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JlaGopaTopHnas paGora Ne 1

CKAHHUPOBAHME JOKYMEHTA U ITPEOBPA30BAHHE
N30BPAKEHUSA B TEKCTOBBIN JOKYMEHT.
CO3JAHUE ITABJIOHA UIsA PACIIO3HABAHUS BJIAHKOB

Ilopsook evinonnenus
CxaHupoBaHHe JOKYMEHTAa



1 Bximounte ckanep. Brimtounte kommbioTep B pexxime Windows.
2 3amycrtute nporpammy Imaging (ITyck > IIporpammer > CrangapTabie > Imaging).
3 OTkpoiiTe KphIIIKY CKaHepa, MMOJOXKHUTE TOKYMEHT Ha OKHO CKaHepa TEKCTOM BHHU3, 3aKpOHTe

KPBILIKY.
4 Jlaiite koManay Paitn > CKkaHUPOBATh.
5 CpencrBaMu — OTKpBIBILErocs —JAMaioroBoro okHa gpaiieepa TWAIN MIPOBEIUTE

Mpe/IBapUTeNIbHOE CKaHUPOBAHUE IOKYMEHTA.

6 CpenctBamu guanoroBoro okHa apairiBepa [TWAIN BeimenuTte Ha JOKyMeHTE OOJacCTh,
MOIJIEXKAIYI0 CKAHUPOBAHUIO.

7 CpenctBamm pauwanmoroBoro okHa jpaiiBepa TWAIN 3apmaiite depHO-OENbId PEXUM |
paspelieHne CKaHUPOBaHUS.

8 CpencrBamu nuanorosoro okHa aparisepa TWAIN npoBenure ckaHupoBaHue.

9 3akpoiTe nuanorosoe okHo apaiisepa TWAIN.

10 O3HAaKOMBTECh C TE€M, KaK BBIMVIAIUT OTCKAaHWPOBAHHBIM MOKYMEHT. YBEIW4YbTe MaciTad
M300pakeHus1, YTOOBI OI[CHUTh KaueCTBO BOCIIPOU3BEACHUS OT/ICIbHBIX CUMBOJIOB.

11 CoxpaHuTe OTCKaHUPOBAaHHBIA JOKyMeHT B ¢opmare TIFF mma mocnenmyromero ero
HCIIOJIb30BaHUS.

Ha smom smane Bvl Hayuunuco 8blnoaHAMb CKAHUPOBAHUE OOKYMEHMO8 U3 NPUTIONCEHUN Yepe3
opatigep TWAIN. Omo wnaubonee ynusepcanvhviii mMemoo, HNPUMEHUMDIN B0 6CEX NPUTOHCEHUSX,
Komopble 00NycKaom Ucnoib308aHue cKauepa.

IIpeoOpa3oBanue u300pakeHUsi B TEKCTOBbIM JOKYMEHT

1 3amycrure nporpammy FineReader (ITyck > ITporpammsl * ABBY'Y FineReader > FineReader
4.0 Professional).

B nacmosuwyee epemsi oocmamouno wupoxo ucnonvsyromes eepcuu FineReader 5.0 u 6.0
Professional. Omu  eepcuu omauuaromcs OONOIHUMENbHLIMU — B03MONCHOCHAMU, Hanpumep,
nozeonsaom omkpvieams u pacnoznaeams PDF-ghaiinei, a max owce ucnonvzyrom ymyywennolii
aneopumm pacnosnasanus. Paboma c numu ananocuyna pabome ¢ paccmampusaemori BEpCUen.

2 OTkpoiiTe KpBILIKY CKaHEpa, MOJIOXKHUTE JOKYMEHT Ha OKHO CKaHepa TEKCTOM BHU3, 3aKpoiiTe
KPBIIIKY CKaHepa.

3 Illenxuure Ha kHONKe CKaHMPOBATH HA TIAHEN HHCTPYMeHTOB SCan& Read.

4 Jlo)kauTech OKOHYaHHUsS CcKaHUpoBaHusA. OOpaTUTe BHUMAaHHE HA TMIOSBICHUE 3HAYKa
OTCKaHMPOBAHHOTO JOKyMeHTa Ha manenu [lakeT u okna M300paxenue.

5 Illenxuure Ha KHOmKe CerMEHTHMpPOBaTH Ha IMaHENW HMHCTpyMeHTOB SCan& Read. M3yuwnre
pe3ynbTaT aBTOMATUYECKON CErMEHTALIUH.

6 IllenxuuTe Ha kHOMKe Pacmo3naTh. O3HAKOMBTECH C PACTIO3HAHHBIM TEKCTOM B OKHE TEKCT.

7 CoxpaHuTe pacliO3HAHHBIN TEKCT B BHJIE TEKCTOBOTO (haiina.

8 OTkpoiiTe TEKCTOBBIM (halim B mporpamMme BIOKHOT u eme pa3 yOeauTech B NMPaBHIBHOCTH
pacrno3HaBaHus. 3aKpoiiTe mporpaMmy BiokHOT.

9 Jlaiite komanmy @aitn > OTKPHITh U BBIOEpUTE M300paKEHNE, CO3JAaHHOE TPH CKAHWPOBAHUH
JTOKyMeHTa ¢ moMonisto npaiisepa TWAIN.

10 BeibepuTte 310 n300paxeHue B okue [lakeT u mpoBeuTe ero pacrno3HaBanue (M. mir. 5 — 7).

11 CpaBHUTE pe3ysbTaThl pacrno3HaBaHus Mpu ckaHupoBaHuu yepe3 TWAW-napaiisep u B 00x0.1
ero. CpaBHHUTE TPYJOEMKOCTh 3TUX OIEPAIIHii.

Bvt nayuunucey npeobpazosvisames OymadxcHvle 0OKYMEHMbL 8 INEeKMPOHHYIO PopMy npu nomouu
npoepammer FineReader, u nosnakomunuce ¢ 803modicHocmouio pabomul ¢ nakemom cmpanuy. Bl
makaice BbIACHUNU NPeUMyecmsea memooos ckanupoganus c¢ ucnonvsosarnuem TWAIN-Opatieepa u 6
00x00 ezo0.

Pyuynasi cerMeHTalus U300paKeHUst

1 BximounTe ckaHep (eciu Bbl ero BEIKITFOYHIIH MOCIIE BBIIOJTHEHHS TPEABIITYIIETO 3a/1aHHS).



2 3amycrtute nporpammy FineReader (ITyck > Iporpammer > ABBY'Y FineReader > FineReader
4.0 Professional).

3 OTKpoiiTe KpBIILIKY CKaHepa, MOJOXKUTE JOKYMEHT Ha OKHO CKaHepa TEKCTOM BHU3, 3aKpOWTE
KPBILIKY .

4 Illenknure Ha kHOomkKe CKAaHUPOBATH HA TaHENW HMHCTpyMeHTOB SCan&Read u moxnurech
OKOHYaHUS CKAHUPOBAHUS.

5 Illenkuute Ha kHOMKEe CerMEHTHPOBATh HA MAHEIN HHCTpyMeHTOB Scan& Read.

6 IllenkauTe Ha kHOMKe Pacmo3nars Ha maHenmu WHCTpyMeHTOB SCan& Read. O3HakoMbTech C
TE€M, KAaK NPOBEICHO YINOPSAJOYEHHE PACHO3HAHHOIO TEKCTa B COOTBETCTBUUM C ABTOMAaTHYECKOMN
cermeHTanuer. OueHuTe NTPUrogHOCTh MOTYUYEHHOTO JOKYMEHTA.

7 3axpoiite okHO TekcT. [loydeHHBIN TOKyMEHT MPeIBAPUTENILHO COXPAHUTE /71l CPAaBHEHUSI.

8 Illenknurte B okHe M300pa’keHne mMpaBoi KHOMKOW MBI U BHIOEPUTE B KOHTEKCTHOM MEHIO
KOMaHAy Y AanuTh Bce OJIOKH.

9 Cdopmupyiite 6J1I0KU BpyUHYIO, BBIIENSAS OTACIIbHBIE 3JIEMEHThI JOKYMEHTA.

10 YtoObl ONOKH, cojepikalllie WJUTIOCTPAIlMM, HE PAcCMO3HABAIMCh KaK TEKCT, LICJIKHHUTE Ha
KaX/I0OM U3 HUX NPaBOH KHOMNKOW MBIIIM M BhIOEpUTE B KOHTEKCTHOM MEHIO KomaHxy Tum Gioka >
KapTunka.

11 Hlenkaute Ha kHomke IlepeHymepoBarTh Onokn Ha manenu WMHcTpymeHTtsl. 3apaiite
MOCJIEZIOBATEIBHOCTh OJIOKOB, IIENKas Ha HUX B TOM IOPSJIKE, B KAKOM HX COACPKHUMOE JIOJIKHO
BKJIFOYAThCSl B OKOHYATEJIbHBIA JOKYMEHT.

12 lllenkauTe Ha KHOmKe Pacmo3nate Ha maHenmu wuHCTpyMeHTOoB SCan&Read. Coxpanute
nosy4eHHbi tokymeHT ([Ipu coxpanennn Bl MoxkeTe BOCIIONB30BaThC MacTepoM COXpaHEeHHUs, YTO
no3BosuT Bam Gosiee y100HO BHIOpATh MapaMeTphl COXPAHCHHUS TOKYMCHTA).

13 CpaBHHUTE JOKYMEHTBHI, IOJIy4EHHBIE B pE3yJIbTaTe€ aBTOMATUUECKON U PyYHOU CErMEHTalLUN.

Bul nayuunucoy npouzeooums pyunyro ceemenmayuio uzoopaxcenus 0Jisl pacno3HAGAHUs U Y3HANU,
8 KAKUX CIy4asx ee ciedyem npouzeooums. Bul makowce y3nanu, kax 3a0aemcs mun 010K08 U NOPsAOOK
0210K08, uMoObL NOYUEeHHbIN OOKYMEHM HAULYUUUM 0OPA30M COOMEEMCMBO8AL OPUSUHATY .

Co3nanue maodJ/i0Ha 1J1s1 paCNIO3HABAHUSA 0JIAHKOB

1 BxmrouuTe ckaHep.

2 3amyctute mporpammy FineReader Forms (ITyck > Ilporpammer > ABBYYFineReader >
FineReader 4.0 Forms).

3 OTkpoiiTe KpBIIIKY CKaHepa, MOJOXHTE OJaHK Ha OKHO CKaHepa TEKCTOM BHM3, 3aKpOWTE
KPBIIIKY .

4 Jlante komanny Pain > HoBblN.
3azaiiTe UMs MAKETa U MECTO €ro Pa3MEIIEHHUs, IIOCIIE Yero MIeJKHUTE Ha KHomke Jlanee.
YcranoBure nepexitodarens Co31aTh HOBBIM U MICJIIKHUTE Ha KHOTKE [anee.

BBenute nms mabioHa v MeNKHUTE Ha KHOMKe J[amee.
VYcranoBure nepekirovareab OTCKaHMPOBATH M ILIEIKHUTE Ha KHomke Jlanee. Jloxxautech
OKOH4YaHMs ckaHupoBaHus. lllenkuure Ha kHOMKE [ 0TOBO.

9 CozpgaiiTe OJIOKH, OXBATBHIBAIOIIME ITOCTOSIHHBIC OIS («pa3MeTKy») Omanka. i Kakmoro
Takoro 6Jyoka Ha Bkiajke biok auanorosoro okHa [lapamerpsl 3agaiite Tun CTaTH4ECKU.

10 Co3maiiTe OJOKH, OXBATHIBAIOIIME MEPEMEHHbIC (3amoNHsAeMbIe) moist Oianka. [ Kakmaoro
TaKOTO IOJISl YCTAaHOBUTE (MIIaXKOK DKCIOPTHUPYEMBIH OJNOK | 3amaiiTe umst moist 6a3el nanubix ([ome
BJ1).

11 3aBepIIMB pa3MeTKy OJlaHKa, MIETKHUTE Ha KHOTMKE 3aKPhITh HA TTAHETH MHCTPYMEHTOB.

12 Ilocne 3akphITUsl pelakTopa MIAOJOHOB CHOBA OTCKAaHUPYWHTE TOT ke OJaHK, HO YK€ s
pacnio3naBanus (kaornka CKaHHPOBAThH Ha aHeau nHCTpyMeHToB Open& Read).

13 llenkuuTe Ha KHOMKE Hanoxuth mabioH Ha nmaHean HHCTpymMeHToB Open& Read.

14 Illenkuute Ha KHONKE Pacmo3HaTh Ha maHean nHCTpyMeHToB Open& Read.

15 O3HaKOMBTECH C 3aMOJHEHHOH (OPMOH, TTOTYYCHHOU B pE3yIbTaTe PACTIO3HABAHUS.
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16 CoxpaHuTe JOKyMEHT B BHe Tabmuisl EXcel.
Bb1 Hayumimch 00pabaThiBaTh OJIAHKU, UMEIOIIME TIPEAONPECIICHHYIO CTPYKTYpY. BbI Takke
y3HAJIH, KaK COXPaHATh Pe3yJIbTaThl paclio3HABAHUS B BUJC, YIOOHOM IS JaJIbHEHTIICH 00paOOTKH.

JlaGopaTopnas padora Ne 2

OCBOEHME ITPUEMOB PABOTbBI C TPOT'PAMMAMHA
I ABTOMATHU3UPOBAHHOI'O ITIEPEBOJA TOKYMEHTOB

Ilopsook evinonnenus

ABTOMATH3UPOBAHHBII NepPeBoj JOKYMEHTOB ¢ OMOIIbIO MporpaMmmbl Promt

1 3amycrure nporpammy Promt 98 (ITyck >IIporpammer >PROMT 98 > PROMT 98).

2 Jaiite xomanay ®aiin > OTKpPBITH U BEIOEPUTE OTKPHIBAEMBII TOKYMEHT.

3 Bribepute ucnomb3yemsiii (opmar ¢aitna B auasoroBom okHe KonBepTupoBath daitn u
menkaure Ha kaonke OK.

4 Ortkpoiite BkiIaaky Mcmonb3dyemble ciioBapu Ha uHGopMarmoHHol nanenu. O3HaKOMbTECHh CO
CIIMCKOM HUCIONB3yeMbIX ciaoBapeil. ll[enkHuTe Ha ATOW BKJIaJKe MPaBOi KHOMKOW MBIIIN U BhIOEpHUTE
B KOHTEKCTHOM MEHIO KOMaHy VI3MEHUTh CIIMCOK CIIOBApEM.

5 OTKIIOYUTE BCE CIOBapH, KPOME OJHOIO CHELMAIU3NPOBAHHOIO TEMATUYECKOTO CJIOBaps IO
TeMe TOKyMeHTa (M, BO3MOXHO, IT0JIb30BATEIILCKOTO).

6 IllenkHuTe Ha KHONKe Beck TekcT Ha nmanenu HHCTpyMeHTOB [IepeBos.

7 O3zHakoMbTECh C NEpeBoJOM TekcTa. OOpaTtuTe BHMMAaHME Ha BMJ al3aleB, KOTOpbIE HE
CJIEIOBAJIO MIEPEBOIUTD.

8 Beoigenure ¢parMeHThl, KOTOpPbIE HE CIEIOBAJIO TMEPEBOANTh, U IIEJIKHUTE Ha KHOIIKE.
OcraButh ab3ar; 6e3 mepeBoma Ha maHenu WHCTpyMeHTOB IlepeBon. OOparture BHMMaHUE Ha
W3MEHEHHUS B OTOOpaXECHUH OpUTHHANA U TIEPEeBO/IA.

9 OrneHuTe KaueCTBO aBTOMAaTHYECKOTO MepPeBO/Ia.

10 CoxpaHuTe ITOKYMEHT BO BHyTpeHHeM Qopmate mporpammbel Promt 98 (Paiin > CoxpaHuTb
JOKYMEHT). 3aKpoiTe JTOKYMEHT M OTKPOWTE €ro CHOBa, YOCIWBIIUCH, YTO B ITOM CIy4ae MOXKHO
MIPOJOIDKUTH PabOTy B TOYHOCTH € TOT'O MECTa, Ha KOTOPOM OHa ObLiIa OCTaHOBJICHA.

11 Coxpanwure nepeBeacHubli Teket (Daiin > Coxpanuth > [lepeBoa) B opmare, yUUTHIBAIOIIEM
dopmarupoBanue gokymenra (MS Word 6.0/7.0 for Windows). OTkpoiite coXpaHEHHBINH JTOKYMEHT C
nomoinkio mporpammbl Word Pad u mpocMoTpHTe €ro copepskaHue.

12 CoxpaHuTe JOKyMEHT B B¢ OmmnHreel (Paiin > CoxpaHuTh > BUinHTBY).

13 OTKpOMNTE COXpAHEHHBIN JOKYMEHT, HapUMEpP, B TEKCTOBOM peaaktope bioknort. Mcnonb3ys
AHTTIUICKUN U PYCCKUIM BapHaHTHI TEKCTa, MOMPOOyiiTe OKOHYATETHbHO COPMHUPOBATH MPABUIIBHBIA U
TPaMOTHBIN TIEPEBOJ] HCXOTHOTO TOKYMEHTA.

Bbl HayumIich BBITIOTHATH aBTOMAaTHYECKHUI MEPEBOI JOKYMEHTOB C MOMOIIBIO TTporpaMMbl Promt
98. Bbl y3Hau, Kak BIMAET BHIOOD CIIOBaps HA KaueCTBO NepeBoia. Bbl HAyUYMIIMCh UCKITIOUATh U3
nporiecca ad3aiipl, He TpeOyromue nepeBoaa. Bel MO3HAKOMUIIUCH C pa3HBIMU CIIOCOOAMHU
COXpPAaHEHHUS JOKYMEHTa M BO3MOXHOCTSIMHU €ro JAajibHelIel o0paboTKu.

PenakrupoBanue cioBaps

1 3amycture nporpammy Promt 98 (ITyck > ITporpammer > PROMT 98 > PROMT 98).

2 Jaiite komanay ®aiin > OTKpPBITH U BEHIOEPUTE OTKPHIBAEMBII TOKYMEHT.

3 Bribepute ucnomb3yemsiii (opmar ¢aitna B auasoroBoMm okHe KonBepTupoBath (aitn u
mieJKHUTe Ha KHomke OK.

4 IllenkHuTte Ha KHOMIKE Bech TEKCT HA maHenn HHCTpyMeHTOB [lepeBo.

5 Ortkpoiite Bkinaaky HesHakoMble ciioBa Ha MHPOPMALIMOHHOM MTAHEIH.

6 IIpocmoTpuTe CIHUCOK CIIOB, HE3HAKOMBIX Mporpamme. [lompoOyiiTe pas3pickaTh WX B aHTJIO-
PYCCKOM CJIOBape, 4TOOBI BBISICHUTh, KAKUE U3 HUX JEHCTBUTEIHLHO TPEOYIOT IEpeBo/Ia.

7 B cnucke Ha Bkianke Heznakombie cioBa Ha HHPOPMAIIMOHHOM MaHETH ABAXK/IbI IIEIKHUTE Ha
CJIOBe, TpeOyroIeM NepeBo/ia.

8 B numanoroBom okHe OTKpBHITH CIOBApHYIO CTAaThi0 YTOUYHUTE HayalbHyI0 (opMmy cioBa U
menkHuTe Ha kHornke OK.



9 B muanoroBom oxne CrnoBapHasi cTaThs BEIOEPUTE BKIIAIKY, COOTBETCTBYIOIIYIO YaCTH PEUH, K
KOTOPOU MPUHAATIEKUT J00aBISIEMOE CIOBO.

10 YCTaHOBUTE MEPEKIIOYATENN, OMUCHIBAIONIME CBOWCTBA CJIOBA, M IICJIKHATE HA  KHOMKY
J1o6aBUTE.

11 B mumanoroBom okue [lepeBoxa BBeaUTE Hada bHYIO (HOpMY JUISI CIIOBA HMIIU CIOBOCOYCTAHWS,
KCIIOJIb3YEMOTr'0 B KaUeCTBE NEPEeBO/A, U HiekHUTe Ha KHonke OK.

12 Tlpy TmOSBIEHUM 3alpPOCOB, KACAIOIIMUXCS JOMOJHHUTEIBHBIX TIpaMMaTHYecKux ¢Gopm
MCXOJIHOTO CJIOBA WJIM MEPEBO/Ia, BBEIUTE HEOOXOIUMBIEC TaHHBIC.

13 IIpu HEOOXOAMMOCTH BHECHUTE B TOJIb30BATEIBCKUN CIIOBAPh U JIPYyTHUE CIIOBA, TPEOYIOIIHE
MepeBo/ia, Kak OMUCAaHO B MyHKTax 8 — 12.

14 TIOBTOpHO IIEJIKHUTE Ha KHOMKe Bech Texkct Ha maHenn UHCTpymeHTOB llepeBon. M3yuure,
KaK M3MEHWICS MEPEBOJI B CBSI3U C MOMOJIHEHUEM CIIOBaps.

Bul ysuoenu, xaxue Oeticmeusi svinonnsiem npoepamma Promt 98 npu obnapyscenuu 6 mexcm
He3HaKOMbIX ell C1108. Bvl Hayuunucy nonoiHamos cioeapu npoepammol, pacuiupsis, maxkum oopazom, ee
B03MOINCHOCIU NO NEPeBody MeKCmos.

JlaGopatopHhas pa6ora Ne 3
PABOTA C APXUBATOPAMU HA IIPUMEPE ITIPOI'PAMMBI WINZIP

[Topsaiok BeINOJIHEHUS

IIpocmoTtp apxuBHoro ¢aiisia B popmare * .Z|P

1 3amycrute aucnerdep apxuBoB WinZip 7.0 komanpoit ITyck > Ilporpammer > WinZip >
WinZip 7.0 (eciu na Bawem kxomnviomepe ycmanosenena 6onee ceedxcas eepcus WINZIp, mooicro
s3anycmumo ee).

2 BcraBbre ru0Kkumii TUCK, coaepKalInii apXuBHBIN (aiin B popmate ZIP, B arickoBog A':.

3 Jlaiire komanny File> Open Archive (®aiin > OTKpBITh apXUB).

4 B mmanoroBom okue Open Archive (OTkpeiTHe apXuBa) BOCIIOJB3YHTECh PacKPBIBAIOMICH
KHOMKOW B crnucke [lamka, paseimure u otkpoiute Juck 3,5 (A:), Bbyienure 3Ha4oK ¢aitna B
dopmare .ZIP u menkauTe Ha KoMaHgHOUW KHOomke OTKpwITh (B okHe mporpammbl WinZip 7.0
OTKPOETCSI CIIUCOK (haiiIoB, BXOISAIINX B apXUB).

5 BeigenuTe 3HaUOK (haitna, KOTOPHIH KeJaeTe MPOCMOTPeTh, Hanpumep ReadMe. Txt. JBax bl
LIETKHUTE HA 3TOM 3HauKe, ¥ (ailil OTKPOeTCsl B OKHE aCCOIMMPOBAHHON Mporpammsl. [1o ymomdanuio
B onepanuonnoi cucreme Windows 98 ¢ daitnamu tumna * . TXT acconuupoBana mporpamma biaokHOT.

6 Ecaum HyXHO mpocMOTpeTs aitm B JApyroil mporpaMme, BBIACTUTE €ro 3HAUYOK MU
BOCIONB3yiTech Komanoi Actions > View ([eiictBus > Ilpocmotp). ITo 3Toi KOMaHAE OTKpOETCS
muanoroBoe okHO View (IIpocMoTp), B KOTOPOM MOXHO CAMOCTOSITENIBHO YKa3aTh, KAKYIO MPOTrpaMmy
CIIe/TyeT MCIOIb30BaTh B KAUECTBE CPEICTBA IPOCMOTPa A1 (pailyioB JAHHOTO THIIA.

7 Boyrenute ans nmpocmotpa (Bailyl ¢ MHBIM pacIIMpeHHeM WMeHH, Hampumep *.diz. Dror tun
(daiimoB HE WMEET AacCOIMMPOBAHHOW TpOrpaMMbl mpocMmotpa. llocime mpemynpexmaaronero
COOOILIEHHsI OH OTKPOETCS B CTaHAapTHOM cpeactBe npocmorpa Windows — B nporpamme BeicTphiit
IPOCMOTP.

Bt nayuunucy npocmampugams aiinet, Haxoo0awuecs 6Hympu apxuea, 6e3 pacnakosKu apxusa u,
coomeemcmeenHo, 0Oe3 u3zgnedeHus Qainos. Mo 6aN*CHO, NOCKOAbKY OdNeKO He 8ce apXuebl,
nocmynarowue Ha — Komnvlomep, ocobenno u3  Humepnema, cmoum  pacnaxkogvleamo.
IIpeosapumenvubviil nNPOCMOMP NO36075em YOeOUMbCs 8 MOM, YO APXUE COOEPAHCUM OeUCMEUMETLHO
HeoOx00uMble OaHHbIEe, A MAKMCe NONYYUMb NPEOBAPUMENbHYI0 UHGOPMAYUO O MOM, KAK Jyuule
PACnopaoumvbCst 20 CO0ePHCUMBIM.

N3Baeyenune paiinos us Z| P-apxusa

1 IlpenBapuTenbHO ONMpPEENUTE MAIKy, B KOTOPYIO OyIyT NMOMEIICHBI (haiiiibl, H3BJIEKaeMble U3
apxuBa. EciM HUKaKuX MPEANOYTCHUI HET, CO3aiTe BPEMEHHYIO mManky, Hampumep nanky C:\Mou
noxkymeHTHI\ Ipooa.



2 3amyctute aucnerdep apxuoB WinZip 7.0 u otkpoiite Zip-apxuB, pa3MeIICHHbII HA THOKOM
MCKe A:.

3 Beimenure ¢aiinel, KOTOpbIE XelaeTe W3Bieub. IIpu rpynmoBOM BBIIEICHHUU MOJIB3YyHTECHh
JIeBOM KHOMKOHM MbIH coBMecTHO ¢ knaBumramu CTRL u SHIFT.

4 Jlaiite komanmy Actions > Extract ([leiictBust > M3Biaeub) — OTKPOETCS THATOTOBOE OKHO
Extract (M3Bneuenue).

5 Ha neBoit manenu AMagOroBOro OKHa yCTAaHOBUTE HEOOXOIMMBIE MEPEKITI0YATENH.

6 Ha mpaBoii maHenu OTKPOMTE MAaNKy-MPUEMHUK, B KOTOPYIO MPOU3OMAET HU3BJICUEHHUE
BbIIEIEHHBIX (paiiioB. PaboTa Ha mpaBoii maHenu aHamorudna padore ¢ I[Tposogaukom Windows.

7 3amycTuTe mporece u3BacueHus (paiioB ImeIukoM Ha KOMaHIHOH KHomke Extract (3sieun).

8 Ilo okoHYaHMU Tpolecca 3aKpoiTe AUATOroBOe OKHO InenukoM Ha kHomke Cancel (Otvena)
WIM Ha 3aKpBIBAIOLICH KHONKE B IPAaBOM BEPXHEM YTy OKHA M 3aBEpIIUTE paboTy ¢ MporpaMmMoin
WinZip xomannoi File> Exit (Paitn > Beixon).

9 C nomorupsto ITposoauuka (ITyck > IIporpammsl > [IpoBogHUK) yOEeAUTECH B TOM, 4TO (aiiibl,
W3BJICYEHHBIE U3 aPXUBA, IEHCTBUTENBHO OCTYIIWIN B 3aJaHHYO MAIIKY.

10 Y panute SKcriepuMeHTanbHyo nanky \[Ipooa.

Bbl Hayuminch u3Bnekathb (ailiabl U3 apxuBa B 3aJjaHHYI0 nanky. [Ipu 3ToM y Hac ecTh cineayronme
BO3MO>KHOCTH BBIOOpA!

— Kakue ¢aﬁﬂbl uzenekams, d KaKue — Hem,
— B KaKy10 INalkKy Mnponu3BOAUTD 3aIIUCh.

Co3nanue Z| P-apxuBa

1 Cospnaiite manky st skcrepuMenToB, Harpumep C:\Windows\Temp\Zip _T1po6a.

2 MeTomoM KOMUPOBAHKsI HAMIOJIHUTE 3Ty MANKy MPOU3BOJIBHBIMHU (hailiaMu, HAPUMED, B3SIB HX
u3 cranaaptHoi nanku C:\Windows\Media (daiiibl B 3TOH manke UMEIOT «IJIHMHHBIC HMEHa», a HaM
Ba)XKHO YOCTUTHCS B TOM, YTO TOCIIC apXUBAIIUK OHU OCTAIOTCSI HETIOBPEKICHHBIMH).

3 Bamycrute gucnerdep apxuso WinZip 7.0.

4 Jlaiite xomangmy File > New Archive (®aiin > Co3math ApxwB) — OTKpO-
ercs auanoroBoe okHo New Archive (Co3mganue apxuBa). B 3ToM OKkHe mpexie BCETO
BBIOCPHUTE MMAIKy, B KOTOPO# OymeT co3aan apxus, Harmpumep C:\Windows\Temp\Zip_ITpo6a.

5 Bsenute ums apxuBa B nonie Mms daiina (Hanpumep Media) u yoenurecs, uro B mosie Files of
type (Tun daiina) ycranosien tun Zip files.

6 Oo0s3arenbHo ycranoure Quaxok Add dialog (OtkpeiBath OkHO BriroueHHe B apXuB) |
mienkauTe Ha kHornke OK.

7 Ecmu ¢dnaxox Add dialog ycranorieH, otkpoercs auanoroBoe okHo Add (Bxirouenue B
apXwB).

8 B packpsiBaromemcst crimcke Action ([eiictBue) Boidbepure mynkT Add (and replace) files
([ToGaBnsATh ¥ 3aMeHATH (haJIbI).

9 B packpeiBatoriemcsi crimcke Compression (Crenenb cxatus) BbiOeputre myHKT Normal
(O6brunHas).

10 B rpynme snemenrtoB ymnpasienus Folders (ITamku) ycranosure ¢uaxok Include Subfolders
(Bxurouast BiioskeHHbIE Tanku). HecMoTps Ha To, uro B HamieM mpumepe B manke \Media ner
BJIOKEHHBIX TTAIOK, HaJI0 B3STh 3a MPABUIIO BKJIFOYATh JaHHBIN (DIaXkok Beeraa.

11 B rpymnme snementoB ynpasienus Attributes (AtpubyTsl) yOoeauTech B TOM, YTO YCTaHOBIICH
dnaxok Include system and hidden files (BxirouaTs CHCTEMHBIC B CKPBITBIC (aiiyIbl.

12 Beigenute (aiiisl, BKIIOYaeMble B apXuB. [Ipu rpynmoBoM BbIJeIEHUH (ailjIoB MOJIB3YHTECH
JeBOM KHOMKOM MbImu coBMecTHO ¢ kinaBumamu SHIFT u CTRL. Eciau HyXHO BhIIeTUTH Bee (halbl,
MO>KHO BOCTIONIb30BaThcst komOuHarmen kinapum CTRL+A.

13 Illenkuute Ha KomaHaHOW KHOmKe Add (/lo6aBuTh B apXWB) — HAYHETCS MPOIECC CO3TAHHUS
apXuBa.



14 C nomouipto IlpoBomnuka otkpoiite manky C:\Windows\Temp\ Zip_Ilpo6a. Paspimute
cos3nanubiil aitn Mediazip. YcraHoBute ero pasmep Mo CTPOKE COCTOSHUS WIIH MEPEKITIOYUBIIUCH B
pexum Tabnuna.

15 IMepekarountech B nmporpammy WinZip 7.0. OtkpoiitTe B Hell CO3AaHHBIN apXUB U yOSUTECh B
TOM, UTO «IJIMHHBIC UMEHA» (DaliI0B COXPAHHIUCH.

16 3akpoiite nporpammy WinZip.

Boi mayuunuce cozoaeamo apxuevi cocamuix gainos. Ipu smom Bel umeeme 603MOICHOCHDb
gblOpamy, Kakue @aiiivl GKIYAIOMCI 8 APXUB U 8 KAKOU NanKe co30aemcs pe3yibmupyowutl Qail.
Bvi makoice mooiceme vlopamv cmenens Cocamusl, YKazamv pexlcum 0OHOGLeHUs (Paunios Ous mex
cyyaes, Koeda 8 apxuee yojice uUMeromcs @atiivl, 00OHOUMEHHble 000asIAeMbiM, U 3A0AMb PEeHCUM
VRAKOBKU NANOK ¢ COXPAHEHUEM CMPYKMYPbl GlLONCEHHbIX NANOK. J{aHHble HACMPOUKU BbINOJHSIIOM 8
cneyuanviom ouanocoeom oxkuwe Add ([Jobaesrenue 6 apxus). OHu 0cobenHO 8AJICHbI 6 MeX CAVUASX,
K020a oucnemuep apxuéos UCHONb3YeMCsl ¢ Yebld OP2AHU3AYUU Pe3ePEHO20 KONUPOBAHUSL OAHHBIX.
Obpamume @HuMmaHue, 4mo 0obasieHue 8 apxue MO*CHO OCYUWeCMEIAMb U MemoOOM NepemacKu8aHs.
Heobxooumblx aiinos na nanky Zip-apxusa.

3amura Z| P-apxuBa

1 3amycrure nporpammy WinZip 7.0.

2 Jlaiite xomanay File > Open Archive (®aiin > OTkpbITh apxuB). OTKpoOWTe paHee CO3TaHHbIH
apxuB Media.zip.

3 Jlaiite xomanmy Actions > Add ([lefictBust > J06aBUTh B apXWB) — OTKPOETCS TUAIOTOBOE
okHo Add ([loGaBiieHre B apXuB).

4 B crucke mpeacTaBiacHHBIX (aiiioB passinmre (aiin Media.zip, menkaute npaBoil KHOMKOR
MBIIIH Ha €0 3HAYKE U B OTKPBIBIIEMCS] KOHTEKCTHOM MEHIO BBIOEpUTE KOMAaHIY Y IaluTh. Y AajicHHUE
paHee CO3/IaHHOTO apXHBa HEOOXOAMMO ISl CO3/IaHKSI HOBOTO apXHBa MO/ TEM )K€ HMEHEM.

5 Brimenute Bce (aiinsl cnircka komOuHanuen kimapum CTRL+A.

6 Jlusg 3ammThl CO37aBaeMOro apxuBa MaposieM mieakHuTe Ha kHomke Password (ITapons) —
OTKPOETCS OJJHOMMEHHOE JIHAJIOTOBOC OKHO.

7 OOparute BHuManue Ha ¢uaxok Mask Password (He orobpaxkars mapons). Ecou on
YCTaHOBJICH, TTAPOJIb MIPU BBOJIE HE OyJeT OTOOpa)XkaThCsi Ha SKpaHe, a €ro CUMBOJIBI OYIyT 3aMECHEHBI
MOJICTAHOBOYHBIM CHMBOJIOM «*>». DTO Mepa 3allUThl Mapojs OT MOCTOPOHHUX. OIHAKO B JaHHOM
Cllydae TOJIb30BaTellb HE MOKET ObITh YBEPEH B TOM, UTO OH HaOpaJl mapoJib npaBuibHO. [ToaTomy mpu
ycraHoBieHHOM (iakke Mask password cuctema 3ampalinBaeT MOBTOPHBIA (KOHTPOJBHBIN) BBOJI
apoJIs.

8 Beemute mnaponb, HampuMep CioBO test, wuchonb3ys Kpome an(aBUTHBIX CHMBOJIOB
MIPOM3BOJIbHBIC 3HAKHU TPEIHHAHUS, HaIpuMep Tak: t,e/s:t.

9 Illenkuute Ha kHOmke OK. OOparure BHMMaHHEe Ha TO, 4YTO auajgoropoe okuo Add
(JobGarnenue B apxuB) uaMeHmio Ha3Banue — Add with password ([loGaBiienue B apXuB M 3aluTa
mnapoJiem).

10 [enkuute Ha KomaHaHO#H KHOmke Add (J{o6aBuTh B apXWB) — HAYHETCS MPOIECC CO3TAHUS
3amuiieHHoro apxusa Media.zip.

11 OTtkpoiiTe co3aaHHbIi apxuB komanaoi File > Open (dDaiin > OTKPHITH).

12 Beigenure ar000# (aiia, BXOAAIMIKMN B COCTaB apXuBa, M Jaite KomaHay Actions > Extract
([deiicTBus > M3Bi1€ub).

13 B otkpeiBiieMcs aumanoroBom okHe EXxtract (M3Bieuenue) mnpoBepbTe MPaBHUIBHOCTH
YCTaHOBKHM HEOOXOAMMBIX 3JIEMEHTOB YIIPABJICHHUS M BRIOCPHUTE TAINKY-TIPUEMHHUK.

14 IlenkuuTe Ha KOMaHaHOM KHOMKe EXtract (M3sneus). [Ipolecc n3BaeUCHUS TaHHBIX U3 apXUBa
HE 3aIyCTHTCS, @ BMECTO HETO OTKPOETCS IUATIOrOBOE OKHO JIJISl BBOJIA MAPOJIS.

15 Y0eauTech B TOM, YTO BBOJI HEMPABUIIBHOTO MAPOJIs HE MTO3BOJISICT M3BJICYb (DalijIbl U3 apXUBa.

16 YOenuTech B TOM, UTO MPaBUJIBHBIN BBOJI MAPOJIS JCHCTBUTEIHLHO 3aITyCKaeT MPOIIeCC.

17 3akpoiite nporpammy WinZip 7.0.

Bvt nayuunuce coszdasame 3aujuiyeHHvle apXuevl. 3auuma BbINOIHAEMCS O0OHOBPEMEHHO C
coz0anuem camoeo apxusa. Haoedcnocmv 3awumvl 60 MHO2OM  ONPeOensiemcsi pasmepom
CUMBOILHO20 HAOOPA, UCNONIL30BAHHO20 NPU 3A0AHUU NAPOJIAL.



Co3nanue camopacnakoBbiBawmierocsi Z| P-apxusa

1 3amycrture nporpammy WinZip 7.0.

2 Jlaiite komanay File > Open Archive (®aiin > OTkpbiTh apxuB). OTKpOWTE paHee CO3JaHHBIN
apxuB Media.zip.

3 Jlaiire xomangy Actions > Make .Exe File ([eiictBus > Co3aarh MCHONHUMBIA (aiin) —
oTkpoetcs nuanoroBoe okuo WinZip Self-Extractor (I'enepaTop caMopacrnakOBBIBAIONIETOCS apXUBa).

4 CaMopacrakOBBIBAIOIIUICS apXUB CO37aeTcsi Ha 0a3e paHee CO3MaHHOTO OOBIYHOTO ApXHBA.
VYo6emurece B ToMm, uro B mone Create Self-Extracting Zip files from (Cosgars
CaMOPAaCIaKOBBIBAIOIIMICS apXHB H3...) MPABUILHO 3amucaH ajapec ucxoxnoro ZIP daiina. Eciu ato
HE TakK, BOCMOJIB3yHTech KHOMKOM Browse (O630p) 1ist morcka Hy»KHOTO ¢aiiia.

5 B rpymne Self Extractor Type (Tum caMopacmakoBBIBAIOIIEIOCS apXWBa) BKJIFOUNTE
MEePEKITI0YaTeNb, COOTBETCTBYIOIINN ONEPANMOHHON CUCTEME KOMIIBIOTEpA, JIUIsl KOTOPOTO TOTOBHUTCS
apXWB.

6 B rpymne Spanning Support (ITommepskka pacrnpenesicHHOTO —apXvBa) — BKJIIOYHMTE
nepexmodaresib NO spanning (bes pacnipenesnenust).

7 Ilenkaute Ha kHOMKEe OK.

8 IlocKoibKY MCXOIHBIN apXHMB MMEET MAapOJIbHYIO 3aIUTY, TO MEpe HavaaoM mpeoOpa3oBaHus
MOSIBUTCS TIPeAyNpexkIaroniee cooOienne. 3akpoiite ero meirukoM Ha kHorke OK.

9 Ilo okoHuUaHHMHU MPEOOPa3OBAHMUS MOSIBUTCS AUATIOTOBOE OKHO C MPEAYNPEKICHUEM O TOM, YTO
CaMOpPAaCIaKOBBIBAIOIIMICS apXHB CJIEAYET UCIBITaTh. [l0ATBEpANTE HAYAIO UCTIBITAHUS IIEITYKOM Ha
kHorke Jla.

10 B ouepenHOM OKHe BbIOEpHUTE MANKy, B KOTOPYIO INPOU30MAET MPOBEPOYHAs paCIaKOBKa
apxuBa. [lo ymomuanmio npemnaraercs mamka C:\Windows\Temp. Eciu oHa He ycrpauBaer,
BOCIIOJIB3YHTECh KOMaHIHOW KHOMKoW Browse (O630p), BbIOEpUTE HYXXHYIO MAnkKy W MICIKHUTE Ha
kHomnke Unzip (PacmakoBats).

11 TTockonbKy apXWBHBIN (haiiyl 3alUIlNEH, ero paclakoBKa HE HAYHETCs, MOKa He OyIeT BBEICH
MIPaBUJILHBIN MApOJIb.

12 Ilo 3aBepuieHUN PabOTHI 3aKPONTE TEKYIIHE TUATOTOBBIC OKHA.

Bvt  Hayuunuce cozoasams  camopacnaxkosviearowuecs apxugvbl Ha 0aze npeosapumenbHo
NO020MOBAEHHBIX 0OLIYHBIX APXUBOE. Bbl yoeounucos 6 mom, umo eciu uCXOOHbIL apxus ObL 3auuLeH
naponem, mo dma 3awuma COXpaHsaemcs u 8 Camopacnako8blearemMcs apxuee.

Co31aHue caMOpPacnaKOBBIBAIOIIETOCS pacnpeaeieHHOT0 apXuBa

1 3amycrure nporpammy WinZip 7.0.

2 Jlaiite komanay File > Open Archive (®aiin > OTKpbITh apXxuB). Pasplure 1 OTKPOHTE paHee
co3nanHbIi apxuB Media.zip.

3 Jlaiite xomanmy Actions > Make .Exe File ([eticteust > Co3garh UCHONHUMBINA daiin) —
otkpoetcs nuanoroBoe okHo WinZip Self-Extractor (I'enepaTop caMmopacnakoBBIBAIOLIETOCS apXUBA).

4 B rpynme snemenTtoB ympasienus Spanning Support (ITommepkka pacrpenerneHHOro apXxvBa)
BKJIFOUHMTE Tepektouarens Safe Spanning Method (3ammimennsiii Meron pacnpeneneHus) win Old
Spanning Method (OObI4HBIH METOT pactpeIC/ICHIS ).

5 3awuujennviii Memoo co3oaem HA NepeoM 2UOKOM Oucke 08a (auina. UCnOIHUMbBLU ¢haiil,
BLINOTHAOWULL  ABMOMAMUYECKYIO PACNAKOBKY, U Nepevlil mom pacnpedenenHoco apxuea. Ha
NOCIeOVIOWUX OUCKAX CO30aemcsi NPOOOIdNCEHUe PAChpedeleHH020 apxued. Takot nooxoo0 nosvluiaem
YpOoBeHb 6e30nacHOCmU, NOCKOIbKY 0ddce 6 MOoM caydae, K020d UCNOJHUMBLL (atil nospexcoeH,
Hanpumep KOMNbIOMEPHbIM 8UPYCOM, UHGOpMAayus He nponadaem u OCMAemcs 6 apXueHom ¢haiiue.
Ilocne npumenenus anmMuBUpYCHbIX CPEOCME OJisl «IeUeHUs» 3aPAdCeHHO20 UCNOIHUMOZ20 datlia
makoice He NPOUCX0OUm HAPYULeHULL 6 CIMPYKMYype apxXuéd, NOCKOIbKY UCHOTHUMbIL (aill A8MOHOMEH.
Omom memoo npumensrom 05l nepedayu ApXueHbIX MAmMepuaios Ha 2UOKUX OUCKAx.

6 OObluHblll MemoO Ccuumaemcs «<ycmapesuium», NOCKOIbKY OH 00ecnequsancs npouLIbIMU
sepcusmu npocpammol WINZIip. Dmom memoo ne cozdaem omoenbHO20 UCHOIHUMO20 paliid, U 6ecChb
apxue XpaHumcsi 8 0OHOM UCHOIHUMOM haiiie, pacnpeoeieHHoM NO HeCKOAbKUM HOCUMENAM. JanHbli
MEemoO  UCNOAL3YIOM Ol CAMOPACNAKOBLIBAIOWUXCSL  APXUBO8,  NepeddsaemMvlx No  KAHALAM
KOMNbIOMEPHLIX cemel.



7 lenkuute Ha komaHaHou kHomke OK — oTkpoercs muanmoroBoe okuo WinZip Self-Extractor
(TenepaTop caMoOpacnaKkOBBIBAIOIIETOCS apXHBa).

8 VYcranoure ¢Gaaxok Erase any existing files on the new disk before continuing
(ITpeaBapuTeIbHO CTEPETH BCE CYIIECTBYONINE (ailsibl HA THOKHX THCKAX).

9 Illenxnute Ha kHomke OK — HauHETCS MpPOLECC CO3/1aHUs MEPBOrO TOMA PACIPEAEIEHHOIO
apxuBa. [lo okoHUaHUU Mpoliecca MO yKa3aHUIO OT MIPOrpaMMbl U3BJIEKUTE 3aIIUCAHHBIA THOKUI TUCK
Y BCTaBbTE HOBBIM.

10 Co31aB nocaeAHUN TOM, TPOrpaMMa MPeAI0KUT U3BJIEUb ITOCIEIHUI IUCK U BCTAaBUTh NEPBBIN
JUTsl BHECEHUS MPABOK B 3ar0JIOBOK apXHBa.

Bbl HayumiIMCh €O3/1aBaTh CaMOPACIIaKOBBIBAOIIUECS PACIIPEIEICHHBIE ApXUBBIL. Takoi METO
apXHBallMy Halesl 0COOEHHO MUPOKOE MPUMEHEHHE MTPU PACTIPOCTPAHEHUU TTPOTPAMMHBIX
MIPOJIYKTOB.

JlabopaTopnasi pabora Ne 4

TEKCTOBBIN ITPOIIECCOP Ml CROSOFT WORD.
INEPBUYHBIE HACTPOUKHA

Ilopsook evinonnenus

IlepBuyHble HACTPOIKM TeKcTOBOro mpoueccopa Microsoft Word 2000. Hactpoiika
TekcroBoro npoueccopa Microsoft Word 2000 urpaer oveHb BakHYIO poib. [IombITKH co3aaTh
JOKYMEHT, paboTasi ¢ HEHaCTPOCHHOW MPOrpaMMoi, OOBIYHO MPUBOIAT K BO3ZHUKHOBEHHUIO MPOOIIEM,
yCTpaHATh KOTOpBIE TpyAHEE, 4eM mpeaoTBpamars. CI0KHOCTh HACTPONKU MPOrPaMMbI COCTOUT B
TOM, YTO CPEICTBA, HEOOXOIMMBIE JIJIsl ATOM LIEJIH, HE COCPEOTOUEHBI B OJTHOM MECTE U JIOCTYI K HUM
JTAJIEKO HE OYEBUJICH.

Brimonuss Ty nabopaTopHyto paboty, Bbl He TOIBKO HayuHuTECh TOTOBUTH IporpamMmy K pabdore,
HO U 000#ieTe MHOKECTBO Y3KHUX MECT, CTaBSIIUX B TYITUK HAUMHAIOIIETO ITOJIb30BaTEIs.

1 3amycTHTe TEKCTOBBIN mporeccop koMmauaoi [Tyck > [Iporpammer > Microsoft Word.

2 OrtkpoiiTe 3apaHee MOATrOTOBICHHBIN (aii (J1r000i).

3 OrTkpoiiTe MEHIO HACTPOMKH maHenei yrupasiaeaus (Bux > [lanenu ynpasiacHus) u yoeaurecs B
TOM, YTO BKIIFOUEHO OTOOpaKeHHE TOJIbKO ABYX naHeneil: CtangaptHas u @opMaTupoBaHUE.

4 B kadecTBe pexuMa OTOOpakeHWs JOKyMEHTa BbiOepuTe Pexum pasmerku. [[ns sToro
UCTIOJB3YHTE COOTBETCTBYIOIIYIO KHONIKY B JIEBOM HI)KHEM YTy OKHa JIOKYMEHTa WM KoMaHay Bun
> Pa3meTKka CTpaHUIIbI.

5 Ecnu mpudt Ha 5KpaHe BBIMIAIUT CIMIIKOM MEJIKHM, HAacTPOHTe MacimTad OTOOpakeHUs
komaHnou Bum > MacmTab. MOXXHO TakKe HCIOJIB30BaTh PACKPBIBAIONIUICSA CUCOK MacmTab Ha
naHenu MHCTpyMmeHToB CrannaprtHas. Ecnm skemaemoro Macitaba HeT B criucke (Hampumep 125 %),
BBEANTE HY)KHOE 3HAUCHUE HEMOCPEICTBEHHO B T0JIe criicka U HaxmuTe kinasumry ENTER.

6 B kadecTBe enMHUIBI HM3MEpPEHHs JUIsI HACTPOMKH IapaMeTpoB JOKyMEHTa BBIOEpHUTE
mustumetpsl (Cepsuc > [MapameTpsr > O61mue > EAMHAIBI H3MEPEHUS).

7 HacrpoiiTe crnucok ObICTPOro OTKpBITUS JOKyMEHTOB. Ilocie 3amycka mporpaMMmbl B MEHIO
@aiin MOKHO HalTH CIIMCOK M3 HECKOJIBKUX JIOKYMEHTOB, OTKPBIBABIITMXCSI B TEKCTOBOM IPOIECCOpE B
nocnegHee Bpems. OTo yaoOHO mAsisi OBICTPOTO OTKPBITHS HYXKHOTO JokyMeHTa. KonnyectBo
JOKYMEHTOB, OTOOpa)KaeMBIX B 3TOM CITUCKe, 3aaaite cuerynkoMm Cepsuc > [lapamerpsr > OOmue >
IToMHHTB CTIUCOK U3 ... haitnoB (ycTanoBute 4 aiina).

8 OTKIIOYUTE 3aMEHY BBIJICIIEHHOTO (pparMeHTa MmpH IpaBke Tekcra, copocus diaxxok Cepsuc >
[Mapamerper > IlpaBka > 3ameHSTh BbIACNEHHBIH (parMeHT. OTO HECKOJIbKO CHHKAET
MPOU3BOUTENFHOCT TPyJa NPU PEAAKTUPOBAHMHM TEKCTAa, HO CTpaxyeT HAYMHAIOMUX OT
HexenaTeNnbHbIX omO0K. C HaOOPOM OIBITa MPAKTUUECKONH PAOOTHI ATOT (PIIaXKOK MOKHO YCTAaHOBHTD
BHOBb.

9 Brimo4nTe KOHTEKCTHO-UyBCTBUTEIBHOE MEPEKIIOUCHHE pacKiaaku KinaBuatypsl (CepBuc >
[MapameTtpsr > IIpaBka > ABTOMAaTHUeCKash CMCHA KJIaBHATyphl). OTa (QyHKIUSA ymoOHA mpu



penakTUpoBaHUM TeKcTa. [Ipy nmomemiennn Kypcopa B aHIVIMHCKUNA TEKCT aBTOMAaTUYECKH BKIIIOUAETCS
AHTJIOSI3bIUHAS PACKIIAJIKA, a IPU IIOMELIEHUH €r0 B TEKCT Ha PYCCKOM S3BIKE — PyCCKOSI3bIUHAS.

Hannas ¢pynxyus — xapakmephas ocobennocms, omaudaiowas npoepammy Microsoft Word 2000
om npedvldywux eepcuti. OHa 3HAYUMENbHO NOBbIUAEM NPOU3BOOUMENbHOCMb Mpyod mex, Kmo
pabomaem ¢ 08YA3LIYHBIMU OOKYMEHMAMU.

10 3amperute «OblcTpoe» coxpaHeHue (aitnoB, cOpocus ¢naxxox Cepsuc > Ilapamerpsl >
Coxpanenue > Paszpemuts ObicTpoe coxpaneHue. [Ipu «OpICTpOM» COXpaHEHHH COXpaHSETCs HE caM
¢aiin, a TONBKO €ro HM3MEHEHHUS 10 CPAaBHEHHUIO C TpEeAbIAyINeH COXpaHEHHOH BepcHen. ITo
JeMCTBUTENFHO COKpAlllaeT BpeMsl OIlepalliyd COXpPaHEHUs, HO 3aMeUIseT Jpyrue OIepaluu ¢
JTOKyMeHTaMH. [Ipu 3TOM Tarke 3aMETHO BO3pAcTaroT pa3Mepbl UTOroBoro (aitna (ocodeHHO eciu
9TOT (hails1 HAXOAUTCS HA JIUCKETE).

11 Hactpoiite ¢yHKIUIO asmocoxpanenus ¢ nomoribio MeHio Cepsuc > Ilapamerpsr >
CoxpaHenne > ABTOCOXpaHEHHE Kakible... MUHYT (ykaxure 5 muH). MMeliTe B BUay Cleayromne
00CTOSITENBCTRA!

— IpH aBTOCOXPAHEHUU JIaHHBIC 3aMUCHIBAIOTCS B CIICIUAIBHBIN (hailsl, KOTOPBIA B aBapUUHBIX
CUTYalUAX MOXKET ObITh 00HOKpamHOo UCIOIb30BaH Ul BOCCTAHOBJICHNS HECOXPAHEHHBIX JIaHHBIX;

— (yHKIMSA aBTOCOXPAHEHHs] HE OTMEHSET HEOOXOIUMOCTH MEPHOAMYECKH BO BpeMsi pabOThl U
IocJIe €€ 3aBepLICHUs COXPaHATh (paiin npsimbiMu KomaHaMu CoxpaHuTh 1 COXpaHUTh Kak.

12 BpemeHHO OTKJIIOUUTE CpesicTBa MpoBepku npaBonucanus. Ha Bknaake Cepsuc > [lapametpsl
> [IpaBomucanue cOpocbTe (iaxku ABTOMATHYECKH TPOBEpsATH opdorpaduto u ABTOMATHUECKH
MPOBEPATh TpaMMaTHKy. Ha paHHuX 3Tamax paboThl ¢ JOKYMEHTOM HAaJ0 COCPEJOTOYUTHCS Ha €ro
COJIEpKAHNH, a CPEACTBA MPOBEPKU NPABOMMCAHUS ACHCTBYIOT OTBIJIEKAOLIE. 3aBepiuas padoTy Haj
JOKYMEHTOM, HE00X0IMMO BHOBB MOJAKIIOYUTH U MCIIOJIB30BaTh 3TH CPEICTBA.

13  Bpemenno otkimounte (QYHKIUIO asmosamenvl npu 6600e copocoM (maxka Cepuc >
ABTO3ameHa > ABTO3aMeHa > 3aMEeHSTh ITPU BBOJIE.

14 BxmounTe aBTOMaTHUYECKYIO 3aMEHY «IIpSAMBIX» KaBblueKk napHbiMu: Cepsuc > ABTopopmar
> 3aMeHATh NPHU BBOJE IPSAMBIE» KaBBIYKH MAPHBIMU. B PyCCKOSI3BIYHBIX TEKCTAX MPSIMbIE KaBBIYKU
HE MPUMEHAIOTCS. /{71 MOArOTOBKM aHITIOA3BIYHBIX TEKCTOB OTKIFOUUTE 3TY (DYHKIIMIO.

15  BpeMeHHO OTKIIOUUTE PsAJ CPEACTB aBTOMATUYECKOro (hopMaTHpOBaHHWS, B YaCTHOCTHU
ABTOMATHUYECKYI0 MapKHpPOBKY W Hymepanuio crnuckoB. Ha Bxianke CepBuc > ABTO3aMeHa >
ABTtodopmar npu BBoze cOpockTe (naxkku [IpuMeHATh Hpu BBOJE K MapKUPOBAHHBIM CHHCKaM U
[IpumensTs npu BBOAE K HyMepoBaHHbIM crnuckaM. [locie mpuoOpeTeHHs NEepBUYHBIX HABBIKOB
paboThI ¢ TEKCTAMU BHOBb MOJKIIFOUUTE 3TH CPE/ICTBA.

16 Ortxirounte [Tomormanka. [ToMonTHUK — yA00HOE WHTEPAKTUBHOE CPEACTBO LIS TOTYUYCHUS
KOHKPETHO! CIpaBKH, HO CIPAaBOYHAsl CUCTEMa MPOrpaMMBbl obsiagaer 0osiee BHICOKOM METOAMYECKON
HeHHocThio. B TekcroBom mporeccope Microsoft Word 2000 TTomomHMK «IepexBaThIBacT» BCE
3aMpockl K CIPAaBOYHOW CHCTEME, TO3TOMY IS TTOJIHOLIEHHONW paboThl CO CPAaBOYHOM CHUCTEMOM ero
HaJ0 IPUHYAUTEIbHO OTKIIOUYHTD.

— Beosure [Momornuka: Crpaeka > Crpaska o Microsoft Word.

— B okne [loMomHuKa MENKHUTE HAa KHOMKE [lapameTpbl — OTKPOETCS AUajoroBOE€ OKHO
IlomomHUK.

— Ha Briagke [Tapamerpsl copocbre (hrakok Mcmosb3oBatk [TomonHuKa.

— 3akpoiite nuanoroBoe okHo [TomomHuk memukom Ha kHonke OK.

[TpoBepbTe, Kak paboTaeT BXOA B crpaBovHyto cucremy: CrpaBka > Cnpaska o Microsoft Word.
Bwmecto [ToMomiHMKa TOMKHO OTKPBIBATHCS OKHO CIIPAaBOYHON CHCTEMBI.

17 OrtwiounTe aBTOMAaTHYECKYIO PACCTAHOBKY IEpPEeHOCOB. B abCOMOTHOM OOJIBIIMHCTBE
CIy4acB Ha paHHHUX JTamax paboThl ¢ JOKyMEHTaMH OHa He HyxkHa. s Web-mokyMeHToB, s
JTOKYMEHTOB, pPAaclpoCTpaHseMbIX B Qopmare TEKCTOBOrO TIpoIleccopa, M Uil JOKyMEHTOB,
nepeaBaeMblX Ha MOCIEAYIONIyI0 00pabOTKy, pacCTaHOBKA NMEPEHOCOB HE TOJIBKO Oecrojie3Ha, HO U
BpenHa. [ TOKyMEHTOB, KOTOpbIE OKOHYATEIHHO (HOPMATHPYIOTCS M PACHEUaTHIBAIOTCS B OJHOU
paboueii rpyrre, paccTaHOBKa EPEHOCOB MOXKET OBITh MOJIE3HOM, HO U B 3TOM CIIydae €€ MPUMEHSIOT



TOJIbKO HA 3aKITIOUMTENBHBIX JTanax (popMaTUPOBAHHUS M TPH 3TOM OYCHH TIIATEIBHO MPOBEPSIOT
COOTBETCTBHUE NIEPEHOCOB, PACCTABICHHBIX aBTOMAaTUYECKH, HOPMAM U MPaBUJIaM PYCCKOTO S3bIKA.

PaccranoBky mepeHOCOB OTKIIOHAOT cOpocom ¢Quiaxkka CepBuc > S3pik > PaccraHoBka
MIEPEHOCOB > ABTOMAaTHYECKas paCCTAHOBKA MEPEHOCOB.

18 BxirounTe 3ampoc Ha MOATBEPXKACHWE W3MeHeHHs mabnoHa «OObrvHEI». CepBUC >
[Tapametprr > Coxpanenue > 3amnpoc Ha U3MeHeHHe madioHa «oObruHbI». [1labmon «OOBIYHBIIN»
SIBJISICTCS] TIEPBOOCHOBOM JIJIsl BCEX OCTAIBHBIX I1A0JI0HOB (OHHM CO3JAr0TCSl Ha ero 0a3e W HaCleAyroT
ero cBoiicta). [Ipu 0ObIYHON paboTe ¢ MporpaMMoil HEOOXOIUMOCTh €r0 M3MEHCHUS HE BO3HHKAET
(ecnm HaO YTO-TO U3MECHUTH B ATOM INAOJIOHE, TOCTATOYHO CO3/IaTh €0 KOIHIO MO IPYTUM UMEHEM
u pabortath ¢ Heil). BriaroueHneM HaHHOTO (iakka MPEAYyNPEKIAIOTCS CilydaiiHble BHECCHHS
M3MEHEHUH B I1a0JIOH CO CTOPOHBI MOJIb30BATENs, a TAKKE IOIBITKH MAaKPOBUPYCOB COXPAaHUThH CBOM
KOJX B JaHHOM miabnoHe (i JaabHEHINEro pasMHOKEHHS B JOKYMEHTaX, CO37[aBaeMbIX Ha €ro
OCHOBE).

Buvi nayuunuce evinonname nepeuunvie HACMpPOUKU MEKCMO8020 Npoyeccopa u Y3HAIU, 4mo
00CMyn K OCHOBHBIM U3 HUM OCYWECMBIISIeMCs C1e0YIOUUMU KOMAHOAMU:

— Cepsuc > Ilapamempui;

— Cepsuc > Asmo3samena,

— Cepsuc > A3vik;

— Buo > [lanenu uncmpymeHmos,

— Buo > Macwmab.

IlepBHYHBIEe HACTPOMKH NIAPAMETPOB NEYATHOI'0 JOKYMEHTA

dopMaTupoBaHUE AOKYMEHTOB, NMPEAHA3HAYEHHBIX Ul [€YaTh Ha IPHUHTEpE, BBINOJHAETCS B
«TIPUBS3KE» K IapaMeTpaMm NedaTHOW crpaHuubl. [lo3ToMy co3gaHue JOKYMEHTOB 3TOM KaTErOpuHU
He00XO0UMO HaUYMHATh C HACTPOMKHU MapaMeTpoB cTpaHulbl. K 3TUM mapamerpam OTHOCSTCS, IPExKIe
BCEro, pa3Mep JucTa OyMaru ¥ BeTMYMHA MOJIEH.

XapakTepHass OIMOKa HAaYMHAIOMIMX 3aKJIIOYaeTCs B TOM, YTO OHHM HA4YMHAIOT MOJTOTOBKY
JOKyMEHTOB C BBOJA TeKCTa. VIHTYWTUBHO MOHSATHO, YTO TEKCT — 3TO BAXKHEWIIMA KOMIIOHEHT
JIOKyMEHTA, HO JUIsl BBOJA TEKCTa CIY’KaT MPOrpaMMbl MHOTO Kjacca — TEKCTOBbIE peaakTopbl. Mmes
JIeJI0 C TEKCTOBBIM IPOLECCOPOM, HAYMHATh HAJ0 HE C BBOJA TEKCTa JOKYMEHTA, a C HAaCTPOMKHU
rapaMeTpoB IE€YaTHOM CTpaHUIbl, IOCKOJBKY OT HEE 3aBHUCAT BCE MCHOJIb3YyEMbIE NPHUEMBI
¢bopmatupoBanus. Tem, KOMy yTOMUTEIbHO HAaUYMHATh CO3/IaHHE Ka)XJO0TrO JOKYMEHTa C HacCTpOMKHU
rapaMeTpoB CTPaHUIIbI, MOXXHO PEKOMEHJOBaTh Yallle I0Jb30BAThCS 3apaHee 3aroTOBJIEHHBIMU
1abJIoHaMHU.

1 3amycTuTe TeKCTOBBII mporeccop komanoit [Tyck > IIporpammer > Microsoft Word.

2 [laiiTe koMaHay a7 co3qaHusi HOBOro AokymeHra: daiin > Co3aats.

3 B nuanoroBom okHe Co3naHue JOKyMeHTa nepekitouarenab Co31aTh YCTAHOBUTE B MOJIOKEHUE
JlokyMeHT U BbiOepHTe 111a0510H OOBIYHBIH.

4 Ortkpoiite uanoroBoe okHo [lapametpsl crpanuibl (Daiin > [lapameTpsl CTpaHUIIb).

5 Ha Bximanke Pa3zmep Oymaru BbiOepuTe B packpbiBaromiemcs circke Pasmep Oymaru myHkT A4
(3to dopmar 210x297 MM, npuHsTHIH B Poccuu B KauecTBe CTaHIapTHOTO). B ciiydae MCMOIb30BaHMS
HECTaHJIapTHOrO QopMaTa BHIOMpAIOT MyHKT JIpyroil M ¢ MOMOIIBI0 KHOMOK cyeTyukoB [llupuna u
BricoTa 3a1a10T €ro napameTpsl.

6 3amaiite opueHTanuto Oymarn (Kumknaas win AnsOomuas). [Ipu «aab00MHON» OpHEHTAIHH
OyMara pacrnojaraercsi JJIMHHOM CTOPOHOM MO TOPU3OHTAIIH.

7 Ha Bknaaxke Ilosns 3agaiite pasMepsl HOJIEH:

jeBoe — 25 MuM; mpaBoe — 15 mm;
BepxHee — 15 mwm; "HwkHee — 20 MM.
8 s HUOKHETO TOJIA 3aJaiiTe HHTEPBAl OT Kpasi IO KOJIOHTUTYa 12 MM (B HIKHEM

KOJIOHTHTYJIE OYyJIeT pa3MemaThbCsi HOMEp MEUYaTHOM CTPAHUIIBI).

9 Ecnm mpeamnonaraercsi AByCTOPOHHSSI Te4aTh (YETHBIE CTPAHUIIBI [EYATAIOTCS HA 0O0OPOTHOM
CTOPOHE HEYETHBIX CTPAHUIL), yCTAHOBUTE (iaskok 3epkanbHbie osst COpockTe 3TOT (rakok.

10 IIpoBepbTe, Kak ACHUCTBYET HACTPOMKA I€YaTH ABYX CTPAHMI] HA OJAHOM JIUCTE. Y CTaHOBUTE
¢naxok nBe crpaHunbl Ha jucte. Ha mamenmmn OOpaser; paccMOTpuTe pe3ysbTaT HAaCTPOWKH.



[Tepetinute Ha BKiIaaKy Pa3smep OyMaru u yCTaHOBUTE «aIbOOMHYI0O» OpHEHTANHIO cTpaHuIl. O1ieHnuTe
pe3yabpTaT HaCTPOMKHU. BOCCTaHOBUTE «KHMXHYI0>» OPUEHTALMIO U MTeYaTh OJHOM CTPAHUIIBI HA JIUCTE.

Bosmoosrcnocmes newamu 08yx cmpanuy na oonom aucme — ocobvennocms eepcuu Microsoft Word
2000. B bonee panHux 6epcusix 3mom peicum peaiu3osbl8aicsi MoabKo HeUmMamubiMu cpeoCcmeamil.

11 Co3pmaiiTe HWKHMM KOJIOHTUTYJ Il pa3MELIEeHUss HOMepa IeyaTHOW cTpaHuubl. Jlaiite
komanny Bunp > KonoHTutynsl — oTkpoercs mnaHenb HMHCTpymMeHTOB Konontutynsl. Ilonb3ysichk
KHOTIKOHM BepXHUit/HWKHUI KOJTOHTUTYIIBI, CO3/1aiiTe 001acTh HUYKHETO KOJOHTUTYJA. BCTaBbTe B Hee
HOMEpP CTpaHUIbl LIEIYKOM Ha KHonke Homep cTpaHuIpl HA MaHEeNIW MHCTPYMEHTOB KOJIOHTHUTYIIBI.
OTueHTpUpylTe HOMEp CTpaHMIBI HIEMYKOM Ha KHomke [lo HeHTpy Ha maHelu HHCTPYMEHTOB
®opmatupoBanue. 3akpoiite nanenb KomoHTuTynel. YO0eauTech B TOM, 4TO B JOKYMEHTE MOSBUIHCH
HWKHUE KOJIOHTUTYJIbI C HOMEpaMU CTPAHMUII.

Ipsamoii komanowvl 0ns yoanenus KOIOHmMumyn08 nem. Imoduvl yoanume KOIOHMUMYIbL NO 6CEMY
OOKYMEHMY, HA00 OYUCMUMb 00ACMb KOJOHMUMYIA Ha 00HOU U3 cmpanuy. Kononmumyn, 1uuennsiii
Co0epIHcUMO20, yoansemcs asmomamuydecku. /s yoanenus co0epiHcumo2o KOIOHmMumyna omkpoime
nanenv Kononmumyner (Buo > Konouwmumynel), nepekuouumech HA GEPXHUL UIU HUNCHULL
konoumumyn (no cumyayuu) xuonxou Bepxuuillnudicnuii Korowmumyasl, Gvloenume 3j1eMeHm
cooepacumoeo u naxcmume xknasuuty DELETE.

12 3axpoiite manenp HHCTpYMEeHTOB KononTuTybl. CoxpaHuTe JOKyMEeHT KoMaHoi CoXpaHUTh
Kak, 1aB eMy umsi [Ipoba 1 UCIoIb30BaB 1 COXpaHeHus manky \Mou TOKyMEHTHI.

Br1 Hayumiiich co3ziaBaTh M HACTPAMBATh MEUYATHBIE JOKYMEHTHI. B nopsiike sxcrnepuMenTta Bl
CO3JAJIH «ITyCTOW» JOKYMEHT, UMEIOLIUI HACTPOECHHBIE TapAMETPbI CTPAHMIIBI, CTUIIH,
COOTBETCTBYIOIINE MIa0I0Hy «OOBIYHBIN», U HUKHHUN KOJTOHTUTYJI IJIsl pa3MelleHus HOMEPOB
MEYaTHBIX CTpaHUL. Tenepb JOKyMEHT TOTOB K HAIIOJHEHUIO €r0 TEKCTOBBIM COJAEPKAHUEM C
MOCIIEAYIOIIUM PeIaKTUPOBaHUEM U ()OPMATUPOBAHUEM.

JlabopaTopnasi paGora Ne 5

TEKCTOBBI IMMPOIIECCOP MICROSOFT WORD. PABOTA
C JOKYMEHTOM. BBO/JI CIIEHUAJIBHBIX CUMBOJIOB 1 ®OPMY.I

Ilopsaodok evinonnenus

BBoa cnenuaIbHBIX CHMBOJIOB

BBox cnenmanbHBIX CHMBOJIOB PAacCMOTPUM Ha MpPUMEpe MATH NPUEMOB BBOJA CHMBOJIOB
rpedeckoro angasuta. CleayeT OTMETHUTh, YTO 3TO €Il JaJIeKO He BCE BO3MOXHbBIC MPUEMBI IS
TekcToBoro mnporeccopa Microsoft Word. TpeOyercst BBectr ¢pa3zy: JnuHa okpykHOCTH paBHa 21R.
CHauana 3amycTUTE TEKCTOBBIH MPOLIECCOP M CO3AaWTe MyCTOW JOKYMEHT, B3SB 32 OCHOBY LIa0JIOH
OOBIUHBIH.

1 3amena wpugpma. Beenure tekct: [[nuna okpyxHoctu paBHa 2PR. Beiienure OykBy «p». Ha
nanenu PopmaTupoBaHHE PACKPOMTE CIHCOK IIPU(TOB W BHIOEPHTE CHMBOJBHBIN Habop Symbol.
CuMBOI «p» 3aMEHHUTCSI CHMBOJIOM «TU».

Ecnu nmanens ®opMaTupoBaHME CKpPbITa, TO JOCTYH K CHUCKY HIPUPTOB MOXKHO IOJYYUTh
komannon @opmar > Illpudt. D10 cranmapTHbed TpueM. MM MOXHO TOJB30BaThCS BO BCEX
MporpamMMax, UMEIOIINX CPECTBA IS U3MEHEHUs mpudTa, HO IJIs €ro MPUMEHEHHS HYKHO 3apaHee
3HATh, KaKOM CUMBOJI JIATHHCKOTO MIpH(Ta COOTBETCTBYET HYKHOMY CHMBOIIy I'PEYECKOTO MpudTa, a
3TO HE BCEr/la BO3MOXKHO.

2 Knaccuyeckuil nooxoo. Beemute Tekct: JnmHa okpykHOCTH paBHa 2 x R. Beyzenure cumBo
«x». Otkpoiite nporpammy Tabmnuna cumBonos (ITyck > [Iporpammbr > Crangaptabie > CirykeOHbIC
> Tabauma cuMBOJIOB). B okHe 3Toii mporpammbl BbiOepute mpudt Symbol. B mone Tabmuiibn
pas3bIIIUTE CHUMBOJI «7T0», BBIIEIUTE €ro, IIEJIKHUTE Ha KHONKe BpiOpare u Ha kHOmke KomumpoBaTs.
Bepuurecs B okao Microsoft Word u kom6unanueit knasum CTRL + V BcraBsTe U3 Oydepa oOmMeHa
CKONHMPOBAaHHBIN CUMBOJI HA MECTO BBIJICJIEHHOTO.

OTOT npueM JeicTByeT B OOJBIIMHCTBE porpamMMm. Ero nmpuMeHsIoT, eciau 3apaHee HEM3BECTHO,
KaKOMY CUMBOJIY JIATUHCKOT'O IMIPHU(TA COOTBETCTBYET HEOOXOIUMBIN CUMBOJL.



3 Hcnonvzosanue cmuna. Eciin TOKyMEHT COAEPKUT MHOTO CHMMBOJIOB I'pEUYecKoro andasura,
HMEET CMBICI CO3/aTh JJIsl HUX CIELUANIbHBINA 3HaKkoswiti cmuis. Ha 0a3ze cyliecTBYIOLEro 3HaKOBOIO
cTuis, Hanpumep ctuiii OcHOBHOHM mpudT ab3ana, co3naiiTe HOBBIM 3HAKOBBIM CTHJIb, HAlpUMeEp
I'peuecknii. [y 3TOoro orkpoiite auanoroBoe okHOo Ctwib koMaHao @opmat > CTUIIb U IIETKHUTE
Ha kHomke Co3nate. B nmuanoroBom oxkne Co3ganue cTuiis B mose MiMs BBeUTE UMSI HOBOTO CTHIIS, B
packpsbiBaromemcs cnrcke CTHib BbIOepUTe MYHKT 3Haka M B crucke OCHOBaH Ha CTUJIE BBIOEpUTE
6a3oBblii cTHib. Ecnu mpenmonaraercs M B JasbHEHIIEM CO3JaHME aHAJOTHYHBIX JIOKYMEHTOB,
CO3JIaHHBII CTHJIb MOXXHO COXPAaHUTh B I11a0JIOHE, yCTaHOBUB (raxxkok /lo6aButh B mabioH. [Tocne
9TOro HieJKkHUTe Ha KHomke dopmaT, B OTKphIBIIEMCS MeHIO BblOepute myHKT LlpudT u 3amenure
TeKylmuid 1mpudT CUMBOIBHBIM HaOopom Symbol. B nampHelimiem npu HEOOXOAMMOCTH BBOJA
rpedyeckux OyKB JOCTaTOYHO Ha naHenu PopmaTupoBaHUe BbIOpaTh CTHIIb [ peueckuil.

Ortor mpuem crenuduyen mus nporpammbl  Microsoft Word. [laneko He Bce TEKCTOBBIC
pEelaKkToOpbl U IMPOLECCOPhI MO3BOJIAIOT CO3/1aBaTh 3HAKOBBIE CTHIM — OOJBIIMHCTBO HCHOIb3YIOT
TOJILKO CTHJIM a03ala, MPUMEHEHHE KOTOPBIX U3MEHSeT LIpU(T BO BCeM ad3alle LEeIUKOM.

4 Ilpumenenue «eopsayux kiasuw». IT0 camblil 3¢ ¢dexTuBHbIl npuemM. Het Oonee OwicTporo
crnoco0a BBOJA HECTAHIAAPTHBIX CHMBOJOB, Y€M BBOJ C TIOMOIIBIO 3apaHee Ha3HAYECHHBIX
KJIaBHATypHBIX KoMOMHanui. Tak, HarmpuMep, Mbl MOXKEM 3aKPENUTh CUMBOJ «7» 3a KOMOMHaIMen
knaBum CTRL + ALT + P u ucnonbs3oBaTh €€ BCIOAY, TJ€ B 3TOM BO3HUKAET HEOOXOAUMOCTD.

[Haiite koMmanay BceraBka > CUMBOJI — OTKPOETCS AUAIOroBoe OKHO CHUMBOJI. B croucke
Hlpudrt BbOepuTe wWpndt Symbol. B tabnuie CHMBOJOB pasbllUTE M BBIOCPUTE CHMBOIN «IT».
HlenkauTe Ha kHONKEe KitaBuia — oTkpoeTcs muanoroBoe okHo Hactpoiika kiaBuatypsl. Yoeaurecs B
TOM, YTO TEKCTOBBIH Kypcop Haxomurcs B mosie HoBoe codyeranue kinaBui (B TAaKUX CIy4asx FOBOPST,
9TO (POoKyC 6600a MIPUHAIUICKHUT AIEMEHTY ynpasieHus HoBoe coueranue knasuin). Eciu 310 He Tak,
nepeMecTuTe GOKyC BBOJA B HY’KHOE T0JI€ [TOCIIe10BaTeIbHBIMU HAXXaTUsAMU Ki1aBumu TAB.

Korna ¢okyc BBOIAa HaxomUTCS B HY)KHOM II0JIe, HAKMHUTE JKEJIAEMYI0 KOMOHWHAITMIO KJIABHIII,
Hanpumep CTRL + ALT + P. O6paTtute BHUMaHKe HA 3alUCh, HOSBUBIIYIOCS B TOJI€, U LIETKHUTE HA
kHOmKe HaszHaunTh. 3akpoiiTe OTKPBITBIE [AHATIOTOBBIE OKHAa M MPOBEpbTE paboOTy JaHHOU
KOMOMHAIINY.

OOparuTe BHUMaHHE Ha TO, YTO Ui OJHOTO M TOTO XK€ CHMBOJIa MOYKHO Ha3Ha4aTh HECKOJBKO
KoMOMHaIMi kinaBuil. Eciau Hy)KHO M3MEHUTh Ha3HAYeHME, CIEAyeT B IuanoroBoM okHe Hactpoiika
KJIaBUATYPbI BBIZICITUTh Ha3HAYCHHYI0 KOMOMHAIMIO W HICTKHYTHh HAa KHOMKe Y anuTh. Eciam HyXHO,
9YTOObI Ha3HAYEHHAsi KOMOMHALMS JIeHCTBOBAIa BO BCEX BHOBb CO3/aBAEMBIX JIOKYMEHTaX, €€ MOXHO
COXpaHUTH B TEKyIeM malioHe, ycTaHOBUB (hi1akok COXpaHUTh N3MEHEHHS.

S HUcnonvzosanue cpedcmea asmo3zameHvl. Y METOJa «TOPSUYUX KIABHII» €CTh CYIECTBEHHBIN
HE/IOCTAaTOK, CBSA3aHHBIH C TEM, 4YTO HAJA0 3alOMHHATh, KaKOMYy CHMBOJY Kakas KOMOWHauus
coorBeTcTBYeT. Ecim mnpenmonaraercss BBOA MHOXECTBA HECTaHJAPTHBIX CHUMBOJIOB, YIOOHO
UCIOJIb30BATh CPEACTBO aBTOMATUYECKOM 3aMEHbI CUMBOJIOB ITPH BBOJIE.

Hatite komanny BcraBka > CumBon — oTKpoetcsi nuanoroBoe okHo CumBoit. B criucke Hpudt
BeIOepuTe mpudt Symbol. B tabnuie cumBoOB pasbinute W BeiOepuTe cumBoi wt. lllenkHuTe Ha
KHOTIKE ABTO3aME€Ha — OTKPOETCS JHajloroBoe OKHO ABTOo3aMeHa. B mone 3ameHHWTh Ha BBEIHTE
3aMEHSIEMYI0 KOMOHMHAIUIO <«.IH.». (3a4eM CHMBOJIBI «IIH» OKOHTYPEHBI TOYKaMH C JBYX CTOPOH,
BBISICHHTE CAMOCTOSITENIFHO, SKCIIEPUMEHTHPYSI C BBOAOM BbIpakeHHs 27R). AHanorudHsiM oOpa3zoM
MO’KHO OpraHHM30BaTh BBOJ U APYTUX CUMBOJIOB. «.(H.», «.Tay.», «KCU.» U Tak aanee. Kak Bunure,
HUYETo He HaJI0 CTICHHUATBHO 3alIOMUHATD.

B mexcmosom npoyeccope Microsoft Word, kax u 6o muocux opyeux npunoscenusx \Windows,
OOHY U MYy Jice ONepayuio MOMHCHO GbINOTHUMbE MHONCECBOM PA3HBIX CNOC0008. Y Kaxcoo2o cnocoba
ecmb Odocmouncmea u Hedocmamiku. Illonvzoeamenu onvimuvlM nymem noobuparom Haubonee
VO0bHble 01 cebsi npuemsl. Bvibop npuema 3asucum om obvema u xapaxmepa ucnoiHaemMol pabomol,
a maxoice om nepuoOUYHOCMU ee UCHOJIHEHUSL.

@®opmyJibl U BBIYMCICHUS

Jns BcTaBKM B JOKyMEHT ¢GopMya HeoOXomuMm 3amyck pemaktopa Gopmyn. Ilpu stom
HEO0XOMMO YCTaHOBUTH KypCOp BBOJa B TOM MeECT€ JOKYMEHTa, IJie JOJDKHA ObITh BCTaBJICHA



dbopmymna. BeBate koMmanay OOwvekT w3 MeHIO BceraBka, B pasnene Co3gaHue JAMaIoroBoro OKHa B
nojie Tum 00beKTa BBIMOJHUTE MISTYOK Ha 37eMeHTe Microsoft Equation u Haxats kaonky OK.

Ecin Ha HaHeldb MHCTPYMEHTOB BBIBEACH 3HAK (PopMyd (KHOMKA C «HKOHKOM» /o), MOXKHO
3arpy3uth Penakrop @opmyJ, BHIIOIHUB IIETYOK 110 3TOM KHOIKE.

[Tocne 3amycka Pemakrtopa dopmyn OTKpBIBae€TCS €ro MPHUKIAJHOE OKHO, aHATIOTUYHOE OKHY
WinWord, koTopoe Hapsily ¢ W3BECTHBIMH COJCPIKUT U CIICIIMATBHBIC JIEMEHThI HEOOXOAUMBI IS
s dexkTuBHON paboOThl ¢ popMylaMu, HAPUMED, MEHIO CUMB0I08 U uabionos. [1lon cTpokol MEHIO
PaCIOJIOKEHO MeHI0 MAmeMamuideckux cumMe0106, B HEM MOKHO BbIOpaTh HEOOXOJIMMBbIE CUMBOJBI 1
BBECTHU UX B GopMyIbl. J[71s1 3TOr0 HEOOXOAUMO 3aUKCUPOBATH YKa3aTellb MBI Ha 3JIEMEHTE MEHIO
(mone), comepameM HYKHBIH CHMBOJI. OTKpPOETCSl TOJHBIA CIHUCOK JOCTYHHBIX B 3TOM IIOJIC
cuMBOJI0B. CHMBOJT BBIOMPAETCSI yKa3aTeIeM MbIIIH (IETIKOM).

C noMomipio mento wabnonos B HopMmyse M300paxaroTCs MaTEeMaTHYCCKHE OTCPAIlliU U TaKUe
CIIOXKHBIE OOBEKTHI, KaK WHTErpaj, MaTpulla, BbIpaxkeHHs B CKoOkax u T.1. BcraBka mabimoHOB
OCYIIECTBIISIETCS TAK K€, KaK ¥ BCTaBKa MATEMAaTHYECKUX CHMBOJIOB.

B mento Pasmep (Sz€) ¢ nomouibio komauabl «Onpederumsv» (Defing) moxHoO 3amate pasmep
mpudTa MATA Pa3IMIHBIM dJIeMeHTaM (OPMyYIIBI, U 3TOTO B AMAJIOrOBOM OKHO Paszmepvl UMeeTcs
ISTh TOJIEH, B KOTOPBIX C MOMOINBIO KIABHATYPhl BBOAUTCS HyXHOE 4Yuciio (Kypcop BBOjAa B IOJIE
yCTaHABJIMBACTCS MBIIIKOM). PS10M HaX0AUTCS TI0JIe TIPOCMOTPA, B KOTOPOM OTOOPAXKAIOTCS CHMBOJIBI,
noanexamue u3MeHeHuo. Kak mpaBuiio, eOuUHUICH HW3MEpeHUs SIBISIOTCS MyHKThL. YTOOBI
MOATBEPAUTH CBOM YCTAaHOBKH, IOCTATOYHO HaXkaTh KHOMy «OK».

Komanna «Onpederums» B MeHto Cmuaw (Styl€) mosBosseTr mpoBectH (opmaTupoBaHUe
OT/ACTBHBIX KOMIIOHEHTOB (opmysbl. Pasnmuuaior BocemMb kKommoHeHTOB (Tekcr, @yHkiws,
ITepemennas, rpedeckue, PEUECKHUE, CumBoi, Marpura-Bektop, Ywucna), aas Kaxaoro u3
KOTOPBIX YCTAaHABIMBACTCS CBOW CTWib odopmieHus (IpuT W HAYCPTaHUE — MOIYIKHPHOE WU
KyPCHUBHOE).

Beimonaute Habop NpPOM3BOIBHOM
BBITIOJTHEHUH MTPENOJaBATENIO.

Obpamume 6HumaHue, umo uepe3 meHro Bcmaexka > Obvekm Bvi Mmooiceme ecmasumov 6
O0OKYMeHmM pa3HoobpaszHvle 00beKmbl, o30as8aemvle OPYSUMU NPUTONHCEHUSIMU.

CIIO)KHOM MaTeMaTu4eckoil (opMysibl M JIOJIOKUTE O
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TEKCTOBBIN IIPOIIECCOP MICROSOFT WORD. CO3/IAHUE
CJOXHBIX TABJIUII METOAOM PUCOBAHMUAI.
CO3JAHUE JUATPAMM HA OCHOBE TABJINI]

Ilopsook evinonnenus

Co3aHue CJI10:KHBIX TA0JIUI METOI0M PUCOBAHMS

PaccmorpuTe mporecc cos3naHus TaOMMUHON  POPMBI
TEKCTOBOTO mporieccopa Microsoft Word.

CIIOXHOU CTPYKTYpBl CpEACTBAMHU

Jlokyment 1 — Tabnuiia gaHHBIX
1-i 2-i1 3-i1 4-i1
KBapTal KBapTal KBapTasl KBapTasl
VYrou 20 % 18,9 % 40 % 36 %
MaIlH
Haesnel 10 % 5% 18 % 40 %
Kpaxu 26 % 50 % 96 % 89 %

1 3amycTuTe TEeKCTOBBIN MPOIIECCOP.
2 CoznaiiTe HOBBIM TOKYMEHT Ha 6a3e madmoHa OOBIYHBIA.

3 B kauecTBe pexxrMa npeCTaBlICHUs JOKyMeHTa BKitounTe Pexum pasmerku (Bug > Pasmerka
CTPAHUIIBL), YTOOBI YETKO BUACTH TPAHHUIIBI TIOJIOCHI HAOOPA.



4 OrtkpoiiTe maHenb WHCTpyMEeHTOB Tabnwiubl ¥ rpanunpbl (Bum > IlaHenn MHCTpYyMEHTOB >
TaOmuIbl ¥ TPAHUILIBI).

5 Bribepute nuncrpyment HapucoBats Tabnuiy.

6 MerogoM NPOTATMBAHUS HAPUCYUTE C €ro MOMOUIBI0 MPSIMOYTOJIbHHMK, IIMPUHA KOTOPOIO
paBHa IIKMPHUHE MOJIOCHI Habopa. BricoTa mpsiMOyroibHUKA MOXKET OBITh IPOU3BOJIBHON — €0 MOKHO
OyIeT pacTsSHYThb WJIM CKaTh BIIOCIEACTBUH. [[s1 3TOro AOCTATOYHO HABECTH yKa3aTelb MBIIIM Ha
HIOKHIOIO TpaHMIly paMKH M, KOIJa yKas3aTelb CMEHHUT (QOopMy, NHEPEMECTHTb pPaMKy METOJ0M
NepeTacKUBaHUS.

7 IlomydeHHBII IPAMOYTOJIBHHUK MPEACTaBISET COO0N BHENIHIO TpaHuIly Taomuibl s mpounx
rpaHul] oHa OyIeT onopHoi, TO €CTb, OHM JIOJDKHBI HAUMHATHCS MU 3aKaHYMBATHCS HA OMOPHOM
rpaHule.

8 IlpoBenute BepTHKaNIbHBIE JIUHUU. DTO BHYTPEHHHE I'paHullbl. OHU ONMHUPAIOTCS HA BHEILIHUE
rpaHuipl. {15 TOPU3OHTAIBHBIX TPaHUI], KOTOphIE OYIyT HAa HUX OMHPATHCS, OHU OYyAYT BBIOIHATH
¢byHkimu onopHbIx. Ha mupuHy cTonOIioB He oOpaliaiiTe BHUMaHUS — €€ MOXKHO OYyJeT M3MEHUTh
BriocnencTBum. Celiyac Mbl pa3pabaThiBaeM TOIBKO CTPYKTYPY TaOIIUIIBL.

Y6enurech, 4TO C MOMOIIBI0O MHCTpyMeHTa JlacTUK MOXXHO yHaiauTh TOOYI0 M3 TOJIBKO 4YTO
MPOBEICHHBIX TPAHUL. Y IAJICHUE BBINOJHIECTCS OJHHM IIEIYKOM. BHEmHWE TpaHuibl yIaIUuTh
HEJB3S.

9 IIpoBeaute ropu30HTAIBHBIC TUHUU.

10 Ybenutech ¢ nmomoiisio JlacTrka B TOM, YTO BEPTHKAJIbHbIC JIMHUH, CTABIINE OTIOPHBIMU IS
MEepPBOY TOPU3OHTATHHOM JTMHUHU, HE MOTYT OBIThH yIaJICHBI.

11 Beimenute Bcto Tabmuiry. [lyis STOro BBeAWTE B HEE yKas3aTelb MBIIIK U JalTe KOMaHIy
Tabmuma > Beigenuts > Tabima.

12 Korga tabnuiia BblAeTIeHa, MOXKHO 33JaTh BBICOTY €€ CTPOK AJIEMEHTOM ympaBieHus Talmuiia
> CpoticTBa Tabmuier > Ctpoka > Beicota cTpoku. J[00aBbTe B HIKHEW YacTH TAOJHIIBI HECKOJIBKO
cTpok komanaoit Tabnuma > J{o6aButh > Ctpoku Hipke. [Ipyn HeoOX0IUMOCTH BIOCIEACTBUA MOYXKHO
N00aBHUThH CTOJIBKO CTPOK, CKOJIKO HAJIO.

13 MeToioM NepeTacKWBAaHMUS BEPTUKAIbHBIX TI'PAaHUIl CO3JAHWTE HYKHOE COOTHOILICHHE MEXKIY
IIUPUHON CTOJIOIOB.

14 TlpoBeauTte MOMONMHUTEIbHBIE BEPTUKAIbHbIE IMHUU UHCTPYMEHTOM HapucoBath Tabnuily.

15 Beimenute Tpymmbl CTONOIOB, KOTOpPHIE MAOKHBI UMETh paBHYH ImmpuHy. [[ns 3toro
YCTAaHOBUTE yKa3zaTeldb MBIIIM HaJ BepXHEW paMKOW TaOIWIBI U B TOT MOMEHT, KOTJa OH NPUMET
(hopMy CTpENKH, HAlTPaBJICHHON BHU3, MIEIKHUTE JIEBOI KHOMKOM.

16 BpineneHHbIe CTONOLBI CTAaHYT PAaBHBIMH 0 IIMPUHE, €CIH MIEIKHYTh Ha KHONKE BBIPOBHATH
UIMPUHY CTOJIOLOB, PACOJI0KEHHON HA MTaHEIU UHCTPYMEHTOB TaOauIbl U TpaHULIb.

17 OTMeHuTe 0TOOpaXKeHHe IPAHULl HEOOXOUMBIX slU€eK HHCTPYMEHTOM [ paHuIbl ssueek.

18 3amoJIHUTE TEKCTOBBIE MO Tabmuubl. ['apHuTypy mpudra, ero pasmep U HayepTaHue, THUII
BBIPAaBHUBAHUS 3aJalTE C MOMOLIBIO HHCTPYMEHTOB naHenu PopmMaTupOBaHUE.

19 OOpatuTe BHHMaHHE Ha TO, YTO B sYCHKax TaOJHMIBI HWMEET 3HAYE€HHE HE TOJIBKO
TOPU30HTAIIBHOE, HO M BEPTUKAJIbHOE BBIPABHUBAHWE, IO3TOMY JUIsl 3aJaHUs BbIpAaBHUBAHUS
3aroJjIOBKOB cpe/icTB naHenn dopmatupoBanue HenocTaTouHO. HyskHBIN MeTO/ BbIpaBHUBaHUS (OIUH
U3 JICBSITH) BBIOMPAIOT B TAJHMTPE, KOTOpAs OTKPHIBACTCS IICIYKOM Ha PACKPBIBAIOIICH KHOIKE B
LeHTpe naHenu Tabauibl ¥ TPaHUIbI.

20 BaBepiiuB  co3maHWe  TaOmuIbl, coxpanure gokyment Word B mamke \Mowu
nokymentbi\Taou_l.doc.

Bul  nayuunuce cosoasamv  mabauyvl CI0MHCHOU CMPYKMYPbl  MEmOOOM <PUCOBAHUS» U
UCNoIbL306aMb A8MOMAMuUYecKue cpeocmea YNpasieHus WUpUuHot cmoadyos, 8blcOmou A4eex U ux
8bIPAGHUBAHUEM.

Co3nanue 1uarpaMm Ha OCHOBe Ta0JIMI

Huxe mnpencraBieHa Ttabiuua C JaHHBIMH O CpPEIHEM KOJMYECTBE PETUCTPALMUA HOBBIX
aBTOMOOMIICH B HEIEIIO B Pa3HBIX TOPOaX.

| | Mapku aBToOMoOUIIEH



Kurymu | Camapa | HuBa |[MockBu| Oxa | TaBpus
q

l'opona
Mocks | 502 536 120 266 96 11
a
Bopon | 206 312 62 104 83 18
ex
Caparo| 314 428 71 92 75 22
B

[Toctpoiite quarpammy Ha 6a3e TaHHOU TAOIHUIIBI.

1 3amyCcTHTe TeKCTOBBIN MPOLIECCOP.

2 CosznaiiTe HOBBIM TOKYMEHT Ha 6a3e madioHa OOBIYHBIH.

3 B kauecTBe peknMa MpeIcTaBIeHUs JOKyMeHTa BKIounTe Peskum pasmerku (Bug > Pasmerka
CTpaHMIIbI), YTOOBI YETKO BHICTh FPAHUIIBI TIOJIOCH Habopa.

4 Komangout Tabnmma > Jlo6aBute > Tabnuma co3nmaiite 0a3oByro TaOIMILy, MMEIOILIYIO ISATh
CTPOK U CEMb CTOJIOIOB.

5 BegenuTe 1Be BepXHHE SUYCHKH MEPBOTO CTOJNOLA U 00benuHUTE MX KomaHaol Tabmuma >
OObeTUHUTH STYCHKH.

6 BreimenuTe ssUEHKN IEPBOI CTPOKH JJIs1 CTOJIOIIOB CO BTOPOTO MO CEIbMOM M O0OBEAMHUTE UX.

7 3amoJIHUTE TaOJHITy COTJIACHO MpHJIaraeMoMy 00pasiry.

8 YcraHOBHTE yKa3aTellb MBIIIM B TOJE TAOMUIBI U BBIACTUTE TaOmuily komaHaon TaGmuma >
Boigenuts > Tabnuia. CronupyiiTe BoiaeneHHyo tadbauiy B 0ydep oomena ([Tpaska > Komuposats).

9 BcraBbre 6a3zoBylo quarpammy komanaoi BeraBka > O0bekt > Jlnarpamma Microsoft Graph
2000. Psyiom ¢ quarpaMMoii pa3BepHeTCs ee Oa3oBas TaOiuIla.

10 Beimenure comepxumoe 0a30BOM TaOIHIIBI AHATPAMMBI IISTYKOM Ha siueiike, 00pa30BaHHON Ha
MepeceyeHNH 3ar0JI0BKOB CTPOK U CTOJIOIIOB B JIEBOM BEPXHEM YTIIIy.

11 3aMeHuTe coaepkuMoe 0a30BOI TaOJHUIIBI CONEPKUMBIM CBOEH TaOJNHIIBI KOMaHIOW BCTaBKU
coaepxumoro u3 oydepa oomena (I[TpaBka > BeraBuTs).

12 ObpaTuTe BHHUMaHHE HAa TO, KaK M3MEHHWIACh JUarpaMma — OHa TPHUIILIA B COOTBETCTBHE C
COJIEP’KUMBIM TaOJIUILIBI.

13 Ha mumarpamme Bbienure oOnacte moctpoeHus. lllenxkHuTe npaBoi KHOMKOW MBIIIM U B
KOHTEKCTHOM MEHIO BbIOeputTe myHKT Tum nuarpamMmbl. CpeacTBaMH OTKPBIBIIETOCS JAMAIOTOBOTO
OKHa MPOBEPHTE, KaK BBITJISAAT AUArPaMMbI APYTHX (CTAaHAAPTHBIX M HECTAHIAPTHBIX) THIIOB.

14 3akpoiite auaigoroBoe okHo Tun guarpammbl. Coxpanure mokyment Word B mamnke \Mowu
nokymeHTtb\Taous_2.doc.

Bvl oceounu ooun uz 08yx 0CHOBHBIX Memo008 CO30aHUS OUASPAMM — Memoo, OCHOBAHHbIU HA
UCNONBL306aAHUU DA30680U MAOIUYDLL, COOEPAHCAUELC 8 OOKYMeEHme.
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TEKCTOBBIN ITPOIIECCOP MICROSOFT WORD.
N3YYEHUE DOPEKTUBHBIX ITIPUEMOB PABOTHBI C TPAOUYECKUMU
OBBEKTAMM. CO3JAHUE 'PAOUYECKHUX 3AT'OJIOBKOB

Ilopsaodok evinonnenus

N3ydenne 3¢ pekTHBHBIX NPHEMOB PadoThl ¢ rpapuuecKNMH 00beKTaMH

1 3amycTUTe TEKCTOBBIN MPOLIECCOP.

2 Co3paiiTe HOBBIM JOKYMEHT Ha 0a3e mabdaona OOBIYHBIN.

3 B kauecTBe pexuMa IpeICTaBICHUS JOKYMeHTa BKItounTe Pexxum pasmerku (Bun > Pazmerka
CTPaHHMIIBI), YTOOBI YETKO BHJCThH IPAHUIIBI TOJIOCHI HA0OPA.



4 BBenuTte HECKOJIBKO CTPOK MIPOU3BOJIBHOTO TEKCTA.

5 Komanpgoit BeraBka > Pucynok > U3 ¢aiina BcTaBbTe HUXKE TEKCTa PUCYHOK U3 MTPOU3BOIBLHOTO
¢aiina, Hampumep u3 ¢aira C:\Windows\Jlec.bmp.

6 BplgenuTe pUCYHOK MLIETYKOM JIEBOM KHONKU MBIIIM — OTKPOETCS MaHelb WHCTPYMEHTOB
Hactpoiika n3o6paxenus. Mcnonb3ys kHonky dopmar pucyHka, OTKpOHTE OJTHOMMEHHOE AUAJIOTOBOE
OKHO.

7 Ha Bximagke Ilonoxenue BbeiOepure BapuaHT pa3memieHus B tekcre. [lepenBunbre
n300pa’keHre METO/JOM NepeTaCKUBAaHNUs, OLIEHUBAsI IPOUCXOJIAIIEE B3aUMOICHCTBHE C TEKCTOM.

8 Ha Bxuanke [lonoxenue nuanoroBoro okHa @opmMaT pUCyHKa BbIOEpUTE BapHaHT pa3MELCHUS
IIo kontypy. IIpoBeppTe, Kak MPOUCXOIUT B3aHUMOAEUCTBHE C TEKCTOM TIpU IepeMEeLIeHUN
M300paKeHUSI.

9 Brgenute nzobpaxenue, ckonupyiite ero B 6ydep oomena (CTRL + C) u co3maiite psmaom ero
kormto (CTRL + V).

10 ITepememtast o0a u3o0paxeHus, 1o0eHTech UX TMOJOXKEHUS PAJOM C BbIpAaBHUBAHHEM IIO
BEPXHEMY Kparo.

11 TToBTOpHTE TEpeMelieHne H300paXeHUH C BBIPABHHMBAHUEM IpH Haxaroil kmaBuiie ALT.
VYb6enurech B TOM, UTO NEpEMELICHUE M300paKEHUIM MPOUCXOAUT JUCKPETHO, C MPUBSI3KON K y371aMm
HEBUJUMOM CETKH, YTO MO3BOJIAET BBIIIOJHUTH BEIpaBHUBAHKUE a0COIIOTHO TOYHO.

12 Beigenure ogHo u3 M300pakeHuil. lMcmonb3ys yrioBoW Mapkep, HW3MEHHUTE €ro pasmep
METOJIOM epETaCKUBAHUS.

13 BoccraHoBuTe NIPEXKHUI pazMep N300paKeHUs.

14 TloBTOpHTE MEpPETACKUBAHUE YIIIOBOIO Mapkepa, HO npu HaxkaTod kiasume CTRL. O6pature
BHHUMaHHE Ha TO, YTO XapaKTep U3MEHEHHs pa3Mepa M300pakeHHuss U3MEeHWICA. B naHHOM ciydae oHO
nepeMaciTabupyercs «oT LEHTpa».

15 Coxpanurte uTorosslii Jokyment Word B manke \Mo# TOKYMEHTHI.

Bbi ocsounu 06a 0CHOHBIX npuema 6CMasKu U300padceHus 6 mekcm: ¢ 6HeopeHuemM 6 CmpoKy U
co c80000HbIM pazmeweHuem. Bol yoeounucw, umo ucnonvsosanue knasuw CTRL u ALT npu pabome ¢
U3006padicenusMu 6 OOKyMeHme omKpuvleaem 0ONOIHUMENbHbIE B03MOHCHOCIU OPOPMIEHU.

Co3nanue rpaguyecKux 3aro/iOBKOB

Jis co3maHusl XyJIOXKECTBEHHBIX Tpa(UUecKHX HaAINMCEH, HampuMep 3arojoBKOB, TEKCTOBBIN
mporeccop Microsoft Word 2000 umeet cnenmanpaoe mporpammuoe cpeactso WordArt. Jloctyn k
HEMy OCYLICCTBISIETCS IBYMsl crocobamu: ynbo yepe3 maHenb uHcTpymentoB WordArt (Bux >
[Manenu uncrpymentoB > WordArt), mibo ¢ momoisio kHonku Jlo6aButh 00bekT WOrdArt Ha nanenu
MHCTPYMEHTOB PucoBanue.

I'padmueckue OOBEKTHI, BCTaBICHHBIE B TEKCTOBBIM HOKyMeHT cpeactBom WordArt, moryr
pacrevaTbiBaTbCsi BMECTE€ C JIOKYMEHTOM Ha Ie4aTaiolleM YCTPOHCTBE, MOTYT OTOOpa)kaThCs B
COCTaBe DIICKTPOHHOTO JOKYMEHTa, pacrpoctpansemoro B ¢opmare Microsoft Word, u moryr
orobpaxatbcs Ha Web-ctpanunax. OHAKO MPU SKCIOPTE JOKYMEHTa B (pOpMAThl APYTHX MPOrPaMM,
MpeaHa3HauYCHHBIX TSI 00pabOTKH TOKyMeHTOB, 00BbekThl WOrdArt He Bcerga BOCIPOW3BOASTCS
MPaBWJIbHO, TO €CTh IpPH CO3/IaHUU JOKYMEHTOB, B KOTOPBIX COJEp)KaHHWE WUIrpaeT 0ojiee BBICOKYIO
poiib, yeM o(pOpMIIEHHE, UCIOJIb30BaTh XYJ/I0’)KECTBEHHBIE 3arojIOBKH, BBIIIOJHEHHBIE CPEICTBAMU
WordArt, He pekoMeHIyeTCs.

1 3amycTuTe TEeKCTOBBIN MPOIIECCOP.

2 CosznaiiTe HOBBIM TJOKYMEHT Ha 6a3e madioHa OOBIYHBIA.

3 B kauecTBe pexuMa MpeICTaBICHUS JOKYMeHTa BKiItounte Pexxum pasmerku (Bun > Pazmerka
CTPaHUIIBI), YTOOBI YETKO BHICTh TPAHUIIBI ITOJIOCHI HA0OPA.

4 BBenurte HECKOJIBKO CTPOK MIPOU3BOJIBHOTO TEKCTA.

5 Komanmort Bux > I[lanenu wunctpymentoB > WOrdArt BrimounTe OTOOpaKCHHE TaHEIN
uHcrpymentoB WordArt.

6 Illenkuute Ha kHOmKe Jlo06aBuTh 00bekT WOrdArt — nmpousoiiaer 3anyck Macrtepa co3qaHus
oobekra WordArt.

7 B oxne Komekiust WordArt BeiOepute sxeaeMblid CTHIIb 0QOPMIICHHS HaITHCH.



8 B mmanoroBom okne M3menenue texcra WOrdArt BeiOepute emaemblii mpudTt, €ero pasmep,
HayepTaHUe U BBEAUTE TEKCT CO3/IaBAEMOTO 3arojIoBKa (HaIICH).

9 Ilocne menuka Ha kHOnKe OK mpou3oiieT BcTaBka CO3/JaHHOTO0 00BEKTa B TEKYIUN TOKYMEHT
Microsoft Word.

10 JlanpHeitmee ympaBieHre (GOpPMOM W PACIOJIOKEHUEM CO3JaHHOTO OOBEKTa BBITIOIHSIOT
3JIEMEHTaMHU yTpaBicHus manenu uHctpymenToB WordArt. TlpoBepsTe, Kak MPOTEKAIOT CIICIYOIIHE
orepanuu (Mociie Kax 0 KOMaH/Ibl BO3BPAIIalTeCh K HCXOHOMY cocTosiHHIO KomOuHanuein CTRL +
Z):

— u3MeHeHue cozepkanus Haanucu (M3MeHUTh TeKCT);

— mmeHenue ctuwiist opopmierns (Komnekuus WordArt);

— HM3MCHEHHE XapaKTepa B3auMOJICUCTBHs ¢ OCHOBHBIM TekcToM (Popmart oobekra WordArt >
[Monoxenwue);

— wmmenenue Gopmsl Haamucu (Popma WordArt);

— BpallleHHe HA/IMCHU 3a OJTUH U3 YIJIOBBIX MapkepoB (CBOOOIHOE BpaIlieHHE);

— BBIpaBHUBaHUE OYKB Hajanucu 1o Beicote (BeipoBHsATs OykBbl WOrdArt mo BeicoTe);

— PAacCIOJIOKEHHUE TEKCTa HaAMUCH 10 BepTukanu (Beprukanbubiii Teket WordArt);

— yIpaBJIeHHE UHTEPBAIOM MEXIy cuMBoiaMu (MexxcuMBobHbIH nHTEepBai WordArt).

11 3aKkoHYMB JKCIIEPHUMEHTHI, CO3JaliTe 3arojIOBOK MO CBOEMY BKYCY M COXPaHUTE JOKYMEHT
Word B nanke \Mou JOKyMEHTHI.

Bvt  Hayyunuce cozdasamv  Xy0odHcecmeeHHble 3A20/I06KU, GHEOpAMb UX 6 OOKYMEHmbl U
Ppeoakxmuposams «no mecmy». B mo e epems Mol y3Hauu, 4mo OJisk OOKYMEHMO8, nepeoasaemvix Hd
noceoyiowyro 0opabomky, noab308amMbCsl SIMUM CPEOCMBOM He PEKOMEHOYEeMmCsl.
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MMPOI'PAMMA MICROSOFT POWERPOINT. CO3JAHHUE
INPE3EHTALIMA. YIYYHIIEHHUE O®OPMJUIEHUSA ITPESEHTAIIUN.
INOAT'OTOBKA U IEYATD BbIJIAY

Ilopsook evinonnenus

BbicTpoe co3naHue mpe3eHTalUM ¢ MOMOIIBI0 MACTepa ABTOCOAEPKAHUS PACCMOTPUM Ha
npuMepe pa3pabOTKM KOPOTKOM mpe3eHTanuu <«[IpemmyinecTBa 3JIEKTPOHHON TOPTOBIM» JUIs
JIEMOHCTpAIIMH TMOTEHIMATbHBIM 3aKa34ynkam Toprosoro Web-ysia.

1 3amycrurte nporpammy PowerPoint 2000 (ITyck > [Tporpammsr > Microsoft PowerPoint).

2 B otkpeiBmieMcs auanoroBoM okHe PowerPoint ycranoBuTe Tmepekimovatesns Mactep
aBTOCOJIepKaHus (CCIU TOSBJICHHE 3TOTO0 OKHA [0 YMOJYAaHUIO OTKJIIOYEHO, 3allyCTUTE MacTep
komano# daiin > Co31aTh U BHIOEPUTE B OTKPBIBIIEMCS OKHE ITYHKT MacTep aBTOCOAEPKAHNUA).

3 B oxne Mactep aBTocoaep;kaHusl IIEIKHUTE HAa KHoMKe Jlaee.

4 B cnenyromem okHe BeiOepuTe cTpoky OOIIMii JOKIa U MIENKHUTE Ha KHOMKe J[anee.

5 Ha atame BbIOOpa CTWIS MTPE3CHTAIIMHA YCTAHOBUTE TEPEKITIOYATEh IPE3CHTANNS HA dKpaHe U
LIEJIKHUTE Ha KHOTKe [lanee.

6 Ha »orame BpIOOpa mapamMeTpoB TMpE3CHTAIIMM BBEIWTE B OKHO 3arojioBKa Ha3BaHUE
«JNEeKTPOHHAS! TOPTOBJISI», B OKHE HM)KHETO KOJIOHTUTYJIA IOBTOPUTE Ha3BaHue. [IlenkHuTe Ha KHOMKE
Hanee, a morom —I'oToBO.

7 Ha otkpeiBIIeMcst paboueM MoJie B OKHE CTPYKTYPBI BEIOEpUTE TTOOUEPEAHO CHaiIbI ¢ S 1Mo 9 u
ynanute ux (knasuina DELETE). B npe3enTaliuu 10/KHO 0CTAaThCsl YSThIpE Cliaiiia.

8 IlepeiinuTe K TEpPBOMY Claiily M BBEAUTE COOCTBEHHOE MMsI B Kau€CTBE aBTOpa pa3pabOTKH
BMECTO yKa3aHHOTO T10 YMOJTYAHUIO.

9 IlepelimuTe B OKHO claiija, BEIOEpUTE OJOK 3aroJioBKa W C IMOMOIIBI0 HMHCTPYMEHTOB TaHETH
yIpaBJIeHUs 3a7aiiTe BbIpaBHUBAHUE TEKCTa MO LUEHTPY. Pa3MecTuTe ¢ MOMOIIBIO MBIIIN WM KJIABUIL
yOpaBlIeHUs] KYpCOPOM TEKCTOBBIA OJOK C 3aroJIOBKOM B BEpXHEH 4YacTH cjaiiia, BBIIIE KpPaCHOM



JIMHHUM, BBIPOBHSB €T0 I10 IIEHTPY OTHOCUTENBHO TOPU30HTAIHU. T0 ke caMoe mpojesaiTe ¢ TeKCTOBBIM
OJIOKOM C IMEHEM aBTOpa, HO PACIOJIOKUTE €ro HIKE KPaCHOU JIMHUU.

10 YgamuTe ¢ THTYJIBHOTO Cllaiifia KOJOHTHTYJ ycTaHOBKoM ¢uaxka (Bux > Komonturynsr > He
MOKa3bIBaTh HAa THUTYJBHOM CIIaiijie).

11 [epeiinute Ha BrOpOW cnaiin (B okHe cTpykTypbl wiu kiaBuineii PAGEDOWN). Bmecto
3arojoBka «BBenenue» Habepure TekcT «[IpenMyIecTBa 3J1€KTPOHHOM TOPTOBIIN.

12 TlepeiimuTe K MapKUpPOBAaHHOMY CIIHCKY M BBEIWTE BMECTO IAOJIOHHOTO TEKCTa CIIEAYIOIIee
coJiepKaHue:

— MaccoBoe o0ciyKUBaHHE MIJUTHOHOB MOKYIATENeH;

— HWuauBuayanbHBINA TOIXO K KaXKAOMY KIUEHTY;

— HHTepakTHBHOE OOILICHHE C TIOKYTIAaTENEM,

— Hakomuienue nngopmanuu o NpeAnoYTEHUAX KINEHTa,

— CHMXeHue pacxo/I0B MOKyHaTess U U3AEepKEK IpoaaBIia.

13 BrIpoBHSNTE TEKCTOBBIE OJIOKH ITO-CBOEMY YCMOTPEHHIO.

14 TIlepeiinute Kk TpeTbeMy cnaiiny. Beemaute 3aromoBok «lloueMy moau MOKynarOT TOBaphl B
Cetu». Y ganure BTOPO TEKCTOBBIN OJIOK.

15 Beibepute Ha MaHETU WHCTPYMEHTOB MHCTPYMEHT Jl00aBUTH TaOMUIly M B WHTEPAKTHBHOM
TI0JIE TIPOTSATHBAHUEM 3a/IaliTe pa3Mep MOt TAOIHUIBI S X 2.

16 3amosHuTe B TaOIHIIE JIEBBIH CTOIOCI CICAYIONIMMU 3HAYCHUSAMH (CBEpXy BHU3). Y 100CTBO
oruiatel, Y moocTBo moucka; [Ipuemnembie nensl; Xopomuii BeiOop; [Ipodee. 3amomnuTte B TabIMIEe
IpaBblil cTonber cieayronumu 3HadeHussMu (cBepxy Bam3): 50 %; 21 %; 11 %; 11 %; 7 %. Beibepute
MPOTATUBAHUEM MBIIIHU MPABBIA CTOJIOEI] U C MOMOIIBI0 KHOMKY [lo eHTpy Ha maHenu WHCTPYMEHTOB
3a/1aiiTe BIpaBHUBAHUE 110 LICHTPY .

17 Ilepeiinute k ueTBepTOMY ciaiify. B mose 3aronoska BBequte TekeT «HTo nokynart B CeTu».
Y nanurte BTOPOM TEKCTOBBIN OJIOK.

18 Illenkuute Ha kHOmMKe J[0oOaBneHHe nuarpaMMbl Ha MaHEIH UHCTPYMEHTOB. B mosBuBmIeMcs
okue [Ipesenrarus — Tabauia JaHHBIX B JICBOM CTOJIOIE BBEAUTE CIACAYIONIME TEKCThI (CBEPXY BHHU3):
Kommerotepsl u kommuiektyromue, Kuauru; Opexaa; Myssika; [Ipouee. B sueiikax ¢ Ha3BaHMSIMH
KBapTaJioB 3aMeHUTe X Ha 3HaueHus: 1999; 2000; 2001; 2002.

19 B s4eiikax ¢ TaHHBIMHU BBEIHUTE CICIYIONINE 3HAYCHNUS (CBEPXY BHU3, CIIPaBa HAJIEBO):

— 40, 20, 15, 5, 20;

— 38, 22,15,5, 20;

- 36,24, 20, 7, 13;

- 35,25, 20, §, 12.

20 TIlepeiimuTe kK mepBoMy claiiay. BeiOepure 3arojoBOK, IIETYKOM IMPABOW KHOIKOW MBITITH
OTKpOWTE MHTEPAKTUBHOE MEHIO, BRIOEpUTE B HEM IMyHKT HacTpoiika anumanmu. [loctaBbre (hraskox B
okHe OOBEKTHI JIsl aHUMAIMM HAIPOTUB CTPOKH 3arojioBok 1. B packpreiBaromieMcs CucKe B rpyIie
BbIOepHTE 3BYK W ekt HazHaubTe 3¢ ekt Bpamenune. B packpbiBaromemcs CHucKe B TpyIIe
[TosiBnenue Tekcra BeiOepute cTpoky 1o cioBam. Illemukom Ha kHOTIKE OK 3akpoiiTe OKHO.

21 Ortkpoiite okHo CMmena crnaiino ([Tokas cnaiinos> CMmeHa cIaioB). B rpynne
O¢¢exT BbIOepuTEe 3PPeKT no ceoemy ycmorpeHuto. B rpynmne [IpoaBmxkeHne ycraHoBuTe (iaskox
aBTOMAaTHYEeCKH mociie U 3amaite Bpems 10 cekyna, cHuMuTe Quaxok mo memyky. lllexuxkom Ha
KHOMKe [[puMEHNTh KO BCEM 3aKpOMTE OKHO.

22 Tlepeiinute Ha TOCIEAHUN Cclaija, BBIOEpUTE IUArpaMmy, OTKpoite okHO Hacrtpoiika
anumaruu. Ha Bximagke BugousmeHeHuss B AuarpaMMe CaMOCTOSITENIBHO BblOepuTe 3((exTs
aHUMAIMK 3JIEMEHTOB JHAarpaMMmBl.

23 Bepnurech K mepBoMy ciaiify, 3amycture mokas npesenrtaruu ([Toxas cmaiimoB > Hauatb
OKa3) W MPOBEPHTE JEMOHCTPAIMIO claiiioB. McmpaBbre mpu HEOOX0MUMOCTH OmMOKH. COXpaHHUTe
MPE3eHTAINIO Ha AucKe moa umenem E_Commerce.

Bvi nayuunucey coszoasams npezenmayuio npOCmMuiMu U OOCMYNHLIMU CPeOCMEamu, 6CMAGIAms
maobauysbl, OUaAzpammul, pedaKmuposams MmMeKCcm, NpumeHsms 3¢ggdexkmol anumayuu K obvexmam
PA3IUYHO020 MUNA, YNPAsIsimb CMEHOU CI1ati008 Npu NOKA3e npe3eHmayuu.



Yayuuienue opopmiieHUs pe3eHTAlUU

[TompoGyem Temeps ynydmuTh odopmiieHHe mnpe3eHTanuu «lIpeumyniecTBa AIEKTPOHHOU
TOPTOBIN».

1 3amycrure nporpammy PowerPoint 2000 (ITyck > ITporpammer > Microsoft PowerPoint).

2 Ortkpoiite coxpaHeHnyto npeseHraiuio E_Commerce (Paiin > OtkpoiTh > MMs (daiina).

3 Haxomsce B 0ObIUHOM peKHME, OTKpoiTe muanoroBoe OkHO Do (Popmar > Don).
Ycranosure ¢unaxok Vckmounts GoH obpasia.

4 B rpynmne 3anuBka (oHa B pacKpbIBarolieMcsi cnucke BbiOepute myHKT CriocoOsl 3aauBKu. B
OTKpBIBIIEMCS AHaJOroBoM okHe CIocoOBl 3aIMBKH NepeiinTe Ha BKIanky [ paguentHas. B rpymme
IlBera ycraHOBUTE NEpEKIIOYATENb 3aroTOBKa. B packpeiBaromemMcs cnucke HaszBaHue 3aroToBku
BbIOepuTe MyHKT [lo3aamit 3akaT. [l{enukom Ha kHOMKe OK 3akpoiite okHO. B okHe DOH mienkHuTe Ha
KHoMKe [TpumeHuTs.

5 Ilepeiinute ko BTOpomy cnaiay. Cosznaiite napyroit ¢oH, Hanmpumep Menp, crnocoboMm,
ONMCAHHBIM BBIIIIE.

6 Ha Tperbem u uyeTBepTOM chaiinax co3gaiiTe (OH, BBIIOJHEHHBIM JAPYTMMH METOJAMU:
Texctypa u Y30p. YOeaurech, 4To BIOpaHHbII (POH XOPOILIO BRIIVIAIUT HA SKpaHe.

7 Ilepeiinnte Ha mepBbiii cnaia. Ha manenu mHctpymentoB WOrdArt imenkHUTE Ha KHOIKE
JTo6asuth 00bekT WOrdArt. B okue Kostekiust WordArt BeiOepuTe HYKHBIH CTHIIb HAIUCH H MTOCTE
meuka Ha kHonke OK B mosiBuBmieMcs: okae Vizmenenue texcra WOrdArt HabepuTe TEKCT 3arojoBKa
Ipe3eHTalM — OJeKTpoHHas Topromid. Hasznaubre pasmep mpudra 66 mynktoB. lllemukom Ha
kHomnke OK 3akpoiiTe OKHO.

8 VYgjanure crapblil 3ar0JIOBOK JJIEKTPOHHAs TOPrOBII M NIEPEMECTUTE HA €70 MECTO CO3IAAHHBIN
oobext WordArt. HaznaubTe HOBOMY 3arojioBKy 3G QeKT aHuMalmu Bpaienue.

9 IlepeiinuTte Ha BTOpOIi cnaiia. HasHaubTe TekcTy, ohopMIEHHOMY KaKk HyMEpPOBAHHBIN CITUCOK,
s dexT anumanmu BeuteT ¢ mapamerpamu: cripasa, Bee Bmecte, mmo a63amam, 1-ro ypoBHS.

10 Ilepetinute Ha Tpetuil cnaiin. Beibepute B Tabnuiie JeBblii cTonber, Ha3HaubTe eMy (OH C
IpaJIMCHTHOM 3aJIMBKOM Ha BKJIaaKe 3aiuBka B okHe Dopmat tabmuisl (Popmar > [[Beta u nuHUM).
[Tomo6HBIM 00pa3oM odopMuUTe TpaBbIii cTONOCII.

11 Ilepeiimute k yeTBepTOMy ciaiiny. Odopmure GoH TUarpaMMel rpaMeHTHON 3aJIUBKOM.

12 CoxpaHuTe Mpe3eHTaIuo o npexuum umeHeM (E_Commerce).

Bvt nayuunucey oghopmasme npezenmayuro pasiuidHbIMU Memooamu. usmeHeHuem oua, 3a1ueox
06vekmos, npumenenuem o6vekmos \WOrdArt u npouumu. Ber opopmunu paziuunvivu s¢gpexmamu
aHumMayuu 06veKmol pazHo20 muna O0Jis YIV4uleHUs: BOCHPUSMUSL NPEe3eHMAYUU.

IToaroroBka M mevyath BbIAa4

Tenepp nonpoOyeM MNOATOTOBUTH BBIJAYM MOArOTOBIEHHOM Bamu mnpe3eHTanuu Ha TeMy
«[Ipenmy1ecTBa 37€KTPOHHOU TOPTrOBIN» ISl pa3fadyd MEHEIKepaM.

1 3amycture nporpammy PowerPoint 2000 (ITyck > IIporpammer > Microsoft PowerPoint).

2 Ortkpoiite coxpaHeHnyro npeseHrauio E_Commerce (Paiin > Otkpeith > MM (daiina).

3 Ha manenu MHCTPYMEHTOB ILIEJIKHUTE Ha KHOMKE [IpocMOTp B OTTEHKaxX ceporo.

4 IIpocmotputre Bce cnaiinbl. O4EeBUAHO, YTO HA TPETbEM M UYETBEPTOM CllaliZlaX HEKOTOPHIE
OOBEKTHI YUTAIOTCS Hepa3z0opuuBO. BriOepure Bce siuelku TaONMUIBI, MIETKHUTE MPaBON KHOMKOU
MBI U B WHTEPAKTUBHOM MEHIO YKaXXUTE MyHKTbl UepHo-Oenblii > OTTeHKH ceporo. Takum ke
o0pa3zom ohopMuUTE JUArpaMMy Ha YETBEPTOM CIIaife.

5 Ortkpoiite obpasern Beimau (Bug > O6paser; > OOpaserr Bbiiay).

6 Ha nanenu nHcTpyMeHTOB Bpiaun menkHuTe Ha KHomke [loka3aTh pasmeleHre mpy yeTblpex
Claijax Ha CTPaHUIIE.

7 Ha ctpanuie B 061acTu BepXHEro KOJIOHTHUTYJIa BBeAUTE (haMUIIHIO aBTOpa MPE3eHTAIUH.

8 C mnomompio cperactBa WOrdArt BctaBbTe B ILIEHTP CTPAHHUIIBI 3arojiOBOK JIEKTPOHHAS
TOPTOBJIS.

9 BcraBbre noaxoasmuii pucyHok u3 koswiekimu ClipArt (BeraBka > Pucynok > Kaprunkn) u
IIOMECTUTE €T0 Ha 3aJIHUM IUIaH O] TEKCT 3aroj0BKa.

10 IIlemyxkoM Ha KHOTIKE 3aKpbITh HA TTaHETN HHCTPpYMEHTOB O0pasell 3aKpoiTe 0Opasel] Bb1ay.

11 Otkpoiite auanoroBoe okHo [leuars (Paiin > [leuats). B packpsiBaromiemcs criucke [leuarats
BbIOEpUTE MyHKT Bhgaun. Ycranosure piakok OTTEHKH CEpOro.



12 Tlo ykazaHHIO TpenojaBaTess paciiedataite BbiAaud Ha npuHTepe (o Bo3moxkHOCTH). Ecin
TaKOW BO3MOKHOCTH HET, pacredaraiite Bbiaud B ¢aiin PostScript (o perenuro mpernomaBaTers),
npeodpasyiite ero ¢ momorpio nporpamMbl Adobe Acrobat Distiller 8 nokyment ¢opmara PDF,
OTKpO#TE ¥ MPOCMOTPHUTE €ro ¢ momoIibio mporpammbel Adobe Acrobat Reader.

Bovl nHayyunuce 2comosums 6vioauu 011 npeocmagieHus npe3eHmayuu 6 neuamumom euoe. Bovi
Hay4uIuchL npeoopazosviéams Yeemoegule cxemvl C1ad08 ¢ y4emom 0cobenHocmell neuamu Ha 4epHo-
Oenvix yecmpoucmeax 6vl800d.

JlaGopaTopHnas pa6ora Ne 9
IMPOI'PAMMA MICROSOFT EXCEL. OBPABOTKA JAHHBIX

[Topsiiok BeINOJIHEHUS

1 3amycrute nporpammy Excel (ITyck>ITporpammsr >Microsoft Excel).

2 Co3spaii Te HOBYIO pabouyto KHUTY (kHOMKa CO3/1aTh HA TTAHEIH HHCTPYMEHTOB).

3 JIBaxnbl HIENKHUTE Ha SIpJbIYKE TEKyLIero pabodero IMcTa U JaiiTe 3ToMy pabouemMy JIHCTY
nMms JlaHHBIE.

4 Jlaitre komany Daiin > CoxpaHUTh KaK U COXpaHUTE pabouyro KHUTY o umeHeM book.xIs.

5 Cpenaiite Tekymen sueiiky Al u BBeauTe B Hee 3aroj0BOK «Pe3ynbTaThl H3MEPEHUN».

6 BaenuTte mpou3BONBHBIC YMCIA B MOCTEAOBATENbHbBIE AYEHKU cTONONA A, HAYUHAS C SYCHKH
A2.

7 Baeaure B siueiiky B1 cTpoky «YaBoeHHOE 3HaUEHHE.

8 Bsaeaure B sueiiky C1 ctpoky «KBaapaT 3HaueHUs».

9 Bsenute B siueiiky D1 ctpoky «KBagpar cieayromero yucia».

10 Beenute B sueiiky B2 Gpopmyy =2* A2.

11 BBeaute B aueiiky C2 popmyny =A2* A2.

12 Beenute B siueiiky D2 ¢popmyny =B2+C2+1.

13 Beigenurte npotsruBanueM stueriku B2,C2 u D2.

14 HaBenurte ykazaTenb MBIIKM Ha MapKep 3alOJHEHUS B IMPaBOM HIDKHEM YINIy PaMKH,
OXBaTBIBAIOIICH BBIJICJIEHHBIN nTuana3oH. HakMuTe JieByt0 KHOIMIKY MBIIIU U TIEpETaIIuTe 3TOT MapKep,
9YTOOBI paMKa OXBaTUJIa CTOJIBKO CTPOK B ctonouax B, C u D, ckonbko nmeetcs gncen B ctoioue A.

15 Yoeautech, 4To (OpMYJIbl aBTOMATUYECKH MOIUMDUIMPYIOTCS TaK, 4YTOOBI padoTaTh Co
3HAYEHUSMU SYCUKH B CTOJIONE A TEKYIIeH CTPOKH

16 V3meHuTe OJHO M3 3HAYCHUU B CTOJIONE A M yOEaUTECh, YTO COOTBETCTBYIOIINE 3HAYCHUS B
cronbiax B, C u D B 3T0ii %e cTpoke ObLTM aBTOMATUYECKH NIEPECUUTAHBI.

17 Beeaute B siueiiky E1 crpoky MacmtaGHbIN MHOKUTEIT.

18 BBenute B stueliky E2 uncno 5.

19 Beeaute B sueiiky F1 ctpoky MacmrabupoBanue.

20 BBeaure B stueiiky F2 popmyny =A2*E2.

21 Ucmons3ys METOT aBTO3aNOJHEHUS, YTOOBI CKOMMMPOBATh 3Ty (opMyiy B siueiiku crosnbma F,
COOTBETCTBYIOIIME 3aMOJIHAEMBIM sSUeHKaM CTONIOA A.

22 Ybenurech, 4TO pe3yJbTaT MacIITaOMPOBAHUS OKa3aJiCsi HEBEPHBIM. DTO CBSI3aHO C TE€M, UTO
anpec E2 B ¢popmyIie 3a1aH OTHOCUTEIBHOM CCHUTKOM.

23 lllenkuuTe Ha suetike F2, 3arem B cTpoke GpopMyst. YCTaHOBUTE TEKCTOBBIM Kypcop Ha CCBHUIKY
E2 u naxmure kiasumy F4. Yoexurecs, uto Gopmyia Tereps BoIIIAAUT Kak =A2* $ES2, u HaxxmuTte
kiapuiry ENTER.

24 TloBTopute 3anmonHenue crondua F hopmymnoii u3 sueiiku F2.

25 YOeauTech, 4To Oiarogaps MCIOIb30BaHUIO A0COIOTHON aJipecaliiy 3HAYCHHS sTUeeK CTOoJIoIa
F tenepp Beramcstores npaBuibHo. Coxpanute padodyro kaury book.xls.

Bbi nayuunuce 6600ums mexcmosvie u Yuciosvle OanHvle 8 snekmponnvie maonuyvt EXCel. Boi
V3HAAU, KaK NPOU3BOOUMCS 8600 U 8bluUCIeHUe Popmya. Bul makawce visachunu, Kak ocyujecmenaemcs



KOnupoeauue GOopmyn1 MemoooM aA6MO3ANOJIHeHUs, U ONpeoeiunl, 6 KaKux CIAy4asx credyem
npuUMeHsamb aOCONIOMHbBLE U OMHOCUMETIbHbIE CCOLIKU.

Jla6opaTopnasi pa6ota Ne 10
MMPOI'PAMMA MICROSOFT EXCEL. PABOTA CO CITUCKAMHU
Topsaook evinonnenus

Wcxonnbpie maHHBIC TSl BHIMOJIHEHUS J1a0OpaTOPHOI paboThI, MPEICTABICHBI B BUJE CIIEIYIONIEH
TaOJINLIBL:

Ne ©.1.0. Anpec Tenedon
1 Bacunbes A. T K.-Mapkca, 12 -35 76-18-12
2 Hmutpuea E.| UYwukanosa, 15— 18 51-33-45

M.
3 Wsanos I1. B. Coserckas, 147 — 55 72-90-76
4 Kopomnes C. C. Marwucrtpanbnas, 23 —| 70-20-30
144
5 IMonomaper b.| K.-Mapkca, 203 -1 52-55-35
H.

6 Bacuenosa I1. JI.| UYwukanona, 38 —42 53-29-92

Bam T1peOyercs, ucnoin3ys (opmy, BBECTH HCXOAHBIC AaHHbIe B Tabmuiy EXcel. 3arem
UCTONB3Ys (QYHKIHIO COPTUPOBKH, TPOU3BEUTE CIEAYIOUINE OTEPALUU CO CIIUCKOM:

a) pacroJIOKHUTE STUCHKH 10 YOBIBAHHIO TIOPSIKOBOTO HOMEPA,;

0) pacmonoxwure siueiiku B nopsiake Bo3pacranus ©.1.0. no andasury;

B) PaCIOJIOKUTE STYCHKHU B MTOPSIKE BO3pacTaHus Anpeca;

I') PacIOJIOKHTE SIYCHKH B TIOPsIIKE Bo3pacTaHus Ne tenedoHa.

Hcnonb3ys pyHKIMH aBTOQUIBTPA, TPOU3BEAUTE B CITIUCKE CIEAYIOMINNA TOUCK:

a) HAMIUTE STYCHKY ¢ HaMITUSIMK, HAaUMHAIOIIUMUCS Ha OyKBY B;

0) HaliguTe TUCHKH C agpecaMu, HaunHaromuMucs ¢ 0yksbl K mo C;

B) HaliJiTe TYECHKU C HOMEepaMHu Tesie(hOHOB, mepBast nudpa KOTOPBIX HAUMHACTCS C 7.

JI71s1 BBINOJTHEHUA 3TOTO 33/IaHUS BBIOJIHUTE CIEAYIOUIUE TEUCTBUS:

1 Bsemute B stueiiku Al: No, B A2: ®.1.0.:, B A3: Anpec:, B A4: Tenedon: .

2 IIpomapxkupyiite stueliky Al.

3 Ortkpoiite menro Jlanasie > Gopma.

4 B otkpsiBiiemcs MeHio ((opme) BBeaMTE MCXOMHBIC IAHHBIC B COOTBETCTBHU C 3aJaHHEM
(mocie BBeieHHS OYEPETHOM 3aMUCH HEOOXOJMMO HAXKUMATh Ha KHONIKY J[00aBHUTS).

5 BroBute mento [Jannbie > CopTrpoBKa.

6 Ilpou3BenuTe COPTUPOBKY HAHHBIX, KaK YKa3aHO B 3aJaHUU. Pe3ysbTar KakKaoro IEUCTBUS
MIPEICTaBUTh Ha OTAEIBHOM JIUCTE.

7 Boiinure B Menro [lannbie, BbimonHuTe KomMaHay Owibtp > ApTogmibtp. B 3aromoBkax
CTOJIOLIOB MOSIBSATCS] MUKTOTPAMMBI CO CTPETIKaMHU.

8 Haxwmute Ha crpenky cronbua: @.M.0.: , B oTKpbIBIIeMCSl OKHE Bam HeoO6xoauMo BeIOpaTh
omuuto Ycnosue. [locie storo otkpoercss MmeHio Ilonmb3oBarenbCkuii aBTOPHUIBTP B KOTOPOM
HEO0OXOUMO YCTaHOBUTH cienytommue mnapamerpbl: it  D.M.O. moka3aTh TOIBKO T€ CTPOKH,
3HAYEHHS KOTOPBIX HauMHaeTcs ¢ B*.

9 Ilocrne 3TOro B CIIMCKE OCTaHyTCsI TOJIBKO (paMUITNM, HAUMHAroIMecs Ha OykBy B.

10 IlpousBenure GuIbTpaLIUIO ISt OCTAIBHBIX ITYHKTOB, YKA3aHHBIX B 33JaHHH.

Bot nayuunucoe 6600umo cnucku (ucnoawvsys ¢opmy), a makzice nposooums ux 06pabomky,
UCNONBL3YSL BO3MOdNCHOCIU hunempos u copmuposku. Obpamume snumanue, ymo EXcel nozeonsem



pabomamv ¢ 00CMAMOYHO OOILWUMU MAOIUYHLIMU  OA3aMU  OAHHLIX, HO NPU IMOM  OOJIHCHBL

BbINOIHAMBCA Cedyloujue 08a YCI08UL.
nosmopsamvcsi, 2) e 00x#cHO bbimb nycmolx cmpok (3mo 6ydem Koney 6azvi OAHHBIX).

[Mporpamma Microsoft Excel.
TexHOMOTUSI TTOCTPOCHUSI TPaUKOB

Tlopsdok evinonnenus
Co3aanue Ta0JMIbBI ¢ HCXOAHLIMHA JAHHBIMHU:
1 TMoaroroBbTe MHPOPMALIKIO, KOTOPYIO BBl XOTHTE MPEACTaBUTH B BUIEC TOUCYHON JUATPAMMBL:

1) umena noneii (3acon06xu) He 00aMHCHBL

JladopaTopnasi padora Ne 11

Kommgecto KomnaectBo
I'oxpr MPECTYILICHUI T'onnr
MPECTYIJICHU
H
1991 61,4 1996 108,5
1992 67,1 1997 116,4
1993 73,2 1998 131,2
1994 83,1 1999 155,8
1995 95,2 2000 170,6

2. 3anoHUTEe TAOJIHITY U TPOBEPHTE MPABHILHOCTH UCXOIHBIX TAHHBIX:
—B auelika Al, Bl 3a"ecure Ha3BaHUA CTOIOIIOB TAOIHULIBL,

—B aueiikn A2 All 3anecure roga ¢ 1991 mo 2000;
— B siueliku B2: B11 3aHecute qaHHBIE O KOJTHMUYECTBE MPECTYIUICHUH 1O TOAaM.
IMocTpoenne nuarpaMmebl:
1 Beigenure ncxonasle qaHubie — 010k A2:B10;
(c TOMOIIBIO COOTBETCTBYIONICH KHONKH Ha

2 AKTUBU3HUpYHTE

MUKTOTpa(uIecKoM MEHIO);

3 BriOepuTe TOUCUHBIN THIT TUATPAMMBI;

«Mactep aumarpamm»

4 Pabotaiite ¢ MacTepoM auarpamm, nepexos K CIeayIoleMy 3Tamy ¢ momMouibio kHonku Lar
> Jlob6aBpTe Ha3zBaHWe Auarpammbl: «JlmHamuka npectyruieHuii B Poccum ¢ 1991 mo 2000 r.»,
Ha3BaHUE FOPU3OHTAIBHON ocH: «['0J1a», Ha3BaHKWE BEPTUKAIBbHOM ocH: «KOJIMUeCTBO NPECTyIICHUI».
Pesynbratom Bamueit pabots Oynet cienyromuii rpaduk:

Junamuka npecrymienuii B Poceun ¢ 1991 mo 2000 rr.
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JIOTIOTHMTEIbHO BBINOJHHUTE cileaylolee:

1 JloGaBbTe Ha MOCTPOCHHOW JHMarpamMMe JIMHUIO TpeHAa (JMHUIO, ammpoOKCHMHUPYONLYIO
MCXOJTHBIC JIaHHbBIE), 00JIAIAIOIY 0 HAMOOJIbIICH BETMUUHOMN JOCTOBEPHOCTH.

Jlunuto mpenda Bwi modiceme nocmpoums, eciu noogeoeme Kypcop Mbludl HA OOHY U3 MOUeK
epaguxa, u Haxcas Npasyrd KHONKY Mbliuu, 6bibepume 6 nosasusuieecs meHio J{obasumv TUHUIO
mpeHoa.

2 TlomecTuTe Ha AMarpaMMe ypaBHEHHUE JTMHUU TPEH/IA M BEITMYMHY JTOCTOBEPHOCTH.

3 Onpenenute BO3MOXHOE 3HaueHuWe komudecTBa mnpectymiennidi B 2001 r., ucmonb3ys
MOCTPOSHHYIO JINHUIO TPEH/IA.

Pesynbratom Bameit pabots Oynet cienyromuii rpaduk:

Junamuka npectymienuii B Pocenn ¢ 1991 mo 2000 rr.
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Boinonnsisi smy pabomy, Bei nayuumecy cmpoums moueunvle ouacpammul (epagpuxu), a maxdice
UCNONIBb308aMb UX BO3MONCHOCU NO AHANU3ZY UCXOOHBIX OAHHBIX.
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