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Conepxanue
HaumenoBanue paszaena
1. Lenb u 3amaun Kypca
TpeboBaHus K YPOBHIO OCBOEHUS COJIEPKaHUS Kypca
O0beM MUCIUTITNHBI, BUIBI Y4€OHOW paOOThl M OTYETHOCTH
CtpykTypa u cofep>KaHue AUCITUTIIIUHBI
Opranu3zanusi KOHTPOJISI 3HAHUI

MarepuanbHO-TEXHUYECKOE 00eCIieYeHrEe TUCIUILIMHBI

NS R e D

y‘le6HO-M€TOI[I/I‘IeCKOG )41 HH(i)OpMaHI/IOHHOG obOecreuecHe JAUCTUITIINHBI

[MTPUJIOKEHUE
1. Metoauyeckre peKOMEH IaluK JIJIs PEeToaBaTels

2. Meroauueckue peKOMEHIAIMHA ISl CTYICHTa



I. leanb 1 3a1a4u TUCHUIIIHHBI

Henamu ocsoeHus aucuuiinabl «CoBpeMEHHBbIE HWH(GOPMAIIMOHHBIE
TEXHOJIOTUW» SBIISIOTCS (DOPMHPOBAHUE y CICIIHAIMCTOB YIIIyOJICHHBIX 3HAHUHU B
00J1aCTH COBPEMEHHBIX HMH(POPMAIMOHHBIX U KOMMYHHKAIIMOHHBIX TEXHOJIOTHH,
WH()OPMAIIMOHHOW KYJBTYPhI, OPUEHTAIMS Ha TBOPYECKOE M MpodeccHoHaIbHOe
WCIIOIb30BAaHUE COBPEMEHHBIX JIOCTIDKCHHH KOMIBIOTEPHBIX TEXHOJOTHA B
oOyuenun, Oynaymed  npodeccHOHAaTbHOM  JIEATEIbHOCTH, B  IPOIECcce
caM0o00Opa30BaHMs M TIOBBIIICHUS KBATU(DHUKAIIHH.

3agauy TUCIUILINHEL:

e TIONy4CHHWE HABBIKOB pabOTBI C  HWHCTPYMEHTAMH COBPEMEHHOTO
[IpoexTHOrO ynpasieHus;

e OCBOCHHE MY3BIKAJIbHO-MHTEIICKTYaIbHOTO HHCTPYMEHTApHS (IPUHITUTIBI U
crocoObl IU(PPOBOI 3aMUCH, OTOOPAKEHUS U MOJICTUPOBAaHUS MH(DOPMAIINH,
B TOM YHCJI€ MY3bIKQJIBHBIX COOOIICHUH);

e U3Yy4YeHHE BO3MOXXHOCTEH COBPEMEHHBIX HWH(MOPMAIMOHHBIX CHUCTEM,
oHMaMH-TuTaThopM u  0a3 JAHHBIX JUISI  CO3JIaHMS, IyOJIUKAIUU M
NPOJBIKEHUS ~ TBOPUYECKOTO  KOHTEHTA C  YYETOM  JCHCTBYIOIIETO
3aKOHOJIATEIHCTBA U IPUHIIUIIOB HH(POPMAIIMOHHOMN 0€30MacHOCTH;

e TIOWCK, UCTIOJIb30BAaHUE U CUCTEMAaTH3aIus HHHOPMAIIMOHHBIX PECYPCOB CETH
HNnTepner.

2. Tpe0oBaHUs K YPOBHIO OCBOCHHS COACPKAHUSA TUCHUILIMHBI

HSY‘ICHI/IG JUCHUITIITMHBI HaIrpaBJICHO Ha (I)OpMI/IpOBaHI/IC
06H1€Hp0(b€CCI/IOHaJIBHBIX KOMHGTeHHHﬁ, CITOCOOHOCTH ¥ TOTOBHOCTH CTyACHTA:

HNuaukaropsl
Komnerenuun OCTHKEHHS
KOMIIETEeHIIH
OIIK-4. CnocoGeH  OCYIIECTBIATh | JHANb:
nouck  uHpopMauum B objacth | — OCHOBHBIC MHCTPYMCHTBI
MY3bIKaJIbHOTO HCKYCCTBA, norcka nHGOpMaIHH B
UCIIOJIb30BaTh ee B cBOEH SJIEKTPOHHOM
po(hecCUOHATIBHOM IS TEIIbHOCTH. TeNeKOMMYHUKALMOHHOI ceTH
Unrepner;
— OCHOBHYIO JUTEPATYpYy,

MOCBALICHHY IO BOIIpOcaM




W3yYEHUS MY3bIKaJIbHBIX
COUMHCHU;

Ymems:

— 3(heKTUBHO HAXOIUTH
HEO0OXOIUMYIO

UH(pOpPMALUIO IS
npo¢eCCUOHATIbHBIX

1esneil 1 CBOOOJJHO OPUEHTUPOBATHCS
B

AJIEKTPOHHOMN

TEJICKOMMYHUKAIMOHHOU

cetu MuTepHer;

—  CAMOCTOSITENIBHO  COCTABIIATH
oubnuorpapuyeckuit CITUCOK
TPYJOB, MOCBSIIECHHBIX HU3YYEHUIO
ONpPEIEICHHON npo0sIeMbl B
00J1aCTH MY3BIKAJIbHOTO

HCKYCCTBA,;

Bnaoemy:

— HaBBIKAMH C OCHOBHBIM
paboThI u

0azaMl JAHHBIX B  DJICKTPOHH

ou

TGHGKOMMYHHK&HHOHHOﬁ

cetu HTepHerT;

— wuHpopMmanmeil o HOBeHIIeH
MCKYCCTBOBEIUECKOW JIUTEPATYPE,
O TPOBOAMMBIX KOH(EPEHIMSIX,
3alUTaxX KaHIUAATCKUX U

JOKTOPCKUX
JIACCEPTALUN,
MOCBSIIEHHBIX
pPa3IMYHBIM npobieMam
MY3bIKQJILHOTO UCKYCCTBA.
OIIK-5. CnocoOeH pemarb CTaHIApTHBIE | SHAMb:

3aauu podeccuoHanbHON
NEATENIbHOCTH C
MPUMEHEHUEM nH(pOpMaIIMOHHO-

KOMMYHHUKAIIMOHHBIX TEXHOJIOTUN U C
y4EeTOM
OCHOBHBIX TpeOOBaHMI MH(DOPMAITMOHHON

0€30MaCHOCTH.

— OCHOBHBIC BHABI COBPCMCHHBIX

MH(OPMALIMOHHO-
KOMMYHHKAIIMOHHBIX
TEXHOJIOTUH;

— HOPMBI 3aKOHO/IAaTEJIbCTBA B
obOnacTu

3alUThl UHPOPMAIIUU; — METOJbI
oOecrieyeHust uH(MOPMAITMOHHOU

0e301acCHOCTH;




Ymemn:

00paboTku uH(pOpMaIKH,
Kacaromumncs

KOMMYHHUKAIIUOHHBIC

—  HCHOJB30BaTh KOMITBIOTEPHBIC
TEXHOJIOTHH 111 TIOWCKA, 0OTOOpa |

po¢eCCUOHATILHON JISATEIIbHOCTH;
—  NPUMEHATh HH(POPMALMOHHO-

TEXHOJIOTUH B
COOCTBEHHOM Me1aroruuecKomu,

XYyJI0)KECTBEHHO-TBOPYECKON U

(mm)
HAy4HO-UCCIIEI0BATEIBCKON
TESTENbHOCTH;
Braoemy:
— HaBbIKAMU UCIIOJIb30BaHUS
nH(OPMAIMOHHO-
KOMMYHUKAIITMOHHBIX
TEXHOJIOTUH B cOOCTBEHHOM
npodeccuoHanbHOM AESITeIbHOCTH;
— METOJaMH MPABOBOM 3alIUTHI
uH(popMauu.
3. O0beM AMCHUIIUHBI, BUABI Y4eOHOH padoThl 1 0TYETHOCTH
OO0mmas Tpy10eMKOCTh JUCIUIUIHMHBI — 72 4yaca, ayIuTopHasi pabora — 36 4acos,

camocrosATenpHas padota — 36 yacoB. Bpemsa uzydyenuss — 1 cemectp, nmo 2 4daca B

HEJIEIIO MPAKTUYECKNX 3aHATHN. B KOHIIE cemecTpa — 3a4er.

4. CTpyKTypa U coJeprkaHue TUCHUIIINHBI

No Ha3zBanue tembl Bcero
TEMBbI 4acoB
1. CoBpeMenHble HTHGOPMAIIMOHHbBIE TEXHOJIOTHH. 2
2 OcHoBHBIC TOHATHS 00 HHPOpMaUK U HHYOPMATHKE. Y CTPOHCTBO 2
MIEPCOHATILHOTO KOMITbIOTEPA. DYHKINN KOMILIEKTYIOLIErO
o0opynoBaHusi (BHYTPEHHHUE U BHEITHUE YCTPOUCTRA).
3 Hctopus co3maHusi NEpCOHAIBHOrO KoMIibioTepa. CTpyKTypHas 2
cxema coBpeMeHHOW OBM. IIpuHIMI OTKPBITOW apXUTEKTYPHI.
Bunbr u cnoco6sl xpanenusi undopmanuu. Ilouarue aiina u ero
THUIIBI.
4 Omnepanonnas cuctema Microsoft Windows: oOmiue NpUHIUIIBI 2
paboTHI.
5 Knaccuduxkarus nporpammuoro odecrieueHusi. CuCTeMHbBIE 14
nporpamMmbl. TeKcToBbIN penakTop. TaOaudHbIA peaaKTop.




Co3nanue npe3eHTaluu
6 Hudposas 3aIuCh MY3BIKaJIbHOTO 3BYKa. dopmarsl 2
KOMITBIOTEPHOTO MPEACTABICHUS ayIMOIAHHbIX.
7 CHHTE3 PIEKTPOHHOIO 3ByKa U €r0 METOAbl. My3bIKaIbHOE 2
AJIIEKTPOHHOE 000pYI0BaHUE
8 00630p 3ByKOBBIX PEIAKTOPOB. 2
9 3amura nadopmaiuu. Busl KOMIBIOTEPHBIX MPECTYIIIICHUHN 2
10 KomrmbrotepHsie BUPYCHI 2
11 [TpunIUme! padoThl B ceTH HTEpHET U €€ My3bIKaJbHBIE PECYPCHI. 2
12 IlepcriekTBBI  KCIONB30BaHUS KOMIIBIOTEPHBIX TEXHOJOTHM B 2
MY3bIKaJIbHOM MeIaroruke U B UCIOJHUTEIHCKOM UCKYCCTBE.
Hroro 36

Tema 1. CoBpeMeHHbIe HHPOPMALMOHHBbIEC TEXHOJIOTHH

Beenenne B kypc. CoBpeMeHHblE HMH()OPMALMOHHBIE TEXHONOTMU. OCHOBHBIE

npuHIUIEL. OCOOEHHOCTH COBPEMEHHBIX MH(DOPMAITMOHHBIX TEXHOJIOTHH.

Tema 2. OcHoBHBIC NOHATHS 00 MH(poOpManuu U HHPoOpMaATHKeE. Y CTPOHCTBO
MEePCOHAIIBHOIO0 KOMIbIOTEepa. @OYHKIMH KOMILUIEKTYIOILIEr0 000pyAOBaHUS
(BHYTpeHHME U BHEIIIHHE YCTPOHCTBA).

OcCHOBHBIE HOHSATHS: uHpopMarus, UH(GOPMAIIMOHHBIE IPOLIECCHI,
uH(pOpMAaIIMOHHAs KapTUHAa Mupa, WHGOPMAIMOHHOE OOIIeCTBO, WH(MOPMAIIMOHHAS
KyJbTypa.

[Tonsitue unpopmanuu. WupopmannoHHbIE MPOLECCH: IMONyYEHHE, Meperaya,
npeoOpa3oBaHue, XpaHEHHE U  HUCIoNb30oBaHUWE HHGpopmanuu. MHbopmalroHHbIe
npolecchl B JKMBOM Mpupoae, oOmiectBe, TexHuke. HMH(opmManumoHHbIE OCHOBBI
IIPOLIECCOB YIIPABJICHHUS.

Uudopmanmonnas aesTenbHOCTh 4yenoBeka. MHdopmanmonHas KynbTypa
yenoBeka. MIHpopMaImoHHOe 00111eCTBO: €r0 0COOEHHOCTH U OCHOBHBIE YEPTHI.

KoMIproTep Kak MHCTPYMEHT HMHTEIUIEKTYalbHOW neaTenbHOCTH. CTaHaapTHAs
KOH(Urypaluss NEepCOHAIIBHOIO KOMIIbIOTEpa. HanMeHOBaHME W TEXHUYECKHE
XapaKTEPUCTHUKU OCHOBHBIX Y3JIOB M YCTPOMCTB, UX Ha3HAUYEHHUE.

CucreMHbIN OJOK U BHYTPEHHUE YCTPOMCTBA (KOMIUIEKTYIOIIME): [IEHTPAIbHBIHI

MpoIeccop, CUCTEMHas IJiara, omnepartuBHas namarh (O3Y), Buaeoriata, 3ByKOBas




kapta, noctosinHag namsTh (II3Y), xectkuii guck (HDD), auckoBonbl, onThyeckue
nuckoBoibl (CD-ROM, CD-RW, DVD, DVD-RW).

BHemHue ycTpoiicTBa BBOJAa M BbIBOAAa MH(popmanuu (nepudepus). Buasl u
GyHKIIMOHATRPHOE  HAa3HAYEHHWE CTAHIAPTHOTO mepudepuitHoro  000PYIOBaHUS:
MOHUTOp, IPUHTEP, aAKyCTUUYECKHE CUCTEMBI, aldaBUTHO-LIM(DpoBas kinasuatypa, MIDI-
KJIABUATYpPa, MAHUITYJISITOP «MBIIIbY», CKAHEP, MOJIEM.

[Topsinok paboOThI U YCIOBHS KOPPEKTHOT'O B3aUMOJICUCTBUS Y3JI0B U YCTPOMCTB,
«cOom» u crnocoObl ux mnpeojosieHus. OCHOBHBIE TMOJb30BATEIbCKUE MpaBUiIa U
IPEYIPEAUTEIBHBIE MEDBI.

Tema 3. Hcropusi co3naHusi MEPCOHAIBHOIO KomnbloTepa. CTpyKTypHas
cxema coppemeHHoil DBM. IIpuHUMI OTKPBLITONH apXUTEKTYpbl. BUabI B c1oco0bI
xpaHeHusi uHgopmanuu. Ilonsarue Ppaiijia u ero THILL.

OCHOBHBIE TOHATHA: MPOLECCOpP, ONEpaTUBHAs NaMATh, BHEIIHSAA MaMSTh,
YCTPOMCTBO BBOAA HMH(POpPMalUM, YCTPOMCTBO BbIBOJAa HHpoOpManuu, daiin,
ONEepaIMOHHAsl CUCTEMA, KOMITBIOTEPHBII BUPYC, aHTUBUPYCHAs MPOrpamMmMa.

OyHKIMOHAJIbHAST ~ OpraHu3alsi KoMIbloTepa. MaructpaibHO-MOYJIbHBIN
OPUHITMI TIOCTPOCHHS KoMmmbioTepa. llepudepuitHpie W BHYTpPEHHHE YCTpOUMCTBA
KOMITBIOTEPA: HA3HAYEHUE W OCHOBHBIE XapaKTEpUCTUKH. [IporpaMMHBIA NPUHIUI
YOpaBJICHHUS KOMIbIOTEpOoM. Buasl mamsatu B KoMmmbioTepe. OCHOBHBIE HOCHUTEIU
uH(GOpPMAIIUU U UX BaXKHEHUIIINE XapaKTEPUCTUKH.

@aiinel. Onepauuu ¢ daitmamu. OnepanuonHas cuctemMa. OCHOBHBIC BHJIBI
IpOrpaMMHOro oOecreyeHus: KommbloTepa. Pa3znuunble crmocoObl BBOJAa W BbIBOJA
uHdopMaIu B KOMIbIOTep. MHCTaMIAIMS TpOTrpaMM.

TexHuka 0€30MAaCHOCTH W CAHUTAPHO-TUTHEHUYECKHWE HOPMBI IpU padoTe Ha
KOMIIBIOTEPE.

3amuTta coxpaHHOCTHM uHGpopMauuu. KoMmbloTepHble BHUPYCBI:  METOMAbI
pacnpocTpaHeHus, NpO(UIAKTHKA 3apakeHUsl. AHTUBUPYCHbBIE TPOTrPAMMBI.

Enuanner kommnbioTepHoit mHbopManuu (Out, Oait, K6, M6, 1'6). IlonsTus:
«aHHpiey, «@paim». CnocoObl MpPEACTaBICHUS pPa3IUYHBIX TUIOB JaHHBIX B

KOMITBIOTEPE.



Hepapxuueckas CTPYKTypa OpraHu3alid JaHHBIX B  NEPCOHAIBHOM
komibrorepe. [lanku, qupekropun, karanoru. GannoBble MEHEIKEPHI.

Pa3HoBuaHOCTH (haiinoB: ucnoHsAeMble (aisbl, (ailsibl KOHPUTYypauuu, Qanibl-
OonbnuoTexku, GanIbl-TOKyMEHTHI (TEKCTOBBIE, TpadUyYeCKHue, 3BYKOBBIC). THIIOBBIC
paciupeHnus (aitios.

Tema 4. Onepaunonnas cucrema Microsoft Windows: o0mue nmpuHIHNBI
padoThlI.

[Tonsitue onepaunoHHOM cuctembl. OmnepanuoHHas cucrema Microsoft
Windows. I'paduueckuii wunHTepdetic Windows B I0IB30BATEIBCKOM PEXKHUME.
Hacrpoiika u crannaptuzanus uaTepdeiica.

YPpOBHM M MOCTAaHOBKA 3aJiad. 3arpy3ka ONEepalMoOHHON cuctembl. OnpeneneHue
3ama4y B MeHIO «llyck». I'maBHoe M momuumHeHHble MeHIO. Coaep:kaHhe OCHOBHBIX
nanok: «PabGouuit crom», «Moit kommbioTep», «CeTeBoe OKpykeHue», «Kop3uHay,
«Mou TIOKYMEHTBD» U TIp.

daitnoseiit Menemxep Windows «IIpoBoanuky. Oneparuu ¢ nankamu, Qaiinamu
U SIpJbIKAMU: KOHTEKCTHBIM MOMCK, 3amyck (ailioB, MpoCcMOTp, MPUCBOEHUE HMEHH,
NEPEMMEHOBAHUE, KOIHMPOBAHUE, IIEPEHOC, BBIPE3KA, YJAJCHUE, Pa3MHOXKEHUE,
COpPTUPOBKA, pelakKTUpOBaHue, apxusuposanue. bydep oomena.

3anyck W 3aBeplleHHe padoOThl MPWIOKEHHH. YIpaBlieHHWE  OKHaMu
(cBOpaumBaHue, pa3BepThIBAaHUE, MACIITAOHAS KOPPEKIIHS, CMEHA PACTIOIOKCHHS).

Knoymumii n «cnsuminy pesxxumbl. Omunoku u coou B padore Windows. Beixon u3
CUCTEMBI.

Tema 5. Kinaccudukanuss mporpaMMHOro ooecneveHmsl.

[lonsitue  «mporpammuoe  oOecnieuenue»  (I10). Pons  mporpammuoro
obecrnieueHusi B paboTe MEePCOHAIBLHOTO KOoMIbioTepa. OCHOBHBIE THUIIBI IPOTPAMMHOIO
oOecrieyeHusi: CUCTEMHOE | TmpukiagHoe. Ha3Hauenne u (QyHKIHH CHCTEMHOIO
nporpaMmHoro ooecrnedenus. HazHaueHne u (QyHKIMHM NPUKIAAHOTO MPOrPaAMMHOIO
obecrnieuenusi. O0muMe CBECHUS O MPUKIAAHBIX MporpaMMax. [IporpaMMbI-yTHIIUTHI, B
T.4. apXUBATOPhI, MPOCMOTPIUINKHU (Viewers), pourpsiBaTenu (players).

Cucremnsble IIporpaMmBal. TexHuka YCTAHOBKH U YAAJICHUS ITPOTPAMM.



Odwucapie mporpammbl (pemakTopbl Tekcra). CocTaB CEpPBHCHOIO IIaKeTa
Microsoft Office.

[IporpamMmbl 17151 BepCTKH TeKcTa. BUIbl TEKCTOBBIX (OPMATOB M KOJUPOBOK
tekcta. CranpmapTHbie TekcToBbie penaktopsl Windows: Notepad m WordPad.
TexkcroBbiii penakrop Microsoft Word. Co3nanve u pegakTupoBaHUE JOKYMEHTA B
Microsoft Word. YcranoBka napamerpoB crTpanuiibl. HaGop Texcra u pabora co
mpudramu; BcTaBKka cuMBOJIOB. BcraBka cHocok. Coznmanue TaOiauiy U padbora C
tabmuiamu.  @PopmatupoBaHue ab3auneB U (pparmentoB  Tekcra. Co3naHue
HYMEpPOBAHHBIX W MapKUPOBaHHBIX cNUCKOB. Co3naHue KOJIOHOK. Mcmonb3oBaHue
oopmurensckux ctuwie. Co3gaHue PUCYHKOB M BCTaBKa B JJOKYMEHT TpaduyuecKux
wunoctpauuid. Mcnone3oBanue tekcroBoro ausaiinepa WordArt. PazouBka qokymeHTa
Ha paszzaenbl. BcraBka HOMEpPOB CTpaHUIl M OopopMiIeHHE KOJOHTUTYJoB. Co3maHue
ornasnenuil. [Iposepka opdorpadpun u rpammaruxu. [IpenBapuTenbHbId TPOCMOTP U
neyarb JoKymeHTa. CnocoObl MpeloXpaHeHusl TEKCTa OT NOTePh: OBICTPOE COXPAHEHHE
JIOKyMEHTa, CO3/IaHhe PEe3epBHBIX Komuil. BoccraHoBieHue nokymeHTa. BrimogHeHue
MPAKTUYECKUX 3aJaHUM: MOATrOTOBKAa JOKYMEHTOB (CTaTei, JIMCTOBOK, aduil) c
TabnuiamMu u rpaduIecKUMU BCTaBKaMu B mporpamme Microsoft Word.

Coznmanne u penaktupoBaHue nokymeHta B Microsoft Exel. Opranmzanus
pacuetoB B MS Exel. Iloctpoenne u ¢QopmatupoBanue auarpamm B MS Excel.
BrinosiHEHHE NPAaKTUYECKUX 3a/IaHU M.

Co3nanne u pemaktupoBanue mpeszeHTanuii B Microsoft Power Point. Jluzaiin
ciaiiioB. BcraBka 00BbEKTOB Ha crnaii. AHuManus. BpllolHEeHHE NpPaKTUYECKUX
3aJlaHUM: MOATOTOBKA U JIEMOHCTPALIUS PE3CHTALIHM.

Tema 6. HudpoBass 3anuch MY3BIKAJIBHOIO 3ByKa. @DopMartbl
KOMIIBIOTEPHOT0 NMPeCTABJIEHUS Ay THOJAHHBIX.

OcHoOBHBIE TpUHIMIB HUpoBON 3amucu  (ouudpoBku) u  00pabOTKH
My3bIKaJbHOTO 3ByKa. OOpaOoTka 3ByKa Ha OCHOBE LHM(pOBOW 3anepkku. [loHATHs

«MOIYJISAIHS U «(PUIbTPALIUSD 3BYKAa.



XapakTepucTuka OCHOBHBIX 3BYKOBBIX (opmatoB: WAV, CDA, AIFF, MP3,
WMA, RA, MIDI. Ilonsitue koHBepTanuu 3BYKOBBIX (haiijioB. PasHOBHIHOCTH
apXUBATOPOB 3BYKOBBIX (PailioB; MPUHIUII UX PAOOTHI, JOCTOUHCTBA U HEJIOCTATKH.

Tema 7. CuHTe3 3JIEKTPOHHOrO 3BYKa M ero Meroabl. My3bIKajJbHOE
3JICKTPOHHOE 000py/A0BaHHue.

Hcropuss co3gaHuss W pa3BUTHS CPEACTB CHUHTE3a JJEKTPOHHOIO 3BYKA.
PacnpocTpaHeHHblE METOABl CHUHTE3a — YAaCTOTHO-MOIYJISIIUOHHBIN, CEMIUICPHBIN.
CuHte3aTopsl PU3NYECKOTO MOJCIUPOBAHUS 3BYKA.

[Tonstue «cemmepy». Mcropuss pasutus cemiuiepoB. [IpuHuMn nenucTBus U
KAUEeCTBEHHBIE  XapaKTEPUCTUKH ceMiuiepoB. (Co3aHHE€ CEMIUIEPHBIX 3BYKOB.
PenaktupoBaHue 3ByKOBbIX 0aHKOB. bUOIMOTEKN CEMIUIEPHBIX 3BYKOB. JloCTOMHCTBA U
HEJIOCTAaTKH «CEMIUIEPHOI TEXHOJIOTUHU.

MukiiepHsle TyJdbThl W OpUHIUI HX paboTel. [lporieccopsl auHaAMUYECKON
oOpaboTku 3Byka. Oddekt-nporeccopsl. Bokonaepbl. KoHTpoiabHbIE MOHHUTOPHI U
HAyITHUKH.

Heo6xoiuMblie BHYTpEHHNE U BHEITHUE YCTPOMCTBA KOMITbIOTEpA J1Jisi pabOThI CO
3BykoM: auckoBoj CD-ROM, 3BykoBasi miara, 3ByKOBbIE€ KOJIOHKH. JIOTIOJHUTENbHbBIE
yctporictBa: MIDI-knaBuarypa, wmukpodoH, 1uiata Bujaeo3axBara. CTOpoHHUE
ycTpoiictBa: mpourpeiBarens CD u DVD, ayamomarautodoH, BHACOMarHUTO(OH,
yCUJIUTENb, cuHTe3aTop. [loaKioueHrne BHEIIHUX U CTOPOHHUX YCTPOICTB.

B03M0XHOCTH COBPEMEHHBIX 3BYKOBBIX IUIAT: OT MHOTOTOJIOCHOTO CHUHTE3ATOpa
u MIDI-untepdeiica 1o undpoBoii crepeosamnucu (stereo-sampling).

Tema 8. O030p 3BYKOBBIX PeIaKTOPOB.

Penaktop 3ByKa Kak CpeACTBO MpeoOpa3oBaHUs W 3alMCU ayJIM0 MH(POpPMALIUU.
DYHKINH 3BYKOBBIX PEJAKTOPOB.

Oco0OeHHOCTH PaboOThl 3BYKOBBIX PEIAKTOPOB. Pexxumbl paboThl, CTPYKTYpa,
uHTepdeiic nporpamMMm. CrocoObl BBOAA JaHHBIX. 3aluCh 3ByKa M HACTpOMKa

napaMeTpoB 3aluCH.



OCHOBHBIE ONEpallMd MO PENAKTUPOBAHHUIO JaHHbIX. Onepanuu 3BYKOBOIO
MOHTaXXa: KOIMPOBAaHME, BCTABKA, HAJOKXEHUE, IMOBTOPEHUE, MEPECTAHOBKA, CKIIEHKA
(parMeHToB 3BYyKa.

Onepanuu 1O JUHAMUYECKOM 00paboTke W  mpeoOpa3oBaHUIO  3BYKa:
«HOpMaNM3alUsi», «KOMIPECCUSD», «OrPaHUYEHHUE», CHEeKTpaibHas  oOpaboTka
(mpuMeHeHne YacTOoTHBIX (uibTpoB). CrHenuaibHble MNpPeoOpa3oBaHUS: H3MEHEHUE
BBICOTHI 0€3 HM3MEHEHUsI BPEMEHHM 3BYyYaHHMs U M3MEHEHHE BpEMEHHU 3By4aHus 0Oe3
U3MEHEHHUS] BBICOTHI 3ByKa. BcTpoeHHble 5S(Q¢eKTbl: YacTOTHas  MOJYJIALMS,
TPaAHCIIO3UITUS 3BYKOBOT'O (hparMeHTa, peBepoepalus, BUOparTo, 3X0, Xopyc, hIdHIHKED.

Ounctka (oHOTpaMMBI OT IIIYMOB U JAPYTUX Je(EKTOB.

Tema 9. 3amura nuadopmanuu. Buabl KOMIBIOTEPHBIX MPECTYIICHUM.

be3zomacnocte B MHTepHere. JluHum 3ammThl. BIIOKMpOBKAa BO3MOYKHBIX aTak.
IToHsATME KOMIBIOTEPHBIX IPECTYIUICHUH. Buabl KOMIIBIOTEPHBIX IIPECTYILUICHUH.
MeTto1b1 OOHapy>KEeHHUS U MPEAOTBPALIEHUSI KOMITBIOTEPHBIX MPECTYIUICHU.

Tema 10. KomnbroTepHble BUPYCHI.

Komnbrorepusle  BUpycChbl. JKHW3HEHHBIM LMK KOMIIBIOTEPHBIX BHPYCOB.
Knaccudukaius KOMOBIOTEPHBIX BHUPYCOB. Bumbl 3apakaeMbIX OOBEKTOB. 3ariuTa
KOMIIBIOTEPA OT BUPYCOB.

Tema 11. Ilpunnunsl padorsl B ceru HMHTepHer M eé My3bIKaJbHbIE
pecypchl.

[lonsiTue  «kKoMmblOTEpHast ceTb». JIokanpHble W TJ00aNbHBIE  CETH.
Bo3HMKHOBEHHE W pPa3BUTHE KOMIIBIOTEPHBIX ceTeil. MHTEepHET M ero CTpykrypa.
[Tonsatus «cepBep», «cat». CTpoe€HHE KOPHOPATUBHBIX M MEPCOHAIBHBIX CTPAHUILI.
['maBHas cTpanula, kapra caita, MmeHro. [Ipouenypa ooMena nundopmarueid. CpeaeHust
O TMOHUCKOBBIX cepBepax. WWW — runeprekcroBasi uHGOOPMAIIMOHHO-TTOMCKOBAS
cuctema Mutepnera. Ilporpamma Opaysep Internet Explorer. HaBurammss u mnouck
uH(popMmaluu B ceTH. BpiOOp MMEHM M KIIOYEBBIX CJIOB. [IOMCKOBBIE CHCTEMBI:
AltaVista, Yahoo, Google, Rambler, Yandex, Aport. 3arpy3ka, cOXpaHeHHE U T€4aTh

Web-cranun u ¢aitnio. Pabora ¢ anexkrponHoi nmoutoit. O0iienue B cetu UHTEpHET.



My3ssikansHbie pecypcebl MaTepHeTa. My3ssika B cet (Real Audio, apxuser MP3
u MIDI-daitnnoB). DneKTpOHHbIE HOTHBIE OMOIMOTEKU. DJIEKTPOHHBIC MY3bIKAJIbHBIC
SHIMKJIONEAUN U crpaBouHUKA. WEB-caliTbl My3bIKalbHBIX OpraHu3aiui, OOIIECTB,
yUpeXJeHUl, y4eOHBIX 3aBEJCHHM, U3JATENbCTB, KOHKYpCOB, (ecTuamneil.
Od¢unuanbHple ¥ albTepHATUBHBIE CaillThl. [lepcoHanbHble CTpaHUIIBI KOMIIO3UTOPOB U
MY3bIKaHTOB-UCIIOJIHUTEIIEH.

[Topsiiok U TeXHUKA CO3[JaHUsI COOCTBEHHOT'O MEPCOHAIBHOTO caiTa.

Tema 14. IlepcneKTUBBI HMCIOJb30BAHUS KOMIIBIOTEPHBIX TEXHOJIOTHH B
MY3bIKAJIbHOM NearoruKe U B MCIOJHUTENIbCKOM HCKYCCTBE.

Pa3zBute BO3MOXXHOCTEH NPUMEHEHUS KOMIIBIOTEPHBIX TEXHOJOTHM B
MY3bIKaJJbHOM OOYYE€HHH U B MY3bIKAJIIbHO-UCIIOJIHUTEIBCKON JESTENbHOCTH.

Hcnonp3oBanue 00y9aronux U UTPOBBIX MY3BIKAIHHBIX TIPOTPAMM Ha HadaJIbHBIX
CTYTICHSIX MY3bIKaJIbHOTO 00pa30BaHMs U BOCTIUTAHMUS.

MynbTUMeIUHbIE MY3bIKAJIbHBIE JHIMKIONEAUH B HU3YYEHUH MY3bIKAJIbHON
JUTEpaTypbl,  UCTOPHUM  MY3bIKM, HHCTpyMEHTOBeAcHUsA.  KommbroTep — Kak
BCIIOMOTATENIbHOE CPEJICTBO B OCBOEHUM Kypca CONb(EHKHO U APYTUX MY3bIKAJIbHO-
TEOPETUYECKUX IUCUUIUIMH. PernieHre ¢ mOMOIIBI0 KOMIBIOTEpA y4eOHO-TBOPUYECKUX
3a/1a4 [0 apaHK KUPOBKE U COUMHEHHUIO MY3bIKH.

Pa3BuTue IMCTaHUMOHHBIX (OPM MY3BIKATBHOM JESATENBHOCTU. JIEMEHTHI
JUCTAaHIMOHHOTO MY3BIKaJIbHOIO OOYyYEHHMS] HAa OCHOBE KOMIIBIOTEPHBIX TEXHOJIOIMI
(MHTepHET-JIeKUMH, BUPTYaAJIbHbIE YpPOKH, OJJIEKTPOHHBIE ydeOHBbIE MOCOOUS).
JIUCTaHIMOHHBIE PENETULIMM W MY3bIKJIbHbIE BBICTYIUIEHUS (HUCIIOTHUTEIbCKUE
KOHKYPCBHI).

[lepcrieKTHBBI MHTETPALIMHM U UHTEJUICKTY M3l KOMITBIOTEPHBIX TEXHOJIOTHUH,
pa3BUTHUS 3BYKOBBIX CHCTEM, BHEJPEHUE HEHPOHHBIX TEXHOJIIOTUN U CaMOOOYyUaIOINXCs
IPOrpaMM.

5. Opranu3anusi KOHTPOJIA 3HAHUHI

N3ydeHne Kypca NpearnonaraeT NpoBEICHUE TEKYLIErO0 U UTOrOBOIO KOHTPOJIS.

Texymuii — npakTUYECKUe 3aHATHSA Ha ypoOKe, UTOroBas arrectauus B gopme 3auéra,

KOTOpBIfI BBICTABJIACTCA 110 PE3YyJibTaTaM BBIITIOJHCHUSA HHAWNBUAYAJIbHBIX ITPAKTUYCCKUX



3a/IaHU#, CBSI3AHHBIX C MPUMEHEHUEM HM3YUYEHHBIX KOMIBIOTEPHBIX MPOrpamMM. 3ay€T
MOYKET COIPOBOXK/JIATbCA YCTHBIM OIPOCOM WJIM BBIIIOJHEHUEM ITHCBMEHHBIX TECTOB,

oTpakaromux CTCIICHb YCBOCHUS CTYACHTAMHU TCOpGTH‘-IGCKOﬁ 4aCTH Kypca.

Kpurepuu ouenox

OTBeT CTyJeHTa Ha 3a4yeTe OLICHUBAECTCS OJHOM M3 CIEAYIOUMX OLEHOK:
«3a4YTEHO» U «HE 3a4TEHO», KOTOPBIE BBICTABIIAIOTCS 10 CIAEAYIOLIUM KPUTEPUIM.

OneHKa «3auTE€HO» BBICTABIIACTCS CTYyJEHTaM, OOHAPYKUBIIUM IOJTHOE 3HAHUE
y4eOHOro MaTepuasa, YCIEIIHO BBIMNOJHIIONIMM MPEeIyCMOTPEHHbIE B IPOTPaMMe
3aJ]aHusl, YCBOMBILIMM OCHOBHYIO JIMTEpaTypy, PEKOMEHIOBaHHYIO Kadeapoil,
JEMOHCTPUPYIOLIUE CUCTEMATUYECKHI XapaKTep 3HaHUWM 1O AUCIUIUIMHE U CIIOCOOHBIE
K UX CaMOCTOSITEIbHOMY IOTOJIHEHHUIO U OOHOBJICHUIO B XOJ€ AalibHEHIIeH yuyeOHOH
paboThl U MPOGHEeCCUOHAIBHOU JIeSITEIbHOCTH.

OneHka «HE 3aUTE€HO» BBICTABJISETCS CTYyJEHTaM, OOHApyXUBLIUM MPOOEINbl B
3HAaHUSAX OCHOBHOT'O Y4eOHOT0o MaTepuania, JOMyCKaoIUM MPUHIUINAAIbHbIE OIINOKU B
BBIIIOJIHEHUHU TPEIYCMOTPEHHBIX MPOrpaMMOM 3aJaHui. Takol OLICHKHU 3aCIy’KUBAIOT
OTBETHI CTYJACHTOB, HOCALIME HECUCTEMATU3UPOBAHHBIN, OTPBIBOYHBIN, [IOBEPXHOCTHBIN
XapakTep, KOrja CTYIEHT HE MOHMMAaeT CYINECTBA H3J1araéMbIX MM BOIPOCOB, 4YTO
CBUJETEIBCTBYET O TOM, YTO CTYJEHT HE MOXKET JaJibllle MPOAODKaTh 00yYEeHUE WU
OpUCTyNaTh K NPO(EeCCHOHATBHONW AESATETbHOCTH O€3 JOIMOJIHUTENbHBIX 3aHATHN IO

COOTBETCTBYIOUIEH AUCLIUTUINHE

6. MarepuajibHO-TEXHHYECKOE O0ecnedeHue TN CIUTIHHBI
s mpoBenenust 3aHsATUM 1Mo COBpEMEHHBIM WH()OPMAIIMOHHBIM TEXHOJIOTHSM
UCIIONB3YyeTCsl KOMIbIOTEpHBIN kiacc NelS (ocnamenue: 10 KOMIBIOTEPOB C
noAkaoueHrueM k MuaTepHety). bubnmoreka, yutanpHbI 3ain. doHOTEKa ¢ (PoHIOM

ay/IMo3anrcen U 3ByKOTEXHUUECKUM 000pYI0BAaHUEM.
CneyuanbHoe npoepammHoe obecrneyeHue 018 nuy ¢ OB3:

Microsoft Windows 10,

CneumnanbHble BO3MOXXHOCTU:



DKpaHHaA nyna, JKpaHHaA AaukTop, Aucnnen, Pasmep Kypcopa wu
yKasatena mbiwu, LiseTHble punbTpbl, BbiICOKAA KOHTPACTHOCTb.

Jocmyn K UHGhopMaUUOHHbIM
u bubnuoepaguyeckum pecypcam e cemu

NHTepHeT Aans  Kaxkpgoro  obydawowerocas C  OrpaHUYeHHbIMMU
BO3MOXHOCTAMM 340pOBbA obecneyeH npenocTaBleHUEM emy y4ebHoro wu
MeToANYECKOro matepuana B Gopmax, aganTUPOBAHHbIX K OFPaHUYEHUAM UX
310pOBbA U BOCNPUATUA MHPOPMaLUN:

Ana obyyaoWwmxca ¢ HApYLWEeHUAMM 3peHUA:

B Ne4YyaTHOW popme yBe/IMYEHHbIM
wpndpTom; B popme 3/1eKTPOHHOTO
OOKYMEHTQ;

B popme aygmnodainna.

NnAa obyyaloWwmnxXca ¢ HapyweHUaMmM Cayxa:

B Ne4yaTHOM popme;

B popme 3/IeKTPOHHOTO
AOKYMeHTa; B popme aygmodanna.

Ona obyyatoumxca ¢ HapyLeHNnAMM ONOPHO-
ABUIraTe/IbHOro annaparta: B Ne4aTHOM d)opl\/\e;

B popme 3/IeKTPOHHOro AOKYMeHTa; B popme ayamodamnna.

CaHTexHuyeckne KabuHbl, 3pUTENLCKUE MECTa B 3a/1e, CUCTEMA 3BYKOBOW
noAAep KU MHBaNNAOB.

1. YueOHO-MeTOAMYecKOe U HH(POPMALIMOHHOE o0ecriedeHue TUCHMIIIMHBI
OcCHOBHas:
1. Ucaes, I'.H. UndopmaiinoHHble TEXHOJOTUU. YUYEOHUK [DIEKTPOHHBIA pecypc]:
y4eOHUK. — DJeKTpoH. naH. — M.: Owmera-JI, 2012. — 464 c. — Pexum pocryna:
http://e.lanbook.com/books/element.php?pll_1d=5528

2. AHnnepceH, A.B. CoBpeMEHHbIE MY3bIKAIBHO-KOMIBIOTEPHBIE TEXHOJOTUU

[DnekTpoHHBIN pecypc]: yueOHoe mocodue / A.B. Anpaepcen, I'.Il. OBcsnkuna, P.I'.


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

[[utukoBa. — DnekTpoH. naH. — CII0.: Jlans, [Inanera my3biku, 2013. — 224 ¢c. —

Pexxum nocryna: http://e.lanbook.com/books/element.php?pll_id=13091

OMMOJIHUTCJIbHAA

1. [Terenun, P.FO. Counnenune u apamxupoBKa My3bIKH Ha KommbloTepe [Tekcer] / P.

1O. Iletenun, FO.B. Ilerenun. - CII6.: BXB-IletepOypr, 2012. - 608 c.
2. dykeman, M.A. DIIeKTpOHHass M DJIEKTPOAKYCTHYECKass My3blka XX - Hadaja
XXI Beka: Xpecromarusa. - PocrtoB-Ha-JloHy: M31-Bo POCTOBCKOM KOHCEpBATOpHH,

2012.-48 c.


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

MMPUJIIOKEHUE
Meroanuyeckue peKOMEHIALNH 1JIsl CTYIeHTOB
TexcToBbIi pelaKkTop

Bo3mo:xxknocTtu Word

OpauM W3 HamboJiee COBEPIICHHBIX M PACIPOCTPAHCHHBIX TEKCTOBBIX
PEIAKTOPOB B HacTosIIee Bpems sBisieTcss Microsoft Word (manee — Word).

Kpome BBoma, penmaktupoBaHuss W Tniedatd Tekcta Word mo3BosseT
BEITIOJTHATD CIIEAYOIINE OTepaITiu:

dbopmaTupoBaHue (HacTpoika mpu@ToB U a063a1leB) JOKYMEHTOB;
yIPaBJICHHE BHIPAaBHUBAHUEM TCKCTA;
pabota ¢ Tabaunamu;

- CO3JIaHWE W PEIAKTUPOBAHKME KOJOHTHTYJIOB, CHOCOK, 3aKJIaJIOK W APYTHX
CCBUJIOK, B TOM YHMCJI€ OTJIaBJICHHUI;

- mpoBepka opdorpadumu;

~ aBTOKOPPEKIIMS TEKCTa, CO3/IaHUE U BCTaBKA aBTOTEKCTA;

~ CO3/1aHH€ COOCTBEHHBIX CTUJIEH (POpPMATUPOBAHUS TEKCTA;

- CO3/IaHHE€ U PEAAKTUPOBAHUE CITUCKOB;

~ aBTOBEPCTKA, pa30MBKaA HA CTPAHUIIBI, O(POPMIICHUE TEKCTA B KOJIOHKU;

- BCTaBKa OOBEKTOB B JOKYMEHTHI U YIIPaBICHUE PEKUMAMHU 00TEKaHUS JaHHBIX
00BEKTOB;

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

Pexxum WYSIWYG (What You See Is What You Get — 4T0 Bbl BUIHUTE, TO BBI
MOJIy4aeTe) O3HaYaeT, YTO BUJI JIOKYMEHTA Ha 3KpaHe OyJeT COOTBETCTBOBAThH €r0 BUIY
Ha Oymare.

OCHOBHBIMH 2manamu MOJTOTOBKH TEKCTOBBIX JOKYMEHTOB SIBJISIFOTCSI:

~ CO3/IaHM€ HOBOT'O MJIM OTKPBITUE CYIIECTBYIOIIETO TOKYMEHTA;

- Habop TEeKCTa;

- peIaKTUpPOBAHUE TEKCTA;

- (dopmMaTUpPOBaHUE TEKCTA;

- TIeYaTh TEKCTa,

BEJICHUE apX1Ba IOKYMEHTOB.

I/IHTep(benc Word

It 3amycka  pemaktopa  Word — 1OCTaTOYHO  BBIMIOJHUTH  KOMaHIY
IIyck/IIporpammbl/Microsoft  Office/Microsoft Word wim ucnonb3oBaTh
apavik Ha PaboueM crode, B ['1aBHOM MeH1o, B [1aHenu ObIcTporo 3amycka u T.1.

[Tocne 3amycka Ha 3KpaHe MOHMTOpa MOsBIsAETCS OKHO peaakTopa Word. OxHO
Word 2007 u 2010 Bepcuil  COAECPXKUT CIEIYIOMMA HAOOp 3JIEMEHTOB: PaMKY,
3arojIOBOK, MaHeNb OBICTPOro JOCTYyMa, CTPOKY BKJIAIOK JICHTHI, JIEHTY, IOJIOCHI
IPOKPYTKH, CTPOKY COCTOSIHHSL.



Oxkno Word comepxur TONOKHA (MOJYMHEHHBIE, BTOPUYHBIE) — OKHA
ToKyMeHTOB. Kaxjgoe TMOJOKHO HMEEeT CBOMl 3arojioBOK, IOJOCHl IMPOKPYTKH,
YIPABJISFONTNE (MAacIITA0OHBIC) TUHEHKH, CTPOKY COCTOSTHHSL.

3aroJioBoK

3aronoBok oroOpaxkaeT muUKTOrpamMMmy Word, Ha3BaHUE pPEAAKTUPYEMOIO
JIOKyMEHTA, UMsI peJaKTOpa ¥ KHOMKHU yIPaBIICHUS Pa3MEPOM OKHa.

IIanesb ObICTPOro A0CTYNA

OOBIYHO pacrosaraercsi MpsiMO Ha CTPOKE 3arojioBKa Haja JICHTOH (HO MOXHO
pPacnoyIOKUTh M TOJI JIEHTOW) M BKJIIOYAET B ce0s HamOoJiee 4acTO HCIOIb3yEMbIe
KOMaH/Ibl, IPUMEHSIEMbIC JJIs1 CO3/IaHus, OTKPBITHS, COXPAHEHHUSA, NeYaTh JOKYMEHTAa,
OTMEHBI TMPOM3BEACHHBIX W3MEHeHHH. Ee MOXXHO [MOTMOJHATH HEOOXOAMMBIMU
KOMaH/IaMH WJIM CKPBIBATh JIMIITHAE KOMaH/Ibl, HCTIOIB3YsI KOHTEKCTHOE MEHIO.

CTtpoka BKJIAJ0K JICHTHI

ConepXUT 3arojoBKH BKJIQJOK JIEHTHI, K KOTOpbIM oTHOcsTCs: Daitn (Knomka
Office), 'maBnas, BeraBka, PasmeTka ctpanuiisl, Cebuiku, Paccbuiku, PenieH3upoBanue,
Buna. Ilepexitodyenune mo BKJIaJKaM MO3BOJSET MOAYyYaTh JOCTYI K COOTBETCTBYIOIIUM
KoMaHaM JieHThl. CaMa JIeHTa PacrolokeHa HUXKE.

Jlenra

ConepXUT KOMaH/Ibl, MO3BOJIAIOIINE peain30BaTh Bo3MoxkHocTH Word. OnHako
HE BCE BKJIQJKU JIGHTHl M3Ha4YalbHO BUIHBL [locie BcTaBku, kK mpuMepy, TaOIUIbI UK
rpaduyeckoro oObEKTa AaBTOMATHYECKU TMOSBISIOTCS HOBBIE BKJIAJIKH, COJIEpKallue
KOMaH/Ibl, He0OX0IuMbIe TipU padoTe ¢ Tabnaunamu wiv rpadukoir. KomaHasr Ha IeHTE
IPEJICTaBJICHbI B BUE KHOIMOK C Tpa)UueCKUMH 3HAUKaMH MU 3HAYKaMH C TOAMHCIMH.
[Tonckaska mo (yHKIMH, BBITOTHSIEMOW KHOIKOHM, MOSBISETCS aBTOMATUYECKH MpU
HaBEJCHUH Kypcopa MBIIIW Ha JaHHYIO KHONKY. Kaxkaas u3 BKJIaJ0OK JEHTHI pa3duTa Ha
rpynibl, 4TOObI OBLIO YI0OHEE OPUEHTUPOBATHCS B MHOIO0Opa3UM PA3IMYHbIX KOMaH/.
[Tpu 3TOM Ha JIEHTY BBIHECEHBI HE BCE KOMaH/bI, a JUIIIb Hanboee momyspueie. Ecin
HEO0O0XO0MMO M00aBUTH Ha JICHTY HOBBIE KOMaHBI, TO MOKHO MCIIOJB30BaTh KOMaHIY
HacTtpoiika JeHTbI B €€ KOHTEKCTHOM MeHI0. KoMaH/ bl 100aBisSI0TCA TOJIBKO B HOBBIE
(TosIb30BaTEIBLCKUE) TPYIIIIHI.

Yopapaswmue (MacmTadHbie) JUHENKH

JIuHekn MCHOJB3YIOTCS JUIsl YCTAaHOBKM OTCTYNOB B abO3amax. OHM copeprkatr
MapKepbl OTCTYIIOB, OTPAKAIOIIME YCTAHOBKM TOro ab3ama, B KOTOPOM HAXOAMUTCS
Kypcop BBOJA. OTCTYIBl YCTAaHABIMBAIOTCS MaApKepamu C TOMOIIBIO MEPETATUBaAHUSA
MBIIIBIO.

Ha3nauenue KaXIoro M3 4YeThIpeX THUIIOB MAPKEPOB MOXKHO Y3HATh, 3aBHCHYB
KypPCOpPOM MBIILHY Ha JIFOOOM U3 HHX:



— omcmyn nepeoii cmpoKu CIBUTAET Havajo MepBOil CTpOKU ab3aiia BIpaBo;
—  @blcmyn pa3MelIaeT Mocieayolre CTPOKH ad3ala npapee Hayajaa NepBOi CTPOKH;

- omcmyn cieea BbIACIIACT 36331_1 B TCKCTC, OTOABHIasA Ha4Yajl0 BCEX CTPOK OT JIEBOTO
I1oJIs1 CTPAHMIIbI,

- omcmyn cnpaeéa OTOABUIacT TCKCT OT IIpaBoOro 1moJjisli CTpaHWIbI; OOBIYHO
IMPHUMCHACTCS BMCCTC C OTCTYIIOM CJICBA I CO3AaHUSA JIBOMHOT'O OTCTYyIIA.

Jlyist Toro 9TO00BI OTOOPA3UTh MWW CKPHITH JIMHEWKH, HAZ0 BHITIOJHUTH KOMAHIY
Bua//Inneiika.

IHos10¢cbI NPOKPYTKHU

MecTononaoXeHue IMoaoc IMPOKPYTKHU HA 3KpPAHC COOTBCTCTBYCT HMX HA3BAHUAM!
BCPTHUKAJIbHAA U T'OPU30HTAJIbHA.

Bepmukaﬂbnaﬂ ImoJioca MO3BOJIACT IIPOJUCTBIBATH AOKYMCHT, KOTOpBIﬁ HE
MMoMeIIaCTCsd Ha OJKPaAaHC IIOJHOCTBIO, PCAAKTHUPOBATL [OBC PA3HBIC YaCTHU OIHOI'O
AOKYMCHTA WJIN PA3HBIC NOKYMCHTBI OJHOBPCMCHHO.

TI'opuszonmansnasa 10510Ca, KpOME CMELICHUS JOKYMEHTa BIPAaBO U BIIEBO,
o0ecreynBaeT BO3MOKHOCTb OBICTPOro Mepexofa B PA3IMYHbIE PEKUMBI MPOCMOTpPA
JIOKYMEHTOB.

Peskumbl mpocMoTpa 10KyMeHTa
Word npenoctaBisieT IsaTh peKUMOB MTPOCMOTPa JOKYMEHTA.

Yepnosux WCTIONB3yeTCS JUIsl BBOJA, PEAAKTUPOBAHHUS W (POpMaTUPOBAHUS
TekcTa. CTHIIN, KOJIOHTUTYJIbI, PUCYHKH U KOJIOHKU B 3TOM PEKUME HE BUIHBI.

Pesicum eed-0okymenma mosie3eH pu paboTe ¢ JOKYMEHTOM, MOJTYYEHHBIM U3
cetu MHTepHeT.

Pesicum pazmemku 1103BoJIsI€T pabOTaTh C JOKYMEHTOM B TOM BHUJE, B KAKOM OH
OyneT HarnedyaTaH (yCTAaHOBJICHHBIM B KOMITBIOTEPE IPUHTEPOM).

Pestcum cmpykmyper yao0eH s paboThl C IJIaHOM WJIM JOKYMEHTOM Ha JTarie
CO3aHMs JJIsl IPOCMOTpPA BCEH CTPYKTYPhI JOKYMEHTA.

Pestcum umenus 103BOJIAET IPOCMATPUBATh JOKYMEHT B BUJIE PACKPBITON KHUTH
0€3 BO3MOYKHOCTHU €r0 PEJaKTUPOBAHUS.

Jliist Toro 9TOOBI BEIOpATh HYXKHBIN PEXUM MPOCMOTPa, HEOOXOIUMO JTHOO
BBITIOJIHATHh KOMaHAY BKJIaakd Bua, 100 MCMONB30BaTh OJHY M3 KHOTOK B CTPOKE
COCTOSIHHSL.

Pabouee nmoJsie 1okymeHTa



Pabouee mose — »TO O00NacTh Ha DSKpaHe, B KOTOpOW Bemercs paboTa
C TOKYMEHTOM (OyKBaJIbHO, 3TO JTUCT OyMarm).

CTpoka cocTosiHuA

OToOpaXka€T COCTOSIHHE€ TEKCTOBOTO PpEIaKTOpa, BBIBOJUT TIOJACKA3Ky IO
BO3MOXKHBIM OIEpanusiM, TEKyIIyro HHpopMmamuio (Hampumep, MO3HIHMI0 Kypcopa B
JOKYMEHTE, HOMEp TEKyIIeHd CTpaHWIbI W T.II.), @ Tak)Ke IOKA3bIBAECT COCTOSIHHE
(HaxkaTa/He HaXKaTa) CHEIUATbHBIX KJIaBHUIIL.

JIOKyMEHT, KOTOpBII B JaHHBIA MOMEHT PEIAKTUPYETCs, Ha3bIBACTCS
akTUBHBIM. OKHO JOKyMEHTa MOXHO pa3JleJUTh Ha JBE€ YacTU U paboTarh
OJHOBPEMEHHO C JBYMs pa3HbIMM 4YacTSIMH OJHOTO M TOIO € JIOKYMEHTA.
Kaxxnas yacTh 1OKyMeHTa nMeeT COOCTBEHHYIO MOJIOCY MPOKPYTKH.

Pa3zoenums OKHO Ha JIBa TMOJOKHA MOXHO JIMOO TMEpeTaCKUBAaHUEM BHU3
KHOIKH E , KOTOpas HaxOJIUTCS HAO BEPXHEW CTPENKOM BEPTUKAIBLHON IOJIOCHI
IPOKPYTKHU, 1100 BBINOJHUB KoMaH1y Bua/rpynna Oxno/Pa3nenurs.

[Tonocy pasneneHuss OKHA MOXHO TepeMeliaTb C TOMOLIBI0  MBIIIH.
3aKpbITh BTOPOE MOJOKHO MOKHO KOMaH 0l Bua/rpynna Okno/CHATH pa3aesieHue.

OcHoBHBIE NpaBuJia BBOJ1a TEKCTa

1. BBOox TekcTa MOXKHO HA4yMHATh Cpasy IOCJIE OTKPBITHS OKHA; CUMBOJIBI BCETIa
OyAyT BBOAUTHCA M 0OpadaThIBaThCSA TaM, TJI€ HAXOAUTCS TEKCTOBBIH Kypcop —
MUTAIOIIAs BEPTUKAJIbHAS YEPTA.

2. Ilepememenue Kypcopa MNPOU3BOAUTCS C TOMOIIBIO KJIABUATYPhl WA MBIIIHA; B
MOCJIETHEM CJydae HaJI0 YCTaHOBHUTH YKa3aTeldb MBI B TpeOyeMoe MECTO
JOKYMEHTA M CAENATh METYOK MBIIIBIO.

3. Mexnay cimoBamu cTtaBUTCsS 1 mpooernt.

4. Tlepenm 3HaKaMH MpENUHAHUS TNPOOET HE CTABUTCS, a TOCIE HUX — CTaBUTCH
00s3aTeNIbHO.

5. TekcT, 3aKII0YEHHBIN B CKOOKHM WJIM KaBbIUYKH, HE OTAEINISAETCS OT HUX MPOOETIOM.
6. 3Hak - (neduc) ctaBurcs 6€3 mpoOesoB ¢ 00EUX CTOPOH.
7. 3HaK — (TUpe) BhIAETSAETCS MpoOeIaMu C IBYX CTOPOH.

8. HCpCXOI{ Ha HOBYIO CTPOKY  BBIIIOJHACTCA  aABTOMATHYCCKH. CJ]OBO, HC
IIOMECTHUBIIIEECS B TOJBKO YTO 3alIMCAHHOM CTPOKC, IICPCHOCUTCA HCIIUKOM.

9. YnmanuTh HENPABWIBHO BBEICHHBIE CHMBOJIBI MOKHO KiaBuiien Delete, koTtopas
yIaJIsIET CUMBOJIBI CIIpaBa OT Kypcopa WiM kinasuiie Backspace, koropas ynaisier
CHMBOJIBI CJIEBA OT Kypcopa.



10. Tlepexon k  HOBOMYy  a03ally  OCYIIECTBISIETCS  HaXKaTUEM  KJIABUIIH
Enter. (IIpumeuanue: Word no3BossieT oToOpakaTh Ha DKpaHE CHUMBOJBI KOHIIA
ab3ala WM CTPOKH, 4TO oOJerdaer, Mpu HEOOXOAUMOCTH, OOBEAWHEHHUE BYX
ab3aueB (WM CTPOK) B OAMH ab3an (ogHy CTpOKy). [[ns BKIOueHus pexuma
OmooOpasrcenus Heneuamaemvlx 3HAKOE HEOOXOAMMO HaXaTb KHONKY Mapkep
a03aua Ha BKJIaJKe JEHTHI | TaBHas.

11. IlpuHyAUTENbHBIA  pa3pblB  CTPOKM (MM «KOPOTKAsl CTPOKa») IPOU3BOJUTCS
Ha)KaTUEM kiapuin Shift+Enter. (IIpumeuanue: mnpu3HAKOM pa3phiBa
CTPOKH SBJICTCS HAJIMYUE CHUMBOJIA «J, KOTOPBIM NOSABISIETCS IIPU
0TOOpaKeHUH HelleyaTaeMbIX 3HAKOB Ha HKpaHe).

12. BcTaBka mycToil CTpOKH MPOU3BOAUTCS HakaTreM kiaBuiu Enter.

13. JIns yaaneHus MyCTOM CTPOKM HAJAO0 YCTAHOBUTH KypCOp B Hayajio 3TOW CTPOKH U
HaxaTb Kiasuiny Delete.

14. O0beguHeHUe ABYyX ab3aieB B OAWH (WM JBYX CTPOK B OAHY) MPOU3BOIUTCS
HaxatueMm kiaBuiu Delete B koHIle mepBOTO ad3aia (WM MepBOM CTPOKH).

PeIlaKTl/lpOBaHI/Ie TEKCTa

PeI[aKTI’IpOBaHI/Ie TEKCTA — 3TO IPOICCC BHCCCHUA B TCKCT JTFOOBIX HSMeHeHHﬁ,
a4 UIMCHHO:

~  HCHIpAaBJICHHE TPAMMATHYECKUX OLINOOK;

~ CKJIEMBAaHUE U pa3pe3aHue CTPOK;

~ BCTaBKa M yJaJ€HUE JOMOJHUTEIbHBIX MYCThIX CTPOK;

- KONHUPOBaHHE, IepEeMEIIeHUE, YIaleHne (parMeHTOB TEKCTa U T.11.

J{nsi ommenwt BBHINOIHEHHBIX JACHCTBUN MCIOJIB3YETCSl KHOIKA (OT™MeHHUTH) Ha
naHeqad OBICTPOro JocTyma. MOXKHO OTMEHUTh HECKOJIBKO paHee BBIMOJHEHHBIX
JIEUCTBUMH.

. Bo3zsépamump oTMeHeHHbIE paHee ACHCTBUS IMO3BOJISET KHOIKA (BepnyThb) Ha
naHeu ObICTPOro J0CTyIa.

VYcraHOBKa moJieii B JIOKYMEHTE, a TakKKe H3MEHEHHUE pa3MEpOB W OPHUEHTALUU
cTpaHUllbl (KHW)XKHAs WIA aJdbOOMHAasi) BBINOJTHSAETCS KOMaHJAMU Ha BKIIAJIKE
Pazmerka crpanunsl/rpynna Ilapamerpsl  cTpaHunbl. MOXHO — Takxke
UCII0JIb30BaTh JIBOWHOW IIETYOK MBIIIM MO BEPTUKAILHON JIMHEHWKE, YTOOBI BHI3BATh
okHO [lapaMeTpbl CTpaHUIIBI.

Komanma ®@aiia (knonka Office)/Ilapamerpsl/JdIononnurensno/ IlokasbiBaTh
conep:xkumoe aokymenTa/lIlokasbiBaTh I'paHuIbl TEKCTa MO3BOJISIET BBHIBECTH Ha
DKpaH Zcpanuubl mexcma (€CIU YCTAHOBIICH (IIAXKOK) Ui BU3YaIbHOTO KOHTPOJIS
IOJICH.



5. Ilposepka npasonucanua (opdorpaduum u TpaMMATHKH) BBHITIONHSIETCS KOMaHAOU
JICHTBI Ha BKJIAJIKE
PeuensupoBanue/IlpaBonucanne

6. BxiroueHue pexnMa agmomamuuecko20 nepeHoca cj106 BBIIOIHIETCS KOMaHAOW
JICHTBI Ha BKJIAJIKE Pa3merka CTPAHMUBL/TPYyNIA IMapameTtpsl
crpanuubl/PaccTaHoBKa nepeHOCOB.

7. Tlepen BbIMOTHEHUEM ONEPALMI peaKTUPOBAHUS WU (OPMATUPOBAHUS HEOOXOIUMO
BBIJICIIUTH TEKCT.

8. BrlmeneHue TeKkcTa U CHATHE MAPKUPOBKU:
8.1. Brigenuts:

a) eecb mexcm KoMaHaoW Ha Bkianke [aBHas/rpynmna PenaxkrupoBanHme
/BbigeauTs/BblieuTh BCe WIM TPOWMHBIM IIETYKOM MBIIIH IO JIEBOMY IOJIIO;

0) POM3BOJILHBIN hpazmenm mexcma NPOTHKKOW MBIIIHN MTPU HAXKATOW JICBON KHOIIKE
WIN YCTAaHOBUB KYpCOp B HA4yaslo BBIAEISEMOro (pparMeHTa, HaXaTb M, YACpKUBas
kinaBumry  Shift, menkHyTsh J€BOM KHONKOM MBIIIM B KOHUE BBIIEISEMOTO
(dparmeHra;

B) €1060 JTBOWHBIM IIETYKOM JIEBON KHOIKOM MBIIIIN Ha CJIOBE;
I') CcmpOKy IEITYKOM JICBOM KHOIIKOM MBIIIIH B T10JIE MAPKUPOBKH HAIIPOTHB CTPOKH;
1) ad3ay TBOWHBIM IIEITYKOM JICBOM KHOIKOM MBIIIH B TI0JIE MApKUPOBKH ab3alia.

8.2. CHATh BBIACICHUE MOXHO, IIEIKHYB JIEBOM KHOIIKOM MBIIIM BHE ITOJIS
BBIJICTICHUS.

9. Konuposanue mexcma:

a) BeIOparh Komanay I'naBHasi/KonmmpoBarh; komusi Tekcta momeniaercss B Oydep
oOMeHa;

0) YCTaHOBUTh KypCOp B COOTBETCTBYIOIIYIO IO3UIIMIO JOKYMEHTa W BBIIOJHHUTH
komaHy I'naBuasi/BeTaBuTh.

10.Konupoeanue popmama:

~ YCTaHOBUTHb KypcOp B TO3UILHIO JOKYMEHTa, cojiepxamiero Qopmar-odpaserl,
LIEJKHYTh MBIIIBIO 110 KHOIKE Ha JIEHTE I'naBuasi/@opmar no
o0pasny U IIEJIKHYTh MO CJIOBY, K KOTOpOMY TpeOyeTcsi IpUMEHUTh (popmaT-
oOpaserr;



- ,HBYKpaTHBIﬁ mMCIY0K MbIIIM II0 KHOIIKC IMMO3BOJIACT IMPUMCHATH «KHUCTBH»

MHOTOKpaTHO. (Ilpumeuanue: 1 BbIXOJAa U3 peXKUMa MHOTOKPATHOTO
KOIHUPOBAHUS dbopmara JOCTAaTOYHO €Il€ pa3 MIEIKHYTh [0 KHOIKE

).

11.Ilepemewsenue mexcma:
a) BbIOpaTh komManay I's1aBHasi/Bbipe3aTs; TekcT nomeniaercs B 0ydep oomeHa;

0) YCTaHOBUTh KypCOp B COOTBETCTBYIOUIYIO MO3UIIMIO JOKYMEHTAa W BBIIOJHUTH
komaHy I'nnaBHasi/BeTaBuTh.

12.Yoanenue mexcma Boinonusercs knasuiieit Del (Ilpumeuanue: onepanuu
KOMMPOBAHUS, TEPEMEUICHUS] U YJAJICHUS MOXHO BBIIOJHUTH C TOMOIIBIO
KOHMEKCMHO020 MEHIO.)

dopMaTHPOBAHHE TEKCTA

q)OpMaTI/Ip()BaHI/Ie TEKCTA — OTO HU3MCHCHHMEC BHCHIHCIO BHJA TCKCTa, IIPpH
KOTOPOM HC U3MCHCTCA €TI0 COACPIKAHUC.

1. ®opmaTupoBaHue CUMBOJIOB.

dopmaTtupoBaHue CHMBOJIOB BBIIIOJIHSETCS KOMaH1aMu BKJIQJIKU
I'naguas/rpynna IllpudT nnm ¢ noMompr0 KOHTEKCTHOTO MEHIO. MOJKHO Takke
OoTKpbITh auanoroBoe okHo LlpudT, rae BoiOpars Bkiaaky LIpu¢T u ycTraHOBUTH
TpeOyemble apameTpsl: WPUPT, pa3Mep, HauepTaHue WpUPTOB U T.1. 1 TOro 4Toos!
YCTAaHOBUTh MEKCUMBOJIBHBIM HMHTEpBaj, CMEIIEHHWE, MaclmTad, HaJg0 OTKPHITh
muanoroBoe okHo LpudT u BeiOpath BkiIaaKy JonmoJHUTEIBHO.

2. @opmaTupoBaHue ad3ales.

JIrobGast mocnenoBaTeIbHOCTh CHUMBOJIOB B TEKCTE Ha3bIBAECTCS (PparMeHTOM.
A03al — 3T0 PparMeHT TeKCTa, 3aKaHUYMBAIOIIMICS HaXxkaTheM kiaBuiu Enter.

dopmatupoBanue ab3aueB IpeAycMaTpUBaeT M3MEHEHHE OTCTYIIOB a03alleB B
TEKCTe, W3MEHEHHE WHTEPBAIOB MEXKIY CTPOKAMU W MEXIy ab3amaMu, yCTaHOBKY
KpacHOW CTpPOKH, BBIpaBHHUBaHUE ab3arieB. BBIMONHIETCS KOMaHIaMU BKIJIAJIKU
I'naBHasi/rpynna A03all WIM C TOMOIIBIO KOHTEKCTHOTO MEHI0. MOXXHO Takke
OTKPBITh JMAIOTOBOE OKHO A03al, 4TOOBI MONYYHTH AOCTYN K Hambosee MOTHOMY
HaOOpy KOMaH/.

CoxpaHeHne AOKYMEHTaA Ha TUCKE

Bemonnsercs komanmoit @ain  (Knonka Office)/Coxpanuts kak. B
muanoroBom okHe CoxpaHeHHe JOKYMeEHTA CleAyeT BBIOpaTh IHCK, MAIKy, B TOJE
MMEHM BBECTH HMS coxpaHsemoro ¢aiiia u Haxarh KHONKY CoOXpaHUThb i
COXpaHEHHUS JOKYMEHTA.



[loBTOpHOE COXpaHEHHWE JOKYMEHTa BBINONHSAETCS KHOMKOW COXpaHMTh Ha
MaHesu ObICTPOro JI0CTyIA.

OTKpbITHE JOKYMEHTA

Brimonnsiercst komannoi @ain(Knonka Office)/OTKpbITh WIM IIETYKOM

"l
MBIIIHA 110 OJHOMMEHHOM KHOIIKE Ha IaHeau ObICTpOro aocrymna. B nuanoroBom
okHe OTKpBITHE JOKYMEHTA CIEIyeT yKa3aTh JUCK, MMANKy, €CIM HEOOXOAUMO — THII
¢aiina v BEIOpaTh UMS U3 MOSBUBIIETOCS CIIUCKA.

Onepauml NNOUCKAa N 3aMEHbI

B nokxymentax Word MOXHO OCYIIECTBIATH MOMCK U 3aMEHy TeKcTa, (hOopMaToOB
(mpudra, ab3ama, sA3bIKa, CTUJS), PAa3IMYHBIX CHMBOJIOB (Mapkepa a03ama, CHOCKH,
puUMeYanusi, mpoodesna u mp.).

Jns sToro ucnonbs3yrorca komad bl I'naBuasi/rpynna PenakrupoBanue/Haiitu
(tonbko ITouck) nnu 3amenuts (ITouck n 3ameHa).

JIns yTOUHEHMs] TIOMCKA MCTOJB3YIOTCS BKJIAIKK M (hJIaKKU TUAJIOTOBOTO OKHA
Haiitu u 3aMeHUTD.

B none Haiitu yka3piBaeTcs oOpasell Moucka, a B nojie 3aMeHUTh Ha — o0pasen
3aMEHBI.

Knonka 3amMeHMTH TMO3BOJISIET 3aMEHHUTh HaWJACHHBIN oOpasen Moucka Ha
oOpa3el, NTOMENIEHHBIN B 110JIe 3aMEeHUTh HA U UCKaTh CJIEIYIOLIEe BXOXKICHHUE.

Knomka 3aMeHMTH Bce TO3BOJSET MCKATh BCE BXOXKACHHUS oOpaslia W3 IO
HaiiTu 1 3aMeHUTH €ro Ha 00pa3ell U3 MoJisi 3aMeHUTh Ha 110 BCEMY JIOKYMEHTY.

[Io oxoH4YaHWM oOmEpauu OTKPBIBAETCS AHAIOIOBOE OKHO C COOOIIEHHEM O
KOJIMYECTBE 3aMEH U C 3alPOCOM O MPOJOJIKEHUH MOUCKA.



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

MeToauveckue peKOMEHIALMH ISl IIpenoaaBaTesiei
IIpakTuyeckoe 3aganus Ne 1: @opmaTrupoBaHue TeKCTA:

a) CO3/1aTh HOBBII IOKYMEHT U HAOpaTh Ha KJIaBUAType TEKCT:

TEKCTOBBIU PEJAKTOP MICROSOFT WORD

(mpugpm Times New Roman (TNR), pazmep 14 nynktoB (IIT), Hauepmanue
OOBIYHBIIA, BCE TIPOITUCHBIC, paMKa HE HY)KHA);

0) ckomupoBaThb W BCTaBUTh TEKCT 11 pa3 depe3 ABOMHOM MEXKTYCTPOUHBIHI
UHTEpBaAI U OT(HOPMATUPOBATH €r0 pa3HbIMU MIPU(PTAMU B COOTBETCTBHUM C 3aJaHUEM B
tabaure (cM. Tadm. 1);

B) coxpaHuTh ¢aiin ¢ umeHem Illpughm B nTMuHOM Nanke.
Tabmuua 1

3ananue st GopMaTUPOBAHUS TEKCTA

MeXCUMBOJIBHBIN
[Ipudpt |Hauepranue [Pazmep |DddexTs HHTepBAT
Arial OOBIYHBIIH 14 Her YIIOTHEHHEIT,
1,5 ot
Arial IF;IOHWKHPHH 14 LBer wpudta — cunuii |OOBIYHBIHI
TNR O6LIHLL 12 I{Ber IJ{pI/ICI)Ta — Pa3pexeHHbIH,
YKEJITBIN 2 OT
TNR OGLIMHELH 10 ITonuépkuBanue, Pazpexxennsii,
TOJIKO CJIOBA 1 ot
[TonyxupHbI LBet mpudra — .
TNR " 12 - OOBIYHBIM
i KpaCHBIN
TNR I:IOHWKHP R ) Her OOBIYHBIIHI
1 KypcHB
TNR OObIYHBII 12 3a4epKHYTHIN OObIYHBI
TNR OObIYHBIH 14 HaHCTquHHI:I/ OOBIYHBIM
[loacTpouHbIi
[TomyxupHsI
TNR i 12 Bce" MPOTHCHBIC, OOBIYHBIHI
3€JIEHBIN 1IBET
Kypcus
TNR OObIYHBIH 12 Mauisle nponucHbIe VYIUIOTHEHHBIN,




1,5 ot
Courier [ITonmyxupHBI OnuHapHoe .
N YAHP 12 JUHAp OOBIYHBIH
New 1 KypcuB MOTYCPKUBAHNE
Courier . BOWHOE .
OOBIYHBIA 12 A OOBIYHBIN
New MO TYCPKUBAHUE

IIpakTuyeckoe 3aganue Ne 2. ®opMaTUpPOBaHuE TA0JIMIL

1. Coznate Tabnuiy
Taoamua 1. UacTpyMeHTapuid

Hazanue KonnuecTtBo Ilena CtouMoCTh
WHCTPYMEHTA

IInanuHO 4 mmT. 200 000 pyO.

Kmapaer 7 mir. 80 000 pyo.

Ckpunka 5 mir. 120 000 pyO.

basu 3 . 130 000 py®.

2. llocuntarh CTOMMOCTD MO KaXIOMY HWHCTPYMEHTY 1O ¢dopMmyIe:

Cmoumocmov=I[ena*Konuuecmeo

Jo6aButh B TabauIy crpouky Utoro

[Tocunrars O6mee konnuectBo MHCTpyMeHTOB 1 CyMMapHYyH0 CTOUMOCTh

BCEX MHCTPYMEHTOB

5. B ormenpHOM crpoke IlocunmraTh CpEeNHIO CTOMMOCTH HWHCTPYMEHTOB
(CyMMa LieHBI KaKJJ0TO HHCTPYMEHTA : 4)

NS

IIpakTuyeckoe 3aganue Ne 3. Co3nanue npe3eHTALMH
1. Co3nath mpe3eHTalMIO U3 5S-TH CIIaii/I0B.
2. J1o6aBUTh aHUMAITHIO KaXKI0OMy OOBEKTY Ha CIIaiJie.
3. Jlo6aBuTH IEpexoapl MKy ClaigamMu

TecT: COBpeMeHHble I/IH(l)OpMa]_[I/IOHHI)Ie TEXHOJOI'nH

1. MadpopManinoHHBIM Ha3bIBAETCS OOIIECTBO, TIE:
a. bBonpImumHCTBO paboTarONINX 3aHATH TPOU3BOJICTBOM, XPAHCHHEM,
nepepadoTKoi U peannzanueit HHGopMaluu, 0COOEHHO €€ BICIICH
(bopMBbI — 3HAHUI;
b. IlepcoHanbHbIe KOMIBIOTEPHI HIMPOKO KUCIIONB3YIOTCSA BO BCeX chepax
NeSITeTbHOCTH;
c. Ob6paboTka nHMOpMALIUK MPOU3BOAUTCS C UCTIOIB30BaHUEM
KOMITBIOTEPOB
d. TToBcemecTHO pacnpocTpaHEeHa BEIYUCIUTEIbHAS TEXHUKA.
2. NHdopmanmoHHas KyJIbTypa OOIIeCTBA MPEAOIaracT:
a. 3HaHUE COBPEMEHHBIX MIPOTrPAMMHBIX TPOTYKTOB;



b. 3HaHME MHOCTPAHHBIX S3BIKOB U YMEHUE UCIIOJIb30BaTh UX B CBOCH
NEeSATEeNbHOCTH,

c. YMeHwue 1eneHanpapieHHO paboTaTh ¢ HHGOpMaIMe 1 UCIIOIb30BaTh
ee I MoJy4eHus, 00pabOTKH U Mepeaadyu B KOMIIBIOTEPHYIO
MH()OPMATMOHHYIO TEXHOJIOTHIO.

Nudopmatuka - 370:

a. IlpuknanHas Hayka;

b. 'ymanuTapHas HayKa;

c. OOuiecTBeHHAas HayKa;

d. Texuuyeckas.

NudopmanimoHHBIMU TEXHOJIOTUSIMU SIBJISIOTCS
a. TexHomorusi mpou3BoOJCTBa Oymaru;
b. Texnonorust 0OpabOTKH TEKCTA;
c. TexHOnorus BhIITYCKAa MEYaTHON MPOAYKIIUY;
d. TexHomorusi XpaHEeHUsI, TONCKA U COPTUPOBKHU WH(MOpMAITIH
e. Texunosorust 06pabOTKK YUCIOBOM MH(DOPMALUH.
120 MerabaiiT paBHbI:

a. 1 l'urabaitt

b. 1,2 I'mraGait

c. 120000 KunobGait

d. 122880 Kunobaiit
O6nacth npuMeHeHus UHPOPMAITMOHHBIX TEXHOJIOTUHN SBIISIOTCS:
VYrpaBiieHueckas IeITeIbHOCTb
KoMmmepueckas nestenbHOCTb
[Tpon3BoacTBEHHAS ACATEIBLHOCTD JIFOJCH
TBOpUECKas IEeITENbHOCTD
[ToTpebuTenbckas AIEKTPOHUKA

© oo o

Cuctema jyist coopa 1 06padboTku nHMOpMaLnK, HEOOXOAUMOM J1JIs YIIPaBICHUS
OpTaHu3aluel, IPEeIPUITHEM, OTPACIIBIO — 3TO:

a. MudopManimoHHO-yIIpaBIeHYECKasl CUCTEMA,

b. MHpopMaliioHHO-TIOUCKOBAsI CUCTEMA;

c. MudopManmoHHo-cripaBoYHasi CUCTEMA;

d. Cucrema noaaep:KKu IPUHSITHUS PEIICHUN;
HNudopmaimoHHO-CIIPaBOYHBIMUA CUCTEMAMH SIBJISIFOTCS:

a. byxranrepckue cuctemsl yueta

b. KommbroTepHbie ClipaBOYHBIE TPABOBBIE CUCTEMBbI

c. CucTembl ONITUYECKOTO pacro3HaBaHUS HHPOPMAIIUN

d. CucreMbl MaIIMHHOTO MEPEBOJIAa TEKCTA
[lepBas pupma, co3zgaBuiasi KOMIBIOTEP € Tpa@UUIECKUM UHTEP(PENCOM U MBIIIBIO
ObL1a:
a. IBM
b. Apple
c. Intel
d. Hewleff-Packard



e. Compaq
10.TTomHOIIEHHBIN TIEPCOHATBLHBIN KOMIBIOTEP HEOOIBITNX raOapUTHBIX Pa3MEPOB U
MaJIOM Macchl — 3TO:
a. Notebbok
b. KapmaHHBII1 KOMIIBIOTED
c. PabGouas cranmus
d. Floppy-disk
11.YcrpotictBamu BBOAa MHGOOPMAIIUU SIBISIOTCS
KnaBuarypa
Jururaiszep
Mpbiiib
JlxocTuk
['padomocTpountens
CeteBoil aganrtep
. CeHCOpHBIN 3KpaH
12.YcrpoiictBamu BbIBOAA HHPOPMALIUU SBIISIOTCS:
Mpbiiib
Cxkanep
Jururaiizep
[Lnorrep
[IpunTep
Monem

moe o o

agQ
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Karou

Homep Bompoca [IpaBunbHBINM BapUaHT
OTBETA
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