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BBEJAEHHUE

Metoauyeckue ykazaHusi NpeIHA3HAYEHbl [JIi CTYIAEHTOB 3a04YHOTO
OTJIEJICHUSI, M3y4YalolIUX OCHOBBI PabOTHI Ha KOMIBIOTEpAaX B paMKax Kypca
«IIporpammuoe obOecnieuenne OBM». OHM HCHONB3YIOTCA NPU  H3YYECHHH
paznenoB naHHoro kypca: «OmnepanuonHas cucrema Windowsy, «TekcToBbiid
nporeccop Wordy, «Tabnuunbiit npouieccop Excel» u nporpamma asist co3nanust u
npoBeaeHus npe3eHTanuit «Microsoft Power Pointy.

B mMeTtonuueckue ykazaHUsl BKIIOUEHBI Y€ThIpe J1abopaTopHble padoOThl U
MOPSIAOK WX BBIMIOJHEHUS, TMpEIHAa3HAYCHHBIE ISl MPUOOPETEHUsS CTyACHTaMU
3a0YHOTO OTACJICHUS TEPBOHAYAIBHBIX TEOPETUKO-TIPAKTUYECKUX 3HAHUU U
HaBBIKOB peIlIaTh CBOM MPOU3BOJCTBEHHBIE PA0OTHI HA KOMIIBIOTEPE, a B MEPHUO]
o0y4eHUsT — BBINOJHATH Ha KOMIBIOTEPE HH(GOPMAIMOHHO-BBIYUCIUTEIbHBIC
paboOTHI 1O APYTUM YYEOHBIM JTUCIIUIUIMHAM.



IHPOI'PAMMHOE OBECIIEYEHUE KOMIIBIOTEPA

Hu xoMmmbioTep B 11€JI0M, HU €T0 COCTaBHBIE YAaCTH HE CIIOCOOHBI camMu 1O cede
oOpabateiBaTh HH(MOpPMALINIO. YTIPABISIOT paOOTON KOMIBIOTEPA MPOTPAMMBbI, KOTOPbHIE
UMEIOT pa3udHbie (PYHKITMN 1 Ha3HAUCHUE.

IIporpamma — 3TO MOCIEAOBATEIILHOCTh KOMaH/I, KOTOPYIO BBITIOJNHSIET KOMITHIOTED B
npoiiecce 00pabOTKH JaHHBIX.

Komanpna - 570 onucanue omnepanuu, KOTOPYK JOJKEH BBINOJIHUTH KoMIbtoTep. Kak
NpaBWiIO, Yy KOMaHAbl €CTh CBOW KOJ (yCIIOBHOE OOO3HAauY€HUE), UCXOIHBIE JTaHHBIE
(omepaHibl) U pe3yibTart.

JlanHble — 5T0 nH(pOpMaIUs npeacTaBiIeHHas B GopMe, TPUTOAHON s €€ TIepenadu u
00paboTKH ¢ TOMOIIBI0 KOMMbIOTepa. JlaHHble XpaHsATcs W 00pabaThIBAIOTCA Ha
MAIIIMHHOM SI3BIKE - B BUJE MocaeaoBaTeabHocTen 0 u 1.

IIporpammuoe oOecnedenue (IIO) - COBOKYMHOCTh MpOrpaMm, HEOOXOAUMBIX st
00paboTKU WM Mepelayu pa3IudYHbIX JAHHBIX, TPEAHA3HAUYCHHBIX J1JI1 MHOTOKPATHOTO
MCIIOJIb30BaHUs U IPUMEHEHUS Pa3HBIMU MOJIb30BATEIISIMH.

CucremHoe nporpaMMHoOe odecriedeHmne, B CBOIO ouepeib, COCTOUT U3 bazosoro 110 u
CepsucHoro I10.

I. bazooe IIO mnocTaBuseTcs BMECT€ C KOMIIBIOTEPOM M O0ECTIEYMBAET €Tro
pabotocnocooHocTh. B cocraB bazoBoro IIO BxoauT omepalimoHHasi CUCTEMA,
ornepaloHHasi 000JI04YKa U CETEBbIE MPOrPaMMHbIE CPEICTBA.

1. Onepaunonnasi cucrema (OC) — 5TO KOMIUIEKC CHCTEMHBIX U CIY>KEOHBIX
MPOTPAaMMHBIX CPEACTB, OOCCIEUMBAIOIINX YyMpaBIeHUE Pab0OTONW KOMIIBIOTEpAa M €TO
B3aMMO/ICHCTBHE C MTOJIb30BATEIIECM.

OnepammonHas cucrema mnocrasisgeTcs BMmecte ¢ [IK wm cocraBinsger ocHOBY ero
nporpamMmmHoro obecrneuenus. [Iporpamma OC 3arpykaercsi B ONEpPaTUBHYIO MaMsTh
Mocj€ BKJIIOYEHUS KOMIbIOTEpa M padoTaeT mnapauielbHO CO BCEMH APYTUMH
MPOrpaMMaMHU J10 €0 BBIKJIFOYEHHS.
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JlaboparopHasi padora Ne 1.
OIIEPAIIMOHHAS CUCTEMA WINDOWS

Heab padoThI: U3y4YUTh OCHOBBI pabOTHI B omepanuoHHON cuctemMe Windows:
MpUEMBI YIPABJIEHUS MPU MOMOIIY MBI, onepanuil ¢ (aitiioBoil cucteMoi npu
MOMOIIM CUCTEMBI OKOH ManokK U paboThl ¢ (aiioBON CTPYKTYpOIl MpU MOMOIIU
nporpaMmmel [IpoBogHHK.

3ananmue 1. [Ipuembl ynpaBJjieHUusi NPH MOMOIIH MBIIITH

VYopasmate OC  Windows MOXHO ¢ TMOMOIIbIO MAHHUIYJISTOPAa MBIIIb U
KJIABUATYPBI.

Mbpilib — 3TO CHENUAIBHOE YCTPOMCTBO — YyKAa3aTellb, WIM MaHUMIYJSATOD,
MO3BOJIAIOIIUN MPOCTO U OBICTPO MEPEABUTaTh Kypcop MO 3KpaHy. MBIIb UMeEeT
JIBe KHONKH JJIs YIpaBlieHHUs] (JIEBYIO M MPaBYyIO), a TaKXKe TPETUMN, BUPTYyaIbHbBIN
3JIEMEHT — KypCOp HA SKPAHE B BUJIE CTPEIKHU, KOTOPBIN MOJTHOCTHIO MTOBTOPSIET €€
INBHOXKEHUSA. Y HEKOTOPBIX MBIIMIEH HOPUCYTCTBYET KOJIECUKO, PACIOJI0KEHHOE
nocepenude. Komecuko CiyXuT sl YOPABICHHUS TOJOCAMH  IMPOKPYTKH.
OCHOBHOM KJIABHUIIEH MBI SIBJISIETCS JIEBAs KIABUIIA. 3HAYUMOCTh BTOPOH,
MPaBOM, KJIABUIIIN FOPa3/10 HUXKE.

OCHOBHBIMU IPUEMaMU YIIPABJICHUS C TOMOIIBIO MBIIIH SIBJISTFOTCS :
1. 3aBucanue.

Ha Ilaneam 3agma4y (oAMH U3 OCHOBHBIX JJIEMEHTOB YIPaBJICHHS),
PACIOJIOKEHHON BHU3Y OJKpaHa, HAWAUTE CJeBa KOMaHJHYH KHOINKYy Ilyck.
ITonBenuTe K HEM yKa3aTeslb MBIIIU U 33I€PKUTE HA HEKOTOPOE BPEMs, TTOSBUTCS
BCIUIBIBAIOIIAsS MMOJICKA3Ka.

Cnpasa na Ilanesan 3agau pacnonoxena Qodaactb yBeaomiienuii (Ilanean
uHAuKauuu). HaBenure ykasaTenb MbIIIM Ha MHAMKATOP CHCTEMHBIX YacOB U
3aJIEP>KUTE HA HEKOTOPOE BpEMsA — TMOSBUTCS BCIUIBIBAIOIIAS TMOACKAa3Ka C
MOKAa3aHUSAMU CUCTEMHOTO KaJIEHAAPS.

2. leauyoxk.

Hasenure ykaszatenp Mbllid Ha KHONKY IIyCK M IIENKHUTE OAUH pa3 JIEBOU
KHOIIKOM MBIIIK — HaJ KHONKON oTkpoercs I'smaBHoe meHro Windows. Menio
MpeACTaBIsAeT cOO0M CIMHUCOK BO3MOXXHBIX KOMaHJ. KomaH/bl, IpeicTaBIECHHbIE B
MEHIO, BBIIIOJHSIFOTCS [IEITYKOM Ha COOTBETCTBYIOIIEM ITYHKTE.

VY memyka ecTh U Apyroe Ha3HAYCHHE — BblAeJeHHe 00beKTOB. Pa3pinTe
Ha Pabodem crose (ctapToBbiii 3kpan Windows, Ha KOTOpOM OTOOpa>kKaroTCs
OOBEKThl B BHUJE 3HAYKOB M SAPJBIKOB, W 3JIEMEHTHI yIpaBlieHUs) 3Ha4ok Moii
KOMIILIOTEP U IICJIKHUTE HA HEM JIEBOM KHOMKOM MBIIIM. 3HAYOK W MOANUCH MO
HUM U3MEHAT 1BeT. [Ipou3zonuio BeiieneHne 00bekTa. OOBEKThI BBIACIAIOT, YTOOBI
MOATOTOBUTh WX K JaJdbHEUIIUM omepainusiM (KOMUpOBaHHE, NMEPEUMEHOBAHUE,
yaajaeHue. . .).



[lenkHuTE Ha IPpyroM o0ObEKTe, HarpuMep Ha 3Hauke Kop3una. Beigenenue
3Hauka Mo# KOMIBIOTEP CHUMETCS, 2 BMECTO HETO BblIENUTCS 3Ha40K Kop3una.
Ecnu HYXHO CHSTh BBIJEIEHHUE CO BCEX OOBEKTOB, IJIsi 3TOTO JOCTATOYHO
HIEKHYTh Ha CBOOOJHOM OT 00BeKTOB MecTe Pabouero croJa.

3. /IBOiHOM IIETY0K.

JIBOWHOW WIETYOK MPHUMEHSIOT JJISI MCIOJb30BAHUA O0BEKTOB: 3allycKa
MpOrpamMM, OTKPBITHS JOKYMEHTa. JIBOMHOW WIETYOK — JBAa WIETYKA JIEBOU
KHOIIKOW MBIIIIH, BBIIIOJIHEHHBIE C MAJIBIM UHTEPBAJIIOM BPEMEHU MEKIY HUMU.

Brimonnute nBoiHONW mieT4ok Ha 3Hauke Mou kommnbloTep. Ha skpane
OTKpoeTCsl OKHO Moii KOMIIBIOTEP, B KOTOPOM MOXHO YBUJETh 3HAUKU JUCKOB U
JIPYTUX YCTPOMCTB, MOAKIIFOYEHHBIX K KOMIIBIOTEPY, HAIPUMED, IPUHTEPOB.

B mpaBom BepxHEM yTIIy OKHA HaXOJATCS KHONKH YIPaBJICHHUS Pa3MepoM
OKHA, KOTOPBIE YIPABIIAIOTCS MIETYKOM MBIIIIH.

Haxxmute nepByto kHONKy — moadepkuBanue (CsepHyTs). [Ipoumsoiiner
CBOpaYMBaHHUe OKHA J0 pa3sMepa kHomnku Ha [lanens 3agau. BoccTaHOBUTE OKHO,
IIEJIKHYB 10 3TOW KHOIKE.

Haxxmure BTOpyro kHOnkKy — KBajapatr (PasBepuyrts). Ilpousoiiaer
pa3BopavyuBaHMe OKHA JO IMOJHOro 3KpaHa. KHomka mpuMeT apyroul Buja — aBa
HAJIOKeHHBbIX KBaapatuka (CBepHYTb B OKHO). Haxmure 5Ty KHOIKY.
[TpounsoitaeT BOCCTAaHOBJIEHHE OKHA O TPEXKHETO pa3mepa.

Haxxmute TpeThi0 KHONKY — KpecTHK (3akpbITh). [Ipon3oiiner 3akpbiTHE
OKHA.

4. llle14ok MpaBoil KHOIMKOIA.

[[lenkHUTEe TTpaBOM KHOINMKOW MBIIK Ha 3Hauke Mo kommnbroTep. Psgom ¢
HAM OTKPOETCS OJJIEMEHT YIIPABJICHUS, KOTOPHIM HA3bIBACTCA KOHTEKCTHBIM
MeHI0. Y kaxnoro oowbekta Windows cBo€ kKoHTeKcTHOe MeHIo. CocTaB €ro
MMyHKTOB 3aBHCUT OT CBOMCTB OOBEKTa, Ha KOTOPOM IPOM3OIIEN IemdoK. Jlis
MprUMepa CPaBHUTE COJIEP)KaHNE KOHTEKCTHOTO MEHIO 00beKTOB MO KOMNbLIOTEP
u Kop3una, oOpaiiiasi BHUMaHHE Ha UX Pa3TNIHSL.

5. IleperackuBaHnue.

Hasenure ykazarens Mblliv Ha 3Ha40k Mou komnboTep. Haxxmure neByro
KHONIKY M, HE OTIIyCKas €€, NEepEMECTUTE yKas3aresib. 3HAa4YOK MOH KOMNbIOTEp
MIEPEMECTHUTCS IO TOBEpXHOCTH Padovero croJia BMECTE C HUM.

OtkpoiiTe okHO Moii kKomnblOTep (IBOITHON Mmien4yok). BepxHss cTpoka
OKHA HAa3bIBAECTCSA CTPOKOM 3arosioBka. OKHO MOXXHO IEPETACKUBATH C OIHOTO
MecTa Ha npyroe. JlIsi 3TOro HaBeIWTE yKas3aTellb MBIIIM Ha CTPOKY 3aroJiOBKa,
Ha)XMUTE JIEBYIO KHONIKY U, HE OTITYCKasl, IEPEMECTUTE OKHO I10 SKPaHy.

6. IlporsaruBanue.

Otkpoiite okHO Moii komnbroTep. HaBenure ykazatenp MbIIM Ha OJIHY U3
paMOK OKHa M JOXAUTECh, KOrJa OH H3MEHUT (opMy, NpPEeBpATUBIINCH B
ABYHAIIPaBJIeHHY cTpeky. Ilocie 3Toro HaXMuTe JEBYKO KHONKY H
nepeMectute Mblb. OKHO W3MEHUT pa3Mep. Eciam HaBecTH yKa3aTenb MBIIIA Ha
YTOJI OKHA U BBIIIOJIHUTH NPOTATUBAHUE, TO MPOU30MIET U3MEHEHHE pa3Mepa cpas3y
MO IByM KOOpJAMHATaM OJHOBPEMEHHO (U MO BEPTUKAJIU, U 110 TOPU3OHTAIHN). ITOT



K€ MPHUEM HCIMOJIb3YETCS W I TPYNIIOBOr0 BblAejieHHs1 00beKTOB. HaBenute
yKa3aTelb MBI Ha TOBEPXHOCTh CTOJIa, T/AE-HUOYIb NOOIUXKE K JIEBOMY
BEPXHEMY YTIy, HA)KMUTE KHOIKY MBIIIA M MPOTSHUTE MBIIIb BIPAaBO BHU3. 3a
yKazaTeJleM TMOTSHETCS MPSIMOYTOJIbHBIM KOHTYp BblJeneHus. Bce 0OBeKTHI,
KOTOpbIE OKa)XyTCS BHYTPU 3TOrO0 KOHTYpa, OYIyT BBIJEIEHBI OJHOBPEMEHHO.
CHSATB BBIICJIEHUE — IIEJIKHYTh HA ITyCTOM MECTE SKpaHa.

7. CienuajibHOE NepeTACKUBAHUE.

Hagenure yka3zatenb MbIIIM Ha 3Ha4OK MO KOMIIBIOTEP, HAXKMUTE MPABYIO
KHOIIKY MBIIIN ¥, HE OTIyCKasl €€, NEPEeMECTUTE MbIIIb. DTOT NPUEM OTINYAETCS
OT OOBIYHOI'O MEPETACKUBAHMS TOJBKO MCHOJIb3YEMON KHOMKOH, HO NaéT MHOU
pesynbrar. [Ipn OTHyCKaHMM KHONKH HE IPOUCXOIUT NEPEMEIIECHHE O0BEKTa, a
BMECTO  3TOrO0  OTKPBIBA€TCSI TAaK  HA3bIBAEMOE MEHIO  CIELHUAIBHOTO
neperackuBanus. CoaepKUMO€E ITOr0 MEHIO 3aBUCUT OT MEPEMEIIAEMOI0 OOBEKTA.
Jlnst GonbmiMHCTBA 00BEKTOB B HEM 4eThipe nmyHkTa (Komuposats, I[lepemecTuts,
Coznatb sipiblk 1 OTMEHUTD).

3aganue 2. Onepauuu ¢ gpaisioBoii cucremod WINDOWS npu nomouu
CUCTEeMbI OKOH MAMNOK

®aii1 — OCHOBHOM HOCUTEIb HHPOPMAIMU B OMNEPAIMOHHON CHCTEME,
MPEACTaBIAIONINN cO00M (U3MUEecCKyr0 00JIaCTh HAa JUCKE, UMEIOIUNA HEKOTOpPbIE
aTpuOyTHI (CBOMCTBA) U IOMEUECHHBI UMEHEM.

Cnoco6 xpanenusi (aitzioB Ha AUCKaX KOMIbIOTEpa Ha3biBaeTcs (ailioBoit
CHUCTEMOH.

IManka — 5To crenuanbHOE MECTO HA JIUCKE, T/I€ COJAEPKUTCA MHPOopMaLIUs
o Qaiinax u Ipyrux narnkax.

OkHO — 0oMH W3 OCHOBHBIX 3JeMeHTOB uHTep(deiica Windows. B oxHax
3amyckarTcsi Bce mporpammbl Windows. B BHJle OKOH OTKpBIBAIOTCS MAINKH,
MOHO OTKPBITh Cpa3y HECKOIbKO OKOH.

B 1100011 MOMEHT BpeMEHU MOXKHO paboTaTh TOJIBKO C OAHUM OKHOM. OKHO,
C KOTOPBIM HEMOCPEICTBEHHO pabOTaeT MOJIb30BaTEb, HA3bIBACTCSI AKTHBHBIM.
AKTHBHOE OKHO pacroJiaraercsi MmoBepX APYTHX OKOH M €r0 3arojIOBOK BBIJEIICH
0oJiee IPKUM LIBETOM.

OKHO ManKyu UMEET CIEAYIONIYI0 CTAaHAAPTHYIO CTPYKTYPY:
CTpoka 3aroJioBKa — Ha3BaHUE NaNKu (MM MPOrPaMMBI).

CucTeMHBI 3HAYOK — HAXOJHUTCS B BEPXHEM JIEBOM YINIy OKHA, MPHU LIETUYKE
OTKpPOETCA Cly’>KeOHOe MEHIO (KOMaH/bl, TO3BOJSAIONINE YIIPABISITh Pa3MEPOM U
pPAcIOI0KEHUEM OKHA).



Crpoka MeHI0 — cnHMCOK KoMaH[. [Ipu mienyke Ha KaXJAOM W3 IYHKTOB 3TOTO
MEHIO OTKpPBIBAa€TCS «HHUCHAJAIONIEE» MEHIO, IYHKThl KOTOPOrO TO3BOJIIIOT
MMPOBOAUTH OIEPALUH C COAEPKUMBIM OKHA WJIM C OKHOM B LIEJIOM.

IlaneJb WHCTPYMEHTOB — COJCP)KUT KOMAaHIHBIC KHOIKH JIJISI BBITTOJHEHUS
Han0oJIee YaCTO BCTPEUAIOIIMXCS ONePaIiii.

AnpecHasi CTPOKA — MOKA3bIBAET MyTh JOCTYIA K TEKYLICH MAamNKe, MO3BOJIAECT
BBITIOJTHUTH OBICTPBIM TEpexoll K Jpyrum pasnaenaMm (HailioBOM CTPYKTYphI C
MMOMOIIBIO PACKPBIBAIOIIEH KHOIKU CIPABA.

PaGouasi o6acTh — B OKHaX IAIOK OTOOpaXkaeT 3HAYKHA 00BEKTOB, XPAHSIITUXCS B
Marke; B OKHAaX MPOrpamMM OTOOpakaeT aKTHUBHBIM JTOKYMEHT; B OKHE JOKYMEHTa
0TOOpakaeT COACPKUMOE TOKYMEHTA.

IHonochl MPOKPYTKU — €CIU KOJUYECTBO OOBEKTOB CIMIIKOM BEJIHKO (WU
pa3Mep OKHa CIMIIKOM Maji) MO MPaBOMY M HUXKHEMY KpasiM paboueil oOnactu
MOTYT OTOOpaXXaTbCsi MOJOCHI TPOKPYTKH, C TIOMOIIBID KOTOPBIX MOKHO
MPOKPYUYUBATHY COAEPKUMOE MAIKU B paboueil o0nacTu.

CTpoka coCTOSIHUA — COJICPKUT AOMOTHUTENbHYIO HHPOPMAIIUIO.
IHopsinok padoTkbI:

1. Otkpoiite nanky Ha PaboueMm crosne nanky Mou J0KYMEHTBI.
2. Co3paiite 1BE HOBBIC MAIIKU:

e Ilepyto TMankKy npu MTOMOIIA CTPOKH MEHIO OKHa
dainn—Co3parb—Ilanky;
e Bropylo mamnky ¢ moMOUIbI0 KOHTEKCTHOTO MEHIO (IIpaBasi KHOIKA MBIIIHN):
BbIOepuTe NyHKT Co3aarb—Ilanky.
3. llepenmenyiiTe manku:

e (C MOMOIIBK CTPOKH MEHIO OKHA: BBIJICIUTE OJHY U3 IMAalOK W BBINOJIHUTE
komanay @ann—IlepeumenoBars. [aiite numsa Ianka 1.
e (C nOMOIIBbIO KOHTEKCTHOTO MEHIO (TMpaBasi KHOMKA MBIIIKN): BBIICIUTE
IpyTrylo nanky u Beioepute koManay IlepeumenoBars. Jlalite nmsa Ilanka
4. OTkpoiiTe 00€ manku OJHUM U3 CTIOCOOOB:

e J[BOWHOM IIEITYOK;

e (C nOMOIIBIO KOHTEKCTHOTO MEHIO KOMaHA0N OTKPHITH;

e (C noMouipr0 CTPOKUA MEHIO OKHA: Pailil— OTKPBITH;

e (C nomompro knaumin ENTER npu BeII€I€EHHOM 3HAUKE MMAMKH.
5. Pacrnonoxkute OKHa MamoK psAJIoOM, HE TMepeKpbiBas Apyr Jnpyra (eciu
HEOOXO0UMO, M3MEHHUTE pa3zmep OkHa). UToObl Kaxpjash mamka OTKpbhIBalach B
OTAEIBHOM OKHE, BBITIOJIHUTE KOMaHAy: Hyck—Ilaneanb
ynpasiaenusi— CBoiicTBa ManKUu— BKJIIAJKa Bun— lonosHuTenbHbIE



mapamMeTpbl 1 YCTAHOBUTC (1)J'Ia)KOK OTKp])IBaTL KaKAYI0 MIallKy B OTACJIbHOM
OKHE€.

6. B nepBoii nanke coznaite 4 Qaiina: 1Ba TEKCTOBBIX JOKYMEHTA U JIBa PUCYHKA.

BroBuTe KOHTEKCTHOE MEHIO M BblOepuTe KoMaHnay Co3martb— TekcToBBII
nokyMeHT win Co3naTb— To4euHbIH PUCYHOK.

7. Bee ¢aiinel u3 [anku 1 nepemectutre B Ilanky 2 paszubiMu criocobamu: C
MoMOIIb0 CTpokh MeHIo: B okHe Ilamku 1 Beigenutre daiia 1 W BBITOJTHUTE
komaHny IIpaBka—Bsbipe3ars. Ilepeiinure B oxkHo Ilamku 2 W BBITOJTHUTE
komaHay IIpaBka—BceraBurh. C MOMOILIBIO MAHENUM WUHCTPYMEHTOB: BBIJECIINTE
daiin 2 u HaxxMUTE KHONIKY «BbIpe3aTh» (HoxHuULb!). [lepelinute B okHo Ilanmkn
2 U HaXMHUTE KHOINKY «BcraBurh». ECiM maHenp MHCTPYMEHTOB HE COJCPKUT
9TUX KHOMOK, J00aBbTe HX 0Opu TmoMomu KoMaHasl Bua—Ilanean
uHcTpymMeHToB— HacTpoiika, BbiIeTUTe HEOOXOIUMBIE UMEIOIINECS KHOMKU U
BBINOJHUTE KOMaHAy Jl00aBUTh.

e (C nmoMOHIbK0 KOHTEKCTHOrO MEHIO: BblaenuTe Maiil 3 1 HAXXMUTE MPABYIO
KHOIKY MBIIIA i1 BBI30BAa KOHTEKCTHOTO MEHIO, BBIOEpHUTE KOMaHIy
Bripesarts.

ITepeiinute B okHO Ilamkm 2 ¥ Ha MyCTOM MECTE BBI3OBUTE KOHTEKCTHOE
MEHIO, BbIOEpUTE KOMaHly BcTaBUTD.

e C moMouipl0 KOMOMHAIIMM KJIAaBUII Ha KiaBuaType: Bbiaenute Maiia 4,
ogHoBpeMeHHO HaxmuTe kiaaBumu Ctrl u X. Ilepeiiaute B okHo Ilankm 2 u
HaxxmutTe ogqHoBpemeHHO Ctrlu V.

8. Bce ¢aitnb u3 Ilanku 2 ckonuposats B [lanky 1 pa3nsiMu cnocodamu:

e C momombto ctpoku MeHIO: B Ilanke 2 Boimenute d@aiia 1 v BBINOJIHUTE
komaHny IIpaBka—KonupoBars. Ilepeiinute B okHo Ilankm 1 wu
BbINOJMHUTE KOMaHAy IIpaBka—BcTaBuTh.

e (C nomompro maHenu UHCTpyMeHTOB: B Ilamke 2 Beigenute Paita 2 u
HaxxmuTe KHONKY «KonmupoBarby», neperiaute B okHO Ilanku 1 u Haxxmure
KHONIKY «BCTaBHTBY.

e (C momMompro KOHTEKCTHOro MeHw: B Ilamke 2 Beigenure @aita 3 u
HOXMUTE TMPABYIO KHONKY MBIIIM JUJI BbI30BA KOHTEKCTHOTO MEHIO,
BbiOepuTe kKoManny KomupoBats. Ilepeitnute B okHo Ilamkm 1 u Ha
MyCTOM MECTE€ BBI30OBUTE KOHTEKCTHOE MEHI0O M BbIOEpUTE KOMaHIY
BcraBurh.

e C nomomipblo KOMOMHAIIMU KJIaBUII Ha kiaBuarype: B Ilamke 2 Bbiaenute
®aiin 4 u Haxmute ogHoBpeMeHHo Ctrl u C. Ilepelinute B okHo Ilanku 1
u Haxmute Ctrlu V.

9. U3z Mankm 1 ynanute Bce (ailibl pa3HbIMU CIIOCOOAMU:

e (C momompl0 CTPOKH MEHIO: BbiaeauTe @aia 1 U BBINOJIHUTE KOMAHIY
dajin— Y aaJIuTh.



e (C MOMOIIBIO NTAHEIN HHCTPYMEHTOB: BbIenTe Pail1 2 1 HAXKMUTE KHONKY
«YnajuTh.

e (C moOMOIIBI0O KOHTEKCTHOTO MEHIO: BbiAenuTe Maili 3 U HAXXKMUTE MPABYIO
KHOIIKY MBIIIHA JUIsl BbI30Ba KOHTEKCTHOI'O MEHIO, BBIOEPUTE KOMAaHIY
Y1aaurs.

e (C moMoOmpI KIABUIIM Ha KiaBuarype: Bbiaennte Paia 4 U HaxXMUTe
xiasuiny Delete.

10. 3akpoiite okHa Ilanka 1 u Ilanka 2.

3ananue 3. Pabora ¢ ¢ailsioBoH CTPYKTYPOil IPH NMOMOILUM MPOrPaMMbI
IIpoBoaHuk

Hepapxuueckass CTpyKTypa, B BHJE KOTOPOM ONEpallMOHHAs CHUCTEMaA
otoOpaxaeT (hailsibl U MANKK JAUCKa, Ha3bIBaeTCs (PailjioBOM CTPYKTYPOIi.

[IpocMmoTpeTh (ailioByt0 CTPYKTYpPy MOKHO HpPHU MOMOIIU MPOTrpamMMbl
IpoBoanuk. [Iporpamma IIpoBOAHUK SIBJISIETCS OCHOBHBIM MHCTPYMEHTOM JUJIA
¢daitnoBsix omnepauuit B cucreme Windows. Ona otoOpaxkaeT coaepKumMoe
MafnokK, IO3BOJAET KOMUPOBATh, IEpeMellaTh, YIalsiTh, NE€PEUMEHOBHIBATH
nanku u Qaitsibl, 3aMycKaTh MPOTPAMMABL.

PabGouast obnacte okHa [IpoBojgHMKA COCTOMT M3 ABYX oOiacTeil: oOnacTu
JiepeBa TaroK W YCTPOWUCTB (cjieBa) U O0JIACTH AKTUBHOM (OTKPBITOM) Manku
(ctipaBa). B 1100011 MOMEHT BpEMEHH TOJBKO OJIHA TAllKa MOXKET OBITh OTKPHITA.

[Tanka MoxeT OBITH pa3BepHyTa WK CBepHyTa. Ecim B mamke MMErOTCS
BJIO)KEHHBIE TIANKH, TO PSJOM C HEW MOSBISETCS y3€l1, OTMEYCHHBIH 3HAKOM [+,
[Ilemyok Ha y3iie pa3BOpPaYMBAcT MamnKy (T.€. MOKA3bIBAET CTPYKTYPY BIOKEHHBIX
manok), 3Hak ys3na [*| mensercs ma 3mak =, Illemuox ma 3Hauke ys3ma =
CBOpAYMBACT MAIKYy.

[lanka MoeT OBITh PACKPBITA WU 3aKpbITa. Eciu 1MIENKHYTh Ha 3HAUKE
MaIKH, TO OHA PAacKpOeTCs 1 U €€ COAEPHKUMOE OTOOpa3UTCs B 00NaCTH aKTUBHOMN
nanku [IpoBoaHuka. 3akpbIBaeTCs Manka TPy PACKPBITUH JIFOOOU IpyToii MamnkKwu.

Iopsaaok paéoTsbi:

l. 3amycture nporpammy IIpoBoanuk tpu nomomu kHonku Ilyck—Bcee
nporpammbl— Crangaptabie— [IpoBoaHHMK (WM KOHTEKCTHOTO MEHIO KHOIKHU
Ilyck) u co3zpaiiTe cienyomyto CTpYKTypy MarokK:

Mown fOKyMeHTbI

—— [Mankal

L

DKCnepumeHTanbHasA

L

Mowu akcnepumeHTbl

— T[lanka 2



2. Haiinute manky Mom aOKyMeHTBI B 00JIacTH JepeBa NANoK, B KOTOPOH
nopkHEl HaxognThed Bamu nmankn: Ilanka 1 n Ilanka 2.

3. Otkpoiire Ianky 1 1 B 00JaCTH aKTUBHOM MAaNK{ CO3/alT€ HOBYIO MANKy
OJIHUM M3 U3BECTHhIX BaMm cmoco0oB u palite eil umsi JkcnepuMeHTalbHasA. B
o0JacT aepeBa Marnok yoeauTech B TOM, 4TO psAaoM co 3HaukoM nanku Ilamka 1
oOpa3oBajcs 3HaK y3ma [#|, CBHIETEIbCTBYIOUIMHA O TOM, YTO Mamnka HMeEeT
BJIO’KEHHbIC manku. [Ipu Ha)aTuM Ha 3HAK y3na [*| mpoucxomuT pa3BopaunBaHue
IManku 1 v OH MeHsieTCs Ha 3HaK =,

4. OTkpoiiTe nanky JKcnepuMeHTaJAbHAasA B 001acTu aepeBa nanok [IpoBoaHuka.
B oOnactu akTUBHOM Mamnku HE JOHKHO OTOOpPa)KaThCsl HUKAKOTO COIEPKUMOTO,
MOCKOJIBKY 3Ta Marka Imycra.

5. Co3paiite B oOnactu akTuBHOM mnanku IIpoBojgHMka HOBYr0 mnanky Mow
IKCINIEPUMEHTBI BHYTPU MANKd JKCHEePUMEHTAJbHAsA. YOeauTech B TOM, YTO B
o0jacT JepeBa MAamnoK pPSAOM CO 3HAYKOM NaNKd JKCHEePUMEHTAJIbHasA
oOpa3oBaiics 3HaK y3ia [*. PasBepHuTe y3en U paccMOTpUTE 00pa30BaBIIYHOCS
CTPYKTYPY BJIO’)KEHHBIX Aok B 00JacTH aepesa nanok [IpoBoaHuka.

6. Otkpoiite Ilanky 2, yoequTech B TOM, YTO B 00JIaCTHU aKTMBHOM MaIKu B HEH
€CTh cojepkuMoe (co3aaHHble paHee Bamu (aitnbl), HO B 001acTu JepeBa mamnok
PSAZIOM CO 3HAYKOM IIalKM HET 3Haka y3ia [#l, Tak Kak B HEW HET BIIOKEHHBIX
TaroK.

7. Tlokaxkute pe3ynabTaThl paOOThI MPETOaBaATENIO.

8. VYnmamure Ilanky 1 n Ilanky 2 B Kop3uny omHuM wu3 wu3BECTHBIX Bam
CIIOCOOOM.

9. Ouncture Kop3uHy 1pyu noMoIy KOHTEKCTHOTO MEHIO.
KoHTpoJibHBbIE BONIPOCHI:

1. IlporpamMMbl KaKuX THUIIOB BXOJST B CHCTEMHOE IPOTPAMMHOE 00EeCIIeUeHHe
KOMITbIOTEpA?

2. OnummuTe Npouecc yCTAaHOBKH U 3arpy3KHU OMEPALMOHHON CHCTEMBI.
3. KakuMm 00pa3zom MOXKHO mepe3arpy3uTh KOMIbIOTEP?

4. B uyeM 3aKJIF04aeTC OCHOBHOE Pa3JIMUME MEXKIY ONEPAlMOHHOW CUCTEMOM U
IIPUKJIATHBIMU [TPOTpaMMaMu?



JlabopaTopHasi padora Ne 2.
TEKCTOBbBIA ITPOLHECCOP WORD

Ieab padoThl: W3yUYUTh OCHOBBI BBOJA, BHIICICHUS U PEAAKTUPOBAHUS TEKCTA B
TexkctoBoM mporeccope Word, dbopmaTtupoBaHue TEKCTa M CTPAHHUIIBI, CTIOCOOBI
co3manus W (QopMaTUpPOBaHHS TAaOIUIl, PUCOBAHHUS B JOKYMEHTE M BCTaBKH
Pa3IMYHBIX 0O0BHEKTOB.

BBOJI TEKCTA

Texkct BBOAUTCA C TOMONIBIO al(aBUTHO-IU(MPOBBIX KiaBuil. MecTo
JIOKYMEHTa, B KOTOPOE MPOUCXOIUT BBOJI TEKCTa (TOUKa BBOJA), OTMEYAETCS Ha
JKpAaHE BEPTUKAIBHOM YEPTOM, KOTOPYIO HA3bIBAIOT KYPCOPOM.

Jlyist BBOJla MpOoNMUCHBIX OYKB Ucob3yercs kinaBuiia Shift.

Jlnst pukcanuu pexxuMa BBOJa 3arjaBHbIX OYKB ciaykut kinaBuiia CapsLock.

KnaBuma Backspace (<) (caeBa or kypcopa) u Delete (cmpaBa ot
KYpCopa) yAQISIOT CUMBOJIBI UJTU BbIJIEJICHHBIE ()parMEHTHI TEKCTA.

JUia mepexioYeHuss ¢ PYCCKOro Ha JaTMHCKUM  andaBUT HEOOXOIUMO
HCII0JIBL30BaTh KoMOuHanmu kiasuiln Ctrl+Shift umn Alt+Shift.
[Ipu BBOZE TeKCTa HEOOXOAUMO COOJIIOATH CICAYIONTUE TPaBUIa:

« Bo Bcex COBpeMEHHBIX TEKCTOBBIX PEJaKTOpaX Mepexo] Ha HOBYIO CTPOKY B
npoiiecce Habopa TEKCTa MPOUCXOJUT aBTOMATHUYECKH, HE TpeOys BBoJAA
CHEUAIBHOTO CUMBOJIA.

o OxkonuaHue a03ana Mapkupyertcst HaxaTueM kiaBuiiu Enter, mo3Bosnstoieit
MEPEUTH HA HOBYIO CTPOKY.

o IIpoGen obGsi3arenien mocliie 3HaKa MPENUHAHUS; TIepe]] 3HAKOM MpenrHaHus
npoOes He CTaBUTCS.

Tabnuia 1 — BergejieHHe TEKCTA ¢ MOMOIILI0 MBIIITH

s BbIC/ICHUS. .. BbinoiHuTH eiicTBHE...

CnoBa JIBOMHOM IIEIYOK MBIIIY IO TPEOYEMOMY CIIOBY.

[Ipennoxenus Haxare xnaBumry Ctrl u1 0JHOBPEMEHHO OJMHAPHBIM LIEITYOK
JIEBOW KHOMKOM MBIIIIH B JIIOOOM MECTE MPEJIJIOKECHHUSL.

CrpouHoro IIpyn HakaTOM J€BOM KHOIIKM MBIIIM IPOTACKUBAHHEM Kypcopa

¢dbparmenTa 10 TEKCTY.

AG3ara a) YCTaHOBUTH yKa3aTesib MBIIIM y BbIACISIEMOro ad3aia cieBa,
BHE IIpezieioB ab3ana. J{Bakapl HaXkaTh JIEBYIO KHOIIKY MBIIIH.
6) TpoitHO# ImEeTJOK JIEBOM KHOMKOW MBIIIK B JIOOOM MecTe
a03arna.

[IpssMmoyronsHOTO IIpn Haxarbix knaBume Alt u  7€eBOM  KHOIKM — MBIIIH

¢dparmenra IIPOTACKUBAHUE KYpPCOPA 110 TEKCTY.

®parmenra YCTaHOBUTH yKa3zaTenb MBI B Havane (parmenrta. Haxartp

IIPOU3BOJILHOTO JIEBYIO KHOIIKY MBIIIH U, HE OTIIyCKas €€, IEPEMECTUTD yKa3aTelb

pasmepa B KoHell HeoOxomumoro ¢parmenta. /[lns  3aBeprueHus
BBIICJICHUS OTITYCTUTh KHOIIKY MBILIH.

Jlnst  BBIIENIEHUSI BCETO TEKCTa HCIOIB3YIOT KOMAaHIy CTPOKU MEHIO
IpaBka— Bbi1eauTh BCE.




3aganue 1. ®opMaTUpOBaHUE TEKCTA
dopMaTHpPOBaHHME — 3TO U3MEHEHUE BHEITHETO BUAA JOKYMEHTA.

Iopsaaok paéoTsbi:

1. Otkpoiite nporpammy Microsoft Word uepe3 spiabik Ha Pabouem crone
nubo uepe3 ['maBHoe menio Ilyck— Bce nmporpammbi—Microsoft Word.

2. HaGepuTe TeKCT.
Ilpeomem u ocnoenvle noHAmMUA UHPOPMamuKu

NudopmaTtuka — 2mo KOMNIEKCHAs, MeXHUYeCKds HAyKa, KOmopas
cucmemamuzupyem  npuemvl — CO30AHUS,  COXPAHEHUSl,  BOCNPOU3BEOeHUS,
0bpabomku u nepeoauyu OAHHBLIX CPEOCMBAMU BbIYUCIUMENAbHOU MEXHUKU, d
makce NPUHYUNbL HYHKYUOHUPOBAHUS DMUX CPeOCm8 U Memoobl YNPAasieHUs.
UMU.

3. IlpoBeprTe mpaBonucanue mpu nomoiu komanasl CepBuc—IIpaBonucanue.

!!Oopamume enumanue! llepen BbioONHEHWEM KOMaHA (OPMATUPOBAHUS TEKCT
HEO0OXO0IMMO BBIJIETUTH C TOMOIIBIO KypCcOpa MBIIIIH.

4. YcTaHOBHUTE TTapaMeTphl (popMaTHPOBAHUS TEKCTA:
3aroJioBoK:

[Ipn momomu xoMaHawel CTpoku MeHIO Dopmar— pudr Brimanka Hpudgr
yctanoBute: mipudt — Arial; nauepranue — [loay:xupHsliii; pazmep — 14.

IIpy moMomu KOMaHABl CTPOKM MeHIO Popmar—A03anm Bkiagka OTCTynbI
U MHTEpPBaJIbl YCTaHOBUTE: BbIpaBHHBaHME — Ilo meHTpy; mMHTEpBan nepen u
rnocie — ABTO.

TexcrT:

[Ipu momomu naHenu UHCTPYMEHTOB MOpMaTHPOBAHUE YCTAaHOBHUTE: MIPUPT —
Times New Roman; pasmep mpudta — 12; BoipaBHuBaHue — Ilo mmpune,
HayepTaHUE OMPEJEIUTE 0 00pasLy.

IIpyn nmomomm komaHAbl CTpOoKM MeHIO PDopmar—AO3an Briaaka OTCTynbl
U UHTepBaJbl ycraHoBure: B pasneine Orcryn—IlepBas crpoka—OreTyn Ha
1,3 cm; B paznene UaTepBaga— MexayCcTPOUYHBbI — TOTYTOPHBIN.

5. CoxpaHute TEKCT, [Js 3TOTO BBINOJHUTE KOMAaHAY CTPOKA MEHIO
daitn—CoxpaHuTh KaK.., 1aiite ums daitny 1 HaxkmMuTe KHONKY COXPaHMUTh.

3ananue 2. ®opMaTHPOBAHME CTPAHULBI

Iopsaok paéoTsbi:



1. Boigenute Bech HaOpaHHBI TEKCT W BBINOJHUTE KOMAaHAY CTPOKH MEHIO
IIpaBka— KonupoBars.

2. YcTraHOBUTE Kypcop B KOHIIE TEKCTa U HaXKMHUTE OJHOBpeMeHHO kiaBuiu Ctrl
u Enter. [locie BrIMOMTHEHNS KOMaHIBI KYpCOp MEPEHAET Ha BTOPYIO CTPAHUILY.

3. Beinonnute koManay ctpoku MeHio IlpaBka—BcraBuTh.

4. TloBTopuTe AEUCTBUS IMYHKTOB 2 W 3, TOCJE BBINOJHECHUS BCEX ICHUCTBUU
HaOpaHHbIN Bamu TekcT OyAeT HAaXOIUThCS HA TPEX CTPAHUIIAX.

5. [IpocTaBbTe HyMepalMIO CTpaHull (BHU3Y CTPAHULIBI, OT I[EHTPA) MPHU MOMOIIU
KOMaHpl CTpOKU MeHIO BetaBka—Homepa crpanuu.

6. BcraBpTe BEpXHUH KOJIOHTHTYJ IIPM IOMOLIM KOMAaHABI CTPOKM MEHIO
Bua— KosnonTuTyibl. B kayecTBe KOJOHTUTYJIA BBEAUTE JaTy U cBOM DaMmInio,
Nwms u OTtuecTBo.

7. Ha mepBOil cTpaHHUlE BBIACIUTE TEKCT U NPU MOMOIIA KOMAHIBl CTPOKH
MeH0 @®opmar—Ulpudr—BKiIagka AHMMAUMA BBIOEPUTE aHUMAILHUIO IO
CBOEMY

YCMOTpPEHHUIO.

8. Ha BTOpOIl cTpaHuUIle BHIACIUTE TEKCT U OGOPMHUTE €r0 B JIBE KOJOHKHU MPH
MTOMOIIIN KOMaH/Ibl CTPOKU MeHi0 @opmaTt— Ko1oHKwH.

9. Ha Ttperbeii cTrpaHume pa3odeiiTe TekcT mpu mnomolnu kiaBumu Enter Ha
HECKOJIbKO a03anieB. Bbiienure TEKCT W MpU MOMOIIM KOMaHAbl CTPOKU MEHIO
D®opmaT—CHHUCOK CO3/1aNTE MAPKUPOBAHHBIN WM HYMEPOBAHHBIH CIIMCOK.

10. Cpenalite paMKy JJisi BCEX CTPaHMUI] IMPU NOMOIIM KOMAHAbI CTPOKH MEHIO
Dopmar— I paHuubl 7 3aJIMBKa— BKJIaJKa Crpanuna. BriGepute
CaMOCTOSITEILHO THII, IIBET U MIHUPUHY paMKu. MoxeTe BhIOpaTh JIH000H pUCYHOK
paMKH.

11. Coxpanute ¢aiia mpu MOMOIIH KOMaHAbl CTPOKA MeHIO Paiiia— CoXpaHUTh.
3aganue 3. ®opMaTUpOBaHHE TAOJIHIL

Iopsxok padoTsbi:

1. IlepeiianTe HA YeTBEPTYH CTPAHMIY ITPY IOMOIIY OJHOBPEMEHHOIO HAKATHUSA
kiasum Ctrl u Enter.

2. C mnomomip0 KOMaHIbl CTpoku MeHo Tadauna— BceraBurb— Tadauna
BBIOEPUTE YHUCIIO CTPOK U CTOIOIIOB MO MPEIJI0KEHHOMY 00pasiry.

KosgunueHntsl nepeBoia Npou3BOAHBIX eIMHUIL OT OaiiTa

Baur Kuaob6aur Mera6aur I'uraéaur




o 1 27(-10) 2(-20) 2(-30)
Ko 2710 1 27(-10) 2/(-20)
M6 2720 2710 1 27(-10)
6 230 2720 2710 1

3. Beigenure Tabnauily U NPUMEHHUTE CTUIL OPOPMIICHHS C MOMOIIBIO KOMAaHIbI
cTpoku MeHIO Tadauna—AsBTodopmar.

4. Ha nATOM CTpaHUIe HAPUCYWTE CIOXHYIO TaOIMIly MO 00pa3ly ¢ MOMOIIbIO
MAaHENIU UHCTPYMEHTOB Ta0/Mubl U rPAHUIBI, €CIIM TAKOW MaHEIW HET B OKHE MS
WORD, BbImOIHNUTE KOMaHAY CTPOKM MeHIO Bua—IlaHenum MHCTpPyMEHTOB U

Ta0nMUE! M FpaHHuLE

YCTAHOBUTE (hIIaKOK Bribepute unctpyment HapucoBath

Tabauny (Co3garp Tadaumy) UM HayHUTE pucoBaTh Tabnuiyy. C moMouibo

&

MHCTpyMeHTa JlacTuk MO>KHO yJIaJIUTh JIFOOYIO U3 MPOBEIECHHBIX IPAHMUII.

5. Coxpanute ¢aii npu MOMOIIN KOMaHIbl CTPOKHA MeHI0 Paiii— CoXpaHHUTh.

3ananue 4. PucoBanue B J0OKyMeHTe
IHopsinoxk padorbi:

1. Ha mecroii crpanmme co3gaiite cxemy «CTpykTypa HHPOPMATUKH» IO
MPEVIOKEHHOMY 00pa3ily, UCIHOJIb3ysl MaHeldb WUHCTpyMEHTOB PucoBaHme, ecnu
Takol mnaHenn HeT B okHe MS WORD, BbIOIHHUTE KOMaHAYy CTPOKH MEHIO
Bun—Ilanean

HHCTPYMEHTOB U YCTAHOBUTE (hJIAXKOK Pucosare




i TexHuvyeckue : i MpozpammHele : ' Mamemamuyeckue |
i cpedcmea ) i npoodyKkmei ) E memodel u modenu,
. _| ___________ 4 . ] ___________ 4 A _| ___________ 4
Cpeacrsa AnA npeobpasoBaHua MHopmaumm
:IIIIIIIIIIIIIIIIIIIIIIIIIIIIIIIIIIIIIIIIIIIIIIIIIIIIIIIIIIIIIIIIII:
MHO®OPMATUKA
I I |
Otpacnb dyHaameHTanbHaA MpuknapHas
npoussopacTea HayKa AUCLUNANHA

Puc 1. CtpyKtypa uHopmaTUKH

2. Hapucyiite npssMOYTOJIbHUK U BBEIUTE B HET'O TEKCT:

e Haxwmure kHonKy «Haamuchb» Ha naHenu UHCTpyYMEHTOB PucoBaunmue;

e VYKkazarelb MbIIIM U3MEHUI CBOE M300pakeHUE HA KPECT, B MOSIBUBIIEMCS
nonotHe «Co3maiiTe pUCYHOK» MOABEAUTE YyKazaTesllb MbIIIM Ha HAadallo
CXEMbl, HaXMHTE JIEBYIO KHOMNKY M, YIEpXKuBass €€, Hapucyite
MPSIMOYTOJIbHUK;

e Bgreaute B NpsIMOYTOJIbHUK TEKCT;

e [IpenBaputenbHO BBIIECTUB TEKCT, TOMECTUTE €r0 MO LEHTPY U ONpEeeIuTe
ero HadepTaHUe Mo o0pasiry.

!l!Oopamume enumanue! FEciu TEKCT HE TMOJHOCTBIO OTPAXKAETCA B
NpSIMOYTOJBHUKE, HW3MEHUTE €ero pasMmepbl. JlIs 3TOro WIENKHUTE IO
NPSIMOYTOJBHUKY M YCTAHOBUTE YKa3aTellb Ha OJHOM U3 MapKepoB U IMpHU
MOSIBIICHUM JBYHAIIPABICHHOW CTPEJIKU, YACpKHUBas HaXaTyl JIEBYIO KHOMKY
MBI, YBEJIUYbTE pa3Mep 00bEKTA.

3. Ilo aHanmorMYHOM CXEeM€e HApPUCYWUTE OCTAJIbHBIC MPSIMOYTOJbHBIE (PUTYPHI.

l!0o6pamume enumanue! Bce purypsl HEOOX0IMMO pa3MeliaTh B MOSBUBIIEMCS
MOJIOTHE, KOTOPOE MOXKET PACTATHBATHCS BO BCE CTOPOHBI.

4. JIns Toro, 4roObl HAapUCOBaTh APYIHE Te€OMETpUuecKue (QUrypbl, CTPEIKUA U
JIMHUM Ha TIAHEJIM MHCTPYMEHTOB PHUCOBaHMe Ha)XMUTE KHONKY «ABTOQUIYPHI»,
BBIOEPUTE COOTBETCTBYIOUIUN MYHKT TUMY (UTYpbl U HapUCylTe €. Y CTaHOBUTE
HEO0OXOUMBIN pazMep PUrypsi.

Jlist noOaBiieHus TEKCTa B aBTOPUTYPY UCIIOJIB3YIOT KOMAHy KOHTEKCTHOTO MEHIO
(npaBast kHOTMKA MbIIK) J[00aBUTH TEKCT.



5. lllabnoH, UBET W TUN JUHUN, 3IMBKY aBTOPUTYpP MOXHO HM3MEHHUTH MpPH
MOMOIIM KOMaHAbl KOHTEKCTHOTO MeHI0 dopMaT 00bekTa (HAAMUCH), BKIAIKa
IlBeTa 1 JIUHUH.

6. UToObl TMpeACTaBUTh PUCYHOK B BHUJE €AUMHOTO rpaduueckoro oOBEeKTa,
HEOOXOJMMO CTPYNIUPOBATh aBTOMUTYpPHI, UIsl TOTO BKIIOYUTE KHONKY BbIOOp
00beKTOB (Oenasi cTpejika Ha MaHENM WHCTPYMEHTOB PucoBaHuWe), pacTsHUTE
MyHKTUPHYIO JIMHUIO BOKPYT PHUCYHKA, YTOOBI BCE aBTO(QUTYpPHI BBIACIUINUCH, a
3aTeM BeinosHUTE KoMaHny [deiictBus (PucoBanue)— I pynnupoBars.

3aganue 5. BcraBka 00beKTOB
IMopsinok padoThi:

1. Ha ceanbmoii cTpaHume BCTaBbTe (POPMYIY MPHU MOMOIIM KOMAaHJbI CTPOKH

=~ 2
MeHI0 Betabka—O0bekT—Microsoft Equation S= ZX

x=1

2. TloaroroBbsTe OOBsABICHUE TO 00pa3zny. IIpu moMomm KHONKH 4 J1o0aBUTH
o0bekT WordArt Ha mna"enu HWHCTPYMEHTOB PucoBaHHMe, BCTaBbTE TEKCT
HAJUCH, a MPU MOMOIIM KOMaHAbl CTpoku MeH0 BeraBka—CumBoJl, mpudt
Wingdings BcTaBbTE CUMBOJI C TEIEPOHOM.

AHTTIMACKUM 513bik

@ 22-55-88

3. CoznaiiTe OTKpPBITKY-TO3/IpaBieHue 1o oOpa3my. st BCTaBKM pHUCYHKa
BBITIOJTHUTE KOMaHAy BcraBka—Pucynok— Kaprunku— Kosutexkuus
KAPTHHOK... B obOnactu 3aaau (cnpasa)— Kosnekuuu Microsoft Office. Tekct
opopMHUTE aHUMAILIMEl W pa3HBIM I[BETOM IPU MOMOIIM KOMAaHJIbI CTPOKH MEHIO
®opmar— lpudT, Bxnagku Hlpudprt 1 Anumanus.

HO3APABJIAIO MAITY C JTHEM POXIEHUA!

4. Coxpanute (hailyr mpu TOMOIIM KOMaH bl CTPOKH MeHi0 P ailia— CoXpaHUTh.



KoHTpoibHBIE BONIPOCHI:
1. OxapakTepusyiTe BO3MOKHOCTH TEKCTOBOTO Ipoiieccopa Microsoft Word.

2. OnuiuTte Bce M3BECTHBIE BaM crocoOwl 3amycka Microsoft Word. B uem
MIPEUMYIIECTBA U HEJOCTATKH KaXI0T0?

3. Omummure »neMeHThl okHa Microsoft Word m ux HasHadenme. Yem
OTJINYAETCA aHEb HHCTPYMEHTOB CrangapTHas OT MMaHeIn
dopmatupoBaHue?

4. Onumure BO3MOXHOCTU pucoBaHuss Microsoft Word. Hccnenyiite wu
ONMILKTE BCE MUKTOrpaMMbl aHenu PucoBanue. Kak Ha3bIBatOTCS OOBEKTHI,
KOTOPBIE MBI CO3/1a€M C ITIOMOIIBIO ITON MaHeIu?

JlaGoparopHast padora Ne3.
TABJAYHBIN IMTPOIIECCOP EXCEL

Heab paGoTbl: M3y4uTh OCHOBBI paboThl B Tabnamunom mpoieccope Excel,
HAay4YUTHCS BBIMOJHATH PAcu€Thl B TaOJIUIAX, COPTUPOBKY JTAaHHBIX U WU3YUUTh
MIPUHITUIIBI TTOCTPOCHUS JUarpaMM.

DuiekTponHasi Tabauna (3T) — 3To IByMEpHBI MAacCUB, COCTOAIIUNA U3
cToJIOOB U CcTpok. CToNOUbl HASHTU(PUUIUPOBAHBI OYKBAaMU JIATUHCKOIO
andasuta (A,B,C...), cTpoku wuaeHTUDUIUPOBaHBI apaOCckuMu HHUbpamMu
(1,2,3...). Mecto mnepeceyeHus cToiOlla U CTPOKM HA3bIBACTCS SUYCHKOM,
Hanpumep, A3. fldeiika, B KOTOPOl HaXOAUTCS TAOJIMUYHBIA Kypcop, SIBISETCS
akTuBHOM. B DT MoxkHO paboTaTh Kak ¢ OJHOW SYEUKOM, TaK U C TPYIIOH
A4eeK, KOTOphle 0Opa3yroT OJOK WM Auana3oH. biok wuaeHTUdUIMpPYETCS
MMEHAMU JIEBOM BEpXHEW W mpaBoil HIkHEH sueek. VMMmeHa sueek B Onoke
pazaessitoTesa apoerouneM (:), Hanpumep Al:A4.

Jlns BeImosTHEHUs BeIuKclieHn Excel mpepnaraeT cnenuanbHbIe CpeicTBa
pacueToB — ¢opmyibl v pyHkuu. Gopmyna B mporpamme Excel naunnaercs co
3Haka(=); B QopMysne He MOOHKHO OBITh MPOOENoB; HpU BBOAEC (POPMYIIBI
UCIIOIB3YIOTCSl CHMBOJIBI JIATUHCKOTO ai(paBUTA.

Cebiikoid  (agpecoMm) ompenensercss suelka WM Tpylmna sideek,
UCIIOIb3YEeMbIX B (popmysie. /(s yka3zaHUs CCBUIKM Ha SIYEMKY BBOJAUTCS OyKBa
3aroJjoBKa CTOJIONA U HOMEP CTPOKHU. AJNpecanvsi MOXET ObITh a0COJHTHON U
oTHOCcUTeJbHOM. [lo ymoyluaHHWIO CCHUIKM Ha s4eiiku B dopmylax
paccMaTpUBaIOTCS KaK OTHOCUTEINIbHBIC U TIPU KOMHPOBaHUU (POpMys ajpeca B
CChUIKaX aBTOMAaTHYeCKW u3MeHstoTca. [Ipu abcontoTHON aapecanuu ajapeca
CCBUIOK TMpU KOMUPOBAaHMU HE u3MEHsoTCs. [[ns wu3MeHeHuss crnocoda



agpecaliii  HUCHOJB3YIOT KinaBuimy F4. DiemMeHTBl HOMepa  SYCHKH,
UCIIOJIb3YIOIIHE A0COMIOTHYIO aIpecallrio, MPEABaps0TCI CUMBOJIOM $.

Tabmuunblii  npoueccop Excel comepxkut Oomblioe  KOJIUYECTBO
CTaHJAPTHBIX (OPMYJ, Ha3bIBAEMBIX (PYHKUMAMHU. DYHKIUU HCMIOIB3YHOTCS
JUTSL TPOCTBIX WJIM CIOKHBIX BBIYMCIEHUN. BBI30B PyHKIIMM COCTOUT B YKa3aHUU
B (opmylie UMEHH (PYHKIIUH, MOCIE KOTOPOTO B CKOOKAaX YKa3bIBA€TCs CIUCOK
apryMEHTOB: OTJIEJbHBIE APryMEHTHl pa3/CIIOTCA TOYKOM cC 3amsaToil (3);
JIUara3oH PEGS - JIBOETOUYHEM ).
B xauecTBe aprymMeHTa MOXET UCTOJIb30BAThCS YUCIIO, apeC STUYEHKH, AUANa30H
SYEEK WU BhIpaKCHUE.

3ananue 1. BoimosiHeHne pac4yéToB B Tadaume

IHopsinok padoThbI:

1. Otkpoiire nporpammy Microsoft Excel uepes spnbik Ha Pabouem crore,
6o uepe3 I'nmaBHoe wmeHo Ilyck—Bce mnporpammbi—Microsoft Excel,
OTKpOETCSl HOBasi paboyasi KHUIa, COCTOSIIAsi U3 HECKOJbKUX pabOo4uX JIUCTOB U
Mpy TTOMOIU KoMaH bl MeHI0O Pailja—CoXxpaHUTh KaK..., COXpaHUTE pabouyio
KHUTY IO/ CBOUM UMEHEM.

2. JBaxnapl menkHuTe Ha spiblke JIMeT 1, pacmosiokeHHOM BHU3Y OKHA H
MePEUMEHYUTE €ro Kak Pac4éTnl.

3. Beenutre nazBanue Tabaunbl 1: pasmep mpudra — 12, HauepTaHue —
MOJIYKMPHBIH TIPY MOMOIIY MMAHEIN UHCTPYMEHTOB WA KOMAaHAbl CTPOKH MEHIO
dopmar—

HAueiiku—Brianka lpudr. [lomecture HazBanue Tadauubl 1 no ueHTpy, s

3TOro BblAeUTE aAuana3oH siueek Al:F1 u HaXMUTE KHOIKY O0beIuHUTL U
NMOMEeCTUTh B IEHTPe Ha MaHenu UHCTpyMeHTOoB MopmatupoBaHue. UToObI
OTKa3aTbCsI OT OObEAUHEHHUS TIeeK, HEOOXOIUMO BBIIEIINTE OOBEAUHEHHBIE TUEHKN U

HaXkaTh HA KHOMKE [E2,

4. O6venuaute sueiikn (A2 u A3; B2 u B3; C2 u C3; D2 u D3; E2 u F2) u
BBEJMTE B HUX Ha3BaHHWE 3aroj0oBKOB Ipad (cTosOmoR). i 3aroIOBKOB CTOJIOIIOB
Npy TOMOIIM KOMaHAbl MeHIO dPopMmaTr—A4deilku—BKIagKka BbIpaBHMBaHHe
BBITIOJIHUTE BBIPABHUBAHHUE IO TOPU3OHTAIM U MO BEPTUKAIM — MO LEHTPY
siYelKHU U NepeHoc 1o ciaoBaM (komOuHanus kinasuil Alt u Enter).

5. Beegute ganHbie Tabnuipl no oOpasny. llupuny cTondia M BBICOTY CTPOKH

MOKHO U3MEHHUTh MPU MOMOIIN YKa3aTeJs MBIIIH (‘+’ , _I_) — NOABECTH YKa3aTelb
K MPaBOM rpaHUIle UMEHU CTOJOIA WIM HUXKHEH TpaHUIE HOMEpa CTPOKU, YTOOBI
OH MPHUHSAI BUJ [IBYHAIIPABICHHOW CTPEIKHM W NPU HAXKATOM KHOMKE MBIIIN
MepEeTaIIUTh rpaHuLly
B HY>KHOM HaIlpaBJICHUH.

Tabmnura 1



A | B | ¢ | D | E | F

1 Pa3mep u cTpyKkTypa BajioBbIX COOPOB 3¢ PHOBBIX KYJIbLTYP
2 No [Imomanse, | YpoxailHOCT, Banosoit coop
3 Kynerypa B % K
n/n ra m/ra T
UTOTY
4 1 | O3umas poxb 150 30,2
5 2 | O3uMad OIIeHuna 300 25,5
6 3 | Sumens sApoBoi 100 28,6
7 4 | OBec 50 18,5
8 5 | 3epH06060BBIE 20 19,5
9 Htoro
10 MaxkcuMalibHOE 3HAUCHUE
11 MuHUMaIBHOE 3HAUYCHUE
12 CpenHee 3HauCHUE

6. Onpenenure BaoBoi cOOp 3epHA MO KyJIbTypaMm: Beiaenure HeoOXoauMyto
sueiiky (E4 nns o3umoit p>xu) u BBeauTe (PopMyIny JJisl BHIYUCIEHUS BAJIOBOTO
coopa o3umoit pxxu: =C4*D4/10;

Haxxmure knasuiny Enter;

BrigenuTte TONbKO 4TO 3amoigHEeHHYIO siueiiky E4 u ckomupyiite gopmyny
pacuéra BaJIOBOro cOOpa 03UMOM P>KU B SIUEHKU APYTUX KYJIbTYp, AJISI 3TOTO
KypCcOp MBI HaBEIWTE HAa HIKHUM TMPaBbId yroia sS4YEHKH, 4TOOBI OH
MPEBPATUIICSA B YEPHBIN IUTIOC (MApKep aBTO3aMOJHEHHUs) U TIPU HaXaToM
JIEBOM KHOMKE MBIIIKA PACTIHUTE KOHTYpP HA HEOOXOJIMMBIA Juana3zoH
(E4:E8). CHumMuTe BblIEIEHUE STUeeK, METKHYB HA MyCTOM MecTe pabouero
JUCTA.

7. 3amoyHUTE UTOTOBYIO CTPOKY mo cronbuam «llnomans, ra», «BamoBoit coop,

™!

Boinenutre nHyxnyro sueiiky (C9 — s cronbma «Ilmomans, ra») u Ha
MMaHeln HHCTPYMEHTOB CranpaprHas HaXXMUTE Ha  KHOIIKY
x

ABTOCYMMUPOBAHUS — ;
Ecou wuntepBan sueexk omnpeaenéH mnpaBuwibHO (C4:C8), TO Haxmwure
kiaBuiy Enter. Ecium uHTepBan sA4YeeKk ONPENEIEH HENPAaBUIBHO, TO
MBIIIBIO BBIJICJIUTE HYKHBIA HHTEPBAJL.

Ananornudo 3amnojgHute sueiiky E9 — «BamoBoit cOop, T», MpaBUIIbHBIN
nuarna3oH aBTocymmupoBanus — E4:ES8.

8. Paccunraiite «BaoBoil coop B % K HTOTY», UCHOJIb3Yysl BBOJ U KOIMUPOBAHHE
dhopMy ¢ aOCOTIOTHOM agpecaruei:

Breinenute HyxHy0 sueiiky (sueiiky F4) u nHabeputre Qopmymy:
=E4/E9*100;

B dbopmyne Boinenute ums siueiiku E9, anpec koTopoit cienyetr U3MEHUTH C
OTHOCHUTEJIbHOTO Ha a0CONIOTHBIM, Tak Kak €€ aapec B ¢dopmyne mnpu
KOMHUPOBAHUM HE JOJKEH U3MEHATHCA, U HAXXMUTE KinaBuiny F4;




Haxxmute Enter;

®opmyna gomkHa npuodpectu Bua: =E4/$SE$9%100;

Brinenute siueiiky ¢ orpenaktupoBaHHOM (Gopmynoit (F4) u ckomupyiite
bopmyny B apyrue suedku Tabmuubl auanasoHa FS5:F9 npu nomomm
MapKepa aBTO3aMoJHEHUs (AHAJIOTUYHO, KaK B 3a/1aHUH 6);

CHuMHTE BBIJCTICHHUE STYEEK.

9. Haitgute MakcuMmaiabHble, MUHUMAJIbHBIC M CPEIHHE 3HAYCHHUS IO CTOJOIaM
«IInomanb» u «YpokalHOCTBY:

Kypcop ycranoBute B sueiiky C10 u BBIIOJIHUTE KOMaHAy MEHIO
BcraBka— ®@yHKUMs, U B IHAI0r0BOM okHe MacTtep pyHkumii BeIOepuTe
kaTeroputo CTaTHCTHYECKUE;

3atem Hanaute ¢yHkinuio MAKC, xoTopas HaXOJWTCS B CIIHCKE IO
andasury, u Haxxmute OK;

JIns HaxoXJEHUd MHUHUMAQJIBHOTO W CPEIHEr0 3HAYEHUsS HWCHOJIb3YWTE
¢bynkiuu: MAH, CP3HAY B kateropuu CTaTHCTHYECKHE.

!!Oopamume enumanue! ABTOMaTHUECKU BBIOPAHHBIM MAMa30H MOXKET ObITH
OIIUOOYHBIM.

Breigenure HeoOxomumbei guana3zoH C4:C8 niug cronbua «Iliomans» u
D4:D8 — «YpoxaitHoctb» n Haxmute OK.

10. Opopmutre nunun obpamiieHust (rpaHuilbl) Mo oOpasily ¢ MOMOIILI0 KOMaH/IbI
MeHI0 Dopmar— Hueiikn—BriIaaka ['panuna.

!!Oopamume enumanue! Slueliku He0OX0UMO NIPEABAPUTEIHLHO BBIJCIUTD.

3ananue 2. CopTUpOBKA JaHHBIX B Ta0aMLe

IHopsinok padoTkI:

1. OTcopTupyiiTe JaHHBIE IO BO3PACTAHUIO MJIOIIA/IECH:

Boeinenure nuamna3oH, CTPOKM KOTOPOrO HY>XKHO OTCOPTHUPOBATH (B HallleM
cinyyae 310 — B4:F8);

I[Ipy momomm  komaHabl CTpokn MeHO  /lanHble—CopTHpOBKA
uaeHTUPUIUPYITE 1OAs MO0 0003HAUYEHUSIM CTOJIONOB JiUCcTa (YCTAaHOBUTE
¢bnaxox), BeiOepuTe Cronbeny C U OTCOPTUPYHUTE MO BO3PACTaAHUIO U
Haxxmute OK;

Jlanubie Bcel TaOmuubl OyAyT aBTOMATHYECKU OTCOPTHUPOBAHBI IO
BO3PACTAHMUIO.

3aganmue 3. [locTpoeHue nuarpamm

IHopsinok padoThI:

1. ITocTpoitTe KpyroByr AuarpaMmy Mo IUIOIIAASIM:

Brigenure quanazon B4:CS;



e BepoBure Macrep amarpaMm C TOMOIIBIO KOMaHAbl CTPOKHM MEHIO
BcraBka— Jluarpamma;

e Bribepute Tun Kpyrosas (mar 1 u3 4) u HaxxMuTe iBa pa3za kHonky lasee;

Ha Bxnanke 3aronoBkm (mar 3 u3 4) Haspanue nuarpammbi: Habepute

«/lnarpamMmma no nJiomAaasAMY;

Ha Bxnanke Jlerenaa BoiOepute Pa3zmenenue: BHU3Yy.

Ha Bxnanke Iloanuen naHubIX BeiOeprTE BRIIOYUTHL NOANMUCH: [10JIH;

Haxwmure Ha knHonku [danee u I'oToBo;

[Ipu HEOOXOAUMOCTH OTPEAAKTUPYHTE IUarpaMmy (U3MEHUTE pa3Mepbl Npu

MIOMOIIIM IBYHAIPABICHHBIX CTPEIIOK).

2. Coxpanute u3MeHeHUs B (paiie nmpu NOMOIIM KOMaHAbl CTPOKU MeHI0 Dailji—

CoxpaHuTh.

KoHTpoabHbIE BONIPOCHI:
1. Jlns permeHus Kakux 3aja4 MpeHa3HaueHbl Ta0IUYHbIE ITPOIECCOPHI?

2. Yrto Takoe suelika W Kak OIpeJeNsaeTcs ee MojiokeHne B Taonuie? Kakas
sUerKa Ha3bIBaeTCs aKTUBHOM M KaK OHA BBIAEISIECTCA?

3. Yto Ha3biBaeTcs paboueit kuuroi B Excel? KakoBo oTinmuue paboueil KHUTH
OT jucra’?

4. KakoBo HazHaueHue guarpamMm? ONUIIUTE OTJIMYHUTENBHBIE YEPTHI
JyarpaMm pasjIM4HOro THUIIA.

JlabopaTopHast pabGora Ne 4.
MICROSOFT POWER POINT

Heab pabdoTbl: co3MaTh M MPOCMOTPETH Npe3eHTaunr Ha TeMy «llpeamer u
ocHoBHBIe noHsTUA [10 3BM» nipu nomoiu nporpammel PowerPoint.

IIpe3enTanus (OT jaT. praesentatio) — 3TO OOIIECTBEHHOE MPEICTABICHUE
4yero-1m00 HOBOTO, HEMIABHO TMOSBHUBIIErOCS, CO3aHHOTO, HAaIpUMEp: KHHIH,
KypHaia, KAHOQUIbMA,  TeJIENmporpamMMbl,  opraHusanuu. IIpeseHTtarus
MpeaCTaBIsieT co00M CcoYeTaHHME KOMIIBIOTEPHOM aHWMaluu, rpad@uku, BHACO,
MY3BIKH W 3BYKOBOTO psijia, KOTOpPbI€ OpraHW30BaHbl B eAuWHYIO cpeny. Kak
MPaBUJIO, TIPE3EHTAIU UMEET CIOKET, CIIEHApPUH M CTPYKTYpPYy, OpraHU30BaHHYIO
Uil yanoOoHoro BocmpuaTHs uHGopMaiuu. X MOXHO TMpeacTaBiATh B
3JIEKTPOHHOM BHJIE M PACIIpOCTPaHsITh yepe3 HTepHeT.

Microsoft PowerPoint (nonnoe HazBanne — Microsoft Office PowerPoint )
— 3TO IporpaMma JJis CO3JaHus M MPOBEIACHUSI NPE3CHTAIUM, MO3BOJISIONIAS
npuaaTh HeoOXoAUMBIN >(P(deKTHBIN BHEUIHUI BUA. SBisgercs dactbio Microsoft
Office u goctynHa B penakuusx st onepanuoHHoi cucteMbl Microsoft Windows.



Iopsiaok padoThI:

1. 3amycture mnporpammy PowerPoint (IIlyck—Bce mnporpammbi—MS
PowerPoint). Coxpanute npesenranuio noa umeHeM «I1O I9BM» npu momomu
KOMaH/Ibl CTpOKH MeHIO Pailii—CoXpaHUTh KaK...

2. B obOmactu 3amau (cmpaBa) BeiOeputre komanay Co3zganme—MH3 macrtepa
aBTOCO/IEPKAHMS, €CIM OOJacTH 3aJa4 HET, TO BOCIOJB3YHTECh KOMaHIOU
cTpoku MeHIO Pain—Co31aTh.

3. B okHe MacTtep aBTOCOAep:KAHUSA MIEIKHUTE HA KHONIKE [laJiee.

4. B cnenyromem okHe Bug mpe3eHTamum BoiOeputTe cTpoky OOmmii qoknan u
ENKHUTE HA KHOMKE lastee.

5. Ha »rtame BbIOOpa CTHJASI NpPe3eHTALMH YCTAHOBUTE NEPEKIIOYATEINb
IIpe3enTauus Ha JKpaHe U WIEIKHUTE HA KHOMKE Jlasee.

6. Ha srane BbhIOOpa mapamMeTpoB Npe3eHTAllMM BBEIUTE B OKHO 3aroJioBKa
«I1O 9BM», B OKHE HMKHEr0 KOJIOHTHUTYJIA IIOBTOpUTE Ha3BaHue. ll[EnkHauTe Ha
kHonke [anee, a morom I'oToBo.

7. Ha otkpsiBmiemMcsi paboyeM Tojie B OKHE CTPYKTYpPbI (ClIeBa) BbIICIUTE
noouepeHo ciaiiapl ¢ S no 9 npu nomomu kHonku Shift u ynanute ux (Delete).
B npe3enTannm AOJKHO OCTAThCA YETHIPE CIAa.

8. IlepeitauTe K mepBOMY ClaWy MpPU MOMOIIM MOJIOCHI MPOKPYTKM U B OKHE
cnaiiza B OJIOKE TMOJ 3aroJIOBKOM 3aMEHUTE HUMs, YKa3aHHOE IO YMOJIYaHUIO
COOCTBEHHBIM MMEHEM B KayeCTBE aBTOpa pa3paboTku. 3ajaiiTe BhIpABHUBAHUE
TEKCTa MO UEHTPY MpPHU MOMOIIM MaHEeIU UHCTPYMEHTOB U IMOMECTUTE OJIOK HUXKE
KPAaCHOM JTMHHUM METOJOM MEPETACKUBAHUA.

9. 3aTem BbIZIEIUTE OJIOK C 3ar0JIOBKOM M TIOMECTHTE €Tr0 B BEpXHEW 4acTHu ciaiija

MpU TMOMOILIM TMEPETACKUBAHUSI MPHU MOSIBICHUM JIBYHANPABICHHON CTpPENIKU w
(BBIIIE KPaCHO JIMHUM).

10. BcTaBpTe B cnaiJl puCYHOK MpH MOMOIIM KOMaH/bl CTPOKA MEHIO Berapka—
Pucynok—Kaprunku. B oGOmactu 3amau BeiOeputre KoJmeknmusi KapTHHOK
(BHUBY cnipaBa) u B okHe M30pannoe BriOepute B Kossteknun Microsoft Office B
pasaene busHec kapTMHKY BbruuciauresnbHass TexHUKa. CKONUPYWUTE KapTUHKY
npu  noMom  kKomaHg ~— ctpoku  MeHwo — llpaBka—KonupoBars u
IIpaBka—BcTaBuUTH.

11. Ynanure ¢ TUTYABHOrO Ciaija KOJOHTUTYJ IPU MOMOIIA KOMAaHIbl CTPOKH
MeHio Bug—KononturyJsl, ycranosute (iiaxkok Ha nyHkTe He mokasbiBaTh Ha
TUTYJBbHOM cJIaliie U HaxMUTE KHONKY IIpuMeHuTh KO BCeM.

12. TlepeiinuTe Ha BTOpOM ciaiin u BMecTO 3arojioBka «BBempenme» HabOepute
TekcT «llean u 3apaum 110 IBM».



13. Ilepeiinute B 010K MApKUPOBAHHOIO CIMCKA UM BBEJUTE BMECTO IIA0JIOHHOTO
TEKCTa CJIEAYIONIEE CONEPIKAHNE:

OCHOBHBIE METO/IBI TPOTPAMMHPOBAHHS;

OcHOBHbBIE MTO0KEHUST 00BEKTHO-OPUEHTUPOBAHHOTO MTPOTPAaMMUPOBAHUS;
ba3oBbie KOHCTPYKINHU SI3bIKaA MporpaMMmupoBanus [lackaisb.

Pa3zpabaTbiBaTh aIrOpUTMBI;

AHanU3upoBaTh TEKCThI MPOrPaMM, BBITIOJIHATH MOUCK U YCTPAaHEHUE OIIHOOK B
porpamMmmax.

14. BeipoBHSITE TEKCTOBBIE OJIOKK Ha BTOPOM CJaiJe 10 CBOEMY YCMOTPEHHUIO.

15. Ilepeiiaute K TpeTheMy clialily U BBeauTe 3arojoBok «Kiaaccupuxkanus 11O
IBM». Buusy Cucremuoe u I[lpukinagnoe

16. Ilepelinute k dYeTBEPTOMY claiiay. B 1mone 3arojioBka BBEAUTE TEKCT:
«Cucremuoe I1O (mpeanazHauyeHo ajis ynpasjeHus padoroii IBM)». Beegure
BMECTO 11a0JIOHHOTO TEKCTa CJIEAYIOIIEE COJIePKAHUE:

e OnepanMOHHBIE CUCTEMBI

e JlpaiiBepbl yCTPOMCTB

e CepBUCHBIC CUCTEMbBI U YTUIUTHI

e (CucreMbl IPOrPaMMUPOBAHUA U CPEACTB pa3zpadbotku [10

17. IlepeiimuTte Kk mnsATOMY ciaigy. B mone 3aronoBka BBEAUTE TEKCT:
«Ilpuxknagnoe IO (mpegHasHayeHO ISl pelleHMS] NMPHUKJIAAHBIX 3a4a4)».
BeeauTe BMecTO 11a0JIOHHOTO TEKCTA CIEAYIOIIEE CONePIKAHUE:!

e TekcToBble U rpadUUYECKUE PEIAKTOPHI;

e DJeKTPOHHBIE TaOJHIIbI;

e (CucreMsl yrpaBieHus 0a3aMu JaHHBIX;

e ABTOMaTH3UPOBAHHBIC CUCTEMBI IPOCKTUPOBAHUS 1 BBIUMCICHUH;
e CrnenuanuzupoBannoe [10;

e (OOyJarolue ¥ UrPOBBIC TPOTPAMMBI I MHOTOE JIP.

18. IIpn momomu koMauasl Berapka—OpraHu3aliuoHHAsi JMarpaMma B OKHE
bubanorexka nuarpamm BbeiOepute nepBbiil TUN auarpamMmbl 1 HaxkmuTe OK.
B nepByro pamky B nuarpamme BBeaute TekcT IO IBM. B ocTtanbHble paMKH
BBeauTe Otpacib npousBoacTBa, DyHaameHTalbHas Hayka u Ilpukiagnas
pacuunianaa. CTwib JUarpaMMbl MOXKHO BbIOpAaTh MpPHU TMOMOIIM KOMAaH/IbI
43

ABTO(opmaT Ha TaHETW WHCTpyMeHTOB OpraHm3anMoHHAs JUarpaMma.
VYBenuubTe pazmep mpudra Ha CBOE yCMOTPEHUE.




19. Tlepeiiqute K mepBOMy cCilaiy, BBIIECIUTE 3arojJOBOK W BbIOepUTE 3PQdeKT
aHMMaluuu Tpu nomomu KomanHAael MeHro [Iloka3 ciaiigoB—Hactpoiika
aHUMalMu B oOyacTd 3amad HaxkmuTe Ha KHomke JloGaButh 3¢dext. B
MOSIBUBILLIEMCS MMOAMEHIO BBIOEpUTE 3 exTh: Bxoa—Kamnmo3u;
Boinenenune—Bpamenue; Boixog— Ilamku; Ilyru nepememenus— Bupaso-
BHU3.

20. Bemonanre xomanny crpokn MeHio Ilokas ciaaipoB—Cwmena caaigos. B
nyHkre CmeHa caaigoB cHumute ¢uaxok Ilo meadyky u ycraHOBUTE €ro Ha
ABTOMATHYECKHM IOCJ€ M 3aJailiTe BpeMsa 2 CeKyHAbl. Haxmure Ha KHOmNKE
IIpuMeHuTHL KO BCeM CJIaiaMm.

21. IlpumennTte 3¢ PeKThl aHUMALIK AJISI IPYTUX CIAU0B BO BCeX OJI0KaXx.

22. Beimmonuute komanay Iloka3 ciaaiiioB—I¢dexTsl anHmmManum B 001acTu
3amau (cmpaBa) B myHkTe Ju3aiH ciaiina BeiOepute Illadaonbl odopmiienus.
Bri0epute ma610H ohopMIIeHUS IO CBOEMY YCMOTPEHHUIO.

23. BepHurecs K nepBOMYy Claiily, 3allyCTUTE MMOKAa3 MPE3CHTAUWH MPUA MMOMOIIH
komaH 16l MeHIo Iloka3 caiinoB— HavarTes nokas.

24. CoxpaHUTE U3MEHEHUA B MPE3CHTAMU IIPU MMOMOIIM KOMaHIbl CTPOKH MEHIO
Daiii—CoXpaHUTh.

KonTpoJsibHbIE BONIPOCHI:
1. Yto Takoe mpe3eHTaLH?

2. Kak 3anyctuth Microsoft PowerPoint? Kakue nmytu co3ganusi npe3eHTaimi
npearaet PowerPoint?

3. KakoBo Ha3zHaueHue oOnacteii okHa PowerPoint B o0bryHOM pexume:
CTPYKTYpBI, ClIalia, 3aMETOK?

4. Yto Takoe aHUMaIIMs, KaK BBIMOJIHACTCS HACTPOMKA aHUMAIUMU cyanaa’?
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