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1. IACIIOPT PABOYEN MPOI'PAMMBI YYEBHOM TUCIUIIJIUHBI OI1.04
NHOOPMAINMNOHHBIE TEXHOJIOTI'NAN

1.1. O61acTh NPUMEHEHH S MPOTPAMMBbI

Pabouas mporpamma yue6HoM auctuiuinabsl OI1.04 MadpopmaiimonHbie TEXHOIOTUN
SBJIETCA YaCThIO MPOTPAMMBbI NMOATOTOBKHU CHEIHAIMCTOB CPEIHET0 3B€Ha B COOTBETCTBUU
¢ ®I'OC CIIO no cnenunansaoctu 09.02.03 [IporpamMmMupoBaHuE B KOMIIbIOTEPHBIX CHUCTE-
Max.

1.2. MecTo y4eOHOH IUCHUIJIMHBI B CTPYKType MNPOrpaMMbl NOATOTOBKH
CIEeNMATHUCTOB CPeHero 3BeHa:

VYyeOHast MUCHUILIMHA OTHOCUTCSA K 00IIEnpo(eCcCHOHANBHBIM JUCIUIUIMHAM TPO-
¢deccuonanpuoro nukia OIl.

Jlnst ocBoeHUs! JUCIHUIUIMHBI CTYJACHTBHI HCIOJIB3YIOT 3HAHUS, YMEHHS U HaBBIKH,
chopmupoBanHubie nipu uzydennn aucuumniel [11.02 «MudopmaTukay, a Takke «Apxu-

TeKkTypa KoMibtoTepHbIx cuctem» (I1K3.1), «OcHOBBI TpOrpaMMHUpPOBaHUSI.

Wn- B pesynbrare nzydenus yaeOHOM TUCITUILTHHBI 00yYarOMIHecs JODKHBI
No | A€KC Conepxanue
KOM- | KOMIIETEHIIH o
II. ) MPAKTUYECKUAN
Ie- (nu e€ gac- 3HATh YMETH
II. OTIBIT (BJIA/IETH)
TEH- TH)
LUU
AHanu3upo-
BaThb IPOEKT- Bragets HaBBIKa-
HYIO M TEXHU- MH aHaJn3a Mpo-
YECKYIO J0- €KTHOU M TeXHU4Ye-
KyMEHTAIHIO CKOH TOKyMEHTa-
nK3. | <Y Drarbl penieHus 3a1a4u Ha | Pabotatk B cpese mpo- y
1 Ha YpOBHE LIUU Ha yPOBHE
1 . KOMIIBIOTEPE IrpaMMHUPOBaHUS o
B3aNMOJei- B3aMMO/IEHCTBUS
CTBUS KOMIIO- KOMITOHEHT TIpo-
HEHT Npo- rpaMMHOT0 obec-
TPaMMHOTO TIeYeHUs
obecrieyeHusl
AHanu3upo-
BaTh IPOEKT- [onyvare nuadopma- Bragets HaBbIKa-
HYIO U TEXHU- MO O MapameTpax MU aHaJIU3a Ipo-
M [Ipomeccer 00paboOTKHM HH- ! pavep . p
YECKYI0 J10- KOMIIBIOTEPHOM CHUCTE- | €KTHOM U TeXHUYe-
(bopmannu Ha BceX YPOBHSIX N
KyMEHTAIHIO MBI, CKOH TOKyMEHTa-
[1K3. KOMIIBIOTEPHBIX apXUTEKTYD,
2 Ha YpOBHE [IponsBoauTh MHCTAT- [IUU Ha YPOBHE
1 . OCHOBHBIE KOMIIOHEHTHI TIPO- . o
B3aMMOJeH- JISIIUIO ¥ HACTPOHKY B3aMMO/IEHCTBUS
rPaMMHOTO OOecrieyeHus
CTBHS KOMIIO- MIPOrpaMMHOT0 00ec- KOMITOHEHT TIpo-
KOMITBIOTEPHBIX CUCTEM
HEHT Npo- MIEYEeHNS KOMIIBIOTEP- rpaMMHOTO obec-
TPaMMHOTO HBIX CHCTEM TIeYEeHUS
obecrieyeHust
[IpuHUIMIIEI yHIpaBIeHUS pe-
BrinonsusaTe CypcaMH B ONIEPALMOHHOMN Nwmetp npaktrye-
YpaBisATe AUCKaMHU U N
WHTETPAIIIo cucreme, o CKHIA OTIBIT HHTE-
[1K3. N ¢aiinoBeIMH crcTeMa- N
3 5 MoayJIel B OcoOEHHOCTH ITOCTPOCHHUS U . rpaluy MOIyJeH B
IporpaMM- (YHKLIMOHUPOBaHHUS Olepa- MIPOrpaMMHYIO
HYIO CHCTEMY LHUOHHBIX cucteM Unix u CUCTEMY
Windows

Nzyuenne nucruruimabel «HQOpMaMOHHBIE TEXHOJOTHI» MpPEaBapseT W3ydeHUe
muctumuine «CuctemHoe nporpammupoBanue» (I1K1.6), «IIpuknannoe mporpammupoBa-
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Hue» (IIK1.6), «Texnonorus pa3pabotku nporpammuoro otecneuenus» (I1K3.1, I1K3.2,
[1K3.4), «MHCcTpyMeHTanbHBIE CpeAcTBa mporpammHoro obecmeuenus» (I1K3.1, T1K3.2,
I1K3.4), «/JloxymentupoBanue u ceprupuxanus» (I1K3.1, [1K3.2, [1K3.4).

1.3. Heamn m 3agaum y4eOHOH AUCHUIUIMHBI — TPe0OBaHMA K pe3yJibTaTam

OCBOCHUSI IMCIHUIINHBI:

B pe3ynbrare nuzydeHus o0s3aTeabHON YacTH Y4EOHOI0 HUKJIIA AUCIUIUIMHBI 00yJYaromuics

JOJKEH: YMeTh!

- 00pabaThIBaTh TEKCTOBYIO U YUCIOBYIO MH(POPMALIUIO;

- NPUMEHATH MYJIbTUMEAMIHBIE TEXHOJOTMM O0OpabOTKM M IpelcTaBleHUs HHpopma-
IIUH;

- 00pabaThIBaTh S3KOHOMHUYECKYIO M CTATUCTHUYECKYIO HH(POPMALIUIO, UCIIONb3Ys CPEICT-
Ba MAaKeTa MPUKJIAJHBIX IPOrpamm;

3HATh!

—  Ha3Ha4YeHWe U BUAbl HHPOPMAILIMOHHBIX TEXHOJIOTHH, TEXHOJIOTUU cOOpa, HAKOIIJICHHUS,
00paboTKH, Iepelayil ¥ pacIpoOCTPaHEHHsI HHPOpMaLUY;

—  COCTaB, CTPYKTYPY, IPUHIUIIBI peaJu3alni U QYHKIIMOHUPOBAHUS MH()OPMALIMOHHBIX
TEXHOJIOTHUH;

- 0a30Bbl€ U NPUKIAIHbIE HHPOPMAIIMOHHBIE TEXHOJIOTUY;

- MHCTPpYMEHTAJIbHbIE CPEJCTBAa MHPOPMALMOHHBIX TEXHOJIOTHMA.

MaxkcumainbHasi yaeOHast Harpy3ka o0ydJarorerocst 84 gac, B TOM YHUCIIe:
— o0s3aTenpHas ayAUuTOpHas ydeOHast Harpy3ka oOydJaroiierocs: S64acos;
— camocTosITeNbHas paboTa obyuatromierocs: 284acos.

1.4. IlepeyeHbp MJIaHUPyeMbIX Pe3yJdbTATOB O0y4YeHHUS 10 JAUCHMILUIHHE
(mepedyeHsb (pOpMHUPYEMBIX KOMIIETCHIMH)

OOyJaroruiics T0mKeH 00J1a1aTh OOITUMH KOMITETCHIIMSMH, BKITIOYAIOIIMMH B ce0s
CIIOCOOHOCTB:!

OK 1. IlonnmaTh CyIIHOCTh W COIIMAIBHYIO 3HAUUMOCTh CBOEH Oymymied mpodec-
CUH, IPOSABIISITh K HEW YCTOMYMBBIN MHTEPEC.

OK 2. OpranuzoBbIBaTh COOCTBEHHYIO JICATEIBHOCTD, OMPEACIIAThH METOJIBI U CIIOCO-
ObI BBITIOTHEHMSI TPO(EeCCHOHATBHBIX 3a/1a4, OIIEHUBAThH X AP(PEKTUBHOCTH U Ka4eCTBO.

OK 3. IlpuHumMath penieHusi B CTaHAAPTHBIX U HECTaHAAPTHBIX CUTYAlUsX U HECTH
32 HUX OTBETCTBEHHOCTb.

OK 4. OcymiecTBasTh NOUCK, aHAIN3 U OLEHKY MH(pOpMaLnu, He0OX0AUMOI AT TOo-
CTAaHOBKH U pellleHus NpodecCHOHANBHBIX 331a4, MPo(ecCHOHaTbHOTO U JIMYHOCTHOTO pa3-
BUTHSL.

OK 5. Ucnonp3oBaTh HMH(GOPMAIMOHHO-KOMMYHHUKAIIMOHHBIE TEXHOJOTHU UJISI CO-
BEPILICHCTBOBAHUS MPO(PECCHOHAIBHON e TEIbHOCTH.

OK 6. PaboTraTth B KOJUIEKTUBE M KOMaHJie, 00ecreynuBaTh ee cruioueHue, 3pHeKTuB-
HO 00IIaThCA € KOJIJIETaMH, PyKOBOJACTBOM, MTOTPEOUTEISIMH.

OK 7. bpatb Ha ce0st OTBETCTBEHHOCTH 332 pabOTy WIEHOB KOMaH/ bl (IIOYMHEHHBIX ),
3a pe3ysIbTaT BHINOJIHEHUS 3aJJaHUM.

OK 8. CamocTosTensHO ONpEenesaTh 3aJaud Npo(ecCHOHATBHOIO U JIMYHOCTHOTO
pa3BUTHS, 3aHUMATHCS CaMOOOpa30BaHMEM, OCO3HAHHO IUIAHWPOBATH MOBBIIICHNUE KBaJH-
bukamm.



JACATCIIbHOCTH.

OK 9. OpuenTtupoBarsCsi B YCIOBHUSIX YacTOH CMEHBI TEXHOJOTHIl B MPOPECCHOHANBHOI

[1IK 1.6. Pa3pabaThiBaTh KOMIIOHEHTHI MPOCKTHOW M TEXHUYECKOM JTOKYMEHTAIMHU C
WCII0Ib30BaHUEM TpapUIECKUX S3BIKOB CTIEITU (DUKAIIA.
IIK 3.1. AHanu3upoBaTh NPOCKTHYI0 M TEXHUYECKYIO JOKYMEHTAIIMI0O Ha YPOBHE
B3aUMOJICHCTBHSI KOMITIOHEHT MIPOTPAMMHOI0 00ECIIeUeHUS.
[1IK 3.2. BpInONHATh HHTErPALMIO MOAYJIEN B POIPAMMHYIO CUCTEMY.

1K 3.4. OcymecTBIsITh pa3pabOTKy TECTOBBIX HAOOPOB U TECTOBBIX CIICHAPHEB.

Wn- B pesynbrare nzydenus: yaeOHOH TUCITUILTMHBI 00yYarONIHECs JODKHBI
No JIeKC Copaepxanue KoM-
- KOM- neTeHun (uu e MPAKTUIECKUHN OTIBIT
TLIL. 3HATh YMETh
TIeTeH- 4acTH) (B1ameTp)
1807071
1. OK 1 [Tonumats cymi- cBOOOJHOE BNaicHHE | yMeHUs ucnonb- | IlpakTHYecKkoe HCHoab-
HOCTh H COITHAITh- npodecCHOHANBHBI- | 30BaTh 3HAHUS B | 30BaHHe Mpodeccuo-
HYIO 3HAYUMOCTb MU 3HaHUSIMH B 00- obacTH coBpe- HAJILHBIX 3HAHMIA: CTIO-
CBOCH Oymymieit JacTH UHGOpPMAIH- MEHHBIX HH(POpP- | COOHOCTH CAMOCTOSITEIb-
npodeccuu, mpo- OHHBIX TEXHOJOTWH, | MAIMOHHBIX TEX- | HO MCIOJbH30BATh COBpE-
SIBTISITH K HEH yc- UCTIOJIb30BaHKE CO- HOJIOTHH JIJIst MEHHbIE HHPOPMAITUOH-
TOMYMBBIA HHTEPEC | BPEMEHHBIX KOMIIb- pa3BUTHS TIPO- HBIC TEXHOJIOTUHU B TIPE/I-
FOTEPHBIX TIPO- (heCCHOHANBHBIX | METHOW O0JIACTH M CMEXK-
TPaMMHBIX TPOYK- HaBBIKOB, CIO- HBIX OTPACIsAX, UCIOIH30-
TOB JIJISl pEIICHUS COOHOCTB HC- BaHUE HA MPAKTHKE HH-
3aga4 npogeccuo- MOJIb30BaTh MH- TErPUPOBAHHBIX 3HAHHI B
HAJIBHOW JIEATENIbHO- | (OopMaIoHHbIe | 00MacTh HHOOPMAIMOH-
CTH U 3a ee mpejie- TEXHOJIOTHH U HBIX TEXHOJOJTUH, yMe-
naMu COBpPEMEHHbBIE HUE BBIJIBUTAThH U TIPUME-
WHCTPYMEHTAQNb- | HATh HJCH, BHOCHUTH OPH-
HBIC TIPOrPaMM- TMHAIBHBIA BKJIA] B 0Y-
HBIC CPEJICTBA IyuIyro npodeccuro
MIPY PEIICHUU
COLMATBHBIX U
pohecCHOHAb-
HBIX 33724
2. OK?2 OpraHu3oBbIBaThH 3HAaHUE  OCHOBHBIX | YMCHUE WCIIOJb- | CHOCOOHOCTBIO KPUTHYC-

COOCTBEHHYIO Jiesi-
TEJIBHOCTh, OTpe-
JIETIATh METOIBI U
CIIOCOOBI BBIMOJI-
HeHus podeccro-
HaJBHBIX 33144,
OIICHUBATh UX (-
(heKTUBHOCTH U
Ka4eCTBO

TEHJICHUUHA  pa3BU-
TS UHQOPMAIHOH-
HBIX TEXHOJIOTHH,
CIIOCOOHOCTH HC-
MoJib30BaTh HX Oa-
30BBIE  ITOJIOKEHUS
MPH PEIICHUH COIIH-
alpHBIX H Tpodec-
CHOHAJLHBIX  3aj1ad,
pasBUBaTh  CIOCO0-
HOCTH K TpHUpalie-
HUIO 3HAHUHW W BHe-
JIPEHUIO TIEPEA0BOTO
POCCHIICKOTO U MHU-
pOBOTO  OmMBITA B
cBoell  mpodeccuo-
HAJILHOH M MEXIUC-
UIUIMHAPHOH  00-
JIACTAX

30BaTh WH(pOpMa-
IUOHHBIE TEXHO-
JIOTHH YIS pellie-
HUS  Pa3InYHBIX
COLIMANTLHBIX,
MPOU3BO/ICTBEH-
HBIX, YIpaBJICH-
YEeCKUX W APYIUX
pohecCHOHAb-
HBIX 3a/la4, KpH-
TUYECKH OLIEHHUTH
OCBOCHHBIE  TE€X-
HOJIOTHH, TpaHU-
bl MX IMPUMEHH-
MOCTH

CKH{ IIEPEOCMBICITUBATD
HaAKOIJICHHBIH OMBIT, BHO-
CUTh U3MECHEHMUS B pado-
YHe TIPOLECCH C yYETOM
WHHOBAIUH, COBEPIIEHCT-
BOBATh HaBBIKK CaMO-
CTOSITETILHOM pa3paboTKH
METOAOB H CPEICTB aBTO-
MaTH3alu| HHPOPMAIIU-
OHHBIX TPOIECCOB; Jie-
JaTh CBOW BKJIaJ] B ONTH-
MH3aLHUI0 pabounx Mmpo-
IIECCOB C YYETOM Pa3BH-
THSI HAYKH U TEXHOJIOTHH




B PE3YIbTATC U3YUCHUA y‘{€6H0ﬁ JUCITUITTTMHBI 06y‘{aIOH_II/ICC$I JOJIKHBI

METOA0OB CaMOCTOMA-
TCJIBbHOI'OIIONCKA u
HCIIOJIb30BaHUsA pas-
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U CpeicTBa pe-
ICHHS 3amad,
WCTIONB3YSl Hayd-

No JIEKC ConepxaHue KOM-
- KOM- neTeHuu (uam e IIPAKTUYECKUH OIBIT
ILIIL 3HATh YMETh
MIETEH- 4acTH) (Bnazets)
37071
3. OK 3 IIpuauMarts pemre- | 3HaTh MeTOmbl NpH- | AHanm3 wHOOp- | BeipaboTka W TpHHSATHE
HUSI B CTAHAAPTHBIX | HATUS PELICHWH B | MAlMM: CIIOCOO- | YIPaBICHYECKUX  pelle-
Y HECTaHJapTHBIX paMKax KOMIIETEHT- | HOCTb OCYIIECTB- | HUH: CIOCOOHOCTH paspa-
CUTYaIlUsIX U HECTH | HOCTH CIIEMANINCTA, | JIATh cOop, oOpa- | 6aTeBaTh BapHAHTHI
32 HUX OTBETCT- 3HaTb O Kpu3uc- | O0TKy, aHaIU3 M | YOPaBJIEHYECKUX  pelle-
BEHHOCTb. MEHEKMEHTE CHUCTEMaTH3alUI0 | HUH U 0OOCHOBBIBATH X
nHpOopMaIuy, BBEIOOp B paMKax KOMIIE-
00001aTh W KPH- | TEHTHOCTH CIICIIHAJINCTA.
THYECKH oueHUu- | Kpusnuc-MeHe[»KMeHT:
BaTh pe3yJbTaThl | CIIOCOOHOCTBIO YIPABIATH
B KPU3HUCHBIX CUTYyalMUsAX U
MPUMEHSTh  TE€XHOJOTHH
KpHU3HC-MECHEPKMEHTA.
4. OK 4 OcymecTBisATs I0- | 3HaHWE TMporpamMm- | Paborate ¢ HOp- | CIOCOOHOCTH  OCYIIECTB-
WCK, aHaJIN3 1 HOro oOecredeHus: | MaTUBHO- nATh  cOop, 00paboTKy,
OLICHKY MHPOpPMa- | CIIOCOOHOCTh BBIOO- | TEXHHYECKOW [10- | aHaiW3 M CHCTEMaTH3a-
UM, HEOOXOAMMOW | pa,  MPOEKTHPOBA- | KyMEHTAIHEH: U0  HEOOXOAMMOW WH-
JUTSI IOCTAHOBKA U | HUS,  pEANHM3alliH, | CTIOCOOHOCTHIO ¢dbopmaruu, BBHIOOP TOJ-
pemienns npodec- | OLIEHKM KadecTBa U | OCYHIECTBIATH XOASIIEH TEXHOJIOTHH,
CHOHAIILHBIX 3ajia4, | aHanu3a JPQeKTuB- | moadop, M3yde- | HHCTPYMEHTAIbHBIX
npodeCCHOHANBHO- | HOCTH MPOTPaMMHO- | HUE, aHAlIW3 U | CPEACTB PELIeHHs Mpo-
ro ¥ IMYHOCTHOTO | TO obecrieueHusi, | 0000IEeHe HOP- | peccCHOHANBHBIX 33724,
pasBUTHS MOHUMAaHHE KOHIEN- | MATUBHBIX M Me- | UCTIONB3Ysl 0030pbI Hayd-
oM 1 aTpuOyTOB | TOAWYECKUX Ma- | HOW JIUTEpaTypsl U 3JIEK-
KadyecTBa po- | TepHajoB 10 | TPOHHBIE HMH(OPMAIMOH-
rpaMMHOr0 obecre- | npodwio  jes- | Ho-oOpa3oBaTebHbIE pe-
4yeHus: (HaJe)KHOCTH, | TeIBbHOCTH U3 | cypchl, HWHPOPMAIMOHHO-
Oe3omacHocTH, 3JIEKTPOHHBIX KOMMYHHMKALIMOHHBIE TEX-
ynoOCTBa MCMONB30- | OUONMOTEK,  pe- | HOJOTHH
BaHUsI), B TOM 4HcCIe, | (epaTHBHBIX
poiM Jrozei, mpo- | XKypHaJIOB, CETH
LIECCOB,  METoNOB, | HTEepHeT, cHo-
WHCTPYMEHTOB U | cOOHOCTh uc-
TEXHOJIOTHH o0ecIie- | moiIb30BaTh HOP-
YEeHUs KauecTBa MaTHBHBIE TPaBO-
BbIE JIOKYMEHTHI B
cBoeit  mpodec-
CHUOHAJILHOM Jes-
TEJIBHOCTH
5. OK 5. | Mcmonb3oBate MH- | BIAJCHHE TEOPETH- | OCYIIECTBIATDH CIIOCOOHOCTh ~ YUHTHIBATH
(dbopmanmoHHo- YEeCKUMH OCHOBaMH | cOop, 06paboOTKy, | COBpEMEHHbBIE TEeHJIEHIUH
KOMMYHHKaIL[UOH- MHPOPMALMOHHBIX aHalM3 M CHCTe- | Pa3BUTHUA  NPUKIATHON
HBIE TEXHOJIOTHH TEXHOJIOTHH, TOTOB- | MAaTU3allMI0O Ha- | MaTeMaTHKH, WH(opMa-
JUTSI COBEPIICHCT- HOCTh  IPHUMEHSTH | YYHO- THKWA U BBIYHACIUTEIHLHON
BOBaHUs npodec- OCHOBHBIE ~ METOJBI | TEXHUYECKOH TEXHUKH, KOMIBIOTEPHBIX
CHUOHAJIBHOM Jied- UT B cBoeli mpodec- | nHpOpMaLMU IO | TEXHOJOTMH B mpodec-
TEJIBHOCTH CHOHAIBHOW  jesi- | mpodeccun, BHI- | CHOHAIBHOH JEATEeNHHO-
TENBHOCTH, 3HaHUE | OMpaTh METOAMKY | CTH, CIOCOOHOCTH MPOBO-

JAUTb HAYYHBIC, B TOM
YUucCiie MAapKETUHI'OBEIC,
HCCIICIOBAHMA, TOTOB-




T'O0 1 IMYHOCTHOI'O-
pa3BUTUA, 3aHU-

KaMu B 00JIaCTH WH-

(hOpMaITHOHHBIX

)44

nH(pOpMaIHoH-
HBIX TEXHOIOTHI

Un- B pesynpraTe nzydenus ydaeOHON AUCHMILIMHBI 00YYalOUIHecs TOJHKHBI
No JeKC Copep:xaHne KOM-
- KOM- neTeHuu (uam e MPAKTUIECKUHN OTIBIT
TLII. 3HATh YMETh
MIETEH- 4acTH) (Bnazets)
UK
JUYHBIX UCTOYHUKOB | HYIO JINTEpaTypy | HOCTh pa3pabaThIBaTh He-
UHpOpMaIUH MO | U BNEKTPOHHBIE | 00XOIUMOE MPOrpaMMHOE
npobneme UHPOPMaIOH- obecrieyeHue Il COBEp-
HO- MMEHCTBOBaHUSA ~ TIpodec-
obpazoBaTelb- CHUOHAIILHOW  JIeSATEIHHO-
HBIE pecypcehl, | CTH
nH(pOpMAaITHOH-
HO-
KOMMYHHKAIIU-
OHHBIE TEXHOJIO-
TH
6. OK 6 Paborats B xoI1- 3HaHHE METOOB pPa- | CIIOCOOHOCTH CIIOCOOHOCTh  HCITOJIB30-
JIEKTHBE U KOMaH- 0OTBl B KOJJICKTHBE | BKIIIOYATHCS B | BaTb COBPEMEHHBIC WH-
Iie, o0ecIieYnBaTh W KOMaHJe, MOHH- | paboTy mpodec- | GpopMaIrOHHO-
ee CIUIoueHue, 3- | MaHHWE TCHXOJOTH- | CHOHAIBHBIX KOMMYHHKATUBHBIE — TEX-
(eKTUBHO OOLIATh- | YECKUX  OCOOCHHO- | TPYII; CIOCOO- | HOJIOTMU B paboOTe C TEK-
sl C KOJUIeTamH, cTell (YyHKIMOHUPO- | HOCTh OpraHM30- | cTaMH,  HWH(POPMALUEH,
PYKOBOJICTBOM, BaHUWsl  JHYHOCTH, | BBIBATh COTPYJI- | pe3yidbTaTaMH HCCIENO-
MOTPEOUTEISIMHU rpynmbl, OOIIECTBa, | HUYECTBO  00y- | BaHWM W JUIS peaau3aliu
MHPOBOTO  COOOIIe- | YAIOUIUXCH, MOA- | MPOPECCHOHAIBLHON Jes-
CTBa JEpKUBATh  aK- | TEIBHOCTH; CIIOCOOHOCTH
TUBHOCTh M WHU- | JIeNaTh BKJIAJ B JMYHOCT-
[IUATUBHOCTD, HBIH POCT U TOBBINICHUE
CaMOCTOSTEIb- 3G PEKTUBHOCTH  IPYTUX
HOCTh W TBOpYE- | YUYACTHUKOB MpOQeccro-
CKHE CIIOCOOHO- | HaJIbHOM JEATEIbHOCTH
CTH, TOTOBHOCTb
K B3aUMOJIENCT-
BUIO C Y4YCHHKa-
MU, POJUTEISMH,
KOJIJIETAaMH,  CO-
UATTEHBIMH
napTHepamu
7. OK 7 bpatb Ha cebs or- | Branmerp ncuxosoru- | Ymertsb pa3Bu- | PazBuBare B cebe aHanm-
BETCTBEHHOCTD 32 YeCKMMH 3HaHUSMHM | BaTh AaHAJIUTH4YE- | THYECKOE MBIILJICHUE, Me-
paboTy YIEHOB KO- | METOJOB paboOThl B | CKOE MBIIUICHUE, | TOAWYHOCTh, JHMCIUILIH-
MaHJIbI (TI0T9H- KOJUICKTUBE W KO- | OTBETCTBEH- HUPOBAHHOCTh,  KOMMY-
HEHHBIX), 32 pe- MaHJe;  I[OHUMATh | HOCTh, KOMMYHHU- | HUKaOEIbHOCTD, Kpea-
3yJIBTAT BBIMOJIHE- | MCHXOJOTHMYECKUX Ka0eTbHOCTD, TUBHOCTb, OPTaHWU30BaH-
HUS 3aTaHH. 0COOEHHOCTEH KpEeaTUBHOCTb, HOCThb, WHHUIIMATHBHOCTH
(YHKIMOHUPOBAHUS | WHHUIIMATHBHOCTB, | CTPECCOYCTOWYHBOCT,
JUYHOCTH, TPYIIbI, | SMOLMOHANBHYIO | TOJEPAHTHOCTb, OTBETCT-
o011ecTBa, MHPOBO- | CIAEpPKaHHOCTD, BEHHOCTh, TpeOOBATEIb-
TO COO0IIecTBa JMHUJIEPCKHAE U Op- | HOCTh, KOMMYHHUKaOEh-
TaHU3aTOPCKHE HOCTB, yMEHHUE yOeK1aTh
KayecTBa
8. OK 8 CaMoCTOsATENEHO Crnenutp 3a oredect- | OcBanBaTh HOBBIE | Pa3BuBaTh CIIOCOOHOCTH K
OTIPEJNICIIATh 338JIa4M | BEHHBIMH M 3apy- | METOJbI M TEXHO- | OCBOCHHIO HOBBIX TEXHO-
npodeccHoHaNbHO- | OeXHBIMU Pa3paboT- | JOTUM B OOJIACTH | JIOTHIA; OPraHU30BBIBATH

caMOOOyYeHHE W TIOBBI-
MMeHue CcBoeH KBamnupu-
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Nn- B pesynpraTe nzydenus ydaeOHON AUCHMILIMHBI 00YYalOUIHecs TOJHKHBI
No JIEKC ConepxaHue KOM-
- KOM- neTeHuu (uam e IIPAKTUYECKUH OIBIT
ILIIL 3HATh YMETh
MIETEH- 4acTH) (Bnazets)
37071
MaTbCs caMoo0pa- | KOMMYHHUKAIOH- Kaluu
30BaHUEM, 0CO3- HBIX TEXHOJIOT U
HAHHO TUTaHUPO-
BaTh [IOBBIILICHHE
KBATH(UKAITHH
9. OK 9 OpuentupoBatbess | PaboTa co 3HaHMAMU: | YMETh  BBINOJA- | CIIOCOOHOCTH U TOTOB-
B YCJIOBHSIX YaCTOH | CIIOCOOHOCTH K IIPH- | HATH ~ Pa3HO00- | HOCTh K TBOPYECKOH
CMEHbI TEXHOJIOTHH | pAaIleHUI0 3HAHUM U | pasHble mpodec- | afanTanuu K KOHKPETHBIM
B ipodpecCHOHaNb- | BHEAPCHUIO IEPENO- | CHOHANBHBIE 3a- | YCIOBHUSIM BBIOJTHSIEMBIX
HOM JIeSITENbHOCTH. | BOTO POCCHMCKOIO W | Ja4M C MCIOJIB30- | 3aa4 U WUX MHHOBAI[MOH-
MHPOBOT'O OIBITA B | BAHWEM HAa INpak- | HBIM PEIICHUsIM, CII0CO0-
cBoell mpodeccHo- | THKE CBOMX 3HA- | HOCTh MOPOXIATh HOBBIC
HalIbHOM M MEXINC- | HUM U HaBBIKOB B | HAECH B YCJIOBUSX CMEHBI
MUIUIMHAPHON ~ 00- | pa3NUYHBIX ~ Me- | TeXHOJIOTUH
JacTax HAIOIIUXCA U He-
CTaHJapTHBIX YC-
JIOBHSIX
10. IIK 1.6 | Pa3zpabatsiBaTh 3nate rpaduyeckue | Mcmomb3oBaTh Brnagers meromamu abct-
KOMIIOHEHTHI IPO- | SI3BIKM  crielu(uKa- | CpeacTBa U METO- | parMpoBaHus crienuduka-
eKTHOW M TeXHHYe- | Ui, TPUMEHsEMble | Il  pa3paboTKU | Ui 10 ypOBHSI TpeOoBa-
CKOH JTOKyMEeHTa- JUTST pa3paboTku | TpeboBaHMIA U | HUHl; yMeTh pa3padarbl-
IIUM C MCIIONIb30Ba- | MPOEKTHOW M TEXHU- | CHelM(UKAINHA BaTh KOMIIOHEHTBHI MpO-
HUEM TpaUUecKuX | YecKOW JIOKyMEHTa- €KTHOH M TEXHUYECKOHN
SI3BIKOB crienuu- U JIOKyMEHTAI[UH C HCIIOJNb-
Kalui 30BaHMEM  rpaduUecKux
SI3BIKOB CIICITU(DUKAITHI
11. [IK 3.1 | AnanuzupoBaTh Mertonsl pa3zpabotku | Paspabotrka Ttex- | [IpoBepsiTh cooTBeTCTBHE
NPOEKTHYIO U TeX- | TEXHMYECKHX JIOKY- | HUUECKHX 3aJa- | BBIIOJHIEMBIX paboT Tpe-
HUYECKYIO JOKY- MEHTOB, METOJHNYe- | HUH: croco0- | GOBaHUSIM NPOEKTHOW 110-
MEHTAIHIO Ha CKM€ M HOPMAaTHB- | HOCTh OCYIIECTB- | KyMEHTAllUH, aHaJIU3UPO-
YpOBHE B3aUMO- HBIE JOKYMEHTBI, | JIATh Pa3pabOTKy | BaTb MPOEKTHYIO M TEXHH-
JIEeHCTBUS KOMIIO- TEXHUYECKYIO JOKY- | TEXHHYECKHX 3a- | YECKYI0  JOKYMEHTAlHIO
HEHT NMPOrPaMMHO- | MEHTAIWIO, a TaKXkKe | JaHW{ UMpoe K- | Ha YPOBHE B3aMMOJAEHCT-
ro obecrieueHust MPEIVIOKEHUST U Me- | TOB, TEXHHUKO- | BUSI ~ KOMIIOHEHT  TPO-
PONIPUATHSL 1O pea- | SKOHOMHYECKOro | TPaMMHOI0 obecreueHus
mu3aimuu - pa3pabo- | 000CHOBaHHS
TaHHBIX TPOEKTOB H
Iporpamm
12. IIK 3.2 | BelmonHSATE HHTE- 3HaTL METOObl U | YMETh BBINON- | BimageTs MeTomaMu U UH-
Tpanyio MOJIyJIel B | TEXHOJIOTUH pa3pa- | HITh MHTErpalliio | CTPyMEHTaMH aHaiu3a u
MPOrPaMMHYIO 00TKM TIPOrpaMMHOMN | MOAYJIe B MPO- | IPOEKTUPOBAHUS po-
CUCTEMY CHUCTEMBI, CHOCOOBI | TPAMMHYIO  CHC- | TPAMMHOTO O0€ecIeueHHs,
TEHEepaluyl  UCHOJ- | TEMY TEXHOJOTHEH HHTErpalnuu
HSIEMOTO KOZa MPOEKTHBIX KOMITOHEHT |
MOJICUCTEM W TOAJEPHKH-
BalOIUM  MHCTPYMEHTa-
pueM
13. IIK 3.4 | OcymiecTBIsATh 3HaTh MeTOABI MW | YMETh pa3paba- | Pa3pabaTeiBaTh peKOMEH-
pa3paboTKy TecTo- | cpeAcTBa pa3padoT- | THIBAaTb TECTOBBIE | JallMM MO KOPPEKTHBAM
BBIX HA0OPOB H KM TECTOBBIX CIIEHA- | CLICHapHH M0 | MPOrPaMMHBIX CHUCTEM B
TECTOBBIX CIICHA- pHEB ¥ TECTOBOTO | creruuKanusM | mporecce pa3paboTky,
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Nn- B pesynpraTe nzydenus ydaeOHON AUCHMILIMHBI 00YYalOUIHecs TOJHKHBI
No JIEKC ConepxaHue KOM-
- KOM- neTeHuu (uam e IIPAKTUYECKUH OIBIT
ILIIL 3HaTh YMETh
MIETEH- 4acTH) (Bnazets)
37071
pueB Koza TpeGoBaHUi TECTHPOBaHMUsS W BHeEIpe-

HUS TPOTpaMMHOM CHCTe-
MBI
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2.CTPYKTYPA U COAEPXKAHUE YUEBHOM JUCIUITIINHBI

2.1. O0beM y4eOHOV JUCUUIJIMHBI U BUAbI Y4e0HOH padoThl

Bun yuedHoii pa6oTsi

Oobvem uacos

MaxkcumanbHasi ydeOHasi Harpy3Ka (Bcero) 84
Oo0s3aTebHAs AyANTOPHAs yueOHas HArpy3Ka (Bcero) 56
B TOM YHCIIE:
3aHATHS JIEKIMOHHOIO THUIIA 24
MIPAKTHYECKUE 3aHATHS 32
CamocTrosiTeibHasi paboTa 00y4yaomerocs (Bcero) 28
B TOM YHCIIE:
CaMOoCTOsITeTIbHAsl BHEAYIUTOPHAsI paboTa B BUAE AOMAIIHUX MPAKTHYSCKUX 3aJlaHH, 28
MHIWMBUAYaJIbHBIX 3aJJaHUH, CAMOCTOSITEIBHOrO OA00Pa U U3YUYEHUS JOIOIHUTEIBHO-
r0 TEOPETUYECKOTO MaTepHaia
[TpomexxyTounas artectanus B hopme 3auera/sx3amena/ qud3auera 9K3aMeEH
2.2. CTpyKTYypa TUCUMIIIMHBI
KoJsinyecTBO ayANTOPHBIX YacoB Camocrosi-
TeJIbHAs pa-
HanMeHoBaHue pa3je/ioB U TeM Teoperu- | HpakTuieckue 0orta 00y-
Bcero YyeckKoe u Jaboparop-
o0yuyeHue | Hble 3aHATHUSA aoueroc
(uac)
Paspnen 1. Uudopmanus, nnpopmanuoH-
HbIe TEXHOJIOTHU U HH(pOPMAIHOHHBIE 6 4 2 4
CHUCTEMBI
Tema 1.1. Mudopmanus u uHPOpMAIHOH- 3 5 1 2
HBIE TEXHOJIOTHH
Tema 1.2. UadopMaliMoOHHbIE CHCTEMBI 3 2 1 2
Pa3nen 2. O6padoTka TekcTOBOM UHDOP- 12 4 3 6
manuu B MSWord
Tema 2.1. OcHOBBI pabOTHI B TEKCTOBOM pe-
4 2 2 2
nakrope MS Word
Tema 2.2. PaboTa ¢ Tabnunamu, n3odpaxe- 3 1 5 2
HUSIMH
Tema 2.3. Ileyats 10KyMeHTOB, HOpPMHUPOBa-
HHE OTJIaBJICHUs, IpoBepKa opdorpaduu u 5 1 4 2
Jpyrue Boamoxkuoct MS Word
Paznen 3. O6padoTka ynciaoBoii nudop-
16 6 10 8
mauuu B MSEXxcel
Tewma 3.1. OcHOBBI pabOTHI C IIPOLIECCOPOM 4 2 2 2
aeKTpoHHBIX Tabauil MS Excel
Tema 3.2 Pabota ¢ hopmynamu 4 2 2 2
Tewma 3.3. IlocTpoenne auarpaMm 3 1 2 2
Tema 3.4 Ipyrue Bo3moxknoct MS Excel 5 1 4 2
Pa3nen 4. Co3nanue npeseHTanuii B 10 4 5 4
MSPowerPoint
Tema 4.1. OcHOBBI pabOTHI ¢ MPOrPaMMOit 4 5 2 2
MS PowerPoint
Tema 4.2. Co3znanue, peJaKTHPOBAHHE, Jic- 6 2 4 2
MOHCTpALYs IPe3eHTALUuN
Pasnen 5. MyabTuMeaniiHbIe TEXHOJIOTHH 8 4 4 4
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Tema 5.1. Metons!l pencTaBineHus rpaduye- 4 5 5
CKHMX N300paKeHNH

Tema 5.2. PactpoBast 1 BeKTOpHas rpaduka 4 2 2

Pa3nen 6. OcHoBbI HHGOPMAIIMOHHON 1

. 4 2 2
KOMIIBIOTEPHOIi 0€30aCHOCTH
Tema 6.1. MadopmannornHas 6€301MacHOCTb. 4 5 2
3amuTa OT KOMITBIOTEPHBIX BUPYCOB
Bcero no gucuuninHe 56 24 32 28
2.3. TemaTu4eckuii JIaH U COAEPKAHUE YUeOHOH IUCHHUILIUHBI
OI1.04 THOOPMAIIMOHHBIE TEXHOJIOTI'MHU
Haume- O6s Ypo-
HOBaHHe BeHb
pase- Coneprxanue yuedOHOro MaTepHualia, MpPaKTHYeCKHe PadoThl, CAMOCTOS- eM | Boe
OB 1 TeJbHasi paboTa 00y4yaoluxcs, KypcoBasi padoTa (ec/in mpexycMOTpeHa) ya- st
Tem COB
1 2 3 4
Paznen 1.Undopmanusi, uHPOpMALHOHHBIE TEXHOJOTUN U HH(POPMALMOHHBbIE CUCTE- 10
MBI
Tema Cojep:xaHue y4eOHOro MaTepuasa 5
1.1. Jlekuun
Undop- |1 0030p coBpeMEHHBIX HHPOPMAITHOHHBIX CUCTEM M TexHonoruii. Hazna-
Marus u YeHHE U BUJIbI HH(OPMAIIMOHHBIX TeXHOJIOTHH. TexHonoruu coopa, Ha-
uHpOp- KOIUTIeHUs, 00pabOTKH, TIepeadu 1 paclpoCTPaHEeHUsT HHPOPMAIIHH. 2 1
MarroH- CocraB, CTPYKTypa, IPUHLIUIIBI pealn3aiy U (QyHKIIMOHUPOBAHHS UH-
HBIE CHUC- (hOpPMAITMOHHBIX TEXHOJIOTHIA.
TCMBbI IIpakTuyeckue (J1a60paTOpPHbBIE) 3aHATHUSA
1 Knaccuduxkarys nHGOPMAIMOHHBIX TEXHOJIOTHH 110 chepam mpuMeHe- 1
HUS
CamocTrosiTetbHasi padoTa 00y4yarommxcs
Pabora ¢ xoHcriekToM. TemaTrka BHEAy TMTOPHON CAMOCTOSTENBHON pabOTHI: 2
1. UadopmanroHHbIe TEXHOJIOTHH: HA3HAYCHHUE U BUJIbI, IEPCIIEKTUBEI Pa3BH-
Trs. CmocoObI Tiepenayu JaHHBIX
Tema Conep:xanue yueOHOro MaTepuaJa 5
1.2. Jlekuun
Hudop- |1 HNudopmarmonnsie cuctemsl. Kitaccudukarnus. XKu3HeHHBIN UK WH-
Maiu- (dopmarmonHoit cuctemsl. [IpoekTupoBanue HHPOPMALIMOHHBIX CUCTEM. 2 1
OHHBIE OKCIUTyaTalys ¥ CONPOBOXKIACHNE HHPOPMAIIMOHHBIX cucTeM. Bu/ b
CUCTEMBI WH(GOPMAITMOHHBIX CHCTEM
IIpakTHyeckue (J1a0opaTopHBbIE) 3aHATHS
1 Knaccudukarus nHOOPMAIIMOHHBIX CUCTeM. JKU3HEHHBIM 1IUKI HH- 1
(hopMaImoHHOH CHCTEMBL.
CamocTrosiTeibHasi padoTa 00y4YaroIMXCsl
Pabora ¢ koHcriekTOM. TemaTrka BHEAy TMTOPHON CAaMOCTOSTEIBHON pabOTHI:
1.Kaaccupukanus nHGOPMAIHOHHBIX cHcTeM. Buabl mHpopManmoHHbIX 2
cucrem. [IpoektupoBanre MHPOPMAIIMOHHBIX CUCTEM. JKU3HEHHBIN UK WH-
(hOpPMaITMOHHBIX CHCTEM
Paznen 2.06padorka TekcroBoii undopmanuu B MSWord 18
Tema Coaepsxanue yueOHOro MaTepuaJia 6
2.1. Jlekuun
. OcHosnl | 1 Untepdeiic nporpammsl MS Word. Cuctema nomou. OCHOBHOE MEHIO
paboTHI B u KoMmaH el HacTpoiika okHa pegakTopa. BBog u penaktupoBaHue TeK- 2 2,3
TEKCTO- cta. PopmaTrpoBaHHe a03aIeB U CHMBOJIOB.
BOM pe- IlpakTuyeckue (JiaGopaTopHble) 3aHATHS 2
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maktope |1 Brimonnenne npaktuueckoi padotsl «HacTtpoiika pabodero okaa MS
MS Word. ®opmaTupoBaHHe CHMBOJIOB M a03aIIeB»
Word CamocTrosiTeibHasi padoTa 00y4yarommxcst
BrinonHeHne HHIMBUAYaIbHBIX IPOCKTHBIX 3aJaHUH, IO TEMaM: 2
DopMaTUpOBaHUE CUMBOJIOB U a03aLEB.
Pabora co cnuckamu.
Tema Coaeprxanue yueOHOro MaTepuaJia 5
2.2. Jexunn
Paborac |1 Pabota ¢ Tabnmnamu u nzo0paxeHusMu. OUrypbl, 00beKThl SmartArt, 1 23
Tabmu- paboTa ¢ hopmynamu ’
namu, IIpakTHyeckue (J1a00paTOPpHbIE) 3aAHITHA
1300pa- 1 Brimonnenne npaktuueckoi padotsl «OdopmieHne 1okyMeHToB MS 2
KEHUAMHI Word»
CamocTosiTeibHast paboTa 00yyaromuxcs
BrinonHenne HHAMBUAYAJIbHBIX IPOESKTHBIX 3aJaHUH, 10 TEMaM:
OdopmiieHre TOKYMEHTOB ¢ IOMOLIBbIO (DOHOBBIX PHCYHKOB, TPaHUIL U TEKCTO- 2
BBIX 3 (HEKTOB
Pa6ora ¢ Tabnunamu
Odopmnenue gokymMeHToB B MS Word
Tema Conep:xanue yueOHOro MaTrepuaJia 7
2.3. Jlekuuu
ITeuaTs 1 [onsTrs 0 mabaoHAX U CTHISX, OPOPMIIEHHE CTPAHUIIHI JOKYMEHTA,
JOKY- (dbopMHpOBaHKEe OTNIABICHU, TpOoBepKa opdorpaduu, nevyath TOKyMEH- 1 2,3
MCHTOB, TOB. OCHOBBI JIEKTPOHHOM BEPCTKH TEKCTA.
(opmu- | MMpakTuyeckue (1a6opaTopHbIe) 3AHATHS
poBanue | 1 Beimonnenne npaktuuecko padotsl «Ctunn u mabiaoxsl B MS Wordy» 4
oriaBjie- | 2 Brimonnenne npaktudeckoit pabotel « OCHOBBI AIEKTPOHHOM BEPCTKU
HUA, TEKCTa»
NIPOBEPKA | CamocTosiTebHAS Pa60Ta 00YYAIOMIMXCH
opdo- BrinonHenne MHAWBUIYAIbHBIX MPOEKTHBIX 33JaHUMU, IO TEMaM:
rpauu U | Cryyn n maGnons: 8 MS Word
Apyrue DneKTpoHHas BEpCTKa TeKCTa 2
BOSMOK- | O¢hopmitenne qokymeHtoB B MS Word
HOCTH
MS
Word
Paznen 3.00padoTka unciaoBoii nHpopmanuu B MSEXxcel 24
Tema Coaepxanue yueOHOr0 MaTepHuaJia 6
3.1 Jexkuun 2,3
OcuoBbr | 1 Hactpoiika cpenst MS Excel. Hactpoiika cpensl, BBOJ U peIaKTHpOBa- 2
paboThI ¢ HUE JJAHHBIX, CUCTEMa TTOMOIITH.
nponec- | IlpakTuyeckue (JadopaTopHble) 3aHATHS
CopoM 1 Brimonnenne npaktuueckoid paboTsl «PadoTta ¢ 3IeKTpOHHBIMU Ta0JIH- 2
9JICK- HaMW
TPOHHBIX | CamocTosiITeIbHASA PadoTa 00yYAOIINXCSI
TabIuIL BrinosniHeHHEe MHAMBUIYabHBIX IPOEKTHBIX 3aJaHUM, TTO TEMaM: 2
MS | DnekTpoHHBIe TaOmHIBl Excel kak nHbDOpMAaIMOHHBIE OOBEKTHI. [
Excel
Tema Coaepxanue y4eO0HOro MaTepuaJia 6
3.2 Jlekuun
Paborac |1 | Pabora ¢ popmysnamu. Vicionb3opanue GyHkiwmin. Macrep GyHkiumi 2 2,3
opmy- IlpakTuyeckue (JadopaTopHbie) 3aHATHS
JlaMu 1 Brimonnenne npaktiuueckoit padotsl «@opmysisl u GyHKIUU B MS 2
Excel»
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CamocTrosiTeibHasi padoTa 00yYaroIMXcst
BrinonHeHne HHAMBUAYaIbHBIX IPOEKTHBIX 33aJaHUH, IO TEMaM:

| IlpoexTupoBanue Tabnui B MS Excel 2
Hcnonb3oBanue GyHKIUHA pa3nuuHbix kareropuii B MS Excel
Pacuernsle 3agaun B MS Excel
Tema Conep:xaHue yueOHOr0 MaTepuaJa 5
3.3 Jekuun
ITo- 1 | Hocrpoenne nuarpamm B MS Excel. 1 2,3
CTpocHUC | [IpakTH4ecKHe (Ja00paTOpHbIE) 3aHATHS 2
ana- 1 | Brimonaenne npaktudeckoit padoTsl «/{narpammel B MS Excel»
rpaMM CamocTrosiTeibHasi padoTa 00y4yarommxcst
BrinonHeHne HHIMBUAYaIbHBIX IPOCKTHBIX 3aJaHUH, IO TEMaM: 2
| IlocTpoenue auarpamm U rpadpukoB B MS Excel
Tema Conep:xanue yue0HOro MaTepuaJia 7
3.4. Jlekuuu
Hpyrue 1 Co3pnaHue CIUCKOB, ynpaBieHue cniuckamMu. COpTUpOBKa U QUITBTPALHS
BO3MOXK- nauHbIX. [IpoMexxyTounble utoru. Ileuats Tabmui. Xya0KeCTBEHHOS 1 2,3
HOCTH o opMIIEHUE PE3yIIETATOB PaOOTEHI.
MS IIpakTHyeckue (y1a6opaTopHblie) 3aHITUSA 2
Excel 1 BeimosHeHne npaktuueckoi pabotsl «basel nanHbix B MS Excel»
2 BrinosiHeHE MpakTHUYECKOM padoThl «XyI0KEeCTBEHHOE ohopMIIeHHE 2
pe3yIbTaToB PabOTHD)
CamocTosiTeibHast padoTa 00yyaromuxcs
BrinonHeHne MHAMBHUTYaTbHBIX IPOEKTHBIX 33/IaHUM, TI0 TEMaMm:
«[IpoekxtupoBanue Tadbmuubl B MS Excel
XynoxxecTBeHHOE 0popMIIeHHE pe3ynsTaToB pabotel B MS Excel 2
Pabota c 6azamu qannbix B MS Excel
CoBmectHoe ucrnonb3zoBanue MS Excel 1 MS Word
O06paboTKa SKOHOMUYECKOH U cTaTHCTHUECKON MH(opMannu cpeactsamu MS
Excel u MS Word
Paznen 4.Cosnanue npesentamuii B MSPowerPoint 14
Tema Coaeprxanue yueOHOro MaTepuaJia 6
4.1. Jlexkuuu
OcHoBbl | 1 Hacrpoiika cpenst MS PowerPoint. Hactpoiika cpe/pl, BBOA U pe/iak-
paboThI ¢ THPOBaHUE JIAHHBIX, CUCTeMa roMoIiu. PaboTa co craiinamu, pa3mMerka 2 2,3
po- ciainoB. Pa3mnunble 0OBEKTEI Cllaiia.
rpaMmoii | [IpakTudeckue (J1a00paTopHbIE) 3aAHATHS
MS |1 Brimonnenne npaktuueckoi pabotsl «Pabdora co cnaiimamu B MS 2
PowerPoi PowerPoint»
nt CamocTrosiTetbHasi padoTa 00y4yalommxcs
BrinonHeHne HHIMBUAYaIbHBIX IPOESKTHBIX 3aJaHUH, TI0 TEMaM: 2
«Co3nanue npesenTaryu cpencteamMu MS PowerPoint»
Tema Coaepixanue yueOHOro MaTepuaJia 8
4.2, Jexkunn
Cospna- 1 CxeMa cozaHus IPE3eHTALNH, PEAAKTUPOBAHNE IPE3CHTALIH, PEXKUMBI
HHUE, pe- CO3[IaHUs IPE3EHTALlMHU, HACTOMHKA aHUMAllUK CIaiIoB, AU3aiH CIaiIoB, 2 2,3
HaKTHUPO- JIeMOHCTpalus ciaiioB. [leyaTs npe3eHTaluu.
BaHUE, IlpakTHyeckue (JadopaTopHbie) 3aHATHS
ACMOH- 1 Brimonnenne npakTuueckoi padoTel «PesKUMBI co31aHusl TPEe3eHTAINH.
CTpanus Hactpoiika gu3aiina cnailioB» 4
HpE3€CH- 2 Brimoaenune npaktraeckoi paboTel «HacTpoiika aHuManum ciaaiaoB.
Tanun Hacrpoiika npe3eHTaImm »
CamocTrosiTeibHasi padoTa 00yYaroImMXxcst
BrimonHenne HHAMBUAYaIbHBIX TPOCKTHBIX 3aJaHUH, IO TEMaM: 2

«Co3zmanue npe3eHTarmu cpeactsamMu MS PowerPointy»
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Pa3znen 5.MynbTuMeauiiHbIe TEXHOJIOTHHI

12

Tema Cojaepixanue yueOHOr0 MaTepuaJia 6
5.1. Jlekuun
Metonsr | 1 [TonsTre komnbroTepHOU Tpaduku.LiBeT n MeTop! ero onucanus. Cuc- 2 2
pe- temsbl 1BeToB RGB, CMYK, HSB.
CTaBic- IIpakTuyeckue (J1a060paTopHbIE) 3aHATHSA
HUATPa- | BrimonHeHME MpakTHIecKoi padoTsl «Co3ganue rpadmaecKux 00beKToB. Ko- 2
¢puue- nupoBaHue, (GopMaTHpoOBaHUE, yaIeHUE, TPYIIHPOBKa»
CKHX CamocTrosiTeibHasi padoTa
1300pa- | BpimonmHeHHe HHAMBUIYATbHEIX TIPOSKTHBIX 331aHHH, IO TeMaM: 2
HKCHHI Pabota ¢ rpadmaeckuMu 00BEKTaMH
Tema Coaeprxanue y4eOHOro MaTepuaJia 6
5.2. Jexunn
Pactpo- |1 Merost ipeacTaBieHus rpaguaeckux n3oopaxennii. @opmatsr rpadu-
Basd U yeckuX (haiioB. [Iporpammer st 00pabOTKH PacTPOBBIX M BEKTOPHBIX 2 2
BEKTOP- n300paKeHNH.
HasTpa- | [IpakTuyeckue (J1a0opaTOpHbIE) 3AHATHUSA
uka Brimonnenne npaktuueckoi padboTsl «l paduueckue penakTopsl U UX BO3MOXK- 2
HOCTH»
CamocTrosiTesibHasi paboTa
BrinonHenne HHAMBUAYAIbHBIX IPOESKTHBIX 3aJaHUH, 10 TEMaM: 2
I'paduueckue peaakTopsl M UX BO3MOXKHOCTH
Pa3jnen 6. OcHoBbI HH(OPMAITMOHHOI U KOMIILIOTEPHOI 0€30I1aCHOCTH 12
Tema Copep:xkanue yuyeGHOro MaTepuaJia 6
6.1. Jexkunn
Undop- |1 3amuTa nHGOPMAIIMK B KOMITBIOTEPHBIX ceTsx. HeoOxoauMocTs 3amu-
MaIoH- ThI nHGOpMaIuu. OCHOBHBIE MPUHITHIIHI 3aIIATH HH(GOpMAIIH. 3amuTa 2 2,3
Hast OT KOMITBIOTEPHBIX BUPYCOB
Gesonac- | [pakTuueckue (Ja6opaTopHbIe) 3aHATHS
HOCTb. Brimonnenne npaktuuecko padotsl «MHpopMannonHas 6e301acHOCTb U 2
3amura 3aImuTa»
OT KOM- CamocTosiTesibHast padoTa
TBIOTEP- | BpinmosHEHNE HHAMBUYATbHBIX IPOEKTHBIX 33aHuil, 1o Temam: «MHbpopma-
HbIX BH- IMOHHAsA 0€30MaCHOCTD M 3aIl[ATa)
pycoB KomnbroTepHble BUPYCHI, BUIBI KOMIIBIOTEPHBIX BUPYCOB.
3ammra OT BPEIOHOCHBIX TIPOTPaMM.
AHTHBHpPYCHBIE TPOTPaMMBI, K1accu(uKanusi.
Bcero: 84 3

na xapakmepucmuKu ypoeHs 0C80eHUs Y4eOH020 Mamepuana UCHoIb3yIomcs ciedyowue 0603Hade-
Hus: 1. — 03HaKomMumenvHulll (Y3HABAHUE paHee U3YUeHHbIX 00BeKMOo8, C8OUCMB); 2. — PenpoOyKMUEHbL

(8binonHeHUue 0eamenbHOCmu no 00pasyy, UHCMPYKYUU Uil RO PYKOBOOCME0M) 3. — NPOOYKMUBHbI
(nranuposanue u camocmosmenbHoe 8binoIHeHUe 0esIMeTbHOCU, peuleHie NPOOIEeMHbIX 3a0ay)
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2.4. Coaepxxanue pa3aeoB JUCHUIIIMHBI

2.4.1. 3aHATHA JEeKIHOHHOI0 THIIA

pa3
He-
na

HanmenoBanue
paszzaena

ConeprkaHue pas3zena

dopma
TeKyIlle-
ro KOH-
TPOJIS

3

4

1 cemecmp

HNudopmarius,
WHPOPMALIUOHHBIE
TEXHOJIOTUH U
nH(OPMAITMOHHBIC
CHUCTEMBI

Ompenenenne WHPOPMATHKH, TEXHOJIOTHH, HWH(HOOPMAIMOHHEIE
TEXHOJIOTHH, KOMIBIOTEpHbIE HH(OPMALIMOHHBIE TEXHOJIOTHU;
cBOMcTBa MH()OPMAMOHHBIX TEXHOJOTHI: IETOCTHOCTD, HAIIMIHE
KOMIIOHEHTOB U CTPYKTYpbI, B3aUMOJEHUCTBUE C BHEIIHEN CpenoH,
1esecoo0pa3HoCTh, pasBHUTHE BO BpEMEHH; BUJIBI
WHPOPMAITMOHHBIX TEXHOJIOTUH 110 THITY HHPOPMALIUH: TEKCTOBBIC,
TabnuuHble, TpaduuecKre, 3ByKOBBIC, BHICO U MYJIbTUMEAUIHHbIC
JlaHHBIC; TOHATHE O0pabOTKa, MPOBEACHUE PacueToB, BBHIOOPKA,
MOKWCK, OOBEAMHEHHUE, CIMSHUEC, COPTUPOBKA, (QHIbTpanus,
o0paboTka [aHHBIX, O00paboTka WHPOPMAIMH, TEXHOJIOTHS
00pabOTKM  JaHHBIX, TEXHOJOTHS aBTOMAaTH4YeCKOro cOopa
nH(pOpMAIUH, TEXHOJIOTMYCSCKU I MpoIIecc 00paboTKu
WHPOPMAIIH, CpeACTBa peanusanuu WHPOPMAIMOHHBIX
TEXHOJIOTHIA: TPOTrpaMMHEIe (0a30BBIE W TPUKIAIHBIE CPEACTBA),
TEXHUYECKHWe  (CHUCTEMHBI  OJIOK,  MaHWIYJISTOP  MBIIIb,
KJIaBHATypa, MOHHUTOp, MEYaTaroIIne YCTPOHCTBA), METOJINICCKUE
(cranmapTu3anus ¥ yHU(UKAIMs); TOHSATHE CUCTEMBI, apXUTEKTYpa
CHCTEMBI, JJIEMEHT CHCTEMBI, OPraHHM3allMs CHCTEMBI, CTPYKTypa
CUCTEMBI, HHOPMALIMOHHASI CUCTEMA, NIPOIIECCHI, MTPOTEKAIOIIHE B
MH()OPMALIMOHHBIX CUCTEMaX, ITAlbl Pa3BUTUS MHPOPMAIIMOHHBIX
CHCTEM, OCHOBHBIC TIOHATHS M CYIIHOCTh WH(OPMAIMOHHBIX
pecypcos, B3aUMO/ICHCTBHE MOTpeOUTENeH-TIOCTaBIINKOB
WHQOpMAIUK: TIOUCK WH(OpMaIMy, WHTEpNpeTanus COOOICHHH,
pelieHre 3agadd, Co3/JaHHWEe COOOIIEHMH, paclpocTpaHEHHUE
co00IIeHUH.

v

O0paboTka
TEKCTOBOH
nHpOpPMAaLINH B
MS Word

Oransl co3aanus gokymenTa WOrd, stamsl coxpaHeHus JOKYMEHTa
Word, Bunbl noMoiuu, obmienue ¢ nomoraukom o Office, Bxiro-
YeHHE W BBIKJIIFOUEHUE TTOMOIIY, UCIIOJIB30BAaHNE OKHA CIIPABOYHOM
CHUCTEMBI, HCIT0JIb30BaHUE BKIIAJIKU IIOUCK, UCIIOIb30BAHUE CPEJICTB
momotmu «YTo 3TO Takoe?», dTambl HACTPOUKH IMaHETH OBICTPOTO
JIOCTYTIa, U3MEHEHHE PACIIONIOKEHUS TMaHeNd, T00aBIeHHE U y/a-
JICHHE 3JIEMEHTOB Ha TaHe b, 3TAIlbl 3aJaHusl TapaMeTPOB CTPAHU-
1IbI, 3Talbl CO3JaHUs MHOTOYPOBHEBBIX CITUCKOB: BHIOOD CTHIIS IS
CITUCKA CO BCTPOCHHOW KOJUICKIIMU, CO3/IaHE HOBOTO CTHIIS, OTIpe-
JISJICHUE HOBBIX CTHJICH, pydyHas HyMepamus 3JEMEHTOB CITHUCKA;
pEIaKTHPOBaHUE JOKYMEHTOB: BBIOOD S3bIKa, PACCTAHOBKA IEpe-
HOCOB, NPOBEPKU IMPABOMUCAHUS, MOWCK TEKCTa, 3aMEHa TEKCTa,
WCIIONb30BaHNE CHHOHHMOB, YyJAJICHHUE TEKCTa, MEepPeMEIleHUE |
KOIUpOBaHUE (PparMEeHTOB OKYMEHTa, MEePEeMEIICHHE U KOIUPO-
BaHUE C UCIOJIb30BaHHEeM Oydepa oOMeHa, IepeMelleHUe ¥ KOIH-
pOBaHKE C TIOMOINBIO CICIHATBHON BCTABKH, CO3JIaHUE TaOIUI] U
PUCYHKOB, TpayUIeCKUX OOHEKTOB.

P,V

O6paboTka
YUCIOBOU
nHGOpPMALINH B

Cosnanne tabmurr Excel aBToMaTnaecku, co3ianne Tadiuil
BpY4HYI0, (hopMaTUpOBaHUE TAOIHUII, (OpPMATUPOBAHUE TEKCTA B
OTJIABJICHUY, YIPABICHHUE BUIOM JOKYMEHTA, TIeUaTh TOKYMEHTOB,
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pas
He-
na

HawnmenoBanue
pasnena

Coneprxanue pasjena

dopma
TEeKyILe-
ro KOH-
TpOJIst

2

3

MS Excel

OCHOBHBIE XapaKTePHCTHKH IpOorpaMMHOro nmpoaykra Excel,
unrepdeiic Excel, mabaoHb! TabmuI ¥ TAOINYHBIC BBIYUCICHUS,
BBOJI YMCEIl, BBOJA TEKCTa, BBOJ OJHOTO M TOTO K€ 3HAUCHHS B
HECKOJIBKO SUEEeK OJJHOBPEMEHHO, OBICTPOE 3aIlOJTHEHHE
HOBTOPSIOIIUMHUCS 3aITUCIMH CTOJIONA, BBOJ M I3MEHEHHE OJTHOTO
Y TOTO € 3HaYEeHUS] Ha HECKOJIbKUX JIMCTAX, IOHATUE SYCHKH,
JMana3oH s49eeK, (OpMaTHPOBaHUE JaHHBIX B TUEHKaX,
BerancsieHns B Excel, ¢popmyiel, ncnonb3oBaHue CCBIIIOK M UMEH,
NepeMelleHne U KOMUPOBaHHE (OPMYJI, OTHOCUTENBHBIC U
a0COITIOTHBIE CCHUIKH, OHATHE QYHKIIUH, THITHI (YHKIIUH,
HOHSTHE CIHCKA, CO3JAHUE BHINAJAIONINX CIHCKOB, KaK CKPHITh
JHMCT ¢ HICTOYHUKOM CIIHCKA, CO3JJaHUE AUATrpaMMBbl, 00IIHe
CBEJICHUS O TUarpaMmMme, 3HAaKOMCTBA C 3JIEMEHTaMHU THarpaMMBbl,
U3MEHeHne 0a30BOH TUarpaMMBbl B COOTBETCTBHUH C
notpedHOCTsIMH, hopMaTHpoBaHue AuarpamMm. U1 mp.

Coznanue
Npe3eHTaluui B
MS PowerPoint

[MonsTHe Tpe3eHTanus, MyJIbTHMEANA MPE3CHTAIMSI, KOMIBIOTED-
HbIC MPE3eHTAIMU, perMyliecTBa npesenTanun, MSPowerPoint,
NPEHMYIIECTBAa M HEOCTATKH, JTAIBl CO3/IaHMs MTPE3CHTAINH, BbI-
0op Iu3aiiHa MPEe3eHTAINH, STallbl COPTHPOBKU M PEIaKTHPOBAHHUS
ClIai{I0B, co3faHHe aHMMaluM OOBEKTOB Claiijia, 3Tambl BbIOOpa
MEPEXOJOB MEXKY ClalaMu.

MynbTuMe 1uiiHbIE
TEXHOJIOTHHA

ITonsiTre KoMnbIOTEpHOU Tpaduku. MeToabl IpeaCTaBICHUS rpa-
¢duueckux nzodpaxenuit. @opmatel rpadudeckux ¢aiinos. [Ipo-
TpaMMBI JUIsE 00paOOTKH PacTPOBBIX U BEKTOPHBIX M300pasKe-
Huii.PacTpoBas 1 BekTopHas rpaduka. LiBer u MeTozp! ero onuca-
aus. Cucremsl 1iBeToB RGB, CMYK, HSB.

v, T

OCHOBBI
MH(GOPMAITMOHHOM
U KOMITBIOTEPHOH
6e3omacHOCTH

3ammra JTaHHBIX, CHCTEMbI apXUBUPOBAHHS M JAyOJTUPOBAHUS WH-
¢dopmanuy, 3ammrTa OT KOMIBIOTEPHBIX BUPYCOB, 3allUTa OT He-
CaHKIMOHMPOBAHHOTO JIOCTYIIa, MEXaHM3MBI oOecrieueHusi 0e30-
MACHOCTH, HEOOXOUMOCTh 3allIUThl HH(OpMAIHNHU, Kpunrorpadusi,
KPHUITOAHAIN3, JCKTPOHHAS MOJNKCh, ayTeHTH(UKAIM, 3amuTa
ceTeil, 3amuTa OT NOTePH U pa3pyLICHUs, 3allUTa OT HECAHKIINO-
HHPOBAHHOTO JIOCTYIA, KOMIIBIOTEPHBIC BUPYCHI: TIOHATHE, BUPYCHI
1O cpene oOMTaHWA: ceTeBble, (halIoBBIEC, 3arpy304YHbIC, MaKpO-
BUPYCHI, N0 CHOCO0Y 3apakKeHUsl: PEe3UIICHTHBIC, HEPE3UACHTHBIE,
no MacmTaldy BpeIHBIX BO3ACHCTBHIA: Oe3BpeAHBbIC, HEONACHBIE,
oracHble, OYCHb OMAcHbIe, OTKyAa OepyTcs BUPYCHI: TTI00aIbHbBIC
CETH, JJIEKTPOHHBIE KOH(EPECHIINH, JIOKAIbLHBIE CETH, MHPATCKOE
nporpaMMHoe obecnieuenue, [IK oOmiero mons30BaHusi, OCHOBHBIE
BUIBI IPO(MUITAKTHKY KOMIIbIOTEpa, aHTUBUPYC, 3 Kilacca aHTHUBU-
PYCHBIX IPOTrpaMM: oyudaru, peBU30pbI, OJIOKHPOBIIHKH,

[Tpumeuanue: T — rectupoBanue, P — Hanmucanue pedepara, Y — yctaslii onpoc, KP — koHTposbHas paboTa

2.4.2. 3aHATHSA CEMUHAPCKOI0 THUIIA

(] HE mpelyCMOTPEHBI

2.4.3. IlpakTnyeckue 3ansaTus (JlaboparopHbie 3aHATHS)
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®dopma Te-
Hanmenosanue
Ne asnena HanmenoBanme MpakTHYIECKUX (JJaOOpaTOPHBIX) paboT KYIIIETO
p KOHTPOJIS
1 cemecmp
1 2 3 4
1. |Mudopmamus, ua- |Knaccudukarus nHGOPMAITMOHHBIX TEXHOJIOTHH 110 chepam
(¢opMaLnOHHBIE  |IPUMEHEHHS.
TEXHOJIOruK U MH- |Kinaccudukanus nHGOPMAIMOHHBIX cUCTeM. JKU3HEHHBIN [UKIT y
(opManMOHHbIE  |HH(POPMAIHOHHOMN CHCTEMBI.
CHCTEMBI
2. Brimonnenue npaktuyeckoil padbotel «HacTpoiika pabodero okHa
MS Word. ®opMaTupoBaHHe CHMBOJIOB M a03aICBY.
Brmonnenne npaktuueckoit padbotsl «OdopMiieHne JOKyMEHTOB
O0paboTka Tek-
9 MS Word».
cToBO# MH(pOpMa- = ITP
Brimonnenne npaktiuueckoi pabotsl «Ctiim 1 mabiaoHsl B MS
nuu B MS Word
Word».
Brmonnenne nmpaktudeckoi paboTel «OCHOBHI 3JIEKTPOHHOM Bep-
CTKH TEKCTay.
3. Brimonnenne npaktruueckoi pabotsl «PaboTa ¢ 3IeKTpOHHBIMU
TaOJIULIAMI.
Brmonnenne mpaktryeckoi paboTel «PopMybl M PYHKINH B
O6pabotka uncno- |MS Excel».
BOI HHpOpMaluK B|BrinoaHeHue nmpaktuueckoid pabotsl «Anarpammel B MS Excel. 1P
MS Excel Brimonnenne npaktuyeckoit padbothl «ba3bl naHHBIX B MS
Excel».
BrmonHerne nmpakTrudeckon paboThl «Xya0KeCTBEHHOE 0(hopM-
JICHHE Pe3yIbTaTOB PaOOThD).
4. Brimonnenne npakTuyeckoit paboThl «PexMbI co31aHus TPe3eH-
Co3pmanue mpeseH- o o 9
- taiuy. Hactpoiika au3aiina cinaiiosy.
Taruii B MS = = I1P
PowerPoint Brimonnenne npaktuyeckoil padotsl «HacTtpoiika anumanuu
cnaiinos. HacTpolika npe3eHTanum,.
5. Brimonnenne npaktuueckoit pabotsl «Padora ¢ rpapuueckumu
. o0bexTamu. Co3ganue, KONMpOBaHUE, yAajleHue, GopMaTupoBa-
MynbTUMe IHiHBIE
HUE, TPYIIUPOBKAY. I1P
TEXHOJIOTHH v
Brimonnenne npaktudeckoit pabothl «I paduueckue peJakTopsl U
UX BO3MOKHOCTI.
6 |OcHoBbl nH(popMa- |Beimonnenne npaktudeckon padotsl «MHpopmanonnas 6e3o-
LUOHHON M KOM-  |IaCHOCTh M 3aIUTAa». P
MBIOTEPHOH 0e30-
MACHOCTH

Ilpumeuanue: I1P- npaxmuueckasn paboma, JIP- rabopamopnas padoma, 1 — mecmupoganue, P — nanucanue
pedpepama, ¥V — ycmmuwiii onpoc, KP — konmponvhas paboma

2.4.4. Conep:xkaHue cCaMOCTOSITEILHOMH PadoThI

IIpumepHas TemaTuKa pedeparTos:

1. Knaccudukanusi COBpeMEHHbIX HHPOPMAITMOHHBIX TEXHOJIOTUH.

AN ANl

HNudopmanoHHbIe CUCTEMBI U UX KJIACCH(PHKAIIS

Hanpasnenust pazsutust opuCHBIX HHPOPMAITMOHHBIX TEXHOJIOTHA.
Texuonoruu BBoAa HHGOPMALIUHL.

Texuonoruu xpaHeHuss UHPOPMAIHH.

Hcropus pa3Butus HHGOPMALUOHHBIX TEXHOJIOTHA.
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7. 3ammra uadpopmanuu B UHTEpHET.
8. 3ammra 0T KOMIIBIOTEPHBIX BUPYCOB.

yueOHO-MeTOAUYeCKOro obecnevyeHus 1l CaMOCTOATEIbHOH PadoThl

00y4YaroIMuXcs Mo JUCIHUIINHE

CamocrosaTenpHas paboTa OOyJaromuxcsi sIBISETCS BakHeHmied ¢opmoii yueOHO-
MO3HABATEJILHOTO MpoIlecca.

OcHOBHas LIeJb CAMOCTOSITENIBHON pabOThl 00y4aromierocs: Mpu U3y4YeHUU JUCLUII-
JUHBI — 3aKPENUTh TEOPETHUYECKHUE 3HAHUS, MONYYCHHBIC B XOJ JICKIIMOHHBIX 3aHATHH, a
Takke cpopMUPOBATH MPAKTHUECKHE HABBIKU IMOATOTOBKH B 00JIacTH MH(POPMAIMOHHBIX
TEXHOJIOTHIA.
CamocrosiTenpHas paboTa oOydaromierocs B MPOIECCE OCBOCHUS JTUCIMILIMHBI
BKJIIOYAET:

-M3y4eHHEe OCHOBHOM U JIOTIOJHUTEIBHON JIUTEPATYPHI 110 KYpCY;
-CaMOCTOSITEJIbHOE U3YUYCHHE HEKOTOPHIX BOMPOCOB (KOHCIIEKTUPOBAHUE);
-paboTy € PIEKTPOHHBIMHU YU€OHBIMU PECYPCAMU;

-H3y4eHrEe MaTEPUAIOB IEPUOANYECKON TIeYaT, UHTEPHET PECYPCOB;
-TIOJITOTOBKY K TECTUPOBAHUIO;

-TIOJITCOTOBKY K MPaKTHYEeCKUM (J1a0OpaTOPHBIM) 3aHITHUSIM,
-CaMOCTOSITENIbHOE BBHIMOJTHEHUE IOMAIIHUX 3aJJaHUH,

-IIOJTOTOBKY pedepaTa (10KIaaa, dcce) 1Mo O JHOM U3 mpobdiieM Kypca.

Ha camocrosiTeibHYI0 padoTy 00y4armuuxcs OTBOAUTCH 284acoB y4eOHOro

BpeMEHH.
HaumenoBanue
No A3, TeMbL, BUIA [lepeueHb yueOHO-METOIMUECKOTO 00CCIICUCHHS JUCIIUTIIMHBI 110

- P ’CP C ’ BEITIOJTHEHHIO CAMOCTOSITENTHHON paOOThI

1 2 3
1 Pa3nen 1 IaBpunos, M.B. MadopmaTrka 1 HHPOPMAIIMOHHBIE TEXHOJIOTHA: YICOHUK IS

Wndopmanus HH- CIIO / M.B. I'aBpuios, B.A. KitumoB.- M.: FOpaiit, 2015.- 383 c.; To xe:
9

dopmanmoHHbIle TeXx-
HOJIOTUM U uHop-

IaBpunos, M. B. MadopmaTika 1 ”HPOPMAMOHHBIE TEXHOJIOTHH [ DIEKTPOHHBIH
pecypce]: yueonuk mis CI1O / M. B. I'appuios, B. A. Kimmmos. — 4-e u3a., mepepad.
u or. — M.: UznarensctBo HOpaiit, 2018. — 383 c. - URL: https://www.biblio-

uHopmanuu B MS

MalMOHHBIE  CHCTe-|gnline.ru/viewer/1DC33FDD-8C47-439D-98FD-8D445734B9D9%page/1
MBI Cogetos, b. S. adopmarimoHHble TEXHOJIOTHH [ DIEKTPOHHBIN pecypc]: yaeOHUK
st CITO / B. 5. Coseros, B. B. IlexanoBckwuii. — 6-¢ u3n., nepepab. u gom. — M.
Wsparenscto FOpaiit, 2018. — 261 c. - URL: https://www.biblio-
online.ru/viewer/BBC6F436-97B4-4DCB-829E-1DF182A8B1A4#page/1
2. Pa3nen 2. I'aBpunios, M.B. Undopmatrka u nHOPMAITMOHHBIE TEXHOJIOTHH: yUYeOHUK IS
CIIO / M.B. T'aBpmiio, B.A. Kitumos.- M.: IOpaiit, 2015.- 383 ¢.; To xe:
Oﬁpaﬁo“ia I'aBpunos, M. B. Madopmarnka u nHGOPMALIMOHHEIE TEXHOJIOTHHU [ DIEKTPOHHBIN
TEKCTOBOU pecype]: yueOnuk s CI1O / M. B. T'apunos, B. A. Knumos. — 4-¢ usn., nepepad.
uHpopmauun B MS|u non. — M.: UsnatenscTso FOpaiir, 2018. — 383 c. - URL: https://www.biblio-
Word online.ru/viewer/1DC33FDD-8C47-439D-98FD-8D445734B9D9%#page/1
Cogeros, b. 5. UndopmanmoHHble TeXHOJIOTHH [DIEKTPOHHBIH pecype]: ydeOHHK
st CIIO / B. 5. Coseros, B. B. IlexanoBckwuii. — 6-¢ u3m., nepepad. u gom. — M.:
WsnarensctBo  IOpaiit, 2018. — 261 c¢. - URL: https://www.biblio-
online.ru/viewer/BBC6F436-97B4-4DCB-829E-1DF182A8B1A4#page/1
3 Paznen 3. T'aBpunos, M.B. apopmaTrka 1 HHPOPMAITUOHHBIE TEXHOJIOTHH: YICOHUK TSt
CIIO / M.B. TI'aBpmiio, B.A. Kitumos.- M.: FOpaiit, 2015.- 383 ¢.; To xe:
OﬁpaﬁoTFa I'aBpunos, M. B. MadpopmaTika u mHGOPMAIIMOHHBIE TEXHOIOTHH [ DIEKTPOHHBIH
YUCJI0BOH

pecypc]: yaeonuk mis CITO / M. B. I'aBpuiios, B. A. Kiiumos. — 4-¢ uz ., mepepaod.
u jor. — M.: UznarensctBo HOpaiit, 2018. — 383 ¢. - URL: https://www.biblio-
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https://www.biblio-online.ru/viewer/1DC33FDD-8C47-439D-98FD-8D445734B9D9#page/1
https://www.biblio-online.ru/viewer/1DC33FDD-8C47-439D-98FD-8D445734B9D9#page/1
https://www.biblio-online.ru/viewer/BBC6F436-97B4-4DCB-829E-1DF182A8B1A4#page/1
https://www.biblio-online.ru/viewer/BBC6F436-97B4-4DCB-829E-1DF182A8B1A4#page/1
https://www.biblio-online.ru/viewer/1DC33FDD-8C47-439D-98FD-8D445734B9D9#page/1
https://www.biblio-online.ru/viewer/1DC33FDD-8C47-439D-98FD-8D445734B9D9#page/1
https://www.biblio-online.ru/viewer/BBC6F436-97B4-4DCB-829E-1DF182A8B1A4#page/1
https://www.biblio-online.ru/viewer/BBC6F436-97B4-4DCB-829E-1DF182A8B1A4#page/1
https://www.biblio-online.ru/viewer/1DC33FDD-8C47-439D-98FD-8D445734B9D9#page/1

Excel online.ru/viewer/1DC33FDD-8C47-439D-98FD-8D445734B9D9%page/1
CoseroB, b. . UudopmanmoHHble TEXHOIOTHN [DIEKTPOHHBIN pecypc]: yIeOHHK
o CIIO / b. . Coseros, B. B. LlexanoBckmii. — 6-e u3z., nepepad. u gon. — M.:

UznarensctBo  IOpaiit, 2018. — 261 c¢. - URL: https://www.biblio-
online.ru/viewer/BBC6F436-97B4-4DCB-829E-1DF182A8B1A4#page/1
I'aBpunos, M.B. MadopmaTrka 1 nHPOPMAIMOHHBIE TEXHOJIOTHA: YICOHUK IS
CIIO / M.B. T'aBpuios, B.A. KitumoB.- M.: FOpaiit, 2015.- 383 c.; To xe:
Coznanue . I'aBpunos, M. B. MHpopMaTHKa 1 HHGOPMAIIMOHHEIE TEXHOJIOTHH [ DJIEKTPOHHBIH
npeseHTanuu B MS|pecype]: yue6unk anst CIIO / M. B. Taspuios, B. A. Kinmos. — 4-e u3i1., nepepab.
PowerPoint u o, — M.: UsnarensctBo HOpaiit, 2018. — 383 ¢. - URL: https://www.biblio-
online.ru/viewer/1DC33FDD-8C47-439D-98FD-8D445734B9D9%page/1

CogeroB, b. . MHpopManHOHHbIE TEXHOIOTHH [DIEKTPOHHBIA pecypc]: yueGHUK
s CIIO / b. 5. Coseros, B. B. IlexanoBckuii. — 6-¢ u3a., nepepad. u gomn. — M.:
WznarensctBo  Opaiit, 2018. — 261 c¢. - URL: https://www.biblio-

4 Paznean 4.

online.ru/viewer/BBC6F436-97B4-4DCB-829E-1DF182A8B1A4#page/1
IaBpunos, M.B. MadpopmaTrka 1 vHPOPMAIMOHHBIE TEXHOJIOTHA: YICOHUK IS
CIIO / M.B. T'aBpuios, B.A. KitumoB.- M.: FOpaiit, 2015.- 383 ¢.; To xe:
IaBpunos, M. B. MadopmaTika i ”HPOPMAMOHHBIE TEXHOJIOTHN [ DIEKTPOHHBIH
pecype]: yaeonuk mrs CI1O / M. B. I'appuios, B. A. Knmumos. — 4-e u3a., mepepad.
u nor. — M.: UznarensctBo HOpaiit, 2018. — 383 c. - URL: https://www.biblio-
online.ru/viewer/1DC33FDD-8C47-439D-98FD-8D445734B9D9%%page/1

Cogertos, b. 1. UndopmannoHHbIe TEXHONOTHH [ DIEKTPOHHBIN pecypc]: yueOHHK
st CITO / B. 5. Coeros, B. B. IlexanoBckuii. — 6-¢ u3f., nepepad. u gom. — M.:
WspatensctBo FOpaiit, 2018. — 261 c. - URL: https://www.biblio-
online.ru/viewer/BBC6F436-97B4-4DCB-829E-1DF182A8B1A4#page/l
I'aBpunos, M.B. npopmaTrka 1 nHGopManmoHHbIE TEXHOIOTHN: YYSOHUK LIS
CIIO / M.B. I'aBpuios, B.A. KiiumoB.- M.: FOpaiit, 2015.- 383 c.; To xe:
Ocnospt . |l'aBpunos, M. B. UndopmaTnka n HHYOPMAITMOHHBIE TEXHONOTHH [ DIIEKTPOHHBIN
MHPOPMANMOHHON U |pecype]: yuebuuk st CIIO / M. B. Taspunos, B. A. Kiumos. — 4-¢ U3z, nepepad.
KOMIIbIOTEPHOM u or. — M.: UznarensctBo HOpaiit, 2018. — 383 c. - URL: https://www.biblio-
0e30MmacHOCTH online.ru/viewer/1DC33FDD-8C47-439D-98FD-8D445734B9D9%#page/1

Cogetos, b. 5. MadopManmoHHble TEXHOJIOTHH [DICKTPOHHBIA pecypc|: yaeOHHK

st CITIO / B. 5. Coseros, B. B. IlexanoBckuii. — 6-¢ u3., nepepad. u gom. — M.:
UspatensctBo  FOpaiit, 2018. — 261 c¢. - URL: https://www.biblio-

1. Pazngen 5.
MyabTUMeauiiHbIe
TEXHOJIOTUH

2. Pasznea 6.

online.ru/viewer/BBC6F436-97B4-4DCB-829E-1DF182A8B1A4#page/l

Kpome nepednciieHHbIX MCTOYHUKOB MO TEMaM CaMOCTOSITENIbHOM paboThl, CTYACHT
MOXKET BOCTIOJIb30BAThHCS DIEeKTPOHHO-OMOIMOTEIHBIMHU CUCTEMAMU (BBO),
npodecCHOHATBHBIMU 0a3aMU JaHHBIX, IEKTPOHHBIMH 0a3aMu MEPUOIUYECKUX W3IaHHM,
IpyruMH  UMH(GOPMALIMOHHBIMM ~ pecypcamH, yKa3aHHbIMH B paszgene 5.4 «llepedenp
pecypcoB HMH(POPMAIMOHHO-KOMMYHUKAIIMOHHOW ceTu «HTepHeT», HEOOXOAMMBIX IS
OCBOCHHUS JUCUHUIUIMHBI», BKIIOYAIOLIUN pPecypchl, JOCTYIN K KOTOPBIM OOecredeH 10
JI0OTOBOpaM C MpaBooOJIagaTes MU, U 00pa3oBaTeIbHbIC, HAyYHbIE, CIPABOYHBIE PECYPCHI
OTKPBITOTO JOCTyMa, HUMEIoNMe cTaryc OoQuIUaNbHBIX ((denepanbHble, OTpacieBble,
YUPEKJIECHUW, OpraHu3aluidl U T.I.), a TAKXKE MOMCKOBBIMU cUCTeMaMu ceTu MHTepHeT aiis
MOUCKA U pabOTHI C HEOOXOAUMOM UH(DOPMAITUCH.

Jlnst ocBOeHUs JaHHOW JUCIHUIIMHBI W BBITIOJHEHUS] TPEAYCMOTPEHHBIX y4eOHOMH
MpOrpaMMOi Kypca 3aJlaHui 10 CaMOCTOSATEILHON paboTe 00ydaroImUNiCS MOXKET UCTOJb-
30BaTh yueOHO-METOIMUECKOE O0ecreueHue:

-METOMYECKHE PEKOMEH/IallUY MPEenoiaBaress K NpakTHYeckuM (J1abopaTopHbIM) 3a-
HATUSIM;

Hauanom opranuzanum ar000# caMOCTOSTENbHONH pabOThl JOKHO OBITH MPUBUTHE
HaBBIKOB U YMEHHI I'PaMOTHON pabOTHI ¢ Y4eOHOW M HAydyHOU JUTEpaTypoidl. DTOT IpoIiecc,
B TEPBYI0 OYEpEelb, CBA3AH C HAXOXKJIECHUEM HEOOXOTUMOM /Jisi YCHEIIHOTO OBJIAJIEHUs
y4eOHBIM MaTepuajgoM Juteparypoid. OOydaronuiics JOHKEH yMETh MOIb30BaThCs (OHIa-
MU OHMOIMOTEK U CIIPABOYHO-OHMOMHOrpaduueCKUMHU U3TaHUSIMU.
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https://www.biblio-online.ru/viewer/BBC6F436-97B4-4DCB-829E-1DF182A8B1A4#page/1
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https://www.biblio-online.ru/viewer/1DC33FDD-8C47-439D-98FD-8D445734B9D9#page/1
https://www.biblio-online.ru/viewer/1DC33FDD-8C47-439D-98FD-8D445734B9D9#page/1
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https://www.biblio-online.ru/viewer/1DC33FDD-8C47-439D-98FD-8D445734B9D9#page/1
https://www.biblio-online.ru/viewer/BBC6F436-97B4-4DCB-829E-1DF182A8B1A4#page/1
https://www.biblio-online.ru/viewer/BBC6F436-97B4-4DCB-829E-1DF182A8B1A4#page/1
https://www.biblio-online.ru/viewer/1DC33FDD-8C47-439D-98FD-8D445734B9D9#page/1
https://www.biblio-online.ru/viewer/1DC33FDD-8C47-439D-98FD-8D445734B9D9#page/1
https://www.biblio-online.ru/viewer/BBC6F436-97B4-4DCB-829E-1DF182A8B1A4#page/1
https://www.biblio-online.ru/viewer/BBC6F436-97B4-4DCB-829E-1DF182A8B1A4#page/1

OOyuarommecs Uil MOJHOIEHHOTO OCBOCHUS Y4€OHOTO Kypca JOJIKHBI COCTaBISThH
KOHCHEKThI KaK IPH MPOCIYLUIMBAHUM €r0 TEOPETUUECKON (JIEKIIMOHHOM) YacTH, TaK U IpHU
MOJTOTOBKE K MPaKTUYECKUM (1a00paToOpHbIM) 3aHATUSAM. JKenaTesnbHO, YTOObI KOHCIIEKTHI
JIEKUMI 3aMKUChIBAIMCH B JIOTUYECKOM MMOCIIEI0BATENIbHOCTU U3YUYEHUS Kypca U COAECPKAIHCH
B OJTHOM TETpaJH.
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3. OBPA3OBATEJIBHBIE TEXHOJIOT'THU

Jlist peanM3anyy KOMIIETEHTHOCTHOTO TOX0/1a MPEAYCMaTPUBACTCS MCIIOIb30BaHUE
B y4e0OHOM IIpoIiecce aKTUBHBIX U WHTEPAKTUBHBIX ()OPM MPOBEICHUS ayIUTOPHBIX U BHE-
ayJUTOPHBIX 3aHATUH C TENBbI0 (HOPMHUPOBAHUS W Pa3BUTHs MPO(ECCHOHATHHBIX HABBHIKOB
00ydJaromuxcs.
B mporecce npernogaBanus MpUMEHSIOTCS 00pa30BaTEIbHBIE TEXHOJIOTUN PA3BUTHS
KPUTUYIECKOTO MBIIIIeHUS. O0s3aTeIbHBI KOMIIBIOTEPHBIC JTAOOPATOPHBIC MPAKTUKYMBI 110
paszjenaM JTUCIUILUIHHEIL.
B y4ueOHOM mpoliecce Hapsay ¢ TPAIUIIMOHHBIMUA 00pa30BaTEeIbHBIMU TEXHOJIOT MU
HCIIOJIB3YIOTCS KOMITBIOTEPHOE TECTUPOBAHHUE, TEMATHYECKHE MIpe3eHTaINH,
WHTEPAKTUBHBIC TEXHOJOTHH.

3.1.00pa3oBaTe/ibHbIE TEXHOJOTMH NIPH NIPOBEICHNHU JIEKIHI

Bugapl npumensiembix oopazoBa- | Kou-Bo
No Tema AL TP pa
TEJIbHBIX TEXHOJIOTHH Jac
1 2 3 4
HNudopmanusi, uHPopMaLHOHHBIE TEXHOJIOTHU U
1 (bopmauwus, ungopman Jlexus - TUCKyCCHS 4
HH(POPMANMOHHBIE CHCTEMBI
N AynnoBu3yanabHas TEXHOIOTUA®
2 | O6paboTka TekcToBOIt HHPopmammu B MSWord e 4 ’ 4*
JICKIHS-TUCKYCCHUS
N AynnoBu3yaiabHas TEXHOIOTUA®
3 | O6padoTka uynca0Boii nHpopmanuu B MSEXxcel e Y ’ 6*
JEKIMSA - AUCKYCCUs
. . AynroBu3yanbHas TEXHOIOTUS*
4 | Co3nanue npezentamuii B MSPowerPoint e 4 ’ 4*
JEKIMSA - AUCKYCCUs
5 | MyabTumMeauiinble TEXHOJOTHI AynroBu3yanbHas TEXHOIOTUS* 4*
OcHoBbI HHGOPMAIMOHHOW U KOMIIBIOTEPHOIi 0e30-
6 popman p Jlexuus - nuCKyccust 2
MACHOCTH
HToro no kypcy 24
B TOM YHMCJI€ HHTEpAaKTUBHOE 00yyeHne™* 18*
3.2.00pa3oBaTe/IbHbIC TEXHOJIOIMH MPU MPOBEICHUHN NPAKTHYECKUX 3aHATHI
Ne Tema 3ansaTHA Bugp! npuMensieMbIx o0pazoBarenbHbix | Ko
TEXHOJIOTUH yac
1 |ITIPAKTHUYECKOE 3AHSATHE Ne 1 o Teme 1 Jluckyccud 1o TeopeTUYeCKUM BOIIPO- 1
pasnena 1 «Knaccudukanus vHGOPMALIMOHHBIX | CaM.
TEXHOJIOTHH 1O chepaM MPUMEHEHUS»
2 |[MPAKTUYECKOE 3AHATHUE Ne 2 o Teme 2 BrimmoHe e MpakTHYECKOH pabOTHI 1
pasnena 1«Knaccupukanys HHPOPMaIIMOHHBIX
cucteM. JKu3HEHHBIH MK HHPOPMALMOHHON
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CUCTCMBD)

[MPAKTUYECKOE 3AHATHUE Ne 3 no teme 1
pasnena 2 «Hacrtpoiika pabodero okaa MS Word.
®dopmaTHpOBaHUE CUMBOJIOB U a03a1ieB»

BrinonHeHne npakTHYecKoi paboThl

2*

[MPAKTUYECKOE 3AHATUE Ne 4 o Teme 2
pasnena 2 «OdopmieHue nokymenToB MS Word»

BrinonHeHne npakTHYeCKOH paboThl

2*

TTPAKTUYECKOE 3AHSTHUE Ne 5 o teme 3
pasnena 2 «Ctunu u mabdnaonsl B MS Word»

BrimmonaeHre MpakTHIECKOH paboThI

2*

[MPAKTUYECKOE 3AHATUE Ne 6 o Teme 3
pasmena 2 «OCHOBHI 3JICKTPOHHOM BEPCTKH TEK-
cTa»

BrinonHeHne npakTHYecKoi paboThl

2*

MMPAKTUYECKOE 3AHATHE Ne 7 no Teme 1
pasnena 3 «PaboTa ¢ 3MeKTPOHHBIMHU TaOIHIIAMEIY

BrimonHeHne npakTHueckoi paboThl

2*

IMPAKTUYECKOE 3AHATUE Ne 8 o teme 2
paznena 3 «Dopmyiel u pyHkimuu B MS Excel»

BrmonHerne nmpakTudeckon paboTh

2*

[NPAKTUYECKOE 3AHATUE Ne 9 o Teme 2
pasnena 3 «/luarpammel B8 MS Excel»

BrimonHenne npakTHyeckoi paboThl

2*

10

IMPAKTUYECKOE 3AHSATHUE Nel0 no Teme 3
pasnena 3 «ba3sl qanabix B MS Excel»

BrmonHerne nmpakTudeckon paboTh

2*

11

IMTPAKTUYECKOE 3AHATHE Nell no Teme 3
paznena 3 «XymokecTBeHHOE 0(pOpPMIIEHHUE pe-
3yJIBTaTOB pabOThD»

BrmonHerne nmpakTudeckon paboThl

2*

12

[MTPAKTHUYECKOE 3AHATUE Nel2 o teme 1
pasnena 4 «Pabora co cnaiinamu B MS
PowerPoint»

BrimonHeHre pakTHYecKOl paboThI

2*

13

[MPAKTUYECKOE 3AHATHUE Nel3 o teme 2
paznena 4 «Pexxumsl co3ganus npeseHranuu. Ha-
CTpOWiKa nu3aiiHa craioBy

BeimonHeHre pakTHYecKol paboThI

2*

14

[MPAKTUYECKOE 3AHATHUE Nel4 o teme 2
paznena 4 «Hacrtpoiika anumanuu crnainos. Ha-
CTpoiiKa pe3eHTAIIIY

BrimonHeHre pakTHYecKoi paboThI

2*

15

IMPAKTUYECKOE 3AHATHUE Nel5 no teme 1
paszaena S«Co3nanue rpaguuecKux 00ObEKTOB.
KomupoBanue, popmatupoBanue, ynajieHue,
TPYIIITAPOBKAY»

BeimonHeHre pakTHYecKol paboThl

2*

16

MNPAKTUYECKHUE 3AHATUSA Nel6 o teme 2
pazzaena 5 «['paduueckue pegakTophl U UX BO3-
MOKHOCTH»

BrmonHenne mpakTrHaecKoi padboThl

2*

17

INPAKTUYECKOE 3AHATUE Ne 17 o teme 1
paszzaena 6 «MHpopmanmonHas 6e30MacHOCTb U
3amuTa HHQOpMaITUN»

BrmonHenne mpakTHyecKoi paboThl

2*

Hroro no kypcy

32

B TOM YHCJIe HHTEPaKTUBHOE 00y4ueHmne™

30*
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4. YCJOBUSA PEAJIMBALIUUA ITPOT'PAMMBI IUCHUITJINHBI

4.1. MartepuajJbHO-TeXHUYecKasi 0a3a, HeoOXoaumasi Uil OCYUIeCTBJICHUS

00pa3oBaTeILHOTO MPOIecca Mo JUCIHUITHHE

Peanuzanus yueOHON AMCIUIUIMHBI OCYIIECTBISIETCS B CIEIMAIBLHO 000PYI0BaHHOM

naboparopuu HHHOPMAIIMOHHO-KOMMYHHUKAIMOHHBIX CUCTEM.

N =

oo

O6opynoBanue JadopaTopun HHGOPMAITUOHHO-KOMMYHUKAIIMOHHBIX CUCTEM:
CToJ1bl KOMIBIOTEPHBIE

Jlocka ayauTopHas

Crynbs yueHHYECKHE

Cranuuu padouune (610K, MOHUTOP, KIIABUATYPA, MBIILIb)
41911

IIpoexrop

DKpaH HaCTECHHBIN

Cmuut cucrema

Y4eOHO-METOIUYECKUE MATEPUATTBI:

PaGouune nporpaMMbl THCIUTIIIAH

@OHBI OLIEHOYHBIX CPEJICTBO

Mertonuueckue pazpaboTKU K 3aHITHIM

DJEeKTPOHHbIE 00pa30BaTENbHbBIE PECYPChI

Harmsaasie mocooust

4.2. IlepeyeHb HEOOXOAMMOI0 POrPAMMHOI0 00ecreYeHust

7-zip — apxuBarop; (JIuIeH3us Ha aHri. http://www.7-zip.org/license.txt)
WINRAR Standart Licence (200-499)

Adobe Acrobat Reader — nmpocmotpriuk PDF-daiinos; (mutensus —
https://get.adobe.com/reader/?loc=ru&promoid=KLXME)

Adobe Flash Player — moaxatrogaembiii Moaysab Flash-anumarvv; (TuieH3us —
https://get.adobe.com/reader/?loc=ru&promoid=KLXME)

Apache OpenOffice — oducHbIit maket; (JTUIIEH3UT —
http://www.openoffice.org/license.html)

Google Chrome — Be6-0paysep; (TuiieH3us —
https://www.google.ru/chrome/browser/privacy/eula text.html)

Mozilla Firefox — Be6-0pay3zep._(sinnensust — https://www.mozilla.org/en-
US/MPL/2.0/)

Microsoft Office 2003; (nmuuensus - http://www.openoffice.org/license.html)
ABBY FineReader 9.0 Corporate Edition/ Ogna umennas nunensus Concurrent

(mpu 3aka3ze maketa ot 100 nuiieH3MiA)

10. AaTuBHpyCHas mporpamMma
11. PageMaker 7.0.2

12. Microsoft Open Licence: Microsoft Windows XP Start Edition; Microsoft;

Microsoft Office Professional Plus 2007 Russian Academic
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13. Microsoft Open Licence: Microsoft Windows Server Std 2003 R2; Windows Server
CAL 2003 Ru OLP NL AE Device CAL; Microsoft Office Professional Plus 2007
Russian Academic

14. CnpaBouHo- nouckoBas cucrema «Koncynpranat mioc» JJOI'OBOP Ne 2125 ot
02.07.2018 06 oxazaHun HHPOPMAITMOHHBIX yCIYT
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INEPEYEHb OCHOBHOMU M JONOJIHUTEJBHONU YYEBHOU
JIUTEPATYPBI, HEOBXOJIUMOM JJ1s1 OCBOEHUS TUCLUIIJINHBI

5.1. OcHoBHas IUTEPATypa

I"aBpunos, M.B. Undopmartrka nu napopmanuonssie TexHonaoruu: yueonuk pia CI10 /
M.B. I'aBpusos, B.A. Kiiumos.- M.: IOpaiit, 2015.- 383 c.; To xe:

I'aBpunos, M. B. MupopmaTuka u nHPOpMALMOHHBIE TEXHOJIOTUHU [DIEKTPOHHBIN pe-
cypc]: yuebnuk nns CIIO / M. B. T'aBpunos, B. A. Knumos. — 4-e u3n., nepepad. u
norn. — M.: UsgatenbctBo IOpaiir, 2018. — 383 c¢. - URL: https://www.biblio-
online.ru/viewer/1DC33FDD-8C47-439D-98FD-8D445734B9D 9#page/1

CogeroB, b. 1. UnpopmaninoHHble TEXHOJIOTUU [DIEKTPOHHBIN pecypc|: yUeOHUK AJis
CIIO / b. 4. Cogetos, B. B. llexanoBckuii. — 6-¢ uzg., mepepad. u mon. — M.: M3na-
tensctBO  Opaiit, 2018, — 261 C. - URL: https://www.biblio-
online.ru/viewer/BBC6F436-97B4-4DCB-829E-1DF182A8B1A4#page/1

5.2. lonoJiHUTE/IbHAS JIUTEPaTypa

I'Bo3neBa, B. A. Wudopmarnka, aBTOMaTH3UpOBaHHBIC HH(DOPMAIIMOHHBIE TEXHOJO-
TUU U cucTeMbl: yaeOHuK / B. A. I'Bo3aeBa. — M.: ®OPYM: UH®PA-M, 2017. — 544
c.

Nudopmanmonnsie Texnonornu B 2 T. Tom 1 [DnekTpoHHbIN pecypc]: y4eOHUK IS
CIIO / B. B. Tpodumos, O. I1. Unsuna, B. U. Kuses, E. B. Tpodumosa; nmox pen. B. B.
Tpodumona. — mepepad. u non. — M.: U3gatensctBo FOpaiit, 2018. — 238 ¢. - URL:
https://www.biblio-online.ru/viewer/281E14E9-14A1-4C33-B9B0-
88039C7CE2F6#page/1

Nudopmanmonnsie Texnonoru B 2 T. Tom 2 [DnekTpoHHBIH pecypc]: ydeOHUK st
CIIO / B. B. Tpodpumos, O. I1. Unsuna, B. 1. Kuses, E. B. Tpopumosna; ots. pex. B. B.
Tpodumon. — mepepad. u gom. — M.: UznarensctBo FOpaiit, 2018. — 390 c. - URL:
https://www.biblio-online.ru/viewer/82ECCEDOQ-EBF6-4DE1-82D2-3E74443D21D8#/
Tpodumos, B. B. Undpopmatuka B 2 T. Tom 1 [DnexkTpoHHBINH pecypc]: ydeOHUK i
CIIO / B. B. Tpodumos; nox pea. B. B. Tpodpumosa. — 3-e¢ u3z., nepepad. u gom. —
M.: WUsparensctBo IOpaiit, 2018. — 553 c¢. - URL: https://www.biblio-
online.ru/viewer/87EC2130-3EBB-45B7-B195-1A9C561ED9D9#page/1

Tpodumos, B. B. UndopmaTtuka B 2 T. Tom 2 [DnekTpoHHBIA pecypc]: yueOHUK AJis
CIIO / B. B. Tpodumos; ots. pea. B. B. Tpodumos. — 3-e u3n., nepepad. u mpon. —
M.: WUsparensctBo IOpaiit, 2018. — 406 c¢. - URL: https://www.biblio-
online.ru/viewer/14FE5928-69CF-41EC-A00B-3979EC8273C8#/

Mawmonosa, T. E. Uudopmanrionssie TexHonoruu. JlabopaTopHblil mpakTUKyM [DJek-
TPOHHBIN pecypc]: yueOHoe mocobue A npukiagHoro 6akanaspuara / T. E. Mamono-
Ba. — M.: MspmarenbctBo FOpaiit, 2018. — 176 c¢. - URL: https://www.biblio-
online.ru/viewer/78273C7D-1F38-402A-8065-31B181C91613#page/1

Cogetos, b. fI. UndpopmannoHHble TEXHOIOTHH [ DIEKTPOHHBIN pecypc]: Y9eOHHK s
npukinagaoro 6akanaspuara / b. f. Coseros, B. B. llexanoBckuii. — 6-¢ u3z., mepe-
pab. u gon. — M.: UzmarensctBo FOpaiit, 2018. — 263 c. - URL.: https://www.biblio-
online.ru/viewer/34234C8A-E4D5-425A-889B-09FE2B39D 140#page/1
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https://www.biblio-online.ru/viewer/34234C8A-E4D5-425A-889B-09FE2B39D140#page/1

10.

11.

12.

5.3

arwpE

B2 © N

WudopmaionHble TEXHOJOTHH B MapKeTHHre [DJIEKTPOHHBIM pecypc]: y4eOHUK U
npaktukym 11 CITIO / C. B. Kapriosa [u 1p.]; mox o6m. pen. C. B. KapmoBoit. — M.:
WznarensctBo  FOpaiit, 2018. — 367 c¢. - URL: https://www.biblio-
online.ru/viewer/392D9025-B690-4BDC-A2DC-C7C48D764C1E#page/1
NudopmanionHble TEXHOJIOTUHA B MEHEIKMEHTE [DIEKTPOHHBIN pecypc]: yueOHUK U
npaktukym s CITO / E. B. Maiitoposa [u np.]; mox pen. E. B. Ueprok. — M.: U3na-
tenscTBO  FOpait, 2018, — 368 ¢ - URL: https://www.biblio-
online.ru/viewer/CFEFODOE-CD19-4F25-9DD4-87860BBDFC7A#page/1

Herécora, O. 10. MndopmanmoHHble TEXHOJIOTMH B 3KOHOMHUKE [DJIEKTPOHHBIN pe-
cypc]: yaebHoe mocodue mst CI1O / O. FO. Herécoa. — 3-e u3., ucnp. u gom. — M.:
WznarensctBo  FOpaiit, 2018. — 146 c. - URL: https://www.biblio-
online.ru/viewer/D8F3F1FA-DA19-468F-A7FD-73E7TBD1ACDCC#page/l
[TnaxotHukoBa, M. A. UndopmariioHHbIE TEXHOJIOTHH B MEHEIKMEHTE [ DNEKTPOHHBIN
pecypc]: yuebnuk u npaktukym ais CIIO / M. A. IlnaxotnukoBa, FO. B. Beprakosa.
— M.: WMsparensctBo [Opaiit, 2017. — 462 c¢. - URL: https://www.biblio-
online.ru/viewer/D118EE19-C1B2-46A7-91BB-2BC417C54C47#page/l

CoxkounoBa, B. B. BeiuncaurensHas TexHUKa U MH(QOpPMALIMOHHBIE TexHOJoruu. Pa3zpa-
00TKa MOOWJIBHBIX MPWIOKEHUH [DIEKTpOHHBIN pecypc]: yueObHoe mocolue Juisl mpu-
knagHoro Oakamnaspuata / B. B. CokonoBa. — M.: U3parensctBo FOpaiit, 2018. — 175
c. - URL: https://www.biblio-online.ru/viewer/D80F822D-BA6D-45E9-B83B-
8ECO49F5F7D9%%page/1

IHepuoguyeckue U3TaAHUA

Cpennee u ipodeccuoHaIbHOE 00pa3oBaHUe

Kommnsrotep IIpecc

Ortxpeiteie cuctembl.- URL: http://biblioclub.ru/index.php?page=journal&jid=436083
WNudopmaruka B mkosie .- URL: http://dlib.eastview.com/browse/publication/18988
[IporpammHubie poaAyKThI U cuctemsl.- URL:
http://dlib.eastview.com/browse/publication/64086

Wudopmarrka u odopasosanue.- URL: http://dlib.eastview.com/browse/publication/18946
Cucremnblii aqmuanctparop.- URL:  http://dlib.eastview.com/browse/publication/66751
Computerword Poccusi.- URL: http://dlib.eastview.com/browse/publication/64081
Mup IIK.- URL: http://dlib.eastview.com/browse/publication/64067

0. MadopmarmonHo-ympasisomue cuctemsl.- URL:

http://dlib.eastview.com/browse/publication/71235

11. XKypnan cereBsix pemenuit LAN.- URL:

http://dlib.eastview.com/browse/publication/64078

12. Nudopmaruka u obpazosanue.- URL:

http://dlib.eastview.com/browse/publication/18946

13. Windows IT Pro/ Re.- URL: http://biblioclub.ru/index.php?page=journal&jid=138741
14. Tlpuknaanas uadopmatrka.- URL:  http://elibrary.ruftitle_about.asp?id=25599

5.4

Ilepeyennb pecypcoB UH(POPMAIUOHHO-TEJIEKOMMYHUKAIIMOHHOM ceT
«HTepHEeT», HEOOXOAUMBIX /IVISl OCBOCHMS U CHUIIIMHBI

1. OBC «YuuBepcurerckas onbmoreka ONLINE». — URL: www.biblioclub.ru
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ok owmd

8.

9.

ObC m3narenscrBa «Jlanb». — URL: https://e.lanbook.com

3BC «lOpaiit». — URL.: http://www.biblio-online.ru/

DBC «BOOK.ru» https://www.book.ru

OBC «ZNANIUM.COM>» www.znanium.com

OnextpoHHbIi kaTanor Hayunoii 6ubnnorexku Kyol'y. —
URL.:http://212.192.134.46/MegaPro/Catalog/Home/Index
OnektpoHHas oubnunoreka «M3narensckoro foma «['peOEHHUKOBY -
URL:www.grebennikon.ru

Hayunas snextponnas 6uonuoreka (HOb) «eLibrary.ruy. -
URL.:http://www.elibrary.ru

Basbr manusix kommanuu «Mct Beroy. - URL:http://dlib.eastview.com

10. JIektopuym TB». - URL.: http://www.lektorium.tv/

11. HanmonaneHas snektpoHHas 6udnunorexa «HOby». - URL:http://H36.pd/

12. KubepJlennnka: Hay4dHas snekTponHas ouommoreka. — URL: http://cyberleninka.ru/
13. EnuHOE 0KHO mocTyma K o0pa3zoBaTeabHBIM pecypcam : deaepainbHas IC cBoOoHO-

ro gocryna. — URL: http://window.edu.ru.

14. CnpaBouno-nipaBoBas cucreMa «KoncynpranT [Lmoc» - URL

http://www.consultant.ru
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6. METOAUYECKHUE YKA3ZAHUA JJIS1 OBYYAIOLINUXCSA
1O OCBOEHUIO JUCHUIIJIMHbBI «MH®OPMAILIMOHHBIE TEXHOJIOT' U

VYyamuecs Ui MOJHOLEHHOTO OCBOEHMSI Y4€OHOTO Kypca JIOJIKHBI COCTaBISATh KOH-
CHEKTHI KaK MPH MPOCITYIIUBAHUN €TO TEOPETHUUECKOM (JIEKIIMOHHOI) YacTH, TaK U MpH MOJ-
TOTOBKE K MPAKTHUYECKUM (CEMHHApPCKUM) 3aHATUSAM. JKenarenbHO, 4TOOBI KOHCIEKTHI JIEK-
U ¥ CEMHHApPOB 3allMCHIBAINCH B JIOTMYECKOW MOCIIEN0BATEIbHOCTH M3y4YEHUs Kypca U
COJIEpKaJINCh B OJTHOM TeTpaau. To obecnednuT 0ojiee MOJHYIO MOATOTOBKY KaK K TEKYIUM
y4eOHBIM 3aHATHSIM, TaK 1 CECCHOHHOMY KOHTPOJIIO 3HAHUH.

CamocrosaTenpHass paboTa ydamuxcs sBIETCAd BakHeWmed ¢opMmol ydebGHo-
MO3HABaTeNIbHOTO Ipouecca. Llenp 3aganuii 11 caMOCTOATEIbHOM pabOThl — 3aKPENUTh U
pacIIMpUTh 3HAHUS, YMEHUS, HABBIKH, IPUOOPETEHHBIC B pe3yIbTaTe U3YUCHUS TUCIUTLIHU-
HBI; OBJIAJIETh YMEHHEM HCIOJIb30BaTh MOJyYEHHbIE 3HaHUS B MIPAKTUYECKON paboTe; moiy-
YUTh IEPBUYHBIE HABBIKU MTPO(ECCUOHATBHON JESTENBHOCTH.

Hauanom opranusaiuu Jir000i caMOCTOSTENHHONU padOThl TOJDKHO OBITH MPUBUTHE
HABBIKOB M YMEHHUU IPaMOTHOM paboThI ¢ yueOHOM M HAyYHOH JTUTEpaTypoil. DTOT mpolece,
B IEPBYIO OYEpEIb, CBA3AH C HAXOXKICHHUEM HEOOXOJUMOM MJisi YCHEIIHOIo OBJIAJCHUS
y4eOHBIM MaTepUaJioM JHUTEpPATypod. Yualuiicss NOJMKEH HM3y4UTh CIHCOK HOPMATHUBHO-
MPABOBBIX aKTOB U SKOHOMUYECKOU JUTEPaTyphl, PEKOMEHAYEMBIA 1O YUeOHOU JUCITUILIH-
HE; YMETh IOJIb30BaThCs (OHAAMHU OMOIHMOTEK M CIPaBOYHO-OMOIHOTpapUIeCKUMHU H37a-
HUSIMU.

3ananus i1 CaMOCTOSTEIbHOM PabOThl BHITIOIHSIOTCS B MMCbMEHHOM BHUJIE BO BHE-
ayauTopHoe BpeMs. PaboTa momkHAa HOCUTH TBOPUYECKUI XapakTep, MPH €€ OLEHKE Mperno-
JlaBaTeNlb B MEPBYIO OYepe/ib OLIEHUBAET OOOCHOBAHHOCTh M OPUTMHAIBHOCTH BBHIBOAOB. B
MUCBMEHHOM paboTe Mo TeMe 3aJaHusl yJalluics JOJKEH MOJIHO U BCECTOPOHHE PaccMoT-
pPeTh BCE acMeKThl TeMbl, YETKO C(HOPMYJIMPOBATh U apryMEHTHPOBATH CBOIO MO3UIIHIO IO
UCClielyeMbIM BompocaMm. BbIOOp KOHKpPETHOro 3ajaHus JJIsl CaMOCTOSTENBHON paboThI
MIPOBOJUT MpENoAaBaTeb, BEAYIIMA MPAKTUUECKUE 3aHATUS B COOTBETCTBUU C MEPEUHEM,
YKa3aHHBIM B IUTaHAX NPAKTUYECKUX 3aHATHI.

OOyueHne CTYIEHTOB OCYIIECTBISIETCA MO TPAJAULMOHHON TEXHOJIOTUU (JIEKIHH,
MPAKTUKH) C BKIIOYEHUEM MHHOBALIMOHHBIX 3JIEMEHTOB.

C TOYKM 3peHHUs UCTIOIB3YEMbIX METOJOB JEKIMHU MOAPA3AEISIOTCS CIEIYIOIIM 00-
pazoM: HHGOPMAIMOHHO-O0BICHUTEIIbHAS JICKIHsI, TIOBECTBOBATENIbHAS, JICKIUsI-Oecena,
npoOIeMHast ISKIHsI U T. 1.

VYcTHOE M3NoKeHHe ydyeOHOro mMaTepuaia Ha JICKIUU JIOJKHO KOHCIEKTHUPOBAThCS.
CnymaTp JIEKIHMIO HYKHO YMETh — HOJJEP/KUBATH CBOE BHUMAaHHUE, MOHATh U 3allOMHUTH
YCIIBIIIAHHOE, YJIOBUTH Iay3bl. B mporecce M310KeHusl MpenojaBareneM JEKUUNU CTYACHT
JIOJKEH BBISICHUTh BCE HEMOHSATHBIE BOMPOCHI. 3aIlMChIBaTh COJAEpKAHUE JEKIUU HYKHO
00s13aTeNIbHO — 3aMMCH TOMOTalOT MOAJIeP>KUBAaTh BHUMAaHKE, CIIOCOOCTBYIOT TOHUMAHUIO U
3aIIOMUHAHUIO YCIBIIIAHHOTO, IPUBOJUT 3HAHUE B CUCTEMY, CIIYXaT OMOPOW sl Iepexoaa
K 0oJsiee rIy0OKOMY CaMOCTOATEIbHOMY U3yUCHHIO TTPEIMETA.

MeTtoauyeckue peKOMEHIalluK MO0 KOHCTIEKTUPOBAHUIO JICKIIUMA:

— 3alUCh JOJDKHA OBITh CHCTEMHOM, MPEICTaBIATh COOOM COKpAaIIE€HHBI BapUaHT

nekuuu  npenogasarens. HeobGxoaumo — cioymarb, 00AyMBIBaTH M 3alMCHIBATh
OJHOBPEMEHHO;

— 3anuch BEAETCST OYEeHb OBICTPO, UETKO, MO BO3MOXKHOCTH KOPOTKHMH
BBIPAXKEHUSAMU;
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— HE IpeKpallas ciyuarh penojaBaTess, Hy>KHO 3aIllMChIBaTh TO, YTO HEOOXOIMMO
ycBouThb. Henb3s 3anuchBaTh cpa3y k€ BBICKA3aHHYIO MBICIIb MIPENOAABATENS, CIENAYET €€
HOHATH M IOCJI€ 3TOr0 KPaTKO 3alucaTh CBOMMH CJIOBAaMHU WJIM CJIOBaMM IPENOAaBaTENs.
BaxxHo, yTOOBI B HEM HE OBLT OTEPSIH OCHOBHOM CMBICI CKAa3aHHOT'O;

—MMEHA, J1aThl, Ha3BaHUs, BBIBOJIbI, OIIPEEICHHS 3alIUChIBAIOTCS TOYHO;

—clieflyeT oOpaTuTh BHUMaHHE Ha OQOpPMIIEHHE 3amUCH JeKUuu. s KaxJIoro
npeaMera 3aBoguTcs obmias Terpaab. OTIMYHBIM OT OCTAJIBHOTO I[BETA CIIEAYET BBIACIATH
OTJENbHBIE MBICIM U 3aroJIOBKM, COKpallaTh OTAEIbHBIE CJIOBA W HPEUIOKEHU,
UCIOJIb30BaTh YCJIOBHbBIE 3HAKH, OYKBBI JATMHCKOIO U TPEUECKOTo ai(aBUTOB, a TAKXKE
HEKOTOpbIe MPUEMBI CTEHOTpa(hUUECKOr0 COKPAILIEHHUS CIIOB.

[TpakTudeckue 3aHsATUs N0 quciUIuMHe «HPOpMaIMOHHBIE TEXHOJIOTHN» MPOBO-
JSITCSL B OCHOBHOM TI0 CXEME:

-YCTHBIM ONpOC MO TEOPUU B Hauajie 3aHATHS (0OCYXIEHHUE TEOPETHUECKHX IpO-
OJIEMHBIX BOIIPOCOB I10 TEME);

-paboTa B rpynmnax Mo pa3peuieHuIo pa3InuHbIX CUTYaIUi 110 TeMe 3aHSTHUS;

-pelieHye NpakTUYECKUX 3a7a4 UHIUBUYAIbHO;

-TIOIBEZICHUE UTOTOB 3aHATHS (UK pediekcus);

-WUHJIMBU]IyaJIbHBIE 3aJ]aHUs Ui MOATOTOBKHU K CIEAYIOIIUM MPAKTUYECKUM 3aHSTHU-
SIM.

[{enb IpakTUYECKOTO 3aHATHS - HAYYUTh CTYJACHTOB PUMEHATh TEOPETUUECKHUE 3HA-
HUS TIPH PEIICHUH MTPAKTUYECKUX 3a7]a4 Ha OCHOBE PEAJIbHBIX JTAHHBIX.

Ha mpaktudeckux 3aHATHSAX MPE00IaIat0T CIEAYIOIMNE METOIbI:

-BepOanibHbIe (TTPeo0Iaal0IUM METOIOM JOJIKHO OBITh 0OBSICHEHNE);

-pakTUYecKue (MMChbMEHHBIE 3/I1aHUsI, TPYITIOBBIC 3a/IaHUA U T. II.).

BaxxHbIM 17151 CTyZeHTa SBIISETCS YMEHHE PAIlMOHAIBHO MOAOUpPATh HEOOXOIUMYIO
yueOHyto nutepaTypy. OCHOBHBIMH JIUTEPATYPHBIMUA UCTOUHUKAMM SIBIISIFOTCSI:

— oubnmnoreunsie pouasl punuana Kyol'Y B r. I'enenmxuke;

— 3JIEKTPOHHAsI OMONIMOTEYHAs cUCcTeMa « Y HUBEPCUTETCKasi OMOIMOTeKa OHIAiHY;

— DJICKTpOHHAs OubmroTeyHas cucrema M3narenscrBa «Jlanby.

[Touck xHUT B OMOIMOTEKE HEOOXOAUMO HAYMHATH C U3YUYCHUS MPEIMETHOrO Kara-
Jiora ¥ CO3/IaHusl CIHMCKa KHUT, TOCOOUH, METOIMYECKUX MAaTePHAJIOB 110 TEME U3YyUEHUSI.

[TpocMOTp KHHUTH HAUMHAETCS C TUTYJIBHOTO JIMCTA, CIEAYIOLIETO MOCie OOJIOKKH.
Ha HéM 00bIYHO OMEIaloTCsl BCE OCHOBHBIE JIaHHBIE, XapaKTEPU3YIOIINe KHUTY: Ha3BaHHUeE,
aBTOp, BBIXOJHBIC TAaHHBIE, JaHHbIE O MepeusgaHuu u T.4. Ha oGopore TUTynbHOrO JUCTa
naéTcsi aHHOTAIMS, B KOTOPOH YKa3bIBA€TCSl TEMAaTHKA BOIIPOCOB, OCBEIIEHHBIX B KHUTE, OTI-
penensieTcss Kpyr 4YATaTelIed, Ha KOTOPBIM OHA paccunuTaHa. bosiplioe 3Ha4eHHe UMEET Ipe-
JUCIIOBUE KHUTH, KOTOPOE 3HAKOMHUT YMTATENsl C JIUYHOCTHIO aBTOpA, UCTOpUEH CO3TaHUs
KHUTH, PAaCKPBIBAET COJIEPKaHNE.

[TpounTaB mpeaucIoBUE U MOTYYUB OOIIEe MPEACTaBIEHHE O KHUTE, CIEAyeT o0pa-
TUTBHCA K OraBlieHH10. OrliaBlieHne KHUTH 3HAKOMHUT 00y4aeMoro ¢ CofepKaHueM U JIOTHU-
YEeCKOUM CTPYKTYpOM KHUTH, MO3BOJISIET BHIOPATh HYKHBIM MaTepuan i uzydenus. ['ox usz-
JaHUS. KHUTH TIO3BOJIIET CYJUTh O HOBH3HE Marepuana. B KHUTe MOTYT OBITh IPUMEYaHUS,
KOTOpBIE COJEPKAT pa3IuvHbIE JOMOJHUTENbHbIE cBeeHUs. OHU NeYaTaroTcsl BHE OCHOB-
HOTO TEKCTa U Pa3bICHSIIOT OTAENbHBIE BOMPOCHL. [IpeameTHbie U andaBUTHBIE yKa3aTeld
3HAYUTENBHO OOJIEr4aroT MOBTOPEHHME M3JIOKEHHOI'O B KHUI'€ Marepuasia. B KOHIlE KHUTU
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MO>KET paclojaratbCs BCIIOMOrarenbHblid MaTepuai. K HemMy OOBIYHO OTHOCSITCS MHCTPYK-
MU, IIPUIIOKEHHUS], CXEMBI, CUTYAlIMOHHBIE 3aJa41, BOIIPOCHI 111 CAMOKOHTPOJIS U T.[I.

JUIs JIydniero mpeacTaBICHUs M 3alIOMHHAHUS MaTepHalla LeIecoo0pa3Ho BECTH 3a-
IIACH U KOHCIIEKTHI PAa3JIM4YHOrO COAEPKaHUs, & UMEHHO:

— IIOMETKH, 3aMeYaHus, BbIIEICHUE TJIABHOIO;

— IIJTaH, TE€3UCHI, BBIIIMCKHU, IUTATHI,
— KOHCIICKT, pa60qa51 3aIlncChb, pe(bepaT, JOKJIand, JICKOUA 1 T. .

YuraTh yueOHUK HEOOXOUMO BIyMUYUBO, BHUMATEIbHO, HE IPOIyCKasl TEKCTa, CTa-
pasich HNOHATh KaXIylo (pa3y, OAHOBPEMEHHO pa3dupasi MpUMEpHhl, CXeMbl, TaOJIUIIbI, PU-
CYHKH, IPUBEJIEHHBIE B YUECOHHUKE.

OnHuM U3 BaXKHEWIIUX CPEACTB, COCOOCTBYIOIIMX 3aKPEIJICHUIO 3HAHUMU, SIBISIETCS
KpaTKas 3alliCh IIPOYMTAHHOIO MaTepualla — COCTaBJIEHHME KOHcIeKTa. KOoHCmekT — 3To
KpPaTKO€ CBSI3HOE M3JIOKEHHE COJIEpKaHHUs TeMbl, ydeOHMKA WM €ro 4acTH, 6e3 moapoOHo-
CTEH M BTOPOCTENEHHBIX AeTayel. [Io cBOei CTPyKType M MOCIEN0BATEIbHOCTH KOHCIEKT
JIOJDKEH COOTBETCTBOBATH IUIaHy yuyeOHMKa. [1o3ToMy Ba’kHO CHadajga COCTaBUTH IUIaH, a
MIOTOM MHCAaTh KOHCIEKT B BUJIE OTBETAa Ha BOINPOCH! IiaHa. Eciu yueOHuk pa3aenéH Ha He-
00JbIIME 03arJIaBIEHHbIE YAaCTH, TO 3ar0JOBKM MOYKHO paccMaTpHUBaTh KakK IMyHKTHI IUIAHA,
a U3 TEKCTa KaXJIOM YaCTH CIEAYET 3aliCaTh T€ MBICIU, KOTOPHIE PACKPBIBAIOT CMBICI 3a-
rOJIOBKA.

TpeboBaHus K KOHCIIEKTY:

— KPaTKOCTb, CKATOCTb, LEIECO00Pa3HOCTh KaKJO0TO 3alIUChIBAEMOTI0 CIIOBA;

— COJCPIKATEIBHOCTh 3allCH- 3aIUChIBACMbIC MBICIH ClieAyeT (OPMYIHpPOBATH
KpaTko, HO 0e3 ymiep6a aiis cMpiciaa. O0bEM KOHCIIEKTa, KaK MPaBUII0, MEHBIIIE H3y4aeMOTo
TekcTa B 7-15 pas;

—KOHCITIEKTMOXET OBbITh, KaK MPOCTHIM, TaK U CJIOKHBIM IO CTPYKTYpE — 3TO 3aBUCHUT
OT COJICPYKAHMS KHUTH U LIETH €€ N3ydeHHUS.

Mertoanueckue peKOMEH AU 110 KOHCIIEKTUPOBAHUIO:
— MpEeXJe YeM HadaThb COCTAaBJISITh KOHCIEKT, HY>KHO O3HAKOMHUTHCS C KHUIOM,

NIPOYMTATh €€ CHavaj1a 0 KOHIIA, MOHATh MPOYUTAHHOE;

— Ha OOJIOKKE TeTpaJM 3alKChIBAIOTCS Ha3BaHHE KOHCIEKTHPYEMON KHUTU U MM
aBTOpA, COCTABJISIETCS MJIaH KOHCIIEKTHPYEMOTO TEeCTa;

— 3amMUCH Jy4lle JelaTh NpU MPOYTEHWH HE OJHOTO-ABYX al3aleB, a IeJIoro
naparpada WId IJ1aBbl;

— KOHCTIIEKTUPOBaHHUE BEIETCS HE C IETBI0 MMETh OINPENEIEHHBIM 3alucH, a IS
Ooiee TOJHOTO OBIAJCHUS COACPKAHMEM M3Yy4aeMOIro TEKCTa, IMO3ITOMY B 3aIHCIX
OTMEUaeTcs U BBLACISIETCS BCE TO HOBOE, HHTEPECHOE U HY)KHOE, YTO OCOOCHHO MPHUBIEKIIO
BHUMAaHMHE;

— Moclie TOTo, Kak CJAellaHa 3aluch COJAep)KaHus maparpada, TJaBbl, CIEAYyeT
nepevynTarh e€, 3aTeM CHOBa 00pamaThCcs K TEKCTYy W TPOBEPUTH ceOs, MPaBWIBHO JIH
U3JI0)KEHO COJIEpPIKAHUE.

TexHHKa KOHCIIEKTUPOBAHUS:
— KOHCTIEKTUPYS KHUTY O0JBIIOT0 00BhEMA, 3aMUCh CIIEIYET BECTH B OOIIIEH TETPaIu;

— Ha KaXJIOH CTpaHMIIE CJEBa OCTABILIIOT MOJA IMUpUHOU 25-30 MM Ayia 3amucu
KOPOTKHUX T0/13aT0JIOBKOB, KPAaTKUX 3aMEYaHHU I, BOIIPOCOB;
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— Ka)<J1asi CTAaHULIA TETPAIU HyMEpYyeTcs;

— JUIsl TIOBBILIEHUS] YUTAEMOCTH 3alMCH OCTAaBISIOT MHTEPBAJIbl MEKIY CTPOKaMHU,
a03a1aMu, HOBYIO MbBICJIb HAUMHAIOT C «KPACHOW» CTPOKH;

— IpU KOHCIEKTHPOBAaHUU LIMPOKO HCIONB3YIOT pa3jiN4Hble COKpAIICHHUS U
YCIIOBHBIE 3HAaKH, HO HE B YIIEpO CMbICIYy 3amucaHHOro. PexomeHayeTcss NpUMEHSTH
o01IeynoTpeOUTeNbHbIE COKpAllleHus, HampuMmep: M.0. — MoxeT ObITb; Troc. —
rOCY/AapCTBEHHBIH; 1.0. — JOIHKHO OBITh U T.JI.

— HE CJIeIyeT COKpaIllaTh UMEHA U Ha3BaHUs, KPOME OYEHb 4acTO MOBTOPSIOLINXCS;

— B KOHCIEKTE HE JOJDKHO OBITh MEXaHMYECKOTO IepenuChIBaHUS TeKcTa Oe3
MIPOYMBIBAHHUS €T0 COAECPKAHUSI U CMBICIIOBOIO aHAIM3A.

Jlnst nanucanus pedepara HeoOXOIUMO BBHIOpATh TEMY, COTJIACOBATh €€ C MperoiaBa-
TeneM, mogo0paTh HECKOJIBKO UCTOYHHKOB 10 TEME, BBITIOJIHUTH aHAJIU3 UCTOYHUKOB IO pe-
HIEHHUIO PoOIeMbl, 000CHOBATh CBOIO TOUKY 3pEHUS Ha pelIeHUE MPOOIEMBI.
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7. OHEHOYHBIE CPEACTBA J1Jis KOHTPOJIA YCIIEBAEMOCTH

7.1. TacopT (pOoHIA OLIEHOYHBIX CPEICTB

Ne KonTponupyemsie pa3aens! (TEMbI) AUCIIATT Kon kontponmpyemoi HanmenoBanwne oneHoq
n/ TpoJtHpy pasa mcen KOMIIETEHLINHU 1
JIUHBI HOTO Cpe/CTBa
I (mm ee gacTH)
OK 1, OK2, OK3,

1. | Undopmarus, nHOOpMaIIMOHHBIE TEXHOIO-

OK4, OKS5, OK6, OK7, VYcTHBI ompoc
U 1 HHGOPMAIIHOHHBIE CHCTEMBI

OK8, OK9, IIK 1.6

OK 1, OK2, OK3,
OK4, OK5, OK6, OK7, [IpakTnuaeckas padora
OKS, OK9, IIK 3.4

2. | Obpaborka TekcToBol uHpopManud B MS
Word

OK 1, OK2, OK3,
OK4, OK5, OK6, OK7, [IpakTnuaeckas padora
OKS, OK9, IIK 3.4

3. | Ob6pabotka uncnoBoii napopmannuu B MS
Excel

OK 1, OK2, OK3,
Coznanwne npesenranuii B MS PowerPoint OK4, OK5, OK6, OK7, [IpakTiuaeckas padora
OK8, OK9, TIK 3.1

OK 1, OK2, OK3,
MynpTUMenNITHBIE TEXHOJIOTUH OK4, OKS5, OK6, OK7, [IpakTuueckas padora
OKS, OK9, IIK 3.2

OK 1, OK2, OK3,
OK4, OK5, OK6, OK7, [IpakTuueckas pabora
OKS8, OK9, TIK 1.6

OcHoBBI HH(POPMATMOHHOMN 1 KOMIIBIOTEPHOM
Oe3omacHOCTH

7.2. Kpurepum olleHKH 3HAHUI

KoHTposp 1 O1leHKa pe3ynbTaTOB OCBOEHUS TUCLUIUIMHBI OCYLIECTBISAETCS MPENo-
JlaBaTeJIeM B IpoIllecce MPOBEACHUs MPAKTUUECKUX 3aHATUM, J1a00paTOpHBIX paboT, TECTH-
pOBaHUs, a TAK)KE BBIINOJHEHHUS 00YYaIOIIUMUCS WHAMBHUIYAJIBHBIX CAaMOCTOSITENIBHBIX 3a-
JTaHU.

Pedepart. IIpoaykT camocToaTeNnbHONW pabOThl 00yYaromerocs, MmpeacTaBIsIOMIUA
co00i1 KpaTKOe U3JI0KEHUE B MMCbMEHHOM BHU/IE MIOJYUYEHHBIX PE3YJIbTATOB TEOPETUYECKOTO
aHamu3a OMpeAeNCHHONW HayyHOU (yueOHO-MCCIeI0BaTEIbCKON) TEMBI, TJ€ aBTOP PAaCKpHI-
BaeT CYTh UCCIEAYEMOW MPOOIEMbI, IPUBOIUT PA3IUUHbIC TOUKH 3PEHUS, a TAaKkKe COOCT-
BEHHbIE B3IUIA]bI Ha Hee.Pedepar oreHMBaeTCs MO KOJIMYECTBY MPHUBICYEHHBIX HWCTOYHH-
KOB, IIyOMHE aHanu3a MpoOJeMbl, KauecTBE O0OOCHOBAHMSA ABTOPCKOM MO3WINH, TTyOHWHE
PacKpbITUS TEMBI.

Tect. CucreMa cTaHAapPTU3NPOBAHHBIX 33JIaHUM, TO3BOJISAIOIIAsT aBTOMATU3UPOBATH
NpoLEaypy M3MEpPEHHUs YpOBHS 3HAHUM M yMeHu# oOyuwaromierocs. TecT olleHHBaeTcs o
KOJIMYECTBY MPAaBUIBHBIX OTBETOB (HEe MeHee 50%).

Kpurepun oueHku 3HaHMH 00y4al0IIMXCS B I€JIOM 10 AMCIUIINHE:
«OTJHYHO» - BBICTABISIETCS] 00yJarOIMIeMycCsi, OKa3aBIIeMy BCECTOPOHHHE, CHCTE-
MaTHU3UPOBAHHBIC, TIYOOKHE 3HAHMs YIeOHOW IPOrpaMMBbl TUCHIUILIMHBI K YMEHUE YBEpCH-
HO MPUMEHSATH UX Ha MPAKTHKE MPH PEIICHUH KOHKPETHBIX 3aj]a4y, CBOOOTHOE U MPaBHUIIb-
HOE 000CHOBAHUE MPUHSTHIX PEIICHHUIA;
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«XOPOLIO» - BBICTABISIETCS 00y4alOIIeMycCsl, €CJIM OH TBEPAO 3HAeT MaTepual, rpa-
MOTHO U IIO CYHIECTBY M3JIaraeT €ro, yMeeT IIPUMEHATH ITOJIyYECHHbIC 3HAHUS Ha MPAKTHKE,
HO JIOITYCKA€ET B OTBETE WJIM B PELICHUU 3a]a4 HEKOTOPbIE HETOYHOCTH;

«Y/AOBJIETBOPUTEJIbHO» - BBICTABIISIETCS O0yYarolleMycsl, IoKa3aBIieMy (parmeH-
TapHbI{, pa3pO3HEHHBIN XapaKTep 3HaHUMN, HEIOCTATOYHO MPABWIbHBIE (POPMYIUPOBKU Oa-
30BBIX ITOHATUH, HAPYIIECHUS JJOTUYECKOMN ITOCIEN0BATENBHOCTH B U3JI0KEHUH IIPOIPAMMHO-
ro Marepuasia, HO IpU 3TOM OH BJaJleeT OCHOBHBIMM pa3/iellaMH y4eOHOI MporpaMMel, He-
00XOAMMBIMH Ul JajbHEHIIero oOy4eHus U MOKeT MPUMEHATh MOJTY4YE€HHbIE 3HAHUS 110
o0pas3lly B CTaHJIapTHOW CUTYAllHH;

«HEeYJIOBJICTBOPHUTEJIbHO» - BBICTaBISIETCS OOy4arolleMycsi, KOTOPbIM He 3HaeT
OoJblIIe YacTH OCHOBHOTO COAEp)KAaHUS Y4eOHOW NMpOrpaMMbl JUCHUIUIMHBL, JTOIYCKAeT
rpyobie omMOKN B (OPMYJIMPOBKAX OCHOBHBIX MOHATUM AUCLMIUIMHBI U HE YMEET UCIOJIb-
30BaTh MOJYYCHHBIE 3HAHUSI IPH PELICHUH TUITOBBIX PAKTUYECKUX 3a]1a4.

7.3. OueHOYHBIE CPECTB /JIsl MPOBeAeHHsI TeKyIleil aTTecTalun

Texkyuuii KOHTPOJIb TPOBOAUTCA B (hopme:
-(pOoHTaAJIbHBIN OIIpOC
-UHAUBUAYaJIbHBIN YCTHBIN ONPOC
-IIUCBMEHHBIN KOHTPOJTh
-T€CTUPOBAHUE M0 TEOPETUUECKOMY MaTepHally
-npakTudeckas (;raboparopHasi) padbota
-3ammra pedeparta, scce
-3aIIMTa BBITIOJTHEHHOTO 33JaHus,

Mopva arTe- [Ipaktnueckuit | JIuunsle kauect- | IIpumepnl
- 3Hanus YMeHnus OMBIT (B1ame- | Ba 00yJaroOMIeTo- | OIEHOYHBIX
HUE) cs CpEACTB
VY ceTHbBIN Koutpons 3nannii | Ouenka ymenus: | OueHka HaBbl- Onenka cioco0- | Kortpoms-
(nrceMeH- 0 OTpeierieH- pasnuyaTh KOH- | KOB paboOTHI € HOCTH OTiepa- HBIE BOTIPO-
HBI) ONpOC | HBIM MpoOJieMaM | KpeTHBIE MIOHSA- | JTUTEPAaTypHBIMH | TUBHO M Ka4ecT- | ChbI IO TEMaM
10 TeMaM TUS HMCTOYHUKAMHU BEHHO OTBEYaTh | MPUIIArAIOTCs
Ha MOCTaBJICH-
HBIE BOIIPOCHI
Pedepatsr KonTpons 3uannii | Onenka ymenust | OueHka HaBbI- Ormenka cioco0- | Temsl pede-
0 OTpEENeH- pa3nuyath KOH- | KOB pabOTHI ¢ HOCTH K camo- paToB MpHu-
HBIM Ipo0JIeMaM | KPETHBIC TIOHA- | JIMTEPATypHBIMHU | CTOSTENbHON Jararrcs
THS HMCTOYHUKAMHU paboTe 1 aHaIH-
3y JIUTEpATyp-
HBIX ICTOYHHKOB
[IpakTnue- KonTpons 3Hannsa | Onenka ymenust | OLieHKa HaBbI- Onenka cioco0- | Temsr paboT
ckue (1abo- | TEOPETHYECKUX paborarts ¢ co- KOB pabOTHI ¢ HOCTH OTlepa- MIPIIIATaloTCs
paTopHbIe) OCHOB HH(pOpPMa- | BpPEMEHHOM BBIYHCIIUTEIb- THUBHO U Ka4ecT-
paboThI TUKU 1 UHPOPMa- | KOMIBIOTEPHOW | HOW TEXHHWKOH, | BEHHO pemaTh
[IUOHHBIX TEXHO- | TEXHHUKOMH, UC- MIPHUKJIaTHBIMA MOCTaBJICHHBIE
JIOTUH, BOZMOXK- I0JIb30BaTh MPOrpaMMHBIMA | Ha TpaKTH4Ie-
HOCTEH U MpHUH- BO3MO>KHOCTH CpelCTBaMHU CKUX paboTax
IIUTIOB HUCIIONB30- | BBIYUCIIUTEINb- 3a/1a4yu U apry-
BaHUS COBPEMEH- | HOM TEXHHUKH H MEHTHPOBATh
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HBIM TIpo0iIeMaM

KpPC€THBIC ITOHA-
THA

ro aHajiu3a u
CHUHTE3a IIpr

THBHO M Ka4YCCT-
BCHHO OTBCYATh

HOH KOMIIBIOTEP- | IMPOrPaMMHOTO pe3yIbTaThl
HOM TEXHUKH. oOecrieyeHust
IIPU PELICHUN
MIPAKTUYECKUX
3ajad.
Tectuposa- KonTtpons 3nanuii | Ouenka ymenus | OneHKa HaBbI- Onenka cioco0- | Bompocst
HUE IO OTIpeeIeH- pa3nuyaTh KOH- | KOB JIOTHYECKO- | HOCTH OIepa- MIPUJIATa0TCs

COIIOCTABJIEHHH | HA MOCTAaBJICH-
KOHKPETHBIX HbI€ BOIIPOCHI
HOHATUH

IIpumepHbIe TeCTOBbIE 3aJaHUSA:
1. B tekcroBom nponeccope Microsoft Word ocHOBHBIMU ITapamMeTpaMu MpH 3aJaHUH
napaMmeTpoB ab3ara siBISIIOTCS:
A) rapHurypa, pazmep, HauepTaHue;
b) otcTyn, unrepsai;
B) nons, opuenrtanus;
I') ctunb, mabiioH.

2. MuHUMaJIbHBIM OOBEKTOM B PACTPOBOM I'paUuECKOM PEIAKTOPE SABIISECTCS:
A) Touka ’KpaHa;

b) 00BbeKT (IpsIMOYTOJIBHUK, KPYT H JIp.);
B) manutpa nBerTos;
') 3HakomecTo (CUMBOI).

3. B trabnuunom nponeccope Microsoft Excel Boigenena rpynna siueexk F3:HS.
CKOJIBKO SiY€EK BXOJUT B ATy rpyniy?

A)9;
b) 12;
B) 15;
I 18.

4. Jlns penakTupoBaHMs HEBEPHO HAOPAHHBIX CUMBOJIOB UCIIOJIb3YIOTCS KIJIaBUIIIN:
A) [Backspace], [Delete], [Insert];

b) [Home], [End], [Insert];
B) [Home], [End], [Backspace];
') [Shift], [Enter].

5. V¥ Bac BO3HUKJIa HEOOXOIMMOCTh Pa3MEICHHs Ha BCEX ClIaiiaX OJHOTO U TOTO
e 3JIEMEHTa Au3aiiHa. DTo Jenaercs:

A) B pexxuMe ToKasa Claiios;
b) B 00b14HOM pexuMme;
B) B pesxxume paboTsl ¢ oOpa3namu;
I') Bce OTBETHI BEPHBI.

6. B TekcTOBOM penakTope MOKHO MCIOIb30BaTh TOJIBKO OJIMH HIpU(DT U ABE
KHOTIKH JUIsl YCTAaHOBKU TakuX 3((HEeKTOB, KaK MOTYKHUPHOE HAaUepTaHUE U KyPCHB.
CKOJIBbKO pa3IMYHBIX HAYEPTaHUH CUMBOJIOB MOKHO MOJIY4YUThH?

A)1;
b) 2;
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B) 3;
I) 4.

IIpuMepHBIe BONPOCHI JIA YCTHOI'O ONPOca (KOHTPOJIBHBIX PadoT):
1. Kakue ¢pyHKuu BeINOIHAET TaOnuuHbIi nporeccop WORD?
2. KakoBa CTpyKTypa M0JIb30BaTeIbCKOr0 HHTEpdelica B TEKCTOBOM IIPOIIECCOPE

WORD?

Yro Takoe peaaKTUpOBaHHUE TEKCTa?
Uro Takoe ¢popMaTupoBaHue TeKcTa?

©oOoNORW

Kak nepekitodaercst aHTTUUCKUN U PyCCKUM MIPUQT?

Jlnis yero ucnomns3yercs «Mactep hopMyn»?
Kak n3mMeHuTh pazMep CO31aHHBIX MAaTEMAaTHYECKUX BBIPAKECHUN?

Kak co3nate Tabnuiy ¢ 3aJaHHBIM KOJIMYECTBOM CTPOK U CTOJIOIOB?
Haznauenue Tabnuunoro npoueccopa EXCEL?

10 CtpykTypa noas3oBatenbckoro uurepdeiica EXCEL?
11. Kakue tunsl 1anabix uenonb3yroress B EXCEL?

12. Kak BBoasaTCs TekcToBBIEe nanuble B EXCEL?

13. Kak BBoasTcs 1udposeie qanubie B EXCEL?

14. Kak nepecnaTh TaOIUYHBIA JOKYMEHT B UHIUBUAYAJIbHYIO MANKy CTyACHTA?

IIpuMepHbIe BOMPOCHI IS KOHTPOJISAA CAMOCTOSITEIbHOI padoThI:
1.ITonsiTrie MHGOpPMAIIH, METOABI TTOTYICHHUS HHHOPMAITIH.
2.Jlenenue Mozenel o cnocoOy NpeacTaBiICHUS.

3.BcraBka u ¢popmatupoBaHre OObEKTOB B ClIaliaX.

4. CniocoObl Co3aHMs COXPAHEHUS MTPE3CHTAIIUN.
5.Co3nanue cnenuanbHbIX 3QPEKTOB B IPE3EHTALUH.
6.06mmue cBenenus o TadiaruHoM nponeccope Excel.

7.06paboTKa TEKCTOBOM UH(OpMAITIH.
8.00paboTka uncaoBoi HH(OPMALIHH.
9.006paboTka rpadguyeckoi HGOpMaIIUH.

10.0OcHOBBI HHPOPMAIIMOHHON U KOMITBIOTEPHON O€301TaCHOCTH.

7.4. OneHo4HbIE CPEICTB /ISl POBEACHUsI IPOMEKYTOYHOM aTTecTaluu

[IpoMexxyTouHas arTecTanus

JInuHble xaye-

[Ipumeps! ore-

dopma at- [IpakTnueckmii
3HaHus YMenus cTBa 00y4aro- | HOYHBIX
TEeCTALUU OTIBIT (BJIA/IETH)
mierocs CpPEACTB
DK3aMeH Kontpoins 3Ha- | Onenka ymenus | OreHka HaBeikoB | OrieHKa CIIO- Bomnpocsr:
HUs 6a30BBIX MIOHUMATh CIIe- JIOTUYECKOTO CO- coOHOCTH MIPUIIATAI0TCS
MOJIOKEHUH B HUAJIBHYIO TEep- MIOCTABJICHUS U TPaMOTHO U
obnactu uH- MHHOJIOTHIO XapaKTePUCTUKHI YETKO U3Ja-
dbopmatuku 00BEKTOB raTh MaTepual
Ouenka ymenusa | OueHka HaBeikOB | O1ieHKa CIio- 3agauu mpuna-
peliaTh TUMOBLIE | JTOTUYECKOTO coOHOCTH rarTcs
3aja4d B 00Jac- | MBIIUJICHUS MIPH TPaMOTHO H
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TH npoheccHo- pellieHHuY 33/1a4 B | YETKO H3Jia-

HAJIBHOU Jiesi- oOmactu mpodec- | raTh X0[ pe-
TENBHOCTU CUOHAITLHOU Jiesi- | IIeHUs 3a71a4 B
TEITLHOCTH obacty mmpo-
(heccruoHab-

HOH JesTelNb-
HOCTH U apry-
MEHTUPOBATh
pe3yJIbTaThl

7.4.1. IlpuMepHbIe BONPOCHI 1JIsI POBEAECHUS MPOMEKYTOYHON aTTeCTAlUU

(3K3aMeH)

Ao

o

22.
23.
24,
25.
26.
27.
28.
29.
30.
31.
32.
33.
34.

[TonsiTre nHMOpMaLIUK, METOABI OTYYEHUS HHPOPMAIIHH.

CaotiicTBa uHbopMaIuu, u3mMepeHrue nHpopMaIuu.

[Tepenaua nnpopmanyu, HHPOPMAITUOHHBIE KAHAIIBI.

Hcnonb3zoBanune nHpopManuu, 00padoTka nadopmaiuu, Gopmsl IpeACTaBICHUS HHPOpMa-
IHH.

OO61mas xapakTepuCcTHKa mpoiiecca coopa, nepenadu, 00padoTKU U HAKOIIIEHUSI HHpopMa-
uud. Buibl 5koHOMHYECKOM MH(POPMALIUH.

KoMImoHeHTBI CUCTEMBI 00pa0OTKH JJaHHBIX (IKOHOMUYECKON MH(MOPMAITUH).

[lepBuynas uHGOpMaNKs B SKOHOMUYECKON HH(POPMAITHOHHON CHCTEME.

Coznanue, OTKpBITUE U COXpaHEHHE TOKyMEeHTOB B Word.

ANTOpHUTM, IOHSTHE U OCHOBHBIC CBOMCTBA.

. BBoz u penaktupoBanue texcta B Word.

. Jlenenune mozenel o cnocody NpeacTaBICHHUS.

. ®opmaTupoBanue 1 opopmiieHHe JOKyMeHTOoB B Word.

. DTarbl U CPeJICTBA CO3/IaHUsI TPE3CHTAITHH.

. BcTaBka crieruanbHbIX CUMBOJIOB B JOKyMeHT Word.

. Cioco0ObI co3/1aHus COXPAaHEHUS PE3CHTAITH.

. PenaktupoBaHue nmpe3eHTanuu, paboTa co ciaijamu.

. @opmaTupoBaHUe CUMBOJIOB, ab3aleB, crpaHul] B Word.
. Tabnuue! B nokymentax Word.

. BecraBka u oopmatupoBanre oObEKTOB B cllaiijax.

. Co3pnanue crienuanbHbIX 3¢ (EKTOB B MPE3ECHTALUH.

. Ilpumenenune rpapudeckux nemeHToB B Word. OOuiue cBeieHus: 0 TabJIMYHOM IIPOLECCO-

pe Excel.

Excel neiictBus ¢ nucramu pabouelt KHUTH.

BBon u penaktupoBanue nanueix B Excel

BBon u penaktupoBanue nanabix B Excel

dopmarupoBanue gaHHbBIX B Excel.

CpencrBa ananm3a qaHHbIX B Tabnumax Excel.

AHanu3 JaHHBIX C TOMOIIBIO TUarpaMM

PaboTa ¢ Tabiauamu hopmata cimcok, cBoiHbIe Tabumibl B Excel.
O6paboTka TekcTOBOM HH(pOpMAIUH.

O6paboTka yncI0BOM HHPOPMAITUH TPOIIECCOPOM DIIEKTPOHHBIX TAOJIHII.
DNEKTPOHHBIE NIPE3EHTALNY, CO3aHNE ITPE3CHTALIHI.

O6paboTka rpaduyeckoit nHbGOpMaIUH.

KommnbroTepHble CripaBOYHbIE TPABOBBIE CUCTEMBI.

OcHOBBI HTHGOPMAITMOHHON W KOMITBIOTEPHOU 0€30MaCHOCTH.
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7.4.2. l'[pnMepHue IK3AMCHAIIMOHHBIC 3a/1a49Y1 HA IK3aMEH

1. B siaeiike Al pa3menieHo 3HaueHue myTH L, a B siueiike B1 3nauenue Bpemenu t. Kakas popmyna
J0JKHA OBITh BHECeHA B stueiiky Cl, U1 BBIYMCIIEHUS! CKOPOCTH V IPU paBHOMEPHOM JIBUKECHUU?
2. Hacrpoiika skpana u uacrpymertapus MS Word: - Hanudme nojioc MpoOKPyTKH U CTPOKH CTaTy-
ca, M3MEHEeHHE TaHeI HHCTPYMEHTOB, HACTPOIiKa 3KpaHa, HacTpolika HHcTpyMeHTapus Word, 1o-
OaBJieHHE KHOTIOK.

3. Co3manue 1 neyaTh TOKYMEHTa ¢ Havyana J1o koHia B Word, Haneuartats 4 ueTBepoCTUIIbs, AaTy
UIIPOCMOTPETH TEKCT, COXPAHUTh, BCTABUTH CUMBOJIbI B TJOKYMEHT BPEMSI.

4. PegaktupoBanue tekcra B Word. 3arpysure Tekct bacuio KpsuioBa. Beinenure nepssiii ad3ari,
MIEPEMECTUTE €T0 HE OTITYCKas JIEBYIO KHOIIKY MBILIKU, BEPHYTh Ha MecTo. KonupoBarte 4acTh u
BECh TEKCT MpUMEHsIst Oy(ep ¢ TOMOIIBIO TOPAYNX KIaBHILL.

5. Uemy Oynet paBHo 3Hadyenue siueiiku C1, ecau B Hee BBecTu hopmyny =CYMM(A1:A7)/2

6. Hacrpoiika cTusieil u mabioHOB, TpoBepKa MPaBOMKMCAHUS, OPTraHU3alMs CIIUCKOB, TTOUCK CHHO-
HumMoB B Word. HaGepurte Heckosibko ab3a1ieB Mpou3BOJILHOIO TEKCTa, H3MEHUTE CTUIIb 1 ab3ara
no o0pasiry, 2 — ¢ momotbto okHa CTUJIb , 1aB eMy HOBOE MM$, COYETAHUS KJIABUIIL, yIATUTE €ro
nocpeactBo okHa CTUJIb. HactpouTs 1m1a6ioHbl, TPOBEPUTH MPABOMKUCAHUS TEKCTA, IIOUCK CUHO-
HUMOB.

7. Coznmanue Ta0ull, UCTIOTIb30BaHUE Ta0yIsuu, MeHIO Tabnuna. Coznanue Tadbnuil rpadukoB u
muarpamm B Word.

8. Opranusanus BHEIIHEro Buja fokymeHnta B Word. Pa3menienue Tekcta Ha CTpaHulle, BCTaBKa
CTpaHMII, KOJIOHTUTYJIOB, CTPAHHULI, TPah)UIECKUX 3JIEMEHTOB U JJaHHBIX U3 JIOMOJIHUTEIBHBIX IPH-
JIOKEHUH.

9. D1 pa3mernieHo 3Ha4eHUE KaTeTa MPsIMOYroJIbHOTO TpeyroyibHuKa. B suelike E1 — 3nauenue
npyroro kareta B. Kakas ¢popmyna nomkHa ObITh 3aHeceHa B ssueliky F1 as Berumcienus 3Have-
HUS KBaJpaTa runoteHy3s C?

10. [TocTpoeHue mpoCcToit IEKTPOHHOM TaOIULIBI.

Hpyrue olleHOYHBIE CPECTBA MO AUCIIUIUIMHE HE MPEyCMOTPEHBI.
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5.1.1. KoMILIeKT TeCTOBBLIX 3aJaHUI

Bapuant Nel

1 Undopmannio, N3J10:KeHHYIO HA JOCTYITHOM JUIS NOJIy4aTeJIsl i3bIKe Ha3bIBAIOT:
1)noHsATHO# (BepHBIIl 0TBET)

2)MoaHOM

3)mosne3Hou

4)akTyaJIbHOU

2 NUudopmanuio, He 3aBHCALLYIO OT JHYHOTO MHEHHS HJIM CYKIEHHs, HA3bIBAIOT:
1)o0beKTUBHOM (BEpHBI OTBET)

2)aKkTyaJlbHON

3)nocToBepHOM

4)nonHoun

4 Yro uzyuaer Undopmaruxa?

1)3T0 HayyHasi AUCHMINVIMHA U 00JACTh HAYYHO-TEXHUYECKO /1esiTeIbHOCTH,3aHUMAIOLIASICS
BONpocamMu coopa u 00padoTku nHpopManuu (BepHbIii 0TBET)

2)r3ydaeT KOHCTPYKLHIO KOMIIBIOTEPA, CIIOCOOBI €r0 BKJIFOUEHUS U BBIKJIIOUEHUS
3) 0603Ha4YaeT COBOKYIHOCTh AUCLUILINH, U3YYaIOLIUX CBOMCTBA HH(pOpMALUU
4) n3y4aeT COBOKYIHOCTb IPOrPaMMHBIX CPEICTB, UCIOJIB3YEMBIX JJ1sl paboThl Ha DBM;
5 UudopmaTusamusi 370 BHeIPpeHHe COBPEeMEHHBIX:

1)undopManMOHHBIX TEXHOJIOTHIi (BepHBI 0TBET)

2) OMOJIOTHYECKUX TEXHOJIOTUI

3) busmyeCcKux TEXHOJIOTUH

4) NpaKTUYECKUX TEXHOJIOTUI

6 Kakue Buabl uHpopmauuu Bol 3HaeTe:

1)nHay4yHnasi (BepHBbI OTBET)

2)cTparernyeckas

3)Teopernueckas

4)npakTuyeckas

7 HocuresieM HH(pOpMALUKM MOKeT ObITh:

1)/11060ii MaTepuaJbHbI 00beKT(BEPHBII OTBET)

2)m0001 TEXHUYECKUH OOBEKT)

3)m000i1 TyIIeBHBIN 0O0BEKT

4)n106011 BU3yaNbHbIH 00BEKT

8 B undopmaTuKe KOJINYECTBO HH(POPMAIINH ONIPENeIsieTCsl KaK:

1)Mepa yMeHbLIEeHHS HeONPeAeT¢HHOCTH(BEPHBII 0TBET)

2)CKopocThb nepegauu HHpopMariu

3)docToBepHOCTh HH(pOPMALIUU

4)O0bEM orepaTUBHON MaMSTH

9 3a eqMHUIY M3MepPEeHHsT KOJIMYecTBa HHPOPMAIIMU NPHHAT:

1) ouT(BepHBIii OTBET)

2)6aiit

3)60n

4)Ko6aiir

15 Yo BXOAUT B MOJHOE NPOrpaMMHOe ofecreyeHne KoMnboTepa?
1)CucremHoe, npuKJIaaHOE(BEPHbII 0TBET)

2) YTunutsl

3) Urpsr
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4) dunbMbl

16 YTo BXOAUT B CHCTEMHOE IPOrpaMMHOe odecrieyeHue?

1)OnepanuoHHbIe CUCTEMBI, (pailJIOBbIe MeHeIKePbl, CUCTeMbI IPOIrPAMMHPOBAHUS, AHTHUBH-
PYCHBbIe IPOrpaMMBblI (BepHbIH OTBET)

2) Ilpunosxenus crel.Ha3HAYEHUS, IPUIOKEHHs OOLIEro Ha3HAUEHUs, POrpaMMBbl AJisi 00ydeHus,
UTPBI

3) IlpunosxeHusi peJakTUPOBAHUS, TPUIIOKEHUS HAITMCAHUS, TPOTPAMMBI JIJIs1 O0yUYEHHUS, CTPEIISIIKA
4) [Mpunoxenus rpapuKy, TPUIOKESHUS MY3bIKH, IPOTPAMMbl PUCOBAHUS, UTPbI

19 YTo BX0AMT B MPHUKJIAJHOE MPOrpaMMHOe odecrieueHune?

1) lIpuiokenust cnen.HaA3HAYEHUsI, IPUJI0KEHUsI 001Iero Ha3HAYEHMS, IPOrPaMMBbl 1Jis1 00y-
YeHMUsl, UTPbI(BEPHbII 0TBET)

2)[TpunoxeHus peJaKTHPOBAHUS, PUIIOKEHHS HATUCAHNUS, TIPOTPAMMBI JJIs1 O0YYEHUS, CTPEISUIKH
3)OnepanroHHbIe CUCTEMBI, (DaliIOBbIE MEHEIKEPhI, CUCTEMBI IPOTPAMMUPOBAHUS, AHTUBUPYCHBIE
IPOrpPaMMBI

4) [IpunoxxeHus peAaKTUPOBAHUS, IPUIIOKESHUSI HAITMCAHUS, IPOTPAMMBI JJIs yIAIECHUS, My3bIKa

20 TekcTOBBIi pe1aKkToOp - NPOrpaMma, npeaHasHaYeHHas1 11

1) co3nanus, pefakTHPoOBaHus U GopMATHPOBAHUSA TEKCTOBOI HH(GOpMAUM (BEPHbI 0TBET)
2)paboThI ¢ H300PAKEHUSAMH B TIPOLIECCE CO3/aHUSI UTPOBBIX MPOTPAMM

3) ympasnenue pecypcamu [1K npu coznanuu 10KyMeHTOB

4) aBTOMaTHYECKOI'0 IEPEBOA C CUMBOJIbHBIX S3bIKOB B MAIIMHHBIE KOJIbI

21 CumBOJ, BBOAMMBIN ¢ KJIABHATYPHI IPU Ha0ope, 0TOOpaxKaeTcs HA IKPaHe JHUCILIes] B MO-
3ULUM ONpe/e/IsieMON:

1) moJio’keHneM Kypcopa (BepHbIil 0TBeT)

2)3a1aBaeMbIMH KOOp/IMHATaMU

3) nonoxkeHueM Inpeplayliei HabpaHHoi OykBe

4) anpecom

22 CoobuieHue 0 MeCTONOI0KeHHH Kypcopa, YKa3bIBaeTcst

1) B OKHe TEKCTOBOI0 pelaKkTopa (BepHbIA 0TBET)

2) B CTPOKE COCTOSIHUS TEKCTOBOTO PeJaKTopa

3) B MEHIO TEKCTOBOTO PeIaKTOpa

4) npaiiBepa ycTpoiicTB

23 Ilpu HaGope TEKCTa OJJHO CJIOBO OT APYIOro OTaeJsieTCs:

1)npo6esiom (BepHBIi 0OTBET)

2) ToukoMn

3) 3anaroit

4) nBOETOYHEM

24 Kakasi onepauusi He IPUMeHsIeTCsl VIS peIaKTHPOBAHHUS TEKCTAa:

1)meuyathb TeKkcTa (BepHBbIA OTBET)

2) ynaneHue B TEKCTe HEBEpHO HAOPaHHOTO CUMBOJIA

3) BcTaBKa MPOMYIIEHHOTO CUMBOJIA

4) 3aMeHa HEBEpPHO HaOPaHHOTI'O CUMBOJIA

25 Uto Takoe JIeKTpoHHAs Tadauna?

1)3Ta padoTaomas B AHAT0rOBOM pPe;KMMA IPOrpaMmMa 00padoTKH YMCIOBBIX JAHHBIX
(BepHBIii OTBET)

2) sTa paboTarolas B IMaJIOrOBOM PeXHMa IporpaMma o0padoTKU IrpaduecKuX JaHHBIX

3)aTa paboTatoiias B 11ajJoroBOM pekuma nporpamma o0paboTKH My3bIKaJbHBIX JaHHBIX

4)sTa paboTaroiias B JMaJOTOBOM pEXHUMa MPOrpaMmMa 00pabOoTKH TEKCTOBBIX JaHHBIX

26 W3 4yero cocToOMT JIEKTPOHHAsi Tabauua?

1) U3 cT0101I0B U CTPOK(BEPHBIH OTBET)
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2) U3 KapTUH U 3CKU30B

3) u3 nuKcesei 1 00bEKTOB

4) 13 KBaJpPaTUKOB U NPSIMOYTOJLHUKOB

27 Kakas siueiika siBJIsieTCsl aKTUBHO# ?

1) BoinesnienHasi (BepHbIi 0TBeET)

2) 3auepkHyTas

3) [Mocnenusst

4) IlepBas

28 Kakoe Ha3zBaHue nuMeeT (aiij1 3JIeKTPOHHO Ta0UIbI?

1)Knura.xls (BepHblii 0TBeT)

2) Knawura.txt

3) Kuawura.Gif

4) Knura.bmp

29 Kakue THIbI IAaHHBIX COJEPKUT FJIEKTPOHHAsI Ta0uua?

1)Ywucao, TekeT, TA0MUA (BEPHbI 0TBET)

2) 3Hak, TeKcT, Tabauna

3) Yucno, TekcT, naTy

4) Yucno, runepcchliKy, Tadinna

30 Kak 3anucbiBaercs (popMyJia B 3JIEKTPOHHOI Ta0 MIbI?

1)3nak paBeHcTBa, OyKBa siueiiku, HMppa sueiiku(BepHBI 0TBeET)

2) byksa sueiiku, udpa s4eiiku, 3HaK paBeHCTBA

3) 3Hak paBeHCTBa, HOMEP STYCHKH, TUPpa TICHKN

4) Hudpa stueiiku, 3HaK paBeHCTBa, OyKBa sueiKU

31 Undopmanuio, 0TpaKarouly0 HCTUHHOE MO0JI0KeHHEe Bellleil, Ha3bIBaIOT:
1)nocroBepHOii (BepHBbI 0TBET)

2)nosiHOM

3)none3Hou

4)noHATHOM

32 Undopmanmio, CyliecCTBEHHYI0 H BA’KHYI0 B HACTOSIIUMIA MOMEHT, Ha3bIBAIOT !
1)akTyaJbHOl(BepHbIH 0TBET)

2)10CcTOBEpHOM

3)noHATHOM

4)none3Hou

33 Uto M3 nepeyncaIeHHOro He SABJIsAETCA HOCUTeeM nHpopmanuu?
1)3BykoBasi kapTa (BepHbIii OTBET)

2) aucKeTa ¢ urpaMu

3) kaura

4) reorpaduueckas kapra

34 TlepeBoj TeKCTA ¢ AHIVIMHCKOIO A3bIKA HA PYCCKUIl MOKHO HA3BATh:
1)undopmannoHHbIM npoueccoM 00padoTkH HH(POPpMALMU(BEPHbIH 0TBET)
2)uH(pOpMAaLMOHHBIM MTPOIIECCOM Tepeadn HHPOpMaIu
3)uHpOpMaTMOHHBIM MPOIECCOM XpaHEHUS UHPOPMaAITUN
4)nuH(popMaIIMOHHBIM MPOLIECCOM MOMCKa HH(OPMAIH

35 Uudopmanus:

1)3T0 cyry0o HemaTepuaabHas cyOcTaHIUsI(BEePHbIN OTBET)

2)3T0 cyry00 MaTepuaibHas CyOCTaHIIUS

3)aT0 cyry0o MyXoBHAsi CyOCTaHITHS

4)310 cyryoo mpuspadyHasi CyOCTaHIIUS

36 B psaay "cumBoua' - ... - "cTpoka' - "(pparMeHT TekcTa' NMponyueHo
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1) "a63an" (BepHbIii OTBET)

2) "cmoBo"

3) "cTpanuma"

4) "texct"

37 K unciry 0CHOBHBIX (DYHKIIHIT TEKCTOBOI0 PeIaKTOPAa OTHOCSITCS:

1) co3nanue, pe1aKTHPOBaHUE, COXPAHEHME U N€YaTh TEKCTOB (BePHbIN 0TBET)
2) cTporoe He coO0IeHIE TPABOMHCAHUS

3) 3ameneHue, nepeMenieHue, yHUuYTOKEHHE U COPTUPOBKA ()ParMEeHTOB TEKCTa

4) nepeBoJi CAUMBOJIBHBIX SI3bIKOB B MAIlIMHHBIE KOJIbI

38 Kypcop - 310

1) MeTKka Ha 3KpaHe MOHHMTOPA, YKA3bIBAIOWIAs MO3UIHI0, B KOTOPOil OyaeT oTo0OpaskeH BBO-
AUMBIH C KJIaBHATYPHI (BepPHbI 0TBET)

2) ycTpoOCcTBO BBO/Ia TEKCTOBOM MH(DOpMaLuu

3) kJ1aBHIlIa HA KJIaBHAType

4) HaMMEHBIINH 2JIEMEHT OTOOPaKEHUS Ha SKpaHe

39 C noMo1IbI0 KOMIIBITEPA TEKCTOBYI0 HH(POPMAIIUIO MOKHO:

1) XxpaHuTh, NOJY4YATh U 00padaTHIBATh (BEPHBbIH OTBET)

2) TOJIBKO XpaHUTh

3) TOJBKO MOTYyYaTh

4) TonpKo 00pabaThIBaTh

40 PenakTpoBaHHue TEKCTA NMpeaCTaABJIsIET CO00ii:

1) npouecc BHeCEHUsI U3MEHEHHUI B UMEIOIMIACH TeKCT (BEPHbBIii 0TBET)

2) mpoueaypy COXpaHeHHs TeKCTa Ha IMCKE B BUJIE TEKCTOBOTO (haiina

3) nmporecc nepenayn TEKCTOBON HHPOPMAIIMH 110 KOMIIbIOTEPHOI ceTn

4) mpolieypy CYUTHIBaHHUS C BHEIIHETO 3alIOMUHAIONIETO YCTPOHUCTBA paHee CO3/1aHHOTO TEKCTa
41 Kakasi onepanusi He IpUMeHsieTCsl /ISl peJaKTHPOBAHMS TEKCTA:

1) meyathb TekcTa (BepHBI OTBET)

2) ynaneHue B TeKCTe HEBEPHO HaOpaHHOIO CUMBOJIA

3) BCTaBKa MPOMYIIEHHOTO CUMBOJIA

4) 3aMeHa HeBepHO HAOPaHHOTO CHUMBOJIA

42 Tlpouenypa apToMaTu4eckoro ¢popmMaTupoBaHHUs TEKCTa NMpeIycMaTPUBaeT:
1) aBTOMaTHYecKOepacnoJIoKeHHe TeKCTAa B COOTBETCTBHM C ONpeldeJeHHbIMH NPaBHJIAMHU
(BepHBIii 0OTBET)

2) 3anuck Tekcta B Oydep

3) ynaneHue TekcTa

4) OTMEHY IpebIAYIIEH OTIepaliy, COBEPIICHHON Ha/l TEKCTOM

43 Kakue ¢popMmaTsl 1aHHbIX Bl 3HaeTe?

1)Uucs0Boii, 1eHEeKHBIN, 1aTa U BPpeMsi, TEKCTOBbI (BepHbIH 0TBET)

2) YUucioBoH, JIOTHYECKUH, 3ByKOBOM, TEKCTOBBIN

3) YucnoBoil, NeHEXHbIH, 1aTa U BpeMs, rpapuuecKuii

4) UucnoBou, JEeHEXHBIN, JaTa U BpeMsl, BUACO

44 JIns yero ucnoJib3yercs adCoJIIOTHasA ccblika?

1) nast ykazanusi QUKCHPOBAHHOIO aJipeca ss4eiKu(BepHbIH 0TBET)

2) nuig yka3zaHus ajgpeca siueiKH cripaBa

3) st yka3zaHus agpeca siMelKu cieBa

4) nyist yka3aHusi OTHOCUTENBHOTO ajipeca siueiKu

45 17151 4ero ucnoJib3yercsi OTHOCHTEIbHAs CChLIIKA?

1) 151 yka3aHUS OTHOCHTEJIBLHOIO aJipeca sueilKu(BepHbI 0TBET)

2) nns yKazaHust QUKCHPOBAHHOTO ajpeca STYeHKH
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3) 1 yKa3aHus agpeca siMeUKu ciieBa

4) nns ykazaHus ajpeca ssUehKH crpaBa

46 YTo NpouCXOAUT MPH KONMMPOBAHUY ¢ OTHOCHTEJIbHOM siueiikoii U Kak oHa o0o3HavaeTcsi?
1)popmyJibl M3 AKTHBHOH SIYEHKH OTHOCHTE/IbHbIE CCHIJIKH OOHOBJISIOTCH M 0003HAYAKOTCH
A1l (BepHBIii 0TBET)

2) GpopMyJIbl M3 aKTUBHOM STYEHKU OTHOCHUTEIILHBIC CCBUTKM OOHOBIISIIOTCS U 0003Ha4aroTcs $AS1

3) dbopMyJIbl U3 AKTUBHOW SYCHKH OTHOCHTEIIBHBIC CCHIIKA HE OOHOBIISAIOTCS M 0003Ha4yaroTcs $AS1
4) hopMysbl U3 aKTUBHOM STYEHKU OTHOCUTEIIBHBIE CCHIJIKM HE OOHOBIISIOTCS U 0003HavaroTest Al
47 YTo NpoMCXOAUT MPH KONMMPOBAHUM ¢ A0COJTIOTHOI siUeiikoil M Kak oHa 0003HaYaeTCs1?

1) ccblIKM He U3MEHAIOTCH U OHM 0003Ha4aoTcsa $AS$1 (BepHbIii 0TBeT)

2) HEe U3MEHSIOTCS M OHU 0003Ha4aroTCs Al

3) U3MCHSIOTCS ¥ OHU 0003HaYaroTCsa Al

4) U3MEHSIOTCS M OHU 0003HayaroTcs $AS$1

48 U3 yero MOryT cocTosiTh GopmyJibi?

1) ®opmyabl MOIYT COCTOSITH He TOJbKO M3 apu(MeTHUYeCKUX 0MePATOPOB U aJpPecoB siueek,
HO U 13 popMyJ1, coaepKAMX PYHKIHNH (BepHbIH 0TBET)

2) @opMyIbl MOTYT COCTOSITh TOJIBKO U3 apU(PMETHUECKUX ONEPaTOPOB U aIPECOB YLLK

3) ®opMyIIBI MOTYT COCTOSTH TOJILKO U3 aJIPECOB sTUeeK U (QyHKITUI

4) ®opMyIbl MOTYT COCTOSITh TOJIBKO U3 apU(METHUECKUX OIepaTopoB

49 TTporpaMma 151 BHINOJTHEHHS] PacyeToB KOJIMYeCTBA MPOAYKTOB Ha 20 yeloBek

1) asiekTpoHHasi Ta6aMuA (BEpPHbIA 0TBET)

2) rpaduueckuii perakTop

3) TEKCTOBBIN peaaKkTop

4) cuctema yripaBieHus 6azaMu

50 B ssexkTpoHHOli Tadiuue BblAesdeHa rpynna siveek Al:B3 ckobKo si4eek BXOAMT B 3Ty
rpynmy

1) 6 (BepHbIii 0TBET)

2) 2

3)4

4)3

51 Pe3yabTatoM BhiuucaeHuii B siueiike C1 0yaer A1=10; B1=A1/2; Cl=cymma(A1:B1)*A1l

1) 150 (BepHBbIii 0TBET)

2) 50

3) 100

4) 200

52 Kaxkoii komnonent IIIII Microsoft Office, npeaHasHaYeHHBbII 1J51 CO3AaHUs Mpe3eHTAa-
nuii?

1) PowerPoint (BepHbIiioTBeT)

2) Word

3) Excel

4) Qutlook

53 Urto Takoe npe3eHTanus?

1) 3T0 KOMILIEKC B3aMMOCBSI3AHHBIX CJIAH10B (BEePHBII 0TBET)

2) 3TO KOMIUIEKC B3aUMOCBSI3aHHBIX JJOKYMEHTOB

3) 3TO KOMIUIEKC B3aUMOCBSI3aHHBIX PUCYHKOB

4) 3TO KOMIUJIEKC B3aHMOCBSI3aHHBIX KIIUIIOB

54 Kak co3aaTh npe3eHTanuio?

1) Power Point — B3ATh MyCTYI0 Mpe3eHTAMIO — BLIOPATh U3 MaKeToB ciaiina «Ilycroi» - OK
(BepHBIii 0TBET)
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2) Power Point — coptupoBka ciaiimos - OK

3) Power Point — cozgarte Tabmuiry - OK

4) Power Point —go6asienus y3ia - OK

55 KomnibroTepHbie BUPYChI:

1)co3aaroTcs JIIOALMH CHEIHATBHO U1 HaHeceHus1 yiepoa ITK (BepHblii oTBeT)
2) BO3HUKAIOT B CBSI3W COOEB B amnmapaTHOW YaCTH KOMITBIOTEpa

3) 3apoxaaroTcs nMpu paboTe HEBEPHO HAMMCAHHBIX MPOTPAMMHBIX MTPOTYKTOB

4) ABISAIOTCS CJECICTBUEM OIIMOOK B ONEPAIIMOHHON CUCTEME

56 3amuTa KOMNbIOTEPa OT BUPYCOB

1)anTMBHpYCHBbIE NPOrpaMMbI(BepPHbIN 0TBET)

2) mporpaMMbl TECTUPOBAHUS

3) mporpamMmbl OYUCTKU JUCKOB

4) nporpaMMbl 0OCITY>KMBaHHS CUCTEMBI

57 He3akoHHblii cOOp, MPUCBOEHUE W Nepefadya CBeleHHi COCTABJISIOIIMX KOMMEPYECKYI0
TaiiHy, HAHOCSIIIUI ee BJajesably yuepo, - 3To...

1)Heno0pocoBecTHAsi KOHKYpeHUMsI(BepHbIii 0TBET)

2) monuTUYecKas pa3BesiKa

3) xoH(uaeHIMANbHAS HHPOPMAITUS

4) MPOMBIIIJICHHBIN IIMMHOHAXK

58 Kak Ha3bIBalOT nmpoueccbl o0MeHa mHpopManueil ¢ noMombi0 0QpUIHAILHBIX, 1eJ0BbIX
AOKYMEHTOB?

1) koH(pureHuMATbHbIE(BEPHBIH 0TBET)

2) HEeNmOCPEACTBEHHbIE

3) MEXJITMYHOCTHBIE

4) ¢hopmainbHbIE

59 Opranu3anus 3aUTHI HHGOPMAIUH

1) cogep:xaHue M MOPSIAOK /AeliCTBUI 110 00ecneYeHNI0 321U ThHI HHGopManuu (BepHbIH 0TBET)
2) Mepa WM XapaKTepUCTUKa i OLIEHKU MHPOpMaluu

3) cTeneHb COOTBETCTBUS PEe3yabTaTOB HH(OPMAIIMY TOCTABIEHHON LIEIH

4) COBOKYITHOCTb JIOCTyIa K HH(pOpMaIIUu

60 B npeamere «3amura undopmanum» cokpamenue AC — o3Hayaer...

1) aBTOMaTH3MPOBAHHASA cUCTeMa (BePHbI 0TBET)

2) aHoMamnpHas CHUCTEMa

3) aTunuyHas cucTeMa

4) aHTUOIOKUPOBOYHAS CUCTEMA

61 Eciin nngopManus HCKaKeHa YMBIILJIEHHO, TO e¢ HA3bIBAIOT. ..

1) ne3amndopmanmeii (BepHbIii 0TBET)

2) HEenpaBUIIBLHOM

3) HenoJIHOM

4) HEeKOppPEKTHOI

62 Ilpeamerom 3amuTthl B KC siBasiercs...

1) naHHbIe (BEpHBbIH 0TBET)

2) TEKCTBI

3) pucyHku

4) curHansl

63 Uudopmanusi, XpaHsaiascs, oopadarpiBaeMasi B KOMIbIOTEPHBIX CHCTEMaX PacCMaTpUBa-
eTcsl KakK...

1) 00beKT 32U THI (BEPHBbIH 0TBET)

2) 3JIeMEHT
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3) mpeamer

4) 1OKyMEHT

64 IpukJiagHbie MPOrpaMMbl 1JIsi 00pad0TKH IKOHOMHUYECKOH mHpOpMAITUN
1) Excel (BepHbIiioTBET)

2) Word

3) Power Point

4) 6JI0KHOT

65 IpukiaagHble NPOrpaMMbl OyXrajTepcKkue CHCTeMbI y4yeTa

1) 1C : Byxraarepus (BepHbIii 0TBeT)

2) Word

3) Power Point

4) Excel

66 KosimuecTBO KOMIIBIOTEPHBIX CIPaBOYHBIX MpaBoBbIX cucTeM(CIIC)

1) 6oJ1ee 100 (BepHbBIii 0TBET)

2) 25

3)75

4) 15

67 OCHOBHBIM 3/JIEMEHTOM 3J1€KTPOHHON TA0JIMIbI SIBJIsSIETCS

1) siveiika (BepHbIH OTBET)

2) cTpoka

3) cronberr

4) tabnuua

68 Pe3ybTaToM BeuuceHmii B siueiike C1 0yaer A1=5; B1=A1%2; Cl=cymma(A1:B1)*A1l
1) 75 (BepHbIii OTBET)

2) 100

3) 50

4) 25

69 Bei0epuTe BepHYIO 3anMCh (POPMYJIbI A5 FJIEKTPOHHOM Ta0IUIBI:

1) =A2*A3-A4(BepHbIii0TBET)

2) C3+4*D4

3) C3=C1+2*C2

4) A5B5+23

70 Kak HacTpouTh pa6o4yio 00,1acTh Npe3eHTAlNN

1) BbIOpaTh Ha NaHe U (MEHIO) - PesKUM cJaii0B(BepHbIi 0TBET)

2) ®opmat — [IpumeHnTH 111a06I0H OPOPMIICHHS

3) ®opmar — DoH — B packpbIBaroLIeMcs crucke BbIOpaTh «CrocoObl 3aJIUBKH. . .»
4) Ha naHeNIn PUCOBAaHUS Ha)KaTh KHONKY "HaANMCh"

71 Kak BbIOpaTh mA0J10H 0(popMIIeHHS CIAiT0B

1) ®opmart — [IpumennTs ma610H oopmiieHns (BepHbIl 0TBET)

2) BbIOpaTh Ha MaHeu (MEHIO) - PEXKUM CIIaiJI0B

3) Ha MaHENW pUCOBaHMS HAXKaTh KHONKY "HAJINCh

4) ®opmat — @oH — B pacKpbIBaroleMcs cliicke BIOpaTh «Crioco0bl 3aJIUBKH. . .»
72 BeraBka KAPTHHOK B CJIAM/I Mpe3eHTalluu

1)BcraBka — Pucynok — U3 ¢gaiina (Kaprunka) — BeiOpats ¢aiin ¢ nzodpaxenuem — BcraBurs
(BepHBIii 0TBET)

2) noBepx pUCYHKa-«IOJJIOKKH» MOYXKHO ITOMECTUTH TEKCT, CO3/1aTh TEHb

3) BcraBka — HoBelit cnaiif - BeIOpaTh 3 MakeToB cnaiina «[lyctoii» - OK

4) Word, MO>XHO HapuCOBaTh JTFOOBIE aBTODHUTYPHI

46



8. JONNOJIHUTEJBbHOE OBECIIEYEHHUE JUCHUIIJIMHBbI

Ipuinoxenue 1. KpaTkuii KOHCIEKT JeKUMOHHBIX 3aHATHI

Jlexmust Nel.

Tema. «MHpopManroHHBIE TEXHOIOIUU. Buabl u cBolicTBa MHPOPMALIMOHHBIX TEX-
HOJIOTHI»

NudopmannoHHass TeXHOJIOTMS - COBOKYINHOCTh METOJOB, IPOHU3BOJACTBEHHBIX
IPOLIECCOB M MPOIPAMMHO-TEXHUYECKUX CPEICTB, OOBEAMHEHHAs] TEXHOJIOIMUECKUM IMpo-
eccoM u obecreunBaromas cOop, XxpaHeHHe, 0OpabOTKy, BBIBOA M PACIPOCTpaHEHHE HH-
dbopMauuu s CHUXKEHUS TPYIOEMKOCTH IMPOLIECCOB MCIOIb30BAaHUS HMHPOPMALMOHHBIX
pPECYpCOB, MOBBIIICHUS UX HAJEKHOCTH U ONIEPATUBHOCTH.

JIro6ast nH(pOpMaIIMOHHASL TEXHOJIOTHSI OOBIYHO HYXHA JUIsl TOTO, YTOOBI OJIb30BaTe-
JIM MOTJIM MOJIYYUTh HYKHYIO UM UH(OPMAIMIO Ha ONpeAeIEHHOM HOCUTENE TaHHBIX.

[Ipu paccMoTpeHnn MHOPMAIIMOHHBIX TEXHOJOTUN BBIACISAIOT UX JEJIEHHUE Ha pa3-
JAUYHBIe BUIBI U Kiaccsl. Kimaccugukanus nHGOpMaIMOHHBIX TEXHOJOTUI HE0OX0auMa AJis
TOT0, YTOOBI MPABUJIBHO MIOHUMAaTh, OLIEHUBATh, pa3pabaTeiBaTh U UCIOJIb30BATh UX B pas-
JMYHBIX MPEeJIMETHBIX o0nacTsax (chepax xu3zHu oduectBa). Knaccudukanus napopmanu-
OHHBIX TEXHOJIOTUN 3aBHCHUT OT BHIOPAHHBIX KpUTEpUEB. B KauecTBe KpUTEpUS MOXKET BBI-
CTYyIaTh OJIMH [10KA3aTellb WM HECKOJIBKO IPU3HAKOB.

B uHbOpMalMOHHBIX TEXHOJOTUAX BBIACISIOT cieayrouue Buabl nHdopmauuu. /1o
muny uHgopmayuu 3T0 MOTYT OBITh TEKCTOBbIE, TaOJIM4YHbIE, TpaduyecKue, 3ByKOBbIE, BU-
JI€0 U MYJIbTUMEIUNHBIE TaHHBIE.

Ilo gvinonnsemvim QYHKYUAM U 603MONCHOCMU NpuUMeHeHUss THPOPMAIIMOHHBIE TeX-
HOJIOTUH JEJIAT Ha UCIIOJIb3yEMBIE:

1) B aBTOoHOMHBIX KoMIbloTepax ([IDBM) u B jokanbHbIX padounx craniusx (APM)
B COCTaBE CETEBBIX aBTOMATHM3MPOBAaHHBIX HH(popMarmoHHbIX cucteM (AUC) peambHOTO
BpPEMEHU;

2) B 00BEKTHO-OPUEHTUPOBAHHBIX, PACIPEACIIEHHBIX, KOPIIOPATUBHBIX M HMHBIX JIO-
KaJbHBIX U CETEBBIX MH(OPMAIIMOHHO-TIOMCKOBBIX, TMIIEPTEKCTOBBIX M MYJIbTUMEIMMHBIX
cUCTEMAX;

3) B cuctemMax ¢ UCKYCCTBEHHBIM UHTEIUIEKTOM;

4) B unterpupoBanubix AVC;

5) B reonH()OpMaIIMOHHBIX, TTI00AIBHBIX U IPYTHX CHCTEMAaX.

NudopmanrionHble TEXHONIOTUU KIACCUDUUUPYIOTCS N0 CmeneHu munu3ayuu one-
payuii: ONepallMOHHbIE U MPEIMETHbIE TEXHOJOTHH.

Onepayuonnas mexnono2us NOAPA3yMEBAET, YTO KaXk/lasl ONepalys BBIIOJIHSAETCS Ha
KOHKPETHOM pabodyeM MecTe, 000pyJ0BaHHOM HEOOXOIMMBIMU MTPOTPAaMMHBIMU U TEXHUYE-
CKUMHU cpejcTBamMH. B kadecTBe mpuMepa MOKHO NMPUBECTU MAKETHYI 00paboTKy MHGpOP-
MaIuy Ha 0oapmmx DBM.

IIpeomemnasn mexHonoeus — 3TO BBIIOJHEHHE BCEX OINEpalMii Ha OJHOM pabodyeMm
MecTe, Halpumep, Ipu padoTe Ha epCOHAIILHOM KoMIbiotepe (APM).
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Ilo 6udy ucnonvsyemvix cemeil UHQOPMAIIMOHHBIE TEXHOJOTUU JENST Ha: JIOKAllb-
HBIC, PETHOHAIBHBIC, KOPIIOPATUBHBIE, HAIMOHAIBHBIE, MEXHAITMOHAIILHBIC (MEXITyHAPOI-
HBIE), OJTHOPAHTOBbIE, MHOTOYPOBHEBBIE, pacipeieIEHHbIE U JIP.

Hamomuum, 4To OCHOBY MH(OPMAIIMOHHBIX TEXHOJOTHUN COCTABIAIOT HMH(pOpPMAIlU-
OHHBIE MPOIECCHI CO3/jaHus (reHepaluun), coopa, peructpauus u o0padoTku (epepadoTKH),
HAKOIUICHHUS, XpaHEHUs U COXPAaHEHUs, MOMCKA U mepenayu (pacnpocTpaHeHus) uHpopma-
107078

NudopmanioHHble TEXHOIOTHH XapaKTePU3YIOTCS CIEAYIOIUMHA OCHOBHBIMH CBOM-
CTBaMHU:

* mpeaMeToM (00beKTOM) 00paboTKH (TIporiecca) SBISIOTCS JaHHBIE.

* [IEJIBIO TIpoliecca SBISETCS MOJIy4eHne nH(opMaIuu.

* CpeJCTBAaMHU OCYIIECTBIICHHUS Ipollecca SBJISIETCS MPOTpaMMHbBIC, ammapaTHbie U
POrPaMMHO-ANTaPaTHBIC BEIYUCITUTEILHBIC KOMITICKCHI.

* Ipoliecchl 00paOOTKU JTAHHBIX PA3JIENSIIOTCS Ha ONEPalMi B COOTBETCTBUU C JIaH-
HOM npeaAMEeTHON 00JIacTH.

* BHIOOp YMPABIISIIONIUX BO3JCHCTBUIM HA MPOILIECCHI JOJKEH OCYIIECTBISATHCS JUIA-
MU, IPUHUMAIOIIUMHU PEIICHHUE.

* KpUTEPUSAMH ONTHUMH3AIUU TPOIIecca SBISIOTCS CBOCBPEMEHHOCTh JOCTABKU WH-
(dbopMalu moJIb30BaTENIO, €€ HaIEKHOCTh, TOCTOBEPHOCTD, OJIHOTA.

N3 Bcex BUIOB TEXHOJOTHH WH(OOPMAIMOHHAS TEXHOJIOTHS ChEphbl YIPaBICHUSI
MPEIbSBISET CaMble BHICOKHE TPeOOBAHUS K «UeJIOBeUeCKOMY (haKTOpy», OKa3bIBas MpPUH-
[MUITHAIBHOE BIUSHUAE HAa KBATH(UKAIUIO paOOTHUKA, COACpPKAHUE €ro Tpyna, dpuzmde-
CKYI0O M YMCTBEHHYIO HArpy3Ky, npodeccHOHaIbHBIC MEPCIIEKTHBBI U YPOBEHb COIUAJb-
HBIX OTHOILLICHUH.

Ipunoxenune 2. UiocTpaTuBHBIN MaTepuas

[TpakTuyeckas padorta 3.

«HacTtpoiika pabouyero okna MSWord. dopmMaTupoBaHie CHMBOJIOB M a03aleB.

KpaTkue TeopeTruyeckue cBeIeHHS.

Microsoft Word — 310 coBpeMeHHBIN TEKCTOBBIN PEAAKTOP, MO3BOJISIONINN OCYIIe-
CTBJISITh NMPAKTUYECKHA BCE OIMEpAIMU 10 PEIaKTHUPOBAHUIO U (POPMATUPOBAHUIO TEKCTOB,
CO3/IaHMIO B TEKCTE TAaOJIUI], PUCYHKOB, TPAQUKOB M JUArpaMm, T.€. MIO3BOJISET MpPaKTHYEC-
CKH CO3/1aTh M OTPEIAaKTHPOBATh KHUTY.

1. Co3nanue ¢aiisia rekcToBoro pexakropa MS Word.

Jlnst co3manus TekcToBoro aina B pemaktope Microsoft Word HeoO6xoaumo BHI-
3BaTh (3aIyCTHThH) STOT PEAAKTOP C MOMOIIBIO CICAYIONIMX ACHCTBHMA: IIEIKHUTE KHOIKY
«Ilyck» Ha pabouem croie Windows, BeiOepuTe B IIaBHOM MeHIO omiuio «Microsoft
Office Word 2003» u 1IeJIKHUTE 110 HEN JIEBOI KIABUILIEH MBIIIH.

48



[Tocne mpoBeaeHUs yka3aHHBIX AeHCTBUM oTKpoeTcs «Pabouee okHO» Word 1 BHOBB
co3manHoMYy (aiiiry OyaeT MPUCBOEHO MO yMOJT4aHUIo Ha3BaHue «Jlokyment 1» (wmm 2, 3,
... uT1.1.) u umsa «Docl.doc» (cMm. puc. 4.), ¢ kotopeiMu Bel u OyauTe padorath 10 TEX IOp,
MOKa UX IPUHYIUTEIbHO HE IOMEHSIETE.

ITo ymonuanuro

Egaﬁn MNpasta Bua BocTaegka dopmat

o Sl ol S o il

:!;{ OBBIMHEIA » Times Mew Rorman B
1A hakna:

< Tun dhaina: |,.'J,DK‘:.-'MEHT Word (*.doc)

Puc. 4.

Crnenyetr oOpatuTh Baie BHUMaHUE Ha TO, YTO MOXHO CO3JaTh TEKCTOBBIM (aiiil B
Windows ¢ moMoIipio Apyroi mociaea0BaTeIbHOCTH JEHCTBUIA: YCTAaHOBUTE Kypcop B pado-
yeil obsnactu okHa Windows, IIENKHHUTE MPaBOW KJIABHILIEH MBI, TOSBUTCS BCIUIBIBAIO-
miee (KOHTEKCTHOE) MEHI0, BbiOepuTe omuio «Co3/1aThy», U KOT/Ia TOSIBUTCS CIETYOIIee
MeHI0, BeIOepuTe oniuio «JloxkymenT Microsoft Word».

2. Bua axkpana. KomanaHoe MeH1o.

[locne 3arpy3kun Microsoft Word Ha »sKkpaHe MOHUTOpa OTOOpa3UTCS OKHO
«Microsoft Wordy» (puc. 5.). benblif TUCT B IIEHTPEe OKHA C MUTAIONIMM KYPCOPOM - 3TO
«Paboyasi 00JacTb», CTpaHMIIa JOKYMEHTa, Ha KOTOpPOW OTOOpa)kaeTcs HaOHpaeMbli
TeKcT. ['paHuIpl cTpaHuIlsl (OT JIEBOTO MOJIS O MPaBOro) 0O003Ha4yeHbl Oeaol 001acThio
JUHEWKH.

IlepBast cTpoka OKHa COCTOUT U3 Ha3BaHMS JOKYMEHTA U Ha3BaHUS MPOTPaMMBbI.

o — — BTOPAA CTPOKA OKHA
A TE e a4 20 R s o ABJAETCA KOMAH/IHBIM
j —— i MEHIO WORD. KAKIAS
KOMAHJA COAEPXMUT I'PYIIITY
KOMAH/, BBIITIOJIHAIOHINX
CJHEAYIOINIUE ®YHKIINU:
I'pynma xomana ®aiin BKIIOYAET KO-
MaHJbl I CO3JaHHsA, IMPOCMOTpa, CO-
XPaHEHUs, NICYATH gCe20 NOKYMEHTA.

PaGouas
00J1acTh

C nomomipro rpynmsl komang Ilpas-
Ka MOXHO PEJaKTHUPOBATh BECh JOKY-
MEHT WJIM OT/I€JIbHBIEC €r0 YacTH.

R o ICEE e iat]- LLk
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KOMaHI[I)I T'PYIIIIbL Bun OIIPCACIIAIOT, KAKHC ITAHCIIM HHCTPYMCHTOB 6y,IIYT IHOAKJIFOYCHEI K
pa60Te 1 B KaKOM BHUC TTI0JB30BATCIIb YBUAWUT TCKCT NOKYMCHTA HA 9KPaHC.

['pynma koman BeraBka 1mo3BossieT 100aBIsTh B TEKCT CUMBOJIBI U3 IPYrUX MIpUPTOB,
PUCYHKH WJIM JUarpaMMbl, OOBEKThI WM 1iesble (paiiyibl, ycTaHABIUBATh 3aKJIAJAKU U TUIIEP-
CCBUIKH, @ 3a TpeAeNsl pabodyeil 00IacTé — KpOME BCETO MEPEUYHCIEHHOTO TaKKe HOMepa
CTPaHHUII U CHOCKH.

['pynma xomann ®opmat omnpenensieT KakuM o0pa3oM OyAeT COAEp:KUMOE JTOKYMEHTa
pacrnojiaraTbCsl Ha CTpaHulle. byner U AOKYMEHT TeKCT JOKyMEeHTa pa3OuT Ha KOJOHKH,
IPOHYMEPOBAH WUJIM 3aKII0YEH B pamMKy. Kakoro pasmepa, HauepTaHus U BETa OYJET TEKCT
U T.J.

Komanapl rpynmnsl CepBHC TMO3BOJISIO OCYIIECTBISTH MPOBEPKY opdorpaduu, 3ammry
uHopMaru u HacTpoiky Word.

['pynna xomana Tadanma oGecrieynBaeT co3jaHue, peJakTUpoBaHue U (hopMaTUpPOBAHUE
TaOIuUIL.

KOMaHI[BI TpyHnIbl OKHO BBITTOJTHSAIOT I[GﬁCTBPIH MO OTKPBLITUIO HOBBIX OKOH W HUX pPacCIIO-
JIO)KCHUIO Ha SKpaHC.

CnpaBounas cuctema Word (CmpaBka), TO3BOJISICT ITOJIB30BATENIO TOJIH30BATHCS BCE-
BO3MOXXHBIMHU MOJICKa3KaMH U MOJIYYaTh JO0YIO CIIPaBOYHYIO HH(POPMAIIHUIO.

ITon kOMaHAHBIM MEHIO HAXOJATCS MaHEIW MHCTPYMEHTOB. Hakatne KHONKM Ha JaHHOU
MaHeu BBIMOJIHIET KOMaHAy pefakTopa 0e3 oOpalieHus B KOMaHaHOe MeHI0. KonmndecTBo
Y BUJI TTAHEJICU OMPEJICIISIETCS] CAMUM I10JIb30BATEJIEM C MOMONIBI0 KoMaH bl Menrw — Bupa
— IlaHe M HHCTPYMEHTOB.

3. HacTpoiika napaMmeTpoB 0TO0OpaKeHUs1 CTPAHUIIBI.

MeHro «Bua» CONEpKUT HECKOJIBKO ITYHKTOB, C IIOMOLIBIO KOTOPBIX MOXXHO HacTpo-
UTh OTOOpakeHHe TOKyMEHTa Ha dKpaHe MoHuUTOpa. Hambomnee ynoOHbIe pexXxuMBbl 0TOOpa-
xeHus - «Q0bIuHbIH» 1 «Pa3mMeTka cTpaHMUbI). PeXUMBI OTIHYAIOTCS CITOCOOOM TIpe/I-
CTaBJICHUs CTpaHULbl JOKyMeHTa. B pexnme «OOBIYHBIN) CTPaHULBI OTACICHBI IPYT OT
Jpyra IMyHKTUpHOM JInHuEH. B pexunme «Pa3Merka cTpaHMUbD) CTPaHULIBI BUIAHBI LICIIH-
KOM, KaK ecJi Obl OHM OBLITM HarmeudaTanbl Ha Oymare. KpoMme Toro, B 3ToM pexxume oToopa-
YAIOTCS BCTABJICHHbIE B TEKCT rpaduueckue 00bekThl (pororpaduu u pucyHku). B nepsom
pexxume yaoOHO paboTaTh ¢ OONBIIUMHU TOKYMEHTaMH, BO BTOPOM - IIPOCMAaTPUBATh TEKCT
nepen nevarbro. Kakoil peskuM BbIOpaTh - B OCHOBHOM JIEJTIO BKYcCa.
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Y1005l YCTaHOBUTH MaKCHMAaJIbHO
HbII Maciitad oToOpakeHUsl ISl pexuma
«OObIYHBIH», B MeHIO «BHa» IIECIKHUTE Ha
nyHkTe «MacmTad» U B OTKPBIBIIEMCS OKHE
ycTaHoBUTE (uiakok «e» «[lo mumpuHe cTpa-
HUUBD) (CM. puc. 6.).

Hna pexuma «Pa3merka cTpaHMIbI»
Macmtab mpuuercs nonduparts. Jlydmie ycra-
HOBHTH TaKoW MacimTad, 9ToObl TeKCT (0e3 1mo-
Jieil) 3aHsUT BCIO IIMPHUHY OKHA ToKymeHTa. [Ipu
TOM BO3MOXXHO BBIOpaTh OAMH U3 (PUKCHUPO-
BaHHBIX MAacIITa0OB WM BBECTH MOAXOISIIECE
3Ha4YeHUE B CTPOKY «IIpoM3BOIBHBIN».

MosxHo nonpo6oBaTh paboTaTh B pexu-

Mme «Bo Bech 3kpan» (MeHnw — Bux — Bo Bech 3kpaH). B 3ToM pekuMe Ha 3KpaHe MO-
HUTOPA OTOOPAXKAIOTCSA TOJIBKO TEKCT JOKYMEHTA M KHOMKA BO3BpaTa B MPEIIIECTBOBABIINN

PEXKHM.

Cogem. Ecnu Bama MbIIIb OCHAIIEHA CKPOJIMHIOM, TO BO3MOXHO H3MEHSTh Mac-
mTad oTOOpakeHusl BpallleHUEM KoJieca MBILIU MpU Ha)XaTol Ha KiaBuatype kHonke Ctrl.
4. HaGop u peqakTupoBaHHe TEKCTA
Jlo Habopa TekcTa HeoOX0oaUMO ycTaHOBUTH Bua okHa (00b1yHO 3TO Pa3merka crpanm-
1bl), a Takke CTUJIb, THI U pa3Mep 1ipudTa (IaHelIb HHCTPYMEHTOB PopMaTUPOBAHUE).

HaGop Tekcra ocymiecTBisieTcs: cpa3y ab3amem. B koHie ad3ara HaXHUMaeTCs KJIaBHIIA

Enter.

Pa3ouenue u coeqrHeHHue TEKCTOB.

Jlnst Toro, 4ToOBl pa3ouTh CTPOKY Ha ABe 4acTu (coxpaHuB «CTuiab Ad3anay), nepese-
JUTE Kypcop B HY)KHOE MecTO U Haxxmute «Shift+Enters.

JI7iss coOeMHEHUsT JABYX IOCIIEA0BATEIbHBIX CTPOK B OJHY YCTAaHOBHTE KYypCOp B KOHEII
TIEPBOI CTPOKH M UCTIONB3ylTe Kiapuiry «Del» («Delete»).

PenakrupoBanue Tekcra.

Pedaxkmupoganue mekcma 03Ha4aeT U3MEHEHUE COJEpKaHUA TEKCTa. PenakrupoBanue

BKJIFOYAET B CeO4:

- yIaJeHue WK KOmupoBaHue (hparMeHTOB TEKCTa;

- UI3MEHEHHE TOPSIKA CIIOB, IPEAJIOKEHUN UK a03alIeB.

[Tpu nmpoBeneHNM STUX EHCTBUN HEOOXOIUMO BBIICTUTH (PArMEHT TEKCTA.

UToOBl ébldeiumov npou3eoabHbll (hpazmenm cmpoku, TOABEAUTE Kypcop K Hadary
WM KOHITY ()parMeHTa, ¥ Ha)KaB JICBYIO KHOIKY MBIIIH, IIPOBEIUTE Kypcop /10 MPOTH-
BOTIOJIO’KHOTO KOHITa hparMeHTa.

YrtoObl @bl0e1ums 00HO €060, TIOABENIUTE Kypcop K J000H OyKBE CIOBa M JBAXKIBI

MCJIKHUTC MBIIIIBIO.
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YtoObl b1deums cmpoKy, TOMECTUTE KypCOp MBIIIHU cJeBa OT TeKCTa BHE paboueit 00-
JIACTH, TJI€ Kypcop MeHsIeT GopMy, U IIETKHUTE MBINIbIO. BoieneHue MoxHO pacipo-
CTpPaHUTh Ha HECKOJIBKO CTPOK, ITepeMeNIasi Kypcop MbIIIN BBEPX MM BHU3 IO TEKCTY.

UToOBl ébldenumsv npeodnosrcenue, Hano, yaepxkuBas HaxaTor kimaBuiny CTRL, menk-
HYTh MBIIIBIO B JTI0OOM MECTE MPEIOKEHUS.

UTtoOHI 6b10eums ad3ay, yCTAaHOBUTE KYpCOp K JIEBOMY Kparo CTPOKHU TaK, YTOOBI OH U3-
MEHMUJI BU/JI, TIOCJI€ YETO JIBAXK/IbI IEJIKHUTE MBIIIBIO.

s evioenenun Hecko1vko ad3ayes Hal0 pacIpOCTPAHUTD BBIACIICHHUE, JTBAXK/bI IIEIK-
HYB U OCTaBUB HAXKATOW KHOIIKY MBIIIIH.

Becv 0oKymenm MOXXHO BBIJIETUTH C MOMOUIBIO TPOMHOTO LIENTYKA B 30HE BBIACICHUS Y
JIeBOTO Kpas TEeKCTa B JIOOOM MecTe JOKyMeHTa, wiu ¢ nomouisio MeHio (IIpas-

ka—> Boigeaurs Bece) wiin Menio — IlpaBka — BpiaeauTb BC€ WM COUCTAaHHEM KITABHII
Ctrl+A.

,ZIJ'U! OMMeHbl 8blOeIeHUSA HaJ10 IICJIIKHYTh MBIIIBIO B JI000M MECTE TEKCTa.

W3MEHEHUE ITOPAJKA CJIOB, ITPEJJIOKEHUI, AB3AIIEB
OCYHECTBJISAETCA JIMBO C IOMOIIbIO KOMAH/I «ITPABKA»
(BBIAEJIUTE TEKCT ->MEHIO — ITPABKA — BBIPE3ATDH -»IIOCTABBTE
KYPCOP B MECTO BCTABKH —-IIPABKA - BCTABUTD), JIMBO C
IHOMOIbIO TIEPETACKUBAHUA (BBIAEJIUTE TEKCT. YCTAHOBUTE
KYPCOP B ITIPABBIF HUKHUM YT OJI ®PATMEHTA.HAXKAB JIEBYIO
KJIABUIITY MbBIIIN NTEPEMECTHUTD KYPCOP B HY)KHOE MECTO
BCTABKMU TEKCTA.).

KonupoBanue Tekcra.

Cyl111ecTBYIOT HECKOJIBKO CIIOCOOOB MepeMeIeHusl UM KOMUPOBaHUS (PparMeHTOB TEKCTa
3a Mpeiesibl SKpaHa WIKM U3 OJJHOTO IOKYMEHTA B IPYTroOil:

1. Crnoco6 konupoBaHUs M BCTaBKH C MMOMOIIIbIO KOMaH/] MEHIO, B KOTOPOM HCIOJIb3yeTCs
Tak Ha3biBaeMblil «Bydep Oomena» (Meno—IlpaBka —>Bbydep O0MeHa) u KHONKH
naHenu nHCTpymeHToB «KonupoBarb», «BeTaBUTHY.

2. C nomomibio KHONIOK «Bbipe3aTthy unu «KomupoBatb». [{ns 3TOro BhIIEnuTe Qpar-
MEHT TeKcTa u BbIOepute komanay Menw—IIpaBka—> Bripe3aTs/KonupoBarts; 3a-
TEM YCTAaHOBUTE Kypcop B HYXHOE€ MeCTO U BblOeputre kKomaHny Me-
Hio—>IIpaBka—BcraBuTh.

3. C nmoMomb0 KOHTEKCTHOTO MEHIO.

OIIHOBpeMeHH()e PaACHoOJOKECHHE HECKOJIbKHX OKOH HA JKpaHe.

Jnst 6onee HarnsgHOW pabOThI MHOTJA OBIBAET IMOJE3HO PACHONOHCUMDB 6CEOTKPHITHIC
O0OKyMeHmbl Ha IKpane o0nospemenno. Jlis storo cienyetr B MeHI0 «OKHO» BbHIOpATh KO-
MaHAy «PacmoJioxkuTh Bee» UiIu «YNOpAA0YNTh Bee», <CpaBHUTH PSAOM C..».

S. @opmaTupoOBaHHe TEKCTA.

DopmamuposaHueTEKCTa dTO ONPEACIICHUE PACIIOIIOKEHHS TEKCTa B MPOCTPAHCTBE pa-
0o4ero moJs.
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Bce komanbl opMaTHpOBaHUs BBINOJIHAIOTCA IS 6cezo ab3ana. YToObl oThopMaTHpO-
BaTh IpyNiy a0d3aleB uX HEOOXOAUMO BBIJAEIIUTb.

dopmaTtupoBanue ad3auna.

Jns dopmaTupoBanus ab3ana HEOOXOIMMO YCTaHOBUTH Kypcop B JitoOoe MecTo ab3ala, a
3aTE€M BOCHOJIb30BaThCs KoMaHao Menw—> @opmat — A03am. B oTkpeIBIIEMCS OKHE
dbopMaTUPOBaHUS YCTAHOBUTH CIICAYIOIINE TapaMeTpHhI:

- O06mue:
O THIl 8bIPAGHUBAHUA MeKcma TO KpasMm padbodero mois (MO JEBOMY
Kparo, 110 LIEHTY, [0 IPaBOMY Kpas, 10 IMHUpHHE paboydero nos);
o Yposenv (mpucBOEHHME TEKCTYy ONpPENEIEHHOTO YPOBHS: OCHOBHOM
TEKCT, ypOBEHb 1, ypOBEHb2 U T.11.)
- Orcrym:
O YCTaHOBKa pa3MepOB OTCTYIOB OT I'PaHUI] paboyero moJis;
O OTCTyNa B KPACHOU cmpoke ad3ala;
- NurepBai:
O YCTaHOBKa pa3MepoB uHmepsaiognepeo u nocie abzaya (B TOUKax);
O YCTaHOBKAa Mexccmpouno2o uumepeana (OJUHAPHBIN, MOJYTOPHBIMH,
JIBOITHOM, MHOXUTEINb (€clii MHTEpBaj OOJblIE JBOMHOT0), MUHUMYM
WJIH TOYHO (€CIIM MHTEpBaJl MEHbILIE OJUHAPHOT0)).
aGzan 21|
OTCTYMAEl M HHTEPEANE I MonoMeHHe Ha CTRaHMULE I

I'pannmpr ab3ama u  ab3arHbIN
oTcTyn (KpacHasi CTpOKa) TaKxke
MO>XHO YCTaHOBUTH C TIOMOIIBIO
JBIKKOB Ha TOPU3OHTAJIBHOMW JIU-

OAWHe

;I YpoEEHE: I}“pDBEHb4 VI

BelpaEHHESHHE: II'ID NEEOMY KpaHD

OTCTYN

EM=EE ID M E‘ Nepeag cTpOKa: Ha: HeI\;IKe
copaea: ID M E‘ I(HET) ;I I i’ )
JIHSI YCTaHOBKI/I MG)KCTpOYJHI)IX
MHTEpEaR 6
Nepea: m MEMAYCTPOUHEIA!  3HAYEHHE! HHTepBaHOB 1 BBIpaBHHBaHHSI a0-
nocne: |3 nT E‘ I i’ 3a1eB I10 HeBOMy, HpaBOMy KpaI'O,

I He AoBSENATE MHTEPEAN MEMAY SDZALLEMM CEraalAR i

Moy TopHEIA
AEoAHoR
PMHHFMY M

Dbpazell

TauHD

Pasturiar TesTin Um vearis

MHO¥HTENE

TabvnauHa. .. I

Co31aHue CNUCKOB.

Uto6b! 0pOpMUTH NIEPEUNCIICHUE B BUJIE CIIHCKA!

DTMEHE

o |

IICHTPUPOBAHNE W BHIPABHUBAHUE
ab3alleB MO IIMPUHE MOXKHO HC-
[10JIb30BAaTh KHOIIKU ITaHEJIN WHCT-
PYMEHTOB.

Puc.7. OxHO yCTaHOBOK KOMaH-
nel @opmat — Ad3al.

1. Ha6epI/ITe QJICMCHTBI IICPCUHHUCIICHUA, pa3aciiid UX CUMBOJIAMH KOHIIA 3633113;

2. Brpinenure Bech TpeOYEMBIi TEKCT-CIUCOK;

53



3. Bribepere onmuio Meniwo—>®opmat, a B Hell 3aTem omnuuio «CINHCOK» U B
BbIBeIcHHOU (popme (Puc. 8. a)-B)) BbiOepuTe HEOOXOIUMBIN BHUJ CIHCKA:
«MapkupoBanHblii», <HymepoBaHHbIi» 1 «K MHOTOYPOBHEBBIN.

4. Ecnu mapaMeTpsbl CIIKMCKa, 3aJaHHbIE 110 YMOJIYAaHUIO ycTpauBatoT Bac, To me-
PEXOANTE K CIEAYIOIIEMY ITyHKTY.

NHaue BO3MOXKHO WX M3MEHUTH, MICIKHYB MO KHONKE « U3MEHHMTB» U B OT-
KpBIBILIEHCS (popME YCTAaHOBUTH HEOOXOIMMbBIE TapaMeTphl criucka. B qanaoM
cllydyae IMporpamMma I03BOJISIET CO3/1aTh HY)KHBIA CTWUJIb, IMMYTEM H3MEHEHUs
mpudTa U CUMBOJIa MapKepa, MOJIOKEHHUSI MapKepa, MOJ0KEHUE TEKCTa, UH-
TepBaJia MKy TEKCTOM U MapKepOM.

5. Haxmure kHonky «OK».

BrI monyunTe HeOOXOIUMBIN BU/T CITHCKA.

Ecnu mMapkupoBaHHBIE UM HyMEpOBaHHbBIE CIIUCKH YK€ BBEJECHBI, HO TpeOyeTcs ux
U3MEHUTH (TIepeMapKupoBaTh). To mpucTymnaiiTe cpa3dy K BBIIOJHEHUIO TyHKTA 2 «Oghopm-
JIeHUSl NepeyUcieHuUs 8 6Uoe CNUCKa».

CnHcok Cnmncok
M i | Mir i | crvcos cTned : i |} 71| More i | Cnvcas craneft
o . 1 1 I
HeT o + HeT 2 o Il
a . 3 ] n
+ » v A 1 1 1.
+ > v B 2 2 2.
+ > v [ 3 % 3.
a) 6)
Cnmcok
e vi | MHoroyposHese | | Cricok crinert
) 11, >
0 111
HeT i —  —
L
2) 2 F— H —
F—  —
Pazgen 1.0 22 1.1 Zaros 1 A Gar, Zano) 2.
(&) aroaceor 1.1 2an, 1. 3an Fam, 3
CTateall 3amr 2 3aronoker 1. Il 3aranas ox 1. naga 2 arnn
r)
B)
Puc. 8.

3amaTh HyMepalui Iepen
Ha4yajJoM BBoJia ab3ama MOXKHO,
nEnkHyB Ha kHonke «HywmepoBaH-
HbIH CIIUCOK MO YMOJTYAHUIOY» (WIIH
«Hymepanus» puc. 8 r)). Ilpu ny-
Mepalui C HCHOJb30BaHUEM OYKB
Habepute BMecTO UGB «1» OYKBY
«A» W HauMHAWTE BBOJ TEKCTA.
Word nponymepyeT BTOpPOH U TMO-
cienyromue ad3ampl OykBamu «B»,
«C», «D» u t.a. Ecnu nponymepo-
BaTh TMEpBbIM ab3ary OykBoul «l»,
Word ycTaHOBHT HyMEpaluo pUM-
CKUMU TTudpamu.

IIpn BKIIFOYEHHON HYMEpPALUU UIIHA
MapKUpPOBKE (MpHU BKIIOUYEHUU B Ha-
qajie BBOJa KHONIKA « Mapkupo-

BaHHBII CIIUCOK MO yMouaHui0» puc. 8. 1)) Word noacraBiser cTaHaapTHbIE MapKephl U
COXpaHSET 3aJaHHBIN MO0 YMOJYaHUIO HHTEPBAI MEXKy MapKEPOM WIIU YUCIIOM B TEKCTOM,
CJEAYIOIINM 32 HUM.

Bo3MoxHO, BEIOMpATh pa3inuyHble CHMBOJIBI MAapKepoB, (hopMat HyMepamuu Win pasmep
MHTEPBAJIOB JI0 HayaJla BBOJIA CIHCKA, a TAK)KE U3MEHITh POPMY yXKe CYHIECTBYIOIIETO

CIIMCKa.

Pa30ueHne TekcTa HA KOJIOHKH.

Korga Heo6xoauMo pa3OUTh CyIIECTBYIOUIUN TEKCT Ha KOJIOHKU HY>KHO BBIJIETTUTH TEKCT,
KOTOpbI HE0OX0oAMMO MpeoOpa3oBaTh B KOJIOHKH. 3aTeM BbIOpaTh: Menw—>Popmar—
Kononku. BeiOpaTh KOJIMYECTBO KOJIOHOK. Y CTAHOBUTH PACCTOSTHUE MEX]Y KOJIOHKAMHU.
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. X Eciy Ha OJHON CTpaHUIE IOJKEH OBITh pa3-
Kononkn
MeIlleH TEKCT B OJHY KOJOHKY, a Jajlee TEKCT B
-
HECKOJILKO KOJIOHOK, TO MEXIY STUMH YacTAMH
TEKCTa C pa3IM4HBIM (POPMATHPOBAHUEM HEOO-
X0IUMO BcTaBUTh pa3pbiB (BcraBka—>Pa3pris
—>VYCTaHOBUTH ONIUI0 «HA TeKYylleil cTpaHM-

=

([l

H

2
1)
&
o
’
E

COEEA  COpaEa

YHCno KOnoHDK! 2

4

LLIMpKHE H NpOMEs Y Tok Cbpasel,

HOMEP:  WHPHHE: MPOMENY TOK: He»).
ile 4,67 M 1,25cH =

JIns BCTaBKM NPUHYAUTEIBHOTO pa3pblBa MEX-
Iy CTPAaHULIAMH MOXKHO TaK)X€ BBIIEIUTH CTPOKY,

Y 10,55 M

e rJIc HEOOXOIUM TPUHYIUTEIBHBIN (GKECTKUIN)
TipHEHATE: | BeigenerHoy TekcTy | v paspblB  CTpaHWULBl W HaXaTb  KHOIKU:
Puc. 9 «Ctrl+Enter». lnst Toro, 4ro0sl yOpaTh MpUHY-

JUTENIbHBIN pa3pblB CTPAHUIIBI TIOJIBEIUTE K HEMY
Kypcop ¥ HaXMUTE KHOTIKY «Deletex.

OOpamJiieHHe TekcTa, U3MeHeHHe [BeTa (poHa ad3ana.

Komanga «I'paHunbl u 3ajJiuBKa» MeHI0 «@opMaTy» MpUMEHSETCS ISl CO3/1aHUus 00pam-
neHui (pamMoK) BOKPYT ab3aleB, SsYeeK TaOIuIbl, rpaduKu, pa3iena JOKYMEHTa U BCEro
nokyMmeHTa. Takke JaHHas KOMaHJa IPUMEHSIETCS Ui U3MEHEHUs 11BeTa (JOHa TeKCTa, ab-
3al1a WM PUCYHKA.

[Ipu oTkpbITHN OKHA «['paHUNBI ¥ 3aIUBKA)» TMOSBIISIIOTCA TPHU BKJIQJKU: TPaHHUIIA, CTpa-
HHIIA U 3aJIMBKAa.

Bxnanka «'panunay ciiyXuT ajst co3fgaHus oOpaMIIeHH BOKPYT TEKCTOB, PUCYHKOB WJIH
a03arieB.

Bxnaaka «CTpaHumay CIyKHUT JJI CO3JaHHUST 0OpaMIICHHM KO BCEMY JOKYMEHTY WU K
€ro 4acTH (paszeny).

Bxnanka «3anuBKay CIIyKUT JIJIs U3MEHEHUs 11BeTa (hoHA TEKCTa, pUCYHKA WK ad3alia.

Ha Bxnanke «I'panuna» B paznene «Tum» BeIOMpaeTcss HyKHBIA THI YCTaHABIMBAEMOIO
oOpamJiieHus

— nyHkT «Het» ynanser Bce oOpaMieHHs BbIICTICHHBIX a03a1leB;

— nyHKT «PaMkay BCTaBiIseT paMKy BOKPYT BbIICJICHHBIX a03alleB;

— nyHKT «TeHb» co3maeT oOpamiieHUe WIH PaMKy C TEHbIO;

— nyHKT «Q0bémMHas co3gaer 00bEMHOE 0OpamMiIeHHe BOKPYT BBIACIIEHHOTO TEKCTA;

— OyHKT «Jlpyrasi» no3BoJieT co37aTh MPOU3BOIbLHOE 0OpaMIICHHE;

—  nyHKT « THm» mo3BossieT BRIOPAaTh HYKHBIA THIT TMHUU JJ11 OOpaMIICHHUS;

— nyHKT «LIBeT» mo3BosusieT BHIOpaTh HYKHBIHN IIBET JTHHUM;

— nyHKT «[IIupuHa) n03BoJsSET BEIOPATh HYKHBIN CTUIIb JTMHHA.

Pasznen «O0Opa3en» mnokasbiBaeT, Kak OyJeT BHITTIAAETh JOKYMEHT, €ClIM K HEMYy IpUMe-

HUTH BBIOpaHHBIE KOMaHbl. UTOOBI 100aBUTH WM YAQIUTH OOpamMyeHHUs ab3aleB, sSYEeK
TaOIUIIBI, HEOOXOIMMO HISTKHYTh B HY>)KHBIX MECTax Ha MOJieTH B rpynne «O0paszewn».
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C nomompto pazaena «l[IpuMeHUTH K» BO3MOXXHO BBIOpaTh MPUMEHEHHE OOpamIIeHUN K
TEKCTY, PUCYHKY, a03ally (Bkiagka «['panmuax»)mim k paszjieny JOKyMEHTa, KO BCEMY J0-
KyMeHTy (Ha BKiIaake «CTpaHuma).

C MOMOIIbI0 ONUMHU «JIMHHS» MOKHO I[O68BJ'I$[TB WA YIAJIATh JIMHUA O6paMJ'IeHI/IH " BbI-
6I/IpaTb HUX CTHJIb U L BCT.

Knonka «IlapaMerpol» 3a1aeT TpeOyeMoe pacCTOSIHUE OT TEKCTa 10 OOpaMJIICHUSI.

N3meHeHne HaMe4YaTAHHBIX CHMBOJIOB (CTPOYHBbIE OYKBbI HA MPONMCHBIE H JP.).

Komanga Menw — ®@opmatr—> Peructp 1no3BosseT 3aMEHTh BbIICICHHBIE CUMBOJIBI Ha
IPOIUCHBIE OYKBbI, HA CTPOYHBIE OYKBBI MJIM UX KOMOMHAIUIO:

1. C nmomompto onun «Kak B mpeasioxkeHusix» neppasi OykBa MEpPBOTO CJIOBA BHIJCICH-
HOT'O TIPEJUIOKEHUS WJIM TEPBOr0 CJIOBA IMOCJE KOHIIA MPEIJIOAKEHUS] CTAHOBUTCS MPOIHC-
HOH.

2. C moMoIIpI0 KOMaH]Ibl «BCE CTPOYHbIE» BCe OYKBBI BBIJICICHHOTO TEKCTa CTAHOBATCS
CTPOYHBIMH.

3. C nomomipsto komauasl « BCE ITPOIIMCHBIE» Bce OyKBBI BBIJICTICHHOTO TEKCTA CTa-
HOBSTCSI POMUCHBIMHU.

4. C nomompto komanasl «<HAUUHATH C ITPOIIUCHBIX» nepBas OykBa KakJ10TO
CJIOBA BBIJICICHHOTO TEKCTa CTAHOBUTCS ITPOTTUCHOM.

5. Ommust «3AMEHHUTD PEI'UCTP) 3aMeHsIeT B BBIJICJIEHHOM TEKCTE BCE MPOMUCHBIE
Ha CTPOYHBIE ¥ BCE CTPOUHBIE HA TPOMKUCHBIC OYKBBHI.

N3mMeHneHue 1 co3nanue CTHIA

CrueM Ha3bIBaeTcsi HaOOp mapameTpoB (popMaTHpOBaHUS, KOTOPBIA MPUMEHSETCS
K TEKCTY, TaOJIMIIaM U CIIUCKaM, YTOOBI OBICTPO U3MEHUTh UX BHEUIHUH BuA. CTHIU MO3BO-
JSIFOT OJHUM JMCTBHEM IMPUMEHHUTH Cpa3y BCIO IPYMIy aTpuOyToB (OpMaTHPOBAHUSI.
Hanpumep, BMecTo (opmatupoBaHusl Ha3BaHUS B TPU IpHEMa, KOrja cHavaja 3aJaeTcs
pasMep 16 myHkToB, 3ateM mpudT Arial U, HakoHell, BBIpaBHUBAHUE TIO TIEHTPY, TO KE ca-
MO€ MOHO CJ€JIaTh OJJHOBPEMEHHO, IPUMEHUB CTHJIb 3ar0JIOBKA.
Huxe npuBeneHbl TUIIBI CTHIIEH, KOTOPbIE MOKHO CO3JaTh U IPUMEHUTD.

o Crunp ab3ana MOJHOCTRIO ONpeessieT BHEIIHUM Bu ad3ala, TO €CTh BbIpaBHUBaHHE
TEKCTa, O3UIUHU TaOYIISIINHI, MEKIyCTPOUYHBIN HHTEPBAJ U TPAHUIIBI, & TAKKE MOKET
BKJTIIOYATh (DOPMaTUPOBAHUE 3HAKOB.

o Crunp 3HaKa 3amaeT GopMaTUpPOBAHUE BBIJEICHHOTO ()parMeHTa TEKCTa BHYTPHU a0-
3a11a, Ompeselisisi TaKhe MapaMeTphl TEKCTa, Kak MpudT U pazmep, a TakKe Moiy-
KUPHOE U KypPCUBHOE HauepTaHUE.

o Cruib TabNULBI 337a€T BUJI TPAHULL, 3aJIMBKY, BBIpABHUBAHHE TEKCTA U HIPUPTHI.

o CTuib cMcKa NPUMEHSIET OJIMHAKOBOE BhIPAaBHHUBAHME, 3HAKH HYMEPALUH WIH Map-
Kepbl ¥ IIPUQTHI KO BCEM CITUCKAM.

J1JIst HI3MEeHEeHHsI CTHJISE He00X0IMMO:

1. BriOpars komanay Mento — @opmar— Ctuiu u hpopMaTHPOBAHHE.
2. llenkHuTe CTHIB, KOTOPBIM TpeOyeTcs M3MEHUTH, MIPABOM KHOMKOW MBIIIH, a 3aTeM
BbIOepUTe KOMaHy U3MeHHUTB.
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Bri6epuTe HY>KHBIE TapaMeTpBhI.

4. Jlns mpocMoTpa JONOJHUTENBHBIX MapaMeTpOB HAKMUTE KHONKY dopmar, a 3aTeM
BbIOepuTe aTpudOyT, Hanpumep Lpudt wim Hymepauusi, KoTopeiii TpeOyeTcs U3-
MEHHUTb.

5. Ilocne m3menenus arpulyra Haxmute kHOonkKy OK, a 3aTemM M3MEHUTE TaKUM ke 00-
pa3oM ocTajbHbIE aTPUOYTHI.

151 cO31aHUsI HOBOI'O CTHJIA HY/KHO:

1. BoiOpats koManny Mento — ®opmar— Ctiiin U hopMaTUpOBaHHE.
2. B o6Omactu 3amau Ctum u popmatrpoBaHue HaXKMHUTE KHOTIKY CO3/1aHHe CTHIIS.
3. B nonne Ums BBEIUTE UMS CTHIIA.
4. BBIMOTHUTE OJHO U3 CIEAYIOMINUX JEUCTBUIA, I TOTO AJIEMEHTa ISl KOTOPOTO CO3-
JA€TCsl CTUIB:
o B crnucke Ctuab BeiOepute 3HaKa.
o B mone Ctuab BeiOepuTe Ab3ana.
o B none Ctuiasb BeiOepure Tadauubl.
o B none Ctuisb BeiOepute Cnmcka.
5. BriOepute HY)KHBIE TapaMEeTpPhl WM HAKMHUTE KHOMKY @DopMar ajis IpocMoTpa Ji0-
MOJIHUTEJIbHBIX TapaMETPOB.
st mostydeHusi CpaBOYHBIX CBEJCHUN O MapaMeTpe HaXKMUTE KHOIKY C BOMPOCH-
TEJIbHBIM 3HAKOM, a 3aTE€M ILLIEIKHUTE HHTEPECYIOIIHI mapameTp.

Cosem. Ecnu B kKauecTBE OCHOBBI JIJIS CO3/aHUS CTUJISI CIIMCKA, CTUJIS a03alla Wil CTH-
JIs1 3HaKa TpeOyeTCsl UCTIONBh30BaTh YKe 0T(POPMATUPOBAHHBIN TEKCT, BBIJICIUTE 3TOT TEKCT,
a 3aTEM CO3/1aliTe HOBBIM CTUJIbL HA OCHOBE (POPMATHUPOBAHUS U JPYTHUX CBONCTB BBIJICIICH-
HOTO TEKCTA.
6. Coxpanenue nokymenta MICROSOFT WORD.

CoxpaHHTh JOKYMEHT, CO3aHHbIi B mporpamme Microsoft Word Bo3aMosxHO TOJIBKO
B BUJIE DJIEKTPOHHOTO (paiina, T.e. AJIEKTPOHHOro MoKymMeHTa. COXpaHsITh CO3/1aBaeMbIit
daiin creayer movarie, a eIe Jy4Iiie BKIIYUTh PEKUM aBTOCOXpaHeHHs. Eciin koMmbroTep
«3aBHCHET» WM OTKIIOYUTCS AJIEKTPOIUTaHUE, OObIIas yacTh HHGOpMaIuu OyaeT crace-
Ha. Ho 2JIeKTpOHHBIN JTOKYMEHT UMEET CBOM CHEeU(PUIECKHE 0OCOOCHHOCTH U MPEkKIE YeM
€ro COXpaHATh HEOOXOUMO PACCMOTPETh ATH OCOOCHHOCTH U CTPOTO WX YYUTHIBATh B MPO-
I[ECCE COXPAHCHUSI.

DONEKTPOHHBIN JOKYMEHT, KaK U BCSAKHMHM JOKYMEHT JIOJUKEH MMETh CBOU CTpPOTHE
UICHTU(UKAIMOHHBIE TPU3HAKY.

HasBanue (aitna — 310 cBoero poaa « TUTYIBHBIN JIUCT» AIEKTPOHHOTO JTOKYMEHTA.
[TosToMy chopMUPOBaHHBIA TOKYMEHT HEOOXOIMMO COXPAHHUTh B BHUAE (ailina B HyHCHOU
nanke W MOJ HYHCHbIM UMEHEM.

Nwmst mroboro ¢aiina nomxHO HaunHAThCS ¢ Bameit pamunuu, Hanpumep, « Cugopos-
Otuer 0 Ja6.padore.dOCy». J[s mepBOHAYAILHOTO COXPAHEHUs CBOero (aiiyia Hajo JMbo
HIEJIKHYTh JIEBOM KiaBuIled MbIlKd 10 KHONKe «CoxpaHuTb» Ha «IlaHequ MHCTpPyMeH-
ToB» (Puc. 10.), 1100 menkHyTh no onuuu «Pain» MEHIO U B OTKPBIBLUIEMCS BCIUIBIBAIO-
eM MeHIo BeiOpaTh oniuio «Coxpanuthb» (Puc. 10).
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ECJIH BbI ITPOJIEP/KUTE KYPCOP MBIIIITH OKOJIO KHOIIKH HA ITAHEJTH
HHCTPYMEHTOB BOJIEE 3 CEKYH/], TO BCILIBIBAIOIIIAA I10/]CKA3KA
YKA’KET BAM HA EE ®YHKI[HH (PUC.11.).

Ha Puc.11. oTroOpaskeHa BCIIbIBarOIIas MojCKa3Ka.

Knonxka «CoxpaHuTb»

/
i | Howyme 11 - Microsoft Word

ann
N

e M CoxpaHHTE

Mpaer.a

ESE N Sl e

I Times Mew Roman

Enwa EBcTaeka dopm:

Puc. 10.

Oowyme Ht1 - Microsoft Word

i| ma#in | Opasica EqA  BrTapka  MopMaT  Cepec  Ta

] Cosaate..
CTEPBITE

JaKpeITe

ChrHO

4

COxpaHHTh

=

Chrl+5

[] \
COxPaHHTE Kak..,
(@ CoxpannTe kak ssb-cTpaHMLy. .,
f1 Mok davinoe. .

PaspeweHa

Bepcum, .,

N

N

MpeABAPHTENLHBIR MROCMOTR BEf-CTRAHHILG!

MapaKeTpE! CTREHHUEL, .

MpeABEPHTEREHEIR NPOCHOTR

Ommust «CoXpaHUTb»

N—

i

Oedathb...

Chrl+p

QTNpaEHTE.

CBOHCTES

»

1D:h...Y_BeeasHme-PeaakTmposaHHoe-02, doc

Puc. 11.

[locne mpoBeneHus yka3aHHBIX AEHCTBUI Ha 3KpaHe nosiBUTcs hopma «CoxpaHenue
noxkymenTa» (Puc. 11.). B Heil HeoOxonumo yka3ath uMs (aiina, Mo KOTOPHIM HY>KHO €ro
COXpaHsTh, U BHIOPATH MaIKy, B KOTOPO OyleT cCOXpaHsATh 3TOT (aiii.

ITo ymomyanuto Word npejuiaraer B kauecTBE UIMEHHU JOKYMEHTA CIIOBOCOUYETaHHE, C
KOTOpPOTO HaYMHAETCS TEKCT JOKyMeHTa. MIMs 10 yMOJI4aHMIO BCEra MOJACBEYEHO. JTO 03-
HAyYaeT, 4YTO BO3MOXKHO cpa3zy HaOpaTh HOBOE UMS COXPAHAEMOT0 JOKYMEHTa — PEKOMEH10-

Ba”HHOe Bawm BrIIIE.

CoxpaHeHme Jpiyme HTa @E
Manka: |b OTYeThl 0 NaBOpaTopHLX patioTax V| @ - Q P EH v Cepemcr
[Mam nocneaHHe o
AOKYMEHTE! Wwmst BEIOpaHHO# mankn
-
Pafiouri cTon
e
Man
LOKYMEHTEL
.
:
i
38
[ 3agaBaemoe ums (aiina
KaMnBtaTER /
.;'!3] Vims tharina; |Cm,qop05 OT4eT o na%aﬁm’e.doc A ‘ [ COXPEHHTE 1
Moe ceTesoe . =
okpyenne | Thndading: [ gocynent word (%c) o OTmena
g T
Puc. 12.

Coeem. Bcerna BHUMATEIIbHO POBEPSANTE, B KAKOW MaIKe U MOJ KaKUM UMeHeM Bbl
coxpansiere Bamm ¢aiinel. 1o n3baBut Bac moToM OoT UX MOMCKa 1O BCEW AWCKaM M Iar-

KaM.

B ¢popme na Puc. 12 menaitme moavko Hazeanue ¢haiina, ne mMenaiime u He yHUUMO-
scaitme e2o pacuwupenusn «.docy, 3mo oyoem 60CnpUHAMO PEOAKMOPOM KAK OuiudKa.
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W, HakoHell, cOXpaHsis HAaMMEHOBaHHE BCEX CBOMX (ailioB co cBoell pamuuu, (Ha-
npumep, daiit «CugopoB Ot4yer 0 J1a6.padoTe.dOC») - 3TO, BO-IIEPBHIX, MO3BOJHUT BCET/A
OBICTPO MX HMIAEHTHU(PHUIMPOBATh, BO-BTOPBIX, MO3BOJIUT IpernofaBaTenato 0e3 KaKux-I1udo
JIOTIOJIHUTENBHBIX JNEHCTBUM coOpaTh (ailyibl CTYJEHTOB OAHON MM HECKOJBKHUX I'PYIN B
OJIHOHM Mamke U cpa3y OTIMYUTH (ailibl OJHOrO CTYAEHTA OT (DaillioB APYTrUX CTYACHTOB
(puc. 13.), u, B-TpeThbUX, NPAKTHUYECKH BCerjga HaWTu Bamm Qaiinbl ¢ momouipo onuuu
«ITouck» B ToM cirydae, eciu Bel 3anucanu ux He B Ty nanky wiu npu cooe I1K (puc. 14).

|
Counee o z

@adn  MNpaeka Bwa  MzBpadHoe  Cepewmc  Crpaeka

Daiin Opaeka B Wsfpadboe Cepenc ;,"

eHaﬁﬂ. - J L’; /..-\Jl_lOMCK [{ Markm -

Aapec: |E] C:iMom aokyreHTelM naakos KM h | MNepexoa W ;) l-’}
|4 | Bynrakosa Oruet o naf. patioTe.doc
4 | Bonkosa OTueT 0 nad. patoTe.doc Anpec; | d Pe3yNeTaThl NOMCKa V‘ Mepex0a
‘ﬂ_]MYEHHOB OT4eT 0 nab, paBoTte.doc X Unh

%0 My ameanarosa OTUST o nad, pabaTe.doc MGHDILHAR. 10 NGHCKY TADE! MPHETYTHTS
{4 Catiuros OTwet o naf. paiote.doc

o

_]Tpenblxanma OTueT o nab. pabote.doc TIPOH3BECTH NDKCK No r

ﬂ OBHOMY HIH BCEM
¥ 0t et e KPHTEPHAN,

3

/O Mowck:

YacTh HreHM thaina MK mma
aring WemHKon:

[Tepedens (haiiioB CTyIEHTOB
IPYNIBL B ANKe y MpernogaBaTens oo o gt

3amanue 061acTu
TIoMCcKa 1o (ammtin

PI/IC.13. Nomck B!
@ guckd (CDGESF) (Y

Knrna Ak

Puc. 14.

[Ipr yacTOM HMCIIONB30BAaHUM SJIEKTPOHHBIM JTOKYMEHT «3aCOPSETCS» HEHYKHOU U
HeBUIUMOM nHpopmarmeil. [leno B TOM, 4TO MpU yCTaHOBJIEHHOM Hapamerpe «Paspemunts
obicTpoe coxpaHeHHe» Word coxpaHsieT Bce M3MEHEHHUs, KOTOpPhIe MPOUCXOIMWIN C JOKY-
MeHTOM. B pe3ynbrare «He0O0OCHOBaHHO» pacteT pasmep (aiina. UToObl ATOro M30eXKaTh,
MIEPUOIUYECKU COXPAHANTE JOKYMEHT C NMOMOIIBI0 KOMaHIbl «COXpaHMTh KakK...» MEHIO
«®aiia». [Ipu 3TOM MOXHO COXpaHATh (Al «IMOBEpPX» CYHIECTBYIOUIETO, T.€. B TOW ke
IAIKE U IO TEM K€ UMEHEM.

7. 3anoJHenue opmbl cBoiicTBa (aiina.

Jns 3anonnenust Gopmel «CBoiicTBay (haiina HaJJIeKUT BBI3BaTh B OKOHHOM Me-
HI0— Paiin — CpoiicTBa. Bee okHa 31Ol popMBI ciaenyeT 3amoyHITh B COOTBETCTBUU C
NPUBEACHHBIM Ha pHc. 15. o6pasuom. CrnenyeT 3HaTh, 4YTO IPU MOJABEIEHUU Kypcopa MbIILIN
K ¢aitmy B okae Windows mosBisieTcst paMka co BCEMH OCHOBHBIMU HICHTU()UKAIIHOHHBIMH
napamerpamu 3toro (aiina puc. 16. bonee nmoapodHO co BcemHu mapameTrpaM CO3/1aHHOTO
daiina MOXKHO BCerja MOXXHO O3HAKOMHUTBHCS, OTKPHIB oniuio «CBOMCTBa» —> 3aKIaIKH
«Oomme», «/lokymenT», «CraTucruka», «Cocra» u «Illpoune».
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| CeokicTBa: _BeegeHve-Pegaktmpo...

Obwpe | AOKYMEHT | Cratkctika | CocTas || Mpoune

Hazsatne: BeeasHne

Tema: MHopmaTHica

ABTOP: naaros KM, D S L rrmm—m — e
] _Peegarme-PegakTiposanHos HaCTE 6.dac [* Puac.12.3-24.bm
PyrosoAHTENE! Kyne6a B.B., Mypomues BB, lﬂ_l]WindDWS dac d Puc.13-24. b
YupEN ABHHE ! PITY 8| BEsgeHME-MInogHAK, doc Tun: Jowkyment Microsoft Word ul
Iﬂ__|]l'na,u,mBM+O_1.doc AsTop: Tnagkoe KoM, P
Fpynna: Kabeapa M3MY lﬂ_]rnaAmBMD_E.doc Jaronoeok: BeegeHe-PelakTHpoBaHHOE-HacTe 6 p
l’—_‘_I]J'IMET Microsoft Excel.xls Tema: FHbopMaTeKS ]
Knrovessle cnosa; | MHQOPMaTHES, ONEPAUMOHHER CHETEME @ﬂmeparypa W21.doc KzmeHeH: 05.04.2006 11:41 a]
B MeToguackie ykazanma EXCEL dac Pazmep: 823 KB b
JaMETEH! PYIOBOACTED ANA OHOPHNSHHA OTUETOE i
1o naBORaTOpHEM paBoTaM, HartarneHua1 . dor | Pur . 20-24 . hrmn
Puc. 16.

Baza
THNEPCCBINKH;

LWafinoH: Morrnal. dot

[ CosaaTh prcyHOK ANA NPEABAPMTENSHOD NPOCMOTPE

Puc. 15

3ananusik 1abopaTopHoii padore.

Yacrs I

1. O3HaKOMBTECH C TEOPETUYECKUM MUHUMYMOM (OIMCAHHBIM BBIIIE) SISl BBIOJIHEHUS
JTaHHOM J1abopaTopHOit PabOTHI.

2. Ortkpoiure nanky «MOHN JOKYMEHTbBI».

Wnu na cereBom nmucke otkpoiite manky «STUDENTS» — «Ne Bamei rpynnbi».

4. Ortkpoiite nanky «®@HCB» B nanke «MOU JOKYMEHTDBI» / «Ne Bameii rpyn-
nby. (nupektopus «®HCBy co3nannas B 1adbopatopHoit padote Ne 1- « DAMUIINAun
HOMEP (Bamero) CTYJIEHUYECKOI'O BUJIETA» - Hanpumep: UBanoBa-1245-05).

5. Co3zpnaiite nanky «Jlad.padora-3» BuyTpu nanku «®HCB».

6. Co3narh HOBBIH (aiin B TekcToBOM peaakrope Microsoft Word nnazosute ero «®a-
muins_BapuanTNe» .

7. BrimonHuTe 3a1aHus 10 OJJHOMY U3 BAPUAHTOB.

OdopmuTe BHIIOIHEHHBIE 3a/1aHUS KaKk 0T4YeT. JJis 3TOro nepes TeKCTaMu 3a/1aHui
CO3/aiTe TUTYJbHBIH JIUCT.

9. [Ilokaxure OTYET NMPENOAABATEIIO.

10. IIpuctymnute K BeimonHeHuo yacTu || maboparopHbix paborT.

Yacrs 11

1. Cosnath HOBBIH (haiisl B TEKCTOBOM penakTope Microsoft Word u ckonupyiite B HEro
TEKCT JIoroBopa u3 ¢aiina «/loropop-nmocraBkmu».

2.  OTpenakTupyiTe TaHHBIA JOTOBOP CICIYIONIUM 00pa3oM:
[IpuBectu B mOpsiIOK B TEKCTe JoroBopa Bee mpudThl. (T.e. TekeT norosopa 1.6. HadbUT
OJIHUM BUJIOM HIPU(TOB).

4.  OO0BeaMHUTE B IyHKTE 2 JOTOBOPA BCE MPEAJIOKEHUS B OJUH a03all.

5. B nmyHkre 3 B nepBOM IPEAIOKEHUN U B IIyHKTE 4 BO BTOPOM a03alle UCIIpaBbTe pe-

TUCTp U OTpGI[ElKTPIpYﬁTG HUX B COOTBCTCTBUU C IIPpABHIIAMH PYCCKOT'O SA3bIKA.
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10.

11.

12.

13.

14.

15.

B nynkre 5 B paznene «OTBeTCTBEHHOCTH NMPOJAAaBIA B CJIy4yae U3bATHS TOBapa y
NMOKYNAaTeJIsA MOCTaBUTh a03allbl B COOTBETCTBUH UX MOPSAKOBOMY HOMEPY IO CIHU-
CKY.

B nynkTte 5 B pazzaene «O0s3aHHOCTH MOKyNATENs U TIOCTABIIUKA B CIy4ae MpeabsiBie-
HUS MCKa 00 U3BATUU TOBapa» pa3AenuTh ab3all Ha 3 ab3ara.

B nmyHKkTe 5 U3 pa3genoB co3aaTb MapKUPOBAHHBIN CIIMCOK M N3MEHUTH LIBET HAIIUCA-
HUS pa3[Ie]I0B HA CUHUN:

e (OO0s3aHHOCTH MOCTABILIMKA [IEPEIaTh TOBAP CBOOOIHBIM OT IPaB TPEThUX JIHILL;
e OTBETCTBEHHOCTh MOCTABIIMKA B CIy4ae U3bATUSA TOBapa y MOKyNaTes;

e (OO0sA3aHHOCTH MOKYIIATeNs U NOCTaBIIMKA B CIy4ae MpeIbsBICHUS UCKa 00 U3BSITHU
TOBapa;
Ortxkpoiite (daiin «@parMeHT», pacloyioKUTe OKHaA AToro (aiina u daiina «lorosop-
MOCTABKM» OTKPBITHIMU OJJHOBPEMEHHO Ha 3kpaHe. HaliauTe TpeOyromuii perakium
(dparMeHT Tekcra B (aiine «/{oroBop-nocTaBKu» U OTPEJAKTUPYUTE €0 B COOTBETCT-
BUU ¢ (paiiom «@PparmMmeHT. (3aMEHUTh MHOTOTOYHSI COOTBETCTBYIOLIMMHU CIOBAaMHU,
9TO OBI MONYYMIICS TEKCT KaK B IOKyMeHTe «PparmMeHT» ).

B nmynkre 3 BTOpoit a03a1l BbII€IUTE KPACHBIM IIBETOM M OTGOpMATHPYHUTE €ro ¢ Mo-
MOIIBIO TUHEUKH CJIEAYIOINM 00pa3oM: JIEBBIA OTCTYI 2 CM., IIPABBIM - 2 CM, OTCTYII B
KpacHoM cTpoke - 1,5 cM., MeXCTpOUHBI HHTEpBal - 2, nocie ad3ama OTCTyI - 7 IT.

B nynkre 5 B paznene «O053aHHOCTH MOKYIATENA U MOCTaBUIMKA B cllyyae IpebsiBie-
HUS UCKa 00 M3BSTUU TOBapa» MEepBbINA a03all BHIACIUTH KPACHBIM LIBETOM U OT(hopma-
THPOBATH €ro CICIYIOIUM 00pa3oMm:

a03a11 T0JDKEeH ObITh BEIPOBHEH 110 MPABOMY Kparo, OTCTYIA B KPACHOM CTPOKE HET,
JieBasi rpaHula - 2 cM, IpaBasi - 3 ¢M, MEXCTPOUHbIN UHTEpBal (TOYHO) -15 nT.
B nmyHkTe 6 BTOpOIt ab3al1 BBIICTUTE KPACHBIM I[BETOM U OTGOPMATUPYHUTE €ro clie-
TYIOIIUM 00pa3oM: YCTAaHOBUTH MEKCTPOYHOE PACcCTOSIHUE B 2 UHTEpBaja, c/enarh OT-
CTyI nepen ab3aueM B 4 MHTEpBaia, a mocie ab3aua - 3 uHTepBaa.

B nynkre 7 aG3ai cieayeT oTopMaTUpOBATh CIEAYIONUM 00pa30M U BBIJEIHUThH JaH-
HBIM a03a1l KPaCHBIM IIBETOM:

a03aI11 JoHKeH OBITh BBIPOBHEH 0 00E€MM CTOpOHaM (10 HIMPUHE) U UMETh OTCTYTI B
KpacHOU cTpoke 1,5 cM, MeKCTpOUHBbIN HHTEPBAI -1 HHTEpBaI.

CospnaiiTe oOpamiieHHe K TEKCTY JIJIs TTOCIeAHETo ab3aria MyHKTa 8 U I TeKCTa MyHK-
ta 9. Jlnsg mocneaHero ab3ama myHKTa 8 HK3MEHUTE PACCTOSHUE JI0 TEKCTa 0O0OpaMIICHHUS
a03ana.

Jlns TpeThero ab3ana MyHKTa 8 co3aaiTe COOCTBEHHBIN cTUIb. JlJIs 3TOro U3MEeHHUTe
CTHJIb TIEPBBIN TakuM oOpa3oM (Bocnonb3yiitecs pazaenom Menwo — ®dopmart —
Ctuau u popmaTupoBanue):

® TEKCT, 0pOPMIICHHBIN JAHHBIM CTHIIEM, TOJDKEH uMeTh mpudT Times New Roman ,
pa3mep 12, 3en1€HbII LBET;

® TCKCT JOJDKCH UMCTH BBIPABHUBAHUC 110 IUPUHE,

® MEXKCTPOYHBIA HHTEPBAJ - JBOVMHOM;
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e uHTEpBaJ nepen 6 nt, nociue 6 0T;

e orcryn ciesa 1,25 cm.

16.
11.
17.

18.
19.
20.

[TynkT 10 — pa30uTh TEKCT Ha JIBE KOJOHKHU.
[Tokaxxute pe3yapTaT PEenoaaBaTelio.

A Tenepb BHMMATEJIBHO IOCMOTPUTE Ha TEKCT A0roBopa. Bac ycrpausaer ero sua?
CkonupyiiTe JaHHBIA JOrOBOP HUKE U CO3JANTE €r0 B €IMHOM CTHIIE.

BcTaBbTe Mex 1y 10roBopamMu MPUHYIUTEIBHBIN pa3pblB CTPAHUIL.
IHokakuTe cCO3TAHHBIA OTYET NMPENOIABATEIO.

BrIkIr04uTH KOMIIBIOTCP, IIPUBCCTU B IOPATOK pa6oqee MCCTO.

KOHTpOJIbeIe BOITPOCHI.

~No ok~ WN

. [lepeuncaute ocHoBHBIE pyHKIMK peaakTopa MSWord?

. Uro Takoe paboyas 001acTb CTpaHULIBI?

. Kak Hactpouts Buj skpana?

. Uto Takoe naHeau HHCTPYMEHTOB U KaKue OHH OBIBAIOT?

. UTo BXOJUT B MOHSATHE PEIaKTUPOBAHUE TEKCTA?

. Kakue crocoOsI BbIJIeTIEHUS BCETO TEKCTA IOKYMEHTA BBl 3HaeTe?

. Kakum 06pa3zom MOKHO pacroyioKUTh BCE OTKPBITHIE IOKYMEHTHI Ha SKpaHe OJTHOBpE-

MEHHO?

8.

[Tepeuncnute cnocoObl KOMUPOBAHUS/TIEPEMEIIICHHS TEKCTA U3 OJTHOTO TJOKYMEHTA B

JpyTon?

9.

10.
11.
12.
13.
14.
15.
16.

Urto BXOIUT B OHATHE (popMaTHpOBaHUE TeKCTa?

Kaxkue Buabl CriMCKOB BbI 3HAaETE?

Kak co3mats aBTOMaTHYECKUN CIUCOK?

Kak pa36uth TekcT Ha KOJOHKH?

Jlst uero ciy)uT koMana «Peructp» mento «@opmar»?

Kakue MoxHO co3aaTh oOpamiieHust BOKpYT a03aieB?

[Tepeuuncnute cnocoOsl hopmMaTupoBaHus ad3aeB?

Kak pa3buthb cTpoKy Ha JBE 4aCcTH — COXpaHssl CTUJIb ab3ara 1 He COXpaHsis CTUIIb

ab3ara?

17
18

. Yro takoe ctunb? Kakue napamerps! ctuis Bol 3HaeTe?
. Kak coxpanuts noxkyment B MSWord?

Bapuant Ne 1.

B nynkrax 3amanus PABOUYMI TEKCT 3AJIAHWScuumii. Bel komupyere 3TOT

tekcT. Berapnsere ero nociie PABOYEI'O TEKCTA 3AJIAHUS. Mensiete ero 1BeT Ha-
3eJ1éHBII(B MyHKTE 2 TIOKa3aH MpUMep KomupoBaHus). BeimonHsere 3aganue. U Tak BbI-
TIOJTHSIETE KaXK/IbIM MYHKT 3a/IaHUS.

1. BcraBbre moa myHkroM «CamocrtosiTenbHa padoTa» cBOIO (haMminio U Ne Tpymiibl.

Hwuxe nmoctaBpTe No cBOETo CTy/IeHUECKOTO OMIeTa.

2. Crnenyroomui TEKCT, IPEICTaBbTE B BUJIE YETBEPOCTHIINNA:

VY nykomopbs 1y0 3eJeHbIH, 371aTas 1enb Ha 1y0e ToM. M JHEM U HOYbIO
KOT y4eHbId Bce XoauT 1o nenu Kpyrom.
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Tam B Mope mapyca miyTaid, 1 Helpu4yacTHbIE Kape,

MenuTenbHO BENH MIaTaHbl U OCHIMAIUCH B HOSIOpE.

VY nykomopbs 1y0 3eNeHbli, 351artas 1ens Ha a1yoe ToM. M 1HeM u Houbto
KOT y4YeHbI Bce XoauT 1o uenu Kpyrom.

Tam B Mope mapyca IIyTajli, U HEIPUYacTHBIE JKape,

MennuTenbHO HBEH IIATaHbI U OCBHIAIUCH B HOSIOpE.

3. B cuenyromeM TeKkcTe paccTaBbTe CTpOKHU 1o andaButy. ([laHHoe 3agaHue HEOOXO-
JTMMO BBITIOJIHUTH C IMOMOIIBI0 KoMaHasl MeHro — Ta6nuia — CopTHPOBKA).
a1

Copoka
MenBenn
Bopona
Bosnk

Jlucuna

4. BrplnenuTte BTOPOE MPEAJIOKEHNE TEKCTa M U3MEHUTE I[BET €ro HarucaHusl.
OO6paTuMcs K BBIJICJICHUIO KOJIOHTUTYJIOB. Y CTAHOBUB TEKYIIYIO O3UIMIO Kypcopa B

00J1aCTH KOJIOHTUTYJIOB, IEPEMECTUTE YKa3aTellb K JIEBOMY Kpal0 KOJIOHTUTYJA TakK, 4TOObBI
OH U3MEHMJI BUJI, IOCJIE YETO TPUK/bI HAXKMHUTE KHOIKY MBIIIH.

5. BoccranoBuTe npaBUIIBHBIN MOPSAIOK CIOB B CTUXOTBOPEHHH, KaK 3TO OBLIO y KJac-
cHKa:
3naras 1enb Ha TOM 1y0e

VY nykoMophs 1y0 3€JICHBIH,
Bce xogut xpyrom o uenu
W 1HEM M HOYBIO YUEHBIHN KOT.

6. Cnenytomme ab3apl HEOOXOAMMO OTPOPMATUPOBATH B COOTBETCTBUHU C HAIMCAH-
HBIM B HUX TEKCTOM:

JlanHbIii ab63a11l 10KeH OBITh BRIPOBHEH 110 JIGBOMY KpParo € JIEBBIM OTCTYNOM | CM U OTCTY-
OM B KpacHoU (mepBoit) cTpoke - 1,5 cM. MexxcTpouHblid UHTEpBaTl (MHOXKUTENB)- 1,5.

Jlannblii abG3a11 10J1KeH ObITh BHIPOBHEH I10 JIEBOMY Kpako C JIEBBIM OTCTYNOM | CM U OTCTY-
MOM B KpacHoil (mepBoit) ctpoke - 1,5 cm. MexcTpouHslit uHTepBan (MHOXUTENB)- 1,5. Tle-
pen ab3ameM OTCTyM — 7 TT., Tociie ab3amna — 4 mT.

A63a11 oTpopMaTUPOBATH C MOMOIIBIO JTUHEWKH. J{anHbIi ab3am otueHTprupoBath. [IpaBbiii
OTCTYI - 3 CM., OTCTYIa B KpacHOH cTpoke HeT (npumep Cornacyromei nomuch).
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7. Jlnsg mocnenHero ab3aia co3iaiTe BOKPYT HEro oOpamiIieHHE B BHJIE paMKH OOpIo-
BOI'O [IB€TA IMMUPHUHOU 1,5 mT.

8. TlomensaTh 1mBeT ¢oHA BCEX BHIMIOJIHCHHBIX paHEe 3aJlaHWil ¢ OEI0ro Ha CBETIIO ce-
PpBbIii.

9. U3 npenpiaymmx ab3aimeB co3/1aTh HyMEPOBaHHBIN CITUCOK. Hymepanuro nmpousBecTu
apabckumu g pamMu co CKOOKOH.

10. B craenyromiem TeKkCcTe co3AaTh MHOTOYPOBHEBBIN CIMCOK, MPOHYMEPOBaB ab3allbl B
KOKJIOM paszfene. B mepBoM pasjene ab3aiibl HyMEpPYIOTCS CIEAYIOIMIMM 00pa3oM:
1.1. 1.2. ut. o0. BoBropom —2.1. 2.2. uT. 1.

1. IPEJMET JOI'OBOPA

[TocTaBmiuk npoxaet, a [lokynarens mpuodperaeT ToBap B COOTBETCTBHUH C BBIJAH-
HBIM CYETOM-(DaAKTYpOIA.

2. HEHA 1 OBIIASA CYMMA A0I'OBOPA.

OO61as cymma 10roBopa Ha MOMEHT €T0 3aKIII0ueHus: He (UKCUPYETCs.

Kaxnprit pas, korna [lokynaTenas OCyIecTBUT 1O CBOEMY BBEIOOpPY OTOOp TOBapa, Co-
CTaBJIICTCS ABYCTOPOHHEE JIONOJIHUTEIIBHOE COTJIAIICHUE ¢ YKa3aHMEM LIEHBl TOBapa, Ko-
TOpPO€ C MOMEHTA €0 MOJANKHCAHUS CTAHOBUTCA HEOTHEMIJIEMOI COCTaBHOM YaCThIO HACTOS-
uiero Jlorosopa.

11.3ameHuTh , eciu 3T0 TpeOyeTcs , CTPOYHbIE OYKBBI Ha MPOIUCHBIE, UCTIONB3YS KO-
MaHny «Peructp»:
B.U.(hazeeB “MyHUIUTIAIbEHOE TIPaBO PP’ . a0 U3AATEIBCTBO “FOPUCT’’

12. Cnenyromuii TEKCT pa3deliTe Ha 2 KOJIOHKH. PaccTosHre Mex-
ny xkononkamu 1,5 cMm. (He 3a0yovme ecmaseums paspvié na
meKyuiell cmpanuye 00 U nocjie OGHHO20 MeKCma).

Tepmun nndopmatuka (informatics) BBeneH (PpaHIy3CKMMH YYEHBIMH MPUMEPHO B
Hayasie 70-X roJIoB U 0O3HaYal - “Hayka o MpeoOpa3zoBaHUU UHPOPMAIIHN .

B 1963 r. coBerckuii yuenolii @.E. TeMHUKOB OJIHOBPEMEHHO € 3apyOeHBIMH aBTO-
pamu onpenenser nHHOPMATHKY Kak HayKy 00 nHpopMaIu BooOIIe, COCTOAIIYIO U3 3 oc-
HOBHBIX YacTe# - Teopuu MH(OPMAIMOHHBIX 3JEMEHTOB, TEOPUHU MH()POPMALMOHHBIX MPO-
LIECCOB U TEOPUH MH(OPMALIMOHHBIX CUCTEM. JTO ObLI MEPBbII BasKHBIN MOBOPOT B Cy/b0e
noHatus ‘“‘mH@POpMaruka”’. OH ocTaBayics AOATO JUIIb UCTOpuueckuM (akrtom. [lombiTka
000CHOBaTh HOBOE MOHATHE, J0KA3aTh €r0 HEOOXOAMMOCTh HE OblIa YCIEIIHONW U B JIOJDK-
HOM Mepe He OlleHEHa B CHIIy TOTO, 4TO MyOiuKaius Oblja OCYyIIEeCTBIEHA B MaJlO U3BECT-
HOM, crienuaibHoM KypHaie (M3Bectust By30B. Dnekrpomexanuka, 1963,N 11).

13. Cnenytromuii TekcT pa3deiTe Ha 4 KomoHKU. PaccTrosiHue Mexay KOJOHKamHu 1 cM.
OTtcTymnoB crpaBa U ciieBa B KosoHkax HeT. Otctyn B kpacHoil ctpoke 0,5 cm. (He

3a0y0bme ecmasums papvlé Ha meKywiel cmpanuue 00 u nocie OaHHOZ0 MeK-
cma)
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Tepmun uapopmarus (information) BO3HUK OT JJATUHCKOTO cjioBa informatio -
pa3bsCHEHUE, U3JI0KEHNE U 10 cepeanHbl 20 Beka 03Hayall CBEACHHUS, TIepeaBacMbIe
Mexay JonpMu. B ctathe BTOpOit ®epepanbHoro 3akoHa «O0 uHQOpMAIUN) WH-
dhopmaruss — 3To cBelIeHHS (COOOIICHMS) O JUIax, MpeaMeTax, (akTax, SBICHUIX H
mpoueccax, He3aBUCUMO OT (popMbl MX MpeicTaBieHus. B mHpopMaTuke 3TOT Tep-
MUH TONy4YmsI Ooyiee MUPOKOE TOJIKOBAHHE - CBEJCHHS, KOTOPHIMH OOMEHHBAIOTCS
MeX1y coOOM 01, YeTTOBEK U aBTOMAT, aBTOMAT M aBTOMAT; a TaK)Ke CUTHAJIbI, KO-
TOPBIMU OOMEHMBAIOTCS B )KMBOTHOM U PACTUTEIBHOM MHUpE, U MPHU3HAKH, Mepesa-
BaeMbIC OT KJIETKH K KIJIETKE, OT Opranu3Ma K opranmsmy. Mrak, nmoa napopmanueit
OyZeM MOHUMATh JI00YI0 COBOKYITHOCTh CUTHAJIOB, BO3JACHCTBUI MM CBEJECHUH, KO-
TOpBIE CUCTEMAa WIIK 00bEKT BOCTIPUHUMAET U3BHE (BXOAHAsI HH(POpPMAIIKs), BbIIAET B
OKpYXarollyto cpeay (BbIXOJHAs MH(QOpMAIusl) WIM XpaHUT B ceOe (BHYTpEHHss
uH(popMaus).

14. a) Cozpnaiite ctuib ¢ uMeHeM [lepBbIit Tak, 4TOOBI OH MMEI CIENYIONUE Xapak-
TEPUCTUKH:

TeKCT, OpOPMJICHHBIA TAaHHBIM CTUJIEM, NOJKeH uMeTh mpudt Times New Roman
Cyr, pa3mep 14, 3eneHbId UBET;

TEKCT JOJKEH UMETh JBYCTOPOHHEE BHIPABHUBAHHUE;
MEKCTPOYHBIA HHTEPBAI - JBOMHOU;
TEKCT JI0JDKEH UMETh 00paMIIeHHE B BUJIE PAMKH.

0) Cnenyromuii TekcT opopmuTte ctriieM [lepBriii:

BonbmmHCTBO Ma0JIOHOB BKJIIOUYAIOT B CE0S CIIEIUaTN3UPOBaHHBIC KOMaH/IbI, 00JIeT-
Yarolye BBITTOJIHCHUE ONPE/ISICHHBIX 3a1a4 MPH CO3/IaHUU JJOKYMEHTa, 0a3upyIOIIerocs Ha
mra0JioHe.
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Bapuant Ne 2.

B nynkre 3aganus PABOUMI TEKCT 3AJIAHU S cunmii. Bol KonupyeTe 3TOT TEKCT.
Bcerapasiere ero mociie PABOUEI'O TEKCTA 3AJIAHUS. Mensiete ero 1BeT HazeJié-
HbIN(B MyHKTE 2 MOKa3aH NpuMep KonmupoBaHus). Beimonnsere 3aganue. U Tak BbINIOJI-
HsIeTEe KaX bl IyHKT 3aJaHusl.

1. BcraBbre noa nmyHKTOM «CamocTosiTelibHa paboTa» CBOIO (aMUiIuio U Ne Tpymimbl.
Huxe nocraBeTe Ne cBoero cryeHueckoro ouiera.

2. Pasz0etite ciaemyrommii ab3am Ha 3 (caenaiiTe Kaka0e MPeIIoKeHHE OTISIbHBIM a0-
3alleM) U BCTaBbTE MEX Iy a03aliaMu 10 IMyCTOM CTPOKeE:
['maBHas GyHKIMS pa3paboTYNKa - CO3/1aBaTh BEIIH, KOTOPHIC TPYIHO TPOU3BOIUTH

Y HEBO3MOKHO 00CTyKMBaTh. KOMITIOHEHTa CXEMBI, Y KOTOPOW CaMbIii KOPOTKHUI CPOK
CIIyOBbl, IOMEUIaeTCsl B HaUMEHee JIOCTYIHOM MecTe. B 1mo00ii cxeMe J0KHBI conep-
KaThCs, IO KpaltHel Mepe, OJIHa ycTapeBIas AeTallb, ABE Ne(UIIMTHBIE U TPHU - HAXOIS-
[IMecst Ha CTaINK pa3pabOTKH.
['maBHas ¢pyHKIMS pazpabOTUMKa - CO3/1aBaTh BEIIU, KOTOPhIE TPYAHO MMPOU3BOIUTH

1 HEBO3MOKHO 00CyXuBaTh. KOMIIOHEHTA CXeMBbI, Y KOTOPOM CaMblii KOPOTKHUM CPOK
CITYOBI, TOMEIIAETCA B HAMMEHEee JOCTYITHOM MecTe. B 11000i1 cxeme T0KHBI CoAep-
KaThbCs, 10 KpaliHel Mepe, OJIHa yCTapeBllas JeTajb, ABe Ae(PULUTHBIC U TPU - HAXOM-
HIMecst Ha CTaJuK pa3pabOTKH.

3. B craenyromem ab3aiie BOCCTAHOBHTE TEKCT:
VY nykomopbs 1y0
3eJICHBIN ,3naTas 1elb
Ha 1y0e TOM.
W nHeM M HOYBIO KOT
y4eHbli Bce XoauT o uenu Kpyrom.

4. B crueayolieM TEKCTE€ pacCTaBbTe CTPOKH MO MOPSAKY HomepoB. ([laHHoe 3amaHue
HE0OXO0IMMO BBITIOTHUTH C MTOMOIIBI0 KOMaH 16l Menro — Tabnuma — CopTupoBka).
2)3asi

5)Copoxka
1)MenBenn
6)Bopona
3)Bonxk
4)JIucuia

5. IlomensiiTe MecTaMU NPEIOKEHUS METOIOM NEPETACKUBAHMS:
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3natas uens Ha 1y0e ToM

VY nykomopbst 1y0 3eneHbIN
Bce xoauT no nenu Kpyrom
W nHeM 1 HOYBIO KOT YUYEHBIN

6. CJ'ICI[YIOIHI/IG 3633111:»1 HGO6XOI[I/IMO OT(bopMaTI/IPOBaTL B COOTBCTCTBHMH C HaIlMCaH-
HBIM B HUX TCKCTOM:

Janubiii ab3ail 10KeH OBITh BRIPOBHEH MO MPABOMY Kparo, OTCTyNa B KPAacHOM CTPOKE
HET, JieBasi IPaHUIIa - 2 CM, TIpaBas - 3 cM, MEXCTPOUYHbBIN UHTEpBaJ (TOYHO) -15 NT.

Jlnst nanHOTO ab3ala yCTaHOBUTH OJJMHAPHOE MEXKCTPOUHOE PACCTOSTHUE, OTCTYI B KPACHOM
ctpoke 1,2 cM., caenath OTCTyn niepea ad3aleM B 4 mHTEpBaja, a mocie ad3ara - 3 uHTep-
BaJja.

AG3a11 oTopMaTHPOBATH C TOMOIIBIO TUHEHKHU. JIeBbIl OTCTYN 3 CM., IPaBbId - 3 CM, OT-
CTYH B KPACHOM CTpOKe - 1 CM., MEXCTpOUHbIN UHTEpBal — 2. JlaHHBIN ab3a1l JOJKEH OBITh
BBIPOBHEH 110 00enM cTopoHaMm (1o popmary).

7. s mocnemHero ab3arma co3gaiTe BOKpYT HEro oOpaMjeHHe B BUE paMKH OOpI0BO-
ro nBera mupuHout 1,0 nr.

8. IlomensTh 1BeT (oHA BCEX BHIMIOJHEHHBIX paHee 3a/aHUii ¢ OEJIOro Ha CBETJIO ToJy-
oo

9. U3 npenpinymmx ab3aieB co3/1aTh HyMEpPOBaHHBIN crMCOK. Hymepanuio npousBecTu
PUMCKUMU TtudpaMu

10.B crnenxyroieM TeKCTe CO3/1aTh MHOTOYPOBHEBBIN CIHCOK, MPOHYMEPOBaB ad3allbl B

KaXXJIOM paszjiesie OykBaMH pycCKOro andaBura.
1. MIPEAMET JOI'OBOPA

[TocraBmuk npoxaer, a [lokynatens mpuodperaeT TOBap B COOTBETCTBUU C BbIIaH-
HBIM CYETOM-(DaKTypOil.

2. HEHA 1 OBIIIAS CYMMA J1OI'OBOPA.

OO61mas cymma A0roBopa Ha MOMEHT €ro 3aKJIIOUeHUs He (PUKCUpYEeTCs KaKIblil pas,
korga IlokynmaTens OCyIIECTBUT MO CBOEMY BBIOOpPY OTOOp TOBapa, COCTABISETCS ABYCTO-
POHHEE JOIOJHUTEIBHOE COIVIAIICHUE ¢ YKAa3aHUEM LIEHBI TOBApa, KOTOPOE ¢ MOMEHTA €ro
MOANMCAHUs CTAHOBUTCSI HEOThEMJIEMOW COCTaBHOM YacThIO HacTosero Jloroopa.

11. 3ameHHTH NpONKCHBIE OYKBBI HA CTPOYHBIE U BCE CTPOUYHBIE HA MPOMUCHBIE:
B.U.GAZIEEB “mYHULUIIAJIBHOE IIPABO pd”. ao u3AATEJIBCTBO

“oPUCT” .

12. Cnenyromuii TekcT pa3beiite Ha 2 KOJOHKU. PaccTosiHue MEXIy KOJOHKAMH 2 CM.
(He 3a0yovme écmasumv paszpvlé Ha meKywieii cmpanuye 00 u nocjie OAHHO20
meKkcma)
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Onpenennm HUHPOPMATUKY CIEAYIOMUM o0pasom: «HMugopmamurxa — 3TO Hayka,
peIMETOM HU3YYEeHUsI KOTOPOW SIBISIFOTCSI Mpolecchl cOopa, mpeoOpa3oBaHus, XpaHEHUs,

3alUThI, TOUCKA U Mepeayl BCEX BUJIOB MH(DOPMAIMU M CPEJCTBA UX aBTOMATU3HPOBAH-
HOI 00paboTKu™.

13. Cnenyromuii TekcT pa3deiite Ha 3 KoyoHKU. PaccrosiHue Mexay Ko-
nonkamu 1 cM. OTcTynoB BkoyIoHKaxX HeT. OTCTyI B KpacHOM CTpoOKe
0,5 cm. (He 3a6yobme écmasums pa3pvié Ha meKyuieli cmpanuye
00 U nocie 0aHHO20 meKcma)

Oco0biM BugOM WH(MOpMaLUK SBISIOTCS 3HAKU, CO3/1aBa€MbIE CaMOOpPTaHHU-
3YIOIIMMUCS CUCTEMaMH W TpeIHa3HAYCHHBIC IS Mepefadd U XpaHeHus UHOOp-
Maruu. EcTh 3HaKu, BXOJSIINE B YETKO OPTaHU30BAaHHYIO CHCTEMY, U BHECUCTEM-
HbIe 3HaKU. [IpuMepbl 3HAKOBBIX CHUCTEM: 3HAKW JOPOXKHOTO JIBUKEHUS, CHUCTEMa
IIBETOB CcBeTO(Opa, My3bIKa, peub U SI3bIKU, KaAK €CTECTBEHHbIE, TAK U UCKYCCTBEH-
Hble. BHeCHUCTEMHBIE 3HAKU - 3TO WM OCTATKH HEKOTJa CYIIECTBOBABIIMX 3HAKO-
BBIX CHCTEM, WJIA 3HAKHU, CO3/IaHHbIE BPEMEHHO, OOBIYHO B HEOOJBIINX KOJUICKTH-
BaX JIOJIEH (SI3BIKH JKECTOB U M03).

14. a) Coszpaiite cTuib ¢ UMeHeM BTopoii Tak, 4TOOBI OH UMEN CJIEAYIOIINE XapaKTe-
PUCTHKHU:

TEKCT, OQOPMJICHHBIH JAaHHBIM CTHUJIEM, JOJDKEH MMeTh wpudt Arial, pasmep 13,
KpPACHBIHN 1BET;

TEKCT JJOJKEH UMETh JIBYCTOPOHHEE BhIPAaBHUBAHUE IO ILIUPHUHE;
MEXCTPOYHBIN UHTEPBAJ - MOJYTOPHBII;

TEKCT JOJKEH UMETh 00OpaMJIeHUE B BUJE PAMKH C TEHBIO.

6) Cnenyromuii TekcT odopmute ctusiem Bropoii:

BonpmHCTBO 11a0JI0HOB BKITIOUYAIOT B Ce0s CrieIUaTn3UpOBAHHBIE KOMaH/Ibl, 00JIer-

YaroIIUe BHITOJIHCHUE ONPEICIICHHBIX 3a1a4 IPH CO3JIaHUU JOKYMEHTa, 0a3upYIOMErocs Ha
mradJoHe.

IIpunioxenne 3. IIpe3enTanus.
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«MS Excel : ocHOBEI paboTED

Ha3HaueHue n o6nactum
NPUMEHEeHUst TaBNUYHbIX
NpoLeccopoB

MpakTiyecku B NoGoit 06nacTi 4esTenbHOCTU YenoBeka,
0CoBeHHO NPy peLLeHnK NNaHOBO-3KOHOMUYECKNX
3apau, GyxranTtepckom 1 GaHKOBCKOM yyeTe 1 .M.
BO3HMKAET HeoOXOAMMOCTb NPEACTaBNATL AaHHbIE B
Buae Tabnuu.

OneKTpOHHbIe Tabnuubl NpeaHasHaveHbl Ans XpaHeHns 1
06paboTku MHdopMaLMK, NpeacTaBneHHon B TabnuyHom
copme.

UcTopusa u TeHAEHUNUM PasBUTMS

Wpes coananus Tabnuubl BO3HUKNA Y CTYAEHTa
[apsappgckoro yHusepcuteta (CLUA) [aHa BpuknuHa
B1979r. BbINONHAS CKy4HbIE BbIMUCTIEHNS
9KOHOMMYECKOro XapakTepa C MomoLLblo GyxranTtepckon
KHUIX, OH 1 ero apyr bo6 ®paHKCTOH, KOTOpPbIN
pasbupancs B nporpaMMmmupoBaHui, paspaboranm
nepBylo NPorpamMmy aNeKTPOHHO TabnuLibl, HaaBaHHyio
nmu VisiCale.

HoBbIii CyLieCTBEHHBIN War B pasBUTUM SNEKTPOHHbBIX
Tabnuu — nosenexue B 1982r. Ha pbiHKe NPorpaMmmMHbIX
cpepacTs Lotus 1-2-3. Lotus B nepBbIn Xe rof nosbILLaeT
cBoit 06bem npogax 4o 50 MnH. gon. U ctaHoBuTes
camoit GonbLLO He3aBMCUMON KOMNaHue —
npou3soauTenem NporpamMmmHbIX CPeACTB.

Cnepnytowun war — nosisnexve B 1987r. TabnuyHoro
npoueccopa Excel dupmbl Microsoft. 3ta nporpamma
npepnoxuna 6onee nNpocToii rpaduieckuin MHTepdenc B
KOMBUHALMM C HUCTIAAaIoLWUMU MEHIO, 3HaUUTENbHO
pacLUMpyB NpY 9TOM (hYHKLMOHAmbHbIE BO3MOXXHOCTH
naketa 1 MoBbICUB Ka4ECTBO BbIXOAHOW MHOpMaLnN.

WmetoLmecs cerofHs Ha pbiHKe TabnudHble NpoLeccopb!
Crnoco6HbI paboTaTh Bbl LLIMPOKOM Kpyre 3KOHOMUYECKUX
1 APYIVX MPUNOXEHNUA U MOTYT YAOBIETBOPUTL
npakTuyecky NoGoro nonb3oBaTens.

U r.n.

OcHOBbI paboThbl C TaGNMUYHbLIM
npoLeccopom

*  HasHayeHue 1 obnacT NpUMeHeHUs TabnnyHbIX
npoLeccopoB

*  WcTtopusa v TeHAEHUWN pasBnuTus

*  OCHOBHbIE NOHATUS

+  3HaKOMCTBO C Tabnu4HbIM NpoLECCoOpoOM MS
Excel

*  3anyck MS Excel

*  3HakomMCTBO C 3kpaHom MS Excel

»  CraHpgapTHas naHenb 1 naHenb hopmMaTMpoBaHus

«  [pyrue anemeHTbl okHa Microsoft Excel

+ PaGora c nucTamn 1 kKhuramn

TabnuuHble npoleccopkl obecneynBaoT:

*  BBOf, XPaHEHUE 1 KOPPEKTUPOBKA AaHHBbIX;

* odopMIeHne 1 nevaThb ANEKTPOHHBIX TabNNL;
*  [APYXXECTBEHHbIN MHTEpPENC U T.4.

CoBpeMeHHble TabnuyHble NPOLIECCOPbl PeanuaytoT Lienbli
psSA  [ONONHUTENbHBIX hYHKUMIA:

*  BO3MOXHOCTb paboTbl B NoKarnbHOM CeTH;

*  BO3MOXHOCTb paboThl C TPEXMEPHON opraHusaLuei
3NEeKTPOHHBIX TabnuLy;

+ pa3paboTky MaKkpoKOMaH[, HacTPOWKy cpefibl Noj
noTpeBHOCTU Nonb3oBaTens 1 T.A.

Cnepytowuii war — nosisnexue 8 1987r. TabnuyHoro
npoueccopa Excel pupmel Microsoft. 3ta nporpamma
npeanoxuna 6onee npocTon rpaduyeckuin UHTepgenc B
KOMBMHaLWM C HUCNaAaloLWUMN MEHIO, 3HAYUTENbHO
pacLunpus Npu 3ToM PYHKUMOHANbHbBIE BO3MOXHOCTH
nakeTa 1 NoBbICUB KA4ECTBO BbIXOAHOM WH(OPMaLIUN.

Mmetowmecs ceronHs Ha pbiHke TabnuyHble npoLeccopbl
cnocobHbl paboTaTh Bbl LULMPOKOM Kpyre 3KOHOMUYECKNX
1 OpYrvX NPUMOXEHWA U MOTYT YAOBNETBOPUTDL
npakTuyecku nio6oro nonb3osaTens.

OCHOBHBI€ NMOHATUA

BneKTpoHHas Tabnuua — aBTOMaTU3UPOBaHHbIN
3KBMBanNeHT 0bblyHOI TabnuLibl, B iYeitkax KoTopoi
HaxoaaTcs Nubo AaHHble, Nnbo pesynbTaThl pacyeTa no
copmynam.

Pabouyas obnacTb 3neKTpoHHON TabnuLibi COCTOUT U3
CTPOK 1 cTON6LOB, MMEelLLMX CBOM UMeHa. MMeHa cTpok
— 370 UX Homepa. mexa cTon6LoB — 3T ByKBbI
naTtuHckoro andasura.

flyeitka — obnacTb, onpeaensemas nepeceyeHnem
cTonfLua v CTPOKM 3MEKTPOHHOM Tabnuubl, MetoLLas
CBOW YHUKanbHbI afpec.
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JIMCT
U3MEHEHU padouell yueOHOM MporpaMMel 10 AUCLUILINHE
OI1.04. ”THOOPMAIIMOHHBIE TEXHOJIOI'M

JlononHeHus U U3MEHEHMsI, BHOCUMBIE B pab0uyro IPOrpaMMy JUCLHUILIUHBI

OcHoBanus BHeceHus 10- | Paznen PIIJ, B koTophIii BHOCSTCS ConeprxaHne BHOCHUMBIX J0MO-
MIOJIHEHUH U N3MEHEHUH HU3MEHEHUS HEHU, N3MEHEHUH
[Ipenmoxxenne padboToma- HET HET

Tems

[Ipennoxxenue coctaBuTe- HET HeT

JI51 IPOTrpaMMBbI

[Ipuobperenue, nznanne Paznemnsr No2.4.5 u No5 OOHOBJIEH CITUCOK PEKOMEHTye-
JUTEPATypbl, 0OHOBJICHHUE IIepeuHst 0OCHOBHOH U TONIOJIHUTEIIb- MOM JInTeparypbl
IIEpEYHs U CONCPIKAHUS HOU y4eOHOH TUTepaTyphl

OBC, 6a3 qaHHBIX

CocraBurens: penoaaBareib T.A. ®enopsix

YTBepK/ieH Ha 3aceJaHuU MPEAMETHOHN (IIUKIIOBOI) KOMUCCUU MPOGECCUOHATBHBIX JUCITU-

IUINH crienrainbHocTu [IporpaMmupoBaHie B KOMIIBIOTEPHBIX CUCTEMAaX
npoTtokon Ne 1 ot «31» aBrycra 2018 .

[Ipencenarens mpeaMeTHOM (IUKIOBOI) KOMUCCUU TTPO(HECCUOHATBHBIX
JMCLIUIUINH ClieluanbHOCTH [ [porpaMmMupoBanue B KOMIIBIOTEPHBIX CUCTEMAX

/;‘/ﬁ JI.A. BriaroBa

IO AITUChH
«31» aBrycra 2018 r.
> A/ _—
3aM. aupexropa no YP ¢unuana A I. A. PeayHeHKc
e _» «31» aBrycra 2018
- AP ,
3aBeaylomas cekTopoM OubInoTexku L /' JI. I. Coxonoga
y «31» aBrycra 2013
P ...

Wrxenep-31eKTpoHUK (MporpaMMHoO- HH(YOPMALIHOHHOE ()Gecucqeﬂnc \\\\

o0pa3oBares1bHOI NpOrpaMMEl) ( i A. B. Cme¥anun

P e »—am‘_VEﬁNlS
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PELEH3HA
Ha pabouylo nporpaMMy 1o yHeGHOR AHcunninHe
OIL4 HHOOPMAUHOHHBIE  TEXHOJIOIHH MO COCHHATLHOCTH
(1.02.03 Tporpasmuporanic g komabloTepiwx cncresax CTIO, paspaBorannyio
lipenogasatenem Oranncan Jiconopoii Koposnoii

Crpykrypa  palovedt  nporpasts coOTBETCTBYET  YPOBIIG  pateHTHs
KOMOBIOTEPHON  TEXMHKM M CHCTCMRTHIALMN ANl OTHOCRINEHCE K
HHOOPMBLMONHOMY  OIMCANNIO  OOBEKTOn K NPOUCCCOR  NOIBOISIOUIMN
DCYWECTRINTE WX KOMNBIOTCPHOE MOACTHPOBAIHE H HCNONBIOBIHNE.

Hporpamma MpeayeMaTpHiaeT OCROSHNE NpodieccHoannILIX
xomnercnunit: (1K 1.6, [1K 3.1, 1K 3.2, 11K 3.4) u snaos aesrenssocts,
coraacHo OIOC Ne 804 or «28» wions 2014 T,

B nporpammy  BEMOMEHB  WHCTpysmeuTH  MS Office, paignTse
LITOPHTMHNECKOTD  MUMULICHHS  cnocofHocTelt & dopManmiamm  sneMenTos
CHCTEMHOMO MblICHIA. TTPOrpasMa HMEST J0CTATOMHYIO CTENeHh NOAHOTEl W
TAKOHUCHHOCTH N3y eHss npeamera 8 venosnsx Cl1O,

Arcunmmma Mndopmatmonnnie rexsotorii NPEAYCMATPHAACY ORJagEHNE
YMCHHAMM CTPOMTE MaveMatwyccxite ODLEKTH MHQOPMATHEN, B TOM wucne
norHYcexHe QOPMYIE 1 TIPOrPAMMEL HA POPMATLIOM F3BIKE YIAOWTETBOPRIOUINE
SA2aHHOMY ONHCEHMIO HCNONLIOBATE HHCTPYMenTRI MS Office n nacypansars nx
JUIS nons3oBATeNs .

B nporpamme  wauum  ompamenne  ocHOBHLIE TCOpeTHYECKHE M
NPAKTHYECKHE HANpaRICH M.

Crpyktypa  nporpasvsl  COOTBETCTBYET  COBPEMEHHBIM TpeboBanmnem.
Conepgange xa#aoro e€ viementa PEIDASOTEHO ¢ JOCTATOMHOI  CTENEH IO
AOTHOTE] K SAKOHYEHHOCTH,

B aporpamye npuBoanTes Heohxoanmuii Cucor yueluukos,

Ocobo creayer oTMeTHTH npuMeHenie 8 yueSHoM npouecee Banmsmo-
PERTHHIOBOH CHCTEMBI DLICHUBIHNA 1IAHHI H DPOCPAMM TECTHPOBAHKA,

B uenom penensupyemas nporpamya yuebHoR aucummansn FACHYKUBALT
BLICOKOH OUEHKH, OHA XOPOMIO MPOAYMAHE M OPHEHTHPOBANE HA MOATOTOBKY
OOYMRIOMIMXCA X MCHOABIOBAKMIO  TIONYMEHHLIX  HABBIKOR §  CHOCH
MPOHECCHONANLHOMN TERTENRHOCTH

Crenosatenuio, pabouan  NpOrpEMMa  COACPRHT ACe  HEOBXOAMMbE
WEMEHTBl PEKOMEHAYEMOR CTPYKTYPRL ODiaaael focrarousoil nosnoroil  n
JAKORUCHHOCTRIO,  RBIRETCH  LEHMLIM - NPEXTHHCCKIM  JOKYMEHTOM 1P
NPENoA3BaHHN aHCunmmie Mudiopaiaunoninge rexnonorun.

Peuenient: Bpraranon Oner B,'lusimnmay,{;;m' " AUMOHHLIE CHCTEM I

F, ".v'. -
H KOMITBIOTEPHIME TEXHOTOTHHY, mmecrmt_ny’hm' '
\& a7 55 -3
"} %"g\v‘? fr o
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Penensus
Ha pabouyro mporpaMmy o y4yeOHOM TUCIUIUIMHE
OI1.04 «MapopManiMOHHBIE TEXHOJIOT UM
no cneuuranbHoctu 09.02.03 ITporpammupoBaHue B KOMIIBIOTEPHBIX CUCTEMAX

CrtpykTypa paboueil mporpaMMbl COOTBETCTBYET YPOBHIO Pa3BUTHs KOMITbIOTEPHOI
TEXHUKU U CUCTEMAaTH3alUU 3HAHUMA, OTHOCALLEHCS K MH()OPMAIMOHHOMY OIHCAaHUI0 00b-
€KTOB M IIPOLIECCOB IO3BOJIAIOLIUX OCYIIECTBIIATh UX KOMIIBIOTEPHOE MOJIECIMPOBAHUE U
HCIIOJIb30BAHHUE.

[Iporpamma mpeaycMaTpuBaeT OcBoeHHE mpodeccuoHanbHbiX KommereHuuid: (I1K
1.6, IIK 3.1, IIK 3.2, IIK 3.4) u BumoB aestenbHOCTH, cormacHo PI'OC Ne 804 ot «28»
utong 2014 r.

B nporpammy Bkitouensl uHCTpyMeHTHI MS Office, pa3Butue anropuTMHuecKOro
MBIIUJIEHUS] COCOOHOCTEW K (hopMaliv3allMi 3JIEMEHTOB CUCTEMHOTo MbluuieHus. I[lpo-
rpaMma MMeeT JOCTaTOYHYIO CTEIEHb IOJHOTHI M 3aKOHYEHHOCTH W3Y4YEHHUs INPEIMETa B
ycnoBusx CIIO.

Juctumvaa «HbopMaliMoOHHBIE TEXHOJIOTHIY MPEyCMAaTPUBAET OBJIAJICHUE yMe-
HUSMH CTPOUTHh MaTEMAaTHUYECKHUE OOBEKTHI MHPOPMATHKH, B TOM YHUCIE Joruyeckue Ghop-
MYJIbI U TIPOTPAaMMBbI Ha (POPMATBLHOM SI3BIKE YOBJIETBOPSIONIUE 33JaHHOMY OTHCAHHIO HC-
noJib30BaTh UHCTpYMeHTH MS Office n HacTpauBaTh UX JAJIsl TOJIL30BATEIIS.

B mporpamMe Hanum OTpakK€HHE OCHOBHBIE TEOPETUYECKHE M NPAKTUYECKHE Ha-
IIpaBJICHUS.

CtpykTypa mporpaMMmbl COOTBETCTBYET COBPEMEHHBIM TpebGoBaHusM. CoaepikaHue
KaXJ10T0 €€ yIeMeHTa pa3paboTaHo ¢ JOCTATOYHON CTETEHbIO MOJHOTHI U 3aKOHYEHHOCTH.

Ilepeuenp pexOMEHIyEeMON OCHOBHOM M JTONOJIHUTEIBHOW JUTEpPATypbl BKIIIOYAECT
00IIeTOCTYITHbIE NCTOYHHUKH, U3JaHHbIE B MOcieaHee BpeMs (He mo3aHee S ser). Ilepeunc-
JeHHble THTepHEeT-pecypChbl aKTyaJIbHBI U JOCTOBEPHBI.

B uenom penensupyemas mporpaMma y4eOHOW JUCHUTIIMHBI 3aCTyKHUBAET BBICOKOM
OLICHKHM, OHa XOpOILO MpOoJyMaHa U OPUEHTUPOBAHA Ha MOATOTOBKY OOYYarOIIMXCS K HC-
MOJIb30BAHMIO TIOJTYYE€HHBIX HABBIKOB B CBOEH MPO(eCcCHOHAIBHOMN JIESITETbHOCTH.

CrnenoBatenpHO, paboyasi mporpaMma COJAEPKHUT BCE HEOOXOAMMBIE FIEMEHThI PeKo-
MEHAYEMOH CTPYKTYpHhI, 00JIaJaeT AOCTATOUYHOM MOJHOTOW M 3aKOHYEHHOCTBIO, SIBIISETCS
IIEHHBIM MIPAKTUYECKUM JTIOKYMEHTOM Tpu npenofaBanuu aucrumuinasl OI1.04 «Muadopma-
LIUOHHBIE TEXHOJIOTHUI.

>CLICH3ECHT,

Jupektop OO0 «CoBpeMeHHbIE

IY]!'&!UP\HJIlHU)IH}vIL' TCXHOJIOTHHY

ne 545"“"'“{
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