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IosicHuTEIbHASA 3aNMUCKA

Beeoenue

C 1 sauBaps 2019 roma mo 2025 roma B Poccuiickas @enepanuu peanusyercs
HAlMOHAJIBHBIN IPoeKT «O0pa3zoBaHUE.

OH HampaBjleH Ha JOCTHXKEHUE JIBYX KIIOYEBBIX 3a1ad: IepBasg — OOeCIedYeHHe
r7100abHOM KOHKYPEHTOCTIOCOOHOCTH POCCHHCKOTO0 00pa3oBaHusl U BXOXKJeHHE Poccuiickoin
Oenepanun B uncio 10 Bexymmx cTpaH MHpa IO KayecTBY oOIIero oOpa3oBaHUs;, BTOpas —
BOCIIUTAHUE TAPMOHUYHO PA3BUTON U COLIMAIIBHO OTBETCTBEHHOM JIMYHOCTH HA OCHOBE JIyXOBHO-
HPABCTBEHHBIX IIEHHOCTEW HaponoB Poccuiickoit denepaiu, UCTOPUYECKUX W HALMOHAIBHO-
KYJIbTYPHBIX TPAIUIUH.

HannoHaasHBIN TPOEKT MPEAINoaraeT peajnu3aiuio 4 OCHOBHBIX HalPAaBJICHUN Pa3BUTH
CUCTeMBI 00pa30BaHMs: OOHOBIICHHUE €0 COJCpP)KaHUs, CO3/aHUE HEOOXOAMMOW COBPEMEHHOM
WH(PPACTPYKTyphl, TOATOTOBKA  COOTBETCTBYIOIIMX  MPOPECCHOHANBHBIX  KaApOB, HX
MEPEnoAroTOBKa M TOBBIIIEHHE KBaTM(UKAIWK, a Takke cosnaHue Hauboiee 3(PQPeKTHBHBIX
MEXaHHU3MOB YIpaBiieHUs 3Tol chepoil. HammoHansHBIN MpoekT BKIOYAaeT psj (eaepaibHbIX
MIPOCKTOB, B KOTOPBIX KIFOUEBBIMU [JIS CUCTEMBbI OOpa30BaHUs SIBJSETCS MPOCKT «YUUTEIh
Oyayuiero», co3aromuii MpodecCHOHANbHYI0 OCHOBY YCHEIIHOM peailu3aluud OCTaJbHBIX
MIPOEKTOB: COBPEMEHHAsI IIKOJIa, YCIIeX KaKI0ro pedeHKa, MoAIepKKa ceMell, UMEIOIIHNX JIETEH,
uudpoBas oOpa3oBaTeNbHas Cpela, MOJOAbIC MPOPECCHOHAIBI, HOBBIC BO3MOXHOCTH IS
Ka)KJI0T0, COIMATbHAS aKTUBHOCTb, COMATBHBIC JTU(THI IS KaXI0TO.

B pamkax peanuzaruu defepanbHOr0 U PETHOHATBEHOTO MPOESKTOB «YUUTENbh OyAyIIero»
nepea HaMU CTOUT 3ajadya 0OCCIEUHTh MOBBIINICHHE KauyecTBa MPo(eCcCUOHATBbHON MOATOTOBKU
MeJaroroB, B 00JacTH NIPEAMETHBIX, METOJMYECKHX, IICHXOJIOrO-TIEIarOTHYECKUX H
KOMMYHUKATUBHBIX KOMIIETCHIIMHM; (opMUpOBaHHME M pPa3BUTHE MOTHBALIUM HEMPEPHIBHOTO
npodeccnoHanbHOT0 00pa3oBaHUs; pa3BUTHS MHPOPMAITMOHHO-KOMMYHUKAIIMOHHOW KYJIbTYPBI
U 1UdPOBOM rPaMOTHOCTH.

B 91011 cBsA3M IporpamMmbl MOBHIICHUS KBAIU(PUKALIUA OPUEHTUPOBAHBI HA aKTUBHOE
HCIIOJIb30BaHUE COBPEMEHHBIX TEXHOJIOTHH, POpM U TTOIX010B MPOPECCUOHATBHOTO
COBEPIIIEHCTBOBAHUS TIEJAroroB, MPU3BaHbl 00ECIIEYUTh BOZMOXXHOCTh UCTIOJb30BaHUS B
MeJarornyeckou MpakTUKe MOATBEPAUBIIUX YPPEKTUBHOCTh METOIUK U TEXHOJIOTHIA
00y4eHHS», OCYIIECTBIATh «OOMEH JIYUIIUX MEJaroruuecKux MpaKkTHK.

[IporpamMma mnpenHa3HaueHa Ui OOy4yeHUs pPaOOTHUKOB CHCTEMbl OOpa3oBaHUS U
OPHUEHTHPOBAHA Ha CITyIlIaTesell MMEIOLIUX HABBIKK Pa0bOThI B onepannoHHoii cucteme Windows
" B IIPUKJIAJJHBIX ITpOrpaMmMax.

Crymiatenn KypcoB OCBOSIT TEXHOJIOTUH paboThl ¢ TpadrueckuM perakropom Paint, opucHsiMu
npuinoxerusmu: MS Word u Excel. Cnymarenu kypcoB mosydaT MpakTHYeCKU MHCTPYMEHT,
MIO3BOJISIFOIINN MAKCUMAJIBHO TOYHO MCIIOJIb30BaTh TEMAaTUUYECKUI MaTepuai ypokKa U cO3/1aBaTh
camble pa3HOOOpa3HbIe POPMBI OpraHU3aMN YCBOCHHSI HOBOTO MaTepHaia.

KoJu-Bo yacoB no yued0Homy miany: 36

W3 HUX JEKITMOHHBIX JyacoB: 11

IIPAKTUYECKHUX 4acoB: 25

Ieab o0yuenus:
Llenpto Kypca SBISICTCS HAYYUTH CIyIIATENIEH TOTOBUThH AMJAKTHUECKUE MaTepHaIbl K ypoKam
MOCPEJICTBOM MPUKIIAJHBIX KOMIBIOTEPHBIX MPOTrpaMM it paboThl ¢ TEKCTOBOM, TaOIUYHON U
rpaduyeckoi uUHGopMaIuH.
3agauu Kypca:
- Tloka3aTh BO3MOXXHOCTH KOMIBIOTEpa, Kak J(PQPEKTHBHOTO WHCTPYMEHTA IS
MOJArOTOBKU JUJIAKTUUYECKUX MaTepHAIIOB.
- Hayuwurs cmymareneit paboTaTh ¢ HECKOIBKAMHU JOKYMEHTAMH, OCYIIECTBIISATH UMIIOPT
TaOJIMYHBIX U TpadUuecKuX 0OBEKTOB.
- OOyunTh CO37aBaTh THIIEPTEKCTOBBI MHOTOCTPAHUYHBIN TOKYMEHT.



Kareropus caymaresei:

JlaHHbBIN Kypc TpeaHa3HayeH AJis Melaroriueckux pabOTHUKOB, BOCIIUTATENCH U CIIEUANINCTOB
JOHIKOJIBHBIX 00pa30BaTEeNbHBIX YUPESIKIACHUN.

[IporpaMMa opueHTHUpOBaHA Ha CIylIaTeNel, BIaJICIOIUX HaBbIKaMU pabOThl B OMEPallMOHHON
cucreme Windows u nakerom niporpamm Microsoft Office.

IIpoao/LKUTEIbHOCTH Kypca:

[Iporpamma Kypca paccuutaHa Ha 36 y4eOHBIX 4YacOB, COJIEPKUT TEOPETUYECKYID H
MPAKTUYECKYIO0 YacTh. bONbIION ynenbHBbIA BeC MPAKTUUYECKUX 3aHSATHHM CO3JAaeT yCIOBUS IS
ObICTPOTO ¥ 3P PEKTUBHOTO OOYICHHUS.

@®opmbl  00y4YeHHs: C TOJHBIM OTPHIBOM OT MPOM3BOACTBA, C YACTHUYHBIM OTPHIBOM OT
MIPOU3BOJICTBA, O€3 OTPHIBA OT MIPOM3BOICTBA.

DopMbI KOHTPOJIS:

PazpabGotka u mpencraBieHre NOPT(ONIMO AUIAKTHUYECKUX MATEPHAJIOB K IMKIY YPOKOB IIO
BBIOPAHHOU TEME.

O>xuziaeMble pe3yIbTaThl:

HUTOroBbiii KOHTPOJIb:

[IpencraBienue u 3ammTa pa3pabOTaHHBIX AUJAKTUYECKUX MAaTEPHUATIOB.

OneHo4YHbIEe U MeTOANYECKHE MaTepHuaJibl

Tun 3agerHo#t padotsl. [IpencTaBnenne nopTHoano TUIAKTHYECKHX MAaTEPUANIOB K 3aHSATHIO T10
BBIOpaHHOM TeMe

Co31aHne MHOTOCTPAaHUYHOI'O MHTETPHUPOBAHHOIO JAOKYMEHTa 00pa3oBaTEIbHOI0 Ha3HAYECHHUS.
TpeOGoBanus K NpeacTABJICHUIO BHIYCKHOH padoThl

1. JunakTuueckrue MaTepuabl IPEICTaBICHHBIE B BULIE::
o TurynbHbIN TUCT: Ha3BaHUE PabOThI, (haMuiIKs, UMsI, OTYECTBO aBTOPA, HA3BaHUE
00pa3oBaTENBFHOTO YUPEKIACHUS, TOTKHOCTb.
. Hanuyue B 371eKTpOHHOM TOKyMEHTE N300paskeHui, Tabmil, TpaduKoB.
o Hcnonp30BaHne pa3InyHbIX IPUEMOB (POPMATUPOBAHUS TEKCTA.
o BcecroponHee ncnonb3oBaHUE TEXHOJIOTHH paObOThI ¢ JOKYMEHTOM.
Jlureparypa
1. Hudopmaruka. bazossrit kypc: / C. B. Cumonosuu — CI16, 2012, - 640 c.

N

WNndopmaruka: Yuebnuk / [Tox pea. npod. H. B. Makaposoii. — M., 2010. — 768 c.

3. OO0 yTBepkJIeHUH TOCyIapCTBEHHON IporpaMMbl Poccuiickoit denepanuu "Pa3sutne
obpaszoBanus". [locranosnenue [IpaBurensctBa PO 0126 nexadpst 2017 rona Ne 1642

4. O BHeCeHMM W3MEHEHHUI B rOCyapcTBeHHYIO ITporpaMmy Poccuiickoit denepannn
"PazButue obpazoBanuda” 29.03.2019 Ne 373

5. «O rocynapcrsenHoi nporpamme Cankr-IlerepOypra «Pa3sutue oOpasoBanusi B CaHKT-
[TerepOypre». [locranosnenue [paBurensctBa CII6 ot 04.06.2014 No 453 (B penakuuu
or 14.12.2018 N 942).

6. Ilacmoprt HanmoHansHOTO NpoekTa «O6pazoBanuey. [Ipesunnym npu Ipesunente PO ot
24.02.2018 roma Ne 16.

7. Tlacnopt @enepanbHOro npoekrta «Yuutenb Oyaymero» 3acenanue Coera o
oOpazoBarenbHOM onuTUKe oOpa3zoBanus oT 07.12.2018 roma, Ne 3.

8. Tlacmopt peruoHaJbHOrO MPOEKTa «YYUTeah Oyaylero» 3aceianue NpoeKTHOTO
Komutera mo obpazoBarensHol nonutuke «O0pa3zoBanus», ot 7 aexadps 2018 roma

9. Pacnopsoxkenue Komutera mo o6pazoBaHHIo 0 pean3aliil peruoHaIbHOTO MPOEKTa

«Yuurens Oyaymero» 28.03.2019 Ne 938


consultantplus://offline/ref=785E4DECFDBFAE25423CAC9F322C3C688538FD02758A347E44CA63E2696A1A472B89734D46244392A16FAFEB40A058B0C09F8545947CA6577EU9G

HNuTepHeT-pecypcebl:

e PaGota c Paint - http://www.school9.sakh.com/urok/paint/site.html

e  VYpoku no MS Word — http://6ecnarasieypoku.pd/index.php/wordlessons.html

e VYpoku nmo MS Excel — http://6ecrnarubieypoku.pd/index.php/ms-excel-lessons.html

e HoBble memarornueckne ¥ WHGOPMAIMOHHBIC TEXHOJOTMH B CHCTEME OOpa3OBaHUS —
http://Igarmash.narod.ru/hk/npitso.htmi

e HoBble memarornueckue u UHOOPMAIMOHHBIC TEXHOJIOTHH B CHCTEME OOpa3oOBaHUS —
http://www.childpsy.ru/lib/books/id/8572.php

e Enmumnas xkosmrekius nudpoBhIX  oOpasoBarenbHBIX pecypcoB —  http://school-
collection.edu.ru/

o ®depncpanpHbli  HEHTP HHPOPMANMOHHO  00pa3oBaTENBHBIX  pecypcoB  (Karajor
obpasoBaTenbHBIX pecypcoB) - http://fcior.edu.ru/

e CrpaBouHo-uH(popMaIOHHBIH moprtan «I' pamora.ru» - http://gramota.ru/

IIporpammHoe obecnieyenne:

. MS Word

. ACDSee

. MS Power Point
. MS Excel

. Paint

. Web-6pay3epbi

. Ilenarornyeckue mporpamMMHblie cpeacTBa, nocrasieHHble B OY Komurerom mno
o0pa3zoBaHui0 (MOAOOP [AMCKOB K 3aHATHUSIM OCYLIECTBJSETC € Y4YeTOM KAaTeropuu
ciymarenaeil). B pamkax mnpoekra '"Moaeab MKOJALHOIO O00y4eHMsl HA OCHOBe
COBpPeMEHHBbIX 00pa3oBaTeJbHbIX TEXHOJIOTHIl ¢ HCHOJb30BAHHEM  3JIEKTPOHHBIX
pecypcoB' pa3pa0oTaHbl W NpPeICTABJICHbI HAa PailOHHOM 00pa30BaTeJbHOM MOpPTAaJe
0a3oBbIe NMaKeThl NMPOrpaMMHBIX nearorn4ecKnx CpeAcTB: http://adm-
edu.spb.ru/?g=project/880
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Y4eOHBIN TUIAH

B Tom 4ucie
Bcero T I
Ne HaumenoBanue pa3jiesioB ecopus PaKTHY | @dopM™MBbI KOHTPOJIA
4acoB
ecKmne
3aHATHSA
1. TexcroBsiit mpoueccop MS 18 4 14 3agetHast paboTHI IO
Word TEMaM pasjeia
2. Ta6nuunerii npoueccop MS 12 5 7 3agetHast paboTHI IO
Excel TEMaM pasjesia
3. I'paduueckuii pepakrop Paint 6 2 4 [Toprdonmo
rpadudeckux padbot
Hroro: 36 11 25 [IpencraBnenue
noptdonmo
T IAaKTUICCKUX
MaTepUaIoB K
3aHSATHIO 110
BbIOpaHHOM TEMe
YueOHO-TeMaTHYeCKHH IUIAH
B ToM umciie
Ne HaumenoBaHue pa3jiesioB Beero
B MpakTuyeck
4acoB Teopus p
ue 3aHATHUs
1 TexcroBblii npoueccop MS Word 18 4 14
11 Haznauenue MS Word. 1 1 0
Hacrpoiika okaa Word (manenu, moss,
3HAKU (POPMATHPOBAHUS, TPAHUIIBI
00J1aCTH TEKCTa, MacITal).
1.2. | Vopasnenue nokymentamu Word. 1 1 0
Bunel ipeictaBneHus JOKyMEHTA.
1.3. PenaktupoBanue 10KyMeHTa: 1 0 1
Ucnons3zoBanne Oydepa oOMeHa:
pabota ¢ pparmenTamMu
(ynaneHue, mepeMenieHue,
KOIIMPOBAHHUE).
13,1 | Pexum MOMCKa/3aMEHBI. 1 0 1
1.4. | Texnonorusi popmaTHpOBaHUsI 1 0 1
CUMBOIIOB: 3MeHeHue mpudTa.
1.5. | Texnonorus ¢popmMaTHpoBaHHUsI 1 0 1
ab3areB: YCcTaHOBKA OTCTYIIOB;




151

CriocoObI BEIpaBHUBAHMS, YCTAHOBKA
TTO3HIINK TaOyIISIINH;

1.5.2

Hcnonp3oBanue CTHIIEN hila et
(dhopMaTUpOBaHUS TEKCTA.

1.6.

DopmMaTUPOBAHKUE CTPAHULIBIL:
W3meHeHune pacnoaoKeH s TEKCTa
Ha CTPAHMIIC,

16.1

KononTturyisr,

1.6.2

[IpenBapuTesbHbINA IPOCMOTP U
1e4yarb JOKYMEHTA.

1.7.

Hcnons3oBanue Tabmuiy st
CTPYKTYypUPOBaHUS MaTepuana:
3anonHeHue TabIuIbL;

1.7.1

dopmarupoBaHue TabHIl (M3MEHEHUE
IIMPUHBI CTOJIOIA, BBICOTHI CTPOKH;
OpHUEHTAIIMS TeKCTAa; TPAHUIIBI U
3aJIMBKA);

1.7.2

Hcnonn3oBanue T3.6JII/III JJIsL
O(bOpMJ'IeHI/IH JAOKYMCHTOB.

1.8.

Nmmopt u co3nanue rpaduku B Word.
BekropHas u pactpoBas rpaduka;

1.8.1

[Manens pucosanus Word (ocHOBHBIC
MHCTPYMEHTHI U aBTO(UTYPBI,
nercTBHs ¢ 00bekTaMu). Paborta co
ciosiMu. I'pynnupoBanue 00bEKTOB.

1.8.2

BcraBka pucyHkoB u3 daiina, popmar
pPHCYHKA.

1.9.

IIpakTuyeckas paborta no
(hopMaTUpOBaHNIO TUIIEPTEKCTOBOTO
MHOTI'OCTPAaHUYHOT'O JOKYMEHTA,
COJIEpIKAIETO TUTYJIbHBIN JIUCT,
TabIUILY, UJUTIOCTPALIUH.

Tadanunblii mpoueccop MS Excel

12

2.1

Ha3nadeHue 371eKTPOHHBIX Ta0JIHII.
DnemenTthl okHa Excel. Paboune kaurn
Y pabovHe JIUCTHI.

2.2

OcHoBHble 00bekThl DT (sueiika,
CTpOKa, cTONOeII, IUara3oH) U
MIpaBHJIA WX BBLICIICHUS.

2.3

®opwmartsl ganHbIx DT (uncna, Teker,
¢dopmyssl). BBoa naHHBIX.
Ocobennoctu BBoa (hopMyIL.

2.4

Penaktuposanne OT:
BcraBka/ynanenue cTpok, CTOJIOIOB,
SYEeK;

Hactpolika mupHuHbI cToa011a, BHICOTHI
CTPOKH.




2.5

dopmatupoBaHue paboYero JucTa:
dopmarupoBanue Tekcta (mpudr,
MIEPEHOC TI0 CJIOBAaM, CIIOCOOBI
BBIPAaBHUBAHHUS JaHHBIX ),
Yucnoseie (hopMaThl

['paHuIIbI ¥ 3aJIMBKA.

2.6

Paznuunble mpremMbl BBOJIa JAHHBIX.
ABTO3amnoJIHEHHE.

2.7

ITonsatue aOCOMIOTHBIX U
OTHOCHUTEIBHBIX CCBHUIOK.
KonupoBanue dhopmyir.

2.8

Oynkuu Excel (MaremaTtudeckue,
CTaTUCTUYCCKHE, JIOTUIECKHE).

2.9

Macrep nuarpamm.

Coznanue nuarpamm;
PenaktupoBanue auarpamm
(M3MeHeHue TUIa Auarpammsl,
BCTaBKa 3aroJIoBKa, JIETeH/Ibl);

2.10

[IpaxTuueckas padbora: Co3ganue
TaOJIMYHOTO JJOKYMEHTA, C
aOCOIIOTHOM azipecarueii

2.11

[IpaxTnueckas padora: Co3nanue
TaOJIUYHOTO JOKYMEHTA, CO
CMELIaHHOM azpecanuen u
IIOCTPOSHHEM JHArpaMM

2.12

[IpaxTnueckas padbora: Co3ganue
TaOJIUYHOTO IOKYMEHTA, C

MMOCTPOCHUCM JUarpaMm.

I'paduuecknmii pexaxrop Paint

3.1

3HaKOMCTBO ¢ HHTep(eiicoM
npuioxenus Paint

3.2

HHCcTpyMeHTHI rpaduueckoro
penakropa

3.3

Pabota ¢ ¢pparMeHTaMH PUCYHKOB

3.4

[Tanens aTpuOyTOB TEKcTa

3.5

[IpakTuueckas padbora: Co3naHue
M300paKeHUS C UCIIOJIb30BaHUEM
HMHCTPYMEHTOB rpapuueckoro
penakTopa.

3.6

[IpakTuueckas pabora: Co3nanue
1300pakeHusl ¢ UCTIOIb30BaHUEM
HMHCTPYMEHTOB rpapuueckoro
penakropa.

Hroro:

36

11

25




YueOHast nporpamma

[TporpamMma npenHa3Ha4eHa ISl MEArOrMYECKUX paOOTHHUKOB, BOCIUTATENCH M CHELUAIHCTOB
JOIIKOJIbHBIX 00Pa30BaTEIbHBIX YUPESIKIACHUIH.
[IporpaMma OpHEHTUpPOBaHA Ha CIIyIIATENCH, BIAJCIOIMX HABBIKAMU PaOOTHI B ONEPALMOHHON
cucreme Windows u nakerom nporpamm Microsoft Office.

TexcroBblii npoueccop MS Word (18 yacos)

Hactpoiika okna Word (manenu, momsi, 3HaKd (OpMAaTUPOBAHUSI, TPAHHUIIBI 00JIACTH

TEKCTa, MaciTao).

VYnpasnenue qokymentramu Word.
Buabl npencraBiieHust TI0OKyMEHTA.
PenaktupoBanue JOKyMeHTa:

Hcnons3zoBanne Oydepa obmena: padorta ¢ dparMeHTamu (yIJaJeHHE, TEpEeMEIICHUE,

KOITMPOBAHHUE).

Pexxum nowncka/3aMeHsl.

TexHonorus hopmaTupoBaHUSI CHMBOJIOB: H3MEHEHUE mpudTa.
TexHnonorus ¢popmatupoBanus ad3aleB: yCTAaHOBKA OTCTYIIOB;
CriocoObl BbIpaBHUBAHUS, yCTAHOBKA MO3ULMNA TaOyIsAIUHY;
Ucnons3zoBanue crusneit ajis popMaTupoBaHus TEKCTA.
@opMaTHUpPOBAaHNE CTPAHULLBIL:

V3MeHeHHe paciookKeHHs TEKCTa Ha CTPAHHULIE;

KononTturyisr,

[IpeaBapuTenbHbIiA IPOCMOTP U NIEYATH JTOKYMEHTA.
Hcnonb3oBanue Tabuu JUIsl CTPYKTYpPUPOBAHUS MaTepuaa:
3arnosiHeHNe TabIHIIb;

®opmartupoBaHue Tabiul  (M3MEHEHHE UIMPUHBI  CTOJOIIA,
OpHUEHTAIMs TEKCTa; IPAHULIbI U 3aJIUBKA);

Ucnons3zoBanue Tabmuil ajst 0ohpopMIIeHUS TOKYMEHTOB.

Wmnopt u coznanue rpapuku 8 Word

BekropHas u pactpoBas rpaduxka;

[lanens  pucoBanuss  Word  (OCHOBHbIE = HMHCTPYMEHTHI

neucTBus ¢ oo0bekTaMu). Pabora co crnosimu. ['pynmupoBanue 00bEeKTOB.

BcraBka pucynkoB u3 ¢aitna, popmat pucyHka.

2. Ta6umunbiii mpoueccop MS Excel (12 yacoB)

BBICOTHI CTPOKH;,

u

aBTOQUTYpHI,

Haznauenue SJICKTPOHHBIX Ta6J'II/II_I. Dnementsl okHa Excel. Paboune kUM M paGOqu

JINCTBHI.

OcHoBuble 00bekThI DT (s1uelika, CTpOKa, CTONOEI, AUAMa30H) U MPaBUiIa UX BBIICICHHUS.

®opmatsl ganHbix OT (umcna, teker, ¢popmyibl). Boa manueix. OcoOeHHOCTH BBOJA

dhopmyi.

PenaktupoBanne OT: BcraBka/ynmaneHue cTpok, CTONOIOB, sueek; HacTpolika mupuHbI

CTOJIOIA, BEICOTHI CTPOKH.



e @opmatupoBanue pabouero nucra: PopmarmpoBaHue TekcTa (MpUPT, TEPEHOC IO
CJIOBaM, C1IIocoObI BBIpaBHUBAHUS JTAHHBIX ).
Yucnoseie popmatsl ['paHUIIBI U 3aTTMBKA.

e PazanuHrle IMpUCMBbI BBOJIa TaHHBIX. ABTO3a10JIHEHNE.

e [lonsTHe aOCOMOTHBIX U OTHOCUTENBHBIX CChUTOK. KomupoBanue Ghopmyi.

o Oynknuu Excel (MaremaTnyeckue, CTAaTUCTHYECKHUE, JIOTUYCCKHE).

e Macrep auarpamm. Coznanue auarpamm; PepakrupoBanue nuarpaMm (M3MEHEHHE THIIA
JIMarpaMMbl, BCTaBKa 3aroJjIOBKa, JICTCH/IbI).

3. I'padmueckuii pexakrop Paint (6 yacos)

e 3HaKOMCTBO ¢ uHTep¢eiicom npuioxeHus Paint

e HHCTpyMeHTHI rpaduyecKoro peaakTopa

e Pabora ¢ (pparmeHTaMU PUCYHKOB

e [lanens aTpuOyTOB TEKCTaA

e [Ipaktuyeckas paborta: Co3gaHue H300paKEHUS C HCHOJIH30BAHHEM HHCTPYMEHTOB
rpauyecKoro peaakTopa.

e [Ipaktuyeckas paborta: Co3gaHue H300paXEHUS C HUCIOJIH30BAHWEM HWHCTPYMEHTOB
rpauyecKoro peaakTopa.

PedeparuBHoe onucanue Tem
1. Texcrosvlii npoueccop MS Word (18 yacos)

IMporpamma MS Word Bxomut B cocraB mnakera mporpamm Office, paspaboranHoro
kopropareir Micro Soft. Dta mporpamMa Ha3bIBaeTCs TEKCTOBBIM PEIaKTOPOM, HMHOTIA €€
Ha3bIBAIOT TEKCTOBBIM TporieccopoM. OCHOBHOE €€ Ha3HAa4YeHHWE: CO3/IaHWe, pelNaKTHPOBaHHE,
coxpaHeHue, (pOpMATUPOBAHHWE M PELCH3UPOBAaHHE TEKCTOBBIX a0KymMeHToB. Okno MS Word
UMeeT CTaHaapTHBIA uHTepdetic npunoxenus WIiNndows, KOoTOpbIii HHOTAA TPeoOpa3oBhIBACTCS
C BBIXOJOM O4YepeAHON HOBOM BepcHMM MpPOrpaMMbl, COXpaHsAs TIpPH 3TOM OCHOBHBIE
COCTaBJISONIME OKHAa mpuiokeHus. Kak u oknHa apyrux npuioxenuin Windows, MS Word
MMEeT 3arojlOBOK OKHAa C KHOIKAMHU YIpaBlIeHUs (CBOpauMBaHWE, MMUHHUMU3AIMUS M 3aKpbITHE
OKHa JTOKYMEHTa), TJIAaBHOE MEHIO, JIMHEHKN CKPOJIIMHTA, TTaHEeId UHCTPYMEHTOB, KOHTEKCTHOE
MeHto. [Ipu paGoTe ¢ BbIIENEHHBIMH (PparMEHTaMHM TEKCTa IOCIEAHHUE BEPCUH IMPOrpaMMbl
JOTIOJTHEHBI ~ BCIUIBIBAIONIMMY MHHH TaHelnsMu  (opMaTupoBaHus. [losBwince ranepen
(dbopmMaTUpOBaHUs U CTHIIEH, MO3BOJISAIONIME 32 OJIMH KJIMK BBIIOJIHUTH CPa3y HECKOJBKO IIAaroB
dopmarupoBanus. Kak npunoxenne WINdows, mis yBelTu4eHUsT CKOPOCTH 00pabOTKH TEKCTa
porpamMMa IOAJEPKHUBAET BBIMOJIHEHHE KOMAaHJ IpPU IMOMOIIM TaK HAa3bIBAEMBIX «TOPSUUX
KJIaBUIN» (KaK CTaHJApTHBIC, TaK U Ha3HAYAEeMBIMH CaMHUM II0JIb30BATENIEM), YTO CYIIECTBEHHO
yBenuunuBaeT 3¢p¢PeKTUBHOCTH paboTrbl B 1enoM. CTpoka COCTOSIHHS — IOKa3bIBaeT
CTaTUCTHUYECKYI0O MH(POPMAILIUIO TI0 TEKCTY: KOJIMYECTBO CTPAHUI], HOMEP TEKYIIEH CTpaHWUIIBI,
KOJINYECTBO CJIOB, OCHOBHOM SI3bIK TEKCTa, BUJ OTOOpPAXEHUS TOKyMEHTa (pa3MeTKa CTpPaHHULIBI,
pexum urenus, Web-cTpanuiia), MMeeT MPOKPYTKY Macmitaba BbIBOJAa TEKCTa Ha HSKpaH.
OcHOBHBIE HACTpOMKHM UHTepdeiica NporpaMMHOrO OKHa (Tak Ha3bIlBa€MbIe YMOJYAHUSA)
BBITIOJTHSIOTCS. W3 TOPU3OHTAIBHOW 3akiaaku «Bum» W 3a cueT HM3MEHEHUs IapaMeTpoB
IPOTPaMMBlI.

CymiecTByeT Ba CIOCOOBI pabOTHI C TEKCTOM:

1. «Or Kypcopa» — cHayajla BBITIOJHIIOTCSA HACTPOWKH, BBIOMPAIOTCS JJIEMEHTHI
(dbopMaTupOBaHUs, a 3aTeM OCYIIECTBIseTCsl Habop TekcTa. [Ipu 3ToM Bce BBIOpaHHBIE
HaCTPOMKHU U TTapaMETPhl COXPAHSIIOTCS 10 MOMEHTA UX U3MEHEHHUSI.
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2. PenaxkTupoBaHUE BBIICICHHOTO Y4acTKa FOTOBOTO T€KCTAa — HAOOp TEKCTa BBIMOIHIETCS
0e3 HaJIOKEHMS HIIEMEHTOB (HOPMATUPOBAHUS, 3aTEM BBIACIACTCS OAWH WM HECKOJIBKO
(parMeHTOB TEKCTa U BBIMOIHACTCS (pOpMaTUPOBAHHE.

[Mporpamma MS Word paccmarpuBaeT ITOKYMEHT KakK IIOCIEIOBATEILHOCTh PAa3JIelioB,
KOTOpBIE B CBOIO OUEPE/Ib COCTOAT U3 IJI1aB, ab3aleB, CTPOK, CIIOB, CHMBOJIOB. Bce 3T aneMeHTsI
TEKCTa CONPOBOMKAAOTCS ONPENEICHHBIMU CUMBOJIAMU (MOXHO BKJIIOUUTh UX OTOOpa)K€HUE Ha
JKpaHe), KOTOpbIe HaJlI0 YMETh pacro3HaBaTh. Paz/iensl U riiaBbl MOTYT OBITH OT(POPMATUPOBAHBI
IIPU MTOMOIIX Pa3sHOYPOBHEBBIX 3arojOBKOB, YTO TO3BOJIMT MO 3aBEpPIICHUH PAOOTHI C TEKCTOM
MOJIYYUTh ABTOMATU3UPOBAHHOE OTJIaBJICHHUE.

Crnenyer pasznuyarh 3JIEeMEHTHI (opmaTupoBaHHsS TEeKCTa (HACTpoiiku ab3ama, mpudra) u
3JIeMEHTHl (HOpPMATUPOBAHUS CTPAHULBI (pa3Mep CTPaHUIIbL, MOJs, OpPUEHTAIMs, pa3MelleHue
TEKCTa Ha CTPAHUIIC, Pa3pbIBbl, KOJOHKHU, KOJOHTUTYJIbI).

OnuH U TOT e AOKyMeHT B npuiiokeHur MS Word moxer ObiTh 0TOOpaskeH kak «Pa3merka
CTpaHuLbD», «PeXHM 4YTEHMs», KOTOPBI MOXKET COINPOBOXAATH HAa DJKPAHE BBICTYIIJICHUE
noxinaguuka u kKak «Web-ctpanunay. [lpuinoxeHue gaeT BO3MOXKHOCTH MOJIb30BATEIO
IIPOCMOTPETh CTPYKTYPY TEKCTa M paboTarh B pexxume «YepHOBUK», JAONOIHUTH HUHTepQeiic
JMHEUKOW M ceTKOoM. IIpu KelaHMM MOKHO IIPOCMATpUBAaTh U PENAKTUPOBATH JOKYMEHT B
pa3HbIX OKHaX, JMOO pa3[esuTh TEKyllee OKHO Ha JIBa OKHA JJIi OTOOpa)keHHsl B HUX pa3HbIX
pa3zenoB JOKYMEHTA.

Hcnons3oBanue Oydepa oOmeHa: pabota ¢ ¢hparMeHTaMu TekcTa (yAalleHue, IepeMelieHne,
KOIMPOBAaHNE) 3HAYUTEIHLHO YBEIUYHMBACT IPOW3BOJAUTEIHHOCTh PEIAKTHPOBAHUS, JaeT
BO3MOYKHOCTh 3aMMCTBOBAHHS IIEJBIX ()PArMEHTOB M3 JAPYTHMX TEKCTOBBIX JTOKYMEHTOB. Pexum
MOVICKA/3aMEHBI TIOMOKET OBICTPO OTBICKATh HYXKHBIM (PparMeHT TEKCTa 1O ONPeACICHHOMY
COYETAaHUIO CMBOJIOB, BBIIIOJHUTH 3aMEHY OJHUX COYECTAHHI CHMBOJIOB (CJIOB, MPEIJIOKCHHIA)
Ha apyrue. Takoii npuem OyneT He3aMEHHUMBIM TPU CO3JaHUU OJMHAKOBBIX MOCIIAHUN Pa3HBIM
PECIIOHICHTaM U TIPU U3MEHEHHUSX TOTOBBIX JIOKyMEHTOB. [ paMoTHOE popmaTtupoBanue mpudra
1 ab3ama: yCTaHOBKA OTCTYIIOB, BHIPABHUBAHHE, YCTAHOBKA IO3UIUN TaOyJSAIUHA IMOMOTYT
cIeNaTh TEKCT KPACUBBIM, CTPOTO CTPYKTYPUPOBAHHBIM U MPO3PAUHBIM.

Hcnonb30BaHre TOTOBBIX CTUJIEH 3HAUYMUTEIBHO YCKOPHUT IMpoliecc (opMaTHpPOBaHMS TEKCTa
(cyTb ero 3akyroyaeTcss B TOM, 4YTO 3a OAMH IIPUEM BBINOJIHSIETCS HECKOJIBKO IIIAaroB
(¢bopMaTupoBaHus), a CO3JaHUE U JalbHEWIlee MPUMEHEHUE COOCTBEHHBIX CTUJICH NMpPUBHECET
HETMOBTOPUMBIN aBTOPCKUN OKpac B 0(OpPMIICHHE TEKCTA.

[Tpu paboTe ¢ TEKCTOM OYEeHb BaXKHO T'PAMOTHO BBIMIOJHUTH (POPMATHPOBAHUE CTPAHHUIIBI C
y4eTOM BHJA CO3/1aBaéMOro JOKyMeHTa (OCOOGHHO Tpu pa3pabOTKe pa3aaToOdHOro
IUIaKTHYECKOTO MaTepHalia). pacroioKeHHe TeKCTa Ha CTPaHUIIE, PACCTAHOBKY KOJIIOHTHTYJIOB
(oToOpakarollluX MOMHMMO HOMEpa CTpPaHMIBI U JAPYryl0 BaXHYIO JJIs JIaHHOTO JOKYMEHTa
uHpopMaIHio (HanpuMep, Ha3BaHNWE OPraHU3aIM|, TEMY 3aHATHS U T. 11.).

[IpenBapuTeNbHBII TPOCMOTP MOMOXKET CMOJEIUPOBATh «OyMaXKHBIM» BapuaHT JOKYMEHTa U
IIpU HEOOXOIMMOCTH, IPUBHECTH KaKHe-TO M3MEHEHUs /10 Hayaja mpolecca meyaTu. Y paBiisis
MI€YaThI0 JIOKYMEHTA, MOKHO MAaHHITYJIMPOBAaTh TaKMMHU HACTPOMKAaMHU KaK KOJIMYECTBO KOIUMN
JOKYMEHTa, KaueCTBO MeuaTH, BLIOOPOM U HACTPOIKaMH NMPUHTEPA.

Ta6mupsr MS Word — npekpacHblii HHCTPYMEHT Uil CTPYKTYPUPOBAHHUS Marepuaia, Mpu
3TOM MpOrpaMMa IMPEeJOCTaBISIET BO3MOXHOCTh KaK CaMOCTOSITENIbHO BbIOMpAaTh 3JIEMEHTHI
(dopmaTupoBanust TaOMUIE! (LIMPUHA CTOJIOIA, BRICOTA CTPOKH, OPHEHTAIMS TEKCTa, TPAHUIIBI U
3aJlMBKa), TaK M MCIOJIb30BaTh IOTOBbIE SKCIPECC-CTUIIM TAOJUII, YTO 3HAYUTEIHHO YCKOPSET
nporecc opopmiIeHHs JOKYMEHTA.

I'unepcebliika — cChIIKAa B TUNIEPTEKCTOBOM cucTeme. ['MnepechlIkoi MOXKET cTaTh 000
TEKCTOBBIN (pparMeHT M rpapuuecKkuil 0ObEKT TeKCTa, T. €. THIEPCChUIKa — JJIEMEHT TeKCTa,
CCBUTAIOIINNCS Ha APYrod aneMmeHT. [Ipy Kiumke mo TrunepcchlIKe OCYIIECTBISETCA MEpPeXo] K
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3aKpeIUICHHOMY 3a Heil sJeMeHTy. Ha 49ro MBI MOXEM TNepeKIIOYHUThCsS (mepeiitu) 1o
TUIEPCCBIIKE:

1. Ha ompeneneHHOE MECTO JAaHHOTO TEKCTa (IMMOMEYEHHOE 3aKJIaJKOW), CBOEro poja,
HaBUTallUsl BHYTPU OJTHOTO JIOKYMEHTA

Ha npyroii daiin
Ha Web-ctpanuny MuatepHer

Ha npyroit Texcr, u npu HEOOXOAMMOCTH, MOXHO IHEPEHUTH Ha OIpPEACICHHYIO
3aKJIaJIKy 3TOTO TEKCTa.

5. Ha co3nanue HOBOro JOKYMEHTa
6. Ha oTmpaBky JOKyMEHTA IO JIEKTPOHHON TTOUTE

[Tporpamma 1mo3BoJIsIET UMIIOPTHPOBATH M CO3/1aBaTh rpaMKy HETOCPEICTBEHHO B cpere MS
Word. Hamuume monOopku BEKTOPHBIX TeOMETpUYEecKUX (Uryp u aBTOQUTYp, AMarpamMMm |
o0bexkToB SmartArt Bcerna moMoXeT OBICTPO JOMOJIHUTH JTOKYMEHT HYKHOW HILTIOCTpAIHeH.
Taxoke mpenocTaBisieTcsi BO3SMOKXHOCTh BHEPUTh B TEKCT PAacTpoBYIO rpaduky u3 daiina, mpu
ITOM €€ MOKHO HECKOJIBKO Ipeo0pa3oBaTh (M3MEHUTh KOHTPACTHOCTD M SIPKOCTh, KaIpHPOBAThH
PHUCYHOK, U3MEHHUTD Pa3Mephl U IIPOMOPIIHH).

WuctpymenTsl nanenu pucoBanust MS Word npenocTaBisitoT BO3MOKHOCTh CAMOCTOSTEIILHO
co3/1aBaTh Tpaduveckue OOBEKTHI I TUIAKTHYCCKIX MATePUAIOB HEIIOCPEJACTBECHHO B CpPEIe
nporpaMMmbl. PaGotas ¢ rpadukoi, Hy)KHO yMeTh pacnojaratb 0oOBEKThl B HY)KHOM HOpSIKE,
nepemMenias UX Ha CJIOW BBIIIE WIM HHUXKE, BBIBOJS HA MEPEIHUNA WM Ha 3aJHUN TUIaH.
['pynnupoBanue OOBEKTOB (HAMpUMEP, TEOMETPHUUYECKHE GUIypbl + HAAMUCH) MOMOXKET
MaHUITYJTUPOBATH TPYIIIONH OOHEKTOB KaK €MHBIM IICITBIM.

[Ipaktuyeckas pabota 1O (POPMATHPOBAHHUIO TUIEPTEKCTOBOTO MHOTOCTPAHHYHOTO
JOKYMEHTA!

1. Pa3penuth npencTaBieHHBIM TEKCT HA pa3ieibl

2. Co3narh TUTYJIBHBINA JTUCT

3. Co3zlaTb MHOTOYPOBHEBBIN CIIMCOK /IS TEPEUMCIAEMBIX JaHHBIX
4

BcraButh Ta6J'II/IIIy «Pacmmcanne 3aHATHID) B TEKCT, BI)I6paTI) JJIs1 HEC CTHIIb U3
rajiecpeu u OT(bOpMaTHpOBaTL Ta6J'II/II_Iy, 3aI10JIHUTD Ta6J'II/II_[y JaHHBbIMHA

BcTaBuTh B TaOnHIly pacTpOBOM PUCYHOK, WILTIOCTPUPYIOIINA Ha3HAYCHUE TAOTHUIIbI.
[Tonp3ysch AEMEHTaMU MTaHENIM PUCOBAHUs, CO3AaTh MTOYTOBBIN KOHBEPT

Ha cranuue, conepkaieil onucanue CBs3eil W MOAYMHEHUH HEKOTOPBIX OOBEKTOB,
BCTaBUTH SMart Art, WIDTFOCTPUPYIONINI STH CBS3H U TIOAYNHEHHUS.

COSI[aTB OTIJIaBJICHHUEC KO BCEMY TCKCTY, IMOJIB3YACh TMIICPCChIIIKAMHU

COSI[&TB ABTOMATHU3UPOBAHHOC  OTJIABJICHUC, TIPCABAPUTCIIBHO, HAJIOKHUB Ha
3aroJIOBKHM pa3Ji€JIOB U MOJAPAa3aeiIoB ONMPCACIICHHBIC YPOBHHU.

12



2. Tabéamunblii mpoueccop MS Excel (12 yacoB)

Dnexrponnas tabmuia (OT) BxoauT B cocraB makera mporpamm Office, paspaborannoro
koprnopanueir Micro Soft, mo3Bonsier xpaHuTh B TaOIM4YHON (GopMe OOJIBIIOE KOJIUYECTBO
UCXOJHBIX JAaHHBIX, pPE3yJbTaTOB BBIYUCICHUN, a TakXKe CBs3el (anredpanyeckux WIU
JIOTHYECKUX COOTHOIIeHHI) Mexay HumMu. Ho MS Excel — 310 u Heuto GoJbliiee, 4eM MpoCcTo
porpaMMa, KOTOPYIO MOKHO HCIIOJIb30BaTh Ui YIPOILIEHUS Pa3IUYHBIX MaTeMaTHYEeCKHX
orepanui, CI0XKHBIX pacueToB. OHa aeT BO3MOXKHOCTh CTPOUTH JHArPaMMbl Pa3IMYHOTO THIIA
Ha OCHOBE JIaHHBIX TaOJHIIbI, CO3AaBaTh 0a3bl JaHHBIX U pabOTaTh C HUMH, CTABUTH YHUCIICHHBIN
SKCHEPUMEHT U JIp. MHOroodpaszrue BO3MOXKHOCTEH MO3BOJIET HMCIIONB30BATh MPHIOKEHHUE HE
TOJILKO B SKOHOMHMYECKON 00JacTd, HO Takke B yueOHOW, HAy4yHOH, aJMUHUCTPATUBHON H
XO3SMCTBEHHOH cepax aesaTeNbHOCTH. B mpejcTaBieHuN Mosb30BaTeNs dJIeKTPOHHAs Tabiania
Excel cocTout u3 65536 crpoku 256 cToa010B, pa3MELICHHBIX B MAaMATH KoMibiotepa. CTpOKH
MPOHYMEPOBAHBl IENbIMH YuCIaMH OT 1 10 65536, a cronbubl 00o3HA4YCHBI OyKBaMuU
natuHckoro andasuta A, B, ... Z, AA, AB, ..., IV. Ha nepeceuenun cronbua u CTpoOKH
pacrojaraeTcsi OCHOBHOM CTPYKTYPHBIN 3JIEMEHT TaOJIUIIBI — SYehKa.

Jlis ykazaHusi Ha KOHKPETHYIO siYeHKy TaOJIUIbl Mbl HCHOJIb3YEM aJIpec, COCTABISEMbIN U3
0003HaYeHHs CTOJNOAa M HOMEpa CTPOKH, Ha MEPEeCeueHUH KOTOPHIX 3Ta s4YeiKa HaXOAUTCS
(mampumep, Al, F8, C24, AA2 u T1. n.). VYkazatenp S4YeWku (CENEKTOpP) — TEMHBIN
MIPSIMOYTOJIBHUK, OINPECISIIONMN TEKYIIYI0 S4YEHKYy. YKa3aTellb MOXHO IepeMeniarb I0
Tabnuie, Kak IpU HOMOIIM KJIaBHATyphl, TaK W MbIIbI0. biok (oOsactb) suyeek  biok
IIPEJICTABISIET COOOW MPSAMOYTOJbHYIO O0JIACTh CMEXHBIX sS4YeeK. BIOK MOXKET COoCTOsTh M3
OJHOW MJIM HECKOJBKUX SYEeK, CTPOK, CTOJOLOB. Ajnpec OJ0Ka COCTOMT U3 KOOpJIUHAT
IIPOTUBOINOJIOXKHBIX YIJIOB, pa3feneHHbiXx nBoetouneM. Hampumep: B13:C19, A12:D27. bnox
MOKHO 33a/aTh IPHU BBHIIOJIHEHUH pPAa3IMYHbIX KOMaHJ WIM BBOJE (QOPMYN MOCPEICTBOM
YKa3aHUs KOOPAWHAT WM BBIJCJIECHUS Ha dKpaHe. Pabounii TUCT, KHUra OJNEKTPOHHBIE TaOIULIbI
B Excel umeer tpexmepHyto crpykrypy. Tabiuia COCTOMT M3 JHCTOB, Kak KHHra. B KkHure
MOJKET pazMeniarbest oT 1 10 255 31MeKTpOHHBIX TAaOMUI, U KaXKJasi U3 HUX Ha3bIBaeTCs pabounM
auctoM. KoandecTBo NHMCTOB B KHUTE IO YMOJIYAaHUIO MOXKET YCTaHAaBJIMBATh I10JIb30BATElb,
BbIOIHUB KoMmaHny Cepsuc, Ilapametpsr, O6mue U U3MEHUTHh 3Hau€HUE cueTdyuka JIucToB B
HOBOM KHMre. Ha 3kpaHe BUJIEH TOJBKO OJMH JUCT — BepXHUMN. HIKHAS yacTh JIMcTa CONEPIKUT
SAPJBIYKU ApYruX JUCTOB. lllenkas KHOMKOM MBIMIM Ha SIPJBIYKAX JINCTOB, MOXKHO MEPEHTH K
Apyromy JHcTy. /IBOMHON KJIMK MO HA3BAaHUIO JINCTA JAaCT BO3MOXHOCTb IIEPEUMEHOBATh €TO.
JloxkymeHTOM (T. €. 00bekTOM 00paboTkn) MS EXcel siBisiercst (aiii ¢ mpou3BOIBHBIM HMEHEM U
pacuupenueM .x1s(X). B tepmunax Excel Takoii ¢aiin Ha3piBaeTcst pabodeii KHUTOM. Ajpecanust
saueiiku. O003HaueHne A4YelKU, COCTaBICHHOE U3 HOMEpa CTOJI01a U HoMepa cTpoku (AS, B7 u
T. JI.) Ha3bIBAE€TCA OTHOCUTEIBHBIM apECOM WM IPOCTO aapecoM. IIpu HEKOTOpBIX onepanmsx
KOMMPOBaHuUs, yianeHus, Bctabku MS Excel aBromatndeckn u3amMeHseT 3TOT agpec B popMyax.
YroObl OTMEHUTHh aBTOMATHUECKOE M3MEHEHME aJipeca JaHHOM suelKu, MOKHO Ha3HAYMTh €if
abcomoTHBIN anpec. s 3TOro HeoOXOIUMO NPOCTaBUTH IMEpel HOMEpPOM cTosOna U (Win)
nepesl HOMEpOM CTPOKH 3Hak jgoutapa «$». Hanpuwmep, B anpece $AS He OyaeT MEHATHCS HOMEp
cronbua, B aapece B$7 — Homep ctpoku, a B ampece $D$12 — Hu TOT, HU Apyroit HOMeEp.
YroObl coclaThCsl Ha JMANa30H f4YeeK, MOXKHO yKas3aThb uyepe3 JIBOETOUME ajJpeca HadalbHOU
(J1eBoil BepxHel) U KOHEUHOM (TIpaBoil HIDKHEN) sueiiku B Auana3one. Hampumep, o603HaueHune
AT:E7, B3:B6.

B MS Excel npexycMoTpeH oueHb yHOOHBIH CrOCOO CCHUIKM Ha SYEHKY C MOMOIIBO
MIPUCBOEHUS 3TOH syeiike Mpou3BOJBLHOTO UMEHH. UTOOBI MPUCBOUTH AYeiiKe UMS, CIEAYET ee
BBIJICIUTh M IIEJIKHYTh Ha IOJIe ajpeca akTUBHOW sueliku. HaOpaTe mpousBojbHOE MM U
Haxarh KkiaBuuly Enter. BeiaenenHoil syeiike OyneT NpUCBOEHO HMS. DTO MM MOXKHO
UCMOJb30BaTh B JaJbHEWIIEM BMECTO ajpeca JaHHOW sueiku. MIMeHamMu MOXHO 0003Ha4aTh
MOCTOSIHHBIE BETUYHUHBI, KOA()(PUIIMEHTHI, KOHCTAHTHI, KOTOPHIE UCTIOIb3YIOTCS B TaOIHIIE.
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OnemeHTHI pabodero okHa Excel: 3aronoBok okHa ¢ KHOITKaMH yIpaBJeHUs (CBOpaunBaHuUE,
MUHMMM3ALMSA U 3aKpBITUE OKHA JOKYMEHTA), IVIABHOE MEHIO, JMHEHKU CKPOJUIMHIA, MaHEeIH
MHCTPYMEHTOB, KOHTEKCTHOe MeHIo. [losBmince ranepen ¢opMaTUpPOBAaHUS U  CTUJICH,
MO3BOJISIOIIME 3a OJUH KIHMK BBIIOJHUTH Cpa3y HECKOJIbKO InaroB QopmarupoBanus. Kax
npwiokenne WINdows, st yBeNMuYeHHS CKOPOCTH 00pabOTKM JaHHBIX —IpOrpaMma
HOJICP>)KUBACT BBIMOJIHEHUE KOMaH] MPH MOMOIIM TaK Ha3blBAEMbIX «TOPSYMX KIIABHUII» (Kak
CTaHJApTHbIE, TAK U HAa3HAYaEMbIMU CaMMM I10JIb30BATEJIEM), YTO CYLIECTBEHHO YBEJINYUBACT
3¢ deKTUBHOCTh paboThl B 1eaoM. CTpoKa COCTOSIHMS NOKa3blBaeT FOTOBHOCTb NPOrpaMMbl K
nanpHeme pabore, BHJ OTOOpakeHUs JOKyMeHTa (OOBIUHBIA, pa3MeTKa CTPaHULBL,
CTpaHWYHBIN), UMEET MPOKPYTKY MacmTaba BhIBOJA TeKcTa Ha dKpaH. OCHOBHBIC HACTPOUKH
uHTepdeiica nporpaMMHOro OKHa (Tak Ha3blBa€Mble yMOJIYaHMSA) BBIIOJHIIOTCS U3
TOPU30HTAIBHON 3aKnaaku «Bua» U 3a cueT M3MEHEHHUs TapaMeTPOB IIPOrPaMMBI.

daiin Excel — naszwiBacTcs pabodell KHUIOM, KOTOpas COCTOMT U3 JIUCTOB, COCTOSIIHUX, B
CBOIO OY€pelb, U3 AUYCEK.

PaGoune kauru u padoune aucThl. OCHOBHBIE 00BEKTH DT
OcCHOBHbIE TUIIBI IAHHBIX:

e Uucra, kak B 00BIYHOM, TaK M SKCIIOHEHITMAILHOM (opmare,

e Tekct — nmocnenoBaTeIbHOCTh CUMBOJIOB, COCTOSIIAs U3 OYKB, IIUGP U MPOOEINoB,

o  ®opmynbl. Popmylibl JOJKHBI HAYMHATHCA CO 3HAKA PAaBEHCTBA, U MOTYT BKJIKOYaTh B
ce0s uncna, UMeHa syeek, QyHKIUU (MaTeMaTHYecKHue, CTaTUCTHYECKHEe, (PMHAHCOBEIE,
TEKCTOBBIC, JJaTa U BpEMS U T.J.) U 3HAKH MaTeMaTUYECKUX onepanuid. [[is koppekTHOro
BBOJIa JAaHHBIX CIIEAYET MPEABAPUTEIBHO ONpPENeauTh (GopMaT siueidKH, CTOI01a, CTPOKU
WM TMana30Ha SYEeK.

BBoJ 1aHHBIX MOYKHO HAacTpPOUTh KaK IO BEPTHKAIM TaK M [0 FOPU3OHTAIN, U3MEHUB
napametpsl Tabuuipl. PenaktupoBanue 9T MOXHO BBIIOIHATH KaK uepe3 IJIaBHOE MEHIO, TaK U
BbI3BaB KOHTEKCTHOE MEHIO JJISl BBIJEJIEHHBIX 00BbEKTOB. BceraBka/ynanenue cTpok, cToyOIOB,
A4YeeK, HaCTpOMKa IIUPUHBI CTOJIONA, BBICOTHI CTPOKHM BBIMOJHAIOTCS W3 TJIABHOTO H
KOHTEKCTHOTO MEHI0 nporpammbl. @opmarupoBaHue paboyero JMCTa MPEaNoJaraer:
¢dopmatupoBaHue TekcTa (WIPUPT, MEPEHOC IO CJIOBaM, CIIOCOObI BBIPAaBHUBAHMS JIAHHBIX);
YHCIIOBBIE (POpPMAThI, TPAHULBl U 3aJIMBKA. BBINOTHAIOTCSA TakKe W3 TJIaBHOTO M KOHTEKCTHOIO
MeHio. [ToMrMO 00BIYHOTO PYYHOT0O BBOJIA JTAaHHBIX CUCTEMA JIOTOJIHEHA PA3IMYHBIMU [TPUEMaMHU
BBOJA!

e ABTO3anoJHEHUE 2JIEMEHTAMH TOCJIEeI0BATEeIbHBIX CIIUCKOB (SIHBapb, (heBpajb, MapT...),
(moHeAeNnbHUK, BTOPHUK, Cpefa. ..)

e ABTO3aloOJHEHHE DJEMEHTaMH apU(PMETHYECKON MpOrpeccuu C yKa3aHUEM Iara
IIPOrpeccuu

. OFpaHI/IquI/Ie BBO/JIa 3JICMCHTAMH YKa3aHHOI'O CIIMCKa
. Ol"paHI/IquI/Ie BBOJIa KAKUMHU-TO YCJIIOBUAMU

Cuctema mnpekpacHO B3auMoJecTByeT ¢ Oydepom oOMeHa, NpPHUYEM MOMUMO
OOBIYHOW BCTaBKM TMPENOCTABISIETCS BO3MOXKHOCTH BBITIOJHHUTH CIIEIHATFHYIO BCTaBKY,
orpaHu4MB ee (opmaroM, 3HauUeHHEM, GopMynoil u T. n. IIpuiiokeHne coaepKUT OOIBIION
nepevYeHb MaTeMaTHYeCKHX, CTAaTHCTUYECKUX, JIOTHYECKUX, (UHAHCOBBIX M APYIHX
(GyHKLUH, KOTOpBIE O3BOJIAT OBICTPO 00pPabOTaTh TAOJUYHBIEC JAHHBIE.

[IporpamMma mpekpacHO B3aUMOACUCTBYET ¢ OydepoM oOMeHa, MO3BOJsis BBIPE3aTh,
KOIMUPOBATh W BCTABJATH cofepkuMoe sueek. [Ipu HeoOxommmocTH, pabotas ¢ Oydepom
oOMeHa, MOXXHO CBSI3bIBaTh JIaHHBIE PA3HBIX JOKYMEHTOB O(MUCHBIX MPUIOKEHHM.
Hanpumep, TtabnuuHble aaHHble EXCel, KOTOpble MEPUOTUYECKH H3MEHSIOTCS, MOXHO
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cBs3arh ¢ TekctoM WOrd, u 3TOT TeKCT HpU OOHOBICHUH CBs3ed Oynaer oToOpa)arh 3TH
MU3MCHEHMUS.

Macrep auarpaMM HO3BOJISIET MOCTPOUTH IpaduuecKre WILTIOCTPALUM TaOJIUYHBIX
JaHHBIX. Macrep nuarpaMM TIOMOXET OBICTPO TOJYYUTh JIO00M THUI JHAarpaMMBbl.
PepaktupoBanue auarpamMm IpejanojlaraéT W3MEHEHHME THIa JuarpaMmmsl, ogopmieHue
3aroJIOBKa, CO31aHUE JIETE€HbI.

[Ipaktnueckas pabora 1: Co3manwe TaOJIMYHOTO JOKYMEHTa, C aOCOJIOTHOU
aJpecanuei.

[lpakTnueckas pabora 2: Co3gaHue TaONIMYHOTO JOKYMEHTa, CO CMENIaHHOM
azipecanyeil 1 TOCTPOSCHHEM THarpaMM.

[TpakTuyeckas pabora 3: Co3mganue TaOIMUHOrO JOKyMeHTa (X2=X1+1; Yy1=X1*X2), ¢
HOCTpOEHHEM TpaduKa.

3. I'paduueckuii pexaxrop Paint (6 uacos)

CranpaptHblii rpaduueckuii pemakrop Paint ygo0HO HcCHonb30BaTh Ul CO3/aHUS
MIPOCTBIX PUCYHKOB M PEAAKTUPOBaHUs n300pakenuii B cpene Windows. Kak 1 Bce mpuitoskeHust
Windows Paint mpexacrtaBieHa B BUAE OKHA, MMEIOIIETO 3arojOBOK, KHOIIKH YIIPABJICHHUS,
IJIABHOE MEHIO M TIAaHEIH MHCTPYMEHTOB. MHCTPYMEHTHI rpad)udeckoro peaakTopa: KapaHaail,
KHUCTH, JIACTHMK, 3aJIUBKA, INUIETKAa, TEKCT, MHCTPYMEHTHI BblJeseHUS. Bbiiensist ¢parMeHTsl
PHCYHKOB, MOKHO BOCIIOJIB30BaThCs Oy(hepom oOMeHa, H3MEHHUTH pa3Mep, BHIIOIHUTE 00PE3KY,
[IOBEPHYTh M HAKJIOHUTH BbIJENEHHYIO 0o0nacTh. IlaHens aTrpuOyToB TEKCTa MO3BOJIUT BHIOPATH
Ha3BaHWe, HadepTaHue W pasmep mpudra. [IporpaMma mMeeT 1Ba OCHOBHBIX I[BETA: IIBET
pabouero MHCTpyMeHTa U 1BeT (oHa. BeiOop 1BeTa ocyiecTBisercss npu padoTe ¢ MajauTpoi,
coJieprKallleil HECKOJIbKO OCHOBHBIX I[BETOB U MU pabOTe ¢ MUKILEPOM, [TO3BOJIAIOIIUM BHIOPATh
0601 1BeT U3 1BetoBoi Mojenu RGB u onpeaenuTs SpKkocTh, KOHTPACTHOCTh U OTTEHOK I[BETA
(moceIHIe TPU XapaKTEPUCTHKH [[BETA OMPEACIISIOTCS TOJILKO B MPUIIOKeHHK Paint st Bepcuu
Windows 8). Paborast ¢ MUKIIIEpOM, MOKHO MOMOIHATH OCHOBHYO MATUTPY HOBBIM I[BETOM.

B nmpunoxenun Paint gust OC Windows 8 mpowu3onui 3HaYUTENbHBIC M3MEHEHHUS: MOSIBUIIACH
NaHelb BEKTOPHBIX TI'eoOMeTpHuecKuX (uryp (aHajJoruuHas MaHend OQHUCHBIX MHPUIIOKEHHIN),
MOSIBWINCH KHCTH, HMMHUTHPYIOIIME pPHUCOBAaHUE MacjOM, TEXHMKY MacTelld, aKBapelu,
TEKCTYpHbII KapaHnami. IlporpamMma mnoazep)kKuBaeT NpPO3pavyHOCTh PUCYHKAa M pPaboOTaeT ¢
dopmaTtamu u300pakenuii: *.bomp, *.jpg, *.ping, *.gif.

[Mpaktuueckass pabora 1: Cozmanue U300paKEHUS C HCIOJb30BAaHUEM HHCTPYMEHTOB
rpadMuecKoro peiakTopa U CoxpaHeHue ero B Bue daitma *.omp.

[Tpaktuyeckas paborta 2: Co3gaHue pa3gaTOYHOrO TUAAKTUYECKOrO MaTephalia K 3aHSATHIO TO
BBIOPAHHOM TEMe C MCIOJIb30BAHUEM HMHCTPYMEHTOB IpaMuecKoro peJakropa M COXpaHEHHUE
ero B dopmare *.ping.
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KAJIEHIAPHO-TEMATHUYECKOE INTAHMPOBAHUE

HanmenoBanne pa3aciioB U TEM
KaXZI0ro pasjaciia

Bcero
JacoB

B ToMm uucne

Jlexuun

ITpakTuka

dopma KoHTpOJIST /
aTTecTauu

Hara

| rpynna

TexcToBblii mpoueccop MS
Word

18

4

14

3aueTHas pabOTHI 10 TEMaM
paszzaena

1.1.

Hasnauenue MS Word.
Hacrpoiika okaa Word (manenu,
1oJIs1, 3HaKK (hOpMaTHPOBAHUS,
IPaHUIIBI 00JIACTH TEKCTA,
MaciTab).

03.09.

1.2.

VYupasnenue nokymenramu Word.
Buns!l npencrasienus
JIOKYMEHTA.

03.09

1.3.

PenaktupoBanue 10KyMeHTa:
Ucnonb3zoBanue Oydepa
obmeHa: paboTa ¢
¢dparmenTamu (ynajaeHue,
nepemMeleHe, KOMpoBaHUE).

03.09

13.1

Pexxum moncka/3aMeHEL.

03.09

1.4.

TexHonorust popmaTupoBaHust
CUMBOJIOB: V3mMeHeHue mpudra.

03.09

1.5.

TexHomnorust hopMaTHpOBaHUS
ab3aneB: YCTaHOBKA OTCTYIIOB;

10.09

151

CnocoObl BbIpaBHUBaHMS,
yYCTAHOBKA MO3UIMHA TaOyIISAIUHY;

10.09

152

HUcnonn3oBanue  ctwied i
dbopMaTUpOBaHUs TEKCTA.

10.09

1.6.

PopMaTUpPOBAHNE CTPAHUILBI:
H3meHeHue pacnooKeHus

10.09
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TCKCTA Ha CTPAHUIIC,

16.1

KomonTuryisr,

10.09

1.6.2

[IpenBaputenbHbINA TPOCMOTP U
neyaTh JJOKYMEHTA.

17.09

1.7.

Hcnonp3oBanue TaOIHIT IS
CTPYKTYPUPOBaHUSI MaTepHaIa;
3anonHeHe TaOInIIbL;

17.09

1.7.1

dopmaTHpoBaHUE TaOIHIL
(M3MEHEHHE UPUHBI CTONIOIIA,
BBICOTHI CTPOKH;

OpHUCHTAIUS TEKCTA; TPAHUIIBI U
3aJIMBKa);

17.09

1.7.2

Hcnionp3oBanue TabIuIl 1ist
odopMIIeHUS TOKYMEHTOB.

17.09

1.8.

Wmnopt u co3nanue rpaduku B
Word. Bekropnas u pactpoas
rpaduka;

17.09

18.1

[Tanens pucosanus Word
(OCHOBHBIE HHCTPYMEHTHI U
aBTO(UTYPBI,

nercTBus ¢ ooObekTamu). Pabora
co ciosimu. I'pynnupoBaHue
00BEKTOB.

24.09

1.8.2

BcraBka pucyHkoB u3 daiina,
dbopMaT pucyHKa.

24.09

1.9.

ITpakTuyeckas pabora 1o
dbopMaTUPOBaHHUIO
THIIEPTEKCTOBOTO
MHOTOCTPaHUYHOTO JOKYMEHTA,
COJIepKAaIEero TUTYIIbHBIH JIUCT,
TaOIHITy, WJUTFOCTPAIIIH.

24.09
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Tadoauunblii npoueccop MS
Excel

12

3adeTHast pabOTHI IO TEMaM
pazznena

2.1

Ha3naueHue 31eKTPOHHBIX
TabauIl. DIeMEHThI OKHA
Excel.Paboure xuuru u paboune
JIUCTEL.

24.09

2.2

OcHoBHbIe 00BeKThl DT (s9eiika,
CTpOKa, CTONOCII, IUAIa30H) U
IpaBUJIa UX BBIICICHUSI.

24.09

2.3

®opmatsl ganHbIX OT (uncna,
TeKcT, hopMyibl). BBO naHHBIX.
OcobenHocTH BBOJa GOpMyII.

01.10

2.4

PenaxktupoBanue OT:
BcraBka/ynanenue CTpok,
CTOJIOLIOB, STYCEK;

HacTtpoiika mmpuHs! cTooia,
BBICOTBI CTPOKH.

01.10

2.5

dopmarupoBaHue paboyero
JucTa:

dopmMaTUPOBAaHUE TEKCTA
(mpudT, IEpeHOC 1Mo CI0BaM,
CrocoObl BEIpaBHUBAHUS
JTAaHHBIX );

Yucnossle popMaThbl
['panuibl M 3aMBKa.

01.10

2.6

PaznuuHble npueMsl BBO1a
JTAHHBIX. ABTO3aIIOTHEHHE.

01.10

2.7

[TonaTue aOCOMIOTHBIX U
OTHOCHUTEJIbHBIX CCBIJIOK.
Konuposanue popmyst.

01.10

2.8

Oynkuun Excel
(MaTeMaTH4eCcKue,

08.10
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CTaTUCTUYECKHE, JIOTHYECKHE).

2.9

Mactep auarpamm.

Coznanue nuarpamm;
PenaktupoBanue auarpamMmm
(I/ISMGHGHI/IG THUIIa JUarpamMmal,
BCTaBKa 3aroJIOBKa, JICTCH/IbI);

08.10

2.10

[Ipaktuueckas padora: Co3znanue
TaOJIMYHOTO JOKYMEHTA, C
a0COIIOTHOM aapecanueit

08.10

2.11

ITpakTuueckas padota: Coznanue
Ta0JIMYHOTO IOKYMEHTA, CO
CMEIIIAHHOM aapecaluen u
MOCTPOEHUEM JTUarpaMm

08.10

2.12

[TpakTuueckas pabora: Co3znanue
TaOJIMYHOTO JOKYMEHTA, C

IMOCTPOCHHUEM JIUarpaMM.

08.10

I'paduueckuii pexaxrop Paint

[TopTdonmo rpaduueckmx
pabot

3.1

3HAKOMCTBO ¢ UHTepdeiicoM
npusioxenus Paint

15.10

3.2

HNHcTpyMeHTHI rpaduyeckoro
penakropa

15.10

3.3

Pab6ota ¢ ¢pparmenTamu
PUCYHKOB

15.10

3.4

[Tanens arpulyTOB TEKCTa

15.10

3.5

[TpakTrdeckas pabota: Co3nganue
M300paKeHHS C UCTIOJIb30BAaHUEM
WHCTPYMEHTOB Ipa)uuecKoro
penakropa.

15.10
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3.6 [Ipaktuueckas padora: Coznanue 1 0 1 [IpencraBnenue noprdoano 15.10
M300paXeHUS C UCIIOJIb30BAHUEM JTUTAKTHYECKUX
UHCTPYMEHTOB TpaguIECKOro MaTEepHUAIOB K 3aHSTHUIO TIO
penakropa. BEIOpaHHOM TeMe
Hroro: 36 11 25
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