Access. HHCcTpyMEHTaIbHBIM
CpPEeICTBOM  NporpamMMmbl  Access
apisiercs: Visual Basic

EXCEL. B kuure 1 Jlucrl suetike
Al 3amucano yucio 9, a B Jluct2 B
Al — umcmo 2. Ecom B sueiike
ClJImct3 3ammcana ¢opmyna =
[Kuural] Jmerl! $AS$1-[Kuwral]
Juct2! $AS$1, TO Kakoe wymCIO
3anuiiercs B ssueiike C1: 7

EXCEL. Ilpu BBOome B pexume
«oOmuity uucma «455,56» kakas
COBOKYITHOCTb CHMBOJIOB
YCTaHOBUTCSI B JAHHOM sdeiike:
YHCI0BAsA

MS Access — 3TO0 ... mporpamma
JUISL cO3JaHusl U 00padoTKH 6a3bl
JAaHHBIX

MS Access. B Tabmume mns
HepeMeNIeHHss OT MONsA K IIOJIO0
ucmoisp3yercs ... kiaapuma Tab

MS Access. 3anuch — 93TO
NoJHbIH  Ha0op JaHHBIX 00
onpeeieHHOM 00beKTe

MS Access. 3anpoc — 310 ...0TOOP
JAaHHBIX COIVIACHO HEKOTOPBIX
ycaoBHit

MS Access. O0beKT, B KOTOPOM
XpaHHUTCS HHPOPMAIHs- TAd LA

MS Access. OOBEKT, KOTOPBIi
COJIEPKUT  ONHCaHUE  JICHCTBHIA:
®opma

MS Access. OnuceiBaTh TOJII |
BBIOMpATh THUIl TOJIEH cieqyeT B
pexume ... Koncrpykrop

MS  Access. TenedonHslit
CIpaBOYHMK — 3TO ba3a maHHBIX,
cocrosmas W3  TpeX  IOJNeH:
®amunus, Agpec u  Homepa
tenedoHoB. VYKaxuTe, Kakoe U3
HEePEUYNCIICHHBIX TIOJICH  SIBIISETCS
KJIIOUYEBBIM: HOMeP TejiepoHa

MS Access. YkakuTe THO IOJI,
ecan uMms nonst «Jlata poxxaeHus»:
aarta, BpeMst

MS Access. YKaxkure THI IIOJIS,
ecrm mms mons  «Komudectso
MEIUKAMCHTOBY . YMCJIOBOI

MS Access. YKaxuTe THI IIOJS,
eciau uMs 1tosist «CTOMMOCTBY WIIH
«llena»: meHesKHbII

MS Access. YKaxkuTe THI IIOJIS,
ecmi uMsa monst «Damunus» WIH
«Jl0KHOCTEY»: TEKCTOBBIM

MS Excel. Kakme komaHIEI

BBITTIOJIHAKOTCS 1npu HaXaTuun
IMAKTOrpaMMbI «ABTOCyMMa)) Ha
CTPOKE UHCTPYMCHTOB:

ABTOMaTHYECKOE CyMMHpOBaHue
JTAHHBIX 3HAYEHU I

MS Excel A5, B4 - oro:

OTHoCHTe/IbHAS asipecanus
fYeeK
MS Excel. BeprukansHbie

COCTaBIISIIOLIME OKPAaHHOM  CETKH
Excel Ha3pIBaroTCs - CTOJOLAMM

MS Excel. IIpu TIOMOIIHA
KOMOUWHAIUH, KakdX  KIABHII
MOXXHO  CIelaTh  KONMHUPOBAaHUE
sueek? CHavasa Ctrl u C, a 3atem
Ctrln V

MS Excel. Vkaxure npaBHIbHOE
HaTHCaHHe (hopmynbt
cymmupoBanust CYMM (A1:A12)

MS Power Point — 93TO
nmporpaMMa JUIsi  TOATOTOBKH
npe3eHTAL UM

MS Word. [Haiite onpeneneHue
TepMuHy «JlOKyMEeHT»: ITO TeKCT
Wi  H300paxkeHHe, HMelolee
HH(OPMALMOHHOE 3HAYEHHE.

MS Word. Yto0sl coequHUTh ad3arg
¢ TOCIeyommM ab3ameM HYXKHO:
MOMECTHTh KYypcop B KOHeI
nepporo agsana u Haxatb Delete

PowerPoint — ato ... Ilpukaaxnas
nporpamma  Microsoft  Office,
npeJHa3HAYEHHAsl 1Sl CO3JaHHUs
npe3eHTAM W NPOBeJdeHHUs!
Npe3eHTALHUI -3T0 J0NOJIHEHUE)

PowerPoint Hy>eH 111 CO3MaHHUA ...
npe3eHTAL U ¢ HeJIbI0
NOBBIIICHUS 3¢ dexTUBHOCTH
BOCIIPUSITHSL M 3allOMHHAHUA
HHpOPMALMH

Windows — 370 ... omepanuoHHast
cucremMa

Windows. C HOMOILBIO
KOMOMHAIIMK KJIaBHIII Alt+F4
MOJKHO. .. 3aKPBITh OKHO

Windows. VYkaxure IOMyCTUMEIE
orepauuy ¢ ($paioBoi CTPYKTYpOii:
KonupoBanne u nepemenienue
(aiinos, nanok.

Windows. Vkaxure 00s3aTeabHbII
aneMeHT mnanku: OmnpenejeHHbIH
BHEIIHHMI BH/I.

Anpec sUeKM B DJIEKTPOHHOM
Tabmuie  onpexaensercs:  <br>4)
HA3BaHHEM CTOJI0OIA U HOMEpPOM
CTPOKM. TOJIBKO 4

AHTHBHPYCHBIE IPOTPAMMBI — 3TO
MPOrpaMmbl, BbISIBJISIIOLIHE H
Jieyanue KOMIbIOTePHbIe
BHPYCBI

AHTHUBHPYCHBIE IPOTPaMMbI MOXKHO
pa3lenuTh Ha HECKOJIBKO BUJIOB:
JeTeKTOPbI, J0KTOPA, PeBU30PbI,
JOKTOPa-peBH30PbI, PUIBTPHI H
BaKIUHBI

ApxuB, K KOTOPOMY IIpUCOEIUHEHA
porpaMma apXuBaIlu:
€aMOopPAacNaKoBbIBAIOIIHIA

ApxuBanus — 3TO C:KaTHE OTHOTO
niu 6osee GailioB ¢ HeabIo
KOHOMMH NMAMSTH U pa3MeIeHust
CKATBIX JaHHBIX B OTHOM
apxuBHoOM (aiine

ApxuBHblii (aiin npexcrasiser
co00ii - (aiis1, ynakoBaHHBIIi ¢
MOMOIILI0 APXHBATOPA

B NC «xaramor cosmaercs
nomouisio ... F7.

B Paint yIpaBllCHUE
HPO3PauyHOCTBIO ¢dona y
KOIupyeMoro ¢QparmMeHra pHUCYHKa
OCYLIECTBJIACTCS  4epe3  IYHKT
MeHI0: PucyHok

B Windows paznuuarot cienyromue
okHa: <br>1) mporpaMMHoe OKHO;
2) OKHO 3acTaBkHM; 3) OKHO
3ampoca;

B Word wumeroTcs cremyromue
TUIBI COUCKOB: MapKHUPOBaHHBII,
HYMePOBaHHBbIH,
MHOT'OYPOBHEBBIIi.

B 30He 3arooBKOB OKHA HaXOISATCS
KHOIIKH CUCTCMHOI'O MCHIO-BCe€.

B xakoit wu3 00bekTOB Access
MIPOU3BOJUTCS BBIUKCIICHUE?
3anpochl

B xakoii omnepanuoHHOH cucreme
JKpaH Ha3bIBAETCS pabouum
cronom: WINDOWS

B kaxoii omnepanMoHHON cucTemMe
9KpaH Ha3bIBaCTCS pabounm
cronom? Windows

B KakoM U3 MEHIO HaxOIATCs
KOMAH/[bl YIIPABJIEHHS MaPaMeTPOM
CTPaHUIl B TEKCTOBOM pPEIaKTOpE
Word ®ajiJr.

B xaxoM u3 myHKTOB MEHIO
MIPOU3BOJMTCA 3a/[aHUE
HampaslieHus Tekcta? Popmar

B KakoM MEHIO OCYyIIEeCTBISETCS
HU3MEHEHUE ¢dopmara SIUCEK:
®opmart — Aueliku

B KaKkoM paszerne Access
pacrojiaractcsi OCHOBHOW  00BeM
naHHbIX? O0J1aCTh JaHHBIX

B kakoMm pasgene MeHIO OKHa
nporpamMmbl PowerPoint HaxomuTcs
komaHga Cosnate (HoBwrit) craiin?
BcraBka

B xakoMm pasgene MEHIO OKHa
nporpamMmbl PowerPoint HaxomuTtcs
komanna Hacrpoiika anumanmu?
Iloka3 caaiiioB M MOKHO elne
SHFT+5



B kakoM pexuMme OTKpbIBaeTcs 6asa
JAHHBIX JJIS ylalleHus maposieii? B
00BIYHOM peKnMe

B okxnax Windows xomaHga MeHIO
HenocrynHa, eciau:  Iloka3zana
cepbIM I[BETOM

B OCHOBE METO/IOB apXHBalUH
n3o0paxxeHuii 6e3 nmorepu
UHGOPMAIINH JISKHT: HJes ydeTa
YHCIIa TOBTOPECHUI OIMHAKOBBIX
6aiiTOB, KOTUPYIOLIMX PUCYHOK

B mporecce cxkaTUs pacTPOBBIX
rpaduueckux (aiios mo
anroputmy JPEG ero
MH(OPMAIIMOHHBIH 00BEM 0OBIYHO
yMeHb1uaercs B...10-15 pa3

B penakrope Microsoft Word texct
JEerKko MOXXHO mpeoOpa3oBaTb B
TabMMIy ¢ TIOMONIBIO  IyHKTa
MEHIO:HeTy 0TBeTa @

B penakrope Microsoft Word Tekcr
JETKO MOXKHO IIpeoOpa3oBaTth B
Ta0JUIly ¢ TOMOIIBIO ITYHKTA MEHIO:
Tabauma

B cranmaptHoM Buae Ha Pabouem
croje pacrnosararoTcs: Moii
komnbloTep, Kop3nHa, maHeab
3aga4, CereBoe  OKpY:KeHHe,
Internet Explorer, knonka Ilyck

B Tex cimywasx, korzma
IpeArnoaraeTcs nepeaada
OOJIBIIIOTO apXHMBa HA HOCUTEISAX
MaJioii EMKOCTH, CO3/Jal0T
Pacnpenenénnnblii apxus

BBox u penakTupoBaHHE JaHHBIX B
TabIMIAX MOXXHO TPOU3BOIUTH C
nomotibio komaua: 1) «Tadaunsn»,
«Amsa  Ttabauub», «OTKPBITHY;
3)“daiin”, “OTkpbITh 0a3y”,
“Hms 6a3pl JaHHBIX;

BBox uHdopmManuu B aKTUBHYIO
SYEHWKY BBIIOJHSACTCS C KIABHATYPbI
it 3aKaHYUBACTCS Ha)KaTHEM
knaBumu Enter

Bech criexTp cymecTByomux
CEero/IHs apXUBATOPOB MOKHO
pa3aenuTh Ha TPU TPYIIIbL, KOTOPbIE
YCJIOBHO Ha3bIBalOTCA (pailioBbIMU,
NPOrPAMMHBIMH U IUCKOBBIMH

Buneomonurop mMoxer paboratbs B
pexxumax:<br>2) TeKCTOBOM;4)
rpadguyeckom.

Buabl xanbKynsaTopoB paboTraromux
B cpene Windows: o0OBIYHBIN,
HHKeHepPHbI

Bupychsl, 3apaxaromiue $aiiinsl ¢
PACLIMPCHUSMHU .COM U .€Xe, a
TaKXKe OBepJIeHHbIC (aliitbl,
3arpy’KaeMble IPH BHIOJIHEHUH
JPYTUX OPOrPaMM Ha3bIBAOTCS
(daiinoBbiMu

Bupycsl, KOTOpbIe UCHIONB3YIOT T
WITH UHBIE CPEACTBA JUIS TOTO,
YTOOBI MAKCUMAJIHBIM 00pa3oM
CKPBITh (DaKT CBOETO MPUCYTCTBUS,
Ha3bIBaloTCsi Bupycamm —
HeBHAMMKAMHU

Bupycsl, KOTOpbIE MOT'YT OCTaBIISATh
CBOM KOIUH B ONIEpaTUBHON
namMsTH, Ha3bIBAKOTCA-
Pe3ueHTHBIMU

BMmectuMoCTE CHMBOJIOB B IIOJIE
Memo B ©0a3ze ga"HHbIX MS
Access:256

Bo Bpemst BbINOJIHEHHS Tporpamma
XpaHUTCS B: OnepatuBHoii
naMsITH.

Bosgpar B Windows  mocie
okoH4aHUs paboter ¢  MS-DOS
MOXXHO OCYLIECTBHTH C IMOMOLIBIO:
koMmaHbI Exit.

BcraBka ¢parmenra B MS Power
Point OCYILECTBIISIETCS
koMmOuHanuei kiasum... Ctrl + V

Boibop Buga kambkynaropa: C
NOMOIIBI0 MeHI0 By

Breibop Bcex (aitioB  Tekymero
KaTaJlora ¢ pacIIMPEeHHEeM COM: *.
Com

Br16op mMakera ciaiiia B mporpamme
PowerPoint  ocymectBisietcss ¢
MOMOLIbI0 KOMaHJ ... Popmar —
Pa3mertka caaiina

Bri6op makeTa cnaiifa B mporpamMme
PowerPoint cTBisiercs ¢ moMomuibo
koMaHj ... ®opmar — Pa3zmerka
caaiiia

Breibop 1mBera QoHa, 3aroiOBKOB,
TEKCTa W JIMHUA B TPE3CHTAUU

NPOrpaMMBbl PowerPoint
OCYILIECTBIAETCS  C  TOMOUIBIO
komana: ®opmar — llBeroBas

cxema cjaiaa

BreiOpate Bce aiinel ¢ THIOM
«com»: *. Com

Breiienmuts  JHCT B Excel
leaxkHyTh 1O  INepecevyeHHIo
HMeEH CTOJIOLOB U CTPOK

Briienurs croJbelr MO’KHO,
LICNKHYB ... 110  Ha3BaHUIO
cToJIonA.

BeIgennuTs CTpOKy MOXKHO, IIENKHYB
... TI0 HOMepY CTPOKH.

Bri3Batb BepxHee MEHIO
nporpaMmmbl  NC MOXXHO KJIaBHIIEH
... F9

BrizoB KOHTEKCTHOI'O MEHIO:
IleaxkHyB mnpaBoil  KJaBHIIel
MBIIIH.

Beriitu u3 nporpamMel NC MOxHO
xiasumeit F10.

Bemonnenne komanasl  Hauath
M0Ka3 claiioB NpEe3eHTALNU
MIPOTPAMMBI PowerPoint
ocyulecTBiseT kiapuma ... FS

I'ne Ha pabouem croJie
oroOpaxaercs  uHOpMamus O
3aIyMCHHBIX MIPUIOKCHUSIX

Windows? Ha manesiu 3aga4

I'ne pacnosioxeHa KHOIIKa
«Coxpanenne gokymeHta»? Ha
naHeJau HHCTPYMEHTOB
«CrangapTHas

I'maBHOE MEHIO Windows
OTKpPBIBACTCS TPU HAXKATHU KHOIIKU
... Ilyek

l'opu3oHTaNBbHBIE  COCTABIISIOLINE
IKpaHHON CeTKU Excel
Ha3BIBAIOTCS — CTPOKAMM

I'paduyecknit penaxTop,
[OCTAaBJISICMBbIii B  KOMIUIEKTE C
Windows, ... Paint.

I'paduueckoe IIpeJCTaBICHUE
TabnnuHbIX AaHHBIX B Excel - a710. ..
auarpamMma

I'pynmoii stueek B Excel Ha3biBaeTcst
... AMATNIA30H siYeeK

JlaiiTe onpeaeneHue NpUKIaTHOMY
IIPOrPaMMHOMY 00€CIIEUEHHIO:
YacTh NporpaMMHOro
ofecrnedyeHus ISl pelIeHus
NPHUKJIAJHBIX 32124

Jlanuble U3 MS-Excel moxHO
ckomupoBath B MS-Word ¢
momompio  komaHa:  MS-Excel,
[paBka - KomupoBats, MS-
Word, IIpaBka - BctaButh;

Jlanusle u3 MS-Excel wmoxHO
ckommpoBate B MS-Word ¢
momMoimpio  komana:  MS-Excel,
IIpaBka - Konumpoatp, MS-
Word, IIpaBka - BcraButh

JleiicTBue, TIO3BOJISIONIEE
OIHOBPEMEHHO  TIOKa3aTb  BCE
OTKPBITHIC JOKYMEHTHI Ha JKpaHe
penaktopa  Word  BpimoaHuTh
komMaHay (Ymopsgouurs Bce ):
OKHO - YNopsiio4uTh Bce

Juarpamma — 3710 ... rpaduyeckoe
npeacTaBjIeHHe JaHHBIX

Juarpammel B nporpamme Excel
CO3/1AK0TCSA VIS ... rpaduyecKoro
npeacTaBjeHuss HHGopMaLMK

JIMCKOBBIE apXUBATOPHI MO3BOJISAIOT
YHCTO NPOrPaMMHBIM CIIOCOO0OM
YBEJINYUTDH MOYTH B/IBOE
JOCTYIIHOE THCKOBOE
NMPOCTPAHCTBO



Jlns BCTaBKM JaHHBIX U3 Oydepa
o0MeHa HCIIOJNb3YETCs COYETaHHE
kiapur;, Ctrl+V.

Jns BcTaBKM AaHHBIX U3 Oydepa
oOMEeHa HCIHOJIB3YeTCs COYeTaHHe
knasum? Ctrl+V.

Jis BBIEncHUS a03ama TeKcTa B
penaktope MS-Word Heo6xomumo:
<br>2) ycTaHOBHTH KYpPCOp Ha
noJie cjieBa OT ad3ama W ABAKABI
IIEJKHYTh  MbIbIO;  <br>4)
IIEeJKHYTh MbIIIBI0 B Hayaje
a03ama W, He OTMycKasi MBIIIH,
NMPOTSIHYTH /10 KOHLA af3ana.

Jis  BBIGNEHUSI BCEro  TEKcTa
JIOKyMeHTa B penakrope MS- Word
HeoOxouMo: <br>1)ncmoJb30BaTh
komauabl «IIpaBka»>«BblaeJuTh
BCE; <br>3)ucnojib30BaTh
kiaapumm  CTRL + S5  Ha
Jon.kJapuarype; <br>

Jis BBINENEHHS CIIOBA B TEKCTE B
penaktope MS-Word Heobxomumo:
YCTAHOBHUTH YKa3aTeJdb MBIIIHA HA
cjioBe M clIeJaThb  JIBOWHOM
IIEJTYOK JIEBOI KHONKOW MBIIIN;

Jlnst BBIJIENIEHUs] CTPOKU B TEKCTE B
penaktope MS-Word neo6xonumo:
IEJIKHYTh J1eBOH KHONKOM MbIIIH
cJ1eBa OT CTPOKH TEeKCTa

Hust BBIYUCIICHUS CpeaHero
3HaueHUS, CTaH/IapTHOTO
OTKJIOHEHHUS UCIIOJIB3YETCH. ..

Crarucruyeckasi QyHKuUus;

Jnst rpadudeckoro npeacTaBiIeHUs
JaHHBIX JOCTaTOYHO Ha IaHEIH
WHCTPYMEHTOB  IIENKHYTh MO
MUKTOTpaMMe. .. Macrep
AUArpaMM.

Jlnst 3armycka aHTUBUPYCHOM
IPOrpaMMBbl IPYU BKIFOUECHUU
KOMITbIOTEpa HEOOXOJUMO
MIOMECTUTD €€ B MAIKY:
ABTO3arpyska

Jns 3amycka nporpammbsl Norton
Commander, HEOOXOIUMO
menkHyTh 1o daitny: NC.EXE

JIis 331U THI KOMIIBIOTEpPA OT
BUPYCOB MOXKHO MCIIOJIb30BaTh
o0mme cpecTBA 3aIUTHI
HHpopManMH,
cnenHaIn3HpoOBaHHbIe
NMPOrpaMMblI

Jlnst n3MeHeHust pa3MepoB OKHA B
Windows: Kypcop Mbimn
COBMECTHTD C O/THOI U3 YeThIpex
TPAHUYHBIX JHHUI PAMKH OKHa,
koraa Kypcop MbIm npumer BUj
JIBYXCTOPOHHEH CTpeJIKH, U
U3MEHHUTH pa3Mep OKHA

Jlns kormpoBanus B Oydep ooMeHa
nH(bopMaIu HCIIOJIb3YETCS

coueranne knasum? Ctrl + C. U
ctrl + insert

Jl1s  KONMpOBaHUSA —COIEPKUMOTO
9kpaHa B Oydep oOmena  print
screeH

Hns 0003HaYCHUS ¢aiinos
HCTIONIB3YIOT: HMeHa "
pacuImpeHust.

JIi1st OTMEHBI BBIJIEJIEHHOTO TEKCTA B
penaktope MS- Word nocrarouso:
LIEJIKHYTh B JIIO0OM MecTe TeKCTa
JIeBOii KHONKOM MBbIIIH

J1y1s1 OTMEHBI KaKOTO-TH00 JIeHCTBYS
HEOOXOMMO HaXaTh CJICAYIOUIYIO
kinasuiry Esc.

JIy1st OTMEHBI KaKOT0-TH00 JIeHCTBYS
HCOOXOJMMO HaXaTh CJCAYIOIIYIO
knasuiny Esc.

Host OTIIPaBKU BBIJICJICHHOT'O
¢parmenTa B Oydep, HaKUMaeM
KoMOmHanmio kiaasumr... Ctrl +
Insert.

JJis penakTHpOBaHUs
cylecTBytouei quarpaMmel MS
Excel HeoOxo1MO: BHIOPATH
IUarpaMmy M OTKPBIThH ee
JABOHBIM LIEJTYKOM

Hns co3manust HoBOro (aita B
penaktope MS-Word HeoOxoanmo:
BBINMOJHUTE KoMaHAy «Co3aaTb»
U3 MeH10 «Daii.

Jnst co3manus pacyeTHOH GopMyIIsl
HE00X0AUMO AKTHBU3HPOBATH
sYefiKy U Ha TaHeIn WHCTPYMEHTOB
IIEJIKHYTh 110  NHUKTOTPaMME...
BceraBka pyHKUUH.

Jl1s coxXpaHEeHHs PeIaKTHPYeMOro
IOKyMeHTa B penaktope MS-Word
HEO0OXO0I1MO: HIeJIKHYTh
nukrorpammy “CoxpaHuth” Ha
naHeJI HHCTPYMEHTOB

Jnst coxpaneHusi Qaiina JaHHBIX C
TTOMOIIBIO KJIaBUATYPBI
HEO0O0XO0UMO HCIIO0JIH30BaTh
knapuin: Ctrl+S.

I[J'ISI CyMMHPOBaHUA JaHHBIX
JA0CTAaTO4YHO YKasaTb ﬂqeﬁxy n Ha
NaHeJIM HWHCTPYMEHTOB MICJIKHYTH
110 MUKTOr'paMMe. .. ABTOCyMMa

s hukcanuu pexkuma MPOMUCHBIX
OyKB, HE00X0IUMO Ha)XaTb
cnenyomyro knasunry Caps Lock.

st pukcamun pexnma mpormUCHBIX
OyKB, HE00X0MMO HaXaThb
cnenyromyto knapuity Caps Lock.

Jnst 4gero npenHazHadeHa IaHENb
3anau? Jlast 6bicTporo mepexoaa c
OJHOIl AKTHBHOI NporpaMMmbl B
JIPYIyI0 AKTUBHYIO IPOrpaMmy

s gero nmpenHazHaveHa
mporpamma WordPad? pas

€O3/1aHHUS U MPOCMOTPA
JOKYMEHTa HeDO0JIbILIOro pa3Mepa,
111 popMaTHPOBAHMS H
PeIaKTHPOBAHHUS TEKCTOBBIX
JOKYMEHTOB ¢ pacuimpeHnem .rtf

Jost 4ero NpeAHa3HauYCHA
nporpamMma biokHoT? mis HaGopa
TEKCTOB He0O0JILLIOT0 pa3Mmepa,
A1t NpoCMOTpa "
KOPPEKTHPOBKH [OKYMEHTOB €
pacmimpenuem .txt

Jing  4ero  CIOyXXHT — KOMaHIa
«YCTaHOBKa» B COCTaBe OKHA
IIPeIBapUTEILHOTO npocmoTpa?
A5 3aaHUH MapaMeTpoB JUCTA

JUis  4ero  CIYXHT  PEXUM
IIpe/IBapUTEIILHOTO POCMOTpA
JOKyMeHTa? MPOCMOTpa JaHHBIX,
B TOM e BHJAe KaK OHM OyayT
0TO0paKeHbI PHU MeYaTH.

Js 4yero CIYXXHUT  pEXHUM
IIPeIBapUTEILHOTO IIPOCMOTpa
JIOKyMEHTa? HNPOCMOTPA JAHHBIX,
B TOM 3¢ BHJAE KAaK OHHM OyayT
0TO0paKeHbI NPU NeYaTH

Jlokyment Power Point B okHe
MIPUIOXKEHHS MOJKET OBITDH
n300paxkeH cieayromuM odpazom B
BH/Ie 3JIEKTPOHHOIO JIOKYMeHTa U
ciaaiiga

JlokymeHnT mporpammsl  Microsoft
Excel Ha3piBaercs... KHHTA.

Ecnu Bapyr mepectana pabotaTth
MBIIIb, TO Haxkatue KiaaBui Ctrl+N
npu pabore B8 MS — Excel momoxer
BBIMIOJIHUTH KOMaH/y: CO31aTh.

Ecnmu tabmuma B Word comepxkur 4
cTondIa, TO B KAKOW U3 HUX MOXKHO
IIPOU3BOJUTH copTupoBKy?’B
J11000M cTOI01Ie

3arpy3ka Paint BbImONHSETCS C
IOMOUIBIO  MEHIO: IIyek -
IIporpammbl — CraHaapTHble —
Paint

3arpy304HbIe BUPYCHI
XapaKTepHU3YIOTCS TEM, UTO:
MOPAaKAKT 3arPy304YHbIe CEKTOPa
JIHCKOB

3akpeITh OKHO Paint MOKHO
koMmOuHanuen kinasum Alt + F4

3anpoc, KOTOpBIH CO34aeT HOBYIO
TabJIMIly Ha OCHOBE BCEX WJIM YacTH
JTAHHBIX U3 OJHOW HJIM HECKOJBKUX
TabJIHL, Ha3bIBACTCS. HA M3MEHEHHE

3amyck MS Power Point
OCYILECTBIISACTCS KOMaH 101
Hyck-IIporpammer- MS Office -
Microsoft Power Point

3amyck mnporpamMmel PowerPoint
OCYIIECTBIACTCS € HOMOIIBIO



komana ... Ilyck — TI'iaBHoe
meH10 — [Iporpammblr — MPP

3amyck  mporpammbl  Word
OCYILECTBIISACTCS CIIETYIOLIUM
cnocobom: I'maBHoro meHwo —
Mporpammsr - MS Office - MS
Word

3anyck penakropa dopmyn B MS

Word OCYILIECTBIIACTCA
BBIIIOJTHEHHEM cllenyromei
HOCJIE/I0BaTENIbHOCTH: IlyHkr
MeHI0 BcraBka 00BbeKT

Microsoft Equation

3naukn  (spieikn) B Windows
COOTBETCTBYIOT:<br>1)
JIOKYMEHTaM; 2) nankam; 3)
nporpamMmam;

Hepapxudeckyro
obpazyrot: Ilanku.

CTPYKTYpY

)ik KaKoro MyHKTa MEHIO
BBI3BIBACTCSI ~ KOMAHAA  3a/aHUS
TapaMeTpoB 3aIpOCcoB? BH/

V3  Kakoro  IyHKTa  MEHIO
IPOrpaMMbl Access
OCYILIECTBIIACTCS JOCTYI K
KOMaH/aM HpoBepku opdorpadpun?
CepBuc

)ik KaKoro MyHKTa MEHIO
TIPOTPaMMBI MS-Word
OCYILECTBIISACTCS JOCTYII K
KoMaHJaM ITpoBepku opdorpaduu?
cepBHC

W3  kakoro  ImyHKTa  MEHIO
NPOU3BOAUTCS 3aJaHUE ITapaMeTPOB
BHEIITHETO BU1a Tabauiel? hopmMat

MN3menenne pasmMepoB OKOH B
TporpaMmax padoTaIoLIUX B cpele
MS Windows. MOKHO H3MEHHTb
BO BCEX HANPABJIEHHUSIX.

WMt sT9efiky 2IeKTPOHHON TaOIHIIBI
obpazyercsi U3 mMeH cToioma u
CTPOKH

HHTerpupoBaHHas  COBOKYITHOCTh
JaHHBIX, TpeIHa3HAuYeHHas Ul
XpaHeHHS u
MHOTO()YHKITHOHAIBHOTO
KCIOJIb30BaHus. 0232 JaHHBIX;

VcTouHnky BUPYCOB - 3TO
CJIeAyIOIIUE alapaTHbIe
ycrpoiicTBa ’KecTKkHe MATHUTHBIE
JTHCKH

HWcuncnenne norapudmMos,
TPUTOHOMETPHYECKHX byHKIMit
BO3MOXHO c HOMOIIBIO. ...

MaremaTn4yeckoi (PyHKIUM;

Hcuncnenune norapudMoB,
TPUTOHOMETPUUECKUX GbyHKumit
BO3MOYHO c MOMOILBIO. ...

Maremarnueckoi GpyHKUIUM;

K anTuBHpYyCHBIM pOrpaMmma
otHOcsTcst DrWeb, Aidstest, AVP

K anTHBUpYCHBIM IpOrpamMMaM He
OTHOCHUTCS: MHTEPIIPETATOPbI;

K xakoii rpymnme mnoab3oBaTeneit
OTHOCHTCS BCE ITOJIb30BAaTEeNH 0a3bl
nanneix? User.

K oneparoHHbIM cucTeMam
OTHOCSITCS: MS-DOS, Unix,
Windows Nt.

K ocnoBHbIM 35eMenTam Windows
oTHOCSTCS nouaTus: <br>Bce.

K cragapTHbIM — NPHUIOKCHUSIM
Windows otHOcarcs: BiokHor,
Kauaskyasitop, Paint, WordPad

K  crammaptHeM  mporpammam
Windows otHocsTcs:1) Write; 3)
Kanabkyasitop

K uyemy mnpuBomuT cBOpauMBaHuE
okHa: K ynajeHuo okHa ¢
pabouero croja ¢ COXpaHeHHeM
Ha MmaHeJIn 3aaa4
COOTBETCTBYIOIIEil KHONIKH

Kak akTuBM3HMpOBaThH CIEAYIONIYIO
nanens? TAB

Kak BbLI€IUTh HECKOJNBKO MOAPSA
naymux pabounx snmcroB B Excel:
leJxkHYTH HA SAPJbIYKE MEPBOTroO
JUCTA U C HAKATON KjaaBuHuIei
SHIFT uieJIkHYyTHh Ha SIpJbIYKe
MoCJIeHero JucTa

Kaxk 3aIlyCTUTh porpaMmy
WordPad? BBINOJTHATH
1ocJ1e10BaTeILHO KOMAaH[IbI:
IIyck - IIporpammsl -
CrangapTHble

Kak MOXHO BCTaBHTb B TEKCT
00ebkTHl apyrux mporpamm? C
nomMomp nyHkra OO0bekT uH3
MeHI0 BeraBka.

Kak o0beauHuTh B JOKyMeHTE MS
Word ngBe Tabmumel B omHY?
Ynamuts CTPOKH MeXKITY
TA0IMIAMH, HCIO/Ib3Ysl KJIABULIY
Delete.

Kak omnpenenuts pasmep (00beM)
oObekTa (Gaiina iy manku): Paia
— CpoiicTBa

Kak oTkpbITh (aiin coxpaHEeHHBIH
Ha Jucke B mporpamme MS Word?
®aiin — OTKPBITH

Kak nepeiTi U3 0THOTO OTKPBITOTO
OKHA B IPyroe? Ha’KaTh Ha MaHeIH
3224 KHONKY HY’KHOT0 OKHA

Kaxk MOCMOTPETb, Kakue
NporpaMMbl  YCTAQHOBJIEHBI  Ha
Bamem xomnbsrorepe? B I'taBHOM
MeHI0 B TNYHKTe HACTpOiika
menakHyTb3HavyokIlanens Ynpasa
eHussCBoiicTBao0o3peBareis

Kak npoucxonut 3apaxenue
«1104yToBBIM» BUpycom? Ilpn
OTKPBITHH 3apaskeHHOro ¢aiija,
NMPHUCTAHHOTO C MUCBMOM IIO e-
mail

Kakass wn3 KiaBuIm —IepeBOJUT
Kypcop Ha koHell cTpoku?end

Kakas xiaBuia obecrieunBaer
nevatb HHHOPMaLUK, BUIUMOIL B
TEKYyILH MOMEHT Ha 3KpaHe?
Print Screen

Kakas KJIaBHIIIA TIOMOKET
MEPEMECTHUTH Kypcop ¢ OJTHOTO OKHA
B apyroe? TAB

Kakasi kiaBuima mpephiBacT IMOKa3
CJIAMIOB TIPE3EHTAIMU TIPOrPAMMBI
PowerPoint? Esc

Kakass KHOMKa OKHa IpPOrpaMMbI
PowerPoint npeaHa3HaueHa
HEMOCPEJICTBEHHO ISl BCTaBKU
TEKCTOBOrO0 OJIOKa Ha  cuaia?
Haanucn

Kakas xHonka manenu PucoBanme B
mporpamme  PowerPoint  meHseT
BET KOHTypa (uryps? mBeT
JIHHUH

Kaxas kHomka nanenu PucoBanue B
mporpamme  PowerPoint  menseT
LBET BHYyTPEeHHEH 00macT Gurypsr?
I[BeT 3a1UBKH

Kakass komMaH#a  KOHTEKCTHOTO
MeHIO  mporpammbel  PowerPoint
npeBpariaeT Jr0oi  00bEKT B
YIPaBISIOILYIO KHOTIKY?
Hacrpoiika neiictBusi

Kakast komaHga IoOMOXKEeT BBINTH U3
nporpammsl? QUIT

Kakas Mozgens 0a3bl  JaHHEBIX
OCHOBaHa Ha TepMHHE «CBS3b»:
peJIsioHHAsA

KaKaS[ onepaurs HE BBIITOJIHACTCA
HaJ NoJisiMU 0a3bl TaHHBIX? <br>2)
MaHHIIyJIMpoBaHue;4)
COCTaBJIEHHE O0TYeTa;

Kaxkast orepanust He COepKUTCS B
MeHto «®Daitm» ITpoBonHuka?
KonunpoBarts

Kaxas ¢opma mosBosser co3aaBarb
(bopMbl Oe3 3aJaHMs 110JIB30BATEIIO
BonpocoB? ABToopma.

Kakas ¢$byHKIUSA B Excel
OMpeseNsieT KOJINIECTBO He MyCThIX
sTIeeK B CITHCKE
aprymentos(C5:C15)
CYET3(C5:C15

Kakune neicTBus HEOOXOAUMO
MIPOU3BECTH JUIsl TOTO, YTOOBI 337aTh
apoib IS JIOKyMeHTa?
COXPAHUTH IOKYMEHT.



Kakue u3 MEPEUNCICHHBIX
3JIEMEHTOB SIBJISIOTCS
koMmoHeHTaMu MS-Access? Bce

Kakne w3 cremylomux pexuMoB
cozmanus Tabmum B 0ase JaHHBIX
Microsoft Access ucrons3yrorcs: 1)
pexXuM  KOHCTpPyKTOpa; 2) ¢
MOMOIIbIO Macrepa; 3) c
NMOMOIIBI0 BBOAA TaHHBIX;

Kakue us YKa3aHHBIX CTaHAAPTHBIX
nporpamM  Windows  MO3BOJISIOT

cO311aBaTh rpapuyeckue
n3o0paxenus? Paint
Kakne  xoMaHzpI «ITpaBka»

riaaBHoro MeHo MS — Excel nmerot

MHUKTOTPAMMBI Ha TIaHeJN
UHCTPYMEHTOB  JUIsi  OBICTPOTO
3amycka: 1) BeIpe3aTh; 2)

KONMPOBaTh; 3) BCTABUTD;

Kakue KOMaHIbI HYXHO
BBIITOJTHUTB, YTOOBI 0OpaTuUTBhCS K
HMHTEPaKTUBHOMN CIIPaBOYHOMN
cucteme  Windows? IIyek —
I'nmaBHoe meHw - ChnpaBka u
NOJ/IePKKA

Kakue xomaHpl MMO3BOJISIOT BBHIOOD
pasMernieHus: 00beKTa BBEIEHHOIO B
¢parmeHT Tekcra. Popmar -
Oo0bexT - IoJsoxenue

Kaxue 00beKThI Helb3s IPOBEPUTH
Ha BUPYC C TIOMOIIBIO IIPOTPAMMEI
Kaspersky Anti-Virus? ceTeBble
¢axc-Moaembl

Kakue onepanun HE mnpoBopstces
npu padote ¢ daitmamu B Windows?
YNPOUYHHUTH

Kaxue nmporpaMmbl HCHOJIB3YIOT IS
yMeHbIIeHHS 00beMa (aitios?
NMPOrpaMMbI-apXHBATOPBI

Kakue pazmeps! uMeroT BUpyChI?
COBCEM MajleHbKHe

Kakne  Tumnsl 0a3pl  JAHHBIX
paccmarpuBaeT mporpamma  MS
Access: PeJsiiuOHHBII.

Kaxkue GyHKIIN BBITIOJTHSIET
olepaoHHas cucrema?
OPraHH3aNHI0 JaUaIora c
M0JIb30BaTeJIeM, ynpasJeHue

ycTpoiicTBAMH M pecypcamu
KOMIBIOTEpAa.

Kakue unciossie (hopMaTel MOKHO
TIPUMEHSTH C TIOMOIIBIO KHOIIOK Ha
MaHeI UHCTPYMEHTOB?
JleHe:KHBIH U NPOLCHTHBIIH.

Kakum  oOpa3om  mpom3BoauTCS
MMIOPTHPOBAaHUE  3alpOCOB U3
Ipyrux ©0a3 gaHHBIX? M3 OKHA
HMIOPTHPOBAHUS TAGJIHUIL

Kakum  oOpazom  mpomsBoamTCs
HMIIOPTHPOBaHHE  OTYETOB U3
Ipyrux ©0a3 JaHHBIX? W3 OKHA
HMIIOPTHPOBAHMS Ta0JIHIX

Kaxoe u3 Ha3BaHHBIX JeiicTBUI
HE00X0AMMO MPOU3BECTH CO
CKaTeIM (hailioM mepesi HayauaoM
paboter? PacnakoBaTh

Kakoe w3 coueranmii  KIIaBHII
TOMOXET CMEHMTb TEeKYUIMH IHCK
Ha JieBoii nanenu? Alt + F1.

Kakoe wums ¢aiina nomyctimMo B
onepaunoHHoi cucteme Windows:
HU/3.doc

Kakoe yTBepkeHre HE BEPHO: OT
BHpPYCa HeJIb3s H30aBUThHCS

Kakoii xHONKO# nanenmu PucoBanme
B mporpamme PowerPoint moxxHO
3aMEHUTh CIUIOIIHYIO JIMHUIO Ha
MyHKTUUPHYIO? THI IITPUXA

Kakoil xomaHIOH MOXHO YBUAETH
cozxepxumoe daiina: Type.

Kaxkoii o0bekT  MS Access
MO3BOJSIET CO3[aTh BHUPTYaJIbHYIO
TabIMIly HAa OCHOBE [aHHBIX U3
JPYTUX TaOIUII. 0TYET

Kakyro wu3 craegyromux KiaBHII
HEOOXOIMMO HaXKaTh YTOOBI, BBECTH
KOMaHLy WJIN [IPOrpaMMHY O
ctpoky. Enter.

Kakyto QpyHKIMOHANBbHYIO KIABUILY
HEOOXO0IUMO Ha’KaTh, YTOOBI
MONYYHTh COpPaBKy O paboTe C
nporpammoii NC: F1.

Kakyro  (yHKUHIO  BBIMOJHSET
KoMaHjia BeIpe3arb M3 MEHIO
IlpaBka mnpu pabotre B cpexne
Micrososft Windows konupyer
BbIIeJICHHBIH y4yacTok B Oydep u
yAaJIsieT ¢ IKpaHa.

Kakyto ¢ynknuio ['maBHOro Menro
Windows BBITIOJTHSIET KOMaH/I
Haiitu? mo3BoJisieT oCyLIeCTBHTH
nouck  ¢aijioB, mNANOK MJIHU
NOYTOBOI0 COOOLIECHUSI

Kakyto ¢ynkuuto I'maBHOTO MeHIo
Windows  BBIMOTHAET KOMaHAA
Hactpoiika? oTo0pakaer CHHCOK
KOMIIOHEHTOB CHCTEMBI,
HACTPONKA KOTOPBIX MOXKeT ObITh
H3MEeHeHa

Karagmor — »sto <br>4) mecrto
XpaHeHUsI UMeH (aiijioB;

KnaBumia  Delete  Yapajasier
CHMBOJI, HaXOASIMiics HaJ
Kypcopom

KinaBuma F5 B mporpamme
PowerPoint cooTBeTcTBYeT KOMaHzEe
... IOKA3 caaiioB

KnaBuma, koTtopas CioyXuT Juist
IepeMelleHusl Kypcopa B Haydajlo
TeKylIlel CTpokH - ... Home

Knapurim Alt, Ctrl, Shift
HA3BIBAIOTCS ... KOMAHIHBIMH

Knonka ¢ xpectukom B Crtpoke
dopmyn  mpenHazHaueHa s
BOCCTAHOBJICHHS NpesKHero
COEPKUMOTI0 TeKyLlel siYeiliku 1
3aBeplIeHHUs] ee PelaKTHPOBAHUS

Komanna
Cepsuc/Ilapamerper/IIpaBka B MS
Word  m3MeHseT.  mapaMeTphl
BBO/Ja W MPaBKH

Komanzma, 3ajgaromias IOJIOKESHHE
rpaduueckoro  u3o0paxeHHs B
TekcTe B pemaktope Word mo

KOHTYPY

Komannpl BCTaBKM KapTHHKH B
IIPE3CHTALUIO TIPOTPaMMBI
PowerPoint ... BeraBka —
Pucynox — Kaprtunku

Komanzp! s paboTsl ¢ daitnamu B
JNIEKTPOHHON TaOJHIE BBIMONHSIIOT
¢yHKIUH: coxpaHeHusl (aiinos,
3arpysku ¢aiijios.

Komanzapl noGaBneHUs: TuarpaMmbl
B MIPE3CHTAIUIO MIPOTPAMMBI
PowerPoint - ... BecraBka —
Juarpamma

Komanzsl HaCTpOMKH CMEHBI
Claij0B MNpe3eHTaluy MPOrpaMMBbl
PowerPoint o memnuky - ... [Toka3
cnaiinoB — Cmena caaiiios — Ilo
IeTYKY

Komanapl  penakthpoBaHus B
JJICKTPOHHOW TaOIMIIE BBHIIOIHSIIOT
GbyHKIUH: nepeMenieHusl,
BCTABKH, yaajieHus,
KONHPOBAHMS, 3aMeHbI.

Komangpr  dopmarupoBanus B
JNIEKTPOHHON TaOJNIE BBIMONHSIOT
(GyHKIUHN: BBIPABHUBAHHE JAHHBIX
B sYeiKax, HA3HAYCHUS
mwpudTOB, TOJINMHBI THHUI.

Komanner  ¢opmarupoBanust B
3JICKTPOHHOU TAOJHIIEC BBHIIOIHIIOT
(GYHKIUHM:BbIDABHUBAHHUSA JaHHBIX
B siyeifkax, Ha3HAYeHHsI
WPUPTOB, TOTMHBI JIUHHUIA.

Kombunarust KJIABHII TUTSt
MHOTOKPAaTHOTO  HCHOJIb30BaHUS,
COXpaHEHHAsl IO/ OMNPEACICHHBIM
nmeHem. Makpoc;

Komnanus pa3paboTaBiiasi CUCTEMY
WINDOWS: Microsoft

KoMmbroTep MOXKET «3apa3suThCsd»
BHpPYCOM IIpH padoTe ¢
«3apajKeHHoID> NporpamMmon

KoMnbroTepHbIe BUPYCHI
€O3/12K0TCH JTIOABMH CHENHATBbHO
IJ1sl HAHeCeHHs yuiepda
KOMIIBIOTEPY



Koncrpyktop w©  mabioHel B

nporpamme PowerPoint
HpeHa3HAYCHBI IO e
obJ1eryeHust onepauuii no

0(opMIIEHHIO CJIaii10B

KonmpoBanue 3amuceli B 6asze
JaHHBIX, ocyuecTBisgercs: ITyHKT
meHo «IlpaBka» - KkoMaHaa
«Konuposatb»

KomupoBanue (¢aiina BO3MOXHO
KjaBuien ... FS.

Konmuposanue ¢parmenta B MS
Power Point  ocymectBusercs
kKoMOuHanuen xiasum ... Ctrl + C.

Kypcop  mbmmm  mo  akpany
HepeMelaeTcs IO0J yNpaBICHUEM:
2) KJIaBHII yIpaBJeHHUsA
KypcopoM; 4) MbILIH.

MS WORD. UYrobwsl co31ath
Tabnuily Hago BHIOpaTh MEHIO:
Taoauua — BeraButh - TadIMna

Makposupycsl — 310 Bupycsi,
3apaskaioniie 10kymeHTsl Word u
Excel

Mento cepuc  Microsoft Word
H03BOJISIET: IpoBepsTh
npaBoNHCcCaHHe TeKCTa,
yCTaHABJAMBATH  OMUMH IS
Pa3IMYHBIX PEKHMOB  PabOTHI
Microsoft Word

Meron Jlemnens - 3uBa apxuBauuu
TEKCTOBBIX (ailyioB OCHOBAH Ha
TOM, YTO: B COOOIIIEHMSIX,
KOIUPYIOUIUX TEKCT, 4ACTO
BCTPEYAIOTCH HECKOJIBKO MOAPSA
HAYLIIHX OTUHAKOBBIX 0alTOB

Meroxn Xapmana apxuBanuu
TEKCTOBBIX (haiiJIOB OCHOBAH Ha
TOM, YTO: B 00bIYHOM TeKCTe
YacTOThI NOSABJIEHUS] PA3HBIX
CHMBOJIOB Pa3JIMYHBI

MokeT 1 pUCyTCTBOBATH
KOMITBIOTEPHBII BUPYC Ha YUCTON
JHCKeTe (Ha IUCKETe OTCYTCTBYIOT
¢aiinen)? 1a, B 3arpy304HOM
CeKTOpe JHCKeThI

MOXHO 1M yJNalUTh OJAMH U3
JUCTOB  DJIEKTPOHHOH  Tabmuis1?
MOKHO

Ha xakwue npe T'pynIibl ACTIATCA
KOMITbIOTECPHBIC BUPYCHI 10 MECTY
HUX PACIIOJIOKCHHUA: PE3UACHTHBIC U
HEPE3UuJACHTHBIC

Ha xoHen Tekcra MO>KHO NEPENTH ¢
nomouipo kinasunt: Ctrl + End

Ha nauano texcra MOXHO HepenTH
¢ nomoupsro kinasunr: Ctrl+ Home

Han 3anumcsmMu B 0ase  JaHHEBIX
BBITOJIHSIIOTCS OTIepaliu: Bee

Haxarue xnasumm F8 B MS Word
03HAYaeT: BbIAEJICHUE

Haxkatme Ha Kakyl0 K3 KJIaBHII
OOBIYHO 3aBEpILIACT BBOJ KOMAaHIIBI
nonb3oBarens? Enter

Ha3naueHne aHTHBHPYCHBIX
MporpaMM MoJ| Ha3BaHUEM
«JIETEKTOPB»: 0OHApYKeHUe
KOMIIBIOTEPHBIX BUPYCOB
Hasznauenue KJIAaBUIITH Enter:
IoaTBepkaeHue.

Ha3naueHne 49HCIOBBIX MJAHHBIX B
JJIEKTPOHHOW Tabiume: 2) ¢ HX
MOMOIIBI0 MPOU3BOAATCS
MaTeMaTH4YecKHe onepaunuu; 4)
He copep:xxar andaBUTHBIX H
CHenHaATBLHBIX CHMBOJIOB.

HaubGonpmnii pa3mMep H3 THUIIOB
Hocutenel umeer ... SVD-Disk

HemnpepbIBHBIM apXUBOM Ha3bIBAIOT:
apXuBHbIH ¢aiin, coaepxamiuii
(aiinbl ¢ oAMHAKOBBIMH
pacIInpeHusiMu

Oo6mnacts neuyatu B Excel - ato ...,
KOTOpasi JOJDKHA OBITh BBIBEJICHA Ha
neyars. paéoyasi 06J1acTh

OO01mM IS OKOH
siBisieTcs:<br>1)KHonka
CHCTEMHOI0 MeEHI0; 2) KHONKa
CBEpPHYTh; 3) KHOMKA
Ppa3BepHYTH;

OO0bekT Tabmuma B Access — 3TO:
OcHOBHOIT 00beKT JII000H 0a3bI
JAHHBIX, TI/Je XpaHATCA BCe
JaHHbIE, HMEIoLIHecs B 0a3e

OO0BeKTaMu 3aIIUTEI B OoC
sesirores: 1,2,3 u 4

OO0BEKTOM EHCTBUN B 0a3e TaHHBIX
sBisiercsil) moute; 3) 3amuch

OauH W3 JIMCTOB  AJIGKTPOHHOM
TaOMUIBI MOXXKHO YAQIUTh: MPH
MOMOIIH KOHTEKCTHO
3aBHCHMOI0 MEHI0 padoThl ¢
JIMCTAMM WJIM NIPU NOMOIIU MEHIO
IIpaBka.

OnuH U3 HanboIee BEPOSTHBIX
MIPU3HAKOB TMOSIBJIICHUS BHpYyCa Ha
komrbtoTepe YacTele 3aBHCAHNSA U
cOou B padoTe KOMNbIOTEPA

Onun ¢aitn MS Excel cocrout us...
256 pabo4ux JUCTOB

OxHa pokymeHtoB B Windows
comepxat: <br>1) BepTHKAJIBLHYIO
U TOPU3OHTAJIBHYIO JIMHeiiKku;3)

BEPTHKAJILHYIO "
TOPH30HTAILHYIO noJiocy
MPOKPYTKH;

Onepanuu  (HOPMATHPOBAHUS TIPH
pabore ¢ 31EKTPOHHOW TabMULEH
MOXXHO  BBIIIOJHUTh  KOMaHAAMHU
myHkta MeHIo MS — Excel: ®@opmat

Onepanys apXuBanus - 3T0 €CThb:
C:xxartue nanok u ¢aiiios

OcHoBHast QpyHKIMA 0a3bl JAHHBIX B
Excel -o910. CBsi3aTh JaHHBIE
Pasubix JIucToB padoyeii KHUTH

OCHOBHOH 2JIEMEHT 3JIEKTPOHHOH
TAOJIMIEL: : AYeiiKa

OcHOBHbIE KOMaH/1bl MEHIO
«IIpaBka» MS — Excel, 3Hauku
KOTOpPBIX BBICTABJICHbI Ha IaHEIH
HWHCTPYMEHTOB: BbIpe3aTh,
BCTABUTH, KONMPOBATH.

OCHOBHBIMHU 2JIEMEHTaMU
JJIEKTPOHHOW TAOIUIIBI  SBISIFOTCS:
siueiiKka

Or 4ero 3aBUCUT cocTaB
KOHTEKCTHOTO MEHIO Iporpamm? ot
MOJIOJKEeHUs] Kypcopa B MOMEHT
HaXKaTus

OtkpeiTue nadenn WordArt B okHe

MIPOrpaMMbl PowerPoint
OCYILECTBISIETCS. € MOMOIIBIO
komaHj: BeraBka — PucyHoxk —
o0bexkT WordArt

OTtkpbiTHe mOpe3eHTauu B MS
Power Point ocymecrBisiercs ¢
[OMOIIBI0 KOMOMHALMK KJIABUII ...
Ctrl+ O

OTKpHITH KaTayor MOYKHO
komaHoi: Dir

OTIMYATETBHBIME OCOOEHHOCTSIMU
KOMITBIOTEPHOT'O BHPYCa SIBIISIFOTCSL:
1) manenbkuii 00beM; 2)
CaMOCTOSITeJIbHBII 3amyck; 3)
MHOTOKPaTHOe KOIMPOBaHHe
Kojaa; 4) co3ganue nmomex JJist
KOPPEKTHO# padoThl
KOMNBIOTEpa

OTMETUTh  CleAyIOMUe  IMO3HIHIH
npu Habope MHPOPMAIUU TOMOXKET
knasuma? TAB

Ilanens 3amau — o10: IloJioca,
cogep:xkamas kHonky «ITYCK»,
MOKA3bIBAKOIIASI CIIMCOK

AKTHBHBIX POrpaMM

IMepeBox MHUKTOIPAMMBI B
HOpMaJIbHOE OKHO
BO3MOXHO:<br>1) KHOIKOM

CHCTEMHOI'0 MeHIO; 2) YCTAHOBKOM
MBIIIH Ha Ha3BaHHe
MHKTOIPAMMBI U JBOHHBIM
meaukomM; <br> 3) KHomkoi
Pa3BepHYTH;

[lepenmenoBats aitn B NC
MoxHO .. F6

Ilepememiath OKHO TIO  JKpaHy
MOYKHO: <br>4) yaep:KuBast
yKa3aTejeM MbIIIH HAa 3aroJioBKe
OKHA.



Ilepememarscss 1O  TeKCTy B
pa3Mepe SKpaHa MOXKHO C IIOMOLIBIO
knapuuil) “Page Up”; 3) “Page
Down”;

Ilo necTpyKTUBHBIM BO3MOXXHOCTSIM
BUPYCHI MOXKHO pa3/IeIATh Ha
HeonacHble, onacHble U 04€Hb
omacHbIe

ITo xomanne BCTABKA/JIUCT
ObLI BCTaBIICH HOBBIH JIHCT Iepex
BbIJI€JIEHHBIM JIHCTOM

ITo ocobennOCTSIM anroputT™Ma
BUPYCHI MOXHO Pa3/eNIUTh HA
Pe3unenTHble, cTEIC-BHPYCHI,
noaumopdgHseie

ITo ciocoby 3apaskeHuss BUPYCHI
MOKHO pa3/ienuTs Ha TposiHcKHe,
Intended-Bupycsol

Ilo cpene oOuTaHHS KOMITBIOTEPHEBIE
BHUPYCHI MOKHO pa3ieNiuTh Ha
®daiisioBbIe, 3aTPy304HbIE,
MaKpOBHPYCHI U CeTeBbIe

Ilo crenenu Bo3aecTBUSL BUPYCHI
MO>KHO pa3/IeNIuTh Ha CIIEAYIOMHNe
BUIb: Be3BpenHble, Oe3onacHble,
OnacHble, OYeHb ONMACHbIE

Ilo ymomuanmio Paint coxpamnsier
¢aiinel B rpaduyeckoM popmare ...
bmp

ITo ymomuyanuto B EXCEL Tekct
BBIPAaBHHUBAETCA 10 ...JIEBOMY KPalo

Ilo ¢opmyne B naHHOU sueiike
MOXXHO BBINIOJIHUTh JCHCTBHS Hal
JaHHBIMA  BO  BCeX  sUeiKax.
KOIHPYSI COJAep:KHMOe STYelKH B
apyrue

I[TonmeHnoBaHHast 007acTh HaMATH
Ha JHMCKE, B KOTOPOM XPaHHUTCH
nporpamMma,  JaHHbBIC,  TEKCTHI,
rpapuueckue nHGopManuu: Gai.

Ilonck w 3aMeHy [aHHBIX B
TabNuImax MOXHO IIPOM3BOIUTH C
nomoiibio komauz: 4) «IIpaBkay,
«Haiitn» H «IIpaBka»,
«3aMeHUTBb»;. TOJIbKO 4

[TonrHoe Ha3BaHue TrpaduUUecKoro
penaktopa Paint: PaintBRUSH

Tlonsatne “manka” B Windows
coorBercTByeT noustuio: KaraJor.

[lopsinok BBINOIHEHUS KOMaHJbI

JUls  3allUCH  BEPXHEro MHAEKca
cumBona B pepakrope  Word:
®opmar - lllpudTr

Ilocne BKIIOYCHUs] KOMIbIOTEpA
Windows aBTOMATHYCCKH
xonmpyetes ...7 B O3Y.

[Touemy, B MEHIO [IpaBka
penaktopa  Word IIYHKTBI:
Komnuposats, Bripe3ars BblIEIEHBI
ceppiM 1BeToM? B Tekcre Her
BbleJeHHOr0 ¢parmeHTa

IIpesentanms PowerPoint — sTo0...
JleMoHCTpanMOHHbII Haoop
cJaiI0B, TIOATOTOBJEHHBIII Ha
KOMIbIOTEpe

Ipu coszmanuu Ttabmuuer EXCEL
nHpopmarms BBOJUTCS B
OT/IEBHEIE ... JIACTHI

[Ipumenenune ¢dona K
OIpeIeIICHHOMY craiay B
MIpe3eHTAIIN TIPOTPaMMBI

PowerPoint — ®opmar — ®on —
IIpumenuTs

IIpoBepka OTAEIBHOrO 0OBEKTA HA
BUPYCHI IIPOU3BOJUTCS ITyTEM
NpaBblii METY0K MBIIILIO 110
o0bekTy — [IpoBepuTHL Ha BUpYCHI

ITporpamma WinRar npennasnadex
IS cxxaTus paiijioB

Iporpamma WinZip npenHazHaueH
IS cxaTus panjioB

[porpamma  gms paboTel ¢

HEPO3pavyHbIMU PHCYHKaMHU:
Imaging

[Iporpamma obosouxa...:
NORTON CONNANDER

[IporpaMma, BHYTpu KOTOPOii
HaXOAUTCS BUPYC, Ha3bIBAETCS
3apakKeHHO# nporpamMmoi
IIporpaMMHBIE€ apXUBaTOPbI
TI03BOJISIOT YIIAaKOBATh 3a OJIMH
TIpUEeM OH-eMHCTBEHHBIHN (haifr —
ucnoyaHsiemylo nporpammy EXE-
THIIA

IIporpamMmoii apxuBaTopoM
Ha3bIBAIOT: MPOrpaMMmy AJIst
YMeHbIIeHHs] HHPOPMAIIMOHHOTO
o0bema (cxkatus) paiinon

IIporpammber  OC  ympasinstomue
paboToif  BHEHIHHUX  yCTPOMCTB:
CepBucHbIe IporpaMmma

ITporpaMmsl, 1St peleHus 3aaad B
pasnuuHBIX ~ OONacTsIX — HayKH,
Ha3bIBAIOTCSA: NPHUKJIATHBIMH
NMporpaMMaMH;

IIporpaMmsl, npeJHa3HAYECHHbBIC
JUISL 3aILUTHI OT BUPYCOB:
AHTHBHpYCBI

Ipouecc BoccTaHOBIIeHNUS (aiiaoB
13 apXMBOB TOYHO B TAKOM BH/E,
KaKOH OHM MMEIH 10 OMEIIEHHS B
apXuB: pa3apXuBalus

IMynkr mento «®aiin » MS — Excel
II03BOJISICT BBIIOJIHUTD CIEAYIOIINE
neiictBus: <br>pce

[lynktelt  MmeHto  «®Popmar» -
«Slyeiika» MO3BONAIOT: 1)U3MEHHUTDH

mpudT; ; 3)3agaTh THO
BBIDABHUBAHHA;

[TyHKTBI MEHIO
«Dopmar»>«Slueiikay MO3BONAIOT:
<br>1)U3MeHNTH mpudT;

3)3apaTh THI BLIPABHUBAHMSA;

PaGoraromux ¢ 0a30ii JaHHBIX
MOKHO pa3aenuTh Ha ZIBE
KaTEerOpHUH. Beoasinue "
BBLIBOASIIHE.

Pabouas xumura MS Excel: daiin
CO3JaHHBIN B 3JIeKTPOHHOM
Tabanue MS Excel

Pazpenurens apryMeHTOB B
¢ynkausax Ms Excel —sto: ;5 (Touka
C 3anAToi).

Pacmmpenne 3aapXuBHPOBaHHBIX
(aiiIoB B OIEpaIIMOHHOM cHCTEME
Windows: ARJ, ZIP, RAR
Pacumpenue ¢aiina .exe o3Havaer,
4TO 3TOT (ailyi: HCIIOTHUMBII.

Pacmimpenue ¢aiina cosmgaHHOro B
MS WORD? Doc

Pacmmpenne ¢aiina co3gaHHOTO B
MS WORD? Doc

Pe3upnenTHBIE BUPYCHI — 3TO
BHPYCbI, KOTOPbIE NOCJIE 3aIyCKa
OCTAITCS B ONIEPATUBHOI NaMATH
M NPOJOJIKAIOT JelicTBOBATh

C ucnons30BaHUEM apXHUBaTOpa Arj
JIy4Ille BCETO COKUMAIOTCS: TEKCThI

C TIOMOILbIO rpaguaeckoro
penaktopa  Paint  MoxHO
co3iaBaTh MW  PeJaKTHPOBATH
npocThbie rpaguyeckue
H300paKeHus

C IOMOIIBIO KaKUX KOMaHJ MOXXHO
BCTaBUTh IOKyMeHTHI MS-Word B
MS-Excel? BeraBka, O0beKT;

C noMoILIbI0 KaKUMX KOMaHI MOXHO
BCTaUTh TOTOBBIN 3BYKOBOH (hailyl B
claiii INpe3eHTalud IPOrpaMMbl
PowerPoint? BecraBka — ®UIbMBI
M 3BYK — 3BYK M3 daiisa

C moMOIIBI0 KaKMX KOMAaH MOKHO
J100aBUTH BCTPOCHHBIA 3BYK CMEHBI
claiila TpPE3CHTAllMd MPOTPaMMBI
PowerPoint? Iloka3 caaiinoB —
CmMmeHa caaiigoB — 3Byk

C nOMOIIBI0 KaKUX KOMaHJ MOXKHO
U3MEHHTH L(BeT 00bekTa WordArt B
nporpamme PowerPoint? dopmart
o0bexTa WordArt — PucyHoxk —
3anuBka — LBer



C moMomIbl0 Kakoro IyHKTa MEHIO
MOXXHO W3MEHHTh mpudT U abd3arg
Tekcra: Popmar

C mOMOIIBI0 KaKOW KOMAaHIbI HIIN
KHOTIKH MOYKHO 3aIlyCTUTh ITOKa3
CJIaliIOB TIPE3CHTAIlMU POTPaMMBI
PowerPoint, HaumHas ¢ TeKymiero
cnaiina? Knonka Iloka3s ciaiiioB

C noMoOIIbK KOMOMHAIIUY KJIABHIL
Ait+F4 MOXHO... 3aKpPBITh OKHO

C nmoMmomiplo, KakKuX KOMaHJ| MEHIO
nporpamMmsl  [IpoBoIHHKa MOXHO

CO371aBaTh TTanKu: DA
CO3JIATDH> ITATIKY
C TIOMOIIIBIO, KaKuX

(DYHKIMOHAIBHBIX KJIABUII MOXHO
oCyIIecTBUTh niepeHoc ¢aitna: F6.

C moMONIIBIO, KaKOW  KJIABHIIH
MOYKHO BBI3BaTh KOMaHIy «Bbxom»
(EXCEI)? AIt + F4

C momomiplo, KakoW —omepanuu
TIPOMU3BOJUTCS 100ABIECHHE TaOIIHIT
H Jpyrux 0a3 IaHHBEIX? HMOOPT
Tadumu,.

Cawmblii 3¢ (eKTUBHBIN cIOCO0
cxatus rpaduueckoi HHpopManuu
(uBeTHOE (OTO) HCTIONB3YETCSI B
(aiinax .. jpeg

Coxateiil (apXHBHPOBAHHBIN) (haiin
OTJINYAETCS OT UCXOTHOTO TeM, YTO
OH 3aHHMAaeT MeHbIIIe MecTa

Cuctema  ympaBieHuss — 0azamu
JAaHHBIX BKJIIOYaeT B cebi Tpu
OCHOBHBIX THIIA GbyHKIHMH:
ompejesieHHe JAaHHBIX, 00padoTKa
JAHHBIX H YIPaBJeHHE TaHHBIMH

CKOJIBKO HaIlpaBJIEHUH COPTHPOBKU
IpeIycMOTpeHo Ipu  pabore ¢
3anpocamu? 2

CxonupoBaTh Gaiin MOKHO
komanpoii: Filescopy.

CHSITb BBIJIETICHHS B OKHE
MpUKIagHBIX TporpamMm Windows:
lea4ok HA MyCTOM MecTe OKHA B
paboueii 061acTu.

CoBMeCTHOE  HaXarThe  KJIaBHII
Ctrl+O mpu pabore B MS — Excel
rnmomoraert BBIITOJIHUTH KOMaHAay:
OTKPBITh.

CoBMeCTHOE  HaXaTHe  KIIABHILI
Ctrl+P npu pabore B8 MS — Excel
NOMOTAeT  BBINOJHUTH  KOMaHIY:
ne4yaTthb.

CoBMeCTHOE  HaXarThe  KJIaBHII
Ctrl+S npu pabore B8 MS — Excel
rnmomoraert BBIITIOJIHUTH KOMaHAay:
COXPaHMTh.

COBOKYITHOCTB JIAHHBIX
HpeHA3HAYCHHBIX MOJIb30BATEII0 H
OPraHU30BaHHBIX  ONPEACIICHHBIM
obpazom. Baza qaHHBIX

COBOKYITHOCTh CITaii/IoB,
coOpaHHBIX B  OJHOM  (paiiie,
00pa3yIoT ... Mpe3eHTAIHI0

Copepxxumoe  stueiiku MOKHO
CKOIIUPOBATh B HOBYIO sueiky: 1)
HCI0JIb3Y5l KOHTEKCTHOEe MeHI0; 3)
3allenuB KYPCOPOM MbIIIK 33
HM/KHUI JIEBBIH yIoJ1 SYeiKu;

Co3nanne 6a3b1 nanubix (B/1)
BKITIOYAET JIBA dTAIa:
npoexruposanue B/l u BBox
JaHHBIX.

Co3nanye KOMIBIOTEPHBIX BUPYCOB
SIBJISICTCS : MPeCcTyMJIeHneM
Co3maHne HOBOM Npe3eHTAlld B
MS Power Point ocymectisiercs ¢
MIOMOLIBI0 KOMOMHALMK KJIABHLI ...
Ctrl + N

Co3anne Ta0IuIbI
OCYIIECTBISICTCS C TIOMOIIBIO
koMaH. Tabamuua  Jlo0aBUTH
TadJIMIy

CopTupoBKa JTaHHBIX
OCYILECTBIISIETCS2) no
BO3pacTaHuio4) 1o yObIBAaHUIO:

CopTHpOBKY  MJAHHBIX  MOXKHO
mpousBecTd: <br>2) HCHOAB3YS
NHKTOTPAaMMy COPTHPOBKH Ha
NaHeJM HHCTPYMeHTOB; <br>4)
U3 YHKTA MeHI0 «/[aHHbIe».

CocraBHasg 4YacThb IIpE3CHTAINU,
colepKalias pasIudHble OOBEKTHI:
cJiaiig

Crnoco6  BeIBOZAa  HA  II€4Yath
BBIJICJICHHOTO ()parMeHTa TEKCTa B
Word daiin Ileuarn
Bbl/IeJIEHHBIH ¢parmMeHt.

Cmpaska mo MS Power Point
BBI3bIBaeTCs Kiapuieh ... F 1

CmpaBka o nporpamme MS Access
BBI3BIBACTCS KIIABHUIIEH ... F1

Cpenctsa 1t 60pBOBI ¢ BUpYCaAMH
Cxanepbl, CRC-ckanepsbl,
CHenHATH3NPOBAHHBIE
AHTHBHPYCHI, IPUBHBKH:

Cra"gapTHBIMU IporpaMMaMu
Windows  sBISFOTCA. .. Paint,
Kanabkyasitop, BaokHor,
WordPad

Crenens cxxaTus Qaiia 3aBHCUT: OT
THNA (paiina 1 NPOrpaMmbl-
apxuBaTopa

Crpoka cocrognus - 3to: CTpoka,
pacnoJioskeHHasi B HHKHeH 4acTH
OKHA M NOKAa3bIBAIOINASI MOJIHYIO
HHPOPMALHIO o TeKyeM
JOKyYMEHTe

Crpoka coctosiHus - 310: CTpoKa,
pacnosio;keHHasi B HUKHEH YacTH
OKHa

CtpykTypa 06a3bl JAHHBIX MEHSAETCS,
€CIIM: YAQIMTD 3aIHCh CJIOKEHHUs

CYB/] - 9JTO CIELHAIbHBIE
MIPOTPaMMHEIC Cpe/cTBa,
Mpe/IHa3HAYCHHBIC ISl paboThI C ...
daiinamu CenraJbLHOro
¢opmara, coJepKaluMu
uHpopmanmio,

CTPYKTYPUPOBAHHYIO 3aJaHHBIM
o0pa3zom

CYBJl. BaxHbIMH  CBOWCTBaAMH
T0JIEeH SIBJISIOTCA ... THI M pa3mMep

CYB/A. Kaxnas tabmuia uMeer ...
CTPYKTYpY

Tun (Wi pacumpenue) (¢aitna
o0o3HayaeTcs:  TOJNILKO  Tpemsi
CHMBOJIAMH.

Vianenue 3ammceir B 60a3e NaHHBIX,
ocymectBisiercs:  IIlyHKT MeHI0
«IIpaBka» - KOMaHAa «Y JATUTBY».

VY aanuTh CUMBOI cieBa OT Kypcopa
MOXXHO C TIOMOIIBIO KJIaBHIIU: 4)
Backspace

VYaanuth  cUMBOJN  cmpaBa  OT
Kypcopa MOXHO C  IIOMOMIBIO
knaBuiy: 4) Delete

VY nanuts daitn MoxHO ...: F8.

VYkaxurte IporpaMMbl-apXUBaTOPEL.

WinZip, WinRar
YxkaxuTe  pacumpeHue  (aiina,
cozieprKaIiero 0OBIUHYIO

npesenTanuo Microsoft PowerPoint
ppt

Yxaxute pacmupenne  (Qaitios
mporpammbl Excel: xls

VYkaxxkuTe THUI IOJI, COJCPKAIIEro
HoMmepa 3anuceil: YUCJIOBOU

Ycrpoiictso, obecrieynBatoniee
3aIIUTy KOMIIBIOTEpa npu
nepenajiax HaNPsDKEHUS u
OTKJIFOYECHHUH 3JIEKTPOIHEPTHH -
HCTOYHUK OecnepedoiiHOro
nutanus (UPS)

®aiin — 310: 4) NOMMEHOBaHHAas
00J1aCTh Ha AUCKE.

DaiinoBeIil apXUBATOP MO3BOJISAET
YHAKOBBIBATh OAMH WJIH
HECKOJILKO ()aiijIOB B eIMHbIN
apXuBHBII daiin

®dailioBbIl BUPYC: Beeraa
H3MeHseT X0JI 3apa)aeMoro
aiina

OyHKIUS 3HAUYKA KPECTUK B IIPABOM
BEPXHEM YIJly OKHA. VISl 3AKPbITHS
OKHa.



DyHKIMA KJIaBUIIIHA End
Ilepememaer Kypcop Ha KOHel|
CTPOKH

Oynkma komadgsl Cd: mepexoa B
KaTaJIor.

Oynkima komaHasl Md: co3ganme
KaTaJjora.

Oynkius xomanael Rd.: ynanenue
KaTajora.

DyHKIUS KOMaHJIbl Rename:
H3mensieT Ha3BaHUe KaTaJIo0ra.

Oynkius komanasl KonuposaTs u3
MEHIO IIpaBka: KONMpyeT
BbleJIeHHbIH ¢parMeHT B Oydep
o0meHa.

XapakTepHbIMH (opMaTAMHU CHKATHS
6e3 norepu nHpopmanun
spisitorest: GIF, .TIF, .PCX, .AVI

XapaxTepHbIMU (popMaTaMu CHKaTUSL
¢ rmoTepeit HHPOPMAIIH SBIISTFOTCSL:
JPEG, .MPG, .MP3

Yro umeeTcs B BHIY HOJ
apxuBanuei daiinos? c:katoe
XpaHeHue WHQOPMAIMH HA TUCKe
WM HA TUCKeTe

YT0 UCHONB3yeTCs sl O0IerdeHus
BBOJA MJaHHBIX B Tabmuny BJ1?
®opma

Uro He SIBISETCSA apXUBATOPOM?
Rat

Yto HyXHO cjenatb, i TOTrO
49TOOBI 3aKPHITh OKHO U BBITPY3HUTH
AKTHBHOC MPUIIOKEHHE W3 MaMSTH:
Ha)KaTh KiaBumu Alt+F4

Yro O3HayaeT MaJICHbKHUI
TPEYroJIbHUK Ha CTPOKE MEHIO.
ITOT 3HAK MNOKA3bIBaeT, 4YTO B
3TOM MEHI0 €eCTh BJIOJKEHHOE
MEHI0

Yro ortoOpaxkaer oxHO Mot
KOMIIpIOTEp? CIHHMCOK JHUCKOB M
JONOTHUTEJIbHBIX ycTpoiicTB
XpaHeHus HH(popManu

Uro npousoiaer, eciau HakaTh Ha
CTpeJKy BHHU3 Ha KJaBHAaType Ha
paboyem JIUCTE B Excel?
YkazareJb MbIIIM HepelgeTr Ha
HUKHIOIO sTYe Ky

Yro Takoe apxuB? HaGop paiiios,
MAINOK M APYTUX JaHHBIX, CKATBIX
U COXPAHEHHBIX B 0/IHOM (paiine

Yro Takoe Kataior (mamka)?
rpynna ¢aiiios, coOpaHHbIe 110
onpejieJIeHHOMY NPH3HAKY U
0003Ha4YeHHbIE OHUM UMEHEM

Uro Takoe KOMIBIOTEPHbIE BUPYChI?
I[IporpamMmsl, pasMHOKaeMble
€aMOCTOSITeILHO M CIIOCOOHbIE
HaHeCTH Bpe] 00beKTaM
HaXOJSIIMMCSI B ONePalMOHHOM
cucTeMe H B CeTH

Uro takoe Kop3una? 310 cpeacrso
JOIOJTHUTEJLHOI  0e30NmacHOCTH
npu yaajenun ¢aiiioB  miIm
Nanok

Yro Takoe [lanenr mHCTpyMEHTOB?
COBOKYITHOCTb 4acTo
HCHOJB3yeMBbIX KOMAaHJI MeEHIo,
NPEICTABJICHHBIX KHONKAMH C
YCJIOBHBIMH  3HAYKAMH  J9THX
KOMaHJ

Yro takoe (aitn? mommMeHoBaHHAs
COBOKYITHOCTB JaHHBIX HA JUCKe.

YroOsl apXuBUPOBATH (hailsl wiu
TarnKy, Hajo ... IeJKHYTh Ha
BbIOpaHHOM 00beKTe NpaBoii
KHOIIKOi MBIIIH, B KOHTEKCTHOM
MEHIO BbIOpPATh KOMAHAY
Jlo0aBUTHL B apXuB — BLIOPaTh
HY’KHBI€ ITapaMeTpbl - HAKATH
OK

YroObl  BBIAEIUTH  BECh  JIUCT
NOCTaTOYHO IIENKHYTH ... MO
BePXHEMY YIJIy JIHCTA

Uro0b! BBLISIUTE BCIO TAOIUITY IIPH
paboTe C BJICKTPOHHOW TabmHIeH
JOCTAaTOYHO: IIEJIKHYTh  HepeN
3aroJI0BKaMH CTOJIOOB M CTPOK

YTOoObI BBIAEIUTE HECKOJIBKO CTPOK
B Excel HeoOX0aMMO: IEJKHYTh
HA HOMepe NepBoii CTPOKM JIeBO
KHOIIKOI MBIIIU U He OTIYCKAsA ee
NepeMeCcTHTh MbIIIb 10
nocjaeHero HomMepa

YTo05I BBIJICIIUTH TEKCT B
crenyromei suelike Tadbauusl B MS
Word Hago. HakaThb KJIABHILY
TAB

Yto0bl OTKPBITH KOHTEKCTHOE MEHIO
HY)KHO Ha)XaTh. MPaBYK KHONKY
mbimy uan [Shift + F10]

Uro0bl pacrakoBaTh apXHB, HAJI0
BBINIOJIHUTH KOMaHAY ... H3BJI€Yb
YroOsl  ymamuTh  COAEPIKUMOE
sraeiikn B MS Excel HeobOxogmmo
BHAuaje BBIICIUTh €r0, U 3aTeM
HaxkaTb Ha Kinasuuly... Delete

OnexTpoHHass Tabmuma —  9TO
tTabimna ... NpeAcTaBJIeHHas B
3JIEKTPOHHOIT (opMme, UMerOLIas
cpeacTBa aBTOMATHYECKOM

00padoTKH TaHHBIX

DneKTpoHHas Tabmuia — 3T0:  2)
KOMIIbIOTEPHbII IKBUBAJIEHT
00BIYHOW TAa0JUIBI, B KJEeTKaX
KOTOPOii 3anmucanbl popmyJisl; 4)
KOMIbIOTEPHBII IKBHUBAJIEHT
O0BIYHOH TAaOJHIbI, B KJeTKax
KOTOpPOil  3amucaHbl  JaHHbIE
Pa3IUYHBIX THIIOB

DneMeHT JuarpaMmsl,
[MOKAa3bIBAIOIU I Ha3BaHHE
MapKepoB MJaHHBIX JHarpaMMbl B
MS Excel... Jerenaa

DJeMeHT OKHAa, THII KOTOPOTO
3aBUCUT oT TIPUKJIATHOM
nporpaMmbl? PaGouasi 30Ha okHa.

OIEeMEHTbl  CTaHJapTHOIO  OKHA!
CTpoka  cOCTOSIHHMsSI,  CTPOKa
Menio, crpoxka MHcTpyMeHTOB,
JInHellKH NPOKPYTKH, KHONKA
CBOPAYMBAHNI= Pa3BOPAYUBAHUS

ONEeMEeHTHl  CTaHAAPTHOTO  OKHA:
CTpoka  cOCTOSIHHSI,  CTpOKa
Menio, CTpoKa Ilanean
HMHCTPYMEHTOB,/IHHeli KHIIpOKpyT
KM, KHONKA CBOPAauYMBAHUA M
pa3BopauMBaHus v ap.

D¢ dexTsl aHUMALUK  OTIEIBbHBIX
00BEKTOB  crlaiija  Mpe3eHTaluu
nporpamMmbl  PowerPoint 3amarorcs
koMmannoit ... Iloka3 caaiinop —
Hacrpoiika anumanuu

Spnbiku JICTOB paboueii
HaXOAUTCSl B JIEBOM HHKHEM YTy
paboueii o0;acTH NPOrpamMMbI
Excel (BHM3y ciaeBa B o0JjacTu
paboueii KHUIH)

Sueiika  SMEKTPOHHOHW  TaOIUIIBI
ompenensercs: <br>4) 00JaCTbIO
nepeceyeHusi CTPOK M CTOJIOLOB.
TOJbKO 4

Slueiika,  BbACNEHHAS  >KUPHBIM
NpPSIMOYTOJIbHUKOM ~ Ha3bIBAaeTCH ...
aKTHBHOM



