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1 Heau ocBOeHUs TUCHMILINHBI (MOIYJIs1)

Lenbto kypca «MH(pOpMaLIMOHHBIE TEXHOJIOTUU B IOKYMEHTOBEJICHUH U QpXUBHOM Jie-
JIe» SIBIISAETCS:

- U3yY€HUE TEOPETHYECKHX MpoOjeM M NPUKIATHBIX ACHEKTOB WH(pOpMaTU3aLUU
JOYVY u apxuBHOTO /€A,

OcBoeHME IUCHUIUIMHBI HAmNpaBiIe€HO Ha MPHOOpeTeHHEe CTYACHTaMH 3HAHHU O
BHEJPCHUN WH(POPMAIIMOHHBIX TEXHOJIOTUHA B JEATENBHOCTh ciykObl JIOY u apxuBa u
NpelHa3HaYeHHOro Ui CTYIACHTOB-OakajaBpoB 3  Kypca IO  CIEHHUAIbHOCTU
«/lokyMeHTOBeIeHHUE U apXHUBOBEJICHUE)

2 MecTo AMCUUILINHBI (MOYJI51) B CTPYKTYpe 00pa30oBaTe/IbHON MPOrpaMMbl

Juctumumaa MHbopMamoHHbIe TEXHOJIOTHU B JOKYMEHTOBEICHUH U ApXHBHOM JIEJIe
BXOJIMT B BAPHMATHBHYIO 4acTh Y4eOHOrO I1aHa 00pa30BaTeIbHONW MPOrPaMMBI.

Jns  u3ydeHusT JTUCHMIUIMHBI HEOOXOIMMBI 3HaHMA (YMEHHUsS, BIAJCHUS),
c(OpMHUPOBAHHBIE B pe3yIbTaTe U3yUeHUs AUCLUILIUH/ IPAKTUK:

OCHOBBI IOKYMEHTOBEACHUS

OCHOBBI apXMBOBECHUS

WNudopmaruka

Beenenue B npogeccuro

3HaHus (yMEHUs, BIIa/IeHUs ), IOTy4YE€HHbIE IIPU U3YYEHUH JJAHHON TUCLMILIMHBI Oy IyT
HEOOXOAUMBI JIJISl N3YUEHUS TUCIUTUTHH/TIPAKTHK:

BbluucnuTtensHas  TeXHMKa WM OPOrpaMMHUpPOBaHHE B JOKYMEHTAI[MOHHOM
o0OecrieueHNnH! yrpaBjIeHHs U apXuBax

OO0paboTKH U 3aIIKTa JOKYMEHTUPOBAaHHON MH(POpMAIIU

IlepcoHanbHbIe JaHHbBIE U UX JJOKYMEHTUPOBaHHE

[IpakTHKyM 10 COCTaBIEHUIO U O(POPMIICHHIO CITY>KEOHBIX TOKYMEHTOB

TexHMUecKue cpescTBa YIPaBICHUs B TOKYMEHTAIIMOHHOM 00eCTIeUeHIH YIIPaBICHUS
U apXuBax

JIOKyMEHTAllMOHHOE OOecreueHre YNpaBICHUsS Ha MNPEeINpUATHIX Pa3InYHbIX
OpraHU3al[MOHHO-TIPABOBBIX (POPM

JIOKYyMEHTBI M JOKYMEHTOOOOPOT B OYXTaJITEPCKOM yueTe

[Tpou3BoaCTBEHHAS — MPEATUILIOMHAsS IPAKTHKA

[ToaroroBka k cade U cAada rocy1apCTBEHHOTO SK3aMeHa

[TonroToBka K 3aIIMTE U 3allUTa BBITYCKHON KBaJIM(UKATUOHHON pabOThI

3 Komnerenuuu odyuarouerocsi, popmMupyembie B pe3y/ibTaTe 0CBOCHUS

AUCHUILIMHBI (MOYJIs) M IUIAHUPYeEMbIe Pe3yJbTaThl 00y4eHus!

B pesynprate ocBoeHUsS AMCUUILINHBI (MOAyisl) «HQOpMaAIMOHHBIE TEXHOJIOTHH B
JIOKYMEHTOBE/IGCHUM W apXMBHOM Jelie» OO0yd4aromuicsi JOJKEeH 00JIafaTh CIeAyroIuMU
KOMIETEHIUSIMU:

CTpyKTypHBII [Tnanupyemble pe3ynbTaThl 00ydeHUs
JJIEMEHT
KOMIIETEHIINH

OIIK-2  BnaseHueM 0a30BBIMHU 3HAHUSAMU B 00J1aCTH HH(POPMALMOHHBIX TEXHOJIOTUN

3HaTh Teopernueckrne 0cHOBbI UHPOPMATUKHU U HH(HOPMALIMOHHBIX TEX-
HOJIOTHH 1 BBIYMCIUTEIHLHON TEXHUKH B PO ecCHOHATLHON cdepe

Ymeth Pemate nmpakTuueckue 3agaun B mpodeccuoHaIbHOM cdepe, UC-TIOTb3Ys
BO3MOXHOCTHU BBI‘IHCHHTGHBHOﬁ, OpFaHI/I3aL[PIOHHOI>'I TEX-HUKU U
MPOTPaMMHOTO 00eCTIeUeHUS




BJ'Ia,I[eTB HaBrikamm pa6OTBI B JIOKAJIBHBIX U TJ100aJIBHBIX KOMIIBIOTECPHBIX CCTAX,
HaBBIKaMU paGOTbI CO CIICHHUAIIM3UPOBAHHBIMU XPaHUJIU-IIAMU JaAHHBIX

OIIK-4  BiazgeHHEM HaBBIKAMU UCIIOJIb30BaHUS KOMIIBIOTEPHON TEXHUKU U
MH(OPMALIMOHHBIX TEXHOJIOTHH B OMCKE UCTOYHUKOB U JIUTEPATYPhl, UCIIOJIb30BaHUI
MPABOBBIX 0a3 JaHHBIX, COCTABIICHUH ONOIMOTpadUIeCKIX U apXUBHBIX 0030pPOB

3HaTh HpI/IHI_II/IHBI HeﬁCTBHH N KOHCTPYKTHUBHBIC 0COOEHHOCTH pas3Ind-HbIX
TCXHUYCCKHUX CPCACTB YIPABJICHUA, UX TCXHUKO-OKCILUTYATallTUOHHBIC
XapaKTEPHUCTHUKHU

Ymern ITonw30BaThCA pacinpoCTpaHCHHBIMHA ITIOMCKOBBIMH CUCTEMaMU,

TEMaTUYECKUMHU PYOpPHKATOPaMH, TEMATHUYECKUMH KaTaJIoraMu

Brnanets HaBplkamMu MCTI0JIb30BaHUSI KOMITBIOTEPHOW TEXHUKH U HH(pOpMa-
[IMOHHBIX TEXHOJOTHH B IOMCKE UCTOYHUKOB M JTUTEPATYPHI, UC-
MOJIb30BaHUH MTPABOBBIX 0a3 IAHHBIX, COCTaBJICHUU OMOIMorpadu-
YEeCKUX U apXUBHBIX 0030pOB

OIIK-6  crocoOHOCTBIO pelIaTh CTaHAapTHBIE 3a7jaul TPO(eCcCHOHATIBHOM 1eATENbHOCTH
Ha OCHOBE MH(OpMAMOHHON 1 ONOIHOrpadUIecKoi KyabTyphl C IPUMEHEHUEM
UHPOPMALMOHHO-KOMMYHUKAIIMOHHBIX TEXHOJIOTUH B C Y4€TOM OCHOBHBIX TPeOOBaHUI
nH(pOpMaIMOHHOM 0€30MMacHOCTH

3HaTh npodecCHOHANBEHYIO TEPMUHOJIOTHIO, 3aKOHOIATEIbHYI0 U HOPMa-TUBHO
-METOMYECKYIO 0a3y, perIaMEeHTHPYIOUTYI0 TPUMEHEHHE
MH(OPMALIMOHHBIX TEXHOJIOTHH B IEATEIHHOCTH OpraHu3alui

YMers OpranuzoBaTh aBTOMAaTU3UPOBAaHHOE pabouee MECTO JIJIsl BBIMOJIHEHUS
paboThI ¢ UCIOJIB30BAaHUEM HOBEHUIINX MPOTrPAMMHO-TEXHUUECKUX U
OpraHM3alMOHHBIX CPEJICTB

Bunaners HaBbixamu camocTosITeNnbHOM paboThl ¢ UHGOPMAIMOHHBIMU
TEXHOJIOTHSIMH, IPUMEHSIEMBIMU B IE€ATEIbHOCTU COBPEMEHHBIX
OpraHu3aun

[1K-6 criocoOOHOCTBIO aHATTM3UPOBATH CUTYAIMIO HA PHIHKE WH()OPMAIMOHHBIX MTPOIYKTOB U
YCIIYT, 1aBaTh KCIEPTHYIO OLIECHKY COBPEMEHHBIM CUCTEMAM 3JIEKTPOHHOTO
JIOKyMEHTO000pOTa U BEJEHUS 3JIEKTPOHHOTO apXHUBa

3HaTh [TpuHIMIBI OpraHu3aluy padoT ¢ MPUMEHEHHEM HH(POPMALIMOHHBIX
TEXHOJIOTHI U 3JIEMEHTOB 3JIEKTPOHHOTO IOKYMEHTO000pOTa

YmMmeTh AHaJIN3UPOBATh CUTYALIUIO Ha PHIHKE MH()OPMAITMOHHBIX TPOJIYKTOB U
YCIIYT, AaBaTh SKCIIEPTHYIO OLIEHKY COBPEMEHHBIM CHCTEMaM
AIIEKTPOHHOI'0 JIOKYMEHTO000pOTa U BeIeHUs 3JIEKTPOHHOTO apXUBa

Bnagets OcHoBHBIMU MeTOIaMU cO0pa U aHann3a HHHOPMAILIUY B
npodecCHOHAIBHON cepe, METOIaMU CTaTUCTUYECKONH 00pabOTKH
JAHHBIX C UCIIOJIb30BAHUEM KOMIBIOTEPHBIX TEXHOJIOTUI

IIK-14 BJIaACHHUCM HaBbIKaMHU UCIIOJIb30BaHUA KOMHLIOTepHOf/'I TCXHHUKHU U I/IH(I)OpMaI_[I/IOHHLIX
TEXHOJIOTHI B JOKYMCHTAlIUOHHOM oOecreyeHnu YIpaBJICHUA U apXUBHOM ACJIC

3HaTh TexHOI0rUM ONEPAaTUBHOIO U JIOJITOBPEMEHHOTO XPAHEHUS AJIEKTPOHHBIX
JIOKYMEHTOB
Ymerp OpueHTHpOBaTHCS B COBPEMEHHBIX OTE€UECTBEHHBIX

aBTOMAaTH3UPOBAHHBIX CUCTEM JOKYMEHTALMOHHOIO 00eCIeueHUs
YIIPABJICHUS




Bnanets

Hapwrikamm pa6OTBI B JIOKAJIBHBIX U TJ100aJIBHBIX KOMIIBIOTCPHBIX CETAX,
HaBBIKaMU paGOTH CO CICHHAIM3UPOBAHHBIMU XPaHUJIN-IIIAMU JaAHHBIX




4. CTpyKTypa, 00bEM M coaep:KkaHue TUCHUIVINHBI (MOLYJI51)
OO0mas TpyI0€MKOCTh JUCIUILUIMHBI COCTaBIsAeT 4 3a4eTHBIX enuHull 144 akasn. yacoB, B TOM

YUCJIC:

— KOHTaKTHas pabdora — 69,8 akaz. 4yacos:
— ayauTopHas — 68 akaj. 4acos;
— BHeayauTopHas — 1,8 akaj. yacoB

— caMocTosATeIbHas paboTta — 74,2 aka. 4acos;

dopma aTTecTalmM - 3a4€T C OIEHKOMN

AynuropHas § E dopma
o KOHTaKTHas % 4 Bux TEKYIIEero Kon
Paznen/ tema 3 pabora & ZcamocrosTenpHo| KOHTPOJLA
JUCLIAIIIMHEI AR 126 " g E 1%} ycresaemocty | KOMICTEHI
O |Jlex IPaKT S & paboTh u 1
J3aH. (8 o MIPOMEKYTOYHO
3aH O 9 .
1. OcHOBHBIE TPUHITUTIBI
aBTOMaTU3aIuu B cdepe
JIOKYMEHTAI[MOHHO-
1.1 CamocTosTeIbH
NupopmaninoHHo- O€ n3yeHne OITK-2
JOKYMCHTAIlHOHHOE y4eOHOM H Tecrt, oTueT 1O OIK- 4'
obecreyenne 8 6 |10 Hay4IHON NPaKTHYECKON OTIK-6 H,K-
yIpaBJIEHUS Kak JUTEPATYyPBI pabore 6 HK,-l 4
TEXHOJIOTHUECKUI Brimonnenue ’
mnporecc IMPAKTUYCCKUX U
1.2 6 CaMocTOoSTEIIEH
Nudopmaruzamus 0€ N3y4YCHHE
(KOMITBIOTEPU3AITHS ) yaeOHOH 1 | Tecr, OTUET 1O 8%5:421
OpFaHI/I3aI_II/I0HHO-V 6 6 12 Haquoﬁ npaKTI/IquKoﬁ OITK-6 H,K-
pacropsIuTeIbHON JTUTEPaTyphI paGore 6 HK,-14
u Brmonaenne '
aIMHUHHUCTPATHBHON MPAKTUYECKUX U
Wroro mo pazueny 14 12 | 22
2. AnmnaparHoe u
IPOrPaMMHOE
CamMocTosTelIbH
0€ N3YUYCHHE
2.1 DBosroLus y4eOHOI U | Tecr, oT4eT 10 811:11112_2
KoMIIbroTepu3auu | 6 [ 6 4 112 Hay4YHON MPaKTHYECKOU OTIK-6 -H,K-
PePUATHIA JIATEPATYpPhI pabote 6 HK,-l 4
Bremonnenue '

MNPaKTUUICCKHUX U




CaMocTosiTenbH
0€ U3y4YEHUE

2.2 DBOJIOLUS VUEGHOM H Teer, oT4er 1o OIIK-2,
oucHoro o . | OIIK-4,
4 4 12 Hay4HOH MPaKTUYECKON
MIPOrPaMMHOTO OIIK-6, I1K-
OecrieueHus S ATEPaT Y patore 6, [1IK-14
0 Beinmonxenue ’
MPAKTHYECKUX U
CamocTosTenbH
2.3 0€ U3y4YEHUE
ABTOMaTU3UPOBAHH yueOHOU U | Tect, OTUET 1O 811:[&2;21’
ple paboune Mecta 5 8 |12 Hay4YHON MPaKTUYECKON ’
OIIK-6, ITK-
ABTOMATH3UPOBAHHO JIUTEPaATypbl pabote 6. [IK-14
rO yIpaBJiICHUS BrimonHenue ’
MPAKTHYECKUX U
2.4 Aptomaruzarus CaMocTosTenbH
A KOMIIBIOTEpHU3ALIUA 0€ N3y4YCHHUC OIK-2
JCIIOIIPOU3BOJICTBA. Y‘I66H0171 144 Tect, oTueT 110 OIK- 4’
CoBpeMeHHbIE 5 6 |12 Hay9HOM MPaKTUYECKON ’
OIIK-6, ITK-
oducHbIE JIMTEPATYpPhI pabote 6. TIK-14
nH(pOpMaIMOHHBIC Brinonnenne ’
TEXHOJIOTHH MPAKTUYECKUX U
HTtoro no pazgeny 20 22 |48
3. 3auer
OIlK-2,
3.1 3auer 22| MOATOTOBKAK 3auer OTIK-4,
satery OIIK-6, TIK-
HTtoro no pazaeny 4.2
HTtoro 3a cemecTp 34 34 |72, 330
74, 3a4er ¢ OIIK-
Wroro no mucuuruinae | 34 34 5 ouenxoif | 2OTK-

A_OXTIXILC




5 O6pa3oBare/ibHbIe TEXHOJIOTUH

Jis  peanm3anuu  TPEAYCMOTPEHHBIX BHJOB Yy4eOHOH pabOTBHl HCHOJB3YIOTCS
WHTEPAKTUBHBIC TEXHOJOTMM — OpraHu3anus o0O0pa30BaTeIbHOrO IpoIlecca, KoTopas
MPEAIONaracT akTUBHOE M HEJIMHEMHOE B3aWMOJICHCTBUE BCEX YYAaCTHUKOB, TOCTHKCHHUE HA
9TON OCHOBE JMYHOCTHO 3HAYMMOTO JUIsl HUX 0Opa3oBaTelbHOrO pesynbTaTa. Hapsmy co
CHECLMATU3UPOBAHHBIMUA ~ TEXHOJOTHUSIMM ~ TaKOro poJa NPUHLUMI  HHTEPAKTUBHOCTH
MPOCIICKUBACTCI B OOJBIIMHCTBE  COBPEMEHHBIX  OOpa30BaTeIbHBIX  TEXHOJOTHUH.
NHTEpaKTUBHOCTH MOApPa3yMeBaET CyOBEKT-CyOBEKTHBIC OTHOIIICHHUS B xoje
00pa3oBaTeNbHOrO Mpolecca MW, Kak CJeACTBUE, (OPMHUPOBAHHE CaMOPa3BUBAIOIICHCS
UH(OPMALIMOHHO-PECYPCHOM CpeIbI.

B xone npoBeneHus 3aHATHN Ipe1yCMaTPUBAETCS UCIIOJIb30BaHUE CPEACTB BHIYUCIIH-
TEJIbHOW TEXHUKU ITPU BBIITOJHEHUN 3aaHUN.

6 YueOHO-MeTOIHYECKOe 0O0ecTieYeHHe CAMOCTOATEIbHOI padoThl 00y4yarOmMXCcs
[TpencraBneno B npuiokeHnu 1.

7 OueHOYHBIE CPeICTBA /IVIS MPOBeAeHHsI IPOMEKYTOUHOM aTTecTannu
[IpencraBneHsl B IPUIOKEHUH 2.

8 VYueOHo-MeTONMYecKOe H HHMPOPMAINMOHHOE oOOecmeyeHHe JUCHUILINHBI

a) OcHoBHas JIUTEpaTypa:

1. CogeroB, b. SI. MubopmalmoHHble TEXHOIOTUH . y4eOHUK it By3oB / b. Sl
CoseroB, B. B. llexanoBckuii. — 7-e¢ u3x., nmepepad. u gom. — Mocksa : U3marenbcTBo
FOpaiit, 2020. — 327 c. — Pexxum noctyma: https://biblio-online.ru/viewer/informacionnye-
tehnoloqii-449939#page/l — 3ari. ¢ 3kpaHa.

2. Tpoopumor B.B. Nudpopmannonusie TexHosoruu B 2 T. Tom 1 : yueOHUMK [uis
cpeanero npodeccronanbHoro oopaszosanus / B. B. Tpodumos, O. I1. Unbuna, B. U. Kuses,
E. B. Tpodumona ; nox penakuueit B. B. Tpopumoa. — Mocksa : U3narensctBo FOpaiiT,
2019. — 238 c¢. — Pexum pnocryma: https://biblio-online.ru/viewer/informacionnye-
tehnologii-v-2-t-tom-2-433803#page/1 — 3ari. ¢ ’3kpaHa.

0) JlonostHuTEIbHAS JIUTEPATYpA:

1. CoBpeMeHHBIC TEXHOJIIOTUU U TEXHUYECKHE CpeCTBA HH(DopMaTH3anmu: Y4eO-HUK
/ Iumios O.B. - M.:HUIl UH®PA-M, 2016. - 462 c.: 60x90 1/16. - (Beic-11ee obpa3oBanue:
bakanaBpuar) (Ilepemnér 7bL[) ISBN 978-5-16-011776-8 - Pexum pgocryma:
https://new.znanium.com/read?id=189737

2. KysmenoB, WM. H. JlokymeHTalmOHHOEe  oOOecCHeUYeHHWE  YIPaBIICHUS.

JIOKyMEeHTOOOOPOT W  JIEJIONPOM3BOJACTBO : YUYEOHMK H TPAKTUKYM JJIs  CPEIHEro
npodeccronanaproro oopaszosanus / U. H. Ky3uenos. — 3-¢ u3., nepepad. u qomn. — Mocka
H3parenncTBO FOpaiir, 2020. — 462 c. — Pexum JIOCTYyTIA:

https://urait.ru/viewer/dokumentacionnoe-obespechenie-upravleniya-dokumentooborot-i-
deloproizvodstvo-451242+#page/l - 3arogoBoK ¢ YKpaHa

B) MeToauyecKue yKa3aHusi:

1. Pomanog, E. I1. BeruucnurenbHnas TexHuka U nporpamMmmupoBanue [Tekcr] . yue0.-
METO/. KOMIUIEKC yisi cTyaeHToB crerransHoct 350800 (032001) "/lo-kyMEeHTOBEICHUE U
nokymeHTall. odecrieuerue ymp." / Mal'V. - Marauroropcek : Uzn-so Mal'y, 2010. - 151 c.


https://biblio-online.ru/viewer/informacionnye-tehnologii-449939#page/1
https://biblio-online.ru/viewer/informacionnye-tehnologii-449939#page/1
https://biblio-online.ru/viewer/informacionnye-tehnologii-v-2-t-tom-2-433803#page/1
https://biblio-online.ru/viewer/informacionnye-tehnologii-v-2-t-tom-2-433803#page/1
https://new.znanium.com/read?id=189737
https://urait.ru/viewer/dokumentacionnoe-obespechenie-upravleniya-dokumentooborot-i-deloproizvodstvo-451242#page/1
https://urait.ru/viewer/dokumentacionnoe-obespechenie-upravleniya-dokumentooborot-i-deloproizvodstvo-451242#page/1

r) [IporpammHoe o0ecnieuenue u UHTepHeT-pecypcebl:

IIporpammHoe oGecnieueHue

Haumenosanue [10

No norosopa

Cpok neicTBUS TULIEH3UN

MS Windows 7

Professional(mns  |/1-1227-18 ot 08.10.2018 11.10.2021
KJIACCOB)

MS Off_lce 2007 Ne 135 ot 17.09.2007 0eccpouHo
Professional

7Zip cB000IHO pacnpoctpansemoe 110 0OECCPOYHO

HpO(l)eCCI/IOHaJ'leI)Ie 0a3bl JaAaHHbIX " I/IHq)OpMaIII/IOHHbIe CIIPaAaBOYHBLIC CUCTEMbBI

HazBanue kypca

CchlUIKa

Wudopmanmonnas cucrema - EnmuHoe OKHO JocTyma K
HH()OPMALIMOHHBIM pecypcam

URL: http://window.edu.ru/

9 MarepuajbHO-TEXHHYECKOE 0O0ecnevyeHue JUCIUILIMHBI (MOIYJIs)

MaTepI/Ia.HI)HO-TeXHI/I‘-IGCKOe o0OecIieucHue JUCHUIIIIMHBI BKJIFOYACT:
VuebHbIe AYAUTOPUN AJII IPOBCACHUSA 3aHATHH JICKIIMOHHOI'O THUIIAa

Jlocka, MyJIBTUMEIMIHBIE CpPEIACTBA XpaHEHUS,

uHpopmanuu.

nepeaayu MW MNOpcacCTaBICHUA

VYueOHbIe ayAUTOPHH JUIS TPOBENCHHS MPAKTUYCCKUX 3aHATHHA, TPYIIOBBIX H
VHIUBHTyaJIb-HBIX KOHCYJIBTAllUH, TEKYILEr0 KOHTPOJISL M IIPOMEKYTOYHOM aTTeCTalluH
Jlocka, MyJIbTUMEUNHBIN IPOEKTOP, IKPaH
[TomemeHns 11 CAaMOCTOSATENBHOM PadOTHI 00yYarOIITHXCSI
[Tepconanbubie KommbioTepbl ¢ maketom MS Office, Beixomom B HuTepHET M ¢
JIOCTYTIOM B 3JIEKTPOHHYIO HH(POPMAIIMOHHO-00pa30BaTeIbHYIO CPEly YHHBEPCUTETA
[Momemenne Jisi XpaHEHUS W MPOPHUIAKTUYECKOTO OOCITY)XKHUBaHHS Y4eOHOTO

o0opymoBaHus

Crennaxku g XpaHEHUs Y4eOHO-HATJIAIHBIX TOCOOMH W y4eOHO-METOAMYECKOM

JAOKYMCHTAaIUH.
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Ipuioxenne 1

YueOHO-MeTOIMYECKOE 00ecTiedeHHe CAMOCTOSITeIbHOI PadoThI CTY/IEHTOB

AynutopHas camocTosiTellbHas paboTa CTYIAGHTOB Ha JaHHOM Kypce He
IIPEyCMOTpPEHA.

BHeaynuropHas camocTosiTenbHas paboTa CTYJIEHTOB OCYIIECTBISIETCS B BHUJE
U3YYEHHUs JIEKIMOHHOTO Kypca U JIMTEPATypbl 10 COOTBETCTBYIOLIEMY pas3iely ¢
npopaboTKOM MaTepuaa (BbIIOJHEHUE TECTOB U MPAKTUYECKUX 3aJJaHUM).

[IpumMep npakTUYECKUX 3aJaHUI 10 KYpCY:

1. OcHoBHble MTPUHIUNBI aBTOMATH3alUUM B cdepe JOKYMEHTAIHOHHO-
HHGOPMANIMOHHOT0 00ecnieYeHUs1 YNPaBJIeHHS.

3amura oT OIIMO0YHOr0 BBOIA JaHHBIX

Korna cozparorcst popMsl 17151 BBOJA JAHHBIX IPYTUMH COTPYIHUKAMU, OHH HEU30EKHO
COBEpILIAIOT MAacCy OIMMOOK, MCKAKAIOIINX KOHEUHBIA pe3ynbTar. To OykBy BMecTO mH(PHI
3aHecyT, TO POOEIIOB MOHACTABST.

Camu moHMMaeTe - Mayelinas OImMOKa, W JEMOTHBHPOBAHHBIA COTPYIHUK Ham
obecrieuen. Excel mo3BoisieT MakCHMMalbHO CHU3UTH BEPOSATHOCTH IMOJOOHBIX OMIMOOK. A
ATHUM JIy4YIlle HE TPEeHEOperaTh.

PaccmoTpum oOpasen 3aliuThl OT OMIMOOYHOTO BBOJIA JaHHBIX Ha MpuMepe (opMbl
tabens pabouero BpeMeHu. Ham HeoOXoaumo no0uUTbCsS, 4TOOBI OTpabOTaHHOE BpeMs
yKa3bIBaJIOCh B CHEIMAIBHO MPEIHA3HAYEHHBIX Ui 3TOTO CTPOKax (MKeNnTble SYeHKH). A KOX
paboyero BpeMeHU HEOOXOJMMO 3aHOCUTh B JIPYTHe CTPOKH (3€JICHbIE STUEUKH).

BBoJ1 YyncnoBBIX 3HAYEHUN

Jlns Havyanma, HEOOXOIMMO OrpaHMYUTh BBOJ] YMCIIOBBIX 3HaueHWH. [Ipyrumu cioBamu -
CeNaTh TaK, YTOOBI B TYEHKHU JUIsSl YUCEJl HEBO3MOKHO ObLIIO BBECTH OyKBBI Ui ciioBa. Kpome
TOTO, HE MOMEIIAET, €CIM Mbl 3allpeTUM BHOCUTH uucia Oosbiie 24. Ecnu pykoBoauTensb
Hanuuier 4ucio 41, To, 0O4EBUAHO, UTO 3TO ONEYaTKa.
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Beigenum  Bce  sA4YEMKH, B KOTOpbIE
HEOOX0/MMO pa3pelnTh BBOA Toibko yuced oT 0 no 24. B nuHeiike MeHIO BbIOEpHUTE
3aknanky "Jaumwie" u B 6noke "Pabota ¢ naHHbIMU Haiiaute nyHKT "llpogeprka OamHuvix".
[Tpu Ha)kaTHM HA 3TOT MYHKT MOSBUTCS OKOILKO JUIS HACTPOMKHM OrpaHUYEeHUs Ha BBOJ.
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[NpoeEepka BECAMMENX SHAYSHMI

MapameTpel | CooflweHWe OnA BEoAa | CoobueHue of owwbke

¥CNoBME NpoBEpKK

Tun AaHHbIX:

Miofoe 3HAYEHHE [/] MrHopuposaTe nycThie Aueliku

Niofioe 3HAYEHKE

LeicTEMTENEHDE
CrnMcoK

LaTa

Bpema

LAnuHa TekcTa
Apyroii

[ ] PAcpOCTPaHMTE M3MEHEHWA Ha APYTHE AYEFAKKM C TEM KE YCNOBHEN

[oc ] [omes

B mone "Tun oanuwix" BbIOMpacM TyHKT "JlelicTBUTE/IbHOE", €CIIU JOIYCKASTCs
BHeceHHEe JpoOHbIX 3HadeHuil, win "Llenoe uywmcao", ecnu aApoOHbIE 3HAYCHHS HE

nomyckatores. B none "3nauenue" Beioupaem "Mexny". B none "Munumym" Baocum "0", B
noje "Makcumym" BHOCUM "24".

| | | | | Sl EE

MNpoBepka BEEOAMMED SHAUEHKI

YonoBWe NpoBepKK

Twun AaHHbIX:

|ﬂeﬁchMTent-Hue Izl WMrHOpMpoBaTE MYCThIE AYEikK

3HaqeHWE:

| MERAY Izl

MHHKMYM:

FanpocTRaHWTE MSMEHEHWA HE APYTME AYENKIA C TEM ME YCNOBMEM

e [

[Ipu xemaHUM MOKHO HACTPOUTH MOSBICHHE COOOIICHUS MPU HaBEIECHUHM TAOIUYHOTO
Kypcopa Ha sueiiky. s aToro mepeiinute B 3aknanky "Coobwernue 015 6600a", IOCTaBbTE
rajlouky B myHKTe "OTO0paxkaTh MOACKA3KY, €C/IU siYeiika sIBJIsieTCs TeKylel'" 1 BHECUTE
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3aroJIOBOK MW TEKCT COO6H.ICHI/IH. IToxoxum 06pa30M MOKHO HaCTPOUTH COO6IJ.[CHI/IC,
MOSBJIAIOIIEECS B ClIy4dae, €CJIM BBEICHO HEBEPHOC 3HAYCHUE.

| | | | | | | | | | | | | | T 93
Brecure uncno ot 0 po 24 [NpoEepka BEECOMMEBIX SHAYEHMWIA X
NtoBoe 3HaYeHWE BHE 3TOr . —

AnanazoHa He E‘-}l’,ﬂ,ET MPWHATD ; :
MapameTpel || Cooblwenre AnA BE0da | | CooBlweHwe of ownbke |

OTofpaE%aTe NOACKE3KY, BCNM AYEKa ABNAETCA TEKVLLEA

ol | Mpi BRIBOPE AYEfKK BEIBECTH CREeAYHOLWes cooblleHue:

SaronoBoK:

|EIHE::L-1TE yucno ot 0 ao 24

CoobweHme:
AIB|B|A| A\ A\ A4 BB Miofige SHEUEHWE BHE 3TOMO AMANE30Ha He GYAET NPUHATO -
g|e|e|la|la|a|z|als|=

OYWCTHTE BCE [ QK I [ OTMeHa

Hcnonp3oBanne ciucka JOIMYCTUMBIX 3HAYEHUN

C komamu, JIydlle BCEro MCMOJIb30BaTh 3a01aroBPeMEHHO MOATOTOBJIEHHBIA CITHUCOK.
dopmupyeM €ro Ha KakoW-HUOYAb OTIEIbHOW cTpaHuIle. B 00IeM-TO OH yXe J0JKeH
UMeThCs, ecii popma Tabens Obula ckayaHa U3 opUIHaIbHBIX pecypcoB. [IpocTo oTKpriBaeM
9Ty CTpPaHUILY, BBIJIEITISIEM BCE KOJIBI, M 337]a€M BblIeJIeHHOMY nuana3ony ums "Koaer" (mpocto
IUILEM 3TO HAUMEHOBAHME B a/IPECHOI sueiike).

Tenepp uaem Ha cTpaHully Tabelns, BbIAEISEM HHTEPECYIOIME Hac sYeWKH, U CHOBa
BbIOMpaeM NyHKT "/Iposepka dannvix". B none "Tun dannvix" Beioupaem nyHkT "Cnucok". B
nosie "Mcmoynux” BHOCUM 110CIIe 3HaKa "=" MMl Halllero CIHCKa.
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| CoobBieHve ans ssoda | CooBweqne ob ownbke |

YonoBWe NpoBEpKK
A|BE|BE|A|A|(FZ|A|A|(BE|B|F THnN oaHHBIX:
|Cnmmr¢ WMrHOpMPOEATE NYCTHIE AYEfkK

CNMCoK 40MYCTHMEL SHEYEHMA

SHa4eHue:

o [7]

MCTouHKE:

| =Koabl

FAMpoCTpaHWTE MSMEHEHWA HE APYTHME AYERKK C TEM HE YONOBMEM

0K ][ OTMeHa

A|E|E|A|(A|HA|A|A|E|E

Ecim Bbl OoTMeHuTe rajgouky B nyHKTe "HrHopupoBaTh mnycrble A4eWKH', TO
porpaMMa HeE JacT OCTaBJATh AYEHKU MYCThIMM. DTOrO HaM HE Hajno. A BOT B IIYHKTE
"CnMcok 10NyCTUMBIX 3HAa4YeHHMi" HaM rajodyka HU K yemy. Eciau Mbl ee ocTaBUM, TO B
A4yeiike TOSBUTHCS KHOIKA BBIMAJAOLIEr0 CIHCKa, W3 KOTOPOro Heooxoaumo Oyner
BbIOMpaTh HeoOXoauMoe 3HaueHue. [1oCKoIbKy CIMCOK y Hac OYeHb OOJBIIOHN, TO BHIOOP U3

cnucka OyneT HeyaOoOHBIM. Kpome Toro Hamm sueldku OYEHb Y3KHE, M KHOIKA
BBITIAJIAIOIIET0 MEHIO OY/IET TOJIBKO MENIAThCs (CM. KapTUHKY CITpaBa).

Taxoke, MpH KeJaHUM, BHOCHUM TEKCT, MOSBISIOIIMNCS MPH HaBeIEHUHM TaOJIMYHOTO
Kypcopa Ha siueiiky. TeKcT, MOSBISIOLIMICS MPU BBOJAE OIIMOOYHOrO 3HAYEHMS, JIydlle
IpojayMaTh M COCTaBUTh. B ciiyyae ¢ kojamu OTpaOOTaHHOTO BPEMEHU OH MOMKET OBITh
TaKUM, KaK Ha PUCYHKE.

I I I I I I I I L | | I T T 93

NMioBoe FHaYEHHWE BEHE 3TOTO ) ] T

AnanazoHa He ByaeT npuHaTo - . i
MNapameTpe || Coofluenwe ana ssoda | | CooBuieHue ob owmbke |

OTobpawaTe NOACKASKY, BCNM AYERKE ABNAETCA TEKYLLER

Mpi Belfiope AYEliKK BEIBECTH CNEA YIOWEE cooblleHMe:

3aronoBok:

|BHECMTE yucono ot 0 go 24

Coofwerwe:

Nioboe 3HaYEHME BHE 3TOrD OMANasoHa He EWJ.ET MPUHATO
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Tak HacTpauBaeM BCIO TaOJIHILy.
3anper Ha U3MEHEHUE STYEeK

B sueiikax, B KOTOpPBIX BHECEHBI (OPMYIBI, LEIECOOOPA3HO IMOJHOCTHIO 3aNPETUThH
Kakue Obl TO HHM ObUTO M3MeHeHHA. /|y BHIOOPOYHOTO 3ampeTa M3MEHEHHH B SYEHKaX MbI
UCHOJB3YeM  KoMaHay "3ammTurs Jucr" B rpymnne  "HMsmenenus" — 3akianku
"Peyensuposanue".

AdaHHele PeyeHzMpoEaHWe Bug PazpatoT4rE

= I iy I - MokasaTe MAW CKPBITE NPUMEYAHKWE E @ Q ﬁ_’rau.LMTMTbKHmryu

{3 MoKas3aTe BCE NPUMEYAHMA @ FaspewmnTs W3MEHE

Mpeapiayuee Cnegyrowee ... JAWKWTHTE | 3aWHTHTE JdocTyn
i3 MokazaTe pyKONWECHBIE MPUMEYEHKA WCT KHWUMY ™ K KHKFE L.,} WMcnpaeneHua -

MprmedaHua [ M3MeHeHKA

Ho mpenBaputeibHO HEOOXOJUMO OTMETUTH SYCHKHU, U3MEHEHUSI B KOTOPBIX MBI XOTHM
pa3pemuTh. Beigensem Bce 3TH sUEHKH, U HAXXMMaeM MpPaByl0 KHOMKY MbIu. OTKpoeTcs
KOHTEKCTHOE MeHI0. BeiOupaem nyHKT "@Dopmam sueex". OTKpbIBaeM 3aknaaky "3awuma.

| Yucno | BblpaBHMBaHWE | Lipudht | IpaH1ua |3a.nnan<a | JawmTa |

[T Crper

3EWMTE AYEEK WK CKPBITHE GOPMYN ASRCTEYIOT TONBKO NOCNE 3AWWTE MMCTa (Brnagka PeusH3MpoBaHre”,
rpynna "M3MEHEHWA™, KHOMKE “SalWmMTHTE IMCT ).

[ OK ][ OTmMeHa ]

[lo yMosuanuto, BO BCeX SYEMKaxX CTOMT rajoyka HANpOTHUB IyHKTa "3ammiaemMast
sueiika". DTy TrajJodyky Mbl OTKHMAaeM, pas3peliuB, TakuM o00pa3oM, HU3MEHEHHUs B
BbIIeNIeHHBbIX sueiikax. Haxumaem "OK". Tenepb MOXHO 3aHATHCS 3aIIUTON JIUCTA.

[Tocne BbpIOOpa KOMaHABl "3AIMTUTH JHMCT" OTKPBIBAETCS OKOIIKO, IMO3BOJISIOIIEE
BbIOpaTh MapaMeTphl 3aIUTHI:

BHECTH MapOJib /Il OTMEHBI 3aIUTHI;
MPOCTaBUThH TaJOYKU HANPOTHUB T€X MYHKTOB, KOTOPHIE MO3BOJISAT HUCIIOJIHATH
HEKOTOpPBIE ONepaIiy C sYeiikaMu Jake MpHU 3alUIIEHHOM JIUCTE.
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7 NokasaTe MAKM CKPBITE NPHMEHAHKE = !_
LT Ee==

7P MokasaTe BCE NPHMEYAHKMA

% SaWUTIT
@ Pazpewr

Mpegbigywes CAeayiwes ... JAWNTHTE 3aWKTUTe Jdocryn ..
i 2 MNokasate pyKONMCHBIE NPUMEYEHNA AWCT KHWUMY ™ K KHHre _L&} Mcnpagn
MpumeyaHmna MzmeHeHMA
EHHE CCHINOK OTKAKYEHD MapameTpbl.

MNoO Plar/s Tlulv] w [x|y|zaAABACACAEAFAGAHAIIAIAKALAN AN |AC

-
3awuTa amcra m

SAMTUTE MACT 1M COAEMHMMOE ALIMLEEMBIN AUEEK

1 HeAEKAaX Ha paboTy [0 wcIam

Mapons ANA OTENKYEHWA 33WKTEl NTMCTA:

F - F'EEPEQHTI:I BCEM NONb30BEITENAM 3TOMD NMCTA.
|-

| ZI BblAeneHHE 380 N0KHPOBaHHBIX AHEeK
/| BElnENEHKE HE3A0NOKMPOBAHHEIX AYeek

r | hopMaTHPOBaHME AYEEK

|| hopmaTpoEaHIE CTONBLOE
| hopMETHMPOBaHIE CTPOK

[ | serasky cranfups

[ ecTaeky cTpok

; BCTEBKY MANEQCCEINOK
yaaneHwe cTonbuoe

| yaaneHwe cTpok

Hroro
otpabo-
r3'|] 31 TAHO 34

II nomoEm-

HY MEeCAl:

Ha3nauuTh naposab Mbl pEKOMEHIyeM, a MPOYHE MYHKThl MOXKHO OCTaBUTh B TOM BHUJIE,
B KoTopoM oHHU 3amaHbl. Haxumaem "OK", u mposepsem. IlompoOyiiTe BHeCTH Kakyro-
HUOYIb 3aITUCh BHE TOTO OJIOKA, KOTOPBIN MBI BBLACTSUIN. JJOHKHO TIOSIBUTHCS OKOIITKO, KaK Ha

PUCYHKE. Ecmm NOABUJIOCH, 3HAYUT BCC MPOJACIAHO BEPHO.

B

Aueika MK OWErpaMMa 3alLMILEHS 0T M3MEHEHMA,

J_E_ YTobbl M3MEHWTE 33LUMWEHHYIO RYEAKY WM AMErPaMMy, CHUMHTE 3EWMTY MPY NOMOLLW KoMaHae "CHATE 3aWMTY
"PeLgH3upoBaHue”, rpynna MsMeHeHita”). MNpu 5ToM MoxeT NoTpeboBaTLCA BE0A NaponA.

2. AnnapaTHoe ¥ IPporpaMMHoe odecredyeHue, pa3HOBUIHOCTH, OCHOBHbIE
XapaKTEePUCTHKHU.

VYuer pabouero Bpemenu B Excel

nucTa” (BKnanka




= ¥

Tabenb yyera
paboyero BpemeHu

KanpoBuku opranuzanmii  00s3aHbl BecTH Tabenu ydera
pabouero BpemeHu. [Ipu 3TOoM, cam ydeT pabouero BpEMEHH CBOUX COTPYIHUKOB 0OsI3aHbI
BECTH pyKoBoauTenw. M, 3adactyro, Bpemsl TpPaTHTCS Ha COBEPIICHHO OECIoJIe3HOe
MepenuchbIBaHUE OJTHOM U TOU ke H(pOopMaIuu.

beuto Obl HamMHOrO mpomie, eciu Obl JaHHbIE O pabodyeM BpEMEHU COTPYIHUKOB
3aHOCHUJIMCh €IMHOXKIBI, a BCS IepepaboTka 3Tod HHPOpManmuu | (HOPMHUPOBAHHE
YTBEPXKJACHHBIX 3aKOHOJATEIILCTBOM (DOpM ydeTa TPOUCXOIWIH aBTOMatudecku. M 3to
BIIOJIHE BO3MOXHO € Hcrnonb3oBanruem MS Excel.

IToaroroska CTPYKTYPhI Ta6J'II/ILIBI

T TP o s e o e e e

Tabear  yuera  pabouero ' —

Bpemenu T-12 | —=fE

Jus  Havanma,  cKadaemM  C = =
untepHera ¢gopmy Tabesasi paboyero R I I
spemenn B Excel. Ha mepsom mucre = = — [[]]] IR
yKa3aHbl KOJIbI pPaboOYero BpEeMEHW. | | _H
Hasosem »stor mmer "Koawl". Ha - BT Ee

BTOpOM - coOCTBeHHO, Tabenb. Tak u

Ha3zoBeM ero - "Tabean". Tperuii muct R REERTEREES

MOCBJIICH oNJjIaTe Tpyaa. HazoBem ero I LT

"Pacyer" (oH Ham mpuroautcs Ha | 0 B

CIEYIOMUX ypokax). UeTBepThIil TUCT

nazopeM "Mrorm". 3mece Oymyr
IIOACYUTHIBATHCSA UTOI'OBBIC 3HAUYCHUS 110 OTpa6OTaHHOMy BpPCMCHU.

Htak, mocMoTpuM, 4To Mbl UMeeM. CTaHaapTHbIE (POPMBI BElllb, KOHEUHO, XOPOIIasi, HO
HE BCEM 3TO ObIBaeT ynoOHo. K mpumepy, eciu pyKOBOAMTENb OTMEYAET €KETHEBHO BpEeMs
BBIXO0JIa COTPYJIHHKA Ha paboOTy, BpeMsi 00€I€HHOIO NepepbiBa U BpeMs OKOHUYAHHs padoThI,
TO Talenb ydera pabodero BpeMeHHU i 3Toro HeyaoOeH. IloaTomMy Ham HyXHO OyneT
poaAyMaTh yJOOHYIO TAGJIMIY AJIsl BBO/A 3TUX 3HAYECHUH.

CO3,[[aHI/IG Ta6HI/II_U>I JJIA BBOAA JaHHBIX

Jns BBoma AaHHBIX 00 OTpabOTAaHHOM BpEMEHH J00aBUM JIUCT, M HA30BEM €ro,
Harpumep, "yaer". [lepemecTum ero B camoe Hauajo Hamield KHUTH (HaBECTH KypCOP MBIIIHN K
45

W4+ MW Yyer - Kogw - Tabems , Pacuer - Mrorm - ¥
SAPJBIYKY JIUCTA, leraso o 3aKaTb KHOIIKY MBI W, HC

OTITyCKasi e, MEePEHECTH SIPIBYOK B camMoe Hadano). BOT Takol MOpSIOK y HAc OIHKEH
HOJXYYUTHCS (CM. KAPMUHKY).

Tenepr momymaem, Kak PYKOBOJIWTEIIO, KOTOPBIH OyAET BECTH €KEIHEBHBIH y4eT
pabodero BpeMEHU CBOMX COTPYIHUKOB, OBLJIO OBl yJIOOHEE BHOCHUTH HAHHBIE IO CBOUM
paboTtHrkaM. Heobxoaumo nmpeaycMoTpeTh:

BpeMs Havyasa padoThl;
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;
G MefHay Owony Ofep Kog
. BpeMsi OKOHYaHUsI PabOTHI;

. MIPOJOJIKUTENEHOCTh 00€IEHHOTO IIepephIBa.
[Ipu xenmaHuu, MOXKHO MPEIYCMOTPETh PA3IMYHbIC BapUAHTHI
BBOJIa JaHHBIX. Hampumep, pykoBoautenb MoxeT BbiOupate @O
W3 BBINAQJAIONIETO CIMCKA, U 3aHOCUTh BpeMsl Hayajda U OKOHYAHMS
paboThl 3TOrO COTpyAHHUKA. A TpH BBIOOpPE APYroro COTPyIHHKA, OyAyT OTOOpa)kaThCs
TOJIBKO TIOJISL JUISl BBOJIA JTJAHHBIX O BPEMEHH TOJIBKO 3TOro cOTpyaHuka. Ho Takyro Tadnuiry
OyZIeT cI0XKHEe CO3/1aTh.

A E C 0O E F G H I
Moz palgenaing Maraiun K21
Py,

e S0 corpyneuea [lan=HneTe Tab M2 Hay Owciss Ofen Hog

HE LR B REL ST IR

Ha0pocok Tadunbl BBOJAa JaHHBIX 00 0TPa00TAHHOM BpeMeHH
[ToaToMy OrpaHUYMMCS] OTHOCUTENIBHO MPOCTHIM BapUaHTOM BBOJA JaHHBIX B TaOJHILY.
[Ipenycmorpum mosie uisi BBOJA HaMMEHOBaHHS TonpasneneHus. [lyctb, B HameM ciyuyae,
sto Oynmer "Mara3un Nel". Huxe mpegycMoTpuM MecTo JUisl Ha3BaHusi Mecsina. Jlanee -
HAYMHAEM CO3/1aBaTh TaOyuily. B Hell OyayT CIIeIyrOIIHe TOJIS:
[TopsimkoBbIil HOMED;
®UO cotpynHuKa;
HanmMeHoBaHMEe TOIKHOCTH COTPYIHHKA;
TabenbHbIN HOMEP COTPYIHUKA;
Jlanee OynmyT pacmonaraThCsi JaHHbIE O BpeMeHH. lIpenycMoTpuM Bpems Hayalia
pabouero mHs, BpeMs OKOHYAHHUSA, TMPOJIOJDKUTEILHOCTH 00€J€eHHOT0 TMepepbiBa 1
KOJIOHKY /ISl BHECEHHS KOJa pab04yero BpeMeHHU.

A B c D QEWNF|G(H|I |J|K|ILIM|N|[O|/P Q R
1 ||_|O.a.p53.a.eneune |Mara3uH Me1i |
2
3 [Mecay | |
4 1 2 3 4
5 MNe |DHUO cotpyaHuKka I GRsHOETL Tab N2 |Hay |Cwod OBedKog |Haw |Orol Ofen Kog |Hau (Owos|O8ad Ko |Hau |Cirod
6  1|WMeauoe Mean Meanoouy Crapwwii npogagey |0 225
T 2{Netpos MNetp MeTpoauy MNpogasey 1251
3  3|Cwpopos Cupop Cunopoeny |MNpogasey 0 564
9

e
=

Tabauua BBoJa TaHHBIX 00 0TPA0OOTAHHOM BpeMeHH

[Tocnennue deThipe KOJOHKH OTHOCSTCS K MEPBOMY YHCITy Mecsia. Ham HeoOxoaumo
Oynmer moBTOpuTh MX 31 pa3 (MO MakCUMaJbHOMY KOJIMYECTBY JHEW B mecsie). OmHako,
BHayase, BBIIIEC HAWMMEHOBAHUS KOJIOHOK Hamed Ttabmuibl moctaBuMm mudpy 1. Temepb
BBIZICIUM YETHIPE KOJIOHKH, KOTOpble HEoOX0oauMo mpoayosmpoBath 31 pa3, moaBeaem
KypCOp MBIILIK K YEPHOMY KBaJpPATUKYy CIpaBa BBEPXY M MPOTSHEM JUAIa30H A0 TOTO
MOMEHTA, TIOKa OJIOKOB U3 YeThIpeX KOJOHOK He Oymer 31.

JIyist HarJsAHOCTH U O0JIeTYeHUs JabHENIell paboThl BHECEM JTaHHBIC BBIMBIIIIICHHBIX
COTpyAHUKOB. Hapucyem rpaHuiibl mojei u TabauIs.


http://lern-excel.ru/wp-content/uploads/tabliza2.png
http://lern-excel.ru/wp-content/uploads/tabliza11.png
http://lern-excel.ru/wp-content/uploads/tabliza11.png

Besikuit pa3, korma cosjmaenib TaOMHIBI IS JAPYTUX COTPYIHUKOB, HEOOXOAMMO OYEHBb
TIIATEALHO IIOJOMTH K 3aIllMTe OT OINMOOYHOIro BBOJA JAAHHBIX. MHaye DOCTOSHHO
MPHUIETCS OTBEUaTh HA BOMPOCHI M MPUHUMATH HApEKAHUS O TOM, 4TO TabiuIa He paboTaeT
(x0Ts1 HE pabOTaeT UCKITIOYUTEIHHO M3-3a HEITPABUIILHOTO €€ 3aITOTHEHUS ).
Bot uTro HaM HEOOXOAUMO 00ECIICUNTh:
B noJsie "Mecsn" n0JDKeH JOMyCKaThCsl TOJIBKO BBOJ OJHOTIO M3 12 HaMMEHOBAaHWU
MeCHIIa;
BO Bcex kojoHkax "Hawano" m "OxoHyaHue" mOJKEH A0 MyCKaThCA TOJIBKO BBOJ B
dbopmate Bpemenu ot () yacos 110 24 4acos;
BpeMst okoHuaHUs HE JOJDKHO OBITH PaHbIIIC BPEMEHH Havaa;
BO Bcex KosoHKax "Oben" noimkeH J0MycKaThesl TOIBKO BBOJ B JOpMaTe BPEMEHHU OT
0 gacos 5o 1 gaca;
BO Bcex kojonkax "Kon" mormyckaercss BBOJX TOJBKO OJHOTO W3 KOJOB pPabOYero
BpEMEHU.
° 3au;uma om ouubouUH020 868e0eHUsI MeCAUd

Mecay v Jlns 6e30muO0YHOro BBOJA HA3BaHHUS MeECsIa HCOOXOIUMO
A = C CO3/1aTh CIIMCOK. Ham npupercs co3nmaBaTh e€Ie CIHCKH,
1 |Mecsuy MOATOMY IMpeasiaraeM JUisi HUX CO34aTh OTHEIbHBIM JIKCT,
2 [AnBape KOTOPBIA MBI Tak U Ha30BeM - 'Cnucku". B pganpHeiieM mbl
3 |bespans €ro MOIMPOCTY CKPOEM.
4 |mapr Ha »sTom nncre nepeunciinM Bce Mecdllbl. BoiiensieMm Crucok
5 |anpene Y 33/1aeM eMy uMs - mecay' .
6 |mai Bo3sspamaemcs Ha auct "Vuem", u nogBoAUM Kypcop MBIIIH
7 |noHL K s4elKe, B KOTOPOM XOTHM HCIIOJIb30BaTh CIUCOK. Yepes
8 |mone MeHmo "[IpoBepka nanHbIX" 3a1aem Tun naHHbIX "Cnucok" u
9 |amryct HWCTOYHHK JAHHBIX - THANa3oH ¢ UMeHeM ""Mecsay".
10 |cenTAbpe .
11 |okTAbpb .
12 |HoAbpE 0 5 o
° eDAHUYEHUE HA 680 AHHBIX O
13 |gexabps I P
14 8pemeHu
Mposepea ssopme saauentii (SR — o —— 10
| z
—'W"'*TIH Coobuserste 4ns BBOAA | Cooluerme of oumbne | | NapameTpet [ Coobuserste ans 88003 i ‘
VENDEHE NpOESprs V| BemoanTs coobuese of ogmbke
Tl S
- _ - Tipwt NONBITKE BEOAE HEBEPHEIX AarHs(X OTOSPENATS cooduerne:
Boess E o | irHopseposaTE NyCToe SHeisi Ba: ——
S Ocranos 3 Hepepuit GODHIT faMeIX
Reway |Z| Cooferse:
Bpesa ppviann — SB2aMTe NPASUNLHOE BPaMA 0T
0:00 x| 0:00 a0 23:59
Bipema goHua: 04
235 -i
ChancTute Bos oK I ferr—— I | Owrcrars sce | o | omea |

Breinenum stueitku kosioHok "Hauano" n "Oxonuanue", oTHOCAIIUXCA K 1-My uncny mecsua.
Takxe, uepe3 "lIpoBepky paHHbIX" 3amaeM Tun jaaHHbix "Bpemst", u BblOHpaeMm
3HaueHus mexkay 0:00 m 23:59. B 3akmagke "Coobwenue 06 owubke" OcCTaBisieM BHJ
"OcrtanoB", a B 3arosoBke numieMm "Hesepuoiii ¢hopmam Oanmvix". B TekcTe cooOmeHus
MUIIeM IPUMEPHO clieaytolee - "Beedume npasunvroe spems om 0:00 0o 23:59".

[ToxoxuM 00pa3oM 3alUTUM SIYEUKH B KOJIOHKE "(Oobed", TOIBKO [Wara3oH 3HAYCHUH
BeiOupaem mexay 0:00 m 1:00. B tekcre cooOmienuss o0 ommbke s Hammcan - "Bsedume
npasuivHyio npoooadcumenvrocms om 0:00 0o 1:00".

OpnHako HEOOXOOMMO TPEAYCMOTPETh BEPOSTHOCTh OIIMOOK, KOrja BpeMsi Hauyayia Oyzaer
no3JHee BpeMeHH OKoH4yaHHus. Bo wu30exaHume mMOJOOHBIX cllydaeB s Mpeajarao
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UCIIOJIb30BaTh YCJA0BHOe (D OPpMATHPOBAHME, 3aKpalllMBalollee SYEHKHM C BPEMEHEM B
KpacHBIN I[BET, €CJIM HAYAJIO TI03/1HEE OKOHYAHUSI.

T (v s 3TOrO BBLAEISAEM SYEHKY B KOJIOHKE
o [ELE G T [/

oo — — "Hauano", wu B MeHiO "Yci0BHOe

e e ¢opmarupoBanue"  BHIOMpacM  IIYHKT

Torll N | s iedon P DO TR e TEMi S, GTTEC D8 HTON Bk FIH el O T
(-] " remay am g 8

2t

"Co3naTts mnpaBumio". 3ateMm BblOuMpaeM
e nyHkT "Hcmoan3oBarh  Gopmyiy s
Sepmatssssarn mserms, s sorspen e e s mrenst || QTIPE/I€JIEHUS] (POPMATHPOBAHHBIX siYeeK'.
- = YcTanaBiuBaeM Kypcop B CTpoke (hOpMYyIibl
ctowen | wcpmtrva s pr— U BIKCbIBaeM ycioBue =E6>F6.

~e—r— OOpatute BHMMaHHME - €CIM BBl HeE
“ BHOHUChIBaeTe ajpeca sYEEK C KIABUATYPHI, a
yKa3blBa€T Ha OTH SYEWKU MbIIKoid, To Excel aBromaTuuecku caemaeTr dTU
azpecaadCcoIOTHLIMHU (CO 3HAKaMH "$M. Heobxoanmo cenaTh 9TH
a/IpECa0THOCUTEJIBLHBIMH (yIINUTh Bee 3Haku "$"). B mpoTHBHOM citydae mpu KOIUPOBAHHH
9TOTO YCJIOBHS HA JIPYTHE SUCHKHU, CCBUIKH HE OymyT
nepeMenaThCesl.

F=1 P TR B TSI Ty AW BTS2 A AN ST B
['EL7]

L L

1 2

3aTeM yCcTaHaBJIMBaeM Kypcop B suelky "Oxonuanue"
2| Hay |Okony| Ofeg| Kog | Hau |DKDH'—I|D|5E.‘J: y ypcop y !
M CcO3JaeM BTOpPOE€ TPaBWJIO C  aHAJOTHYHOMN
dbopmyioii. Beigenum 00e  suelikd, W TPOTIHEM
yCIIOBUE Ha BCIO KOJOHKY. [IpoBepsiem - paboTaeT nu
yCIIOBHE.
e  3awuma om owmubOYHO20 6600a KOOA
A7 B Jlng 3amuThl moneil B KoJoHke "Koo0" HYXHO CO3[aTh CIUCOK
Coﬂpm <A 9TUX KOAOB. XOTh OH YK€ MMeercs Ha cTpanuie "Koow!", HO
—— =;; pacronaraerTcss B JIByX KOJOHKax M HE B KaXJOH CTPOYKE.
eAAKTUP OB HaiTu..,
p 3:“::“““ ITosToMy Konmpyem 00e 5TH KOJOHKHM Ha CTPAHHUIYy CIIMCOK B
TP 1 |® nepeimm. OlHy KOJOHKY M B BHIE 3HaueHui. Ho o4 - &
A B c
Eupeneione Fpayian et OykBbI OyIyT PACIOJIOKEHBI HE B KAKIOH 1 pecay Koau
Dopmy.
o crpouke. Jlns ynameHus INyCTBIX sdeek 5 e A
YCnoBHOE GOPMATHPOEBaHME BBIACIISIEM BCHO KOHOHKy, U B MCHIO "Hal‘/iTH ‘; mMapt SB
anpens
i u BBIICJIHUTD" BbIOMpaeM MYHKT 6 wai BM
Mpogepka A3HHLIX "B " T |HHoHE K
B aen etneces bljleJieHHe TPYINbI TYeeK . 8 . 1]
A asrycr
|2, Ogracrs suaenenms.. B 10sIBUBIIIEMCS OKOIIKE CTABHM TallOuKy By 2 =
nynkre "IlycTbie sveiikn”, u Haxnmaem 1T oomoee o0
n o o o HOADpL
OK". Teneps MoABOAMM KypCOp MBIIIN K JI000H BBIIECTCHHON SUYEHKe, 13 aexadps VB
14 v,
W HaXMMaeM IMPaBYI0 KHOMKY MBIMNA. B OTKpBIBIIEMCS KOHTEKCTHOM 15 4
MEHIO BHIOMpaeM MyHKT "YAaJauTh'", a 3aT€M CTaBUM TajJlOuKy Ha IYHKTE 15 L

"flueiiku co caBurom BBepx". I[locie toro, kak mbl HaxmeM "OK", crmcok mpuoOpeTeT
TpeOyemblii Bu. Beigensem ero, u 3agaeM ums "Koo".
Bosepamaemcs k nucty "Vuem". Beinensiem konoHky "Koo"

NpoBepxa BEOAAMbIX SHAMEHWIR e M1 " "
| M Hepe3 MEHIO IIpoBepka gaHHBIX" 3a1aeM THUI JAHHBIX
Mapanatps | Coofwerse anaeoona | Coofuesme of oumbce | . " "
— | "Cnucok'" 1 UCTOYHHK JAHHBIX - JUana3oH ¢ umeneM "Koo".
fone DL p— lamouky ¢ mnyHkra "CHHCOK J0NMYCTHMbBIX 3HAYeHUIH"

ACTMCTN JOMYCTHMSI IHarerinn]

JIydme BCCEro OT>KaThb. Knomka PAaCKpBITHA CIIMCKa TOJIBKO
6y,[[eT MCIIAaTh, a 3HAYCHHUA CO CIHMIIKOM OOJIBIIIOrO CITMCKA

Jydiie BHOCUTh BPYYHYIO, a HE BbIOMpaTh. B coobmennun 06
ommbke s Hamucan "Bwul  @6enu  HeBEepHul  KOO.
[Fro— [ & [ ome || O3HAKOMbMECH CO CNUCKOM U UX 3HAYEHUAMU HA CMPAHUYbL

"Koowt".
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L4 3a6epmeﬂue 3awjumosl aucma

— - Eimmsimaes Tenepp BCe AYEHMKH,  OTHOCSIIMECS K
: f Bl | wnw i owwsp TIEPBOMY YHCIY MeCAlQ, 3aliuIneHbl. Jlus
s':;-?;-;» ’;&me-ﬁ’“: ‘: ©#5 170 3alUTBl OCTAIBHBIX SUEEK BOCIIOIb3yeMCs
| E————— © mporsruBaHMeM OsoKa. BblienseM 3TOT
i paer i 010K (BCce AYEHKHU, OTHOCSAIIUECS K TIEPBOMY

qucily), [OABOJMM  Kypcop MbUIM K
MaJIEHbKOMY YEpPHOMY KBa/IpaTUKY B MPABOM
HUKHEM YIUIy BBIIEJICHHOTO JMalla3oHa, U
MIPOTSTUBAEM JI0 KOHLIA.

=
- Js yIen HaJIeKHOCTH,
JKEJIaTeIbHO 3aAIMTHTh JIUCT OT W3MeHeHUid. BeienuM Bce sueiKy, M3MEHEHHUS B KOTOPBIX
norryckatores. OHU OyayT CIIeAYIONUMHU:
ITone ¢ HaMMEHOBAaHUEM MECSIIA;

Kononka "®UO corpynnuka";
Kononka "JlomkHOCTB"; f—
Kononka "TabensHbIit HOMEp"; Oopbpes
Bce KOJIOHKH C JaHHBIMH O BPEMEHH. T ———————
[lonBens kypcop MbllKM K J000H U3
BBIJICTICHHBIX SY€EK, HAKMMAeM MPaBYI0 KHOIIKY
U BBIOMpacM B KOHTEKCTHOM MEHIO ITyHKT
"@opmar sueek". 3axonMM Ha BKIAJKY
"3amura" M OTKMMAaeM Talo4yKy B IIYHKTE
"3ammmaemas ayeiika’.
Tenepp, Ha Bkilagke MeHO "PenensupoBanue”
JIMCT MOXHO 3aIUTUTb. . =

[P [ — T [F e [ e——_—

e B |

st ynoOcTBa, mpemyiaralo 3aKpenuTh KOJIOHKY C JaHHBIMH O COTPYAHUKAX U CTPOKU C
HAaUMEHOBAaHHMEM KOJIOHOK. JIJii 3TOro ycTaHaBIMBaeM TaONMUYHBIM Kypcop Ha SYEHKy C
aapecom E6, u oTkpeiBaem 3akiaaky Merio "Bua". Haxonum nyHKT "3akpenuTs 06gactu u
Ha)XMMaeM Ha Hero->Keé B BhIMaBIleM chucke. Temeph, MpU MPOKpPYTKE TaOIUIBI BHU3 WIIU
BIIPABO, HANMEHOBAHUS KOJIOHOK U JIAHHBIE O COTPYJIHUKAX HE OyIyT MepeMeniaThCsl.

Msl ¢ Bamu ckadanu opuuuanbHyro (Gopmy Tabens ydera pabodero BpEMEHHU, U CO3AalU
TaOIUILy JUId BBOJA TAaHHBIX 00 OTpPaOOTaHHOM BPEMEHHU COTPYIHHUKOB. Terneph HE0OX0AUMO
c/IenarTh Tak, 9ToOBI BCE OTH JaHHBIE MPEOOPa30BHIBAIMCH B HEOOXOIUMBIE HAM 3HAYCHUS B
tabese yuera pabouero BpeMeHH.

[ ]

e AsmosanonneHue OGHHbIX O COMPYOHUKAX

Jns Hauwana, obecrieunM Ay0JIMpoOBaHMe JAHHBIX MO COTPYAHUKAM. 3a4eM HaM BBOJUTH T10
HECKOJIbKY pa3 MMeHa M AoJkHOCTH. [lompocTy co3gaanm npsiMble CChIIIKHM HA T€ STYEHUKH,
I7Ie TaHHBIC YK€ BHECEHBI. JJIs 3TOro ycTaHaBIMBaeM TaOJIWYHBIN Kypcop Ha jucte "Tabens"
B SIUEUKY, KOTOpasi JOJKHA CChUIAThCSl HA MMsI COTPYAHMKA B Jucte "VYuem", nuiem B Heil
3HaK "=", OTKpPBIBAEM JIUCT, HA KOTOPBI CChUIAEMCS M IIEITKAEM MBIIIKOW TaMm, T/1€ HaXOISITCS
JIaHHBIE.

Opnnako, oOpaTM BHHUMaHHE, HAM HEOOXOIMMO yKa3aTh HE TOJBKO MMS COTPYAHHMKA, HO U
€ro JOJKHOCTh. B 3TOM ciiydae MOXHO MPOCTO OOBEIWHHUT JaHHBIE C ABYX SUYECK 4epes3
oneparop "&". Ilocie Toro, kak Mbl yKa3aiau CChUIKY Ha agaHHble ¢ DUO, menkaeM MBIIIKO’
B CTpoKe (hOpMyIbl, 4TOOBI 3/71€Ch MOSBUIICS MUTAIONIMI KypcOp, U BHOCUM HEOOXOIMMBIE
omnepaTopbl. 3aTeM CChbUIaeMCs Ha BTOPYIO siY€iiKy. B KOHEUHOM HTOre JOJIKHA MOJYYUTHCS
BOT Takasi popmyna: =Yuer!B6&" "&Yuer!C6



Fo . i f| =veerlBsd”, “Byuerlcs  Kak BuJWTe, MBI HE MPOCTO OOBETUHIIN

LE(CERCH LML BR RS O Gl L A R A 44 L L EEEEEEEEEEEEEEEEEE EEEEEEEE JaHHBIE, a eIle ,HO6aBI/IHI/I KaBBIUKU C

11 TN pufvasce e 3anATol ¥ po6enoM Mexkay HuMHU. Ecin Gl
‘ — MBI 3TOrO HE CHAENald, TO JaHHBIE OBl
5 E_; o | o0BeAMHIITUCE 0€3 mpobenna 1 3amsaToi.
K g, | ™ | ss|e||s]e]w|n|1 K coxanenuo. HaMm He yaacTcs 3armoiHHUTh
e OCTlIbHBIE SYEHKU Tabens ¢ MOMOIIBIO
: 3 T aBTOnpoTArMBanus. [I0CKOIBKY B HCXOIHOM
8|, f—— : TaOJIMIE IaHHBIE BHECEHBI B KAXKIOM CTPOKE,
" :p:"nf‘“ a B Taleyne 4Yepe3 CTPOKY (SUEHKH IBYX
o [l e 2 CTpoK 00beauuensl), T0 Excel dopmupyer
o) == | o HOBBIE CCBUIKM 4epe3 CTPoKy. Ilostomy
9 Rl i npujaeTcss  Kakaylo  (GOpMysly  BHOCHTH
5 3aHOBO.

e Pacuem npoodondicumenbHocmu pabom u aémo3anoiHeHue K000
Ternepp HEOOXOIUMO BBIUUCIIUTH €KeTHEBHYIO TPOIOIKUTEIHLHOCTh PadoTbl. Dopmyrna
3]IECh MPOCTA - U3 BPEMeHU OKOHYAHUS 8bluumaemM 8pemMs Ha4aid U U3 NOaY4eHHOU Pa3HUYbL
gbluumaem NnpoooJICUMENbHOCIb  00edeHHo20 nepepviga. OpHako Takas popmynaa He
cpaboTaeT MpH HAIMYMK HOYHBIX CMEH. B 3TOM cirydae HeoOX0IMMO 3a7aBaTh YCJIOBHUS, HO
3JI€Ch MBI 3TOTO JIeJIaTh He Oy/1eM, YTOOBI HE YCIOXKHSITh.

Buecem ¢dopmyny B sueiiky,

COOTBETCTBYIOIIYIO BpEMEHH, oTpaboTraHHoro HBaHOBBIM

nepBoro uucia Mecana: =y4er!F6-Yuer!E6-Yuer!G6
Tenepb MBI MOXKEM MPOTSHYTH 3Ty (GOPMYIY J0 SUCHKH, COOTBETCTBYIOIICH ITSITHAIIATOMY
yuciay. Bce ccbulkM  mepeMecTSTCs MPaBUIIBHO, IOCKOJbKY KOJMYECTBO KOJIOHOK,

o ] I o IL-E_"

| e | onpreease [ et | e | Ganewa | dmara

| oot o] otomes

iannms

' o] [ |

O0OBEAMHSIONMX OJIHY S4eliKy B Talene coBmalaeT ¢
KOJIMYECTBOM KOJIOHOK, COOTBETCTBYIOLIMX OJTHOMY JIHIO Ha
mucte "Yuem". IlpusiTHOE cCOBMaieHUE.

AHaornyHbIM  00pa3oM BHOCHUM (opMydy B sueilky,
COOTBETCTBYIOIIYIO MIecTHaaaTomy uuciy (=Yuer!BN6-
Yuer!BM6-Yuer!BO6), 1 npotsiruBaem ee 10 31-ro yucia.
Bo Bcex 3Tux suelikax HEOOXOAMMO YCTaHOBUTH (opMar
BPEMEHH C yKa3aHHEM 4acOB U MUHYT.

Tenepb, eciv Mbl HayHEM TPOBEPSITb paCYEThl, TO

06Hapy>KI/IM HerI/IHTHHﬁ MOMCHT - 3HAQYCHHA HC BMCHIAIOTCA B I'PAHUIIBI ﬁ‘ICI}’IKI/I, MMO3TOMY
0T06pa)KaI-OTC$I OIHH PCHICTKH. BreI1iiTH 113 010KE€HUS MOYKHO HECKOJIBKUMU MyTsAMU:

YMEHBIIUTh pa3Mep Mpu@Ta 10 5 MyHKTOB;

YBCJIIWYMB HIUPUHY AYECCK,

3a1aTh (hopMaT ¢ yKazaHHEM TOJBKO 4acoB (Ipu BeIOOpe (hopmaTa sSUEHKH, B IOJIE
"Tun" BHOCUM 0/1HY OYKBY "4" CM. KapTHUHKY).
51 pemnn yMEHBIIUTE pa3Mep mpudTa.

3aroIHsAeM BCe STUCHKH C YKa3zaHuemM OTpa6OTaHHBIX 4acoB Ta0eJsl.

C ykazanueMm koja pabodero BpeMeHHU MpodiieM OBITh HE JIOJDKHO - MPOCTO CChIJIaeMCs Ha
HYXKHYIO stueiiky. OJJHaKo, HaM He HY)KHBI HYJIU B CIy4asX, KOTJa siueifka ¢ KoJaM Ha JINCTE

"Vuem" mycTa.

HOSTOMy 3aKjIaJbIBacM CJIeayromee

YCJIOBHUC! =EC .JII/I(E nyCcro (yll eT!H 6) 5 " 5 N T T TR e

qu!H6). 2 |1 ¥uar pabouero Bperienn
B cienyromei crarbe IPOJOJDKUAM — e
HacTpauBaTh aBTOMATHYECKUE pacueThl  f [Ff T s
i§|1wm b EE R R AR R R RN R LA RN R AR B
tabenss. Ham HeoOxomumo Oyner BHECTH wpaie
(opMysBl,  MOJCYMTBHIBAIOIIME — KOIMYECTBO 7| _
5 Hiiscs Hai e I R I R I I G B
1 |Hiiscwmre. 213
18 Compri R ol i
i1 Jlrzpen [l o B Bl B Bl B B B B e T Y
Irpoen 31
F Hlpszuas
0 Cumapos Ciaop FUY [P S [ [y [ A ) [ o o -
- Cumopot, Sl
14 Tipogues
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OTpa6OTaHHBIX JyacoB Hu ,I[HGI\/'I, a TaKXcC I/ISGI/IpaTCHLHO NOACYHUTBIBAIOMEC JHW W Yachl,
COOTBETCTBYHOIIHME PA3JIMYHBIM KOAaM.

Celiuac HaM HEOOXOIMMO BHECTH (OPMYIIbI, IMOJICYUTHIBAIONINEC HTOTOBbIE 3HAYEHHS 32
MecsiII.
e [loOcuem
SEERRREE ompabomanHvIx OHell U Yaco8
3 "

B nonsax "Hmoeo ompabomarno..." mpocto
3aHOCUM (OpPMYITy CYMMUPOBAHUS 3HAUYCHUI

L)
i

B
W oalE|e

) T i . . 5 ~ &= 0TpabOTaHHOTO BPEMEHHU. Obpatute
e e e BHUMaHHE, 4T0 (OpMaT BPEMEHH HE BCET/A
= | j*:: CUMTAET HCXOI U3 OOLIEro KOJIMYECTBA

sl E— - orpaGoTaHHbIX ~ uacoB.  Yacro, 10

Y ey — Fria . YMOJYaHWIO, yCTaHaBiIMBaeTcs (opmar,

i ®  ucxomsammi u3 24 gacos. [l ucnpaBiieHUs
_ OIIMOKU BBIZCIUTE BCE SUYCHKH C CYMMOI
SUESIIATEISTSNIISISSuIis yacoB, M 3amenuTe gopmar Ha 37:30:55. On
_ CUMTAET HE TePSIs Yachl 3a mpeaeaamu 24.
— — | wCHETIOCI R ARG SCC" D | T IETIBC T B VPRI )

A BOT JJId IIOJCUYETAa KOJIMYECTBA b b ALC ] DDECOL | LOCOR LECEC | LDC0R. 2 o, g 0o, & L0 L0002 LOC00E 2 SO L0 L L0l L2 LCeE LEECCE Ryt D TR TT

OTpabOTaHHBIX AHEH HYXHO Oyner

P - W § S 6 T B T

UCIIONIb30BaTh  (DYHKITHIO TIOJICYETA | . . = r - — |
KOJIMYECTBA  A4€eK 1o ycinoBuro. | | | f {1 L | Jallls ol lals I_::'.
Mumem:=CUETECJIM(AG9:CN9; ' 11 = B ' =
">0")+CUETECJIU(CV9:FGY9;'"> 7 I 13
0"). Kak BBl MOHHMaETE, MOCKOIBKY i i b Sl el b el el il bl _' e e "'j

JIMara3oHbl y HaC pa3opBaHbl, TO MBI
CKJIa/IbIBAEM JIBa JUana3oHa 1o OTAEIbHOCTH.
Konupyem ¢opmyny Bo Bce ocrtanbHble sueiiku. Ilpu komupoBaHMM CCBUIKH OyayT
cMelarbes npaBuibHO. Eciy oTobpaszurcs BpeMeHHOM ¢opMaTt, To, MONPOCTY, 3aMEHUTE €T0
Ha YHCIOBOH (C MOMOUIbIO KOHTEKCTHOTO MeHio "dopmar sdveek'"), 0e3 yka3aHus
JECATUYHBIX TPOOEH.
[Toncuer oTpaboTaHHBIX YacoB 3a MecdAll oOecnednBaeM Tmpocrteiiiei  (opmyson
CKJIaJIBIBAaHUSI TPOMEXKYTOUHBIX (OPMYN, KOTOpPHIE MBI NHCAIHA paHee B Mosx "Hmoco
ompabomano...".

e [loocuem npouux 0aHHbIX 06 OMPAOOMAHHOM BPEMEHU
[ToxcueT KonMUYECTBa CBEPXYPOUYHBIX YAacOB JIaBaliTe OCTaBUM JIISI PYYHOTO 3aIlOJTHEHHS,
MOCKOJIbKY Kax/1asi epepadoTKa JOKHA MOATBEPXKIAThCs HE IPOCTO OTMETKOM B Taberne, HO
U IPYTUMHU JOKYMEHTaMu. MOKHO, KOHEUHO, U 37€Ch MTPONHICATh CIIOKHBIA aITOPUTM, HO 3TO
notpedyeT MHOTO 1MoAX0a K (POpMUPOBAHHIO BCEH TAOIUIIBL.

[lo »TOH *€ mpUYMHE s UTHOPUPYIO MYHKT IOJACYETa KOJIMYECTBA HOYHBIX 4acoB. Pa3 yx s
M3HAYAJIbHO MPEJIOKUI HE paccMaTpHUBaTh MOJO0OHbBIE Clydyau, TO U ceiiuac HauWHATh 3TO
JenaTh OecCMbICIEHHO. TeM He MeHee, MpU BO3HUKHOBEHMM WHTEpeca, MOXHO MpOIUCATh
AITOPUTMBI yueTa paboThl U B HOYHOE BPEMS.
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KOJINYECTBA  YacoB,
0Tpa0OTaHHBIX B Tpa3IHUYHBIC JHHU, BCE -
ey 0 e _ Wmesmessses - IPOCTO. Hcnonp3yem byHKIHIO
: = "CYMMECJ/IN":=CYMMECJ/IH(AG10:C
) - == N10;"=PB";AG9:CN9)+CYMMECJIN(C

—t = V10:FG10;"=PB";CV9:FG9)
e e R j CMOTpUM - YTO MOJYYHIOCh. YKaXeM B
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onuH u3 nuedt kon "PB". Tlomyummack pecsatuuHast npoOb. [IpoGmema B TOM, 4TO Tak
Hactpowics popmat siueek. [Ipocto BeiienseM Bce sUeiiku, opMaT KOTOPBIX JOJDKEH OBITH
BPEMECHHOM, U YCTaHABIIMBAaeM, COOCTBEHHO, TOT, YTO YKa3bIBaeT Yachl U MUHYTHI. Konupyem
dbopMysTy Ha OCTAJIbHBIC STUCHKH.

KonmuecTBO HESIBOK TIpejJiaracM YKa3blBaTh B JIHSX, IOCKOJBKY JIOTHKA 3TOTO Tabems
npeanojaraeT MMEHHO Takol rmoaxoj. HesBka Ha paboty ormevaetcs kogamu "IIP" u "HH".
Hcnons3yem ¢yaknuio "CUETECJIN". IlockonbKy y Hac JBa YCIOBHsS, TO MBI HX
CKJIaJbIBacM. A, TTIOCKOJIbKY, JIBa JMAra3oHa, J0 CKJIAJIbIBAEM €Ile JBa YCIOBHS U IO BTOPOMY
JMara3ony. Takum obpa3om MOJTy4yaeTcst
dopmyna:=CUETECJIHM(AG10:CN10;"=HH")+CUYETECJU(AG10:CN10;"=I1P")+CY
ETECJIH(CV10:FG10;"=HH")+CYETECJIHN(CV10:FG10;"=ITP"")

fi | =CHETEC/IM(AG10:CN10;"=HH") +CHETEC/IN(AG10:CN10;"=MP" ) +CHETEC/I(CV10:FG10; "=HH" | +CHETEC/IM(CV10:FG10; "=MP")
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B xononke "W3 HUX 1O TpUYMHAM...
MPEAYCMOTPEHO MO ABE SYEUKH. 3aHOCUM B

2 TR SO

krors oTpaboTING I HECRD I it "
—— — == kaxoayro n3 Hux koael "IIP" wm "HH",
s I = o= | == |===| COOTBETCTBEHHO. A B CIEIYyIOIUX SYehKaX,

N P e aee [ won- | maca -
| 331 | e woou- | ma | mm () =4 | TaKKe, c ITOMOIIBIO (yrKImn

- ma - ! "

— M, CYETECJIN" noacunThIBaeM KOJWYECTBO
Tt f4eeK,  OTMCYCHHBIX  OTUMH  KOJaMHU.
3| w0 11:30 w1 Komupyem dopmyssl Ha Bce pounie ssueiik.

AmnamorndHo 3aHocuM GOpMYITy TOJCcYeTa
KojauyecTBa siueek ¢ kogamu "B" B kononke "KoaudecTBO BBIXOJHBIX W Mpa3JHUYHBIX
naeit":=CUETECJIM(AG10:CN10;"=B")+CUETECJHN(CV10:FG10;"=B"). JlomxHOo
MOJIYYUTHCSl KAK HA KAPTUHKE.
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e Buecerue nepeuvHblx OAHHBIX NO pacuemy ¢ nepCoHalom

an - & syeerips  HA4HEM C caMOro MPOCTOrO0 - CJeJlaéM CCBhUIKM Ha
T VECERC RN CECFEINI AR AAAHAFAAAREAEAGA - STUGTIKH, KOTOPBIE YK€ JIOJIKHBI OBITh 3aIl0JIHEHBI Ha

2 [2. Pacwer ¢ nepcomanom mo ondave 1pyaa  [IPEABIAYIIUX CTpaHUIAX. ITO KoloHKa "Tabenvuoblil
! Homep" u Ttpada 22 - "Yacwr (Onu)". TabenbHBIT HOMED
g T e MBI 3aHOCWIM Ha ctpanule "YVuem". CtaBum 3Hak "'="" n
! il s KJIMKAeM MBINIKOM Ha COOTBETCTBYIOUIEH suerke. M Tak
e [ ~ II0 BCEMY CIIHCKY.

. . Pacyer o0TpabOTaHHBIX B TEYEHHE MECANA YACOB
12 ] 19 2 ocymiecTBisieTcss Ha cTpanuie "Tabens". DTO sUeHKH B
2 oo kojoHke "Beero", sBIsoumieics moapa3aeioM KOJOHKH
E "Umoeco ompabomano 3a wmecay". Taxke, Kak H
15 Ta0eNbHBII HOMEP, BHOCHM CCHUIKH Ha ATy KOJIOHKY.

1; 1351 12000 Hanee, B rpade 19, nuiem ycTaHOBIEHHBIN AJIS1 KaXXA0TO
18 coTpyAaHuKa okiaa (o Oojee CIOXKHBIX CXeMaxX OIUIaThl
;g _ TpyJa Mbl OyzeM roBopuTh B Apyroit cratbe). ['pacda 20
a| "M | i OyxranrepoB. B Hee 3anocutcs cuer BY, Ha KOTOpBIi
22

OTHOCATCA pacXOdbl 110 OIJIATC TpyAa.

CoOcTBeHHO, pacyeTbl, HauumHAOTCA C Tpadgsl 21. DTo OKJIaAHAsE CcyMMa, KOTOpas
paccUUTHIBACTCS MPOMOPIIMOHAIBHO 0OTpabOTaHHOMY BpeMeHHU (Kak MpaBuiio, B yacax). 1 BoT
3/1eCh HaYMHACTCS OYeHb MHTEpecHas Tema. J[JIsi eKEeMEeCSYHOTO ydeTa MbI OTTAIKHBAEMCS
OT HOPMATHBOB pPado4Yero BpPeMeHHU, YCTAHOBJICHHBIX TPYAOBBIM 3aKOHOIATEIbCTBOM U
yKa3aHHBIX B €KETOHO YTBEPKIaEMOM MPABUTEILCTBOM IIPOM3BOJICTBEHHOM KaJleHIape.
[TockonbKy HOPMATUBBI YCTAQHABIMBAIOTCS €IMHOXABI B TOJ, U HE KOPPEKTUpyeTcs
BITOCJIC/ICTBUH, MBI MOKEM YCTAHOBHUTBH UX TaM K€, TJIe COCTABISUIA CITUCOK MECSIIEB, OJHH
pas3, ¥ He BO3BpaIllaThCsl K HEMY B T€UEHHE BCEro roja. B nanbHelinieM, npu BHIOOpE TOTO WK
WHOTO Mecsila, Tabiuia OyJaeT caMa ONpeeNsTh - CKOJIBKO paboYuX 4acOB YCTAHOBJICHO B
3TOM MECSIIE.

o [loocomoska cnucka 0isi MeCAUH020 HOPMAmMuea paboue2o epemeHu
HopmatweMecay | [l Hayana JOMONHAM CIMCOK ¢ Mecsiiamu. OTKpOeM CTpaHHIly

A B "Cnucok", W 100aBUM KOJIOHKY CHpaBa OT HaWMMEHOBAHUI
1 Mecay Hopmarys  MECAIEB. Hazosem a1y xononky "Hopmamug".
2 [AnBaps 1201 Onun Baxsblii MoMeHT. Ilockonbky MbI OyleM HCIOIB30BATh
JTaHHbIe U3 Tabels, BHECEHHbIE B (popMare BPEMEHM, TO U 37ECh
eBpant
4 |mapr 168] HOpPMATHB YACOB IO MecCSIaM si PEKOMEHIyI0 BHOCUTH B (popmaTte
5 |anpens 175 Bpemenu. IMHaue BIOCIENCTBUM MNPUIETCA OYEHBb ITOBO3UTHCH,
6 [maii 143]  4TOOBI pacueThl ObUIN aIeKBATHBIMHU.
7 _|nHoHE 167) Tlosromy BbIZENAEM KOJIOHKY, B KOTOPYK OyJeM 3aHOCHTH
6 |wons 1841 nammEle, n yepes MpaByIo KHONKY MBIIIM BHI3HIBAEM JHATOTOBOE
190 EEWCE 1?2 okHO "®opmar styeek". UToObI uniHue nous, Tana "Munymel" n
CEHTRDPE "Cexynown" Ham He _
11 |okTRBPE 176 = ~ S— e 10 e
MEIIAINCh, S BBIOWpaAr0 | » | & & o E F G h
12 |HoAbBpL 159 " o Mecar e =
nyHKT "Bee ¢popmarer” | H
13 |gexabps 183 " b L g— e
14 " ucraBmo B moxe "Tum" - - .
A A r™—ar Jmnvms | Jmsars
OykBy "4" B KBaJpaTHBIX CKOOKax (BOT TaK - [4]), | ™1 e s -
(%) [ i,
0003HavarIIe 0TOOpaKeHNEe TOJIBKO YacoB. e (==

Halinem B  WHTEpHETE  TPOU3BOACTBEHHBIN ig;_: g: a
KaJIeH/Japh W TEpeNuIIeM C HEro HOPMATHUBBI MO | | i
KaKkaoMy Mecsany Uit 40-gacoBoit  paboueit v || i
Henmenu. Toibko 3ammchIBaTh HYKHO Oymer ¢ &
MHUHYTaMH 4epe3 aBoeroune, Harnpumep - 120:00.
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WNuave nporpamma OyaeT 4uciao BOCIPUHUMATE HEaIeKBATHO.
Ceituac HaM HE0OXOJMMO CO37aTh €IIe OJWH MOMMEHOBAaHHBIN nuarna3oH. Ilycth oH Oyaer
HasbBaThCs  "HopmamueMecay" (6e3 mnpobena). Jlns 3TOro BBIACNISEM AHAMA30H C
stueriku A2 110 staeiiku B13 (B HEero OJDKEH MONacTh CIHUCOK MECSIEB U HOPMATHBBI YacOB B
3TH Mecslbl). B anpecnyto sueliky BHocum umst "HopmamueMecay" (CM. KapTUHKY BBIILIE).

[ )

[ ]

e Hacmpoiixa  asmomamuueckoeo — pacuema — OKIAOHOU — yacmu
3apabomHoul niamuvl
] HLI/BT ot ) e £ Temepe MBI MOXEM paccydTaTh OKJIAJHYIO

AL kAR PR b b b B e UL LELE LG LOULELE LRSS U LUV LUEY (VR b b et b b HEEh
rr— CyMMy, PpAacCUHMTaHHYI0 IPOINOPLUOHATIBHO

=] ] ] f ] I OTpa6OTaHHOMy BpPCMCHHU COTpYyAHUKA.

—— | @dopmyna  apudMeTHUECKH ~ TpocTta -

|
i

e

= =] e =] = | = - | oTrpaboTaHHOe Bpems JAeJTUM HAa

T T —— —— | HOpPMATHBHOE BpPeMsl M YMHOKAeM HA OKJIAI.
b — . 2 N “==1 Ho kak 510 peanusosats B Excel?

iy u--“il.mllifﬂu :umik.u

HopmatuBHOE BpeMsi Mbl MOXKEM B3ATh Ha
OCHOBaHUU BbIOpaHHOrO Ha cTpanuie "Yuer"
Mecsia. st aToro umcmonb3dyeM  (pyHKITUIO
BIIP, xotopast OyAeT BBIBOAUTH TO KOJHMYECTBO
9acoB, KOTOPOE COOTBETCTBYET BHIOpaHHOMY
Mecsny (Ui 3Tol (QyHKIUM MBI U CO3JaBalld
JMara3ox "HopmamueMecsiy™).
QDYHKIMIO MOKHO Cpa3dy BBECTU B CTPOKY
¢dopmyin: BITP(Yuer!C3;HopmaTtuBMecsin;2;
JIOXKD).

VYcranaBnuBaeMm Kypcop BHauane (GopMyIibl (ITOciie 3HaKa paBHO) M BBOJMM YacTHOE - aJpec
SA4YeWKH ¢ CyMMOH oTpaboTaHHOro BpeMeHHu. st mepBoii 3anucu ato Oyxer sueiika BI11 (1,
00BIYHO, HE 3aHOIILY aJIpeC SUEHKU BPYyUHYIO, a IPOCTO KIIMKAO 10 HEMl MBIIIKOM).

3areM yCTaHaBIMBAeM Kypcop B KOHIE (OpMyJbl M YMHOXAaeM BCe Ha S4YeWKy C CyMMOMH
okmaga (M11). Koneunas Qopmyna ausg TEepBOM  CTPOKH  OyJIeT  BBIMJISACTH
tak: =BI11/BIIP(Yuet!$CS$3;HopmaTtusMecsu;2;JI0Kb)*M11

CcbulKy Ha Y€Ky ¢ HAMMEHOBAHUEM MeCSIIa Mbl YCTAHOBUJIM a0COIOTHYIO, YTOOBI MOYKHO
ObUI0 cKONTUPOBaTh (hOpPMyYITy Ha Ipyrue s;ueiiku 6e3 HeoOXOAUMOCTH HCTIPaBICHHH

[Tocne Toro, kak Bl HAXKMeTe ENtEr, B siueiike MOKeT 0TOOPa3UTHCS HE YUCIIO, a Bpems. Bee
OTOMY, 4TO B (OpMyJe CCBUIKM HAYT Ha SA4YeHKH co BpemeHeM. [l KOppeKTHOro
oTOOpaXkeHHs JlaBaiiTe 3aMeHUM (opMaT BpPEMEHU Ha JeHeXHbIH ¢opmat. Beigensem Bcio
KOJIOHKY, M, KaK OOBIYHO, Yepe3 KOHTEKCTHOE MEHIO NMPOU3BOAMM HEOOXOAMMbIE HACTPOUKH
(CM. KapTHHKY BBIIIIE).

Konupyem dopmyny Ha Bce mpouue sueiku

Brver e, megrm T A e

UL

I'padpsr ¢ 23 mo 32 ocraBisieM MyCTBIMH. Il Hamied ¢GopMbl OIUIATHl TpyJa OHHU HE
ucnonb3ytores. C rpad 33 u 34 nenaem npocteie cChUIKH Ha rpador 21 u 22.

o (Ocobennocmu 4-1i cmpanuyvl gpopmer T-12
YerBeprass crpanuna ¢opmbl T-12 HMeeT HECKOJBKO HHYIO CTPYKTYpY, HEKEIH
npeapiayme. Eciu Ha MPeKHUX CTPaHUIAX JAaHHBIC BBOJMIIUCH 1O KAXKIOMY COTPYIHHKY,
TO 3/ICCh PACCUMTHIBAIOTCS CBOJHBIC JAHHBIC MO BCEM COTPYAHUMKAM Ha KaXKIbld neHb. Ha
OCHOBaHHMH JIaHHBIX ATOW CTPAHUIIbI, BIOCICACTBHH, MOYXHO HACTPOHTH EXKEMECSIUHYIO
CTaTUCTHYECKYIO OTYETHOCTD IO MEPCOHATY OpPTraHU3aI[HH.



Aemoszanonnenue oamol
Xotenoch Obl, 4TOOBI HE MPUXOIUIOCH BHOCUTH BPYUHYIO. UTOOBI

1 Mecju HumeamEl nara (HhopMHPOBAIACH . ABTOMATH'IECKH. Benp Mecsir MBI yiKe
2 | AHBaps 120 BHOCHIN Ha CTpaHHue Yuem", quciio TaM yxe CTOUT a ro/l... HY,
3 |hespans 152 JaBaiite BHeceM rox Ha crpanuue "Cnucku", NOCKOIBKY HTaK
4 mapr 168 ©XKEroJHO KOPPEKTHPYEM TaM €XKEMECSYHbIE HOPMATHBBI I10
5 anpens 175 Hacam.
B |mai 143 3axoguM Ha CTpaHMIly, U 4YyThb HHM)KE€ HAUMEHOBAHUI MECSLEB
7 MHOHBb 167 mumewm cioo "I'ox". IlpaBee ot Hero BHOcuM2015. OxnHako, 4To
8 MHnb 164 mpI BuauM - otobOpaxkaercs crpannoe uncie 48360. Bee motomy,
3 |amryct 168 g0 ma Ty sueiiky pacupocrpanuics popMaT BpeMEHH B 4acax,
10 cenTAbpE 176 yoropelii Mbl HacTpamBamu pamee. BbimemseM sdeiiky, w
11 okrabpe 176 gri6upaem GopMat 4nCIOBOIi 63 AECATHUYHBIX 3HAKOB.
12 HDHEF“:I 159 Tenepb HaM BE - _ﬁ' =QATATHAS| LE"-" EvuaT! CEE - "SCrmcuwm | B15)
13 pekabps 183 LRG0 ST o 0700 084 0 AT EEE TP EEEFEEREEE Lo
1 MPEACTOUT 1
o . YKHO LT N me | vewans | eosresnud | orcondi | omess | oreves
coelarb TakK, 4roOBI 4YHCIO  MeEcsIa, | | s || Ty | | T
HAUMEHOBAaHME MeCSla M TOJ  ObUIM o || e | e |
o0beAMHEHBI B OOHY  SYCHKY | "3".3.':3 sovmmnes
npeoOpa3oBanbl B (opmar nmatel. S ams ¢ o o1

PpeERCCTE

sToro ucnonb3oBal pynkuuo JATAZHAY,
KOTOpasi mpeoOpa3yeT TeKCT B BHjE 1-siHB-
20158 ¢opmar pmatel. Ho ans  storo
HE00X0aMMO CPOPMUPOBATH ITOT TEKCT.
Yucno BHeceM B popMyy MPOCToil UG poii.
C nomomipio omeparopa "'&"’, KOTOPBI OOBEAUHSET 3alUCH PA3JIUYHBIX SUEEK B OJIHOM,
COEIMHUM 3TO YHUCJIO C HAMMEHOBaHUEM Mecsla uepe3 nepuc. Utoodsl nepuc BocnpuHUMAacs
HE KaK oIepaTrop, a Kak CHMBOJI, 3aKJIIOYMM €ro B KaBbluku. Jlanee, cHoBa yepe3 neduc,
coeMHsAEM C nH(popMalMen U3 TYeHKU C TEKYLUM IFOJIOM.

dopmyna npuodperaer () (SR % {01115471 Bul: =[JATAZHAY(1&"-"&Yuer!C3&"'-
"&Cnucku!B15). He 3a0yznem mo Bceil kKojoHKe uepe3 Gopmar sueek HaCTPOUTh KpaTKHi
dbopMar natsl.

BHecenne nat crneayrommx uYucen B TaOnMIEe YNPOCTUM TNPOCTHIM TNPUOABICHHEM K
BBINIIECTOSAIIEH sUEHKEe eAMHMIBL. TakuMm o0pa3oM Kaxknaas cleayromas sdeiika Oymaer
oroOpakaTh CJIEyIOLlee YHCIO YCTaHOBJIEHHOro Mecsua | roja. Hampumep B
aueiike A7 Oynet popmyna =A6+1.

Hanee, nporsiHeM ¢Gopmyiay 10 HIKHEH sueliku Tabmuipl. OOpature BHUMaHHE, YTO B
MECAIBI ¢ KOJIMYECTBOM JHEW MeHee 31, B HMKHUX sSUeHKax OyayT oTOOpakaThCsl YHCIIA
cleayromero Mecsna. MOXKHO, KOHEYHO, OCTAaBUTh KaK €CTb, HO s PEIINI HCIPaBUTh

I ] = I i ]

W a0 =4 L s

o

HECOOTBETCTBHUE hopmymoit B sTaerKax, COOTBETCTBYIOIINX 29-31
ancnam: =ECJIM(A33="";"";ECAU(MECSIL(A33+1)=MECSIII(A33);A33+1;""))
- A - fic | =ECAM|ASE=""" ECNMIMECH LA 35+ 1 | =MECALY A3 AS341.""] | Cy’I‘I) 3T0ﬁ J‘[O[‘I/IquKOﬁ q)opMYJ'[LI B HBOﬁHOﬁ
PEECH | JELV R T A AR A0 A4 3 D DO L DR R LT e DA
] EEEE IIPOBEPKCE.
. Bo-niepBpIX, OHa mpoBepsieT, He

CMEHHUTHCS JIM MECAIl MpH MPUOABICHUU
eIUHUILI BRINIECTOSIIEH naTel. Ecim na,
- — TO OTOOpaxkaeTcs IycTas s4eiKka, ecliu
e HET, TO 0ToOpa)kaeTcs jaara.

o Bropass mnpoBepka mnpoBepsieT, He




SIBJISICTCS JIW BBILIECTOSIIAs SSYEKKa ITyCTOM, €CJIM Ja, TO U 3TA S[YEMKa OCTAETCS MyCTOM.
Ecnu BTOpyrO TIpOBEpKYy HE chenaTh, TO B CIEAYIOIICH, MOCie MyCTOW, suelike Oynuer
otoOpakaThcst omnbouHoe 3HaueHue (#3HAY).

Tenepp, kakod Obl Mecsll He ObUT BBIOpaH, OTOOpakaThCsi OYAyT TOJBKO 4YHCIA,
COOTBETCTBYIOIINE 3TOMY Mecsy. [Ipoune uncia oroOpaxkarscs He OyayT.

e Pacuem yenosexoonei
- 1] - B =CHETECAM{ Tafensn AG9:A136;™=0") U yeanoesexouyacos
SECEF PN TN A AR ERRRERRRERE, [ JCIATATh KONMUECTBO UEIOBEKOAHSH B

1
’ TOT WM HWHOM JEeHb Mecsra HECJIOXHO,

’ T e b . HCIIONB30BAB dynxrmo CYETECJIH,
il A et Il Bl bl il IR 04 10) 0)4 0 MBI WCIIO0JIB30BAIM paHee Ha
Ly | e | et |chven CTPAHMLIE "Tabens". Enuncreennas

L wkeme | me poOJIEMa 3aKIOYAETCA B TOM, 4YTO HE

Fafeere oo ypacres BOCIOJIb30BATHCSA

zomn QRTO3AINOJTHEHHEM, — MMOCKOJBKY — TEepexon
apouns

yucen B Tabele  OCYIIECTBISICTCS IO
TOPU30HTANM, a Ha crpanule "Umoeu" - 1o

L] 55 37 EL] 55 4 41 4l
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1
1 0
(ST I 1138 BCpTUKAJIN.
0 : E: dDopMyna JUIL  TOACYETa YEeJOBEKOJHEH,
] L L OTpaGOTaHHLIX IEPBOro 4yucja Mecsana 6yz[eT
12 0

takoit:=CUETECJIA(Tadean! AG9:AJ36;"
>0").

Jns yckopeHust u oOnerdeHust paboThl, MOXKXHO MPOTAHYTH (HOPMYTy 1O HUKHEH SUCHUKH.
EnuncTBeHHOE, 4TO OyAeT HempaBWJIBHO BO BCEX HUKECTOALIMX (OpPMYyNax, 3TO JUANa30H
cymmupoBanusi. CTaBUM TaOJIMYHBIN Kypcop B SUeHKy ¢ OmIMOOYHONU (POpMyIIOH, BbIIEISIEM
HEBEPHBbIN Uana3oH M 3aHOBO BBbIAEISAEM YyKe mpaBuibHbld. Haxkumaem Enter, m xypcop
BCTaHET Ha HOBYIO OIIMOOYHYIO STUEHKY.

Kak BBl yxe, HaBepHOE, JOTa/IbIBAETECh, YEIOBEKOUachl OyJeM CUMTATh C MCIIOJIb30BAaHHEM
¢yukun CYMM. Ilpocto cymmupyem Bech Maria3oH, COOTBETCTBYIOILEIO YMCIa MecsIa.
U Tak o BceMm cTpokaM. bykBeHHbIe 0003HAaYeHUsI CUMTATHCS HE OYAYT, @ YMCIOBbIE BOWIYT
B pacuer, KaK M nojiockeHo. He 3a0ynpre mpeaBapuTesibHO Tpeodpa3oBath (hopmaT siMeeKk BO
BPEMEHHOI1 0e3 yka3aHus cekyHn ([4]:MM;@).

[Ipoune rpadsr noTpedyroT O60j€e BAYMUYUBOTO MOAXO0/a, HO OHU Bce TUIHM4YHBIE. [loaTomy
MHOI'0 BpeMEHH Ha HACTPOMKY aBTOpacueTa [o HUM Yy Hac He 3aiiMerT.

[Tponomxkaem HanoiHeHUe cTpaHuibl "Hmoeu" dopmel T-12. ¥V Hac ocTaTUCh ClEAyIONTNE
MOJISL:
o KonnuecTBo 4enoBeKko-IHEN MPOCTOEB. 3/1€Ch OYEBUIHO MOMKHO MCIOJIb30BATh KObI,
o0o3Havaromue npocroii no pasusiM npuunHam -PII, HII, BII, 3b.

He orpaboTano 4enoBeko-4acoB B CBSI3M C pabOTOI B peXuUMe HEMOJIHOTro pabodero
nus1. Ucnonb3yem ko HC.

. Jlau HesBOK Ha paboTy:

. €XKETrOHbII OCHOBHOM OIljlaunBaeMbIil oTiyck - ko OT;

. €KETO/IHBIN TOMOJHUTENIbHBIN OITaYuBaeMbIi OTIYCK - Ko O/

o OTIYCK B CBSI3U C OOYYEHHEM C COXpaHEHHEM 3apabOTHOW TIJIaThl, MOBBIIICHHEM
KBaTM(UKAIIMN C OTPBIBOM OT IIPOM3BOACTBa - Kokl Y, IIK u TIM;

o OTITYCK IO O€PEMEHHOCTH U pojam - Kof P;

o 1o 6oJsie3uu - kox B;

o MpoYre HESIBKH, pa3pellieHHbIE 3aKOHOJAATEIbCTBOM (BBIMOJHEHHE TOCYAapCTBEHHBIX

00s13aHHOCTEH U T.I1.) - OOOCH OIIMOMUTHCS, HO 3]71eCh, BeposiTHO, Koael O, 10, O3, Ab,
T,T.


http://lern-excel.ru/uchet-rabochego-vremeni-v-excel-chast-iv.php

. ITo npuunnam:

. C pa3pelieHus paboToIaTeNs - BCE BBIMICTICPEYNCICHHBIC KOIBI;

. nporyisl - kox 1P,

. MacCOBbI€ HESIBKU - 3a0aCTOBKH B MOPSIJIKE, IPETyCMOTPEHHOM 3aKOHOM - Ko7 3b;

. KOJIMYECTBO YEJIOBEKO-THEW BBIXOAHBIX U MIPA3IHUYHBIX - UCIIOJIb3YeM Ko B;

. Bcero - ckiampiBaeM MyHKTBI ATOTO OJI0Ka.

. Bcero denoBeko-gHEH SBOK W HESBOK Ha pabOTy - TOXKE HCIIOJIB3yeM CIIOKEHUE
JIAHHBIX B 3TON TaOIHULE.

. KonudecTBo TONMOTHUTENBHBIX BEIXOAHBIX YETOBEKO-IHEH MPHU MSATHIHEBHON paboueit
Henene - konsl OB 1 HB.

. CrrcovHas YMCIEHHOCTh PAOOTHUKOB - CKJIJBIBAEM TIOJICYETHI 10 BCEM KOJIaM.

. YuciieHHOCTh PaOOTHHUKOB:

. HE YYUTHIBAEMBIX B CIIMCOYHOM COCTaBE, HO BKIIOUEHHBIX B CPETHECIHCOYHYIO
YHCIEHHOCTD - 9TO JJIsl PYYHOIO MOJCYeTa, MOCKOJIbKY JaHHBIX MO TAKHUM COTPYIHHKAM B
Ta0ese HeT.

CIIMCOYHOI'0 COCTaBa, KOTOPBIC HE BKIKYAKOTCA B CPEIAHECIMCOYHYIO YUCICHHOCTD -
AQHAJIOTUYHO MPEBIIYIIEMY IIYHKTY.
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B ocHoBHOM OyneM HCIOJIB30BaTh (byHKum/I CqETEC.HI/II/I CYMMECJII/I OnuceiBaTh
nopoOHO Kaxkayro (opmyny He OymeM, MOCKOIBKY BCE MOAOOHBIE (DYHKIIMH MBI YXKe
UCTIONB30BaM He OonuH pa3. [IpocTo mpuBeneM crmmcok 3TUX (GOpMyIl, COOTBETCTBYOIIMX
MEPBOMY UHCITY MecCsIIa:

. KommyectBo 4enmoBeko-gHEH MPOCTOEB - TMOCKOIBKY KOJOB HECKOIBKO, TO MBI
CKJIa/IbIBAEM HECKOJIbKO 3HaueHui. dopmyna B suelike MEpBOro 4Yucia Mecsia Oynaer
cnenyrouei=CUETECJIM(Tadean! AG9:AG36;"PIT")+CUETECJIN(Ta6enn! AG9:A
G36;"HII")+CUETECJIA(Ta6enn! AG9:AG36;"BII'")+CUETECJIN(Tadenn! AGS$9:
AG36;"3B"). 31ecr MBI CHOBa CTalKMBaeMcs C MpoOeMoil, 4To B OAHOW TabuIe
MepeMenieHne MAeT IO TOPH3OHTadW, a B APYro - 1O BepTUKamu. Vcrmonbp3oBaTh
aBTO3AITOJTHEHHUE HE YIACTCS.

. He oTpa®oTaHo 4enoBeKO-4acoB B CBSI3U C pabOTOW B PeXHUME HENOJIHOTO padovero
nast -—=CYMMECJIN(Ta6enn!$AG$9:3AG$36;"HC")
. JlHu HesIBOK Ha paboTy:

o €KETOTHBIN OCHOBHOM OITAaYMBaEMBIN OTIYCK -


http://lern-excel.ru/wp-content/uploads/Itogi.jpg
http://lern-excel.ru/wp-content/uploads/Itogi.jpg

=CYUETECJIN(Ta6ean!SAG$9:5AG$36;"OT");

. ©XKETOIHBIH JOTIOTHUTEIIbHBIH OILIAYMBACMBIH OTITYCK -
=CYETECJI(Ta6ean!SAG$9:5AG$36;"0n");

. OTIyCK B CBA3M C OOyYCHHEM C COXpaHEHHEM 3apabOTHOH IUIaThI,
ITIOBBIIIICHHUECM KBaJII/I(bI/IKaHI/H/I C OprIBOM oT HpOI/ISBOI[CTBa -

=CUETECJIM(Ta6eas!SAGS9:5AG$36;"Y ")+CUETECIM(Ta6es! SAGS9:SAGS3
6;"IK")+CUETECJ/IU(Taoean!$SAG$9:$AGS$36;"1IM");

o OTIIYCK 1o OCpEeMEHHOCTH u ponam -
=CYUETECJIN(Ta6ean!$SAG$9:3AGS$36;"P");

o 1o 00JIe3HH - =C‘{ETECJII/I(Ta6eJ11>!$AG$9:$AG$36;"E");

o HpO‘II/Ie HCABKU, pa3pemeHHble 3aKOHOAATCIIbCTBOM (BLIHOJIHGHI/IG
rocyJlapCTBEHHBIX 00s13aHHOCTEH u T.I1.) -

=CYUETECJIN(Ta6enb!$AG$9:3AG$36;"OXK")+CUETECJIU(Tadean!SAG$9:SAG
$36;"10")+CUETECJIM(Ta6ean!SAG$9:3AG$36;"03")+CUETECJIN(Tadean!SA
G$9:3AG$36;" IB")+CUETECJIHM(Ta6ean!$AGS$9:5AG$36;"T")+CUETECJIN(Ta
0eab!SAGS$9:$AGS$36;""T").

. ITo npuunHam:

. ¢ paspemienust paboronmarens. 34eCh TOCTATOYHO CIOXKUTH MpPEIbIIyIIne
pacuetsl -—=CYMM(AU6:DF6);

. nporynsl - =CUETECJIM(Ta6ean!SAG$9:SAG$36;"TIP");

. MacCOBBIC HESIBKH - 3a0aCTOBKH B IOPSJKE, MPEIYCMOTPCHHOM 33aKOHOM -
=CUETECJIM(Ta6ean!SAG$9:5AGS$36;"3B");

. KOJIMYECTBO YeJIOBEKO-THEN BBIXOJIHBIX u Mpa3IHUYHBIX -
=CYUETECJIM(Ta6ean!SAG$9:5AG$36;"B");

. Bcero - =CYMM(DG6:EXG6).

. Bcero uenoBeko-Hel BOK 1 HesABOK Ha padoty - =CYMM(16;EY6).

. KonudecTBO MOMOJHUTENBHBIX BBIXOAHBIX YEJIOBEKO-THEN MPHU MATUIHEBHON paboueit
HeJzene -

=CYETECJIN(Ta6enb!$AG$9:5AG$36;"OB'")+CULTECJINA(Ta6ean!SAG$9:$AGS
36;'"HB").
. Cnucounas yucieHHoCcTh paboTHUKOB - =CYMM(I6;Y6;EY6;FU6).

Tabnuna HacTpoeHa Ha MaKCHMalbHO BO3MOYKHOE aBTo3amnosiHeHue. Tenepb ¢dopmoit T-
12 MOXHO MOJIB30BaThCs C MUHUMYMOM PYTHHHBIX TPy03aTpar.
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OHeHO‘lHBIe cpeacrea AJisi MPOBECACHUSA HpOMe)KyTO‘{HOﬁ aTrTreCralumn

a) [lnanupyemblie pe3y/ibTaThbl 00y4eHHUsI M OLlEHOYHbIE CPeICTBA 1JIsl IPOBeIeHus!
NMPOMEKYTOYHOM aTTeCTAlluM:

Crpykry
publid | [lnanupyemsbie
JJIEMEHT | pe3yJIbTaThl OneHouyHble CpeaCcTBa
KOMIIETE o0y4eHus
HITUH
OIIK-2 BiageHrieM 0a30BBIMH 3HAHUSME B 00JIACTH HHPOPMAITMOHHBIX TEXHOJIOTUN
3HaTh Teopernuecku 1. OcHOBHBIE TPHUHLOMIBI aBTOMAaTH3aMd B  cdepe
e OCHOBBI JOKYMEHTAIIMOHHO-UH(POPMALIMOHHOTO obecrieyeHus
MH(OPMATUKH yIpaBICHUS.
u 2. Ilpennoceliku aBTOMaTH3alUU yIIpaBJIEHYECKOM
UH(pOpMaLMOH NEeSATEIbHOCTH.
HBIX 3. Lenp wm 3amaun y4eOHOM AMCHUIUIMHBL. ODKOHOMMKA
TEXHOJIOTMN U Poccun B mepexonmHblii mepuoj W UHGPOPMALMOHHBIE
BBIYUCIIUTENbH KOMIIBIOTEPHBIE TEXHOJIOTUH. JTalbl pa3BUTHS CPEICTB U
Ol TEXHUKH B CUCTEM MEXaHHU3allUU U aBTOMAaTU3al[MH yIIPaBICHYECKOMN
npodeccuoHan nesaTenbHOCTH.  MHQopManoHHble pecypchl  CUCTEM
BHOII chepe aBTOMAaTH3AlUU yIpaBJIeHYECKOMN JeSITEIbHOCTH.
Ilonatue wuHpOpPMaLUM, CTPYKTypa M  CBOMCTBa
nHpopMaLnu.
4. OOmas  XapakTepUCTHKa U  CTPYKTypa  CHUCTEMBbI
JIOKYMEHTAIlMOHHOTO 00eCrieueHus yIpaBICHUS.
YMmers: | Pemars IIpomeKyTOUHBIN TECT
MPAKTHYECKHE
3a1a4u B Kakoit wu3 cmoco6oB moakiaroueHuss Kk MHTepHer
npodeccuoHasl | obecreunBaeT HaWOOJbIINEe BO3MOXKHOCTH JJIA JOCTyma K
pHOU  cdepe, | ”HGOPMALIMOHHBIM pecypcam?
UCIIOJIB3YS — NOCTOSIHHOEe COe/lMHEeHHe 10 ONTOBOJOKOHHOMY
BO3MO>XHOCTH KaHAJIy
BBIMHUCIIMTCIIBH — yJIalleHHbIN JOCTyl o KOMMYTHPYEMOMY
o, Tene(h)OHHOMY KaHay
OpraHu3anroHn — IIOCTOSIHHOE COETMHEHNE o BBIJICJIEHHOMY
HOH TeXHUKH U TerneOHHOMY KaHAITY
HPOrpaMMHOTO — TEPMHHAIBPHOE COCIHHCHHE I10 KOMMYTHPYEMOMY
o0ecrieueHus

Tesle()OHHOMY KaHaly

Mopnewm - 370...
— II0YTOBas MporpaMma
— CeTeBOM IIPOTOKOJI
— cepsep UnTepuer
— TeXHU4YecKoe YCTPOMCTBO

Moaewm, nepenatomuii KHGOPMAIHIO CO CKOpocThio 28 800




Crpykry
PHBIA
JJIEMEHT
KOMIIETE
30005071

[Inanupyemsle
pe3yJIbTaThl
oOyueHus

O1eHOYHEIE cpe€acTBa

OuT/C, MOXKET Tiepenarh JaBe cTpaHuibl Tekcta (3 600 OaiiT) B
TEYCHHE. ..

— 1 MUHYTBI

— 1 4gaca

— 1 cexyHabI

— 1 gusa

DnexTpoHHas ovrta (e-mail) mo3BosIsieT nepenaBarh...
— TOJBKO COOOIICHHUS

— TOJIBKO (haiibl

— CO0001IeHUs U NIPUJIOKeHHbIe (ailibl

— BUACOU300paAXKCHUS

Kaxoit mpoTokoun sBisieTcst 6a30BbiM B MIHTEpHET?
— HTTP

— HTML

— TCP

— TCP/IP

Komnerotep, noakmoyeHHsli k MHTepHeT, 00s3aTenbHO
HMEET...

— IP-aapec

— Web-ceprep

— JIOMAIIIHIOI0 Web-CTpaHuIly

— JIOMEHHOE UMs

['unepccoiikn Ha Web - cTpanHuiie Moryr oOecneuuThb
Mepexo/l...
— TOJBKO B Mpefenax JaHHOW web - CTpaHUIIbI
— TOJBKO Ha Web - CTpaHUIIbl JAHHOTO cepBepa
— Ha 100y web - CTpaHUIly TaHHOTO PeruoHa
— Ha Jo0yw web - crpaHuny J1000ro cepsepa
HNurepHer

3agaH ajapec dBJEKTPOHHOM TMOYThl B ceTu Internet:
user name(@int.glasnet.ru. KaxkoBo UM BIIJIENbIIA
3JIEKTPOHHOTO ajapeca?

— int.glasnet.ru

— user_name

— glasnet.ru

— U

Bbpaysepsr  (mampumep, Microsoft Internet Explorer)
ABJIAKOTCA...
— cepBepamu HTEpHET




Crpykry

publid | [lnanupyemsbie
JJIEMEHT | pe3yJIbTaThl OneHoyHbIe CpeaCcCTBa
KOMIIETE o0y4YeHHS
HIIUU
— aHTHUBHUPYCHBIMU MpOTrpaMMaMu
— TPaHCISITOPaMH A3bIKa POTrPAMMUPOBAHUS
— CpeacTBOM NMpocMoTpa web-cTpaHuil
Web-crpanuiisl umMeroT hopmar (paciidpeHue)...
— *.ixt
— *.htm
— *.doc
— *.exe
Bnaners | HaBbikamu
: paboThI B . 1. BbipaGoTka  HABBIKOB  padoThl ¢
JIOKAJIBHBIX U perucrpanmeii JOKyMeHTOB
rJI00aTBHBIX
KOMIIBIOTCD HH' . Ynpasicnenue 1. Pecucmpayus 0okymenmos.
X COTAX, Ilenp ympakHEHUsS — TIOJIyY€HHUE TBEPAbIX HABBIKOB
HaBBIKAMU
paGOTE! co | PETHCTPAIIIH IOKYMEHTOB.
CTCHATNSHpO 3apanue 1. Cosganue paiinos
BaHHBIMU .
XpAHHTHITIAMA Coznars 4 ¢aiina, c koTopsiMHu Bbl B ocneayromiem Oyaere
JIAHHbIX paboTaTs:

e B Word (3asBieHue B IeKaHaT O JOMYCKe K
3aHsaTUsIM 10 JlokymeHnToo6opoty. dopma
— CTaHAAapTHOE 3asiBIECHUE),

e B OnokHoTe (OOBACHUTENbHAS O MPOMYCKE
3aHaTUd. @opma cBoOOIHAs),

e B Excel (pesynbrarel chnaum mocieaHeit
ceccun),

® HAUTM B KOMIBIOTEPE WM IEPEHECTH C
HOCHTEJIS, UM CO3aTh JIIOOBIM CPECTBOM

KapTUHKY  pa3MepoM  MPUOIU3UTEIHHO
4x5¢cM.
KommenTapuii. Co3nannpie  Qailibl  KaxabIM U3

YYaCTHUKOB TpYNINbl Ha 3aHATHM HEOOXOIWMO COXPAHUTH.
KonkperHoe MecTo He UMeeT 3HaueHus, J00H u3 (aiiios,
MIPUCOEANHEHHBIX K JIOKYMEHTY, 3aperHCTpPUPOBAHHOMY B 0ase,
COXpaHHUTCA BMECTE C JOKYMEHTOM B 0a3e M B MOCIEICTBUH
Oyzner nerko HaijeH nporpammoii. [lpumep QaitnnoB npuseneH B
MIPWIOKEHUH 1.

3agaHue 2. Perncrtpauma LOKYMEHTOB

3aperucTpupoBaTh 4 JOKyMEHTA:
e C co3naHHeiMH B | 3amaHum ¢ainamu moj




Crpykry
PHBIA
JJIEMEHT
KOMIIETE
30005071

[Inanupyemsle
pe3yJIbTaThl
oOyueHus

O1eHOYHEIE cpe€acTBa

pasHpIMU JaTtamMu B guamnazone  1-30
okTsiOpst  2005r.  ns  peructpauuu
JIOKYMEHTOB BBIOpaTh IMOTOK JTOKYMEHTOB
CBOCH Irpynibl. 3aMOIHUTH MMOJIE IpeduKca:
3a, 006, O, I'p, COOTBETCTBEHHO; BHIOpATh
rpud KonduaenuuanabHo.

KomMmenTapumu.

1.

He cnenyer myrars JlaTy peructpanyu 3JIeKTPOHHOTO
nokymenta u Jlary co3ganust ero (OymMa)xHOTO)
npenka. B ciaydae BXoISIIEro MOTOKa JOKYMEHTOB

nmone ¢ "Jlatoit  peructpaumu" = JOKyMEHTa
pacIlOJIOKEHO B TIEPBOM CTPOYKE IOJICH, a IOje ¢
"JlaToit" CcO3JaHusd papoaUTENs JIOKyMEHTA

pacmojiaraeTcs B TPETbEM CTPOKE, ITOCBSIIEHHON
OpraHU3aIMH-OTIPABUTEINIO.

AHAIIOTUYHO, HOMEp  pErHCTpalud  JOKYMEHTa
(ckenToe TmoONE B MEPBOM PsAY) TEeHEpUpyeTcs
CUCTEMOM, a HCXOJIIIMA HOMEp OOBIYHO YyXkKe
MIPOCTABJICH IpPH OTIpaBKE OT KOPPECHOHJEHTa B
Bamy opranuzanuio, OoH 3amoiHseTcs Bpy4dHYIO (C
OyMa)XHOTO HOCUTENII WIM 3TO — JaTa OTIpPaBKU
3JIEKTPOHHOTO MMCHhMa) B oenoe roJie
(HeoOs3aTeNnbHOE AJIS 3aMOJIHEHU ).

Bce momsg, B TOM d4ucie TOpOrpaMMHO  HE
KOHTpoJupyemblie (0enbiit (oH), B IEHCTBUTENLHOCTH
HE00X0IMMO 3aMOIHSTh. Bo-nepBbix, 3TO
MPEINICHIBACTCS MPAaBUIIaMHU JIOKyMEHTO000pOTa, BO-
BTOPBIX, CYIIECTBEHHO 00JIEr4aeT MOMCK JOKYMEHTA.
dopmoil perucTpaniud MOTYT OBITH MPETYCMOTPEHbI
Kak npedukc Kk HoMepy, Tak ¥ Tpud AOKyMeHTa. DTH
MoJIE B JAHHOM CJIy4ae CIYXKar JUisl TPYNIUPOBKH U
YCKOpPEHUs MOKMCKa IOKYMEHTOB.

3HaueHUss B TONSAX MOTYT Kak BHIOMpaThCcs W3
cloBapsi, TaK W  3alOJIHATBCS  MPOU3BOJIBHO.
[Ipennourenue creayer OTAaBaTh BbIOOPY M3
ClIOBapeil, Tak KaK HCIOJb30BaHUE CTaHIapTHBIX
3HaYeHUH YMEHBIIAET BEPOSATHOCTh PETUCTPALMH C
OLINOKO.

ITpu ommOoYHON perucTpanuu JOKyMEHTa B MOTOK, B
oluiemM ciy4ae HEAOCTYIHBIM MOJB30BaTENI0, ATOT
JOKYMEHT  OyJIeT  JIOCTyleH  TOJbKO  3TOMY
MOJIb30BATENI0 KaK PErucTpaTopy 3TOr0 JTOKYMEHTa,
HO He OyJeT BUJCH M JIOCTYINEH APYTrUM Y4acTHUKaM

1§0)7%000158

Ynpasicnenue 2. Ilouck 0okymenmoe.
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Llenp ympaxXHEHUsT — 3aKpEIUICHHE HaBBIKOB ITOMCKA
AOKYMCHTOB B PpPa3JIMUHbIX CUTyalUIX, Bblpa6OTKa YMCHHA
cienatb BBIOOPKY JIOKYMEHTOB B  Pa3IMYHBIX  pa3pes3ax
Pa3IUYHBIMU CIIOCOOAMHU.

CylecTByeT 4deThIpe BO3MOXHBIX BapuaHTa IOMCKA
JIOKYMEHTOB:

® [IOHCK JOKYMCHTOB,
® [IOHCK ITOPYYCHHIA;
e mowuck 1o dopme;

®  PaCHIMPEHHBIH MTOKCK.

3apaHue 3. HaitTu AOKYMEHTbI, 3aperucTpmpoBaHHble B 6ase

e Haiitu Bce JOOKYMEHTBI, COCTABJICHHBIC
Bamu BceMu BO3MOXHBIMH CITIOCOOaMU.
KommenTapuii. Kak Bbl nmomHure, A0KyMEHTOB OBLIO
yerbipe. Eciu Bwl npu peructpanuum 3anonHwin noie Kro
noanucal, to y Bac e Oyner npoGiem.
e Haiitu gokymeHT mo Homepy (IBa-Tpu
BapHaHTAa).
e Haiitn nOKyMEHTBI MO JaTe perucTpanuu
(1Ba-TpH BapHaHTa).
e Haittu nokymenTsl B TmOTOKE Barmeit
rpynnsl co cioBoM "pomyck" B mose
Kparkoe coJepIKaHue,
3aperucTpupoBaHHble Bammmu cocensmu
cJieBa M crpaBa (1Moclie0BaTeNbHO).
e HailTu [OKyMEHTHI  Bamlero MOTOKa,
uMerole "3aHa" B KpaTKOM COJEp KaHUU
W pa3HeIMH JaTamu B Auamazone 10-20
MapTa TeKyILEero roja.
e HaiiTu MakCUMaJbHOE YHCIIO JOKYMEHTOB
B nuamnaszone nar 10-30 mapra Tekymiero
roJia B IOTOKE CBOEH T'PYTIIIHI.
e Haiitu [OOKyMEHTBI C  COJEpKAaHUEM
"nexkan" u pgatamu ¢ 5 mo 20mapra
TEKYIIEro roja.
e Haiitu nokyMeHTHI ¢ "3aHAT" B KpaTKoOM
conepxaHuu 1 "2*" B HOMepe.

3apgaHve 4. HalTm OOKymeHTbl Mcnonb3ysa PacwmpeHHbin
MOWUCK.
e HaliTu JOKYMEHTBI, 3apErUCTPUPOBAHHBIE C
10 mapra Tekyuiero roja.
e Haiitu BCE JIOKYMEHTBI,
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3aperuCcTPUPOBAHHBIE JIIOOBIM U3  JIBYX
MPUCYTCTBYIOIINUX Ha 3aHATHU
CTyZIeHTOB(K) Tociie 15 mapra TeKkylero
roja.
e lcnonb3ys NOpeaplaylIui 3ampoc CY3HUTh
MOMCK IyTeM YTOYHEHHUS KOHTEKCTa
"nexan".
e Haiitu Bce JOKYMEHTHI, MOAMNCAHHbBIE
(KOppecrnoHAeHT)  JIOBIM U3 JBYX
coceeii(oK), MPUCYTCTBYIOIINX Ha
3aHATUH, COJEpKAIINE O0OBICHUTEIbHEIE.
KommenTapuii. Mcnons3yercs 3HaueHue B IIOJIE
Perucrparop.
OIIK-4 BnameHueM HaBBIKAMU  HCIIOJIB30BAHMUS  KOMIIBIOTEPHON TEXHUKH H

WH(OPMAIIMOHHBIX TEXHOJIOTHA B TIOMCKE HCTOYHUKOB U JIUTEPATYPhI, HCIOIH30BAHUU
MIPaBOBBIX 0a3 IAHHBIX, COCTABJICHUU OMOIMOTpaUUECKUX U apXUBHBIX 0030pOB

3HaTh [IpuHuuMIBI 1. TlonsTHe aBTOMaTU3MPOBAHHOTO paboyero mecta (APM).
JIEUCTBHUS u APM kak WHCTPYMEHT Ui palMOHAIM3ALUU U
KOHCTPYKTUBH WHTEHCU(UKAUM  YIPABICHUYECKOW  JIESATEITbHOCTH.
bIe Haznauenne APMa, ero ¢yHnkuuu, cTpykTypa, obnactu
0COOEHHOCTH npuMeHeHus. Mecro APMa B CTpyKType CHCTEMBI
Ppa3IUYHbIX aBTOMAaTHU3alUU YIPABJICHYECKOU JIeSATEITbHOCTH.
TEXHUUYECKUX Pacnpenenennsie APMbl u  cuctembl  00pabOTKH
CpEXCTB nHpopMaLnu.
yIpaBJIECHMUS, 2. Knaccudukanus U apXUTEKTypa CUCTEM
UX  TEXHHKO- JIOKYMEHTAI[MOHHOT0 00ECTIeUeHUs yIIpaBICHUS
IKCILTyaTalo 3. JexoMmo3uus CUCTEMBI aBTOMAaTH3aLUH
HHBIE yIpaBiIeHUYECKON aesaTeabHOCTH. CHUCTEMHBIH MOIXO0J K
XapaKTepUCTH JEKOMNO3UIMU. [IpUHIMIBI EKOMIO3UIIMM CUCTEMBI.
KU Knaccudukanus MeTogoB M CpeACTB JACKOMIIO3UIIUU.
Opranu3zanvoHHass M (QYHKUMOHANbHAs  CTPYKTYpHI
CUCTEM ABTOMAaTHU3UPOBAHHOTO YIPABIICHHUS.
IMoncucrembr u. 3amaun. OCOOEHHOCTH APXUTEKTYP
COBPEMEHHBIX  KOMITBPIOTEPHBIX  CHUCTEM  0O0pabOTKH
uHpopmanuu B opuce.
4. AnnapatHoe obecriedeHue cucteM apToMaruzanuu J10Y
5. Krnaccudukanus annapaTHsIXx cpeacTB. Paznuuus BHyTpH
KJIacCOB. MMUHHMMANBHBI M  ONTUMAIbHBIA  HAOOPHI
anmnapaTHbIX cpecTB A aBToMaruzauuu J[0Y.
6. Ilporpammuoe oOecrieueHHE CHCTEM aBTOMATH3aIlUU
(0%
YwMmers: | Ilonp3oBarbes IIpomexxyTOUHBIN TECT
pacnpocTpaHe
HHBIMU Kakoit w3 cnocoboB moakmioueHus K  MHTepHeT
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MOMCKOBBIMU | oOecrieynBaeT HauOOJbIINE BO3MOXHOCTU [UISl JIOCTyNa K
CUCTEMAMH, nH(OPMAIMOHHBIM pecypcam?
TEMaTH4ECKUM — NOCTOSIHHOe COelMHEHHe 10 ONTOBOJOKOHHOMY
1 KaHaJTy
pyOpuKaTopam — yJIaJICHHBIN JOCTYyI o KOMMYTUPYEMOMY
u, TeneoHHOMY KaHaTy
TCMaTH4CCKUM — TIOCTOSIHHOE COEIMHEHUE o BBIJICJICHHOMY

M KaTtaJloraMmu

TeneOHHOMY KaHaIy
TEPMUHAIBHOE COEOWHEHHUE 110 KOMMYTHPYEMOMY
TeneoHHOMY KaHaTy

Mogem - 370...
— IIOYTOBAsI MPOrpaMMa
— CEeTEeBOM MPOTOKOJ
— cepsep UnTeprer
— TeXHU4YecKoe YCTPOCTBO

Moaewm, nepenaromuii KHGOPMaIHO co CKOpocThio 28 800
out/c, MOXeT mepenarb ABe cTpaHulbl Tekcta (3 600 OaiiT) B
TEUYCHUE...

— 1 MuHYTHI
1 yaca
1 cexyHabI

1 musa

OnekTpoHHas nouta (e-mail) mo3BosisieT nepeaaBarh...
TOJIBKO COOOILIEHUS

TOJIBKO (haiiibl

COO0IICHHS M TPHJIOKeHHBbIE (PaiiJIbl
BUJICON300paKEHUS

Kakoii mporoxon siisiercs 6a3oBbiM B UHTEpHET?
HTTP

HTML

TCP

TCP/IP

Kommnbrotep, mojakito4YeHHbIH K MHTEpHET, 00s13aTeIbHO
MeEeT...
— IP-aapec
Web-cepsep
JIOMAITHIOI Web-CTpaHHIly
JTIOMEHHOE MMSI

I'mnepcepiikn Ha Web - crpanuie moryt oOecreduTb
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Mepexo/...
— TOJIBKO B IpeJiesiax JaHHOH web - CTpaHHUIIbI
— TOJIKO Ha Web - CTpaHUIIbI TaHHOTO cepBepa
— Ha o0y web - CTpaHHIly JaHHOTO peruoHa
— Ha Jaw0yro web - crpanuny Jw0oro cepsepa
HNurepHer
3amaHn azgpec DJIGKTPOHHOW TMOYThl B ceTu Internet:
user name(@int.glasnet.ru. KakoBo uMms BJIa/IeNblla
3JIEKTPOHHOTO ajipeca?
— int.glasnet.ru
— user_name
— glasnet.ru
— Iu
Bpaysepsr  (mampumep, Microsoft Internet  Explorer)
SIBIISTEOTCSL. ..
— cepBepamu MHTepHeT
— aHTHUBHUPYCHBIMU MpOTpaMMaMu
— TPaHCISITOPaMH A3bIKa MPOTPAMMHUPOBAHUS
— CpeacTBOM NpocMoTpa web-cTpaHuIg
Web-crpanunpst umerot Gopmart (pacumpeHue)...
— *.ixt
— *.htm
— *.doc
— *.exe
Bnaners | HaBelkamu
: UCIIOJIb30BaHU J PepakTupoBaHne J0KYMEHTOB
A Crnenyer 4eTKO pas3iinyaTh: B KAKOM PEXHME HaXOIUTCS
KOMITHIOTEPHO
N JTOKYMEHT - PeKUME PEIaKTUPOBAHHS JOKYMEHTA WM B PEKHME
M TeXHUKH M| 14515x0 mpocMoTpa. Bo BTOpOM cirydae HEBO3MOXKHO COXPAHHT
uH(pOpMaLOH
ceNaHHble, Ka3aJoCh Obl, N3MEHEHUs (PEIaKTOPCKUE MPABKHU) B
HBIX . JOKYMeHTe (MJIM TOJIbKO B TpUCOeAMHEHHOM ¢aiine). Ecmu
TEXHOJIOTHH B
JOKYMEHT HaXOIUTCS B PEXHME PEAaKTHPOBAHUS Y KOTO-ITHOO,
fioncke TO OH JIOCTYIIEH TOJBbKO B pEXKHUME NPOCMOTpa A JAPYrHX
MCTOUHNKOB 1 | 6 1p30BaTENCIH.
JTUTEPaTypPHI,
UCIOJIb30BaHU
. Ynpasicnenue 3. Peoakmuposanue 0okymenma
U TIPaBOBBIX
KommenTapum.
0a3  JaHHBIX,
1. YrtoObl BHECTH Kakue-TMOO M3MEHEHUS B JIOKYMEHT,
COCTaBJICHUHU
HEeoOXOIMMO €ro B3ATh Ha penaktupoBanue. s
oubmorpaduy

9TOro HGOGXOZ[I/IMO HICJIKHYTb MBIIIBKO IO KHOIIKC
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CCKHX u Hauate pemakTupoBaHue K (WM TYHKT MEHIO
apXHBHBIX PenaktupoBanne= B3sATh Ha pelaKTUPOBAHUE).
0030poB 2. OueBuJHO, YTO OJHOBPEMCHHAs pabOTa HECKOJIbKUX

IIOJIB30BATEIC CHCTEMBI C OJHMM H TEM K€
JOKYMEHTOM MOET IIPUBECTU K PACCOIIaCOBAaHUIO B
naHHbIX. [l TOro 4TtoOBI NperoTBpaTUTh 3TO, B
cucreme EB®PAT-JlokyMeHTOO00pOT peain30BaH
MeXaHu3M OJOKMpPOBaHUS  JIOKyMeHTa. 3abupas
JOKYMEHT Ha pEIAaKTUPOBAHME, IIOJIb30BATEIb TEM
caMbIM JIMIIAET APYTUX I0JIb30BaTENIEH BO3MOKHOCTU
BHOCHUTH B 3TOT AOKYMCHT H3MCHCHMU:. Iloka oH He
3aBepILUT PabOTy C JOKYMEHTOM, HUKTO, KPOME HETO,
HC CMOXCT pCAAKTUPOBATL 3TOT AOKYMCHT (BHOCI/ITL
U3MEHEHHUS B PETUCTPALUOHHYIO KapTOUYKY
JOKYMEHTAa, N00aBIATH WA peaakTUpoOBaTh
NPUCOETUHEHHbIE K JOKYMEHTY (Qaiisibl, c03/1aBaTh
WIM  HU3MEHATh  TOPYYEHUS MO  JOKYMEHTY).
3a0JIOKUPOBaHHbBIN  JTOKYMEHT JIOCTYNEH JApYruM
IIOJIB30BATEIIAM JIMIIb 71 IPOCMOTPA.

3. Jlns pa30ia0KUpOBaHUS JOKYMEHTA CIIEAYeT IIEIKHYTh
MBIIIBIO II0 KHOINKE 3aKOHYHUTH PEAAKTUPOBAHUE C

COXPAaHEHUEM Zll (nnm MTYHKT MEHIO
PenaktupoBanne= 3akOHUUThH PEJAKTHPOBAHNUE).

4. Jlna 3aBeplieHUs] peJaKTUPOBaHUS JIOKyMeHTa 0e3
COXpPAHEHHUS W3MEHEHMH ILEJIKHUTE MBI 110
KHOMNKE 3aKOHYUThH pellaKTUpOBaHHE 0€3 COXpaHEHUs

3 |

=% pIM BBINOJHUTE KOMaHAy PenaktupoBaHue=
OTMEHUT pEeNakTUPOBaHHWE M 3aKpOMTE  OKHO
JOKyMeHTa (MMyHKT MeHto JlokymeHT= Bbixon).

3aaaHue 5. HenocpeacTBeHHOE peaakTMpPOBaHKE.

e B3saTh Ha penakTUPOBAHHME CBOE 3asBICHUE B
JeKaHaT ¥ U3MEHHUTH pa3Mep mpudTa ero mamnku.

e BriiTu W3  peKMMa  PENAKTUPOBAHUA  C
COXpaHEHHEM JIOKYMEHTa. YOemuThCsA, UTO
MPUCOSANHEHHBIN (ailm  coxpaHeH BMecTe ¢
MPOJIeTTaHHBIMU U3MEHEHHUSIMU TEKCTA.

KommenTapumn.

1. IllenkHyB nOBaXIbl MO JOKYMEHTY, BBl OTKpoete
HOBO€ OKHO C JIaHHBIM JOKYMEHTOM B pEXUME
MIPOCMOTpA.

2. Jlna Toro, 4ToOBI BIOCIEICTBHM MOXHO OBLIO
COXPaHUTh HM3MEHEHHUS B JIOKyMEHTE, HE0OXOAUMO
B3STh €r0 Ha peAaKTUPOBAHUE.

3. OTKpBIB NPUCOCAMHEHHBIA (Haiil B MPOCMOTPIIUKE,
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Bbl ¢akTHuecku He CMOXETe ero OTPedaKTHPOBATh.
J1st 3TOro HEOOXOIUMO SKCHOPTHPOBATH (ailn B MS
Office, Ha)xaB Ha COOTBETCTBYIOILYIO KHOIIKY.

4. Tlocne pemaktupoBaHus (aili MOKHO COXPAaHUTDH
OJHUM HU3 JABYX cnoco0oB: uinu CoxpaHUTh, WIU
Coxpanuts kak. Bo BTOpoM cityuae He0OX0IUMO €ro
COXpaHUTh IIOJl TeM € HMEHEM, yKa3aB TOYHOE

MECTOHAXOXKICHHUE.

5. Berittu u3 MS Office.

6. YOemutscs, uro Qaiin Bel oTpegakTupoBaiy, BHI3BaB
IIpocmoTpuuka.

3agaHne 6. PepgaktmpoBaHMe  OOKyYMeHTa  nyTem
npucoegmHeHna Hosoro danna.

Hcnonb3yiiTe KOMMEHTAapUU K YIPAKHEHHUIO.

e Haiitu O0bsicHUTEIBHYIO cocenia(Ku).

e B3aTb TOKYMEHT Ha pelakTHpPOBaHHUE.

e OrpenaktupoBath jgokymeHt B \Word:
noanucath "OTpenakTUpoBaHO (KeM), Aara

n

e CoxpaHuTh ¢ailll C HOBBIM UMEHEM ...-1.

e [lpucoenuHuTs (haitsn K JOKYMEHTY.

e (CoXpaHHUTbH JOKYMEHT.

3apaHue 7. PepgaktpoBaHue OOKYMEHTa NyTem CBA3bIBaHUA
C HAM OPYruUX SOKYMEHTOB.

KommenTapumu.

1. B HekoTOphIX ciaydasx yAoOHO K TEKyLeMY
JOKYMEHTY, COJEpKalleMy, BO3MOXHO, HE OJUH
MPUCOCTUHEHHBIH (aiii, NMPUCOEAUHUTH eIle OJUH
1581078 HECKOJIBKO JIOKYMEHTOB BMECTE c
CoJIep KalIMMHUCS B HUX BCeMH (aitnamu.

2. Cnemyer MOMHHTB, KX pa3 MUCIIONB3YIOTCS JTUIIIb
CCBUIKHM Ha YIIOMHUHAaeMbI€ B JOKYMEHTaxX (paiiibl.

3. JlaHHBI MeXaHW3M Yalle BCETO HCIOJB3YEeTCS IPH
CO3JaHUU CJIOKHBIX OTYETOB [0 BBIIIOJIHEHHBIM
MOPYYEHUSIM, CBA3AHHBIM C TaHHBIM JOKYMEHTOM.

e B34Tb Ha peNaKTUPOBAHUE IOKYMEHT CO CBOUM
3asiBICHUEM.

e Cpsi3arb C HUM JOKYMEHT €O CBOMMH
pe3yJIbTaTaMU CIa4M ITOCJIEIHEN CECCHU.

e (CoxpaHMTb [JOKYMEHT WU BBIUTH M3 pEKUMaA
peaaKTUPOBaHUS.
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° 3. Oo0men COO0IIEHUAIMH MexKIy
M0JIb30BaTeISIMH.

B mporpamme, aHaNOrMYHO  IOYTOBOM, HMeEETCs
BO3MOXXHOCTh ~ IIOYTOBOTO OOMEHAa  COOOIIECHUSMU  MEXIY
3aperucTPUPOBAHHBIMHU I10JIb30BATEISIMU CUCTEMBI.

B riiaBHOM OKHE B JIEBOM €ro 4acTH HMMEIOTCA NanKH
Bxoasimmme u Hcexomsimme. Yucio NOKAa3bIBAET KOJIMYECTBO
coJiepKaluxcs B mamnke cooOmieHuil. [lanky MOXKHO pacKpbITh,
LIEJIKHYB 10 HEW MbIbIO. B 3TOM citydae crpaBa, B BEpXHEH
4acTU OKHA, JIaeTCsl CIIMCOK COOOIICHM, B HUKHEH 4acTU OKHA
MTOKAa3bIBAETCSl TEKCT BbIJEIIEHHOro coobmeHus. K coobmienuro
MOTYT OBITh NPUCOEIWHEHBI 3apETUCTPUPOBAHHBIE B CHCTEME
JOKYMEHTHI WiH Jro0bie (aiiinpl. CucoKk cOOOIIeHUsT BMECTE C
BIIO)KEHUSIMU MOXET OBITh JIETKO PACKPBIT WM CBEPHYT,
rpynmnupoBka HanomuHaeT MS Excel.

Jns cooOmenunii B mnankax Bxoasimme, HMcxomsimue
0TOOpaXaroTCsl PEKBU3UTHI: TeMa COOOIIEHMSI, 1aTa OTIPABICHUS
U TIOJIy4eHHs COOOLIeHMs, OT KOro M KOMY HalpaBieHO
coobmienue. Ilopsmok monel MOXHO HM3MEHSITh, MEPETaCKUBAS
MBIIIBO.

JIns TOKyMEHTOB M MOPYYEHUN 337aeTCs TAKKe MPHU3HAK
JIOKyMEHTA («ckpemnkay), Ha3BaHHE JIOKYMEHTA,
pEruCTpallMOHHBI  HOMEpP JOKYMEHTa, TEKYIIEee COCTOSIHHE
JOKYMEHTa WJIM MOPYYEHHUs, CIIMCOK HCIOJHUTENEH MOPYYEHUs,
KOHTpOJbHas M (hakTUYecKash Jara HCIHOJHEHHUS JIOKyMEHTa
(mopyueHwus), 1aTa Havyajga UCIOJHEHHs TOKyMeHTa (IOpy4YeHHUs),
KOHTpOJIEp, MOTOK, K KOTOPOMY OTHOCHUTCS JAOKYMEHT. Tekymiee
COCTOSIHME  OIPEAEIAETCS  CUMBOJIMYECKHM  PA3HOLBETHBIMU
ukonkamu. B mone Koutponmep oroOpaxkaercsa Qamuims
COTPYIHHUKA, 3apETUCTPUPOBABILIErO JOKYMEHT B CHCTEME, U
(hamMuIIMsE KOHTpPOJIEpA IO IOKYMEHTY (B CKOOKax).

IIpocmarpuBas nanky Ha KOHTpoJie, KOHTpOJIEp CIEAUT 3a
XOJIOM HCIOJHEHMS IOpy4YeHUH 1o JokymeHTaMm. llpum
MOJIYYEHUU YBEJAOMJICHMSI WJIM HAlOMHHAHMUS O MPUOIMKEHUU
CpOKa HCIIOJIHEHHs KaKoro-iubo MOpy4YeHHs KOHTPOJIEP MOKET
MPOCMOTPETh JOKYMEHT MWJIM MOpPYyYEHHUE, IBAXIbl UICIKHYB
MBIIIBIO 110 €70 HAa3BaHUIO.

AHAJOTMYHO  WCIOJHMUTENb, MPOCMATpUBasi  MANKy
IMopyyenusi, uuTaeT yBEAOMJIEHUS W HAMIOMUHAHUA IO
Ha3HAYEHHBIM €My IMOPYYEHMSIM, IPOCMATPUBAET MOPYUYECHHS U
JOKYMEHTBI U T. II.

o Ynpasicnenue 4. Oomen unoueudyanvnvimu
COOOUECHUAMUL.
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3apaHue 8. OTNPaBUTb U NONYYUTL COOOLLLEHMA.

e BepHyTbCs B TJaBHOE OKHO CHCTEMBIL.
[TpocMOTpeTh Manku ¢ COOOIIEHUSIMH.

e Hamucares muceMo coceny(ke) cropaBa, B
KOTOpOM cooO0muTe, 4To BbI BBIIONHSETE
3ajaHue 9, W TONPOCUTE OTBETUTh U
COOOIINTh, KaKoe 3aJaHue BBIOJIHACT
oH(a).

KommenTapuii. HeoOxoguMo H HakaTh Ha KHOIKY
Paccbliika JOKYMEHTa |, HIM BBIOpaTh IyHKT MEHIO
Joxymentoodopor=HoBoe coodmenne. Tem caMbiM OTKpOETCS
¢dopma PerakTupoBaHue cOOOIIEHHUS.

e [IpocmoTpuTe MOTydYEeHHBIE COOOIICHUSI.

. Ynpasnenue 5. Paccvinka cooowenuil.

3apaHue 9. Pazocnatb COObLLEHNA NO CNMCKAM PACCbUIKK.

e CocTaBUTh IUCBMO, B KOTOpOM Bbl
MO3APABISAETE C PErUCTPAIMEd B CHCTEME:
"TTo3apasnsito Bacc ...".

e BriOpare  cnucok  pacceuiku  Beem
N0J1b30BaTeIIM, OTIPABUTHL IHMCHMO IIO
3TOMY CIIUCKY PACCBUIKH.

e Jlo cmucky pacceuikd Bama rpymnma
clieNnaTh PacChUIKY COOOLIEHUs, O TOM, 4TO

3TO — TECTOBasl pacchbulka C MPOCHOOM
HOJTBEPJUTH NOJTyUECHHUE.
e [IpokoHTpOIMpPOBATH oOMeH
COOOIIIEHUSMHU.
. 4. IlpaBa 1ocryna K J10OKyMEHTY.

[Io ymomyaHuIO JOCTYm K CO3JaHHOMY JOKYMEHTY
OCYILIECTBIISIETCSl COTJIACHO IIpaBaM JIOCTYIA, YCTAHOBJIEHHBIM
JUIS  TOTOKa  JOKYMEHTOB, K KOTOPOMY  IPHUHAAJIEKUT
peructpupyemblii 1okymeHT. Ho Bbl MoxeTe M3MeHMTH IpaBa
JO0CTyNa K JOKYMEHTY, Ha3HauuB MEpPCOHAJbHBIE MpaBa JOCTYIIa
K 3TOMY JOKyMeHTy. KpoMme Toro, o ymMoiuaHuto rpasa J0CTyIa
K JIOKYMEHTY aBTOMAaTMYeCKHd IPUCBAUBAIOTCS  CUCTEMOM
HCIIOJIHUTENSAM NOPYYEHUH M COIVIACOBaHWM (BpEMEHHbBIE IpaBa
JIOCTYIa) Ha BPEMS BBIIIOJHEHHs UMH paboT MO0 JOKYMEHTY.

Ecin ycraHoBiIE€HBI NEpCOHAJbHBIE IpaBa JocTyna K
JOKYMEHTY, TO OCTaBUIMECS COTPYAHMKH OpIaHM3ALMH, IaxKe
€CTd OHM 00JaJaloT MPaBOM JOCTyNa K JOKYMEHTaM 3TOTro
IIOTOKA, HE OyJIyT UMETh JOCTYN K IaHHOMY JJOKYMEHTY.
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Ha3HaueHue nepcoHanbHBIX NpaB JOCTYNA Ha JTOKYMEHT
MO>KHO OCYIIECTBUTH HE TOJIBKO IPH PErHMCTPalU JOKYMEHTA,
HO | B JIFOOOH JIPyroil MOMEHT BPEMECHH.

YroObl Ha3HAYUTH IEPCOHAJBHBIC MpaBa JOCTyHa Ha
JOKYMEHT, BBIITOJIHATE CJICAYIOIINE NEHCTBHSA:

® BO3BMHUTE JIOKYMEHT Ha pPEIaKTHUPOBAaHUE
(eciu BBl pETUCTPUPYETE HOBBIM JOKYMEHT,
TO  JOKYMEHT YX€ HaxXxOIUTCA Ha
PEIAKTUPOBAHUN);

e BblOepUTE B MEHIO IMPOTrPaMMBbl ITYHKT
JNoxkymenr=IIpaBa nocryma. Ha skpane
MOSIBUTCS IMAJIOT YCTAaHOBKH I1PaB;

e ycraHoBUTE (uiarM B yeK-OOoKkcax B IoJie
Yrenune U4 TEX JIML W3 CIHCKA
IHonb30BaTens, KOTOpBIE MOTYT
IIpocMaTpuBaTh AOKyMeHT. M ycraHoBuTe
¢dnaru B yek-O0kcax B mosie 3amMch ISt
T€X JIML, KOTOpPbIE MOTYT 3TOT JOKYMEHT
PEIAKTUPOBATh.

e ecid HEOOXOOUMO J100aBUTh HOBBIX JIUI]
(umu TpymI), INEJIKHUTE MBIIBIO Ha
kHonke JlobaBuTh ®  BBHIOEGpUTE B
MOSIBUBLIEMCSI OKHE COTPYJHUKOB,
KOTOpBIE OyIyT J00aBIEHBI B CIIUCOK JIHUII,
UMEIOIUX JOCTYyl K PEJaKTUPYEMOMY
JIOKYMEHTY.

BpemenHble IpaBa AOCTyIa NPUCBAUBAIOTCA COTPYAHHUKY
CHUCTEMOM aBTOMAaTHMYECKM M aBTOMAaTMYECKH OTHUMaroTcs. Tak
KOHTpPOJIEp IOJIy4aeT BPEMEHHOE IPAaBO YTEHHUS IOKYMEHTa [0
T€X TOp, TOKa OH SBJAETCS KOHTPOJEPOM IO JaHHOMY
JNOKYMEHTY. OTBETCTBEHHBIN MCIIOJIHUTEND MOPYUYEHHSI M1OJIY4aET
nu00 MpaBO YTEHUs JOKYMEHTa, JIMOO MpaBO €ro M3MEHEHHs.
CoucnonHuTenp MOPYYEHMs] TOJIY4YAeT TOJIBKO MpPaBO UTEHUS
JOKYMEHTa. DTH TpaBa JAl0TCs ¢ Hayaua ACHCTBUS MOPYyUYEHUs U
JI0 CHATHUSA ero ¢ KoHTpousd. [lonb30Barens, KOTOPOMY JOKYMEHT
HampaBJIeH Ha COTJaCOBAaHME, MOJIY4YaeT TOJILKO IPaBO YTEHUs
JIOKYMEHTA.

AHaJOrM4HO, MpaBa JOCTyla MOXHO Ha3HAUUTh WIH
n3MeHuTs Posim.

[TIpu BbIOOpe Briagku ['pymmbl gocTyma perucrparop
MO’KET Ha3HAYUTh MpaBa JOCTYyINa HE OTAEIbHBIM COTPYIHUKAM, a
LIEJION IpymIie COTPYIHUKOB, OOBEINHEHHBIX B TaK Ha3bIBAEMYIO
rpynny gocryna. B aTom ciydae aHaJlorMuHblE IIpaBa J0CTYIIa
MOJIy4aroT BCE COTPYAHUKH, BXOAAIIME B BBIOPAHHYIO IpPYIILY
JocTymna.
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OIIK-6  crmocoOHOCTBIO  pemiaTh  CTaHAApPTHBIE — 3amayd  IpodeccHoHaIbHON

JACATCIIBHOCTH Ha OCHOBC

UHPOPMALIMOHHOM ©  Oubmmorpaduveckoil KymabTypbl C

MMPUMCHCHHUECM I/IH(bopMaHI/IOHHO'KOMMYHI/IKaHI/IOHHI)IX TEXHOJIOTHI H C YUYETOM OCHOBHBIX

TpebOBaHM
3HaThb npodeccuoHan
BHYIO 1. Knaccudpukamusi mOporpaMMHBIX CpeAcTB. Pazmuuus
TEPMHHOJIOTH BHYTPU KJIACCOB. becrulatHoe, yCIIOBHO-ILUIATHOE U
10, KOMMEpUecKoe IPOrpaMMHOE obecnieyeHue.
3aKOHOJATENb DyHKIMOHAI IIPOrPaMMHOT0O o0ecreyeHus.
HYIO u MuHuUMaJIbHBIA U ONTHUMAJIbHBIM HAOOPBI MPOrPaMMHBIX
HOPMAaTUBHO- cpeacts ans  aroMarusaumu JIOY B opraHmsanmsx
METOUYECKY Pa3IMYHOTO NPOPUIIS.
10 0asy, 2. IlpoGnembl BBIOOpAa H  ONTUMH3AIMU  aNapaTHO-
peraaMeHTupy MIPOrPaMMHBIX KOMIIJIEKCOB.
IOLYIO 3. Bribop IIPOrpaMMHO-AMIAPaTHBIX KOMIUIEKCOB
IPUMEHEHNE aBromaruzauuu JJOY
UH(POPMALIMOH 4. Knaccudukauus xomiuiekcoB aBToMaTtuzanuu J(OVY.
HBIX CpaBuutenbHblil aHanu3 cucreM 210, npeacTaBieHHBIX
TEXHOJIOTUN B Ha Poccuiickom peiake. Kpurepuun Beibopa.
JeSITEIIbHOCTH
OpraHu3aluin
YmMerp: | OpranusoBarb IIpomeKyTOUHBIN TECT
aBTOMATHU3UPO
BaHHOE Kakoit u3 cmocoboB moakimtoueHuss Kk MHTepHer
pabouee MecTo |oOecnieunBaeT HauOOJBIIME BO3MOXKHOCTH JJs JOCTyNa K
UL MH(OPMAaIMOHHBIM pecypcam?
BBITIOJTHCHU ST — IIOCTOSIHHOE€ CO€JHHEeHHe 110 OITOBOJOKOHHOMY
paboThI C KaHAJIy
HCTI0JIE30BaHU — yJIalleHHbIN JOCTYII 1o KOMMYTHPYEMOMY
€M HOBEHIIHNX Tesie()OHHOMY KaHaly
NporpaMMHO- — IIOCTOSIHHOE COEIMHEHNE o BBIJICTIEHHOMY
TEXHUICCKUX TerneOHHOMY KaHAITy
u — TEPMHUHAIBHOE COEAUHEHHE 110 KOMMYTHPYEMOMY
OpraHu3alnoH Tene(OHHOMY KaHaITy
HBIX CPEICTB
Mogem - 370...
— TO0YTOBas MporpaMma
— CETEBOM MPOTOKOJI
— cepsep UnTeprer
— TeXHUYecKoe YCTPOMCTBO
Monewm, nepenatomuii ”HGOPMAIHIO co CKOpocThio 28 800
ouT/c, MOXET mepenarh ABe CTpaHulbl Tekcta (3 600 Oaiit) B
TEYCHHE...
— 1 MuHyTHI
— 1 yaca
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— 1 cexyHabI
— 1 gusa

DnekTpoHHas ouTa (e-mail) mo3BoJsieT epeaBarh...
— TOJBKO COOOLICHUS

— TOJIBKO (haiibl

— COO0IIeHMs] U PUI0KeHHbIe (ailiibl

— BUACOU300paXKEHUS

Kaxoit mpoTokoun sBisieTcst 6a30BbiM B MIHTEpHET?
— HTTP

— HTML

— TCP

— TCP/IP

KommnbroTep, moakimo4YeHHbI K HTEpHET, 00s3aTelbHO
UMeEeT...

— IP-aapec

— Web-cepaep

— JIOMAIIIHIOI0 Web-CTpaHuIly

— JOMCHHO€ UM

I'unepcceiniku Ha Web - crpanuue Moryt oOecrneuyuTb
Mepexo...
— TOJIBKO B IpeJieNax JaHHOH web - CTpaHHUIIbI
— TOJIKO Ha Web - CTpaHUIIbI JTaHHOTO cepBepa
— Ha J1t00y10 web - cTpaHHUIly JaHHOTO pernoHa
— Ha Jo0yw web - crpanunmy J000ro cepsepa
HNurepHer

3agaH ajapec DJEKTPOHHOM TMOYThl B ceTu Internet:
user name(@int.glasnet.ru. KaxkoBo UM BIIaJeNbIIa
3JIEKTPOHHOTO aapeca?

— int.glasnet.ru

— user_name

— glasnet.ru

— I

bpayzepsl (mampumep, Microsoft Internet Explorer)
SABJIAKOTCAL...

— cepBepamu MHTEpHET

— AHTUBUPYCHBIMU IIPOrpaMMaMu

— TPaHCIATOPaMU SA3bIKA IIPOTPaMMUPOBAHUSA

— CpeAcTBOM NMpocMoTpa web-cTpanun
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Web-ctpanuiisl uMeroT hopmar (paciidpeHue)...
— *.xt
— *.htm
— *.doc
— *.exe
Bnaners | HaBbikamun . Ynpaoswnenue 6. Hasnauenue u usmenenue npae
: CaMOCTOSATCIIb | docmyna K OOKYMeHmY.
HON PabOTHI ¢
UH(pOpMaLMOH 3apaHne 10. 3agaHve nepcoHanbHbIX MpasB AoCTyna K
HBIMH [OKYMEHTY
TEXHOTOTHAMH e B34rp Ha pelakTHUpOBaHHE CBOM JOKYMEHT
: ¢ rpaduueckum (aitnom. 3anoMHHUTH €ro
PUMEHSIEMbIM HOMeEp.
" B e 3agarh creAylollue IpaBa JOCTyNa K
JIeATEIIbHOCTH JIOKYMEHTY:
COBPCMCHHBIX = coceny(ke) cmpaBa — TOJIBKO Ha
OpraHu3anuin uTenme;
= coceny(ke) cieBa — Ha YTEHHE U
3anmuch.  BeliTM U3 pexxuMa

PEIAKTHPOBAHUS C COXPAHCHUEM.

e OrtnpaBuTh COOOIIEHUE COCENsIM CJeBa U
crpaBa c mpocwOoi: HallTu mgokymeHT c
Homepom  (Bet  3amomuunm).  Ecnum
HaWAeTCs, TO B3ATh Ha PEIaKTHPOBAHWE.
JloGaBuTh cebs K aBTOpaM JIOKyMEHTa
(mognucano). Coxpanutb. OTnpaBuTh
coobieHre k BaM, B KOTOpOM COOOIIUTH O
pe3ynbpTaTax paboTHI.

e [lomyunts 00a cooOmIeHUS OT cecenei u
yOenuThcs, 9TO pe3yabTaThl
COOTBETCTBYIOT OXKHJIAHHUSIM.

3apaHue 11. U3meHeHMe NpaB AO0CTYNA K AOKYMEHTY

e Bs3arh Ha penakTUpoBaHue Barn 1OKyMeHT.
e lI3MeHUTH MpaBa qOCTyMA: 3aKPHITh TOCTYI
coceny(ke) cneBa. 3amuCh. BbIiTH U3
peKHMa PETAKTUPOBAHMSI C COXPAHCHHUEM.
e OrnpaBuTh aHaNOrvMuHble 3agaHuI0 9
COOOIIEHUS:
= coceny(ke) cieBa;
" HE CMEXHOMY IPUCYTCTBYIOIIEMY
Ha 3aHATHH CTYIACHTY(KE).
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[Tomyuuts OTBETHI oT oboux
KOPPECHOHJIEHTOB U yOeAuThCs, YTO
JIOKYMEHT HEJIOCTYyeH HH TOMY HH

JpyroMmy.

3apaHue 12. 3apaHue npas focTyna [pynne goctyna.

B3satb TOT xKe JTOKYMEHT Ha
pEIaKTUPOBAHUE.

BbI3BaTh OKHO 3ajgaHusi IpaB JAOCTyIHa.
3ajarh mpaBa JOCTyIAa K JOKYMEHTY IS
JIpyroi rpymnmsl Ha BkiIaake I'pynnsl
AOCTYIHA.

YOenuthcs, uyTO 3aJaHbl IpaBa Ha YTEHUE.
3anate npaBo Ha u3MeHeHue. COXpaHUTH.
BeliiTh U3 pexuMa penakTUpOBaHUS C
COXPAHEHHUEM.

[lepeiiTu B TIJIaBHOE OKHO MPOTPaMMBbI
EB®PAT-10kyMeHTO000OPOT. Cosnath
Ionck TOMBKO YTO PEAAKTUPOBAHHOTO
JTOKyMeHTa. YOeauThCcsi, YTO OH He
HaxoauTcs (HEIOCTYNEH JUisi YTCHHS I10
npaBuly yMmoidaHus Bam kak uieHy
TPYyNIbl €  JOMYCKOM K JOKYMEHTaMm
BaIIleTO MOTOKA).

3apganHue 13. UccneposaHne BpeMeHHbIX rnpas 4ocTyna.

Co3naTh HOBBIM  JOKYMEHT, 3allOJHUB
TOJIBKO €rO0 IIAIKY.

Bri6path IIYHKT MEHIO
IMopyuyenne=>HoBoe mnopydenue. 3aaaTh
npousBoiabHOoe Ha3panme mnopydeHusi B
KEJITOM TI0JIE JIEBOTO HHJKHErO0 OKHA,
Hanpumep "1". BriOpate HMcmognuTens
NMOpy4YeHHUs] B CaMOM HIDKHEM JKEITOM
I10JIE ILIEIKHYB 10 KHOIIKe cipasa. Haxarp
kHonky OK.

BriOpatb IYHKT MEHIO
Cornacobanne=>HoBoe coriacoBanme.
AnajorndyHo 3amatb ero Ha3Banume u
BbIOpath apyroro Ucnoanurensa. Haxath
kHonKy OK.

Be13BaTh nuanor 3agaHus IpaB AOCTYIIA.
Y06enuTbes, YTO MOSIBUIUCH BPEMEHHBIE
npaBa A0CTyna K (ailiny, U OHU Pa3JIUYHBI.
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L4 5. Hopyqeﬂml, CBA3AHHBIC C JOKYMECHTOM

B cmyuyae, korga ¢ JOKyMEHTOM CBsI3aHBl KaKue-MOO
NecTBUS B oOpraHu3anuu, 3anonsserca ero KoHTposabHas
KApTO4YKa, pacrlojoKeHHas B HIKHEH 4YacTH JIOKyMEHTa.
Cy1iecTByIOT JB€ pPAa3HOBHJIHOCTH JICHCTBUS, CBSI3aHHOTO C
JOKYMEHTOM, 110 KOTOPOMY MOXKET OBITh OCYIECTBIIEH KOHTPOIb
- Ilopyuyenme u CornacoBanme (Kak 4acTHBIH ciydait
Iopyuennsi, xorna McmoHuTE 110 HEOOXOIUMO MOATBEPAUTD
(ma) UM OTBEPrHYTH (HET) coaep:kaHue JAOKyMmeHTa. Jlis 3Toro
HMMEIOTCS COOTBETCTBYIOIIME MYHKTHI B MeHI0 «CoriacoBanuey».
Pesynbrar cornacoBanusi OyeT OTpaxaTrbCsi B UKOHKE COCTOSHUS
JTAHHOM OIepalun).

B cucreme EB®PAT-/lokymMeHT0000pPOT peann3oBaHbI
JIBa MEXaHU3Ma CO3JaHMsI IOPYUECHUMN:

® cCoO3aHUME  TOPYYEHH  HAa  OCHOBE
PE30JIIOIU;
® CO3JaHUE NOPYYECHHUN BPYUHYIO.

Tak xak Pe3osonum 4acTo UCIOIB3YIOTCS MpU padboTe ¢
JOKYMEHTaMH, B nporpaMmme nMeeTcs HeOOobIIas
aBTOMATHU3ALIMS 3TOTO CITy4asl.

o 6.1. Co30anue nopyuenus no pe3onoyuu

Jlnst Toro 4ToOBI CO3/1aTh HOBOE HE3aBUCUMOE MOPYUYEHHE
Ha OCHOBE 3allMCaHHON B crnucke Pe301100MH MO JOKYMEHTY
PE30IIOINH, BBIMOJIHUTE CIEAYIOIIME JEWCTBUS Ha BKJIAJKe
KouTtpous:

1. 3amosHUTE TEKCT PE30JIIOIHI IO TOKYMEHTY.

2. B mone McnomHuTeNnb BHOCSATCS UCIONHUTENN U3 CIHCKA
COTPYJIHHUKOB, 3apETUCTPUPOBAHHBIX B cucTeme. Bribop
OCYILIECTBIISAETCS C MOMOILBIO okHa  BbiOop
HUCIIOJIHUTEJIeH M0 pe3oJiionuu. J[Jisi 5TOro B MpaBoM €ro
moJjie HeOOXOAUMO C(HOPMUPOBATH CIHCOK COTPYIHHKOB
MyTeM BBIOOpa MX M3 CIUCKAa B JIEBOM IIOJIe, a 3aTeM
HaxxaTh KHONKY CoxpaHuTth. Bb30B camoro okHa Beioop
HCNOJIHUTeell M0  Pe30JIIOHMH  TPOU3BOAUTCS  C
IIOMOIIIBKO KHOIIKHN __L KOTOpass TMOABIACTCA IIpU
yCTaHOBKE Kypcopa B moje HcnmoaHuTeN b TaOIHUIIBI
Pesonronnu nmo poxymenry Bkiagku Konrpoas. Ilpu
BbIOOpe BKiIagku Posm BMecTo pamuiuu cOTpyqHHKA B
KauCCTBC HCIIOJHUTCIIA MO PC30JIIOLIUHU MOXKHO BI:IGpaTB
OTIpe/IeNICHHYIO POJIb.

3. AHAIOTUYHO 3aMONHSIOTCS TMOJS ABTOP Pe30JIIOIHH,
noss Jdara HanoxeHuss 1 CpoK UCIIOJTHEHUS.

4. B none KoHTpoJb B03J10:KeH HA CTaHAAPTHBIM 00pa3om
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BBIOMpaETCsl UMs KOHTpoJiepa, KOTOpBIM B JajbHeHIIeM
OyzeT crneanuTh 3a UCTIOIHEHHEM JJoKyMeHTa. Jlamnee.

5. Breigenurte pe3ononuio, Ha OCHOBE KOTOPOl BbI XOTHTE
CO3/1aTh [IOPYUYECHUE.

6. IllenkHUTE MBIIIBIO HA PACTIONOKEHHON CIpaBa OT CIIUCKA
pe30JIIOLMI  KHONKE  YTBepAUTH pe3oawuui. B
KOHTPOJIBHOM KapTOUKE JOKYMEHTa, pacIoiI0KEHHON
HENOCPEACTBEHHO I0J PErucTpaluoHHON  (opmoi,
0TOOpa3UTCsA BHOBb CO3/IaHHOE MOPYUCHUE.

7. OtpemakTupyure, npu HEOOXOIMMOCTH, TEKCT
MOpYYEHHUsl, KOHTPOJbHBIE CPOKH Hayajga M OKOHYAHUS
WCTIONMHEHUSI  TOPYYEHUs,  CIHCOK  HCIHOJIHUTENEH
MOPYYCHUS.

8. s cozmaHMsi HOBOTO MOPYUYEHHs MOBTOPUTE YKA3aHHYIO

npoueaypy ¢ I.5.

OTmeTuM, YTO KOHTpOJIEp IO JOKYMEHTY — OOIMH ais
BCEX ITOPYYCHUM.

ITpu cozanuy nopy4eHUi Ha OCHOBE PE30JIIOLUN MOKHO,
B OTVIMYME OT CO3JaHUs NOPYYECHHUI BPYUYHYIO, CO3/1aBaTh TOJIBKO
He3aBHCHMbIE nopydeHus. Co3laHue NOANOpPYYEHUN Ha OCHOBE
PE30JIFOLIAI HEBO3MOXKHO.

Opnnako, Ha OCHOBE PE30JIOLMN MOXHO CO3/aTh JBa
HE3aBUCHMBIX, HO BBIIIOJIHSAEMBIX CTPOrO MOCIEAOBATEIBHO APYT
3a  gpyroMm mnopyueHus. [lemaerca 3TO  Tak:  Oepyrcs
MIPEABAPUTENIBHO CO3JaHHBIE JBa HE3aBUCUMBIX IIOPYYCHMS.
3areM BBIIEISIETCS IEPBOE MX HUX U C IIOMOIIBIO MEHIO
Iopyuyenue=HoBblii mepexo] Ha3HAYAETCS BTOPOE MOpPYUYCHHE
CJIEYIOLUM 34 IIEPBBIM.

. 6.2. Coz0anue nopyuenus pyuHyIo
IIpn co3maHnm MOpy4YeHHs MO JOKYMEHTY BPYUYHYIO
BBIITOJIHAKOTCA CICOYIOIINUC )IeﬁCTBHﬂI

1. IllenkaeM MBIIIBIO IO KHOIIKE i Co3natb HOBoOE
nopyveHue (v BBI3bIBAEM MYHKT MEHIO
Ilopyyenue=>HoBoe nopyuenue). Pesynbratom Oyzaer
MOSIBJIEHHE HOBOTO (TIOKa IMYCTOTO) TOPYYEHHS C CEPhIM
¢onom cneBa. [IpaBee CTpoukH ¢ MOpPY4YEHHEM MOJIA Ha
BKJIaJIKax HE 3arojHeHbl. [{anee, 3aM0NHAIOTCS 3TH TOJIS.

2. Ha Bknagke KoHTpoas BbIOMpaeM KOHTposepa IO
JOKYMEHTY (OH MOKeT OBbITh YK€ Ha3HaueH paHee). 3aTeM
NEepeXoUM Ha BKJIAJKY C XapaKTepUCTHKaMH MOPYUYECHHUs
B [IPAaBOM HUKHEM CETMEHTE OKHa.

3. lllenkHYB MBIIIBIO IO CHPABOYHUKY «...» CHHCOK
noJib3oBaresieii, Bbl cMmokere BBIOpAaTh MCIIOTHUTENSA
JAaHHOTO TIOPYYEHUS W, €Clli 3TO  HeoOXOAMMO,
COMCIIOJIHUTENIEH.

4. BpoauTcs HazBaHHMe NOpPYy4YeHHsi, a Ha Bkiagke Tekcr
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NMOpPYy4YeHHs BBOJIUTCS €r0 TEKCT.

5. B mnone Cpok HMCHOJHEHHMs] YKa3bIBAETCA CPOK
WCIIOJIHEHUS TOPYYCHHUS WM YCTaHABJIMUBAET (uiar B MoOJe
«0e3 cpokay.

6. YcraHaBIMBarOTCS (npu HEOOXOIUMOCTH ) y
OTBETCTBEHHOT'O MCIIOJHHUTEISI M COHMCIIOJIHUTENS IpaBa
M3MEHEHUs JoKyMeHTa (uiar B mosie).

IIpn nHaxxatnn Ha kHONKY OK B KOHTPOJIBHOM KapTOYKe
JIOKYMEHTa 3amoJHseTCsl CTpouyka ¢ 3TuM mnopydeHuem. Ilocne
CO3J]aHUsl TIOPYYEHMsS] €ro HEOoOXOAMMO COXpaHUTh B 0aze
JMaHHbIX. J[7s 3TOro HeoOXOIuMO 3aBEPUINTh PEIAKTUPOBAHHE

JOKyMEHTa (KHOIIKa :“D IIpn 5TOM KOHTpOJIBHAS KapTOYKa
JIOKYMEHTa CHOBAa U3MEHUT BUJL.

Paccmotpum anementsl KontponpHoOl kaprouku. Camoe
JIEBOE T0JIE OTBOAMUTCS IOJ CTPYKTYpy. B mpocrenmux ciyyasx
OHa He Ioka3biBaeTcs. Bropoe, Ha yTo OOpalaercss BHUMaHUE —
¢oH, Ha KOTOpPOM pa3MeIIeH 3HA4YO0K JOKyMeHTa (CM.
CIPaBOYHYIO UH(POPMALIUS IO MOJYIIIO).

Kaxnoe u3 nopy4eHuil B KOHTPOJIBHOM KapTOYKE UMEET
HoMep. Ecnu mopyuyeHue sBisieTcsl CIeIyIONUM 32 KaKUM-IH00
IpYTUM TMOpYYE€HHEM, TO B CKOOKax oOToOpaxaercs HOMEp
MOPYYEHUs, MO MCIOJIHEHUH KOTOPOrO HAYHET BBIIOJIHATHCA
JaHHOE TIOpYyYEHHE.

Pa3HOLBETHBIE 3HAUKM YKa3bIBalOT TEKYyIee COCTOSHHE
NOpy4eHHs (CM. CIIPAaBOYHYIO HH(POPMALUS IO MOAYIIIO).

Kak Tonmpko MOKyMEHT OyIeT CHAT C pelakTHpOBaHUS,
UCIOJIHUTENIAIM M KOHTposiepy  OyAyT  aBTOMaTH4YeCKU
OTIIPaBJICHBl YBENOMJIEHHS O IIOPYYEHHAX [0 JOKYMEHTY.
VYBenomineHuss mnosiBATCA y HuUX B mnankax Ilopyyenuss u
KoHTPOJIb COOTBETCTBEHHO INIABHOI'O OKHA CUCTEMBI.

[Tons  OtBercTBeHHBIH(BIE) 1O  JOKYMEHTY U
HUcnonnuresm mo pgoxkymenty Ha Briagke KoHTpoJas
3aMOHSIOTCS  CHCTEMOM aBTOMAaTMYeCKHM TMpU Ha3HAYEHHUH
MOPYYEHUN M COIJIACOBAHWI MO JOKYMEHTY. OJTH TMOJS MOTYT
OBITh MCIIOJI30BaHbl B KAaYeCTBE PEKBU3UTOB MPHU IMPOBEAECHUU
IIOMCKA IOKYMEHTOB.

o 6. UcnostHeHne MOpy4eHUsi COMCIIOTHUTEJIeM

B xonme BbImodgHEHUs  paboOTBl MO MOPYYCHHIO
COUCIIOJIHUTENb  BBINOJIHAET  PEIaKTHPOBaHUE  JIOKYMEHTa,
CO3JlaHMEe M  pEJAaKTUPOBAHHE MPHUCOCAWHEHHBIX  (haiiiios,
U3MEHEHMsI B DPETUCTPAllMOHHON KapTOuke JOKyMeHTa (eciu
COUCIIOJIHUTENIO JAHO NIpaBoO penakTupoBaHus). C OTKpBITHEM
JOKYMEHTa JUIsl O3HAKOMJIEHHS C NOPYYEHHEM B KOHTPOJIbHOM
KapTOUYKE JIOKYMEHTa IOPYYEHHME COUCHOJHUTENS OTMEYaeTCs
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IOJIOCOH CBETJIO-CUHETO LIBETA.

BEIMOTHUB  TOpYyYEHHYI0 €My 4acTh padoThl  TO
MOPYYECHUIO, COUCIIOIHUTENh MUIIET OTYET(bI) OTBETCTBEHHOMY
WCTIOJIHUTENIO W/  KOHTposiepy. COUCHONHUTENb MOXKET
MHACAaTh TOJBKO IMPOMEXKYTOYHBIC OTYETHI M HE MOXKET IHCaTh
OTUeThl O BbIMOJHEHUU 3ananus. Co3gaTh OTYET(BI) MOXKHO
HECKOJIbKMMH CIIOCO0aMH.

° 6.1. Omuem omeemcmeeHHOMY UCNOTTHUMETIO
Jnsg co3maHus OTYeTa COHMCIIOJHHUTEIIEM BBIIACISACTCS
opy4yeHue u BBIOMpaeTCs MYHKT MEHIO

Iopyuyenne=>Otunrarbess (WM HaXUMAeTCs KHOIKA E‘
HanucaTtb 0TYeT 10 MOPYYEHHI0).

B nosiBuBmiemcst quanorosom okHe Hammeatb otyer mo
nopydeHuro (puc. 13) BoiOupaercs nyHKT OTBETCTBEHHOMY
ucnoaHuTeN nopyuenus win Konrposepy u naxumaerca OK.

[losiBnsiercs okHO PenakTHpoBaHue Cco00lIeHHMS, B
KOTOPOM COUCIIOJIHUTEINb MeYaTaeT TeKCT COOOIIeHHs 00 oT4eTe
WJTU TEKCT OTYeTa 00 UCTIOTHEHUH.

Ecimn COMCIIOJIHUTENh HE obnamaer MpaBoM
peOaKTUpPOBAaHUA JOKYMEHTa, TO OH MOXET CO03[aTh HOBBIN
JOKYMEHT ¥ TPUKPENUTH €ro K cBoemMy oT4deTy. COMCIOIHUTEh
MOXET MOCTYNIUTh U TO-MHOMY: JJIsl CO3JaHUsl OTYeTa Iepen
OTBETCTBEHHBIM HCIIOJTHHUTEIEM O MPOJEIaHHON paboTe B OKHE
IIpocmoTp. Bxoasimme MOKyMEHTBbI Ha MaHEI€ MHCTPYMEHTOB

BBIOUpaeTcs kHomka | HoBoe coodmenne. ITosBIseTCS OKHO
PegakTnpoBanue Co00IIeHUsI, B KOTOPOM COMCIIOJHHUTEID
MO>KET HamucaTh TEKCT COOOIIEHHUS O BBIIIOJHEHUU CBOEW YacTH
paloTHI.

Takum 00pa3oM OTIPaBICHHOE COOOIIECHUE MOSBUTCS Yy
OTBETCTBEHHOIO HCIOJHUTENSI B nanke Bxogsmme. K
CO371aBaEMOMY COOOILIEHUIO MO>KHO MIPUKPETIUTH
3apErMCTPUPOBAHHBIE JAOKYMEHTBI HCIOJB3YSl IIYHKT MEHIO
JoxkymeHT=>IIpuKpenuTh WIA BOCIOJb30BABIINCh KHOIKOM

I o
= U BBI6paB HYXHBIN JOKYMCHT.

. 6.2. Cozoanue npomexcymouynozo omuema 011
Konmponepa
OTYHUTaBIINCH nepea OTBETCTBCHHBIM HCIIOJIHUTCIIEM
COHUCIIOJIHUTENh CO3J]aeT OTYET JJIsi KOHTpoJIepa.
Ot4er O  TOpYYEHHH, TIOCIAE  €ro  OTIPaBKH
COUCIIOJIHUTENEM, OTOOpa3uTCsl Yy KOHTpojlepa B TMamke
KoHTpoJb.

° 7. JleiicTBUSI OTBETCTBEHHOI0 MCHOJHHUTEJS
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Nopy4eHHUs

C  noiyyeHHMEM  YBEJOMJIIGHMS O  HA3HAYCHUU
OTBETCTBEHHBIM UCIIOJTHUTENIEM CTaHJapTHBIN 3HAYOK

nporpamMMbl EBOPAT-/lokymenTo000poT [ TpIE U3MEHUTCS

Ha 3HA4Y0K . PasBepnyB okHo mnporpammbel EB®PAT-
JoxymenToo0opor, Bbl yBuaute, uyto mnanka IlopyuyenHus
COJIEP’KUT COOOILEHHUS, OJHO U3 KOTOPHIX HOBOE (KOJMYECTBO
HOBBIX COOOIICHMI YKa3bIBa€TCA B KPYIJIBIX CKOOKax psjaoM ¢
Ha3BaHHWEM COOTBETCTBYIOIICH MaNKH).

[IpounTaB TEKCT YyBEIOMIICHHUS, HWCHOIHUTEb MOXET
MPOCMOTPETh JOKYMEHT U TOPYYEHHUS [0 HEMY, JBaXKIbI
HIENIKHYB JJI1 3TOr0 MO CTpOKe AokyMeHTa. Ecnu mopyuenue y
Bac BbieneHO TEeMHO-CUHUM IIBETOM, TO BBl — OTBETCTBEHHBIN
WCIIOJHUTEb. OTBeTCTBEHHBIN WCIIOJIHUTEIb MOXET
pactpeneNuTh 003aHHOCTH MKy IPYTHMH COTPYIHUKAMH, JISI
3TOTO OH MOXET CO37aTh MOANOPYYCHHUSI.

. 7.1. Co30anue noonopyuenusn
Jnig co3maHus  NOANOPYYEHHS 1O MOPYYEHHUIO
WCIIOJIHUTENIb OTMEYAeT 3TO MOpPYYEHHE TEKYLIUM, IOCJIe YEero

LIeJIKACT MBINIBIO MO KHomke =+ ~| HoBoe moamopyueHne wuimu
UCHOJb3yeT MyHKT MeHIo 3agaun=Ilognopy4yenne.

Ha Bknanke Ilopy4yenue B noje Ha3Banue mopydeHusi
BBOAWTCA Ha3zBaHue noanopydenuns. Ha Brmangke Teker
NMOpY4YeHMs1 BBOJAUTCS NoApoOHOoe 3anaHue. HasHauaroTcs
WCTIOMHUTENN(TB), a TaKXKe YKa3bIBACTCS CPOK HCIIOJHECHHS
na”Horo noanopy4denus. ITocne storo Haxxumaercsa knonka OK B
HIKHeH dacth  Bkiaagku  Ilopydyenme w  3aBepiuaercs
pENAKTUPOBAHUE TOKYMEHTA.

Co3naHHOE MOIIIOPYYEHUE IIOCIE COXpPaHEHUs Ha
KOMIIBIOTEPE Y OTBETCTBEHHOI'O UCIIOJHUTEIS OTMEUEHO TOJIOCOU
OpaH’)X€BOI'0 IB€Ta. JTO O3HA4aeT, 4YTO OH SBIAETCA
KOHTPOJIEPOM I10 JAHHOMY IOPYYEHUIO.

Hcnonuurens OTYUTHIBAETCS 00 UCIIOJTHEHU U
MOJIOPYYEHHUS TIePe]] OTBETCTBEHHBIM HCIOJIHUTENIEM OOBIYHBIM
obpazom.

. 7.2. Cuamue noonopyuenus ¢ KOHmpoasn
OTBETCTBEHHBI HCIIOJHUTEND IPOCMATPUBAECT MAINKY
KoHTpoJb, B KOTOpPOM XpaHATCS Kak JIOKYMEHTBI, TaK |
MOpYYEHUs, Uil KOTOPBIX OH  SBJISIETCS  KOHTPOJIEPOM
(Ha3HAYEHHBIM CHUCTEMOH MO YMOI4aHUI0). OTIMYUTE NOPYUYEHUS
OT TOKYMEHTOB MOHO, €CIM IocMOTpeTh Ha nojie KonrTpoJiep.

VY nopyueHuii oTroOpakaeTcsi UMsl KOHTPOJIepa B CKOOKax.
OTBETCTBEHHBII HCIIOJHUTEND OTKPBIBAET JOKYMEHT U
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LIE/TKAeT MBILIBIO 110 KHOTIKe i CHSATH Nnopy4yeHHe ¢ KOHTPOJIA
(u1st Tex  Ke  LeNed  MCIONIb3YeTCs  IYHKT — MEHIO
KonTpoap= CHATH ¢ KOHTPOJIA), a 3aT€M MMUIIET KOMMEHTapUH
K UCIIOJJTHEHHOMY ITOPYUYEHHUIO.

IIpu cHATHM NOPYYEHMsI C KOHTPOJIS 3HAUYOK COCTOSHUS

MOPYYCHUS IPUMET BH/T VM ucnoaneno B CPOK.

3amuch O CHSTHH TIOPYYEHUST C KOHTPOJS U TEKCT
KOMMEHTapusi OyJqyT NMEPEeHECeHbl Ha BKJIAJIKY MOpPYYeHUs XoO.
HCIOJTHEHU.

[Ipy HEYHOBICTBOPUTEIILHOM BBITIOJIHEHUH TOPYYCHHUSI
OHO MOXET OBITh BO3BPAIICHO HCIOJHHUTEIIO TOPYYEHHUS Ha
opaboTKy.

° 7.3. Co30anue omuema OmMEEMCMEEHHbIM
ucnoHumenem
CHsIB UMEIONIUECS TTOANOPYUYEHUSI C KOHTPOJIS (€CIM OHU
ObLIM), OTBETCTBEHHBIN MCIIOJHUTEIH CO3AAE€T OTYET KOHTPOIIEPY
O BBITIOJTHEHUU TTOPYUCHHUS.
Brigensiercss B criucke MmopydeHue W BbIOMpaeTcsl MyHKT
MeHio [lopydyenne=>OTyuTarbes (WM MICIKAEM MBIIIBIO 10

KHOTIKE = IaHesTH UHCTPYMEHTOB).

Ha okpane mnosBnsercs nuanor (puc. 18). B Hem
BBIOMpAETCSl MYHKT 3asiBUTh KOHTPOJIEPY O TOTOBHOCTH U
Haxxumaetrcsa kHonka OK.

[Tocne 3axpbiTUs quanoroBoro okHa Hamucars oTder mo
NMOPYYEHHMI0 Ha DJKpaHe TMOsABUTCA OKHO Pemakruposanue
coobmenus (puc. 19), B KOTOPOM OTBETCTBEHHBIM UCTIOTHUTEH
MO’KET HabpaTh TEKCT CaMOI'0 OTYeTa O BBINOJHEHUH NOPYYEHUs
1 paboTax, MPOU3BEACHHBIX B pAMKaX BBIIIOJIHEHUS TIOPYUYECHHUSI.

K coobmennto Moryr OBbITh TNPHCOEAWHEHBI OTYETHI
UCIIOJIHUTENIEH TOJAMOpPYYEHUN M  COUCIOIHHUTENEH o00Iero
MOPYYEHUS.

[Tocne Haxkatum Ha KHOMKY OTHpaBUTB OTYET OyHeT
HanpasjieH KoHTposiepy. [Ipu oTmpaBke oTyeTa 00 HCIOTHEHUU
MOpy4YeHus KOHTpOJIEpY opy4deHue MepPEeXOIUT B

IIPOMEKYTOUHOE COCTOSHHE FOTOBO LB, KOTOpOE O3HAYAET, UTO
OTBETCTBEHHLIN HNCITOJIHUTCIIb COO6HH/IJ'I (6] BBIITOJIHEHUHN
MOPYYEHUS1, HO IOPYUYEHHE €I1I€ HE PACCMOTPEHO KOHTPOJIEPOM, U
KOHTPOJIEP CMOXKET PACCMOTPETh MIOPYUYCHHUE U MPUHATH PEIICHUE
O CHATHUU TIOPYYEHUS C KOHTPOJS JIMOO BO3BpAICHHH €r0 Ha
TOpaboTKY.

I[JISI CO3aHuA TCKYIICTO OTYCTAa O XOAC HUCHOJHCHHA
nopy4yeHusi Beioepute myHKT IIpoMesxkyTouHblii oTuyeTr. B 3TOM
cllydae mopy4deHue He OyJeT pacCMaTpUBaThCs KaK UCTIOTHEHHOE
Y TOTOBOE K ITPOBEPKE.
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[IK-6 cnocoOHOCTBIO aHATM3UPOBATh CHUTYAllMI0 Ha pbhIHKE HWHGOPMAIMOHHBIX
IPOAYKTOB M YCIYT, AaBaTb JKCIEPTHYKO OLEHKY COBPEMEHHBIM CHUCTEMaM 3JEKTPOHHOIO
JIOKYMEHT0000pOTa U BEJCHHUSI 3JICKTPOHHOTO apXHBa

3HaTh [TpuHIMIIBI
OpraHu3aluu
aGoT c 1. BHenpeHue aBTOMAaTH3MPOBAHHBIX CHUCTEM B cdepe
p yIpaBICHUS.
IPUMEHEHUEM
2. Buenpenue aBromaTu3upoBaHHbIX cucteM 310
nHpopManoH
HEIX 3. Dransl BHenpeHus. OCHOBHBIE CIIOKHOCTH BHEAPEHUS U
. IIyTH UX pa3pelICHHUs.
TEXHOJIOTUH MU
4. Dkcruryatanysi aBTOMAaTU3MPOBAaHHBIX CHUCTEM B cdepe
AJIEMEHTOB
YIIPaBICHUS.
3JIEKTPOHHOTO
JIOKYMEHTO000
porta
VYmMmetp: | AHanuzuposar [IpomexxyTO4HBIN TECT

b CUTYAIIMIO Ha
pBIHKE
UH(POPMALIMOH
HBIX
OPOAYKTOB U
yCIIyT, JaBaTh
HKCHEPTHYIO
OLICHKY
COBPEMEHHBIM
cucreMam
3JIEKTPOHHOT O
JIOKYMEHT0000
pora u
BEJICHUS
3IIEKTPOHHOTO
apxuBa

Kakoit w3 cnocoboB mnoaxmtoueHus Kk  MHTepHer
obecrieynBaeT HauOOJBIIME BO3MOKHOCTH JJIsl JIOCTyNa K
MH(pOPMAITMOHHBIM pecypcam?

NOCTOSIHHOE COCAMHEHHE 110 ONTOBOJOKOHHOMY

KaHaJTy

— yJIaJICHHBIN JOCTYII o KOMMYTHPYEMOMY
TeneOHHOMY KaHaITy

— TIOCTOSIHHOE ~ COEIWHEHHE 1O  BbIACICHHOMY

TerneOHHOMY KaHaITy
TEPMUHAIILHOE COEJAMHEHHE MO0 KOMMYTHPYEMOMY
Tesie()OHHOMY KaHaly

Mogem - 370...
— II0YTOBas MporpaMma
— CETEBOM MPOTOKOJI
— cepsep UnTeprer
— TeXHU4YecKoe YCTPOMCTBO

Monem, nepeaarouuii HHGopMaIuio co ckopoctsio 28 800
o6ut/c, MOXeT mepefarb ABe cTpaHulbl Tekcta (3 600 Oaiit) B
TEUCHHUE...

— 1 MUHYTBI
1 gaca
1 cekyHabI

1 oua

DneKTpoHHas 1moyvTa (e-mail) mo3BOSIET epe1aBaTh...
— TOJBKO COOOIICHHS
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— TOJIBKO (haiibl
— COO0IIeHMs] U IPUJI0KeHHbIe (ailiibl
— BUJACOU300paXKEHUS

Kakoii nmporokon sBisiercs 6a3oBbiM B UHTEpHET?
— HTTP

— HTML

— TCP

— TCP/IP

KoMmrbrotep, MoAKIOUEHHBIH K MHTEpHET, 00s3aTeIbHO
HMEET...

— IP-aapec

— Web-cepsep

— JIOMAIITHIOK Web-CTpaHHuILy

— JIOMEHHOE MM

['unepcceiikn Ha Web - crpanmie MoOryt oOecTedHTh
MEPEXOI...
— TOJIBKO B Mpejenax JaHHOW web - CTpaHUIb
— TOJIKO Ha Web - CTpaHUIIbI JTaHHOTO cepBepa
— Ha J1t00y10 web - cTpaHHUIly JaHHOTO pernoHa
— Ha Jo0yw web - crpanunmy J000ro cepsepa
HNurepHer

3aman aapec DIEKTPOHHOM TOYTHI B ceTH Internet:
user name(@int.glasnet.ru. Kaxkxoso UM BIIAJIENbIIA
JIEKTPOHHOTO ajipeca’?

— int.glasnet.ru

— user_name

— glasnet.ru

—ru

bpaysepsr (mampumep, Microsoft Internet Explorer)
ABJIAKOTCA...

— cepsepamu MHTEpHET

— aHTHBHUPYCHBIMU IPOrPaMMaMU

— TPAHCIATOPAMH SI3bIKa IPOrPAMMUPOBAHUS
— CpeACcTBOM NpocMoTpa web-crpanunn

Web-ctpanuisl umeroT hopmar (pacmmpenue)...
— *.txt

— *.htm

— *.doc

— *.exe




Crpykry

publid | [lnanupyemsbie
JJIEMEHT | pe3yJIbTaThl OneHoyHbIe CpeaCcCTBa
KOMIIETE o0y4YeHHS
HIIUU
Bnanetrs | OcHOBHBIMU
: METOJJaMH . 8. [lelicTBMSI KOHTPOJIepa 10 NOPYYEHH IO
cbopa = KonTtponep  MOXeT  BBIIOJHUTH C  MOPYYCHHEM
anajnusa CIICAYIOIINE OTIEPALIUU:
uH(pOopMalnu B Eiv
npodeccHona e CHATH MOpYyYEHHUE C KOHTPOJIA (KHOIKA
ol cdepe, wii yHKT MeHI0 KouTpoab=> CHATH ¢
MeToIaMH KOHTpoJs). [lpu »ToM mopyuyeHue u Bce
CTATHCTHUECKO CBS3aHHBIE C  HHM  TOJNOPYYCHUS
it obpaborku CUHUTAIOTCA BBITIOJHEHHBIMIL. Camo
NAHHEIX c MOPYYCHHE — MEpeHIeT B COCTOSHHE
UCTIOJIb30BaHU HCIIOJIHEHO (‘-4"'43‘r , VEmm ‘Jﬂé). CHsTb
eM MOpYYeHHE C KOHTPOJSI MOXHO B JIHOOOM
KOMITBIOTECPHBI MOMEHT, a HE TOJIbKO TOCJe MONy4eHUs

X TEXHOJIOTHUH

OTYECTa OT OTBCTCTBCHHOI'O UCITOJTHHUTCIIA.
® BCPHYTbH IOPYUCHUC HA KOHTPOJIb (KHOHKa

= BepHyTh mopydeHue Ha KOHTPOJIb
Wi TyHKT MeHI0 KoHTpoan=BepHyTh
HAa KOHTPOJIb). B ciyuae eciau KoHTpousiep
HE yJIOBJIETBOPEH MOJTyYCHHBIMA
pesyabTaTaMH, OH  MOXET  BEpHYTh
NOpYYEHHE HCIOIHUTENI0 Ha JI0palboTKy.
[Tpu 3TOM 3HAYOK COCTOSHUS MOPYYEHUS

IPUMET BHJI HA KOHTPOJE (EI : & 170171
L1
® OTMEHHUTH BBINOJIHEHHE MMOPYYECHU(KHOIKA

s WIH IIYHKT MEHIO
Koutpoab=>OTMeHUTh  BbINOJIHEHHE).
Otmena BBIIIOJIHCHUS Opy4YeHUs
OCYIIECTBIIETCS B Cllydae,  Korzaa
[Opy4YeHue 0Ka3aJIoCh HEHYXKHBIM,
JUIIHUM WM KOrja IIpu  CO3JaHuU
nopy4yeHuil Obljla JOMyIIeHa Kakasi-HUOYyIb
MyTaHULA.

[Tpu oTMeHe mopydeHus: Bce paboThl 0 HEMY CUHUTAOTCS
HEHY)KHbIMM M HMX MOXHO YJaJIWTh, 4 HCIOJHUTEIN MOTYT
IIEPENTHU K BBINIOJIHEHUIO IPYrux nopydeHuil. IIpu sTom 3HA4OK
COCTOSIHMSI IOPYYEHHSI ¥ BCEX BXOASAIIMX B HETO MOATOPYYECHHUU

MPUMET BHJI IPEKPALIEHO (31,

Bce nelictBus KoHTpoOJepa PUKCUPYIOTCS Ha BKJIaaKe X0/
UCNIOJTHEHUsl TIopydeHus. TaMm e MOSBISIOTCS COOOIIeHUs 00
WU3MCHEHUH COCTOSIHUSI IOPYYCHUS U JOKYMEHTA.

KpoMe BbllIeNIEpeYNCICHHBIX JACHCTBUM, Ha 1000
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CTaJWH BBIOJHEHUS TIOPYYCHHS] KOHTPOJIEp M PErHUCTpaTop
MOT'YT U3MEHHUTh Ha3BAHUE U TEKCT MOPYUYCHHS, U3MEHUTH CPOKHU
WCTIOTHEHHUST TOPYYEHUsS, HAa3HAYUTh APYrOro OTBETCTBEHHOTO
WCIOJIHUTENSI U COMUCIIONHUTENEH. B mocinenHem ciiydae BCeM
HCTIOTHUTEIISIM  PACChUIAIOTCS  COOOIIEHUS COOTBETCTBYIOIIETO
coJiepKaHusI.

OTBETCTBEHHBIC HCIIOJHUTENH SIBJISIOTCS KOHTpOJIEpaMU
JUIS CO3JIaHHBIX HMH noxanopydyeHuid. OHu o0janaT 10
OTHOIIEHUIO K HUM TEMH K€ TTOJITHOMOYHIMH, YTO U KOHTPOJIEPHI
JIOKYMEHTA 10 OTHOIICHUIO K JOKYMEHTaM U TIOPYUECHHSIM.

Kpome omepanuii ¢  OTAEIBHBIMU  MOPYYCHHIMH,
OTHOCSIIIUMHCS K HCIOJTHEHUIO JOKYMEHTa, KOHTPOJEp WIIHN
pPErucTpaTop MOTYT TakKKe BBINONHSITH P JACHCTBHI Haj BCeM
JOKYMEHTOM. B 11e510M 3TH A€iicTBUS aHAJIOTUYHBI ACHCTBUSM C
MOPYYCHUSIMH.

KouTponep MOXeT BBIIOIHUTH C JTOKYMEHTOM TaKylo
OTIEPALIHIO:

— CHATb JOKYMEHT C KOHTPOJs (KHOIKa W oy IYHKT
MeHI0 KoHTpob= CHATH ¢ KOHTPOJIA). [Ipu 5TOM TOKyMEHT U
BCE  OTHOCAImMECS K  HEMY  IIOpYyYEHHUS  CUMTAITCA
BBITIOJTHEHHBIMU. 3HAYOK COCTOSIHUSI TMOPYYEHUH MPUMET BHJ

HCIIOJTHEHO (V'Jﬁ . ¥Eum ‘fJﬁ), a JOKYMEHT TMepeusieT B

cocrosiae menmonnen (Vm | Wi 'V’lﬁl). B 3aBucumoctu or
KOHKPETHOW CHUTYyallud KOHTPOJIEP MOXKET CHATh JOKYMEHT C
KOHTpPOJISI KaK TOCJE BBINOJHEHUS BCEX MOPYYEHHM IO 3TOMY
JIOKYMEHTY, TaK U B IPOU3BOJIbHBIH MOMEHT BPEMEHH;
KonTponep u perucrparop MOryT BBIIOJHUTH C
JOKYMEHTOM CJIEIYIOLIYIO OIEpalHIo:
e [JOTMEHMTb  BBIIOJHEHHE  JIOKYMEHTa

(kHOTIKA ™ IIpepBaTh BbINOJHEHHE BCEX
MOpY4YeHHii MO JOKYMEHTY WIH ITyHKT
MEHIO KonTpois=> OTMeHNTH
BbINoOJHeHHe). [Ipu 3TOM aBTOMaTHYECKH
OTMEHSIOTCS BCE NOpy4YeHus o
JIOKYMEHTY, a UCTIOTHUTEITN
0CBOOOXKIAOTCS oT BBITTOJIHEHUS
MIOPYYEHUH IO HEMY.
IlomHuTE! TIOCHE CHATHS JOKYMEHTAa C KOHTPOJS WU
OTMEHBI €0 BBITNIOJHEHUS, CO3/IaHUE TIOPYYEHHUH MO0 ITOMY
JOKYMEHTY OYyJIeT YK€ HEBO3MOXKHO! !

. 9. CpokH HCNIOTHEHN S MOPYYeHHIA.

Peanin30BaHHBI B CUCTEME MEXaHHU3M KOHTPOJISI CPOKa
WCIIOJIHEHUS! IOKYMEHTOB U HArJIsiIHOE OTOOpaskeHHEe COCTOSIHUM
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JOKYMEHTOB TO3BOJIAIOT JIETKO OPHEHTHPOBATHCS B TEKYILEM
COCTOSIHUH JIEII.

Kaxxnoe nopydyeHnue (JOKyMEHT) UMEET KOHKPETHBIN CPOK
WCTIOJTHEHUS (MJIM HE MMEET, eCJIM YCTaHOBJICH ¢uiar B moJie «0e3
cpoka» Ha Bkiagke IlopydeHue), KOTOpBI yka3bIBaeTcs Mpu
co3gaHuu nopydeHus (IokymeHTta). CoCTOSHHE, B KOTOPOM
HaXOJUTCs MOPYUYEHHE, 3aBUCUT OT ITOTO CPOKa.

B curyanumu, Koraa KOHTPOJIBHBIA CpPOK HCIIOJIHEHUS
Mopy4deHus: (JOKyMEHTa) HUCTEK, a MopydyeHHe (JOKYMEHT) elle
HaxOJUTCS HAa KOHTPOJIC, COCTOSIHHUE MOpPY4YEHHUs (TOKYMEHTA)
MEHSIETCSI Ha COCTOSHUE HAa KOHTpoJe + NPOCPOYEeHO
(oToOpaxkaeTcs B KOHTPOJIBHON KapTOYKE JOKYMEHTA U B IMMArKax
Iopyuenust 1 KoHTpoJIb).

[Topyuenue (HZOKYMEHT) MOKET OBITh BBIIIOJIHEHO B CPOK
(Torma oHO OyAeT HAXOIUTHCSA B COCTOSIHUU MCIIOJTHEHO B CPOK)
WM C OMO3JaHHUEeM OTHOCHUTEIHHO KOHTPOJBHOTO CpoKa (B 3TOM
cllydae rnopydeHue OyJeT HaXOAUTHCS B COCTOSTHIH MCIOJIHEHO +
MPOCPOYEHO).

C npubnmKeHHeM KOHTPOJBHOTO CpOKa WCIIOJHEHHS
nopydeHus: (JOKyYMEHTa), CHCTeMa aBTOMATHYECKU pacchlIaeT
HATIOMUHAHUS MCIIOJHUTEISIM TIOPYYCHHUS COTIIACHO HACTPOHKaM,
MPOU3BEACHHBIM B MOAyJle AJAMHHHCTPATOP  CHCTEMBI.
Hamomunanust mpenctaBisitoT coOod  OOBIYHBIE COOOIICHWS,
aBTOMaTU4yecku chopmupoBaHHbIe cucTeMoil. CucTtemMa MOXET
pacchuiaTh COOOIICHHS KakK 3a ONpEACNICHHOE KOJIWYECTBO ITHEH
0 HACTYIUIGHHS KOHTPOJBHOTO CpOKa, TaKk M B MOMEHT
HACTYIUICHHUS] KOHTPOJIBHOTO CPOKa M JIaXKe Yepe3 OIpeeIeHHOe
KOJIMYECTBO JHEH TMOocie HACTYIUIEHUS KOHTPOJIBHOTO CpOKa.
AIMUHUCTpATOp  MOXET  BBIOpaTh  THII  PACCHUIAEMBIX
YBEIOMJICHU U yKa3bIBaTh MEPUOUIHOCTh UX PACCHLIKH.

J 10. ITpouecc cHATHS MOPYYECHUH W JOKYMEHTa ¢
KOHTPOJIS

[Tocne CHATUS KOHTPOJIEPOM MOPYYEHHS] C KOHTPOJIS
cpasy BCTymaeT B CHJIy Cleaylollee IOpy4YeHHe, a
OTBETCTBEHHOMY WCIIOJIHUTEIIO JAHHOTO MOpy4YEHUs
HanpasisieTcsi 00 3TOM yBEJJOMJICHHUE.

Ecnu KoHTponep mponoykaeT CHUMATh IOCIEIYyIOIIne
MOpPYYEeHHS, TO MO KaXKIAOMY M3 HUX KOMMEHTapuu o0 OTMeHe
MOpYYEHUH MOSIBIISIFOTCS Ha BKJIa/Ke X0/ UCIOJHEHHUSs, a 3HAUKU

COCTOSTHUS TIOPYUCHUSI H3MEHSIOTCSI Ha MPEeKPAIIeHO ,‘:”m. Kpome
TOr0, MCHOJHUTEIIO IIOChUIAETCS COOoOIIeHne 00 OTMEHe
BBITIOJIHCHU A HOpy‘-IeHI/IH.

[Tocnenaum 3TamoM 0OpabOTKH TOKYMEHTa SIBJISIETCS €r0
CHATUC C KOHTpOJIﬂ. I[JISI 3TOr'0 KOHTpO.Hep IICJIKACT MBIIIBIO I10
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kHornke @ CHsATb ¢ KOHTPOJIA BeCh [OKYMEHT U TIHILIET
KOMMeEHTapuil B nosiBuBliemMcsi okHe CHATH ¢ KOHTPOJS Bech
JOKYMEHT.

BHumaHue: JOKYMEHT MOXHO CHSATh C KOHTPOJIA, Jake
€CJIM BBITIOJHEHBI HE BCE MOPYUYCHUS 110 HEMY.

[Ipu cHATUM TOKYMEHTa C KOHTPOJIS BCE HE3aBEpIICHHBIC

MOpYUYCHUA NPUHUMAKOT COCTOAHHC VJ‘ﬂ HCIIOJTHEHO B CPOK U

caM JIOKyYMEHT TOX€ IIEPEXOAUT B COCTOSHUE Vi@ ucnosnen B
CPOK.
JIOKyMEHT, CHATBIM C KOHTPOJISL, OCTAETCSl B CUCTEME.
MoxHO He 0TOOpaXxaTh CHATBIE C KOHTPOJIS JOKYMEHTHI U
nopyyeHuss B nankax Ilopyyenuss u Konrtpouas. s storo
BbIOEpUTE B TJAaBHOM OKHE MpOrpaMMbl B MEHIO IIYHKT

CepBuc=>Ilapamerppl WIM HAOKMHUTE Ha KHOIKY 1|
Ilapamerpsl B maHenu HWHCTPYMEHTOB. B OTKpbIBIIEMCA
nuanoroBom okHe Hactpoiika moyroBoro kjamenrta (puc. 43) B
nosie «llepeMemiaTh 3aKpbITbIe 33IaHUA B KOP3MHY IpH
OOHOBJIEHHMH MAMNOK» ycTaHOBHTE (1axoK. B sToM ciydae He
OyayT 0TOOpakaThCsl UCIIOJIHEHHbIE TOPYUYEHUS MO JJOKYMEHTY.

MoXHO ynaauTh JOKYMEHT M3 MalloK, MOCie YyIaleHus
nokyMmeHToB u3 namnok Ilopydenmne n Konrpoas B MycopHylo
KOP3MHY OHU OCTaIOTCS B CUCTEME.

B cucreme MoxHO ynanuTh 1r000# qokymeHT. g 3T0oro
BBIOEpUTE B MAIKe JOKYMEHT, IOJUIEKAINI yAaJIeHUI0, OTKpOiTe
€ro /sl peJakTUPOBAHUS, TIOCIIE Yero BhIOEPUTE B MEHIO ITYHKT
IpaBka=>Yaanurb. JIOKyMEHT © BCe HE3aBEPIICHHBIC
MIOPYYEHUS 110 HEMY NEPEUAYT B COCTOSIHUE YIAIICHHBIN (% u

). YJanate JOKYMEHThl MOXKET TOJBKO IIOJIb30BaTellb C
mpaBaMH  aJMHUHUCTpaTtopa. Ilocne ynaneHus JTOKyMeHTa
komaH10i IlpaBka= Yy 1aauTh JOKYMEHT OYyAET COBCEM yJalleH
W3 CHCTeMbl, OJIHAKO, Kak TMpaBUJIO BMECTO YJaJICHUA
JOKYMEHTOB W3 CUCTEMBI MCIIOJHEHHBIE JOKYMEHTBHI CHAIOT B
apXuB.

. Ynpascnenue 7. Ilocmanoska 0oxymenmoe Ha
Konmpons no pezontoyuu.

3agaHue 14. O3HaKOMUTb CO CBOMMMU yCnexamu B Ceccum
cocepa(ky) cneea wu cnpaBa. [onyuntb noATBEPHKAEHWNE
03HaKOM/IEHUA N PEKOMEH4ALMMN.

e B34Tb JOKYMEHT CO CBOMMHM pe3yJbTaTaMHu
CIauu CECCHM Ha PEeaKTHPOBAHUE.

e Cosmarp pesomouuio  IIpenonasarens
"O3HakoMuTh ¢ Bamumu pesyibTaTaMu
crnaum ceccun cocena(ky)".
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Co3nate mopydeHue cebe "03HaKOMHUTh
cocena(Ky) crupaBa CO CBOUMH yCIIEXaMHu U
co31aTh oT4eT".

Hasznauuth cpok ucronHeHus 1 neHsp.
Haznaunth cebGst W KOHTpoOJIepOM |
HCITOJTHUTENIEM JJOKYMEHTA.

CoxpaHUTh JOKYMEHT U BBIUTH U3 PEKUMA
peIaKTUPOBAHUSI.

[lepeiiTh B TIJaBHOE OKHO CHCTEMBI |
MOJIYYUTh YBEIOMIICHUS.

Pazocnate JOKYMEHT KOpPPECHOHIEHTaM C
MIPEeAJIOKECHUEM 03HAKOMUThLCH,
MOATBEPAUTh  (PAKT O3HAKOMJICHHS U
MPEJIOKUTH PEKOMEHIAINH IO yueoe.
[TomyunTh MOATBEPKIACHUSI O3HAKOMIICHHUS.
Co3mare  OTYET KAk  MCIOJHHTEIIO
JIOKYMEHTa U OTIIPABUTH €T0 KOHTPOJIEPY.
[Tony4nuTs OTYET W MO €ro MOJNYYEHHUIO
CHATH IOKYMEHT C KOHTPOJISI.

3apgaHue 15. O3HaKOMMUTLCA CO ycrnexamu B Ceccumn cocenen

chesa u crnpasa.

Co3naTh HOBBIM TOKYMEHT.

Co3mate  pesomonmio  [IpemomaBarens
"O3HaKOMUTBCA C YycrnexaMu cocena(ku)
CIpaBa JIOKyMEHTOM M CO34aTh OTYET C
COBETOM 110 yuebe".

Ha3nauuTh cpok ucnonHeHus 1 aeHb(yac).
Ha3znaunth cocena(ky) cieBa KOHTPOJIEPOM
JOKYMEHTA, a ce0s - HCITOTHUTEIIEM.
BpliiTi 13 10KyMeHTa.

[TonyuuTts yBeJOMIICHUE.

Otocnath  cooOmieHHMEe € IPOchOOid
nepeciaTh JOKYMEHTBI C
MIPUCOCTUHEHHBIMU (aiilaMu pe3yIbTaToB
CBOEH CECCUMU.

[TomyunTs JOKYMEHTHI oT
KOPPECIIOH/ICHTOB, 03HAKOMUTHCS c
pe3yabTaTaMH, CBSI3aTh CBOM JOKYMEHT C
MOJIyY€HHBIMU JOKYMEHTaMHU.

Co31aTh OTYET KOHTPOJIEPY M MPHUIIOKHUTH
MOJIYYUBIIUICS TOKYMEHT.

[TonyunTh TOATBEPXKICHHE O CHATUHU
JOKYMEHTa C KOHTPOJIS.
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[IK-14 BnageHueM HaBbIKAMU  MCIOJIb30BAaHUSA  KOMIIBIOTEPHOW TEXHHKU H

UH(POPMALIMOHHBIX TEXHOJIOTUH B JOKYMEHTALIMOHHOM OOCCIIEYCHHUU YIPABJICHUS U
apXMBHOM JI€JIe

3HaTh TexHonoruu 1. TlonsaTtue cucremsl, €€ cTpykrypa u pynkuuu. CBoiicTBa
OIIEpaTUBHOTO cucTeM, UX Kiaccudukauus. YIpaBieHHE CHCTEMaMH.
U WNudopmanus B cUCTEMax yIIpaBJIECHMUS, ee
JOJITOBPEMEHH Kinaccuukanus, CBOWCTBA, TEXHOJOIHA 0OpabOTKH.
Oro XpaHEHHUsd [lonsiTe cucTeMbl aBTOMATHU3UPOBAHHOTO YIIPABIICHUS.
JEKTPOHHBIX CucreMHBIi TIOOXOJ B YIPaBJIECHHUH, €ro CTPYKTYpa,
JIOKyMEHTOB O0COOEHHOCTH U CYILIHOCTb.
2. llonarue m knaccudukanus CUCTEM OPraHU3aLMOHHOTO
yIpaBICHUS
3. OYHKUMOHAJIBHBIE OCOOCHHOCTH CHCTEM YIpaBJICHUS U
KJIACCU(PUIIUPYIOIIINE MPU3HAKH. ABTOMaTHU3aIUA
YIPABICHUYECKON  JESATEIIBHOCTM M DKOHOMMYECKHE
WH(pOPMAIOHHbIE CUCTEMBI. KomnerotrepHsbie
TEXHOJIOTMM M CHUCTEMBl  aBTOMAaTU3MPOBAHHOIO
yIpaBICHUS.
4. AmnmnapartHoe " IIPOrPaMMHOE obecrieyeHue,
Pa3HOBUIHOCTH, OCHOBHbBIE XaPaKTEPUCTUKH.
YmMmerp: | OpueHTHpoOBaT IIpomeKyTOUHBIN TECT
bCs B
COBPEMEHHBIX Kakoit u3 cmocob6oB monkimtoueHuss K MHrepHer
OTEUYECTBEHHBI |OOecrneynBaeT HauOOJIbIINE BO3MOXHOCTH [UIsl JOCTyHa K
X MH(OPMAaIMOHHBIM pecypcam?
ABTOMATU3HPO — IIOCTOSIHHOE€ CO€JHHEeHHe 110 OITOBOJOKOHHOMY
BaHHBIX KaHaJIy
CHUCTEM — yJIalleHHbIN JOCTYII 1o KOMMYTHPYEMOMY
AOKYMCHTANo Tesie()OHHOMY KaHaly
HHOT'O — IIOCTOSIHHOE COEIMHEHNE 10 BBIZICJICHHOMY
obecrmedeHHst TerneOHHOMY KaHATy
YUPpaBJICHHs — TEPMHHAIBHOE COCJMHCHHE 110 KOMMYTHPYEMOMY

Tesle()OHHOMY KaHaly

Mogem - 370...
— II0YTOBas IporpaMma
— CETEBOM MPOTOKOJI
— cepsep UnTeprer
— TeXHUYecKoe YCTPOMCTBO

Monewm, nepenaromuii ”HGOpMAIHIO co CKOpocThio 28 800
ouT/c, MOXeT mepenarh ABe cTpaHuibl Tekcra (3 600 Oaiit) B
TEUYEHHUE...

— 1 MuHyTHI

— 1 yaca
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— 1 cexyHabI
— 1 gusa

DnekTpoHHas ouTa (e-mail) mo3BoJsieT epeaBarh...
— TOJBKO COOOLICHUS

— TOJIBKO (haiibl

— COO0IIeHMs] U PUI0KeHHbIe (ailiibl

— BUACOU300paXKEHUS

Kaxoit mpoTokoun sBisieTcst 6a30BbiM B MIHTEpHET?
— HTTP

— HTML

— TCP

— TCP/IP

KommnbroTep, moakimo4YeHHbI K HTEpHET, 00s3aTelbHO
UMeEeT...

— IP-aapec

— Web-cepaep

— JIOMAIIIHIOI0 Web-CTpaHuIly

— JOMCHHO€ UM

I'unepcceiniku Ha Web - crpanuue Moryt oOecrneuyuTb
Hepexos...

— TOJIBKO B IIpeJiesiax JaHHOM web - CTpaHHUIIbI

— TONBKO Ha WeD - cTpaHmIIsl TaHHOTO cepBepa

— Ha J1t00y10 web - cTpaHHUIly JaHHOTO pernoHa

— Ha Jo0yw web - crpanunmy J000ro cepsepa
HNurepHer

3agaH ajapec DJEKTPOHHOM TMOYThl B ceTu Internet:
user name(@int.glasnet.ru. KaxkoBo UM BIIJIENbIIA
3JIEKTPOHHOTO aapeca?

— int.glasnet.ru

— user_name

— glasnet.ru

— I

bpayzepsl (mampumep, Microsoft Internet Explorer)
SABJIAKOTCAL...

— cepBepamu MHTEpHET

— AHTUBUPYCHBIMU IIPOrpaMMaMu

— TPaHCIATOPaMU SA3bIKA IIPOTPaMMUPOBAHUSA

— CpeAcTBOM NMpocMoTpa web-cTpanun
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publid | [lnanupyemsbie
3JIECMEHT | pe3yJIbTaThI OrneHoOYHBIE CPECTBA
KOMIIETE o0y4YeHHS
HIHH
Web-ctpanuiisl uMeroT hopmar (paciidpeHue)...
— *.Ixt
— *.htm
— *.doc
— *.exe
Bianers | HaBbikamu ° Ynpasicnenue 8. Cozoanue mnezasucumvix
; paboTEI B | nopyuenuil.
JOKaJbHBIX U
rI100aJIbHBIX 3apaHue 16. Co3aaTb HECKONBbKO NIOMMYEeCcKU He CBA3aHHbIX
KOMIIBIOTEPHBI | MOPYYEHUIA.
X CeTAX, e (Co31aTh HOBBIH JOKYMEHT. 3alOJIHUTh €0
HaBbIKaMH IIATKY U COXPAHHT.
pabotbl co e Co3nath HE3aBHCUMOE opydeHue
crennansnpo cocexy(ke) cneBa (MCTOMb3ys MyHKT MEHIO
BaHHBIMU Hopyuenne=>Hosoe nopy4enmue):
XpaHUIHIaMH [Mpucoenuanth Tpaduveckuii ¢daiin B
AQHHBIX KayecTBE JOKyMeHTa. HasHauuth ceOs
KOHTPOJICPOM.

e Coznatb HE3aBHCHMOE NopyueHue
coceny(ke) cmpaBa (MCHOJIB3YSI KHOIKY

El ): Hatp XapaKTEePUCTUKY
3arpy’KeHHOCTH Ha 3aHATHHM. Ha3zHauuTh
ce0st KOHTPOJIEPOM.

e lcnonp3ys MEXaHU3M CO3JIaHMS
MOpY4YEeHUsT 1O  PE30JIIOLMU  CO3/aTh
HE3aBUCUMOE TopyueHue (0e3 pe30IIroIun)
T000MY U3 NPUCYTCTBYIOIIUX HA 3aHATUU
ctyneHToB(k): OTBeTuTh Ha Bompoc "Kakoe
3aJlaHUE€ BBl BBINOJIHSETE U HE OTBICKAIOT
au Bac mnopyuyeHus?". Haznauuth ce0d

KOHTPOJIEPOM.
e [loTpeOyiiTe OTYETHI OT WCIOJHUTENEH,
€ClIi OHU elle He OTYUTAIUCh IO
MIOPYUYEHHUIO.
e [lomyuuTe OTYETHI 1 CHUMHUTE MOPYUYEHHUS C
KOHTPOJISL.
. 11. Ilocaenyromue nopy4eHust
YroObl  co34aTh  MOCJIEIOBATEIBHOCTh  BBIMOJIHEHUS

MOpy4YeHU HEOoOXOAMMO BBIOpaB TOPYYCHHE, K KOTOPOMY
MIPUCOSANHSIECTCS CICAYIOIIee MOPYICHHUE IEIKHYTh MBIIIBIO TI0
kHonke Co3aaTh mnepexoa... (M0 YMOJYAHHUIO BBIOMpACTCS
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nevicteue  Ilepexonq Ha HOBOe MOpPY4YeHHMe, HO IMpHU
HEOOXOMMOCTH W3 BBINAJAIOIIETO CIHCKA MOXXHO BBIOPATh
nercrteue llepexonq Ha HOBOE COIVIACOBAHME WM Ha JIPyroe
CyllleCTBYIOIIEEe mopydeHue). [ns Tex ke 1ene MCroiib3yercs
nyHkT MeHO 3agauu=Ilepexon=Ilepexon Ha HoBoe... [[ance
MIPOU3BOJIUTCS 3aMOJIHEHUE XAPAKTEPUCTHK TOPYUYEHUS OOBIYHBIM
obpazom.

[Tpu nHaxxatum Ha kHOonKy OK (Takke Kak mpu nepexone
Ha JIPYTyI0 CTPOKY KOHTPOJIbHOW KapTOUYKU WIH MPU COXPAHEHUH
JOKYMEHTa) HOBO€ TOPYYEHHE TOSBUTCA B KOHTPOJIHHOM
KapTOYKe JOKYMEHTA.

HamomMHmM, dYTO MOXHO TaKKe CHadajga Co37aTh
nopydeHrue OOBIYHBIM CHOCOO0OM (M3 PE30JIOLUU), a IMOTOM
CEJIaTh €ro CAEAYIOIINM.

. 12. MapmpyT npoxo:KaeHusi JOKYMEHTOB (Ha
npuMepe corJiacOBaHuii)

CormacoBaHusi — pa3sHOBUJHOCTb IOPYYEHMH, Koraa
UCIIOJHUTENI0 HEOOXOIUMO JIHIIb MOATBEPAUTH CBOE COIVIACUE
WM OTBEPTHYTH JOKYMEHT.

Onepanuy cOrjiiacoBaHusi MOTYT BBINOJHATHCS Kak B
BBIOPAHHOM IIEMOYKE COIIaCOBAaHUN — MapuUIpyTe MPOXOXKICHUS
JIOKYMEHTa, Tak U oTAenbHo. Haumbonee ynoTpeOUTENbHBIMH B
KU3HEHHOM  IIMKJE€  JIOKYMEHTa  SIBJISIFOTCS  CIELYIOIINE
MapIIpYThI:

e IlocnenoBarenbHOE COIIaCOBaHUE
JIOKyMEHTa

e [lapannenbHoe corylacoOBaHKUE JOKYMEHTa

e [lapamnensHo-noCIE0BATEIbHAS
MOJIFTOTOBKA JOKYMEHTOB

IIpumep mnapauIeNpHO-NIOCIENOBATEILHOIO MapuipyTa
IIPUBEJIEH Ha pucC. 1.

Pyk. OTaA.
CekpeTapb
(peructpartop, => HOpucTt » Pyk.Ota, = [N 6yx
KOHTposep)
Pyk. OTaA.

Puc.1. Cxema corynacoBanusi fJoOKymMmeHTa. MapuipyT 10KyMeHTa

Mapumpyr DpOXOXKIECHHS JOKYMEHTa WIH MapupyT
JIOKYMEHTa MOXET CO3JaBaThCid WM ¢ mnomolbio /(u3aiiHepa
MapIIPYTOB WM BPYYHYIO, KaK LIEMIOYKA CBSI3aHHBIX MOPYUYCHHI
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10 IOKyMEHTY. B 3TOM paszeine paccMaTpuBarOTCsi MMEHHO TaKHe
MIOPYYECHUS.

g mocTpoeHus MapupyTa AJOKYMEHTa CIIY>)KMT BKJIaJKa
Bxoasl M BBIXOABI. B JCHCTBUTEIBHOCTH OHA HCIOJIB3YETCS
BCErjga, HO B OOJIBLIMHCTBE CJIY4aeB JIOCTaTOYHO HACTPOEK IO
ymosyanuio. HMcnonszys KomOuHammu BXOJOB M BBIXO/OB
MO’KHO IIOCTPOUTh MapuIpyT JIH000H CI0KHOCTH.

[To ymomuanuio Bcerga BblOupaercs KomOmnanus
BXO/10B B II0JIOKEHUN n, 4TO COOTBETCTBYET
IIOCJIEIOBATEIIbHOMY IIPOXOXKICHHUIO LIENOYKH IIOPYYEHHM, a
Kom0unanus BbIX010B MOXeET ObITh UM B nojoxkenuu U, mis
IIOCJIEI0BATEIbHBIX HE3aBUCUMBIX IIOPYYCHUM, WIHA B IIOJIOKECHUU
WJIN nns nepexojia Ha HOBYIO BETKY nopyuyeHuid. Ta uin vHas
KOMOMHAIIMK MCIIOJIB3YIOTCS TIOKA PelaKTUPYETCsl TOpyYEHHeE, 110
Haxatusg Ha KHONKy OK. IIoTOM MOXHO TOJBKO YIalIUTh
TEKYILlee NOPYUYEHUE U IIOCTPOUTH €T0 3aHOBO.

N3 cxembl, mpuBeeHHON Ha puc.l, sICHO, YTO BO3MOYKHBI

Cnepywowee
) AYHOLL
nopy4yeHue
JIAIIb JBE KOMOWHAIIMU JJI BXOJIOB:
Cnepytowee
nopyyeHue o .
A . IlepBblii cnydail peanusyercs

IIPY IPOCTOM ITOCJIEIOBATEIBLHOM MPOXOKICHUU LIETIOYKH. SICHO,
YTO 3/1€Ch HE UIPAET POJIM 3HAUECHUE KOMOMHAIIMM, TaK KakK B
mobom ciayyae (M win WJIM) npousoiaer eIuHCTBEHHBIN
nepexon. Bropol ciydail HacTymaer, KOrja BO3MOXKHOCTb
HCIIOJTHEHUS MTOCJIENYIOIIEro MMOPYYEHUs 3aBUCHUT OT PE3YJIbTaTOB
BBITIOTHEHUSI HECKOJBKUX (ABYX WM Oosee) Mpeablaylnx
nopydyeHuil. J[eMCTBUTENBHO, €CIIM BBISICHUTCS, YTO KOHTPOJEP
CHMMAaeT C KOHTPOJISL MM MPEKpaIlaeT UCTIOIHEHHE KaKoro-Iubo
W3 MPEIpIAYIIMX IOPYYEHUH, TO HCIOIHEHHE MOCIEAYIOIIETO
MIOPYYEHUsI MOXKET U HE HACTynuThb. M 31€ech BO3MOXKHBI JBE
CUTYyallMU: KOTJa JTOCTATOYHO MPEKPAlIEHUsI KOHTPOJIS B OJHOM
Ar000M M3 MPEABITYIINX TOPYYSHUHN A PEeKpaIeHUsI KOHTPOJIs
B ILEJIOM 10 JOKyMEHTy. B 3romM cimydae wucnonb3yercs
KomOunanusa BxonoB: WM. Bropas cutTyanus — 1Q0CTaTOYHO
YCHEIIHOTO HWCIOJIHEHUS TMOpY4YeHHH XOTs Obl B  OJIHO
pOAMTENbCKOM BETBM, W NpOBAl B JPYyrUX HE UIPaeT
CyIIeCTBEHHOW posn. B 3rom ciydae  ucnoisb3yercs
koMOuHanus Bxoaos: UJIN.

KoMmOuHanuu BbIX010B. BO3MOXHBI Takke TpH CIlTydas.

[TepBbiii: BBITIOJIHSIETCS npocras IOCJIEI0OBATEeIHLHOCTD
McnonHeHHoe
—
o nopyyeHue
MOpy4YECHU N 31ech  HE  BaXHO

3HaueHne KomOmHamum BBIXOAOB, B JI000OM cirydae OyaeT
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BBIITOJIHATHCA IMOCJICAYIOICE. Bo BTOpPOM clIydae

McnonHeHHoe
nopy4dyeHune

, KOTJa JOKYMEHT HaIpaBJsSIeTCS st
WCIIOJIHEHUSI CPa3y HECKOJbKUM OTBETCTBEHHBIM HCIOIHUTEISIM
(nBym wimm  Oonee) 3HaueHne KomOMHAmuUM  BBIX00B
BeicTaBisieTcss M. 3nech (Tpetuit cimydait) popmMalbHO BO3MOMKHO
sx3otudeckoe WJIM, mpenmnonararomniee, 4YTO MOCIEIYIOIINE
MOpy4YeHUs (cmemyromue 3a HCIIOJIHEHHBIM

McnonHeHHoe

nopydyeHue

) OyAyT UCIIOJIHATHCSA MOCIIE0BATEIBHO:
MIPH CHATHUU C KOHTPOJISI UCIIOJIHEHHOTO MOPYYCHUS 3aITyCTUTCS
nepBasi M3 CIEAYIOIIUX OIepaluii, a Ipu OTMEHE MOPYYCHHUS,
3aIlyCTUTBCSI BTOpasi M3 IOCIEAYIOMUX Omepanuid (eciam Takas
€CTh) M TaK JaJiee.

HanmomamM, 49TO 1O TOCTPOSHUS  MapIipyTa
MPOXOXKJCHUSI JOKYMEHTa Hcmoib3yercs kHomka Co3narh
nepexol... MaHeJI HHCTPYMEHTOB.

Jlns mpuMepa paccCMOTPHUM Kak Ha MPAKTUKE peaTnu3yercs
BXOJl K INIaBHOMY Oyxranrepy M3 cxembl Ha puc.l. [l storo
peructpatop BbiaenseT mopydenue 2(1) ¥ BBIOMpAET CTPENKY
BBIMTAJaroImero MeHio KHomku Co3aaTh mepexod... TaHeln
WHCTPYMEHTOB. B TOSBHUBIIEMCS MEHIO BBIOMpAeT MYHKT
Ilepexoa Ha HOBOe COTJIacOBaHMe.

Jlanee peructpartop 3amoiHsET, TakKe Kak U B
MPEeNbIyIUX — cliydasx, 1monss Ha3BaHue TIOpyYeHHs W
Hcnonnurenn Ha Bknagke CoriacoBanue.

Ha Bxiagke Bxoabl M BBIXOABI PETHCTPATOP OCTABIISET
MePeKIIoYaTe YCTaHOBIEHHbIMU M0 ymondanuio (HM). 3Oto
ompezaensercs TeMm, 4ro [maBHBI  Oyxranrep  Oyner
COTJIACOBBIBATh JOKYMEHT TOJBKO TIOCJIE COTJIacOBaHUS €ro
BCEMU TPEIBIIYIINMA UCTIOTHUTEISIMHA 2, 3 1 4.

Opnako, eclii MpearoiiaraeTcsi, YTo TJABHBIN Oyxranrep
MOJKET COTJIACOBBIBATH JOKYMEHT IOCJIE €0 COTJIACOBAHHS XOTS
Obl OOHMM M3 HcmoiauuTeneir 2, 3 uwin 4, To HEOOXOIUMO
YCTaHOBUTH TIepekiodaTesls B moje KomMOWHamusi BXOJ0B B
nonoxenue UJIN.

Jlist co3panust mepexoia (CTPEIKH) OT MCIONHUTENS 3 K
UCTIOJHUTENIO 5 (TJIaBHBIM OyXranrep) perucTparop BbLIENSeT
3anuch 3(1) m BBIOMpAET CTPENIKY BHIMAJAIONIETO MEHIO KHOIKH
Co3natp mepexoi... TAHETW WHCTPYMEHTOB. B mosBUBIIEMCS
MEHIO OH BbIOMpaeT MyHKT CorjacoBaTh JOKYMEHT, KOTOPBI
COOTBETCTBYET MOPYYCHUIO, UCTIOJTHSEMOMY TJIABHBIM
OyXTanTepoMm.

AHaOTUYHBIM 00pa3oM CO37aeTcs mepexo (CTpenka) oT
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WCTIOTHUTEINS 4 K UCTIOMHUTEINIO S (TJIaBHBINA Oyxranrep).

B pe3ymbrare = TMOCIENOBATEIBHOCTh  BBIMOJTHCHUS
nopy4yeHui cranoBurcs cieayromei: 1, 2(1), 3(1), 4(1), 5(2,3,4).
[Tocnenneir TOYKOM MapuIpyTa COIVIACOBAaHUS JOKYMEHTA,
KOTOPYIO ~ CO3Jae€T  PETrUCTpaTop, SIBJISETCS  COIVIACOBAHUE
(YyTBEpKIEHHUE) NTOKYMEHTA AUPEKTOPOM. JlJ1s 3TOr0 perucrpaTop
BeiiesseTr  nopydenune  5(2,3,4) u  BbIOMpaeT  KHOIKY
Bemagaromero  Meaio  Co3aaTh  mepexof... HaHEeJH
WHCTPYMEHTOB. B TOSBHBIIEMCS MEHIO BBIOMpaeT IYHKT
Ilepexoa Ha HOBoe coryiacoBaHue. Jlanee 3amoIHSIIOTCS OIS Ha
Biagke CorinacoBanme. I[lonokeHue mepekioyaTeneil Ha
BKJIaJKe BX0ABI M BBIXOABI MOXHO OCTaBUTH 0€3 M3MCHCHWSI,
TaK KaK JaHHBIM UCIIOJHUTENb (6) MMEETCs BCEro OJIMH BXOJ (CM.
cxemy Ha puc. 19).

B pesymbrare = mOCIENOBATENBLHOCTH  MOPYYCHHIA

CTaHOBUTCA CJIC,Z[YIOIHeﬁi
1,2(1), 3(1), 4(1), 5(2.3,4), 6(5).

L 13. BoinoJiHeHHE COIIacOBaHUS AOKYMCHTA

B rimaBHOM OKHE CHCTEMEI B mmosie THI MOSBUIICS 3HAYOK

i‘"ﬂ, YKa3bIBAIOIIMKA HAa TO, YTO [AHHBIM JOKYMEHT W3 MalKh
IMopyyenust sBIAETCS JIOKYMEHTOM, HANPABJICHHBIM ISt
corjiacoBanusa. B mose, OTpaxkarleM COCTOSHHUE JTaHHOTO
COTJIACOBAHMS, HAXOJUTCSA 3HAUOK E, UH(OPMUPYIOIIUNA O TOM,
YTO COTJIaCOBaHUE HJCT.

ITocne OTKpBITHMSA TOKYMEHTa B IAHEIM WHCTPYMEHTOB
TaK)K€ TMOSBWINCH JIB€ AaKTUBHBIC (JAOCTYMHBIE [Jisi BBI30BA

COOTBETCTBYIOIIMX KOMAHJ) KHONKHM: 22 Omo6puTh N =]
OTK/I0HUTB.

Ilocne mnpocmoTpa JOKyMEHTa MCHOJHUTEIb MOKET
BBIOpATh OIHY U3 JIBYX BO3MOKHOCTEH: 0100pUTh TOKYMEHT WU
OTKIIOHHTB. OH 07100pSeT TOKYMEHT W HAKUMAET HA KHOTKY 22
Ono0puts Ha maHenu UHCTpyMeHTOB. llosBnsercs okHO (puc.
83), B KOTOPOM OH MHIIET CBOM KOMMEHTApUU M HAXHMAeT Ha
kHonky OK.

B nome cocrossHMS <~ JOKyMEHTa y  HCIHOJHUTEINS
MOSIBJIACTCA 3HAYOK YKa3blBAOIIMM HAa TO, YTO JOKYMEHT
onoopeH. Ha Bkmagke Xoa  HCHNOJMHEHMSl  TOSBISETCA
COOTBETCTBYIOIIAsl ~ 3alMCh,  OTpaXKarollas  KOMMEHTapHii,
HaIMCaHHBIN IIPHU COTJIACOBAHUU.

Eciim  ucnonHuTEeNs NpH  COIVIACOBAHUM  JTOKYMEHTA
OTKJIOHSAET €ro (HaXMeT Ha KHOIKY = OTKJIOHUTB), TO TaKXke
MOSIBJISIETCS OKHO JUISl YKa3aHUs IPUYMH OTKJIOHEHUS.

KonTposep mnonydaer YBeaomjieHHe 0 3aBeplIEHUHU
BCeX NOPYYEHHI.
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JlokymMeHT cHuUMaeTcsi ¢ KoHTpons. Jling  atoro
PErucTpaTop OTKPHIBAET OKHO JOKYMEHTA U BBIMOIHSAET KOMAHIY
(BeiOMpaeT myHKT MeHIO) KoHTpoab=CHATH ¢ KOHTpoJsA. B
OKHE KOMMEHTapuss CHAThb ¢ KOHTPOJS BeChb JOKYMEHT IHUIIET
KOMMEHTapuil 1 HaxuMaeT kHonky OK.

KonTtponep mnomydaer YBeaoOMJIeHHE O  CHATHH
AOKYMeHTa ¢ KOHTpoJs. Takum oOpa3oM 3akaHUMBAIOTCA BCE
oIepaly 10 COINIACOBAaHUIO JOKYMEHTA.

3apaHve 17. Co3paTb HECKONbKO COrnacosaHWid OfHOro
YPOBHSA.

KommenTapumu.

1. Dro w mnociaeayromue — 3adaHUS  BBITOJHSIOTCS
KOJUIGKTMBHO, ©€3 95TOr0 BBIIIOJHEHHUE HEMBICIHMO.
Cnenyer OTHOCHUTbCA C TIOHMMaHHUEM K BBIIOJIHEHUIO
MOPYYEHUH MPUCYTCTBYIOIIUX HA 3aHSATUU U BBIOIHATH
UX JTI0OPOCOBECTHO, TOCKOJIBKY C OJHOM CTOpOHBI, Bamu
OyayT oTpabaThIBaThCSl HABBIKM MCIIOJHEHUS MOPYYEHUH,
CO3JaHUs U OTIIPAaBKU OTYETOB, C IPYTOM CTOPOHBI, U BrI
He oboiiierech 6€3 MOMOIIH MPUCYTCTBYIOIUX.

2. HacrosTenbHO pPEKOMEHTyeTCsl co0Jr0/1aTh
IpeJularaeMblii MOPSAA0K HAMpPaBJICHUS HOPYYEHUH, YTOOBI
HE CO3[1aBaTh MEperpy3Ky OTIeNbHbIX Jull. Harpyska mo
BBIMIOJIHEHUIO TOPYYEeHMH B 3TOM ciay4dae Oyzer
MPUOIU3UTENBHO OJINHAKOBOI TUISt BCEX
MIPUCYTCTBYIOILUX.

e (Co3zxarb HOBBIHM TOKyMeHT. [IpricoeAMHUTH K HEMY
¢daiin co CBOMMHU OLIEHKAMH 3a IOCJIEIHIO0
ceccuto. HazHauuTh cebst KOHTPOJIEPOM.

e (Co3garb HE3aBUCHMOE COTJacoBaHHUE (IIyTEM
BbIOOpa B MEHI0) "VYTBEpAuTh OLEHKH"' Yy
cocema(ku) cieBa.

e (Co3garb HE3aBUCHMOE COTJacoBaHHUE (IIyTEM
BbIOOpa KHONKK C031aTh HOBOE COIJIACOBAHUE)
"CornacoBaTh y olleHKH" Juist cocena(ku) crpasa.

e Jloayuuth OTYETHI W CHSTH COTJIACOBAHUSA C
KOHTPOJISL.

. Ynpasxcnenue 9. Cozoanue yenouex nopyuenuii.

3apaHne 18. Co3paTb HECKONbKO  NOcCnenosaTenbHO
BbINONHAIOLLMXCA NOPYUYEHUNA.
e Co3pnarb HOBBIHA JOKyMeHT. [IpucoenuHuTh

K Hemy ¢ain.  Hasnauute  cebs
KOHTPOJIEPOM.
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3apanue 19.

e (Co3marh HE3aBUCUMOE [OpPYYEHUE JJIA
nmepBoro cmpaea cocena(ku). B Hem
IPEVIOKUTh  CBSI3aTb € TEKYLIUM
JIOKYMEHTOM CBOM  CO3JaHHBIA  paHee
JOKYMEHT C aHAJIOTHYHBIM (aiyioM.

e (Co3mare mOpy4YeHUE, KOTOPOE JOJIKHO
OyZeT BBINOJHITHCS BTOPBIM, CTPOro 3a
NIEPBBIM, I CIEAYIOUIET0 COcela CIpaBa.
B Hem cHOBa npeioxKuTh NMPUCOEAUHUTH
JOKYMEHT C TOYHO TakuM ke (hailiom, 4To
u y Bac. Mcnonbs30BaTh IIyHKT MEHIO.

e (Co3garb TpEThe HOCJIEI0BATENbHOE
IIOpY4YECHUE (BBITIOJIHAOILIEECS 1o
OKOHYaHUIO BBIITOJIHEHUS BTOPOTO).
AHanoruyHoe Ui TPEThEro  cocena
crpaBa. Mcnonap30BaTh COOTBETCTBYIOLIYIO
KHOIIKY.

e (Co3pmare ewnie OHO IOCIENOBAaTEIbHOE
MOpYYEHUE, aHAJIOTUYHOE /JIsi YETBEPTOTO
cocena cmpaBa. lMcnonp3oBaTh  Takke
KHOIIKY.

e 3aKOHYMTH peAaKTUPOBAHUE, OTIPABUTH HA
UCIIOJTHEHHE.

e KoOHTposuMpoBaTh NPOLECC BBIOJIHEHMUS,
CBOCBPEMEHHO CHHMMasg C  KOHTpOJIA
MOPYYEHUS.

e [lo OKOHuUaHHMM  BBIIIOJIHEHHS  BCEX
MOPYYEHUH CHATH IOKYMEHT C KOHTPOJISL.

Co3aaTb Lenoyky COrNacoBaHum AOKYMEHTa.

e Coznarb HOBBIM JoKyMeHT. IlpucoeMHNUTh
K HeMy (a1 co CBOMMH OLEHKaMHu 3a
nocineAHo ceccuto. HaszHauuth cels
KOHTPOJIEPOM.

e Co3math  HE3aBHCUMOE  COTJIACOBAHHUE
(myrem BbIOOpa B MeHIO) "YTBepauTh
oreHKu" y cocena(ku) clieBa.

e (Co3marh TMOCIEAYIOLIEE  COIJIaCOBaHHE
(uctionb3yst Mento) "CormacoBaTb MOU
omeHKu" y cocena(ku) crpana.

e (Co3garb TMoOCIEyIOllee  COIIacCOBaHUE
(ucnonb3ys kHomky) "CormacoBatb MOH
OLICHKHU" y IPUCYTCTBYIOIIETO CTYIEHTA.

e Jloday4uTh OTYETHI U CHATH COTJIACOBAHMUS C
KOHTPOJISL.
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. Ynparxcnenue 10. Hcnonvzoeanue oOouepnux
npoueccoeé é 0sudiceHuu 0OKymenma.

KomMmenTapuii. B »TOM ynpaxHEHUHM MOJEIUPYIOTCA
TUTIUYHBIE CUTYAIlMH, KOTJA Tepea MPUHATHEM PEIICHUs WIA B
MIPOLIECCE BBIMOJIHEHUS MOPYYCHUS] PYKOBOJIUTENb OTAENa WU
TpyNOmbl  pelaer TMPUHATh BO BHUMAHHE MHEHHE CBOHMX
COTPYOHUKOB WIIM  pa3[eNuTh 3aJaHhe MeEXIy CBOUMHU
COTPYTHUKAMHU.

3apaHne 20. Co3gaTb CcoOrnacosaHue, coaepxKallee
AoYepHUe CornacoBaHuA.

e Co3aarb HOBBIN JOKYMEHT. [IpucoenuHuTh
K Hemy (aiid co CBOMMHU OIICHKAaMHU 3a
MOCIIeAHIO ceccuio. HasmaumTh cocena
CJIeBa KOHTPOJIEPOM.

e (Co3math coOIVIacOBaHWE, B  KOTOPOM
Ha3HAYUTL ce0s UCIIOTHUTEIIEM.

e (Co3nare ABa-TpU AOYEPHUX COTJIACOBAHUM,
¢ JOOBIMH YYacCTHUKAMM 3aHATHUS, B
KOTOPBIX COTJIaCOBAaThb CBOM OIICHKH. B
MIEPBOM CIIy4ae MCIOJb30BaTh MEHIO, BO
OCTQJIBHBIX CIy4Yasix — COOTBETCTBYIOIIYIO

KHOIIKY.
e CHATP JAOKYMEHT C pEIaKTHPOBAaHUS U
IIPOKOHTPOIMPOBATH BBIITOJIHEHUE

JIOUYEPHHUX COracoBaHUN. Bo3MOXHBI H
OTPHIIATEIIEHBIC COTJIAaCOBAHMUS.

e (CormnacoBaTh JOKYMEHT.

e VYOemurthcs, qT0o JIOKYMEHT CHAT
KOHTPOJIEPOM C KOHTPOJISL.

3agaHMe 21. CospaTb  nopyyeHuWe,  coaepallee
noAnopyyYeHns.

e (Co3narb HOBBIM AOKYMEHT. [IpucoeaHUTH
K Hemy (aiia co CBOMMH OIICHKAMHU 32
MOCJIENHIO ceccuio. HasumaumTh cocena
CJeBa KOHTPOJIEPOM.

e (Coznarp mopydeHue, B KOTOPOM Ha3HAYUTh
ce0s uCHoJHUTEIEeM. 3aJadya — BBIIBUTH
JIy4IIero CTyIEHTa u3 YETBEPKHU,
BKJIrouarome Bac.

e CHATP JOKYMEHT C pEAaKTUPOBaHUS,
MOJIyYUTh 33JaHUE€ M MPUCTYIHUTL K
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3apaHve  22.

noanopyyeHus.

CO3JAHMIO MOATIOPYYCHHH.

Co3znaTh NOANOPYYEHUS! TPEM y4aCTHUKAM
3aHATHS, B KOTOPBIX IMOPYYMUTH IPUCIATH
cBou (ailnbl ¢ oneHkamu. Mcnonb3oBaTh
MEHIO U COOTBETCTBYIOILYIO KHOIIKY.
[TosyunTs pe3ynpTaThl TPEX YYaCTHUKOB
rpynnsl. CHATb ¢ KOHTPOJIS BBIIOJHEHHBIE
MOJANOPYYEHUS.

B ciy4ae HEKa4yeCTBEHHOI'O BBIIIOJIHEHUS
3aJaHusl  BO3BPATUTh HAa  IIOBTOPHOE
HCIIOJIHEHHE.

IIpocMOTpeTh IOJIy4YEHHBIE PE3YJbTAThI
CECCHM, BBIABUTH JIYyUIIEr0 W3 IPYMNIBI 110
3TUM pesyiabTaraM. Co3aarh OTYET MO
IIOPYYEHHUIO.

Yo6enutbes, dYTO JOKYMEHT CHSIT C
KOHTPOJISI KOHTPOJIEPOM.

CospaTb cornacosaHue, cofepaliee

Cozpate HOBBIM AOKyMeHT. HasHaunth
cocelia ClIeBa KOHTPOJIEPOM.

Cozpate  cormacoBaHMe, B~ KOTOPOM
Ha3HAuYUTh ce0sl KOHTPOJEpOM, a cocela
cieBa - wucnoiHutenem. llopyunts emy
IIPUHATD WIH OTBEPIrHYTh Bamm
pesyabTatel B mocieaHed ceccun. OH
JIOJIKEH MIPEIBAPUTEIBHO KAK-TO MOTYYHUTh
ot Bac Bammu pe3ynbrarsl.

BrimonnuTe noanopy4yenue

. Ynpasicnenue 11. Co3zoanue  cn0XHCHBIX
Mapuipymoe npoxoxcoenus 00OKymenma.

3apaHune 23. Co3gaTb C/IOXKHOE MNOpydeHune, cocToAllee U3

HECKOJIbKUX LenoYyek.

KomMmenTapumu.

1. Tlpennaraercss co3maTh MapHIPyT, TPHUBEIECHHBIA Ha
puc.19, ucnonp3yst MPUCYTCTBYIONIMX HA 3aHITHA BMECTO
WCIOJIb30BaHHBIX B IPUMEPE TOJKHOCTHBIX JIHII.

2. Tak kak 3ajaHWe HaNpaBJIE€HO Ha OTPAOOTKY HAaBBIKOB
3a/laHusl BXOJIOB M BBIXOJIOB B IMOpPY4YEHHE, TO HE CTOIb
BAXXHO Kakue 3TO OyAyT MOpYYEHHs, HANpUMEpP, OHU
MOTYT OBITH COTJIACOBAHUSIMH.

3. PazymMHO Ha3zHauuTh Cce0S  KOHTPOJIEPOM,  YTOOBI
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HaOJI0/1aTh 32 MPOXOXKACHHEM JOKYMEHTOM MapIlipyTa,
CO3/IaHHOTO Bamu ke Kak perucTpaTopoM.

e (Co3narb HOBBIM JOKYMEHT. [IprcoeIMHUTD K HEMY
daiin C  TMpelIoKEeHHEeM  KOJUIEKTUBHOTO
MPOCMOTpa CBEXKEro OJIoKOacTepa B KHHOTEATPE B
Onmuxkaililyro  HeNento,  MOCTYMUBIIETO  OT
OTCYTCTBYIOIIETO  HA  3aHATUU  TIPUATEINS.
HazHaunth ce0si KOHTPOJIEPOM.

e (Co3pmaiiTe MapIipyT JABWKCHUS JOKYMEHTA JIJIs
cornacoBanus. Mcrnonb3yiite cebst kak 4-ro
WCIIOJTHUTEIIS.

e CoxpaHHTE JOKyMEHT M TEM CaMbIM OTIIPaBHTE
€ro 1Mo MapIIpyTy.

e Koutponupyiite porecc MPOXOXKACHUS
JIOKYMEHTa, CHHMAasi C KOHTPOJS BBINOJTHEHHBIC
COTJIACOBaHUs, a 3aTEM U BECh JOKYMEHT.

3apaHve 24. Co34aTb CAOXKHbLIM  MApLpPYyT ABUMEHUA
OOKYMEHTa.

13
14

Puc. 21. CnoxHsIi MapIpyT IBUKEHUS JOKYMEHTA.
e (Cozmatp gokymeHt. Hasnaunth cebst
KOHTPOJIEPOM.
e B  KOHTpPOJNBHOW  KapTOYKE  CO31aTh
IIPEJICTABICHHBI CXEMaTUYHO MapuIpyT

JIBYDKEHUS JIOKYMEHTA, 3aMeHss
MIPOHYMEPOBAHHBIX HCIOIHUTEIICH
3apETUCTPUPOBAHHBIMUA  TIOJIb30BATEISIMU
Cucremsl.

e CoOXpaHHUTH TOKYMEHT.

e [lonyuusn HU3BEIICHUE 0 Hayaje
WCIIOJHEHUSI JIOKYMEHTa CHSTh €ro c
KOHTPOJISL.

3apaHue 25. OTYeT No BbINOJIHEHHbLIM 33a4aHUAM.
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KomMenTapuii. 3agaHue BBINOJHIETCA MO OKOHYAHUU
BBITIOJIHEHUS BCEX MPEbIIYIINX 3aaHH.

e Haiitu Bce cozmanneie Bamu B mporuecce
BBINOJHEHUS 3aaHui 2-25 TOKYMEHTBHI.

e Co3garb HOBBIM J0KymMeHT OTt4der,
KOTOPBIM CBSI3aTh 3TH JOKYMEHTBHI.

e [lIpencraBute otuer IlpenonaBarento,
HaIpUMep, MepeciiaB eMy 3TOT TOKYMEHT.

. Ilpunoscenue 1
Jleka
Hy ¢akynsrera [IMMHO
0. /1.
KopobxoBy
oT
3asBJjieHue

[Ipomy 1OmMycTUTh MEHsS K 3aHSATHSIM B KOMIIBIOTEPHBIN
KJacc 17151 pabotel ¢ cuctemoid EOPAT-/JokymMeHTO0O00pOT.

O R 200... r.
(665,71 (55 430 /0 1111 SRR
JHexa
Hy ¢akynsrera [TMMHO
I0.A.
Kopob6koBy
O0bsicHuTeIbHAS

A, crynent rpynnsl [Ju/lOY-306 HMBanos W.U.,
nponyctun 3aHatus no aucummuimHe KUT B JIOVY, Tak kak
00BEJICS MUPOKKOB (C KAITyCTOH M MOBHUJIIOM) U HE CMOT BCTAaTh C
nuBaHa. Ilpomry meHs npoctuth. Bnpens, moka ydych Ha
(bakynbTeTe, MUPOKKOB €CTh HE OyNy.

JlabGoparopHasi padora — moay.Jb «/{u3aiinep
MAapLIPYTOB)
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Hcnone3ys cnpaBouyHbIM Marepuan Moayis «JluzaiiHep
MapIIpPyTOB» BBIIIOJHUTE CIEAYIOIIUE 3a0aHUS.

L4 CoriacoBaHue 3asiBJIeHHS HA OTIIYCK

[Ipumep mapiipyTa paccMOTpPEHUS 3asiBICHUS Ha OTIIYCK
oToOpakeH Ha puc. 1.

[TopsiioK BHINOJHEHUS ATAOB 00PAaOOTKMU JTOKYMEHTa I10
JAHHOMY MapILpPYTY CJIETYIOLIHA:

1) tak kak y comnacoBaHuii  «HavanpHuK
noxpaznenenus» U «OTnen  KazpoB»  HeET
MPEILIECTBYIOIUX 3JEMEHTOB, TO BbIIOJHEHUE
MapuipyTa HayHeTcsi ¢ HuX. TakuMm oOpasowm,
OJTHOBPEMEHHO HAYHYT BBINOJHATHCSI 00a 3TUX
COIJIACOBAaHUS, TO €CTh 3asBJIEHUE Ha OTIYCK
Oyner paccMaTpuBaThCs HayaJIbHUKOM
MOJIPA3/IeIeHUs U OTJIEJIOM KaJIpOB MapaliesbHO;

2) Tak Kak y corjacoBanuii  «HavanpHuK
nozapazaeneHus» U «OTnen KaapoB» JIOTHYECKOE
yclioBUE BbIXxoja «BrImonHsATh nepBoe» (Tabnuna
1), To mepexoabl OT OJTHX COIJACOBaHMHA K
COTJIACOBAHUIO «J{MPEKTOP» BBHIMOIHATCS B CIIydae
0JI00peHus  JOKYMEHTa  KaXAbIM U3  HUX
COOTBETCTBEHHO. Tak Kak y COIJIaCOBAHMUS
«/lupekTop»  JOrMYecKoe  yCIOBHE  BXOZa
«HauuHaTth BMECTE», TO OHO HaYHET BBIIOJIHATHCS
(3asBeHHEe OyAeT pacCMOTPEHO JIHPEKTOPOM
NpeanpusaTHs) TOJBKO TOrna, Koraa Oyaer
MOJTy4eHO OoJ00peHue OT 00OMX HCIOIHUTENEH
NpeIpIAYIINX  CcorjacoBanuii. B mpoTuBHOM
cllydae MapuIpyT IpepBeTC;

3) Tak Kak y coriacoBaHus «/IMpEKTOp» JOTHYECKOe
yclioBUE BbIXoJla «BBINONHATH 1mepBoe», TO
IIepexXo/l OT HEro K nopydyeHuro «OTaen KaapoB»
BBITIOJTHUTCSL TOJBKO B  ciy4yae oOJ00peHus
JIOKyMeHTa. TakuMm o00pa3oM, eciau JUPEKTOp
OIOOpUT  3asiBIEHHWE, HAYHET  BBIOJIHATHCA
nopyyenne «Otgen  kajupoB»  (odopmiieHHe
ornycka). B mnpoTuBHOM ciydae MapHipyT
IIpEPBETCS;

4) mocme Toro kak mopydeHue «OTaen KaapoB»
Oyzer 3aBepiIieHO (CHSITO C KOHTPOJsi), HAYyHET
BBINOJIHATECS NopydeHue «byxranrepus» (pacuet
OTIyCKHbIX BbIIIaT). Ilocne 3aBeprieHust 3TOro
MOPYYEHHUS 3aBEPIIUTCS BECh MAPIIPYT.
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- OTaen kagpoE.
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. .. DupexTop.

OTa,

Puc. 1. Ilpumep mapiipyTa paccMOTpEHHUsI 3asIBICHUS Ha

OTITyCK

Jlormueckue yciaoBHs BXOJIOB U BBIXOJIOB, YKa3aHHBIE JIJIS
Y3JIOBBIX 3JIEMEHTOB Mapiipyra «CoriacoBaHUE 3asiBICHHS Ha
OTITYCK» Mpe/CTaBleHbI B Tabuuie 1.

Tabmuna 1.
Jlornueck Jlornueck
Tum u Ha3Banue
0€ yCIIOBUE 0€ yCIIOBHE
Y3JI0BOT'O 3JIEMEHTA
BX0J1a BEIXOJIa
CornacoBanue
Brinmoaaar
«HauanbHUK -
b [IEPBOE
MOIpa3/ICIICHUSY
CornacoBanue Brmmonaar
«Otnen KaapoBy b TIEPBOE
CornacoBanue Hauwnnats Brmmonaar
«/Inupexrop» BMECTE b IIEPBOE
ITopyuenue BeimonsaT
«Otnen KaapoBy b BCE
ITopydyenue
«byxranrepus»
. CornacoBanue 10ropopoB
[Tpumep mapiipyTa cOTJIacOBaHUS JOTOBOPOB OTOOPaKEH
Ha puc. 2.
[TopsitoK BBIMOTHEHUS ATANOB 00PAOOTKHU TOKYMEHTa IO
JTAHHOMY MapIIpyTy:
1) tak Kak cornacoBanus «lOpucty» Her

MPEAMISCTBYIOMUX 3JIEMEHTOB, TO BBITIOJHEHUE
Mapuipyra HadHeTcss ¢ Hero (OymeT mpoBeacHa
IOpUINYECKast TPOBEPKa JJOTOBOPA);

2) Ttak kak y coracoBanus «lOpuctyy» Joruueckoe
yCJIOBHE BBIXO/a «BBIMONHATE mepBoe» (Tadbmura
2), TO B ciydae OJOOpEHHs JOTOBOpa HOPUCTOM

B0 KAQnE |
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3)

4)

5)

6)

BBINTOJIHUTCS Tepexo]l K BeTBiieHUI0 «IIpoBepka» u
HAYHETCSI PACCMOTPEHHE YCIIOBHM BETBICHHSA
(byner ompeneneHo, KTO OyIeT COIJIacOBBIBATh
7IoroBop). B ciyuae OTKIOHEHHs —JOTOBOpa
BBIITOJIHUTCS TIEPeX0/] K mopydeHuto «Crnucanue B
apxuB» (IOKyMeHT OyneT cmucaH) W TOCie
3aBepIICHHs] TOPYYCHUsT (CHATHS C KOHTPOJIS)
3aBEPILUTCS BECh MapIIPYT;

HampuMmep, B cBoiicTBax BeTBiieHUS «[IpoBepkay
yKa3aHo CJeIyolIee yCIOBHE Mepexoa OT Hero K

COTJIACOBAHUIO «JlupekTopy»: KOHTpOJIEp
JIOKYMEHTa — T0JIb30BaTEINb, UCTIOTHSIONIUN POJIb
«dupextop». A ycrnoBue  mepexoia K
COTJIACOBAHUIO  «3aMECTUTENIO».  KOHTPOJIEp

JOKYMEHTa — TI0JIh30BaTEIb, UCTIOIHSIOLIHHA POJIb
«3amecTUTens TUPEKTOpa». Tak Kak y BETBIICHUS
«[IpoBepka»  JOrMyYecKoe  YCIOBHE  BBIXOJa
«BBITIONHATE MIEPBOE», TO B 3aBUCUMOCTH OT TOTO,
KTO Ha3HaueH KOHTPOJIEPOM JOKYMEHTa, HAUHETCS
BBINOJIHEHHE COIJIACOBAaHUS «JlupexTopy»
(moroBop OyneT COIJIaCOBBIBATHCS JTUPEKTOPOM)
WIM COIJIACOBAaHUA «3aMECTHTENI0»  (JI0roBOp
Oyner COTJIaCOBBIBATHCS 3aMEeCTHTEJIeM
TUPEKTOpa);

TaK KaKk W Yy COIIacoBaHHsA «JHpeKTopy», H y
COIJIACOBAaHUS  «3aMECTUTEN0»  JIOTMYECKOe
ycloBHE BBIXOAAa «BBINONHATE meEpBOe», TO
nepexo, OT OJHOT0 W3 3THUX COIVIACOBAaHUH K
nopy4yeHuto «MeHeKepy» BBITIOTHHUTCS TOJIBKO B
TOM Clly4yae, €Cld JOTOBOP MOJYYHUT OJ00peHue
THpEKTOpa 00 ero 3aMECTHTEIIS
COOTBETCTBEHHO. B MpPOTHBHOM cllyyae MapuipyT
MIPEePBETCS;

TaK KakK y mopydeHus: «MeHemKkepy» JIOTHIecKoe
ycimoBue  Bxoga — «Haummate  cpasy»,  TO
BBINOJIHEHHE MOpYYEHHUs «Menemxepy»
(oopmieHnue moroBopa) HAYHETCS TOCIE TOTO,
Kak OyJeT BBINOJIHEH IepexoJl OT OJHOTOo W3
MPEIIIECTBYIONINX COTJAacOBaHWHA (MCXOIs W3
JIOTHYECKUX  YCIOBMM BXOJIOB M  BBIXOJOB,
KOTOpBIE  YKa3aHbl  UIsI  TPEANIECTBYIOIINX
9JIEMEHTOB, JAPYrod TMEpexo] He BBINOJIHUTCA
HUKOT/IA);

nocje 3aBepLICHHs TOopydeHus «MeHemkepy»
(CHSITHS C KOHTPOJIS) 3aBEPIIUTCS BECh MAPIIPYT.
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Puc. 2. IIpumep mapuipyTa coriacoBaHusi JOrOBOPOB

Jloruueckue YCJIOBUA BXOIOB U BbIXOAOB, YKA3aHHBIC IS

Y3JIOBBIX JJIEMEHTOB MapiipyTta «CorjiacoBaHue JJIOTOBOPOBY»
Mpe/iCTaBJIeHbI B Ta0IHIIE 2.

Tabnuma 2.
Jlornueck Jlornueck
Twun v Ha3BaHUE
0€ yCIIOBUE 0€ yCJIOBHE
y3JI0BOT'O AJIEMEHTA
BXOJa BBIXOJ1a
CornacoBanue BreimonnsT
«tOpucry» i b TIEPBOE
ITopy4yenue
«Crniucanue B apXuB i i
Bersnenue BeimonasT
«IIpoBepka» i b [1IEPBOE
CornacoBanue BreimonnsT
«JIupexropy» i b [1IEPBOE
CornacoBanue BreimonnsT
«3aMEeCTUTEIIO i b [IEPBOE
[Topyuenue Haunnate
«Menemxepy» cpasy i
J CoBMecTHasi NOATOTOBKA JOKYMEHTA

[Ipumep mapuipyTra COBMECTHOM MOJATOTOBKH JTOKYMEHTA

0oTOoOpaxkeH Ha puc. 3.

[Topsiiok BHIMOTHEHUS ATAOB 00PAOOTKHU TOKYMEHTa IO

JTAHHOMY MapHIpyTy:

1) Tak kak y nopyuyeHus «BBemeHue» Her
MPEAMIECTBYIOMMX  Y3JIOBBIX  DJIEMEHTOB, TO
BBITIOJIHEHUE MapIIpyTa HAYHETCS C HETO;

2) Tak Kak y mopydeHus «BBereHue» JIOrHYecKoe
yCIIOBUE BbIXOJa «BHIMOTHATE Bee» (Tabmuma 3),

WE;:

| S

KRy

TO TOCJIE €r0 YCHENIHOT0 3aBeplIeHUs (CHATHUS C
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3)

4)

KOHTPOJISI) WJIM OTMEHBI HauyHETCS MapajuiesbHOe
BbIIIOJIHEHHUE nopyueHui «Hactb 1» u «Hacts 2»,
a TakKe IMapajljIeIbHOE BBIIOJHEHHUE OTCPOUKH
«Ot1cpouka»  (OTCpoYKa  TMO3BOJMT  HayaTh
BBITIOJTHEHHUE MOPYUYECHUSI «3aKIII0UeHUEe)» HE paHee,
YEeM UCTEYET BPEMS OTCPOUKH);

Tak Kak y nopydyenud «Yacts 1» u «Hacte 2»
JIOTHYECKOE YCIIOBUE BbIXOAa «BBINOIHATH Bcey,
TO TEpexoJ OT KaXJIOro U3 HUX K TMOPYYECHHUIO
«3aKI0YeHre» BBITIOJTHUTCS, Korjaa
COOTBETCTBYIOIIEE TMOpyYeHUe OyIeT CHITO ¢
KOHTpPOJISI WIK OTMEHEHO. Tak Kak y Mopy4eHHs
«3aKJIlOueHHe»  JIOTUUECKOE YCIOBUE  BXOJa
«HauuHaTh BMECTE», TO OHO HaYHET BBIMOJIHATHCS
TOJIbKO TOIJa, KOIJa 3aBepliarcs [OPYUYCHUS
«Hactp 1» u «Hactp 2» (OyayT CHATBI C KOHTPOJIS
WIM OTMEHEHBI), a TaKXe MCTeUeT BpeMs
OTCPOYKU;

[IOCJIE 3aBEpIICHUs] TOPYUYEHMs «3aKIIOUEHUE»
(cHATHME C KOHTPOJS WIM OTMEHA), 3aBEPLIUTCS
BECh MapIIPYT.

Hacre 1

BeencHue ™  Omepovka 0 T2k

1 Z]

Y
| [

Yacte 7

Puc. 3. IIpumep mapuipyTa NOArOTOBKH TOKyMEHTa

Jlornueckue YCJIOBUA BXOIOB U BbIXOAO0B, YKA3aHHLIC IJIA

Y3JIOBBIX 3J€MEHTOB Mapuipyra «CoBMecTHass MOJIrOTOBKa

JOKYMEHTa» MPECTaBICHBI B Ta0IUIE 3.

Tao0mua 3.
Jlornueck
Tumn n Ha3BaHUE Jlornuecko
0€ yCIJIOBHE
y3JI0BOTO 3JIEMEHTA € yCJIOBHE BXOJa
BBIXOJa

EHHE
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[Topyuenue
«BBenenue»

b BCC

Brimomasar

[Topyuenue
«Yactp 1»

b BCC

Brimomasar

[Topyuenue
«Yactp 2»

b BCC

Brimomasar

Otcpouka
«OTcpouka»

Haunnatn
BMECTE

ITopyuenue

«3aKIIOYECHUE)

Hauunnats
BMECTE

Otyer mnpenocraButh B Buae jJokymenta Word co
BCTABJIEHHBIMH CKPUHIIIOTAMH padouero mpoiuecca.




0) Ilopsaaoxk mpoBeleHUs] MPOMEKYTOYHON ATTECTALMH, NMOKA3aTeJM M KPHUTEPUH
OlleHUBAHMS:

[TpomMexyTodHast aTTecTaus MPOBOIUTCS B popme 3auéra.

[Ipu moaroToBke K 3adeTry oco0oe BHHMMAaHHUE CIEAyeT OOpaTHTh Ha ClEIyoIlne
MOMEHTHI:

1. Perynspuoe mnpoureHue (He MeHbIIE TPEX pa3) U OCMBICIEHHE TEOPETHUECKOTO
MaTepuania;

2. BreInonHeHHUe NMPakTUYECKUX 3aJlaHUil C OMOpPON Ha TEOPETUUYECKUH KOMMEHTApUW U
00pas3iibl;

3. TlocrosiHHY!0O M A00OpOCOBECTHYIO pabOTy Ha MPAKTHUUECKUX 3aHATUAX, a TaKKe
CaMOCTOSITENIbHYIO padoTy.

Kputepun oueHku (B COOTBETCTBHM € (OPMUPYEMBIMH KOMIIETCHIMSIMH U
TUTAHUPYEMBIMH pe3yJIbTaTaMu 00ydeHus):

— HAa OLEHKY «OTJIMYHO» — CTYJCHT JIOJKEH MOKa3aTh BHICOKUI YPOBEHb 3HAHUI HE
TOJILKO Ha YpPOBHE BOCIPOWM3BEACHWS W OOBSICHCHHS WH(OpMANHUHA, HO W
UHTEIJICKTYyadbHbIE HABBIKA pEIIeHUs MpodlieM U 3a]ad, HaXOXKJIACHUS
VHUKQJIBHBIX OTBETOB K TIpoOJieMaM, OLEHKH W BBIHECCHUS KPUTHUECKUX
CYXKJICHUH;

— Ha OLIEHKY «XOPOLI0» — CTYJICHT JODKCH MOKa3aTh 3HAHUS HE TOJBKO Ha YPOBHE
BOCTIPOM3BEICHUS U 00BICHEHUSI MH(OPMAILIMU, HO ¥ MHTEIUICKTYaIbHbIC HaBBIKU
pelieHus mpodieM U 3aja4u, HaX0XKIEHUSI YHUKAIBbHBIX OTBETOB K IIpodiieMam;

— Ha OIICHKY «YyJIOBJIETBOPHUTEJbHO» — CTYACHT JOJDKEH IIOKa3aTh 3HAHHUS Ha
YPOBHE BOCHPOHW3BEICHUS H OOBSCHEHHS HWH(POPMAIUH, WHTCIUICKTYalbHBIC
HABBIKU PELICHHS MPOCTHIX 3a/1aY;

— Ha OIIEHKY «HEeY/0BJIETBOPUTEIbHO» — CTYJICHT HE MOXET MOKa3aTh 3HAHUS Ha
YPOBHE BOCTIPOU3BEACHHUS M OOBSCHEHUS HHPOPMAIMHM, HE MOXET TO0Ka3aTh
MHTEJUIEKTYaJIbHbIE HABBIKU PEIICHUS IPOCTHIX 3a/1a4.



