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1.11eap ¥ 3aaa4M AUCHUILINHBI

Henamu ocBoenust mucnuiuinHbl  «CoBpeMeHHBIC HWH(OOPMAIMOHHBIC
TEXHOJIOTHMY» SIBJISIOTCS (POPMHUPOBAHUE y CIICIIMAIMCTOB YriyOJICHHBIX 3HAHHHA B
00JJaCTH COBPEMEHHBIX WH(GOPMAIIMOHHBIX M KOMMYHHKAIIMOHHBIX TEXHOJIOTHH,
MH(POPMAIIMOHHOW KYJIBTYpPHl, OPUEHTAIlMs Ha TBOPYECKOE M MPO(ECCHOHATBHOE
HCIIOJB30BaHNE COBPEMEHHBIX JIOCTHIKEHHH KOMIIBIOTEPHBIX TEXHOJIOTHH B
oOyuyenun, Oyaymedr  npodeCCHOHAIBHOW  JEATEIbHOCTH, B Ipolecce
caM000pa30BaHUs ¥ TIOBBIIICHUS KBATU()HUKAIIHH.

3agauy QUCIUILINHEL:

e TIOJy4YEHHE HABBIKOB Pa0OOTHI C HHCTPYMEHTAMU COBpeMeHHOTO IIpoekTHOTO
YIPaBJICHHSI,

e OCBOCHHE MY3bIKAJIbHO-MHTEIUICKTYAIBHOTO HMHCTPyMEHTApHs (MPUHIIUIIBI U
CrocoOBI MU(PPOBOM 3aMMKMCH, OTOOPAXKEHUS U MOJCITHPOBAHUS HHPOPMAIIHUH,
B TOM YHCJIE MYy3bIKaJIbHBIX COOOICHUH);

e W3y4YCHHE BO3MOXKHOCTEH COBPEMEHHBIX HWH(OPMAIIMOHHBIX  CHCTEM,
OHJIaWH-TUTaTopM W 0a3 JaHHBIX I8 CO3JaHUsA, NyOIuKaluu W
MPOJBMKEHHUS  TBOPUYECKOTO  KOHTEHTA €  Y4YE€TOM  JEHCTBYIOIIETO
3aKOHOJATEIHCTBA U MPUHITUIIOB HHPOPMAITMOHHOW 0€3011aCHOCTH;

e TIOKCK, UCIIOJIb30BAHUE M CUCTEMAaTH3alusi MH(OOPMAIIMOHHBIX PECYPCOB CETH
HNnTepHer.

2. TpeOGoBaHusi K YPOBHIO OCBOCHHS COACPKAHUA TUCHUILIIMHBI

I/I?)yquI/IC JUCIHUITIITMHBI HarpaBJICHO Ha (I)OpMHpOBaHI/IC
O6HICHpO(1)eCCI/IOHaHI)HI>IX KOMHCTGHHHﬁ, CITOCOOHOCTH ¥ TOTOBHOCTH CTYOCHTA:

Nuaukatopsl
Komnerenunu JOCTHIKEHHSI
KOMIIETEHIINH
OIIK-4. CnocobeH  OCYIIECTBISTH | 3HAM®.
nouck  uwHbopmanuu B obysactu | — OCHOBHBIC HHCTPYMCHTBI
MY3BIKQJIBHOTO UCKYCCTBa, | IOMCKa MH(OPMAIIUH B
HCIIOJIb30BaTh ee B CBOCH | 371eKTpOHHOM

po¢eCcCUOHATILHON JESATENbHOCTH. TeTEKOMMYHHKALHOHHOMN ceT

WNHuTepHerT;

— OCHOBHYIO JIATEPATYPY,
MOCBALLIEHHY IO BOIIpOCaM




V3y4ECHUS MY3bIKAJIBHBIX
COUYMHEHUIM;

Ymemn:

— 3(pdeKTUBHO HAXOIUTH
HEOOXOIUMYIO

uH(pOpMAUIO IS
npodeCCUOHANTBHBIX IIeJIeH 1
CBOOO/JIHO OPUEHTHPOBATHCS B
3JIEKTPOHHOM U
TEJIEKOMMYHHUKAIITMOHHOU CETH

Hnrepner;
—  CaMOCTOSITETBHO  COCTaBJIATH
oubnuorpapuuecKkuit CITUCOK

TPYJOB, MOCBSILIEHHBIX H3yUYEHUIO
OMpeNeIeHHOW  MpPOOJIEeMbI B

00J1aCTH MY3BIKAJTBLHOTO
HCKYCCTBA;

Bnaoemy:

— HaBBIKaMH paOOTHI C OCHOBHBIMHU
0azaMu JTaHHBIX B JICKTPOHHOM
TEJIEKOMMYHHUKAIITMOHHOM CETH

WNutepHerT;

— wuHpopmanuendn o HoBeWlen
UCKYCCTBOBEIUECKON JUTEPATYPE,
0 TMPOBOJMMBIX KOH(pEpPEHIUX,
3aIIMATaX KaHIUIATCKUX U

JOKTOPCKUX U CCepTaLnN,
HOCBSIILIEHHBIX pa3IMyYHbIM
npobiemam MY3bIKaJIbHOTO
UCKYCCTBa.

OIIK-5. CnocobeH pemiath CTaHIapTHBIE | SHamb:

3a1aun npodeccuoHaNIbHON — OCHOBHBIE BHUJBl COBPEMEHHBIX

NESTENbHOCTA C MPUMEHEHHUEM uHPOPMaITMOHHO-

MH(OPMALUOHHO-KOMMYHHKAIHOHHbIX KOMMYHHUKAIMOHHbIX

TEXHOJIOTHH U C y4€TOM OCHOBHBIX TEXHOJIOTHIA;

TpeOoBaHMT MHPOPMALIMOHHOM
€30I1aCHOCTH.

— HOPMBI 3aKOHOJATEIhCTBA B
obnactu

3alIUThl  MHPOpPMAIUU; — METOMAbI
oOecrieueHusi UHGOPMAITUOHHOU
0C30IacHOCTH;

Ymemn:

—  HCHOJIb30BaTb KOMITBIOTEPHBIC
TEXHOJIOTUU JIJIST TIOUCKa, 0TOOpa U
00paboTKN MH(pOpMaIKH,
KaCaroLIMUCs

npodeccroHanbHOM NeSITeTbHOCTH;

—  TNPUMEHATh HWHPOPMAIMOHHO-
KOMMYHUKAIIMOHHBIE TEXHOJIOTHUH B
COOCTBEHHOM MEJaroruyeckom,
XYJ10’)K€CTBEHHO-TBOPUECKON U (WJIN)




Hay4YHO-HCCIIEI0BATEIbCKON
JEATENbHOCTH;

Brnaoemy.:

= HaBBIKAMH HCIIOJIL30BaHUS
uH(MOPMAITMOHHO-
KOMMYHHUKAIIMOHHBIX

TEXHOJIOTUH B COOCTBEHHOM
po¢eCCHOHATILHON JIeATEIIbHOCTH;
—  METOJaMHM MPABOBOM 3aIlUTHI
uH(popMauu.

3.00beM QUCHUILIMHBI, BUAbI Y4¢0HOH pa0d0Thl 1 OTYETHOCTH

OO01mas Tpy10€MKOCTh JUCHUIUIMHBI — 72 4yaca, ayIuTopHasi pabora — 36 4acos,
camocrosATenbHas padota — 36 yacoB. Bpemsa uzydyenuss — 1 cemectp, mo 2 4daca B
HEJIEIIO NIPAKTUYECKUX 3aHATUN. B KOHLIE cemecTpa — 3a4eT.

4.CTpyKTYpAa U COAepKAHUE TUCIUIIIHMHBI

Ne Hassanue Temsl Bcero
TEMBI 4acoB
1. CoBpeMeHHbIe HTHGOPMAIIMOHHBIE TEXHOJIOTHH. 2
2 OcHOBHBIE MOHATHSA 00 HHPOPMALIUK U UH(DOPMATUKE. Y CTPOHUCTBO 2

MepPCOHAIBLHOTO KoMIbloTepa. DYHKIIMYU KOMIUIEKTYIOIIETO
o0opynoBaHus (BHYTPEHHHUE U BHEIITHUE YCTPOUCTRA).

3 Hctopus co3maHusi NepcoHadbHOro KoMibioTepa. CTpyKTypHas 2
cxema coBpeMeHHOW OBM. IIpuHIMI OTKPBITOW apXUTEKTYPHI.
Bunbr u cioco6sr xpanenuss undopmanuu. [lonarue daiina u ero

THUTIBI.

4 Omnepamnmonnast cuctema Microsoft Windows: oOmue TpUHITUTIBL 2
padoTEHL.

5 Kiaccuduxanus nporpammuoro odecrnieuernusi. CUCTEMHBIE 14

nporpamMmsl. TekcToBbIN penakTop. TaOau4HbIA peaakTop.
Co3z/tanye npe3eHTaluu

6 Hudposas 3auCh MY3bIKaJIbHOTO 3BYyKa. ®opmarsl 2
KOMIIBIOTEPHOT'O MPEICTABJICHUS ayANO/IaHHbIX.

7 CuHTE3 PIEKTPOHHOIO 3ByKa U €r0 METOIbl. My3bIKaIbHOE 2
AIIEKTPOHHOE 000PYI0BaHUE

8 O0630p 3BYKOBBIX PEIAKTOPOB. 2

9 3ammra nHdopmanuu. Bujsl KOMIBIOTEPHBIX MPECTYIICHUN 2

10 KomrmbroTepHbie BUPYCHI 2

11 [Tpuniunel paboTsl B cetu MIHTEpHET U €€ My3bIKaJIbHbIE PECYPCHI. 2

12 IlepcneKTUBBI HMCIOJIB30BAHUSI KOMIBIOTEPHBIX TEXHOJOTHM B 2




MYSBIKaHBHOﬁ NeaarornkC U B HCIIOJHUTCIIbCKOM HMCKYCCTBC.

Hroro 36

Tema 1. CoBpemMeHHbIe HHPOPMALMOHHBIE TEXHOJIOTHHU

Beenenne B kypc. CoBpeMmeHHBbIE HMH(POPMAIMOHHBIE TEXHOJIOTHU. (OCHOBHBIC

npUHIUIBL. OCOOEHHOCTH COBPEMEHHBIX MH(DOPMAITMOHHBIX TEXHOJIOTUH.

Tema 2. OcHoBHBIE NOHATHS 00 MHpopManuu U HHPoOpMaTUKe. Y CTPOHCTBO
NEePCOHAJILHOT0 KOMIbIOTepa. @OYHKIMH KOMIUIEKTYHOIIEro 000pyAOBaHUS
(BHYTpEHHME U BHEIIHHE YCTPOHCTBA).

OcHOBHbBIC HOHSTHS: uHpopmarus, uH(OpPMAaIIMOHHbIE IIPOLIECCHI,
uH(pOpMaIMOHHAs KapTUHAa Mupa, UH(OPMAIMOHHOE OO0IIeCTBO, WH(OPMAaIIMOHHAS
KyJbTypa.

[Tonsitue mndopmanuu. MubopmalmoHHble MpoOIECCHl: TMOJTy4YeHUe, Iepeaaya,
npeoOpa3oBaHue, XpaHCHHE W  HUCIONb30oBaHWe WHMopmaruu. MHbopmanmoHHbie
Ipolecchl B JKUBOM mpupoze, ooOuiecTBe, TexHUKe. HpopManmoHHbIE OCHOBBI
MPOLIECCOB YIIPABJICHHUS.

NudopmanimonHas [eATENbHOCTh 4YenoBeka. HMHpopMalmoHHas KyJIbTypa
yenoBeka. MHpopmaimonHoe o0111ecTBO: €ro 0COOEHHOCTH M OCHOBHBIC YEPTHI.

KoMmnbpioTep Kak MHCTPYMEHT HWHTEIUIEKTYyaJdbHOU aestenbHOCTH. CTaHmapTHas
KOH(UTypalusi  MEePCOHAIBHOTO KOMIIbIOTepa. HamMeHOBaHME W TEXHUYECKUE
XapaKTepPUCTUKU OCHOBHBIX Y3JIOB U YCTPOMCTB, X Ha3HAUYCHHUE.

CucteMHbBIN 070K W BHYTPEHHUE YCTPOWUCTBA (KOMIUICKTYIOIINE): TIEHTPATbHBIN
MpoIIECCOp, CUCTEMHas Iuiara, oneparuBHas namars (O3Y), Buaeoruiata, 3ByKOBas
kapta, noctositHHas namsTh (I13Y), xectkuii guck (HDD), auckoBojbl, onThyeckue
nuckoBojibl (CD-ROM, CD-RW, DVD, DVD-RW).

Buemnue ycrtpoiictBa BBOJa M BbiBoJa MHGpopmanuu (nepudepus). Buasl u
(GyHKUHMOHAIBHOE  Ha3HAUY€HHE CTAHJAPTHOro nepudepuirtHoro  000pYIOBaHUSA:
MOHUTOp, IPUHTEP, aKYCTUUECKHUE CUCTEMBI, aldaBUTHO-IIM(ppoBas kiasuatypa, MIDI-

KilIaBuaTypa, MaHUITYJIATOP «MBIIIbL)», CKAHECP, MOACM.




[Topsimok pabOTHI M yCIOBUSI KOPPEKTHOTO B3aMMOJICHCTBUS Y3JI0B M YCTPOMCTB,
«cOom» u crnocoObl ux mpeonosieHus. OCHOBHBIE TMOJIb30BATEIBCKUE TMpaBUiIa U
PEAYNPEIUTEIBHBIE MEPHI.

Tema 3. Uctopus co3aaHusi MEPCOHAJBLHOr0 KommnbiTepa. CTpyKTypHas
cxema coppemeHHoil JBM. IIpuHIMI OTKPBITONH apXUTEKTYpbl. BUabI B crocoobI
xpaHenusi uHgopmanuu. [llonsaTue Ppaiijia u ero THINLL.

OCHOBHbBIE TOHSATHS: MPOLECCOP, OMNEPATUBHAS NaMsTh, BHEIIHSS IaMSITh,
YCTPOMCTBO BBOAA MH(POpMalUM, YCTPOMCTBO BbIBOJAa HHGoOpManuu, daiin,
ONEpallMOHHAsl CUCTEMA, KOMIIBFOTEPHBINA BUPYC, AHTUBUPYCHAs IPOrpaMma.

OyHKIMOHAJIBHAS ~ OpraHMu3alMs  KOMIIbIOTEpA. MaructpajibHO-MOLYJIbHBIN
OPUHIUI TOCTPOEHUS KommbtoTrepa. llepudepuilHple W BHYTpPEHHHE YCTpOWCTBa
KOMITBIOTE€pA: HA3HAYCHUE KM OCHOBHBIE XapaKTEPUCTHUKU. lIporpamMMHBIN TPUHIUIT
YIpaBJIEHUsS KOMIIbIOTEpOM. Buapl mamsatun B KoMmmbioTepe. OCHOBHBIE HOCHUTENN
MH(pOpMAIINK U UX BaXKHEUIIINE XapaKTePUCTUKHU.

@aitnbl. Onepanuu ¢ Qaitnamu. OneparonHast cucreMa. OCHOBHBIE BH/IbI
porpaMMHOro oOecrieyeHusi KommbloTepa. Pa3znuynble crmocoObl BBOJAa W BBIBOJA
uH(pOpMaIU B KOMITbIOTEp. VHCTaIAIHS IPOTpaMM.

Texnuka 0O€30MACHOCTH W CAHUTAPHO-TUTHEHUYECKHWE HOPMBI IpU padoTe Ha
KOMIIBIOTEPE.

3amuTta coxpaHHOCTH uH(popmauuu. KoMmbloTepHble BHUPYCBHL:  METOIbI
pacnpocTpaHeHus1, NpoUIaKTHKa 3apakeHusl. AHTUBUPYCHbBIE TPOTrPAMMBI.

Enununel komneloTepHoit uHdopmanuu (6ut, Oaiit, K6, M6, 1'0). Ilonsarus:
«anubpiey, «aim». CnocoObl MpPENCTaBICHUS Pa3IUYHBIX THUINOB JaHHBIX B
KOMIIBIOTEPE.

Hepapxuueckas CTPYKTypa OpraHh3alMu JaHHBIX B  I[EPCOHAJIBHOM
komnbrorepe. [lanku, qupekropun, karanoru. GannoBble MEHEIKEPHI.

PazHoBuaHOCTH (haiinoB: ucnosHsAeMble (aisbl, (ailsibl KOHPUTYypauuu, (Qanibl-
Oonbnuotexku, GanIbl-TOKyMEHTHI (TEKCTOBBIE, TpadUyecKHue, 3BYKOBBIC). THITOBBIC

paciupeHnus (aitios.



Tema 4. Onepauunonnas cucrema Microsoft Windows: o0mue mpuHIUNBI
padoThI.

[lonsiTue omnepaunoHHON cuctembl. OmnepannoHHas cucrema Microsoft
Windows. I'paduueckuii wuaTepdetic Windows B  I0OIB30BATCIBCKOM PEXKUME.
Hacrpoiika u crannaptuzauus uatepdeiica.

YPpOBHM M MOCTAaHOBKA 3aJiad. 3arpy3ka ONepalMoOHHON cuctembl. OnpeneneHue
3amady B MeHI «llyck». I'maBHoe u momumHeHHble MeHIO. CojepkaHue OCHOBHBIX
nanok: «PabGounii crom», «Moi kommnbioTepy», «CeTeBoe OKpykeHue», «Kopsunay,
«Mou TOKYMEHTBD H TP.

daitnoseiit Menemxep Windows «IIpoBoanuky. Oneparuu ¢ nankamu, Qaiiamu
U SApJIbIKAMU: KOHTEKCTHBIM TMOWCK, 3amyck (hailiaoB, MPOCMOTp, MPUCBOCHHE HMEHH,
NeperMEHOBaHNE, KOMHPOBAaHUE, TEPEHOC, BBIPE3Ka, YIaJleHuEe, pPa3MHOXKEHUE,
COPTHUPOBKA, PeIaKTHPOBaHUE, apxuBHpoBaHue. bydep oomeHa.

3anyck W 3aBeplleHHe padoOThl MPWIOKEHHH. YIpaBlieHME  OKHaMu
(cBOpaumBaHue, pa3BepThIBAaHUE, MACIITAOHAS KOPPEKIIKS, CMEHA PACIIOIOKEHHS).

Knoymumii n «cnsiuuiny pesxkumbl. Omubku u coon B padore Windows. Beixon u3
CUCTEMBI.

Tema 5. Knaccupukanus nporpaMMHOro odecrneveHus.

[Tonsitue  «uporpammuoe  oOecneuenue»  (I10).  Pons  mporpammHoro
obecrniedueHusi B paboTe MepCOHaIbLHOr0 KoMIlbioTepa. OCHOBHBIE THUITBI MPOTPAMMHOIO
oOecrieyeHusi: CUCTEMHOE M TmpukiagHoe. Ha3HaueHne u (QyHKIMH CHCTEMHOIO
nporpaMMHOro obecrieueHus. HaszHadueHne u (QyHKIMH TPUKIATHOTO MPOTPaAMMHOTO
oOecrnieuenusi. OOIIME CBEEHUS O MPUKIAAHBIX MporpaMmmax. [IporpaMMbl-yTUITUTHI, B
T.4. apXUBATOPBbI, MPOCMOTPUINKHU (Viewers), pourpsiBaTenu (players).

CucreMHble TpOrpaMmbl. TeXHUKA YCTAHOBKHU U YJIAJICHUS TIPOTPAMM.

OducHpie mporpammbl  (penaktopsl Tekcta). CocTaB CEpBHUCHOTO IMaKeTa
Microsoft Office.

[Iporpammbl 1711 BEpCTKH TEKCTa. BUIBI TEKCTOBBIX (HOPMATOB M KOJUPOBOK
tekcta. CranmaptHele TeKcToBble penakTopel Windows: Notepad u  WordPad.

TexkcroBbiii penakrop Microsoft Word. Co3nanve u pegakTupoBaHUE JOKYMEHTA B



Microsoft Word. VYcranoBka mapamerpoB ctpanuiibl. Habop tekxcta u paborta co
mpudramu; BcTaBKka cuMBOJIOB. BcrtaBka cHocok. Cozmanue Tabiuiy U padbora c
tabnmuamu.  @PopmatupoBaHue ab3aueB U  (pparmeHTtoB  Tekcra. Co3naHue
HYMEpPOBAaHHBIX ¥ MAapKUPOBaHHBIX CNHUCKOB. Co3maHue KoJIOHOK. Mcronb3oBaHue
opopmutenbckux cruwie. Co3naHue PUCYHKOB M BCTaBKAa B JOKYMEHT rpaduuecKux
wunoctpauuid. Mcnone3oBanue tekcroBoro ausainepa WordArt. PazouBka qokymeHTa
Ha paszfensl. BcraBka HOMEpoB cTpaHul] U odopmileHHE KOJOHTUTYIOB. Co3maHue
ornasnenuii. [IpoBepka opdorpabuu u rpammartuku. [IpeaBapuTenbHbIl TPOCMOTP U
nevyath JokymMeHTa. CocoObl peIoXpaHeHus TEKCTa OT MOTePh: OBICTPOE COXPAaHEHHE
JIOKYMEHTA, CO3/IaHWE PE3EPBHBIX KOMUW. BOCCTaHOBIECHWE NOKyMEHTA. BbINonHEHUE
MPAaKTUYECKUX 3aJaHUi: MOJrOTOBKAa JOKYMEHTOB (CTaTeil, JHMCTOBOK, adwuiil) ¢
TabnmiamMu u rpaduIecKMMA BCTaBKaMu B mporpamme Microsoft Word.

Co3manne u penaktupoBaHue jaokymeHta B Microsoft Exel. Opranuzarus
pacuetoB B MS Exel. Iloctpoenne u ¢QopmatupoBanne auarpamm B MS Excel.
BrInonHeHne MpakTUYECKUX 3aJaHuN.

Co3nanne u pemaktupoBaHue mpeseHTtanuii B Microsoft Power Point. [luzaiin
cmaiiioB. BcraBka 00BEKTOB Ha criaiii. AHuMaius. BpIoNHEHHE NPaKTUYECKUX
3aJlaHUN: TOATOTOBKA U AEMOHCTPALMS IIPE3CHTALUN.

Tema 6. HudpoBass 3anuch MY3BIKAJIBHOIO 3ByKa. DopMarbl
KOMIILIOTEPHOI0 MPeICTABJICHUS ayIMOJAHHBbIX.

OcHoBHBIE mNpuUHIUIB LUPpoBOM 3amucu  (ouudPpoBKU) U 00pabOTKH
My3bIKaJIbHOTO 3ByKa. OO0paOoTka 3ByKa Ha OCHOBE LHM(POBOW 3anepkku. [loHaTus
«MOJYJIALUS U «PUIbTPALIUSD) 3BYKA.

XapakTepucTuka OCHOBHBIX 3BYKOBbIX (popmaroB: WAV, CDA, AIFF, MP3,
WMA, RA, MIDI. Ilonstue koHBepTaluu 3BYKOBBIX (aiioB. Pa3zHoBugHOCTH
apXWBAaTOPOB 3BYKOBBIX (DailJIOB; MPUHIUIT UX paOOTHI, JOCTOMHCTBA U HEIOCTATKH.

Tema 7. CuHTe3 3J1eKTPOHHOIO 3BYKa M ero Meroabl. My3bIKajabHOe

3JIEKTPOHHOE 000py/I0BaHHUeE.



Hctopusi co3gaHus U pa3BUTHUS CPEACTB CHUHTE3a BJIEKTPOHHOIO 3BYKA.
PacnipocTpaHeHHBIE METOJBI CHUHTE3a — YaCTOTHO-MOAYJISIHMOHHBIM, CEMIUIEPHBIN.
CuHTe3aTopbl PU3NYECKOI0 MOAECIUPOBAHUS 3BYKA.

[Tonstue «cemmep». Mcropuss pasutus cemruiepoB. [IpuHumMn neucTBus u
KAUECTBEHHbIE  XapakTEepUCTHKU cemiuiepoB. (Co3naHue CEeMIUIEpHBIX  3BYKOB.
PenaktupoBaHue 3ByKOBbIX OaHKOB. bubinoreku ceMiuiepHbIX 3ByKOB. JlocToMHCTBA U
HEJIOCTAaTKH «CEMIUIEPHOI TEXHOJIOTUU.

Mukiiepapie TyJibThl W OpUHIUI uX padoTel. I[lporieccopsl auHaAMUYECKON
o0paboTku 3ByKa. Iddekt-nporieccopsl. Bokomepbl. KoHTpoiabHBIE MOHHTOPHI H
HayITHUKH.

Heo0xoanMble BHYyTPEHHUE M BHEIIHUE YCTPOMCTBAa KOMIIBIOTEPA JIJIsl padOTHI CO
3BykoM: auckoBoj CD-ROM, 3BykoBasi miiatra, 3ByKOBbIE€ KOJIOHKH. JlOTIOJTHUTENbHbBIE
ycrpoiictBa: MIDI-knaBuarypa, wmukpodoH, 1iata Buaeo3zaxBata. CTOpOHHUE
ycTpoiicTBa: mpourpeiBarenb CD u DVD, ayanomarautodoH, BHACOMAarHUTO(OH,
yCUJIUTENb, cuHTE3aTOp. [loaKIiIfoueHne BHEIHUX U CTOPOHHUX YCTPOMCTB.

B03MOKHOCTH COBpPEMEHHBIX 3BYKOBBIX IUIAT: OT MHOTOTOJIOCHOTO CHHTE3aTOpa
u MIDI-unrtepdeiica no nudpoBoii crepeosanucu (stereo-sampling).

Tema 8. O030p 3BYKOBBIX PeIaKTOPOB.

PenakTop 3ByKa Kak CpeACTBO MPeoOpa3oBaHUsS U 3alUCH ayauo WHGOPMAIUU.
DYHKIINY 3BYKOBBIX PEJAKTOPOB.

Oco0OeHHOCTH pPabOThl 3BYKOBBIX PEAAKTOPOB. Pexumbl paboThI, CTPYKTYpa,
untepdeiic nporpamMMm. CrocoObl BBOAA JaHHBIX. 3aluCh 3ByKa M HACTpOMKa
napaMeTpoB 3alUCH.

OcHOBHBIE OMEpallid MO PEIAKTUPOBAHUIO JaHHBIX. Onepanuu 3BYKOBOTO
MOHTa)ka: KOMHPOBAHUE, BCTABKA, HAJIOKEHHUE, MOBTOPEHHE, MEPECTAHOBKA, CKIICHKa
¢dbparmMeHToB 3ByKa.

Onepanuu 1O JUHAMHYECKOM o00paboTke ¢ MpeoOpa3oBaHUIO  3BYKa:
CHOpMANH3AIUA», «KOMIPECCHUS», «OTPAaHWYCHHUE», CHEKTpaibHas  o0paboTka
(mpuMeHeHHne YacTOTHBIX (uiabTpoB). CHenuanbHble MpeoOpa3oBaHUsA: H3MEHEHHE

BBICOTBEI 0€3 H3MEHCHUS BPpCMCHH 3BYyYaHUA W HM3MCHCHHC BPCMCHH 3BY4YaHUS 0e3



W3MEHEHHUS BBICOTHI 3ByKa. BcTpoeHHble d2(¢eKThl: YacTOTHAs  MOYJISIIHS,
TPaHCIIO3UIUS 3BYKOBOTO (hparMenTa, peepoepaiius, BUOpaTo, 3X0, Xopyc, GiadHmIKep.

Ourctka (poHOrpaMMBbl OT LIYMOB U APYTUX J€(EKTOB.

Tema 9. 3amura nuapopmanuu. Buabl KOMIBIOTEPHBIX NPECTYNJICHHUI.

bezonacHocte B MHTepHeTe. JIuHMM 3amuThl. BIOKMPOBKAa BO3MOMXHBIX AaTaK.
[loHATHE KOMIBIOTEPHBIX MPECTYIUICHUH. BUABI KOMIIBIOTEPHBIX MNPECTYIUIEHUN.
MeTto1b1 OOHapY>KEeHUS U MPEAOTBPAIIEHUSI KOMITBIOTEPHBIX MPECTYIUICHH.

Tema 10. KomnbroTepHble BUPYCHI.

Komnberorepusie  BHUpychbl. JKM3HEHHBIM LUK KOMIIBIOTEPHBIX BHPYCOB.
Krnaccuduxaius KOMOBIOTEPHBIX BHUPYCOB. Buibl 3apakaeMbIX OOBEKTOB. 3amuTa
KOMIIBIOTEPA OT BUPYCOB.

Tema 11. Ilpunuunsl padorsl B cetu HMHTepHeT M eé My3bIKaJbHbIE
pecypchl.

[lonatue «kommblOTepHass ceThb». JIOKaJibHbIE U  IJIOOAJbHBIE  CETH.
BO3HUKHOBEHHE W pPa3BUTHUE KOMIIBIOTEPHBIX ceTel. MHTepHEeT M €ero CTpyKTypa.
[lonsatus «cepBep», «calt». CTpoeHHE KOPHOPATUBHBIX M MEPCOHAIBHBIX CTPAHUILI.
['maBHas cTpanuia, kapra caita, mexro. [Iporexypa oomena napopmanueii. CBeneHus
O TMOHUCKOBBIX cepBepax. WWW — runeprekcroBasi WHGMOPMAIMOHHO-TTOMCKOBAs
cucteMa HMutepnera. IIporpamma Opaysep Internet Explorer. HaBuranuss u mouck
uHopMmaruu B ceTH. BpiOOp MMEHM M KIIOYEBBIX CJIOB. [IOMCKOBBIE CHCTEMBI:
AltaVista, Yahoo, Google, Rambler, Yandex, Aport. 3arpy3ka, coxpaHeHue U IedyaTb
Web-cranun u ¢aitnios. Padbora ¢ anekrponHoit nouroit. O0iienue B cetu UHTEpHET.

MysbikanbHbIe pecypchl MHTepHEeTa. My3bika B cetn (Real Audio, apxussl MP3
u MIDI-daitioB). D1eKTpOHHbIE HOTHbIE OMOMMOTEKU. DJIEKTPOHHBIE MY3bIKAJIbHBIC
SHITUKIIONIENA U crpaBoYHUKH. WEB-cailThl My3bIKaJIbHBIX OpraHU3aluid, OOIIECTB,
YUpeXKIACHUN, Y4eOHBIX  3aBEJICHUN, W3aTEIbCTB, KOHKYpPCOB, (ecTuBajei.
OdunmansHbie U anbTepHATUBHBIE calThl. [lepcoHanbHbIe CTPAHUIIBI KOMIIO3UTOPOB U
MY3bIKAHTOB-UCIIOJIHUTENEH.

[TopsiIoK 1 TeXHUKa CO37aHusI COOCTBEHHOTO MEPCOHAIBLHOTO CalTa.



Tema 14. IlepcneKTUBBI HMCIOJIb30BAHUS KOMIIBIOTEPHBIX TEXHOJIOTHIl B
MY3bIKAJbHOM NeJaroruke ¥ B MCIOJHUTEIbCKOM UCKYCCTBE.

Pa3zBuTte BO3MOXHOCTEW NPUMEHEHUS KOMIBIOTEPHBIX TEXHOJOTHM B
MY3bIKaJTbHOM OOYYE€HHH U B MY3bIKAIBHO-UCITOJIHUTEIHLCKON JESTEIHHOCTH.

Hcnonp3oBanne 00ydarouX U UTPOBBIX MY3bIKAJIbHBIX MTPOTpaMM Ha Ha4aJIbHBIX
CTYNEHSX MY3bIKQJILHOTO 00pa30BaHUs U BOCITUTAHUS.

MynbTUMEINHBIE MY3bIKAIbHBIE SHIMUKIONEAUN B HU3YYEHUH MY3bIKAJIbHON
JUTEpPATYpPbl,  HUCTOPUM  MY3BIKH, HMHCTPyYMEHTOBeleHMs.  KommbroTep — Kak
BCIIOMOTATEIFHOE CPEJICTBO B OCBOCHUH Kypca CONb(GEHKHO U JPYTHUX MY3bIKAIBHO-
TEOPETUYECKUX TUCIUIUIMH. PerieHre ¢ moMOIpi0 KOMIbIOTEpa y4eOHO-TBOPUYECKUX
3a71a4 1O apaHKUPOBKE U COUMHEHUIO MY3bIKH.

Pa3BuTne nMUCTaHIMOHHBIX (OPM MY3BIKATBHOW JCATEIBHOCTUA. DJIEMEHTHI
JTUCTAHIIMOHHOTO MY3BIKAJIBbHOTO OOYYE€HHSI Ha OCHOBE KOMIIBIOTEPHBIX TEXHOJIOTHMN
(MHTEpHET-JIEKIIUKM, BUPTyaJIbHBIE  YPOKH, DJJICKTPOHHBIE ydeOHbIE MOCOOUs).
JIUCTaHIIMOHHBIE PEMETUIIMM W MY3BIKJIbHBIE BBICTYIUICHUS (UCIIOTHUTEIIbCKUE
KOHKYPCBI).

[lepcieKTUBBI MHTETPALMU U MHTEIUICKTYaIU3allui KOMIIBIOTEPHBIX TEXHOJIOTHM,
Pa3BUTHS 3BYKOBBIX CUCTEM, BHEIPEHNE HEUPOHHBIX TEXHOJOTUN U CAaMOOOYYAIOIUXCS
MPOTPaAMM.

2. Opranu3anusi KOHTPOJIA 3HAHU I

N3ydeHne Kypca MpearnonaraeT NpoBEICHUE TEKYLIErO U UTOTOBOTO KOHTPOJIS.
Tekymuii — npakTUYECKUe 3aHATHSA Ha ypOKe, UTOroBas arrectauus B opme 3auéra,
KOTOPBIN BBICTABIISACTCS MO PE3YIbTATaM BBINOJHEHUS WHIUBUAYAJIBHBIX MPAKTUYECKUX
3aJlaHU, CBSI3AHHBIX C MPUMEHEHUEM H3YUYEHHBIX KOMIIBIOTEPHBIX MPOTrpamMM. 3a4€T
MOYKET COIPOBOXKJIATHCA YCTHBIM OIPOCOM WJIM BBIIIOJHEHUEM ITHCHbMEHHBIX TECTOB,

OTpaXaroluX CTETIEHb YCBOCHUS CTYJICHTAMH TEOPETHUECKOM YacTH Kypca.

Kpurepuu ouenok
OTBeT CTyJeHTa Ha 3a4yeTe OLICHUBAECTCS OJHOM M3 CIEAYIOUMX OLEHOK:

«3a4YTCHO» U «HE 3a4TCHO», KOTOPBIC BBICTABJIAIOTCA 11O CICAYIOIIHUM KPUTCPHUAM.



OreHKa «3a4TE€HO» BBICTABIACTCS CTYJEHTaM, OOHAPYKUBIIUM IIOJTHOE 3HAHUE
y4eOHOTO MaTepHuayia, YCHEIIHO BBIMOIHSIOMUM MPEAYCMOTPEHHBIE B IpOrpamme
3a/laHusl, YCBOUBIIUM OCHOBHYIO JIUTEpaTypy, PEKOMEHJIOBaHHYIO0 Kadeapoi,
JEMOHCTPUPYIOITUE CUCTEMATUUECKUI XapaKTep 3HAHWI 10 AUCITUIUIMHE U CIIOCOOHBIE
K UX CaMOCTOSITEJIbHOMY TOTIOJIHEHUIO U OOHOBJICHUIO B XOJ€ JaJIbHEHIIel yueOHoM
paboThl U MPOGHECCUOHAIBHOU JIESITEIIbHOCTH.

OneHka «HE 3a4TE€HO» BBICTABJISIETCS CTYJEHTaM, OOHApYXUBIIUM MPOOEINbl B
3HAHUSAX OCHOBHOI'O YU4eOHOTO MaTepuasa, JOMyCKAIOIMUM TPUHIIUITHAIBHBIC OUOKHY B
BBINIOJIHEHUU TMPEIYCMOTPEHHBIX MPOrpaMMOM 3aJaHui. Takol OLIEHKHU 3aCIIYKHBAIOT
OTBETHI CTYJACHTOB, HOCSLIIME HECUCTEMATU3UPOBAHHBIN, OTPHIBOUHBIN, IOBEPXHOCTHBIN
XapakTep, KOrja CTYJICHT HE IMOHUMAET CYIIECTBA M3JIAra€MbIX MM BOIPOCOB, YTO
CBUJIETEIBCTBYET O TOM, YTO CTYJEHT HE MOXXET JaJIbIlle MPOAOKATh O0yUeHUE WU
MPUCTYyNaTh K MPO(EeCCHOHAIBHON NEATeIbHOCTH 0O€3 JIOMOJHUTEIbHBIX 3aHSATUHU 10

COOTBETCTBYIOIIEH JUCIUIIIINHE

3. MarepuajibHO-TeXHH4YECKOe o0ecreyeHune
AUCUMILTHHBI
st npoBenenus 3aHATUNA 110 COBpEeMEHHBIM MH(POPMALMOHHBIM TEXHOJIOTHUSM
UCIIOJB3YeTCsl KOMIbIOTEpHBINM Kiacc NelS5 (ocnamienue: 10 KOMIBIOTEPOB C
noakimoyeHnemM Kk MurtepHety). bubnmoreka, yutanpHbid 3an. DoHoTeka ¢ (oHIOM

ayzmo3a1mceﬁ N 3BYKOTCXHHUYCCKHUM 060py,ZIOBaHI/ICM.

Cneyuanvnoe npocpammuoe obecneuerue ons auy ¢ OB3:

Microsoft Windows 10,
CrenuaibHble BO3MOXHOCTH:

OKpaHHas Jymna, JKpaHHas IukrTop, ucruieir, Pasmep kypcopa u
yKazareis Mblmu, LIBeTHbie puabTphl, BeICOKas KOHTPACTHOCTb.

Jlocmyn k unghopmayuonnvim
u bubuoecpaguyeckum pecypcam 8 cemu

NnaTepuer mns  Kaxzaoro  oOydaromierocss ¢ OTpaHUYE€HHBIMHU
BO3MOXKHOCTSIMH 3JIOPOBBSI 00ECIIEYEH MPEIOCTaBICHUEM €My Yy4YeOHOro W



METOJUYECKOTO Marepuaia B ¢GopMax, aJalTUPOBAHHBIX K OTPAHUYCHHUSIM UX
30POBbSI U BOCHPUSATHS HHPOPMALIUH:

ﬂﬂﬂ 06yqafomnxc>1 C HAPYINICHUAMUN 3PCHUSA:

B Ie4aTHOM (popme yBeIHUYEHHBIM
wpudToM; B GopMe 3JIEKTPOHHOTO
JIOKYMEHTA;

B hopMe ayauodaiina.
[Ins oGyyaromuxcsi ¢ HApyHUIEHUSIMU CITyXa:
B meyaTHOM (popme;

B (hOopMe IIEKTPOHHOTO
JIOKyMeHTa; B popme ayauodaiina.

J1i1s1 00yYaronumxcsi ¢ HapyMIEHUSIMH OTIOPHO-
IBUTATSIBbHOIrO anmapara: B IIe4aTHoOH GopMme;

B (hopMe JIEKTPOHHOTO JJOKYMEHTa; B (popme aynuodaiina.

CaHTeXHUYECKHE Ka6I/IHBI, SPUTCIBCKHUEC MCCTa B 3aJIC, CUCTCMA 3ByKOBOI>i
IHOAACP KKK HMHBAJINIOB.

4. YuyeOHO-MeTOAMYECKOE U HH(OPMaLTMOHHOE
o0ecrieyeHne M CUUILIHHBI
OcHoBHasi:
1. Ucaes, I'.H. UndopmanrionHbie TEXHOIOTUH. YUEOHUK [DIEKTPOHHBIN pecypc:
y4eOHUK. — DINeKTpoH. naH. — M.: Owmera-JI, 2012. — 464 c. — Pexum pocryna:
http://e.lanbook.com/books/element.php?pll_1d=5528

2. Amngepcen, A.B. CoBpeMEcHHbIE MY3bIKAIHHO-KOMIIBIOTEPHBIC TEXHOJIOTHU
[DnexTpoHHBIN pecypc]: yueOHoe mocodue / A.B. Anaepcen, I'.Il. OBcsnkuna, P.I'.
[utukoBa. — DnextpoH. naH. — CIIO.: Jlans, [lnanera my3biku, 2013. — 224 ¢. —

Pexxum nocryna: http://e.lanbook.com/books/element.php?pll 1d=13091

JlonoaHuTENBbHAA

1. [lerenun, P.}O. Counnenue u apaH>kupoBKa My3bIKH Ha komnbrotepe [Teker] / P.

1O. [Terenun, FO.B. [lerenun. - CI16.: BXB-IlerepOypr, 2012. - 608 c.


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

2. Oykcman, M.A. DOIeKTpOoHHasi U 3JEKTPOAKyCTHYeCKass My3blka XX - Hayaja

XXI Beka: Xpecromarusa. - Pocros-Ha-/lony: M31-Bo PocTOBCKONM KOHCEpBaTOpUH,

2012. - 48 c.

IMPUJIOKEHUE
MeToauyeckue peKOMeHIAUM sl CTY/IEHTOB

TeKCcTOBbIN PEIAKTOP

Bo3moxnocTtu Word

OanuM u©3 HauOoJiee COBEPIICHHBIX M PACIPOCTPAHEHHBIX TEKCTOBBIX
penakTopoB B HacTosmee Bpems siisierca Microsoft Word (nanee — Word).

KpoMe BBOjma, pemakTtupoBaHusi H IedaThd Tekcta Word TO3BOJISIET
BBITIOJIHATD CIIEAYIOIINE ONepaliu:

- ¢opmatupoBanue (HacTpoiika mpudToB U ad3a1eB) JOKYMEHTOB;

~ yIpaBJCHUE BHIPABHUBAHUEM TEKCTA;

- pabota ¢ Tabauamu;

- CO3/IaHWE€ W PEIAKTUPOBAHHE KOJOHTHUTYJIOB, CHOCOK, 3aKJIAaJIOK W APYTHX
CCBIJIOK, B TOM YHCJIC OTJIABJICHH;

- mnpoBepka opdorpaduu;

~ aBTOKOPPEKIIMS TEKCTa, CO3/IaHUE U BCTaBKa aBTOTEKCTA;

~ CO3J/IaHHE COOCTBEHHBIX CTUJICH (hOpPMATUPOBAHUS TEKCTA,

~ CO3/IaHHE€ U PEAAKTUPOBAHUE CIUCKOB;



~ aBTOBEPCTKA, pa30MBKa HA CTPAHUIIBI, O(POPMIICHUE TEKCTA B KOJIOHKU;

- BCTaBKa OOBEKTOB B JOKYMEHTHI U YIIPaBICHUE PEKUMAMHU O0TEKaHUS JaHHBIX
0OBEKTOB;

~ CO3/IaHHWE DJIEKTPOHHBIX JTOKYMEHTOB (3TO OTHOCHTCS K TE€M JOKyMEHTaM
Word, koTopsle B3auMoaecTByoT ¢ UHTEpHETOM).

Pexum WYSIWYG (What You See Is What You Get — 4T0 Bbl BUIHTE, TO BBI
MOJIy9aeTe) O3HaYaeT, YTO BUJI IOKyYMEHTa Ha 3KpaHe OyJeT COOTBETCTBOBAThH €TI0 BUIY
Ha Oymare.

OCHOBHBIMU Imanamu TOJTOTOBKU TEKCTOBBIX TOKYMEHTOB SIBJISIFOTCSI:

~ CO3J]aHME HOBOTO HJIM OTKPBITHE CYIIECTBYIOIIETO JOKYMEHTA;

- Habop TEeKCTa;

~ peIaKTUpPOBAHUE TEKCTA;

- (dopmaTUpOBaHHUE TEKCTA;

- TIeYaTh TEKCTa,

BEJICHUE apXMBa IOKYMEHTOB.

I/IHTepq)enc Word

Hns  3amycka  pemaktopa  Word — 1OCTaTOYHO  BBIMOJHUTH  KOMaHIY
yck/IIporpammel/Microsoft  Office/Microsoft Word wunu wucnonb3oBatTh
apavik Ha PaboueM crose, B ['1aBHOM MeHIo, B [1anenu ObIcTporo 3amycka u T.1I.

[Tocne 3amycka Ha ’KpaHe MOHUTOpa MOsBIsAETCS OKHO penakropa Word. OkHO
Word 2007 u 2010 Bepcuii  cOmEpXKHUT CIEAYIOIHMA HA0Op DJIEMEHTOB: DPAMKY,
3aroJIoBOK, TMaHEeIh OBICTPOrO JOCTYIA, CTPOKY BKJIAQJOK JICHTBI, JICHTY, IOJOCHI
MPOKPYTKH, CTPOKY COCTOSIHHSI.

Oxkno Word comepxur TmoONOKHA (MOJYMHEHHBIE, BTOPUYHBIE) — OKHA
nokymMeHToB. Kakioe TmMOJOKHO WMEeT CBOW 3arojloBOK, TOJOCHl TPOKPYTKH,
YOPABJISIONINE (MACIITA0OHBIC) TUHEHKH, CTPOKY COCTOSTHHSL.

3aroJjioBoK

3arosoBok oroOpaxkaer mnukrorpammy Word, Ha3BaHME pEAAKTHUPYEMOIO
JOKYMEHTA, UMsI pEIaKTOpa U KHOIIKU yIPABICHUS pa3MEPOM OKHa.

IIaneab ObICTPOro H0CTYNA

OObIYHO pacrmonaraeTcsi IpsIMO Ha CTPOKE 3arojoBKa HaJ JIGHTOM (HO MOXKHO
pacmoyIOKUTh M TOJ JIEHTOW) M BKJIKOYAET B ce0s HamOoJiee 4acTO HCIOIb3yEMbIE
KOMaH/Ibl, IPUMEHSIEMbIC JJIsi CO3/IaHHUs, OTKPBITHS, COXPAHEHHUSA, TeUaTH JOKYMEHTAa,
OTMEHBI TPOM3BEACHHBIX W3MEHeHHH. Ee MOXXHO [OTMOJHATH HEOOXOAMMBIMU
KOMaH/IaMH WJIM CKPBIBATh JIMIITHUE KOMaH/Ibl, HCTIONb3YsI KOHTEKCTHOE MEHIO.

CTpOKa BRJIQAJIOK JICHTBI

ConepXUT 3arojoBKH BKJIQJOK JIEHTHI, K KOTOpbIM oTHOcsATCs: Daitn (Knomka
Office), 'maBHas, BeraBka, PasmeTka crpanunpsl, Cebuiku, Paccpiikm, Penien3upoBanue,



Bun. IlepexmroueHne nmo BKJIAJKaM IMO3BOJISIET MOJIYyYaTh JOCTYI K COOTBETCTBYIOIIAM
KoMmaH 1aM JieHThl. Cama JIeHTa paciooKeHa HIKE.

Jlenra

ConepXuT KOMaH/bl, MO3BOJISIONINE peann30BaTh Bo3MoxkHocTH Word. OgHako
HE BCE BKJIAJKU JICHTHI U3HAYaIbHO BUAHBI. [locie BcTaBku, K MpuUMepy, TaOIUIIBI WU
rpauyeckoro OObEKTa ABTOMATHYECKH TOSBJISIOTCS HOBBIC BKJIAJKH, COJEpIKAIINe
KOMaH Ipl, HE0OX0AuMBbIe Mpu padboTte ¢ Tabnuiamu uinu rpadukoi. KomaHapl Ha JeHTe
MpeCTaBICHbI B BUIC KHOIOK ¢ rpad)MueCKUMH 3HAYKaMU WJIM 3HaUYKaMU C TTOITHACSIMHU.
[Tonckaska 1o (hYHKITUH, BBITOJIHSEMOM KHOIIKOM, MOSIBISETCS aBTOMATHUYECKH IIPH
HABEJICHWW KypCOpa MBIIIK Ha JJaHHYIO KHOMKY. Kaxxaas u3 BKIIAJ0K JEHTHI pa3OuTa Ha
TPyNIBI, 9TOOBI OBLIO YI00HEE OPUEHTUPOBATHCS B MHOTOOOPA3UH PA3IMIHBIX KOMaHI.
[Ipu 3TOM Ha JIEHTY BBIHECEHBI HE BCE KOMAaH/Ibl, a JUIIL Hanbomee nomyispHeie. Ecnu
HEO0OXO0JIMMO J100aBUTh HA JIEHTY HOBBIE KOMAaH/bl, TO MOKHO HCIOJIb30BaTh KOMaH]y
HacTtpoiika JeHTbI B €€ KOHTEKCTHOM MeHI0. KomMaH bl 00aBISIOTCS TOJIBKO B HOBBIE
(MOJB30BATENBCKUE) TPYIIIIHI.

Yopasaswmue (MaciiTadHble) JUHENKH

JIHEeWKN MCHOJB3YIOTCS JUIsl YCTAaHOBKM OTCTYINOB B a03amax. OHU conepkar
MapKepbl OTCTYNOB, OTpa)KalolMe YCTAaHOBKH TOro a03ama, B KOTOPOM HaXOAMUTCS
Kypcop BBoJa. OTCTynbl yCTaHaBIMBAIOTCS MapKepamu C MOMOILBIO NEPETITMBAHUS
MBIIIBIO.

Ha3naueHue KaXI0ro M3 4YeThIpEX THUIIOB MApPKEPOB MOXKHO Y3HaTh, 3aBHCHYB
KypPCOPOM MBIIITK Ha JIFOOOM W3 HHX:

~ omcmyn nepeoii cmpoKu CIBUTAET Hayaso MepBOil CTpOKU ab3aiia BIpaBo;
~  @blcmyn pa3MellaeT Mocieayolre CTPOKH ad3ala npapee Hayasaa NepBOil CTPOKHU;

- omcmyn ciaeea BbIACIIACT 216331_1 B TCKCTC, OTOABHIasA Ha4YaJl0 BCCX CTPOK OT JICBOTO
oJis1 CTPAaHMUIIbI,

- omcmyn cnpaéa OTOABUIaCT TCKCT OT IIPaBOro 1moJjisli CTpaHWIbI; O0OBIYHO
MNPHUMCHACTCS BMCCTC C OTCTYIIOM CJICBA I CO3AaHUA HBOﬁHOFO OTCTYyIIa.

Jlns Toro 4ToOBI 0TOOPA3UTh WM CKPHITH JIMHEHKH, HAJ0 BBIOJHUTH KOMAaH]IY
Bun//Inneiika.

IHos10cbI NPOKPYTKHU

MecTOomnonoXeHue I0JI0C IMPOKPYTKHU HA 3KpPAHC COOTBCTCTBYCT MX HA3BAHUAM!
BCPTUKAJIbHAA U TOPU30HTAJIbHA.

Bepmuxansnaa 1m010ca TO3BOJSAET IPOJIUCTHIBATh JOKYMEHT, KOTOPBIA HeE
IOMEIIAETCSI HAa DSKpPaHE IIOJHOCTBIO, PENAKTUPOBATh [BE pPa3Hble YacTH OAHOIO
JIOKYMEHTA WA Pa3HbI€ JOKYMEHTHI OJTHOBPEMEHHO.



I'opuzonmansnasa 1on0ca, KpoMe CMENICHUS JOKYMEHTa BIPaBO U BIEBO,
o0ecreuynBaeT BO3MOKHOCTH OBICTPOTO TEpexoja B PA3MUYHBIE PEKUMBI MPOCMOTpPA
JIOKyMEHTOB.

PexxnMbI mpocMOTpa I0KyMeEHTa
Word npenocTaBisieT nsaTh peKMMOB IMTPOCMOTPA TIOKYMEHTA.

Yepnosux wcnonb3yeTrcss JUisi BBOJA, PENAKTUPOBAHMS U (POpMaTUPOBAHUS
TekcTa. CTUIIN, KOJOHTUTYJIbI, PUCYHKH U KOJIOHKU B 3TOM PEKUME HE BUHBI.

Pesrcum 6ed-0oKymenma 1oJsie3eH pu padOTe ¢ JOKYMEHTOM, MOJYYEHHBIM U3
cetu HTEpHET.

Pestcum pazmemku 1o3BoJisieT paboOTaTh C TOKYMEHTOM B TOM BHUJE, B KAKOM OH
OyZneT HarnedyaTaH (yCTaHOBJIEHHBIM B KOMITBIOTEPE IPUHTEPOM).

Pesicum cmpykmyper yno0eH st paboThl C IJIAHOM WJIM IOKYMEHTOM Ha JTarie
CO3JIaHUs IS IPOCMOTPA BCEU CTPYKTYPbI JOKYMEHTA.

Pestcum umenus no3BOJIAET MPOCMATPUBATH JJOKYMEHT B BUJI€ PACKPBITON KHUTH
0€3 BOBMOXHOCTH €T0 PEeJaKTUPOBAHUSI.

Jli1st Toro 4toObl BEIOpATh HY>KHBIN PEXUM MPOCMOTPaA, HEOOXOIUMO JINOO
BBINOJIHUTh KOMaHIy BKJIaAKu Bua, nubo MCHoib30BaTh OJHY U3 KHOIOK B CTPOKE
COCTOSIHUS.

Pabouee nmoJie 1okymeHnTa

PaGouee mosie — 3TO0 OOnacTh Ha BKpaHE, B KOTOpPOM Bemercs padoTa
C IOKyMeHTOM (OYKBaJIbHO, ATO JIUCT OyMaru).

Crtpoka cocTostHusI

OtoOpakaeT COCTOSIHUE TEKCTOBOTO PENAaKTOpa, BBIBOAMWT TOJCKA3Ky IO
BO3MOYKHBIM OIIE€paIvsiM, TEKYIyl0 HH(opmaiuio (Harmpumep, MO3UIUI0 Kypcopa B
JOKYMEHTE, HOMEp TEKYIled CTpaHUIbl U T.N.), @ TAKKE MOKA3bIBAET COCTOSHUE
(HaxaTa/He HaXKaTa) CHCIUATBHBIX KIABHIIL.

JIOKyMEHT, KOTOpPBIM B JaHHBIK MOMEHT PEIAaKTUPYETCs, Ha3bIBACTCS
akTuBHBIM. OKHO JOKyMEHTa MOXXHO pa3JeJUTh HAa JBE YacTU W paboTarth
OJIHOBPEMEHHO C JBYMs pa3HbIMM 4YaCTSIMH OJHOTO M TOIO € JIOKYMEHTA.
Kaxnast yacth JOKyMEHTa UMEET COOCTBEHHYIO MOJIOCY MPOKPYTKH.

Pa3zdenums OKHO HaA JIBa TOJOKHA MOXHO JIMOO TMEpEeTaCKUBAaHUEM BHU3
KHOIIKH E , KOTOpasi HaxOJHUTCS HAO BEPXHEWU CTPEIKON BEPTUKAIBHOM MOJIOCHI
MPOKPYTKH, TUOO BHITIOJHUB KoMaHay Bua/rpynna Oxno/Pa3nenurs.

[Tonocy pasneneHuss OKHA MOXKHO TeEpeMeliaTh C TOMOIIBI0  MBIIIIH.
3aKpbITh BTOPOE MOJIOKHO MOKHO KoMaHA0i Bua/rpynna Oxkno/CHATH pa3aelieHue.



10.

11.

12.

13.

14.

OcHoBHBIE IpaBUJIa BBO/J1a TCKCTA

BBon TekcTta MOKHO HAauyWHATH Cpas3y IOCIE OTKPBHITHS OKHA,; CHMBOJBI BCET/a
OyIyT BBOIUTHCA U 00pabaThIBaThCS TaM, IJI€ HAXOJUTCA TEKCTOBBIM Kypcop —
MUTaroIas BepTUKaabHas YyepTa.

HCpCMGH_IGHI/Ie KypcCopa HOpOU3BOJHUTCA C IIOMOIIbIO KIIABUATYPbI WJIM MBIIIHU, B
IMOCJICAHEM CJIyda€C HaJI0 YCTAHOBUTHL YKa3adaTCJIb MbBIIIK B Tpe6yeMoe MCCTO
AOKYMCHTA U CACJIATh HICIYOK MbIIIBIO.

Mexny cioBamu craButcs 1 mpo0Oe.

ITepen 3HakamMu TpenuHAHUS MPoOET HE CTAaBUTCA, a IOCIE HUX — CTaBHTCS
00s3aTeNbHO.

Tekcr, 3aKTFOUEHABIA B CKOOKH WJTM KaBBIYKH, HE OTACISETCS OT HUX MPOOEITIOM.
3Hak - (neduc) ctaButcs 6e3 mpoOesoB ¢ 00EUX CTOPOH.
3Hak — (TUpE) BBIACIACTCS TPoOeiaMHU € JIBYX CTOPOH.

[lepexon Ha HOBYH CTPOKY BBINOJHAETCS aBToMarndecku. CioBo, He
IIOMECTHUBIIEECS B TOJIBKO YTO 3alIMCAHHOM CTPOKE, NEPEHOCUTCS LIEITUKOM.

VY anuTe HENpPaBWIBHO BBEICHHBIE CMMBOJIBI MOKHO KiaBumien Delete, koropas
yaansieT CUMBOJIBI CIIpaBa OT Kypcopa win kiasuiiein Backspace, kotopas ynanser
CHMBOIJIBI CJIEBA OT Kypcopa.

[lepexom Kk  HOBOMYy  a03ally  OCYIIECTBISIETCS ~ HakaTMeM  KIIABUIIH
Enter. (IIpumeuanue: Word no3BoiisieT oToOpaxkaTh Ha SKpaHE CHMBOJIBI KOHIIA
ab3ana WM CTPOKHM, 4YTO OOJerdaer, npu HEoOXOJIMMOCTH, OOBEIWHEHHE IBYX
ab3aueB (WM CTPOK) B OAMH ab63an (ogHy CTpoKy). [ns BKItOueHus pexxuma
OmooOparcenus Heneuamaemvlx 3HaK08 HEOOXOIUMO HakaTh KHONMKY Mapkep
a03a1a Ha BKJIaJKe JIEHTHI | 1aBHas.

[IpuHyUTENbHBIA  pa3pblB CTPOKM (WM «KOpPOTKas CTPOKa») MPOU3BOAMUTCS
Ha)KaTUEM kiapuin Shift+Enter. (IIpumeuanue: mnpu3HAKOM pa3pbiBa
CTPOKHU ABJISICTCA HAJIMYUE CHUMBOJA «, KOTOpBIM MOSBIACTCA IIpU
0TOOpaXeHUH HeTleYaTaeMbIX 3HAKOB Ha HKpaHe).

BcraBka mycToi CTpOKM IPOU3BOAUTCS Ha)xatueM Kiasuiiu Enter.

JIns ynaneHus myCcTold CTPOKHM HAJI0 YCTAaHOBUTH KypCOp B HAYaJ0 3TOM CTPOKH U
HaxaThb Kiasuiny Delete.

OO0benuHeHne AByX a03aleB B OAUH (WM JABYX CTPOK B OJIHY) MPOU3BOJUTCS
HaxatueMm kiaBuiu Delete B koHIle mepBOTo ab3aia (WM MepBOM CTPOKH).

Pel[aKTl/IpOBaHI/Ie TEKCTa



PeI[aKTI/IpOBaHI/Ie TEKCTAa — 3TO IPOoICCC BHCCCHUA B TCKCT JFOOBIX HSMGHGHHfI,
a4 UIMCHHO:

—  HCHPABJICHHE TPAMMATHYECKUX OLITHUOOK;

~ CKIIEMBAHUE U pa3pe3aHue CTPOK;

~ BCTaBKa W yJaJ€HUE JOMOJHUTEIbHBIX MyCThIX CTPOK;

- KONHUPOBaHWE, IEpEMEIICHUE, YIaIeHe (ParMeHTOB TEKCTA U T.11.

JInst ommenwt BBIIOIHEHHBIX JAEHCTBUM MCIOJIB3YETCS KHOIIKA (OTMeHHnTH) Ha
naHenu OBICTPOro JocTyna. MOXXHO OTMEHUTh HECKOJIBKO PaHEE BBIMOJIHEHHBIX
JNEUCTBUM.

. Bozépamump oTMeHEHHbIE paHee NEHCTBHS IO3BOJISET KHOIKA (BepuyThb) Ha
HaHesu OBICTPOro JOCTYyIIA.

VYcraHoBKa moJieii B JIOKYMEHTE, a TakKKe H3MEHEHHUE pa3MEpOB W OPHUEHTALUU
cTpaHUllbl (KHW)KHAs WIA aJdbOOMHAasl) BBINNOJTHSAETCS KOMaHJAaMU Ha BKIIAJIKE
Pazmerka crpanunbl/rpynna Ilapamerpsl  cTpaHumbl.  MOXHO — Takxke
UCIIOJIb30BaTh JBOWHOMW IETYOK MBIIIM MO BEPTUKAILHON JIMHEHWKE, YTOOBI BHI3BATh
okHo [lapaMeTpbl CTpaHUIIBI.

Komanma ®@aiia (knonka Office)/Ilapamerpsl/JdIononnurensno/ Iloka3biBaTh
conep:xkumoe aokymenta/lIlokaspiBaTh ['paHuIbI TEKCTa MO3BOJISIET BBHIBECTH Ha
DKpaH Zcpanuubl mexcma (€CIU YCTAHOBIICH (IIAXKOK) I BU3YaIbHOTO KOHTPOJIS
MIOJICH.

. Ilposepxka npasonucanus (opdorpadbuu M TpaMMaTHUKH) BBITIOJHSIETCS KOMaHIOU
JICHTBI Ha BKJIQJIKE
PenensupoBanne/IlpaBonucanue

BxirodeHue pexuMa aémomamuuecko20 nepeHOca cJ106 BBIOJIHICTCS KOMaHAOU
JIEHTHI Ha BKJIQJIKE Pa3merka CTPAHMUBL/TPYNIIIA ITapameTpsl
crpaHuubl/PaccTaHOBKA NepeHOCOB.

Ilepen BbIMOTHEHUEM ONEpalUid PEAAKTUPOBAHUS WK (POpMAaTUPOBAHUS HEOOXOAUMO
BBIJICTIUTD TEKCT.

Brienenue Tekcra U CHITHE MAPKUPOBKU:
8.1. Brigenursb:

a) eecb mexcm KOoMaHaoW Ha Bikiagke [JaBHas/rpynna PenakTupoBanme
/Bb11esiuTh/BbIeJIUTh BCe WM TPOWUHBIM IIETYKOM MBIIIH T10 JIEBOMY TIOJIIO;

0) MpOU3BOIBLHBIN (hpazmenm mekcma NPOTIKKONU MBIIIN MPU HAKATOMN JIEBON KHOTIKE
WM YCTAHOBUB KYpCOpP B HAuaJio BbIJEISEMOro ()parMeHTa, HaKaTh U, yACp>KUBas
kiapuiry Shift, [IEJKHYTh JIEBOM KHOIKOW MBIIIA B KOHUE BBIIEISIEMOIO
dbparmenTa;

B) C/1060 ITBOWHBIM IETIKOM JICBOM KHOIIKOM MBIIIH Ha CIIOBE;



I) CmpoKy NETIKOM JICBOM KHOIKOM MBIIIU B M0JIE MAPKUPOBKH HAIMPOTUB CTPOKH;
1) ad3ay TBOWHBIM IIEITYKOM JICBON KHOIIKOM MBIIIH B TI0JIE MApKUPOBKH ab3aria.

8.2. CHATh BBIAEICHHE MOKHO, IIEJIKHYB JIEBOM KHONKOW MBIIIA BHE OIS
BBIICJICHUS.

9. Konupoeanue mexkcma:

a) BeIOparh KomaHay IynaBHas/KonmpoBarh; kommsi Tekcta momemniaetcs B Oydep
oOMeHa,;

0) yCTaHOBUTh KypCOpP B COOTBETCTBYIOIIYIO TMO3UIUIO JOKYMEHTAa M BBHITIOJHUTH
koMmaHay I'naBuasi/BcTaBUTh.

10.Konupoeanue popmama:

~ YCTaHOBUTHb KypcOp B TO3UILMIO JTOKYMEHTa, cojepxaiiero ¢opmar-odpaserl,

IICIIKHYTh MBIIIBIO 110 KHONKE Ha JICHTE I'naBnasi/@opmar mno
odpa3my U MIEIKHYTH 1O CJIOBY, K KOTOPOMY TpeOyeTcsl IPUMEHUTHL (popmar-
oOpaserr;

- I[BYKpaTHBIfI mMCE/JIY0K MbIIM II0 KHOIIKC MMO3BOJICT TNIPUMCHATL «KHCTB»
MHOT'OKPATHO. (prneltauue: JIIS BbIXOJa M3 PpCKHMAa  MHOI'OKPATHOI'O

KOIIMPOBAHUA (bOpMaTa AOCTATOYHO CHIC pa3 MCIKHYTb IIO0 KHOIIKE

).

11.Ilepemeusenue mexkcma:
a) BBIOpaTh koMaHay ['J1aBHasi/Bbipe3aTs; TekcT momeniaetcs B Oydep oomena;

0) yCTaHOBUTH KypCOpP B COOTBETCTBYIOIIYIO TMO3UIIUIO JOKYMEHTAa M BBHITIOJHUTH
komaHay I'naBHasi/BcTaBUTS.

12.Yoanenue mexcma Boimonusercs kinasuineii Del (Ilpumeuanue: onepanuu
KONHUPOBAHMS, TNEPEMENIEHU W YIAJIEHUS MOXHO BBIIOJHUTH C TOMOIIBIO
KOHMEKCHHO020 MEHIO.)

DopMaTHPOBAHHE TEKCTA

q)OpMaTI/IPOBaHI/Ie TEKCTAa — 9TO HU3MCHCHHMC BHCHIHCIO BHJA TCKCTA, IIPH
KOTOPOM HC U3MCHSACTCS €T0 COACPIKAHUC.

1. ®opmaTpoBaHKe CUMBOJIOB.

dopmaTtupoBaHue CHUMBOJIOB BBITIOJTHSETCS KOMaHAaMu BKJIQJIKU
I'naguas/rpynna Ilpudrt unu ¢ NoMOIIbI0 KOHTEKCTHOTO MEHIO. MOMKHO Takke
oTKpbITh auanoroBoe okHo LlpudT, rae BoiOpars Brkiaaky LlpudgT u ycTaHoOBUTH
TpebyeMble apameTpsl: mpudT, pazMep, HadepTanue mpudToB u T.1. JJ1st TOTO 4TOOBI



YCTAaHOBUTh MEKCHMBOJIBHBI HMHTEpPBAJ, CMEIIeHHe, MacmTad, HaJA0 OTKPHITh
nuanoroBoe okHo LIpudT u BeiOpath BkIaaxy JonmoJHUTEIBHO.

2. @opmaTupoBaHue ad3ales.

JIroGasi mocienoBaTeIbHOCTh CHMBOJIOB B TEKCTE Ha3bIBACTCS (PparMeHTOM.
A03a1 — 3To PparMeHT TeKCTa, 3aKaHUYMBAIOIIMICS HaXkaTheM KiaBuiiu Enter.

dopmatupoBaHue ad3aleB MpeaycMaTpUBAacT M3MEHEHHE OTCTYINOB ab3aleB B
TEKCTEe, M3MCHCHHE HWHTEPBAJIOB MEXIY CTPOKAMHM W MEXIy ab3amamu, yCTaHOBKY
KpacHOM CTpPOKH, BBIpaBHHBaHHE a03aleB. BhIMogHSAETCS KOMaHIaMHU BKJIQJKU
I'naBHasi/rpynna A03all WM C TOMOIIBIO KOHTEKCTHOTO MEHI0. MOXXHO Takke
OTKPBITh JHAIOTOBOE OKHO A®03al, 4TOOBI MOJYYHTH AOCTYN K HamOojee IMOTHOMY
Ha0Opy KOMaHI.

CoxpaHeHue JOKYyMEHTA Ha JUCKe

Beimmonnsercs komangon @ain  (Knonmka Office)/Coxpanurs kak. B
nuanoroBoM okHe CoxpaHeHHe JOKYMeHTa ClelyeT BbIOpaTh ANCK, MamKy, B TOJIE
MMEHM BBECTH WMl coxpaHsemoro ¢aitia W Haxarb KHONKY CoOXpaHUTh s
COXpAaHEHHUS JOKYMEHTA.

[ToBTOpHOE COXpaHEHHWE JOKYMEHTAa BBITIOJNHSIECTCS KHOMKOW CoOXpaHUTh Ha
naHesnu ObICTPOro J0CTyIA.

OTKpl)ITl/Ie AOKYMEHTA

Bemmonnsiercss komanpon @ain(Knonka Office)/OTKpbITh WIM IETYKOM

']
MBIIIIKX 10 OJHOMMCHHOHN KHOIIKE Ha IIaHCIIN 6BICTpOFO AOCTYIIA. B AUaJIOTOBOM
OKHC OTKprTI/Ie HAOKYMEHTA CIICAYCT yKas3aTb JUCK, IAIIKy, C€CIIN H€O6XOI[I/IMO — THII
@aﬁna 151 BI)I6paTL UM U3 ITIOABHUBIICTOCA CITMCKA.

Onepanum MOMUCKAa U 3aMeHbI

B moxymentax Word MOXXHO OCYIIECTBIISITh TIOWCK W 3aMEHY TEKCTa, (JopMaToB
(mpudTa, ab3ana, si3bIka, CTHIISI), Pa3IMUHBIX CHMBOJIOB (Mapkepa a03aila, CHOCKH,
npuMevaHusi, mpoodena u mp.).

Jlist aToro uenonb3yrores komanasl I'naBnas/rpynna Penakrupoanue/Haiitu
(tonbko Ilouck) nnu 3amenuts (ITouck u 3amena).

JIns yTOYHEHHS TIOMCKA MCIOJB3YIOTCS BKIAIKH M (QJIaKKH JTHATIOTOBOrO OKHA
Haiitu u 3aMeHUTD.

B none Haiitu yka3biBaercs oOpasell morcka, a B mojie 3aMeHUThb Ha — o0pasenl
3aMEHBL.

Knonka 3amMeHMTBH TM03BOJISIET 3aMCHHTh HaWJACHHBIM oOpasen IOoucKa Ha
oOpa3er, TOMEeNIEHHBIN B 1T0JIe 3aMEeHUTh HAa U UCKaTh CIEAYIOIee BXOKICHHUE.



Knomka 3amMeHMTH BcCe TO3BOJSET UCKATh BCE BXOXKACHHUS oOpaslia W3 IO
HaiiTu 1 3aMeHHUTH €ro Ha 00pa3ell U3 NoJisi 3aMeHUTh Ha 110 BCEMY JIOKYMEHTY.

IIo oxoHuanuu OIICpalM OTKPLIBACTCA IOHUAJIOTOBOC OKHO C COO6HI€HI/I€M 0
KOJIMYCCTBC 3aMCH U C 3aIIpOCOM O IIPOIJOJLKCHHUU ITOHCKaA.



Taoaununbiii perakTop Microsoft Exel

Microsoft Excel — Tabmuunblii mnporeccop, mporpaMma i CO3JaHUS |
00paboTku 31eKTpoHHbIX Tabmmil. Microsoft Excel mo3Bomnsier paborars ¢ Tabnunamu
B JIByX peXKUMaxX:

- OObIYHBIN — HanbOoJIee YIOOHBIN AJI BBIITOJIHEHHS OOJBIIMHCTBA ONEpalui.

- PazmeTkacTpanmu—ya00eH 71 OKOHYATEIbHOTO (POpMATUPOBAHMS TAOIMIIbI
nepea pacnedyatkoil. I'paHUIbl MEXIy CTpaHULIAMH B 3TOM PEXHME OTOOpa)KaroTCs
CUHUMHU MYHKTUPHBIMU JIMHUSAMH, TPAHULBI TaOIHIBI — CIUIOUIHOW CHUHEW JIMHUEH,
NEepeTIruBasi KOTOPYI MOKHO U3MEHSTh pa3Mephl TAOJIHIIbI.

Jns nepexoja MEXKITY pexuMaMu OObIuHbBIA 151
Pa3MeTkacTpaHMIUCIIONB3YIOTCSI COOTBETCTBYIOIINE MYHKTHI MEHIO Bu.

[Ton manensstmu uHcTpymeHTOB Microsoft Excel oObryHO HaxomguTcsi cTpoka
(GopMyJ1, a B HIOKHEW 4acTH OKHA — CTPOKa COCTOsIHUS. UTOOBI BBIBECTH WK yOpaTh
3TH CTPOKH, ClIeAyeT B MeHI0 Bua BbIOpaTh cOOTBeTCTBYOIIME MyHKThHL: CTpoka
dbopmyn win CTpoka COCTOSIHUS.

®aiin Microsoft Excel na3piBaetcst padoueii knuuroi. PaGouass kHura cocrour
U3 padovux JHCTOB, MeHa KoTopbix (JIucrl, Jluct2, ...) BhIBEAEHBI Ha SIPJIbIKAX B
HWKHEH 4acTu OKHa pabouel kuuru. lllenkas mo spibikam, MOXHO MEPEXOIUTh OT
JIUCTA K JJUCTY BHYTpH pabodeil KHUTH. I MpOKpyUYHBaHUS SIPIBIKOB MCIOIb3YIOTCS
KHOIIKM CJIEBA OT TOPU30HTAIBHONU KOOPAUHATHOU JINHEUKMU:

PaGounii mucT npeacrasisieT co0oi TabIUILy, COCTOSIIYIO U3 CTOJIOIIOB U CTPOK.
CronO1bl UMEHYIOTCS JIATUHCKUMU OyKBaMH, a CTpoku — Iudpamu. Kaxknas sueiika
TaONUIBI UMEET aJipec, KOTOPBIM COCTOUT M3 WMEHHM CTPOKHM W HMMEHHU CTOJIOIa.
Hanpuwmep, ecnu siueiika Haxoautcs B cronodue F u ctpoke 7, To oHa umeer anpec F7.

Opna w3 s4yeek TaOMUIBl BCErna SABISETCS AKTMBHOM. AKTUBHAs siUeiika
BbIICNIAECTCS paMKoi. UTOoOblI cienarh sS4elKy aKTHUBHOM, HEOOXOAMMO KIIABUIIIAMHU
YIIPABJIEHUs KYPCOPOM IIOJABECTH PAMKY K OTOU SIYEHKE UM LIEIKHYTh B HEM MBILIBIO.

JUis  BBIENEHHUS HECKOJBKMX CMEXKHBIX sU€eK HEOOXOAMMO YCTaHOBMTH
yKa3aTesb MBIIIM B OJHY U3 S4YEEK, HAXKATh JIEBYIO KHOIKY MBIIIM U, HE OTIIyCKas €e,
pacTSHyTh BBIJCJIEHHE Ha BCIO 00nacTh. J[s1 BbIAENEHUS HECKOJIBKUX HECMEKHBIX
Ipynn sYeeK CIeNyeT BBIIEIUTh OJHY Ipymiy, Haxarh kiasuiry Ctrl u, He oTmyckas
€€, BBIACIINUTD IPYTUE TUEHKH.

UToOBl BBIACIHMTH MEJbIH CTONOCI WM CTPOKY TaOJUIBl, HEOOXOAMMO
IICJIKHYTh MBIIIBIO HA €r0 UMEHH. {7151 BBIICTICHUS HECKOJIBKHUX CTOJOIIOB MU CTPOK
CJIeIyeT IIEIKHYTh Ha MMCHHU TEPBOrO CTOJIONA MM CTPOKU U PACTSIHYThH BBIJCIICHHC
Ha BCIO 00J1aCTb.

I[JIH BBIACIICHUA HCCKOJIBKUX JIMCTOB HCO6XOI[I/IMO HaXaTb KJIABUITY Ctrl Hu, HC
OTITYCKas €€, IICJIKATh Ha APJIbIKaX JIMCTOB.



Jlns BBOJA JAHHBIX B sSYEHKYy HEOOXOJMMO CHENaTh €€ aKTMBHOW M BBECTH
JAHHBIE C KJIaBUATYyphl. J[aHHbBIE TOSABATCA B STYEHKE U B CTPOKE pEeAaKTUPOBaHUs (pHC.
1). Jlns 3aBepiieHus BBoJA cienyeT HaxkaTh Enter Wim oHYy M3 KJIABUIL YIPABICHUS
Kypcopowm. [Iporiecc BBOJa JaHHBIX 3aKOHYUTCA U AKTUBHOM CTaHET COCEIHSA SUYEHKa.

i 1

S| X v =

Puc. 1
UToOBI OTPETaKTUPOBATH JIAHHBIC B STYCHKE, HEOOXOIUMO:

© cenaTh SYEeUKy aKTUBHOM M HaXkaTh KiaBuilly F2 Wiy JBaXAbl MIETKHYTh B SU€iKe
MBIIIBIO;

" B STYCHKE MOSIBUTCS TEKCTOBBIM KypPCOpP, KOTOPBIM MOKHO NEPEIBUTaTh KIABUIIAMHU
YIIPABJICHUS KyPCOPOM;

* OTPEAAKTUPOBATH TAHHBIE;

* BBIUTHU U3 pEeKAMa PEIaKTUPOBaHUs KiaBuiien Enter.

PABOTA C ®POPMYJIAMU

Berunciienns B Tabaunax BBITIOJIHSIOTCS C
oMo popmya. @opMyJsia MOXKET COCTOSATh W3 MaTEMaTHYECKUX OIEpaTOpOB,
3HAYCHHM, CCHUIOK Ha A4YEKy M MMeHa (QyHKIH. Pe3ynpTaT BIMONHEHUS (OPMYIIBI
€CTh HEKOTOPOE HOBOE 3HAUYEHHE, COJEepKallleecs B AUeHKe, I/ie HaXOauTcs popMyia.
®opmyiia HaYMHAETCs CO 3HaKa paBeHcTBa "=". B ¢Gopmyse MOryT HCIONIb30BaThCA
apudmMeTnueckue omnepatopsl +, -, *, /. Tlopsok BBIUMUCICHHUN OMNpeaeseTcs
OOBIYHBIMU MAaTEMATUYECKUMH 3aKOHAMHU.

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

KoOHCTaHTBI — TEKCTOBBIE WM YHCIOBBIE 3HAYEHMs, KOTOPBIE BBOJIATCS B
SAYEHUKY U HE MOTYT U3MEHATHCS BO BPEMSI BBIYMCIICHUM.

Ccbliika HAa siYellKy WM TPynmy siyeek — CIoco0, KOTOPBIM YKa3bIBaeTCs
KOHKpETHas s4eiika WM HECKOJbKO siueek. CcbUIKa Ha OTIEIbHYIO SYEHKYy — ee
KOOPJIMHATHI. 3HAYEHHUE MMYCTON STYEHKH PaBHO HYJIIO.

CcpUTKH Ha STYEHWKH OBIBAIOT IBYX THIIOB:

—OTHOCHTEJIbHbIE — KOT'/Ia STYeHKH 0003HAYAIOTCSl OTHOCUTENIbHBIM CMEIIEHHEM
oT sueliku ¢ popmynoit (Hanpumep: F7).

—a0COIIOTHBIE — KOTJa sYCHKH O0003HA4YaroTCs KOOpJAMHATAMH SYEEK B
coueTanuu co 3HakoM $(Hampumep: $F$7).

KomOunanus npenpiaymux tunos (Hanpumep: F$7).

[Ipn komupoBaHuu (HOPMYJT OTHOCUTENIbHBIE CCHUIKM WM3MEHSIOTCS Ha pa3Mep
[IEPEMEILECHMUS.

Jlyist oOpaliieHus K TpyTe siueeK UCTOIb3YIOTCS CTIeIHaIbHBIE CUMBOJIBIL:



: (mBoeroume) — dopMupyer oOpamieHue K OJIOKy sdeek. Uepes nBoeroune
yKa3bIBaeTCs JieBasi BEPXHsS M TpaBas HIDKHsA siueriku Onoka. Hampumep: C4:D6 —
oOpatienue k siueiikam C4, C5, C6, D4, DS, D6.

; (Touka c 3ansAToi) — o0OO03Hauaer oObBeAUMHEHHE sueek. Hampumep,
D2:D4;D6:D8 — obpamenue k siuerikam D2, D3, D4, D6, D7, DS.

1

Jlnst BBoja opMysibl B SIUEHKY CIIEIyeT BBECTH 3HAK u popmyny s
BblunciieHus. [locne Haxartus wimaBumm Enter B g4elike NOSBUTCA PpPe3yJbTar
BbrunciieHus. [lpu Beienennn siueiiku, comepkamei hopmyiy, hopMyra MosSBIsSIETCS
B CTPOKE PEIAKTUPOBAHUSL.



Co3naHue npe3eHTALIMA

IIporpamma PowerPoint. OCHOBHOe Ha3HAYE€HUE U BO3MOKHOCTH

IIpeseHTanus - cj10BO, UMEIOILIEE JBA 3HAUCHUS:

« OOBIYHOE, B CMBICTIE: MOKA3 HOBOTO TOBapa, MpeAbsBJIeHHEe ITUPOKON MyOIHnKe
HOBOH KOJUICKIIMM MOJ WM KHHO(MHIIBMA; TO K€ caMoe€ IS HOBOWM KOMITBIOTEPHOM
MIpOrpaMMBbl Mepe]l HayajaoM €€ MpoJIaX; peKiiaMHasi, MONyJISIpU3UPYIoIas AKIHS;

¢ y3KO€, B CMBICIIE: [OKYMEHT, CO3JaHHblii B mnporpamme PowerPoint.
[IpezeHTanusa (B CMbICIE AOKYMEHT) IIPEACTaBIAET COOOW MOCIEA0BATENbHOCTh
CMEHSIOLIUX JAPYr JIpyra CJAAWA0B - TO €CTh 3JIEKTPOHHBIX CTPAHMYEK, 3aHMMAIOIINX
BECh PKpaH MOHUTOpA (0€3 MPUCYTCTBUS MaHENIel IPOrpamMMBbl).

[IpoBenenne  mpeseHTanuu  (paccMaTpuBaeMOM, Kak  aKmusl), MOXET
COMPOBOXKJIATbCS TOKA30M TMpe3eHTaluu (B CMBbICIEC AOKYMEHTA) Jii YBEIUUYCHUS
HATJIATHOCTH M JIEMOHCTPALlMM OOBEKTOB M COOBITUN, KOTOpPHIE HE MOTYT OBITH
HEIMOCPEACTBEHHO MPEIbSBICHBI Ay JTUTOPUH.

IIpe3enTanus - 3TO LeIEHANIPABICHHBIA HHPOPMAIIMOHHBIIN TPOLIECC, peraronui
cBoM 3amaun. POpMbI TPE3EHTAIMd MOTYT OBITh CaMble pa3Hble: HA BBHICTABOYHOM
CTEHJIe, NPU KOHTAKTE C IIOKyNaTeJIeM MpPH JIMYHOW IPOAAXKE WIM B MarasmHe, B
JICKIIMOHHON ayJWTOPUH, TO TEJICBUACHUIO WIW paguo W T.A. B mobom ciydae
Ipe3eHTalus - 3TO KOMMYHHUKALIMOHHBIN mporecc.B obmem ciaydae mnpeseHTaus
MOXET OCYIIECTBIATHCA:

®4EJIOBEKOM C IIOMOIIBI TEXHUYECKUX CPEJICTB

eC TMOMOIIBI0 TEXHUYECKHX CpEICTB 0e3 ydacTus ueloBeKa (Harpumep,
KHHOIIOKA3)

®4yeJIOBEKOM 0€3 BCIIOMOTaTeIbHbIX CPE/ICTB.

Kaxnpiil u3 crnmoco00B UMEET CBOM HEIOCTAaTKU U CBOM mpeumytnecTtBa. [loatomy
BBEIOOP OOBIYHO JENIACTCS C yUETOM Liesieil M 3a/1a4 OPraHu3aliu Mpe3eHTaluu.

ITonck ONTUMAIBHOM TEXHOJIOTMH JOJITO IIEJI B HAIIPABJICHUU HCIIOJIb30BAHUS
JOKJIaTUYUKOM (pU3MdecKux mMojeneil u rpaguueckux wutroctparuii. [lepenavya 3Hanui
yepe3 rpaduueckoe H300paKEHUE PEATM30BBIBAIACH C TIOMOIIBI0 KHHOMPOEKTOPOB,
CHAUI-IIPOEKTOPOB U T.A.

BcenenctBue  ocoOEHHOCTEH  4eIOBEYECKOTO BOCHPHUATHS  peIarolas
yOeIUTEeTbHOCTh JIOCTUTAIACh HWMEHHO C TIOMOUIBIO CJAiJoB, KOTOpbIE B XOJ€
MPE3CHTAIUU JOKIAJUUK MOKAa3bIBAJ ISl WIUTFOCTPAIUU €r0 HIEH.

KommbroTep okazancsi 6onee 3pPeKTUBHBIM BCIIOMOTaTENIbHBIM CpeACTBOM. Ero
rpaduyeckre BO3MOKHOCTU MPAKTUYECKH Oe3rpaHuYHbl. ECTECTBEHHO, UTO TEXHOJIOTHUS
KOMITBIOTEPHOW MPE3CHTAUMU MAJIO MOXOAUT Ha IOKAa3 KJIAaCCHUYEeCKUX crauaoB. Ho
BBIPAOOTABIIIUICS CTEPEOTHI CETOAHS OMUPAETCS Ha TMOHSATHE Claima, XOTS caMux
CJIAM0B YK€ JaBHO HET.

KoMmbroTepHble TEXHOJOTUM MPE3eHTAIMK 00JaJat0T MPHUBJICKATEILHOCTHIO KaK
JUTsI KOMMYHUKAIIMI ¢ y9acTHeM 4esioBeKa (Mpe3eHTAluM ¢ JOKJIATYMKOM), TaK U s
1eJel 3a0YHbIX KOMMYHHUKAIIMK (ABTOHOMHBbIE MIPE3eHTALNH).



O6namas TakoW BO3MOXKHOCTBIO, KaK HMHTEPAKTUBHOCTh, KOMIIBIOTEPHBIC
MIPE3EHTAIlMU MMO3BOJIAIOT 00eceunTh Y(PPEKTUBHYIO afanTaIii0 KOMMYHHKAITMOHHOTO
npolecca 1noj 0CO0EHHOCTH JTH0AEH-IoydaTeneii UHpOpMariu:

eBpemeHHass ~ MHTEPAKTHMBHOCTh  00€CIIEUYMBAET  BO3MOXKHOCTH  JIFOISM
CaMOCTOATENILHO OMNpPEAeNsATh Havallo, MPOJOJLKUTEIBLHOCTh IMpoIlecca YCBOCHUS
UH(GOPMAIIMHU U CKOPOCTh IPOJBUKEHUS 110 HHPOPMAIIMOHHBIM pecypcam.
o [HTEepaKTHUBHOCTH 1O OYEPETHOCTH TO3BOJISET JIIOJASIM CBOOOJHO OMPEICIISThH
OUYEPETHOCTh HCIIOIH30BaHUA (PparMeHTOB MH(GOPMAIIHH.
eConepxaTelbHas MHTEPAKTUBHOCTh JA€T BO3MOXKHOCTH JIIOJSIM HW3MEHSTH,
JOTIONHSATH WM K€ YMEHbIIATh 00heM MPUHUMAEMON HHPOPMAIIUH.
NHTEepakTUBHOCTh  OYEHb Ba)XKHA TMPU  HCIOJIB30BAHUU  KOMIBIOTEPHOM
npe3eHTanuu 0e3 qoKIaauuKa (ABTOHOMHBIE PE3CHTAIIHH ).

Kpome muaakTHYECKUX MPEUMYIIECTB KOMITBIOTECPHBIC IMPE3CHTAMKM 00JagaroT
PAIOM JOCTOMHCTB, CBS3aHHBIX C THPAKHPOBAHUEM U pacmpocTpaHeHueM. Co3aaHHbIC
OJIHAXKJIBI HAa MAarHUTHBIX HOCHUTEISAX MOJCIH, CXEMbl, JHarpaMMbl, CIIaiJIbl,
BHJICOKJIMIIBI, 3BYKOBBIC (DparMEHTHl MOTYT KOMIIAKTHO XPaHUTHCS B IU(PPOBOM BHUJIEC.
OHu HE TOPTATCS, HE 3aHMMAIOT MHOTO MECTa, CBOOOJHO YIPaBJISIOTCS B IIpoIecce
JEMOHCTPAIUH U TTPU HEOOXOIMMOCTH JIETKO MOTYT OBITH MOAU(PUITUPOBAHBI.

PacripocTpansemMble Ha MArHUTHBIX HOCUTEJSIX TPE3CHTAIMU JICIICBIEC W
sbdextuBHee mnedatHbiX. OHU 0€3 3HAYUTENBHBIX YCHWIMH TUPAKUPYIOTCA W,
CJIETIOBATEIHHO, OBICTPO CTAHOBSITCS MPEIMETOM OOMEHA.

Caajin - noruyecku aBTOHOMHAs WH(GOPMAIMOHHAS CTPYKTypa, coJepiKalias
paznu4yHble OOBEKTHI, KOTOPHIE MPEJCTABISIOTCS Ha OOIIEM HSKpaHE B BHUJEC €IUHOMN
KOMIIO3HUIIUH.

C nomompio PowerPoint MoXHO co371aBaTh CBSI3aHHYHO TOCIIEIOBATEIBHOCTD
ClIaiiIoB, KOTOpasi, COOCTBEHHO, W Ha3bIBaeTCs Mpe3eHTanueil. MoxxeT ObITh co37aHa
Mpe3CHTAIMs, CoAepIKalas O0IbIIOE KOJTUISCTBO CIANIOB.

HUrak:

[Ipe3enTanus - 370 HaOOP Ciail0B, OOBEIUHEHHBIX OJHOM UJEeH U XPAHSAIIUXCS B
oOiem (aiine.

B oxHoOi npe3eHTannu MOXET ObITh TPOU3BOJIBHOW YUCIIO CIIANIOB.

[Ipe3eHTanuu MOTYT CO3/1aBaThCs HE TOJIBKO JIJIS TIOKa3a Ha OOJIBIIIOM DKpaHEe IS
KOJUICKTHBA CIyIIaTeiell B ayJIUTOPHUH, HO TAaKXE€ MOTYT OBITh HCIIOJIb30BaHBI KaK
BCIIOMOTATEIbHBIA y4YEOHBIM MaTepuai, MpeJHa3HAYEHHbIM Il WHIWBHUAYyaJbHOU
pabotbl. Co3maHHBIE MPE3EHTALMKM JIETKO TUPAKUPYIOTCA, MOTYT OBITh MOKAa3aHBI
MPAKTUYECKHU HA JIFOOOM KOMIIBIOTEPE W MPEJCTABISIOT COOOM MpEeKpacHOe CPeiCTBO
ayIMOBU3YyaJbHOM TMOJJEPKKU JIFOOOTO JOKJIaJa — BBICTYIUICHUS HA HAay4yHOU
KOH(EepeHIMHU, OTYeTa Mepel Ha4aJIbCTBOM WJIM YPOKa B KJlacce.



[Iporpamma PowerPoint (Bxoasmas B cocraB mnakera Microsoft Office)
MO3BOJISIET CO3/1aBaTh Mpe3eHTauMu ¢ dhdexTaMu aHUMAIUKA OTACITBHBIX OOBEKTOB
(magmuceit, ¢potorpaduii, pUCYHKOB), CO 3BYKOBBIM COIPOBOXKJICHUEM, JEMOHCTpaLuen
BUJICO(DparMEHTOB, C BO3MOXKHOCTBHIO PAa3BETBJICHUS MPE3CHTALUUA IYTEM CO3JaHus
runepcchuiok. [IporpamMmma BxirouaeT B ce0si BO3MOKHOCTH HECIOXKHOTO PUCOBAHUS U
0o0paboTKu pUCYHKOB U (DoTorpaduil. Kpome Ttoro, IIporpamma Moxer
UCTIONIb30BAThCS /ISl CO3/IaHUs Pa3HOTO POJIa pa3IaTOUYHBIX MaTePUATIOB.

7 THUIIOB Npe3eHTALM M.

1. OpunuanbHas npeseHTANUSA

Od¢uuuanpHas Mpe3eHTaluus - pa3IMyHOro poAa OTYEThI, JOKIaAbl U T.J. MEpea
BBILIECTOSIMM HAYaJIbCTBOM, KOTOPOE CMOTPUT Ha Bac «X0NOIHBIMIW TIIa3aMH.

3necb HEOOXOJMM CTPOTMWA JW3ailH, BBIIEPXKAHHOCTb, €IMHBIA 1IA0JIOH
oopmiieHus AJ1s BCEX CIaiioB.

Bo3moxxHble aHUManMoHHbIE 3 (EKTbl CTPOro I03UpOBaHbl. Pa3BiexarenbHbIN
JIEMEHT CBEJEH K MUHUMYMY. [Ipn 3T0M BBl 10KHBI YUUTBIBATH, 4TO OJHA U3 Bammx
3aJ]a4 — paCIOJIOKUTh ayJUTOPUI0 K cebe, TO eCTh BO3EHCTBOBAaTh HE TOJBKO Ha
CO3HAHME, HO U Ha DMOLIUH.

Kak HM yAuBHMTEJBHO — OAHMM H3 CIOCO00B TAKOr0 BO3ACHCTBHMA SIBJISCTCH
Y€TKOEe CTPYKTYPHMPOBaHHEe, MUMHMMYM BBOJHBIX CJI0B, KPYIHbIN TeKCT (JIIOIM He
Hanpsrawrcs, yutasa Bamum ciaaiasr). Ob0sizaTenbHo [lonseneHne UTOroB B KOHIE
JAOKJIAA, & €CJIM eCTh BO3MOKHOCTh, TO HMeeT CMBICJI 1aBaTh KPAaTKHE BLIBOAbI 110
X0y Jesa

2. OpuunaabHO-3MOLMOHAJIbHAS NPe3eHTAUUA - JTAa NpPe3eHTAlMs A0JKHA
pocTurare ABYX weineil. C ogHOM CTOpOHBI, Bl XOoTHTE mnepeaars CiymaTeasM
HEKOTOpYI0 oduuuaibHyto HHQopmanuio. C JOpyroil CTOpPOHBI - IPOU3BECTU
BIICUATJICHWE, BOOAYIIEBUTH Bamy ayauropuro. CremnoBaTenbHO, 3Ta IMPE3CHTALUS
TOK€ MOKET ObITh OTHECEHA K O()ULINATbHO-AMOLMOHAILHOMY THILY.

3. «IlamakaTe» - 3TOM cCiy4yae Mpe3eHTalus 3aMeHseT co0oM mpocTeiine
CPENCTBA TEXHUYECKOTO COIPOBOKICHHUS.

Kommnrerotep ucnonb3yercs: kKak oObIYHBIN ciaiia-npoektop. Ha cialijax — TOJIbKO
WUTIOCTPAllMd ¢ MUHUMYMOM moAnuceid. Best paboTa 1mo pa3bsiCHEHUIO COACPKUMOTO
JEXKUT Ha JOKJIaguuke. Bricoko kenareneH enuHblil mabioH ogopmieHus. To ectb
€CJIM OH U3MEHSIETCSl OT Cllaifjla K Cliaiiay, NIl 3TOro JOJIKHBI ObITh KaKHe-TO BECKHUE
IIPUYUHBI. be3 Hy Kbl €r0 HE CIeayET MEHSATD.

B kauectBe mnpumepa — reorpaduueckue KapThl, IUIAKaThl IO YCTPOMNCTBY
aBTOMOOWJIS U T.JI.
4. «J/IBoiiHoe eiicTBMe» - TIpU MPABUIBLHOM paclpeeieHUd BHUMAaHUS

ydamuxcsi, Bbl 3ajmeiicTByeTe TpU MeXaHHM3Ma BOCHPHUSTHS — 3PUTEIbHO-00pa3HoOe
BOCIIPUSTHE, CBsi3aHHOE C (ororpadusiMu, CIyXOBOE CO3HATENBHOE, CBSI3aHHOE C
MOHMMAHUEM TOTO, YTO BBl roBOpuTE, NOMOJHHUTEIBHOE 3PUTEIBHOE CO3HATENIBHOE,
CBSI3aHHOE C OJJHOBPEMEHHBIM YTEHUEM JIONOJIHUTEIBLHOIO MaTepHaa.

Bbl MoOxeTe TOCTpOUThH Cllalil TakK, 4YTOOBl TPH HEW3MEHHOM BU3YyaJIbHOM
MaTepHualie CMEHsUICA TEKCTOBBIN psif. 11 Ha000poT.



JIBOMCTBEHHOCTh JCWCTBUS TYyT B TOM, 4YTO B JIONMOJHEHHE K OOBIYHOMY
BO3JICVICTBUIO — 3PUTENBHOE U CIIyXOBOE, MOSIBISAETCS TPETHE.

Takas 3arpy3ka ciymaTens, BEpOSTHO, HambOoiee 3(p¢eKTHBHA B MpeaMeTrax
IYMaHUTApHOTO LIUKJIa — reorpadus, UCTOpUs, MUPOBas Xy10’KECTBEHHAs KyJIbTypa.

Hamnpumep, pacckaspiBas 00 smoxe Iletpa Ileporo, Bl MoxkeTe mnOCTOSHHO
JepKaTh Ha JKpaHE €ro MOPTPET, a CBEACHUSA O €ro AESHUSIX - MEHATH . Bbl Moxkere
TaKKe€ MPUBOJNTH HA DKPAHE MOCTENEHHYIO CMEHY €ro IMOPTPETOB B XPOHOJIOTHYECKON
MOCJIEIOBATENbHOCTH, YBA3bIBas UX C cOObITUSIMH B uctopun Poccuu. Bbl Moxerte
TaK)Ke MCIOJIb30BaTh aHUMAIIWIO, IIPU KOTOPOM OJMH MOPTPET Kak Obl pacTBOpsiETCS, a
€ro 3aMEHSIET IPYTOM.

5. UnTepakTuBHbI ceMuHap (ypok) - Eciou Bl mnaHupyere mpoBeCcTH YPOK,
cemMuHap (AOKJIaT) B PEKUME AUAJIOra ¢ ayAUTOPHEH, TO CTAHOBSTCS JOMYCTUMBIMHU
pa3TuYHbIC aHUMAIINH, BRIEIKAIONTUE KAPTUHKH, Bpamatomuecs Gotorpaduu, 00bEKTHI
HABUTAIlMW, U OCOOCHHO - Pa3BeTBJIEHUS] NMpPe3eHTAIMU: B 3aBUCUMOCTH OT TOTO,
KAKH€ OTBETHI JAOT CIyLIATEIU, KaK OHU PEarupyroT Ha Bamm BOIIPOCH U CYKICHHUS.

B Ttakoil mpe3eHTanuu MOXXET He OBbITh €JUHOr0 AJI1 BCEX CIaioB IIabjaoHa
o opmIIeHHUS.

XOTs B Ha3BaHUE CTPAHUIBI BHIHECEHBI CIIOBA CEMMHAP U YPOK, TO €CTh 110 paHee
pPacCMOTPEHHOM KJIacCU(UKAIUU - 3TO TaKas MPE3eHTalNsl, KOTOPYIO MOKHO BbICTaBUTh
Ha KOMITBIOTEPHl YYEHUKOB, ABTOP HE JyMaeT, 4To 3TO CTOUT nenaTh! Bee pazOpenyres
"KTO B JIEC, KTO IO ApOBa", MOMEHTAJILHO TIOTEPSIETE BCIO KOJJIEKTUBHOCTH Pa0OTHI

6. DJIeKTPOHHBINA JOKYMEHT /Uil CAMOCTOAATeIbHOI nmpopadorku - Marepuan
JOJKEH OBITh M3JI0KEH MCUEPHBIBAIONIE TMOJAPOOHO, MOTOMY UTO Y 3pUTENs HET
BO3MOXKHOCTH IMEPECHPOCUTh JOKJIATYMKA. JIOMOJHUTENBHBIA MaTepuall MOXKET
BBI3BATHCSI TUIEPCCHUIKAMH (HEBaXXKHO, 4TO BBl MoOkKa HE H3ydald, 4TO 3TO TakKoe,
rJIaBHOE, YTO BbI MOXeTe BbI3BaTh JIOMOJIHUTEIBHBIN CIaij, a MOTOM BEPHYThCS Ha
npeaslaynmii.) B kpaiiHem cilyyae, MOXKHO HCIOJb30BaTh CIEHHUAIbHbIE 3aMETKU K
Claiay, HO TOTJIa HaJl0 OTOBOPUTH, YTO OHHU €CTh.

Hapuranusa He AOMKHA JOMYCKaTh BO3MOXKHOCTH «3a0NyJIUThCA», YUTH Ha HE
NpaBUIbHYIO BETBb. [ OBOpS Ha MH)KEHEPHOM S3bIKE, JKEIaTeJIbHO, YTOOBbl HABHTalUs
OblIa «3acTpaxoBaHa OT Aypaka», IpUYEeM CpelcTBaMHu TexHuuyeckumu. Hampumep, c
JAHHOTO CJIaii/la HaJI0 yXOJAUTh TOJIBKO IETYKOM IT0 KHOmNKaM «/la» nim «Her».

Takas npe3eHTaruss paKTUYECKU SIBISETCS SJICKTPOHHBIM YYEOHBIM MaTepUajoM,
IIpY 3TOM OHa Bamu co3paercss UMEHHO Kak DJIEKTPOHHBIN MaTepuall, B pacyere Ha
€ro YTeHHe C JKpaHa. M mosTomy He SBISIETCS MPOCTHIM MEPET0KEHUEM IEYATHOTO
JIOKYMEHTA B DJICKTPOHHBIN BU/I.

7. UndopmanuoHnbid poauk - C OJHOM CTOPOHBI — OTO Marepua,
"oTuyxkJieHHbIH" OT Bac. PosMKk HOM&EH KPYTUTHCS CAMOCTOSTENIbHO U HE3aBUCHUMO OT
Bac, npruem aBTOMaTHYECKH BO3BPAILATHCSA HA HAYAJIO.

Bece nokas npoxogut B ABTOMATHUYECKOM pexume.

Bama 3amadya — npuBiekaTb BHUMAaHHME IIOCETUTENEH BBICTaBKH, KOTOpBIE
npoxoasaT mMumo Bamero crenpma. CnemoBarenbHO, B Baiieil mpe3eHTaluu JOIKHBI
OBITh IOCTATOYHO KPYIHbIE TEKCTHI, HHPOPMALMOHHO-pEKIIaMHOT0 Xapakrepa («105 %
HaIlllMX BBITYCKHUKOB MOCTynarT B BY3b» — Takas Haanuchk, mojararo, IPUBJICYET



BHuManwe!). lomkusl 661 HATJISIJIHBIE matepuansi, paccuntanusie Ha BBICTPOE
BOCIIPUATHE

MeTtoan4yeckue peKOMEHAAUY ISl IPenojgaBaTeen
IIpakTnueckoe 3aganus Ne 1: @opMaTupoBaHHe TEKCTA:

a) cO3/1aTh HOBBIM IOKYMEHT M HAOpaTh Ha KJIaBHATYyPE TEKCT:



TEKCTOBBIU PEJAKTOP MICROSOFT WORD

(mpugpm Times New Roman (TNR), pazmep 14 nynktoB (IIT), Hauepmanue

OOBIYHBIHN, BCE MIPOIUCHBIE, paMKa HE HY>KHA);

0) ckomupoBaThb W BCTaBUTh TEKCT 11 pa3 depe3 ABOMHON MEXKTYCTPOUHBIH
MHTEPBAJ U OT(HOPMATUPOBATH €r0 Pa3HBIMU MIPUPTAMHU B COOTBETCTBUHU C 33JJaHUEM B

tabaure (cM. Tabm. 1);

B) coxpaHuTh ¢aiin c umerem Illpughm B nuuHOM Nanke.

Tabmuua 1

3ananue st GopMaTUPOBAHUS TEKCTA

MeXCUMBOJIBHBIN
[Mpudt |Hauepranue |Pazmep |Dddextni -
Arial OObIuHbI 14 Her ¥ IIOTHEHHEIH,
1,5 ot
Arial EOHWKHPHH 14 LBer mpudta — cunuii |OOBIYHBIHI
TNR O6LIHLL 12 [BeT UJVpI/IcpTa = Paszpexennsbii,
YKEJITBIN 2 OT
TNR O6LIMHLL 10 [Tonu€pkuBanue, PaspexeHnnbin,
TOJIBKO CIIOBA 1 ot
[TonyxupHbI [IBet mpudTra — .
TNR . 12 " OOBIYHBIM
i KpPaCHBII
TNR ~ |LJOWVRHPHBL 1)y e OGbrambIif
i KypcHB
TNR OObIyHBIH 12 3a4epKHYTHIN OObIYHBIH
TNR OObIuHBIH 14 HaHCTquHHI:I/ OOBIYHBIH
IToxcTpoyHbIi
[TomyxupHbI
TNR i 12 BC?. MPOTIHCHBIC, OObIYHBIT
3€JIEHBIN 1IBET
Kypcus
TNR OObIYHBIH 12 Mauisle nponucHbIe ?gﬂlfTTHeHHHH’
Courier I:IOHY)KI/IpHI:I 12 OnunapHoe O6LIMHLL
New 1 KypCUB 110 {YECPKUBAHUE
Courier OObI4HBIN 12 Jlsoiiroe OObIuHBIN
New MO TYEPKUBAHUE

IIpakTueckoe 3aganue Ne 2. @opmaTupoBaHue Ta0IMI

1. Co3nath TabIHILYy




Taboauuna 1. UacTpyMeHTapuid

HazBanue KonmuuectBo Ilena CtouMoCTh
HHCTPYMEHTA

ITnarnHO 4 . 200 000 pyO.

Kmapner 7 miT. 80 000 pyO.

Cxkpurka 5 mr. 120 000 py®.

basu 3 mr. 130 000 py®.

2. llocuntratb CTOMMOCTh 1O KaXKIOMY HHCTPYMEHTY 10 (dopmyJe:
Cmoumocmov=I]ena*Konuuecmeo

“

JloGaButh B TabMILy cTpouky Utoro

4. Tlocuurate OOmiee konmuuecTBo MHCTpyMeHTOB 1 CyMMapHyI0 CTOMMOCTh
BCEX MHCTPYMEHTOB

5. B ormenpHOM cTpoke IlocumTaTh CpEenHION CTOMMOCTH HHCTPYMEHTOB
(Cymma 1ieHbl KaX10r0 HHCTPYMEHTA : 4)

IIpakTuueckoe 3aganue Ne 3. Co3ganue npe3eHTauuu

1. Co3narh mpe3eHTaluIo U3 S-TH CIIaii10B.

2. J1o6aBUTh aHUMAITHIO KaXKOMYy OOBEKTY Ha Cllaifjie.

3. JloGaBUTH mepexoibl MKy ClIaiamMu

Tect: CoBpeMeHHbIe HH(POPMAIIMOHHBIE TEXHOJIOTHH

1. MuadopmanoHHBIM Ha3bIBaeTCs OOIIECTBO, TC:
a. bonpImMHCTBO paboTarONIUX 3aHITH TPOU3BOJICTBOM, XPaHEHUEM,

nepepaboTKoM u peaim3anueit nHGOpMaIui, 0COOCHHO €€ BBICIICH
(bopMBbI — 3HAHUT;

[lepcoHnanbHbIE KOMIIBIOTEPHI MIUPOKO MCTIOIB3YIOTCS BO BeeX chepax
NESITENHbHOCTH;

O06paboTka nHHOpPMAITUU TPOU3BOIUTCS C UCIIOTH30BAHUEM
KOMITBIOTEPOB

d. IToBcemecTHO pacnpocTpaHeHa BBIUMCIUTEIbHAS TEXHUKA.
2. MudopmanroHHas KyJbTypa 00IecTBa MPeaoJiaraeT:

a.
b.

3HaHWE COBPEMEHHBIX IMPOTPAMMHBIX IPOIYKTOB;

3HaHKME HHOCTPAHHBIX S3BIKOB M YMEHHUE UCIIOJIb30BaTh UX B CBOCH
JESITENLHOCTH;

YMeHue nesaeHanpaBieHHo padboTaTs ¢ HHGOPMAIIME 1 UCTI0Ib30BaTh
ee IS MoJTy4eHus, 00pabOoTKH U Mepeaadynd B KOMIIBIOTEPHYIO
UH()OPMAITMOHHYIO TEXHOJIOTHIO.

3. Undopmartuka - 3T0:

a. IlpuknanHas Hayka;
b. I'ymanuTapHas Hayka;
c. OOmiecTBeHHAs HAyKa;




d. Texnuyeckas.
HNupopMallnOHHBIMU TEXHOJIOTUSMU SIBIISIOTCS:
a. TexHonorus mpou3BOACTBa OyMaru;
b. Texuonorusi 00pabOTKH TEKCTA;
c. TexHomorus BBITyCKa MEYATHOW MPOYKIIUH;
d. TexHomorust XpaHeHus1, TOUCKA U COPTUPOBKH WH(DOpMALIUN
e. Texuonorust 06pabOTKK YUCIOBOM MH(DOPMAIUH.
120 MerabaiiT paBHBbI:
a. 1 I'uraGaiit
b. 1,2 I'uraGait
c. 120000 Kunobaiit
d. 122880 Kunobaiit
ObnacTh npuMeHeHUs] THPOPMAITMOHHBIX TEXHOJIOTUN SBIISIOTCS:
YnpaBneHueckas 1€ATeIbHOCTh
Kommepueckast aesTenbHOCTD
[TpousBoaCTBEHHAS IEATEIBHOCTH JIFOIEH
TBOpUECKas IEATENBHOCTh
[ToTpeOuTenbckas 3IEKTPOHUKA

a0 o

Cuctema jyis coopa u 00padoTku HHGOpPMALIUK, HEOOXOAUMOM JIJIs YIIpaBICHHUS
OpraHu3aluen, MpeAnpusITueM, OTPACIbIO — ATO:
a. MHdpopManimoHHO-yIIpaBiIeHUYeCKasi CUCTEMA;
b. MHbopmanoHHO-TIOUCKOBAsI CUCTEMA;
c. MupopmanimoHHO-CipaBO4Hasl CUCTEMA;
d. Cucrema noaaepx Ky NPUHATHS PEILICHUH;
HNupopMalinoHHO-CIPaBOYHBIMHU CUCTEMaMU SIBJISIFOTCSI:
a. byxranrepckue cuctemsl yueta
b. KommbroTepHbie ClipaBOYHBIE TPABOBBIE CUCTEMBI
c. Cucrtembl ONITUYECKOTO pacrno3HaBaHUus HHPOpMaLUU
d. CucreMbl MaITMHHOTO MEPEBOJIAa TEKCTA
[lepBas pupma, co3zgaBuias KOMIBIOTEP ¢ TpaduuecKUM UHTEP(EcOM U MBIIIbIO
ObL1a:
IBM
Apple
Intel
Hewleff-Packard
e. Compaq

poow

10.ITosiHOLIEHHBIH TIEPCOHANIBHBIA KOMIIBIOTEP HEOOIBIINX TA0APUTHBIX Pa3MEPOB U

MaJioil Macchl — 3TO:
a. Notebbok
b. KapmaHHBII1 KOMIIBIOTED
c. PabGouas cranmus
d. Floppy-disk

11.¥YcrpoiictBamu BBoJa MHGOPMALIMH SIBIISIIOTCS

a. KiaBuarypa



Jururaitzep

Mpbitib

JI>xocTuk
I'padonocTpoutens
CereBont aganrep
CeHCOpHBIN dKpaH

I

12.¥YcrpoiictBamu BbIBOAa HHPOPMALIUU SBIISIOTCS:
a. Mpib
b. Ckanep
c. [ururaiizep
d. ITmorrep
e. Ilpuntep
f. Monem
Kirou
Howmep Bompoca [IpaBriIbHBINM BapuaHT
OTBETA
1 a
2 a, c
3 a
4 b,d, e
5 Cc
6 a,b,c,d, e
7 a
8 b
9 a
10 a
11 a,b,c,d, g
12 d, e
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