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YyebHO-MeTOMYECKOE TMOocoOHne pa3paboTaHO B COOTBETCTBHH C TpeOOBaHUSIMU
®I'OC BO nHa ocHOBe y4eOHOrO miaHa u paboueit yueOHoM mporpamMmsl kypca «MHpopma-
IIMOHHBIE TEXHOJOTUU B oOpazoBaHum». [locoOue BKIIOYAET TEOPETHUECKHI MaTepuan,
MPaKTUYECKUE 3a/aHus, KOHTPOJIbHBIC BOMPOCHI U 3aJaHUS ISl CAMOCTOSITEIIbHOU paOOThI
no pasneny «Pabora ¢ JOKyMEHTaMM yAaJIEHHOTO AOCTyMHa» K JJaOOpaTOPHBIM 3aHSATHUSM
mucturuinebl « THOpMaIoHHbIE TEXHOIOTUH B oOpa3oBaHum». K kaxoil mabopaTopHoit
paboTe maHbl OAPOOHBIE YKA3aHUS U MOSCHEHUs, IPUBEICHBI 3aJJaHUs, BBIHOCMbIC Ha Ca-
MOCTOSITEIFHYIO pabOTy CTYJIeHTOB. B KOHIIE IPUBOAMUTCS CIIMCOK KOHTPOJIbHBIX BOIIPOCOB,
BBIHOCHMBIX Ha 3aIIUTY JIa0OpaTOPHOI pabOTHI.

Y4ebHoe mocobue aapecoBaHO MPENoAaBaTeNIsIM B CTYJICHTaM 2-TO Kypca O4YHOTO U
3a04YHOTO OTHeNieHUus OakanaBpuaTa, oOydaroniuxcs mo HampasieHnuro 44.03.01, 4 44.03.05
[Tenmarornueckoe oOpa3oBaHME, a TAKXKE YUYaIIUMUCS CPEIHUX MPOdecCUOHATBHBIX y4eo-
HBIX 3aBEJICHUI.
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Beenenue

Huctuminna « MHdopMaloHHbIe TEXHOJIOTHU B 00pa30BaHUI OTHOCUTCS K 0a30BOM
YaCTH MaTEMaTUYeCKOro U ectecTBeHHOHay4yHoro 1ukia (b2.5.01, b2.5.2).

Henp aucuumiuzel: GOPMUPOBAHUE Y CTYJECHTOB CUCTEMbl 3HAHUI, YMEHUI U HABBI-
KOB B 00JIaCTH UCIOJB30BAHUS CPEACTB MH(POPMAIIMOHHBIX ¥ KOMMYHHUKAI[MOHHBIX TEXHO-
noruit (UKT) B oOpazoBaHuu, METOJIOB OpraHu3aliuid HHPOPMAIIMOHHONW 00pa30BaTeIbHON
CpEIBI.

3amaun aucUUIIUHBL. V3ydeHne cOBpEeMEHHBIX TEXHOJIOruil o0paboTku mHbOpMa-
IIMU HA OCHOBE pabOThI C JOKYMEHTAMHU YAAJIEHHOTO AOCTYyNa — TEKCTOBBIMU JIOKyMEHTaMH,
ANIEKTPOHHBIMH Ta0IHUIIaMU, npe3eHTanuaMu. GopMupoBaHue 3HAHUNW U YMEHUM, HE0OXO-
JUMBIX ISl TIOHWUMaHUs OCHOB MH()OPMAIIMOHHBIX MPOIECCOB U TEXHOJOTHH, HUCIOJIb3Ye-
MBIX B mpodeccuoHanbHoil obnactu. OOGecnedeHre yCIOBHM Jisi aKTHBH3alMU IMO3HABA-
TEJIbHOU JEATENbHOCTH CTYIeHTOB. CTUMYJIMPOBAHUE CAMOCTOSTENIBHON pabOTHI 110 OCBOE-
HUIO COJIep KaHusl JUCIUTUTAHBI U (POPMHUPOBAHUIO HEOOXOIUMBIX KOMITETCHIIHH.

[Ipouecc uzydenus: nucuuruael B coorBerctBru ¢ ®I'OC BO nampasien Ha dop-
MHUPOBAHUE CIEIYIONINX KOMIIETEHIMI: TOTOBHOCTh MUCIIOJIb30BaTh OCHOBHBIE METO/IbI, CITO-
coOBI U Cpe/ICTBA MOJMYyUEHUs], XpaHEeHUsI, epepadoTKH MH(GOPMaLIUK, TOTOBHOCTh paboTaTh
C KOMITBIOTEPOM Kak cpeicTBoM yrpasieHus nadopmarueit (OK-8), cnocodHocTh paboTath
¢ unpopMmanueir B rnobanbHbix cerax (OK-9), cmocoOHOCTh peann3oBaTh yueOHBIEC IMPO-
rpaMMbl 0a30BBIX U AJIEKTUBHBIX KYPCOB B PA3IUYHBIX OOPa30BATENIbHBIX YUPEKICHUSIX
(TIK-1).

s ocBoeHust quctuIuinHbl « MHQOpMaIOHHbIE TEXHOJIOTUN B O0Pa30BaHUM» CTY-
JICHTBl HCIOJIb3YIOT 3HAHUS, YMEHHUsS, HAaBBIKH, CHOPMHPOBAHHBIE B TPOIECCE HM3YUEHUS
kypcoB «udopmatukay, «lIpukinagnas uHpopMaTrka.

B pesynbrare uzydeHus o0s3aTenbHON YaCcTH YU4eOHOTO IUKIIA 00YYArOIIHIACS TOJKEH:
3HamMb.

— TpaBuia TEXHUKH OE30MAaCHOCTH W TUTMEHHYECKue TpeOOBaHHUS  MpH

UCIIOJIb30BaHHUH CPEJICTB HHPOPMAITMOHHO-KOMMYHHUKAITMOHHBIX TEXHOJIOTHH;

— OCHOBHBIC TEXHOJIOTMH CO3JaHMs, PENaKTHPOBaHUS, OPOPMIICHUS, COXpaHEHHUS,
nepenayn U Moucka WHMOOPMAIMOHHBIX OOBEKTOB PA3JIMYHOTO THMA (TEKCTOBBIX,
rpauYeCKuX, YUCIOBBIX) C MIOMOIIBI0O COBPEMEHHBIX MMPOTPAMMHBIX CPEJICTB;

ymemn:

— coOiroaTh MpaBWiIa TEXHUKH O€30MACHOCTH U TMTHEHHYECKHE PEKOMEHJAIUU MPU
WCIIOJIb30BAHUHM CPEJICTB HHGOPMAIMOHHO-KOMMYHHUKAIITMOHHBIX TEXHOJIOTHH B
npo¢eCcCHOHATBHOMN ESITENHHOCTH;

— TPHUMEHITh COBPEMEHHBbIC TEXHUYECKHE CpPEJCTBA OOYUYEHUS, KOHTPOJS M OICHKU
YpOBHS (DU3UYECKOTO Pa3BUTHUS, OCHOBAHHBIE HA WCIOJb30BAHHHM KOMITBIOTEPHBIX
TEXHOJIOTHM;

— co3/JaBaTh, PENAKTHPOBATh, OPOPMIISITh, COXPAHSITH, TIepeaBaTh HHPOPMAIMOHHbIE
OOBEKTHl PA3JIMYHOTO THUIA C TOMOIILI0 COBPEMEHHBIX WH(OPMAIIMOHHBIX
TEXHOJIOTUM

— HCIOJB30BaTh CEPBUCHI M  HWH(OPMAIMOHHBIE pecypchl  MH(POPMAIIMOHHO-
TEJICKOMMYHHUKAITMOHHON ceTu MHTepHeT nis moucka mHpOpManuu, HeOOXOaMMON
VTS pelIeHus MPoQeCcCUOHATBHBIX 3a]1aY,

— Ha3HAYCHUWE ¢ TEXHOJIOTHIO OJKCIUTyaTallud alMapaTHOTO U MPOrpaMMHOTO
oOecriedeHusi, MPUMEHSIEMOTO B TIpodheccuoHaNbHON AeSTEIIBHOCTH.
61a0ems:



- HaBBIKAMH aHAJIM3a TIEJAarOrMYecKOr IeIeCO00Pa3HOCTH  HCIIOIb30BAHUS
cpeactB UKT B o0Opa3oBaTenbHBIX IE€NAX, B TOM YHCJIE 3JIEKTPOHHBIX CPEJICTB
00pa30BaTEIbHOIO HA3HAYEHUS; MPAKTHUYECKUMH IMpPUEMaMU MPOEKTHON JeATEIbHOCTU B
oOpa3zoBaHuu Ha ocHOBe ucrnosb3zoBanus MKT.

OcBoeHUe AaHHOM TUCUUIUINHBI ABJISETCS HEOOXOIMMOM OCHOBOM /1JIs1 OCIEIYIOIIErO
U3YyYEHUs! JAUCUUIUIMH NPO(PECCHOHAIBHOIO LMKIIA, MPOXOXKICHUS MEAarorn4eckoi mpak-
TuKkH. OCHOBHOE Ha3zHaueHUe IUCUHUIUIMHBI «MHpOpManuoHHbIE TEXHOJIOIHMH B 00pa3oBa-
HUW» — (OPMUPOBAHHE TEOPETUUECKUX U MPAKTUUECKUX 3HAHUI B 00J1acT HH(DOpPMAIMOH-
HBIX TEXHOJIOI'HH, TEXHOJIOTUI XpaHEeHHUs, Iiepeaun 1 00paboTKu HHPOPMALUU C TIOMOILBIO
KOMIIBIOTEpA.

YuuThiBas HamnpaBlieHWE MOJArOTOBKU CTyJAeHTOB — «llemarornueckoe oOpasoBaHHUE»,
MOJKHO BBIICTUTH 0a30BO€ Ha3Hau€HHE NUCUUIUIMHBI «HpOpManMoOHHBIE TEXHOJIOTHU B
oOpa3oBaHum». OTO, MpeXkie BCero, GopMUPOBAHME KOMIETEHIUN OYIyLIMX IIKOJBHBIX
yuuteneil ”HPOPMaTUKH, KOTOPBIE MO3BOJIAT UM MOAEPHU3MPOBATH MPOLECC OOyueHUs B
COOTBETCTBUU € TpeboBaHUsIMU HOBoro cranjgapra @I'OC. BHenpeHue HOBOro cTaHaapra
@®I'OC B mIKOIBHBIA Kypc MOTPeOyeT OT yUHUTeNell mepexoaa K HOBBIM yueOHHMKaM, Bblje-
JICHUIO YPOBHEBOW MOJATOTOBKH, B TOM YHCJE MaTepuana yriayoneHHoro ypoBHs [1]. Jlns
npenojaBaHusi HHQOPMATUKU Ha YIIIyOJIEGHHOM YpPOBHE, OyAylIeMy YUWUTEIH0 NoTpedyercs
Oonblle YJIENUTh BHUMAHHUIO M3Yy4eHUs TUCHMIUINHBI «H()OpMaLMOHHBIE TEXHOJIOTUU B
00pazoBaHUMN.

OcHoBHOI (popMoil 3aHATHI MO nucuuIUIMHE «HPOpMaMOHHbIE TEXHOJIOTUU B 00-
pa3oBaHUM» SBIAIOTCS NpakTHueckue 3aHsATHs. [lonmydeHHblEe Ha JEKIMOHHBIX 3aHATHSIX
TEOPETHUECKUE CBEICHHs] HEOOXOAMMO MPEBPATUTh B KOMIIETEHIIMH, KOTOpPbIE BhIpabaThI-
BAIOTCSl HAa MPAKTHYECKUX 3aHSATHUSIX MPH BBIIOJHEHUH PA3JIMYHBIX MPAKTUYECKUX PadoT.
JloroNHEeHNeM K MPAaKTUYECKUM 3aHATHUSAM SIBJISIETCS CaMOCTOSITeNIbHAs paboTa CTYIEHTOB,
KOTOpasi COIEPKUT, B TOM YHCJII€, BBINOJIHEHUE NHINBHUIYAIbHO IUIAHUPYEMBIX 3aaHUM 1715
CaMOCTOATENbHOI padoThl. B Havanme mpakTHYECKOro 3aHATHS M B paMKaxX CaMOCTOSTENb-
HOU pabOThI CTYAEHTHI JOJKHBI JOMOJIHUTEIBHO MPOpaboTaTh TEOPETUUECKUE OCHOBBI U3Y-
yaeMoi TeMbl. TakuM 00pa3oM, MJIaHUPOBAHUE MPAKTUYECKUX 3aHATUH COAEPKUT 3 co-
CTaBJISIIOIIMX — TEOPETUYECKOE BBEJICHUE, 3a/laHUs M 3a]1a4M, BBINOJIHIEMbIE COBMECTHO C
MpernojaBaTesieM Ha 3aHATUU WM 3aJlaHus JONOJHUTEIbHOW MHAMBUAYAIbHOW M BapUaTHUB-
HOM cocTaBJIsOUIel caMOCTOSTENbHON PaOOTHI.

B pamkax mpakTH4ecKuX 3aHATUN 1O nuciuruinHe « M HpopMalmoHHbIe TEXHOIOTHH B
00pa30BaHUU» CTYAEHTHI TOJKHBI C(HOPMUPOBATH MPEICTABICHUE O 1EIeCO00Pa3HOCTH HC-
nosib3oBanus cpeacts MKT B 00pazoBaTenbHBIX LEISAX, B TOM YUCIE 3JEKTPOHHBIX CPEJCTB
oOpa3oBaTesbHOrO HazHaueHus. [Ipu 3ToM HeoO6XoAMMO BBIPAOOTAaTh HABBIKM MpPAaKTHUE-
CKMX IIPUEMOB ITPOEKTHOM AEATEIBHOCTH Ha OCHOBE ncnosb3oBanus KT, cBs3aHHbIX C pa-
00TOI HajJ TOKyMEHTaMH YyAaJIEHHOTO JIOCTYIa; YMEHUEeM paboTaTh ¢ MHTEPAKTUBHOM J0C-
KOM, C CUCTEMOI KOHTPOJISI yPOBHSI YCBOCHHS Y4EOHOT'0 MaTepHuaia.

Jucuurmnnaa « MTHpopMaoHHbIe TEXHOJIOTHH B 00pa30BaHUM» TECHO CBsI3aHa C JpY-
ITMMU JUCHUIUIMHAMU HMH(OpMaTHKH, u3ydaeMbIMH Kak panee («Mupopmatukay, «IIpu-
KJIaJHass UHPOpPMATHKA), TaK Tocye ee ocBoeHUs («OCHOBBI MaTeMaTUYeCKOW 0O0pabOTKH
uHpopmanumn» u np.). CooctBeHHO «H(pOpMaIIMOHHBIE TEXHOIOTHUH B 00pa30BaHUN» — 3TO
6a30Bast OCHOBA JIJIs1 OCBOCHHUS JTF000H IpYyrol AMCHUTUIMHEI.

TakuMm 006pa3om, 1eNbI0 JAHHOTO YYeOHOro MOoCcoOUs SIBIsETCS cUcTeMaTu3alus yueo-
HOTO M TUJAKTUYECKOTO MaTepuaia, He0OXO0AUMOro JUisl MPOBEACHUS MPAKTHUYECKUX 3aHsI-
Tui o nuctumuHe «MHpopMannoHHbIe TEXHOIOTUU B 00pazoBaHum». B mocobun npuso-



IUTCS KPaTKOE M3J0KEHHE TEOPETHYECKUX CBEACHUN, HEOOXOAUMBIX ISl TIPOBEICHUS 3a-
HATHH, pyKOBOJICTBO K BBIITOJHEHHIO MPAKTUYECKUX pa0dOT MO JAHHOMN TeMaTHKe.

VY4eOHoe mocoOre MOKET ObITh MCIIOJIB30BAHO MPENOJABATENEM U CTYJEHTaMH JJIs
MOJITOTOBKH K 3aHATHSAM, & TaK K€ YYaIMMHCSA CPETHUX MPOPECCHOHATBHBIX YYeOHBIX 3a-
BeZieHUH. CTy/I€HThl MOT'YT UCIOJIb30BaTh €r0 /ISl BBIMOJIHEHUS 0053aTeIbHON U BapHaTHB-
HOW COCTaBIIAIOLIEH CaMOCTOATEIbHON padOThI, 1151 HOJATOTOBKU TECTUPOBAHUIO U K 3aUeTy
no npeaMery «MHpopMalnoHHbIE TEXHOJIOTMH B 00pa3oBaHum». [locoOue Tak ke MOXKET
OBITh TMOJIE3HO CTYIEHTaM MPU W3YYECHUHU APYTUX IUCIUIUINH WH(POPMATHKH, TPOBEICHUU
[I€/1arOrM4ecKoil MpakTUKU, KypCOBOTI'O IIPOEKTUPOBAHMSI.



JlaboparopHnas padora Ne 1
Tema: padora ¢ JOKyMEeHTaMHM yIAaJeHHOI'0 10CTyNa. JJIeKTPOHHAs TAa0JuIa.

Llenv: chopmupoBaTh TpejacTaBicHHE O ceTeBoM oduce Google JIokyMeHTHI;

HAYYUTHCS CO3[aBaTh aKKayHT M JOKYMEHT 3JIEKTpOHHBIX Tabmur; Google; cdopmupoBarh
HaABBIKH KOJUIEKTHBHOM pabOThI ¢ JokyMeHTamu GO0(gle, Hay4nThCs yCTaHABIMBATH 3aIIUTY
JUCTOB WiW Auamna3oHoB. Hayuntbest ucons3oBath pyakuuu AVERAGE, COUNTIF, IF,

BECTH PACUETHI UCIIOJIH30BATH BO3MOYKHOCTH CBOJIHBIX TAOJIUII, CTPOUTH THATPAMMBL.
3aoanue

Co31aTh aKKayHT.

Co31ath JOKYMEHT 3JICKTPOHHOM Tabymiel Google.

OObecmeynTh COBMECTHBIN JJOCTYII K TJOKYMEHTY.

Hayuutbcs mprieMaM KOJUICKTUBHOU paboThI ¢ JokyMeHTamu Google.
VY cTaHOBUTH 3alUTY IUAMa30Ha STYEEK U JTUCTA.

o gk whE

BBINOJHUTE CAEQyIOMINE 3a1aHUS:

— Belcuntarh cpegHuil 6amn mo CTyAeHTaM M IO MpeaMeTaM, IMOCYUTATh KoJnye-
CTBO OIICHOK, HA3HAYUTh CTUIICHAMIO [0 HUTOTOBOMY CpEIHEMY Oasuty.

— ITlocTpouTh muarpamMmy ycrieBaeMOCTH.

— Hcnonb3oBaTh PUIBTpAINIO U COPTUPOBKY JaHHBIX.

— Co3znatk CBOIHBIE TAOIUIIBI.

— MHcnonp3oBaTh pa3anyHbie BO3MOKHOCTH 3JIEKTPOHHBIX TaOJHII.

Omuem 1o nabopaTopHOW paboTe MOJHKEH cojlepkaTh akkayHT Googl, cozmanHbIe

JOKYMEHTBI, K KOTOPBIM 00€CTIeueH COBMECTHBIN JOCTYH YYACTHUKOB paboued rpymniibl.

Ilo umozcam BBITIOJIHEHHOM pabOTHI HEOOXOAMMO YMETh c031aTh akkayHT G0oogl, co-

3/1aBaTh JIOKYMEHTHI cepBrica GOOgle n Hay4uuThCs MpHeMaM COBMECTHOW pPabOThI ¢ ATHMHU
JOKYMEHTAaMH, HAYUYUThCS YCTAHABIMBAThH 3aIUTY JINCTOB WJIM JUANAa30HOB; MPEAOCTABUTh
BBITIOJIHEHHBIE 33/IaHUSL.

TeopeTuko-MeTOAUYECKASA YACTH

Bo3mo:knocTu cepBuca Jlokymentnsr Google

Cepsuc Jlokymentsl Google mo3Boser:

CoznaBath B MIHTepHETE TEKCTOBBIE TOKYMEHTBI, 3J€KTPOHHbIE TaOIUIbI U MpPe3eH-
Taluu, MPOCMATPUBATh UX, PEIAKTHUPOBATH C JIFOOOT0 KOMIIbIOTEPA, MOAKIIOYEHHOTO
K lHTepHery.

CucreMaTu3upoBaTh JOKYMEHTHl C IOMOIIBIK IMANOK B XPAHWUJIUIIE JOKYMEHTOB
Google.

DKCIOPTUPOBATh U UMIIOPTUPOBATH FOTOBBIE JOKYMEHTHI.

Omy0nuKoBaTh TOKYMEHT B BUJIe WED-CTpaHUIIBI HIIH Pa3MECTUTh UX B CBOEM OJiore.
[IpenocTaBuTh AOCTYI K pEIaKTUPOBAHUIO WM MPOCMOTPY CBOMX JIOKYMEHTOB JpY-
MM T10JIb30BATENSM.

PenaktupoBath TOKYMEHT OJHOBPEMEHHO C IPYTMMHM IIOJIB30BATEIAMU B PEXKUME
pEeanbHOrO BPEMEHH.

CoBMECTHO MPOCMATPUBATh MPE3CHTALIUH.

OOMeHNBaThCS JOKYMEHTAMHU.



HNurepdeiic cepuc Jlokymentsr Google
[Tanens nepexona K ApYruM cepBHCaM, NO3BOJISAIONIAS YBUJETh JIOTUH aKKayHTa, HACTPOUTD
aKKayHT, TOJIy9UTh CIIPABKY, 3aBEPIIUTH PA0OTy C CEPBHCOM.
1. Crpoka noucka.
2. BepTukaibHOE MEHIO OCHOBHBIX KOMAH/] M YIPaBICHUs JOKYMEHTaMH.
3. PaGouas o6nacts.
4. OOnacTh CTATUCTUKH, OTOOPAKAET CTATUCTUKY BEIECHUS JOKYMEHTOB, XPaHALIUXCS

Ha JHCKE.
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Pucynok 1. Muatepdeiic cepsuca Jlokyments Google.
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Kak eac zoByT
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Pucynok 2. OxHo perucrpanun Google u manens cepsucos Google.

Onucanune Bo3MOkHOCTe# cepBucoB Google
Mot akkaynm — 3TO TEHTp YIPaBIICHUS TOJIH30BaTEIbCKUMHU JTAHHBIMH, KOTOPBINA
9 NPEOCTaBISIET YA00HYI0O BO3MOXXHOCTh M3MEHUTh HACTPONKH KOH(UACHIIMATHHO-
CTH, IPOCMOTPETh COOPaHHYIO0 HH(POPMAITUIO, YIAIUTh JIUITHEE, CAENAaTh PE3EPBHYIO
KOITHIO CBOUX JIAHHBIX.
YouTube — cepBuC ISt XpaHEHHUS BUACOPONHKOB U (poToapxuBoB. Pasmemnienne
y4eOHOTO BHJ/ICO U €r0 MPOCMOTpP OH-JIaiiH. MOXHO BKJIIOYATh B TUICHIIUCT HE0O0-
YouTube  XOJUMBIC IJIsi paOOThl uibMbl Apyrux aBTopoB. ®OuinbMbl u3 YouTube mMoxHO
BCTaBJISITh HA CBOM CAWThI M 0JIOTH (ILIKOJbHBIE, Y4eOHbIE U TIp.), UCIOJIBb30BaTh KaK JOMOJ-
HUTEJBHBIA MaTepual Ha ypoKax, TaK, HapUMep, SKCKYPCUU 110 MY3€sIM WJIM KOHIICPTHBIM
3ajmaM U T.M. MOXXHO BBICTaBJISTh TBOPUYECKHE Pa0OTHI yHaIlUXCsl, CO3aBaTh COBMECTHBIC
paboTHI ¢ pedsTaMu U3 APYyTruX ropojoB. YouTube mo3Bosser 100aBiasATh (Haiibl B CaMbIX
pa3nu4HbIX opmaTax BUJIEO U ayAHO.
Google play — sBnsercst MmarasuHOM IpHIIOKeHHH 0T Google, KOTOPBIH JaéT BO3-
> MOKHOCTH BJIaJIeTIbI[aM yCTPOMCTB Ha omneparonHoi cucreme Android mpuobpe-
TaTh ¥ YCTAHABJIMBATH Pa3HOOOPA3HBIC TPOTPAMMEBI U HTPBI.
Google Mail — GecrutatHbIfi cepBHUC 3JCKTPOHHOW IMOYTHI, KOTOPBIH MO3BOJISIET
M NPUKPETUIATh (aiiiibl pa3IMuHbIX (OPMATOB — TEKCTOBBIC, TAOIWYHBIC U Tpaduye-
ckue NMOKyMeHThl. Takxke B cucreMe Gmail moctynmHa (yHKIWS OHIAH-uaTa, B
ToM uyuciie u rpynmnoBoro (Google Chat www.google.com/talk/), uro mo3Bonsier paboTaTh
HaJl COBMECTHBIM MPOEKTOM WM PeIllaTh BOMPOCH! B oHNaitH-pexxume. Google Chat nmeet
(GYHKIMIO TOJIOCOBOTO M BHeo-uaTa. Kaxeiii monb3oBatens Gmail nuMeer BO3MOKHOCTD


https://play.google.com/store

co3math MHOXKeCTBO cobcTtBeHHBIX Tpynn (GoogleGroups— http://groups.google.com). Dtu
TPYNIbI MO3BOJISIOT HE TOJIBKO YIPABISTH CIUCKAMU PACCBUIKM U apXUBUPOBATH UX, HO U
COBMECTHO paboTaTh ¢ WiCHaMU IPYIIbI U OOIIATHCS C HUMH.

Google Jluck.

OT10 (ailyIoBBIE XOCTUHT, CO3JaHHBIN U MOjAepKuBaeMbIii kommnanuedr Google. Ero
GbyHKIMU BKITIOYAIOT XpaHeHue ¢aiiioB B MlHTepHeTe, 00muii 10CTY K HUIM U COBMECTHOE
penaktupoBanue. B cocraB Google [ucka Bxoasat Google lokymentsl, Tabmuust u I[pe-
3eHTaIuu - HA00p O(UCHBIX MPUIOKEHUM JJIsI COBMECTHOM pabOThl HaJl TEKCTOBBIMU JIOKY-
MEHTaMH, 3JIEKTPOHHBIMU TaOJMIIAMH, MPE3CHTALUAMHU, YepTeKaMu, BeO-hopMamMu U py-
rumu ¢ainamu. OO1Ie10CTyTHBIE JOKYMEHTHI Ha JlucKe MHIEKCUPYIOTCSl TOUCKOBBIMU CH-
cremamMu. OCHOBHbIE 803MOHNCHOCTU

1. Cepsuc no3BoJisieT XpaHuTh OecruiaTHo 110 15 I'6 daitnos.

2. Cospmanue ¢aitnos. [IporpamMmma mo3Bossier co3naBaTh (aiinsl, Hampumep, Gopmara
pdf, pasnuuHble TEKCTOBBIE (haliabl U Mpe3eHTAlUH. A KPOME 3TOro, B CEPBHCE OCY-
IIECTBIIEHA BO3MOXXHOCTH COBMECTHOTO PEAKTHUPOBAHUS (Pail;ioB BMECTE CO CBOMMH
JPY3bsIMH U KOJUIETaMH, Y KOTOPBIX ecTh akkayHT Google.

3. OGecmieyenne qoctymna K ¢aiinaMm ¢ pa3IMuHBIX YCTPOUCTB. Dailiibl, HAXOIAIIHECS B
Google Jluck, MOXKHO MpPOCMATPUBATh KaK C KOMIIBIOTEpA, TaK C IJIAHIIETa HIH
cMmapTdoHa, Ipu yCIOBUM BO3MOXHOCTHU BbIXoJa B IHTEepHeT.

4. B03MOXXHOCTBH paclo3HaBaHUSI OTCKAaHUPOBAHHBIX CTpaHHI] Win (oTorpaduii ¢ Tek-
CTOM M MpeoOpa30BaHNUE MMUCHbMEHHOTO TEKCTa B PEUEBYIO 3aIKCh.

5. JIns akTUBHBIX MOJB30BaTEIC 00JIAYHBIX XPAHWIMIL OECIJIATHOTO 00bEMa MOXKET
OBITH HEJIOCTATOYHO, MOATOMY MECTO JUIsl XpaHEHUS MOKHO PACIIUPUThH C TTIOMOIIBIO
eKEeMEeCIUYHON aOOHEHTCKOH TIIaTHl.

CepBuc Kanenoaps mo3BONSET CO37aBaTh U PEAAKTUPOBATH KaJICHAAPb, J0OABISIThH
COOBITHS ¥ cOOOIIATh O HUX JIPYTUM TIOJIb30BATEIISIM.

CepBuc, B KOTOPOM MOXHO OOIIAThCA C APY3bSIMH MO UHTEpPECaM U JEIUThCS C HU-
@ MU CCBUTKaMH, BUJICO3AMUCIMU U N300paKCHHUSIMU.
A

CepBuc a1 ynio0HOTO XpaHEeHUS U TTOUCKa (hoTorpaduii.

Taoaunub Google
Google Tabnuibl — 3T0 peAaKTop, MO3BOJSAIOUIMN CO3/1aBaTh U POpMaTUPOBATH Tab-
munpl. OH TakKe TMOJACPKUBACT COBMECTHYIO pabOTy B peXHME pealbHOTO BpeMeHH. UTo
MOKHO cenath npu nomoiu Google Ta6wui:
—  HWmmnopruposats ¢aitnel Excel, CSV, TXT unu OPB u npeobpazoBath Ux B dJIeK-
TpoHHbIe Tabnuiel Google.
- DxkcrnoptupoBath Tadbimuiy B popmare Excel, CSV, TXT, ODS, PDF unu HTML.
— Bocmnonb3oBatecst pegakTopoM (HOpMyIl Uil BBITIOTHEHUS BBIYMCICHUHN, a TaKKe
0T(hOpMaTUPOBATH MOTYICHHBIC JAHHBIC.
— OrtpenakTupoBaTh TaOJUIy COBMECTHO C JAPYTUMH TIOJH30BATEISIMH U T000-
IIaThCSl C HUMU B Yare.
— ABTOMaTHYECKHU CO3/1aTh TpaduK WIN JUATPAMMBI.
— Bcerpouts Tabnuily wim ee oTieiabHbIe JUCTHI B OJIOT UM Ha BeO-CaiT.
— BcraBnare nuzobpaxxeHusl.
IIpakTnyeckas 4yacTb
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Hauaso pa6otsl ¢ ceppucamu Google

1. 3aiitu Ha caiit http://google.ru, kHonka «BouTu»

2. Ecnu Bl He 3aperucTpupoBaHbl, KHONKA «3aperucTpupoBaThCs», HHAYE OCYIIe-
CTBUTbH BXOJ U IIEPEUTH K II. 4.

3. 3anoAHUTH perucTpalioOHHbIE MOJIA, CIeIys] HHCTPYKIUIM Ha SKpaHe (puc. 2).

4. Beibpats CepBuchl «J{HCKk», aKTUBUPOBATh KHOTIKY “** , PaclojOKEHHYIO CIIpaBa
OT CTPOKH MOMCKa Ha MaHeIu nepexoa K ApyruM cepBucam (1. 1, puc. 1).

5. UToOBI co3/1aTh HOBBIN JOKYMEHT, TaOJIUIly WJIA MPE3CHTAINIO, BHITIOJHUTE ClIe-
TYIOITUE CHCTBHS:
— AktHBHpOBaTh KHONKY Co30amb, IOSBUTCS TOIMEHIO JUISI CO3JIaHHS Pa3jIHy-
HBIX JJOKYMEHTOB: TEKCTOBBIX, TIPE3EHTAIIHH, SJICKTPOHHBIX TAOJIHII.
— BpI0OpaTh U3 criMcka Hy>KHBIA JTOKyMEHT (puc. 1).

3ananue 1. Coznate nokyMeHT Tabnuiia.
1. Co3spaiite nokymenT Tabnuma ¢ monsmu: @amuust, Mms, Jlata.

— Ilepeitnure B Xpanuruwe ooxymenmos—Moii Ouck.

— B BeprukanbHOM MeHIO BeiOepete Cozoambs—Google Tabnuybr .

CO3PATL

Manka

Mo Hazear

[ -
SarpyauTe daine

SarpysuTh nanky

E Google JokymMeHTb

iE] Google Tabnuupbl

Google MpezenTaumm

Ewe >

Pucynok 3. Mento Co3naTs.
— TlosButcs mycroii qokymeHT Tabmuia Google.

E=] Hosas mabnuya kononenko.tv@bk.ru -
®aiin  Mpaeka Bwg Beraska ®opmar  [awnwie  Wuctpymentsr  Qonondewna  Cnpaska (AT

[ ] -l—' p. % 0_ .00 123~  Arial - 10 i O e = e H - [ononHurensHo -

I T T B e

+ = NMucr




Pucynok 4 . Ilyctoii nokyment Tabmnuiia.

2. 3anonuute Tabauiyy. BHecuTe B Hee CIUCOK CBOEH IPYIIIIBI.

3. Ilpumenute x Tabmuie pasmuyHbie 3G(HeKTs HOpMaTUPOBAHUS: U3MEHUTE IBET

3aJIMBKH, LIBET, HAUE€PTaHUE, pa3Mep U TUI mpudra.

JUid u3MeHeHUsl LBETa 3aJUBKHU U mpudTa U np. 3pPexToB popMaTupoBaHus HEOO-
XOJUMO BBINOJIHUTH CJIEIYIONINE IIaru: BBIACINUTD AYEHKY 11 Ha nanenu Qopmamuposanue
BbIOpaTh 3anueka. YTo Obl U3MEHUTH WIPUQPT HA MaHeAn (OPMATHPOBAHUS BBIOEPUTE HH-
CTpyMeHT [llpughm n U3 crivcka Ha3HaubTe J1000H TN mpudTa, pasmep, UBET U T. 1.

4. U3navanpHO Tabnuua Oyner umeTh Ha3BaHue Hosas tabnuma (puc. 3). Yro Obl nath
uMs TaliuIe cienyeT BblOpath MeHio Q@ailn—Ilepeumenosams. B pe3ynbrate Ha3BaHHE
«HoBas Tabnuma» okaxxeTcs BbIIECICHHBIM, ClIeAyeT YIaIuTh Ha3BaHue «HoBas tabnuna» u
HanucaTh CBOE Ha3BaHUE.

- ————— [T R e e ———

= Hosaa mabnuua >

Tain  [lpaeka Bwg Beraeka Qopmar Lok Ly e Cnpaeka
0w e S ot 0 0D 1 03 Arial 10 | R - Y H
A B ik D E F

Pucynok 5. @parmenT okHa tokymeHTa Tabnuia.

HUmoe paboThl — BBl CO3/1alT CBOM aKKayHT, HAYUMUJIUCh CO3/1aBaTh U U3MEHSThH TAOJIHILY.

3ananme 2. Opranu3oBaTh COBMECTHOE penaktupoBanue Tabmuipr Google, nocrym-
Hoe 1o e-mail.

CoBMecTHOE peJaKTHPOBaHUE TOKYMEHTOB

Jlnst coBMecTHOU paboThl ¢ JokyMeHTamu G0Ogle HeoOX0IUMO MOYyYUTh TOCTYI K
HUM.

JlOoCTyTI MOXKET OBITh YETHIPEX YPOBHEIH:

- JluyHolil — ATOT YpOBEHB TOCTyIA UMEETCSI M0 YMOITYAHUIO, UCIIOB3YETCs KOTia
JIOKYMEHT HE HYX/1aeTCsl B COBMECTHOM HCTOJIb30BAHUU.

- Ilonvzoeamenu, umerowue cculiKy — 3TOT YPOBEHb JOCTyHa MOXET IOJIyYUTh
060, kto 3HaeT URL aapec Ha ¢aiin (MOXKHO CpaBHUTH C TeIePOHHBIM HOMEPOM),
MO3BOJISIET PEIAKTHPOBATh IOKYMEHT BCEMHU Y4YacTHHKaMu rpymmbl On-line. Ipu stom
BXOJl B CUCTEMY HE TpeOyeTcsl.

- Obwedocmynno 6 Humepneme — (aitli MOkeT 0aTh TOCTYIEH BCEM ISl PEIaKTH-
POBaHUs, OTKPBITh €T0 MOKET JIFO00H, a TaK e OH MOXKET OBITh BKJIFOUEH B PE3yJIbTa-
ThI TIOUCKA.
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- Bcem, komy paspeuterno — o3BoJIAET 100OABIIATH YYaCTHUKOB 110 e-mail.

Jl1st Toro, yTo ObI TaOJIWIy MOTJIM PEAAKTUPOBATH U APYTUE MOJb30BATEIHN CIIETYET
OpraHU30BaTh COBMECTHBIN JOCTYII JJIsl BCEH TPYIIIHI.

PaccmoTtpuM aBa criocoba COBMECTHOIO A0CTYyMa: no e-mail u no cevinke.

Opranu3aiys COBMECTHOT'O JIoCcTyna o e-mail.

J{1s1 3TOTO BBINOJHUTE CHEAYIOIINE ICUCTBHUS:

Daiin—-Coemecmuulii 0OCMYN.

— Crnenyer HaCTpPOUThH YPOBEHB JOCTYIA.

— B mosiBUBIIEMCS IHMaOrOBOM OKHE B pas3aciic Jroan — yKa3aTb agpeca 3JICK-
TpOHHOﬁ IMOYThI BCCX YYACTHHUKOB TI'PYIIIBLI U B Pa3aciic pCAaKTUPOBAHUA BbI-

Pu-
6. OxHO
HU3ALUU

6paTI> HYXKHOC. pCAAKTHPOBAHNH, KOMMCHTHUPOBAHUC UJIN YTCHHUC.

AypHan noceleHuid &

©ain  [lpaeka Bwag Bceraeka @opmar  [JaHHele

COBMECTHBIA 4OCTyN

Coanate
OTEpPEITE Ctrl+0
MECTHOTO JIOCTYyIa K JOKYMEHTY.
COBMECTHEIN OOCTYN BENKUMTE 40CTYN NO CChINKe @

JocTyn no cceinke kntoded NogpobHee

PE,ﬂﬂI{THPDBﬂTh MOryT BCE,  KOro eCTe CChl... = I{EII'IHFIEIEIETI: CCbIMKY

https://docs.google.com/spreadsheets/d/11ADJ|BEZvdigf6p O NEA e T Qe b Ok ile

v PepakTupoBaHne
KomMMeHTUpOBaHNE

NMiogw YreHne

f PE,.EI,EKTI.-1F]EIEIEHI.-1E -

OocTyn OTEPLIT: AHOped KapMasuH, AHOpel YepHelwes (+17)

PaclmpeHHble
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Puc. 7. OkHO opranu3anny COBMECTHOTO JOCTYIA K JOKYMEHTY.
CosmecTHOe penaktupoBanue Tadmuipr Google, 1oCTynHEI no ccvlixe.

Uto OBl 00eCIeYUTh JOCTYN K CBOCH TaOJMIIE MO CChUIKE HEOOXOIUMO BBIMTOJHUTH
CJIEIYIOIIHE IIaru:

© [peaeapWTenNLHBIA NpOCMOT]

L OTKFII:IT:- CNOMOLLBDHD >

am COBMECTHBIA goCTyn...

@: BKNHOUWTE OCTYN NO CCBINKE >

f‘_‘l_ NofaenTs Ha Mol ouek
* [obBaBuTe MOMETKY

[NepeumeHoBaTe. .

o MNokasaTe cBOACTEE
FD CosnaTe KONWo

CraudaTte

Yoanute

||

Pucynok 8. MeHto pabotsl ¢ tokymentamu Google.

OTKpBITH CITUCOK CBOMX JJOKYMEHTOB (JOCTYITHBIC MHE).

Br10path HYKHBIN TOKYMEHT, HABECTH Ha HETO yKa3aTellb MBIIIKH.

BbI3BaTh KOHTEKCTHOE MEHIO U BBIOPATh MYHKT BKIOUUmMb OOCMYN NO CCbLIKe
OTtkpoercs quanoroBoe okHO Cosmecmuuiti docmyn (puc. 8).

Br16path nyHKT Briarouums 00Cmyn no cculike.

Huxe orobpasurcs agpec Baiero JOKyMeHTA.

Bri6path nyHkT Konuposams ccuiiky.

© N Ok wDd PR

CKOIMMPOBAHHYIO CCHUIKY CJEIYEeT OTIPABHUTH IO AJICKTPOHHOM IMOYTE BCEM,
KOMY HEOOXOAMMO: B IyHKTE JI100u—Beedume umena unu aopec 31eKmpoHHOU
noumul.

HUmoe paboThl — BBl HAYYWIHCH 00ECIIeUNBaTh COBMECTHBIN JOCTYII K IOKYMEHTaM.
3ananue 3. YCTaHOBUTE 3allIUTY HA JUAIA30H siY€€ U HA JIUCT.

3amuTa qUana3oHa siYeeK WJIM JUCTA OT PeJaAKTHPOBAHUS
Bb1 MOkeTe 3anpeTuTh APYTUM MOJIb30BATEISIM PEAAKTUPOBATD HJIEMEHTHI TaOJIHIIbI.
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3amnTa AHanma3oHa nJik JIMCTa

~wbdPE

7.

OTtkpoiiTe TabnuILy.

BriGepurte siueiiky wiv quamna3oH siueek.

B mento /Jannvie BeIOEpUTE 3auunyennvle aucmsl U OUANA30HDL.

B nosBuBniemMcs: oxkHe CIIpaBa BBIIIOJIHHUTC CICAYIOIIUC JICHCTBUSL:

[Tpu HEoOX0AMMOCTH 100aBHTE OMKUCAHHE.

Bri6epure Juanazon wnu Jlucm.

Jluanazon. YKaXWTe OUana3oH, Ha)KaB HA 3HAYOK TAONHMIIBI U BBIACIUB B HEH
HY’KHBIC sT9eKu. Ecm BBI ciemanu 3To 3apaHee, OH MOSBHUTCS B CTPOKE aBTOMATH-
YECKH.

Jlucm. Bei6epute HyXHBIN TUCT. UTOOBI OTAEIbHBIC SUCHKU OCTATNUCh JOCTYITHBI-
MU JUIsI peJaKTUPOBAHUS, YCTAHOBUTE (DJIAXKOK PAIOM C IyHKTOM "MICKITIOUUTH OT-
JEeTbHBIE TYEeHKN".

Haxwmute 3a0ams pazpewenus viu Hacmpoums oocmyn.

Y cTaHOBHTE OIPAHUYCHUS.

Bri6epute "[loka3biBath mpeaynpekaeHue BO BpeMsl PeIaKTUPOBAHUS ITOTO JTha-
nazoHa", yToObl MOJIB30BATEISIM TPEeOOBAIIOCH MOJATBEPKAATh CBOU IMpPaBKU. JTa
GyHKIMS TOMOXKET U30€ekKaTh ONMeYaToK.

Haxwmute "BpiOMparh, KTO MOXKET pPEAaKTUPOBATh ATOT AMANa3oH" U YKaKHUTE
HY>KHBIN BapHaHT.

Bce. JIro0ol 1oab30BaTellb MOKET BHOCHTH M3MCHEHUS B Juaria3od HJIM Ha
JIUCT.

Tonvxo 6vl. PenakTupoBaTh IMAIa30H WJIX JIMCT Pa3pelieHO TOJbKO BaM M BJia-
JIENbITy TaOJHUIIBI, €CJIH 3TO APYTOH YETIOBEK.

Tonvko nonvszosamenu domena. It1a GyHKUUS AOCTYIHA, €CIHU Bbl paboTaere ¢
Google Apps B opranu3amnuy Wik yaeOHOM 3aBeZeHUH. TOIbKO MOJIb30BaTEIH
JIOMEHa MOTYT M3MEHSTh JHUANa30H WU JUCT MPU yCIOBUM, YTO y HHUX BCEX
€CTh IIPaBO Ha PEIaKTUPOBAHUE TAOJIUIIBIL.

Vrazamo. PenaktupoBaHue pa3perieHo TOJIBKO BRIOPAHHBIM MOJIb30BATEIISM.

Hunopmuposams cnucox pedakmopos. YKaKHUTe 3TOT BapuaHT, 4yTOOBI MO-
BTOPHO HCIIOJIB30BAaTh HACTPOMKH JOCTYIIA, 3aJaHHbIC I APYTOoro AHana3oHa
WJIH JINCTA.

Haxwmure Coxpanume nnu I omoso.

UToOBl MPOCMOTPETH SYEUKH, KOTOPHIE 3aMpeIIeHO PEIaKTHPOBATh, OTKPOUTE MEHIO Buo n
HaXMUTE Jawuuenusvie ouanazonsi. OHU OyyT 3alITPUXOBAHBI.

YpoBHH 10CcTyNIa HACTPONKH 3A1MTHI

Bnaoeney mabauysr MOXXET yCTaHAaBIMBATh U OIPAaHMUYMBATH IIpaBa Ha PeaKTUPOBA-
HUE UAIla30HOB U JIMCTOB.

Peoaxmop umeeT Te ke MOJTHOMOYHS, HO HE MOXKET YCTaHaBJIMBATh OTPAHUYCHUS
JUIS BlIaJIeJIbIia.

Ilonvzo6amento ¢ npasamu Ha NPOCMOMP U KOMMEHMUPOBaHUe 3ATIPEIICHO PEAaAKTH-
pOBATh M yAAISTH 3alIUIICHHbBIC TUANAa30HbI U JIUCTHI.
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PenakTupoBaHue 3alIUIIIEHHOT0 JTHCTA

- HOJIB3OB3.TCJ'IB, KOTOpBIﬁ HEC ABJISACTCA BJIAACIBLIEM Ta6J'II/II_[BI, MOXCT U3MCHUTH 3a-
MU CHHBIC JAaHHBIC TOJIBKO B €€ KOIINH.

— Ecmm y Bac ecTh mpaBO Ha peIaKTUPOBAHUE, CKOMMUPYWUTE JIUCT WU TAOJHUIy OO
3arpy3uTe HOBYIO, HE3AITUIIEHHYIO BEPCHIO.

— Ecnu BaMm pazpelieHo npocMaTpuBaTh TaOIHILy, CO3AalTe ee KOMUIO.

3ameuanne! OyHKIMS 3a0IUTHI JIUCTOB U IMANIA30HOB HE IO3BOJIAET IPYIMM IIOJb30BaTE-
JSIM U3MEHSATH IOKYMEHT, OJIHAKO He oOecreunBaeT 0€30MaCHOCTh BallluX JaHHbIX. Hampu-
Mep, ApYrue MOJb30BaTENM CMOIYT pacledararb, CKOIIMPOBATh, UMIIOPTUPOBATh WM JKC-
nopTUpoBaTh Tabnuiy. OTKpbIBaiiTe JOCTYH K (pailiTy TOJIBKO T€M, KOMY BbI JJOBEPSIETE.

Hmoe pa6OTBI — Bbl HAYYWJIMCDh YCTAHABJIMBATD 3allUTY JJIA AUAIIa30HA AYCCK WJIH JIUCTA.

Bcmaska uzobpaswcenus. JIng BCTaBKU U300pakeHUs B JOKYMEHT HYKHO BBIIIOJIHUTDH Clie-
IyIoIue AeCTBUS.

1. B menro "BcraBka" BeiOpath "U3o0paxenue... "

2. BreiOpath oauH U3 mapaMeTrpoB aoOaBiieHus u3o0paxkenus ("3arpyska", "URL",
"[Tonck xaptuHOK Google" mmm "Be6-ans00Mmbl Picasa") W BBIMOJHHUTH CIIEIYIOIIHE
NEeHCTBUS.

—  3aepysxa. BeiOpaTh n300pakeHue Ha KOMIBIOTEPE U HAXKaTh KHOMKY "3arpy3uTh'.
— URL. Beectu URL n3o0pakenus 1 HaxaTh KHONKY "BbiOpats".
— Tlouck xapmunox Google. BBecT MOUCKOBBIN 3anpoc U HaxkaTh KHOMKY "Ilowck
KapTUHOK". BBIIeTUTh Hy)KHOE M300payKeHHE W Ha)KaTh KHOMKY ""Bh1Opath".
— Beb-anvoomel Picasa. HaxaTth Ha yMeHbIlIEHHOE N300paxkeHue anpooma. BriOpars
HY>KHOE M300pakeHre 1 HaXkaTh KHONKY "BbiOpats.
IMyoaukanus u pa3memerHue (aiiioB Ha caiitax. UToObl OTKPHITH JOCTYI K JIOKYMEHTY,
TabJIMIIe UK MIPEe3EHTAlMU OOJIBIIIOMY YHCIy MOJIb30BaTeNel, JaHHbIN (pailn MOXKHO pa3me-
CTUTh Ha caiTe WM B OJjore.

1.  OTKpBITh TOKYMEHT, TAOIHILY WM MPE3CHTAIIUIO.

2.  llepetitu B mento "daitn".

3.  BeiOpath nyHkT "Ony6nukoBath B UHTepHeTe".

4, Haxatp "HauaTe myOnukanuo".

5.  BcraButh cchuiky u3 nons "BerpanBanue koga" B KoJ caiiTa unu 61ora.
Jlo0aBiaenne nokyMeHTa Ha caiit Google. Jlng nyOonukanuu JTOKyMEHTa, TaOIMIbl WIH
npe3eHTanuu Ha caiite Google Hy»KHO BBITIOJTHUTH CIAEAYIOIINE ICHCTBUSA:

1.  IlepeiiTu Ha U OTKPBITH CTPAHUILY CaiiTa, Ha KOTOPYIO JOOABISIOT (haiil.

Haxatp Ha 3Ha4OK /’ "M3MeHUTh CTpaHUILy'" B TPABOM BEPXHEM YIJTy SKpaHa.

2

3. OtxpsiTh MeHIO "BeraBka" v HaBecTH Kypcop Ha myHKT "J{uck".

4 Boiopate nynkt "Hokyment", "Tabmuua" wnm "llpezentanus". Haiitu cTpoky B

HUKHEH 4acTu OTKpBIBLIETOcsl OKHA U BcTaBuTh B Hee URL ¢aiina.
5. Haxars "Bribpats".
IIy0ukanus 10KyMeHTa, Ta0JuIbl, NPpe3eHTAlul UM PUCYHKA

MosxHo onyOnukoBaTh (aitn B IHTepHETe U MOMY4YUTh CCHUIKY, KOTOPYIO MOKHO OTIpa-
BUTb JTIOOOMY MOJIb30BATEINIO WM PA3MECTUTh Ha CBOEM cailTe.
MoskHO omyOIMKOBaTh 000 M3 cBoux (aitmoB. J[JIs 3TOro HYKHO BBHITIOJIHHTH CICAYIO-
mue AeHUCTBUS:
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1.  OTKpBITh JOKYMEHT, TaOJHUILY, IPE3ECHTALIUIO UJIH PUCYHOK.

2.  Boiitu B meHio "®aiin".

3.  BriOpats nyHkT "Omyb6nukoBats B UHTEepHETE".

4.  Tlo ymonuanuto Qaitn Oyaer omyOJUKOBaH LEIUKOM, HO JJi1 HEKOTOPBIX THUIOB (aii-
JIOB B PACKPBIBAIOUIEMCSI MEHIO MOKHO YBUJETh JOIOJHUTEIbHBIC MTapaMeTphl MyOIIn-
Kalluu:

— Tabmuikl. MoXHO BBIOpATh MyOIMKALIMIO TAOIHUIIEI UM OTACIIBHBIX JIMCTOB.
— Ilpesentanuu. MoxHO BBIOpAaTh CKOPOCTh CMEHBI CJIANIOB.
— Pucynku. MoxHo BeIOpaTh pazmMep N300paxeHusl.
5.  Haxarp "Hauates myOnukaruio".
6. CkomupoBaTh MOSBHUBIIYIOCS CCBUIKY U OTIPABUTH €€ BCEM, C KEM HY)KHO IMOJCIUTh-

cs (aitsom.
[Tpu BHECeHHMN U3MEHEHUI B UCXOJHBIN (ailyl onmyOiIMKoBaHHAs Bepcusi Takke OyJeT aBTo-
MaTU4YECKH OOHOBIATHCS. [l BBIKIIOYEHMS] WM BKJIIOUYEHHUS JAHHOM (PYHKIMHM 3aHOBO
HY>KHO BBIIIOJIHUTH CIEAYIOIINE JEHCTBUS:

OTKpBITH (haii.

[Tepeittu B mento "daitn".

BriOpats nynkt "OnyonukoBats B IHTEpHETE".

Haxatp "Ony6nukoBaHHbIE MaTepraibl U HACTPOUKH'".

VYcTaHOBUTH (UIaXKOK PSJIOM C HaMKUChIO "ABTOMAaTHYECKU MyOIMKOBATh MOCIIE BHE-
CEHHUs U3MEHEHHI", eci He0OX0ANMMO, YTOOBI B OMyOJIUKOBAHHON BEPCHH MOSIBISIIUCH
BCE€ M3MEHEHMUsI, KOTOPbIE BHECIU B OpUrHHANbHBIN (ain. CHATH Quiakok, eciiu HeoO-
XOJMMO OMYOJIMKOBAaTh TOJIBKO TEKYIIYI0 BEPCHIO, HE CUHXPOHU3UPYS OOHOBJICHHS B
JAIbHEHIIEM.

Jlis otMensl myOnukanuu (aiina HeoOX0aUMO:
1.  OtkpbITh daiin.
2.  llepetitu B mento "daitn".
3.  BeiOpath nyHkT "Ony6nukoBats B UHTEepHETE".
4. B pazzpene "OnyOnukoBaHHbIe MaTepHalibl U HacTporkH" HaxaTh "[IpekpaTuts myo6-
JTUKalnuo".
Urto6bl Apyrue moiab30BaTENM TOXKE MOINIM ONMyOIMKOBaTh (ailil, HyKHO MPEAOCTaBUTh UM
JOCTYT C IPaBOM PEJAKTUPOBAHUSI.
Ecnu HyXHO 3anpeTuTh BceM MyOiauKoBaTh ¢ailyl (B TOM 4MCIIe MOJIB30BaTENsIM C IIPaBaMu
Ha peaKTHUPOBAHUE), U3MEHSIOT HACTPOMKHU 00IIero AoCTymna K Hemy. J{Jist 3TOro Hy»XHO:
OTKpBITH (haii.
Haxatp kHOnKy "HacTpoliku goctymna" B mpaBOM BEpXHEM YyTIIy.
Haxats "Pacimupenssie” B mpaBoM HUKHEM YIUIy OKHA HACTPOEK JOCTyMA.
B HIKHEN yacTh MEHIO HACTPOEK JOCTYINa HaXaTh "VI3MeHUTH".
Bri6patb BapuanT "ToJibKO Blajeniel] MOKET U3MEHITh HACTPOUKH JocTyma".
Haxats "Coxpanuts".

agbrwnE

ok owdE

3akpenjieHue WM OTKpPeIJieHHe CTOJI0O0B U CTPOK
YtoObl npu MPOKPYTKE TaOIUIBI KAKOKH-THOO0 AJIEMEHT (HalpuMmep, 3arojoBOK) ocTa-
BaJICS HA MECTE, 3aKPEIHTE CTOIOCI] HIIU CTPOKY.
3aKpenuTh CTOJIOBI U CTPOKH
1. OrtkpoiiTe TabaUIly U BBIJCINUTE SYCHKY B HY’KHOM CTOJIOLIE UIIH CTPOKE.
2. Ortkpoiite MmeHIO Buo.
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3. Hamegute kypcop Ha 3akpenums.

4. BwibepuTe KOJIMYECTBO CTOJOIOB (10 MATH) WU CTPOK (0 aecsatu). Kpome
TOr0, BBl MOXETE HaxaThb /[o mekyweco cmondoya nnm o mexyweti cmpoku, 9TO0bI 3a-
KpEIUTh BCE CTOJIOLBI/CTPOKH MEPE]] BBIIEICHHON TYEHKOM.

OTKpenuTh CTOJOLBI U CTPOKU

1. OrtkpoiiTe TabIUIy U BBIJCINUTE SYCHKY B HYKHOM CTOJIOLIE UM CTPOKE.

2. Ortkpoiite MmeHIO Buo.

3. Hamemute kypcop Ha 3akpenums.

4. Bwibepute He 3axpeniams cmonoywsl Wi He 3akpenisime cmpoxu.

Bcmasname cneyuanvuvie cumeonsi
YtoObl 700aBUTH B TEKCT CHEIUATBLHBIE CUMBOJIBI (HAIIPUMEP, CTPEJIKU, PUTYPHI WU
OYKBBI pa3IM4HbIX aj()aBUTOB), BHIIIOJIHUTE CICAYIOLIUE ACUCTBHUS:

1. OtkpoiiTe JOKYMEHT WIH MPE3CHTAIIUIO.

2. llepeiimute B MeHIO Bcmaska.

3. Bribepure Cneyuanvuvie cumeonsi. Ecam He0OX0IUMO, BEIOCPHUTE KaTCTOPHIO
CHUMBOJIOB B pacKphbiBatoiieMcs MeHro. Eciiu BbI 3HaeTe ko cumBoiia B Unicode, BBeauTe
ero B oJsie "' 16-puuHbId KO

4. YtoObl 106aBUTH BEIOPAHHBIN CUMBOJI B TEKCT, HAOKMUTE KHOIIKY Becmagumo.

B noxymeHTe BB MOKETE€ HAPUCOBATH HYKHBI CUMBOJI OT PYKH C TIOMOIIBIO MBIIIIH.
Wcnonp3yiiTe /Ui 3TOTO MOJe crpaBa B OkHe "BcTaBka crienMaibHBIX CUMBOJIOB" U BbIOe-
pUTE OIMH U3 TIOSIBUBIINXCS PE3yJIHTATOB.

3ameuanue: Bce TOCIEOYIOIINE 3aJaHKsI OCHOBAHBI HA 3HAHUAX, MOJYYCHHBIX MIPH H3Y-
YCHUH JICKTPOHHBIX Tabnui oducHoro makera OpenOffice.org.
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3ananue 5. 1. BeluuciaeHus B 3JIEKTPOHHBIX TaOIUIIAX.

Tabnuna 1 — [loka3zaTenu ycneBaeMOCTH B CEMECTpe

®. 1. 31}3(12/[ Un. SIs. | KCE Cpgﬁf“
AwnronoBa TaresiHa 3 3 3 3,00
bypsik Oxcana 5 5 5 5,00
I'yceBa JIro60Bb 3 5 4 4,00
JepstunoB Hukonai 4 3 4 3,67
KoBaneuko Makcum 5 4 5 4,67
MutieHko AJeKcaHp 4 5 3 4,00
YepHoOpurieBa Jlapbst 3 3 4 3,33
AcranoBa Mapuna 4 4 5 4,33
bena Taresaa 5 5 4 4.67
['ypuenko Codbsi 3 5 3 3,67
Jlumuy Kpuctuna 4 4 4 4.00
HoBukoB Anekcanap 5 3 5 4,33
JIpicenko Mpuna 4 4 3 3,67
YepHenko Buranuit 3 5 3 3,67
Cpennuii 6aju1 Mo npeaMery 3,9285 4,1 3,9 4,0
Kom-Bo «3»
Koi-Bo «4»
Kom-Bo «5»

— Co3znarp TabauIly, IPUBEACHHYIO BBIIIIE.

— TlocumraTh, HCIOIB3YS (hOPMYJIBI, CPEIHUM OajUT YCIIEBAEMOCTH 110 CTYACHTaM, 110
npeaMeTaM, KOJIMYECTBO OICHOK.

— CkonupoBaTh TaOJINIY Ha BTOPOU JIUCT, U3MEHUTD MIPEAMETHI M OIICHKH, ITPOBECTH TEC
)K€ pacyeThl.

— Ha TpeTuii 1ucT CKOMUPOBATh CIIUCOK, 100aBUTH CTONONBI «CpeaHuit 6amm» u
«Crurnenaus», MOCYUTaTh CPSIHHUHN OaJlI, HCTIOJIB3YS JaHHBIC IBYX IPEIBIIYIIHX JTH-
CTOB; TI0 CpeIHEMY OajuTy Ha3HAYUTh CTUIICHIUIO TIPH YCIOBUH, YTO CPSIHUI OaII
OoJbIlIe WK paBeH 4.

Ta6nuia 2 — CpeiHHE OKA3aTeNId YCIEBAEMOCTH 3a TOJT

®. N. Cpenunii Crunenaus
6amn
AntoHoBa TaTpgHa 3,00 HET
Bypsik Okcana 5,00 aa
I'ycesa JI1060Bb 4,00 na
JeBstunoB Hukonai 3,67 HET
KoBaneunko Makcum 4,67 na
MutieHKo AJIeKcaHIp 4.00 na
YepHoOpuBIieBa Jlapbs 3,33 HET
AcranoBa Mapuna 4,33 na
Bena Taresaua 4.67 na
I'ypuenko Codbst 3,67 HET
Jumua Kpuctuaa 4.00 na
HoBukoB Anekcanap 4,33 na
JIsicenko Mpuna 3,67 HET
Yepuenko Buranuit 3,67 HET
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‘ Cpennuii 6aju1 o npeaMery ‘ 4,0 ’ ‘

5.2.TlocTpoiike nuarpamMmy ycIieBaéMOCTH IO HTOTOBOMY CpEIHEMY Oally.
5.3.IlocTpoiiTe mpUBEACHHYIO HUKE TAOIHITY:

Tabmuma 3 — ®@parmeHT 6a3bl JaHHBIX

Howmep 3a- .
Howmep rpyn- qen?oﬁ Kon mpeame- | TaGenbHbIi No Bun Ouenka
TIBI Ta MperoaaBaTens | 3aHsATUs
KHIKKH

133 145 nl al 1 3
133 132 n2 a2 p 4
133 123 nl al 1 2
133 134 2 a2 np 4
133 135 nl al b 3
133 136 n2 a3 np 5
133 137 nl al b 4
133 138 nl a3 np 4
134 139 nl a2 b 3
134 140 2 al np 2
134 141 nl a2 1 2
134 142 2 al np 3
134 143 nl a2 1 4
134 144 2 a3 np &)
134 148 nl a2 1 5
134 146 2 a3 np 5)

— TlpoBeaute onepanuu COPTUPOBKU U QUIBTPALIUH.

5.4.Ha ocHoBe Ta0iuIbl 4 co3/1aiiTe CBOIHBIE TAOJIHIIBI, COICPIKAIIUE CIEAYIOIINE CBE-
nenust: 1) hbaMunmm, TOJDKHOCTH, CTaBKa; 2) haMUInK, IPeAMETHI, cTaBka; 3) hamu-
JIVH, TI0J1, JOJKHOCTb.

Tabnuna 4 — CBeaenus o coctaBe Kapeapbl

d.N.0. ITon JI0JKHOCTD CraBka IIpeamersl
Bbopucosa JI. I1. Ken Cr. op. 0,5 | luKTO
bopucosa JI. I1. Ken ITom.pekTopa 1
I'mazkosa T. H. Ken Cr. op. 0,5 | MIIM
I'maskosa T. H. Ken ITom.pekTopa 1
Epmaxosa I1. II. Ken Cr. mp. 15| COU
3unuyk B. M. Ken JlotieHT 0,5 | Mar. Aganus
Kocrenko A. M. Ken JlomeHt 1,5 | I10 OBM
Ky3nenosa P. T'. Myx Cr. mp. 0,5 | Mar. Jloruka
Kpasuenko B. II. Ken ITpenon. 0,5 | Beicmas mar.
Kpasuenko B. I1. Ken 3am. JlexaHa 1
Moucees 1O. A. Myx [Tpodeccop 0,5 | Kypc o BeI6Opy
Moucees 0. A. Myx ITom.pexTopa 1
Mypuenko B. A. Ken MeTtoauct 0,5 | MII1
Hukuruna 1O. C. Ken IIpenon. 0,5 | KomnbroTepHble ceTu
Hukuruna 1O. C. Ken Jlabopant 1
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Ocranos B. E. Myx JloueHT 0,5 | KomnbroTepHbie ceTu
Ocranos B. E. Myx ITom.pekTopa 1

[To3nep H. I1. Myx JoueHt 1,5 | IIporpammupoBanue
PozanoBa C. A. Ken JlonieHT 1,5 | Mar. Agranus
[ynerun A. b. Myx ITpodeccop 1,5 | TOKII

SApoBas A. A. Ken Jekan 1

Aposas A. A. Ken JlonieHT 0,5 | 'eomerpus

5.5. Co3naiiTe mpuMeyaHue, MOKaXXUTE 3aBUCUMOCTH IS sSTY€EK, CoAepKalux Gopmy-
JIBL.

JladoparopHasi paGora Ne 2
Tema: BcTaBka u300paxkeHuii B siueiiku Tadauubl Google.

Lenb: HAYYUTHCS BCTABIATH M300paKeHUs B STUCHKH 37IeKTPOHHBIX Tabiui Google.

3aoanue
1. B cBoeM akkayHTe co3aiite (aiin 3JeKTpOHHON TaOJIHIIB.
2. BcraBbTe B 0JIHY U3 sSiU€EK U300paKEHUE, CIeyst HHCTPYKIIUH, IPUBEICHHON HIKE.
3. BbINOMHATE 3a/1aHUE TPAKTUYECKON YaCTH.

Omuem 1o nabopatopHoil paboTe MOJKEH cojepkaTh Tabauiy G00g, B sUeike Ko-
TOpPOH BCTaBJICHO U300paKEHUE.

Ilo umozam BBITIOJIHEHHOW pabOTHl HEOOXOAUMO YMETh BCTaBJISATh B SUCHUKHU TaOIUIL
Go0g u3zobpakeHue.

TereTHRO-MeTO}IH‘leCKaH 4acCThb

BcraBka u3o0paxennii B aueiikn Tadauubl Google

BceTaBuTh 0011€10CTYTIHOE M300paKeHHE B SUYEHKY TAOMUIBI MOXKHO C TMOMOIIBIO
dopmyasr =image("URL"). Panee maciirabupoBanue n300pakxeHHs MPOU3BOIUIOCH TOIBKO
3a CUET U3MEHEHHUS IIUPUHBI W/WIIA BBICOTHI SUEHKH. * Farknanku OFD..| Ceituac MOxKHO HC-
TMIOJIb30BATh JIOTIOJTHUTENIbHbBIE TTAPAMETPHI:

— =image("URL") wiu =image("URL"; 1): macmrab u3zo0Opaxenus OyneT yMEHbIICH
70 pa3Mepa BbIOpaHHOU siueiiku. Ecnu siueiika Goibliie o pasMmepy, YeM BCTaBlisie-
MoO€ U300pakeHHUE, OCTAIbHAS YacTh SIYCHKH OYyJIeT 3al0JIHEHA OeJTbIM I[BETOM.

— =image("URL;, 2): uzo0paxeHue OyJeT pacTSHYTO IO pa3Mepy BHIOPAHHOM SUCHKH.
[Ipu 5TOM COOTHOIIEHHE CTOPOH (BBICOTHI M IIUPHUHBI) U300PAKEHUSI HE COXPAHSIET-
csl.

— =image("URL"; 3): B siueliky OyIeT BCTaBJICHO M300pakKCHUE HMCXOIHOTO pa3Mepa.
Ecau nzo6pakenne 60mbIie SYCHKU, 4aCTh N300paKEHUs MOXKET OBITh OOpe3aHa.

— =image("URL", 4, eévicoma, wupuna): MO3BOISICT U3MCHUTh pa3Mep BCTaBJISCMOIO
n3o0paxkeHus. JlJis 3TOr0 yKakuTe €ro HY>KHYIO BBICOTY W HIMPUHY B MUKCENX. B
JaHHOM ciay4ae "BbicoTa" U "mupuHa" ABISAIOTCS 00513aTeNbHBIMU TApaMETPAMHU.

Tak e Kak ¥ TEKCT B TaOIHIaX, U300paKEHUsSI B STUCHKAX MOXHO BBIPABHHUBATH C
MOMOIIBI0 COOTBETCTBYIOIIUX JIEMEHTOB YIIPABJICHUS HA MTAHETH HHCTPYMEHTOB.

Ecaun B Google Tabnwuiie BOCMOIB30BaThC KOMaHIOW Bcmaska-uzobpasicenue, 1O
BCTaBJICHHAsl KapTUHKa OyJEeT pacrosaratbCsi MOBEpPX sS4YeeK, a HE B KOHKPETHOW sUehke,
Ja)Ke eCM BBl MOCTABWIIA TIEPE] BCTABKOW Tyaa Kypcop. UToObI BCTaBUTH M300pakeHHE
HEMOCPEJICTBEHHO B STUEHKY, UCTIONB3YHTE GOpMYITY:

=image("URL")
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MacmTad u300paxeHuss OyAeT yMEHbIIEH A0 pa3Mmepa BblOpaHHOU sAueliku. Eciu
sigelika OoJIbIle TI0 pa3Mepy, YeM BCTaBIsIeMOe N300pakeHHe, OCTallbHas YacTh sueiku Oy-
JIET 3a0JIHEHA OEJIBIM LIBETOM.

3aueM 3TO MOKET MOTPeOOBATHCS?

Daiun [lpaeka Bwug Bcraeka Qopmar  [Hanvble  MHcTpymedTel  Cnpaeka
n A By A op % 123y 10pty B A Ay By Bl E~ =
Dopmyna: =image('"hﬁp:ﬁmww.googie.com)’inflfr'ufhéIpfhbfimages»’rlogosfgma'irl_iogo.gif“)

PLS B C D E

Ay,

s W N

lel 1 Gmail G
5 Gmail .

(;I“I i

-4

Pucynok 9. BcraBka n3o0pakeHust B STYCHKY

Hanpumep, 11 caMoolieHKH paboT y4acTHUKOB rpynmnbl. CerogHsi 10CTaTOYHO pac-
MPOCTPaHEeHO Hcmoyib30BaHue Google Tabmui s "Tabiuil TpoABMKEHUSA" B MPOCKTAX, B
00y4eHUU. YYACTHUKHU PA3MEIIAIOT CChUIKM MM OKPALIUBAIOT SYEHKH B HYXKHBIM LIBET 1O
Mepe BBIIIOJIHEHHUS 3a1aHHM.

OpnuM U3 cnoco0OB OLIEHKH KayecTBa paboT MOXKET ObITh MPUCBOEHUE "Harpaabl" B
BUJIE KaPTUHKHU.

TexHo0rust BHINOJIHEHUsSI padOTHI

BceraBka u ynaneHue n3o0paskeHust
B Google Jlokymentax, Tabmumax u [IpeseHTanusx MOXHO A0OABISTh U YAAISITh
dhoTo 1 BUACO.
Kak nodaButh n3odpaxenue
1. Ortkpoiite daiin B Google Tabnumax.
2. Haxwmute Bcmaska — Hzobpadicenue.
3. BriOepuTe 0JIMH U3 BapUAHTOB:
— 3aepyska. Haiimute n300paxeHne Ha KOMITBIOTEPE U HAXXMHUTE BoliOpams.
— Coenamv chumox. Bxirounte BeO-kamepy u Haxmute Coenams CHUMOK.
— Bcmasums URL. JIo6aBbTe CCBUIKY Ha HYKHOE M300pa)KEHUE U HAXKMUTE
Buiopame.
—  Mou anvbomel. Halinure Hy)KHOE H300paKEHHE B OJJHOM M3 CBOUX aJIb0O-
MOB B HTepHEeTE U HAXKMHUTE BblOpams.
— Google /luck. Halimute Hy)kHOEe n300paxenue Ha Google Jlucke u HaXXMU-
Te Boibpame.
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— [Tlouck. Halimure Hy)XHOE n300pakeHue B hoTodanke min apxuBax Google
u Life, 3aTem Haxxmute Buiopams.
4. W3oOpaxkeHue OyJeT BCTaBJICHO B (haii.

Kakmue Tpe6oBaHus K U300pakeHHI0
Br1 MoxeTe n1o0aBnaTh daiasl pazmepom He 6omee S0 Mb B crienyromux dhopmaTax:
- GIF
- JPG
— PNG
Kaxk ynaauts nzo0paxxenue
1. Orxkpoiite ¢aiin B Google Tabnumax.
2. Bribepute n3o0paxeHue.
3. Haxwmure ximaBuiny Delete (nu Backspace).
Hpyrue BO3MOKXKHOCTH
Kak neperanuTs uim CKONUpoOBaTh U300paKeHNE
B Google Tabnunax 311 GyHKIIMA HEOCTYITHBI.
Kaxk neperamuth u3o0pakenue
B noxyments! u npesentanuu Google MOXHO 100aBsATh U300pakeHUs ¢ pabovero
CTOJIa U CaliTOB.
— HaxMute Ha HY)XHYI0 KapTHHKY M TepeTanure ee B ¢aiin. 3arpy3ska MOXeT
3aHSTh HEKOTOPOE BpeMSI.
Kak ckonnpoBath n3o0paxxeHnue
Brl Taroke MokeTe CKOMMpoBaTh U300pakeHrne ¢ pabodero CToljia WK caiTa U BcTa-
BUTH €ro B (paiis. 3arpy3ka MOXKET 3aHSATh HEKOTOPOE BPEMsI.
Kak 3amMeHuTh n300paxenue
Bl MokeTe 3aMeHUTh M300paKeHUE B JOKYMEHTE, Ta0JuIle, IPE3CHTAIlUN WUIH PH-
CYHKE, COXpaHUB pa3Mep M pacloyioKeHHe opurnHaia. Bot kak 3To caenars:
1. Ortkpoiite ¢aiin B Google Tabnumnax.
2. Brpibepute n3o0paxeHue, KOTOpoe Hy>KHO 3aMEHUTh.
— Ecnu BbI pabotaere B Google Tabnuiiax, HaXKMHUTE Ha CTPENIKY B TIPABOM YTy
KapTUHKH U BbIOEpUTE 3amerumsb uzobpasicerue.
— B ocranpHBIX cilyyasx Ha)KMUTE Ha M300pakeHUE MPaBOM KHOMKOM MBIIIU U
Takke BbIOepUTe 3amenums uzobpasicerue.
3. JlobGaBbTe HOBOE M300paKEHNE U HAKMUTE BblOpams.
4. Hooe n300pakeHHE COXPaHUT pa3Mep, pacroyiokeHue u GopMaTUpOBAHUE

OpUTHHAIA.

Kak emé MmoxHO 100aBUTH N300pakeHUE B TAOIUILY

Xotute n00aBuUTh M300pakeHne B stueliky? Mcmonbs3yiiTe OfHY W3 NMPUBEIECHHBIX
HUKe (popmyn, yToObl 3a1aTh pa3Mep KapTUHKH. Bam Takke monamoOutcs ykazate URL
M300paKeHUsI.

— 1lo pazmepy saueiiku. Beenure B siueitky =IMAGE("URL") unu =IMAGE("URL"; 1),
ykazaB URL uzoOpaxenus. Ita popmyrna Macmirabupyer KapTUHKY 10 pa3Mepy BbI-
OpanHoii sueiiku. Ecnu pasmep siueiiku Oosbie M300pakeHHsi, CBOOOJHOE MPO-
CTPAHCTBO OYJET 3aMOJHEHO OEJIBIM I[BETOM.

— Bweimanyme noo pazmep saueuxu. Bpeaute B sueiiky =IMAGE("URL"; 2), ykazaB
URL wu3zo6paxenus. Kaptunka Oyzaer pactsaHyTa o pa3mepy sueiku. CoOOTHOIIEHHE
BBICOTHI M IIUPUHBI U300PAKEHUST HE COXPAHUTCS.
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—  HUcxoonwiti pazmep. Beequte B sueiiky =IMAGE("URL"; 3), ykazaB URL wuzo0pa-

*eHus. B sueliky OyaeT BcTaBlieHa KapTHHKA MCXOJIHOTO pasMepa. Ecimu n3obpaxke-
HHE OOJIBIIE SYCHKH, €TO YaCTh MOXKET OBITh 0Ope3aHa.

— [pyeou pazmep. Benute B sueiiky =IMAGE("URL"; 4; BeicoTa; mmupuHa), yka3as

URL wu300pakeHusi, a TaK)Ke €ro BBICOTY W IIUPUHY B MUKCENAX. B sueliky Oyner
BCTaBJICHA KaPTUHKA 3aJJaHHOTO pa3Mepa.

HpaKTHqECKaﬂ 4acCTb

3ananue 1.

1.

Ckomnupyiite paHee co3nannyto Tabnuiy 2 «CpenHue mokasaTreiu yCleBaeMOCTH 3a
rom».

B siaeiiky psimoM ¢ Tabiuiei BcTaBbTe H300pakeHHE:
a. Halinnte B MHTEpHETE KAPTUHKY.

b. Cxommpyiite URL 3T0r0 uzoopaxxeHus.
C. BcraBbre m300paxkeHHe yepe3 KoMaHmy Bcmaska— H300padicenue, NCTONb-
3ys popmynay =image("URL") umu =image("URL"; 1) cM. HHCTpYKIIUH BBIIIIE.
B cronbue «CruneHaus» cleayeT 3aMEHUTh CJIOBa «J1a» Ha KapTHHKY, a BMECTO
CJIOBA «HET» OCTaBHUTb MYCTYIO SUCHKY.

Jl1s1 aTOTO CcinenyeT Hanmucath (GOpPMyITy, UCTIONB3Ysl Joruueckyro ¢yHkiuio (puc.10)
=ECJIN(B2>=4;D$2; ).
a. /IBoiiHble KaBBIYKM B (OpMyJie TOBOPAT O TOM, UTO SUEilKa MPU TaKOM-TO
YCIJIOBUU JOJKHA OCTaBaThCs IIyCTOM.

WS e e i L s .0_ .00, 123 Arial

=ECMM(B2>=4;D52;"")

A B c D

1 @ K. Cpeghuit Bann CTuneHguA
2 AwnTocHoBa TaTteA 3

3 bypak Okcana 5 %

¢ [ycesa Mloboss 4 -+

§ | deeatunoe Hukg 3

i Koeanexko Makg 4,67 E

7T Muwenko Anekc 4 g

& YepHobpueueea 3

& | AcTanoea Mapuy 4,33 E

10 | Bepa TaTeAHa 4 67 g

11 | TypueHko CodbH 3

12 Oumud KpucTuHg 4 E

132 Hoewkoe Anekc 3 4,33 ﬁ

14 Jlbicenko Mpuna 367

15 HYepHeHko Butan 367

Pucynok 10. Mcnonp3oBanue n3o0pakeHus B JIEKTPOHHBIX Tabmuiax Google.
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KoHTpoJibHBIE BONPOCHI
1. Kak BcTaBuTh H300paxeHue B SUCUKY TaOIUIIBI.
2. Kaxk BCcTaBUTPH BHJICO B STYCUKY TAOJIHIIBI.
3. Kakas QyHKIUS UCTIONB3yeTCs I BCTaBKU U300paKEHUS B SIMEHKY TaOJIUIIBI.
4, Kak perynupyercs pazmMep u300pakeHus B sTUCHKeE.
Kaxkue TpeboBaHus K H300paKEHUIO.
Kak ynanute nzo0paxeHue.
Kaxk ckommpoBath n3o0pakeHue.
Kak neperamuts n3o0paxxeHue.

JlaGoparopHasi padora Ne 3
Tema: paGora ¢ TeKCTOBBIMH JOKYMEHTaMM yaajeHHoro mocryma. Hazpaume,
OrJIaBJICHHE H 3aroJI0BOK B JOKyMeHTe. CHOCKHM, HOMepa CTPAHMI, BEPXHUE U HUKHUE
KoJIOHTHUTYJIbI. HacTolika mapameTpoB crpanunbl. Co3nanue ¢gopmy.i.

L]env: HAy4IHUTHCS CO3/1aBaTh B TEKCTOBBIX JOKyMeHTax G0ogle 3aroioBku, oriasie-
HHE; CHOCKHM, BEPXHHE U HWKHHE KOJIOHTUTYJIBI, BCTABIIATH HOMEPA CTPAHUL, HACTPauBaTh
napaMeTpbl CTPaHUIbL, CO3aBaTh (OPMYJIbL.
3aoanue
Co3zaTh TEKCTOBBIN JOKYMEHT.
CkonupoBaTh B HETO TEKCT.
Co3znaTp 3aroj0BKH.

Co3narts ornaBieHHE.
Co31ath CHOCKY.
Co31aTh KOJIOHTUTYJIBL.

BcraBuths HOMeEpa cTpaHuil.

© N Ok wNhE

Hammcats paznuaaoro poga GopMyJibl.

Omuem 110 nabopaTopHOI paboTe JOKEH coaepkKaTh TEKCTOBbIN JOKYMEHT, COJEP-
YKAIUI 3ar0JIOBKU U OTJIABJIEHUE, CHOCKH, KOJIOHTUTYJIbI, HOMEPa CTPAHUIL, POPMYJIBI.

Ilo umoeam BBITIOTHEHHON pabOThI HEOOXOAMMO YMETh CO3/aTh 3ar0JIOBKH U OTJIaB-
JICHHS] B TEKCTOBBIX JIOKYMEHTaX, CHOCKH, KOJOHTUTYJbI, PACCTABISATh HOMEpPA CTPAHMIIL,

(bopMyIIbL.
TeopeTuko-MeTognyecKasi 4acThb

TexcroBbie Google TOKyMeHTBI

TexcroBsiii Google MOKyMEHTBI — 3TO TEKCTOBBIN pegakTop. C ero moMOIIbI0 MOKHO
npsiMo B MHTepHETE co3aaBaTh U GopMaTUPOBATh TOKYMEHTHI, @ TAKXKE PEIaKTUPOBATh MX
BMECTE C APYTMMH MOJIb30BATENSIMU B PEKUME PEAIbHOT0 BpeMeHH. UTO MOXKHO clieaTh B
Google JlokymeHTax:

— 3arpy3uth qokymeHT Word/Writer u mpeodpazoBath ero B jokymeHT Google.

— HW3MeHuTh moss, OTCTymbl, MIPUQTHI, I[BETAa U MHOXKECTBO JPYTHX MMapaMeTPOB

dbopmaTHpOBaHUS.
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[IpenocTaBuTh APYyTrHM IIOJIH30BATEIISIM IIPaBO HA PEIaKTHPOBAHUE, JT0OABICHUE
KOMMEHTApPHUEB WJIH MPOCMOTP TOT'O WJIM HHOTO JJOKYMEHTA.

CoBMECTHO peaakTUPOBaTh (haill B peXKUME peaIbHOI0 BPEMEHHU M OOIIATHCS C
JIPYTUMH TI0IH30BaTEIIMU BO BCTPOCHHOM YaTe.

[IpocMOTpeTh HCTOPHIO M3MEHEHHH TOKYMEHTAa M BOCCTAHOBUTH JTIO0YIO BEPCHUIO.
3arpy3uth gokymeHT Google Ha cBoil kommbioTep B Bujae ¢aitma Word,
OpenOffice, RTF, PDF, HTML nmu ZIP.

[TepeBecTr TOKYMEHT Ha APYTOM SA3BIK.

[TpukpenuTh TOKYMEHT K COOOIIEHUIO 3JIEKTPOHHOMN MTOYTHI.

Ha3BaHne, OIJIaBJICHHUEC H 3ar0JI0BOK B TIOKYMEHTE

YToOBI TEKCT CTAJI HarjJiiaHeC, MOKHO HCIIOJIb30BaTh CTHUJIM U BBIACIUTL, HAIIPUMCD,
3arojJIOBKM M 11043aroJ0BKH, NN ,IIO6aBI/ITI> OI''TaBJICHHC. H_IpI/I(l)T " pasMep A TCKCTOBBIX
CTHJICH MOXKHO HaCTPOUTH, 4 TIOTOM COXPAaHUTH U ITPUMCHATH 110 YMOJTYaHUIO.

CO3Z[3HI/Ie 3aroJIOBKOB M 1I0A3aroJ10BKOB

HM3MeHeHne CTUIs TeKCTa

1. Ortxkpoiite nyxHbii daitn B Google JlokymeHTax.
2. Brimenure Tekcr.
3. Haxwmure @opmam—Cmuiu abzayes.
4. TlogMeHIO UMEET CIEAYIONINE MYHKTHI:
— OOBIYHBIN TEKCT;
— OCHOBHOM 3aroJjIoOBOK;
— TMO0J3aroJioBOK;
— 3arojioBok 1— 6.
— HACTPOMKH.
5. Haxwmure Ilpumenums [cmunv].

Kak mcnoss308ath 0COOBIN CTHIIL TEKCTA

1. Ortkpotite Hy)HBbIH daitn B Google JlokymeHTax.
2. BrimenuTe TEKCT €O CTUIIEM, KOTOPBIN XOTUTE UCTIOIH30BATh.
3. Haxwvure ®opmar Crunm ab3aneB OObuHBIN TekCT, OCHOBHOM 3arojioBOK,

[TomzaronoBok miu 3aroioBok 1-6 OOHOBUTH [CTHIIB| B COOTBETCTBUU C BBIJICTICHHBIM
(dbparmMeHToMm.

4. Bech TEKCT B JOKYMEHTE C TAKUM K€ CTUJIeM OyJeT OOHOBJICH.

HpI/IMe'-IaHI/IC. H3meHeHne CTHIIST OOBIYHOT'O TEKCTA OTpPa3UTCA Ha CTUJIC 3aroJIOBKOB.
Kak YCTAaHOBUTDH WK U3MCHUTDL CTUJIb 110 YMOJIYaHUIO

UToOBl HACTPOUTH CTUIIU MO yMoOuaHuto, Beioepute @opmar—Crunu ad3areB—
Hactporikn—~CoXpaHUTh KaK CTHIIH 10 YMOJTYaHHUIO.

YroOsl NPUMCHHTH CTHIIH, HOKMUTE Dopmam—Cmunu ab3a-
ye— Hacmpoiiku—Hcnonvzoeamos cmuiu no yMOIYAHUIO.

YToOBI BOCCTAaHOBUTH MCXOJIHBIE CTHIIH, BhIOepuTe dopMar—Crriu ab3ameB—
Hacmpotixu— Copocumo cmunu.

Pabora c or;1aBieHneM

ITocne Toro, kak OLUTH Ha3HAYEHBI 3ar0JIOBKH U IOI3aroJOBKH B TEKCTE, HA UX OCHO-
BE MOXXHO CO3/1aBaTh orjaBjieHue. OriaBjaeHUe MOKa3bIBACT CTPYKTYPY JHOKYMEHTA — KaXK-
JIBIM DJIEMEHT CChUIAETCS Ha 3aroJIOBOK MJIH I10]13ar0JIOBOK.

J1006aBUTh WJIN YIaJTUTh OTJIABIICHHE:

1. Ortkpoiite nyxHbii ¢aiin B Google /lokymenTax.
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2. BriOepuTte MECTO 7S OTJIABJICHHS U yCTAaHOBHUTE KypCop.
3. Beibepute Becmaska — Oznaénenue.
UToOB! yAanuTh OTJIaBJICHHE, HAXMUTE Ha HETO MpaBOM KHONMKON U BeiOepute Yoa-
JUMb 0271a6/1eHue.
HN3meHeHue orsiaBaeHus
OrnapneHue CoEePKUT 3aroJIOBKH U MOA3ar0J0BKU JOKYMEHTA.
1. Ortxkpoiite nyxHbIN (aitn B Google JlokymeHTax.
2. JloGaBbTe MOI3aroJIOBOK B JOKYMEHT.
3. Haxwmute Ha 3HaUoK © . FI3MCHEHHE TOSIBUTCS B OTJIABIICHHMN.
Co3nanue 3aKIaIKH
Jlist cozanust 3aKJIaJIKU B TOKYMEHTE BBITIOJIHUTE CIEAYIOUIUE AeHCTBHUS:
1. VYcranoBuTe Kypcop B TOM MeCTe JOKYMEHTa, KyJa HY>KHO TOOABUTh 3aKiIajl-
KYy.
2. Ortkpoiite MeHI0 Bcmaska.
3. Bwibepute myHKT 3axnadka.
Co31aHue CCHhUIKU HA 3aKJIAAKY
3akiazka MmoJjie3Ha TOJBKO B TOM CiIy4ae, €CJIM K Hell MOXKHO MEpPEHTH IO CCHUIKE.
YroObI cO31aTh TAaKyIO CCBUIKY, BBITIOJIHUTE CIEAYIONINE JCHCTBHS
1. BrigenuTe TEKCT, KOTOPBIA OYIET CChIIATHCSA Ha 3aKJIAIKy, WIH MPOCTO yCTa-
HOBUTE KypCOp B HY>KHOU 4acTH JOKyMEHTA.
2. Ortxkpoiite MeHIO Bcmaska v Beibepute TyHKT Ceblika... (AU TPOCTO HAXKMHU-
TE 3HAYOK CCHUIKH Ha TTaHEeJT! HHCTPYMEHTOB).
3. B mone "Ccpuika" BeiOepuTe myHKT "3akmaaku’.
4. BwibepuTe HY)KHYIO 3aKIaIKY.
5. Haxwmure knHonky /Ipumenumo.
XOTUTE OTPEIAKTUPOBATh WM YAAINUTh CChUIKY? Hakmure Ha Hee, ¥ BBl YBHUIUTE
MEHIO C a/IpeCOM CCBUIKH, a TAaKXK€ ¢ apamerpaMu Msmenums u Yoarume.
CHockH, HOMepa CTPaHMI, BepXHHE U HUKHHE KOJOHTUTYJIbI
YroObl 100aBUTH Ha BCE CTpPaHUIIBI JIOKyMEHTa JaTy, Ha3BaHHWE, MM aBTOpa WU
Ipyryto WHDOpMAIMIO, UCTOIB3YHTE BEPXHHUE W HIDKHHE KOJOHTHUTYJBI. Takke MOXKHO
MIPOHYMEPOBATH CTPAHMIIBI U YKa3aTh UX KOJUYECTBO.
CHocku
BcTaBuTh CHOCKY
1. Ortkpotite daiin B Google JlokymeHTax.
2. Bribepute MECTO I CHOCKH.
3. Haxwmure Becmasxka— Chocka.
4. BBeanTe TEKCT CHOCKH.
5. Haxwmwure Ha 11000€ MECTO B IOKYMEHTE.
Y 1anute CHOCKY
1. Ortkpoiite daiin B Google JlokymeHTax.
2. Bribepute HOMEp CHOCKH.
3. Haxwwure kinaBuiry Delete (Y nanuts). CHOCKA HCYE3HET.
Ecnu BB KOnIMpyeTe CHOCKY, 00paTUTe BHUMaHUE Ha CIIEIYIOIIEe:
— CHOCKH HCXOHOTO JJOKYMEHTA COXPAHSIOTCS B €r0 KOIIHH.
— YroObI HE TOTEPATH CHOCKY, MBI PEKOMEH]IyeM HUCIOJIb30BaTh BeO-Oydep
oOMeHa.
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BepxHue u HUZKHHE KOJIOHTHTYJIbI
BcTaBUTh KOJIOHTUTYJIBI
1. Ortxkpoiite ¢aiin B Google JlokymeHTax.
2. llepeiimuTte B MeHIO Bcmaska v BRIOEPUTE OJIMH U3 BAPUAHTOB:
— Bepxnuii xononmumyn. B BepXHEWl YacTU KaXKIOW CTPaHULBI MOSIBUTCS
o0oco0eHHast 00J1acThb.
- Huorcnuii xononmumyn. O6ocobneHHass objacTh OyJeT pacmoyiokeHa B
HIDKHEW 4aCTU KaXKJI0W CTPaHUIIBI.
3. Baeaure B Takyto 00J1aCTh HY>KHBII TEKCT.
4. UYtoOBI 3aBEpIINTh PEIAKTUPOBAHUE KOJIOHTUTYJIA, HAKMUTE B JIIOOOM MeECTe
JIOKYMEHTA.
J1o0aBUTh KOJIOHTHUTYJ TaKKe MOXKHO JBOWHBIM Ha)KaTHEM B BEPXHEHW WM HUKHEH
YacTH JIOKYMEHTAa.
VY 1anuth KOTOHTUTYJIBI
1. Ortkpoiite daitn B Google [lokymenTax.
2. JIBa)xIpl HAXKMHUTE HA KOJIOHTUTYIL.
3. VYnpanute ero coaepxxumoe. MI3MeHeHNs, BHECEHHbIE HA OJTHOM W3 CTpaHUIl J0-
KyMEHTa, 0TOOpa3aTcs Ha BCEX OCTaJIbHBIX.
Kak u3MEeHUTh KOJIOHTUTYJIBI IEPBOM CTPAHULIBI
Ilpumeuanue. B oHOM JTOKyMEHTE Heb3sd JOOABUTH JBa Pa3HbIX (BEPXHUX HIIU
HIDKHUX) KOJIOHTUTYJIA.
1. Ortxkpoiite ¢aiin B Google JlokymeHTax.
2. Bwioepure Becmaska— "Bepxnuii kononmumyn"” unu "Huowcnuii kononmumyn".
3. B KoIOHTUTYJIE TIEpBOW CTPAHUIBI YKAKHUTE M3MeHumsv KOJOHMUMYIbL 3d-
2nasHot cmparuysl. VI3MeHeHus, BHECEHHbIE Ha TIEPBOM CTpAHUIlE, HE OTOOpA3sATCS Ha
OCTAJIbHBIX.
HomMmepa 1 K0JIM4eCcTBO CTPAHUIL
JloGaBUTH HOMEpA CTPAHMUII
1. Ortkpoiite ¢aiin B Google JlokymeHTax.
2. Bwibepute Bcmaska— Homep cmpanuybi.
3. VYKaxuTe OJUH U3 BapUAHTOB:
BBepXy CTpaHHIIEl
BHusy ctpanunbl
— BBepxy cTpaHulbl (Kpome NepBoii)
— BHu3zy crpanulbl (Kpome riaBHOMN)
4. CtpaHuilsl OyAyT aBTOMATHUYECKH TPOHYMEPOBAHBI.
Yaaaurs HOMepa CTPAHUIL
Ecnmu nymepanust Bam Oosbllie HE HYKHA, HA)KMHUTE Ha KOJOHTHUTYJ JIOKyMEHTa W
yJQJIUTE HOMEP CTPaHUIIBI.
Kak yka3aTh KOJTUYECTBO CTPAHUI]
1. Ortkpotite daiin B Google JfokymeHTax.
2. Breibepute Bcmaska— Konuvecmeo cmpanuy.
3. Ecnu BBl BKIIOUMIN HyMEpaIuio CTPaHUII, CBEJICHUS 00 UX KOJIUYECTBE OyIyT
0TOOpaXXaThCsi B OJHOM U3 KOJIOHTUTYJIOB, PSJIOM C MOPSAKOBBIM HOMEPOM.
4. Ecnu Hymepainus CTpaHHUIl HE BKJIIOYECHA, YUCIIO CTpPaHMIl OyAeT yKa3aHO psi-
JIOM C KyPCOPOM.
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BcraBka pa3pbiBa CTpaHUIBI
Bo Bpemsi penakTHpoBaHUS TOKYMEHTa MOXKHO BCTaBUTBH Pa3pbiB CTPAHUIIBI, YUTOOBI
HayaTh pabOTaTh CO CIEIYIONICH CTpaHHUIeH. DTO MOXKET OBITh IOJIE3HO MPH pa3IeiICHUH
CMBICJIOBBIX OJIOKOB, BU3YallbHOM pPa3rpaHUUYCHHM TEKCTa WX JJIS BCTaBKU M300pakKeHUs
OTZIENIHO OT TEKCTA.
UToOBI BCTaBUTH Pa3pbIB CTPAHUIIBI, OTKpoiTe MeHIO "BcTaBka" u BrIOepuTe "Pas-
PBIB CTpaHUIbl". Y JaduTh pa3pbhiB CTPAHUIIBI MOKHO TOYHO TaK ke, KaK U J000H Apyroi
AJIEMEHT JOKyMeHTa. JIJisi 3TOTO BBIAEIUTE Pa3pblB CTPAHULBI M HAXMUTE KIIABUIILY
Backspace nnu Delete.
Hacrpoiikn napamMeTpbl CTPaHHUIBI
Hactpoiiku ctpanuisl B Google JlokyMeHTax MO3BOJISIIOT U3MEHHUTH €€ OPUEHTAIHIO,
dbopmart, UBET U pa3mepsl noyiei. Takxke B JOKYMEHTE MOKHO HAaCTPOUTH OTCTYIBI U MO3H-
IIAO TaOYIIAIINH.
Ilpumeuanue. Ilapamerpsl cTpanunsl HegocTynHbl B Google Tabmumax. B Google
[IpeseHTarusax MOKHO U3MEHUTH pa3Mep CIanI0B.
Kaxk n3meHuTs pazmepsl mosei
1. Ortkpoiite nyxHbii (aitn B Google JlokymeHTax.
2. Haxwmure @aiin— Hacmpotiku cmpanuysl ... Ha ITAaHESIIX HHCTPYMEHTOB.
3. VYkaxuTe pa3Mepsl Mojeil B CaHTUMETpax Moj 3arojoBkoM «Iloss».
4. Haxwmute OK.
Ilpumeuanue. Taxxe Bbl MOXKETE€ U3MEHHUTH Pa3MeEphl MOJEH ¢ TMOMOIIBIO JTUHEUKH.
[IpocTo HaxxmMuTE Ha Kpall cepoy 30HBI U MIEPEMECTHUTE €r0 BITPABO WIIH BJIEBO.
Kak n3mMeHuTh OpUEeHTAIUIO0 CTPAHULIBI
1. Ortkpoiite nyxHbii aitn B Google JlokymeHTax.
2. Haxwure Daiin— Hacmpotiku cmpanuysl ... Ha TaHEIU UHCTPYMEHTOB.
3. Bribepute Bepmuxanvuas unu I opuzonmanvras noJ 3aroJoBkoM «OpueHTa-
LUSD.
4. Haxwmure OK.
Kax HacTpouTh OTCTYIIBI
OTCTYIBI MOKHO HACTPOUTH KaK I OJHOTO a03alia, TaK U Il HECKOIbKUX.
1. Ortkpoiite HykHbIH Qaitn B Google JlokymeHTax.
2. Bpibepute TEKCT, OTCTYIBI KOTOPOTO XOTUTE HACTPOUTb.
3. HactpoiiTe oTcTymb:
—  Omcmyn nepeoti cmpoku. IlepeMecTute CUHUN NPSIMOYTOJIbHUK HA JIMHEH-
Ke€.
—  Omcmyn cnega. llepeMecTuTe CUHUNA TPEYTOJIBHUK, PACTIOJIOKEHHBIN B Jie-
BOW YaCTH JIMHEUKHU.
— Omcmyn cnpasa. TlepemecTuTe CHHUM TPEYTOJbHUK, PACTIOJIOKEHHBIN B
MPaBOM YaCTH JTUHEUKHU.
JloGaBJieHHe WIN yaJieHHe MO3UIUH TA0Yy I U
[To3urust TaOynsAMU BIAUSET Ha a03aIbl TOKyMEHTa M OIpPENeIseT PACIOIOKEHUE
TEKCTa.
Jlo6aBneHune no3unuu TadyasIuu
1. Ortkpotite Hy)HBbIH (aitn B Google JlokymeHTax.
2. Haxxmvurte Ha MTUHEWKY U BRIOEPUTE THUII TApaMETP:
—  Tlo3uyus mabynayuu ciesa. BelpaBHUBaHHUE TEKCTa CJIEBA.
— Tlosuyus mabyrayuu no yenmpy. BelpaBHUBaHUE TEKCTA 10 IICHTPY.
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- Tlo3uyus mabynayuu cnpasa. BelpaBHUBaHKE TEKCTa CIIpaBa.
[To3unus TaOynsauuu MOSIBUTCS Ha JIMHEHWKE B BHUJE TPEYTOJIbHHUKA, HAMIPABICHHOTO
BJIEBO WJIM BIIPaBo, JIMOO B BHUJIE poMOa.
VY nanenue no3uuuu Ta0ysIuu
1. HaxxmMuTe Ha MO3HIUIO TaOyJISIUH.
2. lleperamute ee 3a npeebl INHEHKH.

Ilpumeuanue. IlepemeniaTh TEKCT MEXIY Pa3HBIMU MO3UIIUSIMHU TaOYIISIIMM B OJHOM
CTPOYKE MOKHO C TTOMOIIIBIO Ki1aBuiu TAB.

N3MeHeHHe HACTPOMKH CTPAHULIBI 110 YMOJIYAHUIO

Bbl MOXeTe COXpaHUTh CBOM HACTPOMKU B KAUECTBE MAapaMETPOB MO YMOJTYAHUIO IS
BCEX HOBBIX JIOKYMEHTOB.

1. Ortxkpotite nyxHbIN (aitn B Google JlokymeHTax.

2. Haxwure Daiin— Hacmpotiku cmpanuysl ... Ha TAaHEIU HHCTPYMEHTOB.
3. H3MeHuTEe HACTPOUKH.

4. Haxwmute Ycemanosums no ymonuanuo—OK,

HN3meHenne macumtada J0KyMeHTa

UtoObl yBETUYUTh WM YMEHBIIUTh MAacIITad JOKYMEHTa, UCIOJb3yHTe HACTPOUKHU
MacITabupoBaHusI.

Ilpumeuanue. B Google Tabnunax macmrabupoBanue He MOAAepKUBaeTcs. UToOb!
NpUOTU3UTh WIH OTHAIUTHh TaONUIly, BOCHOJB3YWTECh (YHKIMEW MacIiTaOupOBaHUS B
opaysepe Chrome.

Kax yBenTu4uTh WM YMEHBIITUTH MacIITa0

1. Ortkpotite daiin B Google JlokymeHTax.
2. Ha manenu ¢hopMaTupoOBaHUS HAXKMHUTE CTPEIIKY psaoM ¢ mosieM «100%».
3. BriGepute HyxHbIN MacmiTad uian BBeaute 3HadeHue ot 50 go 200.

Ecnu BB X0THTE MOAOTHATH BUJ JOKYMEHTA IO pa3Mep OKHA Opay3epa, yCTaHOBHTE
napametp «[lo mmpune crpanuie. [Ipun n3mMenennn macimradba OkHa MacIITad JOKyMEHTa
TOXE U3MEHHUTCS.

Coznanue popmya

TexcroBsiii penakTop Google Mo3BosSET BBOAUTH MaTeMaTudeckue (hOpMyIIbl.

Jlns Havana paboTel ¢ opMysiaMu clieyeT BhIOpaTh MeHIo Bemaska— Dopmyna, B
BEpXHEH YacTH paboYero mosisi JOKYMEHTa MOSIBUTCSA MaHeNb (POopMyJ1, KOTOpast COAEPIKUT
pa3linyHbIE TPYNIBl CHMBOJIOB, 3HAKOB, onepauuid (puc 12):

1. BykBsI rpeueckoro andaBura.
MaremaTtnueckue CUMBOJIBI.
3HaKHU OTHOIICHUIA.
MaremaTtnueckue onepanui.
Crpenku.

ke

DTOT CepBUC MO3BOJSAET CO3/]aBaTh MaTeMaTHUECKUEe (OPMYJIIbI B TEKCTOBOM JIOKY-
MEHTE (HO HE MPOU3BOIUTH BBIUMCICHHUS).

Hanpumep, Heobxoaumo HabpaTh B TEKCTOBOM JoKyMeHTe (Google ciemyronyto
hopmyuy:
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Pucynok 11. ®opmyna

I[JI?I 9TOro CJICAYCT BBITTOJHHUTD CIACAYIOMNC HIaru:

1. BriOpath MeHto Bemaska— @opmyna.
2. [TosiButcs [lanens hopmy:
1 2 3 v 3 5

| | | | |
afh - x+3 . <#£D .V (xg. ¢t

Pucynox 12. Ilanens ¢popmyr.

3. Crnenyet BeIOpaTh 010K Mamemamuueckue onepayuu.
4. Tak kak Bce BBIpaKCHHUE HAXOAUTCS TI0 KOPHEM, HauaTh CIICAYET C

TOT0, YTO U3 HAOOpa 3HAKOB BbIOpaTh Kopens.

Clxg . w2 SO et

=l

U FOUII
OUBILf  0ubILf

b b

E lim E lim
a-+h a-+h

e L

Pucynok 13. ITanens Mamemamuueckue onepayuu

no

[TosiBUTCS 3HAYOK KOPHSL.

Jlanee ciemyeT BEIOpATh /[pobw
4. Tlox 3HAKOM KOPHSI MOSIBUTCS MECTO3AMOJHUTENb ISl APOOH, TIe CIeAyeT COOTBET-

CTBYIOIIIUM 06p330M 3aII0JJHUTDH YHUCJIINTEIIb U 3HAMCHATCIIb.
5. I[JIH BO3BCJACHUA B CTCIICHBb X HA IIAaHCIIN MaremaTudeckue orcpanru CICAYCT BbI-

Opath x°.

w

IIpakTHyeckas 4yacTb
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3aganue 1. Co3ganue u coxpaneHue TekcTtoBoro qokymenra Google. Hacrpotika ma-
paMeTpOB CTPAHUIIBI.
1. Co3znaiite U COXpaHUTE TMOJ CBOEH (aMUIIME TEKCTOBBIM JTOKY-
MeHT B peaakTope Writer, ckonupyite B HEro TEKCT OOJNBIIOro oobeMa (Tpeasio-
YKEHHBIN MIPENoIaBaTeIeM).

2. Brigenure Bech TEKCT M MpUMEHHUTE KoMaHay Ommemums ¢hop-
mamuposaHue.

3. B pesynbTaTe momayudutcst «rojbli» TekeT 6e3 addexkToB popma-
TUPOBAHMUS.

4. CxonupyiTe MOTy4YEeHHBIM TeKCT (0e3 GopMaTHUpOBaHMS) B TEK-
cToBBIH qokymMeHT Google.

5. 3agaiTe cleayronme HaCTpOUKU cTpanullbl — Daun— Hacmpoiiku
CMPanUybl’

B. Opwuentanust — BepTUKAIbHAS,
x. Pa3mep Oymaru — A4;
0. lIBeT cTpaHUIIBI — IO CBOEMY YCMOTPEHUIO;
€. 1oy — 1o 1 cM. cO BCEX CTOPOH.
3aganue 2. Co3ganue 3arojioBKOB.
1. BeimenuTs moouyepeaHO BCE 3ar0JIOBKU MEPBOTO YPOBHS U Ha3HAYUTh UM Cmuib abd-
3ayes—3a201060k 1.
2. Boeimenuth moouepesHO Bce 3aroyioBKH (MO3arojIOBKM) BTOPOTO YPOBHS M Ha3Ha-
quTh UM Cmuie absayes— 3a201060k 2.
3ameuanue. [Ipu sxenanny MOKHO UCTIOIB30BaTh 3ar0JIOBKM Ha OCHOBE COOCTBEHHOTO
ctiiia. CrenyeT co3faTh U COXPAaHUTh CBOW CTHIIb, BBIJCIIUTH TEKCT C MapaMeTpamu co0-

CTBEHHO CTWJIS, a 3aTeM HCIoJb30BaTh KoMmaHabl  @Popmam—Cmuiu  absa-

yee—3azonoeox1—0Obno6umsb 3a20710680K 1 6 coomeemcmeuu ¢ GblOEIEeHHbIM (hpacmeH-

mom.
3ananme 3. Co3maiiTe OrjiaBJI€HHWE B COOTBETCTBUU C MHCTPYKIHEH, MPEAIOKEHHOMN
BBIIIIE.
Ha ocHOoBe Ha3zHaueHHBIX CTUJICH MporpaMMa MOXKET aBTOMAaTHYECKH T'€HEpUPOBATH
orjasieHue. st 3Toro cieayeT BHIMOJHUTD CIEAYIOUIUE IIaru:
1. YcraHoBUTH Kypcop B TO MECTO, IJI€ AOJKHO PaCIOaraThCsl OTJIaBIICHHE.
2. BwiOpatb meHto Bemaska— QOzenasnenue, nanee clieyeT BbIOpaTh TUI OTJIaBIeHUs (C

HOMEpaMHU CTpaHMIl/0e3 HOMEPOB CTPAHULL).

[Tocne aToro nporpamMma aBTOMaTUYECKH CO3/ACT OIJIABJICHUE.

4. Ecnu MOKyMEHT 3aKpbITh, 2 TIOTOM OTKPBITH CHOBA, B JICBOM YaCTH OKHA MOSBUTCS
CTPYKTypa IOKYMEHTa, KOTopasi 00eCIeUnT HaBUTAIMIO TI0 JOKYMEHTY (TO e camoe
OTJIaBJICHUE).

3aganue 4. CBs3aTh TUIIEPCCHUTKAMH KaXKIYI0 1a00paTOpHYIO paboTy C OTJIaBICHUEM.

B ornasnenuu BeIAEIUTE caMo clIOBO «OTIaBICHUEY.

[IpucBouts eMy cTuib 3a201060K 1.

Breigenuts B Tekcte «JlabopaTopHas pabota 1».

Bri6pate MeHto Becmaska— Ccvlika.

B nosiBuBIIEMCSI TMAIOTOBOM OKHE OTOOPA3UTCS CIIUCOK AJIEMEHTOB JIOKYMEHTA, KO-

TOPBIM OBUT Ha3HAYEH CTWIIb. V3 HETOo ciieyeT BeIOpaTh c1oBo «OTriaBiIcHUE.

B pe3ynbrare momyduTCs TUIIEPCCHIIKA, CBS3BIBAIONIAs JabopaTopHyro padoty 1 ¢

OTJIaBJICHUEM.

w

agbrwhE

o
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7. DTy omepaiuio cieayeT NpoAesiaTh CO BCEMU OCTaJbHBIMU JIa0OpaTOPHBIMU paboTa-

MH.

8. B wmrore momyuuTcsl IBYCTOPOHHS THUIIEPCBSI3b OTJIABICHHS U KAXIOH JTaOOpaTOpHOM

padoTHL.

3aganme 5. Hanummre Gpopmyssl B TEKCTOBOM JOKYMEHTE.
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Pucynok 15. ®opmyinsl
KoHTpoJibHbIE BONIPOCHI

Kaxk Ha3zHavaeTcs 3aroioBOK B TEKCTOBOM JIOKYMEHTE.
Kak co3naThe oriiaBieHue.

Kak co3nate cHOCKY.

Kaxk BcTaBuTh HOMEpa CTpaHHII.

Kak co3nath KOJTOHTUTYIIBI.

Kaxk HacTpouThs napameTpsl CTpaHULIBI.

ok owdPE

33



7. Kak co3mare popmyiy.
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JlaboparopHnas padora Ne 4

Tema: Google npe3eHTanmnu.

I]enb: HaydnUTHCS CO3JaBaTh MPE3CHTAIIMK CPEICTBAMH TakeTa JokyMeHToB Google;
CBA3BIBATh CJIAN/bl C TIOMOIIBI THIEPCCHUIOK M YNPABIAIONIMX KHOMOK; YMETh HCIOJIb30-
BaTh manenb Word Art; HacTpauBaTh aHMMAIIMIO CIIAHI0B U UX COJAEPIKUMOIO, BCTABIAThH
M300paKeHus U BUJEO; MyOJIMKOBATh MIPE3EHTALIUIO.

3aoanue

1. KomnekTuBHO cOo37aTh MPE3EHTAIMIO CBOEMY Y4eOHOMY 3aBE/ICHUIO:
— Co3gaBaTh ClalIbl IS pa3HbIX (aKyIbTETOB JOJKHBI Pa3HbIE CTYACHTHI.
— Co0patb Bce CO3/IaHHbIE CIaliIbl B €IUHYIO MPE3EHTALIUIO.
— TlepBblit crnaiif OMKEH cofiepKaTh Ha3BaHHUE YUeOHOTO 3aBEICHUSI.
— Ha BTOpowMm cnaiifie 1o KHBI OBITH ITEPEUYUCTICHBI BCE (PAKYIbTETHI.
— CBs3aTh BTOPOH ClalJ CO BCEMU ClIaliJaMH TUIIEPCChUIKAMH U YTIPABJISIOITH-
MU KHOTIKaMH.
— Ha3HauuTh aHUMALKIO AJI1 CaMUX CIANU0B U AJI UX COAEPKUMOTO.
— Cnaiiibl TOJKHBI COAepKaTh TabIUIA, CXEMBbI, H300paKEeHUS.
2. Nmmoptuporats ¢aitnel PPTX u PPS, a Takke KOHBEpTHpPOBATh UX B MPE3CHTAINN

Google.

3. Cxkauatp mpesenrauuto B gopmate PDF, PPT, SVG, JPG uiu B BUJE TEKCTOBOIO
(aitna.
J106aBUTH B MIPE3CHTAINIO U300paXKEHUS U BUJICO.
OnyOamKoBaTh IPE3EHTAINIO B UHTEPHETE.

o s

Omuem 1o 1aGOpPaTOPHOM paboTe TOHKEH COJIepKaTh MIPE3CHTALIHIO.

Ilo umoeam BBITIOHEHHON pabOThl HEOOXOIMMO HAYYHTHCS CO3/]aBATh MPE3CHTAIIUN
cpeacrBamu Google; CBsA3bIBaTh CAMIBI C MOMOIIBIO THIIEPCCHUIOK U YIPABIISIFOIIAX KHO-
MOK; YMETh HCIOJb30BaTh maHenb Word Art; HacTpauBaTh aHMMAIMIO CIIalIOB U HUX CO-
JICPIKUMOTO, BCTABIISITh H300paKCHHSI M BHJICO; TTyOITMKOBATh MPE3CHTAIIHIO.

TeopeTuko-MeTOAUYECKAS YACTH

Google IIpezenTanun
— 3TO PENaKTOp IS CO3AaHUS U OOPMIICHUS MTPE3CHTALIUH.

Ha Google /{uck moxHO 3arpy>kath Impe3eHTaIuu ¢ kommnbiorepa. [Ipeobpa3oBas mpe-
3eHTaruio B ¢popmar Google JIokyMEeHTOB, MOKHO PeIaKTUPOBATh €€ OH-JIaliH U paboTaTh
HaJ He BMeCTE ¢ APYTMMH M10JIb30BATEISIMH.

Jlnst 3arpy3Ku nmpe3eHTauu Heo0X0auMo:

1. Ilepeiitu Ha cTpaHuLy .
2. Haxatp "Co3nats" B BepXHEM JIEBOM YIIy, 3aTeM BblOpaTh "3arpy3uth (aii-

ae1". B kiaccuueckom uHTEpdeiice HyKHO HaXaTh KHOIKY "3arpy3ku" U BeIOpaTh
"®ainbl... " B paCKpBIBIIEMCSI MEHIO.
3. BrbiOpaTh npe3eHTaluo Ha KOMIbIOTEpe U HaxaTh "OTKpBITH".

4. YtoObl MO3KE OTPEAAKTHPOBATH MPE3CHTALNIO, HYKHO YCTAaHOBHUTH (DIa’KOK
"TIpeoOpa3oBBIBaTh TOKYMEHTHI, TIPE3CHTAINH, TaOIHIIBI U pUCYHKH B Gopmatr Google
JIoKyMeHTOB".

5. Haxarp "Hauats 3arpysky".
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6. Ilocre 3arpy3ku ¢ mpe3eHTanuei MOXXHO OyZeT paboTaTh Ha CTpaHHUIIE.

B8 hitps:; ,'docs,goog)e.coms;>:g»g.\-",‘d:;r-qs'«i.- 1B8DZ6_DrkPiMesAMpAnhRAHORvrZWapaCcWWCNSSgMWo/

Mpeszesmayus 6e3 HassaHus =

Qaiin Mpaska Bua Beraska Cnaig Qopmar  Ynopaaounte  Msctpymentsl Tabnuya Cnpaska  Coxpanesme
+ e~ Q Kk [‘T‘I BQ N+ B PY - oom. Maers Tema. nNepexoa.
1
e——

Pucynok 16. Ctpanuna Google I[Ipe3entanuu

Bxrnanka "®aitn" Google Ilpesentanuu u Bkianka "Cnaiin" Google IlpesenTaruu.

C' | & https://docs.google.com/presentation/d/1B!

lpesesmayus 6e3 Ha3saHus 2]

Qaitin  [paeka Bug Bcrasxa Cnang ®@opmat Ynop:

CosmecTHBIN gocTyn...

Cozpate -
OTKpbITE. .. Ctri+0
[NepeumeroBats. ..

Co3zgaTe KONUK...

ﬂepemecrwrb B nanky...

Yoanute

MmnopT cnaingos. ..

[pOCMOTPETE MCTOPUKD U3MEHEHWH Ctrl+Alt+Shift+G

Azbik B

Crauate Kak >
OnyGnukoeaTe B MHTepHeTe...
OTnpasuts coaeTopam. .

[MprkpenuTs ¥ cOOBLLEeHNK 30. NOYTEI...

HacTpoitku cTparuubi...
HacTpoiika neyatv 1 npocmoTp

= [levyats Ctrl+P

Pucynok 17. Bxknaaka ®@aitn Google [Ipe3enTanuu
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http://www.intuit.ru/EDI/14_06_16_2/1465856498-31733/tutorial/730/objects/8/files/5_46.jpg

C | @ https;//docs.google.com/presentation/d/1B8DZ6_DrkPfMesAMp

[pezeHmauus 6e3 HassaHus |

®@aitn Mpaska Bua Bcraska Cnang Qopmat  Ynopagouuts MHCTpyMeHTsl

+ - 0 @ N Hoewii cnaiig Ctrl+M

1 LybnuposaTts cnang

Yaanute cnaig

ViamernTs oH

ﬂpw‘.fe:a,vb MakeT g

CmenuTs Temy

MNepexog

MamennTs wabnox

Cnegyrowmit cnang Pg-.
Mpeabigywmit cnang Pg-*
MNepewit cnang Home
MocnegHui cnang End

Pucynok 18. Bxianka Cnaiing Google [IpesenTaruu
Ha Google /[uck MOxHO 3arpyskath Mpe3eHTAIlUHU CICIYIONINX TUIIOB: ppt, pptX, pps.
BcraBka u3o0paxeHus
Jlnst BcTaBKU M300paXkeHusl B Mpe3eHTaIM0 He00X0IuMO:
— Tleperamuth n300pakeHHE CO CBOETO KOMITBIOTEPA MPSMO B CIIAN]T.
— 3arpy3utb n300pakeHue, XpaHsiieecss Ha KOMITbIOTepe.
— Bgectu "URL" obmenoctynHoro nzodpaxxenus B IutepHere.
— Haiitu uzobpaxenue ¢ nomoimbio "[loncka kaptunok Google".
JlobGaBnsieMbie m300pakeHus: NOJKHBI ObITh B (opmare PNG, JPEG unmu GIF (Ge3
aHUMaIIH).
JIist BCTaBKYM M300payKEHUST B TIPE3CHTAIMIO HYKHO BBIIIOJTHUTH CJICTYIOIINE JCHCTBHS
(puc. 14).

1. Haxarp 3Ha4yok "BcraBuTh m3oOpakeHue" Ha TaHeNW HWHCTPyMEeHTOB. OH
HaXOJUTCs CpaBa OT 3Hayka T, 0003HAYAIOMIETO BCTaBKY TEKCTa. MOYHO OTKPHITH
MeHto "BceraButh" u BeIOpaTh myHKT "M300paxkenue".

2. BpIOpaTh OJUH W3 BapUAHTOB BCTABKW M300pa)KCHHSs, yKazaTh (aiij, BBECTH
URL wyii BBIIOJIHUTH TOUCK.

3. BriOGpaB nzobpaxenue, HaxkaTh "3arpy3uts” unn "BeiOpats".

4. WM3oOpaxkeHue OyJeT BCTAaBJICHO B BHIOPAHHBIN ClIai]l.

UToOBI mepeMecTUTh U300paKeHUE B JAPYTYI0 O0NacTh claiifa, Hy»HO IMepEeTalluTh
ero. Jlns u3MeHeHus: pa3Mepa U300pakeHUsT HYKHO HCIOJIB30BaTh OElible TOUYKH MacIiTa-
OMpoBaHUs, paCIOIOKEHHbIE B €r0 yriax.
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lMpe3eHmayus 6e3 Ha3gaHuUs [

Qaiin [paBka Bua Bcraska Cnang Qopmat  Ynoj

+ - e~ TexcToBoe none

Vizobpaxenue...

Bugeo..
Word Art

NMubns ~

e /P K

@urypa >

Tabnuya »

B KommenTapuit Ctri+Alt+M

Hoewilt cnang Ctrl+M

WmnopT cnaiigos..

Pucynox 19. Bknaaka BeraBka Google IpesenTanmm
BcraBka Buaeo
Kak BcTaBuTH B Ipe3eHTaInio Bueopouk YouTube
1. Ortkpotite daiin B Google IIpezenranusx.
2. HaxwwuTte Ha HY>KHBIN Claii.
3. Haxwmwure Bcmaska — Buoeo.
— HaliquTe Hy)XHOE BHICO U HAKMHTE Buiopams.
— VYxaxure URL ponuka Ha YouTube B COOTBETCTBYIOIIEM MOJIE€ B BEPXHEH
YaCTHU OKHa.
4. Buneo OyaeT BCTaBJICHO B (aiii.
Ily0nukauus 10KyMeHTOB, Ta0JIUIl, Pe3eHTALUI U PUCYHKOB
XoTute, 4TOObI JOKYMEHT, TabuIIa, IPE3CHTAIUS WU PUCYHOK OBLIN JOCTYITHBI JJIs
Bcex? OnyOnukyiiTe daiin B UHTEepHETE U MOTYYUTE CCHIIKY, KOTOPYIO BBl CMOKETE OTIpa-
BUTH JTFOOOMY TIOJIb30BATEIIO WIIM PA3MECTUTh Ha CBOEM CaiTe.
Kak onyb6nukoBats aitn
Brinmonxure cnenyromue 1eUCTBUS:
1. OtkpoliTe JOKYMEHT, TabIUILy, IPE3EHTAIUIO WU PUCYHOK.
2. llepeiinute B MeHIO Daiin.
3. Broibepure nyHkT Onybauxosams 6 Hnmepueme.
4. OObyHO (aitnm myOIMKyeTCs IEIMKOM, OJIHAKO B HEKOTOPBIX CIIy4asx [o-
CTYMHBI JONOJHUTENbHbIE TAPAMETPHI:
—  Tabauya. MoxxHO BBIOpaTh MyOJIMKAIMIO BCEW TAOTUIIBI WM OTACITHHBIX
JaUCTOB, a Takxke (opmar (BeO-ctpanuna, CSV, TSV, PDF, XLSX wunu
ODS).
— Ilpesenmayus. M0OXHO BBIOpATh CKOPOCTh CMEHBI CIIAI/I0B.
—  Pucynox. MoxHO BbIOpaTh pazMep U300pakeHHsI.
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5. Haxwmure Onybauxosams.
6. CkommpyiTe CCHUIKY W OTIPABbTE €€ IOJb30BaTe/IIM JIHOO OMyOJIMKyHTEe

(haiinm Ha cBOEM caiiTe.
OO0HoBJIeHNE ONY0JIMKOBAHHOTO (haiiia
Korna Bel penakTupyeTe MCXOIHBIN (haiiy, Bce M3BMEHEHHUS aBTOMATHYECKH MpUMe-
HSIOTCS K OIMyOJIMKOBaHHOM KonuH. OJTHAKO ATY HACTPOHKY MOKHO OTKIIFOUHUTb.
Kak ormenuTh myOnukanuio (aiiia

1. OtkpoiiTe HYXHBII (aiin.

2. llepetinute B MeHIO Datin.

3. Bribepute nmyHkT Onybauxosams ¢ Unmepueme.

4, Haxwwute Ha TeKcT "OmnmyO0IMKOBaHHBIC MaTEPHaIbl 1 HACTPOUKH'".
5. Bribepute Ommenumo nyoauxayuro.

Kak BeIrIsiiuT omyOMKOBaHHBIN (aiin
[Tonb30oBarenb, KOTOPOMY BBl OTHPABUTE CCHUIKY Ha OIMyOJMKOBAaHHBIA (ailn, He
CMOXXET BHOCUTHh M3MeHeHus. Kpome toro, mayst Hero ¢aiin OyJaeT BBITISICTh HE TakK, Kak

JJIA Bac:

Jlokymenmeot. I1aHeTb HHCTPYMEHTOB HEJIOCTYIIHA.

Tabnuywi. [laHens WHCTPYMEHTOB HeaocTymnHa. [lomp3oBaTenu BUASAT AWarpam-
MBI, (POPMATUPOBAHUE SUEEK U MX 3HAUCHMsS, HO HE MOTYT MPOCMAaTpPUBATh WU
pEeIaKTUPOBATH (HOPMYIIBIL.

Ilpesenmayuu. Tlonp3oBarenu BUIAT JTUOO BEPCUIO TOIBKO JJISi POCMOTpA, JIHOO
MIPE3EHTAINIO B TIOJTHOAKPAHHOM PEKUME.

Pucynxu. N306paxenue noctynHo B popmare PNG.

Hactpoiika npaB Ha ny0Jaukanuio ¢aiijia

UtoOs! Apyrue moib30BaTed MOTJIM MyOIUKOBaTh (pailsl, mpeocTaBbTe UM JOCTYII C
MPaBOM Ha PEeIaKTUPOBAHUE.

Eciu BBl XoTHUTE 3ampeTuTh peaakTopaM MyOnuKoBaTh (ailyl, H3MEHUTE €ro
HACTPOMKHU CIEAYIOITUM 00pa3oM:

OTkpoiiTe HyKHbIN (aii.
Haxxmute xHonky Hacmpoiiku docmyna B IpaBOM BEPXHEM YTy SKpaHa.
B npaBoM HIKHEM YTITy OTKPBIBIIETOCS OKHA HAXMUTE Pacuupertule.
YcranoBure dnaxxok "3anpeTuth pegakTopaM J00aBISITh MOJb30BATENCH U MU3-
MEHSTh HACTPOUKHU JIOCTyIIA".

IIpakTu4yeckas 4yacTb

3ananue 1. Co3naiite npe3eHTAIUMI0 CBOEMY YUYEOHOMY 3aBEICHUIO.

1.

Ha nepBom cnaiifie JOKHO OBITh Ha3BaHUE YUYEOHOTO YUPEKIEHUS, B MOSICHEHUU

rOpoA U Kpau.

— HasBanue yueOHOTrO0 3aBeicHHS co31aeTcs ¢ nmomolisio nanean Word Art.
— Heo06x0oa1MMo BBITIOIHUTD MOCIEA0BATENBHOCTh KoMau Bemasxka—\Word Art.
— 3arem, B OSIBUBILIEMCS JUAJIOTOBOM OKHE BHECTH HYXKHBIN TEKCT.
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YnopAgounTte  MHCTRY MocnegHese HaMeH

I-N€ -~

BEd

= Arial

4YTofbl coXpaHnTb, HaxmMUTE Enter. YTolbl BEECTH HECKONbBKD CTROK, MC

Pucynok 20. Mcnons3oBanue manean Word Art.

— C moMouIpl0 KHOMOK Ha TAaHEJIM WHCTPYMEHTOB MOKHO 3aJaTh TOJIIUHY U
1BET JIMHUI OyKB, 3aJIUBKY, HAUEpTaHUE!

2. Ha BropoMm cnaiifie JOJKHBI ObITh NEPEUYHCIECHbI Bce (GaKyIbTETHl B BUIE MapKHU-
POBAaHHOTO CITHCKA.
3. Manee Ha Kax/blil (pakyabTeT OTBOAUTCS IO JBa U OoJjee ciaiija.
4. Craiizipl 1OJKHBI COJIEPKaTh CIEAYIONIYI0 HH(POPMAIIHIO:
- Anpec dakynbreta, doTorpadus kKopmyca uiau smoOiema ¢pakyabTera,
JlaTa OCHOBAHMUS.
- Kakyro cnenanbHOCTh IPUOOPETAIOT CTYIEHTHI Ha (paKyJIbTeTe.
— Wwmsa nekana daxynprera.
- Kaxkue kadenpsl Ha akynpTeTax.
- IIpodeccopcko-npenogaBaTeabcKuii cocTaB Kadeap.
— JIMCuMIUIMHEI, IpernoaBaeMble Ha JAHHOM (aKyJbTeTe.
5. 3arosoBKH CclIaig0B JOJKHBI OBITh HamMcaHbl mpu mnomornu mnaneaun Word Art
(Becmasxka—Word Art).
6. Cps3aTh BTOpOW CJIaliJl CO BCEMHU CIAWJaMH THUIIEPCCHUIKAMH M YHPABISIIOIIUMHU
KHOTIKaMHU:
1. Co BTOpOTO Crnaiia obecneunTs Nepexo Mo TMIePCChUIKE K TIEPBOMY CIIalTy
COOTBeTCTBYIOIIErO (hakyiabTera (Bcmaska— Ccolika).
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Ccuinka |~ BoTaesTe cohinky MNK BLINOMHWTE NOWCK
MepeLld cnang,
»  IKC 9
MocnegHWid cnaip,
Cnaig, 1 i

Cnaig 2: CakyneTeTsl

m

Cnaig 3: MatemMartikd, MHGoph...

Cnaig 4: ©Unonorum

Pucynok 21. Co3nanue runepcchuiKy.
B nosiBuBIIIEMCSI OKHE ClIeIyeT BHIOpATh Ha KAKOW Cllaifi/l Ha3HAYUTh THUIEPCCHUIKY.
2. C kaxaoro ciaiiga o0eceunTh Mepexo]l ¢ MOMOIIBIO ynpasisaouell KHONKu
Ha BTOPOM CIIAM]I.
— BpInmosHUTH nocneaoBaTenbHOCTh Bemaska— Queypa— Cmpenxu.
— Crnenyet BoIOpaTh HYKHYIO CTPEJIKY.
— Hagectu Ha Hee yka3aTesb MBIIIIH.
— BbI3BaTh KOHTEKCTHOE MEHIO (TpaBasi KJIABHIIIA MBIIIIH).
— Bri6pats koMmany Cebuika.

I
N —

Ccrinka = Bceraeere CCEINEY WNKW BRINONHWTE NOWUCE

Mepesli cnaig,
MocnegHWiA cnamg
Cnaig, 1

Cnanp 2; CakyneTeTkl

m

Cnaig 3: MatemMatied, MHboph..

Cnaig 4: SUnonoruin

-

Pucynok 22. Co3naHue ynpasisitolie KHOIKH.

— B mosBuBIIEMCs criMCKe ClieyeT BbIOpaTh HYXKHBIM chaiii (B JaHHOM Ciydae 3TO
OyZIeT BTOPOIA, /i€ IepEUHCICHBI Bce (DaKyIbTETHI).

— Takum 006pa3om, BO BpeMs IEMOHCTPAILIUK CIANO0B MIETYKOM MO ITOM KHOIMKE MOXK-
HO OyJleT BEepHYThCS Ha BTOPOH cnaiia (Wi Ha 000 Jpyrod, ¢ KOTOphIM Oyner
YCTaHOBJICHA CBSI3b YEPE3 KHOIIKY).
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3. IIpu HEOOXOAMMOCTH CBS3aTh MEXKIY COOOM THNEPCCHUIKAMHU WX yIpaBIIs-
IOIMMHU KHOTIKAMU Pa3JIMYHbIC CIANIBI.

3ananue 2. [lyoaukanust npe3entanuu B UHTepHeTe
Jnst myOuKaIy mpe3eHTauy Hy>KHO BBITTOJTHUTH CICAYIOIINUE ICHCTBHS.

1. OTKpBITH IPE3CHTAINIO, KOTOPYIO HY)KHO OMYyOJUKOBaTh, U BOCIIOJIb30BAThCS
MeHro ""®aiin".

2. BriOpats nyskT "Omy6nukoBats B UHTEpHETE... "

3. Haxarp kHonky "Hauats myOaukamnuio".

4. TlogenuThCs ATOM CCBUIKOM C TEMH, KOMY HY>KHO MPEIOCTaBUTh JTOCTYM K Ipe-
3CHTAIUH.

[IpesenTarnus Oynet noctynHa no URL mo Tex mop, moka oHa He OyJIeT yJaneHa u He
OTMeHeHa ee ImyOiukanus. s oTMeHbl MyOJuKaluy HY>KHO BEpHYThCS B MeHI0 "daiin" u
BbIOpaTh MyHKT "OnyonukoBats B UHTEpHETE... " 3aTeM HYKHO Ha)KaTh KHONKY "OTMEHUTD

3aganue 3.

1. Co3paiiTe nmpe3eHTAIMOHHOE COMPOBOXK/CHUE JICKIIMOHHOTO MaTepuasa, yKa3aH-
HOTO TMPENoaaBaTeIeM UIH M0 COOCTBEHHOMY YCMOTPEHHIO.

2. Crnaiasl TOJDKHBI COIEPIKATh CXEMBI, TaOIHUIIBI, TpadUKH, PUCYHKH.

3. CospmaiiTe 3aroJ0BKH CIIaliI0B IIpH omotnu ["anepen TeKCTOBBIX 3(PPEeKTOB.

3ananue 4. BctaBUTh BUJICOPOJIMK B CIAM]I.
KoHTpo/ibHBIE BONIPOCHI

Kaxk coznate npezenTanuto.

Kak cBs3aTh ciaiiibl TUNepCcChbUIKaMH.

Kax cBs13aTh cnaiiipl ynpapiIsiOIIMMU KHOIIKAMU.
Kak ucnons3oBath manens Word Art.

Kak BcTaBUTH N300pakeHUE B CIAN/.

Kaxk BcTaBuTh BHI€O B Clai.

Kak ony6nukoBats aitn B UnTepHere.

Kak HacTpouTh nmpaBa Ha myOIUKaIIUIO.

Nk WNE
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