Microsoft Office

Word, Excel, Access, PowerPoint,
Internet Explorer.




[laxem npoepamm hupmoi

Microsoft Office

BbI T03HAaKOMUTECH C MTAKETOM MPHUKIAIHBIX TporpaMm pupmbsl Microsoft
Office. M3ydenune 3Toro nakera no3BOJIUT BaM PEAIM30BaTh CBOU
TBOPYECKUE BOBMOKHOCTU. ECIIN BBl IMEETE CKIIOHHOCTH K
COYMHHTEBCTBY, TO Y BaC €CTh MPEKpaCcHasi BO3BMOXKHOCTb O(POPMUTH U
WJTIOCTPUPOBATH Ballly padoTy B mporpammuon cpeae Word. Kto-to
MeUTaeT NonpoOOBaTh CEOs1 B POJIA pEKUCCEPA, XYIOKHUKA,
CLIEHapHUCTa, 3ByKopexuccepa. M3yuns cpeansl PowerPoint u Access,
BBI BCETJIa CMOKETE BOILUIOTUTH JIFOO0OUM CBOM 3aMBICEII, CO3aBast
BUJICOKJIUII UJIM MYJIBTUMEIUHMHBINA TTPOAYKT. KTO-TO Apyrom roToOBUT
ce0s B MEHEKEPHI. B 3TOM citydae BaM HEOOXOIMMO BHUMATEJIBHO
M3y4uTh npuioxenus Excel.

VYcnexoB Bam! Hageemcsi, uTo nzydyeHue oPuCHBIX TEXHOJIOTHM TOMOXKET
BaM B BbIOOPE JKM3HEHHOTO ITYTH.
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N3yuuB TekcToBbIi penakTtop Word, BBl CMOXETE
CaMOCTOSITEJIbHO NOJITOTOBUTH K U3JIAHUIO
IIKOJIBHBIN KypHaJl, Ta3eTy, OIOJIETEHb U TIp.
B coBpeMEHHBIX YCIOBUSIX 3HAKOMCTBO C
M3/1aTEeIbCKUMU CUCTEMaMU CTAHOBUTCS BCE
oonee akTyaiabHbIM. [loHsATHE
MH(OPMAIIMOHHON KYJIbTYPhI BEChbMa
MHOTO3HAa4YHO U BKJIIOYAET B C€0SI MHOKECTBO
BUJIOB pabOTHI C CaMOil pa3HOOOPa3HOI
uH(dopMaIKen, cpeir KOTOPBIX HE ToCIIeTHES
MECTO 3aHUMAET I'paMOTHOE 0(opMIIeHHE

npcacTaBLICMOro Marcpuaia.

Microsoft Word
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Word (npooonarcenue)

T o W d W Microsoft Word - Nlokymeyr1 Tﬂl
eKCTOBBIN pegakTop Word mpenocTaBiseT Cienyonme T R e
BO3MOKHOCTH: el aRy AR ® Mae
. CO3/IaHUE M PEAKTUPOBAHUE TEKCTOBBIX 10
JOKYMCHTOB;, OBbi4HEH
. npuMeHeHne MHokecTBa mpudToB TrueType
Pa3HOOOPA3HBIX CTHIICH U Pa3MEPOB,;
° cosaHue Tabiaui ¥ pabora ¢ HUMH; : Word - omHa U3 caMbIX COBEpIICHHBIX POrpaMM E
. BCTaBKa B TEKCT PHUCYHKOB M TpaduyeCKuX acce TEKCTOBBIX MPOLIECCOPOB, KOTOpad
00BEKTOB (IMarpaMMEl, rpaGUKI-~_T.11.);
. co3faHue U mpocMoTp Web-CTpasuil (CTpauuIl AJis

pasMenieHus B Internet);

Henocrarku Word: B Ee bomime
olie

*  BBICOKAs TPYJOEMKOCTh IIPU BBOJE CIIOKHBIX
MaTeMaTHYEeCKUX BBIPAKCHUN U XUMHUECKUX
hopmyu;

*  Word He npeiHa3HAYCH [T U3TOTOBICHUS
noyurpaduIecKor MPOAYKIIMK 0CO00 CII0KHOM
CTPYKTYPHI (aTJ1acOB, aTbOOMOB, )KYPHATBHBIX
00J10KEK), a TaK)Ke JJI PEAAKTUPOBAHMS Reserea~ [y (5 | deromrypes N N[O E 4l D~ L A=
BBICOKOKAUECTBEHHBIX MILTFOCTPAIIHA. ot Paal g1 |

ST B

£

la cr Kon
A nyex| | JX ¢ 8) 5 @ 4] || [[Microsoft PowerPoi... | 7 Microsoft Word .| 5]Bestinarroii- Paint | |13 [HSI( @ 2117

<] 4 >




OcBoeHue paboThI JEKTPOHHBIX TAOIUIT 0OecTIeunBaeT
BaM BO3MOXHOCTb CAMOCTOSITEJIBHO peliaTh
pa3MuHbIe 3a/1a4, He puoeras K ycayram
nporpammucta. Co3naBas Ty WIM UHYIO TaOJIHILY,
MOJIb30BATENb BBIMOIHAET OJJHOBPEMEHHO (DyHKIIUU
aJITOPUTMUCTA, IPOrPAMMHUCTA U KOHEUHOTO
nosp3oBarensi. O0nacTu NMPUMEHEHUs IEKTPOHHBIX
TabnuI BecbMa BeMUKHU. Tabauilbl UCTIONB3YIOTCS IPU
pEIIEHNH Pa3InYHbIX (UHAHCOBBIX U OyXTalTepCKUX
3aja4, HalpuMep, Mpu pacyere 3apabOTHON IUIATHI
HEOOJBIIION opraHu3anuu. X MOXXHO MPUMEHSITh
IIPU BBITIOJTHEHUH PA3IMUHBIX TEXHUKO-
HKOHOMHMYECKHUX PAaCU€TOB, - HAIIPUMED, MIPH OLICHKE
1e1ecoo0pa3HOCTH CTPOUTELCTBA 1iexa, HakoHner,
AIIEKTPOHHBIE TAOIUIIBI MOKHO MCIOIb30BATh B
MOBCE/IHEBHOM JKMU3HHU U1 y4eTa U aHalu3a
pacxof0oBaHuUs CPEICTB: MPHU €KETHEBHOM MOKYTIKE
MPOAYKTOB U T.I. TabIu4HbIE MPOLIECCOPHI MOTYT
CIIY’>KMTb OOBIYHBIM KaJIbKYJIITOPOM.

PyTuHHBIE Onepany BHIIOTHEHHS OTHOPOIHBIX
BBIUHCJICHUM XOTEIOCh ObI MEPEIOKUTh Ha MAIlIUHY.
Taxyto BO3MOKHOCTb JIa€T CEeLUAIbHOE
porpaMMHOe 0OecreyeHre, Ha3bIBaeMoe
«JIEKTPOHHAS TA0JMIA» WIN «TAOJUIHbII

MPoIeCCOP».
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Microsoft Excel

IJNIEKMPOHHbBLE ma@zuubl

X Microsoft Excel - Knural

“_:] Paiin [paska Bua Bcraska FPopmar Cepeuc HaHHele OkHo 2

DR SRAY| % BE AR T
Arial -0 ~| %x x 1w B S % 5, 8% O->-A-

23
IR hJwmer1 {Tnerz £ ners 7 |«
FoToBo

STe

HAnyex | RKISE D & & [ Microsoft PowerPoi... | $7]Bestimannii - Paint || 3 Microsoft Excel... | 3.z @Y% #» 2156




Access

036l OAHHBIX
s

basbl JaHHBIX MTO3BOJIIOT OPTraHU30BBIBATH U
oOpabaThIBaTh OOJIBIITNE MACCHUBBI
uHpopMaru. ba3el TaHHBIX HCIIOIB3YIOTCS
OyKBaJIbHO BO BCEX C(hepax 4eTOBEUECKOM o,
JeSITEIbHOCTH - B HayKe, IPOU3BOJICTBE, HA eNebOHS NOCTAB UyKS  Aapeca | Ukady c nogmue
TpaHCIIOPTEe, B MEIUIIMHE, B e AUMO
TOCY/IapCTBEHHON M OOIIIECTBEHHOH JKU3HH,
TOPTOBJIE, CIIOPTE U T.]I.

B nenoBoii niam JIM4HOM cdepe 4acTo NPUXOAUTCS
paboTaTh C JaHHBIMU U3 Pa3HbIX HICTOYHHUKOB,
KaXKJIblil U3 KOTOPBIX CBA3aH C ONPEAEICHHBIM
BUJIOM JIEATEIBLHOCTH. J{J1s1 KOOpAMHALIMU
BCEX 3THUX JaHHBIX HEOOXOIUMBbI
OIpE/EJICHHbIE 3HaHUS U OpPraHU3allMOHHbIE
HaBBIKH.




Microsoft Access 00ObEINHIET CBEACHUS U3
pPa3HBIX UICTOYHUKOB B OTHOU
PESIIMOHHON 0a3e TaHHBIX.
CoznaBaembie (OPMBI, 3aITPOCHI U
OTYETHI TO3BOJISIIOT OBICTPO U
3 PeKTUBHO OOHOBIATH JIAHHBIE,
IOJTy9aTh OTBETHI HA BOIIPOCHI,

OCYHICCTBJIATH ITIOUCK HYKHBIX TdHHBIX,

aHAJIM3UPOBATH JTAHHBIE, IT€YaTaATh
OTYETHI, JUArPAMMBI U TIOYTOBBIC
HAKJICUKMU.

Access

(npooondicerue)

Yro Takoe 6a3a gaHHbIx?

MeYyaTaTe OTYETHI, ,QH-!I’[I-HU'IIH'IEI ] ﬂ['l'-lTﬂEi:IP HaKNEAKH.

JaHHele 0 Ll MOHHO MRO(
B KnneHTbl: Tabnuua Mpu 0GHOBNEHMK B T

uema HasBaHue

g=! 3akasbl M3 JIOHA0Ha Ha anpenb;: ;anpoc

HasBanue Topog | Mlara sakasa
NoHgoH 11-anp-96
NMoHgoH | 12-anp-96
EE Knuenten: dopma
KnueHTsl

Dobovorsgos
Koa knnerTa: BSBEY Kog, jakasa: ODbeM nNpojait:

Ofpauateca k| | Victork Ashworth | 10943 711 000p.




Internet Explorer

3 OsnopoBnenue, passuTHe, peakauTauus AeTel AOWKOALHOMO

Internet Explorer - 6povzep (0b6o0o3pesamens) - T S —

nporpamma g npocmorpa HTML - 3 [ @ a H K A oA

OcraHoeure  O6Hoeute  [lomol Movck  Mabpanroe  KypHan Moyra Pazmep

nokymeHToB (ctpanull Mateprera). C
TIOMOIIIbIO OpOy3epa MbI MOJKEM:

v| @Mepexoa | | Cobiku >

* npocMarpuBaTh Web-CTpaHHIIbI B UHTEPHETE;

* npocmarpuBartb HTML-10KymMeHTBI,
XPaHALIMECS HA KECTKOM JIMCKE KOMIIBIOTEPA;

° OCYHICCTBJIATH ITOUCK I/IH(I)OpMaLII/II/I B
HHTCPHCTC,

*  BBIBOAUTH HA 1€YaTh JOKYMEHTHI U3
WHTEPHETA,

*  COXpaHATH (Pailyibl U3 UHTEPHETA HA KECTKOM
JIACKE CBOETO KOMIIBIOTEPA;

*  HCHOJB30BaTh OpOy3ep KaK MOYTOBYIO
nporpamMmy (11t 37€KTPOHHON TTOYTHI)

Cnaiia 8 3 8 MeTeop Ox
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PowerPoint

CO30aHUe Npe3eHmMayull
- .

*  PowerPoint mo3BosieT co31aBarh pa3IMaHOrO
poJla mpe3eHTaluu, peKIamy, ‘“¥KUBbIE > ¢
OOBSBICHHS U TIP. ITO NPUIIOKCHUE * *
MO3BOJISIET CO3/IaTh KAU€CTBEHHYIO
MPE3EHTAIINIO C UCTIOIb30BaHUEM

rpaduueckoit nHpopmaluu, cIaiaoB, 3ByKa , [H 438 aH“e]

BUJICOKJIUTIOB, 3((HEeKTOB aHUMAIIUH U T.I.
* B pe3ynbrare noaroToBKH Npe3eHTAIIUU

BRI TE MG RSTCTRR G,
MOYKHO MOJTYYHUTh: UONSTS QRerims a0 ® Temah
. AN b
—  TICYaTHBIN JOKYMECHT; NOKENG, HE ® TemaB
KaJIbKH JIJIs1 UCTIOJIb30BAHUS B eideilole
- FENTHOS QO b G
. TEND, VO MOtk O IR TH ® O cede
KOJIOCKOIIaX; YRRt
y s ® WM3DpaHHbIe MeCTa
—  35-MUIIIMMETPOBBIE CHANIBI IS

MCITIOJIb30BAHMS B CJIAlI0CKONAX;
—  CTpaHUIbI 3aMETOK; x *
—  DJIEKTPOHHYIO MPE3EHTAIHIO. *

e DTOT ypOK MOJATOTOBJICH MPH MTOMOIIU
npuioxenus PowerPoint.
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Bonpocebi.

Ha3znauenue npunoxxenust Word?

OcHoBHbIe BO3MOxkHOCTH Word?

Henocratku Word?

Hasnauenue npunoxkenusi Excel, o6nactb npuMeHEeHUs 3TOTO MPHIIOKEHUS ?
Hasnauenue npunoxxkenust Access, 0071acTh TPUMEHEHUSI 3TOTO MTPUITOKEHUS?
Hasznauenue npunoxenus Internet Explorer, 0651acTh mpuMeHEHHUS 3TOTO MPUIIOKEHUS?

Haznauenue npunoxenus PowerPoint, o6macTs mpuMeHEeHUs 3TOTO TPUITOKEHUS ?
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