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C.3/60

BBegeHue

MeToauyeckne ykasaHusi MO BbINOSIHEHUIO MPAKTUYECKUX 3aHATUN COCTaBrEHbl B
cooTBeTCTBMM C paboden nporpammon ydebHon aucumnnunHbl  «MHgOpMaUNOHHbIE
TEeXHoMnormm B nNpodeccuoHanbHoOM AeATenbHOCTUY Mo crneumanbHocTn  26.02.05
«JKcnnyaTaunsa cygoBbIX SHEPreTUYeCKUX yCTaHOBOKY.

Pabo4en nporpaMmmon ANCLMNIIMHBLI NPeaycMOTPeHO 36 akageMU4ecKnx Yacos.

Llenbio npoBeeHNa NpakTUYECKNX 3aHATUIN SBMSIETCA 3aKpensieHne TeopeTuyeckux
3HaHWA N NpuobpeTeHNss HeOBXOANMbIX MPaKTUYECKNX HABbIKOB U YMEHUIN NO OTAENbHbIM
TemMam aucuunnuHel. Hapsagy ¢ ¢dopmuvpoBaHMEM YMEHMM W HaBbIKOB B npouecce
NPaKTUYECKMX 3aHATUA  0bOoOLWAalTCH, CUCTEMAaTU3UPYIOTCH, KOHKPETU3UPYITCA U
yrnybnsaTca TeopeTuyeckne 3HaHus, BblpabaTbiBaeTcs CNOCOOGHOCTb W FOTOBHOCTb
NPUMEHSATb 3TN 3HAHUSA Ha NPaKTUKe, Pa3BUBAOTCH UHTENNEKTYanbHble YMEHNS.

BbinonHeHMe npakTMYeckux 3afdaHunM HanpasfieHo Ha dopMupoBaHue Yy
oByyarLmNXCcs cneayoLwmx aIeMeHTOB KOMNETEHLNIA:

OK 01. BblbupaTtb cnocobbl pelweHus 3agady npodeccuoHanbHON OesaTenbHOCTH
NPUMEHNTESBHO K PasfiIMYHbIM KOHTEKCTaM.

OK 02. cnonb3oBaTb COBPEMEHHbLIE CPEACTBa NOMCKa, aHanuaa n nHTepnpeTaumm
WHpopmauun, 1M MHPOPMAUMOHHbIE  TEXHONOorMM  Ans  BbINOfIHEHWS  3ajad
npodeccuoHanbHON AeATENbHOCTMU.

OK 04. 3dhdekTMBHO B3anMoL4eNCTBOBATL 1 paboTaTb B KONNEKTUBE M KOMaHAe.

OK 05. OcywectBnatb YCTHYHO U  MNUCbMEHHYID  KOMMYHMKaLMIO  Ha
rocygapcTBeHHOM s3bike Poccuiickon degepaumm ¢ y4eTom ocobeHHOCTEN coumanbHOro
N KyNbTYPHOrO KOHTEKCTA.

OK 07. CopgenctBoBaTb COXpaHEHMIO OKpYXKaloLlen cpefbl, pecypcocbepexeHuto,
NPUMEHATb 3HAHWS 006 M3MEHEeHWW Knumarta, NPUHUKUNBI GepexnMBoro MNpPoM3BOACTBA,
appeKkTMBHO AeNCTBOBATL B Ype3BblYaMHbIX CUTYaLUAX.

OK.09. TlMonb3oBaTbCcA NpodeccuoHanbHOM OKYMEHTaUMen Ha rocyaapcTBEHHOM
N MHOCTPAHHOM $13blKaXx.

MK 1.1. ObGecneunBaTb TEXHUYECKYHD IKCMIyaTauuio [NaBHbIX JHEPreTUYecKnX
YCTAaHOBOK CyAdHa, BCNoOMOratesSibHbIX MEXaHU3MOB W CBSA3a@HHbIX C HWMW CUCTEM
ynpaBneHus.

MK 2.1 OpraHu3oBbiBaTb MeponpuaTna nNo  obecneyeHnto  TPaHCMOPTHOM

©e3onacHoCTW.

LHokymeHm ynpasnsemcs npogpammHbiMu cpedcmeamu 1C Konnedx
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MK 3.1. NnaHnpoBaTtb paboTy CTPYKTYPHOro noapasaeneHus.

Mepen npoBeaeHNEM NpaKTUYECKNX 3aHATUIN oBy4atolmecs oba3aHbl npopaboTaTb
COOTBETCTBYHOLUNA MaTepuars, yACHUTb Lefb 3aHATUS, 03HAaKOMUTLCA C COAEpPXaHWEM U
nocrneoBaTenbHOCTbIO €ro NpoBeAeHusi, a npenogaBaTeNnb MNPOBEPUTb WX 3HAHMUS
rOTOBHOCTb K BbINOSTHEHUIO 3aJaHUS.

Mocne kaxxgoro NpakTU4eCcKoro 3aHATMS NPoOBOANTCA 3aluuTa OT4yeTa, Kak npaBusio,
Ha creayoLem NPakTUYeCKOM 3aHATUN Nepes BbINONIHEHNEM nocneayoLen paboTbl.

Ha 3awwute oTyeTta oOyyalOLMNCA [OMKEH 3HATb TEOpUI MO AaHHOM Teme,
NMOSACHUTb, KaK BbIMNOSHAMACb paboTa B COOTBETCTBUM C OCHOBHbIMM TpeboBaHUAMMU K

3HaAHWSM U YMEHUAM MO AaHHOW TeMe paboyen nporpaMmmbl.

LHokymeHm ynpasnsemcs npogpammHbiMu cpedcmeamu 1C Konnedx
lMpoeepb akmyanbHOCMb 8epcuu o opuauHany, xpaHauwemycs 1C Konnedx
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MepeyeHb NpPaKTUYECKUX 3aHATUMN
Ne lNMpakTnyeckoe 3aHATUE Kon-Bo
n/n yacoB
1,2 | OdbopMneHne TEKCTOBbIX AOKYMEHTOB, cCoaepKaLmx Tabnmubl. 4
CosaaHne KOMMMEKCHbIX AOKYMEHTOB B TEKCTOBOM pefakTope
3,4 | CosgaHue genoBbiX 4OKYMEHTOB CIOXHOW CTPYKTYPbI 4
5 Mcnonb3oBaHune ctunen n wabnoHoB B 4eN0BON JOKYMEHTaUMn
6 PaboTa c nporpammMHbIiM obecneyeHnem. MHCTannsaumMs nporpaMmMHOro 2
obecneyeHnsa ero ncnonb3oBaHne n 06HoOBNEHNE
7,8 | Co3pgaHune npoctoun 6a3bl gaHHbIX B Microsoft Access 4
9,10 | CosgaHune 6a3bl gaHHbIX, cocTosLen n3 asyx Tabnuy. CosgaHme
dopmbl B Microsoft Access
11 | Co3gaHue npe3eHTauumn «no npoduno cneunanbHOCTU» B NporpammMe 2
Microsoft PowerPoint. M'mnepccbinkn, ynpaesnsioLwme KHOMKK
12 | O630p 1 BO3MOXHOCTM POCCUNCKUX KOMMBbIOTEPHbLIX CIPaBOYHO- 2
npasoBbIx cuctem (CI1C)
13,14 | Pabota co crnpaBoyHOn npaBoBon cuctemon «KoHcynbTaHT ey 4
15 | KomnbloTepHble BUPYChIl: METOAbI pacnpocTpaHeHus, NnpodunakTuka
3apakeHusl, aHTUBMPYCHbIE NPOrpamMMbl
16 | Nouck nHcpopmaumm B cetn IHTepHeT 2
17 | PaboTta c aneKkTpOHHOW NOYTON 2
18 | OpraHunsauusa 6e3onacHon paboTbl C KOMNbLIOTEPHOW TEXHUKOWN 2
NUTOro 36

LHokymeHm ynpasnsemcs npogpammHbiMu cpedcmeamu 1C Konnedx
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Mpaktnyeckaa pa6ota Ne 1,2, OcdopmneHune TeKCTOBbIX [AOKYMEHTOB,
cogepxawmx Tabnuubl. Co3aaHue KOMMMEKCHbIX [AOKYMEHTOB B TEKCTOBOM
penakTope

Llenb 3aHaTma. NpuobpeTeHne npakTM4eCKMx HaBbIKOB CO34aHUA 1 hopMaTMpoBa-
HUA OOKYMEHTOB, cofepxalmx Tabnuubl.

XopA 3aHATUA:

1.0OpraHn3auUmMOHHbIN MOMEHT

2. KoHTponb n akTyanusaums TeopeTudecknx 3HaHui CTygeHTa.

3.HCTpyKTaXX npenogasartens Mo MNOPSAKY BbINOMHEHUS, OMOPMIIEHNA U
COXpaHeHusi pe3ynbTaToB paboTbl B CO34aHHOM Narke.

4.CamocTosTenlbHoe  BbINONHEHME  paboTbl  CTygeHTamu U ohopmMmIieHue
pe3ynbTaToB.

5.NoaBeaeHne NToroe n oueHka paboTbl KaXkgoro CTygeHTa

MHCTpyKTaX No nopsaaky BbIMOMHEHUS 3a0aHUIN NO NPaKTUYECKOMY 3aHATUIO:

TeKkcToBbIN npoueccop Microsoft Word npegocraenseTr nonb3oBatenam
yCOBepLUEeHCTBOBaHHbIE cpefcTBa 0bpaboTkm Tabnuu. Tabnuua cnyxut ons pasmeLeHus
AaHHbIX B CTpokax u ctonbuax. NpamoyronbHaa obnactb Ha nepecedYeHun CTPOKU U
cTonbua HasbiBaeTca A4enkon. BBoa TekcTta B A4YENKU He oTnndyaeTcsa OoT BBOJA TEKCcTa B
Apyrne Yactu JOKyMEHTa 3a UCKMYEeHNEM TOro, YTO NpU HaxKaTum knaesuwm Tab nnm npu
NOMOLLM Kypcopa MOXHO NepeMecTUTbCs K crnegyowen syenke. [na tabnvy peannsosaH
Takon e WHTepdenc kak gna TekctoB, dopmyn u T.n. WnpmHy cTonbuoB MOXHO
N3MEHATb C NMOMOLLBIO MbIWW UKW CleumanbHbIX KraBuw nocre cos3gaHnsa Tabnuupbl, a
BbiCOTa CTPOKM MPMBOOUTCS B COOTBETCTBME C BBEAEHHbIMW AAHHbIMU; BEepCcTKa CTPOK
BbINOSTHAETCA aBTOMaTUYECKMN.

MopsaaoK BbINONHEHUA 3aA4aHUN NPaKTUYECKOro 3aHATUA:

3apaHve 1. CospgaTb Tabnuuy paccumtatb Cymmy ctonbua.

1. 3anyctute TekcToBbIN pegakTop Microsoft Word.

2.Cospgante Tabnuuy (4ucno cronbuoB — 8; 4MCNO CTPOK — 7) MNONb3ysACb

3aknagkon Bemaeska / Tabnuupsi / Tabnuua.

®.1N.0. Agpec TenedoH | JomkHocTe | Oknag | CemenHoe | oGpasoBaH

noroxeHne | ne

KygpsisueB | Yn.Mupa 45000
Wn.I. 89-15

LHokymeHm ynpasnsemcs npogpammHbiMu cpedcmeamu 1C Konnedx
lMpoeepb akmyanbHOCMb 8epcuu o opuauHany, xpaHauwemycs 1C Konnedx
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NH®OPMALIMOHHBIE TEXHOJIO'M B

NPO®ECCMOHANBHOM JEATENBHOCTH C.7/60

MBaHUOB 86000
C.A.
MBaH4yk 50000
n.c.
KnumaHoBa 63000
Cc.n.
CepreeBa 96000
M.W.
NTOIro 34000

3. OhopmuTe Tabnuuy no obpasuy n BBEOUTE AAHHbIE.

4 Paccuutante CyMMy cTonbua «Oknagy, NCnonbays KomaHay

Makem/[JaHHbie/@opmyna (nNpeaBapuTesibHO YCTaHOBUTb Kypcop B dA4venky «Oknag—

NTtoro»)

3agaHue 2. Co3gaTtb Tabnuuy no obpasuy, MCnonb3ys o0beANHEHNE SYeEeK.

1. Habepute Tabnuuy M3aMeHeHUs1 pocta NOCTaBOK KOMMbIOTEPHOIrO 0b6opyaoBaHUS

3a 20xx... 20xx rr. no npusegeHHoMy obpasuy, ncnonb3ysa obbeamHeHne aveek (Makem/

O6beduHUMB/O6BEOUHUMBb SYEUKU).

% roabl
Tekywun | 6asncHbIN | NpeablayLwun
27% 18% 22%

3agaHne 3. OcopmuTb Tabnumuy aHanmus3a obGbema BbiMycka MNpPOAYKUUM MO

n3gennam B COoTBeTCTBUU C O6pa3LI,OM. npOI/I3BeCTVI pac4eTbl B Tabnuue.

,D,J'IFI M3MEHEHNA HanpaBJieHNA TEeKCTa BblAerninuTe rpynny d4eek u BOCI'IOJ'Ib3yIZTer

komangon Makem/BbipasHusaHue/ HarnpasneHue mekcma.

HomeHknaTypHbIn

EavHuua

o)
HOMep Aetann  |M3MepeHus a '— (v; = Lg- C
o r
S8 |28 S &
124578 LT, 45782 57896 41963
457892 LT, 78952 95824 85236
598624 LT, 12457 46721 63852
829262 LT, 36985 75 841 74125
164676 LT, 85924 72921 26292

LHokymeHm ynpasnsemcs npogpammHbiMu cpedcmeamu 1C Konnedx
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Imoeo: LT.

3apaHne 4. Co3gaTb TEKCTOBbLIV LOKYMEHT, COAEPXKaLLMA PUCYHOK B BUAE CXEMbI U
MapKUPOBaHHbINA CMNCOK.

1.PasBepHnTE OKHO pepakTopa Ha BeCb 39KpaH. YcTaHoBuTe Bud — Pexumbi
rnpocmompa 0oKyMeHma -Pa3memka cmpaHuybl; macwtab — 85 %.

2.3apgante Bce nonga cTpaHuubl no 2,5 cMm. (Pasamemka cmpaHuu/llapamempsi
cmpaxuy /lMons)

3.MNepen Hayanom Habopa TekcTa ycTaHoBUTE pasmep wpudpTta —12 nT.; BUOG —
KypcuB 1 rapHuTypy wpngta — Times New Roman.

4.Bknagka Pasmemka cmpaHuubl / Ab3ay 3apante cnegylwme napameTpbl:
MEXCTPOYHbIN MHTEPBaAN — MHOXUTENb 1,2; BbipaBHMBaHME — MO LUMPUHE.

5.Bknagka Pasmemka cmpaHuubl /[lapamempbl  cmpaHuubl/PaccmaHogKka
epeHoOco8 yCTaHOBUTE aBTOMaTMUYECKYH PAacCTaHOBKY NEPEHOCOB.

6.Habepute obpasey, Tekcta. Obpasey, cogepxuTt oamH absau TekcTa, pUCYHOK B
BMOE CXEeMbl U MAPKMPOBAHHbIMA CNUCOK. [1na co3aaHnsa cXembl BOCMONb3YMTECh BKIAAKOM
Bcmaska/Mnmocmpauuu/  @ueypel. [ONa  co3gaHua  civcka  UCNOoNb3ynuTe  BKAagky
asHas/Ab3au/ Mapkepesl.

Obpaseu 3adaHus

UHpopmayuoHHoe nucbmMo

MeTogonornsa nnaHMpoBaHMs MaTepuanbHbIX pecypcoB npomsBoactBa (MRP)
obecneunBaeTt  cuTyauuio, Korga  Kaxabli — 9NemMeHT  Npou3BOACTBA,  Kaxaasd
KOMMAEKTyoLWasn geTanb HaxoguTCsa B HYXXHOE BPEMS B HYXXHOM KonnyecTse (puc. 1).

Ha ocHoBaHuM BXOAHbIX AaHHbIX MRP-cucTema BbINOMHAET cnegywwme onepaunun:

CocraB uznenus [Tnan 3aKa30B U KOPPEKTUBBI
Y OIMCAHUE K HeMy. OTuer:

MaTEPUAJIOB @ | O TUIAHAPOBAHHE;
[Ipon3BOACTBEHHBIN mporecce,

rpaduk pabot BBITIOJIHCHUU.

CocTosHHE 3a11acoB JIaHHBIE 10 OIEPALIHAM.

Puc. 1. CmpykmypHas cxema MRP
> onpeaensieTcs KOMMYECTBO KOHEYHbIX [aHHbIX M3Oenun Ans  KaXKaoro
nepvoga BpeEMeHW NNaHUpPOBaHUS;

> K COCTaBy KOHEYHbIX n3genun 0obaBnaAKTCA 3anacHble YacTu;

LHokymeHm ynpasnsemcs npogpammHbiMu cpedcmeamu 1C Konnedx
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MPOPECCHNOHANBHOW OEATEJIbHOCTU
> onpegensietcs obuwas noTpeGHOCTL B MaTepuarnbHbiX pecypcax B
COOTBETCTBUM C BEOMOCTbIO MaTepuarioB 1 COCTaBOM U3Aenus;
> oblwas noTpebHOCTb MaTepuanoB KOPPEKTUPYETCH C YY4ETOM COCTOSIHUS
3anacoB Ansi Kaxaoro nepyvoaa BpeEMEHU NiaHNPOBaHUS;
> ocyLlecTBnsieTcs ¢opMMpoBaHME 3aKka3oB Ha MOMOSIHEHME 3amnacoB C

y4eTOM HeOoBX0ANMOro BpEMEHU ONepPEXEHNS.

7. TlpoBepbTe BBEAEHHbLIN TEKCT C TOYKM 3PEHUA TrpamMMaTuKn, BKIaOKOM
PeueHsuposaHue/llpasonucaHue. icnpaBbTe BCe HaWAEHHbIE OLLMOKMN.

3apaHue 5. Npuembl paboTbl C MHOrOCTPaHUYHBIM TEKCTOBbLIM AOKYMEHTOM.

1. Ckonnpynte «MHdpopmaLmMoHHOE NMCbMOY, co3daHHoe B 3agaHun 4, YeTbipe
pasa. BbinonHuTe nNpuHyguTEenbHOE pasfgefnieHMe Ha CTpaHuubl  MoCcre  KaXaoro
WHopMaunoHHoro nucbma knasuwamu [Ctrl]-[Enter]. B pesynbTate 3TuUX AOENCTBUN
KaXkgoe MHgopMaumnoHHoe nucbmo ByaeT pacnonaratbCa Ha HOBOW CTpaHuue. 3agante
HyMepaLmto CcTpaHuy, (BBEPXY CTpaHuu, cnpasa) KomMaHaon
Bcmaska/KonoHmumyrnsi/Homep cmpaHuubi

2. OtchopmaTtmpynTte nepBbin abs3al TekcTa Kaxgoro MHEMOPMaLMOHHOIO
nucbMa komaHgamu [naeHasi/Ab3ay cnegyowmm obpasom:

o 1-e nucbMmo: wpudT Times New Roman, 12nT, KpacHOW CTPOKOW (OTCTYMNOM);
BblpaBHUBaHWE — MO LLUMPUHE;

o 2-e nucbMmo: wpudTt Arial, 14, Cc BUCAYEN CTPOKOW (BLICTYMNOM);
BblpaBHMBaHWE — MO NEeBOW rpaHuue; absalHble OTCTyNbLl — No 2 CM cresBa U cnpasa;

o 3-e nucbmo: wpudTt Times New Roman, 10, nepBasa cTpoka ab3aua 6e3
OTCTyNa 1 BbICTYyNa; BblpaBHUBAHNE — MO LUMPUHE;

o 4-e nucbMo: (pparMeHT oTdopmaTupoBaTb, Kak BO BTOPOM MNUCbMeE,
nonb3yscb pexmmom @opmam no obpa3syy, KOTopbli BbidbiBaeTca [naeHas /bBycgep
obmeHa / ®opmam rio obpasuy;

o 5-e nucbmo: nepBbi ab3ay oTopmaTupoBaTb, Kak B TPETbEM MNUCbME,
nonb3ysicb pexunmom @opmam no obpasuy.

3. 3aganTe CTUMb 3arofioOBKOB Ha Kakgon cTpaHuue, Ucnonb3yd WabnoHbl CTUNen.
[nsa aToro BbligenuTe 3arofioBoK W KoMangow [iaeHas /Cmunu  3aganTte CTUnb
«3aronoBok 2»

4. Cospante ornaeneHne OOKyMeHTa. YCTaHOBUTE Kypcop B CamMoOe Havano
AOKyMeHTa, BbinonHute komaHay Ccbiiku/OenasneHue/OK, npn atom OyadeT cosgaHo

ornasrnieHne OoKyMeHTa.

LHokymeHm ynpasnsemcs npogpammHbiMu cpedcmeamu 1C Konnedx
lMpoeepb akmyanbHOCMb 8epcuu o opuauHany, xpaHauwemycs 1C Konnedx



KMPK BTAP® ®I'60Y BO «KI'MY»
MO-26 02 05-0Or1.10.1M3 NH®OPMALIMOHHBIE TEXHOJIO'M B
MPOPECCUOHANBHOW OEATENBHOCTU

C.10/60

5. lNocne nepBoro nucbMa nomectTute 3aknagky (Bcmaeka/Cesisu/3aknadka) C
nmeHeM «lnucemo1». Mpun ycTaHOBKe 3aknagku npocneauTe 3a NOMoXeHWeM Kypcopa Ha
CTpaHuue, TaK Kak no3xe 6yaeT nponsBeaeH BO3BpaT B MECTO 3aKrnadkv U3 Apyron YyacTtu
AokymeHTa. [locne Habopa wumeHu 3aknagku 3adukcupynte ee KHonkow Jjobasumeb.
BHumaHwne! imsa 3aknagkm He QOMmKHO cogepaTtb npobensl.

6. YcTaHOBUTE KypcOp B KOHUEe TpeTbero nucbMma. [lanee noctaBbTe OObIYHYHO
CHOCKY BHM3Y JOKYMEHTA C TEKCTOM « TpeTbe NucbMoy. (Ccbinku/ Bcmasumb CHOCKY)

7. Mepenante k nepsomy ab3auy ¢ nomoLlblo 3aknagkm Bemaeka/Cesisu/3aknadka
/ MMucemo 1.

8. MNonb3ysicb 3aknagkoun [naeHas/ LLpugpm/Peaucmp, nepedopmaTupymte TeKCT
nepsoro absaua Kaxxgoro nucbma cnegytowmm obpasom:

nucbmo 1 — «Bce nponncHbley;

nncbmMo 2 — «Bce cTpoYHbiey;

nmcbemo 3 — «HaunHaTtb C NPOMUCHbIXY;

nMMcbMo 4 — «MN3MeHUTb perncTpy;

nncbmo 5 — «Kak B NpeanoxXeHnsx».

3apaHue 6. OhopMnTb AOKYMEHT Mo obpasuy

Komnsrormep = 9mao
Y@obH®o padomisi

OnemeHTapHble onepauuMn MHMOPMALIMOHHOIO npoLecca

=

/ BKIOYAIOT:
-cbop, npeobpasoBaHne MHPopMaLmn, BBOL B KOMMbLIOTEP;
-nepegadvy nHpopmaumm;
-XpaHeHue n 06paboTky nHdpopmMaumu;
-npegocTaBneHne nHopmMauum nonb3oBaTento.
Bce nepcoHanbHble koMmnbtoTepbl (1K) MOXHO pa3gennTb Ha HECKOMBbKO KaTeropuim:
* MOOWIbHbIE KOMMNbKOTEPbI — KapMaHHble (pydHble) W OGNOKHOTHbIE, WU
nnaHwetHble [1K (HoyTByk), a Takke HageBaeMble KOMMbLOTEPbI M TenedoHbI-
KOMMbIOTEPBI;
* 6a3oBble HacTornbHble MK — yHMBepcanbHble KomnbioTepsbl 1 MK ons «umngpoBoro

aomMa;

LHokymeHm ynpasnsemcs npogpammHbiMu cpedcmeamu 1C Konnedx
lMpoeepb akmyanbHOCMb 8epcuu o opuauHany, xpaHauwemycs 1C Konnedx
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e cneynanuampoBaHHble K — ceTeBble KOMMbKOTEPLI, paboyve CcTaHuMnM Wu

cepBepbl BbICOKOIO YPOBHS;

* CyNnepKoMIMbOTEPHbIE CUCTEMBI.

Myt pas3BuTMsS TPagWUMOHHOW  WHAYCTPUM  MHOPMAUMOHHBIX  TEXHOMOrMM
Hameu4atoT koprnopauun Microsoft u Intel.

KoHTposibHbIe BONPOCHI:

1.HasosuTte cnocobbl cosganna tabnuy 8 Word.

2. [lanTe onpegeneHune, YTo HasbiBaeTca hopMaTMpoBaHnem Tabnuu

3. Ob6bAcHMTE NpuHUMN Oob6aBneHust KOMOHKN K Tabnuue, N3MEHEeHUs BbICOTbl U
LUMPUHBI SSHENKN;

4. Oxapaktepusynte npuHuMn aencteus gobasneHus Tabnuubl B pamMKy, BBOA
dopmyn B Tabnuuy;

5.Kak o6o3HavaTcsa a4enkn Tabnuubl B doopmynax?

6.0OxapakrepmsynTe NpUHLUMN BCTaBKM AuarpamMmmbl

7.Kak MmoxxHO npeobpasoBaTb Tabnuuy B TEKCT?

8.B kakux criydasix Hy>KHO 06beANHATb S4enkn Tabnuubl?

MpakTnyeckoe 3aHATME 3, 4. Co3pgaHue [enoBbIX AOKYMEHTOB CII0XHOW
CTPYKTYpbI

Llenb 3aHaTUA. NprnobpeTeHne NpakTM4eCcKoro HaBblka Mo Co34aHUI0 JOKYMEHTOB

XopA 3aHATUA:

1.0OpraHn3aumMoOHHbIN MOMEHT

2. KOHTpOsb 1 akTyanusaums TeopeTU4eCcKNX 3HaHUM CTyaeHTa.

3.MIHCTpyKTaXX npenogasatend Mo MOPSAKY BbINOAHEHUHA, OMOPMMEHUs W
COXpaHeHusi pe3ynbTaToB paboTbl B CO34aHHON Narnke.

4.CamocTosTenbHOE  BbINONIHEHWE  paboTbl  CTygeHTamu U ohopmIieHue
pe3yrnbLTaToB.

5.MNoaseaeHne NToros 1 oLeHka paboTbl KaXXaoro cTygeHTa

NHCTpyKTaX No nopsiaky BbINOMHEHUS 3a4aHUW MO NPaKTUYECKOMY 3aHATUIO:

Ana paunoHanu3auun LOKYMEHTUPOBAHUSA NPUMEHAITCA OnaHkM oduumanbHbIX
AOKYMEHTOB - CTaHAapTHble NUCTbl Bymarn C BOCMPOM3BEAEHHON HA HWUX MOCTOSIHHOWM
WHoOpMaUnen U MecToMm, OTBEOEHHbIM ANA M3MeHseMon MHpopmaumn. CTaHOapTHbIN

©naHK MOXHO paccMmaTpmBaTb Kak lwabnoH anga co3gaHnsa OaHOTUMHbIX OOKYMEHTOB.

LHokymeHm ynpasnsemcs npogpammHbiMu cpedcmeamu 1C Konnedx
lMpoeepb akmyanbHOCMb 8epcuu o opuauHany, xpaHauwemycs 1C Konnedx
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Microsoft Word cogepxut 6onblwon Habop pasHoobpasHbix wabnoHoB. Cneayet
yunTbiBaTb, YTO pPacronoXeHWe peKkBM3MTOB B 3TUX wWabnoHax pJaHo 6e3 ydeTa
POCCUNCKMX NpaBusT 0poOpMIIEHNS AOKYMEHTOB.

NMopsaaok BbINOSIHEHUA 3aaHMU NPAaKTUYECKOro 3aHATUA:

3apaHue. 1. CosganTe HoBbIN JOKyMeHT Word.

2. MpucBonTe TekcTy cTunb 3azosoeok 1. CoxpaHUTe OKYMEHT B CBOEW narnke nog,
nMmeHem [NaBHbIn.dOC.

3. YcraHoBUTE B [OOKYMEHTe pexuMm Cmpykmypa. AKTUBU3NPYWTE MNaHESb
WHCTpyMeHTOB  Cmpykmypa. O3HakOMbTECb C  Ha3Ha4YeHMEeM  KHOMOK  MaHesnu
WHCTpyMeHTOB CmpyKkmypa.

4. KHonkon «[lloHU3uUmb ypo8eHb» WU3MEHUTE CTUMb Tpex MnocnegHmx CTPOK Ha
cTUnb 3a20/1080K 2 - NOHN3bTE YPOBEHb 3arofiOBKOB.

5. Bolgenute TekcT «[llpaktnyeckoe 3aHATME 1» M co3ganTe nepBbi BNOXEHHbIN
AOKYMEHT C nomoubio KHoMkn naHenun Ctpyktypa. OTkponTte dhann npeabiayLuen
npakTu4eckon paboTbl, CKONUpPyMTe TeKCT «KomnbioTep — 3TO yaobHO Ans paboTbi» u
BCTaBbTe €ro B pasfen nepBoro BMOXEHHOro A0KyMeHTa.

6. BbloenuTe TeKCT BTOPOW CTPOKKU «[l1pakTnyeckoe 3aHATME 2» U BCTaBbTe BTOPOM
BNOXEHHbIA AOKYMEHT M3 npeablayLen npaktmyeckon pabotol dann «MHdpopmaumnoHHoe
nnMcbMo». [loBTOpUTE BCTaBKYy BIIOXEHHONo [OOKYMEHTa Ans TpeTbeh CTPOKM U3
npegblaywen npaktudeckon pabotbl hamna «AKT 0 CNMCaHUN NMYyLLIECTBaY.

7. lWWenykomM no 3HaYKy KaxOoro BIIOXEHHOro AOKYMEHTa BblAenuTe LOKYMEHT U
ceepHute ero. CospganTte ornaeneHne AokymeHTa. CoxpaHuTe M 3akpouTe [NaBHbIN
OOKYMEHT.

8. OTkpouTe BHOBb [NaBHbIN OOKYMeHT. [lepengute B NPOCMOTP BIOXEHHbIX
AOKYMEHTOB LLENYKOM MO CCbINIKe Ha OOKYMEeHT. PasBepHuUTE U CBEPHUTE BIIOXEHHbIE
OOKYMEHTbI KHOMKOW «[MaBHbIM OOKYMeHT \ BnoxeHHble [OKyMeHTbl». [lpocmoTtpute
06beaNHEHHbIV AOKYMEHT B pexnmax «PasmeTtka ctpaHumubl» U «OObIYHbINY.

CospgaHue wabnoHa 6naHka pupmbl

3apanue 2.

CospgaTtb wabnoH 6naHka pupmbl (CM. npunoxeHue 1) ¢ 3agaHHbIMX NapameTpamm
CTpaHuUbI.

1. Cospante HoBbIM WabnoH Ha ocHoBe wWwabnoHa O6blYHbIA (KHOMKA

Office/Cospatb/ Mown LLabnoHbl/HoBbIM [JoKyMeHT —nepekntoyaTens LLabnon).

LHokymeHm ynpasnsemcs npogpammHbiMu cpedcmeamu 1C Konnedx
lMpoeepb akmyanbHOCMb 8epcuu o opuauHany, xpaHauwemycs 1C Konnedx
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BHumaHve. B neBoM BepxHeM yrry OTKPbIBLUErOCA OKHA AOSMKHO OblTb yKasaHo
LWa6noH_1.

2. bnaHk cosgaetca Ha nucte copmaTta A4. lNpoBepbTe C NOMOLLLIO KOMaHAbI
PasmeTtka cTtpaHuy \lNapameTpbl CTpaHuubl, Bkrnagka Pasmvep OGymarun, 4TO B [aHHbIN
MOMEHT ucnonbayetcs pasmep 6ymarn A4, B cnucke. MNpumeHnTb — Ko BCEMY JOKYMEHTY.

3. OkHO WwabnoHa He 3akpbiBanTe.

BepxHioto vactb 6GnaHka (npunoxenue 1) uenecoobpasHo ccopmupoBatb B
o6nacTn BEpXHEro KONoOHTUTyna.

3apanve 3.

CdopmumpoBaTtb KONOHTUTYI WabnoHa

1. YcTtaHoBUTE Kypcop B BEPXHEM KONoHTUTYne (BctaBka \KONOHTUTYNMbI).

2. B BepxHem KOMOHTUTYNe YyKaxuTe cnegylowme napametpbl absaua ans
pasMeLlleHnsa pekBm3nToB dupmbl (MnasHas \ABG3au MnNn Mapkepbl Ha FOPU3OHTarbHOW
NMHENKe W KHOMKa COOTBETCTBYHOLEro BblpaBHMBAHMA Ha MaHenM WHCTPYMEHTOB
dopmaTtmpoBaHue):

* BblpaBHMBaHME NO NIEBOMY Kpato;

* ONs1 NepBOW CTPOKKN ab3aua oTcyTcTBue oTctyna unu Beictyna (HET);

» oTCcTYn cneea — 11 cwm.

3. BeBeante TeKCT pekBn3NTOB hUPMbI:

000 «DJIATMAH»

400066, r. Bonrorpag, yn. Bocctanus, a. 19, ten. (8442) 98-15-63, dakc 98-15-60.

4. Cratyc (hvpmbl 1 HasBaHue caenante pasmepom 14 mnyHKTOB, MONYXWPHbIM
KypCMBOM C NOAYEPKNBAHMEM.

5. BcrtaBbTe norotun upMbl (PUCYHOK) B BEPXHUWA KOMOHTUTYN (B KadecTBe
noroTmna Ucnosnb3ynTe NOAXOASLNA PUCYHOK):

* HanguTe pann pucyHKa U HaXXMuTe KHONKy BcTaBuTh;

* 0N BbIAENEHHOro pucyHKa BblbepuTte komanay Betaska \Knun;

* Ha Bknagke Pasmep yctaHoBuTe dnaxok. CoxpaHuUTb MNpPOMopLuu, YyKaxute
BbICOTY PUCYHKA - 2 CM, LUMPUHA U3MEHUTCHA COOTBETCTBEHHO MPW HaNMYUKU yKaszaHHOro
paHee dnaxka;

* Ha Bknagke lNonoxeHune ykaxuTe cnocob obTekaHWs TekcTa BOKPYr PUCYHKa —
Bokpyr pamku, BbipaBHMBaHWE pUCyHKa MO ropnsoHTanu — o nesomy Kpato;

* nepetawnte pUuCyHOK B JN1IeBYyHO HaCTb BEPXHEIO KOJIOHTUTYNA.

LHokymeHm ynpasnsemcs npogpammHbiMu cpedcmeamu 1C Konnedx
lMpoeepb akmyanbHOCMb 8epcuu o opuauHany, xpaHauwemycs 1C Konnedx
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6. 3akoHunTe paboTy C BEPXHUM KONOHTUTYNIOM — HaXMUTE KHOMKY 3akpbiTb Ha
naHenn NHCTPYMeHTOB KONOHTUTYMbI.

Mocne odhopmnenus 6naHka prpmbl HEOB6XOOUMO €ro COXpaHUTb Kak LabrioH.

CoxpaHutb WwabnoH 6naHka cdupmbl. Beibepute komangy CoxpaHutb kak. B okHe
CoxpaHeHne OOKyMeHTa ykaxuTe B crnucke Tun danna — LWabnoH aokymeHTa, B cnmncke
Nmsa danna — bnaHk, nepengute ¢ nomoLlbio cnucka lNManka B fiMYHy0 narky, B KOTOPOW
coxpaHuTe WabnoH.

3apaHune 4 Cosgatb WwWabnoH bnaHk npeTeH3nn ¢ 3agaHHbIM TEKCTOM.

BnaHk npeteH3un (npunoxeHue 2) dopmumpyeTca Kak LwabnoH (Ha ocHoBse
wabnoHa bnaHk).

BHumaHnue: B 6naHke npeTeH3nn ykasaHbl MecTa, B KOTopble OyaeT BCTaBNATbCS
KOHKpeTHas MHdopMaumsa 0 upMax-KrnmeHTax, 4OroBopax, nocraBkax M MxX onnaTtax u3a
WUCTOYHMKA [aHHbIX. Ha 9aTane cosgaHma wabnoHa 6naHka npeTeH3un [AaHHas
MHdOpMaUunsa He BBOOUTCA U 3TU MecTa He 0(popMISOTCS nogdepkmuBaHmem!

1. Ha ocHoBe wabnoHa bnaHk cosgaeTcst HOBbIN WabnoH — braHk npeTeH3uu.

2. B npaBom BepxHEM Yyriy MpeTeH3uM nedataeTca [AOSPKHOCTb nonydarens
npeTeH3nu:

* NnepenanTe B nepBbIr ab3al n ycTaHoBUTE No3uumio Tadbynauum — 11 cm

c BblpaBHNUBaHWEM no neBomMy Kpato. B OKHe Tabynaums
(MCmaBHasa/Ab3au/\Tabynsuma) B none lMosvummn Tabynauum seegute 11 cm, Bblbepute
BblpaBHMBaHWeE 10 NeBOMY Kpato, HXKMUTE KHOMKY

YcTaHoBUTb. Ha ropusoHTanbHOM NIMHENKE Ha COOTBETCTBYHOLLEN NO3ULINN LOSMKEH
nosiBUTLCA Mapkep L ;

* ON5 Nepexoda Ha crnegyloLlyo no3vumio ncnonb3ynTte knaevwy <Tab>, BeeguTte
TeKCT - [eHepanbHOMY ANPEKTOPY;

* nepengnte B cnegyrowun absay. MNMpyn aTom Tekywmn ab3ay OOSMKEH NOMYYUTb
Takue >xe napameTpbl POpMaTMpPOBaHWSA, KaK npeabligylivi, n B TOM Yucre no3vumm
Tabynaumn.

3. nsa cnepyrouwlero (TpeTtbero) absaua yctaHoBUTE napameTpbl (BblpaBHUBaHUE -
Mo ueHTpy, AnNs nepBon CTpoku ab3aua oTcTyn Ha 1 cM, MHTepBan nepea u nocne ab3aua
- 60 nT) n BBeguTe TekcT — NpeTeHsus.

4. [Ina nocnegywowmx Tpex absaueB nameHuTe napameTpbl (BbipaBHMBaHWE - [1o
LMpUHe, nHTepBan neped u nocne absaua - 0 NT) U BBeAMTE COOTBETCTBYIOLMIA TEKCT,

nponyckaa MecTta ¢ nog4epKnBaHMeM.

LHokymeHm ynpasnsemcs npogpammHbiMu cpedcmeamu 1C Konnedx
lMpoeepb akmyanbHOCMb 8epcuu o opuauHany, xpaHauwemycs 1C Konnedx
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5. CoxpaHute WwabnoH B CBOEW Nanke nog HoBbIM MMeHeM BnaHk npeTeH3uu:

* Bblbepute komaHay CoxpaHUTb Kak;

+ B OkHe CoxpaHeHue [OKyMeHTa YykaxuTe B cnucke Tun danna -LLla6noH

AOKyMeHTa, B cnucke Mmsa canna — bnaHk npeteH3un, nepengute ¢ NOMOLLbIO Crivcka

[Manka B CBOI Nanky, rge U COXpaHUTe HOBbIM LLABMOH.
Tabnuua 1-OMJ1ATA NMOCTABOK

Cpok .

Ne Rara HasBaHue onnatel |Homep|Oata Cymma Oata Cymma - \[ien | PasHmy
Aoro- (3aknw4yeHus OTIPy3Kun onnaTtbl |3agep |a
dumpmbl no poro-|TTH |oTrpyskn onnarbl

BOpa |goroBopa BOpY (B py6.) (B pyb.) |*kKkn (B pyb.)
1 14.01.20.. OAO 10 1 15.01.20 |15000,00 |15.01.20..]15000,0
«Anbda» 0
2 14.01.20.. 000 10 2 15.01.20 |3000,00 |26.01.20 |1000,00
«Mke»
3 15.01.20.. 000 10 3 16.01.20 |4000,00
«Urpek»
4 15.01.20.. OAO 4 4 16.01.20 |1000,00 |16.01.20 |100,00
«Anbda»
5 15.01.20.. 00O «Owmera» |4 5 17.01.20..|5000,00
6  [16.01.20.. |OOO «Owera» |4 6 18.01.20..[9000,00
Tabnuua 2.-KINMEHTbI
HassaHue mpmbl (KOpugmuecknin agpec ®UNO reH. gupektopa
OAO «Anba» Bonrorpag, yn. Mupa, a. 4 MBaHoB BaH MBaHOBUY
000 «Wke» Bonrorpag, yn. JlecHas, a. 28 MeTtpos NeTp NMeTpoBuny
00O «WUrpek» Bormxkckun , yn. BepHaackoro, a. 15 |{CmunpHoBa CBeTnaHa MropesHa
000 «Omera» Bonrorpag , yn. CumoHoBa, a. 14 |lNeTpeHko VpuHa OMuTtpresHa
Tabnuuya 3.-[Jorosop
Homep gorosopa |[Jata 3akntoveHnsa gorosopa |HassaHne pupmbl
1 14.01.20.. OAO «Anbda»
2 14.01.20.. 000 «Wke»
3 15.01.20.. 000 «Urpek»
4 15.01.20... OAO «Anbda»
5 15.01.20... 000 «Owmera»
6 16.01.20... 000 «Omera»
Tabnuua 4-OlMNJ1ATA NMOCTABOK
Hom |HassaHue Cpok [laTa Cymma |[ata Cymma |PasHuua |[Hen
ep |dupmsl onnaTtbl |OTrpy3kM  |OTrpy3ku |onnaThbl onnatel |(B py6.) [3a4epXku

LHokymeHm ynpasnsemcs npogpammHbiMu cpedcmeamu 1C Konnedx

lMpoeepb akmyanbHOCMb 8epcuu o opuauHany, xpaHauwemycs 1C Konnedx
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Aoro no poro- (B py6.) (8 py6.)
BOpa BOpY
1 OAO «Anbca» (10 15.01.20.. |15000 15.01.20.. |15000
2 000 «Nke» 10 15.01.20... |3000 26.01.20... [1000
3 OO0 «Urpek» 10 16.01.20... |4000
4 OAO «Anbca» |4 16.01.20... |1000 16.01.20... {100
5 OO0 «Owmera» |4 17.01.20... |5000 27.01.20... [4300
6 000 «Owmera» 4 18.01.20.. |9000
OBPA3EII IITPETEH31I
000 «DJIAI'MAH)»
400066 r.Boarorpazn
9 VYn.Boccranus, .19,

Ten.(8442) 98-15-63
daxkc 98-15-60

['enepasnibHOMY AUPEKTOPY
OAO «Anbdar

[Iperen3us

[To TTH Ne 3 ot 14.01.20.. Obuta mpou3Be[eHa MOCTaBKa HA OOIIYI0 CyMMY
4000,00 py®.

CornacrHo goroBopy Ne 1 ot 14.01.20.. Bama c¢upma o0si3aHa MOracuTh
3ajo/keHHOCcTh B TedeHue JHeW 10.ITockonbky JAeHbrM Ha Hall CcYET He
MOCTYIWJIN,BBICTABJISIEM MPETEH3UI0 W HacuuThiBaeM neHu B pasmepe 0,3% 3a
Ka)XIbIi JE€Hb IPOCPOUYKHU

Ecin B TeueHune 5 GaHKOBCKUX JIHEH 3aJ0JDKEHHOCTh HE OyJeT moraiieHa
(BKJTFOUAS TIEHU), TO MBI OyIeM BBIHYXKJECHBI OOpAaTUTHCS B ApOUTPAKHBIN CYI.

['en. nupextop OO0 «DJIIATMAH» Coxkomnos C.A.

KoHTpOnbHbIE BOMPOCHI:
1. YTto Takoe cTunb?

2. Kakne pencrtamsa HeobxoaMMo BbIMONHUTL ANs CO3AaHUs HOBOro cTunsa?

LHokymeHm ynpasnsemcs npogpammHbiMu cpedcmeamu 1C Konnedx
lMpoeepb akmyanbHOCMb 8epcuu o opuauHany, xpaHauwemycs 1C Konnedx
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3. Kakne pgencremsa HeobxoaMMo BbINOSNTHUTL ANS U3MEHEHUs cTuna?
4. Y10 NOHMMAETCA Nog CTPYKTYPOU JOKYMEHTA?

5. Kakune pexunmbl oTobpaxeHnsa AoKymeHTa Ha akpaHe Bbl 3HaeTe?

6. Kak oTobpakaeTca JOKYMEHT B pexxume CTpyKTypbI?

7. YTo Takoe rnaBHbI JOKYMEHT U YTO TaKoe BIIOXXEHHbIE JOKYMEHTbI?
8.Kak cosgaeTtcsa aBTomaTMyeckoe ornaBneHne gokymeHTa?

9. Kakumun cnocobamu MOXHO OOHOBUTL ornaesneHue?

MpakTtnyeckoe 3aHATMEe 5. Ucnonb3oBaHue cTunen M WabnoHOB B AeNOBOW
OOKYMeHTauumn

LUenb 3aHaTMA. /3ydeHne mMHGOPMALMOHHOM TEXHOMOMMN CO30aHUS OOKYMEHTOB
MS Word ¢ ncnonssoBaHnem LLlabnoHos, cosgaHune LLlabnoHos n dopm.

Xopa 3aHATUA:

1.0OpraHnM3aumMoOHHbI MOMEHT

2. KOHTpOsib 1 akTyanusaums TeopeTUYeCcKNX 3HaHUM CTyaeHTa.

3.MIHCTpyKTaXX npenogasatend Mo MOPSAKY BbINOMAHEHUA, OMOPMMEHUs W
COXpaHeHust pe3ynbTaToB paboThl B CO34aHHOM narke.

4.CamMoCTOATENBHOE  BbINOMHEHME paboTbl  CcTyaeHTamMmn U 0POpPMIIEHME
pes3ynbTaToB.

5.NoaseaeHne NToros n oueHka paboTbl KaXXgoro cTygeHTa

MHCTpyKTaXX MO NOpsaKy BbINOMHEHMS 3a4aHUIN NO NPaAKTUYECKOMY 3aHATUIO:

®opmbl — 910 Word-gOKyMEHTbI, COCTOAWMEe, C OAHOM CTOPOHbI, U3
PUKCUPOBAHHBIX HEU3MEHHBLIX 3fIEMEHTOB (TekcTa, rpadukm u T.n0.), a ¢ gpyromn — u3
3anosiHgemblx nonb3oBaTtenemM nosien dopm. lNpu 3anonHeHuu nons OpMbl MOXHO
BBOAUTb MHOPMAaLUIO C KraBuaTypbl v BbIOMpaTbh M3 CnucKa OOCTYMNHbIX 3Ha4YeHun. B
OonblMHCTBE  cny4yaeB  ocHOBY  opmbl  cocTtaBnder  obbldyHass  Tabnwuua,
oTdopmMaTUpoBaHHast B COOTBETCTBUM C NOTpebHOCTAMM nonb3oBatens. Popmebl
pekoMmeHayeTca co3fgaBaTb B BuAae LWABNOHOB [JOKYMEHTOB, 4TOObl MCNOSb3yemble
MaKpOCbl NN anemMeHTbl ABTOTEKCTA COXpPaHAnMCb BMecTe ¢ dOPMON 1 BbinNn JOCTYMNHbI
npu 3anonHeHun. BctaBka nonen copmbl B Tabnuvuy npespallaet ee B popmy. 3aimtms
OOKYMEHT-bopmy, pa3paboTumnk NCKNtoyaeT OMacHoOCTb CnyyYanHbIX (nnu

npegHaMepeHHbIX) N3MEHEHNn camon (bopmbl Nonb3oBatenemM. HesawmieHHyo opmy
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MO>XHO 3anonHATb, BBOASA 3Ha4YeHus B nonsd. [na cosgaHna goopm B Word npegycmoTpeHa
creuuvanbHas naHensb.

MopsaaoK BbINONHEHUA 3aA4aHUN NPaKTUYECKOro 3aHATUA:

3agaHue 1 CosgaHue nNosib3oBaTesIbCKOM ANIEKTPOHHOM (POPMBbI.

1.1 BbizoBute Bknagky Paspabotumk: HaxmuTe kHonky Office- [MapameTpsbl
WORD, B pananoroBoMm OkHe Bblbepute rpynny OCHOBHble, YCTaHOBUTE (pnaxok
MokasbiBaTb BKkNaaky «Paspabotunk» Ha JleHte- OK.

1.2. Co3gante HoBbIM WAbNOH Ha ocHoBe WabnoHa OO6bIYHbIA: HAXXMUTE KHOMKY
Office- Cosgatb- Bbibepute rpynny Mown LWabnoHbl- HoBbin [JokymeHT unn OBbIYHbIN; B
obnactn Co3gaTb yctaHoBUTE nepekntodaTens LLabnox- OK.

1.3. CosganTe CTPYKTYpy (POpMbl, HE MEHSIOLLYIOCA MpU 3anofiHeHUn OOpPMBbI,

ncrnonb3ysa makeT oopMbl 3asiBrieHne. BeegmTte NOCTOAHHbBIN TEKCT:

OupekTopy Cnyx6bl CONPOBOXAEHUSA KINEHTOB
no Cre OAO «XXX»

oT

ALpec NpoxmBaHus:

Ne noroBopa

3AABITEHNE

Mpowy c... ao ... npuocTtaHoBuTb aencrene AbBoHeHTckoro [JoroBopa Ha
ycrnyry nepegavm  OaHHbIX:

. Ha Bce MoeMbl (yKa3amb KOJI-80)

. Ha onpeaeneHHbIn moaem (ykaszamb S/N modema)

. BHeLWwHun IP (ykazamb cemegoe ycmpolicmeo)

No NpUYKNHE (yKasbieaemcs npu4yuHa).

3agomkeHHOCTN No abOHEHTHOW NnaTe He UMEID.

1.4. CoxpaHute CTPYKTypy (popmbl Kak wabnoH B CBOEW nanke Mnog UMeHem
3aasnenune: Office- CoxpaHnTb Kak unu gononHuTenbHo komaHay LWatnoH WORD u3

Crnuncka. COXpaHVITb KOMNMMKO OOKYMEHTAQ,;
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MpumeyaHve. B ganbHenwem ansa coxpaHeHus wabnoHa nog Tem Xe UMEHEM B
TOW Xe nanke Nonb3yntecb komaHgon COXpaHUTb.

B omanoroBom okHe CoxpaHeHue [JokyMeHTa yKaxkuTe CBOK narnky n ums daunna
wabnoHa 3aasnenune, TmMn danna — WabnoH WORD. OctaBbTe wWwabnoH ¢opMbl
OTKPbITbIM M NPOJOITXUTE paboTy.

MpumeyaHre. Ecnn no kKakum-TO npuvynHam wWabnoH 6bin 3akpbiT, a Tenepb
HeobXxo4MMO ero peaakTMpoBaTh, TO BOCNONb3ynTecb KomaHaon OTKpbITb. B gnanorosom
okHe OTKpbITME AOKyMeHTa B cnvcke Tun ®annos Bbibepute LWabnoHsl WORD u ykaxute
HY>XHbI LWAbnNoH B COOTBETCTBYHOLLEN NarkKe.

3apaHue 2. CosgaHne CTpykTypbl ¢OopMbl (NepemeHHas 4vacTb). [JobaBnenue
3f1IEMEHTOB yrnpaBneHnsa CoaepXXumMbiM B popmy

2.1. Ha Bknagke Pa3paboTyuk B rpynne 3nemMeHTbl YNpaBreHUss HaXXMUTE KHOTMKY
Pexum KoHCTpyKkTOpa. YKaXuTe KypCopOM MeCTO B COOTBETCTBUM C UCXOOHLIM MaKeToM,
Kyoa HeobxoOuMO BCTaBWUTb 3MeMEHT YyrnpaBreHus. BcTaBbTe HYXHbIA 9NeMeHT
ynpaBneHus mn3 rpynnsl AnemMeHTbl YnpasneHus. Ons yaaneHus aneMeHTa ero Hy>XHo
BblOENUTb U HaXkaTb kKnasuwly <DEL>.

2.2. BctaBbTe B COOTBETCTBYWLUME MecTa (OPMbl, CcrneaylLlime 3nemMeHTbl
yrnpaBreHns CoAepXXMMbIM, OCHOBbIBasiCb UCXOAHbIM MakeToM hopMbl 3asiBneHune:

e 00blyHbIN TEKCT — DUO, agpec npoxmnBaHusa, Ne gorosopa;
e [aTa — faTtbl NPUOCTAHOBMEHUS AENCTBUS 4OrOBOPA;

e pacKpbIBaKOLWMNNCS CMUCOK—KONIMYECTBO MOLEMOB;

e dopmaTupoBaHHbIN TekcT - S/N mogema, BHelwwHun IP;

e [lOJf1e CO CMMCKOM — NpUYvnHa.

3ananue 3. Co3naTh NOKIaIHYIO 3anucKy Ha ocHoBe [llabnoHa.

7.1. Coznaiite maba0H Joxnaouas 3anucka.

UToOBl COXpAaHUTh CO3/JAHHBIM JOKYMEHT Kak IIa0JIOH, BBHIOEPUTE KOMAaHIY
Coxpanumo kax. B cnucke Tun aiina Beioeputre [llabnon oOokymenma, ums
Hoknaonas 3anucka. YToOBI WCMONB30BaTh COXPAHECHHBIM MIa0JIOH, BBIOEpPUTE
koMaHay Co3oame B MeHIO Dailn, a 3aTeM JBaXIbl HIEJIKHUTE MBIIIBIO 110 HYKHOMY
ma6JIoHy.

[Ipumep co3naHHOM AOKIIaIHOM 3anucKu Ha ocHOBE [11a0noHa MpuBEIEH HUXKE.
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Hupexropy Llentpa ['AHJI

H.C.IletpoBy

JloknagHas 3anucka
Komy: Jlupexropy Llentpa H.C.IletpoBy
Or:  PykoBoaurenst cekTopoM aHanuTUKU U dkcniepTu3sl M.I1.Crienosa
Hata: 3 Hos16pst 20xx

Ha: o IMPUYIKMHAX HCBBIIIOJIHCHUSA CPOKOB OKCIICPTU3BI

CeKkTop HE MOXKET 3aBEPIIMTh B YCTAHOBJIICHHBIE CPOKH SKCIEPTU3Y IPOEKTa
MapKETHUHIOBOTO UccienoBanus pupmsl «Actpa-H» B CBSA3M C OTCYTCTBUEM IOJIHBIX
CBEJICHUI O (PMHAHCOBOM COCTOSIHUU (PUPMBI.

[Ipomry naTe yka3aHusl CEKTOPY TEXHHYECKOM TOKYMEHTAlUU IPEAOCTaBUThH
HOJIHBIE CBEICHMSI 110 TaHHOM QupMe.

[Ipunoxenue: MNpOTOKOJ O HEKOMIUIEKTHOCTH TEXHUYECKON IJOKYyMEHTaIMu
bupmel «Actpa-H»

PykoBoautens cexropa

AQHAJIMTUKHU U DKCIIEPTU3BI M.II. Cnenos

2. CoxpaHHUTE CO3JAaHHBIN JOKYMEHT B Balllel MAaIlKe.

3aganue 4. Co3znath pexkiiamMmHoe nuchbMo Ha ocHoBe IllaGnona. [{ns cozmanus
pPEKJIaMHOTO TMChMa ucTonb3yiTe madiaoH (Co3nath/YcTaHOBIEHHBIE I1A0TOHBI/
CraHgapTHOE MUCHMO).

COI[Cp)KaHI/Ie IMHMCbMa IMPUBCACHO HUKC.

MEXIYHAPOHBIN INTERNATIONAL
NHCTUTYT INSTITUTE

«PABOTA U «WORK&MANAGEMENT»
VIIPABJIEHUE»

LHokymeHm ynpasnsemcs npogpammHbiMu cpedcmeamu 1C Konnedx
lMpoeepb akmyanbHOCMb 8epcuu o opuauHany, xpaHauwemycs 1C Konnedx



KMPK BTAP® ®I'60Y BO «KI'MY»
MO-26 02 05-0Or1.10.1M3 NH®OPMALIMOHHBIE TEXHOJIO'M B
MPOPECCUOHANBHOW OEATENBHOCTU

C.21/60

Poccus, 127564, Mocksa, Office 567, Leninsky pr.,

Jlenunckutii nip.,457, odpuc 567 Moscow,

Ten./dakc: (895) 273-8585 127564, Russia
Phone/fax (895) 273-8585

PYKOBOJMTEJSIM  ®UPM, IIPEAIPUATHUN, BAHKOB WU
CTPAXOBBIX KOMITAHUI

MexnyHapoaHblii MHCTUTYT «PaboTa W ymnpaBieHUE» IpeasiaraeT BalleMy
BHUMAaHUI0O M BHUMAHHUIO BalllUX COTPYIHUKOB mporpammy «Wmumx ¢upmel u
YIPaBJISIOLUN TEPCOHAI.

Ilens mnporpammel. @DoOpMHUpPOBaHHE MOJOKHUTEIBHOTO UMUK (PUPMBIL:
npUOOpETeHHE COTPYAHUKAMH (PUPMBI KOMMYHUKATUBHBIX U dTUKETHBIX HABBIKOB.

[IpopomxkurenbHOCTh Kypca — 20 u.

[Ipennaraemast TemMaTHKa:

1.Ilcuxomnorus AeI0BOro OOIICHHUS.

2.]J1e10BOM ATUKET.

3.Kynbrypa BHemHero Buaa nepcoHana Gupmel.

B peanuzanuu mnpoekTa y4yacTBYIOT OIBITHBIE ICHUXOJOTH, KYJIbTYpPOJIOTH,
MEJIMKHU, BU3KHUCTHI, MOJEIBEPHI.

[Io oxoHuyanum OOydYeHHS CIyIIATENsAM BBIJACTCA  YIOCTOBEPEHHE
MexnyHapoaHoro uHctuTyta «PaboTta u ynpaBieHHe» MO Mporpamme MOBBIIICHUS
KBaJu(pUKaUH.

Haneemcss Ha TJI0JOTBOPHOE COTPYAHUYECTBO, MOHUMAS HCKIIOYUTEIBHYIO

BA’KHOCTb U aKTYaJIbHOCTDb npez[naraeMoﬁ HaMH TCMaTHKH.

PexTop (noonucw) E. B. JloOpsiHMHA
KoHTpoOnbHbIE BOMPOCHI:

1.0OxapaktepusynTe, Kakme nosis MICNoNb3yrTCca Ans co3naHms opm JOKYMEHTOB
2. Kakne napameTpbl MMET TEKCTOBbIE NoNs oopMbl, NOMS CO cnUckamm, donaxkn?
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3.Kakue Tunbl TEKCTOBbLIX NoJien obiBaloT?
4.Kak co3gaTtb AOKYMEHT Ha OCHOBeE LabnoHa?
5.Kak BbinonHaeTca BHECEHWE U3MEHEHUN B LLabIoH?

6.Kak 3awmtnTb WabnoH oT U3SMeHeHnn?

MpakTuyeckoe 3aHATHe 6. Pabora c nporpaMmMHbIM
obecneyeHnemM. UHcTannAuua nporpaMmMHOro obecrne4yeHuUs ero Ucnosib3oBaHue M
oOHoBMneHue

Llenn saHatna:

- 3aKpenuTb 3HaAHWUS O NporpaMmMHOM obecneveHuu;

- N3y4unTb METOAbI PaboTbl C NPOrpamMMHbIM 0becnevyeHnem.

- HayunTbca nHCTannmMpoBaTb U AEUHCTaNIMpoBaTh NPOrpamMmmbl.

O6opynoBaHue, nporpammHoe obecnedenue: MK, OC Windows.

MeToanyeckme pekomeHgaumm

Knaccudukaumga MO

MporpamMmmMHoe o6GecrniedeHne — 3TO COBOKYMHOCTb MpPOrpaMm, KOTOpble MOryT
BbINOMHATLCA HA KOMMbIOTEPE [OAaHHOW MOAENW, BKMOYas KOMMMNEKT TEXHUYECKOW W

NPOrpaMMHON JOKyMEHTaLNN.

[ MporpammHoe obecneyexve ]

[ﬂpmcnaauoe] [Cnc*reunoe] [Mncmyuemanbnoe]

1)
CuctemHoe 1O - 3TO COBOKYMHOCTb nporpamm Ans obecneyeHus paboTbl
koMmnbtoTepa. CuCTEMHble NporpaMMbl MpefHasHadeHbl AN ynpaeneHus paboTon
BbIYNCIUTENBHON CUCTEMbI, BLINOMHAOT pasnnyHble pyHKUMK:
CosgaHue onepalMoHHON cpeabl A4nst ApYrnx nporpamm
Ob6ecneyeHne HagexxHoN 1 aPPEKTUBHON paboTbl KOMMbIOTEPA N CETH
[MpoBegeHne gMarHOCTUKN U NPOOUNaKTUKN
BbinonHeHne BcnoMoraTtenbHbIX TEXHONOMMYECKNX NPOLLECCOB
CuctemHoe MO nogpasgenseTcs Ha 6a30BOe N CEPBUCHOE.
1. Basosoe IO BkrntovaeT B cebs:
onepauunoHHble cuctemsbl (OC);
0b0onoyku;
ceTeBble OnepaunoHHbIE CUCTEMBI.

2. CepsucHoe IO BkntovaeT B cebsa nporpaMmmbl (YTUNAUTDI):
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nporpaMMbl  KOHTPOSS, TECTUPOBAHUS W OAWArHOCTMKW,  KOTOpble

NCNonb3ylTCA ANA NPOBEPKM NPaBUITbHOCTU OYHKLUMOHNPOBAHUS YCTPOUCTB KOMMNbIoTEPaA
n ons obHapyXeHust HeMCNpaBHOCTEN B MpoLecce 3KCnnyaTauun; yKkasbiBalOT NPUYNHY U
MECTO HEUCMNPAaBHOCTY,;

nporpamMmbl-apanBepbl, KOTOpblE pacLUMPSAT BO3MOXHOCTU OnepauoHHOM
CUCTEMbBI MO YNpaBfeHno yCTPoMCcTBaMn BBOAA-BbiBOAA, ONEPATUBHON NaMATbIO U T.4.; C
NOMOLLBID OparBepOB BO3MOXHO MNOLKIMOYEHWE K KOMMbIOTEPY HOBbLIX YCTPOWCTB MUMn
HecTaHOapTHOE UCMOSNb30BaHNE UMEKLLMXCS;

nporpamMmbl-ynakoBLUMKM (apXnBaTopbl), KOTOpPblE€ MO3BOSIAKT 3anuchbiBaTb
MHdopMaUUIo Ha anckax bonee NMOTHO, a Takke 00beANHATL KOMMM HECKONbKMX dhannos
B OOVH apXUBHbIN hans;

aHTMBUPYCHbIE MNporpaMmbl, MpeAHasHayYeHHble ON9 npefoTBpaleHus
3apaXeHns KOMMbIOTEPHLIMW BUpyCcamMuM W NUKBMOALMM NOCNEACTBUMA  3apaKeHus
BUpYyCaMM.

MpuknagHoe MO — 3TO KOMNAEKC NporpamMm Ans peleHnsa 3agad onpeaeniéHHoro
Krnacca KOHKpeTHon npegmeTHon obnactu. [lpuknagHoe [1O paboTtaeT TONMbKO npwu
Hanuyum cuctemuoro O.

MpuknagHoe MO obuwero Ha3Ha4YeHus

CpeacTtBa pegakTMpoBaHUS TeKCTa Ans NOArOTOBKW pasnMYHOro poda
nevyaTtHbIX AOKYMEHTOB, 9TW CpeAcTBa MO3BOMAT HabpaTb TEKCT, pedaktnpoBatb W
N3MEHATb €ro, TONbKO PeAaKkTMpoBaTb U U3MEHATb TEKCT — TEKCTOBLIE PeaaKkTopbl, €Cnu
cpencTBa no3BonsalT paboTaTb C rpadnKon M OCYLLECTBNATL MMNEPCBA3N, UX Ha3bIBalOT
TEKCTOBbLIMW NpoLeccopamm

pachnyeckne penakTopbl, OHM MNO3BOSIAKT CO34aBaTb PacTPOBYHO,
BEKTOPHYIO 1 TPEXMEPHYIO rpadouKy

OT, nNo3BoONAKT aBTOMATM3MpPOBaTb 06pabOTKy TEKCTOBOM M YUCIIOBOW
MHdopMauuu

CYB[l, oHn wncnonb3yoTca AnNa XpaHeHua ceefeHun o6 ogHoOW wunu
HECKOSbKMX 00BbEeKTax, X CBOMCTBAX M B3aMMOCBS3SIX

MHTerpnpoBaHHble NakeTbl, OHW O0OBLEOMHAT B CBOEM COCTaBe
cpenctBa, nossonswowme obpabaTtbiBaTb pPasnNUYHOro poda AaHHble, O0O6beaUHEHHble
eaNHbIM UHTepdencom

rpoBble 1 pasBnekaTesibHble NakeThbl.

MpuknagHoe MO cneumanbHOro HasHa4YeHna
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ABTOpCKas cuctema npeacTaBnAeT MWHTErpupoBaHHYO cpefy C  3adaHHOW
NHTEepPdENCHON 0BOMNOYKOMN;
OKcnepTHble CUCTEMbl — 3TO nporpamMmma, koTopas BegeT ceba nogobHo
9KCMNepTy B HEKOTOPOW y3KOW NpuKnagHom obnactu
MNepTeKkcToBble CUCTEMbl — 3TO CUCTEMbl, B KOTOPbIX JOCTYyn K robomy
BblAeneHHOMY parMeHTy OCYLLECTBNAETCS MO CCbISKe
MynbTumegma — 3TO B3auMOAEWCTBME BU3yalbHbIX WU ayanoaddekToB noa
ynpasneHunem nHtepaktnsHoro MO.
MpuknagHoe MO npodeccnoHanbHOro YpoBHs
APM — aBTOMaTuanpoBaHHoe paboyee MecTo
CATlP — cucrtembl aBTOMaTU3MPOBAHHOIO MPOEKTUPOBAHNS
ACHW — aBTOMaTU3MpOBaHHbIE CUCTEMBI HAayYHbIX UCCIe40BaHUN
ACY — aBTOMaTM3MpOBaHHbIE CUCTEMbI YNpPaBEHNs
lMeparormyeckne KOMMNEKChbI
Cnctembl TENEKOMMYHMKALMIA
NHcTpymeHTanbHoe [0 npumeHaoT ans pas3paboTkM BCEBO3MOXHbLIX MaKeToB
nporpaMm B pasfnyHbiX obnacTtax uvernoBeveckon peatenbHocTn. Ckooga OTHOCATCS
pasnu4yHble A3blkKM MNporpaMmmupoBaHus. Cuctema nporpaMMUpoBaHUsS - NporpamMmHas
cuctema, npefHasHadyeHHast ans pas3paboTkm  nporpaMM  Ha  KOHKPETHOM  s3blke
nporpaMmmupoBaHus. Cuctema nporpamMmMmuMpoBaHuUs MpeaocTaBnsieT Mofb3oBaTernto
cneunanbHble cpeacrtBa pas3paboTky nporpamm: TpaHCNATop, (cneumanbHbIA) peaakTop
TEKCTOB  nporpamMm, 6GubnvoTekn  cTaHAapTHbIX  NoAnporpamm,  NPOrpaMMHyHo
AOKyMEHTauuIo, oTnagyuk n ap.
YcTaHoBKa NporpaMmMHoOro obecnevyeHuns
YcTaHoBKa nporpaMmHoro obecnevyeHms ocyLLeCcTBASETCS No3TanHo:
3anyck nHctannatopa InstallShield;
BbIOOp TMNa Bepcumn (NosiHas unu 4EMOHCTPALMOHHAs);
NPUHATUE (MNN OTKITOHEHME) NMNLEH3NOHHOIO COornalleHus;
BBOJ UMEHM NONb30BaTeNs, HAa3BaHUS OpraHM3aumm;
BbIOOp KaTanora gnsa pasmelweHuns annos nporpamMmmel;

BBOZ KOJa MHCTanNsaumm (ToNbKO npu BblI6ope NOMHOW BEPCUK);

O O O o o o o

BbIGOp TUNa MHCTanNAuumM (NosnHasi, TUNMYHas, BbIBOpoYHas);
0 BblOOp KOMNOHEHTOB AN MHCTanNAUnn (Tonbko ans BbIOOpPOYHOWN

NMHCTanAumm);
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0 KonupoBaHWe PannoB Ha XeCTKNN OUCK,;

0 co3faHue NPorpamMmMHOM rpynnbl N APfblKOB B FMaBHOM MEHHO;

O cosdaHuMe 3anucu B peectpe Ans obecneyeHuss BO3MOXHOCTU  yAaneHus
nporpaMmmbl (MNU U3MEHEHUS cocTaBa KOMMOHEHTOB) Yepes [NaHenb ynpasneHus.

MpeoycMoTpeHa BO3MOXHOCTb OTMEHbl MHCTannAuumn Ha nobon ctagun. Kpome
TOro, UHCTaNNATOP MMUTUPYET TakkKe NPoLecChbl HACTPOMKN U OeMHCTanNAunm:

- ornpedeneHve Hanuyns yCTaHOBMEHHOW BepCuMM U CcocCTaBa YCTaHOBMEHHbIX
KOMMOHEHTOB;

- M3MEHeHWe cocTaBa KOMMOHEHTOB;

- BOCCTaHOBMEHWE NCMOPYEHHON BEPCUN;

- MOrHoe yaaneHue nporpaMmmsbl.

YpaneHve nporpaMmbl Yepes naHernb yrnpaBneHus:

- B naHenn ynpaenenus ([yck-NMaHenb ynpaBneHus) LWeENKHUTE YCTaHOBKa W
yaaneHue nporpamm.

- B cnucke YcTaHoBneHHble nporpammbl BbibepuTe HasBaHue nporpammbl Ansd
yoaneHusa, a 3ateM uwenkHute Ypanutb. YTobbl noaTBepauTb yAaneHue, Haxmurte
KHonky [a.

- Ha cTpaHnue YaaneHue 3aBepLleHO HaXXMUTE KHOMKY [0TOBO.

[Ana obHoBNeHWs nporpaMMHoOro obecneyeHnsa 4epe3 WHTepHeT pekomMeHayeTcs
BKMIOYMTL aBTOMaTtmyeckoe obHoBneHve. [Ing aBToMatMyeckoro OOGHOBMEHMS Nporpamm
HeobxoanMo:

BounTu B cuctemy ¢ yd4eTHOM 3anucblo « AODMUHUCTPATOPY;
Bontn B cuctemy ¢ y4eTHOM 3anncbio «AAMUHUCTPATOPY;

Haxatb kHonky lyck;

A

BbibpaTte komaHay [NaHenb ynpaBneHus M 2 pasa LeSnkHYTb
3Ha4yoK «ABTOMaTU4eCKOe OOHOBMEHNEY;
5. Bbibpatb BapuaHT «ABTOMaTN4ECKN 3arpyxatb n

yCTaHaBIIMBaTb HAa KOMMbOTEP pEKOMEHOYEMbIE OBHOBNEHUAY;

6. BbibpaTb geHb u Bpewms, koraa OC pomkHa ycTaHaBnvMBaTb 3TU
oOHoBIEHUS.

3A0AHUE 1

1. Ncnonbays rmaBHoe MEHIO, 03HaKOMUTbLCA c nporpamMmmamu,

ycTaHoBfeHHbIMU Ha Bawwem [1K.

2. Ckonupynte Bugbl MEHKO nporpamm, BbINOMHUB KOMaHAbI;

LHokymeHm ynpasnsemcs npogpammHbiMu cpedcmeamu 1C Konnedx
lMpoeepb akmyanbHOCMb 8epcuu o opuauHany, xpaHauwemycs 1C Konnedx
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C.26/60

OtkpbiTe MEHIO
Ckonupynte nsobpaxeHue (Ha KnasmaType HaxxmmuTe Knasuwy PrintScreen)
OTkpouTte rpadunyecknin pegakrop Ha Bawem MK n coenante BCcTaBky Konuu.
OTpepakTupymnTe nsobpaxeHue.
CpenanTte Konum B TEKCT NnabopaTopHon paboThl.
3AOAHUE 2.
1. YcraHosute nporpammy «FineReader 6.0. TpeHaxep» u3 nankn «[MP1»
Pabouero ctona Ha komnbtoTep. OnNuLIMTE BCe 3Tanbl YCTAHOBKM.
2.  Ypanute nporpammy «FineReader 6.0. TpeHaxep» 4epe3d «[llaHenb
ynpasneHusy». OnuwmnTte BCe aTanbl
3A0AHUNE 3. U3yuns MO komnbioTepa, 3a KoTopbiM Bbl paboTaeTte, 3anonHute
CMUCOK.
- MepeyeHb nporpamm Microsoft Office:
- NepeyeHb cTaHAAPTHBLIX NPOrpaMM:

3AL0AHUE 4. CoenanTe BbIBOA O NpoaenaHHon paboTe

KOHTpOrbHbIe BONPOCHI:

MporpammHoe o6ecneverune (MO) — aTo ...

[nsa yero npegHasHa4vyeHbl yTUNMTapHbIE NPOrpaMmmbl?

[nsa yero npegHasHa4yeHbl NPOrpaMmMHbIe MPOAYKTbI?

Ha kakue knaccobl 4enaTca nporpamMmMHble NpoayKTbl?

YUTo BKNtoyaeT B cebsa cMcteMHoe nporpammHoe obecneyeHme?
Mepeuncnute yHKUMN onepaumoOHHON CUCTEMbI.

UTo OTHOCAT K makeTam nNpuknagHbix nporpamm?

YTto Takoe nHcTannauuna (aevHctannauusa) nporpaMmmHoro obecneyeHuna?

© © N o o b~ WP

MNMopsaok MHCTaNNAUMS (AevHcTannsaumsa) nporpaMMHoro obecneyeHus

10. Yem oTnu4aeTca npoctoe KonupoBaHWe annoB OT  WHCTanNAuuu
nporpamm?

11. Onuwute  npouenypy obHOBREHUA  nporpaMMmHOro  obecneveHuss cC

MCnoJib30BaHNEM CETU MHTepHeT.

LHokymeHm ynpasnsemcs npogpammHbiMu cpedcmeamu 1C Konnedx
lMpoeepb akmyanbHOCMb 8epcuu o opuauHany, xpaHauwemycs 1C Konnedx



KMPK BTAP® ®I'60Y BO «KI'MY»
MO-26 02 05-0Or1.10.1M3 NH®OPMALIMOHHBIE TEXHOJIO'M B
MPOPECCUOHANBHOW OEATENBHOCTU

C.27/60

MpakTtnyeckoe 3aHATUe 7, 8. Co3maHue npocton 6a3bl AaHHbIX B Microsoft
Access.

Llenb: Hayuutbca co3gaBaTb Tabnuubl C¢ nomouwbto LabnoHoB Tabnuy u
KoHcTpykTOpa Tabnuu,; ocywecTBNsATb NpaBUbHbIN BBOA, AaHHbIX B Tabnuupl; Hay4YMTbCs
BbINOJSTHATL COPTUPOBKY 3anucen B Tabnuue.

O6ecneyeHune (cpeactsa oby4veHus):

Mpnbopbl, annapaTtypa, maTepuanbl: NepPCOHanbHbIN KOMMNbOTEP C BbIXOAOM B
NHTepHeT.

lMporpammHoe obecneveHme:

- onepaunoHHasa cuctema Windows

- nporpamma Microsoft Access

Mopsagok paboThl

3agaHue 1. Co3gaHune nycton 6a3bl AaHHbBIX C MOMOLLBIO WabrioHoB Tabnuy,

1. 3anyctute nporpammy CYB[] Microsoft Access. [1ns atoro BeinonHute: [1yck

— Bce npozpammsi — Microsoft Office — Microsoft Office Access 2010).

2. Mepen Bamu oTkpoeTcst OkHO cneaytowero Buaa (PucyHok 1):
FTCESS ——— —. T
BHEWHWE AaHHEE  PaBOTa € 633aMU AGHHBIX ]
JAocryntbie wabnoHbl Hogas 6aza gaHHbIX
& Nomoii
8 D m 8
Hosas 6a3a gaHHbix Mycras ee6-6asa Mocneanne Obpasupi w;éncnoﬁ Mowu wabnoms!
A3HHBIX wabnoHel

LWab6nouel Office.com Mouck wabnoros Ha caiite Office.com >

= = ol 2 o000

b 8 2 d F:

AkTugsl KonTakTel Bonpocei v 33g3un Hexommepueckne MpoexTer

Vs aiina
Basa pabotHukos.accdb &

C:\Users\Teretry\Desktop\

Ll

Cozgate

PucyHok 1
3. Bbibepute komaHay Hoesas 6asa OaHHbIX. 3aTem BBeauTe ums adna —ba3sa
pabomHukos n Haxmute KHonky Cosz0ame. Nepen Bamm OTKpoeTca OKHO creayroullero

Buaa (PucyHok 2).

LHokymeHm ynpasnsemcs npogpammHbiMu cpedcmeamu 1C Konnedx
lMpoeepb akmyanbHOCMb 8epcuu o opuauHany, xpaHauwemycs 1C Konnedx



KMPK BTAP® ®I'60Y BO «KI'MY»
MO-26 02 05-0Or1.10.1M3 NH®OPMALIMOHHBIE TEXHOJIO'M B C.28/60
MPOPECCUOHANBHOW OEATENBHOCTU '

FnasHas CosaaHune BHewHWe aaHHbIe PaboTa ¢ 6asamMu AaHHBIX Mona 1 Tabnnya
b AB 12 B Swmewen S £ @l e | Dommmes i
— = [ noruueckwii ¢ 4aye 0AHEHINIO B ®opmaT o : BHOE !
Pe)fnm Teker Yucno JeHexHblid 5§ Zoyre nonn - ANWTE 1 pasy : s e ,,; : 7:,” 7. = o o0 <o e ﬂDo:iEDKa
Pexumbl AobGasneHne p_| yAaneHmne CeolicTea dopmaTtnposaHne lNposepka noaa
Bce oBbekThl Access ) « | = Taénuual |
ouck.. |2 Kon v |WenkHume 0na dobaeneHua ~
Taénvauu Vx * (Ne)
fj Ta6anual
PucyHok 2
4, Bbibepute komaHay CoslaHue — Yacmu  npunoxeHus.  LLlabnoHbl  —
KoHmakmbi (PucyHok 3).
5. B nesom naHenu nosiBngetca Tabnuua KoHmakmel. LlenkHnte aBaxabl

MbIWbD MO MMeHun Tabnuue. [llepen Bamu oOTKpoeTcsa BcA Tabnuua KoHmakmel C
3aronoskamu (PucyHok 3).

[l A 5 - O T

daun lnasHas CozgaHune BHewHWe JaHHbIE Pa6oTa ¢ 6asammn

B E & m R

e

o]
Yacm Taéauua KoHcrpyktop  Cnuvcku Macrep KoHcTpykTOp
{MPUAOXKEHNA | Tabauy SharePoint* | 3anpocos 3anpocos
| NMycroie popmbl 3anpocsi
1 ceepxy 1 cnpasa 2 csepky 2 cnpasa
e i - il
Bknagkwn  Awanoros.. Mynbtume.. OkHoCoo..
] S
CeegeHuns Cnuncok
Kpartkoe pykoBoACTBO
< 1 - 1 ,.A 1
& @& [BE (g
Bonpocei 3agaun KoHTtaktet lMonb3oga...
F
Mpumeya...
PucyHok 3
6. Mepeumenynte nona UL, O6nacmb, Kpal, CmpaHa unu pPeauoH Ha

cnepyrowne HoBble MMeHa rnoren cooTBeTcTBeHHO: Kood, Pecnybriuka, CmpaHa.

LHokymeHm ynpasnsemcs npogpammHbiMu cpedcmeamu 1C Konnedx
lMpoeepb akmyanbHOCMb 8epcuu o opuauHany, xpaHauwemycs 1C Konnedx
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7. Bce nona nocne nons CmpaHa vyaoanmte C NOMOLLbHO KOHTEKCTHOINoO MEHH,

BbINOSHMB KOMaHay Yoanume rorne.

8. 3anonnHuTte ee crnegyowummn gaHHeimMu (Tabnuvua 1).
Anpec
Orprake- ansxTpokkol  [ome- Pabousd Jowawewd  MoSwnske®  Howep Pacmy-

Kon zaywm $awwner  Wua MAOAITE HOCTE  TENEDOH TenedoH TEnedoH diEkca Anper lopog Gnwea  Miroexc  Cipaka
1 Pacip  Heanos Cepret  fanovBmailru  wesesep  B168ET PHE414 BREP945REZL? 2643E9 loroma 1B Nemsnoropes. Tampoan 423230 Pocowa
? Weomra Cupopos  dwwrpesia < rambler.ry snespies 264578 E{4ERS BROREE4ZITRY 264578 Hywbwnwesa 1) Nemsworopor Tamspoms 423250 Pocowa
3 Nonges  Metpos Hean Petr@ramblerru p SEEDED 214580 BTOES4IEROTZ SE42T7E Memana, 12 Nerwnoropes Tamapcran 423250 Pocowa
4 NMafws Heomesa  Jaese ikt S milru Gyxrammep  2B5578 214563 BO1T4E6TEEG] 26557E Wasumana,30 Nenmnoropor Taraporan 423250 Pocowa
E PyGuw Cepressa  Mapwa  serz@mailru mup=rop 568374 4ERRD BOIT4EA98TED 2645E7 Hupoes, 5B Nenmnoropor Taraporan 473250 Pocowa

9. Y Bac gomkHa nonyyutca Tabnuua kak Ha pucyHke (PucyHok 4). CoxpaHute

Tabnuuy ( el ) noa umeHem PabomHuk.

~ ~ ‘ til
10. B panHonm Tabnuue otcopTtupymte crtonbey “OpeaHusauyus” no andasuTy
&l
(FnasHas — %)),
MBI b_‘}"iry:r‘ 0bMeHa topmpm,a " ‘Ijlﬂbﬂf' Janum Hantn ‘I‘Cﬂ?!lﬂﬂ!?iEjHHE TeKCTa
= PaGorhmk X
Koa - |OpraHusauy »| Gamuaua ~|  WmA  ~ Apjpecanek - [o/kHoCTo » |PabouniiTe, » | [omalHs + MobunbHeli ~ Homep dakca - | Agpec ~+| Topos | Pecnybauke » We
1 Pactp MBaHoB Cepreit ivanov@mail.r urxeHep 516987 265414 9829458623'2 264589 forong,18 JlenvHoropek  Tataperad  42325(
2 Weonra Cuaopos LOmuTpuis sidorov@ramk 3nekTpuk 264578 514589 89065642378 264578 Kyiibbiwesa, 10 /leHnHoropek Tatapcrah 423250
3 fongeH Metpos UBaH Petr@rambler meHeep 256989 214589 87055426897 564278 NenuHa, 12 fleHmHoropek Tataperad  42325(
4 Naitma HUKMTHHE  3MHa nikita@mail.re Gyxrantep 265578 214563 89174567889 265578 LWawnHa,30  fleHuHoropek TatapcraH  42325(
5 PybuH Cepreesa  Mapwa serg@mail.ru avpextop 568374 245689 89374569875 264582 Kuposa,58  flennHoropck TatapcraH  42325(
X (Ng)
PucyHok 4

3agaHue 2. Co3gaHune nycton 6a3sbl AaHHbBIX C MOMOLLbIO KOHCTPYKTOpa Tabnumu.

1. Cospgagnm Tabnvuy noa umeHem “CmydeHm” C NOMOLLBK KOHCTPYKTOpa

Tadnuu,.

[nsa aToro BoinonHuTe kKomaHgy: Co3daHue — KOHCMpPyYyKmMop mabnuy,.

Mepen Bamu oTkpoeTcs okHO (PucyHok 5):

Pexxun || Karovesoe MoctpouTen
St none

Pexumbl

=Gl Cronsey noacraHosok

Cepsuc

28 .
= CTAEUTE CTPOKU

=" YaanuTb CTPOKKM

Crpanuua WHaekce
CBOMCTE

T

7

MokazaTb MaK CKPEITh

Bce Tabnuubl

PaborHnk A

j PaBoTHUEK : TaBanua

Twun AaHHbIX

OnucaHue

PucyHok 5

LHokymeHm ynpasnsemcs npogpammHbiMu cpedcmeamu 1C Konnedx
lMpoeepb akmyanbHOCMb 8epcuu o opuauHany, xpaHauwemycs 1C Konnedx
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2. 3anonuute Nwvsa nonsi cneaywmmm JaHHbIMU (3aronoskammu

cton6buoB): Kog CtyaeHt, dPamunua, Wmsa, OTtdectBo, Agpec, Homep TenedoHa,
Cneumanumsaumsa COOTBETCTBEHHO  Tunbl  AaHHbIX gns  nonen: Kog  CtyaeHt -
CYETYUK, damunnga, Wmsa, OtyectBo, [HormkHocTtb, Agpec, Cneunanmsaums —
TEKCTOBbIWN, Homep TenedoHa — YACITTOBOW.

Y Bac JOmKHO NosnyyYnTbCs Kak Ha pucyHke (PucyHok 6):

| R! S BCTaBuTh CTPOKK | =
b _:" YAANUTE CTRPOKKU | -
Pexunm | Knwoyesoe Mo Te. [poE CrpaHuua WHaskcel
x none 1 _“Jj Cronéey NOACTaHOBOK CBONCTE
Pesxumbl Cepeuc Mokasate MAK CKPEITH
Bce Tabuul v| « [ 1 PasotHUK 1 7] Tabnmual |
PabotHunk PN WImAa nona TN AaHHbIX OnucaHue
3 PaBoTHuK : TaBAMUA KoaCrtyaeHTt CueTumk
Qamunma TercToBbIN
ma TercToebli
OTtyectso TeKCcToBbIN
Appec TexkcToBbIn
Homep TenedoHa Yucnosom
PucyHok 6
H 6 “C a ” O
3. Hanee Haxmnte coxpaHutb (=) n HaszosuTe Tabnuuy “CmydeHm”. OH

aBToMaTn4ecKkn 3arnpocuT co30aThb Kno4yesoe none, HaXXMUTe KHOIMKY ,D,A

(none KodCmydeHm 6ypet Knroyesgoe none

il KooCTyoeHT CueTymk b )
4, 3ateM [OBOVHbIM LLENYKOM JIEBOM KHOMKOW MbIWKM OTKPOMTE creBa Ha
Tabnuuy CmyodeHm. MNepen Bamu OTKpOeTCA Tabnuua CmydeHm gns

3anosiHeHus PUcyHok 7).

FnasHas CozaaHue BHeWwHWe gaHHBIE PaBoTa ¢ Bazamu aHHEIX Pexxum Tabanuel
> prea B et A 3
74 Calibri - |11 == =|||E= || B | 2 &l ‘Ii
e =3 KonupogaTe - =8 Coxpanuts " Opdorpadus 21
Pexum BcraswTe AL v | | ER e e s OBHOEUTE = dunet
- I aT s é‘ o2 ‘@ | = Dﬂev A Yaanute ¥ j,ﬂ-:m-:mnmenbno‘
Pexumel Bydpep obmeHa F WpudT I Tekcr RTF 3anucn Cop
Bce TabauLbl v| « Ij PaBoTHMK |j CrygenT |
Pabothuk A KoaCiygedi ~ ®@amuama ~ ma v Ot4yecrso -~ Agpec - HomepTenepoHa -~ Jobasumes none
j PaBoTHuk : TaBavua *
Cryaent A
j CTyaeHT : Tabanua
PucyHok 7
5. 3anonHute 3Ty Tabnuuy cnegyroWwmMn aaHHbiMu (Tabnuya 2) n coxpaHuTe.

LHokymeHm ynpasnsemcs npogpammHbiMu cpedcmeamu 1C Konnedx
lMpoeepb akmyanbHOCMb 8epcuu o opuauHany, xpaHauwemycs 1C Konnedx
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Kom damunua | Umsa OT1yecTBO Appec Howmep Cneumnanusay
CtyneH TenedoH | usa
a
MBaHoOB Cepre | Anekcangpos |T. 457896 TexHonor
n ny Hosopoccui
CK
MeTpoB Cepre | NeTpoBunY r. Mockea 7458962 | TexHonor
n
aBpenee | Onbra | ViBaHOBHa r. Mocksa 3698521 | byxrantep
Ba
Cokonosa | MIHHa | OnerosHa r. 852967 byxrantep
Hosopoccui
CK
MyxuHa Onec | lNetpoBHa r. Mockea 8625471 | TexHonor
S
AnapeeBa | AHHa | PomaHoBHa r. lobepubl | 748596 TexHonor
MuHknHa | IunHa | EBreHbeBHa r. Jllobepubl | 919597 TexHonor
CopuHa Onbra | CepreeBHa r. Mockea 9191954 | Byxrantep

KOHTpOJ’IbH bl€ BOMNPOCHI.

1. Hasna4deHwne nporpammbl Microsoft Access?

2. OYHKUUM 1 BO3MOXHOCTM nporpaMmmbl Microsoft Access?

3. OcobeHHocTn paboTbl B nporpamme Microsoft Access?

4. Kak cosgaTtb 6a3y B nporpamme Microsoft Access?

MpakTnyeckoe 3aHaTMe 9, 10. Co3paHme 6a3bl AaHHbIX, COCTOSILEN U3 ABYX

Tabnuu. CoszpnaHue ¢popmbl B Microsoft Access.

Lle]'lb: NpoeKkTnpoBaHme CTPYKTYpPbI 0a3bl gaHHbIX. Co3aaTtb BapuaHT 6a3bl AaHHbIX

JaHHbIX. Co3gaHne cxembl 0a3bl JaHHbIX.

c aBymsi Tabnumuamun: «Cnmcok» n «[pynnbi». KOHCTpympoBaHue nycTbix Tabnuuy 6asbl

B naHHoMm cnyyae Tabnuupbl CBA3aHbl CBA3bIO OAUH-KO-MHOMMM. OTO 3HAYUT, YTO B

rpynnbl). CBA3M criegyeT ycTaHaBnuBaTth Npu NycTbix Tabnuuax.

Tabnuue “prnnbl” Kaxgoe 3Ha4dYeHune CBA3aHHOIo rnond MoXeT BCTpedaTbCA TOJIbKO OOUH

pas, a B Tabnuue “Cnncok” — HeCKonbKo pa3 (HEeCKOMbKO YenoBek MOryT ObiTb U3 OOHOM

1. BBog gaHHbIx B Tabnuubl. Co3aatb hopMy Ans BBOAA AaHHbIX.

HOKYMEeHIm yripassiaermcs ripoepaMmMHbIMU cpeocmeamMmu 10 KOJI1e0Xx

lMpoeepb akmyanbHOCMb 8epcuu o opuauHany, xpaHauwemycs 1C Konnedx
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O6ecneyeHune (cpeactsa oby4veHus):
MpunbGopbl, annapaTypa, Martepuanbl: NepcoHarnbHbIi KOMMbTEP C BbIXOAOM B

NHTepHeT.
lMporpammHoe obecneyveHue:
- onepaunoHHasa cuctema Windows
- nporpamma Microsoft Access

Mopspok paboThbl
3apanue 1. Co3gaHue 6a3bl AaHHbIX — YyebHas 6a3a.
1. 3anyctute nporpammy CYB[] Microsoft Access. [1ns atoro BeinonHute: [1yck

— Bce npoegpammbi — Microsoft Office — Microsoft Office Access 2010.

2. Mepen Bamu oTKkpoeTcs OKHO crneayoLwero suaa:
_—Eneu.w.vf:.l nnnnnn Pa60oTa ¢ 6a33MN JaHHBIX ;a
Aoctynbie wabnomsi Hogas 6a3a AaHHbIX
2} Aowmoii
)
] -~
Wabnouel Office.com o e >
o ) 7 q F
A»:um Ke T Bonpo: Hy ;:. Mpoexn
C:\Users\Teretry\Desktop\4ns ypokoe

3. Boibepute komaHay Hoeasi 6asa OaHHbix. 3aTteM BBeauTe uMms c¢haltina —

YuebHas 6a3za n Haxmute kHomnky Cosdams. NMepen Bamn OTKpoeTcs OKHO criegyloLero

Buaa:

e: Basa aaHHbix (Access = Microsoft A _|jPabora crabnuyam =]
a2

TnagHas  CO3AaHME  BHEWHME AaMHbie  PaboTa C6asamu gaWHex | Mons | Tabnuua

> A .
. 5y AaTa v spemsa T v 3,
b/ aB 12 B3 B fx ” ;
— [V Nornueckuit o - =
Pexum | Tekar Hucno [eHexHeiit 3 Mposepka
& i Apyrue nons ¥ o
PexuMEl Zo6asneHue U yaaneHie BolicTBa BOpMATHPOBaHHE Mposepka nons
Bce o6bekTul Access ¥ « || =] Ta6nuual x
ouck.. yel Kop v UenkHume dna dobaeneHua ~
Tabnuup: 2 || (Ne)
B Tasauual

LHokymeHm ynpasnsemcs npogpammHbiMu cpedcmeamu 1C Konnedx
lMpoeepb akmyanbHOCMb 8epcuu o opuauHany, xpaHauwemycs 1C Konnedx
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3apaHue 2. CosganHune Tabnuupbl “I'pynnbl”.
1. CospanTte Tabnuuyy nog wumMeHem “Ipynnbl” C MNOMOLLbLIO KOHCTPYKTOpa

Tabnuy. [ina aToro BeiNonHUTE komaHay: Co3daHue — KOHCMpPYKmMop mabnuy,.

2. 3anonHute Ums 10715 cneayroLwmnmm AaHHbIMU (3aronoskamu
ctonbuoB): YuebHas epynna, [lpenodasamesib U COOTBETCTBEHHO TuN [aHHbIX AN
HUX: Y4yebHas epynna — YACITOBOW, lMpenodasamens — TEKCTOBbIV. Cpenaite none

“YyebHaa rpynna” Kn4YeBbIM, YCTAHOBMB KypCcOp Ha MMSA MOMAsS U LWENKHYB Mo

kHorke Knoyesoe none i .

3. Coxpanute  T1abnuuy nogq  uMmeHem  “T'pynnbl’, LernkHyB Mo
kHorke CoxpaHuTb b= :

4. 3akpownTe Tabnuuy.

3apanue 3. Co3gaHune Tabnuubl “Cnincok’.

1. Cospante Tabnuuy nog umeHem “CnmMcok” C MOMOLLLIO KOHCTPYKTOpa
Tabnuy. [Ana atoro BbinonHuTe komaHay: CozdaHue — KOHCmMpyKkmop mabnuy,.

2. 3anonHute MM nons cnegylowmMm  gaHHbIMKU - (3arofioBkaMmy  cTonbuoB):
Koa, ®amunusa, Nmsa, OtyectsBo, Noa poxaeHus, Knacc, YyebHas rpynna. Beibepute uns

HMCNaaaLWero cnucka 4ymicrnoBon Tun gaHHbiX ana nonga “Koa”. Coenanmte none “Kon”

KNYeBbIM, YCTAHOBUB KYpCOp Ha MMS MONS WU LWeESKHYB no KHomke Knio4vesoe none
. Tvin gaHHbIX nonen “Gamunng”, “UUims”, “OTyecTBO” — TEKCTOBBLIN, Nonen “l'og poxaeHnsa”,
‘Wkona”, “Knacc” — 4yucnoBon. YcCTaHOBUTE TUN [JaHHbIX nond “YyebHasa rpynna’
yncnoson. O6wmMe ceBoncTBa nons He MeHanTe. Boibepute Bknaaky MNogcraHoBka, TvM
anemeHTa ynpasneHuss —[lone co CnNUCKOM, WCTOYHUK CTPoK — [pynnbl. [lonyyute
3Ha4YeHNs ANEMEHTOB, KakK NOoKa3aHO Ha PUCYHKe.

3. 3akpounTe Tabnuuy.

3apanue 4. Co3gaHne cxembl JaHHbIX.

1. B  neHtouHoM  MeHw  Bbibepute  Bknagky Pabota ¢ 6asamu

=

[aHHbIX, LLENKHUTE no KHornke Cxema gaHHbix — — . MoaButcst okHo CxemMa AaHHbIX.

2. B nosBusluemcs okHe [JobaBneHne Tabnuupbl Bbigenute Tadbnuuy “I'pynnel” n
LWenkHUTe no KHonke [lo6asuTb, Bbligenute Tabnvuy “Cnvcok” v WenkHuTe no
kHornke [Jo6aBuTtb. B okHe Cxema [aHHbIX MOSIBUTCS  YCMOBHbIN  BMA 3Tux Tabnuu,.

LLenkHuTe no kHonke 3akpbiTb OKHa [Job6aBneHne Tabnuubl.

LHokymeHm ynpasnsemcs npogpammHbiMu cpedcmeamu 1C Konnedx
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3. YBenuybte okHO Tabnuubl “Cnuncok” Tak, YTobbl ObINM BUAHbLI BCE NONS.
4. YcTaHOoBUTE KypcoOp MbIlWM Ha ums nond “YyebHasa rpynna” B Tabnuue

“I'pynnbl” 1, He OTNycKas KHOMKY MbIWK, nepeTawmute Kypcop Mbily Ha none “YyebHasd
rpynna”  Tabnuubl  “Cnucok”. OTnyctute KHOMKy Mblwn. [logBuTtca  amnanorosoe

OKHO /I3MeHeHune cBA3en, NpeLCTaBleHHoe Ha PUCYHKe.

“{.A;JJ_:" C 140 “‘
BHewWHWe AaHHBIE PaboTa ¢ 6asamu AaHHEBIX KoHcTpykTOp
= N =7 ==
= 2| =2
epKa g - Crpanuua WMHgekcet  Co3aate Makpoce
Bl Eg® VSMEHWTD TIOACTAHOBKY CBOWCTB A3HHBIX ¥
EpEuC MokasaTb WK kpeiTe|  Co6bITUA Noned
A E——— 06wme MoacraHoBKa l
= Tpynne | T Cancox Tun 3nemeHTa ynpasneHuna Mone co cnuckom
Mma nona Twvin A4aHHbIX TN NCTOYHKMKE CTPOK Taéauua nam 3anpoc
% Koa Yucnosoi WNcToYHMK cTpok I'pynnba|
PRSI TeKCToBbI MNpucoeguHeHHEIN cTonéeL 1
RAW K b'_ Yucno cronbuos 1
ma TekcToBbI 3arnaema cronéuos Het
Otuecrso TekcToBbli LWunpuHa cTonbuoe
Fop poxaeHua Yucnosom Hucno crpok cnncka 8
= LnpuHa cnucka ABTO
Wkona Hucnosoi OrpaHW4nTLCA CNUCKOM  HeT
Knacc Yucnosou PaspelweHune Heckonbkux 31 Het
Yue6Has rpynna Yucnosoiit B PaspewuTs nsmeHeHue cnv Ja
DOpMa USMEHEHWUA INEMEH
TonbKO 3Ha4eHWA UCTOYHKM HeT

CoxpaHuTte Tabnuvuy nog nmeHem “Cnmcok’, wenkHyB no kHonke CoxpaHuTb.

—, Cxema Aauuux\"-
Tpynnbt Cnucox
¥ Yue6Hasa rpynna ¥ Koa
MNpenojasatens Damunna

Wma
OTtyecrso
loa poxaeHua
Wkona
Knacc

YyebHaa rpynna

- —
Wsmenenne ceasen ‘ M
Tabnuua/sanpoc: CesazaHHas Tabnuua/3anpoc:
pynnsl Crmcok
YuebHasa rpynna E]Vue&laﬂ rpynna A
3
—-
[V] OBecneyerie uenocTHOCTM AaHHBIX

[V] kackaaroe obHOBNEHME CBA3aHHBIX NoNet

[V] kackanHoe ynaneHme ceasaHHbIX 3anmceit

Tun oTHOLWEHUR: OAMH-KO-MHOr MM

5. YcraHoBute chnaxok ObecneyeHme LenoCcTHOCTU AaHHbIX. ATO HEBO3MOXHO
OyneTt coenatb, ecnv TUNbl nonen “YyebHas rpynna” 3agaHbl HE O4MHAKOBO.

LHokymeHm ynpasnsemcs npogpammHbiMu cpedcmeamu 1C Konnedx
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6. YcTtaHoBuTE (pnaxkok KackagHoe OOHOBMNEHWEe CBsI3aHHbIX nonen. 370

npueBegetr K TOMY, 4YTO MpuM U3MEHEHWM HoMmepa rpynnbl B Tabnuue “Ipynnbl”
aBTOMATUYECKN NBMEHUTCHA COOTBETCTBYIOLLMI HOMep B Tabnuue “Cnncok”.

7. YcTtaHoBUTE (hnaXkok KackagHoe yaaneHue cBssen. JTO npuBedeT K TOMy,
4YTO NMpuW yaaneHum 3annucm ¢ HOMepoMm rpynnbl M3 Tabnuubl “I'pynnel”, ByayT yaaneHsl Bce
3anucu u3 Tabnuubl “Cnmcok”, B KOTOPbIX HAXOAUNCE COOTBETCTBYHOLLME HOMEpPA rpyn.

8. LWenkHute no kHonke CosgaTk. lMosBuTCcA €BA3b “OAMH-KO-MHOrMM”. Cxema

OaHHbIX NMpeacrtaB/ieHa Ha PUCYHKeE.

| = Cxema ganHbix

Mpynnei Cnucok

? Yye6Hada rpynna | ? Kog
MpenoaasaTtens Ddamunna

Wma

OTtyectso

loa poxaeHua

Wkona

Knacc

Y4yebHaa rpynna

9. 3akponTe cxemy OaHHbIX, LLENKHYB MO KHOMKe ﬁ B BEPXHEM MNpaBOM Yriy
OKHa 1 OTBETUB YTBEPAUTESILHO HA BONPOC O COXPAHEHUN CXeMbl AaHHbIX.

3agaHue 5. CosgaHne doopmbl A4St BBOAA AAHHbIX.

1. B okHe 6a3bl gaHHbIX Bblgenute uma Tabnuubl CnMcok U BbINOMHUTE
komaHgy CosdaHue — ®opma.

2. MosiBuTcs nycTtasi popma BBOAA, NpeACcTaBNeHHasi Ha PUCYHKE.

=5] Cnmcox

"] Cnucok

yueGHaa rpynna B

3anonHuTe opmy AaHHLIMU, NPUBEAEHHBIMU B Tabnuue.

LHokymeHm ynpasnsemcs npogpammHbiMu cpedcmeamu 1C Konnedx
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Kon damunus Nmsa OTtyecTBO lon YyebHas
poXxaeHus | rpynna
1 YepHoBa Hatanbs AnekceeBHa 2001 11
2 Kynvkos Knum AnekceeBny 1999 13
3 Apxunos BukTop AnekcaHgposud | 2000 21
4 bapaHkoBa | Anekcangpa | HnkonaesHa 1998 34
5 HoBocernos | Anekcen MBaHOBMY 2000 41
3. CoxpaHuTe BBeAeHHble JaHHble. Ms bopmbl — Cnncok. 3akponTe hopmy.
4, Mepengute B okHO Tabnuubl. OTkponTe Tabnmuy Cnucok. Yoeautechb, 4YTO B

Tabnvue NosiBUNUCL HOBbIE 3aMnuCK.

5. LLenkHyB no kHomnke CoxpaHuTb, COXpaHUTE TeKyLLyIo Tabnuuy.

6. 3akpownTe Tabnuuy.

3agaHue 6. 3aBeplieHune paboTbl ¢ nporpaMmmon Access.

1. BbinonHute komangy ®@adn — Bbixod.

2. Ecnu Bbl nponssBoamnu peaaktupoBaHue B 6ase gaHHbIX, NOSABUTCHA BOMPOC O
CcoxpaHeHun nameHeHuin. OTBeTbTE YTBEPOUTENBHO.

KoHTponbHbIe BONpOCHI:

1. CospgaHune chopmbl B Microsoft Access.

2. Kak 3anonHutb dpopmy B Microsoft Access?

3. Kak co3gaTb Heckonbko Tabnuu B Microsoft Access?

4. Kak ocywecTtBnatb nonck B Microsoft Access?

MpakTuyeckoe 3aHATMEe 11. Co3paHmMe npe3eHTauMm «no npodunio
cneyuanbHOCTU» B nporpamme Microsoft PowerPoint. Mnepccbinku,
ynpasnsitowjme KHONKu

Llenb: HayunTbCs cosgaBaTb npes3eHTauun B nporpamme Microsoft PowerPoint:
co3faBaTb pasHble BuAbl CrianaoB, paboTtaTb C TEKCTOM, M306paxeHUsiMK, HacTpamBaTb
nepexopbl, aHMMaLNIo.

Ob6ecneyeHue (cpeactea obyyeHns):
LHokymeHm ynpasnsemcs npogpammHbiMu cpedcmeamu 1C Konnedx
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MpubGopbl, annapaTypa, Martepuanbl: NepCoHarnbHbI KOMMbIOTEP C BbIXOAOM B
NHTepHerT.

lMporpammHoe obecneyveHue:

- onepaumoHHasa cuctema Windows

- nporpamma Microsoft PowerPoint

- Gpaysep

Mopspok paboTbl

3agaHue: cosgatb npeseHTauuto «lpodeccmsa» (no BbIbopy) B nporpamme
Microsoft PowerPoint.

1. [ns co3gaHna HOBOW Npe3eHTaumm 3arpysmte nporpammy MS Power Point n

BblbepuTe NycTasa npeseHTaums.

2. [na cosgaHna HOBOro crnawnga BbINONMHUTE koManabl [naBHaa — Co3gatb

cnang — (BbibepuTe MakeT cnanga).

3. [Onsa pobaeneHus adekToB aHMMauuM BblOeNUTE OOBLEKT M BbINOSHUTE
KomaHabl AHuMauma —  AHumauma —  (BblbpaTb  adpdekT). 3aTeM  BbLINOSMHUTL
komaHabl AHumaumna — O6nactb aHumaumn. [Ons BblbpaHHoro addekta BbIbpaTb

KomaHay 3anyckaTb nocne npegblayLwero.

4, Ona pobasneHuss adhdpekta nepexoga Mexay crnangamm  BbINOSHUTL
komaHabl MNMepexoabl — MNepexoa k aTomy cnangy — (BbibpaTtb acpdekT). Ecnn Heobxogumo
coenatb 9pekT nepexoga OOMHAKOBBIM AN BCEeW MNpeseHTauuu, BbINOSHUTE
KomaHay NpuMeHUTb KO BCEM.

5. [na aBTOMaTuyeckoro nepexoda Mexgy crnangamm  BbINOSTHUTb
komaHabl MNMepexoabl — CmeHa cnanga — Nocne (yctaHoBuTb Bpems). Mpn HeobxoanmocTu
BbIMNOMNHUTL KOMaHAy NpuMeHnTL KO BCEM.

MpakTnyeckasa 4yacTb.

1. CosgaHue TUTYINbHOro cnanga npeseHTauuu.

Mopsiaok BbINONHEHMSA paboTbl

1. 3anyctute nporpammy  Microsoft Power Point. B oTkpbiBLUEMCS
okHe Power Point, npegHasHayeHHOM Ans OTKpbITUA Unu Bolbopa npeseHTauuun, B rpynne

nonen Bolbopa Beibepute Nycmyro npeseHmauuro n Haxmmte kHonky OK.

2.lNo ymon4yaHuio OTKpoeTCs NycTon cnavg, Tmn cnanga — TUTynbHbIA crnang.

LHokymeHm ynpasnsemcs npogpammHbiMu cpedcmeamu 1C Konnedx
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3. N3yunte unHTEepdenc nporpammbl, NOABOAA Mbllb K PasfUYHbIM df1eMeHTam
3KpaHa.

1. Bbibepute uBeToBOe  ochopmreHwe  crnamgoB,  BOCMONb30BaBLUMCH
lwabnoHamn gusarHa odopmneHus. Ona 3Toro BbINONHUTE KOomaHabl Ou3anH — Tembl
(BbIDEPUTE TEMY ONs cnanga).

2. Beegute ¢ knaBmaTypbl TEKCT 3arosioBka - Microsoft Office n nogsaronoska -
KpaTkasi xapakrepuctumka nsy4eHHbIX Nporpamm.

6. CoxpaHuTe co3gaHHbIn hann ¢ umeHem PaboTa Ne1.

2. Co3gaHune BTOPOro crianga npeseHTaumm - TeKCTa Co CrUCKOM.

Mopsiaok BbINONHEHUS paboTbl

1. BbinonHute komaHgbl [1asHass — Co30amb crnatid — mun 3a20/1080K U
obbekm.
2. B BEPXHIOO CTPOKY BBEOMUTE Ha3BaHue nporpaMmmbil

« Tekcmosnbit pedakmop MS Word».
3. B HWXHIOI0 pamKy BBEAUTE TEKCT B BUAE CrucKa.

TeKkcToBbIN penakTop Nno3BoJiAeT:

. co3aaBaTb TEKCTOBbIE JOKYMEHTbI;

. dopmaTmpoBaTb TEKCT U 0hopMNATb ab3aLbl JOKYMEHTOB;
. BBOAWTb KONOHTUTYIbI B JOKYMEHT;

. co3gasaTb 1 popmMaTmpoBaThb Tabnuubl;

. 0POPMISATb CMINCKN B TEKCTOBbLIX JOKYMEHTAX;

. npeacTaBnaTb TEKCT B BUAE HECKONbKUX KONTOHOK;

. BCTaBNATb B JOKYMEHT PUCYHKMU;

. roTOBUTb JOKYMEHT K neyaTu.

1. BbinonHuTe Tekywee coxpaHeHue danna.

3. CosgaHue TpeTbero crnanga npe3eHTaunm — TeKCTa B ABE KOMOHKN.

Mopsiaok BbINONHEHMSA paboTbl

1. BbinonHute komaHay nasHas — Co30ams cnaltid — mun [Jea o6bekma.

2. B BepxHOlO CTpOKy BBeAUTE HasBaHWe nporpammbl  « TabnuyHbIl
rnpouyeccop MS Excel». NMpn He0BX0OUMOCTM YMEHbLUNTE pa3mMep wpudTa.

3. BBeante TEKCT B KONMOHKM.

BoamoxHocTn TabnmnyHoro npoweccopa:

. BBOZ AaHHbIX B S4ENKMY;

U aBTO3arnoJyIHEHNE AYeeK;

LHokymeHm ynpasnsemcs npogpammHbiMu cpedcmeamu 1C Konnedx
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. opraHM3aums pacyeTos;
. NocTpoeHne n popMmaTMpoBaHne guarpamm;
. ncnonb3oBaHme PYHKLMIN B pacyeTax;
. NPUMEHEHNEe OTHOCUTENBHOW N abCONTHOM agpecaunn;
. COpPTUPOBKA AaHHbIX;
. JunbTpauna aHHbIX U YCITOBHOE hopMaTUpoBaHMe.
4. BoINonHUTe Tekyliee coxpaHeHne danna.
4. Co3gaHue 4YeTBEPTOro cnanga npeseHTaunum — TekcTa C PUCYHKOM.
Mopsaok BbINONHEHUS paboThl
1. BbinonHute komaHabl [nasHass — Co30amb crnaud — mun Ob6bekm c¢
roonuckHo.
2. B BepxHIo0 CTpOKY BBeanTe HasBaHwe nporpaMmmbl «MS Power Point». Mpu

HeobXo4MMOCTU U3MeHUTe pasmep wpudrTa.
3. B neByto pamKy BBeauMTe TEKCT no obpasuy. BbinonHUTe npaBOCTOPOHHEE
BblpaBHMBaHWE TEKCTa.

«B 6onbwuHcmee criydaeg npe3eHmauuss eomosumcsi Onsl  fokKas3a C
ucriofib3o8aHuUeM KoMmribromepa, 8eOb UMEHHO Mpu makoM rokase rnpe3eHmayuu MOXHO
peasiuzogams 8ce rpeumyujecmesa 371eKmpoHHOU rpe3eHmayuu».

1. B npaByto pamky BBeauTe pucyHok. [insa aToro Bblgenute obnactb cnpasa u
BbIMONHUTE KOMaHAbl Bcmaseka — U3o06paxeHuss u3 WHmepHema (wnv Bcmaeka —
PucyHok (ecnu 3arpyaeTte pUCYHOK C KOMNboTepa Unn neLikn)).

2. BbinonHuTe Tekywee coxpaHeHue hanna.

5. Co3gaHue naToro cnamnga — CXembil.

Mopsagok BbINONHEHUS paboThl

1. BbinonHuTte komaHabl [nasHass — Co30amp cralid — mun ToribKO 3a20/1080K.

O6pasey cxembl 1 Tekcta: OpeaHusayus pabomsl ¢ uHgopmayuel npu co3daHuu

rnpeseHmauuu;
" \X—
MS
Acces
2. BbinonHuTe Tekyllee coxpaHeHue danna.

LHokymeHm ynpasnsemcs npogpammHbiMu cpedcmeamu 1C Konnedx
lMpoeepb akmyanbHOCMb 8epcuu o opuauHany, xpaHauwemycs 1C Konnedx



KMPK BTAP® ®I'60Y BO «KI'MY»

MO-26 02 05-0r1.10.M3 VMHPOPMALIMOHHbBIE TEXHONOT A B C.40/60
MPOPECCNOHANBHOW OEATENBHOCTU
6. HacTponTtb cMeHy cnanzioB B Npes3eHTaumun.
Mopsagok BbINonHeEHUS paboTbl
1. HacTtponTe aBTOMaTM4yeckyid CMeHy cnavgoB. [na 9TOro BbINONHUTE
kKomaHabl lepexodbl — CmeHa cnatda — Nocne ( 5 cekyHO).
2. lMpocmoTpute npeseHTaumto. [ns aToro BbiNnofnHUTE KomaHabl Cnana-woy —

CHavana. O6bpaTute BHMMaHME Ha TO yCneBaeTe NM Bbl YMTATb TEKCT CrangoB BO BpeMs
AeMOHCTpaumn. Ecnu HeT, yBenuybTe BpeMS Ha OTAENbHbIX Crnangax.

3. BbinonHuTe Tekyllee coxpaHeHue.

7. MNMpnumeHeHne 3 PEeKTOB aHMMaLnN.

[MopsiaoK BbINONMHEHUS paboThl

1. YcTaHoBUTE KypCcop Ha nepBbin criang. [na HacTponKn aHuMauuun Beligenute
3arofloBOK M BbINOSTHUTE KOMaHLy AHUMayus — AHUMauyusi — agpgpekm Bbiriem.

2. Ha 3aronoBok BTOpOro crnamga Hanoxute adpdekt aHumaumn - lNosieneHue
ceepxy no crsiogaMm. Hanoxute Ha 3arofioBKM OCTasbHbIX CrangoB pasHble 3ddekTbl
aHMMauun.

3. BbinonHunte komaHabl AHumauyuss — Obnacme aHumayuu. B nossusBLuemMcs
MEHIO crnpaBa Ans KaXaoro BblibpaHHOro adpgpekta HacTponuTe KomaHay 3aryckams rocrie
rnpeobIdyuwieeo.

4. MpocmoTpuTe npeseHTaumo. Ecnm Bbl Bce caenanu npaBunbHO, BCe
adppekTbl, KOTOpbIE Bbl 406aBunu 0yayT npoasnaTbca 6e3 Haxatna JIKM.

5. CpoenanTte TeKyllee CoOXpaHeHMe nNpe3eHTauuu.

8. YcTtaHoBKa crnocoba nepexopga cnanaos.
MopsiaoK BbINOSTHEHUS paboThl

Cnocob nepexoga cnangoB onpefensdeT, KakMm obpasom OygeTr npoucxoamTb
nosiBreHne HOBOro cnamnga npu AeMOHCTpaumm npeseHTaumu.

1. B meHto lNepexolds! Bbibepute adhdekT XKarnoau.

1. BoinonHute komaHabl [lepexodbl — [Mlapamempbl aghgpekmos — [lo
20puU3oHmMaru.
2. YcTtaHoBUTE ANUTENbHOCTb nepexopa: llepexodbl — [dnumenbHocmb —

2,00. BoinonHute komaHay — lNpumeHums Ko ecem.
3. [MpocmoTpuTe NpeseHTaumto.
4. BbinonHuTe Tekywee coxpaHeHue ganna.
9. BkntoyeHne B cnang gatbl/BpeMeHn n Homepa crnanga.

MopsiAok BbINONHEHUS paboTbl

LHokymeHm ynpasnsemcs npogpammHbiMu cpedcmeamu 1C Konnedx
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1. [ng BknoYeHMs B cnava HOMepa crianga BbiNONHUTE KoMaHay Bcmaeka —
Konowmumyn - Homep cnatoa.
2. [ns BknioYyeHus B cnava gatbl/BpeMeHuW B 3TOM Xe okHe KosoHmumyiribi -
Lama/Bpewms.
3. HaxxmuTe kHonky [IpuMeHUmb KO 8cem.

4. BbINONHUTE aBTOMATMYECKY0 AEMOHCTpaLMio CrnanaoB, COXpaHUTE U 3akpouTe
npeseHTaumio.

CamocTosaTenbHoe 3agaHue. Co3ganTe HOBYK Mpe3eHTauuio goknaga rno Teme
«Mos cneyuanbHocmb» (6 — 6 cnatdos). Npu co3gaHun nNpeseHTauun WUCMonb3ynTe
[OunsanH cnanpga, acpdektsl aHMmaumm, nepexonbl. CMeHy cnavga cgenatb 1o wenuky.
Mcnonb3yite ynpasnsatowme KHOMKW ANsi nepexoda Cco cranaa Ha cnang.

KoHTpOnbHbIE BOMPOCHI:

1. Kak co3paTb HOBbIV cnang?

2. Kak cosgatb runepccebiniky?

3. Kak perynupoBaTb Bpemsi nepexona?

4. Kak co3gatb aHumauuo?

lMpaktnyeckoe 3aHATME 12. 0O630p M  BO3MOXHOCTU  POCCUMUCKUX
KOMMbIOTEPHbIX CrpaBo4YHO-NpaBoBbIx cuctem (CIC)
Llenb 3aHATMS: N3y4nTb OCHOBHbIE BO3MOXHOCTM, NPUHLMNbI BbiIGOpa, 4OCTOMHCTBA
N orpaHmyeHus komnbtoTepHbix ClMC.
ObecneyeHue (cpeactea obyyeHNs):
Mpnbopbl, annapaTtypa, maTepuanbl: NEepPCOHarnbHbIN KOMMbIOTEP C BbLIXOAOM B
NHTepHeT.
MporpammHoe obecneveHue:
— onepaumoHHasa cuctema Windows
- ©paysep Google Chrome
— nporpamma MS Word
Mopspok paboThbl
3apaHue:
1. Otkponte nporpammy MS Word, B Hen 3anuwmnte Temy 3aHATUS U

odhopmuTE OTHET MO BbINONHAEeMON paboTe.

LHokymeHm ynpasnsemcs npogpammHbiMu cpedcmeamu 1C Konnedx
lMpoeepb akmyanbHOCMb 8epcuu o opuauHany, xpaHauwemycs 1C Konnedx
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C.42/60

2. WNcnonb3ya VIHTepHeT-pecypcebl, HanguTe 1 BbINULIUTE B OTYET onpeaeneHve
KOMMbIOTEPHbIX CNPaBOYHO-MPaBOBbIX cucTeM, NpuHUMnbl BbliGopa CIIC, npuymHbI
nonynsapHocTtn Cl1C.

3. Ucnonb3yss nowuckoBble cucteMbl WHTepHeET, Hanaute wuHdoOpMauuio o
cnpaBoYHbIX npaBoBbiX cuctemax: KoHcynbTaHT [lnoc, [APAHT, «Kogekcr,
«Cuctemay, «3TanoH».

4. 3anonHute Tabnuyy «O630p poccnmncknx KomnbtoTepHbiX CMC»

"ocymapcTBeH Hannune
HassaHune Ccbinka B cetu
PaspaboTtuuk | Has nnu NHTepHeT - | CTOoMMOCTb
crnc NHTepHeT
KoMMep4eckas BEpcumn
KoHcynbTaH
T [ntoc
FAPAHT
«Kopgekc»
«Cucrema»
«ITanoH»
5. CocTaBbTe nepevyeHb OCHOBHbIX CEPBUCHbLIX YCIYT, KOTOPbIE NPeaOCTaBMnAT
paspaboTtumkm CI1C.
6. Mcnonb3yss WHTepHeT-pecypcCbl, cocTaBbTe Tabnuuy OOCTOMHCTBA U
orpaHunyenus Cl1C.
JocTtounHcTtea Cl1C Hepnoctatku ClC
1 1.
3 3
7. OTYéT coxpaHuTe B YyKasaHHOe npenogaBaTenemM MecTO U  HasoBuTe

«Pamunusa Nmsa rpynnay.
KOoHTpOnbHbIE BONPOCHI:
1. Yto Takoe CI1C?
2. Uenn n 3agaun CI1C.
3. Buabl CIN1C

LHokymeHm ynpasnsemcs npogpammHbiMu cpedcmeamu 1C Konnedx
lMpoeepb akmyanbHOCMb 8epcuu o opuauHany, xpaHauwemycs 1C Konnedx
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4. NoctonHcTBa 1 HegocTtaTku CI1C.

MpakTnyeckoe 3aHATMe 13, 14. PaboTta co cnpaBoO4YHOM NPaBOBOW CUCTEMOM

«KoHcynbTaHT lNntoc»

Llenb 3aHaATUA: n3yuntb MHTEpP(ENC, OCHOBHbIE OOBLEKTbI, BUAblI MHOPpMaUMN U

crnocobbl nNoucka B

komnbroTepHbiX  Cl1C,

Hay4YnTbCA WCMOJSIb30BaTb pa3riMyHbIe

MHCTPYMEHTbI NOUCKa, BUAbl I/IH(bOpMaLI,VII/I 1 cnocobbl Noncka B KOMMbKOTEPHbIX Crc.

— onepaumoHHas cuctema Windows
— ©Gpaysep

— nporpamma MS Word

— cuctema KoHcynbTtaHT lNntoc

Mopsiaok paboThbl

3apaHue:

1. 3anyctute nporpammy KoHcynbTaHT [lntoc

N3yunte CTapToBOE OKHO NMPOrpaMmbi.

BbibepeTe pasgen «3akoHogaTenbCTBOY

Ncnonbays CrpaBOYHYIO cucTemy
KD |

nporpaMmbl, ( ) O3HaKoMuTECb C

WHTEPJENCOM W OCHOBHbIMKM OOBEKTAMMU

nporpaMmbi.

OsHakoMbTecb C pasgernoMm  CrnpaBoOYHOM
cuctembl «Bugbl nHdopmaumm B cucteme
KoHcynbTaHT [Intoc», u3ydnTe CTPYKTYpYy

pasgenos u 3anoniHuTe Tabnuuy:

«CTpyKTYypYy eINHOro NHPOPMaLMOHHOTO
MaccuBa.
HassaHwve NHdopmaumoHHble
pasaena 0aHKkn, Bxogsiwme B

Cmapmogoe 0KHO iﬁl

TIOVICK 110 PERBN3ATAM 1 KOHTEKCTY B pa3aenas:

3

CynebHan npakTuka

DrHAHCOBHIE KOHCYNETALIM
KoMMEHT apiii 3aKoHoAATENECTER
DOPMEl ASKYMEHTOR

3aKOHONPOoeKTEl

EEX

Ilons noucka

Ouucmums none

YNNATA HANOTOB OB QCOENEHHbIM NOAPAZNENEHVEM

HO 5 APy
V] DA
V] DopMs! pinerToE (6}

nux pasenaic (nouciossie
18HCOBEIE KOHCYMBTALMM (271)

r Paszoenvt

baswl

KOBBIE NONA.

LHokymeHm ynpasnsemcs npogpammHbiMu cpedcmeamu 1C Konnedx
lMpoeepb akmyanbHOCMb 8epcuu o opuauHany, xpaHauwemycs 1C Konnedx
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pasnen

4. TMncbmeHHO oTBeTbTE Ha Borpoc: «4To o3HavaeT Bepceusa MNpod (2), Mockea Mpod
(3)»
5. OsHakoMbTeCb C pasgenom cnpaBovHou cucteMbl « OKHO nouckax». 3apucymTte B

TeTpaan CTPYKTypa OKHa U noannuiinTe ero Bknagku.

6. |/|3y‘-IVITe MHCTPYMEHT MOUCKa «KapTO‘-IKa NnOoOnUCKa», O3HaAaKOMbTEeCb C MnpumMepamun

noucka MHpopmaumm ¢ ee UCnosib30BaHNEM.

7. N3yunte pasgen cnpaBoyHOM cucTembl «CnMCOK AOOKYMEHTOB». 3anuwute B

TeTpaan snabl pa60T CO CIMNCKOM OOKYMEHTOB.

8. W3yunte pasgen cnpaBoyHOW cucTembl «TeKCT AOKyMeHToB». O3HaKOMbTeChb C
MHCTPYMEHTaMM1 1 npuemamm paboTbl C TEKCTOM JOKYMeHTa. 3anonHuTte Tabnuuy:

«HCTpYyMeHTbI Anst paboTbl C TEKCTOM»

WHcTpymeHT HasHadeHuve, ncnons3oBaHune

Il

CoxpaHumb meKcm usu qbpaameHm meKkcma OOKyMeHma 8

adn

9. Nayuute A3blk 3anpocoB. 3anonHute Tabnuuy «Jlormyeckme onepartopbl A3blka

3anpocoB»
Onepatop HasaHue OnuncaHue onepaTtopa Mpumep 3anpoca
onepatopa
KPOME Nno3BosiieT OTCeKaTb NPU Noncke

BowuHckas ob6s3aHHOCTb
WCKNIOYEHNEe | AOKYMEHTbI, cogepkallme croBo (rpynny
! KPOME BHeceHue
Cnos.).

No3BonaeT HaUTU Bce crnoBa Ha

npoBern OrpaHM4YEHHOM PacCTOSIHUM ApYyr OT Apyra.

PH,D,OM + PaccTtosiHne onpegendaeTca aBToMmaTn4eCckun

(OcHoBHOM nowuck), NMbo 3agatoTcs

nonb3oBaTenem (PacluMpeHHbI NOUCK).

LHokymeHm ynpasnsemcs npogpammHbiMu cpedcmeamu 1C Konnedx
lMpoeepb akmyanbHOCMb 8epcuu o opuauHany, xpaHauwemycs 1C Konnedx
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& Nno3BOSISIET UCKaTb AOKYMEHTbI, B KOTOPbIX .
riorn4yeckoe (oBownHoe
BCTpeYaeTcs Kak O4HO CIOBO (rpynna crnos),
; "n" HanorooGnoxeHwue); Kunp
Tak 1 gpyroe crnoeo (rpynna crios).
NO3BONSET UCKaTb JOKYMEHTbI, B KOTOPbIX
i norn4eckoe HOC WUITA (nanor Ha
BCTpeYaeTcs Unm ogHo croeo (rpynna
| "mnn" 0006aBMEHHY0 CTOMMOCTb)
CnoB), UNn Apyroe crnoBso (rpyrna crio.).

NHCTpyMeHTbI 4ns paboTbl C TEKCTOM JOKYMEHTOB U MOMCKA JOKYMEHTOB

= CoxpaHuTb TEKCT unu oparMeHT TekcTa AOKyMeHTa B
Gann
[MeyaTb TekcTa UNn oparMeHTa TeKCTa JOKYMeHTa 1
= npegBapuTenbHbIN NPOCMOTP NevaTu
KonnpoBaTb TEKCT UNn pparMeHT TEKCTa AOKYMeHTa B

[

TeKCToBbIM pegakTop MS-Word
FEBnanky + 3aHecTV OOKYMEHT B nanky(u) nonb3oBaTens

YCTaHOBUTb M CHATb 3aKnagku ¢ KOMMEHTapusMun B
L 3aknaaka - TeKcTe AOKyMEHTa (MPOCMOTP KOMMETapMes W
npumedaHni)
MocTaBUTb JOKYMEHT Ha KOHTPOSb UIN CHATb C

KOHTPOS
i Hafitn| HaiiTy coparmeHThbl TeKCcTa B 4OKyMeHTe

[MpocmoTpeTb BCe OOKYMEHTbI, CBA3aHHbIE C
paccMmaTtpuBaemMbliM JOKYMEHTOM
MepenTn K cnegyowemy nnu npeabiaywemy
& Mo cnkcky JOKYMEHTaM B MOCTPOEHHOM MpU NouCKe CNnCKe, He
BO3BpaLLLaACb B CaM CMUCOK
BepHyTbCH B UCXOAHBIN JOKYMEHT nocne nepexoga no
B Hazaa
rmnepccbinke
YBENNYUTb UM YMEHBLUUTL pa3Mmep oTobpaxaemoro B

‘!‘A YEEMMYHTE WpHhT
TekcTe wpudTa

] Mckars & Hafigeniom | LicKaTh TEKCT B HAMAEHHOM

2| TMocTpouMTe CNMCOK AOKYMEHTOB [FE']| Mepexoa K CNUCKY HanOEeHHbIX AOKYMEHTOB MO 3anpocy

LHokymeHm ynpasnsemcs npogpammHbiMu cpedcmeamu 1C Konnedx
lMpoeepb akmyanbHOCMb 8epcuu o opuauHany, xpaHauwemycs 1C Konnedx




KMPK BTAP® ®I'60Y BO «KI'MY»

MO-26 02 05-0Or1.10.1M3

NH®OPMALIMOHHBIE TEXHOJIO'M B
MPOPECCUOHANBHOW OEATENBHOCTU

C.46/60

BbIGop NOMCKOBOro MHCTPYMEHTA B 3aBMCUMOCTM OT MOUCKOBbIX

Ne TpebyeTca HanTu Hewnctus
. MepenTun K CNUCKY KOAEKCOB MO cebifike «Koaekchbl» B
Kakon-nnbo koaekc .
1 L. CtapToBOM OKHE, Unn BOCMONb30BaTbCA BKNagkon OkHa novcka
Poccuiickon ®enepaunn
«Kopekcbly.
. Mounck ocyLecTBnseTcs ¢ MOMOLLLIO rnonen KapTodkm noncka
KOHKpeTHbI OKYMEHT, Ans .
pasgena "3akoHogaTtenbcTeo". Ecnn oTobpaHHbI cnncok
2 | KOTOpOro U3BECTHbl OANH UMK 5
OOKYMEHTOB 60MNbLUON, TO 3aNPOC MOXHO YTOYHUTb C NOMOLLbHO
HECKOIMbKO PEKBU3UTOB .
nonen "Tematuka" nnn "TekcT AOKyMeHTa".
[OKyMeHTbI, B TEKCTE .
lMounck gOKyMeHTa OCyLLEeCTBNSETCS C NOMOLLbIO Nonewn
(Ha3BaHMKM) KOTOPbIX €CTb
3 KapTouku noncka « Tekcm dokymeHma» u «HaseaHue
onpegeneHHble cnoea u
OOKyMeHma»
CNoBOCOYETaHNS
MHdopmaumio N0 KOHKPETHON
4 . PekomeHgyeTcst Bocnonb3oBaTtbes [1paBoBbIM HABUraToOpPOM
npaBoBoOK nNpobnewme.
. MoabGopKy AOKYMEHTOB MO Mownck ocyulecTBNaeTcA ¢ noMoLbio nons "Tematnka" KapTouku
npaBoBoOW Npobneme noucka pasgena "3akoHogaTtenbcTeo".
CneumanbHyto MHGOpMaUnto
(Hanpumep, cynebHoe LlenecoobpasHo ucnonb3oBartb CBA3M K pparmMeHTaM NpaBoOBOro
6 peweHune, ByxranTepckyto akTa unu Bocnonb3oBaTbCcsa cneuumanbHeiMu KapToukamm novcka
KOHCynbTaumo nnu 6naxk cooTBeTCTBYOWMX pasgenoB CINC KoHcynbTaHTl IntoC
AOKYMEHTa).
N3 CrtapToBOro okHa nepenty no ccobinke «llpecca n KHUrM».
Momnck OygoeTr npoBoAUTHCA B asgenax "®uHaHcoBble
Matepuanbl, onybnukoBaHHbIe yA POBOA pasa
KoHcynbTaummn" n "KommeHTapum 3akoHogaTtenscrea”.
. B OyxranTepckux u
IOPUANYECKNX N3OAHNAX
lMpumeyaHue: makxe ucnonb3yemcs none  «MIcmMoYHUK
(raseTax, XXypHanax u KHurax)
nybnukayuu» pasdenos «®PuHaHCOBbIE KOHCynbmauyuu» U
«KommeHnmapuu 3akoHoOamerniscmeax
CnpaBoy4Hyto nHopmaumo
(Hanpumep, KypcChbl BantoT, M3 CraptoBoro OkHa nepentn no ccbinkam «CnpaBoyHas
8 dopmbl B MS-WORD 1 MS- | uHpopmaums»  unu  «OB30pbl  3akoHogaTenbCcTBa», nNnbo

EXCEL, pacuyeTHble

NHAMKATOPbI U T.4.) UK

BOCnosb3oBaTbes Bknagkamm OkHa noucka

LHokymeHm ynpasnsemcs npogpammHbiMu cpedcmeamu 1C Konnedx
lMpoeepb akmyanbHOCMb 8epcuu o opuauHany, xpaHauwemycs 1C Konnedx
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MPOPECCUOHANBHOW OEATENBHOCTU

O3HaKOMUTbLCA C HOBOCTAMU U

o0630pammn poccUncKoro

3akoHoaaTes1bCTBa

Cnuncok Bcex AOKYMEHTOB,
BblbpaTb AmanasoH: «[locnegHee MNOMNOIMHEHUEY», WN

9 BKIMIOYEHHbIX B CUCTEMY C
nocrnegHw Hegenwo», «3a nocnegHue ABe Heaenuy,
nocrieaHMMmM NonosIHEHNAMMU .
nocrneaHnn Mecsawy.
B CraptoBoMm okHe nepentu no ccbinke «llocnegHue
NPOCMOTPEHHbIE  OOKYMEHTbI». B cnucke gng  Kaxgoro
Cnucok nocnegHnx
10 nHpopmaumoHHoro GaHka OyayT copepxaTtbCsl MO

NMPOCMOTPEHHbIX JOKYMEHTOB

Bpewmsi.

3apaHue: nouck nigopmaumm B CINC «KoHcynbTaHT Mritoc»

O3HakoMbTeCb C HOBOCTSIMM KOMMAHUK KOHch'IbTaHT Mntoc, ans aToro HaxXMuTe

COOTBETCTBYHOLLYIO CCbINKy B CTAapTOBOM OKHE.

Hangute B TpyooBOM Kogekce noriokeHme o pabote no coBmecTutenbctBy (1).

lMonyyeHHyo nHopMauuio ckonupynTe B gokymeHT Word.

Hangute pencteylowyo pegakumio degepanbHoro 3akoHa "O  BOMHCKOW
006513aHHOCTU 1 BOeHHOW cnyxbe» (2). lMpumeyaHue Ons noucka ucrosnb3ytime
rons «Bud dokymeHmax» «[louck no cmamycy» u «HaseaHue 0okymeHmay. [ns
roucka ucrione3ytime Jjioaudeckoe ycriosue: «BouHckass obsizaHHocmb KPOME
8HeCeHue.

MocTporite cnMcok OOKyMeHTOB no Teme: «W/HTennekTyanbHas COOGCTBEHHOCTb.
ABTOpckoe npaBo». HanageHHble [OOKymeHTbl OyayT npeactaBneHbl B Buae

CTPYKTYPUPOBAHHOIO AepeBa-crnuncka no pasgenam v MHOPMaLMOHHLIM BaHKaM.

or

Uckombili mekecm ebidernieH crieyuaribHbIM MapKepom

Cdopmmpynte noabopKy OOKYMEHTOB, PErynMpyrOLMX AEATENbHOCTL MOPSIKOB B
chepe BOOHOro TpaHcnopTa.

Tun OOKYyMeEHTa HassaHwne OOKYyMEHTa

LHokymeHm ynpasnsemcs npogpammHbiMu cpedcmeamu 1C Konnedx
lMpoeepb akmyanbHOCMb 8epcuu o opuauHany, xpaHauwemycs 1C Konnedx

B CTapTOBOM OKHE I'IepeVlTVI no ccelfike «HoBble OOKYMEHTbI» U

OOKYMEHTOB, K TeKCTaM KOTOPbIX Bbl o6pau_|,an|/|0b B nocnegHee
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KOHTpOnbHbIE BONPOCHI:

1. Ansa yero npegHasHayeHa cuctema KoHcynbTtaHT Nntoc?

2. [locTonHcTBa CUCTEMBI?

3. Kakne gokymeHTbl Baluen npodeccrnoHansHOM HanpaBieHHOCTU MOXHO HauTu B

cucteme KoHcynbTaHT lMNnoc?

MpakTu4yeckoe 3aHATHe 15. KomnbroTepHble BUPYCbI: MeToAbl
pacnpocTpaHeHus, NpodunakTMka 3apaxeHusi, aHTUBUPYCHbIe NporpamMmbl

Llenb:  Hayuntbcssi  OBGHOBNSATb  @HTUBWMPYCHblE  MpOrpamMMbl;  HayYUTbCS
OCYLLIECTBMATb MOMCK BUPYCOB Ha KOMMbIOTEPE; N3Yy4nTb Krnaccudukaumnio KOMMNbIOTEPHbIE
BMPYCOB; Hay4YUTbCS Npeaynpexaartb pacnpocTpaHeHne KOMMNbIOTEPHbIX BUPYCOB

O6ecneyeHune (cpeactsa oby4veHus):

Mpunbopsbl, annapaTypa, mMatepuanbl: NepcoHasnbHbI KOMMNbIOTEP C BbIXOAOM B
NHTepHeT.

MporpammHoe obecneveHmne:

- onepaunoHHasa cuctema Windows

- Opaysep

- nporpaMmma aHTMBMpyc (paccmoTpmm Ha npumepe ESET NOD32 Antivirus)

Mopsgok paboThl

3agaHue 1. Ha «komnbioTepe o6HOBUTE aHTMBMpYCHyto 6aszy ESET NOD32
Antivirus:

PerynapHoe obHoBrneHne Antivirus — nydwmin cnocob obecneynTs MakCcUManbHbIN
ypoBeHb 6e3onacHocTn koMnbloTepa. Moaynb 0OHOBNEHUS NOAAEPXKUBAET aKTyarbHOCTb
NpOrpaMMHbIX MOAYSIEN N KOMNOHEHTOB CUCTEMBI.

BbibpaB nyHkT OGHOBNEHME B rMaBHOM OKHE MPOrpamMmbl, MOXHO MPOCMOTPETb
WHpopMaUMIO O TEKyWEeM COCTOSHUM OOHOBMEHWs, B TOM 4ucrne paty v Bpems
nocrnegHero yCcnewHo BbIMNOMHEHHOrO OBHOBMNEHUS, a TaKkke cBeAeHUs 0 HeoBX0AMMOCTH
OoGHOBNEHUS.

Takke MOXHO BbINOMHUTL OOHOBMEHWE BPY4YHYI, HaxaB KHorky [lpoBepuTb
Hanu4ne obHoBneHun. PerynspHoe oBHOBEHNe NporpaMMHbIX MOAYNen U KOMNOHEHTOB

SIBMSIETCHA BaXXHbIM acrnekTom obecneveHnsa NonHom 3awmTbl OT BpPeOOHOCHOIo Koaa.

LHokymeHm ynpasnsemcs npogpammHbiMu cpedcmeamu 1C Konnedx
lMpoeepb akmyanbHOCMb 8epcuu o opuauHany, xpaHauwemycs 1C Konnedx
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NOD32 ANTIVIRUS RS

O6HoENEHME ®

ﬁh JOMaLLHAR CTPaHNLa
Q CKaHUpOEAHWE KOMMNBHOTEDA TekylLan EepoiA: 13.1.16.0

£ ObHosneHne

_C‘C"IE,C—|EE ycnewHoe oBHOBAEHME:

B3 cepeuc MocneaHARA YCewHan NPoEepKa HanuuMa

@ HacTpoiika

oBHOBASHWIA:

(?) Cnpaexa u noanepxxa

MpoBepwTs HanKuMe oBHOBNEHWIA

Tekywana Bepcus: oTobpaxaeTcsa HOMEp TEKyLen YCTaHOBNEHHOM Bepcun
npoaykra.

MocnegHee ycnewHoe obHoBNeHue: otobpaxaeTcs gata NocreaHero ycrnewHoro
obHoBneHus. Ecnu He oTobpaxkaeTca HeJaBHANA gaTa, BO3MOXHO, BallM MOAYNM NpoaykTa
HeakTyarsnbHbl.

lMocnegHsasa ycnewHas npoBepka Ha Hanudme obHoBNeHun: oTobpaxaeTcs garta
nocrnegHen ycnewHon NpoBepkn Ha Hannyme 06HOBNEHUM.

MokaszaTb Bce Moaynu: oTobpakaeTCA CrMCOK YCTaAHOBIIEHHbLIX MNPOrPaMMHbIX
Moaynemn.

Haxmnte npoBepuTb Hannyme OOHOBMEHUN, YTOObI HAWTXM MNOCNEOHIO LOCTYMHYHO
Bepcuio ESET NOD32 Antivirus.

Mpouecc o6HOoBNEHNS

Mocne HaxaTua kHonku MpoBepuTb HanuMune OOGHOBMEHMI HAYMHAETCS 3arpyska.
Ha akpaH 6yayT BbiBeAeHbl MHOANKATOP BbINOSTHEHUS 3arpy3kn 1 BpeMsi 4O €€ OKOHYaHUS.

YT0o0bI npepBaTtb npouecc OOHOBMEHUS, HAXXKMNTE OTMEHNTb OOHOBMNEHME.

LHokymeHm ynpasnsemcs npogpammHbiMu cpedcmeamu 1C Konnedx
lMpoeepb akmyanbHOCMb 8epcuu o opuauHany, xpaHauwemycs 1C Konnedx
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NOD32 ANTIVIRUS B
O6HoBNEHME @

@ [lomalwHAs crpaHuua @
Q CKaHWPOEaHWE KOMNBHTERE TeKyLLaA BepCIA: 13.0.22.0

~
£} ObBuoenenve (1]

_CE'1E,£—|EE ycnewHoe 0OHOENEHKE:
B3 Cepeuc - .
OCNeAHAR YCMelHanA NPOEEPKa HANMUMA

fs3 Hactpoiika

OBHOBAEHMIA:

0Ka3aTk BCE MOy

@ Cnpaeka W NoAaepxKa

A CHoi 0BHOBNEHWA MOAYNER

Owmbka NOAKIHYEHNA K CEPEEPY.
OBHOBAEHUE NPOTrPaMMEl HE BbINOAHEHO
Owmbka NOAKIHYEHNA K CEPEEPY.

MpoeepuTs HandKe oBHOBAEHWUIA

3apaHue 2. MNpoBeaguTe Nouck BUPYCcoB Ha KomnbioTepe ¢ nomowlbto ESET NOD32
Antivirus:

CkaHupoBaHuMe KoMmnbloTepa

Moaynb ckaHMpOBaHMS KOMMbKOTEpPA MO TpeboBaHUIO SABNSAETCS Ba)KHOM 4acCTblo
peweHus, obecneuvnBatoLLero 3awmuTy oT BupycoB. OH ncnonb3yeTcs Ans CKaHMpoBaHUSA
dannoB M nanok Ha komnbtoTepe. C ToukM 3peHusi obecneveHusi 6e3onacHOCTU
NPUHLMNMANbHO BaXXHO BbINOSTHATL CKaHUPOBAHWE KOMMbKOTEPA PErynsipHO, a He TOSbKO
NPy BO3HUKHOBEHUWN MOAO3PEHNN O 3apaxXeHun. PekoMeHayeTcsa perynsipHO BbINOMHATb
NOSIHOE CKaHMPOBaHME KoMMbloTepa Ansi ObHapyXeHusi BMPYCOB, KOTOpble He Obinu
HangeHbl 3aWwmnTon annoBon CUCTEMbI B PEXMME pearnibHOro BPeEMEHU Mpu 3anucu Ha
ANCK. DTO MOXET NPOM30ONTU, €CAN B TOT MOMEHT 3alumta (pannoBon CUCTEMbI B pEXNME
peanbHOro BpemeHu bbina oTkM4YeHa, Moayrb OBHapyXeHus Obin yCTapeBLMM UMK Xe

chann He GbIN pacno3HaH Kak BUPYC Npu COXpaHeHU Ha AUCK.

LHokymeHm ynpasnsemcs npogpammHbiMu cpedcmeamu 1C Konnedx
lMpoeepb akmyanbHOCMb 8epcuu o opuauHany, xpaHauwemycs 1C Konnedx
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(es[zl) NOD32 ANTIVIRUS B
CKaHHpOBaHHE KOMnNbHOTEPA @

@ [OMaLIHAA CTRaHuua

FaClWMpeHHOE CKaHUMPOBaHWE

BbIECpCHHCE CKAHWPOBAHWE W CKAHWPOEAHWE
ChEMHBIX HOCHTENER

Q CKaHWPOBaHWE KOMMLIOTEpa ®
x_ COBHoBneHue

3 Cepeuc

§o3 Hacrpoiika

@ Cnpaeka v Nnogaepxea
Q CkaHWpoBaHWe KOMMNbHTepa

MNpousowno obHapyxerui: 0
C\Documents and Settingsh...\F58FECT63C1BE4EBFE44FCOB5CE0C365B2ATBBCL

[eiicTeEne Nocne ckaH, | HWYEro He NPeanpuH.. W

[JocTynHO [f[Ba Tuna CKaHUMpoBaHUS  KommnbioTepa. CkaHMpoBaTb  KOMMbHOTEP:
ObICTpOE  CKaHMpOBaHME CcuUcTeMbl, He Tpebywuwee YTOYHEHUS  MapameTpoB
CKaHupoBaHus. BeibopoyHoe ckaHnpoBaHue (B pa3gene «PaclmpeHHoe cKaHMpOBaHUEY)
no3BonseT BblbpaTb OOUH M3 NpeaBapuUTENbHO onpeaeneHHbIX Npoduien ckaHMpoBaHUS
OS5 NPOBEPKN cneuunanbHbIX Nanok, a Takke No3BoSisieT yYKka3blBaTb KOHKPETHbIE 0OBLEKTbI
CKaHMpPOBaHWS.

MpockaHnpoBaTb KOMMNbLIOTEP

®dyHKuma «CkaHMpoBaTb KOMMNbIOTEP» MO3BONSET ObICTPO 3anyCTUTb CKaHMPOBaHWE
KOMMblOTEPA M OYUCTUTL 3apaxeHHble hannbl 6e3 BMmelwlaTenbCTBa MONb3oBaTENS.
MpenmMyLLecTBO TaKkoro CKaHMpPOBaHWUSA 3akf4aeTcs B TOM, 4YTO OHO YyaobHo B
BbIMOSTHEHUN K He TpebyeT TwaTenbHOW HACTPOWMKM CKaHupoBaHuda. [lpyu  Takowm
CKaHMpPOBaHNN MPOBEPSAIOTCA BCe (pansibl Ha fnoKarbHbIX UCKaX, a Takke aBTOMaTUYeCKu
ouynarTCa  unnM - yganaiTca  obHapyXeHHble  3apaxeHud. [Ona  YpOBHS  OYUCTKM
aBTOMaTUYECKN BbIOPAHO 3HAYEHWE MO YMOSYaHu. [JOMOMAHUTENBHYK WMHAOPMaUUKO O
TMNax OYUCTKKM CM. B pa3gene OuuncTka.

Kpome TOro, MOXHO MCMNOSib3oBaTb (PYHKLMIO CKAHUPOBaAHUS C WUCMNOMb30BaHUEM

nepeTtacknmBaHu4, 4YTOObI BPYYHYIO CKaHUpOBaATb Ct)aplﬂbl UM nankn: gn4da 3Toro HaseguTte

LHokymeHm ynpasnsemcs npogpammHbiMu cpedcmeamu 1C Konnedx
lMpoeepb akmyanbHOCMb 8epcuu o opuauHany, xpaHauwemycs 1C Konnedx
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C.52/60

yKazaTenb MbIlWW Ha HYXHbIA dpann unuv nanky, WenkHuTe W, yaepxuvBad HaxaToun
KnasuLly MbllWKW, NepeMecTuTe BblAeNeHHbIN 3reMeHT B OTMeYeHHy obnacTtb, nocre
4yero OTNycTuUTE KHOMKY Mblwn. [locne aTtoro npunoxeHue byaeTt nepeBeneHo B (OOHOBbIN

PEXMM.

B pasgene pacliMpeHHbIX napamMeTpoB CKaHMPOBAHWUSA LOCTYMHbI  crieaylowme
BapuaHTbl CKAHNPOBAHMSI.

BbibopoyHoe ckaHupoBaHue

BbibopoyHoe ckaHMpoBaHWE NO3BOMISIET YKa3aTb NapameTpbl CKaHUPOBaHUSA, Takne
Kak 00beKTbI n MeToabl CKaHMpPOBaHMUS. MpenmyLiecTBoM BbIGOPOYHOrO
CKaHMPOBaHNSA ABMNSETCA BO3MOXHOCTb MOAPOBHOM HAcTporku napameTpos. LlenkHute
3HAYOoK LLUECTEPEHKN, YTODbLI HACTpPoUTbL NapameTpbl. KOHpUrypaumm MOXHO COXpaHsTb B
Nnonb3oBaTeNbCKUX NPOUMIAX CKaHUPOBAHWUSA, KOTOpble YOOOHO NPUMEHATb, ecnn
perynsapHo BbIMOMNHAETCA CKaHUPOBaAHNE C OAHUMMU U TEMU XXE NapameTpamu.

CkaHnpoBaHMe CbeMHbIX HOCUTENEN

MogoBHO ckaHMpOBaHUIO  KOMMbIOTEpa AaHHaa  (OyHKUMA  ObICTpO  3anyckaet
CKaHMpoBaHME CbeMHbIX HocuTenen (Hanpumep, CD/DVD/USB-guckoB), koTopble
NOOKIMOYEHbI K KOMMNbIOTEPY B [AaHHbIA MOMEHT. 3JTO MOXeT OblTb YyAobGHO npu
nogknoyeHn K komnbtotepy USB-ycTponcTtBa (naw-naMmstv, COAEPXKMMOE KOTOPOro
HeobXo4MMO MpOCKaHMpOBaTb Ha HanuuMe BPELOHOCHLIX NporpaMMm W APYrux
NnoTeHUMarnbHbIX yrpoa.

[aHHbIN ™n CKaHMpoBaHus TaKke MOXHO 3anycTuTb, BblOpaBs
BapuaHT BbibopoyHoe ckaHupoBaHWe U MyHKT CbeMHble HOCUTENW B pacKpbiBalOLLEMCS
MeHo OBbeKkTbl CKaHMPOBaHWS, a 3aTeM HaxaB KHornkKy CkaHMpoBaThb.

[MoBTOpPUTL NOCNeaHee ckaHMpOBaHWe

MossonseT ObICTPO 3anycTUTb MOCNegHee BbINOSIHEHHOE CKaHWpOBaHWE C
NCMonNb30BaHMEM TEX Xe HaCTpoeK.

Bbl moxeTe BbiOpaTb BapuaHTbl HAYEro He npeanpuHMMaTh, BbIKMKYUTL UK

nepesarpy3vTb B packpbiBaloLLEMCS MeHI0 «[JeCTBME NOCre CKaHNPOBaHUS».

KOoHTpOnbHbIE BONPOCHI:
1. Yto Takoe Bupyc?
2. Kaknm obpasom BUpYC BNMSET HA KOMMNbIOTEP U CUCTEMY?

3. UTto Takoe aHTMBMpYCHas nporpamma?

LHokymeHm ynpasnsemcs npogpammHbiMu cpedcmeamu 1C Konnedx
lMpoeepb akmyanbHOCMb 8epcuu o opuauHany, xpaHauwemycs 1C Konnedx



KMPK BTAP® ®I'60Y BO «KI'MY»

MO-26 02 05-0Or1.10.1M3

NH®OPMALIMOHHBIE TEXHOJIO'M B
MPOPECCUOHANBHOW OEATENBHOCTU

C.53/60

4. OYHKLUUN 1 BO3MOXXHOCTM @aHTMBMPYCHOW Nporpammbl?

MpakTnyeckoe 3aHaTne Ne 16. Nouck nupopmaumm B cetn UHTEepHeT

Llenb: HayunTbCa nckaTb MHOpMaUMIo B ceTn IHTepHeT.

O6ecneyeHune (cpeactsa oby4veHus):

Mpubopbl, annapaTtypa, MaTepuanbl: NepcoHarnbHbIN KOMMbLIOTEP C BbIXOAOM B

NHTepHeT.

MporpamMmmMmHoe obecneyeHue:

- onepaunoHHasa cuctema Windows

- Opaysep

- nporpamma MS Word

Mopsagok paboThl

3apaHus:

1. Ncnonb3ys nouckoBble CUCTEMBbI

NHTepHeT, Hangute wuHdopMauui o

cneunanm3mposaHHomMm nporpamMmmMmHOM obecnevyeHun. KOTOpOE MOXHO MCNOoJib3oBaTb AJiA

Bawen cneumanbHOCTM.

Tabnuuya «CneumannanpoBaHHoe NporpaMmmMHoe obecneyeHme»

HanmeHoBaHue dnpma Ha3Ha4yeHne, OCHOBHble I
eHa
NpPorpaMmMHoOro NPoaykTa | NpomM3BoAuTEsNb BO3MOXHOCTU
2. Hangute B cetn IHTEpHET MHdopMauuio 0 Hacocax. 3anonHuTe Tadnuuy.
KpaTtkuin
Twn Hacoca npUHUMN JlocTonHCcTBaA HepocTtaTkun
NENCTBUS

OTyéT no pabote opopmuTte B nporpamme MS Word.

KOHTpOﬂbH bl€ BOMNPOCHI.

1. Ut0 Takoe 6paysep?

2. Kak npaBunbHO COCTaBUTb NOUCKOBbLIN 3arnpoc?

3. Kak pauunoHanbHO ocyLecTBUTb NPOCMOTP BKNAAOK U CCbINOK?

LHokymeHm ynpasnsemcs npogpammHbiMu cpedcmeamu 1C Konnedx
lMpoeepb akmyanbHOCMb 8epcuu o opuauHany, xpaHauwemycs 1C Konnedx
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MpakTnyeckoe 3aHATHE Ne 17. PaboTa ¢ 3NIeKTPOHHOM NOYTOMN

Llenb: HayunTbcsl co3gaBaTh SILLUMK SMEKTPOHHOW MOYThI, HAYYMTbLCS OTNPaBMATb U

noJiy4yaTb 3JIEKTPOHHbIE NMNUCbMa C BJ10OXEHUAMUN

O6ecneyeHue (cpeactaa obyveHus):

Mpubopbl, annapaTtypa, MaTepuanbl: NepcoHasnbHbIN KOMMbLIOTEP C BbIXOAOM B

NHTepHerT.

MporpammMmHoe obecneyeHue:

onepaumoHHasa cuctema Windows
- Opaysep

Mopsgok paboThl
3apaHue:

BJ1OXEHNEM.

co3aaThb SHGKTDOHHbIVI NMOYTOBbIN SLLNK W oTnpaBnTb MNMUCbMO C

1) 3axoaMm Ha canT «fHOekc», B NpaBOM BEpPXHEM Yrny Haxumaem «3aBecTu

noyty» (B ganbHenwem Hago 6ygeT HaxumaTb Ha «BownTm B MOYTYy» M BBOOUTbL CBOW

NIOMMH N Naporsb)

¥ Mepsoypansck

42 racrpoika | Nowr

//

Y

0 npase CLUA Ha HCNONb30BaHHE PECYPCOB NlyH!
EUR 82.38

USD 75.48 HE®Tb 33,84

#/lyuwenoma

Anpexc

Haipérca 8cé. Hanpumep,

Moroga

Do Howo-s,
yTpoM -6

Pacnucaqus

Kapra Mepsoypanbcka

Bugeo Kaptuuku Hosoctu Kapter Mapketr [lepesogumk  My3bika

Ckauante 6paysep

€ 33WMTOIA OT CAIATOB C BUPYCaMK
dpup ewe
Haittn

© Cravaiire Gesonacwsin Gpaysep

KopoHaeupyc

1:17 544 6:20 6:40 859

2) BHocuM cBOM AaHHble, NpuayMblBaeM NOMMH 1 Naporb Ans

NOYThI

q re

fHnexc

v

&

x 4+

OpvH akKayHT Ans Bcero

o=

~
L]

Peructpaums

3apercTpuposaTea

LHokymeHm ynpasnsemcs npogpammHbiMu cpedcmeamu 1C Konnedx
lMpoeepb akmyanbHOCMb 8epcuu o opuauHany, xpaHauwemycs 1C Konnedx
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3) Tak BbIrMAAUT OKHO MOYTOBOrO cepBuca (MMeHa U coaepkaHue MMCeM CKpbITbI

cneymanbHo)

QupexcMoyra  Kowraow  owex fvcc 3avern  Kanewgaps 3 Eug B 4

Mepeitt | Pernama

& CoumanbHbie ceTn

¢) Cenoxennamm

Manku

Junk

+ Coaare nany

(Ompaenexsie
YnanéxHbie
Cnam

YepHoBuKM

4) Ytobbl co3gaTb NMCbMO, B IEBOM BEPXHEM Yy Haxnmaem «Hanucatb»

= fAupekc [loyta omacr

id Bxogauwme 99+

Paccoinim

CoumansHsie cetn

¢) C snoxennamm

5) B70 OKHO NucbMma. B cTpoke «Komy» nuwem agpec an. novtsbl nony4yaTens.

B ctpoke «Tema» - TeMy nMcCbMa — KOPOTKO CyTb NMCbMa

B okHe BBOgMM TeKkCcT nucbMma (cobnioganTe OenoBOW 3TUKET MNpwu BeaeHUU
nepenucku).

Ecnn Hy)XHO NpUKpenuTb K NMCbMY AOKYMEHT — HAXKMUTE Ha 3HAYOK KCKPEMNKM».

Korga nncbmMo 3akOHYeHO — HaxkmuTte « OTnpaBnTb».

lMncbmo okaxeTca B nanke «OTI'IpaBJ'IeHHbIe)) - ieBad 4YaCTb OKHa.

LHokymeHm ynpasnsemcs npogpammHbiMu cpedcmeamu 1C Konnedx
lMpoeepb akmyanbHOCMb 8epcuu o opuauHany, xpaHauwemycs 1C Konnedx
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OKHO g1a BBOA4A TEKCTa NMcbma

L~ TIpUKpennTb AOKYMeHT

| OTnpaBuTe I 24 =3 Fal BE) wasnone A% NepesonHmk B

KOHTpOnbHbIE BONPOCHI:

1. UT0 Takoe anekTpoHHasa no4yra?
2. HasHayeHue n dyHKUUKN NoYThI?
3. Kak HanucaTb nncbmMo?

4. Kak npukpenntb AOKYMEHTbI 1 hannbl?

MpakTuyeckoe 3aHATMEe 18. OpraHmsaumsa Oe3onacHonm paboTbl C
KOMMbIOTEPHON TEXHUKOWN

Llenb paboTbl: 3aKkpennTb 3HaHWUSA O TEXHUKN Be3onacHocTu u TpeboBaHmsax CanlunH
K paboyemy mecty

3agaHune Ne 1. YcTtaHoBKa naponein nonb3oBaTens.

1. YcTaHoBUTE Tpy Napons:

- MepBbI Naponib B HacTponkax BIOS (3awmta Ha ypoBHe BIOS
Oynet TpeboBaTb BBOA Naponsa Npu 3arpy3ke KOMMbTepa);

— BTopow naponb Ha y4€THYIO 3annCb Nosnb3oBaTens;

— TpeTun — Ha 3acTaBKy 3kpaHa (a 3awmTa Ha 3acTaBke
3KpaHa nepekpoeT AOoCTyn K MHdopMauum nNpy NpoLecTBUN OnpeaeneHHoro,
BaMW 3agaHHOro, BpeMeHn 6e3aencTBmst KOMNbloTepa).

Ana 3agaHna napona Ha 3acTaBky Heo6XxoouMMO BbINOMHUTHL Ccrieayolime
AENCTBUS: HaxmuTe KHonky [lyck, BblibepuTe komaHabl HacTtporka wu [MaHenb

ynpasneHud, apaxkabl WEJIKHUTE MO 3HA4Ky 3KpaH N B OTKpbIBLLUEMCA OKHE CsoncTtBa

LHokymeHm ynpasnsemcs npogpammHbiMu cpedcmeamu 1C Konnedx
lMpoeepb akmyanbHOCMb 8epcuu o opuauHany, xpaHauwemycs 1C Konnedx
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3KpaHa BblbepuTe BKkNagky 3acTtaBka. 3aganTte Bug 3acTaBku, YCTAaHOBUTE BPEMEHHOM
WMHTepBan (Npeanonoxum, 1 MuH), yctaHoBuTe driaxok [Naporib 1 HaXXMUTe Ha KHOMKY
N3meHunTb.

B oTkpbiBlUEMCA OKHE M3MeHeHMe naponsa BBeAWTE MapoSib Ha 3acTaBKy 3KpaHa,
3aTeM NOBTOPHO ero HabepuTe 4ns NOATBEPXKAEHUSA N HAXMUTE Ha KHomnKy OK.

3agaHue Ne 2. 3awwmTa )ecTkoro ancka (BMHYecTepa)

1. Co3pante aBapuiHbIN 3arpy304HbI Anck. (OH oYeHb NpuroguTcs, ecnv no
KaKOM-TO MPUYUHE He yOacTCa 3arpysvTb OnepaumoHHY0 CUCTEMY C XXECTKOro AMcKa).

3apaHue Ne 3. PesepBHOoe kOnMpoBaHME AaHHbIX

1. Co3ganTe pe3epBHYO KONMIO CBOEK Nnanku Ha usb HakonuTene.

3agaHune Ne 4. YaaneHue hannos

1. Ouuctnte cogepxmmoe KopauHbl. (Ona nosHoro yganeHus MHgopmaumm ums
Kop3uHsbl, T. €. ee O4YUCTKU, caenanTe LeyoK NpaBon KHOMNKOW MbIK NO 3Ha4Ky Kop3uHbl
Ha paboyem CTOMNe U B OTKPbIBLUEMCS KOHTEKCTHOM MeHI0 Bbibepute komaHgy O4ncTutb
KOp3vHY unu BbibepuTe B okHe Kop3nHa kKoMaHay OYUCTKM KOP3UHBI).

3agaHune Ne 4.1. lecbparmeHTaumnsa gucka

. BoinonHute pgedparmeHtaumio gmcka D:\ (U4T06bl ObiTb TOYHO YBEPEHHBLIM, YTO
BallM [OaHHble YHUYTOXEHbl HaBcerga, cuctemMaTtudeckum nposoauTe pedparMeHTauumio
XecTtkoro gucka. lMporpamma gedparmeHtauun Defrag BxoguT B cocTaB CRyXebHbIX
nporpamm [lyck/ lMNporpammel/ CtaHgapTHble/ CnyxebHble u nepemellaeT AaHHble Ha
aucke Takum obpasom, 4yTobbl dannbl U CBOOOAHOE NPOCTPaAHCTBO pasMellanuch
ONTMMarbHO).

3agaHue Ne 5. YctaHoBKka naponen Ha AOKYMEHT

1. YcTaHoBUTE naponb Ha AaHHbI JOKYMeHT (BHumaHue! 3abbiTbii naporb
BOCCTaHOBUTb HEBO3MOXHO. B MS Office Ha oTkpbiTne dannos MS Word npegycmoTtpeHa
CpaBHUTENbHO HadexHas 3awmta. 3awmta  9NeKkTpoHHbIX Tabnuy MS  Excel un
nonb3oBatenbckon uHpopmaumm MS Outlook 6onee cnabas, 4em y TEKCTOBbIX
AOKYMEHTOB.).

3apaHne Ne 5.1. Co3gaHne apXxmBHbIX KOMWI 3aLlMLLEHbIX Napofem

1. Cospante apxvB WinRar ¢ naponbHon 3awmton ([laponbHas 3awwuTa,
BXOAsLWAs B KOMMIEKT MHOMMX apxXMBaTOPOB, BMOSIHE MOXET ybepeyb OOKYMEHT OT
NMOCTOPOHHUX rnas).

3agaHue Ne 5.2. MNporpamsbl WnpoBaHNSa AaHHbIX U pasgerios Ancka.

1. MpoBeauTe aHanu3 cneumanbHbIX NPOrpamMm «LIMEPPOBAHUS» U 3aMONHUTE

LHokymeHm ynpasnsemcs npogpammHbiMu cpedcmeamu 1C Konnedx
lMpoeepb akmyanbHOCMb 8epcuu o opuauHany, xpaHauwemycs 1C Konnedx



KMPK BTAP® ®I'60Y BO «KI'MY»

MO-26 02 05-0r1.10.M3 VMHPOPMALIMOHHbBIE TEXHONOT A B C.58/60
MPOPECCNOHANBHOW OEATENBHOCTU
Tabnuuy:
Tabnuua 2.
HanmeHoBaHuve Cnocob MpyHUMN Mpunmywect | Hegocrtatk
nporpambl pacnpocTpaHeHus AencTens Ba n
3agaHue Ne 5.3. LLindpposaHue canna
1. CospgaTtb KaTanor «cekpeTHo» Ha [ducke D:
2. Cospatb TekcToBbIN gokymeHT PUO.ixt BHYTpu KaTanora
3. 3anonHUTb JOKYMEHT CBOMMW NEePCOHarnbHbIMU AaHHLIMU, COXPaHUTb
4. OTkpbITe CBoOMcTBa hanna PUO.txt
a) Bknagka O6wue — Haxatb «[pyrmne...» — ATpubyTbl oXatma wn
LnppoBaHnA
b) LUndposatb cogepxnmoe Ansa 3awmnTbl AaHHbIX, HaxaTb «OK»
C) 3awwundpoBatb hann u cogepxallyto ero nanky, Haxatb « OK»
5. OTKpbITb 3aWIMdPOBaHHbLIN dhansn

3agaHue Ne 6. 3awmTa nHopmauumn, aHTMBMPYCHas 3awmTa. YaaneHme smpyca

1. OTkpbITb Nporpammy BnokHoT

2. BBecTn ko Bupyca:

X50!P%@AP[4\PZX54(P")7CC)7}$EICAR-STANDARD-ANTIVIRUS-TEST-
FILE!$H+H*

3. CoxpaHuTtb dann kak EICAR-Test-File.bat Ha Pabo4yem ctone.

4. MpoBepnTb hann Ha BUPYCbl HaXaB Ha HEM MPaBOM KHOMKOW MbIM W
BblOpaB COOTBETCTBYHOLLNIA MYHKT MEHO

5. OumncTuTb KOMNBIOTEP OT BUPYCA

3apaHue Ne6. Hactpownka 6paHamayapa

1. Bowntn nog umeHem Admin

2. MpoBeputb poctyn http://miigaik.ru n http://vk.com B 6paysepe Internet

Explorer
3. [Mpn oTCYTCTBUM COEQUHEHMUS NPOBEPUTL HACTPOWNKN CETMU.
4. «lMyck» — T[laHenb ynpaeneHns — T[lpocmoTp: KpynHble 3HayYkn —

AoMunHucTpmnpoBaHne — bpaHamayap Windows B pexxnme noBbILLeHHON 6e30nacHOCTU
5. OTkpbITe CBOMCTBA BpaHamayapa Windows
a) YacTHbIn npodunnb — Mexoadawme nogknoveHuns: brnokmposaTb

b) O6wwmn npodunb — Ncxogsawme nogkniodenuns: bnoknposatb
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6. MpoBepuTtb goctyn http:// miigaik.ru n http://vk.com

3agaHue Ne7. MNpaBuno ansa cnyxo6

1. 3anyctutb: Nyck — Bce nporpammbl — LieHTp o6HoBneHnn Windows

2. MpoBeputb Hannume obHoBneHnn Windows

3. Bpanamayap Windows B pexume nosbileHHoOn 6e3onacHoctn — [pasuna
Ansa ncxopsuero nogknioderns — fencreme — Cosgatb Npasuno...

a) MacTep co3gaHus npaesuna aAnsg HOBOro UCXOAALLEro NOAKITHYEHUS:

. HactpanBaemblie, HaxaTb «[Janee»

. MyTb nporpammebl: %SystemRoot%\System32\svchost.exe

. Cnyx6bbl — Hactpoute — [pumeHsate k cnyxbe: LleHTp o6HoBneHus

Windows, HaxaTb « OK».

. HaxaTb «[Janee»

. Twun npoTokona: Jltobon, HaxaTb «[danee»

. JTrobon IP-agpec, HaxaTtb «[danee»

. PaspelwunTb nogknioyeHne, Haxatb «[Janee»

. YkaszaTb npodunu: HacTtHbin, Ny6nuyHein, HaxaTtb «danee»
. Nwms: PaspewmnTts o6HoBneHne Windows

. Onucanue: Paspewnts o6HoBneHne Windows

2. MpoBeputb Hanu4ne obHosneHnn Windows

3. He yctaHaBnueatb o6HoBneHus Windows

3apaHue Ne8 YkaxuTte TpeboBaHNS K NOMELLEHUAM KabuHeTa MHPOPMATUKN:
3agaHue Ne9. YkaxuTe, kKakme AencTBus 3anpeLleHbl B KabuHeTe MHGOpMaTUKM.
3agaHve Ne10. Ykaxute KOMMNIEKC YNpaxHEeHWWn [ANna CHATUS ycTanocTn 3a

KOMMbIOTEPOM (C KAapTUHKaMW).

KoHTpOnbHbIE BOMNPOCHI:

1. Kak yctaHoBWTb naponn?

2. Kak geparmeHTnpoBaTtb ANCK?

3. Co3gaHne apXuBHbIX KOMUK, 3aLUULLEHHbBIX NApPOSIEM.
4. Kak ocyLiecTBuTb WngposaHue danna?

5. Kakne pencrteusa 3anpelleHbl B kKabuHeTe nHdopmMaTmkn?
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