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DYyHKINOHAJbHbIEC BO3MOKHOCTH
Microsoft Office



Microsoft Word
Microsoft Excel
Microsoft Access
Microsoft PowerPoint
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Microsoft Word

Camvle 0CHOBHbIE U NOJIE3HbIE BOZMONCHOCTU, KOMOPbLE
umeem Microsoft Word.:

1 ) MoxeT 0JHOBPEMEHHO OTKPBITh U pa0OTaTh Cpa3y C HECKOJIbKUMHU
JTOKYMEHTaMH.

2 ) KagectBenHo onpeaensier opdorpaduto, rpaMOTHOCTh HAITUCAHUS
U CTWJIMCTUKY IIPH BBOJE TEKCTa, €CIIM OOHApPYKHUBAETCs OIIMOKa, TO
IporpaMMa M K€ UCIIPABUT €€ WM YKKET B KAKOM CJIOBE OHA
JOMYIICHA.

3 ) MoxeT co3aaBarh HOBbIM JOKYMEHT Ha OCHOBE paHE CO3/IaHHBIX
1a0JIOHOB.




4 ) OueHb OrpOMHBIN CHEKTP BO3MOKHOCTEH 1711 (DOPMATUPOBAHUS
JOKYMEHTA.

5 ) Microsoft Word noanepxuBaeT aBToOMaTU3aIMIO BBOJA YaCTO
BCTpEYAIOIIUXCS (Dpa3, CIOB, MPEATOKEHUM.

6 ) OtnuyHas padoTa B Cpelie CChLIOK

7 ) llonaepxka co3ganus crpanull IHTepHET 1 HE OOIbIIMX TAOJIHII.
8 ) YnoOHas pabora ¢ MareMaTun4ecKUMH (hOpMyJIaMH U TaK Jaliee.
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Documentol - Microsoft Word
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TeKCToBbIN pefakTop

TeKCcTOBbINA NPOLLECCOp, NPeAHasHaYEHHbIN N8 CO34aHNS,
NPOCMOTPa 1 PeAaKTUPOBAHMA TEKCTOBbIX AOKYMEHTOB, C
NOKaNbHbIM NPUMEHEHNeM NpoCcTeiMiumux opm TabanyHo-
MaTpUYHbIX aAropUTMOB. Beinyckaetcs kopnopauuein Mi
B cocTaBe naketa Micros ice. Mepsas Bepcus bbina
HanucaHa Pudapaom bpoan ana IBM PC, ucnonbsyrowux DOS,
B 1983 rogy. Mo3gHee sbinyckanuc sepcum ans Apple
Macintosh, SCO UNIX u Microsoft Windows. Tekywieit sepcueit

asnsetca Microsoft Office Word 2016 gna Windows u mac
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Microsoft Excel

Ocnosnvie sozmodcnocmu Microsoft Excel :

1 ) mpoBeneHNEe OMHOTUITHBIX CIIOKHBIX PACUETOB HaAJl OOJIBIITUMHU
HaOoOpaMu JaHHBIX;

2 ) aBTOMAaTH3alHsI UTOTOBBIX BEIYKUCICHUM;
3. peuieHue 3a7a4 MyTEM MMoA00pa 3HAYCHU I TapaMETPOB;

4. 00paboTKa (CTaTUCTUYECKUI aHAJIN3) PE3YIbTAaTOB
IKCIIEPUMEHTOB;

5. IpOBEAECHUE MOMCKA ONITUMAJIBHBIX 3HAYCHUN ITApaMETPOB
(pemieHre ONTUMU3AIMOHHBIX 3a]1a4);

6. MOJATOTOBKA TAOJMYHBIX JOKYMEHTOB;
7. MOCTPOCHHUE TUArPAMM M0 MMCIOIIUMCS TaHHBIM;
8. CO3/laHue U aHAJIM3 0a3 JaHHBIX (CIIHCKOB).
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Bookl - Microsoft Excel (Technacal Preview)
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x =9~ Bookl - Microsoft Excel (Technical Preview)
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Translate a word or sentence.
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(13| f = Online Bilingual
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Microsoft Access

Access npedocmasisiem ciedyroujue OyHKYUOHAIbHbLE
BO3ZMONCHOCTIUL.

1 ) BBoa naHHBIX
2 ) U3meHeHne JaHHBIX
3 ) BeiBOJ JaHHBIX

4 ) BzaumoaeicTBre ¢ IpyruMu UCTOYHUKAMH U MTOTPEOUTETIMU
uH(pOpMaIIUU

5) CpencTa co3manus MPUIOKECHUN

6 ) YnpaBieHHs JaHHBIMU B MHOTOIIOJIb30BaTEIbCKOM PEKUME

7 ) AIMUHHUCTPUPOBAHUE




@! Ho -tz 1 hotel: Database (Access 2007 - 2010) - Microsoft Access

File Home Create External Data Database Tools Design

k@ N Zalnsert Rows 7
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é‘ Delete Rows =
View | Primary B Test Validation Property Indexes | Create Data Rename/Delete = Relationships ~ Object
v Key Rules “_‘._ij Modify Lookups | shest Macros v Macro Dependencies

Views ools Show/Hide Field, Reco Table Events Relationships

=

Field Name Data Type Description
AutoNumber Record Number
roomnum Number E Room Number
|comments Text Customer's Comments

customernum Number Customer Number
Queries

@ family rooms with ensuite

Forms
| & rooms |
el Microsoft Access
Reports A |
Family Rooms with En-Suite

table 'rooms’ and the forms, queries, and reports that use it are dosed before creating this lookup field.

i
‘ Il 1 The lookup field was not created. The database engine could not lock the table 'rooms' because it is already in use by another person or process, Verify that the

Field Size Long Integer

Format

Decimal Places Auta

Input Mask

Caption

Default Value The data type determines the kind of values
Validation Rule that users can store in the field, Press F1 for
Validation Text help on data types.

Required No

Indexed Yes (Duplicates OK)

Smart Tags

Text Align General

Design view. F6 = Switch panes. F1 = Help.
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Database4 : Database (Access 2007) - M... [ableTool ‘ o B R
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Microsoft PowerPoint

PowerPoint obnaoaem cneoyrowumu
@DYHKYUOHATLHBIMU BO3MONCHOCTAMU.

1 ) ITo3BoJsET IIIAaHUPOBATh, CO3/I1aBaTh U JEMOHCTPUPOBATh
PE3EHTAIINIO;

2 ) ComepXuT MOAUDUIIMPYEMBIA HA0OP 1IA0JIOHOB MPE3CHTALINH;

3 ) IIpenocTapnseT BO3MOXXHOCTh BHIOOpA TOTOBOTO CTHJIS
o(hOpMIICHUS TIPE3CHTAIINM;

4 ) IMeeT BCTPOCHHBIE CPEJICTBA MMOCTPOCHUS Ta0IUIL, Tpa)UKOB U
auarpaMm;

5 ) IlogaepxkuBaeT 1o0OaBICHUS Pa3IUNYHBIX 00BEKTOB ((hopMyi,
AJICKTPOHHBIX Ta0IuII, rpapuUecKuX U300paKEHHUI), a TaKkKe 3ByKa
u Buaeo yepe3 OLE 2.0;




6 ) OGnamaeT CIeKTPOM BO3MOKHOCTEH TeXHOI0ruM ActiveX u
MOXET YIPaBIISITh YAaJIEHHOW NPE3EHTALMN B CETEBOM PEXUME T10
JIOKAJILHOM CETHU WJIM Y€PE3 MOJIEM IO ceTu Internet;

7 ) llopmepxuBaeT THIEPTEKCTOBBIC CBS3H, MIO3BOJISICT COXPAHATH
npe3eHTaluu B Bujae Web-cTpaHuil;

8 ) MoxeT BRIBOAMTH Ha Ie4aTh (B I[BETE, OTTEHKAX CEpOro Wiu B
4epHO-0€JIOM peKUMe 0€3 CEPOro) BCIO MPE3CHTAIIUIO — CIIA/IbI,
CTPYKTYPY, CTPAHMIIbI 3aMETOK U pa3aaToyHbIe MaTepHUalbl, a
TaK)Ke yYKa3aHHBIC CIIaiibl, CTPAHHIIBI 3aMETOK, BbIJIaYU U
CTpPaHMIIbI CTPYKTYPBHI;
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Presentationl - Microsoft PowerPoint (Technical Preview) Picture Tools
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3aKkJII0UYCHHUEe

IToaBoast UTOT, MOKHO CKa3aTb, 4To Microsoft office- 3To Habop
NPUIOKECHUN, IPEAHA3HAYEHHBIX JIJIsI 00Pa0O0TKHU AJIEKTPOHHOMN
JOKYMEHTAIIUW Ha TIEPCOHATIBHOM KOMITBIOTEPE. KOMIIOHEHTHI
O(UCHBIX MMAKETOB PACIPOCTPAHSIIOTCS, KaK MPaBUIIO0, TOJIHKO
BMECTE, UMEIOT CXOKUH MHTEP(EIC U XOPOIIIO B3aUMOJCUCTBYIOT

APYyT C APpYyrom.
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