D %) ~ ~

bbK 32.973-018.2473

VIIK 004.4 (0.75)

Penensent ["'abaymuna O.T'.

Ackoabckast E.A., 'ymuna H.A., 3apaaummna M.A.
IIpakTukym no uappmaruke. — Opendypr: 'Oy OI'Y, 2007. — 175 c.

IIpakTUKYM npeAHAa3HAYeH 1JIA BBINOJTHEHHUs J1a00paTOPHBIX padoT 1o AucCHu-
mmHe “MHpopMaTnKa” NJIs1 CTYICHTOB IEPBOIr0 Kypca 3KOHOMHUYECKHX CIeIHAIbHO-
cTeil.

bbK 32.973-018.2473

© Acxkonbckas E.A., I'ymuna H.A, 3aBanummna
M.A. 2007
©orvy, 2007

D ~ ~ ~


http://rucont.ru/efd/192946
http://rucont.ru/efd/192946
http://rucont.ru/efd/192946
http://rucont.ru/efd/192946

D %) ~ ~

Conepxanue
BBEIIEHHE. ...ttt ettt e b e st ettt e 4
1 OnepanrioHHast CHCTEMA WINAOWS XP....ooiiiiiiiiiiiie et 5
1.1 JTa0OPATOPHAST PAGOTA L....viiiiieiiieiieiiieiie ettt ettt et e sete et e sabeebeesnaeenseesneeenne 5
1.2 JIaOOPATOPHAST PAOOTA 2....ceuveieiiieeiieeeiieeesiteeesereeessreeesreessseeasseeesseeesseeessseesssseessssesssseessssesans 9
1.3 Bapuantsl 3aganuii mo teme Microsoft Windows XP........ccccovieviiiiniiiiiiiniiieceieeee, 16
2 Texcrosriit mporteccop MS Word 2000/2003..........cceieeiieeieeeieeeee et e 31
2.1 JTa0OPATOPHAST PAOOTA L....eiiiiiiiiiieiieeiieeieeee ettt ettt ettt et e e st e ebeesaaeenseenenes 31
2.2 JTaOOPATOPHAST PAOOTA 2....eeeuvieeeeieeeireesireestieesseeessseeessseeassseeessseessseessseeessseeessseessseesssseessssees 38
2.3 JTa0OPATOPHAST PAOOTA 3 ...eiviieiiieiieeiie ettt ettt e et e st e et e st e e bt e saeeenbeessbeenbeesseeenseesnseenseennnas 43
2.4 JTaOOPATOPHAS PADOTA 4....eeeuvieeeeieeeieeeeieeeeieeesteeesteeessaeeesseeesseessseeesseeeasseeesnseeeasseesnnseesnssees 49
2.5 JTa0OPATOPHAST PAOOTA S....eeiviieiiieiieeiieeiie et et e et e e bt e seteeteesateenbeeseeeenseessaeenseesseeenseesaseenseennnas 51
2.6 Bapuantsl 3amannii o Teme MS Word 2000/2003..........eeieiiiiiieeeiieeeiee e 57
3 Tabmuunsit iporieccop MS Excel 2000/2003........cooiiiiiiieeiierieeieee ettt s 79
3.1 JTa0OPATOPHAS PAOOTA L..eeeiuiiiiiiieiiiieeiiee et e et e e siee e st e et eeestaee et eeesaeessseeesnseeessseeennseeenneenns 79
3.2 JTaOOPATOPHAS PAOOTA 2....eeuvieneieeirieiieeteenieeeteenteeeteenteeesteeseesaseenseessseeseessseenseesnseenseesssesnseens 84
3.3 JIa0OPATOPHAS PAOOTA 3 ...c..eviieiiieeiiieeieee ettt e eieeesteeesteeessaeeessseeesseeessaeesnseeesnseeesssaesnsseeensseenns 87
3.4 JTaOOPATOPHAS PAOOTA 4.....eviieiieeiiieeiie et et e et ite et e tte e bt ebeesabeenseeeabeenseesnseenseesnseenseesnsesnseans 92
3.5 JTa0OPATOPHAS PAOOTA S...eouvveieirieeiiieeiieeeiieeeieeesteeesteeessseeessseeesseessseessseeesseeessseeessseesnsseenns 98
3.6 JTa0OPATOPHAS PAOOTA O.....eveieiiieniieeiieeiie ettt et et e et e eteeebeesteeesbeessaeenbeessaeenseennsesnseenneeenne 102
3.7 Bapuantsl 3aganuii 1o Teme MS Excel 2000/2003.........coooiiieiieeieeeieeeee e 107
4 Cpenctso ynpasnenus 6azamu 1aHnHbIX MS Access 2000/2003..........oovvievieeiiienieeieeieeieeeee e 140
o W] 10T ) o 0] o) 2 o LT ) - I TR 140
4.2 JTa0OPATOPHAST PAOOTA 2.....eieiieniieeiiieiieeiieestte et esteeeteesseesnaeenseeesseeseesnseeseesnseeseesnsesnseennseenne 147
4.3 Bapuantsl 3ananuii o Teme CYBJL MS Access 2000/2003.........coooiieeiieeeiieeeieeeeiie e 157
5 PaboTa B KOMIBIOTEPHBIX CUCTEMaX U ceTsX. PaboTa B ceTr Internet ..........cocevevveniinienicnnenne. 159
5.1 JTA0OPATOPHAS PADOTA L..cceviiiiiieiiiieeiie ettt tee et e e sae e et e e eta e e e e e e enseeessseeeenseeenseeennns 159
5.2 JTa00PATOPHAS PAOOTA 2....evvieiieeiieeiieeiieeieeeiee et eteeseeeebeessteesseessteenseesnseenseesssesseesnseenseensnas 161
5.3 BapuaHTbI 3a1aHUHN TIO TEME MHTEPHET......eeiiiiiiiieiiiiieeeeiieee et eeitee e e e e e e 175
6 JlutepaTypa, PEKOMEHIYEMAS ITIST UBYUCHUS. ... eeeeuerreenieeerireenireenieeesueeesseeesnneeesnseessnseessnseesnnsens 176
7 CIIACOK MCTIOTB30BAHHBIX HCTOUHMKOB. ... ..eeiutteerutteeruieeeniteenuseeenareeenseeesnsseessaeesseeesanaeesseeessneenne 177

D ~ ~ ~


http://rucont.ru/efd/192946
http://rucont.ru/efd/192946
http://rucont.ru/efd/192946
http://rucont.ru/efd/192946

D %) ~ ~

BBenenue

JlaHHBIM KOMIBIOTEPHBIN MPAKTHUKYM MPEICTaBIseT cOOOK COOpHUK Jiabopa-
TOPHBIX PabOT M MOCBSIIEH OCBOCHHUIO TTOCIEAHUX BEPCHI MPOTPAMMHBIX MPOIYKTOB
dbupmbr  Microsoft: Windows XP, Word 2000/2003, Excel 2000/2003, Access
2000/2003, Outlook 2000, a Takxe TexHoiaoruu padbotsl B IHTEepHET. OCBOCHME Cpel
MPOUCXOANT B MPOLIECCE PeATM3AINN PA3TUYHBIX padOT: MPUBOAUTCS TEMa, IIeTh pa-
O0THI, €€ CoJepKAHUE U TEXHOJIOTUS €€ PEIICHUS.

[IpakTUKyM COAEPKUT OONBIIYI0 KOJUICKIUIO HUTIOCTPAlMid U TPUMEPOB.
Kaxxnas riiaBa 3akaHuMBAaeTCsl CIIMCKOM YIPAaKHEHHUH, CIOCOOCTBYIOLIUX 3aKperuie-
HUIO MaTepuaja, a TaKkKe MOXKeT MCIOJIb30BaThCs MpenofaBaTeNsIMU JUIsl KOHTPOJIS
YCBOGHHUS 3HAHUU CTyJEHTaMH U JJi1 (OPMUPOBAHUS 3a/laHUi Ha KOHTPOJIBHYIO pa-
00Ty JUIs CTY/ICHTOB 3204YHOT0 METOAa O0yUCHHS.
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1 Onepanunonnas cucrema Windows XP

1.1 JlabopaTopHas padora 1
Tema: IlepBoHayajibHbIC CBeJACHUS U NMpPaBHJa PpadoThl B ONEPALMOHHOM

cucrembl Windows’2000/2003

Heab padorbl: OCBOUTh OCHOBHBIE TPUEMBI U METOJIbI pabOThl ¢ 0OBbEKTAMU

oneparmoHHoi cuctembl Windows’2000/2003.

1

Conepxanue padoThbI:
OcBOcHIE OCHOBHBIX ITPHEMOB HACTPOUKH M PaOOTHI C 00bEKTaMHU, UCIIONIB3YS
I'maBHoe MeHro onepanrorHoi cucteMbl Windows’2000/2003.
OcBoeHue MeToJI0OB pabOThl C 00BEKTAMU, UCTIOJB3YS CIYKEOHYIO pOorpaMmmy
«IIpoBoanuk» oneparmonHou cucrembl Windows’2000/2003.

TexHoJiorus1 BHINOJHEHUE PAOOTHI:

3aganue 1

Pasmectute 3Hauku, Haxoxasmuecss Ha PaGoueM cTose, B MPOU3BOJIBHOM TIO-
pAIKe.

[Ipu momonm KOHTEKCTHOTO MeHI0 Pabouero crosa ynopsjioubTe UX pa3Mele-
Hue. [{ns ynopsmodyeHus: pa3MelleHus 3Ha4koB Ha PaboueM cTojie BBI3OBHUTE
KOHTEKCTHOE MEHIO. J[Ji1 BhI30Ba KOHTEKCTHOIO MEHIO IEIKHUTE Ha CBOOOJ-
HOM MecTe PaGouero cTosa mpaBoil KHOIKON MBIIIIH.

3amycTUTe Ha BBIMOJHEHHE HECKOJIBKO CTaHJIAPTHBIX MPOrpaMM Ha BHIOOpP HC-
nosb3ys ['maBHoe MeHto: ITYCK/ [TPOT'PAMMBI/CTAHJAPTHBIE, nanpu-
mep, bioknor, WordPad, Paint, Kanskymnsarop (cm. pucynok 1.1).
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