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Mcnonb3oBaHWe NaHenel MHCTPYMEHTOB
MpueMbl paboThl € KNaBMaTypol Npu BBOAE TEKCTa
[ononHuTenbHble NpueMbl paboThl C KNABMATYPOV NpW BBOAE TEKCTa
Camonposepka
O6Lwme cBefeHMs 0 TEKCTOBbIX MpoLieccopax
O6bLwme cBefeHns 0 TEKCTOBbIX MpoLeccopax
Mpuctynas k pabote ¢ Word 2010
Co3pgaHune JoKkyMeHTa € MOMOLLbIO WwabnoHa
PepakTtvpoBaHve u (popmaTMpoBaHue TekcTa
Pabota c Tabnuuamu 1 pucyHkamm
MpoBepka nNpaBonuncaHWs B JOKYMeHTe
Co3gaHue gokyMeHTa B IHTepHeTe
HactonbHas usgatenbckas cucrema
CamonpoBepka
O6Lwme cBeaeHWs 0 NporpamMmax 06paboTku 31eKTPOHHbIX Tabnuy
Obwwme cBefeHns 0 NnporpamMmax 06paboTkM 2NeKTPOHHbLIX Tabnuu,
0630p nporpamMm 06paboTKN 3NEKTPOHHLIX Tabnuy,
BBoa AaHHbIX
BbINonHeHWe MaTeMaTUYecKunx 3agad
BcraBka avarpamm
MevyaTb AaHHbIX 3MIEKTPOHHOMN Tabnuubl
Co3paHue anekTpoHHoW Tabnuubl B UHTepHeTe
CamonpoBsepka
O6Lwme cBeaeHUs 0 NporpaMMax npeseHTaumi
O6Lume cBeaeHMs 0 NporpaMMax npeseHTaumii
0630p NpOrpaMMbl Npe3eHTaLNi
Co3gaHue npeseHTauum
BcTaBka pucyHKOB U haliioB MynibTMMeaAMa
MeuaTb NpeseHTauum
Co3gaHue npeseHTaumm B HTepHeTe

CamonpoBepka
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O6Lwme cBeaeHMS 0 NporpamMMax yrnpasneHust 6a3amMmn AaHHbIX
ObLwme cBefeHns 0 nporpamMmax ynpasneHus 6azamm gaHHbIX
0630p 6a3 AaHHbIX
Co3pgaHue 6a3bl AaHHbIX
Pabota ¢ 3anucsmm
3anpocbl 6a3bl AaHHbIX
PaboTta c oTueTamu
CamonpoBepka

KpaTkoe nsnoxeHve mogyns
KpaTkoe n3noxxeHve Moayns
Tema
Tema
CamonpoBepka

[JanbHeliwee obyyeHne
[HanbHeliee o6yyeHne
Tema
Tema
CamonpoBsepka

noccapuii
noccapwii
Tema
Tema

CamonpoBsepka
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]
0630p Kypca

OdmcHble
nporpaMmbl

OducHble
nporpamMmbl —
3TO CcpeacTsa,
KOTOPbIE MOXHO
MCMonb30BaThb
ANs co34aHus
[IOKYMEHTOB,
npeseHTauumn,
Tabnuu,
Anarpamm u
rpacumkoB. B 3ToMm
Kypce
paccMaTpuBaloTcst
Haunbonee
nonynsipHole
NPUNOXEHUS,
MCMosnb3yeMble B
6usHece,
obpa3oBaHuK 1
aoma. B atom
Kypce Bbl y3HaeTe
0 KOMMOHEHTAaX
pasnYHbIX
0UCHBIX
nporpamMm
(TeKkcToBbIX
npoLeccopos,
3/1EKTPOHHBIX
Tabnuu,
nporpamMm
npeseHTaumin n
6a3 aaHHbIX). Bbl
TaKxke y3Haete,
Kak BblbupaTb
HY>XHble
nporpamMmsl ans
BbINOSTHEHMSI

Kypc: "OducHble nporpamMmbl™
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3ajau.

Coaep)xuMoe Moaynsa
0O630op HaBurayum

06 aTom kypce
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O630p HaBurauum

Coaep)xuMoe 3aHATUA

0630p HaBuraumm
Tema
Tema

Camonposepka
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[o6po noxanoBaTb Ha Be6-calT
MHTEPaKTUBHOro 0by4eHns kopropaumm
MaiikpocodT. B pasaene "OrfaBneHne” MOXKHO -~ e i D i
03HAKOMMUTbLCS C TEMATMKOM Kypca 1 BbibpaTb it et LEmmacaems j ==
MOoZy/b MW YPOK ANg npocMoTpa. YTobbl -
NPOCMOTPETL BCE YPOKWN B MOAYIe,
pa3sepHuTe ero B pasgene "OrnasneHve".
YTO6bI CBEPHYTb MOAY/Ib, LLENKHUTE 3HAYOK
"CBepHyTb". [1ns nepexoaa no CoAep>XMMOMY
Kypca MOXHO MCMOSb30BaTb KHOMKK
"Mpeapblayluas ctpaHvua unmn pasgen” n
"Cnegytowas crpaHuua unu pasgen”. ns
nepexoaa no CoAepXuMoMmy B npeaenax
0[HOro YpOKa MOXHO BblbupaThb B
COAEP>XKAaHUW TEMbI MO NOPSIAKY WY OTKPbIBaTh
JMLWb Te U3 HUX, KOTOpbIE NPeaCTaBNAoT
MHTepec. YTobbl NPOBEPUTL CBOW 3HAHWS NO
YPOKY, BbIMO/THATE CaMOMNPOBEPKY. ITO MOXHO
cAenaTtb Kak Nocsie 03HaKOMIEHNS C
COZEPXXMMbIM YPOKa, TaK 1 nepes 3TUM, ecin
Bbl yXXe pa3bupaeTech B npeameTe. Kypcbl
MHTEPaKTUBHOrO 0by4eHns koprnopaumm
MalikpocodT ocHaLlleHbl hyHKLMEN
NMOIHOTEKCTOBOrO Moumcka, No3BoNstoLLen
6bICTPO HAXOAUTB HYXHYIO MHDOPMaLMIO.
UT06b! BLINONHUTL NPOCTOM NOUCK TEKCTA,
BBeauTe B none "Monck" cnoso nnu dpasy n
HaXkmuTe KHOMKy "HawTtu". ins 6onee
C/IOXXHbIX 3aMpOCOB UCMOJSIb3yeTcs
paclMpeHHbIi Nouck. M3yyaTtb HyXHbIV
MaTepuan MOXHO B yA06HOe Bpems 1
yA06HbIM cnoco6oM. IMeHHO Takyto
BO3MOXXHOCTb MPEAO0CTaBAAET KypC
MHTEPaKTUBHOIO 06y4eHnsi Koprnopauum
MaikpocodT.

O St g L. mapye

Kypc: "OducHble nporpamMmbl*
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06 3TOM KYypCce
]

Coaep)xuMoe 3aHATUA

06 3ToM Kypce
Tema
Tema

Camonposepka
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B 3TOM Kypce paccMaTpuUBaIOTCS PasfiMyHble KaTeropum 0UCHbIX NPOrpaMM 1 UX HasHadeHwue. 34echb
TakoKe JaeTcst onMcaHue obLWMX KOMaHA v yHKUMIA NONb30BaTeNbCKOrO MHTepdelica 3TUX NporpamM.
3TOT KypC NOMOXeT BaM HayunTbCs BbINONHSATL OCHOBHbIE 3a4a4u B Hanbonee pacnpoCcTpaHeHHbIX
0UCHBIX NporpamMmax.

CBeaeHus OnucaHue

OnucaHve ayamMTopum 3TOT KypC NpeAHa3HayeH A1s BCEX XeatoLmx NpMo6pecTu HaBbIKK
KOMMbIOTEPHOW MPaMOTHOCTMU.

MNpenBaputenbHble Yyawmecs aomkHbl 06naaate 6a30BbIMM HaBbIKaMM YTEHUS U MOHUMAHMS
ycnoBua NPpO4YUTAaHHOIO Ha YPOBHE, HEO6X0AMMOM ANSt YTEHUSI MECTHOM raseTbl.

Yyalumecs AOMKHbI NPOTM NepBbIit Kypc "OCHOBHbIE CBEAEHUS O
KoMMbtoTepax" uau o061aaaTh aHaoOrMYHLIMU HaBblkaMu paboTbl Ha
KOMMblOTEpPE.

Llenu kypca Mo OKOHYaHUM JAHHOTO Kypca Bbl cMoXeTe:

e OnucbiBaTb PYHKLMM OCHOBHbIX NporpamMm Microsoft Office 2010 n
Office Live.

e Vcnonb3oBaTh MYHKLUMM U KOMAHAbI, KOTOpbIE BCTPEYAOTCS BO BCEX
OUCHBIX NpOrpaMmax.

e PabotaTb C TEKCTOBbIM NPOLECCOPOM.

e PaboTaTb C 3NEKTPOHHbLIMM Tabnmuamu.

e PaboTtaTb C nporpaMMamMu NpeseHTaumi.

e Co3paBaTh M COXpaHsATb MHbOpMaumio B 6a3e AaHHbIX.

Kypc: "OducHble nporpamMmbl*
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[OTdJopmaTupoaauo: pycckuii

OducHble nporpaMMmbl

BBeaeHue

[nsa paboTbl ¢ nHGOpMaLUmen, NpeACcTaBNEHHON B pa3nnyHbIX hopMaTax,
Heo6x0AMMO co3/aBaTb AOKYMEHTbI pa3nnyHoro Tuna. OducHble
nporpamMmbl ynpoLLakoT CO3AaHNe Takux AOKYMEHTOB. B 6onblunHcTBE
OUCHBIX NPOrpamMM ecTb HEKOTOpbIe 06LLMe DYHKLMM 1 KOMaHAbl, 4TO
obneryaet paboTy C pa3HbIMM NPOrpamMMamMm.

B 3TOM MoAy/e paccMaTpuBaloTcs 06LIMe YHKLMM U KOMaHAbI OUCHBIX 1
nporpamm. KpoMme Toro, 34ech Bbl y3HaeTe 0 ToM, kak paboTaTh B

Pa3NMYHBIX OUCHBIX MPOrpaMMax: TEKCTOBbIX MPOLIECCOPAX, INEKTPOHHbIX
Tabnuuax, nporpamMMax npeseHTaumii M nporpamMMax yrnpasneHus 6asamm

[@HHbIX.

Mocne npoxoxaeHns AaHHOro Moayns Bel cMOXeTe:

e OnMcbIBaTb (yHKLMM OCHOBHbIX NporpamMm Microsoft Office 2010 n
Office Live;

e MCMONb30BaTb MYHKLMWN N KOMaHAbI, KOTOPbIE BCTPEYAKOTCS BO BCEX
O0M1CHBIX NporpaMMax;

e paboTaTb C TEKCTOBBLIM NMPOLIECCOPOM;

e paboTaTb C 3NEKTPOHHbIMM Tabnuuamu;

e paboTaTb C NPOrpaMMaMm rnpeseHTaLui;

e C034aBaTb U COXPaHSATb MHPOPMaLMIO B 6a3e AaHHbIX.

Juct obyuenums:

LLlenkHute ang npocmMoTtpa u neyatun nogpobHoro yuyebHoro nnaHa
3TOro Moaynsa.

3anucb pa3rosopos

PasnuyHble OCbI/ICHbIe NPUNOXEHUA NO3BONAOT NIENKO U 6bICTp0 C034aBaTb CaMbl€ pa3Hble JOKYMEHTHI,
TaKne Kak npeseHTaunun, aNIEKTPOHHbIE Tabnumubl 1 6a3bl AaHHbIX.

MHorve 13 3TUX NPUNOXEHUI coaepxaT obLime dyHKUMM 1 KOMaHAbI.

Mo3TOMyY 3HAaKOMCTBO C TaKNMM beHKLl,Mf-IMM 1 KOMaHAaMu OHOro NpUNoXeHUs NOMoXeT Bam 6bICTpO
OCBOUTb HaBbIKK pa6OTbI CO BCEMU OCTallbHbIMU.

B 3TOM MoAyne paccMaTpuBaloTCs (DYHKUMM M KOMaHAbl, KOTOPble BCTPEYAOTCS B pa3HOO6pasHbIX

Kypc: "OducHble nporpamMmbl*
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OUCHBIX NMPUNOXKEHUSIX,

1 ONUCLIBAIOTCS CNOCO6bI BbIMOTHEHNSI OCHOBHbBIX 33434y B TEKCTOBbIX npoueccopax, 31EKTPOHHbIX
Tabnuuax, nporpamMmmax npe3eHTaum71 M nporpamMmax yrnpasieHUa 6a3amu AaHHbIX.

[ OTchopMaTMPOBaHO: pPYCCKMii

Copepixumoe Moayns

O6wue ceegeHns 06 0PUCHbBIX Mporpammax

O6LLUMEe KOMMNOHEHTbLI 1 KOMaHAbI

O6Lwue cBeleHnsa 0 TEKCTOBbLIX NMpoLieccopax

O6Lwue ceeneHns o nporpaMmmax 06paboTkun aNEKTPOHHBbIX Tabnuyy
O6wwme cBeaeHMs 0 Nporpammax npeseHTaunm

O6Lwue cBeeHns 0 NporpaMmax ynpasneHusi 6asaMmm AaHHbIX
KpaTkoe n3noxexue moayns

HanbHenwee obyveHne

moccapwui

Kypc: "OducHble nporpamMmbl*
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Coaep)xuMoe 3aHATUA

Obwwme cBeneHns 06 oMCHbBIX NporpaMMax

0630p 0hMCHBIX NporpamMm

DYHKLUMM OPUCHBIX NPOrpamMm

Wcnonb3oBaHue wabnoHos Office 2010 n Office Online

0630p, Be6;npunoxxeHuii, Office Web Applications

CamonpoBepka

Kypc: "OducHble nporpamMmbl™
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O6wue cBeaeHns 06 oPUCHLIX NPorpamMmax

BBoaHasi yacTb ypoka

MpeacTaBbTe, YTO Bbl — LWKONbHLIV yUnUTENb, KOTOPbIN
pa3pabaTbiBaeT NporpaMMy OTC/IEXMBAHWS YCEBAEMOCTH
yyalumxcsl B TedeHune yyebHoro roga. st 3Toi nporpamMmbl
HeobxoanMo cobpaTb pesynbTaThl KOHTPOsbHbLIX paboT Bcex
yyalmxcs u onpeaenuTb Mepbl, MPUHATBIE YYUTENSAMMU ANs
NOBbILIEHUS KayecTBa 06yyeHus. 3aTeM 3TU AaHHbIE HeobXoaUMO
06beAMHUTb U COXPaHWUTL B TAaKOM BuAe, YTO6bI BNOCIEACTBUM
MOXHO 6b1710 NIerko NonyyaTb M 06HOBAATL HYXHbIE CBEAEHWS.
CobpaHHble 1 coxpaHeHHble AaHHble HE06X0ANMO NpeaCTaBUTb
APYrUM yunTensaMm, 4tobbl paspaboTaTb BMECTE C HUMU
MHAVBUAYaNbHbIE MaHbl NOBbILEHWS YCNEBAEMOCTM A8 KaXA0ro
yJalierocs.

[ins BbINONTHEHMS BCeX 3TUX 3aaady Bam notpebyetcs
BOCMOJ1b30BaThCSA PA3/INYHbIMU TUNaMM OUCHBLIX NporpamMM. OHK
[enatoT paboTy 6bIcTpolt 1 ahdeKTUBHON. MOXHO Takxe
YMEHBLUWUTb YCUINSA Ha CO3aHNE JOKYMEHTOB, UCMOMb3Ys
wabnoHbl, focTynHble B VIHTepHeTe. Ecnu TpebyeTcs
npocMaTpuBaTh JOKYMEHTbI, MPEAOCTaBNsTb UX B 06LLMIA AOCTYN U
paboTaTb C HUMK BMECTE C APYrMMU YUUTENSMU, NOAKIOUEHHBIMU
K IHTEpHEeTY, MOXXHO 1cnonb3oBaTh Beb-npunoxerus Office Web
Applications, 4To6bl OTKpBIBaTb M peAAKTMPOBaTb AOKYMEHTHI.

Ha 3ToM ypoke Bbl y3HaeTe 06 0CHOBHbIX YHKLMAX OUCHBIX
nporpamMm. Bbl Takoke y3HaeTe o WwabnoHax 1 BeS-NpunoxeHmsx
Office Web Applications, KoTopble NO3BONSAIOT CO34aBaTh U
peaaKTUpoBaTh AOKYMEHTHI.

Mo okoHYaHuK 3TOro ypoka Bbl cMoxeTe:
e ONMCbIBaTb YHKLUUM pa3nnYHbIX OPUCHBIX MPOrpammM;

e  OMWCbLIBATb NPeNMYyLLECTBA LWAbNoHOB 1 Beb-calita Office
Online;

e 06BLSACHATb UCMOMb30BaHMe Be6-NpuioxeHuin Office.

Kypc: "OducHble nporpamMmbl*
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0630p 0UCHBIX MPOrpamMM

C NoMoLLbO KOMIbIOTEPA MOXXHO COCTaB/IsATb MCbMA, AeNaTb 3aMETKU, FOTOBUTb OTYETHI MO NMPOEKTaM,
NPOBOAWTL TOProBbIE NMPE3EHTAaLIMM, BECTU CEMENHbIN BIOIXKET UK YNPaBNsTb CBEAEHWUSIMU O KIIMEHTaX.
NS BbINOMHEHWS KAXXAOM M3 3TUX 3afay He0BX0AMMO UCMO/b30BaTh CreLMabHbIE NPOrpaMMmbl
(Ha3blBaeMble Takxke 0UCHBIMM NPOrpaMMaMm), YCTaHOBNEHHbIE Ha BaweM koMmnbtoTepe. Hanpumep,
M1UCbMO W/ APYroM TEKCTOBbIN JOKYMEHT MOXHO COCTaBUTb B TEKCTOBOM Mpoueccope. 11 MOAroToBKM
Npe3eHTaLmMii MOXHO MCMOMb30BaTb MPOrpamMMy NpeseHTaLuii.

B CJ'Ie,Cl,y}OLI.I,EI\/'I Tabnuue onucaHbl HEKOTOPbIE OCHOBHbIE OCbVICHbIe nporpamMmebl.

MporpamMmmbli OnucaHue
TekcToBble TeKkCToBblE MPOLIECCOPbI UCMOMb3YIOTCSA AN CO3AaHUS AOKYMEHTOB, B KOTOPbIX
npoueccopbl npeobnapaet TekcT. OAHMM U3 PacnpOCTPaHEHHbIX TEKCTOBbIX MPOLIECCOPOB

asnsetcs Microsoft Word 2010.

Mporpammbil MporpamMMy co3aaHns 3aMeTOK MOXHO MCMob30BaThb Ans cbopa, 3anucu n

CO3/jaHns 3aMeToK XpaHeHust MHhOpMaLMK TakuM 06pasoM, YTObbI ee MOXXHO 6bIf10 NIErKO HakTH
1 NOLENUTLCS €10 C APYrMMU Nonb3oBaTensMu. OfHOM U3 pacnpoCTpaHEHHbIX
nporpaMm cosfiaHusa 3aMeTok siensetcsa Microsoft OneNote 2010.

MporpamMmbl MporpamMmbl 06paboTKM 3NEKTPOHHBIX TabnnL MCNONb3yTCA Anst paboTbl C
06paboTku YMC/IAMM Y BbINOJIHEHUS MaTEMaTUYECKUX pacyeToB. OaHON 13

3NEKTPOHHBbIX pacnpoCTpaHEHHbIX NMporpamMM 06paboTKM SNEKTPOHHbIX Tabnuy sBnseTcs
Tabnuy Microsoft Excel 2010.

MporpamMmbl aAns B nporpamMme npeseHTaumii MOXXHO CO3aaBaTb Npe3eHTauuu, 06beanHsiowme
paboTbl € B cebe TeKCT 1 rpaduky. B kauecTBe npuMepa Takol NPorpaMMbl MOXXHO
npeseHTaumsaMm Ha3BaTb Microsoft PowerPoint 2010.

MporpamMmbil MporpamMmbl ynpaBneHuns 6a3amu AaHHbIX NMO3BOMISIOT YNOPSAOUUTb AaHHbIE,
ynpaeneHusi 6azamu HanpuMep KOHTaKTHYI MH(OPMaLMIO O KIIMEHTAX U CBEAEHUS O

[aHHbIX npuobpeTeHHbIX UMK TOBapax, U NPeACTaBUTb AaHHbIE B TakoM cdopMaTe,

YTO6bI MX 6bIN10 YA06HO UCMONBb30BaTb U NErKO U3MeHSTb. OAHON 13
pacnpoCTpaHeHHbIX NPOrpamMM ynpaBneHns 6a3amm AaHHbIX SBASETCS
Microsoft Access 2010.

Kypc: "OducHble nporpamMmbl*
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QOYHKLMN OPUCHBIX MPOrpaMm

OTCOPTUPYITE 3N1EMEHTHI MO COOTBETCTBYIOLMM KaTeropusiM, yKasbiBasi HOMep 3/1eMEHTa B
COOTBETCTBYIOLLEM MONE HUXKE.

dneMeHTbl KaTeropmm
1 Co3paHve JOKYMEHTOB, CoAepXKallumMx B OCHOBHOM TEKCT.
2 CucteMaTuv3aums AaHHbIX B MPOCTOM Anst AocTyna dopmMare.
3 XpaHeHwue 60NbLUNX 06EMOB AaHHbIX.
4 Pabota c uncnamu.

5  BbINOSIHEHME MAaTEMATUUYECKUX BbIYUCTIEHUI.

KaTteropms 1 KaTteropwms 2 KaTteropwms 3

MporpamMma ynpasneHust

neKTpoHHas Tabnuua TeKCTOBbIi NpPOLEccop Gasamin JaHHbIX

MpuMeyaHue. OTBETbI MOKa3aHbl Ha ClieaytoLLel CTpaHuLe.

Kypc: "OducHble nporpamMmbl*
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KaTteropmsa 1 KaTteropmsa 2 KaTteropwms 3

[MporpamMma ynpasneHus

DnekTpoHHas Tabnuua TeKCTOoBbIV NpoLeccop 6a3aM1 aHHbIX

4,5 1 2,3

Kypc: "OducHble nporpamMmbl*
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Wcnonb3oBaHue wabnoHoB Office 2010 u Office Online

B Microsoft Office 2010 nMelOTCS BCTPOEHHbIE
LWabnoHbl, KOTOPblE MOXHO MCMOMb30BaTb ANS
€o3aaHus NpodeccMoHanbHbIX U NpUBREKaTENbHbIX
[IOKYMEHTOB, NPE3EHTALNIA U HACBILLEHHbIX
3NEeKTPOHHbIX Tabnuu. 3Tu wabnoHbl coaepxat
npeaBapuTesibHO 3aAaHHble pa3MeTku 1 hopMaTsl,
KoTOpble 06ecneyrBaloT MakCMManbHO adeKTNBHOE
CO3/jaHNe AOKYMEHTOB B CaMble KOPOTKME CPOKMU.

[insi co3aaHnst AOKYMEHTOB MOXXHO UCMOJb30BaTh
CTaHfapTHble WabnoHbl. Hanpumep, MOXHO
ncnonb3oBaTh WabnoHbl Microsoft Word 2010 ans
0ochopMeHUS pe3toMe, ONMCaHWsl BakaHCUi,
NpUrIaLLEHNIA, KaneHaapew, CTy)Ke6HbIX 3an1coK 1
pacnucaHuid. LLiabnoHsl Office PowerPoint 2010
MOXHO UCMOJIb30BaTh AJIs CO34aHus
NpuBeKaTeNbHbIX NPe3eHTaLMM, BKIOUAOLLMX
QHMMUPOBaHHbIE Craiabl, U306paXxxeHunst, cnanapl
TPEXMEPHbIMK NEPEX0AaMU U TEKCTYPUPOBAHHbLIM
¢oHomM. C nomowbto wabnoHos Office Excel 2010
MOXXHO CO3JaBaTb 3/1EKTPOHHbIE Tabnuubl,
roMoratoLLye aHann3nMpoBaTh AaHHbIE,
BU3yanu3npoBaTb TEHAEHUMN U Ny6nnkoBaTb
pe3ynbTaThl.

KpoMe cTaHaapTHbIX WabioHOB, MOXHO MCMOMb30BaTh
JIOMONHUTENbHbIE LWAGMOHBI, 3arpy3uB ux C Beb-caiTa
Office.com. YT06bl 3arpy3uTb OnpeaeneHHbIi LWabnoH,
TpebyeTcs BBECTW K/IIOYEBOE C/I0BO B pa3gen
“LlabnoHbl", NpocMOTPETb LWAb0oHbI B CNUCKE
[OCTYNHbIX WabnoHOB, @ 3aTeM 3arpy3uTb LUAGJIOH.

Office 2010 TaKkoke NpeaocTaBaAsieT A4OCTYN K Beb-canTy
Microsoft Office Online, rae MoOXHO BOCMOJ1b30BaTLCA
6ecnnaTHbIMK MHTEpHeT-cnyx6ammn ans Office. 3ToT
CaWT copepxuT 6ecnnaTHble WaboHbl, KOTopble
MOXXHO MCMO/b30BaTh ANS CO34aHNS AOKYMEHTOB,
rpe3eHTaLmii M 3NeKTPOHHbIX Tabnuy. Kpome
LWa6IOHOB, Ha 3TOM Beb-caliTe AOCTYMHbI O6HOBIEHMS
NpOAYKTOB, KapTUHKMK, cnpaska Office 1 oTBeTHI Ha
Hamnbonee 4acTo 3aaBaeMble BONpOChl. bONbLUNHCTBO
cnyx6 6ecnnaTtHbl, 1 MU MOXXHO BOCMO/b30BaThLCA
6e3 perncrpaumm Ha Beb-cante Office Online. Ho
HekoTopble CyX6bl TpebytoT pernctpaumun. OaHa 3
Takux cnyx6 — cnyx6a nybnvkaumm kaneHaapeit
Microsoft Office Outlook, KOTOpYIO MOXHO
ncnonb3oBaTh Ans nybnvkaumu kaneHaaps Office
Outlook. YTobbl 3aperucTpupoBaThcsl Ha Beb-calite
Office Online, HEO6X0AMMO UCNONL30BaTh Y4YETHbIE

Kypc: "OducHble nporpamMmbl*
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AaHHble Windows Live ID.
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‘ 0630p Beb-npunoxeHuit Office Web Applications

A

Beb:npunoxeHus, Microsoft Office Web Applications —

3TO, MHTEPHET;Bepcum, nporpamm, Microsoft Word,

OTdopMaTUPOBaAHO:

(CLUA)

QHrMACKUIA

OTtdopmaTpoBaHo:

(CLUA)

QHrAMACKUIA

OTtdopmMaTpoBaHo:

(CLUA)

QHrNMACKUIA

Excel, PowerPoint u,OneNote. 3T NpunoXxeHus

NO3BONSAIOT CO3/aBaTb, pefaKTUpoBaTh U
npocMaTpusaTh AOKYMEHTbI MOYTH U3 Nt06oro Mecra.
Bce, uTo TpebyeTtcs, — 3TO NOAK/OYEHNE K
WHTepHeTy. Joctyn k Office Web Applications MOXXHO
nony4untb yepe3 Windows Live — 6ecnnatHyto cnyxby
WK cepeep, Ha KOTOpoM paboTaeT Microsoft
SharePoint Foundation 2010.

Beb6-npunoxenus Office Web Applications ocobeHHO
rionesHbl BO BpeMs nyTellecTsuin. Heobxoanmo
COXpaHWTb AOKYMeHTbI B Skydrive (6ecnnatHon
ceTeBOM cyx6e xpaHeHus Windows Live), a 3aTeM
OTKPbITb MX C MOMOLLbIO Be6-6pay3epa TOYHO TakK Xe,
KaK HacTonbHbIM NpunoxeHneM Office. 3To no3sonseT
MCNOob30BaTh Ntobble He06X0ANMbIE MHCTPYMEHTHI B
no6oe Bpemsi. MOXHO Takxe NpocMaTpuBaTh
[OKYMeHTbI, Ny6nkoBaTh MX U paboTaTb C HUMK
COBMECTHO C KoJiieramu, NOAKMIOYEHHbIMU K
WHTepHeTy, BHE 3aBMCMMOCTU OT Bepcun Microsoft
Office, KOTOPYIO OHM NCMONBL3YIOT. MOXHO AaTb
BO3MOXHOCTb KOJJIeraM npon3soAnTb OAHOBPEMEHHOe
pefakTupoBaHWe JOKYMEHTOB B TO BpeMs, koraa Bbl
paboTaeTe C 3TUMK AOKYMEHTaMu.

MoXHO Mcnonb3oBaTh BeS-npunoxeHve Word Ans
06HOBMIEHMS 1 NpoBePKM opdorpacdum OTHETOB MO
Mepe BBOAA TEKCTa, Ans hopMaTUpoBaHus WwpudTa n
CTunei, a 3aTeM Ans nevaTm otyeToB. C NOMOLLbIO
Beb-npunoxenns Excel MoxHO paboTaTb ¢ 60mkeToM
npoekTa B peanbHOM BpeMeHu. Beb-npunoxeHuve
PowerPoint MOXHO MCMO/Ib30BaTh A9 CO3AaHUS
BrevaT/sowWen npeseHTaunmn ans o6cy>xaeHuns nnaHa
npoekTa ¢ Bawmnmmn pykosoautensimu. Bo Bpems 31oro
obcyXaeHns MOXHO MUCMoNb30BaTh BE6-NpuIoKeHne
OneNote Ans cOXpaHeHUs uaen 1 CBeaeHUN,
NoNyYeHHbIX OT Kosner.

Kypc: "OducHble nporpamMmbl*
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OTdopMaTUPOBaAHO:

(CLUA)

QHrMACKUIA

OTtdopmMaTpoBaHoO:

(CLUA)

QHrNIMACKUIA

(CLUA)

QHrMACKUIA

OTtdopmMaTMpoBaHoO:

(CLUA)

QHrNIMACKUIA

OTtdopmMaTpoBaHoO:

(CLUA)

QHrNIMACKUIA

OTdopMaTUPOBaAHO:

(CLUA)

QHrMACKUIA

OTtdopmMaTMpoBaHoO:

(CLUA)

QHrNIMACKUIA

OTdopMaTUPOBaAHO:

(CLUA)

|
|
{
|
{
{ OtchopmaTupoBaHo:
{
{
|
{
{

QHIrIMACKUIA

(N G, U, U, W U | U | U | W, W |




[ins KaXkAoro BOMpoOCa yKaXuTe NpaBubHbIA OTBET, MOMECTMB MOMETKY B CToNGew crieBa.

Bonpoc 1
Kakyto nporpammy crnegyeT ucnonb3oBaTh ANs CO34aHUS Npe3eHTaummn?
Bbi6epuTe NpaBubHbIN OTBET.

Word 2010.

Excel 2010.

PowerPoint 2010.

Access 2010.

Bonpoc 2

Kakoe Be6-npunoxeHune Office Ncnonb3yeTca AN COXpaHEHUS UAEN BO BPEMS COBMECTHOW paboThl C
Konnerammn?

Bbl6epuTe NpaBunbHbIN OTBET.
PowerPoint.
OneNote.
Word.

Excel.

MpuMeyaHve. OTBETHI NMOKa3aHbl Ha CleayioLLeit CTpaHuLe.

Kypc: "OducHble nporpamMmbl*
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OtBer 1

Kakyto nporpamMy cnegyeT WCnonb30BaTh /1 CO3AaHNs Npe3eHTaumn?

BbibepuTe NpaBuUnbHbIN OTBET.

X
X
v
X

Word 2010.

Excel 2010.

PowerPoint 2010.

Access 2010.

CBefieHuMs O NPaBUJIbHOCTM OTBETA. 3TO NPaBWbHLI OTBET. [pe3eHTaLmMI0 MOXXHO CO3aaThb B
npunoxexmn PowerPoint 2010.

OTBer 2

Kakoe Be6-npunoxeHwue Office cnonb3yeTcs Ans coXpaHeHUs uaen BO BpeMsi COBMECTHOM paboTsl C
Konneramn?

BblbepuTe NpaBuUnbHLIN OTBET.

X
"4
X
X

PowerPoint.

OneNote.

Word.

Excel.

CBefieHu1s O NPaBUIbHOCTM OTBETa. IT0 NpaBubHLI OTBET. Beb-npunoxeHne OneNote
UCMONb3yeTCs Ans COXpPaHeHWUsl uaeii BO BPeMsi COBMECTHOM paboThbl C KOnieramMu.

Kypc: "OducHble nporpamMmbl*
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| — [ OTchopMaTUPOBAHO: PyCCKNI

O6wyMe KOMNOHEHTbI U KOMaHAbI

Coaep)xmMoe 3aHATUA

O6Lme KOMMOHEHTbI M KOMaHAbl

O6Lme cBefiEeHNS O NOMb30BATENBCKOM MHTEpdelice

Pabota c yka3aTtenem

PaboTa c neHTon

Mcnonb3oBaHWe NaHenen MHCTPYMEHTOB

MpvieMbl paboTbl C KNaBMATYPOM NpK BBOAE TEKCTA
[ononHWTeNbHbIE NpUEMbI paboTbl C KNaBUaTypol Npy BBOAE TEKCTA

CamonpoBsepka

Kypc: "OducHble nporpamMmbl™
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Ob6LLME KOMIMOHEHTbI M KOMaHAbl
BBoaHasi yacTb ypoka

MOXHO MCMONb30BaTh pa3Hble TUMbl OPUCHBIX NPOrpaMMm, H4TobbI
CO3[aBaTb pa3Hble TUMbl JOKYMEHTOB A1t COXpaHeHUs U
npeacTasneHns MHGopmaummn. Bo MHOrMX U3 3TUX NporpamMm ansi
BbINOSTHEHWS @aHANOrMYHbIX 3a4a4 UCMOoNb3ytoTca oblmne
KOMMOHEHTbI. HanpumMep, BO MHOMMX OPUCHBLIX MPOrpaMMax MOXHO
OTKpbITb ¥ 3aKpbITb (aiiN, pacreyaTaTb ero, a Takxxe BCTaBUTb,
nepemMecTuTb, U3MEHUTb UNN YAANUTb TEKCT MW 06BbEKT.
BOMBLUMHCTBO OUCHBIX MPOrPaMM UMEIOT MOXOXUI
Nnonb30BaTeNbCKUIA MHTEPDENC, B HAX Takxke NpeayCMOTPEHbI
HEKOTOpble 06LUMe KOMaHabl U KOMMOHEHTbI AN CTaHAAPTHbBIX
onepauuin. B nonb3oBaTenbckoM MHTepdeice Microsoft Office
Fluent B nporpammax Microsoft Office MeeTcs HeCKONbKO 06LLMX
KOMIMOHEHTOB, Hanpumep JIeHTa v laHesis 6bICTPOro 4oCTyrna. 3T
KOMIMOHEHTbI MO3BONSIOT BbICTPEee 0CBavBaTh HOBbIE NPOrpamMMbl,
MOCKOSIbKY HaBbIKU1, MOMYYEHHbIE NPV OCBOEHUU OHOM
NpOrpamMmbl, MOXHO JIErko NMPUMEHSITb B APYroi NporpaMme.

B xoae 3Toro 3aHaTus Bbl N0O3HaKOMMTECH C 06LWMMUN DYHKUMSMU U
KOMaHAaMW pasnnyHbIX 0UCHBIX NporpaMm. Takxke Bbl y3HaeTe
06 OCHOBHbIX KOMMOHEHTaX NoJIb30BaTENbCKOro MHTepdeica n
COYETaHMSAX KaBuLL.

o okoHYaHUK 3TOro ypoka Bbl cMoxeTe:

e OnpeaensiTb OCHOBHbIE KOMMOHEHTbI FpadUyeckoro
Mosib30BaTeNIbCkoro UHTepdeiica (GUI) oducHoi
nporpamMmsl;

e 1ICMONb30BaTb YKasaTesb AN NePEMELLEHUS MO NPorpamMMe;
e  ONpeaensiTb BKNAAKM, FPynMbl U KOMaHbl Ha NIEHTE;

e 1ICMONb30BaTb KHOMKM NMaHesnen WHCTPYMEHTOB ANns
BbINOMHEHUA Pa3/IUYHbIX 3a4au,

e BBOAWTb TEKCT M 3HAKW B NPOrpaMMe C NMOMOLLbIO
KNaBMaTypbl;

e  06BLACHATb HA3HAaYEHME COMETaHMI KNaBWLL.

Kypc: "OducHble nporpamMmbl*
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O6LLme cBeaeHUs 0 MoJb30BaTeNIbCKOM UHTepdelice

C NoMoLLbIO MOMIb30BaTENBCKOrO MHTepdeiica MOXHO B3avMOLENCTBOBaTL C
KOMMbIOTEPHOV NPOrpaMMoii. BONBLUIMHCTBO OUCHBIX MPUNOXEHUI UMEET
MOXOXWIN MHTEpdENC, uMetoLwmii obLume dhyHKUMH.

B 3T0if AEMOHCTPaLMM NOKa3aHbl OCHOBHbIE (DYHKLMM MPUIOXKEHMS
Microsoft Office 2010.

HaxkMuTe KHOMKY, YTObbI 3anyCTuTb AEMOHCTpaLUUIO.

Monb3oBaTenbckuit MHTepdeiic Office 2010 B e e P oo
ynpoliaet 3d)d)eK_TV|BHoe ynpasnenve mvananmep IS OR A n
nporpamMmamm Office. Bce nporpammsl Office et A 2 TP S . Mgiaint ——r

2010 MMEIOT CXOAHbIV BHELIHWUI BUA, B
nepBylo oyepeab 6narogaps NeHTe B
BEpXHEN YacTu paboyein obnacTu.

JleHTa 3aMeHsieT TpaAULIMOHHbBIE MEHIO U
NaHenn MHCTPYMEHTOB U NO3BONSET
HarnsaHo YNnopsiA0UYUTb MHCTPYMEHTLI B
Buae Habopa BKIafok B COOTBETCTBUM C
BbIMOHSEMbIMU 33a4aMy.

Ha ka0l BKNaake UHCTPYMEHTbI

pacnpeaeneHbl Mo rpynnam, CBs3aHHbIM C ‘

TOW MU MHOMN DYHKLUMEN. .ﬁ.)
Hanpwmep, Ha Bkiaake "lMaBHasa"

HaxoAsATCa YacTo UCMOSb3yeMble

MNHCTPYMEHTBI.

HekoTopble Bknagku, HanpuMep "MasHas",
"BcraBka", "Pa3MeTka cTpaHuubl" 1 "Bua",
[OCTYNHbI BCErAa; Apyrue e nossnsoTcs
TOSIbKO MpW BblbOpe 31eMeHTOB Ha
CTpaHuue.

Hanpwumep, ecnun B gokymeHTe Word
Bbl6paTh PUCYHOK, MOSBATCS KOHTEKCTHbIE
BK1aaku "PaboTa ¢ pucyHkamn'", KoTopble
coaepXaT UHCTPYMeHTbI Anst paboTbl C
BblOpaHHbIM PUCYHKOM.

B neBOM BepXHEM yrny NeHTbl HAX0ANUTCS
naHenb 6bICTporo AocTyna. Ha Helt
npeacTasieHbl KHOMKK AN BbiI30Ba YacTo
MCMOMb3yeMblX KOMaHA, TakKux Kak
"CoxpaHuTb", "OTMeHnTL" 1 "INoBTOPUTL".
MO>XHO HacTpouTb MaHenb 6bICTporo

Kypc: "OducHble nporpamMmbl*
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OOCTyna, BK/IOYMB B HEE KOMaH/bl, KOTOpble
Bbl yalle Bcero ncnosnb3yeTe.

B crpoke 3arosioBka ykasblBaeTcs uMms
OTKPbITOro AOKYMEHTa.

B cTpoke 3aro/io8Kka HaxopaTcs Takke
KHOMKK "CBepHyTb", "Pa3BepHyTb" (Mnn
"CBEpHYTb B OKHO") 1 "3aKpbITb".

Ecnun Ha neHTe WenkHyTb BKIaaky "®ann",
oTKpoeTcs npeacrasneHne Microsoft Office
Backstage. OHO no3sonsieT paboTaThb C
¢annamu, cosgaHHbiMKM B Office 2010. B
npeacrtasneHun Backstage cobpaHbl
KOMaHAb! ANS BbINOSTHEHNS CTaHAAPTHBIX
3a4ay, Takux Kak OTKpbITUE, COXpaHeHWe,
3aKpbITUE U NevaTh daina, ans 6onee
6bICTPOro AOCTYNa K HAM.

Bknagka Ceegerusi COAEPXUT KOMaHAblI,
npeaHa3Ha4YeHHble ANA 3alnTbl JOKYMEHTOB
1 NpeaocTaBNEHUA COBMECTHOIO AOCTYNa K
HMM. Ha Heli Takke MOXXHO NPOCMOTPETb
cBeeHnAa 0 AOKYMEHTEe, HanpuMep ero
CBOWCTBA U BEPCUIO.

Ha Bknaake /locieqHye oTobpaxatoTcst
nocneaHue gainbl, ¢ KOTOpbIMK Bbl
paboTanu B JaHHOV NporpaMMe.

C nomolubto Bknaakm "Co3aaTth” MOXHO
€03AaTb MyCTO AOKYMEHT UM AOKYMEHT Ha
OcHoBe LwabnoHa.

C nomoLbto BKNaakn CoxpaHuTs n
OTrIPaBMUTH MOXKHO COXPaHATb U OTNPaBAaTb
[IOKYMEHTbI. Ha 3Tol BKnaake Takxe ecTb
KOMaH/bl, KOTOPblE MO3BOJIAOT COXPAHATb
[OKyMeHTbl B bopmaTax PDF n XPS.

Bknagka "MevaTb" NnpeacrasneHms
Backstage cofepuT napameTpbl
npeaBapuTenbHOrO NPOCMOTPa U nevaTtu
daina.

KHonka /lapameTps/ NO3BONSET U3MEHUTD
HACTPOMKW MPUNOXEHUS M NapaMeTpsbl
6e3onacHocTu. Ha ctpanuue "MapameTpsbl”
TaKKe MOXHO HaCTPOWUTb NIEHTY U NaHenb
6bicTpOro gocryna.

Copepxumoe aiina otobparxaercs B
pabouei yactu obnactu NporpamMmbl. B Heit
MOXHO A06aBNSTb U U3MEHSITb COAEPXKUMOE.

Mpv BblaeneHun TekcTa B pabouer obnactu
BPEMEHHO MOSIBNSETCS MUHM-[TGHE/ b
UHCTPYMEHTOB, COAepKallast KOMaHAbI
dhopmaTpoBaHus Tekcta. Ecnu MyuHu-

Kypc: "OducHble nporpamMmbl*
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NaHeNlb MUHCTPYMEHTOB HE UCMOJIb3YETCH,
OHa McYe3aer.

Monockl NPOKPYTKK, BEPTUKaNbHas u
rOpV30HTasIbHasA, PACMoNOXeHbI C NPABOWA
CTOPOHbI 1 BHU3Y 061acTn BBOAA AaHHbIX. C
MX MOMOLLbIO MOXXHO MEepenTn B
onpeaeneHHoe MecTo paboyeli obnactu.

B CTpoKe COCTOSIHWS MOSIBNSIOTCS CBEAEHMS
06 OTKPbITOM [IOKYMEHTE.

MOXHO HAaCTPOWUTb CTPOKY COCTOSIHUSI, YTOGbI
B Hell MOSBASSINCD HYXXHble CBeAeHus. [ns
3TOrO LIENKHUTE NPaBOV KHOMKOW MbILN
CTPOKY COCTOSIHUS! 1 BbIGEPUTE HyXHblE
3MIEMEHTHbI.

B npaBoi1 4acTn CTPOKM COCTOSIHMS
pacnosioXeHa naHeslb UHCTPYMEHTOB
"Mpeactaenenne”. C NOMOLLbIO 31EMEHTOB
YMNpaB/IEHVS Ha 3TOW NaHeN MOXXHO
M3MEHUTb MaclwTab 1 pexxmMm npocMoTpa
[OKYMEHTA.

B NnpaBoOM KOHLe NEeHTbI HAXOAUTCS KHOMKa
Crnpaska. C NOMOLLbIO 3TOW KHOMKM MOXHO
ncKaTb MHGOPMaLUMIo NO TeMaM,
OTHOCSILLMMCS K MporpaMme.

B 37O AeMOHCTpaLmm 6blIn NoKasaHbl
OCHOBHbIe YHKLUMM NpunoxeHust Microsoft
Office 2010.

[ins BbINOMHEHMS 3TOW Npoueaypbl
BbINOMIHUTE CEAytoLmMe AeiCTBUS.

1. Bbibepute komMaHay MocnepHue.
2. Bbibepute koMaHay Co3paTthb.

3. Bblbepute koMaHay COXpaHUTb 1
OTNpaBUTD.

Bbibepute komaHay MeyaTs.
5. HaxmuTe kHonky MapameTpbl.

Kypc: "OducHble nporpamMmbl*
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Tema Pabota c ykazatenem

Kypcop — 3T0 MepuatolLasi BepTvKasbHas
JIMHUS Ha 3KpaHe, KOTopas yKa3sblBaeT MecTo B
[IOKyMeHTe, Kyaa Bbl MoXeTe BCTaBUTb TEKCT
nnu rpacumyeckoe nsobpaxeHue. C NOMOLLbIO
Kypcopa Takxke MOXHO BblbypaTh B JOKYMEHTE
TEKCT 1 M306paxKeHus.

YKazaTesib MbIlUK — 3TO CTPeska unuv nioboi
3HAYOK Ha 3KpaHe, KOTOpbI MOBTOPSIET
[BVDKEHMS MbILLIV UN APYTOro YKa3biBaloLLEro
YCTpOMCTBa. YKasaTenb No3BONSET 6bICTPO
nepemeLlaTbCs No AOKYMEHTY U BbibMpaThb
pasnvyHble KOMaHAbl M TEKCTOBbIE (hparMeHThI.
[N M3MEeHeHWs NonoXeHns ykasaTtens
Heo6x0AMMO NepeaBVHYTb Mbillb. [JeicTBus,
BbIMOHSIEMbIE MPU HAXaTUW OLHOW U3 KHOMOK
MBILLK, OTHOCSITCS K TOM 0611aCTH 3KpaHa, B
KOTOPOI HaxoauUTCs ykasaTesb. YTobbl
OnpeaenunTb HOBOE MOJSIOXKEHME Kypcopa,
HeobxoAMMO NepemMecTUTb yKasaTeslb U HaxaTb
KHOMKY Mbln. Hanpumep, npu paboTe B
TEeKCTOBOM npoueccope Word 2010 ans
onpeaeneHns HOBOro MOJIOXEHUS Kypcopa
cnepfyeT nepemMecTuTb yKasaTesb B HY)XXHOe
NONOXEHWE N HAaXaTb /IEBYIO KHOMKY MbILUIWN.
Mcnonb3ys ykasaTenb, MOXHO Takoke BblbupaTb
NYHKTbI MEHIO, TEKCT, N306paxkeHuns n
HaXXMMaTb KHOMKM.

B 3TOM ynpaxkHeHun Bl nonpobyeTe ¢
NOMOLLbIO YKa3aTensi nepeMecTuTbCs no
[OKYMEHTY U1 BbINOMHUTL HE0bXoaANMbIe
N3MEHEHWS.

HaXxmMuTe KHOMKY, 4TOBbI 3anyCTUTb
BUPTYasibHOE yrpaXKHEHME. 1115 BbINOSHEHUS]
YNpaXKHeHWsi CieayiTe UHCTPYKUMSM.

Kypc: "OducHble nporpamMmbl*
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LWar 1

YT06bl NEPEMECTUTL KYPCOP B KOHEL, NEPBOI CTPOKU AOKYMEHTA, LUESIKHUTE B KOHLIE C/10Ba
MeponpuUaTHiA.

War 2

YT06bI BbIAEUTbL NEPBOE C/TOBO B OKYMEHTE, ABAXAb LEeNKHWUTE cnoBo PykoBoACTBa.

LWar 3

Y1o6bl N3MeHNTL CNoBo PykoBoacTBa Ha c1oBo PekoMeHaaumm, HaxxmmTe knasuwy MNPOBEN ans
aBTOMAaTMYECKOro BBOAA TEKCTa.

LWar 4

YT106bI MCNPABUTb C/TOBO C OMEYaTKOoM "onscaHnm”, HaXXMUTE B 3TOM ynpakHeHun knasuiy NMPOBE
ANS UMUTaLMM aBTOMATUYECKOrO LeNYKa C/I0Ba NPaBOW KHOMKOM MbILLK.

LWar 5

B KOHTEKCTHOM MeHIO BbibepuTe NyHKT OMMCAHUMN.

Llar 6

YTo6bl 3aKpbITb haiin "PekoMeHAaLmMmn No 06BbSBAEHUSM", HAXKMUTE KHOMKY 3aKpPbITh.

War 7

YT0o6bI COXpaHWUTL CAeNaHHbIE B JOKYMEHTE U3MEHEHUS, B OKHe cooblyeHns Microsoft Word HaxxmuTe
KHONKy COXpaHUTb.

Kypc: "OcducHble NporpaMmmbl
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TeMa PaboTa c neHToun

B oducHbIx npunoxenusix Microsoft Office, Hanpumep B Word 2010, neHTa
COCTOMT U3 BKIaAoK. Kaxxaas Bknaaka pasfeneHa Ha rpynnbl. [pynna
No3BOSISET BaM BbINOMHUTL PSA MOXOXUX 3a4a4, HanpuMep BCTaBKy
KapTUHOK Unu uryp Ha CTpaHuuy.

JleHTa COAEPXUT TaKKe KOHTEKCTHbIE BKIaAKN. TN BKIAAKMN MOABNAIOTCA
TOJIbKO B OnpefeneHHbIX cuTyaumsx. Hanpumep, koraa Bl BctaBnsete
Tabnuuy B gokyMeHT Word 2010, nosiBNSIeTCA KOHTEKCTHAS BK1aka Ans
penakTupoBaHus Tabnuupbl.

B 3T0if AEMOHCTpaLum Bbl 03HaKOMUTECH C BKIIaAKaMm1 1 rpynnaMm KoMaHz
Ha NeHTe 1 y3HaeTe, Kak HacTpavsaTb NleHTy B Office 2010.

Ha)kMuTe KHOMKY, 4TO6bl 3aMyCTUTb AEMOHCTPaLMIO.

OTKpbIB 0OPUCHOE NPUIOXKEHME, HanNpuMep
Word 2010, MOXXHO 3aMeTUTb Haa pabouyeit
obnacTbto neHTy. Ha neHTe pacnonoxeHbl
BKJ1aAKM C rpyrnmnamMm KHOMoK. [pu oTKpbITUK
Word 2010 no yMOn4aHu1io OTKpbITa BKaaka
"[MaBHas". Ha Hell HaxoasTCsl KHOTMKM,
KOTOpblE MOXHO MCMOJb30BaTh ANS
M3MEHEHWS BHELLHEro BUaa TekcTa B
nokymeHTe. O6paTuTe BHUMaHWeE:
HEKOTOPblE KHOMKM U3MEHSIIOT CBOM LIBET
Npy HaBeAEHNN Ha HUX yKa3aTens. 310
03HAYaeT, YTO OHW AOCTYMHbI. [ipyrue
KHOMKKN WUAN BKIaAKW MOTyT 6bITb BpEMEHHO
HeAoCTynHbl. Tak, KHomnka "BelpesaTtsb”
HEAOCTYMHa, MOCKOJIbKY JOKYMEHT He
COAEPXKMT TeKCTa.

Korpaa Bbl fo6aBnsieTe B AOKYMEHT TEKCT,
HEKOTOpbIE KHOMKM, KOTOpbIE 6bIN paHee
HEAOCTYMHbI, CTAHOBATCS AOCTYMHBIMU.

B HEKOTOpbIe JOKYMEHTbI MOXET
noHaaobuTbcst 406aBMTb, MOMMMO TEKCTA,
elle n nsobpaxeHuns unu Tabnuubl. B Takmx
cnyyasix Ana BCTaBKM PUCYHKOB, Tabnuy u
CMMBOJI0B MOXHO MCMOJIb30BaTb KHOMKK Ha
BKnaake "BcraBka'.

MoXXHO MpuaaTh CBOEMY JOKYMeHTY 6onee
npoceccuoHarnbHbli Bua, 406aBuB B HETO
PaMKM, U3MEHMB LIBET CTPaHu1L, Unv
MHTepBanbl Mexay ab3auamn. 3T0 MOXHO
crenatb C NOMOLLBIO KHOMOK Ha BKJ1aake

Kypc: "OducHble nporpamMmbl*
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"Pa3meTka cTpaHuubl”.

Ecnu Bbl He 3HaeTe, Ans yero
npefHa3Ha4veHa Ta UK MHast KHOMKa,
HaBeauMTe Ha Hee ykasaTenb Mbiwwn. Mpu
3TOM KpaTKoe onucaHne GyHKLMM KHOMKK
6yaet nokasaHo B HE6OMbLIOM OKHE,
KOTOPOE Ha3blBaeTCsl BCM/bIBAOLLEN
NMOACKA3KOW.

[ononHuTenbHble NapamMeTpbl AN
onpeaenieHHoN rpynmnbl KHOMOK Bbl HaligeTe
B INANIOrOBOM OKHE, KOTOPOE OTKPbIBAeTCA
KHOTKOW BbI30Ba AManoroBOro OkHa B
NpaBOM HUXHEM Yy COOTBETCTBYHOLLEN
rpynnbl. Hanpumep, 4To6bl M3MEHUTL
OPVEHTALMIO CTPaHWLbI, HAXXMUTE KHOMKY
Bbl30Ba AMaNoroBoro okHa "lMapameTpbl
CTpaHuLbI".

YT06bl NPOBEPUTL NpPaBOMNUCaHNE B
JIOKYMEHTE, HaliTU CUHOHWM K CIOBY U
CnpaBoYHbIN MaTepuan 13 coBaps Un
SHUMKONEANN, BOCMNOSb3YNTECh KHOMKaMM
Ha BKnagke "PeueH3npoBaHue". DTN KHOMKK
MO3BOJISAOT peLeH3nMpoBaThb AOKYMEHT U
BHOCWUTb B HEIO U3MEHEHMUS.

C nomoLLbIo KHOMOK Ha Bknaake "Bug"
MOXXHO NPOCMaTpuBaThb AOKYMEHT
pasnu4yHbIMKU cnocobamun. Hanpumep, MOXHO
NPOCMOTPETb JIOKYMEHT B pEXMME
MOJTHO3KPAHHOIO YTEHUS. Takxe BKaaKa
"Bua" cogepxuT napaMeTpsbl, N03BonsoWwme
M3MEHSTb MacLLTab JOKyMeHTa u
nepexsIoyaTbCs MeXay OKHaMu, ecnu
OTKPbITO 6oNee 0AHOro JOKYMeHTa.

lMocne co3paHnsa AOKYMEHTa ero MoXXHO
COXpaHWUTb UK pacneyvataTtb. [ 3Toro Ha
JIEHTE LWENKHMTE BKaaky "®ain”, ytobbl
OTKPbITb NpeacTaBneHne Backstage, u

3aTeM LwesnkHuTe "CoxpaHuTb" nnu "Mevatb".

B Office 2010 MOXXHO HacTpauBaTb NEHTY.

Mo>XHO co3aaBaTh COGCTBEHHbIE BKIAKN U
rpynnbl BKNAAOK, Nocne Yero fobasnsTb B
HUX NIOBUMbIE KOMaHAbl.

O6paTMTe BHUMaHME, YTO HAaCTPOEHHas
BKaaka pobasnsercs Ha JNIEHTY BMecCTe C
KOMaHOaMW.

Mpun paboTe C AOKYMEHTOM MOXET
noTpe6oBaTbCs HAUTU MHOPMALIMIO O TOW
WM MHOW DYHKUMK. NS 3TOrO CyXuT
KHorka "CnpaBka".

Kypc: "OducHble nporpamMmbl*
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B 3Tol AeMOHCTpauum Bbl 03HAaKOMUANCH C
BK/IaAKaMu1 1 rpynnaMn KOMaHA Ha neHTe u
Yy3Has1, Kak HacTpameaTtb neHTy B Office

2010.

[Ins BbINOMHEHWS 3TOW NpoLeaypbl
BbIMO/IHUTE CEAyoLMe AeiCTBUS.

1.

10.

11.

12.

YTtobbl 3anycTuTb Nnpunoxexnne Word
2010, HaxkmnTe KHonMKy Myck,
BbibepuTe Bce nporpamMmbl,
Microsoft Office, 3aTem BbibepuTe
Microsoft Word 2010.

YT06bI Ha NIEHTE NOSBMANCL KHOMKK
[NSi BCTABKWU pasfiMyHbIX 3/1IEMEHTOB B
OOKYMEHT, LWeSIKHWUTE BKIaaKy
BcraBka.

Y106bl Ha NEeHTe NOSIBUNNCE KHOMKMK, C
MOMOLLbIO KOTOPbIX MOXXHO U3MEHUTb
BHELLHWUI BUA OOKYMEHTaQ, WeNKHUTE
BK1aaKy Pa3MeTKka cTpaHuULbl.

YT106bI MOCMOTPETHL BCMJIbIBAIOLLYIO
NOACKA3Ky AN KHOMKM, HaBeauTe
yKasaTesb Ha KHOMKY.

YT06bl YBUAETHL AOMOSTHUTENbHbIE
napameTpbl B rpynne, B NpaBoM
HUXXHEM yrny rpynnbl MapamMeTpbl
CTPaHMLIbl HAXKMUTE KHOTKY Bbl30Ba
[VanoroBoro okHa MapameTrpsbl
CTpPaHMLbI.

YT06bl Ha NEHTE NOSIBUNNCL KHOMKM
ANa NpoCcMOTpa U peaakTUpoBaHus
LOKYMEHTa, LUeSIKHUTE BKIaaKy
PeueH3upoBaHue.

YT106bl Ha NEHTE NOSABUINCL KHOMKK, C
MOMOLLbIO KOTOPbIX MOXXHO U3MEHWUTb
PEXWM MPOCMOTPa AOKYMEHTA,
LLeNKHMTE BKIaaky Bua.

YTo6bl YBMAETb BCE KOMaHAbI ANs
paboTbl C hannamu, WeNKHUTE
BKIaaky daiin.

YT06bl HACTPOUTL NIEHTY, Ha BKaaKe

®aiin HaxxmuTe kHorky MapaMeTpbl.

B okHe MapameTpbl Word wwenkHute
"HacTpoika NeHThI".

B npaBoi1 obnactu BbibepuTe MyHKT
Co3aaTtb BKJIAAKY.

Y6eautecb B TOM, 4TO B 06nactu

"OCHOBHbIE BKaAKKN" BbI6paH NyHKT
Hosas rpynna.

Kypc: "OducHble nporpamMmbl*
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13. B cnucke "HacTto ucnonb3yemsle
KOMaHzbl" BblbepuTe KoMaHay
KonupoBaTb 1 HaXMUTE KHOMKY
[o6aBuTb.

14. AHanorn4Ho, BbibepuTe KOMaHay
YAaanuTb, HXXMUTE KHOMKY
[o06aBuTb, NOC/e YEro HaxmMmTe
KHOMNKy OK.

15. YT106bl OTKPbITH OKHO CMpaBKK Mo
npunoxexuio Word, B CTpoKe MeHI0
HaXxmuTe KHonky CnpaBka: Word.

Kypc: "OducHble nporpamMmbl*
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Tema Mcnonb3oBaHWe NaHesen MHCTPYMEHTOB

Bo BpeMs paboThl C NPOrpaMMoit HEKOTOpbIe
KOMaHfbl MCMO/b3YHOTCA AOCTAaTOYHO YacTo,
HanpyMep KonupoBaHWe, BCTaBKa, U3MEHEHWE
CTVNS WpndTa M OTCTYMNoB. BMecTo Toro YTobbl
BbIGMPaTb KOMAHAbI 13 MEHIO, MOXHO Bbi3bIBaTb
YacTo WCMOJIb3yeMble KOMaHAbl HANpsAMYyHo C
MOMOLLbIO /TaHE/M BbICTPOrO JOCTYA UMK
MUHI-TBHESN UHCTPYMEHTOB.

MaHenb 6bICTpOro AoCTyna — 3710
HacTpavBaeMas naHesnb, KOTopas COAEPXMUT
rpynnbl KOMaHA. 3Ta naHenb Bceraa
NoSIBNISIETCS B BEPXHEW YacTy OTKPbITOro
[OKyMeHTa. MoxxHO 106aBUTb Ha NaHenb
6bICTPOro AOCTYNa KHOMKM KOMaHA, KOTOPbIMM
Bbl yacTo nonb3yetecb. MUHK-NaHenb
MHCTPYMEHTOB NOSIBASIETCS TONMbKO Npw Bbibope
TeKcTa B AokyMeHTe. C MoMOLLbIO hyHKLMM
3TOM NaHenM MOXHO U3MEHWUTb pasMep, LWpHUbT
WK LBET TeKCTa.

B JaHHOM yNpaXXHEHUM Bbl HAyunTECH BHOCUTH
M3MEHEHUs B JIOKYMEHT C MOMOLLIbIO OCHOBHBbIX
KOMaH/, MaHenm UHCTPYMEHTOB.

HaXxmMuUTe KHOMKY, 4TO6bl 3anyCTUTb
BUPTYasIbHOE yrpaXKHEHME. [N1s BbINOSHEHUS!
yNpaXKHeHWs CiefyuTe UHCTPYKLMSIM.
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War 1

YT06bl U3MEHWTb WPUGT CNOBa, ABaXAbI WeNKHWUTe cnoBa O6mMe cBeaeHns 1 Ha MMHU-NAHeNmn
MHCTPYMEHTOB LenkHuTe cTpenky LLipudT, a 3atem Bbibepute Arial.

War 2

YTo6bl NOAYEPKHYTL CNIOBO, ABaXAb! WenkHuTe cnoso Office, a 3aTeM Ha MMHU-NaHenu
MHCTPYMEHTOB HaXkMUTE KHOMKY Mog4YepKHYTbI.

LWar 3

YT06bl U3MEeHWTb LUBET WpndTa cnosa Office, HA MMHU-NAHENN NHCTPYMEHTOB LLENKHWUTE CMMUCOK
LiBeT TeKcTa, a 3aTeM B pasgesie CTaHAapTHbIE LBeTa BbibepnTe CBETN0-CUHMUA.

LWar 4

YT106bI NepeMecTuUTb TEKCT BNPaBO, TPWXKAbI WWENKHUTE ANA BblAENEHUA TEKCTA, a 3aTEM Ha MUHMU-
MaHesIN MHCTPYMEHTOB HAXXMUTE KHOMKY YBEIMUUTD OTCTYN.

LWar 5

YT06bl OTMEHWTb AENCTBME MO U3MEHEHMIO OTCTYMNA TEKCTa, Ha NaHeNu 6bICTPOro AOCTYNa HaXxmuTe
KHONKY OTMEHMTb.

LUar 6

YT06bl fO6aBUTL KHOMKM Ha NaHenb BbICTPOro A0CTYNa, WeNKHWUTE cTpenky HacTpoiika naHenmn
6bICTPOro AocTyna 1 Boibepute koMaHay BbICTpasi neyarsb.

LWar 7

Y1066l yaanuTtb KHOMKyY "BbiCTpas neyaTh" ¢ naHenu 6bICTPOro A0CTyna, WenKHUTE CTpesKy
Hacrpoiika naHenu 6bICTPOro Aocryna, 3ateMm LenkHuTe BoicTpas nevarb.

Lar 8

YT06bI NEPEMECTUTL NaHesb BbICTPOro AOCTYNA HIDKE NEHTHI, WeNKHUTE cTpenky HacTpoiika naHenm
6bICTPOro AOCTyNa, 3aTeM WeNkHUTe Pa3MecTUTb NoA JIEHTOIA.

Lar 9

YT10obbI yBUAETb AOCTYMHbIE CTUNN ANS 3arofI0BKOB, Ha NEeHTe, Ha BKnaake MnasHas, B rpynne CTtunm,
Ha>XMuUTE KHOMKY BbIi30Ba AMasioroBoro OKHa Crunn.

War 10

YT106bI M3MEHUTL CTWU/b 3aroNoBKka AOKYMeHTa, B cnucke "Ctuaun” BoibepuTte BapmaHT 3arosoBok 1.
War 11

YT10o6bI COXpaHUTbL JOKYMEHT, HA MaHenyn 6bICTPOro AocTyna HaXxmuTe KHONky CoOXpaHUTb.
War 12

B ananorosoM okHe "CoxpaHeHue AOKyMeHTa" HaXkMuTe KHOMKy COXPaHUTb.

LWar 13
YT06bl 3aKpbITb AOKYMEHT, HAXXMUTE KHOMKY 3aKpbITb.

Kypc: "OducHble nporpamMmbl*
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MpreMbl paboTbl C KaBMUaTypol Npy BBOAE TEKCTa

KnaBuaTypa vcnonb3yeTcs 4ns BBOAA
MHbopMaumum B koMnbtoTep. [ns BBOAA
[laHHbIX Heo6x0AMMO CHavana onpeaenuTb
MeCTO BBOAQ, a 3aTeM HaxaTb
COOTBETCTBYIOLME KNaBULLN.

YTo6bl NepeaaTb KOMMbIOTEPY KOMaHAY
BbIMO/IHEHMS ONPEAESIEHHOrO AENCTBUS,
ucrnonb3yiTe knaeuwy BBOZL. B HEKOTOpPbIX
NPUIOXKEHUSX TakoKe MOXHO MCMO/b30BaThb
knasuwy BBO/J, ans 3anycka koMaHa. B Takux
NPUMOXKEHUSX, KaK TEKCTOBbIV MPOLIECCOP, MPU
HaxkaTum knasuwn BBO/ 3akaHumnBaeTcs
CTpOKa TeKCTa N HAYMHaEeTCs HoBas.

[nsa BcTaBku npobena UCnonb3yeTcs KNaBuLwa
MPOBE/ (HanpumMep, Ans BCTaBku npobena
Mexzay ABYMsl CIOBaMM).

Knasuwa SHIFT B coyeTaHum C apyroi
KNaBuLLEN NO3BOMSIET UCMOMb30BaTh
[IOMNOMHUTENbHbIE (PYHKLMW NOCTEAHEN.
Hanpwumep, korga Bbl HaxxnMaeTe KnasuLy
SHIFT B coyeTaHuu ¢ no6oi 6yKBEHHOM
K/1aBWLLEN, BBOAUTCA COOTBETCTBYIOLLAS
3arnaBHas 6yksa.

MO>)XHO Tak>xe UCnosb30oBaTh knasuwy SHIFT
NSt BBOAA Pa3fiMyHbIX CUMBOJIOB, He
ABNAOWMXCS BYKBEHHO-LM(POBLIMU
(HanpuMep, CKO60OK), UK ANSt BbINOMHEHMUS
onpeaeneHHbIX AencTeuin. Hanpumep, SHIFT B
coyeTaHun ¢ knasuwamu CTPEJIKA BBEPX n
CTPENKA BHW3 no3BonsieT BbIAENSATb AaHHbIE.

[ins BBoAa 6yKBEHHbIX CUMBOJIOB B BEPXHEM
PErncTpe MOXHO UCMOJIb30BaTh K1aBuULLy
CAPS LOCK. 3710 HaMHoro yaobHee, yem
HaXkMMaTb KnaBuwy SHIFT kaxxabli pa3 npu
BBOJE Lienioro npeanoxeHus. Ha seoa undp,
3HAKOB MPENUHAHNA N Ha UCMOMb30BaHNe
YHKLMOHAMNbHBIX KNAaBULL HAaXKaTHe KnasuLLm
CAPS LOCK HuKak He Bnnser.

Knasuwa BACKSPACE ucnonb3yeTcs ans
yAaneHus cMMBOSIA, PacrosioXXeHHOro csieBa
OT Kypcopa (Kypcop npu 3TOM nepeMeLlaeTcs
Ha OAHY Nno3uumio BNeBo). Knasuwa
BACKSPACE ygansiet oAMH CMMBOA Npu
KaXKA0M HaXkaTuu.

Lindposas knaBnatypa — 370 650K KnaBuLl,
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CrpYNMNMpPOBaHHbIX B BUAE KasbKynsaTopa.
MOXHO MCMoNb30BaTh 3TN KNABULLK AN BBOAA
undp. Lindposas knaeuaTypa coaepxuT
LmdpoBble kKnaBumwm ot 0 0 9, a TakkKe 3HaKu
CNIOXEHMS, BbIYUTAHUS, YMHOXEHMNS U
fnenexHus.

Knasuwa NUM LOCK BkntoYaeT uncdpoByto
knasuaTypy. Koraa umdpoBas knaemaTtypa
BbIK/TIOYEHA, €€ KJlaBULWKU MOXHO
MCMOb30BaTh AJ1st MEpEMELLEHMS Kypcopa,
NPOKpy4nBaHUA AOKYMEHTa No CTpaHuuaM nnun
6bICTpOro nepexoaa B Ha4ano Unu KoHew
[IOKYMEHTa.

Kypc: "OducHble nporpamMmbl*
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[ononHUTENbHbIE MPUEMbI PaboThbl C KTaBMATYpol Npu BBOAE TEKCTa

CDYHKLI,VIOHaJ'IbeIe KnaBuLlUM Ha KnaBuatype
CNy>XaT Ang BbINONHEHUA onpeaeneHHbIX 3aaa4y

B Pa3nn4HbIX NpUIoXxeHusx. Hanpumep, ¢ _ _ _
NMOMOLLbIO KMaBULLIK F1 MOXHO BbI3BaThb daitn GEERIE0ERNEAMaa
CMpaBKX MO COOTBETCTBYIOLEMY MPUNOXKEHUIO.

OAHAaKO B KaXXAOM MPUIOXEHNUN '_ jas o} e
(YHKUMOHaNbHBLIM KNaBULLIAM COOTBETCTBYIOT E suug

CBOM BbIMOJIHAEMbIE AeicTBUS. Hanpumep, npu H

HaxaTtum knasuwu F5 B PowerPoint 2010
HauMHAETCA NoKas caiaoB, a koraa Bel
HaXKUMaeTe 3Ty Xe KIaBuLly B NPUIOXKEHUN
Word 2010, OTKpbIBaeTCst A1MasioroBoe OKHO
"HaiTn 1 3aMeHuTL".

Knasuwwun nepemMelLeHns Ucnonb3yroTcs Ans
nepemetleHunst Kypcopa. 1o knasuwm HOME,
END, PAGE UP, PAGE DOWN, a Takxe
Knasuwu co ctpenkamu. Knasuwa HOME
06bI4YHO NepeMeLLaeT Kypcop B Hayasno CTPOKK
unun aokymeHTa. Knasumwa END — B KOHel,
CTPOKM U AOKYMEHTA.

Knasuwu PAGE UP n PAGE DOWN cnyxat
ON15 NepeMelLeHns Kypcopa BBEPX UMW BHU3 Ha
OfVH 3KpaH. Yncno CTpok, Ha KOTOpoe
rnepemeLlaeTcs Npu 3ToM Kypcop, 3aBUCUT OT
pa3mepa MOHWUTOpa. [11a nepemeLleHus Kypcopa
Mo 3KpaHy BBEPX-BHU3 N BMpaBO-BIEBO ClyXaT
YeTbIpe KNaBuLLK CO CTPESIKaMu.

CoyeTaHus KnaBuL, KOTOpble NPeACTaBnsoT
co60¥i HECKO/bKO OAHOBPEMEHHO HAaXXKMMAEMbIX
KNaBuL, NO3BOMISAIOT 6bICTPO BLINOMHATD
[ENCTBUS, HE UCMONb3YS MEHIO TN 3HAUKM
naHenu UHCTpyMeHToB. Hanpumep, 4Tobbl
COXPaHUTb OTKPbITbIN AOKYMEHT, MOXXHO HaXaTb
coyeTaHue knasmw CTRL+S.

Ha cTaHaapTHOM KniaBuaType HeT KiaBuLL s
MHOTUX CreLmanbHbIX 3HaKOB M CMMBONOB. [ns
BBOZA NOA06HbIX CYMBOJIOB UCMONb3YHOTCS
creumanbHble COYETaHUS KlaBWLW CTaHAAPTHOM
K/laBuaTypbl.

Hanpumep, Ha KnaBuaType HET KIaBuLLun,

COOTBETCTBYIOLLEN CUMBOJTY aBTOPCKOrO Mpasa.
Tak, 4Tobbl BBECTM CMMBO aBTOPCKOrO NpaBa,
HY>XHO Ha)kaTb coyeTaHune knasuw ALT+0169.

Kypc: "OducHble nporpamMmbl*
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[Jnst KXo Napbl YTBEPXKAEHWIA YKaXWTe, KaKoe YTBEPXKAEHWE SBMSIETCS UCTUHHBIM, MOMECTUB MOMETKY
B ctonbel cnpaga.

YTBepxaeHue OTBer

OdumcHble npunoxxenns — 31o 3AOAYN, pa3paboTaHHble Ans onpeaeneHHbIX
MPOrPAMM.

OdumcHble npunoxxenuns — 3to NMPOTPAMMbI, npefHa3HaYeHHbIe ANs BbINOSHEHUS
onpeaeneHHbix 3AAY.
2 C nomoLpbto KYPCOPA MOXHO BbiGMpaTh pa3nnyHble KOMaHAbl B MPUIOXKEHUM.

C nomouybto YKA3ATE/IS MOXHO BbibMpaTh pa3nnyHble KOMaHabl B NMPUIOXKEHUMN.

3 MOTOCA NPOKPYTKW no3BonsieT NepenTu B onpeaeneHHoe Mecto paboyei obnacTy.

CTPOKA COCTOSAAHUSA no3BonsieT nepeinTtu B onpeaesnieHHoe Mecto paboyeit obnacTy.

4 Ha nexte umetotcs GANSBI, CrpynnunpoBaHHbIe B JIOTMYECKYIO rpynny.

Ha nente nmetotca BKITIAJKW, crpynnupoBaHHbIE B JTIOMMYECKYHO rpynny.

5 [ns Bbixoda n3 NpUIOXKeHUs UCNonb3ytoTcs komaHael NMAHENTM BbICTPOIO AOCTYNA.

[ins BbIXOZA U3 NPUMOXEHNUS UCMONbL3YIOTCA KOMaHAbI BKIAAKK "dann”.

6 Ha craHpapTHOM knaBuaType ECTb knaBulum Ansi HEKOTOPbIX CNeLnasibHbIX CUMBOJIOB.
Ha ctaHpapTHON knaBuaType HET knaBuLL A1t HEKOTOPbIX CrieLmanbHbIX CUMBOJIOB.
Korpa Bbl BbifgensieTe TeKCT B JOKyMeHTe, nosisnsetcs MUHU-NAHESb
MHCTPYMEHTOB.

Korga Bbl BblgensieTe TekcT B AokyMeHTe, nosisnsetcs NAHENb BbICTPOIO AOCTYNA.

[ns uaMeHeHus1 pa3Mepa OKHa AOKYMEHTa MCnonb3yTcs koMaHael n3 CTPOKU
3ATONOBKA.

[ins U3MeHeHWs pa3Mepa OKHa AOKYMEHTa UCnonb3yTcs koMaHasl n3 CTPOKU
COCTOSAHUA.

9 CTpoka TeKkCTa 3akaH4MBaeTcs HaxxaTnem knasuwm MPOBES.
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CTpoka TeKkcTa 3aKkaHYMBaeTcs HaxxaTnem knasuwm BBOZ.

MpuMeyaHue. OTBETHI MOKa3aHbl Ha cne.qyrou.leﬁ CTpaHuLe.
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YTBepxaeHue oTBer

OducHble npunoxxeHuns — 31o 3AAAYUN, paspaboTaHHble Ans onpeaeneHHbIX *
MPOrPAMM.

OdumcHble npunoxexuns — 31o NMPOTPAMMbI, npeaHa3HaYeHHbIe ANs BbINOSHEHUS Y
onpeaeneHHbix 3AAY.

C nomoLpbto KYPCOPA MOXHO BbiGMpaTh pasnnyHblie KOMaHAbl B MPUIOXKEHNUM. b4
C nomowbto YKA3ATESIS MOXHO BbIGMpaTh pa3fiMyHble KOMaHAbl B NMPUIOXEHUM. Vv
MOJTIOCA MPOKPYTKW no3BonsieT nepeinTu B onpeaeneHHoe Mecto paboyeit obnactu. v
CTPOKA COCTOSAHWUSA no3BonsieT NepeinTu B onpeaeneHHoe Mecto paboyeit obnacTy. b4
Ha nexte nmetotca GASbI, crpynnmpoBaHHbIe B NOruyeckyio rpynny. b4
Ha nente umetotca BKJTIAJKW, crpynnupoBaHHbIE B IOMMYECKYIO rpynny. Vv
[ns BbIxoda n3 NpUNOXeHUs UCNonb3ytoTcs koMmaHasl NMAHESTA BbICTPOIO AOCTYNA. b4
[Ins BbIXOZ@ U3 NPUMOXEHNUS UCTMONB3YIOTCA KOMaHAbI BKAKK "dann”. Vv
Ha ctaHpapTHoI knaBuaType ECTb knaBWwK AN HEKOTOPbIX CreumasibHbIX CMBOJIOB. 3
Ha cTaHpapTHol knasuaType HET knaBuLL Anst HEKOTOPbIX CrieLmMaibHbIX CUMBOJIOB. Y 4
Koraa Bbl BblaensieTe TEKCT B IOKyMeHTe, nosensetca MUHU-NAHE/b Y

MHCTPYMEHTOB.
Korpa Bbl BbigensieTe TeKCT B AoKyMeHTe, nosisnsetcs NMAHESb BbICTPOIO AOCTYMA. b4

[N U3MeHeHWs pa3Mepa OKHa AOKYMEHTa UCnonb3yoTcs koMaHasl n3 CTPOKU Y
3ATOJIOBKA.
[N UaMeHeHus pa3Mepa OKHa AOKYMEHTa UCnonb3yoTes koMaHasl n3 CTPOKU >
COCTOSAHUA.
CTpoka TeKkCTa 3aKkaH4MBaeTCs HaxxaTneMm knasuwm MPOBES. b4

<

CTpOKa TEKCTa 3aKaH4MBaeTCs HaXxxaTueM knasumwn BBOA,.
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O6Lwwue cBeaeHns 0 TEKCTOBbIX NpoLeccopax

Coaep)xuMoe 3aHATUA

Ob6Lwme cBeAeHVs 0 TEKCTOBbIX NpoLieccopax
Mpuctynas k pabote ¢ Word 2010
Co3aaHvie AOKYMeHTa C NMOMOLLbIO WwabioHa
PenakTvpoBaHue 1 hopMaTMpOBaHue TeKCTa
Pa6oTa c Tabnmuamu 1 pucyHkamm
MpoBepka NpaBONMUCaHNs B JOKYMEHTe
Co3paHue aokyMeHTa B MHTepHeTe
HacronbHas nsaaTtenbckas cuctemMa

CamonpoBsepka

Kypc: "OducHble nporpamMmbl™
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O6Lwue cBeaeHns 0 TEKCTOBbIX NpoLieccopax
BBoaHasi yacTb ypoka

[Jonyctum, Bam TpebyeTca co3aaTb NpodeccmoHanbHoe pestome, == \\

YTO6bI OTNPaBUTL Ero BMECTE C 3asiBIEHNEM O MpUEME Ha paboTy. == e

B pestoMe NpUCYTCTBYIOT PasfinyHbIe CBEAEHUS B YA0OBHOM Ans | = s'ﬁ
yTeHusi hopmaTe. KpoMe Toro, B pe3toMe JOMKHbI ObITb BblAENEHI =
CBefeHVs 0 Balumx NMYHbIX AOCTUXEHUSIX. YTOBbI MpoM3BECTU = § }
XOpoLLee BreyaT/ieHne, MOXHO NOArOTOBUTL PE3OME B TaKOM \\ !
TEKCTOBOM npoueccope, kak Word 2010. =
TeKcToBbIV NPOLECccop — 3TO creumanbHas NporpamMma, Microsoft

Mo3BOJIAOWASA YTYYLMTb BHELUHWI BUA AOKYMeHTa. OHa WO rd 2010
BKJTHOHAKOT UHCTPYMEHTbI ANt BCTABKW B JOKYMEHT U306paXeHui,

AvarpamM, Tabnuu 1 Apyrux 3N1eMeHTOB MySbTUMEAMNA. TEKCTOBbIM
NpoLieccop Takxke NoMoraeT co3faBaTh pa3HOO6pasHble
ZOKYMEHTbI I€MI0BOIO M JIMYHOIO XapaKTepa, HanpyuMep OTYETbI,
pestoMe 1 nucbMa.

Ha 3ToM ypoke Bbl y3HaeTe, kakue OCHOBHbIE 3aZja4n MOXHO
BbIMNOJHSATbL C MOMOLLbLIO TEKCTOBOrO npoueccopa. Bbl HayunTech
paboTaTb € TEKCTOM, TabnuuamMm 1 pucyHkamu. Takxke y3HaeTe o
NpenMyLLEeCTBaX HaCTOMbHON M3aaTenbekol cuctemsl (DTP).

Mo OKOHYaHMKM 3TOro Ypoka Bbl cMoXxeTe:
e BbINOJHSITb OCHOBHbIE 33]a4M B TEKCTOBOM MPOLIECCOPE;
e C034aBaTb JOKYMEHT C NMOMOLLbIO LWAboHa;
e  pefakTMpoBaTb U hOPMaTMPOBATL TEKCT;
e paboTaTh C TabnmuaMm 1 pUcyHkamu;
e MpOBEPSATbL NPABOMNMUCAHWE B OKYMEHTE;
e  C034aBaTb HOBLIW JOKYMEHT B VIHTEpHETE,;

e OnpeaensiTb NPEUMYLLECTBA HAaCTObHON M34ATENbCKOM
CUCTEMBI.

Kypc: "OducHble nporpamMmbl*
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Mpuctynas k pabote ¢ Word 2010

TeKCTOBbIV MPOLIECCOP C NIErKOCTbIO 3aMeHsIeT
MHOXeCTBO MpucrnocobnexHuii — Gymary, pyuky,
neyaTHyIo MallWHKY, 1acTuK 1 cnosapb. Ha
MHOIMMX KOMMbIOTEPAX YXKe YCTaHOBJIEHbI
NPOCTblE TEKCTOBbIE PEAAKTOPLI, HAaNpuMep
nporpammsl "BiokHOT" 1 WordPad koprnopaumu
MalkpocodT.

B paclumpeHHbIX TEKCTOBbIX NpoLeccopax,
Hanpumep B Word 2010, MOXHO BbIMNOMHATb
TaKue 3agaun, Kak nposepka opdorpadum,
MOWCK CUHOHWMMOB, f06aBNEHME N306PaXKEHWI,
neyaTb U NpeAcTaBieHne JOKYMEHTOB B
HECKOJbKMX OKHAX Ha 3KpaHe KOMMboTepa.

B gaHHOM ynpa)kHeHun Bbl HayuuTech
BbIMO/HATH OCHOBHbIE 33a4v B NporpamMme
Word 2010.

HaXxmMuTe KHOMKY, YTOBbI 3anyCTUTb
BUPTYasibHOE yrpaXKHEHME. [1N1s BbINOSHEHUS]
YNpaXKHeHWsi CieayiTe UHCTPYKLUMSM.

LWar 1

YT0o6bl YBMAETH MMEIOLIMECS HA KOMMbIOTEPE NPUIOXKEHUS, HAXXMUTE KHOMKY Myck 1 Bbibepute NyHKT
Bce nporpaMmbl.

LWar 2

Kypc: "OducHble nporpamMmbl™
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YT10o6bl OTKPLITL NporpamMmy Word 2010, Bbibepute nyHKT Microsoft Office, a 3aTeM — Microsoft
Word 2010.

Lar 3

Y106bl 106ABUTL TEKCT B AOKYMEHT, B OKHe "[JokymeHT1 — Microsoft Word" HaxxMuTe B 3TOM
ynpaxxHeHuu knasuwy NMPOBEJ] ans aBToMaTUYeCcKoro BBoAa TeKCTa.

Lar 4

YT06bl MEPEMECTUTL KYpCOp B HaYano AOKYMEHTa, HaXMWUTE U1 yAepXKuBaiTe HaxaTol knasuwy CTRL,
a 3aTeM HaxxmuTe knasuwy HOME.

LWar 5

UT06bl NEepeMecTUTb Kypcop B KOHELl IOKYMEHTa, HaXXMUTE U yAepXuBanTe HaxaToi knasuwy CTRL, a
3aTeM HaxxmuTte Knasuwy END.

War 6

YTtob6bl NepeMecTUTb Kypcop Ha OAHY CTPOKY BBepX, HaxxmuTe knasuwwy CTPEJIKA BBEPX.
War 7

YT0bbl NEpeMEeCTUTL KypCop B Ha4ano CTPOKM, HaxxMuTe knasuiny HOME.

War 8

YT10o6bI NEpeMeCcTUTb Kypcop B KOHEL, CTPOKM, HaXXMuUTE Knasuwwy END.

War 9

YT06bI COXPaHUTbL JOKYMEHT, Ha MaHenyn 6bICTPOro AocTyna HaXxmuTe KHOMky COXpaHMUTb.
War 10

YT06bl M3MEHWTL UMS halina, B AManoroBoM okHe CoxpaHeHue AOKyMeHTa B none Umsa cdaiina
Ha)XMWTe B 3TOM ynpaxkHeHum knaeumwy MPOBE/ ans aBToMaTuyeckoro BBoAa UMeHU daiina, nocne
Yero HaxmuTte KHornky COXpaHUTb.

LWar 11
YT06bl OTKPLITL MMEIOLLMIACS LOKYMEHT, WEKHUTE BKNaaky dain v BbibepnTe KoMaHay OTKpbITb.

LWar 12

B AranoroBoM okHe OTKPbITME AOKYMEHTA LLENKHUTE PeKlaMHble JINCTOBKM, @ 3aTEM HaXMUTE
KHOMKY OTKPbITb.

Lar 13
YTobbl pacneyaTaTb KOMWUM AOKYMEHTa, LWENKHUTE BKNaaKy ®ain 1 Buibepute koMaHay MevaTsb.

Lar 14

Ha Bknaake MeyvaTb B none "Konuun" B JaHHOM ynpaxHeHun Haxxmute knasuwy MPOBEN ans
aBTOMaTUYECKOrO BBOAA KOIMYECTBA KOMUIA, @ 3aTEM HaXXMUTE KHOMKy MeyaTtb.

LWar 15
[Ins nepeksItoYeHnst Mexay OTKpbITbIMK (halinamu BolbepuTe BkIaaky Bupa.

Lar 16

B rpynne OKHO HaxMuTe kKHOMKy MepelTn B ApYyroe OKHO, a 3aTeM BblbepuTe
PekoMeHpaumn.docx.
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Tema Co3gaHne AOKYMEHTa C MOMOLLbLO LWabnoHa

B Office 2010 AOCTYNHbI pa3fiMyHbIE TUMbI
WwabnoHoB. TK WabnoHbl coaepxat
npeasapuTenbHO 3aAaHHble popmMaThl 1
pa3MeTKM, KOTOpble MOXHO MCNOJb30BaTh AN
CO3AaHus AoKyMeHTa. CTaHAapTHbIe WabnoHbI
[OCTYMHbI HA JI0KaSIbHOM KOMIMbOTEPE.
[ononHutenbHble WabnoHbl AOCTYNHbI Ha BEO-
caiite Office.com.

B AaHHOM BMpTyanbHOM ynpaxHeHWUU Bl
6yneTe ncnonb3oBaTh MHTEPHET-WA6MOoHbI ANns
CO3AaHuUsl JOKYMEHTOB.

HaXxmMuTe KHOMKY, YTO6bI 3anyCcTUTb
BUPTYasnbHOe ynpaxkHeHve. N5 BbINOHEHNS
YNpaXKHeHWs CieAyUTe UHCTPYKLMSIM.

LWar 1

Y106kl 3anycTuTh NpunoxeHne Microsoft Word 2010, HaxxmuTte kKHornky Myck, Boibepute Bee
nporpamMmsl, Microsoft Office, 3aTeM Bbibepute Microsoft Word 2010.

LWar 2
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YTo6bl cO3AaTb HOBbIV haiin, HaXXMUTE KHOMKy @aiin, 3aTeM BbibepuTe koMaHay Co3AaThb.

LWar 3

YTo6bI BbIbpaTh WabnoH nucbMa, Ha naHeny WabénoHbl Office.com BbINOMHUTE NPOKPYTKY BHU3,
wenkHuTe koManay NMucbma 1 3atem BoibepuTe NyHKT ConpoBoaUTE/IbHbIE NUCbMA.

Lar 4

YT06b!I BIGpaThL ONpeaeneHHoe CONPOBOAUTENBHOE NMUCbMO, LETKHUTE MOMOCY MPOKPYTKM, LENKHUTE
ConpoBoauTeNbHOE NMCbMO B OTBET Ha 06bsIBIeHMEe 0 BaKaHCUU TEXHMYECKOro
cneumnanmncTa 1 3aTeM HaXKMUTE KHOMKY 3arpysuThb.

War 5

B npaBoi1 naHenu LWenkHUTE Nonaocy NPOKPYTKM U 3aTeM LUEeNKHUTE 3arpy3uThb.

LWar 6

YT06bI M3MEHUTB NEPBYIO CTPOKY LabnoHa, ABaxkabl WwenkHuTe cnosa [@.U.0. nonyuarens].
War 7

YTto6bl BBECTM UMst AHApeit Tnaakux, HaxxmnTe knasuwy MPOBES ans aBToMaTMYeCKOro BBOAA
TeKCTa.

Lar 8

YTo6bl COXpaHuUTb Gaitsl, Ha NaHenun 6bICTPOro AOCTYNa HaXMUTE KHOMKY COXpaHUTb.
LWar 9

B ananoroBom okHe "CoxpaHeHne JOKyMeHTa" HaXXMUTE KHOMKY COXpaHUTb.

War 10
B okHe coobuieHust Microsoft Word Haxkmute kHornky OK.

Kypc: "OducHble nporpamMmbl*
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Tema PepakTupoBaHue n opMaTMpoBaHue TekcTa

MpeacTaBbTe, UTO NOCAE OTNycKka Bl HaNMcanu NMcLMO CBOEMY Apyry.
3aTeM Bbl pelunnm BHECTU B HEMO HEKOTOPbIE M3MeHeHUs. Bbl 6bl xoTenu
M3MEHUTb UMW YAANWUTb YacCTb TEKCTA, U3MEHUTbL MEXAYCTPOYHbI MHTEpBas
1 YBENNYNTb pasmep wpudTa. YTobbl oThopMaTMpoBaTh MMCbMO, MOXHO
BOCIMONb30BaTbCS TEKCTOBLIM MpOoLECcopoM, Harnpumep Word 2010.

B nporpamme Word 2010 MOXHO flerko Bblpe3aTb, CKONMMpoBaTb U BCTaBUTb
TEKCT, OTMEHUTb M MOBTOPUTL ONpPeAeNeHHOE AeCTBME, BbIPOBHSTH TEKCT,
M3MEHWTb NapameTpbl WpudTa 1 nHTEpBan Mexay ab3auamu 1 BbINOMHUTb
MHOXECTBO ApYriX onepauuin pefakTMpoBaHus U hopMaTUpoBaHus.

B oaHHOW AeMOHCTpauum Bbl y3HaeTe, Kak BbIMOHSATb OCHOBHbIE 3a4a4u
penakTUpoBaHus U popMaTMPOBaHUS TeKCTa B nporpamMmme Word 2010.

HaxkMuTe KHOMKY, YTObbI 3anyCTuTb AEMOHCTpaLUUIO.

MpeanonoxwuMm, Bel Hanucany NUcLMo B =x = e
nokymeHte Word 2010. Tenepb 6bl Bbl o il s A
XOTENN U3MEHWUTb HEKOTOPbIE C/I0BA, a W A-he KX Bzl S
TakKe MNOMEHSITb NOPSA0K MNPEANTOXEHMN.

Pa3nnyHble napaMeTpbl peAakTMpOBaHUs 1
dopmaTmpoBaHus Word 2010 no3sonsioT
Bam 6e3 Tpyaa caenatb 370. YT06bI BbIOpaTh N~ e
CNnoBO Unn npep‘no)KeHMe B p'oKyMeHTe7 YGRAAEA, NDACHAIATE HAM HHPOPMALIAD O WEDONDHETHM, 1 Mo BIANWM €€ B HALI KITARG
BOCMOJIb3YMTECH MbILIBIO MU KJTaBUATYPOM. Pomaryirs, smpasanire medopuso . e mecruee o o

C nomoLybto napameTpa "KonuposaTb" B

Word 2010 MoxHO aybnumposaTb e e ? : i,
MH(bOpMaLlV"O. MCXOﬂHbIl\/’I TEeKCT an HOTOPHM Omd POCAMEE HO. THCKE YEANHTE A YIOUME CBE MR :
KOMMPOBAHMKN OCTAeTCA Ha TOM Xe MecTe. S !

LLI02 MBOEDIIMTENLHOTD MCHYCCTBE

s meponpRrTIn

Bblpe3aHHblii MM CKOMMPOBAHHbIN TEKCT e i e R ‘
P P BlE 0™ ] |

MOXHO BCTaBUTb MNP MOMOLLM KOMaHb!

"BcTaBuTb" B Apyroe MeCTo AOKYMeHTa nnbo

B APYroii AOKYMEHT.

TaKke MOXXHO OTMEHWUTb WU MOBTOPUTH
onpeaeneHHble AeUCTBUS, BbINOMHEHHbIE
Bamu B JOKyMeHTe, LESIKHYB CTPENKY
"OTMeHuUTb" nnn "MoBTOpUTL" 1 BbIGpaB 13
Crncka COOTBETCTBYIOLLEE AelcTBE.
KomaHga "lMoBTopuUTh" BHOBb BbINONHAET
OTMEHEHHOe JeiCcTBYE.

C nomoLLblo KOMaHAb! "Bbipe3aTh" MOXHO
YONWUTb BbIAENEHHbI TEKCT U3 UCXOAHOMO
MeCTa 1 3aTeM BCTaBWTb €ro B pyroe Mecto
B [IOKYMEHTE.

O6paTuTe BHUMAHWE: PSAOM CO

Kypc: "OducHble nporpamMmbl*
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BCTaB/IEHHBLIM TEKCTOM MOSBNSETCH KHOMKa
"MapameTpbl BCTaBKN".

C NOMOLLbIO NapaMeTpOB KOHTEKCTHOro
MEHIO 3TOW KHOMKW BbIMOJTHSIETCS
CbOpMaTVIpOBaHVIe BCTaBJIEHHOIO TEKCTa.

Ecnv Bam Heo6x0aMMO U3MEHUTb LWpUPT B
CNoBe Unv NpeasoxeHuu, Bam nomoryT
napametpsbl B rpynne "LWpudT".

3pechb xe Bbl HaiiaeTe napamMeTpbl ANst
M3MEHeHns pa3Mepa wpudTa.

Y1066l NpUBNEYL BHUMaHME K Hanbonee
BaXXHbIM YacTsIM TEKCTa, MOXHO NMPUMEHUTb
K C/I0BaM WM NPeAsIoXeHNsM pasinyHble
uBeTa wpudrTa.

BblAgenuTb YacTn TeKCTa MOXXHO C MOMOLLbIO
MHCTpyMeHTa "LIBET BbigeneHus Tekcra",
[ocTynHoro B rpynne “Lpudt".

[ns pa3melleHns TeKCTa B IOKYMEHTE
ornpeaeneHHbIM 06pa3oM MCMonb3yTCs
napameTpbl BblpaBHUBAHWS.

KHonka "BbIpOBHSATL MO LWMPUHE"
paBHOMEPHO pacrnpeaenseT TekcT ab3aua
MeXAy NeBbIM 1 NPaBblM NOMSIMU CTPaHULbI.

KHorka "BbIpOBHSATb TEKCT MO NpaBoMy
Kpalo" BblpaBHMBAET TEKCT MO NpaBOMY Kpato
CTpaHuLbI.

AHa/TIOrMYHO KHOMKa "BbIPOBHATHL TEKCT MO
NIEBOMY Kpato" BbIpaBHMBAET TEKCT MO
IeBOMY Kpato CTpaHuLibI.

MapameTpsbl B rpynne "A63al" no3BonsoT
U3MEHATb MHTEpBAaN Mexay CTpokamu
TeKcTa.

Takxxe MOXHO YMEHbLWNTb NHTEPBabl
mexay ab3auamu.

[onyctuMm, B AOKYMEHTE MMEETCs CrNCoK
no3vumiA. BaM Hy>XHO NpOHyMepoBaTb
CMWCOK, YTOb6bI caenaTthb ero 6onee yaobHbIM
Ans yTeHus. [ins 3Toro CyXuT KHOMKa
"Hymepaums".

TO4YHO TaknM xe 06pa3om co3gaeTcs u
MapKUPOBAHHbIN CMUCOK.

Ewwe oanH cnocob noBbiCUTb
yao0604MTaeMoCTb TEKCTA B AOKYMEHTE —
yBeNM4uUTb OTCTYNbl ab3aues OT NeBOro Nons
CTpaHuubl. Ans yBennYeHns oTCTyrnos
ab3aueB Takke MOXHO MCMOb30BaTb
Kknasuwy TAB.

BMECTO TOro YTo6bl BPYUYHYIO U3MEHSITH

Kypc: "OducHble nporpamMmbl*
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dopmMaT TeKkcTa, MOXXHO CKONMpOBaTb BCe
aTpubyTbl (POPMaTUPOBAHNS C MOMOLLbIO
napametpa "®opmat no obpasuy".

Bbi6paHHbI hopMaT MOXHO 6bICTPO
NPUMEHWTb K APYrOMYy TEKCTY B JIOKYMEHTE.

B oaHHOW AeMOHCTpaumny Bbl y3Hanu, kak
BbIMO/HATL OCHOBHbIE 33434
pefakTUpoBaHus U popMaTUPOBaHUS TeKCTa
B nporpamMme Word 2010.

[Ins BBINONHEHWUS 3TON Npoueaypsbl
BbINOMIHUTE CEAytoLmMe AehCTBUS.

1. YTo6bl BbIAENUTL NPEANOXKEHME,
LLE/IKHUTE Kypcop B Havane
NpeanoXeHws, a 3aTeM, He OTMycKas
HaXXaToM KHOTKW MbILLW, NepeTawmTe
KYpCOp B KOHeL, NPeanoxeHus.

2. Y106bl CKONMPOBATb BbIAENEHHbIN
TEKCT, Ha NieHTe B rpynne Bydep
obMeHa HaXXMuTe KHOMKY
KonuposaTtb.

3. YT06bl BCTABUTb BblAENEHHOE
npeanoXeHue, WeNKHUTE MbILbIo B
KOHLIE BTOPOW CTPOKM, HaXXMUTE
knasuwy BBO/, nocne yero Haxmure
KHOMKY BCTaBUTDb.

4. YTob6bl OTMEHUTL NOCNEaHee AelCTBYE,
Ha naHenm 6biCcTpoOro gocryna
LLieNIKHUTE CTpeniky OTMEHUTDb U
BblbepuTe NyHKT BCTaBKY.

5. Y706bI NOBTOPUTL NOCEAHEE
[eVicTBMe, Ha maHenu 6bicTporo
AOCTYNa LWeKHUTE CTPesiky
MoBTOpHUTD.

6. UYT0ObI BbIpE3aTh BbIAENEHHbIN TEKCT,
BblAENUTE NepBoe NpeasioxeHve, a
3atem B rpynne bydep o6MeHa
HaXXMUTe KHOMKy Bbipe3aTb.

7. YT06bI BCTABUTL TEKCT, B rpynne
Bycdep o6MeHa HaxxMuTe KHOMKY
BcraBuThb.

8. YT06bl U3MEHUTbL OPOPMEHUE TEKCTA
"Lllkona nsobpasutesibHOro
MCKYCCTBA", BblAENINTE TEKCT, B
rpynne LUpndT wenkHuTe CTpenky
LWpndT v BoiGepuTe NyHKT Arial.

9. Y706bI U3MEHUTL pa3mep WpudTa B
TekcTe, B rpynne LUpndT wenkHute
cTpenky Pasmep wpudra un

Kypc: "OducHble nporpamMmbl*
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10.

11.

12.

13.

14.

15.

16.

17.

18.

BblbepUTE NYHKT 24.

YTOo6bl M3MEHWUTb LBET TEKCTA, B
rpynne LUpndT wenkHuUTe CTpenky
LiBeT TekcTa 1 B pazgene
CraHAapTHble LBeTa Bbibepute UBeT
OpaHXeBbIiA.

YTo6bl BbIAENUTL TEKCT, BO BTOPOM
ab3aue BbigenuTe dpasy
"oTnpaBnsaiTe HPoOpMaLuIo o
MeponpuaTUM He no3aHee YeM 3a
wecTb MecsiLeB A0 ero
nposeaeHua.", B rpynne Wpudprt
LenikHWUTe CTpenky LiBeT BbiaeneHus
TekcTa 1 Bbibepute LBeT
BuUpIO30BbIN.

Y106bl Pa3MeCTUTb 3arofIoBOK Mo
LEeHTPY CTpaHuuebl, B rpynne A63auy
HaXXMUTe KHOMKY BbIPOBHATbL NO
LleHTpYy.

YT06bI BLIPOBHSATbL TEKCT ab3aLa no
BGOKOBbIM MOJIAM, LLENTKHUTE B NI060M
MecTe BTOporo absaua, a 3aTeM B
rpynne A63aL HaXXMUTe KHOMKY
BbIpOBHATbL MO WWMPUHE.

YT06bl BLIDOBHSTbL TEKCT ab3aua no
NpaBoMy Kpato, BblAENUTE NepBbIi
ab3au, a 3aTeM B rpynne A63ay
HaXXMUTE KHOMKY BbIPOBHSAITb TEKCT
no npaBoOMYy Kpato.

YT06b! BLIPOBHSATbL TEKCT BbIAENEHHOMO
ab3aua no nesoMmy Kpato, B rpynne
A63au HaxkmMuTe KHOMKy BbIpOBHATD
TEKCT Mo JIEBOMY Kpalo.

YTob6bl yBENNYNTL PacCTOSIHUE MEXAY
CTpOKaMu B BblaeneHHoM ab3ale, B
rpynne A63aL WenkHUTe CTpenky
MeXXayCTpOoUHbIA UHTEpBan U
BblbepuTe paccrosHue 2,0.

YTob6bl yBENNUUTB PACCTOSIHWE NocC/e
ab3aua M yMeHblWNTb PaccTosiHMe
nepea ab3auem, B rpynne A63auy
LeNIKHUTE CTpenky MeAyCTPOUHbI
MHTEpBan v BbibepuTe NyHKT
[No6aBuTb MHTEpBan nocne
a6saua.

YT06bl 406ABMTL HYMEpaLMIO B TEKCT,
BblAENIMTE NepBbii ab3al, a 3aTeM B
rpynne A63aL HaXXMWUTE KHOMKY
Hymepauums.
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19.

20.

21.

22.

YTtobbl f06aBKTL Mapkephbl B
BblAENEHHbIV TEKCT, B rpynne A63au,
HaXxmMuTe KHonky Mapkepbl.

Y106kl YBENMUMTL OTCTYN
BblAEIEHHOTO TeKCTa, B rpynne A63au
HaXKMUTE KHOMKY YBEIMUMTb OTCTYN.

YT10o6bI CKONMpOBaTb NapaMeTpbl
¢opmaTmpoBaHus, Boigenute dpasy
LLikona nso6pasutenbHOro
MCKYCCTBa, a 3aTeM B rpynne Bydep
o6MeHa HaxxmuTe kHorky dopMaTt
no o6pasuy.

YT106bI NPUMEHUTL NapaMeTpsbl
(bopMaTMPOBaHWS, LWENKHUTE MbILLbIO B
Havasnie BTOpOro aKk3emnsaspa
¢pasbl "Lkona
n306pasnTenbHOro NCKyccTea" 1
nepeTaLyuTe Kypcop B KOHeL, TeKCTa.

Kypc: "OducHble nporpamMmbl*
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Tema Pa6ota c Tabnnuammn n pucyHkamm

MpencraebTe, 4TO Bam TpebyeTca co3patb
OTYET, coAepKallmii CBEAEHMUS O
exeHezenbHol npofaxe 6UNETOB B My3el 3a
Mecsil. Takue cBeAeHus nydlle npeacraBuTb He
B 06bIYHOM TEKCTOBOM (popmaTe, a B BUAE
HarnsaHow 7a6/mibl. MOXHO pas3buTb
MHGOpMaumio B Tabnuvue Ha nornyeckune
rpynnbl, 4TOObl OTAENWUTb AAHHbIE Pa3/INYHBIX
TUMOB ¥ cAenaTb JOKYMeHT 6onee NpocTbIM Ans
yTeHus. MOXHO TaKkKe BCTaBUTb B JOKYMEHT
PUCYHKMN, YTObbI caenaTtb ero Bm3yasibHO
npuBeKaTesbHbIM.

B naHHOM ynpa)xHeHun Bbl HayuuTech
paboTaTb ¢ Tabnuuamm u pucyHKamm B
nporpamme Word 2010.

HaxxmuTe KHOMKY, 4To6bl 3anyCTuTh
BUPTYasnbHOe ynpaxHeHve. 1 BbINOTHEHNS
yNpaXKHeHWsi criefyTe UHCTPYKLMSIM.
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War 1
YTo6bl co3aaTh Tabnumuy B daiine "OTYeT 0 Npodaxax”, BbibepuTe BKIaaKky BeTaBka, a 3a1eM
nocneaoBaTensHo wenkHuTe Tabnuua v BctaBuTb Tabnuuy.

Lar 2

"

Kypc: "OcducHble NporpaMmmbl
53



YTo6bl yKa3zaTb UMCNO CTPOK M CTONBLOB Ans Tabnuubl, B AManorosoM okHe BctaBka Tabnuubl
HaXXMWTe B 3TOM ynpaxHeHuu knasuwwy MPOBEJ] ans aBToMaTMYEeCKOro BBOAA YMces, a 3aTeM
HaxxmuTe KHonky OK.

LWar 3

YT06bl BBECTU TEKCT B NEPBYIO AUENKY NEPBOV CTPOKM, LLENKHUTE NEPBYIO SYEiKY TabNuLbl, HAOXMUTE
B 3TOM ynpaxxHeHuu knasuwy MPOBEJ1 ans aBToMaTMyeckoro BBOAa TEKCTA, 3aTEM HAXXMUTE K1aBuLLY
TAB.

Lar 4

Y066l BCTABUTL B TabnuLy OCTanbHbIE 3aMMCK, HAXXMUTE B 3TOM ynpaxxHeHun knasuwy MNMPOBE ans
aBTOMaTMYECKOro BBOAA TEKCTa.

LWar 5

UTo6bl A06aBUTL CTPOKY B Tabnuuy, LENKHUTE NEPBYIO sSUeiiKy nocneaHel CTPOKM, 3aTeM Bbibepute
BK/1aaky Maker.

Lar 6

B rpynne CTpoku n cton6ubl BbibeprTe KOMaHay BcTtaBUTb CHU3Y.

LWar 7

YTo6bl yAanuUTb CTPOKY B Tabnvue, BblAeNUTE NEPBYIO SUENKY NOCEAHEN CTPOKM.

Lar 8

B rpynne CTpoku n cton6ubl BbibepyTe KOMaHAy YAANUTDb 1 3aTeM LieNKHUTE YAANUTb CTPOKM.
LWar 9

YT06bl M3MEHWUTL CTWUMb TAbULI, LENKHUTE NEepBYI0 AYeiky B Tabnuue, 3aTeM BbibepuTe BKIaaKy
KoHcTpyKTOp.

LWar 10

B rpynne CTunm Tabnuy wenkHuTe cTpenky JlonosHUTeNbHbIE NapaMeTpbl, 3aTEM LLENKHUTE
BTOPOI CTU/b B TPETLEN CTPOKE.

LWar 11

YT06bl NPUMEHUTb 3aTeHeHNe K Tabnuue, LWeNKHATE NepBbIii 3arofIoBoK, a 3aTeM, yAepXMBas HaXaTou
Knaeuwy SHIFT, WENKHUTE NOCNeAHNI 3aroyloBOK.

LWar 12

B rpynne CTunm Tabnumu HaXxMuTe KHOMKY 3asMBKa, 3aTeM B pasgene CTaHAapTHbIE LBeTa
BblbepuTe XKenTbii.

LWar 13

YT06bl CO3AATH paMKy Tabnuubl, LENKHUTE NEPBbII 3arofioBoK B Tabnuue, a 3aTeM, yaepxusas
Ha)kaTon knaBuwy SHIFT, WeKHUTE B NOCNeAHeN syeiike Tabnuupl.

Lar 14
B rpynne Ctunmn Tabnuu HaxxmuTe cTpenky FpaHuubl, 3aTeM wWwenkHuTe Bce rpaHvubl.

LWar 15

YT106bI BCTABUTb PUCYHOK B thaiin "OTYEeT 0 Npoaa)xax”, WeKHUTE B KOHLIe 3neMeHTa Lkona
n306pasuTesIbHOro MCKYCCTBaA, a 3aTeM BbibepuTe BKIaaKy BcTaBka.

War 16
B rpynne UnmocTpaumm wwenkHute PUCYHOK.

Kypc: "OducHble nporpamMmbl*
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LWar 17

B AnanorosoM okHe BCcTaBKka PUCYHKA LienkHuTe O6pasubl M306paXKeHMA, LWenKHUTe Nosocy
NPOKPYTKU, 3aTeM LeNkHUTe Tro/IbNaHbl, @ 3aTEM HAXXMUTE KHOMKY BCTaBUTD.

Llar 18

YTo6bl BCTABUTbL KapTUHKY B aiin "OT4eT 0 npogaxax”, LWeNKHUTE No0Cy NPOKPYTKU, LENKHUTE
HWKe Tabnuupl, a 3aTeM BbibepuTe BKNaaky BcraBka.

War 19
B rpynne UnnrocTpaumm wenkHute KapTuHka.

Llar 20

B ananorosom okHe KapTuHka B none Uckatb HaxxmMuTe B 3TOM ynpaxHeHun knasuwy MPOBEN ans
aBTOMaTMYECKOro BBOAA TEKCTA, nocse yero wenkHnute HavaTsb.

War 21
B AnManorosoM okHe "KapTuHKa" LWeNKHUTE NepBYI0 KAPTUHKY, 3aTEM HAXXMUTE KHOMKY 3aKpbITb.
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Tema lpoBepka npaBonucaHns B JOKYMEHTE

PaclwmpeHHble TeKCTOBbIE NpoLeccopsl, Hanpumep nporpamma Word 2010,
ABTOMATMYECKN pacro3HaloT A3bIK BBEAEHHOIO TeKCTa 1 MPUMEHSIOT K
HEMY COOTBETCTBYIOLLME CPEACTBa NPOBEPKN rPaMMaTUKK, Npasusa
NyHKTyauum u opcorpaduyeckuin cnoBapb. MOXHO Takxke HaxoaNTb
CMHOHMMbI M BapyaHTbl C/I0B BO BCTPOEHHOM Te3aypyce rnporpammel Word
2010. Kpome Toro, B Word 2010 MOXHO HacTpouUTb (yHKLMIO aBTO3aMeHbl
N5 aBTOMaTUYECKOro UCNpaBfeHWUs ONeYaTok N rpaMMaTUYECKMX OLIMBOK
HenocpeaCcTBEHHO BO BpeMs BBOAA TekcTa. Hanpumep, dyHKums
aBTO3aMeHbl MOXET aBTOMaTUYECKN UCMPaBUTb OMeYaTKy "ceroan” Ha
"cerogHa".

B AaHHOM AEMOHCTpaumMK Bl y3HaeTe, Kak KOPPEKTUPOBATb AOKYMEHT B
nporpamme Word 2010.

HaxkMuTe KHOMKY, YTO6bl 3anNyCTUTb AEMOHCTPaLIMIO.

Mocne 3aBeplIeHs HANMCaHS OTUETa UM e °
ouepka MOXHO NPOBEPUTb JOKYMEHT Ha O L
Hanmuue opdorpadnyeckmx um v oy | R Al Ax |- e )| |
rpamMMaTUyeckmx oWwnBoK. [ns 3Toro B i :

Word 2010 npefyCcMOTpeHbI CpeAcTBa

NpPOBEPKU NpaBonucaHuA.

Ecnu cnoBo noayepkHYTO KpacHOM : RT3
BOJIHMCTOI NIIHMEN, 3TO 03HAYaET, YTO OHO e PO o e SRR
coaepXxuT opdorpaduyeckyto omnobKy. i oo Bkt s o s i Gt o
MO>XHO MCNpaBUTL C/TOBO, BbiGpaB P

NpaBu/IbHbIV BapuaHT U3 NPeaIoKEHHOro P S AT

o Tawowe ye con (00 e -

CNUCKa. ¥ .

o

MapameTp 3ameHuTs BCe NO3BONSET —a D

MCNpaBuTb OLINGKY B HAaMMCAHUW AAaHHOFO ﬁ,’;’, S = :
(@0 S0 (W | i

CNoBa BO BCEM AOKYMEHTE. ITO

CYLLECTBEHHO COKPALLAET BPeMs NMPOBEPKY,

136aBnss Bac oT He06X0AMMOCTY OTAESbHO

UCNpPaBnATb KaXaoe CnoBo.

MHoraa npu BBoAE KaKMX-TO OnpeaenieHHbIX
C/I0B MOXXHO COBEpLUATb OLNOKK. DyHKLUMS
aBTo3aMeHbl B Word 2010 noMoxeT
n3bexaTtb NoAo6HbIX OWKMOoK. Takne crnoBa
MOXXHO A06aBUTb B CMINCOK aBTO3aMEHbI, U
Torga Word 2010 6yaeT Kaxabli pas
ABTOMATMYECKM UCNPaBNSTb OWMOKY,
3aMeHss C/I0Ba COOTBETCTBYIOLLUMU
C/1oBaMu U3 crimcka.

Momumo opdorpacdun, Word 2010 Takoke
MO3BOISIET HAXOAUTb U UCMPAaBNSTL B

LL018 MESEARNTO Aot ASETS
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TEKCTe AOKYMEHTa rpaMMmaTumyeckme
oLN6KN. PekoMeHayeMble BapyaHTbl
3aMeHbl MOXXHO NPOCMOTPETL B OKHE
"BapuaHTbl". ECM BapyaHT NoaXoauT,
MO>XHO NPUMEHWUTb €ro 1 COXPaHUTb
VU3MEHEHNS B IOKYMEHTE.

YTto6bl M36exaTb pacno3HaBaHWs CIOB Ha
ApYrvX si3blkax, a TakxKe UMEH Nilogen n
Ha3BaHWIA KOMMAHUI KaK OLIMGOK, UX MOXKHO
106aBNATb BO BCTPOEHHbIN C/TIOBapb
cpeacTea nposepkn Word 2010.

KpoMe Toro, MoXXHO BOCMO/1b30BaThLCA
napaMeTpoM /IpornycTuTs BCe, YTo6bl B
JNanbHENLWEM TaKue cloBa He
pacno3HaBaIMCh KaK OLIMEKM.

UT06bI HAWTW CMHOHWM CNOBa, MOXHO
BOCMO/b30BaTbCs PyHkUmelt Word 2010
"Tezaypyc".

Mporpamma Word 2010 UweT CUHOHUMBI K
BbIBOAWT CMMUCOK BO3MOXHbIX BApUAHTOB.
MoxHO BbIbpaTh M3 cnucka noboe
noaxopsiee croso.

B naHHOM AEMOHCTpaumMK Bbl y3Hanu, Kak
KOPpPEeKTUPOBaTb AOKYMEHT B MporpamMme
Word 2010.

[Ins BbINOMHEHWS 3TOW NpoLueaypbl
BbIMO/IHUTE CEAYIoLMe AeCTBUS.

1. Yr06bl NpoBEpUTL Opdorpaduto n
rpamMMaTuKy BO BCEM JOKYMEHTe, Ha
NeHTe Ha BKnaake PeueHsnpoBaHue
B rpynne MpaBonucaHue HaxmuTe
kHonky MpaBonucaHue.

2. Yrtobbl ucnpaBuTb onevaTKy B ClioBe
"06bsSIBNEHUAM", B ANANIOrOBOM OKHE
MpaBonucaHue: pycckui B
obnactv BapuaHTbl ABaXabl
LLESIKHUTE C/IOBO 06 bSABNIEHUSAM.

3. YT06bl 3aMEHNTb BCE 3K3eMNNSPbI
HenpaBWbHO HAaMMCaHHOro C/10Ba
"MUponpuaThe" NpaBuibHbIM CTOBOM
"MeponpusaTre"”, B ANaN0OroBOM OKHe
MpaBonucaHue: pyCCKUI HaxxMunTe
KHOMKY 3aMeHM!Tb BCe.

4. Y106bl MICMPaBUTb HENPABWUILHO
HanMcaHHoe C/10BO "KaTonor" un
[106aBUTb 3TO CNIOBO C OLIMBKON B
CMNCOK aBTO3aMeHbI, B ANaIOrOBOM
okHe MpaBonucaHue: pycckuii
LeNKkHuTe ABTO3aMeHa.
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YT06bl MCNPaBUTL FPaMMaTUYECKYIO

OLUMBKY, HAXKMUTE KHOMKY 3aMEHUTD.

Y106bl 4O06ABUTL MCMAHCKOE C/I0BO
"Sardana” B No/b30BaTe/IbCKUiA
CrfoBapb, B AMAnNOroBoM OKHe
MpaBonncaHue: pyCCKUM HaxxmMute
KHOMNKy [lo6aBuUTD.

YT06bI NPONYCTUTL BCE K3EMMNAPbI
CNnoBa "BbICTaBOYHbIN", B IMAN0roBoM
okHe MpaBonucaHue: pycckuii
HaxxmuTe KHonky MponycTuTb BCe,
nocsie Yero HaXKMUTE KHOMKY
OTMeHa.

YT106bI HAWTU CUHOHWM, HAXXMUTE
KHorky Te3aypyc.

B none UckaTb BBeauTe cnoso Lienb
N HAXXMUTE KHOMKY CO CTPESKOWA.
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Tema Co3pgaHne gokyMeHTa B IHTepHeTe

[loKyMeHTbI B IHTEpHETE NO3BONSIOT MOBLICUTL MPOU3BOAUTENBLHOCTD,
obecneunBasi BO3MOXHOCTW COBMECTHOV paboThl U3 Ntoboro Mecta. MoxHO
co3/1aBaTb JOKYMEHTbI C MOMOLLbIO HAaCTOMNbHbIX NpunoxeHuii Office, a
3aTeM COXpaHsTb UX B MHTEPHET-XxpaHuauwie SkyDrive 1 UCNOb30BaTh
Beb-npunoxenns Office Ana nx NpocMoTpa v peaakTMposaHus. [axe ecnm
y Bac HeT HacTonbHbIX NpuioxeHuit Office, MOXHO CO3aBaTb JOKYMEHTbI B
WHTepHeTe B SkyDrive u paboTtaTb C HUMW.

B aaHHoM AeMOoHCTpaumu Bbl y3HaeTe, kak co3aaTb AOKYMEHT B VIHTepHeTe.
HaxxMuTe KHOMKYy, YTO6bI 3anyCTuTb AEMOHCTpaUUIO.

YTto6bl co3aaTb AOKYMEHT B MHTEpHeTe, e T LT
HeobXxoAMMO CHavana BoWTY B Ciyx6y Windows
Live ¢ noMoLLbto y4eTHbIX AaHHbIX Windows Live L1 Windows Lve

munun Hotmail.
“4 Hotmail BXOA
3aTeM HeobxoanMO BblbpaTb BEG-NpUNoXeHue, ¢ v ‘

NOMOLLbIO KOTOPOIro 6y,qu C034aBaTbCA AOKYMEHT.

Mpexae YyeM HayaTb paboTy C AOKYMEHTOM,
Heo6X0AMMO NPUCBOUTL EMY UMSI U COXPaHUTb ErO.

MO>XHO BBOAMTb COAEPXKMMOE AOKYMEHTa,
(bopMaTUpOBaTb €r0 M COXPAHSATb AOKYMEHT. la dl P

3aBepLlumB paboTy, MOXHO 3aKpbITb (aiin. e s o 3 i e

ObpaTuTe BHMMaHwue, 4To Baw gokyMeHT ERoloC E - |
oTobpaxkaeTcs kak fokymeHT Word. Ecnu Bol

XOTUTE, YTOBbI YYaCTHUKM Balweii rpynnbl npuHsv

yyacTuve B paboTe Haj AOKYMEHTOM, MOXHO

npefoCTaBUTb UM COBMECTHBbIN AOCTYN K HEMY.

B naHHOM aeMoHCTpauumn Bbl y3Hanu, Kak co3gaTth
[OKYMeHT B VIHTepHeTe.

[ins BbINOMHEHMS 3TOW NpoUeaypbl BbINOMHUTE
cnepyoLime LeincTaus.

1. Ha ctpaHuue Windows Live B none
Windows Live ID BBegute
andrey.gladkikhl@hotmail.com.

2. B none MNaponb BeeanTe Pa$$word u
HaxxmuTe KHornky Bxop.

3. Ha ctpanuue SkyDrive LWenKHUTE 3Ha4Y0K
Co3patb AOKYMeHT Word.

4. Ha ctpaHuue HoBbIi AOKYMEHT Microsoft
Word B none UMs seeaute YBegomsieHme
O npoAaxXe ¥ HAXMUTE KHOMKY
CoXpaHUTb.

Kypc: "OducHble nporpamMmbl*
59



B HOBOM [1J0KyMeHTe BBeAUTE TEKCT ITO BE6-
AOKYMEHT C Ha3BaHueM "YBeaoMieHue
O npopaxxe".

Bbigenute cnosa YBeaoMsieHue o
npoaaxe, HaXkMuUTe KHOMKY
Mony>XMPHbBINA, NOCTIE YEro HAXMUTE
KHOMNKy COXpaHUTb.

LLlenkHuTe ®ann u BoibepuTe NYHKT
3aKpbITb.

Ha ctpanuue [lokyMeHTbl HaBeauTe
yKaszaTesib Ha AOKYMEHT YBeAOMJIEHNE O
npopaxe.
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Tema HacTtonbHas nsgatenbckas cucrteMa

B HacTonbHbIX U3aaTeNbCKMX cuctemMax (DTP) UCMOoNb3yHOTCA CrieumasbHble NPorpaMMbl AN CO3AaHNS
BU3yasbHO MpYBIEKaTeNbHbIX OKYMEHTOB, BKIOUAIOLLMX TEKCT U U306paxeHuns. ba3oBblin Habop
(byHKUMI HACTONBHOM M3AATENbCKON CUCTEMBI NPEeACTaBEH BO MHOTUX TEKCTOBbLIX MPOLIECcopax.
Y06kl CO3aaTH AOKYMEHT C Honee CNoXHbIMK 3n1eMeHTaMu 0cbopMieHUs, He06X0AMMO MCMONbL30BaTh
crneuMann3npoBaHHYIO HAaCTONbHYIO U3AATENbCKYI0 cucTeMy, Hanpumep Microsoft Office Publisher
2010. CneumanusmpoBaHHas HacTo/bHas u3gaTtenbckas cUcTeMa CoAepXMT LWAbNOoHbI, UHCTPYMEHTI
ans paboTbl C M306paXKeHUSIMU U Apyrue CPeACTBA CO3AaHMS COXHbIX NyGnnKaLmii.

HacronbHas nsaaTtenbckas cucteMa No3BosisieT yropsaoUmMBaTh U U3MeHsTb MHOPMaLMo B 60/1bLINX
MHOMOCTPaHUYHbIX OKYMeHTax. KpoMe Toro, B HaCTONbHOM M3AaTEeNbCKOW CUCTEME UCMOSb3YHOTCS
paclMpeHHble cpeacTBa OPMaTUPOBaHMS, KOTOPbIE NMO3BOMSIOT C3KOHOMUTL BPEMSI.

HacTonbHas n3aaTtenbckas cucteMa COAEPXUT BCTPOEHHbIE WabnoHbl 6ionneteHeil, 6ykneTos,
06bsBNEHUN, MHDOPMALIMOHHBIX Tabnnyek, pestoMe, AeNoBbIX 61aHKOB, MMCEM 1 KaTanoros. Ha
OCHOBE 3TUX LWAabNOHOB MOXHO CO3AaBaTb COBCTBEHHbIE MyHANKaLMM 1 BOMOLWATb B HUX Ntobble
[M3aNHEPCKUE peLLEeHUs.

LLlenkHuTte 34ecb, YTO6bI NPOCMOTPETL ¥ pacneyaTaTb UHCTPYKLMM MO CO3AaHMI0 bronneTeHs B
nporpamMme Publisher 2010.

Kypc: "OducHble nporpamMmbl*
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[nsa kaxaoro Bornpoca ykaxure I'IpaBVIJ'IbeIl‘/'I OTBET, NOMECTUB NOMETKY B cronbeu cnesa.

Bonpoc 1

MNpeacrasbTe, YTO BaM HE0bXx0AMMO CKONMPOBaTL NapaMeTpbl POPMATUPOBaHUS U NMPUMEHUTb MX K
pasnuyHbIM pazaenam AoKyMeHTa. Kakow 13 dyHKLMI TEKCTOBOro npoueccopa Bbl Bocnonb3yeTech?

Bbi6epuTe NpaBUbHLIN OTBET.
AsTOodopmar.
MokasaTb hopMaTUpOBaHME.
dopmaT no obpasuy.

KonuposaHue n BCTaBka.

Bonpoc 2

Kakoe 13 creaytowmx yTBep)XAeHUI Nyydlle BCEro OnmcbiBaeT ¢hyHKLMIO aBTO3aMeHbl B TEKCTOBOM
npoueccope?

BbibepuTe NpaBuUnbHbIN OTBET.
KOMMOHEHT, KOTOPbIV MO3BONSET ONPeAenuUTb NapamMeTpbl GopMaTUPOBAHMS B JOKYMEHTE.
KOMMOHEHT, KOTOPbI UCMOMb3YETCS TONBLKO ANS UCMPAB/IEHUS PAaMMATUYECKMX OLIMGOK.
KOMMOHEHT, KOTOPbIi aBTOMaTUYECKM OTKPLIBAET AMaNIOrOBOE OKHO MPY KaXaoW orneyaTtke.

KOMMoHeHT, KOTOprVI ABTOMAaTU4ECKU UCnpasnseT OLMBKM 1 3aMeHSIET TEKCT BO BpeMsa BBOAA.

Bonpoc 3
Kakasi 3 nporpamMm vcnonb3yeTcst Ans nybankaumm MHGOPMaLMOHHbIX GrosineTeHen?
BbibepuTe npaBusbHLIN OTBET.

HacTonbHasa nsgaTtensckas cucrema.
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MporpamMMa npeseHTauui.
MporpaMMa 31eKTPOHHOI MOYTHI.

MporpamMma 06paboTKM 3N1EeKTPOHHbIX Tabnuu,.

MNpuMeyaHue. OTBeTbl NOKa3aHbl Ha CJ'Ie,Cl,leIJ.l,ef/'I CTpaHuLe.
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OtBer 1

MpeacTasbTe, YTO BaM HEO6X0AMMO CKONMPOBAThL NapaMeTpbl (GOPMATUPOBAHMS U MPUMEHWUTB KX K
pasnMyHbIM pasaenam AoKyMeHTa. Kakoi 13 dyHKLuMIA TEKCTOBOro npoueccopa Bbl Bocnonb3yetech?

BbibepuTe NpaBusibHbIN OTBET.

b4 ABTOOpMaT.

%  TokasaTb hopMaTvpoBaHMe.
v ®opmaT no obpasLly.

%  KonupoBaHwe v BCTaBKa.

CeefieHMs 0 NPaBUJILHOCTU OTBETA. DTO NPaBUSIbHLIN OTBET. KOMMOHEHT "dopMaT no 06pasuy”
NO3BOJISIET CKOMMPOBATbL MapaMeTpbl hOPMaTUPOBAHWS U MPUMEHUTb WX K APYIMM pasgenaM AOKYMEHTa.

OoTBeT 2

Kakoe 13 cneaytowmx yTBepXAeHWiA lyylle BCEro OnucbIBaeT GyHKLMIO aBTO3aMeHbl B TEKCTOBOM
npoueccope?

Bbi6epuTe NpaBWsbHbIN OTBET.

» KOMMOHEHT, KOTOpbIV MO3BOJISIET ONPeAenUTb NapaMeTpbl hOpMaTMPOBaHWS B JOKYMEHTE.

»® KOMMOHEHT, KOTOPbIV UCMOSb3YETCS TOMBKO AMS UCMPABNEHNS] FPAaMMaTUYECKMX OLIMBOK.

b4 KOMMOHEHT, KOTOpbIVi aBTOMaTUYECKM OTKPbIBAET AMANOrOBOE OKHO MPU KaXXAOW OrneyaTKe.

Y 4 KOMMOHEHT, KOTOpbI/ aBTOMaTUYECKM UCMPaBNSET OWMOKM 1 3aMEHSIET TEKCT BO BPEMS BBOAA.

CsepeHus o npaBUJIbHOCTU OTBETa. JT0 I'IpaBVIJ'IbeIVI oTBeT. KOMMOHEHT aBTO3aMeHbl N03BOSISET
ABTOMAaTMYECKN UCNPaBnATb OLUNBKM 1 3aMEHSITb TEKCT BO BpeMs BBOAA.

OTBer 3

Kakasi U3 nporpaMMm UCnonb3yeTcs Ans ny6nmkaumm MHOOPMaLMOHHbIX BIONNIETEHEN?
Bbi6epuTe NpaBUbHLIN OTBET.

Vv HactonbHas nsgatenbckas cucrema.
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¥ MporpamMMa npe3eHTaLmii.
¥ MporpamMma 31eKTPOHHOM MOYTbI.
» MporpamMma 06paboTKu 31eKTPOHHbIX Tabnumu,.

CBefieHUs 0 NPaBUJIbHOCTU OTBETA. DTO NPaBWUSIbHLIN OTBET. B HAaCTOMbHOI M3[aTENbCKON CUCTEME
MOXHO CO3AaBaTh Ny6vKaLmm, B TOM Ynce MHDOPMALIMOHHbIE BIONNETEHN.

Kypc: "OducHble nporpamMmbl*
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O6wume cBeaeHns o nporpaMmMax o6paboTkmu

3JIEKTPOHHbIX Tabnuy

Coaep)xmMoe 3aHATUA

ObLwme cBefeHnst 0 NporpamMMax 06paboTKM NEKTPOHHBIX Tabnuw,
0630p nporpamMmM 06paboTKKN 3NEKTPOHHLIX Tabnuu,

Bsoa AaHHbIX

BbinonHeHne MaTeMaTU4ecknx 3afad

BcraBka avarpamMm

MeyaTb AaHHBIX 3NEKTPOHHOW Tabnuubl

Co3aaHvie 3neKTPOHHOI Tabnuubl B IHTEpHETE

CamonpoBepka

Kypc: "OducHble nporpamMmbl™
66



O6Lwue cBeaeHns o nporpaMMax 06paboTku 3NeKTPOHHbIX Tabnumy
BBoaHasi yacTb ypoka

MpeanonoxuM, Bam He06X0AMMO BbIYMCINTL CYMMY PacxoAoB 3a == \\
Mecsil. O6bI4HO Bbl 3anucbiBaeTe pacxofpl 3a OTAENbHbIE AHU, @ == e
3aTeM BbluncnsieTe 06LLYI0 CyMMy 3a MecsL. 1151 3Toro | = %"1
ncnonb3yeTte KanbKynsTop UNN METOA, CIIOKEHWS CTONBMKOM. = %

Koraa BbluncneHve 3aBepLueHo, Bol 0bHapyxuBaeTe, 4To Z % }
HEKOTOpble UCMOSb30BaHHbIE AAaHHbIE OKA3annCb HEBEPHLIMU. \\ !
BpeMs 1 ycunus noTpadeHbl 3psi, HyXHO CHOBa NPUHMMATLCS 3a ) -
BblYMC/IEHME CYMMapHbIX PacXOA0B. Microsoft

Bpems 1 ycunmst MOXXHO CIKOHOMMTb C MOMOLLbIO 3/1EKTPOHHOM Excel 2010
Tabnuubl, B KOTOPOI MOXHO XpaHUTb U YNOPSAOUMBATL AaHHbIE U s

BbINO/HSATb MaTeMaTUYECKMUE BblUMCTIEHNS. PaboTa 3HauMTeNbHO
YMNpOLLAETCSl, MOCKOSIbKY HE TPEBYETCS BbINOHSATL BbIMUCIEHMUS
BPYUYHYIO WM Ha KanbkynsTope. Koraa Bol U3MeHsieTe AaHHble,
UCMOJIb3YEMBIE B BbIYMUCIEHUM, PE3YNLTAT BbIYUCIEHMS
06HOBNSIETCS aBTOMATMYECKU. TakuM 06pa3oM, He HyXHO TpaTuTb
BPEMS M YCUIIWS Ha NepecuyerT.

Ha 3ToM ypoke Bbl y3HaeTe 0 KOMMOHEHTaX 3/1EKTPOHHON TabnuLbl
1 crnocobax CoOXpaHeHWsi AaHHbIX. Bbl TaKXKe HayuyuTeCh pellaTb
OCHOBHble MaTEMATUYECKWE 3aZjauu 1 CO34aBaTb AVarpamMsi.
KpoMe Toro, Bbl y3HaeTe 0 pas/iMyHbIX napamMeTpax nedvatu
3MIEKTPOHHBIX TabnuL.

Mo oKOHYaHUM 3TOro ypoka Bbl cMoxeTe:
e  OMnMcaTb KOMMNOHEHTbI 3IEKTPOHHON TabnnLbl;
e  BBOAWTb AaHHble B 3N1EKTPOHHYIO Tabnuuy;

e BbINO/HATL OCHOBHbIE MaTeMaTMUecKMe 3a4a4un B
3/1EKTPOHHON TabnuLe,

e  BCTaBMSTb AMArpaMMbl B 3/IEKTPOHHYHO Tabnuuy;
e  OTNPaBNsTb HA NeYaTb INEKTPOHHYIO Tabnuuy;
e  C034aBaTb 3MEKTPOHHYIO Tabnumuy B UHTepHeTe.

Kypc: "OducHble nporpamMmbl*
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0630p NporpaMM 06paboTkM 3NEKTPOHHBIX TabnuLy

MporpamMmbl 06paboTKM 3NEKTPOHHBIX Tabnuu, Takue
kak Excel 2010, cnyxaT Ans XpaHeHUs1 U U3MEHEHUS

[l@aHHbIX, @ TaKKe BbIMOMIHEHWS BBIYUCIIEHNI. %
Mpw oTKpbITUK dhaiina Excel 2010, yacto
Ha3bIBAEMOr0 KHUroW, Bbl BUANUTE, UTO MHTEpdEiiC Excel o1

COCTOUT M3 CBA3AHHbIX 31EMEHTOB. KHMra coctouT 13
TpeX NMNCTOB. Kaxkaplii IMCT — 3TO OTAENbHast
3NEKTPOHHas Tabnuua. MoxHo A06aBnsThb U yaansiTb
JIMCTbI NO Mepe HagobHoCTK.

O6nacTu nucTa, oTAeneHHble Apyr oT Apyra no
rOpV30HTaNM, Ha3blBalOTCS CTpoKaMu. Kaxkaas
cTpoka 0603HayeHa HoMepoM. Hanpumep, nepsast
CTpOKa Nn1cTa 0603HayeHa HomMepoM 1. O6nactu
NUCTa, OTAENEHHbIE ApYr OT Apyra Mo BepTuKany,
Ha3blBaloTCA cTonbuamm. Kaxabii cronéew
0603HaueH 6ykBoii. Hanpumep, BTopoit ctonbel, Ha
nucte 0603HayeH 6ykBovi B.

Slyelika HaxoaMTCS Ha NepeceyeHn CTPOKM U
cronbua. BulgeneHHas NpsiMOyrosibHasi paMka,
MOSIBNISIIOLLASICA BOKPYT aKTUBHOM SiUeliky,
Ha3bIBaETCs yKkasaTeneM siuenku. AKTUBHas siuelika
— 3TO Ta siuenka, C KoTopoii Bbl ceityac paboTaeTe.
OnHOBpEMEHHO MOXET 6bITb aKTUBHA TOSIbKO OAHA
Ayenka.

[1na 0603HauYeHMs KaXKaon SYenKkun Ha nucre
MCMNONb3YETCS aApec sUenkn. AApec sSUeikn COCTOUT
13 6ykBbl CTON6LA M HOMepa CTPokW. Hanpumep,
siueilka Ha nepeceyeHnn NepBoro ctonbua 1 NepeBoi
CTPOKM MMeeT aapec Al. Anpec s4eiku yka3biBaeT
TOYHOE PacrofIoXKEHNE SYENKM Ha NUCTE.

B CTpoKke COCTOSIHUS B HUXKHEI YacTy OKHa
npeacTaBfieHbl CBEAEHMS O TEKYLLEM paboyeM
COCTOSIHUM nucTa. Hanpumep, ecnu Bbl He
BbINOJSTHSIETE Ha JIUCTE HUKaKWUX AEUCTBUIA, B CTPOKE
COCTOsIHUSI 0OTOBpakaeTcsi coobLyeHne "MoToBo".
Koraa Bbl WenkaeTe NycTyio sUeiiky Ans BBoAa
[aHHbIX, B CTPOKE COCTOSIHUS NMOSIBASIETCS
coobLieHune "Beoa".

Kypc: "OcducHble NporpaMmmbl
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[JoryctM, BaM HY>KHO CBECTU NOMyYEHHblE
yyawmmmucs 6ansbl 3a TECT B 3N1EKTPOHHYIO
Tabnuuy. nsa sToro Heo6xoaAMMO BBECTU MMEHA
yyalumxcsl, Ha3BaHus npeameToB 1 Hannbl
KaXXAoro yyallerocs no KaxaoMmy npeameTy.
3aTeM HY>KHO BbIYUC/IUTb UTOroBble 6annbl C
nomoLbto opmy. Mpu paboTe C 3n1eKTPOHHOM
Tabnuuel Bbl BBOAUTE AaHHbIE B SiUEMKM.
Heo6xoAMMO LIENKHYTb SiYEliKyY, a 3aTeM
BBECTW AaHHble. YTOObI U3MEHWTL AaHHblE B
AYElKe, HYXXHO LIENKHYTb €€ 1 BBECTU HOBbIE
AaHHbIE. HoBble AaHHble aBTOMaTU4eCKun
BBOASATCS NOBEPX CTapblIX.

B 3/1€KTPOHHbIX Tabnmuax MOXHO BBOANTb
AaHHblE TPEeX TUMOB.

e  7ekcrt. TeKCTOBbIM JaHHbIM He
COOTBETCTBYHOT YMC/IOBbIE 3HAYEHMUSI.

e Yycso. Yncna MeroT NOCTOSIHHbIE
UYNCNOBbIE 3HAYEHUS, HaNpUMep
noslyYyeHHble yyalmmmca 6annbl 3a TecT.

o @opmysibl v QyHKLMM. DOpMYNbl N
(YHKUMM — 3TO MaTeMaTU4eCcKue
ypaBHeHus1. Yucnosble 3HaueHus hopmyn
1 YHKLMI aBTOMaTUYECKM OBHOBIISIHOTCS
Npv U3MEHEHUN CBSA3aHHBIX C HUMK
nepeMeHHbIX.

Mpumeyanne:

B 3neKTPOHHbBIX Tabnmuax MOXHO
YrNopsiiounTb BBEAEHHbIE AaHHbIE.
Hanpumep, MOXHO 0TCOpTUPOBaThb
nosyyeHHble yyalmmucs 6annbl 3a TecT B
nopsiake BO3pacTaHusi U yobiBaHus,
4TO6bI OMpEeaenUTL NMAEPOB Knacca.
MOXHO TaKxe 0TCOPTUPOBaTb MMeHa
yyawmxcs no andgasury.

B AaHHOM ynpa)kHeHWmn Bbl HayunTecb BBOAUTb
[aHHble B 3/IEKTPOHHYIO TabnuLy nporpammbl
Excel 2010.

HaxxmuTe KHOMKy, 4Tobbl 3anycTuTb
BUPTYasnbHOE ynpa)KkHeHve. NS BbINOHEHNS
YMPaXXHEHUS CreaynTe NHCTPYKUMSIM.,

Kypc: "OcducHble NporpaMmmbl
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\_
» facazars

Wae 125 (3)

b oTIEeT TROrpmeeY
Excel 2010, hmserre meewy
fhycx, nmasire yrasarem
0 et BCn AparpasL.
wererre Micreselt D)
Office, » 3070 bagure

Miceesalt Encel 2010,

B romeesance.

LWar 1

YTt0o6bI OTKPLITH NporpamMmy Excel 2010, HaxxmuTe kHoMKy Myck, HaBeauTe ykasaTesb Ha NyHKT Bce
nporpamMmbl, LenkHuTe Microsoft Office, a 3aTem BbibepuTe Microsoft Excel 2010.

LWar 2

YTo6bl BBECTM 3ar0/IOBOK B KHUTY, LUENIKHUTE siueliky C1 Afisi ee BblAeNeHUs, 3aTeM HaXXMUTE B 3TOM
ynpaxkHeHuu knasmwy MNMPOBEJT ans aBToMaTMyecKoro BBoAa TEKCTA, @ 3aTEM HAXMUTE KaBuLLy
BBOA.

LWar 3

YT06bl N3MEHWTL AaHHbIE, LWESIKHUTE FILIEVIKY C1 anga ee BblaeneHus, 3aTeM HaXXMUTE B 3TOM
YnpaXXHEHUUN KnaBuLly MPOBEJ1 pns aBTOMaTUYECKOro BBOAA TEKCTA, A 3aTEM HaXMUTE Knasuwy
BBOA.

LWar 4

YT06bl BBECTM A@HHbIE, LWENKHUTE SUelKy Al N1l € BbIAENEHMUS, 3aTEM HAXXMUTE B 3TOM YTNpaXKHEHWUN
knasuwy MPOBEJ1 ans aBTOMaTM4YeCcKoro BBOAa TEKCTA, a 3aTeM HaxMuTe knasuwy BBO/,.

LWar 5

B siuelike A2 HaXMUTe B 3TOM ynpaxxHeHuu knasuwy MPOBE/ ans aBToMaTUYeCKoro BBOAa TEKCTA, a
3aTeM HaxkmuTte knasuwy BBOA.

Lar 6

B siuelike A3 HakMUTe B 3TOM ynpaxxHeHuu knasuwy MPOBE/ ans aBToMaTUYeCKoro BBOAa TEKCTA, a
3aTeM Haxkmute knasuwy BBOA.

LWar 7

YT06bI CKOMMPOBATL COAEPXKMMOE SUENKMU, LENKHUTE siueliky C1 ANsi ee BbIAENEHNS], 3aTEM Ha NIEHTE B
rpynne bycdep o6MeHa HaxmuTe kKHOMKy KonupoBaTb.

War 8
YTo6bl BCTaBUTbL COAEPXMNMOE siueliku C1 B siluelky E3, WenkHuTe sueiiky E3 ans ee BbiaeneHus,

Kypc: "OducHble nporpamMmbl*
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3atem B rpynne Bydep o6MeHa HaxxmuTe kKHOMKy BcTaBuTb 1 3aTeM HaxxmuTe Knasuwy BBOJ.

LWar 9

YTo6bl NEpeMecTUTL COAEPXKMMOE sueliku E3 B siueiiky F3, B rpynne Bydep o6MeHa HaxmnTe
KHOMKY Bbipe3aTb.

LWar 10

LLlenkHuTe siueiiky F3 ans ee BbiaeneHus, 3aTeM B rpynne bydep o6MeHa HaxxMUTe KHOMKY
BcTraBUTb.

LWar 11

YT0o6bl BLIAENUTb AMAMNA30H SYeeK B CTONOLE, LENKHUTE SUeliky Al Ans ee BblAeNeHus, a 3aTeM,
yOepXXuBasi HaXXaTol knasuwy SHIFT, WeNKHUTE S4eliky A3.

War 12

YT0o6bl BbIAENUTb AMAMNA30H SYEEK B CTPOKE, LUENKHUTE Suelky C1 Ans ee BblAENEHNS, a 3aTeM,
yOepXXuBasl HaXXaTol knasuwy SHIFT, WeNKHUTE s4eliky Al.

Lar 13

YTo6bl BCTABUTb HOBYHO CTPOKY, LUEMKHUTE Sueliky B1 Ans ee BblaeneHus, 3aTeM B rpynne Siuerkun
LENKHWUTE CTPenKy BCcTaBUTb, 3aTeM BbibepuTe KOMaHly BCTaBUTb iueHKM.

LWar 14

B amanorosom okHe [lo6aBsieHne siueek LLEeNKHUTE CTPOKY, 3aTeM HaxXxmMute kHornky OK.

LWar 15

YTo6bl BCTABUTb HOBbIN CTONBEL, LLENKHUTE SUeiiky ALl Ans ee BblAENEHMs, 3aTeM B rpynne Auenku
LWenKHUTE CTpenky BcTaBuTb, 3aTeM BbibepuTe KOMaHAy BcTaBuTb suekm.

Lar 16

B ananorosoM okHe [lo6aBneHue aueek LienkHUTe cTonbel, 3aTeM HaxxMuTe KHomky OK.

LWar 17

YT06bl M3MEHUTBL LWIMPUHY cTON6UA D, LWENKHUTE 3arofIoBoK CTonbua D, B rpynne SiYeMKu Haxmute
KHoMKy dopmMar, a 3aTteM B 0bnacTv Pasmep sueikm wenkHute LLinpuHa cton6bua.

Llar 18

YTo6bl YKa3aTb YMCNOBOE 3HAYEHNE WMPUHLI cToNbuUa, B AnanoroBom okHe LLinpuHa crton6bua
HaXXMWUTE B 3TOM ynpa)kHeHumn knasuwwy NMPOBEJT ans aBTOMaTMYECKOro BBOAA TEKCTA, a 3aTeM
HaXxmuTe KHonky OK.

Lar 19

YT06bl M3MEHUTL BbICOTY CTPOKM, LLEIKHUTE 3aro/IoBOK CTPOKM 3, B rpynne SUelKmn HaxXxMUTe KHOMKY
®dopmar, a 3ateM B 0651acTM PasMep sueikm LWenkHuTe BbiCOTa CTPOKM.

Lar 20

YTo6bl yKa3aTb YNCNOBOE 3HAYEHWNE BbICOTbI CTPOKM, B AMANOroBoM OKHe BbiCOTa CTPOKM HaXXMUTE B
3TOM ynpaxHeHun knasuwy NMPOBEJ]1 Ang aBToMaTUYECKOro BBOAA TEKCTA, @ 3aTEM HAXXMUTE KHOMKY
OK.

LWar 21

YTtobbl yaanuTtb ctonbel, LWEKHUTE 3aro/ioBoK cTonbua E, a 3aTeM B rpynne Si4elKun HaxmuTe
KHOMKY YAAQNuThb.

LWar 22

YT06bl OTCOPTUPOBATL AaHHbIE Ha JINCTE, LWENKHUTE s4eiiky B2 Ansi ee BblAENEHUS, 3aTEM B rpynne

Kypc: "OcducHble NporpaMmmbl
71



PepakTupoBaHue HaxxmuTe KHONKy CopTupoBka n puabTp 1 Boibepute CopTMpoBKa OT
MaKCUMaJIbHOr0 K MUHUMaJIbHOMY.

LUar 23

YTobbl NepenMeHoBaTb NUCT, ABaXAbl WeNKHUTE BKIaAKY JIUCTL, 3aTEM HAXMUTE B 3TOM YNPaXKHEHWUM
knasuwy MPOBEJT ans aBTOMaTM4YeCcKkoro BBOAa TEKCTA, a 3aTeM HaxMuTe knasuwy BBO/,.

LUar 24

YT06bl COXpaHUTL KHUTY, NepeianTe Ha Bkaaky dain u Boibepute koMaHay COXPaHUTD KaK.

LWar 25

B amanorosom okHe CoxpaHeHue AoKyMeHTa B nose UMsa daina HaxxmuTe B 3TOM YNpaxKHEHUM
knasuwy NPOBEJT ans aBTOMaTUYECKOro BBOAA MMEHM (aiina, Nocsie Yero HaXMUTE KHOTKY
CoXpaHUTb.

Kypc: "OducHble nporpamMmbl*
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Tema BbinonHeHne MaTeMaTUYECKUX 3aaa4

Ba)kHbIM NPenMyLLECTBOM 3/1EKTPOHHOM
Tabnuubl SIBNSIETCS BO3MOXHOCTb HE TObKO
COXPaHSATb AaHHbIE 1 YNPaBAsTb UMK, HO U
MCNOMb30BaTh UX AN 6bICTPOro M TOYHOro
peLleHus pasnnyHbIX MaTeMaTUYECKUX 3aau.
[ns pelleHns MaTeMaTUYecKux 3aaay
MCMONb3YIOTCS BCTPOEHHbIE (hYHKLMM
nporpaMMbl 06paboTKM 3NEKTPOHHBIX Tabnul,.
®yHKUMS — 3TO onepauus, NpUMeHsieMas K
[aHHbIM B iYeKax C MOMOLLbIO JAOCTYMHbIX
MHCTPYMEHTOB BbluMcneHusi. Hanpumep, nocne
TOro Kak Bbl 3anuiueTe ceMeliHble pacxoabl B
3MEKTPOHHYIO TabmLy, MOXHO MCMOSIb30BaTh
dyHkumio CP3HAY ans BbIMMCNEHNS CpeaHUX
pacxoAoB Ha NPOAYKTbI NUTaHMs. Takke MOXHO
co3faBaTb cOBCTBEHHbIE hOPMYIbl A4St
BbIMO/IHEHWSI MAaTEMATUYECKMX BbIYUCTIEHWIA.

Mpw “cnonb3oBaHuM GopMyn 1 HYHKLMI
MOXXHO JIErKO U3MEHSTb laHHbIE B
BbIUMCIEHMSAIX. ITO OBBACHAETCS TEM, UTO
dopMynbl 1 PyHKUMKM 0BpaLLaloTcs K agpecaM
slyeek, a He K AaHHbIM. Korpaa Bbl n3meHsieTe
[IaHHbIE B iUEliKe, MPUMEHSIEMAs K HeW
hopMyna ocTaeTcsi HEM3MEHHOIA, @ pesynbTaT
ABTOMAaTUYECKN OBHOBNSIETCS.

B laHHOM ynpaXkHEHUM Bbl HayunTECh
BbIMNOJTHSATb OCHOBHbIE MaTeMaTUYECKM 3a4aum
B 3/1eKTPOHHOM Tabnuue nporpamMmbl Excel
2010.

HaxkMuTe KHOMKY, YTObbI 3anyCTtuTb

BUPTYyanbHOE yrnpaxxHeHue. [ns BbINOSHEHNS
YNpaXHeHWs1 cnefyiTe MHCTPYKLMSM.

Kypc: "OducHble nporpamMmbl*
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LWar 1

YT106bI CO3aaTb DOPMYNY ANs BCTABKM YMCEN B AUelky ¢ C3 no C6, WenkHuTe sdeliky C9, 3aTeM Ha
NeHTE LWenKHUTe CTPOKY (hOpMYN 1 HaXXMUTE B 3TOM ynpaxHeHuu knasuwy MPOBEST ans
aBTOMaTMYECKOro BBOAA TEKCTA.

LWar 2

YTo6bl BbIAENUTD SUENKM, KOTOpbIE BYAYT BK/OYEHBI B (hopMyy, LUESIKHUTE siueiiky C3, a 3aTeM,
yAEPXMBas HaXaTol knaeully SHIFT, WenkHUTe sueliky C6 ans ee BblaeneHus.

War 3
YT06bI BIYMCNUTDL CyMMY BblAENEHHbIX SHeeK, HaxMuTe knasuwy BBO/.

Lar 4

YT06bl M3MEHWUTL (DOPMYNY, LIENKHUTE sueiiky C9 Ans ee BblAeNeHws], 3aTeM B CTPOKe ¢ opMys
[ABaX/bl LLENKHUTE sueiiky C6, HAXKMUTE B 3TOM yrpaxxHeHun knaeuwwy MPOBEST ans aBToMaTUYeCcKoro
BBOJA TEKCTA, a 3aTeM HaxxmuTe knasuwy BBOA.

War 5

YT06bl CKOMMPOBATbL hopMysTy U3 Auelkmn B bycdep 0bMeHa, WenKHUTe sueliky C9 ANisi ee BbiAENeHNs,
3aTeM B rpynne Bydep o6MeHa HaxMuTe kHONky KonmpoBaTb.

LWar 6

YTo6bI BCTaBUTL hopmyny u3 6ydepa obMeHa B Apyryio sUelKy, WenkHUTe suelky D9, B rpynne
bydep o6MeHa HaxxmuTe KHOMKY BCTaBUTb, a 3aTeM HaxxmuTe knasuwy BBOA.

LWar 7

YTo6bl NepemecTuth hopmyny u3 siueiikm C9 B C10, wenkHUTe syeiiky C9, 3aTeM B rpynne Bydep
obMeHa HaxmuTe KHOMKy BbipesaTb.

Lar 8

LLlenkHuTe aveiiky C10 ans ee BbiaeneHus, 3ateM B rpynne Bydep o6MeHa HaXXMUTe KHOMKY
BcTaBuTb.

War 9
YTo6bl yaanuTb dopMysy 13 sueitku C10, HaxkmuTe knasuwy DELETE.

LWar 10
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YT10o6bl BCTABUTH PYHKLMIO, KOTOPAs BbIYUCISET CPeAHEE 3HAaYeHNEe AN rPYNMbl SHEeK, Ha NeHTe
BblbepuTe Bkaaky ®opMynbl, 3aTeM B rpynne Bubnuoreka cdbyHkumMiA BoiGepyTe KOMaHay
BcraButb hyHKUMIO.

War 11

B avanorosom okHe MacTtep ¢byHkLMI — war 1 u3 2 B cnncke Boibepute yHKLMIO, LIENKHUTE
CP3HAMY, 3aTeM HaxxmMuTe kHornky OK.

War 12

UT06bl yKa3aTb SI4EWKM U BbIMWUCIIUTL OISt HUX CPEAHEE 3HAYeHWe, B AUanoroBOM OKHe ApryMeHTbI
chyHKUMM B none YnUcnol HaxxmuTe B 3TOM ynpaxkHeHun knasumwy MPOBEJT ana aBToMaTMyeckoro
BBOJA AVana3oHa siveek, a 3aTeM HaxxmuTe KHorky OK.

LWar 13

YT06bl BbIAENWUTD 3HAYEHMS B siluelikax oT E3 go E7, WenkHuTe s4eliky E3 Ans ee BblaeneHus, a 3aTeM,
yOepXuBasi HaxaTol knasuwy SHIFT, WwenkHuTe suenky E7.

Lar 14

YT06bl BCTABUTb 3HAUEHMS B siueiikv oT E3 go E7, B rpynne Bubnunoreka cbyHKUMA LLENKHUTE
CTpenky ABTOCYMMa, a 3aTeM BblibepuTe NyHKT CyMMa.
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Tema BcraBka gvarpamm

Mpeanonoxum, 4to Bam Heobxoanmo
npeacTaBUTb CBOEMY HaYasIbHUKY
€XEMECsIYHbIN OTYET 0 Mpoaaxax. Kpome Toro,
Bbl XOTWTE NOKa3aTb TEHAEHUMIO U3MEHEHWS
NpoAaX, CPaBHMB AaHHbIE O NPOAAXaX 3a
nocnegHue Tpy Mecsua ¢ aHanorMYHbIMM
[laHHbIMM 3a TeKyLmni Mecsil. Bbl co3ganm
31EKTPOHHYIO Tabnmuy € AaHHBIMU O NPOAAXKAX.
Tenepb MOXHO MOCTPOUTL AnarpaMmy
M3MEHEHWS YPOBHS NPOAAX BPYYHYIO, @ MOXHO
co3gaThb ee B nporpaMmme 06paboTku
3MEKTPOHHBIX Tabnuu,. BTopoii cnocob,
HECOMHEHHO, ABnsieTca 6onee 6bICTpbIM U
NPOCTbIM.

MporpamMma 06paboTkM 3NEKTPOHHbLIX Tabnuu,
HanpumMep Excel 2010, no3BonseT npeacTaBUTb
yMcnoBble 3HaYeHns B Buae anarpamm. C
NOMOLLbIO AnarpamMmM MOXHO JIerko nokasaTb
TeHAEHUMN U3MeHeHUs JaHHbIX. Bnarogaps
0oTOb6paXKeHWIo B BUAE AnarpaMMmbl BblpaXXeHHas
ymcnamu H@opmauums ctaHoBuTcs bonee
MOHSTHON. B nporpamme Excel 2010 MOXHO
€o3/1aBaTh AvarpaMMmbl B MOLLAroBOM pexunme ¢
NOMOLLbIO MacTepoB.

MpeanaratoTcs pasnuyHbIe TUMbI AMarpamMm Ha
BbIGOP: KPYroBble, IMHEHYaTbie Unn rpadmkm.
Hanpumep, uTobbl Y3HaTb, CKOSIbKO AEHET
MOTPaYeHO 3a roA Ha pasfinyHble NPOAYKTbI U
TOBapbl AOMaLLHero obvxoaa, MOXHO
NMOCTPOUTL KPYroByto AnarpamMmy. Ha sToi
avarpamme 6yaeT BUAHO, CKOMbKO feHer B
npoLeHTax oT obLLei cyMMbl MOTPaYeHo Ha
NpOAYKTbl MUTaHUS, apEHAY XMWJTbst UM PEMOHT
aBTOMO6UNSA.

B aaHHOM ynpaxHeHuu Bbl nonpobyete
co3aaTtb Avarpammy, f106aBUTb B Hee Nierexay,
NPUMEHUTb 3DDEKT CBEYEHNS U COXPAHUTL
Anarpammy B Buae WwabnoHa.

HaxxmuTte KHOMKY, 4Tobbl 3anyCcTuTb
BUPTYasnbHOe ynpaxkHeHve. N5 BbINOHEHNS
YNpaXKHEHWs CieAyUTe UHCTPYKLMSIM.
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War 1

UTo6bl CO3AaTb AMarpaMMy Ha OCHOBE AaHHbIX, COAepXalLMXxcs B Tabnumue, B 3NeKTPOHHOM Tabnuue
06wumii 6ann BoibepuTe NtOBYIO AUENKY U3 Tabnuubl. B 3TOM ynpaKHeHUn WwenkHuTe syeliky C1,
yTObbI BBIAENUTH €€.

War 2

Ha neHTe oTKpoliTe BKkNaaky BcraBka.

War 3

Ha Bknaake BcraBka B rpynne [ijuarpaMmbl Bbibepute JIMHeHuaTas, 3ateM B 0651actu
JInHeituaTas, BbibepuTe NEPBLIN TUM JIMHENYATON AMAarpaMMbl.

LWar 4
Ha Bknaake KoHCTpykTOp B rpynne [laHHble LWenkH1Te BbibpaTbh AaHHbIe.

LWar 5

YT06bl yaanuTb cronbel, "[1ons OLUEHOK" U3 BEPTUKabHOW OCU AvarpamMmbl, B AManoroBOM OKHE
Bb160p ncTouHMKA AAaHHDbIX B 0611aCT DNeMeHTbl nereHabl (psaabl) BoibepuTe 10N OLEHOK 1
HaXXMWUTE KHONKY YAanuTb, a 3ateM — KHornky OK.

LUar 6

YT06bl U3MEHUTL PACMOIOXKEHME NIEreHAbl B AMarpaMMe, Ha feHTe BblibepuTe Bknaaky Maker, B
rpynne Moanucw wenkHute JlereHaa, a 3ateM Bbibepute koMaHay Jl06aBUTb JiereHay CHU3Y.

LWar 7
YT0o6bl NPUMEHNTB K AMarpaMmme 3pekT CBEYEHMS, Ha NieHTe BbibepuTe BKIaaky dopmMar.

Llar 8

Ha sknagke ®@opmart B rpynne Ctunm cpuryp soibeprte ddpdekTbl pUryp, HaseauTe ykasaTesb Ha
nyHKT CBeueHue, 3ateM B 06nactv BapmaHTbl cBeueHus BbibepuTe acddekT cBeyeHuns. B aTom
ynpa)xHeHWUu BblbepuTe nepBbli 3¢ heKT CBEYEHUs B NepBO CTPOKe.

Lar 9

YT06bl COXpaHUTb AMarpaMMy B KayecTse LWabioHa, Ha fieHTe BbibepuTe Bkaaky KOHCTpyKTOp, a
3aTeM B rpynne Tun BbibepuTe kKoMaHay COXpaHUTb Kak LWa6JIoH.

Lar 10
B ananorosom okHe CoxpaHeHue wWwabsoHa agMarpaMMbl HAXKMUTE B 3TOM YNpPaXXHEHUM KNaBULLY
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MPOBE/T anst aBTOMaTM4eCKoro BBoAa UMeHu daiina, nocie Yero HaXKMuTe KHornky COXpaHMUTb.
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Tema MeyaTb AaHHbIX 3/IEKTPOHHOW TabuLbl

[Jonyctum, Bbl noarotoBunmn anekTpoHHyto Tabnuuy Excel 2010,
cozep>alllyto AaHHble 0 pacxofax, NoHeceHHbIX BamMu 3a onpeaeneHHbIN
nepuoa. Tenepb HY>HO pacrneyaTaTb JOKYMEHTa/IbHYIO KOMUIO AaHHbIX,
4TO6bI Bbl CMOrnIM 06paTUTLCS K HUM, Aaxe He paboTas Ha KoMNbloTepe.

B faHHOW AEMOHCTpaLMM NokasaHo, Kak pacrneyaTaTb JaHHble
3NEKTPOHHOW TabnuLbl.

HaxMuTe KHOMKY, 4To6bl 3aMyCTUTb AEMOHCTPaLMIO.

2 . [y ot - ot e

YTto6bl pacneyaTtaTb AaHHbIE 31IEKTPOHHOM B o o oo o
Tabnuubl, HeobxoanMMo ybeanTbesl, YTo SR T~
aiin Excel, conepxaluuii 5T1 AaHHbIe, 2 e vl :
OTKPbIT. e : s
MNepea neyaTbto AaHHbIX MOXET | — ’
notpe6oBaTbCs HacTpolika psiaa
napaMeTpoB. 3TN NapaMeTpbl HaXoAATCA
Ha Bkiagke "MevaTb".

Hanpumep, MOXeT 6bITb Hy)XXHa pacneyaTka
[laHHbIX aKTUBHOIO JINCTa WU BCEW KHUTH.

Kpome Toro, MoryT notpe6oBaTbCst N1LLb 0
YaCTUYHO pacrevaTaHHble JaHHble
AKTUBHOIO /INCTa. =%

forces WAl 00w (- +

WHoraa 6biBaeT Heo6X0AMMO YKazaTb B
onpefeneHHble HOMepa CTPaHML, KOTopble -
TpebyeTcs HaneyaTaTb.

EC/M HY)XXHbI HECKO/NBKO KOMWI, MOXHO
3a4aTb NOCnef0BaTENbHOCTb NevaTu
CTpaHuL,.

ECTb Takxke BO3MOXHOCTb BblbpaTh
OpWEHTALMIO pacrieyaTaHHOW CTpaHULb.
lMpu BLIGOPE NOPTPETHOW OpUEHTaLIMK
AaHHblE pacneYyaTbiBatoTCA BAOb AHMHHOVI
CTOpOHbI CTpaHuLbl. Mpu Bbi6ope
anbboMHOV OpUEHTaLMN AaHHble
pacneyaTbiBaloTCs BAOSb Y3KOW CTOPOHBI
CTpaHuupbl.

Mo ymonyanwio BblibpaH pa3mep 6ymaru
Letter. OaHAKO €ro MOXHO U3MEHUTDL B
COOTBETCTBMM CO CBOVMMMU
npeanoYTEHNUsIMU.

Wcxoas n3 BbibpaHHOro pasmepa bymary,
MOXHO U3MEHSATb MONS.

pEBeevanswn
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ECTb TakXke BO3MOXHOCTb BblGpaTh
MaclwTab pacrneyaTku Tak, YTobbl OHa
yMeLlanacb Ha cTpaHuue. Mo yMonyaHuio
Ha pacneyaTke nokasaH hakTUYecKuii
pa3Mep AaHHbIX.

OTperynvpoBaB HaCTPOKK, MOXHO
yKasaTb YMC/IO KOMWii neyaTaemoro daiina
1 NPUCTYNUTb K NevaTy.

B paMkax 3Toii AeMOHCTpauUmMu pacreyaTka
oTnpasnseTcsa B Microsoft OneNote 2010.

M3 aHHOW IEMOHCTpaLMK Bbl y3Hanu, Kak
pacneyaTtaTb AaHHbIE 371EKTPOHHOM
Tabnmupl.

[ins BbINOMHEHMS 3TOW Npoueaypbl
BbINOMHUTE CEAytoLmMe AecTBUS.

1. LWenkHuTe BKNaaky dain un
HaXXMUTe KHOMKY OTKPbITb.

2. B avanorosoM okHe OTKpbITHE
AOKYMeHTa B 0bnactu "bubnunoreka
[OKYMEHTOB" LUESIKHUTE HYXXHbIV
aiin, a 3aTem BbibepuTe OTKPbITD.

3. LlenkHuTe Ha neHTe BKIaaky dain,
a 3aTeM wwenkHuTe MeyaTs.

4. B none CrpaHvubl BBeauTe 3, a
3aTeM BBeauTe 8 B none —.

5. B none Konuu o6nactu Nevartb

BBEAUTE 3, a 3aTEM LLESIKHUTE
MevaTb.
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Tema Co3paHue aneKTpoHHOW Tabnuupl B HTepHETE

[loKyMeHTbI B IHTEpHETE MOBbILLAIOT NPOU3BOAMUTENIBHOCTb, TaK Kak
obneryatoT COBMeCTHYyt0 paboTy 13 ntoboro mecta. Hanpumep, ecnu
TpebyeTcs co3aaTh M OpraHM30BaTh AaHHbIE B 3IEKTPOHHOW Tabnuue, a
3aTeM nopaboTaTb BMeECTE C YieHaMn KOMaHabl Mo VIHTEpHeTY, HYXHO
6yneT co3patb 3NeKTPOHHYI0 Tabnuuy, a 3aTeM COXPaHUTL ee B
BUPTYanbHOM XpaHunuuie (Hanpumep, Windows Live SkyDrive).

B naHHOWM AeMOHCTpaLmmn Bbl y3HaeTe, Kak Co3AaTh 3/IEKTPOHHYIO Tabnuuy

B UHTepHeTe.

HaxxMuTe KHOMKYy, YTO6bI 3anyCTuTb AEMOHCTpaUUIO.

YTto6bl CO3AaTH MEKTPOHHYIO Tabnuuy B
WHTepHeTe, HEO6X0AMMO CHaYana BOMTU B
cnyx6y Windows Live C NOMOLLbIO YYETHbIX
AaHHbIX Windows Live nnu Hotmail.

3aTeM Heobx0aMMO BbibpaTb BE6G-Npunoxexue,
C MOMOLLbIO KOTOPOro 6yaeT co3naBaTbCst
Tabnuua.

Mpexae YeM HayaTb paboTy C Tabnumuel,
HeobX0AMMO MPUCBOUTL € UMSI M COXPaHWUTb
ee.

Mocne 3Toro B Hee MOXHO BBECTU AaHHbIE U
BbIbpaTb opMaT Aueek.

3aBepLnB paboTy, MOXXHO 3aKpbITb (ali.

O6paTnTe BHUMaHue, YTo Balwa Tabnuua
oTobpaxkaeTcs Kak kHura Excel. Ecnm Bbl
XOTWTE, YTOBbl YUYaCTHVKM Baluei rpynnb
NPUHANK yyacTue B paboTe Haf AOKYMEHTOM,
MOXXHO MPEeAoOCTaBUTb UM COBMECTHbINM AOCTYN K
HeMmy.

M3 aaHHOWM AeMOHCTpaumnmy Bbl y3Hanu, Kak
€034aTb 3/1IEKTPOHHYIO Tabnuuy B MHTepHeTe.

[N BbINOMHEHWS 3TOW NpoLeaypbl BbIMNOHUTE
cneayiowme AencTeus.

1. Ha ctpanuue Hotmail B none Windows
Live ID BBeagute
andrey.gladkikhl@hotmail.com.

2. B none Maponb BBeanTe Pa$$wOrd u
HaXkMuTe KHOMKY Bxopn.

3. LWenkHute SkyDrive, a 3aTeM LUENKHUTE
Co3paTtb KHMUry Excel.

4. Ha ctpaHuue HoBasi kHura Microsoft

G [ s oo ecom s O+ @ Mot GX | £7 taca
= Hotmail BXOZ
3 e TA C IACKTPONMOR NONT
s s b
™
e Perucipauma
[radegedutip Vot
| peju F
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Excel B none UMsa seeaute Toprosbie
U3AEPMKUN U HKMUTE KHOMKY
CoxpaHuTb.

B nycToli 3neKTpoHHOIN Tabnuue
LIeNKHUTE syeliky B2, a 3aTeM BBeAMTE
cnoso Hepens.

Bbibepute anManasoH sueek B2: F2 un
wenkHuTe Mony)XKMpHbINA.

HaxxmuTe KHOMKY 3aKpbITb.

Ha cTpaHvue [JOKyMeHTbl HaBeauTe
ykaszaTesib Ha A0KyMeHT Toprosbie
U3AEPIKKMN.
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[Jnst KXo Napbl YTBEPXKAEHWIA YKaXWTe, KaKoe YTBEPXKAEHWE SBMSIETCS UCTUHHBIM, MOMECTUB MOMETKY
B ctonbel cnpaga.

1

YTBepxaeHue

B suelike MOXXHO coxpaHWTb TEKCT, Yncna uim hopMyJibl.

B suelike HE/Ib3S coxpaHWTb TEKCT, Ynicna uim hopMyIibl.

[Ans 0603HaueHus ctonbua Ha nmcTe ucnonb3yetcs BYKBA.

[Ansa obo3HaueHus ctonbua Ha nucte ucnonbsyetca YACNO.

[vnana3oH ayeek MOXXET 3aHMMaTb HECKOMBbKO CTPOK.

[nana3oH syeek HE MOXET 3aHMMaTh HECKOMBbKO CTPOK.

YKA3ATE/Ib siueiikn 0603HaYaeT akTUBHYIO SYENKY.

3HAYEHUE siueitkm 0603HaYaeT aKTUBHYIO SUENKY.

KHuura HE MOXXET cocTosiTb U3 NNCTOB.

KHura MOXET cocTosiTb U3 HECKONTIbKUX JIUCTOB.

KHUTA — 370 ¢haiin, co3gaHHbIN B nporpamMme Excel 2010.

JINCT — 370 haiin, co3aaHHbIv B NporpaMme Excel 2010.

OpHoBpeMeHHO MoryT bbiTb akTMBHbI HECKOJIBKO siueek.

OaHOBpeMeHHO MOXET 6biTb akTvBHa TOJIbKO OHA suelika.

ALlpec siuelikun yKasblBaeT TOYHOE pacrosioXXeHne SAYENKW.

Anpec a4elnkn yKasbiBaeT TOYHOE pacnonoxeHne CTPOKW.

Y 3aronoska ECTb npukpenneHHoe YnMcioBoe 3HaveHue.

Y 3aronoska HET npuKpenneHHOro YNCI0BOro 3HauYeHUs.

OTBer
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MpumMeyaHue. OTBETHI NMOKA3aHbl Ha CieayoLLEN CTpaHuLE.
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YTBepxxaeHme

B aueitke MOXXHO coxpaHuTb TEKCT, Yncia unm opMy bl.

B suelike HE/Ib34 coxpaHWTb TEKCT, Ynicna unm hopmyIbl.

[ns o6o3HaueHns ctonbua Ha nucte ncnonbsyetcs BYKBA.

[ns obo3HaueHuns ctonbua Ha nncte ncnonbsyetcs YACNO.

[nana3oH ssueek MOXKET 3aHMMaTb HECKOJSIbKO CTPOK.

[vnana3oH aueek HE MOXXET 3aHMMaTb HECKOMBbKO CTPOK.

YKA3ATE/Ib siueitikn 0603HaYaeT akTUBHYIO SUENKY.

3HAYEHWE siueitkm 0603HaYaeT aKTUBHYIO SUENKY.

KHura HE MOXET cocTosiTb U3 NUCTOB.

KHura MOXET cocTosiTb U3 HECKOJTbKUX JIUCTOB.

KHUIA — 370 cbaiin, co3paHHbli B nporpamme Excel 2010.

JIUCT — 370 haiin, cosgaHHbIi B nporpamme Excel 2010.

OpHoBpeMeHHO MOoryT 6biTb akTMBHBI HECKOJIbKO siyeek.

OnHoBpPeMEHHO MOXET bbITb akTuBHa TOJIbKO OZHA syelika.

ALpec siUeliku yKa3blBAeT TOYHOE PacrosioXXeHne SAYENKN.

Appec siueiiku ykasblBaeT TouHoe pacrnonoxeHue CTPOKW.

Y 3aronoska ECTb npuvkpenneHHoe YUCI0BOE 3HaYEHME.

Y 3aronoska HET npuKpenneHHOro YNCI0BOro 3HaYeHUs.

OTBeT

SX XS S X XS XS XS X

SX XS

Kypc: "OducHble nporpamMmbl*
85



O6wme cBeaeHmn O nNporpaMmMmax

npeseHTauum

Coaep)xmMoe 3aHATUA

O6Lwme cBeaeHWs 0 NMporpaMMax npeseHTauun
0630p NporpamMMbl Npe3eHTauum

Co3paaHvie NpeseHTauum

BcTaBka puCyHKOB U (haiinoB MynbTUMeana
MeyaTb Npe3eHTaLum

Co3paHue npeseHTauumn B HTepHeTe

CamonpoBepka

Kypc: "OducHble nporpamMmbl™
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O6Lupme cBeAeHMS O NMporpaMMax rpeseHTaumi
BBoaHasi yacTb ypoka

MporpaMMa npeseHTauumit No3BosseT HbICTPO CO34aBaTb

apdeKTHble Npe3eHTaumm, BKIYAOLWME pasnyHbie TUMbI

OaHHbIX, HanpuUMep TEeKCT, PUCYHKM, AnarpaMMbl 1 Buaeo0. MoXxHo

€03AaTb NeYaTHbIE KOMMUM BbIGPAHHbIX YacTel Npe3eHTaumm 1

pa3gatb UX ClyLaTensiM BO BpeMS BbICTYMNIEHUS.

Mpeanonoxum, BaMm Heo6xoaMMO co3aaTh rOAOBOM OTHET O
NpOun3BOAMTENBHOCTU KOMNaHWW. B HeM Bbl AO/MKHbI HAarnsiAHoO

NpeaCTaBUTb BCe AaHHbIE, XapakTepuaytowme npubbinb, 06bem Micosafs

npoaax, aCCOPTUMEHT NPOAYKLMM U HOBbIE MPOEKTHI 3TON 1 2010
KOMMaHuu. Mpe3eHTaumio Noao6HOro TMNa MoOXHO 6bICTPO U PowerPOI nt 2010

NpOCTO NOArOTOBWTbL C MOMOLLLIO MPOrpamMMbl NMpe3eHTaLui,
Hanpumep PowerPoint 2010.

B 3TOM ypoke Bbl y3HaeTe 06 OCHOBHbIX 3/1leMEHTax NporpamMMmbl
Npe3eHTaLmil U HayuMTeCh CO3AaBaThb NPe3eHTaUmn 1 A06aBNIATL
B HUX PUCYHKM U daiinbl MynsTUMeaua. Bbl Takoke No3HaKOMUTECh
C NapaMeTpaMm neyaT NpeseHTaumni B pasimyHbIx opMaTtax u
€O34aaMTe HOBYIO NMpe3eHTaumio B NIHTepHeTE.

o okoHYaHuK 3TOro ypoka Bbl cMoxeTe:
e [aBaTb ONWCaHWE 37IEMEHTOB NPOrpaMMbl Npe3eHTaLuif;
e  CO3/aBaTb MNpe3eHTaLmio;
e  BCTaBMSTb B NPE3EHTaLMIO PUCYHKM U dalnbl MynbTUMEOMa;

e 1CMOMb30BaThb NMapaMeTpbl NeYaTy, AOCTYMHbIe B MporpaMMe
npeseHTauui;

e CO37aBaTb HOBYIO MPE3EHTAUMIO B IHTEpHETE.
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0630p NporpaMmbl Npe3eHTaLui

lMporpaMMbl Npe3eHTauui UCNONb3YIOTCS N1 HarNsSAHOro NpeACTaBeHus
o6cy>xaaembix TeM. MNpeseHTaummn MOryT UCNOb30BaThCs B 0ducax npu
06Cy>XaeHUM fenoBbIX BOMPOCOB, @ B LUKOMAX — B y4eOHbIX Liensx. YTobbl
MCMONb30BaTb NPOrpaMMy npe3eHTauuii, MHoraa HeObX0AMMO NPUMEHSITb
NpoeKTop, YTO6bI Npe3eHTauus 6bina BceM BUAHA.

B faHHOV AeMOHCTpaumm Bbl HayunTeCh BbINOHATL OCHOBHbIE (DYHKLMM B
nporpamMmme npeseHTauuii.

HaxxMuTe KHOMKY, 4TO6bl 3aMyCTUTb AEMOHCTPaLMIO.

PowerPoint 2010 — 3T0 nporpamMma
npe3eHTaLUuii, B KOTOPOW MOXHO CO371aBaTh

3 deKTUBHbIE N BU3YanbHO NpUBMEKaTe/bHble
npeseHTauum.

C dyHkumsiMn PowerPoint 2010 MOXHO
03HaKOMUTbCS, NepemeLLasch Nno
COAEPXXMMOMY OTKPbITON NPe3eHTaLum.

CTpyKTypy TeKCTa Ha craige MOXHO
NpPOCMOTPETL B PEXXUME CTPYKTYPbI.

LLlenkHyB Bknagky "Craigpl", MOXXHO TakoKe
NPOCMOTPETL MUHUATIOPHbIE CNaiabl, KOTOpbIE
Ha3blBaloTCs 3CkM3amu. B npaBoii o6nactu
3KpaHa OTobpaXkaeTcs TeKYLMI cnaina B
KpynHoM macwTabe. Yutute, 4to obnactb
3aMETOK HAaXOAWTCS B HYDKHEN YaCTyW 3KpaHa.

B 3TOW 06/1aCTN MOXHO A06aBNATL TEKCT,
KOTOPbIV MOXET NoTpe6oBaTbCs BO BPEMS
npeseHTauum.

B pexkmme "CTpaHuLbl 3aMeToK" craiiabl
MOKa3blBAOTCA BMECTE C OTHOCALLMMUCS K HUM
3aMeTKaMm.

YT06bl NPOCMOTPETL BeCh HAbop CnaiiaoB 0auH
3a ApYrvM B MOSTHO3KPAHHOM pexumMe,
BOCMOSIb3YWTECh NMapaMeTpoM "Moka3
cnainpoBs". Bo BpeMs nokasa cnaiaoB
coaepxummoe 061acTv 3aMeToK He
oTobpaxkaeTcs.

Kpome Toro, B PowerPoint 2010 MOXHO
3a/laBaTb aBTOMaTMYECKYIO0 CMEHY CraliaoB.
[ins Bo3BpaTa K 06bIYHOMY BUAY BO BPEMS
MoKasa Hy>HO HaXkaTb KnaBuly ESC.

Mo 3aBepLUEHNM NPE3EHTALIMN MOXXHO pasaaTth
ee Konuw. Ytobbl pacneyaTtaTb Craiifbl, MOXHO
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BOCMO/Ib30BaTLCs NapamMeTpoM "Obpasel,
Bblga4". DTOT NapaMeTp CIyXUT Takxke ans
yKa3aHusi YMca CNaiaoB Ha KaXxaol cTpaHuue
M MakeTa.

3aBeplwuB paboTy C Npe3eHTaLMeN, ee MOXKHO
3aKpbITb.

B PowerPoint 2010 TpebyeTcs noaTBEP)XAaTb
MU3MEHEHWs!, BHECEHHbIE B Mpe3eHTauMIo.

B oaHHOWM AeMOHCTpauum Bbl Hayunnmch
BbIMOJIHATb OCHOBHbIE (DYHKLMW B MporpaMme
npe3eHTauun.

[Insi BbINOMHEHUS 3TOi NPOLEAYPbl BbINOMHUTE
cnepyowme aencTaus.

1. YT06bl OTKPLITE POwerPoint 2010,
HaxkmuTe KHonky Myck, HaBeauTe
Kypcop Ha Bce nporpamMmMbi, LesKHUTE
Microsoft Office, a 3aTeM BbibepuTe
Microsoft Office PowerPoint 2010.

2. YT06bl OTKPbITb CYLLECTBYOLLYIO
npe3eHTauuto, WWENKHUTE BKNaaKy
®aiin, a 3aTeM LWenkHuTe OTKPbITH.

3. B ananoroBom okHe OTKpbITHE
AOKyMeHTa B obnactu Bubnuoreka
AOKYMEHTOB LUE/IKHUTE
Fabrikam.pptx,, a 3aTeM wenkHuTe
OTKpbITD.

4. YTtobbl NOCMOTPETb CTPYKTYPY Cnaipaa, Ha
NIEBOW NMaHeNIM OTKPOMTE BKNAAKY
CTpykTypa.

5. YT06bl NOCMOTPETH 3CKM3bI CNANA0B, Ha
NeBOW NaHenn OTKPOMTe BKNAAKY
Cnaigabl.

6. YT06bl 4O6ABUTL 3aMETKM K Cranay,
LLEeNKHUTE B 06/1aCTN 3aMETOK, a 3aTeM
BBeaute Mecto gna aobaBneHus
3aMeToK.

7. YT06bI NPOCMOTPETL Crala BMecTe ¢
0671acTbio 3aMETOK, LWENKHUTE BKNAAKY
Bua, a 3atem B rpynne Pexxumbl
NPOCMOTpa Npe3eHTaLMm LeNKHATE
CTpaHMLbl 3aMETOK.

8. YTO6bl NPOCMOTPETH Claiiabl
nocneaoBaTeslbHO B MO/IHO3KPAHHOM
pexuMe, Ha MaHesnn 3aAau LESIKHUTe
Mokas cnaiigos.

9. [ina nepemelueHuns K creayiowemy
Crainay B nNokase LWeKHATE KPaH.

10. YT06bl ONpeaenuTb BHELHWI BUA
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11.

12.

pasaaToYHbIX MaTepuanos, B rpynne
PeXxuMbl 06pa3LioB LIeNKHUTE
O6pasel Bbipau.

YT0o6bI 3aKpbITb NPe3eHTaLMIo, HaXMUTE
KHOMKY 3aKpbIThb.

Y106bl COXPaHWTL U3MEHEHUS,
CAenaHHble B Npe3eHTaumm, B OKHE
coobuieHunst Microsoft Office PowerPoint
wenkHmte COXpaHUTb.

Kypc: "OducHble nporpamMmbl*
90



Tema Co3pgaHue npeseHTaunm

Mpe3eHTaumnM UCMoNb3yOTCs ANS NPUBNEYEHUS
BHUMaHusa ayautopuu. MNpeseHTaunm ocobeHHO
BaXXHbl Ha [1€/10BbIX COBELLAHMSX, @ TakXe B
y4ebHOM npouecce B WKOMAX U YHUBEPCUTETAX.
Ytobbl caenaTth Npe3eHTaumio bonee
MHTEPECHOW, MOXHO 06aBUTb
opMaTUPOBaHHbIN TEKCT U U306pAXKEHNS.
Yro6b!l caenath npeseHTaumio 6onee
anBﬂEKaTeﬂbHOVI, MO>XHO MUCNOJ1Ib30BaTb
aHMMaumio 1 addeKTbl NepexosoB.

B 3TOM ynpaxHeHun Bbl co3gaauTe
npe3eHTaumio C NOMOLLLIO MPUNOXEHUS
PowerPoint 2010.

HaxxmuTte KHOMKY, 4Tobbl 3anyCcTuTb
BUPTYasibHOE yrpa)kHeHne. 1 BbINOSHEHNS
YNpaXKHeHWs CieAyTe UHCTPYKLMSIM.
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YT06bl BCTaBUTb TEKCT B 3aM0SIHATENb 3ar0/IOBKa, LWENKHUTE 3anoSIHUTENb 3arofioBKa Ha crainae, a
3aTeM HaXMUTE B 3TOM ynpaxHeHuy knasuwy NMPOBEJT ans aBToMaTMyeckoro BBOAa 3arosioBka.
War 2

YTo6bl f06aBUTL BTOPOW Cralid, Ha neHTe B rpynne Cnaiabl wenkHuTe cTpenky Co3aaTtb cnaupa, a
3aTeM B o6nactn Tema Office BbibepuTe TONBKO 3aro/1I0BOK.

"
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LWar 3

YTtob6bl NPUMEHNTB K Cnaiay TeMy, BbibepuTe Bknaaky [iusainH, a 3ateM B rpynne TeMbl Bbibepute
TeMmy Anexc.

LWar 4

YT06bl BBECTU 3arofI0BOK A/l BTOPOrO Crlaiiaa, WenKHUTE 3amnofiHUTENb 3arofioBka, a 3aTeEM HaXMUTe
B 3TOM ynpaxkHeHumn knasuwy MNMPOBEJT Ans aBTOMaTMYeCKOro BBOAA 3aro/ioBKa.

LWar 5

UTo6bl A06aBUTL B NMpe3eHTaLMIo TPETUI cnaig, oTKpoiTe Bknaaky FnaBHas, B rpynne Cnaiigbl
wenkHuTe cTpenky CosaaTh cnaia, a 3aTteM Bbibepute 3arosioBoK U 06beKT.

Lar 6

YTo6bl BBECTM 3ar0NOBOK AN TPETLErO CNaiaa, WenKHUTE 3arofHUTESb 3arofoBka Ha TPETLEM
cnaige, a 3aTeM Ha)XKMUTe B 3TOM ynpaxkHeHun knaeuwy MPOBEJT ansi aBTOMaTMUYecKoro BBoAa
3aronoBkKa.

LWar 7

UT06bl BCTaBUTL TEKCT B TPETUIA Craiia, LWeKHUTE 3amnofiHUTENb TEKCTa, @ 3aTEM HaXMUTE B 3TOM
ynpaxxHeHun knasuwy NMPOBEJ] ans aBToMaTUYeCKOro BBoAa TeKCTa.

Lar 8

Y1o6bl #062BUTDL eLle 0AMH dNEMEHT MapKMPOBAHHOMO CrMCKa B 3aM0/THUTENb TEKCTA, B KOHLE NepBoro
MapKUPOBAHHOMO CrMCKa HaxkMuTe knasuwy BBO/, a 3aTeM HaXXMUTE B 3TOM YNpaXKHEHUW KnaBuwy
MPOBEJT ans aBTOMaTM4Y4ECKOro BBOAA TEKCTA.

LWar 9

YTo6bl 3aMEHWUTL MapKMPOBaHHBIV CMUCOK HA HYMEPOBaHHbIN, LENKHUTE Hayano NepBoro crioBa
MapKMPOBAHHOIO CMKCKa, a 3aTeM, YAEPXUBasi HaXaTol knaeuwwy SHIFT, WeNKHUTE KOHeL, BTOPOro
CNoBa MapKMpOBaHHOIO CMCKa.

Lar 10

YT06bl M3MEHWUTH MAPKMPOBAHHLIN CMMCOK Ha HYMEpOBaHHbI, B rpynne A63aL, HaXMUTe KHOMKY
Hymepauus.

LWar 11

YT06bl MI3MEHUTL 3ar0/I0OBOK TPETLErO Claiaa, WeNKHWTE B Hayae 3arofioBKa, a 3aTeM, yaepXusas
HaXkaTol knaeuily SHIFT, WENKHATE B KOHLIE 3arosioBKa.

LWar 12

YTO6bI 3aMEHWUTb TEKCT, HAaXMUTE knaBuwy DELETE, a 3aTeM HaXMWUTE B 3TOM YNPaXXHEHUM KNaBuLly
MPOBEJ1 ans aBTOMaTMYECKOro BBOAA TEKCTa.

LWar 13

YT06bI M3MEHUTL pa3Mep TeKCTa 3arofioBKa, LEeNKHUTE B Ha4asne nepsBoro C10Ba, a 3aTeM, yaepXxuBas
Ha)kaTon KnaBuwy SHIFT, WeKHUTE B KOHLE TEKCTa 3aro/oBka.

LWar 14

B rpynne WpundT HaxxmuTte cTpenky Pasmep wpudTa, 3atem BbibepuTe 40.

LWar 15

YT06bl NPUMEHUTB K TPETLEMY Criaiiay addekT nepexoaa, Bbibepute Bkiaaky Mepexoabl.

Lar 16
B rpynne Mepexopa K 3ToMy cnaigy Bbibepute addekT nepexona BeiuBeTaHue.
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LWar 17

YTo6bl NOCMOTPETL 3ddeKT nepexoaa, oTkpoiite Bkiaaky Mokas cnailpos., a 3aTeM B rpynne
HauaTtb nokas cnaiigos wenkHute C Havana.

Llar 18

YTo6bl NPOCMOTPETL BCE Cralidbl, BbiGepuTe nociegoBatenbHo cnanasl SAHUMATEJIbHO O
KOMMNbIOTEPAX, OcHOBHble cCBeieHUs1 0 KoMnbloTepax 1 KomnbroTepHoe o6opypoBaHue.

Lar 19

YTOo6bI 3aBEPLLNTL NOKA3 CAA0B, LENKHUTE 3KpaH.

Llar 20

YT06bl COXpaHWUTb MPE3eHTaLM0, HAa NaHesIn 6bICTPOro AOCTyNa HaXkMuTe KHOMKYy COXpaHUTbD.
LWar 21

B ananorosom okHe CoxpaHeHue AOKYMEHTa HaXkMuTe KHOMKy COXpaHUTb.

LWar 22
YT06bl 3aKpbITh MPE3eHTALMI0, HAXXMUTE KHOMKY 3aKpbIThb.
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Tema BcTaBka p1cyHKOB U1 (haiinoB MynbTUMeana

Mpe3eHTaums, CoAepKallas TOMbKO TEKCT, HEMHTEPECHA U CKyYHa. YTo6bI
caenaTb npe3eHTauuto 6onee NHTEPECHOM, MOXHO A06aBUTb Ha Caiabl
pasfiMyHbIE PUCYHKM, AMArpaMMbl ¥ KAPTUHKW.

B 370l AeMOHCTpauum Bobl y3HaeTe, kak A06aBsiTb B NPe3eHTaLuo
PUCYHKM U halnbl MynbTUMeana.

HaxkMuTe KHOMKYy, YTObbI 3anyCTuTb AEMOHCTpaLUUIO.

3 v bt £y A a8 0 OTaa T (AR OR ~ MAr010 PCmerPot B

Ytobbl caenatb MPE3EHTALMIO BU3YaslbHO
MPUWB/EKaTENbHOMN, MOXXHO HapMUCOBaTb =
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HanpuMep 3Be3Abl U CTPESIKU. -
YTo6bl HAPUCOBaTb NPSIMOYFOMbHUK, -
LESTKHUTE HY)KHOE MECTO Ha criaiae, a :
3aTeM nepeMeLLaiiTe ykasaTesb Nno =
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Frccamune Trasiupceanse

3KpaHy, Moka NpsIMOYToIbHUK He ‘ 5
3
[OCTUIHET Hy>XHOro Bam pa3mepa. =

JaMeTrn K Casilay

Ytobbl caenaTh Npe3eHTaumio bonee
WNHTEPECHOW, MOXXHO 106aBMTb Ha Cnanabl
pasnnyHble PUCYHKM, COOTBETCTBYIOLLME Cortut 134 | Tow | oo BEm e o
TeMe JoKNaaa. B D 0] -
[ns 3pdekTMBHOro npeacTaBneHns

YMCNOBBIX AAHHBIX MOXHO Takxe

MCNonb30BaTh Tabnuupl.

B Tabnuuax nHdopmaums otobpaxkaeTcs B
YNopsiA0YEHHOM U MOHATHOM BUZE.

HeobxoanMoe KonnyecTso cTonbLuos u
CTPOK MOXXHO 3aaTb B AMASIOTOBOM OKHE
"BcTaBka Tabnumupl".

MepBasi cTpoka Tabnmubl 06bIMHO
MCNONb3yeTCs AN 3aro/loBKOB CTON6LOB,
a neBblIi cTonbewl — Ans 3arofioBKOB
CTpok. YTo6bl BBECTU AaHHblE B Tabnuuy,
MPOCTO LWENKHUATE HYXXHYIO SYeiiKy 1
BBEAUTE TeKCT. MNepemellaTtb Kypcop oT
O[IHOV SIYeiiKu K APpYroi MOXHO C
MoMOLLbIO Knasuwwn TAB.

Ecnu Bbl xoTuTE NnpoaHanvsnposaTtb U
CPaBHWUTb YUC/IOBbIE AaHHbIE B

Kypc: "OducHble nporpamMmbl*
94



npeseHTaumn, 4o6aBbTe Ha Clanapl
AMarpamMs..

[JuarpaMMbl NO3BOSSAIOT BLISBUTL B
JaHHbIX CYLLECTBYIOLLME TEHAEHLINM,
HanpyMep pocT Npoaax.

B AnManorosoM okHe "BcTaBka Avarpammbl”
MOXXHO Bbl6paThb pas3nnyHble TUMbI
Anarpamm, Takue Kak rpaduk,
NWHeYaTas UK ¢ rpynnupoBkoii. B
NIeBOW YacT1 AManoroBoro okHa
nepeyncneHbl TUMbl AnarpammM, a B Npason
oTobpaxkatoTcs NpuMepbl BbIGpaHHOMO
Tvna.

MNpuv BCTaBKe B Npe3eHTaumio Toro unm
MHOro TUNa AvarpamMbl OTKPLIBAETCH
nnct Excel 2010 ¢ cOOTBETCTBYIOWMMUN
OaHHBIMU. MOXHO U3MEHUTb Avarpammy
NyTEM U3MEHEHUS COOTBETCTBYIOLLMX
3Ha4eHui Ha nucre. Mo Mepe BBoAa
AaHHbIX PowerPoint 2010 aBTOMaTU4eCKU
obHoBNAET Anarpammy.

[na wnnioctpaumn naen Unu NoHATUS B
npe3eHTaunto MOXXHO nobasutb KapTUHKWK.

B kaTeroputo KapTUHOK BKJTHOUEHBI
WIIOCTPALMK, DUNbMbI, 3BYKU U
doTtorpacum. Ytobbl HaiiTh
OrnpeAeseHHYI0 KapTUHKY, HYyXKHO BBECTU
KJTIOYEBOE C/TI0BO, KOTOPOE €€ OMUCHIBAET.
PowerPoint 2010 HalAeT M NOKaXeT Bce
KapTWUHKKM, COOTBETCTBYIOLLME BBEAEHHOMY
Cnosy.

B 3To0ii AeMOHCTpaLmMm Bbl y3Hanu, kak
[06aBNATL B NPE3EHTALMIO PUCYHKU U
aiinbl MynsTUMeaVa.

[ins BbINOMHEHWS 3TOW NpoLueaypbl
BbIMOSTHUTE CrieflytoLumne AenCTBuSI.

1. Yr06bl HapucoBaTb urypy B
npeseHTaumnn, BbibepuTe HYXXHbIN
cnaig, Ha Bkiagke BcraBka B
rpynne UnnrocTpaumm Haxmmre
KHOMKy ®Urypbl, a 3aTeM Bbibepute
MpAMOYronbHUK B pasaene
MocnegHue UCNONb30BaHHbIE
curypol.

2. YT0obbl HAPMCOBaTb Ha Cranae
NPSIMOYrOJIbHUK, B HY)XKHOM MecTe
nepeTackuBaiiTe ykasaTesb B BUae
nepeKkpecTysi BHM3 M BMPaBo, Noka
He Nosy4nTe NPSMOYroNbHUK
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10.

11.

12.

13.

HY>KHOrO pa3mepa.

YT10ob6b! BCTAaBUTbL PUCYHOK B
npeseHTaumio, Ha Bknaake BcraBka
B rpynne U3o6paxxeHuns LenkHuTe
PucyHok.

B avanorosom okHe BcTtaBka
pucyHka B obnactn bubnuoreka
n306paxkeHuni BbIGepuTe UM
rpacduueckoro daina, a 3atem
HaXxMuTe KHOMNKy BcTtaBuUTb.

Y1o6bl BCTABUTL Tabnunuy B
Npe3eHTaLuio, BbIGEPUTE HYXXHBbIV
cnawa.

Y106bl BCTAaBUTb Tabnuuy, Ha
BKkIaake BcraBka B rpynne
Tabnunubl HAXXMUTE KHOMKY
Ta6nuua v BbibepuTe KOMaHay
BcTtaBuTb Tabnuuy.

Y106bI 32A4aThb YMCO CTONOLIOB 1
CTPOK, B ANANOroBoM okHe BcTaBka
Tabnuubl BBeanTe Unn Boibepute
HeobxoanMoe KOTIMYECTBO B NONSX
Yucno cronbuos 1 Yncno cTpok
N HaXxmMuTe KHorky OK.

YT10o6bI BCTABUTL MHPOPMaLWIO B
Tabnuuy, B NnepBoit siuelike nepsomn
CTPOKW BBEAWTE HYXHbIN TEKCT, a
3aTeM HaxmuTe Knasuwy TAB.
MoBTOpUTE 3TO AEMCTBUE ANA
Apyrux siueek B Tabnuue.

YT06bl BCTABUTb B NPE3eHTaLMI0
Avarpammy, Bbibepute HyXXHbI
cnavia,.

YTtobbl BCTaBUTL Anarpammy, Ha
BKnagke BcraBka B rpynne
WUnnroctpaumm wwenkHuTe
AnarpammMa.

YTto6bl BbIbpaTh TMN AMarpamMmsl, B
neBov 0611acTW AManoroBoro okHa
BcraBka gnarpamMmmbl Bbibepute
HY>XHBIM TUMN AWarpamMMbl, B NPaBoi
obnactu Bbibepute anarpammy u
HaXxMuTe KHonky OK.

Y106bI 4O06aBUTL 3HAUYEHNS B
avarpamMy, Ha nucte finarpamMma
B Microsoft Office PowerPoint
BBEINTE HYXXHbI TEKCT U HAXMUTE
KHOMKY 3aKpbITb.

YT106bl BCTaBUTb KapTUHKY B
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14.

15.

npeseHTauuio, BbiGepUTE HYXHbIi
cnaiig, a 3aTeM Ha BKIaake
BcraBka B rpynne U3o6pakeHuns
wenkHuTe KapTuHka.

YTo6bl 406ABUTL HYXHYIO KAPTUHKY,
BBeauTe "nuctbs” B okHe UckaTtb
obnactu "KapTuHka", a 3aTem
HaXxMuTe KHOMNKy HauaTb.

YT06bl BCTaBUTb KAPTUHKY Ha Cnaig,
B 06/1aCT1 KONNIEKLMM KAPTUHOK
LLIESIKHUTE HY>KHOE M306pakeHue.
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Tema MeyaTb Nnpe3eHTauun

B nporpaMmax npeseHTaumi, Takmux Kak
PowerPoint 2010, nmeetcs
BO3MOXHOCTb MeYaT, YTO NO3BONSET
pacneyaTaTb Ntobble PpparMeHTbI
npeseHTauun. Hanpumep, MOXHO
pacnevaTaTb BCO Npe3eHTaumio nmbo
TOMbKO BblGpaHHbIE Crlainapl,
pa3gaToyHble MaTepuanbl UK 3aMeTKn
[oknag4vmka.

YTo6bl HanevaTaTb NpPe3eHTaLmIo,
MOXHO MCMOJb30BaTh Crieaytolme
napameTpbl.

o Haneyarate Bce ciavfbl. YTobbl
HarneuvaTaTb BCIO NMpe3eHTaumto,
UCronb3ynTe napameTp
"Haneuatatb Bce cnanab!'.
Mcrnonb3yiiTe 3TOT NnapaMeTp,
€C/IM HeobXxoANMbI NMevyaTHble
KOMUK BCEX CMAiaoB
npeseHTaumm.

e Cravigpbl. YTo6bI HanevyaTaTb
TOMbKO OnpefeneHHble Cranapl,
ucnonb3yiTe napameTp "Cnangbl".
MO>KHO yKka3aTb HOMepa Cnaiaos,
€cnn HeobXxoanMO pacnevaTtaTb
cnanabl no OTAENBLHOCTU, UK
[ManasoH HOMEepOoB, ecnun
HeobxoauMo pacnevaTaTb cnanapl
B ONpeAesnieHHOM AManasoHe.

o Cravigbl pazmMepom BO BCHO
cTparmLly. O6bIYHO coaepXXmUMoe
O/IHOrO Cnaiaa nevyaTaeTcs Ha
0AHOM nncTe 6ymarn. OfHako
MOXXHO MCMOJb30BaTh CeaytoLime
napameTpbl Ansl BKIIIOYEHUS
60nbLUEro Yncna cnanaos u
KOMTMOHEHTOB Ha CTpaHuLy.

= 3amerku. YTobbl HaneyaTaTb
3aMeTKM U3 npeseHTauum,
MCMNONb3yWiTe NapameTp
"3ameTkn" B pazgene
"Pa3MeTka". PacneyaTaHHble
3aMEeTKN MOXHO
MCMo/b30BaThb Kak
CnpaBoYHbIe MaTepuasbl BO
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BpeMs NpeacTaBneHns
npeseHTaumm.

= CrpykTypa. Ytobbl
HaneyaTaTb CTPYKTYpYy BCeX
CNainaoB, UCnosb3yiTe
napametp "CtpykTypa" B
pa3gene "Pa3meTka". 3TOT
napameTp no3sonsieT
NPOCMOTPETb COAEPXKNMOE
KaX0ro cnavaa.

= Bbigayn. Ytobbl HaneyaTaTb
CTpaHuUbl, NpefHa3HaYeHHbIe
AN BblAauum cryliaTensm,
MCMONb3yiiTe NapameTp
"Bblgaun”. Pa3gaTouyHble
MaTepuanbl MOXXHO
Hane4yaTaTb B O4HOM U3
wecTn hopMaToB — C OAHMUM,
[ABYMS1, TPEMS], YETbIPbMS,
LIECTbIO U AEBSTHIO
cnaaaMu Ha CTpaHuue.

leyars ro kormsm. TNpu neyaTn
HECKOMbKMX KOMUIA Npe3eHTaumm
MCMonb3ynTe 3TOT NapaMeTp Ans
BblbOpa NocneaoBaTesIbHOCTH
neyaTv Cnanaos.

[/Ber. YTo6bI HaneyaTaTb Cnanapl
B LUBETe, B OTTEHKax Ceporo unv B
YepHo-6es1oi (hopMe, MOXKHO
BblbpaTb NapameTp "LiBeT". ECnn
MMeeTCs NOAKIIIoYEHME K
NPUHTEpPY, NOAAEPXUBAIOLLIEMY
LIBETHYIO NeYaTb, Mo YMOYaHUIO
MaTepwvansl 6yayT HaneyaTaHbl B
uBete. B NpoTMBHOM Cny4yae OHu
6yayT HaneyaTaHbl B YepHO-
6enom dopmare.
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Tema Co3pgaHue npeseHTaunu B IHTepHeTe

Mpe3eHTaumy B IHTepHeTe nomoraloT 3pdeKTHO Nnepeaasath CyTb Aena u
3KOHOMUTb BpeMsi, He06xoaMMoe Anst O4HOM BCTpeun. OHM Takoke
Cnoco6CTBYIOT 3(hEKTUBHONM COBMECTHOW paboTe M NPOABIKEHMIO Balmx
3aMbIC/IOB. 3pUTENN MOryT NpoCMaTpMBaTh Npe3eHTauum B IHTepHeTe B
ynobHoe BpeMmsi. MOXHO nepefaTb Npe3eHTaLmio B MOTOKOBOM pexuMe unm
COCTaBWTb 3anpoc ¢ TpeboBaHMEM NPOCMOTPa Npe3eHTaLuu.

Mepepn co3gaHueM npeseHTauumn B IHTepHeTe HEObX0AMMO CHavana BonTH
B cnyxby Windows Live SkyDrive C NOMOLUbIO YYeTHbIX AaHHbIX Windows
Live unn Hotmail.

B oaHHOWM AeMOHCTpauum Bbl y3HaeTe, Kak co34aTh NPe3eHTaumio B
NHTepHeTe.

HaxxMuTe KHOMKYy, YTO6bI 3anyCTuTb AEMOHCTpaUUIO.

YT06bl CO3AaTH Npe3eHTaumio B VIHTepHeTe, - T [T ]
Heo6X0AMMO BBECTYU €€ UMSI B TEKCTOBOM OKHE £ indons U ot et oo | R e e
UmMs, a 3aTeM COXpaHWUTb, HaXKaB KHOMKY 2 ooty
CoXpaHuT. P
[anee BbiGUpaeTCs TeMa NpeseHTaLny, a Aol i 5 -
NMOTOM CO3AaK0TCs Craiabl.
Mpu co3gaHum cnaiiga HeobxoanMo fo6aBuUTb - -
3arosioBOK, a 3aTeM — TeKCT K Cnaﬁﬂy_ CoumansHsie cety 8 Messenger lamoda* : @

) = o
3aBepLUMB CO3aH1e CNaifoB, Npe3eHTaumo : : S o |
MOXHO 3aKpbITb. ;
Tenepb, ecnv HeObXoaANMO, YTOObI YHaCTHUKK _

“ R e
Balwueit rpynnbl COBMECTHO nopaboTanu Hapa R I
npeseHTaLmeit, A06aBNss UK U3MeHsIS | PR =
MH(OPMaLIMIO, MOXHO MPeAOCTaBUTb UM AOCTYN
K HeW.

B faHHOW AeMOHCTpauum Bbl y3Hanu, kak
co3/aBaTb NpeseHTaumio B MIHTepHeTe.

[ns BbINOMHEHMS 3TOW NpoUeaypbl BbINOMHUTE
cneaytolme AeNCTBUS.

1. Ha ctpanuue Office wenkHMTe 3Ha4oK
PowerPoint.

2. Ha ctpaHnue HoBas npe3eHTauus
Microsoft PowerPoint B none Umsa
BBeavTe Mosi npe3eHTaums 1 HaxMuTe
KHOMKYy COXpPaHUTb.

3. B avanoroBom okHe Bbi6op Te€MbI
wenkHuTe JleTo, a 3aTeM HaxXMuUTe
KHOMNKy MpUMEHNTDb.
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LLlenkHuTe B nosie 3aroNoBoOK cnanpaa,
a 3ateM BeeauTe NMoBecTka AHA.

LLlenkHute B none MoasarosioBok
cnawWpa, a 3ateM BBeauTe
OpraHu3alnoHHble
yCcoBepLUEeHCTBOBaHMUA.

LLlenkHuTe ®ann u BoibepUTE NYHKT
3aKpbIThb.

Ha cTtpaHvue Bce pOKyMeHTbl HaBeanTe
ykaszaTesnb Ha AoKyMeHT Mos
npeseHTaums.
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[nsa kaxaoro Bornpoca ykaxure I'IpaBW'IbeIl‘/'I OTBET, NOMECTUB NOMETKY B cronbeu cnesa.

Bonpoc 1
B kakoM crnyyae Ucnosb3yeTcs pexxum "Mokas cnanaos”?
Bbi6epuTe NpaBubHbIN OTBET.
Ecnu Heo6X0AMMO M3MEHWTb MOPSIAOK CNaliA0B B NPe3eHTaumu.
Ecnu Heo6xoAMMO BCTaBUTb B NPE3EHTALMIO HOBbIN Criaig,.
Ecnv Heobx0aMMO Mokas3aTb NPe3eHTaLMI0 B MOHO3KPAaHHOM peXUME.

Ecnn HeobX0AMMO NMPOCMOTPETL CTPYKTYPY NMpe3eHTaLmu.

Bonpoc 2

B kakom cnyyae Bbl Bbibepute napameTp “Bblgaumn”?

Bbi6epuTe NpaBubHbIV OTBET.
Ecnu HeobxoauMo pacrnedaTaTh TOSIbKO ONpeaeneHHble cnaabl Npe3eHTaumum.
Ecnu HeobxoauMo pacrieyaTaTb BCe Craiabl Npe3eHTaumu.
Ecnn HeobxoaMMO pacneyaTaTh TEKYLIWI CNnaia Npe3eHTaumn.

Ecnn Heobxoaumo pacneyaTaTb HECKO/bKO cnaingoB npe3eHTauun Ha ofHoW CTpaHuLe.

MpuMeyaHue. OTBETbI MOKa3aHbl Ha ClieaytoLLel CTpaHuLe.
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OtBer 1

B kaKoM Crlyyae Mcrnonb3yeTcs pexkum "Tokas cnangos"?

Bbi6epuTe NpaBUbHLINA OTBET.

b4 Ecnu Heo6Xx0aUMO M3MEHWTb NMOPSAOK CNaAoB B Npe3eHTauuu.

S Ecnn Heo6XxoAMMO BCTaBUTh B NPE3EHTALNIO HOBbINM Caiia.

v Ecnn HeobxoAMMO nokasaTb Npe3eHTaLMIo B MOJTHO9KPAHHOM pPeXUME.
» Ecnn HeobxoAMMO NpOCMOTPETb CTPYKTYPY Mpe3eHTauum.

CBefieHu1s 0 NPaBUJIbHOCTM OTBETA. 3TO NPaBW/bHLIA OTBET. Pexkum "TMokas crnaiaoB” UCNonb3yeTcs
ANa NoKasa npeseHTaunn B NosIHO3KPaHHOM peXxuMe.

oTBert 2

B kakom cnyyae Bbl BbibepuTe napameTp "Bblaaumn”?

Bbl6epuTe NpaBubHLIN OTBET.

b4 Ecnu HeobxoauMo pacrneyaTaTb TOSIbKO ONpeaesieHHbIe Craiabl Npe3eHTaumm.

»® Ecnu HeobxoauMo pacrnedaTaTb BCe Cnaiabl Npe3eHTaumm.

» Ecnu HeobxoauMo pacrnevaTaTb TEKYLLMI Cnaig npeseHTaumu.

Vv Ecnm HeobxoavMo pacreyaTaTb HECKOMLKO ClaiiioB NPE3eHTaLMW Ha OAHOW CTpPaHuLE.

CBefieHMs 0 NPaBUJIbHOCTU OTBETA. DTO NpaBWUSbHLIN OTBET. MapaMeTp "Bblaaun" B AMANOroBoM
okHe "MeyaTb" NO3BOMSIET pacrneyaTaTh HECKOMbKO ClaiA0B NPe3eHTaLMm Ha OAHOMN CTpaHMLE.
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O6wume cBeaeHMsn O nNporpaMmMax

npasseHnsa 6a3aMmn fAaHHbIX

Coaep)xmMoe 3aHATUA

O6Lume cBeaeHMs 0 NporpamMMax yrnpaeneHus 6asamMm AaHHbIX
0630p 6a3 AaHHbIX

Co3paaHue 6a3bl AaHHbIX

PaboTa c 3anucaMu

3anpocbl 6a3bl AaHHbIX

PaboTa c oTyeTamu

Camonposepka
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Tema
BBoaHasi yacTb ypoka

MpeanonoxwuMm, Bbl ABNSieTECH BNAAENbLEM KHUXKHOMO MarasuHa.
Ons 3heKTMBHOMO ynpaBneHns MarasvHoM HeO6X0AMMO BECTM

Y4YEeT BCEX NPpOAaBaEMbIX KHUT. Takxe TDEGYETCH OTCNnexumnBaTb

KOJTMYECTBO 3K3EMMIAPOB KaXA0ro n3fgaHua, 4yTObbI 3aKa3biBaTb

HOBbIE€ N3aHNA 1 NOMOJIHATb 3anacbkl CTapbIX. KpOMe TOro,

HeobXoAMMO OTCNeXMBaTb 06bEM npoaax. Y106bl BLINOAHWUTL 3TH
3aAayu, HeobxoanMo XPaHUTb AaHHblE B CUCTEMAaTU3NPOBAHHOM

BuAe, YTobbl B HYy)XHOE BpeMsi BbICTpo nonyyaTb HeobxoanMble
cBefeHVst U 06HOBUTb UX. OAWH U3 CNOCOBOB YNopsSAOUMBaHMUS
[laHHbIX — UCMonb30BaHWe 6a3bl AaHHbIX.

[nsa co3panus 6a3 aaHHbIX M 3chdeKTUBHOW paboThbl C HUMK
MCNONbL3YTCA NPOrpamMmbl yrnpassieHus 6a3amu AaHHbIX,

Hanpumep Access 2010. MporpamMmbl ynpasneHust 6azamMmm aaHHbIX

YMNpOLLQIoT ornepaumnv 4o6aBfeHus, yaaneHus, npocMoTpa u
M3MEHEHUs [iaHHbIX, XPaHSLWMXCs B 6a3e AaHHbIX.

Ha 3ToM ypoke Bbl y3HaeTe, Kakue OCHOBHbIE 331a4M MOXXHO

BbINO/THATL C NOMOLLIO NpOrpamMM ynpasneHna 6a3amMu AaHHbIX.
Bbl HayunTech co3gaBaTb M UCMNOJIb30BaTb 6a3bl AaHHbIX. Kpome

TOro, Bbl y3HaeTe, Kak co34aBaTb OTYETHI Pa3/IMYHLIX TUMOB Ha
OCHOBE 3anpocos.

Llenu ypoka

o okoHYaHUK 3TOro ypoka Bbl cMoxeTe:

06bSACHATb OCHOBHbIE NMOHATUS 6a3 AaHHBbIX;
co3aaBath 6a3y AaHHbIX;
paboTaTb C 3anMcsaMu B 6azax AaHHbIX;

06bSACHATb, UTO Takoe 3anpockl B 6a3e AaHHbIX M KaK OHM
paboTator;

paGOTaTb C OTYETAMU.

O6Lwue cBeaeHns 0 NporpaMmax yrnpasneHust 6azamMmm AaHHbIX

Microsoft

Access 2010
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0630p 6a3 AaHHbIX

YacTo TpebyeTcsa noaaepxvuBaTth 60/bLLION
06beM [aHHbIX, YTOObI MONYYUTL CBEAEHMS!
ANS NPUHATUS 060CHOBAHHBIX PELLEHWIA.
Hanpumep, Bam Heobxoanmo Bectu
(PUHAHCOBYIO OTYETHOCTb, OTCIEXMBATL . : ”
3anachbl ¥ XpaHWTb CBEAEHMS O COTPYAHMKAX, rr———— : : .
YTOObI NPUHATL ONpeaeneHHble BrU3Hec- -
peleHus. O6beM TakMX AaHHBIX CAIULLKOM
BESIMK, U Anst ero 06paboTkn HeOCTaTOYHO
NPOCTbIX 3NEKTPOHHbIX Tabnauu. MosTomy
MOXXHO BOCMOJIb30BaTbCs 6330/ AaHHbIX AN
yNpaBneHnsi 3TUM 06BbEMOM [aHHbIX.

O6bekTbl 6a3bl AaHHBIX MO3BONAIOT XPaAHUTb,

penaKkTUpoBaTb, U3BNEKaTb U 0ToBpaxaTb

pa3nnyHble AaHHble. [laHHble B 6a3e AaHHbIX o e =
yrnopsiaoYeHsl B BUAe Tabnuu. B kayectse
OCHOBHbIX TMMOB BbIAENSOT 6a3bl AaHHbIX B
BUW/IE€ HECTPYKTYPUPOBAHHOMO dharna u
pensumoHHble 6a3bl AaHHbIX. ba3za AaHHbIX B
BMAE HECTPYKTYpPUPOBaHHOrO dhaina
COAEPXXUT BCE IaHHbIE B OAHOM Tabnuue,
TOrAa Kak pensiumoHHas 6asa aaHHbIX
COAEPXMT AaHHbIE B BUAE HECKOMbKMX
Tabnuu. MpuMepoM pensLMoHHoM 6a3bl
naHHbIX gBnaeTca Access 2010.

B pensiumoHHbIX 6a3ax AaHHbIX MOXHO
XPaHWUTb AaHHblE B HECKOMIbKMX Tabnuuax,
OTHOCSLLMXCS K Pa3fMyHbIM KaTeropusM.
Hanpumep, B 0aHoO Tabnmue MoXHO
XPaHWUTb KOHTaKTHYIO MHOpMaLuIo O
KJIMEHTaX, B Apyrovi — CBeAeHus 0
NpPOAaHHbIX UM TOBapax, a B TPETbEN —
KpeauTHYO uHdopMaumio. MoXHO CBA3aTb
[JaHHble B 3TUX Tpex Tabnuuax, onpeaenvs B
KaX0W M3 HUX obluee none, Hanpumep "Kog
KAMeHTa". 3TO None Ha3blBaeTCs NePBUYHbLIM
K/IOYOM M MOXET UMETb YHUKaIbHbIE
3HayeHus1. C NOMOLLbIO 3TUX AAHHbIX MOXHO
€o3aaTb CNMCOK PacCbifiKn ANns Bcex
K/IMEHTOB, MOKynaBLIMX TOBapbl y Bac, a
3aTeM OTMPaBUTb UM pekiaMHble BykneTbl.
Bce noaxoasiwme cBeaeHust BoibupatoTcs u3
Tabnuy 6a3bl AaHHLIX Y BKHOYAOTCS B
€IMHbIV OTYeT.

KpoMe xpaHeHusi AaHHbIX, MporpaMMbl 6a3
[i@HHbIX NO3BONSAOT 3aNpallMBaTh AAHHbIE U

a
3
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oTobpaxkaTb pe3ynbTaThbl B XXeNaeMoM
¢opmate. Hanpumep, € NoMoLLbIO 3anpoca
MO>KHO IErKO CO34aTb OTYET MO NPOoAaXKaM,
cozepxalumii obLme 1 cpeaHue nokasaTenm
ans 50 ToBapoB B NATU pernoHax. 3anpoc —
3T0 06beKT 6a3bl AaHHbIX, KOTOPbIV CYXUT
[NS MOVCKa HY)KHbIX CBefieHui B 6a3e
OaHHbIX.
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Tema Co3aaHue 6a3bl JaHHbIX

MporpamMmbl ynpasneHusi 6a3amm AaHHbIX
MCNONb3YITCA ANS XpaHeHUs AaHHbIX B popme
Tabnuu. JaHHble B Tabnuuax ynopsaoyeHsl B
BUAe 3anuceii v nonei. 3anucu copepxat
MH(OPMaLIMIO, CBSI3aHHYIO C 3/IEMEHTOM.
Kaxxaoe none 3anncu coaepXxuT CBeAEHNs 0
CBOWCTBaXx anemMeHTa. OTa CTPyKTypa no3BonsieT
JIerko M3BneKaTh M YNopsiAounBaTh AaHHbIE.

B xone faHHoro ynpaxHeHus Bol cozgaaute
6a3y aaHHbIX € NoMoLLbio Access 2010.
Haxxmute KHOMKY, 4yTobbl 3anyCcTuTb

BUPTYyasnbHOE ynpa)kHeHue. [ns BbINOSHEHNS
YNPaXXHEHUs1 CNeayiTe MHCTPYKUMAM,

yraraTem wh mprect lice
et Micrasoft Office 1
2ame Micreseft Access
2010,

B reeance.

LWar 1

YT06bl OTKPbITb NPOrpaMMy, YCTAHOBMIEHHYIO Ha KOMMbOTEPe, HaxkMuTe kHonKy Myck, HaBeanTe
yKasaTesnb Ha NyHKT Bce nporpamMmsl, LenkHuTe nyHKT Microsoft Office n 3ateM Microsoft
Access 2010.

LWar 2
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B paspene "Hoas 6a3a faHHbiX" B none UMs cdaina HaxxMuTe B 3TOM YNpaXKHEHUW KiaBuLly
MPOBEJT ans aBTOMaTN4Y4ECKOro BBOAA TEKCTA.

Lar 3
MepeTalymTe NONOCY NPOKPYTKWU BHU3, a 3aTeM LuenkHuTe Co3aaTthb.

Lar 4

YTtobbl cozpaTh Tabnumuy B 6a3e aaHHbIX "Northwind Traders", Ha Bknaake ®ain B rpynne Pe)xuMbl
WenkHuTe cTpenky Pexxum v Boibeprnte KOHCTpYKTOP.

Lar 5

YTo6bl BBECTM UMS AN Tabnuubl, B AManoroBoM okHe CoxpaHeHue B nosie UMsa Tabnmubl HaxmuTe
B 3TOM ynpaxHeHuun knasuwy NMPOBEJ] Ang aBToMaTU4YecKoro BBoAa TEKCTA, MOC/E YEro HaxMmuTe
kHonky OK.

Llar 6

UTo6bl co3aaTh Nons Ans Tabnuubl, B NepBoii sueike ctonbua UMa nonst HaXXMUTe B 3TOM
ynpaxHeHun knasuwy MPOBEJT ans aBToMaTMyeckoro BBOAA TEKCTA, @ 3aTEM HaXMuUTE Knasuwy TAB.

LWar 7

B ctonbue Tvn gaHHbIX HAXXMWUTE B 3TOM ynpaxkHeHun knasuwy MPOBEST ans aBToMaTMyeckoro
BBOAA TeKCTa.

Lar 8

YT06bl MBMEHUTb PEXMM NMPOCMOTPa Tabnuubl, B rpynne PeuMbl WENKHUTE CTPeSiKy PeXxuMm u
BblbepuTe PexuM Tabnuubl.

War 9
Y1066l cCoXpaHuTb Tabnuuy, B okHe coobleHns Microsoft Access HaxmuTe KHonky [a.

LWar 10

Y1o6bl BCTAaBUTb AaHHblE B Tabnumuy, B ctonbue Koa KaMeHTa HaXXMuUTe B 3TOM YNPaXKHEHWUMW KNaBULLy
MPOBEJT ans aBTOMaTU4Y4ECKOro BBOJA TEKCTA.

War 11

Y106kl COXpaHuTb Tabnuuy, Ha naHenn 6bICTPOro AOCTyNa HaXXMMTE KHOMKY COXpaHUTb.
War 12

Y106kl 3aKpbITb TabnMuy, B 0bnactu "CeeaeHUs 0 KNMEHTE" HAXKMUTE KHOMKY 3aKpbIThb.

LWar 13
YTto6bl 3aKpbITb 6a3y AaHHbLIX, Ha Bkiagke dain Bbibepute koMaHay Bbixop.
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Tema Pabota c 3anucsmu

Mporpamma Access 2010 ynpowaeT paboTy ¢
3anucaMm 6a3bl AaHHbIX. C NOMOLLbLIO Access
2010 moxHo paboTaTb ¢ Tabnuuamu, gobasnsis,
M3MEHSIS, yaansas u copTupys 3anucy.

B AaHHOM ynpaxHeHun Bobl byaeTte nsmeHsTb,
yAansTb U COPTMPOBATHL 3anucy B Tabnuue.
Haxxmute KHOMKy, 4Tobbl 3anyCcTuTb

BUPTYasIbHOE YyrpaXKHEHME. 15 BbINOSHEHUS!
YNPAOXKHEHWUS CNEAYITE UHCTPYKLMSM.
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2] Pupamerpn Mo wisbnsmn e
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Eyaet smazen
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AT =]
| : _cpeaarsy
War 1

YT0o6bl OTKPLITH CYLLECTBYOLLYIO 6a3y AaHHbIX, B MeHI0 daiin Bbibepute KoMaHay OTKPbITh.
LWar 2
B anManorosoM okHe OTKpPbITUE AOKYMEHTa B 0651acT Bubnunoreka AOKYMEHTOB BbibepuTe NyHKT
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MpoAayKTbl, 3 3aTEM HAKXMUTE KHOMKY OTKPbITb.

LWar 3

YT06bI M3MEHUTL 3aNNCh C UCMONb30BaHMeM HopMbI “3akas”, B 061aCT Nepexoaos B pasaene
Ta6bnuubl ABaXx bl WENKHATE NYHKT 3aKas.

Lar 4

YT106bI M3MEHUTL 3aNKCb, ABAXAbI LWENKHWUTE nepsoe nose Koa npoAykTa, 3aTeM HaXXMUTE B 3TOM
ynpaxxHeHun knasuwy NMPOBEJ] ans aBToMaTUYeCcKoro BBoAa TeKCTa.

LWar 5

YT06bl N3MEHWTH KOMIMYECTBO NEPCOHAbHbLIX KOMMBIOTEPOB B 3anncK, HAaXXMUTE knasuwy TAB, a 3aTeMm
B none Konnuecrso HaxxmuTe B 3TOM ynpaxkHeHun knasuwy MPOBEJT ans aBToMaTMyeckoro BBoaa
TeKCTa.

Llar 6
YT06bl 3aKpbITh OPMY, Ha BKNAAKE "3aKa3" HAXXMUTE KHOMKY 3aKpPbIThb.

War 7

Ytobbl BbIbpaTh Tabnuuy, B 06nactu nepexonos B pasgene Tabnwvubl ABaXabl WENKHUTE MYHKT
3akas.

Lar 8
YT06bl BbIAENWUTL NEPBYIO CTPOKY TabnuLbl, WEKHUTE cneBa oT undpsb! 1.
Lar 9

YTo6bl yaanuTb NepByto 3anuck B Tabniuue, B rpyrne 3anucm LeKHUTe CTperky YaanuTb v
BblbepuTe KOMaHAy YAanuTb 3anuch.

War 10
B okHe coobuleHuss Microsoft Access HaxxmuTe KHONKy [Aa.

LWar 11

YTo6bl BbIGpaTh KOA NPOAYKTa B KAYECTBE YCIIOBUS COPTUPOBKM 3anmncei Tabnuubl, Ha Bknaake "3akas"
LLIeNIKHMTE 3arofioBokK cTonbua Koa npoaykra.

LWar 12

YTo6bl OTCOPTMPOBATL 3anMcy Tabnunubl NO KOAY NPoAyKTa B NMopsiake BO3pacTaHus, B rpynmne
CopTupoBka n punbTp HaxmuTe KHoMNKy Mo Bo3pacTaHuio.

LWar 13

YT0o6bI OTCOPTUPOBATL 3anucy Tabnuubl NoO KOAy NpoAyKTa B nopsake ybbiBaHus, B rpynne
CopTtupoBka n punbTp Haxmute KHONky Mo y6biBaHMIO.

Lar 14

YTt0o6bI 0OTHOMNLTPOBATL 3anMcK Tabnuubl AN BbIBOAA NPOAYKTOB, KOMMYECTBO KOTOPbIX paBHO 10, B
cronbue Konmuecrso LenkHUTe NepBbIi 3K3eMnsp NPoAyKTa ¢ KoAMYecTsoM 10, a 3aTeM B rpyrnne
CopTtupoBka u bunbTp HaXMUTE KHOMKY BbigeneHue psiaoM ¢ kHonkoi Mo Bo3pacTaHuio 1
BblbepuTe paBHO 10.

LWar 15
Y1obbl yaanutb punbTp, B rpynne CopTupoBKa v (pUABbTP HAXXMUTE KHOMKY YAANUTb (hunbTp.
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3anpocbl 6a3bl AaHHBIX

3anpockl cnyxat Ans U3BneyeHus Tpebyemoit
nHdopMaumm n3 6asbl AaHHbIX. OHW NO3BONAIOT
npocMaTpuBaTh, U3MEHSATb U aHa/IM3MPOBaTh
onpeaeneHHble AaHHble. [ins BBoAa 3anpoca B
¢opmMe Bonpoca NpUMEHSETCS NporpamMma
ynpaeneHust 6azamm gaHHbIX. Monyyuns Bonpoc,
nporpamMma BbINOSIHSAET HeobXxoanMble onepauum
1 BblAAET NOMb30BaTENO OTBET B (popMe 3 .
oTyeTa. ‘ ‘ G55
MpeanonoxumM, 4To y Bac ectb kodeiHs. »
MoapobHble cBefeHMs O KIIMEHTaxX XpaHATCs B

Tabnuue "KnueHTbl", @ cBeAeHWs1 0 npoaa)kax

npoaykToB — B Tabnuue "MpoaykTsl”. [Be 3TuX

Tabnuubl BXoAAT B cOcTaB 6a3bl AaHHbIX.

Bbl XoTUTE caenaTh cneuunanbHyto CKUAKY Ha
MeHee NonynspHbIA COPT KOPENHbIX 3epeH B
pernoHe ¢ NoYToBbLIM MHAEKCOM 180000. Ans
3TOro Bam Hy>XHO u3BfeYb AaHHbIE O NPOAAXe,
KOTOpble MOMOryT NPUHATL BEPHOE peLleHmne.
MosToMy Bbl pelaeTe BOCNOMNb30BaTLCA
3anpocom.

3anpockl u3BnekatoT U3 6a3 AaHHbIX
MHMOPMaLMIO B COOTBETCTBUM C YCIIOBUAMHU
Moucka, KOTopble Ha3biBaTCs UIbTPaMK.
YTt0o6bI ONpeaenvTb GUNLTP, HYXXHO CHavana
BbIbpaTb Tabnunubl, U3 KOTOpbIX TpebyeTcs
n3BneYb AaHHble. Obuwme nons B Tabnuuax
0TOBpaXaloTCs Kak CBs3aHHbIE.

3aTeM yKasblBatoT Mossl, KOTOPbIE HA3bIBAKOTCS
YCNOBUSIMM U Ha KOTOPbIX 6yaeT ocHOBaH Balu
3anpoc. B faHHOM cryyae Ucnonb3yeTcs none
MOYTOBOMO MHAEKCA.

[lanee Hy)XXHO BblAeNNTb NOnsl, KOTopble
TpebyeTcs NPOCMOTPETb. TN NONS MOXKHO
yKasaTb, nepeTtawms ux 13 Tabnuu,. Mo
YMOJTYaHWIO B OTHYETE NPMBOASTCS BCE
yKa3aHHble Bamu nons. MoXHO Takoke pewnTb
NoKasbiBaTb B OTYETE TOSIbKO ONpeaeneHHble
nons.

Mocne BbINONTHEHWS 3anpoca pe3ynbTaT
BbIBOAWTCA B BUAe oTyeTa. B gaHHOM oTyeTe
COAEPXKMTCSA MH(OPMaLMS O NPoAAXax BCeX
COPTOB KOGENHBIX 3EPEH B PErMOHE C MOYTOBbIM
nHaekcom 180000.
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Tema Pabota c otyeTamu

Mporpamma Access 2010 noMoraeT co3gaBaTb OTYETbI AN NeyaT C
nHcbopMaumel, xpaHsiieincs B 6ase AaHHbIX. OTYEeTbl B ACCESS MOXHO
co3faBaTb pa3HbiMK crnocobamu. MpoLue BCero BOCMOb30BaTbCS Al 3TOr0
MaCTepOM OTYETOB. ITOT MacTep NMOMOXXET NPOMTU KaXAbli 3Tan no
BbI6OPY AaHHBIX M CO3AaHMIO OTHETA.

B 3TOM AEMOHCTpaLMm Bbl y3HaeTe, Kak Co3AaTh OTUET C MOMOLLLIO MacTepa
OTHETOB.

HaxkMuTe KHOMKY, Y4TO6bl 3anNyCTUTb AEMOHCTPaLIMIO.

YTobbl co3aaTh oTHeT B Access 2010, MOXHO B o o x Py
BOCMOS1b30BaTbCA MacTEPOM OTYETOB. 3 2 | S |t

B 3TOM MacTepe HyXXHO yka3aTb HeobxoamMmble x : s .

nons Ans BKKOYEHWUS B OTYET. e —

Takke 34eCb MOXHO yKa3aTb rnone, fno Epas i

KoTopoMy TpebyeTcs crpynnuposath 3anucu. C N

NOMOLLbIO KHOMKK "pyrnnupoBKa™ MOXHO
yKa3aTb UHTepBasbl rpynnupoBKy.

MO>HO COPTMPOBAaTb AaHHLIE B OTYETE MO

YETLIPEM MOJIAIM, NPUYEM B KaXKAOM M3 nonei B

NopsiAKe BO3pacTaHus niam ybbiBaHus. Koraa

BbINOSHAETCS COPTMPOBKA MO Moo,

coAepXalleMy YNCIIOBbIE JAaHHbIE, B HUXKHEN £ & T
YacTM CTPaHMLbI MacTepa NosSBASETCS KHOMKa

"UTorn". C NOMOLLbIO 3TON KHOMKM MOXHO

yKasaTb, C/IEAyeT /M NoKasbiBaTh B OTYETE

CYMMy, CPeaHee, MUHUMASIBHOE Min

MaKCMMasibHOe 3HayeHu1e nons.

3aTeM BblbupaeTcs MakeT oTyeTa. B pamkax
3TOV AEMOHCTpaumMy BbIGUPaeTCst OT4eT
"CTpykTypa".

Mo yMonyaHuto 3arofoBoK OTYeTa CcoBMajaeT C
nMeHeM Tabnuupbl. 3aronoBOK MOXHO Mpu
XenaHun nsMeHuTb. MNocne 3aKpbiTus Mactepa
OTYETOB MOXXHO MNepeNTH K NpeaBapuUTENbHOMY
NpOCMOTpPY OTYeTa.

3aKkpbIB OKHO NpeABapuTenbLHOro NpocMoTpa,
MOXHO NPOCMOTPETb OTYET B PEXNME
"KOHCTpYKTOP". 3TOT pexuM no3Bonset
M3MEHSITb HAaCTPOWKM OTYETA.

B 3TOl AeMOHCTpaumm Bl y3Hanu, kKak co3aaTtb
OTYET C NOMOLLbIO MacTepa OTYETOB.

[Ins BBINOMHEHUS 3TOM NPOLIEAYPbI BbINOMHUTE
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cnegyolime nencTaus.

1.

LLlenkHuTe Ha neHTe Co3paHme, a 3aTeM
B rpynne "OTyeTsl" WwWenkH1Te Macrep
OTYETOB.

Ha ctpaHuue BbibepuTte nonsa ansa
otyeta wenkHuTe Koa npoaykra, Tpu
pasa HakMuUTe KHOMKY >, a 3aTeM
wenkHute Aanee.

Ha ctpaHvue [lo6aBUTb YPOBHM
rPYNMUPOBKMN? HAXMUTE KHOMKY >.

B nepBoM crnucke Ha CTpaHuue
Bbi6epuTe NOpSAOK COPTUPOBKU 1
Heo6xoAuMbie BblYMCIIEHHUS
LWENKHWUTE CTPENKY, WeNKHUTE
KonuuecrtBo, a 3aTeM LLENKHUTE
Oanee.

Ha cTpaHuue BbibepuTte BUA MakeTa
ANns oTyeTa B pasgene Maker
wenkHuTe CTPYKTypa, a 3ateM
wenkHute Aanee.

Ha cTpaHuue 3apaiiTe uMs oTyeTa
wenkHuTe FoToBoO.

Ha neHTe B rpynne 3akpbITb WENKHATE
3aKpbITb OKHO NpeABapuTEesIbHOro
npocMoTpa.

Kypc: "OducHble nporpamMmbl*
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OTCOpTUpYITE 3NEMEHTLI MO COOTBETCTBYIOLWMM KaTErOpHM, ykasbiBasi HOMEp 3/1EMEHTa B
COOTBETCTBYIOLLEM MOJIE HUXKE.

dneMeHTbl KaTeropmm
1  MoryT 6bITb B hopme Tabnmubl nnu B BUAE rpacmkoB.
2 CopepxaT COOTBETCTBYIOLLYIO MHDOPMALIMIO O KOHKPETHOM 3/IEMEHTE.
3 Co3patoTcst NyTeM BbINOSIHEHMS 3aMPOCOB.
4 Wcnonb3yloTca Ans u3enedyeHns nHpopmaumm u3 6asbl JaHHbIX.
5  MoryT cogepxaTtb Unu He coaepxatb hyHKLUUK.
6  MoryT 6bITb B hopMe Tabnuu.
7  Wcnonb3ytoTca ans oTobpaxkeHMst He06XoaAUMbIX CBEAEHUM.
8  MoryT coaepxaTb ycnoBus GpunsTpaumu.

9  MoryT 6bITb f06aBNEHBI B NpeacTaBneHune "dopma'.

KaTteropmsa 1 KaTteropmsa 2 KaTteropus 3

3anucu OTyeThbl 3anpochl

MpuMeyaHve. OTBETHI NMOKa3aHbl Ha CleayioLLeil CTpaHuLe.

Kypc: "OducHble nporpamMmbl*
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KaTteropmsa 1 KaTteropwusa 2 Karteropusa 3
3anucu OTyeThbl 3anpochbl

2,6,9 1,37 4,5,8
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KpaTkoe usnoxeHue moayns

Coaep)xuMoe 3aHATUA

KpaTkoe usnoxxeHvie Moayns
Tema
Tema

CamonpoBepka
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Tema KpaTkoe nsnoxeHve moayns

Ypok

Obwwue cBeseHns
06 opnCHbIX
nporpamMmax

Obuwwue
KOMMOHEHTbI U
KOMaHApb!

O6wwme cBegeHus
0 TEKCTOBbIX
npoueccopax

OnucaHue

C MoMOLLbIO KOMMbIOTEPA MOXHO COCTaB/ISATb
NUCbMa, FOTOBUTb OTYEThI MO MPOEKTaM,
NPOBOAWTbL TOProBble NPE3eHTaLMK, BECTH
ceMelHbIN BI0MKET UIN YNPaBNsTb
CBEeAEHUSIMU O KMeHTax. [ns BbiNoIHEHMS
KaXXZoM 13 3Tux 3agay Bbl ncnonbsyeTe
creuuanbHble NporpaMMbl, HasbIBaeMble
TaKxke 0hMCHBIMM NPOrpaMMaMy.

LLlenkHuTe Ang NpocMoTpa 1 neyaTtu
MOACHEHWI K YPOKY.

MHorune 13 oUCHbIX NporpamMm coaepxart
obLume KOMNOHEHTbI U kKoMaHAbl. OducHble
MporpaMMbl TaKXXe MMEIOT 061w Uit
NoNb30BaTENbCKUN MHTEPDENC, KOTOPbI
ynpowaeTt paboTy ¢ HuMu. Kpome Toro, ans
6bICTPOro BbIMNOIHEHNSA 06LWMX 3aa4 B
Pa3IMYHbIX NMPUNOXEHUSAX MOXHO
MCMOMb30BaTb KOMaH/bl Ha NIEHTE, KHOMKM
NaHeNm MHCTPYMEHTOB, YKasaTesb 1
COYETaHUs KNaBuLL.

LenkHnTe Ansg NpocMoTpa 1 nevatu
MOSICHEHWI K YPOKY.

TekcToBble nNpoueccopbl obneryaroT paboTy ¢
TEKCTOBLIMU AOKYMEHTaMu. B TeKCTOBOM
npoLeccope MOXHO pelakTMpOBaTb TEKCT U
c¢opMaTMpoBaTb €ro, To CTb U3MEHSATb
BHELUHWIA BUA AOKYMeHTa. C NOMOLLbIo
TEKCTOBOro NpoLeccopa MOXHO BCTaBUTL B
TEKCTOBbIV JOKYMEHT Tabnunubl Y PUCYHKM.
S3bIkOBblE CpeACcTBa TEKCTOBOrO NnpoLeccopa
NO3BONAKOT NPOBEPUTL NMpaBonmncaHue n
UCrpaBuTb rpaMMaTnyeckue owmnbku. B
pacClWnpeHHbIX TEKCTOBbLIX Npoueccopax,
Takux kak Word 2010, Bbl MOXeTe co3aaBaTtb

PucyHkun

[

T

I

\

Microsoft

Word 2010
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O6wue ceepeHus
0 nporpammMax
06paboTkm
3/1IEKTPOHHBIX
Tabnmy

Obwue cBeneHns
0 Mporpammax
npeseHTauun

nybnvkaummn, COOTBETCTBYIOLWME
TpeboBaHMSAM HACTOMbHbIX U3AATENbCKUX
cuctem (DTP) 6a30B0ro ypoBHsi. C MOMOLLbIO
Word 2010 MOXHO €O3AaBaTb AOKYMEHTbI B
MNHTepHeTe, K KOTOpbIM MOTYT NosyyaTb
[OCTYN ANt COBMECTHOM paboTbl Bawwu
Konneru.

LLlenkHWTe Ang npocMoTpa v neyatu
MOSICHEHWI K YDOKY.

Kak v apyrvie oducHble NpUIoXeHns,
nporpamMma o6paboTkM 31eKTPOHHbIX
Tabnwuu, Hanpumep Excel 2010, no3sonseT
COXPaHSATb U U3MEHATb AaHHble. B Helt
MO>XHO BbINOJHATL CIOXKEHUE, BblYMTAHME,
YMHOXeHWe 1 Apyrne MmatemaTuyeckue
BbIYMCIIEHMS C UCMOSb30BaHKeM dopmyr.
Co3paBas AnarpaMMbl, MOXHO NpeacTaBnsaTb
YMCOBbIE AaHHbIE 3NEKTPOHHOM Tabnuubl B
6onee HarnagHoM Buae. Kpome Toro, B
nporpamMmax 06paboTku 31eKTPOHHbIX
Tabnuy MoXHO BbIGMpaTb pasfiMyHble
napameTpbl neyaTu s neyaTv Tex unm
WHBIX JaHHbIX 311eKTPOHHOM Tabnuubl. C
nomoubto Excel 2010 MOXHO co3aaBaTb
3NEeKTPOHHbIE Tabnuubl B UHTEpHETE, K
KOTOPbIM MOTYT MnoJly4aTb AOCTYN AN
COBMECTHOW paboThbl Balum konneru.

LLlenkHuTe Ang NpocMoTpa 1 neyatu
MOSICHEHWI K YPOKY.

C NOMOLLbO NPOrpaMMbl MPE3EHTaLIU,
HanpumMep PowerPoint 2010, MOXXHO
npeacTaBuTb MHGOpMaumio ¢ fobaBneHVeM
ayavoBwm3yasnbHbIX MaTepuanos. MNMporpaMma
npe3eHTaLmMi NO3BONSET 06bEANHUTD TEKCT,
PUCYHKM W1 311EMEHTbI MyfibTUMeaAna Ans
WNIOCTPALMM OCHOBHBbIX MOIOXEHMWIA
BbICTYNNeHusl. icnonb3ys pasnunyHble
napaMeTpbl NeyYaTu, MOXHO CO3ZaBaTb
6yMaXkHble KoMK Npe3eHTaumn, YTobbl BO
BpeMs BbICTyMN/IeHUs pa3aaBaTh UX
cnywatensM. C noMOLLbIO NPUIOXKeEHUS!
PowerPoint 2010 MOXXHO co3aaBaTh
npeseHTaummn B iHTepHeTe. Ayantopus
CMOXET NpOCMaTpMBaTb 3TW Npe3eHTaumun B
noboe BpemMs 1 B 1to6OM MecTe.

LLlenkHWTe aAng NpocMoTpa v nevyatu
MOSICHEHWI K YDOKY.

/i
/

Wi
'/ |
Il

L

Vg o
»

/

Microsoft*

Excel 2010

Micosofr

PowerPoint 2010
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O6wme cBepgeHuns
0 nporpamMmmMax
yrnpaBneHus
6a3aMu AaHHbIX

C nomoLwbio NporpamMm ynpasneHuns 6asamm
AaHHbIX, TaknX Kak Access 2010, MOXXHO
COXpaHsTb, peAakTupoBaTh U
chopMaTMpoBaTb PasfiMyHble AaHHble. Takxe
MMeeTCs BO3SMOXHOCTb COPTUPOBaThL U
bunbTpoBaTh AaHHbIE. MOXXHO MCMO/b30BaTb
3anpockl A5 M3BeYeHUs onpeaeneHHbIX
[aHHbIX 13 6a3bl AaHHbIX. Mpy co3paHnm
3anpocoB M OTYETOB B NpOrpaMmax
ynpasneHus 6azamu AaHHbIX AOCTYMNHA
BO3MOXHOCTb YnopsaoynsaTb, CYyMMUPOBATb
JaHHbIE 1 MPOM3BOANTb C HAMW pa3inyHble
BbIYMCIEHMS.

LLlenkHuTe Anga NpocMoTpa 1 neyatu
MOSICHEHWI K YPOKY.

Microsoft®

Access 2010
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OanbHenwee obyueHue

Coaep)xmMoe 3aHATUA

[JanbHeliwee o6yyeHne
Tema
Tema

Camonposepka
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TeMa [JanbHeiilee 0by4yeHne

Bnarogapvm 3a To, YTO Bbl NpOLWN 3TOT 6€CnNaTHbIN Kypc MHTEPAKTUBHOMO 06y4YeHus. Pasgens,
CBsI3aHHble € cucTeMol Microsoft Office 2010, cocTaBnSINCL NpY y4acTuK rpynn pa3paboTky NpoayKToB
Microsoft Office, 4TO NO3BOAMNO BKNIOYUTL B HUX CBEAEHMSI O HOBbLIX (PYHKLMSIX U BO3MOXHOCTSIX HaLUMX

nocneaHnx NpPoAyKTOB.

Pecypc

Mporpammel
MHTEPaKTUBHOrO 0byyeHns
Kopropauuu MaitkpocodT
(Microsoft Learning)

[lornonHuTenbHblE pecypcsbl

OnucaHue

CM. Be6-CcaliT UHTEPAKTMBHOro 06yyeHuns MaikpocodT, 4Tobbl
BOCMO/1b30BaTbCs APYrvMU 06yYatoWwmMMm NpoayKTamu, BKoYas
NpOBEPKMU, 3MIEKTPOHHbIE 06YYatoLMe KYPChbl U NIEKTPOHHbBIE KHUTW.
3peck MOryT NpoiTH 06y4YeHne oMallHKe Monb30BaTenu, oucHbIe
paboTHWKK, UT-cneumnanmncTbl U pa3paboTumki.

Ha Be6-caiTe "Microsoft Office Online, pycckasi Bepcus™ HaxoaaTcs
[onoNHUTENbHble y4ebHble MaTepuanbl No BbiNycky 2010 cucTeMbl
Microsoft Office, a Takoke WabnoHbl, PyKOBOACTBA, CBEAEHMSI O
cneumanbHbIX NPeAnoXeHNaX U CCbIfIKM Ha coobLLecTBO
none3oBatenei Office, KoTopoe Bbl MOXXETE UCMONb30BaTh A1s
NOBbILLIEHUS NPOU3BOAUTENBHOCTM PpaboThl.

e Microsoft Office Online, pycckas Bepcus

e  DneKTpPOHHble obyyatolmne Kypcbl no cucteme Office

e Beb-npunoxenus Office Web Apps

e Microsoft Publisher 2010

Kypc: "OducHble nporpamMmbl*
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]
Fnoccapun

Coaep)xmMoe 3aHATUA

moccapuii
Tema
Tema

Camonposepka
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Tema noccapui

A
Anpec auenkun

[nst 0603HaYEHMS KaXKaoW SUeiiku Ha NIUCTE UCMOSb3YETCs aApec YEVKK. ALPec SUeliKu COCTOUT U3
6yKBbl CTON6UA U HOMepa CTPokW. HanpuMep, siuelika Ha nepeceyeHnn nepeoro cTonbua U Nepeoi CTPOKK
umeeT agpec Al. Aapec S4elikn yKa3biBaeT TOYHOE PacrofiOXEHUE iYKW Ha NCTe.

AxKTUBHas Aveiika

AKTVBHas siueiika — 370 Ta suelika, ¢ KoTopoli Bol celiuac paboTtaeTte. O4HOBPEMEHHO MOXET BbITh
AKTMBHA TOJIbKO OfIHA Auelika.

b

Ba3za gaHHbIX

ba3bl AaHHbIX NO3BONISAOT XpaHUTb, PeAaKTMPOBaTb M (hOPMaTMPOBATb PA3/INYHbIE AaHHbIE.
Bbasa gaHHbIX B BUAE HECTPYKTYpUpOBaHHOro (aina

Basa AaHHbIX B BUAE HECTPYKTYPUPOBaHHOTO (baiina CoAepXXUT BCe AaHHbIe B OAHON Tabnuue.

A

Avana3oH ssueek

[nanasoH sueek — 310 650K sYeekK, Bbl6paHHbIX Ha NINCTE ANnda Ncnonb3oBaHUs B d)opMyne.

3

3aros0BOK CTPOKM unu cronbua

Kypc: "OducHble nporpamMmbl*
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3arosIoBOK CTPOKM UK CTONIBL@ — 3TO TEKCT, 0603HAYaloLLMIA TUM AaHHbIX B CTPOKE MM cTonbue nucra. Y
3arosioBKa HET 3HAaUEHUS AYENKMN.

3anpoc
3anpoc — 3To 06beKT 6a3bl AaHHbIX, KOTOPbIV CIYXUT NS NMOUCKA HYXKHbIX CBeeHWI B 6a3e AaHHbIX.
3HaueHue AYenkun

3HaYeHVEM SYENKM HA3bIBAETCS YMCIIOBOE 3HAUEHUE HAXOASALWMXCS B HEW AaHHbIX. ITO 3HAUYEHWE MOXET
OTANYaTbCA OT BbIBOAUMOIO 3Ha4YEHUA.

K
KHura

KHura — 370 ¢haiin, co3aaHHbIi B nporpaMme Excel 2007. OHa MOXET COCTOSITb M3 OAHOIO WU
HECKOJTbKUX JIMCTOB M BKIOYaTb ApYrue 3NeMeHTHI.

Kypcop

Kypcop — 370 MepuatoLLas BEpTUKabHash IMHKS Ha 3KpaHe, KoTopas 0603HaYaeT MECTO, FAe NOSBUTCA
BCTaBNSAEMbIN TeKCT. C MOMOLLbIO Kypcopa TakKe MOXHO BbIGMPaTh B JOKYMEHTE TEKCT U M306paXKeHus.

JNucr

Jluct — 370 anekTpoHHas Tabnvua B nporpamme Excel 2007.

H

HacronbHbie uspgarenbckue nporpammsl (DTP)

HacTonbHble n3paTtenbckue NporpamMMbl UCMOb3YHOTCS A1t CO3AaHMS TaKMX AOKYMEHTOB, Kak 6poLutopsl,
No34paBUTENbHbIE OTKPLITKW, FOOBbIE OTYETHI, KHUMM WUIN XXYPHabl, COAEPXKALLME TEKCT U rpacuky.
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o

Ocb X

Ocbto X Ha3blBAETCS rOPU30HTasIbHAsA IMHKUS Ha AnarpaMme. O6bIYHO BAOSb OCM X OTMEPSIETCS BPEMSL.
Ocb Y

Ocblo Y Ha3blBaeTCS BepTMKasibHas IMHUS Ha Auarpamme.

OTueThbl

B nporpammMax ynpaeneHusi 6a3amMmn AaHHbIX, Takux kak Access 2007, MOXHO CO3AaBaTb OTYETHI A4S
yrnopsifoHeHns, CyMMUpPOBaHMs M 06paboTkun AaHHbIX, XpaHALWMXCs B H6ase.

OcpucHble nporpaMmmbl

OdmcHblE MPUNOXKEHNS — 3TO CrieLmarnbHble MPOrpaMMbl, MO3BOISIOLLME CO3A4aBaTb PAa3fMYHbIE THMbI
ainoB 1 paboTatb C HUMWU. OCHOBHbIMW KATErOpUsIMM OUCHBIX NMPOrpaMM SIBNISKOTCS TEKCTOBbLIE
MPOLECCOpbI, 3NEKTPOHHbIE TabnuLbl, MPOrPaMMbl NPe3eHTaLmii U 6asbl JaHHbIX.

n

MaHenb MHCTPYMEHTOB

MaHenb MHCTPYMEHTOB — 3TO 6710K KHOMOK MW MEHI0, NO3BONSIOLWMX BbICTPO BbINOMHATL 06LMe 3adauu.
Monockl NPOKpyTKKN

Monockl NPOKPYTKM, BEPTUKAsIbHAs M FOPU30HTasIbHAS!, PacnofIoXXEHbI C NMPaBoi CTOPOHbI U BHW3Y 061aCTy
BBOZa AaHHbIX. C MX MOMOLLBIO MOXHO MEPENTU B ONpeseneHHoe Mecto paboyeli obnactu.

MporpamMmmbli

MporpamMMa — 3TO NOC/eA0BaTENbHOCTb MHCTPYKLIMIA, KOTOPbIE MOTYT UCMOJSTHATLCS KOMIBIOTEPOM.
MporpamMma Takxe Ha3blBaeTCsl NPOrpaMMHbIM obecrneyeHneM.

MporpamMMbl npe3eHTaumii

MporpamMMbl Npe3eHTaLuMii NO3BONSAOT CO3AABATb NPE3eHTaLMK, 06beanHsIoLLME B cebe TEKCT U rpaduKy.
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Mporpammsbl ynpasneHus 6a3aMu gaHHbIX

ﬂporpaMMbl ynpaBneHunsa 6a3aM|/| [AaHHbIX NCNONBL3YOTCA ANd XpaHeHUA U CUCTEMaTU3aUnUN AaHHbIX. C
MOMOLLbIO 3TUX MPOrpaMM MOXXHO TakXKe BbINOHSATb COPTUPOBKY MM NMOUCK MHOPMaLIMK, XpaHaLLENCs B
6a3e AaHHbIX.

P
Pa6ouas o6bnactb

Pabouas obnactb — 370 nycTasi 061acTb AN BBOAA AAHHbIX BHYTPU NMPUIOXEHUS.
PensiuMoHHas 6a3a AaHHbIX

B DEJ'IFILLMOHHOI‘;i 6a3e AaHHbIX JaHHble XPaHATCA B HECKONMbKUX Tabnuuax.

C
Cronbubl

OTaeneHHble apyr OT Apyra BepTuKanbHble 06/1acTy IMCTA Ha3biBaloTCa CTonbuamu. Kaxabii cronéel
0603HaueH 6ykBoit. Hanpumep, nepBbIit CTon6ew Nucta 0603HaueH 6ykBol A.

CTpoka 3arosioBka

CTpoKa 3arofioBKa — 3TO rOpPU30HTasIbHas CTPOKA, B KOTOPOW YKa3biBAeTCs UMs OKHA. O6bIYHO B CTPOKE
3aro/oBKa ecTb KHOMKM, MO3BO/AOLIME 3aKPbIThb, CBEPHYTb OKHO MM M3MEHUTL €0 pasMep.

CTpoka cocTosiHusi

CTpoka COCTOSIHUS — 3TO rOpU30HTaNbHAs CTPOKA, PacrosiOXXeHHast BHU3Y OKHA HEKOTOPbIX OUCHBIX
nporpamMm. B Hell 0TOBpaxatoTcs CBEAEHMS O TEKYLLEM COCTOSIHUM MPOrpaMMbl MU JOKYMEHTA, KOTOPbIi
Bbl npocmaTpuBaeTe.

Crpoka cdopmyn

B cTpoke hopMyN MOXHO BBOAWTbL U M3MEHATb AaHHble MCTa. [Npy BBOAE AQHHBIX B AUEIAKY OHM
OQHOBPEMEHHO MOSIBASAOTCS B aKTUBHOW sUelke 1 CTpoke dopmyn. Mpu BBOAE B sueiiky (opMy/ibl OHa
oTobpaxaercs B CTpoke (popMyn B BUAE GOPMy/bl, @ B CaMOil Aueiike — B BUE BbIUUC/IEHHOMO MO 3TOM
(hopMysie YMCIIOBOro 3HAUEHUS.

CTpoku
Kypc: "OducHble nporpamMmbl*
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06nacTu nnucTa, OTAeNEHHbIE APYr OT Apyra Mo ropu3oHTaNu, HasblBaloTCs CTpoKaMU. Kaxkaas CTpoka
0603Ha4yeHa HoMepoM. Hanpumep, nepBasi CTpoka ncta 06o3Ha4yeHa HoMepoM 1.

T

TeKkcToBbIE NPOLIECCOPbI

TekcToBble npoueccopbl UICNONb3YHTCA A4 Co34aHUA U USMEHEHUA TEKCTOBbLIX JOKYMEHTOB.

y
YKa3zaTesib Mbilun

YkasaTesib MbllY — 3TO CTPesika Uan APYroii 3Ha4OK Ha 3KpaHe, KOTOPbIN NMOBTOPSIET ABMXXEHUS MbILLN
WKW ApYroro yKasblBatoLEero YCTpONCTBa.

Ykazartesb sueiku

MpsiMOyrofibHasi paMKa BOKPYI akTUBHOM iUeliKy Ha3bIBAeTCs yKasaTeneM Sueiiku.

c]
DNneKTpOoHHble Tabnuubl

MporpaMMbl 06paboTKM 3NEKTPOHHBIX TabNML, MCNONL3YIOTCS ANs CO34aHus bropxeTa, BeaeHUs
(MHAHCOBOW OTYETHOCTM, BbINOSIHEHWSI MAaTEMATUYECKMX BbIYMCIIEHWI 1 NPeo6pasoBaHMs YNCIOBbIX
[laHHbIX B AnarpamMMbl 1 rpacmku.

A
flyeiika

Slueiika HAXOAMTCS Ha MepeceyYeHnn CTPOKKM U CToNbLa. B sueiike MOXHO COXPaHWTL 1 BbIBECTU aHHbIE
pas/fIMYHOro TUMA, HaNpUMep TEKCT, YNCIO UK dopmyny.
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