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NABOPATOPHAA PABOTA Ne1

Ileny pabomot
% IlomyunTh mnpakTHYecKHe HaBBIKM pabOTHI B omepanuoHHOW cucreme Windows , a
MMEHHO: co3JaHus (aiyioB, MamoK U SPJBIKOB, KOMMPOBAHMUS M YHUUTOXKEHHs (aillios,
Croco0OB apXMBalllH, a TAK)KE HACTPONKU CUCTEMBI.
% I[lomy4nTh mpakTHYECKUE HABBIKA PAaOOTHI B onepaninoHHol cucteme MS-DOS, a uMeHHO:
CO3MaHMS KaTalloTOB W (aljioB, MPOCMOTPA WX COJEPKUMOTO, KOMHPOBAHUS U
YHUYTOXKEHUS (PailyioB, a TaK’Ke HEKOTOPHIX MPOCTEUIITUX CIIOCOOOB HACTPONUKH CHCTEMBI.

Yacme 1

PABOTA B CPE[E Windows

Mopsaaok BbINONMHEHUA padoTbl

1.

Co3paiite Ha PabGoueM cTose nanky ¢ JUIMHHBIM UMEHEM (B KaueCTBE UMEHM MaK{
UCIIOJIb3YHTE Ha3BaHUE JaHHOM JaboparopHoit padotel). Kakoe MS-DOS ums Oyaer
CreHEepUPOBaHO Uit 3Toi nanku. Kak HaspiBaroTcs nmanku B cpeae MS-DOS?

Pabota ¢ mporpammoii [IpoBogHUK.

2.1. 3anyctute nporpamMmy IIpoBonnuk. Crenaiite 3T0 ¢ HIOMOIIBIO [ 1aBHOrO MEHIO U
HanboJiee OBICTPHIM CIIOCOOOM.

2.2. O3HaKOMBTECH CO CTPYKTYpPOH MaroK Ha cBoeM KoMnbrotepe. [locmotpute, rae B
CTPYKTyp€ NanoK KOMITbIOTEpa HaXOAUTCA co3AaHHas BaMu namnka. Coznaiite B 3ToM
nanke BJIOXKeHHY0 nanky. [locMotpute Ha npasoii nanenu [IpoBogHuka conep:xumoe
CO3/1aHHBIX BAMH MAIOK.

2.3. 3yunte BO3MOKHOCTH U3MEHEHMSI pa3MEPOB OKHA ITporpaMMsl [IpoBogHuK ©
MOMOIUIBIO YIIPABJISIFOIIMX KHOMOK B BEPXHEM IIPaBOM YTy OkHa. O3HaKOMBTECH C
COJICPKUMBIM OKOHHOTO MeHI0. Kakue criocoObl BbI ellie 3HaeTe yIpaBiIeHUs pa3MepamMmu
Y MECTOIOJIO’KEHNEM OKHA Ha SKpaHe?

2.4. O3HaKOMBTECH C COACPKUMBIM CTPOKH MEHIO ITpOrpaMMsbl. OIpenennTe, Kakue
KOMaH/1bl MEHIO UMEIOT MOJMEHIO, a BBIOOP KaKUX MPUBEIET K OTKPBITUIO JUAIOTOBBIX
OKOH.

2.5. [TocmoTpuTE, KaK U3MEHSIETCS COIEP)KMMOE CTPOKU COCTOSIHUSI OKHA B 3aBUCUMOCTH OT
TOT0, KaKOH 0OBEKT BbIZeNIeH Ha 3KkpaHe. KakuM 00pa3oM MOXKHO OTKa3aThCsl OT
BbIBOJIa CTPOKU COCTOSTHUS Ha 9KpaH, a 3aTEM CHOBA BBIBECTHU €€?

2.6. O3HaKOMBTECH C COACPKUMBIM ITAHEIN HHCTPYMEHTOB OKHA. Kak oTka3aTbcs OT ee
BBIBOJIA HA DKpaH?

2.7. Kak MOXHO peryJinpoBaTh HupuHy naneneit [lposognuka? Ilepelinure B 0AHy U3 Nanok
Ha BaieM KoMmibioTepe. M3menure crocod oToOpakeHus (aisioB U MarnoK B OKHE
[TpoBogHMKa (paccMOTpUTE CIIOCOO MPECTaBICHHs B BUJIE KPYITHBIX 3HAYKOB, MEJIKUX
3HAYKOB, CIIMCKa U Tabnuiibl). OTcopTUpyiTE Pailsibl ¥ NAIKK Ha MPaBOi MaHETU
[TpoBoaHMKA 110 pa3IMYHBIM MPU3HAKaM (110 UMEHHM, THUITy, pa3Mepy U JaTe MocieaHen
Moudukamn). Kak emie MoKHO yHOPSIIOYUTh 3HAYKH (ailjioB B OKHE?

2.8. Kakue enie napameTpsl IPOCMOTPa MOKHO U3MEHUTH [UIsl porpammsl [ IpoBogHuK?
Jly1s oTBETa Ha ATOT BONPOC OTKPOWTE COOTBETCTBYIOIIEE AUATIOTOBOE OKHO (MeHIo Bup,
komaHja CBolicTBa nanku). [IpoBepbTe 1eHCTBEHHOCTh N3MEHEHHBIX BAMH [TapaMETPOB.
31ech JKe 03HAKOMBTECH C TUTIAaMH (HAIIIOB, 3apETUCTPUPOBAHHBIMHE B Ballleil CUCTEME.
[TpoBephTe Ha 0HOM U3 PailIoB AEMCTBEHHOCTH 3TOM perucTpamnui (T.e. MOMbITaiTeCh
IIPOCTO €r0 3aIyCTUTh U yOETUTECH, YTO ATOT (ailsl OyI1eT OTKPHIT B HY’KHOM



npwioxenun). Kak 3agath BO3MOXKHOCTh 00pab0TKH (paityia onpeaeieHHOro
paciIupeHtst HeKoTopoil nporpammoii? IIpogemMoHCcTpupyiTe 3TO Ha IpUMEpE.

2.9. llepeumMenyiiTe OJIHY M3 CO3/IaHHBIX BaMH TAIOK.

2.10.Ceepnute nporpammy IIpoBogHHK B KHOIIKY Ha IIaHEU 3aJad.

3amyctute nporpammy bioknot. Co3maiiTe B Hell HEOOIBIION TEKCTOBBIN (haitn. CoxpaHuTe

€ro B OJJTHOM M3 cO3JaHHBIX BamM nanok. He 3akpbiBasg okHa biaokHOTa, clienaiTe akTHBHBIM

nporpammy [IpoBogHUK U yOenuTech B TOM, 4TO (pailst JEHCTBUTEIHHO TMOSBWICS B HY>KHON
nanke. Co3faiite B TOM e Mamke ele oO1H TeKCTOBBIN (ailsl (He 3a0ybTe €ro COXpaHUTh).

Beriinnre n3 nporpaMMsl biiOKHOT.

PaGora ¢ daitnamu, nankamu.

4.1. Ecnu BbI 3aKpblIM OKHO IIporpaMMmsbl [IpoBogHUK, OTKpOIiTE €ro.

4.2. Beigenute Ha npaBoii nanenu [IpoBoguuka co3ganneie Bamu Qaitnel. [Ipoagenaiite Ty
OTIepALINIO HECKOIBKUMHE criocobamu. Kak MOKHO BBIIEIHTH Bee (Paiiiipl B HEKOTOPOH
namnke?

4.3. CoszpnaiiTe emie 0JJHy CBOIO Manky B KopHeBo# nanke nuck C:. CkonupyiTe B Hee
co3zaHHble Bamu ¢aitnel. [Iponenaiite 3Ty onepanuo BCeMU U3BECTHBIMU BaM
crocobamu (neperackuBaHueM, yepes 0ydep cuctemsr).

4.4. Y nanure Qaiinsl U3 nepBoHayaabHON nanku. Kak MOKHO BOCCTaHOBUTH YAaJICHHbIE
¢aitnb?

4.5. Kak moxHO nepemecTuth (haiin (uiau (aiinel) U3 0HOM Manku B IPyryro?
[IponeMoOHCTpUpPYHTE 3TO HA IPUMEPE.

4.6. 3akpoiite okHO IporpaMMmsl [IpoBogHUK.

Pabora ¢ nporpammoii “Moii kommbroTep”.

5.1. OtkpoiTe co3qaHHYIO BaMM NANlKy B OKHE Mol KoMnbroTep. B yem npuHmnuansHoe
otnuuue nporpamm [IpoBoauuk u Moit komnbrotep? B uem ux cxoactso?

5.2. Ucnons3yto mporpamMmmy Moii KOMIIbIOTEp, CKOMUPYITE (M IEpEMECTUTE) CO3aHHbBIE
BaMH (paiiyIbl U3 OAHOM ManKu B IPYTYIO.

5.3. O3HaKOMBTECH C Pa3TUYHBIMK CTHIIMH oopmiieHus: Pabouero croma. YcraHoBure
CBOU COOCTBEHHBIE HACTPOUKHU CTUJIS, HAIPUMEP: BO3MOXKHOCTH IT0Ka3a IMOJHOTO My TH K
Harnke B 3arojOBKE OKHA, CKPBITHSI pacIIUpeHuil 1uid (aiyioB 3aperucTpUpOBaHHBIX
TUNOB. YTO COAep KUT MOIHBIN MyTh K nanke? Kakyio uHpopmannio o0bIYHO HECET
pacmupenue ¢aina?

5.4. OTKpoiiTE HECKOJIBKO OKOH IIPOrpaMMbl Moil KOMIIBIOTEP OJTHOBPEMEHHO Ha SKpaHE.
YnopsanouuTe ux pacnoyiokeHue pasnuuabiMu MeToaamu: Kackagom, CBepxy BHU3,
Cresa nanpaBo. Kakoit meton Bam KakeTcst Haubosee yJoOHbIM?

[Touck aitioB u manok. B padore nucnons3yiite komanay Haiitu merto CepBUC pOrpaMMbI

[IpoBonnuk mim komanay Ilouck I'1aBHOTO MEHIO (TIOSBIISIFOIIMECS OKHA UMEIOT

OJIMHAKOBBIN BUJ).

6.1. OcymiecTBUTE TOMCK KOHKPETHOTO (aiina (Hanpumep, OAHOTo U3 (hailioB, CO3JaHHBIX
BO BpPEMsI BBITIOJIHEHHSI TAHHOW J1aO0OpaTOpHOM pabOThI).

6.2. Haiinure Bce ¢aiinbl ¢ onpenenennsM pactmpenueM (Hampumep: . TXT, .EXE nin
.BMP). Haiigute Bce ¢aiiabl, UMEIOIINE OJJUH CUMBOJI B UMEHHU U OJIUH CUMBOJI
pacimmpeHus.

6.3. Kak orpaHM4uTh MOUCK TOJBKO ONpPEICTECHHBIMU NanKaMu?

6.4. Haiinure Bce ¢ailnbl, co3qaHHbIC 3a TTOCTIEAHUN MECSI, HeIENIO.

6.5. Haiinmure (aiinbl, conepskaiiyie onpeneaeH bl TeKCT. B kauecTBe mpumMepa
UCTIONIb3YHTE KaKOH-HUOYIb ()parMeHT BBEIEHHOTO BaMH TEKCTa IpH padoTe C
porpaMmoil biIoKHOT.

O3HaKOMBTECh C MHTEPAKTUBHOM cripaBoyHOM cucteMoit B Windows. {7151 3TOro BBINOIHUTE

koMmaHay CripaBka B [ TaBHOM MEHIO CUCTEMBI.



7.1. Ha Bknaake CopeprkaHue MO3HAKOMBTECh CO BCEMU UMEIOIIMMHUCS pazaenamu. s
nepexo/ia B moapa3aes HeoOXOAMMO ABAXK/IbI IENKHYTh J€BOW KIABUIIIEH MBIIIN Ha
3HAYKE KHWKKH.

7.2. Ha Bxnanke [IpeameTHbIi yka3aTenb OTHIIUTE KaKOW-HUOYAb HE OU€Hb MOHSTHBIN BaM
pazzien U BBIBEAUTE €ro Ha 3KpaH.

7.3. Ucnons3ys BkIaaky [1ouck, OTIIIUTE Kakoe-HUOYIb TOHSTHE, KOTOPOE BaCc MHTEPECYET
(manmpumep, Apiblk). Bam Oyner npeyioxeH nepedyeHp pa3aesnon, B KOTOPHIX
ynotpebiseTcs faHHoe MoHsATHE. BriOepuTe 1 mpocMoTpUTe Hanboiee HHTEPECY IOTHI
Bac.

8. Co3naHue spiabIKOB (aiioB.

8.1. B cBoeii manke co3maiTe sIpIIbIK IS 3ammycka mporpaMmel [ padudaeckuii pexakrop Paint.
OO0b14HO 3TOT (aiin pacnonaraercs B noanamnke Accessories nanku Program Files. Eciu
€ro TaM HeT, HalauTe ero (cMm. 1.6).

8.2. [locmoTpuTe, KaKue HaCTPOMKHU MOKHO 33J1aTh JUIsl 3TOTO sApJiblKa. [[as 3Toro noiayunre
0KHO CBOWCTB SIpJIbIKA Yepe3 €ro KOHTEKCTHOE MEHIO.

8.3. O3HaKOMBTECH C OKHOM CBOMCTB HEKOTOPOTO (haiina (B KauecTBE pacCMaTpPHUBAEMOIO
(aiina MOXKHO B34Th OJIMH U3 CO3JaHHBIX BaMHU (haiinoB). J{Jis modyyeHUs: OKHAa CBOMCTB
BBI30BUTE KOHTEKCTHOE MEHIO (paiina u BeiOepuTe B HeM KomaHy CBoiictBa. Kakue
cBeZieHMs O (¢aiie nmpeacTaBieHbl B JaHHOM okHe? Kakue cBeeHus penocTaBiser
noI00HOE OKHO /7Sl TTarKy, 1ucka?

9. Hacrpoiika paboyeii cpeibl MOIb30BaTEIA.

9.1. Hacrpoiika napamerpos Ilanenu 3agau.

9.1.1. Tlepemectute [1anens 3amay B HOBoe MecToO. [lombITaliTech U3MEHUTD €€ pa3Mep.

9.1.2. Kak nanens MOHO yOupath ¢ 3kpaHa? 1 kak B TakoM cllydae €10 MoJIb30BaThCs?

9.1.3. Kak u3sMeHHuTh pa3mep 3Ha4KOB B [ TaBHOM MEHIO CHCTEMBI?

9.1.4. Kak u3amMeHuTh BpeMms, Moka3zbiBaeMoe Ha [lanenu 3aa4 1 CKOppEKTUPOBATh
YUCIO U AaTy?

9.1.5. Kakue emie BO3MOXHOCTU HacTpouku [TaHenu 3a1ay cymecTByoT B cucteme?

9.2. Hactpoiika ' maBHOro MeHro cucremsl. Coznaiite B [ 1aBHOM MEHIO CUCTEMBI TIOJMEHIO,
MO3BOJIsTOIIEE 3amycKkaTh apxuBaTopel WinRAR u WinZip.

9.3. Hactpoiika 1iBeToBbIX cxeM U GoHa Pabouero croma. [TocMoTpute BO3MOKHOCTh
YCTAHOBKH Pa3JINYHBIX IBETOBBIX cXeM. O3HAKOMBTECH C BO3MOKHOCTBIO CMEHBI
“000eB” pabouero crona, 3acraBku Windows.

9.4. ABTOMaTHYECKHUH 3aMyCK NMpuiiokeHni. Kak 3acTaBuTh NPUIIOKEHUE AaBTOMATUYECKU
BBITOJIHATHCS NIPU 3arpy3ke (WM nepesarpyske) cucreMsl? [logreepaure ato
IPUMEPOM.

9.5. Hactpoiika Kop3ussl.

9.5.1. Tlonyuute okHO cBOiCTB Kop3unbl. /{151 7TOTO BHI30BUTE €€ KOHTEKCTHOE MEHIO,
B HeM BblOepute komanay CBoiicTBa.
9.5.2. Kak MOXHO U3MEHUTh €eMKOCTh KOp3uHbI?
9.5.3. 3apaiite pa3Hsle pasmepbl Kop3uHbl 171 pa3Hbix 1uckoB. [louemy paszmep
Kop3uHbl HE COBMAaaeT TOYHO € €€ MPOUEHTHBIM pazMepoM?
9.5.4. Kak oTka3aTbCs OT BbIJIa4M 3apoca MOATBEPKACHUS yAAICHUS?
10. Pabora ¢ nporpammoii-apxuBaropom. (WinRAR wm WinZIP).

10.1. CkonmpyiiTe B CO3JaHHYIO BaMH IANKy HECKOJIBKO (paiiIoB pa3MUYHBIX THUIIOB.

10.2. [TomecTtuTe Bce 3TH haiiIbl B apXuB.

10.3. VY nanute Bce (aiiiibl U3 3TOM MANKH KPOME apXUBHOTO.

10.4. [IpocMmoTpuTe comepkUMOe apXUBHOTO (haiia.

10.5. PazapxuBupyiiTe cHauana TOJIBKO TEKCTOBBIE (hailIbl, a 3aTeM BCE OCTAJIbHBIE.
YOeauTech B 11EJI0OCTHOCTH PaciaKOBaHHBIX (aiiioB.

10.6. Co3pnaiiTe MHOTOTOMHBIN apXuB (Ha ABYX ITUCKETax MM B BUJE IBYX (ailyioB Ha
JTICKE).



10.7. Cozpnaiite SFX-apxus.

Yacmos 2

PABOTA C KOMAHOHON CTPOKOM

Mopsaaok BbINONMHEHUA pabdoThl

1.

Boibepure B ['7aBHOM MeHIO KoOMaHAay Bwinoanums. B OTKpbIBLIEMCS OKHE 3anyck
npoepammul Habepute cmd. L[Enkanre no kHonke OK. B pesynbrare Oyzaer 3arpysxkeHa MS-
DOS.

2. Ompexnenure, KaKO# KaTajor SBISETCS TEKYIIUM, U BBIANTE €r0 COEPKUMOE Ha IKPaH.

3. llepeitnure B kopHeBOM KaTanor nucka C:. Pacnieuartaiite ero cogepxumoe.

3.1. Beimaiite comepkumMoe 3TOro Karajora B KpaTkod ¢opme (TOIbKO MMeHa (aiioB U
KaTaJioToB).

3.3. BrijaiiTe mojgHOE COAEPKUMOE STOTO KaTajora, BKIIIOYAsl CKPBIThIE M CHCTEMHBIC
daitnbl.

3.3. BeiaiiTe HOMepa BCeX TEKCTOBBIX (haIOB, BCEX HMCIIOHIEMBIX (DaiiyioB, Bcex (aiiios,
HAYMHAIOIIUXCSI C HEKOTOPOMl OYKBHI.

4. B wmecre, ompeneneHHOM NpernojaBaTeseM, CO3JaiTe COOCTBEHHBIH Kartanor. Jlis 3Toro
BOCIIOJIb3yHTECH KOMaH10M MD.

5. llepeiinuTe B CO3MAHHBIN KAaTAJIOT.

6. CoznaiiTe myTeM KOMHUPOBAHUS C KOHCOJIM HEKOTOPOIro TEKCTa B ATOM KaTajore TEKCTOBBIN
dain. Jlns sroro Bocmosib3ylTech komaHmou komupoBanus COPY CON wums daiina
(mpucBoiite (¢ainy pacmmpenue .txt). I[IpekpaimieHue BBoJa TEKCTa OCYLIECTBISAETCS
HaxaTtueM kinaBum CTRLAZ.

7. Pacneuaraiite comepkxuMoe Katanora, yoeaurech, 4To ¢aiiin qeiCTBUTENEHO CO3/IaH.

8. BslgaiiTe ero conepxuMoe Ha SKpaH.

9. Co3znaiite B CBOEM KaTajore emié oJJuH TEKCTOBBIN (haiJ.

10. B mecte, onpeneneHHOM MIPENoJaBaTesIeM, CO3/1alTe €Il€ OUH KaTaJor.

11. Cxonupy#iTe co3qanHbie BaMu (alijIbl B 3TOT KaTajor, AaB UM APYroe pacIiiupeHue.

12. Y6eaurech, 4TO KOMMPOBAHKE MPOILIO yAa4HO. [IJisf 3TOTO BBHIMOTHUTE KOMAHIbI IIOMAPHOTO
cpaBHEHUs (aityioB.

13. Yaanure Bamm UCXoJHbIe (aiiibl, TONBITAHTECh NX BOCCTAHOBUTD.

14. Co3znmaiite B HOBOM Kartajiore ¢aiy, SBISIONIMICS CIEIUICHHEM JIBYyX Bamux (Haiios.
BrinaiiTe ero cogepKuMoe Ha dKpaH.

15. TIIpocmoTpuTe aTpulyThl CO3/IAHHBIX BaMU (halijIoB.

16. Boynaiite Ha 3KpaH M O3HaKombTech ¢ coaepkuMbiM  (aiimioB AUTOEXEC.BAT wu
CONFIG.SYS na Bamem kommnbtotepe. st uero npeaHazHaueHbl 3T (paitip1?

17. Coznaiite HEOONBIION KOMaHIHBIA (aiiy, MO3BOJAIOIIMK mepemenmiarh (¢aiiel U3
HEKOTOPOro Karajora B JApPYroil KaTaJlor ¢ BblJayeil Ha SKpaH NpeaynpexaeHus o0 ux
yAaNeHUN M3 HUCXOAHOro Karamora. (Bocmonmb3yiiTech KOMaHIaMH KOMAaHIHBIX (HaidioB
ECHO wu PAUSE). Kakas B cucreMe KOMaHJa IIO3BOJISIET TIEPEMECTUTh (halibi?
[IporecTupyiite 3Ty KOMaHxy.

18. HacTpoiite npuriameHne CUCTEMBI 110 BallIEMY BKYCY.

19. TIpocMoTpHTE YyCTAHOBICHHBIN B CHCTEME Iy Th JUIsI IOUCKa (hailiioB.

Ilpumeuanue:

1. Jlns mostyyeHusi cipaBKU MO KOMaHJE MOJIb3YHTECh MOMOIIbIO, UMEIOLIEHUCS B CUCTEME:
UMS_KOMaHbl /7.
2. TlpaBuna co3manusi KOMaHIHOTO (aiina:



a) KOMaHIHBIA (ailm co3maercss Kak TEKCTOBBIM (ailm B JOOOM TEKCTOBOM
penakrope (B cpeae MS-DOS mosxkHO Bocnionib3oBaThes penakropom EDITOR);

b) KoMaHAHBINA (aiiin cOCTOMT M3 KOMaH[ ornepanuonHol cucreMbl MS-DOS, umen
(aiinoB 3amycka U CepBUCHBIX TPOIPAMMHBIX CPEJCTB;

C) Kax/as KOMaHJa 3aHMMAET OJIHY CTPOKY;

d) mocne okoHuUaHMs KaXKAOH KOMaHAbI HaJl0 HaXkaTh Enter;

€) UM KOMaHAHOro (ailla — yHUKaJIbHOW B Ipenenax TOro Karajora, /i€ OH
HaxoauTcs, a Tl — Beeraa .BAT;

3. 3Bamyck koMaHIHOTO (aifla OCYIIECTBISETCS CIEAYIOIUM 00pa3oM: B KOMAaHIHOW
CTPOKE HY>KHO 3aJaTh €ro UMs 0e3 yKka3aHus TUIa U Haxathb Enter.

Pe3ynbTatbl paboTbl

[IponenaB Bcio paboTy, HEOOXOAMMO OTBETUTH HA PsJ BOMPOCOB IIPENoJaBaTels,
KacalolIMXCsl OCHOBHBIX JTamoB paboThl. Bo BpeMs OTBETOB Ha BOMPOCHI HYXHO
MIPOJICMOHCTPUPOBATh OCHOBHBIC HaBBIKM padoTel B cpeae Windows u MS-DOS wm
MPEIbSIBUTH TIPEIOIABATEIIIO:

* COJIEPIKUMOE CO3JIAaHHBIX TAIOK;
* COXpaHEHHbIE B HUX (Daiiibl;
*  KOMaHIHBIN (aii.

ITo oxoHYaHUM PadOTHI yIaTUTe BCe CO3AAHHbIC BAMH (pailiibl H KATAJIOTH.



NABOPATOPHASA PABOTA Ne2

MICROSOFT WORD 2000. PEJAKTHPOBAHHE, ®OOPMATHPOBAHHUE
TEKCTOB, BCTABKA ®OPMYJI, OFBbEKTOB, PUCYHKOB

Lenb pa6oTbl

[IpakTrueckoe 3HAKOMCTBO C TEKCTOBBIM Tmporieccopom Ms Word. Ilpuobperenue
NPOCTEHIINX HAaBBIKOB pPabOThI C TEKCTaMHU: BBOJA TEKCTa, (OPMATUPOBAHUE CHMBOJIOB U
ab3areB, onepanuu ¢ 6J0KkaMu, BCTaBKa PUCYHKOB B TeKcT. Co3/1aHne TOKyMEHTOB C ITOMOUIBIO
11a0JI0HOB ¥ MacTEPOB.

Mopsaaok BbINONMHEHUA pabdoTbl

OoOLwee 3apaHue

4. Cozpaiite Ha paboueM cToje (WIM B MeECTe, YKa3aHHOM IIPENOJaBaTEIEM) CBOIO
COOCTBEHHYIO Manky. 3amycture nporpammy Microsoft Word.

3amaiiTe mapamMeTphl CTPAHUIIBI, BKIIIOYHUTE OIIIUIO IIEPEHOCA CIIOB.

6. HalGepwure B 1mone JOKyMEHTa CIIYIOIINE CTPOKH:

e

TeKkcTOBBI pENAKTOp — 3TO MPWIOKEHHE, NPEJHA3HAYEHHOE [JIs CO3JaHus, IMpPOCMOTpa,
MOJIU(PHUKALMU U TeYaTH TEKCTOBBIX TIOKYMEHTOB.

TexcroBeiit WORD pab6otaer noj ynpasienneM WINDOWS u MOXeT BBINOJIHATH COTHU
oriepanuii HaJl TeKCTOBOM U rpaduueckoil nHbopMaiuei.

7. Coxpanurte daiin c umenem Text.doc.

8. Cxommpyiite ¢pa3y 5 pas. [Ipumennre kK Kaxaoi ommuu pasHoe odopmicHue (MIpUQT,
oOpamiieHre, BBIDaBHUBAHUE).

9. Ilepeiinute B peXHM TNPEABAPUTEIHHOTO MPOCMOTPA JOKYMEHTa, BHECHUTE HEOOXOAWMBIC
U3MEHEHHUs, YTOOBI JOKYMEHT XOPOIIO BhIIsiIen Ha jaucte Oymaru. CoxpaHUTe pe3yJsibTaThl
cBOEH pabOoTHI.

10. Boibepure u3 mata (GparMeHTOB TOT, OGOpPMIIEHHME KOTOPOro KajKeTcsi BaM Haubolsee
yJIa4HbIM, OcTanbHbIe ynanute. Coxpanure ¢aiin ¢ HoBeIM nMeHeM Textl.doc.

11. BeiBeuTe Ha 3KpaH TEKCT CHPAaBKU «ABTOMAaTHYECKasl IPOBEPKa MIPABOMUCAHUS IIPU BBOJEH.
Breiiennre Bech TEKCT cCHpaBKM H  A00aBpTe B KOHel cBoero daiima Textl.doc.
Otpenaktupyiite 1 oThopMaTUPYHTE BCTABICHHBIN (hparMeHT CIPaBKH.

12. Jlo6aBbTe B KOHEII Bamiero (aiina eme oauH (parMeHT TEKCTa U3 JTF000T0 TEKCTOBOTO (aiiia
¢ noMmotieio 0ydepa oomena. Opopmure BCTaBKy B BUe HyMepoBaHHOTro crucka. Co3maiite
MHOTOYPOBHEBBIN CTIMCOK (HE MEHEE 3-X YPOBHE).

13. CozpaiiTe MapKMpOBaHHBIN CIIUCOK. VI3MeHUTE HACTPOMKy MmapaMeTpoB CHMCKa (BUI, pa3Mep
¥ [IBET MapKepa, OTCTYIIBI U T. 11.).

14. Tlepeiiaute B camoe Havano ¢aitna Textl.doc. BeraBeTe myctyto crpanuily. Ha atoit mycroit

CTpaHHIIEC CIIealiTe TUTYJBHBIA JIUCT K CBOEH padoTe (0Opaser] TUTYJIHHOTO JHCTa CM. Ha

puc.2.1.).

Cozpaiite HOBBI JTOKyMEHT ¢ uMeHeM «@Popmynbs». Habepute B mose J0oKyMmeHTa

HECKOJIBKO (OpMYJT M KOMMEHTApHMM K HHUM, HCHOIb3Yys 3(dexTs ¢dopmaTupoBaHus

Bepxuuii 1 HWKHMI WHAeKChbl U Tabnuily cuMBosioB (MeHI0O BeraBka — CumBoua). He

npuberaiite k nmomoiu peaakropa hopmyn Microsoft Equation. Hampumep:

a) XuMHUYEeCKUE BEIIeCTBa
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CepHas H,SO4
dochopnast H;PO4
0) TpuronomeTrpuyeckue GopMyJIbl
sin“o + cos’a = 1
16. Ucnone3ys penakrop popmyn Microsoft Equation 3.0, HaGepure cienyromme GopMyIibL:

M uunucrepcTBo obmero u npop eccuoHanlbHOro o6pa3oBaHU4
Poccuiickoit bpenepangumu

Ypanbckuili TrocygapcTBEeHHB I TEXHUUYECKHUH YHUBEpPCUTET

PenakTtTupoBanme tTexkctToB B M icrosoft W ord
Ortyer mo nabopatTopHO# paborte Ne

IIpenonaBartens ®amunus U .0 .

CrygenT rp. No <rpymnms > b amunusas U.O .

HOMEP 3AYETHOW KHUX KU 17407405

Exarepuunbypr 2004

a) @(x):j%; 6) > F=m-a
x +

i=1
Puc. 2.1. [Ipumep odopmiieHUs TUTYIBHOTO JIUCTA
Jl06aBbTE HECKOJIBKO CIIOXKHBIX MaTEMAaTUYECKUX (OPMYJI U3 CBOEr0 MHIUBUAYAIBHOTO 3aJaHHs
10 MaTEMaTHKE.
17. Coxpanute pe3ynbTaThl CBOEH PabOTHI.

UHanBuayanobHoe 3agaHue
1. PaGora ¢ pucyHkamu.



Coznaiite cpeactBamu Microsoft Word pekiamMHBIN JTMCTOK, TMOCBSIIEHHBIN BHIOpAaHHON BamMu
crienuanbHOCTU. B cBoeli paboTe BbI TOJIKHBI UCIIOJIBb30BaTh: MApPKUPOBAHHBIE CIIMCKH, OOBEKTHI
WordArt, rotoBsle pucyHku. CoxpaHuTe CBOI peKjIaMHBIN JIMCTOK ¢ UMEHEM «Peknamay.
2. Hcnonb3oBaHue m1a0JIOHOB U MAaCTEPOB.
a. Cozpaiite JOKyMEHT ¢ UCTIONb30BaHueM mabiaoHoB Word (B COOTBETCTBUH C
BapUAHTOM 3a/1aHUs).
b. CoszmaliTe ¢ MOMOIBI0 MacTepa JTOKYMEHT (B COOTBETCTBUU C BapHAHTOM
3a/1aHHMS ).

Pe3ynbTaTbl paboThbl
B pesynbrare mnpoaenaHHoW  pabOTBl  CTYJIEHT JIOJDKEH  IPOAEMOHCTPUPOBATH

MPEToAaBaTENIO CIEeIYIONINe TOTOBBIC (DaliIbI:

e Textdoc — daiin, comepamuii NATh OJMHAKOBBIX (PAarMEHTOB TEKCTa, K

KOTOPBIM MTPUMEHEHO pa3Hoe 0(hOPMIICHHE;

e Textl.doc - daitn, comepkamuii TUTYJIbHBINA JIUCT, OTPEIAKTUPOBAHHBIA TEKCT
CIpPaBKH, TEKCThI, O(hOpPMIIEHHBIE B BHAE€ MapKUPOBAHHOTO U HYMEPOBAHHOTO
CITUCKOB;
®dopmynsl.doc — daiin, conepxkamuii 10 popmy;
Pexnama.doc — ¢aiin, comepkanuii pekIaMHBINA JTUCTOK CHEIHATLHOCTH.
Pestome.doc — co3nannblif 1160 10 1m1aba0HY, TUO0 C TOMOIIBIO MacTepa;
CayxeOnas 3anucka.doc un @akc.doc niu [Mucsmo.doc.
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JIABOPATOPHASA PABOTA Ne3

MICROSOFT WORD 2000. TABJINI]BI u AUHAT'PAMMOBI.
IIPO®ECCHOHA/IBHOE ®OPMATHPOBAHHE TEKCTA. CO3JAHHE bJIOK-
CXEMBI AJIF'OPUTMOB

LUenb paboTtbl

[Ipuobperenue HaBBHIKOB pabOTHI C TaOIMIAMH, JEMOHCTPAIHS BO3MOKHOCTEH TEKCTOBOTO
npoiieccopa Ms Word o 06paboTke TaOIMYHBIX JaHHBIX, HATJISTHOTO MPEICTABICHUS JaHHBIX
B BHAEC JAuarpamM, TrpadukoB. 3HAKOMCTBO C  JJIEMEHTaMU MPOQPECCHOHATBHOTO
dbopMaTHpOBaHUS TEKCTOB.

Mopspok BbiNnonHeHUsA paboThl

O6bLee 3agaHue

Co3zoanue u gpopmamupoeanue madauy,

18. Coznaiite B cBoelt mamke qokyMeHT Microsoft Word. ¢ umenem «Tabmumay». OTkpoiite STOT
JOKyMEHT.

19. HaGepure cienyromnuii 3arojioBoK:

Pezynomamut coayu 3umneii ceccuu cmyoenmamu epynnot P-13021

3. Co3zpaiite Tabnuily U3 7 ctonOoB u 12 cTpok. 3amnoiHuTe SYEHKU 3arooBKa TaOIHIIbL:, KaK
nokazaHo Ha pwuc. 3.1. VM3Mmensiite nmpu HEOOXOIWMOCTH UIMPUHY SYEEK, HUCIOIB3yHTE
00BbeINHEHNE STUEEK.

4. 3aHecuTe JIaHHBIE O CTYJEHTAaX B COOTBETCTBYIOLIUE STUEHKH TaOIULIbI (HE MEHEE 5 YETIOBEK).

OK3aMeHbI Cpe i
Ne ®.1.0 Mar. Anrefpa | ®usuxa KynsTypo- 6
aHal. JIOTHS
1 | Usanos N.U. 5 5 5 5 5
2 | Ilerpos ILII. 3 4 3 3 3,25
3 | Cugopos C.C. 2 2 3 4 2,75
4 | Ky3pmun K.K. 4 5 4 4 4,25
5 | Barkun B.B. 3 4 5 5 4,25
Cpennuii 621 1o 34 4 4 42
JUCLIUILINHE
Makcum. 0ami mo 5 5 5 5
JUCLIUILINHE
MunumM. 6ait mo ) ) 3 3
JUCLIUILINHE
Kon-Bo cmaBaBmmx 5 5 5 5

Puc. 3.1. [Tpumep Tabmursl, coaepkaieid GopmyIasl

5. B siaetiku cronbna «Cpeaanii 6aum BcTaBbTe HOPMYITY:
=AVERAGE(Left)
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11.

12.

(O8]

3anumuTe B staeiiku cTpoku «CpeqHuid 6l Mo TUCIUTUTHHE» (GOPMYIIBI, OTIPEICIISIONINE
cpe/Hee 3HAaUeHHUE B AMaNa3oHe SYeeK ISl KaXA0W TUCUUIIIIUHBI.

3anumuTe B CISAYIOMUX CTPOKAX COOTBETCTBYIOIINE (DOPMYITBI JIJISl BEIYUCIICHUS
OCTaJIbHBIX BEJIMYUH B TaOJIHIIE.

BrimonauTe ohopmiteHue 3arooBKa i TaOJIUIEl (MCIIONB3YHTE KOMaHTy ABTOGOpMAT
MmeHio Tabaununa, 3aMuBKy siueeK, pa3IuyHble TUIBI oOpamiieHus: TabauIb! U T.1.). CoXpaHuTe
daiin.

BrigenuTe BCio TabnuIly CKOMUpPYHTE €€ Ba pasa.

. B mepBoii Koy yrmopsiiounTe CTPOKH, COACpIKAIIHNe JaHHBIE O CTYICHTaX, 10 (haMUIUsIM B

andaBuTHOM TIOpsike. CaenaiiTe COOTBETCTBYIOIIHI 3ar0JI0BOK K TaOJIHIIE.

Bo BTOpO#1 KONMM YIIOPSAOYUTE CTPOKH, COAECPKALUE AJAHHBIE O CTYICHTaX, B IIOPSIKE
yObIBaHMs UX cpeaHero 0amia. Cuenaite COOTBETCTBYIOIIHMI 3ar0JI0BOK K TaOJIHIIE.
Coxpanute aii.

Inemenmul npogheccuonanbro2o hopmamuposanus mexkcma

Ortxkpoiite ¢aiin Tekcrl.doc. CoxpaHuTe 3TOT HCXOIHBIA (DaiiT B CBOCH IMamke ¢ MMEHEM
Knura.doc. 10T (ailyl conepXuT HECKONIBbKO CTPAHUI[ TEKCTAa. TEKCT pa3OuT 3aroJloBKaMu
Ha TJIaBbl, TyHKTHI, MOAMYHKTHI (BCE MMEIOT COOTBETCTBYIOIIYIO HYMEPAIIHUIO).

[TpuMeHHTE K KaXI0My M3 3ar0JIOBKOB COOTBETCTBYIOUIMHA CTHIIb (3arojoBok 1, 3aroioBok
2, 3aronoBok 3). Buecute m3meHeHus B (popMaT CTHIIEH 3aroJOBKOB Pa3HOTO YPOBHS IIO
CBOEMY YCMOTPEHHIO TaK, YTOObI HH(OpMaILMs BOCIPUHUMAIACh HAMITYUIIUM 00pa3oM.
BcraBpTe B JOKYMEHT HOMEpa CTPaHUII.

Co3paiiTe  KOJOHTUTYNbl.  BepxXxHuil  KOJNOHTMTYN  JOJDKEH — cojepxarb  (pasy:
Aemomamuszuposanuvie  cucmemsl  ynpasienus. HIDKHUI  KOJNOHTHTYI:  Vpanbckuil
20Ccy0apCcmeeH bl MeXHU4ecKull yHugepcumen.

B konue noxymeHnrta Habepute 3aronoBok: Coodeporcanue, 0hOPMHUTE €ro Kak 3arojoBOK
nepBoro ypoBHs (cTwib 3arosoBok 1). Co3zmaiite ormaBneHue nokymeHTta. CoxpaHuTe
JIOKYMEHT.

MHAMBM.ﬂyaﬂbHoe 3agaHue

1. Co3snaiite cBoii ¢aiin madiona ¢ umenem New Ivanov.dot. Coxpanurte 3TOT ma0iIoH B
cBoel mamnke. BkiounTte B 3TOT 11a0JI0H CTHIIN A7 TPEX YPOBHEH 3aroyioBKOB. 3aaiite
IIBET TEKCTA JJIsl KAKJIOTO 3aroJioBKa (HampuMep: KpacHbIN, CHHUH, 3€JICHBIN).
[Tpumenwure 3ToT mabioH K Bamemy gokymenty Kuura.doc . /{ns storo
BOCMOJIB3yiTECh KOMaH10M @opMaT — CTHIIb, KHONIKa Opranu3arop.

2. Cozoanue on0k-cxemuvl anzopumma C NOMOUIBI0 UHCTPYMEHTOB IaHenu PucoBanme
(ABTOUTrYpHl — BiloK-cXema) m300paszute OJOK-CXeMy aaropuTMa WM Tpolecca,
CTPYKTYpHYIO CXE€My Kakoro-iubo ycTpoiictBa u T.in. JKemareabHO BBIOpaTh
MOAXOASIINK O0BEKT U3 BHIOPAHHOW BaMH CHEIUATBHOCTH, MOXXHO TaKXe M300pa3uTh
QITOPUTM PEIICHUS KaKOW-TMOO MaTeMaTWYeCKOW 3aJaud WM CTPATeTHUI0 KaKOi-
HUOYb WTpHl U T.J. B KadecTBe mpumepa npuBeneH (pparMeHT OJIOK-CXEeMBI Tpoliecca
o0Oydenus (cM. nanee).

Pe3ynbTatbl paboTbl

B  pesynbrare npoaenaHHoW — paOOTBI  CTYIEHT JOJDKEH  IPOAEMOHCTPHUPOBATH

MIPETI0IaBATEIIO CIICTYIONTNE TOTOBBIC (haiiiIbl:

e Tabmuma.doc — Qaiin cComepKUT TPH TAOIUIBI: UCXOJHYIO, YIOPSIIOYCHHYIO 110
an(aBuTy, YIOPSAIOUCHHYIO 110 YOBIBAaHHUIO CPEeIHEro Oallia;
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Knura.doc - aiin, conmepkammidi TEKCT C 3aroJIOBKAaMH pPa3HOTO YPOBHS,
NPOHYMEPOBAaHHBIMH  CTPaHHMIAMH M PA3IMYHBIMH  KOJIOHTUTYJIAMH,
aBTOMATHUYECKH C(HOPMHUPOBAHHOE OTJIABICHUE K ATOMY JIOKYMEHTY;

Cxema.doc — daiin, conepxkaiuii 0J10K-cXemy;

New_Ivanov.dot — ¢aiin cBoero nrabioHa.
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