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TpeboBaHuUs K YPOBHIO OCBOCHHUSI COAEPIKAHUS Kypca
O0beM THCHMILIMHBI, BUAbI y4eOHOU pabOThl U OTYETHOCTH
CtpyKTypa u coliep’KaHue TUCHUTLTUHBI

Opranun3anusi KOHTPOJIS 3HAHUM
MareprallbHO-TEXHUYECKOE 00€CTIeYEHNE U CHUTIIINHBI

YueObHo-MeTonnuecKkoe U nH(POpPMAITMOHHOE 00eCTIeYeHNEe JTUCITUTUTHHBI

[MPUJIOXXEHUE
1. Meroanueckue peKOMEHJAINH 7S TIPEno1aBaTelis

2. Meroandeckue peKOMEHIAIUH JIJIS CTYACHTA



1. Ieap u 3agaun AUCHUILJINHBI

Henamu ocoenus: nucuuiuiiHbl «CoBpeMeHHbIE MH(POPMAIMOHHBIC
TEXHOJIOTUN» SBJSIOTCS (POPMHUPOBAHUE Y CIICIUATIUCTOB YIIIYOJICHHBIX 3HAHUI
B 00JacTH COBPEMEHHBIX HMH(OPMALIMOHHBIX W  KOMMYHHUKAIMOHHBIX
TEXHOJIOTUH, HH(OPMAIMOHHON KYJIbTYphl, OpHEHTAIlMsS Ha TBOPYECKOE U
npodeccuoHanbHOE UCII0JIb30BAHUE COBPEMEHHBIX JOCTHKEHU M
KOMIIBIOTEPHBIX TEXHOJIOTUH B 00yueHuH, Oyaymied mnpodeccuoHalIbHOM
JeATEeIbHOCTHU, B MPOIIECCe caMO00pa30BaHusl U MOBBIICHUS KBATU(PUKAIUH.

3agauu JUCLUIIINHEL:

e TIOJy4YE€HHUE HABBIKOB pabOTBl C HMHCTPYMEHTAMU COBPEMEHHOTO
[IpoekTHOrO yripaBieHUs;

e OCBOCHHE MY3bIKaJIbHO-UHTEIIEKTYaIbHOTO UHCTPYMEHTapus
(mpuHIMOBL W cHocoObl  IUGPOBOM  3amUCH, OTOOpaXEHUs U
MOJICIMPOBaHUS HH(OPMAIIH, B TOM YHUCIIE MY3bIKATbHBIX COOOIEHUN);

e U3YYECHHE BO3MOXXHOCTEH COBPEMEHHBIX HWH(OPMAIMOHHBIX CHCTEM,
OHJIaH-TUIaTGopM W 0a3 MJaHHBIX MJI CO3/JaHUs, MYyOJUKAUMU U
IOPOJABI)KEHNS TBOPYECKOTO KOHTEHTa C YYETOM JIEWCTBYIOIIETO
3aKOHOJATENIbCTBA U MPUHLUIIOB HHPOPMALIMOHHON 0€30M1aCHOCTH;

e JIOHNCK, HMCIIOJIb30BAHHNC W CHCTCMaTHU3allusd HH(i)OpMaLII/IOHHI)IX pPECYpPCOB CCTH

HNurtepHer.

2. TpeOoBaHusI K YPOBHIO OCBOCHHS CONEPKAHUSA TN CIUNINHBI

N3yuenue JTUCIUTIINHBI HANPABJIEHO Ha dbopmupoBaHue
obmenpodeccuoHaIbHBIX KOMITETCHIIUM, CTIOCOOHOCTH ¥ TOTOBHOCTH CTY/ICHTA:

HNuaukaropsl

KOMHCTCHIII/II/I JOCTMAKCHUA KOMIICTCHIINHA

OIIK-4. CnocoGeH  OCYIIECTBIATh | 3HAMb!

IIOUCK HH(bOpMaI_[HI/I B 00J1acTu — OCHOBHBIC MHCTPYMCHTBI IIOMCKAa
MY3BIKAJIBHOTO UCKyCCTBa, | MHQopManuu B 3JIEKTPOHHOU
HCTOJIB30BATh ce B CBOCH | TeeKOMMYHHKAI[MOHHOI ceTu
npodeccuoHaNbHON J1eITeTbHOCTH UntepHer;

— OCHOBHYHO JUTEPATYPY,

MOCBAIIEHHYIO BOINPOCAM HW3y4YEHHS
MY3BbIKQIbHBIX COYMHEHHU;




Ymemy:

— 9(QeKTUBHO HAXOJUTH
HEOOXOAUMYIO
uHpopManuio sl TpodecCuoOHaTbHbBIX
1ene ¥ CBOOOJHO OPUEHTUPOBATHCS B
AJIEKTPOHHOU

TEJIEKOMM YHUKAIIMOHHOU
cetu MHTEpHET;

—  CaMOCTOSITEJIbHO  COCTaBIISATh
ouoOmorpapuyeckuit CITUCOK
TPYJIOB, TIOCBSIIICHHBIX HW3YYCHHIO

orpe/ieJIeHHON Mpo0JieMbl B 00J1aCTH
MY3BIKaJIbHOTO UCKYCCTBA;

Braoems.:
— HaBBIKAMH pabOTHI C OCHOBHBIMHU
0a3aMu TaHHBIX B 3JICKTPOHHOM

TEJIEKOMM YHUKAIIMOHHOU ceTu
HNutepHer;
— wuHopManmel o  HoOBeHueH

HCKYCCTBOBG,Z[‘-IGCKOﬁ JuTeparype, o

IIPOBOJIUMBIX KOH(EpEeHLUSX,
3aluTax KaHJIUAATCKUX U
JIOKTOPCKUX nUccepTanuu,
MOCBSTIEHHBIX pa3IMIHbBIM
npobieMam MY3bIKaJIbHOTO
HCKYCCTBA.

OIIK-5. CriocobOeH pemiath CTaHAapTHBIE | 3Hamb.:

3aj1a4u MpodeccuoHaIbHOM — OCHOBHBIC BHJBI COBPEMEHHBIX

JESITEIbHOCTU C MMPUMEHEHUEM

MHGOPMAITMOHHO- KOMMYHHKAITTOHHBIX

TEXHOJIOTHI U C y4ETOM OCHOBHBIX

TpeboBaHMi HHPOPMALIMOHHOMN
€30I1aCHOCTH

MH(}OPMAIIMOHHO-KOMM YHUKAIIMOHHBIX

TEXHOJIOTUH;

— HOPMbI 3aKOHOAATCJILCTBA B oOyactu

3alUThl MHPOPMAIIMH, — METOJbI
oOecreueHus nH(pOpMaIIMOHHON
0e30MacHOCTH;

Ymems:

—  HCIIOJIb30BaTh KOMITBIOTEPHBIE
TEXHOJIOTUU IJI1  TIOMCKa, 0TOOpa U

o0paboTku MHMOPMAIINK, KacCaIOUIUNCS
npodeccuoHanbHOU AesATeTbHOCTH;

— MPUMEHATh  WH()OPMAITMOHHO-
KOMMYHHMKAIIHOHHBIC

TEXHOJIOTMU B
COOCTBCHHOM e Jaroru4ecKom,

XYyJ0°KECTBEHHO-TBOPYECKOU U (WJIH)




Hay4HO-HCCIIEIOBATEIIbCKON
NEeSATENbHOCTH;

Braoemw:

— HaBbIikamMu HCTIOIB30BaHHUS
WH()OPMAITMOHHO -KOMM YHUKAITHOHHBIX
TEXHOJIOTUHA B COOCTBEHHOMU
npodecCUoHaIBLHON NeATebHOCTH;
METOJIaMHU TIPABOBOM  3AIIUTHI
uHdopmarmu.

3. O0beM QMCUMIINHBL, BUIbI y4e€0HOI pad0Thl M OTYETHOCTH
OO0mIast TpyI0eMKOCTh AUCITUIUIMHBI — 72 Yaca, ayauTopHas pabora — 36 4acos,
camocTosiTeIbHass pabora — 36 yacoB. Bpems usydyenus — 1 cemectp, mo 2 yaca B
HEJIEIIO MPAaKTUYECKUX 3aHATUN. B KOHIIE cemecTpa — 3a4er.

4. CTpyKTypa H coaepkaHue JUCHUILTIHHbI

Ne Ha3Banue Temsl Bcero
TEMBI 4acoB
1. CoBpemeHHbIe HHPOPMALIMOHHBIE TEXHOJIOTHH. 2
2 OcHoBHBIE NOHATUSA 00 HHPOpPMALMU U UH(POPMATHKE. Y CTPOHCTBO 2

MEPCOHATILHOTO KOMIIbIoTepa. DYHKITNU KOMITJICKTYIOIIETO
o0opynoBaHus (BHYTPEHHUE U BHEIITHUE YCTPOMCTBA).

3 Hcropust cozmaHusi TMEepCOHANBLHOTO KoMmIibloTepa. CTpyKTypHas 2
cxema coBpemMeHHOM OBM. IlpuHOMI OTKPBITOM apXHUTEKTYpHI.
Bunst u ciocoOb1 xpanenus uHbopmanuu. [lorstue ¢aiina u ero

THIIBL.

4 OmnepanonHas cucrema Microsoft Windows: oOmiyue MpUHIMIIBI 2
paboTHI.

3) Knaccuduxkarus nporpammuoro obecrederusi. CuCTeMHbIE 14

nporpammebl. TekcToBbIN pegakTop. TaOauuHbIi pegakTop.
Coznanue npeseHTanuu

6 Hudpoas 3a1uch MY3BIKQJIbHOT'O 3BYKa. dopmartsl 2
KOMITHIOTEPHOT'O MTPEICTABICHUSI ayNO0IaHHBIX.

7 CuHTE3 3JIEKTPOHHOIO 3BYKa U €ro MeTo/ibl. My3bIKaibHOE 2
AJIEKTPOHHOE 000pYy0BaHHE

8 00630p 3BYKOBBIX PEIAKTOPOB. 2

9 3amurta nHGopmaruu. Buabl KOMIBIOTEPHBIX TPECTYIUICHUM 2

10 KomnproTepHbI€ BUPYCHI 2

11 [TpunIumnel paboThl B ceTH MIHTepHET 1 € My3bIKaIbHBIE PECYPCHI. 2

12 IlepcrieKTUBBI  MCIONB30BAHUSI KOMIIBIOTEPHBIX TEXHOJOTHM B 2

My3]::IK&J'IBHOI>i MNEAAroruke u B UCIOJHUTCIILCKOM HCKYCCTBC.




‘ Utoro \ 36

Tema 1. CoBpemeHHbIe HH)OPMALMOHHbIC TEXHOJIOI MU

Beenenne B kypc. CoBpeMeHHBbIE HH(POPMAIMOHHBIE TEXHOJOTHU. (OCHOBHBIC

npUHIUIBL. OCOOEHHOCTH COBPEMEHHBIX HH(OPMALIMOHHBIX TEXHOJIOTUH.

Tema 2. OcHOBHBIE OHATHS 00 MH(popManun U HHPOPMATHKE. Y CTPOICTBO
MEPCOHAJIBLHOI0 KOMNbHTepa. MOYHKIUH KOMIUIEKTYIOLIEro 000py10BaHUSs
(BHYTpPeHHME U BHELIHHE YCTPOHCTBA).

OcHOBHBIE HNOHSATHUS: uHdopmarus, UH(OPMAIIIOHHbIE IIPOLIECCHI,
uH(popMaIlMOHHAsT KapTUHAa Mupa, WHGOPMAIMOHHOE OOIIECTBO, HH(OpMaIMOHHAS
KyJbTypa.

[lonsitue mndopmanmu. MHpoOpMalMOHHBIE TPOLIECCHI: MONy4YeHUE, Nepenaya,
npeoOpa3zoBaHuE, XpaHEHUWE M  UCHOJb30BaHHe HHpopMauuu. HMHPopmanmoHHbIE
nporecchl B KUBOW Mpupoje, ooOuiecTBe, TexHUKE. HHPOpManuoOHHbIE OCHOBBI
MIPOLIECCOB YIIPABJICHHUS.

NudpopmanmonHas JeATeNbHOCTh 4YenoBeka. HMHdopManumoHHass KyJabTypa
yesoBeka. MHpopmaimonHoe o01IecTBO: €ro 0COOCHHOCTH M OCHOBHBIC UEPTHI.

KoMmbroTep Kak MHCTPYMEHT HHTEJUIEKTYalbHOW AesTenbHocTH. CTaHAapTHas
KOH(pUTrypalus  MEpPCOHATBHOIO KOMIbloTepa. HanmeHoBaHME U TEXHUYECKHUE
XapaKTEPUCTUKU OCHOBHBIX Y3JIOB M YCTPOWCTB, X Ha3HAYEHUE.

CucreMHbIil OJIOK MU BHYTPEHHHE YCTPOMCTBA (KOMIUIEKTYIOIIKE): IIEHTPAIbHBIN
Mpolieccop, CUCTEMHas IaTa, onepatuBHas namath (O3Y), Bumeomniara, 3BYyKOBas
kaprta, nocrosgHHass namsth (I13Y), xectkuit nuck (HDD), nuckoBonbl, ONTHYECKHE
nuckoBosl (CD-ROM, CD-RW, DVD, DVD-RW).

BremHue yctpolicTBa BBoAa M BbIBoAa MH(opmanuu (mepudepus). Buasl u
(yHKIIMOHAIbHOE  Ha3HAUEHUE CTAHJApPTHOTO MepUPEepUiHOro  00OpYyIOBaHUS:
MOHUTOp, IPUHTEP, AKYCTUUECKUE CUCTEMBI, a(aBUTHO-LU(poBas kiaBuarypa, MIDI-

KJIABUATYpa, MAHUITYJISATOP «MBILIb)», CKAHEP, MOJIEM.



[Topsimox pabOThI U YCIOBUSI KOPPEKTHOTO B3aUMOJICUCTBHS Y3JIOB U YCTPOICTB,
«cbom» u crnocoObl ux npeoponeHus. OCHOBHBIE I0JIb30BATEIbCKUE IIPaBUJIA U
penynpeanuTelbHbIe MEPHI.

Tema 3. Mcropusi co31aHusl NMEPCOHAJBLHOr0 KoMnbHTepa. CTpyKTypHas
cxema coppemMeHHoi JBM. IIpuHIuN OTKPBITON apXUTEKTYpbl. BUabI U cioco0bI
xpaHenust uHpopmanuu. IlonsiTue ¢aisia u ero TUIbL.

OCHOBHBIE TMOHSTUA: MPOIECCOp, ONEpaTUBHAs NaMAThb, BHEIIHSAS NaMSTh,
YCTPOMCTBO BBOJAa HWH(OpMAIMK, YCTPOMCTBO BbIBOAa HWHGopManmu, (aiin,
OIEpAallMOHHAS] CUCTEMA, KOMIIBIOTEPHBIM BUPYC, AHTUBUPYCHAS MIpOorpaMma.

QyHKIMOHAJIBHAS ~ OpraHu3auus KOMIIbIOTEepa. MarucrpanbHO-MOAYJIbHBIN
OPUHIIMI TOCTpOeHMs] KomImbioTepa. [lepudepuiinple W BHYTpEHHHUE YCTPOHCTBA
KOMITBIOTEPA: HA3HAYEHUE W OCHOBHBIE XapaKTEpPUCTHKHU. [IporpamMMmHbIN TpHHIUI
VIIPAaBJIEHUS KOMIIbIOTEpOM. Bunbl mamsaté B koMmmbioTepe. OCHOBHBIE HOCUTEIN
uH(pOpMaIU U UX BaXKHEUIIINE XapaKTEPUCTHUKHU.

@aiinel. Onepauun ¢ (daitnamu. OneparnuonHas cucrema. OCHOBHBIE BHU/IbI
IpPOrpaMMHOr0 OOecriedeHsl KOMIIbloTepa. Pa3nuuHble crnocoObl BBOJA U BBIBOJA
uH(popmalu B KoMibioTep. MHCTAIIIALNS TpOorpamMM.

Texnuka 0€30MaCHOCTM M CAHWTAPHO-TUTHEHUYECKHE HOPMBI NMpH padoTe Ha
KOMITBIOTEPE.

3amuTta coxpaHHocTH uH(popMmanuu. KoMmbioTepHble BUPYCHI:  METObI
pacnpocTpaHeHus, TpoUIaKTHKa 3apakeHusl. AHTUBUPYCHbBIE TPOrPAMMBI.

Enumauner komneroteprHoit mHbopmanuu (Out, Oait, K6, M6, I'6). Ilonsrus:
«JaHHbpley», «daim». CrnocoObl MNpeACTaBICHUS pPa3IUYHBIX THUIOB JAHHBIX B
KOMITBIOTEPE.

Hepapxuueckas CTPYKTypa OpraHU3allMM JaHHbIX B IEPCOHAIBHOM
koMmnbroTepe. [lanku, nupexkropun, kKartanoru. @anaoBble MEHEIKEPHI.

PasHoBuiHOCTH (paiinoB: ucnomaHseMble (aiibl, (aisl KOHPUrypauu, Qaiibl-
Ooubmuorexku, ¢Ganiabl-JOKyMEHThl (TEKCTOBBIE, TpaduyecKkue, 3BYKOBBIC). THIOBBIC

pacmupenus (aitios.



Tema 4. Onepaunuonnasi cucrema Microsoft Windows: o0mme nmpuHIHIIBI
padoThlI.

[lonsitTue onepaunoHHOM cuctembl. OmnepaunoHHas cucrema Microsoft
Windows. I'padpuueckmii umuTepderic Windows B TMOJIb30BATCIIBCKOM PEXKUME.
Hactpoiika u crangaptuzanus uarepderica.

YpoBHU M TIOCTaHOBKA 3aJa4. 3arpy3ka onepalnuoHHOM cucteMbl. Onpenenenue
3ama4 B MeHI0 «Ilyck». I'maBHoe m momunHeHHbIE MeHIO. Coaep)KaHhe OCHOBHBIX
nanok: «Paboumii crom», «Mol kommbioTepy, «CereBoe OKpyxkeHue», «Kop3mHay,
«Mou TOKyMEHTBD) U TIp.

®aiinoseiit Menemkep Windows «IlpoBonnuk». Onepauuu ¢ nankamu, Qainamu
U SIpIbIKAMU: KOHTEKCTHBIN TOHWCK, 3alyck (ailioB, MpocMOTp, MPUCBOCHUE HMEHH,
MEPEUMEHOBAHUE, KOMUPOBAaHUE, TMIEPEHOC, BBIPE3KA, YyIAJICHUE, Pa3MHOXKECHUE,
COPTHPOBKA, pellakTUpOBaHue, apxuBupoBanue. bydep oOMeHa.

3amyck W 3aBepiieHHe padOThl  NPWIOKEHHH. YIpaBlIeHHE OKHAMU
(cBOpaunBaHue, pa3BepThIBaHKE, MACIITAOHAS] KOPPEKIUS, CMEHA PACTIONOKEHUSA ).

Koyt n «cnsimuiny peskumbl. OmmoOku u coou B pabore Windows. Beixon u3
CUCTEMBI.

Tema 5. Kinaccupukanusi nporpaMMHOro odecrevdeHusl.

[Tonsstue  «mporpammHoe  obecneuenue»  (I10). Pomp  mporpamMmHOro
obecrnieyeHus: B paboTe MEePCOHATLHOTO KoMIbioTepa. OCHOBHBIE THUITHI TPOTPAMMHOTO
o0OecrieyeHusi: CUCTEMHOEe U TmpukiaaHoe. HazHauenune M (QyHKUUM CHUCTEMHOIO
nporpaMMHoro obecreuenus. Haznadenue m (QyHKIIMM TPHUKIAIHOTO MPOTPAMMHOIO
obecnieyeHusi. O0IIME CBEJIEHUS O MPUKIATHBIX TporpaMmax. [IporpaMMbi-yTHINTHI, B
T.4. apXUBATOPBI, TPOCMOTPIIUKH (Viewers), mpourpsiBatenu (players).

CucremHble TporpaMMbl. T€XHHKA YCTAaHOBKYU U YAAJICHHS TPOTPAMM.

Oducnaeie mporpammsl (pemaktopbl Tekcta). CocTaB CEpPBHUCHOrO IaKeTa
Microsoft Office.

[IporpamMmbl 1Jii BEpCTKH TEKCTa. BHUIBI TEKCTOBBIX (POpMATOB M KOAMPOBOK
tekcta. CranmaptHele TekcToBble penaktopbl Windows: Notepad u  WordPad.

TexcroBeiii penaktop Microsoft Word. Co3nanve U penakTUpOBaHHE JTOKYMEHTa B



Microsoft Word. VYcranoBka mnapamerpoB crpanuisl. HaGop Tekcrta u pabora co
mpudramu; BcTaBka cuMBOJIOB. BceraBka cHocok. Co3manue Tabnui, u pabora ¢
tabmuuamu.  QPopmatupoBanue ab3aueB U (parmeHToB  Tekcra.  Co3maHue
HYMEPOBAaHHBIX M MAapKUPOBAHHBIX CHUCKOB. Co3naHue KOJIOHOK. Mcronb3oBaHUE
opopmutensckux ctuiieid. Co3laHue PUCYHKOB M BCTaBKa B JOKYMEHT IpadUUyecKux
wunrocTpaiid. Micnonb3oBanue TekcToBoro ausaitHepa WordArt. PazouBka qokymeHTa
Ha pasznensl. BcraBka HOMepoB cTpaHul] U odopmiieHHe KOJIOHTUTYJOB. Co3naHue
ornasiennii. [IpoBepka opdorpadbuu u rpammaruku. [IpeaBapuTenbHBIA TPOCMOTP U
nevyarhb JoKyMeHTa. CrocoObl MpeloXpaHeHusl TEKCTa OT MOTePh: OBICTPOE COXpAHEHHE
JIOKYMEHTA, CO3JaHUE PE3€pPBHBIX Komuil. BoccranopieHune nokyMeHTa. BeimonHeHune
MPAKTUYECKUX 3aJaHUM: TMOATOTOBKAa JOKYMEHTOB (CTaTeil, JMCTOBOK, adwuii) C
TabIuIamMu 1 rpaguueckuMu BcTaBKamu B mporpamMme Microsoft Word.

Co3manue W pemaktupoBaHue ngokymeHta B Microsoft Exel. Opranuzarius
pacuetoB B MS Exel. Tloctpoenne u dopmarupoBanue guarpamm B MS Excel.
BrInonHeHre NpakTUYECKUX 33 1aHUH.

Co3manre W pemakThpoBaHue mnpescHTanuii B Microsoft Power Point. [Tu3zaiin
cmaifioB. BcTraBka 00BEKTOB Ha ciaiiia. AHumanus. BBIOMHEHHE TPaKTUUYECKUX
3aJJaHUI: TOArOTOBKA U JIEMOHCTpPAIHS MPE3CHTALINH.

Tema 6. Ilu¢ppoBass 3anuchr MY3BIKAIBHOIO 3ByKa. Dopmarbl
KOMIILIOTEPHOr 0 MPEACTABJICHUSA ayIHOdAHHbIX.

OcHoBHbIe TIpuHUMNBI  [UGpoBOM  3amuck  (OUUPPOBKU) U  00pabOTKU
MY3BIKaJIbHOTO 3ByKa. O0paboTka 3Byka Ha ocHOBE HU(poBOMl 3amepxkku. [lonsarus
«MOIYISIUSDY U «PUIbTpaIUs» 3BYKA.

XapakTepucTUKa OCHOBHBIX 3BYKOBBIX (popmatroB: WAV, CDA, AIFF, MP3,
WMA, RA, MIDI [Ilonstue KoHBepTaluu 3BYKOBBIX (aiiyioB. PasHoBUIHOCTH
apXMBaTOPOB 3BYKOBBIX (hailioB; MPUHIUIT UX PAaOOTHI, JOCTOMHCTBA U HEJOCTATKHU.

Tema 7. CuHTE3 3JIEKTPOHHOIO 3BYKa H ero Meroabl. My3bIKajJbHOE

3JIEKTPOHHOE 000py/10BaHUe.



Hcropust co3maHusi W Ppa3BUTHS CPEACTB CHUHTE3a DJIEKTPOHHOIO 3BYKA.
PacnpocTpaHeHHbIE METOABI CHUHTE3a — 4YaCTOTHO-MOIYJISIHMOHHBINA, CEMILICPHBIM.
CunTte3aropsl PU3NUECKOT0 MOACIMPOBAHUS 3BYKA.

ITonsatue «cemmep». HMcropus pasButus cemiuiepoB. [lpuHuun aeucTBus u
KAauECTBCHHBIE  XAPAKTEPUCTUKU ceMiuiepoB. (Co3l1aHue  CEeMIUIEPHBIX  3BYKOB.
PenaktupoBanue 3ByKOBbIX OaHKOB. bHOIMOTEKN ceMIICpHBIX 3BYKOB. JlocTomHCTBA 1
HEJIOCTATKU «CEMIJIEPHON» TEXHOJIOTHH.

MukiiepHsie TyabThl W OpUHOHN WX paboTel. [lporeccopbl nuHaMHUECKOU
o0paboTku 3BykKa. Dddexr-npoueccopsl. Boxoneprsl. KoHTpoiabHbIE MOHHUTOPBHI H
HAYIIHUKH.

HeoOxonuMble BHYTpEHHHE W BHEIIHUE YCTPOMCTBA KOMITbIOTEpA JJIsl pabOThI CO
3BykoM: nuckoBoa CD-ROM, 3BykoBasi miara, 3ByKOBbI€ KOJIOHKHU. J|OMOMHUTENbHbBIC
ycrpoiictBa: MIDI-knaBuarypa, MukpodoH, 1uiata BujaeozaxBara. CTOpOHHHUE
ycTpoiictBa: mpourpeiBatebr CD m DVD, aymnmomarauTodoH, BHACOMArHUTO(OH,
YCUJIUTEIb, CUHTE3aTOp. [[oAKII0OUeHNE BHEIITHUX U CTOPOHHUX YCTPOMCTB.

B0O3MOXXHOCTH COBPEMEHHBIX 3BYKOBBIX IIJIaT: OT MHOT'OI'OJIOCHOTO CHUHTE3aTOpa
u MIDI-untepdeiica 1o nudpooii crepeosanucu (stereo-sampling).

Tema 8. O030p 3BYKOBBIX peIaKTOPOB.

PenakTop 3Byka Kak CpeICTBO MPEeOoOpa3oBaHMsS M 3alUCU ayquo WH(OpMaIuu.
@DyHKIIUN 3BYKOBBIX PEAAKTOPOB.

OcoOeHHOCTH PabOThl 3BYKOBBIX PENAKTOPOB. PexxuMbl pabOThHI, CTPYKTYpa,
uHaTepdeiic mporpamm. CrocoObl BBOJA JaHHBIX. 3amuCh 3BYKa W HACTpPOMKa
rapamMeTpoB 3aIKCH.

OcCHOBHBIEC oOMepaluy IO PEIAKTUPOBAHUIO JMaHHBIX. Onepauuu 3BYKOBOTO
MOHTa)ka: KOMUPOBAHWE, BCTAaBKa, HAJOXKEHHE, MOBTOPEHHUE, MEPECTAHOBKA, CKIICHKA
(parMeHToB 3ByKa.

Onepanuu 1O  JUHAMUYECKOM o00paboTke ©  NpeoOpa3oBaHUIO  3BYKA:
«HOpMAJIM3aIUs»,  «KOMIIPECCUS»,  «OTpaHUYEHUE», CIEKTpalibHas  00paldoTKa
(mpuMmeHeHne YacTOTHBIX (uIbTpoB). CrenualibHbIe MNPEeoOpPa3OBaHUS: H3MEHEHUE

BBICOTHI 0€3 HM3MEHEHUS BPEMCHU 3BYYaHHA W HU3MCHCHHC BPCMCHHU 3BYYAHH:A 0e3



U3MEHEHHUS BBICOTHI 3ByKa. BcTpoeHHble d3(Q¢eKTbl: YacTOTHAas  MOJIYJISALHNS,
TPaHCIIO3UIIMS 3BYKOBOrO (pparMeHTa, pesepoeparnius, BUOpaTo, 3X0, Xopyc, GIdHIKep.

OuncTka (hoHOrpaMMBbI OT IIIYMOB U APYTUX AEPEKTOB.

Tema 9. 3amura nupopmanun. Buabl KOMIbIOTEPHBIX MPECTYILUICHUH.

be3zonacnocte B MHTepHere. JInHuMM 3ammThl. BiIOKMpOBKa BO3MOXHBIX AaTaK.
[IoHATHE KOMIBIOTEPHBIX MPECTYIJICHUU. BHIBI KOMIBIOTEPHBIX MNPECTYIUIICHHUM.
MeTto1b1 OOHapYXEHUS U MPEAOTBPAIICHUS KOMITbIOTEPHBIX MPECTYIICHUH.

Tema 10. KoMmnboTepHble BUPYCHI.

Komnerotepusie  Bupycbl. JKW3HEHHBIM IMKJI KOMIIBIOTEPHBIX BHPYCOB.
Knaccuduxamusi KOMOBIOTEPHBIX BHPYCOB. Buabl 3apakaeMblx OOBEKTOB. 3alluTa
KOMITBIOTEPA OT BUPYCOB.

Tema 11. Ipunuunsl padorel B cerm HHTepHer M eé My3bIKAJIbHbIE
pecypchl.

[lonsitue  «koMIblOTEpHas ceTb». JlokanbHble W TJ00aNbHBIE  CETH.
BO3HUKHOBEHHE W pPa3BUTHE KOMIIBIOTEPHBIX ceTeld. MHTEpHET M €ro CTpyKTypa.
[lonsiTust «cepBep», «cat». CTpoeHHE KOPIOPATUBHBIX U MEPCOHAIBHBIX CTpPaHUIL.
['maBHast cTpaHula, Kaprta caiita, MeHto. [Iporenypa ooMena undpopmanueit. CreneHus
O TOHUCKOBBIX cepBepax. WWW — rumeprekcroBas WH(POPMAIIMOHHO-TIONCKOBAs
cucteMa HMurepuera. Ilporpamma Opayzep Internet Explorer. Hapuramus u mnowuck
uHdopmarii B ceTH. BpiOOp MMEHM M KIIOYEBBIX CJIOB. [lOMCKOBBIE CHCTEMBI:
AltaVista, Yahoo, Google, Rambler, Yandex, Aport. 3arpy3ka, coxpaHeHue U Te4yarhb
Web-cranum u daiinos. Pabota ¢ anekTporHoi mouroid. Odmenue B cetu MIHTEpHET.

Mysbikanbabie pecypchbl MiHTepHeTa. Mys3bika B cetu (Real Audio, apxussr MP3
u MIDI-¢aiinoB). D7IeKTpOHHBIE HOTHBIE OMOMUOTEKU. DJICKTPOHHBIC MY3BIKATHHBIC
SHIUKIIONEANH U cripaBoYHUKU. WEB-caiiThl My3bIKaldbHBIX OpraHu3alluii, oOIIECTB,
YUpPEXKACHHUM, Y4eOHBIX 3aBENEHUM, W3IaTEIbCTB, KOHKYPCOB,  (pecTUBAJEH.
OdunmansHble U aabTepHATUBHBIC CalThl. [lepcoHambHbIE CTPAHUIBI KOMITIO3UTOPOB U
MY3bIKaHTOB-UCITOJTHUTENEH.

[Topsiiok U TEXHUKA CO3/1aHUsI COOCTBEHHOI'0 TIEPCOHAIBHOTO CalTa.



Tema 14. IlepcneKTHMBBI MCHOJAB30BAHUSA KOMIIBIOTEPHBLIX TEXHOJIOIWil B
MY3bIKAJIbHON MEeJArOruKe U B UCIOJIHUTEIbCKOM HCKYCCTBE.

Pa3zBute BO3MOXHOCTEH TPUMEHEHUS KOMIBIOTEPHBIX TEXHOJOTMH B
MY3bIKaJTbHOM O0YYEHUHU U B MY3bIKAJIbHO-UCTIOTHUTEIHCKON JESTEIbHOCTH.

Hcnons3oBanue 00y4arommux U UTPOBBIX MY3bIKAJILHBIX IPOrpaMM Ha HadalbHBIX
CTYIEHAX MY3bIKaJIbHOTO 00pa30BaHuUs U BOCITUTAHUS.

MynbTUMENUUHBIE MY3bIKaJbHBIC SHIIMKJIONECANU B H3YYCHUHM MY3bIKaIbHOMN
JUTEPATypbl,  HUCTOPUHU  MY3bIKM, HMHCTpyMeHTOBeAeHHs.  KoMmproTep  Kak
BCIIOMOTaTEJIbHOE CPEJCTBO B OCBOCHHM Kypca COJNb(PEIKUO U APYTUX MY3bIKAIBHO-
TEOPETUYECKUX JUCIUIUINH. PeleHne ¢ moMoIpi0 KOMIBIOTEpa YI4eOHO-TBOPUYECKHUX
3aJ1a4 M0 apaH>KUPOBKE U COYMHEHHUIO MY3bIKH.

PazButne nuCcTaHIMOHHBIX (OPM MY3BIKAIBHONW NESATEILHOCTH. JIEMEHTHI
JUCTAaHIIMOHHOTO MY3bIKAJIbHOIO OOyYEHHS HAa OCHOBE KOMIBIOTEPHBIX TEXHOJOTUMN
(MHTepHET-JIEKIIUK, BUPTYaJlbHbIE  YpPOKH, OJJIGKTPOHHBIE  y4eOHBIE IOCOOMS).
JIMCTaHIIMOHHBIE PENETUIMM U MY3bIKJIbHBIE BBICTYIUICHUS! (UCTIOJHUTEIBCKUE
KOHKYPCBI).

[lepcrieKTUBBI MHTErPAllUM ¥ MHTEIUICKTyaIU3allil KOMIBIOTEPHBIX TEXHOJIOTUM,
pa3BUTHA 3BYKOBBIX CUCTEM, BHEJIPCHHE HEHPOHHBIX TEXHOJIOTUN U CaMOOOYJarOIIHX CS
MPOTrPaMM.

5. Opranus3anusi KOHTPOJIsl 3HAHUI

N3ydyeHne Kypca npeamnosiaraeT MpoBEICHHE TEKYIIETO0 U UTOrOBOIO KOHTPOJIS.
Texyumii — mpakTHUECKHE 3aHATHS Ha YpOKe, UTOroBas arrecranus B gopme 3a4éra,
KOTOPBIN BBICTABJISIETCS MO PE3YIbTATaM BBINOJHEHUS MHIUBUIYAIbHBIX MPAKTHYECKUX
3aJlaHuil, CBSI3AHHBIX C MPUMEHEHUEM HW3YyYCHHBIX KOMIIBIOTEPHBIX Mporpamm. 3adéT
MOYET COITPOBOXIATHCS YCTHBIM ONPOCOM WJIM BBIITOJIHEHUEM IMHCBMEHHBIX TECTOB,
OTPaXKaKOIIMX CTENIEHb YCBOEHUS CTYIEHTAMHU TEOPETUUECKON 4acTH Kypca.

Kpurepuu onenox
OTBeT cTyaeHTa Ha 3a4eTe OLEHUBACTCA OJHOM M3 CIEAYIOUIMX OLIEHOK:

«Ba4YTCHO» U «HEC 3a4YTCHO», KOTOPLIC BBICTABJIAIOTCA 110 CICAYIOIIUM KPUTCPHAM.



OneHka «3a4TEHO» BBICTABIISIETCS CTYIEHTaM, OOHAPYKUBIIUM IOJHOE 3HAHHE
y4eOHOrO MaTepuasa, YCIENIHO BBIMOIHSIIONUM MPEAYCMOTPEHHBIE B IPOrpaMme
3aJJaHus, YCBOUBILIMM OCHOBHYIO JIUTE€paTypy, PEKOMEHJIOBaHHYIO Kadeapoil,
JIEMOHCTPUPYIOIINE CUCTEMATUYECKUM XapaKTep 3HAHUW MO AUCITUIUIMHE U CIIOCOOHBIE
K UX CaMOCTOSITEJIbHOMY TIOMOJHEHUIO U OOHOBJICHHIO B XOJI€ JabHEUIIEeH ydeOHOM
paboThI U MPOPECCHOHAILHOMN ACATEIBHOCTH.

OneHka «He 3a4TE€HO» BBICTABJSETCS CTYAEHTaM, OOHApYKUBIIMM MpoOebl B
3HAHMUSIX OCHOBHOT'O y4e€OHOTO MaTepuasa, JOMyCKAOIINM MPUHITUIIAATIbHBIC OMTUOKH B
BBITIOJTHEHUHU TPEYyCMOTPEHHBIX MPOrpaMMoi 3agaHuid. Takoil OIEHKH 3aciy>KUBaIOT
OTBETHI CTYJICHTOB, HOCSIIIIME HECUCTEMATU3UPOBAHHBIN, OTPHIBOYHBIN, TOBEPXHOCTHBIM
XapakTep, Korja CTYICHT HE IMOHUMAaEeT CYIIECTBA HM3JIaraéMbIX MM BOIPOCOB, YTO
CBHJIETEIBCTBYET O TOM, YTO CTYIEHT HE MOXET Jajibllie MPOIOKaTh O0yueHUE WU
NPUCTYNaTh K MPOPECcCCUOHATBLHON NeATeNbHOCTH 0€3 JTOMOJHUTENbHBIX 3aHSATUN IO

COOTBGTCTBYIOMGﬁ JUCHTHUITIIMHC

6. MaTepuajibHO-TeXHHYECKOe obecneuyeHue JUCIHUTIMHBI
Hns npoBenenus 3ansatuii 1o COBpeMEHHBIM HWH()POPMALIMOHHBIM TEXHOJOTUSIM
UCTIONb3YyeTCs KOMIbIOTEpHBIM Kiacc Nel5 (ocnamienue: 10 KOMIBIOTEPOB C
nonkmoueHrneM K Wuteprery). bubmmoreka, untanbhbiii 3ain. @oHoTeka ¢ GOHAOM

aynMo3anuced U 3ByKOTEXHUYECKUM 000pYAOBaHUEM.

CneyuanvHoe npoepammuoe obecneyenue 015 auy ¢ OB3:

Microsoft Windows 10,
CHGHI/IaJIBHBIe BO3MOXHOCTU.

DkpaHHas nyna, DKpaHHas JUKTOp, [ucruien, Pazmep kypcopa u
yKazatens Mblu, L[BeTHbIe QuiabTphl, BriCOKass KOHTPACTHOCTb.

Hocmyn k ungpopmayuouHsvim
u bubauocpaguueckum pecypcam 8 cemu

WutepHer g Kaxzaoro  oOydvaromierocss ¢  OTpaHUYEHHBIMU
BO3MOXXHOCTAMHU 3[0pOBbsi OOECII€UeH IMPENOCTaBICHUEM €My Y4eOHOro Hu



METOJUYECKOr0 Marepuana B opMax, aJalTUPOBAHHBIX K OTPaHUYEHUSIM UX
310POBbS U BOCHPUATUA UHPOPMALIUU:

Jast O6V‘-IaIOIHHXC5I C HAPpYIHICHUAMMU 3PCHUA.

B I1€YaTHOU (hopMe YyBEIMYEHHBIM HMIPUPTOM;
B (hopMe€ IIEKTPOHHOIO JOKYMEHTA;
B popme aynuodaiina.

Jls O6V‘IaIOH_II/IXC$I C HAPpYINICHUAMU CJIyXa.

B neuaTHou ¢opwme;

B (hopMe DIEKTPOHHOTO JTOKYMEHTA;
B (popme aynuodaiina.

st O6V‘IaIOHII/IXC}I C HAPYINICHHUAMMHK OIMIOPHO-
JBUTATCJIbHOTO allapara: B IICYaTHOM q)opMe;

B (popMe 2JIEeKTPOHHOTO JOKYMEHTA;
B ¢popme aynuoddaiina.

CaHTeXHUYECKHE Ka6I/IHI>I, 3PUTCIILCKUC MCCTa B 3aJIC, CUCTCMaA SBYKOBOﬁ
MOAACPKKH HHBAJINIO0B.

7. YuebHO-MeTOoAMYECKOE 1 MH(POPMALIMOHHOE 00ecIieYeHue
JUCHMIIJIMHBI
OcHoBHas:
1. Ucaes, I'.H. ndopmaninoHHbIe TEXHOJIOTHU. YUEOHUK [DIEKTPOHHBIA pecypc]:

y4yeOHHUK. — DnekTpoH. faH. — M.: Owmera-JI, 2012. — 464 c. — Pexum nocryna:
http://e.lanbook.com/books/element.php?pll id=5528

2. Annepcen, A.B. CoBpeMeHHbIE MY3bIKaJbHO-KOMIIBIOTEPHBIE TEXHOJOTHH
[QnekTpoHHBIN pecypc]: yuebHoe mocodue / A.B. Anpepcen, I'.Il. OBcsnkuna, P.I.
[utukoBa. — Onektpon. maH. — CII6.: Jlans, [Tnanera my3siku, 2013. — 224 ¢. —
Pesxxum noctyma: http://e.lanbook.com/books/element.php?pll_id=13091

JlomoHUTENHHAS

1. [lerenun, P.}O. Counnenue u apaHkxupoBKa My3blkH Ha Komnbtotepe [ Tekct] / P.

1O. Ilerenun, FO.B. Ilerenun. - CI16.: BXB-IlerepOypr, 2012. - 608 c.


http://e.lanbook.com/books/element.php?pl1_id=5528
http://e.lanbook.com/books/element.php?pl1_id=13091

2. dykcmaH, M.A. DIeKTpOHHas W 3JEKTPOAKyCTUYECKass My3blka XX - Hadalla

XXI Beka: Xpecromarus. - Pocros-Ha-/lony: M3n-Bo PocToBckon KOHCepBaTOpuu,

2012. - 48 c.



INPNJIOXEHUE
MeToanyeckue peKOMeHIallMU 1JISl CTY/IeHTOB
TeKkcTOBLIIA pPeIAKTOD

Bo3moxknocru Word

OgauM w3 Haubojee COBEPIIEHHBIX W  PacCHpOCTPAaHEHHBIX TEKCTOBBIX
penakTopoB B HacTosIiee BpeMs sBisieTcss Microsoft Word (manee — Word).

Kpome BBOma, pemgakTupoBaHus u redatd Tekcra Word —mosBossieT
BBITIONTHSATH CJICMYIONINE OTICPAIIUHN:

dbopmaTupoBanue (HacTpoiika mpudToB 1 ab3a1eB) TOKYMEHTOB,
YIIPABJICHUE BHIPABHUBAHUEM TEKCTA;
pabota ¢ TabauIaMu;

- CO3JaHWE€ M pPENaKTUPOBAHWE KOJIOHTHTYJIOB, CHOCOK, 3aKJIaJOK W APYruX
CCBIJIOK, B TOM YHCJIE OTJIaBJICHU;

- mpoBepka opdorpadumu;

~ aBTOKOPPEKIHS TEKCTa, CO3/IaHNE U BCTaBKa aBTOTEKCTA;

~ CO3/IaHHMe COOCTBEHHBIX CTUIICH (hOpMATUPOBAHUS TEKCTA;

~ CO37]aHHE U PEIaKTUPOBAHUE CITUCKOB;

~ aBTOBEPCTKa, pa30MBKaA HA CTPAHUIILI, OOPMIICHUE TEKCTA B KOJIOHKH;

- BCTaBKa 0OBEKTOB B JJOKYMEHTHI U YIIPABICHUE PSKUMaMHU OOTEKaHUS TaHHBIX
00BEKTOB;

~ CO3/IaHHME DJICKTPOHHBIX TOKYMEHTOB (3TO OTHOCHTCS K TEM JOKYMEHTaM
Word, xotopsie B3auMoJIeiicTBYIOT ¢ THTepHETOM).

Pexxum WYSIWYG (What You See Is What You Get — uto Bl BUIUTE, TO BBI
MoJTyJaeTe) 03HavaeT, YTO BHJI JIOKYMEHTA Ha dKpaHe OyJeT COOTBETCTBOBATH €TI0 BUIY
Ha Oymare.

OCHOBHBIMH 9manamu MOITOTOBKH TEKCTOBBIX JIOKYMEHTOB SIBIISTFOTCSI:

- CO3JIaHHE HOBOT'O WJIM OTKPBITHE CYIIECTBYIOIIETO JOKYMCHTA,

- HabOp TEKCTa;

- pemaKTHpOBAHUE TEKCTA;

- (QopMaTupOBaHHE TEKCTA;

- TIeYaTh TEKCTa;

BEJICHHE apX1Ba JOKYMEHTOB.

I/IHTepq)enc Word

Jns  3amycka  pemaktopa WoOrd — [10CTaTOYHO  BBINOAHHTH  KOMAaH.IY
Iyck/IIporpammebr/Microsoft — Office/Microsoft Word  wimm  ucnons3oBath
apavik Ha PaGouem ctose, B ['1aBHOM MeHto, B [TaHenn ObICTpOro 3amycka u T.1I.

[Moce 3amycka Ha 3KpaHe MOHUTOpA MOsBiseTcss okHO penakropa Word. OxHO
Word 2007 u 2010 Bepcuit  COIEPXKHUT CICAYIONIMA HAOOp DIIEMEHTOB: PaMKYy,
3arojioBOK, TMaHelb OBICTPOrO JOCTYMa, CTPOKY BKIJIAMOK JIEHTHI, JICHTY, IOJOCHI
MPOKPYTKHU, CTPOKY COCTOSTHUSI.



Oxno Word coaepxuT TmOMOKHA (NOJYMHEHHBIC, BTOPUYHBIE) — OKHA
TOKyMeHTOB. KakIoe TMMOJOKHO WMEET CBOM 3arojioBOK, IIOJOCHI TPOKPYTKH,
yIIpaBJstoNIre (MacIITaOHbIC) TUHEUKH, CTPOKY COCTOSIHHUSL.

3arojioBoK

3aromoBok oToOpakaer mukTorpaMmmy Word, Ha3BaHHME peTaKTHPYEeMOro
JOKYMEHTAa, UMsI PeJaKTOPa U KHOIIKHU YIIPaBJIeHUS pa3MepOM OKHa.

ITaneas ObICTPOro gocTyna

OOBIYHO pacmojiaracTcs IMPSAMO Ha CTPOKE 3arojioBKa HaJa JCHTOW (HO MOXKHO
pacIojIoKUTh W TOJ JICHTOM) M BKJIIOYaeT B ceOsi Hanbojee 4acTo HCIOIb3yeMble
KOMAaH/Ibl, IPUMEHSEMbIC JJIsI CO3/IaHUS, OTKPBITHUS, COXPAaHEHUs, MeYaTH TOKYMEHTa,
OTMEHBI TPOM3BEJACHHBIX H3MEHEHWH. Ee MOXXHO IOMOJHATH HEOOXOJAMMBIMH
KOMaH/IaM{ WJIM CKPBIBATh JIMIITHUE KOMaH/IbI, UCITOJIb3YysT KOHTEKCTHOE MEHIO.

CTpoka BKJIAIOK JIEHTBI

ConepKUT 3arojoBKH BKJIAQJIOK JIEHTHI, K KOTOpbIM oTHOcsTCs: Daitn (KHomka
Office), I'maBuas, BeraBka, Pasmerka crpanuiisl, Cebliku, Paccsliku, PeniensupoBanue,
Bun. [lepekmroduenre no BKJIQJKaM IMO3BOJISIET MONIYYaTh JOCTYII K COOTBETCTBYIOIIUM
KOMaH1aM JieHThbl. Cama JIeHTa pacioJIOKEHA HIXKE.

JlenTa

CoJepKUT KOMaH/Ibl, MMO3BOJISIONINE peann3oBath Bo3moxnoctu Word. OmHako
HE BCE BKJIQJKHU JICHThl M3HAaYalbHO BUIHBI. [lociie BCTaBKu, K pUMEPY, TaOIHIIbl UK
rpadu4yeckoro o0bEKTa aBTOMATUYECKU TOSBISIIOTCS HOBBIE BKJIAJKH, COJEpKalliue
KOMaH/Ibl, HeOOXOIMMbIE MpU padoTe ¢ Tadnuamu wim rpapukoil. Komanasl Ha jieHTe
MPEJICTABIICHBI B BUJE KHOMOK C TpapueCKUMU 3HAYKaMU WM 3HAYKaMHU C MOAMHUCIMHU.
[Tonckaszka Mo (PyHKITMU, BBHITIOTHSEMON KHOIIKOW, TMOSIBISICTCS aBTOMATHYECKH TIPH
HaBEJICHUU Kypcopa MBI Ha JaHHYIO KHONKY. Kakas u3 BKJIaJoK JIEHThI pa3ouTa Ha
IPYIIIbI, 4YTOOBI OBLIO y100HEE OPUEHTUPOBATHCS B MHOTOO0PAa3uu Pa3InYHbIX KOMaH.
[Tpu 5TOM Ha JIEeHTY BBIHECEHBI HE BCe KOMaH/bI, a JUIIb Hanbosnee nomymnspHele. Ecnu
HE00X0MMO J00aBUTh HA JIEHTY HOBBIE KOMaHJbl, TO MOKHO MCIOJb30BaTh KOMaHIy
HacTtpoiika JieHTBI B €€ KOHTEKCTHOM MeHI0. KomMaH bl 100aBISIOTCS TOIBKO B HOBBIE
(MOIB30BATENBCKUE) TPYIIIHI.

Yupasiswmue (MaclITaOHbIe) JJUHEHKHU

JIuHelKk1 UCIONIB3YIOTCS ISl YCTAHOBKM OTCTYNMOB B ab3amax. OHU cojepskar
MapKepbl OTCTYIIOB, OTPa)KalIIME YCTAaHOBKU TOro ab3aia, B KOTOPOM HaXOJIUTCA
Kypcop BBoAa. OTCTYIbl YCTaHaBIIMBAIOTCS MAPKePAMU C TIOMOIIbIO MEPETITUBAHUS
MBIIIBIO.

Ha3naueHnue KaxXI0ro M3 4YEThIpEeX THUIIOB MApKEPOB MOYKHO Y3HaTh, 3aBHCHYB
KypCOPOM MBIIIU Ha JIFOOOM U3 HUX:



- omcmyn nepeoil cmpoKu CABUTAeT Ha4ajo IEpBOi CTPOKH a0d3ala BIIPaBo;
~  @blcmyn pa3MElIaeT MOCIEAYoNe CTPOKU ab3alia paBee Havana epBoi CTPOKH;

- omcmyn cjieea BblICIICT 36381_[ B TCKCTC, OTOABHIAsl HA4YaJIO0 BCCX CTPOK OT JICBOI'O
IIOJIA CTPpAHUIIBI;

- omcmyn cnpaea OTOABHUTIacT TCKCT OT IIpaBOro IIOJIA CTpPaHHUIIBI, O0OBITHO
MMPUMCHACTCA BMCCTC C OTCTYIIOM CJICBA AJIA CO3daHUA I[BOﬁHOFO OTCTYIIA.

Jlnst Toro 94T00BI OTOOPA3UTh WM CKPBITH JTUHEHKH, HAJ0 BBIMOJHUTHL KOMAaHIY
Bua//Inneiika.

IHosochbl NPpOKPYTKHU

MecTononoXeHue I0JI0C IMPOKPYTKHU Ha SKPAHE COOTBCTCTBYCT HMX HA3BAHUAM!
BCPTUKAJIbHAA U I'OPU30OHTAJIbHAA.

Bepmukaﬂbuaﬂ IMoJI0Ca IIO3BOJIACT IIPOJIMCTHIBATH OOKYMCHT, KOTOpBIfI HC
IMOMCIIACTCA Ha OJ3KPAaHC IIOJIHOCTBIO, PCAAKTHPOBATL [OBC PA3HBIC YaCTU OIHOIO
AOKYMCHTA WUJIK Pa3HbIC JOKYMCHTBEI OTHOBPEMCHHO.

FOpMS’OHmaJletl}l ImoJjioca, KpoMe€ CMCHICHHMA JOKYMCHTA BIIPpaBO M BJICBO,
o0OecrieunBacT BO3MOXKHOCTD 6BICTpOFO IIepexoda B PA3JIMYHBIC PCKHUMBI IIPOCMOTPA
AOKYMCHTOB.

PesxxuMbl mpocMoOTpa 10KYMEHTA
Word npenocTaBiseT NsaTh peXKMUMOB IMTPOCMOTPA JTOKYMEHTA.

Yepnoeuk WCTONB3YyeTCS JUIsl BBOJA, PENAKTUPOBAHUS U (HOPMATUPOBAHUS
TekcTa. CTHIIN, KOJIOHTUTYJIbI, PUCYHKH U KOJIOHKH B 3TOM PEXUME HE BUIHBI.

Pesxtcum 6ed-0okymenma 1ioneseH npu paboTe ¢ JOKYMEHTOM, MOJYyYEHHBIM M3
cetu MHTEpHET.

Pestcum pazmemku no3BoJIsIeT padOTaTh ¢ JOKYMEHTOM B TOM BHUJE, B KAKOM OH
Oyzer HareuyaraH (YCTaHOBJIEHHBIM B KOMITBIOTEPE IPUHTEPOM ).

Pesxtcum cmpykmypot ' ynoOeH i paboThl ¢ TUIAHOM WJIM JJOKYMEHTOM Ha JTare
CO3JIaHHUs 111 TPOCMOTPA BCE CTPYKTYpPbI JOKYMEHTA.

Pesrcum umenus 1no3BOJSIET IPOCMATPUBATh IOKYMEHT B BUJE PACKPBITON KHUTH
0€3 BO3MOXKHOCTHU €r0 PeIaKTUPOBAHUS.

JI71st TOro 4To0bl BEIOPATh HYKHBIM PEXUM IPOCMOTPA, HEOOXOAUMO JTHOO
BBIMOJIHUTh KOMaHy BKJIaAKu Bua, nub0 ucnoib30BaTh OJIHY M3 KHONOK B CTPOKE
COCTOSIHUSL.

PabGouee moste JokymeHra



PaGoyee mose — »TO 00JacTh Ha DJKpaHE, B KOTOpOH BemeTcss pabora
C TOKyMEHTOM (OyKBaJIbHO, 3TO JIUCT Oymaru).

Crpoxa cocrosiHust

Oto0OpaskaeT COCTOSIHUE TEKCTOBOI'O PEJaKTOpa, BBIBOJUT TMOJCKA3Ky IO
BO3MOXXHBIM OIEepaIisM, TEKyIylo WHGOpMaIuioo (HarmpuMmep, TMO3WIHI0 Kypcopa B
JOKYMEHTE, HOMEp TEKYIIeH CTpaHWIbl M T.I.), a TaKKe IOKa3bIBAET COCTOSHUC
(HakaTa/He HaXKaTa) CHECIUATBHBIX KJIABUIIL.

JIOKyMEHT, KOTOpBIM B [JaHHBIH MOMEHT pEIAKTUPYETCS, Ha3bIBACTCS
akTUBHBIM. OKHO JOKyMEHTa MOXHO pa3JeluTh Ha JBE YacTU U paborarh
OIHOBPEMEHHO C JBYMs pa3HbIMU YacTAMU OLHOIO U TOrO XK€ JIOKyMEHTA.
Kaxxnast yacTh JOKyMEHTa UMEET COOCTBEHHYIO MOJIOCY IPOKPYTKH.

Pa3oenump 0OKHO Ha /1Ba MOJIOKHA MOYXHO JHOO0 MEPETACKUBAaHUEM BHU3 KHOIKHU
: E KOTOpasi HAaxOIMTCS HAO BEPXHEU CTPEJKOM BEPTUKAJIBLHOM IOJIOCHI
IPOKPYTKH, JTUOO BRINMOJHUB KOMaHy Bua/rpynna Oxuo/Pa3aenurs.

[lonocy pa3nmeneHus OKHA MOXKHO T€peMeliarbh C TOMOIIBIO  MBIIIH.
3aKpbITh BTOPOE MOJOKHO MOKHO KoMaH10i Bua/rpynna Okuo/CHATH pa3jaelieHue.

OcHOBHBIE NnmpaBuJjaa BBoJa TEKCTa

1. BBOI TekcTa MOXHO HA4MHATh Cpa3y IOCJIE OTKPBITHS OKHA; CHMBOJIBI BCErIa
OyAayT BBOOUTHCA U 00padaThIBaTHCS TaM, I€ HAXOAMTCS TEKCTOBBIM Kypcop —
MUTrarouiasi BepTuKaibHas yepra.

2. IlepemenieHune Kypcopa NPOM3BOAMUTCA C IMOMOILIBIO KJIABUATYpPbl WA MBIIIW; B
NOCIEAHEM CiIy4ae HaJ0 YCTAHOBUTH YKa3aTelb MbBIIIA B TpeOyeMoe MEeCTO
JOKYMEHTA U CEJIATh METYOK MBIIIBIO.

3. Mexny cnoBamu ctaButcs 1 mpober.

4. Tlepem 3HaKaMu TpPENWHAHUSA TPOOENT HE CTABUTCS, a IOCIE HUX — CTaBHTCSA
0053aTEBHO.

5. TekcT, 3aKIrOYEHHBIN B CKOOKH MITH KAaBBIUKH, HE OTACISETCS OT HUX MPOOEIIOM.
6. 3Hak - (neduc) craBurcs 0e3 mpoOesIoB C 00EUX CTOPOH.
7. 3Hak — (TUpE) BBIIESAETCS MpoOeIaMu ¢ IBYX CTOPOH.

8. HGPGXOII Ha HOBYIO CTPOKY BBIIIOJHACTCA  ABTOMATHYCCKH. CJ'IOBO, HC
IIOMECTHUBIIIEECS B TOJBKO YTO 3alIMCAaHHOMN CTPOKC, IICPCHOCUTCA LCIIUKOM.

9. YiaiuTh HENpaBWILHO BBEJICHHBIC CHMBOJIBI MOXHO KiaBuiieii Delete, kxoropas
yaaasieT CHMBOJIBI CIIpaBa OT Kypcopa Wi KiaBuiicii Backspace, koropas ymamser
CHMBOIJIBI CJIEBA OT Kypcopa.



10.Ilepexoq kK  HOBOMY  ab03ally  OCYIIECTBISICTCS ~ HAa)KaTHEM  KIIABHUIIH
Enter. (Ilpumeuanue. Word mo3Boiiser oToOpakaTb Ha dKpaHE CHMBOJIBI KOHIIA
ab3ama WM CTPOKH, 4YTO OOJIervaer, MpH HEOOXOIUMOCTH, OOBCIMHCHHE IBYX
ab3amneB (WM CTpPOK) B oauH ab3ary (oAHy CTpoKy). s BKIIOYEHUS peKuMa
OmMoOpajricenusa Heneuyamaemvlx 3HAKOE HEOOXOAMMO HaKaTh KHOMKY Mapkep
a03ama Ha BKJ1ajke JeHThI | naBHas.

11. IlpuHYIUTENbHBIA  pa3pblB  CTPOKUM (MM «KOpPOTKas
CTPOKay) MTPOU3BOIHUTCS Ha)KaTHEM KJIABUIIT Shift+Enter.
(IIpumeuanue. TnpU3HAKOM pas3pbiBa CTPOKH  SIBISIETCS
HaJM4Yue CHUMBOJIA «J, KOTOpPBIA MOSIBISIETCS MNPU OTOOpPAKEHUU HeIMeyaTaeMbIX
3HAKOB Ha DKpaHe).

12. BctaBka nycToi CTPOKH MPOM3BOAUTCS HaXKaTUEM KiaBuu Enter.

13. lnst ynaneHusi MycTOM CTPOKM Hal0 YCTAHOBHUTH KypcOp B Hadallo 3TOW CTPOKU U
HakaTh Kiasuiry Delete.

14. O0benMHEHNE IBYX ab3aleB B OAWH (WJIM JBYX CTPOK B OJIHY) HPOU3BOIUTCS
HaxatreM kiasuim Delete B xoHIie mepBoro ad3ara (MM IEpBO CTPOKH ).

PenakrupoBanue Tekcra

PenakrtupoBanme TeKcTa — 3TO IMPOLECC BHECEHUS B TEKCT JIFOOBIX U3MEHEHHUI,
a UMEHHO:

~ HCHpaBJIEHUE TPAMMATHYECKUX OIMINOOK;

- CKJICMBAaHUE U pa3pe3aHue CTPOK;

~ BCTaBKa U YJAJICHUE JONOJHUTEIbHBIX ITyCTHIX CTPOK;

- KOMHMpOBaHUeE, IEpeMENICHHE, yaleHne (parMeHTOB TeKCTa U T.II.
||

{11 ommenwl BHINOMTHEHHBIX JIEUCTBUM MCHOIB3YETCS KHOIKA (OT™MeHHTH) Ha
nmaHean OBICTPOro MOCTyNma. MOXXHO OTMEHHTHh HECKOJIIBKO paHee BBITOJIHEHHBIX
JEHUCTBUMN.

m|v

. Bozepamump oTMeHeHHBIE paHee NEWCTBHS MO3BOJSET KHOIKA (BepnyTh) Ha

IIaHCJIN 6I)ICTp0rO AOCTYIIA.

YcraHoBKa noJieli B JIOKYMEHTE, a TaKXKE€ H3MEHEHHE DPa3MEpPOB M OPHUECHTALMHU
CTpaHMIbl (KHW)KHAs WJIM adbOOMHAasl) BBIMOJHSACTCS KOMaHAaMU Ha BKJIQJIKe
Pazmerka crpanunbl/rpynna Ilapamerpnl  cTpaHmubl. MOXHO — TaKxke
MCII0JIb30BaTh JIBOMHOM IETYOK MBI [0 BEPTUKAIBHON JIMHEIKE, YTOObI BBI3BAThH
okHO [TapameTpsl cTpaHHLIBL.

Komanna ®aiin (kaomka Office)/Ilapamerpsi/Jononnurenbno/ Iloka3siBaTh
conep:xkumoe qokyMeHTa/llokaspiBaTh I'paHunbl TEKCTAa MO3BOJISET BHIBECTHM Ha
9KpaH Zcpanuybl mexcma (€Cii YCTaHOBJIEH (IaKOK) Uil BU3YaJIbHOTO KOHTPOJIS
TIOJIEH.



Ilposepka npasonucanua (opdorpadbun u IrpaMMaTHUKH)  BBITOJIHSICTCS
KOMaH/10i JICHTHI Ha BKJIAJIKE
Penenzuposanue/llpaBonucanue

BxiroueHue pexuma asmomamuyecko20 NepeHoca €06 BBIIOIHACTCS KOMaHIOU
JICHTHI Ha BKJIAJKE Pasmerka CTPAHULBI/TPyNNa IHapameTtpsl
crpannibl/PaccTaHoBKa epeHOCOB.

[lepen BbITIOJIHEHHEM OTepaIiii peIakKTUPOBAHMS WM (POPMATUPOBAHKS HEOOXOIUMO
BBIJICIIUTH TEKCT.

Brizenenue TekcTa U CHATHE MapKUPOBKHU:
8.1. Beraenurs:

éecb mekcm KOMaHIoM Ha Bkiaake IaaBHasi/rpynna PegaxkrupoBanue
/BbiiesinTh/Boi1enTh Bee WU TPOUHBIM IIETYKOM MBIIIH 10 JIEBOMY MOJIIO;

0) OpOU3BOJILHBIN ghpacmenm mexcma NMPOTSIKKOU MBI IIPU HAXKATOU JICBOM KHOIIKE

WM yCTaHOBUB KypCOp B Hayajo BBIACIAEMOro (parMeHTa, HaXaTh M, yIACPKUBAsS
kiapumy Shift, 1menkHyTh J€BOM KHONKOW MBIIIM B KOHIIC BBIICIIEMOTrO
dbparmenra;

B) C/1060 ﬂBOﬁHBIM MCIIYKOM JICBOM KHONKOW MBIIIM Ha CJIOBC,

CMPOKY WEITYKOM JIEBOM KHOMKON MBIIIY B I10JI€ MAPKUPOBKHU HAIIPOTUB CTPOKHU;

1) af3ay TBOWHBIM ILIETYKOM JIEBOM KHOIKOW MBI B MOJIE MAPKUPOBKHU ad3a1a.

8.2. CHATH BBIJCICHUE MOXHO, IIEIKHYB JICBOM KHOIKON MBIIIKA BHE IOJIS
BBLIICIICHHUS.

9. Konuposanue mexcma:

a)

BbIOpath kKoMmaHny I'1aBHasi/KonmmpoBaTh, Komwsi TEKCTa momeniaercs B Oydep
oOMeHa;

0) YyCTaHOBUTh KypcOp B COOTBETCTBYIOIIYIO MO3UIUIO0 JOKYMEHTAa U BBINOJHUTH

koMmanay I'naBuasi/BcTaBuTh.

10.Konuposeanue ¢popmama:

YCTAaHOBUTH KypcOp B IMO3ULHUIO JIOKYMEHTAa, COJZIEPIKaIEro dopmar-
oOpaszel, ILIEIKHYTh MBIIIbIO IO KHOIKE Ha nente [naBuas/@opmart mno
o0pasny U IIEJKHYTHh II0 CIOBY, K KOTOpOMY Tpebyercs

npuMeHuTh (hopmar-odpaserr;

I[BYKpaTHBIfI MCIIYOK MBI II0 KHOIIKC IMMO3BOJIACT NPHUMCHATL «KHCTB»

MHOTOKPATHO. (IIpumeuanue: s BbIXOAA W3 PEXUMA



MHOTI'OKPATHOT'O KOIIMPOBAHUA (l)opMaTa A0CTATOYHO CIIC pa3 HICIIKHYTH IO KHOIIKC

11.1lepemenienue mexkcma:
a) BbIOpaTh komaHny ['J1aBHasi/Beipe3aThb; TekcT momeniaercs B 0ydep oOMeHa;

0) YyCTaHOBUTh KypcOp B COOTBETCTBYIOIIYIO TO3UIIUIO JOKYMEHTAa U BBIMOJHUTH
komaHy I'y1aBHasi/BecTraBuTh.

12.Yoanenue mexcma Buimonusiercs knapumiedr Del (Ilpumeuanue: oneparuu
KOIMPOBAHUSI, TEPEMEIICHNUS W YAAJICHUS MOXHO BBINOJHUTh C TOMOIIBIO
KOHMEKCMHO20 MEHIO.)

dopMaTHpOBaHUE TEKCTA

(I)OpMaTI/IPOBaHHe TEKCTAa — OTO HM3MCHCHHMC BHCHIHCIO BHAA TCEKCTa, IIpHU
KOTOPOM HC U3MCHACTCA €TI0 COACPIKAHUC.

1. ®opmaTupoBaHUE CUMBOJIOB.

dopMaTupoBaHue CHMBOJIOB BBIITOJIHSETCS KOMaHJAaMu BKJIAJIKH
I'naguasi/rpynna HIpudT mnm ¢ NOMOIIBI0 KOHTEKCTHOTO MEHIO. MOXKHO Takke
OTKpbITh auanoroBoe okHo pudTr, rae BoiOpars Bkianky IpudT u ycraHOBHUTH
TpeOyemble apaMmeTphl: mpudT, pazMep, HauepTanue mpudToB u T.4. s Toro yToObI
YCTAaHOBHUTh MEXKCHMBOJIbHBI HMHTEpBaj, CMEIEHHWe, MacmTad, HaA0 OTKPHITh
nuanoroBoe okHO LlpudT 1 BeIOpath BriIaky {0NoaTHUTENBHO.

2. ®opmaTupoBaHue ad3aues.

JIrobass mociienoBaTeIbHOCTh CHMBOJIOB B TEKCTE Ha3bIBaeTCs (hparMeHTOM.
A03a1 — 3To (parMeHT TeKCTa, 3aKaHYHMBAIOIIUNICS HaXKaTHeM KiaBuiya Enter.

dopmarupoBanue ad3areB MpeAyCMaTpPUBACT W3MEHEHHE OTCTYNOB ab3aleB B
TEeKCTE, W3MCHCHHE WHTEPBAJIOB MEXIY CTPOKAMH M MEXAy ab3aramu, YCTaHOBKY
KpacHOM CTPOKH, BBIpaBHMBAHHE a03alleB. BBIMONHAETCS KOMaHIaMU BKIJIAJKH
I'naBHasi/rpynna A63am Wid C IMOMOIIBIO KOHTEKCTHOTO MeHI. MOXHO Takke
OTKPBITh JHAIOTOBOE OKHO A03am, 4TOoOBI TOMYyYWUTh JOCTYN K HauOoJiee MOJTHOMY
Ha0Opy KOMaH/I.

CoxpaHeHne AOKYMECHTA HA JTHUCKE

Bemonnsercs xomanmoin Paiitn  (Knomka Office)/Coxpannts kak. B
nuanoroBoM okHe CoxpaHeHHe JOKYMEHTA CIICyeT BBIOpaTh IUCK, IAIKy, B IOJIE
UMEHU BBECTH HMs coxXpaHsemoro ¢aiia u HaxaTh KHONKY COXpaHHMTb IS
COXpaHEHUS JOKYMEHTA.

[ToBTOpHOE COXpaHEHHWE JOKYMEHTAa BBHITIOJHSETCS KHOMKOW CoOXpaHUTh Ha
naHe u ObICTPOTO J0CTYTIA.



OTKprTl/Ie HOKYMECHTA

Bemonnsercs komannor Paitn(Knonka Office)/OTKppITh WIN  IIETIKOM

|
MBIIIA 110 OJHOMMEHHON KHOIIKE Ha MaHenu ObIcTporo gocrymna. B auamoroBom
okHe OTKpbITHE JOKYMEHTA CIIEAYET yKa3aTh JUCK, MafKy, €CIu He0OXOJUMO — THII
(aiina 1 BBIOpATh UM U3 MOSIBUBILETOCS CIIHCKA.

Onepauum nMoMcKa M 3aMeHbI

B nokymentax WOrd MoXHO OCYIIECTBISTH IMOUCK U 3aMEHY TEKCTa, (opMaToB
(mpudra, ab3ana, sA3blKa, CTUJIS), PA3NIUYHBIX CHUMBOJIOB (Mapkepa al3aiia, CHOCKH,
puUMeYaHus, mpoodena u mp.).

st aToro ucnonb3yrores komanasl I'iiapaas/rpynna Pexakruposanue/HaiiTtu
(tonbko Ilouck) nnu 3amenurts (ITouck u 3ameHna).

JInst yTOuYHEHUS TOMCKAa HMCIOIB3YIOTCS BKJIAAKU U (DIAKKH JUATIOTOBOTO OKHA
Haiitu u 3aMeHUTD.

B none Haiitm yka3piBaercs oOpasell Moucka, a B 1ojic 3aMeHUTh Ha — o0pasell
3aMEHBI.

Knonka 3aMeHMTH TMO3BOJISIET 3aMEHUTh HaWJIEHHBIM 00pas3el] MOMCKa Ha
oOpasel, NOMEIIEHHBIN B [10JIE 3aMEeHUTh HAa U UCKaTh CIEIYIOLIEee BXOKICHUE.

Knonka 3amMeHUTH Bce IMO3BOJIIET MCKATh BCE BXOXIEHUS oOpasla W3 Mo
HaiiTu 1 3aMeHHUTH ero Ha 00pasel] U3 Mojisi 3aMeHUTh Ha 110 BCEMY JIOKYMCHTY.

[To okOoHYaHMM omepanuu OTKPHIBAETCS IUAIOIOBOE OKHO C COOOIIEHUEM O
KOJINYECTBE 3aMEH U € 3alIPOCOM O MPOAOKEHUH TIOUCKA.



Taboauunbiii pexakrop Microsoft Exel

Microsoft Excel — taGmuunblii mporeccop, mporpaMma Ui CO3MaHUS U
00paboTKu AIEKTPOHHBIX Tabiuil. Microsoft Excel mo3Bossier paborars ¢ TabauiamMmu
B IBYX peXHUMaXx:

- OOBIYHBIN — HanboJee YAOOHBIHN /1JIsi BHITIOJHEHUS OOJILITMHCTBA ONEPAIIHA.

- PazmerkacTpaHMu—yn00€eH JJIsl OKOHYATEIbHOr0 (hOpMATHUPOBAHUS TAOIMIIbI
nepes pacnedyarkoi. ['paHHIbl MEXIy CTpaHHUIIAMH B 3TOM PEXHUME OTOOPaXKaroTCs
CUHUMHU TYHKTUPHBIMU JIMHUSIMHU, TPAHULBl TAOJUIbl — CIUIOIIHOW CUHEH JIMHUEH,
NEePeTATHBAask KOTOPYIO MOKHO U3MEHSTh pa3Mephbl TaOIULIbI.

s nepexona MEXKIY pexxuMamMu OObIYHBIIM U
PasMeTkacTpaHMIMCIIONB3YIOTCS COOTBETCTBYIOIINE MYHKTHI MEHIO Bu.

[Tog manensmu uHCTpyMeHTOB Microsoft Excel oObryHO HaxomuTcs CTpoka
dbopMy, a B HUKHEH 4aCTH OKHA — CTPOKA COCTOsHUA. UTOOBI BRIBECTH WM YOPATh
3TH CTPOKH, CJIeyeT B MEHIO BuI BBIOpaTh COOTBETCTBYIOIIME IYyHKTHL: CTpoka
dbopmyn wim CTpoKka COCTOSTHHUS.

daiin Microsoft Excel Ha3piBaeTcs padoueil kHuroii. Paboyass kHura coctout
U3 pabovyux JHCTOB, MeHa KoTopbiX (JImcrl, JIucT2, ...) BBIBEACHBI Ha SIPJIBIKAX B
HIDKHEW 4yacTu OkHa paboueit kuuru. Illenkas mo spibikaMm, MOXXHO MEPEXOAUTH OT
JUCTa K JIUCTY BHYTpU paboueid KHUTU. J[Jis IpOKPYyUMBaHUS SAPIIBIKOB UCIIOIb3YIOTCS
KHOIIKHY CJIEBA OT TOPU3OHTAIBHOW KOOPAUHATHON JIMHEWKMU:

PaGounii muct npeacrasisieT coboi TabIuIly, COCTOSIIYIO U3 CTOJIOIOB U CTPOK.
Cronbupbl UMEHYIOTCSl JIATUHCKUMU OyKBaMH, a CTpOKH — mudpamu. Kaxnas sueiika
TaOJUIBl HMMEET ajgpec, KOTOPbIi COCTOUT U3 MMEHU CTPOKM U HMMEHH CTOJIOIA.
Hanpumep, ecu siuetika Haxoautes B ctosone F u ctpoke 7, To ona umeet aapec F7.

OnHa w3 sA4yeek TaOMUIBI BCErAa SBIACTCS AKTUBHOW. AKTHBHas suelika
BbLIEsIETCA paMKOi. UToObI chenarh s4yeilky aKTMBHOM, HEOOXOAMMO KJIaBHILIAMHU
YIIPABJIEHUS KYPCOPOM ITOABECTU PAMKY K 3TOU STYEMKE WIN IIEIKHYTh B HEM MBIIIBIO.

JInst  BbIJENEHUS] HECKOJbKUX CMEXKHBIX sSYeeK HEOoOXOIUMO YCTaHOBUTH
yKa3arelsib MBIIIHM B OJIHY U3 Y€K, HAKATh JIEBYIO KHOIKY MBIIIN U, HE OTITyCKas ee,
pacTAHYTh BbIFCNICHUE Ha BCIO 00nacTh. s BBIAENEHUS HECKOJIBKUX HECMEXKHBIX
IpyNN si9eeK CIEAYET BBIACIUTh OJHY Ipynny, HaxaTh kiaBuiny Ctrl u, He oTmyckas
€€, BBIICNIUTh APYTHUE STUEHKHU.

UTtoOBl BBIJICIUTH IIEIABIA CTOJOCI] WM CTPOKY TaOJMIBI, HEOOXOIUMO
IICIKHYTh MBIIIBIO HA €r0 UMEHU. (7151 BhIIETICHUST HECKOIBKUX CTOJIOIOB WM CTPOK
CJIeIyeT IIEIKHYTh Ha UMEHHU TIEPBOTO CTOJIONA WM CTPOKH U PACTSIHYTHh BBIJICIICHUE
Ha BCIO 00J1aCTh.

J{ns1 BBIZEIICHUS HECKOIBKHMX JIMCTOB HEOOX0auMMO HaxkaTh kiaBuiry Ctrl u, He
OTIYCKasl €€, MEIKATh Ha SIPJIBIKAX JIMCTOB.



Jlns BBOZa JaHHBIX B Y€Ky HEOOXOAMMO CHENaTh €€ aKTUBHOM M BBECTH
JAHHBIE C KJIaBUATYphl. J[aHHBIE MOSABATCS B AYEUKE U B CTPOKE PEIAKTHPOBAHUS (PHC.
1). Jlnsg 3aBepiieHus BBoJa cienyeT Haxarth Enter win oiHy U3 KJIABUII yIpaBICHUS
KypcopoM. [Iporecc BBoa TaHHBIX 3aKOHYUTCS U AKTUBHOW CTAHET COCEIHSS STYCHKa.

iz B

X v =

Puc. 1
UtoOsI OTpeIakTUPOBATh JAaHHBIC B SUCUKE, HEOOXOANUMO:

* clenaTh A4EMKy aKTUBHOM M HaXaTh KJIaBUINY F2 WM ABaXKIbl HIEIKHYTh B STYCHKE
MBIIIBIO;

* B AAYEHKE MOSIBUTCS TEKCTOBBIA KYypCOpP, KOTOPBHIM MOXHO MEPEIBUTATh KIABUIIAMU
YIPABJICHUS KYPCOPOM;

* OTPEIAKTUPOBATH JTAHHBIE;

* BBINTU U3 peKUMa PeIaKTUPOBaHUs KiaBuen Enter.

PABOTA C ®OPMYJIAMHA

Brruucnenus B TabIMIax BBITIOJTHSIIOTCS C
oOMOIIbI0 (popmysa. DopMysia MOXKET COCTOATh M3 MaTEMAaTUYECKHUX ONEPATOPOB,
3HAUEHUM, CCHUIOK Ha sMeHKy U uMeHa (QyHKIUNA. Pe3ynpTaT BhIMOIHEHHUS (DOPMYIIbI
€CTh HEKOTOPOE HOBOE 3HAUEHHUE, COJIeprKallleecs B A4elKe, I71e HaXoauTcs popMyra.
dopmyna HauMHAETCS CO 3HaKa paBeHcTBa "=". B ¢dopmysne MOryr MCroib30BaThCs
apupmMeTnueckue omneparopel +, -, *, /. Ilopsaok BBIYUCICHUN ONpeaeseTcs
OOBIYHBIMU MATEMATHYECKHUMU 3aKOHAMH.

[Tpumepsr popmyn: =(A4+B8)*C6, =F7*C14+B12.

KoHCTaHTBI — TEKCTOBBIE WM YMWCIIOBBIE 3HAYEHMS, KOTOPBIE BBOIATCS B
AYEUKY U HE MOTYT U3MEHSATHCSI BO BPEMSI BBIYUCIICHUM.

Ccpuika Ha siYelKy WM IPYIIy siYeeK — CI0CO0, KOTOPhIM YKa3bIBAETCS
KOHKpETHasl sYelKa WM HECKOJIBKO syeeK. CChUIKa Ha OTAEIBHYIO SUYEHKy — €€
KOOpPAMHATHL. 3HAYEHUE MYCTOU STYEUKU PABHO HYIIIO.

CchUtky Ha STYEHKHU OBIBAIOT ABYX THUIIOB:

—OTHOCHTEJIbHBIE — KOT/Ia STYeHKN 0003HAYAIOTCSI OTHOCHTEIILHBIM CMEIICHHEM
OT staeiiku ¢ popmyiioit (Hampumep: F7).

—a0COJIIOTHBIE — KOrJa sYeiku 0003HA4aloTCsl KOOpAMHATAMHU S4YE€EeK B
coueranuu co 3HakoM $(mampumep: $F$7).

KomOunarus npeapiaynmx Tunos (Hanpumep: F$7).

[Ipu xomupoBaHuu (HOPMYJS OTHOCUTEIBHBIE CCHUIKM W3MEHSIOTCS Ha pa3Mep
MEPEMELIEHUS.

I[J'IS[ O6paH_I€HI/I$I K IpynIic a4€CK UCIOJb3YIOTCA CIICIHAJIbHBIC CUMBOJIBI:



: (mBoeroume) — Qopmupyer obOpaimieHue kK OJIOKy sueek. Yepes nBoeToune
YKa3bIBAaeTCA JI€Bask BEPXHsIS WM IpaBas HWKHsAA sueiiku Osoka. Hampumep: C4:D6 —
oOparienue k sueiikam C4, C5, C6, D4, D5, D6.

; (Touka c 3ansToil) — oOoO3Hauaer oObeaUHEHHE sueek. Hampumep,
D2:D4;D6:D8 — obpamenue k sueiitkam D2, D3, D4, D6, D7, DS.

—

Hns BBOjma ¢opMmyinbl B sIMEHKY cClienyeT BBECTH 3HAK =' u (dopmyny s
BblunciieHus. [lociie Haxarus wiaBuimin Enter B sYeHKEe MOABUTCS PE3YJIbTaT
BbIuucieHus. [Ipu BeiieieHnn siueiiku, coaepxaiiei ¢popmyiy, hbopMmylia MOSIBISIECTCS
B CTPOKE PEAAKTUPOBAHMUS.



Co3aaHue npe3eHTalnuu

IIporpamma PowerPoint. OcHoBHOe Ha3HAYEHHE U BO3MOXKHOCTH

[Ipe3enTanus - cI0BO, UMEIONIEE JBA 3HAYCHUS:

« OOBIYHOE, B CMBICJIC: MOKa3 HOBOI'O TOBapa, MpeabsiBJIeHHe ITUPOKON MyOJIMKe
HOBOM KOJUIGKIIMM MOJ WM KUHO(PWIBbMA; TO k€ caMoe JJisi HOBOM KOMITbIOTEPHOM
MporpamMMsbl Iepe HauajuoM €€ MpoAax; peKjIaMHasl, oMY pU3UPYoIIas aKuus;

ey3KOE, B CMBICJIC: JIOKYMEHT, CO3JaHHbIii B mnporpamme PowerPoint.
[Ipezentanusi (B CMBICIE JAOKYMEHT) TIPEACTaBJIIET COOON MOCIeq0BaTEIbHOCTD
CMEHSIIOIIUX APYT JIpyra CJaioB - TO €CTh AJEKTPOHHBIX CTPAHUYEK, 3aHUMAIOIINX
BECh DKpaH MOHUTOpA (0€3 MPUCYTCTBUS MTaHEIeH MPOTrPaMMBbI).

[IpoBenenue  mpe3eHTannu  (paccMaTpuBaeMoW, Kak  aKUusl),  MOXET
COMPOBOXKAATHCA MOKA30M Mpe3eHTauuu (B CMbICIE AOKYMEHTA) JUIsl YBEIUYEHUS
HarJIIIHOCTH M JIEMOHCTPALlMKM OOBEKTOB M COOBITUH, KOTOpPbIE HE MOTYT OBITh
HETMOCPENCTBEHHO MTPEABSIBIICHBI aYIUTOPUH.

IIpe3enTanus - 3TO LeIEHATPABIECHHBI HHPOPMAILIMOHHBINA MPOIIECC, PEIIAIOIIHIA
cBou 3amauu. DOpMbI MPE3eHTAMU MOTYT OBITh CaMmble pa3Hble: Ha BBICTABOYHOM
CTEHJE, MPU KOHTAKTE C MOKyNaTeJleM IMpU JIMYHOM NpPOJaXe WIM B MarasuHe, B
JICKIIMOHHOW ayIUTOPHUH, TIO TEICBHACHHUIO WJIA pPaaguo U T.J. B mrobom ciydae
mpe3eHTaIusl - 3TO KOMMYHHMKAIMOHHBIM Tporiecc.B obmiem ciydae mnpeseHTanus
MOXKET OCYIIECTBIISITHCS:

®4EJIOBEKOM C ITOMOIIBIO0 TEXHUYECKUX CPEJICTB

®C TIOMOIIBI0O TEXHUYECKHX CPEACTB 0e3 ydacTus ueloBeka (Hampumep,
KHUHOITOKAa3)

®4EJIOBEKOM 0€3 BCIIOMOTaTEIbHBIX CPEJICTB.

Kaxnpiit u3 cnmocoOOB MMEET CBOM HEIOCTAaTKU U CBOM mpeumyiiecTBa. [loaTomy
BBIOOp OOBIYHO JICJIACTCS C YUETOM IieJIed M 32/1a4 OPraHu3alui Npe3eHTaAlH.

[lonck onTUManbHOM TEXHOJIOTMU JOJITO IIEJI B HAIPABICHUHU HCIOJIb30BAHUS
JTOKJIATUMKOM (pu3nueckux mojesned u rpagudyeckux wiumroctpanuid. [lepenada 3nanuit
yepe3 rpaduyueckoe H300pakeHHe PeaTu30BbIBAJIACH C MOMOIIBI0 KHUHOIMPOEKTOPOB,
CIaN-IIPOEKTOPOB U T.J.

Bcenencrsue 0COOEHHOCTEW  YeNIOBEYECKOro  BOCHPUATHUS  pelIaroiias
yOeAUTENbHOCTh JOCTUTaJlaCh HMMEHHO C IIOMOIIBIO CIIalJi0B, KOTOpbIE B XOJ€
IpEe3eHTalUU JOKJIAIUMK ITOKa3bIBaJ JIJIsl WUTFOCTPALIUU €0 UJIEH.

Kommnbrorep okazancs Oosee 3(h(PeKTUBHBIM BCIIOMOraTelIbHBIM CpeACcTBOM. Ero
rpapuvecKre BO3MOXHOCTH IIPAKTUYECKU Oe3rpaHUYHbl. ECTECTBEHHO, UTO TEXHOIOT U
KOMITBIOTEPHON MPE3EHTAlMM MaJjl0 MOXOJUT Ha IOKa3 Kilaccudeckux craiinoB. Ho
BbIpAOOTABUIMIICSI CTEPEOTUIl CErOAHs ONUPACTCS HA IMOHATHE Claijga, XOTs CcaMHX
CJIAJOB YK€ TaBHO HET.

KoMmbroTepHble TEXHOJOTUH MPE3EHTALMKU 00JaJat0T MPUBIEKATEIbHOCTIO KaK
JUIsl KOMMYHUKAILIMI ¢ ydacTHeM 4eloBeKa (Mpe3eHTANMH ¢ JOKJAAYMKOM ), TaK U JJIs
TeJIeH 3209HBIX KOMMYHHUKAIM (ABTOHOMHBIE MPe3eHTAINH).



OOnanast Takoll BO3MOXKHOCTBIO, KaK HMHTEPAKTUBHOCTb, KOMIIBIOTEPHBIE
MPE3EHTAIMU MTO3BOJISIOT 00ecneunTh F(H(PEKTUBHYIO aaNTallMI0 KOMMYHUKAILIMOHHOT O
npolecca moji 0COOEHHOCTH JIIOAeH-TToayyaTesae HHpopMaluu:

eBpemMeHHass  MHTEPAaKTHMBHOCTh  OOECIEYMBAET  BO3MOXXHOCTH  JIFOJSIM
CaMOCTOSITEJIBHO ONPEIENATh Hadaao, MHPOAOJDKUTEIBHOCTh IPOLECCA YCBOCHHUS
uH(pOpMaIMU U CKOPOCTh MPOJIBUKEHUS 110 MH()OPMALIMOHHBIM pecypcam.
e IHTEpaKTUBHOCTh MO OYEPEIHOCTU IMO3BOJISIET JIIOJSM CBOOOIHO OMPEAEIAThH
OYEPEeIHOCTh UCIOJIb30BaHUs (PparMeHTOB HH(POPMALIHH.
eConepxaresibHasT MHTEPAKTUBHOCTh JAE€T BO3MOYKHOCTBH JIIOASM H3MEHSTH,
JOTIOHSATH WM K€ YMEHbIIATh 00beM MPUHUMAEMOU HH(POPMAIIUH.
NHTEpakTUBHOCT,  OYEHb BaXXKHA NPU  HUCHOJB30BAHHHM  KOMIIBIOTEPHOMN
Mpe3eHTANU 0€3 TOKIaJUMKa (ABTOHOMHbBIE MPE3EHTALINN ).

KpoMe nuaakTHyecKux MNpPEeuMYLIECTB KOMIIBIOTEPHBIE NpPE3EHTALMM O001aJaroT
PSAOM JTOCTOMHCTB, CBSI3aHHBIX C TUPAXKUPOBAHUEM M pacnpocTpaHeHueM. Co3laHHbIE
OJHAXJbl HAa MArHUTHBIX HOCUTEISIX MOJEIH, CXEMbl, JuarpamMMbl, CIANJBbI,
BUJICOKJIUIIBI, 3BYKOBbIE (DPAarMEHTHI MOTYT KOMIIAKTHO XPaHUTbCA B LU(POBOM BUJIE.
OHM He NOpPTATCS, HE 3aHMMAIOT MHOIO MeECTa, CBOOOJHO YHPABISIOTCS B IpOLECcCe
JEMOHCTpALMU U MTPU HEOOXOAUMOCTH JIETKO MOT'YT OBITh MOJU(PHUIIMIPOBAHBI.

PacripocTpaHsieMble Ha MarHUTHBIX HOCHUTENSIX IPE3EHTAlUM JCLIEBIE U
a¢pdexkTuBHee mnedaTHbiX. OHUM 0€3 3HAYMTENBHBIX YCWIMH THPAXUPYIOTCA W,
CJIEZI0BATENBHO, OBICTPO CTAHOBATCS IPEAMETOM OOMEHA.

Caaiig - nmoruyecku aBTOHOMHAs WH(OPMAIMOHHAS CTPYKTYypa, cojepKaiias
pazIu4yHble OOBEKThI, KOTOPBIE MPEACTABISAIOTCS Ha OOIEeM 3KpaHe B BHUJIE €IUHOU
KOMITO3UIIUH.

C nomomipto PowerPoint MoXHO co37aBaTh CBSI3aHHYIO TOCIEIOBATEIHHOCTD
CITaiiJIOB, KOTOpas, COOCTBEHHO, M Ha3bIBacTCs Ipe3eHTare. MoxkeT OBITh CO3/1aHa
Mpe3eHTAITs, CoMIeprKaIasi OOJBIIOE KOJTMIECTBO CIIANIOB.

HUrak:

[Ipe3enTarius - 3170 HAOOP CAAOB, 00BETUHEHHBIX OJJHON UJIEe U XPaHSIIUXCS B
obrem aiine.

B onHol nipe3eHTauu MOXeT ObITh TPOU3BOJIBHOM YHCIIO CIAMI0B.

[Ipe3eHTanum MOryT CO3/1aBaThCA HE TOJIBKO JJISl IOKa3a Ha OOJIBIIIOM 3KpaHe JUis
KOJUIEKTUBA CJyIIaTeJde B ayAUTOPUH, HO TAaKXKE MOTYT OBITh HCIOJB30BaHbI Kak
BCIIOMOTATEIbHBIM Yy4eOHBIH Marepuai, MpeAHa3HAYEHHBIM I WHIWBUIYaIbHOU
paGoTel. Co3laHHbIE MPE3EHTALMHU JIETKO THUPAKHUPYIOTCS, MOTYT OBITh IOKAa3aHBbI
IPaKTUYECKU Ha JII0OOM KOMIBIOTEPE U MPEACTaBIISAIOT COOOM MPEKpacHOE CPEICTBO
ayMOBU3YAIbHOW TMOJACPKKH JIIOOOr0 JOKJIaJga — BBICTYIUIGHUS Ha HAydHOU
KOH(epeHIuH, 0TYeTa Nepe]l Ha4YaIbCTBOM HJIM YPOKa B KJlacce.



ITporpamma PowerPoint (Bxomsmas B cocraB makera Microsoft Office)
MO3BOJISIET CO3/1aBaTh Mpe3eHTamuM ¢ >pdexkramMu aHUMaIUU OTACIBHBIX OOBEKTOB
(mannuceit, ¢potorpaduii, pUCyHKOB), CO 3BYKOBBIM COMPOBOXKJICHHEM, IEMOHCTpaIien
BUJICOPPArMEHTOB, C BO3MOXKHOCTBIO PAa3BETBICHUS MPE3EHTAIUU ITyTEM CO3JIaHUs
runepccbutok. IIporpamma BiITIoUaeT B ¢e0si BOZMOKHOCTH HECTIOKHOTO PUCOBAHUS U
00paboTKu pPHUCYHKOB U  (doTorpaduii. Kpome Toro, IIporpamma MoOXeT
WCTIOJIH30BATHCS IS CO3JIaHUS Pa3HOTO POja pa3aaTOYHBIX MaTePUAIOB.

7 TUIIOB Npe3eHTALUIL.

1. OpunuanbHasi npe3eHTaANUA

OdunmansHas Mpe3eHTanus - pa3IudHOrO0 pojaa OTYETHI, JOKIAAbl U T.JA. Tepe
BBILIECTOAIIMM HAa4aJIbCTBOM, KOTOPOE CMOTPUT Ha Bac «XOJI0IHBIMIW) IJ1a3aMHu.

3nech HEOOXOAUM CTPOTHW  JW3aifH, BBIICP)KAHHOCTh, €IWHBIN  11a0JIOH
oopmiIeHHs AJi BCEX CIIAiJIOB.

Bo3mokHble aHuManunoHHble 3((EKThl CTPOro A03UpPOBaHbI. Pa3BrexarenbHbIN
AJIEMEHT CBeAEH K MUHUMYMY. [Ipu 3TOM BBl 10KHBI yUnTHIBaTH, 4TO O/HA U3 Bammnx
3aa4 — paCIOJIOKUTh ayJUTOPUI0 K cebe, TO €CTh BO3JEHCTBOBATh HE TOJBKO Ha
CO3HAHUE, HO U HAa SMOLIHH.

Kak HM yIMBHUTEJBHO — OAHMM H3 CIOCOOOB TAKOI0 BO3ACHCTBUA SBJISCTCS
Y€TKOe CTPYKTYpPUPOBAHHE, MUHUMYM BBOIHBIX CJIOB, KPYNHbIH TeKCT (JIIOAH He
HANpArawTcda, yuras Bamm caaiabl). O0s3areabHo [lonBeneHrne UTOroB B KOHILE
JAOKJIA/Ia, 4 €CJIM eCTh BO3MOKHOCTb, TO HMeeT CMbICJI IaBaTh KPATKHeE BbIBO/bI 110
XO0ay JAeJia

2. OpuumaIbHO-IMOUMOHAJILHAS TPe3eHTAlusl - JTa NMpe3eHTalus J0/KHA
pocturarb ABYX 1eneidl. C ogHOM CTOpoHBI, Bl XOTHUTE mepeaaTh CiyliaTeasM
HEKOTOpYyr0 odunuaibHyro wuHopManuioo. C JApyrod CTOPOHBI - TIPOM3BECTH
BIIEYATJIICHHWE, BOOAYIIEBUTH Bamy ayautoputo. CiegoBarelibHO, 3Ta MNpPE3CHTAIUs
TOXKE MOXET OBITh OTHECEHA K O(DUITHAIEHO-YMOITHOHAILHOMY THITY.

3. «llnakaTel» - 3TOM ciy4yae NpPE3CHTAIMS 3aMEHseT Cco0OM mpocTeHIme
CpPEACTBA TEXHUYECKOTO COMPOBOXKICHUS.

Komnerotep ncnonp3yercst kKak oObIUHBIN crlain-npoektop. Ha cnaiimax — Tonpko
WUTIOCTPALlMd ¢ MUHUMYMOM Tojnuceid. Best paboTa 1mo pazbsiCHEHUIO COJAEPKUMOIO
JISKUT Ha JOKJIaaduke. BbhICOKO >kenaresieH enuHbIN 1mabioH opopmieHusi. To ecTb
€CIIM OH M3MEHSETCS OT Cllaiifia K Claiay, JUIsl dTOTO JODKHBI OBITh KAKHE-TO BECKUE
MPUYUHBIL. be3 HyXbl €r0 HE CIENYET MEHSATb.

B kadectBe mnpumepa — reorpaduueckue KapThl, IUIaKaTbl IO YCTPOHCTBY
aBTOMOOWJIS U T.1I.
4. «/IBoiiHoe peilicTBMe» - TpU TMPABWILHOM paclpe/leICHUd BHUMaHUS

yyanuxcsi, Bbl 3afeiicTByeTe TpU MeXaHW3Ma BOCHPUATHS — 3pUTENBbHO-00pazHOE
BOCHPUATHE, CBSA3aHHOE C (oTorpapusiMH, CIyXOBOE CO3HATEIBHOE, CBSI3aHHOE C
IIOHUMAHUEM TOTO, 4YTO BBl roBOpUTE, NOINOJIHUTEIBHOE 3PUTEIBLHOE CO3HATENIBHOE,
CBSA3aHHOE C OJTHOBPEMEHHBIM YTEHHEM JIONIOJIHUTENBHOIO MaTepuraa.

Bbl MoOxeTe NOCTpOMTH Claij] TakK, 4YTOObl NPU HEU3MEHHOM BU3YaJIbHOM
MaTepuaie CMEHSJICS TeKCTOBBIN psaf. Y Hao0opoT.



JIBOMCTBEHHOCTb JEUCTBUS TYT B TOM, YTO B JIONOJHEHHE K OOBIYHOMY
BO3JICUCTBUIO — 3PUTENBHOE U CIIyXOBOE, MOSABIISIETCS TPETHE.

Takast 3arpys3ka ciymiarens, BeposiTHO, HauOonee 3¢ ¢deKTHBHA B MpeaMeTax
TYMaHUTApHOTO IHUKJIa — reorpadusi, UCTOPUS, MUPOBasi XyJ0’KECTBEHHAs KyJIbTypa.

Hanpumep, pacckassiBas o0 smoxe Ilerpa Ileporo, Bel MoxeTe mocTOSHHO
JIepKaTh Ha 3KPaHE €ro MOPTPET, a CBEACHUs O €ro JNESHUSIX - MEHATH . Bbl Moxere
TAKX€ MPUBOJIUTH HA 3KpaHE MOCTEIEHHYI0 CMEHY €ro MOPTPETOB B XPOHOJOTHYECKOMN
MOCJIC/IOBATEIbHOCTH, YBSI3bIBASI UX C COOBITUSIMM B ucTopuu Poccuu. Bwl moxkere
TaK)Ke MCIOJIb30BaTh aHUMAIIUIO, TP KOTOPOW OJIMH MOPTPET KaK Obl pacTBOPSIETCS, a
€ro 3aMEHsEeT IPyrou.

5. UnTepakTuBHbIi cemuHap (ypok) - Eciu Bbl manupyeTe MpoBECTH YPOK,
CEMUHAp (JIOKJIAMl) B PEKUME JAHUAJIOra ¢ ayAuTOPHEH, TO CTAHOBATCA JOMYCTUMBIMU
pa3iIMyHble aHUMAIlUH, BbIE3Kalolue KapTUHKH, Bpalatomuecs Gotorpaguu, 00beKThl
HABUTAIlMU, U OCOOEHHO - pa3BeTBJIEHHsI NMPe3eHTAIUH: B 3aBHCHMOCTH OT TOTO,
KaKHe OTBETHI JAIOT CIYIIATENN, KaK OHM PEarupyroT Ha Baim BOpOCH U CyKICHUS.

B Takoil mpe3eHTalMM MOXXET HE OBbITh €IUHOrO JI BCEX CIIAl0B I1a0jIoHa
oopmieHMS.

XOTs B HA3BaHUE CTPAHUIIbI BBIHECEHBI CJIOBA CEMHMHAP U YPOK, TO €CTh IO paHEe
PaccMOTPEHHOM KiaccuUKaIUy - 3TO TaKas MPE3eHTAlMs], KOTOPYIO MOKHO BBICTaBUTh
Ha KOMIIbIOTEPhl YYEHUKOB, ABTOp HE IyMAaeT, 4YTO 3TO CTOUT jaenath! Bee pa3Openyrcs
"KTO B JieC, KTO IO JIpoBa'", MOMEHTAJILHO MOTEPSIETE BCIO KOJIEKTUBHOCTH PaOOTHI

6. JJIeKTPOHHBIH JOKYMEHT VISl CAMOCTOSITEJIbHON NMpopadoTku - Marepuan
JIOJDKEH OBITh M3JI0KEH HCUEPIbIBAIONIE MOJAPOOHO, MOTOMY 4YTO Yy 3pUTENsS HET
BO3MOXXHOCTH II€PECIIPOCUTh JOKJIaA4YUKa. JIONMOMHUTENBbHBIM MaTepual MOMKET
BBI3BAThCS THUIEPCCHUIKaMU (HEBaXHO, 4uTO Bbl moka He HM3ydayd, 4TO 3TO TaKoe,
IJIaBHOE, 4TO BBl MOXETe BbI3BaTh JOMOJHUTEIBHBIA ClAil, a TOTOM BEPHYTHCS Ha
npeabiaynuii.) B kpailiHeM ciy4ae, MOXKHO HCIOJb30BaTh CIEIUAIbHbIE 3aMETKH K
claiiy, HO TOrJia HaJl0 OTOBOPUTh, UTO OHU €CTb.

Hapuramusi He A0KHA JTOMYCKAaTh BO3MOXKHOCTU «3a0JyIUTHCS», YUTH Ha HE
MPAaBIWIbHYIO BETBb. ['OBOps HA MH)XCHEPHOM SI3BIKE, JKEIATEeIbHO, YTOObI HABUTAIIHS
OblIa «3acTpaxoBaHa OT Jypaka», MpUYeM CpeACTBaMHU TexHHueckumu. Hampumep, c
JAHHOT'O CJIaiiJia HaJl0 YXOAUTh TOJIBKO IIEITYKOM MO KHONKaM «/a» nmm «Her».

Takast mpe3eHTanus (PaKTUIECKU SBISIETCS AJICKTPOHHBIM YYEOHBIM MaTEPHAIIOM,
IIpY 3TOM OHa Bamu co3gaercs UMEHHO Kak DJIEKTPOHHBIN Marepuall, B pacyere Ha
€ro 4TeHHe ¢ 3KpaHa. Ml mo3ToMy HE SBISETCS MPOCTHIM IMEPEIIOKEHUEM MEYATHOTO
JIOKYMEHTA B JIEKTPOHHBIA BU/I.

7. Wudopmauuonnsiii poauk - C OIHOM CTOpPOHBI — OTO Marepual,
"oTuyxneHHbIM" 0T Bac. Ponuk qOKEH KpyTUTBCA CaMOCTOSITENIBHO U HE3aBUCHMO OT
Bac, mpuueMm aBTOMaTH4YeCKH BO3BpAILATHCS HA HAYAJIO.

Becw nokas npoxoaut 8 ABTOMATHUYECKOM pexume.

Bama 3amaya — mnpuBiIeKaTh BHUMAaHUE TIOCETUTENEW BbIcTaBkH, KOTOpBIE
npoxoasaT Mumo Bamero crenma. CnemoBarenbHO, B Barel npe3eHTaluy J10JKHbI
OBITH JIOCTATOYHO KPYMHBIE TEKCTHI, MH(POpPMAIMOHHO-peKIaMHOTO XapakTepa («105 %
HAaIlIMX BBITYCKHUKOB MOCTYyNaiT B BY3b» — Takas HaaNWCh, Mojararo, MpUBJICYET



BHuManue!). Jomxusl 6611b HAT'JISIJIHBIE matepuansi, paccuurannsie Ha BBICTPOE
BOCITPUSITHE

MeToanyecKkue peKOMeHIallMu AJI IpenoaaBaresei
IIpakTunueckoe 3aganus Ne 1: @opMaTupoBaHue TEKCTA:

a) cO371aTh HOBBIN JOKYMEHT M HAOpaTh Ha KJIABUATYPE TEKCT:

TEKCTOBBIU PEJAKTOP MICROSOFT WORD

(mupugpm Times New Roman (TNR), paszmep 14 nynkroB (IIT), Hauepmanue
OOBIYHBIH, BCE TIPOITMCHBIC, pAMKA HE HY)KHA);

0) ckomMpoBaTh M BCTaBUTh TEKCT 11 pa3 depe3 MBOWHONW MEXTYCTPOUHBIN
WHTEpBaI U OTPOPMATHPOBATH €r0 pa3HBIMU HMIpU(TaMU B COOTBETCTBUU C 33JJaHUEM B
tabauie (cM. Tadm. 1);

B) COXpaHuUTh ¢aiin ¢ umeHem Lllpughm B TUIHON Marnke.
Tabmuua 1

3amanue 1715 GOpMaTUPOBAHUS TEKCTa

MeXCUMBOJIBHBIN
[pudpr |Hauepranue |Paszmep |DddexTsi -
Arial OOBIYHBIH 14 Her Y IUIOTHEHHEIH,
1,5 or
Arial ﬁHOHy)KHpHH 14 [[BeT mpudTa — cuauii |OOBIYHBIIHA
TNR OBLIHELH 12 [Bet HJUpH(bTa — Pa3zpexxeHHbli,
YKEITBIN 2 0T
TNR O6LIHLLH 10 IloguépkuBanue, Paszpexxennsii,
TOJILKO CJIOBA 1 ot
[Tomyx)upHbI [Bet mpudra — .
TNR . 12 . OOBIYHBIH
i KPaCHBIN
TNR I:IOH}OKHPHH 12 Her OOBIYHBIM
1 KypcuB
TNR OOBIYHBII 12 3a4epKHYTHIN OOBIYHBIHI
TNR OObIuHBIM 14 Hazerp OqHBH:I/ OObIuHBIM
ITogcTpounbIi
[TonyxxupHsI
TNR i 12 Bce"rlp OHCHDIC, OOBIYHBIT
3eNEHBIN IBET
Kypcus
TNR OOBIYHBIHI 12 Marblie nponucHbIe VY IIIOTHEHHBIH,




1,5 or
Courier  |ITomyxupHbI OnuHapHOE .
., OIYKHP 12 AMHED OObIYHbBIN
New 1 KypcuB OTYEPKUBAHUE
Courier . BOMHOE .
OOBIYHBINA 12 A OOBIYHBINA
New NOIYEPKUBAHUE

IMpakTnueckoe 3aganue Ne 2. @opmMaTupoBanue Ta0JIUI

1. Co3nate TabauIly

Taoauua 1. UacTpyMeHTapuii

HazBanue KomnuuectBo Llena CTouMocCTh
WHCTPYMEHTA

[TnanuHo 4 . 200 000 py®.

Knapuer 7 mrT. 80 000 pyO.

Ckpurka 5 mrT. 120 000 py®.

basna 3 mrT. 130 000 py6.

2. Ilocanutate CTOMMOCTH 10 KaXJAOMY HHCTPYMEHTY II0 ¢opMyJe:

Cmoumocmov=I]ena*Konuuecmeo

B~ W

BCEX UHCTPYMEHTOB

5. B ornmenbHoil ctpoke I[locumTaTh CpenHIO CTOMMOCTH HMHCTPYMEHTOB

. JloGaButh B Tabmuiy crpouky Urtoro
. [locuutars OO6mee komumuecTBo MHCTpyMeHTOB 1 CyMMapHYIO CTOMMOCTD

(Cymma 11eHbI KaKJI0T0 MHCTpYMEHTA : 4)

IpakTuyeckoe 3aganue Ne 3. Co3nanue npe3eHTanuu
1. Co3naTh npe3eHTaIuo U3 5S-Tu CiIan0B.

2. J1o0aBUTh aHUMAITHIO KKJIOMY OOBEKTY Ha Cai/e.
3. Jlo6aBuThH IEPEXO0IbI MEXIY ClIaliIaMu

Tecr: CoBpemMeHHbIe HH(OPMAIHOHHBIE TEXHOJIOT UH

1. MudopmarimoHHBIM Ha3bIBAE€TCSl OOIIECTBO, TIE:
a. BoapImMHCTBO paboTaOMMX 3aHITH TPOU3BOJICTBOM, XpaHEHUEM,

nepepaboTKoM U peanuzanuend nHGopMau, 0COOCHHO €€ BhICIIEH

(bOpMBI — 3HAHU;

b. IlepcoHabHBIC KOMITBIOTEPHI ITMPOKO MCIIONIB3YIOTCS BO BCeX cepax

TESITEbHOCTH;
c. O6paboTka uHpOpPMAIUU TPOU3BOJAUTCS C UCTIOIH30BAHUEM

KOMITHIOTEPOB
d. IToBceMecTHO pacrpocTpaHeHa BEIUNCINTEIbHAS TEXHHUKA.
2. NndopmarmonHas KynbTypa oOIIeCTBa Mpernoaraer:




a. 3HaHHE COBPEMEHHBIX MPOTPAMMHBIX MPOJAYKTOB;

b. 3HaHME MHOCTPAaHHBIX S3BIKOB M YMEHHUE HCIIOJIL30BATh UX B CBOCH
NEeATENbHOCTH;

C. YMeHue 1eseHanpaBiIeHHo padoTaTh ¢ HHPOpMAIEN U NCIIOIb30BaTh
ee JIJIsl OJIy4eHHUsl, 00pabOTKHU U Nlepelayi B KOMITbIOTEPHYIO
UH(OPMAIIMOHHYIO TEXHOJIOTHUIO.

Nudopmaruka - 3T10:
a. Ilpuxknagnas Hayka;
b. I'ymanuTapHas Hayka,
c. OOmiecTBeHHAas HayKa;
d. Texuauueckas.
HNHpopMaimoOHHBIMU TEXHOJIOTUSMU SIBIISIOTCS:

a. Texnomorust mpou3BocTBa Oymaru;

b. Texnomorust 06pabOTKH TEKCTA;

C. TexHonorus BbIYCKa I€YAaTHOW MPOAYKIIUY;

d. TexHonorus XxpaHeHHUs, TOUCKA U COPTUPOBKU HH(POPMAITUH

e. Texnomorust 06pabOTKM YMCIOBOM WH(DOPMAITIH.

120 MeraGaiT paBHBI:

a. 1 ['uraGaiit

b. 1,2 I'mrabair

c. 120000 Kunobaiit

d. 122880 Kunobaiit

Oo6nacTh MpUMEHEHUs UHPOPMALIMOHHBIX TEXHOJIOTMH SBISIOTCA
VYpasieHueckas 1eITeIbHOCTh

Kommepueckas nesaTeapHOCTh

[Ipou3BoacTBEHHAs AEATENBHOCTD JHOJEH

TBOpUeCKas neATeNbHOCTD

[ToTpebuTenbckas 3JIeKTPOHUKA

P00 o

Cucrema st cbopa u 00paboTku nHPOpPMALIUY, HEOOXOAUMOMN AJIsl yIpaBICHUS
OpraHuzaluen, NpeAnpusTUEM, OTPACIBbIO — ATO:

a. MHpopManmoHHO-yIIpaBiIeHYECKask CUCTEMA,;

b. MHbopManmoHHO-TIONCKOBAs CHUCTEMA;

c. MHdopManmoHHO-CIpaBOYHAs CUCTEMA,

d. Cucrema moaepKKu MPUHATUS PEIICHUN;
W} opManimoHHO-CTIPAaBOYHBIMHU CUCTEMaMU SIBJISIFOTCSI:

a. byxranrepckue cucreMsl yuera

b. KoMmbroTepHbIe ClIpaBOYHBIC TIPABOBBIE CHCTEMBI

€. CucreMbl ONTHYECKOIO PACIIO3HABAHUS UH(POPMALIUU

d. Cucrembl MalIMHHOTO TIEPEBOJIA TEKCTA
[lepBas ¢upma, co3aaBias KOMIbIOTEP ¢ rpaduuecKuM UHTEP(PECOM U MBIIIBIO
ObL1a:

a. IBM
b. Apple
c. Intel



d. Hewleff-Packard
e. Compaq
10.TTonmHOIIEHHBIH TEPCOHALHBIA KOMITBIOTEP HEOOJBIINX radapUTHBIX pa3MEPOB U
MaJIOM MaccChl — 3TO:
a. Notebbok
b. KapmaHHBII KOMITBIOTED
C. PaGouas cranuus
d. Floppy-disk
11.YcTpoiicTBaMu BBO/Ia MH(POPMAITUU SBISIOTCS
KnaBuarypa
Jururaiizep
Mpbib
J>KoCcTHK
I'padonoctpoutens
CereBoii agantep
. CeHCOpHBIii 3KpaH
12.YcrpoiicTBamu BbIBOIa MHGOPMAITUH SIBISIOTCS:
Mpbib
CkaHep
Jururaizep
[Lmorrep
[IpunTep
Moxaem

P00 T

(@]

P00 T

Karou

Howmep Bompoca [IpaBunbHBIA BapuaHT
OTBETA
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