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BBEJIEHHUE

B nepuon BcTymiieHns denoBedecTBa B HOBYIO 3IIOXY — 310Xy MH(OPMAMOHHOTO O0IIeCTBa,
Bce 0oJiee aKTyaJbHBIMH CTaHOBSTCS BOIPOCHI, CBA3aHHBIC C aJalTallel YeloBeKa B 3TOM HOBOM,
"muppoBoM" wmupe. HMubopManmoHHOE OOIIECTBO SBISETCS OCHOBOW pPa3BUTHS COILMATBHOM,
SKOHOMUYECKOW, TYMaHUTApHOW, KYJIbTYpHOHM W JApyrux cdep OOIEeCTBEHHOW JKU3HHU, a,
CIIEIOBATENIFHO, TPUBJIEKACT BHHUMAaHHWE MOJHWTHKOB, AKOHOMHCTOB, COIMOJIOTOB, HCTOPHKOB,
¢mocodoB, KyIbTypOJOroB, IICHXOJOTrOB, meaaroroB. OCHOBHBIMH KaTETOPUSIMH, Ha KOTOPBIX
0a3upyroTcs TpejacTaBieHuss 00 HMHPOPMAIMOHHOM OOINECTBE, CTalM KaTeropuu "3HaHue',
"undopmanus”, "KyabTypa".

B mepuon mepexonma kK HMHGOPMALMOHHOMY OOIIECTBY AKTYaJIbHBIM CTAHOBHTCSI BOIIPOC
dopMupoBanusi HHHOPMATMOHHON KOMIIETEHTHOCTH CIIEIHAJIICTa, KOTOpas JOJDKHA CIIOCOOCTBOBATh
IPEONOJICHUIO TPOOIeMBbl "(QYHKIMOHAIBLHONH HErpaMOTHOCTH", MPOSBIAIONICICS B HECIOCOOHOCTH

WCIIONIb30BATh 3HAHUS JJISl PEUICHUS MPAKTUYECKUX 3a/1a4, B HEYMEHHH OOpaIiaThcs ¢ COBPEMEHHBIM
000py/I0BaHUEM, B IICUXOJIOTUYECKOM HETIOATOTOBICHHOCTH K PEausiM MPOU3BOICTBA.

B ycnoBusx riobanpHOM wHGOpMATH3aMKA O0IIECTBAa KOHKYPEHTOCTIOCOOHOCTh CIEIHaIiCcTa
B 3HAUUTEIHHOW CTENEHU OMNpENeNsIeTCs YMEHUEM HCIOJb30BaTh COBPEMEHHbIE TEXHOJIOTHH MpU
pabote ¢ nuHpOopManmen, a 6e3 OoJBIIONH U pazHOOOpPa3HOW MPAKTUKA HEBO3MOXKHO IMOJYYUTH JaKE
IPOCTEUIINX MOJIb30BAaTENLCKUX HABBIKOB.

JlaHHO€ 1ocoOMe MOCBALICHO U3YYSHHUIO O(UCHBIX TEXHOJIOTHH, OTPAOOTKE HABBHIKOB PEIICHUS
podecCHOHANBHBIX 3a/1a4, TPEOYIOIUX MOATOTOBKU OOJIBIIOTO KOJWYECTBA JOKYMEHTOB Pa3InYHOIO
Xapakrepa.

ITocobue cocrout u3 Tpex pasznenos. Ilepsbiit pazngen «TeXHONIOTHH MOATOTOBKH TEKCTOBBIX
JIOKYMEHTOB) ITOCBSIIIIEH BOCIUTAHUIO KYJIbTYPhl TPAMOTHOM MOATOTOBKU JOKYMEHTOB, 3HAKOMCTBY C
JJIEeMEHTaMU  JIeJIONPOU3BOJCTBA. 3aJaud 3TOro pasfela HOCAT PEenpOAYKTUBHBIN (0pOpMHUTH
JOKYMEHT TI0 00pa3ily) W MpoOJIEeMHBIA XapakTep (COCTAaBUTh CIY)KEOHYIO 3allMCKy WJIU JEJIOBOE
nuceMo). Bropoit paznen «TexHomorun oOpabOTKH 3JIEKTPOHHBIX TAOJIMID) HANPaBIeH Ha OCBOCHUE
TEXHOJIOTUM CO3JaHUS M HCIOJb30BAHUS JJIEKTPOHHBIX TAONUIl MpPU PEIICHHMH SKOHOMUYECKHUX,
MaTeMaTuyeckux 3aaad. Tperuil pazmen «Texnomoruu pabGoThl ¢ 0a3amMu JaHHBIX» 3HAKOMHUT C
Ha3HaYeHHEeM U O00JIaCThI0 MpUMEHeHus 0a3 JaHHBIX, OXBAaThIBAET OCHOBBI UX MPOEKTHPOBAHMS,
noricka nHQopmanuu B 6aze u 00pabOTKHU TaHHBIX.

B nmocobun mpuBoasATCS BCE CBEACHHS, HEOOXOAMMBIE ISl CAMOCTOSITEILHOTO BBITIOJHEHUS
3agaHuil. IlpucTynaTe K BBINOJHEHUIO MPAKTUYECKUX 3aJaHUi clleyeT Tocie HU3Yy4YeHHUS

TEOPETUYECKONH 4YacTH COOTBETCTBYIOIIETO pasziena. llpakTudeckue 3amaHUs PEKOMEHIYeTCs



BBITIOJTHSITH B TOH 7K€ TIOCTIE0BATEIIBHOCTH, B KOTOPOW OHM Mpe/cTaBiIeHbl B mocooun. [Ipemaraempie
3aJaHUsl OXBAaTbIBAKOT 3HAYUTCIBHOC KOJIHUYCCTBO BO3MO)KHOCT€I>'I paCCManI/IBaeMBIX nporpaMM,
Bxomamux B makeT Microsoft Office 2010 — Microsoft Word, Microsoft Excel, Microsoft Access.
[IpuoOpeTeHHbIE B TPOIIECCE BBIMOTHEHUS 3aJaHU HABBIKUA IOCTYXXaT OCHOBOW MJIsi JaldbHEHIIETro
CaMOCTOSITEIIbHOTO U3yUYEHHsI HOBBIX BEPCHI TAHHBIX MPOTPAMMHBIX TTPOIYKTOB HIJIM X aHAJIOTOB.

B npuiioxeHun NpUBEIEHBI IIPUMEPBI TECTOBBIX BOIIPOCOB IO KaXIAOMY pasleily ¢ KIHYaMHu
HpaBI/IHBHBIX OTBCTOB. Hpoxon():[eHHe TeCTI/IPOBaHI/ISI II0O3BOJIUT OLCHUTH ypOBeHb CBOUX 3HaHHﬁ C

IIEJIBIO BBIABJICHHS TEM, TPEOYIOMHMX OoJiee TIIyOOKOW MpopabOTKH U KOHCYIIbTAIIUU TTPETIOIaBaTeIIsl.



I''TABA 1. TexHo/J0rMH MOArOTOBKU TEKCTOBbIX IOKYMEHTOB

INPAKTUKYM 1. BBoa u pelakTHPOBaHHE TEKCTA

KPATKAA CIIPABKA

3anyck nporpammsl Word

Cy1iecTByeT HECKOJIBKO CIIOCOO0B 3aIlycKa MpOrpaMMBbl:

® [IpW NOMOIIMU MEeHIO [1ycK;
® TIpH MOMOIIM UKOHKU Ha Pabouem cmone Windows;

e 1pu OTKpHITUH (aiina ¢ pacmmpenueMm .doc, .docx mo ymonuanuto 3amyckaercss Word u

OAHOBPEMCHHO OTKPBIBACTCA JOKYMCHT.

Jxpan Word

[Ipu 3amycke Word Ha ero skpaHe MOSBISIETCS HOBBIM IMycToM MokymeHT. Ha Pucynke 1

OTMEYEHBI 3JIEMEHTHI SKkpaHa Word.

Knonkn esibpantoi
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Mepeknoyexie Macwrab orobpaxenus
B pasniyHbie AOKYMEHTa Ha 3KpaHe

PEXHMB NPOCMOTPE
Pucynox 1. Dnemenma oxna npoepammer MS Word

Crtpoka cocTosiHus

CTpoka COCTOSIHHSI, pAacIloOJIOKEHHAsh BHHM3Y OKHA, OTOOpa)kaeT CBeIEHUs 00 AaKTUBHOM
JOKYMEHTE WJIM BBIMOJHsIeMOM 3amade (PucyHok 2). UTOOBI CKPBITh CTPOKY COCTOSIHHSI, HA BKJIAIKE

@aiin BeIOEpUTE KOMaHy [lapamempot, Buo u copocbte duiaskok Cmpoxa cocmosiHus.
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MecTononoxeHme C FPexum npocMaoTpa Macwrah
TATUCTHES
Kypcopa B QOKYMEHTE LOKyMeHTa LOKYMEHTA

Pucynox 2. Cmpoka cocmosnus

Ctpoxka cocTosTHUS pa30uTa Ha SIYEUKH, T/Ie TTOOUEPETHO YKA3aHO:

1. Ha kakoii cTpaHuLE MBI celiuac HAXOIUMCS, B KAKOM Pa3zIelie, U CKOJIBKO BOOOIIE B JOKYMEHTE
CTPaHMII.

2. CraTucTHKa — KOIMYECTBO CIOB B JOKYMEHTE.

3. Pexumbl npocMoTpa nokymenTa: OObIuHbIH, Pexkum urenus, Be6-10KyMeHT.

4. Macmtab oTOOpaKeHMs JOKYMEHTa Ha DKpaHe ¢ BO3MOKHOCTBIO "IpUOIMKaTh" WK
"ynansaTe" JOKYMEHT.
S4eiika ¢ pacKpBITOM KHUI'OM OpraHU3yeT JUAJIOT 110 IIPOBEPKE IPABONMCAHUS.
[locmeqnue mycThle SYEHKM IIPU ONPENENICHHBIX BallMX JCHCTBUSX aAKTUBHU3UPYIOTCS H

HAYMHAIOT BBIABATH MMYJIbCUPYIOIINE WM CMEHSIOIINE APYT APYyra 3HaYKH.

Co3nanne, coxpaHeHHe U OTKPbITHE JOKYMEHTOB

Jlyis Toro, 4TOOBI CO37aTh HOBBIH JOKYMEHT, B JIOOOW MOMEHT BPEMECHH HAKMHUTE KHOIIKY
Coz0amw Ha BKIIaake Daiin.

[Ipu co3gaHmm TakWX JOKYMEHTOB, KaK CIyKeOHas 3amucKa, MUChMO, OTYET WIH DPE3oMe,
4acTO MOXHO cOepedb BpeMs, €CIIH BOCIOJIB30BaThCS OJHMM M3 MAacTEpPOB WM IIa0JIOHOB,
nocrasiigeMbIx ¢ Word.

Jliis coxpaHeHusI TIOKyMEHTa Ha IUCKe HAKMUTE KHONIKY Coxpanums Ha BKIaake Datln.

Ecnu nmoxymeHT coxpaHsieTcs BIEpPBBIE, HA dKpaHE OTOOpa3suThcsl OKHO auanora CoxpaneHue

00KyMeHma, KOTOpoe HYXHO 3anogHuTh (Pucynox 3).
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Pucynok 3. Oxno duanoza « Coxpanenue 0oKymenmay

B umenu ¢aiina MOXKHO MCTIOIB30BaTh JIFOOBIE CUMBOJIBI, KpoMe ciaeayromux: * ? : [ ] +=\/| <

JU1s  OTKpBITHS MMEIOIIErocss JOKYMEHTa MOXKHO BOCIOJIB30BaThCA KHONKOW OmKpbimb
BKJaike @aiin. B mosBuBIIEMCS HA SKpaHE JUAJIOTOBOM OKHE CIIEAYeT BBIOpATh TUCK W/WIIM MAIKy, B

KOTOpOﬁ XPAaHUTBCA JOKYMEHT U ABAXKABI HICIIKHYTh MBIIIBIO IO MMCHU JOKYMCHTA.

Ilepemenenne 1 KOMUPOBaAHUE TEKCTA U rPapuku

Mo:xHO TIepemMeniaTh U KOMMPOBaTh JIIOOYIO YacTh TOKYMEHTA, HE3aBUCHMO OT TOTO, SBJISICTCS
JIX OHA TEKCTOM WJIH TpadUKOU, UM JIEMEHTOM, CO3JaHHOM B IPYTOM MPHIIOKEHHUH.

«[lepeMecTUThY» — 3HAYUT yHAJIUTHh (BBIPE3aTh) BBIIEICHHBIA TEKCT WM TpadUKy U3 OJHOTO
MecCTa U BCTaBUTH B IPYroO€E.

((KOHPIpOBaTB» — 3HAYUT CACJIaTh KOIINIO BBIACICHHOI'O TEKCTA UK PUCYHKA U BCTABUTH €€ B
APYTroe MeCTO, OCTaBUB UCXOJHOE 0e3 H3MEHEHHH.

I[JISI BBIINNIOJTHCHU A onepaum‘/i NEepeMCIICHUA W KOIMUPOBAHUA BBIACICHHBIX (ppaI‘MeHTOB
BBIGI/IpaIOTCSI COOTBCTCTBYIOIIIMEC KHOIIKW HA BKJIAJAKC Tnasnas — Bbzpeaamb, Konupoeamb, Bcmasume.

Komanna Bcmasums nomeniaer HyXKHbIH (pparMeHT B TO MECTO JAOKYMEHTA, TJle YCTaHOBJIECH

Kypcop.



Heneyaraemble CHMBOJIBI

Kuonka Heneuamaemvie 3naxku Ha BKIaAKe [ 1agHas CIy>KUT JUIsl OTOOpakeHUs HeTleyaTaeMbIX
CHUMBOJIOB, TaKUX Kak Mapkepsl ab3ama ( 9 ), cuMBOJIBI TaOysuu ( — ),CHMBOJIBI KOHIIA CTPOKH( ! ),
poOebI( - ), CAMBOIIBI pa3pbiBa CTPAHUIIBI M pa3pbiBa pa3zesia 1 HEKOTOPHIE IPYTHE.

Ecnu T cuMBONBI BBIBEACHBI HA JKpaH, TO JIETKO 3aMETHUTh JIMIIHHE MPOOEsbl, MpoOesbl,
HaOpaHHBIE BMECTO Ta0yJsATOPOB, OKOHUAHUE pa3zesia B JOKYMEHTE U T.A. YKa3aHHbIE€ CUMBOJbI Ha

e4yaTb HC BBIBOJATCA HE3aBUCUMO OT TOI'O, BUAHBI OHU HAa 3KPAaHC WUJIN HCT.

KomnoHoBKa cTpaHulbl

[lepen Tem, kak HayaTh HOBBII TOKYMEHT, ClIelyeT YCTAHOBUTH pa3Mep Oymaru, OpHEeHTAILUIO
CTpPaHMIIBI, 33/1aTh COJEPKUMOE KOJIOHTUTYIIOB U Jpyrue MOA0OHbIE MapaMeTphl. XOTS 3TH YCTaHOBKU
MOXXHO HW3MEHUTh B JIIOOOH MOMEHT, IEpPBOHAYAIbHOE HMX OINpPENEICHUE MOXET 3HAYUTEIHHO
YIPOCTUTH paboTy HajA JOKyMeHTOM. Kpome TOro, ogHHM M Te K€ MmapaMeTpbl MOTYT OTHOCHTHCS KO
BCEMY JOKYMEHTY, WJIU K€ JTOKYMEHT MOKET ObITh pa30OHUT Ha pa3felibl, B KaXKJIOM U3 KOTOPBIX OyayT
YCTAQHOBJICHBI CBOM MapaMeTphl. YCTaHOBKa pa3Mmepa Oymard, OpHUEHTAllMHd CTPaHWI W TIOJeH

BBITIOJIHACTCS IPXU ITOMOIIU BKJIAAKH Pazuemxa cmpanuybl.

m [naeHan Beraeka PasMeTEa CTRaHWULBL CCBIUMKKM Paccuinen Pauet
EETd ™ Hi [ Lyy T t—, PaspoiEbl =
Aaj Eu i by Ij = Pasp
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Temul Mona OpreHTauwa Pazmep KoAoHKW

. JhperThl ™ - - - - bi~ PaccTaHoBKa MEpeHOCoE

Tembl

KHonKkn ANA yCTaHoBKK Briaoe guanoroBoro okHa
napaMeTpos CTpaHuLbl MapaMeTphl CTRAHULE

Pucynok 4. Hacmpotixa napamempos cmparuyvl

PerynupoBarh mupHHy MOJIEH MOKHO M C MOMOILBIO 3KPAaHHBIX JIMHEEK. YKAa3aTellb MBIIIH,
MOMAaB Ha TPAHUILY TOJIA, MPUHUMAET BUJ JBYHANPABICHHOW CTpenku. M300pakeHHe CTpaHUIIbI

OOHOBHUTCS IOCTIE TOT'0, KaK 6yneT OTIyIICHA KHOIIKa MBIIIN.

Co3naHue KOJOHTHTYJIOB

KononTtutyn npexncraBisieT co0oil TeKCT Win rpaduKy, KOTOpble OOBIYHO TEYaTATCS BEPX
WM BHU3Y Ka)XXJOM CTpaHMIbl JOKYMEHTA. BepxHuUil KOJOHTUTYJ MeYaTaeTCsd Ha BEpXHEM IOJe, a
HUKHUAW — HA HU>KHEM TI0JIE.

ILOG&BJICHI/IG KOJIOHTUTYJIOB OCYHICCTBIIACTCA IIPU IMMOMOIIUN BKJIAJKA Bcmaska.



m [nagHas Boraska PaszmeTea CTpaHnUbl Couinkn Paccolakn
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TuTyneHaa [ycras Pazpule Tagnuua BepxHui HusHIA Homep
CTPaHWLE ™ CTPEaHWLE CTpaHWLbl * KONOHTHTYA ™ KONOHTWTYA ™ CTPaHMLE ™
CTpaHiLk TaGanLBl KonoHTUTyNbI

HobaeneHne KONOHTUTYAOE

Pucynox 5. Knonxu 006agnenust KOioHmumynog cmpaHuybl

JInist KaKA0To BUJa KOJIOHTUTYJIOB — BEPXHETO, HIDKHETO M OTIENIBHO JIJIsl HOMEpa CTPAHUIIBI —
MO’KHO BBIOpaTh BapHaHTy €0 pPa3MEIleHHs Ha CTPaHUIlE, IIEIKHYB M0 MAaJIeHbKOH YEepHOH CTpenke
PSIIOM C Ha3BaHWEM KHOIIKH.

Texct B 007aCTH KOJIOHTUTYJIAa MOKHO HAOUpaTh U (GOpMATUPOBATh TOYHO TAK K€, KAK U TEKCT
B CaMOM JIOKYMEHTE.

Ecnu nokymMeHT pa30uT Ha pa3zenbl, TO BCe KOJIOHTUTYIIBI JOKYMEHTA IIEPBOHAYAIEHO CBSI3aHbI
JPYT C IPYTOM: MX COAEPKUMOE OAnHaKoBO. HO BO3MOXHO HCIOIb30BaHHE PA3HBIX KOJIOHTUTYIIOB HA
YEeTHBIX MM HEYETHBIX CTpaHHUIAX WM CO3/JaHUE pPa3HBIX KOJOHTUTYJIOB B KaXKIOM pasJelne
JOKYMEHTa (IJIs1 TOr0 HY)KHO OTCO€IUHHTD pasfiell, B KOTOPOM HaXOIHUTCS Kypcop, OT MPEIbIAYIIEro
paszena, OTKIIOYMB KHONKY Kak 6 npedvloyuem TaHENH WHCTPYMEHTOB Koiowmumynsl, yoamuTb

MPEXHUI TEKCT KOJOHTUTYJIA U CO3/1aTh HOBBIN).

BBoa Texcra

Korga 3amyckaercs mporpamma Microsoft Word, m aBTOMaTtWueckw cO3/1ae€TCs HOBBIM
JOKYMEHT, KypcOp HaXOAHUTCS B BEPXHEW 4aCTH JOKYMEHTA U BCE TOTOBO JUIsl BBOJA TEKCTA.

BBon Texcta B Word ocymectisiercss moctpouno. Korga B mporiecce Habopa mocturaercs
MPaBOE TOJIE CTPAHUIIBI, TEKCT aBTOMATUYECKH MIEPEHOCUTCSI HA HOBYIO CTPOKY.

Jlnst Havayma HOBOro ab3arma HeoOXoauMo HaxaTh KiaBumry <Enter>. A63amem B Word
cuuTaeTcs J000e KONMMYEeCTBO TeKCTa W rpaduku, OKaHuMBaromieecs mapkepoM aoszama (9 ). Haxe
Torja, koraa kiasuima <Enter> HaxkumaeTcs 6€3 Habopa TekcTa, BCTaBIsieTcst Mapkep ab3ara. Mapkep

a63aua MOKHO YBHUJCTH, BKIIIOYHNB KHOIIKY Heneuamaempvie 3naxu Ha BKIIagke I nasnas.

Bbigesenue GpparMeHTOB TEKCTA
@parMeHT TEKCTa WM BCTaBJIECHHBIH Tpapuueckuii OOBEKT, KOTOPHIH IJIAHUPYETCS
epeMecTuTh, OT(HOpMaTHPOBaTh, YAAIUTh HIM W3MEHUTb, HEOOXOIMMO BBIICIHTH. Bolaenenue

BO3MO>KHO TPY MOMOIIM MBIIIN U KJIaBUATYpbl. BeleIeHHbIN TEKCT WK TpaduKa 3aTeHSIOTCS.



UToOBI BBIIECIUTH TEKCT M TpaduKy C TMOMOIIBIO MBIIIH BBIMOJHUTE OJHO M3 CIEHYIOUIUX

JIEUCTBUI:
YTo BBIAEISIEM Kaxue neiictBusi BLINOJIHSAEM

JTroboit BJIEMEHT unu llepemeriaeM ykazareinb MBIIIA IO BBIACISIEMOMY TEKCTY

(dbparmMeHT Tekcra MPY HAXKATOM JIEBOM KHOIIKE

CnoBo JIBaK1bl IENKHYTH JIEBOM KHOIKON BHYTPH CJIOBa

I'paduxy OnuHapHBINA METYOK M0 TpaduuecKoM 00BEKTY

Heckonbko cTpok TekcTa [lepemeniaem yka3aTesb MBIIIH 110 TIOJIOCE BBIACIEHUS CIEBa
OT CTPOK IIPH HAXKAaTOM JIEBOW KHOIIKE

[Ipennoxenue VYnepxuBas HaxaTo kmaBuiny <Ctrl>, meiakHyTh JTr000M
MECTE MPeJI0KEHUS

Ab3an JIBaXIIbl LIEIKHYTHh HA TOJIOCE BbIAETeHUs mepen ab3amem
WJTU TPYKIIBI MIETKHYTH B JTIOOOM MecTe ab3aria.

Becpk nokymeHT Tpux el menkHyTh Ha nojoce Boiaenenus wim CTRL+A

YroObl BBIIEINUTH TEKCT U TPaQUKy C MOMOILBIO KIaBHATYPHI, HY’)KHO YCTaHOBHUTH KYpCOp B
Ha4yaJio BBIICTICHUS, W, yACpXKWUBas HaxaToW kiaBumry <Shift>, 3areHaTh (parMeHT KiIaBUIIAMHU

YIPaBICHUS KypcopoMm («— T — ).

OTMeHa OIIHMOOYHBIX AeHCTBHH

Ecom mpu BeIMOMHEHWHM Kakoro-aubo JedcTBUs ObLTa JIOMYIIeHAa OMmUOKa, €ro MOKHO

OTMCHUTHD. HJ’IH 3TOT0 MOKHO BOCIIOJIB30BaTLCSI KHOIIKAMHU Ha MaJICHHKOM BCIIOMOTATEIIFHOM ITaHEIN B

| o=
JIEBOM BEPXHEM YTIIy SKpaHa (W] " nmm xomOuHanumei kinapum CTRLAZ

Texnnuyeckne nmpueMbl, KOTOPBIX CJeAyeT n30eraThb

Hukorna ne nHaxumaiite knasuiry <TAB> wimmu [TPOBEJI Heckonbko pa3 uisi CO3MaHUS
OTCTyIa CTPOK TekcTa. He HaxkmmaiiTe knaBumy <Enter> B KoHIe kaxaon ctpoku. Eciu Ber Oyaere
JeNaTh 3TO, TO paclevyaTaHHbI TEKCT MOXKET MMETh HEPOBHBIM Kpail, a B ciiydae A0OaBICHHS WIIU

yAaJIeHHs TeKcTa BaM npuaercs BpydHyo IepeaeblBaTh KAk Ayl CTPOKY.
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IMouck u 3ameHa TekcTa U (pOpMaTHPOBAHUSA

Microsoft Word mo3BosisieT BBINONHATH MOWCK M 3aMEeHY TeKcTa, (hopmaroB (mpudTta, ad3ara,
SI3bIKA, CTHJIS), PA3IMYHBIX CIEIUANTBHBIX CHUMBOJOB. J[Jii TOr0 WCHONB3YIOT KHONKH Hatmu W
3amenums Ha maHenu [naéHas, TPU HAKATAU HA KOTOPBIE OTKPHIBACTCS COOTBETCTBYIOIIEE

JHUAJIOrOBOC OKHO.

Haitn u 3amennTts n M

@]Wb ﬂepei'rrul

Hairru:

Pucynox 6. [Juanozoeoe oxno «Havimu u 3amenumovy

B oxne Haiimu ykaspiBaeTcst oOpasell Moucka, B OKHe 3amerums — o0Opasell morucka u 3aMeHbI.

[IPk]

Ha Pucynke 6 mpexacraBieH mpumep 3ameHbl (popmaTta CTpOYHOM OYKBBHI “0” Ha 3aryiaBHYIO
“0”, MONY’)KUPHOTO M KypCHUBHOTO HauepTaHus, pasmep mpudra 14 nt. Ecam Hy)KHO OTKa3aTbCcs OT
3aMeHbl (hopMmaTa, ¥ 3aMEHUTH TOJBKO TEKCT, HEOOXOAUMO OUUCTHUTH Nois Havmu: u 3amenums Ha:

KHOMKOW CHsamb ¢hopmamuposanue.

e e T

[ttmiir | zomererre | pepeima |

Hadma: e ] E

Dopmar:

Samersre na: | O B
Popmar: 14 nT. NoNY:MPHBLIA, KypcuB

MNapameTpe: NoMCoKa
Hanpasnerme: |Besae B
[T] YwremaTe pericrp [] ¥umTeBaTs npedwwe
[7] Tonsxo cnoso uemwon 7] yasrresaTe cyddumc
[ ] Nogcrarosourmie sram
[T] NpousHoarTen kax [7] He ywTeBaTE 3MEG1 NperBMars
[] Bee cnosodops 7] He ywrresaTe npobens:

Lipwdr...
AbGzau...

Tatynaywna...
Azmix...
Pamxa...
Crvng...

Brigenernune usetom

Pucynok 7. 3anonnenue noneii okHa noucka u 3ameHvl

11



IIposepka opporpapuu

[IpoBepka Tekcta Ha Hanmuuue opdorpaduvyecKux OIMMMOOK OCYIIECTBISICTCS MPU TOMOIIU

L4

MpasonucaHme
BKJIAAKH PeueH3up06aHue —KHOIIKa HpaeonucaHue

JIOKyMEHT TpOBEpsieTCS Ha HaJIWYMe OIMMOOK C WCIOJIB30BAaHHEM OCHOBHOTO CJIOBaps,
cojiepkaiiero Haubosee ynorpeOumbie cioBa. Eciu ClI0BO OTCYTCTBYET B OCHOBHOM CIIOBAape, TO OHO
otobOpakaercs B okHe Opdorpadusi B COMPOBOXKICHHH BO3MOXKHBIX BapHAHTOB IPEIOIAracMoro
ucnpasieHus. [Ipu HCIONB30BaHUM B TEKCTE CHENU(DUISCKHX TEPMHHOB, MOKHO J00aBHTH UX B
OCHOBHOM CIIOBaph, WJIM CO3/IaTh HOBBIW CIIOBAph IOJIH30BATEIIS.

Korna Beimomnnsiercst npoBepka opdorpaduu, mpoBepsieTcss BeCh JOKYMEHT, HAaunHAas ¢ O3UIUU

Kypcopa.

ABTOMaTH4eckas PacCTaHOBKA NMEPEHOCOB

YToObI 3a1aTb ABTOMATUYCCKOC Pa3ACICHUC CJIOB IJid MCPCEHOCA, BBIGI/IpaeTCSI BKJIaJgKa

Paszmuemxa cmpaHuybl, KHOIIKAa Paccmanosxa neperHocos.

i @ -
PaccraHoBka nepeHocos L&

| ABTOMATMUYECKAN PACCTAHOBKA NEPEHOCOB !
[¥] Neperocsi 8 cnosax uz MPOMMUCHBIX BYKB

WnpuHa 30HbI NepeHoca Cnos: 0,63 o
MaKc. YMCNo NOCNeaoBaTeNbHbIX Neperocos:  (HeT) 3
MpuHYAUTENBbHO. .. l [ OK ] [ OTtMeHa l

—

Pucynok 8. Hacmpotixa napamempos nepenoca ciog

Bxutouaercst grakok ‘“ABTOMaTHyecKas pacCTaHOBKA IEPEHOCOB” M BBIOMPAIOTCS HYXKHBIC

OIII[HH.

ABTO03aMeHA TEKCTA

MS Word mo3BosisieT coXpaHsATh 4acTO MCIOJIb3yeMble TEKCT, rpaduKy U IPyrue dJIEMEHTHI,
9YTOOBl WX TMOCJENyIollas BCTaBKa JOKYMEHT He 3aHMMalla MHOrO BpeMeHu. Hampumep, MOXKHO
3armoMHUTH (hpa3y B KadecTBe dJeMeHTa aBTo3amenbl "HAB". [locie storo, rme Obl Bel HU HaOpamu
OYKBOCOUETAaHUE «HAPB» C TMOCIEAYIOIUM MpoOeroM, OH OyaeT 3aMeHeH Ha "HAacKOJIbKO JTO
BO3MOJKHO".

YToOBI cO3/1aTh 2JIEMEHT aBTO3aMEHBI, BbIOepUTE BKIanKy Patln, kKomanny llapamempeol.
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B okne nHactpoiiku mapamerpoB Word BeiOepuTe Kareroputo /lpasonucanue.

L L i 1

I R’
Mapametpe Word | _@_?3_|
OBwme AL "
& &f‘jj? HacTpoiika HCnpaeneHus i GopMaTUPOBaHNA TEKCTA.
3KpaH
I Mpasonueatune MNapameTpel a6TOIaMEHBI
CoxpaHeHue Hacrpofika MCNpaeneHua U GopMaTMPOEIHNA TEKCTa Npw BEcde: | MapameTpsl aETO3aMEHEL..,
Azbik
Mp#x nenpasnedwy opdorpadgui 8 nporpammax Microsoft Office
AononHWTENEHO e

Pucynox 9. Cozoanue snemenma asmoszamensi

C nmoMonibto KHOTIKHU [lapamempul asmosamernst HACTPOuTe ee mapamerpsl (PucyHok 9).

P = = —1
e

ABTo3EMEHS | ABTO3EMEHE METEMETHHECKMMA CHMBOIEMM | ABTOhOPHET MPH BE0AE | ABTODOPHET | feficTena |

MoKE3&TE KHOMKK BOSMOMHOCTEN SETO3EaMEHE!

WMonpaenaTe [ABe MPonucHele ByKER! B HEYANE CNOBA
[enate nepecie DyKEL OPeaNmHEHHA MPOMMCHEIMA

[enate nepesie Oykekl gueek TabnuL NponMCHEIMA

MACETE HASEEHMA OHEM C NPOMKCHON DYKEBRI

Y¥CTpaHATE NOCNEACTEMA CNYYEIRHOrD HEWaTHA CAPS LOCK
[C] McnpaenaTs packnanky KNAEMATYPEI

3aMEHATE NpH BBO4E

IEMEHWTE! HE' (@) ofbiuHsii TexkeT HOPMATUPOBAHHEIR TEKCT

LA
) @)
.1

ABTOMaTWHECKM MCNMPAENATE OPPOrPadrMYECKE DLUMDKM

Pucynox 10. Hacmporiixa napamempos asmo3amensl

Ha 3akmanke ABTo3ameHa B 1mojie 3aMEHUTh: HaOepuTe UMsI dJIeMeHTa, a B mojie Ha: HaGepute

cam aneMeHT. Haxxmute kHOnKy Jlo6aBuTh, a 3atrem OK.
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3AJJAHHE 1

Ortkpoiite ¢aiin c umenem 3ananuel.doc

WMHdropmaloHHas Mogenk

Ona mogenypoBaHWa — TEKCTOBbIX QOKYMEHTOE TpagWuMOHHO WCNonk3yeTcA cpena
TeKCTOBOro Npoleccopa.

ANropuTM NOCTPOEHWA KOMMBHITEPHOR MOAEnu B JaHHoi 3anade DyoeTr cocToATh M3
nocneqoBaTeNbHOCTH TEXHOOOCMYecKH Npeemop Habopa M oopMnieHHA TekcTa.
4 [NMpoeeputs opdorpadimim.
6. CoXpaHuTb TEKCT Mo4 HEKOTOPLIM MMEHEM.
2. YcTaHoeuTe ab3aTuHBIl OTCTYN, Mpaeyr U MEBYH rpaHuuUbl TeKcTa, Tun, pasmep W
HayepTaHwe WwpudiTa, TUN BblpaBHUEAHKA.
3. HabGpaTe TEKCT, MCNONb3YA OCHOBHbIE Npaeuna Habopa TekcTa:
* MpennoxeHue Ha4WHaeTCA C NPONKMCHOR DYKBbI M 3aKaHYMBaETCA TOYKOM;

*  MEXOY CMNOBAMW CTaBWTCA TONBKO OOWH npoben;

3HAKK NPUMNUHAHKA, KpoMe "THpe”, npucoeduHAKTCA K cnoeam Bes npobena.

5. PaccTtaeuTe NepeHochb! NMpr NOMOLLKM KOMaHObI FaccraHoeka MNepeHOCOB.

—

_Co3gaTe QOKYMEHT B [pPEKNanHoi cpene TeKCTOBOro Npoueccopa.

Bce cnepyroniue neiicTBYs BBITOJHINTE B 3TOM IOKYMEHTE.
1. Tlepemecture hparMeHThI TEKCTa COTJACHO UX HyMEpPALIUU, UCIONb3ysd KOMaHAbl Boipezame u
Bcemasume.
2. MHcnpasbre opdorpaduueckue oMKy, UCIIONb3Yys CPEICTBA MIPOBEPKH npaBonucanus Word.
3. 3amenwute crnoBo “Uudopmarnmonnas” Ha “KommnbproTepHas’”, UCIIOIB3YsI KOMaHIY 3ameHums.
4. BemonauTe 3amMeHy (opmara: 3aMEHHTE IO BCEMY TEKCTy OYKBY “0” Ha 3arjaBHyr “O7,

BBIIIOJIHEHHYIO JKUPHBIM U KYPCUBHBIM HauepraHueM. Mcrnosb3yiite KHONKY bosbuie B OKHE

Haiimu u 3amenumsb 1 KOMaH/Ibl HACTPOUKHU ITapaMeTPoB IIpU@Ta.
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HaitTh 1 3aMeHUT

Hafima: o
DopHaT;

Janerm Ha: (O

DOpMaT!

Wiyt : nomysapees, Kypos

-
Hain 1 3ameHnTa

| iy | 3wesrrs | Gepeina
Hasms: L]
DopraT:

e U

i << Mermye |
Naparetpel NOHOK
Hanpaspesses: | Beage 3
YuTeBATE DEFUCTD

=]

o

| e | | 3mewmece | | Haimizanee | | Omena

| YuuTemaTe npedesc

| Tonexo CNOBO LemwoM | YauTemate Cydve

Mogeraosourse sHam

Jawe | | Swemngce | | Haimigaee | | Omea |

| Mpguanooimes kax He yUTLIBETE 3300 MPEnMHaHIA

Bee cposodopie He yuwTesaTs npobenst

Pucynox 11. Hacmpoiixa napamempos 3ameHuvl popmama mexkcma

MaxkcumanrsHOEe YUCIIO

Ycranosure

ABTOMATUYECKYI0  PAacCTaHOBKY  IIE€PEHOCOB.
MocJeI0BaTeIbHbIX epeHocoB — 1 (Bknaaka Pasmemxa cmpanuybi)
YcTaHoBuTe 0TOOpaXkeHHe HereyaTaeMbIX CHMBOJIOB.

H3meHnTe TEKCT TaKUM 00pa3oM, 4TOOBI MEXIY CIOBaMHU OBLIO TOJIBKO 1O OJHOMY MpoOery
(ucmonp3yiiTe BO3MOXXHOCTh 3aMEHBI CHMBOJIOB), @ HOBBIM a03al HauWHAJICS CTPOTO OT MO
CTpaHUIIBL.

YcTaHoBUTE KypCcOp BHYTPHU TEKCTA.

BrimonHuTe mepevncieHHbIe BO BTOPON KOJIOHKE TAONHIIBI NCWCTBUS U BIHIIUTE PE3yJIbTaT
BBIMIOJIHEHUSI B TPEThbIO KOJIOHKY (TIepell BBIMOJIHEHUEM KaXIOro JIeWCTBUS BHOBb

yCTaHaBIIMBaWTE Kypcop 3a MpeaenaMu TaOIHIIbl BHYTPH TEKCTA).

Hakatue kKnasuwm... Pe3synbrar

End

Home

Delete

Backspace nnmu <

\J

_)

<Ctrl> + mena4oK MBIIIBIO HAa JIEBOM MOJIE

[[{er40K MBILIBIO CJIEBA OT CTPOKHU
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10. YcranoBute aBro3ameHy cokpauieHus “OC” na “OnepanuonHast cuctema’”. s 3TOro

BOCITOJIB3YHTECh KOMaHI0M HacTpoiku mapameTpoB Word Ha BKiIaake Dati.

MNapamerpsl Word ] P op— o— l&ﬂ

O6wue = ABC| =
Q}‘ { Hactpoiika ncnpaeneHna 1 opMaTHpPOBaHKHA TEKCTa. ‘
. -
JKkpaH =
. " b |
|| Mpasonucanme MapameTpbl aBTO3aMeHbl |
CoxpaHeHue L HacrpoWka ucnpasneHmns u
2 GOpPMaTUPOBAHMA TEKCTA NPKH [ MapameTpel aBTO3aMEH®I... ]
fA3bik EBOAE:
AdononHuTtensHo Mpwn ncnpasnexdnn opdorpadum 8 nporpammax Microsoft Office
HacTpoiKka neHTel V] Nponyckats cnosa us nponucHbix 6yKs
V] Nponyckats crosa ¢ uudpamu
Maxens 6ricTporo gocyna A . =
V| Moonvckats aaneca MHTEDHETa U MMeHa dainoe
Hanrtnatvia = 1 "I. ’
[ 0K ] [ OtmeHa ]

Pucynok 12. Coz0anue snemenma agmo3ameHvl

11. VUcionp3yst yCTAaHOBIGHHYIO aBTO3aMEHY, Ha0OepuTe Cilenyromuii TekcT (Ipu BBOJE
oykBocouetanuss OC u Haxaruu mpodera — B CTPOKE TMOSBIAETCS CIIOBOCOYETAHUE
«OTIepaIlMOHHAsI CUCTEMAa):

OmnepanmoHHasi cucremMa — ocobas mporpamma, KOTOpas HaYHMHAET
BBITIONTHATHCS. TIOCTIE BKJIIOYCHHsI KOMITbIOTepa. OmepalmoHHasl cucTeMa —
3TO TporpamMma mporpamM. KoHeuHO, omepalmoHHAs CHCTEMa Takas ke
CIIO’KHAs BEIllb, KAK U COBPEMEHHBI KOMIbIoTep. OnepannoHHas cucreMa
Windows ceifuac HanboJsiee monyJsspHa.

12. Vcionp3yst KOMaHIy MEHIO Bcmaska, 100aBbTE€ 4epe3 TPH IYCTBIX CTPOKH ATy CO3IaHUS
JIOKYMEHTA.

13. Coxpanute u3MeHeHUs B TokyMeHTe 3aganue 1.docx.

3AJJAHUE 2

1. Ortxkpotiite daiin [Tucemo.doc U3 ykazaHHOH IpenoaBaTeieM Namnku.
2. IlepenmMenyiiTe NOKYMEHT moja uMeHeM 3ananue 2.doc

3. BreinosHUTE TPOBEPKY MPABOMUCAHUS B TEKCTE.
4

3aMEHUTE B TEKCTE CIOBO «COO6H.[CHI/IC» Ha CJIOBO «ITMCBMO».
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W

Odopmute TEKCT mpenioKeHus nocie (ppas3bl "MepedeHb PEeKBU3UTOB MPEANPHUATHSA" B BHJIEC
MapKUPOBAHHOTO CIHCKA.

6. OTtcopTupyiiTe CITUCOK IO an(aBUTy MO BO3pACTAHUIO.

7. BemosHuTe 3aMeHy GopMarta. 3aMEHUTE CIIOBO «ITUCHMOY» Ha «HUCLMO.

8. VYmamurte nBOMHBIC MPOOEIHI.

9. 3agaiiTe aBTOMaTUYECKYIO PACCTAHOBKY I1EPEHOCOB.

10. BHu3y nocnenHeil cTpaHuIbl BCTaBbTE AATY CO3JaHUS TOKYMEHTa (BOCIOJIb3YHTECh BKIAIKON
Bcmaska).

11. Coxpanute u3MeHeHHUs B ToKyMeHTe 3aganue 2.docx.

KOHTPOJIBHBIE BOIIPOChI

1. Kakas nndopmarnus oToOpakaeTcsi B CTPOKE COCTOSTHUSA?
Kaxk ycTaHOBHUTH aJIbOOMHYIO OPUEHTAIIUIO JTHCTA?

Onuimure AJITOPUTM COXPAHCHUSA JOKYMCHTA.

i

Kakne Heneuataemble CUMBOJIBI BaM W3BeCTHBI? Kak BKIIIOUUTH PEXUM OTOOpaskeHUs
HEIe4aTaeMbIX CUMBOJIOB?

Urto Takoe «xonoHTUTYM»? Kak co3nath pa3Hble KOJOHTUTYIIBI B JOKYMEHTE?
[epeuncnure aelcTBUSA, KOTOPBIX clelyeT H30eraTh Mpu Habope TeKCTa.

Kak BbImonHUTE poBepKy opdorpaduu B JOKymMeHTE?

Kak 3amath aBTOMaTHUECKYIO0 pacCTaHOBKY MEPEHOCA CJIOB B IOKyMEHTe?

A R AN

YT0 Takoe «aBTO3aMeHa»?

17



IHPAKTUKYM 2. ®opmaTupoBanue ad3anes

KPATKAA CITIPABKA

dopMaTHpOBaHHE CUMBOJIOB

[Ipu pabore ¢ noxkymentam Word Bam wacto mpunmercs ¢gopmMaTtupoBaTh CUMBOJIBI, TO €CTh
U3MEHATh WX BHEmHUH BuA. K cuMBonaM oTHOCATCS OYKBBI, TUQPHI, CIIEIIUATBLHBIE CUMBOJIBI (TaKHE
Kak @, * u &), 3HaKku nyHKTyanuu W npoOensl. Korma Bel HaunHaeTe HaOupaTh TEKCT HOBOTO
JIOKYMEHTa, OH M300pakaercss TeM mpudToM (HauyepTaHHEM) W pa3MepoM ( B IYHKTaX), KOTOPHIC
3apaHee ycTaHoBeHbI B Word.

YroObl M3MEHUTH BHEIIHUI BHJI TEKCTa, CHAayaja BBIIEIUTE €ro, a 3aTeM NMPUMEHUTE HY>KHBIC
dopmarsl.

Ecmu BBIOpaTh KOMaHIy, HE BBIJICIUB TEKCT 3apaHee, (opMaThl IPUMEHSTCS B TIO3UIIUU BBOJIA;
9TO O3HAYaT, YTO TEKCT, HAOMpaeMbIil ¢ 3TOr0 MecTa, Oy/IeT UMETh HOBOe (hopMaTUpOBaHUeE, Moka Bol

He u3MeHuTe Gopmar.

N3menenne mpudra

UT00BI OBICTPO U3MEHSTH YaCTO YIOTPEONMBIE (JOPMATHI, BOCTIOIB3YHTECh BKIAAKON I 1asHas.

KHOMKKW 4nA GoIcTpoi HAaCTpoRKK KHOMNKKW 0nA BbICTROR HaCcTpOHKK
napameTpos WpKrdTa napameTpos abzaua
FhasHan Bcraeka PazmeTka cTpaH Wbl CCBUTEK Pacceinkun PeUeHINpOBaHWE Bwg
) i Pt Times Mew Re ~ 12 * A AT | Aa-v | & = i= -t = iE "‘H q

.

b
BCI'E.EMTb X & U v abe x, X* B2 - A~

& ©opwmar no o6pasuy

Bythep 0BMEHE | LUpT T AB3aLy s
Bbi30B OWANOFrOBOFO / Bblzoﬂnnaﬂoroaoro/

okHa WpudT okHa AbG3au

Pucynox 13. Hucmpymenmot popmamuposanus mexcma

JIst ocyIIecTBICHUSI TOYHONM HACTPOMKH BBI3OBHUTE IHANOTOBBIE OKHA [llpughm vumm A63ay. C
UX MOMOUIbI0 MOXHO NMPUMEHSATh U OTMEHSTH JIpyrue BUAbl (OpMATHPOBAHUS, TaKWe KaK CKPBITHIN

TCKCT, IBCT, BEPXHUC U HUKHUC HHIACKCHI, MHTCPBAJILI 10 U ITOCIIC 363211121 " OApyruc.

dopmaTupoBanue ad3ana

ITpu oopmiteHUU JOKYMEHTA YacTO MPUXOIUTCA U3MEHSITh BHELITHUNA B OT/AEIBHBIX OJIOKOB
TEKCTa — HAIPUMEpP, PaCCTOSIHUE MEXAY CTPOKaMU WIM THUIl BbIpaBHHMBaHUA. (11 3TOro cHadaia
BBIJICJIAIOT HY)XKHbIE a03allbl, a 3aTeM NPUMEHAIOT HyXHble (opmarbl. Dopmarel ad3ana BIUSIOT Ha

BHEIITHUHA BHJI BCETO BBIICJIEHHOTO a03alla, a He Ha OT/IeIbHbBIE CTPOKH MJIM CJIOBA.
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Kornga Bwr HaumHaeTe HOBBIA a03ail, HaxuMmas KiaBumy <Enter>, B HEro KOIMHPYETCS
dopmaTrpoBaHue MpeabIIyIIero ad3ana.

CI[CJIaTB OTCTYIl IJIA a63aueB, BBIPOBHATL TCEKCT MCKAY IIOJIIMHU, YCTAHOBUTH TO3UIHUU
TaOyJISIUM MOKHO, Ha)KaB KHOMKHU TaHEeId HMHCTPYMEHTOB (popMaTupoBaHHE W/WUIM IEPEMECTUB

3JIEMEHTHI Ha TOPU30HTAIBHOMU JHElKe (cM. PucyHok 14).

Briaoe okHa OTCTyN NepeOid CTRPOKK
TabynAauwa ("kpacHan cTpoka”)

ﬁ $ o0 - T v 1 e 0 1 1 2 r | 3+ I 4 |5 | & 1 F L& 1+ 9 | +I10 1 +11 | +12¢ | +13 ¢ | 14 | 15+ | 16 k17 | o

R S r

Mapkep oTtcTyna abaaua WenkHnTe nMHelky. YTobel Mapkep otcTyna abzaua
oT mesoro nons YETAHOBWTE NO3UuMio TaBynauumn OT Npageoro NonA

Pucynox 14. Hacmpotika omcmynog mekcma ¢ NOMOWbio MapKepos 20pU30HMALbHOU TUHEUKU

Jl1st BeIMOSTHEHUS 00JIee TOUHOW HACTPOUKH TOJIb3YUTECh TUAIOTOBBIM OKHOM Ab3ay.

MexCcTpOYHBbIN MHTEPBAJ
[To ymMOT9aHUIO UCTIONB3YETCS OJMHAPHBIN MEKCTPOYHBIA MHTEPBAT (MHTEPAUHBIK). OqHAKO
MO’KHO YCTaHOBUTH MOJYTOPHBIA WM IPYroid MHTEPBAT MEXAY CTPOKAMU MPU MOMOIIH JAUAJIOTOBOIO

=

OKHa A0O3ay WK KHOIIKU Ha BKiaake I 1asnas
Br1OpaHHbIil MEXCTPOYHBIA HHTEPBAJI BIHMSIET HAa BCE CTPOKU BBIJICJICHHBIX a03aIleB WM Ha BCE

CTpokH ab3ara, B KOTOPOM HaXOJIHUIICS KYpCop.

Jlo0aBieHne o0pamiIeHUS M 3aJIMBKH
Bokpyr a63anee MS Word mo3Bosisier HapucoBaTh paMKH WM J00aBUTH JMHUHU C JHO0O0M

CTOpOHBI a03ana. Takke MOXHO J00aBUTH (POHOBOE 3aMoOJIHEHWE. DTHU JCUCTBUS BBIMOTHIIOTCS C

- 3y -

u [{eem 3anuexu Ha BKJIaJKe [ nasnas.

IIOMOIIBIO KHOIIKH FpaHML{bl

Co3nanue OyKBHIIbI
ddext OyKBUIIBI JJIsi OJJHOM OYKBBI, CTOSIICH B Hadaje ad3ala Wid JJs [eJIoro CIO0Ba, CO3/1aeTCs
Ha BKJIagke Bcmaska TyTeM BBHIOOpPAa COOTBETCTBYIOIIEH KHONKHM W HACTPOMKU MapamMeTpoB

OYKBHIIBI.

dopMaTHpOBaHHE CIIUCKOB
Kaxknprii 25ieMEeHT crmcKa TpencTaBlsieT cOOOW OTAeNbHBIA ab3am. JIjis co3maHusi CrmcKa-

OIOJJIETEHST WJIN HYMEPOBAHHOI'O CIIMCKa BBIACINUTC Ha6paHHBIfI CIIMCOK MW HaXMHUTC KHOIIKY
19



- —_ J—

i
o — 73—

Mapruposannwiii cnucox =~ umn Hymeposannwiii cnucok ‘— Ha BKiagke [nasmas. Y mamsiorcs
CHUMBOJIBI CIIMCKA aHAJIOTUYHO.

Jlis MoauduKalud CUMBOJIOB OIOJUIETEHSI UM HyMEpalluu B BBIJCICHHOM CITHCKE BhIOESpPHUTE
KoMaHy VI3MEHUTH CIMCOK, IIEIKHYB IO YEPHOH CTpEIKe PsIOM C KHOMKOM crmucka. Bribepure
dopmar HOMepa wiM Tun cuMmBosna. Kpome Ttoro, B auanmore CHHCOK MOXXHO Ha)XaTb KHOIKY
Usmenums...n BbIOpaTh HOBBIM CHUMBOJI, KOTOPBIA OyJeT WCHOIB30BaH B KadyecTBE MapkKepa

Orosuterens. (Hanpumep, ) — cumonbHbIM wpudT Wingdings, W 1 & — mpudt Webdings).

Co3naHue HepapxXn4ecKoro CmucKa

R
a—w

Ha Bxnanke / 1a6nas BRIOEpUTE KHOTIKY MHOTOYPOBHEBOTO CITUCKA  +°

Bribepute dopmar crnmcka, Haxmure OK. C momompro KHONOK Veeruuums omcemyn W

RIEa

Ymenvuume omcmyn Ha BKJIaAKE Thasunas YCTAaHOBUTEC HCPAPXHUIO IBJIEMCHTOB CIIMCKa

(Takke MOKHO BOCIOJIb30BaThCs Kiasuiieit TAB).

CopTupoBKa cnimcka

TexcT MOXKHO yNopsAI0YUTh MO an(aBUTy, IO YUCTAM WIIA J1aTaM.

A
Hcnone3ys xHonky Copmupoexa il , MOXHO COpPTUPOBaTb II0 TPEM KPUTEPUAM

OIHOBPCMCHHO B BO3pAaCTArOIIEM UJINA y6BIBaIOH_IeM opsJaKe. COpTI/IpOBaTB CIITMCOK MOXXHO KaK 10, TaK

u niocye no6apneHuss HyMmepauuu. [locine copTUPOBKH CITUCOK aBTOMAaTUYECKH MIEPEHYyMEPOBBIBAETCS.

Co3nanue U NpuMeHeHUe CTHJIel

K BBIJCJICHHBIM a63auaM JAOKYMCHTA MOKHO HNPUMCHHUTL Cmuilb — COXpaHeHHBIﬁ mona
oTpeieTICHHBIM UMEHEM Ha0op mapamMeTpoB (opMaTUpOBaHUS.

Word mpemiaraer BOCHOJB30BAThCS TOTOBBIMH CTHIISIMH, a TakXe JaeT BO3MOXKHOCTh
cO3JaBaTh CBOU CO6CTB€HHBI€ CTUIH. BBITOTHAIOTCA dTU Z[ef/'ICTBHﬂ IIpHu MOMOIIN KHOIIOK U3 I'PYyHIIbI

Cmunu Ha BKIaake I nasnas.

Adab5BsT AaBOF AaBOF AsbsBelt AahE6Be] AaBG6BEl AaB6Br  AabGBel 1ab [ A4aB6Bsl AaF6Bel Aab6Bel AABEBEI AABBEBB | "%_
Beigenerne 3aronoso.. HazsaHwe T HaseaHw.. T O6wdHbEA  Mogzaron... Crporui T Bes uHTe.. CnaGoeE. CHABHOE .. Uwtata 2 Boigenend.. Cnadas cc.. CHABHAA C..  _ HsmeHuTe
cTian T

CTiam 1

Pucynok 15. Cnucok cmuneii 0oxymenma
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I[JISI CO3daHusA COOCTBEHHOT'O CTHIIS H606XO[[I/IMO BbI3BAaTh IMAHCIb OJIA pa6OTBI CO CTHIIIMH

A

MzmeHnTE
cTHAM T OTHpBITE NaHenb Ana paboTol

o [——  CO CTHAAMH
IIPpHU TOMOIIU COOTBETCTBYIOIICH KHOITKH !

Ha nosBuBmieiics B HpaBOfI YaCTHU OKHa MpOrpaMMbl MaHCIN CICAYCT BBI6paTL KOMaHay IJId

CO3aaHWs HOBOI'O CTHUJIA U YKA3aThb €T0 MapaMCTpPhI:

' T 5
Cozganue cruns m
CeoiicTea

Wna: Cruns1

Crunb: Absaua E]
OcHOBaH Ha CTUNS: W Oferrwit E
Crins cneayrowero abzaua: W Crwmsl E]
DopHaTHpoBarme

Cm(mﬁ'rm[a 11 B X K 4 AsTo ':v]

E=E 2 8| == = |12 2| & &

OGpa3sey Tekcra O6pasey Tekcra Obpasey Texcra OGpa3zew Texkcra O6pasey Texncra Obpaseuy Texcra
Obpasey Texcra O6pasey Texcra Obpasey Texcra OBpasey Texcra O6pasey Texwcra Obpasey Texcra
Obpasey Texcra OGpasey Texcra O6pasey Tekcra OBpasey TexcTa

CTinb: kcnpecc-<Tine
OcrosaH Ha crune; OBsrsLIt

[V] pobiasurs B crmcox axenpecc-ctuneit || OBHOBNATE aBTOMATHHECKH
© TOnLKo B 3TOM AOKYMEHTE () B HOBBIX AOKYMEHTAX, MCIOMB3YIOWMX STOT WabnoH

Sopnar * Lo |

Pucynox 16. Oxno «Coz0anue cmunsy

[Tocne Toro, kak CTHIIb OBUI CO3/IaH, CIEAyeT MPUMEHHUTh €ro K BeIOpaHHOMY ab3aily. HoBblit

CTHJIb OTOOpa)KaeTcsl B CIIUCKE TOCTYIMHBIX CTUJIEH U XPAHUTCS B JJOKYMEHTE.

3AJJAHUE 1

Ortkpotite daitn 3ananue 3.doc U3 yka3aHHOH MpenoaBaTesieM NarKH.

COXpaHI/ITC (bai/'m moJ TakuM XK€ HMMeHeM Ha aucke H: u Bce nociacayromue JeiCcTBUS

BBIITOJIHSIUTE B HEM.

BrinonauTe cnenyoomnme qeHCTBUsA:

1. K TCKCTY HpaBOfI KOJIOHKHW TMPUMCHUTC q)OpMaTI/IPOBaHI/IC, YKa3aHHOC B JIEBOM KOJIOHKE.
Arial * 13 | A" AT Aa~ ﬁ.}
K & Y - abe x, X By . A -
Hcnons3yiite okno Lpugpm Wpuer L
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YcTtaHosuTte wpndT Arial Terra incognita

YcmaHosume KypcugHoe HadepmaHue Terra incognita
YctaHosuTe pa3mep wpudrta 14 Ot Terra incognita
YcTaHoBUTE CMHUIA LBET WpudTa Terra incognita
YCTaHoBMTE BOMHUCTOE NOAYEPKMBAHNE Terra incognita
YcTtaHoBuUTe TeHb ANA TekcTa Terra incognita
YcraHosuTe * " nnpekc cnosa Terra incognita
YCcTaHOBUTE CKPbITbIA TEKCT Terra incognita
YCTAHOBWTE MAJIBIE MPOMVCHBLIE Terra incognita

[TpumenuTe k ab3ally BbIpaBHUBAHUE 10 IIUPHHE:

Bri6epute B meHto CripaBka komanay CrpaBka o Microsoft Word. Eciu momontank
BKIIIOUCH, OH MOSIBUTCS. ECIIM MOMOITHUK BBIKJTFOUEH, TIOSBUTCSI OKHO CTIpaBKH. YTOOBI
BBECTH BOIPOC B OKHE CIIPABKH, EpeiinTe Ha BKIAIKy MacTep OTBETOB.

[Tpumenute k ab3ally BIpaBHUBAHUE 10 LIEHTPY:

Bri6epurte B meHto CipaBka komanay CrpaBka o Microsoft Word. Eciu momomntank
BKIIIOUCH, OH MOSIBUTCS. ECIIM MOMOITHUK BBIKJTFOUEH, TIOSBUTCSI OKHO CTIpaBKH. YTOOBI
BBECTH BOIPOC B OKHE CIIPABKH, EpeiinTe Ha BKIAIKy MacTep OTBETOB.

YcranoBute Jutst ab3aria KpacHYIO CTpOKy 1,5 cM:

Bri6epute B meHto CnpaBka komanny Cropaska mo Microsoft Word. Ecnin momomank
BKJIIOUEH, OH MOSIBUTCS. ECITM MOMOILTHUK BBIKIIIOYEH, TOSIBUTCS OKHO CIpaBKH. YTOOBI
BBECTH BOIPOC B OKHE CIIPABKH, IEpeiinTe Ha BKIAIKy MacTep OTBETOB.

YcranoBute 115 ab3ana MOITYTOPHBIN MEKCTPOYHBII HHTEPBA:

Bribepure B Mento CrnpaBka komanny Cropaeka mo Microsoft Word. Ecnu momormHuk
BKJIFOUCH, OH TOSBUTCS. ECIM MOMOITHMK BBIKIIIOYEH, TOSBUTCS OKHO CIpaBKH. UTOOBI
BBECTH BOIIPOC B OKHE CIIPABKH, EpeiinTe Ha BKIAKy MacTep OTBETOB.

YcranoBute 115 ab3aa OTCTYI clieBa 2 CM, HCTIONb3Ysl OKHO A63ay:

Pucynok 17. Bvi306 ouanozogoeo oxna Ab3ay
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10.

11.

12.

Bribepure B Mento CrnpaBka komanny Cropaeka mo Microsoft Word. Ecnu momormHuk
BKJIIOUCH, OH TOSBUTCS. ECIiM MOMOITHMK BBIKITIOYEH, TOSBUTCSA OKHO CIpaBKH. UTOOBI
BBECTH BOIIPOC B OKHE CIIPABKH, MEPEHANTE Ha BKIaJKy MacTep OTBETOB.

VYcranoBure 11 ab3ana OTCTYI cripaBa 2 ¢M, HCIIONB3YsI MapKep TOPU30HTAILHON JIMHEHKH:
Bribepure B Mento CrnpaBka komanny Cropaeka mo Microsoft Word. Ecnu momomiHuk
BKJIFOUCH, OH IOSIBUTCS. ECIiM MOMOITHMK BBIKITIOYEH, MOSBUTCS OKHO CIpaBKH. UTOOBI
BBECTH BOIIPOC B OKHE CIIPABKH, MEPEHANTe Ha BKIAAKy MacTep OTBETOB.

YcranoBute nepes ab3anem naTepsan 12 nr, nocie — 6 nr:

Bribepure B Mento CrnpaBka komanny Cropaeka mo Microsoft Word. Ecnu momomHuk
BKJIIOUCH, OH TOSBUTCS. ECiM MOMOITHMK BBIKITIOYEH, MOSBUTCSA OKHO CIpaBKH. UTOOBI
BBECTH BOIIPOC B OKHE CIIPABKH, TEPEHANTE Ha BKIaKy MacTep OTBETOB.

YcranoBure obpamiienue(3 nt) u 3anuBky ad3ama (10% cepsrit):

Bribepure B Mento CrnpaBka komanny Cropaeka mo Microsoft Word. Ecnu momormHuk
BKJIFOUCH, OH TOSBUTCS. ECIM MOMOITHMK BBIKITIOYEH, MOSBUTCS OKHO CIpaBKH. UTOOBI
BBECTH BOIIPOC B OKHE CIIPABKH, MEPEHANTE Ha BKIAKy MacTep OTBETOB.

YcTraHoBHTe JBOWHOE TOJYEPKUBAaHNE a03a1ia CHHU3Y:

- Buigenenne T 3aronos... T 3aronos...

l

HupxHAA rpannua

BepxHaa rpaHnua

fopWU3OHTaNBHAR AMHWUA

HapwucosaTe Taénnuy L
OTo06pasznTb CeTRY /
FfpaHuusl ¥ 3aNMBKa... -

Pucynoxk 18. Bvi306 duanocoeozo okna I panuysl u 3a1usxka

DER ®

Bri6epute B meHto CnpaBka komanny Cropaska mo Microsoft Word. Ecnin momomank
BKJIFOUCH, OH IIOSABHTCA. Ecmu IOMOIIIHUK BBIKJIIFOYCH, MOSABUTCA OKHO CITPpaBKH. I’ITOGI:I
BBECTH BOTIPOC B OKHE CIIPABKH, TIEpEHANTE HA BKIAAKY MacTep OTBETOB.

Co3znaiite OyKBHITY BBICOTOW B TPU CTPOKH:

Bri6epute B meHto CnpaBka komanay Cropaska mo Microsoft Word. Ecnin momormank
BKJIIOUEH, OH MOSIBUTCS. ECITM MOMOLTHUK BBIKIIIOYEH, TOSIBUTCS OKHO CIpaBKH. YTOOBI
BBECTH BOTIPOC B OKHE CIIPABKH, MIEpEHANTE HA BKIAAKY MacTep OTBETOB.

[IpeoOpasyiiTe TEKCT B HYMEPOBAHHBIHN CIIHCOK:

Kakwue cpenctBa B3 HCTONB3YIOTCS B YIPaBICHUN

Bunb Tenedonnoli u TenerpadHoi CBIA3U

[ uero HyeH MoaeM
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13. PazopBute cnucok mnepen ciaoBoM [lonyuamens W BCTaBbTE HEHYMEPOBAHHBIM 3aroJoBOK

Pexsuszum:
1. Bxoasmui JOKyMEHT 1. Bxozsmmit JOKyMeHT
v 2 4 i C
2. Mcxomsmuii 1 OKYMEHT 2. Hexoaammit J0KVMEHT
3 I Pexenaut
. 0JIY4aTcCib 3. HO.‘I}"Ia TeTs
4. OtnpaButenb 4. Ornpaeutens

14. TIpeoGpa3yiiTe TEKCT B MAPKHUPOBAHHBIN CITHCOK
byxranrepus
TexHuueckuid OTaeN
AnMUHUCTpALMS
bubnuoreka
15. Usmenute Mapkep criucka Ha [X] u oTcopTupyiite ero no andasury
e byxranrepus
e TexHUYECKHUH OTHOEN
e AIMHUHUCTpaUUs
e bubmuoreka
16. Co3nmaiite MepapXU4ecKuid CIHMCOK, TJI€ 3aroJIOBKaMU IEPBOTO YPOBHS SBISIOTCS Xo0O0u,
Cnadocmu, Pazeneuenus:
Xo606u
Pri6anka
BrimmBka KpecTUKOM
Cnanoctu
[Toxonan
Mapwmenan
Pa3Bneuenus
Kuno
Hupx
Myseii

17. Tlpumenute Kk ciemyromemMy ad3amy ctmib Office:

24



AabsBsI AaB0bl AaBOE Aab6Bi AabGBr | AaboBsl R =

Buigenenme T 3aronos.. 7 3aronce.. T 3aronce.. T 3aronose.. | T O6HYHBR
Meta CTIANA:

Obnrarmnt

AABEBE AABBBB Aab6Bsl
A3 ... - [ T oro | [0 INEN

CoXpannTe BEGENeHHEI HPArMENT KaK HOBBIA JXCNPECC-CTHAE..
DuncTHTe Hopmart
MpwumeruTs criwam..

Pucynox 19. Bvibop cmuns ons ¢ppaemenma mexcma

{abéBsl AAB

Bogenenn... Cnatan cl... CHAbHAA C... HaszsaHKe,.

7| Mera cTuned asTosaBEpLEHIR

e

Bribepure B Mento CrnpaBka komanny Cropaeka mo Microsoft Word. Ecnu momormiHuk
BKJIFOUCH, OH TOSBUTCS. ECIiM MOMOITHMK BBIKITIOYEH, TOSBUTCS OKHO CrpaBKH. UTOOBI
BBECTH BOIIPOC B OKHE CIIPABKH, NTEpeiinTe Ha BKIaIKy MacTep OTBETOB.

18. B mpaBoii KOJIOHKE YKaXXHTe, KaKHhe 3JIEMEHThI (popMaTUpOBaHMs puMeHeHsl k ctuisiM Office

u Kurs.

Cruib IIpumenenHoe popmaTupoBaHue

Office

Kurs

19. Co3naiite s cienyromero absama cTuiab Tango, K KOTOpPOMY NPUMEHHMTE CIEAYIOIIHNE

anemeHThl popmatupoBanus: mpudt Courier, ¢ TEHbIO, MOAYEPKHYTHIN, CHHHI IBET mpudTa.

tl % 24 Haimw -

a
2ac JaMEHNTE
_ MameHnTe
cTHAn ™ 4 Bugennts *

Crunmn
O4MCTHTE BCE ~

Arial

Arial, kKypos BoizoB okHa
Arial, Manoie NponMCHLE Cmunu

Kurs

i_ Office
3aronosokx 1

3aronosox 2

A 4 a4

3aronosox 3 CozpaHue

3aronosox 3 + 12nT HoBoro

3aronosok 3 + 12 NT, KypC cTunA

3aronosox 3 + 12nT, HEN

|_| MNpeasapuTents)
. 1T b (BAZAHHLIE CTUNM

|_zji] ’j'r: L’}!j| MapameTpet...

Pucynox 20. Bvi306 okHa co30anusi H08020 CMUs
Bribepure B Mento CrnpaBka komanny Cropaeka mo Microsoft Word. Ecnu momomiHuk

BKIIIOUEH, OH TOSIBUTCS. ECITM MOMOIHUK BBIKIIIOYEH, TIOSIBUTCSI OKHO CIpaBKH. UTOOBI
BBECTHU BOMPOC B OKHE CIIPABKH, MepeiIuTe Ha BKIAAKy MacTep OTBETOB.
20. JloOaBbTe B MOKYMEHT BepXHHME (Ha3BaHHE OpPraHU3alMd U HOMEp CTpPaHUIIbl) M HIDKHUE

(Ha3BaHME TOPO/Ia) KOJOHTHUTYIIHI .
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21. BHU3y cTpaHMIIBI BCTaBhTE ATy CO3AaHMS JOKyMeHTa (MeHIO «BcTaBkay).

22. CoxpaHuTte u3MeHeHus B JoKyMmeHTe 3ananue 3.docx.

3AJAHHE 2

1. Coznaiite daitn ¢ umenem 3aganue 4.doc Ha qucke H: u opopmute ero mo oo6pasiry.

2. BemonauTe TPOBEPKY Opdorpadum.

3. Ilpu co3nanum JOKYMEHTa IPUMEHHUTE CIEAYIOIINE IEMEHThI (HOpMaTHPOBAHUS:

mpUQT Bcero foKyMmeHTa — Arial

Ha3BaHUE MPEeANPUITHSI — pa3mep mpudTa 18 nrt, Bce mponucHbIe, 3aMBKa (oHa ab3ara —
OneTHO-3€eTeHast, MoAUYepKUBaHue ab3ara CHU3yY

JUTSl Ha3BaHUS JOKYMEHTAa — MHTEPBAJI JI0 U 1ocie ad3arma 24 nt

JUTs ab3a11eB ¢ JaTOM MUChMa, TIOJDKHOCTHIO M (hpaMUITHEl UCTIOTHUTENST — OTCTYII CiieBa 8
CM, MHTEPBAJ JI0 U Tociie ab3ama 24 0t

JUJIS1 OCHOBHOT'O TEKCTA JOKJIaAHOM 3aMMCKH 3a/1aiiTe KPacHYI0 CTpoKy 1,25 cwm,
IIOJIyTOPHBIN MEXAYCTPOUHBIN HHTEPBAII

Mapkep crucka Beioepute u3 mpudrta Wingdings

4. TIpoBepbTe COOTBETCTBHE BhIpaBHUBAHMS a03alleB U HaUepTaHUsI mpuQTa 00pasiry.

5. Coxpanure u3MeHeHUs B TokyMeHTe 3aganue 4.docx.
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FTAPAHT JTIOKC

OBWECTBO C OTPAHUYEHHOW OTBETCTBEHHOCTBIO

15/09/2016

[loknagHaA sanucka

Mpowy yTBEpAWTL pacnpedeneHWe KeapTanbHoOW npemun B pasmepe 50000
pyGnei mexay coTpyaHUKaMK oTAena npodak. B pesynsTtaTte HEBbINONHEHNA ro40BbIX
NNaHoB Npoda rofoBoW MpemuanbHbiil POHA He NPegycMOTPeH, HO B Te4eHue
KBapTana Hakonunuch HepacnpefeneHHble cpeacTea.

anMMH H& Ha4YMCnAeTCA.

» COTPYAHWKY oTgena pa3suTMA Onbxosy B.M., T.K. B aBrycre €ro npojaxu

He3Hau4uTEeNbHbIE;

» COTPYAQHWKY oTAena paseutuAa DBpaHkeewdy E.[., T.K. TONbKC B aBrycre
3aKOHYUNCA UCNbITaTeNbHbIN CPOK;

» CcOTpygHUKY otgena npogax KoeaneHko P.O., T.K. HeT npogax Mo HOBbIM

KNMUeHTamMm.

PykoBoAWTENb OTAena npoaax

YnbaHosa C.A.

M KOHTPOJIBHBIE BOIIPOCHI

Kaxkue mapameTps! odopmiienus mpudTa BaM U3BECTHBI?

Kak BbI3BaTh Ha 3KpaH OKHO HACTPOWKH IMapaMeTpoB mpudra?
IlosicHuTE Ha3HAYEHNE MAPKEPOB FOPU3OHTAIIHOMN JIMHEUKU.
Kak no6aButh k ab3aiy rpaHuily ¥ 3aIUBKY?

Kakne Bunnl crimckoB BaMm u3BecTHBI? Kak oHu co3marorcs?

YT0 Takoe CTUIIL?

AU o

Onuiure AJITOPUTM CO3JaHUA HOBOI'O CTHJIA U €0 NPUMCHCHUS K (I)paFMeHTy TCKCTA.
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INPAKTUKYM 3. Taéauubl B TEKCTOBOM JT0KYMEHTE

KPATKAA CIIPABKA

TaOau1bl HCTIONB3YIOT IS YIOPSIIOUEHUs [IU(PPOBHIX U TEKCTOBBIX JaHHBIX B JIOKyMeHTax. Mx
PEKOMEHAYETCSI IPUMEHHUTD sl pa3MelieHus HH()OpMaIui U CO3/1aHusl TAKOW CTPYKTYpPbI CTPAHHIIBI,
Py KOTOPOH TEKCT M rpaduKa pacrojararoTcsi Ha CTPaHMIE B BHJE KOJOHOK C NMPHMBIKAIOIMMU
a03aaMu.

Jlnst opraHu3anuu paboThl ¢ TaONULAMH CIYKUT BKIaaka Bcmaeka, Tpynna Tabauya. 3nech
coOpaHbl KOMaHJIbl, IMO3BOJSIONIME CO3JaTh TaONMIy C 3aJaHHBIM YHUCIOM CTPOK/CTOJIOIOB WIIN

HapucoBaThb €€.

Co3nanue TadJuIbI

I[J'DI CO3JaHusA Ta6J'II/II_IBI MOKHO BOCITIOJIB30BAaThHCS OJJHUM U3 BAPUAHTOB!

==

iTaﬁnnu,al PrcyHok KapTwHka durypw ! En&m{a TabAuuel |M
TaEumu;a Ax? 1 Pasmep Tafnvus
1 O] 1. BeraButh TaBAMLY © 230aHHBIM P B o
KoMMuecTEoM CTpok/cTonBuos = ' T
DDDDD ¥ Yucno crpok: 2 ==
DDDDDDDDDD b AsTonoabop wwpuHel cTonBuos
EEEEEccEce) T
§ @) nocToaHHEs: TO I
N 2. BcraemTo Tabnuuy © 04HOBPEMEHHBIM ) mo coaepoty
DDDDDDDDDD ' YKAZaHMEM ) O WKMpMHE OKHa
i AONONHUTENBHBIX NapamMeTpoB
I |
B | :Bivani vasmnt. | [7] Mo ymonuarmo ansa Hossx Tafmw
Hapucosate TaBauuy & 3. HapucoBate Tabnuuy [ 0K J [ OTHEHE
- . \ g

TaBauua Excel % 4. BcraeuTe TaGnuuy MS Excel
SKCNpecc-TabanLel é— 5. Boibpate roToBwIi BapraHT Tabnuuel

{6 & & @8

Pucynok 21. Cnocobvl 6cmasku mabdauyvl 8 00KyMeHm

B MS Word umeercss BO3MOXHOCTh NpPeoOpa3OBBIBATH TEKCT, pa3AelCHHbIM MapKepaMu
ab3aria, 3amsIThIMA WK 3HAKaMU TaOYJAIUMU, B SYeHKHU TaOauIel. st 9TOTO BBIACHAETCS HAOpaHHBIH

TEKCT, U BBINIOJIHAETCA Komanaa Tabauya, I[lpeobpazosams 6 mabauyy...

Broligesienne siueek, CTPOK U CTOJI0LOB
JIisi BBITIOJTHEHUST JIEUCTBHI C JJIEMEHTAaMHM TaOJHIIBI, WX HEOOXOJAMMO TpPEIBaApUTEIHLHO
BBIIEINTE.

BapI/IaHTBI BBIACIICHUSA 3JICMCHTOB T216J'II/II_IBI C IMMOMOUIBIO MBITITH NPCIACTABIICHBI Ha PI/ICYHI(C 22.
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Mepuoa | Pesynbrar | Mepwop | Pesynbiar Mepuog,

1keaptan | 45 . [E | 1 keapTan

2keaptan | 64 | ﬂ 2xeaptan | B4 | 2keaptan

3 keapran 57 3 keapran 57 3 keapran

a) BolgeneHue Aueiiku 6) Bulgenenue cTpoku 8) Buigenenune cronbuya r) Boigenenue Tabnuuys

Pucynok 22. Cnocobvi ebidenenus snemenmos madbauybsl

[Tpu pabote ¢ Tabnuel cTaHOBUTCS JOCTYITHOW HOBas BKJIaJAKa - Makem , Ha KOTOPOH TaKxke

MNPUCYTCTBYCT KHOIIKA, IMO3BOJIAOIIAA BBIACIINTD (bpaFMeHTBI TaGHI/II_ILII

KoHcTpykTOp Maker

| B =
Te ABTONOAGOP |BrigeanTs OTO6pasuTL CBONMC
y = v | ceTky

Brigenute auenky

L

L8 1 9" ] Buaeauts cronbey
B BuogenuTb CTPOKY

B Bugenwts Tabanuy

=T TITY T

Pucynox 23. Henoavsosanue sxnaoxku Makem 015 gblOenieHus 31eMenmos maoauysl

JlobaBJsienune/yaajieHue CTPOK U CTOJIOIOB

UtoObI 100aBUTH/yAAIUTh CTPOKH M CTOJOIIBI, BBIICTUTE TAKOE YUCIIO YK€ CYIIECTBYIOIMINX

CTPOK WJIM CTOJIOIIOB, Kakoe TpeOyeTcs: J00aBHUTh, a 3aT€M BBIOCPUTE HY)KHYIO KOMaHIy Ha BKJIAJIKE

Makem:
PasmeTka cTpaHmubl Ceutnkm Pacceinkmn PeueHInpoBaHune Bua KoHcrpyxTop Maxer

”
2] Buicora:

= @ E B = = =

1H1UTe Pasgenute Pasgenuts AsTonoa6op :3 LWmnpuHa:

| CBEPXY (HW3Yy  (CNesa  (npasa ayenKm ayenku  Tabauuy v
| % yaanurs aueiiku... huet s O6beguHeHne
=‘x"" YaanuTte cronbubl ‘3"3'"1'l'2':-@-d-|-5-|-6}_1IE'7-|.3-..9...1°...u.,

« = YaanuTe CTpoku kL

[ Yaanurb Tabanuy

TV VT .

Pucynox 24. Jlobasnenue/yoanenue snemenmos mabauyvl ¢ HOMOWb0 6K1a0ku Makem

Uto0bI 100aBUTH MYCTYIO CTPOKY B KOHEILl TaOIMIIbI, yCTAHOBUTE KYpPCOP B MOCIIEAHIONI SUEHKY

1 HaxMuTe Kinapuiry <TAB>.
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CBoiicTBa 3JIEMEHTOB TA0JIHIIBI

CpoiicTBa TaONIUIIBl, @ TAaKXKe €€ JIEMEHTOB — CTPOK, CTOJIOLIOB U SA4YEeK, MOXKHO 3aJaTh MPHU

S |
nomoiy okaa Ceoticmea TabIuLbl U3 rpynusl Tabnuya “5°YCsa
B HeMm 3amaroTcsi Takue mapameTphl: IIMPUHA M PACIOJIOKEHUE TaOIHIIBI, 00TeKaHHE TEKCTa
BOKpYT TaOnuibl. Ha oTnenbHBIX 3aKiakax HACTPaMBAIOTCS CBOMCTBA KOHKPETHBIX CTPOK, CTOJIOIIOB

unu siaeex (cm. Pucyrok 25).

CBOHCTBA TaGIHLDI RazHeL]
CTpoka 3
CTpoka | Ctonfey | Aqefika [ ewicaTa: DIEHHM;
Pasmep MNapareTpkel
] wrpkna: e AuHHLEL: PaspEWMTE NEPEHOC CTPOK Ha CNEAYHILLYHY CTPEHMLY
BbIpagHHEaHHE
EE EE EE OTCTYM CNEBa! [ % MpeAblAYLLEA CTPOKA ] [ CAEAYHIWAER CTROKS ¥
_— ] ] 1,14 M ::f PazMep
CTonfey 1:
ot pcIL=HT Pl tHp2Ed WHpHa:  |S,44cm 2 sauHMuel [ Canmimerpel v
DATEKAHHE = o
[« Npeakiayumi cTonbey, ] [ CRE AWM CTonGew, Hk
Eli % Tabnvua | CTpoka || CTonBeuy
Pazmen
et BARRT WMPHHA! ZM 3 EAMHMUEL | CaHTHMETPBI v
BepTHEANEHDE BEIPAEHHMEaHHE
[PaHHuEl K 3anHEEa,. . l [ MNapameTpil. .. ] I%l I%| I;l
[ QK l [ OTHEHS l
CEEpXY Mo WeHTPY CHHZY
NaparieTpedl. ..

Pucynok 25. JJuanocosoe okno Ceoticmea madauywvl

HN3MeHeHMe IMUPHUHBI CTOJOIOB H BHICOTHI CTPOK, IAPAMETPOB SIYeHKH

To4yHoe yKkazaHue UIMPUHBI CTOJIOIA MM BBICOTHI CTPOKH BBINOJHsAETCS B okHe Ceoticmea
maobauysl, BBIOOPOM COOTBETCTBYIOMIEH 3akianku (Pucynok 26). Takxke MOXHO TIEPEMECTHTH MBIIIBIO
TpaHUILy CTPOKHU/CTOJIONA HITH TTIEPEIBUHYTh MapKep IPaHUIIbl Ha SKPAHHOW JIMHEHKE.

Hactpoiiky mapamMeTpoB CTpPOK/CTOJOLOB/IUEEK MOMXHO TAaKXe BBITIOJHUTH MPHU TTOMOIIU

KHOIIOK Ha BKJIagke Makxem.

— ; T B
| DOoxymentl - Microsoft Word
KoHcTpyxTop Maker
=g - — == = A:
=== :1_| Bruicota: 0,48 cm v ;E BuipOBHATL BEICOTY CTPOK _'l _J = — |
s=5=5 —
b ABTONOA6OP I lUmpuma: 338em - T Bum ; 6 Hanpasnexue [Mons
td 213, v (i) BelpoBHATE WHPKHHY CTOAGL 0B e e
f B Texcra AYENKH
Pazmep A4enKn " BripaBHWEaHMe

Pucynok 26. Hacmpotixa ceouicme s1emenmos madauysl ¢ noOMOwbI0 6kiadku Maxem
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Oo0pamMJiieHue U 32JIMBKA ST4Y€eK

Uro6bl 3a7aTh oOpamiieHHE U 3aJIMBKY S4Ye€eK, HY>)KHO BbIOpaTh Ha BKIAAKe [ 1aséHas KHONIKU

{!‘:’* b -
3anuexa i [ panuywl . DTH %e KHOIKH NMPpOoayOIupoBaHbl HA BKIaAKe Koncmpykmop.

Hymepanus siueek Tadauubl

Hywmepanus siueex TaOaMIIbl OCYIIECTBISIETCS PU IIOMOIIH KHOTIKU HyMeposanuwili cnucox.

®opmyJibl B TA0 M IIE

£
S
C mnomomipto KHONKUA @Popmyna  POPMYNE MOKHO BBIMIOJHSTH BBIYMCIICHHS, 3alMCHIBas B
OTJENbHBIE STYCHKN TaOIuIBl PopMysbl. B dhopmysie MOTYT HCTIONB30BAThCS:
=  AGcomoTtHble aapeca siueek Tadmuiel (Al; B10; C15 u 1.1.) nim agpeca quanazonos (C5:F10)
=  KOHCTaHThI — YHCIIA, TEKCT (TEKCT OEpeTcs B ABOMHBIC KABBIYKH)
*  3HaKM MaTeMaTUYECKUX U JOTMYecKux omepauuit +,—,*,/, %, ", =,<,<=>,>=,<>
= KiroueBble CIIOBA JUISl CCBUIKM HA IUAIa30HbI SYEEK:
LEFT — sideiiku B CTpOKE, pacIoioKEHHBIE CJIeBa OT STUYEHKH C (OpMYIIon
RIGHT - siueiiku B cTpoKe, pacmoioKEeHHBIE CIIpaBa OT SYeUKH ¢ popmymnoin
ABOVE — siaeiiku B cTOJIOIE, paCIIONIOKEHHBIE CBEPXY OT SYEHKH ¢ popmynon
BELOW — sueiiku B cTosO11€, pacrtoioKeHHbIE CHU3Y OT SIMEUKHU ¢ (hopMyIToi
=  Bcerpoennsie Gpynknuu MS Word. Hanmpumep :
SUM — cyMMa 4uces B yKa3aHHOM JIMalla30He
MIN — MUHUMAaIBHOE YUCIIO B YKa3aHHOM JHala3oHe
MAX — MakcuMaJabHOE YMCIIO B YKa3aHHOM JIMana3oHe
AVERAGE — cpegnee 3HaueHue ynceln B yKa3aHHOM JUalia3oHe
U JpyTHeE.
Ecnmu B Tabmuie mpenmnoyiararotcss Ooibiine OOBEMBI CIOXKHBIX BBIUYMCICHHHA, TO IyYIlle

MCIIOJIB30BATh JUISl €€ CO3/IaHms TabauuHbIi mporeccop Microsoft Excel.

3A/TAHHE 1

Ortkpoiite ¢aitn 3aganue 5.docx U3 yka3aHHOM MperoiaBaTesieM Marky.
Coxpanute Qaitn 1moj TakuM Xe HMMeHeM Ha aucke H: m Bce mocnenmyronme AeHCTBUSA
BEITIOTHSIUTE B HEM.

BeInonaute cienyronme AeucTBus:
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1. TIpeoGpa3yiiTe TekcT B Tabnuily. [I[pumMeHnTe NmpuHy CTOJIOIOB — MO COACPIKUMOMY
B cnenyrommii ctonber ctpoku
B nmpenpiaymmmii cTonber cTpoku
B xonern ctpoku
B navano crpoku
B cambrit HU3 cTonbia
Ha camplii Bepx cTonbia

2. JloGaBbTe K TabauIle CTOIOECIT ClIeBa

B cnenytowmi ctonbew, CTpoku

B npeablaywmin ctonbew, CTpokn

B KoHeL, CTpokun

B Havano cTpoku

B camblit HM3 cTonbLUa

Ha cambili Bepx cTonbua

3. JloGaBbTe K TabmuIe cToIOEI] CIipaBa

B cnepytowmii ctonbew, CTpoku

B npeabiaywnin ctonbew, CTpoku

B koHeL, CTpoKmn

B Hauano cTpoku

B cambin HM3 cTonOLUa

Ha cambii Bepx ctonbua

4. VYcraHoBUTE MHUPUHY TIEpBOro cTonbOma 1,5 cM, BTOporo — 5 cM, TpeThero — 4 cM

5. 3apmaiiTe HyMepaIuio NepBOro CTOIOIa

B cnepytowmii ctonbew, CTpoku

B npeablaywmin ctonbew, CTpokn

B KoHeL, CTpoKkun

B Havano cTpoku

B camblit HM3 cTonbLUa

Ha cambili Bepx cTonbua

6. JloGaBbTe BBEpXy TaOMWIBI CTPOKY 3arojioBka. [lognmummre Ha3zBaHWs CTONOIMOB — Ne,

HeiicTBue..., KnaBumm...(HauepTanue mpudra 3aronoBka — HOTYKHUPHBIN)
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B cnenytowmii ctonbew, CTpoku

B npeabiaywnin ctonbew, CTpoku

B KoHeL, CTpoKun

B Havano cTpoku

B camblit HM3 cTonbLUa

o G A W N~

Ha cambili Bepx cTondua

7. 3amoiHUTE MYCThIC SYCHKU TPEThEH KOJIOHKH, BIUCAB KOMOWHAIIUY KIIABUIIL

N DeicTBue. .. KnaBuwwm...
1. B cnepytowmin ctonbeL, CTpoku
2. B npeabiaywnin ctonbew, CTpoku Shift+Tab
3. B nocnegHun ctonbely Alt+End
4, B nepsbinn cTonGey,
5. B cambit HM3 cTonbua Alt+PgDown
6. Ha cambii Bepx ctonbua

8. JloGaBbTe MyCTYIO CTPOKY IOCJIE€ BTOPOH U JIBE MyCThIE CTPOKH B KOHEII TaOIHUIIBI

N | fOeitcTBume... KnaBuwm...
1. B cnepytowmii ctonbew, CTpoku
2. B npeablaywmin ctonbew, CTpokn Shift+Tab
3. B KoHeL, CTpoKmn Alt+End
4. B Hauano ctpoku
5. B cambit HM3 cTonbua Alt+PgDown
6. Ha cambii Bepx ctonbua

9. VYnpanurte TpeThIO KOJIOHKY

N | fOeitcTBue... KnaBuwm...
1. B cneaytowmii ctonbew, CTpoku
2. B npeablaywimin ctonbew, CTpokn Shift+Tab
3.
4. B koHeL, CTpokun Alt+End
5. B Havano cTpoku
6. B camblit HM3 cTonbLUa Alt+PgDown
7. Ha cambii Bepx ctonbua
8.
9.

10. Y nanurte mycTble CTPOKH M CTPOKY 3aroJIOBKa

N | Oenctsue...
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B cnenytowmii ctonbew, CTpoku

B npeabiaywnin ctonbew, CTpoku

B KoHeL, CTpokun

B Havano cTpoku

B camblit HU3 cTonbLUa

Ha cambili Bepx cTondua

© ® N o g M w0 N =

11. OuncTuTe BTOPYIO KOJIOHKY

B cnepytowmii ctonbew, cTpoku

B npeablaywinin ctonbew, CTpoku

B KoHeL, CTpokmn

B Hauano ctpoku

B cambin HM3 cTonOLUa

2 IS Bl B

Ha cambili Bepx cTondua

12. Y nanure Tadbnuiry

2 IS I ol B S B

13. TIpeoOpa3yiite TEKCT B TaOIUILY
e HaumenoBanue-Bec, kr
e JluBau-50
e Yemonan-5
e (CakBosik-6

e Urtoro:-

14. JloGaBbTe Biepenu cronderr "No " 1 3amaiiTe aBTOMAaTHUECKYIO HyMEPAIIMIO €T0 STYEeK

HanmeHoBaHue Bec, kr
[OvBaH 50
YemoaaH 5
CakBosx 6
NToro:
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15. JloGaBbTE MPEANIOCIICIHIO CTPOKY CO ClIeayIonMMu JaHnHbIMU: Kapronka, 1

Ne HanmeHoBaHue Bec, kr
1. [OvBaH 50

2. YemoaaH 5

3. CakBosix 6

4 NToro:

16. Otcoprupyiite Tabmuily mo crondiry Bec,Kr mo Bo3pacTaHUIO

Ne HanmeHoBaHue Bec, kr
1. OnBaH 50

2. YemonoaH 5

3. CakBosix 6

4. KapToHka 1

5. NToro:

17. Odbopmute CTPOKY 3aroIOBKOB TaOMWIBl (BHEITHHE M BHYTPEHHHUE TPAHUIIBI

TaOJMIBI TOMIMHOM 3 NT, LBET 3aJUBKH

BBIPaBHUBaHUE — LICHTPY)

3aroJiIoBKa

— 10% cepsril, mpudt — 12 0T, NONTYKUPHBIH,

Ne HanmeHoBaHue Bec, kr
1. KapToHka 1

2. YemoaaH 5

3. CakBosix 6

4, [OnBaH 50

5. NToro:

18. Benute B cepyro stueiiky Gopmyiry, IOACUUTHIBAIONIYIO 001Ul Bec Oaraxa

Ne HanmeHoBaHue Bec, kr
1. KapToHka 1

2 YemopaaH 5

3. CakBosixx 6

4, [nBaH 50

5 NToro:

19. O6beauHuTe MEXIY CO00I cepble TUeiKH, 3aIITPUXOBAHHBIE TUYCHKU

CHer
OkTa6pb 10 2
Hoabpb 8 10

20. U3menute HanpaBJIeHHe TekcTa B siueiikax Jloxxap, CHer Ha BepTUKAIbHOE

E::,;,qbku gHer
Hosa6pb 8 10
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21. [1na siueek, coAeprKaliux YUCIOBbIE JaHHbIE, YOepUTEe BHYTPEHHUE TPAHULIBI

.

| Ocagku
AN oz T Crer

OkTa6pb 10 2

W

Hosbpb 8 10

22. CoxpaHuTe U3MEHEHHUs B TIOKyMeHTe 3aianue 5.docx.

3AJAHHE 2

Cozmaiite daitn TUTYyIpHOrO JMCcTa Uil oopMiIeHUST TeYaTHBIX paboT B Akaaemuu. [lpm

CO3JIaHUU Ta0JIOHA YUTHUTE CIIEYIONTEe TpeOOBaHMUS:

1.

00513aTeNIbHO BECh TUTYJIBHBIN JIUCT OOPMHUTH B Tabnuie 6e3 00paMiIeHus;

. pasmep mpudTa - 120T, Tema paboTsI - 18 mT;
. BBIPaBHHBaHUE TEKCTA B TYEHKaX TaOJIHIIBI - 0 00pas3Iy;

2
3
4.
5

MEePUOINYECKH BBITIOIHAThH MPEIBAPUTEIBHBIA TPOCMOTP JOKYMEHTA U COXPAHSTh €ro;

. JI1 OpUCHTAlIUU IO YKA3aHHBIM pasMEpaM UCIOJb30BATh 'OPU30HTAIIBHYIO U BECPTUKAJIILHYIO

nuHelku u komanny Cgoticmea mabauyst U3 MeHO Tabnuya

Coxpanwute ¢aitn mog umeHeM TUTyIbHBIN JTUCT. docX.
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HETOCYTAPCTBEHHOE OFPA3SOBATEJIBHOE YUPERIEHIE
BEICIIEI O ITPOPECCHOHAIBHOT O OEPAZOBAHIA
TOIBATTHHCKA S AKA TEMITA VITPABJIEHIT A

Hazpanue wadenpu

Tema paboTer

Bun paboti
A

v
DT amMHIHA, HMA, 0TIECTEO

» cTYOeHTa (KH) _ Evpoa
(CTEHATL HOCTD Kof CHENHATEHOCTH
wHaspanne CIOEUHANEHOCTHY)

TonearTa rog,
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M KOHTPOJ/IBHBIE BOIIPOChHI

1. Tlepeuncnute criocOObI BCTABKU TAOIHIIBI B JOKYMEHT.

2. Kak BBIACTSAIOTCS JIEMEHTHI TA0JIUIIBI — CTPOKH, CTONONBI, stueiiku? Bes Tabnuma?

3. Kakue geficTBus ¢ TaOIUIEH U €€ dIIEMEHTAMH MOYKHO BBIITOJIHUTE C IIOMOIIBIO BKJIAIKH
Maxem?

4. Kaxk nmpoHyMepoBaTh SYEHKH TaOIUIIBI?

5. Kakue BBIYHCIIEHNS U KaK MOYKHO BBIIIOJIHUTH B SUe€iKax TaOIUIIbI?
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INPAKTHUKYM 4. Co3nanue ma0dJ10HA U JOKYMEHTA HA €ro OCHOBE

KPATKAA CIIPABKA

B Word mro6oii nokyMeHT co3maercs mo ImmabnoHy. B maGmoH, Kak MmpaBUiIO, 3aHOCUTCS
HeM3MeHseMasl yacTh JoKyMmeHTa. [11abinoHbl Mo3BOIISAIOT M30€kKaTh pyTUHHON paboThl U 3HAYUTEIHHO
9KOHOMHUTH BpEMsI, OCOOCHHO MpPH CO3JAHUM OJHOTHIIHBIX JOKYMEHTOB. B miabioHe MOXKHO
OIPECINTh TapaMeTphl CTPaHHMIIbI, ab3areB, MPHU(TOB, HOPMATUPOBAHUS, BKIOYUTH B HETO CTUIIH,

MaKpoChl, COOCTBEHHBIE HACTPOIKY MaHeneld HHCTPYMEHTOB, CTPOKU MEHIO U COYETaHUS KIIaBUIII.

Ia60H O0BIYHDBIH

[To ymMon4aHwWio TpH CO3MaHUHM OOBIYHOTO JOKYMEHTA, KOTJla BBIOMpaeTcs komaHaa Daiii,
Cosz0amy, 3arpyxaercsa mabnoH Obwviunsiii, Xpansmuiics B Qaitne Normal.dot. Onnako Word umeer
00JIbIII0€ KOJTMYECTBO JAPYTUX CHEIHMAIbHBIX 1a0JIOHOB.

[Tpu nmomomu Bkianku Datin, Ceedenuss MOKHO TTOCMOTPETh — Ha OCHOBE KaKOTo IadJjoHa

co3aaH gokyMeHT (Pucynok 27).

5 . s e _— e ———
@ - - )| - & Lection_A_15.doc

m hagHas Bcraexa PasmeTka cTpaHnus Ceunem Paccoinkm PeueHIMpOBaHHUe Bua

= Coxpanus ; i s
’ CeepeHus: Lection_A_15

& Coxpanure kax

http://www.taom.ru/tts/matenials/lections/33/1 "dihi
= 1 —_—
Ly OTkpuTe . -
-'-l": - ——
[ 3akpums
AokymeHT TonLKO 2 S
CeegeHus l&. 3roT AoKyMeHT Bbin ot
- WM3IMEHEHMI B MCXOAHBI =
CoxpaHmTs KaK M3MEHEHMA, COZAaITE +
NocnegHne
Csoscrea ~
Cozpare Pasmep 129K6auT
Pexunm OorpaHWueHH Huono crpanny 4
Meuars (w] E[ Hexotopele Hoeble 802 Yucno cros 528
pabote c npeabiAyLLMN Ofuee spema npasku 40 MuH
CoXpaHHTL U OTNPaBNTL MpeoBpazosars NO3BONKT BRAIDHNTS 3 HassaHwe CO3AAHME W PEAAKTUPO..
P p pecbp
PaIMETKM. .
lerv
Cnpaexa \ MNpumedanns
u OoH Normal
'_] Mapametps ) 3 Pazpewenus CocToaHMe
'iﬁ Bce moryT oTkpoiears,
g Beixoa 3 ADKyMEHTA, Kem vIMeHEHD MonezoBatens
ALLMTHTE
AOKYMEHT ~
CeR3aHHbIE JOKYMEHTEI
BEPCHH @] OTkpuTe pacnonoxeHne danna
‘;} 'J Her npeasigyuymx &9 I3MEHUTD CBRA3M ¢ QaRNAMM
Ynpaenenne

EEPCHAMK ~

Pucynox 27. Ilpocmomp ceedenuii 0 0oKymeHme
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CrnenuaJjabHblie madjaons1 MS Word

MS Word npemiaraer 060ip110ii HaOOp TOTOBBIX IIA0JIOHOB Ui OGOPMIICHHUS pe3loMe,
3alMCOK, OTYETOB, MUCEM, (PaKcoB, OPOIIIOP, PYKOBOACTB, auccepranuii. Hanpumep, “H3pickanHOe
nucbMo”, “CTaHmapTHOE pe3roMe”, Ha OCHOBE KOTOPBIX MOYKHO OBICTPO CO37aBaTh HYKHBIC
JOKYMEHTBHI.

st co3maHusi OKyMEHTa Ha OCHOBE CIEIUAIBHOTO IMa0ioHa HEOOXOAMMO BBIOpAaTh Ha
Bkiaake Daun komanny Cozdams, B IOSBUBIIEMCS CIIpaBa paszzaene /JocmynHuvle wabioHbl BEIOPATh
HeoOXoauMBbIN 1m1a0sioH (cM. PucyHok 28). OTKpoeTcss HOBBIM JOKYMEHT, KOTOPBIA OYyIEeT BKIIOUYATh B
ce0s Bce MapaMeTphl, 3alloKeHHbIEe B ImabmoHe. Ilocime coxpaHeHHs] JOKyMEHTa caM MI1a0JIoH,
pasymeeTcs, He H3MEHHUTCS M €ro MOXXHO HCIOJb30BaTh B JAJbHEHIIEM IS CO3JaHHS JPYrux
nokymMeHTOoB. [TukrorpamMma Qaiina-1radioHa UMEET KeNnTyro MOJOCKY B BEpXHEH YacTH 3HAYKa.

Lection_A_15.doc

=

il

lFhasxan Bcraska PasmeTea cTpaHmnus Cemaxm Paccunen PeusHIMpOBaHMeE Bua

i Coxpanurs ~
AocrynHbie wabnoHbl HoBuiit gokymenr

'mf‘ CoxpaHuTs KaK
+ + (3} nowmoii

|5 OTxpuiTe
__j' JaKkpeiTe
Ta = €)
CeegeHuA ) — I @
Mocneane Hossit AokymenT Mocneanue O6pasust Mowu wabnons W cywecreyro-
wiabnoxst wabnonos LLIETD AOKYMEHTA
Co3aate LWabnoxst Office.com Mownex wabnoroe Ha caiite Office.com -
- - :
Mevatsb -
ik o)

COXpaHuTs W OTNPaBHTL J

Baankm n Ouarpamme: u Kaproukn Mnare: Pacnucanua
Cnpaexa ocofieie cxembl 3AHATUIA W

AOKYMEHTBI ypoKos
1] Napamerpu N
8 Buixog [rrn e / J
— — =+ i .] Cozgare
Knurn Busuthbie Kanenaapn Kontpakre Konseptsi

Pucynox 2':;.9 T;:l“6op wabiona 015 co30anust 0OKyMeHma
Co3nanne HOBOTO 11A0JI0OHA
He Bcerma nabop mnpemnmaraembix MS Word mabnoHoB poctatoueH ains odopmieHus
JOKYMEHTOB, KOTOpBIC HCIOJB3YIOTCS B OpraHm3anuu. llojb30BaTellb MOXET CaMOCTOSTEIIBHO
co3/71aBaTh HY)XHbIC eMy 111a00HbI. CO3/1aTh HOBBIHN MIa0JI0OH MOYKHO JABYMS CIIOCOOAMHU:
® Ha OCHOBE CYIIECTBYIOIIETO JOKYMEHTA;

¢ Ha OCHOBC CYHICCTBYIOIIICTO madJIoHa.
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Co3nanne mad/10Ha Ha OCHOBE CYyHIECTBYIOIIEro JOKyYMEHTA

I.

2.
3.

CoznaiiTe TOKyMEHT, KOTOPBIH OyneT B MajdbHEHIIEM HCIOIb30BAaTHCS B KauecTBE Ia0JIOHA.
OH J0KeH coiepKaTh BCIO IOCTOSHHYIO JIJIsl JAHHOTO BHJA JOKYMeHTa nHdpopmaimio. Kpome
TOT0, B JOKYMEHTE JOJKHBI ObITh 0003HAUYEHBI MECTa, KyJaa OyAeT BBOAUTHCS HM3MEHseMas

uHpopmanusa. Heo6xoaumo moaHoCThi0 OTPOPMATUPOBATH JOKYMEHT.
Bri6epute B MmeHt0 @atin komauny Coxpanumo Kax.

B oTkpsiBIIEMCS OKHE, B ciicke Tun ¢aiina, BeiOepute 3HaueHue [labnon Word. D10 ykaxer
nporpamme Word Ha To, 4TO co3aeTcsi IMEHHO IIa0JI0H, a He JOKYMEHT. Y KaXKUTe TaK ke, KaK

OOBIYHO TIPU COXPAHEHUH, UMsI CO3/IaBAEMOTO (aiiyia © MECTO €r0 COXPaHEHHS.

’

@ CoxparxeHue gokymeHTa ﬂ
r WY
I

Ynopagounts ¥ Hoeas nanka tf - @

:-} » Bubanorexn » [dokymentol » v | 45 ll Mouck: Lokymermei P

;"a Bubanorexn 3 BH6HMOTEK3 ".D,OKYMQHTH“ }'nopgﬂcqurb: Manka *

Bugeo L Bxnrouaen: 2 mecta

5 HoxymenTni __! =

k= Wz06paxerus ‘ “ﬂ Now gmeypes

D i 5 |, OTcKaHNpOoBaHHbIE AOKYMEHTDI

« ®)Lectionl_doc

Wma daiina: Lection_A_15.doc

oxyment Word 97-2003 (*.doc
Aoxkyment Word (*.docx)
Hoxyment Word ¢ nopaepxkoi makpocoe (*.docm)
Joxyment Word 97-2003 (*.doc)
I
Wabnox Word ¢ nogaepxxoii makpocoe (*.dotm)
Wabnon Word 97-2003 (*.dot)

4 Ckpoite nanku  PDF (*.pdf)

HAoxyment XPS (*.xps) i
_ Beb-cTpanuua e ogrom daiine (*.mht;*.mhtml) j
Texcr OpenDocument (*.odt)
Hoxyment Works 6 - 9 (*.wps)

Tun daiina:

AgTopbi:

Pucynok 29. Coxpanenue 2omo6ozo 0oKymenma 8 kauecmee wabiona

HoBplil 1a6710H 1O YMOJIYaHMIO MPEJIaraeTcs COXpaHUTh B CIIEIMaNbHOM nanke [[labnons v B
9TOM CIIydae ero 3HauoK MosBUTCS B manke Mou wabnonst (Pucynok 29). Obpature BHUMaHNE

Ha TO, 4TO (paitn ¢ mabmoHom umeet pacmupenne dotx (wam dot I TOKYMEHTOB, CO3/IaHHBIX

B Word97-2003)
Haxxmute knonky Coxpanumes.

3akpoiiTe OKHO HOBOTO IIa0JIOHA.
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Co3nanue madJ0HA HA OCHOBE CYLIECTBYIOIIEro MAadJ0Ha
1. Otkpoiite okHO [llabnonubi.

2. Broibepurte 0UH U3 CIEIYIONMX BAPUAHTOB CO3/IaHUS IOKyMEHTA

g% — (5

MocnegHue OBpasubl Mew waBnonsl M3 cywiecteyio-
wabnoHel wabnoHoe LLIErD AOKYMEHTA

Pucynoxk 30. Buibop cnocoba cozoanus 00OKyMenma Ha 0CHO8e 20M0o8020 WAbI0HA

3. B mpaBom HHMXKHEM YTy OKHa BKJIIOUUTE Nepekitoyarens [[labnon .

4. JIBaxKIIbI IIETKHUTE MO M1a0JIOHY, HA OCHOBE KOTOPOTO OY/IET CO31aH HOBBIN IIA0JIOH.

34/TAHUE 1
CozpaiiTe mabioH U JOKYMEHT Ha ero ocHoBe. JlJis 3Toro:

1. Co3paiiTe HOBBIN JOKYMEHT.
2. YcTaHOBUTE CEAYIOLIUE TapaMeTPbl CTPAaHUIIbI:
e BEpxHee IoJje -3 ¢M, HUKHEE ToJIe -3 CM,
e JIeBOE MoJje -2¢M, mpaBoe modie - 1,5 cm
3. Ckonwmpyiite B (haiin TeKCT, yka3aHHBIA npernojaBateneM. OOpaTuTe BHUMAaHHE, YTO «IIIAIKA)
JOKYMEHTa W 00JaCTh AJIs MOAMKMCH HCIIOJTHUTENS OQOPMIICHBI C TTIOMOIIBIO TAOIHUIIbI, TPAHUIIBI

KOTOpOW HeBUIUMBI. Ha 3KpaHe BbI BUAWTE TOJIBKO JIMHUHN TAOJIUIHOW CETKH.

3A0 IlanEKTpoll Kyﬂ,a HanpaelAaAeTCA JOKYMEHT

198333 CankT-lleTepbypr,
JleHnHcknn np., 0.117,
kopn.3
Ten.(812) 142-43-85

HasBaHue nokymeHTa
[ata n Homep gokymeHTa

TeKkcT JOKyMeHTa
- JomxHocTb - N.0. damunus

4. Tlpumenure Kk hparMeHTaM TEKCTa CIEAYIOUINE dJIEMEHTHI (POPMATUPOBAHUS:

e a03ar "HasBanue moxkymeHTa" - mHTEpBaI nepen -24 1T, HHTEpBajl mocie - 24 0T, mpudT -

20 1T, NONY>KUPHBIA;
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e a63ar "JlaTa u HOMep noKymeHTa" - nHTepBan nepex -12 nr, Marepsan nocne - 12 nr;
e a03ar "Tekct mokymeHTa" - MEXAYCTpOUYHBIH MHTEpBal -1,5 mrT, orcTym cieBa - 1 oM,
BbIPaBHUBAHUE - 110 HIUPUHE;
e a0zan "J{0MKHOCTB, TOAMUCH M (PaMIITHSL JOKHOCTHOTO Jinia" - nHTepBai nepen -30 mr.
5. Coxpanurte TOKyMeHT Kak 11abdiaoH o umeneM llabmon dammunums.dotx

6. CosznaiiTe Ha OCHOBE CO3/JIaHHOTO MIA0JI0HA CIYKEOHYIO 3aMKUCKY 0 00pasIly:

3A0 "3NEKTPO" BIOpo N0 TpyACyCTPORCTBY

198333 Cankr-MNeTepbypr,
NeHwHckrd np., o117,

Kopn.3
Tenig12)142-43-535

CnpaBka

16.08.2000 1. M2 10352

CEpacMMOES MoaMana CEMEHOBHE MPWHATE HA pafoTy B 3AD "3NeKTRO" Ha
AOMKHOCTE TEXHMYECKOrD CEKPETARA C 17.09.2000 r.

OVPEKTOR N0 NEQCOHEM: A A BOETHUKDES

7. TlpoBepbTe B OKHE CBEJICHUH O IOKYMEHTE, HA OCHOBE KaKOro MabJioHa OH CO3/IaH.

8. CoxpaHuTe JOKYMEHT 1o uMeHeM 3ananue 6.docx.

M KOHTPOJ/IbHBIE BOIIPOCBI
1. Jlns Kakux Lened UCTIONb3YIOTCs Ma0I0HbI?
Ha ocHoBanum kakoro madaoHa co3/1aeTcs JOKYMEHT 10 YMOJTYaHHUEO?
Kaxk co3naTe JOKyMEHT Ha OCHOBE CrieluaabHoTo mabdmona Word?
B kakoii xpaHarcs mabJoHbI 0 YMOTYaHHIO?

Kakwue criocoObl co3nanus madiioHa CyImecTBYIOT?

A O i

Kaxkoe pacmmpenue numeer ¢aiin madmona?
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IHPAKTUKYM 5.Texnuku padoTsl ¢ 00beKTAMHA

KPATKAA CITIPABKA

CymecTByeT 1Ba OCHOBHBIX CIIOcO0a BKIIFOUSHHS Tpaduku B 1okyMeHT Word:

e UwmmoptupoBarh TpaduKy ©3 JOPYTHX TNPWIOKEHHHA C  TMOMOIIBI0  KOMAaHJbI
Bcmaska, Pucynox (wmm Bcmaska, Kapmuuka) Wi CKOMUPOBATh TpaduKy W3 APYroro
daiina u BcTaBUTH ee B TokyMeHT Word.

e HapucoBate rpaduueckue o0pa3sl B JokyMeHTe Word ¢ MOMOIIBIO HHCTPYMEHTOB

Queypwvl, SmartArt, Juepammuor.

HMmnopr rpadpuxu
HNmnoptupoBanHas rpaduka TpaKTyeTcsl Kak eIMHBIA TEeKCTOBBI CUMBOJI, OHA IEepEeMeIIaeTcs
BMECTE C TEKCTOM, KOTJ[a MOCIEAHUI 100aBisieTcs], yAaaseTcs Win epeMenaeTcs B JOKYMEHTE.
YroObl UMITIOPTUPOBATH B TOKYMEHT rpaduyeckuii (Gaiiia meIuKoM, Kypcop yCTaHABIUBAIOT B
TOM MECT€ JOKYMEHTa, KyAa HYXHO BCTaBUTh I'paMKy U BBINOJHAIOT KOMaHAYy MEHI Bcmaska,
El8l
=] .
Pucynox Puamok yin Bemaska, Kapmunka "PTHE
NmmopT rpaduku yBenuuuBaeT pasmep (aitma, MOCKOIbKY Trpaduka XpaHHUTCS BMECTE C

TOKyMeHTOM. Pa3mep JOKyMeHTa MOXKHO COKpaTHTh, €CIH CO3JaTh CBI3b ¢ TpadudeckuM dailiom, a

HE COXPAHATH MOJIHOE MPEJCTaBIeHHE TPadUKU B TOKyMEHTE.

Cosnanue cBs3m ¢ rpagpuyeckuM ¢aiijiom

[Ipu co3manuu CBsI3UW B JIOKYMEHTE COXpaHseTcs 'mpeacTaBiieHHe" CBSI3aHHOTO OOBEKTa.
OpnHako, ecnu (ailyI-UCTOUHUK HEIOCTYIIEH, BBl YBUIUTE B JIOKYMEHTE TOJBKO METKY-3allOJIHUTENh B
BUie npsiMoyrojbHuKa. Ecnu daitn-uctounuk nocrymes, OyneT oToOpaxeHo npecTaBieHne rpaduku
Ha OCHOBE JIaHHBIX U3 (paiina-uCTOYHNKA.

Jlnst co3maHust cBsi3M ¢ rpaduveckuM (aiijioM HY)KHO BBIIIOJHUTH KOMaHIy MEHIO Bcmaska,
Pucynok...BoiOpats (aiin pucyHKa M B PaCKpBIBAIOIIEMCS CIHUCKE BBIOpATh PEKUM BCTAaBKH —

Csazams ¢ ¢avinom wia Bemasumo u cesizams (cM. Pucynok 31).
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" (¥ Bcraexa pucymea ﬂ e e

o -
{ iu l_!.j » BuGanotexn P MzoGpaxenna » - | *y '| g .| Moucx: Mzobpaxerus )
Ynopagounte ¥ Hoeaa nanka = + (i 0

(W] Microsoft Word = bubnvorteka "V|306D8)KEHHH"

Y¥Ynopaagouwte: [lanka ¥
Brearouaer: 2 mecra

4 BuBauorexn
B Bugeo Ny

TE] AoxymenTo

m

=] Wz06paxenna

) Myzbika

Q6pazub
- n3oBpaeHmni

Wma daiina: - [Bce pucyrkn (*.emf;*.wmf;* jpc ']

Cepenc  ~ LBcralm'rh E [ Otmena ]

Bcraente
Cenzats ¢ paiinom

Bcraeuts 1 ceazate

Pucynox 31. Cozoanue cesizu ¢ epaghuueckum gpailiom

Eciu B (aiin, ¢ KOTOPBIM YCTaHOBJIEHA CBSI3b, OBLIM BHECEHBl H3MEHEHUS, HUX HYKHO

coxpaHuTh, a B (aitie moxkymeHta Word BwIMOTHUTE KoMaHny @aiin, Ceedenus... W HaxaTh Ha

&3 MI3MeHWUTE CBA3K C dalinamu
CCBLIKY

B nosiBuBIIIEMcs OKHE BLI6paTL (1)a1‘/'m, CBs3b C KOTOPBIM HYXXHO OOHOBHTE:

rCﬂmsu M

WoxoaHei dain: JANEMEHT Tun CBHOBNEHKME

CeegeHnA 00 MCTOYHMKE CEAZM

McTouHmi: 036 3aHaTui\06MeH_c_npunoxeHrani \Prilogenie 3. bmp
INEeMEHT Ok
Tun ceAsu:  Graphic

Criocod obHOBAEHWA CBAZH
SETOMATHUETK
no sanpocy
[ He oBHosnATE BR3b
[MapaMeTpel CBAZM
XPaHWTE B OOKYMEHTE

[ /| CoxpanaTe dopmaT npr oBHoEREHMA

Lo J[ omes

\ |

Pucynok 32. Obnoenenue cessu ¢ gaiiom
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ITaneas nHCcTpyMeHTOB PHcoBaHue

@
HuctpymenT Duzypor ™7° MOXKHO MCIONL30BATh I/ CO3MaHMUs U300PAXKEHUS, COCTOSILETO U3

AJIEMEHTApHBIX rpapuueckux GuUryp : NpsIMOyroJIbHUKOB, OBAJIOB, TUHHUH U T.1I.
[Ipu BcTaBKe M BBLACICHHM JOOABJIEHHOTO C TOMOIIBIO 3TOW KHOMKH 00pa3a CTaHOBHTCS
JOCTYyNHOM HoBasi BKiIanka Cpedcmea pucosanusi. Ha Hell pacroyioKeHbl KHONKH, MO3BOJISIOLINE

3a/1aTh JIONMOJIHUTEIbHBIE TeKOpaTUBHBIC Y(D(PEKTHI 111 GUTYPHL..

Wd9-oi= = —— I, I | Ooxymentl - Microsoft Word -

m Fnasxas Berasxa PazmeTa crpasius Peueranposarue Bua

:'_-':I.!:rleHnr: burypy *

- —L = .zl Hapucogate HAANKIB

a g’ 3annexa ourype ~ \

» L& Koryp dwrypu -

¥ ol IppexTe duryp * Texcrosue 3bpdexTe ~

Pucynox 33. Bkraoka Cpedcmea pucosanus

I'pynnupoBka 3/ieMeHTOB N300paKeHus
N3 oTnenpHBIX AJIEMEHTOB M300pa)KEHUS MOXKHO CO3[[aBaTh €IUHBIA O00BEKT. it 3TOTO MpHu
Haxarod knaBuine <Shift> MBIIIBIO BBIIEISIOTCS BCE HYXKHBIE JJIEMEHTHI, MPUMEHSETCS KOMaHAa

I'pynnuposame. I'pyninamu mnpoiie MaHUITYIUPOBATh, YEM OTACIBHO BBIICICHHBIMH 00bEKTaMH.

WordArt, Equation Editor u Graph

Word mnocraBnseTcss ¢ JOMOJHUTENbHBIMU NpHWIOKeHUsIMU — WordArt, Equation Editor n
Graph — TO3BOJSIOMIUMY BKJIIOYATh B TIOKYMEHTHI CIICIHAIbHBIC TEKCTOBBIE d(PeKThl, GopMymnsl U
Iarpammal.

BcraBky oO0bekta WordArt B JOKYMEHT MOXHO OCYHIECTBHUTH C IOMOIIBIO KHOIKH

4

Jlobasums o6vexm WordArt "*'*" na Bknaake Bemaska.
[Tocie BBIOOpaA 3TOr0 MHCTPYMEHTA Ha DKpaHE IMOSBISETCS BKIagka Paboma ¢ obvekmamu

WordArt, KHOTIK KOTOPOH UCTIONIB3YIOTCS Tl GUrypHOTo oopmieHus tekcra (cM. PucyHok 34).

46



: "“MGcT"Te anec M @ bt w
' \ : L
: AVZNP N
B COAVAY
: SGO0nv

Pucynox 34. Bkraoka Paboma ¢ obvexmamu WordArt

Wi~ o= e S e Eectionﬁ&_IS.doc [ronsko
m nagHas Berasxa Pazmetka Comnxm Paccainem Peuexsuposanue Bua DopmaT
AV A2 OAMHAKOBAR BLICOTA w - & 3anueka durypel - |
VAC ’ W . g I B
- QB BepTHKANBHBIA TeKCT W WaordArt Worc Art \i\' U}'dA f ¢ - LZ Kowtyp dmrypu ~ L8100,
MamennTe UHTEpEan Rl e  Iddextn =
Tekcr ~ I BupasHusanue ~ = || G\ Vismeruts durypy =| renu - Q,
Texcr Crnan WordArt TpaeKTOPHA ABMMEHHA A Thl TEHH
[;‘ $- 1 2 010" AL .v__.;...;'_ﬁuof_\ :...‘-L”'l'
| H Wckpusnenne

C momompro npunoxenuss Equation Editor moxkHO BcTaBmare B gokymeHT Word apoow,
CTETICHH, UHTETPAJIbI U JPYTHUE MATEMATHUECKUE DIIEMEHTBI.

Bcraska oowexkra  Equation  Editor B JOKYMEHT BBIIOIHSAETCS KOMAaHIOH

T

Dopmyna o
Bcmasxa, @opmyna - . Korma mosiBnsieTcst Bkinaaka Paboma ¢ gopmynot, coctaBbTe (HOpMyiy,

Ha0upass MMEHAa TEPEeMEHHBIX C TIOMOIIBI0 TpeIIaraéMbplXx HaOOpOB CHMBOJIOB M IIA0JIOHOB (CM.
Pucynoxk 35).
Wd9-0= | pisimriaomey s D Aoxyment] - Microsoft Word

m Tnagxas Beraexa KoHcTpyxTOp

=0

®opmyna 2 | C E [= | 3 ||« | ~ | Apo6e WHaexc Pagukan Wuterpan KpynHeid Cro6ka QyHKUMA JWMAKpHUTHHECKKHE
- abe OBBIYHEIR TEKCT L J J = - - - - onepatop*  * . IHAKM *
CepBnc a CTpyxTypti
(]| I KA S R S TN KR K N S AR TR I KRGS KRS CCICS * KR KRS (IR
e I | (] T (] T T T T T

J . :[MecTo ans dopmyasL. |

Pucynox 35. O6racms npunoocenus Equation Editor ons ecmaexu ¢hopmynsi

Jlist ObICTpOTO MpeACTaBICHUST COAEpKUMOro Tabmuiki Word B BHIE AMAarpaMMbl MOXKHO
ucrnob30Bath npunoxkenue Graph. /st aToro Hy:KHO BbIAENUTH Tabauiy Word, a 3aTeM BBIIOJHHUTH
KOMaHy MeHI0 Bcmaska, /[uacpamma. Jlnarpamma nosiButcs B okae Graph.

Ecnu TpeOyeTcs co3aaTh quarpaMmy, HO B TaOIHIE HET JaHHBIX, MOXKHO 3amycTuTh Graph mpu

il

Anarpamma

IIOMOIIIM KHOIIKH )51 Ha6paTB JaHHBIC B Ta6J'II/II_IC JaHHBbIX.
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rpaduku. MOXXHO Takke co3/1aBaTb OOBEMHBbIE BapHAHTHI IUIOCKUX IHArpamM.

Graph MO3BOJIACT CO34aBaTh IJIOCKUEC AHArpaMMBblI, JIMHEWJaThIe AuarpamMmmsbl, rHCTOTpaMMBbI,

Ha Pucynke 36

MPe/ICTaBICHO MEHIO U MaHeIb HHCTPYMEHTOB Ipuiioxkenus: Graph.

Qaiin [lpaska Bua Bcraska @opmar Cepenc [annvie [Juarpamma

Oxno Cnpaexa

Gl ®a % s 9 80 @ k|HE G @ & Gl
| T S T O G i R e 5 k71819110 1 -1 1 -12- 1 13
- . 13 0 ¥ a o 1 V i
( ~ _ " - [
] http://www.taom.ru/tts/materials/lections/33/Lection_A 15.doc - Tabnw... i = ="
A B c 1. o i & 2
ot
1 yeTBepTb |2 YeTBEPTL 3qenepmh_~|.m i :3‘ |_
1_—+19 wnacc 20,4 27,4 90 20,4 .
2.2 10wnacc | 306 386 336 316 » 1 0 A
3 11 wnacc 45,9 46,9 45 43, @ a4 o
4 / \
4 >
// \\ ]

I—Q— 9wnacc —®— 10 knacc

NN

Pucynoxk 36. Oxno npuﬂooféenuﬂ Graph

3AJJAHUE 1

CoznaiiTe HOBBII IOKYMEHT U COXPAHHUTE €ro Mo uMeHeM 3aaanue 7.doc.

Bxurounte oTrobpaxeHne HeredaTaeMbIX CHMBOJIOB.

BceraBpTe B JOKYMEHT KapTHHKY W3 KoJulekiuu Windows, HCHOib3ysi KOMaHIy MEHIO
Bcmaska, Kapmunka...

3anaiite U1t KAPTHHKH MOJI0KEHHE B mekcme (MCTOIb3yHTE KOHTEKCTHOE MEHIO).

Coznmaiite B Paint pucyHok pasmepom ScMm * 4 cm (uHbOpMamuio 00 M3MEHEHHH pa3MEPOB
pucyHka B Paint HailimuTe B CHpaBOYHOM cHUcTeMe MporpaMMmbl). HapucyiiTe Kpyr KpacHOTO
nBeta. Coxpanute Qaiin mox umenem Ceerodop.bmp B cBOEH narke.

Cospaiite cBs3b ¢ Tpaduueckum daitnom CBetodop.bmp, He BKIIOYash PUCYHOK B JTIOKYMEHT
Word:

N3menute 1Bera kpyra B (aiisie CBeTtodop.bmp Ha 3eyeHbli 1 OOHOBHUTE CBSI3b PHUCYHKA C
nokymentom Word.

BcraBpTe ele oiuH pHCYHOK — HAPUCOBAHHOE B Paint COMHBINIKO C YCTAHOBKOW XPaHHUTH €TO B

JIOKYMEHTE ¥ yCTaHOBHTE B IokyMeHTe Word pa3mep pucynka 3cm * 3 cwm.
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i—_ﬁ'l
1 ¢
) oy -
9. HapucyiiTe ¢ NOMOIIBIO BKIAAKH Bcmaska, Queypbr - CIEAYIOLIYIO G
KoMOMHanuio Guryp (MOKHO MPUAYMaTh CBOKO KOMOMHAITMIO HE MEHEe 4eM U3 3-X g.
¢uryp). Crpynmupyiite WX M BCTaBbTe Kak (OH JId TEeKCTa B BEPXHHM

KOJIOHTUTYIIL. Bnoumure TekcT KOJIOHTUTYJIA KaK MPEACTABJICHO HAa PUCYHKC BHU3Y.

a

IMpex muka pafontsl © oFb SERGRLEN

Pucynok 37. Bepxnuii koroumumyn ¢ epynnoi 06vexmoe 6 kavecmee (hona ons mekcma

4

WordA

10. Co3nmaiite B mokymeHTe oOBeKkThl WordArt ", DTO JOJDKHBI OBITH HAIINCH, ITOJOOHBIE

MIPUBEACHHBIM HIKE WK O(OPMIICHHBIE 110 BallleMy BKYCY:

PRy

& =
@ < : .
2507 Zerra incognita
T
11. Buenpure o0bekT u3 penakropa dopmyn Equation “*"". Dro gomkHa OBITH CcleqyrOmas
dhopmyna:
& abe
A5 - (234 67) ] DL 673@ 456
+39

12. Buenpute 00beKT u3 penaktopa auarpamm Graph.

KonuyecTBO OCadKoOBE 3a Ce30H

OceHb ?—r‘
Nero ——l—' 0 Caparos
]

1 [ [ B Memvwm

Seon: | —— = Kupos
3uma E—ﬁ

0 20 40 60 80 100

13. Coxpanurte usmeHenus B daiine 3aganue 7.docx.

3AJAHHE 2
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Co3zmaiite pekjiaMHBIN JIUCT C UCTIOJIB30BAHNEM M3YyUEHHBIX Ha 3aHATHH Bo3MoOkHOcTerd Word.

BosMmo)kHasg TemMaTHka:

e mpe3eHTalys Ou3Heca,

® TIpUIJIALICHUE,

e 00BsBIEHUE 00 OTKPBITHIX BAaKAHCHSIX,
® peKJiama BEILEBOU siPMapKH,

e pekiaMa KpeAUTHON KOMITaHUH.

CoxpaHuTe TOKyMEHT moJ1 uMeHeM 3aganue 8.docx.

M KOHTPOJ/IBHBIE BOIIPOChHI

l.
2.

(98]

N R

Kaknmu crioco6amut MOKHO 100aBUTH rpaduKy B JOKYMEHT?

OnuimTe anropuT™M CO3AaHUs CBS3H C rpaduuecKkuM ¢aitiom

Kak crpynnupoBaTh HECKOJIBKO TpaguuecKux 0OBEKTOB B TOKyMeHTe? [lJis 4ero BBIMOJHAETCS

IpyNIupoBKa 00BEKTOB?
Jlnst kakux mesned ucnosb3yercs npuiiokearne WordArt?
Kaxk BctaBuTh B 1okymMeHT popmyny? Kak pemaktupoBaTh co3gaHHyo0 Gopmyny?

Kaxkue cmocoObl BCTaBKU UarpaMMbl B IOKYMEHT CYIIECTBYIOT?

MoxHo nu B mnpunoxeHud Graph momensTs Ttun puarpammbl? J[00aBUTH K AMarpamme

3aroJIoBOK?
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INPAKTUKYM 6. Pa6oTa ¢ 00JbIIUMH JOKYMEHTAMHU

KPATKAA CITPABKA

IIpu paGote ¢ OONBIIMMU JOKYMEHTaMHU (KHUTH, CTaTbu) yJOOHO paboTaTth B pexHUMe
CTPYKTYpPBI JIOKyMEHTa. DTOT PEXUM HCIOJB3YI0 Ui YCKOPEHHUs BBINOJHEHHS TaKWX 3ajad, Kak
IPOKPYTKa, MEpEeMENIeHne TeKCTa W M3MEHEHHE MEpapXUH COJEP)KUMOro JokyMmMeHTa. Kpome Toro,

CO3/1aHH€ JJOKYMEHTa yJ00HO HAYUHATh CO CTPYKTYPHI, @ IOTOM BHOCUTH OCTaIbHON MaTepua.

Co3nanue CTpyKTYpbI
[TepexitoueHne B peKUM CTPYKTYPHI BBITIONHSAETCS KoMaHaou Buo, Cmpykmypa. Ilpu 3TOM B
BerHeﬁ qaCTu OKHa BMCECTO FOpHSOHTaﬂbHOﬁ JIMHEUKHU TIOSIBIISIETCS IIaHENb HHCTPYMCHTOB

Cmpykmypa.

D= MokasaTe ypoBeHs: Bee ypoBHW =
A 9 OcHOBHOWT., = | & S " h .

[¥] Morasate dopmaTuposatme TekoTa

& W g = = Mokazate CEEPHYTE BAOMEHHBIE | JAKPhITh DEXHN
{1 MokazaTe TOALKD NEPEYID CTROKY AOKYMEHT FEHTE CTpYKTYPH
PafoTa co cTpyETypoi TNaeHEf GOKYMEHT JakpuiTE

Pucynox 38. lanenv uncmpymenmos Cmpykmypa

[Ipu onmcaHuu CTPYKTYpbl KakJIoMy a03ally MPUCBAUBAETCs ONPEACICHHBIH YpOBEHb M OH
dbopmaTupyeTcsi B COOTBETCTBUM C KOHKPETHBIM IMpeNONpeNesieHHbIM cTuieM. Hampumep,
OCHOBHOMY TEKCTy MpHUMeHsieTcsi cTuib OOBIYHBINA, CTWIb 3arojioBOK|1 — JIsi 3aroJIOBKOB MEPBOTO
YPOBHS, CTWJIb 3aroJIoBOK2 — JIs 3aroJIOBKOB BTOPOro YpoBHA U T.A. He myraiiTe ypoBHM TEKCTa cO

CTUJIIMH — 3TO HE OJTHO U TO Ke!)
| CTpykTypa InasHan

-
wa UCHDEH-:IﬁT...|n ==

¥poseHe 1

¥pogeHs 2

YpoEeHe 3 PagoTa |
¥poBeHe 4 B
YpoBeHe 5

YpogeHk b

YpogeHe 7

¥YpogeHe B

¥poBeHe 2

CICHOEHOW TEKCT

Pucynok 39. Boibop yposHs mexcma 6 pexcume CmMpyKmypol

[Ipu paboTe ¢ JOKYMEHTOM B PEXKHME CTPYKTYpPHI PSAOM C KaKIbIM a03aleM BBIBOIAUTCS

CUMBOJI, 0003HAYAIOIINN OCHOBHOM TEKCT MJIH 3aTr0JIOBOK (C MOATEKCTOM WK 0e3):
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MapKepbl TeKCTa B peHMMe CTPYKTYPbI BelgeneHWe TeKCTa B perKHUME CTPYKTYPbI

O 3aroNOBOK C MOATEHCTOM 3aronoBoK LenkHnTe Ha Nnonoce BolAeneHWA
Cnega OT 3arcnoera

@ 3aronosox Bes noartekxcTa AB33L OCHOBHOMD TEKCTA LUlenkHuTe Ha cMMBONE @

®  OCHOBHOM TeKcT 3aroN0BOK M €ro NOATEKCT WenkHute Ha cumsone  ©

Pucynok 40. Obo3nauenue u gvloenenue Gpacmenmos mekcma 6 pedicume CmpyKmypul

B pexxuMe cTpyKTYpbl MOXKHO HaOUPaTh U U3MEHSTH TEKCT M OPMATHPOBATH CHMBOJIBI, HO IS

M3MEHEHHU NapaMeTpoB ab3alia cleyeT NEePEeKIIOUUTHCS B PEKUM Pa3METKU CTPAHUIIBI.

Peopranusauusi CTpyKTypbI
[IpocMOTp CTPYKTYphI YOpOIIAeT IMepeMelieHrne OOJNbIIUX pa3/ieloB JOKYMEHTa WIH
N3MEHCHHUEC UEPAPXUU COACPKUMOT'O C TIOMOIIBIO MOBBIIICHUA WUJIW IOHMXXCHUA YPOBHA TCKCTA.

UToObl MepeMecTUTh 3arojOBKH M OCHOBHOW TEKCT, BBIACIUTE HUX B PEXKHUME CTPYKTYpPHI U

a W
HaXMUTE KHOIIKY Bgepx wiu B Hu3

DTy Onepanuio MOXXHO BBITIOJHUTH TAK)Ke MPH MOMOIIU MBIIIH, €CIH MEePEMECTHTh CHMBOJI
3aroJioBKa C MOATEKCTOM (WM 0e3 MOJTEeKCTa), WM CUMBOJ ab3alia OCHOBHOTO TEKCTa BBEPX WIIH

BHH3. HpI/I MNEpCMCIICHU N CUMBOJIA MBIIIBIO IMMOABUTCA TOPHU30HTAJIbHAA JIMHUS, ITOKA3BIBAIOIIAsI HOBOC

]

-DF

MECTOITIOJIOKCHUE TEKCTA

Hymepanus 3aroJioBKOB B CTPYKTYype
Word nMeeT BO3MOKHOCTh aBTOMATHUECKON HyMepalliy 3aroJIOBKOB B CTpyKType. s atoro:

1. B pexume Cmpyxkmypa 0oTo0pa3uTe TEKCT 10 HY)KHOTO YPOBHS C TTOMOIIBIO KHOITKH
E’:; MNoKazaTe ypoBEHE: ¥pOBEHb 2 -

2. BblaenuTh 3aroioBKH, KOTOPHIE HY’KHO O(OPMHTH B BUI€ HyMEpalluu

I'pex-nepsrii.- llepeHoc-pemeHuA-Ha-3asTpaYy

HBTOROM.. 0 = L2 LV nQM0BHHYY

3. TlepeiitTu Ha Bkianky / nasuas v BEIOpaTh KHONIKY MHo2oyposHesbiil cnucok, Onpedenums

HOBblU MHO20YPOBHEBBIU CNUCOK ...
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1.

4

BEMGANOTEKE CTNCKOE

CratbA | 3z

Pazgen 1.01:

(@) Zaroroeog

Inaea 1 Z=-or

SaronpBay 2—

Jaranosox I—

OOpeAenTE HOBEIA MHOFOYP OBHEBHIA CAWCOK. ..

OnpeaennTs HOBLIA CTHAE CIKMCKE,.,

Pucynox 41. H3menenue cmuis MHO20YPOBHEB020 CRUCKA

4. Hactpouts napameTpbl HyMepaluu 3aroj0BKOB B COOTBETCTBUU ¢ PucyHkom 42.

1. BeiBpaTe ypoBeHb 2aronoeka, KOTOpLINA
HYMHO HyMepoBaTk

2. 3apatb dopmat HOMepa

3. Beibpath cTMABL HYMepaLKK

BriDepHTE YPOBEHE ANA MIMEHEHWA;

C1atkA | 3aronosoe 1

Paapen 1.01 2sranoeox 2

{a}aa.romaox 3

{I} Jaronoeoe 4

1}3&'0:.\059::5

mmqmr.n-hwmi
>

a} 3arcnoo &

i} Zaronoeok T

2. 3aronoso: B

i. 3aronomoc 3

DopMaT HoMepa
Doprat HoMepa:

CtaTeR . |

HyMEDELMA ANA 3TOMD YPOBHA: BRMOYMTE HOMED YPOEHA!

Wpudr..,

i i bl oS
L, IL I, ... E| |

BEIDEEHWBSHWE HOMEDS! Inﬂ nesomy Kparo :I

OTCTYN TekoTa: IIZ; m—%|

Pucynok 42. Hacmpoiika napamempos Hymepayuu 3a20108K08 MHO20YPOBHEB8020 CRUCKA
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Co3nanue orjaBJieHus
OrnaBieHHe CONEPIKUT CIHMCOK BCEX 3aroJIOBKOB B TOPSIIKE WX IOSBICHUS B JOKYMEHTE W
HOMEpa CTPaHUI], HA KOTOPBIX PACIOJOXKEHBI 3TH 3arojoBKH. CyIIECTBYeT HECKOJIBKO CIIOCOOOB
CO3/IaHHUS OTJIABJICHHUSI B JOKYMEHTE, HO HAau0O0JIee MPOCTHIM SIBIISIETCS CIICTYFOIIIHIA:
1. TIpUMEHHUTH K TEKCTY, SBISIOMIEMYCS 3ar0JIOBKOM, OJTUH M3 CTAHIAPTHBIX CTUJICH 3ar0JIOBKOB
(HaumHas co cTuis 3arooBok 1 u 10 cTuis 3aroioBok 9).

2. HaBxmanke Ccoliku BoIOpaTh KHONIKY Oenasnenue, Oznasnenue...

Darn FnasHan Bcraska PazmeTra cTpaHHLbl Coblakm
| |;=°}|- A0BaBWTE TEKCT ™ ___[;'] BCTaBnTe KOHLEEYKD CH
| Q" ! OBHOEWTE TabauLy ﬁ§ Cnegyrollas cHoCKa ™
CrnasneHme | BcraenTs =
= | cHocky = M0K333TE CHOKK
| BCTpoeHHBIA

AsTocoBMpasmoe ornasnedne 1

UrmapneaHe
TAABA 1, 3AL 1 1
3

PyuyHOe ornasnedne

Ormasscnne

BBEJMTE HASBAHME TABL {YPOBERD 1}

BN SATE AR § S | VPO T

l
BoLu e

CIFAaEAeHWE. .

YAANWTE ornasneHWue

e

Pucynox 43. Beizos ouanoeogozo okna Oz2nasnenue
3. BpIOpath CTHIIb OTJIABIICHUS M T€ YPOBHHU 3ar0JOBKOB, KOTOPhIE HEOOXOAMMO BKITFOYUTH B
OT'JIaBJICHUC

OU'BB\FIEHHE 1

Ywasstens | Ornasnenwe | Crpcok MrmccTpag | Tafinua cosimok |

Ofpaseu Ne4aTHOrO AOKYMEHTE Ofpaseu Befi-A0KyMEHTS

3ATONOBOK 1 SATONOBOK 1

3ATONOBOK 2... = 3AMONoOBOK 2

[¥] NokazaTe HoMepa cTpaHAL [¥] runepcceinkm EMecTo
[¥] Homepa cTpariy, Mo npasomy Kpako HOMEDOE CTPEHMLL

3anonHMTERbL: E

Obume
Soprares: ST - |

¥POBHM: 12 =

NapameTphl...

[ Ok ][ OTMeHa

Pucynok 44. Hacmpotixa napamempos 02naeieHusl
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[Ipu co3maHnm HOBBIX 3aroJIOBKOB B JOKYMEHTE, paHEE CO3/IaHHOE OTJIaBJICHHUE HEOOXOIUMO

00HOBUTH. JIJIsl TOTO YCTaHOBHUTE KYpCOp B OIJIaBJICHUHU, HAKMUTE KiaBuiry F9 mnm Bocnomb3yiitech

KOHTCKCTHBIM MCHIO, BbI3bIBACMBIM HpaBOﬁ KHOIIKOM MBIIIIHN.

Pa30uBKa 10KyMeHTa Ha pa3/ieabl

MO’KHO MOJENUTh JOKYMEHT Ha JIF000€ YMCII0 pa3ienoB u GopMaTHPOBATh KaXKIbIH pa3/en mo-

cBoemy. Hampumep, MOXHO HayaTh JOKYMEHT B OJJHOKOJIOHOYHOM (popmaTe, a 3aTeM MEePeKITIOUUThCS

B JIBYXKOJIOHOYHBIA (popmaT. Paszmen mokeT ObITh BENMMYMHOW OT ab3ama 10 IEJ0ro JIOKyMEHTA.

HosBplil pa3nen HyXeH Tornaa, Korga HeoOXOAUMO M3MEHHTh B HEKOTOPOH 4acTH JOKyMEHTa KaKue-

1100 U3 CIEeTYIOUINX MapaMeTPOB:

e pasmMep Oymaru, OpUeHTALMIO CTPAHUI] WU TOJIS;

® YHCJIO KOJIOHOK TCKCTA,

L4 q)OpMaT, MO3UIHIO U TTOCJIICAOBATCIILHOCTE HOMEPOB CTPAHUIL,

¢ COHACPKHUMOC U MOJIOKCHNUEC KOJIOHTUTYJIOB,

® HyMEpaIHIO CTPOK;

® MCECTO II€4aTu CHOCOK U KOHIEBBIX CHOCOK,

® BCPTUKAJIBbHOC BBIPABHHBAHUEC TCKCTA HA CTPpaHUIIC.

,HJ'ISI CO3aaHusl HOBOI'O pasjciia HCIOJB3YETCI BKIIaJKa Paszmemrxa cmpanuybsl, Pa3pbl6bl

=]
b= PazpuiGbl ~

otoOpakaeTcs ABOWHOW MyHKTUPHOMN JTMHHUEH |

PazpelE paznena (Co CNegyHoLWER CTPaHMLE!)

. [Ipn BKIIIOYEHHOM peXHME OTOOpa)KEHUS! HermedyaTaeMbIX CHMBOJIOB KOHEI[ paszzelna

Jlyis Toro, 4ToObl KaXKIBIA pa3ien JOKYMEHTAa HAYWHAJICS C HOBOW CTPAHUIIbI, YCTAHOBHTE

Kypcop B Hauaje 3arojioBKa WM B KOHIIE TPeAbIAyliero ad3aia M BBIOJTHUTE KOMaHny Pazmemka

cmpanuysl, Paspuievl, 1 B obnactu Paspuievl pazoenos ykaxute — Credyrowas cmpanuya (CM.

Pucynok 45)

|V= Pazpeisel *| . :—\I _rq}i] I 3“ oTc

PaspwiBsl cTpaHmL

Crpannua
BrGOp TOUYKW, B KOTOPOM 3aKaHYMEAETCH 04HE CTPaHKLAE
¥ HEYHMHBEeTCA CNEAVIOWER CTPAaHMLE,

Konounka
¥KaselBaeT, YTO TEKCT, CNSAVIDLWA 33 paspuIE0OM KONOHKH,
BYAET NEQEHECEH B HAYAND0 CNEAYOWER KOAOHKW.

OETexaHne TeKCToOM
OBTekaHWe TEKCTa BOKPYr 06 bEeKTOBE HAa BeB-CTpaHuuUax,

3

PaspLiBs! Pa3aenos

13

Il L

o

L

Cnegymoimas CfpaHMLua
Bcraska paspuiEa pasgena v Had4ano HOBOro Pasgena co
CAegyr el CTpaHMLbL,

E

Texyuan cTpaHnLa
BcTaska pa3peiEa pa3gena v Ha4ano HOBOFO Pasgena

Pucynok 45. Cozoanue nHosoco pazoeia 6 0oKymenme
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CHocku
B noxymenT Word MOXHO BKJIFOYMTH CHOCKH JBYX THUIIOB — OOBIYHBIC M KOHIIeBBIC. Kaxmas

CHOCKa COCTOMT W3 JIByX YacTeil: Mapkepa CHOCKH B (popMaTe BepxHEro uHaekca (Hampumep, > uid §),

1 Tlo massmnraa EDIir.'

MOABJIAIOMICTOCA B TCKCTC JOKYMCHTA, U COOCTBEHHO TEKCTa CHOCKH

AB

ECTaBMTE

JI71st BCTaBKHM CHOCKHM B JOKYMEHT BbiOUpaetcs Bknaaka Ceviiku, Bemasums chocky | ©19%

Jlis HAcTpOWKH JOIMOJIHUTENbHBIX MapaMeTpoB CHOCOK B Tpymne CHocku BbI3bIBaeTCS

JOITIOJIHUTCIIBHOC OKHO.

Mono#exue
@ icrockm: | BHMZY CTPaHLL! EI

HOHUEERIS CHOCKM: B xoHUE goKymeHTa

ZaMEHMTb. ..

PopMaT
dopMaT HoMepa: { EI

ApYraii; [ CuMBON. . ]

Hauath

Hymepaupms: MpooomsnTe EI

MPUMEHKTE M3MEHEHMA

[pMMEHWTE: |1 TERYWEMY pazgeny E|

Bcraeute ] I OTmena

Pucynox 46. Hacmpotixa napamempos CHOCOK 8 OOKyMeHme

BreiOupaeTcss BUI CHOCKH, OMpEAeNstoTcs crnocod u mapameTpbl Hymepanuu. CyliecTByeT
BO3MOXXHOCTh ~ CO3MaHUS  HECTAaHIAPTHOTO  Mapkepa CHOCOK C  TIOMOIIBIO  KHOIKH
Cumeon....HecranmapTHble MapKepbl CHOCOK HE OOHOBIISIIOTCSI M HE TIEPEHYMEPOBBIBAIOTCSL.

Jl1is ynaneHusl CHOCKU BBIIETTUTE ee Mapkep U Haxkmute kinaBuiny <Delete> nnm <Backspace>.

J171s iepeMenieHus] CHOCKH BBIZICITUTE €€ MapKep U MepeTaniuTe ero Ha HOBO€ MECTO.

YroObl MOCMOTPETh CHOCKM B PEKUME pPa3METKU CTpPaHUIIBI, BbIOepUTE BKIAAKY Ccovliku,
Tokazame cnocku. Kypcop mepeMecTUTCsl Ha MECTO PACTIONOKEHHUS TEKCTa CHOCKH.

Ecnu paboTa ¢ JOKYMEHTOM BEIETCS B PEKUME CTPYKTYPBI HITU OOBIYHOM PEKUME TPOCMOTPA,
TO MPH BBIMOJTHEHUN TOH K€ KOMaHIbl CHOCKH TOSIBATCS B TTOJIOKHE.

PenaktupoBath min popmMaTupoBaTh TEKCT CHOCKH MOXHO TaK e, KaK 1 OOBIYHBIN TEKCT.
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HazBanus
K Tabmunam, rpaduke u ApyruM dJeMEHTaM JOKyMEHTa MOKHO aBTOMAaTHYeCKU J100aBHUTH
METKY Ha3BaHHUs U €ro HoMep (Takyro Kak ~Pucynok 17). s sToro:

1. YcTanHoBUTH Kypcop 1o 00beKTOM JJOKYMEHTA,

Bcrasute
2. Ha BKJIQJIKEC CCbl]lKM H€O6XOI[I/IMO BBIGpaTB KOMaHI[y chGGblmb Ha3edHue HOSRoHME. | B

MOSIBUBIIIEMCSI OKHE nuainora Hazeanue yCTaHOBUTH HEOOXOIMMEBIE mapameTphl (cM. PucyHok

47).

HazsaHue:

|E'nc;r:ﬂﬂn 9. KuTalicKad maroja

MapameTpsl

Mo M | PrcyHow IEI

nonowedre: | Mol BelAENEHHEM 00LeKToM

[T] MoemoumTe Noanucs 1= HazBaHKs

[ Coznathb... ] ANUTE | Hymepawma. ..

IAEIUHasEiaHHE... ] oK ] I OTmeHa ‘

Pucynox 47. Bcmaska nazeanus oovexma

[Ipu noGaBneHMM 5SIEMEHTOB, HMEIOIIUX Ha3BaHHE, HOMepa Ha3BaHUN OyIyT MEHSATHCS
aBToMaruyecku. [Ipu nepemeleHny, yaaJeHUH DJIEMEHTOB, UMEIOIIUX HAa3BaHHWE, HA3BAHWS MOYKHO

0OHOBWTB, BBIJICTTUB BECh IOKYMEHT U Ha)kaB KiaBuiry F9.

3A/TAHHE 1

1. Co3zpaiiTe HOBBII TOKyMEHT ¢ UMeHeM 3ananue 9.docx.
2. BxmrounTe oTOOpakeHHE HeTleuaTaeMbIX CHMBOJIOB.
3. CkonupyWTe TPUBEACHHBIA HUXE TEKCT B CBOM JOKYMEHT M BCE JallbHEHIIME EHCTBUS

BBITTIOTHSMTE UMEHHO C HUM:

K.XabepkopH

CEMb I'1TABHbIX TPEXOB LUE®A

ToT, KTO BCTAeT BEYEPOM M3-3a CTONA C OLLYLLIEHNEM, YTO HUYEro He yCcnen caenaTh, XOTA BECb AeHb
paboTan, kak Bof, 00s3aH MOABEPrHyTb Cebs CTPOroM CaMoOKPUTUKE U MOHATb, 4TO paboTy CBOK
opraHu3oBan HenpaBubHO. YToGbI NOBbLICUTL NPON3BOAUTENBHOCTL CBOENO yrNpaBrieH4YecKkoro Tpyaa,
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Hago npexae BCero MNOHATb, YTO MHOroe 3aBuUCUT OT Hac camux. [axe camble
BbICOKOKBaNUMUUNPOBaHHbIE PYKOBOAUTENWU, 4YacTo BnagawT B OAWH W3 CEMMU [MaBHbIX TPEXoB
pykoBoguTens (a nopow n Bo BCe cpasy).

pex nepBbIN. NlepeHoOC pelwleHus Ha 3aBTpa

OTOT rpex cambli pacnpoCTpPaHEHHbIN, U OrpoMHas kuna Oymar Ha Bawem CTone - ero nepBbli
npusHak. MnaBHasa npuunHa Takou cuTyauum - cnaboctb xapaktepa. Camoe TpygHoOe TyT - Ha4vaTb,
npeogoneTb CBOM cTpax nepen 6esoTnaratenbHbiM peweHnem. Kak npaeuno, Mbl npuberaem K
OTTArMBAHUIO PELLEHNS B TOM Crlyvae, Korga cTosime nepej Hamu 3agavm 4OBOSIbHO TYMaHHbI, eCrv
Yy Hac HeT SICHOro M YeTKOro npenctaBfieHnss O TOM, Yero e Mbl, COOCTBEHHO, XOTUM LOOMTbLCA.
MouTun BCcerga B Takon cMTyaumm NnomoraeT NUCbMeHHas opMynupoBKa bnmxkanwmnx sagad.

pex BTOpon. BbinonHeHue paboTbl HANOJIOBUHY

BbITb 0O npefena 3aHATbIM M paboTaTb TBOPYECKM - BOBCE HE OOHO U TO xe. YenoBek MOXeT
3aHUMaTbCS MHOXECTBOM [efl, HO pellaTtb NvWb Manyt YacTb nx. C TOYKM 3peHnsi NoBCeaHEBHOM
NPOM3BOAUTENBHOCTU Tpyda W oOxpaHbl COOCTBEHHOW HEPBHOW CUCTEMbI, Kyaa nonesHee
OrPaHNYUTBLCS OKOH4YaTENlbHbIM PELUeHNMEM TOSbKO HECKONbKMX npobnem, 4Yem OAHOBPEMEHHO
HaYMHaTb MHOXECTBO Aer, KOTOPble BCe paBHO He yaacTcsi LOBECTU A0 KOHUa.

pex TpeTun. CtpemneHme caenarb Bce cpasy

OOHOBpPEeMEHHOE peLleHMe HECKONbKUX NpobGnem - camblii BEepHbI MyTb K HeBpo3am. CoBeTyeMm
BCeraa NnoMHUTbL 06 3TOM.

MHorne u3 Hac NpUBLIKMN FPOMO34NTb HA CBOEM CTOSe Lenyto rpyay nanok ¢ 6ymaramu. 3tu nanku
MOCTOSIHHO Nepef rnasamu, a B pesynbTaTe Halluu MbICIN CKavyT C 04HOW npobrnemMbl Ha apyryt. Ho
GONMbLWKNHCTBO M3 HAac He HanoneoHbl, @ MOTOMY Mbl MOXEM WHTEHCMBHO 3aHMMATbLCS peELUEHUEM
TONbKO OAHOWM npobnembl. [oaTomMy crnegyeT nepexoduTb K HOBOW 3agadve TONMbKO Torga, Korga
npeablayLLas yxe nNofHOCTPO peLleHa Unmn XoTsa Obl NoMNy4YeHo sSICHOe NpeacTaBlieHNe O XxapakTepe ee
peLLeHus.

pex yeTBepThIN. CTPpeMneHne genarb BCe CamoMy

OueHb YacTo pykoBoasiuMe paboOTHWMKU TpaTAT CBOE BPEeMS U CUMbl HA BbIMOSIHEHME TOW paboThl,
KOTOPYH OHW BMOMHE MoOrnuM Obl MOpPyYUTb CBOMM MOAYMHEHHbIM. M3-3a 3TOro HensBexHo
3aTArMBaeTcsi peLleHne Tex Npobnem, KoTopble TpebytoT KOMNETEHTHOCTU CaMOro PyKOBOAUTENSI.
YnpaBreHve 1 pykoBOACTBO - 3TO Te DyHKUMM weda, KOTopble HUKOUM 06pa3oM Henb3si COBMECTUTb
CO CTpeMreHvem caenatb Bce NuyHo. 3agada wedha cocTouT He B TOM, YToObl 3arpy3vTb cebst
paboToin, a B TOM, YTOObI NNaHMpPOBaThb, HANPaBMATL U KOHTPONMPOBATL PaboTy APYrUX.

pex nATbLIN. Y6exgeHue, YTO Bbl 3HaeTe Bce nyyle Apyrux

Ons ©6onbwon dupmMbl 00ObIMHBIM OENOM SABMAAETCA Mnepefada HEKOTOPbIX PeaKMx onepaunn unu
aetanen Ang BbIMNOMHEHNA MENKMM Cneumanm3mpoBaHHbiM hrpmam-cybnoapsgynkam. YBbl, MHOTMe
PYKOBOOUTENN HE OCO3HAKT, YTO YacTO OKa3blBaOTCS B MOAOOHON CcuTyauun, Korga um npuxoamtcs
pellaTb HEKOTOpble cneumManMsMpoBaHHble ynpaBneHvyeckme 3agadn. Bmecto Toro, 4tobbl NopyymTh
37O cneumanucTam - "cybnogpsgumnkam”, kotopble pewwnnu Obl 3agadvy Kyga ObicTpee u nydle, oHu
CTPEeMSATCA caenaTtb BCe CaMu, BEpS B CBOE NMPEBOCXOACTBO UInM 6OSACh YPOHUTL CBOM aBTOPUTET.
OT6pocbTe NOXHbIN CThlg, He BONTECH YPOHUTL CBOW aBTOPUTET U, €CNU Nepes BaMyn BCTaHET Takoro
poga npobnema, - obpaTutech Kk cneumnanuctam.

pex wecton. HeymeHune pasrpaHnynTb OyHKLMU

KopeHb 3na 3gecb MpPOCTO B HEMPaBUIIbHOM MOHUMAHUWM KOMMETEHTHOCTU. YTOoObl mM3bexaTb 3Tux
HeOoCTaTKoOB, HAa4O 3apaHee YeTKo onpeaenvTb 3agaHue, 06S3aHHOCTU, CTeneHb OTBETCTBEHHOCTM
kaxxgoro. Torga OyaeT MOMHOCTBIO MCKIOYEHA BO3MOXHOCTb MepeknagbiBaTb OTBETCTBEHHOCTb 3a
HEeBbINONHEHNE paboTbl Ha 4yXkuMe Mneyn K pacTounTenbHoe AybnvpoBaHWe ynpaBreH4YecKnX
onepaumn.

pex cegbmon 1 nocnegHun. NonbiTKka CBanuTb BUHY Ha APYIrnx
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K coxaneHutio, MHOrMe pyKOBOAMTENM 3aHUMAKTCA [eflaMyM COBEpLUEeHHO ©GecnonesHbiMn W
abCoMTHO N3NUWHUMKU. TUNNYHBIA NPUMEpP - NepeknaabiBaHWe BMHbI HA APYrnX B Criydyae Heyaauu.
LleHHas aHeprusi B 3TOM Crny4ae HanpasnsieTcs B MpOLSIoe, XOTS UCNPaBUTb YXKe HUYEro Henb3s.
Kyga nonesHee BmecTo 3Toro 6bino 6bl HauenuTb CBOKW AeATeNbHOCTb B Oyayulee - Ha TO, 4TO
HeoOxoaumo cpaenaTtb He3amegnuTenbHo. Ecnm Bbl pykoBoauTenb, Balla 3agada YCTaHOBUTb
06BHEKTMBHbIE NMPUYUHBI, @ HE UCKATb KO3ra OTNYLLEHUS.

NPUMEYAHUE

BeposTHO, HMKTO He MOXeT cKasaTb, YTO eMy ygaeTcs opraHM3oBaTb CBOW pabouvi AeHb
onTumanbHbIM 00pa3om (XOTs He BCcerga Mbl MOBUHHbLI B 3TOM). HeoxxnaaHHble BU3UTbI, TENedOHHbIe
3BOHKM W pa3roBOpbl MOrnowatT Yyactb paboyero BpemeHn. Ho Gbino 6bl HepasdyMHbIM BanuTb Bce
Ha Apyrux.

MobeonTtb cobcTBeHHOe crabosonve GygeTt nerye, ecnv 3apaHee YCTaHOBWUTbL AN cebsa xecTkue
CPOKW peLleHns Bonpoca. XOopoLlo, Korga TakMe CPOKM YCTaHOBIIEHbI HALUMM KOHTpareHToOM, a ecnuv
HeT - coenaTb 3TO Hago camomy. Kak cBuaeTenbCcTByeT OMbIT, 3TO BeCbMa AENCTBEHHOE NEKapCTBO
oT cnabosonusa. Kpome Toro 310 No3BonsieT NoBbICUTb TeMN paboTbl M NOMNy4YUTb OT Hee Bonbluoe
MopanbHoe Y4OBNEeTBOPEHUe.

N, Hanocneaox...

LleneyctpemneHHOCTb o6neryaeT U cam NpoLEecc NPUHATUS PELLEHMS!, TOTOMY YTO B 3TOM CIy4Yae Mbl
npuctynaem k paboTe TONbKO TOrga, Korga y Hac NnoA pykaMu ecTb BeCb HEOGXoAMMbIN MaTepuarn.
O6bI4HO Mbl Ha4YMHaeM paboTy 6ecnnaHoBO U TONbKO rae-To Ha NoNNyTU OGHAPYXMBaAEM, YTO HAM He
XBaTaeT COOTBETCTBYHOLIENA AOKyMeHTauun, Tabnuuy, rpadukoB M TOoMy nogobHoe, unu xe
HeobX0AMMO MONyYNTb COOTBETCTBYHOLLME paspeLleHnsi. OTO Hen3BGexHO nopoxaaeT BOMOKUTY U
BbIHY)XOAET HAc OTINOXWTb YXKEe MOYTU 3aKOHYEHHyl paboTy B cTopoHy. Korgaa Bce Heobxogumoe
OynoeT HakoHel, MorflyYyeHo, Ham npuaeTcsl CHoBa BOWTM B Kypc Aena, COCpedoTOYUTbCs Ha ero
HIOA@HCaXx, a 3Ha4uT - NOTPaTUTb AOMNOMHUTENBHOE BPEMS.

HaznaubTe ab3amam, moJ4epKHYTHIM BOJIHUCTOM TMHUEH, CTHIIH 3aT0JIOBKA IEPBOTO YPOBHHI.

[TepeiinuTe B pexxuM NPOCMOTPA CTPYKTYPHI IOKYMEHTA.

4

5

6. CBepHHTE BECh TEKCT, KPOME 3ar0JIOBKOB IEPBOTO YPOBHSI.

7. PackpoiTe TEKCT TOJIBKO M0 BTOPBIM 3ar0JIOBKOM.

8. Orobpa3uTe BECh TEKCT.

9. HaznaubTe MoauepKHYTHIM a03allaM CTHJIb 3ar0JIOBKa TPETHETO YPOBHSI.

10.0T1obOpa3uTe 3arojoBKHA TPETHETO YPOBHS (BOCIOIB3YHTECh KHONKOW [loxazams yposenv TaHETU
UHCTPYMEHTOB Cmpykmypa).

11.B pexume CTpyKTypbl JOKYMEHTA IIEPEMECTUTE NEPBBINM a0d3all B KOHEL] JOKYMEHTA.

12.IIpucBoiiTe 3arojoBKaM TPETHETO YPOBHS CTUJIb 3ar0JIOBKOB BTOPOTO YPOBHS.

13.3analite Hymepaluio 3aroJOBKOB, IIPU 3TOM JUIsl 3aroJIOBKOB TNEPBOIO YPOBHS CIEAYET NMHUCATh
cioBo “I'maBa”, a Juis 3aroJ0BKOB BTOporo ypoBHs “Tlaparpad”.

14.Ilepeiinute B pekUM pa3METKU CTPAHULIBI.

15.YcranoBute ¢GopmMaTUpOBaHUE JOKYMEHTa TaKMM 00pa3oM, 4TOOBI Ka)Jasl IiiaBa HauyMHAIACh C
HOBOT'O JHCTa. /{151 3TOro ycTaHOBUTE KypcOp B Hadalle 3aroJioBKa WJIM B KOHIE MPEIbIAYLIErO
a03ama M BBIOJIHUTE KOMaHAy Paszmemxa cmpanuysl, Paspuieul, n B obnactu Paspuissi pazoenos

ykaxure — Creoyrowas cmparuya.
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16. Jly1s moceAHeH raBbl 3aaiiTe aTbOOMHYIO OPUEHTAIIUIO JIHCTA.

17.Co3paiite 11 KaXAOW IVIaBbl BEPXHHME KOJOHTUTYJIBI C €€ Ha3BaHueM. [lpu co3manum
WHIUBUAYAIBHBIX KOJIOHTUTYJIOB JUIsl KaXJOH TIJIaBbl CIEOUTE 3a COCTOSHHEM KHONKM Kak 6
npeovloyujem (BKIFOUCHA/BBIKIIIOUCHA) HA BKIIaJIKe Paboma ¢ kononmumynamu.

18.3amaiiTe HymMepaIuio CTpaHuIl B JOKYMEHTE (BHU3Y CIIpaBa).

19./1o6aBbTe B TEKCT YEThIpE MPOU3BOJIBHBIX PUCYHKA.

20. /15 Kaxa0ro pUCcyHKa 3aJaiiTe Ha3BaHUE, BKJIFOYAIOLIEE aBTOMAaTHUYECKYI0 HYMEPALIUIO.

21.JIns m00BIX TpeX CJIOB YCTAHOBHUTE OOBIYHBIE CHOCKH, COJAEp)KAILllME Ha3BaHMS JIFOOMMBIX
KYJIUHAPHBIX U3EITUN

22.]1ns 4eThIpex CJIOB YCTAaHOBUTE KOHIIEBBIE CHOCKH, COJIEpKAIe HA3BaHUsI aBTOMOOHIIEH.

23.B Havane AOKyMeHTa O(OPMHUTE THUTYIBHBIA JIUCT (BOCIOJB3YHTECH (hailjioM, CO3JaHHBIM HpU
BeITIOJTHEHUH [IpakTukyma 3. TaGmuIlel B TEKCTOBOM TIOKYMEHTE). TUTYIBHBIN JINCT HE HYMEPYeTCs

24.Ha BTOpPO# CTpaHUlle CTEHEPUPYITE OTJIABJICHUE.

25.Coxpanute u3MeHenus B daiine 3aganue 9.docx.

M KOHTPOJIbHBIE BOIIPOCHI

1. KakoBo HazHaueHHE peXUMa CTPYKTYPhI TOKyMEHTa?

2. Kak B pexume CTpYKTYphI BBIJICIUTh Pa3IHuHbIe (ParMEeHThI TEKCTA — 3ar0JIOBKH, OCHOBHOM
TEKCT?

3. MoxHo Ji1, paboTast B peKUMe CTPYKTYPBI, 3a/1aTh I a03a1leB MMOJTyTOPHBIA MEKIYCTPOUHBIN

uHtepBai? [loMeHsaTh LBET TEKCTa?

OnuimmuTe alropuT™M HACTPOUKH HyMEpaluK 3aroJOBKOB.

Onummure aIropuT™ CO3/1aHUs OTJIABJICHUS.

Jlj1g 94ero TOKyMEHT JEAT Ha pa3/ieibl?

Kakue nelictBust He0OXOAMMO BBITIOJTHUTH, YTOOBI CO3AAaTh B JOKYMEHTE HECKOJIBKO Pa3iesioB?

B gem pasinydusa MEXIY OOBIYHBEIMU U KOHIICBBIMHA CHOCKaMu?

A A A

Kak 3aaTh aBTOMaTHUECKYIO HyMEpAIHIO PUCYHKOB, TAOJIHIl B OOJIBIIOM JOKYMEHTE?
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IMPAKTHUKYM 7. TexHoJorus CJIAIHUS

KPATKAA CITIPABKA

OYHKIUS CIUSHUS TTPEAOCTABIIIECT BO3MOXKHOCTh KOMOMHUPOBATH JIBA IOKYMEHTA, MOJTy4asl Ha
WX OCHOBE CEpHI0 HOBBIX MTOKyMeHTOB. OJMH M3 3THX JOKYMEHTOB, Ha3bIBA€MbI OCHOBHBIM
JOKYMEHTOM, 3aKIII04aeT B cebe COoMepKUMOe, KOTOPOE JOJDKHO OBITh OJHHUM U TE€M K€ BO BCEX
JOKYMEHTaX CO3/1aBaeMbIX CIUAHHEM. BTOpoil JOKyMEHT, Ha3bIBa€MbIii JOKYMEHTOM JaHHBIX,
COJIEPXKUT B ceOe JaHHBIC, KOTOPBIE JOJKHBI TIOJICTABIIATHCS B OCHOBHOW JIOKYMEHT, B OTIPEIeTICHHbIE
€ro MecTa.

Hpouecc CJIIMAHUA JOKYMCHTOB COCTOUT U3 CICAYIOIUX HIAroB:

1. co3maHusi OCHOBHOTO IOKYMEHTA,
2. co31aHus JOKYMEHTA JIaHHBIX,
3. CIMUSIHUS ATUX TOKYMEHTOB.

Jlis  BBITIONIHEHUSI ONEpalliy CIAUSHUS yaoOHee BOCIHONb30BaThess Macmepom, KOTOPBIMA
HaunMHaeT paboTy mpu BeIOOpe BKIanku Paccwviiku, Hauamo causnue, I[lowaeoswiii macmep
cauanus. . .Mactep TpeasaraeT BBINOJIHUTH MIECTh 3TANoOB, YKa3aB JUIsl KaXIOro HeoOXOoIuMbIe
JIOTIOJTHUTEJIbHBIE CBEICHMUS.

Hwxe mMbl paccmoTpuM paboty Macmepa crusanus noapoOHee.

BbinosiHenue causinusa npu nomouu Macrepa

1. BoimonHuts KoOMaHay MeHto Paccoiiku, Hauams cruanue, Ilowacowiti macmep CausiHus. ..

Bcraeka PazmeTka cTpaHnuel Ceblnkn Pacceinku

by
=]
Hauate | EBEwiGpate

CNHUAHWE ™ I'IO)'I_\"‘-IBTE;'IEH x

12 Muacewa

~) CoOBWEHMA INEKTPOHHDIN NOTH
KoHBepThL..
Hakneiikn..,

=
=l
_I_I Katanor

@ OBbIYHI ZokyMeHT Word

MowarossA MacTep CIMAHUA. .,

Pucynoxk 48. Bvizos Macmepa cauanus

2. CnpaBa Ha dKpaHe MOsSBUTHCS OkHO Mactepa. Ha mepBom stane Bam npenctout BbIOparh THIT

JOKYMEHTA (HalpuMep, M1cbMa) U IEPENTH K CIIEIYIOIIEMY dTaly.
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| Cnuarne v X

Buibop Thna foxymenTa

C QOKYMEHTOM KSKOro THNa
sononHAeTcA pabora?

Q) Muwasma
3nexTpoqroe coobiierme
KoxsepToi
Haxneina
Katanor
Mucoma

Mpw OTNPABKE 0AMHAKOBLIX
MMCEH MPYTINE MOAEH MOXKHO
M3MEHMTH KAWA0E MNMCHMO,
OTNPABNAEN0E OTALNLHOMY
NoNYy4YaTeno.

ANA NPOAOIIKEHMA LWENKHUTE
“Ranee”,

Pucynok 49. Obracms pabomer Macmepa crusmnus

Ha BTOpOM 3Tame mpoMCXOAMT BBHIOOP ITOKYMEHTA, KOTOPBIM OyIeT MPUHAT 3a OCHOBY BCEX
nuceM, OyIeT cofepKaTh CTAaHIAPTHBIA HEMEHSIOUIUIICS TEKCT. B KauecTBe Takoro TOKyMEHTa
MOXET BBICTYIIATh TOT JOKYMEHT, KOTOPBIM BbI y’e MOArOTOBUIN U OTKPBUIH, CYLLIECTBYIOLIHNI

JIOKYMEHT, KOTOPBIN HY)KHO OTKPBITH, JIKO0 1madson (Pucynok 50)

B

]-1-1-1-2-|-3-|-4-|-5-n-5-n-?-1-3-1-9-1-10-1-11-1-3 e S
IIPHTJTATITEHHE & & A
[ - ]
Boibop pokymMeHTa
dakynereT: YTo Bl BBl XO0TENH B3ATE 34
. 7
I'pyrma: OCHOEY .El.J'IFlUCDB.ﬂaHHF! MHCEH?
) TeryWMA J0KYMEHT
YBamaeMEIH{AA) ) WaBnaH
) CYWECTEYHILWMA A0KYMEHT
Ilpurnatnaest Bac #a Hoeoropeid seEp, KOTODEIH Cf TEKYUHK JOKYHEHT
2000 roza e 20 4acor no agpecy: ¥u. Crap: HauaTk ¢ ykasaHHara
E AKTOBOM IaTe ADEYMEHTS M MCNONES0ESTE
M3CTER CAHAHKA 4NA
0BAENEHHA CESAEHHA O
Bac #xyT JeqgMoposz 5 CHerypodka, Mope II0OJApDKOE, o o
1 NoMyYH3ITENAX,
cuexal

LI Jran 2 vz B
H
e} DT.TE‘['{HDE HACTPOSHHEe TApAHTHPYE o % Janee, BbIEDp I'ICIJ'I';"‘-IEITEJ'IEﬁ

¥ @ Hazaa. Belfop THNA A0KYMEHTZ

=64 | -

Pucynox 50. Boibop doxymenma - 0CHO8bL 0I5t CAUSHUSL

Ha tperbem sTame mpoucxoauT BbIOOp (aitia, W3 KOTOpPOro OyayT B3SATHI CBEICHUS O
NOJyJaTeNsaxX Bamlero mucbMa (pamMunms, ums, ajpec, JOHDKHOCTh U JIp.). DTO MOXKET OBITH

OOBIYHBIN TEKCTOBBIN (paiii, (ails 3MeKTPOHHOM TabaHuIbl WM 0a3bl NaHHBIX, aJpecHas KHUra

u T.1. (Pucynok 51)
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Chaunanune
@ Wcnonb308aHMe ucKa
') KowTakTsi Outiook

(©) Cosnanwe cmaka

CywecT sytouymii cnucok

Mcnons3yiTe uMeHa U aapeca n
ina uni Hasel AaHHBIX.

Pucynox 51. Bvibop ¢aiina — ucmoyHuxa OaHHbIX 015 GbINOJIHEHUA CIUAHUSA

Ko\ )® |« Word 2010 » Temal » Slianie » -

Ynopagounts ¥ Hosas nanka

1| Hepaenue mecra ~ Wima
PaBouwii cron &) bazaxis

E‘ ] Slianie.doc

4 BuBnnorexn ~ )] slianie_2003.doc
H Buaeo #1 Slianie 2010.doc
" Aoxymentei

:! Komnetotep

Ca Nokaneheiii guer + ¢ |

[Bce WCTOHHMKN AGHHbIX ('.odc;‘ v]

[ ompem | | Omena |

5. Ha TPETHEM KC 3TAIIC MOXKHO OTO6paTI> JJI1 CIIUAAHUSA TOJIBKO TC JAHHBIC, KOTOPBIC OTBCYAKOT

ONpCACIICHHBIM YCJIIOBUAM .I[JISI 9TOro, MmocCJI€ OTKPBLITHUA (1)3171.]13 CO CIIMCKOM HOHy‘I&TCHCﬁ,

L3
HYKHO IIETKHYTb [0 cChUTke Oumprp & PP oy Ioyenume cnucok. .. (e, PucyHok 52).

B nosiBuBIIIEMCSI OKHE 3a/1aTh YCJIOBHUS OTOOpA:
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3TOT cMcoK NonyuaTenei SyaeT mucr
HMONONL3YATE PACNIONOMEHHSIE HIDKE KHOMKM 1 CColnkK, ina

15 1 3 STOMO OWICKa
4R NONYy4YaTenei aonL3ynTe

5

COOTBETCTEYIUWE dnaxki. MNocne Toro Kaxk awmcox ByAeT roTos, HEXMUTE KHoNKy "OK™.

vlm“”‘

B A

AI

Al Copmmposka no eczpacranwo
[V Neonua Sospos sopuaMueckuil %} Copruposxa no yGSeisaruo
baza.xls [V Hartanes Bacroxoeny wnH-BB dwnonorun -
baza.xs ¥ Bacunwii  BopoBees  10p-8® opRanueckui e
« i
3
McToursm ganHb YTOUHMTL OTCOK NMONyJaTensi 4
baza.xls - 4l coomupoma... 5
? SUNRTD-- (Mycreie)
21 Hadmu nosToperms. .. (Henycrsie)
= -] Haivu nonyuarens...
f..] LL (AgnonuutensHo...)
oo ke - —
il
OTt6op lgap. 1P 3anmcen [
None: CpasHerme: SHaveHHe
wrdopHraTHKa E] MEHDLILE MMM DABHO B 4 -
" EI |anrn E] pasHo B 5
o< ][ omew

Pucynox 52. Ombop 3anuceii uz gpating — UCMo4HUKa OAHHbIX

6. Ha yerBepTroM 3Tame HEOOXOIUMO yKa3aTh, 1€ B JIOKYMEHTE CIUSHH OyIyT pacroyiaratbes

H3MEeHsIoIMecs JaHHble. JlJig 3TOro: yCTaHOBUTE KypcOp B HY)KHOM MeCTE€ dKpaHa, HaXXKMHUTE

Ha CCBLIKY ,Z]pyzue J1EMEHRN bl NI BI)I6epI/ITC KHOIIKY Bcmasumv none crusuus Ha BKJIaaKE

P acculiku, BBI6CpI/ITe HY>KHOC II0JIC. HOBTOpI/ITC, TIOKa HE pacCTaBUTEC BCC HCO6XOI[I/IMBIC I10JI4A

(Pucynok 53).

8 8 [E

[Z» Mpasnna -
43 Noagop noneit

Baox Crpoxa
T AApeca NPUBETCTBMS | CAMRHWR =
Cocrannenue Joxyl Dro

wnn

-|-.4-.-§-|-s-.' Wua

rpynna

PayasTeT

MaTem

amra

uHGopMaTHES

Moagop nonedi... | [ Bcresure | [ omewa |

-Cmm_m

HamasTe MAtsMo, ECNKM 3TO He
Buino caenano pates,

Hrobe: AobASMTE CHEAEHIA O
AONYSOTERMX B M4ChMO,
BLUIEMMTE HECTD B AOKYHEHTE, 3
3ATEM WENKHUTE OOHY M3

CNEN YIOULIX COBUNOK.

S CTposa MEsBeTCTEMA. ..
__--:| MosTosan Hapws. ..

""--.M\:l:emmu

3asepume COCTABNEHUE MNCLEME,
wemasre “fanee”. MNocne sToro
Bt OHOMETEe NPOCMOTRETE M
OTPEABKTHPOBATE KAR40E
OTOENDHOE MIKDMG .

Pucynox 53. Bvibop noneti ciuanue 051 0CHOBHO20 OOKYMeHmd

7. Ha nsarom stane Brel MoxeTe npeaABapUTCIIbHO MPOCMOTPECTH HOHy‘-ICHHBIﬁ CIIMCOK, UBMCHUTH

yCIIOBHE 0TOOpa, UCKITFOUUTh HEKOTOPBIX ajipecatoB (PucyHox 54)

64



l Cnunaxue 5

MpocmoTp nNucem _
3aecs NpeacTasneH BUA 0AHOro
M3 CO3A3HHLIX NuceM. Ana
NPOCMOTPa APYroro NMCbMa
HEOXMATE 0AHY U3 Cneayrowmx
KHOMOK:

NonyuaTtens: 1

63] HaifTi nonyyaTens...

MOXHO TaroKe M3MEeHUTb CNMCOK
nonydyarenei:

:’{ M3MeHnTb CMCoK. ..

[Hommmnwarem]

3aBepwms NpeaABapUTeNbHLINA
NPOCMOTP MMCEN, WENKHATE
“Aanee”. Mocne 3T0ro Bbi
CMOXKETE HaNe4YaTaTb NMCbMa
WUNK OTPEAaKTUPOBAaTL MX Mo
OTAENEHOCTH.

Pucynox 54. Ilpocmomp omobpanHwix 014 CIUAHUA 3anucel

3aBepmiaeTcs TMPOLECC CIUSHHUS Ha IIECTOM 3Tale BBIOOPOM CCBUIKH M3MeHums uacmo
nucem... llpm >TOM coO3maeTCs HOBBIM JTOKYMEHT, KOTOPBIA COAEPXKHUT THUCHhMA,
MpeHa3HaueHHble OTOOpaHHBIM ajpecaraM. [Ipu HEOOXOAMMOCTH MOXXHO OpPraHU30BaTh

CIIMSIHME Ha TIeYaTh WIH 10 YJIEKTPOHHOM rmourte (PucyHok 55).

Caunanne v X

3aBepweHne CIHAHNA

Cpeacrso UwmaHUA
nNoAroTOBNEHO K CO3AaHUIO
nuceM.

ANnA yTOYHEeHUA NMCEM WeNKHUTe
CinKy V3MEHMTL OTAENbHLIE
nMceMa”. OTKPOETCA HOBLIA
AOKYMEHT, COaepXalmi
obbeguHerHbie nncemMa. YTobb
BHECTW M3MEHEHUA BO BCe
NUCHMa, NepenanTe B MCXOAHLIN
AOKYMEHT.

Cnuanne
23 Nevats...

.
&) UsMenuTb YacTb NUCeM. ..

LCnnm—me B HOBBIIi AOKYMENT

Pucynox 55. 3asepuienue npoyecca cruanus
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3AJAHHE 1

Hcnosnb3ys TEXHONOTHIO CAUSIHUS, CO3JaliTe MPUTJIAIEHHUS] HA HOBOTOJIHUI Bevep.
[IpurnameHus HOArOTOBBTE TOJBKO ISl TEX CTYIEHTOB, KOTOPbIE MMEKOT OTMETKU HE HUKE

«4» o UHPOPMATHKE U HE HIDKE «5» 0 aHTIUHCKOMY SI3BIKY.

Jist aToro :
1. Co3znaiiTe OCHOBHOM JHOKYMEHT M coxpaHuTe ero mnoja uMmenem Ilpurnamenue.doc. O6pature

BHUMaHHUEC — IIpU CO3JaHHKW OCHOBHOI'O AOKYMCHTAa B AJAaHHOM Cliy4dac y,I[O6HO IIPUMECHUTH

Ta0IUITy ¢ HEBHIMMBIMU TpaHUIlaMu. B 00pasiie BKIIIOUeHO 0TOOpakeHHE TaOJTUIHONU CETKH.

HPUT'JIAIIEHUE

daKynbTeT:

Mpynna:

YBarkaembliii(an)

Mpurnawaem Bac Ha HoBorogHuit Beuep, KOTOpbIN cocTouTcA 29 aeKkabpa 2016
roga B 20 yacoB no agpecy: yn. Craprosas, 23 B aKTOBOM 3ane

Bac xxayTt ea Mopo3 un CHerypouKa, mope NoAapKoBs, LUYTOK, KOHKYPCOB U
cmexa!

OTAnYHOE HacTpoeHUe rapaHTUpPyeTca.

2. Ucnonw3ys ¢aiin [Ipurnamenne. doc B kKauecTBe OCHOBHOTO JIOKYMEHTA, BBIMIOJHUTE CIUSHUE
B HOBBIH JOKYMEHT, 0ToOpaB u3 (aiina Baza.xls Tonpko Te 3ammcu, KOTOpPbIE OTBEYAIOT
ycnosuio 3ananus. @aiin Baza.xls mpenBapuTenbHO CKONMUpPYHTE Ha CBOM JHMCK W3 TArKH,

yKazaHHOU npeniogaBareneM. [Ipumep daitna Baza.xls:

damunusa Uma rpynna ¢akynbTeT | MaTem aHrn MHcpopmMaTHKa
Apby3oB Makcum nH-8Bb cunonoruu 3 4 3
Bosipos Jleonunp top-8A topnanyeckmi 3 5 3
BaciokoBny | Hatanbes nH-8b6 domnonoruu 3 5 4
BopobbeB Bacunun top-8P ropuanyeckmi 4 5 5
3arnueB denop top-8P OPUANYECKNI 4 5 4
3ebpuH MBen nH-8A cunonoruu 4 4 5
MBaHoB Cepren top-8P ropuanyeckmi 5 4 5
KapeHnHa AHHa top-8P topuanyeckmi 4 5 3
KoBaneBa Hatanbs nH-8b6 domnonoruu 5 5 5
Kopabnes Oennc top-80 topnanyeckmi 4 4 4
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MapTbiHOBa | Onbra nH-8A dunonorum 3 4 5
MopryHoB Buktop top-8A topnanyeckmi 3 5 2
MyxuH Bagum nH-86 dunonormu 3 3 5
MeTpoB Unbs top-8A topUANYECKNIA 4 3 4
Monos Oner nH-8Bb dunonormum 3 4 3
PenkuH Muxaun top-8P topnan4eckmi 5 3 4
PocToBa Hatanbs nH-8Bb dunonorum 3 4 5
CaBenbeBa | Onbra nH-8Bb dunonormum 3 3 5
CrenaHoB OmuTpuin top-8P ropuanyeckmin 4 2 2
XpycTtanes Anexkcen top-8P topUANYECKNIA 4 5 4

3. Coxpanwute pe3ynbTaT ciusHus Ha aucke H:\ mog umenem 3amanne 10.docx.

3AJAHHE 2

Hcnonb3yst TEXHONOTHIO CIUSHUSA, O(POPMUTE 3asIBKU HA PEMOHT 000PYIOBAHMUSL.

Jns sToro:

1. Co3zpmaiite mabioH JOKyMEHTa 1Mo 00pa3Ily ¥ COXpaHuTe ero Ha aucke H: mog umenem

@amuus_3asBka.dotx. OO6paTure BHUMaHUE — IIPU CO3JJaHUH I1a0JIOHA OCHOBHOTO IOKyMEHTa

B JAHHOM CJIy4dac YI[O6HO MMPUMCHUTDH TaGJII/II_[y C HCBUJUMBIMHU T'paHULIAMHU.
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Kvaa:

JaaBkKa

i

HII® "TIporpecc”
r. Mypomexuit, via. Tlpudpesman, 1231
Te1.(8491) 3-98-67

HA rApaHTHAHLIA PeMOHT

B crazn c BEXOAOM M3 CTpOA MPOCHM ODECTIEMHTS TaPAHTHIHEIT PEMOHT

CTIEOVECIIETO 000pVIORaAHHT:
Hammvenosanme :
CepuiiHbii HOMep:

Ne maxmamgHOH -

JaTa gaxaagnoii:

CormacHo JOTOEOPY O IIOCTABKE 0DOPVIOBAHHA CPOK FApaHTHIHOTO

USC.TF_JIG{BEJ{I{H JdKAHYHEISTCH -

I'marnwnt nmxenep HIIE "Tporpece”

H.P. HInmxss

2. Co3znaiiTe HOBBIN TOKYMEHT Ha 06a3e CO3/1aHHOTO I1a0JIOHA U BHITIOJHHUTE CIIUSHUE, UCTIONb3YS B

KauecTBE MCTOYHHKA NaHHBIX (aitn Ob6opynoBanue.xls. [Tpumep daitna O6opynoanme.xls:

CepuiiHbIN Howmep Data OKOH4YaHue
Kyna: HanmeHoBaHue - -
HOoMep HaknagHon | HaknagHou rapaHTum
R " XonoaunsHasa ycTaHoBKa 0981-

3aBog "Xonog "Xonog - 100A" 0873503 651/365 12.02.1999 30.12.2002
000 | BewnwnaTop "Berepok- 462-PA21 | 23/119 20.02.2000 | 20.02.2002
BeHnTunsaums M20
3A0 "MoTop" MoTtop mogens AP21-1000 81021-700_ 34/89 13.04.2000 10.10.2003
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3A0

ButpuHa mogens Actpa -

; . 98-B12 541/90 20.04.1999 | 20.04.2000

WHTepbep 200

3ason "Sony’ | My3blkarneHeI LeHTp Sony | E89-732- ) o704 11.05.2000 | 30.12.2003
M300 1M

3aBog CeapouyHbin annapat C90- | C289-56-

Mpoduns” 1987 201K.23 341/287 20.08.2000 | 12.06.2003

?AO . CTaHOK CTONsIpHbIN CT-921 29-CHIR01- | 5 23.09.2001 23.10.2003

MoawmnHuK 7189

000 "Tpakrh" | T 2AYTOP HyTyHHbIA 56P-35-003 | 78/122 31.10.2000 | 31.10.2002
mopenb TP-78

TOO . . Cno1-

"MepKypuii" Creknonaket "lMpecTnx M002-13 45/90 12.01.2001 20.12.2003

HM® "Ctpater" | Tenenpoektop M-300 15220000'_ 1 89/273 30.09.2000 | 30.03.2002

3. CnusiHHE BBIIOJHUTE B HOBBIM JOKYMEHT TOJBKO JJIsi TOTO 000PYAOBaHUS, KOTOPOE, COTIIACHO

HaKJIaJIHOH, ObLJI0 3aKyruieHo B 1999 roay unum rapanTusi Ha KOTopoe 3akanunBaetcst B 2002

rofy.

4. CoxpaHuTe pe3ynbTaT ClusHus moja uMeHeM 3ananue 11.docx.

KOHTPOJIBHBIE BOIIPOChI

Kakue JOKYMCHTBI pCKOMCHAYCTCS MMOATOTOBUTD 3apaHCe JIA pCain3allu CIASIHUSA?

Kakne ncTouHukn JaHHBbIX MOXXHO HCIIOJIB30BaTh AJId CITUSTHUS?

|

1. B xakux ClIydasax MpH NOoATOTOBKE JOKYMCHTOB UCIIOJb3YCTCS TEXHOJIOT A CJII/ISIHI/I}I?
2

3

4

Kax BBITIOJIHUTH OTOOp 3amucei, 711 KOTOPBIX HEOOXOIUMO BBITIOJHUTD CIUSHUE?
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IHPAKTHUKYM 8. DuekTponnbie GopmMbl

KPATKAA CIIPABKA

dopma wim OJIaHK — 3TO IOKYMEHT, COCTOSIIIINI U3 HEKOTOPOW HEM3MEHSEMOMN YacTH TEKCTa U
NycThIX rpad, mpeaHa3HauYeHHBIX MJI Mocledyromlero 3amnonHenusa. CymecTByeT aBa Buaa (opm -
AIIEKTPOHHBIN, TO3BOJSIIONIMI  3amoOJHATE (GOpMy TpsAMO Ha KOMIBIOTEpE, U  OYMaKHBIMH,
NpeIHa3HAYSHHBIN IS 3aroJIHEeHHs] MedyaTHoW Komuu (opMbel OoT pykd. OueHb BaxXHO cpasy
OnpeAeNnuTh — Kakoil BuA (opMbl OyIeT co3AaBaTbCs, TaK KaK 3TO OMpPENENsieT BO3MOXHOCTH
HCIIOJIb30BaHUs B (JOpPME TE€X WJIM MHBIX €€ 3JIEMEHTOB. B 31eKkTpoHHOM opMe MOTYT HCIIONIB30BATHCA
TEKCTOBBIC TIOJISA, TMOJNSA-(DIaKKH, TMONSI-BRINAAAIOIINE CIOUCKA. B  OyMakHOW QopmMe MOKHO

HCIIOJB30BaTh TOJBKO TCKCTOBBIC IIOJIA H (bﬂa)KKI/I, BbIIIaJar0muye CIIMCKHM B Helt pCaIn30BaTh

HEBO3MOXKHO.

Co3nanue popm

B 3aBucuMocTH OT TOro, KakuM 00pa3oM MpPEeaIonaraeTcsi NO3UIMOHUPOBATh HEM3MEHIEMYIO
TEKCTOBYIO HH(poOpMaIuio U 1oyt (GOpMbl OTHOCHUTENBHO JAPYr Jpyra B JOKyMeHTe (IIaliIoHE)
cojaepxarieM GopMy, pa3IMvaroT JABa TUMA GOpM - TAOIUYHYIO U TEKCTOBYIO.

Tabnanunast popma - 3T0 6s1aHK B Buae Tabnuibl. Vicronp3zoBanue Tabnuibl B (hopMe MO3BOISET
CTPOTO ONPEAETUTh COOTBETCTBUE MEXKIY TEKCTOM U TOJIeM (POPMBI, OTHOCSIIUMCS K 3TOMY TeKCTy. B
9TOM CIIydae U TEKCT, W Moyt GOpM BBOIATCS B SIUCHKH TAOJHIIBI, TPAHUIIBI KOTOPOW MOXKHO 3aTeM
pu He0OXOIUMOCTH YOpaTh.

TexcroBast popma - 3T0 HaOpaHHBIN OOBIYHBIM CIIOCOOOM TEKCTOBBIN OJIAHK, B OMpPEICICHHbBIE
MecTa KOTOPOTO BKJIFOUEHBI T€ WM UHBIE 3JIEMEHTHI (DOPMBI.

IIpu co3znanuu ¢Gopmbl yI00HO MOJIB30BaTHCS BKIAIKON Pazpabomuux, KOTOPYIO CIenyeT

BBIBECTH Ha SKPaH C OMOIIbIO BKIAIKU Dati.

| MapameTtpbl Word

J6uwme [::l. o -
i | Ha(.—l'pOI-'IKB A2HTEl W COYETaEHWMK KNaEWLU,
JkpaH
Eri6pate KoOMaHae: i Hacrpofika neHTes i
HpaBCanEHbe YacTo MENoAb3YEMBlE KOMaHAb! - OCHOBHLIE BKNAgKW E
CoxpaHeHHe
=¥ AG3all... - OCHOBHBIE BKIAAKK
Sk g:‘,'a BrICTpan NeYaTs i & [¥] FnasHan
# [¥] Beraska
JononHUTENBHO BepHyTe =
BepTrkanbHas Hagnwce B || PasmeTra cTpaHnLbl
= ]
| Hacrpoiika nerrw | 2, Bcraswuie B[] Ceatnin
: ) [, Bcraswtb 3 B [F] Pacchtaku
MaHene BEICTROrD GOCTyni AE' BCTABMTE CHOCKY 3 [+ !E PeyeHsnposaHue
=
& - 4 Boipesatb =) :" E
aacTpofikn = 7l
VIEED =" EBEupOBHATE N0 ASEOMY Kpak €1 [/] PazpasoTymk
= = W] Hagcrpoukn
LieHTp ynpasneHna Gesor = BuIpOEHATE N0 LEHTRY = TR
. runepccoinka... B || 3anwce Gnora

Pucynox 56. [lobasnenue exnaoxku Paspabomuux na renmy
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Ha nenre mosButcs Briaaka Paspabomuux. J{ns pabotsl ¢ ¢popmaMu OyneM HCIIOIB30BaTh

TPYIITY KHOTIOK Jemenmul ynpasienus (Pucynox 57).

Paccoinkm PeueHsnposaHmue Bua PazpaboTymk
Aa Aa - B Pexum xoncTpykTopa j % Cxe
L-“ - S ~ o y I .
i+ =) ol SUMCIBa =J I
— = CrpykTypa
v _%' ] pynnupoBaTte gj Nai

JNeMeHTEl yNnpasaeHus Xp

Pucynox 57. Bkaaoka Paspabomuux

ECJIN xHOmKHM 3TOW TPYNIbl HEAOCTYITHBI, HY)KHO BBITIOJIHUTh KOMaHIy IpeoOpa3oBaHMs

¢aiina mpu nomouwm komauasl Patin, [peobpazoseams.

m FhasHas Bcraska PazmeTka cTpaHuusl Ceunkm Pacceinkn

= Coxpanurts

CBepgeHusa: Lection B 6 3

E", CoxpaHWTb KaK )
C:\Users\73B5~1\AppData\Local\Temp\Lectic

7 OTkpuTs
[ 3axpuiTe
AoxymeHT Tonbko

|-\~T!
CeegeHun 3toT ,qoxyn.:eﬂ'r 6ein o
UIMEHEHWW BE MCXOAHE

COXDaHWTD KK M3MEHEHMWA, CO3AaNTe
Mocnegxne P

Coszgats

Pexxum orpaHumueH
E€KOTOpPbIE HOEBIE BQ

aboTte ¢ npeabigyLmM
O3BONNT BKIOYUTS =

PazmMeTKn.

Meyate L\P%é

MpeocBpasoearte

CoxpaHuTe U OTNPaBnTb

Pucynox 58. Ilpeobpazosanue ¢aiina k nogou sepcuu Word

st coznanust gopMbl HE0OX0AUMO:

1. Co3naTh HOBBII TIOKYMEHT.

2. Ecnu coznaercs tabnanuHas popma — 100aBUThH TaOIHILY U3 HY>KHOTO KOJIMYECTBA CTPOK U
CTOJIOLIOB M BBECTH B €€ sIYCHKH HeM3MeHsieMblil TeKcT. Eciu co3maercs TekcroBast opma -
BBECTH HEM3MEHSIEMbII TEKCT, OCTABIISSA 110 JIBa Mpodelia B TeX MECTax, Ky/a Mo3xe OyayT
BCTaBJICHBI DJIEMEHTHI (opMbI. Pazymeercs, mosst GopM MOKHO BCTaBISTH B OJIAHK M Cpa3y, Mo

MEpPE BBOAA HEU3MEHACMOTI'O TCKCTA.

3. I[J'DI BCTAaBKH HYKHOI'O 3JICMCHTA (bOpMBI HCIOJIb30BATh COOTBCTCTBYIOIINUE KHOIIKH W3 I'PYIIIIbI

MHCTPYMEHTOB IIPEABIAYIINX BEPCUI
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&Z Pexxum koHcTpyKTOpa

Dopmbl NPeAbIAYIMX BEPCWA
abl 7 [HEE% 2

nemMeHTel Activex
M AG GRS
wia S =

i

Pucynox 59. Dnemenmor ynpasnenus 0 31eKmponHOU popmol

Aa Aa [ &Z Pesxum xoncrpyxTopa
= B E3 % Csomcrea
= &

4. Jlns 3agaHus mapaMeTpoB BCTABJICHHOTO 3JIeMEHTa (JOPMBI HYKHO HCIIOIb30BaTh KHOTKY

30 Eﬁ' lpynnupoeaTte ~
Ceoticmea -

SNeMEHTH YrpPpasneHWa

5. 3amuTtuTh (GOpMy OT BHECEHUS U3MEHEHUN U COXPAHUTh JTOKYMEHT KaK uab/IoH.
IMapameTpsl moJied popm

Kaxnpiii snement (mone) ¢opMbl uMeeT ompeneneHHbI Habop mapamerpoB. Ilapamerpsl

MOJKHO 33J1aTh TOJIBKO /IO YCTAHOBJIEHUS Ha GopMy 3aiuThl. Eciu 3amura yxe ycTaHoBIIeHa €€, epes

3aJlaHueM MapaMeTpoOB HEOOXOAUMO CHSITh, HHa4e KHOIKa Ceoticmea Ha MaHeIn HHCTPYMEHTOB Oy/eT
HezocTymHa (0 3amuTe GOPMBI TOBOPHUTCS JlAsiee).

Jlist 3aganvsi mapaMeTpoB HEOOXOAMMO CENATh 10 AJIEMEHTY ABOWHOMN MISITYOK WIIH, BBIJICIIHB
€ro MIETYKOM MBIIIM, HaxaTb KHONKY C(eoticmeéa Ha maHenu WHCTpyMmMeHTOB. Ha pucynke 60

MIPEJICTAaBJICHO OKHO IMapaMmeTpoB JUIsl TEKCTOBOro mojisi ¢opMbl. [l Apyrux THUIOB IMOJIEH OKHO
CBOMCTB BBITJISIIUT UHAYE.

MMa pamMeTpbl TEKCTOBOTO NONA

TekcTogoe none

Yucno 0o YMonYaHHHD:

POPHAT YHCNA:
TekylWwan aata
Ed Terywee speMa

ELIYHCNEHHE
TH EZ0 A

MpH BLIXOAE:

MNapaMeTpEl NonA

3aknaaka; TekcTosoellone3
paspeWHTE HIMEHEHHA

[ ebimenmTe NpM BoxoAe

TEKCT CNPaBKH. ..

[ O ][ OTHEHA ]

Pucynok 60. Oxno nacmpotixu napamempoe snemenma ynpaeienus Texcmogoe none
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Co3nanne cpaBKH VIS OJIb30BaTeJ1eil (popMbl

YtoObl 1OMOYH IIOJIB30BATCIISIM, 3aIllOJIHAIOIIUM q)OpMy MOXXHO CO3JaTh IIOSCHSIOIIMI
CHpaBO‘lHHﬁ TCKCT AJIA Ka)XXAO0I'o II0JIA (bOpMLI. I[J'IH CO3aaHus CIIpaBKU HCO6XO[[I/IMO OTKPBITH OKHO

MapaMeTpoB JUIsl HY)KHOTO 1oJis (GOpMBI 1 HaXKaTh B HEM KHOIIKY Texcm cnpasku.

3ammura popmbl

UrtoObl mpoBepHuTh paboTy madioHa GopMel, a 3aTEM U JOKYMEHTOB, CO3JaHHBIX Ha 0a3e 3TOro
mabJioHa, HEOOX0IUMO 3auuTUTh Gopmy. Oneparus 3alUThl MPUBOAUT K TOMY, UTO TMOJS (HOPMBI
AKTUBU3UPYIOTCS U MPHUOOPETAIOT CIOCOOHOCTH BBHITIOIHITH COOTBETCTBYIOIIUE NEHCTBUS (HAIIpUMeED,
noJs-(pyakKy HAaYMHAIOT PearnpoBaTh Ha LISIYKU MBINIBI0). Kpome Toro, onepariyst 3aiiThl JIUIIaeT
KOTo OBl TO HU OBUIO BO3MOXHOCTH H3MEHSTH CTPYKTYpy (hopMmbl. Ilocie 3ammuThl MOJIb30BaTENb
MOJKET U3MEHSTh CTPYKTYPY (DOPMBI € AMHCTBEHHBIM 00pa30M — 3aIlOJIHSIS €€ TOJIs.

Jns 3amuThl GOpMbI HEOOXOAUMO IIEIKHYTh HA MaHeIn MHCTPYMEHTOB KHOMNKY Ozpanuyums

—

E
=
OrpaHHYHTE

BERER PO

pedaxkmuposanue (C W300pakeHHEM 3aMKa) 3areM ciemyeTr ykasaTh — KakKHe

OrpaHUYCHUS HAJIOKCHEBI Ha (1)OpMy " YKa3aTb NapoJjib JJIA 3alIUThI (bOpMBI OT U3MCHCHUH.

Orpanuunte popmaTupoeanunt v

1. Orpanmuennn Ha

cdopmaTupoBaHne
[ orparmanTs Habop
paspelueHHbiX CTUNe
HacTpoiku. ..
e Cnocob 3awuTol
2. OrpannyeHnn Ha ® Napons
pepaxkTunposaHne
= 3 (AoxyMeHT He 3awndposaH.
(V] PazpewnTs Toneko ykasaHHbit MoNb308aTENN-3N0YMBILLNEHHUKIA MOTYT M3MEHUTD AN 1
cnocob peaakTHpoBaHUA yaanuTs Napons.)
AOKYMeHTa! .
HoBui1 napone (HeobazaTenoHo):
Bsoa aanHbiX B8 nons dopm E]
CoaTsepxaexne napons:
ﬂDOBEDHa NMOANMHHOCT NONB30BATEenA
3. BKNounT b 32Ty (ABTOPM30BaHHEIE BNagenslbl MOTYT CHATE 3aLUMTY
MDUMEHUTD YKA3AHHSIE HACTPOIKH NOKYMeHTa. [lokyMeHT 3awndposaH, A0CTYN OrpaHnyeH.)
(Nosaxee ux moxHo Byaer ; [ oK
OTKMOYUTE) '
Aa, BKMOYMTb 3aLuuT

Pucynox 61. Hacmpoiixa napamempos 3aujumslt popmul

Brruuciasiemoe moJie

OfHUM U3 THIOB TEKCTOBOTO MOJIsi (POPMBI MOKET ObITh Buiuucnenue. Kak u mo0oi Apyrow,

JaHHBIA THII IOJISA q)OpMLI YCTaHABJIMBACTCA B OKHC 3aJaHHWs MapaMCTpPOB. HpI/I BBI60pC THUIIa ITOJIA
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Buiyucnenue HeoOX0MMO B TOM e OKHE, B OTBEJIECHHOM MecTe (PSI0M CO 3HAKOM PaBEHCTBA) BBECTH
pacuetHyro Qopmyrny. B kauectBe apryMeHTOB B (hOpMyJie HCHOJB3YIOTCS Ha3BaHUS 3aKIaJOK.
3akiazKa - 3TO UMs, KOTOpOE MPUCBAUBAETCS KaKOMY-JTHOO MECTYy B JOKYMEHTE, YTOObI 00eCIeunuTh

GLICTPLIﬁ nepexon K 3ToMmy MECTY BIIOCIICACTBHUU.

Co3nanue popmyJi 11 BIYHCIsIEMbBIX MOJI€i

[Tpu cozmanuu mo6oro moist GopMbl (TEKCTOBOTO, (hiIakKKka MM BhIMagaromero crnucka) Word
AaBTOMATHYECKH CO3JIAeT JJIsl HETo 3aKianKky. MMs 3akiaku MOKHO YBUAETh B OKHE TApaMETPOB 3TOTO
HOJIL M TIPH HEOOXOJIMMOCTH M3MEHUTH €ro Ha Jpyroe. VIMEHHO MMeHa 3aKiIaJoK HCIOIb3YIOTCS B
(dopMmynax BBOJUMBIX B BEIYHCIIsieMbIe TIOJIs. [Ipy 3TOM HE0OXOJMMO TOMHHUTB, YTO TO HJIM WHOE IOJIe
CMOXKET y4acTBOBAaTh B BBIYHMCIICHUSX TOJBKO B TOM CIlydae, €CIId B OKHE €ro IapaMeTpoB ObLI
YCTaHOBJIEH (QIakoK Buiuuciaums npu 6bixooe. Y CTaHOBKA TOT0 (hI1akka O3HAYaeT, YTO KaK TOJIBKO
HOJIB30BATENb EPEXOAUT C JaHHOTO TIOJIs, BBE/Isl B HETO KaKOe-TO 3HAYCHHE, K JIPyroMy IOJI0, TO B
HEKOTOPOM BBIYUCISIEMOM TI0JIe OyHeT TOSBISITECS PE3YNbTaT BBIYUCICHUS C HCIIOJIb30BAaHUEM
BBE/ICHHBIX TI0JIb30BATEIEM JIaHHBIX.

CamMO BBIYHCIISIEMOE TIIOJIE TAK)K€ MOJXKET YYacTBOBATh IO MMEHEM CBOCH 3aKJaJKd B
dopmynax Apyrux BbUHCIHsIeMbIX Tonieid. Co3mgaHue BBIYMCISIEMBIX IIOJIEH HMMEET CMBICT JUIs

AJICKTPOHHBIX OJIAHKOB.

Texcrosoe none
Tun:
Bemmcnexme

MaxkoManbHas AnuMHa:

Bes orpaHuHeHii

BoinonHMTL MaKpoc
npu Bxone:

MNapameTpsl Nnons
3aKnaaka:
itog
Pa3spelmTb M3MEHEHUA

[¥] soramcnuTe Npu Boixoae
BKMNKOYUTE

TexcT cnpasku... (bl'la}KOK

Pucynoxk 62. Hacmpoiika mexcmogo2eo noas muna Boluucnenue
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ITeyats popmbl

st co3nanust OymakHOW (GOpMBI, TO €cTh (POpMBI, KOTOpas OyAeT 3aroNHATHCS BPYYHYIO,
BOOOIIIE-TO HET HEOOXOAMMOCTH CO3/71aBaTh (HOpMy KaK TaKOBYH. MOXKHO cienaTh OOBIYHBIN 11abI0H
WIH JOKYMEHT, KOTOPBIA OyAeT pacrieuaThiBaThCs HA IPUHTEPE U 3aTE€M 3aIMOJTHATHCA.

[Tpu meuyaTn 3amOTHEHHOM AJIEKTPOHHON (POPMBI HYKHO OOpaliaTh BHUMaHHE Ha COCTOSIHHUE
bnaxka [leuamams moavko OauHvix u3 Gopm. BKIIOUNATH /BBIKIIOYATH JAaHHBIA (DIAYKOK MOXKHO,
BBITIOJTHHB T[EMIOYKY CICAYIONTUX AeUcTBul: Datin — Ilapamempol — JlonoanumenvHo, BEIOPATh TPYIITY
KOMaHJ TOJl 3arojioBKOM [lpu mneuamu 3mozo OoKymenma W yKa3aThb COCTOsSHHUE (Iaxkka. ITOT
(GIIKOK MO YMOJYAHUIO CHAT M ITO MO3BOJUT pacredaratb opMy BMECTe C BHECEHHBIMH B Hee
JAHHBIMU.

Ecmu ¢naxok Ileuamames monvko oanHulx u3 ¢popm yCTAaHOBJIECH, TO cama (opma medaTraTbest
He Oynert, a OyayT Hare4yaTtaHbl TOJBKO BBEJCHHBIE B (JOPMY JaHHbIE. DTa BOZMOXKHOCTH I0JIe3HA TIPU
neyaTH Ha 3apaHee MOATOTOBJIECHHBIX OnaHkax ¢upMbl. [logoOHBIE OIaHKH OMKHBI B TOUYHOCTH
COBMAJIaTh C JIEKTPOHHBIM BUIOM (OPMBI, UTOOBI MIPH MEYATH JIaHHBIE TOMAIN B CTPOTO OTBEJICHHBIE

IUIA HAX Ha OJIaHKE MeCTa.

3A/TAHHE 1

1. Coznaiite HOBBIM JOKYMEHT 1o oOpa3ily. OOpaTuTe BHUMaHKUE — MIPH CO3/aHUU JTOKYMEHTa B

JTAHHOM CJTy4ae yJI0OHO MPUMEHUTD TaOIHIy ¢ HEBUIUMBIMU TPAHUIIAMHU

MULIEPHS
3AKA3 HA JJOCTABKY TIUIILIBI HA JIOM

Nms
Aopec
Tenegpon

Tonydabpukar ToToBoe u3e/ne

IMua:

KoamnuecTBo: Ilena:

CTtouMOCTE:

2. JloGaBbTe B JOKYMEHT TMOJs (DOPMBI COOTBETCTBYIOIIMX THIIOB, HCIIOJIB3YS CIEAYIOUIHHA

obpa3zerr
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AT TEPHAS

3AKA3 HA TOCTABKY MBI HA JIOM

14.0KT1.02
13:41
Hun
Aopec
Teneghon
(] ITonvdadpukar (] I'oToBoe n3nenHe
IMunua: E rpudamMu *
C FpHBaKH
C konbacon
Koanuecrtpo: Iena: ¢ copon
CTOMMOCTD: 0,00

3. Jlna mosei, 3HaAYEHHUs] KOTOPBIX OYIYT YYHTHIBATHCS TPHU BBIYUCICHHH MO Cmoumocms,
YKaXXHUTE Ha3BaHU 3aKJIaJ0K (MCIOIb3yHTE 3-5 aHTIIMIICKUX CUMBOJIOB).

4. Jna nonss Cmoumocms (€ro TUI — BBIYMCIEHHE) 3aJalTe BBIpAXKEHHE, 10 KOTOpOMY OyneT
pPacCcUMTHIBATHCS €r0 3HAUCHUE.

5. YcranoBute 3amuTy GOpMBI M coxpaHuTe (aiin kak mabdioH noa umeneMm Pizza.dotx

6. Co3pmaiiTe HOBBIH JOKYMEHT HAa OCHOBE CO3JaHHOTO Bamu 1ra0ioHa, 3amoiHUTE €ro

IPOM3BOJILHBIMU JIaHHBIMH U COXPaHUTE Mo uMeHeM 3ananue 12.docx.

34/JAHHE

1. Co3spaiite snekTpoHHYIO hopmy 1o 0Opasiy
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COITPOBOJUTE/JIBHAS 3ATTHCKA
HA OTITVCK TOBAPA

JMara:
000 "EPH3"
r. IIpiEoneHBEL
vi. Kaperraa3d
1em.333-65-77

Crnaa: Homep 3arcaza: JocraBra: ¥ ¢I10BHA MO CTABKH:

DOI-MOCKBa e [ ] Camomer [[lpe;[onna“ra <

001-Mockea D Hocs,u MpeaonnaTa
002-PAzaHE ONNaTa NpH NonyHeHHH
003-Tyna
004-Camapa

O01Mas CTOHMOCTE Crmea (%0):

ToBapa (pyo.):

C yueToM CKHIKH 0,00
{pyo.):

2. Bromonaute 3amuTy GOPMBI
3. CoxpanuTe co3nannyio GopMy Kak madioH moa umeHeM ConpoBoauTeNnbHas 3anucka.dotx.
4. Co3zpaiiTe JOKyMEHT Ha OCHOBE Co37aHHOTO Bamu miaGioHa, 3alOHUB €ro MPOU3BOJIBHBIMHU

JaHHBIMU U cOXpaHuTe moa umeneM 3ananue 13.docx

M KOHTPOJIBHBIE BOIIPOCHI

1. KakoBo Ha3HaueHUE AEKTPOHHBIX (hopm?
Kak BximtounTh 0TOoOpaskeHue BKIAAKu Paspabomuux?
Kaxkwue cBolicTBa anemenTa ynpaniienus [lone co cnuckom Bam U3BECTHbI?
Kakwue TUIbI TEKCTOBOTO MOJISl MOYKHO HCIIOJIb30BATh B AJIEKTPOHHBIX (popmax?
Jlig yero cinenyeT yka3zaTh UMS 3aKJIAJKHU IS DJIEMEHTa YIpaBJIeHUs?

B xakom CJIydac B IIOJIC TUIIA Boiuucnenue He BRINOTHSIIOTCS OXXHNAACMBbIC paC‘-ICTBI?

NS kR

Jlnist Kakux 1esel B mapamMeTpax rmevyaTty JOKYMEHTa YKa3bIBalOT TOJIBKO Ievath mojeit popm?
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INPAKTUKYM 9. MakeTupoBaHue J0KYMEHTA

KPATKAA CIIPABKA

CaepcTaTh CTPAHUIY — 3HAUUT PACIIONOKHUTH HA CTPAHUIIE B ONPEAEICHHOM MOPSIKE OJI0KH
TEKCTa, 3ar0JI0BKH, MJUTFOCTPAIIUH, KOIOHTUTYJIBI U JPYTHE JIEMEHTHI 0(OpMIICHHUS.
BepcTky cTpaHuibl B OJJHY KOJIOHKY MBI YK€ 3HaeM. PaccMOTpUM Tenepb MHOTOKOJIOHOYHYIO

BEPCTKY Ha IPUMEPE CIAEAYIOUUX CTPAHULI.

BepcTka 1ByXKOJOHOYHOM I0JI0CHI

BEI exxenHeBHO BCTPCHACTCCh C PA3JIMYHBIMU MMECYATHBIMH U3AAHUAMU: Ia3€TaMU, XXypHaJlaMu,
KHUTaMHU — M, KOHCYHO K€, 3aMCYalii, YTO B PA3HBIX HU3JaHUAX TCKCT PasMCIIACTCS IO-pa3HOMY.
TexcT MOXKET 3aHUMAaTh BCIO IIUPUHY II0JIOCHI HIJIM PacCrojaratbCa B HECKOJIBKO KOJIOHOK. Yucno
KOJIOHOK Ha ITI0JIOCE MOXET HU3MCECHATHCSA OT O,I[HOﬁ J0 CEMH. KonndecTBO KOJIOHOK OIpEACIIACT UX
IMPUHY, a 9TO, B CBOIO O4YCPCb, CYIICCTBCHHO BJIHACT HA JICTKOCTH YTCHUSA JOKYMCHTA.

CocToAHME aTMoCepHOro Bozgyxa Ha CpeaHem Ypane

CocToAnne  atmocdepsl Ha CpegHem Ypane onpagenfeTca AsyMma
OBCTOATENLCTEEMY, O0LEMOM TOKCHYSCKHY BSWECTE, NOCTYNAKWMX OT PaznHYHEX

HETOMHNKOE 3arpAIHEHNA, M HHTEHCHEHOCTEN NPOUSCCOB CAMOOYNLLEHWA aTMoc hapsl.

Koutpone 33 COCTOAHHEM oficTaHoBKa KpadHe HeGnNaronpUATHE
atmocheps B ofinacTk OfnacTHeiM COBETOM HapPOAHBIX
OCYWECTBNASTCA YpaneCckum AsnyTatogs ewe 8 1980 rogy BGein

TeppHTORHaNEHBIM - YyNpagnendas no YTEeHAeH CAWCOK ropogos

TMAPOMETECPONOTMK W MOHHTORHHMY
OHDYHESIOWER CPafbl, PACNONArakiwnm
18 NOCTOAHHEIMH NOCTAMK HAGNKASHWA
38 COCTOAHHEK BO34Yxa B 11 ropoaax
CoMmMmacHs oHLHaNEHLIM faHHbIM
BbIBPOChl  TOKCMMECHKMX BeWecTs &
atmocepy  Ypanscworo peardoda  3a
nepHod ¢ 1993 no 1994 rog cocTagMny
no cewHyy Oonee TEOD T. & roa. 3To

Ceepanoackol  oBnacti ¢ Haubonee
FAMPAIHEHHOR  aTMOCDepoRn. B Hero
BXOAAT HumHWA Tarun, KaMaH K=
Ypansckwi, ExatepuHbypr. KupoBrpag.
KpacHoypansCk, EpacHOTYDEHHCK,
AcBecT, ARTEMOBCKWA, FPesna,
Nepeoypaneck, Cepos. Tak, 8 1997
rony eeiGpockl B atMociepy HbKHaro

Tarmna, aea nw HE CaMOro

Pucynok 63. Ilpumep 08yxKoI0HOUHO20 meKcma

Tekct pa30uT Ha JIBE MOJIOCHI, TTPU 3TOM 3aroJIOBOK OTIICHTPOBAH IO IMIMPUHE BCEH MOJIOCHI, a
NEepBbIA (BCTYNHUTEIBHBIN) a03all ABISETCS KaK Obl OOJIBIINM 10/13ar0JI0BKOM.

Jljiss TOro 94TOOBI BBIMOJIHUTH PAa30MBKY TEKCTa HA JBE KOJOHKH, HAJO MCIOJIB30BaTh BKIIAJKY
Pazmemka cmpanuyvr — Konouxku. KHomka Konouwku BBI3BIBa€T HEOONBIIOE OKHO, C TTOMOIIBIO
KOTOPOT'O0 MOYXHO YCTaHOBUTB OT OJTHOM JI0 TPEX KOJOHOK OJTMHAKOBOM ITUPHUHBI.

Komanna /[pyeue xononxu... BBI3BIBA€T COOTBETCTBYIOIIEE AHAJIOIOBOE OKHO, C MOMOIIBIO

KOTOPOIr'o MOXHO OIIPCACIIUTL KOJUYCCTBO KOJIOHOK, UX INHUPHUHY, PACCTOAHUC MCKAY KOJIOHKaMHU,

HaJIM4Hue pa3I[eJ'II/ITeJ'II>HOI7I JIMHHUH.
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|E] =B
Ig,a.Ha AEE S TpM - .n.:-gesa -I hcgpase:
HHCAO KOnOHOK: :[l t:a%. PasaenvTens
LUkprHa 1 NpoMe sy Tok Obpazel,

HOMER: HHpHES: = HPONSSHOS

l: | 17,28 :2—; L

T T
MPHMEHHTE: | KO BCEMY AQKYMEHTY iv.[ HoBad KoAoHSS

Pucynok 64. Oxno nacmpotix anapmempog Ko10HOK

bykBuuna

[TocmoTpuTe BHUMATENBbHO HA ()parMeHT NEPBOU CTpaHUIIHI )KypHaia. Bel BuanTE, 4TO MepBast
OykBa a03aria HAMHOTO OOJIbIIIE BCEX OCTAIBHBIX. Kpome TOro, oHa 3aHMMaeT B BBICOTY IEJBIX TPHU
CTpoku ab3ama. 1o — OykBHIA. byKBUIla — W3ATENBCKUI TEPMUH. DTO YBEIMUYEHHAs B pa3Mepe
nepBasi OykBa TEpBON CTPOKH TEKCTa, MCIOIB3YIOMIAsACS Kak As OGOPMIICHHS TEKCTa, TaK U JUIS

IMOAYCPKUBAHUA Ha4Yajla TEKCTa WM €ro pasaciia.

MPHTTTAIUEHHE K MY TELUECTBHIO

Ha monapstc Mopac u wa Moo,

TR urautfan semevsie sl

M S amamomin: Coomn b 2Dy 20T
LLenecrmum napyca mopalnek

H MNoawnee ¢ Kamumanws

OPs 3BT EARIDID WIDSEn - T pad B I0oex. Korm samamon, speame £ m-
CEpO o Oymasod papyoor, Maoyome T ceoll ofpemT o Tvwoan
seceromTo pyaion - ¥ peeTan aro & o 3

MOLE W T TOMOMCTIM K OCRMOSE CEEUTLE MENTM X TOPREM

Pucynox 65. Ilpumep 6yxeuysl 8 doxymeHme

Jlnst opopmiieHHst OyKBbI B BUJE OYKBHUIIBI €€ HYXKHO BBIJICINUTH, [TOCTIE YEro BHIOpaTh BKIAIKY

Bcmaska- Iapamempor 6ykeuywi. [lossBUTCS mramoroBoe okHO bykeuya .

MonoseHe
|

HET B TEKCTE Ha mone

MapameTpbl

I (%],8 ]l OTHEHA I

Pucynox 66. Hacmpoiixa napamempos Oykeuyvl
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B »>TOM OKHE BBl MOXeETe BBIOpAaTh MOJIOKEHHUE OYKBUIIBI B TEKCTe, pasmep (B CTpOKax),

rapHUTYpY WpUdTa U paccTosTHUE OT OYKBHUIIBI 10 TeKcTa ad3ana.

3A/TAHHE 1
1. Hcnonp3ys uzydeHHbie Bo3MokHOCTH MS Word, cBepcTaiiTe HECKOJIBKO CTPaHUIL KypHaJa.

2. OOpa3upl MepBbIX [BYX CTpaHUIl MPEACTaBICHbl Ha pHUCYHKe BHU3Y. Crnemyrouie Be

CTpPaHUIIBI CBEPCTANTE 10 COOCTBEHHOMY YCMOTPEHHIO.

3. OO0s3aTenbHo:

® [IPUMEHEHHE HECKOJbKUX KOJIOHOK,

e eIMHOE CTHIIEBOE OPOPMIICHHE 3ar0JI0BKOB, HCITOJIb3YEMbIX B TEKCTE OINPEIEICHUH, CITUCKOB,
CkaHBOp[, peKJIaMHble OJIOKH, TIOJXOISIINE [0 TeME WILTIOCTPAIMK HaiiiuTe B ceTn HTepHeT.

4. Coxpanute TOKyMEHT o umeHeM 3aganue 14.docx

ChOHOBbE LLAFCTBO — R ——

P Bieie Famt {imune m P B Py iy el e e,
= - [ el ]

¢ angnaRcant GAf BRTAKIPCA (L ey M"""d.‘_mm_‘“!““‘ e L o T PR PN S W] FYTIEC g R ——]
: X 4 -5 mbadl, b tomwetad ST CUGE, 0 b AR B OSSR LT
O] PRI RS D0 B0 iAol B frnarhiming o delig ity ST L] it o= i, maral v i
ot iyt hbtormia b it SN A e A i
FEMA HOMERA: CHMEHCTIO CADHTRLIX Somapn < o) 1900 iow0s. it PO K e e
CRCES, ORI TS DO i it e T | LIS RATI
Lanadaueg tu-uv Eivpdantid s BTEEEHTEE & BIPAY P T T —— R IR Ty e r—— TCRCXMRTRICINN, ) W v

" CamadTo pESE-se! § e s TR TR (508

L
(e 15-1..“ qn-“ Tl # § dhyr Selkhe et FT CRON FESCMCTRO. ¥l Vi i i't-ull&-rnuq- P
Chanary (e uvm, g ol MR e J x
= RpmEENCTI A, T A, YRR CTASY R, CRREPRETS 13 u.l'ugu; lrunwp ST Hign

T Cabammpdun aldosmin -h.u- patn ifrman
T Racwcd Spusamtoml CadH, Coridin

= P wek CHgas, £ Upli
T Wrgmlenih cide, Xl

Pucynox 67. Ilpumep cmpanuy xcypHana, c6epCmanHuix ¢ NOMOUbio Ko1oHok 6 Word
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I'JTABA I1. Texnosioruu o0pad0TKH 3JIEKTPOHHBIX TA0JIMUIL

INPAKTHUKYM 1. Beoa 1aHHbIX, (popMaTHPOBAHUE, IPOCTEIIINE
BbIYHCJICHUS

KPATKAA CIIPABKA

Ha3HauyeHne u CTPYKTYpa Ta0 MBI

TabnuuHBIE MPOLECCOPHI MpeIHA3HAYEHBI Ui 00pabOTKHM JaHHBIX, MPEICTABICHHBIX B BHJIE
Tabmuipl. Excel mpemocTaBiseT MOJIb30BATENI0 KHUTY, COCTOSIIYIO, Kak TMpaBWIO, W3 3 IYCTHIX
JUCTOB, pa3MeniaemMyro B (aiiie ¢ pacmmpenueM «xls» mmm «xlsx». [Tonp30Barens MOXKeT 100aBIATH
JUCTHl B KHUTY, MIEPEUMEHOBBIBATh, MEPEMEIIaTh U YIAIATh JINCTHI, BBI3bIBasE KOHTEKCTHOE MEHIO B

HIDKHEHM 4acTH OKHA B 00J1acTH SAPJIBIKOB JIUCTOB.

Bydep ot ™y WhpudpT i | BripaBHWEaHME

12
13
14
15

4 4 » b ¥

[oToBD |

Pucynox 68. Apaviku nucmos knuzu Pucynox 69. Adpec siueiixu

Kaxnpiii mucT, B CBOIO OdYepesb, MPEACTaBIsET CO0O0W TabIUIly — COBOKYIHOCTH CTPOK M
cTon6moB. CTPOKH HYMEpPYIOTCS, a CTOJIOIBI 0003HAYAIOTCS JIATUHCKUMU OykBamu. MakcuMaibHOE
KOJIMYECTBO CTPOK — 65536, cTonbmoB — 256. Ha nepecedeHnu cTpoku ctoadma GopMupyeTcs siaeika
— TrJaBHBIA 27eMeHT Tabmuubl. CoyeTaHWe HOMepa CTPOKH U CTOJOLa ONpeaesnseT aapec SYeHKu
(cm. puc. 69). Ilpumeps! aapecok sueek: B2, C8, Al5, AB2.

B anexTpoHHBIX Ta0nMIIaX MOXET HCIONB30BaThcsl M Apyroit Bun anpecanuu: RC-aapec,
cocTaBisieMbli u3 HoMepoB cTpok (Row) u crondmos (Column). Hampumep: R2C3. OTKIH0YUTE 3TOT
BHJI aJipecaliii MOXKHO Ha BKJIanke «®Daiim» komanmoin «llapameTrps», yOpaB Trajlouky ¢ mapamerpa

«Ctunb cepiiok «R1C1» B kareropun «Popmyss» - rpynna «Pabdora ¢ popmynamum.

Moaean S4eHKH
B sdeliky 3amUCBIBAIOTCS BCE JaHHBIC TAOIHIIBI: TEKCT, YUCIO, (DOPMYIbI, AaThl U T.1. Moenb

sTYEHKM MHOTOMEPHA, T.K. B HeW XpaHUTCS ClieAyromuii Habop nHdopmanmu:
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JlaHHOE — BCE TO, UTO BBOJUTCS B AYEHKY ITOJIB30BATENIEM C KIaBUATYPBI.

PesynbTar pacuera — JaHHOE, paCCYMTHIBAEMOE 10 BBEACHHOHN B YUKy (hopmyIie.

dopmar — 3agaeT HHPOPMALIUIO O TOM, B KAKOM BHJE 0TOOpaXkaTh JaHHOE (WIpU(T, 1BET,
pa3Mep, BbIpaBHUBaHUE U T.1.). Onpenensercs nojab30BaTeleM WU [0 YMOIYAHUIO.

WNms — anpTepHaTHBHBIN crnoco0 aapecanuu sueliku, Hanpumep: «CraBkay. 3anmaercs
noJsib3oBaresneM. [Ipu 3ToM K siuelike MOXKHO OOpaTUThCSA KaK CTaHIApTHBIM CIIOCOOOM —
yepes aapec, Tak U yepe3 UMs.

[Ipumedanue — TOMOTHUTEIbHBIN KOMMEHTAPUH K COJIEPKUMOMY SUCUKH.

3amuTa — BO3MOXKHOCTbD 3aIUTUTh STYEUKY OT U3MEHEHHH.

[Ipocreiimas Moaenb sYEHKU IBYMEpHA, T.K. Yallle BCETO sueiika XpaHUT POopMyIly pacuera, a

oToOpakaeT pe3yinbTaT 3TUX PAcYEeTOB.

BBoa naHHBIX B A4YelKy

BBoa npousBoauTcs ¢ KiaBUaTyphl, IPU 3TOM CYIIECTBYIOIIHME JaHHBIE B SUCHKe yTasitoTCs.

Excel OCHAaIICH CIICUAJIbHBIMU CPEACTBAMHU, ITO3BOJIAOIIUMHA CHCIAThL BBO/L Ooiee KOM(bOpTHbIMZ

AstoBBOa — Excel 3amomuHaeTr paHee BBOJWMBIE JIaHHBIC M MPU COBMAJACHUH IEPBBIX

CHMBOJIOB 3aI10JIHACT quﬁKy.

Ne n/m
16 1§‘ 0,5
17 ManHwH 0.8
18 NeTtpoe
19 Cuoopos MapKep 3anN0oNHEHMA
20 I'IEHﬁa |
ol
21 -+
26
:
Pucynox 70. Aémossoo Pucynox 71. Asmosanonnenue

ABTO3aII0JIHEHUE — CTPOUT PSIIbI M CIIMCKU HA OCHOBE KaKHUX-JTMOO MOCTOSHHBIX 3HAY€HUHN
— 4ucia, JaThl, IHU HeOenu, Mecsubl. [ noctpoenus psaa (ot 1 1o HEKOTOpOro uucia
N) HeoOxonumo BBecTH PPy | B sSUEHKY, MIETKHYTh MBIIIKOH MO siYelike (BBIICIUTH ee),
a 3aTeM B3SBIIKCH JIEBOM KHOTKON MBIIITU 32 MapKep 3aroHeHUs (MMpaBblii HIDKHUM YToJT)
n HaxaB kmaBumy CTRL mpoTsHyTh sueliky B HY)KHOM HampaBJeHUH (BHH3, BIIPaBoO,
BJICBO, BBEpX) M0 monydeHus yucia N (0ToOpakaeTcsi B CEpbIM KBaJpaTHKE). 3aTeM
OTIYCTUTh KHOIKY MBIIIK. ABTO3aMOJIHEHHE MOXXHO CTPOUTh Ha ABYX siueikax (Koraa

pa3HHIIA MEXAY YHUCIAMU OTIMYACTCS OT €AWHHIBI) M Ha TEKCTOBBIX suehKax (MOYKHO
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BBITIOJIHATh TPOTSIKKY TaKUX CIOB KaK «IIOHENCIbHUK», «SHBapb» U Jp. llpu stom
kinaBuimy CTRL HaxkuMaTth HE HYXKHO, a MPHU €€ HaKaTUM MPOU30UJIET KONMHUPOBAHHUE
TEKCTa MO sYeHKaMm.
e  ®opMbI TaHHBIX — UCIIOJIb3YETCS B OONBIINX Ta0bnuIax, npu 3ToM Excel ctpout otnensHOe
OKHO, B KOTOPOM TIE€pEUNCIIEHBI BCE 3ar0JIOBKU CTOJIOIOB.
JUis penakTHpOBaHUsI JAaHHBIX B s4YeKe HEOOXOAMMO TMEPEUTH B PEXUM DPEIaKTHPOBAHUS
KkiaBuien F2 wim Bocnosib30BaThCA CTPOKOM BBOJA.

Bcrasute

Q- X & Y- AN E

- t a- EIE ¥
E2 v (" XV f 3000
A B C D | E \ F ¢
AHBapb |pespand |mapr anpeno |man | Hb  |uoni
2 10000 2000 2500 1soofzoc0 | \

CTpOKa aaDecA AYeHKK CTpoka 880Aa AaHHDIX

Pucynox 72. Dnemenmol unmepdpeiica enagnozo okHa mabauybsl

Korma nonb3oBaTens BBOOUT JaHHOE B sueiiky, Excel aBToMaTnuecku pacrmo3HaeT THIT 3TOTO
JAHHOTO W BBIPABHHUBAET €r0 1O YMOIYAHWIO CJICAYIONIMM OOpa3oM: 4YHclia, AAaThl, BpeMs — IO

IIpaBOMY KpParo, TEKCT — 110 JIEBOMY Kparo.

dopMaTHPOBaHUE JAHHBIX TA0JIUIbI

Hannbie B Tabnune Excel MoxxHO (hopMaTHpOBaTh TOYHO Tak K€, KaK W JaHHBIC B TaOJMIe
Word: pazmep mpudra n ero HauepTaHue, BbIpaBHUBaHKME M HAallpaBJIEHUE TEKCTa B SsYEHKe, TPAHULIbI
STYEHKHU U BCEeH TaOIUIIBI, 00bEeIMHEHNE TUEEK U T. 1.

Opnnako, B ornmune or Word, mis Excel m mocienyrommx pacdeToB KpaiHe BajkKHO
OIIPENIeNIUTRLCS C TUIIAaMU JaHHBIX B siueiike. [lpu atom Excel nenaer 3To camoctosTensHO (pacno3HaeT
TUI) U KOppeKTHO. OJHAaKO MHOIZAa MOXET BO3HUKATh HEOOXOAMMOCTb B «PYYHOM» OIpPECICHUU
tuna u gopmara yucia. Haie Bcero 3To CB3aHO C BBOAOM JaThl WM BPeMEHH B siuedku. [l aToro
HEOO0XOMMO HCIIONIB30BaTh OKHO «PopMar siueex», BBI3BIBAEMBIN C MaHETd MHCTPYMEHTOB TJIaBHOU

BKJIaJKH WJIHN KOHTCKCTHBIM MCHIO STUCHKH.

83



— —
n [nasHanA Beraska

3 4 Bripesats

ETKE cTpaHnLbl PopMynsl HAaHHbie PEL eSO Eanie Team

Calibri i1l - A A Eil'lepEHGCTencra

53 Konwposate ~

T ,jmapmaT — K & 9~ H-~ Oy - ﬁ | = anbe,ﬂ,mmﬁbm NoOMeEqTUTE B 1
Eydep obMeHa a BoipasHREaHWe
F18 - | 5000~ _ _ "
A B = | G T T
HBapb |despans [mapt |ar‘|pey/ Mak MIOHB Wb
1000 2000 2500 1500 3000

Oopmar sucex AT [ 2 o]

| Yuacno |Eb1paE=HME=aHME I LipudT l Fpanmua I Sanueka |33Lu.urra |

Yucnosele dophaTe: |
[ R .| Ofpasen

Pucynox 73. Bvizos okna «@opmam saueexy

YciaoBHoe popmaTupoBaHue

Yacto npu pacdyerax HeoOXOAMMO OTOOpa)xkaTh IOJIy4aeMble BEIMYUHBI PA3HBIM I[BETOM
(Harmpumep, B OyxXraiaTepuu — OTOOpa)keHHEM KPAaCHBIM I[BETOM OTpPUIATEIbHBIX BENIWYHMH). B 3TOM

cllydae MOKHO HMCIIOJIb30BaTh YCIOBHOE (pOpMaTHpOBaHHE.

Team
OB Ly - ?E' :EFE-'I | OOBIYHBIA | HeliTpanoHeid | MAaoxoR T‘Im
= £ cigd .|| BB
WECTUTE E LigHTpE ~ % ~ %, 000 "ﬁg -'»Dg YenosHoe imopmamposam XopoLimi |H30p' | |B|,|30A —| | Beraswm
g " | |dopMaTMpoBaHME ¥| Kak TaBnuLy ~ il *
= Yucno T I o
== Npasnna smgenesna aueex b = 1 BOALLE... .
55 =] =
K L M N | E - v
I 4. [pasuna oTEOPa Nepebix W NOCIeiHWX SHayernd | [ MeHbHIE. .. i T
AHBape  |Ppespans [mapt anpens | —10] bg< =
1000 2000 2500 150 - =
500 =| Cucrorpanns 3 :ﬂ Mexay...
» _.J:JI PaBHO...

> —_'é TewcT COqepMHmT. .

< 2l
[# Cosgats npaewno... (=
J_ = ? 4% Dara...
E5 YAannTe Npagwna .

=

{128 Ynpasherie ppasumsr., .:I i MoBTOpAMLWECS SHAUEHWA.

Jpyrue npasqna..,

Pucynox 74. Hacmpoiika ycio61o20 popmamuposanus

ITponecc 3ananus yciaoBHOTO (popMaTa COCTOUT U3 CIEAYIOLIMX I1aroB:

1. Briaensiercs auana3zoH s4eek, 1l KOTOPbIX HE0OX0IMMO 3aJ1aTh yCIOBHOE (hopMaTUpPOBAHUE.

2. Haxwumaercsi kHomka «YcioBHOe (opmaTHpoBaHue» M BblOupaercst komaHna «llpaBuma
BBIJICTICHUS STYEEK)

3. BriOupaercs npaBuiio «boblIie...», B KOTOPOE BHOCATCS HEOOXOAUMBIE ITapaMeTphl (B KaKOM
cllyyae, KaKUM [[BETOM O0TOOpaXkaTh JaHHOE UJIH STYEHKY)
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4. IlysxTsl 1-3 MOBTOPSAIOTCS AJIA CIEAYIONIETO TpaBHIa
B npaxTuke paboTsl € 3JIEKTPOHHBIMHU TaOIUIIAMH HE IPUHATO OTOOpaXKaTh HYJIEBbIC 3HAUCHUS
JaHHBIX, I-ITO6I:.I HC YCJIOXHATH €C YTCHHC. 3aﬂaTL TaKkou PEKUM OTO6pa)KeHI/I$I JAHHBIX MO>XHO Ha
Bimanke «@Pain» komanmon «llapamerper», yOpaB ramouky ¢ mapamerpa «lloka3siBath HynH B

sayeiikax» B Kareropuu «JlononHurenbHoy - rpymnmna «lloka3aTh mapaMeTphl 715 CIEAYIOLIEro JIUCTay.

IHocTpoenue ¢popmy.a
Jlns BBoga popmyn B SSUEHKY MCIIONB3YIOTCS OOLIEIPUHATHIE TpaBuiIa:
e  dopMyiia HAUMHAETCS C CUMBOJIA «=).
e AprymeHTamu (OPMYIBI MOTYT BBICTYIIATh KOHCTAHTHI U IPYTHE STUCHKH.
e B @Qopmymnax MOXHO HCHONB30BaTh OOBIYHBIE apUPMeTHUYEeCKHe omepamuu: +, - , *, /,
~(BO3BeIEHHE B CTEMEHB), %. Pe3ynbpTar Takux onepamuii — 4ucio.
e B (bopMyJIax MOYKHO MCIIOJIb30BaTh OINEPALMU CPaBHEHUS: =, >, <, <=, >= <> Pe3yibTaT TaKUX
onepauuiit UCTUHA nmu JIOXKD.
e [lopsanok BBIMOJHEHUs OlNEpaluil CTaHIAPTHBIA, IS €ro M3MEHEHHMS MOXKHO HCIOJIb30BaTh
KpYTJIbIe CKOOKH.
[Tpumepsr hopmyir:
=A10*3,14
=(B1+A1)/10
=A1> BI

[Toce BBOAa dhopMyIIsl siueiika oToOpakaeT pe3yJbTaT pacdyeTa, a CTpOKa BBOAA camy (popMyITy.

Jlns1 BeIMOSTHEHUS 00JIee CII0KHBIX IEUCTBUI HEOOXO0IMMO UCIOJIB30BaTh (DYHKIIHH.

Az[pecauml AYECK

st oOpareHust K OHOM sUeHKe W3 JNPYroul suerku HeoOXOJMMO yKas3aTh ee azpec. Aapec

CKJIaALIBAETCS W3 HAa3BaHHUA CTOJNOLA U A B C [

//MCXO,D,HEH dopmyna

MBaHOB 0,13 :SBSl*B3 Konuu dapmysioi
Metpos 0,12 =SBS1*B4
Cvpopos 0,2 =SBS1*B5

HOMCEpa CTPOKH, HAIIPUMCEP:

Al,Bl12, AB8

Cymma: 5000

YacTo agpec Ha3bIBAIOT CCHUIKOM Ha
sueiiky. Takoi  cmoco0  ampecaru

Ha3bIBACTCA OTHOCHUTCJIIBHBIM, T.K. TIpH

4O 0 BW N R

ABCOMNOTHBIA agpec OTHOCHMTENbHBIA agpec

Pucynox 75. Omnocumenvhas u abconomunasn aopecayust
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KONHMPOBaHWU azapeca (WM (QOpPMYINbI, COAEpXKalled ajpec) WM aBTO3AMOJHEHHHM aJapec
aBTOMATHYECKH M3MEHHUTCS B COOTBETCTBUH CO CIICITAHHBIMHU TIEPEMEIICHUSIMHU.

OTHOCHTENbHOE W3MEHEHHE ajapeca — YIAOOHBI WHCTPYMEHT, HO HE BCEerJa HEOOXOIUMO
n3MeHeHue azapeca. UToObl cChUIKa Ha siUEHKY HE M3MEHsAJIAach IpPU KONMHUPOBAHUH (HOPMYIBI, ajgpec
HE00XOAUMO CZIeNIaTh a0COIIOTHBIM C MOMOIIbI0 cuMBoJia $. Hampumep:

$A4 — HOMEp cTpoKM OyAeT U3MEHSThCS, @ Ha3BaHUE CTOJIOIA — HET;

C$12 — HOMep cTpOKH HEM3MEHEH, CTOJIORT] OyAeT N3MEHSTHCS,

$D$3 — moTHOCTHIO a0CONMIOTHBIN (HEM3MEHHBIN ) apec;

AJNBTEpHATUBHBIM criocoOoM  (GopMupoBaHUS aOCOJMIOTHOTO ajapeca SABISETCS 3a/laHue
(mpucBaMBaHWE) TYCHKN YHUKAITBHOTO KMEHHU, KOTOPOE MOXKHO 3a/1aTh KOMaHI0H «[IprcBOUTH HMsI» B

KOHTCKCTHOM MCHIO.

- — — b - i o
Bydep o6m.. - WpnudT . | BelpasHWBaHWe I Yucno
Nalog v I
= Calibri ~ 11 ~ A" A7 } * o4 000 :‘,g
A lxeEd-A-- D
1 13,0l
! & Bupesars
) OTpameHue UMEHU
2 43 Konuposats A4EKM B 3APECHON
{4 DNapamerpbi BcraBkm: CTpoke
™)
4 CneunanbHas BCTaBKa...
Bcrasute...
5 Yaanute...
6 OYUCTUTL COAEPXUMOe 3383HNE UMEHN
OuALTP AYEHKM
7 CopTupoEBka »
8 - BcrasuTb Nnpumedanue
B ®opwmar gueek..,
9 BrifpaTe U3 pacKkpuiBAOLWErocsy CNAUCKA...
10 NpUCBOUTE UMA...
w2 fmnepcceinga...
)
2

Pucynox 76. Ilpuceausanue suetixe yHUKATbHO2O UMEHU

Wmst sueiiku He JOJDKHO CONepKaTh MPOOETOB M TOJDKHO OBITh YHHKATIBHO B Mpeleiax Beei
kHurH. Torma BMecTo ajpeca B popMysiax MOXKHO ITHCATh UMS STYCHKH:
=A3+Nalog.
[Tpu mocenyronemM KOMUPOBAaHUH WK TiepeHoce POPMYIIBI B PYTYIO SUEHKY U3MEHEHHE UMEHH

SIMEKH HE TPOUCXOIUT.

86



Anpecanusi 1MaNa3oHOB
I'pynna siueex co3naer nuamna3oH. J(pama3oH MOXET OBITh CBSI3aHHBIM WJIM HE CBS3aHHBIM.
CBs3aHHBIM MAna3oH MPEICTaBIseT COOOW MPSIMOYTOJbHYIO T'PYIIY BBIIEICHHBIX sf4yeek. B sTom
ciydae JUisl yKazaHWs ajpeca Jrama3oHa HeoOXOJMMO yKas3aTh aapec HadaJbHOW (JIEBBIM BEpXHHI

YTOJ1) ¥ KOHEYHO! (TIPaBbI HIDKHUM YTOJ1) SIMEUKHU Juana3oHa mo ¢gopMary:

HayaJIbHas sTuelKa . KOHeYHas suyeiika

A B C D
1 WsaHOB 13,00 4 FFR
2 Merpos 25,00 ' ooP
3 Cupopos 4 12,00 / : A SADT
4 // / i /

e i

-
He CBAZaHHDIA AMana3loH

CanlanHbiA AManalon

Pucynox 77. Ceazannuwiii u Heces3aHubili OUANA30HbL

HecBszannblii quama3oH BKJIOYaeT B ceOs sUEWKHM, TPaHHUIBI KOTOPBIX HE CONPUKACAIOTCS.
Takue sA4YEWKH BBIIETAIOTCA MBIIIBIO C OJHOBpeMeHHbIM HaxkatneM kiaBumu [CTRL]. Anpec
HECBSI3aHHOTO JMamna3oHa (OpMUPYETCs IEPEUNCIICHUEM aIpECOB siueeK (WM CBSI3aHHBIX JIMANa30HOB)
4epes3 TOUKY C 3aISITOMN.

Hanpuwmep:

A1:B3 (cBs3anHBIi 1rama3oH)

D1;D3 (HecBsi3aHHBIM 1MaNa30H U3 ABYX SYEEK)

F5:F100 (cBsi3anHbIi Anana3oH)

B3:B17; G10 (HecBsi3aHHBIN TUaIIa30H U3 CBA3aHHOTO JMAMA30H M OTJACIHHOU SUCHKH )

[Ipyn opraHuzanuy CCBUIKM Ha SYEWKY, pPACIOJIOKEHHYI0 Ha JAPYroM JIMCTE KHUTH, Mepel
aZpecoM STYEHKH YKa3bIBalOT Ha3BaHUE JIUCTA U CUMBOJ «!».

Hanpumep:

Jluct1!BS5 (agpec sueiiku Ha aucte «Jluctly)
Csoanas Tabmuma!$C$10:$F$20 (nnanazon siueek Ha nmucte «CBOIHAS TaOIUIA)
CnpaBounuk! Kypc nommapa (mmeHoBaHHas siueiika Ha Jiucte «CrpaBOYHUK )

Cchuika Ha Ipyryro KHUTY GopMHpYyeTcs yKa3aHHeM Ha3BaHUs (paiiyia mepe Ha3BaHUEM JIUCTa B
KBaJIpaTHBIX CKOOKAaX, a MyTh K HEMY — 32 Ipe/ieJaMH KBaJIPaTHBIX CKOOOK:

Hanpuwmep:

‘C:\[Knnural |JIuct1’Al

"\server-vuz\courses\Kagenpa [TN\Kurs\[ BapuanTtsr 3aganmii.xIsx |Juct1'!$J$7
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KenarenpHo Ha MEPBBIX MOPAX IPU MOCTPOCHUU (HOPMYII TTOJIB30BATHCS MBIIIBIO JJISI BHIJEICHUS

sIYeEK W JMAMa30HOB, 0COOCHHO HA IPYTUX JINCTaX U KHHUTaX, Toraa Excel cam dhopmupyer aapec.

3amura JaHHBIX

[Tonp30BaTens MOXET 3allUTUTHL BCIO KHUTY, OTACNIbHBIC JUCTHI WM sueiiku. [ns sToro
JIOCTAaTOYHO BKJIIOYUTH 3amuTy B MeHI0 «CepBuc». I[lo ymonmyaHuio Bce SUEHKU JIMCTa SBIISIFOTCS
3amuIaeMbIiMu. [1opsAI0K yCTaHOBKH 3aIlIUTHI HA OTAEIBHBIE STYEUKHU JIUCTA:

1. Bpigenutp Bce sUeiikd JaucTa (C MOMOIIBIO JUArOHATBHOW KHOIKH B JIEBOM BEPXHEM YTIIY
TaOJIHIIBI).

2. C nomompto komauabl «Dopmar syeex» (maHens «lnaBHas», nukrorpamma «®dopmar» umm
KOHTEKCTHOE MEHIO) CHATH (uIaXkoK «3aluiiaeMast ssueika.

3. Bbaenuts 3amuinaeMple SYSHKH U YCTAaHOBUTH (DIIAXKOK «3aluimaemas saeikay.

4. BKIIOUNTH 3alUTY JUCTa Ha naHenu «[ naBHas», nukTorpamma «PopMaty, ykasaTb napoib A
CHATUSI 3allUTHl, OMNPEACIUTh IMEpeYeHb JEUCTBUIM, KOTOpPbhIE IMOJb30BATEIb MOMKET
OCYIIECTBIISATh HAa JAHHOM JIMCTE.
3alUTUTh BCIO KHUTY MOKHO KOMAaHIOW «3alllMTUTh KHUTY» Ha mnaHenn «Paili» B MYyHKTE

«CBeneHus». 31eCh ke MOXKHO OTPpaHHYHUTH MpaBa Pa3HBIX MOJb30BaTeNeld W M00aBUTH K TaOJHIle

AIIEKTPOHHO-IIU(PPOBYIO TOIHCE.

CopTupoBKa TA0IMIX

Jns ynobctBa o0paboTku AaHHBIX Oonbinux Tabmum Excel mpenocraBiser MOIb30BATEINIO
CJIEAYIOIINE UHCTPYMEHTHI: COPTUPOBKY, pa3/ielieHne Ha OT/IeIbHbIe 001acTH, (PUIBTpAIHIO U Ap.

CoprtupoBka IpeanojaraeT yHnopsiI0YMBaHUE JAHHBIX MO BO3PACTAHUIO WM YOBIBAaHHMIO IO
3aJJaHHBIM KpUTepusM (cTonluam), mepecrapisisi cTpokd. COpTHPOBKA NMPOMU3BOJUTCA Ha BKIIAIKE
«dannbie». [IpeaBaputensHo HEOOXOAMMO OINMPENENIUTh AMANA30H COPTUPOBKU. He mpuHamiexamme
JMana3oHy JaHHbIE HEe cOpTUPYIOTCS. OUeBUAHO, YTO B 3aIIOJHEHHBIX TAOJIUIIAX COPTHPOBKE OOBIYHO
MOJIBEPraeTcs BeCh NUama3oH (Bcs Tabiauia) 7abbl HEe HApPyIIaTh COOTBETCTBUE JTAHHBIX.

Bo Bpems copTUpOBKM MOXHO HCIOJIB30BaTh cpa3y HECKOJIbKO KputepueB. Hampumep, B
TabJIMIle YCIIEBAEMOCTH YUAIIMXCs CHavyalla COPTUPOBATh BCeX MO OanaM (OTIUYHUKH, XOPOIIUCTH U
T.A.), 3aTeM IO CHEIHaJbHOCTH. B Takoil COPTUPOBKE HCIIONB3YIOTCS JABa KpuUTepus: Oamn u
crnenuanbHOCTU. [Ipuuem ecian KpUTepUn MOMEHATh MECTAMU — U3MEHMTCS OTOOpaK€HUE JaHHBIX B

Ta0JIHIIE.
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3AJAHHE 1

Co3zniaTh HOBYIO KHHUTY.

YAQAJIINUTh U3 KHUTH.

BapuaHra. [Ipu sTom:

HepBOMy JIMCTY KHUTH 3a1aTh UM, COOTBCTCTBYIOIICC HA3BAHUIO Ta6J'II/II_UJI, BCC OCTAJIbHBIC JIMCTHI

ChopmupoBaTh Ha JMCTE€ TaOJUIy B COOTBETCTBHHM C TPHUBEJACHHBIM 00pa3IoM 3aJaHHOTO

dopmar JaHHBIX JOHKEH MAaKCHMallbHO COOTBETCTBOBATh 0Opasiy. [y opraHuzanuu

«wanxku» Ta6J'II/IHBI M 3arojlIoBKa IPHUMCEHATH «obveounenue syeex». BpicoTa CTpOK B

3aIl0JTHIEMON YacTH Ta6J'II/IHBI JOJIDKHa aBTOMATHYCCKH HU3MCHSIATBCA B COOTBECTCTBHH C

00BbEMOM BBOJUMBIX HJAaHHBIX.

Bce KOJIOHKHM 3aIolHSIOTCS OOBIYHBIM BBOJIOM C KJIaBUATypbl, HO 3HAUCHUA AYCCK, Y

KOTOPBIX 3a7]aH (POH, paCCUUTHIBAIOTCS C ITOMOIIBIO BHIPAKEHUH.

OTpI/IHaTeJ'II)HI)IC BCJIIMYHUHBI 0T06paSI/ITB KpaCHbIM ILBETOM, a HYJCBBIC OAaHHBIC HC

0TOOpaXXaTh (€CIIM TAaKOBBIE UMEIOTCS).

Pucynox 78. Obpasey mabauyvl

4. CoxpaHUTb KHUTY.

5. CkonupoBath JUCT 0] UMEHEM «COpTHPOBKa»

A I E | R ¥ = F
1| 000 "BonroCrpoiKounann”, 7/¢p 8482755127, o0
2 r.-ToneaTTi, np.bepezosbii, a.1 Popma OK¥A | 0330212
3 HGNONHUTENE, A0 pES, HOMED TenedgoHa, BaHKOBCKHE DEKBHEHTE okEno
il
5 By geaTeneHocTH no OKON
5]
LT
7 HPAHCJIHCT ra ycayeu
=]
ARTHEY N HaumeHoEaHWe paboT (MaTepranas) | Ef.Msm. CTOMMOCTS | MU, | CTOMMOCTS
1ep., pvG 1 oGvem , bt
10 (MoaroroeUrencHele
Co=zgamre weheHowHo-HabHMEHOM
11 0010 o m rumce: ME 25000
12 O0lliCoznarme BerToMHODO OCHOESHMA (K3 200_00
12 00lzidopwMpoEarmie byHIaMeHTA M3 470._00
14 [OCHOBHLIE
15 DOZ0{FRIaATKa TPpOTYAPHOM ITTMTEM e Z50.00
16 O0Z21li¥craHorxa BopOwpoE M IIOD 13050
17 O0ZZiCoznamde OepeREpETIIL e 254 00
18 0031 Emagra HMpIDHES um 1.40
19
z20
21 (YTBEpOa:
22 OAT3, NOANHGE, PaclUkEPOBKE
23 M.IN.
24

6. OtcoptupoBaTh Tabymiry 1o cronomy «Hammenoanue...» uian «d®HO...»
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7. CoXpaHHUTh pe3ybTaThl pAOOTHI.

8. Iloka3aTh paboOTy NpenoaBaTeio.

3AJAHHE 2

1. Co31ath HOBYIO KHUTY.
2. IlepBomy IMCTy KHUTH 3aJaThb WM$, COOTBETCTBYIOIEE Ha3BaHUIO TaOJIMIbI, BCE OCTaJbHBIC
JIMCTBI YAAJIUTh U3 KHUTU.

3. CdopMupoBarh Ha IUCTE TAOMUIly B COOTBETCTBHUH C MPHUBEICHHBIM OOpPa3IOM 3aJaHHOTO

BapHaHTa.
A | B | C D | F G
4 |OT4ETHBIA NepHon; Tonwko gnAa BHYTPEHHEr o
0 iHAKOMAEHHA,
2 [HAHANG 01.01.02 PacrnaleHv He
5 | KOHEL, F1.03.02
4
5
G HpHﬁhI.]'l]:- KONMITAHITI 110 OCHOBHBIM HAITp aBJIEHITAN
7
5 | Nonm Hatmienoeate FIpuOBING, LIC. PO Hmoao,
g - Hanpaenena Aneaph | (ecpans | Mapm HILIC Py
10 1 Honuspagus 245 49 2 :
11 2 Inouseodemeo a3a s
12 3 CEpuenue 120 120
13 4 Ccnyscusanie 124 142
14 5 Famonm 173 248
15 Mmoaor b ERER AR
16
17 n Byxrantep: MEevwkmHa 0.6,
18
19 [EH gMpekToR: knnaoe .11,
20
M

Pucynox 79. Obpaszey mabauywl
4. Ilpu sToMm:

* @dopmar AaHHBIX JODKEH MaKCHMAaJIbHO COOTBETCTBOBATH 0Opasmy. /s opranmzammmn
«wanxku» TAOJIMLBI W 3arojioBKa IMPHUMEHATh «oOveouHenue Ayeek». BpicoTa CTpOK B
3aroyHsAEMON YacTu TaOJHIBI JOJDKHA aBTOMATHUYECKH HM3MEHSATHCS B COOTBETCTBUU C
00bEMOM BBOAMMBIX JTaHHBIX.

* Bce KONOHKM 3amONHSIOTCS OOBIYHBIM BBOJOM C KJIaBUATyphl, HO 3HAUYCHHS S4EEK, Y
KOTOPBIX 33J71aH (DOH, PACCUUTHIBAIOTCS C TOMOIIIBIO BBIPAKEHUH.

* OrtpuuarenbHble BEIWYMHBI OTOOPAa3UTh KPAaCHBIM IIBETOM, a HYJIEBBIE JaHHbIE He

0TOOpaXaTh (€CIIM TAaKOBBIE UMEIOTCS).
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A S AN

CoXpaHHUTh KHHTY.

CxonupoBath JUCT oA uMeHeM «COpTHPOBKa»

OTtcoptupoBaTh Tabauily no crondiy «Haumenosanwue...» unu «OHO..

CoxpaHuTh pe3ynbTaThl pabOTHI.

[Tokazate paboTy MperoaaBaTelto.

M KOHTPO.J/IbHBIE BOIIPOChHI

1.

A A O

KakoBa ctpykrypa Tabnuubi?

JlaHHBIE KaKMX BUJOB MOXKET XPaHUTh sSTUeiKa?

KakxoBa Moneinp sueiiku?

Kaxkue cepBucHbIE CIOCOOBI BBO/IA JAHHBIX B SIMEUKY CYIIECTBYIOT?
Kak nepeiitu B pexum pegakTUpoBaHus?

Uto nmoHMMaeTcs 1Moj apecoM siueiiku?

Kakas pazHuia mexay aOCOJIFOTHBIM M OTHOCUTENBHBIM a/ipecoM?
B xakux nenax zagaeTcs UM SUYeHKU?

Yro Takoe quamnasoH sueek?

10. Kak cpopmupoBaTh agpec nuanasona saeex?

11. C xakoro cuMBoOJia HAYMHAETCS BBOJ (hOPMYJIbI?

12. YTo MOXET BBICTyNaTh B Ka4e€CTBE apryMeHTOB (popMyIib1?

13. Kakue BU/IBI OTIepalliii MOXKHO HCIIOJIB30BaTh B (hopmymax?

14. Kakue BUIBI pe3yabTaTOB MOTYT OBITH Y (hopMyIn?

15. Kak MO>XHO TTpocMOTpeTh (hOpMyJTy mocie BBoga?

»
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IHNPAKTHUKYM 2. Macrep ¢pynkumis. Marematnueckue GyHKIMH

KPATKAA CIIPABKA

JIst BBITIOJIHEHMS CIIOYKHBIX PAaCUETHBIX NEWCTBHM, JJIA KOTOpPBHIX co3naH Excel, HeoOxomumo
UCIIONB30BaTh (GyHKIUUA. DYHKIHS — 3TO MOIANpOrpamMma, € IMOMOIIbIO KOTOPOW BBITOJHSIOTCS
BBIYHCIICHUSA B yKaBaHHOM HOpSII[Ke 110 3aJaHHBIM BCJIMYUHAM. HpI/I 3TOM BBIUHUCJICHHUA MOTI yT 6BITB
KaK IPOCTBIMH, TaK U CIOXKHBIMH. /|11 paboThI ¢ GYHKIIMSAMH HA JEHTE CYIIECTBYET OT/AEIbHAS MTaHETh

«DopMyInbI», Ha KOTOPOU PacIoiaraloTcs BCe OCHOBHBIE HHCTPYMEHTHI AJis pabOThl C HUMH.

m [naeHan EcTtaeka PazmeTka cTpaHWUbI DopmMynkl JaHHBle PeueHIMpoEaHWe Ei

f[’ % ApTOCyMME T ﬁ.il Norugeckne = E_%* @ 22 NpWiBoUTE MMA =

. P 1 " N
E:,.— HendaeHO MCNONE30EANWCE T [A TeKCTOBHIE * Eﬂ* S& Wenonezoeate B diopMyne
Beraeute . = ] Auecnetuep
DYHKLMHD @ PUHAHCOBLIE ~ ﬁfr,ﬂ,aTa W BPEMA ™ ﬁJ* umen B CO3AaTe WS BRZENEHHOMD
BrBnanoTeka GyHKLWA OnpegeneHHBIE WMEHS

Pucynox 80. Ilanenv « Dopmynvi»

B Excel cymectByer 60see 1ByXcoT (GyHKIIUMA, pa3AeICHHBIX HA HECKOJIBKO KaTerOpuid 10 THITY
pemaembix 3anad: @duHancoBwie, Jlornueckue, TekcroBele, Marematuueckue, CTaTUCTHYECKHUE,
AHanuTHUeCKHe W Tak nanee. BriOpaTh HEOOXOIMMYIO KATETOPUI0O MOXHO Ha JIEHTE B TPYIIIe
«bubmoteka Qynknuit». [locrne memyka Mo CTpeNoyYKe, pacHojararoIieicss psaoM C KakIoW u3
KaTeropuii, pacKpbIBaeTCs CNUCOK (YHKIUH, a NP HABEACHWU Kypcopa Ha JIOOYI0 U3 HUX,

IMOABIIACTCA OKHO C €€ OITMCaHHECM.

[naeHas EBcTaeka PasmeTka cTpaHHLUb TopmMynbl JaHHble PeueHznMpoBaHWe

| B @@4@@@@3

AETOCYMMA HegagHo DHMHAHCOERIE JlorMdeckre TekcToBele JaTta W Coenkl 1 MaTtemaTtuueckue  Jdpyrue
~ |HENONBE30BANWCE ™| ~ 7 7 EPEMA ™ MAaCCMELI ™ 7 DYHELN ™
CYRM IEAMoTERE GYHELMEA
Al
CP3HAMY
— CY¥MM(uncnoliywonod;)
_ | B EC/N _ _ J
CYyMMHPYET apryMeHTEl
—— TMNEPCCELS .
) a Ana nonyyeHna 4ONONHWTENbHBIX (BELeHMA HaxmnTe Knasuwy F1.
CHET
MAAKLC
Pucynox 81. Bvibop ¢hynxyuu
[Tpumeps! pyHKIMI:

= ['O/l — BbIpE€3aeT roJ U3 yKazaHHOW JaThl
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» CEI'OJIHA — rexymas (cucteMHas) qata

= MAKC — MakcuMaiabHOE 3HaUCHHE B 3aJIaHHOM JHaIla30He

=  MMHUH — MuHHMAaJIbHOE 3HAYCHHUE B 3aJIaHHOM JHaIla30He

= (CP3HAU - cpenHee 3Hau€HUE B 33IaHHOM JUAIa30HE YUCET

=  OKPVYTJI — okpyriasieT 9uciio ¢ 3aJJaHHON TOYHOCTHIO (A0 JECATHIX, 0 LEJIOTO | T.1I.)
» PAHI - onpeznenser MecTo Kax10ro 4ucia B 3aJaHHOM JHMAINa30He

» PUMCKOE — nepeBoaut apabckoe 9uCiIO B PUMCKOE

= CHEIINTb — coenunsieT yka3aHHbIE CTPOKHU B OJIHY

= [IPOIINCH — nepeBoauT CTpOUYHbIC OYKBHI B 3arjaBHbBIE

BBon ¢yHknwmii, kak u ¢popMyi, HAUMHAETCS CO 3HaKa paBeHCTBa. [locie uaer uMs QyHKINH, B
BHUse aO0OpeBMaTypsl W3 OONbIIMX OYKB, yKa3bIBalOIIEH Ha €€ 3HauyeHuWe. 3aTeM B CKOOKax
YKa3bIBAIOTCSI apTYMEHTHI (DYHKIIUHN — TaHHBIE, HCIIOJIB3YIOIIUECS ISl TOMydeHHs pe3yiabTara. OaHuM
GyHKIuAM 17151 paboThl HEOOXOIUMO 3a7aBaTh JAaHHBIC, a APYTUM — HET. APryMEHTbl MOTYT OBITh
YHCIIaMH, TEKCTOM, JJAHHBIMH JIOTMYECKOT0 THIIA, CChIIKAMU Ha JAPYyTUe SYSHKHU, 3HAYCHUSIMHU OLTHOOK.

Hanpuwmep:

=KOPEHb(9) — pacuer kopHs KBaApaTHOTO yucia 9
=CEI'O/IHI() — onpenenenne TEKyIIei 1aThl, JaHHBIC HE HYKHBI

=SIN(C8) — pacuer cuHyca yria, 3aaHHOro B siueiike C8

MHorue (yHKIIMM MOTYT UMETh Cpa3y HECKOJIBKO apryMEHTOB. B TakoMm ciyyae, Ka)ablif U3 HUX
OTHEeNsIeTCS OT ClIeayromiero Touko ¢ 3amstoir. Hampumep, ¢pyaxnus =[IPOU3BEJ(7; Al; 6; B2)
CUMTAeT MPOU3BEJCHUE YETHIPEX Pa3HBIX YHCEN, YKa3aHHBIX B CKOOKaX, U COOTBETCTBEHHO COJEPIKUT
yeTblpe aprymeHTa. [Ipu 3ToM B Halem ciiydae OJHU apryMEHTHl YKa3aHbl SIBHO, a JPYTUe, SBISIOTCA
3HAYEHUSMHU OIPEJEICHHBIX sfyeeK. Tak ke B KauyecTBE apryMEeHTa MOKHO MCIONb30BaTh JIPYTYIO
GyHKIIMIO, KOTOpas B 3TOM Cliy4ae HasbiBaeTcsl BiokeHHoW. Hampumep, ¢pyaknus =CYMM(A1:AS;
CP3HAY(B5:B10)) cymmupyeT 3Ha4eHHsI STYEEK HAXOMSIIUXCS B nuama3oHe oT Al go AS, a Tak ke
cpenHee 3HaUeHHE Yncell, pa3MelleHHbIX B kiieTkax BS, B6, B7, B8, B9 u B10.

Hanexo He Bce ¢yHkuuu B Excel mmeror mpocroe ompenenenue, kak ¢yakmus CYMM,
OCYIIECTBIISIIONIAS CYMMHpPOBaHUE BbIOpaHHBIX 3HadeHH. HekoTopble M3 HHUX HUMEIOT CIO0XHOE
CHUHTAKCHUYECKOe HalHCaHHe, a TaK K€ TPeOYIOT MHOTO apryMEHTOB, KOTOpPBHIE K TOMY K€ JOJKHBI
ObITh NPaBUJIBHBIX TUIOB. Yem ciiokHee (QYHKIHMS, TeM CJIOXHEE €€ IMPaBWIbHOE COCTaBIICHHE.

Paborate ¢ HUMH MOXHO 4epe3 CHEeIUaIbHBI MHCTpyMEeHT — Mactep ¢QyHkumii. Bei3oB Macrtepa
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(QYHKIIE MOXKHO OCYIIECTBHTh HAXKATHEM MHKTOrpaMMblI fy pacronoeHHOH ciea oT CTpOKH

dhopmyn wim Ha ma"enn «DopmMyibl», HakaTueM KoMOuHaIMu Kiasum Shift+F3.

FnasHaa Beraska PasmeTka cTpaHunLbl DopmMyns JaHHbie Peyen3ng
f % AsTOCyMME T @ Nornyeckne = u' AZ MpUCBOUTE KM
ﬁr HegagHo nonone3oeannee = ﬂi TekcToBbiE ™ ﬁﬁ ¥, A Mcnonszosate
CTABMTE . 1 . AWcneTyep
YHELM &GJMHchoBhle* iﬂ?,ﬂ,aTanEpema* ﬂf_]' wmern BB Co 3 Bhbl}
- BWBAMOTERE yHELLAA | Onpme
D3 - \ A
E) Ghjdthrfxlsx ﬂ
1 Cymn 5 000,00p. 7

Bbizoe MacTepa ¢yHHLMA

Pucynox 82. Cnocobvt éviz06a Macmepa gpynxyuil
[Tocre OTKpBITHS OKHA TOMOIIHHMKA HE0OXoIuMoO BeIOpaTh Kareropuio (QyHkuuu. [ms sToro

MO’KHO BOCIIOJIb30BaThCs MOJIEM MOMCKA MM HUCIAAAIOIIMM CIMCKOM. B cepennHe okHa oTpaxkaercs
nepeyeHb (QyHKIMH BbIOpAaHHOW KaTEropuH, a HUXKE - KPAaTKOe OINKCAaHUE BBIJEIEHHON KypcopoM

(yHKIIMY U CTIpaBKa 0 €€ apTyMEHTaM.

=

Macrep dyHruwi - war 1 ws 2 s 'ﬁi@'“

Mook dryHKLaM:

EBBEII.MTE KPATKOE OMWCEHWE ASACTEMA, KOTOPOE HYHHD

| BEINOAHMTE, M HEKMUTE KHOMKY "HaliTi"

KaTteropua: | 10 HegasHO MCNONE30BABLWMXCH B

i BribepuTe dyHKLD:

CUET

CP3HAY

ceEECA ]

PAHI |
OKPYTTI

| makc

BbIEOF

CYETECNH( onanazoH;KpHT epwi)
MoACHUTEIBEET KOMMYECTED HENYCTHIX AYEEK B AMENA30HE, YAOBNETEODANILMX
330&HHOMY YCNoBWHD,

[ »

1

Cnpaska No SToM HELUA [ 0K ] [ OTMeHa

Pucynox 83. Beibop ¢pynrxyuu

CIICJ'IaB HCOGXOﬂHMBIﬁ BLI60p, MCJIKHUTC II0 KHOIIKC OK, IIOCJIC YE€ro IIOABUTCA OKHO

ApryMeHTbl ()yHKIIUH.
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ooy S <

CYMMECTA
Ananazon ALAILD E = {H154910:29: 34 53:96: 7}
Kpurepwi | “:7" | = T
[1anasoH_cymMmposaHua | | Bz =
= 143

CYMMWDYET AYEKK, 3303HHEIE YKAZEHHEIM YCIDEMEM,

AnanasoH_CyMMHPOBAHHA DaKTWHECKKE AHElKM ANA CYMMWPOBaHIA. ECNM AWaNasoH CYMMUPOBaHIA He
YKa3aH, ByayT MNoNb30BaThCA AYEAKK, 3a035aEMbIE NapaMeETPOM
‘ananasoH’,

SHadeHwe: 143

CrpaBka No 5ToN HYHKLAW [ Ok ] [ OTMeHa

Pucynox 84. 3aoanue apeymenmos gynxyuu

B neBoM BepxHEM YTy OKHA yKa3bIBae€TCsl UMS BBIOPAHHOM (YHKIMH, MO KOTOPHIM HaXOIATCS
HOJIsI, CITy’Kalllie Uil BBOAA HEOOXOIMMBIX apryMmeHToB. CrpaBa OT HHUX, IOCIIE 3HAaKa pPaBEHCTBA
YKa3bIBAIOTCS TEKYIIUE 3HAUCHHs] KaXIOro apryMeHTa. B HWKHEW 4YacTH OKHa pa3Melaetcs
crpaBouyHas MHGOpMaNus, yKa3blBalollas HazHaueHUEe (YHKIMHM M KaXIOTO apryMeHTa, a TaK ke
TEeKyIUil pe3yabTar BbruucieHus. [locne Haxarus kHonku «OK» B siueiike 0TOOpa3uThCs pe3yabTar
pacuera (yHKIHHU, a MOCTPOSHHOE MAacTepOM BBIPAKEHHE MOXHO YBHIETh B CTpoke ¢opmyi. Ecim
HEOOXOMMO B Y)K€ CYIIECTBYIONIYIO ()OPMYITy BCTaBUTh KaKylO-TH00 (PYHKITHIO, 9TO BBITIOJHIETCS B
pexxume pepaktupoBanus (F2), a BbI30B GyHKIMHU yJ0OHEE BBINMONHATH HE Yepe3 MUKTorpammy fx, a

4epe3 aApecHyI0 CTPOKY.

3AJAHHE 1

1. Co31aTh HOBYIO KHUTY.

2. TlepBoMy TUCTY KHHUTH 3a7aTh UMs «ba30BbIil», BCE OCTANBHBIE IUCTHI YIATUTh U3 KHUTH.

3. CdopmupoBarh Ha IUCTE TAOMUIly B COOTBETCTBHUH C MPHUBEICHHBIM OOpPa3IOM 3aJaHHOTO
BapuanTa. [Ipu s3Tom popmar gJaHHBIX TOJKEH MAaKCUMaJIbHO COOTBETCTBOBATH 00pasIly.

4. 3HayeHHs siUEEK, Y KOTOPBIX B KauecTBe (OHA — y30p, PACCUUTHIBAIOTCS MO COOTBETCTBYIOIIUM
dbopMynaM ¢ mpuUMeHEHHWEM MacTepa (QYyHKIUH. B 3aBUCMMOCTH OT BapuaHTa MOTYT
MOHAIOOUTHCS CIEeIyIOINe QYHKIUU:

= ['O/l — BbIpE€3aeT roJ U3 yKazaHHOW JaThl
» CEI'OJIHA — rexymas (cucteMHas) nata
* MAKC — MakcuMaibHOE 3HAaYCHHUE B 33JIaHHOM JHana3oHe

= MMUH — MuHIMaNbLHOE 3HAYEHNUE B 3aJJaHHOM JUara3oHe
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= (CP3HAU - cpenHee 3Hau€HUE B 33IaHHOM JUAIa30HE YUCET

=  OKPVYTIJI — okpyriasieT yucio ¢ 3aJaHHON TOYHOCTBIO (10 AECATHIX, A0 LIEJIOT0 U T.1.)

= PAHI - onpeznenser MecTo Kaxa0ro 4ucia B 3aJaHHOM JAMANa30He

»  PUMCKOE — nepeBoaut apaOCKoe YUCIO B PUMCKOE

= CHLEIINTb — coenunsieT yka3aHHbIE CTPOKHU B OJIHY

* JIPOIIMCH — nepeBoauT cTpoyHble OyKBBI B 3arjiaBHbIC

st dopmupoBanus GopmMysT HEOOXOAMMO BOCIOIB30BATHCA MacTEPOM (PYHKITHIA.

A B C D
1 Otpen: |CTaTMCTHEM
2 [aTta: i
3 BOSpaCT COTPYOHWKOB
4
5 Nenin | ®UO coTpyaHuKa | [lata poXOeHHA BospacTt
6 1|CemeHoe B.B. 13.12.1986 |: 29
7 2| Apxunoe AP. 01.08.1964 |
8 3| Kpamumn C K. 30.09.1972|
9 4|AdaHaceesa O.[1. 18.06.1984 |:
10 5| CrmpHoea .11 27.051978(
11 6| MeaHoe C.M. 04.03.1965(
12 MuHumansHbIi eospacm: |
13 MakcumanbHbIl eospacm:
14 Cpedruli gospacm: |
15
16 Hau. oTaena MeaHoe C.M.
17

3AJAHHE 2

1. Co3nath HOBYIO KHUTY.

2. IlepBomy nucTy KHUTH 33AaTh uMs «Pacder BbIpa)kKeHHS», BCE OCTaJbHBIC JIUCTHI YAAJIUTh U3

KHHUT'U.

3. CdopmupoBars Tabnuiy mo oOpasiy (cMm. oOpaszerr opopmileHHs), B KOTOPOH Ui Ka)IOTO

3HA4YCHUA aprymcHTa X Ha 3aJaHHOM JUalia30OHC M C 3aJaHHBIM IIaroM pacCyuTaTb 3HAYCHHC

Pucynox 85. Obpasey mabauyvl
5. CoxpaHHTh pe3ylbTaThl padOTHI.

3aJIaHHOTO BBIPQKEHUS JJIs IBYX Pa3HBIX 3HaueHUU kodpdurmenta A. [Tpu stom:

. I[aHHbIe «I1aIrKu Ta6JII/II_[bI)) BIIUCATh, UCIIOJIB3Ys NAHHBIC CBOCTO BAPUAHTA,

* 3HaueHUs KOX(PPHUIMEHTOB XpaHUTh B OTAENBHBIX sueikax, a oOpalieHHe K HUM

0hOpMITATH a0COFOTHBIM aJIPECOM;

* 3HauyeHHUe apryMeHTOB TPUTOHOMETPUUECKHUX (YHKIUI CUNTATh 3aJaHHBIMHU B paJlaHax;

* Jlomy4yeHHbIE 3HaUYEHUS OKPYTIIUTH 0 3aJaHHOW TOYHOCTH.



4. Ilo pe3ynbTaT pacdeToB ONPEAEIUTh MAKCUMAJIBHOE U MHUHMMAJIBHOE 3HAUYCHUE BBIPAKECHUS, a
TaKXe OCYIIECTBUThH MMOKMCK 3aJaHHOTO 3HaueHus ¢ nomouisio ¢pynkuun CHETECJIN.

5. CoxpaHUTh pe3ylbTaThl pabOTHI M MPOJEMOHCTPHPOBATH PA0OTY MPEIOIaBATENIO.

A B C D E
1
2 MuHuMaNsHOE 3HaUEHUE GpEyMEeHTa;
3 MaxcumansHoe 3HaueHUe apayMeHma;
4 Ulaz usMeHeHUA apayMeHma;
5 Mcrkomoe sHaveHue;
6
7 Pacuyet Eblpa¥eHWA Ha 3aaHHOM MHTepBane
8
g 3Ha4yeHHe BhIpaxeHHusA
AprymeHt X
10 mpu A= npu A=
11
12
13
14
15
16
17
18
19
20
21
MaxkcumansHoe
ZHaYeHUe
22 eblpaxeHun
MunumaneHoe
ZHaYeHUe
23 EblpaXeHun
Konuyecmeo
LUCKOMBIX
24 SHaYeHUd

25
N Pucynox 86. Obpaszey mabnuywvi

34/JAHHE 3

2. OTKpBITh TAOJIUIY C UCXOJHBIMHU JaHHBIMH U COXPAHUTh Ha JOMAIIHUN JUCK.

3. Hcnonp3ys ycinoBHOe (opMaTHpOBAaHUE, BBIICIUTH KEITHIM IBETOM palOOThl (MX OLIEHKH),
nonyuusmue 10% 3a BeimonHeHne (0OBIYHO TaKYIO OLIEHKY BBICTABIISIOT 3a IJIaruar).

4. TlopcuuTtaTh CyMMY NOJYYEHHBIX OAJUIOB JUIS KaXKI0TO CTYCHTA.

5. OKpyrauTh NOJYYEHHBIN PE3YIbTAT 10 AECATKOB.
11! VnoOuee 11.3-4 BBIIIOIHITH BMECTE.

6. CdopmupoBaTh peHTHHT CTYJEHTOB 110 CyMMeE IMOJIy4YeHHBIX 0aylIoB, Henonb3ys Gynkiuo PAHT .

7. OTcopTHPOBATH CTYJEHTOB 10 PEUTUHTY (110 BO3PACTAHUIO).
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8. JloOGaBuTh Haa TaOJUIIEH HECKOJIBKO MYCTHIX CTPOK M C MOMOINBI CTaTUCTUYECKHX (YHKIIUHA
OTIpeIeIUTh MAKCUMAIBHOE 3HAYEHHWE MTOTOBOTO 0ajuia M MCXOJs U3 HEr0 — YPOBEHb MSATEPKHU
(90%), ypoBenb uetBepku — (80%), ypoBeHb Tpoiiku (60%).

9. Hcnons3ys aBroopMaTUpOBaHUE, OTOOPA3UTh OAJUIbI, MOMANAIOIIUE B 30HY MATEPKH KUPHBIM,
3eJIeHbIM MIPU(TOM; B 30HY YETBEPKH — CUHUM, KUPHBIM HMIpU(TOM, B 30HY ABOWKH — KPACHBIM,
KHUPHBIM HIPUPTOM.

10. Mcnionb3yst aBTO3anonHenne (IpOTSHKKY), BBICTABUTh OLIEHKH CTYJIEHTaM.

11. C nomompro pynkmuu CUETECJIN (pa3obpaTbcs caMOCTOATENBHO) MOJACYUTATH KOJWYECTBO
MATEPOK, YETBEPOK U T.1. (Pe3ynbTaThl MOTYT HE COBNAaAaTh C PUCYHKOM).

12. TIoHU3UTH YPOBHU OLIEHOK Ha 5%, OTpeIaKTUPOBATh OIEHKU B TAOIUIIE.

13. [IpogeMoHCTpHPOBATH PAOOTY MPEIOIaBATEIO.

M KOHTPOJ/IBHBIE BOIIPOCBI
1. Tlonstue GyHKIIHH.
Uro Takoe apryMeHT pyHKIUU?
UTo MOXKHO UCIIONIB30BaTh B KAYECTBE apryMEHTOB (PYHKIUU?
Kak Bb13BaTh QyHKITHIO?
B xakom ciydae mpu BbI30Be ()YHKIIMA HEOOXOIUMO OCTaBUTh ITYCThIE KPYTJIbIe CKOOKH?
Haznauenue Mactepa pyHkImii?
Kak Be3BaTh Macrep QpyHkmii?

B kakoii kareropun coaep>kaTbcsi MaTeMaTHIeCKue QyHKITHH?

° »®» 2o kWD

B xakom BuJie 10J1KEH ObITh 3a/1aH YTOJI B TPUTOHOMETPUYECKUX (PYHKIUAX?
10. Kakue pyHKIMM O3BOJISIOT MIEPEBOAUTH YIOJI U3 OJHOTO BUJA B APYroi?
11. EcTb 711 pa3HHIIa MEXy YUCIOM, OKPYTJICHHBIM (DYHKITUEH OKPYTIICHUS U YUCIIOM,

IIPEJICTaBICHHBIM COOTBETCTBYIOLIUM (opMaToM?
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INPAKTUKYM 3. Macrtep nuarpamMmm

KPATKAA CIIPABKA

JlmarpamMmma — HarsIIHBIA MHCTPYMEHT IPEJICTABIICHUS YHCIOBBIX JAHHBIX JUIS aHAW3a |
cpaBHeHHs. J[narpaMMa MOXKET MPEICTaBISATHCS Pa3HBIMH T€OMETPUYECKHUMH (UTypaMH: TOJIOCAMH,
JIMHUSAMH, CCKTOPaAMHU, CTOJ'I6I/IKaMI/I, TOYKaMH U T.AO. B 3aBucumocTtH OT 3TOTO AuarpaMmma HUMECT
pasHbIi BUJ: TUCTOTpamMMa, Tpaduk, cToJIOUKOBas U T.1. Pa3Hble AuarpaMMbl OTJIMYAIOTCS HE TOJBKO
BHEITHUM BHUJOM, HO W HAOOpOM OTOOpa)kaeéMbIX NaHHBIX. Hampumep: Ha KpYyroBoWl auarpamme
MOYKHO OTOOpa3uTh TPOIICHTHOE COOTHOIICHWE AOJIed, a Ha TpaduKe MOCTPOHUTH OJIHOBPEMEHHO
HECKOJIBKO T'pauKOB ISl CpaBHEHHUSL.

Jlis mocTpoeHust quarpaMMbl HEOOXOJMMO 3HATh: HA0Op YMCIOBBIX 3HAYEHUH, MO KOTOPHIM
CTpoOUTCS tuarpamma (ps), MOIMUCH KaTeTOpHil (MOTYT OBITh KaK YHCIOBBIMH, TaK U CTPOKOBBIMH),
00001IeHHOE Ha3BaHWE HaOOpa 3HAUECHWH W AuarpaMMbl. Ha ogHOW nuarpamme MOXKHO pa3MmeniaTh
HECKOJBKO Ha0OpOB 3HauYeHHMM (PSAIOB MaHHBIX). Hampumep, HECKONMbKO TpaduKOB, HECKOIBKO

CTONOIIOB, HECKOJILKO KOJIell. B ATOM citydae, HE0OX0IMMO ONMCAHKE ITUX PSIIOB B BUJE JICTCHIBL.

HassaHue duazpammsi 3HayeHus pAdos

/

\ Ipaduku TpuroHgMeTprUUECcKuX

L
byHKUMIA Pag 1
1,50
< 100
=
g
£ 050
=
i) 0,00
g o
=
Y 050
[}
=
™ -1,00
1,50
/ ¥ron, rpa,mr-::hf/
lModnucu Kamezaopuli JlezeHOa

lMoonucu oceli

Pucynox 87. Snemenmot ouacpammol Excel

[Ipu noGaBneHum auarpaMmbl B PabOUYyl0 KHUTY Ha JIGHTE OTKPBIBAIOTCA TPH BKIAJIKH:
«Konctpykrop», «Maker», «®Popmar». KOHCTpYKTOp MO3BOJSET M3MEHUTh JAAHHBIE M THII
JarpaMMbl, BBIOpAaTh MakKeT W CTWIb O(GOpPMIICHHS, yKa3aThb MECTOIOJOXKEHHE AHarpamMMmbl (Ha

pa6oqu JIUCTE UJIN HA OTACIIBHOM JIMCTEC KHI/II‘I/I). MakeT 1o3BOJISIET HAaHECTH Ha AuarpaMmy Ha3BaHHA
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qUarpaMMbl M OCei, MOJNUCH JaHHBIX, JIETEHAY; BKIIOYUTH OTPAXEHHE BCIOMOTATEIbHBIX JIUHUI
CETKH; JO00aBUTh K AMArpaMMe JaHHbBIC PSIOB B BUAE TAOJHUIIBI; TOTIOTHUTH TUATPAMMYy JJIEMEHTaMU
aHanm3a (JIMHUW TpeHna, KOpuaop KoiebaHwii u T.m.). Brmamka «®DopMar» COOEPKUT KOMaHbI
(hopMaTHpOBaHUS BHEITHETO BU/IA AJIEMEHTOB IHarpaMMbl.
T AP Wicrosont Decel | ——

2a3MeTEa cTpadubl | Goprmyasl | dadHHele | PedeHsuposaHne | Bug | Team

4 & Nerenga = (e E] ;
& (] nerena n| || | | E by
: (LA | )|
28] Nogrmon ganHbx ~ 7
‘3BKA  HaseaHwe HassaHwa Ocn Cetka | PoH | Adanu3 CEOWCTER
- AWArpaMMel = OCeld ™ ﬂTaﬁﬂnu,a AdHHB T - - * - -
Mogrivce (8747
Pucynox 88. Brnaoku pabomot ¢ duazpammamu
OO00O0MIEHHBIN TIOPSIIOK TIOCTPOSHHUSI JUarpaMMbl MOXET OBITh TPEACTABIICH CICAYIOITUMHU
1araMu:

1. Brmonauts komanny «BcraBka / luarpamMmay, BeIOpaB BU quarpaMMel. B pesynbraTe Ha ucte
HOSIBUTCS IIyCTOE OKHO JHarpaMMBl.

2. Hcnonp3ys komanny «Kouctpyktop / BeiOpate maHHBIe» W KHOMKY «/[00aBUTH», M100aBUTH Ha
JMarpaMMy HY)KHOE KOJIMYECTBO PSOB, yKa3biBasg UM psaa (BBECTH WM BHIOpATh B TAOIUIE),
3HaYeHUs TOYEK psija (BbIOpaTh B TaliMIle) M MOANMMCU KaTreropuil (BeiOparh B Tabmuie). B

NPOCTEUIIeM ClTydae TuarpaMma MOXET COCTOSITh U3 OJTHOTO PsiJia.

i
BrifSop WCTOuHWKE AaHHbIX &Iﬁ
OWanasoH AaHHbIX ANA guarpamMme: | =fucr 118A51:SC520 ﬁ
= | = ! =
[ | Fcrpocaicronbeu | 1

INEMEHTEI NEreHasl (pankl) MoAMMCK FOPM30HTaNEHDN 004 (KaTeropim)
[‘;gﬂoﬁgswrh ”jffﬂsnem'rh “ XY_AanHTh | = B [E?Hana;wh ‘
sin 0 £
Cos 15 l-'.:—l

30

45

ol -

] l CHPEITHIE M OYCTHIE AYSAKM 0K ] I OTrena

Pucynox 89. Jlobasnenue psa0oe Oanubix
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3. Hcnonp3ys Bkmaaky «Maker» 3aaaTh TpH HEOOXOAMMOCTH Ha3BaHUE TUAarpaMMbl M OCEH,

o - < OTpa3uTh JIETEHIY, BKIIOYUTh MOAMUCHU
Mzmenenue paga I.M
JAHHBIX U T.JI.
MMAa paga: 4 u o
ain |§J o~ . CIONIb3yA BKHaAKy «dopmary wim
SHAYEHME: KOHTEKCTHOE MEHIO JIAarpamMMel,
SHnceriiglestiain E$] -o0.000,26;0,.. 0T(GOpPMAaTHPOBaTh BHEIIHUI BHJ 3JIEMEHTOB
[ ok | | Omea | JIMarpaMMBbl.
m
Pucynox 90. 3aoanue umenu u snavenuii psoa IIpy W3MEHEHMM HMCXOIHBIX [TAHHBIX B

TaOJUIIE ABTOMATHUYECKH WM3MEHSETCS H300pakKeHUE DJJIEMEHTOB auarpammbl. [Ipw W3MeHeHUH
JJIeMEHTa  AWarpaMMbl  (TIepeMelneHre  TOYKM  rpaduka)  aBTOMATHUYECKH  M3MEHSIFOTCS

COOTBCTCTBYIOIIHUEC YMCJIIOBBIC 3HAUCHU B TaGJII/II_Ie.

3AJAHHE 1

1. Co31aTh HOBYIO KHUTY.
2. TlepBomy IHMCTY KHUTH 331aTh uMs «PacueT GyHKIMNY, BCE OCTAIbHBIE JIUCTHI YIATUTh U3 KHUTH.
3. CdopMupoBath TaOIHUILy MO MPEIOKEHHOMY 00pasily [uarpaMMbl, B KOTOPOIA:
e Jlnsa xaxaoro 3HaueHus aprymenrta X Ha Jlmama3zon aprymenTa(s rpamycax):[-180, 180] u ¢
mrarom B 15 rpaaycoB paccuuTarh 3HaUeHHE QYHKIHUH sin(x), cos(x), tan(x);
e Jlng pacyera TPUTOHOMETPUUECKHX (PYHKIMH YIJIbI JOJDKHBI OBITH 3aJaHbl B pajlaHax.
s nepeBona ucnonsiyercs pynkuus PAJIIMAHBI;
e [lony4yeHHbIe 3HAYCHUS OKPYIIIUTh A0 COTHIX.
4. Tlo pe3ynbTaT pacyeToB MOCTPOUTH rpaduku QyHKIUH. BHemHMil BUI auarpaMMsl TOJDKEH
COOTBETCTBOBATH MPEANIOKEHHOMY 00pa3iy. ['paduk pacrionoXuTh Ha OTAECTBLHOM JIUCTE.

5. CoxpaHuTh pabOTy ¥ MPOJEMOHCTPUPOBATH MTPEIOIaBATEIIO.
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Mpadukn hyHKLUNA

5,00

4.00 +

3.00 4

2,00 +

1,00 4
Ve —a—zin(x)
0.00 4 T ——— Y | 8 cosx)

-4.00

-5.00

Pucynox 91. Brnewnuil 6uo ouazpamm

M KOHTPOJIBHBIE BOITPOCHI

1.
2.
3.
4.
5.
6.

7.

B kakux nensx ctpoutcs auarpamma’?

W3 KakMX OCHOBHBIX 3JIEMEHTOB COCTOMT AHarpamma’

Uro Takoe psia JaHHBIX, MOANUCH JTAHHBIX U MOANUCH TaHHBIX MO OCH X?

UYro orpaxaer nerenga?

Kakwue Bkiagky OTpakaroTcsi Ha JIGHTE MPH MOCTpOeHUH auarpaMmbl? KakoBo nx HazHaueHue?
JlomycTuMO JIn M3MEHEHHE TaOJIMYHBIX JaHHBIX MOCIIE TOCTpOoeHus nuarpammel? K gemy 310
MOJKET NpUBECTU?

Kaxkue tumbl quarpamMm cymectByroT B Excel?
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INPAKTUKYM 4. ®yukuusa «ECJIN»

KPATKAA CIIPABKA

JanHast (yHKIMS TO3BOJISIET PACCUMTHIBATH MCKOMOE 3HAU€HHE IBYMs pa3HBIMU CHOCOOAMH.
Brei6op cmocoba ompenensiercss MPOBEPKOH HEKOTOPOTO YCIOBUSA. ANTOPUTM pabOThl (YHKITUU
«ECJIN» MOHO MPEICTaBUTh CIEIYIONIEH CXeMOi:

A~

Ha4ano

r

T

-
o~ Mo,
o "
=

- .
= lNpoBepka ™

A —— Ce——HeT
~._ YCNOBWA ff
'\'\.f-'-f-l-'

Pewenne NepebIm PelweHWe BTORBIM
cnocobom cnocobom

-,
-

v

.zf- -\"\.‘
( KoHey \'I
M
Pucynox 92. Ancopumm pabomer ¢pynxyuu ECJIH

B o0mem ciydae ¢popmar ¢pynkunn «ECJIN» BRITISAIUT CIEAYIONMM 00pa3oM:

ECJIM (ycnosue; ghopmynal; ghopmyna 2)

Hanpuwmep:
ECJIN (A2<0; «<ompuyamenbHoey, A B {
«NoNodACUMENbHOEY) 1 Yvcno 3HakK
2 -5 ’DTpH uaTtesnbHoe
3 6 nonoxuTenbHoe

Pucynox 93. Pezynomam pabomwr ¢pynxyuu ECJIU

JlomycTUMO BHYTPH OJHOTO YCIIOBHS IMPOBEPSTH APYroe ycioBue. Torga BMECTO KaKOW-THOO
dbopmyel OyeT BHOBB 3anuchiBaThbest GyHKIUS « ECIIN».
Hanpumep:
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ECJIN (A2=0, «pasnoe nymor», ECJIH A B

(A1<0, «ompuyamenvroey, 1 Ywmcno 3Hak
«NONIOJACUMENILHOEY)) 2 0 paBHOe HyIO
3 6 NonoXMTENbHOE
4 -5 'OTpHLI,aTe;"IbHC)e

Pucynok 94. Pesynomam pabomot ¢pynuxyuu ECJIH
He pexomenayercst co3maBaTh 00jee TpeX BIOKEHHH OJHOTO YCIOBHUS B IPYTOe€.

3A/TAHHE 1

1. Co3narb HOBYIO KHUTY.
2. HepBOMy JIMCTY KHUTU 3a0aTb UM «Pacuer BBIPAXKCHUSA», BCC OCTAJIBHBIC JIMCTHI YIAJIUThb.
3. CdopmupoBats Tabmuiy (cMm. OOpasen odopmiieHHs TaOMUIBI), B KOTOPOM ISl Ka)JOTO

3HaYeHUs apryMeHTa X pacCuuTaTh 3HaYCHHE BHIPAKEHUSI.

1 4. I'panunel MHTEpBana W mIar W3MEHEHHS apryMeHTa 3ajaTh
—,npu0< X <10
X CaMOCTOSTEILHO T.0., 4YTOOBI B TaOIHIlE MCIOJB30BAINUCHL BCE
Y= X, npu X <0
5 dbopMyIbl pacdera BeIpakeHUs. [ pacuyeToB MPUMEHATH (YHKITUIO
X ",npu X >10

ECJIN.

5. losydyeHHbIEe 3HAaYEHUS OKPYIVIUTH 10 COTBIX.
6. Ilo pe3ynbTar pacueToB ONpPEAEIUTh MAKCUMAIIBHOE U MUHUMAaJIbHOE 3HAUEHUE BBIPAKEHUS.

7. CoXpaHHUTh pe3yIbTaThl paOOTHI.
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A B

MurumansHoe sHaUeHUE

2 apeyMeHma;
MakcumansHoe 3HaUeHUE
3 apeyMeHma;
4 Ulaz uzmeHeHUA apayMexma;
A
B Pacyem ebipaxeHus
T
B X= y=
9
10
11
12
13
14
15
16
17
18
19
20
21
22
23
24
MakcumaneHoe zHaYeHUe
25 eblpaxeHun
MuxumansHoe 2Ha4yeHUe
26 EblpaweHun
27

Pucynox 95. Obpaszey mabauywi

M KOHTPO.J/IbHBIE BOIIPOCHI
1. Hasnauenue pynkiun «ECJIN».
2. Kakosa ponb «ycnosusi» B pynkuuu «ECIIN»?
3. ®opwmar ¢pynkuun «ECIIN».
4. JHomyctumo nu Binoxenue pyuakauit «kECJIN» apyr B apyra?
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IIPAKTHUKYM 5. 3amura siueex

KPATKAA CIIPABKA

I[aHHaSI q)YHKI_[I/ISI IIO3BOJIACT 3alIUTUTL OTACJIBHBIC STYCUKH JINCTA, JIUCT WA KHUTY LOCIIUKOM OT
u3MeHeHHs. Yaie Bcero 3alMIaroT sSYekH, comepxainiie (GopMyisl, 1a0bl CIydyailHO HE yIAIHUTh
dopmyny. 3ammura JKCTAa TO3BOJSET 3alIUTUTh BECh JIUCT OT pPa3IMYHbIX HW3MEHEHUH:
dbopMaTupoBaHue, pelakTUPOBAHKUE, U3MEHEHHE CTPYKTYpPhI TaOJIULbI. 3al[iUTa KHUTH MPEJoTBpaIlaeT
.HIOGBIC HU3MCHCHUSA, CBA3aHHBIC C HaAJIWYHUCM JIMCTOB B KHHUIC (IIOGaBJIeHI/Ie, yYAaJicHue,
[IEPEUMEHOBAHUE).

3amuTy KHUTH HE HAJO0 MyTaTh ¢ YCTAHOBKOW IMapoiis Ha ¢aii, KOTOPhId MOXKHO 3a7aTh B OKHE
COXpaHEHHUsI Mpu HaxaTuu KHOMKU «CepBHC» U BbIOOpa KoMaHabl «OO0ume napamerpb». [Ipu sTom

MOYKHO YCTaHOBUTH OT/I€IbHBIEC MAPOJIM Ha OTKPBITHE U 3aKpbITHE (aiina.

) Mysbika

i | | .. Hoean nanka 15.10.201: ]
. 1 . Hoean nanka (2) 07.11.201: Fopsa
‘M Komnetote HCIETaHET
z B P - PaBoune nporpammel 2711.201:

fea [okaneHen guck () —— —— TeCTMDOSaHKME

L 0404509 (Vserver-vuz\homesS) (H:) o - T lghiy yum

Fodl bndem A% mmme et T - g : AL —- I L @

. - Dbwmre napaMeTpal
Wma daitna:  Abiturientds

[7] Beerna cosnasaTs pesepeHyio Konuio
Tun daitna: IKHnra Excel 97-2003 (*xls) = i “ " b HDB i
CoBMECTHBI AocTyn K daitny

ABTOPBL Harawwa LTpEKanoea Knroyeseie cnoea: ,J:LCI Maponk ANA OTKPLITHS: m

I'Iaponb ANA UIMEHEHKA, | *#ee

[7] CoxpanuTe scriz

[ PexoMeraoBaTE LOCTYN ToONLKO ANA YTEHMA

“ CKpbITb Manku [ OK ] ’ OTMeHa

Pucynox 96. Yemanosra 3awumol na knuey

JIrobast 3ammra COAEPKUMOTO JJIEKTPOHHBIX TaOJUI[ TMPOU3BOJUTCS COOTBETCTBYIOLIUMHU
KOMaHgaMu Ha Bkiaake «PemneHsupoBanue». OnHaKo 3amUTa OTAETBHBIX sA4YeeK TpedyeT

MPEBAPUTENIBHBIX I€UCTBUM:

e — .
paHrLkl DapmMynel JaHHblE PELUEHIMpOEAHNE Bua Team 1. Boienuts Bee sraeikn pa60qer0
(&g 3awmTuTe ancr G2 3awMTHTE KHWMY 1 43T 0BWMIA AocTyn JIMCTa € IIOMOIIBIO JHAroHaJIbHOU
i) %3ELLI|I-1TI.-1TI:~ KHIY @F‘aspemmb W3MEHEHWE AMANa30HOE KHOMKKA (JIEBBIA BEPXHHIM YToJI,
=31 | EH flocryn k krire S Menpasnerina
2| e Aoary g8 NP nepeceueHrne HyMepaluu CTPOK H

MzmeHeHna
0003HaYEHHS CTOJIOIIOB).
c D E F | G

Pucynox 97. 3awuma omoenvnoix 1mmcmos
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2. Be1i6op xoMaHab1 «PopMaT siueek» U3 KOHTEKCTHOTO MEHIO M OTKJIIoUeHHe (iaxka «3amntuiaemas
suelikay Ha BKJIQJIKE «3alIuTa»

3. Beigenenue TONBKO TEX si9€eK, KOTOpPhIE MOJUIekKAT 3allUTe M BKIIOYCHHE (uiakka «3arfuiaemMas
AYerKa

4. Tlepexon Ha BkIaaKy «PelnieH3MpoBaHHE» M Ha)KaTUe KOMaH[Ibl «3AIUTHUTH JUCT» WIM KOMaHMbI
«®Dopmary Ha nanenu «l maBHasy». [lorpeOyercs 3a1aTh napob.

B pesynbrare Ha paboueM mcTe OyIyT 3AIUIICHBI TOIBKO TE SIMEHKH, Y KOTOPBIX ObLT BKJIFOYEH
braxok «3ammuiaeMast sraeikay, OCTAIbHBIC STYEHKH OyIyT HOCTYIHBI JUIsl pefakTupoBanus. CHATHE
3aIIUTHI IPOU3BOANTCS HA BKIaaKe «Penen3npoBanne» KoMaHa0il «CHATh 3alIUATY C JINCTa».

Eciu HE0OX0AMMO HE TOJNBKO 3alIUTUTh (POPMYIBI OT U3MEHEHHS, HO M CKPBITh UX, JOCTATOYHO

OIHOBPEMEHHO C YCTAaHOBKOM ¢Qumaxkka «3amumiaeMas sdeiika», BKIIOYHTH Oniuio «CKPBITh

bopmymy».

3A/TAHHE 1

1. Co3narb HOBYIO KHUTY.
2. llepBomy nMCTy KHUTH 3a1aTh uMs «Pacuery», Bropomy aucTy — «CIpaBOYHUK.
3. CdopmupoBarh TabIHIly NMPEUIOKEHHOTO BapHaHTa Ha JHCTe «Pacdery», MpH 3TOM «BEPXHIOI0»

4yacTh (JaHHbIE, pa3MelIeHHbIe HaJ Tabnulel) pa3MecTuTh Ha ucte «CripaBOUYHUK.

A B C D E F
1 | Hewcuounwiill sospacm
2 | HeHLLWHE 55
3 MysuymHel 60
4
5 HEPE"-IEHI:: COTPYOHWKOE KOMNaHWK
6 Ha (01.06.2015
7
8 Ne n/n ©HUO coTpynHuka Mon [ata poxpennn | lNonHeix net | Bpewma oo neHcuwm
9 1| Memewes M 15.05.1967 43 :
10 2| Ky abknH M 23.04.1955 b6
1 J|Paboea # 12.06.1371 44
12 4|Apxunoea M 30.07.1941 74 HEHcunHep:
13 5|Camoiinos ® 22.01.1951 64 :
14 6|Bacunees >+< 03.09.1962 53
15 Konu4yecTEo NEHCHOHEPOE: |1

1R

Pucynox 98. Obpaszey mabauyl
4. Sueiiku, oH KOTOPHIX 3allaH Y30pOM, HEOOXOIWMO paccuuTarh Mo (GopMysie ¢ MpPUMEHEHUEM

ctanaapTHbIX QyHkumii Excel, ucnone3ys nanneie co crpanuilbl «CIpaBOYHUKY.
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5. 3amuTUTh OT peaKTUPOBAHUSI BCE STYCHKH, coaepxaire GopMyisl. @opMyIibl HEe CKphIBATh! ! !

6. CoxpaHMTh pe3yJbTaThl pabOTHI M MPOJEMOHCTPUPOBATD MIPEIOIaBATEIIIO.

M KOHTPO.JIbHBIE BOIIPOCHI
1. Yto MoxHO 3amMTUTh B KHUTre Excel?
KaxoBo cocrosinue raxkka «3amuiiaeMas ssueiika 1mo yMoaI4aHuio?
MOo’KHO JI1 3alIUTUTH TOJIBKO OJIHY siuelky? Kak 3To caenats?
MO3KHO I Pa3penIuTh MOIh30BATEIO BBHITIONHATH KaKue-Ti00 NeUCTBUS Ha 3aIIUIAEMOM JTHCTE?

Kak 3amututh BCIO KHUTY?

A

Kaxk cHsaTh 3ammuTy?
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INPAKTHUKYM 6. ®uiabTpanus, nNoJBeJeHUEe UTOTOB

KPATKAA CIIPABKA

OopadoTka 00JabIIUX TAGJINIL
Hns ynmobctBa oOpabOTKM maHHBIX Oodbmux Tabmui, Excel mpemgocTaBiisieT MOIb30BaTEIto
CJICAYIONINE HHCTPYMEHTHI: COPTUPOBKY, pa3/ielicHHe Ha OTIeIbHbIC 001acTH, (PUIBTPAIHIO U JAP.
Copmupoeka TpenronaraeT yrnopsI0YMBaHHE TaHHBIX IO BO3PACTAHUIO WM YOBIBAHUIO IO
3aJaHHBIM KpuTepusM (ctonbuam). Hampumep, oTcopTHpOBaTh BEIOMOCTH BBIILUIATHI MOAOTYETHBIX
cyMmMm 1o (amunusam — kpurepueM Oyner crondenr «DUMO», copTHpoBKa MPOU3BOIUTCSA IO
Bo3pactanuio (1o andasuty). B HOBBIX Bepcus Excel BO3MOXKHO cOpTHpPOBATH TaOIUIIBI HE TOIBKO O

3HAYEHHUIO STYEEK, HO U T10 dJIeMEHTaM UX (popMaTupoBaHus (IIBETOBas ramMmma mpu@Ta U SUYeHKn).

e —
Ayl AaHHbie PeleHIMp OBaHWE
(B noaxn A N =3 Bt FLE
| = a &l &% =] Cpm B
e gl CopTrpoBKa 7, Tekct no  ¥ganuwte [Mposepra Konconwgaywa AHANM3 FpynnuposaTte P
A JONOAHWTENEHD | cropn6uam AYGAWMKATE AaHHBK ™ T T T g =
PTVPOBKE W GUAETP Pafota c gaHHbBIMK®
F | G | H | | 1 K {5 M N Q P Q R
AHBapb  |despans |mapTt anpens  |mai WHOHE WO
1000 2000 2500 1500 3000
- canl ~
CopTvpoexa \ &Iﬁ
4| flobaBUTL yposeHs ‘ [ X YaanuTs yposeHs | l =4 KonuposaTk yposeHs “ a || w || [NapaMeTpbl... Mo 0aHHBIE COOEMHET SaM0N0BHN
Cranben, CopTUpoBKa Mopagok
CopTHpOBaTe N0 | Cronfew k El SHaqeHua El Mo B0ZPACTEHMD El
JaTem no CTonbey M El SHaueHWA El | Mo yBeieaHo El
3aTem no Cronfiew M El BHaueHiana El Mo yBLBaHG El
AN | zatem no El | 3HEYEHMA El OTAgoA El
1.
[ Ok ] | OTMeHa
.

Pucynox 99. 3a0anue copmuposku mabdaiuy

Pazoenenue maonauyvl Ha omoenbHvle 061acmU TIO3BOJISIET MPOKPYUUBATh KKy 00JIacTh

— P OTZICTIBHO  OT  JIPYroil.  3akperuieHune obnacteid

e Bug Team -—
poei) (/_\ MO3BOJISIET 3a()UKCHPOBATH OIMPEICICHHYIO YacTh
Hes Ef5 HoBoe okHO ] PazgenuTe

e o _ TaOnuIbl (HATIpUMED, IIIATTKY).

ACWTaH Mo T )
B 3akpenmte nﬁ,ﬂacrj ] OToRpaIHTE Pasnemenne TaOJIHILL Ha OTZEIBHO

IAENEHHOMY

O

IIPOKPYYMBAEMBIE YacTH M HX IOCIELYIolee
Pucynox 100. Paboma ¢ omoenvhbimu obnacmsamu  3aKperuieHUe MPOU3BOIUTCS Ha 3akianke «Bumy.

[IpenycMoTpeHsI ciaenyromue crocoob! pa3ieneHus TAOIUIbl Ha YacTH:
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®dukcarusi BepxHEH CTPOKH (BCerja OCTaeTcs Ha DKpaHe) W MPOKPYTKH HIDKHEHW YacTh
TaOIUIIBI (BBEPX-BHU3).

@dukcanys nepBoro cTojadua U NPOKpyTKa MpaBoil YacTu TaONHUII (BI€BO-BIIPABO).
Paznenenrie B NpPOM3BOJIBHOM MecTe€ TaONMIBI Ha YEThIpe YacTH U BO3MOXKHOCTD
MPOKPYYUBATH BCE YACTU MO OTAETHHOCTH.

[TocnenHuit BapuaHT BBIMOIHIETCS CISIYIOIIIM 00pa3oM:

= G U E
YcranoBka Kypcopa B _ =
1 ITOPWUHI BbINOMHEHWA 3a8aHWA No Kypcy "OpraHnsauuns
STUEHKY, B obmactu 2
3
KOTOpOH JIOJKHO
MIPOU30UTH pa3dreHNE
Cnucok CTYNEeHTOB |J_3' f= N
2 %
= m
z =
el =
a =
o [&]
4 rf_‘l:::_—_“"‘\ E
5 2 3 - 4 NG
6 |[409141] |[Pogwn Ceprei Cepreesuy L g3l | 93
7 |[409233] |Hy#hkoea EneHa CepreeBHa |- 100 90
g [409344] [CapyeHko AxacTacwA Oneroeda 50 93
Pucynox 101. Ycmanosexa kypcopa
Haxarue KHOTIKU CRNCOK CTYARHTOR a
(%]
«PazgenuTte» Ha BKIAQAKE 2
k]
m
«Buny», B pe3ynbTare 4ero g
(%]
B TaOuuie  mOsBSTCA =
. 3 4
pasaenurend Uy KaxIou
PoawH Cepreid Cepreesny | 82
Hacta CBOU TIOJIOCH Hyiikoea Enena CepreesHa 100
IPOKPYTKH QEEI'-IEHKD AnacTacua OnerosHa ﬁ[}

Pucyﬁbk 102. Pazoenumenu o6racmeli
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3. 3akpemieHuE BEpPXHEH U

JeBOi o0acTu (HY)KHO HE

BCEerga) C  IOMOIIbBIO
KHOTIKH «3aKpenuTh
—
(&)
obacTh» ¥ OJHOMMEHHOM CRUMCoK CTyAeHTOR =
= =
KOMaH/1bl % %
E £
I o
€ =8
B £
o =]
= =
2 3 17 18
i [409270] |Uwiranenko Omutpuil CepreeBny 39
I [408078] |Wywakos Oner EBreHeeemy 23
I [409061] |XaHykaee XaHyk Mropesewy 39

Pucynox 103. 3axkpennennvie obracmu

CHATH 3aKperuieHHe 0o0acTe MOKHO B TOH e KOMaHIe «3aKpenuTh o0jacTuy». Y IaauTh
I‘paHI/II_H:I Mem;[y O6HaCT$IMI/I MOXHO I[BOFIHBIM HICIITYKOM I10 FpaHI/ILIaM.

Qunbmpayua TpeIHA3HAYEHA Ui OTOOpa W3 TAOMUIBI TOJBKO TEX JAHHBIX, KOTOPHIC
YIOBIETBOPSIOT 3amaHHOMYy ycioBuio. B Excel mpemycmorpeno ucnonb3oBanue ABTOGUIBTpa U
pacImpeHHoro GpuibTpa.

Jns ucnonb3oBanuss ABTO(UIBTpa HEOOXOIUMO

o r T—
BBITIOJIHUTD CICAYIOMUC NCUCTBUA:
AYIOIHC 1 | JaHHbie PeugH3MpoEaHME Bua Team
» BeiienuTh 007acTh (PUIIBTpAllUA WM yYCTAHOBHTH —— oo [5 ?'f
! A AlR \ L
&l (A]A ||

KypCOp BHYTPb TaOJIHIIbI. o Mos :
A| CopTupoEka | [OWAETP! .,
il | T2 Nononnwe

1HA CopTApOEKE W QHUALTD

" BpimonHUTh  KoMmaHay «DwibTp» Ha  BKIAJKE

«lannusiey. IIpu stom Excel onpenenut BepxHIO0O

CTPOKY TaOIMIpbl (3AMOJHCHHYIO JAaHHBIMH) H | E F c | H |

oTobpasuT B Hell  Bemajaromue  crnucku OpraHusauns UT-uHdpacTpykTypbl”

ABTodunbTpa. o
[H]
% _—
* B BhImajgaromeM CHHCKE BBIOpaTh HEOOXOIHMOe i | B % ©
s L E | o @3= B,
ycioBue otroopa. Jlnsa 3amanus orbopa Oosee = E ¥ DE_ S |® a g = gé
- o o C =
0 C o b S mwo . m=
CJI0KHOTO, YeM INPOCTOE PABEHCTBO, HeoOxomauMo o~*| 2 -] %5+ F2-|2 8 B ~|F¢
BOCTIONIb30BaThCSl KoMaHAoN «YucmoBolr GUIBTP» Pucynox 104. Ompaosicenue asmoghunbmpa

i «TekcToBblil GUIBTP», @ €CIU yCIOBUE UCHOJB3YyeT joruyeckue oneparuu «My», «AJIN»,
BOCITOJI30BaThCS BIIOKEHHON KoMaHoi «HacTpanBaeMbrit GuabTpy.
Ecnn «manka» TaOauIbl COCTOUT U3 OOBEAMHEHHBIX sdeek, Excel BBIHOCHT BbINAJarOLIME

CIIMCKH BBIIIC, B TY CTPOKY, TAC HET O6’beILI/IH€HHBIX SAYCCK.
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Heobxoaumo 3amMeTuTh, 4T0 ABTOGUILTP paboTaeT MjIs TOro CTOJI0Ia, B KOTOPOM MPOHU3BEICHA

ero Hactpoiika. Jlomyctumo HacTpauBaTh ABTOQMIBTp IS TIOOOTO KOJMYECTBA CTOJOIOB, IIPH 3TOM

Bce YCIOBUS 00beauHAoTCA. OTMEHHTH OTOOp 3amuceil MOXHO KOMaHIOW «OYHCTHUTB», CHATH

aBTOQMIBTP C TAOIULIBI MOKHO TOBTOPHBIM Ha)kKaTHeM Ha KHONKY «DUIbTP».

IIpoMesKyTOYHBIC HTOTH

Kax IIpaBUJIo, Ta6J'II/IHBI HCITOJIB3YIOTCA HE TOJBKO AJId XpaHCHUA OaHHBIX, HO W OJIS BBIIIOJTHCHU A

OMMPECACIICHHBIX PACUCTOB. ‘-Iame BCCTO 3TO MOABCACHUEC UTOI'OBBIX BCIIUYHH C IPUMECHCHUCM (by'HKHI/H/I

CYMMUPOBAHUA.

BEQKE AAHHBEIX * 5 [pYyNNWMpoEaTh *

ronMaauna ¥ PazrpynnupoBate «

- : EaE o
TH3 YTO e ~ ::l: | MpoMeXyTOUYHEIN WTar

0 CTpYKTY P

ih AH
?¢ Mo

& i
MpomMesyTouHbIE UTOTK | ? |ﬁ]

(P KEHA0M MIMEHEHMM B!
| CneuMansHocTE
Onepawa;

| CyMMa

JobasmTs MoK no:

IS
|I=: CneuManeHocTE

||_: PopMa MOBITaHMA

[[] MpuHimarowmit npenon asaTens !
== -

|¥| WToroeesii Bann i
i

|| PeayneTaT

|' i-t .--. 5

L_I;_3_aMEHL-1Tb TEKYILME MTOrM:

[7] KoHew cTpaHHLE! Meskay rpyrnaM9
[¥] MToru noa maHHsMK

»

| Yoparesce | | OK | | Omena

A

Pucynox 105. 3adanue npomesicymoyHvlx umozos

MS Excel mo3BoiisieT MHOTHE UTOTH IOIBOIUTE

TaOJIMIIEI, CHELHUAIILHBIA

BHYTPH

MEXaHHU3M

HCIIONb3YS

«IIpomexyTouHbIe UTOTH,
pa3sMeleHHOMY Ha BKJaJke «JlaHHbie». B kauecTBe
MOYHO

MPOMCIKYTOYHBIX HTOI'OB HUCIIOJIB30BaTh.

3HAYCHHH, KOJIUYECTBO 3HAYCHHH,

CyMMY
MUHUMAaJIbHOE WM MakCMMalbHOE 3Ha4YeHue u T.1. B
M000M ciTydae He0OXOAUMO:

e YCTaHOBHUTH KypcOp BHYTPb TaOIHIIbI

e Haxarp kHONKY «IIpOMEXYyTOUYHBINA UTOT»

e VYKazarh, /Uil KAKOM TPYIIbl JAHHBIX IMOJBOJNTH

WTOTM  —  Hampumep, I  KaXI0H  HOBOU
CIICOUAJIBHOCTHU B TaGJII/II_[e

e VkasaThb, Kakoii BHJ HTOrOB HEOOXOINMO
MOJBOJUT M 1O KakoMy CTOJOIly — HampuMep,

«cymMmy» 1o ctonoiy «MToroBerii 6amm»
UtoOBbI WTOTM OBUTM KOPPEKTHBI, HEOOXOIUMO
WU3MEHUTH

Tabnuiy - neperpynnupoBaTh

HCIIOJIb3YCMBIC JAHHBIC C IMOMOIINBIO COPTHUPOBKU IO

TOMY TIOJTFO, B KOTOPOM OTCJICKUBAIOTCSA M3MeHeHUs. Hanmpumep, oTcopTUpoBaTh TaOIUILY MO IMOJIO

CIIENUATILHOCTH, @ UTOTH TIOJIBOJIUTH B paMKax CIENUATLHOCTH 110 MO0 «TOTrOBBIN Oasmy.
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BSaueTHaa BeqoMOCTh EI.SHT?PPIEHTDB Ha OQHEeBHOE OTHEeIISHME

dopra FPREREEREE | Hooromedt
ConequaleAoCTL OpemogapaTen Pesymemar |$opua o0ydeHma
HCOEITaHNA Gamn
BaumoEcEOe OeIo TecTHpOESHMe (CamMoxmHs B.B. Z0|=zaucnes EEOEeTHaA
BaumoEcEOe OeIo TecTHpOESHMe (CamMoxmHs B.B. 18 |=zavcnes ROMMEDHME CREA
BaumoscROoe Oelo recrHpoBanMe |(Janunos E_M. 14|yonoEHo ROMMEDSE CREA
BaumoscROoe Oelo TecTHpoBaHMe (CamMoxiaa B.B. 18|zamMcnes ROMMEDSE CREA
BaumoscROoe Oelo BCTyIMTennEEd Marapos C.B. 17 |zamMcnes ROMMEDSE CREA
BaumoscROoe Oelo BCTYNMMTEeNLEES Barymas A_P. 14|yonoEHo ROMMEDSE CREA
Sanrcecroe menc HTor 101
MEeHEe TEMEHT EI'3 la|zavmMMcnes ROMMEDSE CREA
L MEeHEe TEMEHT recrHpoBanMe |(Janunos E_M. 1% |zamMcnes EmOEeTHaA
MEHE TEMEHT ECTyIMTensHEs Bamymas AP 15|ycnosHo HOMMERNE CHAR
2 |MeHeOEMEHT TecTHpoSaHKe |Camoxmus BB 1% |3auMcnen EmmEeTHaA
MEHE TEMEHT TecTHpoSaHKe |Caswenmo MM l&|3auMcnaes HOMMERNE CHAR
MEHE TEMEHT ET3 15|ycnosHo HOMMERNE CHAR
ueHepeHT HTom 100
MMEPOSTERTROHKMES |TecTHposanMe |Jammmos E M. 1% |3auMcnen EmmEeTHaA

Pucynox 106. Ompasicenue npomesncymounvix umozos 6 maoauye

3AJAHHE 1

1. Co31ath HOBYIO KHUTY.

2. CxomnupoBaTh B KHUTY JIaHHBIE U3 YKa3aHHOTO (haiina

3. JHo6aButh B TaOIHUIly 3ar0JIOBOK M 3JI€MEHTHI (POpMAaTUPOBAHUS (TPAaHHIIbI, BEIpaBHUBAHUE U T.1.)

4. Jlns TaGIuUIbl BKIIOYUTH aBTOPHIIBTD.

5. Oto0paTh TOJBKO 3aIMCH, YIOBIETBOPSIONINE YCIOBUSIM:

e Crenku opopMIIEHBI BO BTOPOM KBapTaje

e (Cymma caenok —15 miH.

e Arentsl — [leryxos, Ilerpos, [lepenenkuna

e Cpenu bupm He TOHKHO OBITH upm ¢ Gpopmoit 3A0

6. IloncuuTaTh UTOTOBYIO CYMMY OTOOPaHHBIX CAEJOK.

7. CoXpaHHUTh pe3yIbTaThl pAOOTHI.

3A/TAHME 2

1. Co3naTb HOBYIO KHUTY.

2. CkomupoBaTh B KHHUTY JaHHble WH3 (aiina

MECTOIOJIOKEHHE YTOUHUTD Y MPEIo1aBaTess).

3. Jlo6GaButh B Tabmmily 3 koJoHKH: «CTOMMOCTH BHIEOKacceThl», «KOoIn4ecTBO 3aKa3pIBaeMbIX

KaccCeT, IIT.» U «CTOMMOCTD 3aKa3ay.

«BuneopmibMb»

(Ha3Banue (¢aita u ero




B cronbmne «CroumMocTh BHIEOKAacCeTh» CGhOpPMHUPOBATh (OPMYTy, HCXOIs W3 3aJlaHHON
HAyYaJIbHOM CTOMMOCTH KacCEThl, Pa3MYHBIX Hal0aBOK M okpyrieHuil. B cronbue «CToMMOCTb
3aKa3za» MOCTPOUThH BBIPAKEHMs pacdyeTa CTOMMOCTH 3aKa3a, MUCXOJs U3 CTOMMOCTH KacCeThl U
KOJIMYECTBA KaccCeT.

JloGaBuTh B KOHEIl TaONHIIBI CTPOKY C IOJCYETOM OOIEro KOJWYECTBa 3aKa3aHHBIX KacceT U
o011elt CTOMMOCTH 3aKasa.

CoxpaHUTb KHUTY.

CxonupoBars Juct «VMcxoansle gaHHbie» 2 pasza nox uMeHem «Urtorm» u «Dunbtpanus». Ha
mucte «Mtoru» ompeneauTh KOJIMYECTBO (PUIBMOB KaXKJIOTO >KaHpa, Ha jucte «DumbTpanus»
oro0paTh TOJBKO KOMEIWHM M OOEBUKH, BbINyIIeHHbIe B mepuon oT 1980 mo 2000 roma c
KaccoBbIMU cOopamu Gosee 80 ThIC. y.e.

CoxpaHuTh pe3ynbTaThl padOThl U MPOJEMOHCTPUPOBATH MPEIO1aBATENIO.

M KOHTPOJ/IbHBIE BOIIPOCBI
1. Yro Takoe copTupoBka’?
Kaxkue BuIbI COPTUPOBKHU OBIBAIOT?
CKOJIBKO KPUTEPHEB (CTOIOIOB) MOXKHO OJHOBPEMEHHO MCTIOIB30BATh JIJIsi COPTUPOBKH?
B kakux nensx Ta0buuily pa3IeisioT Ha OTAeIbHbIC YacTu?
Kak otpasuth aBTOQMIBTP?
Kak cHATh QuiabpTpanuio 1aHHbIX?
CKOJIBKO YCJIOBHH OJTHOBPEMEHHO MOKHO HCITOJIB30BaTh B aBTO(GHMIBTpE?

CKoNbKO KpUTEpHEB 0TOOpA OJHOBPEMEHHO MOKHO MCIOJIB30BaTh B TaOIUIE?

v % N bk wDN

Kakne mpomexyTouHble UTOT'M MOKHO IOJIBOJIUTH B Tabmuie?

10. Kak 3amaTh noBeicHHE IPOMEKYTOUHBIX HTOTOB?
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ITPAKTUKYM 7. CBoaHbBIE TA0JIHUIIBI

KPATKAA CITIPABKA

CBozHbIe TaOMUIBI TIPEACTABIAIOT COOOH oOmNpeneneHHbI crocod NoABeneHHs UTOros. B
OTJIMYHUE OT MPOMEKYTOUHBIX UTOTOB, CBOJHBIE UTOT'M MOXKHO TIOJIBOJUTH KaK MO BCEM JAaHHBIM, TaK U
110 OTAETBHBIM, a TAKXKE B PA3HBIX pa3pe3ax M C Pa3HbIMM CIOCOOaMM MpeACTaBIeHUs UTOroB. Takum
0o0pa3oM, MOXKHO CKa3aTb, YTO CBOJHBIE TAaOJIMIBl — 3TO TOJBEJAEHHUE HUTOTOB C OJHOBPEMEHHBIM
orbopoM naHHbIX. CBOAHAas TabiHMIa BCErjJa IOJNy4yaeTcs HAaMHOTO MEHBIINE HCXOIAHON TaOJHIIbL.
MO’HO CTPOUTH KaK CBOJHYIO TaOJHIly, TaK U CBOAHYIO THArpamMMy.

Jlis HoCTpoeHus: CBOJHOM TaOIHIBI HEOOXOANMO yKa3aTh CIEIYIOLINE TapaMeTphl:

e Jlnama3oH JaHHBIX, JJIs1 KOTOPOro OyayT opMHUpOBATHCS UTOTH.

e [lons, Mo KOTOPHIM HEOOXOIUMO clieNaTh OTOOp NAHHBIX M3 YKa3aHHOI'O JMana3oHa.
Hanpumep, oToOpath Bce JaHHbBIE, UMEIOIME OTHOIICHUE K BULYy TOBapa — KIIPUHTEPY.

e [lons, MO KOTOPBIM HEMOCPEICTBEHHO OYyAyT MOJIBOAUTHCS UTOru. Hampumep, oObem
IpO/iaXk MPUHTEPOB.

e Bunast utoros. Hampumep, cyMMapHOe KOJHUYECTBO MPOAAX MM MAaKCUMAIbHBIH 00beM
IPOAAXK.

[Tponecc nocTpoeHus: CBOJHON TaOIMIIBI COCTOUT U3 CIEAYIOIINX 1IaroB:

1.BpiOop nmama3oHa, Ha OCHOBAaHMH KOTOPOTO

Daiin TnSaran Bcidna paanery OYAET CTPOUTHCS CBOJHAs Tabnmuma (B uaeane — BCS
_ aiiceatiai
= | B ElE Lyo Ttabmuua).
lJ sl B = .
B e Tasnnia | Prgyiok Kaprmia .Bp130B mMHCTpymMeHTa (MacTepa) MOCTPOEHUS
iTaBnuua = st C
- —— CBOJIHBIX TaOIUII Ha BKJIaJKe «BcTaBkay.
il i3] ceoaras raBnnua et f Sl et
= £ 3.B mnosBuBIIEMCS OKHE HEOOXOAWMO YTOUYHUTH
il CecgHas guarpaMma o
a : ! (IpOKOHTPOIMPOBATH) AMAMA30H TAONUIBI U YKa3aTh,
I T
Pucynox 107. Beizos nocmpoumens [e pasMeliarb CBOJHYIO Tabiuiy (PeKOMEHIYeTCs

CB0OHBIX MabIU o
Y (dbopMUPOBATH HOBBIIA JIKCT)

4. Jlanee mpon30UIET Mepexo. Ha HOBBIHM JIUCT ¢ OTOOpaKEHUEM CTPYKTYpHI Oynyiieit obnactu

CBOJHOW TaOJIUITBI U HAOOP OKOH I €€ (popMUpOBaHUSI.
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epeTalluTe croaa nonga 3HayeHui

Cnucox noned ceogron TaGnuue

EbIEEpMTE nona AnA A0BEENEHIA B OTYET:

[Flevo

|[T]CrewansHocTs
[opma neneiraria

[T IMpuHvmaowei npenonasaTens

~|Mrorossit Bann
=it
|

PesyneTar
|opma ofiyueHis

Pucynox 108. Pabouas obracmo c600HOU mabdauybl

5. Jlanee mpoliecC TOCTPOCHUS CBOAHOW TaONMUIBI CBOAWTCS K «IIEPEMEIICHUI0» TOJei

UCXOHOU TaONMUIIbI (Ha3BaHUS KOJOHOK).

Mone "Pe3ynbTaT NEpEMELLEHD B
BEDXHHIK YACTE /

1 TUETS
2] i

3 |KommiecTeEo no nomp $H0 |Pe3§.r.nbmaT.v| =
T-@DPME'. obyueHNMA ¥ |3auMcaes VCIIOEHO Ofmot MTon
5 |Gnm=eTHaR 6 &
& .Kumepqecnag A 15 -ﬂ i 26
7 |OBmsi uror 21| 0 11 32
8

=

10 |

MNone "®opma obyyeHma"
MEpPEMELLEHD B NEBYID
KONOHKY

B LeHTp NpeMeLLeHo
none "®uo"

Crnvcox nonen cecgHol Tabautsl

BribepiTe nona AnA nobaeneHnA B
[V ouo

[|CrewsansHacTs

[ ®opma nersrmars
;i:iﬂDMHMMB}GLLlMﬁ NpEnoaasaTens
|Ctroroseii bann

|[¥] PesynbTar

[V|®opma obyuennn

Pucynox 109. Pezyromam nepemewjernus noaetl maoauyvl

6. Bce wurtorm monaBomsTCcs MO MOJIO, pasMeleHHoMy B ueHtpe. Ilo  ymomuanuio

noacuuteiBaercs «KomumuectBo 3HaueHui» win «Cymma 3HayeHuil». M3MeHuTh B

IMOABOAMMBIX HMTOI'OB MOXHO C IIOMOIINBKO KOHTEKCTHOI'O MCHIO, BbI3bIBACMOI'0O B BEPXHEM

JICBOM YTy CBOJHOM TabmuIel («KomMuecTBO Mo Moo ...») u ero komaua: «Mroru mo...»,

((I[OHOJIHI/ITCJIBHBIC BBIYUCIICHUA».
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[Ipyn M3MEHEHWM NaHHBIX MCXOAHOW TaONHIIBI CBOAHAs TaOJIWIIA HE W3MEHSIET aBTOMATHYECKHU

cBOMX 3HaueHWii. HeoOXOmMMO BBI3BATh KOHTEKCTHOE MEHIO B 00JaCTH CBOJHOM TaONHIBI U

BBITTOJIHUTH KOMaHy «OOHOBUTHY.

3AJAHHE 1

1. Co3narb HOBYIO KHUTY.

2. CkomupoBaTh B KHHUTY JaHHble u3 ¢aiia «AOUTYypHEHT»

MeCTOMOJIOKEeHHUE (haiiyia y MpenoaaBaTesis).

3. CdopmupoBaTh CBOAHYIO TaOIUITY IO 00pa3Iry (cM. puc.88)

4, HOCTpOI/ITb JABE CBOOHBIC TaGJ'H/IL[bI Ha OTACJIBHBIX JIMCTAX:

(YTOUHUTH

Ha3zBaHHUC U

e [lepBas Tabmuna — orpaxaer Ay npenoganatenss CaBUeHKO KOJIMYECTBO aOUTYPHEHTOB

U cpeHui 0ait mo Kaxa0u ¢popme UCIIBITAaHMS,

e Bropas Tabmmma — oTpaxkaeT Mo Kaxaoi Gopme oOydeHus u (opme HUCIBITAaHUS

KOJINYECTBO a0UTYPUEHTOB, MAKCUMAJIbHBIM, MUHUMAJIbHBIN U CpeAHUN Oa.

5. TlpuBectu momydeHHbIE TAOIUIBI K TPE3EHTA0ETIHPHOMY BUY.

6. CoxpaHHUTb pe3yabTaThl pabOTH U MPOJAEMOHCTPUPOBATH MIPEMOJABATENIO.

[y
[y

OGuUMHA HTOT

1

2

3 |HonmecTeo oo nomo PesyabsTar PesyneTaT w

4 |dopMa obByUeHMA w |FOpMa MCIHTSHMA w|SauMCIeH VCOIOBHO OBwMMA HTOD

5 |BmoweTHAaR BCTWIHTENMEHEE 5 KR3AMEHH 1 1

& TECTHNOBRHKE 4 4

7 |Erpmernas Hror 5 5

8 |mormepdecRad BCTVIIMTENEHEE ©KS&MEHEH 7 4 i1

= TeCTHhOBAHKE 5 1 |

10 | RoMMepueckaT Hror 12 5 17
17 5 22

[y
(3]

[y
(o]

Pucynox 110. Obpazey madbauyuol

M KOHTPO.J/IbHBIE BOIIPOChHI

1. B kakux nensx opMupyercs cBogHast Tadbnura?

2. KakoB mopsiioK MOCTPOSHUS! CBOTHOM TaOJIUIIBI?

3. JlomycTuma im nanpHenmas GuiabTpaius JaHHBIX B CBOJHOM Tabmute?
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IHPAKTHUKYM 8. [louck pemienusi, mogdop mnapamerpa

KPATKAA CITIPABKA

B 3agauax pacueTHOro xapakrepa 4acTo TpeOyeTcs «moAOupaTh» 3HAYEHUS apTYMEHTOB B
HEeNIAX TOJY4YEeHUsT HeOOXOIMMOTo pe3ynbTaTa. B MaTemaTuke 3TOT NpOLEcC Ha3bIBAIOT «pEIICHUE
YPaBHEHHUs». YPAaBHEHHE MOXET MMETh TOJIbKO OJWMH APryMEHT WJIH HECKOJIBKO aprymMeHToB. Uem
00JbIIE APTyMEHTOB, TEM CII0KHEE MPOLIECC PEIIEeHUs.

B MS Excel nuis BeinosnHeHust 1o100HBIX (QYHKITUI peaTn30BaHbl CIeIyI0Ine HHCTPYMEHTBI:

e [10J00p MapaMeTpoB — BBIMOJHAET MOJO00P TOJIBKO 0OHOZO TAapaMeTpa JUlsl MOJIydeHHsI
HUCKOMOI'O pe3ynbTara;

® [IOMCK PEIIEHUS — OCYILECTBIAET NOJ00p HeCKObKUX NapaMeTpoB JIs IMOJIy4eHHs
HUCKOMOTI'O pe3ynbTaTa, IIpU TOM JOIYCTUMO HUCIIOIb30BAHUE PA3JINYHBIX OTPAHUYEHUM.

HesaBucumo 0T TOro, Kakom MHCTPYMEHT HUCIIOJIB3YETCS, SYE€Ka, 3HAYEHHE KOTOPOU JOJIKHO
COOTBETCTBOBATH HCKOMOMY PpE€3yJlbTaTy, JAOJDKHA COAEpKaTb (QOpMylly, B IPOTHBHOM Cllydae

«pellleHue ypaBHEHUS» HEBO3MOXKHO. Takast ssiueiika Ha3bIBaeTCA 1IEJICBOA.

ITonGop mapamerpa
JlaHHBIIT HHCTPYMEHT pabO0TaeT TOJILKO C OJHUM NapameTpoM. Hampumep, onpenenum 3HaUCHUE
aprymMeHTa X, eciii U3BECTEH pe3yibTar ypaBHeHus: X2-4=15,7. Ilopsnok paboThI:

A B C 1. Ha mucre Excel co3maem Tabaumy c¢ moaOupaeMbiM

1 AprymeHT X= . N
napaMeTpoM H LICIICBOM SUYCHUKOU, BIIMCHIBACM B IICJICBYIO
2 YpaedeHwe y==C1"2-4

suerKy (hopMyIly pacuera BEIPKCHHS.

Pucynox 111. 3acomoska ons noobopa

napamempa

S 2. BbI30B HHCTpyMEHTa OCYILECTBIISIETCSI Ha BKJIAJKe
- | :'i:fia';;} ' B ®l
. R=ERC HE 1 «/lanHbIey», nukTorpamMmma «AHanus «Yto ecnn», KoMaHaa
auns | AHanua Ipynnupoeate Pazrpynr «HOI[60p TTapaMeTpoB»

UTO ecnn” T o
B AWCneTyep cUeHapres..,
MNogtop NapaMeTpa..

TaBnuua JaHHLIK... L

Pucynox 112. Boi306 uncmpymenma
«Iloobop napamempay
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VKka3piBaeM  IICJIEBYIO  SIYCHKY

(C2) u ee 3mauenue (15,7), a

TaKXKe SYEHKy, COIEpKaALIYIO
noa0upaeMbIit (MCKOMBIIA)
napametp (Cl). Haxumaem
«OK».

Ecnu pemenne HaleHO, OHO

ABTOMATUYECKH  OTPa3UTCS B
sueiikax. FEcim He HaigeHo,
OymeT BBIBEACHO  COOOIIEHUE

«Pemennie He HaiineHo». Korma
BO3MOYKHO HECKOJIBKO PEIIEHUH,

OTPAXKACTCA TOJIBKO OAHO.

IHouck pemreHust

[ D E
F | N
Mogbop napamerpa 2 %J 1
YCTEHOBMTE B A4eiike: £C572 |E,‘-i: b
SHaqeHue: 15,7 E
MsMeHAA SHEYEHWE AYsiikn: | SCS1 Bl B
[ 0K ] | OTMeqHa |

Pucynox 113. Be00 oanuwix 011 noobopa napamempa

b _ &
= 4,438468
Y= 15,7

Pesynwtat nogBopa napamMeTpa

PewieHie HaMaEHD,

Teryles SHAHEHUE!

MoabupaeMos sHaHEHWE:

MNonbop NapaMeTpa AnA Aqeik C2,

15
15,6999979

Pucynox 114. Hatidenuwiti pezynomam

[To3BomisieT HE TOJBKO «MOIOMPaTh» KOHKPETHOE 3HAYCHHE IIEICBOW SYEHKH, HO W 3a7aBaTh

OrpaHM4Y€HHd Ha MCKOMBIC 3HA4YCHUA, OMNPCACIIATP MHHHMAJIBHO HWJIW MAaKCHMAJIbBHO BO3MOXHOEC

3HAUEHHUE 1IEJIEBOI TUEHKU.

Hanpumep: HeoOXoauMoO oOmnpefenuTh 3HAYEHHWE apryMeHTa X, €ClIM H3BECTeH pe3yibTar

YpaBHEHUS: X*+Y?=25

1.

2.

Ha nucre Excel coznaem tabnuity ¢ moaoupaeMbIMu

napaMeTpaMu M 1IEeJIEBOM SYEHKOW, BMHUCHIBAEM B

LEJEBYIO TUeiiKy opMyITy pacuera BhIpaKeHHsI.

Bri3biBacM  MHCTPYMEHT

BKJIaJIKU «/[aHHBIEY

«Iouck pemenus» c

A

1 AprymeHT 1
2 AprymeHt2
3

YpaeHeHne

B C
Xx=0
y=10
F(x,y)= =C122+C272

Pucynox 115. 3azomosxa ons noucka
pewenus

NHCTpyMEHT TOUCK pelIeHusl SBIseTCsl HaacTpolikoi Excel (momoTHUTENbHO yCTaHABINBAEMbBIM

UHCTPYMEHTOM), IOATOMY MOXET OTCYTCTBOBATh Ha BKJIaAke «JlaHHbIe». /{11 ycTaHOBKH HEOOXOIMMO

nepeitd Ha Bkinanky «®aim», pasnen «llapamerpsr» u B rpymnne «HancTpolku» HaxaTb KHOIKY

«IIepeiitny, rae BKIOYUTE onuuio «llouck pemenusy».

3. BeinosHsieM HACTPOMKY HWHCTPYMEHTA:

ypaBHeHus (25) u usmensiemsie ssueriku (C1 u C2).

3amaem 1eneByro  (Qynkmuto (C3), pe3ynabrar
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o ] 4

B c r = = |
x_' DL MapameTpsl NoOWCKa peLeHA w
¥= o
Fix.y)= 0 ONTUMMSMPOBATE LIENEEYID QYHKLIHD: |8C83 2
Jo: (70 Markomym (0 MuHamyn (@) 3HaqeHna: 25
W3MEHAR RHEiiN NEPEMEHHBIK:
|gCE1:8082 R

B COOTEETCTEMM C OrpaHH-EHHAMNA:

Pucynox 116. Hacmpotixa noucka peuterus

AobaenTs

4. Haxumaem kHonky «HaiiTu pelieHue» u noiayyaeM pe3yasTat: 3,53 11 epBOro U BTOPOTo

apryMeHra.

HT
'HT
He

P'E3}".i'l bTATH NOWULKE pELEHMA

B | C
x= 3,535534|
y= 3,535534
Flxy)= 231

{*} CoxparnTh HallgeHHoE peleHie
Pucynox 117. Pe3ynomam noucka peuieHus

PeWeHWE HalAeHD. BCE OrPaHMYEHMA M YCNOBMA
ONTHMaNEHOCTH BEINOAHEHE.

5. Ecan HeoOGXO0aMMO MONYYHTh APYrUe AaHHbIE, HAIPUMEp — LIeJible 3HAU€HUs apryMEHTOB, TO

HCO6X0,I[I/IMO IMOBTOPHUTH IMMOUCK PEIICHUA, I[O6aBI/IB OrpaHM4YC€HNA Ha NCKOMBIC 3HAYCHUA:

i
[Jofasnenve orpaHrHeHWsA

2

CrhINKa Ha AHe:

55::5'1:5C$2

OrpaHi4eHe:

[T~ | uerce

Ef

Pucynox 118. Jlobasnenue oepanuueruti Ha UCKOMble 3HAYEHUs.

6. B pesynbTaTte OyayT HaleHBI Ipyryue 3HAYCHUsI apTyMEeHTOB: 3 U 4.

PE}'J'II:TE’TI:! NoWCKa peluedHus

B
X= 3
Y= 4
Flxy)= 25

LIeNnoUYMCNEHHDE PEWEHME HEMOEHD B

{*} CoxpaHuTE HalifeHHoe pelsHye

Pucynox 119. Pe3ynomamol noucka peuieHus

LONyCTHMOro oTRNoHeHWA. Bce orpar
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[Tono6HbIM 00pa3oM MOXHO HAWTH MaKCHUMallbHOE W/WJIM MUHUMAJIbHOE 3HAYEHUE ypaBHEHUS

(ecnu TakOBOE BO3MOYKHO).

3AJAHHE 1

1. Co31aTh HOBYIO KHUTY.

2. Pemmthb ¢ moMoIibio mogdoopa napamerpa. 2 X =7

3. PemmTh C IOMOIIBIO [IOMCKA pelleHns Beipaxerne X~ + Y ° — XY = 7
I[Tpouecc moucka BHIOIHUTH HECKOJIBKO Pa3, HCHOJIB3YS 3aJaHHbIC OTPAaHUYEHHS HAa HCKOMBIC
AIIEMEHTHI:

e X=V, X>0, Y>0
e X —ierioe, Y — nenoe, X<0, Y<O0

4. CoxpaHHUTb pe3ylbTaThl pabOThI U IPOAEMOHCTPUPOBATH MIPEMOABATENIO.

M KOHTPO.JIbHBIE BOIIPOCHI
1. OTnuymre HHCTPYMEHTOB «I10I00p MapaMETPOB» U «ITOUCK PEILICHHSI»?
2. Kakasd sueiika Ha3pIBaeTCs LIEIEBOM?

3. Kakue orpaHn4eHus MO)KHO YCTAaHOBHUTH Ha TIOJIOMPaeMbIe TTapaMeTphl?
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I''TABA I11. Texnosioruu padoTsl ¢ 0a3aMM JaHHBIX

ITPAKTUKYM 1. Co3aanue 0a3bl JaHHBIX

KPATKAA CIIPABKA

IHousitue pensinuonnou bJ1

Cucrema 6a3 AaHHBIX — 3TO, MO CYTH, HE YTO MHOE, KaK KOMIBIOTEPU3HPOBAHHAS CHCTEMa
XpaHeHHs 3amMceil, T.e. 3TO CHUCTeMa, OCHOBHAs LeJIb KOTOPOM — cojepkaTh WHPOpPMALUI0 U
MPEIOCTaBIATh €€ 1Mo TpeboBaHuio. K mHpopMaIy MOKHO OTHECTH BCE, YTO 3aCIy>KUBAaeT BHUMAHHE
OTJIEIbHOTO TOJIb30BATENs WM MPEeANpHUATHs, HUCMoyb3yromero cuctemy. Camy ke 0a3zy JaHHBIX
MO’KHO pacCMaTpUBAaTh KaK MOA00UE SIIEKTPOHHON KapTOTEKH.

[Toutn Bce MpOMYKTHI 0a3 JaHHBIX, CO3/aHHBIE ¢ KOHIA 70-X TOM0B, OCHOBAaHbI Ha TMOJXOJE,
KOTOPBII HAa3bIBAIOT pPENIALUOHHBIM. PensuoOHHBIA TOAXOX TPEACTaBIsieT COO0OH OCHOBHYIO
TEHCHIINIO CETOMHSIIIHErO PhIHKA, M PEISIIMOHHAS MOJIENIb — €IUHCTBEHHAs HauOoJee CyIeCTBeHHAs
paspaboTka B ucropun pazsutus bJI.

PensunonHas cucrema — 3TO cucTeMa, OCHOBaHHAs Ha CIEAYIOLIUX TPUHIUIAX:

1. JlanHBIC IUI MTOJIB30BATENS MIEPEAAOTCS B BUIE TAOIUI (M HUKAK HHAYE).

2. Tlonp30BaTelnto MPeJOCTaBISIOTCS OTIepaTOPhI (HAIPUMED, JJIsi BHIOOPKH JaHHBIX ), TCHEPUPYIOIINE
HOBBIE TaOIMIBI U3 cTapblx. Hampumep, B cucteme OyJeT omepaTop MOTYYEHHs MMOJAMHOXKECTBA
CTPOK B JJaHHOW TabnuIe U oneparop MOJy4eHHUs MOJMHOKECTBA CTOJIOIOB — a MOJMHOKECTBO
CTPOK ¥ TIOJIMHOKECTBO CTOJIOI[OB MOXKHO PaccMaTpUBaTh KaK HOBBIC TAOIHUIIBL.

Takum oOpa3om, pemsimuonHass bJ] mpencraBmsier co0o0if MHOXKECTBO B3aMMOCBSI3aHHBIX
TaOJIUI, B KaXI0M U3 KOTOPBIX COAepkKaTcs CBeleHUs: 00 OJTHOM CYIIIHOCTH.

CtpyKkTypa peisiiiMOHHON TaOJHIIbI OMPEENIeTCs COCTaBOM U IMOCIE0BATEIbHOCTHIO TOJIEH,
COOTBETCTBYIOILIMX €€ CTOJIOIaM, C yKa3aHHEM THIIa 3JIEMEHTapHOTO JAHHOTO Pa3MENIaeMoro B IOJIE.
Kaxmoe mone oTpaxaeT OInpeleeHHYI0 XapaKTepUCTHKY CYIIHOCTH, a COOTBETCTBYIOIIUI cTONOEN
COJIEPKUT AaHHBIE OJHOTO THIIA.

Copep:xanue TabIUIBI 3aKIII0YEHO B ee cTpokax. Kaxknas cTpoka TabIUIBl CONEPKUT JTaHHBIE
0 KOHKPETHOM 3K3EMIUISIPE CYITHOCTH U HAa3bIBAETCS 3aMUCHIO.

JlarHbIe B Ta0IUIIAX JOHKHBI YIOBIETBOPATH CIIECIYIONIMM MIPUHITUTIAM:

o Kaxmoe 3HaueHHe, HAXOMASIIEECS HA MEPECEUCHUN CTPOKH U CTOJNOINA, JOHKHO OBITH aTOMapHBIM
(TO €cTb HE PAaCWICHEHHBIM Ha HECKOJIBKO 3HAUEHUN ).

e 3HaueHHUs JaHHBIX B OJIHOU U TOM ke KOJIOHKE JOHKHBI MPUHAJJIEKATh K OTHOMY U TOMY K€ THILY,

JIOCTYITHOMY JJIsI McTioyib30BaHus B JaHHou CYB/I.
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o Kaxnas 3amuch B Ta0nWIle yHHKAJIbHAs, TO €CTh B TaONHWIlE HE CYIIECTBYET ABYX 3alUCEH ¢
MOJTHOCTHIO COBMAIAIOIIMM HAOOpPOM 3HAUCHHH €€ MOJeH.

e Kaxnoe noje uMeeT yHUKaIbHOE UMSI.

e [locnenoBarenbHOCTD MOJIEH B TaOIHUIIE HECYIIECTBEHHA.

e [locnenoBarenbHOCTD 3aMuceil B TAOIHUIIE HECYIIECTBEHHA.

Hecmotpss Ha TO, YTO CTpPOKHM TaOJMI] CUMTAIOTCS HEYMOPSIOYEHHBIMH, Jf00as cucTema
yrpaBiaeHus 6a3aMu JaHHBIX TO3BOJISIET COPTUPOBATH CTPOKU U KOJIOHKHU B BHIOOPKAX M3 Hee HY>KHBIM
MOJIE30BATENIO CIIOCO0aM.

[TockonbKy TOCIEAOBATEIHLHOCTh KOJIOHOK B TaONWIlE HECYNIECTBEHHA, OOpalleHHe K HUM
MPOU3BOJIUTCS [0 MMEHHU, U 3TU MMEHa JJs JNaHHOW TaOJuIbl YHUKAJbHBI, HO HE OOS3aHbI OBITH
YHUKAJIbHBIMU JJI51 Bcel 0a3bl JaHHbBIX.

CBs3u Mexay TaOnuuamMu (OTHOLIEHHS MEXIy OOBbEKTaMH) NAlOT BO3MOXXHOCTb COBMECTHO
UCIIOJIb30BAaTh JAHHBIE X PA3HBIX TAOJIHII.

[Tockonbky CTpOKM B TaONWIlE HE YIOPSAIOYCHBI, HaM HYKHAa KOJOHKa (Wim Habop wu3
HECKOJIbKUX KOJIOHOK) JUISl YHUKaJbHOW MIACHTH(PUKAIMM KaXI0i cTpoku. Takas KoloHKa (WM UX
Ha0Op) Ha3bIBAETCS MEPBUYHBIM KIFOYOM. [IepBUYHBIA KIIFOU JTHO00W TaOMHIBI 00s3aH ConaepkKaTh
YHUKAJIbHbIEC HEMYCThIC 3HAUCHUSI 1151 KaXKJIOM CTPOKH.

Ecnu mepBUYHBINA KITIOY COCTOMT M3 0OJee YeM OJHOW KOJIOHKH, OH Ha3bIBACTCS COCTAaBHBIM
MIEPBUYHBIM KIIIOUOM.

Tunuunas 0a3a JaHHBIX COCTOUT M3 HECKOJBKUX CBA3aHHBIX Tabmuil. KojoHka, ykaspiBaromas
HAa 3aMUCh B IPYroi TabJInIe, CBI3aHHYIO C TAHHOW 3alHChi0, HA3bIBACTCS BHEITHUM KITFOUOM.

WNuave roBOpsi, BHEIIHUHN KIIFOY — 3TO KOJIOHKA HIJIM Ha0Op KOJIOHOK, YbM 3HAUEHUS COBMAIAIOT
C UMEIOIIUMHUCS 3HAUEHUSIMU TIEPBUYHOTO KIII0Ya APYTrOM TaOJIUIIbI.

[TonoOHble B3aMMOOTHOIICHHUS MEXIY TaONuIaMu HasbIBalOTCA CBA3SMU. CBSI3b MeXIy
TaOJIMIIaMy  YCTaHABIIMBAETCS ITyTEM MPUCBOCHHUS 3HAYCHHWH BHENIHETO KIF0Ya OJHON TaOIHUIIBI
3HAYCHUSIM NIEPBUYHOTO KJTHOYa IPYTOM.

PaznuuaroT crnenyromue THIBI CBsI3€H: "OAUH-K-OMHOMY'", "OQUMH-KO-MHOTUM" U "MHOTHE-KO-
MHOTUM".

OtHomeHue "0JUH-K-0THOMY" — 3TO CBSI3b MEXIY IBYMsI TAaOIUIIAMHU, TIPU KOTOPOIA:

e 3HAYCHHUIO KITIOYA KaXKJIOM 3aMKCH B TJIaBHOM TabJMile COOTBETCTBYET 3HAUEHUE B CBA3aHHOM I10JIE
WM TIOJISIX B OJTHOM Y TOJBKO OJTHOW 3aIHMCH TOTYMHEHHON TaOIHIIbL.

e 3HAYCHHUIO KJIIOYA KaKJOW 3aMKCH B MOJYUHEHHOM TabyHile COOTBETCTBYET 3HAUEHUE B CBA3aHHOM
MOJIE WJIM TIOJISIX B OJTHOW M TOJIBKO B OJIHOM 3aIMCH TTABHOW TaOIHUIIBL.

OTtHomeHue "0AMH-KO-MHOTUM'" — 3TO CBSI3b MEXy TaOIUIIaMH, TIPU KOTOPOH:
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e 3HAYCHUIO KIIOYa KAXJIOW 3amucH B TJIaBHOW TaONMUIlE MOTYT COOTBETCTBOBAaTh 3HAYCHUS B
CBSI3aHHOM TI0JI€ WJIM TOJISIX B HECKOJBKUX 3aMUCIX MOAYHHEHHON TaOIUIBL.

e 3HAYCHHUIO KJIIOYA KaKJOW 3alKCH B MOJYUHEHHOM TabJHIle COOTBETCTBYET 3HAUEHUE B CBA3aHHOM
[10JI€ WX IIOJISIX B OTHOM M TOJBKO OXHOM 3aIIMCH TJIaBHOI TaOJIUIIEL.

Ecnu gBe TaGmuupl CBA3aHBl OTHOIIEHHEM "MHOTIHE-KO-MHOTUM'", TO OJHOH 3allMCH B Ka)kKoOi
TabJIMIle MOTYT COOTBETCTBOBATH HECKOJBKO 3amuceil B aApyrod Tabmuue. [[nsg ycraHOBIeHHS
OTHOIIIEHUN TAaKOTO POJIa HEOOXOIUMO CO37aTh TPETHIO (CBIA3YIOUIYIO) TAaONHIly M JT00aBUTH B HEe
KJIFOUEBBIE OJISI U3 00enX TaOJIHIL.

B CYBJ nponecc co3mganust pensimonHoid b/l BkitouaeT co3gaHue cxembl JaHHbIX. Cxema
MaHHBIX HArJSAHO OTOOpakaeT TaONMIBI M CBS3W MEXAYy HHUMH, a Takke oOecreunBaeT
HCIIOJI30BaHUE CBsI3e TTPH 00pabOTKe TaHHBIX U 1IeTOCTHOCTH b/I.

[lenocTHOCTP AAaHHBIX — 3TO TpaBuUiia, OOECMEUYMBAIOIIME MOAJEP)KAHUE YCTAHOBICHHBIX
MEXTAaOIMYHBIX CBSI3€H MPU BBOJE, yIAJICHUH WIA OOHOBIIEHUU 3amuceid. Eciau HaloXKeHbI YCIOBUS
IIEJIOCTHOCTH JaHHBIX, MS Access He MO3BOJNSET M00aBISAThH B CBA3AHHYIO TAONMUIly 3alucH, AJIs
KOTOPBIX HET COOTBETCTBYIOIIMX 3aMUCEil B IJIaBHOW TaOJMIle WM K€ U3MEHAThH 3alKCH B TJIaBHOU
TabliMie TakuM 00pa3oM, UTO IOCJE 3TOTO B CBSI3aHHOM TaOJHIle MOSBATCA 3alKCH, HE UMEIOIIHe
COOTBETCTBYIOIIMX TTABHBIX 3aMHCEH, a TaKKe yNasaTh 3allMCH B TJIABHON TabmuIle, ISl KOTOPBIX
UMEIOTCS TIOTYMHEHHBIE 3aITUCHU B CBSI3aHHON Ta0HIIe.

I'pynma cBs3anHBIX Tabiuil, Ha3biBaeTcs cxeMoit b/, Mapopmanmst o Tabnuiax, ux cToadIax
(MMeHa, TUIl JaHHBIX, JJIMHA TOJs), TePBUYHBIX M BHEUIHMX KJIIOYaX, a Takke MHbIX oObekTax BJ|
Ha3bIBACTCS] METAIAHHBIMH.

Cucrema ympasienuss bJl — 5TO yHUBEpCaJbHBIII KOMIUIEKC MPUKIAAHBIX IpOrpamm,
IpelHa3HAYeHHBIX ISl CO3JaHusi M oOciyxuBaHus 0a3 JaHHBIX, a TaKkxke oOecreueHus
MHOTOACIIEKTHOTO JIOCTYyTAa K JaHHBIM B UX 00paObOTKH.

[IpenmyiiectBa ncnosb3oBanus bJ[

[IpenmyrecTBa, KOTOpHIE MONTYyYaeT MOJIb30BAaTeNh NpU paboTe ¢ KOMIBIOTEPU3UPOBAHHOM
CUCTEeMOI 0a3 TaHHBIX OYEBUIHBI — ITO:

1. KommaktHOCTh. HeT HEOOXOIMMOCTH B MHOTOTOMHBIX OYMa)KHBIX KapTOTEKaxX.

2. Cxkopoctb. KOMIBbIOTEP MOXKET BECTH MTOUCK U U3MEHSThH JaHHBIE TOpa3o ObICTpee YeIoBeKa.

3. Huskue Tpynosarparsl. Her HE0OOXOJMMOCTH B YyTOMHUTEIBHON PY4YHOI paboTe Hajg KapTOTEKOH.
MexaHnuecKkyro padoTy MaIllMHbI BCETa BBITIOIHSIOT JTy4YIIIe.

4. Ilpumenumoctb. TouHas, cBexass HH(GOPMAIIHsI BCET1a MO PYKOH.

5. Cucrema 0a3 JaHHBIX MPEIOCTABISET NPEANPUITHUIO BO3MOXKHOCTH IEHTPAIM30BAHHOIO
YIPaBJICHUS €r0 JaHHBIMHU.

OrMmeTnm npeumMyneCTBa UCIOJIb30BaAHUA BI[, CBA3aHHBIC C ICHTPAJIN30BAaHHBIM YIIPABJICHUCM.
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1. Boszmooicnocms cokpawenus uzdvimounocmu. B cucremax, He wucnonp3yrommx bJl, kaxmoe
NPUIOKEHWE WMeeT CBOM (aiabl. DTO TPHUBOIUT K H3OBITOYHOCTH XPAHUMBIX JTaHHBIX, a
CJIeIOBATENbHO, K PACTOYUTENLCTBY MaMaTu. Hanmpumep, Kak MpUIOKEHUE, CBSI3aHHOE C yYETOM
nepcoHana, Tak U MPHIOKEHHE, CBA3aHHOE C Y4YETOM OOY4YEeHHs CIyXalllhX, MOTYT HMETb
coOCTBEHHBIN (haiiy ¢ BeIOMCTBEHHON MH(pOpMaImen o ciyxamux. Kak ormedeHo, 3tu 1Ba ¢aiina
MOKHO OOBEIMHHUTH C YCTPaHEHHWEM H30BITOYHOCTH (OJUHAKOBOW MH(OpPMAIMH) MPU YCIOBUH,
ecnu aaMuHUCTpatop b/l 3HaeT o ToMm, Kakue TaHHbIE HY>KHBI JJIS KaXA0T0 MPUII0KEHHUS, T.€. €CIU
Ha MPENpPUATHN OCYILIECTBISETCS HEOOX0ANUMOe 00I1Iee yIpaBIeHHeE.

B nanHOM ciydae He TOBOPUTHCS, YTO HM30BITOUHOCTH JAHHBIX MOXET WM JIOJKHA OBIThH
MOJIHOCTBIO yCTpaHeHa. MHorna Beckue NMpakTU4YeCKue Ui TEXHUYECKHE TPUYUHBI TPEOYIOT HaTUUHs
HECKOJIbKUX Komui XpaHumoi wuHpopmamuu. OpHako, Takas W30BITOYHOCTH JOJDKHA CTPOTO
KOHTPOJUPOBATHCH, T.€. yuuThiBaThCcsi B CYB/I.

2. Bosmoorcnocms ycmpaneHnusi (00 HeKomopoti cmenenu) npomugopeyu8ocmu.

OTO cnencTBUE NMpEABIAYLIETo MyHKTa. Bo3bMeM crenyromuii npuMep — mycthb ciyxamuii E3,
pabotaromuii B otaene K8, npencrasien neyms pasnuunbivu 3anucsimu B BJ1. Tlpeanonoxum, 4to B
CVYB/] He yuTeHO 3TO pa3nBoeHHE (T.€. N30BITOYHOCTh HE KOHTpOJUpyeTcs). Tormaa paHo WM MO3THO
00s3aTeNIbHO BO3HUKHET CHUTYyallMs, MPU KOTOPOW 3TH JBE 3alMCH MEPECTaHyT COIJIaCOBBIBATHCS, a
UMEHHO: OJIHA U3 HUX OyJeT U3MEHEHa, a BTopas — HeT. B atom cnyyae B/l cTaHeT mpoTUBOpPEUNBOMA.
ScHo, uro mpoTuBopeunBasi bJ] MokeT BbIIaBaTh MOJIb30BATENIO HEMPABUIBLHYIO HH(DOPMAIIHIO.

Taxke O4YEeBHMIHO, YTO €CIIM KaKOW-HHOyHb (hakT TMpeACTaBiIeH OMHOW 3amuchio (T.€. TIPH
OTCYTCTBUHM H30BITOYHOCTH), TO TPOTUBOPEUMH BO3HHKHYTH He MoOeT. [IpoTuBOpeunss MOKHO
n30exarb, €CIM HE YyOAIITh W30BITOYHOCTh, a KOHTPOIUPOBATH €€ (IPEeayCMOTPEB ITO
cooTBeTcTBYyOmUM 00pa3zom B CYB/I).

3. Bosmooicnocms 0bweeo oocmyna k 0anuvim. OOUMN TOCTYI K JTaHHBIM O3HA4YaeT BO3MOXXHOCTh
JIOCTYTIa K HUM HECKOJIBKUX CYIIECTBYIOIMMX NpriiokeHuit bJl u pa3paboTKy HOBBIX MPUIIOKECHUN
JUISE pabOTHI C TUMH K€ JaHHBIMHU. J[pyrUMU CJIOBaMH, HOBBIE MPUIIOKEHUS MOTYT TOTYyYUTh
JOCTYT K TeM e TaHHBIM, U TIPU TOM HET HEOOXOJAUMOCTH B CO3JJaHUM HOBBIX JaHHBIX.

4. Bozmooxcnocms cobnodenus cmanoapmog. bnaronaps 1eHTpaIU30BaHHOMY YIIPABICHUIO MOKHO
o0OecrieunBaTh MpPEJCTaBICHUE JAHHBIX B OIpeJeieHHbIX cTaHaapTax. CTaHIapTbl MOTYT OBITh
KOPIOPATUBHBIMH, YCTAaHOBOYHBIMU, BEIOMCTBEHHBIMH, MPOMBIILUICHHBIMU, HAIMOHATBHBIMU M
WHTEpHAMOHANLHBIME. CTaHAapTU3AIMUs MIPEACTABICHHS JaHHBIX Hanbosee BakHA ISl OOMEHa U
NepeHeceHusl JaHHBIX MeXIy cucremMamu. Kpome Toro, craHmapThl MACHTU(UKAIMKA JAHHBIX U
JIOKYMEHTAIIUU BaXKHBI U JIJIsl COBMECTHOT'O UCIIOJIb30BAHMSI TAHHBIX, U JUIS UX TIOHUMaHUSI.

5. BoszmooicHocmb 68edenus ocpanuuenuti 01a obecneyenuss 6ezonachocmu. bmaronaps moiHOMY

KOHTpoJto Haa b/l MoxHO oOecrieuuTh AOCTYN K 0aze MaHHBIX Yepe3 OIpeesieHHbIe KaHalbI, a
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CJIEZIOBATENIbHO, MOYKHO OIPENENIUTh MpaBuiia 0e30MaCHOCTH, KOTOPblE OyIyT IPOBEPATHCS MPHU
HOMBITKE JOCTYNa K YSA3BUMBIM JaHHBIM. Il pa3HBIX TUIOB JOCTyna (BBIOOPKH, BCTaBKH,
yZaajgeHus U T.1.) U pa3HbIX yacTe b/l MOKHO yCTaHOBUTH pa3iIMyYHbIE IPaBUIIA.

6. BoszmooicnHocms obecneuenus yenrocmHocmu OaHHuIX. 3ajada LEJIOCTHOCTU 3aKII0uYaeTcs B
o0ecrneueHny IPaBUIbHOCTH U TOYHOCTHU JAAHHBIX B 0a3e 1aHHBIX.

7. BosmooicHocms cbanrancuposams npomusopeuugvle mpevoosanus. 3Hast oOmue TpeOboBaHMs BCETO
OpeanpusTHs, a He TpeOOBaHMUA KaXKIOTO OTIEIBHOTO IMOJB30BAaTENsl, MOKHO CTPYKTYpHUpPOBATh
0a3y JMaHHBIX TaKUM o0O0pa3oM, YTOOBI OOCTY)KMBAaHHE B IEJIOM I TPEANPUATHS ObLIO
HawnyuyminM. Hampumep, MOXXHO BbIOpaTh Takoe IpPEACTaBIE€HHE NaHHBIX B IMaMATH, KOTOPOE
oOecrieynT OBICTPBIA AOCTYHn K ¢aitmam Uit Hambosiee BaKHBIX TNPHIOKEHHUH, BO3MOXKHO C

MOTEPSIMU TIPOU3BOAUTEIILHOCTH JJIsl HEKOTOPBIX APYTUX MPUIIOKEHUMN.

JTanbl NPOEKTUPOBAHUA 0a3 TaHHBIX

[Tpexne yem co3maBath ¢ momouibio Microsoft Access TabmuIbl, GopMBl U Ipyrue 00BEKTHI,
COCTaBISIfONIME 0a3y MaHHBIX, BAKHO YACITUTh BpEeMs IPOCKTUPOBAaHUIO 0a3bl JaHHBIX. [lpm
WCIIOJIh30BaHUM Kak 0a3bl JaHHBIX Microsoft Access, Tak u mpoekra Microsoft Access, xoporas
CTPYKTypa SBISIETCS OCHOBOM co3maHUsi 0a3bl JaHHBIX, VCIENIHO, TOYHO U 3((HEKTHBHO

BBIHOJIH}IIOIJ_IGP'I IIOCTAaBJICHHBIC 3aJa4Hu.

Onpenesienne mejan co3xaHus 0a3bl JAHHBIX

Ha mepBom sTamne npoekTupoBaHusi 06a3bl JaHHBIX HEOOXOAMMO ONMpPENCTUTh Ha3HAuUCHUE 0a3bl
TAHHBIX, KaK OHAa OY/IeT UCIIOJIb30BAThCS U KaKWe CBEICHHSI OHA JOJDKHA COACPKATh. 3HAS ATO, MOKHO
OTIPENICTTUTh, KAKWE CBEJICHUS OyIyT XPaHUTHCS B TaOIUIAX (TEMbI) U B MOJSAX Taduuil (oapoOHOCTH
10 TeMaMm).

baza maHHBIX MOMKHA OTBEYATh TPEOOBAHUSAM TEX, KTO OyIeT HEMOCPEICTBEHHO C HEM
pabotaTh. [[s1 3TOT0 HYXHO ONPEACTUTh TEMBI, KOTOPHIE TOJDKHA MOKPHIBATh 0a3a JaHHBIX, OTUYETHI,
KOTOpbIE OHa JIOJDKHA BBIJABaTh, IPOAHATH3HPOBATH (OPMBI, KOTOPHIE B HACTOSIIUHA MOMEHT
UCTIONB3YIOTCS  JUIS  3allUCH  JaHHBIX, CpPaBHUTh CO3/1aBaeMyl0 0a3y JaHHBIX C XOpOIIO

CIPOEKTUPOBAHHOM, MMOJO0HO eif 6a30i.

Omnpenenenne Tadani, KOTOPbIE T0JKHA CO/EPKATH 0a3a JaAHHBIX

Omnpenenenne HEOOXOMMMBIX B 0a3e NMAaHHBIX TAOJMII MOXKET OKa3aThbCsl CaMbIM HEMPOCTHIM
ATAOM TMpoIlecca MPOCKTUPOBaHUS 0as3bl JaHHBIX, MOCKOJIBKY pPe3yJabTaThl, KOTOpHIE IOJDKHA
BbIIaBaTh 0a3a JTaHHBIX — OTYETHl, POPMBI U T.II. — HE BCEr/a JAIOT MOJHOE MPEJCTaBICHUE O

CTPYKType TabJull, 10 KOTOPHIM OHU CO3A0TCS.
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Jlnst mpoeKTHpoBaHMsS TaOMWIl BOBCE HE o00s3aTeIbHO HCIOJIb30BaTh Microsoft Access.

CHavana nyumie paspaboraTh CTpyKTypy Ha Oymare. Ilpu paspaboTke TabmuI] pEKOMEHIyeTcs

PYKOBOACTBOBATHLCA CICAYIOIUMU OCHOBHBIMUA IMMPUHIUIIAMU.

CBeneHus: He JOJDKHBI AyOJIMPOBAThCS B TAONUIE WM MEXKIy Tabmuuamu. B 3ToM oTHOmIEHUM
TaONHITBI B PEJIAIIMOHHON 0a3e MaHHBIX OTIWYAIOTCS OT TAOIHI] B MPUJIOKEHUSIX, PAOOTAIOIIHNX C
TabIMIIaMU B TEKCTOBOM (popmaTe, TaKUX KaK peJaKTOPhI AJICKTPOHHBIX TaOJIHII.

JlanHbIe, XpaHAIIUECs TOJHKO B OJHOU TaOJIMIE, OOHOBJISIOTCS TOJIBKO B 3TOH Tadymiie. ITo Oosee
3¢ PeKTUBHO M, KPOME TOTO, HCKIIIOYAaeT BO3MOXXHOCTH yOJMPOBAHHUS 3amUCed, COAEpKaIINX
pasHble cBeneHus. Hampumep, aapec 1 HoMmep TenedoHa KaxkI0ro KIMEHTa TOCTATOYHO COXPAHUTD
OJIUH pa3, B 0HOH Tabuuie. *Kaxxaas Tabnuma 10KHa coiepkaTh HHPOPMALIUMIO TOJIBKO HA OJHY
TEMY.

Korma kaxxnas Tabnuima coAepKUT CBEEHUSI TOJIBKO 1O OJHOM TeMe, CO CBEJCHHSIMH M0 KaXIOon
TEME MOXXHO padoTaTh HE3aBHCHMO OT OCTAJIbHBIX TeM. Hampumep, aapec KIMEHTa XPaHUTCS
OTIENILHO OT 33aKa30B ATOTO KJIIMEHTA, YTO MO3BOJISET YAAIUTh OJWH 3aKa3, COXPAaHUB CBEICHHS O

KIIUCHTC.

Omnpenenenne HeO0OX0AUMBIX B Ta0JMLE MOJEH

Kaxc;[aﬂ Ta6n1/1ua COACPKUT CBCIACHUSA I10 KOHerTHOfI TEMEC, a KaxXJ0€ IIOJC B Ta6JII/II_[e

COJICP’KUT KOHKPETHBIH (akT mo Teme Tabmuiel. Hanmpumep, Tabnuma cBeJeHUH O KIUEHTE MOXKET

COJZIepKaTh TOJISI CBEJICHUI O Ha3BaHWM KOMIIAHWH, aJjpece, TopoJie, CTpaHe U HoMepe TenedoHa. [1pu

COCTaBJICHUH CXEMBI TTOJICH JIJIS1 KaXKI0W TaOIUIbl YIUTHIBAMTE CICTYIOIICE.

Kaxoe mmose momKHO OBITh CBA3aHO C TEMOI TaOJUIIBL.

He pexoMeHyeTcs BKIIIOYATh B TAOIUIy JaHHBIE, KOTOPBIE SBISIOTCS PE3YIbTATOM BBIPAKCHHSI.
Tabnuua gomkHa coepKaTb Bce HEOOXOMMBIE CBEJICHUS.

JlanHbple crneayeT pa3OuTh Ha HAaWMEHBINHE JIOTHYECKHE €AMHMIBI (Hampumep, mons «ms» u

«Damunusy, a He obmiee mose «msy).

Tunsl nanaeix MS Access

[Tpu BEIOOpE THTIA TAaHHBIX, UCTIOIB3YEMBIX B 10JIE, HEOOXOAUMO YUUTHIBATH CIIEIYIOIIEE.
Kakne 3HauyeHHMs NODKHBI OTOOpaxkaThCsi B mose. Hampumep, Hemb3s XpaHHTh TEKCT B MOJE,
UMEIOILIEM YUCIIOBOW THII JAHHBIX.
CKOJIBKO MecTa HeOOXOIUMO JJISl XpaHEHUs 3HAUEHHH B TOJIE.
Kakue omepamuu DOMKHBI MPOM3BOAMTHCS CO 3HAUYEHWAMH B moje. Hampumep, cyMMHpOBaTh
3HAYeHHUS MOXKHO B YHCIIOBBIX IOJIIX U B TOJIAX, UMEIOMIMX JIEHEKHBIH (opmar, a 3HaYCHUS B

TEKCTOBBIX HOJAX ¥ noJistX 00bekToB OLE Hemnb3s.
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e Hyxna nu coprtupoBka WM HHAEKcupoBaHue mnois. CopTupoBaTb M HMHIEKCHPOBATH MOJA
00bexkToB OLE HEBO3MOXKHO.

e HeoOxoauMo 1M MCIIONIB30BaHUE TOJIEH B TPYIIIUPOBKE 3alrceld B 3ampocax win otderax. [loms
00bekToB OLE ncnons30Bath 15 TPYNITUPOBKU 3aTUCEN HEMB34.

e KakuMm 00pa3oM TOMKHBI OBITH OTCOPTUPOBAHBI 3HA4YEHMsI B mosie. Yuciaa B TEKCTOBBIX MOJSIX
coptupyroTcs kak ctpoku uudp (1, 10, 100, 2, 20, 200 u T.1.), a HE KaK YUCIOBBIC 3HaUeHUs. [[1s
COPTUPOBKU YUCEII KAK YHUCJIOBBIX 3HA4YCHUU HCHOHLByﬁTC YHUCJIIOBBIC IIOJIA WX 1104, UMCIOIIUEC
neHexxHblil gopmat. Takke MHOrMe (opMaThl TaT HEBO3MOXKHO OTCOPTHUPOBATH HAJIEKAIIUM
o0pa3om, eciy OHU ObUTH BBEJIEHBI B TEKCTOBOE moJe. i obecriedyeHus: COpTUPOBKU UCIOB3YITE
noJie Tuna «Jlara/Bpems».

Ta6muna 1. «Tunst nanaeix MS Access»

Tun oannwvix Hcnonvzyemca Pazmep
TekcTOBBIN Texkcr wim xomOuHaiuss Tekcta u | Jlo 255 cumBOmOB. XpaHATCS TOJBKO
YyuCel, HalpuMep, aJpec, a TakXKe | BBEJACHHBIE B M0OJIE CUMBOJIbI, TO3UIIHH,
yucia, He TPeOYIIHe BBIYUCICHUMN, | HE HCTIOJb30BaHHBIE B TEKCTOBOM ITOJIE,
Harpumep, HOMEpA TeneoHOB, | He  xpaHsarca. Jns  ympaBieHus
HOMEHKJIATypHbIE HOMeEpa WK | MAKCUMAQJIBHBIM ~ YHCJIOM  BBOJAHUMBIX
IMOYTOBBIN UHICKC CHMBOJIOB onpeennTe CBOWCTBO
Pasmep nons (FieldSize).
ITone MEMO JUTMHHBIH TeKkcT wuiau  umciaa, | Jo 64 000 cumBoiI0B
Hanpumep, MOMETKH WJIM ONMCAHUE
Yucnosou Uucnossle [JaHHBIE, UCHOJIb3yeMble | [l oOmpeneneHrus YHCIOBOIO THIIA
JUUISE MAaTEeMaTUYECKUX BBIYMCIIEHUM, 3a | OpPEeAeNUTe CBOMCTBO Pasmep moms
HCKIIOYCHUEM Berunciennii, | (FieldSize). 1, 2, 4 uau 8 Gaiit. 16 OGaiiT
BKJTIOYAIONIUX JICHEKHBIE OMNEpaldH | TOJBKO ISl KOJOB PEIJIMKAIUN
(MCTIONB3YNTE IEHEXKHBIN TH).
JHara/Bpems JlaTel 1 BpeMms 8 OauT
JleHexXHBIM 3HaueHUI BaIIOT JIeHEe)KHBII THUIT HCHOJIB3YETCA A
MPEIOTBPALICHUS]  OKPYIJIEHUM  BO
BpeMs BbluncieHuil. [Ipenmonaraer no
15 cuMBOIOB B LIEJION YacTH 4yucia u 4
- B IpoOHOM. 8 OaMT.
CyeTynk ABTOMaTHyecKkas BcTraBka | 4 Oatita. 16 OaliT TOJBKO JUIA
MOCJIEIOBATEIbHBIX  (OTIMYAIOLIUXCS | PEIUIMKALUUA KOJOB.
Ha 1) WM ciayyallHBIX dYHCeN TpH
JI00ABIICHUH 3aIIHMCH.
Jlornueckuit [Tomst, comeprkamue TOMBKO OAHO Wi | 1 OwuT.
JIBa 3HAYCHMS, TakuxX Kak «Jla/Her»,
«ctuna/Jloxby,
«BxroueHo/BEIKITIOUEHO.
O6mwextel OLE | O0bekThl  (Hampumep, JgokyMeHTHI | Jlo 1 ruraGaiita (orpanuyeHo o6beMOM
Microsoft Word, AJICKTPOHHBIC | TUCKA).
tabmuusl Microsoft Excel, pucynkwu,
3BYKH M JIPYTU€ JaHHBIC), CO3/IaHHbBIC
B JIPYTUX porpammax,
ucnoap3yronmx  nporokosn  OLE.
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OOBEKTHl MOTYT OBITh CBSI3aHHBIMU
WIM  BHEAPEHHBIMA B  Ta0uuIy
Microsoft Access. st oToOpaxeHus
oobekta OLE B ¢dopme mmm otuere

HE00XO0aNMO HCIIOJIb30BaTh

PUCOETUHEHHYIO PAMKY O0OBEKTa.
Macrep Co3znmaer noJe, mo3BoJisironiee BeIOpaTh | PasmMep Takoi ke, Kak W pasmep
MOJICTAHOBOK 3HAUEHHUE U3 JPYTOd TaOMUIBI WU U3 | KIIIOYEBOTO TMOJIA, KOTOPOE TaKXKe

CTHCKA 3HAYCHUII, MCIIOB3YS TOJIE CO | ABIAETCS  MAacTepoM  IOJCTAHOBOK,
cnuckoM. [Ipm BbIOOpEe maHHOTO | 0OBIUHO 4 Gaifra.

napaMeTpa B CIIMCKE THIIOB JIAHHBIX
JUIE UX ONpeAeTIeHUs 3arpyxaercs
Macrep

Onpenesienne nmojieil ¢ YHUKAJIbHBIMHA 3HAYEHUSIMH B KAK10# 3anIMCH

Jnst cBs3piBanus B Microsoft Access CBeneHWN, XpaHSANIUXCS B pPa3HBIX TaOIuIax —
HanpuMep, JUIS CBS3bIBAHUS KJIMEHTa CO BCEMH €ro 3aKa3aMu — Kaxjaas Tabiuia 0as3bl JaHHBIX
JOJKHA COJEpXKaTh TOJS WM HAOOp MOJeH, OJHO3HAYHO OIMpPEAeSIONINX KaXKIyr 3amuch. Takoe

1oJie WK Habop MoJIeH HAa3bIBAIOT MEPBUYHBIM KIIFOUOM.

Onpenesienne cBsizeil MexXIy TA0IMIAMM

[Tocne pa3OuweHHs] CBEACHMI HAa TaONWIBI M ONPEACNECHUS KIIOUYEBBIX IMOJIEH HEO0OXO0IMMO
BEIOpaTh crmoco0, KoTopeiM Microsoft Access OyneT BHOBb OOBEIMHSATH CBS3aHHBIC CBeACHUS. s
ATOTO CIIEYET OMPENETUTh CB3M MEXIy TaOnuiamu 0a3el JaHHBIX Microsoft Access. Omnpenenenue

CBSI3eH MEXIy TaOJHMIIAMU CBSA3aHO C MOHSATHEM LIEJTOCTHOCTH.

LesocTHOCTH JAHHBIX: 001ME CBEAECHUS
[{emocTHOCTh J@aHHBIX O3HAYaeT CUCTEMY IPaBHII, UCIONB3yeMbIXx B Microsoft Access st

NOJIEP)KaHUs CBSI3€H MEXIY 3allUCSIMH B CBSI3aHHBIX TaOJHUIAX, a TaKKe 0OECIIEUMBAIOIIUX 3aILUTY

OT CIly4allHOTO yJAJCHUS WJIM U3MEHEHHs CBS3aHHBIX JAaHHBIX. YCTaHOBHUTH IEIIOCTHOCTH JAHHBIX

MOYKHO, €CJIH BBITIOJHEHBI CIICAYIOIINE YCIOBHUSI.

e (CBs3aHHOE TOJIE TIIABHON TaOIUIIBI SIBIISETCS KIFOYEBBIM MOJIEM HIIM UMEET YHUKATHHBIA UHACKC.

e (CBs3aHHBIE MMOJSI UMEIOT OJIUH THUIl JaHHBIX. 37€Ch CYIIECTBYET JBAa MCKIIOUEHUS: MOJIE CYCTUHKA
MOYET OBITh CBSI3aHO C YHCJIOBBIM IOJIEM, CBOWCTBO KoToporo Pasmep mons (FieldSize) umeer
3HaueHune [muHHOE 11eI0e, a TakXKe ToJie cueTurka, cBoiictBo Pasmep mons (FieldSize) koToporo
uMmeeT 3HaueHne Kop pemnukanuy, MOKHO CBSI3aTh C YMCIIOBBIM IOJIEM, €CH CBOMCTBO Pa3mep
nois (FieldSize) koroporo nmeer 3nayenne Kon perumkanuu.

e (0e Tabimpl MpUHAIISKAT OMHON Oaze maHHBIX Microsoft Access. Ecnu TaGmuIel sSBISIOTCS

CBSI3aHHBIMH, TO OHH JIOJDKHBI OBITH TaOimiamMu Microsoft Access. Il yCTaHOBKH 1ETOCTHOCTH
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JMaHHBIX 0a3a JaHHBIX, B KOTOPOI HAXOIATCs TaOMUIbL, TOJKHA OBITH OTKpHITA. [ CBSI3AaHHBIX
Tabnui U3 0a3 JAHHBIX JPYTUX GOPMATOB YCTAHOBUTH I[EJIOCTHOCTD JAHHBIX HEBO3MOXKHO.

Y CTaHOBHB 1ETTOCTHOCTH TAHHBIX, HEOOXOAUMO CIIEZ0BAThH CICIYIOIIUM MTPaBUIIAM:

e HeB03MOXKHO BBECTH B I10JI€ BHEITHETO KJTFOYA CBSI3aHHOW TaOJIMIIBI 3HAUYCHUE, HE COIepIKaIeecs B
KJIFOYEBOM T10J1€ IIaBHOW Tabmuipl. OQHAKO B MOJIE BHEIITHETO KJIH0Ya BO3MOXKEH BBOJ 3HAUEHUI
Null, nmoka3zpiBarommx, 4To 3alHCH HE SIBISIOTCSA CBA3aHHBIMU. Hampumep, Henb3si COXpaHUTH
3aIliCh, PETUCTPUPYIOLIYIO 3aKa3, CICJIAHHbIA HECYLIECTBYIOUIUM KIMEHTOM, HO MOXHO CO3/1aTh
3aIMCh JUIS 3aKa3a, KOTOPHIM MTOKA HE OTHECEH HU K OJJHOMY M3 KJIIMEHTOB, €CJIM BBECTH 3HAUYCHUE
Null B moxe «KonKinuenray.

e He nmomyckaercs ymaneHue 3amvcy W3 TJIABHOW TaONMUIIBI, €CIM CYIIECTBYIOT CBSI3aHHBIC C HeEl
3amicd B TOJYMHEHHOM Tabnune. Hampumep, HEBO3MOXHO yIalWTh 3amUCh U3 TaOJMIIBI
«CoTpynHukn», ecnu B Tabmune «3aka3bl» HMEIOTCS 3aKasbl, OTHOCAIIUECS K JaHHOMY
COTPYJHHKY.

e HeB0O3MOXHO M3MEHUTH 3HAUYEHUE MEPBUYHOIO KIIOYA B IJIaBHOW TaOJMIle, €ClU CYIIECTBYIOT
3aIliCH, CBA3aHHBIC C JAHHOM 3amucbio. Hampumep, HEBO3MOKHO M3MEHUTH KOJ COTPYIHHKA B
tabmune «COTpYAHHKW», €CU B TaOmuIe «3aKas3bD» MMEIOTCS 3aKasbl, OTHOCAIIUECS K ATOMY
COTPYAHUKY.

UToObl HAJIOXKUTH ATH MpaBUJIa HA KOHKPETHYIO CBSI3b, IPHU €€ CO3/IaHUU CIIEyeT YCTaHOBUTh
¢dmaxxox OOecrniedueHne eJ0CTHOCTU NaHHBIX. ECiM NaHHBIN (IaKOK YCTAaHOBJICH, TO JTH00as MOMBITKA
BBITIOJIHUTH JIEUCTBUE, HAPYIIAOLIEE OJHO U3 MEPEUHUCICHHBIX BBILIE TPABUII, IPUBEAET K BHIBOAY Ha
9KpaH NpeaynpekIeHus, a caMo JeHCTBUE BBIIOJIHEHO He OyIeT.

UToObl peo10feTh OTPpaHUYEHUS Ha yaJeHHe WM U3MEHEHHE CBSI3aHHBIX 3alucel, COXpaHssl
IPU TOM [EJIOCTHOCTh JAHHBIX, CIEIyeT YCTaHOBUTH (hiakku KackagHoe OOHOBJICGHHE CBS3aHHBIX
noneit u Kackamnoe ynaneHue cBsi3aHHBIX mojieil. Ecnu ycranoBneH ¢naxok Kackannoe oOHOBIEHHE
CBSA3aHHBIX TMOJIEH, TO MPH H3MEHEHHHM KIIOYEBOTO TMOJs TJaBHOW TaOMUIbI aBTOMATHUECKU
U3MEHSAIOTCSI U COOTBETCTBYIOIIME 3HAYEHHUS CBS3aHHBIX 3amnuceil. Eciam ycraHoBieH ¢raxkok
Kackagnoe ynaneHnue CBSI3aHHBIX TOJICH, TO TIPU yJAJICHUH 3alMCH B TJIABHON TaOIHIIE yIAISIOTCS U

BCC CBs3aHHBIC 3aIlMCH B HOI[‘IPIHCHHOﬁ Ta6J'II/II_[e.

YcoBepuieHCTBOBAHUE CTPYKTYPbI 0a3bI JAHHBIX

[Tocne co3maHusi HYKHBIX TaONUIl, TOJEeH M CBA3eH HEOOXOOUMO emle pa3 MPOCMOTPETh
CprKTypy 63.3BI JAHHBIX WU BBIABUTH BO3MOXXHBIC HCOOYCTHI. }KenaTeano 9TO cAcjiaTb HA JAaHHOM
JTane, MoKa TaOJIMIbl He 3aII0JHEHBI JAHHBIMU.

Coszmaiite Tabauiel B Microsoft Access, co3gaiiTe MeXIy HUMU CBSI3U, U BBEIUTE B TaOJHUIIBI
JOCTaTOYHBIM 00BEM JaHHBIX JJISI MPOBEPKH CTPYKTYphl. UTOOBI MpOBEpHUTH CBS3UM B 0asze JaHHBIX,
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MOCMOTpPHUTE, yAAeTCs JIU CO3[aTh 3allpoChl IJIsl MOMy4yeHUsl HY>KHBIX cBefeHuil. Co3aaiiTe YepHOBBIE
(GOpMBI U OTYETHI TTOCMOTPUTE, OTOOPAKAIOTCS M B HUX T€ JAHHBIE, YTO OXKHUAAIWCH. BhIMONHUTE

MOWCK M3JIMITHUX TIOBTOPOB JaHHBIX M ynanute uX. [lpm oOHapyxkeHuu mpoOiem popaboTaiite

CTPYKTYPY.

BBoa 1aHHBIX M cO31aHHE IPYTUX 00bEKTOB 0a3bl JaHHBIX

Ecnu cTpykTypsl Tabnuil OTBEYAIOT MOCTABJIEHHBIM TPEOOBAHUAM, TO MOKHO BBECTH BCE
TaHHbIe. 3aTeM MOXHO CO3/1aTh BCE HEOOXOAMMBIE 3arpochl, (OPMBbI, OTUETHI, CTPAHUIIBI TOCTYIA K
JaHHBIM, MaKpOChl U MOAYJIH.

Hcnonp3oBanue cpencts anainuza Microsoft Access

B Microsoft Access cyimiecTByeT ABa MHCTPYMEHTA, MOMOTAIONIUX B YCOBEPIIEHCTBOBAHUH
CTPYKTYpbl 0a3 maHHbIX. MacTep aHanu3a TaOJIHMI] MOXET MPOAHATIU3UPOBATh CTPYKTYPY TaOJHULIbI,
NPEUIOKUTh TOAXOSIINE HOBBIE CTPYKTYPBHl M CBSI3M, a TaKKe pa3leNuTh TaOJHMIly Ha HOBBIE
CBSI3aHHBIE TAOJMIIBI, €CIM 3TO UMeEET CMBICH. J[Is TModydeHus CBEJAEHUH O BBIOJHEHHUU 3TOTO
Macrepa Ha)XMHUTe KHONKY <Picture>.

Ananuzatop OBICTpOJIEHCTBUSI HCCIeAyeT BCIO 0a3y MaHHBIX, JaeT PEKOMEHJAIMU 10 ee
YIYUYILIEHUIO, a TAK)KE OCYILIECTBIISAET UX.

JIONOJTHUTENBHBIM MCTOYHUKOM HAEH MO MPOEKTHpOBaHMIO 0a3bl MaHHbIX Microsoft Access
MOXXET CTaTh CTPYKTypa yueOHO# 0a3bl maHHBIX «bopei» wim omxHoN u3 0a3 JaHHBIX, CO3aHHBIX MPHU

MOMOIIA MacTepa 0a3 JaHHBIX.

IKCHOPT TAHHBIX

DKCIOPT JaHHBIX MOXET OBbITh OCYILECTBJICH M3 TaOJHMLbI WK 3ampoca B (aiibl pa3IudHbIX
dbopmartoB. MiMeeTcst Takke BO3MOXKHOCTH IKCIIOPTHPOBATH JHO00W OOBEKT 0a3bl JaHHBIX B JAPYTYIO
0a3y maHHbIX Microsoft Access. @aKTHYECKH ITO YKBHBAJIIEHTHO KOIMMPOBAHUIO M BCTaBKE OOBEKTOB
U3 O/THOM 0a3bl JAHHBIX B JPYTYIO.

CymiecTByIOT crocoOsl oOMeHa naHHbIMUA Microsoft Access ¢ mpmnoxenusmu Microsoft Word
u Microsoft Excel.

IIpu pabore c¢ mnpunoxenusmu Microsoft Exchange, Microsoft Mail u apyrumum
NPUJIOKEHUSMHU DJIEKTPOHHOW TMOYTH, KOTOpble moajepx uBatoT cranaapr MAPI (Messaging
Application Programming Interface), momyckaeTcss NMpUCOSAMHEHHE K COOOIICHHIO AJICKTPOHHOU
MOYTHI 3a1poca, Ta0IUII, (HOPMBI, OTUETA UM MOIYJIS B PA3IMYHBIX (OpMaTax.

Yacto BBHIMOTHSIEMBIE ONEPALUU IKCIIOPTa MOXKHO aBTOMATH3WPOBATH C MOMOIIBI0 MakKpoca

WIM TIPOTrpaMMBI Ha si3bike Visual Basic mis npusioxeHui.

I/IMl'IOpT HWJIN CBAA3bIBAHHE JAHHbBIX
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Microsoft Access mojaepKMBaeT UMIIOPT WIJIM CBSI3bIBAHWE MAAHHBIX M3 TaOmHI] Apyrux 0a3
naHHbIX Microsoft Access (Oosee paHHMX BepCHif), a Takke MAaHHBIE W3 APYIHX HPUIOKEHUH H
¢aitnoB apyrux ¢opmatos, Hanpumep, Microsoft Excel, dBASE, Microsoft FoxPro mwiu Paradox.
Microsoft Access Takke o0ecriednBaeT UMIIOPTUPOBAHKUE U CBSI3BIBAHUE SI3BIKOBBIX TAOJUIl U CIIMCKOB
(TONBKO N7l YTEHHsI), KOTOPhIE MOTYT HaXOJUThCS HA MEPCOHAIBHOM KOMIIBIOTEpPE, Ha CETEBOM
cepBepe wiu Ha cepBepe MHTepHeTa.

[Tpu uMHIOpTe AAHHBIX CO37]A€TCS MX KOMMS B HOBOH TabnuIle Tekymeil 6a3bl naHHbx Microsoft
Access. Hcxonnas tabnuia win (aitsm mpu 3TOM He M3MEHsFoTCs. CBSI3pIBAHME JAHHBIX IO3BOJISET
YUTaTh U B OOJBIIMHCTBE CIy4aeB OOHOBIISATH JaHHbIE BO BHEIIHEM HCTOYHUKE NTaHHBIX 0€3 HX
ummnopra. @opmMar BHEITHUX MCTOYHUKOB JTAHHBIX HE MEHSETCS, MO3TOMY (ailll MOKHO TPOJOIKATh
UCIIONIb30BaTh B MPUJIOKECHUH, B KOTOPOM OH OBUI CO3/aH, HO MPHU ITOM MOSIBISETCS BO3MOXHOCTH
00aBIISITh, YAAISITH WM U3MEHATH aHHbIe B Microsoft Access.

B Microsoft Access it 0003HaueHUsT CBSI3aHHBIX TAOIMI] ¥ TaOJIUIl, XPAHSAIIUXCS B TEKYIICH
0a3e MaHHBIX, UCIONB3YIOTCS pa3Hble 3HAYKU. ECIU yIanuTh 3HAYOK CBSI3aHHOW TaOIUIIBI, YAAlseTCs
CBSI3b C TAOJIMIICH, HO HE caMa BHEIIHSS TaOJIHIa.

NMmmnoptupyeMble TaHHBIE HENb3s Cpa3y /A00aBisITh B CYIIECTBYIOUIME TaOnuubl (3a
WCKITFOYCHHEM WUMITOpTa TaOJUIl UM TEKCTOBBIX (haiiyioB). OgHAKO MOCIIE UMIIOPTA TaOIUITBI MOKHO
n00aBUTH JAHHBIE B IPYT'YIO TaOJHIlY C MOMOIIBIO 3apoca Ha J00aBJICHNUE.

JlonmyckaeTcsi UMIOPT HE TOJNBKO TaONMIl, HO M JAPYrHX OOBEKTOB 0a3 MaHHBIX, HAIpUMeEp,
dbopM WM OTUYETOB U3 APYyroit 6a3el naHHBIX Microsoft Access.

Ecnu npuxoaurtcs peryisipHO MOBTOPSITH OMEPALUI0 UMIIOPTA, aBTOMATU3UPYITE 3TOT MpoIlece

C TIOMOUIBIO MAKPOCOB HJIU MPOrpaMM Ha si3bike Visual Basic ams npuiiosxeHuii.

3A/TAHHE 1

1. H3yuute cnepyrouue paszaensl “JIEKIMil 10 3aHATHIO :
e [lonsarue 6a3bl JaHHBIX U IPEUMYILECTBA €€ HCIIOJIb30BaHMUS;
e Dramnbl npoekTupoBanus bJl — 11e1b, TaOIUIBI M KX CTPYKTYpPA, THIIBI MTOJICH, UMIIOPT TaOJIHII.

2. Cxomupyiite Ha nuck H: ¢aiin Praktikal.mdb u3 ykazanHoil npemnogaBareneM marnkH.

3. Ortxkpoiite (aiin 6a3pl JaHHBIX, MPOAHATH3UPYUTE CTPYKTYPY UMEIOIINXCS TaOJIUII, UCTIOIb3YEeMbIE
THUIIBI TIOJIEN.

4. C nomouplo BKIAJAKU BuewHue 0anHbie, TPyIIa KHOMOK Mmnopm u c643u UMIIOPTUPYHTE B a3y
JAHHBIX HOBYIO Tabnumy u3 (aitna KnueHtsl.txt (kiatoueBoe mose He 3aaaBaiite). Ilpu umnopme
maonauy cuumams nePeyio CMpPOKy 3a207108KAMU NOJEIL.

5. HWmmnoptupyiiTe B 6a3y JaHHBIX HOBYIO Tabnuity u3 Qaitna Tunel ToBapoB.xls (kiroueBoe moiie He

3anasaiite). IIpu umnopme mabauy cuumams nepeyo CMpoKy 3a20108KAMU NOJIEIL.
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6. Jlo6aBere B Hauanmo Tabmumbl THUIIbI TOBAPOB HoBoe mone "KoaTuma", aBTOMaTmuecku
W3MEHSIOIIEeCs: C BBOJIOM HOBOH 3aIlMCH.

7. Ortkoppektupyiite tadmuiny TOBAPHI, ykazaB ans mons "KoaTuma" tum manHeix Mactep
MOJACTAHOBOK... W UCIOJIb3ys B KaueCTBE MCTOYHMKA NaHHBIX — moiie "Karteropus" u3 Tabmuipl
TUIIbI TOBAPOB. (ecru na eaweii mawune ne pabomaem Macmep noocmanosox,
nonpooyiime 6bINOJIHUMb Oelicmeus, Onucannvle 6 pazoene Pexkomenoauuu na cnedywuiei
cmpanuye)

8. Jlo6aswTe B Tabmmiy TOBAPHI 3 3anucw.

9. Cozmaiite HoByro Tabmuiyy COTPYIHUKMU, comepxamiyro cieayroomyoo HWHOOpPMAIUO: KO
COTpYyIHUKA, (haMUIIHsI, UMS, 1aTa POXKACHUS, JOIKHOCTD, CTpaHa MPOKUBAHUS, aJIpec.

10. Jo6aBete B Tabmuiyy COTPYJJHUKMU 3 3anucwu.

11. Jlo6aBete B Tabauity TOBAPDI cnegyromue 3anvcu:

Haumenosanue IHocmasuiux Eo.uzm. Hena
[Hokonan Cynapymika PoccusJIrokc It., 100 rp 13,00 p.
Mun.Boga Kpucramn Kanens byr., 1,51 7,00 p.
®dure KypuHOe Rimmel Corp. V., 1 kr 34,00 p.

12. 3aBepmute padoty ¢ daitnom Praktikal.mdb

M KOHTPO./IbHBIE BOIIPOChI

1. Kaxkyro 6a3y JaHHBIX Ha3bIBAIOT «PEIISIIUOHHON?

2. KakoBa cTpykTypa TaOnuIbl B pesioHHoN 6a3e qanubix? Uto Takoe nose? Yro Takoe 3anmch?

3. Kakwue TumsI cBsi3el MeXIy TaOIUIlaMy B PEISIITAOHHON 0a3e TaHHBIX BaM U3BECTHBI?
OxapakTepu3ynTe ux.

4. Kaxkoe 1oyie Ha3bIBAIOT «KIHOYCBBIMY?

5. Tlepeuucnute U OXapakTEpU3yHUTE THUITHI JAHHBIX, KOTOPBIE MOKET XPAHUTh MOJI€ TAOIHUIIBI.

6. Kakoii Tur mons ciieayer 3a1aTh, €CJIM OHO JIOJDKHO TPUHUMATh HEMTOBTOPSIOIINECS YHCIOBbIE
3HAYCHUS?

7. B uewm cyTh MexaHH3Ma 00ECIIeUeHUS IIEIOCTHOCTH TaHHBIX ?
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IHPAKTHUKYM 2. Csa3u. ®PUibTpbl

KPATKAA CIIPABKA

s mpocMoTpa M KOPPEKTHPOBKH 3amuceid 0a3bl JaHHBIX, yJOBICTBOPSIOIINM YKa3aHHBIM
MOJIb30BaTEJIeM YCIOBUSAM 0TOOPA, IPEAYyCMOTpEeHa (GMIIbTPALUs TAOIUIIBL.
@uabTp — 3T0 HAOOpP YCIOBHUH, NMPUMEHSEMBIA IJIsi OTOOpa IMOAMHOXKECTBA 3amHCedl U3

TaOIUIEI, (GOPMBI HITH 3arpoca.

(I)I/I.]'ILTp IO BBIICJICHHOMY

[Ipocreiimum ciocoOoM 3a/1aHust YCIOBHUSI OTOOpA SBJISIETCS BBIJICIICHHE B TaOIHIE WK (hopme
HEKOTOPOTO 3HAUYCHHS IOJISl WM ero 4yacTd. Jist ¢uiabTpamuu mo BBIICICHHOMY CIENYyeT OTKPHITh

-

Tabnuily, 3aTeM Ha BKkIanke [7asnas B rpynne Copmuposxka W (UIBTP BBIOpATh KHONKY =

Buioenenue.

OOBbIYHBINI ¥ pacIIMPEeHHBIH PUIbLTP

Kpome ¢unbpTpa 1mo BbIIEIEHHOMY MOXHO HCIIOJIB30BaTh M Jpyrue JBa TUNA (UIBTPOB —

OOBIYHBIN U PACIIMPEHHBIN QUIBTP.

OO0b1uHbIH PUIABLTP

OObruHBI GUIBTP BBI3BIBACTCS Ha BKiIanke [7asuas B rpynne Copmuposxka u ¢uibmp c

MOMOILIBIO KOMaHIbl M3menums gpuiomp .

"] Cotpyanmxm: dunstp o B &2
Kopcotp! @amunua mn Data poxy [lonmHocTy
Like "M*" [«]

=2 |Anekceﬁ
"T_fl"

= MeaH
W DUYNCTWTE BCe GUAETPEI R
| ¥ WsmennTs dunkTp Makc
| T | Mapxo
L. TpvMEHATE PHALT] .
o Bl bt i \ Haitrn (V7 Meficon ) .
T - Murene
4 B2 PacwWpeHHBHA $UALTR... Sl

Pucynox 120. Illpumep pabomul 0bviuno20 hurompa
[Tocne BbIMONHEHHWS KOMaHIblI M3menums ¢uibmp B OKHE OOBIYHOTO (UIBTpa Ha JKpaH

BBIBOJIUTCS TycTas Tabnuna. Ha Bkinagke Haumu B mons puibTpa BBOIATCS 3HAYEHUS, IO KOTOPHIM
Oynyt otbupartbes 3anucu. B nmpuBenenHoM npumepe Ha puc. 120 GuiabTpaus ocymecTBIsSeTCs 1Mo
3HAYCHMIO, 3aJlaHHOMy Mackod M* B mome Hwms (cnoBo Like W KaBBIUKM BCTaBIISIOTCS

aBTOMATHUYEeCKH). 3HAU€HHsS MOTYT BBOJUTCS C KJIaBUATyphl WJIM BBIOMpaThCs M3 crucka. Bson
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3HaYeHUH B HECKOJIbKO MOJIeH OIHON CTPOKH (HIBTpa OmpeAenseT OTOOp 3amuced, B KOTOPHIX
IIPUCYTCTBYIOT BCE YKa3aHHble 3HadeHHsA. [Ipy 5TOM 3amaHHBIE YCIIOBUS DPACCMATPHUBAIOTCS Kak
o0OBeIuHsAEMbIEC JIOTHYECKOM onepanueii "I".

Jns Toro, 4toObl yKa3aThb aJlbTEPHATUBHBIA BapHaHT OTOOpa 3amUCcel, BKIIOYAEMBIX B
pe3ynbTupyromuii Habop, BeIOMpaeTCs BKIaAKa Miu B JIEBOM HWXHeM yray ¢uibTpa. [Ipu stom
OTKPBIBAETCSI HOBOE T0Jie (hUIbTpa JUIsl 3aJaHHsl albTEPHATUBHOIO BapUaHTA.

@unpTp OyaeTr oTOMpaTh 3alKCH, COEPIKaIUe B MOJSIX BCE 3HAYEHHUs, YKa3aHHbIC HA BKIIAJIKeE

Haiimu, v 3aniucu, copepkaliue B MOJsX BCE 3HAUCHUSI, yKa3aHHbIE HA BKJIaAKe Miu. JInsl BEITOJHEHUS

GUIBTpAIUU HAKMUTE KHOTIKY [Ipumenums ¢hunvmp

Pacuumpennnid puiabTp

PacmmmpenHbIil GuiibTp BhI3bIBaeTCS Ha BKianke [ nasnas B rpynne Copmuposka M GUIBTP C
MTOMOIIBIO0 KOMaH bl Pacuupennsiii hunomp.
-
W Ouncruts Bce duabTps

{ﬂ WameHuTe duaeTp

Y. Npumennts duastp

7  PacwwpenHbIf duABTP...

Pucynox 121. Bvi306 oxna pacuupennoco purbmpa

[Ipu sTOM B BEepXHEW YacTH BBIBOJIWUTCA CIHCOK IOJeH akTWBHOW Tabmuubl (puc.122). B
HIDKHEW 4YacTH OKHAa BBIBOAUTCS OJlaHK 3ampoca. B cTpoky Omanka 3ampoca [lore W3 CHHCKa
MEPETACKUBAIOTCS MBIIIBIO TOJIS, IO KOTOPBIM CJENYeT 3a/aTh YCIOBHUS oTOOpa 3amuceil. YciaoBus

0TOOpa BBOAATCS B COOTBETCTBYIOUIYIO CTPOKY OJIaHKA.
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*H CxnagOunstpl o @8 R

Cknag
XKaup
Wuop
Kon-80 gnckos
Janorosas crov
Ocrarok

»

4

Mone: | XaHp 3anorosas CcToMMOCTt
CopTuposka:
Ycnoeue otéopa: | "menogpama” >200
nau:

|y

4 m »

Pucynox 122. Onpedenenue yciosus omobopa 3anuceti ¢ NOMOUWbIO PACUUPEHHO20 purbmpa

Coxpanenue ¢puabTpa

[enecoobpa3zHo MOATOTOBUTHh M COXPAHUTh HECKOJIBKO (PUIBTPOB AJsl TaOIMIBI MU (HOPMBI,
KOTOpBIE B JAJIIFHEHWIIIEM MOTYT OBITh 3arpy)Ke€HbI M IPUMEHEHBI. [y cOXpaHeHHsS MOATOTOBICHHOTO
pacmupeHHoro (GMIbTpa B BEpXHEH 4acTH OKHa (HUIbTPA BHI30BUTE KOHTEKCTHOE MEHIO M BBITIOIHUTE

KOMaHay CoxpaHumb Kak 3anpoc. B nmosiBuBIIeMcs 1UaaoroBOM OKHE BBEIUTE MMS (1)I/IJ'ILTpa.

@Cum@nnb‘rpi o B &

-

Crnag
HKanp -
Wudp
Kon-so gnekoe

3an0roBan cror
Ocratox

MpumeHnTs duasTp

v QumcTinTe 6aHk

4lm

3arpy3uTe U3 3aNPOCa... »

CoXpaHuTL KaK 3anpoc
MNone: | XKanp 3anorosa: |
CopTMpoBKa:
Yenoswe oT60pa: | “menogpama’ >200
A

i »

akpeite

B E X

41w >

Pucynox 123. Coxpanenue pezynsmamos pabomwl punvmpa
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B nanpneiimem, yToObl He co3aaBaTh (GMUIBTP 3aHOBO, MOYKHO HCIOJIB30BATh CYIIECTBYIOIIUI

¢buneTp. s 3TOTO CliemyeT BOCIHOJIB30BAaThCSA KOMaHAOW 3Jaepysume uz 3anpoca (cMm. Puc.123). B

okHe [Ipumensemplii GUIbTp BEIOMpaAETCs HYKHBIA (PHIIBTP.

HOCTpOHTeJIb BLIpa)KeHHﬁ

VYcioBue Ha 3HaAUYEHUE, KOTOPOE 3aHOCUTCS B OJIAHK 3ampoca, sSBISETCS BBIPAKEHHEM, KOTOPOE

MOXET OBbITh C(POPMHUPOBAHO C TMOMOUIBIO TOCTPOUTENS BBIpOKEHHH. [locmpoumens BBI3BIBACTCS

MPaBOM KHOMKOM MBIIIHN U3 KOHTEKCTHOTO MEHIO B CTPOKe Ycnosue ombopa (Puc.124).

Cotpyarman

Wmn

Crpana

3 Cotpyarmkn®@unstpl

-

¥ KoaCotpyaHmia
@ammana

OaraPoxaenna
Aonxrocre

Mone:
CopTmpoBca:
Yenoswe otéopa:
nan:

DaMHUANA

AaraPoxaeHna

(_;'] Mamennte GuasTp
N\ Docrpoms..,

<4 Macwraé..

Pucynox 124. Bvi306 okHa nocmpoumeins 8blpadcenut
Ha Puc.125 npuBeneH Buj MOCTPOUTENS BBIPAKEHHH W (QHUIBTP, MOCTPOSHHBIH C €ro

MOMOIIIBI0. DTOT (WIBTP BBIBOJUT CIUCOK BCEX COTPYAHMKOB U3 Tabmuubl CompyOoHuxu, KOMY Ha

JTAHHBIIA MOMEHT OoJbie 50 Jer.
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MocTpouTtens BbipaxeHun

!

BseauTe BbipaXeHre ANK ONPEAENEHNA BoINMCNREMOro NONS 33NPOCa:
(NpurMeps! BoipaxeHwi sxmoyaioT [nonel] + [none2] u [nonel] < 5)
'Year(Date()-Year([Cotpyarswu]! [aTaPoxaerus]) >50f

<< MeHbie
SneMeHTbl BbIpaXKEeHUA KaTeropmu BoipaxeHui 3HaYEHUA BbIPAXKEeHWIN

3] 3anpoc2 - || <Bce> ~ | |MonthName -
[J @ DYHKLIM ba3sa aaHHbIX —| | Now
"8 i | FEHES | [7me"

@) praktika_2mon_20 | =|| | Maremamirecme Time$

(£ BeS-chyxbei Oﬁpaﬁonca owmbok Timer s
@-(&h] praktka_2 mos_2010.n TimeSerial
B KomcranTen l'lo no.nn-toxcecmy TimeValue .
i B < Weekday
e = Bl rboeepxa Weekda
< i | v ||coobuerms - | I — -

|| Year(date)
BosspawaeT 3HadeHne Tuna Variant of Integer, coaepxauwee uenoe Wcno,
COOTBETCTBYIOWEE roay.

Pucynox 125. Ilpumep nocmpoenus evipadicenus 6 Kauecmee yCciosus omoopa

3AJJAHHE 1

Ckomnupyiite Ha nuck Praktika 2.mdb u3 ykazanHoii ipenogaBaTesieM Nanku.

Jia tabmun KJIIMEHTBI, ITOCTABIHIUKHW, COTPY/IHUKH, TUIIBI TOBAPOB, TOBAPLI,

3AKA3bI 3anaiiTe KIr0O4eBbIE MO, OTKPBIB TAONIHUIY B pexkume Korcmpykmopa.

MMEIOIIHMECs TaOIUIIBI M YCTAHOBUTE CBS3U MEXIY TaOJIHMIIaMHU COTJIacCHO 00pasIry:

— e .

Otxkpotite okHO Cxema Oauuwbix Ha BKIanke Paboma ¢ 6aszamu OanHbiX, 10OABTE B HETO BCE
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LieHa
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Crwaka
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HasgaHue

CrpaHa e
il e T 1 3akaskl
oo ¥ttt s 7 Kop3akaza s KnuexTsl
HawmeHagaHue e — e 1 _W
= PR A e = KaaCatpyanuks — HasgaHue
ey CoTtpyaHuks _/_ Jatalakasa i CTpaHa
LLEﬂé_HM:M # Ko,qcorpy,anKEA| L ﬂaTab“IcnonHem gﬂpec
Tnnkl_ToB3pos | DAMANMA Hmquﬁmv TE_AMLO
5 K_o,anna 1 —_ Wma L assatmeKnuer
Kateropua JataPoxgeHua =
OnueaHue AomkHocTe
CTpaHa |
| Aspec M

Pucynox 126. Cozoanue ceésseti medicoy mabauyamu 6 oxne Cxema OaHHbIX

4. CoxpaHuTe pe3yabTar padoTHI.

3AJTAHHE 2

Hcnonb3ys paciMpeHHbli GUIbTp, BHIIOIHUTE MyHKTHI 1-5.

Buumanue! Pesynbrar padorhl Kaxkaoro ¢puibTpa coXpaHuTe KaK 3alpoc MOJ HUMEHeM,

YKa3aHHBIM B CKOOKaX.

[Ipu BeIMOTHEHWW 3aJaHMsl TPUMEHSNUTE TOCTpOUTENbh BbipakeHnid (GpyHkiuu YEAR(),

DATE()), onepaTopsl CpaBHEHHS

l.
2.

Bri6pats B Tabnuue COTPY JIHUKU Bcex poccuiickux meHemxkepos. (Puibtpl)

Bri6epute B Tabimmne 3AKA3bBI Bce 3aka3bl, KoTOphie ObUTH HCTIONHEHBI B 1995 rony. (Punbtp2) .
Hcnonp3yiiTe moctpouTenb BeipaxeHui u GpyHkuno Y EAR().

Bribepure B Tabmuue 3AKA3bI Bce 3aka3bl, UCIONHEHHBIE MO3XKe, yeM depe3 30 nHeil mocne
pasmerenus. (OunbTp3)

Briopats B Tabmune COTPYIHUKU Bcex 3apyOekHBIX COTPYIHHKOB, KOTOphIe crapiie 40 Jer.
(®unbTp4) . Cm. mpuMep B «JISKIUAX 1O 3aHATHION

Bribepure B Tabnuie 3AKA3DI Bce 3aka3bl, KOTOpble OBLIM HCIIOJHEHBI paHee, 4YeM OHH ObLTN
pa3merneHsl. (PubTpS)

PesynbTar paboThl MOKaXHUTE MPENoJaBaTelNIo.
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M KOHTPO./IbHBIE BOIIPOChHI

1. KaxoBo HazHaueHue GUIBTPOB?

2. OxapakTepu3yiTe ciaeayoume BUAbl GUIbTPOB: GUIBTP MO BHIICICHHOMY, OOBIYHBIN QUIBLTD,
pacUIMpeHHBIN QIIBTP.

3. Kak B pacmmpenHoM QMIBTpE 3a1aTh HECKOJIBKO YCIOBHHA 0TOOpa?

4. Kak MOKHO COXpaHHUTh Pe3y/IbTaT padoThl GpuibTpa?

5. Jns gero ucnons3yercs [locmpoumens svipasxcenuti? Onummre okHO [locmpoumens evbipascenui.

140



INPAKTUKYM 3. Co3xanue 3anipocoB

KPATKAA CIIPABKA

3anpochl SBISIOTCS OJHUM M3 OCHOBHBIX WHCTPYMEHTOB BBIOOPKHM 3amuceil, OOHOBJIEHHUS
TabnuIl 1 00paboTku Tabnuil B 0a3ax MaHHBIX. Pe3yiapTaT BBIMOIHEHUS 3ampoca — 3TO HOBas, Yallle
BCEro BpeMeHHasi TablnIla, KOTopas CYIIECTBYET J0 3aKphITHs 3ampoca. CTpyKTypa Takol TaOIUIlbI
OTIpe/IeNIIeTCS. BHIOPAHHBIMU W3 OJHOM WM HECKOJBKUX TaOJIHIl MOJSIMH. 3amucu (OPMUPYIOTCS
nyreM OOBEAMHEHUsS  3alMCced  yJ4acTBYIONIMX B 3ampoce Tabmui.  YcioBus — orOopa,
chopMylIMpOBaHHBIE B 3ampoce, MO3BOJIAIOT (HUIBTPOBATH 3alMCH, COCTABISIOLUIUE PpE3yIbTaT
00beqUHEHNS TA0IHULI.

[Ipocreiimue 3ampockl MOTYT OBITH CO3[aHbI C MOMOIIbI0 Mactepa. JIroboil 3ampoc MOXKHO
co3laTh UM B pexXHME KOHCTpykTopa. KoHCTpykTOp mpeacraBisieT yAoOHOe Al MOJIb30BaTels
nIranaoroBoe rpaduueckoe cpeacTBo GopMupoBanus 3ampoca mo oopasimy — QBE (Query By Example),

C TIOMONIBEO KOTOPOTO MOXKET OBITH IIOCTPOCH CIIOKHBIN 3aIpOC.

Macrepa co3aaHus 3alIpOCOB

[Ipocreiimume 3anpochkl MOKHO CO3/1aTh ¢ OMOIILI0 MacTepoB Access. C MOMOIIBIO MacTepa
MO>HO CO3/1aTh:

® TPOCTOIi 3aIpOC Ha BEIOOPKY;

® [IEPEKPECTHBIN 3aIpoc;

® 3ampoc A MOMCKA MOBTOPSIOIIMXCS 3amucedl (3amuceil ¢ MOBTOPSIOIIMMUCS 3alUCAMU B
MOJISIX );

®  3ampoc Js MOMCKA 3alMuCceil, He UMEIOUINX MO JYMHEHHBIX.

Macrtep 3ampocoB YCKOpsSET MpOLECC CO3JaHUs 3alpoca, AaBTOMAaTUYECKH BBIITOJIHSSA
MEPBOHAYAJIBHBIE MTPOCTEUIINE AEHUCTBUS MO €ro NOATOTOBKE. BBI3BaHHBIN MacTep 3alpalluBacT y
MOJIb30BaTENsl CBEJCHUS M CO3JIaeT 3alpoCc HAa OCHOBE €ro OTBETOB. lIpm HEOOXOAMMOCTH MOXKHO
OTPEIAKTUPOBATH 3aIIPOC B PEKUME KOHCTPYKTOPA.

3aMeTHhM, 4TO 3ampoc JJIA TOMCKa MOBTOPSIONIMXCS 3allMCE U 3alpoc IS MTOMCKa 3alucel, He

HMCIOIUX MOAYUHCHHBIX, ABJIAIOTCA 3JICMCHTAPHBIMHA 3alIpOCaAMH1 Ha BBIGOpKy.

Macrepa 3anpocoB Ha BHIOOPKY

[Ipu co3maHuM IPOCTOTO 3ampoca Ha BRIOOPKY MacTep MPeaoCTaBiIsIeT BO3MOXKHOCTb BBIOPATh
IOJIS1 M3 B3aUMOCBSI3aHHBIX TAaOJUI] U 3arpocoB. [IpudyeM B moAroToBIeHHOM OTaHKe HE POPMHUPYIOTCS

yCJ10BUMA 0T60pa N  BBIYUCIACMBIC II0JIA. EI[I/IHCTBGHHOG, 94TO MOXKCET cAejIaTb MacCcTep — I3TO
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MOJTOTOBUTH UTOTOBBIN 3alpOC, CTPYNIUPOBAB 3aIIMCH U MOJICYUTAB JJISl TUX TPYIII CyMMY, Cpe/IHEe

3HA4YCHUE, MAKCUMYM, MUHUMYM U YMCJIO 3alIUCEU B IPYIIIIE.

MacTep nepekpecTHbIX 3a1POCOB

B nepekpectHoM 3amnpoce mMactep GopMHpyeT Taliuily, B KOTOPOH JIEBBIH cTosben obpa3yer
3arojIOBKM CTPOK M3 3HAYEHWW OJHOTO TOJsI, BEPXHsS CTpOKa OOpa3zyeT 3arojoBKH CTOJIOIOB U3
3HAQUEHHWH JPYroro IOJsl, a Ha TMEePECeUYeHHH CTPOK W CTOJIOIOB pa3MENIAlOTCsl UTOTOBHIE 3HAUCHHS,
BBIYMCIICHHBIE 10 3HAYCHHSAM TpeThero mnomsd. /[l moiydeHHsT WTOTOBBIX 3HAYEHHH 3alHCcCH
TPYNIUPYIOTCS 1O MOJISM, UCIIOIB3YEMbIM B KQUECTBE 3ar0JIOBKOB CTPOK M CTOJIOLIOB, M JUIsl 3HAUCHHH

TPETHETO MOJIA B MOJYUCHHBIX I'pyIax 3anucen MNPUMCHACTCA OAHA U3 BbIGpaHHBIX CTaTUCTUYCCKUX

GyHKIIHA.

Co3nanue 3anpoca B pe;xuMe KOHCTPYKTOPa
OKHO KOHCTPYKTOpa 3allpoCOB Pa3/eliCeHO Ha JBE MaHend. BepXHss maHelb COACPKHUT CXEMY
JMaHHBIX 3ampoca, KOTopas BKJIIOYAaeT BbIOpaHHBIE JJIsl TaHHOTO 3ampoca Tabmuibl. HukHss maHenb
sBIsIETCs OJ1TaHKOM 3ampoca 1Mo oopasiy — QBE, koTopsbIit HE00X0IMMO 3aITOTHUTE.
[Tpu 3amonHeHnK O61aHKa 3ampoca:
e B cTpoky /lone BKIIIOYAIOTCSA UMEHA UCIIOIB3YEMBIX B 3aMPOCE MOJIEH.
e B ctpoke Copmuposka BEIOUpAETCS TIOPSIOK COPTUPOBKH 3aMUCEH pe3ybTaTa.
e B crpoke Bwvi60o0 Ha 3kpan ycTaHABIMBAIOTCSA (DIAXKH AJSl MOJIEH, KOTOPbIE JOJKHBI OBbITH
BKJIIOUEHBI B PE3YJIbTUPYIOILYIO TaOIHILy.
e B cTpoke Vcrosue ombopa 3amarotcs yeiaoBusi 0TOOpa 3arucei.

e B cTtpoxe Mau 3amatoTcs aabTepHATUBHBI YCIOBUS 0TOOpa 3amucei.

YcaoBus oTdéopa 3anucei

VYcnoBueM 0TOOpa SIBISETCS BBIPAKEHUE, KOTOPOE COCTOUT M3 ONEpPaTopoB CPAaBHEHUS WU
OTIePaH/IOB.

OneparopaMu CpaBHEHHSI M JIOTHYECKMMHU OIE€paTOpaMHu, HCIOJIb30BAaHUE KOTOPBIX
JIOMYCKAETCsl B BBIPAKECHUU YCIOBUS 0TOOPA, SIBISIOTCS:

=, <, >, <>, <=, >=, Between, In, Like, And, Or, Not.

Ecnu BeIpa)keHHE B YCIOBHHM OTOOpa HE COJEPKUT Omeparopa, TO IO YMOJIYAHHUIO
UCIIOJIb3YETCS ONepaTop =.

TexkcToBble 3HAYEHMSI, €CIM OHHM COZAepXkaT MPOoOeNbl WM 3HAKU IMPENUHAHUS, BBOISTCS B
MBOMHBIX KaBblYKax. Jlomyckaercs HCHOIb30BaHHWE OMNEPAaTOpOB MmIabioHa — 3Be3gouka (*) u

BOIIPOCUTEIIbHBIN 3HAK (7).
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Omnepartop Between MO3BOJSIET 3a]1aTh MHTEPBAJ JIJIsl YUCIOBOTO 3HAYESHHUSI U JaTHl :

Between 10 And 100 — 3amaet uatepsan ot 10 mo 100

Between #01.01.1997# And #31.12.1997# — 3anaet unTepBai aar.

Omnepartop /n TO3BOJIAET BBHIMOJHUTEL MPOBEPKY HAa PABEHCTBO JIIOOOMY 3HAYEHHIO U3 CIHCKa,
KOTOPBIi 3a/1a€TCs B KPYIJIBIX CKOOKaX:

In("Marematuxu";"Uadopmaruku";"Ucropun")

Omneparop Like mMo3BOMSIET UCTIONB30BATh O00PA3Ibl, UCIIOJIB3YIONUE CUMBOJIBI MIA0JI0OHA, TIPH
MOMCKE B TEKCTOBBIX MOJISX:

Like "MBanos*"

CdopmupoBaTh ycinoBue 0TOOpa MOKHO C IMOMOIINBIO MOCTpOUTeNs BbipaxeHui. [lepeiitu B
OKHO [locmpoumens @vipadcenuti ~ MOXKHO KHONKOW [locmpoums Ha TaHENIU HWHCTPYMEHTOB

KOHCTPYKTOpa WX BbIOpaB koMaHay Ilocmpoums B KOHTEKCTHO-3aBUCUMOM MEHIO.

Beruncisiembie noJst

B 3anpoce Hax monsiMu MOTYT NMPOU3BOAUTCS BbIUMCIEHUS. Pe3ynbTaT BeIUUCIEHUS 00pa3zyeT
BbIUKCIIsieMOe Tojie B Tabmuie 3ampoca. [Ipm KaXaoM BBINOJIHEHHWH 3ampoca MPOU3BOAUTCS
BBIUMCJIEHUE C UCIIOJIb30BAaHUEM TEKYIIIUX 3HAYEHUH TOJIEH.

Bripaxkenue BBoAuTCs B OJIaHK 3ampoca B mycroe mnoje cTpoku [lone. Ilocne mepemerieHus
Kypcopa B JApyroe TMmoje Tepel BbIpaXEHHMEM B 3TOM IIOJie CTPOKHU [00aBisieTcss UMsS MO
BuipascenueN. N — 1ienoe 4ncio, yBeInYUBaOIIEecs Ha UHUILY I KaXA0T0 HOBOTO CO3aBa€MOI0
BBIYMCIIIEMOTrO 10JIA B 3anpoce. Hanpumep:

Bripaxxenuel: [[Ipuxox]-[Pacxox]*0.1

VmMsi BBIYMCISIEMOTO TOJISI MOXKHO U3MEHHUTh HEMOCPEICTBEHHO B OJaHKe 3ampoca, UM BbI3BaB
okHO Ceoticmea no/isi U yka3aB B CTpoke [100nuce nosis, HOBOE UMSI.

Jlis  (GopMHUpOBaHUS CIOKHOTO BBIPAXEHHS IEIeCO00pa3HO HCIOIb30BaTh MOCTPOUTEND
BBIPAKCHU.

Ha Puc.127 npuBeneH npumep 3amnpoca ¢ BBIUUCISIEMBIM IIOJIEM U YCIIOBHEM OTOOpa IO €ro

3HA4YCHHUIO.
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gzt Janpoc] : sanpoc Ha BfopKY =] 3
-

Mane: | P NEE. YA CHl Bripasenuel: [Mpegrer]) [HACHI]-[Npe =
Hraa Tadamuer: |Mpearae | Mpegraet Mpearen b
CopTHpOEK.a:
Brigog Ha 3kpaH:
Henogue ordopa:; <0
HAL: _l_*|
4 | ;

Pucynox 127. Okno 3anpoca c 8oluucisieMblm noiem

HUcnosab30BaHue rPyNIoOBLIX ONlEPAUA B 3ampoce

I'pynmnoBele onepanuu Mo3BOJISIOT BBIASINUTH TPYIIIBI 3alIUCEN C OJMHAKOBBIMY 3HAUEHUSIMU B
yKa3aHHBIX MOJSX M MCIIONB30BaTh Ul ATUX TPYNIl OJHY M3 CTaTUCTHYeckuX (yHKuuid. B Access
MPElyCMOTPEHBI I€BSITh CTATUCTUUECKUX (YHKITUIL:

Sum — cymma 3Ha4eHU HEKOTOPOTO MOJISl JIs TPYIIIbI,

Avg — cpefHee OT BCEX 3HAYEHMH 110JIs B IPYIIIIE;

Max, Min — MakcCuMalbHOE, MUHUMAJIbHOE 3HAYEHUE TIOJISI B TPYIIIIE;

Count — yucJIO 3HaUYEHUH TIOJISI B TPyIIIe 0e3 ydeTa MyCThIX 3HAYCHUH;

StDev — cpeaHekBagpaTUYHOE OTKJIIOHEHUE OT CPEIHErO 3HAUYECHHUSI M10JIS B TPYIIIIE;

Var — qucnepcus 3Ha4eHU 110JIs B TPYIIIIE;

First, Last — 3HaueHue epBOi U MOCIEeTHEN 3aTTUCH B TPYIIIIE.

Jlia cosznmanusi 3ampoca C UCHOJIb30BaHMEM TPYMIOBBIX oOlepamnuil ¢popMupyeTcs: 3amnpoc Ha
BbIOOpKY. B OnaHk 3ampoca BKIIOYAIOTCS MOJsI, MO KOTOPHIM HYXHO MPOU3BECTH TPYIIUPOBKY, U
0JI51, IO KOTOPBIM CJIEYET IPOU3BECTH CTATUCTUUECKHUE UCCIIEIOBAHUS.

[Tocne sToro BeImosiHsAETCSI KOMaHaa Buo, I pynnosvie onepayuy Uav Ha TaHETH HHCTPYMEHTOB
KOHCTPYKTOpa Ha)KUMaeTcsl KHONKa [ pynnosvie onepayuu. (2).

Ha Puc.128 npuBeneH npumep 3arpoca ¢ 0OJHOBPEMEHHBIM HCIIOIb30BAaHUEM JIBYX I'PYNIIOBBIX

OTIEpAIIM | TTOJIEM, BBEJICHHBIM JIJISI ONIPEICIICHUs YCIOBHsI OTOOpa 3amuceil.
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= 3anpocl : sanpoc Ha BuiGopky H=]E3 I

-

Mone: | wr HC neann neann
WA Tabauuer | Cryaent CryaeHr Cryaenr Cryaent
T'pynnosan onepauma’ | Tpunnuposr | Count] =] 4va Yenosue
Copruposra: | Max -
Beieog Ha 3kpaH; ] 2] ]
Ycnosue otGopa: StDev >45
A Var -
S ) First C '_I
Last
Bripametiie
Yenoeue 5

Pucynox 128. Ilpumep 3anpoca ¢ epynnosvimu onepayusamu

ITapameTpsl 3anipoca

IIpu pemieHMH TPAKTUYECKUX 3a1ad MOJIb30BATENb JOJDKEH HMMETh BO3MOYKHOCTH BBOIUTH
3HA4YeHHUs TOJsI B JMAJIOrOBOM PEKUME B MPOIECcCe BBINOIHEHHUs 3ampoca. st 3Toro HeoOxoamumo
ONpENEIUTh apaMeTp 3ampoca.

Wmsi mapameTpa 3ampoca MOXKET 3a/1aBaThCsl HEMOCPEACTBEHHO B IOJie YClIOBHE OTOOpa B
KBaJpaTHBIX CKoOKax. [IpyM BBINOJIHEHMH 3ampoca 3TO UMs MOSIBUTHCS B JHAJIOTOBOM OKHE Bsedume
3HaueHue napamempa.

[TapameTpsl 3ampoca MOTYT MCIOJB30BaHbI HE TOJBKO ISl OTOOpa MO 3HAYEHUIO MOJs, HO U
JUIS BBOJA 3HAYEHMsI ONEpaHAa B BBIPAKEHUSAX YCIOBUI OTOOpa WIIM BBIYHMCIsAEMBbIX moieil. Ha
Puc.129 B ycnoBun or6opa ucnonb3yercst GyHKIUsS Year, KOTopasi BblIENseT roq u3 aatel. [lapamerp
3anpoca — [['ox poxneHusi| GpuUrypupyer Kak BEIUYHHA, ¢ KOTOPON CpaBHUBACTCS 3HAYCHHUE JAHHOW
byHKIHIH.

Ecnu B 3ampoc BBOAUTCS HECKOJBKO IAapaMETpPOB, TO MOPSJAOK HMX BBOJA ONpPEAENAETCS

MOPSITKOM PACIIOJIOKEHHUS TOJIeH ¢ mapaMeTpaMu B OJIaHKe 3ampoca.

gz Janpoc] : sanpoc Ha BmOopKY M=l B

3‘

BeenuTe 3HAYEHHE NAPaAMETPa Ei

o4 posAEHHA
{1378]

: 0K I OTHEHA

Mane: | K0 JATAP
Mra Tatiamuer | Crygent | Crugent
COpTHPOEK.E;
BrIEOa Ha 3kpaH:
Hecnogqe oThopa: Year [ [Crygeqr]I[OATAP] | <[Moa posaeHuA]
ik -
L | 2

Pucynox 129. I[Ipumep 3anpoca ¢ napamempom
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3ajaHue THIIA JaHHBIX VISl apaMeTpa.

Access MO0 YMOJTYaHWIO Ha3HA4aeT sl mapamMerpa TEKCTOBBIM THI JaHHbIX. Eciam mapamerp
3aJlaeT yCJIOBHE OTOOpa M3 MOJI C YMCIOBBIM THUIIOM JAaHHBIX WJIM THIIOM JaHHBIX THUIIA JaTa/Bpems,
1esiecoo0pa3Ho Ha3HAYUTH TUIN JaHHBIX, BBOJUMBIX B IMAJIOrOBOE OKHO BBOJA 3HAUEHUH MapaMmeTpa.
st 3TOro B pekuMe KOHCTPYKTOpa BblOMpaeTcsi koMaHaa 3anpoc, Ilapamempsi. B OTKpBIBIIEMCS
okHe [lapamempwvl 3anpoca BBeOUTE UMS T[apaMmeTpa, OIYCTHB KBajapaTHble CKOOku. B
pacKphIBaromeMcs Ciucke Tun oanHblx BeIOepUTE TpeOyeMblil opmMar.

B psane ciydaeB miid nmapaMmerpa HY»KHO ONPENENIMT TUIl JaHHBIX. Tak, MEepeKpecTHBIN 3a1poc
He OyneT paboTaTh, €ciy Ui apaMeTpa He OINpeesieH THII JaHHBIX, Jake €CITM OH UMEET TeKCTOBBIN

dbopmar.

3anpoc Ha 00OHOBJIEHHE

Jlyiss OOHOBIIGHUSI NTAaHHBIX B TOJSX 0a30BBIX TAOMUI] MOXKET OBITh WCIOJIB30BaH 3ampoc Ha
oOHOBiieHHE. V3MeHeHusi BHOCSTCS B TPYIIY 3amuceil, OTOMpaeMbIX C MOMOIIBI0 YKa3aHHBIX
M0JIb30BaTENEM YCIOBUN 0TOOpa. 3HaueHHe JIUIsl U3MEHEHH B MOJISX OMPEENIIoTCs B OJaHKe 3arpoca
Obnosnenue.

YroObl co3aTh 3ampoc Ha OOHOBJIEHHE, HEOOXOIUMO CHayaja CO3/aTh 3alpoc Ha BBIOOPKY,
KOTOpBIi 3aTeM npeodpa3yeTcs B OKHE KOHCTPYKTOpa 3alpocoB B 3aIIpoc Ha 0OHOBJIEHUE MTPHU BbIOOpE
kHONKU OOHos1eHue Ha BKIanke Paboma c 3anpocamu, Koncmpykmop. ITlociie BBITOTHEHUS ATOM

KOMaH/Ibl B OJITaHKE 3arpoca nosiBiseTcs ctpoka Oonosnenue.(cm. Puc.130)

g=F Zanpocl : sanpoc Ha OSHOEAEHHE = =]
5
:
Kog,_rtoeapa - :
HanmeHOE aHrE i z
LieHa Koa_toBapa
OT Yy #eHD
LeHa_en,
_CTDMMDCTb
| _>I_I
OfHOE N ABMOE NONE Mone ana ycnoema oTGops
Mane: | CroumvocTs Kog_Tosapa =
Mraa TagnuuEr | OTrpyera Toeap i
OdnoeneHve: | [Uena)[0Trpytenn)
Yenoeuwe oTtopa: [EeeauTe Koo ToBapa)
(FRy -
4 *
Brlpa#eHHe onpetenaeT MNapameTy SaNpocs ONPeLenasT

HOBOE 3HAYEHME NoNA CTOMMOCTE  YCNoEMe 0TG0pa 00HO B NASMEDX
FANMCEN

Pucynox 130. Ilpumep 3anpoca na obnosneHue

3AJJAHHE 1
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1. Cxommpyiite Ha auck H: daiin Praktika 4.mdb u3 ykazanHoi# npemnogaBareneM mamnkH.

2. Ha npumepe mpemioxeHHOW 0a3bl JaHHBIX CO3JIAalTe 3ampochl: Ha BEIOOPKY, Ha OOHOBIICHHE,
NIEPEKPECTHBIN, ¢ mapaMmerpoM. CoxXpaHUTE KaXKIblil 3ampoc IOJ HMEHEM, YKa3aHHBIM C
CKOOKax.

2.1.Co3maiite 3ampoc ¢ momoriblo Macmepa o ToBapax. MHbopmaruio npeacTaBuTh B BUJE:
Ha3BaHME TOBapa, KaTEropusi TOBapa, Ha3BaHME MOCTABIIMKA U ajpec nocraBuivka. (3ampocl).

2.2.CoznaTh 3amnpoc, OTOMparoImuil 5 caMbIX JemeBbIX ToBapoB (3ampoc2). Mcnonb3yiiTe KHONKY
Habop 3umauenuii B pexuMe KOHCTPYKTOpa 3ampocoB i OTOOpa HYKHOTO KOJUYECTBa
TOBapa.

2.3.Co3nath 3ampoc, OTOMparoIIHii TOBapkl, lIeHa KOTOPBIX JIEXKHUT B quana3zone ot 10 mo 15 pyo.
OT0o0pa3uTh Ha3BaHME TOBapa, I[EHYy W CTpaHy mocTaBmuka ToBapa (3ampoc3). Ilpu
BBITMIOJTHEHUH 33/1aHUS UCTIONIB30BaTh QYHKIUIO Between.

2.4.BpIBeCTH CTOMMOCTH JOCTaBKH ISl KJIMEHTOB, Ha3BaHMsI KOTOPBIX HauyMHAIOTCS HAa OykBYy T
(pycckas packiaaka KinaBuatypsl) (3anpoc4).

2.5.Co3paiite ¢ momoiplo Macmepa 3anpoc O IOCTaBLIMKaX, YbM TOBAapbl €CTh B IPOJAXKE.
Hudopmarninio npeacTaBuTh B BUJE: Ha3BaHUE MOCTABLINKA, CTPaHa, KaTErOpHs OCTaBISEMBbIX
UM TOBAapOB, KOJWMYECTBO HAWMMEHOBAHHMM TOBapa I Kakaoro moctaBiiuka.(3ampocs). Js
[OJICYETa KOJIMYECTBA HAaMMEHOBAHMM TOBapa IO Ka)XJIOMy IIOCTaBIIMKY Ha BTOPOM IlIare
paboTel Macmepa yka3aTb BUJ 3alpOCa - UMO206bill, U BKIIOYUTH (Guaxok [loocuem uucna
3anuceu.

2.6.Cozmaiite ¢ momombio Macmepa 3anpoc o coTpyaHukax. Mudopmariuio nmpeacTaBuTh B BUIE:
(damunusi, DOKHOCTh U KOJMYECTBO O(GOPMIIEHHBIX COTPYAHHMKOM 3aka3oB.(3ampoc6). s
MoJcueTa KOJMYECTBa O(OPMIICHHBIX COTPYAHHKOM 3aKa30B Ha BTOPOM IIare paboThI
Macmepa yxa3zaTh BUJ 3a1IpOca - umo2oe6ulil, i BKIOUNTh (Braxxok [loocuem uucna 3anucei.

2.7.Co3nmaiite ¢ momoielo Macmepa 3anpoc o 3akazax. MHpopManmio mpeacTaBuTh B BUAC: KO
3aKa3za, (paMHIMs COTPYAHUKA, OPOPMHUBIIETO 3aKa3, Ha3BaHUE KIMEHTA, CyMMapHas CKUIKa,
MOJIydeHHasi 1Mo ToBapaM 3aka3za.(3ampoc7). [ns BbIYUCIEHUS CyMMapHON CKUAKU 1O BCEM
TOBapaM Ha BTOpOM miare paboTel Macmepa yKa3aTh BH] 3aIllpoca - Umo2oeblii, U yKas3aTb,
KaKHe UTOTOBbIe 3HAU€HHUsI HEOOXOJUMO BHIYUCITUTD.

2.8.Ilo BBeneHHOMY c KiaBUaTyphl roay (B ¢gopmare YYYY), BBIBECTH CBEOCHHS O 3aKa3ax C
yKazaHueM (paMUIINU COTPYIHUKA, Ha3BaHUS KIIMEHTA, Koja 3aka3a. (3ampocy).

2.9.11o BBeneHHOM C KIaBUATYPHl (haMHIIMA COTPYIHUKA, BBIBECTH €T0 JOHKHOCTh U CYMMapHYO

CTOMMOCTH 3aKa30B, 0popMIICHHBIX UM. (3ampoc9).
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2.10. Ilo BBeAeHHOMY C KJaBHATypbl HAa3BAaHUIO CTPAHBI-IOCTABIIMKA, BHIBECTH Ha3BaHUS
IIOCTABILIMKOB M3 ITON CTpaHbl, KOJIMYECTBO HAMMEHOBAHUI TOBapa sl Ka)KAOr0 MOCTaBIIMKA.
(3ampocl0).

2.11. Ilo BBeOEHHOMY C KJIaBUATyphl HA3BAaHHMIO TOCTABUIMKA BBIBECTH HAWMEHOBAHUS
MTOCTaBJIsIEMbIX UM TOBAPOB, CAMHUILY U3MEPEHHS, 1eHy. (3ampocl1).

2.12.  Co3zpaiite 3ampoc Ha OOHOBJIEHHE: NPU BBOJE Ha3BaHHS (PUPMBI-MIOCTABIIMKA IIEHA
€IMHHUILIBI TOBapa yBEIMUNBAETCS HA BBEACHHOE KOJIMUECTBO MIPOLIEHTOB. (3amnpocl?2).

2.13.  Co3zpaiite 3ampoc Ha OOHOBJIEHHE: MPH BBOJE Ha3BaHUS (UPMBI-KIMEHTa CTOMMOCTH
JIOCTaBKH BCEX 3aKa30B YMEHBINIACTCS Ha BBeJACHHOE uncio pyomei. (3ampocl3).

2.14. BelBecTu cBeneHHs O 3aka3ax 3a BTopoe moayrogue 1996 roma ¢ ykaszaHuem JaThbl
3aKa3a, Ha3BaHUs KJIUEHTA U 00IIel cTOMMOCTH 3aka3a 0e3 ydera ckuaok. (3ampocl4).

2.15. BeIBectu cBeleHHsS O TOBapax, KOTOphIE MpojaBaiuch B 1996 rogy B oObeMe CBBIIIE
500 en. ¢ ykazaHMeM HAaMMEHOBAHUS TOBapa, (PUPMBI-TIOCTABIIHMKA, CTPAHBI-TPOU3BOIUTEIS.
(3ampocl5).

2.16. BoIBecTu cBeleHUS O KIMEHTAaX, KOTOpBIC clenanu Ooliee 3-X 3aKa30B C yKa3aHUEM
Ha3BaHUs (PUPMBI, CTPAHBI U KOJIMYECTBA 3aKa30B JaHHOTO KiaueHTa. (3ampocl6).

2.17.  Co3zpaiiTe mepekpecTHbBIN 3ampoc 1o oopasity (3ampocl?).

= Janpoclleper2 : nepexpecTHui sanpoc M=l E3
CotpyaHu| CpeaHAA cT-Tb goct| [epuaHua
|| Meiweme .
| [KowkmH 125 00p. 160 00p.
| ¥ | Bynmn, 100,00p.
Lledrent 215 00p. 215 00p.
NoskkuHz 110,00p.
[opunkM 145 00p.
iamma e o T 1
Zanuee: 4] 4 2| e | xE#] we 10 |
CpeOHAA CTOMMOCTE LOCTAEKM N0 BCEM CpeaHAA CTOMMOCTE
3aKazam, 0 OpMNEHHER COTRYIHMEOM DOCTAEKK N0 CTRAHE

Pucynox 131. Obpaszey nepekpecmnozo 3anpoca o 3adanus 2.17

2.18.  Co3zpaiiTe mepeKkpecTHBIN 3anpoc mo oopasimy (3ampocly).
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P amunualBecero Ha cymr| Mlepmadu| Mranua | Poccua | Ykpauda |PuHnaHous

=t Janpocllepexl] : nepexkpecTHHA 3anpoc =] E3

-

: [OpHAKKH 71 200.00p. 5710

| ¥ |KaTTanu 26 500.00p. 2F 800,00p.

|| KowkKH 74 790.00p. 2 790.000. 32 000,00p.

| [ MNoskkkHa 3 700.00p. 3 700.00p.

| | MelwkKHAa 24 780.00g 4 200.00p. |20 BE].00p.
Sanl:c_b.:_ _I: _.*. P I':I'il:i_ = T ar ac0 o

| |BoukKH 35 420.00p. 35 420.00p.

EynkmH 2 230.00p. 2 230,00p.
0,00

14100.00

e

3.

CyMMa ECEX oopMIeHHE o
ST SeTee YR BCEX ZAKAZ0E C KNMEHTAMM

M3 JaHHOH cThaHel (Bes AOcTaEEM)

Pucynox 132. Obpaszey nepekpecmnoco 3anpoca ons sadanus 2.18

Pe3ynbrar paboThl MOKaXKUTE MPETOAaBaTEIIIO.

M KOHTPO.J/IBHBIE BOIIPOChHI

1.

2
3.
4
5

Jns 9ero co3maroTest 3anpockl?

Kakue pexxumbl co3aHus 3aPOCOB CYIIECTBYIOT?

OnuiuTe OKHO MOCTPOUTEIS 3ampoca B pexxume Koncmpykmopa 3anpocog

Kakue oneparopbl cpaBHEHUS U JIOTHYECKUE OMEePaTOPhl UCTIONIB3YIOT B 3ampocax?
Kaxkue 3anucu 6yayT oToOpaHbl MpH 3aJaHUH CICAYIOIIETO YCIOBUS 0TOOpA 1O MO0

Dammmg: Like «*xuit»?

Kak ¢ nmomoursio oneparopa Between st Habopa 1aT, mpencTaBlIeHHBIX B (hopMaTe AJI.MM.IT,

0TOOpaTh TOJBKO T€, KOTOPBIE OTHOCSTCS K TPETheMy KBapTany roja?
Kakwue rpynmoBbie onepamnyy MOXHO UCIIOIb30BaTh B 3ampoce?
B gyeM ocoGeHHOCTB 3ampoca ¢ mapameTpom?

Kak B kauecTBe ycia0Bus 0TOOpA 3aaTh pacYeTHOE BhIpaKeHUE?
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ITPAKTUKYM 4. Co3xanue 0oT4€TOB

KPATKAA CIIPABKA

CpenctBa Access 1Mo pa3pabOTKE OTYETOB IMPEIHA3HAYCHBI JUIsi KOHCTPYHPOBAHUS MakeTa
0TYeTa, M0 KOTOPOMY MOKET OBITh OCYIIECTBIICH BBIBOJI JJAHHBIX B BHJE MEYATHOTO JOKYMEHTA. JTH
CpeICTBAa TMO3BOJISIIOT  CO3/1aBaThb OTYET CIOXKHOM  CTPYKTYphl, OOECIEeUMBaIONIEH  BBIBOJ
B3aUMOCBA3aHHBIX NAHHBIX W3 MHOI'UX TaGJ'II/ILI, HUX TPYHOIIUPOBKY U BBIYHUCJICHUA HAHHLIX. HpI/I 9TOM
MOTYT OBITh BBITTOJTHEHBI CaMbI€ BHICOKHE TPeOOBaHMS K O(OPMIICHUIO OTYETA.

OTueT MOXET CO3[aBaThCs B PEKHME MAcTepa WM B PEKUME KOHCTPYKTOpa OT4eToB. Bo
MHOTHX CIy4asx ynoOHO HCIOJIb30BaTh MacTepa oT4eToB. CO3MaHHBIA MacTEepOM OTYET MOXKHO

J0paboTaTh B peKUME KOHCTPYKTOpA.

OKHO KOHCTPYKTOpa O0TYeTa
Co3naHue ¥ N3MEHEHHE MaKeTa 0TYeTa OCYIIECTBIISICTCS B OKHE KOHCTPYKTOPA OTYETOB.
[Tpu co3nanum oTUeTa B peKUME KOHCTPYKTOpPA B OKHE NMEPBOHAYAIIBHO OTOOPaXKatOTCs ITyCThIE

paznensl otdera (cM. Puc.133).

-

Bl Orgerl o B E

| T O SRR R SN R S (R

‘ JEroN0E0K 0TYETa
BrieoguTcA TOABKO
= | ‘ ‘ ‘ B Hauane oT4eTa

& BepxXHWA KONOHTHTYA

BeisogMTCA B BEpXHEN YacTy
HaMO0M CTpaHMULBI

& DBNACTE AaHHBIX

7 CogepuT 3anmcu Tabnauuyb
10 ‘ WM 3anpoca

| #F HUKHWUA KOROHTHTYA

BoiBOaMTCA B HMHHEN UaCTK
HaMO40M CTPaHULB

# MpUMeEYSHIE OTYETA
- | ‘ ‘ ‘ .| BblEoauWTCA TOABKO
- - B HOHLLE2 OTUEeTa

Pucynox 133. Pazoenvt omuema

Hanuuue »TUX pa3nenoB W paszdena TPYNIUPOBKU 3aluceil, a Takke HMX yJaJeHHE WIH
BKJIIOUEHUE, OIpPEAEIAeTCS] KOMaHAaMU BKIAIKU HMHcmpymenmbl  KOHCMPYKMOpA Om4emos,

Koncmpyxkmop.

DJieMeHThI Pa3/ieJioB 0T4YeTa

B npouecce KOHCTpyHMpOBAaHUS pa3fenbl OTYETA 3AMOJHIIOTCA DJIEMEHTaMU B COOTBETCTBUU C

IIJIAHUPYEMBIM MAaKETOM OTYETA.
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ITonst ¢ HENMOBTOPAIOLUIMMUCS 3HAYEHUSMU pa3MelatoT B Obracmu OaHHbIX.
[long ¢ MOBTOPAIOIIMMUCS 3HAYEHMSIMHM, 110 KOTOPBIM IPOUCXOOUT TIPYNIHUPOBKA,

1esiecoo0pa3Ho pa3Melnarh B 3arojioBKe rpynmbl. [pynmupoBKY MOXKHO OCYIIECTBHTH C IOMOIIBIO

[Tpynnuposka |

KHOIIKU [ pynnuposka ' (HaxoauTCs B TpyIIe KHOMOK I pynnuposka u umoau) (Puc.134).
3 Koo knuerTa X |
3 [HazsaHue
E. CTpaqa
| Fpynnuposka, copruposKa M ul |,
IE MpynnipoBKa IIE".r|'.~a|-'|a.fX-T OTE_miuo siue il
S = 1 1 :|I
-l NobaeuTb rpy lobaenTb copTupoBky | =
. 5 BbipaeHme 7

Pucynox 134. Ilo0okHo @Kt04eHUs SPYRRUPOBKU U COPMUPOBKU 3anucell

OneMeHTaMHu pa3aciioB O0TUETa, KPOME moJyiei Ta6J'II/II_[ HJIN 3aIIPpOCOB, ABJIIAIOTCA TAKXKE TCKCTBI

MOANNCEN, KHOIKHU YIIPABIICHUS, INHUU, IPSIMOYTOJIbBHUKHY U T.JI.

Pa3smerienue nmoJiei u3 TadIuiy

Ecnu criucok moseil MCTOUHUKA HE OTKPBHIT, HAKMHUTE KHOIIKY /Jobasums nois Ha B TPYIIE
Cepsuc. Tleperamure MBIIBIO TOJ€ B HYXKHYIO O0JIaCTh OTYETa. Y CTAaHOBUTE HYXKHBIA mIpudT a7
3JIEMEHTOB, OTKOPPEKTHPYITE HOAIHUCH.

3amMeTnM, YTO MOAIMCH TaK)Ke€ MOXHO CO3/1aBaTh 3aHOBO, BOCIIOJIb30BABIIICH KHOITKOM MaHEIH

aj1eMeHTOB Haonuce.

BriiloyeHue BHIYMCJISIEMOTO MO

Jlnst co3maHusi BBIYUCIISIEMOTO TIOJSL MCIIONB3yeTcss KHomKa [lone W3 TPyHNbl Dnemermvl
VHpagienus, KOTopasi TI03BOJISIeT CPOPMUPOBATE dIeMeHT C80600Hb1l.

Jlanee HY»HO OTKpPBITh CBOMCTBa co3aaBaeMoro snemenTa (cMm. Puc 135) u na Bknaake Jauuvie
BBECTH B CTPOKY /JanHble HEOOXOAMMOE BhIpakeHUE (MOXHO BOCIIOJIB30BATHCS KHOIIKOW C CHMBOJIOM
MHOTOTOYHS JJIsl BBI30Ba OKHA [Tocmpoumens vipadicenuil). Ha Bkinagke Makem B pacKpbIBAIOIIEMCS
criucke @opmam nons BeiOMpaercs Tpedyemsbrii Gopmar. [Ipu HeoOXoAUMOCTH CenyeT BBHIOpaTh B

PACKPBIBAOIIEMCS CITUCKE Yucno decsamuynbix 3HAK08 HYXHYIO TOYHOCTb pacucTa.
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OxHo ceoicTE x
Tun BeigeneHHoro anemenTa: Mone

Monel2 -

| Maker | AaHHeie _Co&umal Apyrwne I Bee |

[aHHEe =[UeHa]*[Konnuecteo] [ )m=]
®Qopmar Tekcra O6bIYHBIN TeKCT

CyMMa € HAKONNEHMEM Oreyrcreyer

Macka se0aa

Aocryn Aa

Cmapr-Terun

Pucynox 135. Oxkno nacmpoiiku c8oticme 8bluUcaaemMo20 nois

I[06aBJ1e}me TeKymeﬁ AaThbl H HOMEpPa CTPaHUIbI

Jnst moGaBieHusT B OTYET TEKYIeH JaThl MOXKHO B Ka4eCTBE JTAHHBIX CBOOOJHOTO 3JIEMEHTA

Ilone 3anate Gpynkiuto NOW() 3 kateropuu /Jama/épems.

BbIBO HOMEPOB CTpaHUI] MOXKHO 331aTh, (POPMHPYS COOTBETCTBYIOIIEE BBIPAKEHHE B OKHE

CBOMCTB 110JIs1 Ha BKIaake /[anHnvie. Takoe BBIPAKEHUE MOKHO IOJYYUTh B IIOCTPOUTEIIE, OTKPBIB TAM

nanky Oowue 8vipasxceHus.

Pa3paboTka MHOroTa0JJMYHBIX OTYETOB

Hapsiny ¢ omHOTaOMUYHBIMU OT4eTaMu Access TIO3BOJISIET CO3/1aBaTh 00JIEe CIOXKHBIE OTYETHI,
o0ecmeunBaroe BEIBOI JAHHBIX U3 HECKOIBKHAX B3aMMOCBI3aHHBIX TAOJIHII.
MHOroTabINYHEIA OTYET MOKHO CO31aTh HECKOJILKUMU CIIOCOOAMH.

1) B pe:xume KOHCTPYKTOpa
a) Co3maTh OTYET Ha OCHOBE TJIABHOW TaOJHIIBI (MakeT B cmonbey)
b) Co3xgaTh OTUET HA OCHOBE IMOYMHCHHOM TaOIUILI (MaKeT Tabauumbiil)

BxmrounTh NOJUMHEHHBIA OTUYET B OCHOBHOM, BOCITOJIb30BABIINCH KHOIKOM ITaHEIN 3JIEMEHTOB

=0
=0
Iloouunennasn ¢hopma/omuem (HaXOaUTCSL B TPYINIE KHOTOK JieMeHmbl YnpasieHus), WiH,

MepeTanyuB UMs OJJUYMHEHHOTO OTYeTa U3 OKHA 0a3bl JAHHBIX B 00JIACTh JaHHBIX TJIABHOTO OTYETA.

P.S. Tlpu co3manum oT4YeTa TaKUM CIOCOOOM B KaXIOM M3 JBYX OTYETOB JOJIKHO
MPUCYTCTBOBATH OJUHAKOBOE I0JIe — ToJe cBA3U. OHO HEOOXOJUMO JJIsi KOPPEKTHON CBSI3U JaHHBIX.
BrniocnencTsuu B pexxume KOHCTPYKTOPA 3TO MOJIE MOKHO YIAJIUTh.

HOBTOp?IIOH_[aﬂCH YaCTbh NIOJYUHCHHOI'O OTYECTA IIEPEHOCUTCS B 00J1aCTh 3aroJIOBKA.

2) C noMoubI0O MacTEPa OTYETOB

a) BpiOpare TabmuIry, KoTOpas OyaeT 3armuceo0pa3yromniei, T.. OCHOBHBIM HCTOYHHUKOM JIaHHBIX.

b) BsiOpaTh 1O U3 TOTYNHEHHBIX TAOTHII.
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¢) Ha nocnenyromux marax paboTsl MacTepa BeIOpaTh BUJI IPYNIUPOBKU U COPTHPOBKU 3aMKCEH.

Pacyer uToros no rpymnme

UtoObl TIPOM3BECTH TIOJICYET HWTOTOBBIX 3HAYEHHH B COOTBETCTBHHM C 3aJaHHOW paHee
TPYNIUPOBKOM, UCTIONB3YeTCS KHONKA 2 Mmoeu. ... JIjis mojei B pacKpbIBaroIeMcsl ciucke X' Mmoeu

MOKHO  BBIOpAaTh  CTaTHUCTUYECKYI0 (YHKIMIO s TOJCYeTa UTOTOBBIX 3HAUYEHUH IO

CrpYIIIUPOBAaHHBIM CTPOKAM OTYETA.

34JTAHHUE

1. Cosznmatpb otyet ¢ nomotibio Macmepa (cM. Puc 136). B pexxume Koncmpyxkmopa npuBeCTH OTYET

K MPE3eHTa0EeTILHOMY BU]TY.
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KnueHTtbl

CrpanHa Hazeanue Kopg knueHTa Appec OrsercreeHHoe
nAUMuo
lepmanma
PrimaCompany PRICO MioHxeH, Lindenstr-12 HpuctvHa bepr
BlauerSee BLAUS MaHrerm, Farsterstr -57 XaHHa Mooc
Wranwna
PizzaCompany PIZCO Pum, Rossi 78 Kout Mapyenno
Poccuna
Pagyrallioke Paayr Camapa, yn. CoseTcuan, 24 NomeuHa TaTeAHa
TardyH3KCcnopT TAWSH Mocrea, CrmpHoe Oner
nep. JonronoyoHeR-12
CatypHllpo CATYM Kupoe, Nobeaw -152 Hoeuxoea Onkra
PocArpodxkcnopT POCAr CankT-Netepbypr, MyYenkuH JMuTpHiA
UentpaneHan -20
Hapycene HAPYC HenrBuHck, Maiickan-23 Hpyrnoea MapwA
YrpawHa
IucnoptCrap JKCTA Nuneur, OkpanHHan -358 UpiByna MaTteei
Bepemor BEPEM Nesoe, HernuHHaA 34 Cerko Mapwa
DuHNAHEWA
FinEctaco FINECT XenscuHKM, lakkonkatu- 34 kKO XaHoeH

18 mroHA 2015 1.

Crp.1mal

Pucynok 136. Obpazey omuema k 3adanuio 1
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2. Co3nath OTUET HAa OCHOBE 3ampoca ¢ noMouipto Macmepa. B pexxume Koncmpykmopa npuBeCTH

OTYET K MPE3CHTA0CIILHOMY BUTY.

3anp0c K 3aJaHUIO 2: IMpU BBOJIC HA3BAHU KIIMCHTA BbIAATh €T0 aApEC, CTpaHy, OTBETCTBCHHOC

JIMITO U KOJIMYECTBO CACIIAaHHBIX 3aKa30B.

3. Co3znmarh OTYET Ha OCHOBE JIBYX B3aMMOCBsI3aHHBIX Ta0ymil (cM. Puc.137). B pexxume

Koncmpyxmopa npuBecTH OTYET K MPE3eHTA0ETbHOMY BUITY.
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Kateropuu ToBapos

HKarteropua

Kateropus

Harteropua

Kareropusa

Kareropusa

18 wioHA 2015 r.

Hanutku
Hai "Tpy3nHckui” 1 c. MK$ "Cnpaiit Mukc"
Hai "Tuxumi eevep” MKd "Crpaidt Mukc"
Cok "Zomby" Plutzer market
MuH.Boga"Kpuctann” MKd "Kanens"
Bcero HaMMeHOBaHMIA: 4

MNMpunpasesl
Coyc "TprBHoR" Refrescos Americanas LTDA
Mepey yepHbIA Refrescos Americanas LTDA
Mepey KpacHbIR Refrescos Americanas LTDA
Bcero HaMmeHoBaHMIA: 3

KoHOuTepcKuWe u3genua

MpAHKKK "Drecra” Refrescos Americanas LTDA
HoHgeTtsl "Turbo" Formaggi Fortini s.r.l.
Mapmenag "Crazka" Mayumi's

Wokonan "Betepor” MKd "CnacteHa”

Wokonaa "Cynapywwxa” 3A0 "PocouAalMowc”

Bcerc HaMMeHOBaHMIA: 5

MonouHbie NPoaYKTbI

Worypr "BaHWALHLIA" MK$ "Kapar Int."
Worypr "BuwHesblin" Plutzer market
Bcero HaMMEHOBaHMIA: 2

Xneb6obynouHsle uzaenuna

MakapoHe! "ToncTak" Makaroni Int.
MakapoHs! "Paryikmn” Makaroni Int.
Cywrm "Xpycrawmrm" MKd "Wuto"
Xnebuw "3noposse” MK "HuTo"
Bcero HaMmeHoBaHMiA: 4

Crp.1m32

Pucynox 137. Obpaszey omuema k 3a0anuio 3
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M KOHTPOJ/IBHBIE BOIIPOCBI
Jlns 9ero co3maroTest OT4eThI?

Kaxkue pexxumbl co3/1aHUsI OTYETOB CYIIECTBYIOT?

1
2
3. Kakue pa3aensl NpUCYyTCTBYIOT B CTPYKTYpe oTueTa?
4. Kak mo0aBUThH BEUUCIIIEMOE I10JIE B OTYET?

5

Onuiure BAapHUAHTBI CO3JJaHUA OTYCTAa HA OCHOBC B3aUMOCBA3aHHBIX Ta6J'II/ILI.
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INPAKTUKYM 5. Co3nanue ¢popm

KPATKAA CIIPABKA

Access TIpeIOCTaBISET IMUPOKHE BO3MOXHOCTH 110 KOHCTPYHPOBAHHIO TpadudecKoro
nuanaoroBoro wHTepdeiica misi pabotel ¢ 6azoi maHHBIX. OCHOBOW Takoro WHTepdeiica SBISIIOTCS
(bopMmBI.

Yepes ¢GopMBl MOXKET OCYLIECTBISATHCS ~ NEpBOHaYaibHas  3arpy3ka JIaHHBIX  BO
B3aMMOCBSI3aHHBIE TaOJIUIIBI 0a3bl JAaHHBIX, IPOCMOTP JAaHHBIX, a TAK)KE UX KOPPEKTHpPOBKa. Paboras ¢
(GopMOH, TOTB30BATEIb UMEET BO3MOXKHOCTh JOOABISTh M YAAISITH 3alMCH B TaOJHIIAX, U3MEHSTh

3HAYCHUS B NTOJIAX, MMOJIYYaTh paCYCTHLIC JJaHHBIC.

Pa3nennl, 00beKTHI U 3J1eMEeHTHI (POPMBI B pe:KUMe KOHCTPYKTOpa

dopMma B pekuMe KOHCTPYKTOpaA Bceraa uMmeet pasnaen Qoaacme oannwvix. Paznens 3aconosox
Gopmer u [lpumeyanue popmvl MOTYT OBITH OTOOPAKEHBI/CKPHITHI C TTIOMOIIBI0 KHONKU 3a201080K B
rpynne KomaHn Kononmumynsi WM 4Yepe3 COOTBETCTBYIOIIYIO KOMAaHJy KOHTEKCTHOTO MeHIo. B
polecce KOHCTPYUPOBAaHUS pa3Aesbl (JOPMbI HAMOIHAIOTCS Pa3IMYHBIMU TpadudecKUMU 00beKTaMU
U 3JIEMEHTaMH YIPaBIICHUS.

B ¢opmy BO3MOXKHO BKIIOYEHHE TaKUX 3JIEMEHTOB, Kak [lone, [lone co cnuckom, Cnucok.
OnemeHnT Haonucwy TipenHa3HaueH Uil OTOOPaKEHHs 3aroyioBKa (DOpMBI, OMHCATENBHOTO TEKCTa,
KPAaTKUX UHCTPYKIUU.

B ¢opmy BO3MOXKHO Takke BKIIOUEHHE TAaKUX J3JIEMEHTOB, Kak [ pynna nepexnrouamereil,
Iepexnrouamens, @radcox, Bkraoka, Knonka v apyrux.

KHOTIKH SBISIOTCS AJIEMEHTOM YIIPABICHUS, MCIONB3yeMbBIM JIJIsl BBIMOJHEHUS JCHCTBHUI B
dopme. B popme MoryT ObITH IPeIyCMOTPEHBI KHOTIKY JJISl pa3HbIX LIeJIeH, Halpumep, AJs nepexoaa K
JIPYTUM 3alHCSIM B MPOCMaTpUBaeMoi TaOyuile, /Uit padOThl C 3alUCAMH: JT00aBUTH, JTYOJIUPOBATH,
BOCCTaHOBUTH, YAAIUTh, Ui pPaOOTHI ¢ (JOPMOIA: OTKPHITh, 3aKPHITh, OOHOBUTEL. KHOMIKH CO3Maf0T AJist
BBITIOJTHEHUSI M JAPYTrUX JCUCTBUN: W3MEHEHHsS M TpHUMEHEHUs (uibTpa, 3amycka 3ampoca HId

Makpoca, eJaTH oT4eTa u Jp.

Co3nanue popmbi
Co3nanue Gopmsl B pexxume Koncmpykmopa TOTHOCTBIO BO3JIaraeTcst Ha rosib3oBatens. [Ipu
ATOM TOSIBJIsIETCS OKHO Koncmpykmopa ¢ uMeHeM ¢Gopmbl 1o ymoadanuio Forml1. JlocTynHbIN crincok

noJIel TabuI] BeIOMpaeTcs yepe3 KHOMKY JJobasumsb nonsi (cMm. Puc.138).
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_L;.I IMBnema ‘ ':':ujl J"t.-l] 33@ 3 MoguuHeHHaA HopMa B HOBOM OKHE

I:l |¢ 5] 3aronosok -—'Q & NpocmoTpeTs kog
—— = !Aoﬁasmb'CTpanua Mepexagk o
BHUE 8% faTta v epema | | pang CEOWCTE ) MNpeo&pa3oBaTe MAKPOCE HOpME
KonoHTUTYARI Cepenc
Crnwncok nonen x
5] Formi = =R : %
= = = = = f—j’ MokasaTh TONBKD NOMA B TEKYLULEM ACTONHMKE 3arMoei
I o T T S I 5
= = OOCTYNHBLE NOAA B SPYroWN Tabnuue:
# DEnacTb jaHHbX = [ 3akasel W3MeHUTE TaBAuLY |
i = KaneHTh HEMeHHTE Taﬁnmu,yl
= Koa kaneHTa
i HassaHue
= CTpaHa
z 1 Aapec
: = | OTE_AKUD
4 i 4

Pucynox 138. Jlobasaenue nonei na gpopmy

TumnoBoit MakeT (GOpMBbI BBOJA/BBIBOJIa MOXET OBITH JIETKO MOJYYEeH ¢ MoMollsio Macmepa
Access. Jlyiss momydeHusi oqHOTAOIWYHON (OPMBI, COOTBETCTBYIOIIEH TpeOOBAaHUSAM IIOJIH30BATEIIS
4acTo IeJeco00pa3Ho CHavajia MCIOJb30BaTh peKuM Macmepa ¢hopm, a 3ateMm nopadoTaTh Gopmy

CpEICTBAaMU KOHCTPYKTOpA.

Bbrunciienus: B popme

YT0oOBI TPOU3BECTH BBHIUKMCICHHS Ha OCHOBE JIaHHBIX B KaXIOH 3amHCcH, B opMe HEOOXOIHMO
pa3MeCTHTh BBIYMCIISIEMbBIN 2JIeMEHT ynpasieHus [lone. 3ateM B ayieMeHT ynpaBieHus C60000mbll
BBECTHU BBIpaKCHUE. BhIpaskeHne T0HKHO HAaUMHATKLCS CO 3HAaKa paBeHCTBa (=). B kadecTBe omepaHIoB
BBIP)XCHHMSI Yallle BCETO MCIOIB3YIOTCSl HIMEHA MOJIei., KOHCTAHTHL, 2 B KAUeCTBE OIMEePaTOPOB — 3HAKH
apudMeTndecKux ornepanuii. BBecti BeIpakeHHE MOYKHO TaKKe B OKHE CBOWCTB, a JUIs TIPHMEHEHHS
BCTPOCHHBIX (PYHKLUH BOCHOIB30BaThCs ocTpouteneM (cm. Puc.139).

_I_"npbl\MEHaHL!EQJUpIMhl I I I
L

g .l

|- Tfjcramx: | =[Npuxoa]-[Pacxop]
| T

iz .=[I'Ipu1xuu,] -[Pacxon]

| || BeeaWTe BLIpTKEHME ANA CO3AEHWA BEIMMCIREMOTD SNENEHTE YTDSENEHNA:
‘ (MpuMept! BripameHWA BrntodatoT [Mone 1] + [none?] u [nonel] < 5)

Cn

14 Il

<< MeHble

E o
=
II

Pucynox 139. Ilocmpoenue svipasicenust 6 noie popmoi

Co31anue KHOMMOK
Jlns ynoOcTBa mepexoja K CIEAYIOUEH M Mpeablaymeil 3anucsaM TabduIbl MOXKHO CO3/1aTh

crienMaibHble KHONKK yrpasieHus (cm. Puc. 140).
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Pucynox 140. Knonxu ynpasnenus na gpopme

Bribepute Ha Bkianke Koncmpykmop B TpynIe KHOMOK Jnemenmsl YnpasieHusi KHOIKH

Hcnonvzosamo macmepa u KHOI’ZKCZ, NEPEMECTUTE C MOMOINBIO MBIIIN 3JIEMCHT B HYXXHOC MECTO H

pactsHuTe ero pamky. [Tocie atoro 3amyctutbesi MacTep KHONOK Cozdanue kHonok. JlanbpHewiiee

CO3/1aHMe KHOMKH B TUAJIOTOBOM pEXHME MacTepa KHOMOK He MpeacTaBisieT 3arpyaHenuit (Puc.141).

BeibepiTe aefcTere, KoTopos ByAeT BRINONHATECA MPH HEKaTHUM KHOMKA,

KErkoaA KaTeropA coaemHET cofcTEeHHEN Habop oelcTBMA.

KaTerapim:

CbpaboTka samicei
PaboTa c doproi
PaboTa c oT4sTOM
MNprnoskeHKe

PaszHoe

AeiicTena:

HarTi samice
MNepean zamnos
MNocnegHas sanvck
Mpeabliaywas sancs
Cnegayhoulan 3anich

| genee> |

Pucynox 141. Ilowazoeoe coz0anue kHonku ¢ nomowvto Macmepa

Co3nanue rjaBHOH KHONOYHOH (pOPMBI

Ilonp30BaTens MMEET BO3MOMKHOCTEL C IIOMOIIBIO ,Z]ucnemqepa KHONOYHbIX d)OpM co31aBaThb

KHOTIOYHYIO ()OpPMY CTaHAAPTHOTO BHJIA.
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Bri6epute Britanky Paboma ¢ 6azamu oanuwlx, Jucnemuep kHonounwix gpopm. Eciv B TaHHOM
0a3e maHHBIX HE OBUIO CO3[JaHO KHOMOYHBIX (DOPM, TO TOSBUTHCS OKHO, B KOTOPOM IOJTBEpAMTE
CO3/1aHNE KHOMOYHOH (POPMBI.

DneMeHTaMH KHOIOYHBIX (OpM SBISIOTCA KHOMKH ¢ noxanucaMu. lloanmuce 3amaercs
MOJIb30BATEJIEM U JI0JIKHA, 10 BO3MOXKHOCTH, KPaTKO M TOYHO HA3bIBATh JICHCTBUS, BHIIOIHIEMbIE TPU
Ha)KaTUM KHOMKU. s (opMUpOBaHMS 3JEMEHTOB TIJIaBHOM KHOMOYHOW (POPMBI Ha)KaTh KHOIIKY
Cozoamv. B oxHe HM3meHenue s1emenma KHONOYHOU HOpMbl 3ATIOIHUTH UMEIOIIUECS MO (CM.

Puc.142).

r T
MzmerHenve cTpaHiisl KHONCHHON GopMbl

|| HaseaHWe kHONOYHOA hopMe!: _
Hucnetye| S

YueT

CrpaHny |  3neMeHTHI ASHHOIA KHONOYHOM hopMel:

CITYET MO NOCTABWMKEN

OTKPRITE OTHET

lOCTEBLLMKK

Pucynox 142. Cozoanue snemenma KHONOYHOU Bopmbl

[TombiTka MOAM(PHUIMPOBATH KHOMOYHYIO (OpPMY B PEXKHUME KOHCTPYKTOpa (DOPMBI MOXKET
IPUBECTH K TOMY, YTO IIPUIIOKEHHE TIepecTaHeT padoTaTh, HO MOXXHO BCTaBUTh PHCYHOK, HAaIlpuMep,
sMmOnemy ¢upmsbl. [ 3TuX meneit B ieBoi yacTH (HOPMBI yKe pa3MeIleH JIEMEHT YIPaBICHUS THIIA
Pucynok, B KOTOpOM pUCYHOK OTCYTCTBYET. B OKHE CBOWMCTB 3TOTO 3JIeMEHTa YIpaBJIeHUs Ha BKIIAIKE

Maxem B ione Pucynox ykasbIBaeTcsi MyTh M UMs rpaduueckoro ¢aiina.
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:is-l ¥yer = = 3

Yuert TOBapoOB, 3aKa30B,
nocTaeBuUNKOB

H : OTYET NO NOCTABLWLMKEM

1 CTYeT No CoTPYAHWKEM
I CITYET Mo KAMEHTEM
1 AobaEnTh HoBOrD KNMEHTS

i ﬂDEﬂEM‘I’h HOBOro NoOCTaEULLMKS

1 M3MEHWTE AEHHBIE O KAMEHTAaX

I M3MEHWTE A&HHBIE O NOCTABWMKAX

Pucynox 143. Ilpumep kHonounoti ¢popmul

3aHyCK Access ¢ OTKPBLITHEM NMPUJIOKEHUS MMOJIB30BaTECIsA

I'maBHast kHOMOYHasE (popMa MOXKET cpas3y 3alyCKaTbCsl IPU OTKPHITUM (aiina 0a3bl JaHHBIX.
Jis 3a7aHusl TAaKOro peXUMa HYKHO TIPU OTKPHITOM 0Oa3ze NaHHBIX BBIOpaTh BKIAAKY Pailr,
Iapamempui, Texywas 6aza danneix U B none Popma npocmompa 3a1aTb UMst Tl (HOpMbI, KOTOpast

OyJleT 3aImycKaThCsl IPH OTKPBITHHU 0a3bl NaHHBIX (cM. Puc.144).

L ¥ # T e P —_— = oo

OB e [ag™ G b
i u MapameTpbl ANA TekyLel Bassl JaHHLIX,

Tekywan Baza JaHHbX ‘

TaBnuua MNapameTpsl NpHUNOKEHWA

KoHcTpykTOpEl 0B BRKTOE 3aronoB0oK NPUNOXKEHWA;

Mpasonucadue 3HaHOK | O630p...
NpWAOKEHHA: L -

Azhik | 3Ha40K GopM it OTHETOE
DopmMa NpoCMaTpa: | KHono4Haa dopma

MapameTpel KAWEHTS et -- =
Beb-dbopma npocmoTpa: | [oTQTCTEyeT)

Pucynox 144. Hacmpotixa napamempog 3anycka 6azvt OAHHbIX C 2AA6HOU KHONOYHOU (opmbl

34JTAHHUE

1. Coznmare popmy ¢ momortisio Macmepa (cm. Puc.145). Jlopaborats popmy B pexxnme

Koncmpyxkmopa.
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5] Cotpyanmkm
CoTpyaHUKHK

Hopg cotpygHuKa 1

Damuana MellkuHa

Hrmaa Onera

Lata poHasHUA 12.03.1970

AonmHocTe MeHegep

CrpaHa PoccuA

Apgpec ToneatTH, YaiKuHOH ET—lQﬂ *
3.EI'II.'1(I:~: H 1uz15 LA {5 Het dwaeTpa | Momck

Pucynox 145. Obpasey ¢popmot ons 3a0anus 1

2. Coznparb Gpopmy mo o6pasity (cM. Puc.146). [Ipu BeIMOTHEHNHN 3a1aHUS YIECTh CIICIYIOIIEE:
e (opma coznaercs ¢ momonib Macmepa;
e (¢opma nopabateiBaeTcs B pexxume Korcmpykmopa,

e Ha (opme pazMeleHbl KHOIIKY BbI30BAa COOTBETCTBYIOMIMX (POPM U OTUETOB (OTUET BbIOEpUTE
IPOM3BOJIEHO M3 YUCIIA CO3/IaHHBIX Ha MPEIbIAYIIeM 3aHATHH, HEJOCTAOMy0 hopmy

co3naiTe ¢ momouso Macmepa);

e Ha (hopme pa3MmelleHa NoJYMHEeHHas popma, Co3JaHHas TaKKe ¢ MOMOIIbI0 Macmepa.
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Kateropua HanuTem
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3.

4.

|

Pucynox 146. Obpasey ¢hopmol 0ns 3a0anus 2

Co3znaiite riaaBHYIO KHOMTOYHYIO opmy. PasmecTuTe Ha Heil He MeHee 4 DIIEMEHTOB.
Hactpoiite ¢aiin 6a3bl JaHHBIX TAKUM 00pa3oM, YTOOBI IPU €r0 3aITyCKE aBTOMATUYECKH
3arycKanach rJIaBHasi KHOTIOYHAs opma.
KOHTPOJIBHBIE BOIIPOCHI
1. Jlns gero ucnonb3yroT Gopmbl?
2. Kaxkue cnioco0bl co3nanus (opM CyIIECTBYIOT?
3. Kakue pa3nensl BXOJIAT B cOcTaB (hOpMBbI?
4. IlpuBenute mpUMEpHI JEMEHTOB YIIPaBJIEHUS, KOTOPbIE MOXKHO pa3MEeCTUTh Ha (opme.
5. Kakue 1eiicTBUSI MOTYT BBITIOJHATH KHOIIKH, pa3MelieHHbIe Ha popme?
6. B uyeM oTimMuue riaBHOM KHONOYHOH (OPMBI OT 0OBIYHOM (HOPMBI?
7. Kak HacTpoUTh MapaMeTp bl 3aIycKa MPHIIOKEHUs] Access C INIAaBHOW KHOMOYHOM (popmbl?
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HNPUJIOKEHHUE 1. Tect ay1si CAMOKOHTPOJISI 11O pa3aeny
«TexHO0JIOrMM MOATOTOBKH TEKCTOBBIX JOKYMEHTOB)

1. Kakue yrBepxaeHuUs CIIPaBeIUBbI?

a. JMHUU TaOJIMYHON CETKHU HE OTOOpakaroTCs MpH MeyaTu

b. oToOpaxkeHHe JIMHUHN TAOJUIHOU CETKH MOKHO OTKJITFOYUTH

C. B suerky Tabmmibl Word MOKHO BCTaBIATh rpadudecKue 0ObEKThI

d. Word no3Bossier 3aaBaTh aBTOMaTHYECKYIO0 HyMEpalnio TabJIuIl
2. Bce 10KyMEHTHI CO3/1al0TCSI HA OCHOBE...

a. Cruig ab3ana

b. Hlabnona

c. Crunsa cumBoia

d. TlocnmemHero OTKpBITOrO JOKYMEHTA

3. Kakoe pacmmpenne umeeT ¢aiin madinona rokymenta Word?

a. Docx
b. Dotx
c. Txt
d. Odt

4. Ilpu BBOJZIE TEKCTAa HEKOTOPOE CIOBO MOAUYEPKHYIOCH KPACHOM BOJIHUCTOMN JIMHUEH. DTO MOKET
03HAYaTh, 4TO...

a. B a03zare npucyrcTByeT rpaMMmarndeckas (IIyHKTyallOHHas ) onrnOKa

b. Ci0BO HamKMCcaHO HENMPAaBUIHHO

c. Cr0BO OTCYTCTBYET B ClIOBape, UCIOIB3YEMOM JUIsl POBEPKH opdorpaduu
5. Tezaypyc - 370...

a. BO3MOYKHOCTb U3MEHEHHMS PAaCCTOSHUS MEX]y CUMBOJIaMH

b. QyHKIus nogdbopa CHHOHUMA K CIIOBY

C. olepalus BbIpaBHUBAHUS BBICOTHI CTPOK

d. cmeHa peructpa, B KOTOPOM HaOpaHO CIOBO
6. OTcTymn TeKCTa Ha CTPaHMUIIE 3aJa€TCsI OTHOCUTEIBHO. ..

a. IIOJIEW TOKyMEHTa

b. Kpas cTpaHUIIBI (JIUCTA)

C. KOJIOHTHUTYIIOB

7. KakuM U3 nepednciIeHHbIX cI0cOO0B HENb3s 3a7aTh OTCTYIIBI B TEKCTE ?
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a. Bxmanka ['maBHasi, rpymma kHOOK A63alt
b. IleperackuBaHueMm Mapkepa Ha TOPU3OHTAIBLHON JIMHEHKE
c. [lpu momormu auanoroBoro okHa Ao63arg
d. BcraBka, Otcryn
8. Kakwue xomaHbI OTHOCSTCS K KOMaH1aM (popMaTupoBaHus ab3aieB?
BripaBHHMBaHUE 1O LIGHTPY

a
b. OrtcTymn KpacHOM CTPOKH

o

3a4epKHYThIN

o

I'panuup! u 3a1MBKa
9. Jlns KomupoBaHUS BBIIEICHHOTO ()parMeHTa B KOHEIl TEKCTa HEOOXOUMO...
a. Bpmonauts koManay I'naBHas, KonupoBaTs.
Y cTaHOBUTH KypcOp B KOHEII TeKCTa.
Boimonuuts koManay ['naBHas, 3aMeHUTD.
b. Brmmomauth komanny ['naBHas, Konuposarts.
Brimosnnute komanay ['naBHas, BcraButs.
¢. Bremonnute komanay ['naBuas, KonupoBats.
Y cTaHOBUTH KypCcOp B KOHEII TEKCTa.
Brimosnnute komanay ['naBHas, BcraButs.
10. MuHMMaTBHBIM 00BEKTOM, HCIIOJIB3YEMBIM B TEKCTOBOM PEIAKTOPE, SIBISICTCH. .
a. CmoBo
b. Ao03ar
c. CumBon
d. Touka 3xpana (TMKCeN)
11. B Word ocHOBHBIMHU TTapaMeTpamMu CTPAHHIIBI SBJISTFOTCSL. ..
a. TapHUTYpa, pa3Mep, HauepTaHUe
b. orcrym, uHTEpBAI
C. TOJISI, OpUEHTAIUS
d. cTuap, madnoH
12. B TekCTOBOM penakTope BhITIOJIHEHHE onepanuu KonupoBaHue BO3MOKHO MOCIIE...
a. YCTaHOBKHU Kypcopa B OIPEAENIEHHOE MOJI0KEHUE
b. coxpaneHus ¢aiina
C. pacmedarku ¢aina
d. BeIACIEHUS (PparMeHTa TeKCTa
13. ®opmar TekcToBOro (haiina (JOKyMeHTa) ONpeeNsIeTcs.. ..

a. mapaMeTrpamu popMaTUpoBaHUs ab3ara
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b. mapameTpamu CTpaHHIIBI
C. KOJMPOBKOW CHMBOJIOB
d. mapamerpamu mpudra
14. Kakoe nelicTBHE HE BBITOIHACTCS MPU HakaTuu KiaBuiu <T AB> npu pabote ¢ Tabnureit ?
a. CO3JlaHue MYCTOM CTPOKH B KOHLIE TaOIUIIBI
b. BBIIEICHHE CTPOKH/CTONOIA TAOTUITBI
C. TepeMelIeHue Mo ssueiKkaM TaOIUIbI
15. ABTOMaTH4YeCKOE CO3JaH1E OTJIABIICHHS BO3MOKHO TOJIBKO TOTAa, KOT/a...
a. B KOJIOHTHUTYJIaX MPOCTABIIEHbI HOMEPA CTPAHULL
b. ecnu K 3aroJioBKaM OTJIaBJICHUS IPUMEHEHBI COOTBETCTBYIONINE CTUITU
C. B KOJIOHTHTYJIa IPUCYTCTBYET HA3BAHKE IIaBHI WK Tlaparpada
d. xaxnas riiaBa HAUMHAETCS C HOBOM CTPAHUIIBI
16. Uadopmaruto o hopMaTHpOBaHUH TEKCTa ¥ rpadUKH B JaHHOM a03arie COXpaHseT ...
a. Mapkep ab3ama
b. Bxmagka ®aiin, komanaa [Tapamerpol
c. Oydep oomena
d. cTpoka cocTrosHUS
17. PaboTa B pexxrMe CTPYKTYPHI TIO3BOJISIET. ..
a. W3MEHSATh UePaAPXUIO 3ar0JIOBKOB
b. mepemeniaTh hparMeHTHI TEKCTA Ha OOJIBIIINE PACCTOSHUS

C. 3aJaBaThb 3633HHBIC OTCTYIIbI U HHTCPBAJIbI

d. HaOupaTh U UBMEHSTH TEKCT
Tabnuna 2.
OTBETHI HA BOIIPOCHI TECTA
Bonpocsl OtBernl Bonpocsl OtBeTnl
1 a,b,cd 10 c
2 b 11 c
3 b 12 d
4 b, c 13 c
5 b 14 b
6 a 15 b
7 d 16 a
8 a,b,c 17 a,b,d
9 c
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HNPUJIOKEHHUE 2. Tect ayisi CAMOKOHTPOJISA 110 pa3aenay
«TexHo0rnu 00padOTKHU JTEKTPOHHBIX TA0JIUILD)

Bonpocsr Tecta pa3outsl Ha TeMbl. OTBETHI IPUBEIEHBI B TA0JINIIE B KOHIIE MPUITOKEHHUSL.

I. Anpecanus sueexk

1. OcoOGeHHOCTh OTHOCHUTEIBHOM apecariuu?
a. duxcamus agpeca
b. H3menenue agpeca
2. OcobeHHOCTh a0COMIOTHOM anpecanuu?
a. duxcamus agpeca
b. M3menenue anpeca
3. Kakas u3 npuBeIeHHBIX CCHUIOK 00ECIIeYnBaeT JOCTYII K STYCHKE, pacIONOKEHHON Ha JPYroM
ucTe paboveil KHUTH:
a. Jluctl! Kypc nomnapa
b. Csoanas tabmuma!$C$10:$F$20
c. ‘C:\[Kamral]Jluctl’Al

II. ITocrpoenue gpopmy.a

1. C xakoro CMMBOJIA JIOJDKHA HAUMHATHCS (hopMyIia:

a. =
b. =
c. f(x)

2. B kakux nensx B GopMmysax UCTIOIb3YIOTCS KPYTJIble CKOOKH?
a. Jlis rpynnupoBKU apryMeHTOB
b. Jlns n3MeHeHus MopsiaKa BHIIOTHEHUS Ollepaluit
c. Jus popmarupoBanust GOpMyIIbI

3. VkaxuTe HEeKOPPEKTHbIE (hOPMYIIBI:

Al+Bl1
b. =A2*5
c. =Al+2B

III. Paborta ¢ pyHkumsamMu

1. Yto Takoe QpyHKuHS?

a. dopmyna ays pacuera
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b. Iloamporpamma, HampaBiieHHas Ha MOJy4YeHHUE KaKOro-11u0o0 pe3ynbTara 1o 3alaHHOMY

C.

IrOpuUTMy

AJTOpUTM U1 TOCTPOEHUS (HOPMYITBI

2. YTO MOXKET HUCIOIb30BaThCs B KAUECTBE apryMEHTOB (DYHKITUHN?

a.
b.
C.
d.

€.

Yucno

TexkcT

JlaHHBIE JTOTUYECKOTO THIA
Anpeca sueex

3HaueHus OmMnOOK

3. BriOepure npaBUIbHBIN BBI30B (DYHKIIHH:

a.
b.
C.

d.

KOPEHK()
=KOPEHD
KOPEHK(8)
~KOPEHD(8)

IV. CoprupoBka Tadjauig

1. Ha3HaueHue COpTUPOBKHU

a.
b.

C.

YHOpH,Z[O‘-II/IBaHI/IC JAaHHBIX TOJIBKO IO BO3paCTaHHIO
YHOpH,Z[O‘-II/IBaHI/IC JaHHBIX TOJIBKO II0 Y6BIB3.HI/IIO

YHOprHO‘H/IBaHI/IC JAaHHBIX 110 3aJaHHBIM KPUTCPHUIAM

2. MakcumanbHOE KOJMYECTBO KPUTEPHEB (CTOIOIOB), YIaCTBYIOIIHUX B COPTHPOBKE?

a
b.
C.
d.

c.

1
2
3
4

HE OrpaHUYEHO

3. UYem oTimyaeTcs BBHIIOIHCHHE COPTUPOBKHU C MOMOUIBIO TUKTOrpaMMaM OT BBIIIOJIHCHUS C

nomoisio MeHo JJAHHBIE/COPTPOBKA

a
b.
C.

d.

Hugem
Jlmama3zoHOM JaHHBIX
CopTUPOBKO TOJIBKO MEPBOTO CTONOIA

CopTupOBKO# TOJIBKO IO TIEPBOMY CTOJIOITY

V. Pa30uenue TadaMu HA OTAeJbHbIE 00J1aCTH, (PUIALTPALMS TAOIHI

1. B kakux mensx Tabiauily pasfensioT Ha OTAeNIbHbIE 00acT?

a.

Jnst coxpaHeHUsT KaK10i 001aCTH OTIAEIBHO
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b. st «@IpoKpYTKU» KaXKI0KW 00J1aCTH OTAEIBHO OT JPYroM

C. I[J'I}I IIoACYECTa UTOT'OBBIX BECJIMYUH OJIA Ka)KHOﬁ 9aCTHu OTACIBHO

d. s ¢pukcanuu oxHON 001aCTH OTHOCUTEIBHO APYTOi

2. B kakux nensx B Tabauax mpuMeHseTcs: (GUabTparus’?

a. st COpTUPOBKH € KOJIMYECTBOM KpUTepueB Oosee 3

b. Jlns orGopa TaHHBIX MO 33JJaHHBIM YCIOBUAM

C. I[J'I}I yAaaJlCHUud JaHHBIX, HC YAOBJICTBOPAIOIIHNX YCIOBHUAM

d. Jlns pazneneHus TaONHIBI HA OTACIBHBIE YaCTH

3. CkonbKo cTONOIOB (KpUTEPUEB) MOKHO MCIIOIH30BATh ISl (DUIBTPALIIH?

Tonpko oauH CTOIOELL

a
b. Toibpko Bce CTONOLBI

c. JIro0oe KoIn4ecTBO CTOIOOB

d. Cronbisl BOOOIIE HE y4acTBYIOT B (PHIIBTPALIMH

VI. Ilouck pemenusi ¥ nogdop nmapamerpa
1. HasnadeHune MHCTpyMEHTA «IIOA00pP mapameTpa?
a. Toa00p TOJNBKO 0OHO20 TIapaMeTpa AJIs MOTyuYeHUs: HCKOMOTO pe3ylibTaTa
b. ocyiecTBIsET MOA00P HeCKOIbKUX TIApaMETPOB IJIs TOJIYUYEHHUSI UCKOMOTO PEe3yJIbTaTa
C. TIOMCK JAHHOTO B JUara3oHe
2. Ha3HaueHue MHCTPYMEHTA «IIOUCK PEUICHUS»?
a. Toa00p TOJNBKO 0OHO20 TIapaMeTpa AJis MOTyuYeHUs: HCKOMOTO pe3ysibTaTa
b. ocyliecTBIsET MOA00P HeCKOIbKUX TIApaMETPOB IJIs TTOJIYUYEHUSI ICKOMOTO PE3yJIbTaTa
C. TOMCK JAHHOTO B JUara3oHe
3. Kakag gueiika Ha3bIBaeTCS 11€IE€BOIT?
a. Slueiika, XpaHsmas KICKOMOE 3HaUYeHUE?
b. Sueiika, B KOTOpOi OYAET XPaHUTHCS UCKOMOE 3HAYCHHE
c. JSldelika, pacyeTHOE 3HAYCHUE KOTOPOH COOTBETCTBYET UCKOMOMY
Tabmma 3.
OTBeThl Ha BONPOCHI TECTA
Bomnpoc 1 Bomnpoc 2 Bomnpoc 3
Tema I b a a
Tema 11 a b a, c
Tema III b a,b,c,d e d
Tema IV c Cc d
Tema V b, d b c
Tema VI a b c
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HPUJIOKEHHUE 3. Tect ayisi CAMOKOHTPOJISA 110 pa3aeny
«TexHosorum padorsl ¢ 0a3aMM JAHHBIX»

1. OObBeKTOM IENCTBUSA B 0a3e MaHHBIX SIBIISIETCS:

a. Tone
b. dopmyna
C. 3aIuch

2. Tabnuia pensimoHHOM 0a3bl JaHHBIX 00J1aaeT CICTYIOITUMU CBOWCTBAMH:
a. BCE CTOJIOIBI OJTHOPOHBI
b. B TabmuIe IBE CTPOKU WM 0OJIee OJUHAKOBBI
C. B Ta0nwIle HET ABYX WK O0Jiee OJIMHAKOBBIX CTPOK
d. cronbriaM MpuUCBOEHBI YHUKAIbHBIC UMEHA
3. Pasnuuarot cieayromue TUITBHI CBSI3eH ToJiel B 0a3e TaHHBIX:
a. oauH K ogHOoMYy (1:1)
b. omun k aByM (1:2)
c. oauH Ko MHOTUM (1:M)
d. Bce ko Bcem (B:B)
€. MHorue ko MmHoruMm (M:M)
4. Cucrema ympasnenus 6azamu ganabix (CYBJ]) obecnieunBaer:
a. CO3JlaHue U peJaKTUPOBAaHUE TEKCTOB
b. co3maHue U peraKTUpoBaHUE O0a3bl TaHHBIX
C. MaHWITYJIMPOBAHHE JaHHBIMHU (PEeIaKTUPOBAHUE, BEIOOPKY)
5. B MS Access noab30BaTeNb UIMEET BO3MOXHOCTbH CO34AaBaTh U BBIIOJIHATH 3aIIPOCHI
CJIEYIOIINX THUIIOB:
a. 3ampoc Ha U3MEHEHHE
b. cnemuduueckue 3anpocsl SQL
C. 3ampoc Ha MPOBEPKY IEIIOCTHOCTH JAHHBIX
d. 3ampoc Ha BBIOOPKY

6. Kakoii s3b1k vcnionb3yeT MS Access Ju1si CO3/1aHus 3aIIPOCOB?

a. PHP
b. SQL
c. BDL

7. Kakoii THII JaHHBIX MOXKET XpaHUTh Tosie B MS Access

a. TEKCTOBBINA
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b. apoOHBII

C. 4YHCJIOBOH

d. nmara/Bpems
€. TPOLEHTHBIN

8. BribepuTe mpaBuiIbHBIN pa3mep o Tuna JIornaeckuit

a. 106wur
b. 1 Gaiit
c. 8 baiir
d. 16 Gaiit

9. Uro Ha3bIBaeTCs 3aMUCHIO B TabmuIe?
a. Jo0oe 1moJsie CTPOKH, CoaepKallee JaHHbIe
b. mo0as siuelika CTpOKHU, coaeprKaIas JTaHHbIC
C. KaxJas CTpoKa, coJeprKkariasi Ha0op AaHHBIX
10. Kakoil U3 nepedrcieHHbIX TUIIOB JaHHBIX UCIIOJIb3YETCS AJIsl XpPAaHEHUS 3JIEKTPOHHBIX TaOJIuII,
PHUCYHKOB, 3BYKOBBIX U BUICO-(PaiiioB?
a. MmacTep MOJCTaHOBOK
b. rumepcchuIKa
nosie Memo
d. mosne Tuma OLE
11. Yro Bemomnuset Gpyukus Avg?
a. HaXOAWT AMCIEPCHUIO 3HAYEHMI I0JIS B TPyIIIe
b. HaxoIWT cpeqHee OT BCEX 3HAYCHUH OIS B TPy
C. HaXOJAWT 3HA4YECHHE NEPBOM 3alMCH B IpyIIe
d. HaxoauT YMCIIO 3HAUEHUH B TpyIie 6e3 yyeTa MyCThIX 3HAaUeHUH
12. Yro Bemomnuset Gpyukmus Count?
a. HaXOAWT CpEJIHEE OT BCEX 3HAUEHUH MOJI B IpyIIe
b. HaxoJWUT 3HaYEHHUE MOCJIEAHEN 3aMUCH B TPYIIe
C. HaXOJWT YMCIIO 3HAUEHUH B TpyIie 6e3 yyeTa MyCcThIX 3HAaUeHUN
d. HaxoauT AMCIIEPCHIO 3HAYEHMI I0JIS B TPYIIIe
13. Ilpu co3nanuu otueToB B pazzaeine "[Ipumedanne” pa3meniarorcs: JaHHBIE, KOTOPBIE. ..
a. BBIBOJATCS Ha KaKJIOM CTpaHMIIE OTYETA
b. BBIBOJSATCS TOJBKO B KOHIIE OTYETA

C. TPEICTaBIAIOT COOON KOJIOHTHUTYIIbI
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14. Kakue GyHKIMH BXOJAT B CIUCOK TPYIIIOBBIX ONeparuii?

a. Sum
b. Year
c. Avg
d. Var

e. Null
f. Last
g. Max
h. Now

15. B kakux pexumMax MOKHO IPOCMAaTPUBATh CO3IaHHYI0 B MS Access dhopmy?
a. B pexume HopMsl
b. B pexume TaOIUIIBI
C. B pexXuMe KOHCTPYKTOpa
16. Jlnig yero npeaHa3HauY€Hbl OTYETHI?
a. IS aBTOMAaTUYECKOTO BBITIOIHEHUS TPYIIITBI KOMaH]
b. 115 XpaHeHUs JTaHHBIX 0a3bl
C. Ui BBIBOJIa 0OpaOOTAaHHBIX JaHHBIX 0a3bl HA PUHTEP
d. nmns orbopa u 00pabOTKH TaHHBIX 0a3bl
€. ISl BBIMIOJTHEHUSI CTIOKHBIX TIPOTPAMMHBIX TeHCTBUH
17. B ueM cocTouT 0coOeHHOCTH Mouist Tuna CyeTunk?
a. CIY)KHUT JJIs BBOJA YUCIIOBBIX JaHHBIX
b. CIyXHT 1Jis BBOJA IEHCTBUTEIBHBIX YUCEI
C. JIaHHBIE XPAHSATCS HE B TIOJIE, a B APYTOM MECTE, a B TIOJIE XPAHUTCS TOJIBKO yKa3aTelb
Ha TO, TJI€ PacIOJI0KEH TEKCT
d. uMeeT CBOIICTBO aBTOMAaTHYECKOTO HapaIllMBaHUs
18. Kak Ha3pIBaeTCs 1moje, JaHHBIE B KOTOPOM 00pa3yrOTCs B pE3yNIbTaTe pacueTa ¢ y4acTHEM
JTAHHBIX , COACPIKAIUXCS B IPYTHX MOJISX?
a. BBIYUCIISIEMOE TI0JIe
b. pesynpTHpYIOIIEE TOJIE
C. HTOTOBOE MOJe

Tabnuua 4.

OTBeTHl HA BOIIPOCHI TECTa

Bonpocsl OtBernl Bonpocsl OTtBeTnl
1 a,c 10 d
2 a,c,d 11 b
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3 a,c,e 12 c

4 b, c 13 b

5 a, b, d 14 a,c,d, f g
6 b 15 a,b,c

7 a,c,d 16 c

8 a 17 d

9 c 18 a
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