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Monayas 1.

Ilpakmuueckoe 3anamue Nel. Xapakmepucmuku npunoxcenuii MSOffice Word, PowerPoint u Open
(Libre) Office Writer, Impress.

Heas paborbl: Hayuuthcss pabGortate B nporpammeMSPowerPoint U co3naBathb
npe3eHTanuo. M3ydeHne WHOOPMAMOHHOW TEXHOJIOTMM pa3pabOTKU  Mpe3eHTAIluU
BMSPowerPoint. M3ydenune wHGOpPMANMOHHONW TEXHOJOTUW 3amaHus d(PPexToB u
neMoHcTpanuu npezertanuu BMSPowerPoint.

1 Oghopmnenue mabauy

Tabnuia B JOKYMEHTE B COOTBETCTBUHU C MPABUIAMU VIS CTYICHUYCCKUX padOT JOJKHA
UMETh CIICIYIONIYIO CTPYKTYpY U oOopMIICHUE:

['maBubIfl mpuHOMI TpU OGOPMIICHHHM TaOJUIl — TOSCHSAIOIIAsS HAAMUCh B CTOJOIE
3aroJIOBKOB U COOTBETCTBYIOIIAs i MHGOpMAIIUs JOJDKHBI PAacIoaratbCcsi B OJTHOM CTPOKeE,
KOKJ0€ YHCIOBOE 3HAaYe€HHWE B TaOJUIE JOKHO HAXOAUThCS B OTACIBHOM KIETKE,
HE3aBUCUMO OT TOTO, KaK pa3JIMHOBaHa Tabiuua (T. €. IMHUA MEXIAY CTPOKaMHU U KOJIOHKaMHU
MBI MOKEM HE BUCTD).

Co3panue TaONMIBI CleyeT HAaYMHATH C MOJCYeTa B HEW KOJMUYECTBA CTOJIOIOB H
cTtpok. Hampumep, Ha pucynke 4.2 mokaszana Tabiuiia, B Kotropoil 9 cronbuoB u 10 cTpok
(opopmiieHre ee mMMEET MHOTO HEJOCTATKOB, TJIABHBIM — HET IEHTPUPOBAHUS TEKCTAa B
sTYCMKaX IIAKH 110 TOPU30HTAIM M 110 BEPTHKAJIN).

Uto0bI 0pOpMUTH TaKyrO TAOIHIy BBIOEPEM MECTO €€ pa3MEIICHHS B TEKTE, 3a/1aJIuM
cTuiIb ab3ana Tabnuya (B 9TOM CTHIIE MEXKIYCTPOUYHBIN MHTEPBAI OAMHAPHBINA U HET OTCTYIa
nepBoil cTpoku!), mepeiiieM Ha BKIAJKYy JIEHThl Bcmaeéka W Ha)XMEM Ha KHONKY Tabauya
.OTKpoeTCs TaHeNb.

Ecau odbopmisemas tabiauia umeeT He 6osee 10 cTonbuoB u 8 cTpok, s €€ co3manus
MO>KHO BBIOpaTh HEOOXOAMMOE KOJIMYECTBO KJICTOUYCK B BEpXHEH yacTu nmaneau. Ecim pa3mep
OombIne, claeayeT BeIOpaTh KOMaHAy Bcmasumbsmabauyy... U B IOSIBUBIIEMCSI OKHE Bcmaska
maobauybl

Ecnu B 3TOM OKHE OCTaBUTH MapaMeTp A8monoooop wupuHvl Cmoioyo8 — NOCMOAHHAL:
Aemo,tabnuna no mupuHe Oyner 3anumath 100% paboueit o6macTu JaUCTa C OJMHAKOBOU
HIMPUHON BCEX KOJOHOK (PUCYHOK 4.5).

Hanee ipu odopmiieHUH TaOIUIBI CIIETYyET U3MEHUTh MIUPUHY CTOJOIOB TaK, YTOOBI
BCC HAAMWCH B INANKE TAONHIBI MU WHPOPMAIMS €€ OCHOBHOM YacTH OBLIM pa3MEIICHBI
HauOoJiee palMoHaIbHO, BHICOTA TAOJUIIBI ObLIa MUHUMaJIbHA, HO YHCJa B TaOiuile ObUIU
MPaBUJILHO HAIKMCAHBI.

[Ipu pabGote ¢ TabauIel Ha JEHTE MPUCYTCTBYET KOHTEKCTHBIC BKIAIKH Koxrcmpykmop
u Makem ¢ OOJBITUMU BO3MOXKHOCTIMUIIO odopmieHnto Tadiuil. LlenecooGpaszHomnpu 3ToM
BKJIIOUUTD pexuM Omoopazumsv cemky — KHOIIKA ClieBa Ha BKiiajake Maxem (pucyHok4.6).



Pucynok 4.5 — [lepBoHauanbHbIN BUT TaOIUIIBI

Hanee caenyeT opOpMUTH IIANKY TaOIULBL. [[1s1 ClIOKHON Ianku, Kak Ha pUcyHKe 4.2,
CJIEy€eT MOJIb30BaThCcs KOMaHI0U O0vedunums Aueuxu. JIJig 3TOro CHavana Hy>KHO BBIACIUTh
Ipyniy siYeeK, 3aTeM BhIOpaTh 3Ty KHOIKY Ha BKIaake Maxkem WM aHAIOTHYHYIO KOMaHIy B
KOHTEKCTHOM MeHI0. He pexoMenayercst npu ohopmiieHHH TabauIbl MOJIb30BaThCsl KOMaHI0M
Pazoenumvsueiiku,T.K.3T0 MOXET MPUBECTH K HENPEACKa3yeMbIM MOCIEJICTBUSIM NpH
M3MEHEHUH (popMaTa TaOJIULIBI U IPU BCTABKE HOBBIX CTPOK HJIM CTOJIOOB.

[Tocne oObenuHEHNUs STUEEeK B IIAINKE, BBOJA TEKCTA U LU(p MbI mOIydrM Tadnuiy 4.1.
[Tpu odopmiieHnn TabIULBI MOKHO YMEHbIINTE pazMep mpudra 1o 10. Iond sueek (kHOMKa
Ha BKJaJKe Makem) MOXHO YMEHbUIMTH Npu HeoO-xomumoctu g0 0,1 cm wmmm go 0.
BoipaBHuBaHMe B Ianke TaOIMIBI OOBIYHO 3a-7a€TCsi MO LIEHTPY MO TOPU3OHTAIM M IO
BepTUKaIU. BblipaBHUBaHME yHcell B sSUeiKkax TaOJUIBI CJIEIyEeT BBIIOJHATH MO IPaBOMY
Kpato, Ipyu HEOOXOAMMOCTH MOYKHO YBEJIMUYUTH MOJI€ CIIpaBa y TaKuX sueeK.

Tabnuua 4.1 — [Tpumep odopmieHus: TabIUIIBI

MHOEHTENE 8p 2 OpoleccoB
Bpeus pabo- hpezepo- Zomo eHES thpe-
TH HECTDY- THIEHHAA BaHHA I§- | TOUEHHA | 2epHOH Hemod-
MEHTA MOCTIE IHEJpPH- |[OpOgOIE- E0H

23T0UKH, EpPVII0H | EpvraoH WECKOTO HOTO, IIpH opH
T, muH. paMEOE | MEHTOY- | MHMOH | NHMOH | OpOJONB- | CEeple- | 0ceBoH | Ooko-
HOS opoJ00E- oomspad- HOTOD, IIOITS- HHI EOH
HOE HOE PETHOTO mojade | mogade

0 1,00 1,00 1,00 1,00 1,00 1,00 1,00 1,00

60 1,17 120 130 1,10 120 120 1,24 1,30

120 132 140 1,50 1.15 130 1.30 140 1.52

180 142 1.60 1.30 1.20 142 133 1,33 1,73

240 1,50 1,30 220 130 1,50 140 1,65 1,88

300 - 200 230 140 1,37 143 1,78 200

360 - 220 280 150 160 150 1,36 210

[Tocne 3amomHeHWs WH(DOpPMAIMEW WIAMKHA TaONHIBI CIEAYeT HACTPOUTH IIUPHUHY
CTOJIOLIOB, MepeMeIIast MBIIIKOW IPaHUIIbl CTOJIOIIOB.

JlJis mpaBUIIBHOTO MEPEHOCa CJIOB CIENYET MCIOJIb30BaTh BCTABKY MSTKOTO MEpeHoca
(Ctrl+neduc ocHOBHOI YacTH KJIIaBHATYPHI).

PaznuHoBaTh TaONIMIly MOXKHO JIMHUSMU Pa3HOTO BHJA M TONIIUHBL. B COOTBETCTBUM C
npaBuwiiaMd O(QOPMIICHHS CTYACHUYECKUX pabdOT TOPU3OHTAIbHbIE HMBEPTUKAIBHBIC JUHHH,
pa3rpaHUYMBAIOIINE CTPOKU TaONUIIbI, JOMYCKAeTCsl HE MPOBOJIUTH, €CIIM MX OTCYTCTBUE HE
3aTpyIHSET MOJIb30BAHUE TAOIUIIEH.



6. Bcmaska gpopmyn

His opopmienus GopMmyn B JOKYMEHTE MOXET OBITh MCIOJIb30BaHa KHOMKA Popmyna
Ha BKIaaKe Bcmaska. [Ipy 3TOM MOXKHO BBIOpATh 32 OCHOBY MPEIOKEHHBIE 00pa3Ilbl U 3aTEM
OTPEIaKTHPOBATH MX C UCIIOJIB30BaHNEM KOH-TEKCTHON BKIIATKU KoHCcmpyKkmop Wi BCTaBUTh
HOBYIO (hopmyny (pucyHok 4.7). CiemyeT NMOMHHTH, YTO TPH COXPAHCHUH JIOKYMEHTa B
ctapom ¢dopmare Word 2003 Takme (HopMyasl IpEeBpaIIarOTCsS B PUCYHKH, OJHAKO MOTYT
CHOBA PEMAKTUPOBATHCS, Kak (OPMYJbI, MPU OOPATHOM COXPAHEHHWH STOTO JOKYMEHTa B
dbopmare Word 2010.

A A (=% Crpoxa nognicw = | I SopmMyna) -

All = "
I'— Berpoennniii -

Haan
Eul' y Bunom HuoToHa

—1|x+a)" = Z (D x*a™ ¥

k=0

KeagpaTnoe ypagsenue

3 —b+ Vb? — dac
B 2a

X

MNacugage xpyra
F

A=nur

Paznosmenne Cymme

nx nln—1)x?

n_ e — e ——— ama
[1+x}—1+1!+ % +
Pag Telnopa
- X Iz .1'3
e =—1+E+E+E+'”* —0<XxX<®

T Bcraeuts HOBYW SOPMYNY

Pucynok 4.7 — I1anens kHoniku @opmyna

Word 2010 coxpaHun Takke BO3MOXKHOCTh paboTath ¢ pegakropoM Gopmy
npeasiayx Bepcuit (Microsoft Equation 3.0). UtoOwl co3gaTe HOBYIO (GopMyiy 3TUM
croco0om, cieayeT UCIoNIb30BaTh KOMaHy Becmasums o6vexkm Ha BKIIaJke Becmaska.

B HoBOM pexume mnoctpoeHus ¢GoOpMya Ha KOHTEKCTHOM Bkiaake KoH-cTpykTop
MPUCYTCTBYIOT Tpymmbl 1mabmoHoB CUMBOIBI U CTPYKTYpBHl ISl TO-CTPOSHUS Pa3TUIHBIX
¢bparmenToB Gopmyn (pucyHok 4.8).



[l ¥ | = x.docx - Microsoft Word

PAIMETEA CTREHWLURI Cohnen Pacceumm PRUgRHINPOBAHME Ewa

AEEHNHELEEEE]
»|l=l|z]||F azvtm\fﬂ:

CHMEOAR

Ik

PI60TA C hopury NIy

PazpaboTune KoncTpyxrop & ﬂ

X X . e -
& n J' lim A [“’]
¥ e).’ vX -x 4i1;| {O} sin® A naco — 01
Apobs Megexc Pagwean Hinmerpan Kpynseili Ceofrka Oymeuun Juacpamusecaie MNpegenw Onepatop Matpuya
= . ha ha aneparap = = = IHAEH ~ norapugm = = =
CrpyKTyms

Pucynox 4.8 — KonrekctHas Bkiagka Koncmpykmop st paboTbl ¢ hopMynamMu

[Ipu BBIOOpE J10O0H KHOMIKH B Tpynne Cmpykmypsbl OTKPbIBAETCA MMAHEb C BApUAHTAMU
11a0JIOHOB /17151 BBIOPAaHHOTO TUIIA CTPYKTYPBHI.

[Ipennonoxkum, HaM HY>KHO CO3/1aTh (POpMyJTy, MOKa3aHHYIO HA pUCyHKe4.9.

Pucynox 4.9 — Pucynox hopmyisi

JI71st 5TOTO HAXKMEM Ha KHOTIKY Dopmyna, MOSIBUTCS TpadhuuecKuii 00bEKT ¢ HAAMUCHIO
BHYTpU Hero Mecmo oOns gopmynvl. Haitnem B tpynmne Cumeonsi 3HAK G, HaXMEM Ha
KJIaBHAType CHUMBOJI = W BbIOepeM B rpynne Cmpykmypsl CAMBOJ KBaIpaTHOTO KOPHSI.
[TonyuuTcs cnenyromas 4acTb (POPMYJIbL:

Jlanee BbIOEpeM 1Ia0JIOH APOOU, B YUCIHUTENC BCTABUM M3 MAOJIOHOB 3HAYOK CYMMBbI,
HaIWIIEM C HMCIOJIb30BaHMEM NIa0JOHOB MHJIIEKCOB M CHMBOJIOB X,i,2 Ha KIJIaBHAType BCe
BBIPOKECHHE YHUCIUTENS W OyKByn3HaMmeHarens.bykBa x cuepTOoukol CBEpXy HaxOJIUTCA B
mabnone /Juakpumuueckue 3Haku. YToObl 100aBUTH K BBIPpAXXEHUIO B CKOOKax MOKa3aTeilb
CTCTIICHU, CIICYET BBIJCIUTHh 3TOT (PparMeHT W B IMa0JIOHAX BhIOpaTh BepXHHWM HMHIEKkc. Ha
BKJIafike [1aéHas MOXHO 3aJaTh pa3Mep OykB s ¢Gopmyibl. Iloydum clieayromnyro

popmyary:




3 Ilocmpoenue ouazcpamm

[TocTpoeHne nuarpamMM ¢ 3aJaHdeM [UIsI HUX YWCIOBOH WH(GOpPMAUd MOXKHO
BBITIOJIHUTH HemocpencTBeHHO B cucteme Word 2010. [Ins storo Ha Bkiaake Bcmaska
clleyeT HakaTb Ha KHOMNKY /J{uacpamma (B rpynne Hino-cmpayuu),10Ciie 9€T0 OTKPOETCS
OKHO BBIOOpA THIA JuarpaMmbl(pucyHok4.10).
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Pucynok 4.10 — OxHo BbIOOpa THIA JUATPaMMBbl

7. TO ke Bpems B cucreme Word 2010 npucyTcTByeT U cTapasi BO3SMOKHOCTh
MOCTPOEHUS TPa(hUKOB C UCTIONIB30BaHUEM 00BeKTa JuacpammaMicrosoft Graph.
[Ipenmomnoxxum, y Hac eCTh JaHHbIC, MpuUBEACHHBIC B Tabmuie 4.1. it moctpocHUsS

rpadrKOB 3aBUCUMOCTEH TaOIuIbl 4.1 BBIIEIIIEM BCE KISTKH TaOJHUIIBI, coJepKalme udpol
u konupyeM B Oydep oOmMeHa. 3aTeM BBIOMpaeMMECTO, T/ie OYJIeT pa3MelIeHa JuarpaMmma, Ha
BKJIaJIKe Bcmaeka HaxxMMaeM Ha KHOTIKY /[uaepamma v Bbibupaem tun Toueynas—Toueunas ¢
mapxepamu. OTKpbIBaeTCS OKHO cucteMbl Excel, B KOTOpOM MNpUCYTCTBYIOT HEKOTOPHIE
JaHHBIE, Kak oOpaseil. Mbl BpIOMpaeM Ha JTUCTE KJIETKY A2 M BBITIOJHAEM BCTAaBKY JaHHBIX U3
Oydepa, mocne gero Ha aucte Word cpa3y BUIUM quarpaMmy, Ha KOTOPOM MOKa3aHbI JaHHBIC
oaHoM 3aBucumocTy ¥ = F(X). Bua Tabnuiisl moka3an Ha pucyHke 4.11.

Ta0nmuna 4.1 —  3aBUCHUMOCTH BBEIX0/1a
POJIYKTOBKPEKMHTa OT TUIYOHMHBI TpEeBpallieHus
CBIPbs



[nybuHa
npespaule- | Masoinb| beH3wH [a3
HWA
0 | 0,000 0 0
0,1 0,020 0,01 0]
02 | 04370/ 0,03 0
0,3 | 0,250 0,05 0
04 | 0300/ 009 0,01
0,5 0,325 0,12 0,055
0,6 0,340 0,18 0,08
07 1 053100 0,23] 0,16
0,8 0,260 0,33 0,21
09 | 0,180 0,36 0,3
0,98 0,080 0,33 0,5
b
I A2 - & 0O
| A —=® T & 1 D
1 3InayeHuA X AHayeHHa Y
2 0 0 0 0
3 0,1 0,02 0,01 0
4 0,2 0,17 0,03 0
5 0,3 0,25 0,05 0
b 04 0,3 0,09 0,01
7 0,5 0,325 0,12 0,055
8 0,6 0,34 0,18 0,08
9 0,7 0,31 0,23 0,16
10 0,8 0,26 0,33 0,21
11 0,9 0,18 0,36 0,3
12 0,98 0,08 0,33 0,5

[ns M3meHEHMA QMand30Ha JaHHbIX grarpamm
13 nepetawiTe NpaBbLid HWHHKMEA yron AxManasoxa.

Pucynok 4.11 — Jlannsie quarpammsl B okHe Excel

UToOBbl MOMYyYUTHh Ha JUarpaMMe BCE€ 3aBHCHUMOCTH, MEpETaIlMM MapKep BIPABOM
HWOKHEM YTy CHUHEH JIMHUM BNpaBo 10 cTojidbna D, mocne 4dero yBUAMM AUarpammy,
IIPUBEJICHHYIO Ha pUCYHKE 4.12.
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Pucynok 4.12 — IlepBoHavayibHBIN BU IHarpaMMBbl

JlnarpaMMa U Bce €€ 3JEMEHTbl HMMEIOT OOJbIIME BO3MOXKHOCTH IO HACTPOMKE,
IpEJICTaBICHHBIE HA KOHTEKCTHBIX BKJIQJKax JIEHThl Tpynmnbsl Paboma c¢ ouazpammamu:
Koncmpyxkmop, Maxem u @opmam.K W3MEHEHHMIO NapaMeTpOB 3JIEMEHTOB JUAarpaMMbl
MO>KHO TaK)Ke€ MEepeiTH ABOMHBIM LIEITYKOM MBI Ha BHIOPAHHOM 3JIEMEHTE UM BHIOOPOM B
KOHTEKCTHOM MEHIO IyHKTa Popmam ... (mocne cioBa Popmam UAET Ha3BaHUE BHIOPAHHOTO
AIIEMEHTA).

[IpoBeneM dYepe3 TOYKM DKCIIEPUMEHTAJIbHBIX JAHHBIX JIMHAM TpPEHJA C
anmpoOKCUMAalMEd HKCIEPUMEHTAIBHBIX [aHHBIX TOJMHOMAMHU 3-€d WM 4-0i CTENeHU
(mosmHOMBI 4 -0if U OoJiee CTENEeHel ClienyeT UCIOb30BaTh KpailHe OCTOPOKHO, TaK KaK Ha
HUX MOXET NPHUCYTCTBOBATb MHOTO 3KCTPEMYMOB). Buja auarpaMMbl ¢ JUHUSMH TpEHIa
(mocne 3aaHusi HEKOTOPBIX MAPAMETPOB ATUX JIMHUN — TOJILMHA, LBET, MOKa3 KodhduimeHTa
anmnpoKcUMalnuu) npuBeeH Ha pucyHke 4.13. Pazmep MapkepoB Ha AuarpaMMe YMEHbIIIEH,
nerenia (HaAMUCH JIJisl KPUBBIX) yAaJIeHa.
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Pucynok 4.13 — Jlnarpamma ¢ JUHUSIMHU TPEHIA

JIy1st OKOHYATENBHOTO O(OPMIICHUS TUATPAMMBI TTOKAKEM BEPTHUKAILHYIO CETKY, PUCKU
ceTku (HapyxXy) yoepem, opopMUM HAAMKUCH B COOTBETCTBHH C MpaBUiaMU O(OPMIICHHS.
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JIMHUM-BBIHOCKM ¥ HAJIUCH C HOMEpaMHU KpUBBIX J00aBiIsieM Ha JIuarpamMmy c
WCIIOJIb30BAaHUEM BKJIAAKU JEHTBl Becmaska—Q@ueypvi. 1N BEPTUKAIBHOW OCH 3aJaJyM IIar
cetku 0,1. Jlns umcen Ha ocsx 3agaauM ¢GopMaT YMCIOBOM C OJAHMM B JApOOHOI dacTu.
Y6epem paMKy BOKpPYT JUarpaMMbl.

OKOHUaTeNbHbIM BUJ THArpaMMbl ITIOKa3aH Ha pUCyHKe 4.14.
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FnybuHa npespalleHna

1 — ra3oine; 2 — 6eH3uH; 3 — ras
Pucynok 4.14 — OxoHuaTenbHbIN BU IMarpaMMbl

4 PucosaHue u 6cmagxka pucyHKo8
PucoBanue B TexcroBoMm penakrope Word2010 MOKHO BBITIOJIHUTH C KCIIOJIH30BAaHUEM

Habopa BEKTOpHBIX Quryp kHonku @Dueypwr rpynnsl Manrwocmpayuu Ha Bknaake Bemaeka
(pucynok4.15).
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Pucynok 4.15 — I'pynna Hanrocmpayuu Bxnanxku Bemaegka

[Tpu Haxkatum Ha KHOMKHU @uzypsl TOABISAETCS MaHEeb, CoJAepKamias HabOp TOTOBBIX
¢buryp, pazoutsix Ha kaTeropuu (pucyHok 4.16). Ecnu pucyHok OyneT COCTOSATh U3 TPYIIIbI
CBSI3aHHBIX MEXIy c000W ¢uryp, BHU3Y NaHENM MOXHO BbIOpaTh kKoMaHay Hoeoe
nonommno.llocie 3TOro B TOKyMEHTENOSBISIETCS IyCcTas 00J1acTh Ul PUCOBAHMUS, a HA JIGHTE
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MOSIBIISIETCS. HOBasi maHenb Mop-MaT,KoTopas BKIIIOYAET B CeOs psii HHCTPYMEHTOB IO
(bopMaTHPOBAHUIO TOJIBKO YTO CO3AAHHBIX QUTYP.

Ecnu pucoBanue BwimonHseTcss 0e3 ucnonb3oBanus Ilonomna, HECKOIBKO OOBEKTOB
MOXXHO OOBEIUHHUTH B €IUHBIH PHCYHOK C HCIIOJIB30BaHMEM TPYIIbl Ynopaoouums Ha
BKIajke @opmam WM KOMaHIAMUKOHTEKCTHOTO MeEHI0. DUrypel MoxxHol pyrnuposams,

Pazzpynnuposamv u Ilepezpynnuposams,B 3aBUCHMOCTH OT TIOCTABJICHHON 3a/1aui (PUCYHOK
4.17).

oL ToOpMAT
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i 4, Ha nepegnuwit naan » |2 7] A 3axnapxa
M i i i o murzrpa,SmartArt Auarpamma ) eperpes
Monowcerme = S =
' €] O6rexarme Texcrom = Sk~ || * NocnegHue UCNONBLIOBaHHbIE GUrypbl
|I Paimep N P
e — ' EN\NOOOALLDE G
1 -1 | Fpynniposams 0@, A { } v
fpynnUpoEaHie 06 BEKTOE TAKHA DEPAIOM, NnHnun
YTOA B JANBHEALLEM KE MOKHD G600
06paBaTHESTS KAK OQUH OB LEKT. AN TLLRE NG %

OcHosHbie HUrypoi
BOOUCO®ADNCOD
olslsdE [MSGIOIOLaiva e,
EN)O@C J{ >
DUrypHbie CTPEeNIKH

DLV ERLUPECPRI S
€ QvnRODD D[RLIAH

QPO

bnok-cxema

Pucynox 4.16 — @ueypsi 17151 BEKTOPHOTO (1 (<> /710 15 o O
pHUCYHKa COCNXD X ¢ AVED
QBOO

Boinockmn

DO DL aa@isisdAds
S8 /3 A3 d3 J0 AD AD dO
38e3/1bl U NeHTHI

e AQOFOF TR = e adSilay
OERNRA

-1} Hoeoe nonoTHO

Pucynok 4.17 — I'pynnupoBka Guryp

Jns TpynmupoBKHM OOBEKTOB HEOOXOAUMO UX BBIOpaTh € IOMOIIBIO KO-MaHJIbl

Buvioenumsp na Bxianke neHThl InnaenasaW Pedakmuposanue Wi «MBIIIKOW» TPH HaKaTOU
kHonke SHIFT nnun CTRL.
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[TapameTrpsl Tpaduuecknx OOBEKTOB 3aJalOTCA C TOMOIIBI0 KOHTEKCTHOWBKIIAIKU
Cpeocmea pucoeanua — @opmam WM C UCHOIB30BAaHUEM JHMAIOTOBOTO OKHa Dopmam
¢gpuzypsi, KOTOPOE MOXHO BBI3BaTh U3 KOHTEKCTHOTO MEHIO. 37eCh 3aJar0TCsl MapaMeTphbl
3aJIUBKH, KOHTYP U 3G EKTHI PUryp, pasmMepsl, MIOBOPOT U MACIITAO, MMOJIOKEHNUE B TEKCTE UITH
oOTekaHue, MOJiI W BhIPABHHWBAHWE HAIMUCH (TEKCT MOYKHO BCTAaBUTh B IMPSIMOYTOJBHHKH,
OKPY>KHOCTH | JIp. GUTYpBl) U TIpouee (pUCyHOK 4.18).

I i ¥ 3

@opmaT Garype " £
SR 3anvexa
LISET Mtaiad HeT aamaseal
Tor Feaasd CINOWMHAR SAMSA

@ [PanWEHTHAR JAMIBKS
Tere

PascyHoK im TEKCTYDA

DT pawesae

YI0DHAR JAMBKS

CoEueate it T NANGEBAHE Hassarme saroTomn || =
DopuaT oSbemHol duryps Tin: feviatesa) =
L |
MoeopoT obbam-on daryDs : I
Harpas neaie: [ ~
HACTDOMRCE [RACYHEA Yrop: 0"
LiseT prcyreca Towsn rpaguenTa
OO eCTEes e Sibes Te i_‘ —Jm T K
Obpewa i -
Uset i R Ooncoxernee:  100% -5
Haamme '
B0 Te: L) 0% -
TapEL AT TENCT
MpospaisncTs: ] 0% 7

V| MosepsiyTe BHeCTE ¢ Hurypoi

Pucynok 4.18 — Oxno @opmam ¢puzypot

[Ipu co3manum pUICyHKa WJIM BCTAaBKE B JIOKYMEHT PUCYHKA Apyroro (aiiira ero MoxHO
pacmoJIoKUTh B CJIO€ TEKCTa (6 mekcme) WM BHE CJOSL TEKCTa (codmeKkanuem
mexcmom) . PUCYHOK,pACIIOJIOKCHHBIA 6 MeKCHe,BCTaBISICTCIHETIOCPECTBEHHO B ITO3HIIHIO
Kypcopa, BeleT ce0s KaKk OOBIYHBIA TEKCTOBBIA ab3am W TpeOyeT I CBOETO pa3sMEIICHHUS
OTJICTLHOE MECTO B TEKCTOBOM IIPOCTpPaHCTBE. PUCYHKH ¢ oOmexkanuem meKkcmom He
TpeOyIOT ISl ce0s OTAEITBHOTO MECTa B TEKCTOBOM IMPOCTPAHCTBE. DTO TO3BOJISICT 3a/1aTh UX
TOYHOC TOJIOKCHUE Ha CTPAHWIIC W MOMECTUTH 3a CJI0EM TEKCTa WM Tepe]] HUM, a TaKKe
3a/1aTh PACMOJIOKEHNUE OTHOCUTEIBHO JIPYTruX 00BhekTOB. DopMar pucyHKa B JAaHHOW BEPCUU
oduca 3amaeTcs Ha KOHTEKCTHOM BKJIaAKe paboThl ¢ pucyHkoM Popmam W Ilonoscenue umm
Oomekanue. Knonka Oémexanue 103BOJISET 3a-1aTh BAPUAHTHL: 8 meKcme, 80Kpy2 paMKU,no
KOHMYPY, CKBO3HOE,C8EPXY UCHU3Y, 3 MEKCMOM, neped meKcmoM.

5 Asmomamuueckoe hopmuposanue oenasnenus
ABtoMatnueckoe (GopmupoBaHue oriaBiaeHUs — GyHKIUs Word, KOTOpyIO cleayer

HCIIOJB30BAaTh JJIA CIIOKHOI'O CTPYKTYPHPOBAHHOI'O AOKYMCHTA (COCTOSIIHCFO N3 pasaciios,
12



MOJIpa3/iesioB, MyHKTOB). [ MCMONB30BaHUS 3TOTO peXUMa HEOOXOJUMO BCE 3aroJIOBKH,
BKJIFOYaeMbIe B OIJIaBlieHHE, OMOPMIISITh CTHUJISIMH COOTBETCTBYIOIIETO YPOBHS (CM.
JlaGopatopuyto padoty Ne 3).

B Word 2010 ornaBnenue ¢hopMHpyeTCsi C MOMOIIbI0 KHONKUO21asieHue Ha JICHTE
Ccovinku, KOTOpas MO3BOJSIET CPOPMUPOBATH ABTO-COOMpAaeMOE OIJIaBJICHHE WJIM CO3/1aTh
pYy4YHOE OIJIaBJIeHHE BHIOpaHHOTO CTUIIA (pUCYHOK 4.19).

O S 9~ A 2aroncmoxorna - 3 3 4 N Ly

]
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_] LrAsEnEmee

5
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YAANHTE OFNARALHIE

Pucynok 4.19 — Coznanue ornapieHus

Yyeonoe zaoanue

8.  Jlmsa BBIZAaHHOTO TMpernojaBaTeieM JTOKyMEHTa OQOpPMUTH TaOJIHUIIbI,
dbopMyIBl U AMArpaMMBbI B COOTBETCTBHH C MTPABUIIAMU IS CTYACHUYECKUX PadoT.

KonTtpoabusie Bonpocs! I131(OIIK-2):
1. Bugpl rpadudeckux peaakTopos.
2. I[IpencraBuTeny OCHOBHBIX BHIOB ITpa)UIeCKUX PEIaKTOPOB.
3. Uto Takoe npe3eHTauus?
4. Yro Takoe MicrosoftPowerPoint?
5. Uto Takoe LibreOfficelmpress?
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Ilpakmuueckoe 3anamue No2. Xapaxmepucmuku MSExcel u Open (Libre) OfficeCalc.

Leab padoThI:

9. MO3HAKOMUTHCSI C OCHOBHBIMH MOHSITHSIMH 3JEKTPOHHOU TaOIUIIBL;

10.  ocBOMTH OCHOBHBIE IPUEMBI 3AMIOJHEHUS U PEJAKTUPOBAHUS TAOJINLIBI;

11. Hay4YUTHCS CTPOUTH AUArpaMMbl HA OCHOBE JAHHBIX SJICKTPOHHOM TaOIUIIBI.

Opranu3anus TaHHbIX HA JIUCTE

Cnoco0bl opraHu3anuu JaHHbIX

CymiecTByeT Ba crioco6a opraHu3aui JaHHBIX Ha JTUCTE: TaOJ1Ila U CIIHCOK.

[Ipu opranuzanuu JaHHBIX B BHUJAEC TaONUIBI (POPMUPYIOTCS CTPOKH U CTOJIOLBI C
3aMUCsIMU, JIJIs1 KOTOPBIX B STYEHKY HA TIEPECEUCHUH CTPOKH U CTOJIOIA MOMENIAIOTCs JTaHHbIE.
Hanpumep, Ha puc. 1 mnoka3zana Tabinuiia ypoBHS 00pa3oBaHHs CTyA€HTOB MHTepHeT-
VYHuBepcuTera MO TOJaM: TroJla pa3MEIIeHbl B CTPOKaxX, a KOJUYECTBO CTYJEHTOB
COOTBETCTBYIOIIETO YPOBHSI 00pa30BaHUs - B CTOJOIAX.

Puc. 1 - TabnuunsbIit cioco® opraHu3aiyy TaHHBIX

Tabmuubl MOTYT MMETh BEChbMa CIIOXKHYI CTPYKTYpPY C HECKOJBKHMMH YPOBHSIMHU
3amuceil B CTPOKax M CTOJOIAx.

Tabnuunelii croco® oOecreynBaeT, Kak MpaBuilo, 00Jjee KOMIAKTHOE pa3MEIlCHUE
JAHHBIX HA JucTe. st JaHHBIX, OPraHM30BaHHBIX TAOJUYHBIM CIIOCOOOM, yaA00HEe co31aBaTh
JTMarpaMMBbl; B OTJICTBHBIX CITydasX yaoOHee MPOW3BOAUTH BEIYMCICHHs. C IPYro CTOPOHEI,
JlaHHbIE, OPraHU30BaHHbIE B BUJIE TAOJIUIIbI, CJI0KHEE 00padaThIBaTh: MPOU3BOIUTH BEIOOPKH,
COPTHUPOBKH U T. TI.

Hpyroit cmoco0® opraHu3aluv JaHHBIX - CNUCOK. CHUCOK - HAOOp CTPOK JIMCTa,
COJICpKAIIUM OJHOPOJHBIC JaHHBIC; TMeEpBas CTPOKAa COJACPKUT 3arojOBKH CTOJOIIOB,
OCTaJIbHBIE CTPOKH COJIEPKAT OAHOTUITHBIE TAHHBIC B KaXKJIOM CTOJIOIIE.

B Buae crmmcka MOXXHO TPEACTABIATh KaK JaHHbIC WH(POPMAIIMOHHOTO XapakTepa
(HOMepa TeneoHOB, ajipeca U T. 11.), TaK U JaHHBIE, MOIJIC)KAINE BHIYUCICHUSIM.

[IpencraBnenre maHHBIX B BHJE CHOHCKa obOecmednBaeT OOJbIIee YA00CTBO mMpu
COPTHUPOBKAX, BBIOOPKAx, MOJABEACHUH UTOTOB U T. I. C Jpyroil CTOPOHBI, B 3TOM Cliydae
3aTPYJHEHO TMOCTPOEHUE AHarpaMm, CHUKAETCS HArJSIHOCTh MPEJICTABICHUS JaHHBIX Ha
JIUCTE.

OpnHu U Te e JaHHbIE MOKHO IMPEACTABUTh KaK B BUJE TAOJIUIIbI, TAK U B BUJIEC CITHCKA.
Hampumep, B crucke Ha puc.2 MPEACTaBICHbl JaHHbIE, OPraHU30BaHHbIE Kak TaOIMIa
Ha puc.1.
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Puc. 2 - OpFaHI/I3aHI/IH JaHHBIX B BUAC CIITMCKa

Her kakux-mu00 KOHKPETHBIX PEKOMEHIAIUK IO HWCIIONB30BAHUIO TOTO WIIM HWHOTO
croco0a opraHu3aliK JaHHBIX Ha JUcTe. B Kax oM cirydae onTUMaIbHBIN CIOCO0 BRIOUpAIOT
HCXOJIS M3 PeIIaeMbIX 3a]1a4.

ITockonbKy TepMuH "Tabnuma" sBiseTcs 0ojiee TpaAUIIMOHHBIM, 3€Ch U Jlajiee MACCUB
JAHHBIX OyJIeT Ha3bIBaThCS TAOJMIICH, KpOME TeX CIIydaeB, KOT/Ia ClIocOo0 OpraHu3aIiud UMEeT
NPUHIAIHAIBHOE 3HaYCHHUE.

Pa3meinenune JaHHBIX

Kak mpaBuiio, Ha TUCTe pa3MenaroT OAHY TaOJHILy.

Tabnuiry 0ObIYHO MOMENIAIOT B JIECBOM BepxHeM yriry jiucta. [lepBolit cTonber Tadmmiibt
pasmeniaercss B CToJIOIE A, COOTBETCTBEHHO CIICIYIOIIME CTOJIONBI TaOIUIBI 3aHUMAIOT
cienyrommue CcTonompl gmcta. llepBas crpoka TaOnmmbl pa3memiaeTcss B CTpoke 1,
COOTBETCTBEHHO CIICIYIOIINE CTPOKHM TaOJHWIIBI 3aHMMAIOT CJACAYIOIINE CTPOKW jucTa. Ilpm
HEOOXOJMMOCTH HECKOJIBKO TIEPBBIX CTPOK JIUCTA MOTYT OBITh 3aHATHI HA3BAHWEM TaOJIHIIBI.
WHoe pa3mernieHue 3aTPYyIHUT TIeYaTh TaOIHITI.

[Tpu co3manmu TaOIUI] HEJIB3ST OCTABJIATH ITYCThIE CTOJIOIBI M CTPOKH BHYTPH TaOJTHITHL.

IIepemenienue 1 KOMUpPoOBaHUue (PPArMeHTOB JIUCTA

IlepemelieHue u KONMUPOBAHNE NEPETACKUBAHUEM

[lepememiaTh ¥ KOMUPOBaTh MEPETACKUBAHUEM MOXXHO OJIHY SIUEHKY, HECKOJBKO
CMEXHBIX SYEEK, CTOJOEI, HECKOJIbKO CMEXHBIX CTOJIOIOB, CTPOKY, HECKOJBKO CMEKHBIX
CTpPOK.

12. Beigenute pparMeHT JucTa.

13. HaBemute ykasarenab MBI Ha JIOOYIO TPaHMIly 3TOro (pparMeHTa Tak, 4yTOOBI

yKasarTellb BBITJIAIEN B BUJE CTPEIIKH, TIOBEPHYTOM BIEBO-BBEPX (pHC.3).
14.14.
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Puc. 3 - [lonBox ykazaTenst MbIIIU

15. HaxwmuTte Ha JIEBYI0 KHOIKY MBIIIM U IEpeMECTUTE (GparMeHT B JPYroe MeCTO.
JIns KOmUpOBaHMS TIPU 3TOM CIIEYET AEpKaTh HaxkaTou kinasuury Ctrl.

16. Ha nucre Oyner BblieneHa 00JACTh, HA KOTOPYIO MEPEMEILAIOTCS SYEHKH, a
pAAOM C yKaszaTeleM MbIIIM B BHJE BCIUIbIBAIOIIEH MOJACKa3ku OyneT yKaszaH aJpec
npernojaraeMoi BctaBku (puc.4).
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Puc. 4 - KonupoBaHue siueek NepeTacKuBaHUEM

Cnenyer oOpaTuTh BHUMaHUE, YTO NMPHU KOMHPOBAHWU JAHHBIX HA HEMYCTYIO SUYEHKY
cTapble JaHHbIC B HEH aBTOMATUYECKU 3aMEHSIIOTCS HOBBIMH. [Ipu mepemMelieHny JaHHBIX Ha
HEIMYCTYIO STYEHKY BBIXOJIUT MpeAyrnpexacHue. s moaTBepKIeHus 3aMEHbI CIeAyeT HaKaTh
kHonkKy OK, nis oTkasza - kHonky OTMeHa.

IlepemenieHue 1 KONMUPOBaAHME ¢ HCNOJIb30BaHUeM Oydepa oOMeHa

CraHaapTHBIH pexuM

[lepemermaTh ¥ KOMUPOBATh C HCMOJB30BaHHEM Oydepa oOMEHa MOXXHO JFOOOU
JIMana30H BbIJICJICHHBIX SUEEK.

17. Boiaenute nepemeriaeMblii (KOMUPYyEMbIid) pparMeHT.

18. Jlna mepeMemieHHs] LIEIKHUTE MO BbIICICHHOMY (PparMeHTy MpaBOil KHOIMKOMN
MBIIIKM M B KOHTEKCTHOM MEHIO BblOepuTe KOMaHay Beipe3arb uWiaM HaXMHUTE
KHOTIKY Bbipe3aTts rpynnel bydep oomena Bknaaxu I'smaBuas. [[ns konupoBaHUs MICTKHUTE
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[0 BBIJEIEHHOMY (PparMEHTy MpaBOW KHONKOW MBIIIM U B KOHTEKCTHOM MEHIO BbIOEpUTE
KOMaHy Komnnposats WIH HaXMUTE kHOnKy Komuposarte rpynnel Bygep
o0MeHna Bkianku I'maBHasi. Belpe3aHHBIN WM CKONMPOBAHHBIN ()parMeHT OYAET BbIIEIIECH
OeryluM MyHKTHPOM.

19. Begenute s4eliKy, B KOTOPYIO nepemeraercs (Konupyercs) pparMeHT (sSueiky
BCcTaBkH). HeT HEoOXOAMMOCTH BBIAENATH 00JAcTh BCTAaBKH, JOCTATOYHO OJHOM sSUYEHKU
(leBasi BepxHsisl syeiika B 00OJacTH BCTaBKW). S4eiiku BCTaBIsieMOro [uamnazoHa OyayT
pacnoJiaraTbCsi HUWXKE U MPaBee SYEUKU CTABKH.

20. Hna wusBneueHuss  (Qparmenra w3  Oydepa Ha  JHUCT  HAKMUTE
kHOTIKY BeraBuTh rpynnsl bBydep oomena Bknanku I'naBnas.

[Tocne BCcTaBKM BbIpE3aHHBIN (PparMEeHT Ha CTapOM MECTE MCYE3AET, a HA HOBOM MECTE
nosiBisgerca. CKonMpoBaHHbBIN (PparMeHT MOCJie BCTABKM Ha CTAPOM MECTE OCTAETCs; OCTAETCsI
U BblIEJICHUE OETYIUM MMyHKTUPOM. DTO O3HAUYAET, YTO 3TOT (PparMEeHT MOKHO BCTABUTH €I1IE
pa3 B a1pyroe mecto. YToObl yOpaTh Oerymuii myHKTHp HaxmuTe kiasumy Esc.

[locne BcTaBkU sU€eK MpU KOMMPOBAHUU MPABEE U HUKE OOJACTH BCTaBKH MOSIBISETCS
kHonka Ilapamerpsl BecTaBkHM (puC.5), KOTOPYIO HCIOJIB3YIOT MPHU BBIOOpPE OCOOCHHOCTEH
BcTaBKU. [Ipu nepemMenieHnn ssiueek KHOIMKA HE MOSBIIAETCS.

FAR E T 7 g - Wawpiiht i
[ p— S e S el

o om P

MapameTpbl
BCTABKM

B M NN

Puc. 5 - Mento knonku [lapameTpsl BCTaBKH

Cnenyer oOpaTuTh BHUMaHHE, YTO U MPU KOMMPOBAHUU, U MIPU MEPEMEIICHUN JaHHBIX
Ha HEIYCTYIO AYEUKY CTapble JaHHbIC B HEW aBTOMAaTUYECKH 3aMEHSAIOTCS HOBBIMH.

Jlo0aBJ1eHnE TUEEK

[Ipu HEOOXOAUMOCTH BCTABKU SYEEK MEXKAY CYIIECTBYIOIIMMHU SYCHKaMH, a HE BMECTO
HUX, CJeAyeT IUEJIKHYTh TMpaBOd KHONKOW MBIIIM MO s4Yeilke BCTaBKM U BbIOpaTh
COOTBETCTBYIOIIYK0O KOMAaHJAY KOHTEKCTHOIO MEHIO: MpHU IMEpeMellecHun - BcraBuTh
BBIPE3aHHbIC STYECHKH, a IIPU KOIIUPOBAHUU - BCTaBUTh CKONIMPOBAHHBIE STYECUKH.

[Ipu BcTaBke OJHOM SIMEMKM WM AMANa30HA SYEEK, HE O0pa3yloIIero eIyl CTPOKY
WU HENbIA CTOJIOCI, BBIXOJUT OKHO (puc.6), B KOTOPOM HEOOXOAMMO BBIOpaTh JEHCTBHUE C
CYILECTBYIOIIUMH STYEHKAMU: CIBUHYTh UX BIIPABO WJIU BHU3.
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Puc. 6 - Ber6op HanpaBiieHus CIBUTA TIPU T00ABICHUH SYCCK

Pa6ora c 0ydpepom oomena Microsoft Office

B O6ydepe oomena Office moxxkeT oHOBpEMEHHO XpaHUThCS 10 24 gparmeHToB. s
TOT0 YTOOBI KCTIOJIB30BATh 3TY BO3MOKHOCTh, HEOOX0IMMO 0TOOpa3uTh 00J1acTh 3a/1a4 bydep
o0MeHa.

Hns oroOpakeHusi oOnacTé 3amad BO BKIaake [JiaBHAs IIENKHUTE IO 3HAUYKY

rpynmel Bygep o0mena. B HekoTopbIx ciydasx 3Ta 00JIacTh 3a7a4 MOXKET TMOSIBISATHCS
aBTOMATHYECKHU.

O6nacte 3amau bydep oomena B Excel 2010 o6bp1yHO OTOOpakaeTcss B JICBOM 4YacTH

okHa (puc.7). Jnga ynoOcTBa TpaHUIly MEXAYy OO0JIaCThIO 3a/lad U JOKYMEHTOM MOKHO
nepeMeniaTh BIEBO WM BIIPABO.

."; ol W g+ Whampgaiy Bognd

m ..... Bomms Do T CBipr s Pegemanaian ey Pl
i Z- [ i3 Ay Wiy B prd RO il h; i .‘_.
By ML RAT EER EE ot %W R | S S
o =T i =
e "

i Ot i

i
2 ] C B E J
e T T e
| o £353 L) 18 108
R Hsan E ] bt

200%
Mt MGl X iy
w gy el o g Ay ] o riv ) i ST LhE e ET
Pty ey Sl 208 Cr-t FELRTES 5] o] WAL

Eipe Kerre - Cfoamms Tpreges pEcermsme | Ypoemesin efpamaiem ) Py 1
I T T T P by Bilasee

Puc. 7 - O6nacts 3anau bydep oomMeHa

_

B oGnacTu 3amay 0TOOpakaroTCs BCe HAKOTUICHHBIC dJIEMEHTHI (00BEeKThI). [[71s1 BcTaBKku
TF000TO DIIEMEHTA MISIKHUTE TI0 HEMY MBIIIBI0. J[JIsi BCTaBKH Cpa3zy BCEX JEMEHTOB B TOM
NopsIKe, KaKk OHH MOMEIIATUCh B Oydep oOMeHa, HaxkMuTe KHOIKY BeraBuTh Bee.

OTtaenbHBIC JIEMEHTHI MOKHO yIalnuTh u3 Oydepa oOmena. Illenkaute mo 3yieMeHTy B
obJacTu 3a/1a4 MPaBOil KHOMKOW MBIIIY U B KOHTEKCTHOM MEHIO BEIOEPUTE KOMaHIy Y JaJIUTh.
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JInst ynaneHus cpa3y BceX 3JI€MEHTOB HAXKMHTE B 00JIaCTH 3a7a4 HAKMUTE KHONIKY OYHCTHTH
Bce (cM.puc.7).

JIist cKpbITHSL 00JacTH 3a/lad HAXKMHUTE KHOIKY 3aKpbITh B MPAaBOM BEPXHEM YTy
obJiacTu.

KonupoBanue ¢ noMOIIbIO CHIENHAJIbHON BCTABKH

[Ipu xommpoBaHMM MOTYT BO3HMKHYTH M 0oJiee CJIOXKHBIE 3aJaud: KOIMHMpPOBAaHUE U3
ssuelKu YacTh MHGOpMaINK; MpeoOpa30BaHUEe JTAHHBIX; YCTAHOBKU CBSI3M MEXKIY SUeHKamu.
OHH permaroTcs ¢ UCMOJIB30BAHUEM BO3MOKHOCTEN CIIEUAIbHON BCTaBKHU.

Jliist u3Bneuenus u3 0ydepa oomMeHa pparmMeHTa ¢ MOMOIIBIO CIIEUATLHON BCTaBKH BO
Bkiagke I'ymaBHasi B rpynne bydep o0OMeHa mieakHUTE CTpPENKy KHONKA BeraBuUTh U B
MOSIBUBIIIEMCSI MEHIO BBIOEPUTE OJIUH U3 CIIOCO00B (pHcC.8).
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Puc. 8 - Beibop crioco6a BcTaBKku

Ha3Banus crioco00B BCTaBKM MPUBEACHBI HA PUC.9, a XapaKTEPUCTUKU - B TAOTHUIIE.
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Qopmynsl 1
GopmaThl Yucen

—] 9 CoxpaHuTb
ucxogHoe

o\ bopmatuposaHue
i R T e T

s

mopmynhg
BFI':}BHTb

m N
Bes pamok “»

TpaHcnoHWpoBaTh

CoxpaHuTtb
Berapmte 3MavEHHA
WKWpPUHY cTonbuoBs
3HaueHus T PULlY 4
ot P B opuruHana
PYTHE NapamMeTpbl
3HaYeHMa K1 3Ha4YeHuA K1
dbopmaTbl Yucen ucxogHoe
$opmaTnposaHue |

PopmaTipoBaHue

Bcrasuth
CBA3b

PucyHor

=
CeAsaHHbIN
PHUCYHOK

Puc. 9 - HazBanug criocoO0B BCTaBKH

Komanaga menio

Pe3y.111>TaT BBIITOJIHCHUHA

BcraButs BceraBnsiercss Bc€ copepkumMoe U 0pOPMIIEHHUE CKOIMHUPOBAHHBIX
AYEEK.
DopmyIsl Bcerapnstores popmyssl B TOM BUji€, B KOTOPOM OHU BBOJSITCS B

cTpoky popmyi. OpopmiieHre He KOMUPYETCs.

®opmynbl U popMaThI
qucen

BceraBnstores opmynel B TOM BHjE, B KOTOPOM OHHU BBOJISATCSA B
cTtpoky dopmyin. Konupyrorcs uucioBbie (popMaThl, YCTAaHOBJICHHBIC
IJ1s1 KOMUPYEMBIX STYEEK.

CoxpaHuTh HCXOIHOE

BceraBnsiercss Bc€ comepkumoe U 0dOpMIIEHHWE CKOMMMPOBAHHBIX

dbopmaTupoBaHHE sTYEeK.

be3 pamok BceraBnsercs Bc€ comepkuMoe u 0opopMIICHHE CKOITUPOBAHHBIX SUCCK
3a UCKJTFOYCHUEM TPaHUIL.

Coxpanute  mupHHY|BcTaBiasercs Bc€ comepkumoe W O(QOPMIICHHE CKOMMPOBAHHBIX

CTOJIOIIOB OpUTHHAJIA

SAYCCK, a4 TAKXKC IIMPHUHA CTOJ'I6LIOB CKOIIMPOBAHHBIX SYCCK.

TpancioHupoBarb [Ipoucxoaut nmpeoOpa3zoBaHuE JNAaHHBIX. SIYEHKHU CTPOK BCTaBISIOTCS
KaK CTOJIONBI, SYCHKU CTOIOLOB BCTABISIIOTCS KAK CTPOKH.
3Ha4YCHHUs BceraBiAroTres  TOJBKO — 3HAYEHUSA  CKOIMPOBAHHBIX  sYEEK.

Odopmnenne u GopMyIibl HE KOTUPYIOTCA.

3HadeHust ¥ popMarthl
qucen

BceraBnsitores TONBKO 3HAYEHUs CKOMMPOBAHHBIX SYEEK, a TaKKe UX
YHCIIOBBIE (DOPMATHI.
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KoMmanaa meHro

Pe3yJIbTaT BbINOJIHCHHUA

3HaYeHUsI U UCXOOHOE
dbopmaTupoBaHue

BcraBnstorcss 3HadyeHUS CKOIIMPOBAHHBIX AYCCK, a TaKXC BCE

odopmiienne. Dopmyibl HE KOMUPYIOTCS.

dopmaTupoBaHue

BcraBnsiercss Tonbko ¢opMaTUpOBaHHWE CKOMHMPOBAHHBIX —STYEEK.
Conepxumoe sTYeeK He KOIUPYEeTCs.

BcTaButh CBA3b

JlaHHble BCTaBISAIOTCS B BUAE (OPMYJ, CBA3BIBAIOIIUX AUANa30H
BCTaBKH C KOMUPYyEMbIM auanazoHoM. OdopmieHne He KOUpyeTcs.

Pucynox

JlaHHBIE BCTaBJISAIOTCS B BHUAE Tpaduueckoro o0ObekTa (pUCyHKa),
0TOOpaXKArOIIETO CKOMTMPOBAHHBIN THATIa30H.

CBsi3aHHBII PUCYHOK

JlaHHbIE BCTaBISIOTCA B BHJE Trpaduyeckoro oObeKkTa (PUCYHKA),
OTOOpaXaroliero CKOMUPOBAaHHBIM Juana3oH. Ilpu  BwlIeneHUH
pUCyHKa B cTpoke ¢dopmys oToOpaxkaercs (opmyiia, CBA3bIBAOIIAS
PUCYHOK C KOMMHMPYEMBbIM JWara3oHoM. [lpwm W3MeHEeHWH HaHHBIX B
KOIUPYEMOM JHarna3oHe JaHHbIe, OTOOpa’kaeMble B PUCYHKE, TAKKe

HU3MCHAIOTCA.

JIIsi TIpUMEHEHHsST BO3MOYKHOCTEH CICIMAIbBHOM BCTaBKH MOJKHO MCIIOJIB30BaTh M
KOMaH/Ibl KOHTEKCTHOTO MeHIO (puc.10).
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10 - Bri0op crioco0a BCTaBKK B KOHTEKCTHOM MEHIO

IHaYeHWA M
HCXoaHOE
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3HAYEHHWA W
dopmaTbl 4HCEN

EcTasuTe

DapAIAT B
'
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Frngpocuines

o

B 00oux ciyuasx npu HaBeJEHUH yKa3aTells MBIIIN HAa 3HAYOK, 0003HAYAIOLIHIA CII0CO0
BCTaBKH, MOSBISIETCS BCIUIBIBAIONIAs MOACKAa3Ka C €ro Ha3BaHUEM, a Ha JIMCTE BCTaBJICHHBIN
(dparmeHT oTOOpaXkaeTCcs TaK, Kak OH OYJET BBITJIAAETh MPU BBIOOpPE YKa3aHHOTO CIIOco0a.
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Jlns  jgoctyma K ApyruM  criocobamM B MeHIO  (CM. puc.8) BbIOEpUTE KOMaHIy
CrnenuanbpHas BCTaBKa, B Pe3ysibTaTe 4ero mosiBUTCs OkHO CnenuajbHas BcTaBka (puc.11).

E] M- ¥
ﬂ ..... [T ¥ e e T L ] Begy  Fosedares
L 0 . -« .
L = e I ) LA ) T TR Ly ?-E
'“',.n' XXy Be A ERE IR Glcduss s o e --nom R i vl
nge ridee=y ==t A} oy mi=spy=ay it
BE -

A L L ety IS el . = & o L ], I
| R ] 1o o e -
a o] | r—
< o LR [ o gl T
1 e T Lry pmmn
. o pararisa ey P
B s EETET BT - BT R
4 M e Frmapas mapareny e e Sy
| | o] 7 i
3 FER fep o T
I o L ]

11 s CE Fassrme
i bt i [ —
13 Wk Wirdr
14 HS T T Taell Bl ST TR
:; E ST T S 'ﬁ:h Crepea
17 000 L_ﬁ
15 o
13 | J00 W7k
Dozl it

n

Puc. 11 - Beibop napameTpoB crieliiaJibHOW BCTABKU

Crnenyer OTMETHTB, YTO C WCIOJB30BAHMEM CIEIUATBLHOM BCTAaBKHM MOYXHO BCTaBUTH
TOJIBKO TOCJIEAHUM U3 CKOMMMPOBaHHBIX B Oy(dep oOmMeHa (pparMeHTOB.
[Ipu BcTaBKE TEKCTOBBIX U IPaPUUIECKUX OOBEKTOB COJIEPKAHUE MEHIO U TUATIOTOBOTO
okHa CnenuajbHas BCTaBKa OyJeT UMETh IPYTroi BUJI.

KOHHpOBaHI/Ie ABTO03aII0JIHCHHUEM
ABTO3a1oJIHeHUE MOXKHO HCII0JIb30BaTh JJIs1 KOIIMPOBAHUS HaA pAAOM PaCIIOJIOKCHHBIC

STYEUKHU.

JIns  KomupoBaHMS CIEAYET BBIACIUTh SYEUKY C KOIHUPYEMBbIMU JAHHBIMU W

NepeTaIuTh MapKkep aBTO3aMOIHEHHS TI0 CTPOKE WK cTooy (puc.12).
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Puc. 12 - KonupoBaHue aBTO3aroJHEHUEM
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B HekoTOphIX cllydyasgXx BMECTO KONUPOBAHUS MOXKET IMPOM3OWTH aBTO3ANOJHEHUE
MOCIIEIOBATEIBHBIM PSIIOM 3HAYEHUH (HampuMmep, MpH KOMHMPOBaHUM 1aT). B sToM ciyuae
ClelyeT UICJKHYTh MO 3HAUKy aBTO3aIMOJHEHUS M B MEHIO BbIOpaTh KomaHny KommpoBaTh
sauerku (puc.13).
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Puc. 13 - KonupoBanue aBTO3amnoJHEHUEM KaJCHIapPHBIX JTaHHBIX

Jlo0aBJieHnE 3J1EMEHTOB TA0JINIbI

Jo0aBiieHue CTOIOLOB U CTPOK

Jnsa noGaBneHust cronlua (CTPOKM) MOXHO HISNKHYTh HpPaBOM KHONKOM MBIIIM T10
3arojIoBKy cTosiOna (CTpOKHM) JIMCTa, HAa MECTO KOTOPOrO BCTAaBJSETCS HOBBIM, U B
KOHTEKCTHOM MEHIO BbIOpaTh KOMaHy BcTaBUTS.

MoxHO TAKXKe BBIJICJIUTH 100YyI0 SAYEUKY, 3aTeM B
rpynne S4eiikm Brianku I'J1aBHAsi IIETKHYTH MO CTpesike KHONKMBceraBuTH U BBHIOpAThH
Tpedbyemyro komaHay (puc.14).
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Puc. 14 - lo6aBieHue cTon0110B WIIK CTPOK
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Eciu BbIIETUTH HECKONBKO CTOJOIOB WJIM CTPOK, TO TaKOE€ K€ YHCIO CTOJIOIOB WIIH
CTpOK OyeT 106aBIICHO.

BceraBnennslii ctonber (cTpoka) moBTopseT odopMIIeHHE CTOJI0Ia, PACHOJIOKEHHOTO
cineBa (CTPOKH, pAacloONOXEHHOW BbImie). Ecmum TpeOyeTcss uCmoib30BaTh OQOpMIICHHE
CTOJIOIA, PACIIOJIOKEHHOTO CITpaBa, WM HE TpeOyeTcs HUKAKoro oopMieHHUs BOOOIIEe, TO
nocine  J00aBJIEHHsS  CTOJOLA  CIedyeT HICTKHYTh o 3Hauky IlapameTrpsbi
nobaBienus (puc.l5) u BHIOpaTh COOTBETCTBYIOUIYIO KOMaHAY B MEHIO. AHAIOTUYHO MOXKHO
NOCTYIHUTH MPH 100aBICHUU CTPOK.

2l bl W Kypies - Nammpahy Engsl
m ..... Bosms Mo Tpaemge  CSipemy  Eeer | Pugsemeninas By Pesplire:
i & £ 1 A - . o] p— [Cre—

By || e A EEE B Hohen o se s B wm B e s

Puc. 15 - Br16op napameTpoB q00aBiIeHUs CTOJIOIOB

Jlo0aBJieHne TUeeK

JloOaBiieHHE OTIETBHBIX YEEK B TAOIUILY UCIIOJIB3YETCS] BECbMa PEAKO.

21. IllenkHuTe NpaBOil KHOMKOM MBIIIU IO SYEMKE, HA MECTO KOTOPOMl BCTaBISETCA
HOBas, M B KOHTEKCTHOM MEHIO BbIOepuTe KOoMaHAy BcraBuTh. MOXHO Takxke B
rpynneflveiikuskinaakul laBHasi 1ENKHYTh 1O CTpelke KHONKuBcTraBUTBH BBHIOpATH
COOTBETCTBYIOIIYIO KOMaHay(cM. puc.14).

22. B okne/lo6aBienune siueex(puc.16) BbiOepuTe  HampaBleHUsS  CHIBHUTa
CYILIECTBYIOIUX SUYECEK.
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Puc. 16 - Beibop HanpaBieHus CBUTA STYEEK TIPU BCTABKE

BcraBnennas sueiika moBTopsieT OGOpMIICHHME SYEWKH, PACMOSIOKEHHOM cleBa WU
CBEpXY (B 3aBUCHUMOCTH OT BBIOPAHHOTO HAIIPABJICHUS MEPEMEILEHUS CYILIECTBYIOLINX SUEEK).
Ecnu tpebGyercs ncnob30Bath 0pOpMIIEHHE STYEHKH, pACIIONOKEHHOM clipaBa WK CHU3Y, UIIH
He TpeOyeTcss HUKAKoro o(opMieHHsI BOOOIIE, TO Mociie J00aBIEHUS CTPOKU CIEAYyET
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nieNkHyTh 1o 3HaukyllapameTrpnl no0aBJjieHUsiM BbHIOPATh COOTBETCTBYIONIYIO KOMAHIy B
MEHIO.

YnajeHue’1eMeHTOBTA0 MBI

Yaajienue cToJI0L0B M CTPOK

JUist ynaneHust cTosiOlua Wi CTPOKM TaOJIMLBI MOXXHO IIEIKHYTh NMPaBOMl KHOIKOW
MBIIIM IO 3arojOBKy CTOJIOLA@ WJIM CTPOKM M B KOHTEKCTHOM MEHIO BBIOpATh KOMAaHIy
Y nanurs.

MoxHO TaKXKe BbIJICIUTD 000 AYEHKY, a 3aTeM B
rpynne Sdeiiku Bkiaaku ['J1aBHasi IIENKHYTh MO CTPEJIKE KHOMKU YIAJUTh U BbIOpaTh
Tpedyemyro komauay (puc.17).

1HS
L1t

Puc. 17 - Y nanenue cronbia (CTpoKm)

Ecnu tpebyercst yaanuTh HECKOJIBKO CTOJIOIIOB MU CTPOK, TO CIEAYET UX BBIICIUTS.
HeBo3MOkHO yaisiTh OJTHOBPEMEHHO CTOJIOIBI U CTPOKH.

YnaineHue ssueexk

VYnanenve OTAENbHBIX SYEEK W3 TAOIMIIbI, KaK U J00aBJIEHUE, MCHOJb3YETCsS BeChMa
penKo.

23. lenxHuTe MpaBOil KHOMKON MBI 0 STYEKE U B KOHTEKCTHOM MEHIO BBIOEpUTE
KOMaHy Y JaJnTh.

24. B okHe YaajieHHe siYeeK BHIOCpPUTE HAIMpaBiICHUS CIBUra CYIIECTBYIOIMIUX
SYEEK.

PadoTra ¢ 1ucramu

BcraBka gucra

UT0oOBI OBICTPO BCTAaBUTH HOBBIM JIUCT TOCIIE CYIICCTBYIOIINX JIMCTOB, IIEIKHUTE
ApabIK BeTaBUTH JIMCT B HIDKHEHN YacTH dKpaHa (puc.18).
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BCTaeuTe AUCT

it 130 w i .

Puc. 18 - BcraBka nuct

YT0oOBl BCTAaBUTh HOBBIN JIUCT MEPE] CYIIECTBYIOIIUM JMCTOM, BBIOEPUTE SIPIBIK 3TOTO
aucrta, B rpymnme S4vedku Briaaku [JIaBHasl IIEJIKHUTE IO CTPEIIKE KHONKKA BeraBuTh U
BbIOepuUTe KOMaHAy BcraButh smct (cMm. puc. 14). Ecnu BBIIEIUTh HECKOJBKO SIPIBIKOB
JIMCTOB, TO BCTABUTCS TOYHO TAKOE K€ KOJMYECTBO HOBBIX JIMCTOB.

BceraBnennsiii muct umeet ums "Jlucr...". Tlocne numenu "Jlucr" crout mudpa. Eciu B
KHHUI€ HET IPYTUX JUCTOB ¢ uMeHeM "Jluct", To HOBBIM JucT OyaeT umeth ums "Jlucr 1".

BcTaBky 11MCTOB OTMEHUTH HEBO3MOXKHO.

IlepenmeHoBaHue JTUCTA

25.  JIBaxIbl HIEJIKHUTE MBIIIBIO MO SPJABIKY JIMCTA, MOCIE Yero MUMs Jucta Oyner
BBIJICJICHO YEepHbIM (POHOM. MOXKHO Takke LIECIKHYTh MPaBOil KHOMKOW MBIIIM MO SIPJIBIKY
JMCTa U B KOHTEKCTHOM MEHIO BbIOpaTh koMaHy [leperMeHoBaTts.

26. Baenurte HOBOE UMs U JIJIsl MOATBEPKACHUS HAXKMUTE KiaBuiny Enter.

Nwms nucta He JOKHO coliepkath O0ojiee 31 cumBona. B iMeHax MOKHO MCIOJIb30BaTh
JTt00BIe CUMBOJIBI, KpoMe : (aBoetoune) / \ [ | ?7 *. MimeHa n1ucToOB B OJJHOW KHUTE HE JTOJDKHBI
HOBTOPATHCS.

IlepenMeHOBaHNE TUCTOB OTMEHUTH HEBO3MOXKHO.

IlepeMenieHue 1 KONMPOBAHME JIUCTA B TEKYLIel KHUTe

[lepemenieHne W KOMMpOBaHUE JUCTa B Mpeaesiax KHUTH OOBIYHO TMPOU3BOIST
MEePETACKUBAHUEM SIPJIbIKA JINCTA BJOJb JIMHUU SPJBIKOB MPU HAXKATON JIEBOW KHOIKE MBIIIIH.
Jlns konmupoBaHUS ClAeAyeT aepkath HaxkaTou kinaBuiry Ctrl. IIpu aTom Oyner nepememarbcs
3HAQYOK JUCTa M MeTka BcTaBku (puc. 19). [Ipu noBeaeHMHM METKHM BCTaBKU JI0 HYXHOU
MO3UIIMH B KHUTE CIAEAYET OTIYCTUThH JIEBYIO KHOMKY MBIIIIH.
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Puc. 19 - Ilepemelnienue aucra

[Ipy komupoBaHWM CO3HAETCS HOBBIM JIUCT, SBISIIOIIMICA TOJHOW  KOMUEH
cymecTByromero. HoBomy nmcTy aBTOMaTHYECKH MPUCBAUBAECTCS UMsI KOITUPYEMOTO JINCTA C
noOaBiieHneM LUPPsl 2 B KpynibIX CcKoOkax. Hampumep, mnpu  KONUPOBAHHUH
nucta 3apniiaTa OyeT co3aH HOBBIM JuCT 3apmiiara (2) .

IlepemenmaTe 1 KOMUPOBATH MOYXKHO HE TOJIBKO OJIMH JIMCT, HO U TPYIIITY JUCTOB.

[lepemMenieHne 1 KONMPOBAHUE JTUCTOB OTMEHUTH HEBO3MOKHO.

Ilepemenienue ¥ KONMMPOBaHUE JTUCTA B IPyrue KHUIH

27. lllenkHuTe MpaBol KHONKOM MBIIIH IO SIPJIBIKY JUCTA U B KOHTEKCTHOM MEHIO
BbIOEpUTE KOMaHy [lepeMecTuTh/CKONUPOBATh.

28. B oxue IlepemectnTh/ckonmpoBath(puc. 20) B pacKpbIBAIOIIEMCS CIHCKE B
KHHUT'Y BBIOEPHUTE KHHUTY, B KOTOPYIO OyAeT repeMeniaTbCsl MM KOMUPOBATHCS JIUCT, B CIIUCKE
nepel JMCTOM MOYKHO BbIOpaTh MECTO pACIOJIOKEHMs] BceTaBiasiemMoro jucra. s
KOIMPOBAHUS JIUCTA HEOOXOAMMO YCTaHOBUTH (hi1akokCo31aBaTh KOMHUIO.
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Puc. 20 - [Iepemenienne u KONMUPOBAHUE JINCTOB B APYTHUE KHUTH

Jluct mepemeniaeTcss WIM KOMHPYETCS B BHIOPAHHYIO KHUTY, MPU 3TOM HUMEHHO 3Ta
KHUTA CTAHOBUTCS aKTUBHOM (0TOOpaKkaeTcsi B OKHE).

Ecnu B ciucke B KHUTYy BBIOpaTh (HOBasi KHUTA), TO OyAET CO3/]JaHa HOBAasl KHUTA,
COZIEpIKaIlas TOJBKO MEPEMENICHHBIE MIIM CKOTUPOBAHHBIE B HEE JIUCTHI.

VYkazaHHBIM CIOCOOOM MOKHO MEepeMeNIaTh U KOMMUPOBATH JIUCTHI U B TEKYILEH KHUTE.

[lepememiath ¥ KOMUPOBATHh B APYTYIO KHUTY MOKHO HE TOJIBKO OJIMH JIUCT, HO U
TPYIIIY JUCTOB.

HepeMCHIGHI/IC H KOITMPOBAHHUC JIUCTOB B APYI'C KHUTU OTMCHHUTH HCBO3MOZKHO.

Yaajienue J1uCTOB

JUist ynaneHust 1ucTta ciaeAyeT IEIKHYTh MPAaBOM KHOMKOW MBIIIH MO SIPJIBIKY JIUCTA U B
KOHTEKCTHOM MEHIO BBIOpaTh KOMaHAy Y AAJIUTh.

MoxHo Takxke B rpynne fdyeiikm Bkianku I'1aBHasi IENKHYTP 1O CTPEJIKE
KHOIIKHM Y QJIUTh U BBIOpATh TpeOyeMyro Komanay (cm. puc. 17).

[lycToii nmuct Oyaer ynaneH 6e30roBopouHo. Eciu ke Ha JucTe UMETCs Kakue-Iuoo
JaHHbIE WU KOrjAa-iubo ObUTM Kakue-TMOO [JaHHble, TpPU TOMBITKE YAAJCHUS BBIAACT
npeaynpexjaenue (puc. 21). st noaATBepKICHUS yIATICHUS] HAAKMUTE KHONIKY Y JaIUTh.
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Puc. 21 - IlpenynpexacHus 0 HaIUYUU JAHHBIX HA YAAISEMBIX JINCTaX

yI[aJ'ISITB MOXHO HC TOJIbKO OAWH JIMCT, HO U I'PYIITY JUCTOB.
yI[aJIGHI/IC JINCTOB OTMCHHUTDH HCBO3MOXKHO.
Henn3s YAAJIUTD JINCT, €CJIN OH SABJIACTCSA CAMHCTBCHHBIM B KHUI'C.

PaboTa ¢ yyieMeHTAMM JINCTA
N3meHeHue MUPUHBI CTOJIOLOB

HpOl’I3BOJILHO€ H3MCHCHHUEC INIMPHUHDBI

[Mupuna crombmoB B Microsoft Excel ycranaBnmBaercs KOJMYECTBOM 3HAKOB
CTaHAAPTHOTO MIpUQTa, MOMEIIAIOIIUXCS B STUCHKE.
[lepBoHavasibHasi MMpPUHA CTOJOLOB OOBIYHO paBHa 8,43. MakcuManbHO BO3MOXKHAs
mupuHa croibma 255. Ilpu yctaHoBke mupuHbBl cToj0ma paBHoW 0 (HOJB) cToyGeI]

CTAHOBHUTCS CKPBLITBIM.

[upuny crondua MOXHO HM3MEHUTh, MEPETAIIMB €ro MPaBYIHO TPAHUIY MEXKAY
3aroyioBKkamu ctosouoB. Hanpumep, g Toro ytoObl U3MEHUTH MIMPUHY cTosiOUa B, cienyer
nepeTamuTh rpanuiy Mexay cronduamu B u C (puc. 22). IIpu 3ToM BO BCIUIBIBAIOLIEH
MOJICKa3Ke 0TOOpaKAETCsl yCTaHABJIMBaeMas IIMPHUHA CTOJIO0IA (B 3HAKAX U MUKCEIISIX).
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Puc. 22 - 3meHeHre MMUPUHBI CTONIOIA TEPETACKUBAHUEM

[leperackuBaHMEM MOXHO HW3MEHSTh IMUPUHY Cpa3y HECKOJBKUX BBIICICHHBIX
cTosI01I0B (HE 00s13aTeNIbHO cMekHBIX ). [IInprHa cTONOI110B ITpU 3TOM OYAET OJIMHAKOBOM.
MO>XHO yCTaHOBHUTH TOYHYIO IIUPUHY CTOJIOIIA.

29.

Brigenute mo0yto siueliky ctonlua (MM HECKOJIBKUX CTOIOIOB).
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30. B rpynneSueiikuBkiaakul TaBHASIEIKHYTh 1O CTpeike KHonkudopmaru
BbIOepuTe KoMmaHay lllupuna cronbua (puc. 23). MoXHO Takke IMICIKHYTh MPaBOd KHOMKOU
MBIIIIH 10 3ar0JIOBKY CTOJIOIA M B KOHTEKCTHOM MEHIO BhIOpaTh komany [llupuna cronbia.

Puc. 23 - Tlepexon kK yCTaHOBKE HITUPHUHBI CTOJIOIA

31. B oknelllupuna crondua (puc. 24) yctaHOBUTE TPEOYyEMYIO IIUPUHY.

YHazaTeno
MbILLiA

Puc. 24 - YcraHoBKa IIUPUHBI CTOJIONA

Eciun HeoOXonMMO HM3MEHUTh WIMPUHY BCEX  CTOJIONOB B  YHUCTOM  JIUCTE, B
rpynme fAdeiiku Bkianku ['1aBHasi mIenkHUTE MO cTpeike KHomku Dopmart, BbiOepuTe
koMaHay CrangaptHas mupuHa U B okHe lIupuua crosdma (cMm. puc. 24) ycraHoBute
TpeOyeMyIo HINPUHY.

IHon0op mupuHbI

JIiist mobopa MIUPHHBI CTOJIONA MO0 HAUOOJBIIIEMY COJICP)KUMOMY KaKOH-THO0 sUeHKH
JOCTaTOYHO JBAXKIBl MIEIKHYTh MBIIIBIO IO MPABOW TpaHUIIE OSTOTO CTOJOMAa MEXTY
3arojioBKaMu ctoiomoB. Hampumep, ais Toro 4ro0sl momodpats mupuny crondnaB, ciemgyer
BBl MICIKHYTh MO Tpanuie Mexay crtombmamuB u C(cm. puc.22). Eciam BwigeneHo
HECKOJILKO CTOJIONOB (HE 00s3aTENHHO CMEXKHBIX ), TIOJ00p MUPUHBI OYAET TPOU3BEICH Cpa3y
JUIS BCEX CTOJIOIOB.

MO>XHO Tak)Ke BBIJICTTUTH CTOJIOCI] UM CTOJOIIBI, ISl KOTOPHIX HEOOXOAMMO Moa00paTh
MpUHY, B rpynne S4yeilku BkiIaaku ['J1aBHasi MIENKHYTh IO CTpesKE KHONKUM dopmart u
BBIOpaTh KOMaH1y ABTOIO00p MIMPUHBI CTOJIONA (CM. puc.23).

30



Jist mopOopa MIMPHUHBI CTOJIOLA O COACPKUMOMY KOHKPETHOM SYEHKH Cclieqyer
BBIICIUTh 3Ty sueliky, B rpymnme S4eiikm Biiaaku [JaBHasi LIETKHYTh IO CTpENKe
kHOMKY PopMat 1 BEIOpaTh KOMaHIy ABTONO00p MIUPUHBI cTOIONA (CM. puc.23).

N3menenne BBICOTBI CTPOK

IIpou3Bo/ibHOE H3MeHEHHE BBICOTHI

Bricota ctpok B Microsoft Excel ycranaBnmBaeTcs B CHEIUalbHBIX €IUHUIAX -
nyHKTax. | myHKT (1IT.) paBeH nmpumMepHo 0,35 mw.

[lepBoHavasibHasi BbICOTa CTPOK OOBIYHO paBHa 12,75. MakcuManbHO BO3MOKHas
BbicoTa cTpoku 409,5 nrt. Ilpum ycTraHOBKEe BBICOTHI CTpOKM paBHOW (0 (HOJNB) CTpoOKa
CTAHOBUTCS CKPBITOM.

BbicOTy CTpOKM MOHO HW3MEHUTbH, IMEPETAIMB €€ HWXKHIOI TpaHUIly MEXIY
3arojioBKaMu cTpok. Hampumep, ans Toro 4toObl M3MEHUTh BBICOTY CTPOKU 2, CIIEIYET
NEepeTallluTh TpaHULly Mexay cTpokamu 2 u 3 (puc.25). Ilpu 3ToM BO BCIUIBIBarOLIEH
MoJICKa3Kke 0TOOpakaeTcs ycTaHaBIMBaeMasi BEICOTA CTPOKH.

AR B R . Coamanvmas « Momiph Fasd

4 P —_— P

YHazaTeno
MblLk

Puc. 25 - U3meHeHHME BBICOTBI CTPOKM INEPETACKMBAHUEM

IlepeTackuBaHMEM MOKHO U3MEHSTH BBICOTY Cpa3y HECKOJIBKUX BBIIEJIEHHBIX CTPOK (HE
00s13aTeIbHO CMEKHBIX ). BbicoTa cTpOK Tipu 3TOM OyAEeT OJMHAKOBOM.

MO0>XHO yCTaHOBUTH TOYHYIO BBICOTY CTPOK.

32. Brigenute m00y10 SYEHKY CTPOKH (UM HECKOIBKUX CTPOK).

33. B rpynneflueiikuBknaakul TaBHAsIIIENKHUTE TIO cTpenke KHonkndopmaru
BbIOEpUTE KOMaHay BeicoTa cTpoku (cM. puc. 23). MOXXHO Takke HIeJIKHYTh MPaBOi KHOMKOM
MBIIIIH 10 3ar0JIOBKY CTPOKH U B KOHTEKCTHOM MEHIO BbIOpaTh KOMaH 1y BricoTa cTpoKH.

34. B okHeBbicoTacTpoku (puc. 26) ycTaHOBUTE TPEOYEMYIO BBICOTY.
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Puc. 26 - YcraHoBKa BBICOTBI CTPOKH

ITox0op BBICOTHI

g moa0Oopa BBICOTHI CTPOKH 110 HAUOOJBIIEMY COJAEPKUMOMY KakoM-IMOO sueiku
JIOCTATOYHO JIBAYK/BI IIEIKHYTh 10 HUYKHEN IPAHUIIE 3TOM CTPOKHA MEKY 3ar0JI0BKaMHU CTPOK.
Hampumep, 11st Toro yToObl MOJ00paTh BBICOTY CTPOKH 1, ciemyeT ABaXKAbl MICJIKHYTH IO
rpanuie Mexay crpokamMu 1 u 2 (cm. puc.25). Ilogdop BBICOTHI MOKHO MPOU3BECTH U Cpazy
JJIS. HECKOJIBKUX CTPOK (HE 00s3aTeIbHO CMEXHBIX). J[JI1 3TOTO MX HEOOXOIUMO BBIJEIUTH, a
3aTeM JIBAXKIbI IIEIKHYTh 10 HUKHEH TpaHuLe 000U BbIIECICHHOW CTPOKHU.

MO>KHO Tak)Xe BBIJIEJUTh CTOJIOCL UM CTOJOIIBI, ISl KOTOPBIX HEOOXOAMMO MOJ00paTh
mupuHy, B rpynneflueiikuBkiagkul IaBHAsENKHYTh 1O CTpenke KHonkudopmartu
BBIOpATh KOMaHIy ABTOTO00P BBHICOTHI CTPOKH (CM. pHC.23).

Konrtpoasnbie Bonpocsi [132(0OIIK-2):

. Urto Takoe aneKTpoHHAas Tabnuna’?

. Uto Takoe kHHUra?

. Uto Takoe mct?

. CBoiicTBa STUCHKM.

. JlelicTBUs C siueiiKamu.

. AGCOTIOTHBIN Y OTHOCUTENBHBIN a7pec TYeUKH (CCHLIKH).
. Uto Takoe ¢popmymna?

. Uro takoe GpyHKIHA?

. Merozas! konmupoBanus B MS Excel.

O 00 IO LN B WIN—
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Moayas 2.

Ilpakmuueckoe 3anamue Ne3. Hcnonvzosanue uncmpymenmos CYB/] MSAccess u Open (Libre)
OfficeBase.

Hean padoThl: HayuuThCs co3faBaTh TaOmmibl 0a3bl gaHHBIX B CYBJ] MSAccess u

CBSI3BIBATH UX MEXKIY COOO.

ba3a 1aHHBIX — CTPYKTYpHpPOBaHHAsl COBOKYITHOCTh B3aUMOCBSI3aHHBIX JTAHHBIX B paMKaxX HEKOTOPOM
NpEeIMETHOW O00JIacTH, MpeAHAa3HauYeHHas IS JUIMTEILHOTO XPaHEHUsS BO BHEIIHEW mamsatd OBM u
MIOCTOSIHHOT'O IIPUMEHEHHS.

Pensiunonnbie B/ — 6a3pl JaHHBIX ¢ TaOIWYHOM (opMoOl opraHm3zauuu uHGopmauuu. Pensuuonnas
B/l cocTouT U3 O/IHOI UM HECKOJIBKUX B3aMMOCBS3aHHBIX IBYMEPHBIX TAOIHII.

CYB/l (Cucrema ynpaBjeHus1 6a3aMHu JaHHBIX — IPOTPaMMHOE oOecrieueHue st pabotel ¢ BJ1.).

CYBJl Microsoft Access — CVYbBJl, opueHtupoBaHHas Ha mnojas3oBarensd. OHa 1O3BOJISET
MI0JIb30BATEINI0, HE Mpuderast K MporpaMMUPOBAHUIO, JIETKO BBHIMOIHATE OCHOBHBIC neiicTBus ¢ B/I: co3manue
BJl, penaktupoBanue U MaHuUNyaupoBaHue naHHbiMH. Microsoft Access paboraer B OC Windows, Moxer
UCIIOJIb30BaThCS Kak Ha aBTOHOMHOM [IK, Tak u B JiokanpHOU KoMIbloTepHOU ceTr. C momomsio Microsoft
Access co3maroTcsi M OKciyatupyrorcs Jauusble bJl (Hacronbnble), a Takke bJ] opranmzamuii ¢
OTHOCHUTEIIEHO HEOOJIBITUM 00heMOM MaHHBIX. [[JIsl cO3MaHusl KPYIMHBIX MPOMBIIIICHHBIX HHPOPMAIIHOHHBIX
CHUCTEM OHA HE TOJAUTCS.

Microsoft Access.
Cpena Microsoft Access umeet uaTepdeiic, xapakrepHbli 111 Windows-TIpriIoKeHnn:
TUTYJIbHAs! CTPOKA C KHOIIKAMHU YIIPABIECHUSI OKHOM
[JIaBHOE MEHIO
MaHEeJIb UHCTPYMEHTOB
pabouee mose
CTPOKa COCTOSIHUS
B Access-6a3y 1aHHBIX MOT'YT BXOAUTh pa3HOpoJHbIe 00beKkThl. Kak npasuio, B/l coctout u3
JIOCTaTOYHO OOJIBIIOTO YKCia TAKUX 00BEKTOB. PaznuualoT cinenyoomue muns 005eKmos:
Tabauna — HaOOp JaHHBIX IO KOHKPETHOM TeMe. /laHHble TaOnuIbl XpaHATCS B 3alMCsIX (CTpOKax),
COCTOSIIIMX U3 OTIENbHBIX noseti (ctondmos). B B/l Microsoft Access Bce qaHHBIE XpaHITCS B BUJIE TaOHII.
3anpoc no3posser BeIOpath U3 b/l Tonbko HE0OX0IMMYI0 HH(OPMALIHIO, T.€. Ty, KOTOpas
COOTBETCTBYET OINPEACICHHOMY YCIOBHIO U HY>KHA JUIsl PEIICHUS ONPEICIICHHON 3a1a4H.
®opma npexacTaBiseT coOoil OJaHK, NOJUIEKAIIMM 3alOJHEHUIO, WJIH MacKy-QopMmyssp,
MO3BOJISIOIIYIO OTPAaHUYUTh 00beM HH(OPMAIIMH, TOCTYITHOM MMOJIb30BATEIIIO.
Oruer npeaHa3HaueH AJid e4aTu Jr00ro Habopa 1aHHBIX, 0(POPMIIEHHOTO COOTBETCTBYIOLIUM
obpa3om.
Makpoc aBTOMaTU3UpyeT BHINOJIHEHHE KOHKpeTHOH omnepaiuu bJ[ 6e3 mporpammupoBaHus.
Moayab conep kUt nporpammsl Ha s3bike Visual Basic, mpumensemMsie JUIst HAaCTpOHKH, 0POpMIICHUS
u pacmmpenus b/I.

Ta6mutipl, 3ampockl, GOPMBI, OTYEThI, MAKPOCHl U MOJYJIH — 3TO CAMOCTOSTEIbHbBIC 0OBEKTHI,
COXpaHsIoIIMecs B obwem ghatine 6azvl.

Ta6mmma b/l cozmaercs oqHUM U3 4 CIIOCOOOB:
e ¢ nomoulbio Bkiaaku Tadauua, B KOTOpoil MOKHO BBIOpaTh
1. Co3nanue Ta0MUBI C MIOMOUIBIO MacTepa
2. Co3nanue TadJUIbI B peKUMe KOHCTPYKTOpPA
Co3nanue Ta0ULBI MyTEM BBOAA JAHHBIX
e 1enykoM Ha kHonke Co3aaTh B MeHI0 ba3a qaHHbIX
e xoMmaHnou BeraBka----- Taoauma
¢ noMo1ubto 3Hauka HoBblii 00bekT — Tadsmna Ha naHeIu HHCTPYMEHTOB
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Paspaborka B/l cocrout u3 aByx stanoB: npoektupoBanusa bl u coznanus b/]
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IIpoexTupoBanue b/l Bxirovaer B ceOs:
® CHUCTEMHBI aHAIH3 MPEAMETHOM 00acTn
® aHaJM3 JAHHBIX U TIOCTPOSHUE MOJICIIN JAHHBIX
Coznanue b/I B mamsitu 9BM npoucxoaut B cpene onpeaeneHHoit CYB/l u coctout us:
e co3naHus cTpykTypsl b/
e 3anoxHeHus b/l
3anuce — cTpoka Tabmuibel. OgHA 3amUCh CONEPKUT HWHEGOPMALMI0O 00 OTACILHOM OOBEKTE,
onuceiBaeMoM B BJI.
IMosie — cronbenr Tabmunel. [lone coaep UT onpeneeHHoe cBOHMCTBO (aTpudyT) oObekTa. Kaxmoe
nose umeeT ums. C KaxAbIM IOJIEM CBSI3aHO Ba)KHOE CBOMCTBO — THH ToJs. THI MOds ompenenser
MHO>KECTBO 3HAUYCHU, KOTOPBIE MOXKET MPUHUMATH TAHHOE TTOJI€ B PA3IMYHBIX 3AMTUCSX.

B Microsoft Access uMeIOTCs ClieqyoIIre TUIIbI JAHHBIX:

e TekcroBblii (Text) — cuMBOJIbHBIEC WIIM YHCIIOBBIE JaHHbIE, HE TpeOytomue BorunciaeHuil. [lome
JTAHHOTO TUIIA MOKET COAEPKATh 10 255 CUMBOJIOB.

e IMoae MEMO (MEMO) — nosie MEMO nipenHa3zHaueHo AJ1st BBOJIa TEKCTOBOM HH(POPMAITUH, TIO
o0Bvemy mpeBbliaroniei 255 cuMBoioB. Takoe mosie MoXKeT coepkarhb 10 65 535 cumMBOIIOB. ITOT
THUII JAaHHBIX oTyinyaercs oT Tuna TexcroBbiil (Text) Tem, yTo B TaOIUIIE XPAHATCS HE CaMU JIaHHBIE, a
CCBUJIKY Ha OJIOKM IaHHBIX, XPAHSIIIKECS OTIAEIBHO. 3a CUET 3TOT0 yCKOpsieTcst 00paboTka TabuIl
(copTupoBka, mouck u T. 11.). [lone Tuma MEMO He MoeT OBbITh KITFOYEBBIM HIIH
MIPOUH/IEKCUPOBAHHBIM.

He ucnone3yiite nosne tuna MEMO, eciu Hy>kHO OyZeT COPTUPOBATH 3alIMCH TAOIUIIBI IO JAHHOMY IOJI0 —
3TO HEBO3MOXkHO. Ecniu 255 cuMBOJIOB HE JOCTATOYHO JUIsl XPAHEHUS BCEX JIaHHBIX, IPUIETCS pa3OUTh €ro Ha
JIBa WJIX TPHU TEKCTOBBIX MOJI.

e Yucaosoii (Number) — uuciioBoif THII IPUMEHSETCS AJIS XPAaHEHUS YUCIIOBBIX JJAHHBIX,
UCIIOJIb3YEMBIX B MaTeMaThyeckux pacuerax. imeer maoro noarumnos. OT BeiOOpa nmoarumna (pazmepa)
JTaHHBIX YMCIIOBOTO THUIIA 3aBUCUT TOYHOCTb BBIUMCIEHUN. [|JI1 yCTAHOBKM NOATUIIA YHCIIOBBIX
JAHHBIX CIIY’KUT cBOMcTBO Pa3mep moJisi npeacrapiser codoil yucio B npefenax ot -2 147 483 648
1o +2 147 483 647.

o Jlara/Bpems (Date/Time) — Tum juist mpeacTaBiaeHus JaThl U BpeMeHH. [103BosisieT BBOUTD JAThI C
100 o 9999 rox. Pazmep nons — 8 6aiiToB. JlaTel U BpeMsi XpaHATCS B CIIELUATIEHOM
¢buKcrpoBaHHOM 4KCIOBOM opMmaTe. Access MpeocTaBiIseT 00bLION BEIOOP (popmaToB
0TOOpakeHHsI JaThl U BPEMEHHU.

o Jlenexuslii (Currency) — TUI JaHHBIX, IPeTHA3HAYCHHBIHN JUI XpaHEHHUs JaHHBIX, TOUHOCTh
IpeJCTaBICHUs KOTOPBIX KosebneTes oT 1 70 4 necaTuuHbIX 3HaKoB. Llenas yacTh JaHHOTO THIA
MOXET COAEpKaTh A0 15 NeCATUYHBIX 3HAKOB.

e Cuyerunk (AutoNumber) — mose coaep>XUT YHUKAIbHBII HOMEp, orpenenseMblii Microsoft Access
ABTOMATUYECKU JJIs KaXKIOW HOBOM 3amucu JIM00 ciaydyailHeIM 00pa3oMm, 1100 MyTeM YBETHYECHUS
IpebIAYIIero 3HaueHus Ha 1. 3HaueHus nosiel ThIa cueTynka OOHOBIIATH HeNb3sl. MakcuManbHOe
YHCIIO 3aIMCel B TaOJINLIE C MTOJIEM CUETYMKA HE JIOJDKHO MPEBBIIATh ABYX MHUJLIHAP/IOB.

o Jlormueckuii (Yes/No) — noruueckoe moje, KOTopoe MOXKET COAepKaTh TOIBKO JBa 3HAYCHHUS,
unTepnpetupyembix kak Jla/Her, Mctuna/Jloxs, Britoueno/Brikmtodeno. [lonst moruyeckoro tumna He
MOTYT OBITh KIIFOUEBBIMH, HO UX MO>KHO WH/IEKCHPOBATh.

Access UCIIoNb3yeT BEIMUUHY -1 11 mpeAcTaBieHus 3HaueHuss Ueruna u Bennuuny 0 — 1711 3Ha4YCHUS
Jloxkb.

o Ilose oobexkTa OLE (OLE object) — comepxut cebuiky Ha OLE-00bekT (uct Microsoft Excel,
nokymeHT Microsoft Word, 3Byk, pucyHoK u T. 11.). O0beM 00beKTa OTPAaHUINBACTCS UMCIOIIMMCS B

HAJIMYUU JUCKOBBIM IIpOoCcTpaHCcTBOM. B mone o6bekra OLE MOryT XpaHUTHCS TPOU3BOJIbHBIC JaHHBIE,
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B TOM YHUCJIE U JaHHBIC HECKOJIBKUX TUIIOB. JTO MO3BOJISIET 00OMTH OCHOBHOE OTPAHUYECHUE
PEISLMOHHBIX 0a3 JaHHBIX, KOTOpOE TpeOyeT, YTOOB! B KAX/IOM I10JI€ XPAaHUWIINCH IaHHbIE TOJIBKO
OJIHOT'O THIIA.

o T'unepcebrika (Hyperlink) — naet mo3sM0XKHOCTb XpaHHUTH B MOJIE€ CCBUIKY, C TOMOIIBIO KOTOPOI
MOYKHO CChUIAThCSl Ha IPOM3BOJIbHBIN ()parMeHT JaHHBIX BHYTpH (haiina min Web-cTpaHuisl Ha TOM
Ke KOMIbIoTepe, B uHTpaHeT win B MatepHert. [lone Tuna I'unepcebliika He MOXKET ObITh KIIFOYEBBIM
WJIM UHJEKCUPOBAHHBIM.

B monte Trima Mo>kHO Taxke BeIOpaTh 3HaueHne Mactep moactanoBok (Lookup Wizard), koTopsrii 3amyckaer
Macrtepa noacranoBok (Lookup Wizard), co3aarorniero mosie nojacTaHoBoOK. I/oie noocmano8ok mMo3BOJIsSET
BBIOMpATh 3HAYCHUE TIOJIS U3 CIHCKA, COACPIKAIIET0 HAOOP MOCTOSHHBIX 3HAYCHUH WU 3HAYCHUN U3 APYTroi
TaOJINLIBI.

CBolicTBa 1OJIEH.

CBoiicTBO Ha3nauenue

Pa3mep noss JnuHa 3anucu

®dopmar nonis OmnpenenstoT popMaT BbIBOAA JaHHBIX

Hucno gecaTHYHbIX 3HAKOB [ pobHast yacTb

Macka BBosa [ITaGs0H BBOAA

IMonnuce [Toanuce nosnisa B popme wiid oT4eTe

3Ha4YeHHE 110 YMOTYAHUIO 3HaueHue, aBTOMAaTUYEeCKH Jo0aBisieMoe B TOJE MpuU
CO371aHUM HOBOM 3amucu

VYcnoBue Ha 3HaUYEHUE OrpanvueHre Ha MHOXECTBO JIONMYCTUMBIX JJIA TOJS
3HAUYCHUU

Coo01tenne 00 ommoke Ornpenensier cooOIIeHNe, BBHIBOAMMOE TPHU BO3HUKHOBEHUU
OIIMOKHU

O0s13aTenBpHOE ToJIe Heo6xoauMoCTh 3amoTHeHHsI TIOJIst TP BBOJIC

[IycTbie cTpoku B03MOXHOCTB yCTaHOBIIEHHS HYJIE€BOM JJIMHBI MO

WNHunexcupoBanHoe mose Omnpenensier npocTbie MHAEKCHI JJI YCKOPEHUs Ipoliecca
noucka. [lome  mepBMYHOrO  KIOYa  MHJAEKCHUPYETCS
ABTOMAaTUYECKU

Cxxatue IOnukon B M.A. nns xpaHeHus HHQOPMAIMOHHBIX TMOJeH THOa
Texkcr, Memo wucnone3yercs koaupoBka FOHukon, rae
KaXJIbIN 3HaK mpejcTaBisierca 2 Oaiitamu. Eciu BO3MOXKHO,
OCYIIECTBIISIETCA cxKaTue 1o 1 Gaifra.

Pexum IME ObecnieunBaeT BBOJl TEKCTa Ha BOCTOYHBIX SI3bIKAX  (KHT.,
AMOHCK.). J[aHHOE CPENCTBO JAOCTYITHO, €CIIN SI3bIKOBBIE
napametpsl Micr/ Off. monaep>KuBaroT 3TH A3bIKH.

B Access ectb 4 crienHanbHBIX CHMBOJIA JUIsl MPUMEHEeHMs B noysax thna TekcroBbiii 1 MEMO B
OTIpeIeIeHHBIX M0JIb30BaTeNneM (popmarax.
(@ - 00sA3aTeNbHBIN TEKCTOBBIM CUMBOJI UJIH MPo0eT;
o & - He0Os3aTeNbHBIN TEKCTOBBIM CUMBOI;
> - Ipeo0pa3yeT BCe CUMBOJIbI B CTPOUHBIE;
¢ < - IpeoOpa3zyeT BCE CUMBOJIBI B IPOMTUCHBIE.
CuMBOIBI @ ¥ & BIMAIOT Ha OTACIBHBIE CUMBOJIBI BBOJAA, @ < M > - Ha BCE BBEJACHHBIE CHMBOJIBI.
Hanpumep, 1uig Toro, 4To0bl BCe CUMBOJIBI OTOOpPaXaauCh MPONUCHBIMU OyKBaMH, Ha/l0 BBECTU 3HAK > JUIA

cBoiicTBa @opmat nmoJisi. Popmar nois (@@W)@@@-@ @ @@, m03BOIUT BBECTH HOMED TenedoHa B BUIC
(085)144-3159.

JTanbl NPOEKTUPOBAHUS 0a3bI JAHHBIX

[Ipexne YeM NPUCTYNHTHh K CO3/IaHUIO0 TaKMX OOBEKTOB 0a3bl JAHHBIX, KaK TaOJWIbL, GOPMBI U
OTYETHI, HY)KHO pa3padoTaTh MX NMpOEKT. [ aBHOe Ha3HauCHWE MPOEKTa — BHIPA0OTKA YETKOTO ITyTH, IO
KOTOPOMY HY>KHO CIIeZIOBaTh MPU €ro peanu3anui. baza JaHHBIX — J0CTaTOYHO CIOXKHBIH OOBEKT, U BpeMs,
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3aTpaueHHOE Ha €€ IUIAHUPOBAHUE, MOXKET 3HAYMTEIBHO COKPATHUTh CPOKH ee pazpaborku. OtcyTcTBHE
IPOJYMaHHOW CTPYKTYpbl 0a3bl HaHHBIX NPUBOAMT K HEOOXOAMMOCTH TIOCTOSIHHOW TI€pEIETKH U
nepeHacTpanBaHuI0 00BEKTOB 0a3bl TaHHBIX.

[TpoexTrpoBanue 0a3bl JAaHHBIX I€ECOO0OPAa3HO HadaTh C pa3pabOTKH 3CKH3a OOBEKTOB, KOTOPHIE
HOTPeOyIOTCS UL MOJY4YEeHHUs pe3yibTaTa. 3aTeM HEOOXOAMMO ONpPENCIUTh CBSI3M MEXKIy OOBEKTaMH U
chopmynupoBath 60siee KOHKpETHbIE TPeOOBaHNUs, HaJlaraeMble Ha 3TH CBSI3U.

[pu pa3paboTke 3cKku3a HEOOXOAUMO OTBETHUTH HA CIIEAYIOIINE BOIPOCHI:

» Kakumu nanHbIME MBI pacniojaraem?

+ Kakune tabnuiel He0OX0AUMO CO31aTh?

» Kako# Tin JaHHBIX JOKHBI UMETh I10JId Ta0IuL?

* Kak »Tu Tabnumbl OyayT CBsI3aHbI APYT ¢ Ipyrom?

* Kakyro uadopmanunio Heo6X0IUMMO MOITY4UuTh U3 GopM U 0TUETOB?

* Kakue 3anpocs! He0OXOIUMBI 1151 cO3AaHusI (HOPM U OTYETOB?

* Hy>xHbI 11 B 3a1ipOocax BBIYHCIISIEMBIE OIS ?

* Kakne Makpochl MOTYT OBITH CO3/1aHBI JUI aBTOMATH3alUU paboThl ¢ 6a30i JaHHBIX?

3aKOHYEHHBIN TUIaH JOJDKEH COJIEpKaTh MOAPOOHOE ONMMCAHHME KaXIO0TO OTYeTa, (POPMBI, TaOIUIBl U
3ampoca, a TakKe CBA3EH MeXIy HUMHU.

B mporecce co3maHust OTIENBHBIX OOBEKTOB CIIEAYET KaXIblii OOBEKT THIATEIHHO MPOTECTHPOBATH C
IPOBEPOYHBIMHU TAHHBIMU. B Kauecmee mecmoguix OAHHbIX Jyuule UCNOIb308AMb KOPOMKUE UMEHA U Yelble
yucaa. ITO TO3BOJMUT ONPENENIUTh OMHMOKH Ha 0ojee paHHUX CTamusX pa3paboTku 0a3bl naHHbIX. OOIiee
IPOEKTUPOBAHUE IMPEAYCMATPUBACT JTAlbl CO3JaHMS MPOEKTa 0a3bl JaHHBIX OT KOHIEMIUHU [0 PEabHOTO
BOTUIOIICHHUS.

IepBuunbiii (raaBHblil) ka4 B/ — 370 nosie uny rpymnmna nojaen, ¢ NOMOIIBbI KOTOPBIX MOXHO
OJIHO3HAYHO WJCHTH(PHUIMPOBATH 3aMUCh. 3HAYCHHE MEPBUYHOTO KJII0YA HE JIOJDKHO TMOBTOPATHCSA Y Pa3HBIX
3amnucen.

Kaxnas Tabnuia MOXET WMETh NMEePBUYHBIA KJOY - OJHO WJIM HECKOJbKO TIOJIeH, KOTOpHIE
OJIHO3HAYHO HACHTU(GUIUPYIOT 3anmuch. Eciau MepBUYHBIN KIIOY HE 3a/aH, Access MOXET CO3/aTh TOJje
Cuerunk u 100aBUTH ero B Tabnuiy. B sTom mosne Oyaer comep aThbCsd YHHKAIBHBIM HOMEpP ISl KaXIou
3anucu B Tabnuie. OJTHaKO MOXKET MOHAA00UTHCS CO3aTh COOCTBEHHBIN KITOY.

e [lepBUYHBII KITFOY SIBISETCS UHIECKCOM.
e UHpaexkchl COPTUPYIOT JaHHBIE 110 OJHOMY WIM HECKOJIBKUM ITOJISIM, YTO 3HAUYUTEIBHO YCKOPSIET
BBITIOJIHEHHE 3aIPOCOB, TIOUCK U COPTUPOBKY.
e [lpu nobaBneHnN HOBBIX 3amMKcei Access MPoBepseT JaHHbIE HA JyOIUPOBAHHE.
e Access oToOpakaeT JaHHBIC B TOPSAJKE MEPBUYHOTO KJIIOYA, €CIIM HE 3aj7aH JPYrod MOpsIOK
COPTUPOBKH.
Co3aaTh EpBUYHBIN KITFOY MOXHO 4 CrTIOCOOaMU:
1. Beinenuts mose Juist UCTIOJIb30BaHMSI B KAUeCTBE MEPBUYHOTO KIIt04a U BeIOpaTh komanay IlpaBka--
Kurouesoe moure.
2. BpiienuTh nose Ajs MCMOJIb30BaHUA B KAUeCTBE NMEPBUYHOrO KJI0Ya M HaxaTh KHONKY KiroueBoe moJie
MaHeJIM HHCTPYMEHTOB.
3. B KOHTEKCTHOM MEHIO BBIOPAHHOTO B KAadeCTBE MEPBUYHOIO KIIOYA MOJISI aKTUBU3UPOBATH KOMAHIY
Kurouesoe moure.
4. Ecnuv 1ipu IEpBOM COXPAHEHUH HOBOW TaOJIUITHI KITFOYEBOE MOJIE HE OMpeeeHO, Access MPEIIONKUT
aBTOMATHUYECKHU CO3/1aTh KJII04YeBoe 1noJje Tuna CueT4uk.

[Tocne co3maHusi MEPBUYHOTO KJFOYA HA MapKepe TEKYIIEH CTPOKH IMOSABUTCS MUKTOrpamMMa KIroua.
IlepBuunblii KA0Y siBisieTca uHAEKcoM. OH BuneH B okHe UHaeKcbl (MOSBISETCS MHAMKATOP KIIOYa B
00JacTu BBIJIETICHUS CTPOKHU), KOTOPOE OTKPBIBAETCS IIETYKOM MO KHonke MHAeKChl aHeIu HHCTPYMEHTOB.
B oGmactu CBoiicTBa MHaekca okHa MHAeKebl MOXKHO 3aaTh, OyJeT J1 OH NEPBUYHBIM WA YHUKAIbHBIM
KITIOYOM U OyZIeT JIM UTHOPUPOBATHCS MPOMYCK MYCTHIX MOJeil. B HEKOTOPBIX Citydasx He0OOXOIUMO CO3/IaHue
COCTaBHOI'O MHJIEKCA.

3ajaHue HA BBLINOJHEHHE
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CO3JIAHUE OJHOTABJUYHOM BA3bI JAHHBIX.
BBO/, PEJAKTUPOBAHUE U BbIBO/J JAHHBIX

Co3oanue mabnuy

1. Co3znaiite daitn HOBOI 06a3bl TaHHBIX.

1.1. 3anycture CYBJl Access U B NOSIBUBLIEMCS IIPU OTKPBITUM auanore Bbioepute nyHKT HoBasi 6a3a
nanubix. (Ecim mporpamma Access Obuta OTKpbITa paHee, TO JUIsl aHAJIOTHYHOTO JCHCTBUSA
BbINOJIHUTE KOMaHbl Paiii — Co3aaTh HOBYIO 0a3y 1aHHBIX - HoBasi 0a3a JaHHBIX.)

1.2. B oTKpbIBIIEMCS TUATIOTOBOM OKHE «@Paiij1 HOBO# 0a3bl JaHHBIX» YCTAHOBUTE CIICAYIOIINE
napameTpsbl:

1.2.1. Nms ¢aiina: CtyaeHT.

1.2.2. Ykaxure nyTh K (haliny Ha cCBOEM JHCKe (3TO BaxHO!), T1e Oyer pa3MerieHa co3aaBacmast
Bamu 6a3a gannbix. [Ipy HeBepHOM yKa3aHUU MyTH B JalbHelieM Bol MokeTe moTepsTh Qaiin
Barreii 6a3nl JaHHBIX.

1.3. Haxxmute kHonky «Co3aaThy», mocie d4ero OyJaeT co3faH MoKa MycTod (aitnm 0a3bl JaHHBIX
«CTyneHT».

OcHosHbiMU 0OBekmamu 0a3vl OAHHBIX AGIAIOMCA MAOIUYbL, KOMOpvle NPeOCmasisitom coooll
xpanunuwge ungpopmayuu. Tabauyvl cocmosm u3 nonei (cmoabyos) u 3anuceil (cmpok). Kaxcoas sanuce
(cmpoxa) npedcmasgnsiem coOOU COBOKYNHOCHb 63AUMOCEA3AHHBIX NoJell (ampudymos) u Oonucvléaem
peanvHblil 00bekm oKpydcaoueco mupa. baza Oamnvix Oondcna coodepiicamv, no KpauHeu mepe, 00HY
mabauyy. [losmomy HanonneHue 6azvl OAHHBIX Cledyem Ha4amsy ¢ Co30aHus Madauybl.

Cosz0anue mabauysl ocywecmensemcs 6 0ea smana. Ha nepsom smane neobxooumo cozoame
CMPYKmMypy maoauysl, m.e. yKazams HA38aHUs NoJel (UMeHa cmoabyos), onpedeiums ux munvl, gopmam u,
ecnu Haoo, onpederums Kuodegoe noie mabauysvl. Imom 3man GblNOIHAEMC 8 Pedcume KOHCmpPYKmopa
mabauyvl. Ha emopom smane ocywecmensemcs 3anoimenue madiuybl OauHulMu. Jlns 3mozo maodauya
OMKPLIBACCSA 8 PeHCUME MADIUYbL.

2. Cozpaiite Tabnuiy 6a3bl JaHHBIX. /{7151 3TOr0 B OKHE 0a3bl JaHHBIX NepeinnTe Ha BKIaaky Tadauubl, u
CO371aliTe HOBYIO TaOJIHILy C TOMOIIBIO KOHCTPYKTOPA.
3. B oTKpbIBIIEMCS] OKHE KOHCTPYKTOpA (CM. PUCYHOK) ONPEIETUTE MO TaOIUIbI.

il Cryaenr : Tabauua
Tvn AskHHbo O aruse
Ter:crms}i ;l

Vet nona
| B [Horep
iy i KHonKa packpbiBatoLerocs
| |Vien TexcTosusi CMMCKa TMNOB nonei
| |OruecTeD TexcToBEs

| |MNon TexcTonbs
|| Aata powaerma Aatalepema
| |Fpynna TercToB0M
|| MecTo npoxnrBarsa TexcToBLE :J
CeoHCTBA NONA
Obuine Moacraroexa |
Passep nona 5
DopMaT NORA
Macka ssoaas
MNoarsice
JHAUSHHE N0 YHOSHIH
YENoBHE HA IHAUSHEE
Coofiuerse ob ounbre
ObasatensHos none Het
MycTee CTpoER Aa
WHASKCHDOBAHHOS NONe Aa (AonyckaaTea copnaaeria)

3.1. Jlnst onpeneneHusi NEPBOIO MOJIs BHIMOJHUTE CIECAYIOMINE IEHUCTBHUS.
3.1.1. BBeaure B sueiiky cronbna «Ilosae» nms nepsoro moisi: «Homep».
3.1.2. B sueiike cTon6ma « Tunm JJaHHBIX» OCTaBbTE MOSBUBIIEECS IO YMOTYAHHUIO 3HAYCHUE U3
cnucka «TekcToBBINY.
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3.1.3. [lepexmtounTtech METIYKOM MBIIIN WK ¢ TOMOIIbIO KiaBuiu F6 Ha manens «CBoicTBa MOJISI»
(B HIDKHEM 4YacTHM OKHAa KOHCTPYKTOpa TaOJWIl) MU YCTAaHOBHTE pa3Mep IO paBHBIM 3
(cuMBoOIIaM).

Ipumeuanue. 3anoNHEHUE TIYCHKHU CTOIONA «ONMCAHUE) SIBISETCS HEOOSI3aTEIBHBIM.

3.2. Jlns omnpeneneHus] BCEX OCTAJNbHBIX MOJei TabauIbl 6a3bl TaHHBIX BBIIOJIHUTE JIEHCTBUS, YKa3aHHbIE
B 11.3.1, pyKOBOJCTBYSICH JaHHBIMU Ta0i.1 HacTosmero 3aganus. Ecnu 3HaueHue tumna «TexcToBBIN»
HE MOJXOJUT, TO HAXMHUTE KHOIKY PACKPBITUSl CIIUCKA U BBIOEPUTE M3 HETO HYXHBIH THI JAHHBIX.
Jus nons tuna Jlata/Bpemst Ha manenn «CBoiicTBa moJis» (B HUKHEH YacTH OKHA KOHCTPYKTOpA
Tabnui) IMEIKHUTE MBIIbI0 B cTpoke «®DopMar mnojis», B pe3yibTare MOSBUTCS KHOIKA
PaCKpBIBAIOIIETOCS CIUCKA, IMETKHYB 1O KOTOPOW, BHIOGPUTE W3 MOSBHUBIIETOCS CIUCKA 3HAYCHHE
«Kpatkuii popmat natei».
Taoiamua 1. Crpykrypa Tadauust CTYIEHT
Hoe Tun noas (B HI/I)KHeﬁE?;D;iEHg?(g:CprKTopa)

Howmep TekcToBbIi 3

Oamuiust TekcToBbII 20

Nwms TekcToBbIi 16

OTtyecTBO TekcToBbIi 20

[Ton TekcToBbIi 1

Hara poxnaeHus Hara/Bpems Kparkwuii opmat gater

['pynma TexcToBblit 3

MecTto npoxuBaHUs TekcToBbIf 20

4. 3akpoiiTe OKHO KOHCTPYKTOpPA TAOJIHIIBI C COXpaHEHUEM CO3JaHHOM CTPYKTYpHI. JJist aTOTO:

4.1.

4.2.
4.3.
4.4.

[[énKHUTE MBIIBIO MO KHONKE 3aKPBITUSI OKHA U TOJATOTOBBTECH MPABUIIBHO OTBETUTH HA JIBA
MOCIIEAYIOLUX BOIIPOCA.

Ha mepBbIif BOIIpoc 0 COXpaHEHUH CTPYKTYPHI TAOIHIIBI OTBETHTE «Jlax.

B okne nuanora «Coxpanenue» Beenute ums 1adaunbl «CTYAEHT» u naxxmute kHOTIKY «OK».

Ha BTOPOH BOIIPOC 0 CO3JaHuN KITFOUEBOT'O OJIST anTe OTBET «Her».
B mportuBHOM citydae, OyneT aBTOMaTH4YecKd co3fgaHo kiodeBoe noie «Kom» thma «Cuérumk», KOTOpoe B JIaHHOM
Tabnune He Tpedyercsa. Ecim Bc€ ke mo ommbOKe 3TO MPOU30IILIO0, CHOBA 3alUTE B PEKUM KOHCTPYKTOpa M YAAJIHUTE
HoBoe nosie «Koa» tnna «Cuéryuky, npeBapuTesIbHO CHSIB MMPU3HAK KIIF0Ya, JUIS 4ero HeoOXO MO MIEIKHYTh 10 KHOTIKE
¢ M300pakeHNeM KJIF0Ua Ha MaHeId HHCTPYMEHTOB, a 3aT€M MPABUIILHO BHITIONHUTE MTyHKTHI 4.1-4.4.

5. OtkpoiiTe ABOWHBIM LIETYKOM (MK ¢ OMOLIbI0 KHONKU «OTKphITHY) Tabmuiy «CTYAEHT» B pexxume
TaOJIMLBI U 3aIIOJIHUTE €€ TaHHBIMU B COOTBETCTBUU C TaOJIMLIEN 2 HACTOSIIETO 3aJaHusl.

Tadauua 2. Janusblie Tadauubsl CTYJIEHT

Ho- damunus Nms OtuectBo  |Mon Hara Foyn Mecro
mep poxaeHus | -na npoXunBaHus
268 |KpaBuoB Anekcen MBaHoBKMY M 18.08.80| 112 |PocToB-Ha-[oHy
324 |3anues Cepreini AnekcaHapoBu4d | M 30.04.79| 111 |lWaxTbl

333 |BopobbsaHnHoB |Unnomut  |MatBeeBuy M 29.02.60| 112 |Crapropog

349 |KpacHoBa KOnus OneroBHa X 02.12.79| 113 |bartarick

350 |3enuHckui Snyapa KOpbeBuny M 20.11.79| 112 |PoctoB-Ha-[oHy
362 |ABnoYknH MaBen Onerosny M 30.09.79| 113 |LlaxTbl

366 |[donroea MapuHa AnekcaHapoBHa | X 22.11.79| 111 |PocTtoB-Ha-[oHy
370 |KoToB [enunc Brnagumuposuy | m 17.12.77| 113 |PocTtoB-Ha-[oHy
372 |KOguHues AHTOH BanepbeBu4 M 02.04.80| 113 |PocToB-Ha-[oHy
377 |3oToBa EneHa BacunbeBHa xK 10.01.80| 112 |Taranpor

385 |Ceprees Metp Mwuxannosuy M 12.01.79| 111 |PoctoB-Ha-[oHy
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388 | TokapeBa Hatanbs KOpbeBHa X 08.04.80| 112 |A3oB

389 |lMeTpoBa AHHa BrnagumnpoBHa | X 15.07.80| 112 |TaraHpor

391 |BacunbeBa TaTtbsiHa AHOpeeBHa xK 25.05.79| 112 |bararck

397 |Bonkosa CeetnaHa |HwkonaesHa X 07.02.80| 111 |PocToB-Ha-[oHy
399 |Omenb4eHko Anna [puropbeBHa xK 09.10.80| 112 |PocToB-Ha-[oHy
400 |beHpep Ocran CynerimaHoBU4Y | M 31.05.68| 111 |Mocksa

404 |3yeBa Onbra BopucoBHa x 06.06.80| 113 |PocToB-Ha-[oHy
408 |leBuos Hukonan |CepreeBuy M 16.06.80| 112 |PocTtoB-Ha-[oHy
409 |MBaHucoBa UpwnHa MNeTpoBHa X 29.08.79| 111 |PocToB-Ha-[loHYy
410 |KapnoBa Jllogmnna |AHatonbeBHa X 12.04.80| 113 |PoctoB-Ha-[oHy
415 |bopucoBa Mapus MwuxannosHa X 15.10.79| 111 |PoctoB-Ha-[loHy
416 | Top4mHCKUN AnekcaHgp |CemeHoBUY M 28.04.78| 111 |TaraHpor

418 |OmuTpures Bnagnmnp |CemeHoBMY M 19.09.80| 113 |PoctoB-Ha-[oHy
425 | AHOXVH AHppen Bopucosuny M 28.03.78| 111 |HoBouepkacck

6. ITlo3HakoMbTech MO PUCYHKY C BO3MOXKHOCTSIMHU OBICTPOTO MEpEeMEIIeHUsI MEXY OTIEIbHBIMU 3alUCAMU
Y JJAaHHBIMU B Ta0JIHIIE, a 3aTeM IMONPOOYHTE eHCTBIE N300pakKEHHBIX KHOIOK, IIETKAs TI0 HUM MBIIIBIO.
7. OtpenakTupyiiTe BBEeAEHHbBIE B TA0IUIlY JaHHBIE.

7.1.
7.2.

O6uiee uncno 3anucen

|3amcb TIRE) » [p1]va] v 24

=

VY aanvrte NOIHOCTHIO 3aMucH O cTyAeHTax ¢ HoMepamu 333 (BopoOwsuunon) u 400 (bennep).
B 3anucu Ne 389 3amenute dpamunuto «IlerpoBay Ha hamunmo «Mopo3oBay.

K nepson K nepsoit nycTon 3anucu

K npeapiayiien K nocneaHeit 3anucu

Homep TekyLen K cnepgytoleit 3anucu

Co3zoanue gpopm u omuemos

Dopma — 3mo 0b6vekm 6azvl OAHHBIX, NPEOCMABIAIOWUL COO0U YOOOHOE IKPAHHOE CPeOCmEo OJisl 6600a
OAHHBIX 6 MAabIUYbL, A MAKICe NPOCMOMPA U PeOaAKMUPOSAHUsL OAHHBIX, XpaHawuxcs 6 maoauyax. Taxum
obpazom, 6ce uzMeHenus OAHHbIX, NPOU3BEOEHHbIE 8 (hopme, NPUBOOSM K COOMEEMCMEYIOWUM USMEHEHUIM
OAHHbIX 8 MAOIUYAX.

Dopmbl €O30alOMCs ¢ NOMOWBIO MAcmepa Uil KOHCmpykmopa. Mcnonv3oeanue KoHCmpykmopa ¢opm
mpebyem onpeoeNéHHbIX HABLIKO8 U Oonvlma, U Agisemcs 6onee mpyooémxum. Camwili npocmoi cnocod
co30anusi Qopmvl — C HOMOWDBIO macmepa Hopm, KOMOpslL asmomamuyecku cozoaem Gopmy 6
coomeemcmeuu ¢ Napamempamil, 3a0a8aemvbiMu 8 NPoyecce NOuLa208020 OUAL02A C NOIb308AMENEM.

8. Cozmaiite mpocTyto hopmy, coaepKaIryro Bce modist u3 Tabnuisl «CTyaeHT» ¢ moMoInbio Mactepa hopm.

8.1.
8.2.

8.3.

8.4.

8.5.

B okxHe 0a3bl JaHHBIX TIEpEeIUTE HAa BKIAAKY «@OpMBbI».

Haxxmure xHomky «Co3gatb» u BbiOepure «Mactep popm» M ABaKAbl MENKHUTE MO SIPIBIKY
«Coznath (opMy C TOMOIIBIO MacTepa», HaxoJfIleMycs B OKHE 0a3bl JaHHBIX (Ha BKIJIAJKE
«DOopMBI»).

B mosBuBIIEMCS TIEpBOM JTMAJIOTOBOM OKHE MacTepa BblOepeTe B mosie co crnuckoMm «Tabmuuel u
3anpochbl» Tadnuiy «CTyaeHT» B KayeCcTBe HCTOUHHUKA TAHHBIX.

B cnmcke «/locTynHble TOJS» 3TOrO0 JAMAJIOrOBOTO OKHA OTOOpaXaloTCs BCE IOJs BBIOpaHHOM
tabmuiel  «CtyaeHT». UTOoOBI 100aBUTH B cO3/laBacMyr0 (oOpMy TOJIBKO BBIOOPOYHBIE IIOJI,
HE00X0/IMMO, BBIICTHB Ka)XI0€ M3 ITHX IOJIeH, HaXaTb KHOMKY «>». OgHaKo, Uil TOTrO, 4TOOBI
MEPEHECTH B co3/laBaeMyto Gopmy cpasy Bce nosst Tabmuipl «CTyAeHT», claelyeT HaXaTh KHOMKY
«>>». Haxxmute kHOTKY «JlaJjiee» 1iis mepexoia Ko BTOPOMY JHaoroBoMy okHy Mactepa (opm.

Bo BTopom nmamoroBoM okHe Mactepa ¢opm BbIOepuTe BHUI (GOPMBI: «B OJHUH CTOJOCI.
Haxxmure knonky «/lajieey.
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10.

11.

12.

8.6. B Tperbem mmanoroBom okHe Mactepa GopM ycTaHaBIMBAETCS CTHUIL O(GOPMIICHHS CO37aBaeMOM
¢opmbl. C NOMOIIBIO MEpeKIoyaTesss IPOCMOTpUTE 00pa3libl MMELUXcs B Habope cTuied u
BbIOEpUTE OJMH U3 HUX TI0 CBOeMY kenanuto. Haxxmute kHonKy «Jlajiee.

8.7. B mocnennem nmuanoroBoM okHe Macrtepa ¢opm ykaxure uMs Gopmbl: «CTyaeHT» (0OBIYHO OHO
CaMo MOSBJISIETCS M0 YMOJIYaHUIO) M HAKMUTE Ha KHONIKY «['0TOBOY.

Ha 9KpaHC MOABUTCSA OKHO C BBIBOAOM JAaHHBIX HU3 Ta6JII/ILIBI B BUJC q)OpMLI.

[To3HakOMbTECH ¢ BO3MOXKHOCTSMHU HEPEMEILEHHUS] MEXY 3alucsIMH 0a3bl JaHHbIX, MPEACTaBICHHBIMU B

BU/C OpPMBI, IIOCPEJACTBOM KHOIOK HaBHUTAlMM B HHWJKHEH YacTH .
a (b PMBI, pea 10 Ta6auna 3. lannble HOBOJ 3anucH

dbopMBI, KOTOpBIE UMEIOT TO K€ Ha3HAYCHHUE, 4TO M B Tabiuie (cM. Towep 207
puc.1). Dammnus HoBukos
[lepeiinuTe K TIepBOM IMycTOM 3amucu (HaXaB Ha KHOMNKY CO [ Jims Marcum
3BE3/I0YKON) M N00aBbTe B 0a3y NAaHHBIX HOBYIO 3alHCh B PEXHME | OrtdectBo AJsiexceeBHY
(GhOpMBI B COOTBETCTBUH C TabJIUIICH 3: Hon M
3akpoiite popmy «CTyaeHT». Hata poxaeHns 19.03.78

I'pynna 111

Mecto npoxuBanus | A30B

Omuém — smo ob6vekm 6a3vl OAHHBIX, NPEOHAZHAYEHHBIU O 8bl800A U3 6A3bl OAHHLIX MpedyemMoll
ungopmayuu 8 eude OOKYMEHMO8, KOMOpble MOICHO NPOCMOMmMpems uiu Hanewamams. HcmouHuKom
OaHHBIX Ol omyema Mmoeym Ovimb mabauysl unu 3anpocvl. Kpome moeco, 6 omuéme moeym
0mMooOPaNCAmMbCsl BLIYUCTACMBLE NO UCXOOHBIM OAHHBIM 3HAYEHUs, HANPUMED, UMO0208ble CYMMbl, CpeOHUe
senuyunvl. B omauyue om ¢popm, omuémol He npedHa3ZHaueHvl OJisi 6600d U PEOAKMUPOBAHUSL OAHHBIX 6
mabauyax: 8 OMYémax He803MONCHO USMEHUMb UCXOOHble OAHHbIE.

Kax u ghopmwui, omuémer cozdaromesi ¢ nomowpio macmepa uiu KoHcmpykmopa. Hcnonvzosanue
KOHCMPYKMOpAa omyémos mpedyem onpeoenéHHbiX HABbIKO8 U ONbimd, U A61aemcs Ooiee mpyooEmMKuM.
Camwiti npocmoti cnocod co30anusi omuéma — ¢ NOMOWbI0 Macmepa, KOMopbslil AGMOMAMUYEcKU co30aem
omuém 8 COOMBEmMCmeUU ¢ NAPAMEempaml, 3a0aeaemMvbiMu 6 npoyecce Noulaz08020 OuaIoed ¢
NOIb306AMENEM.

Cozmaitte oT4€T 1151 BeIBoAa qaHHBIX Tabuibl «CTYAEHTY ¢ momompbio Mactepa oT4ETOB.

12.1. B okHe 0a3bl 1aHHBIX NepeldauTe Ha BKIAAKY «OTY€ThI» 1 HaxkmuTe Ha KHOTNIKY Co3aats. [losBurcs
nuanoropoe okHO HoBbIil 0TYET.

12.2.B cnucke auanoroBoro okHa HoBbiii oT4éT BhIIETUTE 37MeMeHT Macrep or4éroB. B mone co
CIIUCKOM, HaxoJsIIeMcsl B HIDKHEH dacTtu auanoroBoro okHa HoBblii 0T4éT, BRIOEPUTE B KauecTBE
uctouyHuka AaHHbIX Tabmuiyy Ctyaent. Haxmute Ha kHonky OK. IlosBUTCS mepBoe nuanoroBoe
OKHO MacTtepa OT4ETOB.

12.3.B nepBoM nuanoroBoM okHe MacTtepa OTUETOB HYKHO ONpPEAENUTh, KaKHe W3 MMEIOIIMXCS MOJIeH
CleAyeT BKIIOYUThH B CO3/aBaeMblii OTYET. B nmeBom crniucke JloCTynHBbIE MOJIA BBIJIECTUTE METYKOM
MBIIIH TI0JIe «@aMHIHA», a 3aTeM HAXKMHUTE KHOIIKY «>» JJIs MepEeMEILeHHs TTOJIsl B MPaBbId CIIHCOK
BoiOpanHble moss. AHAJIOTMYHBIM 00pa3oM BBIOEpPHUTE JJIs1 BKIIIOUEHUS B OTUET modist «Mmsi»,
«OtuectBOY, «['pynmay. Ilo okoHUaHuM 3TOH omepaluu HaxxMuTe Ha KHONKy Jlajsee Macrtepa
OTYETOB.

12.4. Bo BTOpOM AHAIOTOBOM OKHE OMNPEAENSIOTCS YPOBHH TPYNMUPOBKU B oTuére. [lyisi TOoro, 4ToObI
CTYJIEHTHI B 0TU€Te OBUTH BBIBEJICHBI 110 TPYIIIIaM, a HEe OOIIMM CIIMCKOM, BBIICIIUTE B JIEBOM CITHCKE
TOJIBKO OJIHO Tosie «['pynma» 1 HaXXKMHUTE KHOIKY «>» Ui TIEPEMEILECHUs TI0Ji1 B IIPaBbId CIHCOK.
3aTem Ha)XMHUTE Ha KHONIKY Jlajiee /uist mepexona K TpeTbeMy AMAIOrOBOMY OKHY Mactepa OTUETOB.

12.5.B TperbeM aua’ioroBOM OKHE MOKHO YyKa3aTh MOPSJOK COPTUPOBKU 3alHUCedl MO 3HAYEHHIO
MIPOM3BOJILHOTO TIOJS WJIM HECKOJIBKUX Mojie (He Oosiee yem 1o ueThipéM). B mepBom mone co
CIUCKOM MIENKHUTE IO KHONKE pPACKPBIBAIONIETOCS CIHCKa H BbIOepuTe mone MDamMuiing,
aQHAJIOTUYHO BO BTOPOM IOJIE CO cHUCKOM BblOepute moje Mms. OcTanbHble MOJS MOXHO HE
3aMoJIHATh. YKa3aHHbBIM MOPSIOK COPTHPOBKH O3HAYAeT, YTO CHHCOK CTYACHTOB B OT4ETE Oyner
OTCOPTUPOBAH CHavasa 1o (Gamwimu B andaBUTHOM MOPSIKE, a 3aTeM (B mpeenax oaHou Gamunmm,
€CII OHU TIOBTOPSIOTCS, HAPUMEP, Y OJHO(PAMIIIBIIEB) - IO UMEHH TakKe B al(paBUTHOM TOPSIKE.
Haxxmute Ha kHOnKY Jlasee.
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12.6.B uerBépTOoM aumamoroBoM okHe MacTep mpeiuiaraeT BeIOOp Buaa Makera mis otuéra. Ilpumute
YCTaHOBJICHHBIE IO YMOJYaHHUIO 3HAYEHUS THIA MaKeTa — CTYNEeHYAThIi, 2 OpUEHTAIINN — KHUKHAS
Y HAKMUTE Ha KHONKY JlaJee.

12.7. B msiToM 11ajaoroBoM okHe BeIOepuTe CTHIIh 0TuéTa — CTpPOruii u HaxkmuTe Ha KHOTIKY [laJee.

12.8. B mectom, nocneaHem auaaoroBoM okHe Mactepa otuéroB BBeauTe 3arosioBok otuéra «CIIMCOK
CTYAEHTOB» u HaxmuTe Ha KHONKY I'0oTOBO. Uepe3 HECKOIBKO CEKYH]I IMOSBUTCS OTYET,
CO3/IaHHBIN MacTepoM, B pexume lIpeaBaputenbHoro nmpocMotpa. st oToOpaskeHHsl BCeX dacTei
0oTuéTa BOCIIOJIL3YWTECh BEPTUKAIBHONM M TOPU3OHTAIBHOM TMOJOCaMU MNPOKPYTKH. Bum otuéra
JIOJKEH MPUOTU3UTETHHO COOTBETCTBOBATH PUCYHKY.

13. [IpenwsiBuTe pe3ynbrarhl Bameii paboThl (co3qaHHbIe TA0NHILY, POpMY, OTYET) IPETIOAABATEIIIO.
14. 3akpoiiTe 6a3y JaHHBIX.

Cnucox CTY4eHTOB

HE sal] ¥ oornamean j 2 [

KonTtpoabsubie Bonpocsi [133(OI1K-3):
1. Bunel rpaduueckux peaKTopos.
2. I[IpeacraBuTeny OCHOBHBIX BHIOB Ipa)UIeCKUX PEeIaKTOPOB.
3. Yro Takoe npe3eHTanus?
4. Yro Takoe MicrosoftPowerPoint?
5. Uto Takoe LibreOfficelmpress?
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