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BBenenue

AccucteHT — 310 ocHOBHOM npoayKT komranuu OO0 Hudposuzamus [Lroc,
KOTOpBIN anpoOUpOBaH B PazIMYHBIX OpraHu3zanusix, B Tom yucie B KOV (Kazan-
ckuii penepanbubiii yHuBepcuteT), OMI ' YIICe (OMckuit ToCy1apCcTBEHHbBIN YHUBEP-
cuTeT myTeil coobienus), Akanemun Moru (r. Mocksa), CUBUTe (CuGupckuii uH-
CTUTYT OM3Heca W MH()OPMAIMOHHBIX TEXHOJIOTHI), a TAK)KE B PsJie JIPYTHX BY30B,
KOJUIE/DKEW W IIKOJ Halllel CTPaHbI U OJIMKHETO 3apyOeKbs.

ACCHCTEHT TpejacTaBisieT coboil HancTpouky st Microsoft Office Word
(puc. 1).
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Ky P P | P
— [ 2
MepeuncneHune G2 ¥ Napamerpbl Hyme N ™ 3anyck H ¥ Kommertapwii
p H P Pl HyMEDR ' - p
ABTO . aBC [ OTkprITE . Hactpoiikn
Hymepauma ~  ccunca Lo B T Epy B T cmcox € 2 B Pegaxrop nporpanms: AONOHUTENEHO =
1 Hymepauwa MacTep wabnoHoE TaBnuue! 3
(IR SR R S NI U B -SRI R AR BRI - SR - SR SR (' SUR RS & SCR IR "SR T & LRI C S |
Ornaenexnme 3
Cnrcok ANTepaTypel 4
=2 Cozaats Tect us gokymenTa (BelaeneHHero gparmenta) 8 popmare GIFT PaBoTa c cucTemamm AnCT. obyyeHua »
5S¢ Cosgate TecT us gokymenTa (BblgenerHoro dparmenta) 6 gopmare |spring f'f PepakTop dopryn
LI'_-_‘F MrnopTupoeate TecT B dopmate GIFT B TekyLUWMA oKy MEHT @ Uncno s Teccr
u'_,—J MrnopTuposate TecT B dopmarte Ispring B TEKYLLWA AoKyMeHT BbIMMCANTE BRIgENEHE
M5 OTxpeiTe npuMep ohOpMAEHIA TECTa Boigenue Tekct
B2

abe  3auepkHyTh
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Pucynok 1 — BHemHuid BU1 HAACTPOUKH ACCUCTEHT

ACCHCTEHT TIPEACTABIAECT COOOM YHMBEPCAIBHYIO MPOrpamMMy-KOHCTPYKTOD,
COCTOSIIIIYIO0 U3 MHOYKECTBA MOJYJIEH, B TOM YHCJIE€ UMEIOLIAsi B CBOEM COCTABE MO-
IOyJb ¢ Ha3BaHHeM Mactep 1ma0J0HOB, UCIIONIb3YEMbIN B PAa3IMYHbIX OpraHU3alUsX,
B OCHOBHOM 00pa30BaTeNIbHbIX JJII aBTOMAaTu3aluu (GOpPMUPOBAHUS JOKYMEHTOB U
paboThl ¢ CUCTEMaMH JUCTAaHIIMOHHOTO 00y4eHHs. Tak Kak ACCHCTEHT BBIIOJHEH B
dopmare Haxctpoiiku s Ms Word, To ero ¢pyHkmmonan copMUpOBaH Ha OCHOBE
o0bekTHOM Monmenn Ms Word u ucnionb3yet ee pyHKIUU. BXOIHBIMU BO3/ICHCTBHSI-
MU SIBJISIFOTCSI 3aMPOCHI T0JIb30BaTeNIel, X MOTPEOHOCTh B OMPEACIEHHOM (PYHKIHO-
Haje, HallpuMep aBTOMAaTH3alWU 3alOJIHEHUS! JTOKYMEHTOB Ha OCHOBE CYILECTBYIO-
mux 0a3 JaHHBIX, a BBIXOJHBIE PE3YyJIbTaThl MPEJICTABISAIOT COOOW, HampUMep, aBTo-

MAaTU3UPOBAHHBIC JOKYMCHTHI, CO6I/IpaeMBIC N3 pa3iIndYHbIX HCTOYHHKOB OAaHHBLIX H
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COJIepIKalie 3JIEMEHThl aBTOMATUYECKOW HyMEepaluH MNepedyHClIsieMbIX OOBEKTOB,

TaKUX KaK PUCYHKH, TaOIUIIbI, (HOPMYJIBI, TUTEPATYpa U T.1.

B(i)(l)GKTI/IBHOCTL HCIIOJIb30BaHUS ACCUCTEHTA MOYKHO HpH6JIH)KeHHO OIINCaTb

AKCIIEPTHO MOJTYUYEHHOMN 3aBUCUMOCTbBIO, N300paXEHHOM Ha puc. 2.

Bpewms

TpanumoHHbIN CrIOCOO

3onHa HapacTanus dp¢dekra

C YCIOJIb30BAHUEM
Accucrenra

30Ha PAaBHO3HAYHOCTHU

>
7

O0beM

PI/ICYHOK 2 — 3KCHCpTHail OICHKA 3aBUCUMOCTHU BPCMCHHBLIX 3aTPAaT Ha IIOATOTOBKY

JOKYMEHTOB OT UX 00bema

OngpIT IMPAKTUYICCKOI'0 MCIIOJIb30BaHMUA Accucrenrta IMOATBCPKAACT BBIIICIIPHUBC-

ACHHYIO 3aBUCUMOCTDL W ITOKAa3bIBACT PAa3HOCTOPOHHUC BO3MOKHOCTH €0 IMPUMCHCHHSA

nporpammbl. Oco00 clieyeT OTMETUTh, 3HAUNTENBHBINA 3(D(EKT 0T ucronp3oBaHus Ac-

CUCTEeHTa B cepe oOpa3oBaHUS IS MOATOTOBKHM OOBEMHBIX IEYATHBIX PabOT, TaKUX

Kak MOHOTpaduu, JUCCePTALIMHU, OTYETHI O HAYYHO-HCCIIEIOBATEILCKUX PadoTax U T.1.
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1 Ba3zoBsliif pyHKIIMOHAT ACCUCTEHTA

1.1 O630p usyanvrozo unmepgetica npoepammvl U OCHOBHLIX QPYHKYULL

[Tocie ycraHoBkH mporpammbl Ha Jiente Microsoft Word mosigiisiercst BKia-
Ka «AccucteHT (puc. 3), MO3BOJSIONMAS TOJIYYUTh JOCTYIT K BO3MOXHOCTSIM TIPO-
rpamMmbl. Takke B mporpaMMe UMEETCs pa3BUTas CUCTEMa TOPSYMX KIIABHII, 00JIer-
YaIONUX MCTOJIB30BAHNE MPOTPAMMbI U MOBHIMIAOIINX CKOPOCTh pabOTHI ¢ HEH (BO

BCIIIBIBAIOIIMUX ITOACKA3KaxX Ha JIGHT@).

)abotunk  Cnpaeka  AccHCTeHT

21 Beranka Qﬁ Menpaeute p & Mapametpel E|_ WnTerp. = CraHep
o
IKLJI

- - Do + Eﬁ + 3
ApTo OTKpBITE V5 3anyex 5 L] HacTpoiiki 1 Komment 727 Mona
ceenka B B TT [0 S Oy cnncok ¢~ —> [$ Pegakrop NPOrPaMMBl [lononHMTERBHE -

Hymepauwa MacTep WabnoHoOE Cepenc

—

IZ MapameTpel HyMEpPaLI

@ E Hoeelid ;\ﬁ\ A7 Konupos. [‘5\ ?2’ 0B6H. doprynbl A Texer ~ A 3aronosok ~
s
R/ =,

, CoxpaHuTe Fop. cTp. I ¥aanure ceasm Pucynok — MNepeuncnenune

¥npasneHue E: P BeTaemTe Ges [s Top. ctp OBHosuTe % 7™ = 4 P

= 1
npodunamk (7) Cnpaeka fopmata  pouee nana &% PazopeaTs CBA3M 2. Gopuyna v Hymepaums  ~
Mpodguan Bcragka OBHoBNEHWE CTHAK

Pucynox 3 — Bxiaaka JIeHTbI IPOrpaMMbl «ACCUCTEHT

1.2 Paboma c npoghunsimu

[Io ymonm4yanwio B MOJyJie YCTAHOBJIEHO HECKOJIbKO 0a30BBIX Mpoduiien
(puc. 4). CtanmapTHbIH PO(GUIIL ABISCTCS HE YAAIIEMBIM U UCIOJIB3YETCSA B ClIydac
OTCYTCTBUS B CITUCKE MIPOUUX Mpoduiei, ocTaibHble MPOGUIN MOTYT OBITh U3MEHE-
HBbI U yIaJIeHbl MTOJIh30BaTEIEM, XOTS 3TO HE pekoMeHayeTcs. Eciu HeoOXxoaumo n3-
MEHUTH 0a30BbIN NPODHIIE, JTyUIle cIejaTh €ro KOMUI0 MO APYTUM UMEHEM, KOTO-
PYIO U HCIIOJIb30BaTh B AaybHewmeM. Jis BoccTaHOBIeHMsT 0a30BBIX Mpoduieii ciie-

JyeT 3aHOBO YCTAHOBUTH MPOrpamMmy.
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CoxpaHuTe [F lop. cp. |j ¥aanuTe ceA3KM

¥npaeneHue BctasuTe Bes OBHOBWTE
npogunamn (7) Cn ¢opmata  [pouee ~ noJiA ';?E- PasopeaTk CEA3NW
Mpodnm Ecraeka OBHOBNEHKWE

¥npaenenwe npoduaami x u:
X Yaame

BW (WUT) BHFP

JIMCCEpTaLNA abl| NepeureHosaTs

Nekuun

HopmaTHEHLIE QOKYMeHTHI (3 yp)

n
OTueT no rpanTy CTAPT V/ S ——

PUO OMIYNC (Nocobue)

W
PUO QOMIyniC Eﬂpawrmqrrq] v KomposaTs crinm

CHENT "
CHBWT (PN n ON)

CKaHupoeaHue

CTN OMIYNC 1.2-2005 (cTyaeHT) pI
CTN OMIYNC 1.2-2005 12 T (CTyaeHT) i
CTN OMIrync 3.1-2007 (npenogaBaTens) -

Pucynok 4 — bazoBbie nmpoduian MOyl « ACCUCTEHT

[Tox mpodusieM MOHUMAETCS COBOKYMHOCTh HACTPOEK CTHIICH ab3alleB, pas-
MEpPOB TOJIEH, BHICOTHI U TUIA MIpUQTa U T.JA., 00bETMHEHHAS 10]] OJTHUM Ha3BAHHUEM.
Hampumep, ctuns « CTII OMI'VIIC 1.2-2005 (cTyneHT)» coaepKuT B cede HaCTpOu-
KM OTBEYAOIINE TPEOOBAHUSM, MTPEABIBISIEMBIM K TEKCTOBBIM JOKyMEHTaM, JTaHHBIM
cranaaptoM. Takum 006pa3oM, Py BBHIMOJIHEHUH JIFOOOH TEKCTOBOM pabOTHI CTYICH-
THI IOJDKHBI UCITOJIB30BATh UMEHHO 3TOT PODHIIB.

[TynkT «YmpaBnenue npopuiasiMuy TpeaHa3HAYCH I TPUMEHEHUS, yaaie-
HUS ¥ TIeperMEHOBaHMs npoduiei. CTaHIapTHBIA TPO(HIIb HEe MOXKET OBITh YIalcH
WJIU TIPEUMEHOBAH.

Jlist mpuMeHeHusT BEIOpaHHOTO MPOQUIIs TPOCTO JBA pa3a MIEIKHUTE Ha €ro
uMeHH B okHe (puc. 4). lns no0aBiieHUs] HOBOTO MPOGMIS B CIIUCOK HMCIOJIB3YeTCs
MyHKT JICHTHI «HOBBIIY», IMOCIe HaXkaTUsI HEOOXOAMMO TIOATBEPIUThH CO3/IaHUE U BBE-
CTH UMs HOBOTO Tpodurst. [ coxpaneHus u3MeHEeHU B Mpoduie, CBI3aHHOM C Te-

KYILIAM TOKYMEHTOM MCITOJIb3YUTE IMyHKT JIECHTBI « COXPAHUTH.
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1.3 Hcnonvzosanue 6cmpoenHnvlx cmuneu

«ACCHCTEHT» COJICPKHT MHOKECTBO BCTPOCHHBIX CTHIICH, HEOOXOIUMBIX TIPH
CO3/IaHUH JTFOOOTO TEKCTOBOTO JIOKyMeHTa. CTHIIb B « ACCHCTEHTE» - CTHJIb B TIOJTHOM
noanmannu Microsoft Word, or MokeT OBITh SKCIIOPTHPOBAH WJIM WMITOPTHPOBAH
yepe3 craHiapTHbie MHCTpyMeHThl Microsoft Word, nubo oTkoppekTupoBaH uepes
CTaHIAPTHBIN MyHKT JCHTHI «VI3MEHHUTH CTHIIY.

HacToaTensHO pEeKOMEHIYETCs BBIMOIHITh B COOTBETCTBYIOIIEM CTHIIC JIIO-
Oyr0 4acTh TEKCTOBOTO JOKYMEHTA, T.K. TaKOW IOJXOJ MO3BOJUT B JAJIbHCHUIIIEM

YOpOCTUTh H3MeHeHus: (opmatupoBanus. CTWIM OOCTYynHbl B rpymnme «CTHIN

(puc. 5).

A Tewcr ~ B 3aronosok ~

Bl Pucyrox — lMepeducnedne

> Mopmyna ~ Hymepaumua  ~
CTunn

Pucynok 5 — Ctunu « ACCUCTEHTa»

Hampumep, eciu BBOAWUTCS MPOCTOM TEKCT, TO MCHOJIB3YETCS CTHIIb TEKCT.
Ecnu BBOmuTCS opmyna, To ctiib — (opmyna. st co3nanus CIIUCKOB HCIIOINB3Y-
IOTCSl CTHIIM TiepevrcieHuid. [I[pudaeM 0COOEHHOCThIO JAHHOTO CTHJIS SIBIISICTCS HaJU-
Yre MapKepOB TAOYIISIINM JIJIsl BBIPABHUBAHUS ()OPMYJIBI TI0 IICHTPY CTPOKH U HOMEpa
10 TIpaBoMy Kparo (puc. 6).

'|'1'|'§'|'1'|'2"'3'|'4'|'5'|'5'|'?'|'3J_|' S0 dd e d2 e 3 1 sdd e 1 B 1 1B N gt ) 18
Mapxkeps! Ta0yIAIuu <il

x=2 =y (1)

Pucynok 6 — Ucnions3oBanue ctuiia «@opmyiiar

1.4 Co3z0anue u obHoGIEHUE 0271A6TEHUSL OOKYMEHMA

OrnaBieHue JOKyMeHTa (OpPMHUPYETCS Ha OCHOBE CTWJIEH 3aroJIoBKOB
(puc. 5). [To ymMoIUaHUIO OCTYIHBI YEThIPE CTUJISI 3ar0JIOBKA, JJIsi PAa3HBIX YPOBHEH
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ornasienus. OrnaBiaeHne JAaHHONW METOJUYKH ObLTO C(POPMHPOBAHO HA OCHOBE CTH-
JIel 3ar0JIOBKOB C OMOILBIO «ACCHCTEHTa.

[Topsinok popmMupoBaHusi aBTOMATHUYECKOTO OTJIaBICHHUS:

a) HabGepute TekcT 3aroyioBka pasjena, MyHKTa WIH MOAITYHKTA.

0) BreiOepuTe CTUIIbL COOTBETCTBYIOIINI BBEICHHOMY 3ar0JIOBKY:

— paszaen, 3aroyiioBok 1;

— mojipasiell, 3arojioBoK 2;

— IYHKT, 3aroJIoBOK 3;

— BBEJICHUE, COJICPKAHUE, 3aKIFOUCHUE, CIIMCOK HCIOJIb30BAHHBIX HUCTOYHH-
KOB U T.JI., 3ar0JIOBOK 0€3 HOMepa.

B) BBenure Bce 3aroioBKu B JJOKYMEHTE.

r) Beibepure B paznene «CepBucy» NyHKT «JlomomHurensHo» — «Ornasie-
HUe» — «BcTaBUTH/OOHOBUTH OrjiaBiieHue» (puc. 7) U YKaXKUTEe KOJIHYECTBO YPOBHEH
OrJaBJj€HUS. YPOBHU OIJIABJIEHUS — 3TO KOJIMYECTBO CTYIEHEW AETaTM3alluu JOKY-
MeHTa. B HameM npuMepe Tpu ypOBHS OTJIABIICHHS: pa3zell, MoApa3aea U MyHKT. B
JAHHOM METOAMYKE JBa YPOBHS: pa3ien U mojapaszzaen. MakcuMalbHOE KOJUYECTBO
YPOBHEM — MATh, HO PEKOMEHIyETCsl UCII0JIb30BaTh HE OOJIBIIE TPEX, A YIPOIICHHUS
MOHUMAaHUS TOKyMeHTa. CTHJIM YETBEPTOTO U MSATOrO YPOBHEU HE 3aJI05KEHBI B MEHIO

CTHJICH, HO JOCTYITHBI Yepe3 cTanaapTHeie mHCTpyMeHThl Microsoft Word.

|_-?|<_ WHTerp. E_ CraHep
=t

+ &
- Komment 2 MNona
HacTpoiikn 5 S

nparparmel |,ﬂ,l:lI'II:IJ'IHI.-1TE.I'IbHI:I -

TaBnnue *
OrnaeneHne » BcTaenTe/0BHOENTE OrNAENEHWE
Crncok AnTepaTyphl > OEHOBWTE CTPaHKMLIBI OrN3BNEHWA

PaBoTa c crcTemamm gucT, ofydeHna »

Peaaktop dopryn

Yucno B TekcT

EQ

BelvmcnnTe BblJENEHWE

BeigenuTe TekcT
Beligenute gon

5 33a4eDKHVTE

Pucynok 7 — BctaBka/oOHOBJIEHHE OTJIaBJICHUS YePE3 MaHeIb HHCTPYMEHTOB
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1.5 Aemomamuueckas Hymepayusi

OnHOM U3 OCHOBHBIX MPUYHH Pa3padOTKH JaHHOTO MOJIYJIfA, SBHJIACH YOBIIE-
TBOPEHHE MOTPEOHOCTH B aBTOMATHYECKON HyMepaluu MepedrcisieMbIX O0OBEKTOB,
TaKUX KaK PUCYHKH, TAOIUIbI, (GOPMYIIBI U T.1.

OcobeHHO aKkTyajbHa 3Ta MnpobiieMa /it 00bEMHBIX TEKCTOBBIX IOKYMEHTOB,
TaKuX Kak AUCCEpTaluy, MOHOTpaduu, YUeOHHKH, IIOTOMY YTO B HUX KaK pa3 U MpH-
CYTCTBYET OO0JIbIIIOE KOJIMYECTBO MOJOOHBIX OOBEKTOB. « ACCHCTEHT» MO3BOJISIET CO-
3/1aBaTh LIECTh THIIOB aBTOMAaTHYECKOW HyMEpalluu: PUCYHKH, TaOIUIIbI, (POPMYIIBI,
JIUTepaTypa, IpUIoXKEeHHU U MyHKTH. Bee oHn nepeunciensl B rpymnmne «Hymepanysy»
nporpammel (puc. 8).

AccucTeHT

1 Beraeka % Mcnpasute

ArTo
ceevnka B B TT [N = U

Hymepaywa

'_f MapameTpel HyMepalmum

PI/ICYHOK 8 — MeH1o JJIs1 BCTaBKH aBTOMATUYECKOU HyMCpaluu

[Tpenmy11ecTBO NCIOIB30BAaHUSI ABTOMATHYECKON HyMepalul COCTOUT B TOM,
YTO MpHU JT0O0ABICHUH HOBOTO 00OBEKTa B JIIOOYIO YaCTh JIOKYMEHTA BCS HyMeparus,
CJIeyIOIIas HIDKE MO TEKCTY IMOCJE BCTABIEHHOTO O0BEKTa (B TOM YHCIE CCBUIKH),
n3MeHsiercs. Takum 00pa3oM, MOJIb30BaTeNlb U30aBIsETCA OT PYTUHHOM padOThl 1O
nepeHyMepanud 0O0bEKTOB U CCHUIOK Ha HuX. OOHOBJICHHE MPOU3BOAMUTCS C ITOMO-

1160 KHOMKU «F10» minu kHomku «OOHOBUTH Mo (puc. 9).

o
E_d

D " # 0B, dropmMy Nkl

13 v
& ANWTE CEA3K
OBHoBuTE =%~ M

I
nona £ PasopeaTe cBA3M

CIBHOBNEHKWE

Pucynok 9 — OGHOBIIEHHE HYMEpAIMU B TOKYMEHTE
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Jliist co3aHust CChUIOK HAa aBTOMATHUYECKYI0 HYMEPAIHIO MCIIOJIb3YIOTCS Tep-
BbIC JBe pyHKIMK B rpymme «Hymeparws» (puc. 8):

ABTO ccbuIKa. [laHHas QYHKIMS JO00ABIJISET CCUIKY HA CIICIYIOUINN HUXKE 10
TEKCTY TOCJIe Kypcopa OOBEKT, C YUETOM €ro THIIa, T.C. HApUMEp €CIH CJleBa OT
Kypcopa HaIlMCaHO CJIOBO «PUCYHOK» HJIM «PHUCYHOK», TO OyJIeT BCTaBJicHA CBSI3b Ha
CIISAYIOUIHIA ITOCIIE Kypcopa PUCYHOK, ecii OyIeT HalMcaHO «TadJMIa», TO COOTBET-
CTBEHHO OYJIET CO3/1aHa CBSI3b CO CJICIYIONIEH TabIuIIeH.

BeraBka cebuiki. [lanHas QyHKIMS NpeIHa3HaueHa JJIs BCTABKM CCHUIKH Ha

Jr000¥ MmepeunciisieMblii 00BEKT HE3aBHCUMO OT €ro MoJIoKeHus B Tekcte (puc. 10).

MepekpecTHbIE CCBLAKMK ? et
TN CCBITKM: BCTABMTE oKy Ha:
GRS | | Hassahwe yenukom v
[] BcragwTe kak runepeceinky JOBIEWTE CNOED =ELILES WA cHHKES

PazgenuTens HOMED OE

Ana kakoro HazgaHWa:

~
PrcyHok 2 — JKcnNepTHAA OUSHKES 3aEMCUMOCTH EPEMEHHEIX 3aTPaT Ha NoAroToE.,
PHUcyHOK 3 — Benagka neHTel NporpaMmel «ACCHCTEHT:

PHcyHOK 4 — Baz0oBsle NpogHAN MOZYAA «ACCHCTEHT

PucyHok 5 — CTUAKW «ACCUITEHTA S

PHUCyHOK & — McnoAe3oEaHWe cTUNa «PopuMynax

PHcyHok 7 — BcTagka/0BHOBNEHWE OrNABNEHWA YePe3 NaHeNk HHCTPYMEHTOE
PucyHoK & — MeHiD ANA BCTAaEKK aETOMATHYECKON HYMEPAL MK

PHCyHOK 9 — OBHOBAEHWE HYMEPALUKK B JOKYMEHTE

PucyHok 10 — Bcraska coenkmn

PucyHok 11 — DKHO HACTPOWRKK NapamMeTPoE HYMEPaLMK

PucyHok 12 — BcTaeka 6e3 opmMaTHpoBEaHua b

BraenTe OTtmeHa

Pucynok 10 — BeraBka cchliku

Homep mist cchuiku BeIOMpaeTcss TuO0 B CIHCKE JBOWHBIM IIETYKOM JIEBOM
KHOIIKM MBIIIIH U 3aT€M Ha)KUMaeTcsl KHomka «BecraButh». [IporpaMmMsl nbITaeTcs aB-
TOMAaTUYECKU OMPEJECTUTh TUII TIOJISl HA OCHOBE BBEJAECHHOTO TEKCTa CJIEBa OT KypCo-
pa. B ocCHOBHOM peKOMEHYETCs MCIOIB30BaTh MEPBYIO (PYHKIIUIO C ITOMOIIBIO TOPSI-
yeit kinaBuinn «Alt+Q», 94To MOBBIIACT TPOU3BOAUTEIIEHOCTD PAOOTHI.

He 3a0biBaiiTe, YT0O HEOOXOJMMO HE TOJILKO JO00ABISATH aBTOMATHYECKYIO

HyMepaluio, HO U JeJNaTh CChUIKM HAa HEE C MOMOIIbI0 MPOrpaMMbl «ACCUCTEHT,
TOJIBKO B 3TOM CJIy4ae BbI TIOJHOCTHIO N30aBUTECHh OT PYTUHHON pabOTHI B MPOIIECCe
dbopMupOBaHUs TEKCTOBOTO IOKYMEHTA.
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C noMonibo «ACCUCTEHTa» MOKHO CO3/1aBaTh HyMEPALIUIO ABYX BUIOB: IPO-
CTYI0O M clOXHy!0. IIpoctas — 3TO CKBO3Hasi HyMmepalusi 4epe3 BEChb JOKYMEHT.
Crnoxxnast — Hymepanus 1o paszaenam. [lapamerpsl Hymepanuyu HaCTpauBarOTCs Yepes3
nyHKT «Ilapamerpsl Hymepanum» rpynnsl «Hymepauus» (puc. 8), B OkHe, OKa3aH-
HOM Ha puc. 11.

IIpeoOpa3oBaHue B CJOKHYIO HYMEPAIMIO BBLINMOJHSANWTE TOJLKO ITOCIIE

OKOHYATEJIHLHON NpPaBKU JOKYMEHTa, T.K. «ACCHCTEHT» HE IMO3BOJISIET CO3/aBaTh
CCBUIKHM Ha 3JIEMEHTHI CII0)KHOW HyMmepaluu. BbIxosl U3 cuTyauuu - npeodpa3oBaHue
U3 MPOCTOM B CIIOKHYIO HyMEpaIuio 1 o0paTHO.

dopMat — BbIpaKeHHE, 100aBIsieMOe MPU BCTaBKE HOMEpPA, IJIe BMECTO CUM-
Bosia Ne oGaBisieTcsi KOHKPETHBIM HOMep o0bekTa. Takxke mpu BCTaBKE HyMepaluu

MOXET aBTOMAaTHYCCKH Ha3HA4YaTbCA OHpCHeHeHHBIﬁ CTHJIb.

MapameTpbl HyMEpaLWK X

CNHUCOK 3NeMeHTOB

e
Tabnvua
YpaBHeHue CTHNb
DopMyna
PH;H*;H <HeT> |
NuTtepatypa
MpunoxeHue
MyHKT

@opmat (cumeon N2 - NOZMUWA HOMepa)

Tun HyMepaLum

() CnoxHas (c HomMepomM

O MpocTan pasnena)

" TPHMEHNTS | #< OTMeHa

Pucynoxk 11 — OkHO HacTpoMKH mapaMeTpoB HyMepaluu

1.6 Hcnonvzosanue cnet;uaﬂuS’upoeaHHou" 6CcmaeKu

OyHKIUU JAaHHOW TPYMITBl MOTYT OBITh TOJIE3HBI MIPU (OPMHUPOBAHUU JTOKY-
MEHTa M3 HECKOJIbKUX MCTOYHHUKOB, TJI€ MCIIOJIL3YETCS pa3IudHoe (HhopMaTHPOBAHHE
TEKCTa, KOTOPOE HE YUYUTHIBACTCS MPU BCTaBKE C TOMOIIBI0 JaHHBIX (yHKIHA. Oco-
OE€HHOCTH:
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12

Oynkuusa «BceraBka 6e3 dopMaTupoBaHus NpeaHa3HAYCHA ISl BCTABKU TEK-

cta u3 0ydepa oOMena. OyHKIUS SIBISETCS HACTPAUBAEMOW U MO3BOJISIET, PU HEOO-

XO0AUMOCTH, M30aBUTHCS OT BCEX anI/I6yTOB q)OpMaTI/IpOBaHI/IH BKJIIO4Yasl M HaKJIOH,

JKUPHOCTDH U ITIOAYCPKUBAHHNC.

ﬁA A Konmpas.

BcraguTe Bes _I__FJ Fap. ﬂ_p'
dpopmara |I'Ip|:ul-|ee* |

Be WaBnon TekcTa

D Bept. cTpannua

ﬁnﬂ Metadiaiin

|_ﬂ|f| Bros. gokymedT

m BelgenuTe/ cHATE BEIGENEHWE ANA PELAKTUROBAHKA

LH Mone co cnnckom

E:EI Mone dopmaTMpoeaHHOro TEKCTA
CeolicTea nons

E[ CeA3b C TEKCTOM

3 Monyuute Email uz Bydepa cbmena

QD Monyunte MoBuneHee uz Bydepa obmera

Pucynoxk 12 — Komans! rpymmsl BeraBka

Hactpoiiku mapameTpoB BCTaBKM NPOU3BOIATCS 4epe3 NMyHKT «Hactpoiikn

nporpammel» B rpyrie «Cepsucy (puc. 13).

AccucTeHT
3 @d Mcnpaeute % @I’Iapammpm \ Eﬁ |_-E|<_|."'|HTEFF]. ECKEHEFI
iE?Ban}rcx = m

OTkpeITE HacTpoiikn
[ m R FL ] E‘m CAncoK  &— —» F%P'E,a,alcrnp NEorpamMmMel  fMononHuTeneHO

iauna MMacTep WabNoHOE CeperC

+ o
ETPEI Hy MEpaLWK L Komment  “2% MNans

Pucynox 13 — OTKpbITHE TapaMETPOB BCTABKU
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[Tociie OTKpBITHS TTOSBISETCS OKHO, MTOKa3aHHOE Ha puc. 14, rae HeoOXxoaMMo
HACTPOUTH ITapaMETPbl BCTAaBKU. ECIIM ONIIMK OTKIIFOYEHBI, TO BCTABIISIETCS MPOCTOM

TEKCT, 6€3 (hopMaTUpOBaHHUS.

HacTpoiikn nporpammel >

OnuWH BCTaABHK
Mpwu BCTABKE NONHOCTEHY 082 OpMATHPOEEHWA, NPHMEHWTE CNESYHILLWE OnUMK:
[ ecraeuTe kak npoctoii Tekct (Gez moaudmkauwii) YAANATE AWWHKWE npobenkl
O 2@MEHATE TabynALWK CNed. CHMEONOM

[ yoanate pazpuies crpok [ |
[ wcnpaenate perncrp [ penate nepeyro Gykey Tekcra 3arnaeHoii

[J oumwarts Teker ot cneucumeonoe [ yaanate cregyrowme cHMBONE
[ ynanste vymepaumo abzaues

[ yoanare undpel

YOANATE CNEAYHILLEE BLIPAMEHUE>

BbiunCcneHna M CTHNH

[] OrpanuumeaTs TounocTs Beiuncnennii ] YaanaTe CTUAM MCXOOHOTO JOKYMEHTE NPM MMNOPTE Npoduns
OTNpaBnATe GHOHWMHYH) CTATMCTHRY 0 paboTe nporpaMMel (peKoMeHayeTcs ANA PaZEMTHA NPporpamMmel)

i ! P -
€ OuMCTUTE AONONHUTENSHEIE CBOACTBa daiina i) WcnonozoBaTe, ecnu pasmep daiina pacTeT Hes BMAMMBIX NPK4H

MpUMeHUTE OTMeHa

Pucynox 14 — IlapameTpbl BCTaBKU

Oynkius «Konupos.» MO3BOJISET CKOMMPOBATH BbIICIEHHBIN TEKCT 0€3 Gop-
MatupoBanus (ropsidas kiapuma Ctrl+Shift+C).

®Oynkuuu «l'op. ctpanuna» u «BepT. cTpaHuia» MO3BOJISIIOT 100ABUTh B TIO3U-
LU0 Kypcopa CTPaHULIBI COOTBETCTBYIOIIEH OPUEHTALIMN CO BCTPOEHHON HYMEpaLUEH.

BcraBka B (hopmate meradaiina mo3BoJisieT J00aBUTh TOJIBKO TpapuuecKuit
o0pa3 00beKTa COXpaHEHHOTO B Oydepe oOMeHa, BMECTO KOMMPOBAaHUS 00BEKTa IIe-
JIUKOM. DTO MO3BOJISIET YMEHBIIIUTh pazMep (ailiia ToKyMeHTa.

BceraBka B (hopmaTe BIOKEHHOTO JOKYMEHTA MO3BOJSET BCTABUTH CKOIMUPO-

BaHHBIN (QparMeHT jokymeHnta Microsoft Word ¢ Bo3aMOKHOCTBIO ero macmTabupo-
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BaHMsI, YTO aKTyaJIbHO, HapuMep IS TpapUIeCKuX 0OBEKTOB MMEIOIINX HAITHACH
(HampuMep, CXEMBI).

Oynkius «11labioH TekcTay Mo3BoJisieT J00aBUTh 3apaHee MOArOTOBIICHHBIH
mabJIOH TEKCTa B MO3UIUIO Kypcopa, HapUMep TUTYJIbHBIA JIUCT UM PAMKH C OC-
HOBHOM HAJIIKCHIO.

®Oynknus «BbICTUTH/CHATL BBIICICHUE IS PEAAKTHPOBAHUSY ITO3BOJISICT
yKa3atb 0OJacTH TEKCTa, IOCTYIHBbIC M pPENaKTUpOBaHUA (Topsiuas KJIaBHUIIIA
Ctrl+Alt+E).

['pynna ¢pynkuuii «Ilose co cnickomy, «llone hopmMaTUpOBaHHOTO TEKCTAY,
«CBoMcTBa MOJIS» MO3BOJISIIOT BCTABJIATh COOTBETCTBYIOIIUE JIEMEHTHI YIIPABICHUS
B JJOKyMEHT Y U3MEHSTh UX CBOMCTBA.

Oynkuns «CBs3b ¢ TEKCTOM» MO3BOJSIET CO3/1aTh CBA3B C JIFOOBIM CKOMHPO-
BaHHBIM B Oydep oOMeHa (parMEeHTOM TEKYLIEro JTOKyMEHTa, TaKUM 00pa3oM, 4YTO
MIPU U3MEHEHUU UCXOAHOTO TEKCTa MEHSIETCS U CBS3h IMOCIIE OOHOBIICHHS.

®Oyukiun «[lomyuurs Email u3 0ydepa oomena» u «IloydnTh MOOHIBHBIC
u3 Oydepa oOMeHa» MO3BOJISAIOT IMOJIy4aTh, COOTBETCTBEHHO, aJpeca 3JIEKTPOHHOU
HOYTHI UJIM HOMEpa MOOMIIBHBIX TeNe()OHOB (Is1 POCCUICKOTO aJpeCHOr0 MPOCTPaH-
CTBAa) U3 TEKCTa, CKOMUPOBAHHOTO B Oy(dep oOMeHa.

1.7 Ileuamw 6powirop

«ACCHUCTEHT» MO3BOJISIET pacleyaThiBaTh 000N JOKYMEHT B BUI€ OpPOIIIOpPHI
Ha JII0OOM MPUHTEPE, Jaxe He UMeroLeM (yHKIUUA JBYXCTOPOHHEH MeYaTu.

[opsiuass kiaBuima I BbI3oBa medatd Opommrop — «Alt+Shift+Py»  (mbo
rpymnmna «CepBuc» — «lononaurtensHo» — «lleuats 6poitopy), puc. . [lepen neuarbro
aKTUBHBIM TOKYMEHT JOJKEH ObITh coxpaHeH. CHavajia medataercsl NepBblii pa3Bo-
pPOT, 3aTEM BTOPOU.

[Manouka «lcnonp30BaTh HACTPOUKHU MPUHTEPA» NPUMEHSAETCS MPU MEYATH J0-
KyYMEHTa C pa3HOM opueHTauuen JuctoB. [Ipu 3ToM B HacTpoWkax mpuHTEpa JOJDKHA
ObITh YKa3aHa MevyaTh JBYX CTPaHHUIl Ha OJHOM JiucTe. B 001ieM ciiyyae HE pekoMeH-
IyETCsl IEYaTh C MOMOLIBIO « ACCHCTEHTa» JOKYMEHTOB UMEIOIINX PA3INYHYI0 OpPUEH-
TalMI0 JIMCTOB, T.K. HE BCE NPHUHTEPHI IOAACPKUBAIOT ABTOMATHYECKUN IIOBOPOT

CTpaHUIlbl. MOXKHO pacrevaTblBaTh HECKOJILKO KOITH OPOIIIOPHI OJTHOBPEMEHHO.
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Meuats Bpowwkop *

PacneyaTaTb Nepebii pasBopoT

PacneuataTtb BTOPOW pazeopoT

Konuuecteo konuin | 1 él
[ ] Ucnonbzoeath HacTpoiiku npuHTepa

HP LaserJet Professional P1102

Pucynok 15 — OkHo nedatu Oporrtop

1.8 Ilpouue ¢ynkyuu npoepammoi

K mpounM ¢yHKIHS TporpaMMbl OTHOCATCS (PYHKIIMU COOpaHHbIE B Tpynnax

«O0HoBNIEHUE» U «CepBUCH.

MoeTopuTe HyMepaymio cTonBuoe

I =] ]
# OBH, dopmynel F|<_ WHTerp., = Ckanep
I Eﬂ[ JoBaEnTe 33roNoB0K NPOACMKEHNA
L |=| + fae
OBHosMTE =% Ypanute ceazu HacTooiiin 7 Konmert 2d’ MNons
, P —_— JloBaeuTe 2aronoBoK OKoOHYEHWA
nens G PasopeaTs CBASM nporpammel |,£l,onoanTe.ano -
OBHOENEHNE T # Mepemeluneanmne cTpok TaBauuel
Ornaenerne * BcTaenTe/0BHOBWTE OrNaBNEHNE
CopTrpoBaTe CIMCOK INTERATYPEI N0 2N GasuTy
>

MNCOK AUTEPATY PhI OBHOBWTE CTPaHKMLBI CrAAENEHWA

CopTMpoBaTh CNMCOK NUTERATYPbI N0 NOPAJKY YNOMWHAHNA B TEKCTE
PaBoTa ¢ cucTemamu guct. obydeHun

f:\: Pegaktop dopyn

9 Yncno B Tekct

BeiuMCMTE BEIAENEHE
Brolgenuts Tekct
Boigenuts ot

2B 3auepkHyTe

LF@‘ Tekywian aata

@ Meuate Gpowop

% Jkcnopt 8 PDF

%
& Cosaate TecT w3 AokymMenTa (BoiaEnEHHOro bparmenta) 8 dopmare Bubauno

E‘§ Cozgate TECT U3 AokyMeHTa (BblgeneHHoro dparmenTa) B dopmarte GIFT

.:r_g Co3gaTte TECT U2 AOKyMEHTE (BeIgENEHHOTO fparMenTa) B gopmare lspring
Mmnoptupoeate TecT & dopmate GIFT B Tekywmnil gokymeHT
MmnopTuposate TecT B hopmate |spring B TekyLwMil 4OKyMEHT

KoHEEpTUPOBATE AKTUEHYHD TaBAWLy C TecTom (rae kypcop) B dopmat a4ns skcnopta B GIFT waw Ispring

Otkpeime npumep odoprnenns Tecta

of B &

Cozgate rnaey 3nektpoHHoil kiurn Moodle us gokymenTa (BsigeneHdHoro gparmeqTa)

Pucynok 16 — IIpoune ¢pyHKIIMU TpOrpamMmbl
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['pynma « OOHOBIEHHUEY:

a) Oyunkuus «OOHOBUTH (HOPMYIIB) CITY>KUT JJ1s1 OOHOBJIEHUS BeeX GOpMyIT B
JIOKYMEHTE B COOTBETCTBUU C TEKYIIUMHU HACTpOMKaMu pefakropa ¢Gopmyii. ITo Obl-
BaeT MOJIE3HO MPH HMCIOJHEHUU TpeOOBAaHWN HOPMOKOHTPOJS K (opmysiaM, 4TOOBI
BPYUYHYIO HE MEHATH KXKAYI0 (POpPMYyITy, MOKHO OOHOBUTH BCE 32 OJIMH Pa3.

0) OyHKUMS «YOamuTh BHEIIHHE CBS3M» CIYXHUT i1 NpeoOpa3oBaHUs
BHEITHUX CBA3CH, /Ui yAaleHus: coOOIeHUsI 00 UX OOHOBJICHUU TPU OTKPBITHH JI0-
KyMEHTA.

B) OyHkius «Pa3opBaTh Bce CBSA3W» CIYXKUT JUISl yJIaJICHUSI aBTOMATU3AINK B
JOKYMEHTE, HallpUMep C LENbI0 Nepeayu JOKyMEHTa B U3AAaTeIbCTBO, T HATMUHE
noJieil B JOKYMEHTE MOXKET MoMeniath ero myonukanuu. O6patHoe nmpeodpa3oBaHue

HE IPESYCMOTPEHO, T0O3TOMY IIEPEJT €r0 BBIIOIHEHUEM CAEIIANTE KOMUIO TOKYMEHTA.

I'pymma «CepBHCY:

a) «MHrerp.» — wHTerpanus ACCHUCTEHTa B aKTHUBHBIA JOKYMEHT, JJI HC-

II0JI30BaHMs Oe3 YCTAaHOBKH BMCCTC C HCXOAHBIM TCKCTOBBIM NOKYMCHTOM (pI/IC 17)

MHTErpauma B TEKyLLUMA 40Ky MEHT >

Bbl MO#ETE WHTETPHPOBETE QYHKLWKH ACCUCTEHTA B AKTWEHBINR JOKYMeHT. MpK SToM oTNagaer
HeobX0aMMOCTE YCTEHOBKKM NPOrpaMiMel Ha KaxaoM KOMNBHITEPE, MOe MCNONb3YHTCA hyHKLWAK
AccucrenTa. Ho AccucredT ByaeT 4oCTyneH TONLKD AnA AaHHoro daiing, a He OnA BCex AOKYMEHTOR
NONL20EATENA (B CNYYaE, BC/W OH HE YCTAHOBNEH )

Takwe HeeoamoxHo Byget pabotaTe © npodunamk W wabnonamu. Tekywri daiin bygeT coxpaHeH |
npeobpazoBaH B GOPMAET C NOAASPHKON MaKpoCoe.

WcnonbayiiTe AaHHLIR PEXWM B ClyYae HEBO3MOMHOCTH YCTaHOBKM AccucTeHTa. OBHOBNATE ACCHCTEHT,
EJIOEHHEIA B JOKYMEHT MOXHO TONBKO Yepes YCTaHOBNEHHLIR ACCHCTEHT

#7 WHTerpupoeaTh ACCMCTEHT B TEeKYLUWA AOKyMEeHT F¥YO0annTe WHTErpaLnim

Pucynok 17 — nTerpanus ACCUCTEHTA B TEKYIIUH JOKYMEHT

0) «KommeHnT» - no0aBiieHHEe KOMMEHTApHs K BBIJIEICHOMY TEKCTY, ropsyas
kiauma Alt+Z
B) «CkaHep» - CKaHUPOBAaHHE B TEKYILUNA TOKYMEHT.

r) «Iloms» - moka3aTh/CKPHITh MOJACBETKY TEKYIIHX MOJICH.
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['pynna «CGDBI/IC» IMYHKT «JIONOJHUTEIBHOY !

a) Mento «Tabmuup cy>XUT At paboThl ¢ TaONMIIAMU, JJI CO3/IaHUS aB-
TOMATHYECKOTO IMOBTOpPA 3arojioBKa TaOJMIbI, HyMEpaluu TaOJWIbl, a TaKXe s
CIIy4aifHOTO pacIpe/ielIeHUs] CTPOK TaOJUIIbI, YTO MOXKET MOTPEeOOBaThHCs, HAIPUMED
MIPU CO37]aHUH TECTOB.

0) Mento «OraBiIeHHE» CITY)KHT JJI BCTaBKH/OOHOBIICHUS OTJIaBJICHUS.

B) Mento «Cnucok auTepaTypbDy CIY>KUT JUIsl aBTOMAaTHUYECKOM COPTUPOBKHU
CIIUCKA JIUTEPATypPhI M0 a(aBUTy WK NOPAJIKY YIOMHUHAHUS B TEKCTE.

Mento «Pabota ¢ cucremamu AUCT. OOyYEHUs» - CONEPKUT (QYHKIUU T10 Te-
HEepaluu KOHTEHTA (TECTOB U 3JIEKTPOHHBIX YUEOHUKOB) AJIi CUCTEM JUCTAHIIMOHHO-
ro ooyuenus Moodle u Ispring, onucannblie najee B paszaene 3.

r) «Pemakrop Gpopmym» CiayXuT s BeI30Ba BcTpoeHHoro B Microsoft Word
penaktopa dopmysr Microsoft Equation, ropsiuas knaBuma «Alt+Ey». Takke eciu pe-
AakTop GopMyJl OTKIIIOUEH, TO CUCTEMA IIpeIIaraeT €ro BOCCTAaHOBUTb.

n) «Yucao B TEKCT» MO3BOJSET MpeoOpa3oBaTh BBIJECIEHHOE YUCIO B TEK-
cTOBY10 popmy, ropsiuas kinasuia «Alt+Gy.

€) «BblYMCIUTH BBIIEIEHUE) IO3BOJIAET MPOBECTH apHUPMETUUYECKUE IeH-
CTBUS HaJ BBIICTICHHBIM BBIPAKEHUEM C HCIOJIb30BaHUEM 0a30BbIX MaTEMaTHYECKIX
GyHKIM (CcloKeHne, BBIUMTAHWE, YMHOXKECHHE, JIEJICHHE, BO3BEICHHE B CTEIICHBD),
ropstuast kinaBuia «Alt+Shift+Ey.

K) « BeLaenuTp TekeT» - nepexiovaress [BeTa TEKCTa ¢ YepHOro Ha KPACHBIHM
U 00paTHo.

3) «Bwimenuts Gon» - mepexirovarens BolieneHrs GoHa ¢ OEI0T0 Ha KENThI
IIBET U OOpaTHO.

M) «3a4epKHYTHY» - IEPEKITI0YaTeIh 3aUePKUBAHMS TEKCTA.

K) «Tekymas gara» - BcTaBKa TeKyIei 1aTel B hopMare AA.MM.ITIT

1) «I[leyats Oporrrop» - pacnedarka TEKYIIEro JOKyYMEHTa B BUE OpOIIIOPHI
3a 2 IpOroHa Ha J000M mpuHTepe, GYHKIMS MOAPOOHO onucana B . 1.7.

M) «9kcnopt B PDF» - akcnopt Tekymero 1oKyMeHTa Wik Tpynibl TOKYMEH-
ToB B (popmat PDF. Ilocne HaxkaTusi Ha KHOMKY MOSBJISIETCS OKHO, MOKa3aHHOE Ha
puc. 18.
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Microsoft Werd -

FKCMOPTUPOEATE TEKYWWA 40KYMeHT B POF 1 COXpaHWTE B
WOOAHON nanke?

Ja - 3KCNopT TEKYWErD JOKYMeHTa, HeT - BuiépaTe gainul gna
IKCNOPTA

Pucynok 18 — ITapameTtps! sxcniopta B PDF
2 Moaynb TeHepaly J0KyMEHTOB (MacTep 1madjI0HOB)

dopMHUpOBaHHUE JOKYMEHTOB B JIFOOBIX OPraHU3aIl[MOHHBIX CHUCTEMax SIBISICTCS
KITFOYEBBIM TIPOIIECCOM, 0OECTICUNBAOIIMM UX HOpMalbHOE (PyHKIIMOHMpoBaHue. B Ac-
CHCTEHTE pa3padoTaH MOYJIb TOJ] Ha3BaHUEM «Mactep 11abJIOHOBY (Jlajiee — MOJTYJIb),
MO3BOJISIONINE (hopMHUpoBaTh TOKyMeHThI WOrd Ha OCHOBE pa3HBIX HICTOUHHKOB JaHHBIX.
Pabota ¢ MogyneM ocyiiecTBIsSI€TCs Yepe3 OJTHOMMEHHYIO TPYIIy KOMaH]l Ha

NaHeJu HHCTPYMEHTOB Accuctenta (puc. 19).

Wk Cnpaeka  AcCcMCTeHT

H 1 Beraska Mcnkp [ Nap
|
5 0 o,

:
o = MapameTpel HYMEpRALWK OmipoiTs

nka B @ TT [D = L-_"E‘ CAMCOK, &— —3 E%Pe,qarrnp
Hymepayma Jﬂan:p %ﬂﬂ ¥

Pucynox 19 — Moaynb «MacTep 1madioHOBY

Ha3naueHue 31eMeHTOB MOJTyJIsl B COOTBETCTBUH € puc. 19:

1) ITapameTpsl MOIYJISI — HACTPOMKA MOAKIIOYEHUS K JAHHBIM, PEKMMa r'eHe-
paiuy JOKYMEHTOB, €émail pacchliok, ciaoBaps, dKCHOpTa/UMIOpPTa HACTPOCK U CH-
CTEMBI PE3EPBUPOBAHUS JOKYMEHTOB.

2) PenakTop moieit CiykuT i 100aBaeHUs/peIakKTUPOBAHUS MOJICH 11 3a-

TPY3KH JTAaHHBIX HA OCHOBE UCIOJIb30BaHUS (hOPMYII.
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3) Knonka «OTKpBITH CIUCOK» CIYXKHUT JJIsi OTOOpaXEHHsI CIHCKa 3aruceil u3
0a3bl JaHHBIX JUIs1 3aTPY3KU B JOKYMEHT.

4) Knonka «BieBo» Cily>KUT AJis 3arpy3KH NPEAbLIYLIEH 3aiCH.

5) Knonka «BnpaBo» ciy’KuT 715 3arpy3KH MOCIEAYIONIEH 3allUCH.

6) Knonka «3amyck» Ciy KT 175 3armycka 00paboTKH BCEX 3amuceil B UCTOU-
HUKE JaHHBIX.

7) Kaonka «OTKpBITH MKy ¢ pe3yJbTaTaMi» MO3BOJSIET OTKPBITH MaIlKy C
BBIXOJHBIMH pe3yibTrataMu (¢ JokyMeHTaMu B (hopmare pdf/docx).

8) Knonka «OTKpHITH pe3epB TOKYMEHTa» IMO3BOJSIET 3arPy3UTh PE3EPBHYIO
KOIMIO TEKYIIETO JOKYMEHTA U3 BHYTPEHHEIO XPaHUIMILA, UHTETPUPOBAHHOTO B CaM
JIOKYMEHT.

2.1 Tlooxknouenue Kk OaHHbIM

Hacrpoiika NOIK/IIOUeHHs] OCYHIIECTBIISIETCSl B OKHE IapaMeTpoB MacTepa
mabnoHoB Ha puc. 20.

Mapametpel macTepa WwWatnoHos >

MogKMOUYEHWE K ASHHEM lPe3epE ]

McTouHKMk(M) AaHHBIX ANA MMNopTa (Cobinka Ha $aiin B dopMaTe Excel unu TekoT © pasnenyTenaMi TAB uni §
WM 3anpoc B dopraTe SOL Co CTPOKOA NoAKMYEHWA MMM CCBINKE Ha dain Excel(Google B MHTEpHETE) —
max pasMep Excel - 32768 cTpok 1 250 cTonfuos PACLUMPEHHBIN PEXMM E7| x

/ MpUMEHMTE OTHEHS

Pucynok 20 — OxHO mapamMeTpoB MacTepa mabIoHOB

B no3. 1 Ha puc. 20 3amaercst cTpoka MOAKIIOYEHUS K OTHOMY U3 CIEAYIOLINX
TUTIOB 0a3bl TaHHBIX:
— tabnuibl Excel (daitn wim Be6-3anpoc);
— BeO-3ampock! k Tadauiam Google;
— SQL-3anpocs! K M100bIM UCTOYHUKAM JIaHHbIX uyepe3 Mexanu3m ODBC.
[Tpumep SQL-3ampoca:
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Provider=Microsoft. ACE.OLEDB.12.0;Data Source=Z:\bA34 CJIVIIIATE-
JIEV\bA34 CJIVIIIATEJIEH xIsb,; Extended Properties="Excel 12.0
Xml;HDR=YES;IMEX=1"

SELECT * FROM [Fa3za$]

[Iepexox B pacHIMPEHHBIM PEKUM OCYLIECTBIISIETCS YCTAHOBKOW TAJIOYKHU B

no3. 2 Ha puc. 20, mocne 4ero nosBisieTcsl OKHO, MMOKa3aHHOE Ha puc. 21.

Mapamerpel macTepa wabnoHoe x

MoaknoHeEHKE K ASHHBIM leIBDﬂ ] OTnpaeka NoYThl ] CnoBaps ] SKNopT fMMNODT HACTPOoEK ] Peseps ]
1t}

WMcTouHMk (M) AaHHBX ANA MMNopPTa (Cckinka Ha daidn B dopMaTe Excel Mk TekcT © pasaenuTenamMd T, n
MNK 3anpoc B dopMaTe SOL oo CTPOKOA NOAKAKYEHWA MK CobINKE Ha (ain Excel/Google B MHTEpHE R
max pasmep Excel - 32768 crpok 1 250 cronbuos ¥ PaCLUMPEHHBIR PEN |

o KOHCTEHTHI pﬂpmﬁep SQL-zanpoca | % BinoeteHHBIA dain Excel ¢ AaHHbMW
Ecnn zanpockl He Bi iDJ‘IHH}DTF_‘Hr TO HEDEXDEMMD YCTEHOBMTE DECNNaTHLEIA KOMIOHEHT .ﬁ.ccessDatal:uEEEEnginE

El cTonbew

liMEHa NMCTOE ANA MMNOPTAE Yepes 3anATYIo (Mo YMonYaHHo BepeToA NepekIM NMCT) [ Taimurr undo

HoMEp CTPOKK C HESEEHWAMW CTONDUOE ASHHEIX (MO YMONYEHMKD MCNONESYETCA HOMED CTONALE) E

=
- KoHeuHan cTpoka (He obAazaTensHo)

Had4ansHas CTpOKG

Homepa cTonfuoe AnA oTobpaseHA B cnvcke (No yMonYaHui oTobpasasTon Boe) @—

Mpi NOArOTOBKE OOKYMEHTE YAANATE BPEMEHHEIE MOMA C COXPEHEHWEM CTPYKTYDEI TahnmAw

PazaensHos ofHOBNEHIME NoNei ASHHEIX NPKM 33rpY3Ke (MCNonNb3YeToA ANA KOHTPONA 3aMpY3KKM AaHHBIX, B
HEKOTOPBIX CIYYAAK MOMET SAMELNATE padoTy, ANA CNOMHBIX OOKYMEHTOE HE PEKOMEHA YETCA BRIIMOHATE)

@:l MponycKaTe 3arpysKy NS HEX0AAWMKCA B CKPLITOM TEKCTE (ANA yosopeHusa obpaboTikn AoKYMEHTOE)

V/HFIMMEHMTI: OTHMEHE

Pucynoxk 21 — PaciimpeHHbII peskuM napameTpoB MacTepa 1madjJoHOB

Ha BKJIaAKEC «HOI[KJ'IIO‘-I@HI/IG K JaHHBIM» PACIIOJIOKCHBI 3JICMCHTHI YIIpaBJIC-

HUS TTO3BOJISIONINE KOHPUTYPHUPOBATH XapaKTEPUCTHKHU TTOIKITFOYCHHUS.
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Wcrounnk manHbIX (1m03. 1, puc. 21) MoKeT MmpeIcTaBisaTh CChUTKY Ha (aiin Excel,
HPUYEM CChLJIKA MOKET 33/1aBaThCsl KaKk B aOCOJIFOTHOM, TaK M OTHOCHUTEIHLHOM (hopmare.
CchUIKy B a0COITIOTHOM (hopMaTe 11e1eco00pa3HO UCTIONIB30BATh B CIIy4ae, eCIIM UCTOYHHK
JIAHHBIX UMECT IICHTPATM30BaHHOE PACTIONIOKEHUE (HAIPUMeED, B JIOKAJIBHOM CETH OpPraHH-
3allii B KOHKPETHOW CEeTeBOM mamke b0 Ha BeO-cepBepe). OTHOCUTENbHBIN (Qopmar
CCBUIKH YJIOOCH B CITy4ae, eCJI UCTOYHUK MH(OPMAIMU HAXOAUTCS B OJTHOW MarKe ¢ J10-
KYMEHTOM JIOO PaCroIOKEeH B HUCXOJSIIEM IyTH B UEPAPXUKA OTHOCHTEILHO MECTOPAC-
TIOJIOKEHUS JIOKYMEHTA.

Hanpumep, eciin JOKyMeHT pacronioxkeH B manke D:\/Joxymenmsi, a ucrou-
HHUK JAHHBIX B 3TOW ke manke (Hampumep, D:\Joxymenmuvi\baza.XIS) viu B nodep-
HEH, OTHOCHTEJIBHO aaHHOW mnanku (Hampumep, D:\Joxymenmwi\bazvl oOanmnwix\9
ynpasnenue\basza. xIs).

[Tpumep 3anoIHEHHUs TMOJIsE ¢ MCTOYHUKOM JIAHHBIX TTOKa3aH Ha puc. 22. B ka-
YeCTBE MCTOYHMKA BhIOpaHa 0a3a JAHHBIX, PACIIOJIOKCHHAS B OJHOM Marnke ¢ JOKY-

MCHTOM.

Mapametpel mMacTepa WabnoHoE >

MoAkMoUEHHE K AEHHEIM leIEFI:IJ:I. ] OTnpaeka NoYTel ] CnoBape ] SKCNopT MMOCPT HACTpoEkK ] Pezepe ]

WMcTouHMk (M) AaHHB ONA MMNopTa (Cobinka Ha daiin B dopmaTe Excel unn TeKcT © pasnenyTenamid TAB 1M ;

MNK 3anpoc B dopMaTe SOL oo CTPoKoA no EHWA UMK CCEINKE Ha dain Excel (Google 8 MHTEpHETE) —
max pasmep Excel - 32768 cTpok 1 nbuoe ¥ PaciumpeHHbIi pesin = x

\Basza anA cnpasok, xls

Pucynox 22 — VIcTouHuKk JaHHBIX - 6a3a B OJIHOM MAINKe ¢ JOKyMEHTOM

Taxxe B KadecTBe MCTOYHMKA NAaHHBIX MOXKeT ObITh SQL-3ampoc k J1t00bIM
6azam B popmate ODBC (Open Database Connectivity), npumMep mokas3as Ha puc. 23.
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Mapamerpel mMacTepa WatnoHoEe *

MoAKMOUYEHKE K AGHHEIM leIEFI:IJ:I. ] CTnpaeka noYTel ] Cnosape ] SKCNopT MMOCPT HACTpoEK ] Peseps ]

WMcTouHMK(M) AaHHEDN ONA MMNopTa (Cckinka Ha ¢aiin B dopMaTe Excel unu TekcT © pasaenyTenamd TAB unM ;

1N 3anpoc B dopMaTe SOL oo CTPOKOA NOAKMKYEHWA MMM CobINKE Ha (alin Excel/Google B MHTepHETE) =
max pasmep Excel - 32768 cTpok 1 250 cTtonbuos V¥ PaclumpenHbii pesin = )(

Provider =Microsoft. ACE.OLEDE. 12.0;Data Source=[padwmkCecom];Extended Properties="Excel 12.0
¥ml;HDR =YES; IMEX =1"

SELECT * FROM [Cecoras]

Pucynok 23 — Mcrounuk nanubix - SQL-3ampoc k 6a3e qaHHbIX B popmare Excel

Jlnst mosmyyeHust 6a30BOM KOHCTPYKIIMH TIPpU npoektupoBanuu SQL-3ampoca
MOKHO UCIOJIb30BaTh KHOMKY [Ipumep SQL-3anpoca (no3. 5, puc. 21), nocie Haxa-
THS Ha KOTOPYIO TUTIOBas 3arotoBka SQL-3ampoca OyaeT mobaBieHa B 1MOJe C UCTOY-
HUKOM JaHHBIX.

Taxke B Ka4ecTBE MCTOYHHMKA JTAHHBIX MOJXKET OBITh HCIIOJIL30BaH, JIIOOO0M
BeO-3ampoc, Bo3BpamaroImid JToKyMeHT B ¢opmarte Excel. Hanpumep, Tabmuirsi
Google (puc. 24) uam cchlIku Ha BeoMocTu ¢ orieakamu Moodle (puc. 25).

MapameTpel MacTepa WabnoHoE X

MoaknoHEHe K ASHHBIM leIBDﬂ. ] OTnpaeka noqTel ] Cnosape ] SKCMopT MMNOPT HACTPOEK ] Pezeps ]

WMcTouHME (M) AaHHBX ANA MMNopTa (Cobinka Ha daiin B dopmaTe Excel unn TeKoT © pasnenyTenamid TAB 1M ;

MK 3aNpoc B gopMaTe SQL co CTPoKoi NoAKMMYEHMA MNW Cieinka Ha dain Excel/Google B MHTEpHETE) —
max pasmep Excel - 32768 crpok 1 250 cronbuos ¥ PaciumpeHHbIi pesin = x

htn:us:,"fducs.g-:u:ngle.cnmfspreadsheetsfdfesz.ﬁ.C?{-IVSEIOIBEI:ISTFrxSiDF TTELd9XkjRpButEiPrzguty 2WXBsaEiz 20
sP IUxPEY 75V 2ti15ehz /pubPoutput =xlsx

Pucynok 24 — Ccplika Ha Tabauiy Google
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Mapametpel mMacTepa WwWabnoHoE x

MoaknioYeHe K AaHHBIM ]BbIBDﬂ ] OTnpaeka NodTel ] CnoBape ] SKMopT fMMNODT HACTPOEK ] Pezeps ]

WMcTouHMk (M) AaHHBX ANA MMNopTa (Ccbinka Ha daiin B dopMaTe Excel MK TexkcT © pasaenyTenamid TAB 1nu ;
MnK zanpoc B dopMaTe SOL oo CTPOKOA NOAKAKYEHWA MAK CoeINka Ha $ain Excel/Google B MHTepHETE)

max pazmep Excel - 32768 crpok v 250 cronbuce [V PaclumpeHHsIi pexim = X

https: /fportal.edu-plus. rufgrade fexport/xls /dump, php?id= 102 &groupid &itemids =48 7% 2C 57 736 2Ca06%
2Ca07%2Co08%:2C009%2C610%:2C0 30%2C631%2C0 3256 2C6499 % 2C6 50 % 2Co40 %% 2C643 % 2C048 %%
20641320642 %:2C629% 2C 486 8export_lettersfexport_feedback=18updatedgradesonly =0&decdmalpaints =0
Bexport_onlyactive = 18usercustomfields = 18displaytype=18key =fdead 312757 15435c74292ec 1024

Pucynok 25 — Ccplika Ha BeIoMOCTh ¢ orieHkamu Moodle

]

=

Kuomnka

(mo3. 2, puc. 21) coy>kuT /Ui OTKpBITUA 0a3bl JaHHBIX B (popma-
Te EXcel, pacrionoxeHHOH Ha JTOKaTPHOM KOMITBIOTEPE WIIM B CETH OpPTraHU3aIHH.

Kromka 254 (mo3. 3, puc. 21) mo3BoIsSET OUUCTUTH CTPOKY C MOIAKIIOUCHUEM
K 0a3e JaHHBIX.

K
Knomnka M (mo3. 4, puc. 21) no3BOJISIET HACTPOUTH NIEPEUCHb KOH-

CTaHT — TUIIOBBIX BBIPAYKEHUI, HCIIOJIb3YEMBIX B IPOrPAMMHOM KOJI€ U1 YIPOIIECHUS
€ro MOHMMAaHUs ¥ HanucaHus (puc. 26).

Mapametpel MacTepa WabnoHoE >

MoaknoHeEHKE K ASHHBIM leIBDﬂ ] OTnpaeka NoYThl ] CnoBaps ] SKNopT fMMNODT HACTPOoEK ] Peseps ]

WMcrourmk(i) aaHHEN ana wmnopTa (oeinka Ha gain 6 dopmaTe Excel unm Tekcr ¢ pasaenuTenama TAB wmm ;
1N 3anpoc B dopMaTe SOL oo CTPOKOA NOAKMKYEHWA MMM CobINKE Ha (alin Excel/Google B MHTepHETE)

max pasmep Excel - 32768 cTpok 1 250 cTonbuoe W PaclumpeHHEIR pesim = x

[Baza] =D:\dokymeHTelBaskl AaHHBIKYS yOpaBneHue | [MoTouHuk]  xls

[McTounik] =[McTouHmMk 1]

[McTounuk 1] =Basa
[McTounk 2] =CriMcok
[WMeTouHuk3] =aTaceT

Pucynox 26 — [Ipumep oObSIBICHHS KOHCTAHT

B kadecTBe KOHCTAaHT OOBIYHO MOKHO OOBSBISATH CCBHUIKM HAa HCTOYHHUKH

JaHHBIX, B TOM 4YHUCJIC HA CCTCBbLIC U 00JaYHBIE M 3aTEM MCIOIb30BaTh CCHUIKM Ha HUX
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B penaktope Gopmys, TakuM oOpa3oM ymporias ux (HopMHUpPOBaHHE M AalbHEHIIEe
MCIIOJIb30BAHUE.

Taxke MOXHO HCIOJB30BaTh BO3MOXKHOCTH BIIOKEHHS (DailioB B ¢opmare
Excel HenocpeacTBeHHO B 007acTh HMCTOYHMKA [AHHBIX (C TIOMOIIBEO KHOIIKU

@ BnoXeHHbI Gaiin Excel ¢ AaHHbIMK |
). B TakoMm popmMare Bce TaHHBIE COXPAHSIOTCS BHYTPH JI0-

KyMeHTa 0e3 HeOOXOIMMOCTH UCIOJIb30BaHUSI BHEIIHUX MUCTOYHHKOB JaHHBIX. [lpu
oTkpeITUH (aitna Excel B Takom dopmare BO3MOXKHO peaKTUPOBAHHE COXPAHEHHOM
nHpopmaruu B ynoonom uatepdeiice (puc. 27). [Tocie pegaktupoBaHusi HEOOXO -
MO COXPAaHHUTh BHECEHHBIC U3MEHEHUSI, OTBETUB YTBEPIUTEIHLHO Ha BCE 3aMIPOCHI.

B nmapamertpe «HauanbHas ctpoka» (1103. 7, puc. 21) ycraHaBiaMBaeTcsl CTpoKa
Hayvaja 3arpy3Kd M3 MCTOYHUKA JaHHBIX. [lo ymMomyaHuio mpuHHUMaeTcsi — BTOpas
CTpOKa (B MEPBOI COXpaHAIOTCS Ha3BaHUs noeil). Takxke MOXHO, IPU HEOOXOAUMO-
CTH, YKa3aTh KOHEUYHYIO CTPOKY 3arpy3ku AaHHbIX B nmapamerpe «KoHeuHas cTtpoka»
(mo3. 9-10, puc. 21). OTo cnexyer nenaTh, €CIU MO KaKOH-TNO0 MpudnHE Tpedyemas
KOHEYHAasl CTPOKa 3arpy3KH JaHHBIX HE JIOJKHA COBNAAATh C (DAKTUUECKU MUMEIOLIEi-
Csl IOCJIEIHEN CTPOKOW B HCTOYHMKE JAHHBIX.

B mapamerpe «HawanbHblii ctomOery (mo3. 8, puc. 21) ycTaHaBIMBaeTCs
HayaIbHBIN cTOJOEI 3arpy3ku AJaHHbIX. [10 yMOIUaHUIO MPUHUMAETCS — MEPBBINA CTOJI-

oerL.
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Accucrtent
MoAKNIOYEHWE K A3HHEIM I BoiBOA l OTnpaBKa NoYThI I CrnoBapb I SKCNOPT/MMNOPT HACTpoeK I Peseps I
WMCTOYHUK(W) OaHHBIX ANA MMNopTa (CChiNka Ha hain B dopmaTe Excel unu TeKCT C pasfgenuTensMi TAB
WK ; UNK 3anpoc B dopmate SQL o CTPOKOM NOAKMIOYEHUS WK CCbINKa Ha dain Excel B UHTepHeTe®
max pasmep Excel - 32768 cTpok 1 250 cTonbuos [* PacwmperHbiil pexim = |
DaMANKS ;MM ;0 THeCTBO; [LOMKHOCTb
Cumak; Poman; Cepreesuy; JoueHT
NeTpoB; WBaH; KOpbeswy; Npodeccop
(] = [NaHHble - Excel TE - O X
TMABHASA BCTABKA PASMETKA CTPAHWULLEBI OOPMY I [AHHI »
AD ﬁ = % [;‘E,chosﬂoe bopmaTUpoBaHMe ~ l‘;‘;l
# DOpMAaTUPOBATL Kak Tabauuy ~ .
Bybep Lpudt BblpaBHHBaHHe Yucno 7 Aueri ¥ @ BrioxeHHbIiA daim Excel C AaHHbIMK I
oBMmena~ - DCTVUIM Aueek ™ -
Crnn | BECANATHbIA KOMIOHEHT
v eyHas CTpOKa (He 0B6A3aTenbHO) I:I::I
A2 s ‘f.r Camak v .
EpETCS NepBblii [ Taitmunr uhdbo
A B C D E F G - ?

Damuny ~ | Mma | ~ | OtuecTtsg ~ | JonkHoc] ©

H MCNONB3YETCA HOMED | |

2 |CMM3K |POM3H CepreeBwy  [oueHT

3 NeTpos MeaH HOpbeeny [podeccop
4
5
6
7
8
AaHHble @ 4

B E M -——

FOTOBO

oTobpaiaeTcs | |

XpaHeHWeM CTPYKTYpbl Tabnuy

DNB3YETCH ANA KOHTPONA 3arpy3ki JaHHLIX, B
biX JOKYMEHTOB HE PEKOMEHOYETCH

£Te (ans yckopeHus obpaboTKM AOKYMEHTOB)

MeHa | p.. - ’

100%

Pucynok 27 — OtkpeiTre daiina EXcel Ha ocHOBE TaHHBIX, COXpaHESHHBIX

B IT10JIC UICTOYHHWKA JaHHBIX

[Tapamerp «Taitmunr undo» (mo3. 11, puc.

21) mo3BosieT 0TOOPa3UTh BpeMs

3arpy3Ky Ka)JIOH 3alMCu B BHJIC BCILIBIBAIOIIETO cOOO0IIeHus (puc. 28).

Microsoft Word

o Bpema 3arpyskn jaHHe - 11 cex

Pucynok 28 — Madopmariys o0 BpeMeHH 3arpy3Ku TaHHBIX B JOKYMEHT
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Ecnu B uCTOYHMKE JaHHBIX €CTh HECKOJIBKO JIMCTOB C JAaHHBIMHU, TO MOXHO
yKa3aTh KOHKPETHOC Ha3BaHME JINCTA B COOTBETCTBYMOMIEM mosie (mo3. 12, puc. 21),
Hanpumep baza. Takke BO3MOXKHA OJTHOBPEMEHHAs 3arpy3Ka JaHHBIX C HECKOJIbKUX
JIUCTOB, MPU ATOM UX CTPYKTypa JOJDKHA OBITh OJMHAKOBOM, a Ha3BaHMs ToJiel Oe-
pyTcs U3 MEpBOro JucTa B cnucke. Hampumep, Takoil MOKeT OBITh CTPOKA MOAKIIIO-
YEHUS K TOMECAYHBIM Ta0aulaM ¢ JaHHbIMU: AHeaps, Pespans, Mapm, Anpens.

Cchulkd Ha TOJISL C JaHHBIMH B (opMyJsiax MacTepa mabilOHOB MOKHO HC-
M0JIb30BaTh CIENyIONUX GopMarax:

— [X], roe X — HOMep cToJIONa ¢ JaHHBIMUA B HCTOYHHKE
— [Mwms], ¢ yka3aHueM KOHKPETHOTO Ha3BaHHS MOJIS (CTONIONA) C TaHHBIMH.

Kak mpaBusio, B nepBoii CTpoke COXpaHstoTcs uMeHa noseid. Ecnu Heo6xonu-
MO HCIIOJIb30BaTh JPYTYIO CTPOKY B Ka4eCTBE HCTOUHWKA HA3BaHUS MOJIEH, TO HE00X0-
MO YCTaHOBUTH 3HaUEHHE MapaMeTpa B mo3. 13, Ha puc. 21. Hampumep: 2 nwu 3.

Jl5is orpaHrueHus IEpEevHs CTOJIOIOB JIJIsl BRIBOJA B CITUCKE MEpexoja K 3arm-
CH CIIYKUT napametp B 1o3. 14, Ha puc. 21. Ilo ymomgaHuto BEIBOJSATCS BCE JaHHbIE U3

ucTouHKKa. Takke BMECTO HOMEPOB CTOJIOIIOB MOYKHO yKa3aTh X Ha3BaHus (puc. 29).

WMMEHa MMCTOB ANA MMNOPTa Yepes 3anATYD (Mo yMonyaHmo BepeTos NepseIA aMcT) [ TaitmiHr uhido

Muct 1, Mact2

HoMep CTPOKM € HAZEaHMAMKM CTONBUOE ASHHEIX (MO MONYEHMKD MCNONE3YETCA HOMED CTONALE)
Homepa/fHassaHua cronbuoe anA oTobpame CrvMcke (Mo YMon4aHuD oToDPEKaeTCA BCe) - YEPES SanATYHD

DO, NaTa poxaeHHa

] Mpu noaroToBke NoKyMEHTE YAANATE BPEMEHHEIE MONA C COXPAHEHWEM CTPYKTYPE! TaBnML

Pucynok 29 — Ilosie 115t BBo1a Ha3BaHUS CTOJIOIOB C TAHHBIMH,

O0TOOpa’kaeMbIX B CIIMCKE 3arpy3KH 3amuceit

[Tapametp «IIpu MOATOTOBKE MOKYMEHTa YJAISITh BpPEMEHHBIC MO ...»
(mo3. 15, puc. 21) npeanaznadex ais ygaineHus nosiei ¢ terom /TEMP Baytpu. Ta-
KH€ TIOJIS CITY KaT WHANKATOPOM OKOHYAHUS 3arpy3KH JaHHBIX B TaOJIHIIE.

[TapameTp «Pa3nenbHOoe OOHOBJICHHE IMOJICH MaHHBIX ...» (1mo3. 16, puc. 21)
MO3BOJISIET TIOCIIEIOBATEIBHO OTOOPAXKATh JAHHBIE B TIOJISAX TI0 MEPE MX 3arpy3KH.

[Tapamerp «lIporyckars 3arpy3Ky IOJE€HW, HAXOIAIUMXCSA B CKPBITOM TEKCTE»
(mo3. 17, puc. 21) no3BoiseT yCKOPUTH 3arpy3Ky AaHHBIX B JOKYMEHT B CIIy4ae HaTMUMsI
MOJIEM B CKPBITOM TEKCTE (MCKITFOUAIOTCS 3aTpaThl BpEMEHHU Ha 00pabOTKY TaKUX IOJeH).
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2.2 Dopmuposanue OOKYMeHmMo8

Hactpoiiku dopMupoBaHus TOKYMEHTOB PACIOJIOKEHBI Ha BKIanke «JloKy-

MEHTEI» B (hopMe mapaMmeTpoB Mactepa madinoHoB (puc. 30).

MapameTpel MacTepa WabnoHoE

[MoAKMOHEHNE K A3HHEM | J | OTnpaeka nouTel ] Cnosape ] SKCNopT fMMNOPT HACTPOeK ] Pesepe ]

Pemim neyaTti maﬁncma% Mo oaHoMy BEIEOAMTE NPOMEXKYTOYHEIE YEEAOMNEHMA
& CoxpaHaTe 6 POI CoxpaHAaTe & doprate Weard (doc i docx)

e) ST TR e &) DOPMMPOBATE OAMH dain (MMeHa Noneil B HItKe
npeucﬁemon wabnoHe MrHopUPYKOTCA)

W MEYaTaT i,

LUafnoH MMeHw diaitng (MokeT m

BHIMOYETE HFHMMEHE NONen#)

ECnmi He yKa3aH, To reHepu-
DYETCA BPEMEHHBIN &N

MyTe ANA COXPEHEHWA @

13
OTKPEITE NOCNE rEHepaumw OUMLETE NEMKY NEPEA 3aMWCHKD PESYNETETOE

Hacrpoiika neuaTh u2 cnucka (ropauas kwnaenwa Shift+Enter)

M2 cTpaHuL AnA NEYaTH @

Kon ctp no EEDTMKBHL@:I FODM3OHTBJ‘IV@:1

AEYXCTOPOHHSAR NeYaTs

\/I'IDMMEHMTI:- | OTMeHa ‘

Pucynok 30 — Hactpoiiku popmMupoBaHusi JOKyMEHTOB

B IIapameTpax Macrepa 1adjIoHOB

st dopMupoBaHUS TOKYMEHTOB HEOOXOIMMO aKTHMBUPOBATH IEPEKIIIOYA-
tenb «Pexxum medatu madiona» (mo3. 1, puc. 30). Ilocme 3TOTO CTaHYT MOCTYITHBI
BCE HACTPOWMKH TeHEpaIluy JOKYMEHTOB.

Onuust «Ilo omHoMy» (1103. 2, puc. 30) MO3BOJISIET OTPaHUUUTHCS (POPMUPO-
BaHHUEM TOJIBKO OJTHOTO TEKYIIETO JOKYMEHTa, BMECTO TeHepaIluy IOTOKA.

B mporecce reHepanuu JOKYMEHTOB MOJKHO BBIBOJUTH IMPOMEXYTOUHBIE
YBEJIOMJICHHsSI O 3aTpaTax BPEMEHH Ha MX (OPMHUPOBAHUE, ISl ATOTO CIIYKHUT COOT-
BeTcTBYtoMmIas omius (1o3. 3, puc. 30).
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CdopmupoBaHHBII TOKYMEHT BO3MOXKHO COXpPaHATh B JBYyX (QopMarax:
PDF/DOCX(DOC) (mo3. 4-5, puc. 30), a Takke 3aluchiBaTh B OTJAEIbHBIC (haiiibl
(mo3. 6, puc. 30) wim hopMupoBath eauHbIi (aiin (mo3. 7, puc. 30).

Takxe OAHOBPEMEHHO C COXpaHEHHEM OKYMEHTa, MOYKHO MTPOU3BOJIUTH €TO
nevath (1mo3. 8, puc. 30) kak mocieaoBarenbHOr0 Habopa cTpanull (mmo3. 9, puc. 30),
TaK U B BHJIE TpeOyeMol mociieoBateibHocTy crpanuil (mo3. 10, puc. 30).

JIist TeHepUpyEMBIX TOKYMEHTOB B Cly4ae HEOOXOJAMMOCTH MX COXpaHEHUS
HEOOXOMMO cO37aTh MAaOIOH UMEeHH (paiiya, B KOTOPBIA MOTYT BKJIIOUAThCS WMEHA
noJieii, 0OpaMJICHHBIE CHMBOJIOM #.

Hanpuwmep: Juniom_ I #OUO# #/]lama evioauutt #Homep#

B ciyuae, eciiu uMs He yka3zaHo, TO TeHepupyeTcs dhaiiia BO BpeMEHHOM Marke.

[TyTh a7 coXpaHEHHUS TEHEPUPYEMBIX TOKYMEHTOB 3a/1aeTCS B aOCOTIOTHOM
WM OTHOCHUTEILHOM (hopmaTe, 10 aHAJOTHH ¢ IMyTEM MOIKIIOUYCHHUS UCTOYHUKA JaH-
HbIX. Hanpumep, nis coxpaHeHHs] JOKYMEHTOB B OJIHOHM IMalKe ¢ MCXOIHBIM JOKY-
MEHTOM B MOJNAaNKe /{uniomsl MOXKHO HCIIOJB30BATh CIEAYIONIYI0 KOHCTPYKIIHIO:
\unnomet.

[Tocne reHepaluu Manky MOKHO NMPUHYIUTEIBHO OTKpBIBaTh (1o3. 13, puc.
30), a Takke OYMIIATH €€ Tepe 3amuchio pe3yabTaToB (1o3. 14, puc. 30). [Ipumep

reHEpaINK MOTOKA JOKYMEHTOB IMOKa3aH Ha puc. 31.

@ Aunaoe_[MN_Anumbaesa botaros Waigynoena_02.12.2022_6-22-11r1

@ Adunnow_MN_Bannoea Mpwha BanentwHoena_26.12.2022_11-22-11N

@ Aunnow_[MN_Konuwnckan Ceetnana Anebeproena_02.12.2022_8-22-M1
@ Aunace_[TN_Muremynnna Taxwp Apcwnoeny_01.08.2022

@ Adunnom_NMN_Hewaesa Beponuka Anatoneesna_02.12.2022_5-22-T1M1

@ Aunacw_MTN_Hukwwwnna Ekatepuna Anexcangpoena_15.10.2022_2-22-T1M1

Pucynox 31 — I[Ipumep aBTOMaTU3MPOBAHHOTO (HOPMUPOBAHMS IOTOKA JJOKYMEHTOB

[Tpu meyat JOKyMEHTA IMOCIIE TeHEpaluyd Wik u3 chucka (mo3. 3, puc. 19)
MO>KHO 3a/1aTh MPOU3BOJIBHYIO MOCJENI0BATeIbHOCTh CTPAaHUILl (HampuMep, ISl pac-
nevyaTbIBaHUs JOTOBOPOB Ha JBYX CTPAHUIIAX C OOOUX CTOPOH JKCTA) C MOMOUIBIO

omuuii (1103. 16-18, puc. 30).
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2.3 Omnpaexa noumsi

[Ipu renepamuu MTOKYMEHTOB BO3MOXKHA MX aBTOMAaTHYEeCKas OTIpaBKa Ha
MIPOU3BOJIHHBIC aJIpeca ICKTPOHHON MOUYTHI BMECTE C COMPOBOAUTEIHHBIM MTHUCHMOM,
c(hOpMHUPOBAHHBIM TI0JT KOHKPETHOTO TMOIyYaTesl, I 3TOT0 CIYKHT BKiaaka «Ot-
paBKa mo4TeD (puc. 32).

Onmust «OTnpaBiATh COOOMICHUS IO SJEKTPOHHOW mourte ...» (mo3. 1,
puc. 32) MO3BOJSET AKTUBUPOBATH (YHKIUIO OTHPABKUA JJIEKTPOHHON MMOYTHI H
HAaCTPOUTH €€ MapaMeTPhI:

— SMTP-ceprep otmpaBurens (1103. 2, puc. 32), Hanpumep: Smtp.mail.ru
— TIOPT OTIMPaBKH MOYTHI (1103. 3, puc. 32), Hanmpumep: 25 winm 2525

— JIOTHH (aJpec MmouThl, 1o3. 4, puc. 32), Hanpumep: ronad@mail.ru

— MapoJib K MOYTOBOMY SAMIMKY (103. 5, puc. 32)

Tema cooOmieHus: MOXKET BKIIIOYATh JIAHHBIE U3 MOJEH JOKyMEHTa, 0OpaM-
neHHble cuMmBosIoM #. Hanpumep: Ilpuenawenue na asmopckuu xypc #Haseanue xyp-
ca#. VIMsi OTOpaBUTENS TAKKE MOXKET BKJIOYATH JAHHBIE M3 MOJIENM AJOKyMeHTa. [[s
OTOOpaKEHHUS JIOTa MPOIEcca, CO CTaTycaMy OTIPAaBKU Ha ajpeca JICKTPOHHOM T0-

YTBI, HCIIOJIB3YETCS COOTBETCTBYIOIIAs ONIus (1103. 8, puc. 32).

MapameTpel MacTepa wabnoHos

MoAKNDYEHME K ASHHBIM ] NokymeHTel  OTNPEEKE NOYTEI ]Cnosapb ] SKMopT MMNOPT HACTPOEK ] Pezeps ]

1 ) ) |
OTNpaEnsTE CooBIERIA MO 3NEKTPOHHOIA NouTe (Jepes none 2Email=). MoryT nononssosaTeca gk | |

#WMEHE Noneii# B TeME, MMEHW OTNPSBMTENA, 3Apece Konuu M wabnoHe coobilequa 15 16

SMTP cepsep OTNPaBMTEN: MopT

NoruH (aapec noygs) Mapo.
TeMa cooblueHm
MA OTMpEBMTE |& OTobpasiTe OKHO C NOTOM MPOLECCa OTNPABKK

OTnpasuTs Koo cooblueHns Ha aapec(a), Heckonbko aapecos pasnemsanmbmm:
L

b30B& YUARHYIO 3AAEHKY MPW OTMPEBKE HECKONEKMX cooBULEHI
2 n@lﬂ CEKYHA
o | =
QLUEEJ‘IOH cooBLWeHUA 3NEKTPOHHOI NouTkl (TexcT fHTML) d Vcnonesosate smipsender m | “t

B wabnoHe coobuyeHMa MOXHO MCNONB30BATE CCLIMKK HE KOHCTaHTE Hanpumep [MapameTp] v nona #one#

‘/I'IDMMEHMTb | OTmeHa ‘

Pucynok 32 — I[TapameTpbl OTIIPaBKU MOYTHI
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Taxxe MOXXHO OTHPABIATH KOMKUU COOOLICHUHM Ha OMPE/IECIICHHbIE aJpeca IS
KoHTpouis (1103. 9, puc. 32). [y 11eneil TeCTUPOBaHUSI KOPPEKTHOCTH OTIPABKH, pe-
KOMEH/IYETCSl Ha HadaJIbHBIX ATAlax HUCIOJIb30BaTh OTIPABKY HA COOCTBEHHBIE aJpe-
ca (mo3. 10, puc. 32). I cHIKEHUS BEPOSTHOCTH OJIOKMPOBAHUS MACCOBBIX PACChI-
JIOK MO>KHO HCIIOJIh30BaTh CIyUalHYIO 33/ICPXKKY TIepeT OTIPaBKON cooOIeHuH (T103.
11-13, puc. 32).

Coo0rmieHne 31eKTpOHHOU mouThl (1mo3. 14, puc. 32) BO3MOXKHO COXPaHSThH
KaK B MpocToM TekcToBoM (popmate, Tak 1 HTML. Coobiienne 6yner aBromaTuye-
cku pacno3Hano, kak HTML mpu Hamuumu TeroB. Taxke MOKHO KOTUPOBATh IMapa-
METPbl OTHpPaBKUA MOUYTHl (103. 15, puc. 32) /is BCTaBKH B JAPYTHE JOKYMEHTHI
(mo3. 16, puc. 32).

[Tpumep oTmpaBKu COOOIIEHUS C BIOKEHHBIM JTOKYMEHTOM U MEPCOHATH3H-

POBAHHBIM TEKCTOM TOKa3aH Ha puc. 33.

> | = HenpountanHeie f} 3eEsgouKa 58 CardBook @ MeTkn @J BnoxeHua PuneTpoBaTE 3TH cooBuyeHna < Ctrl+ Shift+ K=
\
a0 @ g Tema OTnpasuTenn [ara N
p

o ] JokymeHTel AnA 0QOpMIEHNA H.., Cumak Poman Cepreesny 9:53

YacTe 3aKkaza nepedaHa Kypeepy .. Ozon 9:27

(o] Jocraeka yactm sawasa 042161... Ozon 8:28
Ot mail@edu-plus.ru @ % Oteetuts || @ [Mepecnats @Apxnsmposan: @) Cnam || @ Yaanute | Bonblue Vv

Kowmy Cumak Poman Cepreesuy ()

Tema [Jloky ana oop Ha o6y (Mncrpy y y i (36 4))

3uHanga WropeeHa, 3gpascTeyiTe!
Otnpasnaem Bam forymMeHTbl Ana odopmneHna Ha obyderune no nporpamme MHCTPYMEHTbI Hay4HbIX KOMMYHMKaLWiA (36 u).

MpoBepbTe WX NOMXaNyicTa, eCNM BCe B NOPALKe, NOANUILKMTE (B MecTax, BblAeNeHHbIX FTaN04YKO|) M OTNpaBbTe Ha3al, B OTBETHOM NMUCbME.
MNopnucaTe MOXHO Yepes oHNalH-cepBuc (rpadmMyeckoi MOANKUCBIO) MK OT PYKH.

C yameHuem,
Cumak Poman Cepreesmy

YuebHbiid ueHTp Lindposuaaumsa MNntoc
https://edu-plus.ru, mail@edu-plus.ru, +79831150081

v ﬁ]J 1 enoxenne: info. 441 Kb & Coxpanut

B info.pdf 441KB
’

Pucynoxk 33 — [Ipumep cooOuieHus: Ha 3JIEKTPOHHYIO TTOUTY

110 pe3yjibTaTaM Ireicpanm JOKYMCHTOB
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2.4 HUcnonvzosanue crosaps

CnoBaps (puc. 34) CIy»XUT JJIsl COXPAHEHUSI W TOCIICIYIOMIEr0 UCTIOb30BaAHUS
HECTaHIAPTHBIX CKIIOHEHHH CJIOB T10 TaieKaM (MCKITIOYCHUIT), Harpumep, (haMuini.

CroBapb MOXKET MOAKIIOUATHCS U3 BHEIIHETO (aiiyia, TeKyIero J0KyMeHTa U
BCEX IOKYMEHTOB (M3 eIMHOrO 11adsoHa). Pexxum BHelHero ¢aiina meinecooopas3eH B
CJIyyae MCIOJIb30BaHUSI ACCHUCTEHTA B JIOKAJIBHOM CETH OpraHU3alliu, KOT/la MOKHO
co3aaTh (haii co CIOBapeM Ha OTACIIBHOM CEpBEpE U MOAKIIOYATHCS K HEMY TI0 MEpe
HE0OX0UMOCTU. B pexxume coxpaHeHUs B TEKyIEM JOKYMEHTE CJIOBaph OyIeT J0-
CTYIIEH TOJIBKO TpU paboTe ¢ TEKYIIUM JOKYMEHTOB. B pexume Bcex TOKYMEHTOB
CJIOBaph OyJeT AOCTYIIECH JIJIsl BCEX JOKYMEHTOB TEKYIIETO TOJIh30BATENS HA JAHHOM
KOMITBIOTEPE.

Mapamerpel MacTepa wabnoHos X

l SKMopT MMNOPT HACTPOEK ] Pezeps ]

CNoBapb MCKMKDYEHWA MONone3YeTCA B gyHEWwa CKNOHEHWE_®IM0 1 npegHasHaYeH Ana coXpaHeEHHA
HECTAHAAPTHEIX CKNOHEHWIA CNOB NO NaAeWaM (MCKHYeHMA)

MapaMeTpel NOAKNDYEHMA CNOESPA

O CnoBapk BO BHEWHEM daine () o CnoBapb TEKYLWErD AOKYMEHTA O] CnoBape BOEX AOKYMEHTOB

=|

Hit#e NpeacTaENeHo COAEMMMMOE CNOBAPA B CNEAYHIOWEM QOpMaTE!
CroBo B MMEHMTEMNEHOM Nageke, POAWTENEHEIN, AETENEHEIA, BMHMTENEHEIN, TEOPHTENEHEIR NaLEHH

anA 0obaENEHMA MCKNHDYEHWA COSAAATE JONONHUTENBHYHD CTROKY TEKCTA B YKA3EHHOM QOPMaTE, CNOEapL
COPTUPYETCA SETOMATHYECKM NOCNE COXPEHEHMA

BopoHa-CnuBuHoKan, BopoHb-CnuenHckoi, BopoHe -C nMBMHOKOA, BopoHy-CnMBMHCK yHD, BopoHoA-C NMBMHCKOIA

Tecna, Tecna, TecnAa, Tecna, Tecna \

Pucynox 34 — Hactpoiiku crioBaps

CnoBapb mpeacTaBisieT co00H MOCIe0BATEILHOCTh CTPOK CO CKIOHEHUSIMU
cinoB B (opmare (5 magexeit): UMeHUTENbHBIN Tafek, POAUTEIbHBIN, daTEIbHBIMH,
BUHUTEJIbHBIN, TBOPUTEIIbHBIN MAJEHKH.

[Tpumep 3anosHeHUs coBapsi MpeCTaBeH Ha puc. 34.
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2.5 Oxcnopmlumnopm nacmpoex

Jlnst oOsieryeHusl HACTPOMKU PA3IMYHBIX JOKYMEHTOB B MacTepe IIa0JIOHOB
MPEIYCMOTPEHA OIIKS SKCIOPTA/UMITIOpPTa HAacTpoek mapameTpoB (puc. 35). Ilpwm
dKCTIOPTE HAcTpoek (1mo3. 1, puc. 35) HE0OXOAMMO COXpPAaHUTh TEKYIUE W3MCHCHHUS.
Hactpoiiku coxpaHsroTCs B IPOCTOM TEKCTOBBIN (haits (¢ pacmupenueM tXt) B ogHy
nanky ¢ JOKyMeHTOM 1oJ] ero uMeHneM. [Ipumep cozganus ¢aiina ¢ HacCTpoHKamu 1o-
Ka3aH Ha puc. 36.

HIMmiopT pou3BOAUTCA B TEKYIIUI JOKYMEHT M3 TEKCTOBOroO (haiiia c 3ame-
HOM CYIIECTBYIOINX HAcTpoek (1o3. 2, puc. 35). Takke CymecTByeT BO3MOXHOCTh
OYUCTKM HACTPOEK peAakTopa moniei (mo3. 2, puc. 35), omucaHue KOTOPOTO MPE-
cTaBlieHO Aanee. JlaHHoe AeicTBUE 11e71ecO00pa3HO BBHIMOJIHATH B CIIydae MOSIBJICHUS
cboeB B paboTe mMacTepa MabJIOHOB, HAIIPUMEDP, CBSI3aHHBIX C MOBPEKICHUEM BHYT-

PEHHEN CTPYKTYpbI JOKYMEHTA.

Moarno<eHe K AaHHbIM ] NokyMeHTEI ] OTnpaeka NnoYThbl ] Cnosapb 3KU10DTJ’WNHDDT£DDEK ]PE3E|:IB ]

55 ICMODT HACTPOEK MACTEPa WaBNCHOE | [nA nepeHoca HACTPOEK B APYTOM AOKYMEHT:
MMTE KHOMKY SKCNOPT M YKEHMTE MyTh COXPaHEHKA
o 2) OITE AOKYMEHT, KYAS HEOOXOAMMO MMNOPTHPOEETE
(= MMMopT HacTpoex MacTepa wafinoHos ‘ 3) HaskmuTe KHOMKY MMNODT ANA 38rpyski HacTpoek

e % OuMCTUTE HACTPOiiH penaKTopa noneit ‘ <~ WCMONB3YETCA ANA OYKMCTKM COOEPMMMOrD BCeX Nonei
i MacTepa WwabnoHos (NonA OcTakToR No DaKTY MX BMOMMOCTH)

Microsoft Word

Ans 3KCNopTa HACTPO ek HEOBXOAMMO COXPAHWNTDL TEKYLNE
W3MEHEHKA, MPOADNKUTE IKCNOPT M COXPAHKWTE HACTPORKKT

v HpMMEHMTbl OTmena |

Pucynok 35 — OxHO ¢ mapaMeTpamMu 3KCIIOPTa/UMIIOPTa HACTPOEK
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e

Mran [Jata namenenna Tun Pazmep

@ Baza 08.04.2023 19:37 Muer Microsoft Excel 10 KB
B@ HTO_ 300 _2 3tan (noane)  12.04.2023 1522 Aowymedt Microsoft Word f50 Kb
=| HTO_340 2 stan (nonHend)  12.04.2023 15:42 TeKcToBBIA AOKYMEHT 4 Kb

Pucynok 36 — daiin ¢ HacTpoiikamMu

2.6 Cucmema pezepsuposanus

B mactep mabmoHOB 3a0KE€HBI HMHCTPYMEHTHI PE3EPBUPOBAHUS JOKYMEHTA
Ha Ciy4yall HempeIHaMEpPEHHOTO €ro MOBpeXieHus. Tak Kak MpoIecC HACTPONKU
MOKET OBITh BECbMa TPYJIOEMKUM (TIOJIKJIFOUEHHE MUCTOYHMKA JIAHHBIX, pa3MeTKa To-
JIeH, mponuckIiBanue GopMyI1 JUTsl 3arpy3Kd JaHHBIX, B ToM yucie SQL-3ampocos), To
B cllydae CiIy4yailHOro yJasieHus: nH(opmammu, Tpy103aTpaTel Ha €€ BOCCTAHOBJICHHE
MOTYT OKa3aTbCsl CYIIECTBEHHBIMH. [103TOMY B MacTep 1I1a0JI0HOB OBLIM BCTPOCHBI
WHCTPYMEHTHI TI0 BHYTPEHHEMY PE3epBHPOBAHUIO JOKyMeHTa. [Ipudem pesepBupo-
BaHHE OCYIIECTBIIACTCS HE B BUJE OTIACIBHOTO (pailyia Ha )KECTKOM JIUCKE (UTO TOXKE
BO3MOXHO, HO YK€ CpEJCTBAMU TOJB30BaTENsl, 9TO BHEIIIHEE PE3epPBUPOBAHUE), a
BHYTpPb CAMOT'0 TOKyMEHTa B 00JIaCTh CBOMCTB.

JlaHHBIN TOIXOJT MO3BOJSIET 00€30MaCUTh JOKYMEHT OT CIyYalHbBIX U3MEHE-
HUW ¥ BCET/Ia UMETh O] PYKOU PE3epPBHYIO KOIHIO, BIIOKCHHYIO B CaM JOKYMEHT H
OTKPBIBAEMYIO TI0 Mepe HEOOXOIUMOCTH.

Opnako 11 00bEMHBIX JOKYMEHTOB, pazmepoM bosee 500 ko, He peKOMEHIyeT-
Csl UCTIOJI30BaTh JIAHHYIO TEXHOJIOTHIO B BUY BO3MOKHBIX 3HAUUTENBHBIX 33ICPKEK B
pabote mactepa madJI0HOB. B maHHOM citydae 11e11ecoo0pa3HO MCIOIb30BaTh BHEITHEE
pe3epBUpOBaHKE (HAIIPUMEP, PYUYHOE KOMUPOBAHUE WIIM aBTOMATUYECKOE KOTMPOBAHUE
TI0JTb30BAaTEIIEM, HCIIOJIh30BAHUE BCTPOCHHBIX B OMEPAMOHHYIO CUCTEMY HJIM OOJIAYHBIX

CEPBHUCOB TI0 BOCCTAHOBJICHHUIO (DaiiyioB n3 )xypHaiia Bepcuii, Turia OneDrive).

MapameTpel MacTepa WwaknoHoe \ x

MoAKAKDYEHHE K AGHHEIM ] JoKYMEHTEI ] OTNpaEka NoqTel ] Cnosape | 3kcnopT fMMiopT HacTpoek. ;|

COXPEHWTE PE3EPEHYID Komuio (B AokymenT) | AaTa nocnegHero coxXpaHeHd

PezepBHaA KOMWA COXPEHAETCA B CAM AOKYMEHT M MOMET BBITh
ﬁfﬂmpbwb PEIEPEHYHD KOMMKD AOKYMEHTE OTKPLITE B CNyYae NpobneM C 0CHOBHEIM OOKYMEHTOM,

He perxoMeHOYETCA COZO3BaTE pe3eps AnA daina obtemom

YOANUTE DESEPEHYHD KOMMKD M3 AOKYMEHTS
x - PE3EPEHY o fonee 500 kB, T.k. BpEMA paboTEl MOXET BbIThE SHAYMTENLHD

Pucynox 37 — ®opma ¢ HHCTpyMEHTaMU PE3ePBUPOBAHUS JOKYMEHTA

2.7 Peoaxmop nozeii
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[Tocne HACTpONKK MOAKIIOUEHUS K JAHHBIM CJIEIYIONIMM 3TallOM B aBTOMa-
TU3AIUN TeHEepAIuN TOKYMEHTOB SIBIISIETCS HACTPOWMKA TOJIEH ¢ JaHHBIMU U3 UCTOY-
HUKa. J[J1st 3TOr0 CIyKUT pefakTop mosei 1mabnoHa (puc. 38), BbI3bIBaeMbIN 4yepes
KHOIIKY Penakrop (1m03. 2) B rpymime Mactep ma6ionoB (puc. 19).

CylecTBYIOT ClielIMaIbHBIE OMIUU MPU 3arpy3Ke pelakTopa noJiel 1madioHa.
[Ipn Haxxatun xkHonku SHIFT u ogHOBpeMEHHOM Ienyke Ha KHOke PenakTop Ha
JeHTe ACCUCTEHTa — BCE IOJISl 3aMEHSIOTCSl Ha MPOOeNbHBINA 010K (13 15 mpobemnos),

CTRL - 6710k moguepkuBanus (u3 15 010k0B moguepkuBanus), ALT - mycToii 0J10K.

PepakTop noneit wabnoxa

Y nEDENETDbI BblAeneHHoro Nona e
x| # | Wnanona [V ABTOMATHUECKM COXPEHATE MSMEHEHWS MK 3EKPBITHA =

[V Pesum BcTaBKM B AOKYMEHT (CHATO - pestim npo@ e
®opMyna 0 | % Crwmcow noneit @;ﬂl‘lpmenmposam@! BCTaBWTh 3anpoc us Access |

o)

@ 3arpyaTh 3HaHEHWE MONA 0AHOKPETHO MPK 3aMNYCKE FeHEPaLMA A0KYMEHTOE (AnA yokopeHua pabioTsl)

TP NYCTOM SHAYEHIN CKPLITE 363aLL MMM BOO COOTEETCTEYIOLLYHD CTPOKY TABAHLE {(4Epes CKpbITH TercLLY 19
Bcraeka dyHKI =~

r PaccunTeIBaTE dyHKWAM Excel, BnomeHHLIE B SpryMeHTEl AaHHBIX GyHKLMEA (3aMeanseT paboTy),
MPK STOM EPryMEHTE! GYHKLMIA MACTEPE WABNOHOE AOMDRHEI OTAENATECH CHMBONEMM ;;

MprMedaHme:

1) B dopmyne ykasbiBaeToA HoMep cTonbua ¢ AaHHeMM i dopmyna (B dopmate Excel). Hanpumep: =[5] umm
=Ecnu([2Z] ="M"; "YBamaemsii™; "Yeanaeran). Homepa cTonbuos npeobpasyloToa B CTPOKOBLIA THN, [NA COEAMHEHWA CTPOK
Warone3yiTe cmeon & BuecTo Homepos cronfuos [1] MOXHO MCNONBE30BATE WX MMEHE B ONPEAENEHHOIH CTPOKE, HaMpUMEp
[®WO]. NapaMeTpe! GYHKLMIA, YKa3aHHEIE B KBAAPATHLIX ckobkax [], ABnaToA He obasaTensHEIMA

2) B K34ECTEE PaZAENMTENA 3PTYMEHTOE BYHKLIA MOMYT MCNONBEI0BATECA CUMEONE! ; (TOUKE C 38NAToM) ;; (1B TOUKM C
3anAToi) (A3 ABOETOHMA) - MCNONL3YETCA ANA hopMyN MAcTepa WabnoHos ANA oTaeneHua oT dopmyn Excel

3) ©yHKLM MacTepa wabnoHos Henb38 AENATL BNOKEHHEIMW APYT B APYra (33 uontoueHmren dyHKLA Excel)

4) Ecnu BaM Hy#HO COCNATLCA Ha cTonbew ¢ JATOW, To AnA coxpaHeHUa HOpPMaTa AYelikk CNeayeT WCNonL30BaTh
coeinky Buaa: =([1]). MoxHO MCNONE30BETE CCLINKK Ha NONA MacTepa WabnoHos B euae: #one#

5) BOSMOMHO MOIONb30BAHWE OTKPBIBAIOWMXCA W 33KPLIBAMOWWKCA TEMOB ANA HoPMaTUPOBAHWA PESYNETATOE 3anpoca:

<b> - HMPHOCTE, <i= - HAKNOH, <U> - NOAYEPKMBEH h= - cKpeITHE TekcTa
3ameHa 3HaveHwd B opuynax Y7o 3@MeHuTH

I MnoBansHan saMeHa SHaYeHM  Yay sameHmT

Pucynok 38 — Penaktop noseit madioHa

Jlis noGaBieHusl HOBOTO MOJIsl HEOOXOAUMO Ha)KaTh Ha KHOMKY «/]00aBUTHY
(mo3. 1, puc. 39), BBeCTH UMs HOBOTO TIOJISI, 1 OHO TIOSIBUTCSI B TEKYIIEM IMOJIOKEHUN

Kypcopa (1103. 4, puc. 39).
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1
Ty
BOE IIoNIe#]
o Nofasums | 2 | [% | (B Berasus H ol
Hoeoe none
L
BeeauTe uma HOBOro NonA 3 >
BeeguTe WmA HoBOro NonA
Cancel
[Hosoe none]
]

Pucynok 39 — JloGaBiieHrEe HOBOTO TTOJIS

[Tocne noGaBneHus MO HEOOXOIUMO HACTPOUTH €ro POopMyIy M Mapamer-
pe1. ®opmyra mosis 3amuchiBaeTcst B 001acTh B 1o3. 14, puc. 38. Mactep 1ma0i10HOB
noJiiep>kuBaeT Bce Gopmysbl EXcel B uX opUrMHAIBEHOM HamNHMCaHWM, JaHHBIE GOp-
MyJibl 00pabaThIBatOTCS depe3 00beKTHYI0 Mojenb Excel u mosromy mosHOCTBIO €
HUM COBMECTHMBI.

[Tpumep popmynsr st nonst (bynkius ECJIN) nokazan Ha puc. 40, cuHTak-
CHC JAHHOTO BBIPAKEHHS TTOJTHOCTBIO COOTBETCTBYET NpuHsATOMY B EXCel. Beipakenust

B KBaJIpaTHBIX CKOOKax — 3TO CCBHUIKH Ha CTOJ'I6I_IBI/HOJ'DI C JaHHbIMHU N3 UCTOYHHKA.

MapaMeTpel BEIOENEHHOND NONA

MMA nonA [v ABTOMATMHECKM COXDEHATE W3MEHEHMA MPK 3EKDETHKM I =
Hatalorosopa
dopryna [ % Crmcor nanei | EalpoTecTuposaTe | [ BoTasuTe sanpoc us Access |

=ECNW{[NaTa norosopa] ="";[laTa noaaqn 3aqeku];[[laTa norosopa)l)

Pucynox 40 — ITpumep dhopmyiisl momst

Taxxe BHYTpHU MOJIe MOKHO HMCIIOJIb30BaTh CChUIKHA Ha APYTHUC I0JIA JOKY-

MeHTa, 0OpaMJIEHHbIE CUMBOJIOM #, HAalTpUMeEp, KaK NMOKa3aHo Ha puc. 41,
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Peaaktop noneid wabnona *
. - MNapaMeTpel BblAeNeHHoro nona
NofiasuTe | | By | T Berasute }—‘ A
+ X = L= | Al Wma nonsa [V ABTOMATMYECKM COXPEHATE M3MEHEHIA MDK 33KPEITHA I -
Becero MPOLEHT BEINYCKHUKOE
Becero obyuaeTtca 40N .
Beero obyuaerca AN Dopryna [ % Crwcok noned [SOMPOTECTMPOBATE | 21 BCTEBMTE 3NPOC U3 ACCESS |

Beero pacxooe

Brero pacxofoB npenogaeartenu
Bcero pacxofoB COTPYOHUKM
Bcero uen

BreroObyuaeTcA

[lata Hauana

[aTta oKoHYaHuA

Ooxog 40N

Hoxog ANN

Otyet 40N

Ortuet AMNMN

pOLEHT BHIMYCKHUKOE

=0KPYTN{#4en 4NN - BenyckHMkos/#4en AMN#*100;0)

Ceepka 0N
Ceepka 4NN
Texyw/dara
TexyullaTaluer

Pucynok 41 — IIpumep GopMyJibl 10JIst CO CChUIKAMU Ha APYTUE MO 11a0JI0HOB
2.7.1 CobctBeHHble GYHKIIMH MacTepa MabI0OHOB

Takxke MacTep 1MIa0JIOHOB COACPKUT PsiZi COOCTBEHHBIX (DYHKIIUH, HApsIAY C
¢ynkuusmu Excel. B aprymMeHTBI JaHHBIX (YHKIUH MOTYT BKJIAIbIBATHCS (PYHKIUU
Excel. ®yHKknuu 1OCTYHBI ISl BCTABKU B COOTBETCTBYIOIIEM CITUCKE PEIaKTOPa IM0-
nelt mabsona (puc. 42). yHKIUUA UMEIOT 00s3aTeNIbHbIE U HE00sS3aTeNbHbIE, 3aKITI0-
YEHHBIC B KBaJpaTHBIE CKOOKH, apryMeHThl. Jljia obserdenusi paboThl ¢ PyHKIUSIMU
MpeIyCMOTPEeHa BO3MOKHOCTh TOJyUEHUS CIIPaBOYHON WH(GOPMAIUHU 10 BEIOpAHHON
GyHKIIMM 4Yepe3 KHOMKY B 1o3. 1, puc. 42. Jlna nobasieHus: BBIOPAaHHON B CIHUCKE

(YHKIIMH UCTIONB3YETCsl KHOTKA B T103. 2, puc. 42.

[ Sarpy#aTs sHaYEHME NONA 0AHOKPATHO NPK 3aMYCKE FEHE M foKyMEHTOE {AnA yokopenua paboTer)

[ Mpn nycTom 3Ha4eHl ckpeiTh 36330 MMM GO COOTBETCTEYHIOWIO CTPOKY Tabnuukl (HEpes CkpbITIA TeKCT) 2 1
Bcraska dryHKLmm L[ ﬂ

=M0NY4Y1Th 3]'|EME|’|TI,'TEKC|’:HDBMLMH:PESEEHMTEJ'Ib)
=PASNOHITE_AWMANA3OH(BoipakeHue: "1-3,5,6-7; [MakowmansHas anuHa bnoka (no
=CTMEHEPHMPOBATE _NAPCIE(AnmHa; [Bykeel (no yMonuaHmo="True"):"True"]; [Uudpe (N

pabaTy),

MpuMeYEHHE: =CKNOHEHWE_®MO{®WO nonHocTe: MeaHoes MeaH Meanoswrd”; Tpefyemeli nagex (By
1) B dopmyne ykazeis| =TPAHCNMTEPALIMA(TercT)
=Ecm([2] ="w";"Yeaka| =Y LANWTb_MWLUHWE_MPOBEMbI(TekcT) HIA CTPOK

MCMONL3YIATE CUMBON & =4UCNO_B_MPOMMCE(Hucno | #4vcno-BeiBon pesyneTaTta Bes oBpamMnALIMK KaBkHer HanpUMeED
[@MO]. NapameTtpel dy| =M30BPAMEHVENyTh; [LLpuHaCM]; [BeicoTaCM])
2) B kaqecTee pasaer] =QRkoa(Tewct;[PazmepCM (no ymonyarimo=5)]) TOHKH C
sanaTol) ! (a3 ABoe] =lUrpuxkoa(Texc; [PasmepCM {no ymonuarmo=5)]; [Tunkoaa (no ymonuaHmo=20)])
3) ®yHKW MACTEPE | _mnpyuurhSOl zannac ™ Pravider =Micrasaft. ACF.O FNR. 17.0:Nata Saurce=7+1FATA 1
4) Ecnvt Bam HyseHO co|  =BcrasnTeXLS(MyTe; Ananaso; YonoereBorask (AcTiHa - BcTasnATh, Nows - He BCTERTE
cooinky Braa: =([1). N =BcraeuteAuarXLS(MyTe;madnarpammel; YonosueBoTaskm (MCcTuHa - BoTaBnATh, Jow
5) BosmosHo MCMoNb3  =3ameHaBaokymeHTe(HTo;Hen) hpoca:
<b> -#MpHoCTE, <i> 1 =TEKCT_B_YMWCNO(TekcT)

3aMmeHa 3Hauenwil B opMynax  YTo 3aMeHWMTE |

[ MnoBansHas 3aMeHa SHEYEHW Uy samenTo | Sy

Pucynok 42 — CoG¢cTBeHHBIE (PYHKIIMHM MacTepa 11abJIoHOB
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[Tepeuens cOOCTBEHHBIX (PYHKIINN MacTepa M1a0I0HOB:

1) MOJYUYUTDb DJIEMEHT - BblielcHHE KOHKPETHOTO 3JIEMEHTa W3
CIIUCKA C pa3JeIUTeI MU

Cunmaxkcuc: =IIOJIVYUTD DJIEMEHT(Texcm;Ilo3uyus,; Pazoenrumens)

2) PABJIOKUTD JIUAIIA3OH — npeoOpa3oBaHue YMCIOBOTO JHaria3oHa
B Habop AuckpeTHBIX uncen. Hanmpumep, auamazon 1-6, ¢ momoripio JaHHON (QyHK-
IIUU MOYKHO Pa3joXKHUTh B IMOCIEI0BAaTENbHOCTH uncen 1,2,3,4,5,6.

Cunmaxcuc: =PA3JIOKUTh JIUAIIA3OH(Bvipascenue:"1-3,5,6-7"; [Maxk-
cumanbHas OnuHa oaoka (no ymonuanuro=20):"10"])

3) CTEHEPUPOBATD IIAPOJIb —renepaius mapoist u3 mudp, OykB u
CUMBOJIOB.

Cunmaxcuc: =CI'EHEPUPOBATH IIAPOJIb(/[nuna, [Bykevl (no ymonua-
nuto="True"):"True"],; [Lugpper (no ymonuanuro="True"):"True"];[Cumeonvr (no
ymonuanutio="False"):"False"];[Habop cumeonos (no ymonuanuro="_§":-"):"_$":-
"1

4) CKJIOHEHHUE_®UO — ckxioHeHHe GpaMUInK, AIMEHH U OTYSCTBA, a TaK-
*e GOpMHUPOBAHUS UHUILIUAIIOB U UX MEPECTAaHOBOK.

Cunmaxcuc: =CKJIOHEHUE ®UO(DUO noanocmoio: "Heanos Hean Hea-
nosuy"; Tpebyemvui nadeoxc (evibop uz HUBJ[PT):"P"; [Tpebyemviii popmam (no
ymonyanuro="OHUO", nanpumep "OHUO" unu "OU.0."): "OU.O."]; [Poo (svibop u3
m,oc):"m"])

5) TPAHCJIMTEPAIIMS — npeoOpa3oBaHue TEKCTa U3 PYCCKON B aHTJIHIA-
CKYIO PacKJIaJKy yepe3 3aMeHy OyKB MO MpaBujiaM TPaHCIUTEpaIiu.

Cunmaxcuc: =TPAHCJIUTEPALIHA (Texcm)

6) YAAJIUTDH JIMIIHUE ITPOBEJIbI — yaaneHue JUIIHUX MPOOEIIOB B
Hayajie, KOHIIC ¥ BHYTPH MPEIOKEHU.

Cunmaxkcuc: =YJ[AJINTb JINIIHUE TIPOBEJIBI(Texcm)

7) UUCJIO_B_ITPOIIMUCDH — npeobpa3zoBaHue YuceN B MPOMKUCHOE BbIpa-
xenue. Harmpumep, 1234 6ynet npeoOpazoBano: OJona moeicsiua 0secmu mpuoyams
yemuwipe

Cunmaxcuc: =YUCJIO B IIPOITHCH(Hucno|#Hucno-6v1600 pe3yrvmama
be3 obpamnsarowux kasviuex,; [Hauano ¢ nponucroi 6ykevli=1-/la|0-Hem])

8) U3OBPAYKEHMUME — BcTaBKa B JOKYMEHT U300pasKCHUIA.

Cunmaxcuc: =U30BPAKEHUE (Ilymy; [[IlupunaCM],; [BeicomaCM])

9) QRKkox — BctaBka B JoKyMeHT QR-k0/10B.
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Cunmaxcuc.: =QRxoo(Texcm, [PazmepCM (no ymonuanuro=35)])
10) IITpuxKox — BcTaBKa B JOKYMEHT IPOM3BOJILHOTO I'padHUeCKOro

MITPUXKO/Ia B COOTBETCTBUHM C TabJUIIeH TUIIOB, Ta0I. 1.

Cunmaxcuc: =IllImpuxKoo(Texcm, [PazmepCM (no ymonua-
nuro=>5)/,;[TunKooa (no ymonuanuro=20)])
Tabmuma 1 — Tumel MTPUXKOIOB
Kopn Ha3Banue Kopn Ha3zBanmne

1 Code 11 50 LOGMARS
2 Standard Code 2 of 5 51 Pharmacode One-Track
3 Interleaved 2 of 5 52 PZN
4 Code 2 of 5 IATA 53 Pharmacode Two-Track
6 Code 2 of 5 Data Logic 55 PDF417
7 Code 2 of 5 Industrial 56 PDF417 Truncated
8 Code 3 of 9 (Code 39) 57 Maxicode

Extended Code 3 of 9 (Code 58 QR Code
9 39+) 60 Code 128 (Subset B)

EAN (Including EAN-8 and Australia  Post  Standard
13 | EAN-13) 63 | Customer
14 EAN + Check Digit 66 Australia Post Reply Paid
16 GS1-128 (UCC.EAN-128) 67 Australia Post Routing
18 Codabar 68 Australia Post Redirection

Code 128 (automatic subset ISBN (EAN-13 with verifica-
20 | switching) 69 | tion stage)
21 Deutshe Post Leitcode Royal Mail 4  State
22 Deutshe Post Identcode 70 | (RM4SCC)
23 Code 16K 71 Data Matrix (ECC200)
24 Code 49 72 EAN-14
25 Code 93 Vehicle Identification
28 Flattermarken 73 | Number (America)
29 GS1 DataBar-14 74 Codablock-F
30 GS1 DataBar Limited 75 NVE-18
31 GS1 DataBar Extended 76 Japanese Postal Code
32 Telepen Alpha 77 Korea Post
34 UPC A 79 GS1 DataBar-14 Stacked
35 UPC A + Check Digit GS1 DataBar-14  Stacked
37 UPC E 80 | Omnidirectional
38 UPC E + Check Digit GS1 DataBar Expanded
40 PostNet 81 | Stacked
47 MSI Plessey 82 PLANET
49 FIM 84 MicroPDF417
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Kog HaszBanue Kog Ha3zBanue
85 USPS OneCode GS1-128 linear component
86 Plessey Code Composite Symbol with GS1
87 Telepen Numeric 132 | DataBar-14 linear component
89 ITF-14 Composite Symbol with GS1
90 Dutch Post KIX Code 133 | DataBar Limited component
92 Aztec Code Composite Symbol with GS1
93 DAFT Code 134 | DataBar Extended component
97 Micro QR Code Composite Symbol with UPC
98 HIBC Code 128 135 | A linear component
99 HIBC Code 39 Composite Symbol with UPC
102 | HIBC Data Matrix ECC200 136 | E linear component
104 HIBC QR Code Composite Symbol with GS1
106 HIBC PDF417 DataBar-14 Stacked compo-
108 | HIBC MicroPDF417 137 | nent
112 HIBC Aztec Code Composite Symbol with GS1
115 DotCode DataBar-14 Stacked Omnidi-
Han Xin (Chinese Sensible) 138 | rectional component
116 | Code Composite Symbol with GS1
121 | Royal Mail 4-state Mailmark DataBar Expanded ~Stacked
128 | Aztec Runes 139 | component
129 | Code 32 140 | Channel Code
Composite  Symbol  with 141 | Code One
130 | EAN linear component 142 | Grid Matrix _
131 | Composite  Symbol  with UPNQR (Univerzalnega
143 | Placilnega Naloga QR)

11) MoayuntrSQL3anpoc — Bo3BpamiaeT pe3ynbrar SQL-3ampoca K BHEIII-
HUM HCTOYHHKAM JTaHHBIX.

Cunmaxkcuc: =IonyuumsvSQL3anpoc("
Provider=Microsoft. ACE.OLEDB.12.0;Data Source=Z:\A34 CJIVIIIATE-

JIEM\BA3A CJIVIIATEJIEU xlsb; Extended Properties="Excel 12.0
Xml;HDR=YES;IMEX=1;ReadOnly=1"

SELECT * FROM [Basa$]"

;s [pazoenumensv noneu:"," - no ymonruanuro| CUMBOJI(9) - onsa 3anonnenus
maoauy]

;s [pazoenumensv 3anuceiu:CUMBOJI(13) - no ymoauanuio 0as nepeHoca
cmpoxu| CUMBOJI(11) - ona pazouexku aueuku mabauysbl N0 8epMUKAIU a2 CMpPOK
8bI2PY3KU OAHHBIX, N0 YyMoaYanuio - 1]

;[Homep3anucu]
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;- [HomepCmonbya]

s [TIpeobpaszosanueTecmaGIFT: 1-6vl0enssmeb npasuivhvie omeemsl|(-He 8bl-
oesms NpasuibHvle omeenol])

;- [KonBoUmepayuii|3anpocSQL|IlepeuenvllapamemposCpazdenumensmuTo
ukaCzanamoii|3nauenue/[na@unompayuullomoobpasicenusHomepa3anucu]

s [HmaCmporxosocollapamempaCuemuukal[uxkna: "Cuemuux"]

;- [TIpuznak Ocmanosxul Ipul lycmom3uauenuu3anpoca=0-nponyckames  ny-
cmoule cmpoku|l-ocmanasiusamon] )

Cumeon NeNe ons eozepama Homepa mexywjel CMpoxu (01 YUKIULECKO20
pexcuma). [lapamempul, ykazanHvle 8 KEAOPAMHBIX CKOOKAX [], Ansaromcesa He 0bs3a-
menvubimu. [lapamempul pazdenaromces moabKo CUMBONIOM |}

[Tpumep nomns ¢ SQL-3ampocam npeacraBiieH Ha puc. 43.

12) BecraBuTtbXLS — BcTaBka pparmenta kuuru EXcel B Tekymuii JOKyMeHT.

Cunmaxcuc: =BcmasumuvXLS(Ilymy,/[uanazon, YcnosueBemasku (Mcmuna -

ecmasnams, Jlodco - He cmagnsimy))

Peaaktop noned wabnona *
" - I'Iap.aMEprl BblAeneHHoro Nonsa
LofaenTe | | Ea | T BerasmTe }—‘ A .
+ x £ = | Al MMA mona ¥ ABTOMATHHYECHM COXPAHATE MSMEHEHIA MPM SAKPEITIM -
Bcero Beero yen
Beero ofyuaetca 00N 5 . =
Beero obyuaerca [N ®opmyna [ % Crwcok nonefi @AMpoTecThposate | [3) BorasuTs sanpoc s Access |
Bcero pacxogos
P A =MonyurTeSCLsanpoc” A

Bcero pacxooB NpenojasaTenu Provider =Microsoft. ACE.OLEDB. 12.0;Data Source=[WcTo4nnk aasHbix];Extended Properties="Excel 12.0

BCero pacxodoB COTPYAHWKN ¥ml;HDR =YES;IMEX =1;ReadOnly=1'
Brero uen

BceroOGyuaeTca

[ata Hadana

LaTa OKoHUYaHWA

[oxog 40N

Hoxog ANN

COTuet 40N

OTuet ANN

MpoUEHT BLIMYCKHUKOE
Ceepra [00N

Ceeprka ANN
Tekyw/ara
Tekyw/JaraOuer
YuebHeIi rog
DUHAHCOBLIA pe3yneTaT
Yen 40N

Yen ANN

Yen AMNMN - BEINYCKHUKOB

SELECT TOP 1
({[4en AOM) + ([Hen AMTTD))
FROM [Basas]

" CUMBON(S);;CMMBON(13))]

=
[ 3arpysats sHa4YEHWE NOMA OAHOKPETHO MPM SEMYCKE MEHEPALMW AOKYMEHTOS (LNA YoKopeHSA paboTs)

[ Mpw mycTom sHa4eHn aepems 3B3aU MK BO0 COOTEETCTEYIOW YD CTPOKY TaBnuusl (Hepes axperTaill TewcT)

Bcrabka dyHKumm j

PaccuMTEIBaTE GYHKLMM EXcel, BRoseHHEIE B 3pryMeHTEI A3HHEIX QYHKLWANR (3ameanasT paboTy),
MPK 3TOM 3PryMEHTE GYHIKLMIA MaCTEPa WaBnoHOE A0MHHE 0TAENATLCA CUMBONAMM ;;

MprMeyaHue:

1) B dopmyne yrasbiBaeTcA HoMep cTonbua © 4aHHEMM ik dopryna (B dopmate Excel). Hanpumep: =[5] nn
=Ecnn([2] ="n"; "Veawaemuin"; "Veawaenan ). Homepa cronbuos npeobpasyloToa B CTPOKOBLIA THN. [1NA CORAMHEHMA CTPOK
WEMONE3YHTE cuMBon & BMecTo HoMepos cTonBuas [1] MoMkHG MCNoNE30B3TE WX MMEHS B ONPEASNEHHOM CTPOKE, HaMPHUMED
[@0]. MNapameTpel GyHKLWAN, YKaZaHHEIE E KEAAPaTHEIX ckobkax [, AEnaoToa He oBAzaTEnsHEMKU

2) B ka4ecTee PA3AENMTENA apryMEHTOE QYHKLMIA MOTYT MCNONL30BATHCA CUMBONG! ; (TOYKa C 3anAToi) ;; (ABe TodkM C
sanAToi) i: (05a AB0ETONMA) - NONONE3YETCA ANA QOPMYN MECTEPE WabnoHos ANS oTAeneHA oT dopryn Excel

3) ®yHKkLpm MacTepa WabnoHos HeNb3A AENaTE BNOHEHHBIMM APYT B APYra (33 nomouenmren dyHiy Excel)

4) Ecni BaM Hy»XHO COCNEThCA Ha cTonbel ¢ [IATOW, To AnA coXpaHeHna GopMaTa AYeliki cneayeT WaNonb3oBaTh
coeinky Buaa: =([1]). MoxHO MCNoNb30EETE CCBIMKKM Ha NoMA MACTepa wabnoHoe B enae: #one#

5) BO3MOKHD MCNOMb30BAHKE OTKPBIBAICWMXCA M SAKPEIBAOWMXCA TEM0E ANA QOPMATMPOBEHWA PeSYNETATOR 3anpoca:
<b> - #MPHOCTE, <i> - HAKMOH, <U 3 - NOAYEPKMBaHKE, <h> - CKpbITHE TexcTa

3amena sHauenmil 6 opMynax  YTo zaMeHWTE | isDate([AaTa Ha4ana oby4eHmal)

¥ TnobansHan samera sHaqeHui YeM 3EaMEHUTE | isDate(mid([AaTa Hayana obyueHua], 1,8)) Sanyox

Pucynox 43 — I[Ipumep nosis ¢ SQL-3anpocom
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13) BeraBurs/IuarXLS — BcraBka muarpamMmbl u3 kHUTH EXCel B Tekymmii
JIOKyMEHT.

Cunmaxkcuc: =Bcmasumy/{uacXLS(Ilymos; Ums/luacpammet, YcnoeueBemasku
(Ucmuna - scmasnsimo, Jlodicw - He 6cmasnamy))

14) 3amenaBnokymeHnTe — 3aMeHa (pparMEeHTOB TEKCTA B JJOKYMEHTE.

Cunmaxcuc: =3amenaBookymenme(Umo, Yem)

15) TEKCT B UHMCJIO — mpeoOpa3oBaHHe YHCIA W3 CTPOKOBOTO IPEI-
cTaByieHUs B ynucioBoil. Hanpumep, Beipaskenue 123" npeobpa3zyercs B 123.

Cunmaxcuc: =TEKCT B _4UCJIO(Texcm)

16) BITP2 — ananor ¢yunkiuu BITP B Excel, Bo3Bparaer Toybko TouHOE CO-
OTBETCTBUE U MOKET UCIIOJIb30BaThCA B ocToOpadoTke SQL-3ampocos

Cunmaxcuc: =BIIP2(Hckomoe3nauenue,/[uanazon, HomepCmonbya) pabo-
maem Ha yposhe Excel ¢haiina, 6o3spawyaem monvko mounoe coomsemcmesue u mo-
Jrcem UCnonb3o8amvcsi 8 nocmoopabomre SQL-3anpocos

B dopmynsl Takke MOXKHO A00aBIsATh KOMMEHTapHUH JI0 KOHIIA TEKYIIEH

CTPOKH uepe3 ABOMHOM cirert //.
2.7.2 OcoOGeHHOCTH UCTIOIb30BaHUs POPMYIT

Hactpoiiku pabotsl ¢ dopmynamu mpeactaBieHsl Ha puc. 44. Ilapamerp B
no3. 1 obecreunBaeT OJHOKPATHBIN PEXUM 3arpy3KH JaHHBIX B MOJIE, C IIEIbI0 YCKO-

penus paboThl madioHa.

ui 3ArpyMaTE SHIYEHWE NONA 0AHOKPETHO MPM 3aMYCKE FrEHEPALMM AOKYMEHTOE (AnA yoxopeHua paboTel)

g_ P NYCTOM SHAYEHMM CKPBITE 303381 MNKM BCO COOTBETCTEYIOW YD CTPOKY Tabnuukl (Yepes cKpeITEIA TEKCT)

BcraBka dryHKLMKA ﬂ

PACCUMTRIBEETE yHKLMKM Excel, BNoMEHHEIE B 8pryMEHTEI A8HHLIX hyHKLAA (3aMeanAeT paboTy],
e_ MpK 5TOM 3PryMEHTEl GYHKLIMIA MACTEPa WabNoHOE QoMHHE! OTAENATECA CAMBONAMM |}

MpuMedaHue:

1) B dopMyne yKasbIBEEETCA HOMEP CTONDUA C A&HHEIMK UK dopryna (B dopmaTe Excel). Hanpumep: =[5] 1
=Ecnu([2] ="M"; "Yeamaemuii"; "YEakaemana ). Homepa cTonfuos npeofpasyioToA B CTPOKOELIA TN, [JNA COEAMHEHMA CTPOK
MCMONBEZYHTE CMMEON &, BMecTo HoMepoB cTonbuos [1] MOMHO MCNONBE30BaTE WX MMEHA B ONPEAENEHHON CTPOKE, HENPUMED
[®IA0]. MNapaMeTpel DYHKLMNA, YKE3aHHBIE B KEAAPaTHEIX ckobkax [], ABNAKTCA He obAZaTENBHEIMK

2) B KaY4eCcTEE Pa3ASNMTENA SPryMEHTOE QYHKLMA MOMYT MCMONE30BaTECA CMMBONEI ; (ToYKa C 3anATol) ;; (ABe ToukM C
3anAToR) i (ABa AB0ETOYMA) - MCNONE3YETCA ANA GOPMYN MACTEPa WabnoHoE ANA oTAEneHWA oT dopMyn Excel

3) ©yHKLWm MacTepa wabnoHoE HeNb3A AENaTh BNOMEHHEIMA APYT B APYTa (38 MonoHeHmen dyHKLmia Excel)

4) Ecni BaM Hy#HO COCNaThCA Ha cTonbew, ¢ JATOW, To AnA coxpaHeHa $opMaTa AYEKM CNEQYET MOMONE30EATE
coeinky Buaa: =([1]). MorHO MCNoNE30BaTE CCEINKKM Ha NONA MacTepa WabnoHoe B Buae: #one#

5) BOZMOMHO MCMONBEI0BSHME OTKPLIBSHILLMXCA M 33KPEIESMIWLMXCA TEMOE ANA DOPMaTMPOBSHWA PE3YNETATOE 3aNpPOCca:
<b= - MMpHOCTE, <i> - HAKNOH, <U> - NOAYEPKMBaHKME, <h > - CKDPBITHE TEKCTa

3aMeHa 3HaYeHwl B hopMynax  YTo 3E3MEHWTE |

[ InoBansHas 3aMeHa 3HEYEHMA  Yay sameHMTh | T

Pucynox 44 — Hactpoiiku paGoThl ¢ popMynamMu
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[Mapametp «IIpu mycToM 3HAYEHUU CKPBITH a03all ...» (B 103. 2, Ha puc. 44)
MO3BOJIIET CKPBIBATh a03all MJIK BCIO COOTBETCTBYIOIIYIO CTPOKY TaOJHIIbI, €CIIH TO-
Jie Tociie 3arpy3Ku UMEET MyCTOe 3HAUCHUE.

[Tapametp «PaccuutbiBath (pynkiuu EXcel, BmoxenHsie ...» (B mo3. 3, Ha
puc. 44) mo3BoJseT MPOBOAMTH pacueT (pyHkuuii EXCel, BIOXXEHHBIX B apryMeHTHI
dbyHKIHMi MacTepa mabI0HOB.

Ocobennocty paboThI ¢ hopMysIaMy MacTepa I1adJI0HOB:

1) B dopmyne ykaspiBaeTcsi HOMEp CTONOIA C JaHHBIMH Wiu (opmyna (B
dbopmare Excel). Hanpumep: =[5] nwnu =Ecnu([2]="M";"YBaxkaembiii";" Y Baskaemas").
Homepa cTonbuoB npeoOpa3yroTcst B CTPOKOBBIN Tull. i coeAMHEHUs CTPOK J0J-
’K€H MCIO0JIb30BaThCcs CUMBOJI &. BMecTo HOMEpoB CcTOJIOIOB [1] MOKHO HCIOJIB30-
BaTh UX MMEHA B ompejaesieHHoN cTpoke, Hanpumep [OUO]. Tlapamerpsl hyHKIMIA,
yKa3aHHbIE B KBaJpPATHBIX CKOOKax [], SBJISAIOTCS HE 00S3aTE€NbHBIMHU JINOO BMECTO
HUX MPUHUMAIOTCS 3HAYCHUS M0 YMOTYAHHUIO.

2) B kauectBe pazaenurtelsisi apryMeHTOB (YHKIIUH MOTYT HCIIOIb30BaThCs
CUMBOJIBI ; (TOYKA C 3aMsATON) ;; (IB€ TOUKHU C 3amsATON) :: (1Ba ABOETOUMS) - UCIIOJNb-
3yeTcs s popMyJ1 MacTepa 111a0JIoHOB JUIst oTAeNeHus ux ot popmyn Excel.

3) Oyukuuu MacTepa 1ma0JI0HOB HEJb3sl JIeNIaTh BIOKEHHBIMU JPYT B ApyTa
(3a uckmouenueM pynkuii Excel)

4) Eciu Bam HyHO cocnatbest Ha cronber ¢ JJATOM, To st coxpaneHus
dbopmara siueKU ClieTyeT UCTIOIB30BaTh CChUIKY Buaa: =([1]). M0oXHO MCIIOJIB30BATH
CCBUIKH Ha TOJIsl MacTepa mabsioHoB B Buje: #llone#

B mactepe mabioHOB MOXXHO BBITIOJHSTh 3aMEHY 3HAUYCHUU B OJHOW WIIU
Bcex (Qopmyiax, Ui 3TOTO HCHOJIb3YyeTCs COOTBETCTBYIOUIMM paznen (popmbl Ha
puc. 44. B none «YTo 3aMEHUTH» BHOCUM 3Ha4Y€HHE ISl 3aMEHbI, a B noyie «Yem 3a-
MEHHUTH» BHOCHM 3HaUY€HHE, KOTOPHIM OyZeM 3aMEeHSITh HCKOMOE BhIpaKEHHE. 3aMeHa
MOET OBbITh aKTyaJlbHA JJIsl 11a0JOHOB ¢ 00bEMHBIMU (hOPMYJIaMU U TTOBTOPSIOIIN-

MHCS BBIPOKCHUAMU. JJ1s1 BHIMOJHEHUS 3aMEHBI UCIIOJIB3YETCS KHOMKA «3aIlyCK».

2.8 3aepyska 3anuceti

3arpy3ka 3amuceil BO3MOXHA I0CJI€ HAXKATHs HA COOTBETCTBYIOLIYIO KHOIKY

Ha MaHeJn HHCTPYMEHTOB AccucteHTa (puc. 45).
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Ka CTRAHMLBI Ceuinkn Pacceinkmn PeyeHInpoBaHne Bug PazpaBoTumnk AconcreHT
3“‘ Konwupos. Al w'/g OB6H. popmynsl B Texar - %, 3aronosok T H “\?j Beragka =@ McnpaenTe j Q%j MapameTpsl |’.\‘E ’I >j HHTErp. a CkaHep
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3 lop. ap. Xﬁ ¥AanuTh (BA3M |£‘ PucyHok — MepeyuncneHue L= ;f MapameTpbl HYMEpaLrK @ 3anyck ﬁ @ _d Komment ?aﬁ Mons
OBHOBWTE .. ABTO . OTKpBITE | ~ Hacrpoikm

pouee ¥ nona  ©2 Pasopsate cesn | Z dopmyna ~ ab|Hymepauma * | ceunka l B TU 4 @ 23 envcok @ % Peaaktop | mporpammer A0NOAHUTENBHO
Ka O6HOBAEHUE CTunm Hymepauus MacTep wabnoHoB CepBuc
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IIPEJCTABJIEHHE
Ha 3aKI0YeHHE J0r0E0Pa BO3ME3THOIO 0KA3aHHS 00Pa30BaTeIbHELX YCIVT
|-
-
MNepeiiti k sanncw . — — - — — e — - M
BrifepuTe 3anuc AHTOH @3| @ | ® | BufipaHo 13nemenTos G | MepeiiTh =9 3anyae ‘ &h Nevats | o

Cumak Poman CepreeBnd JoueHT K.3.H. gouedTt 01.09.2020 31.08.2021
WeaHoe Hukonait CTenaHoBuy npenofaeaTenb 01.09.2020 31.08.2021
3asHobun Erop MaHTelinemoHoBny AoueHT  AoueHT 01.09.2020 31.08.2021
MNeTpoB AHTOHWI MNATOHOBUY JMPEKTOP 01.09.2020 31.08.2021

Enpos MupoH Bxerynoeny npodeccop  npodeccop 01.09.2020 31.12.2020

Pucynox 45 — Ilepexo k 3anucsam sl 3arpy3Ku JaHHBIX

3anucu 3arpyKaroTcsl JTBOMHBIM HaKaTUEM JIEBOW KHOMKHU MBI HA COOTBET-
cTBytoer no3uiuu. KHomnka «3amyck» CIyKUT JJIsl 3arpy3KH HECKOJIBKUX 3alucen
noApsiA. [Ipu 3ToM BBIIOTHSIOTCSL BCE JIEUCTBUSA, YKa3aHHbIC B IMapaMeTpax MacTepa
1abJIOHOB (HampuMep, Mevyath JOKYMEHTa, coxpaHeHue (haitya, oTmpaBka cooOIe-
HUS JICKTPOHHOM TIOUTHI).

Ecnu npousonuin u3mMeHeHus: B UCTOYHUKE JAHHBIX, TO HEOOXOIUMO MPOBE-
CTU OOHOBJICHHME JAHHBIX, T.K. B MPOIECCE 3arpy3KH MPOUCXOJUT MX KAIIUPOBAHUE

JJIsl yCKOpeHust paboThl. OOHOBJIEHNE JTAHHBIX MPOU3BOJUTCS HAXKAaTHEM Ha KHOIKY
g, MIOCJIE€ YEero CIUCOK Mepe3arpy aeTcsi OOHOBIEHHBIMH 3HAYCHUSIMU.

o & Nevats
ILTIH IIcyartTu BBI6paHHOI/I 3aliucu CHY)KI/IT OJHOMMCHHAas KHOIIKa .
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3 Coznmanue KOHTEHTA JJIsl CUCTEM JTUCTAHIIMOHHOTO O0YYEeHHUS

3.1 Tecmul

HaGop uHCTpYMEHTOB Uil CO3/JaHUsI KOHTEHTA JJIsi CUCTEM JMCTAHIIMOHHOTO
oOy4eHHs] HaXOquTcs Ha JeHTe AccucteHTta B MeHto Cepsuc — /Jononrnumensho — Pa-

boma c cucmemamu oucm. ooyuenust (puc. 46).
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H
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@ OTkpeITe NpUMep odopMAEHIA TECTE a5 3auepkHyTh .
A 7l L3 Texywan gara
[Ta & Co3gats rnasy 3nekTporHol kiurn Meodle us gokymenTa (Boigenennore dparmenTa)
pic
l I | croponu s ro Mevats Bpowop e,
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Pucynok 46 — HaGop uHCTpyMEHTOB Jis CO3JaHUSI KOHTEHTA

JJIA CUCTEM AUCTAHIIMOHHOI'O 06yquI/I5[

NHcTpyMeHTBI JaHHOTO pa3jiesia MpeaHa3HAYCHBI JUIsl CO3IaHMs KOHTEHTA JIJIst
cucTteM aucTaHnuoHHoro ooydenus Moodle, Ispring, a takke budamo MO P® u
BKJIFOUAIOT CJICIYIOIINE MyHKTHI:

1) Tlynkt «Co3maTh TECT W3 JOKyMEHTa (BBIACICHHOTO ()parMeHTta) B ¢op-
mate brbnro» mo3BossieT MOArOTOBUTH TECT B (popMaTe JUIsi UMIIOPTA B CUCTEMY TIO
CO3aHHIO0 AIEKTPOHHBIX yueOHnKoB brubnro (MunuctepctBo 060pons! PD).

2) Coznath TecT u3 JOKyMeHTa (BbiaesneHHoro ¢gparmenta) B popmare GIFT
— CILy>XHT JUIst popMHUpOBaHUS (ailyIoB C TECTOBBIM COACPKUMBIM U MEAHUAKOHTEHTOM
ISl 3arpy3KH B CUCTEMY JTUCTaHIIMOHHOTO oOydueHust Moodle, a takxke B npoune cu-

cTembl, moaaepxuBatomue opmat GIFT.
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ACCHCTEHT aBTOMAaTUYECKH paciio3HaeT BHUI Tpebyemoro ¢opmarta, T.e. Tpo-
cto GIFT (korma Tect nmpencraieH Toibko TekctoMm) wim GIFT with medias (korma
B T€CTE €CTh I'padpuueckue n300pakeHus1, GOPMYJIbl, TAOIHIILI U T.1.).

B mpoctom cnydae (puc. 47) BeixogHol (aitn GopMupyercs B TEKCTOBOM
dbopmare GIFT.

L
Cepenc  Cnpaexa it
= - i} paums
|| Orkpoime - OGuwymi goctyn « Meuats 33NACaTh HA ONTHYECKAA gucK. 0 = il e
i 4
2 Wims JaTa M3MmEHEHNR Tun Pazmep | [
| lchtotakoestatistikaodinvarian 14.04 2023 10:24 TexcToBbiA AOKYM.. 1 Kb
il e -
/| 1chtotakoestatistikacdinvarnan — BaoxnoT l — &
Dain  MMpaexa ®opmar Bug Cnpaexa
::Bonpoc O01::4YTo Takoe CTATUCTHMKA? (0AMH BAPWAHT OTEETA, EBHASNEHHHN LEETOM) A
- - - [
~MpakTHYECKAA ABATENLHOCTL N 1. UTo TaKOE CTATHCTHRA T (01HH BAPHAHT 0TBETA, BRUTETEHHEIR HBETOM)
E|| |BaHHLX , NAPAKTEPUIYHLWX HACE
ABNEHWA B XM3HW oblecTea~Ocd a_ﬂ IpaxkTHdeckan JeATeIbHOCTE Mo clopy, HakomleHHo, obpaloTee H

®M3HW obwecTea C WX KonuudecT
~PAZNHYHOrg poAa YMCNOoBHE 03
rocCyfapcTea: NoNWTHYeCcKue 07 ofpaosBaHne H APYIHE SETCHHA B RHIHH o0mecTea.
=BCe nepeuynchneHHoe

AHATHIY ].I}RtIPDBEDL ARHHBLX, XAPAKTCRHEYVIOMWIHN HACCICHHE, IEDHOMHEY, EYVIBTYPY,

G) Ocolas Hayka, T.e. OTPacTh JHAHHE, HIYARIAN ABITCHHA B KHIHH

OOIECTRA ¢ HX KOTHYECTBEHHOR T OpPOHBL

B} PazamuHoro Poda MHCTIOBRIC JAHHBIC, XAPAKICPHEY OIS PadTHYHBIS

CTOPOHK EHIHH MOCYI1apCTeal MOJHTHYCCEHE OTHOIDCHHR, EYIRTYPY, HACCTCHHE,
NPOHZEQICTED | T.4.

r) Bee nepesncierRoe

Pucynox 47 — IlpocToii TekctoBbiii hopmar GIFT

JIJist TeCTOB, COJEpPKAIUX PUCYHKH, TAOIULIBI, POPMYJIBI U T.[. aBTOMAaTH4e-
cku (opmupyeTcs ¢aiia ¢ apXMBOM COJIEp KAl TEKCTOBBIM (paill Tecta U HAbOp
Menao0bEKTOB, COXpaHEHHBIX B Mamnke Media B mamkax, COOTBETCTBYIOIIUX HOME-
paM BOIIPOCOB.

TekcT Tecta coxpaHseTcs Takke B apXUB B OTAEIbHOM TEKCTOBOM (aiine, rie
CCBUIKM Ha Meanao0nekThl 3amaiorcs B popme =@@PLUGINFILE@@/media/... u
COOTBETCTBYIOT OTHOCHTEIIBHOMY IIYTH COXPAHCHUSI MeTMao0beKTOB (puc. 48).
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Pucynok 48 — ®opmat tecta GIFT with medias

3) [MyukTbl «IMIOPTHPOBATH TECT ...B TEKYIIHMHA JTOKyMeHT» (puc. 49) mo3-

BOJISIIOT BBIMOJIHUTH BOCCTaHOBJICHUE Tecta u3 ¢popmara GIFT wau GIFT with meadi-

dS B TGKYHII/Iﬁ JOKYMCHT.

|§|_ WHTerp. 5 Cranep
=
Hactpoiikn

+ ras
T Kowmment 727 Mona
Nporpamiel |,ﬂ,0n0nHwTeano V

Tabnuugl >

Ornaenexue >

Cnucok nuTepatypel >

PaBioTa ¢ cucTemamu guct. obyuenna > .:'—_6 Cosaate TecT us gokymMenTa (BlaenenHore dparmenta) 8 dopmare buBnno
ﬁ: Pegakrop dopmyn E—g Co3aate TecT U3 AokyMenTa (BblaenenHoro gparmenta) 6 dopmare GIFT
@ Yncno s Texct .:‘—_6 Co3aaTe TECT U3 A0KYMEHTA (BEIAENEHHOMO hparmeHTa) B dopmare Ispring
Beiancants sbigenenne El WnmnopTupoeate TecT B dopmate GIFT B Tekywmil gokyMeHT

BrelgenuTe TeKCT El Wmneptuposate TecT & dopmare spring B TEKyLUWI A0KyMEHT

Beigenute do Bf KoHeepTupoBaTe akTueHyto TaBnuuy © Tectom (rae kypcop) 8 dopmat gna skcnopra & GIFT wan Ispring
a4 JauepkHyTe @ OTKpbITE NpUMER oGOPMAEHUA TECTE
L3 Texywan aara Pé Cosaate rnasy anekTpodnei kiurn Moodle ws gokymenta (Beigenentoro dparmenTa)
@ Mevate Bpowop
'::—‘_| kcnopt s PDF

Pucynox 49 — ITyHKTBI UMIIOpTa TECTA

[TyHkTBI, cBsA3aHHBIE ¢ (opMUpOBaHUEM TecTa B opmare Ispring, padoTaror
ananoruuno GIFT, HO TOJIbKO TPUMEHHMTEIBHO K Tpoayktam ISpring. Pe3ysbrars

skcropta B popmar Ispring npencrasiens! Ha puc. 50. B atom ciayuae coznaercs Oa-
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Pucynok 50 — Pe3ynbrar sxcniopta B popmar Ispring

3.2 Dnexmponnvie KHU2U

Taxxe ¢ TOMOIIbIO ACCUCTEHTAa MOXKHO CO3[aBaTh IJIaBbl AJIEKTPOHHBIX KHUT
Moodle, ucrionb3yst cOOTBETCTBYIOIIMI MYHKT MeHIO «PaboTa ¢ cucreMamul JIUCT.
oOyuenus» (puc. 51).

DJNEeKTPOHHBbIC KHUTHU co3aaroTcs u3 gokymentoB Word no riaBam. PaccMot-
pHUM MpOIlecC KOHBEpTalMK yueOHOMW JIGKIUH B I1aBy 3jekTpoHHO# kHuru Moodle.
Ha puc. 52 npencrasnen npumep pparmeHTa JEKIUH I KOHBEpTAIMHU. 3ayCTUM
IIPOLIECC KOHBEPTALMH, HaXKaB Ha MMyHKT MEHIO B COOTBETCTBHHU ¢ puc. S1.

[Tocre 3TOrO HYXHO BBECTH Ha3BaHHUE AIEKTPOHHOW KHUTH (TJaBbI KHHUTH),
3aIycKaeTcsl MPOLECC KOHBEpTAaIlMM U Ha Bbixoje noiyyaercs ZIP-apxus ¢ conep-
KUMBIM 3JIEKTPOHHON KHUTH (pUC. 53), KOTOPHIA 3aTEM UMIIOPTHPYETCS B CUCTEMY
nuctanionHoro ooydenus Moodle. ITepea ummoprom HEOOXOIUMO TOOABUTH JJICK-

TPOHHYIO KHUTY B KYPC, IEPEHTH B HEEC M BHIMOJIHUTL UMITOPT I1aB (puc. 54).
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|

BeiuncanTs Bbigenenne MnmnopTupoeate TecT B dopmarte GIFT B Tekywmii gokymeHT

BblgenuTe TekcT WmnopTupoeate TecT B dopmarte Ispring B TEKYLLNI AOKYMEHT
Beigenute do KoHeepTupoBaTe akTueHyto TaBnuuy © Tectom (rae kypcop) 8 dopmat gna skcnopra & GIFT wan Ispring

3auepkHyTe OTKpEITE NPUMEp 0GOPMNEHNA TECTE

of B & ™

Tekywan pata Cospate rnasy anektponnei knurn Moodle us gokymenta (Baigenentoro dparmenta)

Mevats Bpowrop

i = & %

3kcnopt B PDF

PI/ICYHOK 51 - 3aHYCK CO3aHHs T'JIaBbI BHCKTPOHHOﬁ KHHUTHY U3 dKTHUBHOT'O JOKYMCH-
Ta

TEMA 7. CercEoe IZHHPOEAHHE H YIPARTICHHS 1 TEMA 7. CeTeEoe IT2AHHPOEAHHE H YIPAETICHHS 2

TEMA 7. CeTepoe ILTaHHpPOBaHHE H YOPaBIeHEE IpyTHE BpeMeHHEle XapakTepHCTHKH ceTeBoro rpadka. 310 mo3BOIMET, B 9acT-
HOCTH, EEIAEIATE KPHTHYECKHE ONEpPAlTHH, KOTOPEIM He0DXOIHMO YAeIATE ocoboe

Coxepaanme EHHMAaHHE, 9TO0H 33KOHTHIE OPOSKT E JHPEKTHEHEI cpok. Bo Bpems KameHaap-

HOTO TI3HHPOBAHHA ONPEJSAIOTCH BPEMEHHBIe XapaKTepHCTHKH BeeX pador ©

§1. MeTox ceTeEOTC INTAHHPOEAHHA H YIPAETEHHA 1 LeTBi0 NPOBEEHHA ONTHMHZAUHH CETEBOH MOJENH, KOTopad VIyimaeT sddex-

§2. CrpykTypHOE I p HHE 2 THEHOCTE HCIIONB30EAHHA KaKOT0-THOO pecypca.

§3. KanenaapHoe 1L POBAHHE 6 B xoze omepaTHBHOIO YHPaBJIeHHS HCIOIB3VIOTCA CETEBOH H KaTeHAap-

§4. PacHer cetesoro rpadHEEa 8 HEIX TPaHEH A1A COCTAEICHHA NEPHOAHYECKHX OTIETOE O XOJEe ERINOIHEHHA

§5. IpadHEn 2arpy2EH H IPHEAIKH 8 MpOEKTa.

§6. 3amamie Ha CaMOCTOATEIBHYIO PadoTy. 11 IIpm 3ToM ceTeBad MOJETh MOKET IIOJBEPraThbCd ONEPATHEHOH KOPDPEKTH-
pPOEKE, ECIEACTEHE HWero OyAeT pazpalaTelEaTecf HOBRIE KaneHIADHEIH IIaH

§1. Metoa ceTeBoro ILTAHHPOEAHHSA H YIPAaETeHHA OCTATBEHOH YacTH MPOEKTA.
Mertoa ceTeBoro mIaEEpoBaHEa H ynpaeienns (CITY) npeaHasHatveH §2. CTpyxTypHOE IIAHAPOBAHAE

114 PeMIeHHA 33739 HCCIEIOBAHMHA ONepanHH, B KOTOPEIX HeOOXOIHMO ONTHMATE-

HO PacOpefeHTs CIOKHEIE KOMILIEKCH padoT (HampHMep, CTPOHTENECTED GOME- Cymmocts Meroga CIIV 3akmo9aeTca B 0CO0OM MOIETHPOBAHHH HCCIETY-

IOTO IPOMEIIIIEHHOT0 0GBEET, EEINOIHCHHE CIOKHOIO IPOEKTa H LIL). JIaHHEIR €MOTO Ipolecca, 3 HMEHHO, COZJAéIci HH(OPMATHOHHO-THHAMHYECKIE MOLEIE

METOA, CHCTEMA OIEHKA IPOTPEMM H CIocod MpoBSpEH, EozHHEK B 1958 1. B CIITA, 3ATATH.

3areM OBICTpO DB IIPH3HAH BO BCEM MHpe, B ToM 1HCTe H B CCCP.

XapaxTepHoH 0CODEHHOCTBI0 TAKHX NPOEKTOB ABIAETCA TO, 9TO OHH COCTO-
AT H3 PAIA OTAENEBHEIX, 3MeMEHTApHEX paGor. OHH OOYCIABNHEAOT APYT Apyra
T2E, 4T0 BRIMOTHEHHE HEKOTOPEIX padoT He MOKET OBITE HAYATO paHBMIE, 9eM 33-
BepIIeHE! HEKOTOpsle JpyrHe. Hampmuep, yETagka GyHIaMeHTa He MOXEeT OHITh
HAYATA paHENre, 9eM OVAYT A0CTABIEHEl HeOOXOJHMEIS MATEPHATEL, 3TH MaTepHa-
IIBI He MOTYT OBITh JOCTABIEHE! PaHEIIe, 9eM OyIyT DOCTPOSHE! MOIbe3THEIE IIy-

TH; T0O0H 3Tan CTPOHTEILCTBA HE MOJKET OBITE HaJaT 0e3 COCTABIeHHA COOTBET-

PrcyHOK 1 — [IpHEMep ceTeoro rpatHEEa

CTEYROIedl TeXHHYeCKOH TOKYMEHTAIHH H LI

CITY COCTOHT H3 TPEX OCHOBHEIX 3TallOB] _ _
'OCHOEHEIMH 3/T€MeHTaMH CETEERX MOZEICH ABJIAFOTCA COOBITHA H FHEOTBI.

CTpyKTypHOE IL me TcA C P HpOEKTa Ha FeTKO
ONpedeTeH Rl OMEPAITHH, 1T KOTOPER ONpeIeTAeTca IPOIOLEHTSIEHOCT. JaTeM
CTPOHTCA CeTeEoi rpa)HK, KOTOPEIA NpeICTaBIgeT B3aHMOCES3H PaboT IpoeKTa.

Pafora — 5T0 HEKOTOPHIH IpOLEcC, NPHEONAIIHA K JOCTHAEHHIO OIpee-
NIEHHOTOQ pe3yILTala H, He BCETJA, TpeOYRHH 33Tpal KAKHX-THOO PecypcoE,

HMeeT IPOTHKEHHOCTh BO BPEMEHH.
KalengapHoe NIaHAPOBAHNE OPeTyCMATPHEALT IOCTPOSHHE KaleHIapHO-

ro rparlmm= ONPEIEIAMINET0 MOMEHTEl HAYANA H OKOHYAaHHA ETEIOH paﬁo'lm H
1 2

TepmuH «paboTay MOKET HMETh CIETVIONTHE 3HATEHHA:

Pucynok 52 — IIpumep pparmenta pexiuu
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Pucynox 53 — BBoj HazBaHus KHUTH (1103. 1) ¥ pe3yapTaT KOHBEpTaIUH (1103. 2)

TEMA 7. CeTteBOE NiaHMpOBaHWe v yrpas/ieHue

v VIMNopT mas

T
Tun Kaxapid HTML-dain npeacraenset coboi ogHy rnasy =
Zip-dain 0 e BuibepuTe daiin...

Tema7setevoeplanirov.zip

VimnopTwpoeats OTmena

O6a3aTenbHble 4N 3aN0AHEHWUA NOAA B 3T0R dopMe nomedeHsl @ .

Pucynok 54 — IMIopT 1J1aB 3JIEKTPOHHOM KHUTH

[Tocre uMmopTa comep >KUMOE TJIaBbl MIEKTPOHHONW KHUTH BMECTE C Meua-
KOHTEHTOM OyJeT TOCTYMHO it mpocMmotpa (puc. 55). OrnaBienue octaeTcs pado-

TOCTIOCOOHBIM, TPAHC(HPOPMUPYSCH B TUIIEPCCHUIKH.
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MeTtog ceTegore nnaHMposaHma U ynpasneduna (CMNY) npegHazHaveH 4nA pellerns 33,
CTPOVTENECTEO GONBLIOID NPOMBILAEHHOIO 0OLEKTE, BEBINOAHEHWE CAOXHOIO NPOSKTa U
BCEM Mupe, B ToM uncne u B CCCP.

XapaKTepHOW 0CO5EeHHOCTHHD TAKWX MPOEKTOB ABAAETCA TO, YTO OHW COCTOAT W3 PRA3 OTAE
paHbLlle, Yen 32BepLlIeHbl HEeKOTOPLIE ApyTrMe. Hanpumep, yknaska GyHAaMeHTa HE MOXKE
6y ayT NOCTPOeHsl NOALE3AHbLIE MyTW; NKGOW 3Tan CTPOMTENLCTEE HE MOXET BbITh HauaT 6

CITY cocToMT M3 TpeX OCHOBHBIX 3Tanoe:

CTFI}"H'.'TYPHDE nAaHWpOoBaHWE HaYWHIETCA C DESBHEHHH NpoekTa Ha HETKD onpeleneHHb
B3dWMMOCEASK pﬂﬁDT npoekTa.

KanengapHoe nnaHupoBaHMeE NpenycMaTpUBAET NOCTPOEHME KaNeHaapHoro rpadvka,
NO3BONAET, B UACTHOCTK, BBIABAATE KPMTMUECKME ONepalmny, KOTOPbIM HEOBXOAMMO YAENS
BPEMEHHBIE XapaKTEPUCTUKK BCEX PAboT ¢ UENbH NPOBEASHWA ONTUMK3aLMK CETEBOR MC

B xone onNEPaTUBHOrS ynpasneHWA MCNoONe3YHITCA CeTeBOi K KaleHAd P HbLX [DE{DH Kia g

|_||:l|r"l ITOM CETEBaA MOACAbE MOXMET NOABEPraThCA ONEPaTI BHOW KOppekTHpoBKe, BCNEACTE

§2. CTpyKTypHOE NNaHWpoBaHKe

CywHocte metoga CIY 3akniouaeTcd B 0COB0M MOLENWMPOBAHUW MCCNEAYEMOTO NMPOLECC:

TV TE

P 1-Tlp BOTO rg@dwm

PucyHnok 55 — ®@parMeHT UMIOPTUPOBAHHOM TJaBbl Ha optaie Moodle



