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BBEJEHUE

[IpakTudeckoe mocoOMe BHIMOJHEHO B COOTBETCTBHH C YUeOHOW Mpo-
rpammoit kypca «/HpOpMaTHKa U BBIYUCIUTENbHAS TEXHHKA», COOTBET-
CTBYeT TOCYJApCTBEHHOMY CTaHAAPTY M METOAMYECKHM TPEeOOBaHHUSIM
MPENoJaBaHusl TUCHUIUTUHEL. OHO COAEPIKHUT ONUCAHUE BO3MOMXKHOCTEH
[13BM n ux ycrpoiicTBa, IpOrpaMMHOTO oOecredeHus, TI00aIbHbIX ce-
Tell. B paMkax Kypca M3iararoTcsl CBeeHHUs 10 padoTe ¢ ONepamroHHON
cucremori Windows, makeramu npukiaansix mporpamm Microsoft Office,
Microsoft Internet Explorer, apxusaropom WinRar, rpaduueckum pemak-
topom Microsoft Paint. CtpykTypa mocoOusi BKIIOYAET TEOPETHUYCCKHM
MaTepuai 1Mo TeMaM Kypca, BOIPOCHI JJIsi CAMOKOHTPOJISL U 3aJlaHusl Jijist
nabopaTOpHBIX PadoT.

IIpu moaroroBke MaTepraia aBTOPbI OPUCHTUPOBAIKCH HA| COBPEMEH-
HBIE KOMITBIOTEPEI W omeparuonnbie cucremsl Windows 98, 2000, XP.
PaccMmoTpenbl, MO BO3MOXKHOCTH, MOCIEIHHAE BEPCUH/ \IIPOrPAMMHOTO
obecreveHus], yIYUThIBAJIOCh HAIUYHE PYCCKOSI3BIYHBIX, IPOrpaMM, IMaKe-
TOB U cucteM. J{jist paboThI C aHTJIOSM3BIYHBIMU BEPCHAMH B TIOCOOHH IPHU-
BOJIATCS CIIOBAPH AHIJIOSI3BIYHBIX TEPMUHOB M COOBIIICHHI.

Iockonpky 00beM MOCOOMs HE MO3BOJISIETIIPABECTH OIMCAHUE BCEX
BO3MOYKHOCTEH MakeTa mpuKiIagusix nporpamm Microsoft Office, To mms
Oosnee momHOro ocBoeHus [IDBM umraTensM npezyiaraeTcs caMocTos-
TEJILHO BOCIIOJIL30BATHCS JINTEPATYPOH, MPUBEICHHBIMHU B CIIUCKE JIUTEpa-

TYpBIL.



Tema 1
OINNEPALIMOHHAS CUCTEMA WINDOWS
1 BO3MOXHOCTH U OCHOBBI HCTIONB30Barus Windows
2 Nurepdetic Windows
3 Pabora c okHaMH U 0OBEKTaMU
4 Hacrpoiika paboueii cpeapt Windows

OcHOBHBIE MOHSITHS MO TeMe
1. Bo3moskHOCTH M 0CHOBBI Hcnoab3oBanus Windows. Windows — 3to
OTIepaIlioHHAs] CHCTEMa C IPUOPUTETHOW MHOT033/Ia9HOCTBIO U YIIyHiIIeH-
HOW peaym3anueil paboThl ¢ mamsaThio. OHA HCIONB3YeT eOUHBIN YHUDU-
LUPOBaHHBIN TIpaQUYecKHil TOJIE30BATENbCKUI HHTEPQEHCT; \[103TOMY
MOJIB30BATEISIM HE TpeOyeTcss W3ydaTb Uil KaKAOH HQBOW.HMPOTPaMMBI
MIPUHIIAITEL OPTaHU3ALUH B3aUMOACHUCTBHS C HEHl.

OmneparpionHas cuctema Windows obecriedrBaeT BO3MOKHOCTD OHO-
BPEMEHHOTO BBINOJIHEHUS! HECKOJBKUX 3a/1a4 U jIePEKITIOUCHUs C OJIHOMN
MPOTPaMMBI Ha IPYTYIO.

Jl1st opranu3anuy oOMeHa MaHHBIMH Mexay. nporpammamu Windows
UCTIONB3YIOTCS:

* Oy(hep oOMeHa JaHHBIMH (OJIHA HpoOTrpamMMa MoMeIlaeT JaHHbIe B Oy-
¢ep oOMeHa, a Apyras mporpaMmMa MOXeT UCIOIb30BaTh AaHHbIE U3 Oyde-
pa obmeHa);

* MEXaHU3M CBSI3U M BHEIPCHUSL.

OmnepanmonHast cucteMa~-\WiNndows OCyIECTBISET MOICPIKKY MYIb-
TUMeana. IIpyu MOAKIIOUEHHH COOTBETCTBYIOIIUX ycTpoicTtB Windows
MOJKET BOCIIPUHIMATH W, BBIBOIUTH 3BYKH U M300pPaKEHUS OT PA3IAIHBIX
HUCTOYHUKOB (MHUKPO(OH, KOMITAKT-TUCK, IH(poBee Kamepsl, MIDI-
CHHTE3aTOp, CKaHEP, U Ap. Y>Ke YCTpOilcTBa).

Windows ‘Me obGnagaer BO3MOKXHOCTMH, KOTOpPBIE 00YCIIOBINBA-
IOT ee BBIOOP, IS IOMAIITHETO KOMIIbIoTepa. Ee moap30BaTensM TOCTYITHEI
BCE BOBMOMKHOCTH palbOTHI C MYJIbTUMEINAa U OpPTaHU3AIMM JOMAIIHEHl
cetn. 9Ta cucTeMa IpeagaraeT MHPOYanIIyI0 HOJAEPKKY 000pyI0BaHUSI
i TIPOrPaMMHOTO oOecnedeHHs JOMAlIHUX KOMIbIoTepoB. OHa sBISeTCS
HNEHTPOM JIOMAIIHUX MYJIbTUMEIUMHBIX pa3BieueHuid. OnepanuoHHas
eucrema Windows Me paccunTana Ha COBMECTHYIO paboTy ¢ 1i(pOBBIME
¢dororpadusiMu, BuaeoMaTrepraIaMu U My3bIKod. B Heill conmepkarcs Ho-
BBI€ TEXHOJIOTUH W BO3MOXKHOCTH, MO3BOJIAIONINE paboTaTh ¢ MyJIbTHMeE-
JUIHBIMU MaTepUanaMu.

Windows 2000 Professional oGmamgaer 6oabimuM HabOpPOM
BO3MOYKHOCTEH, Ojaromapss KOTOPBIM OHa COOTBETCTBYET TPEeOOBaHMSAM
OpeanpuiaTuil moboro Macmraba. OHa MOCTPOCHA TakUM 00pa3oM, YTO
OpraHu3anus MoXeT YHH(UIMPOBATh HACTOJIBHBIE M TIEPEHOCHBIE KOMITb-
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IOTEPHI, YCTAHOBHB OJIHY M TYXKE ONEPAIMOHHYIO CHCTEMY, U B TO K€ BpPE-
Ms1 00eCIIeYUTh MHOTO(QYHKIIMOHABHOCTD, HEOOXOJUMYIO COBPEMEHHOMY
TPEANPUSATHIO.

Onepanunonnas cucrema Microsoft Windows 2000 Professional cosma-
BaJIach JJIsl OM3HEC-TIOJIB30BATENCH, MOITOMY OHA HE ONTUMH3HPOBAIACH
JUTSL TIOJIE30BATENICH JOMAITHUX KOMITBIOTEPOB, Y KOTOPHIX MOXET YacTo
BCTPETHTBCSI cTapoe o0opylnoBaHMe W 16-pa3psgHble NPIIIOKECHUS
(HampuMmep, UTPBI) B COYCTAHHU C BHJICO- U 3BYKOBBIMH IIATAMH ITOCIIE/-
HUX MOJEIEH.

B omeparmonnoit cucreme Windows 2000 Professional mpumensioTcs
TEXHOJIOTHH, MTOBHIIIAIONINE €€ HAJACKHOCTh, a TEM CAMBIM H IIPOM3BOLIS
TENLHOCTH TPY/Ia MOJIH30BATEIS.

Windows XP o6iagaer yiydiieHHBIME BO3MOKHOCTSIME MITs.pa-
00ThI IporpaMM B (hoHOBOM peskume. OOmIast 3anuTa 3HAUUTESIBHO, yIyd-
IIeHa, TOITOMY TelepPh MOXKHO OoJiee 0€30MacHO UCIOIB30BaTh 0003peBa-
Tenb MIHTEpHETa U COBEpIIaTh B HEM MOKYNKH. MOXKHO Takke 00IIaThCs ¢
OPYTUMH TOJB30BATEISIMU IO CETSIM, HE OECIIOKOACh O COXPaHCHUH KOH-
(buneHIMaNbHOCTH (aiijioB JUYHBIX JaHHBIX. BRICTpOICHCTBHE MO3BOJISIET
3amycKkaTh OOJBINOE KOJMYECTBO MPOrpaMM OJHOBPEMEHHO, TPU 3TOM
nporpaMmbl  paboOTalT ¢ MaKCUMalbHOH ckOpocrhto. Windows XP —
HaJIeKHA U YCTOWYMBA, MMOITOMY BCETJa MOXKHO'PACCUUTHIBATH HAa OBICT-
pozeiictBre U 3G ¢GeKTHBHYIO paboTy KomiteioTepa. [lomumo 3rtoro, no-
CTHTHYT MaKCHMaJIbHO BO3MOKHBIH YPOBEHb COBMECTHMOCTH C JPYTUMH
poTrpaMMaMHu.

Tpebyembie Texunueckue pecypesl aist Windows XP: mpomeccop Pen-
tium ma 233 MI'n win Goyiee MOIIHBIN; PEKOMEHIYyEMBI 00bEM orepa-
tiBHON mamsaTu 128 MB; 1,5 b cBoboagHOro Mecra Ha »KECTKOM JMCKE;
MoHuTop VGA,; KIaBHaTypa; MBIIIb WM COBMECTHMOE YKa3bIBaIOIIEE
YCTPOUCTBO; TUCKOBO KOMIAKT-TUCcKOB i DVD-nuckos.

daiinel u mauwku. MHDOpManmus Ha mucKax (KECTKHX JHMCKAaX,
JIUCKETaX, KOMAAKT=AUCKAX U T. I.) XpaHuTcs B (aitnax. dailiom Ha3biBa-
eTcs Jro0asi TOCIEI0BaTeIbHOCT JAHHBIX OMPEACICHHON JUTHHBI, HMEIO-
mas umsiy B \(aiiiax MOTyT XpaHUTBbCS TEKCTHI MPOTPaMM, ITOKYMEHTHI,
PUCYHKU,\Ta0JIUIIBI, TPOTPaMMBI M IPOYHE AaHHEIC.

Vivsi-gaiina cocTouT U3 uMeHH U pacumperns. Uvs daitna 8 Windows
2000 — st0 HaGop m0 255 MOMYCTUMBIX CHUMBOJIOB, BKIFOYAs MPOOEIIHL
Hepomyctumeie cuMBOJIBL: \ /¢ *? « <>\,

Pacmpenust otnenstorcs oT UMeHH Qaiifla TOYKOM U colepiaT a0
TpeX JOMYCTHMBIX CHMBOJIOB.

Ipumep. Nms daiina:

Ortuer no JaGoparopHoii padore Nel.doc
Wms daiima 3amaeT moik30BaTeNlb IPH €r0 COXPAHEHWH Ha JHICKE, a
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paciMpeHre 3aJaeTcsi MporpaMMoi, B KOTOpOH OH cosfaH. Ums daiina
COCTaBJISIETCS TaK, YTOOBI MOJIB30BATENb MOT JIETKO BCIIOMHUTh, YTO B HEM
XpaHutcs. Pacmmpenne UMeHH yKa3bIBaeT Ha THUII XpaHSIIUXCSA B (aiine
JTaHHBIX U [0 HEMY MOXXHO y3HATh, Kakas mporpamma coszgana gaiin. Oc-
HOBHBIC CTaH/IAPTHBIC PACIIMPEHUS (AMITOB MIPUBOAATCS UMEIOT BUII:

.com, .exe — Mcnonusiemble (aitibt

.bat — Komannsie daiisst

.txt — TexcroBble (aiib

.doc — ®aiinel, cozaannsie pegakropom Word

XIs — Daiinel, co3naHHbIe 3JIEKTPOHHOM Tabnuiei Excel

. bmp, .gif, .jpg — ®aitner pucyHKOB

.Zip, .rar, .arj — ApxuBHbie (aiibt

.htm, .html — ®aiiner, ucronsszyemsie 8 UutepreTt

Hnst obpamenus K rpymnaM (ailioB IPUMEHSIOTCS IPYHIOBEIC HMEHA
¢aiino, oOpasyeMble C HCIOIb30BaHMEM CUMBONOB.* 1 ?. CumBon *,
BCTpevaronuics B uMeHH (aiiia, TpakTyeTcs OIEepallMOHHOW CHUCTEMOM
KaK <«J1r00asi moceoBaTeIbHOCTh CHMBOJIOBY», CHMBOIN ? — Kak <«UIr00oin
OIIMH CUMBOID). [Ipumepamu Takux (aiioB SBISIOTCS:

* . EXE — Bce ¢aiinsl ¢ paciuupenneM nmeHn EXE;

A*.COM - Bce daiinbl Tnmra COM, nMeHa KOTOPBIX HAUMHAIOTCS € A,

??B.BAS — Bce ¢aiinnl Tina BAS, nMeHa K0TOPBIX collepikaT TPH CHMBOJIA, U3 KO-
TOPHIX MOCTCIHNI OyKBa §;

*.* — Bce aitbl.

Kpome nMeHu u paciimpeHds omnepalloHHas cHCcTeMa XpaHWUT IS
Kaxxzoro ¢aitna oamy ero,co3nanus (M3MeHEHUs1) U ampudymol (CBOWCTBA,
OTIpeICIISIONINE CIIOCOOBINPAOOTHI ¢ HUM) (haiina.

Ampubymol OBIBAIOT\CIICTYIONINX TUTIOB!

* moavko ons umenys [Read only] (daiin Heb3s pe1aKTHPOBATH);

* cxpuimoiti, [Hidden] (mpu mpocMoTpe COAEPKMMOIO Karajora 3TOT
(aiin He BUAEH);

* cucTéMHBIN [System] (daitn oTHOCHTCS K OMEpaIlMOHHON CHCTEME U
HE MOXET OBITh OTPEAKTHPOBAH;

o lapxuBHBIH [Archive] (Mcmosb3yeTcs TpU PEe3epPBHOM KOIHUPOBAHHU
¢aitnos yrimuroit BACKUP min aHanorunvHoit) .

CTpyKTypUpOBaTh, YHOPSIAOYUTH JMCKOBOE MPOCTPAHCTBO TIO3BOJISIFOT
nanxu (kamanoau).

Ilanka (kamanoz) — 1o Tpynma (GaiioB Ha OXHOM HOCHUTENE, 00BEIH-
HEHHBIX 0 KaKOMY-THOO KpHTEpHio (OOBIYHO JOTHYECKH B3aUMOCBSI3aH-
HBIX). B Hell xpaHsaTcs umeHa ¢aitioB, cBeieHus 0 pa3mepe (haiiios, Bpe-
MEHH UX MOCIICAHET0 OOHOBIICHNUS, aTpUOYTHI (paiiioB u T. A. [lanka umeer
nMs (TpeOGoBaHMS K MMEHAM Te€ e, 4TO U K uMeHaMm (aiinos). Pacmmpe-
HUS B MMEHM IMalKu OOBIYHO HE HCIONB3YHTCA. B mamke MokeT ObITh
MHOTO (paiJIOB H BIOKCHHBIX ITAIIOK.



Opranuzanus namnok Ha JIMCKe UepapXuyHa, T.€. YyPOBHH MAIoOK BbIpac-
TalOT W3 OJHOW KOPHEBOU MAalKu, HE UMeEroued MMeHU. IIpu ClIoKHOH,
JIPEBOBUAHOMN CTPYKTYype (ailioB Ha JUCKE AJIs ONpeAeNeHHs] MECTOMOIO-
keHus (aiiia HeoOXOAUMO yKa3aTh IEMOYKY BIIOKEHHBIX Aok KOTopas
HasbIBaeTCs Mmapuipymom. llepeuucnsemsle B MaplIpyTe HMEHa MaroK
Pa3aeISIFOTCSI CUMBOJIOM \.

Ipumep. MapuipyT:

C\Mou noxkymentoi\OTuern\OTYeT 110 J1aGopaTopHoii padore Nel.doc

3neck daitn OTyeT Mo gadopaTopHoii padore Nel HaXOAUTCS B TTATKS
OT4eThl, KOTOPAas BIOKEHA B Tariky Mou 10KyMeHThI Ha ucke C:.

[ HarmsgHOCTH Bee 0OBEKTHI ((paiiiibl, Manky | T. I.) 0TOOPaKaAIOTCs
Pa3IMIHBIMI MAIEHBKIMY 3HAYKAMH — «UKOHKAMI).

OcHosHoe npaguno onepanronHoit cuctembl Windows —\BsiaeauTsb
00BEKT, a 3aTeM IPUMEHUTH KOMaH/Ty, BO3ICHCTBYIOIIYIO Ha\HETO.

Mackon vmveH (aiiioB Ha3bIBaeTCs HEKOTOPHIN WIA0NOH, 3aIarOIHid
npaBwio BbIOOpa QainoB. OgHa Macka MOXET QOHPENENSTh cpazy He-
CKOJIPKO pa3jM4HbIX MMEH (ailyioB, T.c. cpa3sy HECKOIbKO MMEH (ailioB
MOTYT YIOBIIETBOPATH OAHOH Macke. [Ipu 3amaHAN MacKu MCIIOIB3YIOTCS
CHUMBOJIBI, JOMYCTUMbIC B UMEHH (haiiia, H JIBa, CICIHaTbHBIX CUMBOJIA —
«*» U «?». CuMBON «?» 0003HaYaeT JIIOOOKU\CUMBOI UMeHH (aiina, a «*»
— 1100yI0 MOCTIEeIOBATENIFHOCTE CHMBQJIOB, B TOM YHCIE U MYCTYIO (HE CO-
JIEpPIKaIy0 CHMBOJIOB).

Hanpumep,

— Macka *.* 3amaer Bce (hailiibl KaTauora;

— Macka *.txt 3amaeT Bce (aiiinbr katanora ¢ pacumpenuem txt;

— Macka in*.* 3amaer|Bee (ailnpl Kartamora ¢ JFOOBIM PACIIHPEHUEM,
MMEHa KOTOPBIX HaudHAroTcs ¢ in. Paiiiel ¢ nmenamu int.txt, input. dat,
in.rar yaoBieTBopsIOT IaHHOU Macke, a ¢aiiner id.dat, anti.vir — uer;

— Macka prog?®* zamaer ¢aiiapl Karaiora ¢ JIIOOBIM PacIIUpPEHHUEM,
UMEHa KOTQPBIX COCTOSIT U3 MATH CHMBOJIOB M HAYMHAIOTCS ¢ Prog (3toit
Macke yIOoBIeTBOpsioT (aitiel progl.pas, prog2.pas, progs. txt, a daiiisl
fff. dat; prolog. pas, prog. txt — uer);

~wacka St*.?d? 3amaer Qailisl Karanora, IMeHa KOTOPBIX HAYHMHAIOTCS
¢’Stya pacimmpeHie COCTOUT M3 TPEX CUMBOJIOB, IIPUYeM BTOPOU u3 Hux d
(3Toi Macke ynoBieTBopsitoT uMena (aiinos start.idx. st_l.ndi, st.ddd, a
numMena (aiios Sov.pas, test.idx, s.ndx, tst.ddd — uer);

— Macka Win?*.?? 3amaer Qaiinbl kaTanora, UMEHa KOTOPBIX COCTOSIT
KaK MUHHMYM U3 YeThIPEX CHMBOJIOB, IPHYEM MEPBbIC TPU U3 HUX — WiN, a
pacuperre — U3 JIIOOBIX IBYX CHMBOJIOB (3TOH MacKe YyZOBJIECTBOPSIOT
¢aitmer windows.in, winl.sa, win2000.98, a ¢aitier win.com, win.ss,
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windows. dat — uer).

Mbimbs u ykaszatenab. B Windows Bce omepanuu npu pabore ¢
¢aiinaMy 1 mankaMu OCYIIECTBIIIIOTCS ¢ IMOMOIIBI0 MbIH. [lo ymomnya-
HUIO Jle8ds KHONKA MBIIIN CUYUTACTCS OCHOGHOU, W KHONKOU 6b100pa.
Ilpasas kHonka Ha3BIBAETCS OONOIHUMENbHOU, VTN KHOIIKOW BBI30Ba KOH-
TEKCTHOTO (IMHAMUYECKOT0) MEHIO.

OCHOBHEIE AEHCTBHS, IPOU3BOJUMBIE C IIOMOIITHIO MBIIIIH:

— BBIJICNICHUE OOBEKTOB,

— packpsITHE 0OBEKTOB,

— 3aITyCK MIPOTpaMM, IIepeMelIeHne 00BEKTOB.

JI1st BBITIONTHEHUST TAHHBIX OTEpPallii MPUMEHSIOTCS MIETI0K, JBOHHON
IIETYOK U TIePETaCKHUBAHUE.

Jenuox — Ha)KaTh M OBICTPO OTIIYCTHUTH JIEBYIO (OCHOBHYFO) KHOIIKY
™Mb, Vcrons3yercst 1st BeIAETIeHusT 00beKTa. Ecimn/me00xoammo Beize-
JIUTh CMEKHBIE 00BEKTHI (TIOCTIECIOBATEIFHO PACIIONIOKEHHBIC 110 TOPH30H-
TaJIM WM BEPTHKAIH OOBEKTHI), TO HEOOXOAUMOKBBIICIUTE MEPBhIA 00b-
eKT, HakaTh KiaaBuiry Shift u BermenuTs nociennuit 00bekT crrcka. Eciu
HEOOXOMMO BBIIEIUTh HECKOIBKO MPOU3BOJIBHBIX O0BEKTOB, TO HEOOXO-
JMMO HakaTh Ha Kinasuiry Ctrl u BeigensTs TpeOyeMblie 0OBEKTHI, TIOCIE
4ero oTmnycTuTh kinasumry Ctrl.

Hsotinoii wenryox — IBaXKAbI OBIETPO HaXaThb M OTIYCTUTh JIEBYIO
KHOTIKY MbIIIH. Mcrmonb3yercs sl @TKPBITHS OKOH U 3aIlyCKa MPOrPaMM.
UToOBI OTKPHITH HECKOIBKO QOBEKTOB OMHOBPEMEHHO, HEOOXOIUMO BBIJIE-
JUTh TpeOyeMble 00BEKThI; a-3aTeM HaXkaTh KiiaBuiry Enter;

Ilepemackuganue —BHIOPATh 0OBEKT, HAKATH JIEBYIO (IIPaBYI0) KHOTIKY
MBIIIH U, HE OTIYCKAs €€, IIEPEeMECTUTh YKa3aTelb MBIIIH B APYrOe MECTO,
MIOCJIE YeTO OTITYCTUTHKHOIIKY.

3ameuanne. B \Windows moocno nepenasnauums masnawenue Kiasuu
MblUiU, Kxo20d ons 6bl60pa 0bveKma 0oCmamo4yHo MmoJibKO ycmarnoeums yKa-
3ameilb moliltud “HA O6‘b€l<'m, a wyeadoK ucnojlb3osaniob ons OmMKpblmus OKOH U
3anycKd npe2pamm.

2-Murepdeiic Windows. B onepanmonnoii cucreme Windows skpan mo-
HUTOpa Ha3bIBacTCs padouum cmonom. Ha pabodem cTone pacmosararoT-
cst uBeTHbIe 3uauxu [ICONS] ¢ TEKCTOBBIMK MOAMKMCSIMH, MPEACTABISIOLINES
cobo# nuxmozpammul v apaviku. 3nauxkom B Windows nassiBaercst rpadu-
YeCcKoe MPEJICTaBIICHHE MporpamMm (IIPUIIOKEHHH ), TOKYMEHTOB WJIX TATIOK
(xoHTEHHEepOB, KaTaloroB) Uil XpaHeHUs 00bekToB. OOs3aTeNbHBIMU
aneMeHTaMu pabouero crtona ABisroTcs mankd Moii komnsiorep, Kop-
3uHa, Moe ceTeBoe okpy:xenue, Internet u Ilanesan 3axay, Ha KOTOpOH
clieBa MOMEIIEHa KHOMKa IIaBHOro MeHro — Ilyck.

ITanka Moii koMIbIOTEp MpeHA3HAUYEHA Al MONYydYeHHs JOCTyla K
pecypcaM MHEpCOHATBHOTO KOMIBbIOTEpa (THOKMM W JKECTKHM JHCKaM,
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KoMIakT-guckam). Kpome srtoro, manka Moil KOMNOBIOTEP COIEPKUT
nanky IlaHenbp ympaBJiieHHsl, KOTOpas IIO3BOJISIET OCYIIECTBIISTD
HACTPOUKY oneparonHoi cucrembr Windows.

[Tanka Kop3una npexHazHaueHa IS XpaHEHUS yOAICHHBIX O0BEKTOB.
Y nanenHsle 00beKThl HaxoAATcs B nanke Kop3uHa 10 Tex mop, Mmoka oHa
He OyZeT O4MIIIeHa.

Juns ounctiky manku Kop3nHa HE0OX0ANMO BBI3BATH KOHTEKCTHOE Me-
HIO Ha Manke ¥ BeIOpaTh KoManay OuncTuTh Kop3uny. Ecnu manka Kop-
3MHA OTKpPBITA, TO JAHHYIO OINEPalni0 MOXHO BBINIOJHHUTE, BEIOpAB U3 Me-
Hio Maiia komanay OYUCTUTH KOP3UHY.

[Tanka Moe ceTeBOoe OKpY:KeHHe — IIporpamma Uil paboOTHl B CeTH
KOMIIBIOTEPOB U HCIIOJIb30BaHUSI €€ PECYPCOB, a TAKXKe IJIsl YCTAaHOBKH, U
VIIpaBIICHHUSI CETEBBIM 000PYIOBAaHHEM.

Internet — mporpamma HOJKIIOYEHUS K ceTH MHmeprnem W PaOOTHI B
Hell, CTaBIIas CTaHAapTHBIM KommoreHToM Windows.

Kuonku Ha IlaHenm 3agay MOKa3bIBAIOT, KAKWE OKHA™W MPOrpaMMBI
SIBIISIFOTCSL OTKPBITBIMU B TaHHBIH MOMEHT. J[J1s akTHBH3am#u TpedyeMoro
OKHa HE00XOIUMO HIECIKHYTh 110 COOTBETCTBYIOLICH, KHonke Ha IlaHenn
3aaad4.

Apnoiku [Shortcuts] — 310 3HauKH, comepKamue ocoO0yi0 METKy Iepe-
X07la B BUZE€ HEOOJBIIOrO NPSMOYIONbHUKA € \IHarOHAIBHOMN CTpenKol B
HIDKHEM JIeBOM yrity. OHM IpeaHa3zHaueHsl MUl ObICTPOro JOCTyNa K Ka-
KOMY-TH00 00BEKTy — (ailiry, nmporpaMMe (IIPUIOKEHHIO), TATKe, TUCKY.
SIpIABIKN UMEIOT HEKOTOPBIE ocobenrnocmu: ecinu (ailibl, OTHOCSIHECS K
APJIBIKY, IEPEUMCHOBAHBI, TO UX CBA3b C HUM COXPAHACTCSA, a CaM SAPJIbIK
MO-TIPE)KHEMY COOTBETCTBYET UM. SIpIBIK MOXHO B JIFOOOH MOMEHT yna-
JTH, HO TIPU 3TOM CBSI3aHHBIE ‘€ HUM (DaiiIbl COXPAHSIIOTCS.

[Tanens 3amay MOKHO |PacTIONOKHUTE Ha JIIOOOM Kparo dKpaHa, Iepera-
B €€ C TIOMOIIBIO MBIIH. Ee MOKHO HACTPOHUTH TAKHM 00pa3oM, 4TOOBI
OHa WcYe3ana, KOIra\C¢io He IONB3YIOTCS, Beerna OblIa CBEpXy BCEX OT-
KPBITBIX OKOH M\T. 1" [I111 Toro utoObl HacTpouTh [laHens 3amay, HeoOXo-
JIIMO BBI3BaTh KOHTEKCTHOE MeHIO Ha IlaHenn 3aga4 u BEIOpaTh KOMaHIY
CaoiicTea,) B osBuBIIEMCS AMAJIOTOBOM OKHE YCTAaHOBUTH HEOOXOAMMBIE
napamMeTpPhL:

Ha Hanesu 3apa4 B eBoM yriy Haxoautcst kHomnka Ilyek. Ona pac-
KpbIBaeT rinasHoe MeHo Windows, KoTopoe 0ToOpaxaeT ClIMCOK KOMAaH/I |
SIPIIBIKOB (yKazarened ¢aioB). BeiOupas TOT WM WHOH ITyHKT TIIABHOTO
MEHIO, MOJKHO 3allyCKaTh IPOrpaMMBbl, OTKPBIBATh JTOKYMEHTHI, HACTPAU-
BaTh OICPAIMOHHYIO CHCTEMY, MOJYYaTh CIIPABKY, UCKaTh OOBEKTHI HA
KOMIIbIOTEpE U T. 1. HeKoTOopblie MyHKTHI [NIABHOTO MEHIO UMEIOT CTOSIILYIO
CIpaBa CTPEJIKY, YTO 03HAYACT, YTO 3TOT IMIYHKT MCHIO COAEPKUT BIIOXKCH-
HOE MEHIO.
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Knomnka Ilyck conepxut ciemyromnye myHKThl MEHIO:

IIporpammspl — obecrieuuBaeT OBICTPBIA HOCTYN K YCTAHOBJICHHBIM Ha
KOMIIBIOTEpPE IPOrpaMMam;

JdokyMeHTBI — cOAEpKUT 15 mocneAHNX peJakTUPYEMBIX JTOKYMEHTOB
U SIPIIBIK JUIS OBICTPOro JOCTyMa K nanke Mou JOKYMeHTbI;

Hactpoiika — obecrieunBaeT HaCTPOMKY U KOH(PUTYypHpOBaHHE Orepa-
IIMOHHON CHCTEMBI,

HajiTu — oOecrnieunBaeT MOUCK HEOOXOIUMBIX PECYPCOB;

CrnpaBka M NoOAJdEPKKAa — UCTOYHUK HH(OPMAIUK I U3yYeHUS OC-
HOB Hucmoib3oBanus Windows u crmoco0OB BBITIOMHEHHUS Pa3IMYHBIX 3aHaq
— OT YCTAaHOBKH IPHHTEPA 10 coeanHeHus ¢ HarepueToMm;

BbInoHUTh — 00EeCIeunBaeT 3aIycK JIOOBIX MPOrpaMm; HaXOASIIUX-
sl Ha KOMIIBIOTEpE.

3aBepuienne ceanca/BpIKIIOUNTH KOMIBIOTEP —~ HUCHOIB3YETCS IS
3aBeplICHUs] PadOThl KOMITBIOTEPA, Nepe3arpy3Ku ONepalliOHHON cucTe-
MBI

Ha manens 3amag Windows MoxHO moMerath-liaHe I HHCTPYMEHTOB,
4ToOBI emie Oornee ynmpoCTUTh JOCTYH K Iporpammam, (aiinam, mamkam,
noanuckaM U u3dpanasiM Web-ctparumams Kpome Toro, MOXHO pasme-
ctuth IlaHeq b HHCTPYMEHTOB B JIIO00H HacTu pabodvero Croia M M3Me-
HUTH ee pa3Mepbl. CyIIecTBYIOT UEThIpE CTaHAApPTHbIE MaHEIH HHCTPY-
MEHTOB, KOTOpble MOKHO noMeniatbHa [lanenu 3anay:

* MaHens BBICTPBII 3aMyCK 'COICPIKUT SPIBIKA HEKOTOPHIX YacTO HC-
MOJIb3yEeMbIX KOMIIOHEHTOB:-paboyero croia, obospesarenss Web, Out-
look Express u kanaiog;

* maHenb Ajpec, MO3BOJSIET cpa3y BBOAUTH ampeca Web-crpanui, He
oTKpbIBas 06o3peBatens Internet Explorer;

* manens CCBIAKM COMCPKUT SIPIbIKK Hanbojee BaxHbx Web-y3mos
(manpumep, WWW. microsoft. com), 4ro mo3BossieT OTKPEIBATh MX O€3 I0-
MOIIIK 0003peBaTENS;

o maHens PaGoumii cTO1 COIEpKUT Bce SpibIKM pabouero croina,
TpYNIUPYs UX B OJHOM, YAOOHOM JIJIsl TOCTYTIa MECTe.

it Toro aTo661 momectuts [laneas mHcTpymenToB Ha [laHennb 3a-
a4, HeoOXOJMMO BBI3BaTh KOHTEKCTHOE MEHIO Ha ImycToM Mecte Ilanenn
3aja4y u BeIOpaTh KomaHny IlaHej M MHCTPYMEHTOB. 3aTeM IICIKHYThH
Mbibio 10 Ilaneau umHcTpyMentoB Ajnpec, Cebliku, Padouuii crou
ninu BeICTPBIN 3ammycK.

IToMyMoO cTaHIapTHBIX MaHeNlel HHCTPYMEHTOB, MOYKHO HUCIIOJIb30BaTh
CBOU COOCTBEHHBIE, CO371aBasi MX HA OCHOBE COAEPKUMOTO JIO0O0H MaIlKy,
JIUCKaA.

Juis Toro 4ToObI cO37aTh HOBYIO MaHEIh HHCTPYMEHTOB, HEOOXOMMO
BBI3BaTh KOHTEKCTHOE MEHIO Ha mmycToM MecTe IlaHenau 3aga4 u BeIOpaTh
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komaHny IlaHenum MHCTPYMeHTOB. 3ateM BbIOparh komaHny Co3aarth
NnaHejJb MHCTPYMEHTOB U B TOSBUBLIEMCS HMAJIOTOBOM OKHE BHIOpaTh
00BEKT, Ha OCHOBE KOTOPOT0 HEOOXOUMO CO3/1aTh IIaHENNb HHCTPYMEHTOB.

3ameuanme. /i moeo umobvl nepemecmums IlaHeIb HHCTPYMEHTOB Ha
pabouutl cmon, HeobXo0uUMO nepemawiums ee 8 mpebyemoe NOJONHCEHUE U
YCMAaHosums 071 Hee NOOX00suuUe pasmepul.

3 Padora ¢ okHaMu u o0bekTaMu. CTpyKkTypa okHa. Kaxapli ot-
KpBIBaeMBId OOBEKT Ha pabodeM CTONE MPEACTaBISICTCS B OTACIEHOM
okHe. OKHO MOXET MPUHUMATH OJTHO U3 TPEX COCTOSTHHIM:

* HOpMAJIbHOE — OKHO 3aHUMAET YacTb 3KPaHa;

* pa3sBepHYTOE — OKHO 3aHUMAET BECh DKPaH;

* CBEpHYTOE — OKHO HE 3aHMMAaeT MECTO Ha HKpaHe, a CBEPHYTO B.3Ha-
YOK (MIUKTOrpaMMy) Ha TIaHeNI! 3a]ady.

BepxHior0 CTpOKY OKHa 3aHUMAECT 3A201060K — CTPOKA TEKCTa, KOTopast
YKa3bIBACT IpeAHA3HAYCHHE OKHA.

CrneBa OT 3aroloBKa paclojaraceTcsi 3Ha40K, COOTBETCTBYIOLIMN NaH-
HOMY NPUJIOKEHUI0. Eciu IeiaKHyTh Ha HEM JIEBOH KHOMKOI MBIIIH, TO
TIOSIBUTCS CUCMEMHOe MeHio, TIO3BOJIAIONIEee BHIIQIHATh HAJ OKHOM CTaH-
JapTHBIC OIepalyy: BOCCTAHABIMBATH pa3sMephl OkHA (Boccmanosums),
IepeMenaTh OKHO C IOMOIIBIO KIaBUATYPHI\ ([1épemecmums), U3MEHATh
pa3Mepsl OKHA ¢ TIOMOIIEI0 Ki1aBuaTypsl (Pasitep), youparts OKHO € d9KpaHa
(Cseprymp), pa3BopaunBaTh OKHO BO, BEEh dKpaH (Pazeepnyms) U 3aKpbl-
BaTh OKHO (3axpwimy).

CrmpaBa OT 3aroJIoBKa HaXOASICS TPU KHORKU YHPAGNEHUA OKHOM.
Ilepsasi xkHonka COOTBETCTBYET, KOMaHIIE CBEPTHIBAHUS OKHA, W CCIH
IIEJNIKHYTh Ha HEH MBIIIBIO, TO\OKHO CBEpHETCS /10 MHHHMAJIBHBIX pa3Me-
POB: HCUYE3HET C 3KpaHa M ‘0T HEro OCTAHETCs JIMIIb OMpKa Ha MaHEeNHu 3a-
Iad win Ha paboueM CToNe. Bmopas xkHonka aHATIOTHYHA KOMaHIE Pas-
BEPTHIBAHUS OKHA; €CIIU ILEIKHYTh Ha HEH MBIIIBbIO, TO OKHO pa3BepHeTCs
BO BeCh JKpaHAIlepBble 1Be KHONKH HCIOJIB3YIOTCS TakXe JIJIs BOCCTa-
HOBJICHHUS TICPBOHAYANBHBIX Pa3MEpOB OKHA, €CITH OHO YK€ OBUIO CBEpHY-
TO WJIM Pa3BEPHYTO BO BECh 3KpaH. Ipemvbsa KHONKA B BUJIE TIepedepKHBa-
IOIIETO KPecTHKa MpeTHa3HAYeHA IS 3aKPBITHS OKHA.

Cmpokoii mento Ha3bBaeTcs 00NacTh B BepxXHEH 4acTH OKHA (HeIo-
CPENCTBEHHO IT0]T 3ar0JIOBKOM). B Hell comepxarca Ha3BaHHSA MEHIO, 00b-
eauAsIoNnMe ooimue KoManael. [1py miemdke Ha Ha3BaHWKM MEHIO 0TOOpa-
)KaeTcsl CIIMCOK KOMaH]l, KOTOPbIe MOT'YT OBITh MPUMEHEHBI ISl BHINIOJIHE-
HUSI Pa3TUYHBIX (QYHKITUH TPOTPaMMBI.

Cmpoka cocmoanusa B HIDKHEH CTpOKE OKHAa OTOOpakaeT MH(pOpMa-
IIHI0, OTHOCSIIYIOCS K BBIICTICHHOMY OOBEKTY WM IPOU3BOANMOMY JACH-
CTBHIO.
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Ilanens uncmpymenmog cocTout u3 Habopa kHonok. Kaxmas kHomka
HA MaHETH WHCTPYMEHTOB IMPEICTABISIET ONpENeICHHYI0 KoMaHay. Heko-
TOpPBIC W3 HUX AYONHUPYIOT KOMAHIBI CTPOKU MEHIO, NPYTHE ITOCTYITHBI
TONBKO depe3 KHonKy [laHes i HHCTPYMEHTOB.

CrpaBa ¥ BHH3Y MOTYT OBITh PACIIOJIOKECHBI CIICIHATBHBIC DIICMEHTHI B
BUJIe TIOJIOC CO CTPEJKaMH Ha KOHIAX — HOIOCHI NPOKPYMKU, KOTOPHIE
HA3BIBAIOTCSI COOTBETCTBEHHO BEPMUKANLHOU T 20PU3OHMANLHOU NOAOCA-
MU APOKpYmMKU. DTU DIEMEHTBI HCIOJB3YIOTCS JJIs MepEeMEIICHUs n300>
pakeHHs B OKHE, €CITU OHO HE IIOMENIAeTCsl BHYTPh HETO IETHKOM.

Bcro ocTanpHyro 4acTe OKHA 3aHUMAET €TO GHYMPEeHHsA 001aCHb, KO-
TOpasi MOXKET COAEPKaTh 3HAUKH, PUCYHKH, TEKCT HJIH BCE ITO BMECTE.

[Mepememennue okHa. OKHO B HOPMAJIbHOM COCTOSTHAH MOXET
3aHUMAThH JI000€ TONIOKeHHE Ha dKpaHe. s Toro 4TQOBINIepEeMECTHTH
OKHO B JIpyT0o€ MeCTO pabodero cTojia, JOCTATOYHO YCTAHOBUTH yKa3aTelb
MBIIIA HA 3ar0JIOBOK OKHA W, Ha)aB JICBYIO KHOITKY MBIIIH, MEPETANUTH
ero B JPyroe MecTo.

N3meHeHnue pazmMepoB OKHa. Pa3Mmepbl OkHa B HOPMAJIBHOM
COCTOSTHMH MOYKHO U3MEHSTH C TIOMOIIIBIO YHIKA\H TpaHuI] OKHa. J{j1st Toro
YTOOBI H3MEHHUTH Pa3Mephl OKHA OJHOBPEMEHHO 0 TOPU3OHTAIN U BEPTH-
KaJu, HeoOXOOMMO yCTAHOBHUTH yKa3aTeJb' MBIIIN Ha ymiko okHa. Korma
yKa3areNib MBIIIM IPUMET BUJ IBOHHOM CTPENKH, HaXaTh JIEBYIO KHOIKY
MBIIIHA U TEPETAIUTh YroJ OKHAVIO, HeOOXOMUMBIX pasMepoB. Ecmu Tpe-
OyeTcss M3MEHUTH pa3Mep OKHa TOJHKO MO TOPU30HTAN (BEPTUKAIN), TO
IUTSL 3TOTO HY)KHO ITOMECTHTh|YKa3aTelb MBIIIH Ha BEPTUKAIBHYIO (TOPH-
30HTABbHYI0) TPAHHUILY OKHA W, HAXKAB JIEBYIO KHOIKY MBIIIH, IEPETAIIUTH
BEIOpaHHYIO TPaHUILy 10, TpeOyeMBIX pa3MepoB.

[MpocmoTpscomepxumoro B okHe. Korna uadopmanus He
noMeniaeTcss MOJAHOCThI0 B paboyell 00JlacTH OKHA, OKOJIO IIPAaBOW €ro
TPaHHIBl TOSABILIETCS BEPTHKAJIbHAS JHHEHKA MPOKPYTKH, a Y HIDKHEH
TpaHMIBI/~ Topr3oHTaNbHAS. C MOMOIIBIO JaHHBIX JIMHEEK B pabodeii 00-
JACTH/MOKHO OTOOpakaTh MH(OPMAIIMIO, HAXOMASIIYIOCA 32 TPaHHIaMU
OKHa,

i1t HeOOIBIIOTO MepeMEIeHHsT COASPKUMOT0 OKHA HEOOXOMMO HC-
TMOJb30BaTh KHOMKH CO CTPEIKAaMM, HAXOJSIIUECS MO KpasMm JHHEHKH
HPOKPYTKH.

Ecmu HE0OX0aMMO MepeMeCTHTHCS Ha OONBIION MHTEPBAN B OKHE, TO
MOJKHO YCTaHOBHUTPH YKa3aTellb MBIIIH Ha OCTYHOK JTHHEHKHN MPOKPYTKA H,
Ha)kaB JICBYIO KHOIIKY MbIIIH, IEPETAIINUTL €T0 JO0 IMOABJIICHUA B OKHE TpC-
Oyemoii nHpOpMAaIHH.

CBepTriBaHuEe OKOH. Ecim Ha pabodeM CTOIE OTKPHITO He-
CKOJIBKO OKOH MIpOrpaMM, MamokK, TO OKHA, ¢ KOTOPHIMH HE paboTaroT B
JAHHBI MOMEHT, MOYKHO CBEpPHYTH B 3Ha4oK Ha Ilanesu 3aga4d. CBepHYTH
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1000€ OTKPBITOE OKHO MOJKHO HECKOJIBKUMH CIIOCOOaMHU.

1-1 cnoco6: MenKHyTh O KHOTIKE -] CBepHYTb B 3arojIOBKE OKHa.

2-11 cnocob: MENKHYTh TI0 KHOITKE CHCTEMHOTO MEHIO W BBIOpaTh KO-
MaHay CBEepHYTb.

3-11 cnocob: weaknyms no Hyosichou knonke na Ilanean 3agad.

PasBepToiBaHue OKOH. [ TOro 4roObl pa3BepHYTh OKHO,
HaxofsIeecs B HOPMaJIbHOM COCTOSHHHM Ha BECh JKpaH, HEOOXOIMMO
MICJKHYTh MO KHOIIKE &l Pa3BepHYTH B 3arojOBKE OKHA WU JBaXKIbI
HICJKHYTh 110 3arojoBKY okHa. [Ipu 3TOM OKHO pa3BopauMBacTCsl Ha BECh
9KpaH, a KHOIKa Pa3BepHyTh mpeBpamaercs B KHONKY CBEpHYTh B OK-
Ho. KHorka CBepHYTh B OKHO BO3BpaIllacT IEePBOHAYAIBHBIC Pa3MePhI
OKHa.

Ecnmi okHO HaXomUTCS B CBEPHYTOM COCTOSIHHH, TO IUIS TOTQ 4TOOBI
€ro pa3BepHYTh Ha BECh dKpaH, HEOOXOIUMO W3 KOHTEKCTHOTO/MEHIO Tpe-
Oyemoii kHonku Ha IlaHenn 3apay BeIOpaTh KOMaHy Pa3BepHYTb.

3akpBITHE OKOH. 3aKpHITh JI000E OTKPHITOE OKHO MOXHO He-
CKOJIBKUMH CTIOCOOAMH.

1-1 cnoco6: MEenKHyTh 0 KHOTIKE |X| 3aKphITh B 3ar0JIOBKE OKHA.

2-1i cnoco6. IBaXKIbl MEIKHYTh 10 KHOMKE CHCTEMHOTO MEHIO.

3-1i cnocob: MENKHYTh 10 KHOIIKE CHCTEeMHOTLO® MEHIO M BBIOPATh KO-
MaHJy 3aKpbITh.

4-1i cnocob: Haxxath KoMOuHanMio Kiapuin  Alt + F4.

Ilepexnouenune Mexay oxkaamu. Windows ssiasercs MHO-
ro3aJiayHoi CUCTEMOM, U MOA €€ YIpaBICHUEM OJHOBPEMEHHO MOTYT BbI-
MOJHATHCSI HECKOJIBKO TporpamMM. Ha skpaHe MOTyT OJIHOBPEMEHHO 0TO0-
paxxaThcs HECKONBKO OKOH, (i WINdOwS momkHa 3HaTh, K KAKOMY OKHY
OTHOCSITCA T€ WIM HHBIS) AEUCTBHS moJb3oBaTens. [loaToMy B Kaablid
MOMEHT BPEMEHHU TOJIbKQ OJTHO OKHO SIBJISICTCSI AKMUGHBIM, & OCTAIbHBIC
HeaxmugnviMu. AKIUBHOE OKHO BCET/Ia PACIIONIOKEHO IMOBEPX OCTAIBHBIX
OKOH, U €ro 3arojoBOK BBHIIENCH MOJCBETKOH. [lepekimounThes Ha Mo0oe
OTKPBITOE OKHO M, CIIeSIaTh €ro aKTUBHBIM MOXHO CIEAYIOIIUME CIIOco0a-
M.

1-1 cnocoo: ucnions3oBath coyeranune Kiasum  Alt + Tab.

2-11 cnoco6. MENKHYTh Ha BUIIMMOM OKHE B JTFOOOM ero MecTe.

3-ithcnocob: BrIOpATh HEOOXOJMMBII 3HaYOK Ha [laHesn 3agay.

VimopsmouyunBaHue OKOH. YuuthiBas crnocobHocts Windows
paboTaTh B MHOT033auHOM PEKUME, Ha paboUueM CTOJIC MOKET OKa3aThCs
MHOTO OTKPBITBIX OKOH. JIJIs1 yIOPSI0YMBaHUS OKOH Ha paboveM CTOJe X
MOYKHO PaCIIOJIOKHTh MO3AaMKOH (OKHA PACHOJIOKEHBI PSIOM) FUIH KacKa-
oM (OKHA EePEKPBIBAIOT APYT npyra). s TOro 4ToOBl pacmoiI0KUTh OK-
Ha KackajJioM Ha paboyeM cTojie, HeOOXOJMMO BbI3BaTh KOHTEKCTHOE Me-
HIO Ha ITaHENH 3371249 ¥ BEIOpaTh KOMaHAb OKHA KACKaI0M.
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Jis Toro 4ToOBI PacTONOKHTh OKHA Ha padodyeM CTOJIE MO3aHWKOH,
HEOOXOMMO BBI3BAaTh KOHTEKCTHOE MEHIO Ha MaHENIH 3a7ad W BHIOpaTh
koMaHpI OKHa cBepxy BHU3 Win OKHA cjieBa HANPaBo.

st Toro 9To0OBI CBEPHYTH BCE OTKPHITHIE OKHA, HEOOXOIUMO Ha TaHe-
JU 3a/1a4 BBI3BaTh KOHTEKCTHOE MEHIO M BbIOpaTh komanny I[loka3ats
patounii cro.

Hist Toro yToOBI BEepHYTh BCE OKHA Ha JKpaH, HaIO Ha ITaHENH 3a/1ad
BBI3BaTh KOHTCKCTHOE MEHIO M BHIOpaTh koManay [loka3aTs Bce OKHA.

2. Ucnosb30BaHue JHAJIOTOBBLIX OKOH M JIMCTOB cBOMcTB. Pa®oTas ¢
OKHaMu awuanora. Hapsmy ¢ okHamu mporpamMm u mamox Windows
HCTIONB3yeT IUaoroBble OkHA. OHM SIBIISIIOTCS OKHAMH CHElUaIbHOTO
THTIA U CIYXKAaT JJIS 3alpoca U BBOJA TEX WIIM MHBIX ITAPaMETPOB, a TaKKe
IUTS BBIBOJA COOOIIeHui 1 npemynpexaeauii Windows: /[uaiozosvle oxHa
MOTYT OBITh KaK OYE€Hb MPOCTHIMU (C HEKOTOPBIMH COOBILCHUSAMH 1 OAHOM
WJIM IByMs KHOTIKAMH JIJIsl OTBETA), TaK U CJIOKHBIMH (C IE€CATKAMH MOJIeH
Pa3IUYHBIX THIOB). B 3THX OKHaX MOTYT HPUEYTCTBOBAThH KOMAaHIIHBIC
KHOmKH, mosie dnaxok, mose [lepexiarodaresby Mojie CHucKa, TEKCTOBOE
T0JIe, PACKPHIBAIOIINNA CIIHCOK.

Haxartnem Ha xomanonvie kHOnkuIIONB30BaTeNlb TaK WM HHAYE OTBE-
yaeT Ha JaHHbIM 3anpoc. Ecnu kHomkapMeeT OJeKIIy0 HaANuCh, TO OHA B
JAaHHBI MOMEHT HEeJIOCTYITHA U HA:KaThe Ha Hee UTHOPUPYETCH.

[Moste @rasicox MCNONB3YETCS MPU HEOOXOJUMOCTH OJHOBPEMEHHOTO
BBIOOPA HECKOJIBKUX MapaMeTpoB.

[one [lepexniouamens MCTIONB3yeTCST TPU HEOOXOIUMOCTH BbIOOpa
OJTHOT'O W3 HECKOJLKHX B3aMMHO MCKITIOYAIONIUX JAPYT IPyra MapaMeTpoB.

[one Cnucka WpEenCTaBIsAET MEPEUCHs BO3MOXKHBIX 3HAYCHUH B BUIC
BEPTUKAILHOTO, CITMUCKA CTPOK. JIJisi BBIOOpA HYKHON CTPOKH HEOOXOAUMO
ee BBIJICNUTE. EC/M Bce BO3MOXKHBIC 3HAUCHHS HE TTOMENIA0TCS Ha 3KpaHe,
TO B MPABOW WACTH IOJIS BHIBOJUTCS JIMHEHKA TIPOKPYTKH.

Texcmosoe none ipeHa3HAYEHO JJIS1 BBOJIA C KIIAaBUATYPhl HEOOXOIH-
Moro ‘3HaueHus. s mepexoma K HYKHOMY TEKCTOBOMY TIOJIO HAJO
UTEAKHYTh MBIIIBIO HAa 3TOM II0JI€ MM MCIOJIb30BaTh KiaBumu <Tab> u
<Shift>+<Tab> s nepexona k ciaeayromeMy Wi MPEABIIYIIEMY OO
€OOTBETCTBCHHO.

Packpulsarowuiics cnucox 00beUHIET TEKCTOBOE TOJIE C TMOJIEM CITHC-
Ka. B TakoM cIIHCKe B TEKCTOBOM ITOJIC BHUICH TOJBKO OJHMH JJIEMEHT, HO
CIpaBa OT HEro HAXOJWUTCS KHOINKA CO CTPENKOW BHM3 JJISI PACKPBITHS
CITHCKa.

Jluct cBoO#CTB. JIUCT CBOMCTB SIBISETCS AUAJIOTOBBIM OKHOM, KO-
TOpOE TMO3BOJISIET yCTAaHABIIMBAThL CBONCTBA BHIOPaHHOTO 00BekTa. Heko-
TOpble 00BEKTHI HMEIOT TOJIBKO OJIMH JIUCT CBOMCTB, a APYrue — HECKOJIb-
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K0. UTOOBI BBI3BAThH JINCT CBOWCTB, HEOOXOOMMO BBI3BATH KOHTEKCTHOE
MEHIO Ha 00BbeKTe U BBIOpaTh KoManay CBoiicTBa.

Kaxxnplii IucT MMeeT BBEPXY BKIAAKY C UMEHeM. /[ nepexona Mexay
JECTaMH TOCTaTOYHO MIETKHYTH IO HyKHOU Bkiazake. [locme ycraHoBKH
CBOWCTB O0OBEKTa HEOOXOMUMO INENKHYTh MBI Mo kHomke OK wmim
HOpumenuts. Knonka OK ycranaBinuBaeT Bce CBOWCTBa OOBEKTa U 3a-
KPBIBaeT JIUCT CBOICTB, a KHOMKAa IIpUMMEHMTHb TOJBHKO YyCTaHABIMBAET
CBOIICTBa, HE 3aKpbIBasl IUCTA CBOWCTB.

Co3nganue nanok. Co3maTh mamky MOXHO Ha pabodeM cToje
Windows umu BHyTpu apyroit manku. [jist Toro 4to0bl co3/aTh Manky Ha
pabodeM cTosIe, HEOOXOIUMO BhI3BaTh KOHTEKCTHOE MEHIO paboyero cro5
Ja U B MOSIBUBIIEMCS MEHIO BbIOpaTh komaHay Co3aarh, a 3atem — Alar-
Ky. Windows co3gact Ha pabo4yeM CTOJie HOBYIO MANKy C BbIICHCHHBIM
umeneM HoBasi manka. [locime 3Toro He0OXOOMMO BBECTH UMS ITallKU U
Ha)KaTh KJIaBuIly ENter wim menkHyTs B 1I000M MecTe 3KpaHa.

i Toro 4to0Bl cO3/1aTh MANKy BHYTPHU APYTod Marlkds HEOOXOIUMO
BBI3BAaTh KOHTEKCTHOE MEHIO B pabodeii 00JIacTH STOI Nanky U B TIOSBUB-
IIeMcsi MeHIo BbIOpaTh koMaHay Co3aaTh, a 3aTeM —~llanky. OToro Taxke
MOJKHO JIOCTHYb, BBIOpaB U3 MeHI0 Daiis1 aHaJOTHUHYIO KOMaHITy.

Co3xgaHue CcCHIIKHU (ApHNBKa) K O0bekTy. B nomonnenue
K MporpamMmam, JOKyMeHTaM, marnkam pagodniivcron Windows u manku
MOTYT COAEPKaTh CChUIKA Ha 00BeKThl, Ceblika Ha OOBEKTY (U SPIIBIK)
€CTb IyTh K KOHKPETHOMY OOBEKTY. SIpIIBIKH ITO3BOISIOT OBICTPO CHENATh
00BEKT JOCTYMHBIM U3 Pa3HbIX MeeT~Hanpumep, daitn Iucbmo. doc xpa-
aurcst Ha qucke D:\Kauenrsr\Hepenucka\JIuuusie. J[is GeicTporo 1o-
CTyTa K 3ToMy (hailiry MO’KHO CO3JaTh Ha HETO CCHUIKY Ha pabodeM CcTole,
B TIanKe, B TNIaBHOM MeHIO: [Ipu aToM cam daiin pusndeckn ocraeTcs Ha
npexxHeM Mecte. Co3aHue SIPIBIKOB BO3MOXKHO JIBYMsI CITIOCOOaMH.

1 cnocob: BEI3BaTh KOHTEKCTHOE MEHIO B TOM MECTE, IJIe €ro Hallo Co-
3/1ath (Ha paboueM CToJe, Marnke), BLIOpaTh U3 MeHIo koMany Co3aaTh, a
3ateM SApJblIk;‘IOCIE 3TOro ¢ MOMOIIBI0 KHOMKA O030p HAlTH OOBEKT,
IJI1 KOTOPOI'O CO30aCTCA APJIbIK, U IPUCBOUTH UMHA.

2 cno¢op: IepeTammTh TpeOyeMblil 00BEKT MPAaBO KHOMKOW MEBIIIH, M
13 TIOSBUBMICTOCS KOHTEKCTHOTO MEHIO BBHIOpaTh komaHmy Co3aath sip-
JIBIKH,

Co3nanue apabikoB B MeHI0o kHonku Ilyck. Co3naBath
SIPIIBIKY K 00BEKTaM MOKHO HE TOJBKO Ha paboveM CTOJIe, HO U B TIIABHOM
MEHI0, BbI3bIBAEMOM Ipu Haxkatuu Ha KHomnKy Ilyck. Co3gath spiblk B
9TOM MEHIO MOKHO JIBYMS CIIOCOOaMHU.

1-it cnoco6: mepeTamuTh MPaBoOil KHOMKOH MBIIMIH TPEOyeMBId 00BEKT
Ha KHomKU Ilyck m mocne pacKphITHS MEHIO ONpPeaeUTh MECTO PacIoiio-
JKCHUS SIPITBIKA.
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2-11 cnoco6: BHI3BATh KOHTEKCTHOE MeHIO Ha [laHesm 3ana4 v BEIOpaTh
koMaHIy CBOWMCTBA; B MOSBHUBIICMCS JHATOTOBOM OKHE HAXKATh KHOIKY
HacTtpours; Haxatb Ha KHOTIKY /lo0aBuTh 1in Bpyunyio.

3ameuanus. 1. Eciu Ovina nasxcama xnonka J00aBUTh, mo Heo6X00UMO 6
NOABUSULEMCSL OUATIO2080M OKHe, ¢ nomowbio knonku O0830p natimu Heobxo-
oumwiti o6vekm u Haxcamo knasuuly OK. Ha credyrowem wace Heobxooumo
8b10paAMb NANKY 21A8HO20 MeHIO, KyOd 6y0em nomeujeH Apavix.

2. Ecnu 6vina Hadxcama knonka Bpy4dHYI, mo Heo6Xo00umo 60cnonb3o-
samucsi cpeocmeamu npoepammsl IIpoBOTHAK.

KonupoBanue u mepeMemenune o0bekToB. Koniposa-
HHE W NepeMerieHne o0beKTOB B onepannonHoi cucteme Windows ocy-
MIECTBISIETCS IIyTEM MEPETACKUBaHUS OOBEKTOB JICBOW MM HPABOH KHOII-
KO# MbImu. J{j1s 3TOro He0OXOJMMO OTKPHITH MAIKY, B KOTOPOH HAXOIIST-
cs1 0OBEKTHI, TIOJTIeKAINUE KOTUPOBAHHUIO WIIH TIEPEMEIICHIIO, U TIalNKYy, B
KOTOPYIO HEOOXOIMMO HX CKOITUPOBATh.

Juia xomupoBaHUsS WK TiepeMelleHus: 00beKTOB HEOOXOJMMO BhIZIE-
JIUTH OOBEKTHI U MEPEMECTUTh UX IPU HAXKATOU IPABON KHONKE MBI B
HY)KHOE MecTo. Ha 3kpaHe MosSBUTCS MEHIO, B\KOTOPOM HEOOXOIMMO BBI-
OpaTh TpeOyeMyro OIepaluIio.

[Ipu xOMMpPOBAHUU WM MEPEMEIICHUINOOBEKTOB JICBOH KHOIIKOW MBI-
I CJIEAYET IOMHHUTD, YTO B IPeleiiax QHOTO IUCKA IMPOUCXOIUT OIepa-
U TIepEMEIIEeHUS, & KOTTMPOBAHKUES OCYICCTBIIACTCS MIPY MTEPETACKUBAHUT
oOBbeKTa Ha Apyrod Auck. J1jis 'TOro 4roObl mepeMecTuTh OOBEKT Ha JpY-
roit IuCcK, HeOOXOIUMO HMEePETalIuTh OOBEKT NP Haxkarto knapuine Shift
. Jlns kormupoBaHusl 0OBEKTOB HA 3TOT K€ JIMCK HEOOXOIMMO MepEeTalTUTh
00BbeKT npH Haxkarol Kiasuire Ctrl.

[MepeumenoBanue 00BbeKTOB. JIF0OOH OOBEKT MOXKHO Tepe-
MMEHOBATh OJTHUM\M3 TPUBEJCHHBIX HIKE CIIOCOOOB.

1-ii cnocob; M3 KOHTEKCTHOTO MEHIO 00BeKkTa BbIOpaTh komaHnmy Ile-
peHMeHOBaTh; BBECTH HOBOE UMSI U IIEJIKHYTh MBIIIBIO BHE 00BEKTA.

2-1.n0co6: BRIICIUTH 00BEKT, U3 MeHI0 a1 BeIOpaTh koMaHy Ile-
PeMMeHOBATH.

3l ¢cnoco6: BHIAECTUTHh OOBEKT M HAXKATh KIaBuiry F2.

Ynanenue o0bekTOB. JII000H 00BEKT MOKHO ymanuTh. B ciy-
Yyae yoaleHHs MalKW, OHA YHAJSIETCS C JUCKa BMECTE CO BCEM €€ COMep-
xuMbIM. [Ipy ynaneHun oObEKTOB OHH CHayaja MOMAJAIOT B CIICIHAb-
Hyro nanky Kop3mHa u HaxomsTcs B Hel 10 MOMEHTA €€ OYHCTKH. Y aaie-
HUE 00BEKTOB MOYKHO OCYIIIECTBHTE OJHUM U3 CIIOCOOOB.

1-1i cnoco6: BeimenuTh 00bekT. Haskats knasumry Delete.

2-1i cnoco6: W3 KOHTEKCTHOrO MEHIO 00BEKTa BhIOpATh KOMaHIy ¥Yaa-
JINTh.

3-i1 cnocob: BeIIENUTH O0BEKT;, W3 MeHI0 Maiij BHIOpaTE KOMaHIY
Yaanure.
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4-1i cnoco6: epeTauTh 00BEKT B manky Kop3uHa.

5-11 cnoco6: Ha aHeN MHCTPYMEHTOB BBHIOPATH KHOIIKY Y 1aJIUTh.

IIpu ommbo4YHOM yHaneHuu Kakue-Inbo 0OBEKTOB MX MOXHO BOCCTa-
HOBHTH B TOM ciydae, eciu manka Kop3una He ObUIa IpenBapuUTENHEHO
ounnieHa. [Ipu BoccranoBnenuu o0nekToB Windows mepemMecTut 00BeKT
0o0paTHO B UCXOIHYIO Mamnky. Ecnu mamka Takke yjajieHa, To OoHa OyJeT
BOCCTAHOBJICHA.

s BoccraHOBIIEHUS] 00bEKTOB HEOOXOJUMO OTKPHITH Nanky Kop3una
BBIJICTUTh T€ OOBEKTHI, KOTOPBIC OBLIM OMIMOOYHO YAATICHBI, U U3 MEHIO
®DaiiJ, BEIOpaTh KOMaHy BocCTaAHOBUTD.

[Tamka Mo# xomnbeioTep. Ilanka Moii kommnbloTep [MY
Computer] pemocTaBiseT MOIB30BATEN0 BO3MOKHOCTD HACTPAUBATH Tas
paMeTpsl KOMIIbIOTEpa M YIIPABJISATH ero ¢aiinoBoll cucreMoid. Ee 3ragok
OOBIYHO pacrioyiaracTcsi B JIEBOM BepXHEM yriry pabodero croia: /s Toro
9TOOBI OTKPHITH Manky Moil KOMNbIOTEP, HY)XHO JBAKABI “LIETKHUTE
MBIIIBIO Ha ee 3Hauke Ha pabouem croie Windows. B okHevmanku pacro-
naraercsi HA0op 3HAYKOB, COOTBETCTBYIONINX MMEIOITUMCS-Ha KOMITBIOTE-
pe nuckam Tuck 3,5(A:), System (C:), sHauok IaHe/ b ynpaBJieHust s
YIpaBJIeHUS KOMITBIOTEPOM M 3HA4YOK manku [IpuHTEpBI UId HACTPONKU
apaMeTPOB MEYATAOIINX YCTPOHCTB, IOAKIIOGCHHBIX K KOMIIBIOTEPY.

I'maBHOEe MeHIO manky Mol KOMOBIOTEP 'CONCPIKUT P MyHKTOB IS
yrpasjieHus ee o0bekTamu (@Paiii1), BRITOIHCHHS ONEpalii peJaKTHPO-
Banus (IIpaBka) ¥ HacTpOWKH BHeIIHEro.Buaa € okHa (Bua). ITyHKT «?»
IpeaHa3HaueH IS BRI30BA CIIPABOMHOM MH(OpMAIHH.

Mento @aiis1 o0beNHSET CIACHYIONINEe KOMaHAbl padoThl ¢ (ainamu,
MAIKaMH, 3HAYKAMH U SPIBIKAMIE;

* Coz0amb sApavbIK — CO3AAET JJIS BEHINCICHHBIX OOBEKTOB HOBBIA SIp-
JIBIK;

* Voanume — ynajiser BulIelIeHHbIC 00BEKTHI;

* [lepeumenosdms,~Ha3HaYaeT OOBEKTY IPYToe UM,

* Ceoticmea’~ U3MEHSIET CBOMCTB 00BHEKTA;

* 3axpeims < 3aBepiiaeT paboTy MaNKOW U 3aKPHIBAET €€ OKHO.

Ecnu B oKHE BBIACIIEH KaKOUH-IHO0 00BEKT, TO B MeHIO daii mosBIIs-
IOTCA AOMOIHUTCIIbHBIC ITYHKTBI:

o OmKpvimv— 3amycKaeT MPOTrpamMMy, COOTBETCTBYIONIYIO BBIICIICHHO-
MY, O0BEKTY.

¢ IIposoonux — BeI3bIBacT mpoBoaHuk Windows mis mpocMoTpa BbI-
OpaHHOTO 00BEKTA;

* Haiimu — wmet (aiiiibl ¥ TaIKy 110 3aJaHHOMY UMCHU 1 ITPU3HAKAM.

MeHnio @aiij1 MOXKET COAEpKaTh U HE KOTOPbIE IPYTHe MMyHKTHI B 3aBH-
CHUMOCTHU OT 00BEKTa, KOTOPBIH BBIZEICH B OKHE nanky Moii koMInbloTep.

Mento IIpaBka cofep)XUT OlNEpaluy pedakTUPOBAHUS, KOTOPbIE MPH-
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MEHSIFOTCS K BBIICIICHHBIM 00BEKTaM B OKHE:

* Ommena — CIIY>XUT A7l OTMEHBI OCJICAHEN BBIIIOJIHEHHOH OTepaluy;

* Buipesame — UCHONB3YETCS AJSl IEPEHOCA BBIJECICHHBIX OOBEKTOB B
Oydep ¢ yIaleHueM UX B HCXOJIHOM MECTE;

* Konuposams — KoIupyeT BbIAEIEHHbIC 00BEKTHI B Oydep;

* Bemasums — UCTIONB3yeTCsl I BCTaBKU 00BEKTOB U3 Oydepa;

* Bcmasumb apvik — CITy>KUT JJIS1 BCTaBKH SAPITBIKA;

* Buwidenums 6ce — TpelHA3HAYCHA Ul BBIAENEHUsS BCEX OOBEKTOB, B
OKHE;

o Obpamumu evidenenue — UCTIONb3YeTCs IS BBIJICICHUS O0BEKTOB,
KOTOpBIEC B JaHHBII MOMEHT He BbIIeNeHBl. OOBEKTH, KOTOPBIE yKe ObLTH
BBIJICJICHBI, CTAHOBSITCS] HEBBIJICICHHBIMHU.

OO6bran0 TyHKT IIpaBKa TIPHCYTCTBYET B TIIABHOM MEHIONIIOOOTO IIPH-
noxenuss Windows. BeliieonncanHbie KOMaH bl 4aCTQ HAXOIATCS B MEHIO
MIPUIIOKEHUH.

Mento Bua cozmepxuT onepanuu HacTPOMKM “BHEIIHErO BHA OKHA.
Komanner [lanens uncmpymenmos n Cmpoxda coemosHusi NCTIOb3yIOTCS
JUIL BKJIFOUCHMS/BBIKIIOUEHHST OTOOpa)KeHMs WaHENH HHCTPYMEHTOB U
CTPOKH COCTOSIHUSI COOTBETCTBEHHO. Jlajiee pacmosararoTcsi KOMAaHbI
VIIpaBJICHUS pa3MepaMu 3HaukoB (Kpynuuie snauxu, Menxue snauxku, Cnu-
cox, Tabauya) M KOMaHABl YIOPSIAOYCHUS 3HAUYKOB BHYTPU OKHa (Ynops-
Odouums 3Hauku U Boicmpoums sHauxil). Komanna OOHosums UCnonb3yer-
Csl UTS TICPEpUCOBKU OKHA ¥, BCeX 3HAYKOB BHYTPH Hero, a koMmanpa /la-
pamempol — sl HACTPOUKN-HAPAMETPOB Manku Mo KOMIbIOTEP B HA-
JIOTOBOM OKHE.

Econ B oxne mankm, Moi KOMNBbIOTEP IIENKHYTH MPaBOW KHOIKOM
MBIIIH, TO Ha dKpaHE ‘MOSABUTCA scnavlgaroujee mento. OHO CONEPKHUT KO-
MaH/[ibl, KOTOPBIC MOKHO NPUMCHUTH K BbIACICHHBIM 00BEKTaM (I/IJ'II/I KO
BCEMY OKHY4 SCIIM BBIICICHHBIX 00BEKTOB HET). B mepByro odepenn 3To
OTIepald PeJaKTHPOBAHMUS, TI03TOMY KOIMMPOBATh M MEpeMEIIaTh (paiiirbl
U TaIIKi MOXKHO OBbICTpee, YeM uepes3 ITTaBHOE MEHIO.

ITanka Kopsuua. ITanka Kop3una [Recycle Bin] seusercs on-
HYIM ‘U3 CaMbIX MMOJIE3HBIX 3HAUKOB Ha pabouem crosie Windows, exoro-
PBIM KOMITBIOTEPHBIM aHAJIIOTOM KOP3WHBI ISl HEHY>KHBIX Oymar. B manky
Kop3una MOXHO «3aKHHYTh» KaKOH-HHOYIb OOBEKT (APIBIK, (aiii, manky
¢ (aitmamm), a 3aTeM ITUOO BOCCTAHOBHTH €T0 («H3BJICYDb M3 KOP3HWHBD»),
00 YHUYTOXKHUTE («BEIOPOCHTE MYCOD»).

[Manka Kop3una Moxet ObITh nycmot. B 3ToM ciydae ee 3Ha4OK Ha pa-
0o1eM CTOJIe IMEET BHI ITyCTOH KOp3uHBL. Ho Kak TONBKO B Hee «BHIOpa-
CBIBACTCSD» HEHYXKHBIH 00OBEKT, 3HAUOK KOP3UHBI U3MCHSCTCS M TPHHUMAET
BHJ] KOP3WHBI, 3aIIOJTHEHHON OyMaramu.

Jist Toro 9To0BI MPOCMOTPETH conepxkumMoe nanku Kop3una, HeoOxo-

19



IUMO JBaXKIBI IICIKHYTH MBIIIBIO HA €€ 3HauKe JIMOO BO BCIUIBIBAIONIEM
MEHIO BBIOpaTh MyHKT Omkpuims. [Ipyn 3TOM Ha dKpaHe MOSBUTCS OKHO
nanku Kop3una. OHo umMeeT BuJ TaONHIbI, cOAep)Kalleil MONHYI WH-
(hopManuio 0 MOMEUICHHBIX B Hee 00BEKTaX: MIMEHH, HCXOTHOM pa3Mellie-
HUM, JaTe yJalleHUus, THUIEe U pa3Mepe. B CTpoke cOCTOSIHHS BBIBOJIUTCS
KOJIMYECTBO TIOMEIIEHHBIX B KOP3UHY OOBEKTOB M CYMMAapHBIN 00BeM BCex
BBIJICJICHHBIX B HEH 0OBEKTOB.

g Toro 4yToOBl MOMECTUTH OOBEKTHI B KOP3UHY, HCIOJNB3YIOTCSA KO-
MaH/bl NNIABHOr0 MeHI0 Daiyi+y panursb B nanke Mol KOMNBIOTEP UIH
B mpoBojaHrke Windows. Mo)KHO NpUMEHUTh TaKXKe METO]| IepeTacK1Ba-
HUS: BBIOpaTh OOBEKTHI H «IIEPETAIIUTEY UX KypCOPOM MBIIIH JINOO B 0K
HO KOP3HHBI (€CJIM OHO OTKPBITO Ha 3KpaHe), TH00 Ha ee 3HAYOK Ha pano-
gem ctoste Windows (3HadoK IpH 3TOM H3MEHUT LIBET).

Jli1st Toro 9TOOBI BOCCTAHOBUTL OOBEKTHI 3 KOP3HUHBI, HY>KHO' BBIOPATh
UX B €€ OKHE, a 3aT€M HCIOJb30BaTh KoMaHay Paiin + BoccTaHOBUTH B
TJIaBHOM WM BCIUTbIBatolieM MeHro nanku Kop3una. Briopanabie 00bek-
TBHI TIOMEIIAIOTCS B TO MECTO, OTKYZa OHH OBLTH yIaJEeHBI-MOXHO Takxke
UCIIOJIb30BaTh METOJ TMEPEeTaCKUBaHUS: BBHIOpATh , OOBEKTHI W «IIepeTa-
IIUTH» UX Ha HOBOE MecTo (Ha pabouuii cTOJ, B HY)KHOE OKHO WM TIATKY).

Oxno manku Kop3mHa TakKe UMEET 21aHOe MeHio, TIONHOCTBIO COB-
najarolee ¢ TIaBHBIM MEHIO Mankud Moii KOMIBITep, 32 UCKII0UYEHUEM
MeHto @aiin, comepxKallero BakHyo KoMaHny OuucTutb Kop3uHy. OHa
(M3HUIECKH yaasieT Bce 00BbEKTH U3 KOP3UHBL, TIOCIIE YeTO UX BOCCTAHOB-
JeHNEe YK€ HEeBO3MOXHO. [losTOoMy-mpH BbIOOpEe NaHHOW KOMaHIBI Ha
9KpaH BBIBOJIUTCS 3aMPOC O TIOTBEPIKACHUH YAaJICHHUS BCEX OOBEKTOB.

ITarka Kop3uHa — MOIIIHOE M\BaXXHOE CPEJCTBO I Oe30MacHON pabo-
THI ¢ (paiimamu, mankKaMu, ¥ SIPIBIKaMHA, TIO3BOJIIONIee 0e3 prcKa MoTepH
JIAHHBIX 3a0pachiBaTh B-HEC'BCE, UTO CTAJI0O BPEMEHHO HEHYKHBIM.

3ameuanme. Cooeposcumoe nanku Kop3mHa sanumaem mecmo Ha Oucke,
NO2MOMY ee 8peMsy’Om, Bpemenl HA00 OUUWAMb. YOaIsAMmb MO, Ymo Oelcmeu-
MenbHO HUKO20A 0ONbille He NOHAO0OUMCs

4. Hacrpoiika pa6oueii cpeant Windows. [ImaHupoBIIUK 3ama-
Hu il . WINndows coiepkut mporpaMmy ruiaHupoBaHus 3anaHuii — Ha3ua-
YeHHbBIE 32/IaHUs, KOTOpas SIBJIACTCS CPEJACTBOM Ha3HAYCHHS 3aJlaHUM
(rakux ‘Kak medparMeHTaIUs TUCKA, TPOBEpKa J¥CKa U Tp.) JJIs UX aBTO-
MATHYIECKOTO BBITIONIHEHHS B HanbOonee ynoOHoe Bpems. [lmaHupoBumk
3aJJaHUH [T03BOJISIET:

* HA3HAYUTH rPaUK aBTOMATHIECKOTO BBIMOIHEHUS KaKUX-TH00 3a/1a4
€XKEJIHEBHO, €KEHENEIbHO, eKEMECIYHO WM B YKa3aHHOW BpeMsl, Halpu-
Mep TPH 3aITyCKe WM BO BPEMS IIPOCTOS] KOMITBIOTEPA;

* OTKJIFOYUTh WJIM U3MEHUTH TpadUK BBHITOJHEHUS CYIISCTBYIONIUX 3a-
JTaHWIL;
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* HA3HAYUTh IapaMeTPHl BRIIOIHEHUS 3aJaHUs B YKa3aHHOE BPEMSI.

Jns Toro 4roObl HA3HAYWTL HOBOE 3a/laHME, HEOOXOIUMO B MAaIKe
HaznaveHHble 3aaHMsl B CIHCKE 3aJaHUH OTKpBITH mporpammy Jloda-
BUTH 3a1aHHeE.

Iomyunts noctyn k nanke Ha3HadeHHbIe 3aJaHMSI MOXXHO CIEIYyO-
IIUMH CIIOCO0aMU:

1-1i cnoco6: N3 menro Ilyck BoiOpaTh koMaHay IIporpamMmmbl, 3aTeM —
CrangaprtHsle, Ciy:eOHble 1 Ha3HaueHHbIe 3a1aHus.

2-ii cnoco6: OTKpBITh Nanky Moi#i komMnbloTep, u3 cnucka Jpyruée
MecTa BeIOpaTh MyHKT [lanenb ynpaBiaenusi; B nanke Ilanean ympas-
JIEHHs1 OTKPHITH Nanky Ha3zHaueHHbIe 3aaHus.

3ameuanmne. B ciyuae omcymemeus chucka JIpyrue mecra neooxooumo
yeeauuunv pasmepsvl OKHA.

Ilocne 3amycka nporpamMel /lo0aBUTh 3agaHuMsi~ CICAyeT HaKaTb
KHOMKY Jlasiee 1 B osiBUBIIEMCS] OKHE MacTep NUIaHHPOBAHUS 32 aHMIi
BEIOpaTh HeoOXoanMylo mporpammy. Haxkas kHomky [Jasiee, crnemyeT yka-
3aTh JUIA Hee TpauK BBITOTHEHUS.

Ecnu Tpebyercss yCTaHOBUTH JOMOJHHUTEHBHBIC MapaMeTphl 3aJaHUs
(TIOBTOpPHBIN 3aIyCK, YCIIOBHS €TO BBINOJHCHUS, YCIOBUS 3aBEPIICHUS
3aJaHus U T. I1.), TO HEOOXOAUMO M0¢JIe HakaTHst KHONKH ['oToBO B 110-
CIIEIHEM OKHE MacTepa YCTAaHOBUTH, (PTaKOK YCTAHOBUTb HONOJIHU-
TeJIbHbIE TapaMeTphl.

Jns ynaneHuss Ha3HAYEHHOT0,33aJaHNs HY)KHO B Tanke Ha3HaueHHbIe
3a/laHUsl BBI3BATh KOHTEKCTHOE MEHIO HA 3aJaHMH, KOTOpPOe TpeOyercs
yIaluTh, U BHIOpATh KOMAHAY YJAJMTh WIH yIINTh 33JaHHE C IIOMO-
mpto kraBumn <Delete>. Tlocne ynaneHus: Ha3HAYCHHOTO 3aJaHUSl €rO
3HAYOK yAaJIIeTCs M3 ‘elrucKa 3a1anuil. Maiu mporpaMMbl HE YAAJISIETCS C
JKECTKOTO JaMcKa. s M3MEHEeHUs Ha3HAYCHHOTO 3aJlaHusl HEOOXOIUMO
BEI3BaTh KOHTCKCTHOE MEHIO 33aJaHMs1, KOTOpoe TpeOyeTcsl N3MEHHUTD, BhI-
Opatp koMany CBolicTBa U yCTaHOBUTH TpeOyeMbIe TapaMeTpBI.

HacCTtpoiixa pab6ouero ctoma Windows. Windows mos-
BOJIIET, M3MCHHUTH (POH M PHCYHOK pabodyero CToia, HBETOBYIO TaMMy H
OIPUQTHI BCEX IIEMEHTOB OKHA, YCTAHOBHUTH 3aCTAaBKY SKPaHA, BEIBECTH HA
paboumii cton napopmaruo u3 UatepHeTa.

Jlnst Hactpoiiku BHenHero Buaa Windows HeoOX0auMO BBI3BaTh KOH-
TEeKCTHOE MEHI0 pabodero croima M BeIOpaTh KomaHmy CmoiicTBa. Ha
Briagke Tembl MOXKHO BBIOpaTh TeMy pabouero croma. Tema pabGouero
CTOJIa — 3TO 3apaHee ONpeACICHHBIN HaOOp 3HAYKOB, MIPHU(TOB, IIBETOB,
3BYKOB U Jpyrux sneMeHToB uHTepdeiica Windows, npuaaromux pabo-
YeMy CTOJIy IEJIOCTHBIA M OPUTHHANBHBIN BUI. MOXXHO M3MEHSTH TEMBI,
CO3/1aBaTh COOCTBEHHBIE U MCIIOJIL30BATh TPaqUIIHOHHbIE TeMbl Windows.

Ha Brutanke PaGounii ¢Tos1 ocymiecTBiseTcst BEIOOP Y30pOB WM pH-
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CYHKOB pabouero croa.

IIpu nHaxxatuu Ha kHOmNKy HacTpoiika padodero crosa mnosBiseTcs
OKHO ¢ 1ByMs BkiIankamu O6mue u Bed. Ha Bknanke O0uume MOXXHO U3-
MEHHUTH CTaHAAPTHBIC 3HAUKH pabodyero croja M mapaMmeTpel HX 0ToOpa-
skeHusl. Bknagka Be® 1mo3BosisieT ynpaBisTh BBIBOJAOM Ha PabOuYMil CTOJ
uHpopmanuu u3 Unteprera. Britagka 3acTaBka siBIsSETCS CPEACTBOM IS
IPEIOTBPAILICHHST W3HOCA 3KpaHa. J{JIsl yCTaHOBKM 3aCTaBKH HEOOXOIUMO
OmpenenuTh BpeMsi ee BKIodeHus u Bul. Ha Bkimaake Odopmiienue
MOKHO YCTaHOBUTH LIBETOBYIO raMMy W LIPU(]THI BCeX 3JIEMEHTOB OKHA.
[Tpy 5TOM MOXXHO YCTaHABIMBATH BCE AIIEMEHTH O(DOPMIICHHS OKHA CaMO-
CTOSITETIPHO WM BBIOMpATh CTAaHZAPTHBIE CXeMBI odopmieHms.BxiagKa
IMapameTrpspl peaHa3HaueHa JUId BbIOOpa TUIIA MOHUTOPA U Pa3peIcHuUs
JKpaHa

YcTtanoBka naTel U BpeMeHHU. [Ipu coxpanenuu JIOKyMeHTa
Windows «3amomuHaeT» AaTy U BpeMs €ro MocieaHeld MOAupHKAIIUH.
CrnenoBaTenbHO, BCETAa MOXKHO HAMTH MOCIIETHIOI0 BEPCUIOTIOKYMEHTA.

[ yCTaHOBKH JaTHl M BpEMEHU KOMIBIOTEPHBIX ,9aCOB HEOOXOIMMO
MIOCIIEA0BATEIBHO BEIITOJHUTE KOMaHIbI:

IIyck+Hacrpoiiku+ Ilanens ynpaBJjeHus.

B oxne Ilanesb ynpaBjeHUsi OBAXKIbl AUEIKHYTh Ha 3Hauke J[la-
Ta+Bpems. Ilpu 3ToM oTkpoeTcs nuanoroBoe “OkHo CBoiicTBa: [laTa/
Bpems. Ulenkuyts Bkinaaky Jdara m Bpems. 3atem B crincke Mecsin u
Kanennapp yxasath Tekyulyro natys Bmone BBoga Bpemsi ycraHOBUTDH
tekymee Bpems. lenkayts kaHonky-QK. Teneprs Ha maHenw 3amgay OymeT
YCTaHOBJICHO TEKYILEE BPEML.

YCTaHOBUTH 3TH XK€ MapaMeTpbl MOXHO, €CIM BbI3BaTh KOHTEKCTHOE
MEHIO Ha 3HauKax BpeMeHu M JaTbl Ha [lanesm 3agay.

Hacrtpolika packhaaku KiaaBuaTypsl. FHIUKaTOp KIaBu-
aTypbl MMOKa3bIBaeT TEKYIIUHN A3BIK, a TAKXKE MO3BOJSAET CMEHUTh pacKial-
Ky KiaBHaTypbl. CMEHHUTH S3BIK MOXKHO IMEITYKOM MBI JIHOO C TIOMO-
IIBIO KIAaBUATYPHI. YTOOBI y3HATH, Kakasl packiagka KJIaBHaTyphl UCIIONb-
3yeTcs Ul JIEPEKIIIOUEHMs A3bIKa, HAIO0 LIEJIKHYTh [IPABOM KHOIKOM MBbI-
1M 10 UHAUKATOPY, BEIOpaTh koMaHay CBoiicTBa, 3aTeM BKIAIKy S3bIK.
B nynkTe,CouyeTaHusl KIABUII IS TIEPECKITIOUCHHS pacKiIaiki, OTMETHTh
TO cOYeTaHHe KJIABHII, C TOMOIIBI0 KOTOPOro OyIeT MepeKIouaTcs sI3BIK
¢’KhaBuarypel. Ecniu orMeTuTh KHONKY OTCYTCTBYET, TO NMEPEKITIOUEHUE
SI3BIKOB C KJIABUATYphl HE OyJET MPOU3BOAUTHCS.

Bo Bxiagke A3bIk ¢ MOMOIIEI0 KHONKHA J{00aBUTH MOXHO TOJIKITIO-
YUTh JONOJHUTEJIbHBIE S3bIKM. llociae HEoOXOIMMOro MOAKIIOUEHUS
Haxath kKHONKY Ilpumenuts u OK.

Ecnn 3nauox MHaukaTop kjaaBuatypsl Ha Ilaneau 3aga4y oTcyT-
CTBYET, TO €r0 MOKHO BbIBecTH Ha IlaHesb 3aa4, BBIIOJIHUB CIIEAYIOLIIE
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nencTBus: menkHyTh o kHomnke Ilyck nHa Ilanenm 3agmad, B KomaHze
Hacrpoiika menkayts Biaaky Ilanean ynpasiaenus. B oTkpeiBieMcs
OKHE IIEJIKHYTh ABaXAbl 3Hauok Kiapmartypa. 3atem nepeiftu Ha BKIaj-
Ky S3bIk m oTMeTuTh NMYHKT BbIBecTn mHaukartop. Haxars KHOTKY
Ipumennts 1 OK.

3. IIporpamma Iposoguux Windows. ITposogauk Windows [Windows
Explorer] — ato cranmapTHas mporpamma, MO3BOJISIFOIIAS MOJIB30BATENIO
MOJIyYUTh JIOCTYH KO BCEMY, YTO YCTAHOBJIEHO Ha €ro KOMITbIOTEpe: pado-
yeMmy CTOJy, (haliioBOil cumcTeMe, NpUHTEpaM, IAaHETH YIpaBIeHUS; a
TaK)Ke K CeTH KOMIIbIOTepoB. VIMEHHO 3Ta IporpamMma 3aiyckaercs, €ciiu B
nanke Mol KOMIbIOTEP BBIIEIUTH OOBEKT W 3allyCTHTh, "\KOMaHIY
®Daiin+IIpoBogHNK W3 TITABHOTO WITH BCIUTBIBAOIIETO MEHIO}

Oxno npoBoanuka Windows coepXUT cTaHAapTHEIC JIEMEHTBI: 3ar0-
JIOBOK, PaMKy, TJITaBHOE€ MEHIO U CTPOKY COCTOSIHMA, a“TaKXKe IaHelb MH-
CTPYMEHTOB (OHa HAXOJUTCS Cpa3zy ke MOJl 3aTOJIOBKOM).

BHyTpenH:s yacTs OKHa pa30uTa Ha IIBE TaHCSH. B nesoil nanenu ¢ 3a-
rosioBkoM Bee mamkm pacrionoxeHo JepeBo (paitioBoll cHCTEMBI KOMITb-
0Tepa U CeTH, a npagas 0TOOpakaeT COASPIKUMOE BBIACTICHHON MAalKH B
JICBOW ITaHEJH: BIIOYKEHHBIC TAINKH, HPOrpamMmbl (TIPWIIOKECHHUS), (Qaiiibl,
SIPJIBIKK, TIPUYEM 3aroJIOBKOM IpaBoOMnIIaHenu siBisieTcs: TekeT Coaepsku-
MoOe U [TOJTHOE UM BBIACTICHHOM Mallk! B JIEBOU MaHeN!.

B neBoii nanenu nepen HEKOTOPHIMU 3HAUKAMHU (ITAIIKAMH) MOXKET CTO-
SITh TMPSMOYTOJBHUK CO 3HAKOM *+» mimH «—». TakuM 3HAKOM OTMEYEHBI
TIAMKK, BHYTPH KOTOPBIX ‘€CTh BJIOKCHHBIC Manku. JleBas maHenb copaep-
JKUT TAKXKe CIIeLMAJIbHble TOHKHE JIMHUH, MOKa3bIBaloOIlMe, Kakas Marka
KyZa BJIO)XKEeHa. Biio)KeHHBIC Mamku M300pa)karoTcsl MpaBee TOH MaIku, B
KOTOPYIO OHH BJIOXKEHBI. [IpAMOYTrOIEHUK CO 3HAKOM « + » WIIH «—» UC-
M0JIb3yeTcs 417151 BbIBOJA B JIEBOM MaHEIM BJIOKEHHBIX Nanok. Eciu menk-
HYTb MBIUIBbIQ ‘Ha 3HAaKe «+» BO3J€ MAalKH, TO OHA PAacKpoeTcs, U B JIEBOH
IIaHCIIA 6y[lyT BBIBCJICHBI BC€ €€ BJIOKCHHBIC ITAIIKH. Ecnu HICJIKHYTb MBbI-
IO Ha 3HAKE «—» BO3JIE MAIKH, TO BCE €€ BIIOKEHHBIE TAlKH UCYE3HYT U3
JICBOW mMaHenu. DTO O4eHb YIOOHO, TIOTOMY YTO OTOOPa)KAIOTCS BIIOXKEH-
HBI€ ITAaIlKU TOJIBKO TEX IMAIlOK, KOTOPbIC HYXXHBI IJIs pa6OTLI, a OCTAaJIBHBIC
= CKPBITBI U HC BUTHBI.

JleBas maHenp OTKpBIBAET JOCTYI HE TOJIBKO K KOMIIBIOTEPY MOJIb30Ba-
TeJs, HO ¥ KO Bcel (DalIoBOi cHcTeMe KOMITBIOTEPHOM CEeTH, K KOTOpOi
OH moxakitoueH. st aToro mcmonb3yerca manka CeTeBoe OKpY:KEHHeE.
PackpriB ee, MOXKHO YBHAETh 3HAUKH, COOTBETCTBYIOLIME KOMIIbIOTEpaM
CEeTH C UX UMEHAMH, 9TO MO3BOILIET paboTaTh C (aililaMu Ha IPYTUX KOM-
MBIOTEPAX, KAK CO CBOUMHU COOCTBEHHBIMHU.

IMpaBas manenp npoBognuka WIiNndows mpenHasHaueHa IJisl BBIBOJA
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COJICP)KUMOTO TAIKU, OTKPHITOM B JeBOW maHenu. [y Toro 4TtoObl YBU-
JETh COJAEPKUMOE MAIKH U3 JIEBOW MaHeNH, HY>KHO MOABECTH KypCOp MbI-
IIM K €€ UIMEHH B JICBOM MaHeNU U LIEJKHYTh MBIIIBIO, MTOCIIE Yero B Mpa-
BO maHenu OyAeT BBIBEOCHO COAEep)KUMOe Manku. [Ipu 3ToM ee 3HAYOK B
JIEBOM IMaHeNn MPUMET BUJ pacKpbITON Manku. OTKPBITh BIOXKEHHYIO Iarl-
Ky MOXKHO U M3 MPaBOW MaHeIH ABOWHBIM ILETYKOM MBILIBIO, IPH 3TOM B
JIeBOI MaHeTH 0TOOPA3UTCS APYTasi pacCKpPhITas IMamka.

Onna u3 maHenel Bceraa axkmuegna. J{ns mepexona K Jpyrol maHemu
UCIIOJIB3YeTCs KiaBuia Tab Wid MIeT90K MbIIbio. B akTHBHON maHemu
OIIMH U3 OOBEKTOB SBISETCS TEKYIINM, T. €. €r0 UM IIOICBEUYCHO U UMEET,
npyroit 1mBet. Ilepememarscsi MexIy OOBEKTaMH B aKTHBHOW TaHEIH
MOJKHO € TIOMOIIBIO KJIABHII CO CTPEJIKAMHU.

IpoBoxuuk Windows umeer erasnoe meHto, TPaKTUYECKH COBIIAHAF0-
IIee C TIIaBHBIM MeHIO nanku Moii koMnbioTep. OTiHdre COCTOUT'B TOM,
YTO TJIaBHOE MEHIO B MPOBOJHUKE JOTIOJHEHO HOBBIM MTyHKTOMCEpPBHC C
YeThIPbMSI KOMaHJaMH:

* Hatimu — umeT ¢aiii Wik Manky 1o psary MpU3HAKOB:-AMS, THII, pa3-
Mep, aTpUOYTHI U T. II.;

* [looxnouums cemegou Ouck — Ha3Ha4aeT CETEBOMY JTHCKY UM (OyK-
BY), IO3BOJIAIONIEE 0Opamarscs K HeMy, Kak K ANCKY COOCTBEHHOTO KOM-
MBIOTEPA;

o Omknioyums cemeeoil OUCK — OTKIIOUaeT CETEBOM JIUCK;

* [lepetimuy — OCYIIECTBISET MEPEXOMK 3aJaHHOH IMATKe MO MOTHOMY
MyTH, 33JaHHOMY B THAJIOTOBOM OKHe:

IManens uHCTpYMEHTOB mpoBoaanKa Windows comep:kut KOMOHHUPO-
BaHHBIA CIIMCOK M PSJ KHOMOK. B KOMOMHHUPOBAHHOM CIHCKE MOXKHO BBI-
OpaTh UMS TIAIKW, KOTOPasi, CTaHET TEKyIeH B JIeBOM manenu. Jlanee pac-
MOJIOKEHBI KHOTKA MepPeXOna M3 BJIOXKECHHOM MamnKd K TanKe BepXHEro
YPOBHSI, KHOIIKU IS IIOAKITIOYEHHSI U OTKIIIOUEHHS CETEeBBIX JWCKOB. 3a-
TEM CIIeAyeT TPYIia KHOTIOK PeIaKTHPOBAHS, KHOIIKA CBOMCTB M KHOITKA
croco00B M300pakeHusi 3HAYKOB B OKHE MPOBOJMHUKA. J[ns Kaxaod u3
KHOTIOK UMEETes BCHabl6aiouds noockaska®, Kotopas MOSBISETCS, €CId
MOJBECTH K.HEN Kypcop MBI 1 3a/iep>KaTh €ro Ha HEKOTOPOE BpeMsL.

Ipr pabore ¢ npoBogarkoM WiNdOWS IIHPOKO UCIIOIB3YETCS Memoo
nepémackuganus. JIto6oi 00bEKT B TpaBoii MaHenu (OTASIBHBIN (akii umm
HAIKy C (aililaMu) MOXKHO «3aXBaTHUTB» M «IIEPETAIIUTH» MBIIIBIO B JIe-
BY10 maHeinb. [Ipu 3TOM marka B JIEBOW MaHeNH, HaJ KOTOPOW IOJIb30Ba-
TeNb TiepeMelnaeT oObeKT, ToJCBeunBaeTcs. Ecnu Teneps Haj OJHOW W3
MANoK OTIYCTHUTH JIEBYIO KHOIKY MBIIIN, TO IEPEHOCUMbIE OOBEKTHI OMa-
IyT UMEHHO B Hee. [lepeHOCUTh OOBEKTHI MOKHO HE TOJIBKO W3 MpPaBOU

1 BcemsiBaromue moacka3ku NPUCYTCTBYIOT IPAKTUYECKU BO BCEX MNpOrpamMmax. OHu
MOACHAIOT HA3HAYEHUE KHOIIOK U APYTUX 3JIEMEHTOB YIIPABJICHUSA
24



MaHEeH B JIEBYIO, HO U B APYroe OKHO, HampuMep B nanky Kop3uHa nim
Ha Paboumii cTo1. MOXHO TaKKe «IIepeTaCKUBaTh» MAINKHU U3 JIEBOU Ma-
HEJH B TIPABYIO WM B IPYTYIO MANKy Ha JIEBOM MaHEIH.

Bonpocs! 11 caMOKOHTPOJIA
B uem ocobennoctu OC Windows?
[epeunciure Bo3moxkaoctr Windows Me.
IMepeunciute Bo3moxxnocty Windows 2000 Professional.
[epeuncnute Bozmokaoct Windows XP.
Uro Ha3wpBaeTcs (aiiioM, KaKuM TPEeOOBAaHMSAM JODKHO YHOBIIETBO-
pATH UM (aiima?
Uro Ha3bIBACTCS MAMKOW U MapIIPYTOM ITaIKu?
Kakue QyHKIMY BBITIOIHSIOTCS C IIOMOIIBEO MBITIIHA?
Yro Briaroyaer uaTepheiic Windows?
Kaxkue sneMenTsl MpucyTCTBYIOT Ha OkHe Windows?
10 Kak ocymecTBisieTcsl IepeMellieHle OKHA, H3MEHEHHE Pa3MEpOB OK-
Ha?
11 Kak ocyIiecTBiseTcs IPOCMOTP COIEPKUMOro B OKHe?
12 Kak ocymIecTBIsIeTCS CBEPTHIBAHHE,” PA3BEPTHIBAHHE U 3aKPBITUC
OKOH?
13 Kak ocyriecTBisieTcs IepeKIiQYeHIE MeXTy OKHaMu?
14 Kak ocymiecTBisieTcs ynopsieduBanue oKoH?
15 Kakue 21eMeHTH MOTYT HPHCYTCTBOBATD B TUAJIOTOBBIX OKHAX?
16 Kak ocyIIecTBIIETCS, CO3MaHNE MTATIOK U SIPITBIKOB?
17 Kak ocymecTBIsSeTCS KOIMPOBAaHUE U TiepeMelleHle 00 BEKTOB?
18 Kak ocymiecTBiigeTes IepeMMEHOBaHNE OOBEKTOR?
19 Kak ynmamuTh ‘00BEKT U MPH OMIMOOYHOM €r0 YHaJCHHH — BOCCTaHO-
BUTH?
20 Yto Haxomutes manke Moit koMnbloTep?
21 Kak pa6otats ¢ nmankoit Kopsuna?
22 s dero ciyxut nporpamma [LIaHAPOBINMK 3a1aHUi?
23 Kak padorath ¢ mporpammoit Il1aHUpOBIIMK 3agaHuii?
24y _Kak nzmenuts GoH u pucynok Padouero cromna?
25-/Kak ycTaHOBHUTD JaTy U BpeMs?
26 Kax HacTpOUTbH pacKIaAKy KJIaBUATypHI?
27 s gero ciyxut nporpamma [IpoBogank?
28 Kak BeInsiauT okHO npoBoanuka Windows?

[Sa NNV \ G

©O© oo ~NO

JlabopaTopHasa paGora
I enw: npuobpeTeHHEe HABBHIKOB PadoTaTh ¢ OKHAMH U OOBEKTAMU
Windows; mpousBoauTts HacTpoiiky paboueii cpemsr Windows.
3aoauu:
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— YMETh NepeMeniaTh OKHAa, WU3MEHATh UX pa3Mephl, IPOCMAaTPUBATh
COZIEpKMMOE OKHa, CBEPTHIBATh, PA3BEPTHIBATh U 3aKpPhIBATh OKHA, YIIPaB-
JISATh MHOTHMH OKHAaMU;

— YMEeTh CO37aBaTh MaIKH, APIBIKH K 00bEKTaM; KOIUPOBATh U TIepe-
MelIaTh 0OBEKTHI, IEPEUMEHOBBIBATh U YIANIATH OObEKTHI;

— yMmeTb pabotath ¢ IlnanupoBmuxom 3aganmii, IIpoBogHHKOM,
MIPOU3BOANUTH HACTpOHKy Pabouero crouaa.

Xo00 pabomul

1. Tonyuure crnpaBky «YTo HOBOro» B omepaironHoi cucreme Win-
dows?

B wmento Ilyck BeIOpath komanny CnpaBka M MOAJep:KKa., BEIOpaTh pa3gei
crpaBku, 3areM HoBbie BozmoxkuocT Windows.

2. Pabora ¢ okHamH.

— Cospnatite Ha IlaHeab 3aga4 COOCTBEHHYIO IaHENh WHCTPYMEHTOB,
otoOpakaromryto auck F:, 3arem 3akpoiite manens F: Ha [lanesn 3apay.

Brzosute xoHTekcTHOe MeHio Ilanenu 3amay, BeiOepure komanay Ilaneam wH-
CTPYMeHTOB, 3aTeM koMmaHny Co3naTh maHeJb MHCTPYMeHTOB. B okne Co3nath
naHeJb MHCTPYMEHTOB PacKpbITh nanky Moi KoMmnbloTep, HakaB Ha IUIIOC, CTOSI-
i nepen nankoit. Beigenuts auck F: u Haxars OK.

— Ortkpoiite manky Kop3una u m3mMeHUTe pa3sMEpPsl OKHA IO TOPHU30H-
TaJld, 110 BEPTUKAIIH, B IBYX HAIIPaBJICHUSIX.

YcraHOBUTE yKa3aTeNlb MBIIK HA TPAHUILY OKHA (YION OKHA) Tak, YTOOBI OH mpe-
BpAaTHJICS B TOPU3OHTAIbHYIO WM BEPTUKAJIbHYIO, ABOWHYIO CTpENIKY. Y Ie€p)KuBas Je-
BYIO KHOIIKY MBIIIH, IIEPEMECTUTE CTPEIKY, B HOBOC IOJIOKCHHUE, KOTOPOE MPEAIIOIIO-
JKUTCJIBbHO NOJDKHO 3aHMMATb OKHO, U OTIIyCTHUTb KHOIIKY — OKHO anoGpeTeT 3aJ1aH-
HBIE Pa3MEPBHI.

— Otkpoiite manky Moii KOMIBLIOTEP U YCTAaHOBUTE €€ OKHA PEXUM
BBO/JIa KPYITHBIX 3HAYKOB.

B mMeHro BI/I}I BI:I6paTL KOMaHAy IlnuTka ¥ HaXxXaTh COOTBETCTBYIOLIYIO KHOIIKY Ha
TMaHEII UHCTPYMEHTOB.

— Ckpoiite, a 3aTem otodOpazute IlaHenb uHCTpyMeHTOB OObIYHBIE
KHOIKHM JJI51 OTKPBITOro okHa Mo KoMIbIoTep.

B menro Bua BeIOpaTh koManny [laHennm MHCTpyMEHTOB, 3aTeM CHATH (ycCTaHO-
BUTH) TOMeTKY, OObIYHbIE KHONKH.

— AxTuBM3UpYyiiTe noouepenHo okHa Moii komnbsiorep 1 Kop3una.

Ha(Tlauenn 3aa4 UICJIKHYTh MBIIIBIO Ha MHUKTOIpaMME HY>XHOTO OKHA, WIN
L[_leJ]KHyTb Ha BUIUMOM OKHE B J'llO6OM MECTEC, WJIN HUCIIOJIb30BAaTh COUCTAHUA KJIaBHUIII
Alt'+ Tab.

# Pacnonoxxure okHa KackagoMm uinn Mo3ankoi.

Br13oBute koHTeKCTHOEe MeHIO Ilanenn 3agau, BLI6epI/ITe KOMaHay OxHa Kacka-
oM uiu OkxHa cBepxy BHM3 1w OKHa cjieBa HaNnpaBo.

— Cepnure okHo Kop3una.

Haxxmute KHOIIKY CBepHyTB Ha 3aroJIOBK€ OKHa MJIU HICJIKHHUTC MBIIIBIO IO KHOII-
ke CHcTeMHOe MeHIO 1 BeIOepuTe KoMaHTy CBepHYTh.

— Pa3BepHure okHO Moil KOMNIBIOTEp, 3aTEM BOCCTAHOBUTE IIPEKHHE
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pa3Mepsl OKHa.

Haxxmute kHOnKy Pa3BepHYTh Ha 3arojioBKe OKHa WIIM LICIKHUTE MBILIBIO MO
kHorke. J[J1s BocCTaHOBIICHMS HAKMHUTE KHOINKY BoccTaHOBHTB Ha 3aroioBKe OKHA.

— 3akpoiiTe Bce OKHa.

Bri6epuTe KHOTIKE 3aKpHITh HA 3ar0JOBKE OKHA, WU JABAXIIbI MICIKHUTE MO KHOTI-
ke CHCTEMHOr0 MeHIO, WITH HaXKMUTE codeTanue Kiasum <Alt>+F4,

3. Pabora ¢ o0bexTamu.

— OTkpoiite auck F:.

OTKpHITE Manky Moii KOMIbIOTeP ¥ ABXIBI IEIKHYTh Ha JIHUcKe F: mim B KOH*
TEKCTHOM MEHIO BHIOpaTh OTKPBITH.

— Ha mucke otkpoiite manky Bio_fac, sarem mamky 1, mankysc|Home-
POM Balllei TpyMIbl, a Hell manky ¢ Bamreit gpamunueii.

Illenkas Ha KaXKIOH TaKe JBAXIbI.

— B nanke ¢ Bamrei ¢pamuneit co3naire nanky JInuHasi.

B mento ®aiin BeiOepure komManny Co3aaThb, 3aTeM HNaNKy W BBeCTH uMs JImu-
HAasl, WIN UCTIOJIB3YHTE KOHTEKCTHOE MEHIO B pabodeli 00macTi OKHA.

— B nanke ¢ Bamiet ¢pamuueit co3naiite nanku-Pagouasi, Bpemennas.

— Otkpotite manke JlnuHasi u cozmaiTe B HEW' eme aBe mankud Bpe-
MeHHas U JJOKyMeHTHI.

— OTkpoiite nanky JlokyMeHTBI U co3aiite B Heit nanky [lepenucka.

— B manke Ilepenucka ¢ noMomsf0,TEKCTOBOrO peaakropa baokHor
coznmaiite (aiin buorpadusi, conepkamuii Banry ouorpaduto, u coxpa-
HUTE ero. 3aKpoiiTe TOKyMEHT.

Ortkpoiite mento Ilyck, Beibepure [Iporpammpl, 3atem CTaHaapTHbIE, a TIOTOM
nporpammy BiiokHOT. B nosBUBIIEMCSl OKHE TEKCTOBOTO pelakTopa coszmaiite aiir,
conepxammit Bamry 6norpagisiro. Bimenio ®aiin Beibepure komany COXpaHuTh Kak.
B norne IManka Bei6epute anckF: n Haiinure nanky [lepenmncka. B none Ums ¢aiina
Beeaute buorpadusn’ Haxmure kHONKY 3aKpbITh.

— Cxonupyiite haitn buorpadgus B nanky BpemenHnasi.

Ortkpoiite nafiky Moii koMmnbloTep, Haiinure nanky Bpemennas. Otkpolite eme
pa3 nanky Meli KoMnbloTep, HaiiiuTe B HY)XHOH nanke ¢aitn Buorpadmus, naxxvure
<Ctrl> u H€ oTITycKas ee, neperamure paitn buorpadus B nanky BpemenHnasi.

— [epeumenyiite B manke Bpemennas daiin Buorpadus 8 Mosi 6mo-
rpagms.

Beienute ¢aiin, HaxxaTHeM NPaBOi KHOIKH BBI30BHTE KOHTEKCTHOM MEHIO, BbIOE-
puze TlepenmenoBats. B none Ums ¢aiisia BBequTe HOBOE UMS.

— OrdopmatupyiTe IuCK A'.

Ortxpoiite nanky Moii komnbioTep, BeraBbre auckery B muckoBox A:, BEI3OBHTE
KOHTEKCTHOE MEHIO JIHcKa A: M BbIOepHTe KOMaHAy (HhOpMaTHpOBaTh, YCTAaHOBHB OII-
uuto Ioanoe. Haxars kHonky HauaTts.

— [Tepemectute ¢aitn Most omorpadus Ha auck A:.

Beigenure ¢aiin Mosi 6uorpadusi. Haxxmure Shift u ae ormyckast ee, neperamiure
Ha JMCK A: BBIICICHHBIN (aiis 1eBOM KHOMKOW MBIIIIH.

— Ynanure daiin Mosi ouorpadus ¢ nucka A:.

— Iepemecture ¢aitn buorpadus u3 nanku [lepenucka B manky Jo-
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KYMEHTBI.

— OrkpoiiTe ¢ mOMOIIBIO TeKcToBOro peaakropa Wordpad goxymeHT
Bbuorpapus n3 nanku JJOKyMeHTBI U JONUIIUTE HECKOJIBKO IPENIokKe-
HUM.

3amyctute nporpammy Wordpad u3 menio Ilyck+IIporpammbi+CraHaapTHble.
B mento ®aiin BriOepute komanny OTkpoiTe u HaiiauTe Ha aucke F: manky Jloky-
MeHThI. B mone Tun ¢aiinos ykasate TekcToBble 1oKyMeHTHI (*txt). B paGoueii obna-
CTH OKHa BBIAEINTE TpeOyeMblid (aitn u HaxmuTe KHONKY OTKpBITh. lonummre He-
CKOJIBKO TIPEAJIOKeHUH B KOHel JokyMmeHTa. COXpaHHTe JOKYMEHT, BHIOpaB B MEHIO
®aiin komanny CoxpaHuTts. 3akpoiite nmporpammy Wordpad.

— Ypanure nanky Bpemennasi.

— Ouncrute Kop3uny.

B xontexctHOM MeHI0 Kop3uHbl BEIOpaTh KoMaHy OYMCTHTH KOP3HHY.

— B manke PaGouasi co3maiiTe ¢ MOMOIIBIO TEKCTOBOTO peAaKkTopa
Buaoknor ¢daitmer boranuka, buosaorus, 3oom0orus, Xumusy Marema-
THKa, Pu3nka. B KaX710M U3 HUX HaNUIINTE HECKOJIBKO MPETOKEHNH.

— Otcoptupyiite (hailiibl MO UIMEHU.

B Menro Bun BeiOepute kKOMaHy Y HOPAI0YMTh 3HaYKH, 3aTeM.JI0 nMeHn.

— 3armycTuTe Ha BBIIOJIHEHHE porpaMMmy KanabkyJssitop u mopaboraii-
TE C HUM.

Brioepute Iyck +IIporpammbr+CranaapTHbie+KaabkyasaTop.

— Co3zpaiire spiabik A nporpaMMel IIpoBOIHMK.

Bribepure Ilyck + IIporpammbl + CramaaptHele + IIpoBognmk. B kom-
TEKCTHOM MeHI0 BeiOepure OrnpaButh, 3ateM, Padoumii cron (Co3aaTh APJIBIK).
(KoHnTekcTHOE MEHIO BBI3BIBACTCSI HAYKATHEM, ITPABOI KHOITKH MBIIITH)

4. Haiinure ¢aitn BuorpadusitXt ¢ nomompio GyHKIMK noucka daii-
JIOB Ha JUCKaX.

Packpoiite Ilyck+Haiitu+®aiiney, 1 nanku. B guamoroBom oxue PesyabTathl
noucka B rpynme Yero BbI XoTuTe HaiiTu? BoiGepure IMankm m ¢aiiabl. B nome
Yacts numenu daiina niauums, paiina neaukom BeeauTe nMs (aiina ans moucka. B
nioze Iouck B BoiOepuTe JIokaNbHbBIE TUCKH.

5. Hacrtpoiika Windows.

— V3aMeHUTe AIBET. Pa3IMIHBIX SJIEMEHTOB Pab0Yero cTojia i OKOH.

1-i cnoco6y lllenkaute mpaBoil KHONKOW MBI Ha pabodyeM CTONlE W B KOH-
TEeKCTHOM MEHIO BbIOepuTe komaHxy CpolicTBa, nanee Bkiaanky Odopmienue. Ber-
6upas B none llBeToBasi cxema cTaHIapTHBIE TOTOBBIE CXEMBI O()OPMIIEHHS, YCTaHO-
BUTH HauOoIEe nmpuemnemyto 1t Bac. Haxars xHonky OK.

2-u, enocob. Haxxmure kHomKy JlomomHuTesIbHO. BriOupas B mosie JiaeMeHT TOT
WK 'GHOW dJIeMeHT 0(OpMIICHHS, YCTAHOBUTE ero pasmep, mpudT u usetr. HaxmMure
OK.,

— W3menute GoH paboyero crojia, MOMECTUTE PUCYHOK Ha pabOdMid
CTOJI.
Bri3oBute cBoiicTBa pabouero crona. Beiopute Brinaaky Pa6ounii crosn. YcraHoBuTte
MOHPABUBIIMHCS PUCYHOK. [[y1s1 ycTaHOBKH (POHOBOTO y30pa HaXKaTh KHOIKY Y30p.

— YcTaHOBUTE 3aCTaBKY IKpaHa.

Br3oBure cBoiicTBa pabouero cTona U mepeldTH Ha BKIAAKy 3acTaBka. B mome 3a-
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cTaBKa BbIOCpUTE MOHPABMBILMICS BUJ 3aCTaBKH, a B nosic HTepBaJ yCTaHOBHTE
BpeMsi, 4epe3 KOTOpOe OHa MOSBHUTCS Ha IKpaHe

— YcraHoBuTe 3acTaBKy 5kpaHa berymasi crpoka.

Br3Bath cBoiicTBa pabouero cTona u nepeiTy Ha BkIaAKy 3acTtaBka. B mone 3a-
cTaBKa BbIOpaTh 3acTaBKy beryiasi crpoka.

— Co3spailite 3amanue 3amycka nporpamMmel KocbiHka uepe3 5 MHHYT
nociie Havyana padotsl Ha [1K.

3anyctuts [lnanupoBumk 3aganmii (Iyck + Iporpammer + CranaapTHbie +
CuykeOHble HAMeYeHHbIe 3a1anus ). 3anycTuTh Macrep IIaHUPOBAHUSA 3a/1aHMT €
MOMOIIBIO IIporpamMmel Jo6aBuTh 3ananme. [lociie HakaTHsi KHOIKY Jajee B CIIUCKE
npwioxeHui BeIOpaTh Kocbinka. Ha crnenyromux marax Macrepa njaHupOBAHHS
3agaHuii BEIOpaTh TpeOyemble onnun (E:keqneBno, Bpemst Hauamna u np).

— Y panmuTe pacnircanue s 3amycka nporpammsl KocbiHka,

3anyctuts Il1aHMpoBIIUK 3agaHMii. Y 1anuTh 3agaHue IS 3amyCcKa IPOrpaMMbl
Kocpinka.

6. OOMeH TaHHBIMH.

— CkonupyiiTe 1Ba Jr00BIX (haitiia u3 nanku Padouasi B nmanky JInuHast
mucka D: ¢ momombto 6ydepa odmeHa.

Otkpoiite manky PaGouasi, Beienure nBa mrobbIX (aiina, BeIOEpUTE W3 KOH-
TEKCTHOTO MeHI0 KoMaHny KonupoBats. OTkpoiire.qanky JInuHast 1 13 KOHTEKCTHO-
ro MeHIO KoMaHy BeraBursb.

— IlepemectrTe nBa JFOOBIX (aiina #3,manku Padoyasi B manky JIiuy-
Has ¢ moMoInbto Oydepa odMeHa.

Ortkpoiite nanky Pa0ouasi, BeinenuTe aBa MOOBIX (aiiia, BHIOEPUTE M3 KOH-
TEKCTHOTO MEHIO KoMaHay Baipe3ars, OTkpoiite nanky JIM4uHas u u3 KOHTEKCTHOTO
MEHI0 KoMaHy BeraBuTh.

— Otkpoiite IlpoBogiuk ¥ ynanute Ha qucke F: manky Padouas.

3amycrure Ilyck + [Iporpammsl + CtanaapThbie+ [IpoBoauuk. Bridepure muck
F: INeperammre nanky padodas B manky Kop3una.

— Boccranopure nanky Padoyas.

Ortkpoiite arariky Kop3una. Beinenmute manky PaGouas. B menio ®@aiin win B
KOHTEKCTHOM.MEHIO BbIOepHTEe BOCCTAHOBUTD.

— CBepHHTE WK pa3BepHHUTE CTPYKTYPY JIFOOO0TO JAMCKa B TPOBOIHUKE.

YroOBlL pa3BepHYTb WIIM CBEPHYTb CTPYKTYpPY JIO0Oro IMcka (IamKku), Hy>KHO
IIEAKHYTh Ha 3HAKe + WIIM — COOTBETCTBEHHO CJIEBA OT 3HAKa JIMCKa (IIalKu) WK cle-
JIaTh, 1BOIHOM 1ienyok. [1o ero numenu.

< Cozpaiite manky Pa3Hoe B manke ¢ Bameil daMunumei, ncnoin3ys
rporpammy IIpoBogHuK.

Ha neBoii maHenu OKHa MPOBOJHUK BBIICNUTE MANKy ¢ Bamied pamunueil. Ha npa-
BOIi ITaHeNH co3zaiite manky Pa3Hoe 1r00bIM ONMHCAaHHBIM B TEOPUH CLIOCOOOM.

— Cxonupyiite n3 nanku Padouasi paitner MaremaTtuka u ®usuka B
nanky Pasnoe.

Ha neBoii nanenu okHa [IpoBonHMK packpolite cTpykTypy nanku Pa3znoe. Brine-
nuth nanky Pa6ouasi. Ha mpaBoii manenu oxna moMetuth TpeGyembie daitnbl. [epe-
TaIXTh PABOH KHOIKOH MBIIIY BbIIETICHHBIE (ailiibl Ha 3HAa4OK manku Pa3Hoe.
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Tema 2
OBIIECUCTEMHOE ITPOI'PAMMHOE OBECIIEYEHHE
1 IIporpamMMbI-000104KH
2 ApxuBarys JaHHBIX
3 AHTUBUPYCHBIE IPOTPaMMBI

OCHOBHBIE TEOpeTHYECKHE CBEeJEeHUH

1. IIporpammbI-000J104KH. B GonbmMHCTBE CilydaeB padoTaTh HEMO-
CPEACTBEHHO ¢ KOMaHIaMH OIIEPAIIMOHHON CHCTEMBI 3aTPYAHUTEIBHO, TaK
KaK OTCYTCTBYeT MH(OpMAIUs O TOM, KaKHe KOMaH[bl HUCIIOJB3YIOTCS B
JAHHOH OIEpallMOHHOW CHUCTEeME WJIM MPH HM3BECTHBIX KOMAaHIaX HEU3;
BECTHBI UX MapaMmeTphl. [ ycTpaHeHHs 3TOr0 HEIOCTATKA CO3JaHbI CIes
[HaIbHbIE MPOrPAMMbI, Ha3bIBae€MbIe Hpocpammamu-oooroukayi. “\OHu
MO3BOJISIFOT OOJIErYUTh BBIMOIHEHHE KOMAaH] ONEPAllMOHHON CUETEMBI,
COJICPIKAT CIIPABOYHYIO CUCTEMY, YIOOHBI B paboTe.

B Hactosiiee BpeMs CYIIECTBYET MHOMXECTBO IMPOrPaMM-000JIOUeK,
Hanboliee pPacIpOCTPAaHEHHBIMH W3 KOTOpBIX sBisrQTCsS-VOolkov Com-
mander, DOS Navigator, Far Manager, Windows_Commander, Total
Commander. PaboTta GONBIIMHCTBA U3 HUX TIOCTPOCHA, TIO OJJHUM U TEM XK€
npuninam. OCHOBHbIE OTJIMYHUS CBOAATCS K YBEIUUYCHUIO KOJIMYECTBA
BBIMOJTHIEMBIX JICHCTBUH, MCIOIh30BAHHUIQ. HOBBIX TEXHOJOTHH PabOTHI C
(aiimaMu B COBPEMEHHBIX OIEPAMOHHBIX CHCTEMAaX, yI00CTBY HACTPOHKU
[O/I OMPEEIEHHOrO MOJIb30BaTe sl RacCCMOTPUM HEKOTOPHIE OCHOBBI pa-
ootsl ¢ Far Manager.

Jnsa 3amycka Far HeoOXoauMo, JBaXKbl IIENKHYTh Ha SIPJIBIKE MPO-
rpaMMmebl Far pabodero cToa Wi, BBECTH KOMaHay Far.exe w3 xaramora, B
KOTOpOM OHa Haxomutcst. Foche 3amycka 3Toi KOMaH/Ibl Ha SKpaHe MOsB-
nsieTcs OKHO Far, koTropoe\.nMmeeT NBe ¢haiiiosvie nauenu, COJASPIKAIIUE
CMUCOK WUMeH (ailyioB U TOIKATAIOrOB /IS JBYX Pa3HbIX JAUPEKTOPHUEB
micka. Ha BepxHEW ‘paMKe KaXXIOW MMaHeln MOCepeAnHE OTOOpakaeTcs
MOJTHBIA MapIIPYT K-COOTBETCTBYIONIEMY KaTamory. MapiipyT

[mmek:]\[kaTanor 1]\[karajor 2]...\[kaTagor N]
03HaYaeTMapUIPyT K MOTIMHEHHOMY KaTaJloTy;
[nuex:]\[xaTasor 1]\[kaTamnor 2]...\[kaTanor N]\umsi daiiia
03HAYAETMapIIPYT K JaHHOMY (aiiny.

Kaxnast manens pa3duta Ha ABe KOJIOHKH. Ha BepXHei CTpOKe KaXKIOoi
ITQaHETN BHIBOJMTCS MIMsI JIFICKA WM 3arOJIOBKH KOJIOHOK, B JICBOU €€ YacTh
MMCHA MMaIoK Win (GaijioB B MAHEIH.

OpxHa U3 naHene sSBISIEeTCS aKMUGHOU — €€ 3ar0JIOBOK BBIICISIETCS SIp-
KM (QOHOM, T.e. mojacBeumBaetcs. st Toro 4roObl MEepedTH B APYTYIO
[aHelb, T. €. YTOOBI CIENaTh €€ aKTHBHOMU, HCIOJIB3YeTCst KiiaBuiia Tab.

B crmcke mMeH (aiiyioB B TEKyIIEH HMaHEIH OTHO UM IOJCBEYCHO —
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31O mexywutl gaiin. IMeHa kataioros (Iarnok) B maHemsx Far BeIBOISATCS
MIPOMUCHBIMU OyKBamH, a UMeHa (ailyioB — CTPOYHBIMH.

Karanor (nmanka) Takxke MOXET ObITh TEKYUIUM. [lodceemKy, WIN cge-
MOoGoU Kypcop, MOKHO IIepeMeIaTh C IOMOLIbIO KJIaBULI €O cTpejakaMu. B
HIDKHEH CTpOKE TaHEeNW BBIBOMUTCS IOJHAS WHPOPMAIHS O TEKYIIEM
(aiie B 3TOI MaHeNH: pa3Mep, 1aTa U BpeMs CO3TaHHs.

Jliis Toro 4ToOBI TIEPEHTH B KAKOW-HUOYAb IMOJKATAJIOT TEKYIIEro Ka-
Tajora, Hy>KHO MOJIBECTH K €r0 UMEHHU CBETOBOU Kypcop (clenarh ero Te-
KymuM) u Haxats Enter. Conepxumoe naHenu U3MEHHUTCS, TaKKe U3Me-
HUTCS M 3aTOJIOBOK TAHENH: OH OyJeT 0TOoOpakaTh HOBBIH MapuIpyT: M
TOTO YTOOBI IEPEHTH U3 TEKYILEro Karajora B KaTajor 0ojee BBICOKOTO
YPOBHSI, HY’KHO ITOJIBECTH CBETOBOW KypCOp K CTPOKE C JBYMS\TQUKAMHU U
Haxatb kiaBuiry Enter.

Hnst Toro 9T00BI CMEHUTD AWCK, CONSPKUMOE TEKYIIEro Karajora Ko-
TOPOTO 0TOOpaXkaeTcs B JIEBOM MaHENH, HY)KHO Ha)KaTh-KOMOWHAIIMIO Kia-
Bum Alt+F1, B mosBuBIIEMCS OKHE BBIOpAaTh € HMOMOIIBIO KIABUII CO
CTpeNKaMU HY>KHBII TUCK M HaxaTs Enter. JleiicTBus a1 mpaBoil maHemn
COBEpIICHHO AaHAJIOTUYHBI, HO BHayajle CIENyeT HaXaTb KOMOWHAIIMIO
kiaaBuim Alt+F2.

OCHOBHBIMH (DYHKYUOHATHBIMU KAABUIHAMU SBIITIOTCSL:

F1 — ITomorp;

F2 — BbI30B MEHIO TOJIB30BATE,

F3 — IIpocmotp daiina;

F4 — PenaktupoBanue Qaiiia;

F5 — KommpoBanwue ¢aiiyioB ¥ KaTajioros;

F6 — Ilepememnienne (aiijioB U KaTajaoros;

F7 — Co3manue HOBOII mamky (Katanora);

F8 — V nanenue\(haityioB 1 KaTaioros;

F9 — BbI30B,yHpaBIISIOIIET0 MEHIO;

F10 — Be1x01 3 mporpamMmel.

F11 —~Tloxa3aTh KOMaH/BI OAKIIOYAEMbIX MOIYJIEH;

F12 - Iloka3pIiBaeT, 4YTO B JAHHBI MOMEHT HAXOJUTCS HA 3KpaHE.

Hmxe maneneii pacnonaraeTcs KoMaHaHas cTpoka. Eciu xomanownas
Cmpoka He TyCcTa, TO BBIMOJHACTCS KOMaHJa, 3aliCaHHas B KOMaHIHOM
cTpoke. Eciin koMaHIHAs CTpOKa HE COACPIKUT KaKUX-THOO CHMBOJIOB, TO
JeiicTBre Far 3aBUCUT OT TOTO, YTO BBIJICIICHO HA MAHENH: UMs (aina uitu
MM KaTajiora:

— €CITU BBIICTICHO MMs KaTallora, TO Ha 9KpaH OyJeT BBIBEJICHO OTJIaB-
JIEHHE 3TOr0 KaTajaora;

— eclIv BbIIeNeHo uMs (aiiia, aeiicTBue Far 3aBUCHT OT pacIIvpeHus
¢aiina .coM, .€xe, .bat (ecmu Haxkate ENter, To HayHeTCS BBIIOIHEHHUE
aToro (paitna).
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Bp160op oTnenbHBIX (aitioB (KaTajioroB) B TPYIIY OCYHISCTBISCTCS
HaxxatueM kiaBuind Ins. TloBTopHOE Hakathe KiaBuiu INS Ha MOMeUeH-
HOM (haiine (kaTasore) OTMEHSIET ero BBIOOD.

UYtoObI OBICTPO BBIACTUTH (Al WIIM KaTaJIOT, HY)KHO Ha)XaTh KIIABUIITY
Alt u, He ormyckas ee, HabpaTh nepBbie OYKBBI UMEHH HY)KHOTO (aiiia.
Ha »xpane mosiBUTCS OKHO, KyAa OYyAYyT BBIBOAUTHCS 3THU OykBbl. Kak
TOJILKO OyJIeT BBEJICHO JIOCTATOYHOE KOJIMYECTBO OYKB MMEHH (hailiia wiu
Kartajnora, Far Beienut Hy>XHbIH (aiin. s BeigeneHus: apyroro daiina,
UMsI KOTOPOTO HAYMHAETCS C TeX e OykB, HyxHO Haxats Ctrl+Enter.
Ecin HeoOxomuMo OTMEHUTH BhIICICHUE (aiiiia, To Hy>)KHO Haxatb ESC.

M peoaxmuposanus BeiieneHHOTO (haita cienyeT HaKaTh KIaBUITY
F4. OcHoBHBIE KIIABUIIH pedakmuposarus IPUBEICHbI CIeIyIoIlue:

Ctrl + Y — Yaanenue cTpoku;

F2 — Coxpanurtsb (aiir;

Shift + F2 — CoxpauuTs ¢aiin mo Apyrum UMeHeM;

F4 — Tlouck cTpoku B TekcTe (0T Kypcopa J0 KOHIAa TeKCTa) M 3aMeHa ee
Ha JIPYTYIO CTPOKY;

F7 — ITouck CTpoKu B TEKCTE OT Kypcopa J0 KOHIIa TeKCTa;

Shift + F7 — ITorck CTpOKH B TEKCTE OT Kypcopa, 10HaAYa a TEKCTa,

F10, Esc — BeriiTi U3 pexxuMa peTakTHpOBaHUS (aiina;

F3 — Beinenenne 6moka Tekcta (MpH MEPBOM HAXKATHHA 3TOH KIaBUIIN
NPOUCXOINUT 3allOMUHAHHE Hayaja BBLISISIEMOLO OJI0Ka, MPH €€ MOBTOPHOM
Ha)KaTHU YCTaHABJIHMBACTCI KOHEYHAs METKA 0NOKa);

Shift + F3 — OtMenuTs BeIelIeHNEe 0I0Ka TEKCTA.

ITocne Haxatus F5 nosBnsS€TCS\INAIOTOBOE OKHO, B KOTOPOM Ipe/ia-
raercs IS KOnuposanus -MMs KaTajora JApYyroi (HEaKTHBHOW) MaHENH.
IToaTomy mepen komupoBaHHEeM (ailyioB 1enecoodpa3HO Ha HEaKTUBHYIO
MaHelb BBIBECTH KaTaJIOL, KyJa Tpedyercs ckonupoBaTh (aiibl. st oT-
MEHEI OIlepaluy HAKMIATE KIaBuIry ESc.

Hns nepeumenosanus (HailmoB WIIM KaTaJIoOrOB HEOOXOIMMO HAXKAThH
knaBuiry F6 W B, MOSBUBIIEMCS TUAIOTOBOM OKHE BBECTH HOBOE UMsl. C
TIOMOIIBIO_STON YK€ KITaBUIIIA MOXKHO TIEPECiIaTh B IPYTroi KaTaloT TPYIILY
¢aitnoB_(katanoros). Ilepecbuika OTIMYAETCS OT KOMHUPOBAHUS TEM, UTO
nocJieyCIenHOro 3aBEePIIEHHsI TEPECHUTKA UCXOTHBIC (aillIbl yIaSIFOTCSL.

Jits1 Co3manust HOBOM manku (KaTajiora) Hy)HO HaxaTb KiaBumy F7 u
B AUAIOTOBOM OKHE BBECTH MM$ CO3/1aBa€MOT0 KaTajora.

2. ApxmBaumsa JaHHbIX. CylIecTBYIOT cCHELUaJIbHBIE IIPOrpaMMbl-
YIaKOBIIUKH, O3BOJISIOIINE 3 CUET UCIOIb30BAHUS CIIELUAbHBIX METO-
JIOB CKUMaTh WHGOPMAIMIO Ha JWCKaX, T. €. CO3JaBaTh Komuu (aiyioB
MEHBIIIETO pa3Mepa, a TakkKe OOBEAMHATh KOMHUW HECKONBKUX (haillioB B
OIIMH apXUBHEIN (aiin. B 0CHOBHOM OHH MPUMEHSIOTCS TIPH Iepeaade HH-
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(opmarum yepe3 MOAEM WIN TUCKETHI, CO3AaHIH AUCTPHOYTHBOB, CO3/1a-
HUM apXx¥Ba (aiiios.

ApxuBHBIH (aiin npeacrasnser co6oil HAOOP U3 OJHOTO HIH HECKOJIb-
KuX (aifyioB, IIOMEIIEHHBIX B C)KATOM BHUJIC B €IUHBIN (paiii, U3 KOTOPOTo
UX MOXKHO HM3BJICYb B IEPBOHAYAIHHOM BHUJIC.

Kak mpaBmiio, Bce MporpaMMbI-yIaKOBIIMKH UMEIOT MPHOIU3UTEIHHO
OJIMHAKOBBIC BO3MOKHOCTH U OTJIMYAIOTCS (POPMATOM apXUBHEBIX (aifyIoB,
CKOPOCTBIO pabOoThI, CTEIEHBIO CXKATHUsI U yA0OCTBOM B paboTe. B HacTos-
mee BpeMs CyliecTByeT MHOXKecTBO apxuBatopoB: ARJ, ARC, ZIP, RAR,
AIN u ap. CampIM pacnpocTpaHeHHBIM (0COOCHHO B ceTH MHTEepHET) sB-
nseTcst apxuBaTop ZIP, Ho Haubosee yIOOHBIM B HCIIOJIb30BAaHIN SBIISCT-
cst apxuBatop RAR, xoTopslil uMeeT psii JOCTOMHCTB: yA00Has 000I04Ka
Uil paboTHl (aillaMu W apXWBaMH, MPOCTasi CHCTEMa HACTPOCK M BO3-
MOXKHOCTh pa30OMBKH apXWBa Ha OJIOKHM (PHKCHPOBAHHOW JTMHBI. Bepcus
WInRAR apxuBatopa RAR nopaepxuBaet amunHbIe (bosiee 8 cuMBOIIOB),
a TaKXXe PYCCKOSI3bIYHBIC MMEHA, YTO JIENIAeT eroyyAOOHBIM A pabOTH! B
oreparoHHoi cucreme Windows.

Mento WinRAR coxpepxut crnenyromge, IyHKTh: Paiin, Komanasl,
N36pannoe, [lapamerpsl u CnpaBka.

THanenv uncmpymenmos HaXOAUTCS HIDKE MCHIO U BBIIIE CIHICKA (aii-
noB. KHOIIKM Ha MaHeln HHCTPYMEHTOB ‘TIOBTOPSIIOT MyHKTHI U3 MeHIo Ko-
MaHzbel. Bo Bpems mpocMoTpa COLSPKUMOT0o apXuBa HEKOTOPBIC KHOTIKU
MOTYT OBITh OTKJIFOYCHBI, €CIIHM WX (DYHKIIMH HEIPIMEHUMEI K apxuBy. [log
MaHeTbl0 HHCTPYMEHTOB HAXOMUTCS MAaJleHbKass KHOIKAa CO CTPEIKOH
BBEPX U CTPOKa CHCcKa AUCKOB. [Ipu HaxkaTnu KHONKU BBepx mpoucxo-
IIUT TIEPEXOJ B POTUTEIBCKYIO Nanky. CIIHCOK AUCKOB CIYKUT JJIST BEIOO-
pa TeKyIIero IuCKa mwin cetd. KHONKM Ha maHeIn MHCTPYMEHTOB IT03BO-
JISTFOT BBINOJIHUTE, CICTYIONINE ASHCTBHUS:

* kHOTIKa/100aBUTH 1O3BOIISIET OOABUTE (haiill B apXuB;

* kHomKa LIpocMOTP MO3BOJISET IPOCMATPHUBATD (Daiii;

* KHOIKa-Y JaJIMTh N03BOJISIET YAAINUTh BBIJICNICHHBIN (aii,

* kgollka McnpaBUTh T03BOJISIET BOCCTAHOBUTH ITOBPEKICHHBIN apXUB;

*\KHOIKA 3aINMTA 3alHUIIACT APXUB OT HOBPEKIACHHUSL;

o 'kHonka SFX mo3BossieT cuenath apXyuB CaMOPaCIaKOBBIBAIOIIIAMCS;

* kHornka M3Bieun mMo3BOISICT U3BIeYb (aiiiibl U3 apXuBa;

* kHornka M3Biieus B 1103BOJISICT U3BIICYb (aill B YKa3aHHYIO MAIKY;

* kHomnka TecT 103BOJISET IPOTECTHPOBATH APXUB;

* krorka KoMMeHT 1mo3BossieT 106aBUTh K apXUBY KOMMEHTAPHH;

* KHOITKA 3ampeT [03BoJiIET 3a0I0KUPOBATh apXUB;

* kronka MH(O 103BOISET MOCMOTPETH KOMMEHTAPHHU K aPXHBY.

Hwxke maHenu MHCTPYMEHTOB DPACIHONOKEHO ¢haiinogoe okHo. B HEM
oToOpakaeTcss COACPKUMOE TEKYIIeH MalKH WIA COACPKUMOE apXuBa
(ecu apXuB OTKPBIT). DTH PEKUMBI HA3BIBAIOTCS PSIKUMOM YIIPABICHUS
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(halimaMu 1 pexXMMOM yIIpaBJIeHUsT apxuBamu. J{is kaxmoro (haiiina BEIBO-
JUTCSL CIemyromas WHPOPMAIHs: UMsI, pa3Mep, THI U JaTa M3MCHCHHS.
s ¢aiinoB B apXuBe MOKa3bIBAOTCS €LIE BA MapaMeTpa — YIIaKOBaHHBIH
pasmep u 3HaueHne CRC32. Beipaxkenne CRC32 — 310 0c06ast KOHTPOJIb-
Has CyMMa, BBIYHCISieMass Ha OCHOBAaHMHM JAHHBIX 3aapXHBHPOBAHHOTO
(haiiina, c MOMOIIBIO KOTOPOU, HE TTpUderas K X pacnakoBKe, MOXKHO cpaszy
OTIPEIENTUTD, OAMHAKOBEI JIM YIAKOBaHHEIC B apXuBe (paiiibL.

Ecnu Haxopsmuiics B apxuBe (aiin 3amupoBaH, TO MOCIE ero HMEHH
Oyzer ctosATh 3Be3mouka «*». Eciau daiin mpomomkaeTcs B ciedyrouieM
TOME, TO IIOCIIE €TO UMEHHU OyIyT CTOSATH CUMBOJIBI —>. Ecim daitn mpo-
JOJDKAeTCsl U3 TMPENBIAYIIEro TOMa, TO MOCIe UMEHU OYIyT CTOSTh CUMBOS
Tl <—. eciu (aiis mpoAoIKAETCA U3 MPEAbIAYIIEro U MePeXoIuT Ha Cles
IOYIOMIAN TOM, TO IIOCTIE €r0 UMEHH OyIyT CTOATH CHMBOJBI <—>.

ITepen 0OpaboTKO# (hailiioB MX HEOOXOAUMO BBIACIUTH. [loMIIMO, CTaH-
JApTHBIX crtocoOoB BeiaeneHus B WinRAR s Toi ke nenu cmykar He-
CKOJIBKO JIOTTONHUTENbHBIX kiaBuil: <IIpodes>, <Insert>ya raxke <+> u
<—> Ha JIONOJHUTEILHOHN KJIaBUATYpeE.

Bauzy okna WinRAR moj criuckom (ailioB HaXQIUTCA CMPOKA CO-
cmosinua. B e€ JeBoM YacTH pacIoyIoKEeHbl ABA \MaJ€HbKUX 3HayKa:
«IucK» U «kouy. LlleaukoM Mo 3HAUKYy «IHCK»MOYXKHO MU3MEHUTH TEKY-
M IUCK, a IIETYKOM IO «KIF0Y» — TeKyLIUMNIApob. /[Be cOOTBETCTBY-
IOllMe KOMaHJbl Takke ecTh B MeH ®aun. Ilo ymomuaHuio 3Ha4oK
«KITIOY» JKENTOTO 1IBETA, HO €CIIM BBEAEHIapOJib, TO OH CTAHOBUTCS Kpac-
HBIM. B cpemHell 4acTu CTpOKH COCTOSHHS BHIBOIUTCS MH(popMamus o0
o01meM pa3Mepe BBIICICHHBIX (PAMIOB MIIH O TEKYIIEM COCTOSHHUU. B mpa-
BOM YacTH CTPOKH COCTOSIHIS 0TQOpa)katoTcsi obmiee KOIUIecTBO (aiiiios
B TEKYLIEH Manke U Ux pazMmep:

3. AHTHUBHpPYCHBIe qiporpammbl. [Ipn paGote ¢ coBpeMEeHHBIM Iepco-
HaJIbHBIM KOMITIBIOTEPOM IIOJIB30BATENS MOXKET IOACTEPEraTb MHOKECTBO
HETIPUSTHOCTEH:, TIOTCPsT JaHHBIX, COOM OMNEparMOHHOW CHCTEMBI U Jp.
OpHa W3 NPUUHH ITHX MPOOJIEeM — MPOHUKHOBEHHE B CHCTEMY KOMIIBIO-
TEPHBIX BAPYCOB.

Komnvromepnwiii 6upyc — 310 porpamMma, HaHOCSIIAS BPeJ, KOMIIBIO-
Tepy:\3apakaromas (aiibl, U3MEHSIOMAs apaMeTpbl CUCTEMBI, YAAISIO-
mias\HeoOXOoMMMbIe JTaHHBIE U T. 1. BUpYChl aKTHBH3UPYIOTCS B OIIpeje-
JEHABII MOMEHT BPEMEHH U 3aMUCHIBAIOTCS B CUCTEMHbIE O0OJACTH AUCKA
WK TIPUITUCHIBAIOTCS K (paiinam, 9To 4acTo MMeeT KaTacTpoduieckue mo-
cnenctBus. [logo6HO OHONOrHYECKHM BHpYcaM, OHM Pa3MHOXKAIOTCS TPH
3aIycKe 3apaXeHHBIX (haiiIoB WIIM MPU UX KOIMTHMPOBaHHUH.

J1d 3a1uThl OT KOMIIBIOTEPHBIX BUPYCOB IIUPOKO UCIIOIbL3YIOTCA IIPO-
IrPpaMMBl, Ha3bIBaeMble aHmueupycamu. 1IporpaMMbI-aHTUBUPYCBl MOTYT
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OBITH YETHIPEX THIIOB: (PUIBTPHI, AETEKTOPHI, PEBU30PHI U BAKIIMHATOPEI.

Anmusupycoi-gourbmpel — 3TO TIPOrPaMMBbl, KOTOPHIE OIOBEIIAIOT
MOJIb30BaTeNs 000 BCeX MOIMBITKaX KaKoH-ITM00 MporpaMMbl 3aIIHCaThCs Ha
IIFICK, a TAaKXKe O APYTUX MOJO3PUTEIBHBIX NeHCTBISX. [Ipu 3TOM Ha SKpaH
BBIBOJIMTCS 3aIIPOC O Pa3pelIeHUH WIH 3alpellieHnH JaHHOTO AEHCTBYSL.

Anmueupycoi-demexmopsl 00beINHIIOT AJITOPUTM HOMCKa BUPYCOB Ha
KOMITBIOTEpE U CPEACTBA «ICUCHUSD 3apakeHHbIX (haitmos. Ux paborta oc-
HOBaHa Ha CPaBHEHMH IT0CJIEIOBATEIBHOCTH KOJIOB, COACPKAIINXCS B TS
BUpYCa, C KOJJaMU B IIPOBEPSEMBIX IPOrpaMMax, II03TOMY OHH PaccHuTa-
HBI Ha KOHKpeTHBIe BHpYycHl. Hambosee n3BeCTHBIE TPENCTaBUTEIH 3TOTO
Tuna antuBupycos — Aidstest, Doctor Web, Microsoft AntiVirus.

Anmueupycwi-pesu3opbl — TPOTPaMMBbl, KOTOPbIE aHAIMBUPYIOT TEKY-
mee cocrosHue (paiiaoB (UIMHA, BpeMs CO3MaHUS, aTpUOyThL/KOHTPOJIb-
Has CyMMa) M CUCTEMHBIX 00JIACTeH ANCKa M CPAaBHUBAKOT €I0 ¢ WHpOpMa-
1UeH, COXpaHeHHO paHee B OJHOM U3 (pailyioB TaHHBIX-PEBU30pA. AHAIH-
31pys cooOIIeHNsI aHTHBHPYCa-peBU30pa 00 N3MEHEHMAX (aijIoB, MOKHO
peIuTh, BRI3BaHBI OHU BHpycoM Wid HeT. Hanbosee n3BeCTHRI aHTHUBH-
pyc-pesuzop — ADINF (Advanced DiskINFoscepe).

Anmueupycol-6akyuHamopsl 3aNMBAQT/ B, IPOrPaMMy TIPH3HAKH KOH-
KPETHOTO BUpPYCa TaK, YTO BUPYC CUUTACT yKE 3apaKCHHOU U HE 3apa)kaeT
MOBTOPHO. AHTHBHUPYCHI 3TOTO THUIIA\caMble Hed(P(EKTUBHBIE Cpean Bcex
JPYTHX.

AuaTuBupyc-gerektop. Doctor Web. Aurusupycuas mpo-
rpamma Doctor Web (DrWeb), o6uapyxuBaeT KOMIIbIOTEpHBIE BUPYCHI U
«rednT» (aitsibl, MPUYEM KOJIMYECTBO OOHAPYKUBAEMBIX BHPYCOB MOCTO-
SIHHO YBEJIMYMBACTCSA CN\KaKmoi HoBoi Bepcueii. Ocobennoctsio DrWeb
SIBIISICTCSL ABPUCTHUECCKUIN aHAIM3aToOp, KOTOPHIH MO3BOJIIET IPOBEPSTH
(aiiibl 1 3arpy304HbIE CEKTOPHI JMCKOB HA HAJMYHME HOBBIX HEM3BECTHBIX
KOMITbIOTEpHBIX BUpycoB. Kpome Toro, B DrWeb ects pexum mposepku
(aiinoB BHyTpH apXUBOB: (pailiibl B apXUBE PACHaKOBBIBAIOTCS M aHAIU3H-
PYIOTCS, Ha-Hauuie BUPYCoB. ITocie okonyanus padotsr DrWeb Beimaer
(haiin eTyeTa 000 Beex pe3yabTaTax TeCTHPOBAHUS.

i1t HacTpolKu mporpaMMbl HEOOXOIUMO HakaTh KHONKy Hactpoii-
Ka-Tlocrie 3TOro mosBUTCS AMaIoroBoe okHo Yceranosku DrwWeb co cre-
JAYIOIIUMHU BKIIAIKAMU.

Brxraoka TpoBepka CIyXHT IJI1 HACTPOWKH MapaMETPOB MOUCKA BH-
PYCOB.

B rpymme J{cKA M0 yMOJTYAHHIO MOXKHO BBICTABHUTE OIIMU HAIPOTHB
TeX TUCKOB, KOTOPBIE OyAYT IPOBEPATHCS M0 YMOIIAHHIO.

Ecmu mocraBieHa ommus DBpPUCTHYECKHIT aHAIM3, TO MPH aHAIU3E
(baiioB MCIOJIB3yeTCs IBPUCTUUECKUH aHAINM3aTOp. DTOT PEKHM I03BO-
JSIeT HAXOJUTh HOBBIC BUPYCHI U «IOJO3PHUTENBHBICY (ailibl. XOTsS HuC-
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I10JIb30BaHKE 3BPUCTUUYECKOIO aHAIM3ATOPa HECKOJIBKO 3aMENJISET CKaHU-
poBaHue (aiIoB, PEeKOMEHIYETCS HCIIOIB30BAaTh €rO.

Eciu nocrasnena onnus [IpoBepsaTs namsaTh, TO nporpamMma Doctor
Web npu 3amycke npoBepsieT HaIMYHe BUPYCOB B ONEPATHBHOM TaMSITH.

Eciu nocraenena omnuus IIpoBepaTs 3arpy304Hble CeKTOPbI, TO Ha
BBIODAHHBIX JUCKaX MPOBEPSIIOTCS HE TOJNBKO (haiiibl, HO U 3arpy304HbIe
cekropa (Ha (uronmu-auckax mposepsiercs: DOOt-cekTop, Ha KECTKUX JHC-
kax — MBR u boot-cextop akTHBHOTO paszena, Ha CETEBBIX IHCKaX 3arpy-
304HBIE CEKTOpa HE MPOBEPSIOTCSA).

Eciu nocrasnena onuus IIpoBepATh moaKaTagsoru, To NpoBEPSIOTCS
HE TOJHKO BEIOpaHHBIE KAaTaJOTH, HO M BCE X ITOAKATAJIOTH. PAaTKOE OIS
canue nporpammel Doctor Web

Ecnu mocrasiena omnmust [loka3piBaTh (phailiibl B AepeBe TMCKOB,.TO B
JepeBe KaTaJoroB IIPH BBHIOOpPE IPOBEPSIEMBIX OOBEKTOB MOKA3BIBAIOTCS
(baiinpl, B MPOTUBHOM Cllyyae TIOKA3bIBAIOTCA TOJBKO CAMH “KaTaJlOTH.
JlaHHYI0 BO3MOXKHOCTh MMEET CMBICI HCIIOJIb30BaTh, €CJM, HEOOXOAUMO
MIPOBEPHUTH KOHKPETHBIN (haiin (rpyminy ¢aiiios).

Bxnaoka Tumbl CIy>XuT IUisl 3aaHusl pEXKUMOB TMPOBEpKU. [ pymma
Pe:xxuM mpoBepKM CIYXHUT JUIS 3aJlaHUSl TUIIOB, (PAMIIOB ISl IPOBEPKHU.
Ecnmn mocraBnena onmust @aiiapl B apxuBaxy 70 (paiinel yKazaHHBIX TH-
TIOB MPOBEPSIFOTCS U B apXxuBax. J{Jisl MpoBEepKHM, ApXUBOB OHU PaCIaKOBbI-
BalOTCs BO BpeMeHHBIe (paiiipl. Ecnu moCtasiieHa onuus Y NaKoBaHHbIE
(aiiabl, TO IPOBEPSIOTCS «CIKATHIE» UCTIQNIHsAEMEIE ¢aitipl. Tounee, mpo-
BEpsETCSl TO, YTO OBLIO CXKaTo, T:'e~(aitn mo cxartmsa. Takas mpoBepka
HYXHa JUI TOTO, YTOOBI OOHAPYKUTh BUPYCHI, KOTOPBIE 3apa3uif UCTION-
HSEMBIH (aiii, a TOTOM OBLIU «CYKATEBD» H, CIEIOBATENFHO, N3MEHCHBI.

Brraoka JleiicTBUS COYKHUT JUTS 3aIaHUS NSHCTBUN HaJI ITOI03PUTEIb-
HBIMH (haitnamu.

MoxHO 3a7maBaTh! pa3uuHbIe JCUCTBHUS ISl TPEX THUIOB (paiiioB: 3a-
PaXEHHBIX; HEU3JIEUNMBIX; 10103PUTEIbHBIX.

Bxraoxka Oruer-ipeaHa3HayeHa IS 3aJaHUs MMapaMeTpoB OTYETa MO
pe3ynbTaTaM MpPOBEPKH.

Bxnaoxka IlyTu cinyxuT 1715 3alaHusl yTH K BUPYCHBIM 06a3aM JaHHBIX.

Bxaaoka’Co0bITusl TIpeHA3HAUCHA JUIS HA3HAYCHUS Pa3JIMYHBIM CO-
OBITUSM-3BYKOBOTO TIPEIYIPEKICHHS.

Bxnaoxka O0HOBJIeHHE CITY)KUT AJIs 3aJJaHUs paclIUCaHUs aBTOMaTHye-
CKOr'0 OOHOBIICHHS TIPOTPAMMEL.

Bxraoka Odmue mpeaHa3HaYCHA JUTS 3aJaHUs MPUOPHUTETA Tpoliecca
MIPOBEPKHU Ha BUPYC [0 OTHOLICHUIO K APYTUM 3alyLIEHHBIM ITPOLieccaM.

[ mpoBepKkH TUCKOB Ha BHUPYC HEOOXOAWMO BBIOpAaTh TpeOyemble
JIUCKHU 1 HAKaTh KHONKY HayaTh nmpoBepky.

Buytpennioio obnacte okxa Dr\Web sanumaer okno mecmuposanusi, B
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KOTOPOM BBIBOJHUTCS MH(OPMAIHS O IMPOIECCe MPOBEPKH ONEPATUBHOMN
naMsaTH U (aiiioB Ha Hamuuue BHpycoB. [locie 3amycka komaHs! Jleve-
Hue Wi TecTHpoBaHHe B OKHE TECTHPOBAaHUs OYAYT IOCIIENIOBATEIHHO
BBIBOJIUTHCS MMeHa (HaiiIoB (C MOJHBIMY IYTSAMH), KOTOPBIE Mporpamma
DrWeb Tectupyer B manublii MomeHT. ClipaBa OT UMEHH (haiiia BHIBOIUT-
Csl U3MEHSFOLIMICS CHMBOJI, KOTOPBII NIOKa3bIBaeT, YTO MIET MpOoLecC Te-
crupoBanus. Ecim aiin ycmemHo mpomen IpoBepKy Ha HaJW4dhe BHPY-
coB, To DrWeb mepexomur k TectupoBanuio crienyromiero ¢aina. Eciu
(aiin sBISETCA apXMBOM, TO PSIIOM C €ro UMEHEM BBIBOAUTCS MH(OpMa-
IIUST O TOM, KaKUM apXHBaTOPOM YITAKOBAH JaHHBIHA (aiir, a 3atem DrWeb
HAauYMHAET TECTHPOBAHHE COMNCPKUMOTO apXWBa: C HOBOW CTPOKHOymyT
MOCJIEIOBATEIBHO BHIBOAUTHCS UMEHa (DaiiIoB U3 apXuBa..

Ecmu ¢aiin 3apaxkeH BUPYCOM, TO PSIIOM C HUM BBIBOAUTCSLMMSI BUpYycCa
(JacTo Taxxke TojaeTcs 3ByKOBOM curTHan). [laee B caydade, TeCTUPOBAHHUS
MPOUCXOIUT TEPEX0/l K crenyronemMy daitny, a B cnydae/nedenus DrWeb
MOMBITaeTCs BBUIEUNTH (aiin, mocie jedyeHus BeBeneT coodienne «HMe-
HejJeH» U TepeineT K ciemyromeMy ¢aiiry. beiBaloT cHTyamum, Korga
DrWeb ne yBepen, 3apaxen i ¢aiin. Toraa psaom ¢ uMeHeM Qaiina ou
BBIBOJUT cooOrieHre Bo3moskHo mHpuIMpoBaH u tun Bupyca. Kpome
toro, DrWeb niposepsiet ommbOku gaTel ¥ BpeMeHH co3aanust Gaiiios.

[Nocne 3aBepiueHUs TECTHPOBAHUSI\BYOKHE BBIBOJIUTCS CTATUCTHYECKAs
nH}popMaIKsI 0 BpeMEHH NPOBEPKU;, KOJIMIECTBE IPOBEPEHHBIX (ailyioB
3arpy304HBIX CEKTOPOB IHICKOB,\a@ TaKke OOHAPYXCHHBIX W 00E3BPEKCH-
HBIX BHPYCOB.

Bonpoce! 118 cCaMOKOHTPOJISA
B gem cocrout Ha3HaUeHNE POrpaMM-000I09eK?
g wero mpeHasHaueHa nporpamma Far Manager?
[NepeuncmTe Ha3HAYCHUS OCHOBHBIX (DYHKIIMOHATIHHBIX KIIABHIIL.
Kaxk wpoucxoauT ynpasieHue maHeasiMu?
Kak npoucxonut Beioop (aitnos?
Kakue neiicTBrs HEOOXOANMO BBITIOJIHUTD JUIS TTOMCKa (paiina B TEKy-
NleM KaTajaore 1 Ha Jucke?
7, ~/Kaxue kmaBuIIN SIBISIOTCS KJIABHIIAMH PEIaKTHPOBAHMS BBIICICHHO-
ro aiina?
8 Kak mponcxoaut konupoBaHue (aiiioB 1 KaTamoros?
9 Korna ncrions3yercst apxuBanus (ainos?
10 B uem ocobennoctr apxuBaropa WinRar?
11 Kak pabotats ¢ apxuBamu B WinRar?
12 Tlepeuncimure KOMaH/IbI HACTPOIKU apxuBaTopa WinRar.
13 Yto Takoe KOMIBIOTEPHBIC BUPYCHl U aHTUBUPYCHI?
14 B yem npuHuun paboTsl aHTHBHUpYyCca-AeTekropa Doctor Web?

OO WNPEF
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JladopaTtopHas paboTa

L enb: mpuoOpeTeHUE HABBIKOB PadOTATh C MPOrPaMMOI-000T0UKOM
Far Manager, apxusaropom WinRar, antuBupycHoii nporpammoii Doctor
Web.

3adauvu:

— yMeTh yIpaBIATh MaHensmu Far Manager; Haxoauts ¢aiinsl u kara-
JIOTH; POCMATPHUBATh (ailiibl; peaaKTHPOBATh, KOMUPOBATH, MEPEMENIaTh
(baiiibl U KaTaJoOry; MePEeMMEHOBBIBATD U TIEpeChUIaTh (PaisIbl U KaTajlorH,
CO03/1aBaTh KaTaJlOTH;

— ymeTh ¢ nomoinsio WIinRar apxuBupoBath M pa3apXvBUPOBATh (aii-
B, yOAIATH (ailiiel U3 apXuBa, MPOCMATPUBAThH (ailjIpl B apXuBe Ha pacs
MAKOBBIBAA €r0; YMETh paboTaTh C YIPaBISIOIIMM MEHIO;

— YMETb NPOBEPATHh AUCKU Ha HAJIMYUE BUPYCOB C IIOMOIIbIO IPOrpam-
mbI Doctor Web.

Xo00 pabomul

1. Pabora ¢ Far Manager.

— BriBenuTe Ha mpaBylo MaHENb OTJIaBICHHE NUCKa Fiy'Ha neByro ma-
HeJb — orjaBiieHue aucka D:.

Haxwmure Alt+F2 u B6epure auck F:. Haxmure Alt+kLme6epure auck D:.

— Cpenaiite moo4YepeIHO aKTUBHOH JIEBYIO U MIPABYIO TTAHEIH HECKOIIb-
KO pas.

Haxmute xnasurry Tab.

— Y6epute 00e maHenu ¢ YKpaHa, a 3aTéM BEIBEIUTE MX HA SKPaH.

Haxxmure knapuimu Ctri+O.

— IlomensiiTe maHean MecTamit,

Hasxxmure xnaurm Ctri+U.

— VOepuTe JIeBYIO MAaHETB\C YKpaHa, 3aTeM — MPABYIO W BHIBEIANUTE HX
Ha 3KpaH.

Haxxmure knasumm Gtrl+F1, Ctrl+F2.

— BriBeinTe HHGOPMAIMIO O AUCKE U KATAJIOTE JIGBOW MAaHEIH.

IepeiianTe Ha JICBYIO MaHeIb U HaxMuTe Kiasumm Ctri+L.

— BriBeauTe ‘Ha IIeBYIO IaHENb OTJIABICHHE AWcKa F:, a Ha mpaByro
ornasieHueaucka C:.

— IlocMoOTpHTE ConepxkrMOe KaTaniora PaGouast Ha mucke F:.

Crenaiite akTUBHOM MaHeNb ¢ coJep:kuMbIM aucka F:. HaliauTe HykHyt0 mamky c
nomompo knasumm Enter.

~BrIiiguTe B KOpHEBO# KaTanor nucka D:.

BcraHbTe KypcopoM Ha JB€ TOUKH, PaclojoKeHHbIE BBEpXY U Haxxmute Enter.

— Cospaiite manky Grup B mamke ¢ Bamieid pamuuei.

I[lepeitnure B manky c¢ Bameit dpamunueit. Haxmure F7. Beemure ums karasora
Grup. HaxmuTte Enter.

— Cozpaiite manky Inform s manke Grup.

— Cosnaiite manky Otchet B manike Grup.

— [MocmoTtpuTte conmepxkumoe ¢aitna buorpadpus u3z manku JokymeH-
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ThbI.

[lepeiinute B xaranor JokymeHTbl. C IOMOIIBIO KJIABUII YIIPABICHUS BCTAHBTE
Ha HY)XHBIH ¢aiin 1 Haxwure F3. [Ipounraiite conepxumoe ¢aiina. Haxmure Esc.

— Co3zpaiite B nanke Pa3Hoe ¢ mOMOIIBI0 BCTPOEHHOTO TEKCTOBOTO pPe-
nakTopa Qaiin programma.txt u BBeaure Tekct «IIporpamma Far Manager
SIBIIICTCS. OJTHOW M3 HAMOOJIee MOMYJISPHBIX MPOTrPaMM-000JI09YeK Ui pabOThI
¢ oneparronnoii cuctemoir Windows. Kak npaBuiio, ¢ ee moMOIIbIO MOIb30-
BaTeJId MPOCMATPUBAIOT KATaJlOTH, KONMUPYIOT, IEPEUMEHOBBIBAIOT, YIAAISIIOT
(aiiiel, 3aIyCKalOT IPOTPaMMBI U T.JI.).

Iepeiinute B manky Pa3uoe. Haxxmure Sift+F4. B none Beaute ums daitnapro-
gramma u Haxkxmute Ipogokuts. Beenute Texct. CoxpaHuTe TeKCT B (aiifie, Hakan
kiasumy F2. Beniinure u3 penakropa, Haxxas Beixon wim ESc.

— IMocmotpute u oTpemakTupyiite (ymanure cioBa «Kax TIpaBUIIoy)
coJiepkaHue co3manHoro (aitia programma.txt.

Haiimure daitn programma.txt u saxmure F4. Ynganure m3 teékcta cioBa «Kax
mpaBuwioy. Coxpanute TekcT B (aiiie, HaxkaB kiaBuiry F2. Beiifinte u3 pemakropa,
Haxas F10.

— Cromupyiite daiin programma.txt B manky.lnform.

BrI30BHTE Ha OJHY MaHENb COZEp)KHMOE Nanky PasHoe, Ha Ipyryro cozxepikuMmoe
manku Inform. TTocraBbte Kypcop Ha ¢aiitn programma.txt u maxmure F5. Haxmure
Enter.

— Cronupyiite ¢aiin programma.txt w3 manku Inform na quck A:.

— Ilepenmenyiite B manke JInform daiin programma.txt B daiin
prog.doc.

Haiinute B manke Inform daitn programma.txt, Bcransre Ha Hero U Haxxmute F6.
B nosiBuBLIEMCs OKHE Habepure HOBoe uMs (aiiina prog.doc, ynanus npeiBapuTenbHO
Bcio nH(popmanuio. Haxxmute Enter.

— Y aanure datin,prog.doc u3 manku Inform.

Haiinure B mamke Inform daitn prog.doc. Beranbre Ha Hero u Haxmmurte F8.
Haxxmute Enter.

— IlepemeCtnte Bce aitnel ¢ pacumpenueM .IXt u3 nanku Pa3Hoe Ha
JICK A: WoQpaTHO.

AHQTOFHMYHO KOTTUPOBaHUIO (DaiiyIoB, HO MCIOJB3yeTcs KinaBuina F6.

—Co3maiite Ha aucke A: mamky Text.

= CkonupyiiTe Bce (Qaiinbl ¢ pacmupenreM . txt u3 nanku Pa3noe Ha
JICK A: 1 00OpaTHO.

2. Pabora ¢ nporpammoii apxuBanuu ganasix WinRar:

— BaapxuBupyiite Bee (aiiibl B manke pasHoe B apxus mydoc.rar.

JIBOMHBIM IemuKoM 1o spiblky WinRar Ha pabodem cTosie 3alyCcTHTe IPOrpamMMmy.
B mone Bbibopa ancka BeiOepute auck F: u Haliaute mamky Pa3smnoe. Brienute Bce
(aiipl Manku ¥ HAKMUTE 100aBUTh. B ManoroBoM oKHE B moJe Archive Beenute ums
co3maBaeMoro apxuBHoro ¢aiina mydoc u naxmure OK. 3akpoiite mnporpammy
WinRar u mocmotpure B nanke Pa3noe, cosnaics iu apxus mydoc.rar.

— PazapxuBupyiite daitnsr u3 apxusa Mydoc.rar B manky ApXuB.

Co3paiite B mamke c¢ Bameil ¢ammimedl manky apxuB. Ilepemectute daiin
mydoc.rar u3 nanku Pa3Hoe B 5Ty mnanky. OTkpoiite apxuBHbIi (aiin mydoc.rar.
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Beigenute Bee daiinel, Haxas Ctrl+A. HaxMuTe KHONKY M3BJICYb Ha MaHEIH HHCTPY-
MeHTOB. 3akpoiite nmporpammy WinRar u y6eaurech, 4to B nanke ApXHMB CO3/aJNCh
(aiiiel U3 apxuBa.

— Vnanute daitn mydoc.rar u3 nanku ApXuB.

— B Marnke APXMB CO3JaiiTe C MTOMOIIBI0 TEKCTOBOTO pefakTopa biok-
HOT JOKYMEHT MOM_yBJIeUeHHs, 33apXUBUPYHTE €r0 C IOMOIIBIO apXH-
Baropa WinRar u ckonupyiite Ha IHCK A:.

3. Pabora ¢ nporpammoii Doctor Web:

— IIPOBEPHTE JUCK A: Ha HATMINE BHPYCOB.
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Tema 3
CO3JAHUE U PEJAKTUPOBAHUE TEKCTA B MS WORD
1 OcHoBsl ucrionb3oBanus Microsoft Word
2 Co3paHue ¥ COXpaHEHUE IOKYMEHTOB
3 PenaktupoBanne NOKyMeHTa
4 CpencTBa IpOBEPKH U peAAKTUPOBAHUS

OcHOBHbBIE TeOpeTHYECKHEe CBeJeHUSH

1. OcnoBbl ucnoabzoBanusa Microsoft Word . MS Word sasngeres
MOIIHBIM TEKCTOBBIM penakTopoM. OH o0namaeT cpeacTBaMu . (TAHEIH
WHCTPYMEHTOB, KOHTEKCTHBIE MEHIO), KOTOpBIC JEJIAIOT €ro MPOCTHIM B
WCTOJIb30BAaHAU U B TOJYYCHHH CIPaBOYHON WH(popMarmy o HeMm. Mc-
MOJIb3YSl PACKPBIBAIOIIKECS MEHIO W pa3HOOOpa3HbIC THAIOLOBBHIC OKHA,
MO>KHO OBICTPO TIOJYYHTh TOCTYI K COHAM (DyHKIM. ONHAKO HEKOTOPHIE
U3 HUX HMCHOJB3YIOTCS 4Yallle APYTHX W MO3TOMY MOXKHO-HACTpauBaTth Ia-
HEJIU UHCTPYMEHTOB U MPUCIIOCA0IUBATh UX B COOTBETCTBUH C MOTPEOHO-
CTSMM, YIS VI J00aBIISAS KHOIIKH CITSIHATU3HPOBAHHBIX KOMaH]I.

3anyck Word. IIporpaMMy MOXHO‘3aMyCTUTh CJACAYIOIHMH CIIO-
cobamu:

* B rmaBHOM MeHio Windows HakathkiraBuiry Iyck;

* IBaXKIBI IEIKHYTh UM JH000ro(daiia TOKyMEeHTa ¢ paclIupeHUueM
.doc.

Word, kak u apyrue mporpammel mrst Windows, moctpoen mo Momenu
«00BeKT — orepanus (koMaHma)». KoMaHapl MOKHO BBIOpaTh OJHUM H3
CITIOCOOOB:

* PACKpPBITh MEHIQ B CTPOKE MCHIO;

* BBI3BaTh KOHTCKCTHOEC MCHIO Ha BEIOPAHHOM OOBEKTE;

* BEIOpATh OLPEACICHHYIO KHONKY Ha TAHEIH HHCTPYMEHTOB.

[Manené /HHCTPYMEHTOB . [103BONISIOT yMOPSIOYUTH KOMAaHIBI
Word Tak, 9ro0sl uxX OBUIO JIETKO HAaWTH M HCIOJL30BaTh. IlaHenn HH-
CTPYMEHTOB” MOXKHO HACTpPaWBaTh, T.C. J00ABISITh W YAAIATh MEHIO U
KHOIIKH, CO3/[aBaTh HOBBIC, & TAKXKE OTOOpaXKaTh, CKPHIBATh U MEPEMEIIIATh
CYILIECTBYIOMIHE.

Omobpaxenue u ckKkpvimue naueneti. MOXHO ocyile-
eTBUTh KoMaHnoi IlaHenm MHCTPpyMeHTOB U3 MeHIO Buj (BbI3BaTh KOH-
TEKCTHOE MEHIO Ha TIaHeNId WHCTPYMEHTOB). /)i 0TOOpaKeHHs Ha SKpaHe
HY>KHOW TIaHEeJIM WHCTPYMEHTOB HEOOXOJAMMO B TOSIBUBIIEMCSI OJTHOMMCH-
HOM JHaJIOTOBOM OKHE YCTAHOBUTH (PJIAXKOK, @ IUIS CKPBITHS — CHSThH (bia-
JKOK. YCTaHOBKA U CHATHE (DiiakKa OCYIIECTBIISIOTCS IIEITYKOM MBIIIH IO
MMEHHU TMaHeId HHCTPYMEHTOB.

Pasmewenue naneneii. Ilanens HHCTPYMEHTOB MOXHO pa3Mme-
CTHUTPH B JIIOOOM MecTe OKHA. UTOOBI epeMeCcTHTh MaHeIb HHCTPYMEHTOB,
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HEOOXOAUMO:

* YCTaHOBHUTbH yKa3aTellb MBIILIK Ha MapKep MepeMelieHus B JIeBOi ya-
CTH TIaHEJIM HUHCTPYMEHTOB;

* yAep>KHBas JIEBYIO KHOIIKY MBIIIM Ha MapKepe, IepeTaluTh [1aHeNb
HMHCTPYMEHTOB Ha HOBYIO IIO3ULUIO;

* OTIYCTUTH KHOIKY MBILIH.

Hacmpoiika naneneu uncmpymenmosg. [JS1 co3gaHus
HOBOHM MaHeNu HeoO0XoauMo U3 MeHIo Bua BeiOpats komanny Ilanesu
HHCTPYMEHTOB, a 3aTeM — HacTpoiika (BbIOpaTh aHAJIOTUUHYIO KOMaHIy
13 KOHTEKCTHOTO MEHIO JIIO0OH MaHemn WHCTPYMEHTOB). B mmaiorosom
okHe Hacrtpoiika na Bknaake IlaHem MHCTPYMEHTOB HaXXaTh KHOTKY
Co3naTb U B MOSBUBLIEMCS TUAIOrOBOM OKHe B moiie Ilaneab mHETpPY=
MEHTOB BBECTH UMS co3JaBaeMol nanenu. /i ynaneHus co3ganfioi.ma-
HEITM WHCTPYMEHTOB Hazo m3 MeHI0 Bun BeiOpaTh komanny I[laneau uH-
crpymentoB — Hacrpoiika, 3arem Ha Bkiangke Ilanesm mHCTPyMeHTOB
BbIIeNUTh [laHeIb HHCTPYMEHTOB U Ha)KaTh KHONKY Y IAJMTh,

Hacrpoiika IlaHeu MHCTPYMEHTOB OCYIIECTBISETCA-OIHUM U3 CIIO-
c00O0B:

1-ii cnoco6: otkpbeITh auanorosoe oxHo HacTpoiika u BBHIOpaTh
Bkinanky Komanma, a 3areM m3 TpeOyeMOH<{KaTEropHu IepeTacKHBATh
MBIIIBIO KHOIIKY Ha TpeOyeMyIo aHellb HHCTPYMEHTOB WIM HA000poT;

2-1i cnoco6: Haxath KHOTIKY [lapameTpsl TaHesieli HHCTPYMEHTOB Ha
TpeOyeMoil maHean MHCTPYMEHTOB W, BRIOpaTh koMaHnay Jlo6aBuTs mim
YAaJIUTh KHOIKH, a 3aTeM BEIOpAaTEHMMsI TAHEIH U YCTAHOBUTH TN COPO-
CUTH (PJIAYKOK, COOTBETCTBYIOILMM, KHOTIKE, KOTOPYIO CIlenyeT T00aBUTh
WIN yOAJINTh;

3-11 cnoco6: mis OBICTPOTO\yIAICHHUS KHONOK C ITaHEeTH HaXKaTh Kila-
Bumy Alt u, He oTImycKas€e, MepeTaluTh MBIIIBI0 KHOMKY 3a MPEebl
NAHHOMU ITaHEIIN.

3ameuanme. /i 8036pama naweny UHCMPYMEHMO8 6 UCXOOHOe COCMOsl-
Hue Heobxooumo. Hascams kronky TlapaMeTphl naHeseil HHCTPYMEHTOB Hd
amoul nauenu \uHcmMpymenmos, gvlopams komardy J106aBUTH uzu YaaauTb
KHONKU. Jamem ums naneiu u komandy Copoc naHesu.

2. Co3naHue u coxpaHeHue A0KyMeHTOB. Co3/1aHUEe HOBOTO JO-
KyMeHTa W mabGuona. Ilpu cosmanmu HoBoro mokymenrta Word
BCerpa onupaeTcsl Ha mabdioH. [[labnon — 3TO ONpeNeTeHHBIN Habop xa-
paKkTepuCTHK (OPMATUPOBAHUS (CTHIB, HapamMeTpbl CTPAHUIBI U T. II.).
[ITab10H MOXET comepskaTh U CTAHAAPTHBIA TEKCT, YTO MO3BOJIIET OTKa-
3aThCsl OT PYTUHHOH paboTHI IO 0(POPMIICHHIO CTAaHIAPTHBIX JOKYMEHTOB.
IIpumepamu mwabnonoB sBisitoTcs Jorosop, loBepenHocts, Cuer u T. II.
B nocraBky Word BXomut G0JTbIIIOE KOJIUYECTBO CTAHAAPTHBIX MIA0IOHOB.
Kpome 310T0, MOXHO CO3/1aBaTh COOCTBEHHBIC IIA0JIOHBI TOKYMEHTOB.
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[Ipu 3amycke Word mo yMog4aHHIO CO3MACTCS HOBBIH IMyCTOH ITOKY-
MEHT, OCHOBaHHbIN Ha m1abioHe OObIYHBIN. J{J1s co3qaHUs CIEeqYIOLIEro
MyCTOr0 JOKYMEHTa HE00X0AMMO HaxaTh KHONKY Co31aTh Ha CTaHIApT-
HOU MaHen HHCTPYMEHTOB.

Ecnu HeoOxoauMo co3aaTh TOKYMEHT Ha OCHOBE KaKoro-nnbo mabio-
Ha Word, To Hy)xHO BbIOpaTh U3 MeHi0 @aiia komanay Cosnare. CripaBa
nosiBUTCA maHenps Co3ganue qokymMeHTa. Beiopas omuio O6mmue maé-
JIOHBI B MOSIBUBIIEMCS JuajnoroBoM okHe LIafaoHbI, MOXKHO MpeIBapH-
TEJIBHO IPOCMOTPETh BHEIIHUN BUJ BCeX MAOIOHOB. s co3nanHus JOKY-
MEHTa HEOOXOJUMO BHIOpPaTh TpeOyeMmblii MabJoH W3 HEOOXOMUMOM
BKJIQJIKH.

OTkpbiTuEe HOKyMeHTa. YTOOBl OTKPBITH IJs PabOTHI cylie-
CTBYIOIIUI TOKYMEHT, HEOOXOINMO:

* BoIOpaTs u3 MeH0 Daiin komaHxay OTKPBITh WA HAXATh KHOIKY
OTKpBITH Ha MTaHEIW UHCTPYMEHTOB;

* B 1uasioroBoM okHe OTkpbITHE TJ0KyMeHTaBose [lanka BrIOpaTh
HY>KHBIH JMCK U B paboyeii 001acTH OKHA BHIOPATH-HY)KHYIO T1aIKY;

* U3 crimcKa (aiiiioB BEIOpATh TpeOyeMblii, (haii;

* Ha)KaTh KHONKY OTKPBITH WIK ABOKIBNIEIKHYTh Ha UMEHH (aiina.

Word mo3Bosisier OTKphIBaTh HE TOJIBKO JOKYMEHT Ui PEIaKTHPOBa-
HUSI, HO M €r0 KOMHUI0 WIIM JOKYMEHT\TONbKO st ureHus. Word moMHuT
OTIpe/IeJICHHOE KOJMYECTBO MOCIEIHNX OTKphIBaeMbIX (paiinos. s ObICT-
pOTo MX OTKPHITHS HEOOXO0MUMO'U3 MeHIO MDaiia BEIOpaTh UMsI TpeOyemMo-
T'0 JTOKYMCHTA.

3ameuanue. /[ia onpedenenus Yucia nOC1eOHUx pedaxKmupyemvlx atiios
Heobxooumo uz menio CepBuc 6biopams xomanoy IlapameTpsl U Ha 6Kia0Ke
Oomue ycmanosums, ghrasxcox TIOMHUTH CIIMCOK W3... aiinoB. [locie uezo
YKazamo KOAUYeCneo Gpaiinos.

Pabora’c HeckoNbKUMH AOKYyMeHTamu . Word no3sosser
OTKPBIBATE “HECKOJIBKO JOKYMEHTOB OJHOBPEMEHHO, MPH STOM KaKIbIHA
JTOKYMEHT.OTKpBIBaCTCI B COOCTBEHHOM OKHe. JIJIsl MepeKTioveHusl Ha
HYXHBII JOKYMEHT HEOOXOIMMO BHIOpATh 13 MeHI0O OKHO HMs JOKYMEHTA
unn\Bb3Bath ero u3 IMaweam 3amau Windows. [ OZHOBPEMEHHOTO
QTOOpaKEeHUsS BCEX JOKYMEHTOB HaJI0 BHIOpaTh M3 MeHIO OKHO KOMaHIy
YnopsaiounTs Bee.

[Ipu pabote ¢ ogHUM OONBIIMM JTOKYMEHTOM €TO MOKHO JIOTHUCCKH
pa30ouTh Ha JBa U PabOTaTh C HUMHU KaK C JBYMS OTACIbHBIMHU TIOKYMEH-
tamu. Il aToro u3 MeHto OkHO BrIOpaTh koMaHay Pa3neauts nwim Boc-
MOJIL30BAThCS BEITKON pa30MBKHU, KOTOpAask HAXOIUTCS HaJ BEPTHKAIBHOM
JTUHEHKONW MPOKPYTKU. {11 BO3BpaTa K OJHOMY JAOKYMEHTY HEOOXOZMMO
u3 Menio OkHO BbIOpaTh koMaHgy CHATH pa3feiieHue W BEPHYTh
BEIIKY Pa30MBKHU B UCXOJAHOE COCTOSTHUE.

Coxpanenue nokymeHta. [ns coxpaHeHHS NOKYMEHTa BEI-
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Opath u3 MmeHro @aiia komanay COXpPaHMTb WIH IICIKHYTH MBIIIBIO
kHONKY COXpaHUTB Ha MaHEIH HHCTPYMEHTOB. 3aTeéM B TUAJIOTOBOM OKHE
Coxpanenue goxymenTa B nojie Ilanka BeIOpaTh MECTO XpaHEHUS JOKY-
MeHTa, a B moyic Daiin BBecTH MM (aiiyia U IeNKHyTh KHOTKYy Coxpa-
HHUTB. 11 COXpaHEHMs NOKyMEHTa B JPYrOM MECTE MM IIOJ JIPYTrdUM
uMeHeM BbIOpaTh komaHy CoOXpaHUTh Kak u3 MeHio Daii.

3. PenakrupoBanue moxkymenta. Word mossossier otoOpaxkath IOKY-
MEHT Ha 9KpaHEe B PAa3IMYHBIX PEKHMaX. DTH PEKUMBI MOKHO BHIOPATh M3
MeHI0O BHA WM ¢ TOMOIIBIO COOTBETCTBYIOIMINX KHOIIOK B JIEBOM YIIIy Ha
TOPU30HTATHHON JTMHEHKE POKPYTKH:

* OOBIYHBIN PEXUM — OTOOpa)xaeTcs TEKCT, HO HE 0TOOpakaroTes KO-
JIOHTHUTYJIBI, HOMEpa CTPAaHUII, TPAHUIIBI JIICTA;

* PeXXHUM Pa3METKH — OTOOpaKaeTcsl BECh TEKCT TaK, Kak OH/OyJeT BbI-
DIIAACTh MPH TIeYaTH, BKIIOYAs KOJOHTUTYIIBI, HOMEpa CTPAHUIl.PPAHUIIBI
JIUCTa,;

* PEKUM CTPYKTYPHI — WUCIIONB3YETCS U YKPYITHCHHOFO WITH ETah-
HOT'0 IPOCMOTpA JIOKYMEHTa B COOTBETCTBUH C €TO CTPYKTYpOii;

* peKUM BeO-10KyMEHTa — 0OTOOpaXkaeTcsl BECh, TEKCT TaK, Kak OH OyJeT
BBITIBIACTH TIPH IPOCMOTPE €T0 C MTOMOIIbI0 VIHTepHeT-0poy3epoB.

Ipu pa6ote ¢ Goxpmum gokymentom. Word mo3sonser Ha SKpane,
ClIeBa OT OCHOBHOT'O TEKCTa, OTOOPaXXaTh cXeMy JOKyMeHTa. C MOMOIIbI0
CXEMBI JOKYMEHTa MOKHO OBICTPO MEPEXOIUTH K JTFOOOMY U3 €ro 3arojoB-
KOB. [1J151 TOTO YTOOBI 0TOOPA3HUTH CXeMY TOKYMEHTa, HEOOXOIUMO HaXaTh
kHomKy CxeMa JOKYMeHTA Ha JaHeIl HHCTPYMEHTOB (13 MeHI0 Buj BbI-
Opatb komMaHay CxeMa 10KyMeHTa).

N3Menenne wmacmrTaba oToOpaxeHUS MJOKyMEHTa
Ha 3KpaHe. Ha skpaHe HOKyMEHT MOXHO OTOOpaXkaTh B pPa3HOM Mac-
mrade. [l aroro w3 McHio Bua HeoOXoauMo BeIOpaTh komaHmy Mac-
mTad 100 BOCHOIB30BATHECS COOTBETCTBYIONIECH KHOMKOW HA TTAHEH HH-
CTPYMEHTOB, a/3aTeéM’ yCTAHOBUTDH TpeOyeMbIi MacIiTad oToOpaskeHUs J10-
KyMEHTA.

Beiageneunue tekcrta. Word ucmons3yer oOIIUi MPUHIMI, Xa-
pakTepHBIi-Is npuitoxkennid Windows: cHauvana — BeIIENEHHE, 3aTEM —
BbIHONMHEHUE. J[71s BBITIOJTHEHUS! KaKuX-JTU0O0 JEHCTBUI Haa (parMeHTOM
peKeTa (ymanenue, GpopMaTHpOBaHHE, IEpEMEIICHIe, KOMMPOBAHUE) €ro
HeoO0XOMUMO CHaualla BBIICIUTH, a 3aTeM HpPOHM3BECTH Tpedyemoe neii-
CTBHUC. BI)I)IGJ'IGHI/IC MO’KHO BBITIOJTHUTH C IMIOMOIIBIO KaK MBIIIHN, TaK MU KJ1a-
BUATYPBL

Bvidenenue mexcma ¢ nomowwio muiuu. Ilpu Boigene-
HHUH (bpaFMeHTa TCEKCTa HaJ0 CTaTb YKa3aTCJIEM MBbIIIN B Ha4YaJlO0 BbIACIIA-
eMoro (parMeHTa W, yIep>KuBas HaKaTOH JIEBYIO KHOIIKY, IIEPEMECTHTH
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yKazarteyb B KOHEIl BBICISIEMOTO ()parMeHTa.

UroOBl BBIIETUTH CIIOBO B CTPOKE, HAO HA HEM JBAXKIBI MICITKHYThH
MBIIBO. J{J1s1 BBIENeHHS BCero ab3ama HaJo MIENKHYTh TPH pa3a B JII000M
MecTe ab3arna. OTAenbHOE TPEIOKEHUE BBIACTSACTCS IISTYKOM MBIITT
npu Haxkatol kmasumie Ctrl . JIns BbImeneHnsT TEKCTa MO0 KOJOHKAM HC-
MOJIb3YETCS MBIIIb B COUCTaHuH ¢ Kiauiiei Alt .

Kpome 3Toro, MOXHO BBIIEIISATH TEKCT, UCIIOJIB3YS MOJIOCY BBIICICHUS.
[Monoca BeIIENEHHS — 9TO HEBUIMMBIN CTONIOCI] Y JIEBOIO Kpast JOKYMEHTA,
Ecmu ykaszatenp MBI NOManacT Ha HETO, OH U3MEHSET CBOKO (opMYy, Ha
cTpenky. OJHUM IISTYKOM Ha T0JI0CE BBIICIICHHS BBIACTSACTCS OHA 'CTPO-
Ka, JTBOWHBIM — a03all, TPOMHBIM — BECh JIOKyMeHT. [lepememas pu Haxa-
TOW JIEBOM KHOIIKE MBIIIN YKa3aTellb 110 IOJI0CE BBIACICHUS,MOKHO TIOME-
THTH TIPOM3BOJILHBIN (PParMEHT TIOKyMEHTA.

Buvioenenue mexcma ¢ nomowvio kaaguamypul. [lpu
BBIJIeNIeHHN (pparMeHTa TeKcTa CTaHbTEe B HAYAJIO BBIAGIIEMOTO (parMeH-
Ta, HaXkMuTe Kiasunry Shift u, yaepxusas ee,yepemMenaiTech Mo TeK-
CTY C IIOMOIIBIO KHOIIOK YIPaBJICHUS KypcopoM.~JIJIs BBIACICHHUS MOYKHO
HCTIONIB30BATh CIIEAYIONINE COUCTAHNUS KIIABHMIIL:

Ha OJUH CMMBOJ BripaBo Shift + —

Ha OJIMH cUMBOJ BieBo Shift + «—

1o xonua ciosa Ctrl + Shift + —

1o Hayana ciosa Ctrl + Shifth+ <

1o kouima crpoku Shift + End

1o Hayaja ciaosa Shift + Home

Ha OJIHY cTpOKy BHM3, Shift/+ |

Ha OJIHY cTpOKY BBepx Shift + 1

10 KoHIa ab3ama |Ctrl*+ Shift + |

no Havana a63aua. Ctrl + Shift + 1

BBIJICIIUTh BeCh TOKymMeHT Ctrl + A

Ommend oOeuvicmeus. Word M0O3BOISET OTMEHHUTH IIOCIIECIHUE
omnO0YHbIe JeHcTBHUA. [{jIs1 OTMEHBI OJHOTO MOCIEIHEr0 AEHCTBUS HEOO-
X0auMO\BbIOpaTh B MeHIO IIpaBka xomaHny OTMeHHTH WIHM HaXaTh
KHOUKY> OTMEHUTh Ha TaHEIW WHCTPYMEHTOB, WIIM HAXATh «TOPSIUUC)
wrasuimu Ctrl + Z .

Kpome 3TOro, MOXHO OTMEHHTH IEIYIO IMOCICI0BATEIBHOCTh Olepa-
nui. Jist 5Toro HeOOXOAMMO PACKPBITh CIIHCOK MOCICTHUX JICHCTBUN Ha
kHonke OTMEHMTb (MaJieHBbKHI TPEYrONIbHUK CIpaBa Ha KHOIKE) H, BbI-
JICJIUB CTOJIBKO OMEpaIfif, CKOJbKO HEOOXOIUMO, MIEIKHYTh MO TOCIE]-
HEW U3 HUX.

Ilepenoc canoe.\Word mo3BoisieT IEPEHOCUTH CIIOBA B TOKYMEHTE
PYYHBIM HJIM aBTOMATHYECKHM CIIOCOOOM. B pexume pydHOro yrpasiie-
Hust mepeHocamu Word oroOpaskaeT Kakablil Clydail mepeHoca W 3arpa-
[IMBAeT y IOJH30BATENIS pa3pelleHUe, MPEKIC YeM BCTaBUTh IMEPEHOC
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(meduc). st aTroro HeobOxomaumo u3 MeH0 CepBHC BBHIOpaTh KOMaHIy
S3bIk, 3aTeM — PaccTaHoBKa mepeHocoB. B mosBUBIIEMCS TUAIOrOBOM
OKHE COpPOCHTHh (PIIaXkKOK ABTOMATHYECKASl PACCTAHOBKA MEPEHOCOB U
HaXaTh KHONIKY [IpuHyauTeabHo.

J1s1 aBTOMaTHYECKON HACTPOMKH IMapaMETPOB MEPEHOCA CIOB U3 MEHIO
Cepeuc BbIOpaTh KOMaHIy S3BIK, 3aTeM — PaccTaHoBKa nmepeHocoB. B
MOSIBUBIIEMCSI THAJIOTOBOM OKHE YCTaHOBHTH (PJIA’KOK ABTOMATHYECKAsI
PaccTaHOBKA MEPEHOCOB.

ABTO3aMeHa. JlaHHBIA peXKUM HUCTIONB3YETCS I aBTOMATUYECKON
3aMEeHBI THIIOBBIX ONEYATOK (IsUT Ha JUIT) WX IJIS PACIIUPEHHS BBEICH-
HBIX B JIOKyMEHT cokpamieHHeix cinoB (HWMM wHa  Hayuwo-
UCCIIEZIOBATENIbCKUN MHCTUTYT). lJ1st 3TOro HeoOXoa1MO:

* n3 Merto CepBuc BEIOpaTs koMaHay [lapaMeTpsl aBT03aMeHbI;

* B IMAJIOTOBOM OKHE B I0JIc 3aMEHHMTH yKa3aTh COKPAIICHHOS\CIIOBO
(um HempaBWIILHOE CJIOBO), a B mojie Ha yka3aTh pacIIMpeHHOE CIOBO
(npaBunbHOE);

* Ha)KaTh KHOTIKY /100aBUTH.

KonmupoBaHnue u mepemMenienue ¢pparMeHTa TeKcTa.
OdeHp YacTO BO3HHUKAET HEOOXOAMMOCTh CKOTIMPOBATH WM MEPEMECTHTD
YK€ IMEIOIIHHCS (parMeHT TeKCTa B IPYTOe MECTO*ITOT0 JOKyMEHTa MITN
B Apyroii nokyment. B Word komupoBanue mogobHo nepemenieHuo. Pas-
HUIIa COCTOMT B TOM, YTO MCXOAHBIM ()PATMEHT ocTaeTcs Ha MecTe, a B
HOBOE MECTO BCTaBISIETCS ero Komus, Omepannio KomupoBaHue (mepeme-
IIeHNE) MOJKHO IPOHU3BECTH C MTOMOTHBIO Oy(hepa 0OMeHa WK MBIIIBIO.

KomupoBanue u nepemenieHre ¢ IOMolIbo byghepa odmena:

* BEIZIENNTH OOBEKT;

* 13 MeHro IIpaBka BEIOpaTs KOMaHLy BeIpe3aTs (Ipu nepeMereHn )
win Konuposarts (IpHKONMUPOBaHUN);

* OCTaBUTH KypcOp B HY)KHOE MECTO;

* n3 merto [IpaBra BrIOpaTh KoMaHTy BeTaBHTS.

3ameuanues, Coomeemcecmayoujue KOMAHObI MOJICHO BblOpAmMb 8 KOH-
MEKCMHOM MEHI0 UIU 80CNOb306AMbCIA COOMBENMCMEYIOWUMU KHONKAMU HA
naxenlu UHCnpPYMenmoe.

KonmpoBanve u epeMenieHrue ¢ TOMOIIBIO MbluilL:

*BBIICIINTH OOBEKT;

*, . YCTaHOBHUTbH YKa3aTCJIb MbIIIN B MPCACiaX BbIACICHHOI'O O6’b€KTa )4
NpYW HAKATOH JieBod (TIpaBoii) KHONKE MEPEMECTUTh MapKep B HYXKHOE
MECTO.

KOHI/IpOBaHI/IC BBITIOJIHACTCA aHAJIOTMYHO MNEPEMCHICHUIO, HO IIpU
HaxkaTou kHomnke Ctrl ;

KomnupoBanue u niepemenieHie ¢ TOMOIIBIO KAAGUAMYPbL.

* BBIJICJINTH OOBEKT;

e Haxars Ctrl + Insert (mns xommposanust) wm Ctrl + X (st ne-
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pemerneHus);
* [IOCTABUTh KYPCOP B HYX)HOe MecTo u HaxkaTb Shift + Insert.

4. CpeacrBa npoBepku M pegakruposanusi. [IpoBepka npaBo-
nucauus. Word mo3Bosiser mpoBepsTh JOKYMEHT Ha MPABOIMCAHUE:
rpamMMatiueckue u opdorpadudeckue omudku. CymiecTBYIOT JIBa CIOCO-
0a IPOBEPKH MPABONMCAHNUS: aBTOMaTHIECKasl H pydHasL.

Jiist Toro 4to0Bl MPOU3BOAUIACE AGMOMAMUYECcKdas TPOBEPKA MPABO-
MMCaHMs IPU BBOJAE TEKCTA, HAJIO:

* u3 MeHio CepBuc BeIOpaTh KoMauay [lapaMeTpsl, a 3aTeM — BKIAAKY
IIpaBonucanme;

* YCTaHOBUTh (PJIAKKH ABTOMATHYECKH NPOBepPATh opdorpaduro u
ABTOMATH4YeCKH NPOBEPATH TPAMMATHKY;

» Haxxatp knasuiry OK.

Ipu BBOZE TekcTa opdorpaduyeckue ommbku WOrd/ Beimenser kpac-
HOW BOJHHMCTOW JIMHUEH, a TpaMMaTHUECKue — 3elieHOd. YToOBI HCTIpaBUTh
JIOITYIIEHHYIO OITHOKY, HEOOXOIUMO:

* BBI3BATh HA BBIJCJICHHOM TEKCTE KOHTEKCTHOE MEHIO;

* BBIOpaTh NPaBWIbHBINA BapUaHT HAITMCAHHUS;

* B CIIy4ae OTCYTCTBHS CIIOBA B CJIOBape BHIOpaTh KoMaHIy /lo6aBUTH
B CJIOBAPb IS T0OABICHUS CJIOBA.B CIOBaph.

IIpu pyunoii npoBepke MpaBONUEAHUSI JOKYMEHTa HaJl0 HaXKaTh KHOII-
Ky IlpaBonucanme Ha MaHend MWHCTPYMEHTOB WK U3 MeHI0O CepBHC BbI-
Opath koManay IlpaBonucanmue.

[Ipn HaxOXJeHUH BO3MOKHBIX OMIMOOK MpPaBOMHCAHUS HEOOXOAMMO
BHECTH COOTBETCTBYIOIKME HCIIpaBiieHUs] B nuanoroBoM oxkHe Ilpasomu-
caHmue.

BerpetuB Hesnakomoe cimoBo, WOrd OTKpBIBaeT qUAaloroBoe OKHO
I[IpaBonucafnue, Toe OyAyT IpeAcTaBICHBI IPABUIGHBIC BAPHAHTEHI HAIIH-
CaHMs CIOB, ONM3KUX O COCTaBy. MOXKHO BEIOPATh IMOIXOMAAIIEE CIIOBO H3
CIMCKa'\ WJIH’ BBECTH NPABUJIbHOE HAIKCAHHE B COOTBETCTBYIOIIEE OKHO.
[Tocne, pToro MOXKHO JaTh KOMaHIy 3aMEHUTh WM 3aMeHHMTb BCe s
UCHPaBICHHUS OMIMOKH. MOXXHO TPOITYCTHTB 3TO CIOBO (OCTaBHTH 0€3 M3-
MeHeHMs ), HaxkaB KHonKy IIponmycTuth. Kpome 3T0T0, €Ccii TaHHOTO CIo-
Ba HET B CJIOBape, MOKHO BBECTH €r0 B CIIOBaph, HaxaB KHONKY [loGa-
BUTb.

Mo>xHO MpOBEpsTh HE BECh TOKYMEHT, a 4acTb ero. s storo mepen
3aIyCKOM TIPOBEPKH TPABOMUCAHUS HEOOXOAUMO BBIIEIUTH YacTh JOKY-
MEHTA.

Ncnonbp3oBaHue cpeacTB moucka u 3amens . Word
MO3BOJIIET OBICTPO HAXOAWUTH KOHKPETHOE CJIOBO WJIM CJIOBOCOYETAHHE,
(dparmMeHT TekcTa, HOpMaTUPOBAHUE, CIICIIUATIBHBIC CHMBOJBI B JOKYMECH-
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T€.

Hnga Ttoro uroObl HaWTH TpeOyeMbId AJIEMEHT TEKCTa B JOKYMEHTE,
HeoOxoauMo u3 MeHwo IIpaBka BbiOparh komanay HaiiTu wiu HaxaTb
koMOuHanuro xiasum Ctrl + F .

s Toro 4yTOOBI HE TOJIBKO HANTH CIOBO MIM HAOOpP CHMMBOJIOB, HO U
3aMEHUTb UX Ha Jpyrue, HeoOXOAUMO BBIOpaTh KOMaHAY 3aMeHUTh U3
merto IIpaBka win Hakath KomOuHawo knasum Ctrl + H . Bes Heo6-
X0oZuMasi HH(POPMAITHS s TOUCKA U 3aMEHBI BBOJMUTCS B COOTBETCTBYIO-
e mosis auanorosoro okHa Haitu u 3amenuts. Kuonka Bosbme ciy-
JKUT JUIS 3aaHUS TOTIOJTHUTENBHBIX ITapaMeTpoB moncka (3ameHsl). [Tocie
€€ Ha)kKaTus OHa IpeBpallaeTcs B KHONKY MeHbllle, U B 1MaJI0rOBOM OKHE
MOSIBJIIFOTCS IOTIOJTHUTENBHBIE MTapaMeTphl IOUCKa (3aMEeHbI).

Knomka HaiiTu 1anee Cy>XuT JIJIs IIOMCKA KCKOMOW WHPOpMAITHH:

C nomouisto KHONKY dPopMaT MOXKHO 3a/aTh Pa3IUYHbIE HapaMeETphl
(hopMaTHpoBaHMS TEKCTA JUI IOUCKA (3aMEHBI).

Knonka CnemmajbHbIi T03BOJISIET NPOU3BOAUTH HOHCK (3aMEHY)
CICIMATILHBIX CHMBOJIOB (CIMBOJI a03ara, TaOyJIsAIuH, IIepeHOCoB | IIp. ).

Kuonka CHsATh popMaTHpPOBaHMe ylayseT BCE, YCTAHOBJICHHBIC IIa-
pameTpsl orucka (popMaTUPOBAHUS.

[MapameTps ctpamuns. Jug mobOoro’co3gaBaeMoro JOKyMeH-
ta Word ycraHaBIHBaeT Mo YMOJTYAHHIO OHPESACTCHHBIC MAapaMeTpsl CTpa-
HUIIBI (TI0JI JOKYMEHTa, OPUEHTALIMIO CTPAHUIL, pa3Mep Oymaru u T. II.).

[ M3MeHeHusT STHX MapaMeTpoB HeOOXoauMo n3 MeHio Mai BEHI-
Oparp komanay IlapameTrpbl cTpaHHUbI, B AHAIOTOBOM OKHE BHIOpATh
HYXKHYIO BKJIQJIKY U YKa3aTh TpeOyeMble 3HaUCHUS — IOJIs (OTCTYH OT Kpast
THcTa), pazMep OyMaru, OpUeHTALHIO NIeYaTy (KHIKHAS, aTb00OMHast).

IlpegBapuTenbHB \IPOCMOTP JOOKYMEHTa MHOEpPEN
nevaThio. WOrd mo3BossieT MPOCMOTPETh Ha dKpaHE JOKYMEHT B TOM
BUZE, KaK OH OyZIeT BBINIAACTh NPH IedaTh. s 3Toro HeoOXOAUMO BHI-
6patp 3 MeHo Maia komauay IlpenBapuTeabHbIH NPOCMOTP WIIH BOC-
MOJIL30BATHCSI COOTBETCTBYIONICH KHOMKON Ha MaHEen HHCTPYMEHTOB.

B pexnme upeaBapuTeIbHOrO IPOCMOTpa ¢ JOKYMEHTOM yIO0OHO pa-
Oorathb cdlomourio nanenu [peasapureabHblii npocmoTp. JanHas na-
HEJIb MO3BOJSIET YBEJIMYMBATh M YMEHBIIATh pa3Mep M300paKeHHs CTpa-
HHUUbL, ‘'0TO0pakaTh Ha 3KpaHEe HECKOJIBKO CTPAHHUI] OJHOBPEMEHHO, OCY-
U{eCTBIISATh UX MOATOHKY.

Jns Bo3BpaTa K pelakTUPyeMOMY JOKYMEHTY HaJ0 HaXaTb KHOIIKY
3akpeITh Ha naHenu UHCTpyMeHTOB IIpeaBapuTe/bHBINA IPOCMOTP WK
kiaBuiry ESC .

[lewats gokymeHTa. YTOOBI Hamewarath NTOKYMEHT, HaIo BOC-
noJb30BaThes KHOMKOW IleyaTh Ha maHenW MHCTPYMEHTOB (TIed4aTaeTcs
BECh JIOKYMCHT) WM BBIOpaTh u3 MeHio @aiin xomanny Ilewars, mim
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Haxath KmaBumm Ctrl + P (mokymeHT medaTaercsi 10 yCTaHaBIHBACMbIM
napamerpam).

B auanoroBom okHe IleyaTh MOXKHO 3a7aTh KOJHYECTBO MEUATAEMBIX
KOIM{ JTOKYMEHTa, yKa3aThb AWANa30H M HOPSOOK IeYaTH, BHIOpATh THII
npunTepa. C momorpto kHonku [lapaMeTpsl MOXXKHO BKITFOUUTH B MeUaTa-
€MBII JOKYMEHT JOMOTHUTEIBHYIO HH(POPMAITHUIO.

Bonpoce! 1151 CaMOKOHTPOJISE
1 Kak ocymectuts 3amyck Microsoft Word?
Kakum 00pa3oM npou3BOIUTCS OTOOpaKEHUE, CKPBITHE, pa3MELiCHHE
Y HACTPOMKa MaHenei?
Kaknmu crioco6amut MOKHO OTKPBITH HOBBII JOKYMEHT?,
Kak paboTath ¢ HECKOIBKUMH JOKYMEHTAMU?
Kaxne xoMaHIIBI HY’)KHO BBIITOJTHUTE, YTOOBI COXPAHUTE, JOKYMEHT?
[epeuncnute criocoOb! BEIAEICHUS TEKCTA.
Kak ormMeHnTh NOCHETHEE NIelicTBhe?
Kax B Tekcre paccTaBUTh NEPEHOCHI CIOB?
[Nepeuncnute cnocoObl KONMUPOBAaHHS ‘U |[TepeMeIleHns] (pparMeHTOB
TEeKCTa.
10 Kak npoBepuTh IpaBonmucanue?
11 Yro HO3BOJISIOT OCYLIECTBUTH, CPENCTBA TOUCKA U 3aMEHBI?
12 Kaxk ykazaTh HapaMeTpbl CTPaHHALII?
13 Kak ocymiecTBHTh NieUaTh JOKyMeHTA?

N

O©oo~NO U1~ Ww

JlabopaTopHas pabGora

L]env: mpuobpereHne, HaBbIKOB padoTaTh ¢ nporpammoit MS Word: co-
3[1aBaTh M COXPAHATh JOKYMEHT, pEIaKTHPOBATh JOKYMEHT, OCYIICCTBIISTh
MPOBEPKY MPABOMNCAHUSI.

3aoauu:

— ymers 3amyckate MS Word; HactpanBarh naHenb HHCTPYMEHTOB,;

— YMETB-CO3/1aBaTh IOKYMEHT M 11a0JIOH IOKyMEHTa,;

—yMETh pElaKTHPOBATh JOKYMEHT: BBIICIATH, KOMUPOBATh U MEpEMe-
o1aTh. pparMeHTOB TEKCTA, YCTAHABIMBATH MapaMmeTphl MEpeHOca CJIOB,
WCHONB30BaTh CPENICTBA IIOMCKA U 3aMEHBI;

— YMETh OCYIIECTBIIATH IPOBEPKY MPABOMHUCAHUS,

— YMETh MpeIBAPUTEIBHO MPOCMATPHBATh JOKYMEHT U OTIIPABISATH Ha
MeyaTh.

Xo0 pabomui

1. 3amycture MS Word.

2. OcHoBbl ucnonb3oBanust MS Word:

— YCTAHOBHUTH PEKHUM IPOCMOTpa JOKyMeHTa « OOBIIHBII»;

— mepelanTe B pexxuM mpocMoTpa «Pa3MeTka CTpaHUIBD;
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— ycraHoBUTe MacmTad oTobpaxenus nokymenta 100%, 3arem 80%;

— YCTaHOBHTH MacmTad otoOpaxeHus: mokyMenra «llo mmpune crpa-
HUILIBI»;

— YCTaHOBUTH MacmTad oToOpaxeHus nokymeHTa «Heckoipko crpa-
HUID, UCIIOJIB3YS COOTBETCTBYIOLIYIO KOMaH/y IJIaBHOTO MEHIO.

3. Co3naHue U coXpaHeHHe IOKyMeHTa:

— COXpaHHUTh YUCTHIA NOKyMeHT moj mMeHeM «lIpmmMep» B mamke co
CBOMMH JOKYMEHTaMH.,

— 3aKpPBITh 3TOT JIOKYMEHT;

— OTKPBITH TOKyMeHT «lIpumep»;

— COXpaHUTh 3TOT IOKyMEHT o uMeHeM «lIpumep2»;

— COXpaHUTh AOKyMeHT 1oj umeHeM «IIpumepy» B dpopmare .Itf;

— COXpaHUTh JOKyMeHT mox uMeHeM «IIpumep» B popmare .txt;

— OTKpbITh JOKyMeHT «IIpumep.rtf» uepe3 cHUCOK NOKYMEHIOB B
kHomke «ITyck»;

— OTKpBITh TOKyMeHT «[Ipumep.tXt» depe3 crucoOk ITQKYMEHTOB B KO-
manzae «Daiy.

4. KonupoBaHue U NepeMelIeHIe TeKCTa:

— HabpaTh TEKCT, COCTOAIIMI U3 3ar0JI0BKa U 4EThIpeX ab3ales;

- BBIJICIATH TEKCT YE€TBEPTOro ab3ara, MepeTalinTh ero U BCTABUTH I1e-
pen nepBhIM ad3alem;

— BBIIGJIUTH TpU ab3ala TeKCTa, CKOMMpPeBaTh B Oydep M BCTaBUTH B
KOHIIE HMEIOIIET0Cs TEKCTa;

— BBIJICITUTH BECh JTIOKYMEHT, CKOTIIPOBAThH B Oydep, B KOHIE HMEIOIIIe-
rocst TEKCTa BCTaBUTh U3 Oydepa’ CKOMMpPOBaHHBIN (pparMeHTt;

— OTMEHUTH JBa MOCICAHUX BBITOTHEHHBIX ACHCTBHS,

— BepHYTbH NOCJIECHEeE OTMEHEHHOE JICHCTBUE;

— YAAJIMTh BCE YETHBIE CIIOBA B TEKCTE 3arojoBKad

— MePEMECTHTh TOCJIEAHUE CTI0BA KAKIOTO IPEII0KEHISI B KOHEI TEK-
CTa;

— MEePEeMECTUTH “HEPBBIEC CIIOBA KAKIOTO IPEATIOKEHHUs] Ha MECTO BTO-
PBIX;

— 3aMEHUTH BCE IIaCHBIC OYKBHI ‘a’ OYKBOI ‘s’

5. IpoBepbTe TOKYMEHT Ha IPaBOMICAHHE.

AJ'I]"OpI/ITMLI BBIITIOJIHCHU S 3ajlaHPlﬁ MPUBOIATCA B TECOPETUUCCKUX CBEC-
JCHUIX.
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Tema 4
O®POPMJIEHUE TEKCTA B MS WORD
1 ®opmartupoBaHue, CIMCKU, OYKBUIA
2 Cozzianrie KOJIOHTHTYJIOB
3 Pabota c o0bexTamu 1 popMyTamu.

OcHOBHBIC TEOpEeTHYECKHE CBEeJECHUSHA
1. ®opmaruposanue. B tekctoBoM penaktope Word mpu Habope TeKeTa
B KOHIIE K&XJI0i CTPOKHU HE HY>)KHO Ha)XXUMaTh KiaBuiy Enter , penakrop
caM CJIEIMT 3a IIPAaBOM rpaHULEN JOKYMEHTA U IIEPEBOJUT Kypcop, aBTOMa-
TUYECKU B Hayajo ciefyrolled cTpoku. Eciu cnoBo He momefilaetcs Ha
TEKyIleH CTpoKe, OHO MEepPeHOCHTCs Ha chexytomryto. Knasuura Enter
cIyuT s ykasauus Word Ha Hadamo HoBOro ad3ara.

dopmaTrpoBaHHE CHMBOJIOB TEKCTa IPEANONaraeT BhIOOp mpudra U
€ro HauepTaHWsd, a TAaKXkKe pa3Mepa U IBETa, YCTAaHOBKY.MOJIOXKCHUS CHM-
BOJIOB OTHOCHUTEJIBHO APYTHX 3JIEMEHTOB B CTPOKE,.3aJaHHE BEIUYUHY
HHTEpBala MEXKAY CUMBOJIAMH U T. 1. DOpMATUPOBATE CUMBOJIBI MOXKHO
JI0 WM Tocie BBoJa TekcTa. /i gopmMaTupoBaHus MOXKHO HCIIONIB30BaTh
pa3NuYHbIe HHCTPYMEHTHI: KOMaH bl MEHIO; HAaHEIb (POPMaTUPOBAHUS UIIN
KOMOWHAIINHU KJIABUILL.

Hcnone3yst meHio @opmat BpI3bIBACTCS nuanorooe okHo Ilpudr,
KOTOpOE BBIBOAUT Cpa3y Bce (GopMaTHpYIOIINe KOMaH/Bl, YTO MO3BOJISIET
MIPUMEHHUTH HECKOJIBKO THUIIOB (JOPMATOB OAHOBpEeMeHHO. Pe3ynbpTar mpu-
MEHEHHs BBIOpaHHOTO (hOpMaTHPOBaHMS BUJICH B OkHe OOpa3ell 3TOTo xe
OKHa.

st hopMaTHpOBaHAS CHMBOJIOB C TOMOIIBIO MEHIO HEOOXOANMO:

* BBIIC/IUTD TEKCT;

 BeIOpaTh kKoMaHay Lpudrt n3 mexHro dopMaT WM KOHTEKCTHOTO
MEHIO.

[wnanorosoe oxxo llIpu¢T nmeer Tpu BKIAIKK:

* WpPHUPT — Mo3BOIAET BEIOPATh MIPUPT, €T0 HAUEPTAHHUE, PA3MEP CUM-
BOJIOB}IIBET, OJUEPKUBAHUE, (D (EKTHI (MHICKCHI, 3a4ePKHYTHII);

* MHTEPBAJI — YCTaHABIMBACT UHTEPBAI MEXKAY CUMBOJIAMUY;

* aHMMAIUsI — BEIOUpaeTcss aHUMaIs (OKUBJICHHE) CHMBOJIOB.

Juis OwicTporo ¢GopMaTHpPOBAaHHWS TEKCTa HCIOJB3YEeTCS IMaHeNb HH-
cTpyMeHTOB DOpMaTHPOBAHMeE.

C nomouipto kKoMaHabsl AG3al u3 MeHI0O POpMAT MOXHO yCTaHOBHUTH
BHJ BBIPABHUBAHUS TEKCTA, OTCTYIHI, MEKCTPOUYHBIC MHTECPBAJIBI, PACIIO-
JIOXKEHUE HA CTPAHULIE U IPOUUE HIEMEHTHL.

Jnst co3manus paMku (parMeHTa TEeKCTa, OOpaMIJICHHs JIMCTa MOXKHO
HCTIONB30BaTh KoMaHTy I'panuubl 1 3aMBKa u3 MeHI0O @opmart. Beiopas
COOTBETCTBYIOLIYIO BKJIAJKy AWAIOroBoro okHa I'paHuMubl M 3ajJMBKa,
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MOYXHO YCTAaHOBHUTH THII TPAHMIBI TEKCTa, THI JMHUU OOpaMIICHHUS U €€
LBET, LBET 3JIMBKHU BBIICJICHHOI0 (pparMeHTa WM CTPAaHUIBI U MPOYHE
3JIEMEHTBI.

dopmMaTuUpOBaHUE B HECKONBKO KONOHOK. Jlma Toro
YTOOBI PACIIONIOKUTH TEKCT HA JIUCTE B HECKOJIBKO KOJIOHOK, KaK B rasere,
Heo0xoauMo BbIOpaTh KoMaHAy Kosonku u3 MeHio ®@opmar WM BOC-
MOJIB30BaTHCS] KHOMKOYW CTONOIBI HA MTaHETN HHCTPYMEHTOB.

B ngunanoroBom okHe KoOJIOHKM MOXXHO yKa3aTh KOJIMYECTBO M PACIIO-
JIO’)KEHHE KOJIOHOK TEKCTa B JOKYMEHTE, a TAKXKe IIUPHUHY KXKION X HUX.

Pabora co cmuckamu. WOrd mpemocraBisieT rHOKHE M IPO-
CTBIE CPEICTBa CO3JaHUS HyMEpOBaHHBIX M MAapKUPOBaHHBIX CHHCKOB./B
MapKHPOBAHHBIX CIIMCKAaX CJIEBa B MEPBOU CTPOKE ab3ala CTOUT O0COOBIH
CUMBOJI, KOTOPbI Ha3bIBAa€TCAd MapKEpOM, a B HyMEPOBAHHBIX CHHUCKaxX —
MIOCIIeAOBATEIbHEI HOMep ab3ama. OOBMHO MapKHPOBAaHHBIC CTIHCKHU HC-
MOJIB3YIOTCSL [T TOTO, YTOOBI BBIJICIUTh B TEKCTE TOKYMEHTA Psifl KaKHX-
TO BaXXHBIX MYHKTOB. HymepoBaHHBIE CHHCKH Ui 3allMCH IOLIArOBBIX
IpOLEAyp, CTPYKTYP U CIIUCKOB, B KOTOPBIX Ba)KEH OTHOCUTEIbHBIN MOpPS-
JIOK 371eMeHTOB. lIpuMeHUTh opMaT HyMEpPOBAHHOLO WJIM MapKHUPOBaH-
HOTO CIIMCKa MOKHO JIO CO3/IaHUs TEKCTA WM MOCIHIE €r0 BBOA.

it TOTO 9TOOBI CO3MATH MAPKUPOBAHHBIU I HYMEPOBAHHBIT CTIACOK
JIOKyMEHTa, HE00XOIUMO:

* BBIJICJIUTH CIIUCOK 3JIEMEHTOB;

* n3 MeHio @opmaTt BEIOpaTh KoMaHAY. CIIMCOK;

* B JUAJIOTOBOM OKHE PACKPBITH-TpeOyeMyIO0 BKJIAaOKy U BBIICIHTH
HYXXHBIH (hopMaT U3 MPEOCTaBJICHHBIX;

* U1 W3MEHEHHs (opMaTas HyMEPOBAHHOTO WM MAapKHPOBAHHOTO
CIIMCKA UCIIONb3yeTCs KHONKa U3MeHUTh.

IIpomie co3naTh MapKUPOBAHHBIM MM HyMEPOBAaHHBIN CIMCOK IPU IO-
Mot kHonok Hymepauns (Mapkepsbl) Ha naHenu UHCTpyMEHTOB. [lpu
stom Word ucnoib3yeT Te 3HaueHHs [apaMeTpoB, KOTOpPbIe OBLTH yCTa-
HOBJICHBI B IOCACARUM pa3.

3ameuanue: Yoarums HomMepa u Mapkepsl U3 CRUCKA MOICHO C NOMOUYBIO
xomano mewio auo6o knonox Hymepamusi (Mapkepbl) na nawenu uHcmpy-
MEHMOE:

Word.1103B0sIs€T CO31aBaTh MHOIOYPOBHEBBIE CITUCKHA. MHOTOYpOBHE-
BBIM, CIIMCOK — 3TO CIHCOK, IO3BOJISIIONINI TPUIIATh HEPaApPXUUYECKYIO
CTPYKTYpPY JIFOOOMY CIIUCKY WM JTOKYMEHTY, B TOM YHCIIC FOPUIAICCKUM
U TEXHUYECKUM JIOKyMeHTaMm. JlJis co3laHusi MHOTOYPOBHEBOTO CITHCKA
HEo0X0oaMMO BbIOpaTh u3 MeHr0 @DopMar xomaHay Chnmcok. 3aTeM Ha
BKIagke MHOTOypOBHEBBIl BHIOpATh HEOOXOAMMBINA THIT cIHCKa. JIOKy-
MEHT MOXKET MMETh He 0oJiee JEeBSITH YPOBHEH HepapXuu, MpU4eM BCTPO-
€HHbIE CTHJIM 3ar0JOBKOB K 3JIEMEHTaM JIaHHOTO CIHCKAa aBTOMAaTHYECKU

HC IIPUMCHSIOTCS.
52



Uto0b! 3a1aTh cOOCTBEHHBIE criennpUKaluu popMara HyMepaiuy 3a-
TOJIOBKOB, HEOOXO/IMMO B ANaOroBoM okHe CNMCcOK HaxaTb KHONKy M3-
MEHHTb.

C moMoImpo circka YpoBeHb BEHIOHPACTCS YPOBEHb HACTPAUBAEMOTO
3aroyioBka. Kaxaplil ypoBeHb 3arojloBKa HaCTPaHBAETCs OTAEIBHO.

Co3nanume OykBUIBI B Hauaxe ab3ama. AG3alm MOXHO
cienats Ooiee MHTEPECHBIM IO BHAY, Ha4aB €ro C OYKBHIBI, KOTOpas
MIpeJICTaBIIAET COOO BCTPOCHHYIO B a03a1l OOJIBIIYIO MPOIKUCHYIO OYKBY:

Jist co3panust 6yKBUIBI HEOOXOIUMO:

* BBIJICITUTH MEPBYIO OYKBY a03aria;

* u3 MmeHo @opMat BEIOpaTh koMaHTy BykBuIa;

* BBIOpATh MOJIOKEHHE OYKBUIIBI, YCTAHOBUTH MIPU(T, BEICOQTY OyKBH-
B (B CTPOKAX), PACCTOSIHUE O TEKCTA.

2. Co3naHne KOJOHTHTYJOB. KONOHTHTYIBI cofepXkaT HH(OpMaIMIo,
KOTOpasi IOBTOPSETCS Ha KaXKA0H cTpaHHIle TOKYMEHTA, U MOT'YT pacHoia-
raThCsl CBEPXY M CHU3Y CTpaHULbl. KOTOHTUTYN MOXET CoAep:KaTh Ha3Ba-
HUE TJ1aBbl, HOMEP CTPAHUIIbI, JOTOTHUI (prpMbl'u mp. st TOro 4To0sI co-
3/1aTh KOJIOHTUTYJI, HE00X0IUMO U3 MeHI0 Buj BeIOpaTh koMaHay Koson-
THTYJAbI. Ha skpaHe mosBUTCS 007a€¢Th BBOAA BEPXHETO KOJIOHTUTYIA H
na"enb Kononruryisl. C nomoiupsiowkHonky Bepxuuii/HuskHuii BeIOH-
paetcst TpeOyeMblit KOJOHTUTYN | [Nd ero cosmanus. Ilocie storo B 006-
JIacTh BBOJIA KOJIOHTHUTYJIA BBOANTCA HEoOXoMuMas HHPOpMaLus U Ipon3-
BOAMTCSA e (HhopMaTHPOBAHHE.

B KOJIOHTHUTYN MOXHONABTOMATHUECKH BKIIOYHUTH JaTy CO3JaHuUs, Bpe-
M1, UUCIIO U HOMEP CTPAHULBI U aBTOTEKCT, UCIIONbB3Yysl COOTBETCTBYIOLINE
kHOonkH Ha mnaHend Kouonturynasl. Ilpu co3naHuM KONOHTUTYNIA €ro
MOKHO PEIAKTUPOBATH U (OPMATHPOBATH, Kak OOBIUHBIN TekcT. Ilocme
3aBEPIICHMA ET0 CO3/1aHNUsI HEOOXOANMO 3aKphITh MaHelb KoJOHTHTY IBI.
Jns penakTupoBaHuss HEOOXOAUMO JBAXKAbI IEIKHYTh BHYTPH KOJIOHTH-
TyJa WIPOU3BECTH €T0 PEIAKTUPOBAHHUE.

BieraBka cmenmuailbHBIX CUMBOJOB M 3HaKOB.B noky-
MEHT MOXKHO BKJIFOUUTH pa3lHUYHbIE CIELUalbHble CHUMBOIBL. EcTh 1Ba
crocoba mocTyna K CHEHUaJbHBIM CHMBOJIAM: MOXKHO HCIIOJIB30BAaTh
oTIpeie/icHHbIe KOMOMHALIMKM KJIABHII MM JUaoroBoe OokHO CHMBOJI,
KOTOpOe TpejyiaraeT Juis BEIOOpa OOJBIIOi HabOp ClenHalIbHBIX CHMBO-
JIOB.

J71s1 BCTAaBKH CIIEIMATBHBIX CHMBOJIOB HEOOXOMMO:

* YCTAaHOBUTb KypCOp B MECTO BCTABKH CHMBOJIA;

* 13 MeHI0 BeraBka BoiOpats komany CHMBOJL;

* B nosie Illpud¢t BeIOpaTh HYXHBIN MIPUPT U CUMBOJ, 3aTEM HaXKaTb
BceraButs.
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BcraBka HoMmepoB crpanui. Word no3sosiser aBromaruye-
CKHM HyMepOBaTh CTpaHUIIbl JOKyMeHTa. Homepa cTpaHuI] MOXHO pacrio-
JlaraTh Kak B BEpXY, TaK U B HU3Y CTPaHUIIbL, BHIPABHUBAThH UX 1O €€ LIeH-
Tpy mwin modomy Kpato. Homepa cTpanuI] BCTaBISIIOTCS B KOJTOHTHTYJIEL.

s BcTaBKM HOMEPOB CTPaHULl HEOOXOAUMO:

* 13 MeHI0 BeraBka BeiOpaTh komanay Homepa crpanui;

* B IMAJOrOBOM OKHE YKa3aTh IIOJIOKCHHE, BBIPABHUBAHHE HOMeEpa U
ero dopmar.

Jna ynaneHus: HOMEPOB CTPaHUL JOKYMEHTa HEOOXOJUMO aKTUBU3H-
pOBaTh COOTBETCTBYIOIIUM KOJIOHTUTYJ, BBIIEIUTH HOMEpP CTPAHUIIBI W
yIaJduTh €ro, Haxxas Ha kinasuiry Delete .

N3mMeHeHue opueHTamuu TekcTa. B mokymenre Word
MOJKHO HM3MEHATh HampaBieHHE (OPHEHTALHNIO) TEKCTa MO CTpaHHume u
(hopMaTHPOBATE €r0 HE3aBUCHMO OT OCHOBHOrO. Haammchb MOXHO ¥c-
MOJIb30BATh JIJIsl BKJIFOUEHHUS B IOKYMEHT IIMTAT WJIM BbIIENIeHUs pparMeH-
Ta TEKCTa B HeM. /| I3MEHEHHUsI OPUEHTALH TEKCTa HE0OXQIUMO:

* BEIICNUTH (DParMEHT TEKCTa;

* u3 MeHI0 BeraBka BeiOpath komanay Haamues unhm Ha nmanenu Pu-
coBaHue BbIOpaTh KHONIKY Haamuceb, WM MIETKHYPE\HA TaHEeH 110 KHOII-
ke /lo6aBuThH TadAMILY,

* u3 MeHo @opmart BeIOpaTh kKoManay HanipaBiieHue TekcTa.

BceraBuTh HaAmuch B JOKYMEHT MOXHO, W, APYTHUM CIIOCOOOM: CO311aTh
IyCTYIO HAJIKCH, & 3aTEM BBECTH B HEE TEKCT.

PaGoTta ¢ mHagmucwio. Hagnuce sBISETCS CaMOCTOSTEIHHBIM
O6’beKTOM B IOKYMCHTEC, HaJ KOTOPBIM MOXHO IMPOU3BOJUTH PA3JIMYHBIC
omeparun. OTHUM U3 CBOMCTB HAIHCH SBISICTCS TO, YTO OCHOBHOHM TEKCT
JOKYMEHTa MOJKET 00TeKaTh €. UTOObI HACTPOUTH TapaMeTphl OOTeKaHHUS
HaJIIICH, HEOOXOIUMO:

* BBIICNTUTH HAJIIHCH IETYKOM MBI HA TPAHUIIE PAMKH;

* u3 Merio @opMaTBeIOpaTh KoManay Haamucs;

* packpbIB BKIanKy IlosioskeHue, BEIOpaTh CTUIIL OOTEKaHUS HAIITUCH
TEKCTOM.

Jns yfageHus HeoOXOIUMO BBIACIHTH HAAMUCH MICTYKOM MBI Ha
rpaHuie paMku U Haxath knasumry Delete . B atom cimyuae ymansercst
Bcs/Hammnch. Ecim ke HEoOXOAMMO yIalWTh TOJBKO PaMKy BOKPYT
HAJIMUCH, TO I 3TOr0 HEOOXOIUMO:

¢ BBIICNUTh HAmNUCh W U3 MeHI0O dopMar BBIOpaTE KOMaHIY
Hannuce;

* B TMAJIOTOBOM OKHE BBHIOpaTh BKIaaKy LIBeTa m auHuu, B none et
JIMHUH BeIOpath Het Junum.

s n3MeHeHus pa3Mepa HaAIMCH HEOOXOIUMO BBIICIUTh €€, YCTaHO-
BUTH yKa3aTelb MBIIIM HAa MapKep U3MEHEHHUS Pa3MEpPOB U U3MEHUTh €ro

54



Ha TpeOyembIil. [[ma mepemerennss HaamucH B IPYroe€ MECTO JTOKYMEHTa
HEOOXOAMMO BBIICIHUTh €€, YCTAaHOBUTb yKa3aTellb MbIIIK Ha PaMKy
HAJMKMCU U, HAXKAaB JIEBYIO KHOIKY MBIIIH, IEPEMECTHTh €€ B Tpedyemoe
MECTO.

Cosnanue o6bexta WordArt. C momomipio WordArt MosxHO
caenaTh TeKCT GUTYpHBIM U NpUaaTh eMy o0bveM. s cozganus purypHo-
o TEKCTa HEOOXOAUMO:

» HakaTh KHONKY J[00aButh 00bekT WOrdArt Ha maHenu MHCTPYMEH>
ToB PucoBaHue win Ha naHenu uacTpymeHTtoB WordArt;

* BBIOpaTh TpeOyeMBIil CTHIIb (PUTYPHOTO TEKCTA;

* BBECTH TEKCT U OT(POPMATHPOBATH €TO0.

Jlnst pabotel ¢ oonektamu Word Art uMeercst crielanbHasT aHeb HH-
CTPYMEHTOB, KOTOpas IO3BOJSIET U3MEHHUTH CoAepKaHue (00beKTa; m3Me-
HUTH BapHaHT rpaduaeckoro odopmierus u3 Komrekumn WOrdArt; ocra-
BUTH TO K€ OQOPMIICHHE, HO U3MEHUTH I[BET 3AIUBKH;.M3MEHHUTb (popmy
o6bexTa WOrdArt; moBepHyTh 00BEKT; H3MEHUTH,O0TEKAHHE 0OBEKTA TEK-
CTOM; U3MEHHTH ITapaMeTPHl pa3MEIeHUs TEKCTa 00BEKTa.

Paborta ¢ ¢dopmymamu. B cocra Word Bxomur Pexaxrop
(opmMyJ1, KOTOPBIN MO3BOJIET BCTABISATH BNIOKYMEHT pa3iMYHbIe XUMU-
YecKHe W MaTeMaTHdecKue (opMmynsl. OHW NpeqHa3HAYeHBl HE IS BEI-
YUCIIEHUH, a JUId IpUAaHusd JOKYMEHTy ‘HarasaHoctd. Dopmymna BCTaBs-
€TCsl B TEKCT KaK OOBEKT, MOSTOMY \PeIaKTUpOBaTh ee cpeactBamu \Word
HEJB3s, & MOXKHO MU3MEHHTH TOIBKO PACIIONOXKECHUE U Pa3Mephl (POPMYJIBL.
HAns penaxtupoBaHus (GOpPMyNT MPUMEHSETCS CIEHUATBHBIN PETaKToOp
dopmyn Microsoft Equation.

[Tanens MHCTPYMEHTOB pefakTopa (GOPMYI COCTOHUT M3 MAIUTPHl CHM-
BOJIOB U TMAJHUTPEINIIA0I0HOB. C TIOMOIIBIO TMaUTPEl CHMBOJIOB BBOJSTCS
MaTeMaTU4YeCKHe| AEUCTBUA W CHelHaibHble CUMBOJIBL. C TOMOIIBIO Ma-
JIUTPBI Ma0I0HOB BEIOMPAETCS BUJI MAaTEMaTHICCKOM (DOpMYITBI.

s co3manus GopMyIibl HEOOXOMMO:

* IOMECTUTH KypCOp B MECTO JOKYMEHTa, TJie JOJKHA ObITh (hopMyIa;

* 13 MeHI0 BeraBka BoIOpaTh koMaHLy OObeKT U PACKPBITh BKIAIKY
Cozpannue;

« B ciiucke Tun o6bexra oTkpsITh dMement Microsoft Equation 3.0
(Ha 5KpaHe HMOSBUTCS MaHENb HHCTpYMEHTOB DopMmyJia);

* C IMOMOIIBIO MAHEIH WHCTPYMEHTOB CO3lIaTh HEOOXOIUMYIO (opMy-
1y;

* ocJie co3ianus (POpPMyITBI MISTKHYTh 3a €€ MPeIeIaMu.

g penakTupoBaHus HEOOXOAMMO JIBaXKIbI IIEIKHYTh MO CO3JaHHON
dhopmye.

3ameuanme. Eciu 6 cnucke Tum o0bekTa ouanocosoeo okna BeraBka
obvexma omcymemesyem snemenm Microsoft Equation 3.0, mo smo oznaua-

em umo pedakmop Popmyn ne 6vin ycmanosien. B maxom ciyuae neobxoou-
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MO 8bInoaHUMb noemophyio yemanosky Word u yemanosums ezo.

Bonpocs! 111 CAMOKOHTPOJIA
Uro npeamnonaraet GopMaTupOBaHUE CUMBOJIOB?
2 Kakue nedCTBUS HYXHO BBITOJHHUTH T (POPMATUPOBAHUS CHMBO-
JIOB?
3 Kakue nelicTBHS HYXXHO BBIIOJIHUTH JUIS CO3JAQHHS HYMEPOBAaHHOTO
WA MapKUPOBAHHOTO CITUCKA?
Kax co3mate MHOTOYpOBHEBBIH CTTHCOK?
Uro Takoe OyKBHUIIa U KaK ee cO31aTh?
Uro mpeacTaBisiFoT co00i KOJIOHTHTYJIBI U KaK UX CO3/1aTh?
Kakum 00pa3oM BCTaBIIAIOTCS CIIEAATBHBIC CHMBOIIBI?
Kax BcTaBUTH HOMEpa CTpaHUIL B JOKYMEHTE?
Kaxue neiicTBus HEOOXOJUMO BBITIOJHUTD JJISI U3MEHEHUS OPUCHTA-
MW JOKyMeHTa?
10 Kak paboTath C HAATUCHIO?
11 Kak co3nats o0bext WordArt?
12 Kak co3nath B pelakTUpoBaTh Gopmyiry?

=

O©oo~NO O~

JlabopaTopHas padora

L] e 1 b : IprOOpETEHME HaBBIKOB (opMaTHPOBATH TekcT B MS Word.

3adauu:

— YMETb BBIOMpATh MIPUGTHI U1 OOPMICHUS TEKCTA,

— yMeTh ()OpPMaTHPOBATH TEKCT B-HECKOIBKO KOJIOHOK;

— YMeTh cO3JaBaTh MapKUPOBAHHBIC U HYMEPOBAaHHbBIE CITUCKU;

— YMeTh co3/1aBaTh OyKBHILY BHauaie ab3ara;

— YMETh BCTABJISATh CIICHHUAIbHBIC CUMBOJIBI M 3HAKHY;

— YMETh BCTaBIIATh HOMepa CTPaHUL U JPYyTUe KOJTOHTUTYJIbL;

— YMETb U3MCHSATE OpPHEHTAINIO TEKCTa,

— yMeTh co3aBath 00sekTs WOrdArt,

— yMeTh cQ3JaBaTh (POPMYNBI ¢ MOMOIIBIO CIEIHATBFHOTO PEeJaKTopa
dopmy Microsoft Equation.

Xoo pa6omu

1. HaGepure u3 y4eOHHKA 1O OMOIIOTMH HE MeHee 4eM | cTpaHuma u
0T(hOpPMaTHPOBaTh HAOPAHHBIH TEKCT CIIEAYIOMNM 00pa3oM

= 3aromnoBok - 18nT, mponmucHEIMU OyKBaMH, pa3pexXeHHBIH Ha 2,5TT.
BEIpOBHATE 1O LEHTpY, IEpel M IOCNe 3arojioBKa ab3aIfHble OTCTYIIBI
12mT.

— Tekcr mepBoro ad3ara J0KeH ObITh pa3MepoM 14 1T, BBIPOBHEH IO
neBoMy Kparo. OTcTyn nepBoii cTpoku 1,25 cM. MexXaycTpouHblil HHTEP-
BaJI — OJIMHAPHBIN.

— Texkct BTOpoOro ab3ana JOMKEH OBITH pasMepoM 130T, KypCUB, BBI-
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POBHEH 10 npaBoMy Kparo. OTCTyn NEepBON CTPOKU OTCYTCTBYET. Mexmy-
CTPOYHBII HHTEpBal — ¢ ko3 punuenTom 1,3.

— Texcr TpeThero ab3auna JoKeH ObITh pasMepoM 14 nT, ymioTHEH-
HBIM, BBIPOBHEH MO mupuHe. BeicTyn nepBoit ctpoku 1,25 cMm. Mexny-
CTpOYHbIH uHTepBan — 12 nt. Cnesa U cipasa ad3ana OTCTYIbI O 2CM.

— TexcT yeTBepTOro ab3ara AOJKEH ObITh pa3MepoM 14mT, BEIpPOBHEH
o mupurae. OTctyn nepBoi ctpoku 1,25 cM. MexXTycTpOodHbIi HHTEpBA
nonytopHsiid. Ilepen u mocne ab3ama oTCTymbI 6 MT.

2. BoimonHnTh Hal HAOPAaHHBIM TEKCTOM CIEAYIOLINE MTPOLIETy bl

— [IpuMeHHTS K TEKCTY 3aroj0BKa aHUMAMOHHBIN S (EKT.

— OdopMHUTE TEKCT TIepBOro ad3ara rpaguyuecKu: clenaTh paMKy, 10-
0aBUTH QOH

— 3aMeHUTh BCe CoTIacHble OYKBBI ‘M’ OYKBOU ‘B’

— Bxumrounts oTOOpakeHHe HEelleYaTaeMBIX CHMBOJIOB.

— Haiiti TekcT pasmMepoM 140T ¢ MOTYTOPHBIM MESKAYCTPOUHBIM HH-
TEpBaJOM U 3aMEHMTH €ro Ha TeKCT 13 nT ¢ uHTepBajgoM 1,3 ¢ moMoIb0
KOMAaHJIbI 3aMCHBI.

— Haiitu 3Hak a63ama ¥ 3aMEHHUTH €ro, Ha| 3HaK ab3ara ¢ npoberom ¢
MTOMOIIBIO KOMAH/IbI 3aMEHBI.

— Caenaiite nepByro OYKBY KaXJ0F0,a03a11a B BUIe OYKBHIIBIL.

3. Pabora co crinckamu.

— Co3nath MapKUpPOBAHHBIHN CIIMCOK.

— Cozzath HyMEpPOBaHHEIH CIIACOK.

— Cozgate MHOTOYpPOBHEBBIH CIHICOK, KOTOPBHIH IOJDKEH UMETh TPH
BJIO’KEHHBIX TIOYPOBHS

— Hcnonw3ys xomangy «®opmar-Coucok» co3laTh MapKHUPOBAHHBIN
CITUCOK CO CBOMM MapkepoM (Hampumep ¥).

— HUcnonw3ysa komanny «®opmar-Criucok» co3iaTh HyMEpOBaHHBIN
CIIHCOK CO CBOMM (pOopMaTOM (HampuMmep, CIeNaTh OTCTYIl HOMepa OT Kpast
nonst 0,2,(a oTreTyn Tekcra oT Homepa 0,8).

— HMcnonp3ys xomannay «®Dopmar-Crucok» co3iaTh HyMEpOBaHHBIN
CIIMCOK cO cBOei Hymepauueil (Hanpumep, Hlarl, Har2 ...).

4 DopMaTHpOBaHNE CTPAHHIIBL.

< 3amaTh A1 CTPAHUIIBI CIEAYIONINE TIONS: JICBOE - 3 CM, OCTaNbHBIC -
1,5 cMm.

— BcTaBuTh HOMEpP CTpaHULIBI BHU3Y B LIEHTPE.

— CaenaTb HUXKHEE TI0JI€ Pa3MEPOM 2 CM.

— YBeNnu4UTh pasMep BEPXHErO MO C MOMOLIbIO TMHEHKH.

— J{o6aBUTh BepXHUE KOJOHTHUTYIIBL: CJieBa — UM JOKYMEHTa, ClipaBa —
nara.

— OOpatuThCs C MaHENId WHCTPYMEHTOB «KOJOHTHUTYNBDY K Hapamer-
paM CTpaHHIBI M U3MEHHUTH pa3Mep MPaBoro MO
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— V3MeHuTh HIKHUHN KOJIOHTHUTYII.

— Cpenatb Bce CTpaHUIIBI aTbOOMHBIMH.

5. Paborta ¢ KoyloHKamH.

— Coznath ABE KOJIOHKY OJIMHAKOBOW IIMPUHBI.

— Cpenath BeCch TOKYMEHT B BHJIC ABYX KOJIOHOK Pa3HOH IIMPHHBL

— IlpuMeHUTHh B KOHIE TOKYMEHTa OANaHCHPOBKY KOJOHOK, €CITH 3TO
HEOOXOIMMO.

— M30aBUTBCS OT KOJIOHOK.

— [IpuMeHHUTH K IepBOMY pa3ieny TP KOJIOHKH.

— Bo BTOpOM pasnene co3naTh IBE KOJOHKH.

— B mepBoMm paznerne uCronbp30BaTh Pa3phlB KOJIOHOK.

— Bo BTOpOM pasnene 3amath pa3aenuTenb MEKIY KOJIOHKAMH.

6. Odopmure 3arosoBok Tekcra B Buae WordArt.

7. HabGepuTe HECKOIBKO XMMHUYECKUX (POPMYII B pelaaKTOpe/PeaakTopa
¢dopmy Microsoft Equation, ckonupyiite 1 H3MEHHUTE UX pa3Mep.

AJITOPUTMBI BBHITIONHEHHS 33IaHUIA PUBOJSTCA B TCOPCTHYCCKUX CBE-
JICHUSX.
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Tema 5
PABOTA C TABJIMIIAMHU B MS WORD
1 Cospanue Tabuil
2 Paborta ¢ suetikamu
3 dopmatupoBaHUe TaOIUIIBI
4 TlocTpoeHue AUArpaMM H UCTIONB30BaHUE (HOPMYIT B TAOIHIIC

OcHOBHBIE TeOpeTHYECKHE CBeAeHUSH
1. Co3nanue Ta6auu. B Word umerotcst MOIHBIE CpeICTBa ISl CO3AAHUS
paboThl ¢ Tabnmumamu. Sdelikn TabIUIBI MOTYT COJEPXKATh TEKCT, HUCIA,
PUCYHKH U T. [I.

Tabnuiry MOKHO CO3/IaTh HECKOJIBKIMHU CIIOCO0aMU: OO cHavana co-
3]1aTh IyCTYIO TAOJHILy, a 3aTeM 3aIl0JIHUTh e¢ MHpopMariueily 1mbo cHa-
Yajia BBeCTH HH(OpMAIHIO, a 3aTeM IIpeodpa3oBaTh ee /B TAQIHITY

Ecmu Heo6xomumo OBICTPO CO3/aTh MYCTYIO TaOIHILy; TO MOXHO BOC-
MOJIb30BaThCs KHOMKOW J100aBUTh TaGJMIy Ha TAHEIH WHCTPYMCHTOB.
Yr1oObI BCTaBHTH TAOJUILY C €€ TIOMOIIBI0, HEOOXOANMO IOMECTUTh yKa3a-
TEJIb MBI Ha MOSBUBIIYIOCS CETKY U, HAXKUAMas Ha JICBYIO KHOIKY MbI-
MM, BBIICTUTE HY)KHOE KOJMIECTBO CTPOK M 'CTOJIOIOB.

Kpome »o3TOrOo, MOXHO BOCHOJB30BaThcsl  KOMaHoW  Bera-
Buth/Taduna u3 menro Tadauna. B 3Tom ciyyae Bce mapaMmeTpsl Tad-
JIUIIBI BBOJISATCS B IUATIOTOBOM OKHE!

NHuorna ObiBaeT ynoOHee cHaYama HabpaTh HHGOPMAIINIO, a 3aTeM T10-
MECTUTh ee B Tabmumy. [Ipr-oTOM HEOOXOAMMO yKa3aTb, B KAKOM MECTE
JIOJDKSH HAYMHATHCS KAKIBIA cTos0ell. i1 3TOr0 UCIONB3YIOT CIICIHATb-
HBIE CHMBOJIBI — PA3IeIIATCITH.

B kauecTBe pazienmTeNns MOXeT ObITh BHIOpaH 3HaK ab3ala, 3HaK Ta-
Oysinmu (ycranapiuBactes kinapuineii Tab), Touka ¢ 3amsToit win m000it
cumBod. sl mpeoOpa3zoBaHus TekcTa B TaOIUIy HEOOXOJIUMO BBIICITUTD
TeKcT U BbIOpaTh komaHny IIpeodpa3oBarb+Tekcr B TaGJMIy U3 MEHIO
Tabauua.~Hocne 3Toro B MOSBUBIIEMCS JUAJIOIOBOM OKHE YCTaHOBHTH
TpeOyeMble mapameTphl.

[lepemMemenne mo TaOJUIe M BBIJCICHHUE DIEMCH-
TOB. Onepaulxm NEPEMCUICHUA U BBIACJIICHUSA B Ta6J'[I/I]_IaX BBITIOJIHAKOTCSA
TaK K€, KaK U B OOBIYHOM JOKyMmeHTe. Kpome 3TOro, ecTh YCKOpPCHHBIC
MIPUEMBI BBIICTICHUS MBIIIBIO OTACTHHBIX 3JIEMEHTOB TaOJIHIIbL:

* CONIEPXKUMOE STUCHKHU — BBINENSACTCS IEITIKOM MBIIIH Ha MOJIOCE BEI-
JeTICHNS STUeHKH (PacIIOIOKEHHON TIOIEBOMY KParo STIEHKN);

* CTpOKa TaONWIBI — BBIIENACTCS IIEITYKOM Ha MOJOCE BBIICICHHS
CTPOKH WJIU TBOHHBIM HISTIYKOM Ha MOJOCE BBIICICHHUS JIIO00H STUCHKH;

* BCA KOJIOHKA — BBIACIISICTCA IICIITYKOM Ha I10JIOCE BBIACICHUSA KOJTOHKHN
(pactonoxxeHa BAONb BEPXHEH I'paHUIBI TAONHIBI, YKa3aTeldb IPHHAMACT
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BUJ] YEPHOU BEPTHKAIILHOU CTPEIIKH);

* BCS TaOJIMIIa — YCTAHOBUTh yKa3aTelb MBILIM Ha TaOJUILY U J0XKIaTh-
Cs1 TIOSIBIICHHUS MapKepa MePEeMEICHHsT TaOIHUIIbI (B BHIE YETHIPEXCTOPOH-
HEW CTpENKW) B BEPXHEM JICBOM YIUIY TAOJHIBI U BBHIIOIHUTH MIETYOK HA
Mapkepe.

Bce 3Tu geiicTBUS MOXKHO BBINOJHUTH TaKkKe C TMOMOIIBIO COOTBET-
CTBYIOIINX KOMaH[ 13 MeHio Tabsuna.

2. Pabora ¢ syeiikamu. JJlo6aBineHue U yjgaleHHUe s4UYeekK,
CTpPOK W cTon6moB B TabGuume. Word mo3BomseT MEHSTH
CTPYKTYpY TaONHIBI IIyTeM YHAJICHUS W IOOABICHUS SUYEEK, CTPOK/ U
cron6ioB. Komanael BeraBurh U Yaaaurth B MeH0 Ta0anma MeHIrOTCA
B 3aBUCHIMOCTH OT TOTO, YTO BBIICIICHO B JAHHBIA MOMEHT B TaOmuies s
BCTAaBKH WJIH YIAICHISI HECKOJIBKUX CTPOK (CTOJIOIIOB) HEOOXOMIMO, IIpEI-
BapUTEIIbHO BBIAEIUTEH CTOJIBKO CTPOK (CTOJIOLIOB), CKOJNBKO HY»KHO BCTa-
BUTh WJIM yJaIUTh. UTOOBI 10OAaBUTh WM YJAINTh HYXKHBIE 3JIEMEHTHI
TaOJIUIBI, HEOOXOAMMO:

* YCTaHOBUTH YKA3aTeNlb MBILIH B SYCHKY TaOIHILIBL;

* BBIOpaTh HEOOXOAMMYIO KOMaHIy W3 MeHo ‘Taldiamuma win KoH-
TEKCTHOTO MEHIO.

Jng ynaneHus TOJNBKO COJEPKHMOTO SUeek” HeOOXOIUMO BBIIEIUTH
COZIEPXKUMOE STHX SUCEK U HakaTh Kiapuimy'<Delete>.

Ob0benuuenne U pazbumenue.sueex. Word mo3osser 00b-
€IMHUTH HECKOJBKO SUEEK B OHY.ITO ObIBacT HEOOXOJMMO, KOTIa TEKCT
WJIM PUCYHOK JIOJDKEH 3aHUMATh/CPasy HECKOJBKO sUeeK TaOuuIbl. YToOkI
00BETMHUTH HECKOJIBKO STYeEK B 'QIHY, HCOOXOIIMO:

* BBIICNIUTD STICHKH, KOTOpBbie HEOOXOANMO 00bEANHUTE;

* u3 MeH0 TaGuuua WIM KOHTEKCTHOTO MEHIO BBIOpaTh KOMAaHIy
OO0bLeTUHUTD TYEHKH.

OOBeIMHECHHBIE STYCHKH MOXKHO BEPHYTH B HCXOJHOE TONOXKeHne. J{is

3TOr0 HEOOXOAMMO-BBIIENUTh UX U BBIOpaTh koMaHAy Pa30uTh sidyeiiku
n3 MeHio Tadiauua 1M KOHTEKCTHOIO MEHIO.
3. ®opmatupoBanne TAGJHUIBI. UTOOBI MOMYYUTH MPHUBICKATEIHHYIO,
npodeccroHaTbHO 0OPMIICHHYIO TaOIUIly, ee HeOOX0qUMO O0T(HOpMaTH-
POBATL(YCTaHOBUTH (DOH s[UEEK, BHJ TPAHMII, MPHPT TeKcTa U T. 11.). Jns
atux nenei B Word cymectByer Ba crocoba: aBTOMaTHYECKUI U PYUHOH.
ABTO(opMaT MO3BOJISET aBTOMATHUYECKH MPUMEHUTh K TaOJHLE IO BBI-
00py OAMH M3 TOTOBBIX CTWIEH (opMmaTHpoBaHust. UTOOB! OThOpMaTHPO-
BaTh TAOJHILY C TIOMOIILI0 ABTO(OpMATa, HEOOXOIUMO:

* IOMECTUTH YKa3aTelb MbIIIU BHYTPb TaOIHILIbI;

* BEIOpaTh 13 MeHio Tabdauna komanny ABToopMaT TadIULbI;

* B IOSIBUBIIEMCS] IHAIOTOBOM OKHE BBIOPATh HEOOXOIMMBIA CTHUIB
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odopmIieHHs TaOJIUIBI U YCTAaHOBUTH TpeOyemble mapameTpbl odopmiie-
HUSL.

UroObl 06aBUTH B TaOdMIy OOpamiICHUE, 3QJIMBKY WM BBIICIICHUC
[IBETOM TIpHU PYYHOM (popMaTupoBaHUH, HEOOXOIUMO M3 MeHIO dopmart
(KOHTEKCTHOTO MEHIO) BbIOpaTh kKoMmMaHay I'panuubl W 3aauBka. [[ns
YCTAaHOBKU TOJIBKO (DOPMBI 0OpaMIICHHS TAONHUIIBI (SICHKU) MOXKHO BOC-
MOJIF30BaThCS KHONKOH BHelIHHe rpaHMubl HA TaHENN HHCTPYMEHTOB
®opMaTHPOBaHHUE.

Jis TOPU3OHTAJIBHOTO W BEPTUKAJILHOTO BHIPABHUBAHUS TEKCTa\B
sTYeHKax, YCTAHOBKH OOTEKaHWs TaOJHIBI BHEIIHUM TEKCTOM H JIQJOXKe-
HUS TaOJIUIBI OTHOCHTENHHO CTPAaHHUIB HEOOXOIUMO U3 MeHIO Tadumua
BbIOpaTh KoMaHIy CBoiicTBa TaGJMUbI U B MOSBUBLIEMCSH AUAIOTOBOM
OKHE YCTaHOBHTH HEOOXOIUMEIE TTapaMeTpEL.

J1st paboTeI ¢ TaOIUIIe UMeeTCsl CTIeaIbHas TAHEIb\AHCTPYMECHTOB
Tabnuie! 1 rpanunsl. Ha Helt umeercst nHcTpyMeHT Kapanaaim, KoTopslit
MO3BOJISIET JO0ABIATh JTUHUM CETKH (TPAHUIIBI)yByTabiuile U U3MEHSThH
UMeToIecs JINHUA. J{JIs TMHUN CeTKU MOYKHQ M3MCHSTH IIBET JIMHUH, THIT
JIUHUY, TONIIMHY JTUHUM. I ylaneHus JAHUNA CETKU HCIONb3YeTCs HH-
ctpymeHT JlacTuk. Ero ncnonezoBanuestakoe xe, kak 1 y Kapannama,
HO TOJBOAMTE KYPCOp K JIMHUH HAJIO 3BE3I0YKON Ha JIACTHKE.

N3meHeHHe MUPUHB CTOUOHMA (BBICOTH CTPOK). U3-
MEHUTh HMIMPHUHY JI000H SYeiKH, €TeI0I[a MOKHO HECKOIBKUMH CIIOCO0a-
MHU:

* MIOMECTUTh yKa3aTells-MBIIIM HA TPaHUIy sSUeiiku (crondma), a 3a<
TEM NEPEMECTUTD €0 B/HYKHYIO MO3UIUIO SKPAHa;

* IEPETANINTh MAPKEP CTONOIA HA THHEHKE;

* u3 MeHo TadJMua (KOHTEKCTHOrO MEHI0) BBIOpaTh KoMaHmy CBOii-
cTBa TalJIubI,

Jns m3MEHEHNs pa3Mepa Beel TaOIUIBl HEOOXOAUMO YCTaHOBUTH YKa-
3aTellb MBIIIY ‘Ha JIIOOYI0 SYEHKY TaONHIly M JOXKIATHCS TOSBICHUS Map-
Kepa U3MEHEHUs pa3MepoB TaONHIbI (B BHJIE MAJIEHBKOTO KBaJpaTHKA) B
HUKHEM [PaBOM YTy TaONMUIIBI M, Ha)XaB JIEBYIO KHOIKY MBI Ha Map-
KEPCy M3MEHUTH Pa3Mephl TaOJIHIIBL.

Co3ganne 3arojdoBKa TabOununbl . Yacto ObIBacT HEOOXOIHU-
MO MOMECTUTh B JOKYMEHT OYCHb OOJIBINYI0 TabIHIly, KOTOpas pa3Mmelna-
eTCsl Ha HeCKONIbKHX cTpaHuiiax. Word mo3Bossier aBToMaTiHyecku ayouiu-
pOBaTh 3aroJIOBKM TaOJMUIIBI HA KaXAOW cTpaHule. /g BbIOTHEHUS Ta-
KOI1 omepanuy HeoOX0ANMO:

* BBIJICIUTH CTPOKH TaOJIHIIBL, KOTOPEIE OYIYT CITYXKHUTH 3ar0JI0OBKOM;

* u3 MeHr0 Ta6/una BeIOpaTh KOMaHTy 3ar0J0BKH.

Jns ynaneHust 3aroioBKa TaOiIMIBI HEOOXOAUMO TMOBTOPUTH JAHHYIO
OIIepaLHIO.
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PaszOouBka Tabauusl. Maorna ObiBaeT HEOOXOAUMO BCTABUTE a0-
3al] MM 3ar0JIOBOK MEXIy CTpOKaMu Tabimibl. [Toxoxkas mpobieMa BO3-
HHUKAeT, KOTJa JOKYMEHT HAYMHACTCS MPSIMO C TAOJHIBL, @ TOTOM OKa3bl-
BaeTCs, 4TO Tepea TaONHIeil HyKHO BCTaBUTh KaKOW-TO TekcT. Jlis BbI-
MIOJTHEHUS JAHHOU OTepaliui Heo0X0IuMO:

* MOCTaBHUTH KypCOp B CTPOKY TaOIUIIBI HIKE TOTO MECTa, IJIe Haao
pa3outh Tabumity. Eciii TekCcT HYXKHO BCTaBUTH Iepei TadymIel, To 1mo-
MECTUTB KypCOp B TIEPBYIO CTPOKY TaOJIHUIIBL;

* u3 MeHto Tadamnua BeiOpaTh koMaHay Pa3ours Tadauny.

CoprupoBka Tabnun. g ymopsmoueHus maHHBIE B TaOIUIE
HEOOXOAUMO:

* BBIJICJIUTH KOO BCIO TaOIHILY, JINOO €€ YacTh B 3aBUCHMOCTH OT,TOLO,
YTO HEOOXOIUMO OTCOPTHPOBATE;

* u3 MeHIo Taéamua BeIOpath koMany COpTHPOBKA;

* B IMAJIOTOBOM OKHe B moiyie CHayaJjia mo BbIOpaTh MepBBIL-CTONIOEI]
(cTpoky), 1o KOTOPOMY HEOOXOJUMO OTCOPTHPOBATH TAOIHITY;

* BBHIOpPAaTh THII COPTUPYEMBIX NAHHBIX M YCTAaHQBHUTH -HAIIPABIICHHE
COPTHUPOBKH.

Ecnu B Tabnuiie ecTh 3aroioBOK, KOTOPHIN HE JOIDKEH Y4acTBOBATh B
coOpTHpOBKE, TO B rpymie CHHCOK YCTaHOBUTE IepeKiouaTens be3 eTpo-
KH 3aroJIOBKa.

4. Tloctpoenne guarpamm. Word mo3BojisieT co3aaBath Ha OCHOBE JIaH-
HBIX, COEPIKAIIMXCS B TabJuIle, OOMNbBINOe pasHOOOpasue auarpamm. s
MOCTPOCHUS THarpaMMBbI B IOKYMEHTE HEOOXO0AUMO:

* BBIJICJIUTH JIAHHBIC B TAOJUIIC, HA OCHOBE KOTOPBIX TpeOyeTcs ITo-
CTPOUTH JHATrPAMMY;

* u3 MeHIO BeraBka |BeiOpaTh komaHny PucyHok, a 3atem — dua-
rpamMma;

* 3aKpBITh OKHO TAGJMIA TaHHBIX WK IISIKHYTh MBIIIBIO 33 Mpele-
JaMH JTUarpaMMel.

Ilo ymomganuio Oyner co3maHa oObeMHas rucrorpamma. OmHAKO
MOJKHO BBIOPATh W APYrOM THIT AMAarpaMMbI. J{J1s 3Toro He0OX0aUMO:

* aKTMBU3UPOBATh AMAarpamMMmy, BBIIIOJIHUB Ha HEW JBOWHOM MIEITYOK
MBUITBIOIH U3 KOHTEKCTHOTO MEHIO BBIOpaTh Komanay Oonext Chart, a
3atem — Edit;

¢ BpIOpaTh KoMaHay Tunm aumarpammbl u3 MeHio /[marpamma (KoH-
TEKCTHOI'O MGHIO) HNJIN HAXKAThb COOTBeTCTBy}OH_[y}O KHOHKy Ha IMaHCJIN UH-
CTPYMEHTOB;

* B TIOSIBUBIIEMCSI JMAJIOTOBOM OKHE BBIOpaTh HEOOXOMUMBIN THIT TUa-
IrPaMMBI.

JobGaBneHue dJIeMEeHTOB B auarpammy. K gumarpamme
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MOJKHO JT00aBUTh Pa3InYHBIC JJIEMEHTHI: JICTCHIY, MOAMUCH TaHHBIX, 3a-
TOJIOBOK, JIMHUHU CETKH, UTO JIeJaeT e¢ JISTKO YUTaeMoi u 6ojiee nHpopma-
TUBHOM. J[J1s1 TOr0 HEOOXOAUMO:

* aKTUBU3UPOBATH THATPAMMY;

* u3 MeHI0 JlmarpaMma (KOHTEKCTHOTO MEHIO) BhIOpaTh komanay Ila-
paMeTphI THATPAMMBI;

* B IOSIBUBILIEMCS AHAJIOTOBOM OKHE PacKpBITh TPeOyeMyrO BKIAAKY U
YCTAaHOBUTH HEOOXOAUMBIE TAPaMETPHI.

Tarxke MOXHO BOCIIOJIB30BATHCSI COOTBETCTBYIOIIMME KHOIIKAMY  HA
MaHeaM WHCTPYMEHTOB, IMPEIBAPHTEIBHO BBIACINB HEOOXOTIUMBIH JTe-
MEHT JAHArPaMMBIL.

UcnonezoBanue ¢popmMyn B Tabnume. [nsy BeINOITHEHUS
MPOCTHIX apU(PMETHUECKUX OIEPAIMi W BBIYMCIEHHS MaTeMaTHUECKIX
BBIp@KEHUH MOJKHO HCIIONB30BaTh (GopMmyibl. B dopmynax MOXHO HC-
MOJIH30BAaTh 3aKJIAJIKU M a/Ipeca siYeeK TaOHIIbL.

Jus coznanust GopMyIIbl HEOOXOIMO:

— BBIZIEJINTE SYEHKY, B KOTOPYIO OyIeT IOMEIIeH Pe3yIIbTaT;

— B Merro Tabdauna Breidepute komanay, @opmy.ia,

— ecnn Word mpennaraer Henoaxonsinyto (opMyly, yaaauTe ee U3
nonst DopmyJia;

— B crucke BeraButh (yHkiinio Boidoepure Qynkuuoo. (Hampumep,
TSl CyMMHpPOBaHus 4ucen Boioepute SUM)

— JInst cCBUIKM Ha SYeHKH TaONHIBl BBeAUTE B (POPMYIY aapeca 3THUX
sTYeeK B CKOOKaX.

Ecnu BeigeneHHast ‘iuelika HAXOMUTCS B CAMOM HHU3Yy CTOJOIA 4YHUCed,
Word npennaraer’ gopmyny =SUM(ABOVE). Eciu BeieneHHas sueiika
HAXOIUTCS C TPABOIO Kpas cTpoku umcen, Word mpeanmaraer (opmyiy
=SUM(LEFT);, Tlpu sToM BaxHO, 4TOOBI BCE SMEHKM CBEpPXYy WJIH ClieBa
ObUIN 3aIOIHEHEI.

Hpyrre cChuTKH Ha staeiiku Tabnuis! umeror Bua Al, A2, B1, B2 u Tak
nanee, rie OykBa yKa3bpIBaeT Ha CTOJIOEII, a HOMEp MPEICTaBISIET CTPOKY.

CCcBIIKUM Ha OTAeNbHBIe suelku. UroObl cchuiaThecsl Ha
STICHKH B (hOpMyIIaxX, UCIIONB3YUTE 3aITYI0 B KAYECTBE Pa3ACIUTEINs CChI-
JIOK Ha OTAETbHbIE SUEHKH U ABOETOYME JISl pa3fesieHHs MEepBOU M IMO-
CIIETHEH sYeeK, ONpeeNIIoNuX auana3od. Hanmpumep, s cyMMUpoBa-
HUS conepxumoro staeek Al u B4 BBenute hopmyry =SUM(A1,B4).

B mone ®@opmar unciaa Beenute (opmar aus gucen. Hampumep, mist
oToOpakeHus uncel B BUae NporieHToB Beioepute 0,00%.

UrtoOBI OBICTPO IPOCYMMHUPOBATEH CTPOKY HIIH CTOJIOCI] YHCE, BEIIEIIH-
Te SYCiKy, B KOTOPYIO OyAET MOMEIAaThCS CyMMa, a 3aTeM HaKMUTE
KHOIIKY ABTOCYyMMa Ha I1aHEIU UHCTPYMEHTOB Ta0auubl M rpaHUIbI.

Juis u3menenus: popMyIibl HaJlO BHIJEIUTH €€, @ 3aT€M BBITIOJIHHUTh KO-

63


../../Ageenko/WORD/wohowPerformcalculationsinatable.htm
javascript:HelpPopup('wdtip9.hlp','IDH_wodefToolbar');

Manny Tabauma-®opmysa. B komanae 3a1aTh HOBbIE 3HAUYEHUS IS T10-
et u OK.
AHaJloruyHple JeHCTBUS HA0 BBIIOJHHUTH, YTOOBI OOHOBUTH 3HAYEHUS

hopmy.

Bonpocs! 111 caMOKOHTPOJIA.

1 Kaxkue neiicTBUS HEOOXOJUMO BBITIONHHUTH, YTOOBI CO3JaTh TAaOJIHILY,
JOOABHUTH M yOATUTH SYCHKY, CTPOKY WIJIH CTOJIOCI, OOBEIUHHUTE HITH
pa3ouTh suerky?

2 Kak popmatupoBaTh TabIUIy, N3MEHHUTH MIUPUHY CTOJIOIA WITH BBICO-

Ty CTPOKHU?

Kak co3maTh 3aroyioBok TaOIUIE?

Kak coptupoBats 1aHHBIE B TAOIHIIE?

Kaxkue neiicTBHs HY)>KHO BBITIOJIHHUTH JJIs TIOCTPOCHUS Ha QCHOBE Ta0-

JMYHBIX JaHHBIX JAArPAMMBI?

6 Kak ucronb3oBaTh GOPMYIIBI IS BBITOTHESHUS BHIYMCITEHUN HAT aH-
HBIMU TaOIHALBI?

g b~ w

JlabopaTopHas padora

L] e 16 : mprOOpeTEHNE HABBIKOB pabOTHI 10 CO3AaHnI0 Tadbmun B MS
Word.

3adauu:

— YMETh CO3aBaTh TaOJHIIBL;

— yMeTh T00ABIATh U YIATTD SeifKa, CTPOKH M CTOJOIIE;

— YMETb OOBEANHATH U pa30uBaTh SUCHKY;

— yMeTh POpPMaTHPOBAThH TAONHILY;

— YMETh YHOPSIOYNBATH JIEMEHTHI B TAOIHUIIE;

— YMETh CTPOUTD JUAIPAMMBI 10 TAOJHYHBIM TAHHBIM.

Xo00 pabomut

1. Odopmurts TabMILYy «[lepBHYHAS TPOIYKIHS PA3IUIHBIX SKOCUCTEM

3eMHOTO Iapa»'eo cieayrolei napopmaineii:

Tabnuya I”TlepBruHas NpOIYKIMS Pa3IMYHBIX 9KOCHCTEM 3€MHOT'0 IIapa

Okocucrema | |[Inomanp Beixoq ¢o- | IMpoaykums | OOmas  HpomyKuus
3aHATOM  MMO- | TOCHHTE3a CyX0ro opraHuye-
BEPXHOCTH CKOIT BEILIECTBA
3€MHOT0 Iapa

Jleca

Crenu

[Tamau

ITycTeiHn

AHTapkTHia

OxkeaH

Bcero
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2. Vcnionb3yst popMyIIbl, MOJICUNTATE CYMMBI B KQXKIOM CTOJOIIE.

Iepeodopmuts TabIUILy ClleTyONUM 00pa3oM:

— BOKPYT TaOJIUIIBI )KUPHAs PaMKa,

— CTONOLBI Pa3leNuTh TOHKOW BEPTHKAIBHOW JIMHUEH, CTPOKU pasie-
JIUTH TYHKTHPOM;

— MCIIOIB30BATh IS 0(OPMIICHHUS BETHOHM MIPH(T M [IBET IS IMHUHA.

Hanpumep, kak npousseneHo oGopmIiieHHE TaOIUIIHI 1.

3. Co3nath Tabnuiy «Pe3ynbpraTel 3UMHEH U JeTHEH ceccuity (TaGuuua
2) ¥ BBITIOJIHUTH:

— 0(hopMUTH TAOIUITY C UCTIOJIH30BAHHEM aBTOMATHUECKOTQ hopMaTH-
poBaHus TabJIMILL; CO3AalTE 3aroI0BOK TaOIHIIbL;

— IS CTIMCKA CTYJEHTOB (HE MEHEE 5) HCIOIh30BaTh ABTOMATHUYECKYTO
HyMEpAaIuIo;

— UCcTonb3yst GOpPMYJIbl, MOACUYUTATH CPEIHHIA OAJIIO 3UMHEH U JIeT-
HEH ceccusMm;

— IMIOCTPOUTD AUATPAMMBI CPETHIX OAJUIOB JUIS-KAXKOTO CTYICHTA.

Tabauya 2. Pe3ynbTaThl 3UMHEN U JIETHEH cecCuit

Ne d.N.0. 3uMHSAA cecCUst JleTHsis ceccust
1011 CTY/IEHTA

1 Dk3amen
2 Dk3aMeH
3 Dk3aMen
Cpennuii

1 Dk3ameH
2 DK3aMeH
3 DK3aMeH

Oait
Cpennwii

Oaiut

1 Cunopon

ANTOPUTMBI BBITIOTHEHHS 33JJaHHU TPUBOASTCSA B TEOPETUUECKUX CBE-
JNEHUSX.
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Tema 6
PABOTA C TPAOUYECKUMHU OB BEKTAMU
1 Co3zpnanue pucynkos 8 MS Word
2 dopmarupoBaHUE PUCYHKOB
3 PucoBanue cpencramu Word
4 PenaktupoBaHue rpapudeckux oobexkros Word

OcHOBHBIEC TeOpeTHYEeCKHEe CBeJeHUS
1. Co3nanne pucynxos B MS Word. Pucynku 8 MS Word cosnarorcs
CIIETYFOIIUMH CITIOCOOAMHU.

1 cnocob. JlobaBnenne pucynka u3 aina. st 3Toro Hcmoib3yercs
komanza BeraBka — Pucynok — M3 gaiina.

B pesymbraTe mMosIBUTCS OKHO JUIS BBIOOpa (aiia ¢ pucyHkom.-Babi-
OpaHHBI PHCYHOK BCTaBIACTCA B TEKYNIYIO MO3HINIO Kypcopa BBoma. C
3TUM CHOCOOOM BCTaBKU BO3MOXKHO (pOpMaTHpOBaHHE PUCYHKA HOUTH Kak
TEKCTa, T.e. MOXKHO 3aJ[aBaTh BBIPABHHBAHUE, Ipauueckre MapaMmeTpsl,
OTCTYIIBI U IIPOYEE.

2 cnocob. C nomomnsto 0ydepa oOMeHa. [y 5Tero 3amyckaercsi mpo-
rpaMma ¢ pucyHKoM (Hampumep, Paint). Beigensgeres pHCYHOK WM €ro
4acTh KHOMKOW W BbIMonHseM kKomauay IlpaBka — KomupoBarb. 3atem
nepexoauM B nporpammy Word u komanaa Ilpaska — BeraButs. B mipo-
rpamme Word moxHO ucmosbp30Bath koMaHny IpaBka — CrneuuajabHas
BCTaBKa, KOTOpas II03BOJIIET W3MEHUTh aBTOMATHUYECKHE MapaMeTpsl
BCTaBISIEMOTO N300paKEeHUSL.

3 cnoco6. BeraBka pUCYHKOB, '\KOTOPBIE MOKHO PEAaKTHPOBAThH MOCHE
BCTaBKU. Takoe pelakTUpoBaHHE, BOZMOXKHO, €CIM Ha KOMIIbIOTEpE ycTa-
HOBJIEHA COOTBETCTBYIOILIAs MporpamMma. [jis BCTaBKM UCHOJIb3YeTCs KO-
MaHga BeraBka — O0beKT, KOTOpasi UMeeT 2 BKIIAIKU:

1 Brinajgka Co3gadue NCIOIb3YETCs B T€X Cly4yasiX, KOrJa BCTaBIsIeMO-
ro pucyHka He cyuectsyer. C MOMOILIBIO KOMaHIbl BCTaBJISIETCS BHOBBb
co3maBaeMblii PHCYHOK. B okHe KOMaH/bI BHIOMpaeM THUI BCTaBJISIEMOTO
rpadudeckoro odbexra (Hampumep, Pucyrok Paint Brush) u Haxxumaercst
OK. B pesyubrare B okHe nporpammbl Word 3amyckaercst mporpamma st
CO3JIaHWSH pHCyHKa. UTOOBI 3aBEpIINTh BCTABKY WU 3aKPBITh IPOTPAMMY C
PUCYHKOM, HaJI0 UIETKHYTh B CBOOOIHOM MECTE BHE PHCYHKA.

2.Bkiajka Co3panue u3 (haiiaa NCTIONB3yeT TOTOBBINH PUCYHOK. B aTOM
Cilydae HaZo yKa3aTh UM (aiiina, coleprkaiiero rorosiii Pucynok. Ecim
WUMSI HEU3BECTHO, TO HaJ0 HaXaTh Ha KHONIKY O030p. B pesynbrare Oyzaer
OTKpPBITO OKHO JUIA Moucka (aiiina ¢ pucyHkom. s mocnemyronero pe-
JAKTUPOBAHMS TAaKUX PUCYHKOB JOCTATOYHO MPOU3BECTH JBOMHON Miein-
YOK Ha pHUCyHKe. B pesynbpTare 3amyckaeTcs COOTBETCTBYIOIIas rpadude-
CKasl IIporpamMma, B KOTOPOH OTKpbIBaeTcs (hailyl ¢ pUCYHKOM JJIsl pelak-
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THPOBAHUS.

4 cnoco6. BcraBka rOTOBBIX PHUCYHKOB. J[JIs1 3TOrO UCHOJB3YETCs KO-
Manga BeraBka — Pucynok — Kaprunkm. B pesynbrate OTKpbIBacTCs
OKHO JII BBIOOpA TOTOBBIX KapTHHOK. UTOOBI BCTABUThH BHIOPAHHBINA PUCY-
HOK, UCTIOJIb3yETCSI KOHTEKCTHOE MEHIO.

5 cnocob. BeraBka pucyHKa B paMKy. DTOT CHOCOO ITO3BOJISIET pa3Mme-
[IaTh PUCYHOK B IIPOU3BOJIBHOM MECTE CTpaHUIIBL. Takoii mpreM oco6eHHO
CYIIECTBEHEH ISl TEKCTa C KOJTOHKaMU.

UToOBl BCTAaBUTH PUCYHOK B PAMKY HEOOXOMMO:

e co3math pamKy komannoil BeraBka — Hagnmes. Kypcop, mpumsis-

IUH BHJ «IUTIOCA» +, TOABOJIUTCSL K MECTy Haudaja paMKd HaKNMaeTCs
JIeBasi KHOIIKA W pacTATUBacTcs. B pe3ynbraTe mosBUTCA, pamMka, BHYTPH
KOTOpOI Oy/IeT YCTaHOBJICH Kypcop.

* BBINTOJIHUTh BCTaBKYy PHUCYHKa JIOOBIM CIOCOOOM. \PHcyHOK Oyzmer
BCTAaBJIEH BHYTPb paMKH. PUCYHOK pacTsHETCs Mo IMHUPUHE paMKH, a BBICO-
Ta paMKH OyJeT U3MEHEHa B COOTBETCTBHH C MPOMOPIUAMH PHCYHKa. Jla-
Jiee paMKy ¢ pUCYHKOM MOYHO TIepETaCKHBATH'B JTF000E MECTO.

3ameuanue. [lpu 5mom HyI’HCHO CMOMPEMb\UMOoObl 8blOeNeHa OblIa UMEH-
Ho pamka. Bvioenennas pamka obnadaemxapaxrmeprou wmpuxoeKou.

2. ®opMaTHpPOBaHHe PUCYHKOBABbBIIeneHne pucyHKoOB. Brige-
JISI€TCSL PUCYHOK OJHUM LIETYKOM. B'pesysbTare NOJIKHBI IOSIBUTHCS Map-
Kepbl: 4 IO yriiaM U Mo OJHOMY Ha cepeAuHe Kaxaod ctopoHsl. Ilocne
MOJIBEJICHUS Kypcopa K MAapKepy, Kypcop IPUHUMAET BUJL IBYXCTOPOHHEN
crpenku. Haxaruem JIeBOHM KHONKM MBIIIM PACTATMBAEM MM CKUMAaeM
PHUCYHOK.

[MTepememenue. [TonBoaum Kypcop B o0sacTh pucynka. Kypcop

JIOJIKEH MPUHATH BUJI KPECTHKA C CTPEIKaMU ‘%' . Haxxumaercs neBas
KHOTIKA MBIIII'H [TEPETACKUBAETCSI PUCYHOK B HY)KHOE MECTO B TEKCTE.

3amMeuanns. 1. Hosoe mecmononodicenue pucynka moxcem omoopa-
2HcaMves 8 8ude NYHKMUPHOU PAMKU.

2\ Ecau nepemackusams ¢ naxcamoii knasuweii Ctrl, pucynox 6yoem cxo-
NUPOBAH.

Mo>xHO KONMPOBATh U TIepeMeIaTh PUCYHKH C TOMOIIIBI0 Oydepa.

N3mMeHeHne mapaMeTpoB pHCYHKa. /I aTOro BBLIETUTH
pucyHOK 1 KoMaHAa @opmart — PucyHok nim komanna dopmar pucyH-
Ka B KOHTEKCTHOM MEHIO.

Komanna nmeer 6 BKIagoK, U3 HUX K PUCYHKaM OTHOCSTCS 4 cleayro-
UX:

1. Paszmep — TIO3BOJISIET U3MEHATH pa3Mep PHUCYHKA, NMPUYEM MOKHO
HU3MEHATH pa3Mep B caHTHUMeTpax uinu B %. Ecnu npu m3aMeHeHuu pasme-
POB HAJIO COXPAaHUTh MPOMOPIMH, HAJAO YCTAHOBUTH COOTBETCTBYIOLIUHN
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¢naxxox CoXpaHUTH MPONOPUUH.

2. lfgema u nunuu, B KOTOPOW 3amacTcs 3aiuBKa ()OHA PHCYHKA H
Hanmuuue B Hell 00Boaku. DOH MEHSIETCsl TOJNIBKO JJIS PUCYHKOB Ha IPO-
3payHoM (oHE.

3. Ilonoscenue — 3a1aeT pa3MELICHUE PUCYHKOB B TEKCTE U €TO BbIPaB-
HuBaHKe. [l 3TOro HaJo IENKHYTh Ha HyKHOM BapHaHTe.

4. PucyHok, B KOTOpPOHW 3allaeTcs: pa3Mep MoJieil o0pe3KH; spKOCTh U
KOHTPAcTHOCTb; LiBeT. Eciu B criucke LBet BoiOpaTh Bapuant Ioasnoxkka,
TO LBET PUCYHKa CTaHeT OJIEKJIbIM, M IOBEPX HEro XOpOIIO YHUTaeTCs
TEKCT. DTOT BapHaHT UCIIONIB3YETCS IS CO3AaHus (poHA JOKYMEHTA.

N3MeHeHNEe OTHOCHUTEIBHOTO pPAaCHOJOXEHHUS pPH-
CyHKa. MOXHO HM3MEHSTH PACIONOKECHUE PUCYHKOB U TpaprueCRUX
00BEKTOB IPYT OTHOCHTENBHO JpYyTa, €CIIM OHM HAKJIaIBIBAIOTCS, APYL-Ha
npyra. st aToro ucmons3yeTcs KoMaHaa KoHTeKcTHoro MeHi Tlopsiaok.
B 3TOM ke MEHIO MOKHO U3MEHSTh OTHOCUTEIILHOE PACIIONOKEHUE TEKCTa
U pUCYHKA.

3. PucoBanne cpexcrBamu Word. s pucosanms| cpeacteamu Word
UCIIONIB3YETCsl CIelualbHasl aHenb HHCTPYMEHTOB/ PHcOBaHMe, Ha KOTO-
POii PacIonoKEHB! CIIEYOMNe KHOIKH:

1) xkHoOmKa [lelicTBUA CONECPIKUT MEHIO AJIsk pAOOTHI C PUCYHKAMU;

2) xHomKa BbIOOpP CIyXUT JUId BhIAEAEHUS HECKOJIBKUX Tpadudaeckux
00BEKTOB;

3) kHOIIKa & CIIY)KHT JUISI TIOBOPOTA BBIACICHHBIX TpapuuecKuX 00b-
€KTOB.

Js co3maHus pasIHuYHBIX TPapUUIECKUX OOBEKTOB CITYy)KAT KHOIKU:
HA0OpP CIIOXKHBIX 3JIEMEHTOB; JIMHHUU TPSIMBIC; CTPEIKH (110 YMOJIYaHHIO
OpeUIaraeTcsl OfHa CTPeJKa B KOHIIE); MPSIMOYTOJLHUKH; SIUIHAICHL, CO-
3MaHue Haanucy (PaAMKH TSl BBOJA TEKCTA U/WiK 00ABJICHHS PUCYHKA).

Pabota ¢ ‘Hanmnmucsamu. JlroOyro 3aMKHYTYIO (GUTYpYy MOKHO
MPEBPaATUTh B, HAAMNKCH. J[J151 3TOTO B KOHTEKCTHOM MEHIO 33J]aeTCs KOMaH-
na JlodaBuTh TekcT. [ Haamucu uMeeTcsl CHEIUANIbHBIN HapamMmeTp:
pPacCTOSIHME MEXTy TeKCTOM U pamkoi. OH u3MeHseTcs koMaHao Pop-
mart — Hapnuck Ha Bknagke Haanuce.

B 3roit ke xomaHzae Ha Bkiaake LBera m JIMHMM MOXHO yOpaTh JiH-
Huto paMkH. Jlst atoro BeioupaeM, Het JIMHUMIA B 1TOJIE JIMHUHY.

B a0t BriTajgKe MOXKHO 3a1aBaTh (OH /IS HAJMUCH, IPUYEM B Kade-
cTBe, (hoHa MOXeT ObITh UCMONb30BaH PucyHok. Jlyis atoro B mone 3a-
JIMBKA — IIBET HA710 BEIOpaTh Croco0bl 3aTUBKH.

UroObl B KadecTBe (DOHA HCIIOJIb30BATh PHCYHOK, TPeOyeTCs BKIIAIKa
Pucynox. Ha Bxilagke HakaThe Ha KHOIKY PHCYHOK BbI3bIBacT HOsBIIE-
HHUE OKHA JIJIs BBIOOpa (haiiia ¢ pUCYHKOM.
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4. PenakrupoBanue rpapuueckux oobexroB Word. [list 5Toro Beiaesns-
eTcs 0OBEKT U Ha aHenu PucoBaHue 3a1a10Tcs CIENYONIIE TapaMeTphbL:

* [[BET 3aJIMBKH, JIMHUHU 3aJIUBKH U MpUPTa;

* TOJIIMHA JIMHUH, TUII IITPUXA U TUI CTPEIIKH;

3ameuanme. Eciu cozoaemcs obvexm Jluums, mo, 3a0aé napamemp Tum
CTPEJIKH, OH npespawaemcst 8 00vexm CTpeska.

* TE€Hb, €€ HaJIM4Ke U KyJa OHA [1a/1aeT;

* 00BEM.

Menio g paboTel ¢ pucyHkamu JleficTBHe MpeaocTaBiseT BO3MOX-
HOCTHU I'pyNIIUPOBaTh, Pa3rpynIupoBaTh, IEPErpynnupoBaTh, JPUBIA3aTh K
CETKe, BEIPOBHATH, PACHIPEACITHUTE TIOBEPHYTH U OTPA3UTh OOBEKTHI

I'pynnupoexa 1o3BonsIeT 00BEAUHATh HECKONBKO Ipapideckux 00beK-
TOB B eIMHOE IIeJ0e. DTO YAOOHO Ui NepeMelieHusy KONHPOBAHUs, 13-
MEHEHHUS Pa3MepoB U T.N. YTOOBI CrpyNIUpPOBaTh, BEIIEISACTCS HECKOIBKO
O00BEKTOB HHCTPYMEHTOM «BBIOOP», a 3aTEM yBbINOIHICTCS KOMaHJA
I'pynnuposars.

OcymecTBUTh M3MEHEHHE MOPSIIKA PACIIOIOKEHISI 0OBEKTa TTO3BOJISET
komanaa Ilopsimok. AnamoruvHo pabotaet KomaHna Ilopsiiok u3 KoH-
TEKCTHOTO MEHIO.

[IpuBsizka K ceTke MO3BOJAET OONESYTOUYHO BHIPABHUBATH OOBEKTHL. B
9TOM CiIydae MpH MepeMeIeHHN | 0OBEKTH CMEIAIOTC (PUKCHPOBAHHBIMU
mraraMu. [Ins 3a1aHus HapaMeTpoB CETKH UCTIoNb3yeTcs komanaa Cerka.

Komanna BpIpOBHATEBBIPABHUBACT OOBEKTHI JAPYT OTHOCHUTEIHHO
JIpyra Wid OTHOCUTEINIBHO, 3a/laHHOoM rpanuiel. Komanga Pacnpeneauts
PaBHOMEPHO pacrojiardeT 0ObEKTHI 10 TOPU30HTAIN M 10 BEPTUKAIIH.

Komanapsr IIoRepHYTH U OTPa3sUTh NOBOPAYMBAIOT OOBEKTHI U BO3-
BpAILAlOT UX B UCXQIHOE MOJOKEHHE.

Bonpocel uist caMOKOHTPOJIS
1 Kakum#r'criocobaMu MOKHO co37aTh pucyHoK B B MS Word?
2 _Kak BbIICTUTH PUCYHOK, MEPEMECTUTHh €ro, U3MEHUTH €ro mapamer-

3, ~“Kakwue BosmoxxHocTH prcoBanus B Word CymecTByroT?
4 Kaxk no6aBuTh HAAMKUCH B PUCYHOK?
5 Kak BO3MOXHOCTH PElaKTHPOBAHHS PHCYHKOB cyiiecTByioT B Word ?

JlaGopaTtopHas padoTa
Il e v : mproGpeTeHre HAaBBIKOB prcoBanus B MS Word.
3adauu:
— YMETb CO3/1aBaTh PUCYHOK;
— yMETh HCIONB30BaTh B TeKcTe uMerornuecs: B Word prcyHkw;
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— yMeTh POpMaTHPOBATh

— ymeThb pucoBath cpeacrteamu Word;

— YMETh pPeIaKTUPOBATh PUCYHKH.

Xo00 pabomul

1. BcraBuTh pUCYHOK B TaOJIHILy.

2. BcTaBuTh PUCYHOK B TEKCT C KOJIOHKaMH.

3. BcraBuTh KapTHHKY, 331aTh s Hee (JOH U OOBOJIKY.

4. BeraBuTh PUCYHOK U 3al1aTh MapaMeTphl, YTOOBI UCIIOIB30BATh PU-
CYHOK B KauecTse (hoHa.

5. BcraBuTh pHCYHOK, KOTOPBIM MOKHO PEJaKTHPOBAThH IIOCTE BCTaB-
KH.

6. OdopmuTh 3arojoBOK TaONWIBI B BUAC HAINMUACH HIU OOBCKTa
WordArt.

7. HapucoBath cxemy, kak noOpaTbcs Kyna-nubo. [Ipu mocTpocHum
CXEMBI UCIIOIb30BaTh aBTOQUTYPHI C T00ABICHHBIM TEKCTOM.

8. HapucoBaHHyr0 cXeMy CrpyIITUPOBATh B €AWHBII OOBEKT.

9. Co3naTh Mo3apaBlieHIE C MTPa3IHUKOM: JIFo0as 3aMKHyTas (urypa, B
KadecTBe (POHA — PHCYHOK, OBEPX PUCYHKA — TEKCT.

10. Co3path NpUITaCHTENBHBIA JIUCT Ha KOH(EPEHIMIO, BBICTAaBKY,
IeHb POXKIOCHUS M T.O., TNOO cO37aTh OOJOXKKY )KypHana, rasersl. [lpu
BBITIOJIHEHUH TIPUTIIACUTEIBHOTO JIUCTAa UCHONB30BaTh CIEIYIOIIUe (YyHK-
1M rpaduyeckoro npoueccopa Word:

— MacmTaOUPOBaHUE U PEIAKTUPOBAHHE IPaPUICCKUX 00BEKTOB;

— BcTaBKa 00bekTOB WordArt;

— BCTaBKa HAJNUCH, aBTOGUPYPBI, APYTUX F€OMETPUUIECCKUX QUTYD;

— co3llaHue OYKBHIIBI;

— IepeMeIeHne Mo CTPAaHUIE PUCYHKOB U HaIIIHCEH.

AHFOPI/ITM BBIIIOJIHEHH ST\ BCEX SaZ[aHI/Iﬁ MPUBOAUTCA B TCOPETUUYCCKUX
CBEJICHIISIX.
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Tema 7
PABOTA B MS WORD C BOJbIINMHU TOKYMEHTAMUA
1. Ucnonp3oBanue cTuiiel it (opMaTHPOBAHUS JOKYMEHTA
2. 3akinagKy, CHOCKH, OTJIABJICHHE, BCTABKA Pa3phIBOB
3. 111ab10HBI JOKYMEHTOB.
4. CtpyKTypa JOKyMEHTAa.

OcHOBHBIE TeOpeTHYEeCKHE CBeTeHHS
1. Ucnoab3oBanne cTuiieli st (popMaTUpOBaHus JOKyMeHTa. CTHb
OTIpeeNsieT BHEIIHNI BU TOKYMEHTA: PACHOI0KEHHE TeKCTa Ha, CTPAHMU-
e, popmy ab3amna, mpudT W BET CUMBOJIOB U JTMHHM, 0OpaMACGHUS s
BBIJIEJICHUsI HEKOTOPBIX MECT B JIOKYMEHTE, T. €. 3TO HaOOop TapaMeTpoB
(opMaTHPOBaHUA, KOTOPHIH HPUMEHSIOT K TEKCTy JQKYMEHTa, YTOOBI
OBICTPO M3MEHUTH €T0 BHEITHHUIN BH.

B nporpamme Word cmure — 310 HabG0op (OpMATHPYIOIINX KOMAaHII,
COXpaHSEeMBIX TOJl CBOMM HMMEHEM MIJISi MHOTOKPATHOTO HCIIOIb30BAaHHUSL.
CTHu MO3BOJSIOT ¢ TOMOIIBIO OJHOTO AEHCTBUSFIPUMEHUTH CPa3y BCIO
rpynny arpu0yToB (opMaTHpOBaHUs K TeKeTy.\Bce TekcThl, GpopmaTupo-
BaHHBIE C TIOMOILBIO OJHOTO U TOTO )K€ CTHIISl, IMEIOT B TOYHOCTH COBIIa-
Jarorme GopMaTHPOBAHUSI.

IIpumenenune cTaHmapTHBIX cTtuaei. Word Brmouaer
OO0JIBIIIOE YHCIIO CTAHJAPTHBIX CTHiIeH. 1 OBICTPOro MPUMEHEHUs CTaH-
JTApTHBIX CTHIICH HEOOXOIMMO:

* YCTaHOBHUTH KypCOp B-MECTO Hadalla HOBOTO CTHIISA, JINOO BBIACIHTH
TekcT win abzampl. s\ dopmaTupoBanus onHOTO ad3ama JOCTAaTOYHO
YCTaHOBUTH Kypcop B JTF000e MecTo 3Toro abd3arna;

* pacKpBITh COHCORCTHIIb HA MTAaHETN HHCTPYMEHTOB dopMar;

* BEIOpPATh HEOOXOIUMBII CTHUIIb.

N3Men€Hne cTaHgapTHBX cTuiaei. CraHmapTHBIE CTHIH
MOJKHO JIETKO M3MEHHTE. 111 I3MEHEHUS CTUIIT HEOOX0IUMO:

* u3'McHIO @opmar BbIOpaTh kKoMaHay CTHIN U opMATUPOBAHUE;

® YCTAHOBUTL YKa3aTCJib MBI Ha HeO6XO,Z[I/IMI>II>‘I CTUJIb U3 CIIMCKa
cTmleil Ha TMaHeNnW 337a4 W U3 KOHTEKCTHOTO MEHIO BBIOpaTh KOMaHIy
HU3MeHuTH CTHIIB,

* B JMajoropoM okHe M3MeHeHHe CTHJIA C MOMOIIBIO KHONKH Dop-
MaT yCTaHOBUTH HEOOXOUMBIE ITapaMeTphI.

Co3naHme HOBBIX cTHiel. JJISI co3maHHs HOBOTO CTHIIA
HEOOXOMMO BBITIOTHUTD CICAYIONTNE NEHCTBUS:

* n3 MeHio @opmar BoIOpaTh KoManny Ctuiu u ¢popmMaTupoBanme;

* Ha ITaHEJIW 3a71a4 HaXkaTh KHONKY Co3/1aTh CTHIIb,

* B auanoroBoM okHe Co3nanue cTuis B none FimMs BBecTH Ha3BaHHe
CO371aBaEMOTO CTHJIS;
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* B mosie OCHOBaH HA CTHJIE BBIOPATh CTHIIb, HA OCHOBE KOTOPOI'O CO-
37a€TCsl HOBBI;

* B nosie CTUJIb cjieaywomero aé3ana BeIOpaTh CTUIIb, KOTOPBIA aBTO-
MaTHYECKH OyIeT MPUMEHSTHCS K TEKCTY ClIeAyroIIero ad3ara;

* C IOMOIIBI0 KHONKK POpMAT YCTaHOBUTHh HEOOXOUMBIE TApaMETPhI
C03/1aBa€MOI0 CTHUJIA.

2. 3ak1aaKH, CHOCKH, OIJIaBJIeHUE, HCTABKA Pa3pbIBOB. 3aKJa/IKa — 3TO
HEKOTOPBII AIIEMEHT TOKYMEHTa, KOTOPOMY JaHO MMA. TakuM 3J€MEHTOM
MOYET OBITh YaCTh JOKYMEHTa, rpadiKa WIH IPOCTO MECTO B JOKYMEHTE.
Wms 3akiaiku JOIDKHO HAYMHATHCS C OYKBHI M HE CONEPIKaTh MPOOEToB!
3axiagKu OOBIYHO MPUMEHSIOTCA IJis OBICTPOTO MepeMelleHus: K Tpedye-
MOMY MECTY B JIOKyMEHTE.

Juist co3manus 3axiaoky HyKHO:

* YCTAaHOBUTH KypCcOp B ME€CTO (DOPMUPOBAHUS 3aKJIaIKU WM BBIICITUTh
TEKCT WU TpaduKy;

* 13 MeHI0 BeTaBka BEIOpaTh KOMaHIy 3aKJaaaKas

* B mosie M# 3aKkJIaIku BBECTH MMsI 3aKJIAJIKU U | Ha)KaTh Ha KHOTKY
Jlo6aBuUTE.

[lepexon kK Hy>)KHOU 3aKITaAKE OCYIIECTBISIETCS CHOCO0aMU:

1-1 cnoco6: V3 meHro BeraBka BeIOpaTh KoMaHTy 3aK/aaka, 3aTeM —
uMs TpeOyeMoil 3akagku 1 HaxkaTb KHONKY IlepeiiTh.

2-11 cnoco6: W3 menro IpaBka BeiOpaTh koManay IlepeiiTu, morom —
00BeKT mepexona 3akjaaaka u B none, BBemure ums 3akiaaaku BHIOpaTh
TpeOyeMyro 3aKJIaJIKy 1 HaxkaTh KHONKY IlepeliTu.

CHOCKa TPEICTAaBISET ,3TO “IOTIOJHUTEIBHBIA TEKCT, MOMEIIAeMBbIH
BHU3Y CTPaHHIBI OTACIBHO,O0T ‘OCHOBHOTO TeKCTa. OHA CITY>KUT LIS BKITIO-
YeHUs B JIOKYMEHT OOBsACHEHHH M KOMMEHTapueB. Pa3nuyaroT JBa BUIa
CHOCOK — OOBIYHBIC ¥ KOHIeBbIe. OOBIYHAs CHOCKA PACIIONAracTCs BHU3Y
CTPaHMIIBI, a KOHIIEBAS “ B KOHIIE pa3/ieNe Wi JOKYMEHTA.

Jist co3pannis CHocku HEOOXOIUMO:

* YCTAaHQBUTH Kypcop Mocje TeKCTa, KOTOPBIA TOMKEH OBITh OTMEUYEH
CHOCKOH;

* 13 MeHio BeraBka BriOpats komanay CHoOcKa, a 3aTeM YCTaHOBHTH
TpeOyeMBle mapaMeTpsl;

*.BBECTU TEKCT CHOCKH.

Js ynaneHust CHOCKHM B TEKCTE HEOOXOIUMO BBIIETUTH CHMBOJ CHOC-
KU U YOAJIUTB €Iro.

OrnaBjeHUe — 3TO CIIHUCOK 3ar0JIOBKOB JOKYMEHTa BMECTE C HOMEpaMu
CTpaHUI], Ha KOTOPBIX OHU pacnoyiokeHbl. OriaBieHre MOXHO HCIOJIb30-
BaTh JIJISl TIPOCMOTPa BCEX TeM JIOKYMEHTa, a TaKkKe Ui OBICTPOro mepe-
X0Jla K HY>)KHOMY pa3Jieny TOKyMEeHTa.
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OrnaBieHrne MOKHO CO37aTh HCIIONB3YS BCTPOCHHBIE CTHIIM 3ar0JIOB-
KOB WJIA C MOMOUIbIO CIIEUAbHBIX KOJOB MMoJiei ero anemeHToB. Co3na-
BaTh OTJIABJICHUS C MOMOILBIO BCTPOSHHBIX CTHJIEH ropasfo mpoiie. s
9TOTO 3arojIOBKH JOKYMEHTA JOJDKHBEI OBITH OT(POPMATHPOBAHBI BCTPOCH-
HBIMH CTHIISIMU '3arosioBokl'..."3aronoBok9'.

Juia co3nanus oenagnenus U3 3arojIoBKOB HEOOXOAMMO:

* IIOMECTHUTH Kypcop B TO MECTO JOKYMEHTA, A€ JOJDKHO pacIioyiaraTh-
Csl OTJIaBJICHUE;

* u3 MeHo BeraBka BriOpaTh koManny Ceblika, a 3ateM — OriiapJie-
HHUe 1 yKa3aTenn M PacKpeITh BKIaIKy OrJiaBienne;

* B miosie PopMaThl BBIOpaTh OJUH M3 CTHJICH O(opMIICHUS OrIaBie-
HUS;

* B moJic YPOBHH yKa3aTh HEOOXOAUMOE KOJMYECTBO YPOBHEW 3aro-
JIOBKOB, BKITIOYaEMBIX B OTJIABIICHUE;

* JUIsl IPUCYTCTBUSL HOMEPOB CTPAHUI] B OIJIaBJICHUU.YCTaHOBUTH (hra-
ok Iloka3aTh HOMepa cTpaHMIL;

* B moje 3amoJIHHUTeNb yKa3aTh CTHIIb, 3aWOIHCHUS MpPOCTPaHCTBa
MEX]y 3ar0JIOBKOM U HOMEPOM CTPaHUIIBI B\OIIaBJICHUU.

[Tocne BHeceHHsI B JOKYMEHT M3MEHEHHMH MOTYT MU3MEHHUTHCS HOMEpa
CTpaHHI] M 3arojlOBKA IOKyMEHTa,{ HOITOMY HEO0OX0AnMO OOHOBHUTH
OTJIaBIICHHE.

Jlist TOro 4YTo0BI OOHOBUTH OTTIABIICHHE, HAJO:

* BBI3BAaTh KOHTEKCTHOE MCHIO HA OTJIABJICHUHM M BBIOPATh KOMaHIY
OOHOBHTH I10JIE,;

* eClli B JIOKYMEHTE ‘HE MEHSJINCHh 3aroJIOBKH, TO YCTAaHOBUTH Tepe-
KimovaTeTs OOHOBUTH ‘\TOJIBKO HOMEPAa CTPAHUI, B MPOTHBHOM CIyJae
YCTaHOBUTD IepexitoyaTeb OOGHOBUTDH LEJTHMKOM.

3ameuanue: Qcnasnenue yenecooopazHo co3z0aeamsv Ha PAHHUX CMAOUSX
pabomoel. Ee0 nanuuue nozeonsiem Ovlcmpo nepeumu K HYJICHOMY Mecmy 8
OOKyMEHme. ﬂﬂfl 2M020 00CMAamoyHoO WelKHyms Ha Homepe CMmpAaHuybvl 6
0271A6JIEHUU.

BieraBka pa3psiBoB. [Ipy 3anoNHEHNN CTPAHUIBI TEKCTOM FUTH
pucyakamu Microsoft Word aBromaTnuecku BCTaBISIET MSTKHH pa3phiB
CTPAHUIBl U HAYMHAET HOBYIO CTpaHMIly. MOKHO pa3opBaTh CTpPAaHULY B
HOPOM3BOJIBHOM MECTE OKYMEHTA, €CIIM BCTABHUTH MPHUHYAUTECIBHBIA pa3-
PBIB CTpaHUIbl. TEKCT, KOTOPBIM ClIeayeT 32 NPUHYIUTEIBHBIM Pa3pblBOM
CTpaHMIIBI, BCETIa HAYMHACTCS C BEpPXy CIeAylomei cTpaHuilpl. B oObru-
HOM DPEXHME MIPOCMOTPa MATKHU pa3pblB CTPAHHIBI BBITTSAUT KaK MyHK-
TUpHAs JIMHUSA MONEPEK CTPAHULIBI, B PEXUME PA3METKHA CTPAHHUIIBI OH HE
otoOpaxaetcs. [IpuHyIUTENbHBIE Pa3PBIBEI CTPAHUI] B OOBIYHOM PEXUME
MPOCMOTpPa OTOOPAXKAFOTCS B BHJC IMyHKTUPHBIX JHHUH co cioBamu Pa3-
PBIB cTpaHUOBI. B pexkuMme pasMeTKH CTpaHWIBI MPUHYAUTCIBHBIN pa3-
PBIB OTOOpaXKaeTcsi, €CIM BKIIFOYECH PEXUM OTOOpaKEeHHs HEledaTaeMbIX
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CHUMBOJIOB. 1 TPUHYIWTENBHON pPa3OMBKH JOKyMEHTa Ha CTPaHHUIIBI
HEOOXO01MO:

* IOMECTHUTB KypcOp B MECTO, I'ie¢ HEOOXOAUMO BCTABUTh Pa3phIB CTpa-
HULIBL;

* U3 MeHI0 BeraBka BeIOpaTh KoMaHAy Pa3pbIB U yCTaHOBUTH Iepe-
wirouyares> HoByro cTpanuny wid Haxats kinauiiu <Ctrl> + <Enter>.

Word npenocraBiisier BO3MOKHOCTD Pa3AeiuTh JOKYMEHT Ha Pa3/iesbl.
Pa3pmen — 3To yacTh TOKyMeHTa, MMeroIIas 3aJaHHbIe apameTps! hopma-
TUPOBAHUS CTpaHUL. Pa3zensl 0cOOEHHO MOJIE3HBI IPU CO3AAHUM JOKY-
MEHTOB, COCTOAILIMX W3 OTHEJIbHBIX IJaB. Pa3mensl MO3BOJAIOT HayaTh
Ka)KAyH0 IJIaBy C HOBOM CTpaHUIbl, U3BMEHUTh HYMEPALUIO CTPOK, YUCIO
CTOJIOLIOB HA CTPaHHULIE U KOJOHTUTYINBL. 10 yMOT4aHUIO HOBBIHM JOKYMEHT
HUMEET TOJIBKO OAMH Pa3le.

[ BcTaBKHM pa3pbiBa pasesia HeoOXO0IIMO:

* IOMECTUTBH Kypcop B TO MECTO JOKYMEHTa, TJ€ N0JDKEH HayaTbcs HO-
BBI1 pa3zedn;

* 3 MeHI0 BeraBka BEIOpaTh KOMaHay Pa3pbiB;

* B IMAJIOTOBOM MEHIO BBIOPATh MECTOPACIIONIOKEHNE HOBOT'O pa3fiea.

Kaxnplii pasnen B JOKyMEHTE MOXKET HMETh COOCTBEHHBIE KOJIOHTHUTY-
76l J{1st Toro 4TOOBI CO3AaTh MM pa3nera KOJIOHTUTYI, OTIHYArOLIHACS
OT IPEABIIYIIEro pa3aena, He00X0AUMO:

* [IEPEUTHU B 3TOT pa3zaed;

* n3 MeHio Buj BeiOpats koManay KOToHTHTY B

* OTMEHHUTh CBSA3b KOJOHTHUTYMA- 3TOTO pa3liela C KOJOHTUTYJIOM
IIpebIIYLIEro pa3zaeia, Haxas kHonKy Kak B npeabiaymem;

* cO37aTh HOBBIN KOJIOHTUTYI:

3. Il1a6Jsi0HbI 1OKYMeHTOB, 111ab0HbI peHa3HAaYEeHB! A1 aBTOMATH3a-
IIUH CO3JAHMS CTAaHNAPTHBIX HOKYMeHTOB. OHH MPENCTaBISAIOT CO00H 10-
KYMEHTBI, COJICPKAIHUES TEKCT, PUCYHKH, JUATPAMMBI, TIOJIS JJIs 3aIoJHe-
HUSL, GOpMaTUPOBAHAE U T. . THIMYHBIM HNPUMEPOM IIa0JIOHA SBISIETCS
JIOBEPEHHOCTh,\aHKETA, CUET U M.

Word Colep>kUT MHOTO CTaHAAPTHBIX BCTPOEHHBIX MA0IIOHOB, KOTO-
pble MOXKXHO*HCIIOJIB30BATh HpI/I CO3JaHNN TUIINYHBIX )IOKyMeHTOB.

Jst-co3manns TOKyMeHTa 1o mabiioHy He0OX0MMO:

*u3 MeHio Daiin BeiOpaTh KoMaHy Co31aTh;

¢ B oOnactu 3amau Co3ganue JOKyMeHTa BbiOpaTh B rpymme Co3na-
HHe ¢ MOMOIIBIO adJIoHA cChUIKY O01IHe MadJI0HbI;

* B MOsIBUBIIEMCS] AuagoroBoM okHe LIIa@aoHBI pacKpwITh HYKHYIO
BKJIQJIKy ¥ BBIOpATh HEOOXOJMMBIH MAOIOH JJIs CO3aHMs JOKYMEHTA.

MOXHO cO371aTh HOBBIM IMAOJOH HA OCHOBE YXKE CYIIECTBYIOIIETO
nabiioHa Wik JoKyMeHTa. [l co3manust HOBOTO I1a0JIOHa HYXHO:
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* 13 MeHI0 @aiij BeIOpaTh komanay Co3aaTh;

* B obsactu 3amay Co3naHue AoKyMeHTa BbOpath B rpynne Cospa-
HHe ¢ IOMOIbI0 a0/10Ha cchUIKy O01mue madI0HbI;

* B mosiBEBIIEMCs tuanoroBoM okHe 1IadaoHbI BEIOpaTh mepeKioda-
tenb abJioH;

* Ha BKiaake O0mue BoIOpaTh madnoH HoBblii JOKyMeHT.

* CO311aTh HOBBIH MA0JIOH TOKYMEHTA.

3ameuanne. MooicHo 10601 Cywecmeyrowutl 0OKYMEHM UCHOIb306aNIb

Kak wabnon. /[na 3mozo Heobxo0uMo cOXpanumes OOKYMeHM KaK WabIoH U3
mento Dailsl BEIOpaTs komandy COXpaHUTDb KaK, YKA3aMb UM WUAOIOHANU 8
nozae Tun aiiaa eviopams 1112600 TOKyMeHTA.
4. CTpykrypa goxkyMeHTa. CTpyKTypa JOKYMEHTa — 3TO,CHELMANIBHOE
IpeCTaBICHUE JOKYMEHTA, MTOKA3bIBAIOIIEE €ro CTPYKTYPY+.3ar0JIOBKU B
PEXUME CTPYKTYPBI CHAOXKAIOTCS OTCTYIIAMH, HATJISITHO-TIOKA3bIBAOLITIMU
YPOBEHb X BIJIOXXEHHOCTH B JOKyMEHTe. B pexxume ‘CIPyKTypBl MOXHO
JIETKO TPOCMATPUBATh CTPYKTYPY BCEro JOKYMEHTA, U3MEHSTh YPOBEHb
BJIO)KEHHOCTH 3aroJIOBKOB W IepeMemath OONbIIHe (parMeHTHl TEKCTa
IyTeM NEPEMEIIEHUS COOTBETCTBYIOILUX 3ar00BKOB. Kpome Toro, B 3TOM
pEeXUME TPOILE CO3/1aBaTh U U3MEHSTH QOMIYI0 CTPYKTYpPY IJIaBHOTO J10-
KyMEHTa ITyTeM NOOaBIICHMUS, IEPECTAHOBKH W YHAJICHUS BIOKCHHBIX J[0-
KYMEHTOB.

Jis yCTaHOBKM pEXMMa CTPYKTYPHI, HEOOXOJMMO BBIOpaTh U3 MEHIO
Bua xomanny CTpykTypa wimhHaXaTh KHONKY Pe:xXMM cTpyKTypbl Ha
TOPU30HTAIBHOM 10JIOCE IPOKPYTKH.

Ha nanenu uncTpyMeHTOB CTPYKTYypa HaxXOAATCS KHOIKH, IO3BOJIS-
IOIME HAa3HAuUTh a03aly ONpE/eNeHHBI YpOBEHb 3arojloBKa, NMOBBICHTH
WJIM TIOHU3UTD €0, YPOBEHbB, NOKA3aTh UM CKPBITH 3aI OJIOBKU.

Jiis moBblLieHUS (MMOHMKEHUS) YPOBEHS 3arojioBKa WJIM OOBIYHOTO
TEKCTA, HEOQXOIUMO:

* BBIIGTATE 3aTOJIOBOK MITH OOBIYHBIHN TEKCT;

* Bocnoab3oBaTbes kHonkamu IloBbicuTh (IloHM3MTB) ypoBeHb Ha
na”eny HHcTpyMeHToB CTpyKTYpa.

Y100BI 0TOOPA3UTH TOJIBKO 3ar0JIOBKU OINPEJEICHHOIO YPOBHS, HEOO-
XOANMO BBIOpaTh TpeOyeMBblil ypOBEHb 3aroJIOBKa U3 BBIAIAIOIIETO CIIHC-
ka [lokazaTh ypoBeHb Ha MaHETH HHCTpyMEHTOB CTpyKTYypa.

Jns pa3BopaumBaHMs M CBOPAUMBAHMS 3aTOJIOBKOB JOKYMEHTA 10 OT-
JEeNbHOCTU UCTOJNB3YI0TCs KHONKY Pa3BepHyTh 1 CBepHYTh Ha IaHenu
HHCTpyMeHTOB CTpyKTYypa.

Bonpoce! 1151 CaMOKOHTPOJISE
1 JIns 4ero MCHONB3YIOTCS CTHIIM MPH paboTe ¢ TEKCTOBBIM JOKYMEH-
TOM?
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N

Kakue nmelcTBUS HYXKHO BBITIOJHUTH JUIsI OBICTPOTO MPUMEHEHUS
CTaHJAPTHBIX CTUJICH?

Kakwe neiicTBUS Hy)KHO BBITIONHUTD 11 H3MECHEHUS CTUIICH?

Kaxkwe aeiicTBust Hy’KHO BBITIONTHUTD JJIs1 CO3aHMsI HOBOTO CTHIISA?
JJ14 yero Ciy>XuT 3aKiiajika B JOKYMEHTE U KaK €€ CO3/1aTh?

Kak coznatb cHOCKY B TIOKyMeHTe?

Kak co3nath ornapneHue B O0JIBIIOM JOKYMEHTE?

Juiia yero mpeaHasHayeHbl 1Aa0NOHBI JOKyMeHTOB? Kakum oOpazom
OHU CO3JAI0TCA?

9 UYrto Takoe CTpyKTypa JOKyMeHTa?

10 Kak ycTaHOBUTB PEKHUM CTPYKTYPHI?

11 Kaxkue neiicTBus HEOOXOAMMO BBIIIOJHUTH, YTOObI BCTABUTH Pa3phIB
CTPaHMUIIBI, pazena?

O NO Ol bW

JladopaTtopHas paboTa

L] e 1 b : IprOOpETEHIE HABBIKOB 110 CO3IaHHIO OONBIIHXIOKYMEHTOB B
MS Word.

3adauvu:

— YMETh HCIOJB30BaTh PA3INIHbIC CTHIIN MPH, OPOPMIICHHH TOKYMEH-
Ta;

— YMETh CO3/1aBaTh 3aKJIAJKHA M CHOCKU B OONBIINX JOKYMEHTAX;

— YMETh CO3/1aBaTh OTJIABJICHUE B OOJIBIIAX JOKYMEHTAX;

— YMETh CO371aBaTh MA0IOHEI JOKYMEHTOB;

— YMETh IPOCMATPHUBATE CTPYKTYPY, JOKYMEHTA;

— YMCTb BCTABJIAITh Pa3pbIBbL'B HOKYMCHTE.

Xo00 pabomul

1. Co3naiite 11a0JIoH JOKyMeHTa «3asBiicHHe». Ha ocHOBe co31aHHOTO
maboHa cozfaiiTe JOKYMEHT «3asBieHuel», MpocMOTpUTE ero mepen
MeYaThio.

2. Ucnons3ys Bosmoxaoctr Word, co3maiite 6JaHK IPUTIIAMICHIS.

3. Ucmone3ys Bosmoxuoctu WOrd, co3naiite BUSUTHYIO KapTOUKY.

4. Ucnons3ys Bo3amoxkaoctr WOrd, cosmaiite 0ObsIBICHHE MpHUTIIALIe-
HUSI Ha KYPCBI @HTIIMHCKOTO SI3bIKa, COAEPIKAIIET0 HoMepa Telne(h)OHOB.

5. €o3paiite pekiiaMHBIH MJIaKaT.

6 Habepute n3 ydyeOHHMKa 1O OMOJIOTMH HE MEHee 4eM | cTpaHuIa
pa3beiiTe TEKCT Ha pa3lieNbl Tak, YTOOBI OTHENbHAs CTPAHUIA COMepIKaa
OnquH ab3alr.

7. Co3naiiTe B TEKCTE€ C MOMOINBIO CTHIICH 3aroJioBKH U O(OpMUTE
OTJIaBJICHUE.

8. Co3naiite B TEKCTE HECKOIIBKO CHOCOK U YKa3aTeICH.

AJ'[FOpI/ITMLI BBITIOJIHCHUA 33}13HPII>1 MPUBOOATCA B TECOPETUUCCKUX CBEC-
JCHUSX.

76



Tema 8
OPTAHM3ALIUA U DOPMATHUPOBAHUE JIMCTOB B EXCEL
1 Opranusanus IUCTOB B paboueit KHUTe
2 Pabora ¢ s4eiikamMu
3 ®opmarupoBaHue pabovUX JTUCTOB
4 IIpakTuyeckoe 3a1aHue

OcHOBHBIE TeOpeTHYEeCKHE CBeTeHHS

1. Opranmn3zauus JuctoB B padoueii kuure. [Iporpamma Microsoft Excel
SIBJISIETCSI CaMOM TIPOCTOM B IKCIUTyaTallid U B TO YK€ BPEMsI MOIIHOU ‘CH-
CTEMOW 2JIeKTPOHHBIX Tabuuil. EXcel nmeer Gosblire cpenacTs mish aHannsa
JaHHBIX, YeM IPYrHe CHCTEMBI BJIEKTPOHHBIX Tabsui. Excel\ comepxut
COTHH BCTPOCHHBIX (DYHKIIHH, UTO TO3BOJISICT PEIIATh ,CaMble CIIOKHBIC
3aJaqdl CTATHCTHYECKOTO W (PMHAHCOBOTO aHAJM3a, CTPOUTH OOJIee COTHU
TUIIOB Pa3JIMYHBIX TUATPAMM.

[IporpaMmy MOKHO 3aITyCTUTB CJIEIYIOIIUMHU CMOCOOaMH:

* u3 raBHoro mero Windows, naxas kiapuiny Ilyck;

* IBaXKBI WIEIKHYTh UM JIt000ro (haiiia TOKyMeHTa ¢ paclIiupeHueM
*Xxls.

Oxuo Excel. OcuoBHas gacts oxna Excel 3ansra uncreiM pabo-
YUM JIUCTOM (WM TaOiMuUen), pa3jAeieHHBIM Ha OTIENbHBIE SYCHKH.
CronOrpl 03arnaBieHsl OyKBaMu, \CTpoKu — Iudpamu. Ha ogHoil paboueit
CTpaHUIIE B PACTIOPSHKCHUH MOTB30BATENS 256 CTONOIOB 1 65 535 cTpok.

Ecnu menkHyTh MBITIBIO-Ha JIFO0O0H sSdelike, TO OHA BBIICISICTCS cepoi
pamxoii. CneBa Ha ctpoke, hopmyn B mone Mms mokasaH aapec Tekylei
siueiiku, a B CTpoke (hOpMyJ1 — ee COlepPKUMOE.

BHu3y oxHa HaXQASATCS SPIBIKA pabOUUX JIUCTOB, KOTOPHIE HCIONB3Y-
I0TCS JUTS OBICTPOr'e, IEPEKIIFOUSHHS U Iepexoa Ha JIto00H U3 HHUX

HobaBdennue HOBOTO nucTa.llo ymomrdanuio pabodass KHUTa
COICPKUT TpW pabouux yucta. s M3MEHEHHS YHClia JUCTOB B HOBOM
paboueid KHUre HeoOX0AUMO:

*'u3 Menwo CepBuc BbIOpaTh KoManny I[lapamerpbsl M packpbITh
BKianky Oomme;

¢ B cueTurike JINCTOB B HOBOW KHHIe YCTAaHOBHUTh HEOOXOIUMOE KO-
JIMYECTBO JIMCTOB.

3ameuanne. Tenepsb 6ce Hosble pabouue KHucu OyOym co30a8amvcsi ¢
YCMAHOBIEHHbIM KOAUYECBOM JTUCMO6, NOKA CHOBA HE USMEHUMCA napamemp
JIucToB B HOBOIi KHHUTE.

ITpu pabore ¢ Excel moxeT moHamoOUTHCS YBEIUYUTh KOTHYECTBO JIU-
CTOB paboueil kKHuTH, [y TOro 4T0OBI BCTaBUTH HOBBIH JIUCT B PabOUyIo
KHUTY, HEOOXOIMMO:

* aKTUBU3UPOBATH JIHCT, MIEPe KOTOPHIM HY>KHO BCTaBUTH HOBBII;
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* u3 MeHI0 BeTaBka BrIOpaTh koMaHy JIMCT (M3 KOHTEKCTHOTO MEHIO
Ha sIpJIbIYKe JTUCTa BBIOpaTh KoMaHy Jlo0aBuUTH).

Ynanenue nucta. [ng Toro 4roObl yAaduTh JUCT U3 paboueit
KHUTH HEOOXOAMMO aKTHUBH3HPOBAThH YAAISIEMBIH JIHCT, 3aT€M W3 MEHIO
IIpaBka BbrIOpaTh KOMaHAY YAAJIMTH JHMCT (U3 KOHTEKCTHOTO MEHIO Ha
SPJIBbIUKE JIMCTA BBIOpATh KOMaHAY Y IAJUTh).

[TepeumenoBanue nucra. [lo ymomuanuio Excel mpucsansaer
nuctaM pabodell KHUTH cTaHfapTHele uMeHa (JIuctl, Jluct2...). Mmes ne-
JIO C TAKUMH UMEHaMH, TPYAHO BCIIOMHHUTh, YTO PACIIONaraercs Ha JIUCTE.
[TosTOMy MydIe WCHOIB30BATh MMEHA, MO3BOJISIIONINE OBICTPO OIpese-
JAThb COZIEPIKaHUE JIUCTA.

s Toro yToOBI IEPEMMEHOBATH JIUCT, HEOOX0IMMO U3 MeHI0 PopmMat
BEIOpaTh KoMaHxmy Jluer, a 3areMm, IlepemmMeHoBaTh (M3 KOHTEKCTHOTO
MEHIO Ha SPIIBIYKE JIUCTa BEIOpaTh KoMaHay [lepenMeHoBaTs).

3ameuyanme. /[ meperMEHOBAaHUS MOXHO TaK)Ke BBINOJHUTH.JIBOHHOM
IIETYOK Ha SIPIIBIYKE JINCTA M BBECTH HOBOE MUMs. MIMs JTHCTasHE MOXKET CO-
JepkaTh O0osiee 31 cumBoIIa, BKIFOYast IPOOEITHI.

KonupoBanue u nmepeMmenienue naueToOB. Hapsany c no-
GaBJieHHEM W yJIaJeHHEM JIMCTOB B paboueil kuureEXcel mossossier re-
peMeraTh M KOMUpoBaTh padovre JIHUCTH B MpEHenax padodell KHUTH WIH
B ApYryio pabouyto KHuTY. s TOro 9TOOBI \ HEPEMECTUTD MIIA CKOMHPO-
BaTh JINCT, HEOOXOIUMO:

* AKTUBU3UPOBATH JIUCT, KOTOPBI HEOOXOIUMO MEPEMECTHTh (CKOIH-
poBath);

* u3 meHio IlpaBka BwIOpaph koMaHay IlepeMecTHTH/CKONUPOBATH
JIMCT (M3 KOHTEKCTHOTO MEHIO Ha SpIIbIYKE JIUCTa BHIOpaTh koMaHay Ile-
PEMECTUTH/CKONUPOBATH);

* B nuanoroBoM okue| IlepemecTurh WM ckonupoBarth B mose Ile-
PeMecTUTh BHIOPAHHBIE JIUCTHI BHIOpATh UMs pabodyeld KHUTH, B KOTO-
PYIO TpeOyeTcsl IEPEMECTHTS JIUCT; YCTAaHOBUTH (raskok Co3AaTh KOMUIO
JUTSL KOMUPOBAHMS JCTa WK CHATh — U1 IEPEMEILECHUS;

* B crnucke, ITepen JuMcTOM BBIIEIUTH UM JIMCTa, MEpell KOTOPHIM
HY>KHO IOQMECTUTH BCTaBJISIEMBbIH JIHCT.

3avevanne. /i coz0anus Konuu Jaucma 6 npedenax pabouel KHucu
MOIUCHO, MAKICe Hasx)dcamv Kilasuuty Ctl’l u, He omnyckas ee, nepemaujunio
SAPIBIYOK IUCmMa 6 HYIHCHoe MeCcmo. Konus npurumaent ums UCXOOHO20 IUCmA.
Ecnu nucm ¢ makum umenem yotce umeemcs 6pa60’~t€b7 KHUze, mo K Hemy 0o-
basnsiemcst Yucio 6 CK06K(1X, yKasbvlearwee Ha Homep Konuu.

2. PaGora ¢ sueiikamu. Beigenenune sueek. Excel ucnonssyer 06-
K OPUHIKII, XapaKTepHbId st npriioxkenunid Windows: cHadana — BbI-
JIeJICHUE, 3aTeM — BBINMOJIHEHHE. J{JIs BBINOIHEHUS KaKUX-TH00 NEHCTBUI
Haja suedikamu (yganeHue, (opMaTHpOBaHUE, MEpeMElIcHHEe, KOMUPOBa-
HHUE) UX HeOOXOJAMMO CHavasa BBIIENIUTh, @ 3aT€M MPOU3BECTH Tpebyemoe
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Jeiicteue. Brigenenue MOXXHO BBIIOJIHUTh KaK MBILIH, TaK U KJIaBUATYPBHI.

Juig BIIeneHus: ¢ MOMOUIbIO KIaguamypsl HeOOXOAUMO HaXaTh Kia-
Bumry Shift u, He oTmyckas ee, HCIONB3Ys KITABHUIIH YIIPABICHHUS KypCO-
POM, BEIIEIUTH HYKHBIH OJIOK STIEeK.

Juia BoiaeneHus OJOKa A4yeeK ¢ MOMOILIBIO Mblil JOCTATOUHO MPOTS-
HYTb €€ yKa3aTelleM P HaXaTol JieBoi kHomke. /[ BbIAeIeHUs] CTPOKHU
(cTosibmia) HEOOXOIUMO IEIKHYTh MEIIIBI0 HA HOMEPE CTPOKH (CTOJIOMA).
115 BBIIETICHUS UIYIIUX MOIPS]] CTPOK (CTOIOIOB) JOCTATOYHO MPOBECTLY
MBIIIBIO, HE OTITyCKasi KHOIKH, 10 COOTBETCTBYIOIIUM 3ar0JIOBKaM.

JIJ11 BBIOOPOYHOTO BBINEJICHHUS CTPOK, CTOJIOIOB, OJIOKOB siYeeK Pacwo-
JIOKCHHBIX B Pa3sHBIX MecTax pabodero JmMcra, HeoOXOAMMO HaKaTh Kila-
Buiny Ctrl u, He oTmyckas ee, BbIIEIATh TpeOyeMbIe SICMEHTHT:

s BeIIEeHHs BCero pabodero JUCTa HalI0 HaKaTh KHOMIKY, HaXOs-
IIYIOCS B JIEBOM BEpPXHEM YTIIy TaONHIBL. {71 BBIIOIHEHUS ITOH IpoIe-
JypHI C KITaBHATYPBI JOCTATOYHO HakaTh KiaBuinn Ctrl+ A.

BBon u pemaktupoBanHue uUHPopMmamuu. Aueliku pabo-
Yero JHUCTa MOTYT COAEPKaTh 3HAUEHUs (JIHCIIa, TeKCT, OaTy | T. I1.) WIN
¢hopmynbl. BBoauTh W penakTupoBaTh HHYOPMALMIO MOXKHO B CTPOKE
(hopMyn WM HETOCPEACTBEHHO B stueiike, YTOOBI BBECTH JaHHBIE C TOMO-
B0 CTPOKH (POPMYJI, HEOOXOIMMO AKTHBH3UPOBATH SUCHKY, HICTKHYTH
o ctpoke Gopmyn u BBecTH JaHHbIENJIJs Toro 4ToObl BBECTH WH(pOpMa-
LU0 HEMOCPEJCTBEHHO B SUCHKY, ‘€€ Hall0 aKTMBH3UPOBATH U BBECTH C
KJaBuaTypel. st Toro yToObr HH()OpMAaNUs BHECTACh B TEKYIIYIO SUYCHKY
pabouero mucTa, OHa JOJDKHA, OBITH IMOATBEPIKICHA. JTO MOXKHO CIENaTh
CJIEYIOIUMHE CITOCOOaMU

* Ha)kKaTh KIaBmmy ENter ;

* Ha)kKaTh KHOIIKY! BBon ciieBa ot cTpoku dpopmyi;

* IIEJNKHYTHMBIIIBIO 110 JPYTOil dueiike;

* MOKUHYTH TEKYIIYIO SYEHKY C MOMOIIbIO KIABHUII YIPaBICHUs Kyp-
COpOM.

3aMeuannie. Eciu nocie 8600a émecmo yucia omoopaxcaromcs 3Hax #
uny Yucno 8 cmenennou gopme (5.5E+20), mo smo oznauaem, umo wiupuna
AMeUKY HeOOCMAMOUHA 0I5l €20 OMOOPAIICEHUSL.

PenmaktupoBanue mHbpopmManuu. OTpenakTHPOBATH BBEACH-
HYIO WHPOPMAIIMI0O MOXHO HETIOCPEJCTBEHHO B SUCHKE WIIM HCIONB3YS
CTpOKy (opmyi. st TOro 4ToObI OTpeaKTHPOBATh WH(POPMAIHIO HEIO-
CPEACTBCHHO B aKTHBHOH sdelike, HEOOXOMUMO Haxarh KiaBumry F2 ,
JBaXK]IBI MIETKHYTh TI0 SYEUKE WK HISTKHYTh MBIIIBIO Ha CTPOKE POPMYIL.

3aMeHUTH BCIO MH(POPMAIIMIO B sSUCHKE HA HOBYIO MOYKHO, aKTHBU3H-
pOBaB 3Ty sYeHKy W BBeIsS B Hee HOBYIO MH(popMmarmio. s ymanenus
Bceld MH(OPMAIMKM B aKTHBHOHM s4eiiKke HEOOXOAMMO HaXaTh KIIABUIILY
Delete wnu BeIOpaTh B MeHIO IIpaBka komanay OuucTuth, 3aTeM — Co-

ACPKUMOE (I/IS KOHTCKCTHOI'O MCHIO BBI6paTB KOMaHy OuucTuTh CO-
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IePKHMOe).

BBog mocaenoBaTenbHOCTEH uucen, JaT, TEKCTOB.
Ipu padote ¢ Excel yacto Bo3HHKaeT HEOOXOAUMOCTh YIOPSIOYHUTH IO~
CJIeIOBATEIBbHOCTD JaT, YHcen WiIu TekcToB. Co3marh MocienoBaTeNnbHO-
CTH uHcCel, JaT MOXKHO KoMaH0i 3anoiHuTh u3 MeHio IlpaBka, BeIOpaB
3ateM koMmaHny Ilporpeccusi, win mneperackMBaHHEM MapKepa 3aIlojHe-
HHS.

Jlist Toro 4To0B! BBECTH MOCIEN0BATEIBHOCTD YHCEI WU AaT, He00XO-
JIMO:

* BBECTH YHCJIO WIH AaTy B IIEPBYIO AUEHKY;

* BBIJICTIUTH HAMa30H siYeeK, KOTOPBI HY)KHO 3aII0JHNTE;

* u3 MeHIo IIpaBka BeIOpaTh KOMaHy 3anoIHUTh, 3aTeM — IIporpec-
cus;

* YIOCTOBEPHUTCSA, YTO TEPEKITIOYATENH 110 CTPOKaM HIIM CTOIOHNAM CO-
OTBETCTBYIOT THITy AWANa30HA, KOTOPBII HYXHO 3alOJHUTH, "W/ B IOJE
Ilar BBeCTH BETMUYHUHY 1I1ara;

* B Tpymnne Tumn BEIOpaTh HY)KHBII MepeKITIouaTels;

* B nosie IlpenenbHOe 3HAYeHHe MOXKHO BBECTH IPElENbHOE 3HAUe-
HHE, €CII TyMaeM, YTO BBIJCIHIN OOJBLION IHAala3eH s4eeK IJIS 3aroll-
HEHWUS.

B Ttabnuue 1 mpuBeaeHB! OCHOBHBIE ACHCTBYS, KOTOPHIE BBIIONHSACT
Excel npu BeIGOpe maHHOTO peskuMa.

Tabnuya 1. Pexnmel komanas! [lperpeccus

Apudmernyeckas Jo6asnset Hlar x npeapaymeMy 4UCIy B MOCIEI0-
BaTeJIbHOCTH

I'eomerpuyeckas YmHoxaer Ha Hlar npegsiaymiee uncio

JlaTsl Co3ndeT mocneaoBaTeIbHOCTh AaT, B kKoTopoi Ilar
fipumensieTcst K snemMeHTaMm JleHb, Paboumii 1eHb,
Mecsia, I'ox

ABTO3an0JIHeHH e Co3zliaeT aBTOMaTHUYECKYIO TIOCIIeI0BATENbHOCTh TEK-
CTOB, Ha3BaHMI, — 3ar0OJIOBKOB

3ameuanme. /s moeo umobwl co30anv NOCIE008AMENbHOCHb YUCeN UL
Oam c'ROMOWbIO MApKepa 3an0THEHUSA%, HeOOX0OUMO:

*'8gecmu 6 08e cocednue siuellku nepevle 08a 3HAYEHUSI NOCAO08AMENbHO-
cmil;

* gprOeIUmMb 9Mu 08€ AYEUKU,

* nepemauums MapKep 3anoHeHUs. GHU3 UL HANPAso 00 KOHYa obracmi,

2 Mapkep 3aIoIHEHHs — 9TO MaJeHbKHi KBafpaT B IPABOM HUKEM YTy
STYCHKH.
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KOMOPYIO HYHCHO 3ANOTHUNMD.

Hns Toro 9ToOBI BBECTH IIOCIIEIOBATENBHOCTh TEKCTOB (HAIpPHMEp:
KBapTan 1, kBaprai 2,...), HeO0X0IUMO:

* BBECTH TEKCT B MEPBYIO SUEHKY;

* BBIJIEJIUTH IUAIA30H sUY€eK, KOTOPbIE HY)KHO 3aIl0HUTH;

* u3 MeHto IIpaBka BeIOpaTh KOMaHy 3amoJIHUTh, 3aTeM — IIpodec-
cus,

3ameuanmue. [ moeo umobsi co30amv NOCIe008AMENbHOCMb MEKCMO8 C
NOMOWBIO MApKepa 3anoaHeHUs:, HeoOXo0umo: 6 1-10 AYeliKy 66ecmu mekcim, it
nepemackueams mapkep sanoanenusi (Ctrl + nepemacxueanue ne usmensem
cooeparcumoe 1-u suetixu).

* B rpynne Tun BeIOpaTh nepexsrovaTesib ABTO3aM0JTHEHHE!

BcTtaBka u ynanenHume siueek. Excel moxer\ymamsite win
BCTABIISITh CTPOKH (CTONOIBI) HEMUKOM. MOXKHO JIETKQ-YHATATh U BCTaB-
JIATh sIYEHKHU, OCTABIISAS OKPYKAIOIINE CTPOKU M CTOJIONLI HE TPOHYTHIMH.

Ans Toro 4toOBl BCTaBUTH SUEHKY, CTPOKY JAIM CTONOEI, HAIO BEHI-
Opath u3 MeHI0 BeTraBka HeoOxomumyro komandy»Ecim tpebyercs nmoba-
BHUTH CTOJNIOCI AYeeK, TO HEOOXOAUMO BBIJICIUTH, CTOJIOCI, TIepea KOTOPhIM
JIOJDKEH OBITh BCTaBJIEH IYCTOHM, M BBHIOpaTh, M3 MeHIO BeTaBka KoMaHay
Crouben. ToyHO Tak kK€ MOXXHO BETaBUTh HECKONBKO CTOJIOLOB WIIH
CTpoK. JI71s1 3TOr0 HEOOXOAUMO BBIAGINTH CTOJIBKO CTOJIOIIOB MJIM CTPOK,
CKOJIBKO HaJI0 BCTaBHUTb. Bce 3TH, AEHCTBHS MOXKHO BBIOJHUTH, UCIOJb-
3y koMaHy J100aBUTH siYel KM 13 KOHTEKCTHOTO MEHIO.

3ameuanne. Cmonbey (cmpoxa) ecmasisiemcs iegee cmoadya (Hao cmpo-
KOUl), 8 KOMOPOU HAXOOUNIECSL KYPCOP.

Jlis ynaneHus Bcel, CTPOKH (CToJNONA) WM sT9eeK HaJlo, BHIICIHB WX,
BbIOpaTh w3 MeHIO \HIpaBka KoMaHAy YIaJuTh WU BOCIOJIb30BAThCA
KOHTEKCTHBIM MEHIO.

KonupeBahue, nepememenue sueek. OueHb 4acTo BO3-
HUKaeT Heo0XOJAUMOCTh CKOMUPOBATh WIIM MEPEMECTHTh COAEPKUMOE
s'IeeK B/IpYPOe MECTO 3TOTO JOKYMEHTa WITH B ApYyroi gokyment. B Excel
KONHPOBaHME MOJIOOHO MepeMelneHnio. Pa3sanma cocTouT B TOM, 9TO HC-
XOIHBIA (pparMEHT OCTAETCS HA MECTE, 2 B HOBOE MECTO BCTABILSIETCS €r0
Korusi. Onepanuio KONMMpoBaHUE (TIepeMEIeHNe) MOXKHO TPOM3BECTH C
[IOMOIIbIO KOMaHJ MEHIO, KHOIOK MaHeNd HUHCTPYMEHTOB, MBIIIBIO HIIH
KOMOWHALIM KIIaBHIIL.

KomnupoBanue n nepemenieHre ¢ moMousio bygepa oomena:

* BBIJICTUTD AYEHKH;

* u3 meHIo IIpaBKka BEIOpaTs KOMaHIy BhIpe3aTs (Ipu nepeMenieHIN )
nny Konuposath (Ipy KONMPOBAHHHN);

* IOCTaBUTh KypCOp B HY’)KHOE MECTO;

* 3 merro [IpaBka BeIOpaTh KoMaHay BeTaBuTh.

CoOTBeTCTBYIOIIME KOMaHJIbI MOKHO BHIOPaTh B KOHTEKCTHOM MEHIO
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WITH BOCTIONB30BATHCS HYXXHBIMU KHOIIKAMH Ha TTAHEITH HHCTPYMEHTOB.

KonupoBaHue u nepeMerieHrue ¢ TOMOIIBIO MbliUU:

* BBIJIEIIUTD AUCHKH;

* YCTaHOBWTH YKa3aTellb MBI HA PAMKY BBIJEICHHOTO OIIOKA SIeeK U
OpU HaXKAaTOH JIeBOi (MpaBoil) KHOMKE MEPEMECTHTh MapKep B HYXKHOE
Mecto. KomupoBaHue BBIMOIHIETCS aHAJOTUYHO MEPEMEIECHUI0, HO TPH
Haxkaroi knapuie Ctrl.

KomnupoBaHue u nepeMelieHre ¢ IOMOIIBIO KId8UANYpb.

* BBIJIEIUTD AUCHKH;

e Haxxats Ctrl + Insert (mwis xommpoBanus) wim Ctrl + (mms mepe-
MEIICHNS );

* IOCTABUTH KYPCOP B HYXHOE MecTo U Haxkath Shift + Insert.

KormupoBanue ¢ MOMOIIBI0 MapKepa 3aN0IHEHUS:

* BBIJICITUTD SYCHKH;

* IPOTAIUTH MapKEP 3aMOJHEHHUS MO0 CMEKHBIM SUeiKaM.

3. ®opmaTupoBaHue padounx gucroB. [Iporpamma . EXeel pacmonaraer
cpeacTBaMH (hPOPMATHUPOBAHUS, KOTOPhIE MO3BOJISIQT, IPUIATh JOKYMEHTY
YETKOCTh U BBIPA3UTENBHOCTh. Jlaxke HOBHYOK MOMET CO3/aTh KPacHBO
0(OpMIICHHBI TOKYMEHT, HCIOJIB3YS BO3MGOKHOCTH aBTOMATHUECKOTO
(dopmatuposanus Excel. s 3Toro HeoOXQANMO:

* BBIJICTIUTH JMAIa30H, CoAepKalui Tabudiy;

* 13 MeHI0 PopMaT BeIOpAaTh KOMaHIY. ABTOdOpMAT;

* U3 CIHCKa OPMATOB BEIOPATE HEQOXOIUMEIH;

* JUISl yKa3aHUsS JOMOJHUTEABHBIX MapaMeTpoB aBTO(GOPMaTHPOBAHHUS
HaxxaTh KHONKY IlapameTphblL.

3ameuanme. [ mozo 4mogel yoarums asmogopmamuposanue maoau-
Ybl, HEOOXOOUMO BbLOETUMY €¢, 8blOpamb Komanoy ABTOQOPMAT U U3 CHUCKA
@opmamos — popmamHer.

Hns pyunoeo gpopmamuposanus uaGopMay B TaOIHIIE UCTIONB3YIOT-
cs1 HeoOXouMBie koMaHIsl MeHI0 DopMaT WIN KHONKU HA NMAHEIH HH-
CTPYMEHTOB.

Ipu BBoe uHpOpManuu EXcel aBroMaTH4ecKr BBIPABHUBACT TEKCT 110
TIEBOM FpanHuIle, a NU(GPBl — MO MpaBoi. JJii U3MEHEHUs PACIIONOKEHUS
UHPOPMAITNH B sTYCHKE CITy)KAT KHOIKH BHIPABHUBAHUSA, C TOMOIIBIO KO-
TOPBIX MOXKHO BBIPOBHATH MH()OPMAIUIO IO JICBOH, IO MpaBoil TpaHUIE,
O MEHTPY WIH NUPUHE TUCHKH.

Kpome storo, Excel mpemocraBnsier HOBYI0 BO3MOXKHOCTh OpraHH3a-
LIMU TEKCTa B A4eikax. MOKHO BBIPOBHATH TEKCT MO LEHTPY HE TOJIBKO I10
TOPU30HTAIN, HO U 110 BepTUKAIHU. 1151 3TOr0 HE00OX0IMMO BBIAETHUTE OIOK
sdeek U u3 MeHio dopMart, BeIOpaTh KoMaHay SIueiikH, 3aTeM Ha BKIIAJIKE
BbipaBHMBaHMe YCTaHOBHUTH TUI BBIPABHUBAHMS TEKCTa M €r0 OpHEHTa-
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U0 (M3 KOHTEKCTHOTO MEHIO BhIOpaTh KoMaHay @opmart siyeek). Ha
Bkiagke ['paHnma MOXXHO BBIOPATh PA3IMYHBIN TUIT JIHHUHA JUTS 0OpamIie-
HUS siYeeK, a Ha BKJIagke Bua — mx nBet 3anuBku. Onpenenuts ¢opmar
JAHHBIX MOKHO Ha BKIajake Umcsao, BEIOpaB HEOOXOMUMBIH (dopMmaT H3
MPEJI0KEHHOTO CITUCKA.

AHAIIOTHYHOTO Pe3yabTaTa MOXHO JOOUTHCS C MOMOIIBIO KHOIIOK Ha
MaHeTH HHCTPYMEHTOB.

[To ymom4yaHuIo BCe sICHKH UMEIOT OJIMH M TOT e pa3Mep, KOTOPHIH B
cllydae HEOOXOTUMOCTU MOXHO H3MEHATH. [IJI1 M3MECHEHHS IIMPHHEI KO-
JIOHKW HAJ0 CTaTh Ha TPAaHUILy 3aT0JIOBKA KOJIOHKH, KOTOPYIO HaIO H3Me-
HUTb, W, HA)XaB JIEBYIO KJIABUIIIY MBIIIH, YCTAHOBUTH TpeOyeMBIi pazmep.
AHAIIOTMYHO MO>KHO U3MEHHUTD U BBICOTY CTPOKH.

YCTaHOBUTH pa3Mep KOJOHKH WIIM CTPOKH MOYKHO ¥ @BTOMATHYECKH,
IBaKABI IIENKHYB 110 MPABOW T'paHWIE KOJOHKH WM HIDKHEH TpaHHIe
CTpoKH. B aTOM ciydae OyneT ycTaHOBIIEH pa3Mep S4Yeek; UCXOs U3 MaK-
CHUMAJILHOTO pa3Mepa 3alrcaHHOi HHPOPMAIIHH.

O6benunenue sueek. Excel mraer BO3MOKHOCTD BBIICIATH THA-
Ma30H s/YeeK U OOBEIAMHATh MX B OAHY. JIs\TOro 4toOBl OOBEIUHHTH
STYCHKH, HEOOXOAMMO BBIICITUTh HYXKHBIE SFMEeHKH U 13 MeHI0 DopMaT BbI-
Oparp xoMaHny Slueiikm n Ha BKIAAKS' BhlpaBHHBaHHE YCTaHOBUTDH
¢baaxox O0beauHeHHe sYeeK WU BQCIONb30BaThCS KHOMKOW O0benn-
HHUTH ¥ IOMECTUTH B IeHTPe Ha TAHCIIA HHCTPYMEHTOB.

[Mepenoc mo cmomam NEcmu B sUeiiky BBEJCH CIWIIKOM JIIHH-
HBII TeKcT, To EXCel MoxxeT-HepeHecTH TEeKCT TaK, 4TOOBI OH COOTBETCTBO-
BaJl €€ HIMPUHEC. HpI/I 3TOM, BBICOTA TUYEUKN aBTOMATHUECKN YBCIINYUBACTCA
0 HEOOXOAMMOTO, pazmepa. st 3TOro HyKHO BBIICIUTDH SYCHKY, U3 Me-
HI0O @opMaT BeIOpaTh. KoMaHy Slueiiku v Ha BKiIajke BbIpaBHMBaHMe
ycTaHOBUTH (hiakOK TlepeHOCHTH 10 cJioBaM.

[Mouck{w 3ameHna. Jlyi1 Toro 4ToObl OBICTpEE HAXOIUTH HEOOXO-
IMbIe MEcTa B paboueM JmcTe, B Bamrem pacrmopspkeHHH eCTh (DYHKITUS
noucka. JlaHHbIH AuaTor MOXKHO BbI3BaTh U3 MeHio IIpaBka xomanoit
Hajiitu min HaxaTts koMOnHanuio kiasum Ctrl + F.

i1t Toro 9TO0BI HE TONBFKO HAWTH CIIOBO WIIM HAOOp CHMBOJIOB, HO H
3aMCHUTh WX Ha JAPYrHe, MOXKHO [OaTh KOMAaHIAy 3aMEHHMTh W3 MCHIO
Hpaeka win HaxaTh komOuHanmio kiasum Ctrl + H.

Best HeoOxoammMast mHpOpMAIHs IS TOUCKA ¥ 3aMEHBI BBOAUTCS B CO-
OTBETCTBYIOIIHE TIOJIS TUAIOTOBBIX OKOH.

HacTtpoiixa muUpHHB CTONOMOB W BBICOTH CTPOK.
Jinst Toro 9To0Bl U3MEHHTH IMIMPHHY OIHOTO WIIM HECKOJBKHX CTOJOIOB
(BBICOTY CTPOK), HEOOXOIUMO:

* BBIJICITUTH HY>KHOE KOJIMYECTBO CTOJIOIOB (CTPOK);

* YCTAaHOBUTH YKA3aTeNb MBIIIN HA MIPABYIO TPAHUILY 3ar0JIOBKa CTOJIO-
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na (HIDKHIOIO TPAHHILy 3aroJIOBKa CTPOKH). YKa3aTelb MBIIIHN JOJDKCH
NPUHSATH BUJI IBYCTOPOHHEH CTPEIIKY;

* [IepeTaNuTh yKa3aTelb 10 TpeOyeMoro pamepa.

3ameuanne. Eciu 6binoHumo Ha I’lpdGOlj cpanuye 3acojo6Ka cm0ﬂ6ua
0BOUHOU WeHOK, MO OJis KANCO020 U3 GblOENEeHHbIX CIONOY08 agmomamuie-
CKU ycmaHoeumcs uwupurna no camomy uupoxKomy CO@einCuMOMy AyuelKu
oanmno2o cmoadya.

N3MeHuTh MUPUHY CTONONA (BBICOTY CTPOKH) MOXHO C TIOMOIIBIO CO-
OTBETCTBYIOIINX KOMaH] U3 MeHI0 Dopmar.

CkpbiTue u oTobOpaxeHue cTondOHOB (cTpok). B mo-
KyMEHTaX WHOT/Ia HEOOXOIUMO BPEMEHHO CKPBITh WH(MOPMAIIMIO, YTOOBL
OHa HE OTpaXaJlaCh HA JKpaHe W Ipu mevaT. J[us Toro 4roOBl CKPHITH
cronben (CTPOKy), HEOOXOAMMO MEPEMECTUTh yKas3aTenb cronoual (eTpo-
K{) BJICBO JI0 TEX IIOp, ITOKA OH HE OKAXETCS CKPBITHIM. J{JIs1 TOrodTo0h
0TOOpa3uTh CKPBITBIN CTOJIOEI] (CTPOKY), HEOOXOUMO MEPEeMECTUTh yKa-
3aresb CToNONA (CTPOKK) BIPABO JI0 MOABIEHHS CKPBITOTQ.6TOJI0a (CTpO-
KH).

Jiist Toro 4To0BI CKPHITH HECKONBKO CTONOIOB {CTPOK), HEOOXOIMMO
BBIJICITUTD SUCHKU B KOXKIOM CTOJOIE, KOTOPBIC HYXKHO CKPBITh, U U3 ME-
HiI0 @opmart BrIOpaTh koMaHay Crogabden (Crpoka), 3ateM — CKpbBITh.
s oToOpaskeHUSI CKPBITBIX CTOJOIOB (CTPOK)”HEOOXOIMMO BBIJACITUTH
JINANa30H, BKJIFOYAIOIIUI CKPBITHIC SYCHKHU 10 00¢ CTOPOHBI, U U3 MCHIO
®opmar Beibpats komanay Crouden, (CTpoka), 3ateM — OTOGpPa3UTh.

Bonpocs! 111 caMOKOHTPOJI5
Kak Beirmsiaut okHo EXcel?

2 Kakue pneiicTBus HEOOXOHMMO BEIMTOJIHUTEL, YTOOBI 00ABUTL HIIM
YIIAINUTh JIUCT, IEPEUMEHOBATH JIUCT?

3 Kakue nelcTBUS HeOOXOIUMO BBIOJIHUTH, YTOOBI KOIMHPOBATH HIIH

TIEPEMECTHUTH JINCT?

Kak Beten T siaeiicy?

Kak BBOIUTCS M pejakTHpyeTcst HH(popMaLus B siueiike?

Kak cozars nocnenoBaTelbHOCTH AT, YUCEN WU TEKCTOB?

UTOHY>KHO CHeNTaTh, YTOOBI BCTABUTh WIIN YIAIUTh STYEHKY?

HepermcnuTe cocoObl KOMMPOBAHUS U IEPEMEIICHHUS STUCCK.

C ToMOmIpI0 KaKWX JAEHCTBUI BBIONHACTCS aBTO(OPMATHPOBAHHUE

TOKyMeHTa?

10 B gem ocobeHHOCTH (POPMATHPOBAHUS STICEK?

11 Kak HacTpOWUTh LIMPUHY CTOJIOIOB M BEICOTY CTPOK?

12 Kakwue neiictBuA HEOOXOIMMO BBHIIIOIHUTH, YTOOBI BPEMEHHO CKPBHITH
nH(pOpMaIHIO, YTOOBI OHA HE OTOOpakallach Ha SKPaHE WIIH MIPH Meva-
™?

=

O oo~NOo O~
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JladopaTtopHasa paboTa

I e v : nproObOpETEHIE HABBIKOB paboThI ¢ iporpammoit MS Excel.

3adauu:

— yMeTh 3amyckars Excel;

— YMeTb J00aBJIATh, YIAIATh, IEPEMMEHOBBIBATh, KOMTUPOBATh U IEpe-
MellaTh paboyue JUCTHI;

— yMeTh paboTaTh C STYeHKaMH: BBIACTATH SIYCHKH, BBOAUTH HHPOpPMa-
U0, PEAKTHPOBATh UH()OPMAIIHIO, BCTABIIATH U YAAIATH SUCHKH;

— yMeTb (popMaTupoBaTh pabovne JUCTHI.

Xo0 pabomul

1. Bamyctute nporpammy MS Excel ogaum u3 crioco60oB.

2. M3yunte dKpaH anmekTpoHHo# Tabmuisl MS Excel. Havitu Ctpoky
3aroyioBka, CTpoky meHto, [Tanenun nacTpymMenToB (Cranmaptayio u Oop-
MatupoBanus), Ctpoky ¢opmyi, [lone mmenn, Ctpoky cocrosiHus. Pac-
cMoTpHTe OKHO Paboueii kHUTH.

3. BBOJ YHCIIOBBIX, CHMBOJIBHBIX, TAHHBIX, JaTEIH BPCMEHH.

— Beemute B sueiiky B3 umcnmo 112233445566778899, B C4 gucio —
486, 8 D5 —14,896E22, B F9 — 11,486, B F8+ 9,61%.

®opmMaT 1J11 BBOJA yCTaHABIMBAacTCA B MeH0 ‘Popmart xoMmaHznoil S4eliku, rne
BBIOpaTh HYXKHBIN opmart.

— I[IpocMmoTpuTe TIpencTaBiIeHNe YUCEN B TUCHKaX U B CTPOKE (popMyI.

— Beenute B siueiiky C6 Tekct, “Pacrimcanue rpymnmsl”, B D6 — “ Ha mo-
HeaensHUK”. [IpocMoTpuTe mpejcTaBieHue B siueiikax U B CTpoke ¢op-
MY

— Beegure B sueiiky‘C7 mary 03.03.03 , B staetiky D7 Bpems 8:00, B
stueiiky E7 — 9:30, B sueiiky F7 “ Mndopmatuka’.

4. PenaxtupoBanme nHpopManny B sTIeiKax.

— W3menure comepxmmoe saeiiku F7 na “CoBpeMeHHBIC HH(DOpMALH-
OHHBIE TEXHOIOTUHN ’, UCTIOJB3Ys CTPOKY HopMyl.

— M3menute BpeMs B SUEHKax, HE UCIOJIB3YS CTPOKY (OPMYIL.

— Ckonwupyiite staetiky F7 B siaetiky F10, suetiky E7 B E9.

—({lepemectute sueiiky F9 B sueiixy C10, stueiixy E9 B D10.

5..06paboTka 0J0KOB 1 HECBSAZHBIX IUANA30HOB SYCEK:

~ Crommupyiite 6ok C7:F7 8 C12:F12, 3arem B — D13:G13.

— Ilepemectute 010k D13:G13 Hmke Ha IBE CTPOKH.

— Brinenure HeB3anmocBsasanubie 0yoku stueexk C12:F12, D13:G13.

BhijiesieHie HEB3aMMOCBSI3aHHBIX JUAIa30HOB SUEEK BBIMOJIHAETCSA NPU HAXKATOM
knasuie Ctrl.

— Vnanurte nadopmaruio u3 61oxkos C12:F12, D13:G13.

6. HazoBute maHHbIi TucT BBOA-U-peqak-1aHHBIX.

IenkauTe mpaBoi kHOMKON Mbimw Ha JImerl BHU3Y dkpaHa u BeiOpute Ilepe-
HMEHOBATh.

7. ABTO3amO/IHEHUE TaHHBIX.
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— I[epeitnure Ha JInucT2 u Ha30BUTE €r0 ABTO3aIOJIH.

— BBegute B sueiiku Al u A2 3Hauenust 1 U 2, BBIIEIHUTE 3TH ABE CO-
cennue siueiiku. [loaBenuTe Kypcop K MpaBoOMy HIDKHEMY YIUIy BBIAETICH-
Horo Oyioka (Mapkep aBTO3amoJIHEHUs]) W JOOUTECh TOSBICHUS 3HAKa
MoOHK020 naroca +. PacTsHUTE paMKy Ha JIecsiTh siueek BHU3. B pe3ynbraTe
MOJTYYUTCA YUCIIOBAS MOCIEI0BATEILHOCTb.

— BBengute B sueiiky Bl uucno 1,5. Beigenure nBe cocennue siueiku
Al n Bl u pactsHyTe paMKy Ha ISTh ST4€EK IO TOPU30HTANH.

8. ABTO3an0IHEHHE CUMBOJIbHBIX JAHHBIX.

— Ilomectute B stueiiky B5 cnoBo nmonenenbumnk. PacTsHure paMky Ha
ceMb siueek BHU3. B siaeliky B13 3anecute ciioBO siHBaph U pacTSHHUTE HQ
12 sgeexk.

9. Cozoanue HoBbIX CNUCKOE OISl A8MO3ANOJIHEHUSL.

— Bribepute CepBuct+Ilapamerppi+Cnucku U3 OCHOBHOLO MeHI0. B
OKHE DJIEeMEHThI CIHMCKA BBEIWTE HOBEIA crucok bu-11, bu-124 B1-13,
BBIBEJUTE HOBLIH CIIMCOK B 1000 CBOOOIHON SYElKE C WOMOIILIO aBTO-
3aII0JIHEHUS 101 3arojioBkoM CHHCOK Tpym.

10. Iepeiinure Ha JImeT2 1 HazoBuTe ero Tadauma-1.

B sueiiky Al BBenuTe HazBaHue TaOuubl BegoMocTs cnaum sx3ame-
HOB.

| | | |

BenmoMocrs-cliaun 5K3aMEHOB

— Beemute cronoust «Homepy, «@amumnust», «lllkonay, «buonorusy,
«XuMHD», «30070TH», «MatemaTtrkay. 3anonHuTs (10 cTpok). ismenure
OIMPHHY CTOJIOHOB M BBEICOTY 3arJIaBHOM CTPOKH.

— BBIPOBHSITH TEKCT 3arojioBKa IO IIEHTPY.

BLI).ICJII/ITC HECKOJIbKO SYCCK MO IIUPUHE TaGJ’II/IHH, HaXXMUTE KHOIIKY Oﬁ'beﬂl/ll-[l/lTb
U MOMECTHUTH B IICHTPE HA [Tanenu HUHCTPYMEHTOB (DopMaTnpOBamle.

= BEBIpOBHATE COIEPKUMOE STUEEK 10 IICHTPY, H3MEHUTH MPUQT, IBET,
3QJIMBKY IIEPBOTO CTOJIOIA 1 IEPBOH CTPOKH.

BLI,HCJII/ITC, HIICJIKHUTE HpaBOﬁ KHOIIKOM MbIIINA, BI)I6epI/ITe B KOHTCKCTHOM MCHIO
Dopmar siveek.

11. Ilepeiinute Ha JIner3 u nepenmMenyiite ero Ta6auna-2.

— B ckonmpoBaHHO#1 TabnuIe yaamuTe cTooer «300I0THsD).

Beigenute cronbern u HaxMuTe kiasuiry Delete.

— BBenute npuMevanue K sueiike ¢ pamuimeii crapoctsl: «CtapocTtay.
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BernennTs sdeiicy, BEIOpaTh B KOHTEKCTHO-3aBUCHMOM MeEHIO IyHKT Jlo6aBHTH
npuMedanne, U3MeHNTh NpuMedanne, YIaJIUTh IPUMeYaHHUe.

— Yanure B Ta0JIMIE MIEPBYIO CTPOKY.

— IlepemecTuTh MEPBBI CTONOCI B KOHEI[ TAOJIUIIBI.

BLIHGJ'II/ITC Hy)KHLIﬁ CTOJ'I6CH, BBIPEKBTEC €0, NOCTAaBLTE KYpPCOPp B TO MECTO, KyJa
HY’>KHO NIEPEMECTUTh U HAKMUTE BeTaBUTD.

— BceraButh cTpoky nepes nepBoit 3anuchio B TaONHIE.

12. lo6aBeTe JIner4 n nepenmenyiite ero Tadamma-3.

— CkonpoBarth niepByro Tadtumity Ha Taoauma-3.

— B Ta6umme-3 BBequTe MIONOIHUTEIBHYIO CMPOKY C 3arojIOBKOM
«CyMmma 6aJuIoB 1O MpeaIMETY» U MOACYUTATh CYMMY OajlyiIoB MO-KayKIoMy
IpenMeTy.

— BBeaute nononHuTensHbIN cmonbey «Cymma 6ajuioB ydalierocs» u
MOJACYUTANTE CyMMY OaJlIOB JUIS KaXI0TO Y4aIerocs.

[Tpw 3anonHeHNH 0053aTEIBHO HCIIONB30BaTh KONUPOBAHUE. POPMYIbL.

— B Ta6aume-3 BBeguTe IONOJNHUTEIBHYIO CMPOKY C 3ar0JIOBKOM
«Cpeanuii 6at mo mpeaMeTy» M MOJCUUTATh CPEHHUN Oal 10 KaXa0My
peaMeTy.

— Brect mononHHTENBHBIN cTON0en «Cpeanuid Oamn ydanerocs» u
MOJCYUTATh CPeAHUM Oamn I Kakgore, yuarmerocs. [lpu 3amonHeHnn
0053aTeIbHO UCIIONB30BaTh KONUPOBAHUE/ HOPMYTbL.

— B Ta6aume-3 BBECTH TOIOIHUTEILHBIN CTOJM0EL[ C 3aroJIOBKOM
«[IpoLeHT ycreBaeMOCTW» U “IOACUUTATh MPOLIEHT YCIIEBAEMOCTH JUIS
KKJIOTO y4allerocs: OTHOIIEHHE CyMMbl HaOpaHHBIX OaJJIOB K CyMMe
BO3MOXXHEIX 0aintoB B mpoteHTax (40 mo 10-6ampHO# cucreme).

Vcnonp3yiiTe KHONKY Yo-HBI opMaT Ha MaHETH HHCTPYMEHTOB.

— Odopmurte TaONHITY, UCTIOTB3YS TPAHUIIBI

Brinenute rpaHuipl Beel TaOMUIBI U MCTIONB3yHTEe KHOMKY I'paHHUBI HA TaHETH
HWHCTPYMCHTOB (I)OpMaTl/lpﬂBaHl/le.
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Tema 9
PABOTA C ®OPMYJIAMU U ®YHKIUAMMU B EXCEL
1 Pa6ota ¢ popmynamu u dpyukumsimu Excel
2 TlocTpoeHue quarpaMM U COPTHPOBKA JAHHBIX
3 Ileyats nOKyMeHTa
4 Touck 1 aHaIM3 TaHHBIX

OcHOBHbBIE TeOpeTHYECKHE CBeJEeHUH

1. PaGora ¢ ¢popmyaamu u pynkuusimu Excel. @ opmy ab1. opmyiist
COCTaBJISIIOT OCHOBY BblumciieHHd B EXCel. OHM MOTYT BBINOJHATH Kak
MPOCTHIC ACHCTBUS (CIOKEHHE, BHIYUTAHHUE, YMHOKEHHE U JICJICHHE), TAK
U CJIOKHBIE BhruuciaeHus . C moMomnpio (GopMysT MOKHO Takke paboTaTh €
TekcToM. [locie BBoma GopMynnbl B S4eiKy Ha pabodeM JIUCTE CPa3y-Ho-
SBILSICTCS] PE3YIBTAT BEIUUCICHUS. {11 TOro 4TOOB YBUIETH camMy (hopmy-
7y, HEOOXOIMMO BBIIENUThH SUEHKY W HPOCMOTPETh (OPMYITY~B’ CTPOKE
hopmyi.

Dopmyisl B EXcel MoxxHO BBecTH Kak B cTpoke GOpMydt, TaK U HEro-
CpeICTBEHHO B gyeiike. DopMysa JODKHA HaYMHATHCSNCO 3HAKa PaBEH-
cTBa (=), 32 KOTOPBIM ClieqyeT HabOp BBIYHCISCMBIX\BenuurH. DopMyIibl
MOTYT CCBUIATHCSI Ha SIYCHKY WM Ha JHANa30HBL MI6EK HEe TOIBKO JaHHOTO
JIMCTA, HO ¥ JIPYTON KHUTH.

Jlnst 3amaHus IHana3oHa sYeeK CIYKHT CHMBOJI «.» (IBOETOUHE).
Hampumep, U1 Toro 94To0bI yKa3aTh guamna3oH sdeek ot A3 1o B5, mocra-
TouHo Hamucath A3:B5. [l Toro,aro0s! yKa3ath Bce CTPOKU JaHHOH KO-
JIOHKH, JIOCTATOYHO 33/1aTh JAWamNa3oH Oe3 yKa3aHWUS HOMEpPOB CTpPOK.
Hanpumep, Bce crpoku konouku, F—(F:F). Ananoruuno, ecnu Hamo yka-
3aTh BCe KOJIOHKU JaHHOU ‘CTPOKH; TOCTATOYHO 33a1aTh JHAana3oH 0e3 yKa-
3aHHMs HOMEPOB KOJOHOK., Hanpumep, Bce KoaoHKH cTpoku 5—(5:5). s
oOparieHus K sS9eiKkaM, IPyroro JTUCTa HeOOXOOMMO yKa3aTh UM JIHCTa U
BOCKJIMIIATENTbHBIN 3HaK (1), a 3aTeM — quana3oH staeek. J[ist oOparieHus K
s4eikaM Apyroil KHUTH HEOOXOAMMO CHayvasla yKa3aTh UMsI KHUTH B KBaJ-
paTHBIX CKOOKaX, Hanpumep,

=CYMM([Kuura2]JIucr2!A1:B5).

Anmpeca sueek. B Excel ykasate momoxeHne sUelkd MOXHO C
MOMOWIBIO OTHOCUTENBHOM MM a0COMOTHOM cehlIky. [1o ymomganuio ais
yka3aHus afpecoB STYEEK HCIONB3YIOTCS OMHOCUMeNbHble CCBUIKA. JTO
03HAYAET, 4TO MPH KOMUPOBAHUU (HOPMYIBI HA HOBOE MECTO CCHUIKH HA
STYCHKH U3MEHSIOTCSI OTHOCUTEIIBHO MEPEMEIIICHUSL.

Ipumep. Slueiika B6 conepxut popmyny =A5+A6.

A B
5 100
6 200 =A5+A6
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(7 [150 | |
[Tpu xormupoBanuu Gopmynsl U3 stueiiku B6 B suciiky B7 mocnenneit
Oyzet conepxaTbes hopmyna =A6+A7.

A B
5 100
6 200 =A5+A6
7 150 =A6+A7

Ecnmmn HEeo6xoauMo, 94TOOB! CCBUIKH HE M3MEHSIINCH IIPU KOIMHPOBAHUH
(OpMYJIBI B IpYTYIO SIUEHKY, TO HY)KHO HCIIOJIBb30BaTh aOCOJIFOTHBIE CChLII-
KH. DTO 03HAuaeT, YTO IpU KONHPOBaHMM (HOpMyJbl Ha(HOBOE MECTO
CCBHIIKH Ha SUCHKN HE H3MEHSAIOTCS OTHOCUTENIFHO MTePeMEICHIS.

Jns co3nanus abconromuou CChUIKM Ha SUEHKY (MCHOMB3YeTCsl 3HaK
nomnapa ($) mepen Toii 4acThiO, KOTOpas He TOMDKHA M3MEHsIThCs. Hampu-
Mep, IIPU KONMPOBAHUY STIEHKH AS BO3MOXKHBI BAPHAHTEI, TIPHBEICHHBIC B
Tabmune 1.

Tabnuya 1 KonmpopaHue staciiku ‘AS

$AS He u3menseTcst cChlika Ha CTOIOEL]
$ASS He n3MeHseTcsl eChlIKA Ha CTOJIOCI M CTPOKY
AS$S He n3MmeHseTCs 6ChIIKA HA CTPOKY

Hanpumep, ecnmn nmeercs-¢popmyna =AS5*C1, rue conepxuMoe sIeHKu
AS ymHOXaercs Ha cofiepaxkumoe staeiiku C1, To mpu KomupoBaHHU (POp-
MyJBI B APYTYIO SYGHKY\M3MeHSTCsl 00e cehliku. Ecim tpeGyercst, 4To0bI
IIpU KOTTUPOBAHUINDOPMYIIEI cChUIKA Ha stueiiky C1 He U3MeHsIach, TO B
(dopmyne HeOOXOIMMO HCIIONB30BaTh a0COMIOTHYIO CCHUIKY Ha ATy sS4ei-
Ky. UToOBI co371aTh a0CONMIOTHYIO CCBHUIKY Ha stueiiky C1, Heo0X0aAnMO Io-
CTaBUTB, 3HaK) fojUIapa TaK, Kak Moka3aHo B npumepe: =A5*$C$1.

pyaoui tnocob 3amanus abconomHol CCBUIKH 3aKIIIOYaeTCsS B Ha3HA-
YCHHM\MMEH SYeKaM WM HCIOJb30BaHMHM WX B (opmynax. VMms sdeiiku
JAOJBKHO HAa4YMHATHCA C OYKBBI M HE JOJDKHO COAepKaTh mpobernoB. s
TOTO YTOOB!I Ha3HAYUTH UM SUCHKE I TPYIIE S4eeK, HE0OXOIMMO BHI-
HOJHUTH CIEAYIOIINE eiCTBUS:

* BBIJICITUTD STYCHKY WIIN TPYIITY STYCEK;

* BBIOpaTh U3 MeHI0 BeraBka komanny Mms, a 3atem — IlpucBouTh,

* BBeCTH M3l B oje MMs B MosiBUBILIEMCS IUAIIOTOBOM OKHE.

[IpucBouTh UMs sUCHKE MOXKHO, UCTIONB3ys Toje Ums B cTpoke dop-
Myd. i 3TOro HEoOXOIUMO BBIACIHUTH SUCHKY, OJIOK sSYEEK, CTPOKY
(cronben) u menkHyTh 1O oo Ums B ctpoke dopmyn. Beectn B moie
Hms HeoOXxonmuMoe UMs 1 HaXKaTh KinaBumry Enter .
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3ameuanme. /[1s1 mozo umoobwl yoaiums umMeHa sa4eex, Heobxooumo u3 me-
nio BeraBka guiopams komandy Ums, a samem — IIpucBouTh. B duanocosom
okHe 6 cnucke UM1 svibpams mpebyemoe ums u Haxcams KHONKY Y AaJIUTh.

Oyuknuu. B nporpamme Excel ncmons3yrorcst BcTpoeHHbIe QYHK-
LMY JJI BBIIIOJHEHUS MaTeMaTHUYeCKUX, TEKCTOBBIX U JIOTHYECKUX OIepa-
Ui, a TaKke A noucka nHpopManuu Ha paboueM jucre. OYHKUIUH I10-
JTyqaloT WHPOPMAIHIO, MepeaaBaeMyl0 B KadyecTBE apryMEHTOB, H BO3-
BPAIIalOT pe3yibTaT. APTyMEHTHI 3aKIII0UalOTCS B CKOOKH W pacroJiara-
IOTCS TIOCJIE UMEHH (DYHKIIHU.

OyYHKIMA MOXXHO BBECTH JIMOO B CTPOKY (hopMyi, THOO C TOMOIIBO
Mactepa ¢pyHkumid. 1y 3T0r0 Hag0 BEIOpaTh U3 MEHIO BeTaBKka KOMan>
Iy @yHKIUS WK BOCIIOJIB30BaThCsl KHOMKOW BeraBka ¢pyHknum Ha-ma-
HEJIM UHCTPYMEHTOB. B mpocTeiiiiem ciiyyae Bce CBOAUTCS K JBYM (1Iaram.
Ha mepBoM mrare Hago BEIOpaTh (PYHKIHIO U3 MPEUIOKEHHOTO MEPETHS, a
Ha BTOPOM — BBECTH HeoOXxoauMeble apryMeHThl. [locie BeiOopa. pyHKIMH
MOJT CTPOKOH (hopMyJ mosiBIIsieTCs TaHe b (OpMyJ, B KOTOPOU HE0OX0u-
MO 3aIl0JIHUTh BCE I0JIS1 apIYMEHTOB.

B manenu ¢opmyn mox moiasMu apryMEHTOB MPHUBEIEHO KPATKOE OIH-
caHue BbBIOpaHHOW (yHKUMH. [ MOIPOOHOro, 3HAKOMCTBA C JAHHOM
¢yHKIIHEH HEOOXOANMO HA)KaTh KHOIIKY CIIPABKH,\KOTOpas HAaXOAWUTCS B
JIEBOM HIDKHEM YTy JaHHOM MaHeu.

B Gostee croXXHBIX clly4yasix B KAUeCTBEAPI'YMEHTOB MOTYT MIPUMEHSATh-
cs Apyrue pyHKIMK, KOTOPBIE MOXKHO, BBECTH BPYUYHYIO C KIIABHATYPHI WIIH
BbIOpaTh TpeOyemyro QyHkuuio B mone @ynxuun. Excel xonrponupyer
MPaBHJILHOCTH BBOJIA APTYMEHTOR:

Haubonee wacto mpuxomuTesi MPUMEHSTh (QYHKIMIO CYMMHPOBAHHS
3HAYEHU, MO3TOMY OHa BbIBEAEHA HAa CTAHAAPTHYIO MaHeNlb WHCTPYMEH-
TOB KaK KHOTIKa ABTOCyMMa.

i Toro 4to0BI JIOACUUTATE CYMMY 3HAUEHHUH siueek pabouero nucra
HEOOXOOMMO:

* AKTUBU3UPOBATH TUEHKY, KyJa HY>KHO IOMECTUTh PE3yJIbTaT;

* Ha)KaTh KHOIIKY ABTOCYMMA Ha TTaHEJI HHCTPYMEHTOB;

* BBIIETHUTH JHANA30H SYCCK, 3HAUCHUS KOTOPBHIX HEOOXOIUMO MpO-
CYMMHUpOBaTh, U HaXaTh KHONIKY BBOA Ha CTpoke (OpMyYN WIH KIaBHIILY
Enter

2{ HocTpoeHne quarpaMM M COPTHPOBKA JaHHBIX. [Iporpamma Excel
MO3BOJIACT YJIYUIINTH HArjJIgdAHOCTb MPEACTABJICHUSA NaHHBIX C IIOMOIIBIO
paznuuHblx auarpamM. Co3pare quarpamMmy MOKHO, MCIONb3ys Macrtep
auarpamMm. J{is 5Toro HeoOXOAUMO BBIIETUTDH STYEHKH, HA OCHOBE KOTO-
pBIX OyJeT CTPOUThCA AUarpamma, a 3aTeM HaxaTh KHONKy Macrtep aua-
rpaMM Ha TIaHeJW WHCTPYMEHTOB WJIM BBIOpaTh W3 MeHIO BeTaBka Ko-

MaHay ﬂHanaMMa. ITocne aToro Ha OKpaHC IMOSABUTCA AUAJIOT MacTepa
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JAMarpaMm, COCTOSIIIMN U3 YeThIpex maros. Ha nmepBom miare Mo>xHO BbI-
Opatp Tum Oyayliei AuarpaMMebl, Ha BTOPOM — YKa3aTh MM H3MEHHUTH 00-
JIaCTh BBIIEJICHHBIX SY€eK, Ha TPEThbeM — 3a/aTh apaMeTpbl AUarpaMMBI,
Ha YEeTBEPTOM — MECTO €€ PACTIOJIO0KEHHSI.

[Tepexon Ha cneayroIMi Mar OCyIIEeCTBIISECTCS HaXKaTUEM Ha AMATIOTO-
Bylo kHomky [laJsiee. B mo00if MOMEHT MOXHO BEpHYTHCS Ha MPEABIAY-
Iyt mar, Haxae Ha kHonky Ha3zan. Kpome 3Toro, Ha IF000M I1are MO>KHO
3aKOHYHUTH paboOTy ¢ MacTepoM M IOCTPOUTH JUArpaMmy, Ha)KaB KHOIIKY:
T'oToBo.

Jliis Toro 4roObl OTpeNakTUPOBATh JHOOOH 3JIEMEHT IUarpamMMbl, JHo-
CTaTOYHO JBAXIBI IMEIKHYTh MO HEM MBI (KOHTEKCTHOE MCEHIO Ha
TpebyemoM snemenTe). Ha sxpaHe MOsSBUTCS IUATOrOBOE OKHO3BKOTOPOM
MOXHO 33JIaTh pPaMKy JAWAarpamMMmbl, €€ IBET W TOJIIHUHY, KOHTypa, THI H
pasMep nmpudTa, a TAKKe Ipodre aTprUOyTHI.

Jia u3MeHeHus: pa3MepoB JuarpaMMbl, HEOOXOTUMO/ BBIICIUTh €€ U,
repeMeniasi MapKepbl U3MEHEHHsI Pa3MEPOB C MOMOIIBIO MBIIIH, YCTAHO-
BHTb TpeOyeMbIid pazmep. Eciu mepeTackuBath Mapkep H3MEHEHMsI pa3Me-
pa Ha OJHOI M3 CTOPOH JAMAarpaMMbl py Haskato kiaasuine Ctrl, To pas-
MEpBI JUarpaMMbl U3MEHSIFOTCS ¢ 3TOW W, IPOTUBOIIOJIOKHOW CTOPOH JHa-
rpaMMBbl OJHOBpeMEHHO. [Ipyn meperdckrBaHUM YTIIOBOTO MapKepa MpHu
Hakaroi kmasuie Ctrl pasmep muarpaMMbl M3MEHSETCS Cpa3y BO BCeX
HaIpaBJIEHUSIX.

Jliis Toro 4ToOBI yAaNUTh AWarpammy, HEOOXOJWMO BBIJICIHUTH €€ U
HakaTh Kiaapuiny Delete wmu u3 menio IlpaBka BeiOpats KoMaHxy Oum-
CTHThD, a 3aTeM — Bce.

Hcnonp3oBanue . MacTepa auarpaMM SIBJISIETCSI CAMBIM TIPOCTBIM H
HAJICKHBIM CITOCOOOM. CO3J[aHUs IuarpamMm. Takke MOXKHO TMOCTPOHUTH
JUarpaMMy M aBTOMAaTHYECKHU, €CJIM BBIJICUTh 00J1aCTh JaHHBIX M HAXKATh
knapumy FLL(AIlt + F1).

Ha cymecrByromyto muarpaMMy MOXHO A00aBisATh naHHbIe. Ecim
JIAaHHBIE, KOTOpble HEOOXOAMMO 00aBUTh, HAXOJATCS HA TOM e JIHCTE,
I/I¢ U AuarpaMMa, To He0OX0JMMO BBIICIHUTh UX U C TIOMOIIBIO MBIIIH Te-
peramuTh Ha auarpammy. Eciiv gaHHbIe M TuarpaMMa HaXoZsTCS Ha pas-
HBIX JIUCTaX, TO HEOOXOJMMO BBIICIHTH JUarpamMmy W u3 MeHio Jua-
rpamMma BbIOpath koMaHay Jlo6aButh ganHbie. [locne 3TOro aKTUBU3M-
poBaTh paboYMii TKCT C HOBHIMU JIAHHBIMH U BBIJEIUTD JIMAITAa30H SUYEEK C
HUMH.

3ameuanue. Ecau EXcel ne obnoensem ouacpammer nocne usmenenus
OaHHBIX Ha pabouem aucme, Mo, 603MOICHO, YCMAHOGIEH DENCUM DYUHO2O
nepecuema. [[isi yCmMaHoBKU A8MOMAMUYECKO20 nepecuema HeobX00uMo u3
menio CepBuc sviopams xomandy Ilapamerpsl u Ha éx1adke BuluyHMciaeHuUst
Ycmarnoeumbv nepexkiiovamenb ABTOMaTI/I‘{eCKH.

CoprupoBka nmaHHBIX. COpTUpPOBKA TO3BOJISIET BHICTPAWBATH

91



JaHHbIE B al()aBUTHOM WM IU(PPOBOM IOPSIIKE IO BO3PACTAHUIO WIIH
yObIBaHUIO. J{J1s1 TOrO 9TOOBI OTCOPTHPOBATH JAHHBIC, HEOOXOJMMO:

* BBIICIUTH TUANA30H SYEEK, KOTOPBIH HEOOXOIMMO OTCOPTHPOBATE.
Ecim oH co BceX CTOpPOH OrpaHWuYeH IMYCTHIMH SYSHKaMH, TO JOCTATOYHO
TOJILKO aKTUBH3UPOBATh JOOYIO sUEHKY;

* 13 MeHIo JlaHHble BeIOpaTs koMaHay COpTHPOBKA;

* B criucke CopTHpoOBaTh MO BBIOPATH IMEPBOE IOJIE, IO KOTOPOMY
cllelyeT YIOpSAOUYHUTh JaHHBIE;

* BEIOpaTh nepekintoyatens Ilo Bo3pacranuio win o yosiBaHuio;

* B CrIMCKe 3aTeM IO BHIOpaTh BTOPOE T0JIE COPTHPOBKH, €CIIU BO3HH-
KaeT HeOOXOAMMOCTh;

* YCTAaHOBUTH Iepekiitoyarens [loamucsam, eciau BeIIeIEeHbl U 3ar0710B-
KH CTOJIOIIOB, WIM Tepekimodareah O003HAYeHUsIM CTOJIOLOB JIncTa,
€CJIM 3ar0JI0BKH HE BBIIEICHEI.

3ameuanue. Kronku CopTUpoOBKa no 6ospacmanuto (yovieanuro) Ha
CMAHOAPMHOU NAHEAU UHCMPYMEHMO8 NO380JAI0M  YROPAOOUUMb OAHHbLLE
MOALKO NO 00HOMY noto. Imobbl 60CHOIB308AMbBCS UMU, HEQBXOOUMO AKMU-
suUUpOGaAmMb AYCUKYy 8 cmoabe, KOMOpwll Ccredyem, OmMCopmuposams, u
nasxcame knonky COPTHPOBKA no eospacmanuio (YObleanuio) na nameiu uH-
CMpymMenmos.

3. [Teuarp nokymenTa. Ilepen neyaTpro KOKYMEHTa HEOOXOIUMO HACTPO-
UTh MapaMeTpbl mevatd (OpUEHTAIMIONOyMaru, ToJis, pa3MellleHHe Ha
CTpaHUIle, KOJIOHTHTYJIbI, TUHUNA CETKH U 1p.). s M3MeHEeHHs MapaMmer-
POB CTPaHUIIBI TIPU €€ MeYaTH HEQOXoMuMOo u3 MeHi0 Maiil BHIOpaTh KO-
many IlapaMeTpbl cTpaHUIBL:

Bxiagka CTpaHMia mo3BoJIICT YyCTAHOBHTh pa3Mep CTPaHUIlBI, Kade-
CTBO IE€YATH, OPUCHTAIIMIO, 'CTPAHUIIBI, a TAKKE YBEIWYUTh WM YMCHbB-
IIUTH €€ pa3Mmep.

C nomomipro Bruaaku IMoast MOKHO YCTaHOBHUTH OIS MEYaTaeMBIX
CTpaHHMI[ ¥ BBHIOPAThH BEPTHKAIHHOE WM TOPU3OHTAIBHOE IICHTPUPOBAHHE
neyaTaeMod BWHQOpMAIMK, a TakKe yKa3aTh, HA KaKOM PAcCTOSHUH OT
Kpast CTPAHKIBI OYIyT MEYATATHCS KOJTOHTUTYIIBL.

Bxragka KoJoHTHTYJIBI TIO3BOJISIET BRIOPATh MX M3 CITUCKA CTAHIAPT-
HBIXAWIIN CO3/1aTh TMOJIb30BATEIbCKUE KOMOHTUTYINBI. Bkiaaka Jluer maet
BO3MO)KHOCTh YCTAHOBHTH O0JIACTh I€YATH, 3arOJOBKH CTPAHHIl U TOPS-
JOK/TICUaTH, a TAKXKE ONPENCIUTh, OYAYT JIM IeYaTaThCs JIMHUU CETKH W
MPUMEYAHHS, 3aT0JIOBKH CTPOK M CTOJIOIIOB.

ITporpamma EXcel mpou3BoguT aBTOMAaTHYECKYIO pa3OMBKY padodero
JIUCTAa Ha CTPAHUIILI MPH TeyaTH. MHOTraa HY»XHO MEepeMeCTUTh Pa3phbiBbI
CTpPaHUII, YTOOBI CBSI3aHHBIC JTAHHBIC HAXOAMIUCH PIAOM. 1) TOro 4ToObI
BCTABUTH pa3prB CTpaHI/IIlLI pr‘lHyIO, HCO6X0)II/IMO HepeMeCTI/ITB AKTHUB-
HYIO SIUCHKY TpaBee W HWKE MECTa, TJC HYXKHO CACTIaTh pa3phiB, a 3aTeM
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n3 MeHio BeraBka BeIOpath koMaHay Pa3pbiB crpanuunbl. Eciiu HeoOxo-
JUMO YCTaHOBUTb BEPTHUKAIbHBIE Pa3pbIBbl CTPAHUIL, TO HYXKHO CAENAThb
aKTUBHOM siueliky B mepBoii cTpoke. Ecnu Heo6X0aUMO YCTaHOBUTh T'OpPHU-
30HTaJIbHBIE PA3phIBbl CTPAHML, TO HYXHO CAENaTb aKTUBHOH SUEHKy B
cTosbue A.

Jns ynaneHus BBIOOPOUHOIO PYYHOTO pas3pblBa CTPAHULIBI HEOOXOIHU-
MO clellaTh aKTMBHOHM sYEMKY IOJ py4YHBIM DPa3pblBOM CTPaHMLIbI WU
CIpaBa OT HEro U U3 MeHI0 BeraBka BbIOpaTh KOMaHAy ¥YOpaTh pa3phls
cTpanunbl. Ecii He00X0IUMO YAAIUT BCE Pa3phIBBI CTPAHULL, TO HYKHO
BBIIENUTH Bech paboumii mucT M w3 MeHIO BeTaBka BBHIOpaTh KOMAaHIY
CoOpoc pa3pbIBOB CTpPaHUII.

Jis mpoBepKU JOKyMEHTa Iepef] MeyaTbl0 €0 MOXHQ BBIBECTH Ha
9KpaH, HCIoJb3yss KHonky IlpenBapuTesibHbIH NPOCMOTP.-Ha NaHEIU
WHCTPYMEHTOB HJIM BBIOpaB 3Ty e KoMaHmy u3 MeHI Daii. [Ipensapu-
TEeJBHBIN POCMOTP MO3BOJISIET:

* YBEJIMYUBATh U YMEHBIIATh MAcIITad O0TOOpaXeHUs HHPOPMAIK Ha
9KpaHe ¢ IOMOIIBI0 KHOMKKA Macmtal Wi, MIEeIKHYB yKa3aTelIeM MBIIIH B
(opMme JTyTIBI IO TOM YacTH, KOTOPYIO HYKHO, YBEIHUUTD (YMEHBIIINTH);

* IEepeMelIaThCs 0 CTpaHHULAM JAOKYMCEHTA C MOMOIIbI0 KHOIOK Jla-
Jaee, Hazan win kiaBuil ynpaBiaeHUs KypcopoM;

* U3MEHSITH MOJISI JOKYMEHTA ¢ JIOMOMNIb0 KHONKH IloJist, nnu nepeme-
11as MapKepsl oneit TOKyMEHTa;

* U3MEHSTh NapaMeTphl CTPaHULIbl, HaXKaB KHONKY CTpaHuUbI,

* HareyaraTh JOKyMEHT; HaxxaB KHONKy Iledats.

4. Mouck u aHaau3 AaHHBIX. [IoMCK M aHANM3 HaHHBIX — 3TO Hambojee
9JacThle AEHCTBUSAIPOU3BOIMMEIC CO CITUCKOM TN Oa3oii gaHHBIX. [lonck
MIPOM3BOINTCS HA OCHOBE 33J]aBacMbIX MOJIb30BaTeNIeM KpUTepHueB (Tpedo-
BaHUI Ha HH(OPMAIIHN).

B EXGel MoHO TakKe MPOM3BOIUTH (DUIIBTPAIIMIO CITMCKOB. Pe3ybra-
TOM (QAIBTPAIMU SBIIIETCS BPEMEHHOE CKPBITHE 3alUCel, HE YIOBICTBO-
PAOIIMX 3alaHHBIM KpuTepusiM. CyIlecTByeT TpU CpeJICTBa JJIs MOUCKA U
QIIBTpalliK TaHHBIX: opma OaHHBIX, A6MOPUILMD WU PACUIUPEHHDBIT
Ghuremp. DopMa TaHHBIX MO3BOJSIET OCYIICCTBIIATH MOUCK U PEIAKTUPO-
BaHHUE OTACTBHBIX 3amHcedl. ABTOQHUIBTP 0OECIIeUnBaET MPOCTOI U OBICT-
PBIH CIIOCOO CKPBITHS JIMITHUX 3aIACEH, OCTAaBISASA Ha dKpPaHE TOJBKO Te,
YTO YAOBJICTBOPSIOT KPUTEPUSIM. PacmpeHHbI QUIBTP TO3BOJISET MPH-
MEHSTh 00Jiee CJIOXKHBIE YCIIOBUS OTOODA.

[louck W pegakTHpPOBaHUE JAaHHBIX C MOMOIIBIO
bopmbl mauHbX.Dopma nanHbix B EXCel — 3To cpenctBo asist moucka
U PEIaKTUPOBAHUS 3alKCEH, YIOBJICTBOPSIONIMX KPUTCPHIO HA OCHOBE
MPOCTOTO WM MHOXKECTBEHHOI'O cpaBHeHHs. [locime BBoma KpUTepHs B
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mycToii (hopMe OCYIIECTBISICTCS MOCIEIOBATEIbHBIA MMPOCMOTp 3aruceH,
OTBEYarMUX TpeOoBaHUAM. [ TOro 4ToOBl OCYHIECTBUTH MOKUCK C IO-
MOIIBIO (POPMBI TAHHBIX, HEOOXOIUMO:

* BEIICITUTH JTFO0YIO SUEHKY CIIHCKA;

* 13 MeHIo JlaHHbIe BEIOpaTh KoMaHay @opma;

* HaxkaTh KHOTIKY Kpurtepuu;

* MEPEUTH K IOJII0, KOTOpOoe OYAET yIacTBOBAThH B OIPEACICHUHN KpH-
TepUs U BBECTH KpUTEPUil MONCKA;

* HaxxaTh KHOTNKY JlaJjiee win Ha3zaa, 4ToOBI MepelTH K 3aIllMCH, YAO-
BJIETBOPSIIOILEH BBEIEHHOMY KPUTEPHIO;

* TIpU HEOOXOIMMOCTH OCYIIECTBUTH pemakTupoBanue 3amucu. C mos
MOIIBI0 (DOPMBI TaHHBIX TaKKe yI0OHO 100aBJISATh HOBBIC 3aIMCH K YiKe
cymecTByIomuM. /{7 Toro 94To0sl BBECTH HOBEIC JaHHBIE, HEOOXOANMO B
¢dopme HaxaTh KHOTIKY [100aBUTH U BBECTH HOBBIC AaHHBIC, B/ITONST Pop-
MbL. [Ipu 3TOM HOBBIE JaHHBIE OYAYT MOMEIIEHBI B KOHEI] CYIIIECTBYIOIINX.

3ameuanne. B (popme OannbIx 0151 nepemewyeHus no 3anRUcsim UCNONb3Y-
emcs noaoca NPOKPYmKU.

ITouck naHHBIX ¢ MoOMOMmMBIO aBTOGuiIbTpa.llpu padore
C aBTOQWIFTPOM HMEIOTCS TPH MeTOoAa (QIIbTpALAN, JaHHBIX. B packpsi-
BAIOMIEMCSI CITIICKE MOKHO BBIOPATh 3HAYCHUE!TIONS IS TIOUCKA TOYHOTO
COOTBETCTBHUSA JHOO 3aaTh MPOCTOC YCIOBHE\PUMIBTpalUuK AaHHBIX. J[7s
MOKCKA JJAHHBIX C IIOMOIIBIO aBTO(MUIETPAHEOOX0IUMO:

* BBIACTUTD AYEHKY BHYTPH CIIUCKA UJIM €T0 LEIMKOM;

* u3 MeHIO /laHHble BBIOpaTh~KoMaHTy @®UIBTpP, 3aTeM — ABTO-
¢uabTp;

* PpacKpbITh CIHMCOK, COOTBETCTBYIOILIMH IIOJIO, KOTOPOE CIEIyeT
BKJIIOUUTH B KPUTEPUL;

* BBIOpaTh kenaeMblil Kpitepuii: Bee, Ilepsbie 10, YciaoBue, TouHoe
3HaYeHue.

ITocne BbIOOpa B elMcKe aBTOPHUIBTPa KOMAH/IBI Y CJI0BHE TOSBIISIETCS
nuanorosoe okHO Heub30BaTebcKkuil aBTOPUIABLTP. B 3TOM OKHe cieBa
3aJar0TCsl YCIOBUS, a ClpaBa — 3HA4YeHUS oTOOpa HaHHBIX. [y 3amanus
BTOPOTO YCIOBHS HEOOXOIMMO YCTaHOBHUTH TPeOyeMBIH MEpEeKIIIOYaTeh
N, NI u-3a1aTh BTOpOE yCIOBHE OTOOPA U €Tr0 3HAYCHHE.

MOXHO WCKIIOUUTh TI000€ Mmojie W3 Kputepus ordopa. s sToro
HEOO0XO0AMMO PAaCKPBITh COOTBETCTBYIOLIUI CIHCOK M BBIOpAaTh KOMaHIy
Bce: UToOBI CHATH KPUTEPUH IETUKOM, HEOOX0IUMO u3 MeHIO JlaHHbIe
BBIOpaTh KoMaHAy PuiabTp, 3areM OTo0pa3uth Bce. UTOOBI OTMEHHTH
pexxuM aBTOGMIBETPa, HEOOXOIUMO U3 MeHIO JlaHHbIe BBIOpaTh KOMaHIY
PuiabTp, 3aTEM ABTOPHIBTP.

3ameuanune. Quibmpayusi OGHHbIX BO3MOJICHA CPA3Y NO HECKONbKUM Psi-
00oM CmoswWUM noaam madbauyvl. s 3mozo HeobXo0umMo Ha nepeom uiaee
8b10eIUMb AYEUKU, YUACMEYIoWUe 8 PUILMPAYUU OAHHDIX.
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Ncnonks3oBaHue pacmupeHHOro aBToduiabtpa. Pac-
IIMPEHHBIA aBTOPHIBTP 001agaeT OOJBIIUMH BO3MOXKHOCTSIMH, Y€M Pac-
CMOTpPEHHBIE BBIIIE CIOCOOBI 0TOOpa AaHHBIX. OH MOXET MPUMEHSTD OIle-
paunu U, NJIN, a Takke COCTABISITh BRIYUCIsIEeMble KpuTepu. s mownc-
Ka JAHHBIX C MOMOIIBI0 PACHIMPEHHOTO (HIBTpa HEOOXOAMMO CHAadasa
MOATOTOBUTD JAHHBIE CIEAYIOLUUM 00pa3oM:

* co3nath JImanmazoH KpuTepueB, KOTOPBIH 3a7aeT yCJIOBMs IOHCKa
JaHHBIX. BepxHss cTpoka 3TOro Auana3oHa JOJDKHA COJIEPkKaTh 3aroJIOBKY
MoJiel, KOTOpble B TOYHOCTH MOBTOPSIIOT 3arojIOBKH IMOJIeH B OOJACTH
JNaHHBIX. J(Mama3oH KpUTEpUeB MODKEH BKIIOYATh XOTS OBl ONIHY, ILYCTYIO
CTPOKY slU€EK cpa3y I10J 3arojloBKaMu. B 3Toil cTpoke miu cTpOKax 3amu-
CBIBAIOTCSL YCIIOBHSI, IIPUYEM BCE, YTO 3alKUCAaHO B CTOJIOIE/TIOI\3ar0JIOB-
KOM TIOJIS, OTHOCHTCS MMEHHO K ATOMY IOJIO. YCIOBH:A(BEGEX CTOJIOLIOB
KaXXIIOM CTPOKH COEAMHSIOTCSI Jormdeckoi omeparmeir «M», a 3ateMm Bce
CTpOKU — Jiorndeckoil onepanueil « AJIW»;

* co3aath Jduana3on ganHbIX (6a3a JaHHBIX ); KOTOPBIA COIAEPKUT BCE
JaHHBIE;

* co3naTh [uana3on pe3yjbTaTa, KOTOPBIMOMPEENIeT MECTOPACTIO-
JIO’)KeHHE pe3ysibTaTa (PUIbTPALUU TaHHBIX

[Toce moaTroTOBKH TPeOyeMbIX NHATIA30HOB I IPUMEHEHU PpribTpa
HE00X0I1MO:

* BBIJICNIUTH STYEHKY B CITUCKE HaHHbBIX;

* u3 MeHio /lanHble BBIOpaTh KoMaHay @UIbTP, 3aTeM — PacmmpeH-
HbIl GuabTp;

* MPOBEPUTH MPABUIIBHOCTh aBTOMATHUYECKOTO 3aMOJHEHHUs BCEX NUa-
MA30HOB U IPH HEQOXOUMOCTH OTKOPPEKTHPOBATH UX.

BriBOog mpeMexXyTO4YHBIX HTOroB. [Iporpamma Microsoft
Excel moxer aBToMaTHueckd 00001IaTh JAHHBIC, BBIYMCISSI POMEKY-
TOYHBIC W OOIIWE UTOTH B CIUCKE. J[JIs1 HCIONB30BaHUS aBTOMATHIECKUX
MIPOMEXYTOUHBIX UTOTOB CIIUCOK TOJDKEH COAEPKaThb CTOJIOIBI C TMOJIIH-
csiIMU M. OBITH OTCOPTUPOBAHHBIM MO CTOJIOIAM, JJIsi KOTOPBIX TpeOyroTCs
IPOMEKYTOUHBIE UTOTH.

[Tpu BCTaBKe aBTOMATHYECKHX MPOMEKYTOUHBIX MTOroB EXcel m3me-
HseT pa3METKy CIHCKa, TPYNIUPYS CTPOKHU JAHHBIX C KaXKIOW CBSI3aHHOM
€TPOKOH MPOMEKYTOYHBIX UTOTOB, & CTPOKH MTPOMEXKYTOYHBIX HTOT'OB — CO
CTPOKOM OOIIMX UTOTOB.

Cy1iecTByeT BO3MOXKHOCTh BbIOOpa (GyHKIMH, Ucmoibp3yemoi B Excel
JJIs1 BBIYMCJIICHUS UTOI'OB. B JaHHOM IIPUMEPE JIs BBIYUCICHUS IIPOMEKY-
TOYHBIX M OONIMX HTOTOB MO BCEMY JIHCTY HCHOJNB3YyeTcs (QyHKIHS
CYMM.

J71s co3panust IPOMEXYTOUHBIX HTOTOB HEOOXOANMO:

* BBIJICJIUTD SYEIHKY CIIUCKA JTaHHBIX;
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* 13 MeHIo J/laHHbIe BBIOpaTh KoMaHay UToru;

* B quanoroBom okHe IIpome:kyTounbie utoru B crucke Ilpu kaxk-
JIOM H3MEHEHHHU B BbIOPATh KOJOHKY TaOJIUIIBI, COIEPHKAILYI0 OTCOPTHPO-
BaHHBbIC NaHHBIC. [Ipy WM3MEHEHWW 3HAYCHHS B JAHHOH KOJIOHKE OymayT
ITOJABOIUTHLCS UTOTH;

* B criucke Omepanusi BHIOpATh ONEPAIUIO, BHIONHICMYIO HAJl JaH-
HBIMU;

* B criucke Jl00aBUTh HTOTH MO BBIOPAThH NAHHBIC, KOTOPHIC TOKHBI
YYacTBOBATh B PacUeTax, YCTAHOBUB (MIAXKKH TPEOYEMBIX CTOJIOLIOB JTaH-
HEBIX;

* YCTaHOBUTH TpeOyeMbie (DIIaKKH B TIOJIE:

— 3aMeHHTH TeKyIHe UTOTH, YTOOBI 3AMEHUTH BCE CTAPhIC MIPOMENKY=
TOYHBIE UTOTH HAa BHOBLCO3/IaBAEMBIE;

— KoHen cTpaHMIIbI MeXKIY IPYNNAMU, 9YTOOBI TICUaTh OHON FPYIIITBI
OCYILIECTBIISLIACH Ha OTAEFHON CTPaHUIIE;

— WTtorm moa maHHBIMH, YTOOBI pPa3MeIlaTh UTOTOBBIE, NAHHBIC O]
JIETAILHBIMA JAHHBIMH.

3ameuanme. /[ yoaneHusi RPOMeNCYMOUHbIX UMO208 He0OX00UMO U3 Me-
nio JlanHble gviopams komanoy UTOrH, a 3amem ¢ ouanozosom okwne IIpo-
MEeKYTOYHbIe UTOTU Hadcams KHONKy Y 0paThb BCes

CBonHas Tabnuia.CBoaHas Tabauia ~3TO CPEICTBO, YIOPAIO-
yuBawlnee uHpopmammoo. Pacnpenenenue uadopmanum B CBOJHON Tao-
JUIIe 3a/1aeTCs TOJIhb30BaTENIeM, YKa3bIBas, KAaKWe TOJIS U DIIEMEHTHI JOJK-
HBI B HEeW conepkaThbes. [loe — aTo-HekoTOopas o0Inas KaTeropus, a sJe-
MEHT — 3TO OT/IEIbHOE 3HAYCHUSBHYTPH HEKOTOPOI KAaTerOPUH 3HAYCHHA.

HemocpencTBeHHO B CBOAHOU Tabiuile HeJb3s W3MEHSATh M BBOJAUTH
JIaHHBIE, MOYXKHO TOJIbKO M3MEHSATH (pOpMaTHpOBaHKE M BHIOWPATH pa3iind-
HbI€ ITApaMETPhl BEIYUCICHUIM.

CBojHble TaOIUIBI CO31aI0TCS ¢ MOMOIIBI0 MacTepa CBOJAHBIX Ta0-
Jim. J{71st Toro 9yTe0BI C03/1aTh CBOJHYIO TA0JHUILY, HEOOXOIUMO:

* u3 MeHI0 JlaHubIe BRIOpaTh KoMaH 1y CBoaHAsI TA0IMIA;

* YCTAaHOBHTH Mepekiroyarelis B cnucke win base manabix Microsoft
Excel, 3aremHaxxats kHonky laJiee;

* BBICJIATH JMAIa30H JaHHBIX, II0 KOTOPBIM OYIET CTPOUTHCS CBOJHAS
TabJmna, M HaxaTh KHONIKY [laJiee;

* yKa3aTh, IJIc pa3MelaTh CBOJHYIO TaOJMIly — HA HOBOM WJIM CYIIe-
CTBYIOIIEM JIUCTE;

* BbIIENUTH B OKHe CHHCOK MoJiedl CBOJHOM Ta0J uIbI 10Je, COAep-
’Kalee JaHHBIC, M TIEPETAIIUTh €r0 B HY)XHYIO 00IacTh MITH BBIOpATh Tpe-
Oyemoe 3HaueHHe B criicke Pa3Melmmenne JaHHBIX U HaxaTh KHONKY Ilo-
MECTHTD,

* B CBOJIHYIO TaOJIMILy MOXHO J00aBUTh ONpEACTICHHBIN (UIBTP NaH-
HBIX. I 3TOro HYXHO MEpEeMEeCTUTh HEOOXOIMMOE TMoje B 007acTh
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Crpanuna;

* BBIOpaTh BUJI CBOJHOM TaONIUIBI MOXKHO, HAXKaB KHONKY ®opmar oT1-
YyeTa Ha IMaHeNIu UHCTPYMEeHTOB CBOJHBIE TA0JAMLBbI, WK U3 MeHIO Dop-
MaT BEIOpaTh KoMaH1y ABTO(dopMaT.

Bonpocs! 11 caMOKOHTPOJIA
Kak ocymiectsnsercs BBoja (hopMy B siuehKy?
Kak yka3sIBarorcs ajpeca saeex?
Kaknum 00pa3oM MOXHO BBECTH (DYHKLHUIO B CTPOKY (GopMyn?
C nOMOIIBIO YeT0 MOKHO IOCTPOUTH JHarpaMMy JaHHBIX?
Kak penaktupyrorcst 3eMeHThl AHarpaMmmbi?
Kaxum o6pa3zom n00aBisf0TCs B AUArpaMMy JaHHbIE?
Kakme nefictBus HEOOXOIUMO BBIIOJIHWTH, YTOOEHI {OTCOPTHPOBATH
naHuble?
B ueM ocobeHHOCTH TeuaTd JokyMeHToB B Excel?
Kakue neiicTBus HEOOXOAMMO BBINONHHUTH, MTQOBI OCYIIECTBHUTH I10-
HCK C IOMOIIBIO (DOPMBI TAaHHBIX?
10 Kakwue neficTBUs HEOOXOAMMO BBINOJIHUTH)YTOOBI OCYIIECTBUTD I10-
HCK C TIOMOIIbIO aBTOGMIbTpa?
11 B xakux CIyJasx UCIOJNB3YETCS] PACHIHPEHHBIN aBTOQMIETP?
12 Kakue nedcTBHsA HEOOXOIMMO_BBUTONHUTH, YTOOBI BBIYUCIUTH IMPO-
MEKYTOUHbIE U O0IIHE TOTH B\CHHCKax?
13 Kak copmupoBaTh CBOJHYO TaOIHITY?

~No ok WwDN -

© 00

JlapopaTtopHnas padoTa

L] e nb: mpuoOpeTeHUE HABHIKOB IO pabote ¢ hopMylaMu u QYHKIIHS-
mu Excel.

3aoauu:

— yMmeThb papotats ¢ hopmyrnamu Excel;

— yMers paborats ¢ Gpyrximsamu Excel;

— YMETB-CTPOUTH TUArPaMMBI;

X000 pabomul

1\ Otkpoiite HOBYIO pabouyro KHUTY U coxpanute kak Jlag-2-Excel.
Nepeumenyiite nuct 1 B ®opM-pyHK.

2. Pabora ¢ popmyramu.

— Beemure B Al uncio 25,3, 8 A2 yucno 33,0, 8 B3 uucino 7,7,8 B4
gucio 6,2, B D3 popmyny =A1+B3.

B suetike D3 maxxmure 3Hax = 1 BBequre A1+B3. IMena cTton0os
BBOJIUTH JIATHHCKAMH OyKBaMHU.

— Beenute B sueiiky F3 dopmyny =2>7, B G4 popmymy =A1>B3.

— Beenute B stueiiky J4 dpopmyny = «lIpuknagasie» & «CucteMbn

— [Toka3zatb opMyITBI B sIUCHKAX.

Bemonuute CepBuc + [lapamerps! + Bux + ®@opmy.ibl.
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— Y6epure GhopMyIbl.

3. AGCONIOTHBII U OTHOCHTENBHBIN ajipec.

— Beenure B stuetiky D10 dpopmyny =B3*2+30, ucnonesyercs oTHOCH-
TETBHBINA ajpec.

— Beenure B aueiiky E10 popmyny = $B$3*2+30, ucnons3syercs ad-
COJIFOTHBIN ajipec.

— Beenure B stuetiky F10 popmyny = $B3*2+30, ucnonb3yercs cMme-
LIaHHBIN ajJpec.

4. PenaktupoBanne Gopmyn

— Beenure B sueiiky D1 dopmyny =A1-B3.

— Otpenaktupyiite HopMylly BHYTpH sSUeiKkH, 3aMeHHB Ha = A1*3+B3-
20.

— OTpenakTupyiite GopMyy B cTpoke (GopMyIl, 3aMECHUB Ha =
A1/8+B3*2.

5. [lepemertieHre 1 KONUPOBaHUE.

— Cronupyiite sueiiky D1 B siueiiky K2 1 npoananusupyiite pes3yiib-
TaT.

— Ynamure conepxkumoe saeiiku K2.

— Crommpyiite stuetiky D1 B quanazon D2:D7:

— Crommpyiite nquanazon C10:F10 B anamazon C11:F11 u npoananu-
3UpYWUTE pe3yJIbTaThI.

6. PaGora ¢ macTepoM QyHKLHIA.

— Brmenute B sraeiiku Glu G8 Tekynlyio 1aTy i BpeMsi C ITOMOIIBIO
¢yaxmmii TITATA u CETOJIHSL.

Bei3Bath Mactepa ¢GyHkiuii (fx) Ha'‘maHeln HHCTPYMEHTOB, B KATETOPHH QyHKINH
BoIOpath JJATA u BPEMJ, B ciincke'pynknmii Haiitu TDATA u OK.

— Brraucnute B staeiike CS'cymMmmy umcen, OONbIINX 8 B qrama3oHe
A1:B4 ¢ nomomsto ¢pyakman CYMMECJIN.

Kareropus MATEMATNYECKHUE.

— IMToacuuntats B-sau€iike C6 KoanuecTBO uncen, bonpinx 30 B quamna-

3one C10:E11 camomotnkto ¢pyrkmmu CUETECIIN.
Kareropus CTATUCTUYECKHUE.

7. ABTOCYyMMUpPOBaHHE.

— C nOMOIIIBI0 KHOTIKK ABTOCYMMHPOBAHHE HA TTAHEITH HHCTPYMEH-
TOB HAWJUTE CyMMBI quama3oHoB siaeek D1:D6, C10:E10.

8. \[lepetinure Ha Jluer2 m mepeuMmeHyiite ero Ha (Q0OpadoTka-
JaHHBIX.

— Beaute B sueiiky Al 3aronoBok Pe3yibTaTbl u3MepeHUii U yBe-
TYbTE MIUPUHY cTONONA A.

— Beenute 10 mpou3BOIBHBIX YHCEN B IMOCIEIOBATENbHbBIE SYCHKH
croibna A, HauuHas ¢ suerkn A2.

— BBenure B siueiiky B1 3aronoBok YaBoeHHOe 3HAYEHHE U YBEIHYb-
Te IMUpPHUHY cToNoOma B.
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— Beeaure B suetiky C1 3aromoBox KBaapart 3HaueHusi v yBenndubTe
mmpuny cronbua C.

— Beenute B sueiiky D1 3aronosox ®@opmy.ia.

— BBeaure B siueiiky B2 hopmyny =2*A2.

— Beeanute B sueiiky C2 Gopmymy =A2*A2.

— Beenute B sueiiky D2 popmyny =B2+C2+1.

— Beigenuts nporaruBanueM sueiiku B2, C2, D2.

— CxonnpoBath (GOPMYIIBI AJIsl OCTaIbHBIX siueek cTonoos B, C, D.

VYoéenurech, 4T0 (HOPMYIBI AaBTOMATHYECKH MOTHU(UIMPYIOTCS TaK, YTOOBL pabo=
TaTh CO 3HAUECHHEM STUCHKH B CTONOLE A TEKyIEi CTPOKH.

— M3sMeHuTh 0J1HO U3 3HAYEHUH B CTOJIONE A.

Yo6eaurech, 9TO COOTBETCTBYIONIME 3Ha4YeHUS B cTonbnax B, C mw.D¢B atoit ke
CTPOKE OBbLIH aBTOMATHYECKU TNEPECUNTAHBI.

— BBenute B stueiiky E1 3aronoBox MacmTa0HbIi MHOKHTeEJIb U yBe-
JUYUTH IUPUHY CTONOLA.

— BBenure B stueiiky E2 qucio 5.

— Beenute B sueiiky F1 3aronoBox MacmradiupoBanue.

— Beeante B suetliky F2 dopmyny =A2*$E$2.

Yro0bl BBECTH aBTOMATHUECKH 3HAK $: HY)KHOITQMECTHTL KYpCOp TEPE CCHUIKON
E2 u Haxartsp kiaBuiny F4. Yoeaurecs, 4to Gopmyita BeirasauT kak =A2*$ES$2, 3arem
HaXMHUTE Ki1aBumy Enter.

— Hcnone3yst METOA aemo3anHerls CKONUPOBaTh 3Ty (HopMyny B
styerku crosiona F.

Y6eaurech B MPaBUIBHOCTH 3aMOJHCHUS STUCCK.

— Benute B sueiiky Glumcnol23, a B sueiiky G2 gucno 144. Pazauna
MeXIy uuciaamu 21. 3aNQIHHUTH CIeIyIoNmMe sSYCHKH apu(pMeTHUECKO
MPOTPECCHUEN, TO E€CTh \UHUCIAMH, YBEIMYHMBAIOIIUMUCS Ha MOCTOSHHYIO
BEIIMYMHY, B HaIlIeM citydae Ha 21.

Beigenuts sueikmG1 u G2 1 CKONUPOBATH STISHKH METOIOM A6MIO3ANOTHEHUSL.

— B sueiike A12 noacunraiite cyMMy drcen B cTOJOIE A, UCTIONB3YS
KHOTIKY ABTQCYMMHUPOBaHME HA TAHETTH HHCTPYMEHTOB.

— B, sueiike Al3 mojacuutaiite cpenHee apupMETHUECKOE YHUCEN B
siuehikax A2-All.

Busueiike A13 Ha)kaTh KJIaBUIY =BBECTHU aJpec S4eHKH, coAeprkalleil cymmy 4u-
CEII/KOJTNYECTBO YUCEII.

— B sueliky A14 aBTomarnuecku HaWTH ¥ TIOMECTUTh HAMEHbIIIEE 13
yucen B suehikax A2-All.

B sueiike A14 HaxaTh KIaBHIy =, 3aTeM B 11oj1e UMeHn DYHKIUHU BBeUTE QYHK-
o MUH wmm ncnons3yiite Macrep ¢ynkmnumit, kareropus CTaTucTHYeCKHe.

9. Ilepeiinute Ha JIner3 u nepenMenyiite ero 3aaanue.

— BBenute u HazBanue u chopmupyiite Tadnuiyy «Mrtoru sx3ameHa-
LIMOHHOW CecCUmM» B BUJIE:
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Ne | ®a | I'pyn- O.M. ‘ ‘ XH- Cpenn Jeii- IIpe
K na (6] MHS . CTBUS -
o/ Ma- UH ouono- 6amn neKaHa- | Mus
I TeM i) Tust Ta
1 2 3 4 5 6 7 8 9 10 11
1
2
10
Cpenuuii 6a1 o npeamery | | Hroro:
KonmdecTBo 0TIIHYHIKOB
>=8
Kon-Bo cT. Ccp.6an. <7

Cronber; Ne 3amoJIHATE aBTO3AMOJIHEHHEM. 3aHECHTE CBOM HCXOJHBIe” JaHHBIC B
cToOnE! 2-8. M3MeHnTe mupuHy CTOIOLOB (2 pa3a IIEIKHUTE JIeBO KIaBULICH MBbI-
IIY Ha TPaHUIIE MEXITYy UMEHAMH CTOJIOIOB).

— Beraucinre cpemHuil 0at s KaKI0To CTYICHTA.

Beeaute 3Hak = B mepBoil KiIeTKe HyKHOTO croibma. B fone mmenu BeiGepute
¢ynkauro CP3HAUY, BeiOepuTe He0OXOIUMBIH Arana3oH KieTok u Haxmute OK.

— Cxonupyiite popMyiy Ha OCTaJIbHbIE KICTKHITOrO CTOIONA.

— BBenuTe 3arojoBOK CTPOKH M BEIYHUCIIATE CPSIAHUN OaIT 0 KaXIOMY
pEeaMeETYy.

— [NoxcuurtaTe KOJNIWYECTBO OTIMYHHUKOB“(>=8) W KOJI-BO CTYIEHTOB,
UMEINIUX cpenHui 6amn <7 U BBEOUTE COOTBETCTBYIOIIME 3arOJOBKH
CTpOK.

Bribepute ¢pyrkuus Cratuctuueckue + CHETECJIN.

— B sueliky A18 BBecTH 3arofoBoK CTpokH «MakcuManbHas IPeMUs»
B A19 pazmep makcumansHOH npemun — 25000.

— 3anonauTe cTONOCH “/IeHCcTBYs JekaHaTay CIEeIyOIUM 00pa3oM:
npu cpegHeM Oamie %7 — [IpeMupoBaTh, B IPOTUBHOM CIIydae 3aHECHUTE

poOebI.
ITomecTHTE KYPCOP~B HYXKHYIO KIETKY M HaXXKMHUTE KiaBuIly =. B moxe umeHn
GbyHKINH BEIOEpHTE ¢byHKIMIO ECJIN mbo Bcrag-

ka+®ynkgun+Jlornueckue+ECJIN. B nosBrBIIEMCsI OKHE BBECTH: B MIEPBOH CTPOKE
- azpec Hy’KHOM KJIIETKH >=7, BO BTOPOH CTPOKE — IIPEMHPOBATh, B TPEThEH CTPOKe — 3
npobena. Haxxats OK

— CkonupoBaTh (HOpMyITy Ha OCTAIBLHBIC KJICTKH STOTO CTOJIOIA

—\3anonuaute cronber «[IpeMus» criemyrommM odpa3oM: pasMep mpe-
MUY 1IpH cpeaHeM 6amte 10 — MakcUMabHas IPEMUS; TIPH CPEIHEM Oarre
ot 7 1o 10 — 80% oT MakcuMalbHOM.

Wcnons3syiire Bnoxxenusie sornueckue ¢pynxuun ECJIU n nornyeckyro GyHKImO
W. ITomecTute Kypcop B HY)KHYIO KJIIETKY U HOXMHUTE KIaBuIlly =. B mone umeHu BbI-
6pats ¢pyuxuuio ECJIN nu6o BeraBka + @ynknuu + Jlornyeckue + ECJIU. B mo-
SIBUBIIEMCS OKHEC BBCJIUTC:

B MIEPBOH CTPOKE — aJpec KIETKH, B KOTOPOIl HaXOAWTCS CpeIHMil Oaul mepBoro
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crynenra)=10

BO BTOPOH CTpOKE — ajpec KIETKU C pa3sMepoM MaKcUMalbHOH mpemun Al9 u
HaXaTh Kiasuury F4,

B TPEThel CTPOKE — B MOJIE UMEHH OIAITh BBIOpaTh pyHkuo ECJIN.

[NosButcst HoBoe okHO QyHKuMH ECJIM, KOTOpoe 3amoJHHUTE CIEeTyIomUM 00pa-
30M:

B nepBoii cTpoke — BBectu U (anpec HyxHOU Kiietku <10; agpec HY)KHOH KIETKH
>=7),

Bo BTOpOil cTpoKe — afpec KIETKH ¢ pa3sMepoOM MAaKCUMAalbHOI NpeMuu, HaxaTh
kiasumy F4, BBectn * 80%,

B tpetbeii cTpoke — BBecTH 3 mpobena.

Haxmunte OK

— Ckonmpyiite ¢popMyily Ha OCTaJbHbIE KIETKH 3TOTO CTOJIOLA.
— BerauciuTh o0muii npeMuaibHbIi QoHI.

— OdopMuTh TaOIHILy: BBECTH B OT(HOPMATHPOBATH 3aTOJIOBOK TaOIIH-
IIbl, paMKy, (hopMaT U LIPUQT 3ar0JI0BKOB, 3aJIMBKA.

Ucnone3yst xomanny IlpenBapureabHblii HIPOCMOTP OLIEHUTH BHEIL-
HUH BUA TaONUIB, BHECTH M3MEHEHHS IIPH HEOOXOIMMOCTH.

CoxpaHuTh TaOIHILY.

10. JIo6aBUTE HOBBIH JIKCT U NeperMenyiTe ero B Jlnarpamma.

11. Co3nmate Tabnumy «AOMuHUCMPAMIUBHO-MEPPUMOPUATLHOE Oele-
Hue Pecnybauxu benapyco na 1 aneapa2000 cooay.

— IlopcuuTaiiTe aBTOMATUYECKU \W 3aIOIHUTH IIOCIEIHIO CTPOKY
BCETO.

— Ioctpoiite eucmoepammy «Fopoaa u OCENKH PECTTyOTHKU.

Brinemute B Tabnuie croadisr «Ha3sanue obmactiy, «Kon-Bo ropomosy, «Kon-Bo
TIOCEJIKOB» UCIIOJIB3YA NI BBIIACICHUSA HEB3ANMOCBA3aHHBIX CTOJ'I6HOB KIIaBUITY Ctrl.
BezoBure Mactep nuarpamm, mian Beraska + lmarpamma. BriOepure tin nua-
rpammel — I'mcrorpamma, Kpyrosas u T.1. u Haxxmure Janee. [lanee MoxHO u3Me-
HUTbH Ha3BaHUC AUarpaMMmbl, Ha3BaHUE oceﬁ, BUO U pasMCIICHUEC JIETCH/IbI U HAXKMUTE
I'otoBo.

— Ioctpoiite kpyeosvie ouazpammol «Kona-Bo paiioHOB 1O 001aCTAMY U
«I1;TIOTHOCTD | HACEEHUS.

—J10GaBbTEe HOBBIN MUCT U Ha3zoBuTe ero Amarpamma-1. Cxomupyiite
TUCTOTpaMMy Ha ATOT JIUCT U U3MEHMTE pa3Mepbl CKOIUPOBAHHOM TUCTO-
I'PAMMBI.

U_le.]'lKHl/lTe JICBOM KHOMKOM Ha TACTOrpaMMe U pacTSAHYTH €€ B MECTaX IOSABUBIINX-
Cs1 YCPHBIX NPAMOYT'OJIbHUKOB.

— OTpenakTupoBaTh 3JIEMEHTHl CKOIMPOBAHHON THCTOIPaMMBbl: U3Me-
HUTbH BUJI AMArpaMMBbl, 3ar0JIOBOK, PACHIOJIOKEHUE JIETEH/IbI.

JIBOITHO# IIETYOK JIEBOH KIIaBHIIIEH MBIIIN HA IFOOOM 3JIEMEHTE THCTOTPAMMEI (3a-
rOJIOBOK, JIEreHa, 001acTh MOCTPOSHHS TUCTOTPAMMBI), BBI3BIBAET OKHO C MOMOIIBIO

KOTOPOT'O MOKHO OTPEAAKTUPOBATH 3TOT 3JIEMEHT I'MCTOIPAaMMBIL.

— IocTpoiite Takue ke THCTOrpaMMy W AUArpaMMBbl a6MOMAMuU4ecKu,
HCTIONB3YS BBIACTICHNE COOTBETCTBYIONINX CTOJIOIOB C JAHHBIMH B TaOJIH-
ne ¥ ¢yHkuuoHanpHyo KinaBumry F11. CpaBHHTE mHONy4eHHBIE THCTO-

101



rpaMMy M IHarpaMMmbl ¢ IOCTPOCHHBIMHU paHeEeE.
Jns nmocTpoeHuss KpyroBoi AuarpaMmbl B MeHIO JluarpaMMbl U3MEHUTh THIl Jua-

rpaMMm.

Tabnuya 2. AMMUHACTpAaTHBHO-TEeppHUTOpHaIbHOe nenenne Pecrryomuku benapych

Ha 1 suBaps 2000 roga

AIMUHHCTPATHBHO-TePPUTOPHATILHOe Aeenue Pecnydmmku Benapych Ha 1 ssnBaps 2000

roaa
Ne o/mt Ha3zBanue Kon-Bo | Kon-Bo | Kon-Bo |Teppuropus,|Uucnennocts| Yuciao
obmactu paiioHOB |ropomoB| TOp. ThIC. KB. KM | Hacenmemms, | xureneii |
TIOCEJIKOB TBIC. 4eN Ha | < ?
PN
1 Bpecrckas 16 20 9 32,8 1484,1 45
2 Burebckas 21 19 26 40 1369,1 34
3 Tomennckast 21 17 18 40,4 1540,3 36
4 I'ponueHckast 17 12 21 25,1 1179,8 47
5 MuHckas 22 24 19 40,2 1549,5 81
6 Morwunesckas 21 13 12 29,1 1208,6 42
BCEFO * * * * * *
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Tema 10
CO3JAHUE BA3bI JAHHBIX B MS ACCESS
1 Tuns! faHHBIX U pa3Mepsl Moaeh
2 Pa3zpaboTtka u co3nanue 0a3bl JaHHBIX
3 Cospanue TadmIuIl
4 Onpenenexue cBsizeil Mex Iy TabIUIIAMU

OCHOBHBIEC MOHATHSA MO TEMe
IMporpamma Microsoft Access — cucrema yrpaBicHUsI PEISIUOHHBIMI
6azamu maHHbIX (BJl). Pensmmonnas B/l — 3To 6a3a maHHBIX, B KQTOPOi
rH(pOpMAITU XPAHUTCS B OJHON WJIM HECKOJBKUX TaOIHIaX U CBA3h MEXK-
Iy HAMH OCYIIECTBIICTCS MOCPEACTBOM 3HAYCHHN OJTHOTO MITH ‘HECKOJIb-
KHMX COBHAIAIOIIUX ITOJIEH.

baza maHHBIX — 3TO HAOOpP CBEIEHHM, OTHOCSIIUXES K\ONpeaeTIeHHON
TEeMe WIH 3aJade, TaKOW KaK OTCICKHBAHUE 3aKa30B KIMCHTOB WM Xpa-
HEHHE KOJUICKIIMM 3ByKo3ammceil. Ecnu 0a3a JaHHBIX XpaHUTCS HE Ha
KOMITBIOTEpE WIIM Ha KOMITBIOTEPE XpaHATCS TOJIBKO €€ 4acTH, TO IPUXO-
JIUTCST OTCIICKUBATH CBEICHUS U3 IEJIOT0 PsiId APYTUX UCTOYHUKOB, KOTO-
pBIE MOJIB30BATENb JODKEH CKOOPAUHUPOBATH U OPraHU30BaTh CaMOCTOSI-
TENBHO.

Hanpumep, TenedoHbI MOCTABILUKOB'COXPAHSIOTCS B Pa3HBIX MECTax: B
KaTajore TeNe(OHOB IOCTABIIMKOB, KapTOTEKE CBEACHUI O TOBapax u
AIIEKTPOHHOW TalNuIle, comepsKalleil cBeaeHms o 3aka3ax. Ecmu temedon
MTOCTABIIMKA U3MCHWICS, HPHIETCSI OOHOBHUTH TH JaHHBIC B TPEX MECTaX.
B 6a3e maHHBIX JOCTaTOUHO OOHOBUTH HH(POPMAIIHIO TOJIBKO B OJHOM Me-
cTe — Tene(OH TMQCTABIIMKA OyAeT aBTOMATHYECKH OOHOBJICH TIPH €ro
NaIbHENIIEM HCIIOJb30BaHNH B HE.

Daiine 6ag\aauaeix Microsoft Access. Ilporpamma Mi-
crosoft AcceSs' o3BoIIET YIIPaBIATh BCEMH CBEICHUSIMH U3 OJHOTO (aii-
y1a 0a3pl JaHHBIX. B paMkax 3Toro ¢aiiyia UCTIONB3YIOTCS CICAYIONIHE 00b-
€KTBHI:

* TaOJIHUIIBI JJTs1 COXPAHCHHUS TaHHBIX;

* 3aTPOCHI JIJISI TOMCKA U U3BJICUCHUS TOJBKO TPEOYyEeMbIX JaHHBIX;

* (popmel i1 MpocMOTpa, T0OABIECHNUS U U3MEHEHUS JJAaHHBIX B TaOIu-
Hax;

* OTYETHI JUTs aHAJTM3a U MTeYaTH TaHHBIX B ONPEACICHHOM (opmare;

* CTpaHUIIBI JOCTYIA K JaHHBIM IS MPOCMOTpPA, OOHOBJICHHUS U aHAJHU-
3a JaHHBIX U3 0a3bl JaHHBIX uyepe3 MHTepHeT Win HHTpaceTs.

JlaHHBIC COXpaHSIOTCS OJWH pa3 B OJHOM TaOJMIle, HO MPOCMATPHUBA-
FOTCS U3 PA3IUYHBIX PACHONOXKeHHH. [Ipu M3MEHEHNH NaHHBIX OHH aBTO-
MAaTHYECKH OOHOBJISAIOTCS BE3JIE, TJI€ MOSIBIISIFOTCS.

Tabnuusl U cBsA3u. g XpaHeHUs TaHHBIX CO3JIAIOTCS TAOIUIIBI
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(0 omHO# Ha KaXKIBI THUIT OTCIC)KHUBAEMBIX cBeleHHi). J[ist oObenuHe-
HUSI JAaHHBIX W3 HECKOJBKUX Ta0muIl B 3ampoce, (popme, OTYETe WU Ha
CTpaHHMIIE JOCTYIA K JAHHBIM OTPEIIEIIIOTCS CBA3U MEXITy TaOJIUI[aMH.

3anpocsl. g moncka W BBHIBOAA JAaHHBIX, YIOBICTBOPSIOMINX 3a-
JAHHBIM YCIIOBHEM, BKJIFOUAs JaHHBIC M3 HECKOJIBKUX TaOIHII, CO3at0TCS
3ampoChl K JaHHBIM. 3ampoc TAKKE MOMKET OOHOBIATh WIN YAAIATH He-
CKOJIBKO 3aIiCeil OTHOBPEMEHHO U IPOHU3BOANUTH CTAHIAPTHBHIC MITH HONb-
30BaTEIbCKUE BEIYUCICHHUS C JTAHHBIMHU.

B sToM 3ampoce opraHuzyercs JOCTYH K pa3HbIM TaOnuiaM ajis oTo0-
pakeHHsI KoJa 3aKa3a, Ha3BaHMsI KOMIIAHUH, TOpOJa M JaThl WCIIOIHEH
IUTS 3aKa39YMKOB U3 OMpPEAETICHHOT0 TOpPOoAa, CACTABIINX 3aKa3bl, KOTOPHIS
CJICAyeT BBIIOJIHUTH B OJTHOM MECSIIIE.

®opwmbr. s mpocTOTEI MPOCMOTpa, BBOAA M HM3MEHEHUS, JAHHBIX
HETIOCPENCTBEHHO B Ta0muUIe co3maroTcsi GopMbl BBoma. [Ipn OTkphITHI
¢dopmer Microsoft Access otbupaer naHHble U3 OJHOW WK Goee TabIuil
Y BBIBOJIUT WX HA 3KPaH C UCIOJIb30BAHUEM MAKeTa, BRIOPAHHOI'O B MacTe-
pe ¢opM WM CO3IaHHOTO IOJB30BATENIEM CAMOCTOSTENBEHO B PEXHME
KOHCTPYKTOpA.

B dopme BHEMaHHE COCPEMOTOYCHO HA OJHOM BalUCH U MOTYT OTOO-
pakaTbCs OIS M3 HECKONBKMX Tadmmi. KposmesToro, ¢opMa mo3BosseT
0TOOpaXKaTh PUCYHKH U IPYTUE 00BEKTHL

dopMa MOXKET COMEePKATh KHOIKHU, BRHIOTHSIONINE IeYaTh, OTKPHIBA-
IOIIHe pyriue 00BEKTHl WIIM aBTOMATHUICCKU IIPOU3BOIUBIIUC PA3IIIHBIC
3aJaun.

OTueTnl. [l aHaM3a TAHHBIX WM TOPEACTABICHUS MX OIPE/ICICH-
HBIM 00pa3oM B II€YaTHOM, BUIE, CO3NAIOTCS OTYETH. Hampumep, MOXHO
HareyaraTb OJUH OTYET, TPYINUPYIOIINI JaHHBIC U BBEIYUCISIOMINI UTO-
TOBbIe 3HAYEHUS, U €IIe, OJMH OTYET C APYTMMH JaHHBIMH, OT(hopMaTUpo-
BaHHBIMH JIJISI [I€YATH OYTOBBIX HAKIIECK.

Crpanunsl/goeTyna K AaHHBM. UToOBl chenaTtb HaHHEBIC
JOCTYIIHBIMH 4Y€pPEC3 HHTepHCT W UHTPACETh Jid CO3JdaHHsd OTUYETOB B
HWHTCPAKTUBHOM DPCKHNMEC, BBOJd JAHHBIX WM UX aHaJIN3a, UCIIOJIb3YHOTCA
CTpaHuIBl JOCTyna K maHHbiM. Microsoft Access usBnekaeT AaHHbBIC W3
OTHOW/MNH-HECKOJIBKHUX TAOIHIl U OTOOpaXKaeT MX Ha IKPaHE C HCIOI30-
BaHMEM-MaKeTa, pa3pabOTaHHOTO MOJIb30BaTEIeM B PSKUME KOHCTPYKTOpa
WITH\CO3aHHOTO C IOMOIIBI0 MacTepa CTPAHUIIL.

1. Tunsl JaHHBIX M pa3Mepbl MoJield. TUIT TaHHBIX — XapaKTEPHCTHKA
HOJIs, ONPENEISAIOIIAs TUIT JAHHBIX, KOTOPBIA MOXKET COAEPKaTh ITO MOJE.
CyliecTBYIOT Cleayrolie THIbI 1aHHbix: Boolean; Integer; Long; Curren-
cy; Single; Double; Date; String; Variant.

[Ipu BEIOOpE THIA JaHHBIX, UCHONB3YyEeMBIX B T0JIE, HEOOXOUMO Y4H-
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THIBATH!

* KaKWe 3HAYCHUS JOJDKHBI OTOOPaXaThCs B MOJNIE (HAPUMED, HENb3s
XPaHUTh TEKCT B M10JIe, HIMEIOILEM YHCIIOBON THII JaHHBIX);

* CKOJIKO MeCTa HeOOX0IUMO ISl XpaHEHHsI 3HAaUEHUH B TI0JIE;

* Kakue OIepaluu JODKHBI MPOU3BOJUTHCA CO 3HAYCHUSMHU B TIOJIE
(Hampumep, CyMMHPOBATh 3HAYEHUSI MOXHO B YHCJIOBBIX MOJSAX U B MOJSIX,
HUMEIOIINX IEHEKHBIH (hOpMAT, a B TEKCTOBBIX MOJISIX HEIH35);

* Hy)KHa JIU COPTHUPOBKA WM UHIEKCUPOBAHUE TIOJIS;

* HE00XOIMMO JIU UCIIOJIb30BaHUE TIOJIeH B TPYNIUPOBKE 3aIlUCeii, B, 3a-
MPOCAax WM OTYETAX;

* KaKuM 00pa3oM IOJDKHBI OBITH OTCOPTHPOBAHBI 3HAYCHHS) B\ IIOJIE.
UYucna B TEKCTOBBIX TONAX COPTUPYIOTCS Kak cTpoku nudp (173,10, 100, 2,
20, 200 u 1. 11.), a HE KaK YNACIOBBIC 3HAYEHUS. J[7I51 COPTUPOBKH YHCEN KaK
YHUCJIOBBIX 3HAUEHUIN HCHOJIb3YHTE YMCIIOBBIE IMOJS WM MOJI, UMEIOIue
JneHexxHbId (opmat. Taxke MHOTHE (OPMATHI AT HEBO3MOXKHO OTCOPTHU-
poBaTh HaJIekKaIUM 00pa3oM, e OHU OBLJIM BBEJCHBI B TEKCTOBOE I10-
me. s obecnedeHnsi COPTHUPOBKH JAaT WCIONB3YHTe mone thma «Jla-
Ta/BpeMs».

Bri6op TekcrtoBoro nonsa mipmnons MEMO. I xpa-
HEHMs IaHHBIX B BHIE TEKCTa MIM KOMOWHamuu Tekcra u 1mudp B Mi-
crosoft Access cyIecTByIOT ABa THIIA, JMAaHHBIX JUIS MOJEH: TEKCTOBBIE M
monst MEMO.

TekcToBBII THUIT AAHHBIX MCIQJIB3YETCS ISl XpaHEHUS TaKUX JAAHHBIX,
KaK UMEHa, aJipeca, a TarKe-gucell, He TPEOYIONINX BEIYUCICHHH, HAIIPH-
Mep HOMepOB Tee(OHOB), MHBEHTAPHBIX HOMEPOB MJIM MTOYTOBBIX MHICK-
coB. B TeKcTOBOM, OIS\ MOKET HaXOAUThCS 10 255 3HakoB. [lo ymomua-
HUIO ycTaHaBIMBaeTCH pazMep nosa 50 3nakoB. CBoiictBo Pa3mep mous
ompeessieT MaKCUMAIbHOE KOJMYECTBO 3HAKOB, KOTOPHIE MOXXHO BBECTH
B TEKCTOBOSdIOINE.

Tun panaex «Iloae MEMO» ucnionesyeres uist XpaHeHus 6omee 255
3nakoB. B 'mone MEMO mosxeT naxoautes 10 65536 3HaKOB.

Bl texcroBbix momsx u noiasix MEMO MoryT xpaHMTBCSI TOJIBKO BBe-
IOCHHBIC 3HAKH, 3HAKH MPOOEIIOB TSl HEUCIIOIB30BAHHBIX TIO3UIUHA B TIOJIE
XpaHHUThCS HE OYIyT.

MO>XHO OTCOPTHPOBATH MJIM CTPYIITUPOBATH TEKCTOBBIC MOJISI M TIOJS
tuta MEMO, no Microsoft Access ucmonb3yer TOIbKO mepBbie 255 3Ha-
KOB IIPH COPTUPOBKE U TpynmupoBke moinst MEMO.

Bri6op 4yMCIOBOTO MNIU NEHEXHOTO Tuma moius.
XpaHEeHHs1 YUCIIOBBIX AaHHbIX B Microsoft Access cymiecTByroT aBa THIa
JIAHHBIX I IOJIEH: YMCIOBOM U JEeHEKHBIH.

UucnoBble MOJISE UCTIONB3YIOTCS JUIS XpaHSHUST YHUCIIOBBIX JTAHHBIX, KO-
TOpbIE IOJDKHBI MPUMEHATHCSI B MAaTEeMAaTUUYECKUX BBIYUCIEHUSX, 32 HC-
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KITFOUCHHUEM JICHE)KHBIX PACUCTOB, & TAK)KE BBIYMCIICHUH, TPEOYIOIIHNX BbI-
COKOU TOYHOCTU. THN U pazMep 3HAUEHUH, KOTOPbIE MOTYT HAXOJIUTHCS B
YHUCIIOBOM I10JIe, MO>KHO M3MEHUTh B cBolcTBe Pazmep moasi. Hanpumep,
B 3aHMMaroniee 1 OaliT Ha JHCKe Toyie ¢ pasMepoM «balT» momyckaeTcs
BBOJ TOJIBKO LIETIBIX yKcen (0e3 necaTHUHBIX 3HakoB) oT 0 g0 255.

JleHexxHBI TUT TOJIsl UCTIONB3YIOT AJISl MPEJOTBPAILEHUs] OKPYTIICHUS
BO BpeMs BBIYHCICHUN. B JEeHEek)HBIX MONSIX oOecrieuynBaroTcs 15 3HaKOB
CJIeBa OT JIECATUYHOM 3amsiTol U 4 3HaKa cnpasa. JleHexxHoe 1oJie 3aHuMa-
eT 8 0aliT Ha ;ucke.

UwrcnoBble W JACHEXKHBIE MMOJII UMEIOT CTaHAapTHBIH (Gopmar otobpa-
JKEHUSI, TAK)KE MOYKHO CO3/1aTh COOCTBEHHBIN (hopMar.

Bribop monsga cuetruunka. g co3ganus noieu, B KOTOpble TIPH
JI00aBICHUH 3alMCH aBTOMATHYECKH BBOIMTCS YHHUKAJIbHOE YHCIIO, B-Mi-
crosoft Access cymiecTByeT THIT JaHHBIX cueTdrka. COo3MaHHbIA IS, 3aIH-
CH HOMEp YK€ He MOKET OBbITh yAajieH win u3MeHeH. [loye cuetunka Mo-
JKET TeHepUpOBaTh TPU THUIIA YHCEN: MOCIEA0BaTEIbHO BO3pacTalollie Ha
SIMHUITY, CTyJaiiHbIe YMCIIa, a TaKXKe KOABl PEIUIMKAIIMH (TaKXe Ha3bIBa-
embie GUID — rno6anbHble yHUKATBHBIC UACHTH()UKATOPEI).

Haubonee yacTo UCHOIB3yeTCsl CUETUMK MOCIEAOBATEIBHO BO3pacTa-
FOIUX YnceN. Takoi TUN cyeTdyrka yao0HO HPUMEHSTHh Kak NepBUYHBIN
KJIIOY TaOJIHIIEI.

IepBuyHbIN K104 — OJHO WM HECKQIBKO Moiel (CToiOLOB), KOM-
OWHAIMS 3HAYCHHH KOTOPBIX OJHO3HAYHO ONpeNeiseT KaKIAyIO 3aluch B
tabsume. [lepBuunblii Ki1ro4d He momyckaer 3Hadennii Null u Beerma moi-
JK€H UMETh YHHUKAIbHBIA MHAEKCHNIIepBUUHBINA KIIIOY HMCIONB3YETCS IS
CBSI3BIBAHUS TAOJHUIBI C BHEIUHHMH KITFOYaMH B IPYTHX TAOJIHIAX.

CueTyHK CIy4ailHbIX YHCEJ CO3/IAaCT CIYYalHBIA HOMEp TSl KaXKIOu
3aIMCH B TaOIHIIE.

Koa penyimkanud MCHoib3yeTcs MPH PETUTMKAIMU 0a3bl JTaHHBIX JIJIS
CO3/IaHUs YHUKAJIEHBIX® WICHTU(PUKATOPOB, 00CCIICUNBAIOIINX CHHXPOHU-
3aIHI0 PETUTHK;

Penummkanns 6a3bl JaHHBIX - CO3JaHUs JBYX WJIM HECKOJIBKHUX KOMHH
(perutHK ) OnHOM 0a3bl JaHHBIX ACCESS. B perinkax Bo3MOXKHA CHHXPOHH-
3a1usl M3MeHEeHNH, BHECEHHBIX B JJAHHBIE OJHOW W3 PEIUIUK, WIH CUHXPO-
HU3aAI s A3MEHEHU MAaK€EThI, BBIIIOJIHCHHBIX B OCHOBHOI PCIINKE.

OkHO mporpaMmbl. OKHO 0a3bl JAHHBIX COJIEPIKHUT CIICTYIOIINE
OOBEKTHI:

* Tadauubl — XxpaHuTcs Best HHGOpMAaIys 06a3bl JaHHBIX;

* 3ampockl — CPEeNCTBO JUIS W3BJICUYCHUS MH(POPMALIUH 10 Pa3THYHBIM
KPUTEPUSIM;

* @opMbI — UCTIONB3YIOTCA JJI BBOJA M MPOCMOTPA TabIHIl B OKHE
(hopmer;
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* OT4eThbl — MPUMEHSIOTCS I OTOOpakeHUs MHPOPMAIIUH, COAep-
kamieiics B BJ1 v BbIBOJIE €€ Ha TeYaTh;

e CTpanuubl — CHeUUaJIbHBIN THI BeO-CTpaHUL], NpeAHa3HAYEHHBIN
JUTS. TIpOcMOTpa W paboThl Yepe3 MIHTEpHET WM MHTPAcETh C JaHHBIMH,
XpaHsimuMucs B 6asax manubix Microsoft Access miu B 6a3ax JaHHBIX
Microsoft SQL Server. Crpanuia nOCTyna K JaHHBIM MOXET TaKKe
BKJIIOYATh JaHHBIE M3 IPYTMX HCTOYHUKOB, Takux kak Microsoft Excel;

* Makpochl — IIpeIHa3Ha4YeHBbI Uil aBTOMATU3allUl YacTO BBIMOJIHAC>
MBIX OIIEPALNIA;

* Moayamu — cojepkar NOJb30BaTEIbCKUI MPOrPaMMHBIN KO e0pa-
00TKH 0a3bl JaHHBIX.

2. Pa3zpaGoTka u co3zganme 0a3pl JaHHBIX. Pa3paboTka 0a3bl IaHHBIX
pa3OuBaeTcs Ha CIeIyIOIIHe OCHOBHBIC ATAITbI.

* OIpe/IeJICHUE LM CO3/1aHus 0a3bl TaHHbIX;

* OTIpeNIeNICHIE HY)KHBIX ITOJICH B 0a3e TaHHBIX;

* OIIpeJIeIIeHUe TaOIUI, KOTOPHIE JIOJDKHA CoNepkaTh 0a3a TaHHBIX;

* onpeieNieH e TabIuI], K KOTOPBIM OTHOCSTCS TTOJIS;

* OTIpeeNieHHE TONeH ¢ YHUKAILHBIME 3HAUCHUSIMHU B KaXTOW 3aITHCH;

* OIIpeJICIICHUE CBS3CH MEXTy TaOMUIAMH;

* YCOBEPIIICHCTBOBAHUE CTPYKTYPhOa3bl JAHHBIX;

* BBOJI JIAHHBIX U CO3/IaHHUE APYIUX 00HEKTOB 0a3bl NaHHBIX;

* HCIOJIb30BaHuE cpeacTB amanmsa Microsoft AcCcess (MHCTpYMEHTHI:
MacTtep aHaqM3a Ta0JMH, KOTOPHIM TIO3BOJISIET MPOAHATU3UPOBATH
CTPYKTYPY TaOJHIIbI, IPCIIIOKHUTD MOIXOASAIINE HOBBIC CTPYKTYPhI U CBSI-
3M, a TAKKE Pa3JelIuTh TAOJUIy Ha HOBBIC CBSI3aHHBIC TAOJHUIIBI, €CITH 3TO
AMEET CMBICT;, W “AHAJIM3aTOp OBLICTPOAEHCTBUS HCCIEIyeT BClo 0asy
JAHHBIX U TACT\PEKOMEHIAIINH T10 €€ YAYUIICHUIO).

Cos3nmadwe 6a3sl maHHBX. B mporpamme Microsoft Access
MOIICPXKABAKOTCS J1Ba crioco0a co3manus 0a3 JaHHBIX. MOXHO BOCIOJb-
30BaThCsl MacTepoM 0a3 JaHHBIX Ui CO3JIaHUs BCeX HEOOXOAMMBIX Tad-
L, \GOopM M 0T4eTOB AJsl 6a3bl JaHHBIX BBHIOPAHHOTO THMA — 3TO IPO-
CTeHIIMI CrI0cO0 HavaabHOrO Co3JaHus Oa3bl JAaHHBIX. VMeercs Takke
BO3MOXKHOCTh CO3[aTh MyCTYI0 0a3y JaHHBIX, a 3aTeM M00aBHTh B HEe
Ta0NuUIIel, GOPMBI, OTUETHI U Jpyrue OOBEKTHI — ATO Hamboyiee THOKHI
€1oco0, HO OH TpeOyeT OTIACIBHOrO ONpeAeICHHS KaXI0ro IeMeHTa Oa-
3Bl TaHHBIX. B 000MX ciydasx co3maHHyro 0a3y TaHHBIX MOKHO B JH000E
BpEeMsl H3MCHUTD U PaCIIPHTh.

Cosz0anue 6a3vl 0amHbLX ¢ nomMowbvblo macmepa. ns
TOTO 4TOOBI CO3/1aTh Ba3y TaHHBIX ¢ TOMOIILIO MacTepa, Halo:

* Ha)xaTh KHONKY Co031aTh Ha MTAHEIX HHCTPYMCHTOB;

* B oOnactu 3a7a4 Co3nanue ¢aiina BeiOpath B rpymnmne Co3zganue ¢
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noMoubIo madaoHa cceuiky QO0mue mada0HbI;

* BBIOpATh 3HAYOK IMOIXOJSIIETO IMIabiioHa 0a3bl JaHHBIX HA BKJIAIKE
Ba3bl 1anHbIX ¥ HaXaTh KHONKY OK;

* B qUaJoroBoM OkHe Maiij HOBOM 0a3bl JAHHBIX BBECTH UM Oa3bl
JAHHBIX U YKa3aTb €€ PacroIOKEeHHUE, a 3aTeM HaxaTb KHONKy Co31aTh,

* IOSIBUTCA MacTep co3aHus 0a3bl JaHHBIX;

* HaXaTh KHOIKY /lanee. B mosBHBIIEMCS AMAIOroBOM OKHE COAEp-
skaTcest aBa noist: Taoaunbl 0a3nl JaHHLIX U [Toas Tadaunel;

* MOCIIEIOBATENIFHO BHIOMpAst TaONHIBI 0a3bl NaHHBIX B IPABOM IIOJE,
YCTAHOBUTH [UIS KaXKIOW U3 HUX TpeOyeMble MO B JICBOM II0JIe U HaXKaTh
kHOTIKY JlaJiee;

* BBIOpaTh BUA OMOPMIICHHS W3 MPEIIOKCHHOTO CIUCKA W HakKaTh
kHOnKy [laJiee;

* BEIOpATh BUJ CO3ABAEMBIX OTUCTOB ISl 0a3bl JaHHBIX;

* 3a]1aTh Ha3BaHUe JJ1s 0a3bl JaHHBIX U HAXATh KHOTIKY JlaJiee,

* Ha)kaTh KHOTIKY ['0TOBO.

3ameuanns. 1. C nomowwro macmepa 6a3 OaHHbIX HENbL3A-000ABIAMb HO-
eble mabdauybl, Popmbvl U OMUemyl 8 CYWECMEYIOUYI0 0A3Y OAHHBIX .

2. Pabomy macmepa MOJICHO 3aKOHYUNb HA T0OOM 9IMANe, HANCAE KHONKY
T'oToso.

Cos0anue 6a3vl 0aHHbIX Oe3 nomoOwu macmepa. Ins
TOTO YTOOBI CO3/IaTh 0a3y JaHHBIX 0e3 MOMONIW MacTepa, HeOOXOIMMO:

* HaxkaTh KHOTIKY C031aTh Ha MaHEIN MHCTPYMEHTOB;

* B obmactu 3amau Co3nanue paiina BoiOpats B rpynmne Co3naHue
ccouiky HoBast 6a3a TaHHBIX;

* B IUHAJIOrOBOM OKHe daiii, HOBOM 0a3bl JAHHBLIX BBECTU MMs 0Oa3bl
JIAHHBIX U YKa3aTh €€ PacrQIOKEHHE;

* HaxkaTh KHOMIKY C03/1aTh;

* MOCJIEe OTKPHITHS OKHA 0a3bl NTAaHHEIX CO3IaTh TpeOyeMble OOBEKTHI
0a3bl TaHHBIX B PYTHOM PEXUME.

3. Co3nanue Eadumi 6a3bl JaHHBIX. Ta0iMIa COACPKUT HAOOP MaHHBIX
M0 KOHKPeTHOW Teme. Vcronb30BaHUE OTIAECNBbHONW TaOJUIBI JIsl KaXkKIOH
TEMBI P3HAYACT, YTO COOTBETCTBYIOIIHE JaHHBIC COXPAHEHBI TOJBKO OIHMH
pa3.~0To. nenmaer 0a3y MAHHBIX Oosiee dPQPEKTUBHON M CHIDKAET YHCIO
OHIMOOK TIPH BBOJIC TAHHBIX.

B Tabnuiiax maHHBIC PACHPECIIAIOTCS MO CTOJ0IaM, KOTOPhIC Ha3bl-
BalOT NOJAMU, U CTPOKAM, Ha3bIBAIOIIUXCA 3anucamu. J{ins uaeHTupuKa-
UM KQXKIOW 3aMUCH B TAOJIUIE HCIIOIB3YETCS YHUKAIBHBIA MapKep, KOTO-
PBIii HA3BIBAIOT HEPEULHBIM KIIOUOM.

CBo¥icTBa TOJIeH — 3T0 HabOp XapaKTEPUCTHK, 0OCCIICUNBAIOIINX J0-
MOJTHUTEIbHBIE BO3MOXHOCTH YIPABJICHHUS XpaHEHHEM, BBOJOM M OTOO-
paKEHHEM JaHHBIX B moyie. UKMCI0 TOCTYIHBIX CBOWCTB 3aBHCHUT OT THIIA
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JIAHHBIX TIOJIA.

O6iiee mose CBS3bIBAET JBE TaOMMIBI TAKUM 0Opaszom, uro Microsoft
Access MoXkeT O0beJMHUTD JaHHBIC U3 JABYX TaOJHIl Uil POCMOTpa, pe-
JTAKTUPOBAHMS WK ITe4aTd. B oqHON TabiuIe mome sBIseTCs MmoJieM Iep-
BUYHOI'O KITFOYa, KOTOPBIA OBUT YCTaHOBJIEH B PEXKHUME KOHCTPYKTOpaA. ITO
e TI0JIe CYIIECTBYET B CBSA3aHHOU TabJMIle KaK MMoJie BHELIHETo KITtoYa.

Ecmu TpebyeTcst oTCiieMBaTh B TAOJHIE JOMOJHUTEIBHBIC NaHHBIE,
HY>KHO 100aBUTh COOTBETCTBYIOIIME OIS Eciu cymecTByromee uMs mox
JI HEIOCTaTOYHO MOHATHO, IOJIE MOYKHO TIEPEUMEHOBATh.

Hactpoiika Tina naHHbIX MO OMpEENsieT THUIl 3HAYE€HUH, KOTOPHIE
MOXHO BBOJHUTH B 3TO moJie. Hampumep, eciam Hy>KHO, YTOOBI B TOJE CO-
JIepKAIUCh YHUCIIOBblE 3HAYEHHUS, KOTOPBIE MOXKHO HCIIONB30BATH B BbI-
YUCJICHUSIX, TO HAZAO 337aTh YucaoBoi nnn [{eHe:kHbIil THIAHHBIX.

Co3gmanue TabJIWIl B pexXHUMe KOHCTpPYKTOpa. B pe-
JHCUMe KOHCTPYKmopa MOXKHO CO37aTb HOBYHO TaONMUIy-JIMO0 100aBUTH,
YIAIUTh WIK HACTPOUTH MOJIS CYIIECTBYIOMICH.

Jli1a co3manus TabJIMIBI B PeXKUME KOHCTPYKTOPA HEOOXOIUMO:

* IepeiT B OKHO 0a3bl TaHHBIX;

* BeIOpaTh MyHKT Tadauubl B criucke\O0bEKTHI,

* BBIOpaTh MyHKT Co31aHne TaOJIUIBI B pesKUMe KOHCTPYKTOPA;

* MIENIKHYTh Ha s4eiike B cTOJONS, UMsl MO U BBECTH YHUKAIbHOE
WM TIOJIS;

e B crosionie Tunm AaHHBIX \BBIOpaTh M3 PACKPHIBAIOIICTOCS CITHCKA
staeiiky ctoyona Tun TaHHBIX TpeOyeMBbIii;

* B cronOue Onucanue BBECTU ONMUCAHNE JAaHHBIX, KOTOPbIE OYyAET co-
JIepXKaTh 3TO MoJie, TeKeT onucaHus OYJeT BBIBOAUTHCSA B CTPOKE COCTOS-
HUSA TIpH TO0OABJICHUM\IAHHBIX B IOJIC, & TAKXKE BKJIFOYATHCS B OIMHCAHUE
00BexTa Tabauilel. \BBOINUTE omucaHue He 003aTeNbHO;

* BBIJICITUTH OJTHO MJIM HECKOJIBKO IMOJICH, KOTOphIe TpedyeTcs ompee-
JIUTH KaK {0 IEPBUYHOTO KITFOYA;

3ameuanns. 1. /{ia 6vloenenus 00H020 NoJs WelkHume Ha 001acmu 8bl-
OeneHls CMPOKU HYIHCHO20 NOJISL.

22/ evlOenenust HeCKONbKUX NOell WelKHume obaacms ebloeNeHuss O
Kaic0020 nos, yoepcusas Haxcamou knaguuty Ctrl.

* HakaTh KHONIKY Ku1roueBoe nmoJie Ha maHenu HHCTPYMEHTOB;

3ameuanus. 1. Eciu nopsook noneti 8 COCMAGHOM NePEUUHOM KIioHe
00J10ICEH ,, OMIUYAMBCS OM NOPSIOKA nojel 8 mabauye, He0OXO00UMO HAXHCAMb
xnonky IHAEKCHI HA nauenu uHCmpymenmos, 4mobvl OmKpolms OKHO «HH-
OeKkcvly, U yKazamov Opyeol nopsaooK noiei O1s uHoekca ¢ umenem «Prima-
ryKeyy.

2. Ione nepsuunozo knioua onpedensims He 0053ameNbHO, HO HCeNAmelb-
Ho. Eciu nepsuunslil kiow He Obll onpeoeen, mo npu COXpaHeHuu maonuiybl
OMKPOEmesi OKHO 3anpocd Ha CO30anue Kio4e6o20 NoJisl.
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* U COXpaHCHHS TaOMUIBI HaXaThb KHONKY COXpaHMTh Ha MaHEIH
WHCTPYMEHTOB, a 3aT€M BBECTH ISl HE€ YHUKAIbHOE UMSL.

Co3gaHue Tabaunm ¢ nmoMombio macTtepa. ACCESS co-
JOEepKUAT LEeNBIA psix TaOnuI, KOTOPBIE MOKHO HCIIOJB30BAaTh B KAadeCTBE
IPOTOTHIIOB CO3/1aBaeMbIX. MacTtep TaOJuMIl MO3BOJISAET HE TOIBKO KOHO-
MUTB BpeMsl Ha CO3J[aHUH TaOJIHII, HO U 00ECIICUYUTh CTAHAAPTHBIC IMEHA U
THUIIBI TaHHBIX TTOJIEH Ta0uu,

Jlis Toro 4ToOBl BEI3BATh MacTepa AJs MOCTPOEHUs TaOnuL, HeoOXo-
JUMO:

* IEpEeUTH B OKHO 0a3bl TAHHBIX, KOTOPOE OTKPLIBACTCSI IPH OTKPHITHHI
6a3b1 manubeix Microsoft Access nimm npoexra Microsoft Access;

* BEIOpaTh B crcke O0beKThI MYHKT Ta6mubl;

* IBaXIBI MIETKHYTH HA cTpoke Co3naHue TadaIUuIbI ¢ MOMOLIbIO.Ma-
cTepa.

* BBIOpaTh B ciucke O0pa3ubl TadaMl OIPOTOTUN TaOMUIBL-KOTOpas
Haubosee OJIM3K0 OAXOANT [T CO37[aBaeMON;

* BBIOpaTh B criicke O0pa3ubl moJiel 1moJis Tabauibl H-HEPEHECTH UX B
cricok Iloyist HOBOM Ta0JIMIBI;

3ameuanmne. [Jis nepenoca nonei UCnONb3VIOMENL KHONKU CO CIMPETKAMU:
— NEPEHOC 8bIOENEHHO20 NOJL; — nepenoc 6cex nonei; |<|— yoanrenue u3z
CHUCKA NoJell 8blOeNeHH020 nwm; — yoanenue'us’cnucka noiei 6cex noieil.

* Ha)KaTh KHONIKY JlaJsiee;

* 337aTh M JJIS CO3IaBacMOM TaQJINIET;

* yKa3aTh CIOCO0 ONpe/eseHNs Kiltoya TaONUIbl: aBTOMAaTHYECKH HIIN
BPYYHYIO U HaXaTb KHONKY JlaJjee;

* 3TOT IIAr CIYXUT JJIS,yCTAHOBKH CBSI3EH MEXKITy TaOIUIIaMU U TTOSIB-
JsieTcsi, eciu B 0a3e JaHHBIX YK€ €CTh CcO3/laHHble TaOnmuipl. s ycTa-
HOBKH CBSI3€H MeXay TaOaMUaMu HakaTh KHONIKY CBS3H;

* YCTAaHOBUTPH OJTUH W3 THIIOB CBs3eil, Haxate OK, a 3atem — Jlanee;

* BBIOpATh OJMH\H3 PEKUMOB JNaJbHEHINECH pabOThl ¢ TaOMUICH H
Ha)kaTb KHONKY' I 0TOBO.

3ameuanmes Eciu 6 Oanvheliuem nompedyemcsi usMeHums uiu pacuiu-
Pumb CO30AHHYI0 C NOMOWDBIO MAcmepa madauyy, Mo MONICHO cOelams 6
PEACUME KOHCMPYKMOPA.

@GosmaHue Tab0JIWI NMyTeM BBOJA JMaHHBIX. Tabmuibl
MOJKHO CO3/1aBaTh ITyTeM BBOAA JaHHBIX. /711 3TOro HE0OX0UMO:

# TIEPEHTH B OKHO 0a3bl JaHHBIX;

* BEIOpaTh B crricke O0beKThI MyHKT TaduisbI;

* IBaXbl IIEIKHYTh Ha crpoke Co3gaHue TadJMIbI MyTeM BBOAA
JAHHBIX;

* NIEPEUMEHOBATH TpeOyemble cTONOIBI. [l 3TOro JAOCTaTOYHO IBa-
JKZIBI IENKHYTh Ha MMEHH CTOJIONA, BBECTH €r0 HOBOE MM M HaXaTh Kia-
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Buiy <Enter>;

* JIOTIOJIHUTEIBHBIC CTOJOIBI MOXHO JOOABIATH B JI000€ BPEMs: BEI-
OpaTh cTosbell, cieBa OT KOTOPOTO HY)XHO J00OAaBUTb HOBBIH, H U3 MEHIO
BceraBka BwIOpaTh KoManay Crouiden. IlepemMeHoBaTh cToyOen, Kak
OTIHCAHO BBIIIIE;

* BBECTH HECKOJIBKO CTPOK JaHHBIX B TaOJIHULLY;

3ameuanmue. B kaswcowiti cmonbey 8600AmMcs OAHHble ONpedeeHH020 Mund
(6 maobruyax Microsoft Access kaowcowlii cmorbey Hazvigaemcs noiem),
Hanpumep, 6sooumcs 6 ooun cmonbey gamuiuu, a 6 opyzou — umena. [lpu
6600e uucen, dam u 6pemeHu HeoOXOOUMO UCNONbL308AMb CO2NACOBANHbLE
gopmamel, umoowr Microsoft Access moe asmomamuuecku onpedeiums co-
OmeemcmeywWull mun OaHHuIX U opmam omobpadicenus cmonbya. Bce
CMoNOYbl ¢ HeUSMEHEHHbIMU UMEHAMU, OCMAGIeHHble NYCMbIMY, 0y0ym y0a-
JIeHbl NPU COXPAHEHUY MAOAUYbL.

* [I0CJIe BBOJIa JJAHHBIX BO BCE HYXKHBIC CTOJIONBI, HaxaTh KHONKY Co-
XPaHUTH Ha MaHEeIU HHCTPYMEHTOB, YTOOBI COXPaHUTh TAOJIUILY.

3ameuanue. [Ipocpamma Microsoft Access mpuceoum xasxcoomy nonwo
(cmonbyy) mun OAHHBIX HA OCHOBAHUU 88EOCHHOU 8 MO NoJe UHPOPMAayUu.
Ecnu 6 oanvuetiuem Hysxcno Oyoem umeHiuny, onucanue nois (nanpumep,
UBMENUmMb TUn OGHHBIX UNU HALONCUMY? VEROSUe HA 3HAYEHUe), MO UCHONb-
3ytime pexcuM KOHCMpYKmopad.

Monudukanus cTpyKIypb Tabauusl. [Iporpamma Access
MIPEeOCTaBIISIeT CIEAYIOUINe CPEeNeTBa Uil PEeNaKTUPOBAHUSA CO3IAHHBIX
Tabnui: nobaBleHHE IOJIeH; ynaleHne noiel; n3MeHeHne HanMEHOBaHHUS
TI0JISI UJTM €T0 THUMA; U3MEHEHHE MOPsAKA CIIETOBAHUS MOJEH.

Juna noGaBneHus noaeiB TabIHIly B pescume KOHCmMpYKmopa Heooxo-
JUMO:

* OTKPBITh TAQIIUIY B PEKUME KOHCTPYKTOPA;

* HIEJIKHYTh Ha CTPOKE, HaJ KOTOPOI HYHO TOMECTUTh HOBOE TOJIE, U
HaxaTb KHONKY JI06aBUTH CTPOKHU Ha MaHEIH UHCTPYMEHTOB;

3amedanne. Ymobvl 0obasumv noie 8 Kouey mabauyvl, weiKHume Hd
nepeotl nycmoii cmpoxe.

¢ MIETKHYTH Ha stueiike B crosbie MMs moJisi M BBECTH YHHKAIbHOE
UM ITOJIS;

* B ctonbie Tun AaHHBIX BBIOPATh U3 PACKPHIBAIOIIETOCS CITUCKA Tpe-
OyeMBIii THIT TaHHBIX;

* B cronOme Onucanue BBECTH OMUCAHUE JJAHHBIX, KOTOPBIE OYAET co-
JiepKaTh 3TO mojie. TeKCT onucaHus OyJeT BBIBOAUTHCSA B CTPOKE COCTOS-
HUS TIpH T00ABIICHUH JAHHBIX B IOJIC, a TAK)KE BKIIOYATHCS B OIKCAHHE
o0beKTa TabnuIbl. BBOIUTE omicanue He 00s3aTeIBHO.

Juis goGaBiieHUs moJiel B TaOJIUILy B pedicume mabdauybl HEOOXOAMMO:

* OTKPBITh TaOJIMIy B PEXKUME TaOIULIbI;

* MENKHYTh Ha CTONOIE, CJIeBa OT KOTOPOro TpedyeTcs N00aBUTh HO-
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BBl cTonbelr, 1 BEIOpaTh n3 MeHI0 BeraBka komanmy Crosnoerr;

* IBaXK/bl LIEJIKHYTh HA 3ar0JIOBKE HOBOTO CTOJIOIA M BBECTH €T0 YHU-
KaJIbHOE MM,

* NanmpbHEHIIass HaCTPOWKA TOJISL, HAPUMEpP W3MEHEHHE THMa JAaHHBIX
WM 33/IaHUe YCJIOBUS HA 3HAUYEHUE, BBIMIOJHAETCS B PEXKUME KOHCTPYKTO-
pa TabJIUIBL.

3ameuanme. /[ia 0obasnenus nois 8 CA3aHHYI0 mabauyy 6 opyzol base
oannvix Microsoft Access, neobxooumo omxpwime ee ucxooHylo 6asy OaHHBIX.
Ecnu ceasannaa mabnuya aersemca mabauyeti 0pyeo2o NpUNodiCeHus:, OJis
0obasnienuss nojisi nompebyemcsi OMKPbIMb UCXOOHBIU DAt 8 IMOM HPUTLO-
JHCeHUU.

[lpu ynaneHuu moyis HeoOXOIUMO TTOMHHUTh, UTO, €CIIH JPYTHE 00BEK-
ThI 0a3bl JAHHBIX COJEPKAT CCHUIKH Ha HETO, TO UX TaKXKe HYKHO YIAIHTh.
Hampumep, eciau oT4eT COAEPKUT 3JIEMEHT YIpaBJICHUS, NPUCOSINHEH-
HBIA K ymajgeHHoMy moito, Microsoft Access He cMOXKeT HONYUUTH TaH-
HBIE 3TOTO TOJIS ¥ BBIIACT coo0IIeHue o0 omudke. Henp3g-ynanurs moire,
KOTOPOE UCTOJIB3yeTCs B CBA3M MexAy Tabnuumamu. CHavdala Heo0X0AUMO
YAAIUTh CBSI3b.

Jis yiaieHus HoJeH 6 peoicume KOHCMpPYKmopa HE00X0UMO:

* OTKPBITh TaOIUILy B PEKUME KOHCTPYKTOPA;

* BBIOpATh M0JIC WU TIOJISI, KOTOPBIE HY>KHOWNAIHUTD;

3ameuannsn. 1. /[na evidenenus 00HO20WMIONA OOCMAMMOYHO WEIKHYMb HA
obnacmu @vlOeNeHUsL CMPOKU (RPSMOY2OIBHUK C 1€6020 KPAsi CIMPOKU UL HO-
JI0CA HA JIe8OM Kpae OKHA, Npu 8blO0Pe \KOMOPbIX BbLOCISEMCsL 6C5L CMPOKA 6
mabauye) 3moeo nosi.

2. Jlnsa evioenenus HeCKONbKUX,noaeti HeoOX00UMO NPOMAWUms yKa3ameb
no obaacmam evidenenus cmpox IMux noJeil.

* Ha TaHEeJT! MHCTPYMEHTOB HaXaTh KHOTIKY ¥Y/AaJUTh CTPOKH.

JIJ14 ynaJieHus one B pescume madauysbl HEOOXOIUMO:

* OTKPBITH TAOJMIY B peKAME TaOJIHIIB;

* EJIKHYTh HA\00JIaCTH BBIICTICHUS TIOJIsl, KOTOPOE HYXKHO YAAIIUTh;

* u3 MeHioIIpaBKka BeIOpaTh KOMaHAY Y 1aJIUTh CTOJI0EL.

JIiis TOro.uTo0kI IEPEHMMEHOBATD IT0JIE B TaOJIHIIe, HEOOXOAUMO Mepeii-
TH B PEKUM)MOTUPUKAIIUN CTPYKTYPHI TaOIHIIBI, JBAXK/bI MIEIKHYTh Ha
WMEHH TOJIS1 ¥ BBECTU WJIM UCTIPABUTH €T0.

JIoTs I3MEHeHUs THIIa 1oJisi HE0OX0IMMO BBIOPATh HOBBIN THIT JAHHBIX
B.COOTBETCTBYIOILIEM TIOJIE.

ITpu u3MeHeHUU MOps/IKa MOJEH B pesicume KOHCMPYKmMopa N3MEHSET-
Csl TIOPSZIOK, B KOTOPOM JTH TIOJISI XPAHSITCS B TaOIUIlE, a TAKKE UX IMOPSI-
JIOK B PSKUME TAOJIUIIBL.

s mepeMenieHus Ioiel B pexxcume KOHCmpyKmopa Heo0X0IuMo:

* OTKPBITh TAOJHUILY B PEKUME KOHCTPYKTOPA;

* BBIJICTIUTH IEPEMENIAeMbIE TIOJIS;
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3ameuanue. /[is evidenenusi 00HO20 NOJISL WeIKHYMb HA 00aACU 8bloee-
HUsl €20 cmpoKu. J{iis 8bl0eNeHUst HEeCKOAbKUX NOAeU He0OX0OUMO NPOMaumb
yKazameib no 0OIACHAM 6blOCNeHUS. CIPOK IMUX NOJLEL.

* HaXaTh W YAEPKUBATh KHOIIKY MBI Hall OOJIACTHIO BBIICIICHUS
CTPOKH BbIAEIeHHOro mojst. Microsoft Access oToOpasuT TOHKYIO TOpH-
30HTAJIbHYIO YepTy HaJ MocieIHel BbIACIEHHON CTPOKOH;

* TMEPeTalUTh ATy TOPU3OHTAIBHYIO YEPTYy Ha CTPOKY, HaJ KOTOPOH
TpeOyeTcss IOMECTHUTD TiepeMeliaeMbIe TOJIs.

s mepeMenieHus Honel B pesicume madiuybl HEOOXOIUMO:

* OTKPBITH TaOJIUIy B PeKUME TaOIUIIBL;

* BBIJICITUTH ITepeMeniaeMble oISt (CTOJIOIb);

* 4yTOOBI BBIIEIUTH OJUH CTOJOELl, JOCTATOUHO HIETKHYTE~HA, 00JacTH
BBIJICJICHUS ITOJISI B 5TOM CTOJIOIE;

* YTOOBI BBIJICIIUTh HECKOJIBKO COCEITHUX CTOJIOIOB;*TPEOYETCS IIENK-
HYTb Ha 00JacTH BBIJIEJICHUS TOJIA B KpailHEM CTOJIOLE U, HE OTITyCKas
KHOIIKY MBIIIN, MEPEeTAlNTh YKa3aTeNb M0 COCEOHUM CTOJIOIaM, paciliu-
PSS BBIJCIICHNUE;

* CHOBa Ha)kaTh M YACPKUBATh KHONKY-MBIUIA B 00JIACTH BBIICICHUS
TIOJIS;

* MIEPETANTUTH CTOJIOIBI B HY)KHOE HOJOXKCHHE.

3ameuanue. Eciu cmoabyvl He nepemeiaomces, 603MOINCHO, OHU 3AKPEN-
nenvl. Hyocho crsimo 3akpenienue;

JobGaBneHue, U3MEHEHUE H yJIaJcHHE MTaHHBIX B
pexume Tabunumbl. Jas TOro 4ToObl A00ABHTH WM M3MEHHUTH JaH-
HBIE 8 pedicume mabauyply HEOOX0TUMO:

* OTKPBITH OOBEKT B'\PEKIME TaOJIHIIbI;

* BBIITOJIHUTH OJHOM3 CIIEAYIOIINUX ACUCTBUM:

4TOOBI JOOABUTH HOBYIO 3allMCh, ClelyeT HaxaTh kHonky HoBasi 3a-
NUCh Ha TAaHEIW WHCTPYMEHTOB, BBECTH JAaHHBIE M HAXKATh KIIABHUIILY
<Tab> mmsrmepexona B ciaeqyrolee moie. B KoHIE 3amucy HaKaTh Kia-
BUIILY <Tab> JJ1s Iepexoga K Cnejlyfoulef/'l 3aIUcu,

* 4700l M3MEHUTH CYIIECTBYIOIINE JaHHBIE B MOJIE, HAJIO HISTKHYTh O
HEeM'Ud BBECTH HOBBIC JJaHHBIC.

Jlist yaneHus 3amicu 6 pexcume madauysi, HEOOXOIUMO:

* OTKPBITH OOBEKT B PEXKUME TAOJIHIIBI;

* BEIOpaTh yAAIIeMYIO 3aIliCh;

* Ha)KaTh HA TIAHEJIM MHCTPYMEHTOB KHOTIKY ¥ IaJHMTh 3aNHNCh

3ameuanmue. /Ipu yoanrenuu OanHbIX uno20a mpebyemcs yoaiums Csa3an-
Hble ¢ HUMU OaHuble u3 opyeux maoauy. Hanpumep, npu yoanenuu nocmasuyu-
Ka ciedyem yoanums u nocmasisemvie UM mogapvl. B nexomopwix ciyuasx
YyoaneHue coomeemcmsylouux OaHHbIX 00ecneuugaemcs ¢ NOMOWbIO YCI06Ul
yenocmHocmu ()dHHbl)C U 6KJII0YEeHUeMmM peastcuma KaCKa()HOZO y()a]leHMﬂ.

HobaBneHne U U3MEHCHHUE AAaHHBIX B pexXumMe Taol-
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nunbl. [ns Toro 4roObl A00ABHThL WM W3MEHHTH JAHHBIC 8 pedicume
mabauysl, HEOOXOIUMO:

* OTKPBITh OOBEKT B peKUMe TaOJIHIIbI;

* BBIMTOJIHUTH OJHO U3 CIEAYIOUIUX JEHCTBUI:

4yTOOBI J0OAaBUTH HOBYIO 3allUCh, clielyeT Haxarh kHonky HoBas 3a-
NUCch Ha TaHEIM HHCTPYMEHTOB, BBECTH JaHHBIE M HaXKaTb KJIABHIIY
<Tab> mns mepexoma B ciemyromiee mojie. B KOHIE 3aliUCH HaKaTh Kia-
Buiny <Tab> ns nepexoma k ciemyrolieit 3amucu;

* 4TOOBI U3MEHUTDH CYLIECTBYIOLINE JaHHBIE B M0JIE, HAJ0 IETKHYTh O
HEM W BBECTH HOBBIC JaHHBIC.

Jlis yiasieHus 3aIicH 6 pedicume mabauysl, HEOOXOTUMO:

* OTKPBITh OOBEKT B peKUMe TaOJIHIIbI;

* BBIOpATh YAAISAEMYIO 3aITHCh;

* Ha)KaTh Ha ITAHEIM HHCTPYMEHTOB KHOTIKY Y AAJMTh 3aNuch

3ameuanme. [Ipu yoanenuu OaHHbIX UHO20Q Mpebyemcs YOAIUny Cé3aH-
Hble ¢ HUMU Oanuble uz opyeux maoauy. Hanpumep, npu yoanenuu, nocmasuju-
Ka cxzedyem ydaﬂumb u nocmaejsiemvle um moeapbl. B HEKQIMOopbvlX CAy4asix
ydaﬂenue coomeemcmeyroumux OaHHbIX 0becneuusaemes ¢ HOMOULbIO yCJlOBMl;
yerocmuocmu OAHHBIX U BKAIOYEHUECM peotcuma KACKAOHO20 y()a]leHM}l.

4. Onpenenenne cBsa3eil Mexay TadaumuaMu. TUn OTHOLICHMS B CO3/a-
Baemoit Microsoft ACCess cBs3u 3aBUCHT OT'CIIOCO0a OMPEaCICHHS CBA3bI-
BaeMBbIX TOJICH.

OTHOIIIEHHE «OJMH-KO-MHOTUM»-CO3/IAeTCS B TOM CIIy4ae, KOrzia TOJb-
KO OJIHO W3 IMOJICH SIBIIACTCS TIOJJEM TIEPBUYHOTO KITH0YA WM YHHKAJILHOTO
MHJIEKCA.

OTHOIIIEHHE «OJMH-K-OJIHOMY» CO3JIaeTcsi B TOM Cllyyae, Korga oda
CBSI3BIBAEMBIX TIOJNIS SIBJISEOTCS KITIOUCBBIMU WJIM MMEIOT YHUKAJIbHBIC WH-
JIEKCEL.

OTHOIlIEHHE «MHOTFHE-KO-MHOTUMY (DaKTHYECKH SBISETCS TBYMS OT-
HOIICHWUSIMA «OAWH=KO-MHOTHM» C TPETheil TaOiuIlel, IepBHYHBINA KITHOY
KOTOPOW COCTOUT M3 IMOJICH BHEITHETO KITF0Ya IBYX IPYTHX TAOJIHII.

s ompenenenye CBsA3M C OTHOIICHHUEM «OJIUH-K-OJTHOMY» WJIH «OJHMH-
KO-MHOTHM» HEO0X0JUMO:

*A3aKphITh BCE OTKPBITBIC TaOmuIpl. Co3/1aBaTh WM HU3MECHSTH CBS3H
MEK]Ty OTKPBITHIMH TaOJIUIIaMH HENb3S;

»TIEPEUTH B OKHO 0a3bl JAHHBIX;

* HakaTh KHOMKY CXeMa JaHHBIX Ha MTaHEIW UHCTPYMEHTOB;

* ecni B 0a3e JIaHHBIX €Ille HE OMPE/ICICHBI CBI3H, TO aBTOMATUYECKH
OTKpBIBaeTCA quanorosoe okHo /lo0aBiaeHne TaO MBI,

3ameuanme. Ecnu HYdcHO 0obasumb mabauywbl 0si cO30anusi céssel, a
ouanozoeozo okra JlodaBiieHne TAOJMIBI Ha YKPAHEe HEm, MO HANCUMAENCS
xnonka OTOOPa3UTh TAGJUNIY Ha NAHeAU UHCIPYMEHMOS.
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* BBIOPATH IOJIC B OJHOM TaOJIMIIe ¥ TIEPETaIlUTh €r0 Ha COOTBETCTBY-
OIIIee TI0JIE BO BTOPOW Ta0JIUIIE;

3amevanus. 1. Ymobvr nepemawums cpazy HECKOAbKO NOAEU, cledyem
naoicams kaasuuly <Ctrl> u, yoepowcusas ee, svlopams kasicooe noiue.

2. B GonvwuHcmee ciyuaes cea3vleaiom Noie NEePEUYHO20 Kua (npeo-
CMABIEHHOEe 8 CRUCKE NOAEU NOJYICUPHBIM WPUDMOM) 00HOU madiuysl ¢
COOMBEMCMEYIOWUM eMy NOAEM (YACMO UMEIOWUM MO Jice UMs) 6mopol
mabauybl, KOMOPOe HA3BIBAIOT NOJLeM GHEUWHE20 KIoUd.

* B JauanoroBoM okHe M3MeHeHue cBfi3eil POBEPUTH MPABHILHOCTH
MMEH TI0JIeH, MPUCYTCTBYIOMUX B ABYX cTojOnax. Ilpu HeoOXomumMocTH
WX MO’KHO U3MEHHUTH;

* 3aKpbITh OKHO CXema JaHHBIX U COXPaHUTh MakeT. HesaBlcumo oT
BBIOPAHHOTO OTBETA CO3/IaHHBIC CBA3M OYIYT COXpaHEHBI B{0a3e TaHHBIX.

Jliia ompeneneHue CBS3W OTHOIICHUS «MHOTHE-KO-MHOTHM» HE00XO0-
JIIMO:

* CO3/1aTh JBE TAOJHIIBI, KOTOPBIE OYAYT UMETh, CBSI3b C OTHOIICHHEM
«MHOTHE-KO-MHOTHIM;

* CO37aTh TPEThIO CBS3YIOUIYIO TaOJHIlY., U, AOOABUTH B HEE IOJIs, OIu-
CaHMsI KOTOPBIX COBMAJAlOT C OMUCAHUEMAIIONEH MEepBUYHOIO KIII0Ya B
Ka)XI0H U3 JIBYX CBA3BIBAEMBIX TaOJIML. B eBsA3yroleli TabinIe KIro9eBbie
TOJIsL BBIMOJIHSAIOT POJIb BHEIIHUX KIHO4EH. J[pyrue mojs B CBS3YIOIIYIO
Ta0JIMILy MOKHO JJ00ABIIATH O6€3 OLpaHHYCHHIA;

* ONPEJCIUTh B CBAZYIOIICH\TAONHIIC IEPBUYHBIN KITFOY, COJCp KA
BCE KJIFOUEBBIC ITOJIS BYX CBSBBIBAEMBIX TAOJIHII;

* MEXIy KaKJIOW M3 “IBYX TJaBHBIX TaOJMII U CBS3YIOLIEH TabmuIlei
OTPENEIHUTD CBA3b C OTHOIICHUEM «OJIMH-KO-MHOTHMY.

[HenocTHOCTH MaHHBIX. L[eOCTHOCTh NAaHHBIX O3HAYACT CH-
CTeMy MpaBuI, HCHOML3yeMbIx B Microsoft Access mis moanepskanust CBs-
3¢l MEXy 3aTIMESIMU B CBS3aHHBIX TAaOJIMIAX, a TAKKE 00CCIICUYMBAFOIINX
3alUTy OT™CIAYYalHOTO yJAJCHWS WIH M3MCHEHUS CBA3aHHBIX JAaHHBIX.
Y CTaHEBUTH/LIEIOCTHOCTD JTaHHBIX MOKHO, €CITH BBITIOJHEHBI CIEYIOIHE
YCIIOBHS:

*\CBSI3aHHOE TIOJIC TJIABHOM TAOJIMIIBI SBISETCS KIFOYCBBIM TOJIEM HITH
HMEET YHUKAJIbHBIA UHIEKC;

* CBSI3aHHBIC TIOJISI MMCIOT OJIUH THUII JaHHBIX. 37€Ch CYIIECTBYIOT JIBa
HCKJTIOYCHHUS: TOJIe CUCTYNKA MOXKET OBITh CBA3aHO C YHMCIIOBBIM ITOJIEM,
CBOMCTBO KOoTOporo Pa3mep mousi nmeer 3HaueHue JlimHHOE mesoe, a
Tak)Ke T0JIe CUETYHKA, CBOMCTBO KOTOpOoro Pa3mep moJst uMeeT 3HaUCHHE
Kon penyimkannu, MOXXHO CBSI3aTh C YUCIOBBIM T10JIEM, Y KOTOPOTO CBOM-
ctBo Pa3mep moJsi umeet 3Hadenune Koa penmkanuu;

* 00e TabyuIbl MpUHAIIeKAT OaHOM Gase manubix Microsoft Access.
Ecnu TabnuIisl SBISIOTCS CBSI3aHHBIMH, TO OHH JOJDKHBI OBITH TaOJIHIIAMHU
¢dopmara Microsoft Access. [t ycTaHOBKM IIEJOCTHOCTH JAHHBIX 0asza
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JAHHBIX, B KOTOPOW HaXOMATCs TaOIHIBI, MODKHA OBITH OTKpHITAa. [liis
CBSI3aHHBIX TaOnMI W3 0a3 NAaHHBIX JOPYrHX (OPMATOB YCTAHOBUTH Iie-
JIOCTHOCTH ITaHHBIX HEBO3MOXKHO.

[Ipu ncronb3oBaHUM yCIOBUI LIETOCTHOCTH JAAHHBIX JACHCTBYIOT Clie-
JyIOIUe MpaBuiia;

* HEBO3MOXKHO BBECTH B IOJI€ BHEIIHETO KJI0Ya CBA3AHHOW TaOJIMLIBI
3HaYCHHUE, HE COAeprKalleecs B KIIIOYSBOM TI0JIE TTIaBHOM Tadmumsl. OnHa-
KO B T0JIe BHEIIHETO KIr0Ya BO3MOKkeH BBOA 3HaueHuii Null, mokasbiBaro-
IIUX, YTO 3alIUCH HE SBJIAIOTCS CBA3aHHBIMU;

* HE JIOIyCKAeTCsl YAAJICHNE 3alliCH U3 TIIaBHOW TAOJHIBI, €CIIH CYIIIe-
CTBYIOT CBSI3aHHBIC C HEW 3aITMCH B TIOTYMHEHHON TaOJIHIIE;

* HEBO3MOXKHO M3MEHHTH 3HAUCHUE TICPBIUYHOTO KIIFOYA B TJIABHON Ta0=
JIVIIE, €CJIN CYIIECTBYIOT 3aIHCH, CBA3aHHBIC C TAaHHOM 3aIHChIO.

[IpoBepka MEeTOCTHOCTH JaHHBIX B TaONWIAX BKIIOYAETCS WO  yMOJ4a-
HUIO MPU CO3/IaHUU CBA3H B cxeme 0a3bl JaHHBIX. CBSA3b C BKIIOUCHHBIMU
YCIIOBUSIMH LIEJIOCTHOCTH JJAHHBIX OOECIIEYMBAET COOTBETCTBUE KaXKIOTO
3HAYCHUS, KOTOPOE BBOTUTCS B CTOJOEI] BHEITHETO KIIFOYd; CYLIECTBYIO-
[IeMy 3HAUEHHIO B CBSI3aHHOM CTOJIOIE IEPBUYHOTQ KITFOYA.

Jng oTHOWIEHWA, B KOTOPBIX MPOBEPSETCS, MEIOCTHOCTh JaHHBIX,
MOJIB30BaTEbh MMEET BOZMOXKHOCTH YKa3aTbh, CJIEIYeT JIH aBTOMAaTHIECKH
BBITIOJIHATG IS CBA3AHHBIX 3allMCEll ONepalnuKaCKaaHOTO OOHOBIICHHUS U
KacKaJHOTO yfaneHus. Eciau BKIIIOYNTH JaHHbBIE MapaMeTphbl, CTaHYT BO3-
MOYXHBIMH ONEpAlUU yOaJCHUs W OOHOBIJICHHS, KOTOPHIC B IPOTUBHOM
CITy4ae 3aIlpelIeHbl YCIOBUAMH [ETOCTHOCTH TaHHBIX. UTOOBI 00ecTiednTh
LCJIOCTHOCTh AJAaHHBIX MNPU YAaJCHUU 3alicer WM U3MEHEHUM 3Ha4YeHUS
MEPBUYHOTO KITI0Ya B TIIABHOU TaONUIEe, aBTOMATHIECKH BHOCSITCS HE00-
XOIMMBIC MI3MEHCHHS B CBA3AHHBIC TAOIHIIBL.

Ecnu nipu onpeneneHnm OTHOIIEHUST YCTaHOBUTH (utaxok Kackaanoe
O0HOBJIEHHE CBSI3AHHBIX MOJIEl, TO JII000C M3MEHCHHE 3HAUYCHHS IIep-
BUYHOTO KJIIOYA TAABHOM TaONHUIIBI MPUBEAET K aBTOMATHIECKOMY OOHOB-
JICHUIO COOTBEFCTBYIONINX 3HAUEHUI BO BCEX CBSI3AHHBIX 3aMUCSX.

3ameuanme: Eciu 6 21asHou ma6fluue KlloueeviM noJiem Aejisiaemcs noiie
cyemuuxka; no. ycCmaHoeKkda d)ﬂdeCKa Kacxannoe 00HOBJIEHHE CBA3aHHLIX
noJiei se npueedem K Kakum-aubo pesyibmamam, mak Kak UsmMeHums 3Have-
HUue nod ciemyuyuka He603MOMCHO.

Eciiv nipu omnpeneneHnn OTHOIIEHUS yCTaHOBUTH (uraxok Kackaanoe
yiajieHHe CBSI3AHHBIX 3alUceid, TO JIT000e yAaJeHHEe 3aliCH B TIIaBHOM
TaOJHIIe IPUBEICT K aBTOMATHUSCKOMY YIAJCHUIO CBSI3AHHBIX 3aIlUced B
noauuHeHHo! Tabnuie. Eciam 3amucu yaansiorest u3 popMbl WIIK TaOIUIIBI
npu ycraHoBiieHHOM (raxke KackagHoe ynajeHue CBS3aHHBIX 3amH-
ceif, To Microsoft AccesS BbIBOIUT MPEAyNpexICHUE O BO3MOMKHOCTH
yIajeHus CBA3aHHBIX 3anuceil. Ecnu ke 3amucu ynansiroTcsl ¢ MOMOLIbIO
3ampoca Ha yaanenue, To Microsoft ACCess ymaiseT 3amiucu aBTOMaTHye-
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CKkH 0e3 BBIBOJIA TIPEAYTIPEKICHUSI.

Nmeercs BO3MOXXKHOCTD M3MEHUTH YCJIOBHSI MPOBEPKH IEJIOCTHOCTH
JTAHHBIX C TIOMOIIbIO CBOMCTB CBSI3H.

N3menenune mapaMeTpOB IEJIOCTHOCTHU JaHHBIX
O HOBOM cBsA3M. /ns M3MEHEHHUs MapaMeTpPOB LIETOCTHOCTH JaH-
HBIX JUIsl HOBOH CBSI3M HEOOXO0IUMO:

* IepeiTH B OKHO 0a3bl TaHHBIX;

. HaxaTb KHONKY CxeMa JaHHBIX Ha TIaHEJIH HHCTPYMEHTOB;

* B cxeMme 0a3bl IaHHBIX CO3/aTh CBSI3b;

3ameuanne. Cea3b mexncdy 08yMa mabauyamu co30aemcs 0 conoemas-
JIeHUs. CMPOK 0OHOU MAOIUYbL CO CMPOKAMU OPY2Ol.

* B IMAJIOTOBOM OKHE Y CTAHOBJIEHHE CBsI3eil CHATH WM yCTaHOBUTH
(hiaxku mapaMeTpoB, OTBEYAIOIIKE 32 IIEIOCTHOCTh NaHHBIX .

N3mMeHeHue mapaMeTpoOB INEJIOCTHOCTH JaHHBIX
I CyMecTBYImenld cBA3U. Jnd M3MEHEHHALAIApaMETPOB ILie-
JIOCTHOCTH JaHHBIX JUISI CYHIECTBYIOLIEH CBA3H HEOOXOAUMO:

* IepeiiTH B OKHO 0a3bl TaHHBIX;

* Ha)KaTh KHONIKY CXemMa JaHHbIX HA TaHENW WHCTPYMEHTOB;

* B cXeMe 0a3bl IaHHBIX BBICIUTH JINHUIO, CBSI3H;

* MIETIKHYTH JMHUIO CBS3U MPaBOil KHOWKOW W BbIOpaTh komaHay W3-
MEHUTH CBA3b;

* B IMAJIOTOBOM OKHE Y CTAHOBJIEHHE CBsI3eil CHATH WM yCTAaHOBUTH
(hiaxxku mapaMeTpoB, OTBEUAIOINKUE 32 IETOCTHOCTh TaHHBIX.

YnaneHnue cB3W~Hus ynaneHus CyniecTBYIOIIEH CBSI3H HE0O0X0-
JTIAMO:

* 3aKPBITh BCE QTKPBIThIC TAOIUIIBI. Y JANATh CBSI3U MEXIY OTKPHITHIMHU
TaOJIUIIAMH HEJIb3S;

* MepeiTH B,OKHO 0a3bl TaHHBIX;

* HOKaTh(kHONKY CXeMa JIaHHBIX Ha TaHETT! HHCTPYMEHTOB;

* BBIJIENUTH JIMHUIO CBSI3U, KOTOPYIO HEOOXOIUMO yIAIUTh (BBIJEIICH-
Hasl JTUHMS-eTaHOBUTCS JKUPHOM), a 3aTeM Ha)kaTh Kiaasuiry <Delete>.

Bonpoce! fuist caMoKOHTPOIIS
st gero ciyxut nmporpamma MS Access?
UYro Ha3bpIBaeTCs 0a30! TaHHBIX?
Kaxue 00bexTsI paznugaiot B (aiine 6a3er ganHex MS Access?
KaKWe TUIIBI TaHHBIX cymecTBYIOT B MS Access?
Kakwue tums! noneit cymectBytor B MS Access?
Kakue 00BEKTHI COJCPKHUT OKHO TiporpamMmbl MS Access?
Ha xaxwue atamsl pazdouBaeTcst pa3paboTka 6a3bl JaHHBIX?
Kakue neWicTBHS HYXXHO BBIIIOJTHHTB, YTOOBI CO3MaTh 0a3y JaHHBIX C
MIOMOIIBI0 MacTepa?

O~NOoOO O WDN -
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12
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14

15
16
17
18
19
20
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22
23
24

25

26

27
28

29

Kakue neiicTBHus Hy>)KHO BBITIOJHHTB, 4YTOOBI cO37aTh 0a3y JaHHBIX 0e3
MTOMOIIIM MacTepa?

Kakue nmeiicTBUS HYXHO BBITIOJIHUTB, YTOOBI CO3/1aTh TaOIHIly 0a3bl
JAaHHBIX B PEKUME KOHCTPYKTOpA?

Kakue nmeificTBUS HYXHO BBITIOJIHUTB, YTOOBI CO3/1aTh TaOIHIly 0a3bl
JaHHBIX C TIOMOLIbIO MacTep?

Kakue neiicTBHS HYXKHO BBIITOJIHUTH, YTOOBI CO37aTh TaOIUIy 0a3bl
JAHHBIX MTyTeM BBOJIA TAHHBIX?

Kakwue cpenctsa i pelakTUPOBaHHS CO3TaHHBIX TAOJIHIl HMEIOTCS B
MS Access?

Kakue meficTBUS HYXKHO BBITIOJIHHTB, YTOOBI JOOABUTh, U3MEHUTH WITH
YIAUTh JaHHBIC B PEKUME TaOIUIIBI?

Kak 100aBUTh HJIM H3MEHHTH TaHHBIC B PEXKMME TaOTHIIBI?

Yro mpencraBisieT OO0 pesauoHHas 0a3a JTaHHBIX?

B kakux cirydyasix co3aeTcs OTHOIICHHE «OIUH-KO-MHOTHM»?

B kakux cirydyasix co31aeTcs OTHOIICHHE «MHOTHE-KO-MHOTUMY?

B kakux cirygasix co3maercsi OTHOIICHUE «OIHH-KQ-OTHOMY»?

Kak onpenenuts CBsI3b «OAUH-KO-OJHOMY» H «QMUH=KO-MHOTHM)?
Kak onpenenuts CBsI3b «(MHOTHE-KO-MHOTHM»?

Yto 03HAYAET LIETOCTHOCTE JAHHEIX?

Kak ycTaHOBHTH II€JIOCTHOCTh TAHHBIX?

KaKHe MPaBUIa YCIOBUH MENTOCTHOCTH, NAHHBIX HCIIONB3YIOTCS B MS
Access?

Uro mpoucxoaut mpu ycTaHoBke| praxkka KackaaHoe o0HOBJIeHHe
CBSI3AHHBIX IMOJIEH?

Uro mpoucxomut mpH ycraHoBke ¢(raxkka Kackamnoe ynasenue
CBSI3AHHBIX MOJIEH?

Kak u3MeHuTs mapamMeTphbl 1IeIOCTHOCTH TAHHBIX I HOBOH CBSI3U?
Kak m3MeHNTh mapamMeTphl IeJIOCTHOCTH JaHHBIX ISl CYIIECTBYIOMICH
cBs3u?

Kak ynanufh CymecTBYIOIIYIO CBsI3b?

JlabopaTopHasn paGora
1] e7's:~iproOpeTeHre HABBIKOB paboThI MO CO37aHUI0 0a3bl TAHHBIX B

MS/Access.

Sadauu:

4 yMeTh BBIOMPATH THITBI JAHHBIX M pa3Mephl MOJIeH;

— YMETh CO3/1aBaTh 0a3bl JaHHBIX C IOMOIIBIO MacTepa u 6e3 MacTepa;
— yMeTh CO371aBaTh TAONHILI C TOMOIILI0 MacTepa, B PEKUME KOH-

CTPYKTOpa U IMyTEM BBOJAd JAHHBIX;

— yMeTh 100aBIATh, yAAIATH, H3MEHSTD MOJISl ¥ JAHHBIC B TAOJIHUIIAX.
3ao0anue: Coznaiite 6a3y HJaHHBIX, OCHOBAHHYIO Ha JBYX TaOJHIIAX.
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Onna Tabnuia ABTOPBI COIEPXKUT JaHHBIE 00 aBTOpax, BTopas TabiuIa
Knuru npeaHazHadeHa JJis aHATN3a U3IaHHBIX KHHT.

Xo00 pabomur:

1. 3amycture nporpammy MS ACCESS ABOHHBIM MIEITYKOM TIO SPIIBIKY TPO-
rpaMMBbl Ha paboyeM CToJe..

2. B okne MS Access Brmounte niepekimrodate Hoasi 6a3a TaHHBIX U
menkauTe Ha kaornke OK.

3. B okxue ®aiis1 HOBOIi 6a3bI JaHHBIX CO3/1aliTe Ha paboueM aucke F:«dB
TarKe ¢ BhIIIeH (haMuTHell marnky ¢ IMEHeM HOMepa CBOCH TPYIIIBI U, JIATh
(aiiny ums Bawa gamunus-Knueouzoanue. YOequrech, 9To B KQUeCTBS\THITA
(atina Beiopana baser dannsix Microsoft Access, u menkuure Ha xKiornke Co-
31aTh. OTKPOETCS OKHO HOBO 0a3bI TAHHBIX.

4. Otkpoiite nanens Tadmaunpl. JBaxnsl menkHuTe Ha 3Hadke Co3na-
HUe Tabaunbl B pe:xkume KoHcTpykTopa — OTKpoeTes OnaHK CO3JaHHs
CTPYKTYpBI TaOHIIBL. J{J1s1 IepBOii TaONUIIBI BBEAMUTE CIIEAYIOIIHE TTOJIS:

Hmst nonst THrLnoJist(TUN JaHHBIX)
Kon aBropa YucroBoit

Pamuusi aBTopa TexCcroBblit

Mwms aBropa ‘LexcToBbIi

I'on poxxaeHust Uucnosoit

JlomanHuit anpec TexkcroBbIit

Tenedon TekcToBbIi
KonnuecTBo n3jaHHBIX KHUT YucnoBoit
[Ipumeuanue MEMO

3ameuanue. Obpamume eHuManue Ha Mo, 4Mo noie Homepa menegpona AB-
emcs. meKcmoBulM, HECMOMpPs HA MO, YMO 0ObIYHO HOMepAa MmenepOoHO8 3anuUckléam

yugpamu.

5. s cBs3u € Oyaymieii Tabnuieit KHuuru Hajo 3a1ath KJI04eBoe moJie
Ko aropa: Hemuxom mpaBoit KHOKH MBIIITH OTKPOWTE KOHTEKCTHOE MEHIO
u BeIOepuTE.B HeM IyHKT KitioueBoe moute.

6/ 3axpoiite okHO KoHcerpykropa. Ilpu 3akpeiTui OKHa gaiite Tabuuie
UM ABTOPBL.

AnanormyHo cozfaiite Tabnuity KHHMIM, B KOTOPYIO BXOASAT CJEIYHOLIHE
TIOJIST:

Hmst monst Tun noJist (TUIN JAHHBIX)
Ko aBropa Yucnosoii

Homep kuuru CyeT4uk
HarvieroBarme Texcrosb1it

O0beM YucnoBoit

Tupax Yucnosoii
W3narenbcTBO TekcToBbIN

I'ox n3nauus YucoBoi
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Ilena JlenexxHbIi

ITocraBimk TexcToBbI

IMpumeuanue MEMO

KitoueBoe momne MokHO He 3amaBaTh — JJIsl TEKYIIEH 3aJadd OHO HE
Tpebyercsl.

7. lllenxuute Ha noie O0beM. B HIbKHeH yacTh OJIaHKA 3aIaiiTe CBOM-
cTBO monst Umeno gecATHYHBIX 3HAKOB paBHbIM (. JInst 3TOrO K€ mOJst
ycTaHOBUTH YciaoBHe Ha 3Hadenme <=1000. [[ns nons CooOuenue 00
omm0Ke BBECTH TEKCT COOOIIEHHUS, KOTOPbIA OyJeT BBIBOAWUTHCS Ha HKpaH
TIPY BBOJIE ONTMOOYHOM HH(DOPMAITHH.

YcraHnoBure snauenue no ymonyanuro s nons MsnarenberBo: Bolcuias
wKona.

Jis ons IMocraBuuk 3amaiite crimcok 3HadeHuid: OO0 “Papwurer”;
000 “3Be3na”; OO0 “Tlapk”; OO0 “bykuHuct”.

3ameuanue. Vcnoavzoeams exnaoxy IoacranoBka obracmu CBoiicTBa
noaa oxna KoHerpykrop. B nepsou cmpoke sviopams CHHCOK, 60 6mopoii
cmpoke — CIUCOK 3HAYEHMIl, 6 mpembell — 66ecmu 3HAUEHUS INO20 CRUCKA
uepes 3HAK «;».

8. 3akpotiite okHo. [IpucBoiiTe Tabnuie nMs KHUTH.

9. YcraHoBHTE CBA3B MEXIY TabauaMu ABTOpPbI 1 Knurn.

Haxvure knonky Cxema JaHHBIX Ha aHe M HHCTPyMeHTOB Wik B MeHi0: Cepuc/ Cxema
JaHHbIX. OTKpoeTcs okHO CxeMa JaHHbIX. OTHOBPEMEHHO C OTKPBITHEM 3TOr0 OKHA OTKPbI-
BAETCs JMaNoroBoe OkHO JloGaBieHHe TaGIMIBL ‘B KOTOPOM MOXKHO BBIOpaTh TaOJIHMIIBL,
MEXIy KOTOpbIMH co3ziarotcs cBs3u. [1lemkom Ha kHOTKe [|00aBHTHL BHIOCPHUTE TaOIIHITHI
ABTtopnbl 1 Kuuru — B okde Cxema JaHHBIX ‘OTKPOIOTCS CIIMCKH TIOJIeH THX Tabmml. 3a-
kpoiite okHo. [leperammre moe Kox aBTopa Ha crimcok modeit tabmwip! Knurn. [pu ot-
MyCKaHUX KHOINKHM MBI aBTOMATHYECKH OTKPOETCSI JUanoroBoe okHo M3MeHeHue CBsI-
3eid. Ha mpapoit manemm okHa MisMenenue cBsizeii BoiOepure mosie Kox aBropa. YcraHoBHTE
(raxxu: OdecnievyeHne NEJIOCTHOCTH JaHHBIX; KackanHoe o0HOBIeHHe naHHbIX; Kackaanoe
yAaJleHHe JaHHbIX.

10. 3akpoiite qranorosoe okHo M3mMeHeHue cBsi3eii o kHornke Co31arh U B
okde CxemMa JAHHBIX pacCMOTpUTEe O0pa30BaBINYIOCS CBs3b. [losBHIIach
CBSI3b “OMMH-KO-MHOTHUM’. YOEauTeCh B TOM, YTO JIMHUIO CBSI3H MOKHO
BBIJICJIUTE LICITYKOM JICBOW KHOITKH MBIIIIH, a IETYKOM MTPABOW KHOIKH MbI-
I OTKPBIBAETCS KOHTEKCTHOE MEHIO, MO3BOJIAIOIIEE PAa30pPBaTh CBSI3b HIIH
OTpENAKTAPOBATh ee. 3aKkpoiTe okHO CXeMa JaHHBIX.

11. B okHe Barreii 6a3bl JaHHBIX OTKPOWTE MO OYEPEAH CO3IaHHbBIC Ta0-
JTMIbI ¥ HATIOJIHUTE WX 3KCIIEPUMEHTAIBHBIM cofiepykanueM (5-6 aBTOpOB, Y
Ka)JIOTO aBTOpa 2-3 U3/aHus).

12. CoxpaHuTe TaOIHUIIBL

13. Otkporite Tabmmiy Kuuru u 100aBbTe B Heé mosie Ajapec MocTaB-

muka nocsie nosst IlocraBmuk.
Bcerasky nosst npoussectu B pexume Konerpykropa.
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14. 3anonHuTh NI0JIE AIpec MOCTABIIMKA B pexkume TadauubI.

15. Cnenatb niosie AApec MOCTABIIUKA CKPBITHIM.

B pexume Tabmubl BEIISTUTE €0 M KOMaHAa B MeHIO @opmat + CKpbITh €T0J10-
IbI.

16. Coxpanuth Tabamibl. CkonupyiiTe 0a3y JaHHBIX Ha JUCKETY U 3a-
BeplIMTe paboTy ¢ MPOrpaMMOH.
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Tema 11
PABOTA C 3AITPOCAMM B MS ACCESS
1 O6mue cBeaeHus
2 Tlouck 1 3aMeHa ¢ TIOMOIIBI0 THaAIoroBoro okHa Ilouck
3 Pabora c 3anpocamu

O0mue NOHATHSA O TeMe
1. O6mue cBenennsi. B mporpamme Microsoft Access cymiecTByeT MHO-
JKECTBO CITOCOOOB TOKMCKA M 3aMEHBI HY)KHBIX JAHHBIX MPH BBHITOTHECHUH
MIOMCKA KOHKPETHOTO 3HAYEHISI, OJJHO 3aIliCH WITH TPYIIHI 3aIHCeii;

1 momcka 3amrcu MO>KHO MPOKPYTUTH GOpMY WIIH OOBEKT B PEKUME
TaOauIEl MO0 BBECTH HOMED HYXXHOM 3aIKCH B IOJIE HOMEpa 3alliCH B
JICBOM HIDKHEM YTITy OKHA TaOJIUIIBL.

[ mepexona Ha KOHKPETHYIO 3alACh TOCTATOYHO BBECTH/ HOMEp 3a-
MUCH B 3TO TIOJIC ¥ HAXKaTh KiaBuiry <Enter>.

C momotrpio auanoroBoro okHa IoMcK MOKHO HANTHKOHKPETHBIE 3a-
IIICH WM OTpeeeHHbIe 3HaYCHUS B IMONsX. MIMeeTcs BO3MOKHOCTH IIe-
pexo/ia 1o 3amucsiM Mo Mepe OOHapyKeHHs Hy)KHOropneMenTa. Eciu Tpe-
OyeTcsi 3aMEHHTh KOHKPETHBIC OOHAPYKCHHBICIIPH TIOUCKE 3HAYCHUS,
CIIEAyeT BOCIOIB30BAThCS TUAIOTOBBIM OKHOM!3aMeHa.

C nomompio puibTpa® MokKHO BpeMEHHO H301MMPOBaTh M MPOCMOTPETh
KOHKPETHBIH HaOOp 3amuceidl ans paboThi, ¢, HUM TPU OTOOpaKEHHH Ha
9KpaHe OTKPBITON (OPMBI HITH TAOJIUIIBL.

C nomorpio 3anmpoca* MOXkHO padoTaTh ¢ KOHKPETHBIM HAOOPOM YII0-
BJICTBOPSAIOMINX 3aJaHHBIM YCJIOBUASIM 3alncen us O,Z[HOﬁ NN HECKOJIBKUX
TaOsMI 0a3bl JaHHBIX. BBIMOMHCHME 3ammpoca gaeT BO3MOXKHOCTh paboTaTh
¢ HabOpOM 3arcell He3aBUCHMO OT KOHKPETHOW ()OPMBI MITH TAOIHIIEL.

bricTpee BBINOJIHUTE 3aMEHY OOJIBIIOrO KOJIMYECTBA NAHHBIX B 0ase
nanabix Microsoft ACCesS wiu mpou3BeCTH BHIYHCICHUS ¢ JAHHBIMU 03-
BOJISIET MCIOJNB30BaHKWe 3ampoca Ha OOHOBIEHHE® BMECTO JMANOrOBOTO
okHa 3ameHa. OHaKO C TOMOIIBIO 3aMpoca Ha OOHOBJICHHE HEBO3MOXKHO
BBITIOJIHATL, 3aMCHY OTACIBbHBIX BXO)K,IICHI/Iﬁ C HNOATBCPKACHUEM. KpOMe
TOTO, 3apoOCc Ha OOHOBIICHWE CTAHOBHUTCS TOCTATOYHO TPOMO3IKHM IIpU
BBIMTOJIHCHHAHA ITIOMCKA U 3aMCHBI JaHHBIX B HCCKOJIBKUX I10JIAX.

S @ubTp — HAGOpP YCIOBHIA, IPUMEHAEMBIX [T 0TOOPA MOAMHOXKECTBA WIH COPTH-
POBKH JJaHHBIX.

4 3anpoc — TpeOoBaHKe Ha OTOOP JTAHHBIX, XPAHSIMXCS B TaOJMIAX, WA TPEGOBAHME
Ha BBITMIOJTHEHHUE OINPE/CICHHBIX ACHCTBUH CAaHHBIMU. 3ampoc MO3BOJISET CO3/1aTh 00-
i Habop 3ammceil M3IaHHBIX, HAXOMASIIMXCS B Pa3HbIX TaONHMLAX, KOTOPBIH OyaeT
CITY)KUTh UCTOYHHKOM JAHHBIX JJIs1 GOPMBI, OTUYETA HJIM CTPAHHMIIBI OCTYIIA K TAaHHBIM.
® 3anpoc Ha 0GHOBJIEHHE — 3a1IPOC, B KOTOPOM H3MEHseTCs Ha0op 3aIuceld, yloBie-
TBOPSIOIIUX YKa3aHHOMY YCJIOBUIO 0TOOpa.
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2. ITonck u 3aMeHa ¢ MOMOUIBIO 1MAJI0roBoro okHa Ilouck. Ilouck
U 3aMeHa KOHKpPETHBIX 3HaueHUU B mnoiae. [Ipu moucke
3HAYCHW B TaOIUIIEe, UMEIOIIeH oATa0NHIly, Wi B (popMe, IO JUMHEHHAS
(opMa KOTOpOI 0TOOpakaeTcst Kak TaOJIULA, TIOMCK BBIMOIHAETCS TOJIBKO
B TOH Tabnwmie, moaradnuie win GopMe, B KOTOPYIO TOMEIICH Kypcop.
JIJ1s orcka KOHKPETHBIX 3HAUSHHUH B T10JIe HEOOXOIMMO:

* B pekuMe (OPMBI WITK TaOJHUIBI, €CITH HE TPEOYETCs BHIOIHUTH 0>
KCK TI0 BCeM MOJSAM, BBIOpaTh mosie (croider), mo KOTopoMmy Tpedyeres
BEITOMHAUTE TOUCK. ([lomck B omHOM MMOJI€ BBIIONHSETCS OBICTPEE), Y4eM
MTOVICK BO BCel Tabmurie win hopme);

* Ha)xaTh KHONKY HaliTh Ha maHenu MHCTPYMEHTOB;

 BBecTH B mronie Q0pa3elnl 3HaUeHNE, KOTOPOE HY)KHO HANTH;

* YCTAaHOBUTH B IuanoroBoM okHe IloMck W 3aMeHa ‘BCe OCTaJbHBIC
HYXXHBIC MTapaMeTpBhI;

» HaKaTh kKHONIKy HaiiTu nagee.

3aMeHa KOHKPETHBIX 3HadeHuU#N B moiae. [Ipu 3amene
3Ha4YeHU B TabnuIle, UMeroLIel NoATa0IuITy, MU B GopMe, MOTIMHEHHAS
(hopMa KOTOpOIi 0TOOpaXkaeTcsi Kak TaOJKUA,, TOUCK BBIMTOIHSAETCS TOIBKO
B TOW Tabmure, moaradnuie win GopMe, B KOTOPYIO OBUT IMOMEIIEH Kyp-
cop. i1t 3aMeHbI KOHKPETHBIX 3HAUCHUMN B [10JI€ HEOOXOAUMO:

* BeIOpaTh B MeHI0 IIpaBka xOMaH1y 3aMeHMTh;

* BBECTH 00pa3ell moucka  mojic Ofpasel U MOACTaBIIEMOE 3HAUCHHE
B [I0JIE 3AaMEeHHUTh HA;

* YCTQaHOBUTH B auasioroBoM okHe IloMck M 3aMeHa Bce OCTaJbHBIC
HY>XHBIEC TTapaMeTpEbI;

* JUI1 ONHOBPEMCHHOH 3aMEHBI BCEX BXOXKICHHHA O0Opa3la HaKaTb
KHOTIKY 3aMeHUThH BCe,;

* JUIS TOTO MTOOBI BBITIONHATH 3aMEHY Ka)KIOTO BXOXICHHS OTAEIBHO,
Haxatp KHoOmky Haiitu nanee, a 3ateM — KHONKy 3ameHMTb. {5 mpo-
MyCKa/TEKYyNIeT0 BXOXKACHUS M IIOMCKA CJICAYIOIIEro HaXaTh KHOIKY
Hajitu najee.

[Mouck mycThX mMolied U cCTPOK B O0a3ze manubsix Mi-
croesoft Access. [Ins norcka mycThix Hoseil U CTPOK B 0a3e IaHHBIX
HE00X0MMO:

* Ha)kaTh KHONKY HaliTh Ha maHenu MHCTPYMEHTOB;

* BBITIOJIHUTD OJTHO 3 CIICAYIOIINX JCHCTBUIL:

— €CJIH ITyCTHIE MOJIsl OT(OPMATHPOBAHEI, BBECTH OT(GPOPMATHPOBAHHYIO
cTpoky B mojie Oopa3sen u yoenuthes, uto ¢uaxok C ydyerom dopmara
moJieif yCTaHOBIICH;

— 94T00OBI HaiiTH HEOT(GOopMATHPOBaHHBIC ycThie o, BBecTr NUll rn
Is Null B moie O6pa3sen u yoeauthesi, uro ¢uaxkok C yuerom popmara

123



noJieil CHAT;

— uTo0bl HAlTH MyCThIe CTPOKH B Oase manuHbix Microsoft Access, Bee-
ctu B nose OGpasen napy NpsAMbIX KaBbIUEK («») 6e3 mpobena Mex 1y Hu-
MU 1 yoeauTbes, uto (iaaxok C yueTom popMaTa moJiei CHST;

* YCTaHOBHUTH B AuanoroBoM okHe Ilomck u 3ameHa Bce OCTalbHBIC
HY)KHBIE TIapaMEeTpHI;

* yTOOBI HAYaTh WM MPOAOJDKHUTE IOUCK ITYCTHIX IOJIEH, HaKaTh KHOTI-
Ky HaiiTu nanee.

3. Pa6ora ¢ 3anpocamu. 3anpochl UCIIONB3YIOTCS IJIST IPOCMOTpPA, U3Me-
HEHMS W aHalu3a JaHHBIX Pa3IMYHBIMH CrIocoOamu. VX MOXKHO TaKKe
NPUMEHATh B KAYECTBE MCTOYHUKOB 3amuceil it (opM, OTUETOB U CTPas
HUII T0CTyHa K AaHHeiM. B Microsoft Access ecth HECKOIBKO THIIOB.3a-
MIPOCOB: 3alPOCHI Ha BBIOOPKY; 3aIPOCHI C IapaMeTpaMH; IepPEeKpecTHBIC
3aIpOCHI; 3alIPOCHl HA U3MEHEHHUE.

3anpocel Ha BBIOOpPKY. 3ampoc Ha BBIOOPKY “HCIIONB3YETCS
HanboJee 9acTo. 3armpockl 3TOr0 THIIA BO3BPAIIAIOT JAHHBIS U3 OIHON FUTH
HECKOJIbKHMX TaOJIUII U O0TOOpaXkaroT MX B BUJE TaQMUIBL, 3allUCH B KOTO-
poif MOXXKHO OOHOBIIATH (C HEKOTOPHIMH OTPaHMYEHHSIMH). 3alpoChl Ha
BBEIOOPKY MOKHO TaKK€ HCIIONB30BAThH IJIS TPYHIIAPOBKHU 3amiceil M BBI-
YHCJICHUSI CYMM, CPEIHHX 3HAUCHHH, MOJCUETAY3amucell U HaXOKICHUS
JPYTUX TUTIOB UTOTOBBIX 3HAUCHHH.

Macmep npocmoco 3anpoca Ha BRIOOPKY CO3IACT 3aIPOCHI IJIS MTOITY-
YeHUS TaHHBIX U3 TOJIeH, BRIOPaHHBIX-B OHOW MIIM HECKOJIBKUX TaOIHIIax
wi 3anpocax. C MOMOIIBI0 MacTepa MOXKHO TaK)Ke BBIYUCIATH CYMMBI,
YHCIIO 3allicell U CpeiHue,3HaYeHHs ISl BCEX 3aIllUCEel WM OIpeNesicH-
HBIX TPYIII 3allUCEH, a TakKe ‘HAXOIUTh MaKCHMAIbHOE U MHUHAMAIBEHOE
kKaueHust B mojie. OHAKO, HENb3sl OTPAHMYUTh KOJUYECTBO 3amucei, BO3-
BpaIIaeMBIX ATAM 3ampPOCOM, C IIOMOIIBIO YCIOBHI 0TOOpA.

UYTtoObI co371aTB TPOETOH 3apoc Ha BEIOOPKY, HEOOXOIUMO:

* B OKHe 0asbl TafHbIX B crucke O0beKThI BRIOPATh IMyHKT 3aNpochl,
a B OKHe 0a3bl\IaHHbIX — KoMaHIy Co3aaHMe 3alpoca ¢ NOMOLIbIO Ma-
cTepa;

* B~ yasoroBoM okHe Co3gaHMe NPOCTHIX 3aNMpPOCOB BHIOpPAaTh U3
crucka--11one Tadauubl ¥ 3anpockl TpeOyeMyro TabIuIy;

3 crIucka mois JocTymHbIe MoJisi IepeHecTH TpeOyeMble Moyt B
IfpaBoe mosie BoiOpanubie moos;

¢ NOBTOPUTH IIpU HCO6X0)II/IMOCTI/I YKa3aHHbIC ﬂeﬁCTBHH N HaXaTb
kHOIKY [laJiee;

* 33/1aTh MM 3aIIpOca U BBIOPATh JalbHEHIINE NEHCTBHUS C 3aIPOCOM U
Ha)kaTb KHONKY I'oTOBO.

[t co3ganus 3arpoca 6 pesicume KOHCmpyKmopa HeoOX0auMO:
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* B OkHe 0a3bl JaHHBIX B crcke O0beKThI BEIOPATh MYHKT 3ampockl,
a B OKHe 0a3bl AaHHBIX — KoMaHay Co3maHHe 3ampoca B peKnMe KOH-
CTPYKTOpA;

* B IMaJOroBoM OkHe JloOGaBieHHe TAOGJMIBI BHIOPATh BKIAJKY, CO-
JepKaIlyto 0ObEKThI, JAHHBIE KOTOPBIX OYAYT UCIIOJIL30BaHbI B 3aIIpOCE;

* IBaXIbl LIEJIKHYTh Ha OOBEKTaX, KOTOpblE HY)XHO J00aBUTH B 3a-
Ipoc, a 3aTeM HaXXaTh KHOIKY 3aKPbITh;

* n06aBuTh nosig B cTpoky IloJie B 61aHKe 3ampoca U, eciii HeoO0X0AU»
MO, yKa3aTh YCIIOBHUS U MOPSAAOK COPTHPOBKHU;

* U TIPOCMOTpa pe3yibTAaTOB 3ampoca Ha ITaHENd WHCTPYMEHTOB
Ha)KaTh KHOTIKY Bu.

Janpocs ¢ mapaMeTpaMu. 3ampoc ¢ mapaMeTpaMu = 3TO 3a-
MPOC, TIPH BEHITIONIHEHHH OTOOpa)kalomuii B COOCTBECHHOM'.JHAJIOTOBOM
OKHE TIpUTJIAIIeHUe BBECTH JaHHEIE, HAIPUMED YCIIOBHE /ISl BO3BPAIICHUS
3amuced MM 3HAYeHHE, KOTopoe TpedyeTcss BCTaBUTh.B Moje. MOXKHO
pa3paboTaTh 3ampoc, BBHIBONALINKA MpPUTIIAIICHHE\HAa BBOJ| HECKOJIbKHX
eIMHUII TaHHBIX, HampuMmep ABYX aar. 3atem Microsoft Access moxer
BEPHYTh BCE 3aIlUCH, MPUXOIAIINECS Ha HHTEPBal BpeMEHH MEXAY dTUMHU
JaTaMU.

3ampockl ¢ mapaMeTpaMu Takke YA0OHO HCIONb30BaTh B Ka4eCTBE OC-
HOBBI JUId OPM, OTYETOB U CTPAHUI[NIOCTYNA K JaHHBIM. {1 co3maHus
3aIpoca ¢ mapameTpaMu HeoOXoAuMo:

* CO3/1aTh 3aIIpoC Ha BEIOOPKY;

* B pSKUME KOHCTPYKTOpa IIePETAIlUTh MOJISI U3 CIHCKa Toel B OaHkK
3a1poca;

* IS TOJS, KQTOPOE IIPENIoIaraeTcsi MCIoIh30BaTh KakK IMapaMerp,
BBECTH B STUCHKY ‘CTPOKH Y CJIOBHE O0TOOPa BHIPAKEHHE C TEKCTOM IIPH-
TJIalCHus, 3aKIKQUYCHHBIM B KBaJAPAaTHBIC CKO6KI/I;

* 13 MeHIO 3anpoc BeIOpaTh komanay [lapamerpsr,

* BBECTH B IIEPBYIO sAUciiKy B cTosnOue [lapamerp mepBoe mpuriamie-
HUe, BBEICHHOE B OJIAHK 3aI1poca;

* B\ueiike cTosona Tun JaHHBIX CrIpaBa B 3TOH CTPOKE BHIOpATh Tpe-
QYeMBIil THIT TaHHBIX;

¢ U1 TIPOCMOTpPA Pe3yIbTaTOB HaKaTh KHONKY Buja Ha maHenu uH-
CTPYMEHTOB ¥ BBECTH 3HaUCHHE MTapaMeTpa.

[TepexkpecTtHble 3ampochl. IlepekpecTHble 3ampochl HCIOJb-
3VIOT IJIsl paCUCTOB M MPEACTABIICHHS JAHHBIX B CTPYKTYpe, 00Jerdatonein
ux aHaus. [lepekpecTHBIN 3anpoC MOJICYUTHIBAET CYMMY, CPEIHEE YUCIIO
3HAYEHUI WJIM BBIMIOJHSAET IPYTUe CTAaTHUCTUYECKHUE PAcyeThbl, MOCIE YEro
pEe3yNbTaThl TPYIIUPYIOTCSA B BUAE TAONHIBI IO JBYM HA0OpaM JaHHBIX,
OJIMH M3 KOTOPBIX ONpEeNsieT 3arojIOBKH CTOJIOIOB, a APYTOH — 3arojioB-
KH CTPOK.
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Juis co3maHusi HEPEeKPECTHOTO 3aMpoca ¢ NOMOwbI0 Macmepa HEoOXo-
JUMO:

* B OKHe 0a3bl JaHHBIX B criucke QO0beKThI BEIOPATH MYHKT 3aNPOCHI;

* B OKHE 0a3bl TaHHBIX HaKaTh KHONIKY C031aTh;

* B auanoroBoM okHe HoBblii 3anpoc BeiOpaTh komanny Ilepexpect-
HBII 3a1poc;

* BEIOpaTh OOBEKTHI, MOJII KOTOPBIX TpeOyeTcs MepeHecTH B 3ampoc, |
Ha)kaTb KHOIIKY Jlanee;

* BBIOpaTh MOJIS, KOTOpble OYAYT HCIIOJIB30BAThCS KAK 3arojOBKU
CTOJIOIIOB, ¥ HAXATh KHONIKY /lasee;

* BEIOpATh TUN BEIYMCIICHUS HAJl JAHHBIMHU M HaXKaThb KHONIKY /lanee;

* 33]1aTh UMsI 3aIlpoca, BBIOpATh AEHCTBUS IOCHIE CO3MAHUS 3ampoca u
Ha)kaTb KHONIKY I'0TOBO.

g co3maHus MepeKpecTHOIro 3alpoca ¢ HOMOWbIO KOHCMPYKmMopa
HEOOXOIUMO:

* B OKHe 0a3bl JaHHBIX B criucke O0beKThI BEIOPATH YHKT 3aNpPOChI;

* B OKHe 0a3bl TaHHBIX HaKaTh KHONIKY C031aTh;

* B nuasioroBoM okHe HoBblii 3anmpoc BbOpaTh koManny KoHeTpyk-
TOP;

* B quanoroBoM oxHe JloGaBjieHue TaOJMIBI BEIOpATh BKIAIKY, CO-
JIepKaIlyro 0OBEKTHI, JaHHBIE KOTOPBIX OyIyT MCTIONb30BaHbI B 3aIPOCE;

* JIBOXIBI IEJKHYTh Ha O0BEKTaX, KOTOPhIE HY)XHO NOOABUThH B 3a-
IIPOC, a 3aTEM HaXaTb KHONKY 3aKPbITh,

* n106aBuTH Moyl B cTpoKy Iloje-B OmaHke 3ampoca M 3a7aTh YCIOBUS
otOopa;

* Ha MMaHeN WHCTPYMEHTOB HaXKaTh KHOMKY THm 3ampoca u BHIOpaTh
3HauyeHue [lepekpecTHbI;

* TSI TIOJISL MUK TIOJIEH, 3HAUCHUSI KOTOPBIX JOJDKHBI OBITH MPEJICTaBIIC-
HBl B BUJIE 3ar0JIOBKOB/CTPOK, LIEJIKHYTh Ha suelike ctpoku Ilepexpecrt-
Hasi Ta0JIMIa U BBIOPATh 3HaUcHHE 3aroJIOBKH CTPOK;

* I TOJS,/3HAYCHUST KOTOPOTO JIOJDKHBI OBITh IPE/ICTABIICHBI B BUJIE
3aroJ0BKOB, CTOJIOLIOB, IIEIKHYTh Ha sueiike ctpoku IlepekpecTHast Ta6-
JINIA U BEIOPATh 3HAaUeHHE 3ar0JJOBKH CTOJIOIOB,;

* B/Ctpoxe I'pynmoBasi onepanusi BEIOpAaTh CTaTUCTUYECKYIO (DYHK-
IMI0,\KOTOpasi OyIeT HCIIOIB30BaHa ISl 3aIOJHEHUS TIEPEKPECTHON Tab-
JULIBL;

' BBECTH BBIPAXKEHUE B CTPOKY Y CJIOBHE 0TOOpA MOJIs, 17151 KOTOPOTO
B staeiike crpoku IlepexpecTHasi Tabauna BEIOPaHO 3HAUECHHE 3aroJioB-
KH CTPOK;

* Ul IPOCMOTPA Pe3yabTaTOB 3alpoca HaxaTb KHONKY Bua Ha nanenu
UHCTPYMEHTOB.

3anpocs Ha M3MEHEHHE. 3aIpoCcoOM Ha U3MEHEHHE Ha3bIBAET-
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Csl 3aIpoc, KOTOPBIN 3a OJHY OINEpaIMi0 U3MEHIECT WM TepeMelnaeT He-
CKOJIBKO 3amicel. Pa3nuyaroT TUIIBI 3aITPOCOB HA M3MEHEHHE:!

* Ha yaajieHHe. 3anpoc Ha yIaJeHUE YAaJseT TPYIITy 3amicedl u3 oj-
HOU mi HeckoNbkuX. C MOMOIIBIO 3ampoca Ha yIaJleHHe MOYHO YIaJsaTh
TOJIBKO BCIO 3aITKCh, & HE OTIENBHBIE MTOJIS BHYTPH HEe,

* Ha 00HOBJIeHHe. 3arTpoc Ha OOHOBJIEHUE BHOCUT OOIIIIE N3MEHEHHS B
TPYIINTY 3allUCey OJHON WIIM HECKOJIBKHX. 3ampoc Ha OOHOBJICHUE 3aIucei
MO3BOJISIET M3MEHSTh IaHHBIC B CYIIECCTBYIOIIUX TaOIUIAX;

* Ha Jo0aBJjeHune. 3anpoc Ha 100aBIeHHE 100aBISET TPYIITY 3aHucer
W3 OJHOW MJIM HECKOJBKUX TAOJINIl B KOHEI[ OMHON MM HECKOJIBKHUX

* Ha co3AaHMe TAOJUIBI. 3apoc HA CO3JaHKMe TAOIUIIBI CO3MAET HO-
BYIO Ta0JIUITy Ha OCHOBE BCEX WJIM YaCTH JAHHBIX U3 OJHOU/ MM HECKOIb-
KHX TaOiuil. 3armpoc Ha CO3JaHue TaOJIHUIIBI TIOJIe3eH TP, CO3HAHNH Ta0H-
Bl JUIS OKCIIOPTa B Apyrue Gasel maHHbix Microsoft Access mmm mpu co-
3/1aHUM apXUBHOM TaOJIMIIBI, COEpIKallel CcTapble 3areH:

JJ15 co3nanus 3amnpoca Ha yajJeHne He0OX0IUMO:

* CO37aTh 3ampoc, COACpPKAIIUA TaOuIly, W3- KOTOPOH HEOO0X0IUMO
YIAUTh 3aIUCH;

* B p&KUME KOHCTPYKTOpPA 3ampoca Ha MAHEIH HHCTPYMEHTOB IIENK-
HYTh Ha CTpeJIKe PSIOM ¢ KHOMKoM <IMm‘3ampoca u BBIOpaTh KOMaHIy
Ynanenue;

* MEepEeTalINTh 3HAK «3Be3aoukan,(*) U3 crnucka nosiei JaHHOW Tabmu-
bl B OJIaHK 3arpoca. B sueiike ‘'YaaneHue B 3TOM T10J1€ TIOSBHUTCS 3HaUe-
ane U3;

* yT0oOBI 32/1aTh YCIOBUS 0TOOpa YAaNsSEeMbIX 3alKCel, epeTalluTh Mo-
JI51, JUTSL KOTOPBIX HYXKHO,YCTaHOBHTH YCIOBHS 0TOOpA, B OiaHK 3ampoca. B
sderke Y aajgeHue B YTOM M0JIe MOSIBUTCS 3HAaUYCHUE Y CJI0BHE,

e JUIS TIOJISH, TICPEMEICHHBIX B OJIaHK 3ampoca, BBECTH YCJIOBHE B
siueiiky Y cji0Bue oTdopa;

* 9TOQBI POCMOTPETH 3aIMUCH, KOTOPOE OYIYT yOaleHbl, HAKaTh KHOTI-
Ky B Ha-maHenmu HHCTPyMEHTOB. UTOOBI BEPHYTHCS B PEKUM KOHCTPYK-
TOpa 3arpoca, CHOBa HaXKaTh KHOMKY BH Ha maHenn HHCTPYMEHTOB;

o IJISL yJaNleHUs 3amicel HaKaTh KHOMKY 3amyCcK Ha MaHeTd HHCTPY-
MEHTOB.

JJ1 co3nanus 3anpoca Ha 0OHOBJIGHHE HEOOXOMMO:

* CO3/1aTh 3aITPOC C TIOMOIIBIO TAOJHUI] WIIHA 3alIPOCOB, COACPIKAIINX 00-
HOBJISIEMBIE 3aIIKCH;

* B POKUME KOHCTPYKTOpA 3aIIpoca HaKaTh CTPEIIKY PSIOM C KHOIIKON
Twun 3ampoca Ha MaHeId WHCTPYMEHTOB W BbIOpaTh koMaHay OOHOBIe-
HHE,

* IIepETaIIUTh U3 CIKCKA MOJICH B OJIaHK 3ampoca moisi, KOTOPBIE HYX-
HO OOHOBUTBH WJIM JUTS KOTOPBIX CIIEAYET YKa3aTh YCIOBUS 0TOOpA;
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* IIpH HEOOXOIMMOCTH 33J1aTh yCIOBHE 0TOOpa B sUclike Y cJI0BHE OT-
oopa;

* 7Sl TIOJIeH, KOTOpbhle HEOOXOAUMO OOHOBHTBH, BBECTH B suciiky O0-
HOBJIEHHE BBIPAKCHHE WM 3HaU€HHE, KOTOPOE JOJDKHO OBITH HCITOIB30-
BaHO JUI U3MEHEHHUsI MOoJIei;

* HAQ)KaTh KHOMKY 3amycK Ha MaHeJId UHCTPYMEHTOB, YTOObI OOHOBHUTH
3aITHCH.

Jns co3nanus 3anpoca Ha 1o0aBiaeHre HEOOXOIUMO:

* CO3/1aTh 3aMpoc, colepKalluid TabIuIly, 3alMCH U3 KOTOPOil HE0OXo-
JIUMO J00aBHTh B IPYTYIO;

* B pe&)KHME KOHCTPYKTOPA 3apoca HaXKaTh CTPEIIKY PAIOM C KHOIIKOM
Tun 3ampoca Ha MaHeIH MHCTPYMEHTOB WM BBIOpaTh KomaHay JloGaBie-
Hue. Ha skpane nosiButcst nuanoroBoe okHO JloGaBJienne;

* B osic iMs1 TaGMubl BBECTH MM TaOJIHIIBI, B KOTOPYIO HEO0X 0T~
MO 100aBUTh 3amicH 1 HaxaTh KHonKy OK;

* TIepeTAIUTh U3 CIIMCKA IOJIel B OJIaHK 3aIipoca Mosk KOTOphIe HE0O-
XOJUMO J00aBUTh WIIM KOTOPBIC OYAYT HCITOJIE30BAThCS IPH OIIPEICIICHUN
YCIIOBUS 0TOOpA;

* s TIOJNIeH, MepeMelleHHbIX B OJaHK 3ampoca, BBECTH B SUYEHKY
YcaoBue 0Tdopa ycioBrue oTOOPa, O KOTOPOMY OYJIET OCYIIEeCTBIAThCS
J00aBIEHHE;

o nns 7o0aBleHUs 3amuceld HakaTh KHOIKY 3amyck Ha MaHEeNId WH-
CTPYMEHTOB.

Jls co3nanus TaOJIMIBI HA OCHOBE JPYrOW TAOJHIILI ¢ MIOMOIIBIO 3a-
mpoca HeoOX0JUMO:

* CO3IIaTh 3aIpPOC, BEIOPAB TAQIHIIEI MITH 3allPOCHI, COAEPIKAIIe 3aITH-
CH, KOTOpBIC CIIEAYET MOMECTHTh B HOBYIO TaOJIHILY;

* B peXMMe KOHCTPYKTQpa 3ampoca HICTKHYTh Ha CTPEJIKE PSIOM C
kHOnKoW TN 3ampoca Ha NaHEeTW WHCTPYMEHTOB W BHIOpPAaTh KOMaHIy
Co3nanme Ta0UMbI;

* B mosie Wms raGumubl BBeCTH MMA TaOJMIIBI, KOTOPYIO Tpedyercs
CO3/1aTh WY 3AMEHHTH;

* TIepeTAIUTh U3 CIHCKA MoJiel B OJaHK 3aIpoca Iois, KOTOPBIE HYX-
HO T00ABUTE B HOBYIO TaOJIUILY;

o \IJIs/ TIOJIeH, TIEpPEeMENICHHBIX B OJIAHK 3aIllpoca, BBECTH YCIIOBHS B
A4eiiKy Y cjoBue oTéopa,;

¢ UL CO3/IaHMsI HOBOW TaONHIBI HAXKaTh KHOMKY 3amMyCcK Ha MaHEIH
WHCTPYMEHTOB.

3ameuanme. JanHble 60 6HOBb CO30AHHOU MAbAUYe He HACAEOYIOM C8Ol-
cmea noJetl ulu HACMPOUKU KIH0UesblX NoJell UCXOOHOU mabauybl.

Bonpocs! 11 caMOKOHTPOJISI
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1 Kaxkue crocoOsl MOMCKa M 3aMEHBI JAHHBIX CYIIECTBYIOT B IIPOrpaMMe
Microsoft Access?

2 Kakue neiicTBusI HEOOXOIUMO BBITIOIHUTD JIJISl 3aMEHBI KOHKPETHBIX
3HaueHui B nosue?

3 Kakue neiicTBus HEOOXOIUMO BBITIONHHUTD JIJIsI CO3AHUS IIPOCTOTO
3arpoca Ha BEIOOpPKY?

4  Kakwue neficTBrsl HEOOXOINMO BBITIONMHUTE JJIST CO3/IaHIS 3aIpoca C
napaMmeTpamu?

5 Kaxkue neiicTBusl HEOOXOIMMO BBIIIOIHUTD JIs1 CO3IaHUS IEPEKPECT=
HOTO 3ampoca?

6 Kakue THITBI 3a1IPOCOB Ha U3MEHEHHE CYIIECTBYIOT?

7 Kaxkue neiicTBusi HEOOXOAMMO BBITIOTHUTD AJIsl CO3aHUsI3apoca Ha

ynaneHnue?

8 Kakue neiicTBus HEOOXOIMMO BEHITIONHUTS IS CO3MAHMAS 3a1poca Ha
oOHOBIIeHUE?

9 Kakue neiicTBUS HEOOXOIUMO BBIMOIHHUTD U CO3/IaHUs 3apoca Ha
nobasieHue?

10 Kakwue neficTBusi HEOOXOIUMO BBITIOIHUTE ISl CO3/IaHMS 3aIpoca Ha
co3/laHue TaOJMIBI HA OCHOBE JIPYTroil 7a0MuIb?

JadopaTopHas paboTra

L] e v : mpuoOpeTeHNe HaBBIKOB\PAOOTHI C 3ampocaMu, (opMamMH U OT-
YeTaMH, HABBIKOB OTIPE/ICIICHHSI CB3CH MEX Ty TaOIHIIaMHU.

3aoauu:

— YMETh OCYIIECTBISITh MOMCK M 3aMEHY KOHKPETHBIX 3HAUYEHUH B IO-
Je;

— yMETh NPOBOJIUTH 3alPOCHl Ha BBIOOPKY, 3alpPOCHI C IMapaMeTpaMH,
MEePEKPECTHBIE APOCHI U 3aITPOCHI HA U3MEHEHUE;

Xoo pdbomul

1. Co3nmaiite 3ampoc Ha BEIOOPKY, KHHT, HAIIPUMEP, UMEFOIIHX 00heM, Ooriee
100 ctpawut npu Tupaxe meHee 1000.

B oxwe Barreii 6a3bI JAHHBIX OTKPOHTE MTaHeTh 3anpockl. JIBak/b! MIEIKHATE HA
3nagyke Co3xanue 3anpoca B pexxume Konerpykropa — oTkpoeTcst OaHk 3ampoca o
06pasiy. OJHOBPEMEHHO C HUM OTKPOETCsI JUAJIOroBoe OKHO Jlo6aBiieHne TaGInIIbI.

B oxne /lo6aByienne Tadauupl BoiOepuTe Tabnuiy KHATM U IeKHUTE HA KHOMIKE
Job6aButsk. 3akpoiite okHO JloGaBiaenne Tadauubl. B crivcke nonei tabmuibl Kuuru
BBIOEpUTE OIS, BKIIIOYAEMBIE B Pe3yIbTHPYIONIyIo Tabmuny: Homep xnueu, Haumeno-
sanue, Koo asmopa, Tupaoic, H30amenvcmeo, 100 uzoanus, Llena, Ilocmasuux. Beibop
MIPON3BOAUTE JBOMHBIMH IIETIKaMH Ha MMEHax Iojied. 3ajmaiite ycioBue otdopa st
noist O6beM. B cootBercTByrontyro ctpoky BBeaute: > 100. M3 Tabmuis! OyayT BEIOH-
patbCs He BCe 3aIliCH, a TOJBKO Te, Y KOTOPBIX B nosie O0beM 3HaueHHe MpPEeBbIIIacT
100. 3apaiite ycnosue otbopa st nosnst Tupask. B cooTBeTcTBYIOIIYIO0 CTPOKY BBE-
aute: <1000. Teneps n3 Tabnuibl OyIyT BEIOMPATHCS TOJIBKO KHUTH, KOTOPIE HMEIOT TH-
pax menee 1000 sx3emmsipoB. 3akpoiiTe OGnaHk 3ampoca 1mo obpasiy. IIpu 3axpbiTun
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3anpoca Beeaute ero ums — BbBIbOP KHHUI'.

B okne Bameii 6a3bl JaHHBIX OTKPOMTE TOJIIBKO YTO CO3JAHHBII 3aIIPOC M PAcCCMOT-
puTe pesyabTHpyronlylo Tabnuiy. Ee conepxaTesbHOCTh 3aBUCUT OT TOTO, YTO OBLIO
BBeZIcHO B Tabnuily KHUIM npu ee HamoJHEHUH B nabopatopHoit padore 1. Eciu HI
OJIHA 3aIlIMCh HE COOTBETCTBYET YCIOBHIO OTOOpA M IMOJYYHBLIASCS PE3YIbTHPYIOLIAs
TabnuIa He MMEeT TaHHbIX, OTKPOWTE 0a30BYI0 TAOJIHIy ¥ HAMOJIHUTE MX MOJCIBHBIMU
JTAHHBIMU, TTO3BOJIIFOIINMY TIPOBEPHTH paboTy 3arpoca.

2. Co3paiiTe 3aIpoC «C IMapaMeTpoM», KOTOPBIH MO3BOJISIET MOJIb30Ba-
TEJII0 CaMOMY BBECTH KpHUTEpHid 0TOOpa TaHHBIX Ha 3Tarle 3amycka 3ampo-
ca. Harmpumep, otobpath Bce KHUTH ¢ TUpaxkom MeHee 2000.

B oxne Bamei 6a3pl JaHHBIX OTKPOHTE MaHeTb 3ampockl. [(BaKIbl IIEIKHUTE Ha
3Hauke Co3ganue 3anpoca B pe:kume KoHcTpykTopa — oTKpoeTcst GJ1aHK 3ampoca o
00pasy. OZHOBPEMEHHO C HUM OTKPOETCS TUaoroBoe okHO /loGaBiieHne TaOIMIlBI.
B oxue /lodaB/ieHue Tadauubl BoiOepute Tabnuiy KHMIM W menkHuTe Ha KHOTIKE
Jo6aBuTs. 3akpoiite okHO /lo6aBieHUe TAOIHIBI.

B crincke moneit tabnmmisl Kuuru BeiOeprte moss, BKIIOYaeMbIe B PE3yIbTUP VIOLITYIO
tabmuy: Homep knueu, Haumenosanue, Koo asmopa, Tupaswc, H3zoameroemeo, 100
usoanus, Lena, I[locmaswux BeIOOp MPOU3BOANTE ABOMHBIMU IIEAYKAMH Ha WMEHAX
HOJICH.

Crpoky Ycioue ot6opa s mons Trpak Hazo 3amoNHATE TaKKM '@0pa3oM, YToObI TpH 3a-
ITycKe 3a1poca Mob30BaTeNb MOMyYall NPEeUIOKEHHE BBECTH HYXHOE 3HadeHNe. TekcT, 00paleHHbIiH
K TIONB30BATEIIO, TODKEH OBITh 3aKJIIOYeH B KBaJpaTHble CkoOKH. Ecii(Hato 1aTh MONb30BATEIIO BO3-
MOKHOCTb BBIOOpA, TO HE00X0MMO Hamucath: < [BBeauTe HYKHbI MAKCHMAJIbHBINA THPAK].

3akpoiite 3ampoc. [Ipu 3akpeiTin coxpanute ero noxumetHeM BbBIBGOP KHUTIT [TAPAMETP.

3amyctute 3anpoc BbIBOP KHUI' [TAPAMETP = Ha SkpaHe MOSBHTCS IHAJOTOBOE OKHO,
BBEJUTE 3HAYECHHE MapaMeTpa. B 3aBHCHMOCTH OT TORQ, YTO peabHO cofepkutcs B Tabumiue Kuurn,
TI0 pe3yJIbTaTaM 3arpoca Oyzer chopMupoBaHa pe3yIbTHpyolas Tadmua.

3. Cozpaiite 3ampoc Ha 0OHOBJIICHHE, KOTOPHIH HCIONB3YETCS ISl KOp-
PEKTHPOBKH JTaHHBIX CPEACTBAMM 3arpoca, KOTOPBIM MpeaHazHadeH ajis
OOHOBJICHUS TaHHBIX B MOJIX\0a30BbIX Tabnu1. Tpebyercss OOHOBUTH 3HA-

yeHus B noiie MzparenbctBOTadauubl Kuurn.

ITepBoHavaNpHO 3alPOC HA OOHOBJIIEHHE CO3/1AETCs KaK 3almpoc Ha BEIOODKY, a 3a-
TEM B OKHE KOHCTPYKTOPa/3allpOCOB MpPEBpAIIaeTCs B 3alpoC Ha OOHOBIICHHE C TIOMO-
mpio kHOMKM Tum 3ampoca (O6HoBaenue). Ilocie BBIMONHEHHS 3TOM KOMaHIB B
OyaHke 3ampoca HosBIsIeTcs: cTpoka OOHOBJIEHMeE.

B okHe Baiiei 0a3bl TaHHBIX OTKPOWTE MaHelb 3ampochl. [[BaIbl IIEIKHUTE Ha
3Hauke Co3daHue 3anpoca B pexxuMe KoHcTpykTopa — oTKpoercst 6iaHK 3ampoca Mo
00pa3iy~OIHOBPEMEHHO C HUM OTKPOETCS TUaJIoroBoe OKHO JloGaBieHHe Ta0 IuIbl.

B.okHe Jlo6aBiienne Tabanibl BeiOepuTe Ta0 My KHUIH ¥ IIENKHUTE Ha KHOTIKE
Jo6aButh. 3akpoiite okHO Jlo6aBienne Tabauubl. B crvicke noneid Tabmmmel Knuru
BBIOCPUTE TIOJIS, BKITIOYAEMBIE B PE3YIBTHUPYIOUIYIO Tadmuiy: Homep xuueu, Haumeno-
eautie, M30amenvcmeo.

Juiis oOHOBNsIEeMOTO TOJS M30amenbcmeo B CTPOKY Y CJI0BHE BBEIUTE 3HAYCHUE
Bricmras mkona, B ctpoky OOHOBIIEHHE HAJJ0 BBECTH HOBOE 3Ha4YeHHeE 1o Bur k.

Coxpanuts 3ampoc. [IepekIrourBIINCh B PEXKUM TaOIUIBI MTPOCMOTPUTE OOHOB-
JNIEHHOE COACPKUMOE TOJIEH.

4. Cozpnaiite 3ampoc Ha BBIOOpPKY 3amuceid u3 tadmaui, Kuuru u ABTo-

pbl, Bmouaronuid nosst: @amunus, MMs asropa, KonuyecTBo u3naHHbIX
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kHur (ABTOPHBI), Hanmenosanue, Tupax, U3garenscreo (Kuurn). Jlaiite
ums 3anpocy 3AIPOC AJIS1 ABY X TABJIMLI.
5. Cospaiite 3ampoc Ha ynanenue Juis Tabnunbl Kaurm Ynammts Bce

3aMHCH, JUIsI KOTOPBIX KOMUYeCcTBO cTpanuil <50.

AHAJIOTHYHO 3aMpoCcy Ha OOHOBJICHHE.

6. B Tabmuny Kaurn BcTaBuTh HomonHuTenpHOE moie Kareropwusi, mo-
cne mois Ha3panwe, 3amoiHUTH €r0 MOJEIBHBIMU JAHHBIMHU, HAIPUMEP,
Hay4Hasi, JETCKasl, XyJqoKecTBeHHas1. [[oAroToBHUTE 3a1poc, ¢ IMOMOIIBI0 KOTO-
POro MOKHO OIPENENTh KOJIUYECTBO KHUT B KAKIOW KaTETOPUHU U CPEAHUN
THPaXX KHUT KaKION KaTEerOpHUH.

JInst BCTaBKH HOJIST HEOOXOAUMO OTKpHITE Tabiuiyy Kuurn B pexxnme-KoHeTpyk-
Topa, Janee BHIOpaTh B MeHIO BeraBka + Ctpokn. B pexxume Tabamubr 3anomHuTh
ctonber; Kareropusi.

OTKpBITh TaHENb 3anpock! 1 BEIOpats Co3aaHue 3anpoca B pekuMe KOHCTPYKTOpa.
B otkpeiBIIemes nuanoroom okee Jlo6aBienue Tadauubl BIOpATh Tabmuiyy Knurn, Ha
OCHOBE KOTOpOi OyneT pa3palaThIBaThCsI HTOTOBBIN 3ampoc. 3akpbitk OkHO JlobaBiieHue
TA0JIHLbI.

B Gmank 3anpoca no oGpasiyy BecTd crienyromme nons, Tabmsl Kaurm: Kareropus,
Haszganue, Tupax.

Ha manenmi WHCTpYMEHTOB BBIOpaTh KHOIKY I'pymiioBble onepammu Wi B McHIO B +
I'pynmoBbie onepammn. Jma KoMaHOa HeOOXOOUMALOIS CO30aHUsl 8 HUJICHEL Yacmu ONaHKa
cmpoku I pynnoevie onepayuu. Hmenno na ee 6aze’u €o30aiomes umozoebvie guiiucienus. Beé
nois, omobpanHble O 3anpoca, NOIYHaIon.6 AMoll cmpoke 3navenue I pynnuposxa.

J71s1 ToIIs1, 110 KOTOPOMY MPOHM3BOUTCSL TPYTIIMPOBKA 3amucelt (B HanreM ciydae Karero-
pust), ocTaBUTh B cTpoke I'pynnoBsle onepanuu 3Hadenre I'pynnuposka. I ocTambHBIX
TIOJIeH LIEIIKHYTh B 3TOH CTPOKE — HOSIBUTCS KHOIKA PACKPBIBAIOLIETOCS CITHCKA, 3 KOTOPOTO
MOYKHO BBIOPaTh UTOTOBYIO (DYHKIMIO JUIS pacueTa 3HaueHUH B JTAHHOM TOJIe.

Jlrst monst Tupask BEIOpaTH HTOrOBYIO (DYHKIMEO AVQ JUTST ONPENENIeHIs CPEIHEro THpaXKa
W3JaHHH B KATETOPHH,

Jir ot HasBanme BbiOpats uroroyro ¢yakmmro Count, onpenensongyio odmiee
KOJIMYECTBO 3aMHCEil, BOMIEIINX B TPyHITy. B Hammem cirydae 3To KOMMYECTBO KHHT, OTHO-
CAIMXCA K KaXJION N3 KaTeropuil.

3axpoiire-0IaHK 3arpoca 1o o0pasily U raiite eMy umst: CpeqHuii THpaK KHUT. 3aITycTATe
3arpoc y0euTech, 4To OH MPaBIIBHO PaboTaeT.

7,3akpoiiTe TAOMUIIEI U 3aBEPIIUTE PadOTY C IPOTPAMMOIA.
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Tema 12
CO3JAHUE ®OPM U OTUYETOB
1 Pa6ota ¢ ¢hopmamu U oTUETAMHU
2 Nunekcol

OcHOBHBIE TeOpeTHYECKHE CBeJEeHU
1. Pa6ora ¢ ¢popmamu u oTyeramu. DOpMEI SBISIOTCS MOIIHBIM U THO-
KHM CPE/ICTBOM JJIsl OTOOpayKeHUs JaHHBIX B 0aze naHHBIX. DopMy MOXKHO
TaKKe MCIOJIB30BaTh KaK KHOIOYHYIO (DOPMY, OTKpPBIBAIOIIYIO ApYTHE
(hOpMEI TITH OTYETHI 0a3bl JaHHBIX, a TAKKe KaK MOJIb30BaTEIbCKOE THAJI0-
rOBOE OKHO JJISl BBOJIA TAHHBIX W BBHIIOJHEHUS ACHCTBHI, ONpenesieMBIX
BBE/ICHHBIMH JaHHBIMH.

BonpmmHCTBO (hopM IPHCOSTMHEHB! K OTHOHW WM HECKOIBKUM | TalJm-
aM | 3arpocaM u3 0a3sl JaHHBIX. VIcTOUHMKOM 3ammuceii (OpMBT SBIISIOT-
csl mond B 0a30BBIX Tabiumax M 3ampocax. dopMa He JODKHABKIIIOYATH
BCE IOJIS U3 KAKIOM TabIMIBl MM 3allpoca, Ha OCHOBE KOTOPBIX OHA CO-
3maercs.

IIpucoenunennas ¢opMa MOIydaeT JaHHBIE M30a30BOr0 HUCTOYHHUKA
3anuceil. J{pyrue BeIBofsIIMEcs B (hopMe CBEICHHS TaKUe KaK 3ar0l0BOK,
JaTta ¥ HOMepa CTPaHUIl, COXPAHIIOTCS B MAKETE (pOpMEIL.

Cas3p Mexay (HopMOil U ee MCTOYHHKOM ‘3aliceil co3maeTcs MmpH Io-
MOIIM rpaguyecKkux OOBEKTOB, KOTOPBIC 'HA3BIBAIOT JIEMEHTaMH YIIpaB-
nenns. Hanbonee 9acTo MCHONB3yeMBIM IS BEIBOAA W BBOAA TAHHBIX TH-
TIOM 3JICMEHTOB YIIPABIICHHUS SBISICTCS TIOJIE.

DOpMBI MOXKHO TaK)Ke OTKPHIBATh B PEXXMME CBOIHOI TaOIMIBI HIIH B
pPEeKUMe TUarpaMMbl ISl aHaTN3a JaHHBIX. B 3THX pekumax mojb3oBaTe-
JM MOTYT JWHAMHYECKH U3MEHSITH MakeT (pOpMBI U U3MEHEHUs criocoba
MpCACTaBJICHUA JTaHHBIX. CyHleCTByeT BO3MOXHOCTL YIIOpAAOYUBATH 3a-
TOJIOBKH CTPOK W CTOJIOIOB, a TAKXKE MPUMEHATh (GMIBTPH K oM. [Ipu
Ka)XITOM M3MEHCHHHN MaKeTa CBOJHASI (popMa HEMEAJICHHO BBHITIONHSET BBI-
YUCJICHHUS 3aHOBO B*COOTBCTCTBHUU C HOBBIM PACIIOIOKCHUEM JTAHHBIX.

DopMy MOXHO CO3AATh MPU MOMOIIM aBTO(GOPMBI, IPHU MOMOIIH Ma-
cTepa, B PEXAME KOHCTPYKTOPA.

C momomipio aBTOGOPM MOXKHO CO3/1aBaTh (POPMBI, B KOTOPHIX BBIBO-
ISITCS, BCE TOJIST M 3amucH 0a30BOM TabmHIbl WK 3amnpoca. Ecnn BeIOpaH-
HBI\ ICTOYHHUK 3alliced MMeeT CBSI3aHHBIE TAOJMIBI WM 3alPOCHI, TO B
(dopme Tarke OyIyT MPUCYTCTBOBAaTh BCE MOJIS M 3alMCH 9THX MCTOYHH-
KOB 3amnuceid. J{ns cozganus GopMbl HEOOXOAUMO:

* B OKHe 0a3bl JaHHBIX B criicke O0beKThI BHIOpATh MyHKT D OPMBI;

* HaxaTh KHONKy Co3AaTh Ha MaHEeIW MHCTPYMEHTOB OKHA 0a3bl JaH-
HBIX;

* B tnanorosoM okHe HoBasi gopma BeIOpats TpeOyeMoro macrepa:
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ABTodopMa: B cToJI0€ — KaXK/I0€ TI0JIE PACIIONAraeTcsl Ha OTIEIbHOU
CTPOKE; MOANKCH HAXOJUTCS CJIeBa OT MOJIS;

ABTO(opMa: JTeHTOYHAsA — TOJIs, 00pa3yrollue OJHY 3alUCh, PACIIO-
JIOXKCHBI B OJHOW CTPOKE; WX TOAINMNCH BHIBOISATCS OIWH pa3 B BEpXHEU
4qacTH Gopmbl;

ABTO(opMa: TaGaM4YHASA — IOJIA 3aIMceil pacronoXeHsl B (hopmate
TaOJHIBI, TAe KaXIOW 3aliCH COOTBETCTBYET ONHA CTPOKA, a KKIOMY
HOJII0 — OiuH cTonbel. MIMeHa mosei ciryxat 3aroJIOBKaMHU CTOJIOIOB;

ABTOo(opMa: cBogHasa Tadauma — (GopMa OTKPBHIBAETCS B PEKUME
CBOIHOI TaOmuubl. MiMeeTcss BO3MOKHOCTE HOOABIATH MO ITyTEM X Te-
pEeTacKMBaHMS U3 CIIFCKA TOJNEH B pa3UIHbIe 00JaCTH MaKeTa;

ABTodopMa: cBoIHAsI AUArpamMMa — (opMa OTKPBIBASTCS, B. PEIKUME
CBOIHOH muarpamMmbl. ViMeeTcst BOZMOXXHOCTh HOOABIIATE (OIS ITyTeM HX
MepeTaCKUBAHUA U3 CITUCKA MOJICH B pa3IMIHBIC 00JIACTH MaKeTa;

* BBIOpaTh TAOMUILY MJIH 3alpoc, COAEpIKaIlne JaHHbIe, HA OCHOBE KO-
TOpBIX co3naeTcs hopma;

» HaxaTtb OK.

ITporpamma Microsoft Access mpumensier k ‘dopme aBTopopmar, KOTo-
PpHIii ucnonb3oBajcs nociaenHuM. Eciu 105toro GopMbl ¢ IOMOIIBIO Ma-
cTepa HE CO3IABAINCh M HE HCIONB30Bajlach KOMaHAa ABTO(OpMAT B
MeHio DopMat, To OyJeT IpUMEHAThCS ‘CTaHAapPTHLIN aBTodopmar. Mox-
HO TaKXke co3aaTh aBTO(GopMy B '¢TOIOEIl HA OCHOBE OTKPHITOIO HCTOYHU-
Ka 3alncei WM Ha OCHOBE MCTOYHHKA 3amlFcel, BRIACIEHHOTO B OKHE 0a-
3bI TaHHBIX. [IJ1s1 3TOrO AeCcTaTodHo B MeHIO BeraBka BRIOpaTh KOMaHIY
ABTO(OpMa WK HIEIKHYTb Ha CTpeNKe psaoM ¢ kHonkoil HoBblil 00b-
eKT Ha MaHelH WHCTPYMEHTOB M BHIOpaTh KomaHmy ABTodopma. Ecmu
BEIOpaHHBIN MCTOUHHK 3aIlicell MMEET CBSI3aHHBIC TAONHILI, aBTOPOopMa
J00aBIIsIeT MOAYMACHHYI0 (OpMY, KOTOpasi COJACPKHUT CBSI3aHHBbIE TaOIU-
16, 0OTOOpaXKagMble KaK TaOJIMIIBI M MO ITa0HIIBL.

[Ipu ¢o3nannm aBTOQOPMEI ¢ TIOMOIIBI0 MacTepa MacTtep 3amaer mo-
JIpoOHBIC BOTIPOCHI 00 MCTOYHMKAX 3alUCEH, TOMSIX, MakeTe, TpeOyeMbIX
(dbopMaTax u cozmaeT (opMy Ha OCHOBAHHMW MOJYYEHHBIX OTBETOB. J[is
TOCTPOCHUS POPMBI HEOOXOTUMO:

* B OKHE 0a3bI JTaHHBIX B cicKe O0beKThI BHIOPATh IMyHKT POPMBI;

* HaxaTh KHOMKY Co31aTh Ha MMaHEIH WHCTPYMEHTOB OKHA 0a3bl JlaH-
HBIX;

* B juanoroBoM okHe HoBasi ¢popma BBIOpaTh HY)KHOTO MacTepa —
Macrep ¢popm wu CBoaHyI0 TA0ANLY;

e gaxxats OK;

* clleIoBaTh MHCTPYKLMSAM MacTepa.

3ameuanue. /s dobasnenus noiell U3 HeCKOIbKUX mabauy uiu 3anpocos
6 Ghopmy ne nasxcumatme knonku Jlajee unu I'oToBo nocne evibopa noneti u3

nepeot mabauysl uiu 3anpoca 8 macmepe opm. Hyoxcrno nosmopums waeu,
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Komopule Heobx00umMbl 0J1s1 8bIOOPA MAOIUYLL UTU 3ANPOCA, U YKA3AHUS NOJel,
noxa 8 popmy e 6y0ym KaI0OUeHbl 8Ce HYIHCHblE RO

IIpu cosznanmm GopMBI B pekMME KOHCTPYKTOpA co3faetcs Oa3zoBas
¢dopma, KoTopas 3aTeM HM3MEHIETCS B COOTBETCTBHH C TPEOOBaHMSIMHU B
pexkuMe KOHCTpykTopa. Jlist co3nanus ¢popMbl HEOOXOIUMO:

* B OKHE 0a3bl TaHHBIX B criiicke O0beKThI BHIOPATh MyHKT @ OpPMBI;

* Ha IMaHeJIM MHCTPYMEHTOB OKHA 0a3bl JIAHHBIX HaXaTh KHONKy Co-
31AaTh;

* B quasioropoM okae HoBasi popma BeiOpath cTpoky KoHCTpyKTOD;

* BBIOpATh UMl TAOJIMIBI WJIM JPYTOTO MCTOYHHKA 3aIllUCEH, CoNeprKa-
IIETr0 TaHHbICe, Ha KOTOPBIX HY>KHO OCHOBAThH GopMYy;

* Haxkath OK.

* pa3MECTHTh HEOOXOIUMBIC DJIEMEHTHI Ha (hopMe.

Pabota ¢ ortuetramu. Otuer saBnsieTcs >PGEKTUBHBIM, Cpea-
CTBOM IIPEICTABICHUS JaHHBIX B Me4aTHOM (opmare. MiMes BO3IMOKHOCTh
VIPaBJIATh pa3MepOM M BHEIITHHM BHJIIOM BCEX JJIEMEHTOB,0TUETA, ITOJIB30-
BaTelIb MOXKET OTOOPa3UTh CBEICHUS JKENaeMbIM 00pa3oM.-bolbIIMHCTBO
OTYETOB MPUCOCTUHEHBI K OJJHOM WIIM HECKOJBKUM TAQIMIaM U 3aIpocam
13 0a3bl JaHHBIX. ICTOYHHUKOM 3amviceld 0T4eTa SBISIOTCS OIS B 0a30BBIX
Tabmuax u 3amnpocax. OT4eT He JOJHKEH BKIKOYATh BCE MOJIA U3 KaXKIOH
TaOJIUIBI WK 3aIIpOCa, HA OCHOBE KOTOPBIX OH'CO3/1aeTCsl.

IIpucoenuHEHHBI OTUET TMOJyYaeT HaHHBIC M3 0A30BOrO0 MCTOYHHUKA
3anmcei. Jpyrue maHHbIe, TaKMe Kak 3arQJI0BOK, JaTa ¥ HOMEpa CTPaHUII,
COXPAHSIOTCS] B MAKETE OTYCTA.

CB?{SL MCXKAY OTUCTOM U €ro' iCTOYHUKOM JAaHHBIX CO3JAC€TCs IPU I10-
MOIIM TpapuUecKuX OOBEKTOB;\ HA3bIBAEMbIX JJIEMCHTAMH YIPABIICHUS.
DJeMeHTaMH YIpPaBICHUS SIBIAIOTCS TOJIs, B KOTOPBIX OTOOpPaXKaroTCsI
UMCHA W YHUCJIa, HAJMUCH, B, KOTOPHIX OTOOPaXKAIOTCS 3ar0JIOBKH, a TAKKe
JIEKOPATUBHBIC JTMHHM, TPahUIeCKH CTPYKTYPUPYIOIIHME JaHHBIC W yIyd-
[IAOIIME BHEITHUH BUJ OTUETA.

Mactepa MOMOFatOT OBICTPO CO37aBaTh OTYETHl PA3IMYHBIX THIIOB.
MacTtep HakJI€eK HCIONIB3YETCs I CO3/IaHuUs MOYTOBBIX HAKIICeK, MacTep
JIUarpaMM TMOMOTaeT CO3[aTh AUarpaMMmy, a MacTep OTYETOB — CO3/aBaTh
CTaHI3aPTHBIC OTYCThI. MacTep BBIBOAMT HA dKPaH BOIMPOCHI M CO31aeT OT-
YeT/HA.OCHOBAaHHM OTBETOB IIOJIb30Bareis. [locie 3TOro moip30BaTels
UMEET BO3MOKHOCTB JJOPa0OTaTh W M3MEHHUTH OTUET B PEKHME KOHCTPYK-
Topa. OTYeT MOKHO CO3[aTh IPH MOMOIIK aBTOOTYETA HA OCHOBE TaOJIH-
1Bl FJTH 3aI1pOCa, IPH MOMOIIM MacTepa Ha OCHOBE OJHOW MITH HECKOJIBKHX
TaOJIHII WK 3aIIPOCOB, B PEXKUME KOHCTPYKTOPA.

ABTOOTYET CIIYXUT UIA CO3MaHuA OT4YETA, B KOTOPOM BBIBOAATCA BCC
1OJISI ¥ 3armucy 6a30BOM TaOMUIEI WK 3anpoca. J{iis co3manus oTyeTa npu
TIOMOIIH aBTOOTYETa HEOOXOIMMO:

134



* B OKHE 0a3bl TaHHBIX B criiucke OT4YeThl BEIOpaTh MyHKT QO0BEKTHI;

* HaxaTb KHONKY Co31aTh Ha MaHeIH UHCTPYMEHTOB OKHa 0a3bl J1aH-
HEIX;

* B muayioroBoM okHe HoBBbIii 0T4eT BBIOPATH OJJHOTO M3 MAaCTEPOB:

ABTOO0TYET: B €TOJ0€l — KOKI0e MMoJIe PacrojiaraeTcsl Ha OTAEIbHON
CTPOKE; MOANUCH HAXOTUTCS CJIeBa OT MOJIS;

ABTOOTYET: JIECHTOYHBIA — IIOJISI Ka)KIOW 3alKiCHA HAXOISITCSA Ha OT-
JIEJIbHOM CTpOKE; MOAMNMCH IeYaTaloTCs CBEpXY, OAMH pa3 ISl KaXaAoh
CTpaHUIIbL;

* BRIOpaTh TAOJNHILy WJIM 3ampoc, COJEepXKallue JaHHbIe, Ha KOTOPBIX
JIOJKEH OBITh OCHOBAH OTYET;

* gaxxatb OK.

3ameuanmne. [lpocpamma ACCESS npumensem nociedHuil agmogopmam,
ucnonv3oeasuwuiicss 01 co3oanus omuema. Eciu 0o amozo“omuem ¢ nomo-
Wolo Macmepa He co30a8aics U He UCNONb30841ach KOMaHOA ABTodopMar
Mmenio DopMat, mo 6ydem npumeren CmaHOapmHbIL-a8mogopmam.

MO>HO TakXKe Co3[aTh OTYET C MOJISIMH, Pa3MEIMEHHBIMHU B OJJUH CTOJI-
Oelr, 6a30BBIM HCTOYHHKOM JAaHHBIX KOTOPOI'Q ‘SIBIISIOTCS JIMOO OTKPBITHIC
TabJIMIA WK 3ampoc, JTHO0 TabIHUIa WK 3aMPOC, BBIICICHHbBIC B OKHE 0a-
351 IAHHBIX.

Hns sTtoro HeoOXOAUMO BBIOPATHEVKOMaHIY ABTOOTYeT B MEHIO
BceraBka unu Haxatb CTpesiKy pAaoM ¢ kHonkoil HoBblil 00bekT Ha ma-
HEJIM WHCTPYMEHTOB, a 3aTeM ‘BbIOpaTh KOoMaHay ABTOOTYeT. OTueThl,
CO3/IaHHBIC TAKMM CIOCO0OM; HE MMEIOT 3arojioBKa W KOJOHTUTYJA WIIH
TIPUMEYAHHS U KOJOHTUTYJIA.

[Ipu co3manuu 0TYETA IPU MOMOIIM MacTepa Macrep 3a1aeT moapoo-
HbIE BOIPOCHI 00 MCTQUHUKAX 3alucel, MoJsAX, MakeTe, TpeOyeMbIx ¢op-
Marax ¥ CO3/IaeT 0TYET Ha OCHOBAHWM TOJTYYEHHBIX OTBETOB. JlJIs co3na-
HHSA 0TYETa HEQOXOIUMO:

* B OKHC'0a3bI JaHHBIX B cICKe OTYeThI BEIOPATh MyHKT O0bEKTHI;

* Hakath KHONKY Co031aTh Ha MMaHEIH WHCTPYMEHTOB OKHA 0a3bl JIaH-
HBIX;

*B auanoroBom okHe HoBblii oT4eT BEIOpaTh HYKHOTO MacTepa. Omnu-
CaHre NEHCTBUH, BHIMOIHIEMBIX MAaCTEPOM, BBIBOJUTCS B JIEBOM MOJIOBUHE
JIMAJIOTOBOT'O OKHA;

e naxxats OK;

* BBIOpATH TOJIS, KOTOPhIE HEOOXOAUMO IMOMECTUTh B OTYET M HAXKATh
KHOTIKY JlaJtee.

3ameuanue. /s dobasnenus noaell U3 HeCKOIbKUX mabauy uiu 3anpocos
6 omuyem He Hascumaromcsi KHONKuU Ilaﬂee unu FOTOBO nocie 6‘bl60pa noaei
us nepeozZ ma6ﬂul/[bl uiu zanpoca 6 macmepe omuiemaoe. Hy.?fCHO nosmopsimo
wazu, Komopule HeobXo0o0umbl 0Jis 8blOOPA MAOIUYLL ULU 3ANPOCA, U YKAZAHUS
nwzeﬁ, NnoKa 6 om4yem He 6y0ym BKJIIOYEHbl 6Ce HYIHCHbLE NOJIA.
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* BEIOpaTh BHUA TPYNIHUPOBKU JAHHBIX B OTYETE W HaXaTh KHONKY Jla-
jee;

* Ipu HEOOXOAMMOCTH N00ABUTh YPOBHU TPYNIHUPOBKH B OTYET H
Ha)xxaTh KHOTIKY JlaJee;

* BBIOpATh MOJIS JJIsl COPTUPOBKH 3aIuCeid;

* eclid He0OXOJUMO MOJBOAUTH UTOTH MO IMOJIAM, TO HaXKaTh KHOIMKY
HUrorm, nnaye Haxxats kHONKY [lanee. B nosBuBmemcs: okue Utoru BoI-
OpaTh A1 HEOOXOIMMBIX TOJIed TpeOyeMmble 3HaYeHHs WTOTOBBIX BEJH-
YUH:

SuUM — BEYUCIISAET CyMMY II0 BRIOPAaHHOMY TIOJIIO;

AV(Q — BEIYUCIISET CpeHee 3HaUeHUE 110 BEIOPAHHOMY IIOJIIO;

Min — BBIYHCIIIET MUHUMATBHOE 3HAYCHHE 110 BBIOPAHHOMY TIOJTIO;

Max — BBIYHCIIAET MAKCUMAIbHOE 3HAUCHHUE T10 BEIOPAHHOMY TIOJO;

* BBIOpATh BHJI OTYETA M HaXaTb KHOTKY JlaJiee,;

* BEIOpATh CTUIIB OTYETA U HAXKATh KHOTIKY [laJiee;

* 33/1aTh UMl OTUYETA U HaXKaTh KHONIKY I'oTOBO.

[ co3naHus OTYeTa 6 pedicume KOHCmMpPYKmopa HeoOXOMMMO cHavana
co311aTh 0a30BBI OTYET, KOTOPHII 3aTeM U3MEHUTH B COOTBETCTBHUH C TPE-
0OOBaHMSAMU B peXHMMe KOHCTPYKTOpa. [ co3manns’oTueTa HeoOX0auMo:

*B OKHE 0a3bl JaHHBIX B criucke O0beKThI BLIOPaTh MYHKT OTYeTHI;

* HaxaTh kHOMKY Co031aTh Ha MaHeNnd UHCTPYMEHTOB OKHa 0a3bl aH-
HBIX;

* B guanoroBoM okHe HoBBI 0THET 'BHIOpaTh HYXHOTO MacTepa.
Onucanne neiicTBUI, BBHITOIHIEMbIX\MAaCTEPOM, BBIBOJUTCS B JIEBOU MO-
JIOBMHE 1MaJIOrOBOr0 OKHa;

* BBIOpaTh TaOJIMILy WIM 3dNpOC, COAEpXKalllue NaHHbIE, Ha KOTOPBIX
JIOJDKEH OBITH OCHOBAH OT4YeT."Eciin Hy>KHO cO31aTh CBOOOAHBINH OTYET, TO
HHUYETO BEIOMPATh HE HAJIO;

* HaxxaTh KHOTKY OK;

* MepeTackuBas WOJIs W3 BLIOPAHHOW TaOMUIBI B OONACTh JaHHBIX,
c(OopMHPOBATH,OTHET TPEOYEMOTO BHIA.

2. NUnpaekenl: OMHAM U3 OCHOBHBIX TPeOOBaHUIA, MPEIbIBISEMBIX K 0a3e
JAHHBIX;~SIBJIICTCS BO3MOXKHOCTh OBICTPOTO TOWCKA B HEW WH(OpPMAIIHH.
MHaeKesL IpeICTaBIAIOT co00k Hanbosee 3(h(HEKTUBHOE CPENCTBO, KOTO-
POCNIO3BOIISICT 3HAYUTENBHO YCKOPUTh COPTHPOBKY W TIOMCK 3anwuceld. 1H-
nekenl Tabmun Microsoft ACCess UCoNB3yIoTCsI Tak e, Kak M TpeaMeT-
HbIC yKa3aTeIu B KHHWTraX: NMPU MOWCKE JaHHBIX BBIMOJIHICTCS WX MOWCK B
uHaeKce. THIEeKCh MOKHO CO37aBaTh MO OJTHOMY MJTM HECKOJIBKHM ITOJISIM.
CocTaBHBIE WHCKCHI MTO3BOJISIOT MMOJIB30BATEIO PAa3U4aTh 3alHCH, B KO-
TOPBIX TIEPBBIC TIOJISI MOT'YT HUMETh OJJMHAKOBBIC 3HAYCHHSI.

B ocHOBHOM TpeOyeTcsi MHACKCHPOBAThH MOJIS, B KOTOPBIX YacTO OCY-
MIECTBIISECTCS IMOUCK, TIOJISI COPTUPOBKH WIIH TOJIs, 00BhETUHEHHBIE C TIOJIS-
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MU U3 Apyrux Tabmnmil B 3ampocax. OJHAKO MHICKCHI MOTYT 3aMEJIUTh
BBITIOJIHEHUE HEKOTOPHIX 3alPOCOB HAa U3MEHEHHE, HAIIPUMEpP 3aIpOCOB Ha
Jno0aBiieHUe, MPU BBIMOJIHEHUN KOTOPBIX TpeOyeTcsi OOHOBJIEHHWE MHIEK-
COB MHOTHX IIOJICH.

[Tosna mepBUYHOrO KiIOYa TAOJIUI] MHIEKCUPYIOTCS aBTOMAaTHYECKU.
Jia ocTanbHBIX TMOJIeH MHAEKCUPOBAHHE HCIOJIB3YeTCs, €CIU BBIMTOJIHS-
FOTCSI CIIEAYIOIINE YCIOBUSI:

* nojie uMeeT TUN AaHHBIX TexcToBbId, UnCa0BOM, [{eHeKHBIN WY
Jara/Bpems;

* TIpE/IIoJIaraeTcsl BHIIIOJIHEHNE TIONCKA 3HAYSHHH B TI0JIE;

* TIpe/IIoJIaraeTcsl BHIIIOJIHEHNE COPTUPOBKY 3HAUCHHH B T0JIC,

* [IPEAIoJaraeTcs BBIIOJIHEHUE COPTUPOBKHU OOJIBIIOrO YHEia pa3iny-
HBIX 3HA4Y€HHWH B moje. Ecnu mone comepXuT MHOTO OJAMHAKOBBIX 3Hade-
HUW, TO MPUMEHEHUE WHIEKCA HE3HAYUTEIHFHO YCKOPHT BBIIIOJIHEHUE 3a-
MIPOCOB.

Jns 3amanus uHACKCa HEOOXOAMMO:

* IEPEUTH B PEKUM KOHCTPYKTOPA;

* BBIOpATh 10JIe, 17151 KOTOPOT'O CO3/1aeTCs, MHIACKC;

* B nosie MHaekcupoBaHHoe MoJie BBIOPAaTh OJHO U3 3HaveHuil: [a
(Jonmyckarores coBnagenus); JJa (CoBnaneHust He JOMYyCKAKOTCH).

3ameuanne. 3nauenue Ja (CoBnajenfisi He I0NMYCKAKWTCA) obecneuusa-
em YHUKAIbHOCHb KAdHCO020 3HAYEHUSNOUHHO20 NOJISL.

Ecnu mpeanonaraeTcs 4acTog BBHIMOJHEHHE OJHOBPEMEHHOW COPTH-
POBKH WJIM TIONCKA B HECKOMBKUX IOJISIX, TO MOKHO CO37aTh IS ATHX I10-
Jel cocTaBHOW MHAEKCs Hanpumep, eciiv B OJHOM M TOM K€ 3alpoce 4a-
CTO 3afaroTcsl ycaoBus I nosieit Umst u daMuims, To ISl 3TUX JIBYX
HOJIENl UMEET CMBICIT CO34aTh COCTABHOM MHIEKC.

Jl1st co3manust COCTABHOIO MHIEKCA HEOOXOUMO:

* IEPEUTH B PEKUM KOHCTPYKTOPA;

* HAKaTh'KHONKY MH/AeKCchI Ha TaHEeI HHCTPYMEHTOB;

* BBECTH-MMS MHJICKCA B IIEPBOM IyCTOM Tojie cTtonona Muaekc;

* Bunosie MM moJsist 5Toi e CTPOKH BBIOPATh U3 CIHCKA TIepBOE ToJIe
COCTaBHOI'O MHJIEKCA,

* B osie UM moJist ciieyronieit CTpoku BeIOpaTh U3 CIHCKA UMS Clie-
JIVIOIIIETO TIOJISI COCTABHOTO WHJIEKCA.

3ameuanme. B cocmashoil uHOeKc MONCHO sKao4ums 0o 10 noneil.

Bonpocs! 151 caMOKOHTPOJIA
1 Kakue nelicTBus HEOOXOIUMO BBITIOJIHUTE JUIS CO3aHUs (POPMBI TIPH
MoOMOIIH aBToGopmbI?
2 Kakue neiicTBusI HCOOXOMMO BBIIOTHHUTS JUISI CO3AaHUS (POPMBI IPU
noMoluu macrepa?
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3 Kakue neficTBus HEOOXOMMO BBITTOIHUTD JJIsl CO3MIaHUS (DOPMEI B
pEeXUME KOHCTPYKTOpa?

4 Kakwue neficTBHs HEOOXOAUMO BBITIOJHUTB JJIS1 CO3/IaHHsI OTUETA MIPH
HOMOIIX aBTOOTYETa?

5 Kakue neiicTBus HEOOXOIUMO BBITIONHUTB IS CO3/IaHMSI OTYETA MIPH
MIOMOIIIH MacTepa?

6 Kakue geiicTBrs HEOOXOAMMO BBIIOJHUTE IS CO3JaHUs OTYETA B

pexxuMe KOHCTpyKTopa?

Jlnst gero ncronb3yroTcst nHIeKchl Tabmun MS Access?

Kak uHIeKCUpYIOTCS T0JIs Ta0HIIbI?

Kaxkue neiictBus He0OXOIUMO BBIIIOJIHUTE IS 3aJaHUs MHIEKCA?

10 Kakue neicTBHs HEOOXOAMMO BBIIOJHHMTH IS 3aJaHHS COCTABHOI'O
uuaexca?

© 00

JlabopaTopHas padoTa
L] e n b : mpuoOpeTEeHNE HABBIKOB paboThI ¢ popMaMU HyOTIETAMH.
3adauu:
—yMeTb CO3/1aBaTh (JOPMBI U OTUETHI;
— YMETb CO3/1aBaTh UHACKCHI;
Xo00 pabomul

OTKpoliTe CO3AaHHYI0 BaMH 0a3y TaHHBIX:

1. Coznanme dopm.

— B okHe 6a3b1 JaHHBIX OTKpO#TE MaHeNh Tadmmubl. YOeiTech, 94To Ha Hel
TIPICYTCTBYIOT 3HAUKH paHee CO3NaHHBIX Ta0miir ABTOpBI 11 Knurn.

— B okne 6a3b1 AaHHBIX OTKpOIiTE MaHens @opMbl. Vcnons3ys kHonky Co-
31aTh nepeiit B okHo HoBast gopMa, BEIOpaTh ITyHKT Asniogopma: 6 cmonbey v
co3math GopMmy s TaOMaBNABTOPBI, ath uMs Gopme ABTOPBI-1. Tlpo-
CMOTpHTE C IOMOIIBIO (POPMbI BBEAEHHBIE JAHHBIC.

— B oknHe 6a3b1 JaHHbIX OTKpoiiTe naHens @opmbl. Vcnonssys kaorky Co-
31aTh niepeiity B,okHo HoBast popma, BeIOpath myHKT Macmep ¢opm A CO3/1aTh
(opmy mmst Ta@muie! Kuuru, mate mvst popme KHUTH-1. TIpocmotpute ¢ 1o-
MOIIIBEO (DOPMBI BBE/IEHHBIE TaHHBIE.

— Wcnonb3ys xaonky Co3narb nepeiiure B okHo HoBast opma 1 co3naiite
cBs3aHbbIe (hopMbl s Tabiiin ABTOpbl 1 Knuru. Beiopute myakr Macrep
dopm. Onpenenvite TabNUIBI U NI, 0TOOpaXkaeMmble Ha (popme. BrirounTe rie-
pekmfouarens  «cBs3aHHble (GopMme. Jaiite mmsa ¢opmam: ABTOPBI-2 u
KHUI'U-2. [TpocMoTprTe C MOMOIIBEO (hOpM BBEIIEHHBIC TAHHBIC.

— Jlns TaGmur; ABTOpbl 1 KHUIM oaroToBuTs 0000MIICHHYIO (hopMy, KO-
TOpas 1aeT BO3MOXKHOCTb MOJYYUTh CBEJCHUS O KHUTaX U3 NOAYMHEHHON

th[!MBI.

— BoiOpate iyHkr Mactep ¢opm. Onpenenuts Tabuiibl, 0ToOpakacMble Ha
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(opme. BrimrounTts  miepekirodarens “nomuuHEHHbIe GopMmbl”. Jlath nmena ¢op-
MaMm - ABTOPBI-3 u nomunnennoit ¢popme - KHUITU-3. [pocmorpure ¢
HIOMOIIBIO (hOPMBI BBEAEHHBIE JAHHBIE.

— Wcnone3ys kHorky Co3narhb niepeiiti B okHO «HoBast hopmay u co3naiite
(bopMy 111 TaOIEI ABTOPBI, Hcronb3ys Konerpykrop. Onpenenyte TaGmmim
1 TIOJI, OTOOpakaeMble Ha popMme. B riraBHOM MeHI0 BeIOepuTe MyHKT Bu, a
B HEM KOMaHIy 3arojoBKu-+mnpumedanue ¢opmbl. Haxxmute KHONKY
IManenp 3j1eMeHTOB Ha NaHenu MHCTpyMeHTOB KoHceTpykTOop ¢dopmsbL
Ha manenu snementoB Haxkmute kHomky Haamucer Aa u pasMecTUTE
00bekT Haonucv B obnactu 3aconosox ¢opmei. Briummure B HAAIMCH
Ceedenus 06 asmopax.

Jnst usmeHenus cBorcTB Haonucu B TIIaBHOM MEHIO MOXHO'BBIOpUTE
nyHKT Bua, B HeM komanxmy CBoilicTBa, HCHONB3ys BKIagkw MakeT u
Bce m3menunTe pasmep mpudTa (14), 1BeT TekcTa — CHHAN | JIp.

Haxxmute xHomky Ilojie Ha maHenu uHCTpymMeHToB IlaHesb 3Jie-
MEHTOB U pa3zMecTuTe 00beKT [lone B Obracmu 0anHolx.

B magmuce [lonel BBemute @amunus. B Texcmosoe none ykaxure
JaHHble U3 cToNONa Pamunus, IS 3TOTO\B cBoiicTBax mois (B meHro
Bun/CroiictBa) BriOpuTe BKJIanKy JlaHHbIe, B cricke JlaHHBbIE BHIOpHUTE
Damunus.

AHanoru4Hble AeHCTBUS BBINOJHUTH Il OCTABIIUXCS MOJIeH Tab-
JIUIIBI.

C nomoupio kHONKU Buas+ Pexxum ¢Gopmbl nepeiTd B pexxuMm
®opmbl. [IpocMmorpuTe H-ydeauTech, 94To (popmMa MMeeT HYKHBII
BUI M TPaBUIIBHO, OTOOpaxkaeT paHHbIe. Jlath wuMsa Qopme
ABTOPLI-4.

[IpocmoTpuTe ¢ TTOMOIIBO (POPMEI BBEIEHHBIE JAHHBIC.

— Wcnone3ys, kHorky Co3narhb miepeiiti B okHO «HoBast hopmay u coznaiite
(opmy Inarpamma st Ta0miiel Kaurn. Tlosis, BKIFoYaeMble B TMarpaMMy BbI-
OepHTe CaMOCTOSTEITHHO.

2. Go3afirie OTYETOB.

—Coznaiite oTUeT Il TAOIUIBI ABTOPBI C TIOMOIIbI0 MacTepa aBTo-
0THETOB.

Bemonanre OTyersl + Co31aTh + ABTOOTYET: B CTOJI0CI.

— Coxpanure oy umeHem ABTOPBI1.

— CozpaiiTe BTOpO# OoTueT i TaOnuikl ABTOPbI JIecX03bl ¢ TIOMO-
1Ib10 Macrtepa aBTOOTYETOB.

Bremmonante Ot4yersl — Co31aTh - ABTOOTYET: JIEHTOYHDBIH.

— Coxpanure oy umeHem ABTOPBI2.

— OTkpoliTe B MPOCMOTPHUTE OTYETHl PA3HBIMU CIIOCOOAMU: TI0 OJHOM
CTpaHUIle, HECKOJIBKO CTPAHMILI, UCIIOJIb3YSl COOTBETCTBYIOLIME KHOIKH Ha
naHeNu WHCTpyMeHToB @DopmatupoBaHusi. [IpocMOTpUTE OTYETHI, HC-
MOJIb3YS Pa3HbIi MacIiTad n300pakeHusl.
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Brmmonuure OTuerst + Ums oryera + [IpocmoTp.

— Cosznarb Tpetuit otder A Tabaun ABTOpbl 1 KHUTH ¢ OMOIIB0
Macrepa oT4€TOB.

Otuetsl + Cozgatb+ Mactep oTueToB+- Bpiopath Tadauusl ABTopsl 1 Knm-
ru. Bridepure monst Koo aeémopa, @amunus w3 tabmunpl ABTOpsI U monsi Ha3Banue,
Tupax, O6beMm Tabuel Kuuru. 3anaiite ypoBeHb TPYIIUPOBKH 1O 1Moo Koo agmo-
pa, 3a1aiite copTUpoBKy B cronbue Hazpanue B andaBUTHOM MOpSIKE, T. €. 1O BO3-
pactanuto. Beruncnure B Kaxao# rpynne no nomo Tupask: cpeaHuil TUpaXK, MUHH-
MaJbHBI U MakCUMalbHbIA THpax. J[ms aToro B mome Mtorm — BoiOpute (QyHKIMH
Avg, Min, Max aj1st COOTBETCTBYIOLINX TOJICH, BBHIOPHET BUJ MAKeTa, BHIOPUTE CTHIIH
3aroJI0BKa — [0 CBOEMY YCMOTPCHHIO.

— IIpocMoTpuTe OTYET, 3aKPOHUTE OKHO, COXPAHUTE OTYET MO/ UMEHEM
ABTOPHEI3.

— OTKOppEKTUPYITE OTUET: 0OOPMUTE PAMKY, H3MEHHTE IIBET LipudTa,
CIeNaiTe 3aTUBKY H TIp.

JIst 3TOrO Ha/l0 OTKPBITH OTYET B pexume KoHCTpykTOp.

— Coxpanute m3MeHeHHbIH oTueT 1oJ nMeHeM ABTOPLI4.

— IIpocMOTpUTE U3MEHEHHBII OTYET.

Breimonaure OTuerst + Ums otuera + [IpocmoTp.

— Hcnonp3ys tabmuiy Kauru co3nmaiite otdet ‘¢ momonipio Macrepa
0TYeTOB C IPYNIUPOBKON MO Pa3INYHBIM KaTELOPHSIM U ONpEIeIeHUEM
CpelHEN LIEHbI KHUTY B K&KJOM KaTerOpHU.

— Coxpannre otuet nog nmeaem KHUI' Wi ripocMoTpute oTUerT.

3akpoiiTe Bce 00beKThI 0a3bl JaHHBIX.
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Tema 13
TPA®UYECKHUM PEJJAKTOP MS PAINT U
SJIEKTPOHHAS NNPESEHTALMA MS POWERPOINT

1 I'paduueckuii pegakrop Microsoft Paint: pucosanue, BBox u popma-
TUPOBAHUE TEKCTA.

2 Dnextponnas npe3eHrtarms Microsoft PowerPoint: ocHoBbI ucmoss-
30BaHMs, CO3/[aHVE TIPE3CHTAINH, JTOOABICHHE THIIEPCCHIIOK U YIIPaBIIs-
FOIIUX KHOTIOK B TPE3EHTAIMIO, aBTOMATHYECKHUI 3aITyCK IPE3CHTALUH,

OcHOBHbBIE TeOpeTHYECKHE CBeJeHHS

1. 'padmuecknii penaxkrop Microsoft Paint. Hasuaueun€)Paint.
I'paduueckuii pemakrop Microsoft Paint mpeacraBmsier co60M ‘CpeACTBO
IUIL PUCOBAHUS, C TOMOIIBIO KOTOPOTO MOXKHO CO3IABaTh.IIPOCTHIC U
CIIOKHBIE, YepHO-OeIbie U IIBETHBIC PUCYHKH M COXPAHATh WX B BHIC (aii-
noB. Co3naHHBIE PUCYHKH MOXKHO BBIBOAMTH HA I1€4aTh, HCIOIb30BAThH B
KadyecTBe (poHa paboyero cTosia JIMOO BCTABIATE B APYTUE JTOKYMEHTHI.
Paint MOXHO MPUMEHSTh TAKXKE ISl POCMOTPAHM TIPABKU CHATBHIX C I0-
MOIIBIO cKaHepa doTorpaduid.

I'padudeckuii penaxrop Paint ucmons3yetcs s paboThl ¢ TOUCUHBIMH
pucynkamu ¢opmara JPG, GIF i BMP.

Co3maHue PUCYHKOB.

Jst pucoBaHus npsAMbIX TUHAH, HEOOX0IMMO:

* B Ha0ope WHCTPYMEHTOB BBIOpaTh HHCTpyMEHT JIunmus;

* yKa3aTh MINPUHY JINHHA;

* YCTAaHOBUTP yKa3aTeNb MbIIIK B paboueil 001acTi Ha Ha4aIo JTMHUHM;

* HaXaTh KHONIKY MBI ¥, HE OTITyCKas ee, IePEeMECTHTh yKa3aTellb
MBIIIH B KOHEI] JTAHHUH:

3ameuanus. 1. " Ymobv napucosams 20pu30HMARLHYIO UIU BEPMUKATILHYIO
JUHUTO, @ MAKICe MUHUIO C HAKAOHOM 45 2padycos, HeobXx00umMo y0epicusams
nasicamowkiasuuwy Shsift npu nepemacxusanuu yxazamens moiuiu.

2. Hpusnepemackuganuu yKazameis UCNOIb3YemMcsi OCHOSHOU yeem. 4mo-
Obl npumensms yeem Qoua, nepemawyume yKazameib, YOePICUBASL HANCAMOU
npasyro KHONKY MblU.

Jis prcOBaHMS npou380.16HbIX TAHUA HEOOXOUMO:

* B HAbOpe MHCTPYMEHTOB BbIOpaTh MHCTpyMeHT Kapannam;

* HapucoBaThb JIMHHUIO, MCPEMCIIAsA YKa3aTC/ib MbIIIU IPU Ha’KaTou
KHOTIKE.

JU7st TOro YTOOBI HApHCOBATh KPUGYIo TMHUIO, HEOOXOINMO:

* B Habope HHCTPYMEHTOB BBIOpaTh HHCTpyMeHT Kpusas;

* BBIOpATH MIMPUHY JIMHHUH 10T HAOOPOM HHCTPYMEHTOB;

* HapMCOBATh NPSAMYIO JIMHHIO, IIEPETAINB yKa3aTeb MbIIIH;

* IOCJIKHYTH B TOM MECCTEC, I'IC JIMHUA JOJIKHA I/I3FI/I6aT])C$I, " nepera-
IIUTH YKa3aTeCJib 10 3aJlaHus Hy)KHOﬁ KPUBU3HBI. HOBTOpI/ITB OTOT IIar i
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co3MaHusl BTOpor nyru. [[nst ogHOW KPUBOM MOKHO CO3JaTh TOJIBKO JIBE
IyTH.

st pucoBanus ontunca (kpyea) Heo6X0UMO:

* B HA0Ope MHCTPYMEHTOB BBIOpATh HHCTPYMEHT DJLJIMIIC,

* yKa3aTh CTUJIb 3JIMBKU 110l HAOOPOM WHCTPYMEHTOB;

* TIepeTallUTh yKa3aTelb MPU HAXKATONH KHOIKE MBILIH, YTOOBI HAPHCO-
BaTh AJUIHIIC WIH KPYT.

3amevanns. 1. Ymobwr Hnapucosame Kpye, HeoOX00UMO YOepiucusams
nascamoti knasuwy Shift npu nepemackusanuu yxazamens.

2. Ymoobvl usmeHums moawuHy epaHuybl S1IUNCd, Heobxo0UMo 8blopams 6
HAbOpe UHCMPYMEHMO8 JUHUIO AU KPUBYIO, d 3aMeM — MONWUHY JUHUU NoD,
HABOPOM UHCPYMEHMOB.

s pucoBanus npsamoyeoavhuxa (keadpama) HEOOXOIUMO:

* B Habope HWHCTPYMEHTOB BHIOpaTh WHCTpYMEHT IIpsiMOyrodsHHK
JUISL CO3JaHusl MpsAMOYroiibHOM Qurypsl win CKpyrJieHHblil npsiMo-
YIOJbHUK IS CO3IaHUs (UTYPEI CO CKPYTIICHHBIMU YTIIAMHU;

* BBIOpATh CTHJIb 3aJTMBKH 1101 HAOOPOM HHCTPYMEHTOBR,;

* JUIA CO3MIaHUS MPSIMOYTOJbHUKA MEePeTalluTh YKa3aTeib M0 AuaroHa-
JIY B HY>)KHOM HaIpaBJICHUU;

* 9TOOBI HAPHCOBATH KBAAPAT, HEOOXOANMOQ Y ACPKUBATH HAXKATON Kila-
sumry Shift .

J1s pUCOBaHUS MHO20Y20abHUKA HEOOXOAUMO:

* B Ha0ope HHCTPYMEHTOB BHIOpATh HHCTPyMEHT MHOIr0yrobHUK;

* BEIOpATh CTUIIB 3AJIMBKH 110]] HAOOPOM MHCTPYMEHTOB;

* HApUCOBATh OJJHO peOPO MHOTOYTOIBHUKA,;

* MIEJKHYTH B MECTE PACIIONOKCHUS KaXXIOW BEPIIMHBI MHOTOYTOJb-
HUKQ;

* 17151 3aBEpPIICHUS MHOTOYTOJIbHUKA B MOCTIENHEH BEpIIMHE MIETK-HUTh
TBAKIIBL.

3ameuanne. YmoGsi, MHO20Y20MbHUK cOOepacan movko yersl no 45 u 90
2padycos, HyscHd yoeporcusams Hadicamou kiasuweti Shift npu nepemacku-
BAHUU YKA3AMEJI.

Bron-.m GopMaTupoBaHHE TeKcTa.BBoxTekcTa B pUCYHOK
BO3MO)KEH TOJNBKO B OOBIYHOM peskuMme. /11 mepexoia B OOBIYHBIN pekuM
BbIOgpUTE B MeHIO Bua xomanny Macwrad, a 3ateM — koManxy O0bI4-
HBbI.

I BBOJA TEKCTa B JOKYMEHT HEOOXOIUMO:

* B Ha0ope HHCTPYMEHTOB BBIOpaTh HHCTpyMeHT Haamucs,

* JUISL CO3JIaHUS PAMKH HAJAMUCH MEPETalIUTh yKa3aTellb 10 JHaroHalu
JI0 HY>KHOT'O pa3Mepa;

* Ha maHenu (popMaTHUpPOBaHHUSA BHIOpATh MM, pa3Mep M HauepTaHHUE
mpudra. Ecnm nanens HHCTpYMEHTOB Uil pabOTHI ¢ TEKCTOM HE 0TOOpa-
J)aetcs, To B MeHIO Bua BeiOpats komanny I[laneabp aTpuOdyTOB TekcTa
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(3Ty maHeb MOYKHO MEPETAIINTE B TF000€ MECTO OKHA);

* BBECTH HYXKHBIN TEKCT;

* B KayecTBE I[BETa TEKCTa HCIIOJNB3YyeTCs OCHOBHOW. UTOOBI caenaTh
(hOH HAANMCH TPO3PAYHBIM, HEOOXOANMO IIEIKHYTh 3HAYOK IIPO3PAYHOTO
TEKCTa.

Oyuctka ob6nmacTu. Jnd ouuCTKH OOJACTH PUCYHKA HCIIONB3Y-
0TCs cienytonie uWHCTpyMeHTHI: JlacTuk, Bbinenenue, Bbinenenue
NPOU3BOJILHOI 001acTH.

JlacTuk mpUMeHsAeTCS A OYUCTKM HEOOJBIIOTO Y4YacTKa pPUCYHKa.
Jlta ynaneHus: OOJIBIION MPAMOYTOJIBHON 0071aCTH HCITONB3YETCS, HHETPY-
MeHT Bolaenenue, a sl ynaneHus IPOM3BOIBHON 00JIaCTH — WHCTPYMEHT
Bbienenue npou3BosbHol 00actu. [locie Bbinenenus obnacT HE0O-
XOJIMMO HakaTh knapuiny Delete.

71 09MCTKH BCETO pUCYHKA HEOOXOOMMO B MEHIO”PHEYHOK BHIOpAThH
koMaHay OYHCTUTD.

Pactsaxenune u HakiIoH 006bekToB™Paint mo3Bonser BbI-
MIOJHSITH CIIEIYIOINE NeHCTBUS HaJ BHIICICHHBPIMI 00JaCTsIMH PUCYHKA!

* CO3J1aTh 3epKAIbHYIO KOIIHIO;

* IOBEPHYTH HA 3a/IaHHBINA YTOJ;

* pacTSHYH [0 TOPU30HTANHN (BEPTHKAIIN);

* HAKJIOHUTH TI0 TOPU3OHTAIH (BEPTUKAIIH).

Jia BBIIONTHEHHS JaHHBIX NEHCTBUNA HEOOXOIUMO BBIICIUTH TpeOye-
MYIO 00JIaCTh M U3 MCHIO PHCYHOK BHIOpaTh HEOOXOIUMYIO KOMaHITY.

PaboTa ¢ uBeTowm- Hnid 3adanus ocnoenozo ygema PHUCYHKA
HE0OXOAMMO IMIENKHYTE NBET Ha MAJIUTPE JIEBOH KHOMKOW MBIIIH, a IS
3a0anust yeema oHa —MpPaBo KHOITKOH MBIIIH.

Yt00bI 3a1ums00AaCTh WU 00BEKT Y6enom, HEOOXOAUMO:

1) B Habope MHCTPYMEHTOB BBIOPAaTh HHCTPYMEHT 3a/IMBKa,;

2) MIETKHYTh JEBOH U MPaBoOii KHONMKOW MBIIIK Ha 00JIacTH HIIH 00b-
eKTe, KOTOPBI TpeOyeTCs 3aIIUTh.

3aMeuanne. Eciu epanuya gueypol He A615emcs HenpepuieHol, 6blOpaH-
HbIM Yeemom 6yOym 3arumul opyeue ooaacmu pucyuxa. Umoduvl nHatimu pas-
w18, gvibepume 6 menio Bua komandy Maemrrab, a samem — komandy Kpyn-
HbIi u1u JIpyroii.

UroOBI HAPHCOBATH C TOMOIIBIO KM, HEOOXOAUMO:

* B HA0Ope UHCTPYMEHTOB BBIOpaTh HHCTPYMEHT Kucrhb,

* BEIOpaTh (pOpMy KUCTHU TTOA HAOOPOM HHCTPYMEHTOB;

* HApUCOBATH JIMHUIO, IEpeMeIlas yKa3zaTelb MBILIU IPU Ha)KaTOW Kiia-
BHIIIE.

UTo0bI co3aaTh 3¢hhexm pacnuvliumensi, HEOOXOAUMO:

* B Ha0Ope HHCTPYMEHTOB BBIOPATh HHCTPYMEHT PacnbLInTe N b;

* BEIOpATh pa3Mep paclbUIUTEIs 104 HAaOOPOM HHCTPYMEHTOB;

* IS PUCOBAHMS IEPETACKUBATDH YKA3aTelb 110 PUCYHKY.
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UtoOB! I3MEHUTD NAIUMP) Y8emos8, HEOOXOINMO:

* BEIOpATh HA MAJHUTPE IBET, KOTOPBIHA TPeOyeTCsI U3MEHHUTH;

* BBIMIOJIHUTH TBOWHOM IIETYOK HA BRIOPAaHHOM LiBeTe win B MeHio Ila-
JIMTpa BBIOpaTh KoMaHay 3MeHUTh NaauTpy;

* HaXKaTh KHONKY OmpeneanTh IBET;

* IIENKHYTH MOJe 00pa3ia MBETOB, YTOOBI M3MEHHUThH 3HAYCHUS I1apa-
meTpoB OTTeHoK 1 KoHTpacT, a 3aTeM mepeTamuThb MoJ3yHOK PeryisTo-
pa B TIOJIe TPaUeHTa I[BETa, YTOObI N3MEHUTH 3HaUeHUE SIPKOCTD;

* Ha)KaTh KHOMKY Jlo0aBUTH B HAGOP.

UtoObI ckonuposams yeem 0OIACTH WIA 00BEKTA, HEOOXOIUMO:

* Habope MHCTPYMEHTOB BBIOpaTh HHCTPYMEHT BbIOOp IBETOB,;

* MIETKHYTh B 00JIACTH, IBET KOTOPOii TPeOYeTCsl CKOIMMPOBATh;

* B HA0Ope WHCTPYMEHTOB BBIOpaTh HHCTPYMEHT 3a/IUBKA,

* MIENKHYTH IO 00JIaCTH WM 00BEKTY, I KOTOPEIX TpeOyeTes 3aaaTh
HOBBIU IIBET.

2. dnexrpoHHas npe3enranuss MS PowerPoint. OcHOBB HCIOIB -
3oBaHus. C momomsio POWErPoint roToBsaTCst BRICTYIIICHHS C HCTIONb-
30BaHUEM CIIAiI0B, KOTOPBIE IIOTOM MOYKHO pacrieyataTs Ha Oymare (mpo-
3pavHBIX IUICHKAX) MU JEMOHCTPUPOBATH HA 9KpaHe KommbioTepa. C 1mo-
Moliplo MacTepa aBTOCOdep:KaHHMSI MOXKHO, BEIOpaTh THIT CO3/1aBaeMOii
npe3eHTanun 1 ee ogopmieHue.

IIporpamma mpemocTaBisieT 0OJBUIOS KOJIHYESCTBO MIabI0OHOB 0(opM-
JICHUS CIIAHI0B.

Ipu coznanuM mycToil Mpe3eHT ALK KaxIblil craiia odopmisercs ca-
MOCTOSITEITFHO Ha OCHOBE QIHOTQ W3 IIa0JIOHOB aBTOpasMeTku. B Power-
Point mns ymoGctBa paGoThl ‘HaA MPE3CHTAIMSAMHU CYIIECTBYIOT Pa3HBIE
pexumbl. JIBa OCHOBHBIX\ peXMMa, HCIONB3yeMbix B PowerPoint,
OO0b1unbIii pexxuM # PeXkum copTHpPOBIIMKA cJaiiaoB, /s OvicTporo
MEPEKITIOYCHUS PEKIMOB CITy>KaT KHOIIKHU B JIEBOM HIDKHEM YTIIy Ha TOPH-
30HTABHOM JTUfcHke IPOKPyTKH OKHa PowerPoint.

Obviunblt peosicum. B oOBIYHOM pexxrMe 0TOOPaXKAIOTCS TPU 00-
nactu: Cromucok caaiigoB, Caaiig u O6aacth 3aMeToK. OHH ITO3BOJISIOT
OJJHOBpEMEHHO padoTaTh HaJ BCEMH acleKTaMH Mpe3eHTaluu. Pazmepsl
00514cTeil' MO>KHO U3MEHSTH, IEPETACKUBAS X TPAHUIIBI.

Pedcum copmupoewurxa crnaiidos. B pexuMe copTHpOB-
[HKa CTaliJIoB Ha SKpaHE B MHHUATIOPE OTOOPa)XKaroTCs cpa3y BCE CIaiIbI
Npe3eHTali. JTO yIpoulaeT ux jo0aBieHue, yaajJeHue U repeMelieHue,
3aJjaHie BPEMEHH IT0Ka3a U BBIOOp cIIocOO0B CMEHBI ciaioB. Kpome To-
r0, MOXKHO IPOCMATPUBATh aHUMAIIMIO HA HECKOJBKHUX Claii/iaX, BBIICIUB
ux ¥ BeIOpaB koMaHxy IIpocmoTrp annmanuu B MeHio Iloka3 ciaiinos.

Jiss Toro 4toOBl TMPOCMOTPETH CIAHIBI B PEXHUME COPTHPOBIIMKA
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ClIaiijioB, He0OX0AMMO U3 MeHIO0 Bua BeIOpaTh komMaH1y COpTHPOBIIUK
CJIAWA0B WM HaXaTh KHONKY PeKMM COPTHPOBIIMKA CJIAWA0OB B JIEBOM
HIDKHEM YTy Ha TOPU30HTAIBHOM JIMHEHKe TPOKPYTKU oKkHa PowerPoint.

Peowcum Iloxaz canaiiooe. DTOT PSKUM CIYKHT IS JEMOH-
CTpalMy CO3JaHHBIX CIAWJOB Ha 3KpaHe. B mpolecce WX JTEMOHCTpAIUU
MOKHO HCIIONb30BaTh MHCTpyMEHT Ilepo mns BbieneHus OOBEKTOB, Ha
KOTOPBIX HEOOXOIUMO aKIICHTUPOBATh BHUMaHUe ciymarenei, s toro
9TO0BI MCIOJB30BaTh HHCTPYMEHT Ilepo BO Bpems JIEMOHCTpaluu Clail-
JIOB, HEOOXOAMMO W3 KOHTEKCTHOTO MeHI0 crlaiija BBIOpaTh KOMAaHLY
VYkazares, a 3arem — Ilepo. B 3ToM e MeHIO MOXKHO 3371aTh [[BET, OMe-
TOK, BBIOpaB HEOOX0AUMBIN KoMaH o1 LiBeT pucyHka.

Cos3manue mpeszeHTanuu. [Ipomecc co3gaHus MPE3CHTAUU B
Microsoft PowerPoint coctonT u3 Takux aeicTBHi, Kak (BBIOOp 00IIEro
odopmiieHHs, JT0OaBICHHE HOBBIX CIAWIIOB W HX COMEPKUMOIO, BBIOOD
pasMeTKU CclaiiioB, U3MEHEHHE IIPU HEOOXOIUMOCTU O(OpMIIECHUS claii-
JIOB, IIBETOBOM CXEMBI, IPUMEHEHUE PA3TUYHBIX HIAGIOHOB 0OPMIICHHS U
co3anue Takux APQPeKToB, KaK 3PPEeKThl aHUMAHUU TIPU JSMOHCTPAIHH
crnaiinos. IManenn 3agau PowerPoint mpegocCtaBiser psia CIEAYROIIHNX
BapHaHTOB IS CO3JJAHUS HOBOM MPE3CHTALIN !

* Co31aTh — CJTaliIbl UMEIOT MUHUMYM 3JIEMEHTOB 0(DOpMIICHHS U IIBE-
Ta K HAM HE IPUMCHCHBI,

* Co3naTh u3 nMemwIelica MPe3eHTAMH — TIPE3CHTAIMS CO31aeTCs
Ha OCHOBE YK€ UMEIOIIeHCs ¢ 3aaanHbIM odopmiieHreM. Co3aeTcst KOus
HAMEIONICHCS MPEe3eHTAINK, HO3BOJISIONIAs CO3/1aTh HOBYIO, BHECS M3MEHE-
HUsA B 0hOpMIICHHE U COMEP’KUMOE UCXO/THOI;

* Co31aTh ¢ MOMOIBLIO MIA0JOHA — TIPE3CHTAINS CO3AE€TCS HAa OCHO-
Be uMmeromierocs, mabdmona Microsoft PowerPoint, comepxkariero ocHoB-
HBIE 2JIEMEHTbE O(pepMIIeHUs, IPUQTHI U IIBETOBYIO cxemy. Kpome craH-
napTHeIX 1madjgoHoB Microsoft PowerPoint MoHO HCIOnB30BaTh caMo-
CTOSITENLHAO CO3JaHHbIE IIA0JTOHEI;

o lla6s0ubl ¢ mpemIaraeMbIM CONEPKHUMBIM — ISl IPUMCHCHHS
mabsioHa” opOpMIIEHHSI, BKJIFOYAIONIETO IpeliaraeMblii TEKCT sl Claid-
JIOB, ‘HCTIONIb3yeTCss MacTep aBTOCOJAep:KaHus. 3aTeM B NPEAT0KECHHBIN
TCKCT BHOCATCS HeO6XO}II/IMBIe HU3MCHCHUA,

» IIla60H Ha Be(-cepBepe — CO3/JaHUE MPE3EHTAIMH C MOMOUIBIO
ma0JI0Ha, HAaXOSIIErocs Ha BeO-y3Iie;

* Illa6aonnr Ha Microsoft. com — co3manue npe3eHTaliK HA OCHOBE
IOTIOJIHUTENBHBIX madmonos Microsoft PowerPoint u3 6ubmuorexu mao-
nonoB Microsoft Office, koTopsie yrmopsiio4eHbl Mo TUIAM MPE3EHTAIHHA.

3ameuanne. [unepccoiika laéaonbr Ha Microsoft. com sedem B UH-
TEpHET.

Cosfanne Mpe3eHTaIlMK BKIIIOYACT JIBE OCHOBHBIC 3a/1a4H: U3JI0KCHUE
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coJiepkaHus U ero oopmieHue B HaanexamieMm Buae. [Iporpamma Pow-
erPoint no3BoJsieT co3/aBaTh MPE3EHTALMIO ABYMSI CIIOCOOaMH:

* ¢ noMoupio MacTepa aBTOCOAEP:KAHMA, KOTOPBI [IOMOTaeT BbI-
OpaTh cojepikaHue MPE3eHTAIUN U3 TOTOBBIX 00pa3moB. OOpasmbl conep-
JKaT claiiipl, ohopMIICHHBIE OMpeesieHHbIM oOpa3oM. B pesynbraTte mo-
JTy4aercss Habop ClaiiioB onpeneneHHol cTpykTypsl. [Ipu BeIOOpe 3TOTO
croco0a IOJIF30BATEII0 OCTACTCS aAalTHPOBATh TEKCT, BCTaBUTH Tpadu-
KW, TUarpaMMbl, KapTUHKH W JPYTUe JIEMEHTHL [Ipu HEoOXOIMMOCTH
MO>XHO U3MEHHUTH JU3aiH CIIaiJI0B;

* CaMOCTOSATENBHO OIPENCNHTh IOW3ailH mpe3eHTarmu. llpum BBIOOpE
3TOTO crocoda MOIB30BATENh CAMOCTOSATEIFHO Ha OCHOBE INAOJIOHOB aBJ
TOpa3MEeTKH CIIaliIOB ONpeneNseT BHEIIHNN BUua, opopMIIeHHE U TEMATHKY.
KaXJOTO claiiia Mpe3eHTalnH.

Hcnonvzoeanue Macmepa aemoconepocarus, s
3amycka Macrtepa aBTocojaep:kaHusi HeoOxoauMo BbiOpath Ha.llanesnn
3aja4 komanay M3 macrepa aBTrocoiep:xkanus. Macrep-aBTocoaep:ka-
HHSI COIEPXHT PsX MaroB B (opMe IHAIOTOBBIX OKOH. BHU3Y Ka)KHIOTO
OKHa pacrnonararorca KHonku nepemerienus (Otmena, Haszan, lauee,
I'oTroBo). Ha ka)x710M U3 1I1aroB mociieaoBaTeNbHO, OTIpeAemsieTcs BU Ipe-
3€HTAIlAH, CTHIIb ¢ O(OPMIICHHUS U 3ar0JIOBOK(HA TUTYIBHOM ciaiine. [1o-
CJIe ATOTO HEOOXOIUMO OTPENAKTUPOBATh TEKCT ‘Ha KaXIIOM ciaiae B co-
OTBETCTBUH C TEMOW NpPE3CHTAIMH, a TAKKE JOMOJHHUTH €€ Pa3Iu4HOM
rpaduyeckord mHpoOpManmerd. BriOop, claiiioB s KOPPEKTUPOBKH OCY-
IECTBIIACTCS B 00JACTH CTPYKTYPEI:

Cosdanue u opopmaenue cnatiooes. JIns Toro 4rodsl J10-
0aBHUTH HOBBIH CIali]] B MPE3CHTANNIO, HEOOXOMUMO U3 MeHI0 BeraBka
BEIOpaTh KoMaHay Co3aaTh ciaiia (BOCIONB30BATHCS COOTBETCTBYIOMICH
KHOTIKOW Ha MaHeNlu UHCTPYMeHToB). Ha maHenu 3agad B cexiuu Pa3mer-
Ka cjaiga HeoOXoIuMo BeIOpaTh TpeOyeMblii aBTOMAaKeT cliaiiia (aBTo-
pa3MeTKy) U 3alQiHUTH IOSBUBINUIICS Ha DKpaHE CIlaij HeoOXOauMOU
uH(pOpMAaIHEii,

Jrobast yHbOpManKs, TOMEIIeHHasT Ha CIaij, sBISETCs OOBEKTOM, K
KOTOpOMY HPUMECHHUMBI BCE H3BECTHBIC cpeacTBa (opmatupoBanus. s
BEIOOpA 00BCKTa HEOOXOJMMO €r0 aKTUBU3UPOBATh (IEIKHYTh MO HEMY
MBIHTBIO)¢ [t TOoro 4TOOBI CMEHHTH (DOH, HA KOTOPOM pPAaCIOIararoTCs
00BEKTHI, HEOOXOMMO BBHIOpaTh U3 MeHI0 Popmat xomauxy ®oH (Boc-
ITQJI630BaThCSl COOTBETCTBYIOIIEH KOMaHJIOW KOHTEKCTHOI'O MEHIO, BBI3BI-
BaeMOro Ha IyCTOM MecCTe claiina). B mosiBUBIIEMCS THATIOTOBOM OKHE
MOKHO:

* BEIOMpATH CTAaHIAPTHEIC IIBETA;

® OMPCACIIATL JONIOJIHUTCIIBHBIC IIBETA (I)OHa;

* BEIOMPATH CICIHANBHBIC XapaKTepUCTUKU (PoHa (Y30p, PHCYHOK, TO-
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HUPOBaHUE, TEKCTYPA).

Jist Toro 4To0Bl YyCTAHOBUTH PUCYHOK, TOHHPOBAHKE WK y30p (OHa,
HEOOXOJUMO BBIOpPATh U3 PacKpbIBAIOLIErocss MEHIO koMaHay Crnoco0bl
3aJMBKHU. B mosBHBIIEMCSI THAIOTOBOM OKHE HY)KHO BHIOpATh TpeOyeMyro
BKIIQJIKY U YKa3aTh HYXXHbIC TApaMETpHL.

Bxnanxu:

* I'panueHTHAas — MO3BOMAET CO3AaTh (OH M3 OJHOTO WIIM JABYX IIBE-
TOB, a TAaK)Ke MCIIOH30BaTh CTAHJAPTHHIC 3aTOTOBKH LBETOB. [ pymnma mes
pexmovarenieii THN INTPAXOBKH TMO3BOJISAECT BHIOPAaTh HAIPaBICHUE
IITPUXOBKH;

* Texkcrypa — DaeT BO3MOXXHOCTH BBIOPATh OJHY U3 TOTOBBIX) TEKCTYP
¢oHa (rpanuT, Oymara, CTEKJIO, MPaMOp U Tp.);

* V30p — I03BOJISET YCTAHOBUTH HEOOXOIUMEIH y30p (hOHa;

* PucyHok — mpenocTaBiseT BO3MOXKHOCTH BBIOPATH\HEOOXOIIMBIN
pHUCYHOK 111 poHa.

OTtobpaxkeHne uMHGopMauuun U OOBEKTOB HajyCMaiine MOXHO clenaTh
0oJjiee BBIPA3UTEILHBIM, UCIIONIB3YS pa3uvHbIe SGPHEKTh aHUMAIH 00b-
CKTOB.

AHuManusi — 100aBJICHUE K TEKCTYJJIH, OOBEKTY CIELUAIBFHOTO BHU-
Jleo-IIH 3ByKOBOTO 3¢ dexra. HampuMep, MOKHO cO31aTh IIEMEHTHI TEK-
CTOBOI'O CITMCKA, BJIETAIOIIME HA CTPAHMILY CleBa [0 OJHOMY CIIOBY, MJIH
J00aBUTH 3BYK aIUIOAUCMEHTOB HPHOTKPBITUN PUCYHKA.

Jliis ycraHoBKH 3(h(hEeKTOB aHUMAITUKM 00HEKTOB HEOOXOAMMO:

* BBIOpATh OOBEKT )15, aHIUMAITIH;

* B MeH10 Iloka3 caaitnos BeiOpaTh komanay Hacrpoiika anumanum;

* B oOnactu 3agauy HacTpoiika aHMMAalMU HaKaTh KHOIIKY U BBIOJ-
HUTH OJTHO WJIM HECKONBKO CIEAYIOMNX IeHCTBHIA:

— ©CJIM BO BpeMsl TIoKa3a CJIaiifioB TpeOyeTcsi BBECTH TEKCT WIIH OOBEKT
B COIIPOBOKACHUH OIPENEICHHOTO BU3YAILHOTO d(PPEKTa, TO HY)KHO yKa-
3aTh 3HAYOK '¢O cIoBOM Bxox, a 3aTtem BEIOpaTh (h(HEKT U3 MOSBUBIIETOCS
CIIHMCKa}

—\ecin Tpebyercsi 1OOABUTH ONpPECICHHBIH BH3yaldbHBIH 3(dexT B
TEKCT WM 00BEKT, HAXOAIINECS Ha CaMOM Claiizie, TO He0OXOIUMO yKa-
3aTh 3HAYOK CO CII0BOM BhbleseHne, a 3aTeM BEIOpATh HYKHBIH 3D HEKT;

— ecnM Hajgo 100aBUTH ONpEAEICHHBIN BH3YaJdbHBIH 3(P(EKT B TEKCT
W 00BEKT, KOTOPHIH BEI3BIBACT yOAJICHHE TEKCTa HiIH 00BEKTa CO claiima
B 3aJlaHHBII MOMEHT, TO CJEQyeT BHIOpATh 3HAYOK CO CIOBOM BwIxon, a
3aTeM — HYXXHBIH 3 QEKT.

3ameuanne. Dhpexmvl 0Mobpadicaiomcs 6 CHUCKe HACMPOUKU AHUMAYUU
c8epxy 6HU3 8 nopsioke ux npumernenus. Obvekmol ¢ d¢hpexmamu anumayuu
OMMEYaIOMCsL Ha CAANOAX HenevyamaembiMu NPOHYMEPOSAHHBIMU MApKepam,
coomeemcmayrowumMu dp@exmam 6 cnucke. Imu mapkepvl He 0moopaica-
10mcsl 8 pexcume noKa3a ciauoos.
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[Tpu npeaBapuTensHOM MPocMOTpe 3PPEKTOB aHUMAINH ClIaiijia ¢ 1mo-
MOIIBI0 KHONKM BocmpousBenenue B obnactu 3agau Hacrtpoiika anm-
MAIUH I 3aIlycKa BOCIPOM3BEICHUS IOCIEJOBATEIbHOCTU 3P (PEKTOB
aHVMAaIMH HUKAKUX JOIOJHHUTENBHBIX IIETYKOB He Tpedyercs. st mpo-
CMOTpa BOCIPOU3BEACHUS WHMUIUHPOBAHHBIX AHUMALUM BMECTO 3TOrO
cienyeT HaxxaTh KHONIKy Iloka3s ciaigos.

MoOXHO TpeaBapUTEIHHO IMPOCMOTPETh AHUMALHUIO BCEX OOBEKTOB
claiifia B OKHE MUHUATIOPHI claiiga, Haxas kHonky IIpocmotp.

CMeHy cnaiiioB Ha KpaHe MOTYT CONPOBOXAATh Pa3IMUYHbIE CICLU-
anbHbIC 3 (DHEKTHI.

O} deKTh CMEHBI CIIalI0B MOKHO OTIPENCTUTh, BEIOpaB B MeHIO [loka3
caaiigoB koMaHry CMeHa CJIaiiloB WK BBI3BaB COOTBETCTBYIOIIMI Pa3+
Ien Ha maHenn 3anad. [locie 3Toro HyXXHO ONpenenuTsh crocod mepexona
K CIeyIoLIEMy claiily: aBTOMAaTH4YecKd 4epe3 3aJaHHOE BPEeMs WM IO
IIETYKYy MBIIH, a Takke 3((EeKT mepexoma OJHOTO ciaima“B/ APyroi
(HampuMep, HaIUIBIB BHM3, PACTBOPUTH, JKATIO3M U T, I);“CKOPOCTH BBI-
TIOJTHEHUSI aHUMAITIH U 3BYKOBOE COTIPOBOXKICHHIE COOBITHS:

ITocne ompeneneHust Bcex HEOOXOAUMBIX IMapaMeTpPOB UX MOXKHO IpU-
MEHMTh K TEKyIIeMy claiiny, HaxaB KHONKY IIpuMeHuTh.

[Ipu saxkatnm xkHONKM [IpMMEHUTH KO BCEM TaHHBIE TTApaMeTphl Oy-
IyT IPUMEHEHBI KO BCEM ClIaiiiaM NMpe3eHTAlNH,

3ameuanue. CueHy craii008 MONCHO OEYWECEUMb MAKdice 8 pedicume
copmuposujuxka Ccanoos. ﬂ]lﬂ 9020 HEOBXOOUMO U3 KOHMEKCMHO20 MEHIO
caatioa eviopams komandy CMeHa cJIail10B.

Ilepen memoHcTpanmeil ¢uabMa MOXKHO MPEIBAPHTENBHO HACTPOUTH
napameTpbl TEKYLIEro IMokKa3a Tpe3eHTanuu. (s HacTpoWku pexuMOB
MOKa3a Tpe3eHTannu Heooxomumo n3 MeHio Iloka3 ciaaigoB BeIOpaTh
komanay HacTpoiika npe3eHTanuu.

B nosiBuBIIEMCS AUATTOTOBOM OKHE MOXKHO YCTaHOBUTH PEXKHM IT0Ka3a
CITalI0B (PYyYHOH /ABTOMATUYCCKHN, C aHUMaIMel Wik 0e3 Hee), BBIOpaTh
PEXUM HX CMEHBI(PYYHOM WM IO BPEMEHM), a TAKXKE yKa3aTb, Kakue
claiiipl HeOOXQANMO MOKa3bIBaTh (BCE, MHTEPBAJ CIAMIOB MM BHIOOPOU-
HO). EcimrHe06X01mMo pon3BecTH MoKa3 He BCeH Mpe3eHTalnH, a TOIBKO
€€ 4acTHy, TO’ ClIeyeT Co3/1aTh CIUCOK CIAiI0B Ui moKa3a. [ 3Toro u3
memro, [loka3 caaiiaos HeoOxoanmMo BeIOpaTh kKoMaHy IIpon3BoJILHBII
[I0Ka3 ‘M B TOSBUBIIEMCS TUAJIOTOBOM OKHE HaxaTh KHONKY Co3aark.
Togcrne 3Toro Hao OTMETUTH CIai/bl B JIEBOM YacTH MOSBUBILIETOCS OKHA
Y TIEPEHECTH UX B MPABYIO YaCTh C TOMOIIbI0 KHONTKK J|00aBUTH.

ITocne HacTpoliku napaMeTpoB MPE3EHTALUU MOXKHO IPUCTYIUTHh K
JEMOHCTpallMM Mpe3eHTallMK Ha 9KpaHe. [ 3anmycka npe3eHTaluuu HeoO-
xoaumo u3 MeHio Iloka3s ciaiinos BeiOpats komanay HauyaTs nokas.

i cMeHBI mopsiIKa TOoKa3a CIaioB Halo MepeiTH B PEeXXHUM COPTH-
POBILUKA claiinoB, BbIOpaB B MeHI0 Bua komanny CoOpTHPOBIUMK cJiai-
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AO0B, U IIyT€M IIEPETACKIUBAHUS OTPEICINTH MOPSIIOK UX TIOKAa3a.

HJoOaBiaeHue TUONEPCCHIIOK M yNPaBIASWMIHUX KHO-
MOK B mpe3eHTauut . I'mnepcecbuika — UBETHOM MOMYEPKHYTHIH
TEKCT WK Tpadurka, BEIOOP KOTOPHIX IO3BOJSET BBHINOIHUTH IEPEXOn K
JIpYyroMy MecCTy NOKYMEHTa Wi Jpyromy ¢aiiny. ['MIepcchUIKM MOXKHO
WCIIONB30BAaTh AJIS Mepexojia B pa3Hble MecTa, HallpuMep K ONpeaeseHHO-
My Claiily B JAHHOW MPE3CHTAlNH, COBEPIICHHO APYTON Mpe3eHTallnH,
nokymenty Microsoft Word unu mmcty Microsoft Excel. T'nnepccbuiky
MOXXHO MPEICTaBUTH JIFOOBIM OOBEKTOM, BKIIFOUYasi TEKCT, (PUrypbl, TadJIu-
b1, rpaduky ¥ pucyHKH. J[i1s1 TOTO 4TOOBI T0OOABUTH THITEPCCHUIKY BuIIpe-
3CHTAIUI0, HEOOXOMUMO BBLICTUTH TpeOyeMbIi OOBEKT W/ 1B \MEHIO
BeraBka BeIOpaTh koMaHAy I'mmepccblika (HaxaTh KHOHKY, JloGaBiie-
HU€e THNePCChbUIKU Ha TIAHEIN HHCTPYMEHTOB).

B crucke CBsi3aTh ¢ BBHIOpPATh THIT HEOOXOOMMOW CChUIKH. Ecii BBI-
OpaH Tun cceuiku MecToM B JOKYMeHTe, TO CIEIyeT.B IpeaaraeMoM
CIMCKE BBIOpATh CIai] Ul epexosa Mo 3aJaHHecchlike. Haxka KHOTI-
Ky IMoacka3ka, MOKHO BHECTH TEKCT ITOJCKA3KWy KOTOPBI OyAeT MOsB-
JIATHCS TIPU HABEJACHUM yKazaTels MBIIIN Ha JAHHBIH 0OBEKT IpU JIEMOH-
CTpalluy Mpe3eHTalnH.

3ameuanue. [Ipu nanuuuu mexcmal8 pueype mexcmy u Quaype MONCHO
HA3HAYUMb OMOENbHbIE 2UNEPCCHLIKU.

B PowerPoint tarxxe BKJIIOYEHBL HEKOTOPbIE FOTOBBIC K HCIIOIb30Ba-
HUIO YIPaBISIIOIINE KHOMKH (KOMaHa Y paBJjsiome KHONKH B MEHIO
IMoka3 ciaiiioB), KOTOPBIE-MOXKHO I00ABUTh B MPE3CHTAIMIO, HA3HAYUB
UM COOTBETCTBYIOIINE ACHCTBHSL.

Ha ynpaBnstonmx KHOMKax W300paskeHbl 3HAYKH CO CTPEJIKAMH BIEBO
u BrpaBo. OHU CAyXAaT JUIs CO3JaHUs WHTYUTHBHO MOHATHBIX 00O3Haue-
HUH U TepexQa K CIIeAyIomeMy, IPeNbIIyIIeMy, IEpBOMY U MOCIIETHE-
My chaiinam{ ITH KHOIKHA MOXXHO MCIOJIb30BaTh B aBTOMaTHYECKOH mpe-
sentarun. B\PowerPoint takke MMEIOTCS yIIPaBISIOIINE KHOMKH JUIs BOC-
MIPOM3BEICHAS (PIITBMOB H 3BYKOB.

JIitst Toro uyTOOBI 10OABUTH YIPABIISAIONINE KHOMKK Ha TEKYIIMNA Claii,
HeoOXoamMo 13 Menio Iloka3 ciaiigoB BeIOpaTh KOMaHIy YIpaBJisiio-
IHEé KHOMKHU U 3aTeM — HEOOXOIMMYI0 KHOMKY. [locie 3Toro menkHyTh
MBIIIBIO B TOM MECTE, IIe JOJDKHA OBITh KHOIKA, U YyCTAHOBUTH HEOOXO-
IUMBbIe TTapaMeTpsl paboTe! kHonkH ([leiicTBre mo menuky u JlelicrBue
10 HABEJEHN U MbIIIIH).

ABTOMAaTHUYECKHNH 3aNyCK Npe3eHTaLHUU. DIEKTPOHHAS
MIPEe3CHTAIIUST MOXKET 3aIyCKaThCsl aBTOMATUYECKH TPU BKIFOUYECHUH KOM-
mpIoTepa. JT0 ObIBaeT HEOOXOAWMO B PA3IHYHBIX CIIydasx (HampuMmep,
MO3JIpaBJICHUE C JHEM POXKACHUS, peKiiaMa GUpPMBI U T. 11.) {7 Toro uTo-
OBl TIpe3CHTAIVSI 3aIyCKaIach aBTOMAaTHYECKH, €€ HE0OX0AMMO COXPaHUTh
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B cooTBeTcTByromEeM (opmare. st aToro HeoOxoauMo u3 MeH0 Maii
BbIOpaTh koMaHay CoxpaHuTh kak U B noje Tum ¢aiiaa BeiOpats [e-
moHcTpanus PowerPoint.

Jns 3amycka ganHOTO (paiina mpH BKIIOUYEHHH KOMIBIOTEpa HE0OXO-
JIIMO BBECTH €r0 B CIIHCOK MPOTPaMM JUIS aBTOMATHYECKOTO 3amycka. Jlis
3TOro HE0OXOUMO:

* BBI3BaTh KOHTeKCTHOe MeHro KHorku Ilyeck Windows u BeIOpath Ko-
manzay CBoiicTBa,

* HaXkaTh KHONKY HacTponTs;

* HaKaTh KHOMIKY Jl06aBUTH,

* ¢ moMoIIbpi0 KHONKH O0630p yKaszaTh MECTOITOJIOKEHHE TpeOyeMoro
(haiina mpe3eHTaH;

* Ha)KaTh KHOTIKY /laJjiee v BBIICTUTE TAIIKy ABT03arpy3Ka,

* HA)KaTh KHOTIKY /lajiee W yka3aTh, IO KAKMM FIMEHEM 3aITiCaTb sp-
JIBIK TIPE3CHTAIMHY B Marke ABT03arpy3Ka;

* Ha)kKaTh KHOMKY I'0TOBO.

Bonpocs! 111 caMOKOHTPOJIA

1 Jlns gero npenHasHaueHa mporpamma PowerPoint?

2 Kakwue obmactu 0TOOpakaroTCss B 0OBITHOM peskumMe?

3 Kak mepeditd u3 00BIYHOTO pekuMa \B, pexuM CopTHPOBIINKA
caaimnoB?

4 Jlns gero cyxut pexum [oka3s ciaiaos?
[Tepeunciute crocoObl CO3JaHMs HOBOW MPE3CHTAIIHY.
Kak 3anyctuts MacTepaaBrocoaep:kaHus?
[epeuncnmTe cocoObI cO3maHM U 0POPMIICHUS CIAUIOB.
Kak 1006aBUTh THIIEPCCHUIKY ¥ YIIPABIISIOIINE KHOIIKH?

9 Kakum 00pa3oM QCYHIECCTBISIETCS] aBTOMATHUECKHU 3aITyCK Mpe3eH-
Tamuun?

5
6
7
8

JlabopaTtopHas padoTa

L] enb: nIproOpeTeHNe HABBIKOB PabOTHI ¢ TpapUUecKUM pelakTOpOM
Microsoft'Raint u snexrponnoii npesenrarmeit Microsoft PowerPoint.

3ao0auu:

~'yMeTh pucoBaTh, BBOJWTH 1 (opMmaTupoBars TekcT B MS Paint;

“~_YMETh CO31aBaTh MPE3CHTAIUH, JHOOABIATH THIIEPCCHUIOK M YIPaB-
JSIOIIMX KHOINOK B Ipe3eHTalliy, aBTOMAaTHYECKU 3allyCKaTh Ipe3eHTa-
17078
X000 pabomui

1. 3anycrute rpaduueckuii pegakrop Paint, Beimonuus IMyck + IIpo-
rpammsl + Ctanaaprubie + Paint.

2. M3yunte OKHO mporpammsl rpaduueckoro peaakropa Paint. Haiitu
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TOPHU30HTANEHOE MEHIO KOMaHJ, HaO0Op MHCTPYMEHTOB, NATUTPY, CTPOKY
COCTOSIHUSL.

Ecmm OTCYTCTBYIOT, TO BBIBECTHU UX Ha SKPaH, UCIIOJIb3ysd KOMaHAbl B MEHIO ITYHKTa
Buna.

3. [IpounTaiiTe Ha3HAYECHHE KHOIIOK B HA0OPE HHCTPYMEHTOB.

IMoaBecTyu yka3aTesb MBILIH K JTF000H KHOIIKE U 3a()UKCUPOBATH €ro.

4. Hcnone3ys uHcTpyMmMeHTs! Kapanpam, Kucth, Pacnbliurenab U
JlacTMK ¥ 1IBETOBYIO NaUTPy co3daiite mpocToil pucyHOK. COXpaHHUTh
ero o umeHeM Puc 1 B cBoeit mamke.

]_ueJ'IKHI/ITe CJICBa Ha Ha6ope HWHCTPYMEHTOB 110 KHOIIKE UHCTPYMEHTA Kapalmaul.
[llenxkHuTe BHU3Yy Ha LIBETOBOM NAJUTpe MO HYKHOMY LBeTy. HaBenute ‘ykazarenn
MBIIIX Ha I0JIe PUCYHKA (CepearHa KpaHa) U MPU HAKATOH JIeBOI KHOMKE MBIIIH T1e-
peTackuBaiiTe MbIIIb, YTOOBI prucoBaTh. Hapucyiite npoussonbsHblit prcyHOK. ITompo-
OyiiTe paboTaTh C IPYrMMH MHCTPYMEHTaMH (KHUCTh, PaCIbUIATENb). M TOro 4ToOB!
CTEPETH 4aCThb HAPUCOBAHHOI'O, BOCHOHB3yﬁTeCB KHOIIKOM HWHCTPYMCHTA JlacTHK cieBa
Ha Habope MHCTPyMeHTOB. [ TOro 4to0bl yOpaTh Bce HAPHCOBAHHOE BEHINOJIHUTE
koMaHay PucyHok + Quuctutb. /[J11 TOro 4TOOBI YIAIUTh YacTh PUCYHKA HAJO HC-
TI0JIb30BATh UHCTPYMEHT Bbl}le.J'IEHl/le.

5. HapucyiiTe nmiecTuyrojibHUK U COXpaHUTE €ro moj uMeHeMm Puc 2 B
CBOEH IaIKe.

IMocpenctsom wmHCTpyMenTa Jlummsty/uemons3ys kimasuimn Shift u
Ctrl, Bydep o0Mena MOXXHO PHCOBATE Pa3IUYHBIC TEOMETPHUECKUE (DH-
TYpBL.

[Ipumenss uHCTpyMEHT JIMHUS, ‘TIPOBENUTE POBHYIO JIMHHIO, & 3aTEM
o yriaom 135° x Helt mpoBECTH BTOPYIO JIMHUIO, TPHONNU3UTEIIFHO OfH-
HakoBoW TuHBL. [Ipu Hakartoit kmasuire Shift momyuaror nuHuM ropu-
30HTaJIbHbIE, BEPTUKAILHBIE WK TIOJ YIioM 45°.

Beigenuth 3TOT (parMeHT U, yaepxwusas kiaasuiny Ctrl orGykcupo-
BaTh HEMHOTO BHM3 (TIONYyYUTCS KOMUS BBIAENIEHHOro (parmeHrta). He
CHHMAsl BBIJCHEHMS, BBIOpaTh KOMaHIy MeHI0 Pucynok + Otpa3uthb
+IloBepuyTh 4 OTpasuTs ciieBa HAMPaBo U HakaTh KHONKY OK.

CoOBMECTHUTH 5TH JIMHMH TaK KakK MOKa3aHO Ha pucyHke 1.

Puc. 1. YacTp mecTuyronbHUKa Puc. 2. lllectuyroabHUK

AHAJIOTUYHO BBIICTUTE TMONYYUBIIYIOCS (QUTYpY W, yIepKuBas Kiia-
Buiny Ctrl, orOykcupyiire Buu3. He cHuMast BbIZ€JI€HNE, BBIMOJIHUTE KO-
MaHbel Pucynok + Orpa3uth + [loBepHyTs + OTPa3uTh CBepXy BHU3 U
Haxxmute KHOTKy OK.

CoBMeCTUTh OOBEKTHI TaK, YTOOBI TOMYUHJIICS IIECTUYTONBHUK KaK Ha
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pucyHke 2.

6. M3menuTe BeT GoHAa PUCYHKA M HAPUCYHTE FEOMETPHUYCCKYIO (DH-
rypy «Bunorpannas rpo3ap». Coxpanure ero noj umeHnem Puc 3 B cBoeit
TaIKe.

Hapucyiite mpu nomomy MHCTpyMeHTa DJIIMIIC KDPYT, 3aTEM BBIJCIUTE €ro IpH
MIOMOIIM MHCTpyMeHTa Bbinesnenne. B oxHe NOMOIHUTENbHOW HACTPOHKM BBIOpHTE
onoXeHue o0beKTa 10 OTHOIIEHHIO K ApyruM — He nmepexpbiBaTh Apyrux. Boimom-
Hute koManab! MeHIo IlpaBka + Konuposats, [IpaBka + BeraButhb. B pesynsrare B
JIEBOM BEpXHEM YIiry B pabodeii o061acT nosiBUTCst Konus kpyra. CaenaiTe HeCKOIbKO
Koruii (BeimonHKUTe KoMaHay IlpaBka + BeraBUTh CTONBKO pa3, CKOJIBKO HEOOXOAUMO
clienaTh OJMHAKOBBIX KPYXKKOB). OTOyKcHpyHTe MX NpH MOMOIIU MBIIIH K HEPBOMY
Kpyry u copMHUpyHTe BUHOTPAAHYIO I'po3zb. PackpackTe SAroIbl OJHUM IIBETOM;WHO
pa3HBIX OTTEHKOB. /71 3TOTO HCHONB3yHTe MANUTPy IOMOJHUTEIBHBIX I[BETOB, T-.C.
BBIOEPHUTE OCHOBHOM 1IBET M NOOABIIAHTE €T0 pa3aniHble OTTCHKH B IAIUTDY, UIEIKHYB
O HY’)KHOMY OTTEHKY I[BETa JICBOH KHOIKOH MBIIIHN (BBIAEIHUTE €r0, HAKMUTE KIIaBUILy
OK, uBer aBTOMaTHYECKH IIEPEHOCHTCS Ha OCHOBHYIO IAIUTDPY, BBIOPUTOE MHCTPY-
MEHT 3a/JIMBKa, [IEJIKHUTE MBILIBIO I10 SAroJe.

7. OTpenakTUpyHUTe PUCYHOK Ha MPUMEpPE PUCYHKA MPOTPaMMbl Kajlb-
KyJIATOpa C TIOMOIIbI0 j1acTuka. CoxpaHuTh ero nox umMeHem Puc 4 B cBo-
el marke.

— 3amycrure Kanskyasrop. [Tomectnre m3o6pakenne okHa Kaabky-
asitop B bybep o6mena, HaxxaB komGuHamuo\kiasui Alt + PrintScreen.
N300pakeHrne akTHBHOT'O OKHa ronaneT B\bydep oomena. [Ipu HaxaTtnu
omHoM kiaaBuimn PrintScree B Bydep o0MeHa momeraeTcst n300pakeHne
BCEr0 3KpaHa.

— 3akpoiite Kaabkyastops Bemonnure komanny IlpaBka + Bera-
BUTb.

N3obpaxkenne okHa KaabKyJasitop nosButcs B pabodeid o0macTu.

— CospaiiTe TPUMHUTHBHBIA BapHaHT KaJIbKyJsTOpa, T.€. OCTaBbTE
TOJIBKO KHOIKHM C INPOCTEHIINMHU ONepalysMU, 3aKpachTe IIYCTOThI COOT-
BETCTBYIOLIUM LIBETOM CMEHHUTH 3ar0JIOBOK OKHA.

Bribpure B matenmu-mHcTpyMeHTOB IIMNeTKY U MIETKHUTE MPaBOil KITaBUIIEH MBI-
M TI0 KOPITYCY, KaJBKyJsTOpa. BEIOpUTE MacTHK U cOTpHUTE HEHY)KHBIE KHOMKH. CMe-
HUTE 3ariapue Ha Moi JUYHBIH KATbKYJIATOP, UCIONb3ysd HHCTPYMEHTH! JIacTuk u
Hapnuce

8. Otpenaktupyiite pucyHK moTouedHo. COXpaHUTh €ro MOJ MMEHEM
Puc_5'B cBoeil namnke.

—‘PasBepuute okHO Paint Ha Bech dkpaH. B MEHIO HHCTPYMEHTOB BbI-
ocpute Haamuch. [lenkHure MBIIBIO B padodeld 00JIaCTH OKHA, Y4TOOBI
3aukcupoBath Kypcop. BEI30BUTE KOHTEKCTHOE MEHIO TEKCTOBOM paMKu
u BeiOepuTe IlaHesab aTpuOyTOB TekcTa. YCTaHOBUTH HA MaHETH MIPUPT
Times New Roman (Kupuiiinua), 72, moy:kupHbiii. Beemure ¢ xnaBu-
aTypsl OykBy P. lllenkHyTs MBIIIBIO B pabodell 00JacTH OKHA, YTOOHI 3a-
(bUKCHPOBATH Kypcop.
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— IllenxHuTE NEBOM KIABHUINEH MBIIIN PSAIAOM C BBeACHHOW OykBoOi. [lo-
BTOpHO yctanoBute mpudrt Times New Roman (Kupuiiuna), 12, mo-
Iy>)KUpHBIA. BBenuTe ¢ knaBuatypsl OykBy P. 3adukcupyiite ee. Beioepu-
T€ B MCHIO HHCTPYMCHTOB BbljeneHHMe M TOMETHTE MPSMOYTOIHHBIM
(dparmeHTOM BBeZeHHYIO OyKkBY. [lepeMecTHTE MBIIIBIO YTOJ ITYHKTHPHOM
paMKkH, pacTsaruBas OyKBY A0 pa3MEpoOB, CONOCTaBUMBIX C pa3Mepamu
nepBoii OykBbI. OTITyCTUTE KHOIKY MbIH. OOpaTiTe BHUMaHHUE, KaKk OyK-
BBl OTJIM4YArOTCs. BykBa, KOTOpas yBeiaudeHa cpeiacTBamu Paint, momy4us
JIach yTJIOBATOM, a Ta, UTO yBEJIUUYEHA ITyTeM BbIOOpa pazmepa mpuTa, T0
ecTh BHyTpeHHUMH cpenactBamMu Windows, moJoOHBIX CTyMEeHEK HEe HMeeT.
OTO CBSA3aHO C pasHBIMH clioco0amMu TIpeACTaBiIeHUs Tpapuyeckoil wH-
dbopmanuu. [anee craeayeT CKOMUPOBaTh MOMYYCHHYIO cpeacTBamu Paint
OyxBy P B Bydep odmMena, BcTaBUTh OISATH B pabodyro 00JacTh U ToMe-
CTUTB PAIOM C UMEIOLIEHCS.

— Hcnone3ys uacTpyMeHT MaemTad, ToMecTUTE paMKy.-Ha U300pakeHue
BTOpOI OYKBBI U IIENKHUTE MBI, Ha sKpaHe MOSBUTCS yBEIMUYEHHOE
n300paxeHne, KOTOpoe MOKHO PEJaKTHPOBATH HOTOUETHO.

C nomoIpo KapaHaalla, HaKaB JIEBYIO KHOIKY. MBIIIM — PUCOBAHHUE WU
MPaByIO0 — yAaJeHUe, OTPEAAKTUPYHTE U30OpaKEeHHE TPeTheil OYKBBI, MO-
MBITANTECH CTTIAMUTD CTYIIEHH U IPHOMU3UTH €€ K BUIY ITEPBOI OYKBEL.

Jl1s ynoOCTBa pUCOBAaHMS B yBEIMYCHHOM, PESKHME MOJKHO YCTAaHOBUTE CETKy Bua +
Macmra6 + Iloka3aTh ceTKy.

9. Hapucyiite kopabiuk ¢ TpyOOH U JBIMOM, WILTFOMHUHATOPAMHU, Mad-
TaMH, BEpEBKaMU W IIp. HCHOJIB3YS BCce MHCTpYMEHTH U Bydep oOmena.
Coxpanure ero noa umerem Puc 6 B cBoeii manke.

— IlonamoOsTCs CIGAYIONINE WHCTPYMEHTBI: ISl OYepTaHUus NanyObl U
BOJIHBI KHCTh; OKOH, PYOKH M TPYOBI — IPSMOYTONBHUK; HIUTFOMHHATOPOB
JJUIUIIC, MayT M| BEPEBOK — JHMHUM Pa3IMYHOM IIMPHUHBI, AbIMA U MOPS
a3pO30JIbHBLI QAITOHYNK, Ha3BaHUS KOpadiis «Bapsr» — HaamIuce.

s pucosanus 0OUHAKOBLIX I1EeMEHMO8:

— BriGeprTe HHCTpYMEHT Daune ¢ n300pakeHHeM dIUIUIICA U HapH-
CYHT@.C ero MOoMOIIBI0 3aKpalleHHbIH WIUTFOMUHATODP (I[BET yCTaHABJIMBA-
STCs\B OKHE I10]] TAaHEIIbI0 HHCTPYMEHTOB).

—~ Bribepure wHCTpyMEHT BbljesieHHe W MTOMETHTE MLUTFOMHUHATOD
OPSIMOYTOJIBHOM 00nacTeio. [Ipu momomm komanael Merio [lpaBka + Ko-
NUPOBATh TOMECTHTE MTOMEUYEHHOE M300pakeHHne WILTIOMHHATOpa B bBy-
dbep oOMeHa.

— Brmonnure xomanny mento IlpaBka + BeraButh. M300paxkeHue
WIJTIOMMHATOPA BCTaBUTCS B pabodyro 00JIacTh, B JICBBII BEpXHUIl yrol.
[lepemecTuTe MBIIBIO 3TOT PparMeHT Ha HY)KHOE MECTO.

— Bemonuute xomanay IlpaBka + BeraBuThb (coueTaHue KIIaBHUII
Ctrl+V) cronbko pas, CKOJBKO HEOOXOMUMO CIEIaTh OJHHAKOBBIX HIUTIO-
MHUHATOPOB.
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— AHAaJOTUYHO TIOCTYIUTh C OCTAIBHBIMH 3JieMeHTaMu Kopabus. Hc-
noJp3yiite komausl: Boinenenue + IpaBka + KonupoBanue.

— PackpacbhTe nosTydeHHYI0 KapTHHKY.

JUtst 9TOTO CYIIECTBYEST MHCTPYMEHT 3a/IMBKa (320{HO HEOOXOIUMO BBIOpATH IIBET
Ha nanutpe uBeroB). OnHako 3aJIMBKa 3aKpaLIUBACT TOJBKO 3aMKHYTBIC TOBEPXHOCTH
(MHaYe Kpacka MpOTEYeT), IO3TOMY IPEIBAPUTEIHLHO MIPOBEPHTE, YTOOBI B MECTaX CO-
MIPUKOCHOBEHUSI BOJIH ¢ OOPTOM KOpadiisi He ObLIO «IBIPOK».

- — 3aBepiute paboTy C MPOrpaMMON.

10. Pa6ora ¢ anekrponHoii npesentanuei Microsoft PowerPoint.

— 3amyctute Microsoft PowerPoint, Bemmonaus Ilyck + IporpaMmebl
+ Cranpaprasie + Microsoft PowerPoint.

— W3yunre okHO mporpaMmsl rpaduyeckoro pemaktopa Paint. Haitou
TOPU30HTAIIBHOE MEHIO KOMaHJ, Ha0Op WHCTPYMEHTOB, MAIHTPY, CTPOKY
COCTOSAHUA.

— Cozpaiite cnaiin «Kypcebl o uH(popMaTHKe U BEIYUCIUTEIFHON TeX-
HUKE», UCTIONB3Ys pa3MeTKy TUTYyIbHBIN ciaai.

VYcraHoBuTe 11 3arofoBka pasmep — 60, 1[BeT — KpacHbIH. Y CTaHOBUTE ISl 3aro-

JIOBKA JKEJTYIO TEHb C MOMOIbI0 KHOMKH CTH/Ib T€HM Ha MaHelIH prcoBaHus. Beeau-
Te HEOOXOAUMBIIl TEKCT MOA3aroNoBKa. Y CTaHOBUTE UL MOA3aro0BKa pasMep mpud-
Ta — 40, nBeT — CHHUH. Y CTaHOBUTE ISt IIO/13ar0JIOBKA TOILyOYIO TCHB.
VYcranoBute (OH cnaiia — OenbIii MpaMoOp — ¢ MOMOIIBIO, KoMaH bl POH U3 MEHIO
®opmart (WM KOHTEKCTHOTO MEHIO ciaiiia). B nuaioropem okae ®oH B pacKpbIBaio-
ImeMcst Ciucke BbioepuTe MyHKT Cnoco6bl 3aIMBKH, 3aTeM — BKiIanky Texcrypa. ITo
OKOHYaHHHU BbIOOpA HAKMHUTE KHOTKY IIpMMEHHUTH:

— VYcraHOBHTE aBTOMATHYECKYIO | aHUMAIMIO Ji1 OOBEKTOB claiiia
«Kypcel o undopMaTUKe U BHIYUCIHTEIBHON TEXHUKE» U JUIS 3ar0JIOBKA
3¢ dekt BolaeT cnpasa.

U3 mento Iloka3s caaiinos Bribepute komanny Hacrpoiika anumanmn. Brinenure
00bekT 3aronoBok. Ha manemraanau HaxkmuTe KHOTIKY J06aBUTH 3¢ (pekT 1 BBIOE-
pure koMany Bxoa. B none Hanmpasiienue Beioepute komanny Cnpasa. B morne
Hauauo Beibepure komaHy [ocie npeasiaymero.

— YcranoBute gpisnonzaronoska (Kparkue kypebl) apdexr Bolaer
CHH3Y.

Coznaiite cinoMersio o0bexTa WOrdArt 3aronoBok ciafiga. YcraHoBUTE [UIs 3a-
rojyoBka mpuhT —Impact, pasmep mpudra — 36 HauepraHue moay:xkupHoe. Onpeme-
JIMTE CIIOCOO3ATMBKHY 3aroyioBKa — PaHHUI 3aKaT, TUII IITPHXOBKU — OT LIEHTpa. YcTa-
HOBHTE( VISl 3ar0JIOBKA CEpPYI0 TeHb. YCTaHOBHTE AU CMHCKa pasmep mmpudra — 36,
IBET % TEeMHOE CHHUH. YCTAHOBUTE Ul CNUCKA TroiayOyro TeHb. YCTaHOBUTE (OH
ciaitna — 3anuBKa TpaJueHTHAsA, OAMH LBET — MECOYHbIH, TOPHU30HTAIBHYIO IITPUXOB-
Ky. YcraHoBHTe Ais 3arojoBka 3¢d¢ext Bplaer cmpaBa. YcTaHOBUTE ISl HOA3aro-
noBka (Kpartkue kypcsr) apdext CBepxy ciaesa.

— Co3zpaiite cnaiin «4To M3ydanaoch» HCIONB3Ys aBTOpa3MeTky Map-
KHPOBAHHBIN CIIMCOK.

— Co3paiite cnaii «ATmaparHbeie CPEICTBa», UCIIOIb3Ys aBTOPa3METKY
I'paduxa u Tekcr.

YcraHoBHTE IS 3ar0JIOBKA pasMep mpudTa— 60, [BET — TEMHO-CHHHNA. Y CTAHOBH-
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Te JUISl 3aroJI0BKa ToIyOyIo TeHb. Y CTaHOBUTE JUIS CITUCKA pa3Mep mpudTa - 36, 1BeT -
(HoNeTOBEIN. YCTaHOBHTE IJISI CHHCKA JKENTYIO TeHb. Y cTaHOBUTE (OH craiina — 3aro-
ToBka PaccBeT, THI mTpuxoBku — OT 3aro/IoBKa. YCTaHOBHUTE JUIS 3ar0JIOBKA — 3¢-
¢dext Bouler cripaBa. YcTaHOBUTE Ul oA3aroiioBka - a¢gdexr Cnupannb (JobaButh
3¢ dexT, Bxon, [Ipyrue s¢pdexrni). BectaBure kapTuHKy u3 kareropun Hayka u Tex-
HHUKAa. YCTaHOBUTE AJIs pUCYyHKa — 3¢ ekt Bpamenue.

— Cospaiite cmaiix «Windows XPy, ucrosb3ys aBTopasMeTky Teker u
rpaduka.

Cospaiite ¢ momomuipio obpexta WOrdArt 3aromoBok ciaiiga. YcTaHOBUTE AL
crucka pasmep mpudra — 28, UBeT — CHHHNA. YCTaHOBUTE ISl CIIHCKA TOIYOYIQ TCHb,
3anuBKa — IlmeHna, THI ITPUXOBKH — BepTHKAIbHas. 3aMuBKa 00bEKTa YCTAHAB-
JIMBACTCS C TIOMOIIBIO COOTBETCTBYIoNIeH KHONKK L{BeT 3aJMBKH Ha IMaHSM\MHCTDPY-
MeHTOB PucoBanmne 6o n3 mexio @opmat komannoit IiBera m smnmas’ CBepHYTH
okHO PowerPoint. CHATh KONIHIO 3KpaHa, Ha)kaB Ha KiaBumry PrintScreen, mpexsapu-
TenbHO OTKphIB MeHio ITyck + Iporpammbl. Paseepryts PowerPoint, Beizenuts 06b-
ekT PucyHOK W BcTaBUTH pHCYHOK M3 Oydepa oOMeHa. YcTaHOBHTe (OH ciaiima —
3arotoBka Paayra 2. YcranoBute s 3aronoBka 3¢ ¢exT Bouler enpasa. YcraHOBU-
Te ans cnucka 3¢¢exT Bouier cHu3y cnpaBa. YcTaHOBUTE Ui pUCYHKa 3ddext
7Kanio3u BepTuKajbHbIE.

— Cospaiite cmaiim «Word 2002», ncronbsyst aBTopasMeTky ToJibKo
3aroJiIoBOK.

YcraHoBUTE A 3arojoBKa pasmep mpudta‘— 60, IBeT — TEMHO-CHHUH. Y CTaHO-
BUTE JJISl 3arojIOBKa TOJyOyr0 TeHb. YCTaHOBHTE U TEKCTa pasMep mpudra — 24,
KypCHUB, LIBET — CUHUI. BcTaBuTh B craiia prcyHOK U3 kareropuu Jlroau. YcraHosure
nopsanok pucynka — Ha 3anpuuii nian, Llopepuure Tekcrt, HaxxaB kHOTKY [elicTBus u
BbIOpaB koMaHy [loBepHyTH/OTpa3urh, a 3aTeM — CBOOOAHOE BpaleHHe. Y CTaHO-
BuTe (QoH cnaiina — 'azeTHasi.Gymara. YcraHoBuTe 1is 3aroyioBka 3¢ dexr Brlier
cmpaBa. YcraHoBute s, Tekcta 3ddext Coop cHHU3Y. YCTaHOBHTE AJsI PUCYHKA
3¢ ekt BolneT cHU3y cipaBa.

— Cospaiite cmaiim «Excel 2002», ucnons3ys aBropasmerky TekceT u
auarpamMma.

YcraHoBuTE. IS 3ar0JI0BKa pa3Mep mpHudra — 60, IBET — 3eNeHBI. Y CTAHOBUTE IS
3aroJIOBKa Cepyld TEHb. YCTaHOBUTE I TEKCTa pasMmep mpudpTa — 32, nBer — 3ele-
HbIi. BeTaBuTth, B cinaiiy quarpaMMy ¢ MOMOIIBIO MAHEd UMHCTPYMEHTOB. Y CTAaHOBUTE
¢oH cnaiina—byket. YcranoBure s 3aronoBka 3¢ ekt Bouier cnpasa. YcraHOBU-
Te msnrexrera dddext Cnmpanb. YcraHoBute it auarpamMmsl ekt IosiBiaenue
CHHU3Y.

— YcTaHOBUTE CIeIyIONIHi MopsAaok ciaifnoB: Kypcsl mo uadopmaru-
K€ W BBIYHCIUTEIBHON TEeXHHKE, UTO M3ydanoch, AmmapaTHbIe CPEICTBa,
Windows XP, Word 2002, Excel 2002.

[epelinuTe B pexknM COPTHPOBKH CIAHIOB. Y CTaHOBUTE MacTab H300pakeHHs
Tak, 4T0OBI 0TOOpaXKAINCh Bee caaiibl. ObecreunTs TpedyeMblil HOPSIOK, epeTacKu-
Basl CJIAMbI MBIILIKOM.

— HacTpoiiTe 1eMOHCTpalnio Ha aBTOMaTHYECKHI MOKA3 CIIAHIO0B.

U3 menro [Moka3 caaiinoB BeioepuTe komanny HacTpoiika npe3eHTanuu (W B KOH-
TEKCTHOM MEHIO). YCTaHOBHTE PEXHM IIOKa3a CIaiiloB ABTOMATHYECKHIl U CMEHY
ciaiiios 1o Bpemenn. 13 mento Iloka3 cnaiinoB BeiOepute komanny Hauate mokas.

— 3aBepmuTe paboTy ¢ MPOrpaMMON.
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Tema 14
I'IOBAJIBHASI KOMIIBIOTEPHAS CEThb HUHTEPHET
1 TIporpamma Microsoft Internet Explorer
2 CpezcTBa U TEXHOJIOTHS TIOMCKa wH(popMaiuu B UHTepHETE

OcCHOBHBIEC TeOpeTHYeCKHEe CBeJeHUS
1. Hporpamma Microsoft Internet Explorer. Internet — sto o6benume-
HHE TPaHCHALMOHAIBHBIX KOMITBIOTEPHBIX CeTel, pabOTarONIUX 110 CaMbIM
Pa3HOOOpPa3HBIM MPOTOKOJIAM, CBSI3BIBAIOIINX BCEBO3MOXKHBIE THUIBI KOM-
IBIOTEPOB, (PU3UIECKHN MEepeNalonX JaHHBIC IO Tee(OHHBIM IPOBOAAM,
Yyepe3 CIyTHUKH U paguoMoneMsl. [lpenmymmectBamu Internet semsrorcs
HeJioporast CBsi3b ¥ IIOCTOSIHHOE 00HOBIIeHHE HH(popMaIuy,

[Nomasistomee OONMBITMHCTBO KOMITBIOTEPOB B MIHTepHETE CBA3aHO-IIO
poTokoam tep/ip.

ITpoTokoJ ip — 3TO MPOTOKOJ, OMUCHIBAOIINK (HOpMAT MaKeTa JaH-
HBIX, TIEPEaBaEMOro 10 CeTH (ompeesseT, TAe afpec U Jpoyas Ciryxeo-
Hasi ”HPOPMAITHSL, a Tl CaMH IiepeaBacMble JaHHEIC),

IIporoko.a tCP mpeaHa3HAYEH JUIS KOHTPOJIS NMEPEAAYH, KOHTPOJIS Lie-
JIOCTHOCTH TIepeAaBaeMoil HH(POPMAIIHH.

Tuner cepBucoB Untepueta. Cepprcsi UHTepHeTa Kiaccu-
(unupyroTcs Ha:

* OMJIOJICEHHO20 YMeHUs — 3alpoc ¥ TONyYeHue MHPOpMaIuu MOTYT
OBITh 1OCTaTOYHO CHJIBHO Pa3/IeJIeHb] 110 BpeMEHHU (3JIEKTPOHHAs 1104Ta);

* npsamo2o obpawjenusi — THPOPMAIHS TI0 3aIlPOCY BO3BpAIIACTCS HE-
MeaneHHo. OfHako OT mosydarens hHpopManuu He Tpedyercs HeMen-
JICHHOH peakiu ((akc);

* unmepaxKmueHvle — 31eCh TpedyeTcss HeMeUICHHAsT PeaKIisl Ha MOy~
YEHHYI0 HH(POpPMAIHIO, T. ExJI0TydaeMas nHpOopMaIms SIBIsIeTCs, 10 CyTH,
3arpocoM (Tenedon):

DJIeKTPOHHASK MOYTA OYeHb MOX0XKa HAa OOBIYHYI0 OyMa)KHYIO IIOUTY,
o0nanas TeMH )K€ JOCTOMHCTBAMU M HEIOCTaTKaMHU.

CeteBble HOBOCTH (TeJEKOH(PEPEHINH) TIepeaatoT cOOOIIeH s OT O/~
HOT'O MHOTTIM:

FTP CepBuc — nepenaya ¢ailioB MeXAy pa3sHBIMH KOMITBIOTEPAMHU,
paboTarerumu B ceTsx tep/ip.

WWW (World Wide Web — BcemupHast mayTrHa) — caMblii TIOMYJIsIp-
HBIA ¥ MHTEPECHBIN cepBrc VHTEpHETa U caMoe yIo0HOe CpeicTBO pabo-
Thl ¢ uH(popMarueil. YacTo HCIONb3yeMbl TEPMUHBI, UCIIOJIB3YIONIUECS B
WWW, crienyromue:

* Html (361K pa3MeTku rumepTekcTa) — 370 (POPMAT TUMEPMETUHHBIX
JOKYMEHTOB, ONMCBHIBAIOIINI €ro CTPYKTYpy U cBsi3u. VmeHa ¢aiinoB B
¢dopmare html umeror paciupenune htm;
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* URL (yHuMBepcaJlbHBIN yKa3aTelb Ha pecypc) — Ha3BaHHE CChUIOK Ha
WHpOPMaIOHHEIe pecypchl HTEpHEeTa;

* Http (mpoTokon mepenaun runepTekcTa) — Ha3BaHHUE MPOTOKOJA, IO
KOTOPOMY B3aMMOJCHCTBYIOT KiueHT U ceprep WWW.

ICQ, IRC - mporpamMMbl, KOTOpBIE TO3BOJSIOT IMEPEIHCHIBATHCS C
JPYTUMHU JIFOIBMU KakK I10 JIOKaJIbHOH ceTu, Tak U uepe3 MHTepHer. Ob11e-
HHUE MIPOUCXOUT B PEATEHOM BPEMEHH.

MUD - MHOronosbs30BaTeIbCKUE UTPBI.

Anpecanus B UatepHeTe. B IHTepHETE KaKABIi KOMIIBIOTED
MOJIy4aeT CBOM yHUKaNbHBIN aapec. [IpuHATa nOMEHHas cucTema) MMeEH.
Pazbop ampeca uaer cripaBa HaJIeBo.

Hanpumep, B anpece

topsoft. minsk. by.

by — ykaseiBaet Ha Benapych;

Minsk — ropo, Tie HaXOIUTCSI OPraHU3aIINS;

topsoft — opranuzarus qaHHOTO aapeca.

Kaxmas rpymma, uMeromast ToMeH, MOKET CO3MaBaTh W M3MCEHATH all-
peca, HaxoAsIIMecs oJl ee KOHTpoJieM. JlocTaTouHo 100aBUTh HOBOE UM,
HanpumMep Petrov, B onucaHue aipecoB GBOSLO TOMEHaA.

AJpec 3JIEKTPOHHOI MOYTHI COCTOWT W3 JBYX YacTeW, pa3IeIeHHBIX
cuMBosIoM (@. CrpaBa MHTepHeTa — aipec KOMIIBIOTEpa, Ha KOTOPOM pac-
MoJIaraeTcsi MOYTOBOE OTIECNCHHE, aDOHEHTa, a ClIeBa YKa3bIBACTCA MMS
abonenTa, Hanpumep: Petrov@topsoft. minsk. by.

OcuoBbl umcunonp3eBanuss Microsoft Internet Ex-
plorer 6.0. Microsoft,Internet Explorer — cpenctBo momcoeanHeHus K
WnaTepHeTy M1l MOy ICHHUS JOCTYIIa K THTAHTCKOMY XPaHUITUIY JaHHBIX.

OxHuM U3 TIaBHBIX TOHSATHH Tpu pabote ¢ Internet Explorer sisercs
nousitue Web—ctpanuuet. Tlog Web—cmpanuueii nonnmaetcst 10KyMeHT,
KOTOPBIA COZEPKUT KPOME TEKCTa eIle W TpaduydecKue H300paKeHHS,
3BYKOBOE/ COIPOBOXKICHHE M Hake Buaeom3oOpaxkenms. Kpome Toro,
Web—eTpanriia MOKeT UMETh CCBUIKM Ha IPyrHe CTPAHHIBI WM TOYTO-
BbIC SIIMKHA. B 3aBUCUMOCTH OT HACTPOWKH MPOTPAMMBI TaKHE CCHUIKH
QOBIYHO BBIICISIFOTCS B JOKYMEHTE I[BETOM IUTH TIOAYCPKUBAHUCM. YKa3a-
Teb MBIIIH, MPOXOJs HaJ CCBUIKOH, MU3MEHSET CBOKO (opMy Ha M300pa-
JKCHUE PyKH, & B CTPOKE COCTOSIHUSI OTOOpakaeTcs afpec Mepexoaa, CooT-
BETCTBYIOLUH CCBHUIKE.

PaboTa nporpammel HTepHET HAUMHAETCS € 3arpy3KH Ha KOMITBIOTEP
HayaJbHOW CTpaHUIbl. B KadecTBe HayalbHOW CTPAHUIBI MOXKHO 337aTh
nobyro Web—crpanuiry.

B mporecce paboThl MOXKHO mpepBaTh mporecc 3arpy3ku \Web—
CTpaHulbl, HaXaB KHONKY OCTaHOBHUTH. /{1151 TOBTOPHOI 3arpy3ku TeKy-
et Web—crpannnel HakumaeTcs kHorka OOHOBHTB. J[J1s oOerdeHums
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HepeMeleHus] 10 OECKOHEYHOW MayTHHE CChUIOK Ha pasznuynbie Web—
CTpaHUIBl MOXHO BOCIOJIb30BaThcsl kHonmkamMu Haszag u Bmepen. s
nepexoja Ha HayajJbHYIO CTPaHUIy HYXHO BOCIOJIB30BATHCS KHOIKOM
Jomoii. [l orobpaxkenus npyrux Web—cTpaHuIl Hy)KHO BBECTH B IIOJIE
A/lpec HOBBII ajpec WM yKa3aTelleM MBIIIU BbIOpaTh MHTEPECYHOIIYIO
CCBUIKY B Tekymiei Web—crpanuiie. MOKHO COXpaHHUTH JTHOOYIO CTPAHUILY
Ha CBOEM KOMIIbIOTEpe, BbIOpaB n3 MeHo Daiin xomaHay CoXpaHUTH
KaK.

Hacrtpoiika Internet Explorer. Hacmpoiika nanenu
uncmpymernmo . llanens HHCTPYMEHTOB MOXKHO HACTPaMBaTh: O0TOO-
pakaTh WIIN CKPBIBATh, YAAIATH WU T00ABIATH HA HEH KHOIIKH M T. 1.

Jns HacTpoWKM TMaHeIH WHCTPYMEHTOB HEoOXOIuMO U3 MeH  Buj
BEIOpaTh koMaHy [laHesim HHCTPYMeHTOB, 3aTeM HacTtpoiika.

Iloe TekCT KHONKM CIYXKUAT I U3MEHEHHS HaIANUCEW Ha THaHEIN
WHCTPYMEHTOB.

ITone Pa3mep 3HauKa CIIy>XUT JUIS U3MEHEHHS pa3Mepa-3HaukoB. s
J0OABJICHUS WM yJalleHUs] KaKOH—TM00 KHOIIKH HEOOXOIHMO BBIOPATh ee
B ciicke UMerommecss KHOMKM U HaKaTh lo0aBuTh Win Y aaauth. s
W3MEHEHUsI MOPAIKa CIIEIOBAaHUS KHOIOK HEOOXQIMMO BHIOPATh HYKHYIO
B cnucke IlaHenb HHCTPYMEHTOB U HaXXKaTh KHONKY BBepx niu Baus.

Yexopenue zaepyskxu Web—cmparnuyei. Odens MHOTHE
Web—crpanuripr s Gonbliiel HarsIIHOETH HCIOIB3YIOT rpaduyecKue
u300pakeHusi, 3BYKOBbie © BHIC0d(hdEKTh. 3arpy3ka Takoii Web—
CTpPaHHIBI 0COOCHHO TIPH TIOXO0H CBA3M MOXKET 3aHATH UTHTEIFHOE BPEeMs
(10 HECKONBKUX MUHYT WJIM JaKe, HECKOJIBKUX JECSITKOB MHHYT). YCKO-
puth oToOpakeHne uHTepecyoulerd Web—cTpaHHIbl MOXHO 3alpeTHB
3arpy3Ky Ha IEePCOHANBHBI KOMITBIOTEP H300paKeHUH, 3ByKa HIIH BHUIIEO.
g 5TOor0 HEOOX0IUMO:

* U3 menro Bua BeIOpats komanay CBoiicTBa 0003peBaTeis.

* PackpbITh BKIAAKY JOMOJHUTEIBHO.

* B rpynnesaemenTos ynpasinenus MyabTuMenua cOpocuts He00Xo-
JUMbIE (ITaXKH,

B 3arpyskennoit Web—crpaHuiie BMeCTo pUCYHKOB OYIyT HAXOIUTHCS
IMyCThIE MCCTA, BBIACIICHHBIC paMKOfI U OTMCUYCHHBLIC CIICUAJIBHBIM 3HaA-
KoM "OAHAKO CYIIECTBYET BO3MOKHOCTD 3arpyKaTh KaXIblii pUCYHOK OT-
genbHo. s 3Toro HeoOX0AUMO BBI3BAaTh KOHTEKCTHOE MEHIO Ha MHTEpe-
CyroliieM 3Hauke U BbIOpaTh koMaHay Iloka3aTh pUCYHOK.

Cmena domawmHetd cmpaHuysl . loMalIHAA CTPAHUIA — OTO
Ta CTpaHMIA, KOTOpas 0TOOpaXkaeTcs P KaKIOM 3aIycke 0003peBaTels
Internet Explorer. Kak npaBuiio, 3T0 Ta cTpaHUIa, KOTOPYIO MOIb30BATEIb
4yacTo nmpocMmarpusaert. Jis Toro uyro6sl Web—crpanuity caenath goMari-
HEH, HeOOXO0IUMO:
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* [lepeiitu Ha cTpaHully, KOTOPYIO CJI€IyeT OTKPBIBATH IPU KaKIOM
samycke Internet Explorer,

* 113 meH10 CepBHuc BeIOpaTh kKoMaHay CBolicTBa 0003peBartes.

* PackpsiTh Britagky O0mme.

* B rpynne /loMamHas CTpaHUIA HAXATh KHONKY ¢ Tekymieil.

J1s BOCCTaHOBIICHUSI CTAHAAPTHON JOMAIIHEN CTPaHUIBI HEOOXOAMMO
BOCIIOJIBL30BAaThHC KHONKOW C MCXOAHOM.

Hobaenenue cmpanuy na naneav Ccvlaku u_«8
nanxy H3bpannoe. Tlocne npocmotpa HyxHbIX Web—cTpanui
MO)XHO COXpPaHMTh CCBUIKM Ha HUX Ha naHeau CCBLIKH, YTO IO3BONUT
JIETKO OTKPBITh UX BIOCJIEICTBUU.

J06aBUTh CTpaHUIly HA MaHEIb CChUIOK MOXKHO HECKOJIBKMMH CIIOCO-
Gamu;

* TIepeTallnTh 3HAYOK BHEIOPAHHOH CTpaHUIBI M3 aApeCHON CTPOKH Ha
MaHeJb CCHUIOK;

* IIepeTalTh CChUIKY B nanky Cebliku B ciucke M30paHHoe.

B cnyuae, ecnu ynciio MocTosHHO UCTIONb3yeMbIX Bamu agpecoB Benu-
KO, TO JUI XpaHEHHUs aJgpecoB U OBICTPOroNJOCTYNAa K HUM B IporpamMme
npenycMoTpeHa mnanka M30panHoe. UToObL, 100aBUTh CCBHUIKY B MAamKy
Wz6pannoe, Hamo BBHI3BATh KOHTEKCTHOS/MEHIO B TIOOOM MECTE 3arpyKeH-
HOW CTpaHUIIBI U BBIOpaTh KoMaHLy Jl06aBUTH B M30paHHOe. B mosiBUB-
nreMcsi Auanorosom okHe JlodaeiieHue B u3dpannoe B nosne Mms BBectu
moboe HazBaHHWe Il NaHHOW cebutkd W Haxkatb OK. Ecmu HeoOxommmo
MTOMECTHUTH CCBUIKY B OTIPENeNeHHYI0 nanky, To BMecto OK Hamo Haxats
kHOTNIKY J[06aBUTH B, a’3aTeM MO0 BBHIOPATh CYIIECTBYIONIYIO MAIKY IS
XpaHEHUS CCBUIKH, JIN0O, CO3/1aTh HOBYIO IalKy, HakaB KHONKY Co3aaTh
nanky.

HUzmenenue\xooupoexu pycckux cumeonos. Internet
Explorer aBromaTuyecku onpeaesser, KaKyl KOAUPOBKY HCIOIb3YeT Te-
kymas Webscrpanuma. Ecnu npu otobpakernnn Web—crpaHuisl Helb3st
MIPOYECTh TEKCT HA PYCCKOM SI3BIKE, TO HEOOXOIUMO M3 MEHIO BHA BBI-
Opath komanny KoampoBka (nnm BhI3BaTh KOHTEKCTHOE MEHIO Ha TEKY-
uieil ¢rpanuie 1 BeIoOpate Koanposka).

3menenue 6GelUYUHLl Wpupdmoe omobpadxeHus.
Ecnu Ha skpane 0ToOpakaeTcs CIMIIKOM MEJIKHH MIpU(T, TO €ro BEIUIH-
HY MOXHO M3MeHNTb. {711 3TOr0 HeoOxoanMo u3 MeHio Bua BeIOpaTh Kko-
MaHay Pa3smep mpudra. BozMoXHO mATh THHOpasMepoB mpudTa — OT
CaMoro KPYyIHOTO JI0 CAMOT'O MEJIKOTO.

2. CpencrBa nmoncka undopmanuu B Uurepuere. [Ins1 moucka uadpop-
Malluu B I/IHTepHeTe HCIOJIB3YIOTCA CIICHUAJIbHBIX IMOUCKOBBIC CHUCTEMBI,
KOTOPBIE TIOCTOSTHHO OTCJICKHUBAIOT H3MEHEHUS HH(POPMAIIUH B CETH.
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Ilouckosvie cucmemsbl — 3TO CIIEIHATIBHOE IPOrPAMMHOE O0eCIICUeHHE,
OCHOBHAs 33J]a4ya KOTOPOTO 3aKJII0YaeTCsl B OpPraHU3alMy HauboJee ONTH-
MaJIbHOTO Mmoucka nHpopmanuu B HTEpHETE.

V3BecTHBIC HA CETOAHSIIHUNA ICHb MOMCKOBBIE CHCTEMBI YCIOBHO Je-
JSTCS HA CIIAYIONINE OCHOBHBIC TPYIIITBL:

* TIOUCKOBBIC CHCTEMBI OOINEr0 Ha3HAYEHHs (aBTOMATHYCCKUEC MHICK-
CBI);

* TeMaTUYECKUE KaTayoru (crpaBouHuky) MHTEpHEeTA;

* CICIIMAITN3UPOBAHHBIC IIOMCKOBBIC CUCTEMBI;

* METAIONCKOBEIE CUCTEMBI.

Ilouckoevie cucmemovr obweco nazunaueHrus. OTHOBPES
MEHHO C MOSIBICHUEM CEepBEPOB BceMUpHOI MayTHHBI OBUTH CO3IaHBI CICs
[IUAJIBHBIC NOUCKOBble cepéepbl, OCHOBHAS (YHKITHS KOTOPBIX COCTOUT B
norcKe MH(OOPMALINHU CPeNN pa3IMYHBIX HH(POPMAIIMOHHBIX pecypcoB UH-
TepHeta, BKitouas cepsepbl World Wide Web, FTP, Gopher, Tenckonde-
pennun Usenet u criucku aapecos E-mail.

Crpaterus paboThI COBPEMEHHBIX TIOMCKOBBIX CEPBEPOB-0a3nupyeTcs Ha
JBYX MOJIX0MaX. B mepBoM citydae co3aroTcs U HEIPEPHIBHO MOMOJIHAIOT-
Cs1 OTPOMHBIEC 0a3bl JAHHBIX, XpaHSAIUE HHOOPMAUMO O MHJUTHOHAX J0-
KyMEHTOB, nMetomuxcs B Mareprere. CO0p HHPOpPMAIN aBTOMATHISCKA
BBIMOJTHSIETCS CIICIIMATEHBIME ITPOrpaMMamMu (po6oTaMu, maykaMu | T. 11.),
KOTOpBIC MPOCMATPUBAIOT cepBephl VHTEPHETA, KOMUPYIOT JOKYMEHTHI,
AHATM3UPYIOT BCTPEUAIOIIUECS CIIOBAH BBITIONHSIIOT WHACKCAIHIO. MHoek-
cayusi 3aKIII0YACTCS B BBHIOOpE BCEX 3HAYAIINX CJIOB, HA3BIBAEMBIX KITIOUE-
BbIMH. OJIHH TTOMCKOBBIE CHCTEMBINOOPAa0aTHIBalOT BECh JOKYMEHT, APYyrHe
TOJIBKO OTJAENBHBIC YacTH AOKYMEHTA: Ha3BaHWS, 3aTOJIOBKH, HaYaJIbHEIC
cioBa pasnenoB. CHOpMUPOBAHHBIE TaKUM 00pa3OM HHICKCH JOKYMEH-
TOB — 0a3bl JaHHBIX KIHOYCBBIX CJIOB — JOOABISIOTCS K yXKE CYIIECTBYIO-
MM U XPaHATCSA Ha IOMCKOBEIX cepBepax. OOBIMHO 3TOT HpOIIECC HE Tpe-
OyeT HHKAaKWX YCHJIHK‘CO CTOPOHBI YeJIOBEKa, TaK KaK JaHHBIE HHCTPY-
MEHTHI TOJTHOCTRIO“CKPBIBAIOT OT IOJIB30BATEIIS CIIOCO0 OpraHu3aIyu 6a-
3Bl JAHHBIX U €€ copepkumoe. [1oMCKOBBIE CHCTEMBI TaKOTO pojia Ha3bl-
BAIOTCSI HOUCKOBbIMU CUCTNEMAMU 00We20 HA3HAYEeHUs YT A8mMoMamuye-
cKuMmuinoexcamu. ABTOMaTHYECKUI HHIEKC COCTOUT U3 TPEX JacTeil:

*TIPOrPaMMBI-pOO0Ta;

*.0a3bl TaHHBIX, COOMPAEMOI ITUM POOOTOM;

s mHTEpdeiica U1 OCYIIECTBICHHS TIOUCKA B 0a3e TaHHBIX.

TUNUYHBIMU TPEICTABUTEISIMA aBTOMATHUYCCKUX WHICKCOB SIBIISIFOTCS,
Harmpumep, Alta Vista u Lycos. C Touku 3peHus MoJIbp30BaTelisi aBTOMATH-
YecKHe WHICKCH paboTaroT MOCTATOYHO MPOCTO: IONB30BATElb 3aJacT
KJIIOUEBOE CJIOBO MU (pa3y, MOCTPOCHHYIO U3 KIIOYEBBIX CIIOB IO OIpe-
JENICHHBIM TIPaBHJIaM, a TIOMCKOBas MAaIllHa B OTBET HA 3allpoC BBIIAET
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cnucku U Tounble aapeca (URL) Tex 1OKyMEeHTOB, KOTOpbIE COOTBETCTBY-
10T ATOMY 3aIlpocy.

Temamuueckue rxamanoeu. Jpyrod moaxox mpeanoiaract
OpTaHM3alHI0 TIOMCKOBOTO CepBepa Kak HpPeAMETHO-OPHUCHTHPOBAHHOM
CHCTEMBI, IJie WHPOPMAIHs MO0 OTACIFHBIM TeMaM COOpaHa B COOTBET-
CTBYIOIIUX Karayjorax. IIpuMepaMu MOTYT CIIyXHTh cepBepbl Yahoo u
Galaxy. ITorckoBble CHCTEMBI TAKOTO POJia YACTO HA3bIBAIOTCS IPEIMET-
HBIMH WJIA TEMATUYECKHMHU KaTalloramMy. TeMaTHYecKue KaTalloTH WCs
MOJIB3YIOTCSl B TE€X clydasiX, Korjga cpopMmysIMpoBaTh 3alpoC ¢ MOMOIUBIO
KITIOUEBBIX CJIOB TPYAHO B CHITy CHEIM(HUKH pa3sbICKUBaeMoN HH(DOpManuu
WU HEIOCTATOYHOCTY 3HAHUN 110 HHTEPECYIOIIEH TeME.

B karamor mH(OpMAaIMs 3aHOCHUTCS IO HWHUIMATHBE MOMB30BATEII.
HobaBisieMasi cTpaHUIa JOJDKHA OBITH JKECTKO NPHBSI3aHA K-IPHHATHIM B
KaTaJiore KaTeroprusiM. Pe3ynbraToM sBIsSICTCS MOCTOSHHO QOHOBIISIFOIITIIA-
Csl IPCBOBUJIHBIN KAaTaJIOT, HA BEPXHEM YPOBHE KOTOPOFO’COOPAHBI caMble
00IIKe KaTeropuy, Takue, Kak «Ou3HeC», «HayKay; «00pa3oBaHue» U T. II.,
a JJIEMEHTHI CaMOTO HIDKHETO YPOBHS TIPENCTABISIOT COOOH CCBIIKM Ha
otaensHbie Web-crpanunsl 1 Web-y3iel BMeCTe ¢ KpaTkuM OMMCAHHEM
HX COJACPIKUMOTO.

BriOpaB Hy>KHBII pa3fen, TOb30BarTelb MOMyJYaeT CIHCOK IOoapasze-
JIOB, CYXalOIIUK KPYyT, M TaK J0 TEX 0P, [I0Ka He TIONaJeT Ha CTPaHUILY,
COJIEpKAIIYI0 CCHUTKHA Ha HYKHYI0, MH(popMaruio. TemaTnyeckre Kataio-
TH HE MOTYT KOHKYPHPOBAaTh(C IIOMCKOBBIMHI MAIIMHAMH IO ITHPOTE OXBa-
Ta wHpopManuu. VX NpemMyIIecTBO 3aKIOYaeTCS B TOM, YTO BEPOST-
HOCTb OOpamieHust K MH(opMauu, He UMEIOIIeH OTHOIIEHHSI K TeMe MOo-
HCKa, O4YeHb Maia. Jiis ‘eOnerdeHus mpocMoTpa HHPOPMAITHOHHBIX PECYp-
COB MHOTHE TeMaTHICEKHE KaTaJOT'H UMEIOT COOCTBEHHEIE MTPOCTHIE MO C-
KOBBIC CUCTCMBI, ITO3BOJIAIOIIUC MTPOBOAUTH IMMOUCK IO KIIFOUCBBIM CJIOBAM
BHYTPHU caMQI0 Karamora. TOIbKO MOUCK OCYIIECTBISICTCS HE B CONCPIKH-
MoM campx Web-cepBepoB 1Mo BceMy MHUPY, & B UX KPAaTKHX OMHCAHHUSAX,
XpaHsufipxest B 6a3e JaHHBIX KaTtajgora. OTMETHM, YTO CTApPEeHIINI KaTajaor
Yahoo. mipencraBiser coboil Mepapxuueckd opraHuzoBaHHbI \Web-
KATaNoT, KOTOPEI TeHEepHUpyeTcsl moxyaBToMaTHuecku. CCBUIKH Ha pas-
TMUYHBIE PECYpChl COOMPAIOTCS ABYMS CIIOCOOAMHU: MPHUCHUIAIOTCS TIOIH30-
BATEJISIMU U M3BJICKAIOTCS TPOTPaMMaMHU-pOOOTaMHU.

Cnenumanu3upoOBaHHBIE NOUCKOBBIE CHCTEMBI. [lonck
WHPOPMAINH B TJI00ATBHON CETH OCYIIECTBILIETCS CIICIHATH3HPOBAHHEI-
MU MOMCKOBBIMHU cucTeMamu. Hampumep, U1 HaxoXAeHUS (aiyioB Mo ux
umenam Ha FTP-cepBepax mpumensiercst cucrema Archie. ITporpamma Ve-
ronica oCyIecTBIISET aHAJOTHYHYIO (DYHKIHIO CPEIU CEPBEPOB, OOCITYKH-
BaeMbIx cucremoit Gopher.

B cnenmamm3upoBaHHBIX HMOUCKOBBIX CHCTEMaX HCIOJB3YEeTCs IOCTa-
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TOYHO IMPOCTasi TEXHOJOrUs IOoucKa. ' JJaBHOE MX OCTOMHCTBO 3aK/IrOya-
€TCs B BBICOKOW CTENEHU COOTBETCTBHUS HAWICHHON MH(MOPMALUH 3arpo-
cam nosb3oBatend. OHaKoO Takue CHelHaIN3upOBaHHbIE KaTajJord U UH-
JEKCHI CHCTEMBI Pa0OTAal0T MEIJICHHEE, YeM IOMYISIPHBIE TOUCKOBEIE CH-
CTEeMBbI O0ILIero Ha3HAYEHHUS.

MeTanoucKOBBlE CUCTEMBbl. EciM OOMH M TOT ke 3ampoc
HaIpaBUTh Pa3IMYHbIM ITOMCKOBBIM HMHCTPYMEHTaM, TO pe3yJbTaT IOoMCKa
OyZeT pa3HbIM U MO KOJIMYECTBY HAIGHHBIX TOKYMEHTOB, U MO UX COOT-
BETCTBHIO CACIaHHOMY 3ampocy. MeTarnoucKoBbIE CUCTEMBI, WK METauH-
JIEKCHI, MTO3BOJIAIOT YCOBEPLIEHCTBOBATh IMOMCK IIyTEM IEpefaydd 3arpoca
OJIHOBPEMEHHO HECKOJBKUM IOUCKOBBIM cuctemaM. [lomyueHHble B pe-
3yJIbTaTe MOMCKa ITOKYMEHThl OOBEAMHSIOTCS B OOIIMN YMOpsAAOYSHHBIN
OTIPEIIENICHHBIM CTIOCOOOM CIIHCOK.

Metanonuck >KOHOMHUT BpeMs, Tak KaKk HET HEOOXOIUMOCTH "OIpaIli-
BaTh K&yl IMOHCKOBYIO CHCTEMY OTHENbHO, U YBEIUYMBASTBEPOST-
HOCTh MOJyYeHHsI HY)KHOH mosb3oBatento uHpopmaimu:~Henocratkom
METAIONCKA SBIBIETCS TO, YTO IPH OOPAIIeHNH K Pa3HBIM ‘HOUCKOBEIM Ma-
[IMHAM 3alpoc MPUXOTUTCs GOpMyNHUpoBaTh B (QOPME; MOHITHOU BCeM
MaliMHaM. DTO He TMO3BOJIAET MCIOJNb30BaTh TOHKUE HWHAWBUIYaJIbHbIC
HAaCTPOUKH W BOBMOXXHOCTH KaXKIOW OTAEITHFHON MAIMHUHBIL.

TexHonorus noucka uHPpopmauvu B HNHTepHeTe.
[epBbie mark Mo MOUCKY HEOOXOMUMON HHPOPMAITUH OTIPEICIIAIOTCS TEM,
B Kakoll Mepe MmoJib30BaTeNb BiajeceT u3ydaeMod TeMon. Eciaum mmeercs
TOJIBKO O0IIIee MpeCcTaBICHHE O TEME, TO ECTECTBEHHO HAUMHATEH MTOUCK C
TEMAaTHYECKUX KATaJoroB. 37eck 0COObIX mpobiieM He Bo3HuKaeT. [1oib-
30BaTeNb O0SM3aTENbHO HAWAET CCHUIKM Ha WH(OpMAanMOHHBIC 0a3bl NaH-
HBIX WM OTAEIbHbIE TOKYMEHTHI.

B Tex ciydasx, Koria 1olib30BaTellb BIIaJceT TEPMUHOIOTHEH U UILET
OpUTHHAJBHEIE, CTIEHUPIIeCKHE JOKYMEHTHI, yIoOHee MPOBOIUTE MOUCK
C TIOMOIIIBIO TIOMCKOBBIX CHCTEM OOIIEro Ha3HAUYCHHS.

Tpebosanua~ Kk nouckoguim cucmemam o0b6wezo
HaznayeHusn. C TOUKU 3peHHS IMOJIL30BATENS OOIIEHUE C ITOMCKOBBI-
MU MallFHaM# JOJDKHO OBITh MPOCTBIM, HE TPEOYIOIIUM ITOATOTOBKH M
crieMalibHBIX HaBBIKOB. [10p30BaTENbh TOHKEH UMETh BO3MOKHOCTb.

»*Crenath 3ampoc Ha POJHOM SI3bIKE B eCTeCTBeHHOW (opme. Hampu-
Mepy, «Mcronb3oBaHne KOMIIBIOTEPOB NPU M3YHYEHUH BBICIIEH MaTeMaTu-
K,

* OrpaHuuuTh 00JIACTh MTOUCKA JOKYMEHTOB. DTO OTPAaHHMUYCHHUE MOXKET
ONpEAETATbCI MECTOM M BPEMEHEM CO3/1aHusl JOKYMEHTA, SI3bIKOM, Ha KO-
TOPOM OH HaIHCaH, TEMAaTHKOH pa3bICKUBaeMon HH(GOPMAaIIHH.

* B orBeTr Ha 3ampoc NOJIY4YMUTh MEpPEUYEHb HANUJAECHHBIX JOKYMEHTOB C
KpaTKUM HMX ONHCAHUEM, JOKYMEHTHI NOJDKHBI MaKCHUMalbHO COOTBET-
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CTBOBATH 3aIIPOCYy.

* [Ipu HEOOXOMUMOCTH 3arpy3UTh HYXXHBIC JOKYMEHTHI Ha CBOW KOM-
MBIOTEP I AaJTbHEUIIero NCIOIb30BaHHUA.

JleficTBUS TOMCKOBOM MAIIWHBI, CKPBITHIE OT MOJIb30BATENs, CBOJAUTHCS
K CIIeyIoleMy:

* [IepeBo/1 KITFOUEBBIX CJIOB HA 3aaHHBIN S3bIK.

* [Ton0op CHHOHUMOB K KJIFOYEBBIM CIIOBAM.

* YueT Mopdosnoruyeckux BapuaHTOB ciI0B. Hampumep, uckath A0KY:>
MEHTHI, COJiepKallie He TOJIbKO CIOBO «aBTOMOOWIIBY, HO U «aBTOMOOU-
JINY», «aBTOMOOMIIEH» U T. 1.

* [IpoBeneHme MovcKa Ha YKa3aHHBIX IOJIb30BaTEIIEM S3bIKaX.

* CMbICIIOBOH OTOOp HANJAEHHBIX JOKYMEHTOB IO COOTBETCTBHUIO HX
TEeMaTHKe 3a1poca.

» CucteMaTu3aIys JOKYMEHTOB TI0 CTEIIEHH UX COOTBETCTBUS 3aIpOCy.

* [IpencraBieHne HalIEHHBIX JTOKYMEHTOB B YIOOHOM U TMOHATHOM
IS TIOJIB30BAaTElIs BUJE.

Kaxnast M3 TOMCKOBBIX CHCTEM IpeyIaraeT-jiBa crocoba ToucKa —
MPOCTOM U CIIOKHBIH.

Ilpocmou nouck 3aKito4yaeTcss B TOM, MTQ 3alpoC COCTOUT M3 Habopa
KITFOYEBBIX CJIOB, & IMOMCKOBAs MalllWHa’BO3BpAIIACT JOKYMEHTBI, COICp-
Kalue XoTs Obl 0IHO M3 ATUX cIIOB: LIpu TakoMm moucke OyAeT HalaeHo
MHOKECTBO JIMIITHHUX JOKYMEHTOB,\ HE MPEACTaBIAIOIIUX HHTEPEC IS
ITOJL30BATENS.

s noBbimeHuss 3()GEKTMBHOCTH TIOWCKA HCIIOJIB3YIOTCS CPEJICTBA
MOUCKA, MO3BOJIIIONHEADOPMYIINPOBATh TOYHBIC CI0XCHbLE 3apochl. [1pa-
BHJIa TIOCTPOCHHS CIOXKHBIX 3alPOCOB HAXOJATCS B CHPABOYHBIX (haiimax
KaKJI0i IOMCKOBOM CHCTEMEL.

[IpUHOUABIN\CUCTEMATHUYECKOTO MOHUCKa, HUCIOJIb3YeMbIE
B TOH WJIM WHOHM CTENEeHU MPAKTUYECKH BCEMH COBPEMEHHBIMU ITOMCKOBBI-
MU MalluHaMI CIIeTYIOIIHE.

HHouck’ecex ¢popm crnoea. Jlng moucka Bcex CJIOB, HIMEIOIIUX
oOUINiA KOpeHb, UCIIONB3YeTCs 3HaK *. Hanpumep, B pe3ynbTaTe MoKMcKa 1o
3ampocy KOMIbIOTEP* OyAyT HaWICHBI JOKYMEHTBI, COJICpIKAIIUE CIIOBA:
KOMIIBIOTED, KOMITBIOTEPHI, KOMITBIOTEPOM, KOMITBIOTEPHBIC | T. II.

PH}I IIOMCKOBBIX CHCTEM ACJIAKOT 3TO aBTOMAaTHYCCKH, paBBICKI/IBaH 0-
KYMEHTBI, coJieprkaliue Bce Mopdoorndeckie GopMbl KIIFOYEBOIO CIIOBA.

Houck ¢paswv. JIng moucka B ToKyMeHTe (hpa3bl WK CIOBOCOYE-
TaHUs UCHOJb3YIOTCA JIBOMHBIE KaBblukM. Hampumep, mo 3ampocy «uH-
(hopMaIMOHHBIC TEXHOJIOTUH» OYAYT HaMIEeHBI JOKYMEHTBI, COACpIKAIIHIE
3TO CJIOBOCOYETaHHE Oe3 BApUAHTOB.

Brxawuenue u ucknwuenue KiwuYesviX CH06. 3HAK
IUTFOC, YKa3aHHBIM Tiepel CIOBOM WM (pasoit 0e3 mpobOena, TpeOyer
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BKIIIOUCHHS 3TOTO cjioBa ((ppa3bl) B JTOKYMEHT, a 3HaK MUHYC — €r0 HC-
KIIIOUeHHs. OTO O3HawaeT, uro mo 3ampocy «llomck B MHTepHETE»—
«TOMCKOBBIC MAIIMHBD» U3 CIHCKA OKYMEHTOB, HAHICHHBIX IO 3alpocy
«[louck B HWHTepHeTe», OymyT HMCKIIOUEHBI JOKYMEHTHI, COICpIKaIlue
(pasy «IOMCKOBBIC MAIIMHBD.

Jloeuueckue 3anpocu . B Takux 3ampocax MpUMEHSFOTCS JIOTH-
yeckue oneparopsl OR, AND, NOT u NEAR, cBs3pIBaronme HECKOIbKO
cioB Wik ¢pa3 B oauH 3anpoc. OnucaHne Ha3HaYeHHs 3THX ONEepPaTOpOB
TPUBOJATCS B TabmwuIe 1.

HHTepHeT mo-pa3HOMY MPEICTABISACT MMOIB30BATENSM PE3YINbTATHI 10~
ncka. OOBIYHO 3TO HYMEPOBAHHBIN CIMCOK HAWACHHBIX I10 3aIIPOCy JOKYS
MeHTOB. [l Ka)XXI0T0o JOKYMEHTa, KaK MpaBHJIO, COOOMIAeTCsl ero Ha3Bas
aue, URL, pa3mep, BpeMs OOHOBIJICHHUS JOKYMEHTa M HECKOJIBKQ TIEPBBIX
($pa3 TeKkcTa, Mo KOTOPEIM MOXKHO CYIUTH O €ro coaepkanuu. Psm,momc-
KOBBIX CHCTEM JalOT KPaTKOe pe3loMe, M3 KOTOPOI'0 MOYKHO“IOJIYYHTb
IpE/CTaBIeHHe O TOM, B KaKOM KOHTEKCTE YHMOTPEONISIOTCS. KIFOUueBbIe
CIIOBA.

HasBanue nokymenta u ero URL odopmitsitoTcsi B Biie THIIEPCCHUIKH,
10 KOTOPOH ITI0JIb30BATENNb UMEET BO3MOXKHOCTB+3aIPY3UTh JOKYMEHT Ha
CBOW KOMITBIOTED UL IIPOYTEHHS, COXpaHeHHs W rmevatu. [louckoBas cu-
CTeMa OLICHMBACT PE3yJIbTaThl MIOUCKA M BEIBOAWT CITHCOK JOKYMCHTOB B
Ollpe/ielieHHOM Topsiake (pamxupyeT aOKymeHTbl). Takum oOpasom, B
HavaJle CIUCKa OYAYT HAXOOUTHCS TOKYMEHTHI, HMEIOIe Ooee BRICOKYIO
CTETIeHb COOTBETCTBUS 3aIIPOCYy.

Bvisoo pesynvmamoe’ moucka.Kaxnas nouckopas cucrema

Kaxkmast momckoBas CHCTEMa WCIONB3YyeT COOCTBCHHBIE KPUTCPHH
PamXHPOBAHUS TOKYMEHTOB KaK IPU aHAIIM3E Pe3yJIbTaTOB MOUCKA, TaK U
npu GopMHpOBaHMM HHJEKCA. BciepcTBue 3TOro pesynbTaT MOMCKA I10
OTMHAKOBOMY 3aIlpocCy, OYIeT pa3IudHBIM IS KaKIOro MOUCKOBOTO HH-

CTpYMEHTA.

Tabruya I."Haznauenue oneparopoB OR, AND, NOT u NEAR

OR (unu)(")).Korna snemenTs! 3anpoca cBszansl oneparopoM OR, 310 03Haua-
€T, 4TO B JIIOOOM W3 HaWJEHHBIX JOKYMEHTOB JIOJDKEH IPHCYT-
CTBOBaTh XOTs Obl OIMH M3 HUX. Hampumep, 10 3ampocy ChIIUK
OR pnerexkTHB. OynyT HailiJieHBl JOKYMEHTBI, COJEp)KaIIUE Kak
o0a cIoBa, TaK U KaXJ0€ U3 HUX B OTJEIbHOCTH.

AND (u) | DTOT JOTHUYECKHIA ONIepaTop yrnoTpedIsseTcss B TOM Ciiydae, Koraa
HE0OXOIMMO MPUCYTCTBUE BCEX COENMHEHHBIX UM clioB. Hampu-
Mep, mo 3ampocy uHpopmanuoHHbie AND TexHos0rMH B
HaliIeHHBIX JOKyMEHTaX OyayT MpHUCYTCTBOBaTH 00a cioBa. Of-
HaKO, OHM He 00s53aTeNbHO HAXOJATCS B TEKCTE OJHM3KO JAPYT OT
JIpyTa WU CBS3aHbI [0 CMBICITY.
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NOT (ne) | CroBa miu ¢pasbl, mepen KOTOPEIME CTOHUT JTOT OIeparop, Oy-

IOyT MCKIIIOYEHBI W3 Pe3ylbTaToB Ioucka. Hampumep, 3ampoc
«nouck B UurepHere» NOT «momckoBble MAIIMHBI» aHAIO-
THYEH 3alpocy «MmoucK B HHTepHeTe»—«MOUCKOBBIE MAaIIH-
HBI».

NEAR Omepatop yKa3bIBacT Ha TO, YTO [jBA CIIOBA JOJKHBI OBITH pa3ie-

JeHBl He GoJiee UeM JeCATHIO CIOBaMH. B psilze MOMCKOBBIX CH-
CTeM JIJIsI 3aIpoca Ha MOMCK CJIOB, PACIIOJIOKEHHBIX HA OMpee-
JICHHOM PACCTOSIHUM, IPUMEHSIOTCS (DPUTYPHBIE {} M KBaJpaTHbIE
[1 ckoOKH.

ITomp30BaTenb MOXKET caM IMOBIHATHL Ha MOPAA0OK PpAHKHUPOBAHUA J10-

KyMEHTOB, YKa3aB B COOTBETCTBYIOILIEM OKHE HanboJiee 3HaUlMBbIE CIIOBA
¢pas3sl. B aTOoM ciyyae pamwkupoBaHue OyAeT MPOBOAUTBCI-TAKHUM 00pa-
30M, 4TOOBI B Ha4Yaje CIHCKA OKA3aUCh JTOKYMEHTHI, COJepiKaIlue UMCH-

HO

O9TH CJIOBA U (1)[)3.3])1. Ecnu cchUlok MHOTO M _OHHM HE ITOMEIIAIOTCS Ha

CTpaHHUIle, TO TOCJE NMPOYTEHHUS NEPBOM CTpaHUNBI MOXKHO IepeiiTh Ha
BTOPYIO U T. 1.

OO, WN P

TE;

Bonpocs! 1)1 caMOKOHTPOJIA
ITouemy VHTEepHET HA3BIBAIOT CEThIQ, CETEH?
Kakne Bo3MOXHOCTH TIpeTOCTABNCT YenoBeKy MaTepHeTr?
Kak xmaccudummpyrorces cépsepsl MaTeprera?
KaxoBbl Ha3HaueHne U.cTpykTypa |IP-aapeca kommeroTepa?
st gero OpLta pazpaboTaHa TOMEHHAs CHCTEMa MIMEH?
Kaxue BBl TOMCKOBBIX CHCTEM HCIIONB3YIOTCS LIS TTOUCKa HHPOP-
Maiuu B ceTi VIHTepHeT?
Onwuimre NPAHUHUIBLI pa0OTH ABTOMAaTHYECKUX HHAEKCOB.
YTo TaKO€METAIIONCKOBBIE CHCTEMBI?
KaxkoBsi JOCTOMHCTBA U HEJOCTATKHU METAIIOMCKOBBIX cuctem?
JIst 9ero UCTONB3YIOTCS CIIEIMATN3UPOBAHHbIEC TIOUCKOBBIE CHCTEMBI?
B.kakux ciygasx menaecooOpa3sHO HCIONh30BaTh TeMaTHYECKHE KaTa-
JI0TH AJIs TOMCKa MH(popMaluy B cetd MuTepHeT?
Kaxne BO3MOXHOCTH MOWCKA JOJDKHA MPEIOCTABITH MOJIB30BATEIIO
MIOMCKOBask CHCTEMa O0IIero Ha3HAYeHHs?

JlabopaTtopHasa paboTa
L] e nv : mprOOpETEHNE HaBBIKOB TTOKCKa HHopMarn MHTepHeTe.
3aoauu:
— YMETb OCYIIECTBIATh OMCK He00X0auMoi nHpopmarmy B MHTepHe-

— YMETh OTIIPABIATh U IPHHAMATH 3JICKTPOHHBIE COOOIICHHUS.
Xo0 pabomui
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1. Pabota ¢ mporpammotii . Microsoft Internet Explorer.

— Bamyctute nporpammy Microsoft Internet Explorer qeas bl menKHys
IO APJIBIKY IPOTpaMMbl Ha paboueM cTolle.

— Jlns yBenndeHHs pabouel OBEpXHOCTH dKpaHa yOepuTe ¢ Hero ma-
Helb CChLIKH.

B koHTEeKkCcTHOM MeHIO Ha Jr000# maHenu cHUMHTE (Bakok CebLIKH.

— Jlnsg otoOpakeHUs BCeX KHONOK IMaHENIH WHCTPYMEHTOB yOepuTe
MIOJIUCH K KHOIIKAM.

B koHTEeKkCcTHOM MeHIO Ha 1000 manenu cHuMuTe (iaaxok [loanucu k KHOMKam.

— M3menute pasmep mpudTa CTpaHUIA OT CAMOTO MEJIKOTO 10 CaMOro
KpPYITHOTO.

13 menro Bun Bei6epute Ilpud el

— ITocMoTpuTe, Kak BIUSET BHIOOD fA3bIKAa HA OTOOpakeHHe MHGOpMa-
LMY HA DKpAHeE.

13 menro Bun Bei6epute Ilpnd el

— Ycranosute s3pik Kupunisimma mo ymMoIdanuio Jijisl BCeX CTPAHMII.

13 mento CepBuc Bribepute komanay CBoiicTBa o6o3peBarensi. Ha Bkinanke 00-
e Haxmute lpugrel. B ciincke HaGopel 3HakoB Boibepete koManny Kupuiiu-
ua u Haxmure OK.

— s yCKOpeHus 3arpy3Kd CTpaHUI] 3alpeTUTe 0T00pakeHne PUCYH-
KOB IIPH 3arpy3Ke.

13 mento Cepsuc Boibepute KoMaHny CBoiicTBa 0003peBatensi. Ha Bknanke [lo-
MOJIHUTEIBHO B cekipr MyabTuMeana copocbre irakok OTodpakaTs pUCYyHKH.

— OOHOBHTE cofep)KaHNE CTPAaHUIIbI ‘Ha dKpaHe JUId KOHTPOJI CAelaH-
HBIX U3MEHEHUMH.

Haxxmure KHOIIKY OOHOBHUTH Ha<ITaHEIN HHCTPYMEHTOB HWIJIU BLI6epI/ITe OOHO-
HMEHHYIO KOMaHAy U3 MCHIO Bl/l}l.

— BeiBenuTe 110001 U3 CKPBHITHIX PUCYHKOB Ha DKPaH.

W3 KOHTEKCTHOTO MEHIO Ha PUCYHKE BBIGepI/ITe KOMaHay IToka3zaThb PHUCYHOK.

— 3arpy3ure HauajbHyto crpanuly cepsepa YO «ITY um. @. Ckopu-
HBD».

B nore Anpec BBeaute WWW.gsu.unibel.by.

— IloceTHTe HECKOIBKO CTPAHUI] M BEPHUTECH K HAYAJILHOM CTpaHULIE.

— IlocmMoTpHUTE CIMCOK MOCEIAaeMbIX BAMH CTpaHuL VIHTEpHET.

— Ilepeiinure Ha CTpaHuWily IIOMCKOBOrO cepepa Rambler
(wwwirambler.ru), 3atem BepHHTECH HA HAYAJIBHYIO CTPAHHMILY.

< Tlomp3ysce cchulkol HA TeKymed crpanuie MHTepecHble CChUIKH,
y3Ha#Te o norojie B Muncke, ['omene u Mockage.

~ CoxpaHuTte JF000# W3 PUCYHKOB CTPAHHMIIBI B CBOCH TMaIlke Ha JHUCKE
F:.

— Ilepeiinute Ha TOMAITHIOK CTPaHULLY.

— Coznaiite B WOrd cBOIO CTpaHHYKY U COXPaHHUTE €€ B CBOIO MAIKy Ha
nucke F:.

— ITocMoOTpuUTE CO3aHHYIO CTPAHUUKY.
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3. [Nouck nubopManuy.

— Ilepeiimure Ha cTpaHHIly WHPOPMAIMOHHO-IOMCKOBOTO CepBepa
Yandex (www.ya.ru).

— Haiinure moxyMmeHTHI, conepxaiue cioBo «Mapopmarnkay, «H-
(hopMauOHHEII» (0OTHOKOPEHHEIE CIIOBA).

— Haiinute TOKyMEHTBI, COAEpKALIUE OTHOKOPEHHBIE CJIOBA CO CIIOBOM
«MH(DOpMaTHKaY, HO HE COIEPIKAIIIHEe CaMO 3TO CJIOBO.

— Haiinure noxyMeHTHI, colepxaliue cTosmue psaaom ciosa «udops
MaTHKa» U «BEIYHCIHTEIbHAS TCXHUKAY.

— Haiimute mokyMeHTHI, comepkariue cioBa «HpopMmaTukay, v «BbI-
YHUCIIUTEIbHAS TEXHUKAY
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Tema 15
JIEKTPOHHASI TIOUYTA
1 OcHoBHBIE CBEZIEHUS 00 AIEKTPOHHOM MOUTe
2 Ionb3oBarenbckuii uaTepdeiic mporpammer Outlook Express
3 HUcnone3oBanue Outlook Express mmst paboTsl ¢ MEKTPOHHOW TOY-
Toil IHTepHeTa
4 AnpecHast KHUTa

OcHOBHBIE TeOpeTHYECKHEe CBeJeHUSH
1. OcHoBHBIe cBeleHHs 00 3J1eKTPOHHOI mouTe. C nomombio MHTEpHE-
Ta MOXKHO OBICTPO OOMEHMBATHCS WH(pOpMAIMel, KOTopas MOXKET ObITh
JOCTyIHA BceM. IMEHHO Takoro poja CBEICHUSMH 3aIOJIHCHBI CTPAHUIBL
Bcemupnoit naytunel. Ho gepes MHTEpHET niepenaetcs u yacTHas uHGop-
MaIys, KOTOPYIO TOCTaBIsAeT dekTponHast moura (E-mail).

Dnexmponnaa nouma npeAHa3HaYeHa IJIS Tepeaadd MOYTOBBIX CO-
oOuieHnid U (ailyioB 3JIEKTPOHHBIM CIIOCOOOM OT OJHOI'Q TOIb30BaTEs,
VMMEIOIIETO OTPEIEIICHHBIN KOMIIBIOTEPHBIN aIpec, K APYyTroOMY.

DJIEKTPOHHAS TI0YTa UMEET PSJ] IPSUMYIIIECTB B, CPABHEHUHU ¢ OOBIYHOI
noutoid. Hanbonee BaxkHOE U3 HUX — 3TO CKOPOCTHIEPECHIIKH COOOIIIe-
HUHA. J[pyroe mpeuMyIecTBO COCTOUT B TOMj. YTQ“3JIEKTPOHHOE ITHCHMO
MOXET COJCPIKaTh HE TOJBKO TEKCTOBOE COOOINCHHE, HO M BIOXKCHHBIC
(haiinel (mporpammsbl, rpaduku, 3ByK).

DJEeKTPOHHOE TMOCIaHNe TepernpasisieTrcs o MHTepHeTY Tak ke, Kak
mobast nmpyras nHapopmarus. CooOmeHne JAeIuTcs Ha HeOOoJbIINe YacTH,
KOTOpBIC YITaKOBBIBAIOTCS B «IAKETHI». [10 MpUOBITHH HA MECTO pa3pos-
HEHHBIC YaCTH HChMa COOUPAIOTCS BOSITUHO.

DJEeKTPOHHAS TI0YTA MOKET\CTIONB30BATHCS IS

* BEJICHUE JIMYHOU MEPEIICKY;

* pabOTHI CO CITMCKAMU PACCHLITKH;

* ygacTus B Tellekordepenmmsx Usenet;

* IEPECHUIKH, (HaHIIOB.

Kaxnpril moyib30BaTenp 3JIEKTPOHHOM MOUYTHI AOKEH UMETh CBOM ce-
TEBOU ampec, KOTOPBIA COAEPKUT WACHTH(MUKAIIMOHHOE UMSI MTOJIh30BaTe-
11 — |D;grak pazgenuTens (@ U JOMEHHOE UMsl, T.€. COCTOUT U3 Mepco-
HAJEHOW-U 00IIeH 9acTH, KOTOPHIE pa3liesieHsl 3HakoM (@. [Ipu sToM Bce
CIIOBA MUIITYTCS JIATHHCKUMU OyKBaMH.

I1pumepol agpecoB AIMEKTPOHHOU TOUTHI:

Maria @bspu. unibei. by
Petrov@usadba. ac. ru

Kaxxmoe mucpMo 3NEeKTPOHHON MOYTHI COAEPXKHUT TBE OCHOBHBIC YaCTH:
3arojIOBOK IMHChMa M TENO MuchMa. [10CKOIBKY 3JEKTPOHHOE MHCHMO Ha
IMyTH K CBOEMY ajpecary MPOXOIUT Yepe3 NECSITKA BBICOKOCKOPOCTHBIX
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JIMHUH CBSI3M, €TO 3aroJIOBOK UMeeT 0oJiee CIOKHYI0 GopMy, YeM HaINUCh
Ha 0OBIYHOM TOYTOBOM KOHBEPTE.

3HaKUW HdMOLUMNA B DIEKTPOHHOW moute. [na «oxusie-
HUSD» DJJIEKTPOHHBIX THCEM HCIOJIB3YIOTCA CMaliuku. Cmaiauk — 3TO
MPOCTO KOMOWHAIMS W3 HECKOJNBKUX TEKCTOBBIX CHMBOJIOB, KOTOPEHIC B
COBOKYITHOCTH TIOXOXKH Ha JIMIO YEJOBEKa — YIBIOAIOIIeecs], TOIMUTHBa-
olllee, OTOpPYEHHOE | T. 1. Yalie Bcero MCIoib3ylTCs, HapuMep, TaKue
CMaMINKU:

. -) — ynbiOka;

*)))) — cmex;

. - (— rpycTb, eYab;

; - )— HOAMUTHBaHHE;

. - 0— kpaliHee ynuBICHHE.

CMalJIMKH UCIIOJIB3YIOTCS HE TOJIKO B DIIEKTPOHHBIX \IHChMax, HO H
BOOOIIIE TTpU OOIIEHNH B ceTH MHTepHeT.

TexHOMOTUS KiaueHT-cepBep aAnsiccE-mail. Kak u Bce
cepBHCHl VHTepHeTa, 3JCKTPOHHAS IOYTa MOCTPOCHA B COOTBETCTBUH C
TEXHOJIOTHEH KIHMeHT-cepBep. [10UTOBBINA CepBEp HAXOTUTCS Ha KOMIIBIO-
Tepe mpoBaiiiepa WK B JIOKAJIBHOHW CETH, DTa MporpaMmma KOOPIHHUPYET
MIEPECHUTKY COOOIICHHH IO 3aIpocaM dI0UTOBBIX KIMEeHTOB. /[y Toro uro-
OBl TOJIE30BATHCS JCKTPOHHOM IMOYTOM; HA MOJH30BATEIHCKOM KOMITBIO-
Tepe JODKHO OBITh YCTAaHOBJICHO\COOTBETCTBYIOIEE IMPOrpaMMHOE 00ecC-
MeYCHNE, KOTOPOE Ha3BIBAIOT MOYTOBBIM KJIIMEHTOM. OCHOBHBIC (DYHKITUH
IIOYTOBOT'O KJIMEHTa — HTO HOMOIIL B COCTaBJICHHM M IOCBIJIKE ITHCEM, a
TAKXKe B MOJYYCHUU U OTOOPAKECHUN COOOIICHHS Ha KOMITBIOTEPE MOJIB30-
BaTes.

Ha ceromHsimHUi IeHh CyNIECTBYET OOJBIION BBIOOp MporpaMm-
KJIMEHTOB 3JIEKTPOHHOMU mouThl. Hanpumep, B cocras Windows 1998-2000
u Windows XP BXoauT 0CTaTOYHO MOIIHAS KJIMEeHTCKast mporpamma Out-
look EXpress, st paboTsI ¢ SJIEKTPOHHOM TOYTOH M TEICKOH(PEPEHIIHAMH.

2. IMoab3oBaTeabckuii untepdeiic mporpammer Outlook Express.
Hacrpoiika obmnactu nmpocmoTpa. B Outlook Express, ucrosns-
3y 00J1aCTh TIPOCMOTPa M CIHCOK COOOIICHWH, MOXKHO OJJHOBPEMEHHO
YUTATh OTJEIIbHBIC COOOINEHUS ¥ MPOCMATPHUBATh CIUCOK cooOmeHuil. B
CIIMCKE MAaIoK COAEPIKATCs MaIlKU 3JIEKTPOHHON MOYTHI, CEPBEPHI U IPyI-
bl HOBOCTEW, MEXKIy KOTOPBIMH MOXHO JIETKO IMEpeKIoYaTbcs. MOXKHO
Tak)Ke CO3/1aBaTh MAMKX U MPAaBUIIA, 0 KOTOPHIM MPUXOISIINAE COOOIICHNUS
OynyT momeniateCs B ATH mankd. O0IacTh IPOCMOTPa MOXKHO PacIoio-
KHUTh KaK TOJ CIIHCKOM COOOIICHWH, TaK M psaaoM ¢ HuM. s obmactu
MIPOCMOTPa MOXKHO 3a/1aTh OTOOPAYKEHHE WIIM CKPBITHUE 3ar0JIOBKOB CO00-
HIeHUH, a caMy 00JIacTh MOXKHO TaKke OTOOpakaTh JHOO0 CKpbIBaTh. s
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Hactpoiiku uarepdeiica Outlook Express meobxonumo u3 MeHI0O Bua BbI-
Opatp komaHny Packiiagka v yCTaHOBUTH HY)XKHBIC TTApAMETPHI B paslielie
Oéaacte npocmotpa. Ilocne Toro kak mporpamma Outlook Express 3a-
TPY3UT COOOIICHUS WX TOCe HaXXaTusi KHONKH JlocTaBUTh Ha MaHEIH
WHCTPYMEHTOB, COOOIIEHHS MOXHO YUTATh JIMOO B 0OJACTH MPOCMOTPA,
1100 B OTAEIbHOM OKHe. J[1s1 0ToOpaxkeHus: cooOIeHHsI B 00J1aCTU Ipo-
CMOTpa HEOOXOJMMO MICIKHYTh 110 HEMY OIWH Pa3 B CIIMCKE COOOIICHHH,
a JJIsl OTKPBITHS COOOILEHHUS B OTAEIHHOM OKHE HIETKHYTh MO HEMY JBa-
KAblL. [t coxpaHeHust cooOIIeHns Ha CBOeM AMCKe He0OXOIMMO U3 MEHIO
®Daiin BeIOpaTh kKOMaHay COXpaHUTh KaK, 3aTeM yKa3aThb MeCTO U (op-
MaT COXpaHeHHUs (II0YTOBOE COOOIICHNE, POCTON TEKCT, THIIEPTEKCT).

Hacrtpolixa maHenu MHCTpyMeHTOB. B mporpamme Out-
look EXpress mamens MHCTPYMEHTOB MOKHO HACTPaWBaTh: OTQOPAXKAThH
WIIH CKPBIBATh, YAAJATH WITH JOOABIATH HA HEW KHOIIKH H T. 1.

Jng HacTpoliku maHeIu UHCTPYMEHTOB NP HAaXOXKJIEHUHU B'OCHOBHOM
OKHE HeoO0XoanMo U3 MeHo Buja BeiOpaTh komanny Packsaaka, 3atem —
HacTtpoiika. [Ipu HaxoX1eHUU B OKHE COOOIIEHUs HCOOXOANMO BBIOPATh
u3 MeH0 Buja BeiOpath komannay IlaHeqb MHCTPYMEHTOB U 3aTeM —
Hactpoiika.

Ilome TekCT KHONKM CIYXKUAT JJI MU3MEHEHWMS“HAANUCEH HA MaHEIH
WHCTPYMEHTOB.

ITone Pa3mep 3Ha4YKa HCMONB3YyeTCA NI U3MEHEHHs pa3Mepa 3Had-
KOB.

Jlst moOaBJICHHS WM YAJICHYSI KaKOH—THO0 KHOITKA HEOOXOAMMO BbI-
Opath ee B CriucKe KHONOK U HAXaTh 100aBUTh WK Y AAJUTh.

[ m3MeHeHHsT TOpsAaKa CIeIOBAaHHUS KHOMOK HEOOXOAMMO BHIOPAThH
HYXXHYIO KHOTIKY B criucke-Jlanes i HHCTPYMEHTOB 1 Ha)XaTh BBepx mimn
BHus.

Co3xganue um{oTmnpaBka cooOmeHus. UToOB OTIPaBUTH
cOO0OIIEeHHE 10 AIEKTPOHHOU T0UTE, HEOOXOIUMO BBHITIOIHHUTD CIEAYIOIINE
JIEHCTBUSI.

* Ha nmaHenu MECTPYMEHTOB HaXkaTh KHONKY C031aTh.

* B nofie. KXomy 1 Konus BBecTH ajipeca 3JI€KTPOHHON MOYTHI BCEX MO-
TyJatefieH;-pa3aenss UX 3aliaThIMH WM TOYKAMH C 3arsiToid. UTOObI BBI-
Opath, nosyJareseil u3 aipeCHON KHUTH, HE0OXO0AMMO IIEIKHYTh Ha 3HaY-
K€ C\KHHUTroM, HaxonsmmeMcs psagaoM c noisimu Komy u Konusi B okHe co-
37aBacMOT0 COOOIICHMS, 1 BEIOPaTh TpeOyeMbIe ajpeca.

* B mosie Tema yka3zath KpaTKyto TeMy COOOIICHUSI.

* Beectu Tekct cool1ieHus U HaxkaTh KHONKY OTHPaBUTb HA MaHEIH
HHCTPYMEHTOB CO3[aBaeMOT'0 COOOIICHUS.

3ameuanus. 1.. Ilpu omnpaske coobwenuss 8 ABMOHOMHOM PeNCUME OHO
coxpansaemcs 6 nanke HCXO)IS[I.[[PIB u omnpaseigaemcs npu nepeom NnooKaYe-

HUU K cemu.
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2. Ymobbl coxpanums He3asepuieHHoe coobujenue, HeobxooumMo eblopams
xomanoy CoxpaHuthb uz mento ®an. Moowxcno makace soiopams COXpaHUTH
KaK, umobvl ykazamov gpopmam, 8 KOMopom ciedyem coXpanHums coodujetue.

Ncnmonp3oBaHuWe ONaHKOB NMPHU COCTAaBIEHUHU C000-
nie Hu i1 . [Ipumensist 6;1anku, umeromuecs B mporpamme Outlook Express,
MOJKHO CO3/1aBaTh MPHUBJICKATEIbHBIC TIOUYTOBEIE cOOOIIeHus. biank — 310
1a0JIoH, B KOTOPBIA MOKET BXOAWTH (DOHOBEBIM PHUCYHOK, OPUT'HHAIBLHBIC
[BETAa JJIS TEKCTa COOOIIEHMs, pa3Mep MOJIeH  T. II.

UroObl MPUMEHHUTE OJIAHK KO BCEM HCXOIIINM COOOIICHHUM, HEOOX0>
oMo BIOpaTh komanay Ilapamerps! u3 merto CepBuc. Ha Brinanke Co-
31aHHe COOOIIEeHUsT HeoOXoauMo BKIOUYHTh (praxku IMoura wmrHoBo-
ctd B pasgene baank. [locie Haxarus Ha KHONIKY BeIOpaTh-yKazats Tpe-
Oyemblii 61aHK 0(hOpMIIEHHUS COOOIICHUS.

Jli1s TOTO 4TOOBI IPUMEHHUTH OJIAHK K OJTHOMY M3 COOOMICHHH, HE00X0-
qumo u3 MeHto Cooluenune BoIOpaTh koMaHay Co31aTb ¢ HCIOJIb30Ba-
HHeM. B mosiBUBIIEMCS CIIHCKE HEOOXOIMMO yKa3aTh TpeOyeMblil madaoH
o opMITICHHS.

Ecmu HE00X0mIMMO TMPUMEHUTH WM W3MEHHUTH OJaHK y>Ke ITOCIIE TOTO
Kak cooOieHne O0bu1o HabpaHo WM B Ipouecce ero Habopa, HE0OX0IUMO
BEIOpaTh n3 MeHI0O MopMaTt KoMaHIy MCHoJb30BaTh OJIAHK M yKa3aTh
TpeOyeMblil OJTaHK.

BcTtaBka »nemMeHTOBNB “cooOmenus. Jobasienue
susumuou xapmouxu, OOBIYHO BUSHUTHYIO KapPTOUKY JOOABJISIOT B
COOOIIEHMsI, YTOOBI MPEAOCTABUTH TMOJy4YaTear0 MOAPOOHbBIC CBEACHUS O
cebe, HO MOXHO JJOOABJHTH BU3UTHYIO KAPTOUKY JIFOOOTO KOHTAKTa U3 a/l-
pecHoit kHuTH. [l 10GaBJIeHNsT CBOGW BU3UTHOW KapTOYKH HEOOXOJIUMO
HUMETh B aJ[peCHOM KHUTe CBOW KOHTaKTHBIC AaHHBIC. [ Toro 4To65! co-
3/1aTh BU3UTHYIO KapTOUKYy, HEOOXOAMMO:

* U3 mefito ‘CepBuc BeIOpaTh koMaHny IlapameTpbl M pPacKpbITh
BKJIaaKy €o03/1aHue cooOIeHusl.

* Biumounts ¢naxok IMoura wim HoBoctm B paznene BusutHble
KAPTOUYKH U BHIOPATh HY)KHYIO KApPTOUYKY M3 PACKPBIBAIOIIETOCS CITHCKA.

Yto0Bl 100ABUTH BH3UTHYIO KAapTOUKYy K OTIEIEHOMY COOOIICHHIO,
HEOOXOMMO B OKHE cOOOHIeHHs M3 MEHIO BeraBka BRIOpaTh KOMaHIY
BusutHas kapTouka.

Hobaenenue noonucu.B coobuienne KpoMe BU3UTHON KapTOU-
KH MOXHO JOOABIIATH MOAMHUCH. J{JIs1 CO3MaHMS TTIOAITUCH HEOOXOAUMO:

* U3 menio CepBuc BbiOpaTh koMaHmy IlapamMeTpbl U PacKpbITH
Bianky Hoanuen.

* Haxarp xHomky Co3gath u B nosie M3MeHHTHh MOANHCH BBECTH
TeKCT 1100 BbIOpaTs @aii1 1 yKa3aTbh TEKCTOBBIM MM THIEPTEKCTOBBINA
(haiiin, KOTOPBII cieyeT UCIOJIb30BaTh ISl TOITUCH.

* Brmounts (raxok J106aBaATh MOAMNCH KO BCEM MCXOASIINM CO-
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00IeHNAM.

Juns no6aBnIeHUsT MOANUCH TOIBKO B OTACIBHBIC COOOIICHUS HEOOXO-
JUMO BBIKIIIOYHTE (hiaxok J100aBiaATh MOAMHCH KO BCEM HCXOMSIIAM
coodmenusMm. [lpu cozmanuu coobuieHust BEIOpaTh MeHIO BeraBka, yka-
3ath Ha [lognmuck 1 BHIOPATh HY)KHYIO TTOAIHUCH.

3ameuanne. /s uCnoab306aHUS PAZHBIX NOONUCE C PASHLIMU YUEMHbIMU
3anucsamu Heobxooumo evlopams noonuce 6 pazoene Iloammew, Hadcamo
KkHONKY JIOMOJIHHTENBHO U 6blOpamv YUemHYIO 3anuch, KOMOpPYo ciedyem
UCNONB308aMb ¢ OAHHOU NOONUCHIO.

Bcmaesxa ¢aiina. B co3naBaeMoe cooOlIeHHE MOXHO BCTaBHUTh
000 TTPOU3BOIILHBIN (Daiii, KOTOPBINA OYyJET ImepeciiaH MOoTyJaTelIo TaH=
HOTo cooOreHwus. s Toro 4ToObI BCTAaBUTH B COOOLICHUE (Daiiil, HEOOX 0=
JIIMO:

* N3 menio BceraBka BbeIOpath koManay BiioxkeHue daidia ™ nim
HaXXaTh KHONIKY BJIOKMTDH Ha MaHETH HHCTPYMEHTOB.

* Yka3aTb TpeOyeMblil (aiin 1 HaxaTb KHONKY BJ10KHTH.

3ameuanme. B coobujenue modicHo 000a81ame mekcmossie. gpaiinvl (pati-
Jwl ¢ pacuwupenuem *. txt, *. htm, *. htmlj, svi6pas 6 menio\BeraBka xomanoy
Teker u3 paiina.

Bcmasxa pucynxa. B cozmaBaemMoe/coO0IIEHHE MOXKHO BCTa-
BUTH JIFOOOU pHCYHOK. J[71s1 TOTO 94TOOBI BCTAaBUTH, PUCYHOK, HEOOXOTUMO:

* YCTaHOBUTH yKa3aTellb Kypcopa B TO.MEETO B COOOIECHNH, B KOTOPOE
TpeOyeTcsi BCTABUTH PUCYHOK.

* U3 mento BeraBka BBIOpaTh KOMaHIy PHCYHOK M HaXaTh KHONIKY
0O0630p.

Eciu He ynmaercs BeIOpaTh ‘koMaHay PucyHok, HEOOXOIMMO MpOBe-
PHUTh, BKIIIOYCHO JIU Hcmolib30BaHue Gopmata HTML, koTopsiii BKiIFOUa-
ercd u3 MeHio dopmar,

Ecnu momyvartessiv)CooOIIeHnit He yaaeTcsi IpOCMOTPETh BCTaBJICH-
HBIE PUCYHKH, HEO@OXOAMMO IPOBEPHUTH, BKIIOUEH JU (prakok OTnpas-
JISITh PUCYHKH/BMeCTe ¢ coodmenusimu. [locie 3Toro He0OX0aUMO TI0-
BTOPHUTH OTHPABKY cooOmieHus. [y BKIIIOUEHHUsS JaHHOTO (hiIaXkka HeoO-
xoauMo u3,MeHio CepBuc BbIOpaTh komanay [lapameTpsl U Ha BKIIAJIKe
OrtnpaButh ycraHoButh Hactpoiika HTML.

UreHNe 2IEKTPOHHOU NOUYTH . Ymenue coobwenuil.
[oene 'roro kak nmporpamma Outlook EXpress sarpysur Bxopsiiue coo0-
WCHUS (WK TIOCIe HAaXKaTws KHOMKU JlocTaBUTh Ha IMaHEW HHCTPYMEH-
TOB), X MOKHO YHUTaTh JIMOO B OOJACTH MPOCMOTpA, THOO B OTACIEHOM
okHe. /Iy mpocMoTpa Bcex BXOMASAIIMX COOOLICHW HEOOXOAMMO IIEJNK-
HYTh Ha 3HauKe manku Bxoasimme B crivicke marok. J{1s coxpaHeHUs co-
oOmieHust Ha anucke HeoOxomumo u3 Menro Maia BeiOpaTs koMaHay Co-
XpaHUTb KaK, 3aTeM yKazaTb MeCTO W (opMaT coxpaHeHus (IOYTOBOE
COO0O0IIeHNe, TIPOCTON TEKCT, THIIepTeKCT). Eciu B cOOOIEHNH UMEIOTCS
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BJIOKEHUS, TO PAJOM C HUM B CHHCKE COOOIIEHMI 0TOOpakaeTCsl 3HAYOK
ckpenku. g mpocMoTpa BIOXKEHHOTO (aiiyia HeoOX0UMO IIEIKHYTh B
00JIacTH TIPOCMOTpA I10 3HAYKY CKPETKH, HaXOAsAIIeMycs B 3ar0JIOBKe CO-
OOIIeHUS ¥ BBIOPATh MM BIIOKEHHOTO (haiiyia, KOTOPBIH HYKHO TIPOCMOT-
peth (WiIH, HaXOICh B OKHE COOOIIEHUS, JBaXbl IIEJIKHYTh 10 3HAYKY
BJIO)KEHHUS B 3aroJIOBKe cooOmeHus1). sl coXpaHEeHUs! BIOXKEHHS Ha JHC-
Ke HeoOxoaumo n3 MeHio daiij1 BeiOpaTh KoMaHay COXpaHUThH BJOKe-
HHUS U BBIOpaTh TpeOyeMblil (aiin (Wau B 001aCTH MIPOCMOTpa LIEIKHYTb
M0 3HAYKy CKPEIKH B 3arojIoBKe M BBIOpaTh KoMaHAy COXpaHHTH,BJIO-
JKeHHus ).

UYmeHnue coobuenuti, HANUCAHHBLIX HA PA3HBLX A3 bl-
kax. O6praHo mporpamma Outlook Express mpaBunbHO 0T06paxkaer co-
oOIIIeH s, HAlTMCAHHBIC HA Pa3HBIX s3bIKaX. OQHAKO HEKOTOpHIe cooOIe-
HUS, 0COOEHHO W3 TPYIIIT HOBOCTEH, NMEIOT HEBEPHBIE CBEACHHS O KOIH-
poBke cooOeHns. B TakoM ciyuae BO3MOXXHO HEBEpHOE OTOOpakeHHe
coobuieHus. [y n3MeHeHnsT KOMUPOBKU YUTAEMOTQ COOOILEHUST HE0OXO0-
oMo U3 MeHio Bua BriOpars komanmy KommpoBka u 3ateM — HyXHYIO
KoaupoBKy. Ilpu co3manun cooOrieHuil BpIOMpPaeTcs KOAUPOBKA, IpUME-
HsieMas 1o ymoiuaHuio. [ M3MeHeHHs KQIUPOBKH, HUCIIOIb3YeMOW I10
YMOJIYaHUI0, HEOOXOTUMO:

* 113 meH10 CepBuc BeIOpaTh koMauay Ilapamerpsl.

* PackpeiTh Bknaaky OTnpaBka‘'coo01eHUi.

* Haxxatp kHOTIKY BB10Op s13BIKA.

* BriOpath TpeOyeMyIo KOAUPOBKY.

I'pynnuposéanue~coobwyenuu u omeemoeé Ha Hux.Ec-
T B 0OCYXIICHHUAX YIACTBYET MHOTO JIFOJICH, CTAHOBHUTCS CIOKHO HAHTH
BCE OTBETHI, OTHOCAIMECS K OIpEIeNIeHHOMY cooOmeHuto. [Iporpammy
Outlook Express MOKHO HACTPOHUTH TaKUM 0Opa3oM, 4TOOBI OTBETHI Ha
COOOIIEHNSI TPYIMUPOBATHCE ToA coodmenneM. [Ipu TakoMm pacmonoxe-
HUM MOKHO\ITJPOCMOTPETh OO TOIBKO HCXOTHBIE COOOMICHWUS, OO0 U
COOOILEHMS; 1 BCE OTBETHI HA HETO.

Jlitst co3manus TPYNIIUPOBKU COOOIIIEHUH HEOOXOIUMO:

« OTKpEITH anky Bxoasimme.

* 13 meHro Bup BeiOpats komany Tekyiee nmpejacraBJiieHue.

* BeiopaTs komanay CrpynnupoBaTth co00LIeHUs 110 TeMe 00Ccy:Kae-
HUSL.

Jnst oToOpakeHHsT pa3BepHYTHIX OOCY)KIEHHH ISl BCEX COOOLICHMH
HeoOxonumo n3 MeHio CepBHc BbiOpath komanay [lapamerpsl u Ha
BKJIaJKe UTeHHe yCTaHOBUTH (IIayKOK ABTOMATHYEeCKH Pa3BOpPaYMBaTh
CrPYNNHUPOBAHHBIE COOOIIEHMS.

Jis oToOpa)keHHsT MCXOJHOTO COOOIICHUS W BCEX OTBETOB HAa HETO
HEOOXOMMO HaXXaTh 3HAYOK «IUIIOC» (1) ciIeBa OT MCXOJHOTO cooore-
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HUSL, @ JUI OTOOpaKEHUSI TOJIBKO MCXOIHOTO COOONICHUS — 3HAYOK «MH-
HyC» ().

Ilepecvinka noumoswvix coobwernuti. llomydenHoe cooO-
IIeHNE MOXHO IIepeciiaTh Apyromy anpecary. st 3Toro HeoOX0IuMo:

* IIepechLIaeMoe COOOIIEHHE.

* U3 mento Coobmenne BeiOpaTh koManay Ilepecnars (unu Haxatb
kHotiKy IlepeciaTh Ha MaHETH UHCTPYMEHTOB).

* BBecTu agpeca 3IeKTPOHHOM MOYTHI BCEX MOTyYaTeIeH.

* JloOaBUTH MpU HEOOXOJUMOCTH B IEpechbuIaeMoe COOOIIeHHEe KOM-
MEHTapHUH.

* Haxxats kHOnIKy OTHpaBUTH HA TTAHEIM HHCTPYMEHTOB.

Yoanenue noumoesevix coobwenuii. [lpu pabore c/Tpo-
rpaMMOIl TIPOMCXOIWT HAKOIUIEHHE cooOmeHuil. JlumHue coofmentis
MOYKHO YIAIUTh U3 00yacTu mpocMmoTpa. [lpu ynaneHnn cooOMIeHUH OHU
MOMAJIAIOT B MAMNKy YAaJIeHHbIe.

Jna ypanenust cooOIeHni HE0OX0AUMO B CITUCKE COQOIIEHHIA BbIE-
TUTh TpeOyeMble M Ha)KaTh KHONKY YJAJUTh Ha MaHEIH-WHCTPYMEHTOB.
711 BOCCTaHOBIICHUS yJAJIGHHOTO COOOIEHUSI HEOOXOMMUMO OTKPBITh Iarl-
Ky YIajeHHbIe U TIepeTallnuTh TpeOyeMble COOOIEHNs B JTH00YIO TalKy.

3ameuanme.. Eciu Heobxo0umo, umobsl nocie OKOHUAHUSA padomyl ¢ npo-
epammoui Outlook EXpress yoanemnvie coobwenust” asmomamuyecku Yodans-
auch u3 Hee, mo ciedyem uz menio CepBHc 8uiopams komandy IlapameTpsl u
Ha exnaoke OOCIyKUBaAHUE ycmanosums \@iasxcoxk OUHIIATH MANKY «Yaa-
JIEHHBIE» Mepel BHIX0A0M.

4. AnpecHast KHUTA. AdpecnaskHuea 00ecTieynBaeT XpaHeHNEe KOHTAKT-
HBIX CBEIICHUH U OCTYI K.HHUM, U3 IpYTUX IporpaMm. 13 agpecHoi KHUTH
UMeeTcs JOCTYN K CTy’k0aM ‘kaTaioros B VMIHTepHeTe, P IOMOIIH KOTO-
PBIX MOXHO OTBICKMBAaTh“MHTEPECYIONINE IMOIb30BaTeNs (DUPMbI U JIMIIA.
Jlo6aBmnsaTh anpeca dMEKTPOHHOM MOYTHI U IPyrue KOHTAKTHBIC JaHHBIC B
a/IpeCHyI0 KHUPY MOXKHO: U3 TIOYTOBBIX COOOIICHNI MITH BPYYHYIO.

JobOaBaennme MMEH U3 MOYTOBBIX COO0OIIeHHIH. MoKHO
HacTpouThsporpammy Outlook Express Takum o6paszom, 4ToOsl TIpu CcO-
3aHUW~OTBETa, OTIIPABKE MM MOJYYEHUH COOOIICHHH axpeca M MMEHa
N0JB30BaTeNe aBTOMAaTUYECKU 3aHOCUIINCH B aJPECHYI0 KHUTY. [lnis 3T0-
L0 HEoOX0AUMO:

»W3 menio CepBuc BeIOpath KomManay Ilapamerpsil.

* Ha Briagke OTnpaBka cooOIIeHHH BKIIOYHTH (HIIAXKOK ABTOMATH-
YeCKHU 3aHOCUTH B aJJPeCHYI0 KHUTY MoJyvaTeeii, Ha YbM MUCbMA OT-
BeyaeT M0JIb30BaTeb.

IIpu npocmoTpe cooOIIeH s UM COCTABICHUU OTBETa HA HETO MOXKHO
TaKoke J0OaBHUTH ITOJIL30BATEINS B afpecHyI0 KHUTY. [ aToro Heooxoau-
MO TIPaBO KHOTKOW MBIIIN BBIACITUTh HYXHBIH KOHTAKT M BHIOpaTh KO-
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MaHay JJo0aBUTHL OTHPABHUTE/S B AIPECHYIO KHHUTY.

HJoOGaBnenue KOHTakKTa B ajApecHYw KHUTY. Ornpas-
JIATh COOOIIEHHE MOKHO KaK OJTHOMY I0JI30BaTEINI0 TaK M TpymIe aape-
caroB. [Ipu ornpaBneHnn cooOIIEeHUs AOCTATOYHO OyOeT BBECTH B IOJIE
Komy HazBaHue rpymibl WIKA ajfpec Moib3oBareis. YUCIo co3naBaeMbIX
rpymni He orpaHuueHo. OTHU KOHTAKThl MOTYT BXOJHUTh B Pa3HbIE TPYIIIIHI.

Hnst mobaBiieHHs MOIB30BATENSI WM TPYIIIHI ITOJIB30BATENCH B ampec-
HYIO KHUT'Y HEOOXOIUMO:

* Haxarp kHOTIKY A/ipeca Ha TaHEeJd UHCTPYMEHTOB.

* BriOpatp mamnky, B KOTOPYIO HY>KHO T00aBUTH KOHTAKT.

* Haxxarp kHoniKy Co03AaTh Ha MaHETTH HHCTPYMEHTOB.

* Bribpats komanay Co3aath KoHTaKT Wi Co3aaTh rpymiry.

* BeecTu HEOOXOAUMBIE CBEIEeHUS HA BKiIaake VIMs.

3ameuanue. [Ipu Hecenuu c8eOeHUll 0 NOILIOBAMENE 8 AOPECHYIO KHUZY
HeoOX00UMO 00a3amenbHO 3anoIHAMb nojie Aapeca JIeKTPOHHOI

B tabnume 1 mpuBemeHO ommcaHWe KHOMOK ,,PaCHONIOKCHHBIX Ha I1a-
HEJIM UHCTPYMEHTOB OKHA AJIpecHasi KHUTA.

Tabnuya 1 OnncaHWe KHOMOK, PacIIOIOKEHHBIX HA ITAHEIH HHCTPYMEHTOB
OKHa AJIlpecHasi KHUIa

Knonknu Ha3nauenne
Cospats anpec 3aHeceHne CBEACHIH 00 a0OHEHTE B aJPECHYIO KHUT'Y
Coznate rpynny | Co3zmaHue TPyHIIOBOTO MMEHH-THYHOTO CITMCKA PACCHUIKH
CaoiicTBa [IpocMmoTp.\u pemakTupoBaHHWE CBeIeHHH 00 anpecare,
BHECEHHOM B aIpECHYIO KHUTY
Haiitu [Touek ajipecaToB

g pelakTHPOBAHMS 3aMUCel B afipecHON KHUTE HEOOXOIUMO:

*  OTKpHBITE) AAPECHYI0 KHUTY — Ha)KaTh KHONKY AJpecHAas KHUTa ra-
nenu uncrpymentos Outlook Express.

* Btibpats HyXHOE UMS B CHHMCKE M HaxaThb KHONKy CBoiicTBa Ha
MaHefid HMHCTPYMEHTOB OKHA aJpeCHON KHUTH.

* M3MeHUTh 1aHHBIE HA BKJIAAKAX.

» Haxarp knasumry OK.

Jns ynaneHus 3amuced U3 aapecHOW KHUTH HE0OXOIIMO:

OTKpBITh aPECHYIO KHUTY.

* BriOpaTs Hy)KHOE UMS U HaKaThb KHONKY YIaJMTh HA MaHEIH WH-
CTPYMEHTOB a/IpECHOM KHHTH.

* DOpMUPOBAHUE HOBBIX MHUCEM C UCHOIb30BAaHUEM AJPECHOM KHUTH.

Bonpocs! 151 caMOKOHTPOJIA

1 Yrto Takoe 31eKTpOoHHAas nouTa’?

2 Kto cuuraercs coznarenem E-mail?
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3 HazoBuTe riiaBHbIC 00J1aCTH PUMEHEHHUS SJIEKTPOHHOM IMOYTHI.

4 BpInonHAeTcS M NPUHLMI KOMMYTAllMK MAKEeTOB NPH IEePechUIKe
3JIEKTPOHHBIX coo0uIeHnit B IHTepHeTe?

5 Kaxoii u3 ciieqyrommx aIpecoB HEBEpHA:

a) example. nol@another. world. com

6) 99%ckx!!%@uuunet. tiet

B) example3@anothcr. com

r) ostap@bender. mmm. by

6 C KaKoi 1eNbIo B JIEKTPOHHBIX MMChMaX UCIOIb3YIOTCS CMAUIUKU?

7 B 4em cyTh TEXHOJOTHH KIHEHT-CepBep st E-maij?

8 13 kaKuxX OCHOBHBIX 3JIEMEHTOB COCTOHMT OKHO mporpammbr Outlook
Express?

9 O 4eM CBHAETEIBLCTBYET 3HAYOK «», PACIIONOKEHHBIN PSIOM C 3aro-
JIOBKOM ITHCBHMa B oOactu mpocmotpa Outlook Express?

10 Inst vero npeaHa3HavyeHa nanka Bxopsamme?

11 B xakux cnyuasix yA0O0HO MOJIb30BaThCs Mankoi YepHOBHUKN?

12 KakoBo Ha3Ha4Ye€HNE OCHOBHBIX KHOTIOK ITAHETTH HHCTPYMEHTOB IMPO-
rpammbr Outlook Express?

13 KaxoBa cTpykTypa okHa Co3aaTh cooduicHue?

14 Omnmurere Ha3HayeHWE ITOJEH, COCTABISIONMX 3aroJIOBOK JJIEK-
TPOHHOTO MUCHMA.

15 SBnsieTcs nu 00s13aTeNIbHBIM 3anoiidenye moias Komnun?

16 Kak moJiroTOBHUTH ¥ OTIPABUTH QJICKTPOHHOE COOOIICHHE?

17 B kakux ciyJasx MACHMO OyIeT OTHpPaBICHO Cpa3y ke Mocie HaxKa-
TS kiIaBumy OTNpaBUTh?

18 YUrto Takoe 31eKTpOHHAS TOIMHICH?

19 Kak co3maTh W BCTaBUTh B TEKCT COOOIICHHS DJICKTPOHHYIO TOJI-
MUCH?

20 Kakue criocoOsI IEPEChIIKY ITHCEM JIPYTHM ajpecaTaM Bbl 3HaeTe?

21 Kax BIIOXHTH B, ITCHMO (aiin?

22 Onummre, mocaen0BaTebHOCTh YAaNeHUs 3JIEKTPOHHBIX COO0O0IIe-
HHUH U3 IOYTOBOI'O SIIIHKA.

23 Uro Takoe agpecHas KHUTa?

24 Kaxumu crioco6aMy MOXKHO 3aIlONHSATh aJJpeCHYIO KHUTY?

25 Jlgis gero ucnons3yercst KHonka CBoiicTBa MaHeTd WHCTPYMEHTOB
okHa ATpecHasi KHUTA?

26 JIys 4ero uCnonb3yercs aapecHas KHura?

JlabopaTopHasn paGora
Il e nv : mprobpeTeHue HaBbIKOB paboTsl ¢ Outlook Express.
3adauu:
— YMETh CO3[1aBaTh, OTIPABIATh W HMPUHUMATH COOOIICHHS IO JIICK-
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TPOHHOM TOYTE.

Xo00 pabomui

— Orob6pasure B okue Outlook Express Crmcok mamok, ITanens Out-
look.

W3 menro Bua Bribepute komanny Packiaaky 1 ycTaHOBUTE HEOOXOIUMBIE Mapa-
MeTphl B rpynne OCHOBHOE OKHO.

— Hacrpotite Outlook EXpress Ha mpoBepky HOBBIX COOOIIECHHH.

U3 menro Cepuc BbiOepute komanmy Ilapamerpsl. YcTaHOBHTE Ha BKIIAIKe
Oo6ume dnaxok [IpoBepaTh HOBBIE COOOMIEHHS KaxabIe 10 MUHYT.

- Co3z[a171Te " OTIIPABbTC IIPOCTOC COO6III€HI/IC 1o J'IIO60My H3 U3BCCT-
HbIX Bam agpecoB (CTyAEHTY U3 Ballleil FPYIIIbI).

Haxxmure kHonky Co3aaTh coo0leHHe Ha IaHEeIM UHCTpYMEHTOB. Beenute B mo-
ne Komy anpec anmekTpoHHOH 1mouThl moiydarens. B moixe Tema BBEauTe 3arojoBOK
coobuienus. Beegute Tekct coobmenus. Haxmure kHonky OTHpaBuThb:

— IIpoBepbTe HaTMUME HOBBIX COOOIICHUH B TaHHBIN MOMEHT BPEMEHHU.

U3 mento Bun Beibepute komanay O6HOBUTD, Wi Haxkmute F5, wmn kaomnky Jlo-
CTaBMTb MOYTY Ha MTAHEIN HHCTPYMEHTOB.

— Otobpasure B okae Outlook EXpress obaacTs IpocMOTpa Wik H3Me-
HUTb apameTpa 00JacTH MPOCMOTpa.

W3 mento Buj Beibepure komanny Packiiaska W ycTaHOBUTE HEOOXOAUMbIE Mapa-
MeTpsl B rpymnie O6JacTh MpocMoTpa.

— [IpounTaiite momydeHHOE COOOMICHIE B 00IaCTH IPOCMOTPA.

IlenkHuTe B CMCKe Nanok 3Havyok Bxomsamme. 1l{enkHUTEe Ha COOOIIEHNH B CITUC-
Ke COOOIIeHH.

— IIpounTaTh MOTYYCHHOL\COOOIIEHUE B OTICIIBHOM OKHE.

JIBask/TbI MICTTKHUTE HA COOOIICHUH B CIIMCKE COOOIICHHUH.

— Co3paiiTe agpecHyl0 KHUTY U3 HECKOJIBKUX aJpPECOB.

Haxmute kHOmKe AjpecHasi KHMIa Ha MaHEId HHCTPYMEHTOB, a B JAMAJIOTOBOM
OKHEe AJpecHasi KHMFa — co3/1aTh ajapec. Bemure nms, GaMHIMIO ajpecaTa, B MOJE
100aBUTh HOBBIH * a/ipec 3IEKTPOHHOM MOYTHI U 3aII0JHUTh HEOOXOIMMbIE CBEJICHHUSI.

— Cosznaiize ¥ OoTIpaBbTe MPOCTOE COOOIEHHE, HCIIONbB3YSI UMS DJICK-
TPOHHOMU IIOYTHI U3 alPECHON KHUTH.

emkunTe B okHe Co3aaTh coobmienue 3Ha10k Komy. B oxne BriGpaTh nosryya-
TeJieil BEIOEpUTE Hy)KHOE UMs IoTydaTens, Haxmute kHorky Komy u Haxxmure OK.

—CoznaliTe OlaHK ¥ JTUYHYIO TIOJITUCH, UCTIOB3yEeMbIE TIPU COCTaBIIe-
HUH COOOIIIEHU.

W3 meno Coobenune Boibepute komanny Co3narh ¢ MCNOJIB30BAHUEM H JKella-
eMmblit O1ank. HaxxMuTe KHONIKY BeTaBHTh MOANMCH HA MAHETH HHCTPYMEHTOB.

— Co3pnaiite COOOIIEHHE CO CBOCH IMOIIKCHIO, UCIONB3Ys OJaHK TO-
3[IpaBJICHUS U OTIPABLTE M0 HY>KHOMY agpecary.

— BceraButh B coobuienue Qaitn buorpadus n3 Bameit manku Joky-
MEHTBI.

Cospaiite coobuieHue. Bribepure u3 mento BeraBka komanny Bnoxenne daiina u
JIBaK/IbI LIIEJIKHUTE HY)KHBIN (haiii1, KOTOPBIH HY>KHO OTIIPaBHTb.

— IIpocMoTtpuTe comep>kUMOe BIOKEHHOTO (hailia B MOJYYSHHOM CO-
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CJIOBAPH AHI'JIOA3BIYHBIX TEPMHUHOB

Abort — OTmenuTh

Add — JT06aBuTh, CI0XKHUTE

All - Bce
Append-TIprcoenMHUTH

Apply — TTpumenuts

Archive — ApxuB, apXUBHPOBATh
Assign — HasHauuth

By Date — ITo marte

By Extension — ITo pacmmpenuto
By Name-ITo umenu

By Size — Io pasmepy

By Time— ITo Bpemenu

Cancel — Ormenuts

Clear — OuucTtuth

Close — 3akpsITh

Command — Komanzna
Continue-TIpomomxuTh

Copy — Konmposats
Customize-HactpouTs

Cut —Bripe3atp

Data — JTanHbIe

Database — baza nanubIx

Date —/lara

Default — o ymouanuie

Delete — YV nanuts

Directory — karanor Haqucke (B MS-
DOS)

Display — muermicii, oro6pa3uth Ha
JIUCTIIEe

Drag &Drop,~ IleperackuBanue
Edit + ITpaBka, peqakTupoBaHue
Embedding — Buenpenue (06beKTOB)
Error — Ommbka

Exit — Boixon

Fail — 3menuTsb

Field — TToxe (st BBOIA TAaHHBIX)
File — ®aitn

Find — ITouck, uckars

Folder — ITanka nHa aucke (8 Win-
dows)

Font — IlIpudt

Format — ®opwmar, popmarupoBarts

Keep — Xpauutpb

Key — Kirou

Label — Metka

Link — Cas3b, ccbuika
Linking — Ces3biBanue

Load — 3arpy3uts

Lock — Brokuposka, 3a610KApOBATH
Mask — Macka (¢aitnos)
Mode — Pesxxum (paboTsr)
Modify — 3mMeHuTh, OTPEHAKTHPO-
BaTh

Move — ITepemectith

Name — Nms

New — HoBerit

Next — [lanee, cieqyomuit
No — Her

OK <'Tloareepanthb

Open = OTKpHITh

Option — [Mapamerp, omus
Output — BerBoauthb

Page — Ctpannmna

Paragraph — A63aig

Password — ITaponb

Paste — BcraButh

Picture — PucyHok, KapTuHKa
Plot — Yepturs

Preferences — Hactpoiiku
Print — Ieuarars

Property — CoiictBo

Quit — Beixox

Read — Yurath

Read Only — TonbKo [UIst YTCHHS
Repeat — IToBTOpUTH

Replace — 3amena, 3aMeHHTb
Reset — Copoc

Retry — IToBToputs

Return — Bo3Bpar, BepHyThCS
Run — 3anyctuts

Save — CoxpaHuTh

Save As — CoxpaHHUTb Kak
Search — ITouck

Select — Bribupats
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Full Screen — Bo Bech 3kpan
Go to — Ilepeiitu

Hidden — Ckpsrrarii

Help — Iomors, cripaBka
ID — Unentudukarop
Ignore — Mrnopuposath
Input-Beox, BBOIUTH

Insert — BeraBka

Install — Mucrammuposats, ycTaHas-
JIMBaTh

Invalid — HenpaBusbHbrit
Justify — BeipoBHSTS

Setup — Hacrpoiika

Skip — IIponycTuth

Table — Ta6nuua

Title — 3aromoBok

Toolbar — ITanens HHCTPYMEHTOB
Type — Tun, BBOOUTH

Undo — OtMeHuTs AeicTBHE
Update — O6HOBUTD

Version — Bepcust

Yes —Jla

Zoom In — YBennuuTh
Zoom Out — YMEHBIIUTH
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CJIOBAPb AHIJIOSI3BIYHBIX COOBIIEHU

Do you want to save changes? — XoTure i1 BBl COXPaHUTh H3MEHEHUsI?

Do you want to revert file? — Xotute 1 BBl BEpHYTHCSA K MPEIBIAYILIEMY
COXpaHeHHOMY (haiimy?

Do you really want to delete file? — Bor geficTBUTENBHO XOTHTE yIATHUTh
(aiin?

Do you want to quit? — XKenaere BoiiiTu?

Press key — Haxxmute KiiaBHIy

Strike any key — Haxxmute 1100y10 KIaBHIiry

Strike any key when ready — Haskmure i00yr0 KJIaBHIy IIPH TOQTOBHOCTH
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