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HEJIN U 3AJAYN OCBOEHUA N CHUTIJIMHBI

Ilens oucyunnunsl: n3yueHune ood1e XxapaKTEPUCTHKH MPOLIECCOB cOopa, mepenaun, 00padoTKu
U HAKOIUIGHHWs HWH(POpPMALUU, TEXHUYECKMX U IPOTPAMMHBIX CpEACTBaX peaau3aliu
UH(POPMALIMOHHBIX TPOIIECCOB.
3aoauu:
— ®@opMupoBaHHE y CTYJEHTOB 3JEMEHTOB MH()OPMAIIMOHHON KYJIbTYphl, HEOOXOIUMOM st
YCIIEIIHOM padoThI MO CIIEUATBbHOCTH.

O3HakoMJICHHUE CTYACHTOB C 0a30BBEIMH  DIIEMEHTAMU I/IHq)OpMaTI/IKI/IZ OCHOBHBIMH
HNOHATUSAMM, TEXHUUYECKUMM CpPEACTBAMH U IPOTPaMMHBIM 00€CHEYEHHUEM MEepCOHATIbHBIX
KOMITHIOTEPOB.

METOIUYECKHUE VYKA3AHUA 11O OCBOEHHUIO JUCHHUIIJIMHbI
MOAY.JIs)
1. Ilpumepwt nnanosé npaKmu4ecKux 3anamui

Tema 1

dopMaTHpOBaHUeE TeKcTa U u300paxenuii B MS Word
3aganue 1.
1) CxonupyiTe TEeKCT:
Ab3ay sengemcsas OOHUM U3 OCHOBHBIX 00BEKMO8 MeKcmogozo OoKymenma. Abzay c
JUMepamypHoU MOYKU 3pEeHUs — IMO 4acmsb meKcma, npeocmasianuas cooou 3aKOHYeHHbIU no
CMbICTLY (DpacmeHm npou3eedeHusl, OKOHYAHUEe KOMOPO20 CLYHCUM eCMeCcmEeHHOU Nay3ou 0.
nepexooa K HO8OU MblCU. B komnvromephvix 0oKymenmax abzayem cuumaemcst 110001 mexcm,
3aKAHYUBAIOWUTICS. YNPABGTAIOWUM CUMBOJIOM (MApKepom) KoHya absaya. Beoo konya ab3aya
obecneuusaemcs Haxcamuem kiasuuiu « Entery.
2) Ordopmarupyiite TekcT no mupuHe. /s Toro, 4ToObI B TEKCTE HE OBUIO OONBIINX MPOOETIOB
MEXJly CJIOBaMHM, pacCTaBbTE€ aBTOMAaTHYECKHE MEPEHOCHI: BBIIEIUTE BECh TEKCT, MEpeHIuTe B
BEpXHEH NaHEIM HMHCTPYMEHTOB BO BKIAaAKy «Maker» M HaxxMHUTe KHONKY «PaccraHoBka
MEPEHOCOBY. B BhIMaaronemM MEHIO BBIOEPUTE TYHKT «aBTOY.
3) [ns mepBoro ab3ara TeKCTa YCTaHOBHTE MHTepBai 1,5. Beinenure BTopoii ab3al], HaXMHTE
kHOnKy «VHTepBam» u BbIOEpUTE B BBINAJAIONIEM MEHIO NYHKT «/[pyrue BapuaHThI
MEKCTPOUHBIX MHTEPBAJIOBY. B OTKphIBIIEMCS OKHE «AO3ai» Haiaute MyHKT «MHTepBam» -
«MEXCTPOYHBIN», B BBITNAIAI0IIEM MEHIO BEIOEPHUTE MYHKT «TOUYHO» U yCTaHOBHUTE 3HadeHue — «10
.
4) Jlns mepBoTO ab3a1a TeKCTa cejlaiiTe KpacHYI0 CTPOKY pasMepoM 1,25 cM: BeIIETUTE TIEPBBI
ab3a1l, Ha)XKMUTE MPABOM KHOMKOM MBIIK MO BBIACICHHOMY a03aiy ¥ B KOHTEKCTHOM MEHIO
BBIOCpUTE MTYHKT «A03amy». B okHe «A03amy» Haiiaute nmyHKT «OTCcTynmb - «llepBas ctpokay u
BeIOepuUTE MyHKT «OTCTYm». Y CcTaHOBUTE 3HaYeHHE Ha «1,25 cm».
5) Jnst BTOpOrO ab3aima craenaiTe OTCTYIBI ClieBa M CrpaBa Mo 1 ¢M: OTKpOWTEe OKHO «A03ar,
HaiiauTe NyHKT «OTCTYnbI» U HanpoTUB NyHKTOB «CneBa» n «CnpaBa» NpocTaBbTE 3HaUEHUE «1
CM.
3aganue 2.
HabGepute Tekct mo o0pasily ¢ 3aJaHHBIMH TapamMeTpamMu (GopMaTUpOBaHUS: TUI mpudTa —
Cambria, pasmep mpudra — 12, MeXKIyCTpOUHBII MHTEpBANT — OAMHAPHBIN, UHTEPBAI MEKIY
YETBEPOCTHINBSIMU J10 — 6, mocie — 6; oTcTym ab3ameB cieBa — 4 cM wimm 6 cMm (depes
YETBEPOCTHILLE).
Haiinute B HTEpHETE MOXO0XKYI0 KapTUHKY M BCTaBbTe €e. Bo Bkiaake «Popmar» B rpyImine
UHCTPYMEHTOB «CTUIIM PUCYHKOBY BBIOCpUTE JTHOOYIO TTOHPABUBIIYIOCS PAMKY.
3aganue 3.
1) Cxonupyiite TEKCT:



Texcmogulii npoyeccop — NPUKIAOHOE NPOSPpAMMHOe obecneyenue, UCNOoab3yemoe Ol CO30aHUsA
meKkcmogvlx 0okymenmos. OcrhosHule snemenmol unmepghetica: knonka Office — kpyenas knonka,
KOMopas HAxo0umcsl 8 1e860M 8epPXHEM Y2y OKHA, NAHelb ObICMPO20 OOCMYNA — PACNONONCEHA
cnpasa om knonku Office; nenma Word 2007 — naxooumcs mexcdy paboueit 061acmvio u NAHeIbio
bvicmpo2o docmyna;, KOHMEKCMHOe MEHI0 — 6bl3bl8Aemcs WeN4KoOM Npasoll KHONKU Mblull 6
paboueil obnacmu; pabouas o001ACMb — YEHMPAIbHASL YAcmb uHmepgetica, 8 KOMopou
APOU3BO0SAMCSL ONEPAYUU C COOEPHCUMBIM OOKYMenma (Habupaemcs u pedakmupyemcs meKcm,
B8CMABNAIOMCSL 00BEKMbL, CO30AOMCcsL madbauysl u m. /.); cmpoxa cocmosiHus — UHGOPMAYUOHHO-
@DYHKYUOHANLHBLU DIeMeHM, PACHOTIOHCEHHDIL HAO HUNCHUM Kpaem OKHA NPOZPaMMbl.

Brinenure teker. 3agaiite ctuib «Times New Romany, pasmep mpudra 14, oreryn ad3ana 1 cm.,
MHTEpBaJbl Mex Ay ad3aramu 0, BBIDOBHSIMTE TEKCT MO LIUPUHE.

Crenaiite BTOpoe mpeaiokeHne HOBbIM a03atieM. Cremnaiite 3arooBoK JOKyMeHTa «TeKCcTOBBIN
nporueccop». PacnosouTe 3aroyioBoK 1Mo LEeHTPY, YBEIUUUTh MPUQT, noadepkHuTe. B nmepsom
IPEIOKEHUH BBIICTINTE TEPMHUH «TE€KCTOBBII MPOLIECCOPY KUPHBIM HIPUPTOM.

Kaxprit 13 mepedncieHHbIX BO BTOPOM a03arie 3JIEMEHTOB clieNiaiiTe ¢ HoBoro ab3ana. Cosmairte
HyYMEpaluIo ISl IEPEUMCIICHHBIX 3JIEMEHTOB. VI3MeHuTE HyMmepaluilo Ha MapKUpOBaHHBIN
CITMCOK, MCTIONB3Ys JIFOOOH M3 MPEICTaBIEHHBIX MapKepoB. OTCOPTUPYHTE MOTYIECHHBIN CITUCOK
1o angasury.

2) BcraBere m3zobOpaxenue (daitn «Mzo0paxkenue 1») B oTpopMaTHpOBaHHBIN paHEE TEKCT.
Brinenure uzobpaxenue, nepeiianre Bo BkIaaky «DopMaTy Ha MaHeIu HHCTPYMEHTOB. B rpymme
«YmopsanounTh» BbIOepUTe KHONKY «OO0TekaHue TeKcTomM». B BbimajaronieM MeHIO BbIOepUTe
nyHKT «[lo koHTYypy». OOpaTHTe BHUMaHHE Ha MOSIBIICHUE 3HAUKa CHHETO SIKOPS Ha JIEBOM I10JIe
PAIOM CO BCTAaBJIIEHHBIM HM300pa)keHHEM. DTOT 3HaYOK 0003HAYaeT MECTO B TEKCTE, K KOTOPOMY
NPUBSA3aHO BHIOPAHHOE U300pakEeHUE.

3) IlepemecTuTe M300pakeHNE TaK, KaK MOKa3aHO Ha KapTuHke: OOpaTUTe BHUMAaHUE HA TO, YTO
3HAUYOK SIKOPSI TAK)KE IEPEMECTHUIICS.

4) IToctaBbTe Kypcop nepen (pasoit «knonka Office - kpyrnas kHomnka, kotopas...». Haxvure
HECKOJIbKO pa3 Ha kiaBumry Enter mist nepemermienust ¢parmentra tekcra BHU3. OOparute
BHHUMaHUE Ha TO, KaKk BMeCTe ¢ (hparMEeHTOM TEKCTa IepeMeliaeTcsi H300pakeHue.

5) IlocTaBbTe Kypcop nepen (hpa3oil «maHenb OBICTPOro JOCTYIA — PACIIONOKEHA. ..» U HAKMUTE
HECKOJIbKO pa3 Ha kimaBumly Enter nns mepememienus ¢parmeHta Tekcra BHU3. OOparute
BHUMaHME Ha TO, YTO M300pakeHUE HE MepeMelaeTcs Beiel 3a (parMeHTOM, HaXOMSIIUMCS
nocie ad3aia co 3HaYKOM SKOPSI.

6) LllenkHure Ha M300paXCHUU JIEBOW KHOMKOM MBIIIH, Tepeinute Bo BKIaaky «Dopmaty,
Ha)XMHUTE KHONKY «OOTekaHHe TEKCTOM» U BbIOEpUTE MYHKT «3a(pUKCUPOBATH MOJOKEHUE Ha
cTpanule». [locTaBpTe Kypcop B Ha4ajao TEKCTa U M HAXKMUTE HECKOJIBKO pa3 Ha Kiasuily Enter
JUTst iepeMenienus pparmenta Tekcta BHU3. OO0paTuTe BHUMaHKE Ha TO, UTO YTO U300pakeHUe He
nepemMenaeTcs Beies 3a pparMeHTOM.

3aganue 4.

1) CoznaiiTe HOBOE MOJIOTHO AJIs PUCYHKA: NIEPENANTE BO BKIAAKYy «BcTaBkay, HO)KMHUTE KHOIIKY
«Durypsl» 1 BHU3Y BBIIAAAIOIIET0 MEHIO BbIOepuTE MyHKT «HOBOE MOI0THON.

2) Baytpu nosioTHa co3aiiTe pUCYHOK.

3) Beigenure mosioTHO U 3a7aiiTe emy ooTekanue TekctoM «Ilo kouTypy». [lepemecTure moaoTHo
B IIPaBYIO CTOPOHY.

3aganue 5.

1) Otkpoiite daiin «lomuk.docy. Ha sxpane nmosBUTCSI pUCYHOK.

2) Beinenure pucyHOK, IIETKHYB JI€BOM KHONKON BHYTpU oOsiacTu pucyHka. lllenknure mpasoit
KHOTMKOW MBIIIM W B KOHTEKCTHOM MEHIO BblOepuTe MyHKT «[ pynmupoBaTh» -
«PazrpynnupoBaTh». PHUCYHOK «pacchImieTcsi» Ha HECKOJIbKO COCTAaBHBIX 4acTell, Kaxaas W3
KOTOPBIX OY/IET OKpYy>KeHa OeJIbIMUA MapKepaMH.

3) PacTamuTe 351eMEHTHI B pa3HbIe CTOPOHBI.



4. N3 mosyyeHHBIX YacTel, KaK JeTaleil KOHCTpyKTopa, codepute Ooibioit mom. Hapucyiite
JIBEPb.

3aganue 6.

Otkpoiite daitn Korctpykrop.doc C momoristo onepanuii moBOpoTa, KOMMPOBAHUS U BCTABKU
co0epuTe U3 UMEIOINXCS JeTallel JIECTHUILY:

3aganue 7.

Ilepen Bamu kaptuna U.E. Penuna «Cagko» (daiin «M300paskenue 2»): Mcrnonb3ys HHCTPYMEHT
00pe3KkH, a TaKXkKe mapameTpbl 00TEKaHHsI TEKCTOM, PACIIOJIO0KUTh KAPTHHKH KaK MOKa3aHO HUKE.

Tema 2

CHocku n runepceslixku B MS Word
3ananme 1. Otkpoiite ¢aiin «Pasmunka mis yma». Bbeiaenure Bech JOKYMEHT, Ha)kaB Ha
knaBuarype couetanue kiaBum Ctrl+A. Oumcture QopMar Bcero Tekcra B JOKYMEHTE:
nepeianTe Ha BKIANKY «[ TaBHas», HAMIUTE HA MTaHHOU maHenu oonacth «Ctumy. Haxmure Ha
KHOIIKY C TUPE U TPEYTOJIBHIUKOM, B OTKPBIBIIEMCSI MEHIO BBIOEpUTE MYHKT «OUUCTUTH hopMaT.
3ananme 2. BcraBbTe HOMepa ctpanull. s 3Toro nepeiaute Bo BKIaaKy «BcTaBkay, HaKMHUTE
KHONIKY «HoMmep cTpaHuUIIbI», B BRINAJAIONIEM MEHIO BIOEpHUTE « BHU3Y CTpaHUIIBD».
3ananue 3. YOepuTe HOMEp CTpAHHIIBI C TIEPBOM CTpaHUIIBI JOKyMeHTa. HyMeparuio ocTtaabHbIX
CTpaHUIl OCTaBbTe 0Oe3 m3MeHeHus. [[ns sToro Bo Bkiagke «BcTaBka» HaXMHUTE Ha KHOIKY
«HwKHUI KOJIOHTUTYI» WU B BBHIMAJAIOIIEM MEHIO BBIOGpUTE MYHKT «VI3MEHHWTH HIKHUNA
KOJIOHTUTYJ». B oTkphIBIIEiics naHenu « KOHCTpYKTOp» MOCTaBbTE TaJ0UYKy Ha MyHKTE «OCcoObIH
KOJIOHTHUTYJ JIJIs1 IEPBOM CTPAHULIBI».
3aganue 4. [lepeiinute B Hayano JOKyMeHTa. Belenure 3arnaBue nepBod 3agaun: «3agava 1.
["osoBONIOMKA M3 COBETCKOIO KypHAJIa i IIKOJAbHUKOBY. [lepeitaute Bo Bkiaaky «l maBHas» u
BbIOCpUTE CTUIL «3aronoBok 1». IlponenaiiTe Toke camoe UIsi 3aTOJOBKOB BCEX OCTAIBHBIX
3a/ay.
3aganue 5. Co3paiiTe aBTOMaTUUECKOE OIJIaBIEHUE. /{151 3TOro BEpHUTECH B HAYAJIO IOKYMEHTA,
CO3JaliTEe HOBYIO CTpPOKY, nepeiaure BO BKIAAKY «CCBUIKM» W HAKMHUTE Ha KHOIIKY
«OrnasieHue». B BeimagaromemM MeHIO BBIOEPHTE NMYHKT «ABTOCOOHMpaeMoe OrJiaBieHHE 1.
[TpoBepbTe, uTOOHBI B OTJIaBICHUE TIOTIAJIMA 3ar0JIOBKY Beex 9 3amad. B Tom cirydae, ecnu kakoi-To
U3 3arojlOBKOB HE BOILIEJI B aBTOCOOMpaeMoe OIJIaBJIeHHE, MEpeiauTe K 3TOMY 3arojioBKY,
BBIJIETIUTE €0 U BO BKiagke «[ maBHas» B obnactu «CTHIN» BBIOEPUTE MYHKT «3aroioBOK 1.
3arem nepelauTe Bo BKIAAKY «CCBUIKM» M HAKMHTE Ha KHOMKY «OOHOBUTH TaOIHUILY».
3amanme 6. 3amaiiTe BceMy TEKCTY B JOKYMEHTE CJICAYIOIINE TapaMETPhI:
I'apaurypa — Times New Roman, kersb — 14, MexcTpo4HbIil nuHTEpBal — 1,5.
OrdopmaTupyiiTe Bce N300paKeHUsI: BEIpABHUBAHUE T10 JIEBOMY Kparo, 00TEKaHHWE TEKCTOM II0
KOHTYDY.
[IpocTaBpTe HyMEpaLMIO WM MapKepPbI JJIsl BCEX CIIMCKOB BOIIPOCOB.
3ananue 7. BcTaBbTe MOATEKCTOBYIO CHOCKY JJISt TOTO, YTOOBI yKa3aTh UCTOYHMK, U3 KOTOPOTO
ObLIa 3aMMCTBOBaHa 3a7ada. [lepeliauTe Kk 3aaue 5 ¥ MOCTaBbTE Kypcop B KOHIIE CAaMOM 3aayuH.
[lepeiinure BO BkiIaaky «CCBUIKM» M HaXMHUTE KHONKY «BcTraBuTh CcHOCKy». BBeaute
cienyromyto 3anuch: «Jlormueckue 3amaunm // Kypaanm «Marematuka». 2009. Ne5. URL:
https://mat.1sept.ru/view_article.php?ID=200900504&ysclid=104q3qse87146569778»
3ananue 8. BcTaBbTe BHYTPUTEKCTOBYIO TUINEPCChUIKY. [lepeiinute kK «3agade 1» M BCTaBbTE
3aKJaKy. [ns sroro:
1) ycranoBuTE Kypcop Ha ciioBe «3amaya 1», nmeperaure BO BKIAAKY «BcTaBkay u HaKMUTE Ha
KHOIIKY «3aKiajKay.
2) [IpucpoiiTe 3aknaake uMs A 1 HAXMUTE «/{00aBUTHY.
3) [lepeliaute B KOHEI] JOKYMEHTA M C HOBOW CTPOKH BBeAUTE (Ppazy: «BepHyTbes k 3amaue Nely.
4) Beimenure BBeneHHYIO (¢pa3y, mepelanTe Ha BKIanKy «BcTaBkay W HaXMUTE KHOIIKY
«Cchuikay.



5) B OTKpBIBIIMMCS JIUalOTOBOM OKHE B MEHIO clieBa BbIOepute «CBs3aTh C MECTOM B
JOKYMEHTE», BblOepuTe 3aKiIagky A u Haxmure «Oky».

6) IlepeiinuTe Mo CO3MaHHON TMIEpPCCBhUIKE (HAXaTh ctrl U ONHOBpPEMEHHO KIMKHYTH 1O HEH
MBIIIIBIO).

3aganue 9. BcraBbTe runepcchlUiky Ha Apyroi JOKyMeHT. /st aroro:

1) Ckauvaiite u3 DUOC ¢aitn «Jlornyeckue 3aaaun», COXpaHUTE €ro Ha paboyeM CToJIe.
Bepuurecs B daiin «Pa3zMuHKa a5 ymay.

2) Ilocne 3amauu 5 BBenute (hpasy «boibie JOTHYECKHUX 3a/1a49%.

3) Beimenure BBeneHHYIO (pa3y, mepeiiaure Ha BKIAAKY «BcTaBka» M HaXXMUTE KHOIKY
«Ccbuika». B oTkpbIBHIMMCS IUaIOrOBOM OKHE B MEHIO cieBa BbiOepure «CBs3aTh C
daiinom, BeO-cTpanureit» u Boidepure ¢aitn «Jlornyeckue 3anaun», COXpaHEHHBIH BaMU
Ha pabodem cToJe.

4) TlepelimuTe MO CO3MaHHONM THUMEPCCHUIKE. YOEIUTECh, YTO MIPH MIEITYKE HA TUTIEPCCHUIKE
OTKPBIBAETCS TOKYMEHT «Jlornueckue 3agadm».

3ananme 10. [TompiTaiiTech pemuTh 3a1auu, MpecTaBiIeHHbIE B (aiine «Pa3zMuHKa U1 ymay.
3anuInTe OTBET B BUJIC MPUMEYaHUM.

1) B ¢aiine «Pa3munka 11 yma» nepeiaure Ha BKIAAKY «PereH3upoBaHue».

2) Belaennte HOMEp U Ha3BaHME 33JauH, 3aKaB U IPOTSIHYB JIEBYIO KHOIKY MBIIIIH.

3) B manenn «PeneHzupoBaHue» HaXMUTE Ha KHONKY «Co3zaTe npumedanue». B
MOSIBUBLIEMCS [TOJIE IPUMEUYaHUs BIUIINTE OTBET HA 3a7a4y.

Tema Ne 3
Paodora ¢ Tadoannamu B MS Excel

Heas: Hayuutscs paborats ¢ npunoxxenunem MS Excel

3agaun:

1) wusyuuts unTepdeiic MS Excel, BBIIOTHUTE (hOopMaTUPOBAHUE STUEEK,

2) Hay4uTbhCA TIPUMEHSTH BO3MOXKHOCTH aBTO3AIOJHEHUS, BCTAaBKM MaTEMaTHYeCKUX
(GyHKUINH, COPTUPOBKH,

3) BBINOJHUTH BCTaBKY M (HOPMATUPOBAHUE AT PAMMBI.

3ananue 1. Marepdeiic MS Excel.

3anyctute npunoxenue MS Excel. [losaakombTech ¢ uaTepdeiicom. PaccMoTpuTe KaxkIyro
BKJIQJIKY JICHTBI.

BeigenuTe Bce sMEWKHM IETYKOM MBI B JIGBOM BEpXHEM Yy paboueil olmactu.
Bb130BUTE KOHTEKCTHOE MEHIO, BbIOEpUTE MYHKT «Dopmar siueek», BO BKIIAJKE BbIpAaBHHUBAHUE
IIOCTaBbTE IAJIOUKY Ha IIYHKTE «IIEPEHOCUTD I10 CIOBAM.
3ananmue 2. Co3ganue npocThix Gopmyi

OcHoBHbIe IpaBHJIa co31aHus Gopmya

=  @dopmysa Bceraa HaYMHACTCS CO 3HaKa «=» (paBHO). DopMyIa OTpakaeTcsi B CTPOKe POpMyIL.
Aprymentamu (opMys1 0OBIYHO SIBJISIIOTCS CCHUIKM Ha sTUEHKU (aapeca syeek).

* Ajpeca siueeKk MOT'YT ObITh omHoCUmebHble U aOCONI0OMHbLe.

OOBIYHO CCBHUIKM Ha SYCHKH OMMCHIBAIOTCA M UCIOJIB3YIOTCS KaK OTHOCUTENbHBIE ((opmar
samcu Al, aapec Al BBoaMTCS B OpMYITy ¢ KJIaBUATYPhl WM IIEITYKOM JIEBOW MBIIIHU IO
sueiike Al). Korna ¢popmyna, comepsxariast 3TH CChIIIKH, KOMUPYETCS, IPOUCXOAUT UBMEHEHUe
bopMyIbl 1Sl TOAIEP>)KaHUSI OTHOCUTEIBHOCTH CCHUIOK.

* AOCOJIIOTHAS CCHLIKA HA TYCHKY WK 00J1acThb siueek OyET BCeria CChlIaThCsl HA 0OUH U MOm
srce aopec cmpoku u cmonbya. Popmar 3anucu abeomorHoin ceeuikn — $A$1. Anpec $ASI1
BBOJIUTCS TaKXKe, KAK OTHOCUTENbHBIN. UTOOBI OH CTa abCONMIOTHBIM, TIOCIIE YKa3aHUS STUYCHKH
HEoOX0IMMO Haxath KiaBuiry F4 — mepen nMeHeM cTonOla U CTPOKH MOSBUTCS 3HAK «$».
[TonpoGyiiTe HeCKONIBKO pa3 HaxkaTh F4 1 mocMoTpuTe, Kak OyAeT MEHITHCS aipec CCHUIKH.

3ananme 2.1. Beegute B stueitky Al — uncio 235, B ssueiiky Bl — uucno 5, B sueiiky C1 — uncino 8.



3ananme 2.2. Beinenure sueiiky D1 u BBeaure dopmyny =Al1+B1-C1 He mponwuchiBas ee ¢
KJIaBUATYpPHl, @ BEIOUPasi COOTBETCTBYIONIME sTUeiKH. [[Ji 3TOTO BBHIOJHUTE CAEAYIOLINE [aru:

- BeIgenute siueiiky D1, HaunuTe BBOA (pOpMyIBI CO 3HAKA =;

- IIEIKHHUTE Ha sueiike Al, 3aTeM BBEIHUTE 3HAK INIIOC +;

- IIETKHUTE Ha siuelike B1, BBequTe 3HaK MUHYC -;

- menkaute Ha sueiike Cl, Haxxmute Enter, B sueiike D1 nmonyuurtcs pe3ysnprar.

3aganue 3. ABTOCyMMHpPOBaHHe

3ananue 3.1. Coznaiite Jluct 2. BBequte uucna ot 1 go 10 B stueiiku A1:A10 (Bocmonb3yiiTech
¢ynkuueit aBTo3amonHeHus). Bwigenute sueiiky All, B KOTOpYIO IOMECTUM pE3yNbTaT
CYMMHPOBaHHUSI.

3ananme 3.2. lllenxnure kHOmMKy ABTOCcymMMa - X. Excel mpumer pemieHue, kakyio o0iacTb
BKJIIOYUTh B JIMAna3oH CYMMHPOBAHMSI M BBIIEIUT €€ IMyHKTUPHOW JBUXKYIIEHCS paMKon
(rpanuLeit).

3ananue 3.3. Haxmute Enter mist mpunstis o61acT, KOTOpyro BeiOpana nporpamma Excel. B
siuerike A1l nosiBUTCS pe3ysibTaT aBTOCYMMUPOBAHUS.

3ananue 3.4. Pe3ynpTaT aBTOMaTHYECKH U3MEHUTCS, €CJIM Bbl H3MEHUTE KaKOe-HUOY/Ib YHCIIO B
srueiikax Al:A10, u3mMeHuTe 006JaCTh CYMMHUPOBAHUS. yIAIUTE KaKylH-HUOYIb CTPOKY B 001acTH
cymmupoBanusi. Eciam B mpomecce paboThl  JT00aBISIOTCS HOBBIE CTPOKHM B 00JacTu
CYMMHPOBAHUSI, TO PE3YJIbTAT TAKXKE U3MEHseTCS aBToMaTudecku. [lompooyiite!

3ananue 3.5. Beemure umcna or 1 mo 10 B sueiiku C1:C10 (Bocmomb3yiiTech (QyHKIMEH
aBTo3anojgHeHus). s cyMMUpOBaHUsI HECKOJIbKUX auana3zoHoB, Hampumep, C1:C3 u C6:C8,
HEOOXOaNMO:

- BBIJICJUTH Ty SYEHKY, B KOTOPOIl BbI XOTHTE NOIXydnuTh cymmy (C11), menKHyTh KHOIKY
ABtocymma - X — Excel mpumer pemieHue, Kakyl 00JacTh BKIIOYHTH B JIHANa3o0H
CYMMHPOBAHHS ¥ BBIICITUT €€ MyHKTUPHOM JIBIDKYIICHCS paMKO# (TpaHuIieit);

- BbIOpare MbImKoW cBoil nuanason (C1:C3) m ymepxkuBas Haxaroi kmaBumry [Ctrl],
BeIZIEINTHh BTOpou nuama3oH (C6:C8), naxxmure Enter. B sueitke C11 mosiBUTCS cymma
muanasonoB C1:C3 u C6:CS.

3ananue 4. Boluncienue npoueHToB

3ananmue 4.1. Beenute naHHbIe B AYEHKH, 0POpPMUTE TAOIHUILY, BBIITOJTHUTE BCE PACUETHI:
3ananue 4.2. O0vequnuTte siueiiku F2 u F3 u B momydeHHy0 sIMEHKyY BBEAUTE HA3BaHKE CTOJIONA:
«%». B 9TOM cTONOIIE BEIYHCIUM TPOIEHT COTPYAHUKOB C KaXKIBIM BUIOM 00pa3oBaHUSI.

[TporeHT COTPYAHUKOB C BBICIIUM 00pa30BaHUEM BBIYUCISETCS MO (popmyIie:

KOIUYeCmeo COmpyOHUKO8 C BbICUUM 00pa3zoeanuem / obujee Koauuecmaso
COmpyOHUKO8

Ilpumeuanue: B MS Excel onsa noocuema npoyenmos uuciumens He HYHCHO YMHONCAMb HA

100, max xax 8 OaHHOU NpocpaMme ecmb CHeYUalbHuIl Gopmam, NpeoOHA3HA4eHHbll OIS

APABUTLHO20 OMOOPANHCEHUS NPOYEHNOB.

3ananmue 4.3. B sueiixy F4 BBeaure popmymny .
3Hak $ o3HavaeT aOCOTIOTHYIO CCBUIKY, T.C. MPHU KOIUPOBAHHU (POPMYJIBI HOMEP CTPOKHU B
azpece 3ToM Tuerku He MeHserca. Haxmure Enter.
3ananue 4.4. Boigenure siueiiky F4. YcranoBure 11s Hee 4MCIIOBOM (hopMaT — MPOIICHTHBIN.
Jiist aToro Ha Bkiaake I'1aBHas BeiOepuTe 00macth «Unes10» 1 HAXKMHUTE HA KHOTIKY CO 3HAKOM
MPOIEHTA.
3ananmue 4.5. Beinenure sueiiky F4 u, npu nomoru Mapkepa 3aroIHeHus], CKOMUpyiTe GopMyy
B siueiiku F5:F8. Bl yBunure pe3ynbTaThl BBIYUCICHUMN.
3aganue 5. OTHOCHTE/IbHBIE H A0COJIIOTHBIE CCHLIIKH
Cospaiite Jlucr 4.
3anonHuTe U 0HhOpMUTE TAOIHILY:
1. Ilycth BeIIaTa 32 MECSI] BEIYUCIACTCS 1O HopMyIie:
eviniama 3a mecay (K eploaue) = 6azoeasn 3apniama + npemus - HA102



Hanor ompenenen rocyaapctBoM B BUja€ (UKCHPOBAHHOTO IMPOLIEHTa OT CyMMBbI (6a3oBast
3apriata + npemusi). Yucno 0,13 B siueiike A11 o3HayaeT, 4YTO HAYUCIICHUS HA JICHEKHYIO
BhITIATY (Hasor) coctaBisitoT 13%.
B sueiiky E3 Beemute dopmyny E$A$11*(C3+D3). Hammute Enter. B sueiike mosButcs
pe3ynbTar. 3Hak $§ o3HauaeT abCONIIOTHYIO CCBUIKY, T.€. IIPU KOMUPOBAHUU (DOPMYIIBI aJipec
ATOM SYEHUKHU HE MEHSETCA.

2. Brigenure siaeiiky E3 u, neperamuB Mapkep 3amoqHEHUs, CKOMUPYUTe GopMyIy B sTYEHKH
E4:E8. B Aueiikax nosBsTcs pe3yJbTaThl BHIUUCICHUI HAJIOTa.

3. B sueiiky F3 BBenute popmyny . Haxxmure Enter. Beinenute sueiiky F3 u, npu
MOMOIIIA MapKepa 3amoiHeHus, ckormupyite dopmyny B sueliku F4:F8. Bel yBumure
pe3yJIbTaThl BHIYMCIECHUM.

4. CamOCTOATENHbHO MOJIYYHTE pe3yibTaT BeiuncieHuii B suetike F9 (MTOIO).

2. MemoouuecKkue peKomMeHOauuu K camocmoamenbHoll padome CHyoeHmos
CamocrosiTenpHas paboTa CTyIeHTOB 1o aucturuimHe «MHpopManroHHas KyIbTypa THIHOCTHY
BKITIOUYAET B ceOsi:

— TEKymyw palboTy HaJ Y4YeOHBIM MaTepuajioM, H3JIOKEHHBIM B Yy4E€OHBIX TOCOOHSIX 10
UH(POPMALIMOHHOM KYIbTYpE;

— M3y4YCHHE ¥ KOPPEKTUPOBKY CBOMX JICKIIMOHHBIX 3aITUCEH C UCIIOJIb30BAaHUEM JOMOTHUTEIHHOM
JTUTEPATYPHL;

— MOATOTOBKY K MPAKTHYECKUM 3aHSATHUSIM;

— IMOATOTOBKY K JTUCKYCCHUH;

— CaMOKOHTPOJIb TPUOOPETEHHBIX 3HAHUH;

— IMOATOTOBKY K JU(PepeHIINPOBAHHOMY 3aUETYy.

YUYEBHO-METOJIUMYECKOE U HWH®OPMAINMWUOHHOE OBECIHEYEHUE
JAUCHUIIJINHbI
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anexkTpoHHbd  //  OOpasoBarenvHas  1uiargopma  FOpaiit  [caiit]. —  URL:
https://urait.ru/bcode/509820

Jlononnumenvnasn numepamypa:

2. Bounk, B.K. Undopmaruka: yauebHoe nocobue amns By3os / B.K. Bonk. — Mockaa:
NznarensctBo FOpaiit, 2023. — 207 ¢. — (Bricmiee oopazoBanue). — ISBN 978-5-534-14093-4.
— Texkct: osnextponsbiii // OOpasoBarenbHas mnatdopma IOpaiit [caiit]. — URL:
https://urait.ru/bcode/519823

3. Nudopmaruka: yue6Huk ans By3oB/ B.B. TpodumoB [u ap.]; OTBETCTBEHHBII
penaktop B.B. TpodumoB. — 4-e¢ u3zn., mepepad. u mom. — Mocksa: U3zmarensctBo FOpaiiT,
2023. — 795c.— (Beicmiee oOpazoBanue). — ISBN 978-5-534-17577-6. —  Tekcr:
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