4E€TOM IPUOPUTETOB — IMPHUOPUTETHI YCTAHABIMBAKOTCS CIEBA HAIPABO, T.C.
NepBbIMU OyJIyT COPTUPOBATHCS 3HAYECHUS B KpaiiHeM JieBoM cTosOue. [locie 3Toro HyHO BBIJICINUTh
BCE CTOJIOIBI M TPOU3BECTH COPTHPOBKY.

Otcoptupyiite ogHoBpemeHHO Toyisi KoJsi-Bo kHur ¢axkrtuyecku u I'og m3nanms B ykazaHHOM
MOpsIIKE, T.€. B pe3yJIbTaTe COPTUPOBKHU BbI JOJIKHBI B HaUajie TaOIHIIbl YBUIETh KHUTH, KOTOPBIX IO
KOJIMYECTBY OOJIBIIIE BCETO, @ B MPHUACIaX OJHOTO KOJUYECTBA — MEPBBIMU JOJKHBI CTOATH OoJiee
HOBBIE.

5. Yrto0OBl MOCTaBUTH IIOJIE

cess - [Mlannwe : Tabnmmal

KOJ‘I_BO KHI/II‘ (l)aKanecKn [E ¢ain Mbaea Bua Ecrasra dopear Zamecw Cepewe Okwa Cipaska EzzanTe Barpac -8 %
o kH g - Arial - - . AL . - -
neBee mois Loa w3pamms, | =05 " RERIL T - NP S A = S
r - 4 2LV +EB #iH5RY Arr BA- 0
BLI'HeHHTe CHa4alla OH Hazsanne T'0g wzgaHse | Tata nocrynnesqs | (AR EEENERTEY Fon-80 kHAr dakmiecy
HN31aHuA a 3aTeEM | b | Toneoewii apuguuecenh coogans fuz vecuass 1984 25,03 85 HenzpecTin
i | |OCHOEH MBpKeTHRRS 1334 25.03.95 Hewseectho
HepeTaH_H/ITe €ro 3a || |0cHoen menensneima 1934 2503 95 Hawzeectan
o | |HnHel koner; PO 1935 25.03.95 HenzeecTHo
3arojioBoK C HaXXaTou | |0Buwas Teopus npaea u rocygapees 1984 15.07 85 Hanzpectin
A | |Mesnynapoanoe npseo. Yyelnne 1995 03.06.56 HenzeecTio
KHOIKON MBIIIH. HpH 9TOM || ApBumpemeii npoyece. YueBume 1985 3.0 85 HenzpecTin
ero 6yz[ymee IIOJIOKEHUE | |¥ronoened npoyece. Yuelnae, 1995 03.06.56 HenzeecTio
o | |Puuckee vaetvne npaeo. Yusfsme 1996 3.0 85 HenzpecTin
6y,[[eT IIOKa3aHoO YCPHOU || |Punckee sectsoe npase. stk 1998 13.10.02 HehzeecTHo
U Hhurpponorse Yaefig: 1995 [13 IF O HapspecTy

BEPTUKAIBHON YEPTOM.
6. Brigenute o0a mosisi OAHOBPEMEHHO M MPOBEIUTE COPTUPOBKY MO YOBIBAHHIO JIIOOBIM M3 TPEX
CHoco0O0B.
4.2 Tlonck U 3aMeHa JAHHBIX.
B pexume Tabauubl MperycMOTPEHbI BO3MOXKHOCTU TIOMCKa JaHHBIX MO oOpasiy aubo B
KOHKpPETHOM I10Jie, In0O BO BCel Tabnule.

Haiinute B Tabnuue /lannble Oa3zpl paHHbIXx KHurm Bce kHuru aBropa OMmesb4eHKO, 3aTeM
3aMeHuTe B nojie ABTOP Bce 3anucu «HeusBectHo» Ha «HeusBecteny.

7. YcTaHOBHTE KypCcop Ha JIFOOOH 3amucH B 1MOJie ABTOP.

8. Haxxmure Ha manenu uHcTpyMeHTOB Tabamma kHonky Haiitm ity (KoMaH/a MEHIO
IIpaBka>HaiiTn).

9. B otkpeiBmiemcst auanoroBoM okHe «llouck u 3amena» B mone OOpa3sen BBeauTe (GpaMuIIHIO
aBTOpa U ycraHosute CoBnaaenue ¢ [T

1000 Yacmoio noiA, T.X. BBl HE 3HAETE
NHUIINAJIOB JaHHOT' O aBTOpa.

MoHCK: | atieHa |

10. Haxxmute xHonky Haiitm namee — Obpasess  [orenc-ene ] | Haiimn aaee |
Oynmer  HaliieHa  TepBas  3aluCh. o

7| % [ B A -
HaI/IIleHHLII/I 06pageu B TEKCTE [oMCE B I ETOP l

) il hd
noaceunBaerca. IIpofomkaiite mouck, | A% o uemcn :l

JIFl

MpachaTp: e 1
ROCHRTR ManA uenHikan
C Ha4ana nona YHETOM éoimaTa nonei
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MOKa KOMITBIOTEP HE COOOITUT O TOM, UYTO «ITOMCK 3aBEPIICH.

11. IIpoBepbTe, YCTAHOBJIEH JIM KypCOp IMO-MPEKHEMY B IMOJE€ ABTOP U CHOBA HAXMHUTE KHOMNKY
HaiiTu.

12. [lepeiinute Ha BkIaaky 3amena. B none Oo6pa3zen Benure Heuzsecmno. B none 3ameHuTh HA
— Heu3zgecmen. Conepxumoe nojist Copnajenue B JaHHOM CIy4dae HE UTPAET POJIH.

13. HaxxmMute Ha KHOTIKY 3aMeHMTh, POU30MACT IMOMCK U 3aMeHa OJTHOTOo 0Opasma. [lanee moxere
HAXaTh KHOMKY 3aMeHHUThb BCe /TSI aBTOMATHYECKON 3aMEHBI BCEX HalIEHHBIX 00pa3I[oB.

14. [ToaTBepauTe Bally YBEPEHHOCTh B HEOOXOIMMOCTH JAHHOM ONEpaIiy U yOeAUTECh B TOM, YTO
3aMeHa IPOoU30IILIa.

4.3 OuabTpanus JaHHBIX.

[Tpu pabote ¢ Tabnuuamu B 6a3e JaHHBIX Durbmp UCTIONb3YETCS ISl TOTO, YTOOBI BUAETH TOJIBKO
3HAYEHUS, OMIpeeNsieMble 3aJaHHbIM KputepueMm. Habop 3ammceil, koTopbsie ObUIM OTOOpaHbBI B
pe3yibTare GUIBTPALUK, Ha3bIBACTCS Pe3yibmupyouwum Habopom.

B MS Access npeaycMOTpeHO YeThIpe criocoba oTdopa 3amuceld ¢ moMoIpo GuibTpoB. B pamkax
JaHHON pabOThI pacCMATPUBAIOTCS TPU U3 HUX:

@OuabTp N0 BbLIETEHHOMY — IPUMEHSETCS B TOM Cllydae, €clid B TaOJMIle JIETKO MOXXHO HailTu
3HAYEHHUE, KOTOPOE JIOJIKHBI COJIEPKAaTh OTOMPAEMBbIE 3AIIUCH.
OTtbepuTe B Tabnuie JlaHHble Bce KHUTY, B HA3BAHUU KOTOPBIX MIPUCYTCTBYET CIOBO MapkemuHe.

15. Otcoprupyiite nannsie B cronoue Homep nm 1mo Bo3pacTaHHIo.

16. B none Ha3zBanme 3anmcu Ne2, ciesnaiTe BEIJICIICHUE: IMAPKETI/IHF A 7
17. HaxxmMuTe Ha IIaHEIH HHCTPYMEHTOB KHONKY (PHJILTP 1O BbIAEJIEHHOMY |+
[TpocmoTpuTe pe3ynbTaThl (UIBTPAMH. YKa3aHWEM HAa TO, YTO B JAHHBIH MOMEHT HaJOXKEH
(GUIBTP, SIBISIETCS 3aMUCh B CTPOKE CO! Sammes: 14| 4 || 1k e |r#] vz 7 (oaneTEd T
18. Caumure ¢punbTp, Haxartuem nepekitouatens [Ipumenenue GuabTpa/YaaauTh Yo p-

Access 3alOMUHAaeT IMOCIHEIHUN NpPUMEHSEMBbIH (UIBTP, IO3TOMY, €CIM ONSATh HaXaTb
nepexitoyatens [Ipumenenne GpuabTpa, BHOBb OyayT OTOOpaHBbI TE K€ 3aIIUCH.
IToxoxkum 00pa3oM Bbl MOXKETE OTOOPATh 3aMCH C TOMOIIBIO UCKIIIOUEHHS JaHHBIX.

19. B none Koa-Bo kuur ¢axruyecku Boiienute 0. BpI30BUTE KOHTEKCTHOE MEHIO M BbIOEpUTE
komaHay HMckiao4yuMTh BblaejieHHOe. B pesynbrate BbI BHIUTE BCE KHHUTH, HMEIOIIHECS B
6ubnmorexe (HaKTUUECKH.

20. CHuMuTE PUIBTP TaK XKe, KaK B MPOLUIbIN pa3.

IHose ®UJIbTP UIA — MOKHO HCIIOJIB30BaTh, KOTJA HE yAaeTcs OBICTpO HalTU oOpaser] ordbopa B
TabmuIle.

Ot6epuTe 3aMMCcu KHUT, TOCTYNHUBIIMX B OnOimoteky 1 despans 1998r.

21. IlenkHute npaBod KHONKOW MBIIMIKM Ha JOOOH cTpoke moisis Jlata mocTymjieHuss U B
KOHTEKCTHOM MEHIO B 1ojie ®uabTp AJs BBeaute 3HaueHue 01.02.98

22. T[IpocMoTpuTe pe3yabTHPYIONNI HAOOP U CHUMHUTE (QUIIBTP.
OOb1yHbIH _GUILTP — HCTIONB3YETCs Ui O0TOOpa 3amucel MO 3HAUYEHUSM HECKOJIbKUX IOJIEH.
Or6epute 3anucu kaur 2000r. u3gaHus, UMeronuecs: B OndanoTexe GakTUIeCKu B 1 dK3eMILIsIpe.

23. Haxozsich B peskume TaOIUIlbl, HAKMHUTE Ha MTaHETd HHCTPYMEHTOB KHONIKY U3MeHuTh puiabTp:
[TosiBnsiercss ¢popma — crenuanbHOE OKHO Uil M3MeHeHus (uiubtpa. dopMa COAEpKUT JTUHEUKY
nojei Tabnuupl. B moboe U3 HUX MOXXHO BBECTH WJIM BBIOpaTh M3 CIHUCKa 3HAYEHUE, KOTOPOE U
OyJIleT sSIBIATHCS YCIOBHEM OTOOpA.

24. CaMOCTOSTENTbHO YCTAaHOBUTE B MOJISL YCIOBUS OTOOpPA, MCIIONIB3YSl PACKPHIBAIOIIMECS CIUCKU
3HA4YEHUH B Ka)KOM IIOJIE.

25. Haxxmure kHonky IlpmMenenue ¢puibTpa.

26. PaccMmoTpeB pe3yibTupyronuii Habop, CHUMHUTE HaJIOKEHHBIN QUiIbTp.
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IHopsinok BHINOJIHEHUS
1. BBINOJTHUTB MPaKTHUECKOE 3a/1aHKE
2.OTBETHUTH Ha BOIPOCHI JII CAMOKOHTPOJIS
®opmMa KOHTPOJIS
OneHka 3a  BBIIOJIHEHME IPAKTUYECKOrO  3aJaHus, JEMOHCTpalMs  MPaKTHUYECKUX
HaBBIKOB,OLIEHKA 32 YCTHBII OMpoc.
Bonpocsl /151 CAMOKOHTPOJIA
1. I'me HaxoauTcs 00sacThb BbleneHus 3anuceil? UTo 03Ha4atoT TUKTOIPaMMBbl, OSBIISIOLIUECS
B HE B mporiecce paboThl Hal TAOIULEH?
2. Hcue3aroT 1 1aHHBIE TOCIIE BBINOJHEHUs KoMaH 1l CKpbITh cTOO1BI? Kak cienars ux onsaTh
BUIUMBIMHA?
3. Kakue BO3MOXHOCTH NPENOCTABISIET M10JIb30BATEI0 PEKUM IPEABAPUTEIBLHOIO IPOCMOTpa’?
MoxHo 511, paboTast B JAHHOM PEKMME BHOCHTh U3MEHEHHUS B IaHHBIC TAOIUIIBI?
4. Tlepeuncnure npaBuia, M0 KOTOPIM OCYLIECTBIISIETCS COPTUPOBKA JAHHBIX.
5. KakoB mopsAgoK COPTHPOBKH IO HECKOJBKMM TMOJSAM (B 3aBUCHMOCTH OT B3aMMHOTO
PacIIoyIOKEHUsS] COPTUPYEMBIX MOJICH)?
6. UYro Takoe ®unbrpanusa? Kakue crnocoOwl ¢uibTpauuu Bbl 3HaeTe? B kakux ciydasx
IPUMEHSIOT TOT WIX UHOM c11oco6?
JleMOHCTpanus NPAKTHYECKUX HABBIKOB:
BbricTporo nepemenienus no Tadnuie (¢ MTOMOIIbIO KHOIIOK IEPeXo/ia U KJIaBUaTyphl);
JloGaBiieHMsI HOBBIX 3aIUCel B TAOIUILY;
PaboTts ¢ Oydepom oOMeHa (repeMenieHne U KOIMPOBaHUE 3aIncen);
V3MeHeHus MUPHUHBI U TIOPSIKA CJIE0BaHMsI CTOJIOIOB;
DUKCUPOBAHUE TTOJIOKEHUS TTOJICH TaOJIUIIBI, CKPBITHE TTOJICH;
dopmarupoBaHusl TAOIULBI U JAHHBIX;
[ToaroToBku TAaOMUIBI K TE€YATH: W3MEHEHHE IapaMeTpPOB CTPAHHUIBL, paboTa B peKUME
npeaBapuTesbHoro npocMotpa. [leyars (Bcelt TaOiMLbI U OTACIBHBIX CTPAHHUIL);
8. CopTHPOBKH JaHHBIX OJJHOTO TTOJIS ¥ IBYX TOJIEH OJHOBPEMEHHO;
9. Tloucka TaHHBIX IO 00pa3Ily U 3aMEHBI UX;
10. Mcions30BaHust PUIBTPOB.

Nk L~

Pexomenayemasi iureparypa

1.  Muxeesa E.B. UndopmannonHsie TEXHOIOTUN B MPOPECCUOHATBHON AEATEIbHOCTH. Yueo.
nocobue AN CTyA. yupexaeHuil cpea. mpod. obpazoBanus. — l4-e u3n., crep. — M.:
Axanemus, 2016. — 384 c.

2. MuxeeBa E.B. Ilpaktukym no HH(OPMAIMOHHBIM TEXHOJOTHUAM B Npo(ecCHOHANbHOM
NEeATEeILHOCTH Yuel. mocolue Isl CTy 1. YUpexaeHuu cpea. npod. odpazoanus. — 15-e U3,
crep. — M.: Akagemus, 2015. — 256 c.

3.  T'pummmn B.H., Ilanpunosa E.E. «MHpopmMalimoHHble TEXHOJOTUU B NMPO(eccHOHATbHON
nesitenbHoCcTHY, MockBa, N/ «Dopym», UHOPA-M, 2013r. —421c.

IIpakTnyeckas padora Ne 13.

Tema: CocraBieHnne cBsizeil B MHOroTa0Jn4Hoil 0a3e nannbix. Co3nanue peasiuuonHoin b1,
Hcnonb3oBaHue KaCKaIHbIX ONlePaLMi.

Heap 3anstusi: CPopmMupoBaTh OCHOBBI KOMIBIOTEPHONW TIPaMOTHOCTM U HaBBIKM PadOTHI C
crcTeMaMHM ynpaBJieHus 0a3aMH JaHHBIX. MI3yunTh Ha3HaueHUE, BO3SMOXXHOCTU U c(hepbl MPUMEHEHHUS
CYBJ (MS Access). Hayuntcst co3naBath 0a3y JaHHBIX Ha MOJB30BATEIbCKOM YPOBHE; IMOJIB30BATHCS
11abJIoHaMU, MacTepaMH; CO3aBaTh 3aMPOCHl, OTYETH U (OPMBI; UCKaTh, 00pabaThIBaTh M BbIIABATh
nH(pOpMaLIKIO B HY>)KHOM BHUJ€ U (hopMmare.

Ochnamenne:

[Tepconansusblii komnsiorep, CYB/] MicrosoftAccess.
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3aganue

1. 3amycrurte Microsoft Access 2007.

2. Cospaiite 6a3y naHHbix «@upmay. COTpYyIHHUKH JaHHOW OpraHu3anuu padoTalT ¢
KJIMEHTAMH U BBITIOIHSIOT UX 3aKa3bl.

Ecnu Bce cBeneHus MOMECTUTH B OJHOW TaOMUIlE, TO OHA CTAaHET OYEHb HEYJO0OHON s
pabotbl. B Hell HauHyTCS MOBTOPHI JaHHBIX. Besikuit pas, korna corpyanuk MBanos Oynet paboTarth ¢
Kakoi-1100 (upMoN, mpHUIETCS MNPOIUCHIBATH JIaHHBIE O COTPYAHHUKE M KJIMEHTE 3aHOBO, B
pe3yJIbTaTe 4ero MOKHO JOMYCTHTh MHOXECTBO OMIMOOK. UTOOBI yMEHBIIIUTE YUCIIO OMHOOK, MOXKHO
UCXOJHYI0 TabNuIly pa30MTh Ha HECKOJIBKO TAOIMII U YCTAaHOBHUTH CBA3M MEXAY HUMH. JTO Oyner
0oJiee paoHaIbHO, YeM MPEK/IE.

Takum 006pa3om, HeoOXoauMO co3aath 3 Tabmauiel: CoTpyanuku, KiueHTsl u 3aka3bl.

CoTpyaHUKH
NMmsa nmoas Tun nanubBIX
Kon corpynnuka Cuerynk
Ddamums TexcToBBIN
Nmsa TexcToBwIi
Ot4yecTBO TexcToBBIH
JIOIKHOCTB TexcToBbIH
Tenedhon TexcToBbIit
Anpec TexcToBEIN
Hata poxxneHus Hara/Bpemst
3apaboTHas miaTa JleHexXHBII
®doto Oo6wexT OLE
On_nodyra ['unepccepiika
KanenTtnl
Nmsa nojs Tun nanHbIxX
Kon corpynnuka CueTunk
Hazpaune xommmanumn TexcToBuIi
Anpec TexkcToBbIi
Tenedon TekcToBbIi
On_mouta ['unepccpiika
3aMeTKHu [Tonre MEMO
3akasbl
Nmsa nojas Tun nanueIxX
Kon corpynnuka Cuer4nk
Ko xknuenTa Yucnosoi
Kon corpynnuka Yucnosou
Jara pasmerenus Hara/Bpems
JlaTta ucrionHeHus Hara/Bpewms
CymmMma JlenexupIit
OTMETKa O BBIIIOIHCHUH Jlornaeckmit

3. OtaenbHbIe TAOIUIBI, cOZlEprKale HH(OPMAIIHIO IO OTIPEIETICHHON TeMe,

HEOO0XOIMMO CBA3aTh B €AMHYIO CTPYKTYpY 0a3bl naHHBIX. 7 CBSA3bIBaHMS TaOIUI] CIEIyeT
3a1aTh KioueBble mosid. Kilrod coCTOMT M3 OJHOrO WIJIM HECKOJBKHMX IOJIeH, 3HAYEHUS KOTOPBIX
OJTHO3HAYHO OIPEIEIISIOT KaX/Iyto 3anuch B Tabauie. Hanbosee moaxoasimm B KayecTBe KI0YEBOT0
nosis sBisiercd «CUeT4uK», TaKk Kak 3HAUYEHUs B JAHHOM IIOJIE SIBJISIIOTCS YHUKaJIbHBIMU (T. €.
HCKJTFOYAIOT TTIOBTOPHI).

4. Otkpoiite Tabauny CoTpyaHuku B peskume KoHcTpykropa.
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5. Haxwmure npaBoil kHOmKoW Mbld Ha mosie Koa coTpyaHMka U B TOSBUBIIEMCS
KOHTEKCTHOM MeHIO BbiOepuTe komanay KiroueBoe mosie. Eciu B Tabiniie HE0OX0IMMO yCTaHOBUTh
HECKOJIBKO KJIFOUEBBIX II0JIEH, TO BBIIEIUTD UX MOXKHO, yaepkuBas kinasuury Ctrl.

6. Jna Tabmuupl KiameHThl ycTaHoBuTe KitoueBoe mosie Kom kimeHTa, a aiis TaOJIUIIBI
3akasbl — Kop 3aka3a.

7. Tabnuua 3aka3sl conepxut noist Koa corpyanuxa u Kon kiauenra. [Ipu ux 3anonneHnn
MOT'YT BO3HUKHYTh HEKOTOpPbIE TPYJAHOCTH, TAK KAK HE BCEI/la y/1aeTCs 3allOMHUTh BCE NPEANPUATHS,
C KOTOPBIMH paboTaeT ¢pupMa, U BCeX COTPYAHUKOB C HOMEPOM Koja. J{ist ynoOcTBa MOKHO cO31aTh
PacKphIBAOIIKECS CIIMCKU ¢ TOMOIIBbI0 MacTepa moCTaHOBOK.

8. Otkpoiite Tabmuily 3aka3bl B pe:kume Konerpykropa.

9. st monst Ko coTpyannka BeiOepUTe TUIT JaHHBIX MacTep MmojJCTAHOBOK.

10. B mosiBuBIIEMCsT OkHe BbIOepUTEe KOMaHAy «O0BEKT «cTo/i0en MOJACTAHOBKH» OyIer
UCIIOJIb30BaTh 3HAYCHUS U3 TaOJIMIIBI WK 3alIpoca» U LISJIKHUTE Ha KHomKe JlaJiee.

11. B cnucke tabaui BeiOepute Tadbnuiy COTpyIHMKH U ILEIKHUTE HAa KHOTIKE Jlasee.

12. B cnucke JoctynHbie most BeiOepute moje Koa coTpyaHuKa U MIEIKHUTE Ha KHOIKE CO
CTpPEJNKOM, 4ToObl BBECTH IoJie B cnucOK BuiOpanHbie noss. Takum xe oOpa3oMm A00aBbTE MOJIS
®amuiua 1 Ums v menkaure Ha kHonke daJiee.

13. Beibepute mopsiiok COPTUPOBKHU CHHUCKA 1O 100 DaMusins.

14. B crenmyromeM [MajJoroBOM OKHE 3aqaiiTe HEOOXOAWMYIO0 MIMPUHY CTOJIOIOB
PacKpbIBAIOILLIErOCs CIIUCKA.

15. YcranoBute naxok CKpBITh KIH04EBO# €cT0J10€1] 1 Ha)xMUTe KHONIKY Janee.

16. Ha nocnennem mare Macrepa nmoacTaHOBOK 3aMEHUTE [TPU HEOOXOAUMOCTH HAIUCh AJIS
T0JIsI MOJICTAHOBOK M IIEJIKHUTE Ha KHONIKe I'0TOBO.

17. Ananorn4abIM 00pa3oM COo3JaiiTe pacKphIBAIOMIMKCS cicoK Jutst oiist Ko kjaueHTa.

18. Ilocne co3nanus KIHOYEBBIX MOJIEW MOKHO IMPHUCTYIUTh K CO3JaHUI0 cBsi3el. CyllecTByer
HECKOJIBKO TUIIOB OTHOILIEHUI MEXIy TabJInLaMu:

12) mpu OTHOILIEHUHN «OAMH-K-OJHOMY» Ka)KJI0il 3alKCH KJIFOUEBOTO MOJs B MEPBOMl Tabnuiie
COOTBETCTBYET TOJIBKO OJ[HA 3aIlUCh B CBSI3aHHOM II0JI€ APYroil Tabmauupl, 1 HA000poT. OTHOLIEHUS
TAaKOro THIA HCIOJB3YIOTCA HE OuYeHb 4YacTo. MHorga Mx MOXKHO MCIONB30BaTh Ul pa3fciieHUs
TaOJIUI, COJAEpXAIIMX MHOTO TIOJNeH, IS OTIEJEHUs YacTh TaOMUIbI MO COOOpaKEHHUSIM
0€30IacHOCTH;

13) npu OTHOIIEHUH «OAMH-KO-MHOTMM) Ka)KJOW 3alKcH B MEpBOM TaOJIUIE COOTBETCTBYET
HECKOJIbKO 3aluceil BO BTOPOHM, HO 3amMch BO BTOPOM Tabimuile HE MOXET HUMeThb Oosee OJHON
CBSI3aHHOM 3aIlMCH B MEPBOM TAOIIHUIIE;

14) npu OTHOUIEHWHM «MHOTHe-KO-MHOTMM)» OJIHOW 3amucH B IEpBOH TaOiuIE MOTYT
COOTBETCTBOBATh HECKOJIBKO 3aIlMceil BO BTOPOW Tabiuliie, a OJJTHOM 3alIMCH BO BTOPOM TabJIUIEe MOTYT
COOTBETCTBOBATH HECKOJIBKO 3aMCEN B IIEPBOM.

19. 3akpoiiTe Bce OTKpBITbIE TaOJUIBI, TaK KaK CO37aBaThb WJIM U3MEHATHb CBS3M MEXIY
OTKPBITBIMU TaOIULIAMH HENb3.

20. BeinmoiHuTe KOMaHAYy: BKIaaKa JIeHThl Pabota ¢ 0a3aMu JaHHBIX — KHOIIKA .

Cxema
AaHHbX

21. Ecnu paHee HMKaKuX CBsi3ed MeXIy TabmuuaMu 0a3bl HE ObUIO, TO MPU OTKPBHITUM OKHA
CxemMa JaHHBIX OJIHOBPEMEHHO OTKpbIBaeTcsi OKHO JloOaBieHue TaOIUIIBI, B KOTOPOM BBIOEpUTE
tabuiel CorpynHuku, KiimenTsl u 3aka3bl.

22. Ecnu cBsi3u MexAy TaOiaumaMu yxe ObLIM 3a/laHbl, TO IS TOOABJIEHUS B CXEMY JaHHBIX
HOBOM TaONUIBl LIEJIKHUTE MPAaBOW KHOMKOM MBIIMIM HA CXEME JaHHBIX M B KOHTEKCTHOM MEHIO
BbIOepuTe MyHKT Jlo0aBUTH Tadauny.

23. YcraHoBuTe CBsA3b MKy TabnunaMu COTpyAHUKH M 3aKa3bl, /Ul 3TOTO BeIOEpUTE TT0JIe
Kon corpyanunka B Tabnuie COTpyAHMKH U NIEPEHECUTE €T0 HAa COOTBETCTBYIOLIEE MOJIe B TabJIuLEe
3aka3bl.
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24. Tlocrme mepeTacKMBaHHUS OTKpOeTCs auanorooe okHo M3meneHume cBszeit (puc. 1), B
KOTOpoM BKiIounTe Quaxkok OOecrieueHue YCIOBUSI LEIOCTHOCTU. DTO MO3BOJIUT IMPEIOTBPATUTH
Cllyyal yAaJeHHs 3aluceid U3 OJHOW TaONWIBI, TPU KOTOPHIX CBSI3aHHBIE C HUMHU JAaHHBIC JPYTHX

TaOJIUI] OCTAHYTCS O€3 CBSI3U.

Tabnuualsanpoc:
COTEY AHHEH

CEAsZaHHaA Tabnmuafsanpoc:
W | Dakaskol e

Hogo coTpyaHrmera ~ Hoo coTpyaoHMeEa e

el

DECCASHSHHS LENOCTHOCTH AaHHEx

KEackaaAHos oBHOBNSHHS CEBAZaHHE MNonsr

| ackaaHoe ¥ aASNEHHE CEOSaHHEDRS SanHcer;

TN OTHOWEHKS!

DAHH-EO-MHOCHM

ke |

DTHSHS

I

[ ]
[ csemamerme... ]
[ ]

Hosoe. .

Puc. 1. Co3nanue cBs3U MEX1y TaOIHIIAMA
25. ®aaxku KackanHoe oOHoBJieHHe cBsi3aHHBIX moJieii u KackagHoe ynajeHue
CBSI3aHHBIX 3amuceil 00ecreynBarOT OAHOBPEMEHHOE OOHOBIIEHHE WIIM yAalleHUE NAHHBIX BO BCEX

IIOJYHNHCHHBIX Ta6nnuax IIpu X USMCHCHUU B rJI1aBHOM Ta6HI/IHe.

26. [lapameTpsl CBA3M MOKHO U3MEHUTh, HAKAB Ha KHONKY O0beANHEeHue.

27. Ilocne ycTaHOBIEHHS BCEX HEOOXOAUMBIX ITapaMeTpoB HaxxmuTe kHonky OK.
28. Cs3b Mexxay Tabnuamu Kimentsl 1 3aKka3bl yCTAHOBUTE CAMOCTOSTENBHO.
29. B pe3ynbTaTe 0JDKHA MOTYYUTHCS CXeMa JIaHHbBIX, IPEACTaBICHHAs Ha pucC. 2.

CoTpyaHMKK

' Kog coTPYAHMES -
DamMKAKA
raa
OTHecTED
Aon#HOCTE
TenedoH
Anpec i

Jakazbl
A7 Kog sakaza
Kog knreHTa

Cymma
OTMeTKa O BN

Puc. 2. Cxema maHHBIX

.
o
Kog coTpyaHKMELD
daTta pazMew et
daTta mcnondHeH
- 1

KonmeHTe
‘¥ Koa knMeHTa

i
HazeaHwe Komr
Agpec
TenedoH
Dakc
Sn_nodTa

-

SamMeTEK

B npuBeneHHOM NpuMeEpe UCIONB3YIOTCS CBA3HM «OAMH-KO-MHOrum». Ha cxeme naHHBIX OHH
0TOOpakaroTCsl B BUJI€ COEITMHUTENBHBIX JTUHUM CO ClielMalbHBIMU 3HAUKaMU OKo0JIo Tabmuil. CBsi3b
«OJIMH-KO-MHOTHM» TIoMeydaeTcst «1» BONIM3M I1aBHOM TaOnuIbl (MMErOIIel NepBUYHBIM KITIOU) U «00»
BOJIM3U MOJAYMHEHHON TaOyuibl (MMeromeld BHEIHUN Kiltod). CBs3b «OAMH-K-OJAHOMY» IOMEYaeTcs
nByMs «1» (00a mosst TabnuIl UMEIOT NMepBUUHBIE Kitoun). HeonpeeneHHas cBA3b HE UMEET HUKAKUX
3HakoB. Eciu ycTaHOBIEHO OOBEIMHEHME, TO €ro HAlpaBJIEHHE OTMEYAETCS CTPEIKOM Ha KOHIE
COEIMHUTENIbHOW JMHUU (HU OJHO M3 OOBEIMHEHHBIX IOJEeH He SBISIETCS KIIOUEBBIM M HE HMEeT

YHUKaJIbHOTO HHIEKCA).

30. B Tabnuiy CoTpyIHUKH BHECUTE JJaHHbIE O CEMH PaOOTHHUKAX.
31. B tabmuny KnueHTsl BHeCUTE NaHHBIE O JECATH MPEANPHUATHIX, C KOTOPbIMH paboTaer

naHHas pupMma.

JlJis1 321U ThI 1a00PATOPHOI PadoThI BbI I0JLKHbI:

1. IoaroroButh

0a3y  JaHHBIX,

CoACpxKaIyro

Tpu 0a30Bble  TaOJIHIIEL,

CBA3aHHBIC

PEIALMOHHBIMHY OTHOMICHUAMHU, MNOJACPKUBAIOIMMHU ICJIOCTHOCTh JAHHBIX W KAaCKaJAHBIC

orepanmu.
IMopsinok BHINIOJIHEHHSI

2.
3. BBINOJHUTH MPAKTUYECKOE 3aJaHUE

4. OTBeTHUTH HA BONIPOCHI U1 CAMOKOHTPOJIS
5.

1

dopmMa KOHTPOJIA.

.OneHka 3a BBIMIOJIHEHUE MPAKTUYECKOTO 3a/1aHNs, OLIEHKA 33 YCTHBIHN ompoc.
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Haumeno

BaHUe TOBapa

bymara A4
Ckpenku
Pyuka
Kapangam

bywmara 1.

[Tanka a. Gymar

JlaTa
NMOCTYILIEHUS

01.01.02
10.05.65
23.12.01
15.11.01
03.02.03
30.03.03

Bomnpocs! 1u1st CaMOKOHTPOJIA

1.
2.

Iocra

BIIUK

00O Ilapyc
TOO Kapo
TOO Kapo
TOO Kapo
00O Ilapyc
00O Ilapyc

Anpec

NMOCTAaBIIIMKA

C-ITerepOypr
MypmaHck
MypmaHck
Mypmanck
C-IlerepbOypr
C-IlerepOypr

Tened
OH
NMOCTABIIMKA

111-11-11
22-22-22
22-22-22
22-22-22
111-11-11
111-11-11

Onpenenenne CYBJl u 6a3pl qanHbiX. HazHaueHne u oCHOBHBIC (DYHKIIWH,
OrnpesesieHnsi OCHOBHBIX 00OBbEKTOB 0a3bl JAHHBIX.
3. Kakue stansl pazpabotku 6a3 naHHbIX Bl 3HaeTe? [loscHuTE MX Ha mpuMepe Baieil padoThl.

4. MosHo 11 co3/1aBaTh 0a3y JaHHBIX, HE CIIPOEKTUPOBAB €€ CHavaja Ha Oymare?
5. 3audeM HY’KHO 3amoJHATH 0a3y JaHHBIX MOJEJIbHBIMU CBEJCHUAMU ?
Pexomennyemas aureparypa:

1. MuxeeBa E.B. MHpopMmanmoHHble TEXHOJOTHMH B NpOECCHOHAIBHOW JAedTeabHOCTUH. Yued. mocobue

oOpazoBanus. — 14-e u3n., crep. — M.: Akagemus, 2016. — 384 c.
2. Muxeesa E.B. [IpaktukyM 1o nHopManroHHbIM TEXHOJIOTHUSIM B IPOPECCUOHAIBHOM I€ATEIBHOCTH Yueb. ocoOue sl CTyA. YUpPEeKIEeHUN cpes.
npod. oOpazoBanus. — 15-e uzg., crep. — M.: Akagemus, 2015. — 256 c.
3. I'pumun B.H., Ilandunosa E.E. «MadpopmanrionHbie TeXHOIOTUN B TIpodeccroHanbHon AestenbHocTH», MockBa, U]l «®opym», THDOPA-M,

2013r.—421c.

4. Hosoxwios O.I1. Uadopmaruka . Yueouuk nist CI1O. — FOpaiiT-M, 2016.

e

6. Xnebuukon A.A. UHdopmanronHsie TexHosnoruu: yueouuk /— KuoPyc, 2015.

Ornyme

H KJIMEHTY

Mar.ITanupyc
Vu. [er. mup
Mar.I1anupyc
Mar.ITanupyc
VYH. [er. mup
Mar.ITanupyc

Tenedo
H KJIHEeHTa

33-33-33
44-44-44
33-33-33
33-33-33
44-44-44
33-33-33

Ounumonosa E.B. Madopmarmontsie TexHonoruu B npogpeccuonansHoit nesrensHoct (CI10):yue6nuk / - KnoPyc, 2017

Jlar

a MpoIaKu

02.01.02
11.03.03
02.01.02
02.01.02
11.03.03
02.01.02

IS CTYH. YUPEeXKIEHUU cpen. mpod.
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IIpakTnyeckas padora Ne 14.
Tema: OT0O0pP M COPTHUPOBKA 3aNHUCEN ¢ MIOMOLIBIO 3aIIPOCOB.

Heab 3austusi: ChopMupoBaTh OCHOBBHI KOMIIBIOTEPHOH TPaMOTHOCTH W HABBIKM pPabOTHI C
CHUCTEMaMH YIIpaBJIeHUs 0a3aMu JaHHBIX. M3y4nTh Ha3HAYCHHUE, BOBMOXHOCTH U c(hephl MPUMEHEHHS
CYBJ (MS Access). Hayuntcs coznaBaTh 6a3y JaHHBIX Ha MOJIH30BATEIILCKOM YPOBHE; MOJIB30BATHCS

m1abJIoHaMM, MacTepPaMH; CO3/1aBaTh 3alpoChl, OTYETHI U (HOPMBI; UCKaTh, 00padaThIBaTh U BBIAABATH
uH(pOpMaINIO B HY)KHOM BHIE U (popmaTe.

OcHalenue:

[Tepconanbubliii kommnberoTep, CYBJl MicrosoftAccess.
3aganmne

CyIiecTByIOT pa3lWyHbIe BHUABI 3alpOCOB, HO Hauboyiee pacrnpoCTPAHEHHBIMH SBIISIOTCS
3arpockl Ha BEIOOPKY, C HUX U HAYHEM HaIlle 3HAKOMCTBO.
1. Otkpoiite 6a3y naHHBIX «@UPMAay, CO3aHHYIO PaHee.
2. Beimonnute xoMaHay: Bkiaaka jeHTsl Co3panume — Macrtep 3anpocoB — Ilpocroii
3amnpoc.

3. B nosiBuBLIEMCS 1MaI0roBoM OkHe (puc. 3) ykaxute Tadnuny CoTpyaHMKH U BbIOEpUTE
nons ®amuaus, Ums, Teaepon. Haxmure kHonky Jlanaee.

Co34aHWe NPOoCThiX 3anpocos

| i BeifepTe MoAA Ona Sanpoca.
AonyckaseToR Bolfop HECKONBEMM. TalnmL M Sanpocos.

Tatnuiusl M Sanpocsi

Tabmua: Sakasol -

DocrymHeie nona:

Boibpantie nona;
£ 1o 2
Kon wnuesTa
Kon coTpyaHias
AaTa pasmeuleHIuA
AaTa MononHeHNA
CyrmMs

DTMETRE O SLIN0AREAEIA

| CrrmeHa | = = | Aanes =~ | | ToToBo

Puc. 3. Co3zganue npocroro 3anpoca
Beenute nms 3anpoca — Tesedonsl — n HaxxmuTe KHONKY I'oroBo. Ilepen BamMu nosiButTcs
3aIpoc, B KOTOPOM MOXHO IPOCMOTPETH TesIe(hOHBI COTPYTHUKOB.
5. Crnenyronmuit 3ampoc monpoOyiite co3nate ¢ mnomornisio KoHcTpykTOopa, 1isi 3TOrO
BBITIOJTHUTE KOMaH[y: BKJIaaka JeHThl Co3nanne — KoHcTpyKTOp 3anpocos.
6. B muanoroBom okue Jlo0aBiaenue Tadaun Boioepute Tadbauiy KimeHTsl U meIKHUTE Ha
KHonKe /lo00aBHUThb, a 3aTEM — Ha KHOIIKE 3aKPbITh.

7. UToOBbI IepeHeCcT! HY>KHbIE MOJIsI B OJIaHK 3ampoca, He0OX0UMO 110 HUM JBAXK/Ibl IEIKHYTh
JIeBOM KHOTIKOM MbIIIH (pHC. 4).

[-1.-,__' Nl ey - = Mmpraa : Gaza gaHHes (Access 2007) - Microsoft Acce... PagoTa € 3anpocamn [ =] I.i:. S I
R Vit S e -
e’ Fanorag Cozantie Bricimnne aarioe PaBGoTa © 6a3aMK AR A B KaHcTpyEToR b
| Bee TasSmLE - e II T 3anpoct =
| Corpynmmxs = =
=1 Corpyarnen : TaGanga =
1 venedionm |
ETT Knneiri
| £ 3akazw:Tasanua -
TR vE— == | W oKoa ernenTo
LS = | Hazmarite koninaHin
T Knuente : Tadamua Aapec =
Tenedor
eha ke
Fn_nodTa -
-
< [l >
Mone: | HassaHue KoOMOaHNN | Aqpec TenedoH [=] =
HiMA Tasamuet | Kane KanerTo EAenTol =)
CopTUpoEKa:
BHiBoa H3 JEparS = (| &
Yenamwe GTEopa:
s -
i T 4
forasa | 022 ¢ e il ok Bt o]

Puc. 4. Co3ganue 3anpoca B pexume Konctpykropa
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8. UtoOb1 oTcopTHpoBaTh 3amucu B mnoje Ha3Banme koMmaHuu B andaBUTHOM TMOPSJKE,
Heo0X0UMO B pacKpbiBaroIeMcs criucke cTpoku CopTHPOBKa BHIOPATh MYHKT MO BO3PACTAHHUIO.

9. CoxpaHuTe 3apoc ¢ UMEHEM «AJIpeca KIUEHTOB).

10. CamocTosATenbHO co3maiiTe 3anpoc «JIHH poxAeHHs», B KOTOPOM MOXKHO Oyaer
MIPOCMOTPETH AHU POKACHUS COTPYIHUKOB.

11. JlomycTuMm, MBI XOTUM y3HaTh, Y KOIO W3 COTPYAHHUKOB JI€Hb POXACHUSA B TEKYLIEM
Mecslle, HarpuMep B anpeie. st 3Toro oTkpoiite 3anpoc B pe:xkume Koncrpykropa.

12. B ctpoke YciaoBue oroopa s noisa «/Jdara poxkanenus» BBeaurte 3Havyenue *.04.%. B
JAHHOM 3amlKCH * 03HAYAIOT, YTO U T'0Jl POKICHUS MOTYT OBITh JTFOOBIMU, a MecsI[ 4-M (T. €. anpensb).
[Tocne 3TOro okHO 3anpoca JOHKHO BBITISLIETh TaK, KaK OHO MPEJICTaBJICHO Ha puc. 5.

T 5
I = = Dipma ¢ Baza gavner (Access 2007) - Microsoft Acce... PafoTa € =anpocani |%l
il -
— / Traohan Cozaarne Brewrne aanHble FatoTra ¢ Sazamn ganroi Korncrpyetop Lo
Bee TabmuLisl e I FH flHw powaeHnn x
Corpynnvim % i
=1 CoTpyaHukM : TaBANLE | SOTEYANTEN |i
| = - - =
| LSl pOscRE R ¥ Kog coTpygHWEa
=1 Tenzdoru hannma
KinA =
! Jaxaso & AeEe—
i Jakazol ; TaSNMLE OOAHHDETE
| Knwmenio P TenedgoH
| = e
j KnwnenTeol @ Tadavua Aap
AaTa poxgeHMa -
5 Agpeca kaneHTOE -
A L] >
Mnone: |@amunna Vins JaTa posgeHnn s
HMrg TaBanubl | CaTpyaHmKm CoTpYAHMKN CaTRYAHWER E
CopThpanka;
BriBOA H3 IKpaH: = o L%}
Monosuwe oTEopal Like-"*04 =~
WA
w
< [ r

FoToso

NEE e

Puc. 5. Co3nanue 3anpoca

13. 3akpoiite KOHCTPYKTOpP M MpOCMOTpUTE MOTyYeHHbIH pe3yibTaT. Eciau B 3ampoce Anu
POKIeHHUS] HET HM OJHOW 3amucH, 3Ha4uT, B TaOnuue COTPYAHHKHM HET HU OJHOIO YeJIOBEKa,
ponuBiierocss B amnpene. Jlo6aBpre B Tabauiy COTPYIHHUKH HECKOJBKO YEJIOBEK, POJMBIIUXCS B
afpesie, U IOCMOTPUTE, KaK U3MEHUTCS 3alpoc. 3anpochl aBTOMAaTHUECKU OOHOBIISIOTCS MPH KaXJIOM
OTKPBITHH.

14. Ecnin Ham HYKHO y3HaTb, KTO M3 COTPYJHUKOB POJWIICS B Mae, TO MPUAETCA CO31aTh
HOBBIA 3ampoc WM M3MEHMTh YCIOBHE B cyllecTByromeM 3anpoce JIum poxkaenus. Jlannas
npoletypa siBisieTcst HeyJOOHOW M 3aHMMAeT MHOTO BPEMEHHU.

Ecnu npuxoauTcest 4acTo BBIMOIHSTH 3aIIPOC, HO KaXK/IbIM pa3 ¢ HOBBIMU 3HAYEHUSIMU YCIIOBUI
HCIOJIB3YIOT 3ampoc ¢ mapamerpoM. [Ipu 3amycke Takoro 3amnpoca Ha 3KpaH BBIBOAMTCS HAJIOr0OBOE
OKHO /U1 BBOJa 3HAU€HUs B KadecTBE ycloBUs oTOopa. UTOOBI co3/1aTh 3ampoc C MapameTpom,

MOJIH30BATEII0 HEOOXOANMO BBECTH TEKCT COOOIIEHHS B CTPOKE YcCJ0BHE OTOOpa OiaHKa 3ampoca
(puc. 6).

= = 1
Cin ) o | = Dpraa = Gada AaHHE (Aocess 2007) - Microsoft Acce.., PafoTs ¢ Sanpocsmn [E= BT =5
T

Faamras CosgnHne BHoWHN e GaRHEe FAEOTA © SAT MK SAFH N
| Boe TEfrnnLil - | e I I Are poscaenan S
| Corpyarmasce = | -

KOmMcTRyKTop Ll

CaTpy A

T cotpyarmkn: TAaGAMLA | S ey = =

| 1 Anw posacona Warmnma
Mean
Ten
| £ Tencdonm | OTuecrao
| Fawase Aonsrocrs -
EH Sarase: raGanua Teaepan

Aapec
AaTa poswAsHEa
JapaBoTHan nnaaTa -

| e

T kanes s @ TAaGAKLA

1 Aapeca mnnenTos

Mane: | Mannms [==1 t1mn AaTA powcasHna

CURa TAS AL | CoTEYAHMKN CoaTpyAHMKN CoTpvAHMKL =1
CapTupanea:

BLIBOA HA JOAHT =] =1 =
Yenosne oTSopa: Like [BEesMTe Aa7y]
i

»

ravoma

=R

Puc. 6. Co3ganue 3anpoca ¢ napamMmeTpom
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15. 3anucey Like[BBeauTe mary| o3Hadaet, 4To Ipu OTKPBITUH 3aMIpOCa MOSABUTCA AUATOTOBOE
okHO (puc. 7) c TekctoM «BBeauTe gaTy» u nojem Juist BBoja yciaoBus otoopa. Eciu BBecTu ycinosue
*,04.*, TO B 3a1poce MOSBUTCS CIIUCOK COTPYAHUKOB, POAUBIINXCS B ampelie. 3alyCcTUTe 3anpoc ele
pa3 u BBeAuTE 3HaUeHue *.05.*, mocMOTpUTE, KaK M3MEHMJICS 3aIpoc.

BEEAHTE FHaAYEHWE MapaMeETPa |lﬂ|—.£h|

BseawTe asTy

| Ok | | OTMeHa |

.

Puc. 7. OxHo nj1s1 BBOJIa yClIoBUsL 0TOOpa

16. V3menure 3anpoc «TenedoHb Tak, 4TOOBI MIPU €0 3alyCKE BHIBOJMIIOCH HATOTOBOE
OKHO C coobmieHneM «BBeaute ¢pamuiauio». I1ockonpKy B 3ampoce HyKHO BBIBECTH KOHKPETHYIO
(dhamunio, B yciaoBuu otoopa cioBo Like nucars He Hao.

17. N3menwnre 3anpoc «TemedoHb» Tak, YTOOBI IPH €r0 3aIyCKe 3alpalIdBaIMCh HE TOJIBKO
(dbaMuIHsl, HO U UM COTPYTHUKA.

18. CamocTosTeNnbHO co3aaiTe 3anpoc « BpImoTHeHHbIe 3aKa3bl», COACPKAUIUN CIeyIOLIne
cBeneHUs: (paMmIns ¥ UMs COTPYIHHMKA, Ha3BaHHE KOMIIAHUH, C KOTOPOH OH paboTaer, OTMETKa O
BBHITIOJTHEHUH U CyMMa 3aKa3a. J[aHHbIe 3ampoca BO3bMHUTE U3 HECKOIbKUX TAOJIHII.

19. B ycnoBun oT60pa i JIorndeckoro mnoiisi OTMeTKa 0 BhlnoJaHeHun BBenute Jla, 9ro0bn
B 3alpOCe O0TOOPAXKAIHUCH TOJIBKO BHIMOJIHEHHBIE 3aKa3bl.

20. Cnenaiite Tak, 4To0bI cTosIOe] OTMETKA 0 BBINOJHEHUH HE BHIBOJIMIICS HA DKPaH.

21. Co3zpnaiite 3anpoc Cymma 3aka3a, B KOTOpOM OyJIyT OTOOpa)kaTbCs 3aKa3bl HA CyMMY
0oJiee 50 000 pyo.

22. V3amenuTe 3amnpoc, yTo0sl cymma 3aka3a 6suta ot 20 000 1o 50 000 pyo.

Jl1s JaHHBIX 3alpOCOB B YCIIOBUM OTOOpa MOKHO MCIIOJIB30BAaTh ONEpaTOphbl CPAaBHEHHUS >, <,
=, >=, <=, <>y gorudeckue oneparopsl And, Or, Not u ap.

23. MHorna B 3ampocax TpeOyeTcs MPOU3BECTH HEKOTOPHIE BEIUUCICHHUS, HAIPUMEP MTOCUUTATH
nofaoxoaHbd Hanor 13 % mis kaxnaou caenku. [ns atoro otkpoiite 3ampoc CymMma 3aka3a B
pe:xkume Koncrpykropa.

24. B nycToM crosibie 61aHKa 3ampoca IIEeIKHUTE TpaBoi KHOMKOW MbIK Ha suelike IloJie n
B TMOSIBUBIIEMCSl KOHTEKCTHOM MeHI0 BbiOepuTe komanay Iloctpouts. [lepen BamMu mosiBUTCS OKHO
IMocTpouTesib BhIpa:keHui (puc. 8), KOTOPBIA COCTOUT U3 TPEX 00JACTEH: MO BEIPAKEHUSI, KHOTIOK
OMEepaToOpoOB U 3JIEMEHTOB BbIpakeHHUs. CBEpXy pacroyiaraeTcsi moje BbIpaXXEHHUs, B KOTOPOM OHO U
CO3J1aeTcsl.

BBoaumbIe B 9T0 10JI€ AI€MEHTHI BHIOMPAIOTCS B ABYX ApYyrux obnactsax okHa [locTpouTelisi.

25. B neBoM cmucke OTKpoiTe manky 3ampochl U Bbyienute 3ampoc Cymma 3akaza. B
cpenHeMm crnucke Bwiaenute mosge Cymma u Haxkmute KHONKy BeraButbh. Maentuduxartop storo
10JIs1 MOSIBUTCS B 1oJjie Bbipa:xkeHus [locTtponress.

26. lllenkuute Ha kHomke * u BBeauTe 0,13 (cMm. puc. 8). Takum oOpa3oM, MBI MOCUUTAEM
nmogoxoaubei Haior 13 %.

[ MocTponTens EoipameHmnii |_ T | G ]
[Cymmal =0, 13 [eTie
CrrmeHa
- Hasan
+l '|f|x|ij —J>J<.|'f\.2-| Andl O JNotJLIk.el {I}J BorasHTis | Crpasra

Cymra asa | | Hassanme KomMnaHim ZIAHEISHNE =
| daTa pasmeuleHna
Cymma

) OBwme seipaskeHing

Puc. 8. Iloctpoutens BolpakeHUH
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27. Haxmure kHonky OK, mocie dero B sueiike cBoictBa [lone mosiBUTCS 3HaueHHE
«Boipaxenuel: [Cymma]*0,13».

28. 3amenute Boipa:xxenuel na Hajor u 3akpoiite Koncrpykrop.

29. OTkpo#TE 3anpoc U MOCMOTPHUTE, YTO Y BAC MOTYUUIIOCH.

30. Hcmonssys IlocTpouTesb BbIpaxeHuii, no6aBpTe B 3ampoc Cymma 3aka3a mone
IIpudbLIb, B KOTOPOM OYJIET BBIYUCIATHCA JOXO/ OT 3aKa3a (T. €. CyMMa MUHYC HaJjor).

31. Co3paiite 3anpoc MeHemKepbl, C TOMOIIBI0 KOTOPOro B Tabiuie COTPyAHUKH HaluTe
BCEX MEHEKEPOB (PUPMBI.

32. TTokaxkuTe paboOTy MPETo1aBaTelio.

IHopsaok BeINOJIHEHHS

1. BBINOJIHATE IPAKTUYECKOE 3a/1aHHE

2.0TBETUTH Ha BOIIPOCHI UIsl CAMOKOHTPOJIS

dDopMa KOHTPOJISA

OneHka 3a BBIIIOJIHEHNE IPAKTUUECKOT0 3aaHMs], OLIEHKA 3a YCTHBIN OIPOC.

Bomnpocs! 1u1st CaMOKOHTPOJIA

1. Jl51s1 yero npenHa3HavyeHbl 3a1pockl?

2. Kakue Buibl 3a11pocoB Bbl 3HaeTe?

. C noMo111b10 4ero MoKHO cO3/aBaTh 3apochl?

. J171s1 yero ucnonb3yroT 3anpoc ¢ napamMeTpom?

. Kak MokHO clienath BbIYMCIIEHUS B 3a1pocax?

. UTo 03HaYaeT 3anMch B YCIOBUM 3arpoca « =50»7

7. MOxHO 71 co3aBaTh 3allPpOChl HA OCHOBE HECKOJIBKHUX TaOIUI?
Pexomenayemas ureparypa
OcnosHas:

1. MuxeeBa E.B. HMuHdopmanuoHHbIE TEXHOJOTUH B MPO(ECCHOHATBFHOU NEesATEIBHOCTH. Y4eO.
nocodue A CTyA. yupexaeHui cpea. npod. odpazoBanus. — 14-e usa., crep. — M.: Akaznemus,
2016. — 384 c.

2. Muxeesa E.B. IlpaktukymMm 10 UWH(QOPMALMOHHBIM TEXHOJOTUAM B HpodecCHOHATBHON
NEeSATEeTLHOCTH Yueb. mocodue i CTyH. YUpexaeHuit cpea. mpod. obpazoBanus. — 15-e usn.,
crep. — M.: Akagemus, 2015. — 256 c.

3. T'pumiun B.H., [landunosa E.E. «MHpopmanuoHHble TEXHOJIOTUH B MpodeCcCHOHATBLHON
nesitenbHoCcTHY, MockBa, N/ «Dopym», UHOPA-M, 2013r. —421c.

4. Hecrepor C.A. OcHoBBI HHPOPMAIMOHHOI Oe30macHocTh. YueOHoe nocodue. —Jlans, 2016.

5. Hosoxwunos O.I1. Mudopmatuka . Yuebnuk ais CIIO. — FOpaiit-M, 2016.

6. ®dumumonoBa E.B. HMNHdopmanMOHHBIE TEXHOJOTUM B NPOPECCHOHANBHON JESATEIbHOCTH
(CIIO):yuebHnuk / - KuoPyc, 2017

7. XnebnukoB A.A. MHnpopmanroHnHble TexHooruu: yueouuk /— KuoPyc, 2015.

AN D KW

IIpakTuyeckast padora Ne 15.
Tema: Ucnoan3oBanue B CYBJl MS Access 1aHHBIX Ipyrux (popMaToB.

Heab 3anaTus: VM3yunts HazHaueHHe, BO3MOXKHOCTH U cdeprl npumenenuss CYBJl (MS Access).
3HaTh OCHOBHBIE BO3MOXXHOCTH MMITOPTa M 3KCIIOPTA JIaHHBIX; YMETh MPUCOEAMHUTH K 0a3aM JTaHHBIX
ANEKTPOHHBIE TAOIUIIbI, HAYYUTHCS UCIIOJIb30BATh THIIEPCCHIIKU AJISL CBSA3H C JTIOOBIMU peCypcaMu.

Ochnamenne:
[Tepconanbublii komnsiotep, CYB/] MicrosoftAccess.
3ananue:
1. Mmmnopr u npucoeanHenne K 6a3aM JaHHBIX YJIEKTPOHHBIX TA0JIHIL.
1.1 IloaroroBka nanubix Excel ajas umnopra.
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Access TT03BOJISIET J00ABIATH JaHHBIE B TAOJIUILY, HMIIOPTUPYSI UX U3 padouero jucta Excel. [1pu
3TOM MOKHO UMIIOPTHPOBATh KakK LEJbIi pabouuil IUCT, TaK U BBIACJICHHBIN AUAMa30H 3TOTO JIHCTA.
Ecnu siueiiku pabouero ymcra coaepkanu GopMyIbl, IO KOTOPHIM BEIYHCIISIINCH 3HAUYCHUS, TO B
Tabnuiy Access OyAyT UMIOPTHUPOBAHBI BEIYUCICHHBIC 3HAUCHHUS.
Eciu HeoOXxo1uMo UMITOPTUPOBATH HE BCE JIaHHBIE Pab0dvero JUCTa, TO BBIACICHHOMY JHANa30HYy
nepes UMIOPTOM HEOOXOUMO MPUCBOUTDH UMSL.
OO0s13aTeIbHBIM ~ YCJIOBHEM TPU  NOATOTOBKE JAHHBIX  SIBJISIETCH  COBMNAaJeHHe
3aroJI0BKOB HMIIOPTHPYEMBIX CTOJIOLOB ¢ HA3BAHUSAMU MNoJied TadaMubl Access!
J1Jis TOTO 94TOOBI UMITOPT TIPOIIIEIT 6€3 OITMOOK, JAHHBIE HA UMIIOPTUPYEMOM JIUCTE JTOJIKHBI
OBITh COOTBETCTBYIOIIUM 00pPa30M OpPraHU30BaHbI:
e lImeHa Bcex MoJjieil HAXOIATCS B IEPBOU CTPOKE TAOJIHUIIbI, @ OCTABIIUECS CTPOKHU COJEPIKAT
JTAaHHBIE;
e B 3aromoBkax CTOJOIOB MPU 3TOM HEJb3S HCIOIB30BaTh TOUYKY (.), BOCKJIUIATEIbHbII
3HaK(!), u npsamoyrouabHble ckoO0ku ([]). Henp3s Taxke HCMOAB30BATH OAHO UMS
JIBAXK/Ibl.

e Tum ga"HBIX B KAXKIOU AYEHKE OJHOI'O CTOIOIA TOJDKEH OBITH OQUHAKOBBIM.

Jns BeimonaHeHus: pabOThl CKOMHMPYHTE B CBOKO MalKy HMCXONHBIA (aiin Bemomocts.xls.
[lepeumenyiiTe B Hell BTOpOM J1HCT, Ha30BUTE ero CBe/leHusl 0 MOCTABKAaX.

Otkpoiite paboyyl0 KHUTY C KOTOPOW BBl paboTalnd TpU BBIIOJHEHUU IPOLLIOI
naboparopHoii pabotel. [Ipeamonaraercsi, 4To MPEANPHUATHE MOJIyYaeT IMATh BUIOB MAaTCPUAIOB:
Oymary, (aHepy, KapTOH, MOJUATUJIICH U TKaHb - OT IATH MOCTABIIMKOB, HaxonsMxcs B bpatcke,
Kazanu, Kypcke, Mypmancke u Yepenosue. Kaxxaplii U3 mOCTaBUIMKOB MOXET MOCTABIAThH JIFOOOM
BHJ1 MarepuanoB. [locTaBku mponu3BOASATCS HE Yalle pa3a B MECsLl, €AUHULA U3MEPEHHS — TOHHA.

B sueiiku A1 — D1 BBeauTe 3aroyioBk mojeil 0as3bl JaHHBIX, COOTBETCTBeHHO: Mecsil,
IMocraBmuk, ToBap, O0beM.

BBeauTte OKoIO AECATH 3amMceil, MMEIOLIMX ONMCAaHHYHK BBIINIE CTPYKTYpy. PeaiibHble
«00BEMBI IOCTABKY 3HAYCHHSI HE UMCIOTY.

[TpucBoiiTe 0aze u ee dJIeMeHTaM clieAyromue uMeHa: baza manHbix — Ckiaj, TaOIUIBL:
Tosapsbl, KiimenTsl 1 [locTaBmuku.

3aganue 1. [loaroroBere nanHbie Ha pabouyem nucte Excel s umnopra B Tabnuiy ToBapsl.
e Jlns 3TOTrO CO3/1aliTe HOBYIO pabouylo KHUTY, HazoBuTe ee UmmopT.xls.
e B nepByro cTpoKy BBEMTE 3ar0JIOBKU CTOJIOOB (aHaorn4Hble Tadauue ToBapsl).
e Bruecure B Bamty Ta0nuiy 3 — 4 CTpOYKH MPOU3BOIBHBIX JaHHBIX
! BumMaTeJIbHO U3y4HTe Nepe/ 3TUM BblllenepeyrcJeHHble NpaBuJa !
e 3akpoiite pabouyro KHUT'Y, COXpAaHUB U3MEHEHHUS.

1.2 lo6aByenue nanubix Excel nyrem umnopra B EEEIERESINIEET X
Taﬁﬂ“uy Access. S;j:;SEDKﬁT]’D;;:Oﬁ TabnMuE COAEPHMT HECKONEKD NMCTOE MAW AH3Nas0HOE . Bb\ﬁEDMTE
& ucTel
=d HMEHOBSHHBIE fuer2
3amanue 2. IMIopTupyiiTe HOATOTOBICHHBIC JAHHBIE B S Tvera

tabnuny ToBapsbl.

3amyctute Access M OTKpOHTE 0a3y IJAHHBIX s aneMagm mvera'ers'
Ckuian.

° Bemonaute komanay wmeHro —@aia >
Bueminue nannbie > Umnopr (wim KomaHaa
MMDopr KOHTEKCTHOIO MEHIO BBI3BAHHOIO JUIS & o
OKHa 0a3bl MaHHBIX). [loSBUTCS THaIOrOBOE OKHO R e
Hmuopr.

. [epeiinure B mamnky, coxepxkaiyto ¢aiitn Umnopr.xls. B packpsiBatoniemcst cnricke Tun
¢aiina Boi6epute snmemeHnT MS Excel. Boigenure ums ¢aiina u Haxmure kHonky MmMmopr.
3amycTtutcs mactep UMIopT 371eKTPOHHOM Ta0IHIIbI.

|iHesmeroBa ToBapa Kon-Bo Ha criane |[laTa nmcwnneﬂmﬁd
EEVMar'a TYaleTHAA 1000 pi.01.02
lpyuna BOD £3.12.01
[a}enomacme pu B34 15.11.01
[Ekaproxn l5oas n3.02.03

I

£
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. Bribepure nepexmouatens JIuersl (nepexirouaresis UMeHOBaHHbIE AMANA30HbI — JUIS
UMITOpTa YacTu pabouero nucra). B cnucke paboumx mmctoB BbiOepute Jlmerl. B HmwkHen
94acTH OKHA BBIBOAUTCS oOpaszer nanHbiXx. Haxxmute dadiee.

. Ha BTopom mrare macrepa yoenurech, uTo BeicTaBjieH (iaxok IlepBasi cTpoka coepKuT
3aroJioBKM croouoB. Haxxmute Jdanee.
. Ha cnenyromiem miare Hy»HO yKas3aTh, I'Jie HEOOXOJMMO COXpPaHUTh HMMIIOPTHPYEMBbIS

JJaHHBIC — B HOBOM Tabunulie, WK B cylecTByoleld. ! Bammanne! B cieayromeM 3ajaHnuu Bbl
Oyaere COXPaHSATH JJaHHbIe B BH/I€ OTAeJbHOI Tabaunbl! 3amomuauTe 310 MecTo! B nanHOM
cilydyae BBl JIOJDKHBI yKazaTh B cymiecTBymomeid Tadjaumme u ykasarh Tabnuimy ToBapbl
Haxxmute Janee wim I'oToBo (mocneaHuii mar Mactepa, €y IMpoJeiblBaeTe, OCTaBIsiTe 0e3
U3MEHEHUH ).
e [locne coobmenuss 00 ygauHOM 3aBEpIICHUH HMMIIOPTA, MPOBEPHTE pE3yIbTaThl — B
tabnuue ToBapbl JOHKHBI MOSBUTHCS HOBBIE JaHHBIE.

1.3 Co3nanue HOBO# TadJUIbI Access MyTeM UMIIOPTA JaHHbIX.

3aganue 3. [lonroroBsTe 1 UMIOpTUPYHTE NanHble U3 Excel B HOByI0 Tabnuiry Access.

° [ToaroroBsTe Ha BTOpOM paboueM jucTe Bamie kHuru WUmmnopt.xls nanHbie a1 co3aanus
HOBOM Tabnuiel — COTPpYAHMKH, coepxalnyto cieayromue nois: ®UO, lata poxaeHus,
Anpec, CtaBka 3ap. IJ1. 3alI0JIHUTE €€ HECKOJIbKIUMU CTPOYKAMH MOJIEIBHBIX JaHHBIX.

e  3akpoiiTe (aiii IEKTPOHHOUN TaOJIUIIBI.

e  [IpoBenuTe UMMOPT JAHHBIX B BUI€ HOBOM TaOiuIlbl Access camocToaTeNnbHo. Ha mocneqaux
iarax MacTepa KJK4 He co31aBaiiTe, HA30BUTE HOBYIO Ta0nuiy COTPpyIHUKH.

° Voenurecs, 4TO 3HAYOK HOBOM TaOIUIIBI OSIBIICS B OKHE 0a3bl JaHHBIX.

1.4 Ilpucoennnenne Kk 6a3amM JaHHBIX JIEKTPOHHBIX TA0JIMII.

Access no3BoJIsIeT cBsi3aTh pabounii nuct Excel ¢ 6a30il qanHbIx. biaronaps 3Toil BO3MOXKHOCTH,
C MIPUCOEAMHEHHBIM Pa0OYMM JIUCTOM MOXHO paboTaTh Kak B HCXOAHOM (opmare cpeactBamu Excel,
TakK U B hopmare TabauIbl 6a3bl JaHHBIX Access, IPUYEM JIeJIaTh ITO MOKHO OJJHOBPEMEHHO.

3ananmne 4. Cespxute BTOpoit pabounii iuct Bamei kuuru Mmmnopt.xls ¢ 6a30ii qanHpix Craan.

e JlnAd CBA3M C BHEIIHUMH J@HHBIMH MOXHO HCIIOJIb30BaTh KOMaHAy MeHio Paiia >
Buemnne nannpie > CBs3b ¢ TA0JMIAME
e [IpoBenute cBsA3bIBaHHE TAOIMIIBI CAMOCTOSITENBHO.
JL1s poBepKHU pe3yabTaTOB CBA3BIBAHUS U UMIIOPTA JAHHBIX:
e OtkpoiiTe cBsA3aHHYIO TaOJIMIly U BHECUTE B HEE JaHHBIE eI1e 00 OHOM COTPYAHUKE.
e Ortkpoiite ¢aitn Umnopt.xls u 3anonaHuTe emie OAHY CTPOKY TaOJIHMIbI JaHHBIMH.
3akpouTe Qailn, coxpanus ero. IIpocmorpure emie pa3 cBsi3aHHYI TaOmuIly u3 Access.
Crenaiite BBIBOJIbI O IMHAMUYHOCTH CBSI3bIBAHUS JAHHBIX TAKUM CIIOCOOOM.
e [IIpocmotpute Temepp UMNOpTUpOBaHHYIO Tabnmuiy CorpyaHuku. M3menunucs am
JaHHbBIE B Heil?
2. DKcnopT AaHHBbIX U3 Access B aApyrue GpopMarhbl.
Access MO3BOJSET OBICTPO SKCIOPTHUPOBATH JIAaHHBIE B Jpyrue (opmarhbl, IpU ITOM COXpPaHss
TaOJIMYHOE MTPEACTABICHUE TaHHBIX.

3aganue 5. Ilepenecute nanHele u3 Tabmuubl ToBapbl B ¢GopMaThl 3JIEKTPOHHBIX TaOIHI], B
TekcToBbIl (aitn (popmar RTF/DOC).

e Ortkpoiite Tabnuity ToBapsbl 1 BEINOIHUTE KOMaHAy MeHIO Daiia > Jkenopt

e B nosBuBIIEMCS AHATIOTOBOM OKHE JKCNOPT AAHHBIX BbIOEpUTE HEOOXOAUMBIN opMaT
JIaHHBIX — B iepBoM citydae Excel 97-2000 (*.xls).

e [IpoBenure 3KCHOPT NaHHBIX U POBEPHTE PE3YJIbTAT.
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e AHaAJIOTMYHO MEpeHecuTe NaHHble 3TOi Tabmuiel B popmar MS Word (BeiOepuTe MyHKT
DaitnbIRTF).
o TlompoOyiiTe TaKkue ke Pe3yIbTaThl MOIYIUTh, KOMUPYS TaHHBIC uepe3 Oydep oOMeHa.

3. CB3b ¢ JaHHBIMH € TOMOIIBLIO THIIEPCCHLIOK.

CrienanpHyl0 BO3MOXKHOCTH COBPEMEHHBIX TEXHOJOTHH — paboTy C THIEPCCHUIKAMHU BBI
noJpobHo ocBoute npu padore B MHTepHer. B o0mmem ciydae, 3Ta BO3MOXKHOCTb HOCUT Ha3BaHUE
WWW- unmun Web-TeXHOJOTHI U IIMPOKO HCToyb3yeTcs B coBpeMeHHOM makere Office. Ona maer
BO3MOKHOCTb OBICTPO BbI3BaTh (DAl ¢ JTOMOJIHUTENIBHBIMU JaHHBIMHU, HAXOIALIMMHUCS KaK B JAHHOM
KOMIIBIOTEPE, TaK M HA YAAJICHUH OH HEero (PecypcChl JIOKAIbHOM WM TTI00AJIbHON CETH).

3aganue 6. CBsOHKUTE C MOMOIIBIO THIIEPCCHUIOK Bamly 0a3zy JaHHBIX ¢ rpaduyeckumu (aiimamu,
COJIEpKAIlIIMKA  U300paXEHUSI COTPYAHHMKOB (B HAcTosmmIeld Oa3e MaHHBIX 3TO MOTYT OBITH UX

dhotorpadun).

e Jlng Havanma co3maiiTe, MONB3YACh rpaduueckuM penakTopoM BIOKHOT n300pakeHHs
HECKOJIBKMX COTPYIHUKOB, paOOTalOIIMX Ha BallleM CKJaJe: IUPEKTOpa, CeKperaps,
rpy34ydKa u T.1.

Co3zpnaiite nanky ®oTo Marepuabl 0a3bl U COXpAaHUTE B HEH BalllU XyA0XKECTBA.

e (CamocrosTenbHO co3naiite B Tabnuie Corpyannku HoBoe mnosie Poro. Haznaubte THI

nojus — 'mnepceceblika.

e B rta0mmie B 3TO ToJIe BBEAWTE OJWHAKOBBIC 3HauYeHUsS: Tekct Ccbuika (oOparute

BHMMaHUE Ha TO, KaK BBIICIISACTCS TUIIEPCCHIIKA 3PUTEIIBHO).
e 3areMm, 4TOOBI OTIpeIeNUTh (haiiin, KOTOPBIA JOJIKEH OTKPBIBATHCS MPH MIEITYKE HA CCHUIKE,

BBI30BHUTE KOHTEKCTHOE MEHIO IS [ 2]
epBOU TUIIEPCCHIIKH U Cemamc: | Iexem [ceena __Moaccasca... |
BBIIIOJIHUTE KOMaH[y IE—’A:pb:p WS"'”'”K /
Iunepceblika > W3MeHHTH gl e e
THIEPCCHLIKY. Sz [Eebmseias e -
* Paccmorpure BereoeTees

BO3MOKHOCTH, npejiaraeMbie
JMAJoroBeIM OKHOM H3MeHeHHe w [ /ﬂ |
TMIIEPCCBLIKH. N3menure i
HPOU3BONIBHO TEKCT THUIEPCCHUIKU =
u TEKCT TIOJICKA3KH, s

8 anecroaroit (U [ ox ] omea |
BCIUTBIBAIONIEN NpPH  HABEICHUU

Kypcopa MBI Ha HEE.

e JIns M3MEHEHUs MYTU TUIEPCCBUIKM HAXXMUTE KHONKY dail M ykaxuTe myTh K (ailiny
PUCYHKa JaHHOTO cOTpyAHUKaA. B koHue Haxxmure OK.

e [IpoBepbTe AciicTBUE Ballledl THUIIEPCCBUIKM — IIPU OJHOM IIEMYKE HA HEU JOJDKEH
OTKPBIBATHCS Balll (Paifl ¢ pUCYHKOM.

e AHaJOTMYHO M3MEHUTE 2-3 TUNEPCCHUIKH TakK, YTOObI OHHM BbLAABAIM MOPTPETHl APYTUX
COTPY/IHUKOB.

IHopsinok BBINOJIHEHHUS
1. BBIONTHNATE MpaKTUYECKOE 3aJaHHE
2.0TBETUTH HA BOIIPOCHI AJI1 CAMOKOHTPOJIS ¥ TPOJAEMOHCTPUPOBATH MOJTYyUEHHBIEC HABBIKH.
dDopmMa KOHTPOJIA
OreHka 3a BBINOJIHEHNUE MPAKTUYECKOTO 3aJaHMsl, OLIEHKA 3a YCTHBIN OIpOC.
Bonpocs! 111 CaMOKOHTPOJISA
. Uro Takoe Mmnopm n Ixcnopm nanubix? CoxXpaHseTcs U IUHaMUYecKasi CBS3b MEX1y
MaHHBIMH I10CJIE TAaKOro oomena?
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o Uro Ttakoe Ceazvieanue mabauy, KaKHUe BO3MOXKHOCTH OHO HPEAOCTABISET
(TIpOIEMOHCTPUPOBATH OTIIMYKE OT OOBIYHOTO UMITOPTA JTAHHBIX ).

. B kakue (opmaThl MOXKHO TEpeHECTH JaHHbIE U3 0a3bl Access? COXpaHAT JIM OHU TPH
3TOM CBOIO TabmuuHyto opmy? CoXpaHsIeTCs JU MPU ITOM CBSI3b MEXKIY JTaHHBIMH?
° Jaiite onpenenenue nousatusm I unepccoiika, WWW, Web-mexnonoeuu (CM. TE€KIUHA U

JOI. JIuTeparypy mo kypcy.) Kak 3purenpHo BblaensieTcss rumnepccblika? Pacckaxure o
BO3MOXKHOCTSIX JAaHHOM TEXHOJIOTHH.

J MOoOXHO 1M C TMOMOIIBIO TUNEPCCHUIKA CBA3aTh JaHHBIC, HAXOMAAIIUECS Ha pa3HbIX
KOMITIBIOTEpaxX B MpuJeNax JIOKaJbHOW KOMIIbIOTepHOUW ceTu? MOKHO JIM aHaJOrHYHO
00paTuThCs K JaHHbIM B IHTepeHeTe?

IIpoaeMoHCTPUPOBATH NPAKTHYECKHE HABBIKHU:

Nmmopra naHHBIX U3 3JIEKTPOHHBIX TAaOJIUI] B UMEIOIYIOCS Ta0IHITy 0a3bl TaHHBIX.

Nmmiopra MaHHBIX U3 3JIEKTPOHHBIX TaOJIHI] B HOBYIO TaOIHITy 0a3bl TaHHBIX.

Coznanus CBSI3U MEKIY SJCKTPOHHOM TaOIuIel 1 0a30ii TaHHBIX.

DKcrnopTa JaHHBIX B pa3inyHble (JOpPMATHI ¢ MOMOIIBIO KOMAHIbI DKCHOPT | 4epes
O0ydep obmeHa.

PaboTsl ¢ rumepcchuikaMu B 0a3e JaHHBIX: M3MEHEHHE TEKCTa, MOJCKa3Kd, aapeca
CCBUIKH.

Pexomenayemasi sureparypa

1. MuxeeBa E.B. HH]opManuoHHBIE TEXHOJOTUH B MPO(ECCHOHATBHOW NesITeIHHOCTH. Y4eO.
nmocodue A CTy. YupexxaeHui cpea. npod. oopazoBanus. — 14-e uzn., crep. — M.: Akagemus,
2016. — 384 c.

2. MuxeeBa E.B. Ilpaktukym 10 uH(DOpPMALIMOHHBIM TEXHOJOTUAM B MpodecCHOHATBHON
NEeATENIbHOCTH Y4e0. mocoOue I CTyI. YYpPSKISHUH cpeia. mpod. obpasoBanus. — 15-¢ usnm.,
crep. — M.: Akagemus, 2015. — 256 c.

3. T'pumiun B.H., [landunosa E.E. «MHpopmanuoHHble TeXHONIOITMH B MNPO(ECCHOHATBLHOU
nesitenbHoCcTHY, MockBa, U/ «®opym», UHOPA-M, 2013r. —421c.

IIpakTnyeckas padora Ne 16.
Tema: Co3ganue ¢popm UIsi BBOJA JAHHBIX ¢ IOMOLIbI0O KOHCTPYKTOPa (hopM, MacTepa (hopm.

Heas 3ansTusa: ChopMHpPOBATH OCHOBBI KOMIIBIOTEPHONW TI'PaMOTHOCTHM M HAaBBIKM paboOTHl C
CUCTEMaMH yIpaBiieHUs1 0a3aMu NaHHBIX. M3yunTh Ha3HaueHue, BO3MOKHOCTH U chepbl IPUMEHEHUS
CYBJ (MS Access). Hayuutcs coznaBath 6a3y JaHHBIX Ha M0JIb30BAaTEILCKOM YPOBHE; MOJIb30BAThCS
ma0JoHaMu, MacTepaMH; CO3/1aBaTh 3alpPOChl, OTUETHI U (POPMBI; UCKATh, 0OpadaThIBaTh U BbIJIaBaTh
uH(pOpMaIHIO B HY’KHOM BHJIE U (popmaTe.

Ocnamienue:

[Tepconanbublii komnsiotep, CYB/] MicrosoftAccess.

3aganmue.

@DopMbI — 3TO 00BEKTHI 0a3bl JAHHBIX, MPEHA3HAYEHHBIE JJIS IPOCMOTpPA JJAaHHBIX U3 TaOIHIl U
3arpocoB, Uid BBOJA JAaHHBIX B 0a3y, KOPPEKTUPOBAHUS CYIIECTBYIOUIMX NAHHBIX U BBIIOIHEHUS
3aJJaHHbIX JAeHCTBUI. DPOpMa MOXKET coJiepxKaTh rpaduKu, pUCYHKU U IPyTUe BHEIPEHHBIE OOBEKTHI.

MoO>XHO BHOCHUTH JaHHBIE B TaOJUIGI U 0e3 momomu Kakux-mubo dopm. Ho cymectByer
HECKOJIbKO MPUYUH, KOTOPbIE JeNAl0T (OPMBI HE3aMEHUMBIM CPEICTBOM BBOJIA JJAHHBIX B 0azy:

1) mpu pabote ¢ hopmamu orpaHUYEH JIOCTYM K TabauiaM (camMmomy IieHHOMY B 0a3e TaHHBIX);

2) pa3Hble JIIOJM MOTYT UMETh pa3Hble MpaBa JOCTyNa K MHpopMaluu, XpaHsieics B 6ase.
Jlyig BBOJIa JaHHBIX UM IPEIOCTABIISAIOTCS pa3Hble GOPMBI, XOTS JaHHbIE U3 (OPM MOTYT MOCTyHaTh B
OJIHY Ta0auILy;

75



3) BBOAWUTH AaHHBIC B (OpMYy Jierde, yeM B TaOiMIly, U yqoOHee, TaKk KaKk B OKHE (DOpPMBI
oToOpaXkaeTcs, Kak MPaBUIIO, OJHA 3aIUCh TaOJIHUIHI,

4) B OOJBIIMHCTBE cilyyaeB MH(popMamus A 0a3 HaHHBIX OepeTcs U3 OyMaKHBIX OJAaHKOB
(aHKeT, CYeTOB, HAKJIAHBIX, COPABOK U T. A.). DKpaHHbIE (OPMBI MOXKHO CJeNiaTh TOYHOW KOMHEH
OyMaxHBIX OJAaHKOB, OJarogapsi ’TOMy YMEHBIIACTCS KOJUYECTBO OIMIMOOK MPHU BBOJIC M CHUIKACTCS
YTOMJISIEMOCTD MIEPCOHAIA.

Co3naBath ()OpMBI MOKHO Ha OCHOBE HECKOJBKHX TaOJMIl WM 3alPOCOB C IMOMOIIBIO
MacTtepa, HCHONb3ys CpPEACTBO aBTOPOPMBI, «BPYUHYIO» B pexume KoHcTpykTOpa, coxpanss
Tabyuiy wim 3anpoc kak ¢opmy. CoznaHHyro JI00ObIM ciocoboM (HopMy MOKHO 3aTeM H3MEHSTHh B
pexxume Koncrpykropa. PaccMoTpuM HEKOTOpbIE U3 IEPEUUCIIEHHBIX CLIOCOOO0B.

1. BeimonnuTe KOMaHay: BKJIaaka jJeHTel Co3laHue — MaHeJb HHCTPYyMeHTOB Dopmbl —
Apyrue ¢popmbl — Mactep ¢popm.

2. B mmanoroBom okae Co3mnanume ¢opm BbiOepuTe TaOIUIBI (3alIPOCH) M TOJISA, KOTOpbIE
OynyT nomenieHsl B popmy. lllenkuure no kHomnke Jdasee.

B crnenyronmx 1uanoroBeIX OKHaX MacTepa BhIOEpUTE BHEIIHUN BHJ ()OPMBI, CTHIIb, 3aaiiTe
nms Gopmel. [llenkaure o kHonke I'oToBo.

4. C nomomrsio Mactepa coznaiite popmsl CoTpyanuku, Kianenrsl, 3aka3bl, MeHexxephbl.

5. Otkpoiite dopmy Corpyanuku B pexume KoHeTpykTopa. DTOT pekuM IpeaHa3HAYCH
IUISL CO3JIAHMSI ¥ PEJAKTHPOBAHUS (POPM.

6. PazmectuTe 371€MEHTHI B YJJOOHOM [ Bac MOPSIKE, H3MEHUTE pa3Mep U LIBET TEKCTa.

7. B 3aronoBok ¢opmel 706aBbTe TeKCT COTPYAHUKH (PUPMBI.

8. B mpumeuanue ¢opmbl n106aBpTe 00bekT KHOnka (Bkiaaka neHtsl KoHeTpykTop —
NnaHeJb HHCTPYMEHTOB JJIeMeHThI YIIPABJIeHHA).

9. Ilocie Toro Kak BBl «HAPHCYETE» KHOIMKY yKa3aTelieM, Ha dKpaHe MOSBHUTCS TUATIOrOBOE
okHO Co31aHue KHONOK (puc. 9).

Co=aaHWe KHOMOK

BoibepiTe asRcTEHe, KoTopoe DYAET BbINOAHATECA MEM HEHETHM KHOMK,

Karkaan KETEropHa Coaep#nT cobcTeeHHER Habop aslicTEMA.

KaTeropim: AefcTEMA:

Mepexonbsl Mo 33MAcCAM
ObpaboTka sarmicei
PaboTa o hopHoi
PafoTa c OTYETOM

CDHOBIMTE naHHbIE thopMbl
OTEPEITE opMy

MeyaTs Tekywel doprsl
MpunoeskeHWe MevyaTh dopHbl

PazHoe MprrMeHdTE dnsTp hopMel

m [ danes > J l ToToBo J

Puc. 9. Co3ganue kHomok Ha Gopme

10. B kareropunu PaGora ¢ ¢opmoii BoiOGepute aeiicTBre 3akpbiTHe (OPMBI 1 HAKMUTE
kHOnKy [lasee.

11. BeiGepute pucyHOK HITU TEKCT, KOTOPBIN OyJEeT pa3MeNIaThCs Ha KHOIKE.

12. B nocinennem auanoroBoM okHe MacTrepa KHONOK 3a7aiiTe MM KHOIKH UM HaXKMUTE
I'oToBo.

13. Macrtep KHOMOK Hamucain Jyisli JaHHOW KHOIKHU Tporeaypy Ha s3eike Microsoft Visual
Basic. TIpocMmoTpets mpouenypy oOpaOOTKH COOBITHS MOKHO C MOMOIIBI0 KoMaHIael OOpaboTka
COOBITHH KOHTEKCTHOTO MEHIO KHOTIKH.

14. CamocrosiTenbHO co3aaiiTe KHONKHA Buixoa u3 npuioxenus, [louck 3anucu, Yaanenune
3anMCH.

15. Unoraa Ha dopme TpeOyeTcs pasMeCTUTh HECKOIBKO CTPaHUIl, COJAEPKAIINX JaHHBIC U3
Pa3IMYHBIX UCTOYHUKOB, CITPABOYHYIO WJIM BCIIOMOTATENIbHYI0 HH(popMmaruto. [l 3 TOH 1emn MOKHO
HCIOJIb30BaTh HAOOP BKJIAJIOK.
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16. Coznaiite mycTyro ¢opmy.

17. Ins moGamneHus k ¢popMe HabOpa BKIAIOK IIECIKHUTE MO KHOMKEe Bkiaaka Ha manemu
MHCTPYMEHTOB DJieMeHThbI ynpasJjienus. CHavanga 700aBsSITCS TOJNBKO JIBE BKIAIKU C (POPMATBbHBIMU
nMeHaMu Briaaaka 1 u Bkiaaaka 2.

18. JlobGaBbTe ellie 0/IHY BKIAAKY.

19. Ilepeumenyiite SpabIYKK BKJIAJOK TaK, YTOOBI Ha HUX OTOOpakaluCh Ha3BaHUS JTAHHBIX,
KOTOpbIe OyyT B HUX pacnonararbes: CoTpyaHuku, Menemxepbl,IloMob.

20. Tlepetimure Ha BkiIaaKy COTPYAHHKH U TEpETANIUTE HA HEE MBINIKONW M3 0a3bl JaHHBIX
¢dopmy CoTpyaAHUKH.

21. AnanoruunbsiM 00pa3om nmomectute Gopmy MeHeaKkepbl HA BKJIAAKY MeHeaKepbl.

22. Ha Bxutagky [TomoIis moMecTUTE HEKOTOPBIE COBETHI IO padboTe ¢ 0a30il JaHHBIX.

23. Nannyro ¢popmy coxpanute ¢ umeHeM CoTpyaAHUKH (PUPMBI.

24. B Microsoft Access MOKHO c031aBaTh KHOMOYHbIE (hopMbl. OHH COIEpKAT TOJIBKO KHOTIKH
Y IIpeIHa3HaYeHbl JJIs1 BbIOOpa OCHOBHBIX JeHCTBUI B 0a3e JaHHbIX.

Jlyist co3nanusi KHOMTOYHOM (popMbI HEOOXOIMMO Ha BKIIJKe JICHTH PafdoTa ¢ 6a3aMu JaHHBIX
BbIOpaTh KOMaHy JlucneTyep KHOMOYHBIX (popMm.

25. Ecnu xHOmouyHOW QopMbl B 0a3e HaHHBIX HET, TO OyIeT BBIBEJCH 3allpoc Ha
noATBepkIeHue ee co3nanus. Haxmute Jla B 11anoroBoM okHe MOATBEPKACHHUS.

26. Ilepen Bamu nosiButcs Jlucneryep KHOMOYHBIX (popM, B KOTOPOM LIEJIIKHUTE IO KHOIIKE
Co3nars.

27. B nuanoroBom okae Co3mganme (puc. 10) BBeauTe MMs HOBOW KHOMOYHOW (OPMBI U
Haxmute OK.

r "

CosnaHne

MMA CTPaHkLb! KHONoYHOR GopMBl: | K |

@ [

Puc. 10. 3ananue nMeHN KHOMTOYHOM (POpMBI

28. VIms HOBOM KHOMOYHOH (hopMbl no6aBuTCA B ciMcok CTpaHUIbI KHOMOYHOMH ¢(opMbl
okHa Jlucmeryep KHOMOYHBIX ¢opm (puc. 11). Brinenute ums HOBOH KHOMOUYHOW (OPMBI U
HIENKHUTE 110 KHONKe M3MeHuTh.

Aucneryep KHONOYHED GODM

—

CrpaHnUsl KHono9HoM hopMen: | SaKpeiTh |

dnapra CosasTe. .. |

[ HEMeriTE.. . |

| Yaanmte |

| Mo yMonHarimo |

Puc. 11. lucneruep KHOMOYHBIX (HOpM
29.B nunanoroBom okHe M3MeHeHMe CTPAaHHMIbI KHOMOYHOW (OPMBI ILEIKHUTE MO KHOIIKE
Co3snate. [osiBuTcs nuanoroBoe okHo M3MeHeHue 3j1eMeHTa KHONOYHO# (opmbl (puc. 12).

MameneHue 3nemenTa KHONOYHOW SopMbl

TewoT: {CoTpyaHikm | ol |
: OTKPEITE GOPMY LNA WIMEHEHUA =
KomaHoa KDbITE (opmy 1 = =
[=]

DopMa: COTPYOHMKIA DIpME

Puc. 12. Co3nanue KHOMOK Ha Gopme
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30. B mosie TekeT BBeUTE TEKCT MOAMKUCH JIJIsl IEPBOM KHOMKHA KHOMOYHOU (OpPMBI, a 3aTemM
BEIOCpUTE KOMaHIy M3 pacKphiBaromierocs crnucka B moje Komanga. B mone ®@opma BeiOepute
bopMy, st KOTOPOI OyAET BHIMOIHATHCS TaHHAS KOMaH/a.

31. Aranoru4yabiM 00pazoM 106aBbTe kKHONKH KimenTsl, 3aka3sl, Boixos.

32. B nuanoroBom okHe /lucmerdep KHOMOYHBIX (pOPM BHIOCpUTE MMS Ballell KHOMOYHOMN
¢dopmbl 1 menkaute 1no kaonke Io ymoayanuio. Psgom ¢ Ha3BaHWEM KHONOYHOH (POPMBI TIOSIBUTCS
HaJUCh «(TI0 YMOJIYaHUIO)».

33. YToOBI 3aKOHUUTH CO3aHUE KHOTIOYHOM (POPMBI, IIEIKHHUTE 110 KHOMKE 3aKPbITh.

34. B pe3ynbTare J0JDKHA TOMYYUThCS opMa, TPEICTaBICHHAs Ha puC. 13.

CoTpyaHWKK

D K neHTBI
E] SakKasel
D Brixoa

Puc. 13. I'maBHas kHomouHas hopma

35. Hob6aBbTe B popMy KakoH-HHOYIb pUCYHOK.

36. Hns Toro 4roObl TiIaBHAsh KHOMOYHAs (opMa MOSBISIACH HA JKpaHe IPH 3aIrycKe
NPUIIOKEHUS, HeOOXOAMMO B TJIaBHOM MEHIO HaxaTh Ha KHonky Ilapamerpbl Access. J[ns Texyiueit
0a3bl TaHHBIX YCTAaHOBHUTE (POPMY MPOCMOTPA —KKHOMOYHAs (hopMay.

[Tokaxkute paboTy IpenojaBaTelnto.

IMopsoKk BHINOJTHEHHS

1. BBINOJIHUTE TPAKTUYECKOE 33/1aHUE

2.0TBETUTH Ha BOIIPOCHI ISl CAMOKOHTPOJIS

dopMa KOHTPOJISA

OreHka 3a BBIIIOJIHEHNE MPAKTUUECKOT0 3aaHMs], OLIEHKA 3a YCTHBIN OIpOC.
Bonpoce! 111 CaMOKOHTPOJIA

1. 15151 gero npenHa3zHaueHbl GOpMbI?

. ITouemy (opma sBIIsI€TCS HE3aMEHUMBIM CpeaCTBOM B B/[?

. C moMo1ipto 4ero MoKHO co37aBaTh POpPMBbI?

. Ha ocHOBe 1yero MoxHo co3niaBath (hopmbl?

. Kak co3gats kHOTIKY Ha Qopme?

. Kak M0OXHO pa3aMecTUTh HECKOJIBKO Ta0JIHUI] U 3alIPOCOB Ha 0JIHOM (hopme?
. Kak co3nate rimaBHyro kHOmouHyto popmy?

[\

N N D bW

Pexomenayemas iureparypa

1. Muxeea E.B. HMuHdopmaimoHHbIE TEXHOJOTUH B MPO(ECCHOHATBHONW NesITeIbHOCTH. Y4eOl.
nmocodue A7 CTyI. YUpexkaeHui cpea. npod. oopazoBanus. — 14-e usn., crep. — M.: Akagemus,
2016. — 384 c.

2. Muxeesa E.B. Ilpaktukym 10 UWH(GOPMALMOHHBIM TEXHOJOTUAM B NpOQecCHOHATHHOM
NEeATETLHOCTH Yueb. mocodue i CTyH. YupexkaeHuit cpea. mpod. obpazoBanus. — 15-¢ usm.,
crep. — M.: Akanemus, 2015. — 256 c.

3. T'pumiun B.H., Ilandunosa E.E.  «HpopmanmoHHble TEXHOJOTHMH B MpodecCHOHATbHON
nesitenbHoCTHY, MockBa, U/ «®opym», UHOPA-M, 2013r. —421c.

4. Hecrepos C.A. OcHoBbI HHGOPMaAIIMOHHOM Oe30macHocTH. YuebHoe nocodue. —Jlansb, 2016.

Hogoxwunos O.I1. Madopmatuka . Yuedbnuk 1 CIIO. — FOpaiit-M, 2016.

)]
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IIpakTnyeckas padora Ne 17.
Tema: Co3zganue oT4eToB B B MS Access H IOATOTOBKA 0TYETOB HA NNeYaTh.

Heaw 3austusi: CopMupoBaTh OCHOBBHI KOMIIBIOTEPHOH TPaMOTHOCTH UM HAaBBIKM PAaOOTHI C
CUCTeMaMH yIpaBiieHUs1 0a3aMu JaHHBIX. V3yunTh Ha3HaueHUE, BO3MOKHOCTH U chepbl IPUMEHEHUS
CYBJ (MS Access). Hayuntcs co3naBarh 0a3y JaHHBIX Ha MMOJb30BATEIBCKOM YPOBHE; MOJIH30BATHCSA
mabJoHaMu, MacTepamMH; CO3/1aBaTh 3alPOChl, OTYETHl U (POPMBI; UCKATh, 00pabaTHIBaTh U BbIJABATh
uHpOpMaIKIO B HY)KHOM BHIE U (popmaTe.

OcHalenue:

[Tepconanbnblii kommnberoTep, CYBJl Microsoft Access.

3ananmue.

Otuerhl mMpenHa3HaueHbl AJ1 BbIBOJAa HMH(OpMaNMKM Ha MeyaTh. YacTo JaHHBIE B HHUX
pacnonaratotrcs B TabnuyHoi Gopme. B oTiimume oT pacnedarok TaOJHIl WK 3alpOCOB OTYET JaeT
Ooree MIMPOKHE BO3MOXKHOCTH COPTUPOBKM M TPYNIUPOBKH JIaHHBIX, OH MPEIOCTaBISET
BO3MOXXHOCTh JIOOABJISATh WTOTOBBIC 3HAUCHUS, a TAKXKE MOSICHSIONINE HAJIUCH, KOJOHTHUTYIIHI,
HOMEpa CTPAHUI], CTUJIN U pa3InyHble rpaduueckre 3IeMEeHTHI.

Co3znaBaTh 0TUeTHI B 0a3€ JaHHBIX ACCEsS MOKHO HECKOJIBKHUMU CIIOCOOaMU:

1) c momoisio Macrepa 0T4eTOB;

2) Ha OCHOBE TAOJIUII WJIH 3aIIPOCOB;

3) B pexxume Konerpykropa.

1. B okHe 0a3pl JaHHBIX BBINOJIHUTE KOMAaHIy: BKJIagka JieHTHl Co3laHue —maHe b
HHCTPYMeHTOB OT4eThl — MacTep 0TYeTOB.

2. BriGepuTte u3 crivcka Tabnuiy (Wid 3ampoc), Kotopas OyJIeT UCI0JIb30BaHa KaK HCTOYHUK
JaHHBIX (HAIpUMeEp, 3anpoc AJlpeca KIUEHTOB).

3. B mnosBuBmemcs auanorobom okHe Co3ganue or4eroB (puc. 15) mepemecture Bce
JIOCTYIIHBIC 10JIsl B 00J1aCTh «BHIOPAHHbIE IIOJIS).

IZOAHWE OTHETIOE
BoibepiiTe Nons Ans oTYceTa.,

AonycxasTon SeiEop Heckomiskads Tabniiu (un S3anpocos.

Tabnissl 1 SSnpock!
SEnpoc: Aopecs KNMeEHTOS wr |

docT yrHole MRS BoiSparinsis nonRA

HassaHre LoMnaHti
Anpec

A |
I E

[ ome= ] e
Puc. 15. Mactep oT4eToB

4. C nomombio Macrepa oT4eToB co3naite otdyer JHm po:xknenusi. B xauecTtBe UCTOYHUKA
JaHHBIX UCTIONb3YyHTe Tabauy COTpyAHUKH.

5. Ecmu TtpeOyercss HamedaraTh IIOYTOBbIE HaKJICWKH, Access TMPEAOCTaBIsSeT TaKyrO
BO3MOXKHOCTh. [[1s1 aTorOo BBImEnMTE TaOnuily KiiMeHTBI W BBITIOJIHUTE KOMaHIY: BKJIQJKa JICHTHI
Co3nanne — na”enb nHCTpyMeHTOB OT4eThl — Hakiieiiku.

6. B mosiBuBIIEMCS 1MaTOrOBOM OKHE (puc. 16) ykaxkute pasmep HakJIeHKU, CUCTEMY €IMHUII,
TUIT HAKJIEWKN U HAXXMUTE KHOTIKY Jlaee.
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MacTep coapoaeT cTEHOaPTHEE M NoNS30SaTENLORME HaBRNena,

BplfepHTe pDasMep Harknemk.

Hcno no ropyUscoHTam

Kog Tosapa:

21 3
CZ244 F2mmx 72.mm 2 =
C2245 2495 mm x 186 mm 1
2353 110 mm X 196 mm I b

CcTeEMa egitH, THIT HaRneex

) Bpwraresan (&) METRMScoRaR & Ha avcTax O pynoirsic

DT MO MEroToSTEMO ! |Awery |
Hacrpolka, .,
[ OTmesa 5 Oanee =

Puc. 16. Jlnanorosoe okHo Co3maHue HaKISEK
Ha cnenyromem miare co3manusi oTdyeTra yCTaHOBUTE WIPUQPT, pa3Mep, LIBET TeKCTa U

Havyeptanue. Huxkmure kHonky daJiee.

8. BriOepute momsi, KoTopble OynyT pa3meriarbcs Ha Hakieike. Hampumep, Ha3panme
komnanuu, Anpec, Teaedgon. Eciu Ha kaxaoi Hakieiike TpeOyeTcsl BBIBECTH OINpeIeIeHHbINA TEKCT,
TO BBEJIUTE €r0 B MPOTOTUIT HAKJICHKH.

9. Ilpu HeoOxoauMOCTH HM3MEHUTE Ha3BaHHWE OTYETa C HAKJIEHKaMU M HaXMHTE KHOIKY
I'oToBo.

10. Muorna B otderax TpeOyeTcs BBIYUCIATH UTOTOBBIC 3HAYEHHS, CpeAHEE, MUHHUMAaIbHOE
WIM MaKCHUMaJbHOE 3HA4YeHMs, a Takke NpoueHThl. [[is sToro 3amyctute MacTtep 0T4eTOB U B
KaueCcTBE UCTOYHUKA JIAHHBIX yYKaxkuTe 3anpoc Cymma 3aka3sa.

11. B nmuanoroBom okHe Macrtepa, B KOTOPOM 3aJaeTcs MOPSAOK COPTHPOBKH 3amHCel,

Haxmure KHonKy Uroru (puc. 17).

EbIEEpHTE NORROORK CODTMPDOSEM M BhIYMCNEHMS, EpMOHAREMDbIE ONS Sarmce,

OonycRasToR CopDTHROSS SEMMOSEE Mo BOSDacTaHMES 111 TIe
YOEIBSHITHD , BROHDLSEDWER oo 3 Tonei,

N > | M0 BO3PECTaHID

=

| CTHEHS | |_ = Hasan “ Odanese = ] | ToTosa

Puc. 17. BeruncieHue UTOrOBBIX 3HAUCHUH B OTUETAX

11. B nquanoroBom oxHe Urorm (puc. 18) must noneit Cymma u Hajsor ycraHoBure ¢iaxku B
cTos01e sum, YToObI MOCUUTATh UTOTOBYIO cymmy. Puc. 18.

LTorn
HKaKkMe MTOoroBbIE SHEYEHMA HEOGNOAMMO ELINHMCIMTE?
Sum_avo_tan_tax
Cyrrma | [ [
MokasaTe
Hanor loll|  [lal| [
e 3 I I (O] ASHHEIS 1M MTOr
) TONbKOo MTorA

| EBel4McniaTe NpousHTEl

Puc. 18. Boruniciienue UTOroBbIX 3Ha4YaHUM CyMMBbI
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13. Janee BoinmoaHUTE Bee maru Macrepa u HaxMUTe KHOTIKY I'oToBo.

14. Co3pnaiite oTuer JIHM posKaeHHs, UCIIOIbB3Ysl B KAUECTBE UCTOUYHUKA JAHHBIX 3arpoc JIHu
POXKIeHUSA.

15. CocraBbTe OoT4eT BbINOJIHEHHBIE 3aKa3bl, B KOTOPOM OyayT JaHHBIE O KOMIAHUH U
CyMMe 3aKa3a. Beluuciure UTOroByIo CymMMy, cpejiHee 3HaueHue (Avg) U MaKCUMAIIbHYIO CYMMY JIJIs
Kax/10i pupmsbl.

16. ITokaxxute paboOTy MpenoIaBaTeto.

Iopsaok BbINOJIHEHUS

1. BBINOJIHUTE IPAKTUYECKOE 3a/1aHHE

2.OTBETUTH HA BOIPOCHI JIJIs1 CAMOKOHTPOJISI

®opmMa KOHTPOJIS

OreHka 3a BBINIOJIHEHUE MPAKTHYECKOTO 3aaHMs], OLIEHKA 32 YCTHBIN OIpPOC.

Bomnpoce! 1151 caMOKOHTPOJIsA

1. Jly1s1 yero npeaHa3HAYEeHbl OTYETHI?

2. Kakue criocoOsl co3ganusi 0TYETOB BbI 3HaeTe?

3. Kak B oT4eTax MOXHO OCYUTATh UTOTOBBIC 3HAYCHUS?

4. Kakuie UTOrOBbI€ 3HAUCHUSI MOYKHO IMOCYUTATh B OTYETAX?

5. Kak B Access Harnieyatath OYTOBBIE HAKIICHKN?

Pexomenayemasi ureparypa

1. MuxeeBa E.B. MuHdopmanuoHHble TEXHOJIOTUH B MNPO(ECCHOHANBHOM JAedaTeIbHOCTH. Y4eO.
mocoOue s CTY/. YUPEKIACHHH cpe. nmpod. odpasoBanus. — 14-e uzn., crep. — M.: Akanemus,
2016. — 384 c.

2. Muxeesa E.B. Ilpaktukym 1o uWH(OpPMALMOHHBIM TEXHOJIOTUAM B HPOPECCHOHATBHON
NesITeNbHOCTH Yueb. nmocobue Juisl CTyA. YUpexaeHui cpea. npod. obpasosanus. — 15-e usn.,
crep. — M.: Akanemus, 2015. — 256 c.

3. I'pummn B.H., Ilan¢unoBa E.E. «MHpopmannoHHbIE TEXHOJIOIMH B MpO(hecCHOHATIBHON
nesitebHOCTHY, MockBa, U/ «Dopym», UHDOPA-M, 2013r. —421c.

4. Hectepos C.A. OcHoBbI HH(OpMAIIMOHHOM Oe30omacHocTH. YuyeOHoe nocobue. —Jlanp, 2016.

5. HogoxunoB O.I1. Uadopmaruka . Yueonuk mis CI10. — FOpaiit-M, 2016.

6. OumumonoBa E.B. MHdopmanMoHHbIE TEXHOJOIMHM B MNPO(PECCHOHATBHOM IeATEIbHOCTH
(CIIO):yuebHnuk / - KuoPyc, 2017

7. XnebnukoB A.A. MHnpopmanronHblie TexHosoruu: yueouuk /— KuoPyc, 2015.

Pasnen 4. Undopmannonno-npaBoBoe odecrnedenne npogeccuoHaIbHOM 1eATeJTbHOCTH.

Tema 4.1. Texnonornu padorsl B CIIC «KoncyastantlLirocy», «['apanT»
IIpakTnyeckas padora Ne 18.

Tema: OcHoBubie npuHIuNbI padorsl B CIIC Koncyasrantllmoc. Pabora co cnuckom
HaﬁHeHHle AOKYMCHTOB.

Heasb 3anatusi: CHopMUpPOBaTH OCHOBBI KOMITBIOTEPHOH TI'pPaMOTHOCTH U HAaBBIKM Pa0OTHI CO
CIIpaBOYHO-IIpaBOBbIMU cucTteMamu «KoHncynbrantllirocy, «I'apanT»

OcHamenne:

ITepconanbublii komnerotep, CIIC «Koncynprantlmtoc», «I'apanT.

3aganuda:

1. 3arpy3ute CIIC «KoncynpranT [Imrocy.
2. 3amycture TeKCcToBBIN penakTop MS Word.
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3.B TekcToBOM pemakTope Cco3daiTe HOBBIM JMOKYMEHT «Pe3ymbrarbl paOoThly JUIsl 3alucu
pesyabsTaToB padoTsl B CIIC.

4.1IpousBeaure nouck nokymMeHTOB B CIIC «Koncynprant Ilmroc» M pe3ynbraTel IoOHCKa
3adukcupyiite B ToKyMeHTe «Pe3ynbraTel paboThl» TEKCTOBOTO PEIAKTOPA.

5. Coxpanure TeKCTOBBIH (hailn «Pe3ynbTaTel paboThD» B CBOCH MaIlKe.

3aoanue 1. Tlouck cnpaBouHoil MHpoOpManuu. HalTH HalIOroBbIE€ CTAaBKU MO HAJIOTy Ha JIOXOJIbI
(U3NIECKUX JTUII.

Iopaook noucka:

nepen nouckom gokymenta B CIIC ycraHoBuTe Kypcop Ha MEpBOM CTPOKE TEKCTOBOTO JOKYMEHTa
«Pe3ynbTaThl paboThD); HAXOCh B pazjenie ‘“3aKOHOJATEILCTBO BBIOEpHUTE Kopemok Cnpasouhas
ungopmayus; HalIUTe U OTKpOTE pyOpHuKy «Cmasku Hano208 u opyeux 06sa3amenvHulX naamedicetl,
VCMAHOBNIEHHBIX (hedepanbHbiM 3aKOHOOAMENbCIBOM:

Bl Kaproua noucka} Bl Npasosoi Hasurarop hl Crpasoyran whdoprauma l hl HoBoc’ruuoﬁeopbl] I'IanKul £} 3aknat1|<u| Mc'ropu;l}

MPOLEHTHBIE CTABKN

[poueHTHAA CTAEKA pedMHAHCMPOEAHMA (y4eTHAA cTaeka) LIE PO
[pouerTHaa cTaeka no OMCS P&

PACYETHBIE MHONKATOPbI

HMuneke vadnaumm (wHnekc-nedinatop, MPKI)

M eks NOTREBMTENECKMY LEH

MUHUMANEHEIR pasmep onnaTel Tpyaa & PO

MHUMANEHELR pazmep neHCHM B P&

[p 03MTOMHEL MUHAM I

CpenHewecaudan 3apafioTHas nnata e PO

Hopmel BEOZMELLEHWA KOMEHLMPOED4HEL PACKOLOE

CTOMMOCTE MANOLEHHER M BEICTYOMZHALIMBAHILIMXCA NPEAMETOE

HANOTN N APYTWE OBA3ATENBHBIE MNMNATEXN

LTaBKM HANOroB W Ay 0bAzaTeNbHE NNaTexel, YCTaH0ENEHHEE denepancHeiM 3aKIH0A2TENbETEOM
Hanoru v apyrue ofazaTensHele nnaTesm, AERCTEYHILME B OTAENEHE pervoHax Poccuickold Penepaumu
[lEHH, BILICKMBAEMEIE B CRYYAE 330EMHKH YINATE HANOMOE

AOPECHO-PEKBU3NTHAA NHSOPMALIMA

Puc.1.
OTKpo#Te JAOKyMeHT "HajoroBble cTaBKM IO HaJlory Ha JOXoJbl (uznueckux juin B Poccuiickoit
Oeneparun";
CKOMUPYHTE B TEKCTOBBIN (ailn «Pe3ynbTaTel paboThD» JEMCTBYIOIIME CTaBKM HAjora Ha JOXOJbI
(u3NYECKUX JIUL, B3bIMAEMOTO:
- C BBIMIPBIIIEM W NPHU30B, MOJYYAEMBIX B IPOBOJUMBIX KOHKYpCaxX, WIpax WU JApPYTUX
MEPONPUATHSIX. . .}
- C IIPOILICHTHBIX JJOXOJI0B MO BKJIaJaM B OaHKax.
Jlns KONMUPOBaHMS BbIIEIUTE (QPAarMEHT TEKCTa JIEBOM KHOMKOM MBIIIM M HaXKMUTE KHOIMKY
Konuposamv ¢ MS Word B nanenu uactpyMeHTOB «Koucynbrant [Tmtocy.
3aoanue 2. Tlouck cnpaBounoil uHpopmanmu. Haiitu B rpynne “IIPOLIEHTHBIE CTABKW”
MpOLEHTHbIE cTaBku pepuHaHcupoBanuss b P®. CkonupoBarh [AeHCTBYIONIYIO CTaBKY
pepunHancupoBanus B ¢ailn «Pe3ynbraTsl paboTh».
3aoanue 3. Ilouck crnpaBouHoil uHpopmanuu. Haittu B rpynne “PACUHETHBIE MH/IUKATOPLI”
HOPMBI  BO3MEILEHUS KOMaHAMPOBOUYHBIX pacxofoB. CkomupoBaTh JEHCTBYIOIIME HOPMBI
KOMaHJAUPOBOYHBIX pacXxoJ0B B (ailn «Pe3ynbraTsl paboThI».

3aoanue 4. HaillTu [OKyMEHTbHI, NOCTYNMBIIME B CHUCTEMY C TIOCIEIHUM IONOJHEHHEM. HMXx
KOJMYECTBO M JaTy IOCJIEIHEro IMOMOJHEHUS 3a(UKCHUPOBaTh B TEKCTOBOM (aiine «Pe3ynbTarhl
paboTh».

Ilopaook noucka:

ouucmume Kapmouky noucka, ecnu 370 He00X0IUMO;

JBaKIbI IIEIKHUTE Ha noie Kozoa nonyuen,Haxonsch B cioBape noist Koeda nonyyen, HXMUTE Ha
KjaBuatype kinasuily [End] ans mepexona K mociieHel CTpoke - JgaTe MOCJIETHEro MOIMOJIHEHUS;
BbIOEpUTE J1aTy MOCJIETHEro IOMOJHEHUsS; HaXMHUTE KHOIKY Bwuiopams, 3aduxcupyite naty
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MOCJIEHETO MOMOJHEHUs 0a3bl JAHHBIX U KOJIMYECTBO HaWJICHHBIX TOKYMEHTOB B (haiiie «Pe3ynabTaThl
paboThI» TEKCTOBOTO peIaKTOpa.

3aoanue 5. Co3mare manky ¢ umeHeM «MHDopmanmoHnHas 0€30MacHOCTH», BKIIOYMB B HEe
TOKyMEHTHI, TpuHsATbie B 2012 . U comepkamue B TEKCTe ciioBocouetanue «HHpopmarmonHas
0€30MacHOCTbY.

Ilopaook noucka:

Haxozmsch B mporpamme «Koncymbrant Ilmroc: 3akoHomatrenscTBO», BbIOepuUTe BKIAIKy [lanku.
[lepen BaMu — OKHO CO CLIMCKOM MMEIOIIUXCSI MAaIOK;

co3naiite cBoro rpymmy namok. st 3Toro Bocnosb3yiTech kHonkoi Cozdamw, BeiOepute «l 'pynimmy
ManoK» M B KaUeCTBE UMEHU I'PyIIbl HAOEpUTE Ha KJIIaBUAType HOMED Balllel rPpyIIbl Wi (paMHUIIHUIO.
B cBoeii mamke cozgaiite manky JOKyYMEHTOB ¢ HasBaHueM «HWHpopmannoHHas 0€301acHOCTBY
(Cozoamw/llanxy dokymenmos) (puc.2);

Al KapTouka nnMcKa] E' MNpaeosoi Hasura’mp} hl CrpagoyHan MHq:anaLlM;l] &l HosocTi 1 ofzops! Manku ] JFi] 3amaﬂ.xu| M:‘rnpuq]

MmaA nankd OTRpbTE |

B8 NokymenTsl Ha kouTpone (0)

1 MocnedHue MEMBHEHNA B AOKYMEHTAX HA KoHTpane (0) -_Enaua'rn -
Manku nonezoearens
%acﬁpwus AT ===
i WoHHEA bezonacHocTe ()

Yaanme

[ Whihopmauma o nanke

Puc.2.
nepeiaute B Kapmouxy noucka,ounctute Kapmouky noucka, €ciav 3T0 He00X01uMO;
B noJie [Jlama npunamus 3agaite quana3zon gat «C 01.01.2012 mo 31.12.2012»;
B mnosie Texcm OoKymeHma 3afaiiTe MOUCKOBOE BbIpakeHue «MHdopmarmonHas 0e30macHOCTHY;
HAOXMHUTE KHOMKY [locmpoums cnucok nans (OPMHUPOBaHHUS CIHUCKA JOKYMEHTOB;3a(UKCHpYWTE
KOJIMYECTBO HAWJIEHHBIX JOKYMEHTOB B TEKCTOBOM (ailne «Pe3ynbrarhl pabOThl»; NOMETHTE BCE
JOKYMEHTHI B crlucke (MeHo [Ipasxa/llomemums éce wnu knaBuiiei [Insert] unmm HakaTMeM Ha
JIOTIOJIHUTENBHON IU(POBON KiIaBUAType Ha «+») U HaXKMHUTE KHONKY 3anecmu 6 nanky uinu F5; B
OTKpBIBIIEMCS OKHE YCTaHOBUTE Kypcop Ha CTpoke ¢ Ha3BaHueMm manku «WHdopmanmronHas
0€30MacHOCTb» U HAXXMHTE KHOMKY 3anecmu. B pe3ynbrare JOKYMEHTHI U3 CIHUCKa OYyT 3aHECEHBI B
nanky c¢ Ha3BaHueMm «MHbopMaiimonHast 6€30MacHOCThY;
Buumanue! OOpatute BHUMaHUE, YTO B TPYIIIE MANOK HEIb3s COXPAHITH JOKYMEHTHI!

3adanue 6. B cBoeli manke co3/aTh Manky ¢ MMeHeM «BpIaTa KOMIIEHCalHi» U BKIIOUYUTH B HEe
JNOKYMEHThI, mpuHsATble B 2012 1. m conepxame B TEKCTE CIIOBOcodYeTaHue «Bpimiara
KOMITEHcaIui». 3apuKcupyiTe KOIMYECTBO HAIEHHBIX JOKYMEHTOB B (haiine «Pe3ynbTaTsl paboTh»
TEKCTOBOT'O pPEAAKTOpa.

IHopsinok BHINOJIHEHUS

1. BBINOJTHUTE IPAKTUYECKOE 3a/1aHNE

2.OTBETUTH HA BONPOCHI 151 CAMOKOHTPOJIS

DopMa KOHTPOJIA

OreHka 3a BBINOJIHEHUE TPAKTUYECKOTO 3aJaHNUs.

JleMoHCTpanusi NPAKTHYECKHX HABBIKOB.

1. Tlouck cnpaBoyHON MHPOPMALIUH.

2. Ilonck 1OKyMEHTOB, HOCTYNHBIINX B CUCTEMY C MOCJIEIHUM MOMOIHEHHEM.
Pexomenayemas iureparypa

1. Muxeea E.B. HMHdopmanmoHHbIE TEXHOJOTMU B MPO(ECCHOHAIBHOU JeATeNbHOCTH. YueO.

nocobue sl CTyA. YUpeKIeHur cpel. mpod. oopazoBanus. — 14-e usn., crep. — M.: Akaaemus,
2016. — 384 c.
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2. Muxeea E.B. Ilpaktukym mo wuH(OPMAIMOHHBIM TEXHOJOTHSIM B TpodecCHOHaTLHOM
NEeATEILHOCTH Yueb. mocodue i CTyH. YUPEeKACHHH cperd. mpod. oOpazoBaHus. — 15-¢ usm.,
crep. — M.: Akanemus, 2015. — 256 c.

Humepnem-pecypcol:

1.  www.edu/rt/modules.php - xaramor oOpa3oBarenbHbIX VHTEpHET-pECypcoB: y4eOHO-
METOAMYECKHE TOCOOUs
2. http://nsk.fio.ru/works/informatics-nsk/ - MeTogudyeckrue peKoMeHIAIMU 110 000PYA0BAHHUIO
Y MCTIOJIb30BaHMIO KaOMHeTa MHPOPMATHKH, MPETo1aBaHue HH()OPMATHKH
http://www.phis.org.ru/informatica/ - caitit Uudopmarnka
4.  http://www.ctc.msiu.ru/ - 3JIeKTpOHHBIA Y4eOHHK 10 WH(POpPMATUKE U HH(OPMAIIMOHHBIM
TEXHOJIOT UM
http://www.km.ru/ - sHIIMKITOTIE TVST

[98)

hd

IIpakTnyeckas padora Ne 19.
Tema: Pa6ora ¢ popmamu nmouck nmo Heckoabkum b/1.
Heap 3ansatusi: ChopMUpoBaTh OCHOBBI KOMIIBIOTEPHOM T'PAMOTHOCTH W HAaBBIKM PabOTHI CO
CIpaBOYHO-IIPaBoBeIMU cucTeMamu «Koncynbrantllnmoc», «I'apanT»
OcHauienue:
[lepconanbubiii komneroTep, CIIC «KoncynpranTlIntocy, «["apanTy.

3ananus:

3aoanue 1. Tlouck no pexBuzutram: «Homep», «Bun noxymenra», «l[IpussBmmii oprany,
«Homep B Munrocre»

Bri0op 3HaueHuit B cnoBapsx noiei «Homep», «Bua nokymenta», «IlpunsBumuili oprany,
«Homep B MuHIOCTE» MPOU3BOAUTCS 10 OJHOMY aJIrOpPUTMY. YCTaHOBUB KypCOp Ha IOJie, CIETYET
HauaThb HaOuparh TpeOyemoe 3HaueHUe. ABTOMATHYECKH OTKPOETCS CJIOBapb, /€ B IOUCKOBOMH
CTpOKE MOosBATCA HaOpaHHbIE CUMBOJIBL. [Ipyn Habope KakJ10ro MocaeAyolero CHMBOJa BCTPOESHHBIH
cioBapb mosis (GuiabTp OyJIeT OCTaBJIATH B CIIOBape TOJBKO T€ 3HAYEHUs, KOTOPbIE COOTBETCTBYIOT
HaOpaHHOMY B TOMCKOBOM CTpoke ¢parMeHTy. B 3aBucuMocTH OT BBIOPAaHHOIO YCJIOBUS JEHCTBUS
¢ubTpa (OHO yKa3aHO CHpaBa OT MOMCKOBOM CTPOKH) OCTaHYTCs T€ 3HAYCHMsI, KOTOPbIE HAUMHAIOTCS
¢ 3amaHHoro ¢parmenra, Jub0O Te, B KOTOpble (pparMeHT BXOAUT JHOOBIM oOpazoM. TpebGyemoe
3HaYeHWe HaOupaTh B IMOMCKOBOM CTpPOKE MOJHOCTHIO HEOOS3aTEeNbHO: KaK TOJBKO B CJIOBape
OCTAHETCS] HEMHOI'O0 3HAYE€HHM, MOKHO BHU3YaJbHO HAWTH HYKHOE M OTMETHThH €r0 rajoukou. Ecmm
HaOpaHO 3HaYeHHEe, KOTOPOro HET B CJIOBApe, TO OHO B CTPOKE MOUCKA U3MEHUTCS Ha KPAcHbIH IBET.
Eciu HOMep CHOXHBIM M COAEPKUT CUMBOJIBI (/,(@ W mpouee), TO ObIBaeT yJOOHO YCTaHOBHTH
ycioBue aAeicTBUs GuibTpa «JIr000e BXOXAEHUE » U 33J1aTh TOJbKO (pparMeHT HOMepa.

C mnomompro knaBumu «BackSpace» MOXHO ynanuTh HEBEPHO HAOpaHHBIA CHUMBOIL
I10JIHOCTBIO OUMCTUTH MOUCKOBYIO CTPOKY MOYKHO C IIOMOILBIO KHOIKH, PAacIOJIOKEHHOHN CIpaBa OT
MIOMCKOBOW CTpOKU. Eciau B mosie Hajo 3aHECTH TOJIBKO OJIHO 3HAu€HHUE, JOCTaTOYHO B CJIOBape
YCTAaHOBUTH Ha HETO KypCOp M HaXaTb KHOIIKY , PACIIOJIOKEHHYIO B HIKHEW 4acTH OKHa MOJs, 100
HaxaTh KiaBuiry «Entery.

CrnoBapp nons «IIpuHsaBIIMI opraH» OTJIMYAETCs OT clloBapel Ipyrux nosiei. CioBapb UMeeT
JIBE€ KOJIOHKHU. B mpaBoii mpeicTaBiIeHbl MOTHbIE HA3BaHUS OPraHOB, IPUHABIIUX JOKYMEHT. B meBoi
NPEJCTaBICHbl UX OOLICTPUHATHIE COKpalleHHss M abOpeBuartypbl. B NOHCKOBOW CTpOKE MOXKHO
3aJ1aBaTh JII0OON BapHaHT.

3aoanue 2. Ilonck 1o Ha3BaHMIO TOKyMEHTa

[Tone «Ha3Banume JOKyMeHTa» COJEPXKUT Tpu BKIAAKU: «OCHOBHON  MOMCKY,
«Pacmupennsbiii mouck», u «llouck co ciaoBapem». BOJBIIMHCTBO MOMCKOBBIX 3aad MOXKHO
pemnth, ucnoas3dys ul074 Bxnanky «OcHOBHOH mouck». B 3Tom ciydae cuctema cama mojdeper
HEOO0XO/IMMBIE TMapaMeTphl IMOKMCKa, OOEeCIeYMBAIOIINE ONTUMAIBHBIM pe3ynbTaT. 3ampoc B ITOH
BKJIaJIKE MOKET COCTOSITh U3 OJJHOTO MJIM HECKOJIBKUX CIIOB, LU(P, 1aT, HOMEPOB U T. 1., BBEIEHHBIX
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yepe3 npolen. YcTaHOBHB Kypcop Ha moje «Ha3BaHue nokymeHTa», MpOCTO HAOMpaeM OJHO WIIU
HECKOJIBKO CJIOB WM 1ienyto gpasdy. B pesdynbrare nmoucka OyAayT HaleHbl JOKYMEHTBI, B Ha3BaHMSIX
KOTOPBIX COJIEPIKATCS BCE 3TU CJIOBA (MPUYEM B TFOOOM MOPSJIKE U C JIFOOBIMH OKOHYAHUSIMU ).

Ecnu Ha3BaHuWe [OKyMEHTa H3BECTHO TOJBKO NPUOIM3UTENIbHO, YKa3bIBAIOTCS TE€ CJIOBA,
KOTOpBIE OTpPaXKatoT €ro CyTb U TOYHO B HEM IPUCYTCTBYIOT. [[s1 mocTpoeHust 0ojee CI0KHBIX
3aMpoCcoOB MOXHO HMCIOJb30BaTh JIOTUYECKUE ycloBUs (Ipoben Mexay cioBamu B none «HasBanue
JOKYMEHTa» MHTEpIpETUpyeTcss Kak Jjormdyeckoe ycioBue M) u 3axiiroyaTh 4acTd IOMCKOBOI'O
BBIPQXEHUS B CKOOKU JIJISl ONIPEITICHUS] OYEPETHOCTH BBIIIOJHEHUS AEUCTBUN JJOTHUYECKHUX YCIOBH, a
TaK)K€ BOCIOJIb30BaThCSl CIHELMAIbHBIMM HAaCTPOMKaMM B paciIMpeHHOM moucke. Ilo ymonuaHuto
BBEJICHHBIE cJoBa OyayT HaiiieHbl BO BceX (hopMax COIIacHO MpaBHJIaM PYCCKOTO si3blka. UTOOBI
MIPOBECTU MOUCK TOJBKO IO OAHOM OIpeaesieHHON (opMe CII0Ba, HYKHO 3aKJIIOYUTH €r0 B JBOHHBIE
KaBbIukd. Hampumep, eciu BBeCTH B MOUCKOBYIO cTpoKy 3HaueHue «HAJIOI», To OymyT HaliaeHbI
TOJIBKO JIOKYMEHTBI, B Ha3zBaHuU KoTopbiXx cioBo HAJIOI' BcTtpeuaercs He MeHee OJHOrO pas3a B
MMEHUTEJIbHOM TMaJieke eIMHCTBEHHOro yucia. CrnoBa Ui MOUCKA CIIEJYeT BBOJIUTH IOJTHOCTBIO.
Hanpumep, JIOT'OBOP KYIUIM-ITIPOJAXH, MATEPUHCKUN KAIIATAJL u t. n. Taxoke
BO3MOXKEH IMOMCK IO Hayally CJIOBa, HO B 3TOM Clly4ae 00s3aTeNIbHO CIIEAYeT UCIOIb30BaTh CUMBOJI
«*», wampumep, bYX* VUET*. Bwmecro momHbIX Ha3BaHUI TEPMHHOB MOXHO 33JaBaTb WX
oOmienpuHAThIE cokpaiieHuss u adbOpeBuatypsl, Hanpumep, ECH, 3APIIJIATA. Cucrema Haiinet
JIOKYMEHTBI, B HA3BaHUU KOTOPBIX BCTPEUAIOTCS KaK IOJIHbIE HA3BaHUS COOTBETCTBYIOIIUX TEPMUHOB,
TaK ¥ UX COKpaleHus uin abopesuatypsl. Cucrema npoBeput opdorpaduto HabpaHHBIX CIOB U MPH
HEOOXOIMMOCTH BBIJACT coobmenne o0 omuoOke. PacmmpeHHBIH TMOMCK HMCIONB3YeTCS B PEIKHX
Clly4asix ¥ IMO3BOJSIET BPYYHYIO HACTpauWBaTh MapaMeTphl MOWCKA B COOTBETCTBUU CO CHEHU(DUKOI
3anpoca. Ha Bxnanke «PacmiMpeHHBI NOMCK» HMMEETCS TpU TPYMNIbl HACTPOEK: OAHA Ipymna
MO3BOJISIET PETYJIUPOBATh OJM30CThH CJOB, APYyTas MO3BOJISIET MOAKIIOUAThH (OTKIIOYATh) MOUCK (HopM
CJIOB, TPEThSl MO3BOJISET OTKIIOYUTH (IIOJKIIIOUUTH) OT IOMCKA CIIOBapb cokpaiieHuil («OcHOBHOM
nouck», «Pacmmpennsiii nouck», u «Ilouck co ciaoBapem»).

Jnist BBIOOpA yCIOBHS OIM30CTH CIIOB UMEIOTCS TOJIBKO HACTPOMKH:

l.  Kak CJIOBOCOYETaHHE;

2. B IIpeaenax Ha3BaHMS.

3aoanue 3. 1lonck 1o nate NpuHATHS TOKyMEHTa

[Tone «Jlata» umeer nBe Bkiaaku — «CnoBaps» U «Jluamazon». Bximanka «CrmoBapby
UCIIOJIb3YETCS, €CIM TOYHO M3BECTHA MPHUHATHS NoKyMeHTa. HyXHyro naTty crienyer 3aaarb ¢
KJIaBUATypbl, HO 0e3 Habopa pa3lenuTeNbHbIX TOYeK. Eciau ke NpUHATHS JOKyMEHTa H3BECTHa
IIPUMEPHO, TO CJIELYET BOCIOJIb30BAThCA BKJIAAKOM «JlMama3oH», B KOTOPOM 3a1aeTcsi BPEMEHHOU
nepuon: Touno, C...1o..., Panbme, [To3xe. JlaTbl MOXKHO 3a7aBaTh C KJIaBUATYphl (pa3/ieiaUTeNbHbIe
TOYKM HE HaOMpAIOTCS) WIM K€ BOCIOJIB30BATHCS BCTPOCHHBIM KajeHJapeM. Ecnu ucnosib3yercs
BCTPOEHHBIN KalleHAaph, TO HaJl0 UMETh B BUAY cienytomiee. [Ipu Bxosie BO BCTpOEHHBIN KalleHAaph
nojcBeunBaeTcs Tekymas . [Ipu aTom, ecnu TeKymMM MeECSLEM SBISIETCS, HAIlPUMED, allpellb, TO B
PACKpBITOM KaJIeHJape MPUCYTCTBYIOT Jiniib yucia oT 1 1o 30. Takum obpazom, eciau HEOOXO0IUMO,
Hampumep, BeIOpaTh Aaty 31 Mas, TO CHayaja HYXKHO 3aJaThb MecAll Maif, (Torza B KajJeHJape
nosiButcst ¥ 31 uymcio), a 3ateM BbIOpath uucio 31. B psjge ciydyaeB HauMHATH TMPHUAETCS J1aXKe C
BbIOOpa roja: Harnpumep, eciau Tpedyercst BeIOpath Aaty 29 ¢espans 2004 roxa. Takum obpazom, npu
UCIIOJIb30BAaHUU BCTPOEHHOTO KalleHJaps HauOosiee MpaBWIBHBIM MOPSAKOM JeHcTBUIl Oyner
CIIENYIOIIMN: CHavaja 3ajaeTcsa roji, 3aTeM Mecdll U, HakoHel, AcHb. B moine «/lata B MuHrocte»
cinenyeT oOpaTuTh BHHMMaHHWEe Ha 3HadeHue Ha Bkiangke «CroBape»: «BCE AKTBHI, KPOME
3APETICTPUPOBAHHBIX B MUHIOCTE». BpiOpaB B yka3aHHOM IOJ€ 3Hau€HHE, IOIy4YUM
CIHUCOK JIOKyMEHTOB, HE HaIlpaBJISIBIIMXCS Ha perucrpaiuio B MunucrepctBo toctuuuu PO, mubdo
HaNpaBJSIBIIMXCSA, HO HE MPOIIEAIINX dTy perucrpaunuio, iub6o ul087 mnpu3HaHHBIX He
HYKJAIOUIMMUCS B TAKOBOM.

3aoanue 4. Ilouck TOKYMEHTOB 110 IPUOIU3UTEIBHBIM JJAHHBIM.

Ecnu pekBU3UTBHI MCKOMOTO JOKYMEHTa HEM3BECTHBI WJIM W3BECTHBI NMPHOIM3UTENBHO, TO
OCHOBHBIM CPEJCTBOM TMOHUCKa siBisieTcs mnoje «TekcT JoKyMeHTay, rie cielyeT 3ajaTh CJIoBa WM
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(bpasbl, KOTOPbIE TOJIKHBI BCTPEYATHCS B TEKCTE 3TOr0 JOKyMeHTa. Eciin 3ampocy ¢ Mcnosib30BaHHEM
JAHHOTO IIOJI YJOBJIETBOPSET MHOIO JOKYMEHTOB, TO CIEAYeT €ro yTOYHHUTb, HCIOJb3YyS, B
3aBHCUMOCTH OT MMeronleiics nudopmarmu, noss «Bug nokymentay, «Ipunsasmmii oprany, «Jlatay.
IIpu 5TOM, B NEPBBIX ABYX NOJAX NPUXOAUTCS, KAK IPABHIIO, 331aBaTh HECKOJIBKO BO3MOXKHBIX
3HaYeHui, coeauussa ux ycinosueM WJIN, a B none «/laTta» 3amaBaTe auamna3oH at. B psane ciyyaes
IUI yTOYHEHMS 3ampoca ucnoibsyercs none «Temaruka». Kak u B none «Ha3zpanue nokymeHTa», B
nosie «TekecT JOKyMeHTa» UMeeTcsl TpU BKIaIKkU: «OCHOBHOHM MOUCK», «PacmMpeHHBIH TOUCK» U
«IIouck co cimoBapem». IIpu 3TOM cocTaBiIeHHE NOUCKOBBIX BBIPAKCHHWM IIOYTH aHAJIOTMYHBI TOMY,
KaK 3TO JejlaeTcsi B Takol ke Bkianke nois «HasBanue noxkymenta». CylliecTBEHHOE OTJIMYME
COCTOUT B CIIEAYIOIIEM: €CJIM 337aTh HECKOJIBKO CJIOB uepe3 npobel1, To OyAyT HailieHbl TOKYMEHTHI,
B TEKCTaX KOTOPBIX BCTPEUAIOTCS BCE 3a/laHHBIE CJIOBA, HO HAa OrPAHUYEHHOM PACCTOSIHUM APYT OT
npyra. T.e. mpoben umeeT cMbich Jiorudeckoro oneparopa PAJIOM. Ilockonbky cucrema oTOupaet
JOKYMEHTBI, B TEKCTaX KOTOPBIX BCTPEUAIOTCS BCE 3a/JaHHBIE TaKUM OOpa3oM CIIOBa, TO TPH
IIOCTPOCHUM IOUCKOBBIX BBIPAXKEHUH clielyeT BbIOUpATh T€ CIIOBA, KOTOpPbIE HABEpPHSKA JIOJIKHbI
cogepkatbcsi B Tekcre. Cremyer wusberaTh UIMHHBIX (pa3: B OTOM cClydyae YBEITHMYMBACTCA
BEPOSATHOCTH TOTO, YTO OJTHO U3 CJIOB TaKoW (hpa3bl MOKET OTCYTCTBOBATh B TEKCTE JOKyMeHTa. Kak u
B Clly4ae IIOMCKa 10 Ha3BaHUIO JOKYMEHTA, [10 YMOJIYaHWIO BBEACHHBIE clioBa OyayT HalJEeHBI BO
Bcex (opMax COIJIaCHO MpaBWJIaM pYycCKOro ssblka. Hampumep, ecnu B mose 3axaTh CJIOBO
[IOIIJIMHA, To B Tekcrax HaWJEHHBIX JOKYMEeHTOB mnoMumo ciosa I[IOIIJIMHA wmoryr
conepxkarbcst popmsl TTOIIJIMHBI, TIONIIMHOM, TIOIIJIMHE u np. YroGsl IPOBECTH MOUCK
TOJIBKO TIO OJTHOM ompeneneHHo Gopme cioBa, ero ul085 HyXHO 3aKIIFOUUTH B JBOMHBIC KaBBIUKH.
Hanpumep, ecnu BBecTr B MOUCKOBYIO CcTpoKy 3HaueHue «[IOHIIJIMHA, To 6yayT HallieHbl TOJIBKO
JOKYMEHTBI, B TekcTax KoTopbix ciioBo I[IOIIIJIMHA Bcrpewaercs B HMMEHHUTEIBHOM MAJEKe
€IMHCTBEHHOI'O 4uCJla HE MeHee OonHoro pasa. CioBa s IOUCKA CIEAYeT BBOIUTH IIOJHOCTBIO,
nanpumep: YUEBHBIU OTITYCK; ABAHCOBBIE ITJIATEXU u 1. 11. Takke BO3MOXEH TIOUCK MO
Hayaly cJIoOBa, HO B 3TOM Cllydyae O0s3aTE€NbHO CIEAyeT MCII0JIb30BaTh CUMBOJI «*», Hampumep,
OBA3AT* CTPAX*.

BMecTo mosiHBIX Ha3BaHUIl TEPMUHOB MOXKHO 33/aBaTh HUX OOIICNIPUHATBHIE COKPALICHUS U
ab6peBuarypsl, Hampumep, BYXVYUET, BY3. Cucrema HaliaeT HOKYMEHTBI, B TEKCTE KOTOPBIX
BCTPEUAIOTCS KaK IIOJHBIE HAa3BaHUs COOTBETCTBYIOIIMX TEPMHMHOB, TaK M MX COKpAIECHUA WIN
ab0peBuarypsl. Cucrema npoBepuT opdorpaduio HaOpaHHBIX CJIOB M MPU HEOOXOJUMOCTH BBIAACT
cooOmieHne 00 ommbOke. Jlns MOMCKAa TOYHBIX CIOBOCOYETAHMM MOXHO HCIHOJIb30BaTh JIBOMHBIE
KaBblUKM. B 3TOM ciyuyae OyayT HailieHbl JOKYMEHTHI, B TEKCTE KOTOPBIX HMCKOMBIE CIIOBA
ynoTpebieHsl B TOW ke ¢opMe M B TOM XKe MOpsjke, 4To M B 3ampoce. OnHako ynoOHee
BOCIIOJIb30BaThCS PACIIMPEHHBIM TOMCKOM, B KOTOPOM yKa3aHHbIE BO3MOKHOCTH peain30BaHbl OoJiee
LIMPOKO.

ITopsinok BbINOJIHEHUS

1. BBIMOTHUTE IPaKTUUYECKOE 3aJaHUE

2.1IpoieMOHCTPUPOBATh MPAKTUUECKNE HABBIKU
dopma KOHTPOJIA

OneHka 3a BBIIOJIHEHNE MPAKTUYECKOTO 331aHUsI, OLIEHKA 32 YCTHBIN OMpoC.

Bomnpocsl 111 cCaMOKOHTPOJIS

1. ITorck TOKyMEHTOB MO NPUOIU3UTENLHBIM JaHHBIM.

2. Ilouck no pexBusuram: «Homep», «Bun noxymenra», «IIpunssumii opran», «Homep B
Munrocte»

3 ITouck no pare NpUHATHS JOKYMEHTa
Pexomennyemas iureparypa

1. Muxeesa E.B. UHopmanrioHHbIe TEXHOJIOTUH B MTPO(ecCHOHABHOM AedaTelbHOCTH. YUuel.
nmocodue A CTyI. YupexkaeHuit cpea. npod. oopazoBanus. — 14-e uzn., crep. — M.: Akagemus,
2016. — 384 c.
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2. MuxeeBa E.B. Ilpaktukym 1mo wHGOPMAIMOHHBIM TEXHOJIOTHSM B MPOdecCHOHATBHON
NEeATEILHOCTH Yueb. mocodue i CTyH. YUpekaeHui cpea. mpod. obpazoBanus. — 15-¢ usm.,
crep. — M.: Akanemus, 2015. — 256 c.

3. I'pummna B.H., [Tandunosa E.E. «MHpopMannoHHbIE TEXHOJIOTUU B MPOdecCHOHATBHON
nesitenbHocTHY, Mocka, U/ «Dopym», UHOPA-M, 2013r. —421c.

4. Hecrepo C.A. OcHoBbl uMH(pOpManuoHHON Oe3omacHocTH. YdeOHoe mocoOue. —JlaHb,
2016.

5. Hosoxwnos O.I1. Madopmaruka . Yueonuk mist CITO. — FOpaiiT-M, 2016.

6. OunumonoBa E.B. MHpopmanoHHble TEXHOIOTHH B MPOGECCHOHATBHON JesITeIbHOCTH
(CIIO):yuebnuk / - KnoPyc, 2017

7. Xne6uukoB A.A. udopmanmonnsie TexHonoruu: yueOnuk /— KaoPyc, 2015.

IIpakTnueckas padora Ne 20.
Tema: Padora ¢ mankamu B CIIC KouncyabsranutIlitoc.

Heas 3anatusi: CPopMHUpPOBaTH OCHOBBI KOMITBIOTEPHOH T'PAMOTHOCTH M HABBIKH DPa0OTBHI CO
crpaBoyHO-1paBoBbIMU cucTeMaMu «Koncynbrantllntocy, «I'apant»

OcHamenne:

ITepconanbublii kommbrotep, CIIC «Koncynprantllntocy, «"apant.

3ananus:

1. 3arpy3ute CIIC «KoncynpranT [Intocy.

2.3amyctuTe TeKCTOBBIN pepakTop MS Word.

3.B TekcToBOM penakrope co3gailTe HOBBIM JOKyMEeHT «Pe3ynbraTsl paOOThD» JUIsl 3alUCH
pe3ynbraroB padotsl B CIIC.

4.1Ipoussenure nouck nokymMeHTOB B CIIC «KoncynpranTt Ilmroc» u pe3ynbraTbl MOMCKa
3aukcupyiTe B JoKkyMeHTe «Pe3ynbraTsl paboThl» TEKCTOBOTO PEAAKTOPA.

5. Coxpanute TeKCTOBBIH (haitn «Pe3ynabTaTel paboThI» B CBOEH MaIlke.

3aoanue 1. Tlepeceuenue n 0o0beAMHEHNE NATIOK IOKYMEHTOB. [Ipon3BecT MOUCK MO CHUCKY
JOKYMEHTOB, XPAHSIUXCS B IByX MaIKaX.
Ilopaoox pabomui

1.B pesynbrare BBINOJHEHHUS 3adaHuii 5,6 y Bac mnosgBwinch mNanku ¢ Ha3BaHUSAMHU
«ndopmarmonnass  O6e3omacHOCThY U «Bpltuiata  KOMIeHcauil» ¢ COOTBETCTBYIOIIUMU
JIOKYMEHTaMHU.

2.Otkpoiite Kapmouxy noucka, O4MCTUTE €€ U YCTAHOBUTE Kypcop Ha 1iosie Ilanku 0oKymeHmos.

3.Haitaute B cnoBape /lanku nonvzosameinsi.

4.KnaBumeir [Ins] ormerbre mnanku «WHpopmannonHas Oe3omacHOocTh» U «BeimnaTa
KoMreHcarui». CoelMHUTE UX JTOTHUYECKUM ycloBUeM U, HaxkmuTe KHOTIKY Boiopams (puc.S).

5.byzaer chopMupoBaH MOUCKOBBIA 3aMpoc, B KOTOpOM B moJie [lanku OOKyMeHmo8 3HAYUTCA
«MudopmarnrionHas 6e30macHOCTh» U «BbIMaTa KOMIIEHCAITHI.

6.HaxaB kHomky [locmpoumsb chnucok, MOXHO TIOJYYUTh CIHCOK JOKYMEHTOB, COJEPKAIIHXCS
OJTHOBPEMEHHO B 00eux mamkax. Takum oOpa3oM, OCYIIECTBISETCS IMepeceueHue Mamok. Taxxke
MOXXHO OCYIIECTBUTh OOBEIMHEHHE TAIOK, BHIOPAB BMECTO JIOTHYECKOTO ycioBus WM mormueckoe
ycnosue NJIN.

7.3adurcupyiiTe KOJIWYECTBO JOKYMEHTOB, OJHOBPEMEHHO COJEPKAIIMXCS B KAXKIOW W3 JIBYX
Mankax, B IOKyMeHTe «Pe3ynbTaThl paboThD» TEKCTOBOTO PEAaKTOpa.

8. Mcronp3ys MOUCK, HAaWIUTE YIIOMHUHAHHWE O BBIUIATAaX B JIOKYMEHTaX, KOTOpPHIE pa3MEIICHBI B
nankax «MHpopManmonHast 6€30macHOCThY U «BpITuiata KoMrIeHcanuii», COeTUHEHHBIX TOTUYECKUM
ycnoBuem WUJIN.

Buumanue! [Tocne BeIMOTHEHNS 3a/1aHus yIaIuTe pe3yabTaThl cBoel padboTsl B CIIC.
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[anky noxyse HTo B

Cnonope |

< | ¥

Yeaomme |14 -

Britpane: 2
HufopmaymorHas besonacHocTe
BreinnsTa KoMNEHCaUHA

< | >

BritoaTe I FakpeTe Norowe
Puc.5. O6bpenuHenre nanok J0KyMEHTOB

3aoanue 2. Pabota ¢ nankoii «/{okyMeHTBI Ha KOHTpoJe». HallTi Bce neicTByIONINE KOJCKCH U
3aHECTH UX B NaIKy «/{OKyMEHTbI Ha KOHTPOJIEY.

Kpatkas cmnpaBka. «JlokymeHTBI Ha KOHTpoJde» — 3To ocobas manka B CIIC «KoncynbranT
[Tmroc», obnanaromias BCeMU CBOWCTBAMM OOBIYHBIX HAlOK U HEKOTOPHIMU OCOOBIMU CBOMCTBaMW,
IpPUCYIIMMH TOJbKO €. K TakuMm cBoWcTBaM OTHOCHTCS HEBO3MOXKHOCTh YJAJICHUS NalKu
«/IOKyMEHTBI Ha KOHTpPOJIE» U CBOWCTBO BBIYMTAHMS IOBTOPHO 3aHECEHHBIX JOKYMEHTOB B HAlKy
«JlOKyMEHTBI Ha KOHTPOJIEY.

Hopaook noucka:

1. ouncrure Kapmouky noucka, €ciii 3T0 HEOOX0IUMO;

2. ouncTuTe Nanky «/loKyMeHThl Ha KOHTPOJIE», €CJIM OHA He ImycTa. [ 3TOro oTKpoiTe nanky
«/loOKyMEHTBI Ha KOHTPOJIE» CO CIIUCKOM JOKYMEHTOB. BrlenuTe Bech CMCOK (KHONKON [lomemums
6ce TIHKTOTPAQUUECKOTr0 MEHIO WJIM Ha KJIABHAType HaKaTUEM MPABOW KIIABUIIHM «1») W yAaIHUTE
NoKyMeHTHI (knaButieii [Del]);

3. mabepure B moie Buo ooxymenma CIOBO «KOIEKC», a B moie [louck no cmamycy 3amaite
ycioBue «Bce akTbl, KpoMe YTpaTUBIINUX CUITy U HE BCTYIIUBIIUX B CUILY»;

4. naxxmute kHomky Iloctpouts cnmcok. Byner copmupoBaH cHHUCOK M3 JIEHCTBYIOMIMX
KOJIEKCOB;

5. 3aduKcupyiTe KOJIMYECTBO HAWJEHHBIX JIOKYMEHTOB B (ailne «Pe3ynbraTel padbOThI»
TEKCTOBOT'O PEAAKTOPA;

6. 3aHecuTe BCe ITH JIOKYMEHTHI B Marky «J{oKyMeHTbl Ha KOHTpoJsie». s 3Toro, Haxoasich B
CIIMCKE JOKYMEHTOB, OTMEThTE MX, a 3aTEM Ha)XKMUTE COOTBETCTBYIOIIYIO KHONKY J[OKyMEHTHI Ha
koHTpose/IlocTaBUTh Ha KOHTPOJIb; TAKMM 00pa3oM, B nanke «JloKyMeHTBhl Ha KOHTPOJIE» IMOSBATCA
BCE JEUCTBYIOIIME KOAEKCHL. [IpM3HAaKOM TOro, YTO [aHHBIM JOKYMEHT IIOMEIIEH B MalKy
«/lokyMeHTbI Ha KOHTpoje», sBiserca Hanuuue ciioB «Ha KoHTposie» crhpaBa moja Ha3BaHUEM
JIOKyMEHTa B CIIMCKE JTOKYMEHTOB Iepe]] yKa3aHus Ha 00beM (ailsia ¢ TaHHBIM JOKYMEHTOM.

3aoanue 3. BrluuTaHue NOKyMEHTOB B mamnke «JlokyMeHTHl Ha KOHTpoisie». Haiinure ykassl
IIpesunenra PO, npuHsaTHIE B IEPBOM, TPEThEM U ueTBEpTOM KBapranax 2013 r. m He yTparuBine
CUJTy Ha HACTOSAIIUN MOMEHT.
Ilopaodox noucka:

7. OUUCTUTE MAIKY «/[OKyMEHTBI Ha KOHTPOJIE», €CIIU OHA HE IyCTa;

8. Boiiaute B Kapmouky noucka M OYUCTUTE €€;

9. B mosie Buo ooxymenma Beioepute cioBo «YKA3», a B none llpunaswuii opean — «Ilpe3naeHt
PDy;

10.8 mone Ilouck no cmamycy 3ananTe BelpakeHue «Bce akThl, KpoMe HEEHCTBYIOINX peaaKIui
U YTPATUBIIUX CHITY»;

11.B nmone [Jlama 3anaiite nquamna3on ¢ 01.01.2013 mo 31.12.2013;

12. Haxxmute KHONKY [locmpoums chucok; B pe3ysibraTe OyJeT Co3/1aH CIIUCOK YKa30B, IPUHATHIX
B 2013 1. 1 HE yTPAaTUBIIKX CUIIY HAa HACTOSIIINII MOMEHT;
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13.BbIIENNTE BECh CIMCOK, 3aT€M HAXKMUTE KHOIKY /[oxymenmul na koumponae/llocmasums na
KOHMpOlb TUKTOTpapUIeCcKOro MEHIO JIJIsl 3aHECEHHs] JOKYMEHTOB M3 MOJIYYEHHOI'O CIHUCKa B MaNKy
«/l0OKyMEHTBI Ha KOHTPOJIEe». DTUM JICHCTBHEM OYyAyT 3aHECEHBI B MAnKy «JlOKyMEeHThI Ha KOHTPOJIE»
ykasbl [Ipe3unenta PO 3a 2013 r.;
14.Bepuurtech B Kapmouky noucka, He OUMUILAs €€
15.ouncrure none Jama;
16.3anaiire quanaszon gat ¢ 01.04.2003 o 30.06.2003, oTBeuarouii BTopomy KBapranay 2003 r.;
17.ocymiecTBUTE MOUCK JOKYMEHTOB 10 C(POPMHUPOBAHHOMY 3a1poCy;
18. HaxoAsICh B CIMCKE HAMIEHHBIX JOKYMEHTOB, BBIIETIUTE UX BCE;
19.HaxMuTe KHOMKY Jlokymenmul Ha Kowmpoae/llocmasums Ha xoumpons. IlocKoOIbKy
IIOBTOPHAs 3alKCh JOKYMEHTOB B 3Ty NAIKy [IPUBOJIUT K UX YJAJICHUIO, [IOCIEAHEE NEHCTBUE YAAIUT
JOKYMEHTBI, OTHOCSIIHECS KO BTopoMy kBapTainy 2013 r., Tak Kak paHee OHH YK€ ObUIH 3aHECEHBI B
3Ty NANKy (MpOU30HUJIET BBIYUTAHUE JOKYMEHTOB);
20.B pesyibTaTe B manke «JlOKyMEHTbI Ha KOHTpoje» ocTaHyTcs ykasel Ilpesmnenta PO,
IIPUHATHIE B IEPBOM, TPETHEM U UETBEPTOM KBapTanax 2013 r.;
21.mepeliguTe Ha BKIAAKY [lanku v IOCMOTPHUTE, CKOJIBKO TOKYMEHTOB HAXOAUTCS Ha KOHTpOJIE.

Buumanue! [Tocne BeIimonHeHus 3a1aHus yiaiauTe pe3yabTaThl cBoei padoTsl B CIIC.

ITopsinok BbINOJIHEHHUS
1. BBIONHUTE NPaKTUYECKOE 3aJJaHHE
2.OTBETUTH Ha BOIIPOCHI JJIsI CAMOKOHTPOJISA
®opMa KOHTPOJIS
OneHka 3a BBIIOJIHEHHE IPAKTUYECKOT0 331aHUsl, OLIEHKA 32 YCTHBIN ONpoC.
Bomnpocsl 111 CaMOKOHTPOJIs
1. Yro npexacrasisieT coOOH BbIUNTAHUE IOKYMEHTOB?
2. [TosicauTe 0cobeHHOCTH paboTHI ¢ Mankoil «J{oKyMeHTBI Ha KOHTPOJIEY.
3. Yto npeacrasnsgeT coboil nepecedeHne U 00beTMHEHNE MANOK JIOKYMEHTOB.
4. Kak ocymecTBisieTcs MOMCK IO CIIUCKY JOKYMEHTOB, XPAHAIMXCS B ABYX Hankax?

Pexomenayemasi ureparypa

1. MuxeeBa E.B. MHdopmanroHHbIE TEXHOJOTHH B NPO(ECCHOHATBHOW JAeATeIbHOCTU. Y4eO.
nocodue A CTyA. yupexaeHui cpea. npod. odpazoBanus. — 14-e ussa., crep. — M.: Akanemus,
2016. — 384 c.

2. Muxeesa E.B. Ilpaktukym 10 UWH(QOPMALMOHHBIM TEXHOJOTUAM B HpodecCHOHATBHON
NesATEeTbHOCTH Yuel. mocodue i CTyH. YupekaeHuit cpea. mpod. obpazoBanus. — 15-¢ usn.,
crep. — M.: Akagemus, 2015. — 256 c.

IIpakTnyeckas padora Ne 21.

Tema: Pabora ¢ Tekcrom HaitieHHbIX 10KyMeHTOB CIIC KoncyabstantIliaroc. Ananau3
NMPaBOBBIX NMPO0dJIeM.

Heap 3ansatusi: ChopMupoBaTh OCHOBBI KOMIIBIOTEPHOM TI'PaMOTHOCTH W HAaBBIKM PAabOTHI €O
CIpaBOYHO-NIpaBoBbIMU cucTeMaMu «KoncynbranTlInrocy, «I'apanT»

Ocnamenne:

ITepconanbnslii komneroTep, CIIC «KoncynpranTlImtocy, «I"apanTy.

3aganus:

3aoanue 1. Haiinure cxeMbl KOPPECIOHACHIMU CYETOB, PaCCMaTPHUBAIOIIME MOPSANOK Iepepacyera
paHee BBIIUIAYEHHBIX TOCYJAapPCTBEHHBIX MOCOOMH Trpa)kaaHaMm, HUMEIOIUM JeTel, B CBS3U C
WHJIEKcaIei 3Tux mocoduii (B coorBeTcTBUU ¢ DenepanbubiM 3akoHOM OT 01.03.2008 N 18-D3).
3TO 3a7jaHKe MOXKHO PEIIUTh 2 CIIoco0aMu:
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1-1i sapuanm:
Ucnonp3yiite KapTouky noucka pazaena "duHaHCOBbIE KOHCYIbTAIIUU" .
1. Otkpoiite Kaprouky moucka pasznena "dunancoBeie koHCynbTamuu'. [Ipu HeoOxomumocTu
OYKCTHUTE €€, Ha)KaB KHOMKY "OYUCTUTh KapTOUKYy".
2. B none "Tekcr nokymenta" ykaxkure 3Hauenue: [IOCOBUE PEBEHOK NH/IEKCALIM L.
3. [TocTpotite ciucok gokymeHToB (F9).
4. IlpocmoTtpute marepuaisl b "Koppecnonaenus cueros".

2-U eapuanm:
Hcnons3yiTe u3ydeHue CBsi3ed JOKYMEHTA.
1. Otkpoiite KapTouky moucka pazzaena "3akoHomarenbcTBO". Ilpr HEOOXOAMMOCTH OYHCTHTE €€,
Ha)kaB KHOMKY "OYUCTUTH KaPTOUKY".
2. Haiinure ®enepanbubiii 3akoH ot 01.03.2008 N 18-®3 "O BHeCceHMHU M3MEHEHUW B OTIEJIbHBIC
3aKOHOJaTenbHble aKkThl Poccuiickoi denepanuu B LENIX MOBBIIEHUS Pa3MEPOB OTACIBHBIX BHUJIOB
COLIMAJIbHBIX BBHIIIAT U CTOUMOCTH Habopa couuanbHbIX yciayr". JlJis 3TOro MOXHO HabpaTh B IOJIE
"Homep" 3nauenue 18-D3 u nocTpouTh ciMCcOK JOKYMeHTOB (F9).
3. [lepeiinuTe B TEKCT 3aKOHA U IIEIKHUTE MBIIIBIO 11O IPKOMY 3HAUKY Y €ro IepBOi CTPOKH.
4. Otkpoetcst nepeBo cszed. [Ipocmorpute marepuanst b "Koppecnonnenius cuetoB" paszzena
"®duUHAHCOBBIE KOHCYJIbTAIIUN".

3aoanue 2. Pemnre caMOCTOSATENBHO CIEAYIOIINE IIPUMEPBI, OCHOBBIBASICHh HA 3aJaHUE 1.

1. Haiigute oTBEeT Ha BOIpPOC, MMEET JIM IpaBO pabOTOJATENIb YBOJUTH OJMHOKYIO MaTh IpHU
COKpAIlleHUH YHUCIEHHOCTH pabOTHUKOB oOpraHu3anuu. B mpuMmepe wHCHoiab3yercss IOUCK IO
[IpaBoBOMY HaBUraTOpy U yCTaHABJIMBAETCS 3aKJIAAKa.

2. Haiigute mnepedyeHb HEHUCIPABHOCTEH, IPU KOTOPBIX 3alpelieHa 3KCIUIyaTallds TPaHCIOPTHBIX
CPEICTB, U YCTAaHOBUTE Ha IEpEUYEHb 3aKJIAJKy, 4TOObl B JajbHEHIIEM MOXHO OBLIO OBICTPO €ro
HaxoauTh. [Ipumep MILTIOCTPUPYET YCTAHOBKY 3aKJIAJKH.

3. BpisicHuTe, Kakue NEpUoAbl YUUTHIBAIOTCA NPU HMCUMCICHUM CTa)ka paboThl, JAIOIIEro IMpaBoO Ha
IIPEIOCTABIICHUE  €XETOJHOIO  OIUIAYMBAaEMOro OTHycKa. [I3BeCTHO, 4YTO JaHHBIM  BOIPOC
perymupyercst TpynoBeiM KopekcoM P®. Ilpumep uimocTpupyeT MOUCK KOJEKCa, MCIOJIb30BAHHE
OIJIaBJIEHUs JOKYMEHTA, I1e4aTh ()parMeHTa JOKyMeHTa U Konuposanue ero B Microsoft Word.

4. BeIsicHUTE, KaKu€ BHJIbI BBICIIUX YYEOHBIX 3aBEJIEHUN CYILECTBYIOT B Halllel CTpaHe, U KaKOBBI UX
OCHOBHBIE MpHU3HaKK. Pacneuaraiite HaiiieHHYI0 HH(OpMaLHi0. B mpuMepe WILTIOCTPUPYETCsl TTOUCK
o [IpaBoBoMy HaBUTaToOpy M MevyaTh pparMeHTa TEKCTa.

5. Haiigure, mpocMOTpUTE M pacledaTaiTe OIMCAaHUE IOJEH IUIATeKHOro nopydeHus. IIpumep
WUTIOCTPUPYET MOUCK ¢ Hcnoiab3oBaHueM noiis "Haspanue nokymenta" wiu I[lpaBoBoro HaBuratopa,
IIEpPEXO0/I IO CChUIKAM U II€YaTh JOKYMEHTA.

6. BaM HEoOX0qUMO MOATOTOBUTH CBEACHUSI O UMCIEHHOCTH M 3apaboTHON miaTe pabOTHUKOB IO
BUZaM JesaTenpHocTH. Haiinute cooTBercTBYylOUIyl0 (opMy, yTBepkIeHHyro Poccratom, B
CIIEYIOIIMX JIBYX CIy4asix:

a) eciu uzBecteH Homep Gopmsbl: 1-T;

0) ecnu UW3BECTHBl MPHUHSABUIMM OpraH M NpuUMepHOoe Ha3BaHue (opmbl. JlaHHBI mHpUMep
WJUTFOCTPUPYET TOUCK (POPMBI IOKYMEHTa C MCIOIb30BaHueM mosiei "Homep tumoBoii Gpopmbr" wim
"Pazpabotunk" un "Ha3zBanue nokymeHTa", a Takke oTKpbiTHE ee B Microsoft Word.

7. Halinure u 3anonHute (GopMy mpurKasza o mpueme paboTHUKa Ha paboty. [Ipumep umtoctpupyer
MIOUCK CIPAaBOYHON MH(pOPMALIMU U OTKphITHE ee B Microsoft Word.

8. CocrtaBbTe Tpaduk OTIYCKOB 1m0 (popme, yTBepkaeHHoU ['ockomcTatom P®D, B creayronmx aAByx
ciyuasix:1) ecnu u3BecteH Homep (opmbl: T-7;2) ecnu U3BECTHO MpUMEpHOE Ha3zBaHUE (DOPMBI.
JlaHHBIN TpUMep WJUTIOCTPUPYET MOUCK (OPMBI JTOKyMEHTa € HCHojb3oBaHueM mnonei "Homep
tunoBoil popmel" win "Ha3Banue qokymeHTa", a Takke oTKpbITHE ee B Microsoft Word.

9. Haiinure m pacrneudataiiTe mMmonoxeHHe 00 oTaene KaapoB mpennpusTus. JlaHHbIA mOpumep
WUTIOCTPUPYET NMOUCK JOKYMEHTA C UCII0JIb30BaHueM ol "Ha3Banue nokymeHTa" u ero nevarsb.
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10. B "KBanudukarmoHHOM CIPaBOYHHKE JODKHOCTEH PYKOBOIUTENCH, CIEIUATUCTOB M JIPYTHUX
cmyamux'" HalIuTe W pacredaTtaiTe JOJDKHOCTHBIE 00S3aHHOCTH FOPUCKOHCYJIBTa U PYKOBOJIMTEIS
IOpUJIMYECKOTO OT/AeNa. B mpumMepe miumocTpupyercs IOMCK ¢ UCIoJib3oBaHueM mosie "Ha3Banue
nokymeHTa" u "TekcT mokymeHTa'", MOMCK )parMeHTa TeKCTa | revaTh (pparMeHTa JOKyMEHTa.

11. B "KBanu(ukannmoHHOM CHpPaBOYHHKE MOJDKHOCTEH PYKOBOJHTENEH, CHEIHMAINCTOB U APYTUX
ciyxamux' HalJuTe U pacredyaraite JOMKHOCTHBIE 0053aHHOCTH ayAUTOpa U TJIaBHOTO Oyxrajirepa.
B npumepe mmttoctpupyeTcs IOUCK ¢ ucnosib3oBaHueM noieil "HasBanue noxymenrta" u "Tekct
JOKyMeHTa'", MOUCK ()parMeHTa TeKCTa U nevaTh pparMeHTa TOKyMEHTa.

12. Haiinutre u pacmnedaraidTe cOCTaB aBTOMOOWJIBHOM anTeuku MepBoil momomu. B mpumepe
MpPUMEHSIETCS MOUCK C HCIMob3oBaHueM mojis "TekcT mokymeHTa", mepexoj MO CChUIKaM, IeYarb
(bparmenTa 10KyMeHTa.

13. Haiimute dopmy pasperieHuss Ha CTPOUTEILCTBO. B mpumepe WILIIOCTPUPYETCS IOUCK C
ucrnoiib3oBaHueM nojs "Ha3Banue qokymMeHTa'", a Takke OTKphITHE JOKyMeHTa B Microsoft Word.

14. Haiimute hopmy "3asBIeHUs O 3aKIIOUEHUN JOTOBOPA 00SA3aTEIIBHOTO CTPAXOBaHUS IPakIaHCKOM
OTBETCTBEHHOCTH BJIaJiejblia TPAHCIIOPTHOIO CPeICTBA" U MOATOTOBBTE €€ /IS 3aloiaHeHus. JlaHHbIi
MIpUMep WLTIOCTPUPYET MoUCK GOpMBI TOKYMEHTA C HCIOIb30BaHUeM mojeit "HasBanue nokymenra",
"Bun noxkymenTa" u oTkpbiTre ee B Microsoft Word.

15. I'paxxganun H. 6e3 yBaXXUTENbHBIX MPUYHH OMO3/a1 Ha paboTy Ha 5 yacoB. Onpenenure, UMeeT
JIM [IpaBo paboToAATENb PACTOPTHYTH C HUM TPYJOBOM OroBop. B mpuMepe miumocTpupyeTcst HOUCK
(dbparMeHTa TeKCTa U MPOU3BOJUTCS MeYaTh (PparMeHTa TEKCTa.

16. Bol mpnobOpesnu 3010TyIO0 LIETIOYKY B MOAAPOK, HO TI0 pazmepy (urHe) Bam nomapok He moaomient.
Nwmeere nu Bel mpaBo 3amenuts ToBap? Ilpumep wuumocTpupyer wucmnonb3zoBanue I[IpaBoBoro
HaBUTaTOpPa, IOUCK ()parMeHTa TEKCTa, IevaTh JOKYMEHTA.

17. BeisicHUTE, PAcIPOCTPAHSIOTCS JIM aKThl 3aKOHO/IATEIbCTBA O HAJIOTax M cOOpax Ha OTHOIIEHUS,
BO3HUKILIKME O MX BCTYIUIEHHUS B CHILy, TO €CThb, MMEIOT JIU OHM OOpaTHyr cuiy. B mpumepe
WUTIOCTPUPYETCS MOUCK C UCHOoNb30BaHUEeM moist "TekcT JokymeHTa", KOMIUIEKCHas COPTHPOBKA
CIHCKA JOKYMEHTOB, KOMHUpoBaHue ¢pparMenTta Tekcra B Microsoft Word.

IHopsiaok BBINOJIHEHHUS
1. BBIONHATE MPaKTUYECKOE 3aJaHNE
2.0TBETUTH Ha BONIPOCHI ISl CAMOKOHTPOJIS
dopMa KOHTPOJISA
OreHka 3a BBINOJIHEHNE MPAKTUYECKOT0 331aHHUs, OLIEHKA 32 YCTHBIN OMpoc.
Bomnpocsl 111 CaMOKOHTPOJIs
1. Yro npexncrasnser coboit Kaprouka moucka.
2. Ilouck 1OKyMeHTa, 3aKIaIK1 B TEKCTE JTOKYMEHTA.
3. Co3/aHue nankyu ¥ COXpaHEeHUE B HEW HalJEHHBIX B PE3YyJIbTaTe MOUCKA JOKYMEHTOB.
Kak nmocraBuTh 3aKnagku.
Kaprouky noucka.
ITonck noKyMeHTa, 3aKJIaIKi B TEKCTE TOKYMEHTA.
CoznaHue nanky ¥ COXpaHEHHUE B HEl HalIEHHBIX B pe3yjbTaTe MOUCKa JOKYMEHTOB.
ITouck cnpaBoyHO MH(POpPMALIUHL.
KomOunanwms kmapum [Shift]-[F8].

LRI BA

Pexomennyemas iureparypa

1. MuxeeBa E.B. MHdopmanroHHbIE TEXHOJOTHH B MNPO(ECCHOHATBLHOW JAeATeIbHOCTH. Y4eO.
mocodue A CTYI. YUpeKIeHui cpel. npod. oopazoBanus. — 14-e usn., crep. — M.: Akagemus,
2016. — 384 c.

2. MuxeeBa E.B. Ilpaktukym 10 UWH(POPMALMOHHBIM TEXHOJOTUAM B NpOodecCHOHATHLHON
NeSATeTLHOCTH Yuel. mocoOue i CTyH. YupexaeHuit cpea. mpod. obpazoBanus. — 15-e usm.,
crep. — M.: Akanemus, 2015. — 256 c.
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3. I'pummmn B.H., Tlandunosa E.E.  «MHpOpManmOHHbIE TEXHOJOTHH B MPOdeCcCHOHATHHOU
nearenbHocT», Mocksa, U1 «Dopym», UTHOPA-M, 2013r. —421c.
4. Hecrepos C.A. OcHoBbI HHGOPMAIMOHHOH Oe30macHoCTH. YuebHoe nocodbue. —Jlans, 2016.

Pasnen 5. 3ﬂeKTp0HHLIe KOMMYHUKAIIUHU B HpO(l)eCCHOHaJILHOﬁ HECATCJIbHOCTH

Tema 5.1. TelekOMMYHUKAIMOHHbIE TEXHOJIOTHH
IIpakTyeckas padora Ne 22.

Tema: PaGora ¢ nouckoBbIMHU cucTeMaMu. MeTobl NOUCKA HEOOXOAMMOI HH(OpMALIMH.
Pabora ¢ 3,1eKTPOHHOI MOYTOH, NPABWJIA M0JIb30BAHUSA OCHOBHBIMHU CJIY:K0aMHU IJ1002JIbHBIX
ceTeii.

Lenp 3ansaTus: M3yunTs BUAbl U CIOCOOBI OpraHU3allii KOMIIBIOTEPHBIX CeTeH; OCHOBBI 0€30MmacHoN
pabotel B ceru Internet, Meronsl momcka HeoOxomumon wuHpopmarmu. ChopMHpPOBATH HABBIKK
paboTHI C DIIEKTPOHHOH TTOUYTOM.

Ocnamennue:

[lepconanbHbIit KOMIBIOTED, Internet Explorer.

3ananue:

1. Mcnonp30BaHnE MOMCKOBOM CUCTEMBI, IIOMCK I10 KJIIOYEBBIM CIIOBAM.

3arpy3uth nporpammy Internet Explorer (koMnbroTep 10y1keH ObITh B 3TO BpeMsl OKIIIOYEH K
cetu Mutepuer). B anpecHoil cTpoke B 1ojie BBOJA BBECTU KIIIOYEBBIE CJIOBA, HAIPHUMED,
«[TaBnoBck&Mmy3zei» (Puc.1) [locne Toro, kak mosiBATCS pe3yinbTaThl HOWCKA B BUJIE CIIUCKA a/IPECOB,
BBIOpATh M 3arpy3uTh U3 ATOTO CIIMCKA OJIUH U3 CATOB.

=i Flrdes Masnooceteeyaed [5185] - Miciorodl Indersel Esplodesi

| ®ain [Joess [Eua PoSpmesse Cgoeme  [rosses -
- . 7 - ~ -
| + ~ = . = 2] ) £ | =l ] &)
Hazms Ocrarmme s [ Dormy Memacy H atiparron: Hpean Merra
Bape PB bt vy yarcher nufpandisorch s = STFXE0SE 2XERSEEXE 25F 1 SEARIERECAF INETAESAE Malype=werey =] | o Mepmsm | | Conswd |
Damoue  Hacrmodsy =
Hﬂdex Nesncecrirn3am HadTn
Hasinsrcn o I Mexams 8 wafanwmos
Basae i Hagocod  Ma [ Gk CApTE R
PeryreTmt nomcen cTomes) — S1E5 CuATene — me sacmer TS
IPOESRO . I S B TG on — 1 S, syl — 242 2
1. Bendoniegh
o cwiniees Mannoscw myaei sanoeegude ry  Mannoncs myaedi
FARNOEERHMK
Fittp ffeewve pavierak ong' (IEES) D5 1.3 2000 —
Doxowe aocydennd  Euie o cabs (17)

[

W
Hauano § Mewycer

itbp e pateroul iufsnirmnseurnsBa) [(S3HE) — copnage aze

Hafigeuseze cnops - [Eoxonme gorymonm  BMsccafms 59) PyOpess [anepey » geacTaggs

3, Hopootw i adwiiis sviesn Pocomn vy hlU S e T
MHOFD CTRAYCHT, TO MOPS 3T JSoTdecoas nrieyg nocenrcs o Mannoncke - myse@ riasmpyet npeofpocm
VEOH, KOTODME, KaK Ouad , WEN#ELLIWD IakiyeDT B :l
Puc.1.

2. CkauuBaHUE TEKCTOBON MH(OPMAITIH.

3arpy3uth nporpammy Internet Explorer (kOMIbroTep T0KEH OBITH B 3TO BPEMsI TIOIKITIOYEH K
cetu MuTepHet). B aapecHol cTpoke B molie BBOJA BBECTH aapec cairta: http://www.pavlovsk.org.
[Tocne ero 3arpy3ku BBIOpaTh M3 MEHIO IETYKOM J[BOpeIl, 3aTeM CKOMMPOBATh TEKCT C OMHCAaHUEM
nsopua (Puc.2) u coxpanuts ero B (aii.
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T Nanmoockiel aoopes, - doopen, - FM3 “Tlanmocs™ - Mictsoll Inlormet Explodes
e Moma Ba Moowess Come Cromma ' =

e - 2 a2 & 7 -:a;_;.._-;;l:- .

[ il Oetirmrmatris pu e 1 L HIsO0-sresin Ko

_IM;J L it s---di g — it iy
- l B EEE

= Aaopou =Fmps - Mcropun = Hndbopsawmm » Bidcrmmes = Lpyfiiem
=LUwemna woxyceTn = Tiporpamss passernm -rmm

Engliah Eagre cadma
NMNABNOBCKMM OBOPELL
NEOFELL —
Mammnnn e aeopei Hapamasil soporucro-Genumil msopen,  BoctpocHSMNR  @aa
=Tl Famam me i e F = v = ST e
e s b e kb bl BacoreM Gepery Chramameay, RRIeW goks ¢ SATkiIEE ToTeK
shllyrsmis MITTS P o mapica B ropongs Ero TReXsTOMMMA UesMTPAihMel xopnyc,
SHO LS oCTrr Wi FECHMAMMAR COOCKIIM EYDGEOM Wi MSCTHOCCATE SeThkipax
"'f'\-‘tTﬂ-Il-'l!lHll HOODOoRERL, - CcamiElR pagsanfi oo BpoMeHN MOCTROodldEr
=Ravanar ympav canpmefi EomcxawEEl mo oToenxe COhr oosgas o FEameposons
8 E0-x rogax J0VTI sexa
Elamemman s TR R ranepei COosmIntT
HENTpAnN i Ropmre oo cmyucelMBIMI  SmHoNTANR RIS
mycasan, ofpaya nNapanoRll gamop B EREe  umrposcil
TR
[Tocne ecrynnewnn Iasra I ma npecton [Mamnopcw cvan =1
3] B}
Puc.2.

3. CxauuBaHue rpaduyeckoit uHGopMaluu c caiira.

3arpy3uthb nporpammy Internet Explorer (koMmbroTep JOKEH OBITH B 3TO BpEMs MOAKIIIOUEH K
cetu MuTepHer). B aapecHol cTpoke B molie BBOJA BBECTH ajpec cairta: http://www.pavlovsk.org.
[Tocie ero 3arpy3kd BbIOpaTh M3 MEHIO IICTYKOM IMYHKT ['anepes ¥ CKONMMPOBATH HECKOJIBKO
n3obpaxxenuii (Puc.3).

B Crp 1 Mo annenm napes oo ofpasas M3 Monsooce™ - Microsoll et Espdoses

Rnnp-q_ =Mapx - Woropem » Medbopsaausess « ﬂuu.-r-ul = Dpysun
*Llmoyen woxycTn = Mpor aa =T

no ANNEAM NMNAPKA
FATIEFEA OEPAIOR lerpammnag 1)

Engliah Kapra caiite

= OTraI o e

Mo vanam aeopea

Mo annens napea &
=fladiopamphle Yo hEasannn:

Imeprony - 1 sTa=
Hwepen - F a7am
Myams siiifejhega
MNaps

Tio aswesss rrapecs

Crpmoups: L, 2.3, 4,5, 6 7,
g 9

(21 vamcron showd Pperk fodE pgl. 380, T

Puc.3.

4. KonmpoBaHue CTPaHUIIBI WIIM BCETO CaiTa IETMKOM JJIs aBTOHOMHOTO TIPOCMOTDA.

3arpy3uTth nporpammy Internet Explorer (komMnbroTep A0KEH OBITH B 3TO BpeMs MOIKIIOUEH K
cetu MHTEpHET). 3arpy3uTh MOMCKOBYIO cucTeMy (Hampumep, yandex.ru) B agpecHoi cTpoke B mosie
BBOJIa BBECTH KJroueBble ciioBa. Ilocie Toro, kak mosiBATCS pe3yjbTaThl MOMCKAa B BUJE CIHCKa
a/IpecoB, BHIOPATh U 3aTPy3UTh U3 3TOT0 CIHMCKA OJJUH U3 CAUTOB LEIUKOM.

Ontumusanus padorsl B UHTEpHET.

Hacrpoiika foManHen cTpaHuibl.

JomamiHeil Has3bpIBaeTCs CTpaHMIlA, 3arpykaemasi aBTOMAaTUYECKU TMPU  BKIIOUEHHH
nporpammel-Opay3epa. B nmanmpHelimeM oOpamaTbess K HEW MOXKHO Ha)KaTHEM OJHOW KHOTKHA Ha
MaHe MHCTPYMEHTOB (CaMOCTOSITENIHO JorajaiTech - Kakoi). T.e. momaiiHsis cTpaHHUIa — Baria
camasl JTFOOMMasi, ¢ KOTOpPOW BBl OOBIYHO HAauyWHAeTe pabory (kcratH, JodoMy Web-caiiTy odeHb
BBITO/IHO, €CITU €T0 JIeNAr0T IOMAIllHeH CTpaHuIeH, T.K. TPH STOM MOBBIIIAETCS YUCIO OOpaIeHUH K
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HEMY, U, COOTBETCTBEHHO, PEUTUHT NaHHOW cTpaHuIlbl. [[03TOMYy Ha MHOTMX caliTaXx €CTh CCBHUIKA,
npeyiaraonas ciejaaTh JaHHY0 CTPAHUILY JOMAITHEN).

3aganme 5. HaszmaubTe B KauecTBe pomarnHeid liHTRleF 0 COE] 2] %]
CTPaHHIbI Ty MOMCKOBYIO CHCTEMY, C KOTOPOH BEI paGoramu  -S4ge.) M | fapase | Ao
TP BBITIOJHEHUHU TTPEABIAYIINUX 3aIaHUN. e —_—_.
.% HkEAUTE CTRAHKWY, C KOTOPOR CRENUST HAWAHSTE Of0p.
- Anpec:
» (CpenaiTe HMaHHYI CTpaHMIE TeKymed (T.e. T || [ G
BEPHUTECH K HEM). Bpsvrsriio @i 7
o o M ] B CTRaHIIE OTsA B Osagn
»  OTKpoiiTe AMAIOroBoe OKHO HacTpoek CBoiicTBa e @R opotn 4 AER4OLLE o TPCCHOTES,
o0o3peBareasi  (komanga  MeHio — Cepsuc). S flemen e e
PaccMoTpuTe BO3MOXKHOCTH, Mpe/jiaraeMple TepBOM Hapras
i OBIHe B e
BKJIQJKOM . : i
I[ m COR0 AHED %PEHHT b CORIKLL ,E O 3ucTie
= B pasnene [doMamHssi CTPpaHUIA, B MOJIE IS
BBOJIa aJ[peca MOXKHO BPYYHYIO BIICUATATh HY)KHBI LSS WO | W | e
aJipec, UM BOCIMOJIb30BaThCs KHOMKOM C TeKyleid. [0k ] owes | nvesesm |

Pabora ¢ nankoii «2KypnHaJ».

s pabotel ¢ mankamu Kypuaa, U36pannoe u ¢pyukiueit Ilouck Ha maHenu HHCTPYMEHTOB
CYLLIECTBYIOT OT/€bHbIE KHONKH. [Ipn Haxxatuu m0001 U3 HUX, CII€BAa OTKPBIBAETCS JOMOIHUTEIbHAS
IIaHEJIb.

B KypnaJie orpaxaercs Bcs ucropus Bammx noxoxaeanit B WWW. JlaHHON nankoi MOXKHO
II0JIb30BaThCs Ul MOMCKAa TE€X CTpaHMIl, Ha KOTOPbIX Bbl Obuln paHee. Iloib3oBarens mo cBoemy
YCMOTPEHHUIO MOKET HACTPOUTH BpeMs, B TeueHue KoToporo 2KypHaa OyJeT XpaHuTh HH(OPMAIHIO.
Kpome Toro, ectp BO3MOKHOCTb OUUCTUTH JAHHYIO NaIKy. Bce 3TH HacTpONKY BBIIOJIHAIOTCS B TOM
xe okHe CpoiicTBa o0o3peBaressi Ha Bkiaake OOmme (Tam ke, rae HacTpauBanach JlomamHss
CTpaHUIIA).

3aganue 6. [IpocMoTpuTe ccbuikm, mnpennaraeMble 7KypHajioM. YCTaHOBUTE BpeMs Ui
XpaHeHUs UHPOPMALIMHU B TaHHOH mamnke — 3 1Hs 1 ouncture KypHad.

Padora ¢ nankoii «30panHoe».

HaHHaﬂ MnarnkKa np€aHasHa4d€Ha i XpaHCHHA CCBLIOK

A0BIEHTE. .. E{ ¥NopALOHHTE. ..
Ha mnoHpaBuBIIMEcs Bam crpanuupel. Ee, B ornuume ot

ST Kypnana monb3oBarens 3amonHseT caM. /Jlnsg ymoOctBa
OdrumaneHere CCBUIKM MOYHO PACIpENesITh MO Pa3IuYHBIM TEMaTUYECKUM
(] Pastoe TanKaM.
) Ceeinky Jlist 10GaBIIeHNs HOBBIX CCBHUIOK WCIIOJIB3yHTE KHOIKY
Ei] Antivir PersonalEdition Classic
Jo6aBUThb..., I ynaneHus TUNEPCCBUIOK — KOHTEKCTHOE

Ei] htkp--netbill. polarcomm. ru-
Emsn
ej Web-ATnac SA0pP0EEES M OKPYHaHILW,. .

MCHIO. CO3I[aBaTI) HOBBIC IIallKK MOXXHO B IIPOLCCCC
,Z[O621BJ'I€HI/I$I CCBIJIIOK.

Ei] ZipSites.ru - ZnexTpodHan oubnmoT. .,

Ei] HOBOCTH BEICOKMY, TEXHONOMHA EXE, .

3aganue 7. Ouncrure nanky U30panHoe OT BCceX UMEIOIIMXCS TaM cChlIOK. Co3/1aliTe HOBYIO
nanky OdunuanbHas 1 BHECUTE B Hee CChUIKY Ha cailT MuHoOpa3oBaHusl, HaliieHHbI Bamu panee.

IHopsiaok BBINOJHEHUS

1. BBINOJIHUTE IPAKTUYECKOE 3a/1aHNE

2.0TBETUTH Ha BOIIPOCHI JIsl CAMOKOHTPOJISA

DopMa KOHTPOJIA

OreHka 3a BBINOJIHEHNE MPAKTUYECKOTO 3aaHMs], OLIEHKA 3a YCTHBIN OIpOC.
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Bonpocs! 111 CaMOKOHTPOISA

1. Kak coznaTe HOBOE coelMHEHNE A1 TOAKIII0UEHHs K ceTu MHTepHeT?

2. HazoBute ocHoBHBIE azipeca B IHTEpHET.

3. Kakue napamerpsl BIUSIOT Ha CKOPOCTH JI03BOHA U CKOPOCTH pabOTHI IOCTIEe
MOJIKIIFOYEHNUs?

4. Kaxkue cymectBytoT nHpopMannoHHele ciyx0b1 MaTEpHET?

5. Yro Takoe URL?

6. Kak opuentupoBarbcs Bo BcemupHoi naytune?

7. HazoBute Hanbosnee nonysnspHsie Opay3epbl?

8. Kak ocymectisiercst mouck B cetu MHTepHer?

9. Kak ckonupoBath pUCYHOK, TEKCT, CTPAHUILY LIEJIUKOM, CailiTa LIEIUKOM.

13.  UYro Takoe TenekoHdepeHus’?

14. Kakoii mpoToko1 ucronb3yeTcs i 10CTyna K TeJIeKOH(pepeHIusIM?

15. Kaxkue nporpamMmbl MOTYT OBITh UCITOJIB30BAHBI JIJIS1 YTCHHUS] HOBOCTEH?

16. Yro Takoe BuaeokoHpepeHIus?

17. Kakune koMmoOHEHThI HEOOXOAUMBI JIJIs1 y4acTHs B BUJICOKOH(epeHIInn?

Pexomenayemasi sureparypa
OcnosHas:

1. Muxeea E.B. HHopmanuoHHBIE TEXHOJOTUU B MNPO(ecCHOHAIBHOW NesATeNbHOCTH. YueO.
nmocodue A CTy. YupexxaeHui cpea. npod. odpazoBanus. — 14-e uzn., crep. — M.: Akagemus,
2016. — 384 c.

2. MuxeeBa E.B. IIpaktukym 10 uH(DOpPMAIMOHHBIM TEXHOJOTUAM B MpodecCHOHATHHON
NEeSATENILHOCTH Y4e0. MmocoOue I CTyI. YUpeKIeHUH cpea. mpod. odbpazoBanus. — 15-¢ usn.,
crep. — M.: Akanemus, 2015. — 256 c.

Tema 5.2. TexHo0THH 32aIUTHI HHGOPMATINHA
IIpakTnueckas padora Ne 23.
Tema: ApxuBanus nanabix. llludposanne nannpix. Coznanue I1II.

Hean 3anaTusi: CdopMupoBaTh OCHOBBI KOMIIBIOTEPHOM TI'paMOTHOCTH. M3yuuTh crocoOsl
apxuBaluu, copMUpOBaTh HaBBIKU MU(PPOBaHUS, apXuBaluu 1 co3aanus JIILL.

OcHamenmne:
[TepcoHanbHBIN KOMITBIOTEP, APXHUBATOPHI, TPOrpaMMa MUPPOBAHUS TaHHBIX.
3aganue.

3agaHus 11 BHINOJHEHUS PAKTUYeCKOil padoThI .

1. 3amycrture apxuBaTop WinRAR, oTobpaszute B ¢hailIoBOM OKHE COAEPKUMOE KaKOH-I100 TankKH,
MU3MEHHTE NIOPATOK COPTUPOBKY B NAIKE 10 OJHOMY U3 ITapaMeTPOB.

2. B pexume ympasneHus ¢aiinamMu HalauTe namnky, coxaepxkaumryro apxuB WinRAR. B pexume
yTpaBJIEHUS] ApXUBaMHU MIPOCMOTPHUTE COJIEPKUMOE BHIOPAHHOTO apXMBa.

3. TlomsiTaiiTeck ¢ moMopio koMan sl "IIpocmoTrpers aiin " uccnenosars copepxumoe ¢Gaitios B
OJTHOM M3 uMeronuxcs apxusoB WinRAR.

4. Bpienute rpynmny (aiiJioB U OLIEHUTE CTENEHb CXKATHS, KOTOPYIO MOKHO OyJeT MOJIy4YUTh B
ClIly4ae UX apXHUBALUH.

5. Packpotite onun u3 umeromuxcst apxuBoB WinRAR u ¢ momoIpro neperackuBaHus 100aBbTE B
HETo HOBBIN (Qaii.

6. B cBoeii manke co3gaiite HOBbIN apXuB ¢ MMeHeM MoMApxuBl 1 momecTuTe B HETO Kakue-110o
1Be pasHble Tpymnsl (aiinos. IlepByro rpynmy 3aapXuBHpYyHTE C MAaKCHUMAJIbHBIM CXKAaTHEM, BTOPYIO
— 0e3 cxkarusl.

7. BHecuTe KOMMEHTapuil B 0MH U3 UMeromuxcs apxuBoB WinRAR.

8. Coznaiite kakoil-nu6o apxuB WinRAR u 3abnokupyiite ero. [lonbiTaiiTech 100aBUTh B apXuB
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HOBBIN (aiii. Y maauTe 3TOT apXuB.

9. B kakoii-mu6o apxuB WinRAR no0GaBbTe HOBBINA (aiin, 3amm@poBaHHBINA C MOMOIIBIO MApOJIs
MYPASSWORD. B ¢aiinoBoM okHE mpoBepbTe HAIWMYUE MPU3HAKA MUGPOBAHUS y TaHHOTO (aiina.
10. Beinenure cpasy Heckonbko apxuBoB WInRAR u mporectupyiite BCIO Tpymmy apXuBOB.
Bribepure B 04HOM U3 apXWBOB KOHKPETHBIN (Dailil ¥ MPOTECTHPYNUTE €T0 OTIIEIBHO.

11.B HOBBIA apxuB MOWApPXUB2 MOMECTUTE KaKyK-THO0O Tpynmy HemuppoOBaHHBIX (HaioB.
JloGaBbTe B apXuB APYTyo Tpynmy ¢aitnos, 3amudposas ee ¢ mapoiem MYPASSWORD?2. Brriiaure
n3 WinRAR. U3Bnekure u3 apxuBa Bce HemudpoBaHHbIE (Pailyibl 1 TOMECTHTE WX B HOBYIO IAINKy
@aiinbl. M3BaexuTe Bee 3ammppoBaHHbIE (PaiiiIbl M MOMECTUTE UX B HOBYIO manky dainbi2.

12. B Texymeit manke cosnaiite SFX-apxuB WinRAR ¢ umenem MoMApPXUB3 M MTOMECTUTE B HETrO
Kakyr-nu6o rpymmy ¢aiinos. Beriinure n3 WinRAR. He Bxons B WinRAR, pacnakyiite apxuB Moit
apXuB3 U MIOMECTUTE €ro COJAEPKUMOE B HOBOM marnke Panmbi3.

13. Beibepute kakoif-mubo (haiin (kenarenbHO OONBIIOT0 00BEMA) W C TOMOIIBIO KOMAaH]IbI
«ITokazarp MHpOpPMAIIHIO» OIICHUTE BO3MOXXHBIA 00muid o0beM N apxuBa storo (daitma. Co3maiite
MHOTOTOMHBIH apXUB It 3TOTO (aiiya, ykazaB B Ka4eCcTBE pa3zMepa ToMa BenyuHy N/3 .

IMudposanue. Coznanue JIII.

3aganue 1. Coszpaiite Ha PaGouem crose win B Momx gokymenrax mnanky llIudgposanue.
Cozpaiite, monb3ysch nporpaMMmoil BJIOKHOT TekcToBbIM (aiin. B kadecTBe OYeHb CEKpPETHBIX
CBEJICHMIA, KOTOpbIe BBl OyjieTe yIuThCs 3aIuINaTh, YKOKUTE B TEKCTe JaHHOTO ¢aitia ceou MO u
MacHOpTHBIC aHHbIe (WK 00YI0 JUYHYI0 uHpopManuio o cede). s 6onee ynobHoi nanpHeiei
paboThl U3MEHUTE BUJ MPEJCTABICHNUS JAHHOW Nanku Ha Tabmuunblid (Bug > Tabdauna) u cHUMHTE
¢bnaxok CkpbIBaTh pacliMpeHHds [Jisi 3aperHCTPUPOBAHHBIX TumoB ¢aiiioB (CepBuc >
CeoiicTBa nanku > Buj)

1.Co3aanmue Kiaoueii B cucreme PGP

3aganue 2. Coznaiite, nonb3ysach cuctemorr PGP nmapy xiroueii Ha cBoe ML
1.3amycture nporpammy: Ilyck > Ilporpammel > PGP > PGPmail —oTtkpoercst paGouast naHenb

MPOTPAMMEBI:
PGPmail M= 3
o) [ IV

2.1llenkuute Ha nepsoii kHomke PGPKkeys (k/roum), a 3aTeM, OTKpBIBHIEMCS OKHE - KHOIIKY
Generate new keypair (CreHepupoBaTh HOBYI mnapy kuwueid). [Ipousoiiner 3amyck
MacTepa reHepaluu Kirodel. B nepsoM ananoroBoM okHe mMactepa HaxMute Jladiee.

3.BBeaute cBoe momHOe uMS (pycCKMMH OyKBaMH) M aJpec DJJIEKTPOHHOM IOYThl B
COOTBETCTBYIOLIME sYeHKM (B KauyecTBe ajJpeca MOXKET€ MCIIOJIb30BaTh JIIO0YIO
MOCJIeIOBATEILHOCTh CHMBOJIOB, OJIHAKO CTPYKTypa ajapeca JIoJDKHa ObITh cobmtomenalll).
[Ilenxknute Ha kHOTIKE [laJiee.

4. JIBaxknpl BBeauTe TapoibHylo ¢pasy (Passphrase) B coorBercTByromme moins. Tak kak B
JAHHOM Cllydae peajibHasi CEKPETHOCTh HE CYIIECTBEHHa, MOXHO cOpocuth ¢uaxok Hide
Typing (CkpbITh BBOA), YTOOBI BBOJUMBIN TEKCT OTOOpaXkajicsl Ha SKpaHe.

B VYEBHBIX LEJIAAX COCTABBTE IIAPOJIb U3 [HU®P U 3AIIOMHUTE EI'O
XOPOHIEHBKO!

KavectBo (TpyaHOCTH M0700pa) KIIOUEBOM (Ppasbl oTpaxkaeTcs ¢ MOMOIIbio HHauKaTopa Passphrase
Quality (KayectBo kiioueBoii ¢pasbl. Ilocne Toro, kak maponbHas (pas3a BBeIeHA JBaXbl,
LIeJIKHUTE Ha KHomKe Jlanee.

5.IIpocMoTpuTe 3a MPOIlECCOM TE€HEpalMH Mapbl KIHYEH, 4TO MOXKET 3aHSTh O HECKOJIbKHX
MuHyT. [locrne 3aBepiieHus npouecca noTpedyercs HECKOIbKO IIETYKOB Ha KHOMKax JlaJjiee u
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I'oToBo, 4TOOBI 3aBEPIINTH CO3AAHME KITIOUEH (ITyOIMKalUIO KIIIOYEH Ha cepBepe BIMOIHITh
HE CJIeIyeT).

6.[TocmoTpuTe, Kak 0TOOPaXKAETCSI TOJIBKO YTO CO3/IaHHBIN KITFOU B CIIHCKE KITIOYCH.

7.11lenkHUTE HA KIIOYE MPABOM KHOIKOW MBI U BHIOEpUTE B KOHTEKCTHOM MeHIO NMyHKT Key

19 PGPkeys — =]

Fil= Edit “iew Keyz Server LGroups: Help

=r A W AT e R =H

F.eps I s alidiky I Trust I Size I D escription :I
= Paul B. Johnszon <pbiE@pgp. comms [} — 204281024 DHADSS public key

@ Philip Mathan <philipn@pgp. coms (=) 1 204341024 DHA/DSS public key

@ Philip B. Zimmermann < pref@pgp. coms [ ] 1 20481024 DHADSS public key

@@, o= = = R = B~ = N = i o s s L ] ——1 2048/1024 Expired DHA/DSS public

= WwAill Price <wprice@pgp. coms [ ] 1 40001024 OHA/ADSS public key

= (5!3, HMeanos Msan MBanosuuy <aaal@_ __ e
=1-E=1 WMeanos Mean Meanosly < aaaE@ico... [ ] Uszer D
&3. WMeanos Mean Meanoey <aaal=, D55 exportable signakur
-
| I »
| 1 key(s] =elected | e

Properties (CBoiicTBa kiio4a). O3HaKOMbTECh CO CBOMCTBAMHU KJIIOYa, B TOM YHCIIE U C
«OTIIEYaTKOM», MPETHA3HAYCHHBIM JJIS MOATBEPKICHUS NMPABUILHOCTH KJII0Ya, HAPUMEDP 10
tenegony. Yobemutech, uto ycrtaHoBieH ¢riaxok Implicit Trust (IlosiHoe noBepue),
YKa3bIBAIOIIUH, YTO BBI JIOBEPSIETE BIIAICIbILy IaHHOTO KJII04a, T.€. caMoMy cebe.

8.3aKpoiTe OKHO CO CIUCKOM KITF0ueil, coxpaHuB uzMeHeHusi. Coxpanure B Bujie (ailjioB B Baiei
nanke llInppoBanue nmyOoauyHbIN U 3aKPBITHIN KIIIOUH, 100aBUB K CTaHAAPTHOMY Ha3BaHUIO
cBoto pammiuio (Hanpumep, pubring-UBanos.pkr u secring-UBanos.skr).

2. 3amuTa 10KYMEHTOB C IOMOIIbIO CO3JAHHOI0 KJII04Ya

2.1 H_[I/I(l)pOBaHI/Ie HOKyMeHTa Drag ugers from this list to the Recipients list | Walidity | Size =
[ Marc Dyksterhouse <marcd@pgp.coms O 204811024
F=Ttark J. Mcbide <markmiEpgp.coms @ 20481024
3aHaHHe 3. 3am“(l)pyﬁ're Balll q)aﬁﬂ C TOMOIIBIO [=3Paul B. Johnson <phjEpop. coms @ 048M024
o =1 Philip Mathan <philipn@pgp. coms O 204811024
CO3JaHHBIX KJIKYCH. [ Philip F. Zimmemmann <prz@acm.orgy @ 204811024 J
1.Ha mnamenu PGP maxmwmre knonky Encrypt Ei'P' i . Znmemann <tz con> 9 e EEF _Ij
v 4 3
(Bamm¢posarb). VYKaKHUTEe CO3JaHHBI BaMH
Recipients | Wallidity | Size I

¢aiin (TXT) u Haxkxmute OTKPBITSD. [ E——— @ aenm
2.B OTKpBIBIIEMCS ITHAJIOTOBOM OKHE HAWIUTE CBOU
KJIIOY U TIEPEHECUTE €r0 METOM IepeTacKUBaHUS
B HIDKHIOIO yacTh OKkHa (Recipients). Haxxmure | ¥ et

W Corwentional Enciyption

OK. IV ‘wipe Original

LCancel | Help |

3. Ilocne aToro Bbl elle pa3 BBeIETE MAPOJbHYIO (pa3y, KOoTopas OydeT OTKPbIBATH JAHHBIN
nokymeHT. Haxmute OK.

4. IlocmoTpute Ha mosiBUBLIMICS 3ammudpoBaHHbIN (aiin. Bel Moxere ero pacumgpoBarh Ha
JAHHOM KOMIIbIOTEpE, TOJIBKO BBEIS MapoOJbHYIO (pasy (i pacmudpoBku (aiina oTkpoiite
€ro Kak OOBIYHBIN TOKYMEHT).

5.IIpocmoTpuTe HOBBIA (hailn, MOSBUBIIMICA B pe3ynabTare pacmudpoBku. KoppekTHo 1
BOCCTaHOBJIEHa UH(oOpMarus?

2.2 JloGaBJieHHE K JOKYMEHTY 3JIeKTPOHHOI HM(POBOI MOANMCH.
3ananue 4. [Hoanmummure Bam ¢Gaij ¢ NIOMOIIBLIO CO3AAHHBIX KJIIOYEH.
1. AHaJIOTHYHO TMpenbIayIIeMy 3aJjaHiio Bocmoiib3yiTech koManaon Sign (Iloamucars) manenu

PGP.

HOJIUCHIBAWTE HE 3AIIM®POBAHHBIN, A UCXOIHBIA ®ANIT .TXT
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2.Ilpocmotpute (aitn moamucu (OH MMEET TO JK€ Ha3BaHWE, YTO W HMCXOIHBIN (aiin, HO
pacimpenue .sig). 3aKpoiTe ero.

3. Tenepb OTKpOITE UCXOIHBINA JOKYMEHT H BHECUTE B HETO JIOObIC M3MEHEHHs. 3aKpoiiTe daii,
COXpaHUB C/JCIAHHbIC TOIIPABKH.

4.OtkpoiiTe eme pa3 (aiin moanucu U oOpaTuTe BHUMAHWE HA W3MEHEHHE 3HAUKa Y Ha3BaHUS
¢aiina. [Ipy He0OXOIMMOCTH MTOBTOPUTE JaHHBIE ACHCTBUS JIJIsl IPOBEPKH.

3ananme 5. CocTaBbTe B TeTPaau Ta0JIUIY, B KOTOPOH YKaKUTe THIILI PailjioB, ¢ KOTOPHIMHU BbI
ceroJHsi padoTaJIu U UX pacuIupeHus (BCero S TUNOB, BKJIKYasi MCXOAHBbII)

IHopsaok BeINOJIHEHHS

1. BBINIOJIHATE IPAKTUYECKOE 3a/1aHHE

2.OTBETUTH Ha BOIIPOCHI JUIsl CAMOKOHTPOJIS

®opmMa KOHTPOJIS

Onenka 3a BBIIIOJIHEHNE IIPAKTUYECKOT0 3aJaHMs], OLIEHKA 3a YCTHBIN OIIPOC.

Bomnpocs! 1u1st CaMOKOHTPOJIA
1. JIns kakux nesaei ucnosb3yroTces IPOrpaMMBbI-apXUBaTOPhI?
2. Kakue ocHOBHBIE Ollepallii C JaHHBIMU peain30BaHbl B apxuarope WinRAR?
3. KakoBo Ha3HaueHHE KaXKIOTO M3 TPEX BO3MOXKHBIX PEKMMOB (YHKIIMOHHPOBAHUS apXUBATOpPa
WinRAR?
4. Yro npexncrasisier coboit muarepdeiic Mactepa WinRAR?
5. KakoBbI OCHOBHBIE ATanbl co3nanus ¢aitna apxuBa WinRAR?
6. Kakue mapamerpsl y4acTBYIOT B HacTpoiike WinRAR Ha KOHKpETHBI BHIOpaHHBIA BapuaHT
apxuBanuu?
7. Kakoii mapameTp apxuBamuu oTroOpaxkaet TpedyeMyro CTeTIeHb MUHUMHU3ALUHU pa3MepoB (aiiioB
B apxuBe?
8. i xakux 1esel UCIOIb3yITCsI KOMMEHTApUH B apXuBax?
9. B Kkakux mpakTHYECKHUX CUTYalUsX IpUMEHseTcs udpoBaHue ¢ailioB B apxuBax?
10. Kakum o6pa3om ocymiectsisiercs mudposanue u aemudpposanue ¢aiinos B apxuBax WinRAR?
11. Kakue oneparuu J0MyCTUMBI 10 OTHOLIEHHUIO K 3a0JI0KMPOBAHHBIM apXuBam?
12. B kakux mNpakTHYECKUX CUTYyalUsX CIEAyeT MPUMEHITh pa30MeHNe apXrBa Ha OT/AEIbHbIE TOMA?
13. KakoBbl OCHOBHBIE ATaIlbl W3BJIeUeHUs (aiina u3 apxusa WinRAR?
14. C nomomrpio Kakux onuuil ocymectisercss HacTpoiika WinRAR Ha KOHKpeTHBI BapuaHT
u3BJIeYeHUs (aiina u3 apxua’?
15. C kakoro Toma ciaenyeT HauMHaTh U3BJICUEHUE JaHHBIX, 3alIaKOBAHHBIX B MHOTOTOMHOM apXuBe?
16. B 4eMm cOCTOUT OTIMYHME CaMOPaCaKOBBIBAIOIIETOCS apXUBa OT OOBIYHOTO apXuBa?
17. B Kakux NpakTUYECKHUX CUTyalUsAX CJIE€LyeT UCII0Ib30BaTh CAMOPACIIAKOBBIBAOLIUICS apXUB?
18. Yem oTiMyaroTCs CHMMETpPHUYHOE W HecuMMeTpuuHoe mudpoBanue? Kakoil u3 crnocobos
IIpeyiaraeT JIyqlyro 3aIuTy?
19. Jlaiite onpeneneHus MNOHATHSIM: IMdpoBaHUe, Jemu(poBaHUE, KIHOY, CHUMMETPUYHOE U
HECUMMETPUYHOE IIH(PPOBaHNE, dTCKTPOHHAS IIU(PPOBAs MOIHUCH.
20. KakoBb! pynkumu SLI1?
21. Pacckaxure 0 cxeMe Iepenadyd JaHHBIX C IOMOIIbI0 HECMMMETpU4yHOro mmdposanus. Kak
BOCIIOJIb30BaThCS cO3MaHHBIMU Bawm ¢aiinamu a1g nepefaun TaHHBIX — B MpeAesax OJHOTo Topoja u
Ha OYEHb YJAJIEHHOE paccTosiHuE?

Pexomenayemas aureparypa

1. Muxeea E.B. MH}opmanmoHHbIE TEXHOJOTMU B MPO(ECCHOHATBHOW JeATeNbHOCTH. YueO.
nocobue sl CTyA. YUpeKIeHuU cpel. mpod. oopazoBanus. — 14-e uzn., crep. — M.: Akaaemus,
2016. — 384 c.
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2. Muxeea E.B. Ilpaktukym mo wuHGOPMAIMOHHBIM TEXHOJOTHSIM B MpodecCHOHaTLHOM
NEeATEILHOCTH Yueb. mocodue i CTyH. YUYpeKACHH cperd. mpod. obpazoBaHus. — 15-¢ usm.,
crep. — M.: Akanemus, 2015. — 256 c.

3. I'pummmn B.H., IlandwioBa E.E. «WHpopManroHHBIE TEXHOJOTMHM B TpodeccHoHaTbHON
nesitenbHocTHy, Mocka, U/ «Dopym», UHOPA-M, 2013r. —421c.

4. Hecrepor C.A. OcHoBBI HHPOPMAITMOHHOH Oe30macHOCTH. YueOHoe nocodue. —Jlanp, 2016.

5. Hosoxwunos O.I1. Uudopmaruka . Yueonuk mis CI1O. — FOpaiiT-M, 2016.

6. OumumonoBa E.B. HMuHbopmanmoHHBIE TEXHOJIOTHH B MNPOPECCHOHAIBHONW JIESITEIIBHOCTH
(CIIO):yuebnuk / - KuoPyc, 2017

7. XneonukoB A.A. UHpopManmoHnHbie TexHOIOTHH: YyueOHuK /— KHoPyc, 2015.

Humepnem-pecypcoi:

1.  www.edu/ru/modules.php - xaranor oOpa3zoBarenbHbIX VHTEpHET-peCypcoB: y4yeOHO-
METOMYECKHIE TTOCOOUSI

2. http://nsk.fio.ru/works/informatics-nsk/ - MmeTonu4eckne pekoMeHaIu 1o 000pyI0BAHUIO
U HCIIOJIb30BaHUIO KaOuHeTa HHPOPMATHKH, MPENoAaBaHne HHPOPMATHKH

3. http://www.phis.org.ru/informatica/ - caiitr Unopmaruka
4.  http://www.ctc.msiu.ru/ - 3MeKTpOHHBII y4eOHUK MO MH(OpPMATHKE U UH(POPMAIMOHHBIM
TEXHOJIOTUSIM
Pa3gen 6. [IpukiiagHoe nporpaMMHoe odecrieyeHue.
Tema 6.1. IIporpaMmmMHbIe TEXHOJIOTHH B PO eCcCHOHAIBbHOM 1eATeJILHOCTH.

IIpakTnueckas padora Ne 24.
Tema: Pacuer TPya0BOro cTazka JAjsl CO3AaHHS NMAKeTa JOKYMEHTOB.

Heas 3ansaTus: CopMupoBaTh HaBBIKK PadOTHI ¢ mporpammoii Pacuer craxeii. 3yunTs uaTepdeiic
nporpaMMbl. HaydnTbes pacCunThIBaTh pa3HbIe BUbI CTAXKEH.

Ocnamennue:

1. IlepcoHAIBHBIN KOMIIBIOTED.

2. nporpamma «Pacder craxein»

3. METOMYECKHE PEKOMEH/IAllMU 110 BBIMOJIHEHUIO JJaOOpaTOpHON paboThI.
3ananme.

Copeprxanue 1 NOPSIAOK BBINOJTHEHUsI pa00ThI (ONMcaHue X0Aa padoThI)

[TIporpamma Pacyer ctaxka siBIs€TCS MPOrpaMMOM MO KOJIMYECTBA B MEPHUOJIE JIET, MECSLIEB U
nueil. [Iporpamma «Pacuer craxka» gaéT BO3MOKHOCTh BBECTH HECKOIBKO MEPHOJ0B PabOTHI, K TOMY
ke pacy€T OyJeT MPOBOJIUTHCS MO KOJUYECTBY JIET, MECSAIICB U JHEH NIl KaXXIO0To MEepPro/Ia, a TakxKe
Oyner oTtoOpaxEéH oOmui U HempepwlBHBIA cTax. [IporpamMma Takxke 007agaeT BO3MOKHOCTHIO
pacreyaTsiBaTh pacCYMTaHHBIE MEPUOABl M CTaxu. UToObl 100aBUTH MepuoAbl pabOThI B CITUCOK,
He0OX0UMO BBECTH JaTy Havaja M OKOHYAHUS MEPHOJIa, a 3aTeM HakaTh KHONKY "Jl00aBUTH".

[Tocne sroro mporpamMmMa aBTOMAaTHYECKH PACCUUTAET YMCIO JIET, MECAIEB M JHEW IJIs JaHHOTO
neprojia, a Takke OOUUI W HENmpephIBHBIA CTaX (MPU YCIOBHUH, YTO B CIHUCKE OOJBIIE OIHOTO
nepuoza). [lporpamma Bené€r moacu€r HEMPEPHIBHOTO CTa)Ka, UCXO/s M3 TakuxX JaHHbIX: 10 01.09.83
rojia JIOJbKeH OBITh pa3phiB Mexay nepruoaamu He 6onee 30 aueid, a mocne 01.09.83 roxga — pa3peiB He
Oonee 21 mHsA. A OOmMI CTaXX mporpaMma CUYMTAET CYMMHPOBAaHHUEM YHCIA JIET, MECSIIEB U JTHEH,
OTCJICKUBASI BCE MEPHOIBI PAOOTHI.

Bo3moxnocTu Pacyer cramxa:

1. BO3MOYKHOCTb BBECTU HECKOJILKO IIEPHOI0B PaOOTHI;
2. BO3MOXXHOCTb IIPOCYUTATH KOJMUYECTBO OOIIETO U HETIPEPHIBHOTO CTaXKa.
IIpeumymecrsa:
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http://nsk.fio.ru/works/informatics-nsk/
http://www.phis.org.ru/informatica/
http://www.ctc.msiu.ru/

1. BO3MOXXHOCTbH TOYHO Y3HATh KOJIUYCCTBO IMOJIHOTO CTAaKa U 10 nNepuoaam pa6OTBI.

3aoanue 1. O3HaKkOMIIEHHE U BHECEHHE 3anucell B mporpammy Pacuer craxeil.

&
1. Otkpoiite nporpammy Pacuem cmasiceit KIMKHYB 1O SIPIIBIKY. . Haxxmure
knasuuty Ipoodonscums.

oG Ce=pryre (| Beie

Hpioncn B. B
Fuzbmrnoes M. 1
MyrurB B

Emnn

| Hearneus

Opr [Hnp | Den[Havanc [ T ] Noninacre Clprarti=aus
4] | [ 15041969 [13.04.1576 | [ |
[

[

[ 10041973 |[04.M.1987 [
|#) (04057979 |Z3.080935 ||

O SETE Hzrrzrre

Mepecser crama Cripasawian

= Omaamiai
0 7 0 rizcauze O amei

28 ner [ mecaues 15 vl

] MNarowe

13 ner 8 mecsues 29 arei Faricmpaya

JloBarurs [ 22 roaa B recause 57 anei ]

HTHATD TERFILKI BT

2. Tlox Tabmuueit COTpyAHUKH KIMKHUTE KHONKY /lo6aéums. B 1uanoroBoM OKHE 3aIlOTHHUTE

¢dopmy co cBoumu nanHbIMU. U kivkaUTE IIpumenums.

M pHrEHKTE d OrraeHa

KyzetAlMHOES
WMHHa

MeTpoEHa

3. Bueibepure B okHe COTpYTHUKH CBOIO (PaMIIIMIO W KIMKHUTE MO HeW. B wmrTore Bul J0KHBI

MOJIYYHTh CIICIYIONIYI0 (hopmy.

Medme b, W
KupuHosckui B, B,

e

Bunn

Kyseraunosa K. T1.
Mynn BB, WBaHoEMY

OkoHuanue | 04| MpuukHa YEONEHEHMA JonxHocTe OpraHuzauua

HotaenTe M areHuT

0 ner O mecaues 0 gHeil

0 ner 0 mecAues 0 aHei

0 ner 0 mecAues 0 aHei

0 ner O ecaues 0 arei

4. B amsy nonst Ilepuoowst pabomst Haxxmute KHOTIKY /Jo6asums.
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[pHrEHHTE

5. Buecute B nony4eHHyo (opMy BCE 3al¥CH O Ballel yueOe: B Koe, B Kosuiemke. [lpu kaxaom

3anpoce orBeyaiite /4. U B koHUEe HaxXMuTe KHONKY IIpumenums.

x

i) TaKoH NpHYHHE! YEONEHEHHA HET B CNPaBoYHHEE. JobaEnTE?

T Cancel |

MplirdeHHTE OTrieHa

01.09.2001 » 30062011 » S04 COUI M 43 -

|

6. VY Bac BHecercs Ilepuoj paGoThl.

Opr |Hop |.0on [Havano Okonyanue | OY | MpWyiHa YEONEHEHIKA Jon#HocTe OpraHKzauna

01.09.2001 |30.06.2017 | [ | okoryaHMe wras YUEHME, MOY COW Me 48

7. Amnanorn4yHsM oOpa3oM BHecuTe ere 2-3 3anucu [lepronos paGoThl.

ITopsinok BbINOJIHEHHS

1. BBITOTHATE IPAaKTHYECKOE 3aJaHHE

2.OTBETUTB Ha BOIIPOCHI JUIsl CAMOKOHTPOJIS

DopMa KOHTPOJIA

OreHka 3a BBIIIOJIHEHNE IIPAKTUUECKOTO 3aJaHMs], OLIEHKA 3a YCTHBIN OIPOC.
Bonpochl 1J1s1 CAMOKOHTPOJISE

No | @. | Jlata Hayana | Tekymmi OO6mmit Crax  paboTbl B | Henpepuvignwiii

n/n TEKYILEro cTaka | CTax CTax JTAHHOM OpraHu3aluu | cmagic
paboThI

1.
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2.
3.
4.
5.

Haitaute B UHTEpHETE M BBIMUIINTE, YTO O3HAYAECT:
1. Tekymuii cTax;

2.00muii cTax paboThI;

3.Crax paboThl B JaHHOW OpraHU3aluy;

4. HenpepbIBHBIN CTaX.

5. [IpenbsiBuTE paboOTy MPETIOAABATEIIO.

BbiBoab! 1 npeasioxkeHus: (110 JaHHON NPaKTHYeCKOH padoTe)

[Iporpamma «Pacuet cTaxa» 7a€T BO3MOXXHOCTh BBECTH HECKOJIBKO MEPHUOIOB PAOOTHI, K TOMY

&Ke pacu€r OyJeT NPOBOIUTHCS 10 KOJIMYECTBY JIET, MECSLEB U JHEH s KaXKA0ro Mepuoja, a Takxe
Oyzaer oToOpaEH OOIIHIA U HETTPEPBHIBHBINA CTaXK.

Ilopsinok BbINOJIHEHUS

1. BBIMOMHUTE IPAKTUYECKOE 3a/laHUE

2.OTBETUTH Ha BOIIPOCHI JUIsl CAMOKOHTPOJIS

dopma KOHTPOJIA

OneHka 3a BBIIIOJIHEHUE MPAKTUYECKOT0 33aHUsI, OLIEHKA 33 YCTHBIN OIpocC.

Bomnpocsl 1y cCaMOKOHTPOJISA

1.

A et

[Iporpamma Pacuer craxeid.
WuTepdeiic mporpamMMmel.

Texymmii crax.

OO6mmit craxx paboTHI.

Crax paboThl B JaHHOW OpraHU3al|H.
HenpepsIBHBIN CTax.

Pexomenayemasi sureparypa

OcnosHas:
MuxeeBa E.B. MHdopMmanuoHHble TEXHOJOTMM B HPOPECCHOHATBHOM JEesATEIbHOCTH. Y4eO.
nocoOue ISl CTy/1. YUpekaeHun cpel. mpod. oopazoBanus. — 14-e uzn., crep. — M.: Akaagemus,
2016. — 384 c.
Muxeesa E.B. IlpaktukyM 0o WHQOPMAIMOHHBIM TEXHOJOTHSIM B HpodheccHOHATbHOU
NeSTeNbHOCTH Y4el. mocodue i CTyJ. yupekIeHui cpen. mpod. odbpazoBanus. — 15-e usn.,
crep. — M.: Akanemus, 2015. — 256 c.
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