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OO01mue yka3aHus K BbIIOJHEHUIO PadoT.

[lepen HavanoM BHIOJTHEHHsI paOOTHI BHUMATEIHHO O3HAKOMBTECH C MHCTPYKIIMEH,
3a/IaHUEM K MPAKTHUECKOM paboTe.

OTtuet oopmIeTcs Ha JUCTAX CO IMITAMIIOM. B oTUeT BIuIMTE TEMY, 1I€Tbh PabOTHI,
obopynoBaHue, mnporpaMMmHoe oobOecriedeHue. I[Ipu BhIMOTHEHHH palbOThl ClEayiTe
NpUBEIECHHBIM IyHKTaM IuiaHa. HoMep TyHKTOB W WX Ha3BaHUS JOJDKHBI
COOTBETCTBOBATH APYT APYTY.

1o Mepe BbInonHEHUs paboThl HEOOXOIUMO CHOPMYIUPOBATEH BBHIBO/I.

OTt4etsl oopmiIsIFOTCS B KypHane. Ha TUTyIbHOM JHCTE JOJKHBI OBITH YKa3aHBI:

Ha3BaHUE MpeIMEeTa, rpymnna u GamMuiIns CTyJeHTa.
[Ipumep opopMieHUs: TUTYIBHOTO JIUCTA:

MHWHUCTEPCTBO OBPA3OBAHUA U HAYKU PO

OI'bOY BO «bpsiHCKHI TOCYAaPCTBEHHBIN TEXHUYECKUNA YHUBEPCUTET
(BI'TY)

ITonutexuuueckuit komiemx (IIK BI'TY)

KYPHAJ

NpaKTUYECKUX padoT no aquciuruinine UHgopmanmoHHbie TEXHOJIOTHA

[HKTY HT.0012.00111P

Crynent [lerpos H.H.
['pynma: 2511PO-17
[IpenonaBarens bamamosa T.E.
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IpakTnueckas padora Ne 1
Tema: opmaTtupoBaHue JOKyMEHTa B TEKCTOBOM Ipoueccope Microsoft Word.

Ileny: monydyeHne MpPaKTUUYECKUX HABBIKOB MpPU pabOTe C JOKYMEHTaAMH CIIOXHOM
CTPYKTYPBHI.

Obopyooeanue: IBM PC.

IlIpozpammnoe obecneuenue. Microsoft Word.

Xoxa padoThl.

3arpy3ute koMmnbloTep. B manke Mou dokymenmsi co3naiite nanky. Mms nanku goJKHO
cooTBeTcTBOBaTh Bameit ¢ammwmuu. Ckonupyiite B Hee (aiin U3  IanKu
D:\UT\lIpaktuueckas pabora Nel, 3amyctute nporpammy Microsoft Word.

1. Co3naiiTe CHUCOK M0 YyKa3aHHOMY o00pasily (TeKCT CIHUCKa CKOMUPYHUTE U3
NpUIOKEHUs | K JaHHOM MPaKTUYECKOH paboTe):

2. CxonupyiTe TekcT u3 npuioxkenus 2. [loouepeaHo momeThTe 3aKiagkaMu o0beM
npojax mokonaga Meura. [lpu momomu nosist kateropunt @opmyast 1 CO3JaHHBIX
3aKJIaIOK paccyuTaiite oO0muii o0beM mpodaxku Mmiokonana Meuta (mpu
UCTIONIb30BaHUM B (dopmyne (GyHKIMH Sum aprymMeHtsl B (opmylie — HMeHa

3aKJIaJO0K, paSHGHHﬁTG 3HAaKOM ((;))).

3. Ucnonp3yss TekcToBBIM pemaktop Microsoft Word co3maiite pacceliky -
MO3/paBlieHUE CTYIECHTOB rpyrmibl ¢ HoBeiM romom. s 3TOro mpeaBapuTeNbHO
HEO0OXOIMMO CO3/1aTh JiBa (pailyia: TEKCT C MO3IPABICHUEM U CITUCOK CTYJEHTOB.
JInst ocyliecTBICHHS CIUSHUAS HEOOXOIMM MCTOYHHMK JMaHHBIX (Tabmuma Word, Excel,
Access miu ro0as npyras 6a3a mgaHHbBIX). B TekcTtoBom mpomeccope Word co3maiite
TabJIUIly, KOTOpasi OyJeT BBICTYIIATh MCTOYHUKOM JIAHHBIX JIJISI CITHSTHUS.

Coxpanure  TONYYHMBIIMICS  JOKYMEHT B  CBOGA  Tamke C  WMEHEM
Hctounnk nanaeix ®dam.docX (rae @am - ato Bama dhamunmsi) u 3akpoiTe ero.

Co3znaiite B CBOEH ranke HOBBIU JIOKYMEHT c MMEHEM
OcHoBHo¥_nokymeHT Dam.docX. B m1aHHOM JOKYMEHTE HaOCPHTE TEKCT.

4. Cozmanne u 00paboTka rpaduaecknx 00beKTOB
Co3pmaiite  opranu3alMoOHHYO jguarpammy (puc. 3) Tekct ckomupyite u3

MIPUJIOKEHUS3



Konmponvhuie eonpocet
1. Kak BcTaBUTSH B CITMCOK HEHYMEPOBAHHBIE a03alTbl?
2. Kak ycTaHOBUTH HACTPOWKH, YTOOBI rpapruuecKuii OOBEKT pacrioNarayicsi B TEKCTe, MepeMeILiaicsl
BMECTE C TEKCTOM, ObLT IPUKPETUIEH K KOHKPETHOM CTPaHULIE?

3. Kak paznermuts TaOnuiTy ¥ MOMECTUTH MEKITY €€ CTPOKAMH OObIMHBINA TEKCT?

4. Kak Ha3HA4MTh pa3HbIC KOJIOHTUTYJTBI JUTSI PA3HBIX CTPAHHIL?

5. Kak 0100pazuTs Ha JileHTe KOMaH/IbI CITUSHUS?



IIpakTnyeckas padora Ne 2
Tema: Co3nanue TJIaBHOTO U BIOKEHHBIX TOKyMeHTOB. Co3/1aHnE IEKTPOHHBIX (hOpM.
Ilenw: TlonyvyeHre HABBIKOB MO CO3AaHUIO ()OPM, UX 3aIUTHI, CO3AaHUS U COXPAHECHUS B
BUje 1a0s0HOB. [lonyyeHne HaBbIKOB CO3/1aHUS TJIaBHOTO U BIOXEHHBIX JOKYMEHTOB.
Oébopyoosanue:. |IBM PC
Ilpozpammnoe obecneuenue:. Microsoft Word

Xo0 padoomui
B nmanke Mou ooxymenmsi co3znaiite manky. ViMs manku JOJKHO COOTBETCTBOBaThH Bareit
damunuun. CxonupyiiTe B Hee Bce Qailyibl U3 ManKu

D:\UT\[Ipaktuueckast pabora No2.

I'mnepcebliku

Coznaiite B cBOeil mamke 6 HOBBIX JIOKYMEHTOB M IOOYEPEAHO CKOMUPYWTE B HUX
¢parmentsl Tekcta u3 Ilpunoscenus 1. Vimena (ailioB COOTBETCTBYIOT Ha3BaHUSIM
tekcToB. Coznaiite aokyment Coaepkanue.docX. B Hem cnenaiite KOJOHTUTYJ, B
koTopoMm Oyayt 3anucansl Bamiu OUO. B Coodeporcanue.docX BoiHECUTE 3aTOJIOBKH BCEX
CO3JaHHBIX JOKYMEHTOB. CBSDKUTE OSTH JOKYMEHThl B THUIEPTEKCT. B kaxaom wu3s
CO37aHHBIX BaMHU JIOKYMEHTOB JIOJDKHA OBITh TMIEPCCHUIKA, MO3BOJIAIONIAS BEPHYTHCS K
COJIEP/KAHMUIO.

II. TJaBHBII U BJIOKE€HHbIE JOKYMEHTbI

a.) CO3,Z[aHI/Ie TJIaBHOT'O ~ JOKYVMCHTA M I[O6aBJ'I€HI/I€ CYIICCTBYIOIINX BJIOKCHHBIX

nokymMeHToB. Co3nmaiiTe TJaBHBIM JOKYMEHT - THTYJIBHBIA JIMCT Il COOpHHKA

paKTUYECKUX padboT. /[ 3TOro B CBOEH marke co3/laiiTe HOBBIM TOKYMEHT U CJeIanTe
B HEM KOJIOHTUTYI], B KoTopoMm OynyT 3amucanbl Bamu DUO. ITlepelimute B pexum
CTPYKTYPBI U CO3IaNTE CIEAYIOIIYIO CTPYKTYPY 3aroJIOBKOB:

3aroj0BOK MEpPBOro ypoBHs: Memoouueckue yKazanusa no blnOJaHEeHUI0 NPAKMUYECKUX

paoom no Kypcy «Hngopmamura

3aroyioBok Broporo ypoBusi: Yacme | Texcmoswiit peoaxmop MS Word

3aroJyioBOK TpeTbero ypoBHs: Ilpakmuueckasn paooma - 1

3aro0BoK TpeThero ypoBHs: IIpakmuueckas pavoma - 2

3aroioBok TpeTbero ypoBHs: Ilpakmuueckaa paboma — 3



OtdopmarupoBaTh 3arojIOBKM Kak MHOTOYPOBHEBBIM cHUCOK. CoXpaHUTE JOKYMEHT B
cBoeil mamke nox uMmeHeM [naemwsiii.docX. Bximounte nokymeHThl IIpakmuueckasn
pabomal.docx - Ilpakmuueckasn paboma3.doCX B Ka4eCTBE BJIOXKCHHBIX JOKYMCHTOB B

IJIaBHBINA TOKYMEHT.

© 1.-Memoduveckue- yxkazarusa- no- BeinoAHEHUD- NPAKMUYeCKUX
padom- no- kypcy- «Mug opMam uxa»y|
© 1.1. » Yacmo- I Texcmobeg- pedaxmop- MS- Wordq
© 1.1.1. » [lpakmuseckag- padama-—- M

| oF1]

® C:\Users\Tamomxka'\Desktop\ HT\ TpeHepoBKa-T1aBHbIil-
pox'\lpakTudeckas-paboTtal.docx
© 112 - [lpakmuveckaa- padoma-— 2§

| oFm]

9 C:\Users\Tamomxka'\Desktop\ T\ TpeHepoBKa-T1aEHbIil-
poxh[pakTHyeckan-paboraZ.docxy

© 1.1.3. - [lpaxkmu+eckaa- padoma-— M

| 3]

® (C:\Users\Tamwomka'\Desktop\ T\ TpeHepoBKa-r1aEHbII-

noxh[MpaxTuyeckas-paborad.docxy

BreinosiHuTe cneayromue onepamnnu ¢ riIaBHbIM U BIIOKEHHBIMU JOKYMEHTAMM:

— pa3BEpPTHIBAHUE U CBEPTHIBAHUE BIIOKEHHBIX TOKYMEHTOB,;

— OTKPBITHE BJIIOKEHHOI'O IOKYMEHTA U3 IJIaBHOTO TOKYMEHTA;

— W3MEHEHUE MOPSAKA BIIOKEHHBIX JIOKYMEHTOB B INIaBHOM;

— yJaJEHUE BJIIOKEHHOIO IOKYMEHTA.

JloGaBbTe B TJaBHBIM JOKYMEHT MYCTYIO CTpaHUIly (I 3TOrO0 CHayaja B PEXHUME
Cmpykmypa pa3BEpHUTE BJIOKEHHBIE TOKYMEHTBI, 3aTEM MEpEeUInTe B pexuM Pazvemka
cmparuysl), co3aite Ha Hel ornapieHue. [lepelinute B pesxxum «I JTaBHBIM TOKYMEHT» U
CBEpPHUTE BJIOKEHHBIE JOKYMEHTBI.

b) Co3nanue raaBHOrO JOKYMEHTa MPEeoOpa3oBaHMEM CYIIECTBYIOIIETO JIOKyMeHTa. Ha

ocHOBe JOKyMeHTa IIpeobpazoeanue_0oKymenmos_e_3ineKkmpoHuyio_gopmy.docx
Co3/aiiTe TJaBHBIN JOKYMEHT, 00pa3oBaB BiIOXeHHBIE HOKyMeHTHI (1)CkaHupoBaHme
nokymeHToB.docx, 2)Pabora ¢ mporpammoii FineReader.docX, 3)ABroMaTH3UpOBaHHBIH
NepeBo JOKYMEHTOB.(OCX) M3 3arojIOBKOB BTOPOTO YPOBHS C OTHOCSAIIUMCS K HHM
TEKCTOM.
BrimosiHATE Ceayomue onepamnyy Mo CBePTHIBAHUIO U PA3BEPTHIBAHUIO TEKCTA B PEKIME
CTPYKTYpHI:

— CBCPTBIBAHUC M PA3BCPTHIBAHUC BCCI'O OCHOBHOI'O TCKCTA,



— CBCPTBIBAHUC TCKCTA HUIKC OIPCACICHHOIO YPOBHA 3ar0JIOBKOB,

— CBCPTBIBAHUC W PA3BCPTHLIBAHHUC BCCX ITOJA3aroJIOBKOB M1 OCHOBHOI'O TCKCTA IMOJA KaKKWM -

1100 3ar0JIOBKOM.

BrinosiauTe cneayromue onepanuu o U3MEHEHUIO CTPYKTYPhI JOKYMEHTA!

— B pexume Ctpykrypa nepemectute pasnen Paooma c npocpammon FineReader B

HayaJlo JOKYMEHTA;

— 3a0JIOKMPYWUTE TJIaBHBIM JOKYMEHT BO HM30€KaHUE CIy4YallHOTO BHECEHUSI HEHYXHBIX

W3MEHEHUHN BO BJIOKCHHBIN JOKYMCHT

— nepeuMeHyiite (Gain  Aemomamuzuposanuvlii.  nepeeod  00Kymenmog.docx

Aemomamu3zuposannstii nepesoo.docx

— BBIIOJHHUTC MMOBBIMNICHUEC U ITIOHMXXCHUEC YPOBH: 3ar0JIOBKA,

— BBIIIOJIHUTC npeo6pa30BaHHe 3arojOBKa B OCHOBHOM TEKCT.

duexkTponHasi popma

Pa3paboraiite ¢popmy m0roBopa Ha MPOAAXY MO 00pasity (puc.2).

[lons T _coorBeTcTBYIOT 3nemMeHTaM ympasieHus «TekcroBoe moise» (puc.l), C

ITOJIsIM CO CIIMCKOM.

Ccuinkn Pacceunkm PeueH3npoBaHne Bug PazpaBoTumi ]
3 _E &L Pexcum xoHCTPYKTOPS =re % Cxema
‘J . L=

[ER | e CTpykTypa s
)| S fovnOMDOESTE &-| MakeTs pacwmpeHns

J" Qoé;nu NpeabIAYUINX BEPCHIA I | J f
A GES

B=aEg 7%

Pucynok 1 — Bei6op anementa « TekcToBOe mosie

KOHmPOJleble eonpocuol

1. Yro Takoe mabdioH qokymenTa B Word?

Jlist wero nipeHazHadeH mabmoH Normaldot?

o 1A W N

UYro Takoe dpopmbt Word?

B yeMm 3axirogaeTcst oTmdme madsioHa IOKyMeHTa ot JiokymeHTa Word?

Beer;na mv mpu co3aniy HOBOTO JIOKYMEHTA HCTIONB3YFOTCS ITA0NIOHBI?

Kax Ha ocHOBE rOTOBOIO 111a0JI0HA CO3/IATh HOBBIM IOKYMEHT?
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7. Bcerna 1 popMbI KCTIONB3YOTCS COBMECTHO C IIA0TIOHAMH?
IIpakTuyeckas padora Ne3
Tema: Viconb3oBanue BCTpOoeHHBIX GyHkuuid B MSEXxcel
L]env: Ilonyuenue HaBBIKOB 00paOOTKH TAOJTUYHON MH(pOpMAIUK.
Obopyoosanue: IBM PC.
IIpoepammnoe obecneqenue: Microsoft Excel

Xo0 padomowi

1. 3arpy3uTe KOMIbIOTED, 3amycTute nporpammy Microsoft Excel.

2. [TocTpoiite Ha ofHOM auarpamme rpaduku 1Byx Qynkuui f(x) u g(x) Ha orpeske [-1;1]

¢ marom 0,2 mpeaBapuTEIbHO BBIYMCINB 3HaU€HUS (PYHKIMM rpu nmoMomu cpeacts MS

Excel. Jlanubie 3anecure B Ta0UILy.

3. CoctaBpTe M o¢opMuUTE TaOJIULBI MO NPEIOKEHHOMY HIDKEe oOpasny. Hasnaubre

NpaBWIbHBIN (hOpMAT sTUEeK.

A B | C | D | E | F | G |
11 PacuyeT goxona coTpyaAHMKOB OpraHusaum
2 Tabnuua KOHCTOHT:
Heobnaraembii MakcumanbHas MuHumanbHast CpepgHssi
3 Hanorom goxoq 400,00p. 3apnnara 3apnnara 3aF;nT1aTa
4 % NOJOXOAHOrO Hamora 13,00%
% OTYMCNEHWIA B
5 GnaroTBOpUTENbHbI 3,00%
choHa”
i * - HauucnsieTcsa B cnyyae, ecnu oknaa >20000
7 Tabnuua pacyera 3apaboTHoON nnatbl
é 5 OtuncneHus B } Beero
9 o.N.0 Oknag g 5 6naroTBOPUTENbHBII K Bblgavye
Ne gz doHn yAepxaHo
n/n E
10 1| Metpos B.C. 27 500,00p.
11 2| AHTOHOB H.I'. 10 500,00p.
12 3| BwuHorpagos H.H. 17 500,00p.
13 4| Tycesa W.A. 18 620,00p.
14 5| [enucosa H.B. 20 000,00p.
15 6| 3awnues K.K. 22 500,00p.
16 7| WeaHoBa K.E. 10 250,00p.
17 8| KpaBueHko I".LLl. 34 500,00p.
18 WUroro:
(19"
120 Pacuet cocTtaBneH

4. TlpowsBenute pacueTsl B Tabiuiax. KoHCTaHTHI BBOAUTE B pacyeTHbIe (OPMYIBI B

BHJiec a0COIOTHOM ajpecanuu. [l pacdera OTYHCICHUN B OJaroTBOPUTEILHBIN (HOH.T

ucnonb3yire Qynkiuo ECJIN (kateropus — Jlorudeckue).

5. Ucnonp3ys «Mactepa pyHKIuUi» Mpou3BeanTe pacdeT MaKCUMAalbHOW, MUHUMATHHOM

Y CPEIHEM 3apIuIaThl K BbIJIa4€ COTPYIHUKOB.

6. B suciike C20 BeIBeIUTE TEKYIIYIO ATy MPU ITOMOITU (DYHKITUH.

10



7. IlpousBegute COPTUPOBKY MO (haMHIIUAM PAaOOTHUKOB B aJIpaBUTHOM MOPSIKE.
8. CxonupyiTe TabJIULIBI HA JIUCT2 U JIUCT3.
9. Ha nucre2 npousBeaute GuiabTpalUiO 3HAYEHUH K Bblaaue, npesbimaromux 20000p.
10. Ha nucte3 npoBeauTe ycioBHOE (POopMATHPOBAHUE CIEAYIOIINUM 00Pa3oM:
e 3apabotHas miara < 20000 — kpacHbIM [[BETOM IIpUdTa (OTYKUPHBIN);
e 3apabotHas miata > 20000 — 3eneHsbIit ¢oH, 1BeT mpudTa OCIbIi;
o @daMunuu COTPYAHUKOB Yy KoTophix 3/m < 20000 pyO. [OIKHBI
0TOOpaXKaThCA KPACHBIM LIBETOM HIpUPTA (MOITYKUPHBIN).
11.  Coxpanute pabouyro KHUT'Y B CO3JJaHHOM KaTajore Ha CheMHOM HOCHUTEIE.

12. Beiigute u3 MS Excel, BBIKTIOYHNTE KOMIIBIOTED.

IIpakTnueckas padora Ne 4

Tema: Pabora B Microsoft Excel.

Iens: nonyueHue MpakKTHIECKUX HABBIKOB PA0OTHI ¢ DJIEKTPOHAMHU TaOIUIIAMMU.
Oébopyooeanue:. IBM PC.

ITpozpammnoe obecneuenue:. Microsoft Excel.

Xox padoThl.

B nmanke Mou nokymeHTsI co3naiite nanky. MiMs manku JoJKHO COOTBETCTBOBAThH Barei
dammmuu. Ckomupyiite B Hee coaepskumoe mankud D:\MT\[Ipaktuueckas padorta Ned.
3anyctute Microsoft Excel 2007.

3ananme 1

1. Orkpoiite daiin exercise 1.xIsx.

2. Ilepeitnute k mucty 2008.

3. YcranoBute pexum oroOpaxeHuss Pa3merka crpaHMubl. YCTaHOBHUTE pa3Mep
Oymaru A4. BriOepuTe KHIKHYIO OPHUEHTAIMIO CTPAHUIBI. YCTAaHOBUTE TMOJIS
CTpaHHUIIBI 2 CM CO BCEX CTOPOH. BriGepute macmirad meyaTu Tak, 4ToObl KaJeHAaph
OblT HarmeyaTaH Ha OJHOW CTpaHWIle. B BEpXHEM KOJOHTUTYJIC BBEIUTE TEKCT
Kanennaps.

4. OtnpaBbTe Ha nedath KajneHjaapb Ha 2008 roxa (B KauecTBEe MPUHTEpPA YCTAHOBHUTE
Microsoft XPS Document Writer, mpu coXpaHeHUH yKa)XUTE MyTh K CBOCH MAaIke,
uMms ¢aiina - Kanennaps).

11



[lepeitnure k nucty 2009.

3anaiite 0o0jacTh MeyaTu Tak, YTOOBI MeyaTaics KaJeHJIapb TOJIbKO Ha MEPBYIO
noyioBuHy roja. [lepeiinure B pexxuM MpeaBapUTENIbHOIO NPOCMOTpa. Y OequTeCh,
YTO OTOOpa)KaeTcs KajleHAaph TOJIbKO Ha MEPBYIO MOJIOBUHY T'OJa.

[lepeitnure k nucty 2010.

Hactpolite mapamerpsl medatud Tak, 4toOwsl ctpoka 1 ( 2010 ) meuaranace Ha
KaXJ0M cTtpanuiie Oymaru. Ilepeiigute B pekuM MpeaBAPUTEIBHOIO MPOCMOTPA.

VY6enurecn, uto ctpoka 1 ( 2010 ) oTroOpakaercs Ha KaXkJ10M CTpaHulle Oymaru.

3amanue 2

1.
2.

OTkporite daitn exercise_2.xIsx.

Ilepeiinure k nucty narpammal.

Co3naiiTe BepXHU KOJTOHTUTYJI IJI1 CTPAHULBI [TI€YaTH THAarpaMMbl. B KOJIOHTUTYT
BBenuTe TeKCT [locTaBKy.

Co3pnaiiTe HU>)KHUM KOJIOHTUTYJ JUJI CTPAHULIBI MIEYaTH JUarpaMMbl. B KOJIOHTUTYI
BBEJIUTE aBTOMATUYECKH OOHOBJISIONIMECS 3HAUCHHSI 1aThl U BPEMEHH.

YcTanoBuTe yepHO-0€yr0 Ne4aTh TUarpaMmabl.

OtnpaBpTe Ha TedaTh AuarpamMmy (B KauyecTBe MpUHTepa ycTaHoBUTe Microsoft
XPS Document Writer, mpu coxpaHeHHH YKaKHUTE MyTh K CBOEH marke, uMms (aitina

- narpammal).

Coxpanute B cBoeil mamnke (aitn exercise 1.xlsx moxgy nmmenem 3amanme 1. xIsx, daiin

exercise 2.xIsx mox umeHem 3aganue 2.xIsx.

3ananmne 3

1. Otkpoiite daiin exercise 3.xlsx.

2. YcTaHOBUTE Tapoib Ha OTKPHITHE (aiina.

3. Coxpanute aiin exercise 3.xIsx mox wumenHem 3amanue 3. 3akpoiite daiin
3aganue 3.

4. Orkpoiite daitn 3amanume 3.XISX. TIpu OTKpPHITHH BOCHOJIB3YHUTECh 3aJlaHHBIM
apoJieM.

5. Ilepeitnute k nucry Jlucm 2.

6. CxpoiiTe JUCT OT MPOCMOTpA. 3AIUTUTE KHUTY OT H3MEHEHUH.

7. Tlepeiinute x nucty Jlucm 3.
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8. Ckpoiite ot mpocmotpa crondbusl E u F. 3ammurtute Bce sueiiku aucta OT
W3MEHECHUU.

9. llepeitnute k nucry Jlucm 4.

10.Bce sgeiikm amcTa, 3a UCKIIOUeHHEM sdeiiku B24 3amutuTe oT mM3MeHeHui. B
aueiiky B24 Benure uncio 6,41.

Coxpanure B cBoel nanke Qaiin exercise 3.xlsx nmox umenem 3ananue 3.xlsx.
3ananue 4

1. Otkpoiite daiin exercise 4.xlsx.

2. llepeitnute x nucry Jlucm 1.

3. C ucnonbs3oBaHueM aBTOQUIBTPA OTOOpa3uUTE TOIBKO CTPOKH, OTHOCSIIUECS K
nocrasimuky Mpuc.

4. Tlepetinute x mucty Jlucm 2.

5. C wucnonb3oBaHueM aBTOQUIBTPA OTOOpPA3UTE TOJBKO CTPOKH, OTHOCAIIUECH K
nocrasmukam Upuc u JlanTa.

6. [lepeitnute x nucry Jlucm 3.

7. C ucnonb3oBaHueM aBTOQUIBTPA OTOOPA3UTE TOIBKO CTPOKH, OTHOCSIIIHECS K
toBapy JIrokc u nmocraBmuky Hpuc.

8. Ilepeitnute x nucty Jlucm 4.

9. C wucnonp3oBaHHEeM aBTOPHUIBTpAa OTOOpa3uUTE TOJIBKO CTPOKH, B KOTOPBIX B
cton61ie OO6beM 3HAYCHHSI OTMEUEHBI KPYKKOM 0€3 3aJIUBKHU I[BETOM.

10.ITepetinute k mucty Jlucm 5.

11.C ucnonp3oBaHreM aBTOGUIBTPA OTOOPA3UTE TOIBKO CTPOKH C JATOW peaau3aiiuu
B CEHTSIOpe MecsIIe.

12.Tlepeitnure k nucty Jlucm 6.

13.C ucnonp3oBanreM aBTOGUIBTPA OTOOPA3UTE TOJBKO CTPOKHU C 00HEMOM MOCTaBKH
ot 40 o 60.

14 Tlepetinute k nucty Jlucm 7.

15.C wucnonb3oBaHWeM aBTOQUIBTPA OTOOPA3UTE TOJBKO CTPOKH C JIECATHIO
HAaUMEHBIITNMU 3HaYCHUSIMH B cTOsI01Ie O0BEM.

16.I1epeitnute k nmucty Jlucm 8.
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17.C ucnonb3oBaHuemM QuibTpa 0TOOpPA3UTE TOJBKO CTPOKH, Y KOTOPBIX 3HAYEHUS B
croJibie O0BEM Takoe ke, Kak B sueiike D7.
18.1lepetinute k nucty Jlucm 9.
19.0t1kaxuTtech OT 0TOOpa CTPOK 1o cTooIy [locTaBmIuK.
20.Tlepeitnute x aucty Jlucm 10.
21.CaumuTe QUIbTPHI C TAOIUIIBI.
Coxpanure B cBoel nanke Qaiin exercise 4.xlsx moa umenem 3ananue 4. xIsx.

3akpoiite Microsoft Excel 2007.

14



IIpakTnuyeckas padora NeS

Tema: Opranuszanusi 3ampocoB Ha BBIOOPKY: C YCIOBUSMH, Ha OCHOBE HECKOJBKUX
Ta0JIHIL, C UCIIOJIB30BAHUEM TPYIIOBBIX (YHKUINN

Hensb: [lonydyeHrie HABBIKOB OPTaHU3ALMU 3aIIPOCOB HA BHIOOPKY.

O6opynosanue: IBM PC.

Ilpozpammnoe obecneuenue: Microsoft Access

MeToauvecKkue yKa3aHUs K BBINOJHEHUIO PAKTHYECKO padoThl

C nowmompio 3ampoca Ha BBIOOPKY BBIOMPAIOTCS JaHHBIE U3 B3aUMOCBSI3aHHBIX
TaOJIMIl ¥ APYTUX 3alPOCOB, MPEACTABISAIOTCS pe3ysbTaThl B Tadnuie. Ha ocHoBe 3ampoca
Ha BBIOOPKY MOKHO IOCTPOMTBH 3aIlpoChl JIPYrUX BUJOB (Ha cO3/laHUe TaOMUIbI, Ha
yIaJIeHue u T.1.).

3anpoc MOXeT OBbIThb TOCTPOEH HA OCHOBE OJIHOM WM  HECKOJBKHUX
B3aMMOCBSI3aHHBIX TaOJUI, TPU 3TOM MOTYT MCIIOIB30BATHCA WM TAOIHIIBI 0a3bl JAHHBIX,
VI TaOJIHIIbI, TOJIYYCHHBIE B PE3YJIHTATE BBIMOJIHEHUS APYTHUX 3alIPOCOB.

JIro6o0ii 3ampoc B CYB/] Access MOXHO c031aTh B peXUME KOHCTpyKTopa. s
ATOrO MPENOCTABISIETCS yIOOHOE IS MOJIb30BATENs AUAIOTOBOE Tpaduueckoe CpeicTBO
dbopmMupoBaHus 3amnpoca 1o odpasity, ¢ TOMOIIBIO KOTOPOTO JETKO MOXKET OBITh MOCTPOCH
CJIOKHBIHN 3ampoc.

OKHO KOHCTPYKTOpa 3anpocoB (puc. 1) neauTcs Ha ABE YaCTH, BEPXHsS U3 KOTOPBIX
COJIEPKUT CXEMY JAaHHBIX 3aIpoca, BKIIOYAIONIYI0 BhIOpaHHBIC JJI JAHHOTO 3ampoca
tabmuiel. Kaxnas Tabnuia npencrapieHa B 3TOW cXeMe CIHCKOM Tosieil. HwkHssa gacTh

SIBJISIETCSL OJJAHKOM 3aIipoca, KOTOPhIi 3aHOJIH$I€'1‘(CXEM3 JIEM.

82 3anpoc] : aanpoc Ha BeIGOpKY AaHHbIX

3anpoca

Mone: - e’ BbnaHK

MA TaBaMue!
COpTHROEKS!
BRIED Ha 3KpaH: [l ] [l 3anpoca
Yenoewe oTbopa:
HH: b

Puc. 1
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B cxeme nmanHbIX 3ampoca 0TOOpa)katoTCsli UCMOJB3yeMbI€ B 3ampoce TaOJIHIIbI CO
CIIMCKOM TOJIeH, a TaK>Ke CBSI3U MEXK]y HUMHU, YCTAHOBJICHHBIE paHEE B CXEME JaHHBIX
6a3pl  (komanga Cepuc|Cxema pganHbiX). CTpoka B CHHCKE TIOJIeH, OTMEYECHHAas
3Be3/104KOoN (*) 0003HAyaeT Bce MHOXKECTBO mojied naHHOW TaOmuiel. Kpome cBs3eid,
BHOCUMBIX B 3alpOC B COOTBETCTBHUM CO CXEMOM JaHHBIX, ACCESS aBTOMaTUYECKHU
YCTaHABIIMBACT CBSI3U I OOBEIUHEHUS HECKOJIbKHX TaOJIMI], €CTM OHM HUMEIOT MO,
KOTOpPBI€ COJIEpXKAT JIaHHbIC OJIMHAKOBBIX THUIOB C OJIMHAKOBBHIMU MMeHaMu. CBsi3u, HE
YCTaHOBJICHHBIE aBTOMATUYECKH, MOTYT OBITh YCTAHOBJICHBI CAMHUM I10JIB30BaTEIEM IIPU
MOMOIIM TIEPETACKUBAHUSI 3a/ICHICTBOBAHHBIX B CBSI3M TOJIEH U3 OJHOTO CIKCKA TOJIEH B
JIPYTOM.

brnank 3ampoca mpeicTaBieH B BHJE TaOJUIbI, KOTOpas IMpeaHa3HAyeHa IS
KOHCTPYUPOBAHUS CTPYKTYPhl TaOJMUIBI PE3YyJIbTATOB 3ampoca U YCIOBHH BBIOOPKHU
JTAQHHBIX M3 UCXOJHBIX TaOmwuil. [lepBoHauanbHO 3TOT OJAHK SIBISETCS MYCTHIM (CM. PHC.
1). Kaxxnapii ctosderr 671aHKa OTHOCUTCS K OJJHOMY IOJ0, C KOTOPBIM HYXHO paboTaTh B
3anpoce. [lons UCHONB3yIOTCSA NJis BKJIIOUCHUs] B TaOJUIly, 3aJaHusl YCIOBUN OTOOpa
3amucei, BBITIOTHEHUS BBIUYMCIICHUN B 3aMKUCSAX TaOJIUIIBI.

3ananue 1. Beiopats u3 tadmunel [IPEJIMET nanubsie o npeaMerax, Ha U3ydeHUE
KOTOpPBIX OTBOAUTCA He Oosiee 100 yacoB, €CTh JIEKIMHU; TaKXe BBIOpATh MPEIMETHI,
3aHATHS 1O KOTOPHIM 3aHUMArOT Oouiblie 150 4acoB W YHCIO CEMECTPOB HM3Yy4YEHUS HE
Oonee nByx. Pe3ynpTaT MOMKEH coaep)kaTh: HaMMEHOBAaHHE IIpeaMeTa, OOImee YHCIIO
4acoB IO TPEAMETY, KOJWYECTBO JICKIIMOHHBIX YacCOB M YHCIO CEMECTPOB H3YUYCHUS
mpeaMeTa.

3apanue 2. Halitm 3ammcu o mpeaMerax, B KOTOPBIX OOIEe YHCIIO YacoB IIO
MpEIMETY HE COBIAIAET C CYMMOM 4acOB JICKIIMOHHBIX 3aHATUH U MPAKTUYECKUX.

3ananue 3. OnpenenuTs KOJIUYECTBO CTYACHTOB B KaXJA0U rpymIIe.

KoHTpoabHBIE BONIPOCHI

1. Jlns gero npenHa3Ha4Y€HBI 3aMpOChI?

2. Kakwue Buabl 00pabOTKH JAHHBIX BBITIOJHSIOT 3aIIPOCHI?
3. Kaxkwue Tumsl 3ampocoB peann3oBaHbl B Access?

4, N3 kakux 4acTeil COCTOMT OKHO KOHCTPYKTOpa 3ampoca?
)

O0s13aTebHO JIM HAJIMYUE CXEMBI JaHHBIX MPOEKTA MpU pa3paboTke 3amnpoca’?

16



6. OnummuTe criocoObl 3aMOJHEHHS TIEPBBIX IBYX CTPOK MOl O1aHKa 3ampoca.

7. Uto takoe ycnoBue oroopa 3anuceit? Kak ero 3agats? [IpuBegure npumepsl.

8. Kak B 3ampoce co3maTe BbIYHCIIEMOE Tmoje? [ne mpuMeHSIoTCS
BBIYUCIIIEMBIE TTONIS?

9. Kak no6aButh Tabiuily B OJIaHK 3ampoca mociie 3aKpbiTusi okHa J{obaBieHue
TaOIUIBI?

10.Kakue cmnocoOwsl qo0aBieHusi moJjied B OJIaHK 3ampoca W3 CHUCKa MOJel
Tabauipl Bel 3HaeTe?

11.Kakue JIOTHYeCKHe OIepaTopsl W OIepaTopbl CpPaBHEHUS MOTYT OBITh
UCIIOJIb30BaHbI TIPH 3aITUCH YCIIOBUN 0TOOpa?

12.Y1o Takoe rpymioBbie onepanuu B 3ampocax? s 4ero oHu MpPUMEHSIOTCS.
[TpuBeuTe IPUMEpHI.

13.MO’KHO JTH HCIIOJIh30BaTh B BRIPAXKCHUH YCIIOBUS 0TOOpA MMsI TTOJIs?

14.T ne 3amaeTcst UM BBIYUCIISIEMOTO I1OJISA?

15.T'ne xpaHATCs 3HAYCHHS BEIYUCIISIEMOTO TOJIs17

16.Kak yOpaTh HEHY)XHbIE MOJS MPU OTOOPAKEHHUU PE3YJIbTATOB 3alpoca Ha
sKkpaHe?

17.13 xakux 3ammceil oOpasyeTcs Tpymma MpH HCHOJIb30BAHUM T'PYIIOBON
omnepanun?

18.Kak monyunts cTpoky ['pynmoBas onepaius B O1aHke 3ampoca?

19.MoxHo 1 3a71aTh YCJIOBHE OTOOpA 3amucel, BKIIFOYaeMbIX B TPYIITY?

20.Kaxkue rpynmnossie pyHkiuu ucnonb3yrorcs B CYBJl Access?

21.]1ns 9ero MOXeT OBITh HCIIOJB30BaH CHMBOJ *, UMCIOIIHUIICS B CIIMCKE MOJIeH
KaXXJI0H TaOIHITBI, T00aBIEHHON B OJ1aHK 3arpoca?

22.Kakx MO>XHO TTPOCMOTPETH pe3yabTaThl 3ampoca?

23.MOXHO JH HCIOJB30BaTh TOJIe, K KOTOPOMY TPUMEHSIIaCh TPYIIOBas
(GYHKITMS, B BRIYUCIIEMOM BBIPAKCHHH ?

24 Kax W3MEHHWTHh MOANMKCH TMOJSA, s KOTOPOTO BBIMONHSIACH TPYIIIOBAs
byHKIMA?

25.Kak yka3ath Ha HCIIOIb30BaHNE KOHKPETHOTO OIS B OJIAHKE 3aIrpoca, €CIH B

Ta0IUIaX, HA KOTOPBIX CTPOUTCS 3aMPOC, UMEIOTCSI OJIMHAKOBBIE UMEHA?
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26.Kak BBOUTCS MapaMeTp B 3ampoc?
IIpakTuyeckas padora Ne6
Tema: 3anpocsl Ha CO3/aHKME TAaOJIMILI, HA 100ABIEHUE, yAAJIEHUE U OOHOBIICHUE JAaHHBIX,
MEPEKPECTHBIE 3AMPOCHI
Ileny: TlonyyeHue HaBBIKOB OpraHU3allMM 3alpoCOB HA OOHOBICHHE JaHHBIX,
nepekpecTHbIX 3anpocoB B CYB]] Access
Oobopyoosanue: |IBM PC.

Ilpozpammnoe obecneuenue: Microsoft Access

MeToauveckue yKa3aHUs K BBINOJTHEHUIO PAKTHYECKO padoThl

Kpome 3ampocoB Ha BbIOOpKY B ACCESS CylIecTBYEeT OOJiblliasi TPyMIia 3ampocoB,
KOTOpbIE HA3bIBAIOT 3alpOCaMU-IEUCTBUSIMU. OTHU 3alpoChl TMO3BOJSIOT  OBICTPO
U3MEHUTD, CO3/aTh, YAAIUTh WIH ke JOOABUTh HAOOp JaHHBIX B HEKOTOPYIO TaOJIHITY
0a3kbl.

3anpoc Ha co3gaHue TaOIUIBI UCIIONB3YETCS JJI COXPAaHEHUs pe3yJibTaTa 3ampoca
B Bujie oTaenbHoi Tabmuibl bJl. OH ocHOBaH Ha 3ampoce Ha BhIOOpKY. HeobxoammocTh
COXpaHEHUsS Pe3yJbTaTOB 3ampoca B OTAEIbHON TaOmuIle BO3HUKAET, HApUMEp, B TOM
cllydae, €Clii OJUH U TOT € 3apoC BHINOJIHSAETCS HEOJHOKPATHO, a UCXOJHbIE JaHHBIC
st Hero He MeHsoTcs. C MOMOIIBI0 3ampoca Ha CO3JaHue TaOJMIBI MOXKHO TaKkKe
3HAYUTEIBHO YCKOPUTh JOCTYN K JaHHBIM, OCOOEHHO €CIH B 3alpoce YYacTBYET
HECKOJIbKO Tabnuir Oombimoro oobema. CoxpaHeHue HabOopa 3ammicedt 3ampoca  Kak
TAaOJIUIBI TIOJIE3HO W B TOM CIyyae, KOrJa IPOUCXOJUT HAKOIUICHUE WTOTOBOU
uH(pOpMaIH, KOTOPYIO HEOOXOJUMO XpPaHUTh TOPa3[0 MOJbIIEe MCXOJHBIX JAaHHBIX, Ha
KOTOPBIX OBLT MMOCTPOEH JaHHBIN 3ampoc.

3anmpoc Ha OOHOBIICHHE HCIOJB3YETCS HJisi OOHOBICHHS WHOOPMAIMU B TIOJAX
tabmuiel BJ[. VI3aMeHeHus BHOCATCS HE JUISI OTACIBHOM 3alUCH, a JUIS [EJOM TPYIIIBI
3ammceil, OTOMpaeMbIX C MOMOIIBIO YKa3aHHBIX TOJH30BAaTENIEM YCIOBUUA OTOOpa, 4YTO
oOJeryaer M3BMEHEHNE 3HAYCHU BO MHOTHX 3aMHCIX Cpasy.

C nomoiplo 3ampoca Ha A00aBJI€HHE MPOU3ZBOAMTCS J00aBICHUE 3amuced u3
HEKOTOpPOW Tabnwipl (Harmpumep, TabIWIbl ¢ pe3yiabTaTaMU 3ampoca) B Tadmuiry Oasbl

nanubix. [loaTomMy B caMOM 3ampoce JTOKHBI ObITh C)OPMHUPOBAHBI 3AMKUCH C MOJSMH,
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COOTBETCTBYIOIIUMHU MOJISIM B JOMOJHAEMOM 3anmucsaMu Tadiaune 6a3nl qaHHbIX. [Ipu sToM
CTPYKTypa 3alliUCH HCXOJHON TaOJMIbl 3ampoca MOXKET HE MOJHOCTHIO COBIAJATh CO
CTPYKTYpOHM 3amucH TaOJUIbl, B KOTOPYIO MPOUCXOIUT J00aBIeHUE (OMyCKaeTCs Taxe
HECOOTBETCTBHE THUIIOB OJWHAKOBBIX MOJECH 00euX TaOJMI[, €CIHM BO3MOXKHO
npeoOpa3oBaHue TUTA JAaHHBIX OJIHOTO TOJS B TUI JAHHBIX Apyroro moiist). Takxke B
OylaHKk 3ampoca Ha J00aBJICHHME MOTYT OBITh BKJIIOYEHBI TOJIS, MO KOTOPHIM 3aJar0TCs
ycJioBUs 0TOOpA.

3aganme 1. Opeanuszosamsv sanpoc Ha cozdanue madauyvl Hucno cmyoenmos 6
epynnax.

3apnanue 2. Opeanuzoeamv 3anpoc Ha o6OuosneHue noas YACHlI mabauyol
M3VUEHUE ¢ nomowwto Oanuvix, eviuucisiemvlx Ha ochose noneu JIEK u YC us
mabauyvl [IPEJIMET. Pacuem uucia 4acoe no jaeKyusm npouszgecmu no opmyne
JIEK/YC.

3apnanue 3. Opeanuzosamov 3anpoc Ha yodieHue 3anuceil 0 2pynnax, 8 KOmopwix
KOJIUYecmeo cmyoeHmoes menee 3.

3ananue 4. Onpeodenums 05 KAHCO020 NPEN0OABAmens Yucio Cmyo0eHmos, 3HaHus

Komopbolx HAa JEKYUOHHOM UJIU npAKMU4eCKoOM 3aHAmMuYU OH OYyerHul.

KoHTposbHbIE BONIPOCHI

1. C co3pmaHuMs Kakoro THUIIA 3ampoca HAYMHASTCS KOHCTPYMPOBAHHE 3ampoca-
enucTBua?

2. Kak nmpocMoTpeTh 3anucu, OTOMpaeMbie ¢ TOMOIIBIO 3arpoca-I1eHCcTBUS ?

3. B xakoM myHKTE MEHIO BBITIOJIHIETCS TpeoOpa3oBaHUe B 3aIpoc-AeicTBUE?

4. Moryt nu no6aBisieMble 3anucu (HOPMUPOBATHCS HA OCHOBE HECKOJIBKUX TaOIHUIL?

5. Kakum oOpa3zom B 3ampoce Ha yHaJeHHE YKa3bIBaeTCS TaOJHIa, W3 KOTOPOU
yAQISIOTCS 3amucu?

6. Kak opranusoBaTth 3ampoc Ha J00aBJICHUE JaHHBIX M3 OJHOM TaOJIHUIIBI B IPYTyIO?

7. MO)XHO JIM UCIIOJIb30BaTh BBIPAXKEHUE JIs TIOJICYETA HOBOTO 3HAYCHUS
OOHOBJISIEMOTO TIOJIS?

8. Kak ¢ momoIpio MacTepa MmoCcTpOUTh MHOTOTAOIUYHBIN TIEPEKPECTHBIN 3ampoc?

9. MOHO I JUIS 3ar0JIOBKOB CTPOK MCITOIB30BaTh HECKOJIBKO TOJICH?

19



10.Mo>HO JI MOCTPOUTD MEPEKPECTHBIN 3aMPOC B PEAKUME KOHCTPYKTOpA?

11.1To xakuM MOJISIM 3aJa€TCsl TPYNIUPOBKA B OJIaHKE 3arpoca MpU KOHCTPYUPOBAHUU
IIEPEKPECTHOrO 3arpoca?

12.T"ne 3anuchIBaeTCs BbIpAXKEHUE JIJIsl pacyeTa UTOTOBBIX 3HAUCHUI?

13.Kakoe cmoBo HYXHO BbIOpaTh B cTpoke llepekpecTHas Tabnuma A MO,
HCIIOIb3YEMOT0 JIJI1 BBIYMCICHUS UTOTOBBIX 3HAUCHUH ?

14.M0O>KHO 11 OJJHUM 3aIPOCOM YAAJIUTh 3aMUCH U3 HECKOJIbKUX Ta0muu?

15.Kakue noJsis BKITIOYAIOTCS B CIHUCOK TMOJIEH 3ampoca Ha yaaJleHue?

16. Jly1s kakuXx 11esiel MPUMEHSIOTCS 3alpoChl Ha co3aHue Tabaui?

17.KakoBbl 00IMEe IIard TEXHOJIOTUW CO3/JaHUsl 3alpoCOB Ha CO3JaHUE, Ha
0OHOBJIEHHE U HA J100aBicHUE?

18.B gem cxoacTBO U paznuuue Mexay Tadmmiamu b/l u 3anpocamu?
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IIpakTuyeckas padora Ne7

Tema: Apromatuzauusa o0paboTkun JokymMeHTOB (CkaHuUpOBaHHE, paclO3HaBaHUE,

MepeBoj] JOKYMEHTOB).

Ilenwy: Hayunutbest paboTaTh CO CKAHEPOM M IPOIPaMMOK-TIEPEBOTUNKOM.
Oobopyoosanue: |BM PC

Ilpozpammnoe obecneuenue: FineReader 8.0, Promt.

Xox padoTsl

1.
2.

Bxurounte ckanep.

3arpy3ute komnbioTep B pesxkume Windows.

3anyctute nporpammy FineReader (ITyck P IIporpammsr » ABBYY FineReader 8.0

Professional Edition).

OTCKaHUPYHTE TEKCTOBBIM JOKYMEHT B COOTBETCTBHM CO CBOMM BapHaHTOM,

COJICPKAIIUI TEKCT Ha aHTTTMACKOM SI3bIKE:

e OTKpoOIiTe KPBIIIKY CKaHepa, MOJ0XKHUTE TOKYMEHT Ha OKHO CKaHepa TEKCTOM BHW3,
3aKpoiTe KPBIIIKY CKaHepa.

o IllenkuuTe Ha KHONIKe Cranuposams Ha NaHEIU HHCTpyMeHTOB Scan&Read.

T3
%J - 1%() - 2[_ - 3 _\‘f - 4 bl’,i' -

Scan2Read CKaHHMpOBEATE PacnozHaTe MpoEEpHTE Byibep obmMeHa

e JloxauTech OKOHYaHUSI cKaHupoBaHus. OOpaTuTe BHUMaHUE Ha MOSBICHUE 3HAYKA
OTCKaHMPOBAHHOTO IOKyYMEHTa Ha maHenu [lakem u B OkHe M300padicerue.

CoxpanuTe makeT Ha ChEMHOM HOCHUTEJE BBHIOpaB B TJaBHOM MeHIO Daiin KOMaHIY

Coxpanumb nakem Kak... 3axkporite nmporpammy FineReader.

3amyctute mnporpammy FineReader. OtkpoliTe COXpaHCHHBIM paHee TaKeT |

pacro3HamTe ero.

e Jllenknure Ha KkHONKEe Pacnoznams. W3yuute pe3yapTaT aBTOMATUYECKOU
CerMEHTaluu B OkHE H300padicenue. O3HAKOMBTECH C PACHO3HAHHBIM TEKCTOM B
okHe Texcm.

e CoxpaHHUTE paclO3HAHHBIN TEKCT B BHJIE JokymMeHTa MS Word.

e OrtkpoiiTe TekcToBbld (aitm B mporpamme MS Word u eme pa3 ydemurtech B

MPaBWJIBHOCTH paclio3HaBaHus. 3akpoiTe nmporpammy MS Word.
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7. Pyunas cermeHTanus u300paxeHus:

Otxkpoiite B ABBYY FineReader ¢aiin ZADANIY PR7.pdf (on xpaHnutcs B namnke
Mou 1OKyMEHTHI).
BrInosiHUTE pYy4YHYIO CErMEHTAIUIO CTPaHULbl, Noe KOTOpOM COOTBETCTBYET BalllEMy

BapuaHTy. /{15 BblAENEHHUsS] TEKCTOBBIX OJOKOB IIEIIKHUTE HA KHOIKE Bsidenumbs

meKcmosblii 010K | Ha TAHEJIU WMHCTPYMEHTOB M300padicenue. [l BbIIEICHUS
rpaduueckux OJIOKOB M TaOIUI MCHOJb3YWTE€ COOTBETCTBYIOIIME KHOMKH JAHHOMU
naHenu UHCTpyMeHTOB. CdopMmupyiite OJOKM BpPYUYHYIO, BBIJIENSS OTIEIbHBIC
AJIeMEeHTHl JoKyMeHTa. [Ipu HeoOXOAMMOCTH MOXKHO BCEr/ia U3MEHUThH THUIl OJI0Ka,
JUTSL TOTO IIEJIKHUTE HA HEM IMPaBOil KHOMKON MBIIU U BbIOEPUTE B KOHTEKCTHOM
MEHIO0 KOMaHny M3menums mun 6710Ka.

BriGepute koMaHy B TJIaBHOM MeHIO M300padsicenueW Bvibpams uncmpymenm W
Ilepenymeposams 6O.10ku. 3aaiiTe OCIEOBATEILHOCTD OJIOKOB, IIEJKas HA HUX B
TOM MOPSAKE, B KAKOM HUX COJEPKHUMOE JIOJHKHO BKIIFOUATHCS B OKOHYATEIBHBIN
NOKyMEHT. O3HAKOMBTECH C APYTUMU KOMAHJAMH 3TOTO IIYHKTa MEHIO.

[Ipy HEoOXOIMMOCTH BOCIHOJNB3YHTECh HHCTPYMEHTOM Jlacmuk Ha TaHelu

—r

F

lacTui
HHCTPYMCHTOB H306pa:)fceﬂue _J A YOAJICHUSA HCHYXHBIX JJICMCHTOB Ha

CTpaHUIIE.
Ilenkaure Ha KHONKE Pacnosnams Ha TaHEIW HHCTPYMEHTOB Scan&Read.

CoxpaHuTe NOJIyYEHHBIN JOKYMEHT.

8. 3amycture porpaMmmy PROMT(ILyck® IIporpamme » PROMT Family
7.0 PROMT).

9. IlepeBenute paHee OTCKAHUPOBAHHBIN TEKCT C aHTIUHCKOTO SI3bIKa HA PYCCKUU.

Haitte komanny @aiin » Omxpuims ¥ BEIOEPUTE OTKPHIBAEMBIN TOKYMEHT.
BriGepute ucnonp3yemsiii opmart (aiisia B AHAIOTOBOM OKHE KoHeepmuposamb
¢atin n menkauTe Ha kHotke OK.

Otkpoiite Bkiaaky Crosapu Ha wHbOpManMoHHONW maHenu. O3HAKOMBTECH CO

CIIMCKOM YCTAHOBJICHHBIX CJ'IOBapef/'I.
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e OTKIIOUNTE BCE CJIIOBAPU, KPOME OJHOIO CIELHUAIU3UPOBAHHOIO TEMATUYECKOIO
cJIOBaps 1O TeMe JOKYMEHTa (M, BO3MOXKHO, MOJb30BaTenbckoro). lllenknure Ha
ATOW MaHENW MPaBOl KHONKOM MBIIIM U BHIOEPUTE B KOHTEKCTHOM MEHIO MYHKT
Ilooxniouennvie cnosapu nHagepx.

o [llenkuure Ha KHOTIKE [lepesecmu 6ecv mexcm Ha NMAHETU UHCTPYMEHTOB [lepesoo.

e O3HakoMbTECH C THepeBoAOM TekcTa. OOpaTuTe BHMMAaHHME Ha BuUJ a03alles,
KOTOPBIE HE CIIEA0BAJIO NEPEBOJUTD.
e Broigenure ¢parMeHTbl, KOTOpble HE CJEI0BajJO MEPEeBOAUTH, W LIEIKHUTE Ha

=]
|§| 23 NEpEE0 s Ha MAHEJId UHCTPYMEHTOB Hepeeoa.

kHotike Ocmagumsv be3 nepesooa
OOpatuTe BHUMaHKHE HA U3MEHEHHUSI B OTOOpaXXKeHUH OpPUTHMHAJA U IepeBO/a.

e OleHUTE KAaYeCTBO aBTOMAaTUUYECKOr0 IEPEBOA.

e CoxpaHuTe JOKYMEHT BO BHyTpeHHeM ¢opmare rmporpammbl  PROMT
(Dain®» Coxpanume O0okymenm). 3aKkpoWTe AOKYMEHT M OTKPOWTE €ro CHOBA,
yOeIUBIIUCH, YTO B 3TOM CIIy4ae MOXKHO MPOAODKUTH pabOTy B TOUHOCTH C TOTO
MecCTa, Ha KOTOPOM OHa Obljla OCTAaHOBJICHA.

e Coxpanure nepeBeacHHBIN TekcT (PaunW CoxpanumsW [lepesod) B (opmarte,
yuuTtbhiBatonieM GopmatupoBanue gokymeHnra (Texcr B ¢opmare RTF). Otkpoiite
COXPAaHEHHBIH JTOKYMEHT C MOMOIIbI0 mporpamMmbl Word W mpoCMOTpUTE €ro
COJIepKaHHeE.

e CoxpaHure JOKYMEHT B Bujac OWIUHTBBI Daiii®» CoxpanumeW bununesy xax
cnucok aozayes... 3ateM Datin®» Coxpanums W bununegy kax maoauyy...

e OTKpoiiTe TOCIeHNE COXpaHEHHBIE IOKYMEHTHI C TTOMOIIbI0 mporpammbel Word u
cpaBHUTE UX. VMconp3ys aHTIIMHACKUN U PYCCKUI BapUaHTHI TEKCTa, MOMPOOYMTe
OKOHYATEIHbHO C(HOPMUPOBATH NPABWIBHBIA W TPAMOTHBIM TMEPEBOJ] HCXOIHOTO
JOKYMEHTA.

10.CoxpaHuTh MEPEBOI B CBOCH IAIIKe.

11. BBIKJIFOYHUTH KOMIBIOTED.
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KoHnTpoJsbHbIE BONIPOCHI
1. HaszoBute mnoCNEeNOBAaTEAbHOCTh JEHCTBUM, BBINOJIHSAEMBIX IPU CKaHUPOBAHUU
JOKYMEHTOB.

2. llepeuncaute BO3MOXKHOCTHU ITporpamMmsl nepesogurka PROMT.
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IIpakTuyeckas padora Ne 8
Tema: Padora B nporpamme Mathcad.
Ilenw: TlonyunTs npeacTaBieHUE O MPUHOUNAX (PYHKIMOHUPOBAHUS U MCIOJIb30BAHMS
nporpamMmmbl MathCAD B npodeccuonanbHoil aesiteabHOCTH. [1onydnTh HaBBIKM pabOThI
B nporpamme MathCAD.
Oébopyoosanue:. |IBM PC
Ilpocpammnuoe obecneuenue: nporpamma MathCAD.

Xo0 padoomui
B nmanke Mou ooxymenmsi co3znaiite manky. ViMs manku J0JKHO COOTBETCTBOBaThH Bareit
damunun. [To okoHuaHMH PabOTh coxpanute B Hel nokymeHT MathCAD.

3nakomcTBO ¢ nporpammoit MathCAD
Botinure B maker MathCAD. Os3nakombTech ¢ uHTepdericom mnporpammbl. OTKpoiTe
NOOYEPETHO MYyHKTHI TJIABHOI'O MEHIO U O3HAKOMBTECH C UX COAEPKUMBIM. 3adUKCUpPYITe
B OTYETE MO MPAKTUYECKON paboTe, KaKue MaHeId WHCTPYMEHTOB OTOOPAKarOTCs B OKHE
nporpamMMbl. [lpu momomu nanenun Maremarnka BBI3OBUTE Ha SKpaH e€IIe JIEBATH
NaHeJel, ¢ MOMOUIBI0 KOTOPBIX MPOUCXOAUT BCTABKA MAaTEMAaTHUYECKUX OIlEepauuil B
NOKyMeHThI. [lepeuncnure WX Ha3BaHME W HA3HAYEHUE B OTYETE IO IMPAKTUYECKOU
pabore. 3akpoiTe Bce maHenu. BeiBeauTe MaHenu HHCTPYMEHTOB MPU MOMOIIU TJIaBHOTO
MEHIO.

IIpocteie Borunciaenus B MathCAD

— Beraucauts 4! (haktopuan dyncia 4eThIpe).

— BbraucauTe gorapudm HaTypalbHBINA OT 25

— Beraucauts e

— Bpraucautb JABa BBIPAKCHHA:

€' ++/47+56° +sin(0.6)
e’ +./47 +56° +5in(0.6)
— Bpraucauts 1po6n

5 -4 +4
SJ

— BbIYucauTh BhIpaXkeHUE B COOTBETCTBUU C BapUaHTOM, MepeMeHHOM X MpUCBOUTH

3HAYEHHE, PAaBHOE BapHAHTY:

yae)



1) v/2x +3(7x -5) +13X?;

—7
32 _ x-7
T
2
5)%;
(X-3)2 +4

7) X2 1/X3+ X247
9) X2-7ltg(~/X+2 |-9)

2) 2sinX+4tgX-(X?-4)

2 2x2+1l‘x2‘+1;

2X -6

X3+4_VX-7
6 4

8) 4In(X?+ [[x* -4])

10) sin(5X?- /X +10) + 2cosX

6)

11) 18tgX?- ctg+/ X +15X>

12) 28X%14X [lcos(3X +4) +tg5X|

25X3
13) 48(28X%3-1 17X>- - 14
3) 48(28X%-15 /X )( JX-1X]) ) o 1 X+1])
5cos(X - 2) sin(X % - 28) )
15 16 *(14 + X
) 3sin(1/ VX +9) ) 35c0s(46-10.5- X) ( )

Boruncaurs B MathCAD ¢pynknuro

[IpoTabynupoBath QyHKIHIO V(X) = 4-};2 +5X+8 max=o0r1l g0 5c
marom 1

[IpoTabynupoBaTh QyHKIUIO V = 3t =70 4427 —9x+2 g x=or0mo3c
marom 0.5

[IporaOynupoBarh (PYHKIMIO ABYX MEPEMEHHBIX I = 337 + 43 +8 s 3HaveHuit

x =0T 0 70 5 ¢ marom 0.5 u 751 3HaueHuit y = ot 0 10 5 ¢ marom 0.5

[IpoTabynupoBaTh PyHKIIUIO B COOTBETCTBUHU C BAPUAHTOM

KOHmPOJleble eonpocuol

1.

2
3
4.
5

OnumuTe BO3MOKHOCTA MaTEMaTUUECKOTO ITaKeTa.

. Ilepeuncnure 3memenThl nHTepdeiica mporpammer MathCAD.

. Kak onpenenuts nepemennyto B MathCAD?

Ha xakue nBa tTima MoxHO paznenuts ¢pyHkmun B MathCAD?

. Kak npeaBapuTenbHO ONPENEInuTh B JIOKYMEHTE MOJb30BATEIbCKYIO (PYHKIHIO 10

MOMEHTA BBIYMCJIICHUS €€ 3HAUCHMS?

Kak B8 MathCAD n06aBUTh TEKCTOBYIO 001aCTh?

AV



/. I3 Kakux DJIEMEHTOB MOXET COCTOATh UMSA-UJIECHTU(DUKATOP KOHCTAHTHI,
nepeMeHHON uiu GyHKUUH?

8. Kak B MathCAD noctpouts rpadpuk GpyHKIUN
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IIpakTuyeckas padora Ne 9

Tema: Co3znanue yeprexa B nporpamme KOMITAC
Ileny: TlonyuutbnpencTaBieHUE O NPUHLIMNAX (GYHKUMOHUPOBAHMUS U HMCHOJb30BaHUS
IporpaMmbl B MPOPECCUOHAIBHON J1eaTeabHOCTH.OCBOCHHE MPUHIMUIIOB TMOCTPOCHHUS
yeprexa C MCIOJIb30BAHMEM OCHOBHBIX TPUMUTUBOB U CPEACTB pEAaKTUPOBAHUS
KOMIIAC.
Oébopyoosanue:. |IBM PC
Ilpozpammnuoe obecneuenue: nporpamma Kommac-3D.
Xo0 padbomul
B nmanke Mou ooxymenmsi co3znaiite manky. ViMs manku J0JKHO COOTBETCTBOBaThH Bareit
damunun. [To okoHuaHUM pabOTHI COXpPAHUTE B HEW JOKYMEHT C CO3/IaHHOM JIETAJIBIO.
IV. 3nakomctBo ¢ nporpammoii Kommnac-3D.

Haunute ceanc pa6orsi B KOMIIAC-3D.OTkpoiiTe TOKYMEHT, 3alMCaHHBIA B
daiine Ban.cdw (on nHaxonutcs B nanke /Mou nokymenTtsl/UT/[Insa crynenroB Kommac).

OznakombTech ¢ wuHTepdeiicom mporpamMmbl. OTKpOWTE MOOYEPETHO MYHKTHI
[JIABHOTO MEHIO M O3HAKOMBTECh C HX COAEPKUMBIM. O3HAKOMBTECH C MaHEISIMH
UHCTPYMEHTOB.

O3HaKOMbTECh C COJIEPKUMBIM IIAHENH HHCTPYMEHTOB TeKylIero COCTOSHUS.
Komanzael, coOpaHHbie Ha 3TOM TaHENIH, MO3BOJSIOT BHIOpATh TEKYIIMH IIar Kypcopa u
CJIOM, HACTPOUTH MapaMETPbl CETKH M PEKUM MPUBI3KHU, 3a1aTh JIOKAIbHYI0 CUCTEMY

KOOpJIMHAT, OTCJIEKUBATh KOOPJAUHATHI Kypcopa u T.1. BeiGepute mar ceTku 5.
V CTaHOBKa

TexvyInHil mar ac _ CeTKa OpToro”HajabHOe
y CocTodHHT FIOBAIbHELX PI X
K}jcopa CIQeE MMHBII0K TePeHIe
thso - O (B0 - R isoxso - | L [T 3| vE 5709 300485

COCTOAHHT T EK@ 3anperuts  JlokameHai ~ OKpyT-
BHIIOB CIIoit IPHBA3ZKH CK JIeHHe

KoopanHatel
Kypcopa

O3HakoMbTeCh € coliepKUMbIM Komnakmmuoit naneau. O0paTute BHUMaHHE Ha TO,
9TO MPU HAXATUU HA KAKyIO-TMOO KIIABHIIY MOJ KOHTAKTHOW TAHENbIO MOSBISIOTCS

KHOIIKHM C KOMaHJAaMH, COOTBCTCTBYIOIIIMMHA BBI6paHHOﬁ KaTCropuu.
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O3HaKOMUTCS C COJEPKUMBIM IMaHEIW HUHCTPYMEHTOB ['eomerpusi. KHomnku
MHCTPYMEHTAJIbHBIX IMTAHEJIEH C TEMHBIM TPEYTOJIbHUKOM B IIPABOM HUKHEM YIIIy UMEIOT
JOTIOTHUTENIbHBIE KHOIIKH, JIJISl BBI30Ba KOTOPBIX HEOOXOJIMMO YCTaHOBUThH KypCOp Ha 3Ty
KHOINKY HaxxaTb JIKM u, HE oTnyckas ee, epeBeCcTH Kypcop Ha HYKHYIO KHOIIKY, a 3aTeM
ornyctuth JIKM.

ITooyepenHO ABOVHBIM ILIEITYKOM MBIIIM BBIICIUTE PA3JIUYHbIE DIIEMEHTBI YepTeKa
U O3HAKOMBTECH C COAECPKMMBIM IAHEJIM CBOMCTB B HM)KHEW YacTHU HKpaHa. 3aKpOUTE

nokymeHT Ban.cdw.

V. CaoiicTBa 10KyMeHTAa

VI.

Coznaiite HOBBIA AO0KyMeHT - Yeptexx.CoxpaHuUTe €ro B CBOEH Marke IO0J HMEHEM
IIp9 1 _®UO.cdwYcTaHoBUTE CBOWCTBA JOKYMEHTA:
— Hpudpr - GOST type B
— EnuHuiel uamepenuss — MuIIuMeTphbl
— Ilapametpsr nepBoro jucta — popmat A4, OpUeHTAIINS BEPTHKAIBHAS
— TlapameTrpsl HOBBIX TUCTOB — (popMat A3, opreHTALMs TOPU3OHTAIIbHAS
— Bxrounte BCE MIPUBSI3KU (Cepsuc/Ilapamerpnl/Cuctema/l" paduaeckmii
penaxtop/IIpuBsizku) kpome puBs3KU «/lo cemkey
— Hacrpoiite, 4T0OBI TIPU COXpaHEHUH JOKYMEHTA 3aHOCHIIMCH OOIME CBEJACHHS O
nokymente: aBTop (Bama damumnus), opranuszanus (Ne Bamieit rpymmsr).

— Otob6pa3uTe IMHEWKN TPOKPYTKU TEKYIIETO JTOKyMEHTa

ITocTpoenne yeprte:xa B nporpamme Kommnac-3D

— B nmoxymente IIp9 1 ®UO.cdw moctpoiite depTex, MpencTaBIeHHbIN B (aiiie
Kopnyc.bmp. 3amoiaHuTe OCHOBHYIO 3aIUCh, MPOCTAaBbTE pa3Mepbl U T00ABBHTE
TEKCT Ha 4epTexe. EciM BO3HUKHYT 3aTpyAHEHHs] ITIOCMOTPUTE ITOIIArOBOE
coznanue jgeranu Kopnyc B Buaeoypokax (mamka «Jlis crygentoB Kommacy).
CoxpaHuTe BBITIOJHEHHBIN YepTexk B cBoel namnke mog uMmeHeM Ip9 1 ®dUO.cdw

— Coznaitte HoBbiii gokymMeHT THna Yeprtesk. BblonHuTe WHAWBHUIYyaTbHOE
3aganue (Ilpunoxenue A) B cooTBercTBUM ¢ BapuaHTtoM. CoxpaHute

BBITOJIHEHHBIN YepTeX B cBoeH namnke nog umeHem IIp9 2 ®UO.cdw.
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VIl. Co3paiiTe Moaeu qeTaau
— Co3zpaitTe MoJenb AE€TAIM KOPIYC, CO3IaHHON B mpeasiayieM 3ananuu. O0pasery
Mozenu B (aiine Kopmyc moaens.bmp. CoxpaHute BBINOJHEHHYI0 MOJIENb B
cBoeit nanke nog umeHeM Ip9.m3d

Konmponwvnwie éonpocut

9. KitoueBast ocobennocts KOMITAC-3D?

10.OcnoBuble 3agaun pemaembie KOMITAC-3D?

11.Tlepeuncauts cnocoObl 3a1anus GOpMbl OOBEMHBIX IPUMUTUBOB.

12.Yto no3Bosstot onepanuu Packa, Ckpyrienue u OtBepctue?

13.Kax o0pa3yeTcst Teno BbIIaBIMBAHUS?

14.Kak co31aTh TOHKOCTEHHOE TEJIO?

15.C moMoImpio Kakux SJIEMEHTOB TJIABHOTO OKHA MOXXHO TOJYYUTHh JOCTYI K
komangaMm cucremMsl KOMITAC-3D?

16.Kaxas undopmarus pasmeraercs Ha [lanenu cBoiicTB?

17.Kakue KHOMKHU yrmpaBlieHUs n3oOpaxkeHueMm cymiecTByoT B cucteme KOMIIAC-
3D?

18.Kaxkas undopmarus pazmemaercss Ha KomnakTHoi nanenu?

19.Kak BbITIOTHSIOTCS KOMaH bl Tanenu ['eomeTpusi?

20.YeM oTim4aroTcs JIOKaJdbHBIE TPUBA3KKM OT TioOanpHeIX? Kak u  korma
MPUMEHSIOTCS JTOKATbHbBIC TPUBSA3KH?

21.B yem npeumyiiecTBa ucnonbzoBanus cioeB B KOMITAC?

22.0numuTe pa3indHble BO3MOKHOCTH TOCTPOCHUS TPAHUI] IMITPUXOBKHU. YKAKUTE
IPEUMYIIECTBA U HEAOCTATKHU KaXKI0T0 U3 CIIOCOOOB.

23.B kakux ciydasx I1e5ecooO0pa3HO IMOJIb30BaThCAd NPHEMaMU PEIAKTUPOBAHUS
«CummeTtpusi» u «MacmrabupoBanue»?

24 Kakum obpazom B cucteMe KOMIIAC-3D 3amatorcs mapameTpsl TEKCTa Ha
YepTexKe M0 yMOTYaHUIO?

25.Kakne BO3MOXKHOCTH 110 HACTPOMKE TEKCTa MMEIOTCS Ha 3akianke Pa3memenue Ha

[Tanenu cBoiicTB?
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23.Muxeesa E.B., TutoBa O.U., Nudopmaruka: y4eOHUK Il CTYJICHTOB CPE]I.
npod. odpazoBanus. — M.: U3narensckuid neHTp «Akagemusi», 2008.-352c.

24 Muxeesa E.B., TutoBa O.U., [IpakTukym no uHpopmaTuke: yued. mocodue s
CTYICHTOB cpea. mpod. oopazoBanus. — M.: U3naTenbckuii IEHTp « AKageMus»,
2007.-192c.
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M., 2014.
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UHmMepHem-pecypcol

1.

www.fcior.edu.ru (denepanbublii UEHTp HHPOPMAITMOHHO-00PA30BATEIBHBIX

pecypcoB — OIIIOP).

www.school-collection.edu.ru (Enunas KOJUIEKIIUS U POBBIX
0o0pa3oBaTeIbHBIX PECYPCOB).

www.intuit.ru/studies/courses (OTKpbITbIC HHTEPHET-KYPChl «IHTYHT» 1O KypCcy

«MHdpopmatuka).

www.Ims.iite.unesco.org (OtkpsiThie 3ekTponHbie Kypebl « MUTO KOHECKO»

110 HHPOPMAITMOHHBIM TEXHOJIOTHSIM).
http://ru.iite.unesco.org/publications (OTkpbiTas dJIEKTpOHHAs OUOIHOTEKA
«MNUTO IOHECKO» no UKT B 06pa3zoBanum).

www.megabook.ru (Merasuuuknoneauss Kupumrta u  Medoaus, pasaeinsl

«Hayka / Marematuka. Kubepuneruka» u «Texnuka / KommbioTepsl u

WNnuTtepuer»).

www.ict.edu.ru (mopran «MHpopMaInOHHO-KOMMYHHUKAIIMOHHBIE TEXHOJOTHHU B
00pa3oBaHUNY).

www.digital-edu.ru  (CrnpaBounuk o0pa3oBareiabHBIX pecypcoB «Iloprain

1 (poBOro 0Opa3OBaAHUS).

www.window.edu.ru (EmuHoe okHO mocTyma K 00pa3oBaTeIbHBIM pecypcam

Poccuiickoit @enepaiun).

10.www.freeschool.altlinux.ru (moprain CBo60IHOTO IPOrPAaMMHOTO 00ECIICUCHUS).

11.www.heap.altlinux.org/issues/textbooks (yuebuuku u mocodus mo Linux).

12.www.books.altlinux.ru/altlibrary/openoffice (9meKkTpOHHAS KHHTa

«OpenOffice.org: Teopust u mpakTHKa).
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