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Tema 1: «Ilpozpammnusie cpedcmea peanuzayuu uHGOPMAYUOHHBIX NPOUECCOB.
Texnuueckue cpeocmea peanuzayuu UHGOPMAYUOHHBIX RPOUECCOB.
Teopemuueckue 0crHogbvl uHpoOpmamuxu)

1. HayyHo-mMeToau4eckoe 000CHOBAHHE TEMbI:

dopMmupoBaHue HHPOPMATUKH KaK HAYKU MPOUCXOAMIO B XX BEKE, UTO OBLIO
CBSI3aHO C Pa3BUTUEM BBIYNCIUTEIbHON TEXHUKHU.

Camo nousmue ungpopmamuxy BO3HUKIO T1e-TO B 60-X rr. Bo @pannun. Tak
pelmmian  Ha3BaTh 00JIaCTh 3HAHWM, HW3YYAION[yI0 MPUMEHEHHUE HSJIEKTPOHHBIX
BBIYMCIIUTEILHBIX MAIMH JJI1 aBTOMaTtu3anuu obOpabotku wmHbopmaruu. CiIoBo
ungopmamuxka o0Opa30BaHO TyTeM CIHUSHHUS (PAHITY3CKUX CIOB uUHgopmayus u
asmomamuka. B aHTIOA3BIYHBIX CTpaHaX BMECTO «UH(MDOPMATUKH» YaCTO
HCIIOJIb3YIOT TEPMUH «computer science» (KOMIBIOTEpHAs HAyKa).

[losiBnenue wHGOPMATUKKA HEPa3phIBHO CBSI3aHO C  CYIIECTBOBAHHEM
KOMIIBIOTEPHOW TEXHUKHU. XOTS BBIYMCIUTEIBHBIE MAIMHBI CYIIECTBOBAIU U 10 70-
80-x romoB, UX OTHOCHUTEIHLHO MAaCCOBOE PACIPOCTPAHEHHE IMPUILIOCH UMEHHO Ha
3TU TOJbl. VMIMEHHO B 3TO BpeMms 3aroBopwid U 00 MH(POpMATHKE KaK O HAYYHOU
JTVCUUILUIAHE.

W3navyanpHo  KoMmmbIOTEp ObBUT  HMHCTPYMEHTOM  JUIsl  aBTOMAaTH3alluu
TPYAOEMKHUX BblUKCICHUN. OAHAKO MOCTENEHHO 3BOJIIOIIMOHUPOBAI B MHCTPYMEHT
ISl paboThl (PaKTHUYECKH C JIF0OOM MH(pOpManuen, a He ToIbKO 4uciioBoil. Tlomydas
UCXOJIHYI0 MH(GOpMAlMI0 B BHUAE 4YHCeNd, TaOmul, HW300paXeHU, TEKCTOB
MPOTPpaMMHOE OOECIEeUECHNE BBIYMCIUTENIBHBIX MAIlMH CIIOCOOHO MpeoOpa3oBhIBATh
ee B Apyryro uH(}OpMaiMio, a TakKe COXpaHATh W TepeaaBaTh B TOW WM HHOU
dhopme.

Hayxa ungopmamuka crana 3aHumMatbes pa3pabOTKOW MH(POPMALIMOHHBIX
Mojeneli OOBEKTOB pEaJbHOTO MHUpa, IS KOTOPHIX BOOOIIE MOXHO CO3/1aTh
UHOOPMAITMOHHYIO  MOAENb. MOXHO  MPEANONIOKUTh, YTO  TEOpEeTUYECKas
nH(pOpMaTHKa — ITO HAyKa, BOBMOXHO JI0 CHX IOpP, HAXOMSIIAACS B CTAHOBJICHUU U
Pa3BUTHUH.

[To-cytun 3amaueit nHGOPMATUKHU SIBISIETCS U3YYEHHE CIIOCOOOB MCTIOIB30BAHMS
HAyYHBIX M TEXHUYECKUX JIOCTHKCHHUH NIl TOW WM MHOW 00pabOTKu MHGOPMAIIHH.
[HuBunuzarus B XX BeKe MpHUIIIa K TOMY pyOexXy HaKOIUIEHHON MH(GOpPMAIINH, YTO
BO3ZHMKJIM MPOOJIEMBI €€ XpaHEeHHMsI, UICTIOJIb30BaHMs, 10CTyNa, nepenayn u Ap. Ha Bce
ATH BOINPOCHI MPU3BaHA OTBETUTh HayKa MH(OpMATHKA.

B HacTosiiiee Bpemsi akTUBHO MPOTEKAOT MPOIECCHI, CBA3aHHbBIE C TIEPEBOIOM
nH(popMaIuu, HAKOTIJICHHON ITUBUIIM3AIIUEH, B AJICKTPOHHBIN BUJ. MOXXHO OXXHIATh,
YTO MHOTHE BEIllU, K KOTOPHIM MbI IIPUBHIKIIA B PEaTbHOM MUPE, B CKOPOM BpEMEHU
00peTyT EKTPOHHYIO (POPMY CYIIIECTBOBAHMUS.

2. Kparkas Teopus:

1. Texnuueckue cpeacTBa peaju3anuu MHPOPMAUOHHBIX MPOLIECCOB.
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IlepcoHanbHBIN KOMIBIOTEP — YHHMBEpCaJbHAas TeXHUYecKas cucrema. Ero
KoHurypanumo (cocTaB o000OpYyJOBaHMUSI) MOXKHO THOKO U3MEHATh II0 Mepe
HEOOXOIUMOCTH.

bazoBasi koH(purypauuss — 3T0 MUHUMAJIbHBI HAOOp amnmapaTHBIX CPEACTB,
peanu3yonMX HOpPMalbHYI0 paboty kommbloTepa. s HactonpHbix [IK 3T0
CJIeIyIOIUe yCTPONCTBA:

® CHCTEMHBIH OJIOK;

® MOHHUTOD;

e KJIAaBHATYpa;

® MBbIIIIb.

YcrpolicTBa, HaXOIAIIMECS BHYTPM CHCTEMHOTO  0OJIOKa, HA3BIBAIOT
6HYMPpEeHHUMU, A YCTPOMCTBA, NOJAKJIIOYAEMbIE K HEMY CHapyXHd, Ha3bIBaIOT
gHewHuMuy, U nepugepuiinvivu. CUCTEMHBINA OJIOK MPEACTABISAET COO0 OCHOBHOU
y3€J1, BHYTPU KOTOPOTO YCTAaHOBJICHBI HAan00Jiee BaXKHbIE KOMIIOHECHTHI.

Ha nepenneil mnaHenn Kopryca pa3MelIalOTCd HMHAUKATOPbI COCTOSTHUS
KoMmmbioTepa — Power (BxkiarodeHo mwuranue), Turbo (cucrema pabGoTtaer ¢
MaKCHMaJIbHOW ckopocThio) m Hard (oOpamenue k sxecTkomMy AucKy). Eme Ha
MEPEAHIOI0 TaHeNb BBIXOJAT pabouyue YacTW HAKOMHWTeNed Ha THOKUX JHCKax,
muckoBoga CD-ROM, a taxke USB-moptel. [lopTt — 6omee cliokHOE YCTPOMCTBO,
YeM MPOCTO pa3beM, UMEIOIIEE CBOM MUKPOCXEMBI U YIIPABIISIEMOE MPOTPAMMHO.

3aaHss CTEHKa KOpITyca CUCTEMHOTO OJIOKAa MCHOJB3YETCS NIl MOAKIIOYEHUN
nepudepuitHbIX YCTPOMCTB.

1.1. BHyTpeHHHE yCTpPOIiCTBa CHCTEMHOI0 0JIOKa

MaTtepHHCKAad IJIATAa

MarepuHckas miara — ocHoBHas miara [1IK. Ha Heit pazmemarorcs:

1. IIpomeccop — OCHOBHasE MHUKPOCXEMa, BBINOJHAIONIAS OOJBIIUHCTBO
MaTeMaTUYECKUX M JIOTHYECKUX orepaiuii. KOHCTpYKTHBHO MPOIECCOpP COCTOUT M3
ST9eeK, MOXOKUX Ha SYEHKH OTePAaTUBHOMN MaMATH, HO B OTUX SUYCHKaxX JaHHBIC MOTYT
HE TOJIbKO XPaHUTHCS, HO U U3MEHATHCA. BHYTpeHHHUE STUCHKHN TTpoIieccopa HA3hIBAIOT
perucTpamu.

2. MUKponpoueccopHblii  KOMIUIEKT (YMIceT) — Ha0Op MHKPOCXEM,
VOPABJSIIONIUX PAa00TON BHYTPEHHHUX YCTPOMCTB KOMITBIOTEpA W OMPEICIISIONTNX
OCHOBHBIC (DYHKIIMOHAJILHBIE BO3MOKHOCTH MAaTEPUHCKOM TUTATHI.

3. llInubl — HAOOPHI MPOBOAHUKOB, IO KOTOPHIM MPOUCXOAUT OOMEH CHUTHAJIaMU
MEXy BHYTPEHHHUMH YCTpoucTBaMu KommbioTepa. C OCTaIbHBIMH YCTPOWCTBAMH
KOMITBIOTEpPA  TMPOIECCOP  CBS3aH  HECKOJBKHUMH  TpPyNIaMd  MPOBOJIHUKOB,
Ha3bIBACMBIX IIIMHAMM.

4. OnepaTuBHAasi NaMATb (OnepamusHoe 3anomunaroujee ycmpoicmeso, O3Y) —
Ha0Op MHKpPOCXEM, TMpeTHA3HAYEHHBIX JJI BPEMEHHOTO XpaHCHHWS JTaHHBIX, KOTJa
KOMITBIOTEP BKJIIOUEH;



5.MI3Y  (nocmosnnoe  3anomunarowee  ycmpoucmeo) —  MHUKPOCXEMa,
npelHa3HaYeHHas I JUTMTENBHOIO XpaHEHWs JaHHBIX, B TOM YHCJIE€ M KOTJa
KOMITBIOTEP BBIKIIIFOUEH.

6. Buneokapra (Buaeoaganrtep) - BHyTpEHHE YCTPOIMCTBO, YCTaHABIMBAETCS B
OJIMH U3 Pa3bEMOB MATEPUHCKOM IUIATHI, U CIYXKHUT sl 00pabOTKH MH(POpPMAIIUH,
noctynaroiie ot mnpoueccopa uiu u3 O3Y Ha MOHHUTOp, a TakKe IJis BbIpaOOTKU
YIPABIAIONINX CUTHAIOB. Takxke ObIBaeT BCTPOEHHOM, T.€. PyHKIMM BHUAEOadanTepa
BBITIOJTHSAIOT MHUKPOCXEMBI uurceTa. Pa3beM BHUIEOKAPTHI BBIBEJCH Ha 3a/HIOIO
cteHky. K HeMy noakirouaercsi MOHUTOP.

/. TB-Tionep - (aurn. TV tuner) — ycTpoilCTBO, NpeHA3ZHAYEHHOE IS TpUEMa
TEJICBU3MOHHOTO CHUTHAJla B Pa3IWYHBIX (opmaTax BemaHUS C TIOKa30M Ha
KOMIIBIOTEPE WU MPOCTO HA OTJIETLHOM MOHHUTOPE.

8. 3BykoBasi KapTa— YCTPONCTBO, BBHITTOJHSIOIICE BHIYMCIUTEIBHBIE ONIEPAITHH,
CBs3aHHBIE C 00pabOTKOM 3ByKa, peud, My3blkd. Ha Heil uMerTcs pa3beMbl s
3BYKOBBIX KOJIOHOK, BHEIIIHUW YCHJIMTENb U MUKPO(OH.

9. CereBasi KapTa - CIYXKHUT JJisi CBSI3U KOMIIBIOTEPOB B IMpejesiax OJHOIO
MPEANPUATHS, OT/ACNIa WM TOMEIIEHUS HAXOISIIUXCA Ha paccTossHuM He Oosee 150
METpPOB JIpyT OT Apyra. OCHOBHBIM NapaMeTPOM CETEBOM KapThI SIBISETCS CKOPOCThH
nepeaadn MHGOpPMAaIMM U U3MEPAETCsl OHA B MeraduTax B CeKyHIy. TumoBas HOpMa
ot 10 7o 100 merabur B CEKyHIy.

1.2. IlaMsATH KOMIBLIOTEPA
B mamsaTu koMmberoTepa XpaHsaTcs IporpaMmbl U 00paboTaHHas UHGOpMAaIUS.
OCHOBHBIMH XapaKTEPUCTHKAMU PA3JIMYHBIX TUIIOB M YCTPOMCTB MaMSTH SBIISIIOTCS
X 00beM U OBICTPOACUCTBEHHOCTh. BCd MaMsATh KOMIBIOTEPA IETUTCS HA BHEULHION
U GHYMPEHHIOI0.

BHYTpeHHsIs1 NAMATH

1. OnepatuBnass mnamsate (O3Y —  onepamusHoe  3anomuHaroujee
yempoticmseo, RAM — RandomAccessMemory) — 3To0 MacCHB KPHCTaTHYECKUX
s4eeK, CIIOCOOHBIX XPaHUTh JaHHbIe. Bo BpeMs paboThl KOMITBIOTEPA, B ONIEPATHBHOM
MaMATH XPAHUTCS KOJ HCIOJIHSEMBIX MPOTpaMM U JaHHBIE, HEOOXOIUMBIC IS UX
pabotel. Pazmuuaror oJunamuueckyio namsme (DRAM) u cmamuueckyro namsmo
(SRAM). MukpocxeMbl JHHAMUYECKON MaMSATH HCIOJB3YIOT B Ka4yeCTBE OCHOBHOM
ONEPATUBHOM MaMATH KOMIIbIOTEPA. MUKPOCXEMY CTATHUECKOM MAMSATH UCIOJIb3YIOT
B KauecTBE BCIIOMOTATECIbHOW maMmsATH (TaK HA3bIBACMOW  Koui-namsmi),
MpeAHa3HAYEHHOM JIJIs1 YCKOpEHHUs paboThl MpoLeccopa.




2. Muxpocxema II13Y u cucrema BIOS. KommiekT mporpaMm, HaXOIAIuXCs
B [I3Y, oOpaszyeT  6azosyr0  cucmemy  6800a-8bl8004 (BIOS -
BasiclnputOutputSystem). OcHOBHOE Ha3HAYEHHE MPOrPAMM ITOTO TAKeTa COCTOUT B
TOM, 4TOOBI TIPOBEPHUTH COCTaB M PabOTOCIIOCOOHOCTh KOMITBIOTEPHOW CHUCTEMBI H
o0ecreunTh B3aUMOJICHCTBUE C KJIaBUATYpPOH, MOHHTOPOM, >KECTKHM JIUCKOM U
JTMCKOBOJIOM THOKMX AuckoB. I[Iporpammel, Bxomsmue B BIOS, mosponsior Ham
HaOMI0aTh HA JKpaHE IUArHOCTHUYECKHE COOOIIEHHS, COMPOBOXKIAIONINE 3aITyCK
KOMITHIOTEPA, & TAK)KE BMEIIIUBATHLCS B X0/ 3aITyCKa C MTOMOIIBIO KJIaBUATYPHI.

BHeniHsisgs naMATh

1. ZKecmkuii ouck — OCHOBHOE YCTPOMCTBO MJiS JOJITOBPEMEHHOI'O XpaHEHUs
OONBIIMX OOBEMOB MTaHHBIX M TMporpamMM. JKecTkue IUCKU OBIBAIOT GHEWHUMU W
BHYMPEHHUMU.

2. Dyenmi-KkapTa — HOCUTEJb, 00ECIICUNBAIOIINNA JOJTOBPEMEHHOE XPaHCHHE
JAHHBIX OOJIBIIOTO 00beMa U Ap.

1.3. ¥YcrpoiicTBa BBoAa/BbIBOAA HHpOPMALIMH.
VYcerpoiictBa BBOoAa wuHGOpMAMK O0ECNEYMBAIOT BBOJA HMH(POpPMALUU B
KOMITBIOTED.

1. KnaBuatypbl— KJIaBUIIHOE YCTPOMCTBO YIpPaBJICHUS IEPCOHATBHBIM
KoMnbloTepoM. CIyXUT JJIsl BBOAA anghasumHo-yu@posvlx (3HaKO8blx) NAHHBIX, a
Takke KOMaH] ymnpaBiieHus. KiraBuatypa sIBISI€TCS OCHOBHBIM YCTPOMCTBOM BBOJIA
naHHbiX.  CrenuanbHbIe  KJIIABHATYPHI  NPEAHA3HAYCHBI IS TOBBIIICHUS
s pexTUBHOCTH TIpoIiecca BBOAA JaHHBIX. [0 MeToy MOAKIIOUCHUS K CUCTEMHOMY
0JIOKY pas3JIMvaroT npoB8OOHbIEe U OeCnpOB8OOHbIe KIaBUATYPHI.

2. CkaHep - ycTpoiicTBO BBojAa Tpadudeckoit mHpopmaruu. C TOMOMIBIO
CKaHEpOB MOXHO BBOJUTH M 3HAKOBYIO HH(popmainuio. B 3ToM ciiydae MCXOIHBIN
Marepuans BBOAMWTCS B TpaduueckoM Buie, mociae dYero oOpabaTbiBaeTCs
CHEIUaIbHBIMH TPOTPAMMHBIMU  CPEACTBAMU  (MPOSPAMMHBIMU — PACNO3HABAHUS
00pazos).

3. Mukpo(oH — yCcTpoiCTBO BBOJIa 3BYKOBOW HMH(OpPMAITUU U T.1I.

YcerpolictBa BbIBOJIa HMH(OpMAIMKM 00ECIIEUMBAIOT BBIBOJ PE3YJIbTATOB PaOOTHI
KOMIIBIOTEPA.

1. MoHUTOP — YyCTPONCTBO BU3YATBHOTO MPECTABICHUS JaHHBIX.

2. IlpuHTep — meuaTaroliee YCTPOWCTBO, MPEAHA3HAUEHHOE ISl BBHIBOJA
TeKCTOBOM U rpaduueckoit wuHbopmanuu Ha Oymary, 1wieHKy. CyliecTByroT
pa3TUYHbIC BUJIBI IPUHTEPOB:

3. MHorogpyHKumoHaj bHble YCTPOMCTBA - YCTPOWCTBa, CIOCOOHBIE
KOIUPOBATh, CKAHUPOBATh U TE€YaTaTh.

4. Moaem. YCTpOWCTBO, TMpeaHa3HAauYeHHOEe JyUIsi oOMeHa wuHbopMaIuei
MEXIy VYAJICHHBIMA KOMITBIOTEpAMH TIO KaHajdaM CBSI3M, TMPUHATO HA3bIBAThH
mooemom (MOnynatop+AEMonynsarop).

5. Be0-kamepa. C moOMOIIBIO 3THX YCTPOUCTB (M, €CTECTBEHHO, OBICTPHIX
JIOKaJIBHBIX CETEH), MOKHO B JIO0OOH MOMEHT YCTPOWTH COBEIIAaHHUE CO CBOWMH
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corpynuukamu. OcHOBHas 3ajada — oOecreyuBaTh IMOCTYIUIGHWE Ha Balll
KOMIIBIOTEP BUAEOINOTOKA C KaYECTBOM M OOBEMOM, JIOCTATOUYHBIM ISl IIEpeJauu B
HNnTepnere.

6. AKycTH4Yeckasi cHCTeMa— YCTPOWCTBO JJIsi BOCIIPOU3BENEHUS 3BYyKa. Jlis
INEPCOHAIBHBIX KOMIBIOTEPOB AKYCTHUECKHE CHUCTEMBI OOBIYHO BBIIOJHSAIOTCS
COBMECTHO C YCHUJIMTENIEM 3BYKOBBIX YacTOT (T. H. «aKTUBHBIE aKyCTUYECKUE
CUCTEMBI») U MOJKIIOYAOTCS K CHCTEMHOMY OJIOKY KOMIIBIOTEpPA.

Taxxe cymecTByeT Oosbllioe KOJMYECTBO YCTPOWMCTB  BBOA/BBIBOJA
uH(pOpMaIny.

2. IlporpamMmmHuble cpeAcTBa peajn3auuu HHPOPMALMOHHBIX MPOIECCOB.

Iporpammuoe odecneuenue (IIO) — 3170 COBOKYNMHOCTH IPOTPaMM CUCTEMBI
o0pa0oTku HH(OpPMALMM M MPOrPaMMHBIX JIOKYMEHTOB, HEOOXOJAUMBIX JJIst
AKCIUTyaTalluy 3THX IIPOrpamM.

[1O nmoxapaznensercs Ha cucmemHoe U NPUKIaoHoe.

2.1. IlpuxiaaaHoe mporpaMMHoe odecneyeHue.
[Ipukaagnoe mnporpaMMHoe oOecnmeyeHHEe — COBOKYITHOCTh IMPOTpamw,

INpCAHa3HAYCHHBIX AJIA BBIIIOJIHCHNA KOHKPCTHBIX 3a1a4 I1OJIb30BaTCIIA.

Knaccudukarms 110

1. TexcroBble penakTopbl. OCHOBHBIE (YHKIIMH — BBOJ U pPEIaKTUPOBAHHE
TEKCTOBBIX JaHHBIX. [lomonHUTEeNbHBIE (PYHKIINK — aBTOMATH3AIMH POIIECCOB BBOA
U pEeaKTHPOBAHUS.

2. TexkcroBble npoueccopbl. OCHOBHOE OTJIMYUE TEKCTOBBIX MPOLIECCOPOB OT
TEKCTOBBIX pEAAKTOPOB B TOM, YTO OHM TIO3BOJISIFOT HE TOJBKO BBOJAUTH M
pEeNaKTUPOBATh TEKCT, HO U ghopmamupoeams €ro, T.€. 0POPMIIATS.

3. 'paduyeckne perakTopbl. ITO KJIAcC MPOrpaMM, MpeTHA3HAYCHHBIX JIs
co3manusi u (unu) oOpaboTku rpaduueckux wuzoOpaxkeHuil. B manHoM Kiacce
pazIMyaroT  CIENYIOLME KaTErOpuu: pacmpogvle peoaKmopwvl, 6eKmopHble
peoakmopsl 1 TPOrpaMMHBIE CpeICTBa Jid CO3JaHHusi U 0OpabOTKU TpEeXMEpHOM
rpaduku (3D-pedaxmopet).

a. PacTpoBble pegakTopbl IIMPOKO NPHUMEHSIOTCA Il 00pabOTKH
M300paKeHU, HX peTymu, co3gaHus (OoTodPPEKTOB U  XyHOKECTBEHHBIX
KoMro3uimii  (komtaxkei). OCHOBHOW HEAOCTATOK PACTPOBBIX  HM300paKeHHI
3aKJIIOYaeTcsi B WX OONBIIOM 00BbEeMe, a TakKe B OTPAHHMUYEHHBIX BO3MOXKHOCTSIX
MacmTabupoBanus (YBeTUUYCHNUE WM YMEHBIIICHUE eTalei H300paKeHus).

b. BekTopHble peaakTOpbl  OTIMYAIOTCS OT  PACTPOBBIX  CIHOCOOOM
MPEACTABJICHUS] JAHHBIX 00 M300paKeHHH. DJIEMEHTAPHBIM OOBEKTOM BEKTOPHOTO
M300paxKeHusl SBISETCS HE TOYKa, a JUHUSA. OCHOBHBIM HEIOCTATKOM BEKTOPHBIX
M300paKeHWt  SBIsIETCA  HEy/noOHoe — mpencraBieHue  Qgororpadudeckoit
uH(pOpMaLnH, a TAK)KE HAIUYNE BHICOKOTIPOU3BOAUTEIBHBIX KOMITBIOTEPOB.



C. Pemakropsl TpexmMepHo#il rpaguKH HCHOJB3YKOT JUIA  CO3JaHMS
TPEXMEPHBIX KOMNO3UIUH. [103BOJISAIOT THOKO yNpaBIsATh B3aUMOJICHCTBUEM CBOWCTB
MOBEPXHOCTH H300paxaeMbIX OOBEKTOB CO CBOMCTBAMU MCTOYHHMKOB OCBEILICHUS U
CO3/1aBaTh TPEXMEPHYIO aHUMAIIHUIO.

4. Cuctembl ynpasijeHusi 0azamm ganueix (CYBJl). bazamu ganHbIX
HA3bIBAIOT OTPOMHBIE MAaCCUBBI IAHHBIX, OPTaHU30BAHHBIX B TAOJIMYHBIE CTPYKTYPHI.

DJIEKTPOHHbIE TAaOJUIbI TMPEJOCTABISIOT KOMIUIEKCHBIE CpEACTBA IS
XpaHEHUs! pa3jMyYHbIX TUIIOB JaHHBIX M UX 00padotku. lIupoko mpuMeHSIOTCS B
cepe OyXraaTepckoro ydera, B KaueCTBE YHHUBEPCAJIbHBIX HHCTPYMEHTOB aHallM3a
(UHAHCOBBIX, CBHIPHEBBIX W TOBAPHBIX pPBHIHKOB, T.€. TaM, TJe HEOOXOAUMO
aBTOMATHU3HPOBATh PETYJSPHO MOBTOPSIOMIUECS BBIYUCICHUS TOCTATOYHO OOJBIINX
00BEMOB YUCIIOBBIX JAHHBIX.

5. Cuctembl aBTOMATH3MPOBAHHOTO mnpoexkTupoBanusa (CAD-cucrembl)
IpelHa3HayeHbl s  aBTOMAaTH3alMU  [POEKTHO-KOHCTPYKTOPCKUX  paloT.
[IpuMeHsIIOTCS B MAIIMHOCTPOEHUH, IPUOOPOCTPOCHUH, apXUTEKTYPE.

6. HactoubHble  m3garejbckue  cucreMbl.  [IpeaHasHauenbl s
aBTOMATH3allUd IMpoLecca BEPCTKH MONUrpapUUEecKux H3AaHUW. OITOT KIacc
IPOrPaMMHOI0 OOECIEUEHHUs 3aHMMAeT MPOMEXKYTOUHOE TIOJOKEHHUE MEXKIY
TEKCTOBBIMHU IIPOLIECCOPAMU U CUCTEMaMHU aBTOMAaTU3UPOBAHHOIO IIPOEKTUPOBAHUS.

7. JkcnepTtHble cucrembl. [lpegHaszHaueHsl i1 aHaW3a  JaHHBIX,
CONEp)KaIINXCA B 0a3ax 3HaHuWi, W BBHJAYH PEKOMEHAALMNA TIO0 3ampocy
noJsib3oBatens. Takue cucTeMbl MPUMEHSIOT B TEX CIy4asX, KOT/Ia HCXOHBIE TaHHBIC
Xopomio (GopManu3yroTcs, HO IJIsl TPUHATUS pEmIeHUs TpeOyroTcs OOIMIMpHBIC
CHeIHaIbHbIC 3HAHMUS.

8. Web-penakropsl. Do rpymnma nporpamm, 00beIUHSIONINUX B ceOe CBOIMCTBA
TEKCTOBBIX M Tpaduuecknx penakTopoB. OHM TpenHa3HAYEHBI IS CO3IAHHS U
penaktupoBanust Web-dokymenmos (\Web-cmpanuy Hnmepnemay.

9. Bpay3epnl  (o0o3peBaTesm, cpeacta mpocmorpa Web).  Dro
IpOrpaMMHbIE  CpEJCTBA, MpEeAHA3HAUYEHHbIE JUII MPOCMOTpPA  DJIEKTPOHHBIX
JOKYMEHTOB, BBINMOJIHEHHBIX B (opmare HTML. Onu MoryT BOCHPOU3BOAUTH
MY3BIKYy, YE€JIOBEUECKYI0 peub, OOecrneynBaTh MPOCIYIIMBAHUE paauoNepesad B
WNurtepHere, mpocMoTp BHACOKOH(epeHuid, paboTy co ciyx0amMu 5SJIEKTPOHHOU
MOYTHI, C CHCTEMOM TeeKOHGEpEeHIUH (TPYII HOBOCTEH) U MHOTO€ JIPYTOE.

10. HHTerpupoBaHHBIe CHCTeMbI [eJIONPOU3BoJAcTBA. IIpencraBisroT
co00if MPOrpaMMHBIE CPECTBA ABTOMATU3ALIMK Pa00Uero MecTa pyKOBOTUTEIS.

2.2. CucreMHOe NpOorpaMMHoOe odecriedeHme.

Cucremuoe IIO - 53TO KOMIUIEKC MporpamMm, KOTOpble OO€CIeUYnBaIOT
s exTuBHOE yrpaBieHne KOMIIOHEHTaMU KOMITbIOTEPA.
Knaccuduxarnusa CI1O:

1. OnepanuoHHbIe CUCTEMBI — KOMIUIEKC MPOTPaMM, OPTaHU3YIOIIMX TUAJIOT C
MOJI30BATEJIEM M YIPABIIEHUE KOMIIBIOTEPOM, €T0 PECYpCaMU U 3aITyCKAIOIINUX
JPYTUE POTPpaMMbl Ha BHITIOJIHEHHUE.

2. JlpaiiBepbl — MpPOTrpaMMbl OTIEPAIIMOHHON CHUCTEMBI, YIpaBIsiomas padoTon
OTJICJIbHBIX BHEITHUX YCTPOUCTB.



3. O0o10ukHM MOJIB30BaTEel — MPOrpaMMBbl, CO3JaBaeMble ISl YHPOIIECHUS
paboThl CO CIOKHBIMU MPOrPaMMHBIMU CHCTEMaMHM, TaKUMH, HalpuMeEp, Kak
onepanuonHas cucrema DOS. Onu npeoOpa3yloT HEymOOHBIM KOMaHIHBIH
MOJIB30BATEILCKUM MHTEpdENC B JPYKECTBEHHBIM rpaduueckuii mHTepdeic
uiu uatepdeiic Tuna "MeHw"

4. CepBuCHBbIe mporpaMMbl M (YTWIHTBI) - KOMIIBIOTEpHAas Nporpamma,
pacumpsitonasi CTaHIapTHbIE BO3MOXKHOCTH OOOPY/IOBaHUSI U OTNEpPAlMOHHBIX
CHCTEM, BBITIOJHSIONIAS Y3KHI KPYT Crienu(UIECKUX 3a/1a4.

2.3. OnepauMoOHHBIX CHCTEM.

Omnepanuonnas cucrema (OC) sBIseTCA 0YEHb BaXXHOM YaCThIO MIPOTrPAMMHOIO
o0ecrniedyeHrs KOMIBIOTEPA, TaK KaKk UMEHHO C HEW B3aMMOJCHCTBYET MOIb30BaTEllb,
a TaKXke BCe MPHUKJIAIHBIE M CIy)XeOHbIE mMporpamMmbl. IMEHHO OT OmepannoOHHON
CHUCTEMbl BO MHOI'OM 3aBHCHUT (DYHKIIMOHAJIBHOCTh KOMIIBIOTEpPA, HAJEKHOCTb W
CTaOUIIBHOCTh €T0 padOTHI.

OmnepanmoHHasi CUCTEMa MPEACTaBIsAET COOOM KOMIUIEKC CHUCTEMHBIX U
CIIy’)KEOHBIX MPOTPAaMMHBIX CpEACTB, 00ECHEUMBAIOIIMIA MOJB30BATENI0 pPadbOTy C
KOMIIBIOTEPOM Kak ¢ euHbIM LeiabiM. C ogHol ctoponbl OC onmpaercss Ha 6a30Boe
IporpaMmMHoOe oOecrieueHre KoMIboTepa, Bxojsiiee B ero cuctemy BIOS (6azoBas
CHUCTEMa BBOJA-BbIBOJA), C JIpYIrOol CTOpPOHBI OHa SBJSIETCS OMOPOM s
MPOrpaMMHOTO obecrieueHus: 0ojiee BRICOKUX YPOBHEH - MPHUKIAIHBIX U CITYKEOHBIX
nporpamm (mpuiiokeHuid). IIporpammel, mnpeaHa3HAayeHHbIE Uil pabOTBHl TOJ
ynpasieHneM pnaHHod OC, NpHHATO Ha3bIBaTh IPUIIOKEHHUSIMHU OIEPAlMOHHON
CUCTEMBI.

OnepanuoHHasi cucTeMa — 3TO KOMIUIEKC MPOrpaMM, YIPaBISIONIUX BCEMU
anmapaTHBIMM ~ KOMIIOHEHTaMH  KOMIIbIOTEpa, oOecreunBasi WX  IEJIOCTHOE
(YHKIIMOHUPOBaHME, a TaKXkKe MPEeAOCTaBISIIOIIMX IOJB30BAaTENI0 JIOCTYN K
anmnapaTHbIM BO3MOKHOCTSIM KOMIIBIOTEPA.

OcHOBHast (PyHKIMsI BCEX ONEPAllMOHHBIX CHCTEM — mHocpeaHuyeckas. OHa
3aKJIF0YAeTCsl B 00€CIIeUeHUN CISAYIOMUX (PYHKITUN:

® B3aUMOJCHMCTBHE MEXIy IOJb30BaTEIIEM M MPOrpaMMHO-aNMapaTHBIMU
CpeACTBaMU KOMITbIOTEpa (uHmepeiic noiv3oeamens);

® B3aUMOJCHCTBHE MEXIy NPOrPaMMHBIM U ammapaTHBIM oOOecTeueHueM
(annapammno-npozpammnstit unmepdeiic);

® B3aUMOJCHCTBHE MEXIY pa3HbIMH BUAAMH MPOTPaAaMMHOIO oOecreueHus
(npozpammmuviit unmepdpeiic).

OHU yOpaBJSIIOT PACIpPENEIEHUEM PECYPCOB  BBIYHMCIUTEIBHON CHUCTEMBI
MEXy 3a7ja4aMy U 00ECIIEUnBaIOT:

® BO3MOKHOCTh OJHOBPEMEHHOW WJIM TMOOYEPEIHOM pabdOThl HECKOJBbKUX
IIPUJIOKEHUM;

® BO3MOKHOCTh OOMEHA JaHHBIMHU MEX]1y MPUIIOKEHUSIMU;
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¢ BO3MOXHOCTb COBMCCTHOI'O MCIIOJIbB30BAHUA IIPOTrPAMMHBIX, allllapaTHBIX,
CCTCBBIX u npoyux  peCypCcoB BBIYHCIIMTCIbHOU CHCTCMBI HCCKOJbKMMH
IMPUITOKCHUAMMU.

2.4. daiijoBas cucTeMa.

JIy1st 9eTKOT0 TTOHUMAaHMS TIPOIIecca COXPAaHEeHUS U CUNTHIBAHUS WH(DOpMAIuu ¢
MMOMOIIBIO  JTUCKOBBIX  HOCHTENECH, HEOOXOIMMO OTYETIMBO  TPEICTABISATH
(U3UYECKYI0 OpTraHM3aIuio aucka. JIuck B oOIIeM ciydae COCTOWT W3 OJTHOTO WIIA
HECKOJBKMX JBYCTOPOHHUX IUIACTHH, Ha KOTOPhIe HH(POPMAIHS 3aMHCHIBACTCS
KOHIICHTPUIECKUMHU JOPOKKaMHU, KaK 3TO TTOKa3aHO Ha PHC.

m-m-m_______  cropona0

- cTopoHa 1

-m.m __ cropoHa?2

--m-m————  CTopoHa 3
JIOPOKKH \_ wip 0
uunuHAp 1
HWJIAHAD 2

Puc. ®usndeckas CTpykTypa aucka (Bux cOOKy)

TOPOXKKH

CeKTopa

Puc. ®usnueckas cTpykTypa Iucka (BUJ CBEPXY)

Kaxmas mopokka nenutcs Ha ceKTOpbl. CeKTOp — HauMeHblnas (Gu3ndeckas
eMHUIIa XpaHEHUsl JaHHBIX. PazMep omHOro cekropa coctamisier 512 6ailT, yucio
CEKTOPOB Ha OJHOM JIOPOKKE 3aBUCHUT OT TUMA JUCKA U MOXET paBHAThCS 17 nunu 26.
CekTopa ycioBHO oObeAuHstOTCS B kiacTepbl. Kuacrep sensemcsa naumenvuiell
eounuyell aopecayuu Kk danuvim. Pazmep Kimactepa, B OTIMYHME OT pa3sMepa CEKTopa,
He (QuUKCHpOBaH ® 3aBUCHUT OT €MKOCTH JuCKa. JIOpOKKH BCEX CTOPOH,
pacrmoyio)KeHHbIE HA OJHOM VAQJICHHH OT IIEHTpa, OOBEAUHSIOTCS TOHITHEM
nunuHApa.  JlOpoXKH, cekTopa U IIWIMHIPHI HMEIT HyMepaluio, OOBIYHO
HaunHarourytocs ¢ 0.
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Bce COBPCMCHHBIC HTHUCKOBBIC OICPANMUMOHHBIC CHCTCMbI 00eCeYnBaroT
CO3JaHHC @aﬁHOBOﬁ CHCTCMBEI, HpeﬂHaBHa‘{eHHOﬁ IJIA XpaHCHHA OJAHHBIX HAa AUCKaX
151 O6€CHequHH; A0CTYIIa K HUM.

daiisioBasi cucrema (®C) — 310 cnocod opraHu3alu XpaHeHus ¢ailioB Ha
JIVICKE.

@aiin - 3T0 eIMHMIIA XPaHEHUS JAaHHBIX, MPOU3BOJBLHOTO YMCIa OaiToB,
oOnafaroniasi yHUKaaIbHbIM COOCTBEHHBIM HMEHEM.

JlanHble O MecTOpacmoiokKeHnH (HaiIoB MOJIB30BATENIO IMPEAOCTABICHBI B
BUJIE HEPAPXUUYECKOW CTPYKTYpbl — JIIOJIM Tak yAoOHee, a Bce HEO0OXOIUMBIC
npeoOpa3oBanus O6epeT Ha cebst onepanuonHas cuctema. K QyHKIMN 00CTyKUBaHUS
(halIoBOM CTPYKTYPHI OTHOCAT CJEIYIONIUME OIepalui, MPOUCXOISIINE IO
YIPABJICHUEM ONEPALMOHHON CHCTEMBI:

e coszjaHue (haioB U NPUCBAMBAHUE UM UMEH;

® CO3/laHUE KaTaJoroB (ManoK) ¥ MpUCBaBaHUE UM UMEH;

® TnepeuMeHOBaHue (halIOB M KaTaJIOroB (MarnoK);

e KONHUPOBAaHUE M IepeMelleHue (amoB MexAy AUCKAMH KOMIIbIOTEpa H
MEXK]ly KaTtajioramu (marnkamMu) OJHOTO JHUCKa;

e ynaneHue (HaisioB U KaTajaoros (Mamnok);

e HaBWranus 1o (paisioBoit CTPYKType C LEIbI0 IOCTYIA K 3aIaHHOMY (haiiy,
KaTajory (mamnke);

e ympaBlIeHHE aTpuOyTaMu (Pailyios;

e (opmaTupoBaHHUeE.

Oo6cayxuBanue (pailjioBOH CUCTEMBI.

Crnenyromieil BaxHOW (yHKIIMEH OMEPAIIMOHHONW CHCTEMBI SIBIISIETCS CO3/IaHHE
n oOcinyxuBanue (PaitnoBoit cucrembl. dDaitoBas cucTeMa NpeaHA3HAYCHA IS
XpaHEHUs JaHHBIX Ha JMCKaX U O0ecleueHus JocTyna K HUM. B ocHoBe (aitnoBoii
CUCTEMBI JICKUT NOHsATUE (aiina.

OO6b14HO B (haiisie XpaHAT JaHHbIC, OTHOCSIIUECS K OJHOMY THIY. ITO MOXKET OBITh
nporpamMma, rpauk, pUCyHOK, TEKCT, 3BYK M T. J. THUI JAaHHBIX ONpEAEseT THUIl
(aitna.

Jlnst monb3oBatena QaitoBas cuctemMa NpeICTaBIsIeTCA B BUIE UEPAPXUUECKOM
CTPYKTYpBbI, Ha3bIBaeMO# (hailJloBO CTPYKTypoil. B kauecTBe BEpLIMHBI CTPYKTYpPHI
CIIYKUT WUMsI HOCHUTENS (HAKOMUTENs), Ha KOTOPOM COXpaHsSIOTCA (ailyibl. 3atem
(dalapl TPYNMUPYIOTCS B KaTajaoru (B TepMuUHONOTHH Windows — mamkM), BHYTpH
KOTOPBIX MOTYT OBITh CO3JaHBI BIIOKCHHBbIC Katanmoru (mamkm). [lyTh moctyma k
(aiinmy HaYMHAETCS ¢ UMEHU YCTPOMCTBA M BKIIOYAET BCE MMEHA KaTaJoTOB (IaIoK),
gyepe3 KOTOphIe MPOXOINT, U 3aKaHUYMBAETCS UMEHEM (aiina.

Baxxnoe 3Hauenume mmeer ums (¢aiina, KOTOpoe, MOMUMO YKa3aHUS Ha THUI
¢aiina, ¢aktuuecku sBuserca ero azapecoM. IlonmHoe wums daiina BKIOYaeT
coOCcTBeHHOE MM (ailia BMecTe ¢ MmyTeM JocTyna K HeMmy. EcTecTBEHHO, MOIHOE
uMs (daitia 10KHO OBITh yHUKaIbHBIM. CoOcCTBeHHOE UMs (ailia MOXKET OBbITh
CKOPOTKMM» WIH <«JIMHHBIM». «KOpOTKO€» HMS COCTOUT U3 JBYX 4YacCTEu:
COOCTBEHHOI0O MMEHHU W PACHIMPEHHUS UMEHU. VIMS MOXXET MMETh MaKCUMAaJIbHYIO
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JUIMHY 70 8 CHUMBOJIOB, a paclIMpeHHe — 110 3 CUMBOJIOB. Mmsi otnensercss OT
pacuIMpeHust TOYKOM.

«/[nunHoe» UMs MOXET coJiepKaTh 0 256 CUMBOJIOB BMECTE C PaCIIUPEHUEM,
4yT0, 0€3ycloBHO, ynoOHee s mojb3oBaTensi. OC MS-DOS co3gaioT TONIBKO
«xopomxkuey» umeHa, OC Windows — Kak «0iuHHbley», TaK U «KOpOmMKUe» HWMEHa.
YuuthiBas BO3MOXKHOCTh HCIOJB30BaHMS (paiila B pa3HbIX Mporpammax, 0e3
HEO0OXOIUMOCTH HE CIeAyeT MPUMEHSTh «JIMHHBIC» UMEHA, a TAK)Ke PEKOMEHIyeTCs
WCIIOJIh30BaTh B MIMEHAX TOJBKO OYKBBI M ITUGPHI, 2 HE KaKue-Tu00 WHBIC 3HaKU. B
coBpeMeHHBIX Bepcusix OC st uMeH (ailjioB MOXKHO TTPUMEHSTh U PyCCKHUE OYKBBI,
omHako Tipu mepenade ¢ainoB Ha [IK, He mcmonb3yromme pycckue Bepcuu OC,
MIPUACTCS IEPEUMEHOBBIBATH (DAilIbl, HCTIONB3YS JaTHHCKHUE OyKBHI, MHAYE C HUMH Ha
ATUX MallMHax paboTaTh HE YJACTCS.

Pacmpenuie B O0JIBIIMHCTBE CIyYaeB MPUCBAUBAET CaMa Mporpamma.

Tunbi pannos PacwunpeHune
NcnonHumble daiinbl .exe, .com, .bat
TeKkcToBble paibl .txt, .doc
lpadunueckme pannbi .bmp, .jpg, .tif, .gif
3ByKOBble palnbl .wav, .midi, .mp3, .wma
Buaeodainnol .avi, .mpeg
Web-cTpaHuubl .htm, .html, .php
Mporpammbl Ha A3blKax .pas, .bas, .c, .cpp
NpPOrpamMmmmnpoBaHUA
dannbl JaHHbIX .dat, .bbf
ApXMBaTOpPbI AaHHbIX .rar, .zip

BaxxHbIM arieMeHTOM (DaitsioBO# CTPYKTYpHI SIBIISIFOTCS KaTajloru (Tarku).

Karajor (mamnka) - 3T0 MOMMEHOBaHHAs Tpynna (aiiaoB, UCHOJIb3yeMas s
yao0cTBa goctymna K ¢aitiam, korja (paitjioB Ha HOCUTENE CIUIIKOM MHOTO.

Karamoru no3BosisitoT 00beAUHATH (DAMJIbI B TPYMHIBI O KAKUM-TUOO OOLIUM
npu3Hakam u ynopsiaouuBath ux. OC mo3BoJsieT co34aBaTh MHOTOYPOBHEBBIE
Katasoru. Karanoru HU3KUMX ypOBHEW BKJIAIBIBAIOTCA B KaTajloru 0Oojiee BBICOKHX
YPOBHEW W SBISAIOTCS ISl HUX BIIOXKEHHBIMU. BepXHUM YpOBHEM BIIOXKEHHOCTH
(aiioBOM CTPYKTYpPHI SABJISETCS KOPHEBOM KaTajor AUCKa.

KopHeBoii karajor — 53TO cambld TMEPBBIM KaTaJOl, CO3/1aBACMBbIU
ONEPALlMOHHOM CUCTEMOU MPU NEPBUYHON MOATOTOBKE KECTKOTO AUCKA WUJIN TUCKETHI
K pabore (hopMaTHpOBaAHUN).

Jpyrue xarajgoru Imnoyib30BaTelb CO3AAET CaM M HA3bIBa€T UX B COOTBETCTBUU
CO CBOMMHM TNOTpeOHOCTsIMH. lMeHa KaTajoroB 3aJal0TCsi AHAJOTUYHO HMMEHaM

¢aiinos.
OO6o3HaueHne NMCKa Tak)Ke BXOIUT B MONHOE MM (aiina. J[MCcKOBbIe HAKOMUTENN
nonydatoT B OC wumeHa — OyKBBI JIATMHCKOTO ajdaBuTa, COMPOBOXKIAEMBIC

nBoeroureM. B kaxapiii MoMeHT cBoeit paboThl OC cuuTaeT OJuH W3 HAKOMMTENEH
pabounm (TekyuuM). K koMmmbioTepy MOXeT OBbITh MOJKIIOUYEHO HE 0Oojiee JBYX
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JMCKOBOJIOB ISl TMOKMX MAarHUTHBIX JIUCKOB, MMeHa KOoTopbix A: u B:. Mmena
JIOTUYECKUX JUCKOB, COOTBETCTBYIOIIMX pa3jieiaM >KECTKOTO JUCKA, MOTYT ObITh OT
C:. o0 Z.
[Ipn 3ammcu nytd poctyna K (ailily, Bce MNPOMEXKYTOUHBIC KaTaJOrH
pas3aesaoTCs MeX Iy co0oit cumBosioM «\» (0OpaTHast Kocas uyepTa), Halpumep:
C:\Mou ooxymenmuwi\Articles\Primer.doc
OnepauvoOHHAasT ~ CUCTEMA  BBINOJHAET  CIEAYIOIIME  ONEpaluu 1O
oOcCTykKHBaHUIO (HAaNIOBOI CTPYKTYPHI:
1. co3nmanue ¢GaiiIoB ¥ MPUCBOCHNUE UM UMEH;
2. CO3/aHue KaTajoros (MAnokK) ¥ MPUCBOCHUE UM HUMEH;
3. mepenMeHOBaHUE (DAMIIOB M KaTajaoroB (MMarmokK);
4. KONMUpOBaHHE U MepeMelnieHue (HailioB MEX 1y JUCKaMU U KaTaJloraMu,
5. ynaneHue paiioB U KaTaJoroB (Mamok);
6. HaBuranus 1no (HaiIoBoOi CTPYKTYype; yIpaBiIeHHE aTpudyTamMu (paityios.

Kpome mmeHHn u pacmmpeHus: UMEHU (Qaiiia onepanroHHas CUCTEMa XPaHUT
Ui Kakzaoro ¢aidna gaty ero co3fgaHus (M3MEHEHHUs) U HECKOJbKO (ParoBbIX
BEJIMYMH, HA3bIBAEMBIX ampuoymamu ¢haiina. ATpuOyThl — 3TO NOTOJHUTEIHHBIC
napaMeTphbl, onpeaessitone cBoicTa (aitioB. OnepanoHHasi CUCTEMa MO3BOJISET
UX KOHTPOJUPOBATh W U3MEHATH, COCTOSHHE aTpUOYyTOB YUMTHIBAETCS NIpU
IIPOBEJICHUH aBTOMaTHYECKUX OIepaluii ¢ aiaamu.

OCHOBHBIX aTprOyTOB YETHIPE:

e Toabko st urenns (Readonly) — orpanuunBaeT BO3MOKHOCTH PabOTHI C
¢aiinom. Ero ycraHoBka o3HayaeT, 4to (aill HE NpeIHa3HA4YeH JUIsli BHECEHUs
M3MEHEHUH, MpU 3TOM (aia OJOKUpyeTcs A 3alKCH, AJIA TOro, YTOObI BHECTH B
HEro U3MEHEHUs1 HeOOXOUMO CHATH 3TOT aTpUOYT.

e CkpoiThiii (Hidden) — curnanusupyeT onepanuoHHOW CHCTEME O TOM, YTO
JTaHHBIA (aiim He cieayeT OTOOpakaTh Ha JKpaHe MpHU TMPOBEIACHUHU (PailioBhIX
orepamuii. 9T0 O3Ha4yaeT, 4YTO MOJb30BaTeNIb MPOCTO HE YBUIUT 3TOT (pailm mpu
IIPOCMOTPE COJIEPKUMOI0 Karajora, XoTs (pusndecku ¢aill npucyTcTBYeT U ¢ HUM
MOXXHO pPa0OTaTh TOYHO TakKXKe, KaK M C OOBIUHBIM. DTO Mepa 3alluThl MPOTUB
CJIy4aiiHOTO (YMBILUJIEHHOT'O WJIM HEYMBIIINIEHHOTO0) MOBPEXKACHUS (aiia.

3. Teopernueckue 0CHOBbI HH(OPMATHKH.

NudopmaTuka — 3TO TEXHUYECKAs HAyKa, CHCTEMATH3UPYIOIIAsl TPUEMBI
CO3/IaHUsI, XpaHEHHUs, BOCIPOU3BEACHUS, OOpPadOTKM U TMepenadyd JaHHBIX
CpeICTBaMH BBIYUCIUTEIHLHOM TEXHUKH, a TAKXKE MPHUHIUIBI (PYHKITMOHHUPOBAHUS
ATUX CPEJCTB U METOJIbI YIIPABIICHUS UMHU.

N3 »sTtoro ompenmeneHuss BUAHO, 4YTO UWH(MOpPMATHKAa OYEHb OJW3Ka K
TEXHOJIOTMM, TIOOTOMY €€ TIPeAMET HEPEIKO Ha3bIBAIOT UHPOPMAUUOHHOU
mexHonozueu.

Nudopmanuonnas TexHosnorust — cnocod npeodpazoBanusi nHGopManuu B
MPOLIECCE MTOTYUYEHUS TOTOBOU MPOTYKIUH.
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TexHnomorus BkmMOYaeT B ce0d METOHbI, MPHEMBI, PEXKUM padOTHI,
II0CJIEI0OBATEIBHOCTD OIlEpalliii U MPOLEAYP, OHA TECHO CBs3aHa C IPUMEHAECMBIMU
CpeaCTBaMu, 000PY10BaHUEM, HHCTPYMEHTAMM, UCIOJIb3YEMBIMU MaTEepHaIaMu.

3.1. TlonsiTue 06 uHpopmManum.

Bce nporieccsl B Ipupojie CONPOBOXKAAKOTCS CUTHAIAMH. 3apEeTUCTPUPOBAHHBIE
CUTHaJbl 00pa3ytoT nanHeie. Ho nanueie — 3710 eme He uHpopmanus. Jlanubie
CTaHOBATCA WH(OpMalUeld TOJBKO TOCIE TOro, Kak OHU oOpaboTanbl. [[is TOrO
9TO0BI 00paboTaTh MaHHBIE, HEOOXomuM MeTod. JlaHHble 0O0pabaThIBAIOTCS C
MTOMOILBI0 KOHKPETHOTO (3J€KBAaTHOI0) METOJA, U B PE3YyJbTaTE MBI MOJIYYaEM YiKE
HEeKyl0 uH(popmanuio. Hanpumep, peHTreHOBCKHII CHUMOK. /[ HEMOCBSILIEHHOIO
YeJI0BEKa, 3TO MPOCTO HEraTUB U300paKEHUs, MOHATh KOTOPBIA OH HE MOKET, a Bpau
B HEM BUAUT HOPMY UJIU OO0JI€3HB, T.€. HH(POPMAILIMIO O COCTOSTHUM 310POBbSL.

Hpyrumu cioBamu, s MOJIy4e€HUsS HH(OpMalMM HEOOXOAMMO HE TOJIBKO
MMETh JIaHHbIE, HO U BJIa/IETh METO/IaMU UX 00pabOTKH.

» JlaHHBIE — 3TO 3aPETHUCTPUPOBAHHBIC CUTHAIIBI.

» Metoa (ot rpeu. méthodos - myTh HcciIeqOBaHUS WM TIO3HAHUS, TEOPHS,
yU€HHUE), COBOKYMHOCTb MPUEMOB WM ONEpaluil MNPAKTHUYECKOIO WM
TEOPETUYECKOIO0 OCBOCHMSI JEHCTBUTEIBHOCTH, IOJYUHEHHBIX PELICHUIO
KOHKPETHOM 3aJ1auMu.

» Hudopmanus — 5TO MPOAYKT B3AaNMOJICHCTBYS JJaHHBIX U aJICKBATHBIX UM
METOJIOB.

CaoiicTBa MH(pOpMALIUH.

Uudopmanuss oOnamaer cBodctBamu. C  TOYKM 3peHUS HHPOPMATUKHU
HauOosee BaXHBIM SBIAIOTCS CIEIYIOIINE CBOWCTBA: OOBEKTHUBHOCTb, IOJIHOTA,
JOCTOBEPHOCTb, aJIeKBATHOCTb, JOCTYITHOCTh U aKTYaJIbHOCTh UH(POPMAIIIH.

e O0beKTHBHOCTD M  CyObeKTUBHOCTH uHpopmanuu. [lonsarue
OOBEKTUBHOCTH HWHGOpPMAILlMU SIBISIETCA OTHOCUTENbHBIM. IlOCKOJIBKY METOAbI
CyOBEKTHBHBI, TO 0oJiee OOBEKTUBHOW MPHUHATO CUYHUTATh Ty HH(POpPMALIUIO, B
KOTOPYIO METO/Ibl BHOCAT MEHBIINN CyObEKTUBHBIN 3JIEMEHT.

e IlosaHoTa uHopManmu. [lonnota  umHboOpMmauu onpenenseT
00CmMamoYHOCms TAHHBIX JJI1 TPUHATUS peuieHus. Uem noiHee JaHHbIE, TEM LIUpPE
JMarna3oH METOJOB KOTOpPbIE MOKHO HCIIOJIb30BaTh, TEM MpOLIE MOJ00paTh METOJ,
BHOCSIIIUHA MUHUMYM TIOTPENTHOCTEN B X0]1 MH(POPMAITMOHHOTO MPOIIecca.

e JlocroBepHocTp wuH(pOpMauuu. J[aHHbIE BO3HMKAIOT B  MOMEHT
pPETHCTPAallid CUTHAJIIOB, HO HE BCE CUTHAJIBI SBIISIIOTCS «IIOJIE3HBIMU» — BCErIa
MPUCYTCTBYET KAaKOM-TO YpPOBEHb IOCTOPOHHUX CHUTHAJIOB, B pE3yJbTaTe€ 4Yero
MOJIE3HBIE JIAHHBIE COMPOBOXKIAIOTCS ONPEAEICHHBIM YPOBHEM «UH(OPMAIMOHHOTO
myma». Eciu mone3Hblil curHan 3aperucTpupoBaH 0oJiee 4eTKO, YeM MOCTOPOHHHE
CUTHAJbI, JOCTOBEPHOCTh HH(MOpMaMK MOXKET ObITh Oosiee BbICOKOU. [Ipu
YBEJIMYEHUHM LIyMa JOCTOBEPHOCTh MH(OpMalMU CHMKAeTcs. B 3ToM ciywae s
Mepeaaur TOro K€ KOJIMYecTBa HHPOpMaLUK TpeOyeTcsl UCIOJIb30BaTh MO0 OoJblle
JAHHBIX, TU00 00JIee CII0KHBIC METO/IEI.
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e AIeKBATHOCTb HMH(OPMALMH — 3TO CTENEHb COOTBETCTBUS PEATBHOMY
00BEKTUBHOMY COCTOSIHHIO JIeJia.

e JlocTynmHOCTh HH(OPMAIUU — MEPA BO3MOKHOCTH MOJIYUYUTh Ty WIA UHYIO
uHpopmaruio. Ha crerneHp HJOCTYMHOCTH BIUSIOT OJHOBPEMEHHO KaK JOCTYITHOCTH
JAHHBIX, TAK M JIOCTYNHOCTh AaJEKBAaTHBIX METOJOB JJIsI WX HWHTEPHPETALINH.
OTtcyTcTBHE NOCTyNa K JAHHBIM WJIM OTCYTCTBHE aJI€KBaTHBIX METOJ0B 00paOOTKH
JAQHHBIX TPUBOAST K OJIMHAKOBOMY pE3yibTaTy: HWHQOpMAIUS OKa3bIBACTCS
HEJIOCTYITHOM.

e AKTYaJbHOCTh MHPOPMAIUM — ATO CTEMEHb COOTBETCTBHUS HH(POPMAINH
TEeKylIEMy MOMEHTY BpeMeHH. HeoOXoaumocTh MOMCKa aJeKBAaTHOIO METOAA JUIs
paboThl C JaHHBIMM MOJKET TPUBOJAUTH K TaKOW 3aJepKKE B IOJYYCHHUH
uH(pOpMAaIH, YTO OHA CTAHOBUTCS HEAKTYaJIbHOW M HEHYKHOM.

Onepanum ¢ TAHHBIMH.

B xone nH(popMannoHHOro npouecca JaHHbIE IPeoOpa3yroTcs U3 OJHOTO BUAA
B JIPYroil ¢ MOMOIIBIO METOI0B. B CTpykType BO3MOXKHBIX OMNEPALMA C JAHHBIMU
MOKHO BBIJIEJIMTH CJIEAYIOIINE OCHOBHBIE:

e cOOp [aHHBIX — HAaKOIUIEHWE HWH(OpMaUuMU C UEIbl0 O00ecHedeHHUs
JOCTATOYHOMW ITOJIHOTHI JUJISl IPUHATHUS PEIICHUN;

e opMann3anus JaHHBIX — IPUBEACHUE JAHHBIX, IOCTYMAIIUX U3 Pa3HBIX
MCTOYHUKOB, K OJMHAaKOBOH (opMme, 4TOObI CleaaTh MX COIMOCTABUMBIMU MEXIY
co00Ii4, T.€. MOBBICUTH UX YPOBEHb JOCTYITHOCTH;

e GuabTpalus JAHHBIX — OTCEMBAHUE <JIMIIHUX» JAHHBIX, B KOTOPBIX HET
HEO0OXOAMMOCTHU ISl IPUHATHUS PEIICHUI; IPU 3TOM JOJKEH YMEHbIIATHCS YPOBEHb
«IIyMay, a JOCTOBEPHOCTh U a/IEKBATHOCTh TAHHBIX JIOJ>KHBI BO3PACTaTh;

® COPTHPOBKA JAHHBIX — YIIOPSIOYEHUE JAHHBIX MO 3aJJaHHOMY MPU3HAKY C
1eJIbI0 YA00CTBA UCIOIb30BaHUS; MOBBIIIAET JOCTYIHOCTh MH(POPMALINH;

e apxuBalusi JAHHBIX — OpraHu3allusi XpaHEHUs JaHHBIX B YAOOHOW U
JIETKOJOCTYTHOW OopMe; CIYKUT [JIi CHUKEHUS SKOHOMHUYECKHUX 3aTpaT IIo
XPaHEHMIO JaHHBIX U MOBBIMIAET OOIIYI0 HAJEKHOCTh MHPOPMALIMOHHOTO Mpoliecca
B LIEJIOM;

® 3alUTA JAHHBIX — KOMIUIEKC MEp, HampaBj€HHBbIX Ha MpPeIOTBpallCHHE
yTpaThl, BOCIPOU3BEACHUS U MOAU(PUKALUN JAHHBIX;

® TPAaHCHOPTHPOBKA JAHHBIX — MPUEM U Nepeada (AOCTaBKa U MOCTaBKa)
JaHHBIX MEXY yJIaJleHHbIMU YYaCTHUKAMU MH(POPMAIIMOHHOTO MpOLEcca; MPH 3TOM
MCTOYHMK JAaHHBIX B MHPOPMATHUKE MPHUHATO HA3bIBaTh CepeepoMm, a NoTpeOuTens —
KAUEHMOM,

e npeodpa3oBaHue JAHHBIX — MEPEBOJ JAHHBIX U3 OJHOU (POPMBI B APYTYIO
WJIM U3 OJTHOM CTPYKTYPBI B IPYTYIO.

3.2. CucreMa CUMCJICHHU.
Cucrema cuHcJeHHs] — 3T0 cnoco0 3ammcu uywnceil. OOBMMHO, 4YHCIIA
3aIIMCHIBAIOTCSA C IOMOIIBIO CIIEIHATBHBIX 3HAKOB — IU(P (XOTI W HE BCETa).
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Haubosee n3BecTHbI JBE CUCTEMbI CUMCIIEHUSI — 3TO apaOckasi U puMckas. B mepBoii
ucrnonb3ytorcs mudper 0, 1, 2, 3, 4, 5, 6, 7, 8, 9 1 3T0 MO3UIIMOHHAS CHUCTEMa
cuucienusi. A Bo Bropoit — I, V, X, L, C, D, M u 3T0 HENoO3UIIMOHHAsI CHUCTEMA
CUHCJICHHUS.

B MO3UIIMOHHBIX CHUCTEMaX CUMUCIEHUS KOJIUYECTBO, 0003HaYaemoe 1udpoil B
4uCIie, 3aBUCUT OT €€ MO3UIIMH, a B HEMO3UIIMOHHBIX — HEeT. Hanpumep:

11 — 3gech mepBas eauHUIIA O0O3HAYaeT JecsITh, a Bropas — 1.
Il — 3mech 006e enuHUIIBI 0003HAYAIOT SUHUILY.

345, 259, 521 — 3xeck udpa 5 B mepBOM cirydae 0003Ha4aeT 5, BO BTOPOM —
50, a B TpetheM — 500.

XXV, XVI, VII — 3aech, rae 661 HU cTosuta mudpa V, oHa Be3ae 0003HAYACT
MATh eIuHUIl. J[pyruMu clioBaMH, BeIWUYWHA, 0003Ha4YaeMasi 3HAKOM V, HE 3aBUCHT
OT €r0 MO3UIINH.

OcHOBaHMe CHCTeMbI CYMCJIEHHMSl — JTO KOJHMYECTBO 3HAKOB, KOTOPOE
UCIIOJIB3YETCS IJIs1 3aUCH LIUGD.

Pa3psna - 310 mo3uuuss uu@psl B yuciae. PaspsaaHocTs 4ucia - KOJIUYeCTBO
uupp, U3 KOTOPBIX COCTOMUT YHUCI0 (Hampumep, 264 - TpexpaspsHOE YHCIIO,
00010101 - BochmupazpsAHOE uMCIO). Paspsiasl HymepyloTcs copaBa Ha JIEBO
(manpumep, B yncie 598 BocbkMepka 3aHUMAET NEPBBINA pa3psi, a MITepKa - TPETHil).

Htak, B MO3MIIHOHHOM CHCTeMe CYMCJICHHUS] YHCJIA 3aNMCbIBATCA TAKHUM
00pa3oM, YTO KaXKIAbIil CJeAYIOLIUI (ABUKEHHEe CIIPAaBa HA JIeBO) pa3psja 0oblie
JAPYroro Ha cTerneHb OCHOBAHUSA CUCTEMbI CUMCJIEHUS. (NpUdymMams cxemy)

OAHO ¥ TOXKE YMCIO (3HaYEHUE) MOKHO MPEJICTABUTh B PA3JIMYHBIX CUCTEMAX
cuucieHus. llpeacraBneHue yuciaa OpU ATOM Pa3IUYHO, a 3HAYCHHE OCTACTCS
HEU3MEHHBIM.

JIBOMYHAAA CHCTEMA CHUCJICHUS.

B nBom4HOI cucTeMe CUMCIICHUS HCIOJIBb3YIOTCsS Bcero nBe mudppel 0 u 1.
JpyrumMu ciioBaMH, JBOWKA SIBJIIETCSI OCHOBAHUEM JBOMYHON CUCTEMBI CUHCIICHHUS.
(AHaAJNOTUYHO y IECATUYHOM cucTeMbl ocHoBaHue 10.)

B necaTudHOM cHUCTEME CUMCIICHHMSI Mbl pacriojaraéM JecsThi0 3HaKaMU-
muppamu (ot 0 mo 9). Korma cuer gocturaer 9, TO BBOAMUTCS HOBBIN paspsin
(mecsaTkM), a eIUHUIIBI OOHYJISIOTCA M cueT HauuHaeTcs cHoBa. [locie 19 paspsn
JIECATKOB yBEIMYMBAETCS Ha 1, a equHUIIBI cHOBa oOHYyJsitoTCsA. U Tak nanee. Korna
JECATKH JOXOAT 10 9, TO MOTOM MOSBIISIETCS TPETUN pa3psii — COTHHU.

JIBonuHasi cucTeMa CYHUCIEHUS aHAJIOTHYHA JACCATUYHON 3a HCKIIOUYCHHEM
TOro0, 4YTO B ()OPMUPOBAHUHU YKCIIA YYACTBYIOT BCETO JIMIIb ABE 3Haka-udpsl: 0 u 1.
Kak Tonbko paspsii 1ocTUraeT CBOETo mnpejena (T.e. €IUHMIIbI), MOSBISETCS HOBBIM
paspsii, a CTapbliii OOHYJISETCS.

[TonnpoOyem cuuTaTh B IBOMYHOMN CHCTEME:
0 — 310 HOMB
1 —5T0 oguH (M 3TO Mpeaen pa3psaa)
10 — »T0 nBa
11 — 3T0 TpU (1 3TO CHOBA Mpe/IEN)
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100 — aT0 "eThIpe
101 — naTe

110 — mecTh

111 — cemb U T.1.

JIBoMYHAas CUCTEMa CUMCIICHHS — 3TO SI3bIK BRIUMCIUTEIBHOM TeXHUKU. Kaxkmas
mudpa JTOJDKHA OBITh KaK-TO IPEJACTABIICHA Ha (U3MUECKOM HocuTene. Ecim 3To
JCCATUYHAS CHCTEMa, TO MIPHUACTCS CO3AaTh TaKOE YCTPOHCTBO, KOTOPOE MOXKET OBITh
B JICCSATH COCTOSHUSAX. OTO Ci0XKHO. [Ipormie u3roToBUTH (PU3WUYECKHIA DIEMEHT,
KOTOPBIH MOKET OBITh JIMIIb B IBYX COCTOSIHUSX (HAIIPUMEDP, €CTh TOK WU HET TOKA).
DTO OJIHAa U3 OCHOBHBIX MPUYWH, TOYEMY TBOMYHOM CHCTEME CUUCICHUS YACIACTCS
CTOJIBKO BHUMAaHHS.

BocbMepuyHasi cucTeMa CUMCIEHUSA.

HTak, COBpEeMEHHOE <OKEJIe30 IMOHMMAaeT» JHIIb JBOMYHYIO CHUCTEMY
curciienns. OJHAKO YEOBEKY TPYIHO BOCIPUHUMATH JUIMHHBIC 3alMCH HYJIEH WU
€AUHUI] C OJHOM CTOPOHBI, a C JPYrol — MEpPEeBOAUT YHCIa M3 JIBOUYHOU B
JECATUYHYIO CUCTEMY M OOpaTHO, JIOCTATOYHO JOJITO W TpyAoeMko. B pesynbrare,
4acTO MPOrPAMMUCTBI UCHOJIB3YIOT JPYTUE CUCTEMbl CUMCIICHHUSA: BOCBMEPUUYHYIO U
mecTHaanarepuynyo. M 8 u 16 gBisitoTcst CTENEHsIMUA JBOWKH, U TPeoOpa30BhIBATH
JBOMYHOE YMCIIO B HUX (TaK € KaKk M BBINOJHITH OOpAaTHYIO OMEpalli0) OYEHb
JIETKO.

B BoCEMepUYHON CHUCTEME CUMCIICHUS MCIIOIb3YETCSl BOCEMb 3HAKOB-IU(Pp (OT
0 mo 7). Kaxnoit nudpe coOoTBETCTBYIOT HA0Op U3 TpeX HUdp B ABOUYHOU CUCTEME
CUMCIICHUS:

000-0
001-1
010-2
011-3
100 -4
101-5
110-6
111 -7

IlecTHaauaTepuyHass cucremMa.

DTa cucTtemMa CUMCIIEHHUs, TaK e, KaK 1 BOCbMEpPUYHas, IIIMPOKO UCIIOJIb3yETCs
B KOMIIBIOTEPHOM HayKe M3-3a JIETKOCTH NEpPeBOJa B Hee JABOMYHBIX yucen. [lpu
HIECTHAALIATEPUYHON 3aITMCH YHCIIa TTOJIYHatoTCs 00J1ee KOMITAKTHBIMH.

B mecTHaaaTepuyHOM cUCTEME CUHUCIICHUs UCTIONB3YIOTCS IUdpbl oT 0 10 9 1
nrecth nepBbix JaTuHcKkux OykB — A (10), B (11), C (12), D (13), E (14), F (15).

ITepeBox ynceJs U3 OTHON CHCTEMBbI CYUCJICHHUA B APYIYIO.

IlepeBox ynces1 B 1eCATHUYHYIO CHCTEMY CUHCJICHHS.

He TpyaHo 3aMeTuTh, 4TO B JBOMYHOW CHUCTEME CUUCIICHMS JJIMHBI YHCEN C
YBEJIMYEHUEM 3HAYCHMsI pacTyT ObICTphIMU TeMraMu. Kak onpeaenuTs, 4TO 3HAYUT
BOT 3T0: 10001001? HempuBbunblii K Takoil (opme 3alucu 4Yuces YeIOBEUECKHMA
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MO3T OOBIYHO HE MOXKET TMOHATHh CKOJBKO 3TO. Hemnoxo Obl ymMeTh MEpeBOAUTH
JBOMYHBIC YHCJIA B ICCITHUHBIC.

B necsaTuuHOW CHCTEME CUYHUCICHHUs JI000€ YHCIO MOXKHO IMPEICTAaBUTH B
dbopMe CyMMBI €IMHUII, IECATOK, COTEH | T.1. Harmpumep:

1476 = 1000 + 400 + 70 + 6

Mo>KHO MONTH ellie Naiblle U Pa3IoKUTh TaK:

1476 =1*10°+4*10° + 7* 10" + 6 * 10°

3nech udpst 1, 4, 7 1 6 - 370 HabOp 1UMP U3 KOTOPHIX COCTOUT YHciio 1476.
Bce atu mudper moouepesHO YMHOKAIOTCS Ha JIECATH BO3BEACHHYIO B TY WJIM UHYIO
cTeneHb. JlecaTh — 3TO OCHOBaHWE NECATHUYHON cHUcTeMbl cuucicHus. CTemneHb, B
KOTOPYIO BO3BOJMTCS JIECATKA — 3TO pa3psl MU(PHI 32 MUHYCOM €TUHUIIBI.

AHaJOTMYHO MOXKHO pa3JIOKUTh W JI000€ JBOMYHOE YHUCTO. TOJIBKO
OCHOBaHMeE 37€Ch OyAeT 2:

10001001 = 1*2 + 0%2° + 0*2° + 0%2* + 1*2° + 0%2% + 0*2" + 1*2°

Ecnu mocuntath CyMMy COCTaBIISIFOIINX, TO B UTOT€ MBI MOJIYYUM JIECATHYHOE
yucio, coorsercTBytomee 10001001:

1427+ 0%2° + 0%2° + 0%2* + 1%2° + 0%2* + 0*2' + 1*2° =128 + 0+ 0+ 0 + 8 +
0+0+1=137

T.e. yucno 10001001 mo ocHoBanuto 2 paBHO uuciy 137 nmo ocHoBanuto 10.
3anucaTh 3TO MOXKHO TaK:

100010012 = 13710

AHAJIOTUYHO  TIEPEBOJ  OCYIIECTBISETCS W Ui  BOCBMEPHYHOH |
MIECTHAAMATCPUIHON CHCTEM CUHCIICHUS.

672, =6*8 +7*8 +2*8° =6*64+56+2=384+56+2 =442
1005 =1*8"+0*8"'+0*8° =64y

12A36 = 1*16°+2*16'+11*16° = 299,

IlepeBoa unces U3 1eCATUIHOM CUCTEMBI CUMCJIEHHSI.

MoxeT moTpeOoBaThCA MEPEBECTH JIECITUIHOE YHCIIO B Apyryro cc. OauH u3
CIIocOO0OB — ATO JICJICHME Ha OCHOBAaHHUE HYXHOH CHCTEMBbI CYHCJICHUS H
dhopMUpOBaHHE JIBOMYHOIO YMCJIA M3 OCTaTKOB. Hampumep, HYXHO IMOJYyYHUTh M3
yucia 77 ero IBOUYHYIO 3aUCh:

77 /2 =38 (1 ocratoK) 4 /2 =2 (0 ocTaToK)

38 /2=19 (0 octatoK) 2/2=1(0ocTaToK)

19/2=9(1octatok) 1/2=0(1ocraTok)
9/2=4(1ocTaToK)

CobupaeM octaTku BMecTe, HaunHas ¢ koHma: 1001101, 3to u ecth yucno 77
B JIBOMYHOM IIpeJicTaBiIeHUH. [IpoBepum:

AHaJIOTUYHO niepeBoAsTcs yucina u3 8-oit u 16-oit CC.

Ilepeoa u3 nBonuHoit CC B 16-y10 1 8-yr0 CC u odparHo.

Jlnst mpeoOpa3zoBaHus ABOMYHOTO YMCIIa B BOCBMEPUYHOE JIOCTATOYHO Pa30UTh
€ro Ha TPOUKHU M 3aMEHUTh UX COOTBETCTBYIOIIUMH UM IU(PpaMu U3 BOCBMEPUYHOM
CUCTeMbl cuucieHusa. Pa30uBaTh Ha TpPOWKM HY)KHO HayuMHATh C KOHIA, a
HeJocTarolue Hugpel B HaYaie 3aMeHUTh HyJIsIMU. Hanpumep:
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1011101 =1011101=001011101=135=135

T.e. yucno 1011101 B nBoWuYHON cucTemMe CUMCIEHUS paBHO yucay 135 B
BoCbMepHuuHOU cucteme cuuciaenus. Mmu 1011101, = 135.

OOpatubiii nepeBon. [omyctum, TpeOyercss mepeBect uucio 100g (He
3abnyxnaaiTecs! 100 B BochbMepuuHO cucteme — 3To He 100 B jmecsaTUYHOM) B
IBOUYHYIO CUCTEMY CUHCIICHUSI.

100g=100 =001 000 000 = 001000000 = 1000000,

[lepeBo/l BOCBMEPUYHOTO YHUCIA B JIECITUYHOE MOXHO OCYIIECTBUTH MO YKE
3HAKOMOU CXeMe:

[Tpu mepeBoe MTBOMYHOTO YHUCIA B MIECTHAAIATEPUIHOE, TIEPBOC pa3OMBaeTCS
Ha TPYINNbl [0 YEThIpE pa3pslia, HaAUMHAs C KOHIA. B ciydyae, ecium KOIMYECTBO
pa3psiioB HE JEIUTCS HalENIo, TO TIepBasi YETBEPKa JOMUCHIBACTCS HYJISIMU BIIEPEIU.
Kaxx 1011 ueTBepke COOTBETCTBYET IU(pa MIECTHAAUATEPUYHON CUCTEME CUUCIICHHUS:
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3.3. KoaupoBanue 1aHHBIX IBOMYHBIM KOJ0M

Jis aBromatu3zanuu paboThl C JAHHBIMHM, OTHOCSAUIMMMCA K DPA3JIMYHBIM THIIAM,
OYeHb BaXHO YHUPUUUPOBATH HUX (QOpPMY TMpPEACTABICHUS — M1 3ITOr0 OOBIYHO
UCTIOJIB3YETCS IPUEM KOOUPOBAHUA, T.€. BHIPAKEHHE TAHHBIX OJHOTO THIA Yepe3 JaHHbIC
JPyroro TUIa.

CBosl cucTeMa CyIIECTBYeT W B BBIYHCIUTEIBHOW TEXHHKE — OHA Ha3bIBACTCS
08OUYHBIM KOOUpOBAHUeM VI OCHOBAHA HA MPEJCTABICHUU JAHHBIX MOCIIEOBATEIbHOCTHIO
Bcero aByx 3HakoB: 0 m 1. DT 3HaKM HA3BIBAIOT OGOUUHBIMU UUPPAMU, TIO-AHTIINHCKA —
binary digit wu cokparienno bit (6um).

OnHuUM GUTOM MOTYT OBITh BhIpakeHbl JBa MoHsATHs: 0 win 1 (da wiu nem, uepnoe
WIH 6eioe, ucmuna Wiy J10cb U T.11.). Eciu konmuecTBo OMTOB yBEIMYHUTH JI0 IBYX, TO YK€
MO>KHO BBIPA3HUTh YETHIPE PA3TUUHBIX COCTOSHHS:

o0 01 10 11
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Tpemst GutaMu MOXKHO 3aKOAMPOBATH BOCEMb PA3JIMUHBIX COCTOSHUM:
000 001 010 011 100 101 110 111

VYBenuuuBas Ha €AMHUILY KOJIMYECTBO Pa3psiiOB B CUCTEME TBOUYHOTO KOJUPOBAHUS,
MBI YBEJIMYMBAEM B JIBa pa3a KOJIMYECTBO 3HAYEHUU, KOTOPOE MOXKET OBITh BHIPAKEHO B
JTAHHOM cucTeMe, T.e. obIas opmyia UMeeT BU/L:

N=2",

rae N — KOJIM4YecTBO HE3aBUCUMBIX KOJUPYEMBIX 3HA4YeHUH; M — pa3psaHOCTh
JBOMYHOTO KOAUPOBAHUS, IPUHSATAS B TaHHOW CUCTEME.

COBOKYITHOCTh JIBOMYHBIX Pa3psiioB, BBIPAYKAIOIMIMX YMCJIOBBIE WJIM WHBIE JTAHHBIE,
oOpazyer Hekuid OWTOBBIM puCYHOK. [IpakThka TmOKa3pIBaeT, YTO C OWUTOBBIM
IpeacTaBiIeHueM yaoOHee paboTaTh, €CIM ATOT PUCYHOK MMEET peryisipHyio ¢gopmy. B

HaCTOAIICC BpPpEMA B KAUCCTBC TAKHUX q)OpM HUCIIOJIB3YIOTCA TI'PYIIIBI U3 8 6I/ITOB, KOTOPBIC
Ha3bIBAIOTCS Oanmamu.

» baiit — enuauma n3mMepeHus nHGpoOpMannu, paBHas BOCBMU OUTaM.

EnnHuubl u3MepeHus TaHHbBIX
Haumenbmielt enuauiet nsmepeHus spisiercs 0aMT. bosiee kpymnHas equHUIAa U3MEPEHUS —
kuobant (Koaitm).

1 K6aiit = 1024 6aiit = 2'° aiir
1 Moaiit = 1024 Ko6aiit =2%° 6aiir
1 I'6aiit = 1024 Moaiit = 2°° 6aiiT
1 ToaiiT = 1024 T'éaiit = 2*° 6aiit

3. Ileab 1eATETbHOCTH CTY/IEHTOB HA 3aHSITHM:

CTyeHT 10/15KeH 3HATh:
1. Yro takoe mH(popmaTHKa.
2. Yro takoe [IporpammHoe obecrieueHrne KOMITBIOTEpa.
3. Yro Takoe AnmapaTHoe obecrieueHue KOMIbIOTEpa.

CTyaeHT 10/15KeH yMeTh:
1. Pab6orarts c I1K.
2. CoznaBath KaTajory namnok.
3. IIpousBoAUTH MPOCTHIE MAHUITYJISIUU C (ailiaMu.

4. Conepxanue 00y4eHust:

1. Texuuueckue cpeAcTBa peaanu3aui HHOOPMALMOHHBIX MPOIECCOB.
1.1. BHyTpeHHME yCTpOHCTBAa CUCTEMHOTrO OJI0Ka
1.2. [TamMaTh KOMITbIOTEPA
1.3. YcrpoiicTBa BBOAA/BBIBOA MH(GOPMAITUH.

2. IlporpammHubIe cpeAcTBa peaau3aiui HHHOPMALIMOHHBIX POIIECCOB.
2.1. [TpukiagHOE MPOrpaMMHOE 0OECTICYCHHE.
2.2. CucteMHOE porpaMMHoe oOecriedeHue.
2.3. OnepanuoHHbIe CUCTEMBI.
2.4. QaiinoBasi cucTema.
2.5. O0cnyxuBanue (HaigoBON CUCTEMBI.
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3.

Teoperndeckrie 0OCHOBBI HH(POPMATHKH.
3.1. [Tonsitue 06 nHGOPMAITUH.
3.2. Cucrema CUHUCIICHUSI.
3.3. KogupoBanue undopmarmm.

5. IlepeyeHb BONPOCOB I NPOBEPKHM YPOBHSA 3HAHMIA:

1.
2.
3.

Knaccuduxkanus nporpaMmHoro ooecrnedeHusl.
YcrpoiicTBa BBOIa BBIBOJIA.
DJeMeHThl, HaXOAAII1ecs] Ha MaTepUHCKON Iu1aTe.

6. IlepeyeHb BONMPOCOB /ISl MPOBEPKH KOHEYHOT0 YPOBHSI 3HAHMIA:

ok wnPE

~

9.

YT0 Takoe nepcoHaIbHbIA KOMIIBIOTED.

Yro Takoe MaTepuHCKasl IiaTa, poreccop.

[TaMATH KOMIIBIOTEPA, BUIBI TAMSATH.

Knaccudukarus mporpaMMHOT0 00ecriedeHUsI.

Yro Takoe onepanroHHas cucrema?

Haiite onpenenenus Paitnny, Daiinosoii cucteme, Karanory, Kopaesomy
KaTaJIory.

Onumure opraHu3alyio XpaHeHus (paiyioB Ha JUCKaX KOMIbIOTEPA.
[lepeuncnute pyHKUINU ONEPALIMOHHON CHCTEMBI [0 00CTYKUBAHUIO (ailioBoi
CTPYKTYpBI.

OO®bsicHUTE MTpaBuUIIa, IO KOTOPBIM (hOPMHUPYIOTCS KOPOTKOE UMs (haiina u
JUIMHHOE UM (Qaiina.

10. Haitre onpenenenust Mudpopmartuke, Mudopmanmu, JanasiM, MeTony.

11. Ha#ite onpenenenus Cucreme Cuncnenns, OcuoBanuto CC, Pa3zpsany uucina.
12. Onmummre niporiecce neperoaa gucen u3 10-oit CC B moOyro ApyTYIO.

13. Onummre nipouiecce nepeoa yrcen us ao6oit CC B10-yro.

7. IlpakTu4yeckasi 4acTb

Q/GMQRG\
0 0 O

IlepeBectn umcna 234 wu 543 U3 n1ecATUYHON CUCTEMBI
CUHMCJIEHHUSI B IPYTHE MO LENOYKE.

8. CamocrosiTesqibHasi paboTa CTYA€HTOB:
[lo y4eOHMKY W3y4HTE OCHOBHBIC TIPHUHIIMIIBI  CO3/IaHUS, PEAAKTHPOBAHHUS U
(dopmaTupoBaHus TEKCTOBBIX (haitioB B TekcToBoM penakrope MC Word 2003.

9. XpoHokapTa y4eOHOIr0 3aHATHUS:

1.

2
3.
4.
5

Opranu3alMOHHBIA MOMEHT — 5 MHUH.
Texymunii KOHTpOIb 3HaHUH — 30 MUH.
Paz6op tembr — 20 MuUH.

[Ipaktuyeckas padota — 30 MuH.
[Tonsenenue nroros 3auHatTus — 10 MUH.
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10. epeyennb yueOHOI JUTEPATYPHI K 3aHATHIO:
1. CrenanoB A.H. NUudopmatuka. YueOHuk a1 By30B. 4-¢ u3za.r. CII6., [Turep, 2006;

2. Ecaynenko N.D., CemenoB C.H. OcHOBBI npakTHYeCKON WHOOPMATHKU B MEITUIINHE;
Boponex, 2005;

23



Tema 2: «bazoevle mexunonozuu npeoopazoeanusn ungopmayuu. Texcmoeswlii
peoakmop. OcHogHble PYHKUUOHATbHBIE 603 MONCHOCHIU MEKCMOBbIX
peoakmopos: Hadop, pedaKmuposanue, 3azpy3Ka U COXpaHeHue meKcmaoe.
Co3zoanue cmuns. Boieoo mexcma na neuams. Microsoft Wordy»

1. Hay4yHo-mMeTOoANYeCKOE 000CHOBAHME TE€MBbI:

ABTomaTu3upoBaHHas uHMopManuoHHas TexHoiorus (AWUT) o6paboTku
TEKCTOBOW HMH(pOpMalMid — OJHa U3 0a30BbIX HHGOPMAIMOHHBIX TEXHOJIOTHUH.
[IpakThuecku KaKIbli CHENUATUCT-MEAUK BCTPEUYAETCSs C HEO0OXOAMMOCTBHIO
MOJITOTOBKHU TE€X WJIM UHBIX TEKCTOBBIX JIOKYMEHTOB (CIPABOK, CIY>KEOHBIX 3alHCOK,
OTUETOB, CTaTed, MHUCEM, pPEKJIAMHBIX MarepuasoB U T.1.). OT MNpaBUIBHOCTU
COCTaBJICHHSI JIOKYMEHTOB M HMX O(OPMIICHHS BO MHOTOM 3aBUCHUT JESTEIbHOCTDH
m000M COBpEMEHHOW opraHuzanuu. BHemHuii o0auk U odopMieHUE Hapsny C
CoJiep’)KaHWEM JOKYMEHTOB MOTYT MHOIroe pacckazaTb 00 opranmzanuud. OHH
ABIISIIOTCS CBOETO pojJia TMoKa3zareneM WHGOPMAIMOHHON KyJIbTYpbl OpraHH3aIluH,
COCTAaBJISIFOIIMMH €€ UMHIKa. [103TOMyY Upe3BbIYaliHO Ba)KHO B MOJIHOM MEpe BIAAETh
TEXHOJIOTHEW 00pabOTKH TEKCTOBOM MH(MOpManUu. YMEHUE NMPaBUIBHO OPOPMHUTH
JTOKYMEHT B COOTBETCTBHH C TPEIBSIBISIEMBIMH K HEMY TPCOOBAHHMSIMH SBIISCTCS
OJIHUM W3 KpHUTEPUEB OLEHKU CIeNuaaucTta B J000H obnactu. D¢deKTuBHASA
00paboTka TekcToBOM MH(popMaIu B penakrope MS Word nmoapaszymeBaer 3HaHHE
OCHOBHBIX MpaBWJl OGOPMIICHUS TEKCTa JOKyMEHTa. DTH TpaBuia MPEJCTaBISIOT
co0Ol yCTOSBIIMECS CTaHAAPTHI JIETOBOTO CTWISL O(QOPMIICHHUS JOKYMEHTOB. DTO
TaKMe CTaHJAPThl KaK: OTCTYIBI MOJEH, pa3Mep Keriis, MEXIyCTPOUHBIM WHTEpBa,
BBIOOP KETJIS /7151 3ar0JIOBKOB M OCHOBHOTO TEKCTA U T.J.

2. Kparkasi Teopusi:
1. UnTepdeiicHble 3J1eMeHThI 0KHA TEKCTOBOI'O Npoieccopa.
Bce nporpammsbl, koTopble BxoaaT B naker Microsoft Office, uMeroT moxosxwii
uHtepdeiic. Bo Bcex mporpamMmmax ectb padbouas 00J1acTh, MaHEIW WUHCTPYMEHTOB,
IJ1aBHOE MEHIO, 00J1acTh 3a1ad4.

sl

Crparmua1 w1 Mmoo cos0 | 3

Puc. Oxno Microsoft Word
1.1. Crpoka 3aroJjioBKa M aHeJjb 0bICTPOro 10CTyNA

200% ()
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Crtpoka 3arojioBKa HaxoOJIWTCS B BepxHeW yacTu okHa Microsoft Word. Ona
MOKa3bIBaCT Ha3BaHWE TMPOTPAMMBI, HAa HEH OTOOpa)KaeTCss Ha3BaHHWE TEKYIIETO
¢aiina. Ecim 1oKyMeHT, ¢ KOTOPBIM BBl paboTaeTe, oKa He COXPaHEeH, BMECTO UMEHHU
(aitna Oyaer oroopakeHa Haanuch JlokymeHT] (MOPSIKOBBIM HOMEP MOXKET OBITh
apyrum). 1o Ha3Banue Microsoft Word no ymosuanutio naer co3gaHHbiM aitinam.

CosznaBast HOBBIN JOoKyMeHT B Microsoft Word, myuriie cpasy ke COXpaHSATh €ro
M J1aBaTh €My UM

CTpoka 3aroyioBKa Takke MpeoCTaBIsueT JOCTYI K MEHIO.

JokymenTl - Microsoft Word
& BOCCTAHOBMTE
Paccuinkn PeueHInpoBaHue Bug

Mepel

AEB — CEepHYTE

106 O PaseepHyTs

¥ 3aKkpuiTh

Alt+F4

Puc. Menro

DOTO MEHIO TOSBISETCS MPU IIETYKE MPAaBOM KHOIMKON MBIIMIM Ha CTPOKE
3aroJioBka. [Ipu momomm KOMaHJ 3TOrO0 MEHIO MOKHO IEPEMELIATh OKHO, U3MEHSTh
€ro pasMep M, Kak Bbl YK€ 3HACTE, 3aKpbIBATh NpOorpamMmy. PaccMOTpuM KOMaHJbI
noapoOHee.

* BoccraHOBUTH — CBOPAaYMBAET OKHO JOKYMEHTA, €CJIIM OHO PA3BEPHYTO BO
BECH JKPaH.

* IlepemecTuTh — KOMaHJa JOCTYIIHA, TOJBKO €CIM OKHO IPOTrpaMMbl HE
pa3BepHYTO BO Bech AKpaH. [Ipu BeIOOpe 3TOM KOMaHABI yKa3aTeldb U3MEHSET BUJ,
IIOCJIE YETO MOKHO IMEPEMEIATh OKHO MPY ITOMOIIN KJIABHII YIPABIECHUS KypCOPOM
(cTpeok)

* Pazmep — KkOMaHaa I0CTYyNHA, TOJIBKO €CJIM OKHO IPOrpaMMbl HE Pa3BEPHYTO
BO BECh JKpaH.

* CBepHYTh — CBOpauMBaeT OKHO ITporpaMMsbl Ha [lanens 3agau. BHOBB BBI3BATh
okHO Word MO>KHO IIETYKOM Ha KHOIIKE mporpaMmMbl Ha [lanenu 3amay.

)
1/ nycx' P Adobe Photoshop C5... | T AowywenT2 - Microso. . “,435 Aul B2

—
Puc. Knonka Word na [1anenu 3amau

* Pa3BepHyThb — KOMaHAa JOCTYIHAa TOJBKO B TOM Cllyyae, €CIM OKHO
nporpaMMbl HE Pa3BEPHYTO BO BECh JKpaH. JTa KOMaHIa pa3BOPAYMBAET OKHO
Microsoft Word Bo Bech 3KkpaH.

* 3akpbITh — dTa KOMaHJa BaM Yyxe 3Hakoma. OHa CIY)KUT AJI 3aKPBITHS
MPOTrpaMMBbl U 3aBEPILECHUS €€ PaOOTHI.

Taxoke ynpasisiTb OKHOM MPOTrPaMMbl MOXKHO € TTOMOIIBI0 KHOMOK yrpaBieHus
OKHOM.

- v

Puc. Knonku ynpasieHuss OKHOM

B Word 2007 mosiBuicss HOBBIN 3JeMeHT uHTepdeiica — maHenb OBICTPOTrO
JI0CTyTIa, KOTOpasi HAXOIUTCS B JIEBOM YaCTU CTPOKH 3arojIOBKa.
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Do)\ H9- )=
_.,y

ThasHan Bcraska

Puc. Ilanens ObicTporo mocrymna

[lo ymoyuaHui0 Ha mMaHeNb OBICTPOTO JOCTYNAa BBIHECEHBI TPU KOMAHJIBI:
COXpaHEHHE [OKYMEHTa, OTMEHAa M BO3BpaT JACUCTBHUS. OTy IIAHEIb MOXHO
HACTPOUTH: J00aBUTh WM YJAIUTh KOMaHJbL. JIJsi 9TOTO INEIKHUTE HAa KHOIKE
Hacrtpoiika nanejn ObICTPOro A0CTYIA, PACIIOJO0XKECHHOM B MPaBOM YaCTH MaHEH.

o) 9o ]

1.
=
%) x
- T g RacTpoiika naHenu GbICTPOrO AoOCTYRa

g = Co3gaTh

J : R OTKpEITE
BrrasuTe v
] F dopmatn

bytbep obwena JneKTpOHHAA NoYTa

COXpaHUTb

pr— BbICTpas NeyvaTs
MNpeasapuTEnbHEIi NpocMoTp
MNpasonucaHue

v || OTmeruTE

v | BephyTo
HapwcosaTe TaBanuy
Apyrne KomaHagt..,

PasmecTuTe Nog neHToil

CEEpHYTE NEHTY

Puc. MeHio HacTpOWKH MaHenu ObICTPOro JOCTYyIa

1.2. Knonka Office
JlaHHOE MEHIO COIEPKUT OCHOBHBIC KOMAHIBI IJIsT pa0OTHI C (haiiIoM: CO3TaHuMsI,
OTKPBITHS, COXPAHCHHMS, 3aKPBITUSI JIOKYMEHTA, TIeYaTH U ee HacTpoek u T. A. CieBa

OT Ha3BaHUA HCKOTOPBIX KOMAHA CCThb CTPCIO0YKA, CCJIM 3aACPKATh YKA3aTCJIb MBIIIN
Ha TaKoM KOMaHJIC, TO ITIOABHUTCA €€ IIOAMCHIO.

Fjg | el g - AOKyMeHTL

Pe

j e NpeaBapUTEnBHEIA NDOCMOTP W NEYaTh 4OKYMENTa

i} Neuars F
LI BmS0p NPUHTERA, YWMCN3 KOMWA 1 ARV E
NaPaMeTpOB NeYaTh NeEpea MedaThio.

~
7 QrepeTe

[ Buacrpan nesars !
I o B Ornpaexa aokymenta Ha ucnonssyemsii no
= FHOASAHMIO NPUHTED BE3 BHECEHIA HIMEHE M,
= l I MpeABapHTEnbHBIA NPOCMOTE
Coxparmrexar  + | | (§  npgcmorp crpamu nepes neuateio u enecenite

HEOBXOAMMED MIMEHEHUA,

i
bi] Deuate I »
;f MoaroTosuTs r

5
‘Q OTnpasKTe >

g onyéankosaIe  *

-~
SakpuiTe

| 23 Dapamerpei word | [ 3X Bexog us Word |

Puc. Ilogmenro komannasl [leuats

B wmenio knomku Office Takke HaXOAWTCA CHHCOK JIOKYMEHTOB, KOTOPBIC
OTKPBIBAIMCH MOCTIETHUMH. UTOOBI OTKPBITH TaKou (haitsl, Hy>KHO TIPOCTO MICTKHYTh
KHOMKOM MBIIIM HAa €ro Ha3BaHMM B 3TOM chHCKe. Eclin mojaBecTH ykaszarelb K

Ha3BaHUIO TaKoro (haiisia, TO MOSIBUTCS BCILUIBIBAIONIAS TIOJICKa3Ka ¢ WH(popmaiuei o
pacroyioxkeHuu ¢aiia.
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@i H9-vEE )=
I Tlocneanue NoKYMEHTHI u
| Cosgate k
1 ch01-ch0g =
=] 2 PaBota =
7 Ompers
g 3 Ornasnenue l}\ = | I
4 Mpoexr kHarn = (i
H CoxpaHnTe
5 Kypcosan 1=
=] & Word2007 =
‘ﬂ Coxpanute Kak b
7 ch05_Mynetumeama = Cnucok
[ & ch0g = nocnegHnx dannos
@ HesETh: "l 9 chot =
3 ch02 1=
|% Moarotosute  » <h03 =
chD4 {=i
g ooy || aws 4
ch0& =
Ely e b =1
s Ony6ankosarb ch07
ch07 =
5 et
3akpeite chish o

‘3 Mapamerps Ward ‘ \X Boioa vs Word |
Em———— -

Puc. Cniucok nocneauux ¢aiios

Menro kuomku Office Tarke comepxut kHonku Ilapamerper Word u yxe
3HaKomyto BaM Bbixox us Word.

IIpu Haxatum kHOonku Ilapamerpnl Word mnosBISIETCA OKHO HAaCTPOEK
TEKCTOBOT'O PEAaKTOpa.

1.3. Jlenrta
JlenTa — snemMeHT uHTepdeica, KOTOPbIA 3aMEHWI IaHEIW HHCTPYMEHTOB
MPEABITYIINX BEPCU.

l_.‘.l.-\ K9 U = Aoxyent? - hMicrosoft Word = = X
¥iay
- TnagHan Beranea PazueTen CYRAHML Counen Paccwamm Peyeraspasanme Bua
= 4 a P 111 ||| sl e | | A Hadima ~
& = - i o el -
L] T [calibricnommoiire - 11 A | = = - i i | AaaDCtDt|AaBDCCDt AaBbCi % R
) | =
oan— = . e . ||| b=_l A . - || Fa il T Bex Hsmernte
" ¥ oA Y -oake o, 2 fa- V- A EFEAN G| 2 H Ofwuwnii | T Be3 uwTe... 3aronceo.. - Sl [+ Bugeaurs *
Bygep ofmena s WipsgT . AB3ay [ Criam » | PeascTHposarmue

|

Ha Bknagkax pacnonoKeHbl TPYINIbl KHOMOK C Pa3HbIMU 3HAYKaMHU, KOTOPbBIE
oOecreunBaOT OBICTPBIA JOCTYN K KOMaHAaM MporpamMmbl. Ha onHOW BKIiamke
HAXOJATCS TPYIMIIbI, MO3BOJISIOIINE BBIMOJHATH MOXO0XKUE KoMaHbl. Hanpumep, Ha
BkJajgke BceraBka HaxomsTca rpynnsl Crpanunbl, Taboaunbl, Hiawocrpanum,
Kosouturyabl, CUMBOJIBI U T. [I., TO3BOJIAIONINE BCTABJISATH B JOKymMeHT Word
COOTBETCTBYIOIIUE AJIEMEHTHI.

Puc. Jlenra
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I"_n\l - BF T chD5_MyneTumegna [Pexim orpannuesmol gyHkumoHanskocta] - Microsoft Word
]

- B X
[ TaserHan Ecramea | Pasuemca crpanmus Centaki Pacesnkn PeusHInpoBaHIe Bt L J—Bmam(u
2] Twrynenan cipaHmLs - j BIE] P onope - 3, Tmnepccenes - Bepxrmit cosonTieTya - A FE . L e
) Mycraa erparma o7 I%I. i‘j I smartant A Jaxnagra o Hwowrmib konoTamm - s Al worgar - ) 7 Camspon -
""'; Fanpsm cTpateuags . 7l Al dwarpaussa | ) Mepeapeorias couscy =] Howmep crpassis = - i AS Eywuua = Mgl -

[ Crpaning Tabmmm HamocrpaLym Comm Koagomarynu Tewer Qausomm [pynnki

YcoBepIneHCTROBAHHBIN B Teepay

ITpourpeieatens: foobar2000+ ocHamen- ckavepow- Replay- Gain,: mojanep:xHBaeT: ropa4ue:
KN4BHINH, TPeNocTaBIfAeT Ccephe3Hble: BO3MOKHOCTH II0°  HACTPOMKe:  CIHCKOB:
BOCTIPOM3BeIeHHA" (KCTAaTH,” OH: YMeeT MPOHTPBIBATh TOBOJNBHO BHYIIHTEIBHBIE: CIHCKH
| BOCTPOH3BEIeHHA ), 32 4T0 0CO0eHHO TIOOHM MHOTHMH" LIEHHTETAMH' MY 3BIKH. |

Puc. Bknaaxkuy v rpymmnsl JIEHThI

[Ipu BBIIEIEHUHM HEKOTOPBIX JIEMEHTOB (MILTIOCTpaui, Gopmys, TaOauIl u T.
71.) Ha JICHTE MOSBISIOTCS JOMOJIHUTEIbHBIC BKIAJKU — KOHTEKCTHbIE. OHU copepKar
CHELMalIbHbIE MHCTPYMEHTBI Uil pabOThl ¢ 3TUMH 3JeMeHTamu. Hampumep, npu
BBIJICJICHUM PUCYHKA NOsBIsieTca Bkiagka Padora ¢ pucynkamu — @Dopmar,
KOTOpasi BKJIIOYAET B c€0S HHCTPYMEHTHI JUIsl W3MEHEHUs pa3MEpoB, SPKOCTH,
KOHTPAacCTHOCTH, (POPMBbI, TPAHUL WILTIOCTPALIMH, IJIs 3aJaHus 3P(EKTOB (Harpumep,
oTOpachIBaHUE TEHU PUCYHKOM), paMOK, ONPEIETICHUS TOJIOKEHUS B TEKCTE U T. [I.

KoHTekcTHan Bknagka

Aoxymentl - Microsoft Word

Pasara ¢ oneykamm

Puc. KonrekcTHas BKi1aika, KOTopasi HOSIBIIETCS IPU paboTe ¢ pUCYHKaMu

1.4. TloJsochbl NPOKPYTKH

[Tonockl MpoKpyTKU (BEpTUKAIbHAs UM TOPU3OHTAIbHAS]) WCHONB3YIOTCS IS
MIEPEMEILIECHHS IO COIEPKUMOMY JOKYMEHTA.

1.5. Jluneiika
B BepxHeli yactu pabodeit 001acT MOSBIAECTCS TOPU3OHTANIbHAS JIMHEWKA, a B

JIEBOM YacTu — BepTuKaibHasi. C €€ MOMOIIbI0 MOKHO OPUEHTHUPOBATHCS B pazMepax
TEKCTOBOTO IMOJISl U UBMEHATH MOJI JOKYMEHTA.
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Fopu3oHTaNLHasA NUHERKa

L3}

OTkpbiTHe AoKyMeHTa He 3 Word

OTKpHIBATE 10Ky MEHTH He 06#3aTeThHO B camoii porpasne. ECTH 1oKyMeHT 651 co3an B hopme
acconHHpyerca ¢ Word, OTKPSITE 10 MOKHO MHOTHMH criocofaMu. Ha To, 4TO JOKYMeHT MOXeT ¢
B Microsoft Word, ykassiBaeT mHKTOrpamva (pHc. 2.6), PacnoloXeHHas pAIoM ¢ HaspakHeM dafin

Prc. 2.6. 3manok dafia, koTopsifi MoxeT 3bs oTxpsiT B Word

BepTukansHas _ |||  OTRpEITE ZoxymenT Word BHe OKHA IPOTPAMME! MOKHO HECKOTBKHMH CIIOCOSAMEH:

NIMHENK:
enka O  ZBakIbl WeIKHYE HA 70 HABAHHH MEIIIEKO B OKHE IIPOrPaMMEl [DOBOJHMEK;

O  melKHyE OpaBoil KHOMKOH MBIIIH Ha Ha3BaHHH (afi1a B OkHe NporpavMel [TPOBOAHMK H BEIOPAE B |
Meio crpoky OTkpbITh (pic. 2.7);
Puic. 2.7. OTKpHITHe T0KyMeHTa Microsoft Word m3 okna ITpoBoHIEKA

QO IBaxIBI MIETKHYB MBIIIEK HA HA3BAHHH NOKYMEHTA B OKHE ]K)ﬁoﬁjp)’l’ﬂﬁ MpOrpaMMBbl 117 paﬁe! 2
(Hanpeyep, Total Commander);

|_Crpammm: 2w twcrno crom: 1080 | B pyeonei | 2 jouz e

Puc. Jluneiiku pazmeTku

1.6. Crtpoka cocTosiHuS
B HmKHEN yacT OKHA HAXOJUTCS CTPOKA COCTOSIHUSL.

Tekywas Cratuctuka H3bik
cTpaHuua AoKymeHTa  OOKYMeHTa

[ Crpanmu: L usd | Uncro com 1080 | D pycckwd ' B —0 +
| | '
[ |
Konunyecteo Mpoeepka Pexumbl Macwrab
cTpaHuL, opdorpaduu npocmoTpa OOKyMeHTa
B IOKYMEHTE OOKYyMEHTa

Puc. Ctpoxka coctostHus

Kaxxaplil 371eMEHT CTPOKHU COCTOSIHUSI SIBJISIETCS KHOIKOM:

CrpaHmua 1nokas3blBaeT KOJMYECTBO CTPAHUI] B JOKYMEHTE U HOMEp TEeKyIel
CTpaHUIIBL.

CraTuCcTHKa JOKYMEHTa II0Ka3blBa€T KOJMYECTBO CTPAHMII, CJIOB, 3HAKOB,
a03a11eB U CTPOK.

ITIpoBepka opdorpadgum cooOUaeT 0 HaTUIUKU OUTHOOK B TOKYMEHTE.

S3BIK TOKYMEHTA OIpeieNsieT S3bIK, ISl IPOBEPKH MPaBOMHMCAHUS.

Pe:xxuMbl  mpocMoTpa  JOKyMEHTa  OOECHEeUMBalOT  BO3MOXHOCTH
MpPOCMaTpUBaTh JOKYMEHT MEpel NMeYaTbio, B PEKUME UYTCHHS, KaK BeO-IOKYMEHT H
T.JI.

MacmTad J0KyMeHTa YBEJIMYMBAECT WM yMEHbIIaeT Macmrad padouei
oOracTu.

2. BBoa U pe1akTHpOBaHHE TEKCTA
OkHO mporpaMMmbl TPEACTABISACT COOOH YHUCTBIM JIMCT, HA KOTOPOM TEKCT
HabupaeTcst MOCPEACTBOM BBOJIA C KJIABHATYPHI.

2.1. BeIgejieHne TEKCTA
UToObl BBIMOJIHUTHL MHOTHUE ONEpalliud pPeIakTUpPOBaHUs (KOMHPOBAHUE,
MepeMeIleHNe, yIAICHUE U T. 1.), HeOOXOMMO CHavajia BbIJICIUTh HYKHBIM y4acTOK
TekcTa. JIJist BeIICICHHS TEKCTa UCIIOJIB3YETCS KaK MbIIlb, TaK U KJaBHaTypa.
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[ToMmuMo MBI A1 BBIIETEHUS (PPAarMEHTOB TEKCTa YacTO MCHOIB3YIOT
KJIAaBUATYpPY. Y CTAaHOBUB KypCOp B TpeOYyEeMOM MeCTe U YAECp>KHUBasi HaXKaTOW KHOIKY
Shift, MOXHO BBIZACHATH TEKCT MPU MOMOIINM MBIIIM I TPUA MOMOIIM KIJIABHUIII
yIPABICHUS] KypPCOPOM.

Kpome ykazannoro Beiiie B Word cyiiecTByeT 00JbI10€ KOJIMYECTBO CIIOCOOOB
BBIJICJICHUS PA3IUYHBIX (PArMEHTOB TEKCTA:

* CJIOBa — JIBA pa3a MIEIKHYTh KHOTIKON MBIIIIN;

* IPEIIOKEHUS — MIETKHYTh Ha JIFI0OOM ero ciIoBe npu HakaToi kinasumie Ctrl;

* OJIHOM CTPOKM — IMOMECTHUTh yKa3aTeJdb MBIIIM HA JIEBOE IOJIE€ CTPaHUIBI U
HIETKHYTh OJIUH Pas3;

* HECKOJIbKMX Yy4YacTKOB TEKCTa — HaxaTb W ynepkuBaTh kiasumry Ctrl npu
BBIJICJICHUH MBIIIBIO.

2.2. OCHOBHbIE KOMaH/bl PeJaKTHUPOBAHMS
OCHOBHBIMM KOMaHJIaMH PEIaKTUPOBaHMS sBIAIOTCS Boipe3aTth, KonupoBaTth
u BcraButbh. OOBIYHO NpH PEAAKTUPOBAHMH OSTH KOMAHJIBl HKCIOJIB3YIOTCS B

cienyroiieit mociaenosarenbHoct: KonmupoBats — BceraButh win Beipe3ats —
BcecTraBurh.

C IIOMOIIBKO AAHHBIX KOMAHA MOXHO IICPEMCIIATb YYAaCTKH TCKCTa, 6BICTp0
ACIIaTb KOIIMM OOKYMCHTAa W T. . Hepen TCM KaK KOIIMPOBATb WM IICPCMCIIATDH
TCKCT, €TI0 00s3aTeIILHO HYXHO BBIJCIIUTD, yTOOBI MOKa3aTh ImporpamMmme, € KaKuM
Y4aCTKOM BbI XOTHUTC ITPOU3BCCTH OIICPALHIO.

KomnupoBate nin nepeMerate TEKCT MOKHO HECKOJIBKMMH CIIOCOOaMU:
* C IOMOIIBIO KHOMIOK rpynibl bygep o0Mena Bknaaku I'1aBHasi Ha JIeHTE;

r.,;.“- \ U=

InagHan Ecraska

o

4 Bruipezate
=5 KonwposaTte
BcraswTb )

% F topmart no oépazuy

Eydep o6mMeHE

Puc. I'pynna Bydep oomena

* KOHTEKCTHOT'O MEHIO, MOSIBJISIOLIETOCS MPH IIETYKE B TEKCTE MPABOW KHOIKOW
MBIIIIN;

EbipezaTte

Konuwpogeate %

BCTaBnTe

LWpudT...

AB3zau...

Mapkepbl »
Hymepaymna [ 3

FTMngp ceenka...

B e e

Dowck...
CHHOHWMBI *

Mepesog L4

Crnnm L4

Puc. Komanns! Beipesats, KonmnpoBate, BcTaBuTh B KOHTEKCTHOM MEHIO

* coyetanuil knasum: Ctrl+X — Boipesats; Ctrl+C — konupoBate; Ctrl+V —
BCTaBUTb.
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OCHOBHBIE OIIEPAIIMU C JOKYMEHTAMMU

Kanasuartyp
Onepanus HOE Bri3oB
COKpAallleHne
Co3zaHie HOBOTO IOKYMEHTA Ctrl+N Office. — Co3znath
OTKpBITHE CYIIECTBYIOIIETO Ctrl+O Office — OTKpHITH
JOKYMEHTA Ctrl+F12
Coxpanenue 10KyMeHTa Shift+F12 | Office — Coxpauuth
CoxpaHUTh TOKyMEHT TOJT Office. — Coxpanuth Kak
JAPYTUM HMEHEM
BriBog MOKyMeHTa Ha Ctrl+P Office — Ileuats
npuHTEp (11eYaTh)
[IpeaBapHuTEIBbHBIN IPOCMOT] Ctrl+E2 Office — IIpenBapuTeabHbIH
JOKYMEHTA TIepe]] IeYaThio IPOCMOTP
[TpoBepuTh MpaBoMKCaHKE £7 PenieH3upoBanue —
JOKYMEHTa IIpaBonncanue
Omnpenenenue Pa3MeTKa CTpaHHUIIbI
apaMeTPOB CTPAHMIIBI —IlapaMeTpbl CTPaHHUIIBL. . .
(meyaTHOTO JIMCTA)

3. IlepBuuHoe popMaTHPOBAHNE TEKCTA
Word conepxut 60JbI10€ KOJIUYECTBO CPEACTB (hOpMATHUPOBAHMUS, C TTOMOIIBIO
KOTOPBIX MOYXHO CYIIECTBEHHO YJIYYITUTh BHEUTHUH BHJ JOKYMEHTOB Ha 3KpaHE U
npu medatr. [IpaBWIbHO OQOPMIICHHBI JOKYMEHT OOJIETYUT 3PHUTEIHHOE
BOCTIPUATHE, a BBIICIICHHBIC TOJDKHBIM O0pa30M YYacTKH TEKCTa YKaXKyT, Ha YeM
HYXXHO COCPEIOTOYUTHCS.

3.1. Ilapamerpsl mipudTa

Hanbonee yacto gopmaTupoBaHuE OCYIIECTBISETCA MPU MOMOIIU U3MEHEHUS
atpuOyToB mwpudta. Meer paznuunble aTpuOyThl: HauepTaHUEe WpUPTa (KUPHBIMU,
KYPCHUBHBIH, MOJYEPKHYTHIN), Kak pa3Mep (KEerJb) U TapHUTYDA.

[TapameTpsl 0opoOpMIIEHHS TEKCTa, KOTOPbIE MMEIOT OTHOIIEHHE K MIpUQTY,
coOpanbsl Ha BkJangke JeHTHl [yiaBHasi u B nuamoroBom okHe Llpudr. [Ins ero
OTKPBITHUS BBIIIOJIHATE OJHO U3 CAEAYIOIINX AEHCTBUI:

* LIEJIKHUTE Ha KHOMKe, KoTopas Haxoautcs B rpynne [lpudt Brinagku ['maBHas

Ha JICHTE;

AN AR" B ch

! E'!
i~ |
- [naswvan Beraska PasmeTia cTpaHMUB Ceninkm Pacceiakm

R P BIPESGIE Times New Roman  + |10 - | AT T[4
3 KonwposaTe

Beragnte - o S - -
- Jmopma'rnooﬁpazqy x &g abe %, X' Aa 'L.f .ﬁ\ |

Bytpep obmena ] Wpndr

Puc. Knonka otkpeitust okna Hlpudgt
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* HaXXKMHTE codeTanre kiapum Ctrl+D;
* BpiOepuTe komaHay HIpudT B KOHTEKCTHOM MEHIO.

)rd:v B HC Times New - |10 = A" o7 Ay jrl
OIacTp Sx x =w-A-E=i=-[E
HH OIHOEI TNKVMEHTA ANTEI]E
BI (pHC. |,

qﬂ, Berasute
J34aHK A wewer. »

= ABzall..
[ OTKPBIT i= Mapreps b br
30aBaTh |- e "o

= & rungpecbinka..,
I‘H{}{ B “ﬂ' oK. ., P
]eHCTBHI CHHOHWMBI 3
MNepesog 3

[IaHEIH ] CTunm 3 FF

Puc. Boi6op B koHTEKCTHOM MeHIO KoMaHab! [Lpudt

Huanorosoe okHo pu¢r nmeer nse Briaaku: Hlpugr n Uarepsasa. PaccMorpum

JOCTYIIHBIC ITapPpaMCTPBHhI.

e Ilpu momomu Briagku LpudT MOXHO BBIOMpATH IBET TEKCTa, U3MEHSITh
HayepTaHue mpudTa (0OBIYHBIN, KypCHB, MOJYKHPHBII, MOJYKUPHBIA KYpPCHUB),

YCTaHAaBJIMBATDL pasMEP U IBET CUMBOJIOB.

putpr

LUpkdT : HTepEan

?)x)

[ HaacTpouHei
[ noacTposHe

Obpazel

LpkdT: HauepTaHHe: Pazmep:
+OCHOBHOM TekeT | |06b|-mb|ﬁ | 11
e —
+3ar onoekH ~ I || 00b14HEIR g -
|+ OcHOBHOR TekCT | |kypove 9 2
Adobe Caslon Pro HUHY*MDHbIﬁ 10
Adobe Caslon Pro Bold MONYHHPHEIN KYPCHE &
Adobe Garamond Pro o |12 =
LBET TEKCTA: Mo 4eprHEaHKE: LIBET N0 AHEPKHEAHHA:
| ABTO ~ i : {HeT) w AETO
EnaonzmeHeHme
[ zaueprry Tei [ terpo [] mankie npormcHsie
[[] asofiHoe sausprrBarie [ korryp [ ece nponmcHeie

[ nprnoanaTer

] yronnerHei

[ exprime

+OCHOBHOM TEHCT

AOKYMEHTA,

LUpH$T TEMEl ANA OCHOEHOMD TEKCTE, MINonEsyembii WPHBT ONpeAenasToa TekyLILER TEMOH

Mo YMONYaHHED. ..,

[

Ok ] [ OTHEHA

Puc. Bxknaaka lpudt onHOMMEHHOTO OKHA

* Bxnagka WMHTepBas MOMOraeT ONpPENENUTh PACCTOSHUE MEXAY CUMBOJIaMHU
mpudTa. B 3aBUCMMOCTH OT BBIOPAHHOTO BapuaHTa WIPUDOT MOXKET OBITh
VIUIOTHEHHBIM, OOBIYHBIM U pa3pekeHHbIM. Ha 3Toil ke BKJIaJKke MOKHO BbIOpaTh
MaciTad, mpyu KOTOPOM CHMBOJIBI CTAHOBSITCS IHpe win yxe (ecau 6oibiie 100

%, TO TEKCT pacTATMBAETCS, €CJIU MEHBIIE — CKUMAETCH).
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MacwTah: Iﬂ% LY |

MHTEpESN: |OEblqulﬁ v| Ha! | Cl

CHEWEHME: |HeT v Ha: | & |
[ EepHnHr AnA sHakos pasmepom: | % | nvHKkTOB M fonee

Ofipasey

+OCHOBHOM TEHLT

LUpkchT TEMEI ANA OCHOBHOMD TEKCTE, WCnonksyemeld WpkhT onpeenaeTea TekyLL e TeMi
ACKYHMEHTA,

Puc. Bxnaaka UnTepsan okna [lpudt

3.2. I'pynna llpudTt Braaaku I'1aBuan
N3mensaTs mapameTpsl mpudTa MOKHO, UCTIOIB3Ys HE TOJIbKO BkiIaaky Llpugt
OJTHOMMEHHOTO OKHa. Bo MHorumx ciywasx ropa3go yaoOHee IOJb30BaThCs
nHcrpyMeHTtamu rpynmsl Hlpudr Bxknaaku I'naBHasi Ha JIeHTe.

Times New Roman - 10 - | A" A"|| %]
| & U - abe %, % Aav||- A~
LWipwndT P

Puc. I'pynna Hlpudr Bxnanku ['naBnas

C nomompto kHONOK rpynnsl HIpU@T MOKHO BBINOJIHATH BCE OCHOBHBIE JEUCTBUS

1o 0(hOPMIICHHIO TEKCTA:

. F.'4

* U3MEHATh HauepTaHue mpudra — AesaTh MOIYKHUPHBIM “*, KypCHBHBIM

TMOYEPKHYTBIM 3 7, 3a4epKHYThIM

Ecnu menkHyTs Ha TpeyrojpHHKE cnpaBa OT KHONKHA IlogyepkHyTbIi, TO
MOSIBUTCSL CHHUCOK, B KOTOPOM MOXHO BbIOpaTh THUI, TOJIIWHY M IBET JHMHUU
ITOJYEPKUBAHUS.

Y [~|abe %, % Aa~||B- A

1

Jpyrue nog4epEMEaHia..,

& LigeT noguepkreaHns 3
.

Puc. Cnoucok BApHUAHTOB JIMHUHU IMOJYCPKUBAHUA
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r

- WHJIEKCBL,

X

® CO3aaBaThb NMOACTPOYHLIC ™ KW HAACTPOUYHLIC

* UI3MEHATH PErucTp 42
ab® . -
¢ BBIJACIIATH TCKCT LIBETOM 4 , W 3adaBaTb LIBCT IHpI/I(I)Ta é .
ECJ'H/I I]_IeJIKHYTB Ha TpeerJ'ILHI/IKaX cnpaBa OT KHOIIOK, TO IIOABUTCA CIIMCOK

AOCTYIIHBIX IIBCTOB.

CTaHAapPTHBIE UBETA
|- e EEEEE
3 | Opyrue ugeta..,

Puc. Criucok TOCTYIHBIX I[BETOB IpU(Ta

 3a/aBaTh TapHuTypy (Tun) mpudra. Hambosee pacrnpocTpaHeHbl TapHUTYPHI
Times New Roman, Arial, Courier New;

= - - oA a3t
Times Mew Roman r\I.CI A a7 /l

LU prdh T TEMBE l’\§

Cambria {SaronoeiK)
Calibri (DCHOBHOA TeroT)
Boe wpudTe: i
{0 Adobe Caslon Pro

0 Adebe Caslon Pro Bold

) Ldobe Garameond Fro

{} Adobe Garam ond Pro Bold

r ALGERIAN

B Arial Ee Ho M dd LWy,
% Arial Black Eé #ox M < LWm
T Arial Marro Ee et I D LU
Fr Arial Unicode MS

() Amo Pro Eaé Gk i d g Ml
(} Arno Pro Caption

€} Amo Pro Display B 2o Pl O [y |

i)+ [fi

<

Puc. Criucok rapHutyp uipudra

* BBIOUPATH Kerilb (pazmep) mwpudra;

10 |

8
9
10

72
s |
Puc. Crnucok pazmepos mpudra

* yBEIMUMBATh 4 MM yMeHbIIATh A pa3Mep MWPUDTA C IIATOM B OJUH ITYHKT;
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aal
* ounmaTh popmar, To ecTb youparb opopmMIICHHE -~

3.3. dopmaTupoBaHue ab3aueB
B npempimymem  pasgene  Bbl  MO3HAKOMUIIUCH € MHCTPYMEHTaMU
dbopmatupoBanusi cuMBojIoB. B Word nmeroTcst Takxke crernuaibHble BO3MOKHOCTH
s opOpMIIGHHS TEKCTa B paMKax a03alleB: BbIpaBHUBAHHUE, MEXIyCTPOUYHBIN
UHTEpBaJ U oTcTynbl. Onepanuu GopmMaTUpoBaHUs ¢ ad3alamu, Kak U C JIPYTUMU
AIIEMEHTAMU TEKCTa, IPOU3BOATCS TOJIBKO MOCIIE UX MPEABAPUTEIHLHOTO BBIICICHUS.

3.4. BbipaBHUBaHHUE

BrIlpaBHUBaHME TEKCTa Ha CTpaHULE — OJHA W3 BAXHEHIIMX ONEpaLMi
¢opmatupoBanus. [Ipu momMomy BBIpaBHMBAHMSI MOYHO, HalpUMeEp, INOMECTUTh
3aroJIOBOK TEKCTa IMOCEPEANHE CTPAHMIIBI, & MOJNUCH B KOHLE MMCbMa — I10 IPABOMY
Kparo. MHoOrve HauyMHAIONIME MOJIb30BATENM ISl MOJOOHBIX 3aa4 MHOTOKPATHO
HQXUMAIOT KJIABUIY MpoOes, OJHAKO MpPH IOMOIIM BbIPABHUBAHUS YIPABIATH
pa3MelleHUeM TEKCTa Ha CTpaHULIE IpoLIe, OBICTpEE U MpaBUIIbHEE.

BrlpaBHUBaHME BCEro TEKCTa WIM OTAENbHBIX a03alleB MOXKHO HW3MEHHTH
HECKOJBKHMH CIIOCOOAMMU:

* [IPY IIOMOIIH COOTBETCTBYIOIIMX KHOMOK rpynnsl A03an BkiIaaku I'1aBHas Ha

JIEHTE:!

- [1o neBomy Kparo
- I1o uentpy
- ITo nmpaBomy kparo

- I1o mupune

* CIOJIb3YyS CIIUCOK BhIpaBHMBaHMe JUAIOroBOro okHa Adsau.

QTCTYME M HHTEPEanNEl | MonogeHne Ha cTpadiue | AsmaTtckoe odophneHne

LTI

BelpasHHBEaHHE: | [0 WHpHHE 2
Mo nesoMy Kpak
Mo LEHTPY

o Npasory Kpans
(Mo WHpkHE k

¥poEeHE:

2TCTYN

Cnesa: 0cm NepBaga CTpoKa: Ha:

4|4
L1

Znpaea: Ocm {HET) -

[[] 2epransHbie oTeTyne

WHTepean

Mepea: |jonT £ MEMAYCTROHHEIR SHEHEHHE

Mocne: |6 nT o CAHHAPHBIA W =

[ He A0BSENATE HHTERBAN MEsAY A63ALAMH OAHOMD CTHRS

Dbpazel

lIaﬁynFlLLM;l... I II‘ID HMONYaHALED. . . I [ Ok J [ OTHEHS ]

Puc. JluanoroBoe okHO A03all, ciicok BripaBHUBaHME
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OTO OKHO MOKHO BBI3BaTh, IIEIKHYB Ha KHOIKE OTKPHITHS OKHA B TPYIINE
A03an Bkiagku I'1aBHAsi Ha JIEHTE WJIM BBINIOJHUB KOMaHAy A63al KOHTEKCTHOTO
MEHIO, KOTOPOE TMOSBIIICTCS IPH INETYKE MPABOW KHOIKOW MBIIIA B JOOOM MECTe
a03ara.

R M

Puc. Knomnka Be3oBa okHa A03aill

3.5. PaccraHoBka nmepeHocoB
[Ipu BhIpaBHMBAaHUM 1O HIMPUHE Y3KUX OJIOKOB TEKCTa (HApuMep, KOJIOHOK)
npoOesibl MEXIy CI0BaMH MOTYT OKa3aTbCAd CIUIIKOM OonbmMMH. UTOOBI 3TOTrO
n30exarh, Hy’)KHO paCCTaBUTh MIEPEHOCHI CIEAYIOLIUM 00Pa30M.
1. Ilepeninute Ha Brianky Pasmerka crpanuubl geHThl. B rpynme Ilapamerpsi
CTPAHMUBI IEITKHUTE HA KHONIKE PaccTaHOBKA NEPEHOCOB.

(A | @)+ LokyneHT2 -
)

— TNaEHaR BcTabka Pa3sMeTKa CTPaHNLbL Cebinkm Pacchinkm PeLie
j n' [ _“_1 OpueHTaLma ~ 'ﬁ PaspeiBbl ™ _] Mognoxka ~
s ' [3 Pasmep ~ ¥ Homepa crpok ~ &Jusercrpar—unu,
Temel Mona —— ot et Sl

= ' v £E KonoHen ~ |b'c" PaccraHoeka neperocos 7| J TpaHnuel cTpa
Temel Napametptl [ || per by b

AsTo

Pyunan

b | [apameTpel paccTaHOEKM MEPEHOCOS..,

Puc. Menro kHonku PaccraHoBKa nepeHoCoOB

2. Bommomnute B MeEHIO KomaHny ABTO. B pesynprare mepeHOCH OyayT
paccTaBi€Hbl ABTOMATUYECKH BO BCEM JIOKYMEHTE.

3. [Ipu HEOOXOAMMOCTH HACTPOUTE MapaMeTphl MEPEeHOCOB B okHe PaccTaHoBKa
MEPEHO0COB, KOTOPOE OTKPBIBAECTCA IIPU BBITOJIHEHUMM KoMaHzbl Ilapamerpsl
PACCTAHOBKH IEPEHOCOB MEHIO KHONKM PaccTaHOBKA NEepeHOCoB.

PaccTaHoeka ne PEHOCOR

[ ABTOMATHUECK SR PACCTAHOEKS NEpEHOCE]
MepeHoce! B cnogax Wz MPOMCHELRS BYEE

LUMpHHa 30HEI NEpEHOCa CAOE! 0,63 oM £
MaKC, YHMCNO NOCNEADESTENEHEL NEPEHOCOE!  |(HET) £

[nDﬂHYﬂHTEanD... ] [ IR ] [ OTHMEHA ]

Puc. /Inanorosoe okHo PaccTaHOBKa NepeHOCOB

3.6. HnTepBan
MexayCcTpOUHbIil MHTEPBAJl — 3TO BEPTUKAIIBHOE PACCTOSIHUE MEXKAY CTPOKAMHU
TekcTa BHyTpu ab3ara. [lo ymonuanuro B Microsoft Word ncnonb3yercst omuHapHBIiM
uHTepBai. OJIHaKO B 3aBUCHMOCTH OT TUIIA JOKYMEHTA €r0 MOKHO U3MEHSATD.
JUtst ©3MEHEHNs NHTepBaja CIeJaiuTe CleIyonee.
1. OTkpoiiTe 0kHO A03all, IEIKHYB HA COOTBETCTBYIOIIEH KHOIKE IpyIIbl Ad3all,
U nepernauTe Ha BKIaAKy OTCTynbI 1 HHTEPBAJIbI.
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2. BoibepuTe 0MH U3 BApUaHTOB CIIHCKA MEXKIYCTPOUHBIN B 00jacTu UHTepBaI.

OTCTYMBI M HHTEPEANR | MonomeHks Ha CTRaHHULE | A3MaTCKos odopHisHHs

Ofume

BLIpAEHHEEHHE! fl‘lo LWHPHHE

¥poBEHE: | OCHOBHOF TEl

2TeTYn
Cneeat |Dcr E MEPEAA CTPOKS: Ha:
Cnpaga: Den ks (HET) w ped
[ 3epkansrele oTcTyms
WHTepEan
Mepeat o 5| MENCAY CTROYHEI: IHAYEHHE!
MNocne: '6 nr A i
[[] He aofaEnaTe HHTEpEAN e Ay 363 3L NS A=A
1,5 cTpokK
\BOFHOA
FMHHHMY R
Ofpazey Toutn
MHOMHTENE.

[laﬁynﬂum‘.. ] [I'ID WMOMHAHNED. ... I [ Ok ] [ OTMEHA ]

Puc. Beibop nnTEepBasia B IMAIOTOBOM OKHE Ab3aIl

Haubonee npuMeHsiemMble HWHTEpPBaJbl MOXHO H3MEHAThb, HE BBI3BIBAs OKHO
A03an. /{711 3TOr0 MOXHO TMOJIb30BaThCA KHOMKON MeKIyCTPOYHbIil MHTEPBAJ B
rpynme Ad3an Bkiaaku I'yiaBHas Ha JeHTe.

[A==| Sa~ {5~ um—— | Wrnm— o—
_L\\?l,o
v || 115
15

2,0

2.5

3.0

Jpyrine BapuaHThl MexgycTpOYHEN MHTEPEANaE...

JoBaenTe MHTEpEan Nepeg abzaLem

= =

¥aanuTe MHTEPEaN Nocne ab3aua

Puc. Criucox kHOnku MeXaycTpOUHbIN HHTEPBAJ

3.7.  Orcrynbl ¥ BHICTYTIBI
OTcTyn — 3TO PacCTOSIHUE MEXAY TEKCTOM M JIEBBIM WM TPABBIM IOJEM
CTpaHHMIlbl. PerynupoBarh OTCTYH MOXXHO BPYYHYIO MPU MOMOIIYM TOPU3OHTAIBLHOU
JIMHEUKHU.
OTcTynbl MOXKHO pa3/IeNINTh HA TPU BUJA:
* OTCTYN CJIeBa — YCTaHABIWBAET IMOJIOKEHUE BCEro ad3ama OTHOCUTEIHHO JIEBOTO
MOJISI CTPAHUIIBI, JJIi €r0o WM3MEHEHUsS HCIOIb3YHTe MapKep, HM300pakKeHHBIA Ha

PUCYHKE

OToryn cnesa

Puc. Mapkep orcryna ciesa
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* OTCTYN CHpaBa — 33/Ja€T MOJIOKEHHE BCEro ab3ala OTHOCUTENBHO MPAaBOTO MO
CTPaHMIIBL, JJI €r0 U3MEHEHUS UCTIONb3YyHTe MapKep, N300paKeHHbIN HA PUCYHKE;

|-15-%-15-|-1?-|-

Puc. Mapkep oTcTyna cripaBa

* OTCTYI MEPBOIl CTPOKH — OIpPEAETSeT MOJOKEHHE MEPBOU CTPOKU ab3ara, 1 ero
M3MEHEHUS UCTIOJIb3YyUTE MapKep, N300pa’KEHHBII Ha pUCYHKE

|-e:|%-:-3-|:4

|0Tr:r5-'n NepEoi crpomrl|

Puc. Mapkep orcryna nepBoil CTpOKH

Hapsny ¢ orctynamMu MOTYT HCTIOJIB30BATHCS BBICTYIIBI. BBICTYIT cMenIaeT TeKCT
BJIEBO OT NEPBOHAYAIBHON JIMHUU TEKCTA, IPU 3TOM OH HE PACHpOCTpaHSETCA Ha
MEPBYIO CTPOKY ab3ama. /{1l ycTaHOBKH BBICTYIIA UCIIOJIB3YUTE MapKep.

|| ERRERRNERA

BricTyn
Puc. Mapkep BoicTyma

OtperynupoBarb OTCTYNIBl M BBICTYIIBI MOXXHO HE TOJBKO IIPU TNOMOIIU
TOPU30HTAIBHOM JIMHENKH, HO U B IMAJIOTOBOM OKHE A03ail.

3.8. TI'paHuumbl TekcTa
Jlst opopmIiIeHHs TEKCTa € TTIOMOIIBIO TPAHUIL IIEJIKHUTE Ha CTPEJIKE CIpaBa OT
KHOIMKHU THIIA TPAHHUIIbI, KOTOpasi HaXOAUTCs B rpynne A03an Bkiaaku I'yiaBHas Ha
JIEHTE, W YK&KHUTE B TIOSIBUBIIEMCS CIUCKE HYXHBIA BapuanT. UToObl yOparth
TPaHUIIbI, IIETKHUTE HAa CTPEJIKE CIpaBa OT KHOIKH THUIA TPAHUIBl U BHIOEPUTE B
MeHI0 KoMaHay Hert rpaHuubl.

E-\ i |l'.| -9 \J v OfucHee npunoseHiA - Microsoft Word - g X
20
< | n aEHaR Ecrasea PazueTxa crparmu Coslakn Faccumm Peueninposanne Bug L0
i " e ey e
Times New Roman = |10 - Tl s S e 4 | | % it
=] e A &2 === (T AabCe AaBbCeD | AuBbCeDe | Fesany
|7 e
Beragwre & 2 = |22 = b || By - ¥ b OB fl O A Hamermre
L # M o& Y o-oabe 3 3 Aav||B- A EEEEGE |24 D%H 3aronoso... 3aronoso.. [f OesHe | - :':rlum' N ety
Bypep obumena T LUpaT = AB3au L HugnaR rpansus 1) | PeAaKTMDOBIHIE
WilREY 7| BepwnAs rpaniua

m fe [y L
MNpomasoguTtens: Protonfx.com (http /fwww protonfx com) ] e rpanmp
| Npaeas rpassua

Cratyc: GecnnatHan. Her rpariues

Bge rpannuys

Paamep guctpmbyTuea: 145 Kbair

EHEWHWE rpaxMysl

€ MOMOIIERD
i}I.Hﬂ KIaBHIII

+B0H

TIporpayyaDirkey npeInasHag9eHa 1714 GEICTPOro A0CTYNA K Manka
MOKHO AKTHBHPOBATEL TOCTVII K I€BATH HeoOXOIHMBIM MAIKAM.

Ctrl+1 9. OcHoBHEIE BOZMONKHOCTH NPOTPAMMEI ABTOMATHYECKA! [eMEIL; BEIZOE
T7TABEOTO OKHA [P OTPAMME! Hepe3 3HAUO0K B 00NACTH VBEIOMIEHHIT b1 omHGKAxX;
HCIIOIb30BAHHE CTAHAAPTHOTO pAfa ukbp H undpoBoH YacTH KiI | noxep#EKka
VIPABTEHHA ¢ TIOMOITE KOHCOTH H KOMAHIHOH CTPOKH.

BryTpeHrmne rpannypl
BHYIP £HHAA IO PH3IOHTAALHAN MPAHHUA

EHYTDEHHAR BEPTHLANEHER MPAHIYA

[OpMIOHTANGHAR AMHMS

r4cT B OKHaX
CHETATENEHD
0ro JoCTyna

Omkpuite nokymenta u CoxpaHenue JokymeHTa B Microsoft Office|
HACTPAHBATH JOCTYI K MIAIKAM B [TABHOM OKHE MPOTPaMMBL Taki o o
yepea [posoghuk (mpH HaxaTHH Cir+0) cMOTYT TOMBKO MOMB30BATE mmrvr oo rarr wrmy—

Puc. Tunel rpanuig

. =

K comanemno, vTHIHTA HMeeT HCKOTOPEIE OIPaHHMCHHA B IPHMEE _,
% ¥ | Hapmucoeats TRGAWMLY

al

DTO5PAHTE CoTHY
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3.9. Co3aanmne CIICKOB
Odenr YacTo OBIBa€T HEOOXOAMMO BBIICTUTh KaKWE-HUOYIb YacTU TEKCTa
BU3yaJIbHO (HampuMmep, NpH NepeduciaeHuu). B 3ToM cioydae ecTb CMBICH
BOCITOJI30BAThCA MapKepaMu WM HyMmepamuei. Mapkepbl OObEIUHSIOT ITyHKTHI,
CBsSI3aHHBIC OJHOM TeMoi. HymepoBaHHBIE CIUCKH COACP)KAT ITYHKTHI, CJICAYIOIINE
Ipyr 3a apyroM. Kpome Toro, ObIBalOT MHOTOYPOBHEBBIE CIMCKH, COJIEpXKaIue B
ce0e BII0KEHHBIE CIIUCKH.

JIns co3naHus HyMEpOBaHHBIX, MAPKUPOBAHHBIX U MHOTOYPOBHEBBIX CIHCKOB
MOXHO  HCIOJIb30BaTh KHONKM  Mapkepsl = Hymepanus =" n
MHOroypoBHeBbIH CIIUCOK S B rpynne Ao63an Bkiajaku I'maBHast Ha jneHTe. Eciu
MPOCTO IIEIKHYTh HAa 3THX KHONKAax, TO OyJIeT CO3[1aH CHOUCOK C MOCIECIHUM
BBIOpaHHBIM (opMaTHpoBaHWEM. EciiM MIENKHYTh Ha TpPEYroJbHUKE CIIpaBa OT
KHOIIKH, TO PACKPOETCS CIIUCOK C BapUaHTaMu 0(OPMIICHHUS CIIHUCKA.

0oy ? s OucHsie Npi.

nnnnnn Boasks  PatweTka IpSAMuM  Coonmw Paccene

oxenna - Microsoft Word = x

PeueHzmposarme Bua (7

= = —

= s ([t =i - = (3 EE [ 34 Haiio
1 l & &[] [=HiE - |8 M) aapnce aspocen [amcod . A2 o
| e

HITE

< 2
BerasuTe 7 K E Y o-oabe % % Axv|®2- A MocAcAnKE MENOALIOBIIDIC MaPKCHb broso... |T OssHeA | = MEMeHHTS

Bydep obmena = Wpndrt ) ™
E

Crarye: 6ecnnatHas. et

L)

 [s]) [

Paamep gncTpubyTusa: 21/ = | @ | O

TpunoskeHne CMenuE| » v _rHoe MeHo [pOBOAHWKA JOMOTHH
KOMAaHIEI KOTTHPOEBAHHA H IT E@ + KYMEHTOE, Beb-caiiToB H T. IL.
TIporpaMMa COTepsHT Gong P romi napeep MEHIO, B TOM HHCIE!

Move to named folder (TTepenects B yKasaHHYO Manky);
Copy to named folder (KonmHpoBaTs B yKa3aHHYHO TANKY);
Open file (OtkpeiTe daiin);

Open program (OTKPBITE IpOrpaMMy);

Pathinformation (IrdopMamma o pacnonoseHHH);
Propertiesinfo (Ceofictea);

Custom command (JTroGaa komanma) (puc. 4.1).

R S SR

Crpanvua: L v d | UYweno cnos: 361354 5 pycooii | 2

Puc. Beibop odopmienus cnucka

HymepoBaHHBIC 1 MapKUPOBaHHBIC CITMCKM MOYKHO TAaKKE CO3/1aTh C TTOMOIIBIO
koMmaHsT Hymepauuss u1 Mapkepbl KOHTEKCTHOTO MEHIO, KOTOPOE TMOSBISIETCS TPH
IIEJTYKE MPAaBOM KHOIMKOW MBIIIN Ha CTPOKE OyAYIIEro CIUCKa WX Ha BBIJCICHHOM
(dbparmMeHTe TeKCTa, KOTOPBIA HY)KHO 0()OPMHUTH CIIICKOM.

IIporpaMma cogepKHT Gomee 12_1merl_v_craﬂnﬁ.11em_rym<ms MEHIO, B TOM THCIIE!

o & A
Move to named folder (TIepenect x + = - A - =55 := -
Copy to named folder (Kompos; , ..~
Open file (OtrpEITE aiim); i) Lonvposas
@ Beasms Bnénnoteka Hymepaunmu
Open program (OTKPBIT OPOTP| A  wWeuor..
= = e 1)
i . = | Abzau..
Pathinformation (Ffaopmatya ¢ .- ..., ' wer j g
Propertiesinfo (Croiicrsa); Smlinacpaym 4 Ly
@, vnepcceinka.., : n "
# £ a
Custom command (JIo6as KOMa & nouc.. i : "
CHHOHUME LRNTR C 5]
Mepesoa »
Puc. 4.1. CHCOK I Cruan Yla i e
[ ii
< . fii
Kax apri MyHKT MCEHI0 MOXHO H3MEHHTB, YTO MIH Ict
l_[porpa_\my PEKOMCHOYETCA HCIONB30BaTk IIPH HH v IME
O DO LMD CUFLE NG A S0 D D L B8 RO OnpejeniTs HOBEIA GOPMAET HOMEPE... R
tno enoB: 36/1 354 | 48 pyecekuit = = B
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Puc. Co3manne HYMEPOBAHHOI'O CITMCKaA C MOMOIIBIO KOHTCKCTHOI'O MCHIO

TIporpamMmMa comepKHT 10 A A7 A" Y Lpppx MyHKTOB MEHIO, B TOM HCT
X K
Move to named folder (II€pe TIamky);
g6 | Bupesate
Copy to named folder (K . | (.nuposars TIATIKY ):
& B
Open file (OtxperTs day 7 Rl
o A | Wpudrt...
Open program (OTKpPBIT =7 | Aszau..
. . =  Mapkepsi L4 NMocneg WC
Pathinformation (ME}O] ;= 1yuepauns P
. " ]
Propertiesinfo (Ceogicrs = ™eecea-
,;Ll Nownck., BuEnuoTexka Mapkepos
Custom command (JTro§  cvmormm » .
| *e
Mepesog 3 et L4 O * *
Crvnn 3 ) /
PHc. 4.1. CIHCOK IpeIyCcTaHOBICHHEL I
— b
KakIplif TYHKT MEHKO MOKHO H3MEHHTp, o | QnPeAsnvTs Hosuiiuapkep.. 1

Puc. Co3ganure MapKupOBaHHOTO CIIMCKA C TOMOLIbI0 KOHTEKCTHOTO MEHIO

JIJ1s1 cO31aHUs CIIMCKA CHIEJIANTE CIIEYIOLIEE.

1. Beigenute TpeOyeMblil y4acTOK TEKCTA.

2. lllenkHuTe TpaBOil KHOMKON MBIIIK U BbIOEPUTE HYKHBIA MYHKT KOHTEKCTHOIO
MEHIO WJIM IIEJIKHUTE Ha HEOOXOIUMOM KHOMKE B rpynmne Ao3an Bkiaaku ['maBuasi
Ha JICHTE.

3. lllenxkuuTe HA HY)KHOM THIIE MapKepa.

4. TabyaupoBaHue TeKCTOBOI NH(OPMALUT

TaOynupoBaHue TEKCTOBOW WH(OpMALMKM TPEACTABISACT CHOCOO CMeuieHUs
mexcma éHympu ad3aya ¢ NoMoIbio KiaBumu 1 AB.

Haxxarne xmapumm TAB nmpuBOIuT K TOPU3OHTAIPHOMY CMEIIEHHIO Kypcopa
BBOJIa Ha OMPEJEIICHHOE PACCTOSIHUE K MPaBoOil rpaHuIle cTpaHulbl. [lo ymomyanuto
paccTosiHMEe, Ha KOTOpO€ CMeEIIaeTcs Kypcop BBoAa, ¢ukcupoBaHo. OpHaxo,
CYIIIECTBYET BO3MOXXHOCTH MPOU3BOJIBHO YCTAHOBUTH TOUKH MIEPEMEIIICHUS Kypcopa ¢
ITOMOIIBIO TAOYIIAIIUH, Ha3bIBACMBIC MAOYACHORAMU VTN ROZUUUAMU MAOYAAUUN.

[Tozunuu TaOyNSIIUU yCTAaHABIMBAIOTCS JJIS KaXXJ0ro ab3ala WId TPYIIIbI
ab3aleB C MOMONIbIO MAacIUTaOHOW NWMHEWKH Wid KHomku TaOyasiuusi B rpymnme
A03an Brmanku I'maBHas Ha neHte. CyIecTByeT HECKOJIBKO BHUIOB ITO3HITHMA
Ta0yJISAIHAH, OTIPEICTAEMBIX CITOCOOOM BEIPABHUBAHUS TECTA B JAHHOUW TOYKE ad3aria.

Buja no3unuu O0o3HaueH
Onucanue
Ta0yJasiluuU ue
TEKCT, KOTOpBIM BBOJUTCA B JIaHHOM
C BBIpaBHUBaHUEM
] no3uuu Tadynauuu, OylneT BBIPOBHEH

0 JIEBOMY Kparo
10 JIEBOMY Kpalo.

TEKCT OyJIET BEIPABHUBATHCS TI0 TIPABOMY
Kparo

110 TIPaBOMY Kpalo (]
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TEKCT OyZeT BbIPAaBHUBATHCS IO LIEHT
110 HIEHTPY ya p HEHTPY

NO3UIIMU TaOYJISUN

opy BBIOOpE ATOrO 3HAUYKa B MO3UIUHU
C uepToit ] Ta0ySAUU Oyner BCTaBJICHA

BEpPTUKAJIbHAS YepTa.

TeKyIJ_[I/Iﬁ BHUA ITO3HIIHUHN Ta6yJISII_II/II/I YCTAaHABJIMBACTCA MICIIYKOM MBI 110
KHOTIKE « Tun no3unun Taﬁy.]'lﬂ]_ll/l](l».

BRI AaN EE aE E E E RRar |

%g-

HOTTIKA RBCTAHOBKUW TUTIA T[ORI/HH/H/I]

J{st TOTrO, 4TOOBI CO37aTh MO3UITMK Ta0yJISAIUU ab3ara, HeoO0X0AMMO:
1. mpomn3BecTH MIETIOK MBIIIBIO 110 MACIITAOHOH JINHEHKE

2. TIEpEMECTUTh 3HaK TaOyJcTola IyTeM TMepPeTacKUBaHUSA B HYXKHYIO
MMO3HUIUIO Ha MAacIITAOHOH JIMHEHKE.

[x] q-u-1-"?-2-|-3_-|-4-|-5-|-s-u-l-u-s-u-g-u-1u-|-1_|1_-|-12-|-13-|-14-J_-15-|-15-_

Temepp M

OTMmeueHHbIe T03ULUHU TaOyJIALUK HAa MacIITaOHOM JIMHEHKe

/ARHU  HMCIIOJIB30BAdTb  KJIIABHIITY

ITAD OJ1 WU3MCHCHMA

MO3UINHN

Kypcopa M pa3MeIIeHHs TEKCTOBOH HWH(OpPMAIMd B OMNPEACICHHBIX ITO3UITUIX
talOymsiuu. s Toro, 4ToObl yOpaTh OTACIBbHBIC TMO3UIUKA TAOYJISAIIMH HEOOXOIUMO

[ICpCTalluTh 3HAK Ta6y.TICTOHa 3a IIPCACIIbI MacIITaOHOM JIMHEHKH.

Jli1st Toro, yToOBI YOpaTh BCe MO3UIMU TaOYJSIIMU a03alia Ui TPYIIbl ad3aieB

HEOOXOIUMO:

Brigenuts ab3ar wim rpyminy ab3ares.
1. Bwi3Bath auanor Ad3zam —> Taoyaasiius.
2. Haxatp KHOTIKY Y 1aJMTh BCe.

Absen | —— . — (e |
OTaynsl u MHTEPBaNbl | MoADKEHME HE CTPAHKLE.
Obwme
BLIpaEHHEIHME: E
YposeHe: OCHOBHOM TekeT E CBEPHYTE MO YMOAYAHHID
Oraryn
Cnesa: 1,63 cm nepeag crpoka: Ha
Copasa: Oem 5 [HeT) E
[[] 3epkantHsie atcryne

HHTepean

Mepeg;: Mnr [ MENAYCTP OUHBI:

MNocne: 12nr 5 OavHapHEIR

[T] He aogasnaTe uHTepsan Mexay a63auaMu DAHOTD CTAA

O6pasey

3HaUEHME:

[l

Doman ) [Gowemews] |

]l OTMeHa ]

Puc. TaOynsius B 11amoroBoM okHe AG3ail.
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MozryKn TabynaLKK: Mo ymonHaHmnmo:

| 27 1,25 m =l

1,27 m -

¥aanaemele NO3MLKMK TaByAALMM:

BrIpaEHUEAHWE
@ no nesoMy Kpaw () Mo WEHTPY ) no npasoMy Kpaw
) no pasaenuTen () ¢ 4epToR

3anonHuTene

1 [HeT] b S 3 e
4

’ ¥CTAaHOBWTE ] [ YaanuTe ] ’ ¥aanuTe BCe ]

[ ok || omena |

Puc. [lnanorosoe okno TaOynsius

[Tozummu  TaOynsiMM  MOXKHO  TaKKe  HUCIOJIb30BaTh MPU  CO3JIAHHUH
pPa3IMHOBAHHBIX OJIAaHKOB, TJi€ HEOOXOAMMO TMOJYEPKHYTh MecTa OJjaHKa, Kyjaa
TpeOyeTcs OT pyKH BIIHCATh TEKCT.

Jlnst TIpoBeCHHMS TOPWU3OHTAJIBLHOW YEepTHl OT TEKCTa JO0 TOJS CTPaHHUIIBI
HEOOXOIUMO:

1. BBecT TEKCT M YCTAaHOBUTH TaOYJICTON C BBIPABHUBAHHEM II0 TPABOMY
Kparo: MocJjie BBIOOpa THUITA TTO3UIIMN TaOYISIITUU MEIKHYTh MBIIIBIO TI0 MacIITaOHON
JTUHEHKE.

fnaguas | Beraska  Pavenda cipawius  Cownor  Pacchnol  Peuenswpoeawwe  Bug °

23 & Bupesars QI I = = ===y v u N A Haiim -
& d mpu Times NewRoman  -[14 - [ & w|[&] (= < 1= - =] 0 %] popbcepa f,AaBchr, nsBbccod AaBbCe AaBbce A aanbcei nsbeod = A i
BEIai ) oopust no o5pasiy [ & 4 e 2 Aac|® A-||= = ==i5-| & & | 106uuwmwii | 1Crangapr.. |16es wep.. 3aronosox1 3aronosox2 Haseawwe fogsarono.. Craoe eui.. 7 VEMEHiTs & Eainenamy ™

T

Eygep obmena | g & W 3 | Pegaxtuposanie

Puc. Ycranoska TaGysncrona

2. 3smenuth napamerpsl TaOymsnun (Ad3an — Tadynsous ...):
- B CEKIMU 3aloJIHUTENTh BBIOpaTh NYHKT 4, Kak OTO IMOKa3aHO
PHUCYHKE;
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Tabynayua ﬂil
HI—U?;”U”” Ta6 NAUHH: Mo yMon4aHm: |1,25 M 5‘

14,29 w

EbIpaEHHEaHME:

14,29 -] o No NeEOMY Kpalo Mo pasaenvTento

o weHTpY " ¢ yepToi

% no ppasoiy Kpato //l

3anonHHTENb
1 (HeT) 3 Bribop B KadectBe
[-] o 2 ooooss g 3aII0ITHATENS CUMBOJIA
HOﬂ‘{epKI/IBaHI/I}I

ByAyT vAaneHsl:

iﬂaHDBHTbl ¥aanMTe | ¥aa Tt_.Bcel

Ok I OTHMEHA |

Puc. Oxno Tabynsauus

Kuomnka YcraHoBHTH

JlaHHBIN IUanor npeaycMaTpUBaeT YCTAHOBKY NO3UMLMN TaOYJIsIUUU BPYYHYIO,
€CJIM 3apaHee M3BECTHO PACCTOSIHME OT IOJIA CTPAHMLBI OO MO3ULUU TaOyJsLUU B
CaHTUMETPAX.

Cexkunst «BbIpaBHMBaHMe» IPEIHA3HAYEHA I YCTAHOBKH BBIPABHHBAHUS
TeKcTa B no3unuu TaOymsiuu. Cekius 3arnojHUTENb MO3BOJISIET BBINOJIHUTH
3aIl0JIHEHUE IIPOCTPAHCTBA OT Kpass CTPAaHMIBl WIM MPEAbIAYyLIEed MO3ULHU
TaOYJISLUU ONPEIETICHHBIM CUMBOJIOM.

- Ha)XaTb KHONIKY Y CTAHOBUTh.

[Mocne Haxatus kHonku OK momy4nm.

naguas | Bcraska  Pasmerxa cipawuusi  Cosmar  Pacceimol  Peuewswposawne  Bug
B Times NewRoman -|14 - | A" a°|[ &) | 3= - 4= - 5| 3 &[4[ ¥ uppcepd |AaBbCeI| AaBbccDd AaBbCc AaB AaB . 18bCcDd % 38, tokpe>
= Aa C« AaBbCc < AaBbCci Aak d = % s
9"3_9"'5 # oopuarno obpasyy | K K U - abe X, X' Aa- w.A-|EE == 50 1 O6uiuniii | 1 Craugapr... | T6e3 untep... 3aronosox1 3aronosok2  Hazsawwe  [logsarono.. Cnaboe eul.. & V’;“f‘:ﬂ_’b N BiemTy
Ey¢ep obMena g Wpngt AG3at Crwnu 1 | pe,
?ﬂ‘ BRI - | - 171 - 2 4:1:5-16 810110 111 112- 131 14- 14151 -16- L q
F& - 1

JIMYHAS KAPTOUKA
[:10) ¢

Puc. Hauepranue nuHUM ¢ TOMONIbIO TaOyIALUN

Temepp mnpu TPOJOKEHWHM BBOAA TeCTa JUISI TOrO, YTOOBI TPOBECTH
TOPU30HTAJIBLHOE MPOBEICHUS HEOOXO0AMMO OyAeT TOJIbKO HaxaTh Kiasuiny [AB.
Tak, ecnu Haxkath Enter, BBectu TecT «/lommkHOCThY U HAXaTh T AB, nmoayuum:

Pacchinkit  Peuewsuposawwe  Bua

fnaswan | Beraska  Pasmenxa cpamius  Cosinon
Times New Roman _-[14 - ST 0|2 = 5 of (M SR | AV Al nupbccDd AaBchl‘ AaBbcedd AaBbCc AaBbCe AADB aanb Ay | e
g @ Mo > : 2, Jamennms
"”"_*""" # vopmarno obpasyy | K A U - ke 3 X' A oA EEE S| 50 1 O6uiumeii | 1 Cranaapr.. | ¥ 6e3 unTep... 3aronosok 1 3aronosok2  Hazsawwe  Moasarono.. Cnaboe Buh. 3 V‘(':."::“_'h 3 BRSNS
Bypep obmena . Wpngr ABaa + || Pegakmipopanue
n T RN (4516l 8 (-9 1 10- 1 110 (12 113 |14 (IS | -16 eagek =
5 i

JHYHAS KAPTOYKA
DOH
JIOMKHOCTE .

Puc. Hauepranue nuHUM ¢ TOMOIIBIO TaOyISIUU
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3. LleJb nesiTeIbHOCTH CTYAE€HTOB HA 3aHSITUM:
CTyaeHT 10JIKeH 3HATD:

1.

CoNoOkWDN

CTpyKTypy TJIaBHOTO OKHA TeKCTOBOTro penakropa MS Word u HasHaueHUe
AJIEMEHTOB 3TOTO OKHA.

OcCHOBHBIE OTepaIyy, TPOU3BOTUMBIC C TEKCTOM.

OcHOBHBIE KOMOWHAITUY KJIaBHIIL

Kak m3mensieTcst mpudT TeKcra.

Kak u3MmeHnsitorcst napameTpsl ad3ana.

Kak ycranaBiMBaroTCsi rpaHHIIbI.

[Tpunimn paboTel UHCTPYMEHTA TaOYIHUPOBAHUS TEKCTOBOM HHPOPMAITUH.
Kak co3narorcs u yaansiroTcsi MO3ULUN TaOyIISIIIH.

Kak yBenWuuTh WIM yMEHBIIUTh [UIMHY JHHUM TPU  TOMOIIU
Ta0yJIMpOBaHUS

CTyneHT J0/I2KeH YMeTh:

1.
2.

ok w

Brnangets 6a30BbIMU cpeicTBaMHU 7151 00paObOTKH TEKCTOBOW MH(POPMAIIUU.
OddekTuBHO UCHOJIB30BaTh HMHCTPYMEHT TaOyJUpOBaHUS TEKCTOBOM
uHdopmalum, s oOecreYeHUs] HEM3MEHHOCTH TMOJadyl TEKCTOBOTO
MaTepHalia B YCIOBHIX U3MEHSIONMETocs: JOpMaTUPOBAHUS.

Co3naBaTh CIUCKH.

VYcraHaBauBaTh rpaHUIIbl TEKCTA.

HaGupate B pemaktope MS WORD TekcT ¢ mepBHYHBIM
dbopMaTUpOBAHUEM 32 YKa3aHHBINA MPOMEKYTOK BpeMeHH (15-20 muH).

4. Copaep:xanue 00y4eHUs:

1. WuTepdeiicHble 31IeMEHThI OKHa TEKCTOBOT'O MPOLECCOpPa.
1.1.JIenra
1.2.Knomnka Office
1.3.T1losoChl IPOKPYTKH
1.4.JIuneiika
1.5.Ctpoka cocTosiHUs

2. BBoja u pegakTUpoBaHuE TEKCTa
2.1.Beinenenue Tekcrta
2.2.OCHOBHBIE KOMaH/IbI PEIAKTUPOBAHUS
2.3.IlepBuunoe popmaTupoBaHHE TEKCTA
2.4 .T1apametpsl mpudTra
2.5.I'pynna pudt Bknanku ['naBuas

3. ®opmaTtupoBaHue ab3alleB
3.1.BripaBHUBaHUE
3.2.PacctanoBka epeHOCOB
3.3.UnTtepBan
3.4.01CTYnBI U BBICTYIIBI
3.5. I'panutiel TekcTa
3.6.Co3nanue CrucKoB
3.7.MHOT'OKOJIOHOYHBII TEKCT
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4. TaOynupoBaHUE TEKCTOBON HHPOPMAIIH

5. IlepeyeHb BONPOCOB /1/isl MPOBEPKH YPOBHSI 3HAHUIA:

Urto siBRsieTcs eIMHUIEH TEeKCTOBOM MHDOpManum?

[Tepeuncnure ocHOBHBIE HHTEpdericHbIe 2aeMeHTh okHa MC Word?
UYto Takoe Jlenta?

Kakue nameHuTh mpudT TeKCTa?

Kak n3meHuTh mapamerpsl ad3zama?

Yrto Takoe CTWIb JOKyMeHTa?

[lepeuncnure OCHOBHBIE ONIEpaIUU C TEKCTOM?

Kak co3gaTth ciucok?

Kak mpoBecTH TOPU3OHTAIBHYIO JIMHUIO C TOMOIIBID HWHCTPYMEHTA
TaOynsiusa?

CcoNOOR~ODE

6. IlepeyeHb BONPOCOB /I IPOBEPKU KOHEYHOT0 YPOBHSI 3HAHMIA:
1. OnwumuTe nporecc co3gaHusi HOBOTO IOKyMEHTA U €r0 COXpaHEHUeE.
2. Onummure npouecc GopMaTUPOBAHUS TEKCTA.
3. Onummure mpouecc popmaTupoBaHus adb3ara.
4. Onuummre MNpolecC CO3JaHUsl TOPU3OHTAIBHBIX JIMHUM C  TOMOIIBIO
UHCTPYMEHTA TaOYJISALHSL.
[Iponecc co3manus cnucka.
Kak BbI3BaTh pexuM IpeIBapUTEILHOTO IPOCMOTPA JOKyMEHTA?
Kak BBIBECTH JOKYMEHT HA I1€YaTh?

N oo

7. Co31aTh 1OKYMEHT, HA0paTh U 0T(hOPMATHPOBATH NPeECTABIEHHbIN HUKe
TEKCT B COOTBETCTBUU ¢ 00pa3nom. Bpemst ucnostnenus: 20-30 mus.

CIIMCOK OBO3HAYEHUWI U TEPMUHOB

KT (PKT), (CT) - peHTreHOBCKasi KOMITbIOTEpHAst TOMOTpadust

MPT (MR, MRI) - MmarHUTHO-pEe30HAHCHAsI TOMOTpadusi

XA - nudpoBas cyOTpakunoHHas aHTHOTpadust

RF - mudpoas penrrenorpadus (B yacTHOCTH MHeNIorpadust)

MPA- MarHuTHO-pe30HAHCHAS aHTUOTpadus

KTA - peHTreHOKOHTpacTHasi KOMIIbIOTEpHAs aHTHOrpadust

MP-puddys3us - cneunanbHas nporpamma MPT, ocHOBaHHast Ha CIIOCOOHOCTH
nporiecca quddy3un BIUATH Ha mporecchl MP-penakcaruu. [lpumensiercs st
yIayOJIeHHOTO W3YyYeHHs TaKUX MaTOJOIMYECKUX IPOIECCOB KaK HapylIeHUs
MO3TOBOIO  KpOBOOOpaIlleHHs,  BOCHaMTeNbHbIe  3a0onmeBanus  LTHC,
HOBOOOpPa30BaHUS IEHTPATHHOW HEPBHOMN CHCTEMBI.

8. MP u KT-nepdysus - ciennansusie Mmetosl KT u MPT, no3Bosnstomue nzydarsb
rapameTpbl MO3rOBOr0 KpOBOTOKA.

NoabkowdE
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KAPTOYKA COTPYJIHUKA

damunust
Nwms
OtuecTBO
ITon l'on poxaenus
OO6pa3oBanue
(HemosiHOE CpeniHee, CpeIHee, BhICIIEE)
JomxHOCTD

8. CamocrosiTesibHasi padoTa CTYJ1€HTOB:
[To ydeOHUKY M3y4yuTe OCHOBHBIC MPUHIIUIBI CO3/IaHUsS, PEIAKTUPOBAHUS U
(dbopmMaTHPOBaHUs TEKCTOBBIX (aiijioB B TekcTOBOM penakrope MC Word 2007.

9. XpoHokapTa y4eOHOI0 3aHATHS:
OpraHu3aliMOHHBIA MOMEHT — 5 MUH.
Tekymuii KOHTPOJIb 3HaHUW — 30 MUH.
Paz6op Tembl — 20 MuH.

[Ipaktrnueckas pabora — 30 MuH.
[TonBenenue utoros 3aHsATus — 10 MuH.

oM E

10.IlepeyeHnb y4eOHO JUTEPATYPbI K 3aHATHIO:
1. CrenanoB A.H. Mndopmatuka. YueOHuk s By30B. 4-¢ uza.r. CII16., [Tutep,
2006;
2. Ecaynenko M.D., CemenoB C.H. OcHOBBI mnpakTH4YecKod HHGPOPMATUKH B
Meauimuae; Boponex, 2005;
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Tema 3: «bazoevie mexunonozuu npeodpazoeanusn unghopmayuu.
Texcmosutit peoaxkmop Microsoft Word. Cozoanue maonuu, ghopmyn, eénoxcennvix
maobauy)

1. HayyHo-mMeToau4eckoe 000CHOBAHHE TEMbI:

Pa3BuTh 1 3aKkpenuTh HABBIKU paOOTHI ¢ TaOIMYHOM MHpopManuein B Word.

CyliecTBEHHYI0 4acTh TEKCTOBOM MH(oOpmaiuu cocrapisiercs UHGOpMaIus,
OpraHu3oBaHHas B Buae Tabnun (Tabnuunas wuHQOpManus). OpraHuzanus
uHbOpMallMu B BHJE TaOJHUI] TMpeaycMaTpuBaeT TaKoW crmoco0 MpeacTaBICHUS
uHpOpMallK, TPU KOTOPOM HHGOpMAIUS TPYIIUPYETCS MO ONpeAeeHHBIM
IIPU3HAKAM M PA3MEIIAETCs B CETYATOM CTPYKType. EIMHMIIEN TakOoW CTPYKTYpBI
ABJISIETCA STYCHKA.

SAdeiika npeACTaBIACT CO0OM KOHTEHWHEp ISl pa3MElIEHUs TEKCTOBOU
uHdopmaIuu.
MHorue HauMHalOIME MOJIb30BATENM IOCIE CO3/IaHUSA CETKU TaOJIMLBI cpa3y ke
HAYMHAIOT U3MEHSTh LIMPUHY CTOJIOLOB, a TaKXKe OOBbEIUHATh U pa30UBaTh SUEHUKH.
OT0 HeNpaBUIbHBIA MOJIXOJ BEAYIIMN K YBEIMYEHUIO BPEMEHU CO3JaHUS TaOJIHUIbL.
HeoOxomumo cHavana BBecTM HH(OpManui B MIanKy TaOIuMIel U B €€
MH(OPMALIMOHHYIO 4YacTh, a YK€ IIOTOM 3aHUMaThCsl W3MEHEHMEM IIMPUHBI
CTOJIOLIOB, M OCTAJIbHBIM (pOPMATUPOBAHUEM TAOJIMIIBI.

2. Kparkasi Teopusi:
1. Co3panue CTPYKTYpbI TA0IUIIBI.

Cy1iecTBEHHYI0 4acTh TEKCTOBOW MH(pOpMaIMM cocTaBisieTcss WHPopManus,
OpraHu30BaHHass B BHAE TaOnuuU, Koraa WHGOpMALMs TPYHIUPYETCS IO
ONPENIECIICHHBIM ITPU3HAKAM M Pa3MEIAeTCs B CETYATOM CTpyKType. Eqununiieit Takoi
CTPYKTYPBI SIBJIIETCS sIYCHKA.

Aueiika npencraBiger coOON KOHTEWHEp A pa3MENICHUSI TEKCTOBOM
uH(popMaluu. MOXHO BBIIETUTH CIEAYIOLIUE ONEpalUU ¢ TUeHKaMU:

1. BBox undopmanuu B sueky.

2. PenaktupoBanrie nHPOpMaIIUU B sTUYCHKE.

3. Ynanenue uapopMainu B siACUKe.

4. KommpoBaHue W mepeMenieHrne HHPOPMAlUU W3 OJHOM SYCUKU B
APYTYIO.

5. KonnupoBanue n ynajieHue sueex.

6. O0beIMHEHNE U Pa3beUHECHUE STYCEK.

7. DopMaTUPOBAHUE STUECEK.

Tadauma B TEPMUHOJIOTMM TEXHOJIOTMH OOpaOOTKM TEKCTOBOM HMH(OpManuu
MpEeJICTaBIsIeT COOOM CEeTYATyI0 CTPYKTYPY HPSIMOYTOJIBHOTO BHJA, COCTOSILYIO U3
HEKOTOPOTO KOJIMYECTBA SYEEK, COJEp)KalIMX TEKCTOBYID MH(OpMAIHMIO, WU
IpeIHa3HauYeHHBIX IS pa3MelleHus: TeKcToBoM nHpopmanuu. KonuyecTBo cTpok u
CTOJIOIIOB TaOJHUIIBI OTPAXKAIOT €€ PA3MEPHOCTD.

PaGora ¢ TaOmuieil OOBIYHO HadyWMHAETCI C ee€ co3maHus. YToObl CO31aTh
tabnuiy B Word 2007, BOCIOSIb3yHTECh OJHUM U3 CIEAYIOLIUX CIIOCOOOB.
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 Ilepeiinure Ha Bkiaaky BeraBka, B rpynne Ta0iaMubl HaXMUTE KHOIKY
Tabumua. Ykazarenem MbIIIN BBIOEPUTE KOJMYECTBO CTOJIOOB U cTpoK. [Ipu 3TOM B
JOKYMEHTE B MECTE, TJ€ YCTAaHOBJIEH Kypcop, OyaeTr pucoBaTbcs TaldiaMLIa c

3aJaHHBIMU ITapaMCTpaMHU.

L'I-j d92-od ¢ HAoxymentl - Microsoft Word - 7 X
= Tnaenan Bcraska PatueTsa crpanLs Cewinrm Paccuniu PRUSHINpOBAHHE Bia L7
] TumynsHas crparmuya = | j | | ElE [y ownyps - i, runepecaiaxa 2| Bepunii konoHTuTyA - u & xenpeccnokn = | Z - | T copuyna -
) nyeraa crpanmua | =2 B B o A 3axnaaxa o Hiokruii xononmwrya - Al woraar - 55 | §2 cwmson -

i Taénmual Pwgmox  Kaen Hagnwee  _
¥ Paspuin crparMub - il Avarpamma || [2) Nepexpectran connka || (4] Homep crpammupl = = A= Bywenua L
Crparmue | hGn:n.;a‘ Axd i Caazn EonoHTHTyAe! Texer Cumeone
L oooood |
(000000
I
080000
I O
I O
I o o [ o
OOO0000004a

J Berasnto TASAMLY...

j Hapuoonate Tabanuy

L Iasnuua Excel

T 3xenpecc-tabangs

Puc. Bei6op komyecTBa CTPOK M CTOJIOIIOB TaOIUITBI

* B mento kHonku TabGuauma BeiOepuTe kKomanay BeraButh Tadaunmy. B
nosiBUBIIEMCS] OKHE BeTaBka TadJMIbl BEIOEPUTE KOJIUUECTBO CTOJIOLIOB U CTPOK U

Haxxmute KHONKy OK.

Boraeka 1abanib

Pazmep Tabnvuel

Yncno cTonfuoE: L] = |

HHCno CTROK: 2 _$_i

I
(5) nocToaHHan: {ABTO &

) No CoAEPEHMOMY

) N0 WHpHHE orHE

[ Mo yMonyadkio AnA OB TaBRHL

I Ok l’_ OITHEHA ]

Puc. Oxno BcraBka Tabauibl

* Vcnonp3yiTe 3aroTOBKY TaOJIUIBI U3 CHUCKa JKcmpecc-Tabnuil. Mx crucok
HaxoAuTCs B MeHIO KHOMKUA Tabamma. UToObl BCTaBUTH Takyl TaOJMILy B TEKCT,
MPOCTO LIEIKHUTE HAa €€ U300pakKeHUH B CIIUCKE, 3aTE€M 3aIOJIHUTE TabJIUIly CBOMMU

JaHHBIMH.
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Puc. Cicok akcrpecc-tadiui

* BBeauTe B TOM MecTe JOKyMEHTA, KyJla HY>KHO BCTaBUTh TaOJIUILy, 3HAKU «+>»
u « » u Haxmute Enter. Hanmpumep, ans co3gaHusi TabIWIBI U3 TPEX CTOJOIOB
HY)KHO BBecTH + + + +. OOparure BHMMaHHE, YTO TaKas 3aroTOBKa 00s3aTEIbHO
JI0JKHA 3aKaHYMBATKCS TUTIOCOM, MHAYe Tabyuila He OyIeT co3aHa.

» Coznaiite TabnuIly Bpy4HYIO TIpu iomMonu koManibl HapucoBaTts TadJauny B
MeHo KkHonku TabGauma. Korma Bel HaxkMmere kHonky HapucoBarh Tadammy,

yKazarelb IpuMeT (popMy KapaHjaiia / . CHagana co3pmaiite ouepTaHusi TaOJIUIIBI, a
3aTeM PUCYUTE TOPU3OHTAIBHBIC U BEPTUKAJIbHbBIC JTUHUU.

Puc. Co3manue Tabaunbl, 3Tamn 2

I

Puc. Co3nanve Ta0bnubL, 3Tan 3

[Ipu pucoBanuu TaOIUIBI HA JIGHTE MOSBSATCA JIBE KOHTEKCTHBIC BKIIAJIKU —
PaGora ¢ tabimmumamum — KoncTrpykrop u Pabora ¢ tabummamm — Maker
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(mompoOHee 00 3TmX BKIagkax unrtaiite HUxe). C momompio BkIaaku PabGora c
TadaumamMu — KOHCTPYKTOP MOKHO U3MEHSATDH TUIIBI M IIMPHUHY JIMHUN B TPOIIECCe
pucoBanusa. Kpome TOro, wucmonb3ys HHCTpyMeHT JlacTMK, MOXXHO yIaJHTh
HapucoBaHHbIe JIMHUU. [lociie co3manust TabnuIbl OTOXMHUTE KHONKY HapucoBaTth
Tabiuny Ha BKiIaake Padora ¢ Tabiumamu — KOHCTPYKTOpP WM HaXMUTE
KiaBumy Esc.

* Ucnonb3yst komanay Tadauma Excel knonku Tadauna, BCTaBbTe B JOKYMEHT
Word Tabnuity Excel. [Ipu 3Tom B nokymente Word oToOpa3sTcst ssdeiiku TaOIuIIbI
Excel, a na nente mosBstcs komaHasl Excel mist pabGoTel ¢ 3JEKTPOHHBIMU
tTabiuuaMu. B sdeliki MOXXHO BBECTH JaHHBIC, BBIIIOJHUTH HAJ] HUMHU OIEpalui,
ucnonbp3ys Bo3moxkHoctu Excel. Ilocie 3Toro Hy>XHO IIENKHYTH Ha IMyCTOM MECTE
BHE sueeK, U Tabnuua OyaeTr BcraBiaeHa B JokyMeHT Word. B Takom ciydae Tabnuia
OyzZeT BcTaBlieHa eAMHBIM 00BEKTOM. {7151 ee peakTHpOBaHUs HYKHO OYIEeT IBaXKIbI
HICJIKHYTh HAa HEW, YTOObI CHOBA MOSBWIMCH KOMaH bl Excel.

f;z g - @)+
2)

— TnagHan Ecraska PasmeTka cTpaHiubl Cehinkm

2] TuTyneran crpanmua ™ j = JSJ -_;J DUrypel
_] MycTan crpadnua I—EI B ] —J Smartart
Taénuua| | Puoynor  Knwn

>f| PaspeiB cTpaHuLE

fill Avarpar

CTpaHuLb BcraBia TaBnuipl

I A
I |

I O |
I I |
I I |
I O [
I |
I [ |

[ | BcraBuTe TaBAMLY...

j HapucosaTe TaBanuy

-_.1 Tatnuua Excel %

_:] Skcnpecc-Tabnnusl 4

Puc. Komanna BctaBku B TokymMeHT Tabnuisl Excel
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Puc. BcraBka B nokyment Word tabmuier Excel
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* IIpeoOpa3oBath HaOpaHHBI TeKCT B Tabmuily. [Ipm 3TOM TEKCT, KOTOpBIii
OyIeT 3aHUMaTh OJHY SYEHKY, MOJDKEH OBITh OTIEJNEH OT TEKCTa, KOTOPbIA Oyner
3aHUMAaTh JPYTYyI0 S4YelKy, KakKUM-HHOyAb pasfeiuTesieM (Hampumep, TalOylsiue
unu ab3areM). BeigenuTe STOT TEKCT, MeperauTe Ha BKIaAKy BeraBka JICHTHI,
HIEIKHATE Ha KHONKe Tabauua u BeinonHuTe komanay IlpeodpasoBars B Tadmmy.
OTKpoeTcss OJHOMMEHHOE OKHO. YKaXHT€ B 3TOM OKHE KOJIMYECTBO CTOJIOLIOB
(KOJIMYECTBO CTPOK IMPH 3TOM OyAET 3aJaHO aBTOMATUYECKH), 3aJaiiTe pa3/ieIuTeNb,
KOTOpBIM ObUT HMCHOJB30BaH MNpU Habope Tekcra, nu Haxkmure kHomky OK. B
pe3ynbTaTe TEKCT MPeoOpa3yeTcs B TAOIUILY.

e

Bydep obnena &

g

T j % lanal -la

Wpngt

PazueTxa crpaniy

Aoxymentd - Microsoft Word

Cosne Paccenki PeusHIMpOBaHME By

|A& &[] == BT spece ammbode AaBbLC
orsmms || - e |22 A [ (1= 8- ]| 7 oS Ty e, Jaronono.. - WaMemTs

& AB3aly

; % % Haiim -

¥ Jauenums

cman = || W Bagemam,
Crunm s |PenakTupoBanie

Hazganue
SHaveHHe
Hazsanue
SHaveHue

aliceblue
#FOFSFF
lightsalmon
#FFAOTA

#FAEBD7

#20B2AA
aqua
#00FFFF
lightskyblue
#87CEFA
aquamarine
#TFFFD4

#778899
2ZUre

antiquewhite

lightseagreen

lightslategray

— H

. ik
! Crpammua: 1 wel | Ukero enom 59 OB pycoorit e

| EEIEIR e e=—=—=——CT"

Puc. TekcT, KOTOPBIN HY)KHO NpeoOpa3zoBaTh B TaOIMILY

@ )~ 15 g B Aoxymentd - Microsoft Word - = X
~ | aasnan Beraska PazMETEa CTRAHMLE Cosanum PaCEEAKN PeLieHEHpOBAHIE Bia (7]

“ﬁj _'t Times New Roman  ~ |10 (& x| (1= - 1= - 57| [ )[4 [T]| | Aszecepe] awmbeede AaBbBC e‘ '?:::::;m

Boame (M & - sbe o x A2 A (B T (15[ 8- G| [T ot | 15 umre.. Jaronoso.. - Wamerarre :Ewnm_

Bygep obmena LWipwgr C Agzay f Crvm fa | Pegakmuposanme
E

HaseaHue 3HaYeHHe Hassaumue 3HaveHHe

aliceblue #FOF8FF lightsalmon #FFAOTA

antiquewhite #FAEBD7 lightseagreen #20BZAA

aqua #00FFFF lightskyblue #87CEFA

aquamarine #TFFFD4 lightslategray #778899

azure #FOFFFF #BOC4DE

beige #F5F5DC #FFFFEO

bisque #FFE4C4 lime #00FF00

black #000000 limegreen #32CD32

blanchedalmond #FFEBCD linen #FAFOE6

blue #0000FF magenta #FFOOFF

blueviglet #8A2BE2 maroon #800000

brown FASZAZA mediumaquamarine #66CDAA

burlywood #DEB887 mediumblue #0000CD

i - —

Crparmua: 1 3l | Yweno caom: 59 B pycomi Ewr &l HE'B'Q'Q-IW

Puc. Tekcrt, mpeoOpa3oBaHHbIN B TA0IHILY
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2. PenaxkTupoBanue TadIuUIL
K onepamusm penaktupoBaHus TaOJIMIl OTHOCATCS Kak ACHCTBUS, KOTOpHIE
MO>XHO MPOMU3BOAUTh C TEKCTOM B SYEKax, TaK W C DJIEMEHTaMH TaOMuIbl —
CTpOKamH, cToJ0amu, rpanuiaMu. [Ipu BoiaeneHnn TabauIbl Ha JEHTE MOSIBISIOTCS
JIB€ KOHTEKCTHbIC BKiIaaku — Padora ¢ tabmmuamu — Koncrpykrop u Padora c
TabauuamMmu — MakeT, KOTOpble COAEpKaT CIelUHUaTbHbIe WHCTPYMEHTBHI JUIs
peIaKTUPOBaHUs TaOIUII.

2.1. PenakTHpoBaHHUE TEKCTa B TadJuIe

PaGora ¢ TekcTOM, HAXOASUIMMCS BHYTPU TaOJIMIIbI, TPAKTUYECKH HUYEM HE
OTJIMYaeTcsi OT PpaldOThl C OOBIYHBIM TEKCTOM. JJIsi MaHHBIX TaOJUIBI MOXHO
yCTaHaBJIMBaTh JI000€ (QopMaTUpPOBaHUE, HCIOIL30BaTh MPUBBIYHBIE KOMAHJIbI
penaktupoBaHus. [ mepeMerieHuss MKy sYeHKaMy HCIOIb3yeTcs KiaBuina 1ab,
KJIABUIIY YIPABJIEHUS KypCOPOM WU MBIIIIb.

Jist ynaneHuss TEKCTa BHYTPU TaONMUIBI BBIICIUTE TaONUIy M HaXKMHUTE
knasuiny Delete.

Tekcr, HaxongmuMica BHYTPU TaOJMIIBI, UMEET cBou ocobeHHocTu. Hampumep,
€My MOYKHO 3aJ1aBaTh JIF000€ HaNpaBJIeHUE CIEAYIONUM 00pa3oM.

I. VYcraHoBute Kypcop B SYEHKY, TEKCT KOTOpPOW JOJKEH TOMEHSTh
HaIpaBJICHUE, W BBIICIUTE HYKHbIN (DparMeHT TaOIuUIIbI.

2. [lepeiinute Ha BKIaaky Padora ¢ Tabaumumamum — MakeT JICHTBI.

3. Haxxumaiite kHonky HamnpasjieHue Texkcra B rpymnne BuipaBHuBaHHMe 10
TEX TOp, MOKa TEKCT HE MPUMET HY>KHOE HalpaBJICHUE.

.
Y = - Ackymentd - Microsoft Word PafioTa ¢ TaBAnUAMK - 8 3
R Ae K 4 - M ft Wor ! %

4/ |
- MnasHan Ecrasxa PasmeTcs TPEHMLE Cenlaen Pactunei PeugHInpoBaHnE {17 Kancrpyetop Mager L#l
Ly Bugeante v 5 i 3‘] o BorasuTe canzy 8 OBwegmmuTe auedinn | Q] |2 em B EEE A= e
| L] 3
+ —
3 Orofpaus cemey } 1k Berasuro cneea il PazGnte aueiicn G422 cm :J = (= = —
e Yaanwme | BorasmTe 1 - Hanpagnenwe Mons | Jadwwe
2 Coohicrea - tsepyy LB Boramwrs cpasa ] PasGuTe TaBanuy kil AsTOmoaBop - T P e Asefkn

Tagnuua CTpoKK W CTonsLs ] DELEAMHNTE Pasmep SusiE i BripseHunanne

Puc. Knonka Hanpasnenue tekcra

Kpome Toro, TeKCT MOXKHO BBIPOBHATH B ITYEMKE OTHOCUTEIIBHO TPAHUIL STYCUKHU:
CBEpPXY IO JIEBOMY Kparo, CBEPXY IO LIEHTPY, CBEPXY MO MPaBOMY Kparo, MO LEHTPY
MO JIEBOMY Kparw M T. J. OTO MOXKHO CJeJIaTh C IOMOIIBI) KHOMOK TPYIIIbI
BoipaBuuBanue Bxiajku Padora ¢ tabiaunmamu — MakeT JIGHTHI WIH MOJMEHIO
KOMaHbl BhIpaBHHMBaHHE sideeK KOHTEKCTHOIO MEHIO, KOTOPOE MOSIBJISETCS MPHU
LIEITYKE TPABOM KHOIKOM MBI HA TEKCTE B STYEHKE.

KoreTpyeTap R ETE

—
—
—
—_—
—

fnpasneHn e MNona
TEKTE AuEidK

ELlpaBHHsaHME

Puc. KHomnku a1 BeIpaBHUBaHUS TEKCTA B sTUCHKaX TaOTHUIIBI

2.2. W3MeHeHHe pa3zmMepa H MOJ0KEeHUS TAOJIUII
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Jnsa  penakTupoBaHus TaOJMI] HCHOJB3YIOTCS MapKephl TMepeMenieHus |
U3MEHEeHUs. Mapkep nepeMenieHns MosBISIETCS] B BEPXHEM JIEBOM YIUTy TAOJIULIBI IPU
HaBEJCHUU yKa3aTessl MbIIIM Ha Ta0NMIly WK Liesnuke Ha Tabaune. OH nmeer popmy
KpeCcTHKa B paMKe. Eciii Ha)kaTh Ha HEro U, HE OTIIYCKasl KHOIIKY MBIIIH, IIOTSAHYTH,
TabJINLA IEPEMECTUTCSL.

iy

Puc. Mapkep nepemMenieHus Ta0IUIbI

[IlenkHyB Ha Mapkepe epeMeIIeHHs], MOXKHO OBICTPO BBIICIUTDH BCIO TAOIUILY.

Mapkep u3MeHEHUs: pa3Mmepa TaOJIMIbI MOSBISETCS B MPABOM HUKHEM YIIIY,
€CJIM yKa3aTellb MBIIIM HaXxOJUTCA B Mpejaenax TaOnuipl. Eciu HaxaTh Ha Mapkep
U3MEHEHHS pa3Mepa TaOJuIbl W TOTSHYTh Ha HEKOTOPOE paccTOosHUe, Tabiuia
M3MEHUT pa3mep. [Ipu 3ToM Bce cToNOLBI U TYEHKH U3MEHSTCS IPOMOPLIMOHATIBHO.

u

Puc. Mapkep usmeHenust pazmepa TaOJInIbl

2.3. Broigeienune Ta0JIMIbI

YroObl BBIACTUTH CTPOKY HIIM CTOJOEI[ TaOJMIIbI, BOCIOIB3YHTECh OHUM W3
CIOCO0OB:

* BBIJICJINTE HY)KHBIC YUACTKH TAOJMIIBI IO siueiiKaM, MPEIBAPUTEIHHO HAXKAB U
yIEPKUBas JIEBYIO KHOIIKY MBIIIIH;

* MOABEIUTE yKa3aTellb K JICBOW TpAHHIIE CTPOKH HIIM K BEPXHEH TpaHUIIE
cTOJI0I1a, ITOCIIC YETO MEIKHUTE KHOMKON MBIIIIH.

Hepenxo, ecam Tabnmiia pacmojaraeTcsi Ha HECKOJIBKHX CTPAaHHUIAX, BBIICIHUTH
IpY MOMOIIM MBIIIK HY)KHBIC SYCHKH OYCHb TsDKEs0. B 3TOM ciydae, Kak U IMpH
paboTe ¢ TEKCTOM BHE TaOJIMIbI, MOXKHO BBIICIATH HYXXHBIH Y4acTOK, YACpKHBas
Hakarou knasuiry Shift u mepemerast kypcop npu nomornu kinasuir T u |. Eciu ke
y Bac MbIIIb ¢ PYHKIIMEH MPOKPYTKH, BbI MOXKETE MPOJIENIATh TO K€ caMoe Topas/io
obicTpee: knaBuiny Shift 3aMeHHT JieBast KHOIIKA MBIIIIM, a KJIaBUIIH T U | — KOJIECO
POKPYTKH.

2.4. Jlob6aBieHue M yaajieHHe 3J1eMEHTOB Ta0JUIbI
[Ipu penakTupoBaHuu TaOIUIBI MHOTAA ObIBAET HEOOXOAUMO JA00ABIATH B HEe
JOTIOJTHUTENbHBIE 3JIEMEHThI — CTPOKH WJIM CTOJIOIBI. [ 3TOro BBIAENHMTE TakKoe
KOJIMYECTBO CTPOK MJIM CTOJOIIOB, KakOoe HY)XHO J00aBUTh. 3aTeM MeperauTe Ha
BKiaaky Padora ¢ Tabimmuamu — Makert neHThl U B rpynne CTPOKH M CTOJIOLBI
HaXMUTE HY)KHYIO KHONIKY: BeraBuTh cBepxy, BeraButh cHn3y, BeraBurth cieBa
ninu BeraBurh cripaBa.
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ﬂ ﬁ r:ﬁ BCTaEWTE CHW3Y

| BeraguTs cnesa
¥aanate | Brraewte
- cBepxy {# BerasuTe cnpaea

CTpokW U cTonGLR I}

Puc. I'pynina Ctpoku u cTonOusl Bkiaaaku Padora ¢ Tabnmuuamu — Maket

Eme oguma cmoco6 mgo0aBieHWs AIEMEHTOB B TaOmuiy — okHO JloOaBiieHue
siyeek. /)1t ero MCIoIb30BaHMsI EIKHUTE Ha KHOIIKE, KOTOPast HAXOUTCS B TIPAaBOM
HIOKHEM yriry Tpynnsl CTPOKH W CTOJOIBI. B OTKPBIBIIEMCS OKHE YKa)XXUTE, Kak
HY)KHO IPOM3BECTH BCTABKY: CO CABUTOM BIIPaBO; CO CIIBUTOM BHH3; BCTABUTH IICITYIO
CTPOKY; BCTaBUThH IIEIIBIA CTOJIOCII.

() Co cABMroM EOPAED

£
() BCTAEMTE LENYHD CTROKY

() BCTAEMTE LEnBIA cTonbey,

l O ] [ CTMEHA

Puc. Okno Jlo6aBrieHue sueek

JIns ynaneHus 3JIEMEHTOB TaOJUIbI BBIICIUTE TO, YTO HEOOXOAUMO YAAIUTh, U
WCIIOJB3YWTE MEHIO KHONKH YJaJUTh, KOTOpas Haxomurcs B rpynme CTpOKH u
cToJiOnel Ha BKIanke PaGora ¢ TtadammamMu — Maker JIEHTBL. DTHM K€ MEHIO
MOYKHO T0JIb30BaThCS JJIsl YJaJeHUs BCEU TaOIUIIbI.

B
¥aanyre|  BoraewTe
-Vl} cEepy i BoraguTe cnpaea

P

ik é BCTaBWTE CHUSY

H BcrasuTe cnesa

| I | YaanuTe auerkm..,
#' | YaanuTe cronBuel
Y¥aanuTE CTPOKK |

e
|_‘._J ¥aanuTe TabanLy

Puc. Mesro kHonku Y JaJIUTh

I[JI?I YAAJIICHUA BBIACIJIICHHOI'O OJICMCHTA MOKHO TaKIKC BBIITOJIHHUTD
COOTBCTCTBYIOINYIO KOMAaHAY KOHTCKCTHOI'O MCHIO.

2.5. H3MeHeHHUe pa3MepoB 3JIEMEHTOB TA0IUIIbI

[IupuHy cTONOIMOB W BBICOTY CTPOK MOXKHO HW3MEHATh HECKOIBKUMH
criocobamu. Camblii TPOCTOM CMOCOO — MPU MOMOIIY MbIIIK. {715 3TOro moaseauTte
yKazaTellb K TPaBOM TpaHHUIle CTOJONA WM K HWXKHEH rpanwmme ctpoku. Korma
yKazaTelnb MpUMEeT (GopMy IBOWHON JIMHUM CO CTPEJIKaMH, HAaNpaBJICHHBIMU B
MIPOTHUBOIIOJIOKHBIC CTOPOHBI, IEPEMECTUTE TPAHUITY CTOJIOIA WIIM CTPOKH B HY)KHOC
MECTO, HE OTMycKas KHOMKY MbImU. [Ipn 3TOM TyHKTHpHaAs JUHUSA Oyjaer
MOKa3bIBaTh, e OyAeT yCTaHOBJICHA HOBAsi TPAHUIIA.
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[+

Puc. YcranoBka rpanuiibl TabIUIIbI

Ecnu Hy)XHO 3a7aTh TOYHOE 3HAYEHHUE IIMPHUHBI WM BBICOTBHI SYEUKHA, MOXKHO
HCIIOJIb30BaTh COOTBETCTBYIOLIME T0JIsA Tpynnsl Pa3mep siueiikm Bxkiagku Padora c
Tabjuuamu — Maker Ha JICHTe.

illosem I HE
=
0

HEH =
i ABTONOABOD ™
Pasmep a4erkn

Puc. I'pynna Pazmep sueitku

2.6. ABTONOAGOP IIMPHUHBI CTOJOLOB

Pabotas ¢ tabnunamu, Bbl 00s13aT€IbHO OOpaTUTE BHUMAHUE HA OJHY JETAJb:
IIUpUHA CTOJIOIA OOBIYHO CJIMIIKOM Majla JUIsi TEeKCTa, I0ATOMY IMporpamma
MIEPEHOCUT €0 Ha CJIEAYIONIIYI0 CTPOKY, YTO 4acTO He Hyx)HO. OnpenelnuTs 3apaHee,
CKOJIbKO TOYHO MECTa MOHAI00UTCsI, OY€Hb TPYJAHO. VIMEHHO AJi ATOTO CYIIECTBYET
KOMaHJ1a ABTONOAOO0P. /{15 €€ UCIoab30BaHus ClIeNIalTe CIeayIOIIee.

1. Beizenure Tabmuiry.

2. Ilepeiinute Ha BkIanaky Padora ¢ Tabamuamu — Maket jeHTsl. [lenkauTe
Ha KHOIIKE ABTONOAOOP.

3J 0,19 cm

3 Bf | EEE A=
= AR i —
P anpasn
FRmmoroniony] | == = e

A_ETGH-JAE\% Mo COgepRNMOMY B

LR B

g a
e | ABTONOABOP NO WWPKHHE OKHE

| §

T FH | PMKCMpOBaHHAR WWPKWHA CTonGLa

Puc. MeHto kHOTIKH ABTONOI00D

3. Beibepute HyXHBII TapaMeTp:
ABTONOAOOP MO COJEPKUMOMY — IIHPUHA CTOJIOLA YBEIMYMBACTCS WIIU
YMEHBILIAETCSA B COOTBETCTBUU C COACPKUMBIM SYEEK;
* ABTONOAOOpP MO HIMPUHE OKHA — JAHHBIA BapUAHT MOKHO HMCIOJIb30BATbh,
ecy TaOJMIla BBHIIUIA 32 MPEJETbl CTPAHUIIBI WIW €CIIM HYXXHO CeiaTh HIUPUHY
Ta0IUIIBI paBHOM mupuHE pabodeit 001acTH.

2.7. CpBolicTBa TAa0IHULBI
B Microsoft Word 2007 ectb ouenb y100HBIA HAOOp PyHKIMH, 00bEIMHEHHBIX
B okHe CBoiicTBa TadaMubl. ET0 MOXHO OTKpBITh, IIEIKHYB IPAaBOW KHOIKOMN
MBIIIK B JIIOOOM MecCTe TaOJMIbl U BHINOJHUB KoMaHay CBoiicTBa TadJMubI WM
HaxaB kHonKy CBoiicTBa B rpynne Tadauna Ha Bkiaake Padora ¢ rabaunamu —
Makert JICHTBI.
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CeoHCTEA TabaHLbI

Tafnvua | Crpowa | Cronfeu | A-efika |
Pazmep

2| eaprvuer | MpoueHTel |

OTCTYM CNEE:

|0em il

I

cOpasa

PasmellEHKE, .,

[DJaHHleIH3aJ‘IHBKa... ‘ [HQJGMETDbI... I

[ OK l’ OTHEH ]

Puc. Oxuo CBoiicTBa TaOJHIIEI

B mmanoroBom oxkHe CBOMCTBA TAa0JMUBI MOXXHO ONPEAECIUTH CIEAYIOIINE
MapameTphl:

* pPacmoJioKEHUE TAOIUIIBI IO OTHOIIEHUIO K TEKCTY;

* TPAHULIBI U TCHU;

* mapamMeTphl KaXJA0r0 CTOJIONA U CTPOKH TaOJIUILIbL;

* PacIoJI0KEHUE TEKCTA B AYCHKE.

2.8. Crnam Tadaun

Ecou odbopmienue Tabmuip sl Bac SBISETCS JIEIOM HEJETKUM WIIM K€ BBI
MIPOCTO HE pacrojaracTe JOCTATOYHBIM  KOJMYSCTBOM  BPEMEHM, YTOOBI
dbopmatupoBaTh TaOIMILy, BBl HaBEPHSAKA OLICHUTE HAIMYME CHEHUATBHBIX CTHIICH
tabaui. C UX TOMONIBI0 MOXXHO CO37aTh KpacuBO OGMOPMIICHHYIO TaOJuIly 3a
CUMTaHHbIE CEKYHJIbl. Bbl cMokeTe ObICTpO M0100paTh CTUIIBL OPOPMIIEHUS TAOIHUIIBL,
CO3/1aTh CBOM BapuaHT 0OPMIICHUS UM HEMHOTO U3MEHUTh UMEIOLTUICS.

Crunm  T1abmunpel Haxomarcss Ha Briaake Padora ¢ TadbaupmamMum —
Koncrpykrop B rpynne Cruiam Ttadaumu. [lo ymonyaHuio Ha 3KpaHe BHIHO
HECKOJIBKO CTUJIeH (MX KOJMYECTBO 3aBUCHUT OT pa3pelieHuss MouuTopa). st BeiBoja
MOJHOTO CIHMCKAa CTWIEH IIEeJIKHUTE Ha KHOMNKE OTKPBITHS JHAJIOrOBOTO OKHA
JlonmoJiHMTEIbHBIE MapaMeTPbl, HA KOTOPOW HM300pakeHa CTpEiKa, HampaBJIcHHAs
BHM3. [10SIBUTCS TTOJIHBIM CIIUCOK CTUJICH.

__________ 5233:»1&:3 x

__________ L I'pEHIﬂLI,I:ITl

CTinm Tabamw,

Puc. I'pynna Ctunu Tabmuist

[Ipy HaBeneHWM ykasateysi MbIIIM Ha oOpaser] CTWIS Tabjuila B JOKYMEHTE
cpa3zy NpuUHHUMAaeT BbIOpaHHOe odopmieHue. (s MmoaTBep KIaeHUs] BbIOOpA CTHIIS
HY>KHO IIEJIKHYTh Ha €ro oopasiie.
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Word mpemmaraer okojio cTa BapHaHTOB aBTOMATHYECKOTO (hopMaTUPOBaHUS
JUISL pa3HBIX BUIOB Ta0auIl. Eciiy jke BbI HE HAIIUIM MOJIXO/ISIINN BapUaHT, TO MOXKETE
co3math cBoW. [l co3maHus CBOETO CTWIIS TaOJHMIlbI Ha OCHOBE BBIOPAHHOTO
koMaHA0¥ U3MeHUTh CTHJIb TaOJIUIIBI MEHIO BEIOOpA CTUJICH.

raS, BT~ | Acwysrnd - Microsolt Word Parfiota ¢ 1afi s =TE
'J}
Tnagmasn Boranss FaTmenea crpasiys Coomiarm Pt Ca Pt nImMpOsanie Owg KoMcTpyeTop et £ 7]
¥ Crpoia sarnannea ¥ Mepnudi eraakey Npocnae s | E ed
Crpuxa nroros Muousesrmi crondey | EEEEE F e
| EEEEE | Hapniusams Mo
& urpagempees opaea (7] sepegreapees mensu ||| | |
2 EEEEE|
Mapaweipe cowai 1 r

Hasganue
uliceblue
antiguewhite

anqua

aquamarine

heige

bisgue

black
blanchedalmond
blue

hluevinlet

brown

hurlywood

4| M. oAk Tag ninpa

ﬁ CYHCTHTS

o Cosagie crisee tafianue..,

Croamnua 18] | YMEIS IGE SE | TD swramBooe (WA | 7]

Puc. Boi6op ctuins Tabnuiisl

B nosiBuBmiemcs okne M3MeHeHHMe CTWJISI MOXHO BBIOpATh THII, IIBET JUHUH,
3aJIMBKY, TAPHUTYPY, KEeTJb MpudTa TeKCTa U Jp.

Hzise HEHHE CTHAA

CEOHITES
Motz | Cpeanan ceTia 2 - AxusrT 4 |
CTHAE! Tabnuukl
QCHOESH Ha CTHNE! | H OBkdHad TabnHLa v |
POPHMATHROESHHE
TMPMHMEHMTE BOPMATHROEEHHE K: |ch Tabinuua v |
|Cambria (3aronostH) v” 11 v|| X & 4 | I
| B — v” 0,5n7 v” AETO v| EH'H v||||:=]|v|
Ane Pes Map Hroro
Cesep 74 7 15 19
3anag 6 4 7 17
Hor 8 74 9 24
LWpkdhT: (N0 yMonYaHMi) +3aronoekk, LEeT wpmnTa: TekcT 1, Men ycTp MHTEPEAN: 0AMHAPHEN, MHTEpEAN Mocne: ONT, paMka:
{0AMHapHAA, AKUEHT 4, 1 NT MMHKA), ¥30p: HeT (AKWeHT 4), MpHopHTET: 63, OCHOBaH Ha cTHNE! OObIMHAA TAOMLE
(3) Toneko & 370M AdkymerTe () B HOBBR AOKYMEHTAX, MCOMB3YHILWAKY 3TOT WabnoH
o] [omes

Puc. Oxuo U3menenne cTiis

S7



JIns co3maHusi HOBOTO CTWJISL TaOIMIBI BOCHONIB3yHTeCh KoMaHjod Co3aathb
CTWJIb Tadauubl MeHIO BbiOOpa crtuieid. IlosButrcs oxHo Co3gaHue CTHIIA,
aHasiornyHoe okHy M3MeHeHWe cTWwisi. B 5TOM OKHE Takke MOXHO yKa3aTh THII,
I[BET JINHUHM, 3aJIUBKY, TAPHUTYPY, KeTJIb mpudTa TeKCTa U T.1.

2.9. CopTHpoBKa JaHHBIX B TadJuIe

CopTupoBKa JIaHHBIX — OTO OJIHAa W3 HaubOoJiee BaXKHBIX KOMaHJI IS
opraHu3anmuu TaOMUIEl. [[eapl0 COPTHUPOBKM YACTO SBISCTCA YIOPSAOYMBAHUC
3amuceil Ha OCHOBE BHIOPAHHOTO KpuTepus. YacTo COPTHPOBKY HCIOJB3YIOT, €CIU
JaHHBIC B TaOJMIle HAOMPATUCh TIOCTCTICHHO, W KaXKJas 3allHiCh MPOW3BOIUIACH
MPOCTO Ha OJIHY CTPOKY Hipke. Haiitu nundopmarmio B Takoit Tabnuile 0O4eHb TPYIHO,
MIPUMEHEHUE COPTUPOBKHU MTOMOTAET YIOPSAOUYUTH JaHHBIE.

JI71s1 COPTUPOBKY JAHHBIX B TAOJIMIIE CACIANTE CIEAYIOIIEE.

1. BeiGepute cTONOMBI i1 COPTUPOBKH WM YCTAHOBHUTE Kypcop B TaOJHIIC,
€CJIM HY>KHO OTCOPTHPOBAThH CTOJIOCIT IMOJTHOCTBIO.

2. Ilepeiinute Ha BKiIaaky Padora ¢ tabimunamu — MakeTt, H&KMUTE KHOIIKY
JlaHHBIEC ¥ TIETKHUTE Ha KHONIKE COPTHPOBKA.

2

CopTpoEKa

== MNpeo6pasoeate B TEKCT

Jx ®opmyna
faHHbie

Puc. I'pynna lannsie

3. B ananoroBom okHe CopTHPOBKa BBEIOEPUTE CTOJIOEI], IO KOTOPOMY HYKHO
BBINIOJIHUTh COPTUPOBKY TaOmuubl B cnucke CHavana mo. CronOusl 371ech
MIEPEYHCIICHbI 110 HA3BaHUSM CJIEBA HAIIPaBO.

CopTHpoexa

CHa4ana no
HazgaHwe M| THn: | Tekct LS '-T;-‘I'IUEOBDBCTGHHPO

) no wBeEaHHH
Mo |absauan w| i

SaTem no

W | THn: | TekcT Evs ¢Ei'n0593pac-raﬂnm

() no yBBIEaHHH
Mo:  |absauan e okl

SaTem no

CIHCOK

(%) co cTpokof zaronoeka () fies CTpOKM 3aronoeka

e

Puc. Oxno CoptupoBka

4. BoiOepuTe THUIT JAaHHBIX COPTUPOBKH: TEKCT, YUCIIO UITU J1aTa.

5. YcraHoBUTE THUIT COPTUPOBKH: 110 BO3PACTAHUIO WM 110 YOBIBAHHUIO.

6. Ilpu HeoOX0UMOCTH YCTAaHOBUTE MapaMETPhI /111 BTOPUYHON COPTUPOBKHU IO
BTOPOMY U TPETbEMY CTOJIOAM.

7. Ecnu HYXHO NPUMEHUTh COPTUPOBKY, IPU KOTOPOMl OYIET YUYHUTHIBATHCA
peructp OykB, HaxmuTe KHONKY Ilapamerpsl U ycTaHOBUTE (PJIa’KOK YUUTHIBATh
peructp B obsactu [lapameTpbl COPTUPOBKH.
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[laparseTpbl COPTHPOEKH

PazaenMTens noner

MapateT Okl COPTHROBKH
[ Tonekn cTonGus!

[[] yumThiEaTE pErHCTR

AsbiE

|pyccn<nﬁ ‘ﬁ|

l Ok i[ CTMEHS ]

Puc. Oxno [TapameTpbl cCOpTUPOBKU

8. Haxwmute xnomky OK, 4YToOBI MOATBEPAUTH BBHIOPAHHBIE IapaMETPHI
COPTHUPOBKH.

2.10. O6benuHeHue siueeKk U OOpamiIeHHe TAOTUIIbI.

Jlns o0ObeTMHEHUS STYeeK HeOOXO0IUMO:
- BBIAEIUTH STUYEHKH;
- BBI3BaTh KOHTEKCTHOE MEHIO IIETYKOM MTPABOM KHOITKOH MBIIIIH;

\llgi
j fraswsn  Bowsca  Pawemcacrpawas  Counn  Paccnn  Peuswwposawie  Bna  Kowcpykop  Maker |

[¥] cipoxa saronoexa V! Mepeuii cronbeu — 2 2anvexa - = = E 3
[Erpamme] 05 —M8M— - = =
alaicernepa - T
Hapucogars rpansLs
|11 4121 138 -14- 1 (15 1 16+ (RN

I crpoxa wroroe I7] Mocaeasnii cronGey
V] Uepeayroupeca crpoxu I Uepeayloumecs cronbust
Napamerph cruned 126y

Galbri0cn <11 - A x A- F
X X EY-A- -

Boraeume
YAamime Aueitn...
43 Obmeanmms Aueinn
D | rpamnus u sanuexa...
I} | Hanpasneswe rexcra...
BspasHuBaHIe Aueex
AgTonoaGop

3 Ceofictea rabnuu...

Puc. O0bennHeHne ssyeekK.

BblOepeM TMyHKT O0beIMHUTH SMeKH 1 TPOM3BEIEM ILETHOK N0 HEMY JIEBOW KHOIKOM
MBILIY;

| Crpora saronoeia [V Mepesii croney

7] crpoxa wroros 7 Mocneawwii cron6ey

W] Uepeapoupecs crporn 71 Uepeayioumecn cronbus
fapaverpel cuneit T3

TaGauual.

Puc. Pe3ynprar 00beTMHEHUS STUCEK.

I[J'ISI 3aBCPIUICHUA HGO6XOI[I/IMO BBIPOBHATH IIUPUHY CTOJ'I6I_IOB.

59



Jlist u3MeHeHus: oOpaMJIeHUs STYEEK MIATKU HEOOXO0AUMO:

- TIOCTaBUTh KypCOp BHYTPHU TaOJIUIIbI;

- BO BKJIajke Padora ¢ tadiimunamu — Koncrpykrop B rpynne HapucoBatb
IpaHUIIbl BEIOpATh HEOOXOAUMbIE TOJIUHY U CTUJIb TIEPA;

abnmyam

Paerca crpammus  Counkn  Paccinol  Peuewwposande  Bag  Kowcpyxiop | Maker

bes rpaHuub!

Puc. 3menenue crums nepa.

3. TabyaupoBaHue TeKCTOBOI HH(OPMALIMU B TAOJIMIIE.

TabynupoBaHue TEKCTOBOW WH(OpPMAIMK TPEACTABISIET CHOCO0 CMelleHHus
TeKCTa BHYTPH ad3ana ¢ noMmouibio kiasuimu 1 AB.

Haxarue xnasumm TAB mpuBoauT K rOpM30HTAIRHOMY CMEIICHHIO Kypcopa
BBOJIa Ha OIPEJEICHHOE PAacCTOSIHUE K MpaBOy rpaHulle cTpaHulpbl. [lo ymomyanuio
paccTosiHue, Ha KOTOpPO€ CMellaeTcs Kypcop BBofa, (ukcupoBaHo. OHAKO,
CYILIECTBYET BO3MOKHOCTh MPOU3BOJIBLHO YCTAHOBUTH TOUKH MEPEMENICHUS Kypcopa C
MTOMOIIIBIO TaOYIISIIINY, Ha3bIBa€MbIe TAOYJICTOIIAMH UITH TIO3UITUSMHU TaOyIISIIIH.

[To3uumu TaOyNSIUU yCTaHABIMBAIOTCS AJIA KaXXAOro ad3ala WM TPYIIbI
a03ameB C¢ IMOMOIIBIO MACIITA0HOW JNWHEWKH WA auajiora Bkianka [iaBmas —
Aod3anr —Tadyasimus.  CymecTByeT HECKOJBKO BHJIOB TO3UIUN TaOyIISIINH,
OTpeesieMbIX CITOCOOOM BhIPABHUBAHUS TECTA B JAaHHOM TOYKE ab3aria.
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Bux mozmumm O0o3HaueHnune Onucanue
TA0YyJASA U

C TEKCT, KOTOpPBIA BBOJAUTCA B JTaHHOU
BBIPABHUBAHUEM [L] MO3UIMU TaOyJsiuuK, OYyIEeT BBIPOBHEH
T10 JIEBOMY KParo T10 JIEBOMY Kparo.

10 IPaBOMY P TEKCT OyJET BBIPABHUBATHCS 110 MPABOMY
Kparo Kparo

10 1IeHTpY TEeKCT OyJeT BBIPAaBHUBATHCS IO IEHTPY

MO3UIIMH TaOYJISIINH

Tekymuii BUA TO3UIMU TAOYISIUM YCTAHABIMBACTCA NIETYKOM MBIIIHA IO
KHONIKE « Tl mo3uuuu Tadyasauumn.

R N N AN B R R R R |

Knomnka YCTAHOBKH THIIA TIO3UITUUN Ta6yn;1u1/11/1 ]

Jnst TorO, 4TOOBI CO37aTh MO3UIMU Ta0yJIAIUU ab3aia, HE0OXOAUMO:
1. mpowu3BecTH HIEITYOK MBIIIBIO IO MACIITA0OHOM JIMHENKE
2. TepeMecTuTh 3HaK TalOylcToma IMyTeM IMEpeTacKUBaHUS B HYKHYIO
MO3ULIMIO Ha MAacIITaOHOM JIMHENKeE.
JUiss ucnonb3oBaHus cpeactBa TaOyasimusi B pamMKax TaOJIMYHOM CTPYKTYpBHI,
HEOOXOJIMMO UCIONBb30BaTh coueranue kiasum Ctrl + Tab

4. Bio:keHHbIe TA0JMUbI: CO3JaHUE U HCII0JIB30BAHNE

TaGnuma, kak CTpyKTypa sl pa3MeElIeHUuss TEKCTOBOM HH(pOopMaluH,
BCTaBJICHHASI B IPYTYIO TAOJIHILY, HA3BIBACTCS /10MHCEHHOU mMadauye.

BnoxxeHHble  TaOAMIBI  SBJIAIOTCS  MOIIHBIM  CPEIACTBOM  pa3MEILECHUs
uH(opManuu B ONpeleeHHOM BHUAE. B TeKCT kaxaoW suedku TaOJuIbl MOMKHO
BCTaBUTh APYTYIO0 TAOJUIy, B TEKCT SUEUKH BJIOKEHHOW TaOIMIIBI MOXXHO BCTaBUTh
TaK)kKe BCTaBUTh Tabmuuy W T.1. Takum oOpa3oM, BIIOKEHHbIE TAOJIUIbI, HAPAY CO
CIIUCKaMH, SIBISIIOTCS  TNPEKPACHBIM ~ CPEICTBOM  OTPAXEHHUSI  BJIOKEHHOCTH
uHpopmanuu. [IprBeaemM HEKOTOPbIE MPUMEPBHI.

Ipumep 1. Ilpennonoxum, CymecTByeT CIIUCOK HEKOTOPBIX 0OBEKTOB — HAIPUMED,
cucok npenanpuatnii. Kaxpoe mnpeanpusAtHe XapakTepU3yeT —OINpeaeeHHas
undopmanus: HaumeHopanue, MUHH, anpec, tenedon. Kaxxnoe npennpusitue umeer
CBOE LITATHOE paClMCaHuEe U CIUCOK COTPYAHUKOB. [IITaTHOE pacniucaHue U CMCoK
COTPYAHHUKOB C TAaHHOW MOJENIM SIBISAIOTCS BJIOKEHHBIMU CTPYKTYPaMM JaHHBIX I10
OTHOILEHUIO K MPEANPUATHIO, IPUYEM CTPYKTYPBI JaHHBIX COBEPIIECHHO PA3JINYHBI.
Teneps npeacTaBuM CUTyalMIO, KOTJA 3TH (MM KaKUe-IHOO Apyrue) pa3HOPOIHBIC
[0 CBOEH CTPYKType HaHHbIE HEOOXOAWMO TMpPEACTaBUTH B OJHOW TaOJIUIE Kak
eAuHOW HH(OpMAUMOHHOW CcTpykType. T.K. CTPYKTYpy HHPOpMalUUd OTpPaKkaer
CTpPYKTypa TabJjul, TO HEOOXOJUMO CHUCOK COTPYAHUKOB M LITATHOE paCIUCaHUE
BKJIIOYNTH B TEKCT COOTBETCTBYIOIIUX stueek. [lomyunm:
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Haunmenosanun

Ne e IITtaTHOoe pacnucanue CHHCOK COTPYIHMKOB
npeanpusTus
1 000 Ko Ne ®.1.0. JosxHo
«CUI'MA» Ne | JoskHocTh | Ja- | Okuaan CTh
BO 1 NBanoB A.A. | lupekTo
1 | mpexrop 1 |3000 p
2 | byx-p 1 |2500 2 Cunopos A.Il. | byxranre
3 | Umxenep 5 |2500 p
4 | Boaurens 2 | 1500 3 denopoa Cekperta
5 | Cekp-pb 1 |1500 N.K. pb
4. | IlyraueB H.H. | Umxene
P
5. | BacunbeBa HNuxene
B.A. P

®opmyJia u CUMBOJIBI

5. ®opmyJibl 1 CUMBOJIBI.

5.1 BcraBka ¢popmy.i.

Ha nente BeraBka pacrnionoxkeHa nanesib CHMBOJIbIL, COIEpKAIlas IBE KHOIKHU:

Kuomka

Dopmy.ibl

Puc. I'pynna CumBosbl.

COJICPIKUT

TC wopmyna =~

£2 Cumeon -

CHMEONEI

packpbIBaroleecs

MIPEICTaBICHBI HAanboJee YacTo ynorpedisembie opMyIbl
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2 X

AS] = 3xenpecc-Gaowm = | X Crpoxa nognmen = | TT ©opuryaa =
BorpoetHbiR -

Bunom HeroTona

x+a)t =Z (3)x¥am-+

KBaApaTHOE ypaBHeHHe

—b+ Vb —4ac
T

Mnowane kpyra

A=gmr?

PAINOMEHHE CYMMBI

Nasoro1a™ nln —1)x*
Q4 =14—4————
1!

21

Pap Teiinopa

x x* x°
_1_?_E+?_..‘_ —0 < x <

&

|
| PR Dypee

H - nwx nTr
fx)=ay + [c,ccsTvs.,s'.nTJ
=1 - -

T Bcrasums noeyo dopuyny

Puc. Criucok 9acTeix (OpMyIL.

B HmxHEW 4YacTM MEHIO HAaXOIWUTCSA KHONKAa BceraBuTh HOBYI0O (opmy.y,
KOoTOpasi OTKpbIBaeT JeHTy KoHceTrpykropa mento Padora ¢ popmyiamu.

!'/@ HY9-0 Q3= @ ul v+ BOpA 2007 meToanuka - Microsoft Word PafoTa ¢ opuynammn - =
i naeHas Bcraska PasmeTka cTpaHnusl Ceeinkn Pacceinkmn PeueHsMpoBaHKe Bua Hagcrp ofiku KoHcTpykTOp
T &reosecoenmni| [+ ][w][<] (L[] Fetyx [ % torsme {3 lm A [
 Nuneiinei = : = ==

dopmyna . IE‘ IE‘ _ Apo6b WHaeke Pagukan WHTerpan KpynHeild CkoBka OyHkuws Juakputudeckne Mpegenw  OnepaTtop MaTpuua
- abe OBHMHEN TeKT = - - - - onepatopr  ~ S e norapubm v 5 =
P

CUMBONE CTpykTypH

Puc. Mento Pabora ¢ popmynamu

CepBuc

Jlenta comepxkut MeHIO CepBHC, B KOTOPOM OTKPBIBAE€TCSI OKHO TOHKOM
HAaCTPOUKHM mapameTpoB (popMyi JIJIsi BCTABKU UX B IOKYMEHT

3T -
n { 4 MpodeccnoHaneHbIi

x - -
€3 nHeinei
Dopmyna .
- abe DEBIYHBIA TEKCT
CEepEMLC F]

Puc. I'pynna Cepsuc.
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NapameTpni dopmyn

Ofwme

WpudT no ymondasmio AnA obnacTei dopryn:  JeElELET]

ABTOMATHHECKW NPE0DPA30BLIEATE BLIPEMEHNS B NPOQECCOHANBHEIR hopMaT

[ ¥metblwiTe pasmep BnowerHbix npocTox Apofel B oTobpaxacsx hopMynax
TpK KOMMPOBAHIN OPMY !

() ronuposaTs MathML & Gydep ofMeHa Kak ofisiuHei TekeT

(¥) KonupoBaTL NuHEiHLI hopMaT B Bythep ofMeHa Kak ofbIHHLIA TeReT

Pa3pbiBaTh CTPOKM BMHAPHEIMU ONENATOPEMU 1M OMEPATOPEMM OTHOLLEHMA:
[ ABTOZaMEHE MATEMATUHECKMMA CUMEONEMA, .. ] [ PacriosHaHHele hyHIKLIM. .. ]

MoKassiEaTE HopHy bl
TPl NOCTPOEHWN MHTErpancs
(&) pasMecTUTE MPEASNS! MHTEMPUPOSaHUA COoKY
() pasMECTUTH MPEAENs! MHTEMPUPOSEHIS MO LEHTPY CBEPXY U CHUSY
Mpu nocTpoeHU Apyrux N-apHEIX ONepaTopoE
() pasvecTuTh N-apHble Mpeaens choky
(%) pasmecTiTh N-apHEIE NPEAENE! CBEPXY W CHUSY
Ecnu opMyna 3aHMMaeT oTAENLHYIO CTPOKY:

TNesoe none: Mpaeoe none: |0 #

MNons ofnacTu dopmyn fofaEnAToR K Nonam afzaua.

BLIPABHWBAHME: | MO LEHTPY KaK Mpynny | W

Ecnn opryna 3aHAMaeT HECKOMbKO CTPOK:

(8) pobaenaTe oTcTyn:

) BEIPEBHMEETE CTPOKM MO MPABONY KPS0

Puc. luanorosoe okHo [Tapamerpsr popmy:t.

Mento CuMBOJBI  COACPXKUT MATEMaTUYECKHUE 3HAKK U CUMBOJIBI,
ynoTtpeOisiemMble Py HamMCaHuu (popmyn

[£][=] (== ]~ T L L <[> ][]
=1 F=EE L VT ]s

CHMMBONE

Puc. Menro CUMBOJIEL

Menio CTpYKTYpbI B KOTOPOM OTOOpa)kaeTcsl CTPYKTypa, UCTHOIb3yemas s
HanucaHust Gopmys

XTe*y [0 % orsee g lIm A [i

Apoée MHgexc Pagnean Wuterpan KpynHmn Ceofka @yHkuna Juakputudeckne  MNpegeaw  Onepatop Matpuua
h - v h anepatop ™ - - IHAKKM ™ narapygm = - h
CTRYETYPbI

Puc. Mentwo CTpyKTypHI.

Jlist BBIOOpa BapuaHTa HAMMCaHUsS HEOOXOIUMO BBI3BATh PACKPHIBAIOIICECS
MEHIO BBIOpaHHOU (POPMYIIbI

PaSoTa ¢ gopayasm el e
Haxcrpoe Conopycrop
X X n = . a 10
Fe' VX I % rsee 3 o1
Bpofe itmaect Pasecas ibrerpar Crofics Opraisns Desaputovecune aTDwLe
Npocras apots ~ I'
e B
Oferwmas npocras apote
dy Ay a3y Sy
ax ax a x
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Puc. PackpriBaromieecs: MeHIO OpMYITbI

Jist  BbIOOpa BapuaHTOB O(OPMIICHHS] TOJMYYEHHOM (DOpPMYNBI  MOMKHO
UCIIOJIb30BaTh KOHTEKCTHOE MEHIO caMOi (hOpMyJIbl

TO MO>KHO BBI3BaTh MeHIO CHMBOJIBI.

HE R

™

S (e

L]
sl =

Ei
;4& F,

a4

BcTaenTE

MNpodeccnoHaneHLIR

NWHEHEIA

CoXpaHuTe Kak HOBYK dopMyny...

¥AANMTE HALCTPOYHEIR SHAK

WpugT...
AB3zau...

Puc. KonrekctHoe MeHIO ()OpPMYIIBI

5.2. BcraBka cumBoJia.
PaboTa ¢ maHenbp0 CUMBOJIOB aHAJIOTUYHA padboTe ¢ popMyliaMH, €ClId HYKHOTO
CHUMBOJIa HET B PACKPBIBAIOIIEMCS CITUCKE (MM HE0OXOoauMa HacTpoiKa CUMBOJIOB),

Cumsonsl | COeLMaNsHbIE SHEKM

Wipkdh: | {oBbrHBI TeroT)

"n

#

%

Halop: | ocHOBHER NaTHHALA -

+

2

2]}

n
1

2

3

4

6

) *

<

>|7?

B

C

D

E

$
5
F

G

K|L

M

N

O|P

S

T

U

A%

W

X

M| | ®
N|+—| oo

(
9
J
[

V]

M

O]~
olH Elo

a

PaHee MCNoNb30BaBWMECH CHMBOMLL:

A|

SPACE

@

P

SJo]- e[ ]¥]elafn]+]<2

[ABIDBEMEHB... I [CD&ETEHME KNEBHL. .. ] Co4ETEHME KNaBMLL:

Koa sHarka: (0020

u3: |iOHmkoa (wecTtH.) ~

BecTaeuTb OTMeHa

Puc. TnanoroBoe okHo CUMBOJI.

3. I.Ie.m; ACATEC/IbHOCTH CTYJICHTOB HA 3AHATHMH:

CTyneHT 10JI2KeH 3HATh:
[TpuntUTIEI POpMUPOBAHUS TAOTHMYHON CTPYKTYPHI.
Kaxune BO3MOXHBI orniepariu ¢ sraeikaMu TaOJIUIIbI.
CniocoObl co3AaHus CTPYKTYPbI TaOJIULIBI.
CniocoObl IepeMelIeHus o CTPYKTYpe TaOIUIbI.

CnocoObl TaOyIMpPOBAHUS TEKCTOBOM MH(POPMALIUK B TAOIUIIE.

NGO~ wWDE

CnocoObl pe1akTUpOBAaHMSI TEKCTA B TAOJIULIE.

[TpuHIMIBI 10OaBIEHUSI/yIAJICHUS] CTPOK/CTOIOIOB B TaOIHIIE.
Crnoco0 onpeesieHus: CTUJIS U COPTUPOBKHU JIAHHBIX B TaOJIHUIIE.
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CTyaeHT 10/IKE€H YMETh:
1. HMcnoap30BaTh BO3MOXHOCTH TEKCTOBOTO mporeccopa Microsoft Word s
npeACTaBiIeHUs U 00paOOTKH TaOIMYHBIX JaHHBIX.
2. Co3aaBaTh TEKCTOBBIC 3JICKTPOHHBIC JOKYMEHTHI, COACPIKAIINE TaOIUIHBIC
JTaHHBIC, U TIPUIaBaTh UM ONITHMAJIBHBIN IS BOCIIPUSTHS BH/I.

4. Copep:xxanue 00y4eHUs:

1. Co3nanue CTpyKTypbl TAOJIULBI.

2. PenaktupoBanue TaOmuII.
2.1.PefgakTupoBaHue TEKCTa B TaOIHIIE.
2.2.13MeHeHune pa3Mepa U MOJI0KESHHs TaOIULIbI.
2.3.BeinencHue TabmuIh.
2.4.Jlo0aBrieHHE U yalieHnue AIEMEHTOB TaOJIHIIbI.
2.5.3meHenune pa3MepoB 3JIEMEHTOB TaOJIUIIBI.
2.6.ABTONIOAOOD MIMPUHBI CTOJIOIIOB.
2.7.CBoiicTBa TaOIUIIBI.
2.8.Ctriu Tabnuil.
2.9.CopTupoBKa JaHHBIX B TaOJIUIIE.
2.10.006benuHeHne sueek u 0opamiieHue TaOJIUIIbI.
TaOynupoBaHue TEKCTOBOW HH(DOpPMALIMU B TaOIHIIE.
BiioxxeHHbIE TaOTHUIIBI.
®opmysbl 1 CUMBOJIBL.
5.1. BeraBka ®opmyi.
5.2.BcTaBka CHMBOJIOB.

B W

o

5. Ilepevyennb BONPOCOB /il NPOBEPKM YPOBHS 3HAHUIA:
1. Yro npeacrasiser cobol TabiMIa ¢ TOUKH 3PEHUS TEXHOJOTHH 00pabOTKH
TEKCTOBOM MH(MOpMaIun?
Kaxk Ha3pIBaeTcs equHUIIA TAOTUIHON CTPYKTYPHI?
Yewm ormpeaensieTcst pa3MepHOCTh TaOJIUIIbI?
Kaxkwue onepanmu BO3MOXKHBI ¢ sfdeiiKaMy TaOIUITbI?
Kakne koMOMHaIMM KJIaBUIII BAM U3BECTHBI?

gk w

6. IlepeyeHb BONMPOCOB /IS MNPOBEPKH KOHEYHOT0 YPOBHS 3HAHMIA:

[lepeuncnure U OMUIIUTE CIIOCOOBI CO3/IaHUS CTPYKTYPHI TAOIHIIBI.
Onumure cnoco0bl MepeMeNIeHUs M0 CTPYKTYPE TaOIUIIBI.
[Tepeuncnure cnocoObl BBIICICHUS CTPOK/CTOIOIIOB TaOIUIIBI.

Kak BCTaBUTh U y1aquTh CTPOKH/CTOIOLBI TaOIHIIBI?

OnummmTe cnocoObl PeTaKTUPOBAHMS TAOTHUIIHI.

Kax mpousBoautcst 00beIMHEHNE U pa3OneHne sueek?

Kak u3smMeHuTh CTHIIb TaOIHIIHI?

Kax co3nats TaOymsiius B Tabmumie?

Kak BcTaButh Qpopmyny?

CoNoaRrwWDE
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10.Kak BcTaBUTH CUMBOJI?

7. Co31aTh NOKYMEHT, HA0paTh U 0T(PhOPMATHPOBATH NPeECTABIECHHbIN HIKE

TEKCT B COOTBETCTBUM ¢ 00pa3uom. Bpems ucnosnenusi: 20-30 muH.

3aka3zuuk I'opoackas 6oabHuma Nel
[Hoapamunk OAO «AKuaCouCrpoin»
CyOmnoapsgank

HoroBop  Ne OT «
200 r.

JlokanbHasg cmera No 1.

®opma Ne 2
OO0BexT
[TonHas CMETHAas CTOUMOCTH
0o0BeKTa
pyo.

CrouMocTh pa60T, BBIIIOJIHCHHEBIX OT

Hayaja CTPOUTEIhCTBA B CMETHBIX
neHax (6e3 BKIIOYEHHS pPadoOT IO

HACTOSIIEMY aKTy)
AKT ot 2015r.
IPUEMKH BBINOJHEHHBIX padoT no 00bekty Kopmyc Ne7
3a _maprt_2015T.
Hinpp |Eamnuual Beinoaneno
° Cymma,
L HaumeHnoBanue pador e/IMH. wsmepe- | | ueHa py6
PACIIEHOK HUS eJIMH.

1 2 4 5 6 7

1. | TpyGsi cTambhbie [1 15 16-35 M 10 0,87 9
2. | Toxe, J20 16-36 M 30 0,92 28
3. |Toxe, 125 16-37 M 60 1,04 62
4, |Toxe, 32 16-38 M 20 1,15 23
5. | Toxe, [J 40 16-39 M 5 1,31 7
6. | TpyOwr ctanbhble [1 57x3 16-66 M 40 1,79 72
7. | Toxe, [ 76x3 16-67 M 80 2,23 178
8. | To xe, [J 89x3.5 16-68 M 30 2,59 78
9. | Ucnoerranue cuctem go 100 Mmm 16-220 100 m 1,1 4,23 5
10. | To xe, O 50 mMm 16-219 100 m 1,65 3,95 7
11. | I'pynroBka D021 13-121 100 m* 0,6 7,83 5
Kpacka macsiHas 15-614 100 m° 0,6 60,8 36
13. | Wizomstrmst I111.150.500.40 26-7 M 3,5 48,7 170
14. g}éJ}E)HHLIﬁ CTEKJIOIUIACTHK 26-84 100 a2 14 275,04 385
15. | To xe, [J 125 18-219 IIT. 2 67,3 135

Ipunsan Cnan

67



8. CamocrosiTe/ibHasi padoTa CTy1€HTOB:
[Io yueOHHWKY W3ydyuTe€  OCHOBHBIC MPHUHIMIIBI CO3JAHHS, PEAAKTUPOBAHUS U
dbopMatupoBanus TadauIl B TekcToBoM peaakrope MC Word 2007.

9. XpoHokapTa yueOHOIo 3aHATHS:
OpraHu3aiiMOHHbIA MOMEHT — 5 MHUH.
Tekymuii KOHTPOJIb 3HaHUN — 30 MUH.
Pa360p tembl — 20 MUH.

[Ipaktrnueckas padora — 30 MuH.
ITonBenenue uroroB 3aHATus — 10 MuH.

agbrwnE

10.I1epeyeHnb y4eOHOii IUTEPATYPHI K 3aHATHIO:
1. CrenanoB A.H. MndopmaTtuka. YueOHuk s By30B. 4-¢ uza.r. CII6., [Tutep,
2006;
2. Ecaynenko N.D., CemenoB C.H. OcHOBBI mnpakTHuecko HHPOPMATUKH B
Menuiuuae; Boponex, 2005;
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Tema 4: «bazoevie mexnono2uu npeodpazoeanusn unpopmayuu.
Jlobasnenue cpaghuueckux o6vekmos 6 mexkcmoewlit 0okymenm MS Wordy

1. Hay‘IHO-MeTOHl/I‘IeCKOG 000CHOBaHHE TEMBI:

Bo3MmoskHOCTH paboThl ¢ TpaduKkoii, KoTopsle penoctanisser Microsoft Word,
JIOCTaTOYHO BeJMKU. Hanmmdme rpaduueckux OOBEKTOB B TEKCTOBBIX JOKYMEHTaX
YacTO JKENATEeNIbHO, a B HEKOTOPHIX CIyYasx MPOCTO HeobOxomumo. MimocTpanmn
MOTYT TIOMOYb MPEJCTABUTh TO WM MHOE COOBITHE, OOpAaTUTh BHUMAaHUE YUTATEIIS
Ha OTpENIeNIeHHYIO 9acTh TeKcTa. Word MOJKHO TaKkKe MCIIOJIb30BAThCS ISl BEPCTKH,
B TAaKOM CJIydae HUTIOCTpaIuu 1 (oTorpaduu MpocTo HEOOXOTUMBI.

Cy1iiecTByeT /iBa OCHOBHBIX TUIIA IpaUKu — BEKTOpHAs U pacTpoBas. OOBEKTHI
pacTpoBoil rpaduku  — nukcenoB. W3 nukcenoB ¢opMupyercss n300pakeHHe Ha
9KpaHe MOHMTOpa. KoJM4YecTBO TakuMx TOYEK 3aBUCUT OT THIIA JUCIUIES M
rpaguyeckoro ananrtepa. Kaxaomy mukceny COOTBETCTBYIOT OJUH WJIM HECKOJBKO
0aliTOB BMJIEOMAMSTH, KOTOpPHIE 3aJal0T aTpUOYThl MHMKCENA: IBET U SPKOCTh.
CrnenoBatenbHO, M300pakeHHE, KOTOPOE BBIBOAMTCA HA JKpaH, — 3TO MACCHB B
BUJICONAMSTH, KaXKIbIA 3JIEMEHT KOTOPOrO COAEPKUT 3HAYEHUs aTpuOyTOB IS
oHOro nukcena. UtoOsl mporpamMma MorJla CO34aBaTh PAa3IMUYHbIE M300pa’KeHUs,
OHAa JOJDKHA JMOO XpaHUTh MAacCUBBI aTpuOyTOB, JMOO yMeTh (OpMUPOBATH
aTpuOYTHI ISl KQXKJI0TO MHUKCEIa YKpaHa.

BekropHas rpaduka mnpeacTaBisieT coO0W BUA KOAUPOBKH H300pakeHH,
OCHOBaHHBIA Ha T€OMETPUU KPHUBBIX. OCHOBHBIM IMOHSTHEM BEKTOPHOW Tpaduxu
ABIIeTCsl KpuBas. BekropHoe n300pakeHre MOKHO CBOOOJIHO TpaHC(HOPMUPOBATH,
HaIpyuMep MacIITadupoBaTh W Bpamarh. [Ipu 3TOM KadecTBO OyaeT OCTaBaThCS
HEW3MEHHBIM.

2. Kparkas Teopus:

1. BcraBka uzo0paskeHuid B JOKYMEHT

['paduueckue oObekThl B JOKyMeHT Word BCTaBISIIOTCS OY€HBb MPOCTO. Bbl
MOXKET€ CKOIMUPOBaTh KApTUHKY W3 JIOOOT0 HCTOYHHMKA — BEO-CTPAaHMIIBI WU
JIPYroro JIOKyMEHTa, a TOTOM BCTaBUTh M3 Oydepa oOMeHa B HYKHOE MECTO
TEKYIIETO JOKYMCHTA.

1.1. BcraBka pUCYHKOB ¢ OMouIbI0 00sacTu 3aga4y Kiun

B Word cymectByloT BO3MOXXHOCTM XpaHEHHUSI U OTKPBITHUSI Pa3IAYHBIX
rpaduueckux (ailyloB HEMOCPEACTBEHHO B mporpamme. Jns paboTel C
M300paXeHUsIMU CITY>KUT 00sacTh 3a1ay Kaun. C ee momoIibio MOXKHO padoTaTh
KaK C paCTPOBBIMHU, TaK U C BEKTOPHBIMHU M300paXeHUsIMU. UTOOBI OTKPHITH JAHHYIO
oOnacTh 3adady, MepelauTe Ha BKIAAKy BeTraBka Ha JieHTe M B Tpymime
Nasroctpauynu Haxxmute KHONKy Ko,
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‘/ﬁﬁ AN R
o S rllEB.HER B

CTaBka Pa3ameTka CTpaHKLEL Ceuinkn Paccuinkm

[#] Turyneran crparnua - ij B ~| ElE I_T'j) §7é ﬁ

] Nycran crpanuua
Taénuua | PucyHok Knun ©wrypel SmartArt Juarpamma

1=, Paspeis cTpaHMUs!

CTpaHuubl RELT T Wnnwocrpaumnm

Puc. Knonka Knun B rpynne Mroctpanuu

YroObl HAaWTH ToXOsIIee n300pakeHne B oonactu 3anay Kumn, nHaGepure B
ctpoke Mckarh KiI04YeBoe CJI0BO, nocie yero Haxmure kHonky Hawvare. Ecinn
octaBuTh CcTpoky MHMckarb mycToll, mnporpaMma TOKaXXeT BCE JOCTYIHBIC
H300paKeHUs.

Knvn v X

Mckate:

KOMNBHITED HaqaTe

TMpOCHATPHEATE:
EBce konnekunn v
WckaTs ofberThl

Bce dafinel myneTHHE AHE v

(8] ¥nopmaounTE KAAmGL..
OE, K nmner Ha sefi-yzne Cffice Cnline

(@) CoseThl No NOMCKY KAHNOE

Puc. O6macte 3amau Koun

UTtoObl OrpaHUYUTh TOUCK KAaKOW-HUOYAb TEMOW, HACTPOWTE CIUCKU
IIpocmarpuBath u Mckath 00beKTbl. B MepBOM yKa3bIBaAIOTCS KOJUICKIWU, B
KOTOPBIX HYKHO MPOU3BOJIUTH TOUCK, & BO BTOPOM — THUIIbI (DailyioB (KapTHHKH,
doTorpaduu, 3ByKH U Ip.).

[To yMOn4aHHIO JOCTYITHBI TPU KOJUIEKLIUH.

* Mou KOJUIEKIIMM — B HEE BXOIAT BCE ITAIKU JKECTKOI'O IHUCKA, COAEpIKALLME
KApTHUHKHU.

o Komekuuu Microsoft Office— maumHaromme mnoJjb30BATENA Yallle BCETO

paboTalOT UMEHHO C 3TUM COOpaHHEM M300paKEeHHM, KOTOPOE BXOJUT B MOCTABKY
Microsoft Office.

* BeO-KouteKIuu — MO3BOJISIET paclIupuTh coOpaHue kapTuHok Word mpu
MIOMOIIK M300pakeHu#, mocTynHbix Ha MHTepHEeT-pecypce Office Online (s ero
UCIIOJIb30BaHUS HY)KHO MTOJKITIOYATECS K IHTEpHETY).

COOTBETCTBYIOIINE 3aJaHHBIM KPUTEPUSIM H300paKeHUs1 Oy IyT OTOOpaKEHBI B
OKHE TIPEIBAPUTEILHOTO MPOCMOTpa. Bel MOXkeTe mpocMaTpuBaTh UX TP MOMOIIH
TIOJIOCHI TIPOKPYTKH.
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| Knun - x|
Mckats:
|KOMAEHTED
MpOCHATRHESTS:
EBce konnekumq w
VckaTs obbekTE:

Be thakinkl MyneTHHE A1a R

~ |
(8] ¥nopagcuuTs KakeL. .
% Knmner Ha sef-yzne OFfice Orline

'!;JJ COBETEl N0 NOHCKY KAMNOE

Puc. M300pakeHus, HaliICHHBIE 10 3alIPOCy «KOMIIBIOTEP)

UT0oOBI BCTaBUTh KAPTUHKY B IOKYMEHT, CIeJIalTe Cleayomiee.
1. YcranoBuTe Kypcop B Hy’)KHOE MECTO JIOKYMEHTA.

2. llenkHute Ha KapTUHKE OAWH pa3. B pe3ynbraTe oHa OyaeT BCTaBlieHa B
JIOKYMEHT.

3. BBl Takke MOXXETe€ MOJBECTH yKa3zaTellb K M300paKE€HHUIO, IIEJIKHYTh Ha
CTpEJIKE B IIPABOM €r0 YacTH U BbIOpATh KoMaHAy BeTaBUTS.
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Puc. BeraBka n3o0paxeHus B JOKYMEHT

1.2. BcraBka wunocTpauuii u3 gaiaa

JIOBOJIBHO 4YacTO B NOKYMEHT HY)KHO BCTaBUTb KAaKOM-TO PUCYHOK, KOTOPBIN
XPaHUTCA Ha JKECTKOM JAMCKE KommbloTrepa. s 3TOro mepeuaure Ha BKIAAKY
BeraBka u B rpynne Miumocrpauuu menkHuTe Ha KHonke PucyHok. IlosgBurcs
OKHO BCTaBKM M300pakeHus. B 3TOM OKHe ciieyeT mepeiTH B Manky, B KOTOPOi
XPAaHUTCST WIUTIOCTPALIMS, BBIIECIUTh Ha3BaHUE HYXHOro (ailyla U HaKaTb KHOMKY
BcraBurs.
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Berapia pHCyHia
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Danka: ‘ 1) HopeaTha 2007
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Thn hafnoe: | Bee pucyrin

P

hd OTMEHE

frrasnTe

Puc. OkHO BcTaBKU H300paskeHUsI

2. PenaktupoBaHue u300paxkeHUit

Ecnu BeIIENUTh BCTaBICHHOE M300pa)Ke€HHE, TO Ha JIGHTE MOSBUTCS BKJIAJKa
Padora c¢ pucyskamu — @opmMar C UHCTpyMEHTaMU [Is1 00pabOTKU
n300paxenus. IMeHHO ¢ ee MOMOIIbI0 MOXKHO NMPOU3BOJIUTH HECITIOKHBIE ONEepalvu
PEIAKTUPOBAHUS PUCYHKA — U3MEHATH SIPKOCTh, KOHTPACTHOCTh, Pa3Mep, BpallaTh,
BbIOMpaTh CTUJIb JJISl PUCYHKA (MOXHO 3a/1aTh €ro (GopMy, LIBET I'PAaHULIbI, a TaAKXKe
3¢ (deKThl), yKa3bIBaTh MOJ0KEHUE WITOCTPALIUU B TEKCTE.

@ o-ed

[£) Turyawman crparimua =

) Nycran crpaieus

H= Paspeis cTpaHuus
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Taanua | Pucynor Kann
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PazMETEE CTPAHHYE Comnn
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Konowmwryne:
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OgucHse Nnprunoxedna - Microsoft Word PasoTa < pugkanm - |
PacceKH PeLEMIMpOEIHIE Dopuar 7]
@, Bepowi ! Snokn =~ (&~ | TT dopmyas -
2] Hiroumit xonowmumyn = Al wordart - 2 | £2 cumeen
Coam 2annde A
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D BApnUiiiuD UDICLpUL Y AUoiy g )

TIOUnIn

ainaa

Crpamnia:l wsd | Ywcno cros 1124 | B pycooeit
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QUL TP AN (UL PUIpPUUU L ety L
FastFolders. TIporpamma npegocTaBmAeT yaoGHEIE cpeicTBa paGoThl HOIb30BATEIAM, KOTOPhIE NPENOYHT
daitnosbiM MeHeTxepaM paGoTy ¢ NpoBoAHMKOM.

EEEEE T

Puc. Bxnaaka PaGota ¢ pucyakamu — dopmat B okHe Word npu BBIZICTIEHHOM PUCYHKE

C nomonipto kHonku Ilepexkpacurhb B rpynne U3MeHMTh MOXHO HacCTPOUTH
pexxuM otoOpaskeHus pucyHka. [lo ymomuanuio BeiOpan pexum be3 mepekpacku.
Ecnu nzo0paxenue Hy»KHO UCIIOJIb30BaTh Kak (hOH, TO BeIOEpUTE B pazjesie Pexxnumbl
BETOB BapuaHT OOecuBeTHTHh WKW PEKUMBI U3 pazgena CBeTyible BapHUAHTHI.
Pexumbl OTTeHKkH ceporo v YepHblii M Oejblil MO3BOJISIIOT TMPeoOpa3oBaTh
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n3o0paxkeHne B 256 OTTEHKOB CEpPOro IBETAa W CAeNaTh €ro KOHTPACTHBIM
COOTBETCTBEHHO.

P
* Apkocte ~ A, Oxatue pucyHKoe =

(D Kontpactrocrs Bl Msmeruts pueyHok |-
I\‘@ I'Iepa»(pa(m'rn,\'E "‘Lﬂ CEpoc NapaMeTpos pUCyHKa

Bes nepekpac

- |

Pemymbl LBETOB

— ]

afl =i ~4

TemHble BapHaHTb

o el el e el el
CeeTnbie BapHaHThl

| |

%) | [dpyrne sapuaHTel 3

¥ YIaHoBWMTE Npo3pauHsIi LEET

Puc. Beibop oToOpaxkeHUsI KapTUHKH MPpHU oMoInu KHonku [lepekpacuth

Knonka O0pe3ka B rpymnne Pazmep mo3BossieT 00pe3aTh pUCYHOK C KaxKI0i
ctopoHbl. OOpatute BHUMaHue, uto Word He ynanser oOpe3aHHyl0 4acTh PUCYHKA,
a MPOCTO MepecTaeT ee oToOpaxkarh. Ecnu omsaTeh HaxkaTh KHONKy OOpe3ka u
MOTSHYTh yKa3aTelb B IPOTUBOIIOI0KHYIO CTOPOHY, KAPTUHKA BOCCTAHOBUTCHL.

OTMEHUTh BCE MPAaBKM MOXKHO IpU InoMomu KHonku COpoc mapaMmeTrpoB
pucyHka B rpymie U3MeHUTsb.

PenaktupoBanue OOBEKTOB BEKTOPHON rpaMKH OTIMYAETCS OT HACTPOUKHU
pacTpoBbiX  uM300pakeHHil.  OTIMYUTEIBHOM  OCOOCHHOCTBIO  BEKTOPHBIX
U300pKEHUI SIBIIACTCA TO, YTO MOXKHO PEIAaKTHUPOBAaTh HE TOJIBKO OOBEKTHI B
L[EJIOM, HO M HX 3yeMeHThl. Kpome TOro, €ctb BO3MOKHOCTBH CO3/1aTh €IMWHBIN
PUCYHOK M3 HECKOJIBKHUX U300paKEHU.

[Ipy BbIAENIEHUMM BEKTOPHOI'O PUCYHKA HA JIEHTE TAK)KE MOSBIECTCS BKJIAJKA
CpencrBa pucoBanuss — ®opma, HO OHa HEMHOTO OTJIMYAETCS OT MPUBEIACHHOU
Ha.

0 1 ! ¥
Croamiua: 1wl | Yneno caost0 | Q5 pycond | O EEEEETT e Tp—T

Puc. Bknaaka CpeacrtBa pucoBanusa — @opmaT npH BbIACICHHOM BEKTOPHOM PUCYHKE

Jroboe m3o0pakeHue MOKHO HAXOAUTHCA BO B3aMMOJCHCTBUU C TEKCTOM,
Bellb B Word OHO SIBJISIETCSI BCIIOMOTATENBHBIM CPEJICTBOM ISl O(OPMIICHUS TEKCTA,
noguepkuBanus jaetaneil. [lo »Toll mpuuuMHe I KaXIO0ro HM300pa)KEHUs MOKHO
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BbIOpaTh PEXUM B3aUMOJACWUCTBUSA C TEKCTOM. B OIHOM NOKyMeHTE H300pakeHue
MOKET ObITb (DOHOBBIM W pacrojiaratbcs 3a TEKCTOM, B JPYrOM — TEKCT MOKET
o0TekaTh U300pakeHHe Mo rpaHuIlaM WM 1Mo KOHTYpy. [lo ymomyanuio nporpamma
yCTaHaBJIMBAET pexuM oOTekaHus B Tekcre, Ipu KOTOPOM PUCYHOK «pPa3pbIBACT»
TEKCT.

Jl1st u3MeHeHust pexuma o0TeKaHusl OOBEKTa TEKCTOM CJeNaiTe cieayrolee.
1. Beinenute rpaduueckuii 00BbEKT.

2. Ilepeitaute Ha Bkinaaky CpeacrBa pucoBanus — ®opMar Ha JICHTE.

3. B rpynmie YnopsiiounTh MICIKHATE HA KHONIKE O0TeKaHUe TEKCTOM.

Topmat

3 EH NI 3H - +

B ==l
MonoxeHne = - r‘_'

% ﬂ ObTexkaHme Texcrom 7| Sk

Pazmep
B TekcTe

Eokpyr pamew

Mo koHTypy

33 TeKCTOM

Mepeg Texcrom

CEEpXY W CHU3Y

CrsosHoe

(I B B = E R

JononHWTenEHEIE N3PaMETPE PA3METEM..,

Puc. Menro kHorku OOTEKaHUE TEKCTOM

4. BeiOepuTe BapuaHT 00TEKaHUs, CPEAN KOTOPHIX €CTh CIAEAYIOIIUE:
* B mexcme — n3o0paxkeHne «pa3pbiBacT» TEKCT;

- Bokpye pamku — pUCYHOK BIIUCAH B MPSMOYTOJIBHUK, TEKCT OOTEKAET €ro 1o
paMKe ATOTO MPSMOYTOJBHUKA;

- Ilo konmypy — TEKCT 00TEKAET PUCYHOK TIO €T0 TPaHUIIE;

* 3a mexcmom — pUCyHOK OyZeT UrpaTh poib (POHOBOTO H300paKEeHUS;

- [leped mexcmom — pUCYHOK OyJeT MOMELIEH HaJ TEKCTOM U 3aKpoeT co0oil
€ro 4acTb.

[Ipn HEOOXOAMMOCTH MOXXHO HM3MEHUTHb KOHTYp OOTeKkaHus TekcToM. Jlis
ATOTO BBHIOEPHUTE COOTBETCTBYIOIIYIO KOMaHIy MEHIO KHOMIKM O0TeKaHne TEKCTOM.
[Ipu 3TOM BOKpYTr OOBEKTa MOSBUTCS paMKa ¢ MapKepaMmu, repemMeniasi KOTOpbIe,
MOXHO OyJIeT U3BMEHUTh KOHTYP.

Komanga [lomosHuMTeIbHBIE mNapaMeTpbl PpPa3MeTKH MEHIO KHOIKHU
OO0TexaHue TEKCTOM OTKPHIBAET OKHO C JOIMOJHUTEIbHBIMU HACTpONUKaMu
noJIoKeHUs1 pucyHka. C MOMOIIBIO ATOTO OKHA MOKHO 3a/laTh MapaMeTphbl IS
HEKOTOPBIX BAPUAHTOB OOTEKAHUSI.
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r"_-||IZII'IIZI_."I HHTEIbHAA pasteTrad

MONO#EHHE PHCYHKS

~ b o é ~

BOKPYL PaMKH N KOHTYPY CKEOZHOE CEEPXY H CHHY

OBTEKaHHE

= b & o
33 TEKCTOM NEpEA TEKCTOM B TEKCTE
TercT
& pokpyr i cnea ) copaea ) no Bonbweii cTopove
PaccTofAHke oT TeKCTa
ceepxy  [0cM | CNeEa 50,32 [t} £ |
cHHzy (DM CMpaga !0,32 M 3_

[ OK ][ OTMEHS ]

Puc. Bxknaaka O6rekanue TekcToM okHa JlomonHuTebHAs pa3MeTKa

3. Pa6ora ¢ purypamu

B Word MOXHO HE TOJIBKO peJakTUpOBaTh, HO U CO3/1aBaTh HECIIOKHBIE
00BEKThl BEKTOpPHOW Tpaduku (MPSIMOYTOJbHUKHA, OBAJIbI, JUHUHU, CTPEIKH,
OJIOKCXEMBI, BBIHOCKU U T. [I.), @ TAK)KE€ COOTBETCTBYIOLIMM 00pa3oM opopMIIATh UX,
UCTIONB3YS CTHIIH, PUMEHSIsE 00beMHBIE AP (HEKTHI U JIp.

3.1. Co3nanue ¢puryp
YT0oOBI CO3/1aTh TaKOM PUCYHOK, CICIANTE CIIeAYIOIIIEE.
1. Ilepeninute Ha Bkuaaky BeraBka sieHTsl, B rpynne MimocTpanuuu HaKMHATE
KHOTIKY PuUrypbl. OTKpOETCs CIMCOK AOCTYIHBIX (QUTYD.

E% @mnrypur\' & TMMEpCcbiKa

I'Iucne,q,nlﬁs HWCNONLI0BAHHBIE HUIYPEl
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Puc. Crincox xkHonku Ourypsl
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2. lllenkHuTe B JAOKYMEHTE M, HE OTIIyCKas KHOIIKY MBIIIH, NEpEeMeIlanTe
yKazareib B CTOPOHY O MOJIyYE€HUsI 00BEKTa HY>)KHOTO pazMepa. OTIyCTUTE KHOIIKY
MBIIIIH.

3. Hactpoiite monoxkeHue, pa3Mep, a TaKXKE APYTHE IapaMeTpbl PUCYHKA C
nomoupko BKkiIaaku CpeacrBa pucoBanusi — PopMar JICHTBHI.

[Ipy BbIIENCHUM PUCYHKA BOKPYI HETO IMOSBISIETCS paMKa C MapKepaMu.
CuHHe KpyTible MapKepbl IMO3BOJSIOT MPOMOPIUOHAIBHO HW3MEHSTh pPa3Mephl
pUCYHKa, CHHHE KBaJpaTHbIE MapKephl [alOT BO3MOXXHOCTb JeiaTh I3TO
HEeMponopiuoHanbHo. C MOMOMIBIO JKEJITOTO0 POMOOBHUAHOIO MapKepa MOKHO
U3MEHUTHh HEKOTOphle mponopuuu ¢urypsl. [lpu nmoaBeaeHUM ykazaressh MBIIUA K
3€JIECHOMY KpYIJIOMY MapKepy MOSBIISIETCS KpyIJlas CTPENKa, UCIOb3ysl KOTOPYIO,
MO>KHO BpaliaTh pUCYHOK.

OIHUM U3 IUPOKO HUCTOIB3YEMBIX THUIIOB HAJIHCU SBISIOTCS BBHIHOCKU. C
MIOMOIIII0 BBIHOCKH MOYKHO ITOMECTUTHh MOSCHEHHE K WJUTIOCTPALMU WA TaOJIuUIE.
BbIHOCKa COCTOMT M3 TEKCTa W JIMHHUH, COSIUHSIONIEH TEKCT C WILIIIOCTpAIMeid, Ha
KOTOPYIO OHA YKa3bIBAeT.

[Ipu co3manmm (UTYp MOXKHO HCIHOJIB30BaTh TaK HAa3bIBAEMOE IOJIOTHO.
JlanHast o0nacTh MpenHa3HaueHa Ui CO3/aHUS WM TIOMEUICHHS B HEe PHCYHKOB.
OmHaKo BBl MOKETE TIOMECTUThH CBOI PUCYHOK M BHE IIPOCTPAHCTBA, OTPAHUYEHHOTO
pamkamu. [TomoTHO ym0OHO TeM, YTO MO3BOJISIET MEPEMENIaTh, BpallaTh U yIaIsaTh
cpa3y Bce rpaduueckre 00ObEeKThl, HAXOASIIUECS B HEM.

YtoObl cO3/1aTh MOJIOTHO, BBINNOJIHUTE KomaHAy HoBoe mO0JIOTHO MEHO
KHONIKM Purypbl. B 1oKyMeHTE NOSBUTCS IMYHKTUPHAsI paMKa, KOTOpasi U SIBJISIETCA
noJIOTHOM. Ee pa3mepsl M TMOJO0KEHHE B TEKCTE MOXHO HU3MEHSTh (B TOM 4YHUCIE
3aaBaTh o0Tekanue Tekctom). Kpome Toro, k caMoMy MOJIOTHY MOKHO TIPUMEHSITh
CTHIIH.

3.2. Odopmienue puryp
st opopmiieHust 00BEKTOB BEKTOPHOM TpadUKK MOKHO MUCIIOJIB30BATH CTHIIH.
Ux crnucok Haxonutes B rpynne Ctuiu ¢uryp Ha Bkiagke CpeacrBa pucoBaHUs
— @opMar JIeHTBI.
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EsEssm

Crpav: 131 Swone cros0 | <5 pyeoeit 0@ 120 (=)

Puc. BriGop ctuins miisa purypst
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B Word 2007 comepxwutcst okono 80 cruieit st puryp. Ecnu BbI He Haiinete
CpelM HUX HYXXHOTO BaM, TO MOET€ BbIOpATh IIBET, 3aJIUBKY, TOJIIMHY KOHTypa
burypel 1 T. 1. CaMOCTOSATEIHLHO C MOMOIIBI0O KOMAaHJI MEHIO KHOINOK 3ajMBKa
¢urypsl u Kouryp ¢urypsl, koTopbie Takxke Haxoasrcs B rpynne Ctuinu guryp.
Hanpumep, B meH0 kHOmkH 3anuBKa (Urypbl ecTh KOMaHaa TekcTypsl, ¢
MIOMOIIBIO KOTOPOM MOYHO BBIOpaTh TEKCTYPY Jisi (DUTYPHI.

’gj d9-vg@ = Joxment2 - Microsaft Ward Cpeaerea pucosaima Iiax
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. .

i Apy[we TekeTypH.

“aprie

Crpaumua 1wzl | Uueno crom 0 5 pyconi

?

Puc. Be16op TexcTypbl 11st purypst

Knonka J¢d¢exTsl TeHM B OJHOMMEHHOW rpynmne Ha Bkiaake CpeacrBa
pucoBanusi — MopmaT MO3BOJSET BKIOYATh O0TOOpakeHue TeHU. [Ipu HaxkaTuu
JAHHOW KHOIIKY TOSIBJISIETCS CIIMCOK JOCTYIHBIX BapraHTOB. C MOMOIIIbEO KOMaH/IbI
MeHIO [[BeT TeHH MOXXHO BbIOpaTh LIBET TEHH. [ 'pyImma KHOMOK, PaclOJ0KEHHBIX
PAIOM, TTO3BOJIIET U3MEHSTh MOJI0KEHUE TEHHU.
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Puc. Menro kHonku DhHEKTh TCHH
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['pynnbr O6beM OTBE4arOT 3a BEIOOP 00BEMHBIX 3(DPEKTOB /I BBIACIECHHOTO
00beKTa (JlaHHasi HACTPOMKA HEJIOCTYMHA JJIi HEKOTOPBIX (uryp). Ipdext MoxkHO
BbIOpaTh U3 cnucka KHOMKM QO0beM, a 3aTeM HACTPOUTh €ro MapameTphl: IIBET,
ryOuHY, HAaIlpaBJICHNE, OCBEIIEHNE 0OBEKTa M THUIT TIOBEPXHOCTH.

yd9-68 )+ Aokyment2 - Microsaft Ward CPEACTES PUCOBAHMA = a
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i} Nosepmocrs

Crpansua Lwst | Ywcno cnos 0 | o5 pycoonit FOITTII S & faao0ssi—) ()

Puc. Bei6op > dexra oopema

['pymnma KHOINOK, pACHOJIOKEHHBIX PSAOM ¢ KHONKOW Q0Bbem, MO3BOISET
MOBOPAYMBATH OOBEKT.

4, Hagnucu

Hanmucu — 370 00BEKTHI BEKTOPHOM TpaduKH, B KOTOpPHIE BCTaBJIEH TEKCT.
Onu momoraroT oQOopMUTH TEKCT IOKYMEHTa, CJelaTh ero 0oJjiee HarsIHBIM.
Hannucu Takyke mpuroasrcst pu CO3aHUM TIJIAKATOB, OOBSIBICHUM, MOSCHEHUN U
1p. B Word 2007 ecTb 60J1b1110€ KOJIUUECTBO 3aTOTOBOK ITUX OOBEKTOB.

JIns BCTaBKM 3aroTOBKM HAJIIMCH MEPEUINTE HA BKIaAKy BeraBka u B rpymie
Texker Haxxmute kHonky Haamueb. B mosiBUBIIEMCsT MEHIO BBIOEpUTE HAJNKUCh
HY>KHOTO THUIIA U IIEJIKHUTE Ha HEel KHOMKOW Mbliy. Haamucek Oynet BcTaBiieHa B TO
MECTO JOKYMEHTa, KOTOPOE€ COOTBETCTBYET €€ Tumy. Kakpas 3aroToBKa HaIIWCH
COIEPAKUT OMUCAHUE, BMECTO KOTOPOTIO HY>XKHO BBECTH CBOHM TekcT. Cpazy mocie
BCTaBKHU HAAIMCH MOKHO HAaUMHATh BBOJUTH TEKCT.
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Npoctan HagNKes  ANGABMT (EOKOBAR M0... AnchasuT (uuTata)

Bokogas nuHua (6oko.. Bokosas annwa (uwtarta) logoeon oTyeT (BOKOB., ¥

HapueosaTk Hagnucs

Puc. Menr kHonku Hanmmch

Ecnu BBl HE HalLIM Cpeau 3arOTOBOK HYXHYIO, TO MOKETE CO3[aTh HAMIMKCh
camocTosTenbHO. [[nst sToro B MeHIO KHOMKM Haanuce BbIOepUTe KOMaHIY
HapucoBarb Haamuchb. 3aTeM IIETKHUTE B HY)XKHOM MecTe paboueil o0jacT H,
yAEpKUBAsE KHONKY MBIIIM, HApUCYHTE OOBEKT HYKHOro pasmepa. llosButcs
MPSIMOYTOJILHUK C TEKCTOBBIM KYpPCOPOM BHYTPH.

Haanucs HE MOXKeET colepkaTh J1I000€ KOJIMYECTBO TEKCTA — OHO OIPaHUYEHO
pazMepamu ee obnactu. [loaToMy, ecinu TEKCT HE MOMEIIAETCs, YBEINYbTE pasMep
PSAMOYTOJIBHUKA IIPU MTOMOIIM MapKepOB, KOTOPBIE PACIIONIOKEHBI 10 MEPUMETPY
IPSAMOYTOJIbHHKA.

C Haamuchio MOXKHO paboTaTh Tak ke, Kak U ¢ purypamu. Ilpu BeiieneHun
HAJMKUCU Ha JICHTE NOsBIsETCS BkiIagka Padora ¢ Hagmucsamum — Dopmar, C
MOMOIIIBI0 KOTOPOM MOKHO 3aJaTh CTWIb HAIIWUCH, MOJIOKEHUE, NPUMEHUTH
a¢dexTr TeHH, 00beMa U T. II.

Ecau Bac He ycTpaWBaeT MNpPSIMOYTOJIbHUK, B KOTOPBIM IO YMOJYaHUIO
MOMEIIAeTCsl TEKCT HAJAMKUCH, BBI JIETKO MOXETe MoMeHsATh ¢opmy. Jlrobas ¢urypa
(32 UCKIIFOYEHUEM JIMHUM, COCIWHUTEIIBbHBIX M JIOMAHbIX) MOXKET CTaTh PAMKOMU
Haanucu. [{ns mnpeoOpa3oBaHusi CO3MaHHOM (QUTYpPHl B HAAMNKHCH CHEJaiTe
cleayrouiee.

1. Beienure BEKTOPHBIN OOBEKT.

2. IllenkHUTE HA HEM IMPABOM KHOMKOW MbBIINIA U B KOHTEKCTHOM MEHIO
BbIOEpUTE KOMaHy {00aBUTh TEKCT.

3. Beeaute tekct. durypa nmpeoOpasyeTcsi B HAIIUCh.

. I :
@ )

Nwobyto durypy
MOHO MPeBpaTUTb

B HaANMWCb

&

o ay *

Puc. Coznanue Hannucu u3 Gurypsl
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Ecnmu texcT Haamucu yxe HaOpaH, TO HE HY)KHO CO37aBaTh HOBYIO (DUTYpy U
BCTABJISATh B HEE CUMBOJIBI. MOHO BBIACIHUTH HAJAIUCh U BOCIIOJIB30BATHCS KHOIKON
N3menuTs purypy B rpynne Ctuiam Haanucei Bkiaaku Padora ¢ Hagnuessmu —
®opmart. [Ipu HaXxKaTUM ITONW KHOMKHU OTKPOETCS CIHMCOK JOCTYNHBIX ¢uryp. Eciu
HICJIKHYTh Ha (UType, TO TEKCTOBas pamMKa HaJUCU MpuMeT (HopMmy BBIOpaHHOM

burypsr.

5. uarpamMmsl

Kpome rpaduueckux ¢aiinoB, B mokymeHTl Word MOXHO BCTaBISThH
nuarpammbl. [Ipu momoiu auarpaMM MOXKHO HArjsiIHO TPEICTaBUTh YHCIIOBBIC
JaHHbIE, HATIPUMED, IPOCIEINTh, KaK U3MEHSIOTCS JIaHHbIC, YBUJIETh Pa3BUTHE TOTO
WM UHOTO MPOEKTa B AMHAMHUKE. /[narpaMmebl peBpaiatoT MoXoxue ApyT Ha Jpyra
cTONOLBI IUPp B rpaduueckre 00bEKThI, KOTOPbIE rOpa3zo JIer4e BOCIPUHUMATD U
npustHee u3ydarb. Cosnanue auarpaMMm B Word — 3TO COBCeM HECIOXKHas
orieparys, mo3TOMy paboTaTh C HUIMU MOJKET JIa)Ke HAUWHAIOIIUH TOJIh30BaTENb.

JIist co3manmst 1uarpaMmel CAeIanTe CIeayolee.
1. YcranoBute Kypcop B MECTO, KyZia Hy>KHO BCTaBUTh AUATPAMMY.

2. Ilepeiinute Ha Bkiaaky BeraBka, B rpynne HMoumocrpanum Ha)XMuUTe
KHONIKY /Inarpamma.

3. B nosiBuBIIemMcs okHe BeraBka AuarpaMMbl BBI6epHTC B CIIMCKC CJICBaA THUII
AUuarpaMMbl, a4 B CIIMCKC CIIpaBa — BUA JUArpaMMbl YKAa3aHHOT'O THIIA.

BcTagka aMar patahibl

[ WabnoHs | Twcrorpamma Al

) a2 1] 08 )85 98
e || ] 1B I8 5] k) a8 JAA

@
B
b C ofinacTami

e || ][] oA 08 b

it | Bupmesan

6 MosepxHocTe Eptafun:

MysbipbKoBaA

iy Nenectrosan | Kpyrosas

L ~\| | g | '?'—r| \3| am | | P | -

[. ¥npasneHue wabnoHamu. .. ] I CnenaTs CTaHAAPTHON ] [ OK ] [ CTreHa

Puc. OxHo BcraBka auarpammsl

B nokymeHnTe nosiBUTCS auarpamma u otkpoetcsi okHo Excel ¢ taGnuneit nms
BBOJIa JAHHBIX. B 3Ty TaOnuiyy Hy»KHO OyJIeT BBECTH YHCIIOBBIC 3HAYCHUS H
NOsICHEHUsI K HUM. PaboTath ¢ ee djeMeHTaMu HY)KHO TaK K€, KaK U ¢ OOBIYHBIMH
tabnmumamu. UToObI HW3MEHEHWS, BHECEHHBIC B SUCWKY TaONHIBI JaHHBIX,
0TOOpa3WiINCh Ha AWarpamme, HaxmuTe kinaBuimry Enter. Tlocne BBojga maHHBIX
3akporTe okHo Excel.
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Puc. Iluarpamma B nokymente Word

Oa ) s Awnarpamma e Microsoft Office Word - Microsoft Excel =
o) ———
e | [nasHan | Bcraeka PasmeTka crpaHmuLsl DopMynsl JaHHbie PeueHsnposaHne Ewng @ - X
Eﬂj % Calibri -l == S ([osuwn - A | 5= BerasiTe ~ - A
. E3 | _ - |93 oy uuu|;c Fygame - || 8] 44~
(TABNTE = | | LTHAR -4
ey | [F==E g8 - [Eoopwar- | 2~
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5 |Kareropua 4 4,5 2,8 5
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8 [NA MIMEHEHWA AMaNa30Ha AaHHBIX AWarpamMMbl MEPETALLMTE NPABLIA HUMHKMEA Yroa AMana3oHa.

HoA b Nncrl <70 4

roroso | & |

Puc. Oxuo Excel ¢ Tabmnuuei misg BBo1a JaHHBIX

[Ipu BcTaBKe nuarpamMmbl Ha JIGHTE TOSBATCS TPU BKJIAAKUA JJiA pabOTHI ¢
nuarpammon — Pabdora ¢ jamarpammamu  —  Koncrpykrop, Pabora ¢
auarpammamu — MakeT u Pa6ora ¢ nmarpammamu — ®@opmat. C UX TOMOIIBEIO
MO>XHO WM3MEHUTH THIT BCTaBJICHHOW aWAarpaMMbl, U3MCHHUTH JaHHBIC (IIPHU DTOM
cHOBa oTkpoercs okHO Excel ¢ TaGnuiei, B KOTOpOl HY>KHO U3MEHUTH JaHHBIE),
BBIOpATH ISl IUAarpaMMbl MAKET, CTUJIb, TOJIOKEHUE B TEKCTE U T. 1.

6. O0bexTsl WordArt

Cpenu tunoB rpaduku, ucnoisyemoi B Word, ocoboe MeCcTO 3aHUMAIOT
00bekThl WordArt. 9T0 cnenuanbHbId TEKCT, KOTOPBIA MOXXHO HCIOJIB30BaTh st
odopmiieHusT paznuuHbiX JokymeHToB Word. Hampumep, ¢ ero momMoIis0 MOKHO
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CO3/IaTh 3arojIOBOK, OGOpPMHUTH peKIaMHOe 00BsBICHHE, Opomropy. Kpacounsrii
00bekT WordArt — mpekpacHOe CPeICTBO I MPUBIICYCHUST BHUMAHHUSI.

B Word ectb ciennanbHble HHCTPYMEHTHI U1 PEAAKTUPOBAHUS JaHHBIX (pUryp.
Bl Moxere pacTsaruBaTh, CKMMaTb, W3ruOaTh, BIHCHIBATH HX B pa3HbIE

reomeTpudeckue ¢Gurypsl. Kpome TOro, MOXHO MEHSATH IBET, 3aJIUBKY, TOJIIHHY
JIMHUM, HAJIAYHE TCHEM.

YrtoObl BCTaBUTH B TOKyMeHT 00bekT WordArt, caenaiite cnemyroriee.

1. Ilepeitnure Ha BkiIagky BeraBka neHThl, B rpynne TekeTr IIEIKHUTE Ha
kHorke WordArt,

2. B nosiBUBIIEMCSI MEHIO MICJIKHUTC Ha HY?KHOM THUIIC 00BEKTA.

B
@
A 3 Ikcnpecc-Eaokm ~ g% Crpoka noanucn - || JT ©opmyna ~
|‘ﬂ WGK:IArt e | f_)ﬂ,an 1 BpeMs £2 Camson -

. ¢ -
W) o v w
Wordit ordA™ woraaz, Wordhrt Worar!

s pas

-
W

3

lit WordArt WordArt wordsr: et
WOW wandar' ~WorgArt .‘=E"'\:3"LL ATl -
WordAet Wardre o Wil wortidl 3 Y

Puc. Croucok kaonku WordArt

#Ppaver --F

3. B otkpeiBuieMcsi okHe WM3menenne TtTexkcrta WordArt BBeauTe TEKCT
HAJIIHCH.

LWprdT: Pastiep:
T Impact |36 W

TekcT:

06berT WordAn

Puc. Oxuo Usmenenue tekcra WordArt

4. Haxwmure knHonky OK, uroOGel moarBepauth BBoA. OO0bekT WordArt
0TOOpa3uTcs B paboyeM OKHE.
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Puc. O0bexr WordArt B okae Word

Ternepb Bbl CMOXKETE PEIAKTUPOBATH ATY HAJIHUCHh C MOMOIIBIO MOSBUBIICHCS
Bkiagku PabGora ¢ o0bektamu WordArt — @opmar Ha seHTe. Bl Moxere
U3MEHATh (POopMy, TapaMeTpbl M HampaBlICHUE TEKCTa, MEHATh CTWIH OOBEKTA,
MPOMEXKYTKH MEXIy OykBaMM M T. 1. OJEMEHThI, COCTaBIAIONINE OOBEKTHI
SmartArt, MO)XKHO M3MEHSATH MO OTACIBHOCTH, HANPUMEP HUCIOIb30BaTh CPEJICTBA
WordArt s obopmiieHus TeKcTa.

7. O0bexkThl SmartArt

OObekThl SmartArt — HOBBIM THUN TPaQUUYECKUX DIEMEHTOB, TOCTYITHBIN
nonb3oBatesiM Word 2007. Takue oOBEKTHI SIBISIOTCS YEM-TO CPEIHHUM MEXKTY
auarpaMMamMu U purypamu. OHH JalOT BO3MOXKHOCTH TIPEJICTABUTH Pa3HYIO
uH(OPMAITUIO B BUI€ YAOOHBIX TpauiecKux OJIOKOB.

Teopetndecku moaoOHbIE OJIOKM MOXHO ObUIO co3naBaTh U B Word Oosee
PaHHHMX BEPCH, MCIOJIB3YS aBTO(PUTYpPhl M HAANKCH, OJHAKO HA BBIPAaBHHBAHUC
buryp Ha cTpaHUIlE, BCTABKY TEKCTa U (HOpMATUPOBAHUE YXOAUT OOJIbIIIE BPEMEHH,
yeM Ha Jjo0aBiieHue 00bekTa SmartArt.

JI1s1 BcTaBKM B JOKYMEHT 00beKTa SmartArt caenaiite ciaeayroiee.

1. Tlepeitnute Ha BkiIanky BeraBka neHtsl u B rpynne Houmocrpamum
HaXMUTE KHONIKY SmartArt.

2. B oTKpbIBIIEMCS OKHE BBIOEPHUTE B JICBOW YaCTH THI O0BEKTA, a B CPETHEH —
BUJT 00BEKTa YKa3aHHOTO THUTIA.
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Boifiop pHcynka Smarthnt
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Puc. OxkHO BcTaBKH 00beKTa SmartArt

Odenp ygo0HO, YTO B OKHE BBIOOpa OOBEKTa MPUBOJAUTCS €ro OMHCAHHE.
Hampumep, Bapuant Boponka wu3 pasgena CBs3b TpeaHa3Ha4deH, YTOOBI
AKIIEHTHPOBAaTh BHUMAHHUE Ha KOHIIEMIUSAX, KOTOPbIE CXOASATCS B €IMHOE LIENoe, a
oObexT Pacxoasimmecss cTpenku, Takxke Haxonsduuiics B pasgene CBsA3b,
npeaHa3HayeH A1 0(hOpMIIEHHUS JBYX MPOTUBOIOJIOKHBIX 10 CMBICIY UAEH, MEXKITY
KOTOPBIMU HYKHO CJIENaTh BHIOOD.

KoHe4Han uenb

Puc. O6bext Boponka

Haneeo Hanpaeo
noifAeLWb - cam

nponageus

NORAEWL — KOHA
noTepaewb

Puc. O6bext Pacxonsiumecs cTpenku

3. Tlocne nobaBnenuss oObekTa SMartArt B ToKyMEeHT MOXHO BBECTH TEKCT B
MoJisi, OTMEYEHHbIe Kak [TekcT]. DTO MOXKHO JAenaTh KaKk HEMOCPEACTBEHHO B
obnacTu 00BEKTa, TaK U UCTIONB3YS CIEIUATBHYIO 001acTh 3a7a4 BBeauTe TeKCT.
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Puc. Beox tekcra B 00beKT SmartArt

s oObekToB SmartArt mpeaycCMOTPEHbl OUY€Hb IIUPOKUE BO3MOXKHOCTH
dbopMaTHPOBAHUS: MOXHO M3MCHHUTH IIBETOBYIO CXEMY MAaKeTa, UCIIOJb3YS CTHIIH,
00aBJIATH TOMOJHUTEIbHBIE Y(PPEKTHI.

3. LleJb nesiTeIbHOCTH CTYJAE€HTOB HA 3aAHITUM:
CryaeHT 10JI2KeH 3HATH:
1. OcHOBHBIE CTPYKTYpHBIE dJIEMEHTHI HHTEp(eiica TEKCTOBOTO JOKYMEHTA.
2. OCHOBHBIE TEPMUHBI TEKCTOBOTO MPOIIECCOPA.
3. IMpunnumn paboThl C TEKCTOBBIM TOKYMEHTOM.
4. OCHOBHbIE TPUHIUIIBI 100aBICHUS TpaduIecKOro 00bEKTa B TOKYMEHT.
5. Kak BbeIICHATH, KOMHMPOBAaTH W YHAlATh, IEPEMEIaTh W HW3MCHSITh
rpaduueckuii OOBEKT.
6. Kak 106aBisTh HOAMUCH K rpaduuecKOMy OOBEKTY.
CTyeHT 10J/I2KeH YMeTh:
1. Hcnonb3oBath 0a30BbIe CpencTBa i 00OpabOTKM TEKCTOBOW M YHCIOBOMN
uHdopmaIuu.
2. J1oGaBiaTh U yaanarh rpagudeckie 0ObeKTHI.
3. M3MeHATh pa3Mephl U MOJ0KEHUE TPAPUIECKUX O0BEKTOB.
4. Pab6orats B mporpamme MS Word.
5. Ucnonb3oBate WordArt.

4. Copaep:xanue 00y4eHUs :
1. BcraBka n3o0pakeHHi B JOKYMEHT
1.1.BcTraBka pUCYHKOB ¢ IOMOIIIbIO 0Osactu 3a1au Kiun
1.2.BcraBka wiutmrocTpanuii u3 ¢aiina
2. PemaxtupoBanue n3o0paxeHui
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3. Pabora ¢ purypamu
3.1.Co3znanue puryp
3.2.0¢opmienue puryp
Hanmucu

JnarpaMmbl

O6bexTsl WordArt
OO6BekTh SmartArt

No ok

5. IlepedyeHb BONPOCOB /ISl MPOBEPKH YPOBHS 3HAHUIA:
1. Jlnis yero Hy>XHO J00aBIATH rpadudeckrue 00ObEeKThl B TEKCTOBBIN JOKYMEHT?
2. Kax mpousBoautcs nobasieHue rpadpuyeckux 00beKToB?
3. Kakue 00beKThl MOKHO BCTABUTh B JOKYMEHT?

6. IlepeyeHb BONPOCOB /I IPOBEPKU KOHEYHOT0 YPOBHSI 3HAHMIA:

Kakue 2 ocHOBHBIX THIA Tpaduku cymecTByoT? B dyem ux paznuums?
VYKaXuTe BO3MOXKHBIE CITOCOOBI T0OABJICHUS PUCYHKA B JOKYMEHT.

Yro Ttakoe urypa u kak ee 100aBUTh B JOKYMEHT?

Yto MOXHO caenats ¢ purypoit mpu ee opopmieHun?

Yro takoe Haamuch? Kak 100aBUTh HAAMKUCH B TJOKYMEHT?

Yro Takoe nmmarpamma, I8 Yero oHa mnpuMmeHsercsa? Kak — moGaBuTh
JUarpaMMmy B JOKyMEHT?

ok wbdE

7. Co3naTb JAOKYMEHT, HaOpatb W o0OT(oOpMATHPOBATL B COOTBETCTBHHM C
oOpa3uom.:
B bepauHckoM manupyce, HalMCaHHOM
npumepHo B 1300 r. go H.3.,, UMEKOTCH
TJIaBBl O pPEBMAaTU3ME M O KPOBEHOCHBIX
cocyniax, MPUBOJUTCS CIIOCOO OMpe/eNIeHus
nosia Oyaymiero pedeHka, JaeTcsi COBET, KaK
OTIPENIEUTh, CMOXET JIM JKEHIIIUHA POJINTb.
B manupyce Xepcra Ha 18 ¢ momoBuHOM
«CcTpaHuIlax» onuckiBaeTcsa 260 ciaydaes
0ose3Hel, U3 KOTOpbIX 96" yrmoMuHaroTCcs B
nanupyce O0epca, uMeeTcs TJaBa o
00JIe3HSAX KOCTEH, JIEYCHUH TEpPEIOMOB
KOHEYHOCTEH M Mepax MNpeJoCTOPOKHOCTH
MPU YKycax sIOBUTBIMH HACEKOMBIMHU.
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B JleiinenckoM mnamnupyce, HanmvMcaHHOM IpuMmepHo B 1250 r. 1o H.3., NPUBOASTCS
peuenTsl M ONMCaHbl IIPUEMBl MAarudeckoro M SMIIMPUYECKOrO0 BpadyeBaHUS,
aHAJIOTMYHBIE TEM, KOTOPbIE PUBOASATCS B IPYTUX Nanupycax.

B JlonpoHCcKOM manupyce OCHOBHOE€ BHUMAaHHUE
YAEIEHO MAaru4eckuMm IIpueMaM JICYECHUS.
Bmecre ¢ TemM TaM  NpPUBOAATCS U
palMoHaJbHBIE pEelenTsl — Takue, Kak
IPUMEHEHHUE Ul JICYEHUS] KYpPHUHOHM CIICNOTHI
Oblubell MeuYeHH, B M300WINU COAepKallei
BUTaMUH A, Kak yHnoTpeOleHue mpu
KEITYAOUYHBIX  3a00JIEBaHUSIX  KIICLIEBUHBI,
MMEIOIIEN B CBOEM COCTaBE KACTOPOBOE MacCIIO.

8. CamocrosiTesibHasi paboTa CTYJ1€HTOB:
[lo y4yeOHUKY H3y4yuTE€ OCHOBHBIC MPHUHIUIBI J00aBleHUsT TrpadUuyECKUx
00BEKTOB B TEKCTOBBINA JOKYMEHT U X PEIAKTUPOBAHHUE.

9. XpoHokaprta y4ueOHOIr0 3aHSITHS:
OpraHu3alMOHHBIA MOMEHT — 5 MUH.
Texymuit KOHTPOIb 3HaHUN — 30 MUH.
Pa360p Tembl — 20 MuH.

[Ipaktrnueckas pabora — 30 MuH.
ITonBenenue ntoros 3ausatus — 10 MuH.

o0 E

10. ITepeyennb yueOHO JUTEPATYPHI K 3aHATHIO:
1. CremanoB A.H. UndopmaTtuka. Yuebuuk ans By3oB. 4-¢ uza.r. CII6., [Tutep,
2006;
2. Ecaynenko M.D., CemenoB C.H. OcHOBBI mNpakTudecko HHGOPMATUKH B
Meauirae; Boponex, 2005;
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