MpaKTnyeckoe 3aHATHE Nol
Wpuetbl. DopmaTnposaHne cMMBOI0B

Llenb paboTbl: H3yduTh ¥ OCBOUTH Bo3MokHOCTH MS Word mpu pabote co
mpudTamu.

Hauano pabortbi: co3maiite B manke Mou AOKYMEHTbI MarKy, Ha3BaHHYIO
Bawei pamunueir. Bce paboThl coxpaHsSiiTe TOJIBKO B CBOIO MATKY.

3anycture nporpammy MS Word: Myck — Bce nporpammbl — Microsoft
Office 2013— Word 2013.

[IpounTaiite NOsICHEHWs, HAUIUTE M PACCMOTPUTE HA 3KPAaHE BKIAAKY
Wpuor.
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MNoAacHeHua:

HIpudt — 310 HaGop OyKB, KD, CIEHUATFHBIX CUMBOJIOB M 3HAKOB IPETH-
HaHusa. B monstHe mpudra BXxomaT: TN mpudTa (rapHUTypa), pasMmep
mpudTa, HaUYSpTAHHE.

1. Tun wpudrTa (rapHuTypa) — HanboIee pacpOCTPaHEHHBIME IIpH(TaMu
B Poccuu sisirorest:  11mes New Roman,

Arial,

Courier New,

Calibri, Cambria u t.1.
2. Pasmep 00OBIYHO BBIpaXkaeTcs B MyHKTax (Points). OxuH MyHKT COOTBET-

ctByet 0,376 MM:
- JUIsI OCHOBHOTO TEKCTa OOBIYHO BBIOMPAIOT pa3mep 12,

- 1 3ar0JIOBKOB — 14 u Brime,

— U1 CHOCOK M IpUMedaHuit — 8.

3. HauepTtaHue



—  OOBIYHBIHI

- MOJIY>KUPHBII

- Kypcus

- IOOYEPKHVTBIA

Mo>xHO MCTIOJB30BaTh Pa3HbIC COUCTAHUA Ha‘lepTaHHﬁZ

—  noayycupHulil + Kypcue

—  NOJYKHUPHBIA + NOTYEePKHYThIHI

-  Kypcug + nodqepmtvmbld

—  noayycuphulii + Kypcug + noouepKHymuli

BHumaHue!

VYcranosute st Bamero qokymenTta pasmep mpudra 14
u rapautypy Times New Roman.

3apaHue 1. Konuposal-me U BCTaBKa CTPOKU

1. HaGepure dpa3sy:

«S uzyuaro Microsoft Word ycnemao.

2. Ckomupyiite 1aHHyI0 (hpa3y U BCTaBbTE €€ TPU pasa.

Jlist 3TOrO BBIACIHTE JaHHYIO (pasy (MOCTaBbTE KypcOp MBIIIN CIIEBa OT
JTAaHHOM CTPOKH M IIEJIKHNUTE JIEBOI KHOMKOM, cTpoka « S mzyyaro Microsoft
Word ycrienHo» BBIACIHTCS CEPhIM LBETOM. ):

« m3yyaro Microsoft Word ycrerHo.

Bremonnute komanay Konuposatb:
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3 Konnposath
Beragunrs

BCTABK

¥

¥ ©opmat ne obpasuy

Komust maHHO# CTPOKH MOMECTHIIACh B Oy-
(dbep oOMeHa, Teneph €€ MOKHO BCTABJISTH B
yKa3aHHOE MECTO HY>KHOE yuciio pa3. Obpa-
TUTe 0c000C BHUMAaHUE HA TO, YTO JIAHHBIN
O6’b€KT BCTABJISICTCA B TO MECTO, I'I€C MUI'aCT
TEKCTOBBI  Kypcop. UTOOBl BCTaBUTH

CTPOKY, MNOCTABBTC KYPCOP B HYKHOC MCCTO W BBIIIOJIHUTC KOMAHIAY Bcra-

BUTD.



3. BcraBbTe mannyto ¢paszy 4 pasa. JJomkHa MOIYIUTHCS CIIETYIO-
11asi KapTHHA!

«5 mzydaro Microsoft Word ycnemrao.
« mzyqaro Microsoft Word ycnemrxo.
«1 m3yyaro Microsoft Word ycrerso.
«1 m3yyaro Microsoft Word ycrerao.
«5 mzyuaro Microsoft Word ycnemrao.

BHumaHue! 3anomuure 4 1mara:

1) BbLIENIUTH OOBEKT, KOTOPBIH HAI0 KOMIUPOBATH;

2) Konuposars;

3) yCTaHOBUTH KypCOp B TO MECTO, Ky/Ia HaJI0 BCTABUThH CKOTHPO-
BaHHBIN 00BEKT;

4) BCTaBHTD.

3apgaHue 2. UsmeHeHUne rapHUTYpbI
Odopmure: mnepByro cTpoky mpudrom Times New Roman,
- Bropyto Arial,
- T1perbio Courier New,
— 4YETBEPTYIO0 Monotype Corsiva
- maryro Calibri
JIOJDKHO TIOJTYYHTHCS TaK:
«S m3yqaro Microsoft Word ycnemrao.
«A nayyaro Microsoft Word ycnewuHo».
«d meyuamn Microsoft Word ycrnemHo».
A usyuaro Microsoft Word ycneuno.
«fl n3yyato Microsoft Word ycnewHo».

3apaHue 3. UsmeHeHUe rapHUTYpbI
1. HaGepure Tekct no oopasiuy (rapaurypa Times New Roman):

pudt — 310 HAbOP OYKB, U, CHICITUATHHBIX CHMBOJIOB U 3Ha-
KOB TpENUHAHUSI, OTOOpa’kaeMbIX OIpejeleHHbIM oOpa3zom. B
NOHSTHE MIpU(Ta BXOIAT: TUIl LIpU(Ta, pa3mep wpudTa, Hauep-
TaHUE.



2. Beimenure M CKONMUPYHTE TEKCT, BCTAaBBTE €r0 IMOCIEI0BATEIbHO 2
pasa.

3. Ipumenure paznuunbie TUIBI pUdTOB (MFOOBIE). YKaXUTe Ha3Ba-
HUS MPUPTOB.

Hanpumep:

[IpudT - 3TO HAGOP OYKB, IUP, CIEUATBHBIX CHMBOJIOB U
3HAKOB NpeNnruHaHUs, 0TOOpakaeMbIX onpesesleHHbIM 06pa-
30M. B moHsThe mpudTa BXOAAT: THUN WIPUPTa, pa3Mep
mpudTa, HauepTaHue. (Cambria)

LUpndT — 370 Habop 6ykB, undp, cneumanbHbIX CUMBOJOB
N 3HaKOB NpernuHaHuns, oTobpa)kaeMbix onpeaeneHHbIM 06-
pa3oM. B noHATHe wpudTa BXOAAT: TUN wWpudTa, pasMep
WwpudTa, HavepTaHue. (Tahoma)

WpundT — 3710 Habop 6yKB, UMPp, cneumanbHbIX CUMBOIOB U 3HA-
KOB NpennHaHua, oTobparkaembix onpeaeneHHbIM obpa3zom. B
noHATUe wpndTa BXOAAT: TUN WpKPTa, pasamep wpudTa, Havep-
TaHue. (Calibri)

3agaHue 4. UsmeHeHue pasmepa wpudTa

1. HaGepure cioBo (mpudr Times New Roman):

NudopmaTuka
CkonmpyiiTe u BctaBbTe cioBo MHpopmartuka 8 pa3. Beigenus mpen-
BapUTEIbHO KaXIYI0 CTPOKY, U3MEHHUTE pasmep mipudra, BHIOpaB
pa3Mep B PacKpBIBAIOUIEMCS CIHCKE pa3MepoB MIPUQTOB. BriOu-
paiite mpudTH B opsake yBenudenus: 8, 10, 12, 14, 16, 18, 22, 26.
JIOJKHO MOTy4YNTHCA TaK:

Nudopmatnka
HNudopmaruka

Nudopmartuka
Nudopmatuka

NudopmaTuka ut.u.



2. HaGepwure nocienoBaTeIbHOCTh YHCEN 10 00pasIy:
14 18 22 26 30 34

3. TlocnemoBaTelIbHO BBIZCIISS KXK]I0€ YUCIIO, 3a/IaliTe pa3Mep
mpudTa B COOTBETCTBUH C €0 3HauUeHueM (ecnu yucio 14, To
pa3mep mpudTa — 14, ecnu 18, To 18 u T.1.):

14 18 22 26 30 34

4. HabGepute cBoe ums U 3anaite pazmep mpudra 100.

3apaHue 5. U3meHeHUe CTUNA HavyepTaHUA
1. HaGepure TekcT mo obpasiy (rapautypa Times New Roman):
Mo3KHO UCIIOJIB30BaTh Pa3JINYHBIC COUCTAHUA HaqepTaHHﬁ.

2. CkonupyiiTe HaOpaHHBIH TEKCT U BCTaBbTe ero 7 pa3. K kaxmnoii
CTPOKE MIPUMEHHUTE pa3InyHOE HAaUePTaHUE CUMBOJIOB, (KUPHBIH,
KYPCHUB, TOTYEPKHYTHIN) YTOOBI OTYYHUIOCH TPUMEPHO TaK:

Mo3KHO HCII0JIb30BaTh PA3JIUYHBIC COYCTAHUSA HaqepTaHnﬁ.
Mooicno ucnonwvzosams pasiudrnsvle covemarusl HaqepmaHud.
MO0>KHO MCIIOIL30BATh Pa3JIMYHBIC COUYCTAHUA Ha‘IGDTaHI/Iﬁ.

Mootcno ucnonvzosams pa3iuyHsvle COUeMaHUs Ha4epmanuil.
MoKHO MCITOJIL30BATH PA3JIHYHLIC COUYCTAHNUA HAYEPTAHUIA.
MooicHo ucnoabzogams paziudHvle COYemarus Hayepmanuil.

MooicHo ucnonvzosamos paziuiHbvle COYCMAHUS HAYEPMaHUilL.

3apaHue 6. U3ameHeHue yBeta wpudra
1. CkonupyiiTe U BCTaBbTE TEKCT APYTUM CIIOCOOOM:

[TomeTbTe BCE CEMb CTPOK, MOJyYEHHbIC B MPEIBIAYIICM 3aJaHHH.
HaxxmuTe nmpaByro KHOIKY MBIIIU U BEIOEpUTE MYHKT MeHIO [Konu-
poBatb]. Ha)xMuTe NIEBYIO KHONKY MBIIIHU. YCTaHOBHTE Kypcop 4e-
pe3 JBe MYCTBIX CTPOKH, HAXKMHTE MPABYIO KHOIKY MBIIIU U BbIOE-
pute KomaHy [BcraButb).



2. TlocrmenoBatenbHO BBIIEISS KAXKIYTO
CTPOKY, 3aJalTe ee LBET IO XKeja-

HUIO.

Lieera resnd

Mo:xHO UCII0JIB30BATh PAa3JIMYHbIC COUCTAHUSA HaqepTaHnﬁ.

Mooicro ucnonvzosamo PA3TUHYHbLE COUYEeNAHUA HClU@pI?ZCIHML?.

3agaHue 7. BepxHuid (HaACTPOYHbIN 3HAK) U HUKHUIA (NOACTPOUHbIN 3HAK)

MHAEKCDI
cgas X HaGepure TekcT mo obOpasity:
Times New F ~ |12 *'A A Aa~ |/
A , a2 + b2 — CZ
K K 4 -aex, X A-%-A-
X2+Y?=R?
Wpndr »

CH, + 20, =CO, + 2H,0

3apgaHue 8. UameHeHMe MHTePBaNOB MeXAay CMMBO/IaMU

1. HabGepure TekcT mo oOpasity:
Microsoft Office 2013 Word

2. Brpimenwure, ckonupyiTe U BcTaBbTe TEKCT 3 pasa. [lomyunrcs 4
OJIMHAKOBBIE CTPOKH.

3. Bbimensist Kaxayro CTpOKY, IPUMEHUTE K HEll pa3IMyHbIil HHTep-
BaJI MEXKJy CUMBOJIAMH
AononHutenbHoO.

. Ucnionp3yiite meHto Wpudr, Briiaaky

WpndT

WpndT | JONOAHHTEABHO |

Mex3IHaK0oELA UHTEPEaN
Macuirad: 100%
Wnrepsan:  O6mvmbA

Cmgwenue: | Her v |

|E]

I[OJ'DKHO MMOJIYYHUTHCA TaK:

Microsoft Office Word 2007 — o6srunsiit uaTepBan
Microsoft Office Word 2007 — paspexennblii Ha 2 0T
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Microsoft Office Word 2007 - paspexennsiii na

4 it
Microsoft Office Word 2007 — ynnoraennsiii va 1 ot

3agaHue 9. BbinonHUTe ynpa*kHeHue

HaGepure TekcT U oopMHUTE €ro TaK:

st 00paboTKH TEKCTOBOK HH(POPMAIIUU HA KOMITBIOTEPE
UCTIOJIB3YIOTCS MEKCMO6ble PeOaKmopsl, KOTOPBIE MO3BO-
JSIIOT €030a8amb, pedaKxmuposams, Qopmamuposams, co-
Xpaname u pacneyamuléams JOKYMEHTEHI.

[NpunoxeHme Windows BJIOKHOT 1103-—
BOJISET pPemakKTUPOBATHL TEKCT U
OCYyWEeCTBJIATh NpocTeniee GopMaTU—
poBaHMe mpudra.

Microsoft Word 1 StarOffice Writer vimeroT mvpo-
KWV CIIEKTP BO3MOXKHOCTEVI 10 CO3TIaHMIO TOKY-
MEHTOB.

DAsi 10020MO6KY K U30AHUI0 KHULE, JKYPHAA0S U 2d3em
8 Npouecce MaKeMUpOBaHUs, U30AHUSL UCTIOAb3YIOMCSL
MOWHbLE POZPAMMDBL 0bpabomKy meKcma — HACMOAb-
Hoble usdameavcKue cucmemvl (Hanpumep, Adobe Page-
Maker).

[lns nodeomosku Kk nybaukayuu 8 MHmep-
Heme Web-cmparuy u Web-caiimog ucnosns3y-
IOMCest CNeyuanu3supo8aHHble NPULOIKEHUS
(Hanpumep, Microsoft FrontPage).

Times New Ro-
man

pasmep wpugpma
-11

Courier New
pasmep wpugpma
-14

Book Antiqua
pasmep wpugpma

Monotype Corsiva
pasmep wpugpma

Bookman Old
Style
pasmep wpugpma

N3menuTe 1BeT npeaioKeHU U OTACIBHBIX CIIOB 110 CBOEMY JKella-
Huto. Coxpanute paboTy B CBOEH marke 1noj uMeHeM lpaktuue-

CKad pabora 1.



MpaKTnyeckoe 3aHATHUE No2
dopmaTtupoBaHue ab3aues

Lienb paboTbi: M3y4UTH U OCBOUTH BO3-

moxxkHoct MS Word mipu pabore ¢ a6- L= .t. == A
3amamu.
==== = MH- -
Tpountaiite nosicHenus, Haiiaure u pac- |
CMOTpPHUTE Ha HKpaHe BKIaIKy Ab3al: ABsau =
MNoacHeHuA:

AG3arl sBIsSeTCS OAHUM U3 OCHOBHBIX OOBEKTOB TEKCTOBOTO JOKYMEHTA.
A63a11 ¢ TUTepaTypHOI TOYKU 3PEHUS — ITO YaCTh TEKCTA, MPECTABIISIIOIIAS
c000¥ 3aKOHUYEHHBIH 10 CMBICTY (parMeHT MPOU3BEACHUS, OKOHUYAHHUE KO-
TOPOTO CITY>KUT €CTECTBEHHOM May30ii 1715 epexo/ia K HOBOW MBICTH.

B KOMIIBIOTEPHBIX TOKYMEHTax ab3aleM cuuTaeTcs 0001 TEKCT, 3aKaHYH-
BAaIOLIMICS YIPaBISIOIIUM CHMBOJIOM (MapkepoMm) KoHIa a63ana. Bson
KOHIIa ab3aiia obecreunBaeTCs Ha)kaTHeM KiaBuiu {Enter}.

Baxxno ymeTh pa3nuyath KOHeI ad3alia U KOHell CTPOKHU BHYTpH ab3ara. Ko-
r71a TEKCT TIOXOIUT JI0 TIPABOTO Kpast TUCTA, OH ABTOMATUYECKH TTIEPEXOIUT
Ha HOBYIO cTpoKy. Korza e Bel Haxkumaete knaBuiny {Enter}, mpoucxoaut
nepexo/ K HOBOMY a03amy.

Komnerr a63ama nomevaercs cumBoiioM 9. C camoro Havasa npuy4auTech pa-
60TaTb B pexKume BKIIOUYEHHbIX CKPbITbIX 3HAaKOB popmaTtupoBaHusa! DTu
CUMBOJIBI CITY)KaT JJisi 00JerdyeHus: padoThl ¢ TEKCTOM M HE BBIBOISATCS Ha
neyvarh.

3apaHue 1. BoipaBHMBaHMe ab3aues

Habepute Tekcrt:

AO03a11 SBjISE€TCS OJHUM U3 OCHOBHBEIX O0BEKTOB TEKCTOBOI'O JI0-
KyMeHTa. A03all ¢ TuTepaTypHOU TOYKH 3PEHUS — 3TO YacTh
TEKCTa, IPEICTaBIAIOIIasi COOOM 3aKOHYEHHBIN 10 CMBICITY
dbparMeHT pou3BeeHNUs, OKOHYAHHE KOTOPOTO CITY>KHUT eCTe-
CTBEHHOM TMay30U ISl TIEpeX0o/ia K HOBOW MBICIIH.



B KOMIIBIOTEPHBIX TOKyMEHTax ab3aleM cuuTaercs J000i
TEKCT, 3aKAaHYMBAIOIIUICS YIPABIISIONIMM CUMBOJIOM (MapKe-
poM) KoHLa ab3ana. BBoa koHIa ab3aia odecrnevyrnBaeTcsl Haxa-

THeM KiaBumu {Enter}.

CyIIEeCTBYIOT YeThIpe cuoco0a BeIpABHUBAHMS a03alIEB:

Breso — neBblil Kpall pOBHBIM, a IPABBIA KaK MOJYIUTCS.

Ilo yenmpy — BeCh TEKCT BBIPOBHEH I10 IICHTPY.

Bnpaeo — nipaBb1il Kpall POBHBIH, a JIEBBIA KaK ITOJIYYUTCS.

Ilo wupune — 06a kpasi poBHbIe. BepaBHIBaHKE TIO IIUPHUHE
IPOMCXOUT 33 CUET PACTATUBaHU IPOOETIOB MEXTY CJIO-

BaMu.

AN3ARH PAIMETKA CTPAHNUbI CCBUIKA

‘= Paspesebi ~ Orcryn

i) Homepa crpox ~ = Cnesa: Ocm

bt PaccraHoska nepenocos s =+ Cnpasa: 0 cm

/ Ast

PACCHIIKA

Wurepsan

- |4= Ao Onr

- |$= Mocne 8nr

Brumanue! Yacto npu BbIpaBHU-
BaHUM MO IIUPUHE MEXIYy CJO-
BaMH (€CJIM CJIOBa JITTUHHBIE) T10-
JTy4aroTcsi OYeHb OOJIBILIUE MPO-
6enbl. DTO HEKpacuBo! YcTaHaB-

nuBaiite Bo BkiIaake PASMETKA
CTPAHMLbI PacctaHOBKY nepe-
HocoB ABTo. CiioBa OyIyT MEPEHOCUTCS TI0 CJIOTaM aBTOMATHYECKH.

\ETPbI PRCCTAHOBKIN NEDERT

CKOHHDVﬁTC Hale4yaTaHHBIM TEKCT:

JUI 3TOro BBIAEIUTE TEKCT (IIOCTABbTE KypCOP MBIIIU CJIEBA OT TEKCTa U,
yJepKuBasi Ha)KaToW JIEBYIO KHOIKY MBIIIH, BEUTE KypCOpP MBIIU BHU3,
IIOKa BECh TEKCT He BbIJIeNUTCS ). Beimonnute komany Konuposatb. Konus
TEKCTa MOMECTHIIach B Oydep oOMeHa, Tenepb KOMUI0 TEKCTa MOXKHO BCTaB-
JATh B yKazaHHOe MecTo. Uepes ofHy CTpOKy Iocie HaOpaHHOIO TEKCTa
Haneyarante: Mo ueHTpy:
Haxxwvure {Enter} m BcTaBbTE TEKCT (BBIIOJIHHUTE KOMaHAy Bcra-
BUTb). OThopMaTHPYHTE TEKCT MO HEHTPY (BBIACIUTE TEKCT U HIETIK-
HHTE MBIIIBIO HA TUKTOTpaMMe no yenmpy). [lomyaurcs Tax:
Mo uenTpy:
AO3aI1 sSBJISIETCSI OTHUM U3 OCHOBHBIX 0ObEKTOB TEKCTOBOTO JI0-
KyMeHTa. AG3all ¢ TUTepaTypHON TOYKH 3PEHHS — 9TO YacCTh
TEKCTa, MPEACTABISIONIas COO0H 3aKOHYEHHBIHN MO CMBICITY

9



(parMeHT Npou3BeACHUS, OKOHYAHUE KOTOPOI'O CIIYKHUT €CTe-
CTBEHHOM Iay30H IS [1epeX0a K HOBOW MBICIIH.

B KOMIBIOTEPHBIX JOKYMEHTaxX a03aleM CUUTAETCs JIF0O0H
TEKCT, 3aKaHYUBAIOLIUIICS YIIPABIIAIOIIUM CUMBOJIOM (MapKe-
poM) KoHIIa ab3aia. BBox koHIa ab3aia odecrieunBaeTcsl Haxa-
TheM kinaBumu {Enter}.

Mo npasomy Kpato:
OtcrynuTe OHY MYCTYIO CTPOKY U BCTABbTE TEKCT (BBIIOJIHHUTE KO-
maHay BcraButb). Otdopmarupyiite TeKCcT no npasomy Kparo. Ilo-
JIyYHUTCS TaK:

A03aIr sSBJISICTCS OTHUM M3 OCHOBHBIX 0OBEKTOB TEKCTOBOTO JI0-
KyMeHTa. A03all ¢ TUTepaTypHOU TOYKH 3PEHUSI — 3TO YaCTh
TEKCTa, IPEACTABISAIONIAas COO0M 3aKOHUYCHHBIN 110 CMBICTY
(dbparMeHT NMpou3BeACHUs, OKOHYAHUE KOTOPOT'O CIYKHUT €CTe-
CTBEHHOM MMay30H JUIs IEpeX01a K HOBOW MBICIIH.

B xoMmIbIOTepHBIX TOKYMEHTaX ab3alieM cuuTaeTcs 0ok
TEKCT, 3aKaHYUBAIOIIUICS YIIPABIISIONIUM CUMBOJIOM (MapKe-
pom) KoHIIa ab3ara. BBoj koHIIa ab3aira ooecreunBaeTCsl HaXa-
THeM KiaBumu {Enter}.

Mo wunpuHe:
OTtcTynuTe OJHY MyCTYIO CTPOKY U BCTaBbTE TEKCT (BBIMOJIHUTE KO-

MaHzy BeraButb). OTdhopmaTupyiite TEKCT HO WUpUHe:

A03ar sIBJIIETCS OJJHUM M3 OCHOBHBIX OOBEKTOB TEKCTOBOI'O J10-
KyMeHTa. AG3all ¢ TUTepaTypHON TOYKU 3PEHUS — ITO YaCTh TEK-
CTa, MPEJCTABIAONMAs COOOM 3aKOHYEHHBIN MO CMBICTY (par-
MEHT TIPOM3BE/ICHHSI, OKOHYAHHE KOTOPOT'O CIIY)KUT €CTECTBCH-
HOM Iay30H JUIs IEPEX0a K HOBOW MBICIIH.

B kxomnploTepHBIX JOKyMEHTax ab3aleM CcyuTaercs Jro0oi
TEKCT, 3aKaHYMBAIONIUICS YIPABISIOMIAM CHMBOJIOM (Mapke-
pom) KoHIa ab3ara. BBoa koHIa ab3ara oOecrieunBaeTcs Haxa-
THeM KiaBumu {Enter}.
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3apaHue 2. UsmeHeHUe MHTEpPBaNa MeXAay CTPOKamMmu
HaGepute TekcT mo oOpasiy:

CI10BO «KOMITBIOTEPY O3HAYAET «BBIYUCIIHUTEID), T.€. YCTPOU-
CTBO JIJIs1 BBIYMCIIEHUSA. DTO CBA3aHO C TEM, YTO MEPBBIE KOMIIb-
IOTEPBI CO3/JaBAIMCH JJIsSI BBIUUCIICHH: YCOBEPIICHCTBOBAHHBIE
aBTOMaTUYECKUE aprU(PMOMETPHI.

MERRY TR O ssuenme, | DPUIGIHTE TEKCT, CKONMUPYHTE €ro u
B ~ | BctaBbTe 3 paza. Mexny TekCTamMHu
* | ocTaBisiiTe MyCTYIO CTPOKY, YTOOBI OT-

b OauHapHei
P — JIeTHTE MX APYT OT ApyTa. 3aTeM, BhI-

Oanraprns

‘ﬁ“*’“”"“ JeNAs KaXIbI TEKCT, MPUMEHHUTE K
VIHE MY -

[[Touro ' | Hemy  cooTBeTCTBYMOMMH  Mexny-
|MmoxcuTens || CTpOYHBIN HHTEPBAIL.

Bribepute meHto MnaBHas — A63ay, — OTcTynbl U MHTEpBanbl — UHTep-
Ban mexayctpouHbii — 1,5 ctpokun. Haxxmure OK. Tlepen kaxabim Tek-
CTOM HalleyaTanTe, Kakol MeXIYyCTPOUYHBIN nHTepBan Bel mpumensere. Ilo-
JIYYUTCS TaK:

Me.?fCOVCWZDOIleZIZ uHmepea 1,5 CMPOKU.

CraoBo «KOMIIBIOTEP» O3HAYACT «BbIYHUCIUTCIIL», T.C. YCTPOﬁ-
CTBO OJIs1 BBIYHUCJICHUA. OTO CBSA3aHO C TEM, UYTO IICPBLIC KOMIIb-
IOTCPBI CO3AaBaJINCh IJIA BBIYMCJICHUM YCOBCPIICHCTBOBAHHLIC

aBTOMAaTUYECKUE apU(PMOMETPHI.

Meorcoyempounwiit unmepsan /Ieounou:

Meorcoyempounwtii unmepsan Touno 14 nm:
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3apaHue 3. UameHeHue oTcTynoB ab3aues

CxomnupyiTe oOpaser TekcTa u3 3agaHua 1 u BcTaBbTe ero 4 pasa.
YCTaHOBUM KpacHyio cmpoKy U 3a0[JHO TIOMEHSIEM OOUHAPHbIl UHTEPBAI
MEXIy CTpOKaMH Ha 1,5 cmpoxu (nonymopmsiii) U YBETUIHM UHMEPBA
Medncdy abzayamu. Jl7ig 5TOTO BBIIAENNUTE TIEPBBIA TeKCT (2 ab3ara), BbIOe-
puTe B BEpXHEM MEHIO koMaHy TnaBHasa — A63au;

Ab3ay [ 7 -
OTCTYNbl U UHTEPBANGI | NOAOXEHNE HA CTPAHMUE
Obume
Bupasunsamue: o nesomy kparw q
Yposent: OcHOBHOM TexcT E
Orcayn
Caesa: Dem 7 nepeag crpoxa: Ha
Cnpasa: Om = Orcryn L] 1,25 cm 5

32pKANLHEIE OTCTYNN

Wurepsan
Nepex: 6nt 3 MERYCTP OMMENT IHAuEHME:

Nocae: énr . 1.5 crpoxn TI

B nosiBuBIIEMCSL OKHE HaAWTE: NepBan CTPOKA U HAXMUTE HA CTPEIOUYKY
BHU3, BbIOepuTe oTeTyn (nosiBUTCA /,25 cm). YCTaHOBUTE MEKAYCTPOUHBII
uHTepBal 1,5 crpoku. CneBa nHTEpBal nepeps, 1 nocne ab3ana sMecto 0 mno-
craBbTe 6. Haskmure OK. J[0/5KHO MOMY4YUTHCS TaK:

Omcmyn nepeou cmpoxku abzaua.

AO03a11 SBISETCI OMHUM M3 OCHOBHBIX OOBEKTOB TEKCTO-
BOT'0 JJOKyYMEHTa. A03all ¢ JUTEPaTypHOH TOYKH 3PEHHUS — OTO
94acTh TEKCTa, IIPEICTABIISIONIAs COOON 3aKOHYEHHBIH 110 CMBICITY
(dbparMeHT TPOU3BEACHHS, OKOHUYAHHE KOTOPOTO CIYKHUT €CTe-

CTBECHHOM MAy30U ISl TIEpeX0/ia K HOBOW MBICIIH.
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B xoMIbI0TEpHBIX JOKYMEHTaxX ab3arieM cuuTaeTcs 1000
TEKCT, 3aKaHYMBAIOIIMICS YNPaBISAIONIUM CHUMBOJIOM (Mapke-
pom) KoHIla ab3ara. BBoa koHIa abG3ara obecrieunBaeTcs Haxa-

THeM KiaBumu {Enter}.

OcTanbHbIe 00pa3Ibl TEKCTa OTHOPMATUPYITE CIASAYIONIIM 00pa3oM:

Bwvicmyn nepeoii cmpoxku abzaua.

A03a1 SIBIIsIETCA OJHUM U3 OCHOBHBIX OOBEKTOB TEKCTOBOI'O JO-
KyMeHTa. A03al ¢ JUTEpaTypHOM TOUKH 3PEHUS — ITO
4acTh TEKCTa, MPEACTaBIAONIas cCOO0M 3aKOHYEHHBIN MO
CMBICITY (parMeHT IMPOM3BEACHHUS, OKOHUYAHHE KOTOPOro
CIYKAT €CTECTBEHHOW May30M I Iepexona K HOBOH
MBICJIH.

B kxommbploTepHBIX JOKyMEHTax ab3aleM CUYuTaeTcsi 0o
TEKCT, 3aKAaHUYMBAIOIIMICS YIPABISIOMNAM CHMBOJIOM
(mapkepom) KoHIIa ab3ara. BBox koHIa ab3ama obecreun-
BacTCs HaXKaTUeM KiaBuinu {Enter}.

Omcmvn d63d14€6 clesa Ha 3 CM.

Omcmyn abzaues cnpasa Ha 2 CM.:

3agaHue 4. Habepute n otdpopmaTupyiite TeKCT 3aABNEHUA

[Tanka 3asiBIeHUss 0TopMaTUPOBAHA 11O MPABOMY KParo, CJIOBO «3a-
SIBJICHUE» — MO LIEHTPY, TEKCT 3asBJICHUS — 10 IMIMPUHE C KPaCHOU
CTPOKOM MEKIYCTPOUHBIM MHTEpBa 1,5 CTpOKH, 1aTa — [0 IPaBOMY
Kparo.
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Hupexropy I'BIIOY
1K um. I1.A. OBUnHHHUKOBA

CenenkoBy H.b.

0T 00yYarouerocs rpymnbl

3asBIICHHE
[Ipormry ormycTuTh MeHs ¢ ypokoB 27 aekadbps 2017 rona
10 CEMEHHBIM 00CTOSTENHCTBAM. 3asBIICHUE OT POIUTENEH TIPH-

Jaracrcs.

23.12.2017

3apaHue 5. Habepute u otdpopmartupyiite TeKcT

HaGepure TekcT nmo o0pasily ¢ 3aJaHHBIMU IapaMeTpaMu (GopmaTu-
poBanusi: Tun mpudra — Cambria, pasmep mpudra — 12, Mexmay-
CTPOYHBI WHTEpBal — OJMHAPHBIA, MHTEPBAJ MEXIy 4YETBEPO-
CTUIIBSIMU 10 — 6, ocye — 6; oTCTym ad3areB cieBa — 4 cM uinu 6 cM
(uepe3 4eTBEpOCTHUIIIBE).

Buumanue! B nanHOM mpuMepe Kakaoe 4eTBEpOCTHIIBE — 3TO a0-
3am. Jlnms mepexoma Ha HOBYIO CTPOKY BHYTpH ab3ama (4eTBepo-
CTHIIIbsI) IPUMCHSITE NPUHYAUTENbHbBIN KOHEL, CTPOKU BHYTPH a0-
3a1a — koMOuHaiuio kiasuin [Shift]+[Enter].

Hailinure B IHTEpHETE TOX0XKYIO KADTUHKY U BCTAaBbTE €€.
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Beuop, Tbl NOMHWLWb, BbtOra 31MnacCk +
Ha myTHOM Hebe mrna HocKnAace;
JlyHa, Kak 6aeagHoe NATHO,
CKBO3b TyuM MpayHble entena,
N Tbl neyanbHaa cngena -

A HblHYe... nornaam B okHo:

+«

Mopa ronybbimm Hebecamn '+
BenvKkonenHoiMmmn koBpamu, '+
Bnects Ha CONHLUE, CHer NexuT; '+
Mpo3payHblii Nec oauH YepHeeT, +
N enb CKBO3b nHeM 3eneHeer, '+

M peyka nono nbaom 6nectut. §

CoxpanuTte paboTy B CBO€il mamnke 1noj uMeHeM paktuueckas pabora 2.

MNosoBuTe npenoaasartens AN NPOBEPKMU PaboTbl

MpaKTnyeckoe 3aHATME N2 3
dopmatupoBaHue ctpaHuubl. KONOHKU. CNUCKKU

Llenb pa6oTbl: u3yurTh ¥ OCBOMTH Bo3MoOkHOCTH MS Word mipu pabote ¢
KOJIOHKAMH U CITUCKaMHU.
3apaHue 1. YctaHOBKa napameTpoB CTPaHULLbI

VYcranoBuM mouist ctpaHunpl. s 3Toro BeiOepuTe BKiIaAKy Pas-
MeTKa cTpaHuLbl — MapameTpbl CTPaHULbI.

VG :

INABHAA BCTABKA AN3AAH PAIMETKA CTPAHMLEI

@ @ ]E = PazpeiBel = OTeyn

N F—
§:D Homepa crpok ~ 3= Cnesa:
Mona Opuentauma Pasmep KonoHew R o
- - - - bt PaccraHoeka nepeHocoe ™ =€ Cnpasa:
MapaMeTphl CTPAHWLBI P
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Otkpoetcsi OKHO [MapameTpbl CTpaHULpbI:

Mapasmerpst cTpanmLst [ g ﬁ
MNonas Pasmep Symarw | Mcroumme Gymarn
MNons
Bepxree 2 : Huscriee: 2
Nesoe: 2em S Npasoe: 2em
Mepenner: 0 E TonoxerHue nepennera: Caees T}
OpnenrTaums

EMWAHAS  anbbomMMas

YcTraHoBuUTE MOJIST CTPAHULIBL: BepxHee — 2 cm, HuxkHee — 2 cm, JleBoe —
2 cm, MNMpaBoe — 2 cm.

OOparuTe BHUMaHUE, YTO B TOM K€ OKHE MOYKHO TIOMEHSITh OPUEH-
TaIMIO CTPAHUILIBI C KHUMKHOM (TI0 YMOITYaHHIO) Ha afibOOMHYI0.

3apgaHue 2. Co3pgaHue KONOHOK (3 KONIOHKK)

HabGepwuTe Tekct mo obpasity (tum mpudTa Times New Roman, pas-
mep — 12):

Pacrio3HaBaHre TEKCTOB — OYEHBb BaXKHAs 3ajlada, KOTOpas BO3HUKAET BO
MHOTHX 001acTAX JESITeIbHOCTH YeI0BeKa. 3amoHss1 OI0JUIeTeHb Ha BHIOO-
pax, 6JIaHK BO BpeMsI IIEPETIMCH HACEIICHNUS, KAPTOUKY B ITOJUKIMHUKE, OJTAHK
TECTa Ha 9K3aMEHe, MbI 3HaeM, 4To 00paboTKy MH(OpMALIMH ¢ ITUX HOCHTE-
Jei OyJeT BBIOJIHATH KOMIIBIOTED, a BEpHEE ClelUalIbHAs IPOrpaMMa pac-
no3HaBaHUs TeKcTa. Ho mpexe crenuansHoe yCTPOUCTBO CKAaHEP MTOMOXKET
BBECTH JIaHHBIC C OJIAHKOB B MaMsATh KommbioTepa. CkaHep NpeaHa3HaueH
TSI TipeoOpa3zoBanus HHGOPMANUK ¢ OyMa)KHOTO HOCHUTENS B rpaduueckuii
daiin, ¢ KOTOpsIM B OyzieT paboTaTh MporpaMma.

Brumanue: mocne HarieyaTaHHOTO ab3ara 00s3aTEILHO HAKMHUTE
HecKobKo pa3 {Enter}, nnaue He moaydyatcs TPy KOJOHKH.

Beigenure HameuaTaHHBIM TEKCT W BBIOGPUTE BKJIAAKYy Pa3mertka
CcTpaHuubl — KonoHkn — [lpyrue KONOHKM.

16



m B -0 @ s
[MABHAA  BCTABKA  /[M3AAH  PASMETKA CTPAHMLE

@ B ]E % = Paspuisbl = Ot_nyn

y {0 Homepa crpox~ 4= Chnesa:
Mons Opuentauun Pasmep KonoHem t S =
. . v "« bc Paccranosxka nepenocos~ =+ Cnpasa:

Napam fa
L Oana o TRE S
&

-

4
(o)
=)

o
&
a
&

Otkpoercs OKHO KONOHKMU:

T W)
= [ (W |1\ |E

Qana dee Tpn Caesa Copasa
Ywcno conBuos: 3 5 [”] pasaenwrens
LLIMPIHA 1 NPOMEXYTOK O6pasey
HOMED: WHpNHa: npoMexyTOK:

[ 1 HEQ(H = lo,Scu_“ "5“1

[2 ] fsson  H fosen
3 I 15,9 o -":"':'

[V cronbus oausakoson wupuHe

(PRI o ocewy sonvuiercy B (] Howwit cronéey

[ox ][ omes ]|

—
.

17



3aIoJHUTE OIS JIMAJIOTOBOTO OKHA: Tun (KOHI/I‘-IGCTBO KOHOHOK) - 3, npo-

mexyTok — 0,5 cm. Haxwmure OK. [lomyunres tak:

Pacno3naBanue — Tek-
CTOB — OYCHb BaKHas
3aJ1a4a, KOTopas BO3HU-
KaeT BO MHOTHX 0OOIa-
CTIX JEITSILHOCTH Ye-
JI0BeKa. 3anoiHss 0roJ-
JETeHb Ha BBIOOpAX,
O5aHK BO BpeMms Tepe-
MUCH HacCeJeHHs, Kap-
TOYKY B TIOJIMKJIMHUKE,

OJaHK TecTa Ha DJK3a-
MCHE, Mbl 3HAeM, 4TO
00paboTky wuH(pOpMa-
UM C DTUX HOCHUTEIIEH
OyJIeT BBITIOJHATH KOM-
NBIOTEp, a BEpHEE CIie-
[yajgbHas TIporpaMma
pacro3HaBaHUsl TEKCTa.
Ho npexne cnenuanib-
HOE YCTPOWCTBO CKaHEP

IIOMOXET BBCCTHU [JaH-
Hble C ONAaHKOB B Ta-
MATHb KOMIIBIOTEPA.
CkaHep mnpeaHa3HAYEH
I TIpeoOpa3oBaHMs
uHpOpMaLUU ¢ OyMax-
HOTO HOCHUTEINlsI B Tpa-
duueckuit daiin, ¢ Ko-
TOpPBIM U OyzmeTr pabo-
TaTh MIpOrpamMma.

3apaHue 3. Co3gaHue KONOHOK (2 KONOHKMU € pasgenurenem)

CKOHHPYﬁTe n BCTAaBbTC 06pa3eu TCKCTa CIIe pas. Pacnonoxure ero B JABEC
KOJIOHKHM C HHTCPBAJIOM MCKAY KOJOHKaMH 1 CM, IIOCTAaBbTC TaJIOYKYy B

oxotke Pasgenutens. [lonyunres tak:

PacnioznaBaHne TEKCTOB — OYEHB
BakHasl 3ajJaya, KOTopas BO3HU-
Ka€T BO MHOT'HX 06J13,CTSIX S~
TEIbHOCTH YeJIOBEKa. 3amoJHss
OroiieTeHb Ha BbIOOpax, OJaHK BO
BpeMsl NIEPENUCH HaceJeHUs, Kap-
TOYKY B IOJHUKIIMHUKE, OJlaHK Te-
CTa Ha HK3aMEHEe, Mbl 3HAaeM, 4YTO
00paboTky WHGpOPMAIUU C ITUX
HOcUTeNel OyAeT BHIMOIHITH KOM-
IBIOTEP, a BEpHEE ClelHaIbHas
nporpaMMa pacro3HaBaHUS TeK-
cra. Ho mnpexne cneunanbHOE
YCTPOMCTBO CKaHEP MOMOXKET BBE-
CTH JaHHBIC C OJIAHKOB B IIaMATh
kommbioTepa. CkaHep mpeaHa3Ha-
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YeH JUIsl ipeoOpa3oBaHust HHPOP-
Mauu ¢ OyMa)KHOTO HOCHUTENsl B
rpaduueckuii pain, ¢ KOTOPBIM U
Oyner paboTraTk mporpamma.



3apaHue 4. CnUckun

Cnucku HCIOJIB3YIOT IJId aBTOMATHYECKOM HyMEpaluuu 8.638.]_ICB.
DIJIEMEHTOM CITHCKA MOKET OBITh TOJBKO 3.633.1_[. Crucku MOTYT OBITH
HymMmepoOBaHHbIE, MAapPKNPOBaHHbIE U MHOrFroypoBHEBbIE.

Cnucku ModxCHO co30a8ameb 08yMs

cnocobamu:

1. HaGpatp TekcT U3 mociemaoBa-
TEIILHOCTH a03alleB, BHIACIUTD
€r0 ¥ BBIOPATh BHJI CIIHCKA.

2. BriOpath BUJ cIMCKa B TOJIBKO
1ocJie 3TOro HabpaTh TEKCT U3
MIOCJIC0BATEIIbHOCTH a03a1ieB.

Pesynbrar OyneT oMHAKOBBIM.

HymepoBaHHble CMUCKK

Jnst co3nanust HyMEpOBaHHOTO
criucka BeiOepuTe BKiIaKy [nas-
Haa — A63ay, >Hymepauyus.
Ecnu menkHyTts mo cTpenke, mo-

WA -

HeT

&

=

OCAEANME HCNONLIOBaN

»NODAKOTCKA HYMEDAUWH

m

1)

w

a)

<)

AabGBslr, Aab

HEIE HOPMATEL HOMEPOL

SIBUTCSI OKHO, B KOTOPOM MOKHO BBIOpaTh (hopMaThl Hymepaluu. Beioepute
yYKa3aHHBIM BUJl HyMEPOBAHHOI'O CITUCKA U CO3/1aliTe CITUCOK:

CaHrytHHa CBeTIaHa
Acangopa CeeTliaHa
Kozpipeea HOmTHA
Cakaerpa MpuHa
KyzHenoea KpHCTHHA
BanaxoHoBa| Jlapba

7. ITonomapeea JIugua

SNl A

Pacrionoxure (paMuIMK CTYICHTOK 1O andaBuTy. J{is 3Toro:
BBIACIINTEC CIIMCOK U HICJIKHUTE IO ITUKTOIPaMME COpTMpOBKa:
[MosiButcst okHO CopTupoBKa Tekcta. Haxxmure OK. Tlonyuures Tak:

1. Acanosa Cgeriiana
2. banaxonosa Jlapbs
3. KossipeBa IOmaus

s

A

il




KysunenoBa Kpucruna
[Tonomapesa JIngus
Caiiryruna CeeriaHa
Caxkaesa Mpuna

~N o oA

CxonupyiTe U BCTABbTE MOJTYYEHHBIN CIMCOK, BEIOCpUTE APYTOn
BHJI HyMEPOBAaHHOTO criricka. Hampumep:

1) Acanoa Cperiiana
2) bamaxonosa Jlapes

3) Kossipesa IOnus

4) Kysuenosa Kpucruna
5) IMonomapea Jlumus
6) Caitryruna CaetiiaHa
7) CaxkaeBa Hpuna

Ecnu cnircok HaunHaeTcst He ¢ 1, a mpoI0JKaeTCsl, BBIICIUTE
HepBYIO0 (paMUIIHIO, HAXKMUTE MPABYIO KHOTIKY MBIIIN (KOHTEKCTHOE
MeHI0) 1 BeiOepuTe Havatb 3aHoBo ¢ 1. Co3naiite npyrue BUIbI HY-
MCPOBAHHBIX CITMCKOB.

MapKupoBaHHble CNUCKU
JIiist co3manust MapKUPOBAaHHOTO CIUCKA BhIOEpHTE BKIaAKY [nas-
Has — A63au, —>Mapkepbil:

- i— = - - & 3= £ L1

= = R Aab68BalT|

warT - D — @ O

B 4 %V

Co3znaiite MapKHUpPOBAaHHBIN CITUCOK:

®yHKYUU hpoueccopa:
v' 06paboTKa JaHHBIX 110 3aJaHHOM IporpaMMe yTeM BhITOIHEHHS
apuQMETHUECKUX U JTIOTUIECKUX OTEPAIHii;
v/ mporpamMMHOE yIpaslieHHe paboTOi yCTPONCTB KOMIBIOTEPA.
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®OyHKYUU hnamamu:
v npuem UHPOPMAIIMH U3 IPYTUX YCTPOUCTB;
v’ 3anomMuHaHKe HH()OPMALIUH;
v’ BbIIaua HHGOPMAILIUH TIO 3aMPOCY B JAPYTHE YCTPONUCTBA MAIIUHBI.

MHoroypoBHeBble CUCKKX
[TepBoHaYaIbHO CIIUCOK HE UMEET YPOB-
Hel. [[s moHmkeHus ypoBHS CIHICKA CJIEyeT YBEIUYUTh OTCTYII:
J171s1 TOBBILIIEHUST YPOBHS CIIMCKA — YMEHBIIIUTE OTCTYII:

CO3,Z[E[I>1TC MHOT'OYPOBHCBBIC CITMCKHU:

Cnucok 1
1. KommnerotepHoe 000pyaoBaHUE
1.1. CucreMHBIN 0JI0K:
1.1.1. maTepuHcKas miara;
1.1.2. KeCTKHH HUCK;
1.1.3. DVD-mguckoBox;
1.1.4. Onox nuTaHuUs;,
1.2. Monwurop
1.3. Knasuarypa
1.4.  Tlpuntepsr:
1.4.1. na3zepHblii;
1.4.2. cTpyiHBI.
Cnucok 2

1. B coBpeMeHHOM JOKYMEHTOOOOPOTE Yallle BCETO UCTIONb3YEeTCA:
1) Microsoft Word
2) StarOffice Writer
3) Windows biokHoT
2. TlpeoOpa3oBaHue TOKyMEHTa, 00eCIIeuMBarOIee BCTaBKY, y1aJICHHUE,
nepemMenieHue ero parMeHToB (00BEKTOB) — ATO:
1) penakTupoBaHHE
2) dopmanuzanus
3) dopmaTtupoBaHue
3. Yacth TekcTa, MPEICTaBISAIONIas COO0W 3aKOHUSHHBIH 110 CMBICITY
(dparMeHT npousBeneHus, OKOHYaHHE KOTOPOTO CITY>KUT €CTECTBEH-
HOM Iay30H IS Iepexoqa K HOBOW MBICIIH:
1) a63an
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2) CHMBOI
3) mpenoxeHHe

Coxpanute paboTy B CBOEiI marnke moa uMeHeM [pakTtuueckas pabora 3.

Mo3oBuTe npenogasartens ANA NPoBepPKU paboTbl
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MpaKkTnyeckoe 3aHATHUE N2 4
Co3spaHue n popmatnpoBaHue Tabauy,

Llenb pa6oTbl: U3yunTh  OCBOMTH Bo3MokHOCTH MS Word mipu pabdote ¢

TaOJIMLIAMU.

Tabnuipl B JOKyMEHTAaX UCIIONB3YIOT ISl IPEJICTABICHUS CTPYKTYpPHUPO-

BaHHOW HHpOpMaIHH.

3apgaHue 1. CozpgaHue Tabnuubl

Obpaszey: Tabanua UCTUHHOCTU A/19 OCHOBHbIX 10rMYeCcKUX GYHKLMIA

AlB AnB AvB -A
KOHBIOHKIUA | JU3BIOHKIHA | HHBCPCHUA

0] O 0 0 1

0] 1 0 1 1

1|0 0 1 0

1|1 1 1 0

Jlis coznanus TaOHIIBI HCTIONB3yeTCs BKIIaaka Bcraka — Tabauua

ITocuuraiiTe KOJIMYECTBO
CTOJIOIOB B TaOimie — 5.
KonunuectBo cTpok cum-
TaTh HEOOs3aTEIbHO, T.K.
OHH JICTKO 100aBIISIOTCS U
yaanstotcs. [llenkaure mo
nukrtorpamme Tabnuua u,
yAEPKUBas JIEBYIO KHOIIKY
MBI Ha)XaTOM, BBIJE-
JUTe 5 KIETOYEK 110 TOpH-
30HTAJIHd U 5 KIIETOYEK II0
BEPTUKAIU. [Mlenxkaure
JIEBOM KHOITKOM MBIIIIH.

@ H S0
FNABHAA ICTABKA AN3ANH PAIMET
B Twynumas CTPaMmus ~ v
i O
] Mycran crparmua -
) Tabanwya Pucyrkn Vsobpaxesns ©
“— Paipeie crpaHuyb v s Unreprera
TPaHML Tabavua 5x5
5 L JCICICIC ]
I
b " :,,,_\ L A ![
LIS
L JCICICIC
I |
]l L |
0
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[losny4yurcs Tak:

o o o o o o
o o o o) o <
o o o o o o
o o o o) o o
o o o o] o <

3amonaute Tabauiy. s BBOa CUMBOJIOB KOHBIOHKIINHU, TU3BIOHKIIHH, HH-
BEPCHH UCIIOJIb3YHTE BKJIaAKy BctaBka — Cumson.

JL Ypaorerwe
€2 Crmson~
[TonyuwnTcs Tak:
KOHBIOHKIIUS | JU3BIOHKIMSA | MHBEPCHS

Beigenute Bcro TaOIMIly M MIEIKHATE MPAaBOW KHOMKOW MbImH. [1o-
SIBUTCS KOHTEKCTHOE MEHIO:
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AAB+ AVB¢  Times NewRoi + A A
KOHBIOHKITHED AHSHIOHELY =w.a.5-F3-
0z 0z | =~ |
02 1o X, Buipesams
0o 1z B Konwpoam
1o 1o T\- Mapamerpor soraaxm:
e - - e
H Lo W LA
Bcraenrs
}2 AanuTe Tabaruy
HE Buipoenars boi TPOX
T BsiposHaTe Winpuny croabuce
CTnm 0PopMNEHNE rpaHny
Agtoncatop
1'.1 Hanpasnerme Texcra..,
Bcraents Halzanme,

Beranwa

rii
=
=

™

Adnenne

AsTonoabop Ne CogepEMMOMY
AsTonoaBop NO WHPKHHE OKHA

Dunc

NPOBaMMAR LUMPIMA cTonGuS

BeiGepure Astonopgbop — Astonopabop no conepxxumomy. [lomyuutcs

TaK:
Al g|AnB AvB —-A
KOHBIOHKIUA | TU3BIOHKIHA | HHBCPCUA
000 0 1
010 1 1
1/0/0 1 0
111 1 0

3apaHue 2. KoHctpykTop. Co3naiite Tabmuiry:

PacnonoxuTte Tad-
auny no ueHtpy. Pac-
TOJIOKUTE HAJIIMCH B
sTYerKax 1o LUEHTPY.
HarmeuaTaiiTe Ha3Ba-
HH€E TaOJIUIIBI.
JIOMKHO MOTyYUThCA,
Kak Ha oOpasIie.

Buo pexnamwi Dppexmusnocmov pexnramol (%)
TeneBunenue 40
Panuno 20
CpencTBa nevatu 26
Tpancnopt 7
YV IUYHEIE UTHI 2
[Ipoune 5
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YcTaHoBuTe Kypcop B 0001 siueiike Tabauibl 1 HaliauTe BKIaaKy PA-
BOTA C TABJ/IMLUAMMU KoHcTpyKTOp:

3METKA CTPAHNLIE

CChUIKA

Boxymentl - Word

PACCHITKWN

PELLEH3MPOBAHWE

EI|

ABBYY FineReader 12 KOHCTRYK

3anusxa  Crwan opopmnenna
- rpauLy

18 13

TOF MAK

05nr
e leer nepa -
O6pas

A

Ortkpoiite 0kHO, rae Bel MokeTe BEIOpaTh CTHIIB O(OPMIIEHUS TaOIHLIBI
WIH CO3JaTh CBOW CTHJIb. BpiOepuTe 0AMH U3 CTUIIEH.

3apaHue 3. O6beauHeHue aueek Oopasey:

EaonHnubl nsmepenust nHcpopmawmm
MpucTtaBka
HasBaHue Cumson CngCB?” [ecaTny-
Hasi JlBonyHas

OauT B oaiT 10° 20
KHJIOOAHT kB Koaiit 10° 210
MeradaunT MB MoGaiit 108 220
rurabant GB I'GaiiT 10° 230
TepabaiT B To6auT 10%2 240
rerabaiT PB [16aiiT 10%° 2%
sKCcabalT EB D6aiir 1018 200
3eTabalT ZB 30aiT 102 270
HoTTabanT YB W6aitt 10% 280

Jliist Toro, 4TOoOkI 3amucaTh Ha3BaHue Tadauel EQMHULLI N3MEPEHUS NH-
dpopMauunmn, HEOOXOIUMO BBIICIHUTh SYCHKHU TEPBOM CTPOKH, IICITKHYTh
MPaBOM KHOMKOM MBIIIH (TIOSIBUTCSI KOHTEKCTHOE MEHI0), BEIOpaTh: 06beau-
HUTb AYEUKMU:
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| | =
2 = — 193
o ol o
X, Boipezars
-
* = o Fm Konmwposars
o] o - - o3
= ~ = (3 Mapamerpo: scrasm:
" - “—j b
L] .
~ o & - R iy
o]
il i - Berasure >
b " o ]
] YABNNTE AYEHKM. ..
E OOpeanHnTs SUEfKn

HOJ'Iy‘-II/ITLCH TaK:

Pacrnionioxxure TekcT BHYTpH siueek MO LEeHTpy, BBEIUTE Ha3BaHUE
Tabuipl EANHULBI n3MepeHus nHpopmaumn. OobearauTe 4-yio
U 5-y10 stueiiku BTOpo#t cTpoku (Tae OyzaeT HamedaTaHo lpucTtaska),
3aTeM pazoeiiTe ee Ha 2 cTOO1A, 2 CTPOKH.

-~ 5 ~
o) o o
¥, Eunipesars
o o] - o
s iz 2 @ Konwposars
- ’e oy 2
e = 2 & Mapaserpor scramxmns
- -~ — -
Bcraswms »
YARNTNTS ANERKM.,
5 Paggennme auedtin..
4 I ‘a
Pasbuerne sueex s
| Yucno cronbuos: 2 3
HYucno crpox: 2 =

|V] Q6 veguninTe nepea pasbuennenm

[ omena

[Tonyuurcs Tak:
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EonHuubl nsmepenuns nHpopmauymm

JIBe BepxHHe sueiiku oObenuHuTe. 3amoiaHuTe Tabnuiyy. Mcmomnp3yiite
HAJCTPOYHBIE U MMOJCTPOYHBIE 3HAKH.

3apaaHue 4. Co3paite Tabaunuy camoctostenbHo. Oopaszey:

CnpaBKa 06 o6beme AoKymeHTOO6OpOTA

3a 20
MCCAI]
JloxymMeHTBI KonnyecTBo 1OKYMEHTOB Bcero
MO/VTMHHUKHU THPaX

[TocTynaroniue

OTtnpasisieMble

Buyrpennue

Uroro

3apaHue 5. UameHeHue rpaHuy, Tabanubi

Obpaszey:

OcHoBHbIe (popMaThl NOTPEOUTEIBbCKUX OymMar
O6o3nauenne  Pasmepsnr (MM) O6o3nauenne  Pasmepsl (MM)
A0 841x1189 A6 105x148
Al 594x841 A7 74x105
A2 420x594 A8 52x74
A3 297x420 A9 37x52
A4 210x297 Al10 26x37
A5 148x210 All 18x26




CHauvana co3zaiite TabauIly ¢ OOBIYHBIMU I'PaHULIAMU. 3aTEM YOepuUTe BCE
TpaHHIIBL:

v ax X, X -3, A - = = = ::, - *. - T O6biunisie T Bes nure,
WpngT inab] oo
1 K 7 g ep RR T L J,
L t ML
q My
Beinenure 1-yio u 2-y10 CTpOKH, IMICIKHUTE 2 [ o6uunuist T Ees mire
10 MUKTOorpamMMe I'paHuiisl.
Bri6epute FpaHuubl 1 3anuekKa... :
Otkpoercst okHO FpaHULbl M 3anuBKa. BeiGe- | A et
PUTE HYKHBIM THUII JIMHUU U LIEJIKHUTE HA Ma- AoGasnenne unm yaaneHne
JIEHBKOM 00pa3iie (crpaBa) Tam, TJI€ JOJKHBI PPN EBIAEREHHBIX RYCEX
OBITb TUHUU TAKOTO THUIIA.
[ Iparuupl v 3a4BKa 2] X
fpanuua :;rppguua ! 3annexa
Tun Tun: O6paszey
P o S R B T - Ans A063BAEHNA rPaHML,
Her wenkuuTe obpasey nan

H(nOhb?/ﬁTQ KHOMKW

D pamka

0oo

Hq 3] Userw:

Haxxmute OK. Ilonyunrcs Tak:

OcHoBHbIE (popMaThl NOTPEOUTEIbCKUX OyMar

O6o3HaueHne Pazmepsr (Mm) O6o3HaueHne Pazmeps! (Mm)
A0 841x1189 A6 105x148
Al 594x841 A7 74x105

Jlo6aBbTe HIKHIOIO TPAHUILY B TTOCTIEIHEH CTpOKe (Kak Ha oOpasie).
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3apaHue 6. Co3gaite Tabaunuy camocToaTeIbHO

B BepxHUX s4eiKax IPUMEHUTE 3aJIUBKY.

Obpasey:

Ilons MM
JleBoe 20
[IpaBoe 10
Bepxuee 15
Himxuee 20

3apaHue 7. Co3paite Tabauuy camocrostenbHo. Oopazey:

KYPHAIJI

y4eTa paOOTHHUKOB, BEIOBIBAIOIINX B KOMAHIUPOBKH

nu3
(HanMeHOBaHKE NPEANPUSITUS )

g Jlata

S o - S

Sa = s L =

O o o = Mood) o

£ £ EE| S B E & =

Szg| & TE| E8ZE|C o g ZgE¢g

S5 2| 228 o8& 2| 8 S| E8E5
|82 2| 088 dacf| 28| 22| g8z80
= E| E| = 2| sSaal|l oF| 8E | E = =

S&oc| ¥/ 80| ag8=5c|cE| oa|Egors
/i 53| 8 = S ErE|l 3|l 72| e 8RB L

s 5| EES o E g9 SRE) =9 S X'§ o 3

S E e Z 0 P 25 38| EZ| EE|~Z&E 8

= S SE|lSgsa| %Al 2B E T m

E 2 O>‘ T E 3 > < < z

c%x 2 S 4 o S Z

S

CHavajia neyaraiTe TEeKCT, KaKk OOBIYHO, 3aTEM C IIOMOIIBIO0 KOH-
TEKCTHOTO MEHIO NMpuMeHnTe HanpaBneHue Tekcra:

e

y4eTa paGOTHHKOB, BbIGBIBAIOIIHX ‘B KOMAHTHPOBKHY

Texcra - Aueiika rabanusi IM‘

S
JKYPHAIIY

[
ﬁnpexnﬂ =

Ne€!
'

JOTRBOCTES

Homep'»

KOMAHARPOBOYHOIO»
YAOCTOBEPEHHA™

1

6]

P H

g
|
I

=]

OpuenTaumns

Texer

{ -
¥a)

MpimennTe

oK [ omera |

Oépaszey

Kaxapih ox0THKK
HenaeT IHaTE
TAC CNANT dazan
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3apaHue 8. Co3gaiTe Tabaunuy camocToaTeIbHO

BrIpoBHATE BripoBHSATE BripoBHSATE 3 T
= 8
CBEpXyY CBEPXY CBEpXY 2 Q -
IO JIEBOMY 10 LEHTPY 10 IIPaBOMY QE ® §
Kparo Kparo | & e
o 5 S
= 2 )
s 3
T &
&
2] =
BrIpoBHATH BrIpoBHSATE = g S
0 LICHTPY BripoBHSATE 10 LIEHTPY 8 ®
I10 JIEBOMY 10 LEHTPY 110 IPaBOMY = - S
ST =
Kparo Kparo =! % o
T &
o =
a
) =
z 55
BrIpoBHATB BrIpoBHSATE % %
CHU3Y BsIpoBHATE CHU3Y s z
IO JIEBOMY CHU3Y 10 IIPaBOMY =] % o
Kparo 10 LEHTPY Kparo T E

JIJ'ISI BbIpaBHHUBAHUA TCKCTA 110 O6p331_[y BBIACIIUTE smefnm, Ha>XMHUTE
IIPaBYIO KHOIIKY MBIIIM M B KOHTEKCTHOM MEHIO BbiOepute CBoicTBa
Tabnuupbl. Ilepelinute Ha BKIanKy fAyelrika M BbIOUpaNiTE HYKHOE
BepTukanbHoOe BbipaBHUBaHMeE.

rC:umcrea Tabanusl |M

Tatanua [ Crpoka | Crongey | AUeika | JaMmewan it TekcT
| Pasmep
WHPHHA: 0m Eamrmnun Cantuserpel

BepTUKansHOE ELIDAEHHBANKNE

=l=

cyusy

=

Coxpanute paboTy B CBOEH marnke 1mojJ umeHeM lNpaktnyeckas paborta 4.

CEepxy  NQ UenTpy

Mo3sosuTe npenogaBaTens ANa NPoBepKu paboTbi
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MpaKTnyeckoe 3aHATHE N2 5
Co3paHue nsobpaxxenun 8 Word

Llenb pa6oTbl: U3yunTh  OCBOMTH Bo3MokHOCTH MS Word mipu pabdote ¢
N300paKCHUSAMU.

3aaaHue 1. Co3pgaHue 610K-CXembl IMHEHOrO aAropuTma

Jlnst mocTpoeHust N300pa’keHNU UCTIONIB3YIOTCS TOTOBBIE T€OMETPH-
yeckue (PUrypbl — IpSIMOYTOJIbHUKH, IPSIMbIE TUHUU, CTPEJIKU U JP.
U3 MEeHIO Betaska — Unntoctpauun — durypbl:

PASMETKA CTPAHWULIB! CChITKW PACCBUTKW PELLEH3WI

| 5 § ™ -
o md LA Smarit & Moraswn \XI
: 11 Anarpamna

Spaxerna Durypo
Vintepera - &+ CHnnok ~

& Mowu npunoxenns - Byxmneawa

Vinniot  Tlocaepnme HCnoabiosatnbie Gurypbr  OXEHNs

5 G

2] JJOOA L L ! 9 11
2\ 1{ )%

G

Ocnoonnie Gurypo

Ny AN 750

NS

Purypusie crpenxm

. N 9T
VoYY

&L & @

WP aR @

Purype: Ann ypasuennin
db == 2 & = g4

u o - /a

bnox-coxema

JB3BEPLUICHNAR
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Bribepute nyHKT bnok-cxema, co- ( )

JIepKaMi  pa3IMyHbIE  SJIEMEHTHI
omok-cxeM. Jlns mocTtpoeHust OJOK- v
CXEMBbI JIMHEHHOTO aJropuTMa CHa-
yasa JABax/bl BIOepuTe baok-cxema:
3HaK 3aBeplueHuna, a mMoTtoM bnok-
cxema: npouecc. Hapucyiite aine-
MEHTBI OJIOK-CXEMBI, PACTIOJIOXKHUTE
UX B HY)KHOM TOpPSJIKE U COCAUHUTE
CTpEJI0YKaMHU.

B KOHTEKCTHOM MEHIO Ka)XJIOro u3

DIIEMEHTOB OJIOK-CXEMBI BBIOEpPHUTE pr— o
nyHKT [l06aBUTb TEKCT U BBEAHTE . i .—‘.

tekcT. (KonTekcTHoe MEHIO MOSIBIIS- ¥ | g rer—
€TCS IPU HaXXaTHH TMPaBOH KHOIKH s et

MBIIIN Ha OOBEKTE). o s

Otdopmatupyiite TeKCT, 4TOOBI MO-
JTY4UIIOCh TaK:

Hauaio

A 4

Cepust KOMaHT

A 4

Konern

Crpynmnupyiite Bce 3JeMeHTHI 0JIOK-CXeMbI B OMH 00beKT. Mento MnaBHas
— PepakTupoBaHue — Bbigenutb — Bbibop 06beKTOB.

«O6BeauTe» Bce 00beKThl. OTIYCTUTE KHONKY MBIIIN — OOBEKTHI BbIJIE-
nstes. B konTekcTHOM MeHIo BhiOepuTe Mpynnuposate — Mpynnuposathb:
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< Hawamof [ . . [7-
I CTHAL 33AKEBKS KOoHTYP
;
W

| ¥, Beipeiate
Cepna koMas

S5
>
-
o
b}
-
b
m
[
|
T

l ry Mapamerpet scrasxw:

I e e
¥ ¥ g
( Koneny | (21 Epynuponars 5 [y
N 8, Ha nepeauuii naas B2
D[ Ha sagnna naan ’

B pesynbrare Bbl momyuurte emuHbIi TpaduUecKuil OOBEKT, KOTOPBIH
MOJKHO M3MEHATh Pa3IMYHBIMHU CIIOCOOAMHU: U3MEHATh pa3Mmep, MOBOpadu-
BaTh, C/IBUraTh U TaK Jajee.

3apaHue 2. Co3gaHue reomeTpuyeckoit ¢purypbl

Hapucyiite mapannenenuriesi, UCMONb3ysl OCHOBHBbIE (GUTYpHL. BniOepute
MeHI0 BcraBka — Unntoctpauuun — OcHoBHble ¢ourypbl — Kyb

BCTABKA AN3ANH PASMETKA CTPAHWULIB! CChI/IKN PACCHIIKHY
— . =
EEE - \ _ﬂl [ ® j i SmanArt o8 Marasnn

S = 5 11 Anarpamma
Tabauua Pucynkn WsoBpaxenns Onrypm

- & Mow npunoxeny
w3 Vintepreta - B¢ Crinmox

Tabanupl Wnnod flocneanne ncnonsicsannsie durypsr  0X
< 2 e B oA A ~ 1 ¢
LN NOCOAL L2 O 6G)

%2 Y Y

Nuanun

Mpamoyroasumxm
O0OO0ON0ONO0O0

Ocnosnbie gurypot

BOANOOAL




Y0epure 3aTuBKY:

CpepcTtBa pucoBaHua — 3anusKa purypbl

;'_) Byn-n durypei~
oera remo:

B BEERTEN

IIi |

Crangapmnie ysera
a4 R fEEEEE —

Her sanwnxu

[Tonyuntcs Tak:

-
% Apyone yreTa 330 Her sannecn

Hapucyiite ocu X, Y, Z. Caenaiite ocu MyHKTUPHBIMU: BeiieauB npsamyto,
BBIOEpUTE BCIUIBIBaIOIIEE MEHIO CpeAcTBa pucoBaHua — ®opmar — Ctunm

¢uryp > KoHtyp purypbl — LWtpnx
JI0JIKHO MOJyYHTHCS TAK:

Y

RS E JE) S

O6o3HaubTe ocu OykBamu. Beibepurte meHio BctaBka—>TekcToBoe
none—>Haanucb—[1poctaa Hagnuce.
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VY nanute BbIICICHHYIO

. BepxHUA KONOHTHTYA * A=] E-[2- T
HaAIIMCh KIIaBUIICU = | — -
[Delete], m3mennTe shaecrncio ol 0 hiso BIEL
(Gopmy IIpsAMOYToIB- [#] Homep crpanmue ~ ane -
HHKA, HAIMIIUTE HA3Ba- KC Borpoesssiid

Hue ocu. YtoOs1 yOpaTh
KOHTYp (Urypbl, Bble- :
JWUTE HaJlIUCh, BEIOEpUTE [~
BCILTBIBAOIIIEE MEHIO
CpepcrBa pucoBaHua —
®opmat — Cruam duryp lpocvas nagnuce

— KoHTyp dpurypbl — L______ [pocran Hagnuce

HeT KOHTypa.  deatimsatid gt

DOPMATHRCSIMMEMN
YTOOBI HAIIMUCH MOXKHO |
OBUIO PACTIONOKUTE OJM3KO K OCSIM, yOepuTe 3aJIMBKY (DUTYpBHI.

3apgaHue 3. Co3gaHue reometpuueckux epuryp

CO3II&I>1TG (1)1/11" YPbI CAMOCTOATCIIBHO 11O aHAJIOTUH C 3aIdHUEM 2.

o )
=N

=~
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3apaHue 4. Co3paaHne AOKYMEHTOB MO NpeanoXKeHHomy o6pasuy

Obpaszey 1
MHD®OPMAIIMOHHASA CUCTEMA
Tlonp3oBaTenbekue cpencTa (IPUITOKEHHS)
CucreMHBIE CpeJICTBa
CTPYKTYPA
JAHHBIX
Obpasey 2
A(0,0,1,1)
" M F(Ovolol 1) o
B(0,1,0,1)
Obpaszey 3

Muxkpormnpoiieccop OnepatuBHast
[[AMSTE

Maructpaib

Buemasasa

[IAMATE

YcrponcTBa VYcerporncTa CereBble
BBOJI3 BLIBO/I3 [POMCTBA

CoxpanuTte paboTy B CBOEH marnke 1moj umMmeHeM lNpaktnyeckas paborta 5.

Mo3sosuTe npenoaasatens Ana NPoBepKku paboTbi
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MpaKTnyeckoe 3aHATHE N2 6
MaHenb nHctpymeHToB WordArt

Llenb paboTbl: u3yunTh ¥ OCBOMTH Bo3MOkHOCTH MS Word mpu pabote B

WordArt. WordArt — BctaBka J1€eKOPaTHBHOTO

TEKCTa B JOKYMCHT. e L

3apaHue 1. Co3paHue ambnembl KonnegKa

Jis BctaBku oObekTa WordArt BeIOepuTe A
BKJIaJIKy BctaBka — WordArt A
[MosiBuTcs okHO WordArt. Beibepute mo0oii

ctuiib. [losButca Haanucek «Ilomecture 31€Ch
cBo# TekcT». BMecto Hero Habepute IIK:

A
A

4~ €2 Cuanan~

A A A

L Ypasnenpe *

Brinennte 00beKT, HAKMUTE MTPaBYIO KHOIIKY MBIIIIH, I10-
SIBUTCSl KOHTEKCTHOE MEHIO. BriOepuTe O6TeKaHue TeK-
ctom — lNepep TekcTom:

i -

a ™MAE 3aauExa KOMTVE
1K
X B LaTh

N

‘;;.3 Mipepccoinka

Borasuts Haszanne.,

~ O6Texanne Texcron »

- 4 a Bo T pas
CARNATE TEXCTOBEIM NONEM NO YMO = 1 VP
JononnuTensssie NAPAMETRLI PAIMETEN., B O p—

":' Dopmar purype A Caepxy » cHusy
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[NosiBuBIIMiicSt 0OBEKT OyIET BBIACIEH MapKepaMu, IPH OMOIIH KOTOPBIX
MOYKHO HaCTPOUTh pa3Mep CUMBOJIA, IEpeMellaTh U BpalaTh €ro.
[ToBTOpUTE Takue ke necTBus A Haamucu «umeHu [1.A. OBYUUNHHUKOBAY
(ctus WordArt Beioupaiite 11000ii), yMEHBITUTE pa3Mmep mpudTa:

umenu I1.A. OBUMHHUKOBA

Brloenure HaAmucs,

otkporte CPEACTBA PUCOBAHUA u Haiinute

TeKctoBble 3¢pPeKTbl:

Word

A A

PELIEH3MPOBAHWE BMA

Crvnn WordArt

CPEACTBA PUCOBAHNA
ABBYY FineReader 12 QOPMAT

A - |lf} Hanpaenenue Texcra - Evd]|

‘.

|, ) BuiposHaTs Texct ~ =
Monoxenne O6
@0 Co3aats CBA3bL N

Teq

Texcrosnie s3¢dexrtol s

1T BBLICICH N
'CHMBO1a, ‘Bpaj
TBHA T4 'Hadl
re 000#H), VM|

Mpeeparure ceowo pabory e

NPOUIBEAEHNE NCKyCCTE

Mpusennre Kk Texcry

BNIYANBMBIN 3
TEHE, NOACEETKY WM OTPKEHUE

— ) -V 0 ):

T, HaNpUMep

«

Otkpoetcs cnucok 3¢ dexros. Beidepute Npeobpasosate — TpaekTopua

ABwxKeHuna — UckpusneHmne — [lyra BHU3!

A A

.S $
2 o
[——
It
4 L5 -
A , ,
M Vwermpesmar
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[Tosnyuurcs Tak:

HMenu [1.A. OBYMHHUKOBA
[loTsHYB 3a MapKepsl, U30rHUTE HAANUCH MocuiabpHee. [IpumepHo Tak:

D
Yery 11 A Opauanae®®

Pacnonoxwure 06bekThl «ITK» 11 «rimenu I1.A. OBUMHHHKOBA» JPYT OTHOCH-
TEJIbHO APYra, U3MEHUB Pa3MeEpPbl CUMBOJIOB IPUMEPHO TAK:

ITK

Q
ey 17 A, Qpuuan<®”

Brigenute 06a 00beKTa ¥ CTPYIIUPYHTE UX.

“ Haitm =
2o QD! AsboBs Acb6Bel Acb6Ber
00, Hupanwe [Mogzaron Cnaboe & Bunenenne

v Baabop ofeexyoe

Cozmaiite GoH SMOIEMBI, BOCIIOIB30BABIINCH BKJIAIKOW BcraBka — Pu-

rypbl. Beibepute mo0yro purypy. [Ipumenure IdpdekTtbl purypsbi. [lepeme-
masi 0ObEKTHl M M3MEHSISI UX pa3Mephl, 100elTech XOpOIIero couyeTaHusl.

Crpynmnupyiite Bce Tpu 00beKTa.
[IpumepHoO Tak:
/‘, 3
\
\
\
\

v

)
5
§
JR» @b
&
\ o°
| o
\\\ %eﬁ“i\

CoxpanuTte paboTy B CBO€il mamnke noa uMeHeM paktuyeckas paborta 6.
Mo3oBuTe Nnpenogasartens ANA NPOBEPKU PpaboTbl
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MpaKTnyeckoe 3aHATHE N2 7
Co3paHue nnakara

Llenb paboTbl: W3y4nuTh ¥ OCBOMTH BO3MOkHOCTH MS Word must co3manwust
JIaKaTOoB.

Br16epute anb00MHYI0 OpUEHTALMIO CTPAHULIBI: PasmeTKa cTpaHuubl —
MapameTpbi cTpaHuLbl —> OpueHTauma — AnbbomHas:

m NABHAR BCTABKA AVN3ANAH PASMETKA CTPAHMLIBI

g S - "— Paspuiowm ~ Ovcryn
;- | . irn .
il Howmepa crpok * *= (nesa
Mons Opwertauna Pasmep Konorkm %
- . . be Paccramoska neperocos = =% Cnpasa:

Pol CTRANMLUL

KHUACHAR

VYcranoBute Bee 1o CTpaHuibl o 2 cM. [Tomectute Ha cTpaHuiy:
e 3arojoBOK — ucnonb3yiite WordArt;
® KapTUHKY — HallIUTe OX0XKYI0 B VIHTEpHETE;
e Tabiuuuy;
® TEKCT — HUCNONb3yiiTe MHCTpyMEHT Hapnucb. Boeigenute nepyro
OyKBY TEKCTa U mpeobpa3yiite ee B OykBuIly: BctaBka — BykBuua
— B Tekcre.

Mpakr

gl - ¥ - T Y par

—

- | £l Com
Texcrono
none~ il A
[ 44

T M

Aobasnurn byxanuy

A

JloGeliTech B3aUMHOTO PACIIOIOKECHHUSI OOBEKTOB Ha CTPAHUIIE, KaK B 00-
pasiie.
Coxpanute paboTy B CBO€il marnke moa uMeHeM pakTtuueckas pabora 7.
Mo3osuTe NnpenogaBaTens ANA NPOBEPKM pPaboTbi
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MpaKTnyeckoe 3aHATHUE N2 8
Cumsonbl. MatemaTtuyeckne popmynbl

Llenb pa6oTbl: U3yunTh  OCBOMTH Bo3MokHOCTH MS Word mipu pabdote ¢

dbopmynamu.
Cumsonbl T Yoesnerae *
J171s1 BCTaBKM CUMBOJIOB BBIOEPUTE BKIIAJIKY ) Cowmpan ~
BcraBka — Cumsonbl —> Cumson — [lpyrue
CMMBO/IbI... WMBaAM
IlostBuTcs okHO CMmBOA, B KOTOPOM MOXKHO Bcragmrn cummon
HaWTH CUMBOJIbI, KOTOPbIE HEBO3MOKHO BBE- BcTanka cUMEBONCE
CTH C KJIaBUATYpPBHI. e A M aatindmienatios’ . e
Cumson l_@_&
. |
| Compsonm ] Coeymansbie JHaxm
Wongr: Symbol ?]
B v #[3]%&ls (D] =+]L -] |/]o]1]27
3(4|15(6|7|8|9]:|;:]<[=|>|?|=|A[B|X|[A|E
OITHIT|SIKIAIMIN|OI|IT|O|P[XZ[T|Y|c|Q|=
YNZ| | HES - alBixldleldlyInlr|o|x .
CoznaiiTe TOKYMEHT MO MPEATI0KEHHOMY 00pasily:
¥4 roriMa <, T y = \lr —KJIaBUIIM YIIPABJICHHUS KYpPCOPOM,
§ 33 PaanoaktuBHbIE U3TyYeHUA O, B, Y
AABC & 8(499) 901-8955
A=C-v
dopmynbl

Jlns BBo#a dhopMyn HUCIIONB3YHTE BKIaAKy BcrtaBka — CumBoabl —> Ypas-
HeHue:
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B nosiBuBmIEeMcs okHe BeiOepuTe BcraButb

- @ T Ypanrerne = o
o 7 HoBOe ypaBHeHue. B BepxHell yacTu 3KkpaHa
§2 Comoon - nosiBuTcst KOHCTPYKTOP my1st paboTsi ¢ hop-
™ - MyJaMHi U MecTo il ypaBHEHHUS.

CHMBO MM C nomomupio KoHcTpyKkTOpa MOXKHO BBECTH
(dopMybl 1000 CIOXXKHOCTU: MaTeMaTHye-
CKHME CUMBOJIbI, APOOH, PaaUKajbl, CYMMBI,
MHTETpaJIbl, MATPULIBI U T.1.

PABOTA C ¥PABHEHWAMIA
PELLEH3MPOBAHWME BKA ABBYY FineReader 12 KOHCTPYKTOP

Sl oy e A L2

=0

IEI ; Jpobe Whaeke Pagukan Mdterpan KpynHeid g

M v oneparop ~

Bocranwmn gopayny (Alt+ «)

10 11 12 13 14 15 16 17 18 19 20 21 22

I_I MecTo gna ypas HE'HI/IH.1 - |

Co3paiite Tabnuiy M ¢ MOMOILBIO KOHCTpyKTOpa Pabota ¢ ®opmynamu
HabepuTe hopMysbl IO 0Opaslam:

CKOpOCTb PABHOMEPHOT'O JIBHIKCHHS v = S
t
- —
Yckopenue . V=7
At
3akon HerotoHa F
S
a=—
m
KuneTtnyeckas sHeprus muv?
E =
2
3aKOH BCEMHUPHOTO TSATOTCHHS F= my - m;
= 2
[lepuon koseGanuit IPyKMHHOTO MasTHUKA m
T =21 |—
k
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[lepuox konebaHmii MATEMATUIECKOTO MasiT-

l
HHKa T — 27T _
9
KII/] npeanbHOrO ABUTATEIIS
Tl — 12
= -100%
Ty
ConpoTHBIIEHHE [
R=p-
S
3axon OMa 114 IIOJTHOH LIETTH ) E
1 =
R+r

®opmyia Tomcona

1. HaGepute dhopmyssl o oOpasmam:

—b +Vb?% — 4ac
12 = 2a

O(a,p) = Jje‘("z”yz)dxdy
00

3(x + 1) X2 g, %3
X 4 X 2
X
2x—§+6<4x—3

DGR+ Y K+ 1)
Coxpanute paboTy B CBOEH Manke 1o umeHeM MpakTudeckan pabora 8.
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MpaKTnyeckoe 3aHATHE N2 9
Co3paHue CHOCOK U runepccbiNoK

Llenb paboTbl: W3y4nuTh ¥ OCBOUTH Bo3MOkHOCTH MS Word nipu cozmanuu
CHOCOK U THITEPCCHUIOK.

Co3paHue CHOCOK

1. Co3zpaiiTe TOKYMEHT CO CHOCKaMH IO MPEAJI0KEHHOMY 00pasiry.
2. JInst BCTaBKM CHOCKH MOCTaBbTE KypCOp MOCJE CI0Ba, Il KOTOPOTO
HYXXHO CJIeJIaTh CCBUIKY, BEIOepHTE CCbINKU —> BCTaBUTb CHOCKY.

B E S
DANN rFNABHARA BCTABKA AVBANH PASMETKA CTPAHWLIBI CChIIKN
= 1 Aobasurs Tekcr - | T, ' Bcrasumy koMuesyio cHoCKy [} 5, ¥n
i s ¥V =
TR | ' Obnoente Tabnnuyy AE Cnegyouan cHocka = R Cr
Ornasnenwne Bcraaume . Berasum
cHoCKy {=l Mokasate cHockn ceinky -+ & »Cn
Ornasnenne CHOCKM r Connem M 1
& Beraswrn cnocxy (Alt+Ctrl+F) 4 ? ° .
i IPaKTHUYECKOe-33H
JoSaeneHne cHOCKM B xoHey
- CTpaHNUBI ¢ NOAPOBHbBIM
CTpanngbl APOOHbBIMN ABHMGCHOCOK'M'
CEEACHNRMMN O wem-ninbo o
5'HOCEOHTE BO3MOA

Obpaszey mexcma:

CHOCKMU

I/IHOFIIa ABTOP B TCKCTC NPUMCHSCT TepMI/IHBI]', JJIA TIOACHECHUS KOTOPBIX HC-
IMMOJIB3YETCA IT0JIC BHU3Y CTPAHUIBI — ITOJIE CHOCKHU HUJIH ITOJIC ITIOCJIC TCKCTA.

CHocka? B OONBIIMHCTBE CIy4aeB HCHOb3YETCS I OOBACHEHHS, KAKUX
1100 MOMEHTOB B IokyMeHTe. Hampumep, B TEKCTe HCTIOIB3YIOTCS HAyUHbIE

! Tépmun (ot nat. terminus — npesen, rpaHUIEa) — CJIOBO WM CIOBOCOYETAHUE, SABIISIO-
1Ieecs: Ha3BaHUEM HEKOTOPOT'O HMOHATHS KaKOW-HUOYIb 00JaCcTH HayKH, TEXHUKHU, HCKYC-

CTBa U T.II.
2 CHocka — 3T0 KOMMeHTapI/Iﬁ MK CChIJIKA HA HCTOYHUKHU LIUTAT 1100 MCIIO0JIB30BaHHOM

“HGOPMAIHH.

46



TCPMHHBI, U BbI HC XOTHUTC BIIHUCHIBATH OIMMPCACIICHUEC B OCHOBHOC ITPEAJIOKE-
HHUC. I[J'IH 9TOI'0, MOKHO HaJ CJIOBOM IIOACTaBUTH I_II/I(I)py, " BBIBECTH OCHOB-
HOC OIIPCACIICHUC BHU3 CTPAHUILIBI.

CHockH HHOTI'Ja IPUMCHAIOTCS IJId pa3MCIICHUA TCKCTA, KOTOprfI, 6y,[[y‘II/I
BCTaBJICHHBIM B OCHOBHOM TEKCT, MOT' OBl OTBJICYH OT OCHOBHOT'O npeameTa,
HO UMCCT ICHHOCTH B 00BACHEHHHU KaKO#-1100 HOI[pO6HOCTI/I.

B nporpamme Word® naHHOe neificTBHE aBTOMATH3MPOBAHO, HOCTATOYHO
HaXXaTb OJIHY KHOIIKY, U BCTABKH CTaHYT HA HY>KHBIE MECTA.

OrnasnexHue

OcHOBHBIE (QyHKIIMOHAIBHBIE 3a/1aUH OTJIABICHHS .

1) cnpaBOYHO-NIOMCKOBAs — YIPOCTHTh M YOBICTPHUTH IMOKMCK COCTaB-
HBIX YacTel u3ganus (raas, naparpados, Ipyrux noapasienaos, Npu-
MEUYaHUH U T. [1.);

2) nHMOPMAIMOHHO-TIOSICHUTEIbHAS — JaTh YUTATEN0 o0lee mpej-
CTaBJICHUE O COJIEP>KaHNUU U CTPYKTYpE U3/1aHHUs, IOATOTOBUTH K UTE-
HUIO, IOMOYb BOCCTAHOBUTH B NaMSATH MPOYUTAHHOE IIPU MIEPEPHIBE
B UTCHHH;

3) pekIaMHO-TIpOTIaraHANCTCKas — 3aBJICYb YUTATENS, BBI3BAThH Y HETO
MHTEPEC K U3JIaHUIO.

fmnepTtekcr

I'unepcebliika — 3TO BbIIETIEHHBIE 00JACTH JOKYMEHTA, T03BOJISIO-
IIKeE MEPEXOUTh K APYroMY JTOKYMEHTY, CO/IeprKallleMy CBsI3aHHYI0 HH(DOpP-
Manuio. [IpocredimyM mpuMepoM MOKET CIIy’KUTh SHLIUKIIONEINsS, B KOTO-
pOH B Ka)KIOM CTaTbe BCTPEUYAIOTCS CCBUIKH HA IPYIHE CTaThH.

['unepccbuiky — 3T0 HanboIee U3 paloOHAIBHBIX CIIOCOOOB OpraHu-
3aluu OOJIBIINX TEKCTOB, B KOTOPBIX Pa3HbIM IOJIb30BATENISIM MOTYT OBITh
UHTEPECHBI pa3HbIC YaCTH.

% Microsoft Word — TexcToBbIif Ipomeccop, IpeaHa3HAYCHHBIH T CO3AAHMSA, TIPO-
CMOTpa M PEAKTUPOBAHHUS TEKCTOBBIX IOKYMEHTOB
# Ornaenenue — 3To yKkas3aTellb 3ar0JIOBKOB H3/IaHHUS.
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MnepTeKcT — 3TO TEKCT, KOTOPHIN cofiepkUT B cebe cebinku. Koraa gemno-
BEK HQ)KMMAET HAa HUX, OH C JIETKOCTBIO I10N1a1a€T HA UCTOYHUK WJIM Ha CalT,
r7ie *HPOPMALIMIO MOXHO HAWTHU B IEPBOHAYAIBLHOM BHJIE.

l'uneprekct B cebe MOXKET cofepk aTh HE TOJIBKO CCBUIKH Ha Jpyrue BeO-
CTpaHUIIbl, HO TaK)Ke Ha rpaduueckue n300paxxeHust, BUJCOPOIUKU WM Ka-
KHEe-JTM0O0 MYy3bIKAJIbHBIC KOMITO3UINH. Bero nH(OopManuro B 0JIUH KIIUK, TIe-
peiis mo cchUIKe, MOYKHO HalTH BO BCeMHUpHOI naytuHe. braronaps runep-
TEKCTY U TUIIEPCCHUIKE, JIFOJU 3HAUUTEIBbHO COKPAIIAIOT CBOE BpeMsl Ha MO-
WCKH TOW WJIM MHOW MH(OpMaIIUH.

Mpumep co3gaHMA rMNepPCcCbiIKn

Bb1 cnenanu 8 mpaktudyeckux padbot. Bee onu coxpanensl B JlokyMeHTax B
nanke Word, kotopast HaX0IuTCs B nanke ¢ Bareit pamununeii:

-

@vv » Bubaworexn » -A;ryuemu » Ynwsmoea » Word

Ynopagounte ¥ O6uwmi gocryn « 3ANNCATE HA ONTHYECKWA
¢ Wsbpaumoe bubnunoteka "/loKkyMeHTb!l"
B 3arpyskn Word

2| HegagHue mecra( =
i Mpaxruueckan pabora 1.docx

Patouni cron
= |55 MpaxTwveckan paboTa 2.docx

= Npsxruaeckan psbora 3.docx
4 bubGanorexn

B Buaeo
< BoxymenTsl

=] MpaxTuueckas pabora 4.doox
(= Npaxrwaecxan pabora 5.docx

7% Mpaxruueckas pabora 6.docx

Viobpaxenus =
-.' e oo 1= Mpaxmuueckaa pabora 7.docx
o' Mysbiks o
i = Mpaxrvyecxkas pabora 8.docx

Coznaaum 11 3tux Qaitnos runepccbuiku. Habepure Tekcr:

[TpakTudeckas padora Nel
[IpakTuueckas pabora No2
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Beienure [Ipaktuyeckas pabora Nel, seiGepure Beraska — Munepc-

Cbi/1Ka.
Joxymentl - Word
CCR/IKN PACCHIIKN PEUEH3NPOBAMHWE BLL ABBYY FineReader 12
i & Marasun W [:‘%‘ % s L_
pma |’ 3aknagka
a MoW NDNACKEHWA ~ Buxunegun Bugeo uz Mpuase
v P Werephera [3_] lMepexpecTman ccstnxa
Mpunoxesun MynsTiseguna Counm Mpuse
&Y : 7 5 5 0, 1 12, 13

1% Berasxa runepecsuin (Ctri+K)

Co3aanmne cCuanem & AoKymenTe
AnR BBICTPOro A0CTyTa K
seb-cTpannuam u dadinam,

Mo runepccemxan sel TaoKe
MOXETE NEPEXOANTS & ApyTUe
MECTA ZOKYMENTS, HATIDHMED K
FArON0EKAM W 33KAAAKIM,

Ha OKpaH€ MOABUTCA OKHO aHUajora BcraBKa rmnepccbizIKn, B KOTOPOM

Haiinute daitn MpakTuyeckan paboTa 1,

meakauTe OK:

FopaliicoaepRHT & cebe cevinku, Koraa weto- HaGepure Texer:|
ErKOCTBIO TIONAJaeT Ha HCTOYHHK HIIH Ha CaiT,
ATH B TIepEOHAYATBHOM BHAC. Y
Ceazats © TekCT | NoakTuueckas oasora N2t
e Noxams & . Word
Daiin, ge6- ==
| crpammyen o % pabora 1.do
-~ Im _’g Mpakruueckas pabora 2.docx
! ¢ = Npaxruvecxan pabora 3.docx
‘sué::';e Npocotpen- | B Mpaxmuuecxaa pabora d.docx
Hule = Npaxtuuecxas pabora 5.docx
0 CTRANMUM | T Mpaxtwuecxan pabora 6.docx
- éwﬁ it = Npakruueckan pabora 7.docx
AOKYMEHT 0,5"‘,‘,: = Mpakruuecxan pabora 8.docx
: Appec |Word\MNpaxTuueckan pabora 1.docx
INeKTPOHHAR
nowra
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Texer [IpakTruueckas padora Nol u3mMeHHT LBET U CTAHET OAYEPKHY-
ThIM. ECJIM yCTaHOBHUTH Kypcop Ha 3TOT TEKCT, MOSBUTCS TaOIMYKA C TIOJI-
HbIM UMeHeM (aiiia, KOTOPBINA CBS3aH C STUM TEKCTOM:

file:///c\users\user\docume
ynearosa\word\npaxtuueckas pabora

Hawmwure CTRL » wieaxnure coninky

TexcrIIpakTHdeckas -pabora-Nol msmennut upeT H-CTaHeT IOAYEPKHY -

ThIM. 9

Haxxmute CTRL u menkaute cebuiky. Bl epeiinere B cBoif aiin [pak-
THYecKast pabora 1.

Ccputka [IpakTrueckas padora Nel n3mennna nser. OTo 03HAYaeT, 4TO
3Ty CCBUIKY IIPOCMOTPEJIH.

[IoBTOPUTH 3TH NEHUCTBUS JIA:

[IpakTuueckas pabora No2
[Ipaktruueckas padora Ne3
[Ipaktuueckas padora Ned
[Ipaktuueckas padora Ne5
[IpakTuueckas pabora N6
[TpakTuyeckas padora Ne7
[IpaxTnueckas padora Ne8

Ha3zBanue ka)xa0ii mpakTHUECKO paboThI CBA3BIBANTE C HA3BAHHEM COOT-
BeTCTBYIoMIEro (aitna. YO0eaurech, YTO CChUIKH pabOTaroT.

M3meHeHne runepccbiiku

Ecny menkHyTh 110 THIIEPCChUIKE IPABOM KHOIKOM MBIIIH, TIOSIBUTCS KOH-
TEKCTHOE MEHIO, B KOTOPOM MO>KHO BBIOpAaTh KOMaHIy M3meHUTb runepc-
cbinKy. Ha okpaHe MosSBUTCS AMAIOrOBOE OKHO M3MeHeHne runepcebiiku.
MoHO NpUBSA3aTh IPYroi Qaiii.

Ypanutb r’MNEepPCCbIZIKY MOXKHO C IOMOIIBKO KOHTCKCTHOT'O MCHIO.
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file:///C:/Users/user/Documents/Ульянова/Word/Практическая%20работа%201.docx
file:///C:/Users/user/Documents/Ульянова/Word/Практическая%20работа%201.docx

C mOMOIIIBIO THITEPCCHIIOK B OOJIBIIOM JOKYMEHTE MOXHO OBICTPO TIEPEeX0-
JTUTH U3 OJJTHOTO MecTa B Apyroe. Haliante B Havyane cBoeil paboThI 1moja3a-
royioBok CHocku. Beienure ero, ckonupyire. B MeHro BcraBka Haiinure
3aknapgkKa. IlosaButcs okHO 3aKnaaKa:

) T SmartArt & Vs W [ """ &, runepccbinka
=) < araivH L
o 11 Anarpamma . |> 3aknaaxa
WNsobpanenns Ourypsi . & Mow npunoxerins Bukunegua Bungeo nz Bt
w3 WnTepreta @3 CHIMOK Witeprera o [1epexpecTHan
Wnnocrpayun Mpunoxenns Mynastumeana Cerinkm
4 5 3 7 g 3 10 1 12 A3
- { -
Obpasey-mexcl 3axrapxa L0 S
Tunepy
|
CNOGKHTI | Wma saknagxm:
Huoraa-astop B Tekerel | CHoo [ QoGasure | e TIe|
TOIB3YETCA TIONE BHH3Y - NAITHIO

B none Vimsa 3aknaaku BctaBeTe ciioBo CHocKU. Haxkmute [1o6aButhb.
Crenaiite TO ke caMoe JJis 1oj3arojioBka OrnasneHme.

HaGepute: = CHocku, OrnaBneHue

Brigenute cioBo CHocku. Beibepute BecraBka — Mmnepccbinka. B nosiBus-
IIEeMCS OKHE IICIKHUTE 3aKNnagKa:

T —— e — e
Comsate © Texer: Cenaem ] Mogexasxa.., ] ‘
19 WckaTs & Word T] !_[ '_:._LIJ |
Daiin, §26- =N TR — E—— e Coml
cTpaniuen [—' |g 2017 Mpaxruxym Word.docx || 3axnagka ] |
|1 | Teman | i Mpaxrmueckas pabora 1.docx i =
F
9 i)
B 10SBUBIIEMCS OKHE BBIOEpUTE | *o00P Mo s aoymenne =
3aKJIaI[Ky CHOCKM Ha)KMI/ITe Brbepute cyljecTeyoLiee MECTO B AOKYMENTE:
. . Hauano goxymenta
OK, u e pas OK. Cnoso 3aronoekm
CHOCKM U3MEHUT LIBET U CTAHET ||| = Foneam
EE—— o Tneprexcr
MMOJYCPKHYTBIM. HOHpO6yI/ITC ‘ Ornasnesve
Haxxatb CTRL v wenkHute .
o |
ccbIKy. BbI mepeiiere B Hy k- |
|
HOE MECTO B JIOKyMEHTE — Kyp-
COp OKaKETCs MEPE]T 3ar0JI0B- |
KOM CHOCKM.
Cremaiite TO e camoe I IO~
3arojiopka OrnasnexHue. oK ] Oruena.
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Co3/1a1MM TUNEePCChIIKH IS OBICTPOTO TIepexo/ia Ha Web-cTpanutip!.
HaGepure anpeca caiiTos:

http://pk13.ru/Ilms/
https://yandex.ru/

Bribepute BctaBka — MMnepccbinKa. B mosiBuBIIEMcst OKHE B CTPOKE aJipec
BbI BuaMTe aapec http://pk13.ru/Ims/. Haxmure OK.

http://pki13.cu/lms/T
https://yandex.ru/q|

Bcraska renepocuikm

Cenzars ¢ Tekcr:  hitp://pki3.nu/ims/ [
9 Yoamn & .. Word —:] % (R )
Saia, ge6- | = e :
cTpanuueR - =1 2017 Npaxruxym Word.docx - |
1 | Texyups 2 )
SRl g MpaxTnyecxan pabora 1.doox I
6] = Npaxtiyecxan pabora 2.docx
“ﬁ‘y‘;:"’“ NP OCMOTPEH- ;{ Mpaxtuuecxaa pabora 3.docx -
HelE & NMpaxruvecxan padora 4.docx
TN =l Npaxtuecxan pabora 5.docx
: = Npaxrnvecxas padora 6.d
HoBud focheme = Mpaxrnvecxan p oex
AOKYMENT dains & Mpaxtnuecxan padora 7.docx
L &l Mpaxtuyecxan pabota 8.docx ¥
;_1] Axpec http//pkl3.cu/ims/ z]
IAEKTPOHKAR \

novra —

oK

AHAIOTHYHO CO3/aiiTe THIIEPCCHUIKY s agpeca https://yandex.ru/
IpoBepbTe paboTy TUIEPCCHUIOK.

CoxpanuTte paboTy B cBO€il mamnke 1noj uMeHeM paktuyeckan pabora 9.

Mo3sosuTe npenogaBaTens Ana NpoBepku paboTbi
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http://pk13.ru/lms/
https://yandex.ru/
http://pk13.ru/lms/
https://yandex.ru/

MpaKTnyeckoe 3aHATHUEe N210
KoHTposbHOE

Llenb paboTbl: MPOBEPHUTH U 3aKPENUTH HaBBIKK padboTel B MS Word.

CaMoCTOATENBHO COo3AaiTe JOKYMEHT 10 00pasyy:

MS Office Word 2013 sBnsieTrcss oHUM U3 HauOoJiee paclpo-
CTpaHEHHBIX TEKCTOBBIX PEAKTOPOB, UCIIOIB3yEeMbIX IS TTOJIIO-
TOBKH JIOKYMECHTOB.

MO0>XHO MEHATH IIPUQPTHI U LBET: Cambria

Calibri

Tahoma

Monotype Corsiva
MOsHO MEHSITH pa3Mep pudTa: 891011121314 1516 18...

Mo’kHO neyaTaTh KMPHBIM LIPUPTOM, KYPCUBOM U MOTYEPKU-
BaTh.

MosxHO IMPUMCHATL HAJACTPOUYHBLIC M IMOACTPOYHLIC MHIACKCHI H
BCTaBJIsITb CUMBOJIBI:

12310 = 1-10%+2-10'+3-10°
1101, = 1-23+1-2240-21+1.2°
25 = 2-81+5.8°
MOHO BBIpABHHUBATH TEKCT:
110 JIEBOMY Kparo
10 UEHTPY

0 MPaBOMY Kparo
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MoOXHO MEHATH UHTEPBAT MEXAY ab3alamMu U

VHTEpPBAaJ

MHTEpBaJ nepex u nocie ad3zama 0,
MEXIY MHTEPBAJI MEXAYCTPOUHBIH 1,5 cTpoku
CTPOKaMH

MoxHO CcO34aBaTh CIIMCKH U KOJIOHKH:
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MapkupoBaHHBIN CIIUCOK: HyMepoBaHHEIN CIUCOK:

v uH(OpMaTHKa 1) unpopMaTHKa
v/ MaremarHka 2) mMaremaTHKa
v pusuka 3) ¢usuka

v’ ucropus 4) ucropus

v’ reorpadus 5) reorpadust

MoHO BCTaBUTh TAOJIUILY:

TOJIBI
% 2015 2016 2017
0 TOCTaBOK
27 28 35

MO>KHO JIETKUM JBUKEHUEM PYKH ClieiaTh TaOJIUIly KPaCHUBOM:

MOo>KHO BCTaBUTh TOTOBBII PUCYHOK WM HAPUCOBATh T€OMETPH-
YecKue (GUrypsr:




MOHO HApUCOBATH CXEMY:

MO0>KHO BCTaBJIATh OOBEKTHI

WordArt

U CUMBOJIBI: M M

MoxkHo npeoOpa3oBath OyKBY B

B YKBULTY

MoxHo nedaraTs Jr00bIe GOPMYJIBIL:

PE) P [P®

Q) Q) ) Q)

dx

Coxpanute paboTy mox umeHeM MNpakTuyeckoe 3aHaTHe 10

MpakTnyeckoe 3aHATHe Nell
Co3paHue ornasneHuA

3apaHue 1. CospaHue TUTYNIbHOrO UCTa

Coznaiite TUTYJIBHBIN JUCT B COOTBETCTBUU C PUCYHKOM:

JEITAPTAMEHT OBPA30OBAHUS I'OPOJJA MOCKBBI
IoCyIAPCTBEHHOE BIO/IXKETHOE ITPO®ECCHUOHAJIBHOE
OBPA30OBATEJIBHOE YYPEX/IEHME 'OPOJIA MOCKBBI

«TOJATEXHUYECKHAW KOJIJIEK UMEHH I1.A. OBUMHHUKOBA»

56



«Microsoft Office
Word 2013»

BbInmonHui ctyaeHT
rpynnst W-7
M.C. Bopaos

2018

3apgaHue 2. Co3gaHne MHOrOCTPAHNYHOIO OKYMEHTa

B npouecce BbImoMHEHUS MPakTHUECKUX pabOT Bel coxpaHsiian Bce paboTh
B nanke (Bawa pamununa) BHyTpu nanku Mow gokymeHTbl. OTKpBIBaiiTe MO
ouepenu Bamm npaktuueckue paboThl, BBIASISITE TOTHOCTHIO JOKYMEHTHI:
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n!hfqm -
sar AQD! AaBGBe Acb6Ber Aab6Ber | ,, .
* | Jac 3amsernte

00, Hasawwe MNogparon Craboes... Bunenewne f
! Brugenwrs ~
1 Baopegwme oce /
! Basfiop ofwexron
Buwaenwm sce (Ctrl«Nuem 5)
Begennre sce dp aTMpoosHnes (HeT aane

Boigenenne rexcra w sces

fil Obnacre seaeney  OOMCCTOS

Konupyiite ux, nepexoaute B [Ipaktuueckyro padoty Nel 1, BcraBnsiire.

[Monyuutcs MHOrOCTpaHUYHBINH JOKyMEHT. [Ipoiiaurech mo HeMy OT Hayana
710 KOHIIA, IPOCIIEANTE, YTOOBI HE OBLIO TaK, YTO 3ar0JIOBOK BHU3Y HA OJTHON
CTpaHMIIE, a TEKCT HAUMHACTCS C APYroH, eciu 1-2 CTpOKM HE YMECTUIHUCH
Ha CTpaHHIIE, TOCTapaiiTeCh YMECTHTh (MOXKHO ITOMEHSTH HHTEPBAJIBI MELy
a63aumamn) u T.11. Crienaiite Tak, YToObI OOJIBIION TOKYMEHT MPUINYHO BbI-
rsiaen. He 3a0biBaiiTe cCOXpaHsTh.

BcraBbTe HOMEpa cTpaHull: BctaBka — Homep cTtpaHuubl — BHU3yY cTpa-
HULbI

[ Bepimit xonoHtiryn - 'KT B -
£ Heoxumin KONOHTNTYN * ’ q -
Texcrosoe
[) Homep crpannusl » none -~
B Beepxy crpammups » Texcr
| [S] Brmsy crpammu *

VYcraHoBuTe OCOOBIM KOJOHTUTYJ JUIsl MEPBOM CTpaHULBI (UTOOBI HOMED
CTpPaHMIIbI HE TIeyaTascsl Ha 00JI0XKKe):

PABOTA C KONOHTUTYTAMW

 FineReader 12 KOHCTPYKTOP

v Ocobsiit KONOHTHTYA ANA NEPBON CTPAHMLSI

Pazgenum 1OKyMEHT Ha CTHIIM, BBIJEIUB 3ar0JIOBKU 1-Tr0 U 2-T0 ypOBHEH.

Brigennre 3aroioBok

Mpaktnyeckas 3aHaTMe Nel. LWpudTtbl. PopmaTposaHUe CUMBONIOB
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Bri6epute Brinaaky FnasHasa — Ctuam — 3aronosok 1:

habBBall Aab6Bsl Aab' AaboBs Aab6Bel AabbBel
3 000 Haiearme T

WOoNnos logzaron “naboe e Boigencsne

"l CANKTIY
¢ ’ ' ‘ L 1 1 '

. OuNCTHTL BCe

1 | Obbiunwit
3 Be3 nKTepeana
. | 3aronosox 1
«Microsoft:Office § | E2R

Haitnnre 3aromoBok
Mpaktnueckas 3aHAaTMe Ne2. PopmaTuposaHue ab3aues

Brinenute ero u Toxe BeiOepuTe 3aronoBok 1. AHamorudyHo oopMuTe 3a-
TOJIOBKH:

MpakTuyeckaa saHaTue Ne3. KonoHKuU. Cnucku

Mpaktnyeckoe 3aHaATME Ne 4. CosgaHune u opmaTUpoBaHue Tabuy,
MpakTnyeckoe 3aHATME Ne 5. CosgaHne nsobparkennin 8 Word
MpakTnyeckoe 3aHATME Ne 6. MaHenb nHctpymentTos WordArt
MNpaktnyeckoe 3aHATHe Ne 7. Co3aaHne nnakaTa

MpakTuyeckoe 3aHATUE Ne 8. CumBoNbI. MaTemaTuyeckune popmynbl

B npaktuueckoit pabote Ne8 BrienuTe moa3aroioBoK

Cumsonsl
BriGepure 3aronosok 2. DTo OyJeT 3arojoBOK BTOPOTo YypoBHA. Taxxke
110/13aroJIoBOK POPMYbl CAETIANTE 3ar0JIOBKOM BTOPOT'O YPOBHH.

AnanornuHo o)OpMHUTE 3aTOJIOBKU BCEX MPAKTUIECKUX paboT. B mpakTu-
yeckoi pabore Ne9 BbIIEINTE TOOYEPETHO MMO3ar0OJIOBKH 2-0T'0 YPOBHS
CHocku, OrnaBneHue u NmnepreKcTt, BeiOepHUTE 3aroNoBoK 2.

YcraHnoBute KypCOp B JOKYMCHTC, I'’IC 6y,7_'[eT PacCIIOJIOKCHO OI'JIaBJICHUC.

Bri6epute Bkiagky Ccblniku — OrnasneHue — ABTocobupaemoe ornas-
neHue 1
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WH S 0= -

[MABHAR  BCTABKA  AM3AMH  PASMETKACTPAHMUM  CCHUIKM
" 19 Nobasuts Texcr ABl 7T Berasums xoHuesyto cHocxy @ 5, Ynp|
[ o6rosnms Tabnuyy ‘§ Cregyrougan chocka ~ [B Crng
Ornasnerne Bcrasnte Berasurs
. cHocky & Noxasars crocxu ceuiny ~ E0y Cm
Borpoesmnia = Ceninkm v ol
Antocobupaemoe ornasnenne 1 / )4 -1 -6 Z
Ornasnexue m
Saronosox . A -
. P FineReader 12 KOHCTPY
SaroNosox 3 1 ¥ Ocobuit xONONTITYA 4NN N
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OrnasneHue

HIpudTer. DOPMATHPOBAHUE CHMBOIIOB. ....vveuveesriseeieasnesseesreessesnesseesseasnens 1
[IpaxTrueckoe 3anstue Ne2. @OpMATHPOBAHUE A03ALIEB ......vvervveerveerireeness 8
[Ipaktuyeckoe 3ausaTe Ne 3. @opmatupoBaHue cTpaHuLbl. KosoHKH.
(03317 (624 SFU TP OTPTOT PR 15
[IpakTrueckoe 3anstue Ne 4. Co3nanue u popMaTupoBanue TabIuIl....... 23
Ipaktuyeckoe 3ausatre Ne 5. Coznanue uzobpaxenuid B Word................. 32
[MpakTrueckoe 3ansatue Ne 6. [Tanens uacTpymMeHTOB WordArt................ 38
[IpakTrdeckoe 3auaTHE No 7. CO3TAHUE TTAKATA «..vvvvvveenveesireenieenieeaniee e 41
[paktuyeckoe 3ausTre Ne 8. CumBosibl. Marematuueckue GopMysst ..... 43
(0371.91: 703115 SRR PRSP PT TR PPN 43
DOPMYTIBL. .ttt sttt sttt 43
[IpaxTueckoe 3anstue Ne 9. Co3zgaHue CHOCOK U TUIIEPCCBUIOK.............. 46
(033 (010124 TP PT PR PRSP 46
L0 ) 6:1:3) (5 512 (SR PO PPRPUPRTPPPRPORS 47
THIEPTEKCT ..ttt s 47
[TpakTyeckoe 3aHATHE Nol10. KOHTPOIBHOE ....ccvvvvveeiiiiiieeeiiiice e 53
[Ipaktuueckoe 3ausTe Nell. CO3MaHUE OTTIABICHHS .....vvveevvveeeniveennieennne 56

OraBieHue TOTOBO.

Coxpanute paboTy B CBOCH marnke moa uMeHeM Mpaktukym Word.

MNosoBuTe npenoaasatena ANA NPOBEPKU PaboTbI
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