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3@0D8:8: >B:@KB:8, :0;5=40@8, 1C:;5BK, 8=D>@<0F8>==K5 1N;;5B5=8, 251-
A09BK. 

#@54AB02;5=85 8=D>@<0F88 A@54AB20<8 ?@575=B0F8>==>9 3@0D8:8. 
%@540 A>740=8O ?@575=B0F89. %>740=85, ?5@58<5=>20=85, >B:@KB85 D09;0 
?@575=B0F88. "D>@<;5=85 8 AB@C:BC@0 A;0940. *25B>2K5 AE5<K A;0940, 
@540:B8@>20=85 F25B>2KE AE5<. �A?>;L7>20=85 3>B>2KE D>@<0B>2 
>D>@<;5=8O. $01>B0 A B5:AB>< =0 A;0945, B@51>20=8O : B5:ABC. $07<5I5=85 
3@0D8G5A:>9 8=D>@<0F88: @8AC=:8, 4803@0<<K, B01;8FK. �A?>;L7>20=85 
0=8<0F88. !0AB@>9:0 ?@575=B0F88. 

�=B5@0:B82=0O ?@575=B0F8O. 
&9@4 6. "EAB6O <AHBD@4J<BAAB= 59;BC4EABEF<. 

�=CB@5==85 8 2=5H=85 :0G5AB20 8=D>@<0F88 – A>45@60B5;L=>ABL, 8 
70I8I5==>ABL. �>AB>25@=>ABL, :>=D845=F80;L=>ABL 8 70I8I5==>ABL 
8=D>@<0F88. #@54=0<5@5==K5 8 =5?@54=0<5@5==K5 C3@>7K 8=D>@<0F88. 
"15A?5G5=85 4>AB>25@=>AB8 =8 A8=B0:A8G5A:><, A5<0=B8G5A:>< 8 
?@03<0B8G5A:>< C@>2=5. "15A?5G5=85 A>E@0==>AB8 8 :>=D845=F80;L=>AB8 
8=D>@<0F88: >@30=870F8>==K5, 0??0@0B=K5 8 ?@>3@0<<=K5 <5B>4K. 

#>=OB85 :><?LNB5@=>3> 28@CA0. �84K 28@CA>2: ;>38G5A:85 1><1K; 
B@>O=A:85 :>=8; G5@28; @57845=B=K5; =52848<:8; H?8>=K 8 4@. #@87=0:8 
70@065=8O 28@CA0<8. �=B828@CA=K5 ?@>3@0<<=K5 :><?;5:AK. �><?;5:A 
?@>3@0<<-4>:B>@>2. %:0=5@K. -2@8AB8G5A:85 0=0;870B>@K. 

 >=8B>@K. &5E=8G5A:85 0=B828@CA=K5 A@54AB20.  56A5B52K5 M:@0=K 
(1@0=4<0CM@, firewall). 
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4.3. �9>J<< 

№ 
C/C 

!4;64A<9 F9@O "5N9@ K4EB6 
"KA4S 
HBD@4 

�4BKA4S 
HBD@4 

1 
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"?5@0F8>==K5 A8AB5<K. !07=0G5=85 8 >A=>2=K5 
DC=:F88, ?>=OB85 D09;>2>9 A8AB5<K, "% 4;O 
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"1>;>G:8 >?5@0F8>==KE A8AB5< %5@28A=>5 
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2 
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(>@<0B8@>20=85 AB@0=8FK. (>@<0B8@>20=85 
0170F52. (>@<0B8@>20=85 A8<2>;>2. 
(>@<8@>20=85 AB@C:BC@K 4>:C<5=B0 MS Word. 
�A?>;L7>20=85 ?>;59 8 AB8;59. %>740=85 
02B><0B8G5A:>3> >3;02;5=8O. $01>B0 A 
<=>3>:>;>=>G=K< B5:AB><. 

4  

3 

&01;8G=>5 ?@54AB02;5=85 8=D>@<0F88 2 4>:C 
<5=B5 Word. �KG8A;5=8O 2 B01;8F0E MS Word. 
#>AB@>5=85 4803@0<< 2 MS Word. $01>B0 A 
@540:B>@>< D>@<C; Microsoft Equation 3.0. 

%>740=85 8;;NAB@0F89 2 4>:C<5=B5 MS Word. 

4  

4 

-;5:B@>==K5 B01;8FK Excel. "1>7=0G5=85 
OG55:, AB@>:0 D>@<C;, 8<O ?>;O, 2AB02:0, 
C40;5=85, 87<5=5=85 @07<5@>2 AB>;1F>2 8 AB@>:. 
#5@5<5I5=85, :>?8@>20=85, ?@8A2>5=85 8<5=8 
8 C40;5=85 2K45;5==>9 >1;0AB8 40==KE. �2>4 
@O4>2 G8A5; 8;8 40B. (>@<C;K 8 @0AG5BK ?> 
D>@<C;0<. "B=>A8B5;L=K5 8 01A>;NB=K5 
AAK;:8 =0 OG59:8. �0B53>@88 8 DC=:F88 <0AB5@0 
DC=:F89. 

6 2 

5 

 0AB5@ 4803@0<<. &8?K 8 284K 4803@0<<. 
�84K. $540:B8@>20=85 4803@0<<. 
(>@<0B8@>20=85 4803@0<<. (>@<0B8@>20=85 
B01;8F. %>@B8@>2:0.  

2  

6 

$0AB@>2K5 8 25:B>@=K5 3@0D8G5A:85 
87>1@065=8O. �@0D8G5A:85 @540:B>@K. (>@<0BK 
3@0D8G5A:8E D09;>2. 

2  

7 
Microsoft PowerPoint - C=825@A0;L=0O A8AB5<0 
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�4BKA4S 
HBD@4 

1 
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0170F52. (>@<0B8@>20=85 A8<2>;>2. 
(>@<8@>20=85 AB@C:BC@K 4>:C<5=B0 MS Word. 
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 2 

3 

&01;8G=>5 ?@54AB02;5=85 8=D>@<0F88 2 4>:C 
<5=B5 Word. �KG8A;5=8O 2 B01;8F0E MS Word. 
#>AB@>5=85 4803@0<< 2 MS Word. $01>B0 A 
@540:B>@>< D>@<C; Microsoft Equation 3.0. 
%>740=85 8;;NAB@0F89 2 4>:C<5=B5 MS Word. 

  

4 

-;5:B@>==K5 B01;8FK Excel. "1>7=0G5=85 
OG55:, AB@>:0 D>@<C;, 8<O ?>;O, 2AB02:0, 
C40;5=85, 87<5=5=85 @07<5@>2 AB>;1F>2 8 AB@>:. 
#5@5<5I5=85, :>?8@>20=85, ?@8A2>5=85 8<5=8 
8 C40;5=85 2K45;5==>9 >1;0AB8 40==KE. �2>4 
@O4>2 G8A5; 8;8 40B. (>@<C;K 8 @0AG5BK ?> 
D>@<C;0<. "B=>A8B5;L=K5 8 01A>;NB=K5 
AAK;:8 =0 OG59:8. �0B53>@88 8 DC=:F88 <0AB5@0 
DC=:F89. 

  

5 

 0AB5@ 4803@0<<. &8?K 8 284K 4803@0<<. 
�84K. $540:B8@>20=85 4803@0<<. 
(>@<0B8@>20=85 4803@0<<. (>@<0B8@>20=85 
B01;8F. %>@B8@>2:0.  
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$0AB@>2K5 8 25:B>@=K5 3@0D8G5A:85 
87>1@065=8O. �@0D8G5A:85 @540:B>@K. (>@<0BK   



3@0D8G5A:8E D09;>2. 

7 
Microsoft PowerPoint - C=825@A0;L=0O A8AB5<0 
?>43>B>2:8 ?@575=B0F89 

  

8 

#>=OB85 :><?LNB5@=>9 157>?0A=>AB8. 
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"KA4S 
HBD@4 

�4BKA4
S 

HBD@4 

1 

�AHBD@4J<BAAB9 B5M9EF6B. 
#@>1;5<K 8=D>@<0F88 2 
A>2@5<5==>9 =0C:5. 
�=D>@<0F8>==0O :C;LBC@0 2 
A>2@5<5==>< >1I5AB25. �AB>@8O 
@0728B8O A@54AB2 2KG8A;8B5;L=>9 
B5E=8:8. #>O2;5=85 IBM PC. 

$01>B0 A >A=>2=>9 8 
4>?>;=8B5;L=>9 
;8B5@0BC@>9. 

#>43>B>2:0 4>:;04>2 8 
@5D5@0B>2.  

4 6 

2 

�AHBD@4J<BAAB9 B5M9EF6B. 
%D5@K ?@8<5=5=8O :><?LNB5@=>9 
B5E=8:8 2 @07;8G=KE >1;0ABOE 
G5;>25G5A:>9 45OB5;L=>AB8. �=0;87 
A>2@5<5==>3> >1I5AB20 @07;8G=KE 
AB@0= ?> E0@0:B5@8AB8:0< 
D>@<0F8>==>3> >1I5AB20. �AB>:8 8 
?@54?>AK;:8 8=D>@<0B8:8. 

$01>B0 A >A=>2=>9 8 
4>?>;=8B5;L=>9 
;8B5@0BC@>9. 

#>43>B>2:0 4>:;04>2 8 
@5D5@0B>2.  

4 6 

3 

�AHBD@4J<BAAB-
>B@@GA<>4J<BAAO9 F9IAB?B7<<. 
"?5@0F8>==K5 A8AB5<K, =07=0G5=85 
8 E0@0:B5@8AB8:8. �><?LNB5@=K5 
28@CAK. $07=>284=>AB8 28@CA>2. 
 5@K 70I8BK 8=D>@<0F88 >B 
:><?LNB5@=KE 28@CA>2.  

$01>B0 A >A=>2=>9 8 
4>?>;=8B5;L=>9 
;8B5@0BC@>9. 

#>43>B>2:0 4>:;04>2 8 
@5D5@0B>2.  

4 6 

4 

�AHBD@4J<BAAB-
>B@@GA<>4J<BAAO9 F9IAB?B7<<. 
 5B>4K :;0AA8D8:0F88 
:><?LNB5@>2. #@8=F8? 459AB28O 
:><?LNB5@0. �07>20O 0??0@0B=0O 
:>=D83C@0F8O 

$01>B0 A >A=>2=>9 8 
4>?>;=8B5;L=>9 
;8B5@0BC@>9. 

#>43>B>2:0 4>:;04>2 8 
@5D5@0B>2. 

4 6 

5 

�AHBD@4J<BAAB-
>B@@GA<>4J<BAAO9 F9IAB?B7<<. 
#5@8D5@89=K5 CAB@>9AB20 
?5@A>=0;L=>3> :><?LNB5@0. 

$01>B0 A >A=>2=>9 8 
4>?>;=8B5;L=>9 
;8B5@0BC@>9. 

#>43>B>2:0 4>:;04>2 8 
@5D5@0B>2.  

4 6 

6 

&9IAB?B7<< EB;84A<S < 
CD9B5D4;B64A<S 
<AHBD@4J<BAAOI B5N9>FB6. 

&5:AB>2K9 ?@>F5AA>@ MS Word 

$01>B0 A >A=>2=>9 8 
4>?>;=8B5;L=>9 
;8B5@0BC@>9. 
�K?>;=5=85 

4 6 



№
C/C 

!4;64A<9 F9@O �<8 %$% "5N9@ K4EB6 

"KA4S 
HBD@4 

�4BKA4
S 

HBD@4 
(70?CA:, @01>G55 >:=>, <5=N, 
A>740=85 D09;0, >B:@KB85 @0=55 
A>E@0=5==>3> D09;0 8 4@.). 
%>740=85 8 A>E@0=5=85 B01;8F 2 MS 

Word.  

8=48284C0;L=KE 
?@0:B8G5A:8E 7040=89 8 
?>43>B>2:0 >BG5B>2 ?> 
?@0:B8G5A:8< @01>B0<. 
$01>B0 =04 4>:;040<8 8 

@5D5@0B0<8 

7 

&9IAB?B7<< EB;84A<S < 
CD9B5D4;B64A<S 
<AHBD@4J<BAAOI B5N9>FB6. 

$01>B0 A D>@<C;0<8 2 MS Word 
(70?CA: @540:B>@0 D>@<C;, 2AB02:0 
D>@<C;K 2 B5:AB). $01>B0 A 
3>B>2K<8 @8AC=:0<8 2 MS Word. 

�2B>D83C@K 2 MS Word (2AB02:0, 
@540:B8@>20=85 8 4@.). #@>25@:0 
>@D>3@0D88 8 3@0<<0B8:8 2 MS 

Word. 

$01>B0 A >A=>2=>9 8 
4>?>;=8B5;L=>9 
;8B5@0BC@>9. 
�K?>;=5=85 

8=48284C0;L=KE 
?@0:B8G5A:8E 7040=89 8 
?>43>B>2:0 >BG5B>2 ?> 
?@0:B8G5A:8< @01>B0<. 
$01>B0 =04 4>:;040<8 8 

@5D5@0B0<8 

4 6 

8 

&9IAB?B7<< EB;84A<S < 
CD9B5D4;B64A<S 
<AHBD@4J<BAAOI B5N9>FB6. 

�5;>20O 3@0D8:0 2 MS Excel. 
%>740=85 4803@0<<, >D>@<;5=85 8 
@540:B8@>20=85 4803@0<< 
(:>=AB@C:B>@, <0:5B, D>@<0B).  

$01>B0 A >A=>2=>9 8 
4>?>;=8B5;L=>9 
;8B5@0BC@>9. 
�K?>;=5=85 

8=48284C0;L=KE 
?@0:B8G5A:8E 7040=89 8 
?>43>B>2:0 >BG5B>2 ?> 
?@0:B8G5A:8< @01>B0<. 
$01>B0 =04 4>:;040<8 8 

@5D5@0B0<8 

4 6 

9 

&9IAB?B7<< EB;84A<S < 
CD9B5D4;B64A<S 
<AHBD@4J<BAAOI B5N9>FB6. 

(8;LB@0F8O (02B>D8;LB@, 
?>;L7>20B5;LA:89 02B>D8;LB@, 
@0AH8@5==K9 D8;LB@). %>740=85 
AB@C:BC@K (3@C??8@>2:0). 
#>42545=85 ?@><56CB>G=KE 8B>3>2 
(?> =5A:>;L:8< :@8B5@8O<, 
2;>65==K5 ?@><56CB>G=K5 8B>38).  

$01>B0 A >A=>2=>9 8 
4>?>;=8B5;L=>9 
;8B5@0BC@>9. 
�K?>;=5=85 

8=48284C0;L=KE 
?@0:B8G5A:8E 7040=89 8 
?>43>B>2:0 >BG5B>2 ?> 
?@0:B8G5A:8< @01>B0<. 
$01>B0 =04 4>:;040<8 8 

@5D5@0B0<8 

4 6 

10 

&9IAB?B7<< EB;84A<S < 
CD9B5D4;B64A<S 
<AHBD@4J<BAAOI B5N9>FB6. 

%>2<5AB=>5 8A?>;L7>20=85 
>1J5:B>2. %>2<5AB=0O @01>B0 
?@8;>65=89 MS Word 8 MS Excel. 
#>43>B>2:0 4>:C<5=B>2 =0 1;0=:5. 
%>740=85 =0:;55: 8 :>=25@B>2. MS 
Excel :0: ?@8;>65=85-A5@25@ ?@8 
@01>B5 2 B5:AB>2>< ?@>F5AA>@5 MS 
Word 8 ?@575=B0F8>==>< 

$01>B0 A >A=>2=>9 8 
4>?>;=8B5;L=>9 
;8B5@0BC@>9. 
�K?>;=5=85 

8=48284C0;L=KE 
?@0:B8G5A:8E 7040=89 8 
?>43>B>2:0 >BG5B>2 ?> 
?@0:B8G5A:8< @01>B0<. 
$01>B0 =04 4>:;040<8 8 

@5D5@0B0<8 

4 6 
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S 
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?@>F5AA>@5 MS PowerPoint. 
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4.7. �GDEB6O9 D45BFO. 
!5 ?@54CA<>B@5=K CG51=K< ?;0=><. 
 

5. "5D4;B64F9?PAO9 F9IAB?B7<< 

% F5;LN D>@<8@>20=8O 8 @0728B8O ?@>D5AA8>=0;L=KE =02K:>2, 
>1CG0NI8EAO 8A?>;L7CNBAO 8==>20F8>==K5 >1@07>20B5;L=K5 B5E=>;>388 
?@8 @50;870F88 @07;8G=KE 284>2 0C48B>@=>9 @01>BK 2 A>G5B0=88 A 
2=50C48B>@=>9. �A?>;L7C5<K5 >1@07>20B5;L=K5 B5E=>;>388 8 <5B>4K 
=0?@02;5=K =0 ?>2KH5=85 :0G5AB20 ?>43>B>2:8 ?CB5< @0728B8O C 
>1CG0NI8EAO A?>A>1=>AB59 : A0<>>1@07>20=8N 8 =0F5;5=K =0 0:B820F8N 8 
@50;870F8N ;8G=>AB=>3> ?>B5=F80;0. 

#@5?>4020=85 48AF8?;8=K 2545BAO A ?@8<5=5=85< A;54CNI8E 284>2 
>1@07>20B5;L=KE B5E=>;>389:  

И=D>@<4F8>==O9 B9E=>;>788: 8A?>;L7>20=85 M;5:B@>==KE 
>1@07>20B5;L=KE @5AC@A>2 (M;5:B@>==K9 :>=A?5:B, @07<5I5==K9 2> 
2=CB@5==59 A5B8 8;8 B.?.) ?@8 ?>43>B>2:5 : ;5:F8O<, ?@0:B8G5A:8< 8 
;01>@0B>@=K< 70=OB8O<. 

Р45>B4 6 :><4=89: A>2<5AB=0O @01>B0 ABC45=B>2 2 3@C??5 ?@8 
2K?>;=5=88 ;01>@0B>@=KE @01>B, 2K?>;=5=88 3@C??>2KE 4><0H=8E 7040=89. 

 

6. (BD@O >BAFDB?S BE6B9A<S 8<EJ<C?<AO. 
&9:Cщ89 :>=B@>;P 8 >F9=:4 @57C;LB0B>2 >A2>5=8O CG51=>9 48AF8?;8=K 

>ACI5AB2;O5BAO ?@5?>4020B5;5< 2 ?@>F5AA5 ?@>2545=8O ;01>@0B>@=KE @01>B, 
0 B0:65 2K?>;=5=8O >1CG0NI8<8AO 8=48284C0;L=KE 7040=89. &5:CI0O 
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