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1. MACIIOPT PABOYEM MPOT'PAMMBbI YUYEBHOM JTUCHUILJIMHBI
OI1.04 UTH®OPMALMOHHBIE TEXHOJIOT' U

1.1. O61acTh NPpUMEHEHH S MPOTPAMMBbI

Pabouas mporpamma yuebHoM auctumuinabel OI1.04 UadpopmaiimonHbie TEXHOIOTUN
SBJIIETCA YaCThIO MPOTPAMMBbI MMOATOTOBKHU CHEIMAINCTOB CPETHETO 3B€HA B COOTBETCTBUU
¢ ®IoC CIIO mo cnemuansHoct 09.02.03 IIporpammupoBaHu€ B KOMIBIOTEPHBIX
cUCTeMaX.

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

VYyeOHas AMCHUIIMHA OTHOCUTCS K oOmenpodeccuoHanbHbIM JUCHUIIIINHAM
npodeccronanbHoro nukia OIl.

Jlnst ocBoeHUs! JUCIHUIUIMHBI CTYJIEHTBHI HCIIOJB3YIOT 3HAHUS, YMEHHUS U HaBBIKH,
chopmupoBanHbsie Tpu uzyudeHuu aucuuruHel [1/1.02 «Mudpopmatuka», a Takxke

«Apxurektypa koMnbloTepHbIX cuctem» (I1K3.1), «OcHOBBI mporpaMMHpPOBAHUS».

WNun B pesynpTaTe n3y4eHus yaeOHOH TUCIUILTHHBI 00yJaroIHecs JOKHBI
Conepxanue
Ne | exc
KOMIIETCHLIUU .
M. | KoMI . MPaKTUIECKUHT
(nmm eé 3HATh YMETH
. | eTeH OTIBIT (BJIA/IETH)
4acTH)
LUH
AHanu3upoBa
Th Bnanets
MPOEKTHYIO U HaBBIKAMU aHANIN32
TEXHUYECKYIO MIPOEKTHOM U
JIOKyMEHTAalH TEXHUYECKOU
1 IIK3. | 10 Ha ypoBHE Oramnbl peleHus 3aJa4l Ha PaGorats B cpexe JIOKYMEHTaluu Ha
1 B3auMOJeHCT KOMIIBIOTEPE MIPOTrpaMMHUPOBAHHUS YpOBHE
BUS B3aUMOJICUCTBHUS
KOMITOHEHT KOMITOHEHT
MPOrpaMMHOT MIPOrPaMMHOT0
0 obecrieueHus
o0ecrieyeHusl
AHanu3upoBa
ITonyuats
Th Bnaners
HHPOPMAILTUIO O
MIPOEKTHYIO U HaBBIKAMH aHAJIN3a
[Iporneccs 06paboTKH napameTrpax N
TEXHUYECKYIO N MIPOEKTHOM U
WHPOPMAIIUH Ha BCEX KOMIIBIOTEPHOM .
JOKyMEHTalx TEXHUYECKOU
YPOBHSAX KOMIIBIOTEPHBIX CUCTEMBI,
[IK3. | 10 Ha ypoBHE JIOKYMEHTalluu Ha
2 . ApXHUTEKTYpP, OCHOBHbIE [IpousBoauTth
1 B3aUMOJICUCT YpPOBHE
KOMIIOHEHTBI IIPOTrPaMMHOTO MHCTAIISILAIO U o
BHUS . B3aUMOZCHCTBHS
obecrieyeHust HACTPOUKY
KOMITOHEHT KOMITOHEHT
KOMITBIOTEPHBIX CUCTEM MIPOrpaMMHOI0
MPOrpaMMHOT MPOrPaMMHOTO
o0ecrieyeHust
0 obecrieyeHust
KOMITBIOTEPHBIX CUCTEM
obecrieyeHust
[puHuumne! ynpasieHus Hvets
BrinonsusaTe pecypcaMu B ONIEPALMOHHON o
VYnpaBiare IMCKaMH U MPaKTUIECKUI
HWHTETPaLHIO CHUCTEME, .
IK3. . (aitnoBeIMu OTIBIT UHTETPAINN
3 MOJYyJIEH B OcoOEHHOCTH ITOCTPOCHHUS U o
2 CHUCTEMaMHU MOJyJIEH B
MPOTpaMMHY (YHKIIMOHUPOBAHHUS
. POTrPaMMHYIO
10 CUCTEMY onepanoHHbIX cucteM Unix
: CUCTEMY
u Windows




Nzydenne nucuumuimael «HpOpMaMOHHBIE TEXHOJOTHI» MpPEaBApseT H3y4YeHUE
JTUCIUTUINH «CucremMHoe POrPaAMMHUPOBAHUE» (ITIK1.6), «ITpukmnagnoe
nporpammupoBanue» (I1K1.6), «TexHomorus pa3paOOTKH MPOTPAMMHOTO 0OECIICUCHHS
(I1K3.1, IIK3.2, 11K3.4), «MHCTpyMEeHTaNbHbIE CpPEACTBA IPOrPAMMHOIO OOECIIEUEHUSD)
(I1K3.1, 11K3.2, I1K3.4), «/loxymentupoBanue u ceprupuxanus» (I1K3.1, [1K3.2, [1K3.4).

1.3. Heau u 3agaum y4yeOHOIi JUCHUILVIMHBI — TpeOOBaHMSA K pe3yJbTaTaMm

OCBOEHUSI TMCIHUIIUHBI:

B pesynbTare nzydenus o0s3aTeNbHOM YacTH y4eOHOIr 0 UKJIa JUCHUILIMHBI 00yJaromuics

JOJDKEH: YMeTh!

- 0o0palaThIBaTh TEKCTOBYIO M YUCIIOBYIO MH(OpMAIHIO;

- NpPUMEHATh  MYJIbTUMEAMHHBIE  TEXHOJIOIMM  OOpa0OTKM U IpEACTaBICHUS
uHdopMaIuu;

- oOpalaThiBaTh 3KOHOMHYECKYID M CTATUCTUYECKYI0 HMH(POpMALMIO, HUCHOJIb3Ys
CpeZCTBa MakeTa MPUKIAJAHBIX IPOrpamMm;

3HATh.

- Ha3Ha4YCHHE W BUABI MHPOPMAIMOHHBIX TEXHOJIOTHIA, TEXHOJIOTHH cOOpa, HAKOTIIICHHS,
00paboTKH, Iepelayi ¥ pacIpoOCTPaHEHHsI HHPOpMaIUY;

—  COCTaB, CTPYKTYpY, IPUHIIUIIBI PeaTu3aiy 1 GYHKIMOHUPOBAHUS MH(POPMALIMOHHBIX
TEeXHOJIOTHH;

- 0a30BBIC U MPHUKIAIHBIC HHPOPMAIIOHHBIC TEXHOJIOTHH;

—  HHCTPYMEHTaJbHbIE CPEeACTBA HHPOPMAIIMOHHBIX TEXHOIOTUH.

MaxkcumanbsHasi yueOHasi Harpy3ka ooyyatouierocst 84 yac, B TOM 4ucJIe€:
— o0s3aTenpHas ayAUTOpHAs yuyeOHasi Harpy3Ka oOyuaroiierocs: S64acos;
— camocTosITeNbHas paboTa obyuaromierocs: 284acos.

1.4. IlepeyeHbr MJIaHUPYeMbIX Pe3yJbTATOB O0y4YeHHS 10 JTUCHMILIMHE
(mepevyeHs (OPMHUPYEMBIX KOMIIETCHLU)

OOyJaroruiics T0mKeH 00J1a1aTh OOIMMH KOMITETCHIIMAMH, BKIIFOYAFOIIUMU B ceO0s
CITOCOOHOCTB:

OK 1. TlonumaTh CyHIHOCTP M COIMAJIBHYIO 3HAYMMOCTh CBOEH Oyayinen
npodeccun, TpOsBIATH K HEW YCTOWYUBBIN HHTEpEC.

OK 2. OpranuzoBbiBaTh COOCTBEHHYIO JESITEIBHOCTh, OMPEACNATh METOIbl U
CHocoObl BBIMOJIHEHUS NPO(EeCcCHOHANBHBIX 3aJad, OLEHUBaTh HX 3(PPEKTUBHOCTh U
Ka4eCTBO.

OK 3. IlpuHuMath pemnieHusi B CTAaHAAPTHBIX U HECTAHJIAPTHBIX CUTYAIUSX U HECTH
32 HUX OTBETCTBEHHOCT.

OK 4. OcymiecTBisaTh MOUCK, aHATU3 U OIEHKY MHGOpMAIUU, HEOOXOIUMON st
MMOCTAHOBKHM U peIIeHUsT MpOo(dheCcCHOHANBHBIX 3a/1ad, MPo(ecCHOHATBHOTO U JIMYHOCTHOTO
pa3BUTHSL.

OK 5. Wcnonb3oBaTh uWH(MOPMAIMOHHO-KOMMYHUKAIIMOHHBIE TEXHOJIOTHUU IS
COBEPIICHCTBOBaHUS TPO(HECCHOHANTBHON A TEIHHOCTH.

OK 6. PabGorath B KOJUICKTHBE M KOMaHjE, oOecmeuyuBaTh €€ CIUIOYCHUE,
3¢ (deKTUBHO 001aThCS € KOJIEraMH, pyKOBOJICTBOM, MMOTPEOUTEIIMHU.

OK 7. Bpatb Ha ce0si OTBETCTBEHHOCTb 3a pabOTy UJIEHOB KOMaHAbl (MOJYMHEHHBIX ),
3a pe3yJIbTAT BHITIOJHEHUS 3a/IaHUN.



OK 8. CamocTosTeNnbHO OINpENEATh 3aladyu MPOPECCHOHATBHOTO U JUYHOCTHOTO

Pa3BUTHUA,

3aHUMAaTbCA

KBaJTU(UKAIUH.
OK 9. OpuentupoBarsCsi B YCIOBHSIX YacTOH CMEHBI TEXHOJOTHI B MPOPECCHOHAIBHOI

ACATCIIBHOCTH.

CaM006p330BaHI/IeM,

OCO3HAaHHO

IJIAHUPOBATDH

ITOBBIICHUEC

[1IK 1.6. PazpabaTbiBaTh KOMIOHEHTHI MPOEKTHON U TEXHUYECKOW JOKYMEHTAIlUU C
WCIIOIb30BaHUEM TPpaPUUECKUX S3BIKOB CHEIU(DUKALIHIA.

[IK 3.1. AHanmu3upoBaTh NPOECKTHYID M TEXHUYECKYI) JOKYMEHTALHMI0 HAa ypOBHE
B3aMMO/ICHCTBUS KOMIIOHEHT MPOTPAMMHOT0 O0ECIICUEHHUS.

[1K 3.2. BpINONHATh HHTErPAIO MOAYJIEN B MPOIPAMMHYIO CUCTEMY.

[1K 3.4. OcymiecTBisTh pa3padOTKy TECTOBBIX HAOOPOB U TECTOBBIX CIICHAPHEB.

WNupnex B pe3ynbTaTe M3yueHus yueOHOHN TUCITUILTMHBI 00yYarONIMecs JOKHBI
Ne c Conepxanue
" | KoMIle | KOMIETSHINH (FITH MIPaKTUIECKUN OTIBIT
ILII. . 3HATh YMETh
TEHIIU e€ gactu) (B1ameTp)
u
1. OK 1 [Hornmats CBOOOIHOE BIIAZICHUE | YMEHHS IIpakTHyeckoe
CYIITHOCTb U Mpo(heCCHOHANBHBIM | HCIIONB30BaTh HCMOJIb30BaAHUE
COITUATHHYIO Y 3HAHUSIMH B 3HAHUS B npogeccuoHaIbHBIX
3HAYMMOCTh CBOCH | obnactu obnactu 3HaHMIi: CIOCOOHOCTD
Oymymieit WH(POPMAITMOHHBIX COBpPEMEHHBIX CaMOCTOSITETTFHO
npogeccun, TEXHOJIOTHH, MH(GOPMAITUOHHBI | UCIOJIL30BATh
MPOSIBIIATH K HEH HCIIOJIb30BaHHE X TEXHOJIOTUI COBPEMEHHBIE
YCTOWYMBHIT COBpPEMEHHBIX JUTSL pa3BUTHS WH(POPMAITOHHBIC
WHTEpec KOMITBIOTEPHBIX mpo(hecCHOHANBH | TEXHOJIOTHUHU B
MPOrPaMMHBIX bIX HaBBIKOB, MPEIMETHON 00JIaCTH U
MPOAYKTOB JIJIst CIOCOOHOCTH CMEXHBIX OTPaCIIsX,
pelieHus 3aaa4d KCII0JIb30BaTh WCTIONb30BaHME HA
HpO(beCCI/IOHaJ'H)HOI/f’ I/IH(bOpMaLII/IOHHI)I IMPAKTHUKE
JEITEIBHOCTH U 34 € TCXHOJIOTUH U HWHTCTPUPOBAHHBIX
€e mpeaeiaMu COBPCMCHHBIC 3HaHWH B o0JracTu
WHCTPYMEHTaIbH | WH(GOPMAIMOHHBIX
bIC TEXHOJIOTUH, YMEHHE
MPOrpaMMHBIC BBIJIBUTATh U TPUMEHSTh
CpeJcTBa Mpu ujier, BHOCHTD
pelIeHun OPUTHHAJILHBIN BKJIAJ] B
COILMAIBHBIX U OyayuIyto mpoeccuro
mpohecCHOHAIbH
BIX 3a/1a4
2. OK 2 Opranu3oBBIBATh 3HAHME  OCHOBHBIX | YMEHHE CIIOCOOHOCTBIO
COOCTBEHHYIO TEHACHIINN WCIIONE30BATh KPUTHYECKA
JIESTEIbHOCTb, pa3BUTHUSA WH(POPMAITUOHHBI | TIEPEOCMBICINBATH
OTIPEIETIATh MHGOPMAITHOHHBIX € TEXHOJIOIMHU JUTsl | HAKOTUICHHBIN OIIBIT,
METOJBI ¥ CTIOCOOBI | TEXHOJIOTHH, pelIeHus BHOCHUTH U3MEHEHUS B
BEITIOJTHEHHS CIOCOOHOCTH Pa3IUYHBIX paboyre mpoIECCHl C
nmpodecCuoHanbHBl | MCIOIB30BAThH UX | COLMAJIbHBIX, y4€TOM MHHOBAIIMA,
X 3aJ71a4, OICHUBATh | 0a30BbIC TMOJIOKCHUS | TIPOU3BOJICTBEHH | COBEPIIICHCTBOBATH
ux 3(h(HeKTUBHOCTh | TpHU pElIeHNH | BIX, HaBBIKU
Y Ka4eCTBO COIMATTbHBIX U | YIPaBJIEHYECKUX | CaMOCTOSTEIHHOH
npo(heCCHOHAIBHBIX | U JPYTHX | pa3pabOTKH METOIOB U
3a/1ad4, pa3BUBaTh | MPO(ECCHOHANBH | CpPeNCTB aBTOMATU3ALUM
CIOCOOHOCTD K | BIX 3a1a4, | uHGOPMAIHOHHBIX
MIPHUPAILCHUIO KPUTHYECKU MPOLIECCOB; Je/IaTh CBOM
3HaHUH U | OLICHUTh BKJIaJ] B ONITHMH3AIIHIO
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Wnnex B pesynbraTte nzyueHus yueOHON AUCIMILIMHBI 00YYalOUIHecs TOJHKHEI
No c Conepxanne
" | KoMIle | KOMIIETCHUUH (WU IIPAKTUYECKUH OIBIT
ILIIL i 3HATh yMEThb
TEHLIU e€ yacTu) (Bnazets)
u
BHE/IPEHHUIO OCBOCHHBIE pabouYuX IPOLIECCOB C
NepeaoBOro TEXHOJIOTHH, YYETOM pa3BUTHA HAYKU U
POCCHIICKOTO U | TpaHUILIBI UX | TEXHOJOTHH
MHPOBOTO OIBITA B | IPUMEHUMOCTH
cBOEH
npohecCUOHANTBHOMN
u
MEXIUCLUITUHAPHO
i obnacTsax
3. OK 3 IIpunumath 3HaTh METOJIbl | AHaAN3 BripaboTka W mpuHATHE
peleHus B HOPUHATHSA pelleHuH | nHpopManuu: YIPaBIEHYECKUX
CTaHIAPTHBIX U B paMKax | CIIocCOOHOCTh pelIeHni:  CIIOCOOHOCTh
HECTaHAaPTHBIX KOMITETEHTHOCTH OCYILIECTBIIATD pa3pabaTeiBaTh BapUAHTHI
CUTyaIlusIX U HECTH | CIICNMANNCTa, 3HATHh | cOOp, 00paboOTKy, | YIpaBIEHIECKUX
3a HUX 0 KpHU3HC- | aHAIN3 U | peleHnuy 1 060CHOBBIBATh
OTBETCTBEHHOCTb. MEHEPKMEHTE CUCTEMATH3ALMIO | UX BBIOOD B  paMKax
WHPOPMAIIH, KOMIIETEHTHOCTH
00001maTh U | CHeIHanCcTa.
KPUTHYECKU Kpusuc-meHe 1:;kMeHrT:
OLICHUBATh CIIOCOOHOCTBIO YIPAaBIISITh
pe3yabTaThl B KPU3UCHBIX CUTYaIHAX U
NPUMEHATh  TE€XHOJOIHH
KpH3HC-MEHEPKMEHTA.
4. OK 4 | OcyuiecTBusiTh 3HaHue Pabotats ¢ | crmocobHOCTh
MIOWCK, aHAJIN3 U IPOrPaMMHOT0 HOPMAaTUBHO- OCYILECTBIISITD coop,
OLICHKY oOecrieyeHus: TEXHUYECKOH 00paboTKy, aHaau3 U
uHpOpMAIUH, COCOOHOCTH JIOKyMEHTAITUEH: CHUCTEMATHU3AIINIO
HEe0OXOIUMOM JUIS BEIOODA, CITOCOOHOCTBIO He00XO0IUMO
MOCTaHOBKH U MPOEKTHPOBAHMS, OCYILIECTBIISTD UH(OPMAIIH, BBIOOP
peleHus peanu3anum, OUeHKH | moaoop, MOJIXOISAIIEeH TEXHOJIOTHH,
npodecCHOHANBHB | KadyecTBa W aHali3a | U3yueHHe, aHAU3 | HHCTPYMEHTAIbHBIX
X 3a/1a4, a¢heKTHBHOCTH " 00o01IeHne | CpeacTB pelieHus
npo¢eCCHOHAIBLHOT | MPOrPaMMHOTO HOPMATUBHBIX U | MPO(EeCCHOHATBHBIX
0 W JINYHOCTHOTO obecrieyeHus, METOAMYECKHX 3aja4, UCIOJIL3YS 0030pHI
pasBUTHS NOHUMAaHue MaTepHajoB IO | HAYYHOM JHUTEpaTypbl H
KOHIICTILINI u | npo¢uiIo 3JIEKTPOHHBIE
aTpuOyTOB KauecTBa | JAEATENHFHOCTH W3 | HHPOPMAIMOHHO-
IPOrpaMMHOT0 3JIEKTPOHHBIX o0Opa3oBaTenbHbIE
obecrieueHus OnOIMOTEK, pecypchl,
(HamEXHOCTH, pedepaTuBHBIX WHPOPMAITHOHHO-
0e30macHoCTH, KYpPHAJIOB, CETH | KOMMYHUKAI[HOHHBIC
ynobcTBa Wnreprer, TEXHOJIOTHH
WCIIOJIB30BaHUs), B | CIOCOOHOCTH
TOM 4YHCIle, POJH | UCIIONIL30BATh
JIoeH, TMPOLECcCOB, | HOPMATUBHEIE
METO/IOB, MIPaBOBBIE
WHCTPYMEHTOB U | JTOKYMEHTBI B
TEXHOJIOTHH cBoeil
oOecrieyeHust npodeccuoHanbH
Ka4ecTBa Ol 1EeSITEIBHOCTH
5. OK 5. | Mcnonp3oBath BJIa/IEHUE OCYIIIECTBIISTH CIIOCOOHOCTh ~ YUHTHIBATh
MH(POPMAIIIOHHO- TEOPETUUECKUMHU cbop, 00paboTKy, | COBpEMEHHBIE TEHICHINU




Wnnex B pesynbraTte nzyueHus yueOHON AUCIMILIMHBI 00YYalOUIHecs TOJHKHEI
No c Conepxanne
" | KoMIle | KOMIIETCHUUH (WU MIPAKTHYECKUI OTIBIT
ILIIL i 3HATh yMEThb
TEHLIU e€ yacTu) (Bnazets)
"
KOMMYHHUKAIIMOHH | OCHOBaMH aHaIN3 U | pa3BUTUS  TPUKIATHON
bI€ TEXHOJIOTUH ISl | MH)OPMAIIMOHHBIX CHUCTEMaTHU3alUI0 | MaTeMaTHKH,
COBEPILEHCTBOBAHU | TEXHOJIOTHUH, HaY4HO- WHPOPMATHKU u
A TOTOBHOCTB TEXHUYECKOU BBIYHACIUTEILHON
npodeccHoHabHO | TPUMEHSTH HH()OpPMALMH 110 | TEXHUKH, KOMITBIOTEPHBIX
i e TenbHOCTH OCHOBHBIE ~ METOJBI | Mpodeccuu, TEXHOJIOTHA B
uT B cBOcH | BRIOHMpATh podeCCHOHATTLHOM
npodeccHoHaIBHOM | METOIUKY U | JeATEeITbHOCTH,
JeSITeTbHOCTH, cpencTaa CIOCOOHOCTH MPOBOJIUTH
3HAHHE METO/IOB | PEUICHUs] 3ajJad, | Hay4yHble, B TOM YHCIE
CaMOCTOSATEIBHOTON | HCIIONB3YS MapKeTHHTOBBIE,
omcKa U | HayYHYIO UCCIIEIOBAHUS;
WCTIOJIb30BaHHUS JTUTEPATYPY U | TOTOBHOCTh
Pa3ITHMYHBIX AIIEKTPOHHBIE pa3pabaThIBaTh
HMCTOYHHKOB WH(POPMAITMOHHO | HeoOXoauMmoe
HHpOpMaIUH mno | - MporpaMMHOE
npooieme oOpa3oBarenbHBl | ObOecreueHne JUTST
e PECypchl, | COBEpIICHCTBOBAHMUS
WHPOPMALTUOHHO | MPOodhecCHOHATBHOM
- JeSITeTbHOCTH
KOMMYHHUKaIMOH
HBIE TEXHOJIOTH
6. OK 6 Pabotats B 3HAHHE METO/IOB | CIIOCOOHOCTD CIOCOOHOCTD
KOJUICKTHBE 1 paboTHI B | BKJIIOYATBCI B | HMCHOJIB30BATH
KOMaHIe, KOJUICKTHBE u | pabory COBPEMEHHBIC
o0ecrne4nBath ee KOMaH/IE; npodeccuoHaIbH | MHPOPMAIMOHHO-
CIIOYCHHE, MOHUMaHue BIX TpyMIT; | KOMMYHHKATHBHBIE
3¢ (eKTUBHO TICUXOJIOTHYECKUX CIOCOOHOCTH TEXHOJIOTHH B pabore ¢
oOmiarbes ¢ ocobeHHoCTe! OpraHW30BBIBaTh | TEKCTaMH, WHPOPMAIUEH,
KOJIJIETaMH, (YHKIIMOHUPOBAHUSL | COTPYAHHUYECTBO | pe3yibTaTaMH
PYKOBOJICTBOM, JMYHOCTH, TPYIIIBI, | OOyYaromuxcs, UCCIENOBaHUN W JUIA
HOTPeOUTEIIIMU o01ecTna, HO/ICP)KUBATh peanuzanuu
MHUPOBOTO AKTUBHOCTD U | mpodeccHoHaNbHON
coo01ecTBa WUHUIMATHBHOCTb, | JIESATEIbHOCTH;
CaMOCTOSITETIBHOC | CIIOCOOHOCTH JeaTh
Th M TBOPYECKHE | BKJIAJ B JIMYHOCTHBIN
CIIOCOOHOCTH, pocT W TIOBBIIICHUE
TOTOBHOCTh K | 9QPEKTUBHOCTH  JPYTHX
B3aMOJICHCTBHIO | YYaCTHUKOB
c YYEHUKaMH, | MpodecCHOHATEHON
POIUTENSIMHY, JEeSITeIBbHOCTH
KOJIJIETaMH,
COLMATLHBIMU
napTHepamu
7. OK 7 Bpatb Ha cebst Brnaners YmeTs Pa3BuBath B cebe
OTBETCTBEHHOCTb MICUXOJIOTHYECKUMHU | pa3BUBATh aHAJIM | aHAJIUTHYECKOE
3a paboTy 4JICHOB 3HAHWSIMA METOJIOB | THYECKOE MBIIICHHE,
KOMaH/Ibl paboThI B | MBILUICHUE, METOANYHOCTb,
(OMYMHEHHBIX), 32 | KOJUIEKTHBE M | OTBETCTBEHHOCTb | NUCHUIUIMHUPOBAHHOCTH,
pe3yibTaT KOMaH/ie; IMOHWUMATh | , KOMMYHHKa0EJIbHOCTB,
BBITIOJTHEHUS TICUXOJIOTHYECKHIX KOMMYHHKa0EIIbH | KPEaTHBHOCTB,
3aJaHUH. ocobeHHoCTe! OCTb, OpraHU30BaHHOCTb,
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Wnnex B pesynbraTte nzyueHus yueOHON AUCIMILIMHBI 00YYalOUIHecs TOJHKHEI
No c Conepxanne
" | KoMIle | KOMIIETCHUUH (WU IIPAKTUYECKUH OIBIT
ILIIL .. 3HATh yMEThb
TEHLIU e€ yacTu) (Bnazets)
u
(YHKIMOHUPOBAHUS | KPEaTHBHOCTD, MHULMATUBHOCTh
JUYHOCTH, TPYMIMBI, | HHUIUATUBHOCTD, | CTPECCOYCTOWYNBOCTS,
oOmiecTBa, SMOLIMOHAJBHYIO | TOJIEPAHTHOCTb,
MHPOBOT'O CAEP’KaHHOCTb, OTBETCTBEHHOCTD,
coo0rmiecTBa TUIEPCKUE " | TpeOOBaTEIHLHOCTh, KOMM
OpraHu3aTOpCKUe | YHHKaOelbHOCTb, YMECHUE
KadecTBa yOexaaTh
8. OK 8 CamocTOoATENBEHO Cnenuthb 3a | OcBauBaTh HOBbIE | Pa3BHBaTh CIIOCOOHOCTH K
ONpEAEATh 331a4ll | OT€YECTBEHHBIMU M | METOJBI U | OCBOCHHIO HOBBIX
npodecCHOHANBHOT | 3apyOeKHBIMU TEXHOJIOTHH B | TEXHOJOTHIA;
oun pazpaboTkamMu B | obmactu OpraHN30BHIBATH
JUYHOCTHOTOPAa3BH | o0iacTu MH(POPMAITMOHHBI | CaMOOOy4YeHHE "
THS1, 3aHUMATHCS WHQOPMALIUOHHBIX U | X TEXHOJIOTHH MOBBIIIIEHNE cBoei
caM000pa30BaHUEM | KOMMYHUKAIIOHHBI KBaJM(pPUKaLUH
, OCO3HAHHO X TEXHOJIOTHI
TUTAaHUPOBATH
MIOBBIILICHHE
KBTI (DUKAITHH
9. OK 9 OpuentupoBathcsi | Pabora co 3HaHMAME: | YMETh CIOCOOHOCTH "
B YCJIOBHUSIX YaCTOH | CIIOCOOHOCTB K | BBIIOJHSATH TOTOBHOCTh K TBOPYECKOM
CMEHBI TEXHOJIOTHH | MPUPAILICHUIO pasHooOpa3HbIe aJanTanuy K KOHKPETHBIM
B 3HaHUH U | npo)eCCHOHATIBH | YCIOBUSIM BBIIOJHIEMBIX
npoQeCCHOHAIFHO | BHEIPEHHIO ple  3ajadd  C | 3ajad u ux
i e TeTbHOCTH. MepeI0BOro WCTIOJIb30BaHUEM | MHHOBAI[MOHHBIM
POCCHIICKOTO U | Ha MIPAKTUKE | PEIICHUsIM, CII0COOHOCTh
MHUPOBOTO ONbITA B | CBOMX 3HAHUH W | MOPOXKIATh HOBBIE HICH B
cBoeit HaBBIKOB B | yCIOBHSIX CMEHBI
npo¢eCCHOHANBHON | pa3IMYHBIX TEXHOJIOTHH
u MEHSIOIUXCA U
MEXIHUCIUIUIMHAPHO | HECTaHJAPTHBIX
il obsacTax YCIIOBHSAX
10. IIK 1.6 | Pa3pabatsiBaTh 3Hath rpaduueckue | Mcnonp3oBaTh Bnanerts METOJaMH
KOMITOHEHTBI SI3BIKA cpencTBa U | abcTparupoBaHus
MIPOEKTHOU U crierugpuKaIuii, METOJIbI crieiuUKaIi 10 YPOBHS
TEXHUYECKOH npUMeHseMble Ui | pa3paboTKu TpeGoBaHUii; yMeThb
JOKYMEHTALMH C pa3paboTKu TpeGoBaHUi U | pa3pabaTbIBaTh
HCIIOJIb30BAaHUEM MIPOEKTHOU u | crieruuKaui KOMIIOHEHTbl ~ IIPOEKTHOM
rpaduuecKux TEXHUYECKOH u TEXHUYECKOH
S3BIKOB JOKYMEHTaLNH JOKYMEHTALH c
cnenupuKanui WCTIOJIb30BaHUEM
rpauIecKux SA3bIKOB
crieruuKanuit
11. [IK 3.1 | AranusupoBaThb Mertonsl pa3pabotku | Paspaborka IIpoBepsATh COOTBETCTBHE
NPOCKTHYIO U TEXHUYECKUX TEXHUYECKUX BBITTOJTHSIEMBIX pabot
TEXHUUYECKYIO JIOKyMEHTOB, 3aJaHui: TpeOOBaHUAM IPOEKTHOM
JIOKYMEHTAIINIO HA | METOJUYECKHE U | CIOCOOHOCTB JIOKyMEHTAaI1H,
YpOBHE HOpMaTHBHbBIE OCYIIIECTBIISTH aHAIN3UPOBAThH
B3aMMOICHCTBUS JIOKYMEHTBI, pa3paloTKy MPOEKTHYIO u
KOMITOHEHT TEXHUYECKYIO TEXHUUYECKUX TEXHUUYECKYIO
IPOrpaMMHOT0 JTOKYMCHTALMIO,  a | 3a1aHu JIOKyMEHTAIMIO Ha YPOBHE
obecreyeHuns TaK)K€ TPEJUIOKEHHUS | MIPOEKTOB, B3aUMO/ICHCTBHSI
U MEpONpUSTHA O | TEXHUKO- KOMITOHEHT
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Wnnex B pesynbraTte nzyueHus yueOHON AUCIMILIMHBI 00YYalOUIHecs TOJHKHEI
No c Conepxanne
" | KoMIle | KOMIIETCHUUH (WU MPAKTUYECKUHN OTIBIT
TLII. i 3HATh yMeTh
TEHLIU e€ yacTu) (Bnazets)
u
peanu3zanuu SKOHOMHYECKOTO | TPOTrPaMMHOTO
pa3paboTaHHBIX 000CHOBaHUS obecrieueHus
MIPOEKTOB "
pOrpaMMm
12. 1K 3.2 | BeimonHsaTs 3HaTh MeTOObl M | YMETh Bmamers MeromaMum @ #
HHTETPaIHIo TEXHOJIOTHH BBITIOJIHSITH WHCTPYMEHTAMH aHaIn3a
MOJyJIcH B paspaboTKu WHTETPaIHIo " MPOCKTHPOBAHHUSI
MPOrpaMMHYI0 MPOrpaMMHOMN MoayJei B | IpOrpaMMHOTO
CUCTEMY CHUCTEMBI, CIOCOOBI | MPOrPAMMHYIO obecnieyenus,
TeHepaluu CUCTEMY TEXHOJIOTHEH HMHTETpaluu
UCTIOJTHAEMOTO KOJa MPOCKTHBIX KOMIIOHEHT H
MOJICKICTEM u
MOJIEPKUBAIOIIUM
WHCTPYMEHTApHUEM
13. [IK 3.4 | OcymmecTBusTh 3HaTh MeTOombl M | YMETh Pa3pabartbiBaTh
pa3palboTKy cpencTBa pa3pabaThiBaTh PEKOMEHIAITUN o
TECTOBBIX HAOOPOB | pa3paboTKu TECTOBBIE KOPPEKTHBaM
U TECTOBBIX TECTOBBIX CIICHAPHEB | CIICHAPUU Mo | MPOTrPaMMHBIX CHCTEM B
CIICHApHECB W TECTOBOTO KOJIa cnenupUKaKsIM | mporecce paspaboTKH,
TpeOoBaHUit TECTHPOBAHUS u

BHEJIPEHUSI IPOrpaMMHOU
CHCTEMBI
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2.CTPYKTYPA U COOEPXAHUE YYEBHOW ONCLMUMIINHBI

2.1. O0beM y4eOHOV AMCHUIJINHBI U BUIbI Y4eOHOH padoThI

Buj yuedHoii pa6oTsi

Oobvem uacoes

MaxkcumanbHasi ydyeOHasi HAarpy3Ka (Bcero) 84
Oo0s3aTebHAs AyANTOPHAs yueOHas HArpy3Ka (Bcero) 56
B TOM UHCJIE:
3aHSTHUS JCKIMOHHOTO THIIA 24
[IPAKTHYECKUE 3aHATHI 32
CamocTosiTesibHas padoTa 00yualouerocs (Bcero) 28
B TOM YHCJIE:
CaMOCTOsITeTIbHAsL BHEAYAUTOPHAsI pa0doTa B BUAE AOMAIIHHUX MPAKTHYCCKHUX 3aJlaHH, 28
WHIUBUAYaNbHBIX  3aJ@HWH,  CaMOCTOSTENFHOrO  moxbopa M HM3YYCHHS
JIOTIOJTHUTENBHOTO TEOPETHYECKOr0 MaTepuaa
[TpomexxyTouHas artectauus B hopme 3auera/sx3amena/qud3auera 9K3aMeH
2.2. CTpyKTypa IMCUHUILTHHBI
KoJsinyecTBO ayANTOPHBIX YacoB
YAUTOP CamocrosTe
IIpakTu4eckue
TeopeTnu bHadA padora
HanmeHoBaHue pa3ieoB H TeM "
Bcero eckoe o0y4aromeroc
JadopaTopHbIe
o0yueHue 1 (4ac)
3aHATHS
Pazpnen 1. Uudgopmanus,
HH(OPMANMOHHDbIE TEXHOJIOTHHU U 6 4 2 4
HHGOPMAIMOHHBIE CHCTEMBI
Tewma 1.1. Unadopmanus u 3 5 1 2
WHQOPMaIMOHHBIE TEXHOJIOTUN
Tema 1.2. UadopMaliMoOHHBIE CHCTEMBI 3 2 1 2
Pa3nen 2. O6padoTka TeKCTOBOM
12 4 8 6
uHpopmamuu B MSWord
Tema 2.1. OcHOBBI pabOTHI B TEKCTOBOM
4 2 2 2
penakrope MS Word
Tema 2.2. PaboTa ¢ Tabiumamu, 3 1 5 2
1300paKCHUIMHU
Tema 2.3. IleyaTb JOKYMEHTOB,
(bopMupoOBaHHE OTJIaBICHHS, TPOBEPKA
5 1 4 2
opdorpadun u Ipyrue BO3MOKHOCTH MS
Word
Pa3nen 3. O0padoTka YHCJI0BOM
s p 16 6 10 8
uH¢opmamun B MSEXcel
Tema 3.1. OcHOBBI pabOTHI C TIPOIIECCOPOM
4 2 2 2
2J1eKTpOoHHBIX Tabsuil MS Excel
Tema 3.2 Pabora c popmynamu 4 2 2 2
Tewma 3.3. IlocTpoenne auarpaMm 3 1 2 2
Tema 3.4 JIpyrue Bosmoxaoct MS Excel 5 1 4 2
Pa3nen 4. Co3nanue npeseHTanuii B 10 4 5 4
MSPowerPoint
Tema 4.1. OcHOBBI pabOTHI ¢ MPOrpPaMMOit 4 5 5 2
MS PowerPoint
Tema 4.2. Coznanue, peJakTHPOBAHHE, 6 5 4 2

ACMOHCTpanus Npe3CHTALUN
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Pa3nes 5. MyabTuMeaniiHbIe TEXHOJIOTHH 8 4 4 4
Tema 5.1. MeTozs! IpeacTaBIeHUS 4 5 5 2
rpaduIeCKUX H300paKCHHIMA
Tema 5.2. PactpoBas 1 BekTopHas rpaduka 4 2 2 2
Pa3nen 6. OcHoBbI HH(OPMAIITUOHHOI U 4 5 5 2
KOMIILIOTEPHOii 0€3011aCHOCTH
Tema 6.1. MadopmannornHas 6€30MacHOCTb. 4 5 5 2
3amuTa OT KOMIIBIOTEPHBIX BUPYCOB
Bcero mo aucuuniinHe 56 24 32 28
2.3. TemaTu4eckuii VIaH U COAEPKAHUE YUeOHOM TUCHHMILIUHBI
OI1.04 THOOPMALOMWMOHHBIE TEXHOJIOI'MU
Haunmen O0b | YpoB
OBANME Coaepxxanue yueOHOro MaTepHuaJa, NMpaKkTHyeckue padorsl, oM eHb
camocTosiTeIbHasi padoTa o0y4aloluxcs, KypcoBas padora (ecaun
paszieno openyemoTpena) 4aco | ocBoe
B M TeM B HMS
1 2 3 4
Paznea 1.Undopmanusi, nHGpopManOHHbIE TEXHOJOTHH U MH(pOPpMaITOHHbIE 10
CHCTEMBI
Tema Conep:xaHue yue0HOro MaTepuaJia 5
1.1. Jlekuuu
Undopm | 1 0030p coBpeMEHHBIX HHPOPMAITHOHHBIX CHCTEM U TEXHOJIOTHH.
anus u Haznauenue 1 Buipl HHQOPMALIMOHHBIX TEXHOJIOTHNA. TeXHOIOTHH
uHpopMa cOopa, HaKOTUIEHUS, 00pabOTKH, TIepenadn U PacIpoOCTpaHEHUS 2 1
IIIOHHbIE uHpopmaruu. Coctas, CTPYKTYpa, IPUHLHIIEI PEaTU3aLud U
CUCTEMBI (bYHKIMOHUPOBaHUSL HTHOOPMAIIMOHHBIX TEXHOJIOTHH.
IIpakTHyeckue (J1aGopaTOpHbIE) 3aHATHSA
1 Knaccuduxkarms nHbOPMAIMOHHBIX TEXHOJIOTHI 110 cepam 1
PUMEHEHUSI
CamocTrosiTetbHasi padoTa 00y4yarommxcs
Pabora ¢ xoHcnekToM. TemMaTHKa BHEAyAUTOPHOH CaMOCTOSATENbHON pabOThI: 2
1. MndopmaunoHHbIE TEXHOJIOTUH: HA3HAYCHNUE M BUBI, IEPCIEKTHUBEI
pazButusi. CiocoObl nepejauu JaHHbBIX
Tema Conep:xanue yueOHOro MaTepuaja 5
1.2. Jlekuuu
Hudopm | 1 HNudopmarmonnsie cuctemsl. Knaccudukanus. XKuzHeHHBIH UK
AllMOHH MHPOPMAIMOHHOH crucTeMsl. [IpoekTnpoBanre HHHOPMAIIMOHHBIX 2 1
ble cUcTeM. DKCIUTyaTalys U COMPOBOXKICHNE HH(OPMAIIMOHHBIX CUCTEM.
CUCTEMBI Buasl HHQOpMaIMOHHBIX CUCTEM
IIpakTuueckue (1a00paTOpPHbIE) 3AHATHUS
1 Knaccudukarms nHOOpPMAIMOHHBIX CUCTEM. JKU3HEHHBIN UK 1
WHPOPMAIIMOHHON CHCTEMBL.
CamocrosiTeqibHasi pab0oTa 00y4YaroMuXcst
Pabora ¢ xoHcnekToM. TemaTHKa BHeayAUTOPHOH CaMOCTOSATENLHON pabOThI:
1.Knaccupukanus uagopManuoHHbIX cucTeM. Buabl nHGopMannoHHbIX 2
cucreM. [IpoexkTupoBanne HHPOPMAITMOHHBIX cUCTeM. JKU3HEHHBIN UK
MH(QOPMALIMOHHBIX CUCTEM
Pa3nen 2.06padoTka TekcToBoii nHpopmamun B MSWord 18
Tema Coaep:xaHue yueOHOro MaTepuaJia 6
2.1. Jexkunn
. OcHosnl | 1 Untepdeiic nporpammsl MS Word. Cuctema nomoru. OCHOBHOE MEHIO
paboTsI B u koMaHel. Hactpoiika okHa pegakropa. BBoa u penakrupoBanue 2 2,3
TEKCTOBO tekcta. @opMaTupoBaHue ab3alleB ¥ CHMBOJIOB.
M IIpakTuyeckue (JiaGopaTopHble) 3aHATHS 2
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penaktop | 1 Brimonnenne npaktuaeckoit padotsl «Hactpoiika pabodero okna MS
e MS Word. ®opmaTtupoBaHre CHMBOJIOB U a03a1ieBy
Word CamocTrosiTeibHasi padoTa 00y4yaromuxcs
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. OUrypol, 00beKThl SmartArt, 1 23
Tabmmna pabota ¢ hopMyIaMu ’
MH, IIpakTHyeckue (J1a00paTOPpHbIE) 3aAHITHA
u300pax | 1 Brimonnenne npaktuueckoi padoTsl «OdgopmiieHne 1okyMeHToB MS 2
CHHUSIMH Word»
CamocTrosiTeibHasi padoTa o0y4yaromuxcs
BeinonHeHne HHAMBUAYaIbHBIX IPOEKTHBIX 33JaHUH, 10 TEMaM:
OdopmieHre TOKyMEHTOB ¢ TOMOLIbIO (POHOBBIX PHCYHKOB, TPaHUIL U 2
TEKCTOBBIX 3 (hekToB
Pa6ora ¢ Tabnunamu
Odopmaenne nokymMmeHTOB B MS Word
Tema Conep:xanue yueOHOro MaTepuaJia 7
2.3. Jlekuuu
ITeuaTs 1 [onsTrs 0 mabaoHAX U CTHISAX, OPOPMIIEHHE CTPAHUIIBI JOKYMEHTA,
JOKYMEH (dbopMupoBaHKe OrNaBiIeHus, IpoBepka opdorpaduu, nevats 1 2,3
TOB, JIOKYMeHTOB. OCHOBBI 3JIEKTPOHHON BEPCTKH TEKCTa.
¢Gopmupo | MpakTuyeckue (1aGOPATOPHLIE) 3AHATHS
BaHUC 1 Brmmonaenne npaktudeckoi paboTsl «Ctrnm 1 madimorasl B MS Wordy 4
OINIABJICH | 2 Brimonnenne npaktruueckoi pabotsl « OCHOBBI AIEKTPOHHOM BEPCTKU
us, TEKCTa»
IIPOBEPKA | CamocTosiTeJibHasi padoTa 00y4arommxcsi
opborpa | Bpmonmenue WHIUBUIYAJIbHBIX IPOEKTHBIX 3aJaHuil, 10 TEMaM:
¢un n Crunu u nrabnonst B MS Word
ApyTrue OneKTpoHHas BEpCTKa TeKCTa 2
BOSMOKH | Ohopmiterne nokymentoB B MS Word
octr MS
Word
Paznen 3.00padoTka unciaoBoii nnpopmamuu B MSEXcel 24
Tema Coaeprxanue yueOHOro MaTepuaJia 6
3.1. Jlekuuu 2,3
OcHoBbl | 1 Hactpoiika cpenst MS Excel. Hactpoiika cpensl, BBoI 1 2
paboTel ¢ pEeIaKTUPOBAHUE TAHHBIX, CUCTEMA IOMOIIH.
npouecco | IpakTuyeckue (J1adopaTopHbIe) 3aHATHSA
poM 1 Brimonnenne npaktuueckoit pabotel «PaboTa ¢ 3eKTpOHHBIMU 2
SJICKTPOH TaOJIALIAMIDY
HBIX CamocTrosiTenbHasi padoTa 00yYalOIMXcst
TabIuIL BrinosniHeHne MHAMBUIYabHBIX IPOEKTHBIX 3aJaHUM/, TTO TEMaM: 2
MS OnektpoHHble Tabnuikl Excel kak nHpOpMAaIMOHHBIE OOBEKTHI.
Excel
Tema Coaep:xaHue yueOHOro MaTepuaJia 6
3.2. Jlekuun
Paborac |1 | Pabora ¢ popmynamu. Mcnons3zoBanue Gpynkiuidi. Mactep GyHKmi 2 2,3
(opmyna IlpakTuyeckue (J1adopaTopHbie) 3aHATHS
MH 1 Brimonnenne npaktuaeckoi padotel «opmynsl v GyHKIUU B MS 2
Excel»
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CamocTrosiTeibHasi padoTa 00y4YaroIuXCst
BrinonHenne HHAMBUYAIbHBIX IPOEKTHBIX 33JJaHUH, 10 TEMaM:

| IlpoexTupoBanue tadmui B MS Excel 2
Hcnonb3oBanue GyHKUIUI pa3nuuHbix kareropuii B MS Excel
Pacuernble 3agaun B MS Excel
Tema Conep:xaHue yueOHOT0 MaTepHuaJa 5
3.3 Jekuun
Iloctpoe | 1 | IMocrpoenne auarpamm B MS Excel. 1 2,3
HHe IIpakTHyeckue (Ja0opaTopHbIe) 3AHATHS 2
adarpam | 1 | Brimonnenne mpakTtrdeckoit paboTel «dumarpammel B MS Excel»
M CamocTrosiTeibHasi padoTa 00y4yaromuxcs
BrinonHeHne HHIMBUAYaIbHBIX IPOCKTHBIX 3aJaHUH, IO TEMaM: 2
] INoctpoenue auarpamm u rpaduxoB B MS Excel
Tema CoaepsxaHue yueOHOr0 MaTepuaJia 7
3.4. Jlekuuu
Hpyrue 1 Co3pnaHue CUCKOB, ynpasieHue cnuckamMu. COpTUpOBKa U QUITBTPALHS
BO3MOJKH nauHbIX. [IpoMexxyTounble utord. Iledats Tabnuil. Xya0KeCTBEHHOS 1 2,3
octu MS 0(hOpMIIEHHE PE3YIILTATOB PA0OTHI.
Excel IIpakTuyeckue (J1a00paTOpPHBIE) 3AHIATHA 2
1 Brimonnenne npaktuueckoi padbotsl «ba3sel ganHbix B MS Excel»
2 BrinosiHeHHE MpakTHUECKOM padoThl «XyI0KEeCTBEHHOE ohopMIIeHUE 2
pe3yIbTaTOB PabOTH
CamocTosiTeibHast padoTa 00yyaromuxcs
BeinonHenne MHAMBHUTYaTbHBIX IPOEKTHBIX 33/IaHUM, TI0 TEMaMm:
«IIpoextuposanue Tabnunsl B MS Excel
XynmoxxecTBeHHOE 0opMIIeHHE pe3ynbTaToB pabotel B MS Excel 2
Pabota c 6azamu ganneix B MS Excel
CoBmectHoe ucnonb3zoBanue MS Excel 1 MS Word
O06paboTka IKOHOMUYECKOH B CTAaTHCTUYECKON MH(pOpManuu cpeactsamu MS
Excel u MS Word
Paznen 4.Cosnanue npesenranuii B MSPowerPoint 14
Tema Coaeprxanue yueOHOro MaTepuaJia 6
4.1. Jlexkuuu
OcuoBb | 1 Hacrpoiika cpenst MS PowerPoint. Hactpoiika cpefibl, BBOI 1
paboThI ¢ PEeIaKTHUPOBAHUE JIAHHBIX, CUCTEMa oMoy, Pabora co crnaimgamu, 2 2,3
nporpam pa3MeTKa ciiaiioB. Pasinunbie 00bEKTHI Cllaia.
Mol MS | TIpakTuyeckue (J1aGopaTopHbIE) 3aHATHS
PowerPoi | 1 Brimonnenne npaktuueckoi padotsl «Pabota co ciaiimamu B MS 2
nt PowerPoint»
CamocTrosiTetbHasi padoTa 00y4yarommxcs
BrinonHeHne HHAMBUYaJIbHBIX IPOESKTHBIX 3aJaHUH, 10 TEMaM: 2
«Cosnanue npesentaiyu cpeacrsamu MS PowerPoint»
Tema Coaeprxanue yueOHOro MaTepuaJia 8
4.2, Jexkunn
Cozmann | 1 CxeMa cozaHus IPE3eHTALNH, PEAAKTUPOBAHNE IPE3CHTALIH, PEXKUMBI
e, CO3J1aHMs IPE3CHTALMH, HACTOWKA aHUMAIMK CJIAII0OB, AW3aifH CIaioB, 2 2,3
pEeaaKTup JIeMOHCTpalus ciaiifoB. [leyaTs npe3eHTaluu.
OBaHHC, IlpakTHyeckue (JadopaTopHbie) 3aHATHS
JAEMOHCT | 1 Brimonnenne npakTuueckoi padoTsl «Pe:KUMBI co31aHusl TPE3eHTALNH.
panus Hactpoiika au3aiina ciaiiioBy 4
Hpes3eHTa | 2 BrimonHenue npaktuaeckoi padbotel «HacTpoiika aHuMaIu CIIaiioB.
nuu HacTtpoiika npe3eHTanuu »
CamocTrosiTetbHasi pab0oTa 00y4YarOMXCs
BrinonHeHne HHAMBUAYaIbHBIX IPOESKTHBIX 3aJaHUH, IO TEMaM: 2
«Co3nanue npeseHraiuu cpeactsamu MS PowerPoint»
Paznen S.MyJbTUMeIniiHbIE€ TEXHOJOTHH 12
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Tema Coaepsxanue yueOHOr0 MaTepuaJia 6
5.1. Jlekuun
Meromsr | 1 [TonsiTre kKoMmBIOTEPHOH rpaduky.L[BeT 1 METOIBI €r0 OmHCaHusl. 2 2
MpeaCcTaB Cucremsl 1BetoB RGB, CMYK, HSB.
JICHUA IIpakTuyeckue (J1a0opaTopHbIe) 3aHATHSA
rpaguye | BpimonHeHue MpakTHUecKoi paboTsl «Co3nanue rpaguueckux 0ObEKTOB. 2
CKUX Kommposanue, hopMaTtrpoBanue, yaaJleHHES, TPYIIHPOBKA
u300paxX | CamocTosiTebHAs paboTa
CHUI BrinonHeHne HHIMBUAYaIbHBIX IPOCKTHBIX 3aJaHUH, TI0 TEMaM: 2
Pabota ¢ rpadmaecKkuMu 00BEKTaAMH
Tema Conep:xaHue yueOHOT0 MaTepHaJa 6
5.2. Jexunn
Pactposa | 1 MerToap! npeacrasieHus rpadpuieckux n3oopaxenuii. opmaTsl
au rpaduueckux (aiinos. [Iporpammel 1151 00paOOTKH PaCTPOBBIX U 2 2
BEKTOpHA BEKTOPHBIX N300pakeHuH.
1 IIpakTuyeckue (J1a0opaTopHbIe) 3aHATHSA
rpaduka | BrpimoaHeHHe pakTHUeCKoi paboThl «'paduyeckue peaakTopsl U UX 2
BO3MOKHOCTH»
CamocrosiTeibHast paboTa
BeinonHenne MHAMBHUTYaTbHBIX IPOEKTHBIX 33/IaHUM, TI0 TEMaMm: 2
I'padmdeckrie pelakTOphl ¥ MX BO3MOKHOCTH
Pa3znen 6. OcHoBbI HH(OPMAIITHOHHOI W KOMIIBIOTEPHOI 0€30I1ACHOCTH 12
Tema Coaepxanue yueOHOro MaTepuaJia 6
6.1. Jexkuun
Undopm | 1 3amuTa HGOPMAIIMU B KOMITBIOTEPHBIX ceTsaX. HeoOXxoauMocTh
AlMOHHA 3amuThl HHGopMaru. OCHOBHBIE MPUHIIMITBI 3aIIUTHI HHQOpMALIHH. 2 2,3
A 3anmra OT KOMIBIOTEPHBIX BUPYCOB
OesomacH | [pakTH4eckue (J1a00PATOPHbIE) 3aHATHS
OCTb. Brimonnenue npaktHueckod padotel «MH(popMannonHas 6€30MacHOCTh U 2
3ammura 3anUTa»
ot CamocTrosiTeibHast padoTa
KOMIIBIOT | BpINOJIHEHUE WHIMBUAYAJbHBIX IIPOEKTHBIX 33JaHUM, TTO TEMaM:
CPHBIX «urdpopmanoHHas 6€301MaCHOCTh U 3aIUTa
BUPYCOB | KoMIBIOTEPHBIE BUPYCHI, BUJBI KOMIIBIOTEPHBIX BUPYCOB.
3ammra OT BPEIOHOCHBIX TPOTPaMM.
AHTUBUPYCHBIE IPOTPAMMBI, KJIACCU(UKAITHSI.
Bcero: 84 3

s xapakmepucmuku ypoHs 0C80eHUs y4eOH020 Mamepuana UCnoIb3yiomces cieoyoujue

obo3znauenus: 1. — o3naxomMumenvuvlli (Y3HasaHue panee u3yYeHHbIX 00beKmos, ceolucms); 2. —
PenpooyKmueHbll (8bINOJHEHUE OesTMENbHOCHU N0 00PA3Yy, UHCMPYKYULU UTU OO PYKOBOOCMBEOM) 3. —

npO()meu@HbllZ (nﬂaHupoeaHue U camocmossniesibHoe 6blNnoJIHEHUE aeﬂm@]leOC}’l’lu, peuierue

npobieMHbIX 3a0ay)
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2.4. Conepxxanme pa3aesoB IMCUUILTHHbBI

2.4.1. 3aHATHA JEeKIHOHHOI0 THIIA

pas
Jen

HaunmenoBanue
pasmena

Coneprkanue pazaena

dopma
TEKyIlIer
0
KOHTPOJI
s

3

4

1 cemecmp

Wudopmanus,
nH(pOpMaITHOHHBIC
TEXHOJIOTHH U
WHPOPMAaLUOHHBIE
CHCTEMBI

Onpenenenne HMHOOPMATUKU, TEXHOJOTHH, WHPOPMALUOHHBIE
TEXHOJIOTHH, KOMIBIOTEPHBIE HH(GOPMAIMOHHBIE TEXHOJIOTHUH;
cBOMcTBa MH()OPMALMOHHBIX TEXHOJOTHI: IETIOCTHOCTD, HAIMIHNE
KOMIIOHEHTOB U CTPYKTYpBl, B3aMOJICHCTBHE C BHEIIHEH Ccpeloid,
11e71ec000Pa3HOCTD, pasBUTHE BO BpEMEHH; BUJIBI
MH()OPMALIMOHHBIX TEXHOJIOTHH IO TUITY HH(POPMAIIHU: TEKCTOBBIC,
Ta6HI/I‘IHLIC, Fpa(i)I/I‘ICCKI/IC, 3BYKOBBLIC, BUIACO U My.]'H:TI/IMeI[I/II\/'IHI)IC
JlaHHBIC; TOHATHE O00pabOTKa, MPOBEACHUE PacueTOB, BBIOOPKA,
NOUCK, OOBEAMHEHHE, CIUSHHAE, COPTHUPOBKA, (MILTPALUS,
o0paboTka [aHHBIX, O00paboTKa WH(POPMAIMH, TEXHOJIOTHS
00pabOTKM JaHHBIX, TEXHOJOTHsS aBTOMaTH4Yeckoro cbopa
nH(pOpMAIUH, TEXHOJIOTHYCSCKU I MpoIIecc 00paboTKu
nH(pOpMAITHH, CpencTBa  peanmm3anmuy  WHGOPMAIMOHHBIX
TEXHOJIOTHI: MporpaMMHbie (0a30BbIe W MPUKIIATHBIE CPEICTBA),
TeXHUYECKHWEe  (CHCTEMHBIH  OJIOK,  MaHMIYJATOP  MBIIIb,
KJIaBUAaTypa, MOHHTOP, IEYaTaloIIie yCTPOUCTBA), METOANIECKHE
(crarmapTu3aus 1 yHH(DHUKAIS); TIOHATHE CHCTEMBI, apXUTEKTypa
CUCTCMbI, 3JIEMCHT CUCTEMBbI, OpraHu3alusgd CUCTCMbI, CTPYKTYypa
CHCTEMBI, HH(OPMAIIMOHHAsI CUCTEMA, TPOIIECCHI, TPOTEKAIOIINE B
MH()OPMALIMOHHBIX CUCTEMaX, ITalbl pPa3BUTUS WHPOPMAIMOHHBIX
CHUCTEM, OCHOBHBIC TIOHATHA W CYHIHOCTb I/IH(bOpMaHI/IOHHBIX
pecypcos, B3aUMO/ICHCTBHE MOTpeOUTENeH-TIOCTABIINKOB
uHpOpMaUH: MOUCK MH(MOPMAIMY, MHTEPIPETalusi COOOLIICHUH,
pelieHne  3a1avd, Cco3/JaHhe COOOIIeHWH, pachpocTpaHeHHE
coo01IeHUH.

v

O6pabotka
TEKCTOBOH
WHPOPMAIINH B
MS Word

Dransl co3aanust qokymeHta Word, sTarbsl COXpaHeHHUS IOKYMEHTa
Word, Bugel nomomu, obumeHue ¢ nomoumiHukom mno Office,
BKIIIOUEHHE M BBIKJIIOYCHHE IIOMOIIHM, MCIIONB30BAHNE OKHA
CIPaBOYHOM  CHCTEMBI,  HCIIOJIb30BaHME  BKIAIKH  IOHUCK,
UCIIOJIB30BAHUE CPEACTB momom «YTo 3T0 Takoe?», HTambl
HACTPOWKH MaHeNn ObICTPOro JOCTYIA, H3MEHEHHE PACIIOIOKEHHS
nasenu, J00aBjIeHHEe M YAaJeHHE DJIEMEHTOB Ha TAHENb, JTAIlbl
3a1aHus rnapamMeTpoB CTPaHHUIIBI, JTarnbl CO3aHus
MHOTOYPOBHEBBIX ~CITHCKOB: BBIOOp CTHJS JUISL  CIMCKA CO
BCTPOCHHOU KOJUIEKIIMH, CO3[aHHE€ HOBOIO CTHUIIS, OINpPEIEEHHE
HOBBIX  CTHJCH, pydYHas HyMepamusi DJICMEHTOB  CITHCKa;
pEeIaKTUpOBaHHE JOKYMEHTOB: BBIOOD s3bIKa, pPAcCTaHOBKA
[IEPEHOCOB, IPOBEPKH IPABOIMCAHUS, IIOMCK TEKCTa, 3aMEHa
TEKCTa,  WCIOJIb30BaHHE  CHHOHHMMOB,  yJajJleHHe  TEKCTa,
nepeMeleHne W KONMUpOBaHHE  ()pParMEeHTOB  JOKYMEHTa,
MepeMelIeHre U KOITMPOBAaHUE C MCII0JIb30BaHHEM Oydepa oOMeHa,
HepeMEICHUE ¥ KOMTMPOBAHUE C MOMOIIBIO CHENUAIBHON BCTaBKU;
CO3/1aHu€e TaOJIUIl U PUCYHKOB, rpadMueCKuX 0OBEKTOB.

P,V

O6paboTka

YHCJIOBOM

Coznanne tabmun Excel aBromarnyecku, co3ganue Tadui
BpYy4HY10, (hopMaTHpoBaHHUe TabauUI], HOPMATHUPOBAHUE TEKCTA B
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pa3
Jen

HanmenoBanue
pazzaena

Coneprkanue pazaena

dopma
TEKyILer
0
KOHTpOJI
s

2

3

4

nHPOpPMALINH B
MS Excel

OTJIaBJICHUH, yTIpaBlieHUE BUIOM JOKYMEHTa, IeYaTh JOKyMEHTOB,
OCHOBHBIE XapaKTEPUCTUKH IIporpaMMHoOro npoaykra Excel,
naTepdetic Excel, mabdmons! TabmuIl ¥ TAOIWIHBIC BEIYHCIICHHUS,
BBOJI YHCEJI, BBOJ TEKCTA, BBOJI OJHOTO M TOTO K€ 3HAYCHUS B
HECKOJIBKO SUeeK OAHOBPEMEHHO, OBICTPOE 3aM0THEHNE
HOBTOPSIOIINMHUCS 3aITUCSAMH CTOJIONA, BBOJ M I3MEHEHUE OJTHOTO
¥ TOTO K€ 3HAUCHMS Ha HECKOJIBKUX JINCTAX, TOHATHE TICHKH,
JMana3oH siueek, opMaTUpOBaHUE JAHHBIX B TYCHKAX,
Beruucienus B Excel, popmMyiiel, HCIONb30BaHUE CCHUIOK M UMEH,
nepeMeIeHrne U KOMpoBaHue (hopMyll, OTHOCUTEIBHEBIE U
a0COJFOTHBIE CCHUTKH, TIOHATHE (PYHKIIUHU, THITHI (DYHKITHH,
MIOHSATHE CIHCKA, CO3J]aHNE BHIMAJJAIONINX CIIUCKOB, KaK CKPHITh
JHMCT ¢ HICTOYHUKOM CIHCKA, CO3JJaHUE AUATrpaMMBbl, 00IIHe
CBEJICHHUS O JUarpaMme, 3HaKOMCTBA C SJIEMEHTaMH JIHarpaMMBbl,
nu3MeHeHue 0a30BOH TUarpaMMbl B COOTBETCTBUH C
notpe0HOCTsIMU, GopMaTHpoBaHue auarpamMm. M ap.

Cosmanue
MpPE3CHTalUN B
MS PowerPoint

IMousTHe npe3eHTaus, MyJIbTHMEINA npe3eHTanus,
KOMITBIOTEPHBIC ~ MPE3CHTALMH, MPEHMYIIECTBA MPE3CHTAINH,
MSPowerPoint, npeumyIiecTBa W HEIOCTATKH, 3TAbl CO3MAHUSA
MPE3CHTAINH, BBIOOP AM3aiiHa MPE3CHTAINH, 3TAlbl COPTUPOBKH H
pEeIaKTHPOBAHUS CIAWJIOB, CO3/IaHIE aHMMAIMH OOBEKTOB Claiija,
9TaIlbl BEIOOpA MEPEX0I0B MEXY ClaiiiaMH.

MynbsTUMEHIHBIE
TEXHOJIOTHH

[NonsiTie koMmblOTEpHON Tpaduku. MeTo bl peICTaBICHHS
rpaduyaeckux n3odpaxennit. Dopmatsl rpadudeckux Gaitios.
ITporpaMmel asst 06pabOTKK PaCTPOBBIX U BEKTOPHBIX
n3zobpaxenuit.PactpoBas u BekropHas rpaduka. L[BeT u meTos1
ero onmcanusg. Cucremsl iBeToB RGB, CMYK, HSB.

OCHOBBI
MH(OPMAITMOHHOM
U KOMIIBIOTEPHOM
0e30macHOCTH

3ammra JAHHBIX, CHUCTEMBl APXWBUPOBAHMS M AyOIMPOBAHUS
WHPOPMAIUK, 3alIUTa OT KOMIIBIOTEPHBIX BUPYCOB, 3alllUTa OT
HECaHKIIMOHWPOBAHHOTO JIOCTYIa, MEXaHM3Mbl OOecleyeHus
Oe3omacHocTH, HEO0XOIUMOCTb 3aLUTHI UHQOpMALUH,
Kpunrorpadusi, KpUNTOaHAIIN3, 3JIEKTPOHHAS MOJIITUCH,
ayreHTU(UKAIMS, 3alUTa CeTei, 3alm|Mra OT TMOTepH |
paspylleHMs, 3alyTa OT HECAHKIMOHWPOBAaHHOIO JOCTYIIA,
KOMITBIOTEPHBIE BHUPYCBHI: MOHSATHE, BUPYCHI MO cpele OOUTaHUS:
ceTeBble, (ailyioBBle, 3arpy304HbIe, MaKpO-BUPYCHI, MO CIIOCOOY
3apaXCHHs: PE3WJCHTHBIE, HEPE3WJCHTHBIE, 10 MacmTady
BpEIHBIX BO3/EHCTBUI: O€3BpEHbIE, HEONACHBIE, ONIACHBIE, OUCHb
OmacHble, OTKyAa OepyTca BUPYCBHL:  TJoOanbHBIE  CETH,
JJIEKTPOHHBIE KOH(EpeHIMH, JIOKAbHBIE CETH, IHPATCKOe
nporpaMMHoe obecnieuenue, [IK oOmiero mons30BaHusi, OCHOBHBIE
BUABl TNPOQWIAKTUKK KOMIBIOTEpPa, AaHTUBUpPYC, 3 Kiacca
AHTHBUPYCHBIX IPOrpaMM: Noudar, peBU30pbl, OJIOKUPOBIIUKH,

[Ipumeuanue: T — rectupoBanue, P — Hanmucanue pedepara, Y — yeraslii onpoc, KP — konTposbHas paboTa

2.4.2. 3aHATHS CEMUHAPCKOI0 THUIIA

— HE MPEAYCMOTPEHBI
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2.4.3. llpakTnyeckue 3ansaTus (JlaboparopHblie 3aHATHS)

®dopma
Hanmenosanne
Ne paszena HaunmenoBanue npaktuueckux (JabopaTOpHBIX) paboT TEKYIIETo
KOHTPOJIS
1 cemecmp
1 2 3 4
1. |Uadopmanus, Knaccudukanus nahopMamOHHBIX TEXHOJIOTHI 10 chepam
WH(POPMALMOHHBIE |TPUMEHEHHS.
TEXHOJIOTHH H Kiaccudukanns naOOpMaITMOHHBIX cHCTeM. JXKWU3HEHHBIHN KT y
uH(pOpMaLMOHHbIE |HH(OPMAMOHHON CUCTEMEI.
CHCTEMBI
2. Brmmonnenune npaktraeckoi padoTsl «HacTpoiika pabodero okHa
MS Word. ®opmaTipoBaHE CHMBOJIOB H a03aIIeBy.
O6pabotka Brimonnenue npaktuueckoi padoTsl «OQopMiieHne JOKYMEHTOB
TEKCTOBOM MS Word».
" 1P
nHpopmanun B MS |BrimosiHeHue mpaktuieckon padoThl « CTUITN U 1Ia0JIOHBI B MS
Word Word».
Brimonnenne npaktuyeckoi padboTbl « OCHOBHI AIEKTPOHHOM
BEPCTKHU TEKCTAY.
3. BrimonHeHne mpakTrudeckoit padboTsl «PaboTa ¢ 31eKTpOHHBIMU
TabJIMIaMI).
6046 Brimonnenne npaktudeckoit pabotel «PopMybl U GYHKIIUH B
Obpatoria MS Excel».
;I:IE)HO(;BI\Z):HHH 5 MS Brinonnenue HpaKTI/I‘IeCKOI:/I pabotsl «/lnarpammel B MS Excely. I1P
Excel BrimonaeHue mpakTrdeckoi padbotsl «bassl maHHBIX B MS
Excel».
Brinonnenne npakTudeckoil paboThl «XyI0KeCTBEHHOE
o opMIIEHHE PE3yIIETaTOB PadOTED.
4. C BrimonneHne npakTuueckoi padboTbl «PesKuMbl co31aHus
o3famme npeseHTauuu. HacTpolika qu3aiiHa cinaiiosy.
npe3zeHrauuidi B MS ~ = I1P
PowerPoint Brimonnenne npaktudeckoit pabothl «HacTpoiika aHuMamm
cnaiinoB. HacTpolika npe3eHTauum.
5. Brimonuenune npakTuydeckoi padbotel «Pabora ¢ rpadhnyeckumu
. oOwvekTamu. Co3niaHue, KONMpPOBaHKE, YAJIEHHUE,
MynbTumenuitabie
TeXHOIOMIH (dbopMaTupoBaHue, TPYIITHPOBKaY. [P
Brimonnenne npaktuueckoi padboTsl «I'padudeckue perakTopsl 1
UX BO3MOXKHOCTHY.
6 |OcHOBBI Brimonnenne npaktiuueckoit pabotsl «HDopManmonHas
WHPOPMAITMOHHOH |0€30MacHOCTb U 3aIUTa. P
1 KOMITBIOTEPHOI
0e301acHOCTH

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

2.4.4. Cogep:xanue caMOCTOATEJIbHOI padoThI

IIpumepHas TemaTuka pedeparos:

1. Knaccuduxarms coBpeMEeHHBIX HHPOPMAIIMOHHBIX TEXHOJIOTHH.
HNudopmanoHHbIe CUCTEMBI U UX KJIACCH(PHUKAIIS

Hanpanenus pa3zButusi 0QuCHBIX HHPOPMALMOHHBIX TEXHOJIOTHHA.
Texnonoruu BBoJa HHPOPMALIUH.

TexHomorum xpaHneHus UHPOPMAIIHH.
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6. Hcropus pa3Butus HHQOPMAIMOHHBIX TEXHOJIOTHH.
7. 3amwuta undopmanuu B MlaTEpHET.
8. 3ammra OT KOMITBIOTEPHBIX BHPYCOB.

y4eOHO-MeTOANYEeCKOro odecrnedeHus 1 CAMOCTOSITeIbHOM padoThl

00yYarIMXCcs MO AUCIHUNINHE

CamocrosiTennpHas paboTa OOydaroMIMXCs SIBISIETCS BakHEWIIen ¢opmoit ydueOHO-
M03HABATEIBHOTO IMpoIecca.

OcHoBHas IIEJH

CaMOCTOSITEIbHONW  paboThl  OOyduaromierocs MpH HU3YYCHHUH

JUCHUIINIMHBI — 3aKpPCIIUTh TCOPCTHYCCKUC 3HAHHWA, IIOIYUYCHHBIC B XOA JICKOHMOHHBIX

3aHATHH,

a TaK¥XKeC Cq)OpMI/IpOBaTB MNPpaKTUHYCCKHEC HAaBbIKM IIOJATI'OTOBKH B o0iacTu

MH(OPMAIIMOHHBIX TEXHOJIOTHH.

CamocrosiTenpHass paboTa OOydYaromierocs B TMPOIECCE OCBOCHUS JUCIMILIMHBI
BKJIIOYAET:
-M3y4eHHEe OCHOBHOM U JIOMOJHUTEIBHON JIUTEPATYPHI 110 KypCY;
-CaMOCTOSITENIbHOE U3y4YeHHE HEKOTOPHIX BOIIPOCOB (KOHCIIEKTUPOBAHHUE);
-paboTy € PIEKTPOHHBIMHU YUEOHBIMU PECYPCAMU;

-M3y4eHre MaTEPUAIOB EPUOANUECKON NIeYaTH, UHTEPHET PECYPCOB;
-TIOJITOTOBKY K TECTUPOBAHUIO;

-TIOJIFOTOBKY K MPAaKTHYECKUM (71a00PATOPHBIM) 3aHATHUSIM,
-CaMOCTOSITEJIbHOE BBIMOJHEHUE JOMAITHUX 3aJaHUM,

-MIOJTOTOBKY pedepaTa (10KIaaa, 3cce) 1Mo OHOM U3 MpodieM Kypca.

Ha camocrosiTeibHYI0 padoTy 00y4yarIIMXCA OTBOAUTCH 284acoB y4uyeOHOro

BPEMCHU.
HanmenoBanue
Ne | pasnena, rews, Bria IlepeueHb yueOHO-METOAMYECKOTO o6ecneq?HH;1 JUCLUIITNHBI 110
CPC BBITIOJTHEHHUIO CAMOCTOSITEIIEHOM PadoThI
1 2 3
1 Pasznen 1. 1. Tpogpumos, B. B. Unpopmaruka B 2 T. Tom 1 [DnekTpoHHBIH pecypc]:
Wupopmanus, yuebnuk aus CIIO / B. B. Tpodumos; nox pen. B. B. Tpopumosa. — 3-¢
unpopmanuonnple M3, mepepad. u gor. — M.: Mznarenscrso FOpaiir, 2017. — 553 ¢. - URL:
TeXHOJIOTHH ulhttps://www.biblio-online.ru/book/87EC2130-3EBB-45B7-B195-
uH(popManHOHHbIE 1A9CS61EDIDIY
CHCTEMBI 2. Mamonosa, T. E. HupopmanuoHHble TexHONOTUH. JlabopaTopHbIi
MPAaKTUKYM [DIEKTPOHHBIA pecypc]: ydeOHOoe mocoOue JUIsl TPUKIAIHOTO
Oakanaspuara / T. E. MamonoBa. — M.: HU3narensctBo Opaiit, 2016. —
176 c. - URL: https://www.biblio-online.ru/book/ESD96E9D-AE76-4719-
8DFA-F6FCFB898B75
3. Cosemos, b. A. UndopMaliuoHHbIE TEXHOJOTHH [DIEKTPOHHBIN pecypc]:
yueonuk g CIIO / b. 4. Coseros, B. B. llexanoBckmii. — 6-¢ u3.,
nepepad. u gorn. — M.: UsmarensctBo HOpaiit, 2017. — 261 c. - URL:
https://www.biblio-online.ru/book/BBC6F436-97B4-4DCB-829E-
1DF182A8B1A4
2. Pa3znen 2. 1. Tpogpumos, B. B. Unpopmaruka B 2 1. Tom 1 [DnexTpoHHBIH pecypc]:
O6paborka yueonuk mius CIIO / B. B. Tpodumos; nox pea. B. B. Tpodhumora. — 3-¢
TeKCTOBOI 3., mepepad. u gom. — M.: UznatensctBo FOpaiir, 2017. — 553 c. - URL:
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uHpopmanuu B MS
Word

https://www.biblio-online.ru/book/87EC2130-3EBB-45B7-B195-
1A9C561EDID9

2. Mamonosa, T. E. VudopmanmoHuele TexHonoruu. JlaGopaTtopHsrii
MPaKTUKYM [DIEKTpOHHBIA pecypc]: yueOHoe mocoOue sl MPUKIATHOTO
OakanaBpuata / T. E. MamonoBa. — M.: UznmatensctBo FOpaiit, 2016. —
176 c. - URL: https://www.biblio-online.ru/book/ESD96E9D-AE76-4719-
8DFA-F6FCFB898B75

3. Cosemos, b. A. UnhopMaliuoHHBIC TEXHOJOTUH [ DIEKTPOHHBIN pecypc]:
yueonuk ans CIIO / B. 4. Cosero, B. B. IlexanoBckuii. — 6-¢ 3.,
nepepad. u gomn. — M.: UsparenscrBo HOpaiit, 2017. — 261 c. - URL:
https://www.biblio-online.ru/book/BBC6F436-97B4-4DCB-829E-
1DF182A8B1A4

Pazgea 3.

Oo0padoTka
YHCJIO0BOI
uHpopmanuu B MS
Excel

1. Tpogumos, B. B. Undopmatuka B 2 T. Tom 1 [DnexTpoHHBIN pecypc]:
yuebnuk ans CIIO / B. B. Tpodumos; mox pea. B. B. Tpopumosa. — 3-¢
u3n., nepepad. u mom. — M.: MznarensctBo HOpaiit, 2017. — 553 ¢. - URL:
https://www.biblio-online.ru/book/87EC2130-3EBB-45B7-B195-
1A9C561EDI9D9

2. Mamonosa, T. E. VHbpopmanmoHHble TexHONOTUU. JlaGopaTopHbIii
MIPAKTUKYM [DNEKTPOHHBIA pecypc]|: yueOHOe MOocoOwe s MPHUKIATHOTO
OakamaBpuara / T. E. MamonoBa. — M.: U3garensctBo IOpaiit, 2016. —
176 c. - URL: https://www.biblio-online.ru/book/ESDI6E9D-AE76-4719-
8DFA-F6FCFB898B75

3. Cogemos, b. A. UndhopmamoHHBIE TEXHOJIOTHH [DIEKTPOHHEIN pecypc]:
yueonuk g CIIO / b. f. Coseros, B. B. IlexanoBckmii. — 6-¢ wu3n.,
nepepad. u gomn. — M.: UsparenscrBo HOpaiit, 2017. — 261 c. - URL:
https://www.biblio-online.ru/book/BBC6F436-97B4-4DCB-829E-
1DF182A8B1A4

Pazpnen 4.

Co3ganne
npeseHranmii B MS
PowerPoint

1. Tpogpumos, B. B. Unpopmaruka B 2 T. Tom 1 [DnekTpoHHBIH pecypc]:
yueonuk ms CIIO / B. B. Tpodgumos; mox pen. B. B. Tpopumosa. — 3-e
u31., mepepabd. u mom. — M.: MznarensctBo FOpaiit, 2017. — 553 c. - URL:
https://www.biblio-online.ru/book/87EC2130-3EBB-45B7-B195-
1A9C561EDI9D9

2. Mamonosa, T. E. VHpopmanmoHHble TexHONoruu. JlabopaTtopHsrii
MPaKTUKYM [DIEKTPOHHBIA pecypc]: yueOHOoe mocoOue JUIsi MPUKIATHOTO
Oakanaspuara / T. E. MamonoBa. — M.: HU3narensctBo Opaiit, 2016. —
176 c. - URL: https://www.biblio-online.ru/book/ESDIGEID-AE76-4719-
8DFA-F6FCFB898B75

3. Cosemos, b. A. UnhopMalimoHHbIC TEXHOJOTHH [ DIEKTPOHHBIN pecypc]:
yuebnuk misa CIIO / b. 4. Coseros, B. B. llexanoBckmii. — 6-¢ u3.,
nepepad. u gon. — M.: UznmarensctBo lOpaiit, 2017. — 261 c. - URL:
https://www.biblio-online.ru/book/BBC6F436-97B4-4DCB-829E-
1DF182A8B1A4

4. Hemécosa, O. ). VIHpopMmanHOHHBIE TEXHOJIOTHU B OSKOHOMHKE
[DnexTpoHHbIH pecypc]: yueoHoe nmocodue ans CIIO / O. FO. HerécoBa. —
3-e m31., ucnp. u gon. — M.: UznarensctBo KOpaiit, 2017. — 146 c. - URL:
https://www.biblio-online.ru/book/D8F3F1FA-DA19-468F-A7FD-
73E7BD1ACDCC

5. Cokonosa, B. B. BrrumcnutenpHas TexHHKAa W WH(GOPMAIMOHHBIC
TexHosoTun. Pa3paboTka MOOMIEHEIX IPUIIOKEHUH [ DIEKTPOHHBIN pecypc]:
yuebHoe nocoOue i npukinagHoro 6akanaspuata / B. B. Coxonosa. — M.:
W3znatenbctBo FOpaiir, 2017. — 175 c¢. - URL: https://www.biblio-
online.ru/book/D80F822D-BA6D-45E9-B83B-8EC049F5F7D9

Pasznen 5.
MyabTUMenuiiHbIe
TEXHOJIOTUH

1. Tpogumos, B. B. Undopmatuka B 2 T. Tom 1 [DnekTpoHHBIA pecypc]:
yuebnuk ans CIIO / B. B. Tpodumos; nox pea. B. B. Tpopumosa. — 3-¢
3., mepepad. u gom. — M.: UznatensctBo FOpaiir, 2017. — 553 c. - URL:
https://www.biblio-online.ru/book/87EC2130-3EBB-45B7-B195-
1A9C561EDID9
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2. Mawmonosa, T. E. WNudopmaumonnsie TtexHonoruu. JlaGopaTtopHblit
MPAKTUKYM [DJEKTPOHHBIA pecypc]: yuyeOHOe MocoOHe s MPHUKIaTHOIO
Oakanaspuara / T. E. MamonoBa. — M.: U3narensctBo HOpaiit, 2016. —
176 c. - URL: https://www.biblio-online.ru/book/ESDI6E9D-AE76-4719-
8DFA-F6FCFB898B75

3. Cosemos, b. Al. ndopmariioHHbIe TEXHOJIOTHH [ DTIEKTPOHHBIN pecypc]:
yueonuk ais CI1O / b. 4. Cosetos, B. B. llexanoBckuii. — 6-¢ u3.,
nepepad. u non. — M.: UsmatensctBo KOpaiit, 2017. — 261 c. - URL:
https://www.biblio-online.ru/book/BBC6F436-97B4-4DCB-829E-
1DF182A8B1A4

2. Pasnen 6. 1. Tpogpumos, B. B. Unpopmaruka B 2 T. Tom 1 [DnekTpoHHBIH pecypc]:
yuebnuk s CIIO / B. B. Tpodpumos; nox pen. B. B. Tpopumosa. — 3-e

g:g)zBl;:aHHOHHoﬁ o 130 nepepad. u gorm. — M.: UzmatenscrBo FOpaiir, 2017. — 553 c. - URL:
KOMHEmTe Hoi https://www.biblio-online.ru/book/87EC2130-3EBB-45B7-B195-
5 P 1A9C561EDIDI

€30IMACHOCTHN

2. Mamonosa, T. E. HWudopmarmonnele TexHOJNOTHH. JlabopaTopHBIHA
MPaKTUKYM [DIEKTPOHHBIA pecypc]: ydeOHOe MmocoOue Ajsl MPUKIaTHOTO
Oakanaspuara / T. E. MamonoBa. — M.: HU3narensctBo Opaiit, 2016. —
176 c. - URL: https://www.biblio-online.ru/book/ESDIGEID-AE76-4719-
8DFA-F6FCFB898B75

3. Cosemos, b. A. UnhopMaliuoHHBIC TEXHOJOTUH [ DIEKTPOHHBIN pecypc|:
yueonuk mns CIIO / b. SI. Coseros, B. B. llexaHoBckuii. — 6-¢ m3n.,
mepepad. u gom. — M.: UsmarensctBo HOpaiit, 2017. — 261 c. - URL:
https://www.biblio-online.ru/book/BBC6F436-97B4-4DCB-829E-
1DF182A8B1A4

4. I'pomeB A.C. UudopmaTtuka [DneKTpOHHBIN pecypc]: abopaTOpHBIi
npaktukyMm / A.C. I'pomtes. - M.; Bepnun: dupekr-Menua, 2015. - 159¢. -
URL: http://biblioclub.ru/index.php?page=book&id=428590

5. Mamonosa, T. E. WHpopmanmonnele TexHomoruu. JlabopaTopHsrii
MPaKTUKYM [DIEKTPOHHBIA pecypc]: yueOHOoe mocoOue JUIsi MPUKIATHOTO
Oakanaspuara / T. E. MamonoBa. — M.: HU3narensctBo HOpaiit, 2016. —
176 c. - URL: https://www.biblio-online.ru/book/ESDI6E9D-AE76-4719-
8DFA-F6FCFB898B75

Kpome nepeyncieHHbIX HCTOYHUKOB MO TeMaM CaMOCTOSITEIbHON pabOThl, CTYICHT
MOXKET BOCTIOJIb30BAThHCS DIIeKTPOHHO-ONOIMOTEYHBIMU CUCTEMAaMU (BBO),
npodeccuoHaNbHBIMUA 0a3aMU JIaHHBIX, DJIEKTPOHHBIMU 0a3aMu MEPUOIUYECKUX HU3AAHHM,
IpyruMH  UMH(GOPMALIMOHHBIMM ~pecypcamH, yKazaHHbIMU B paszzgene 5.4 «llepedenp
pecypcoB HMH(POPMAIMOHHO-KOMMYHUKAIIMOHHOW cetu «lHTepHeT», HEOOXOAMMBIX IS
OCBOCHHUS JUCUUIUIMHBI», BKIIOUYAIOIIUN PECYpPChl, MOCTYN K KOTOPBIM OOECIEYeH 110
JI0OTOBOpaM ¢ MpaBooOJiagaTesiiMi, U 00pa3oBaTebHbIC, HAyYHbIE, CIPABOYHBIE PECYPCHI
OTKpBITOTO JOCTyNa, HUMEIolue craryc oduuuaibHbeiX ((deaepalibHble, OTpacieBbie,
YUPEKIECHNUW, OpraHu3aluid U T.I.), @ TAK)KE MOMCKOBBIMU cUCTEMaMu ceTh MHTepHeT aiig
MOVCKA ¥ pabOTHI ¢ HEOOXOAMMON WH(MOPMAIIHEH.

Jlns ocBOGHMSI NaHHOW JTUCHUIUIMHBI M BBIMOJHEHUS MPEIYCMOTPEHHBIX YUeOHOM
IpOrpaMMOM Kypca 3aJlaHMi [0 CaMOCTOSTENbHOW padoTe OOYy4arolUHCS MOXKET
UCTIOJIB30BaTh YUeOHO-METOANUECKOe 0OecIeYeHue:

-METOIMYECKUE PEKOMEHJAIUM TMperojaBaTesis K MPaKTUYECKUM (J1a00paTOPHBIM)
3aHATHUAM;

Hauanom opranusaiuu J1t000# caMOCTOSTEIBHONH pabOThI TOMKHO OBITh NMPUBHUTHE
HABBIKOB 1 YMEHUW IPaMOTHOM paboThI ¢ y4eOHOIM M HAyYHOU JTUTEpaTypoil. DTOT mpolece,
B MEPBYIO OYEpelb, CBA3aH C HAXOXKIECHUEM HEOOXOIUMOM i YCHEIIHOTO OBJIAJICHUS
y4eOHBIM MarepuaioM JnuTeparypoil. OOydaromuics TOMKEH YMETh I0JIb30BAThCS
dbongamu OUOIMOTEK M CIIPABOYHO-OMOIHMOrpapuuecKuMu U31aHUSIMU.
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OOyuaromiuecs: sl MOJHOLIEHHOTO OCBOEHHUS Y4€OHOIO Kypca JOKHBI COCTaBISAThH
KOHCTIEKTBI KaK MpHU MPOCITYIIMBAHUU €r0 TEOPETUUECKON (JIEKIIMOHHOM) YacTH, TaK U MpHU
MOJITOTOBKE K MPaKTUYECKUM (71a00paTopHbIM) 3aHATUSAM. JKenaTeslbHO, YTOOBI KOHCIIEKTHI
JIEKIMH 3alIACBIBAJINCH B JIOTMYECKOW MOCIIEIOBATEIBHOCTH U3YUEHUS Kypca U COIEPKaINCh
B OJHOM TETPaJIN.
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3. OBPA3ZOBATEJIBHBIE TEXHOJIOI'NHU

Jlns peanu3anuy KOMIIETEHTHOCTHOTO IOAXO0/A MPEAYCMaTPUBAETCS UCIIOIb30BAHKE
B y4eOHOM Ipoliecce AaKTUBHBIX M HMHTEPAKTHBHBIX (OPM NPOBEACHUS AYAUTOPHBIX U
BHEAYJUTOPHBIX 3aHATHUM C LEIpl0 (OPMUPOBAHUS U Pa3BUTHSA NPOQPECCHOHATIBHBIX
HaBBIKOB 00YYarOIIUXCH.
B npouecce npenonaBanusi NpUMEHSIOTCS 00pa30BaTebHbIE TEXHOJIOIMU Pa3BUTHUS
KPUTHUYECKOr0 MbIieHUs. O0s3aTeabHbl KOMIBIOTEPHBIE JTAOOPATOPHBIE MPAKTUKYMBI 11O
pasznenaM JUCLHUTIINHEIL.
B yue6HOM mpornecce Hapsay ¢ TpaJUIIMOHHBIMU 00pa30BaTEeIbHBIMU TEXHOJIOTUAMU

HCIIOJIB3YIOTCA KOMIIBFOTCPHOC TCCTUPOBAHUC, TEMATHYCCKHEC IMpC3CHTal1U,
MHTECPAKTUBHBIC TEXHOJIOTUH.
3.1.00pa3oBaTe/bHbIC TEXHOJIOTMH IIPH NPOBEICHUHU JICKIHI
Buasl npuMensieMbIx Kon-Bo
No Tema ABL TP o
00pa3oBaTeIbHBIX TEXHOIOT U qac
1 2 3 4
HNudopmanus, vHGopMaLMOHHbIE TEXHOJIOTHU U
1 (bopmanus, unpopman Jlekuws - JUCKYCCHS 4
uHGOPMAIMOHHBIE CHCTEMBI
N AynuoBu3yaiibHast TEXHOIOTUSA®
2 | O6paboTka TekcToBOoit HHPopmamuu B MSWord YA Y ’ 4*
JICKIHS-TUCKYCCHUS
N AynuoBu3yaiibHast TEXHOIOTUSA®
3 | O6padoTka yncaoBoii nudpopmanuu 8 MSEXxcel YA M ’ 6*
JEKIMSA - JTUCKYCCHS
N : AynuoBu3yaibHas TEXHOIOTUS*
4 | Co3nanue npesentauuii B MSPowerPoint YA M ’ 4*
JEKIMSA - JUCKYCCHS
5 | MyabTuMeaUiTHbIE TEXHOJIOTHH AynuoBu3yalibHas TEXHOIOTUS* 4*
OcHoBbI HHPOPMATHOHHOH U KOMIIBIOTEPHO
6 hopman p Jlexrus - AUCKyCCUs 2
0e30macHOCTH
HToro no Kypcy 24
B TOM YHCIIe HHTEPAKTUBHOE 00ydeHne™ 18*
3.2.00pa3oBaTe/ibHbIE TEXHOJIOTMH MPHU NPOBEICHUHN NPAKTHYECKUX 3aHATHI
(s1adopaTopHbIX padoT)
Ne Tewma 3ansaTHA Bup! npuMensieMbIx o0pazoBarenbHbix | Ko
TEXHOJIOTHH yac
1 |IMIPAKTHUYECKOE 3AHATHE Ne 1 mo teme 1 Huckyccuns 1o TeopeTHYeCKUM 1
paznena 1 «Knaccudpukanus nHPOPMAMOHHBIX | BOIIPOCaM.
TEXHOJIOTHH 10 chepaM MPUMEHEHUS
2 |TTPAKTUYECKOE 3AHATHUE Ne 2 o teme 2 BrmonHenne mpakTHuecKoi paboThl 1
paznena 1«Knaccudukanus nHHOPMAIMOHHBIX
cucteM. JKu3HEHHBIH UMK HHPOPMALMOHHON
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CUCTCMBI»

[MPAKTUYECKOE 3AHATHE Ne 3 no teme 1
pasmena 2 «Hactpoiika pabodero okaa MS Word.
dopmaTHpOBaHUE CUMBOJIOB U a03a1ieB»

BrinonHeHne npakTHYecKoi paboThI

2*

[MPAKTUYECKOE 3AHATUE Ne 4 o Teme 2
paznena 2 «Odopmienue nokymentoB MS Word»

BrinonHeHne npakTHYecKoi paboThI

2*

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

BrImmonmaeHre MpakTHIECKOH paboThI

2*

[MPAKTUYECKOE 3AHATUE Ne 6 o Teme 3
pasmena 2 «OCHOBBI AJIEKTPOHHON BEPCTKH
TEKCTa»

BrinonHeHne npakTHYeCKOH paboThl

2*

[MPAKTUYECKOE 3AHATHE Ne 7 o teme 1
pasmena 3 «Pabora ¢ 3JIeKTPOHHBIMA TaOIHIIAMI

BrinonHeHne npakTHYecKol paboThI

2*

IMPAKTUYECKOE 3AHSTHUE Ne 8 mo teme 2
paznena 3 «Dopmyiel 1 GhyHkimu B MS Excel»

BrmonHerne nmpakTuyeckon paboTh

2*

[NPAKTUYECKOE 3AHATHUE Ne 9 o Teme 2
pasnena 3 «/Inarpammel 8 MS Excel»

BrimonHeHne npakTHueckoi paboThl

2*

10

IMPAKTUYECKOE 3AHSTHUE Nel0 no Teme 3
pasnena 3 «ba3sl nanaex B MS Excel»

BrmonHerne nmpakTudeckon paboThl

2*

11

IMTPAKTMYECKOE 3AHATHE Nell no Teme 3
paznena 3 «XyHoxKecTBeHHOE 0pOpMIICHUE
pe3yJIbTaTOB PabOTHI»

BrmonHerne nmpakTudeckon paboTh

2*

12

IMPAKTUYECKOE 3AHATHUE Nel2 no teme 1
pasnena 4 «Pabora co cnaiimamu B MS
PowerPoint»

BrimonHeHne npakTHuecKoi paboThl

2*

13

[MPAKTHUYECKOE 3AHATHUE Nel3 o teme 2
paznena 4 «PexxuMbl co31aHuUs TIPE3SHTAIIH.
Hacrpoiika au3zaiina cnaiiioB»

BrimonHeHre pakTHYecKol paboThl

2*

14

ITPAKTUYECKOE 3AHATHE Nel4 o teme 2
paznena 4 «HacTpoiika aHuManuu clnaaos.
Hacrpoiika npe3eHTanum»

BeimonHeHre pakTHYecKol paboThI

2*

15

IMPAKTUYECKOE 3AHATHUE Nel5 no teme 1
pasznena S«Co3nanue rpaguuecKux 00ObEKTOB.
Kommmposanwue, hopmaTupoBanue, yaieHue,
TPYIIIHPOBKA)

BrimonHeHre pakTHYecKOl paboThI

2*

16

MMPAKTUYECKHUE 3AHATHUA Nel6 mo teme 2
pasznena 5 «I'paduueckue pegaKTopbl U UX
BO3MO>KHOCTH»

BeimonHeHre pakTHYecKol paboThl

2*

17

IMPAKTUYECKOE 3AHATUE Ne 17 o teme 1
pazzena 6 «MupopmannonHas 6e30MacHOCTb U
3amuTa HHQOpMaITUN

BrmonHenne mpakTHuecKoi paboThl

2*

Hroro no xypcy

32

B TOM YHCIIE HHTEPAKTHBHOE 00yueHHe*

30*
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4. YCJIOBUS PEAJIM3ALIMU ITPOI'PAMMBI TUCHHUITVIMHBI

4.1. MarepuajibHO-TeXHHYeCKasi 0a3a, HeoOXoamMasi IJIsl OCYHIeCTBJICHHS
00pa30BaTeILHOIO NpoLecca Mo JUCHUIJINHEe
Peanu3anus yueOHON NUCIUILIUHBI OCYIIECTBISIETCS B CTIICIIHAIIBHO 000PYI0BAHHOM
kaOuHeTe MHGOPMATUKHU U UHPOPMAITMOHHBIX TEXHOJIOTHUH.
O6opynoBanue yueOHOro KaOnHeTanH(POPMATHKN U MH(POPMAIIMOHHBIX TEXHOJIOTHA:
—  NEPEHOCHOM MYJbTUMEIUUHBIN MMPOCKTOP, IKPaH;
—  UHTEpaKTUBHAs JOCKa;
—  TIepCOHAJbHBIC KOMITBIOTEPHI,
—  JIOKaJIbHasi KOMITBIOTEPHAS CETh C BBIX0I0M B IHTEpHET;
—  yucOHas meOenb;
—  JIocKa y4yeOHasl.

Harasannie mocoous:
KoMmurekT rrakaTos:

DJIEeKTPOHHBbIE PecypcChl:
CD nuck. O6pazoBarensHbiil komiuieke «1C: Mudopmartuka, 11 kimace»

4.2. IlepevyeHb HEOOXOAMMOTI0 IPOrPaAMMHOI0 o0ecneYeHust

1. 7-zip; (nmuen3us Ha aHri. http://www.7-zip.org/license.txt)

2. Adobe Acrobat Reade; (muien3us -
https://get.adobe.com/reader/?loc=ru&promoid=KLXME)

3. Adobe Flash Player; (nuuen3us -
https://get.adobe.com/reader/?loc=ru&promoid=KLXME)

4. Microsoft Office 2003; (nutiensus - http://www.openoffice.org/license.html)

5. FreeCommander; (numen3us -
https://freecommander.com/ru/%d0%bb%d0%b8%d1%86%d0%b5%d0%bd%d0%b7%d0
%b8%d1%8f/)

8. MozillaFirefox.(nunensus - https://www.mozilla.org/en-US/MPL/2.0/)
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5. MEPEYEHb OCHOBHOM U JONOJTHUTEJIbHON YYEFHON
JIUTEPATYPBI, HEOBXOJUMOM 1J151 OCBOEHU S JUCLMUITJINHBI
UH®OPMALIMOHHBIE TEXHOJIOI'MU

5.1. OcHoBHas TUTEPATypa

1. lagpmioB, M. B. HWudopmatnka u HUHPOPMAIMOHHBICE TEXHOJOTUH
[DnexTponnbiii pecypc]: yueonuk mans CIIO / M. B. I'aepuiios, B. A. Kiiumos. — 4-¢ usn.,
nepepad. u qorn. — M.: U3marensctBo HOpaiit, 2016. — 383 c. - URL: https://www.biblio-
online.ru/viewer/1DC33FDD-8C47-439D-98FD-8D445734B9D9%page/1

2. CosetoB, b. . MudopManuoHHbIE TEXHOJIOTUH [DJIEKTPOHHBIN pecypc]:
yueOnuk s CIIO / b. 4. Coseros, B. B. llexaHoBckuii. — 6-e u3a., mepepad. u gom. —
M.: MUszpmarenbctBo IOpaiit, 2017. — 261 c¢. - URL: https://www.biblio-

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

5.2. lonoJTHUTEIbHAS JIUTEPaTypa

1. I'Bo3neBa, B. A.HWnHdopmaruka, aBTOMATH3WPOBAaHHBIE HH(OPMAIIMOHHBIC
TEXHOJIOTHH U cUcTeMbl: yueOHuK / B. A. I'BozneBa. — M.: ®OPYM: UH®PA-M, 2017. —
544 c.

2. I'aBpmoB, M.B. MHdpopmaTtnka u MHPOPMAIIMOHHBIC TEXHOJOTHHU: YUCOHUK
s CITO / M.B. T'aBpuiios, B.A. Kiumos.- M.: KOpaiiT, 2015.- 383 c.

3. I'ox6epr I'.C. Undopmanrionnsie TexHonoruu: yuyeonuk g CIIO. - M.:
Axanemus, 2013.-207c.

4. Nudpopmanmonnple TexHosorud B 2 1. Tom 1 [DnekTpoHHBIH pecypc]:
yueonuk s CIIO / B. B. Tpodumos, O. I1. Mneuna, B. 1. Kuses, E. B. Tpodumosa; non
pen. B. B. TpodpumoBa. — nepepab. u qon. — M.: UznarensctBo Opaiit, 2016. — 238 c. -
URL: https://www.biblio-online.ru/viewer/281E14E9-14A1-4C33-B9BO0-
88039C7CE2F6#page/l

5. Nudopmanmonnsie TexHosorud B 2 T. Tom 2 [DnekTpoHHBIA pecypc]:
yueOnuk ans CIIO / B. B. Tpodumos, O. I1. Unbuna, B. . Kuses, E. B. Tpopumosa; oTs.
pen. B. B. TpobumoB. — nepepab. u gorn. — M.: M3parensctBo KOpaiit, 2016. — 390 c. -
URL: https://www.biblio-online.ru/viewer/82ECCEDO-EBF6-4DE1-82D2-
3E74443D21D8#/

6. Tpodumon, B. B. Uudopmaruka B 2 1. Tom 1 [DnexrpoHHbIii pecypc]:
yueonuk mist CI1O / B. B. Tpodumos; nox pen. B. B. Tpodpumosa. — 3-e u3zz., nepepad. u
gon. — M.: MsparensctBo IOpaiit, 2017. — 553 c¢. - URL: https://www.biblio-
online.ru/viewer/87EC2130-3EBB-45B7-B195-1A9C561ED9D9%page/1

7. Tpodumos, B. B. Undopmatuka B 2 1. Tom 2 [DnexrtponHslii pecypc]:
yuebnuk g CIIO / B. B. Tpopumos; o1B. pea. B. B. Tpopumos. — 3-e u3xa., nepepad. u

gon. — M.: MsparensctBo IOpaiit, 2017. — 406 c. - URL: https://www.biblio-
online.ru/viewer/14FE5928-69CF-41EC-AQ00B-3979EC8273C8#/
8. Mawmomnosa, T. E. Uapopmanronssie TexHoM0TuHU. JJabopaTopHbIii MPaKTUKYM

[DnexTpoHHBIE pecypc]: ydeOHOoe mocoOue ais mpukiagHoro OakamaBpuata / T. E.
MawmonoBa. — M.: UsmarensctBo FOpaiit, 2016. — 176 c¢. - URL: https://www.biblio-
online.ru/viewer/78273C7D-1F38-402A-8065-31B181C91613#page/1
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https://www.biblio-online.ru/viewer/14FE5928-69CF-41EC-A00B-3979EC8273C8#/
https://www.biblio-online.ru/viewer/14FE5928-69CF-41EC-A00B-3979EC8273C8#/
https://www.biblio-online.ru/viewer/78273C7D-1F38-402A-8065-31B181C91613#page/1
https://www.biblio-online.ru/viewer/78273C7D-1F38-402A-8065-31B181C91613#page/1

0. CoseroB, b. fI. NuHdopmanmoHHble TeXHOIOTUU [DIEKTPOHHBIA pecypc]:
yaeOHUK 11 npukiagaHoro 6akanaBpuata / b. f. Coseros, B. B. I{exanoBckuii. — 6-¢ u3.,
nepepad. u gor. — M.: U3parensctBo HOpaiit, 2016. — 263 ¢. - URL: https://www.biblio-
online.ru/viewer/34234C8A-E4D5-425A-889B-09FE2B39D 140#page/1

10. HudopmanmoHHBIE TEXHOJOTHH B MapKETHHre [DJIEKTPOHHBIM pecypc]:
yaeOnuk u npaktukyM aias CIIO / C. B. Kapnosa [u ap.]; mox o6mr. pea. C. B. Kapmopoid.
— M.: WsparemsctBo IOpaiir, 2016. — 367 c. - URL: https://www.biblio-
online.ru/viewer/392D9025-B690-4BDC-A2DC-C7C48D764C1E#page/1

11. HudopmanmoHHBIE TEXHOJOTUHM B MEHEIKMEHTE [DIEKTPOHHBIN pecypc]:
yaeOHuk u mpaktukym s CI1O / E. B. Maitoposa [u ap.]; mox pen. E. B. UepTok. — M.:
UznarensctBo  FOpaiit, 2016 — 368 c¢. - URL: https://www.biblio-
online.ru/viewer/CFEFODOE-CD19-4F25-9DD4-87860BBDFC7A#page/1

12.  HerécoBa, O. K. HWapopManmoHHbIE TEXHOJOTUM B DKOHOMHUKE
[DnekTponHBIN pecypc]: yueoHnoe mocobue st CITO / O. F0. Herécoa. — 3-e u3n., ucmp.
u jgorn. — M.: UsnmarensctBo lOpaiit, 2017. — 146 c¢. - URL: https://www.biblio-
online.ru/viewer/D8F3F1FA-DA19-468F-A7FD-73E7TBD1ACDCC#page/l

13. IInmaxornukoBa, M. A. HWHdopmarnmoHHbIE TEXHOJIOTUHM B MEHEIKMEHTE
[DnexTponnblii pecypc]: yueOHuk u npaktukyMm ais CIIO / M. A. TlnaxotHukosa, FO. B.
BeprakoBa. — M.: UsparensctBo IOpaiit, 2017. — 462 c¢. - URL: https://www.biblio-
online.ru/viewer/D118EE19-C1B2-46A7-91BB-2BC417C54C47#page/l

14. TpomeB, A.C. Hudpopmaruka [DneKTpoHHBIH pecypc]: 1abopaTOpHbII
npaktukym /  A.C.I'pomeB. -  M.; bepmun: Jupexkr-Menna, 2015. - 159¢. -
URL: http://biblioclub.ru/index.php?page=book_view_red&book_id=428590

15. CoxomoBa, B. B. BepbluncnutenbHas TeXHUKAa U WHOOPMAIMOHHBIC
TeXHOJIOTHU. Pa3paboTka MOOWIIBHBIX NPHIOKEHUU [DIEKTPOHHBIN pecypc]|: ydeOHoe
nocobue s nmpukiagHoro 6akamnaspuata / B. B. CokonoBa. — M.: U3natensctBo IOpaiiT,
2017. — 175 c. - URL: https://www.biblio-online.ru/viewer/D80F822D-BA6D-45E9-
B83B-8EC049F5F7D9%%page/1

5.3. [lepuoguueckne U3TAHUSA

1. Cpennee u mpodeccuoHaIbHOE 00pa3oBaHUEe

2. Kommsrorep Ilpecc

3. OtxpbiThie cuctembl.- URL:
http://biblioclub.ru/index.php?page=journal &jid=436083

4. Nudopmarnka B mxoine .- URL:
http://dlib.eastview.com/browse/publication/18988

5. [Iporpammuble TPOAYKTHI U cucTembl.- URL:

http://dlib.eastview.com/browse/publication/64086
6. Madopmarrka u oopaszoBanue.- URL:
http://dlib.eastview.com/browse/publication/18946
7.Cuctemnsiii anmunauctparop.- URL:  http://dlib.eastview.com/browse/publication/66751
8..Computerword Poccusi.- URL: http://dlib.eastview.com/browse/publication/64081
9. Mup TIK.- URL: http://dlib.eastview.com/browse/publication/64067
10.MudopmanmonHo-ymnpasistomue cucrembl.- URL:
http://dlib.eastview.com/browse/publication/71235
11. XKypnan cereBbix pemenniit LAN.- URL:
http://dlib.eastview.com/browse/publication/64078
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12.Madopmaruka u obpazopanue.- URL:
http://dlib.eastview.com/browse/publication/18946

13. Windows IT Pro/ Re.- URL.:
http://biblioclub.ru/index.php?page=journal &jid=138741

14 .Tlpuknannas uagopmaruka.- URL:  http://elibrary.ru/title_about.asp?id=25599

5.4. IlepeyeHbp pecypcoB HH(POPMALMOHHO-TEICKOMMYHMKAIIMOHHON CeTH
«HTepHET», HEOOXOAUMBIX IJISI 0CBOEHHS U CIUNINHBI

1. ObC  «YuuBepcuterckas  Oubiamoreka  ONLINE». —  URL:
www.biblioclub.ru

2. OBC usnatensctBa «Jlans». — URL: https://e.lanbook.com

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

4, OnexTpoHHbIi  Kartamor  Hayunoit ~ Oubmuorexkm  KyOI'Y. —
URL.:http://212.192.134.46/MegaPro/Catalog/Home/Index

5. OnekTpoHHas Oubnuoreka «M3marensckoro goma «I'peOEHHHUKOBY -
URL:www.grebennikon.ru

6. Hayuynass  smektponnas  O6uOmmoreka (HOB)  «eLibrary.ru». -
URL :http://www.elibrary.ru

7. Basbl nanusix kommnanuu «ct Beroy. - URL:http://dlib.eastview.com

8. Jlekropuym TBy». - URL.: http://www.lektorium.tv/

0. HanmonanbeHas snextponHas 6udnuorexa « H9by». - URL:http://H36.pd/

10. KubepJlennnka: Hay4yHas  2JIeKTpoHHas  OumbOmmoreka. —  URL:
http://cyberleninka.ru/

11. Enunoe okHO moctymna k oOpa3oBaTenbHBIM pecypcam : deaepanbHas UC
cBoboanoro nocrymna. — URL: http://window.edu.ru.

12. CnpaBouHo-nipaBoBasg cucteMa «KoHCylIbTaHT [Tmoc» - URL

http://www.consultant.ru
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6. METOANYECKHUE YKA3ZAHUS JJISA OBYYAIOILIUXCS
11O OCBOEHUMIO JNCHUIIJIMHbBI «MH®POPMAIIMOHHBIE TEXHOJIOTI' U

VYuyamuecs g TOJHOIIEHHOTO OCBOSHHS Y4YeOHOTO Kypca JIOJDKHBI COCTaBIIATH
KOHCHIEKTHI KaK MPH MPOCIYIIMBAHUN €0 TeOPETHYCCKOM (JIGKITMOHHOM) YacTH, TaK M MpPH
MOATOTOBKE K IMPAKTUYECKUM (CEMHHAPCKHM) 3aHATHSIM. JKenaTenbHO, YTOOBI KOHCITEKTHI
JIEKIIUA ¥ CEMUHAPOB 3aIlUCHIBAIUCH B JJOTMUECKOH MOCIIEI0OBATEIbHOCTH U3yYEHUS Kypca U
COZIEPKATMCh B OHOU TETpaJid. ITO 00eCIeyuT Oojiee MOTHYIO MOATOTOBKY KaK K TeKYIIUM
Y4EOHBIM 3aHATHAM, TaK U CECCHOHHOMY KOHTPOJIIO 3HAHHIA.

CamocrtosiTennpHas paboTa ydammxcs sBJsSeTCa BaxHeled Qopmoit ydeOHO-
MMO3HABATENILHOTO Tpoliecca. Llenp 3aganuii 11 caMOCTOSTEILHON paOdOThl — 3aKpENUTh U
pacIIupuTh 3HAHWSA, YMCHHUS, HABBIKA, TNPHOOPETEHHBIE B pe3yjbTaTe W3yUYCHHS
TUCIMIUIMHBI;, OBIQJACTh YMEHHEM HCIOJH30BaTh TOJYUYCHHBIC 3HAHHUS B IMPAKTHYCCKOMN
paboTe; MOJyYUTh IIEPBUIHBIC HABBIKK MTPOQPECCHOHATBHOMN TESITEIHHOCTH.

Havayiom opranuzamnuu JIr000H caMOCTOSTEIRHON pabOThl JOMKHO OBITH NMPHBUTHE
HaBBIKOB U YMEHUU TPAaMOTHOM pabOTHI ¢ y4eOHON W HAyYHOH JIUTEPATypoil. DTOT MpoIecc,
B IIEPBYIO OUYepelb, CBS3aH C HAXOXKJICHHEM HEOOXOAWMOM IS YCIICITHOTO OBJIAJCHHS
y4eOHBIM MaTepHAJIOM JIMTEPaTypoi. YdUamuics TOJDKEH H3YYUTh CIMCOK HOPMATHBHO-
MPaBOBBIX aKTOB W OSKOHOMHYECKOW JUTEpaTypbl, PEKOMEHIYEeMBIH 10 y4eOHOM
JTUCITUTIIINHE; YMETh MM0JIb30BAaTHCS (hoHmamMmu OHnOINOTEK u CIIPAaBOYHO-
oubauorpaduIeCKUMH U3TaHUSIMH.

3amaHus I CaMOCTOSITEILHOM paOOThI BBIMOJTHSIIOTCS B MHUCBMEHHOM BHJIE BO
BHEAyJIUTOpHOE Bpems. PaboTa momkHAa HOCUTH TBOPYECKUN XapakTep, MpHU €€ OIEHKE
MpenojaBaTeib B TEPBYIO Ouepelb OIICHMBAeT OOOCHOBAHHOCTh U OPHUTMHAIBHOCTH
BBIBOJIOB. B mmchbMeHHON paboTe 1O TeMe 3aJaHdsl YYalluhcs JOJDKEH II0JIHO M
BCECTOPOHHE PACCMOTPETh BCE aCIEeKThI TEMBI, YETKO C(hOPMYITHMPOBATH M apTyMEHTHPOBATH
CBOIO TMO3UIMIO TI0 HCCIEeAyeMbIM BompocaM. BbIiOOp KOHKpPETHOrO 3aJaHusi s
CaMOCTOSITEIFHOW pabOThI MPOBOJMT MPEIOaBaTellb, BEAYIUH MPAKTHUCCKUE 3aHITHS B
COOTBETCTBHUU C NMEPEYHEM, YKA3aHHBIM B IIJIAHAX MPAKTUYECKUX 3aHATHI.

OOy4eHne CTYJEHTOB OCYIIECTBISACTCS MO TPAJAUIMOHHOW TEXHOJOTHH (JIEKIIHH,
MPAKTUKHN) C BKIIFOYCHUEM WHHOBAIIMOHHBIX JJIEMEHTOB.

C TOUYKHM 3peHHUs HUCIOJb3YEeMbIX METOJIOB JICKIIMHU TMOJPa3ACIISIIOTCS CISTYIOMNM
obpaszoM: mH(MOPMAITMOHHO-00BICHUTEIIbHAS JICKIIHS, TTOBECTBOBATEIbHAS, JCKIHI-0ecea,
npoOsieMHast IEKIUS U T. JI.

YcTHOE M30KEeHHE YyYeOHOro MaTepHasia Ha JICKIIUH JOJKHO KOHCIEKTHPOBATHCS.
Cnymath JIEKIUI0 HYXKHO YMETh — MOJJIEPKUBATh CBOE BHMMAaHUE, MOHATh W 3alIOMHUTH
yCIBIIIAHHOE, YJIOBUTH May3bl. B mporecce U3i10KeHus mpemnoaBaTeieM JEKIUH CTYACHT
JIOJDKEH BBISICHUTH BCE HETIOHSITHBIE BOMPOCHI. 3alUCHIBATH COJACP)KAHHME JEKIIMU HYXKHO
00s13aTeNIbHO — 3aIMCH TTOMOTAIOT MOJIEP)KUBATh BHUMAHKE, CIIOCOOCTBYIOT TOHUMAHHIO U
3allOMUHAHUIO YCIIBIIIIAHHOTO, MPUBOJUT 3HAHUE B CUCTEMY, CIIY>KaT OMOPOM ISl Iepexo/ia
K Oosee rmyO00KOMY CaMOCTOSITETLHOMY M3YUEHUIO MpeIMeTa.

Meroanueckrne peKOMEHIAUY 110 KOHCIIEKTUPOBAHMIO JICKIIUNA:

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

JeKnuu  mpenonasaTens. Heobxoaumo  ciymiaTh, 00AyMBIBaTh M 3alKCHIBaTh
OJTHOBPEMEHHO;

— 3amuch BeACTCS OYeHb OBICTPO, YETKO, 1O BO3MOXXHOCTH KOPOTKUMH
BBIPAKCHUSIMU;

30



— HE MpeKpainas cIymaTh MpernoaaBaTessi, Hy)KHO 3allUChIBaTh TO, YTO HEOOXOIUMO
yCBOUTh. Hemnb3sl 3amuchiBaTh cpa3y ke BhICKa3aHHYIO MBICIb MPETOAaBaTesl, CIeayeT eé
MOHATH M TIOCIIE ATOT0 KPATKO 3alicaTh CBOMMHM CJIOBAaMH WJIM CIIOBaMHU TPETIOAaBATEIIS.
BaxxHo, 4T0OBI B HElt HEe OB MOTEPSIH OCHOBHOW CMBICH CKa3aHHOTO;

—MMCHA, 1aThl, HA3BaHUs, BBIBOIBI, ONIPEICIICHHUS 3alTUCHIBAIOTCS TOYHO;

—cjeAyeT oOpaTuTh BHUMaHue Ha OQOpMIICHHE 3amucu JeKuuu. s Kaxxaoro
npeaMeTa 3aBOAMTCs o0mIast TeTpaab. OTIIMYHBIM OT OCTAIBHOTO IIBETA CIICAYET BBIICIATH
OTJIENbHBIC MBICIIA W 3aroJIOBKH, COKpAIlaTh OTIEIbHBIC CJIOBA W MPEIIOKCHUS,
WCIIOJIb30BaTh YCIIOBHBIC 3HAKW, OYKBBI JJATUHCKOTO M TPEUYECKOTO ali(DaBUTOB, a TaKKe
HEKOTOPBIE MPUEMBI CTCHOTPAPUIECKOTO COKPAIIICHHUS CIIOB.

[Ipaktuyeckue 3aHaTusg 10 aucuuiuinHe «HbOpMalMOHHBIE TEXHOJIOTUM»
MIPOBOJISITCS. B OCHOBHOM IO CXEMeE:

-YCTHBI OMNpPOC TIO TEOPHMHU B Hayaje 3aHATHS (OOCYXKJIEHHE TEOPETHUECKUX
MpoOJIEMHBIX BOTIPOCOB IO TEME);

-paboTa B rpynmnax o pa3peneHuIo pa3InuHbIX CUTYaIHi 110 TeMe 3aHSATHUS;

-pelleHre MPaKTHYECKUX 3a71a4 HHANBUIYJIHHO;

-TMI0JIBE/ICHUE UTOTOB 3aHATHUS (WK pediekcus);

-UHJIMBUIyaJIbHbIE 3aJaHus IS TIOJTOTOBKH K CIEIYIONIMM IPaKTUYECKUM
3aHSTHSIM.

[lenp MpakTUYECKOTO 3aHATHSA - HAYYUTh CTYJICHTOB MPUMEHSATh TEOPETHUYECKUE
3HAHUS TP PEIICHUH MPAKTUYECKUX 3a/1ad Ha OCHOBE PEaJIbHBIX JTaHHBIX.

Ha npakTudeckux 3aHSITHIX MPeo0IaiatoT CAEAYIOIINEe METOIbI:

-BepOaIbHbIe (TTPe00IagaroIMM METOIOM JIOJKHO OBITh OOBSICHEHHE);

-IpakTU4YeCKue (MUChbMEHHBIE 3/IaHUs, TPYIIOBBIC 3aJaHUS U T. II.).

BaxxHbIM 17151 cTyJeHTa SBISETCS YMEHHE PallMOHAIBHO MOAOUpATh HEOOXOIUMYIO
yueOHyto utepaTypy. OCHOBHBIMH JTUTEPATYPHBIMU UCTOUHUKAMH SIBIISIFOTCSI:

— 6ubnmnoreunsie pouas! punuana Kyol'Y B r. ['enenmxuke;

— DJICKTPOHHAs OMOIMOTEYHAsl CUCTeMa « Y HUBEPCUTETCKAsi OMOIMOTEKA OHJIAlHY;

— DJIGKTpOHHAs OubmroTeyHas cucrema M3narenscTBa «Jlauby.

[Touck kHUT B OHOMHOTEKE HEOOXOJMMO HAYMHATH C H3YUYEHUS] MPEIMETHOTO
KaTajJiora W CO3JaHUsl CIHCKAa KHUT, TMOCOOMH, METOAMYECKHUX MaTEPHaJOB IO TEMe
W3YUYECHUS.

[TpocMOTp KHMTM HAYMHAETCS C TUTYJBHOTO JIMCTA, CIEIYIOMIETO MOCIE OOJIOXKKH.
Ha HéM 00BbIYHO MTOMEIIAI0TCs BCe OCHOBHBIE JJaHHBIE, XapaKTepU3yIolue KHUTY: Ha3BaHUE,
aBTOD, BBIXOJHBIC JaHHBIC, JaHHBIC O Mepeu3gaHuu u 1.1. Ha o0opore TUTYIBHOTO JKMCTa
na€Tcsl aHHOTAIMs, B KOTOPOW YKa3bIBa€TCS TEMAaTHKa BOMPOCOB, OCBEHIEHHBIX B KHUTE,
ompenenseTcs Kpyr 4MTaTeNie, Ha KOTOPBIM OHa paccuuTaHa. bojblloe 3HaAYeHUE UMEeT
MPEAUCIIOBUE KHHUTH, KOTOPOE 3HAKOMUT YHWTATeNs C JIMYHOCTHIO aBTOpa, HCTOpPUEH
CO3/IaHUs KHUTH, PACKPBIBAET COJEPKAHUE.

[IpounTaB mpeaucioBHe W TMONY4YUB OOIIEe MpEACTaBIEHUE O KHUTE, CIeAyeT
oOpaTuThes K orjiaBieHuto. OrjiaBieHUE KHUTH 3HAKOMHUT 00y4aeMOro C COACp)KaHHEM U
JIOTUYECKOM CTPYKTYPOU KHUTH, TTO3BOJISIET BEIOPATh HY>KHBIA MaTepual i u3ydeHus. ['ox
W3JIaHUs KHUTW TIO3BOJIIET CYAWTh O HOBH3HE Marepuana. B kHure Moryt ObITh
MpUMEYaHUs1, KOTOPBIE COJEPKAT pa3IMUHbIC JOTOJHUTENbHbBIE cBeleHHs. OHU TIeYaTaroTCs
BHE OCHOBHOTO TEKCTa U PAa3bACHSIIOT OTACNIbHBIC BOMPOCHL. [IpeameTHbie u andaBUTHBIC
yKazaTelu 3HA4YUTEIhbHO OOJerdaloT MOBTOPEHHE H3JI0KEHHOTO B KHUTE MaTepuana. B
KOHIIE KHHUTHM MOET pacrojaratbCs BCIIOMOTaTeNnbHBIM Marepuan. K Hemy 0OBIYHO
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OTHOCATCSA HWHCTPYKIHH, IPUIIOKCHHA, CXCMbl, CHTYyallMOHHBIC 3aJda4du, BOIIPOCHI JId
CaAMOKOHTPOJIA U T.AO.

]_—[J'I}I Jydqmiero mnpeacTaBJICHUSA W 3alIOMHMHAHHUA MaTCpHalia uenecoo6pa3H0 BCCTH
3aIMMCH 1 KOHCIICKTBI PAa3JIMYHOTO COACPKAHUS, @ UMCHHO:!

— IIOMCTKH, 3aMCUYaHMA, BbIACICHUC I'JIaBHOI'O,

— TUTaH, T€3UCHI, BBIMUCKH, ITUTATHI,
— KOHCIIEKT, paboyas 3amuchk, pedepar, 10K, JISKIUI U T.1.

Yurath ydyeOHUK HEOOXOJMMO BIYMUYMBO, BHUMATEIbHO, HE MPOIYyCKas TEKCTa,
CTapasiCh MOHATh Kaxaylo (¢pasy, OJHOBPEMEHHO pa3dupas IpUMEpbl, CXEMbl, TaOIHIIb,
PHUCYHKH, IPUBEAEHHBIE B yUEOHHKE.

OnHuM U3 BaXXHEWIIUX CPEACTB, CHOCOOCTBYIOIIMX 3aKPEIJIEHUIO 3HAHUM, SIBISIETCS
KpaTKas 3alKuch MPOYMTAHHOTO MaTepualla — COCTaBJIeHHE KOHcHeKTa. KOoHCHeKT — 3To
KpaTKO€ CBSI3HOE M3JI0KEHHUE COJAEp)KaHUs TeMbl, ydeOHMKAa WM €ro 4yactu, 0e3
noipoOHOCTEN M BTOpOCTENEHHBIX AeTaneld. [lo cBoell cTpyKType U MOcCiel0BaTeNbHOCTU
KOHCIIEKT JOJDKEH COOTBETCTBOBATH IUIaHY yueOHMKA. [IoaTOMy BakHO cHaydaja COCTaBUTh
IUTaH, a MOTOM MHCaTh KOHCHEKT B BUJAE OTBETAa Ha BOIpOCHl IulaHa. Ecim ydueOHUK
pa3aenéH Ha HeOOJbIINE O3arJIaBJICHHbIE YAaCTH, TO 3ar0JIOBKM MOXHO paccMaTpUBaTh Kak
NYHKTHl IUIAaHA, a M3 TEKCTa KaXXJOM 4YacTh CIeAyeT 3amucaTh T€ MBICIH, KOTOpBIE
PacKpbIBAIOT CMBICII 3ar0JIOBKA.

TpeboBaHus K KOHCIEKTY:

— KPaTKOCTb, CXKATOCTb, LIEI€CO00Pa3HOCTh KaXkJ0T0 3aIMChIBAEMOT0 CIIOBA;

— COIEpPXKATeIbHOCTh 3allUCH- 3aMUChIBACMBIC MBICITH ClieayeT (HOpPMYITHUPOBATH
KpaTko, HO 0e3 ymiepba ansa cMmpicia. O0BEM KOHCTIEKTa, KaK MPaBUIIO, MEHBIIIE U3y4aeMOro
TekcTa B 7-15 pa3z;

—KOHCIIEKTMOXET OBITh, KaK MPOCTBIM, TaK M CIOXKHBIM IO CTPYKTYpE — 3TO 3aBUCHUT
OT COZIEpP KaHMSI KHUTH U LIEH €€ U3yUYeHUsI.

MCTO,Z[I/I"IGCKI/IG PECKOMCHAAIWHU IO KOHCIICKTUPOBAHUIO!
— IpPeKAC YCM HadaTb COCTABJIATL KOHCIICKT, HYKHO O3HAKOMHTBCA C KHHFOﬁ,

MPOYUTATh €€ CHAaYaJia JJ0 KOHIIA, IOHSTh MPOYUTAHHOE,

— Ha OO0JIOXKKE TETpaJy 3alHMCHIBAIOTCS HAa3BaHWE KOHCIEKTUPYEMOW KHHTH U MMS
aBTOpA, COCTABIISIETCS TUIAH KOHCIIEKTHPYEMOTO TECTa;

— 3amUCH JIydlle JeNnaTh NpH TMPOYTEHWH HE OJHOTO-ABYX ab3aimeB, a IeNIoro
naparpada WM riaBbl;

— KOHCTIEKTUPOBAaHUE BEAETCS HE C IENbI0 MMETh OMNPEACNIEHHBIN 3amucH, a Jjs
Ooyiee TOJHOTO OBIAJCHHUS COACPKAHUEM H3Y4aeMOTO TEKCTa, MOITOMY B 3alHCAX
OTMEUAETCS U BBIJIEISAETCS BCE TO HOBOE, MHTEPECHOE M HY>KHOE, YTO OCOOCHHO MPHUBJICKIIO
BHHUMaHUE;

— TMoclie TOTO, Kak CJelaHa 3aluch COJACp)KaHWs maparpada, TIaBbl, CIEAyeT
nepeunTaTh €€, 3aTeM CHOBa OOpamaThCs K TEKCTy W MPOBEPUTH ce0s, MPaBWIBLHO N
U3JI0KEHO COJICpKAHHE.

TexHUKa KOHCIIEKTUPOBAHUS:
— KOHCIIEKTUPYsI KHUTY OOJIBIIIOT0 00hEMA, 3aITUCh CIIeAYyeT BECTH B 00IIel TeTpau;

— Ha KaXJ0H CTpaHMIE CJeBa OCTABIISIIOT MOJIS MMpUHON 25-30 MM g 3amucu
KOPOTKHX I10/13ar0JIOBKOB, KPAaTKMX 3aMEUYaHUl, BOIPOCOB;
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— KaXkJasi CTAHMIIAa TeTPaid HyMepyeTcs;

— JUISL TIOBBILICHUS] YUTAEMOCTH 3allMCH OCTaBIISIOT MHTEPBAJIbl MEXKIY CTPOKAMH,
a03a11amMu, HOBYIO MBICIIb HAUMHAIOT C «KPACHOM» CTPOKHU;

— TMpU KOHCIEKTHUPOBAHUU LIUPOKO HCIONB3YIOT pa3jiN4Hble COKpAIICHUS U
YCIIOBHBIE 3HAKW, HO HE B YyIIEpO CMBICIY 3alMCaHHOrO. PeKoMeHIyeTcs NpPUMEHSThH
o0leynoTpeOUTeNbHbIE COKpaIlleHusl, HampuMmep: M.0. — MOXeT ObITh; TOC. —
rOCyAapCTBEHHBIH; 1.0. — JOHKHO OBITh U T.1I.

— HE CcJIelyeT COKpaliaTh MMEHA U Ha3BaHHs, KPOME OUYEHb YACTO MOBTOPSIOIIUXCS;

— B KOHCHEKTE€ HE JOJDKHO OBITh MEXaHMYECKOTO IEepEeNHChIBaHUS TEeKcTa 0e3
MIPOYMBIBAHUS €T0 COACPKAHUSI U CMBICIIOBOT'O aHAIH3A.

Jns Hamucanus pedepara HEOOXOOMMO BBIOpaTh TeMy, COINIacoBaTh €€ C
npenojaBatreieM, MOA0OpaTh HECKONBKO WCTOYHHUKOB MO TEME, BBINONHUTH AaHAJIH3
WUCTOYHUKOB TI0 PEIICHUIO MpoOJIemMbl, 000CHOBAaTh CBOIO TOUKY 3pEHHSI Ha pEHICHHE
pOOJIEMBI.
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7. OEHOYHBIE CPEACTBA JJIs1 KOHTPOJIA YCIIEBAEMOCTH

7.1. TaciopT (pOHAA OLIEHOUYHBIX CPEICTB

Ne Kontponupyemsie pasaensl (TeMbl) Kon kortponmpyemoit HaumenoBanue
w JHCIATUTAHB KOMUCTCHLIHM OLICHOYHOT'O CPE/ICTBA
n (umm ee yacTu)
1. | Undopmanms, nHGOpMaIMOHHBIC OK 1, OK2, OK3, N
TEXHOJOTUH I/Ij nH()OPMAITIOHHBIE CUCTEMBI OK4, OK5, OK6, OK7, YeTubiii onpoc
OKS8, OK9, IIK 1.6
OK 1, OK2, OK3,

2. | Obpabotka TekcToBod wuHpopManuu B MS

Word OK4, OK5, OK6, OK7, [IpaxTrueckas padora

OKS, OK9, TIK 3.4
OK 1, OK2, OK3,
OK4, OK5, OK6, OK7, [IpakTnuaeckas padora
OKS, OK9, TIK 3.4
OK 1, OK2, OK3,
Cosnanue npe3eHranuii B MS PowerPoint OK4, OK5, OK6, OK7, [IpakTuueckas padora
OKS, OK9, TIK 3.1
OK 1, OK2, OK3,
MynpTUMenNiTHbIE TEXHOJIOTUH OK4, OKS5, OK6, OK7, [IpakTuueckas padora
OKS, OK9, TIK 3.2
OK 1, OK2, OK3,
OK4, OK5, OK6, OK7, [IpakTiueckas padora
OKS, OK9, IIK 1.6

3. | Ob6pabotka uncnoBoii unpopmauuu B MS
Excel

OcHOBBI HMH()OPMAIIMOHHOW U KOMIIBIOTEPHOM
0e3omacHOCTH

7.2. Kpurepuu OeHKHM 3HAHUI

KoHntponb u oOlieHKa pe3yJbTaTOB OCBOEHUS JUCLUIUIMHBI OCYLIECTBIIAECTCS
IpernojaBaTesieM B Mpolecce MPOBEACHUS MPAKTUYECKUX 3aHSATUH, JTaOOpaTOpHBIX padoT,
TECTUPOBAHUS, a TAK)KE BHITIOJHEHUS 00YYAIOIIMMICS WHANBUIYATbHBIX CAMOCTOSTEIbHBIX
3alaHUi.

Pedepart. IlpoaykT camocTodTeNnbHONW pabOThl 00ydYaromerocs, MmpeacTaBsIOMIUMA
co00i1 KpaTKoe U3J0KEHUE B MMCbMEHHOM BHU/IE TIOJYUYEHHBIX PE3yIbTaTOB TEOPETUYECKOTO
aHalM3a OMNpeAeNieHHON HaydyHOW (yueOHO-MCCIeNOBaTeNbCKOM) TEeMbl, T/I€ aBTOP
PacKpbIBae€T CyTh MCCIIEAYEMON MPOOJIEMbI, MPUBOIUT PA3IUYHBIC TOYKU 3PEHUS, & TAKKE
coOcTBeHHbIe B3MIsAAbl Ha Hee.PedepaT oueHuBaercs MO KOJUMYECTBY NPHUBICUEHHBIX
HCTOYHUKOB, TTyOMHE aHanmu3a MpoOJieMbl, KauyecTBE OOOCHOBAaHUS aBTOPCKOM IMO3UIINH,
IyOMHE PacKpbITUS TEMBI.

Tect. CrucreMa cTaHIapTU3UPOBAHHBIX 3aJ]aHU, TO3BOJIAIONIAST AaBTOMATU3UPOBATh
NpoLEeaypy M3MEpEHUs YpOBHS 3HAHUN M yMeHuM oOyuaromierocs. TecT oleHUBaeTcs Mo
KOJIMYECTBY MPAaBUIIBHBIX OTBETOB (HEe MeHee 50%).

Kpurepun oueHku 3HaHNH 00y4arOIIMXCS B €JIOM 10 IMCIUIINHE:
«OTJIMYHO» - BBICTABISETCS OOydYaromeMycs, IIOKa3aBIIeMy BCECTOPOHHUE,
CHUCTEMAaTH3WPOBAHHbIE, TTYOOKHE 3HAHHUS Y4eOHOM MporpaMMbl AWCIUIUIMHBI U YMEHHE
YBEPEHHO MPUMEHATh MX Ha MPAKTUKE MPU PEUICHWHM KOHKPETHBIX 3a7ad, CBOOOJHOE H
NPaBIWIBHOE 00OCHOBAHKE MPUHSTHIX PEIICHUMN;
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«X0polI0» - BBICTABJISETCS OOyyaroleMycsi, €ciad OH TBEpJO 3HAeT MaTepual,
rPAaMOTHO M TO CYIIECTBY H3JaraeT €ro, yMeeT MPUMEHSTh IOJy4YeHHbIC 3HAHUS Ha
MpaKTHUKE, HO IOMYCKAET B OTBETE WJIM B PEIICHUU 3a/1ad HEKOTOPhIe HETOYHOCTH;

«YAOBJIETBOPHUTEJIBHO» -  BBICTaBISIETCSl  oOywarouiemycs,  IOKa3aBIIEeMY
dbparMeHTapHbId, PAa3pO3HEHHBIH  XapaKTep 3HAHWM, HEJOCTaTOYHO IPABHIbHbBIE
bopMynupoBKH 0a30BbIX TMOHITHH, HAPYIICHHUsS JIOTHYECKOM IMOCIEAOBATEIILHOCTH B
U3JI0’KEHUH MPOrPaMMHOIO MaTepuana, HO MPHU 3TOM OH BJIaJIEET OCHOBHBIMH pa3zeiiaMu
y4eOHOM MpOorpaMmbl, HEOOXOAUMBIMU JJIsl TajdbHEHIIEro 0Oy4YeHUs] U MOKET MPUMEHSTh
NOJIyYEHHBIE 3HAHUS 110 00pa3lly B CTAaHAAPTHOMN CUTYyaIuHy;

«HEYI0BJIETBOPUTEJIbHO» - BBICTABISIETCSI OOydaroleMycsi, KOTOPbId HE 3HaeT
OoJbllIel YacTH OCHOBHOTO COJIEpP)KaHMsI y4yeOHOW MporpaMMbl AMCIHUIUIMHBI, JOMYCKaeT
rpyobie OomMOKH B (QOPMYIUPOBKAX OCHOBHBIX TOHSTHM  JUCIUIUIMHBI U HE YMeEeT
WCIIO0JIH30BaTh MOJYyUYCHHBIC 3HAHUSA MPU PEIICHUU TUIIOBBIX MPAKTUYECKUX 3a]1a4.

7.3. OuleHOYHBIE CPEICTB /JIsl MPOBeAeHHsI TeKyIleil aTTecTalun

Texyumii KOHTPOJIb MPOBOAUTCS B (popme:
-(pOHTANIBHBIN OIIPOC
-MHJMBUAYAJIbHBIN YCTHBIN OMPOC
-IIUCbMEHHBIN KOHTPOIIh
-TECTUPOBAHUE 110 TEOPETUUECKOMY MaTepUay
-npakTudeckas (;maboparopHas) padora
-3amuTa pedepara, scce
-3aIIMTa BBITIOJHEHHOTO 33/JaHus,

®opva [Ipaktuueckuii | JInunsie IIpumepsl
3HaHuA YMmenus OTIBIT KayecTBa OIIEHOYHBIX
aTTecTaluu
(BmaneHue) 00y4aromerocst | CpeicTB
VY cTHBII Koutpons 3nanuii | Onenka ymenust | OueHka Ornenka KontponbHbl
(MMCBMEHHBI | 11O pasnuyatb HaBBIKOB CHOCOOHOCTH € BOIIPOCHI
i) ompoc MO | ompeaeNeHHBIM KOHKpETHBIE paboThI ¢ OTIepaTHBHO U 1o TeMaM
TeMaM npobiemMam MIOHSATHA JUTEPaTYPHBIMU | KaYECTBEHHO MIpUJIararTcs
HCTOYHUKAMHU OTBEYAaTh HA
MOCTaBJICHHbIE
BOIIPOCHI
Pedepatst Kontpons 3Hanuil | Ouenka ymenust | OneHka Onenka Temsl
o pasnu4artb HaBBIKOB crocobHoCcTH K | pedepaTos
oTnpeaeNeHHBIM KOHKpETHBIE paboThI ¢ CaMOCTOSITETIFHO | MPUIIAraroTCs
mpobiieMam MIOHATUSA JTUTEepaTypHBIMHU | i paboTre u
HCTOYHUKAMHU aHaJIN3y
JTUTEepaTypPHBIX
HMCTOYHUKOB
[Ipaktnueckn | Kontpons 3Hanus | Ounenka ymenus | OneHka Onenka Tems! pabot
e TEOPETHYECKUX paborath ¢ HaBBIKOB CIOCOOHOCTH MIPUJIATratoTCs
(1abopatopH | OCHOB COBpPEMEHHOU paboTHI C ONEPATUBHO U
bie) paboThl | HHQOPMATHKH U KOMITBIOTEPHOI | BBIYUCIUTENBHO | KA4€CTBEHHO
MH(QOPMAIIMOHHB! | TEXHHUKOM, 1 TEXHUKO, peuarb
X TEXHOJIOTHIA, HCIIOJIb30BaTh MIPHUKJIaTHBIMA [IOCTaBJICHHBIE
BO3MOYKHOCTEH U | BO3MOXXHOCTH MpPOrpaMMHBIMA | Ha
MPUHLUIIOB BBIUHCIUTENBHO | CPEIACTBAMHU MIPaKTHYECKUX
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WCTIOJB30BaHUS 1 TEXHUKU U paboTtax 3amgaun
COBpPEMEHHOMU MIPOrPaMMHOTO u
KOMIIBIOTEPHOM obecrniedueHus apryMeHTHPOBAT
TEXHHKH. TIPH PeIIeHUN b PE3yIbTaThI
MPAKTHIECKUX
3ajad.
TectupoBaru | Kontpoins 3nanuit | Onenka ymenus | OneHka OreHka Bompocsr
e o pasnn4gaTh HABBIKOB crocoOHOCTH MIPUJIATAIOTCA
oTnpeACICHHBIM KOHKPETHBIC JIOTUYECKOTO OMEepaTUBHO U
mpobiieMam MTOHSTHS aHanmsa u KaueCTBEHHO
CHHTE3a MPHU OTBEYaTh Ha
COIOCTABJICHUU | TIOCTaBJICHHBIC
KOHKPETHBIX BOIPOCHI
TTOHATHI

IIpumepHbIe TeCTOBbIE 3aJaHUSA:
1. B texcroBoMm npoueccope Microsoft Word ocHOBHbIMU napaMeTpamMu IpHU 3a/laHun
napaMmeTpoB ab3ara siBISIIOTCS:
A) rapHuTypa, pazmep, HauepTaHUE;
b) orcTyn, unrepnai;
B) nonsi, opuenTarus;
I') ctunb, mabIioH.

2. MuHuMabHBIM 00BEKTOM B PACTPOBOM TpapUiecKOM peAaKTOPE SIBISETCS:
A) Touka ’KpaHa;

b) o0bekT (mpsIMOYTOIBHUK, KPYT U JIP.);
B) nanutpa 1seTos;
') 3HakomecTo (CUMBOI).

3. B Tabmuynom nipouieccope Microsoft Excel Beinenena rpymnmna siueex F3:HS.
CKOJIBKO SIY€EK BXOJUT B ATy TpymiTy?

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

4. Jlng penakTUpOBaHUSI HEBEPHO HAOPAHHBIX CUMBOJIOB MCIOIb3YIOTCS KJIABUILIU:
A) [Backspace], [Delete], [Insert];

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

5. ¥ Bac BO3HHKIIA HEOOXOAMMOCTh pa3MEIICHUs Ha BCEX CJIAaiiIax OJHOTO U TOTO
e DJIEMEeHTa Au3aiiHa. DTo Jenaercs:

A) B pexxuMe ToKasa Claiios;
b) B 00bIYHOM pexuMme;
B) B pesxxume paboTsl ¢ oOpa3namu;
') Bce OTBETHI BEPHBHI.

6. B TekcTOBOM pegakTope MOKHO UCIOIB30BATh TOJIBKO OJUH IIPUQPT U J1BE
KHOTIKH JIJIs1 YCTAaHOBKH TakuX 3((HEeKTOB, KaK MOTYKHUPHOE HAUEPTaHHE U KyPCHUB.
CKOJIBbKO pa3IMYHBIX HAaUepTaHUN CUMBOJIOB MOXKHO TOJTY4UThH?

A)1;



b) 2;
B) 3;

I) 4.

IIprMepHbBIe BONPOCHI 1JIsl YCTHOTO ONPoca (KOHTPOJbHBIX padoT):

1.
2.

©oNO kAW

Kakue ¢pynkuuu BeinonaHseT Tadanunblil npoueccop WORD?

KaxoBa cTpykTypa 1oJjib30BaTesbCKOro nHTEpdeiica B TEKCTOBOM MPOLIECCOPE
WORD?

Kak nepexitodaercs aHINIMACKUI U pyccKuil pugt?

UYro Takoe peJakTUpOBaHHE TEKCTA?

Yro Takoe popmaTupoBaHuE TEKCTA?

Jiist uero ucnons3yercs «Mactep popMy»?

Kaxk n3meHnTs pazmep CO31aHHBIX MAaTEMATHYECKUX BBIPAKCHUN?

Kak co3nath TabnuIly ¢ 3aJaHHBIM KOJIMYECTBOM CTPOK U CTOJIOIIOB?
Hasnauenue Tabnuunoro npoueccopa EXCEL?

10 Crpykrypa noib3oBaTteiabckoro nuarepdeiica EXCEL?

11.Kakue tunsl 1aHHbIX ucnonb3yroTes B EXCEL?

12.Kak BBosiTCa TekcToBbIe nanHbie B EXCEL?

13.Kak BBoasATCcs nmudporsie nanasie B EXCEL?

14.Kak nepecnarh TaOIUYHBIN JOKYMEHT B MHANBUIyATIbHYIO TANKY CTyJeHTa?

[IpumepHbIe BONPOCHI 1JIs1 KOHTPOJISI CAMOCTOSITEIbHOH padoThI:
1.IlonsATre uHpOpPMAIIHU, METOIBI TIOJIYyYSHUSI HH(POPMALIUHU.
2.Jlenenue Moienelt o crmoco0y MpeACTaBICHHS.

3.BcraBka u popmatupoBaHue 0ObEKTOB B Cllaliax.

4. CiocoObl CO3/1aHUsI COXPaHEHUs MTPE3EHTAIUH.

5.Co3nanue crienuanbHbIX 23P(HEKTOB B MIPE3CHTAINH.

6.00mue cBeneHus o TabauaHOM mporeccope Excel.
7.06paboTKa TEKCTOBOM HUH(pOpMAITIH.

8.06paboTKa 4rciIoBOil HHPpOpMaALUK.

9.006paboTka rpadguyeckoi HHPOpMaIIUH.

10.OcHoBbI HHGOPMAIIMOHHONW U KOMITBIOTEPHOI 0€30MacHOCTH.

7.4. OeHOYHbIE CPEACTB JJIA NPOBEACHUA MPOMEKYTOYHOI aTTeCTALUMN

[IpomMexxyTouHas arTecTanus

JInyHwle
. [Tpumepsr
®dopma ITpakTrueckuit KadecTBa
3Hanus VYMenus OLIEHOYHBIX
aTTecTaluu OIBIT (BJIAJETH) oOyJaromeroc
51 CpencTB
Ox3amen/nu | Kontpoib OrneHKa yMEHHS O1eHKa HABBIKOB Onenka Bomnpocsr:
(h3auer 3HAHMA MMOHUMATh JIOTHYECKOT0 CIOCOOHOCTH MIPUIIAraI0TCs
0a30BBIX CIICLUATIEHYIO CONOCTABIICHUS U | TPAMOTHO U
[MOJIOKEHHUH B TEPMUHOJIOTHIO XapaKTePUCTUKHI YETKO
oOiactu 00BLEKTOB Hn3JIarath
WHPOPMATHKH Marepual
OlneHKa yMeHuUs O1neHKa HaBBEIKOB Onenka Sagauu




3aJlauM B MBIIUICHHS TPU IPaMOTHO H
obnactu pelIeHny 3a1a4 B | 9€TKO
npodecCHOHaNbH | 00J1acTH M3JIaraTh XOm
Oif IEATENILHOCTU | TPO(ECCUOHATBHO | PELICHHS

1 1eaTeNbHOCTH 3a]1a4 B
obnactu
npodeccruonan
BHOU
JIeSITEIIbHOCTH
"
apryMeHTHPOB
aTh
pe3yIbTaThl

7.4.1. IlpuMepHbIe BONPOCHI JJIS1 POBEACHUSA MPOMEKYTOYHON aTTeCTAUMN

(3x3ameH, 3a4eT, Aud. 3a4eT)

Ao E

o

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

[TonsTHe HHMOPMAIH, METOIBI TTOTyYEHHS HH(OPMAIIHH.

CaoiicTBa nuHpopMaluu, usmMmepenrue nHhpopMaIuu.

[Tepenaua nnpopmanyu, HHPOPMAITUOHHBIE KAaHAJIBI.

Hcnonb3zoBanue nadopmaimu, 0opadorka nHbopmaruu, GopMbl IPEICTaBICHUS
uHpOpMaLnH.

OO61as xapakTepucTuKa mnpoiecca coopa, nepenadu, 00padOTKU U HAKOTLICHUS
uH(popmanuu. Buasl 3koHOMUYeCKOH HH(OPMALIUH.

KoMImoHeHTHI cucTeMbl 00pabOTKH JJaHHBIX (AKOHOMUYECKON MH(MOPMAITUH).
[lepBuynas nHGOpPMaLKs B SKOHOMUYECKON HH(DOPMAITIOHHON CHCTEME.
Coznanue, OTKpBITUE U COXpaHeHHe TOKyMEeHTOB B Word.

ANTOPUTM, TIOHSTHE U OCHOBHBIE CBOMCTBA.

. BBoz1 u penaktupoBanue tekcta B Word.

. Jlenenue mMozeneit mo cnocoOy mpeicTaBIeHuUs.

. @opmaTupoBanue 1 opopmiieHHe JOKyMeHTOB B Word.

. DTanbl U CPeJICTBA CO3/IaHMsI TPE3CHTAITUH.

. BcTaBka crienuanbHbIX CUMBOJIOB B JoKyMeHT Word.

. Cioco0ObI co3/1aHus COXpaHEHUS TPE3CHTAIH.

. PenaktupoBaHue nmpe3eHTanuy, paboTa co ciaijamu.

. @opmaTupoBaHUE CUMBOJIOB, ab3a1eB, crpaHul] B Word.
. Tabnuue! B nokymenrax Word.

. BeraBka u (hopmarupoBaHue 0ObEKTOB B Cllaiijax.

. Co3pnanue crienuanbHbIX 3((EKTOB B MPE3CHTALIH.

. Ilpumenenune rpapudeckux anemeHToB B Word. OO1iue cBeieHus o TabInYHOM

nporeccope Excel.

Excel neiictBus ¢ nmuctamu paboueld KHUTH.

BBog u penaktupoBanue naHHbix B Excel

BBon u pegaktupoBanue nanHbix B Excel

dopmarupoBanue gaHHbIX B Excel.

CpencrBa aHanm3a JaHHbBIX B Ta0uax Excel.

AHanu3 JaHHBIX C IOMOIIBIO IHAarPaMM

PaboTa ¢ Tabnuamu popmata circok, cBoiHbIe Tabuibl B Excel.
O6paboTka TekcTOBOM MH(OpMAIUH.

O6paboTka ynca0BOM HHPOPMAITUH TPOIIECCOPOM DIIEKTPOHHBIX TAOIHII.
DJNEKTPOHHBIE NIPE3EHTALNY, CO3JaHUE ITPE3CHTALIHI.

5

pe€uiaTh TUIIOBBIE | JIOTUYECKOI'O CIIOCOOHOCTH IpujIararoTcs




32. O6paboTka rpaduueckoit ”HPOpPMALIUH.
33. KoMIpIoTepHbIE CIIPaBOYHBIE TIPABOBBIE CHCTEMBI.
34. OcHoBbI HH()OPMAITMOHHON ¥ KOMIIBIOTEPHOU OE€30MaCHOCTH.

7.4.2. IlpuMepHBbIe SK3aMeHANIMOHHBIE 321a4M HA IK3aMeH/1u¢ 3avet

1. B sueiike Al pa3menieno 3Hadenue mytu L, a B sueiike B1 3nauenue Bpemenn t. Kakas ¢popmyna
JOJKHA OBITh BHeceHa B siueliky Cl, 1715 BBIYMCIIEHUS CKOPOCTH V MPU paBHOMEPHOM JIBHIKEHUU ?
2. Hactpoiika skpana u uactpymeHTapus MS Word: - Hamu4#e 1moyioc mpoKpyTKH U CTPOKHU
cTaTyca, U3MEHEeHHE MaHeIl HHCTPYMEHTOB, HaCTPOIiKa SKpaHa, HaCTpOilka HHCTPYMEHTapHs
Word, no6aBiieH1e KHOIIOK.

3. Co3nanue ¥ reyvath JOKyMEHTa C Hadaja o kKoHia B Word, HanevyaTtats 4 4eTBEpOCTHIIIBS, ATy
UIIPOCMOTPETH TEKCT, COXPAHUTh, BCTABUTH CUMBOJIBI B JOKYMEHT BpPEMS.

4. PenaktupoBanue tekcra B Word. 3arpy3ute Tekct bacaio KpeutoBa. Beinenure nepBbiii ad3ai,
MEPEMECTUTE €0 HE OTITYCKas JIEBYIO KHOIIKY MBIIIKH, BEpHYTh Ha MecTO. KonupoBaTh 4acTh u
BECh TEKCT MpUMeHsis Oydep ¢ MOMOIIBI0 TOPSYUX KIaBHIIL.

5. YUemy Oynet paBHO 3HadeHwue stuciiku C1, ecnu B Hee BBectu opmyiry =CYMM(A1:A7)/2

6. Hactpoiika ctuineit 1 mabioHOB, TpOBEpKa MPaBOMUCAHUS, OpraHU3allks CIUCKOB, IIOUCK
cuHoHnMOB B Word. HaGepure Heckonbpko ab3aieB mpon3BOIBHOTO TEKCTa, H3MEHUTE CTHIID |
ab63amna o odpasiyy, 2 — ¢ nomoiisto okHa CTUJIb , naB eMmy HOBO€ UM, COYETaHUS KJIABHIII,
yaanute ero nocpeactso okHa CTUJIb. Hactpouts 1m1abiaoHbI, IPOBEPUTH MPABOIIMCAHUS TEKCTA,
MOWCK CHHOHUMOB.

7. Co3pnanue TabIuUIl, UCTIOIB30BAHUE TAOYISIIMY, MeHIO Tabiuna. Co3nanue Tabaui rpaduKkoB 1
nuarpamm B Word.

8. Opranu3zanys BHEIIHETO Buaa JokyMeHTa B Word. Pa3menienuie TekcTa Ha CTpaHUIle, BCTaBKa
CTpaHULl, KOJIOHTUTYJIOB, CTPAHUII, TPapUUECKUX JIEMEHTOB U JAHHBIX U3 IOMOJHUTEIbHBIX
MIPUITOKEHU .

9. D1 pa3mernieHo 3Ha4eHHE KaTeTa MPsMOYTOJIbHOTO TpeyroibHuKa. B sueiike E1 — 3nauenue
npyroro karera B. Kakas popmyrna nomxHa ObITh 3aHeceHa B siueiiky F1 nms Beruncienus
3HAYCHHS KBajpaTa Tunorenyss C?

10. [TocTpoeHune MpoCTOi IEKTPOHHOM TaOIUIIBI.

I[pyme OLICHOYHLIC CPEACTBA IO JUCHUIUINHE HE ITPEAYCMOTPCHBI.



5.1.1. KoMILIeKT TeCTOBBIX 3aJaHU
TexkcroBoe 3aganue no aucuuIinie MudpopMannoHHble TEXHOJIOTHH.

Bapuant Nel

1 Uudopmanuio, n3J105KeHHYI0 HA JOCTYITHOM /ISl OJIy4aTeJis A3bIKe HA3BIBAIOT:
1)noHsATHOI (BepHBIIi 0TBET)

2)oaHOM

3)none3Hou

4)aKTyanbHOU

2 Uudopmanuio, He 3aBUCANIYI0 OT TUYHOT0 MHEHHUS WM CYKIEeHHs, HA3bIBAIOT:
1)o0beKTHBHOM (BEePHBI OTBET)

2)akTyanbHOU

3)mocToBepHOI

4)nonHomn

4 Yro uzyuyaer Undopmaruxa?

1)3T0 HayyHasi AUCHMILVIMHA U 00JIACTh HAYYHO-TEXHUYECKOH J1esiTeIbHOCTH,3aHUMAIOLIASICS
BONpocamMu c0opa u 00padoTKku nHpopManuu (BepHbIii 0TBET)

2)u3yyaeT KOHCTPYKIHMIO KOMITbIOTEPA, CIIOCOOBI €0 BKJIIOUEHHUS U BBIKIIOUEHUS
3) o003HaYaeT COBOKYITHOCTh JUCIUILINH, U3yUYalOlUX CBONCTBA HHPOpMAIIUU
4) n3yyaet COBOKYIHOCTb IPOrPaMMHBIX CPEJICTB, UCIOJIB3YEMBIX /1J1s1 paboThl Ha DBM;
5 UadopmaTusamnus 3To BHeAPeHHEe COBPeMEHHbIX:

1)unpopManOHHBIX TEXHOJIOTHIi (BepHBII 0TBET)

2) OMOJIOTHYECKUX TEXHOJIOTUI

3) busMyeCcCKUx TEXHOJIOTUMI

4) NpaKTUYECKUX TEXHOJIOTUI

6 Kakue Buabl nHpopmauun Bol 3Haere:

1)nay4yHnasi (BepHBbIH O0TBET)

2)cTparernyeckas

3)Teopernueckas

4)npakTuyeckas

7 HocuresieM HH(pOPMALUM MOKET ObITh:

1)11060ii MmaTepuaJbHbI 00beKT(BEPHBIIi 0TBET)

2)m000i TEXHUYECKUH OOBEKT)

3)m000i1 ay1IeBHBIN 00BEKT

4)m0601 BU3yaIbHbII OOBEKT

8 B undopmaTHKe KOJINIECTBO HH(POPMAIINH ONIPeNeIsIeTCs KaK:

1)Mepa yMeHbIICHUSI HEONIPeAeTIEHHOCTH(BEPHBINH 0TBET)

2)CkopocTth nepenadn nHGOpMaIuu

3)locToBepHOCTh MHPOPMALIUT

4)O0bEM onepaTUBHOM TaMSITH

9 3a exMHULY M3MepPeHHsl KOJIMYeCTBAa HH(POPMALIMU PUHSAT:

1) Our(BepHbIil 0TBET)

2)6aiiT

3)60n

4)Ko6aiit

15 Yro BXOAUT B MOJIHOE MPOrpaMMHoe o0ecrieueHue KoMIbloTepa?
1)CucremHoe, npuk/IaHOe(BePHbIH 0TBET)

2) YTuiuTsl



3) Urpsl

4) OunbMbl

16 YTo BXOAUT B CHCTEMHOE IPOrpaMMHOe odecnieyeHue?

1)OnepanuoHHbie CcHUCTeMbI, (pailjioBble MeHeIKepbl, CHCTeMbl MPOrPaMMHUPOBAHUSA,
AHTHBHUPYCHBbIE NPOrPaMMbl (BepHbI 0TBET)

2) Ilpunosxenus crel.Ha3HaYEHUSs, IPUIOKEHHs OOLIEro Ha3HAUYEHUs, POrpaMMBbl AJisi 00ydeHus,
UTPBI

3) IlpunosxeHust peJakTUPOBAHUS, TPUIIOKEHUS HATMCAHUS, TPOrPAMMBI JIIsl 00YUYECHHUSI, CTPEIISLIIKU
4) Ipwnoxxenust rpaduKu, MPUIOKESHHSI MY3bIKH, IIPOTPAMMbI PUCOBAHUS, HTPHI

19 YTo BXOAMT B NMPHUKJIAJHOE MPOrpaMMHOe odecrieuenune?

1) IlpnioxkeHusi cneun.Ha3HAYeHUsl, NMPUJIOKEHHUs OOLIEro Ha3HAYeHHsl, NMPOrpPaMMbl JIf
00y4eHusi, MTPbI(BEPHBINA O0TBET)

2)[IpunoxeHus peJaKTHPOBAHUS, IPUIIOKEHHUS HATUCAHUS, IPOTPAMMBI JUIs1 O0yUYCHHS, CTPEIISIIIKU
3)OnepanroHHbIe CUCTEMBI, (DaliIOBbIe MEHEIKEPhI, CUCTEMBI IPOTPAMMUPOBAHUS, AaHTUBUPYCHbBIE
MIPOrpamMMBbI

4) [IpunoxxeHus peIaKTUPOBAHUS, IPUIIOKESHHS HAITMCAHUS, IPOTPAMMBI JJIs yIaJIeHHsI, My3bIKa
20 TekcTOBBIi pe1aKTOp - NpPOrpamMma, npeaHasHaYeHHas A5

1) co3nanus, pefakTHPOBaHKs M (POPMATHPOBAHUSA TEKCTOBOI HH(GOpMAuM (BEepHbI 0TBET)
2)paboThI ¢ H300PAKEHUSAMH B TPOLIECCE CO3/TaHUSI UTPOBBIX MPOTPAMM

3) ynpasnenue pecypcamu [1K npu coznanuu 10kyMeHTOB

4) aBTOMaTHUYECKOI0 IIEPEBOA C CUMBOJIbHBIX SI3bIKOB B MAILIMHHbBIE KOJIbI

21 CumBoJI, BBOAUMBII ¢ KJIABHATYPbI NpH Habope, 0TOOpa)kaeTcss HA JKpaHe JUCILIes B
MO3ULMH ONpeaessieMOo:

1) moJioxxeHneM Kypcopa (BepHblii 0TBeT)

2)3a1aBaeMbIMH KOOPIMHATaMU

3) nonoxeHueM npeablayieil HabpaHHOH OykBe

4) anpecom

22 Coo0uieHue 0 MeCTOINOJI0KEeHHH Kypcopa, yKa3bIBaeTcsl

1) B OKHe TeKCTOBOI0 peaKTopa (BepHbI 0TBET)

2) B CTPOKE COCTOSIHUS TEKCTOBOTO PeJaKkTopa

3) B MEHIO TEKCTOBOTO PeIaKTOpa

4) npaiiBepa ycTpoiicTB

23 Ilpu HaGope TEKCTa OJJHO CJIOBO OT APYIOro OTaeJsieTCs:

1)npoGesiom (BepHBbIii 0TBET)

2) ToukoMn

3) 3ansToM

4) nBoeTOUYHEM

24 Kakasi onepaunusi He IPUMeHsIeTCsI 1JIsl peIaKTHPOBAHUSA TeKCTAa:

1)nmeuyathb TekcTa (BepHbIA 0TBET)

2) ynaneHue B TeKCTe HEBEpHO HAOpaHHOTO CUMBOJIA

3) BCcTaBKa MPOMYIIEHHOTO CUMBOJIA

4) 3aMeHa HEBEpPHO HaOPaHHOI'O CHMBOJIA

25 UTo Takoe JIeKTpOHHAasi Tadauma?

1)3Ta paboTamomas B AHATOrOBOM Pe;KMMA IPOrpaMmMa 00padoTKH YMCIOBBIX JAHHBIX
(BepHBIi 0TBET)

2) sTa paboTaroliasi B IMaI0roBOM peXuMa mporpamma o0padoTKH rpagiuecKux JaHHbBIX

3)aTa paboTatoiiasi B 11ajioroBOM pexuma nporpamma o0padoTKH My3bIKaJIbHBIX TaHHBIX

4)sTa paboTaroias B IUaJoroBOM pekMMa ImporpaMmma 00pabOTKH TEKCTOBBIX JaHHBIX

26 U3 yero cocTOMT dJIEKTPOHHAsI Taduma?

1) U3 cT0/10110B U CTPOK(BEPHBIH 0TBET)



2) U3 KapTUH U 3CKU30B

3) u3 nuKcesnei 1 00BEKTOB

4) 13 KBaJpaTUKOB U NPSIMOYTOJbHUKOB

27 Kakas siueiika siBJIsieTcsl aKTUBHO# ?

1) BoigesieHHasi (BepHbBIil 0TBET)

2) 3auepkHyTas

3) llocnenusis

4) IlepBas

28 Kakoe Ha3BaHue nuMeeT (paiiJ1 3J1eKTPOHHOM Ta0IMIbI?

1)Kuura.xls (BepHblii 0TBET)

2) Kuwura.txt

3) Kawura.Gif

4) Knura.bmp

29 Kakue THIIBI IaHHBIX COAEPKUT JIEKTPOHHAN TaGauma?

1)Yuciao, Tekct, Ta01M1A (BEPHBIH 0TBET)

2) 3Hak, TeKCT, TabnuIa

3) Yucno, TekcT, naTy

4) Yucno, TUIIEPCCHIIKY, Ta0InIIa

30 Kak 3anucbiBaeTcs (popMyJia B JJIEKTPOHHOI TA0 MBI ?

1)3nak paBeHcTBa, OyKBa siueiiku, nudpa syeiikn(BepHbI 0TBET)

2) byksa sueiiku, nqudpa s4eiKu, 3HaK paBeHCTBA

3) 3HaK paBeHCTBa, HOMEP AYEHKHU, IUdpa TUEHKN

4) Hudpa srueliku, 3HaK paBeHCTBA, OyKBa SYEHKU

31 Uudopmaiuio, 0TpaKaoOy0 HCTUHHOE M0JI0KeHHe Belllell, HA3bIBAIOT:
1)nocroBepHOii (BepHBIii 0TBET)

2)oHOM

3)none3Houn

4)IOHATHOM

32 Undopmanuio, CylecTBEHHYI0 U BA’KHYI0 B HACTOSIIIMIT MOMEHT, Ha3bIBAIOT:
1)akTyanabHoli(BepHbI 0TBET)

2)10CTOBEPHOMU

3)noHSTHOMN

4)none3Hou

33 Uto u3 nepevncaIeHHOro He AABJsAeTCA HOocUuTeeM nH(popmanun?
1)3BykoBasi kKapTa (BepHbIil 0TBET)

2) oUCKeTa ¢ UrpaMu

3) xHura

4) reorpaduueckas kapTa

34 TlepeBoj TeKCTA ¢ AHTVIMHACKOIO A3bIKA HA PYCCKUIl MOKHO HA3BATh:
1)undopManmoHHBIM NpoueccoM 00padoTkn nHGopManuu(BepPHbIH 0TBET)
2)uH(popMalIMOHHBIM ITPOLIECCOM Nepeauu HHpOopMaLuu
3)uH(pOPMALMOHHBIM MTPOLIECCOM XpaHEHUs HHPOpMaLIUU
4)uHpOpPMAIIIOHHBIM MTPOLIECCOM MOMCKa MHGOpMAIIUU

35 Unpopmanusn:

1)3T0 cyry6o HemaTepuajbHas cyocTaHUMsI(BEPHBI 0TBET)

2)3T0 cyry6o mMarepuanbHas CyOCTaHIUs

3)aTo cyry0o ayxoBHas CyOCTaHITHS

4)3T0 cyry00 mpu3payHas CyOCTaHIIUS

36 B psaay "cumBoua' - ... - ""crpoka' - "¢parMeHT TekcTa' nMponyueHo
1) "a63an" (BepHbI OTBET)



2) "cnoso"

3) "cTpanuma"

4) "rekct"

37 K unciry 0CHOBHBIX (DYHKIIHIT TEKCTOBOI0 PeIaKTOPAa OTHOCSITCS:

1) co3nanue, pefakTHPOBaHHe, COXPAHEHHE U NeYATh TEKCTOB (BePHBI 0TBeT)
2) cTporoe He coOJ0IeHIE TPABOMHCAHUS

3) 3amelneHue, nepeMenieHne, yHu4TOKEHHE U COPTUPOBKA (hparMeHToOB TEKCTa

4) nepeBoJi CUMBOJIBHBIX SI3bIKOB B MAIlIMHHBIE KOJIBI

38 Kypcop - 310

1) MeTka Ha 3KpaHe MOHHUTOPA, YKa3bIBaKOLIasi NMO3MLIUIO, B KOTOpPOil OyaeT 0TOOpaKeH
BBOJIMMBIN ¢ KJIABHATYPHI (BePHBIi 0TBET)

2) yCTpOHCTBO BBOJIa TEKCTOBOM MH(OpMaIuu

3) KJ1aBHIlIa HA KJIaBUAType

4) HaMMEHBIINH 3JIEMEHT OTOOpaKEHUS Ha SKpaHe

39 C noMo1IbI0 KOMIIBITEPA TEKCTOBYI0 HH()OPMAIMIO MOKHO:

1) XxpaHuTh, NOJY4YATh U 00padaTHIBATh (BEPHBbIH 0TBET)

2) TOJIBKO XpaHUTh

3) TONBKO MOTy4YaTh

4) TonpKo 00pabaTHIBaTh

40 PenakTpoBaHHe TEKCTA NMpeaCTaBJIsieT CO00i:

1) npouecc BHeCEHUsI N3MEHEHUI B UMEIOLIMIACHA TeKCT (BEPHBIil 0TBET)

2) mpoueaypy COXpaHeHHs TeKCTa Ha IUCKE B BHJIE TEKCTOBOTO (haiiia

3) mpotecc nepegadn TEKCTOBOW HHPOPMALIUH 110 KOMITBIOTEPHOM CETH

4) npolienypy CYUTBHIBAHUS C BHEIIHETO 3alIOMUHAIONIETO YCTPONHCTBA paHee CO3IaHHOTO TEKCTa
41 Kakasi onepauusi He IpUMeHsieTcs 1JIsl peJaKTUPOBAHMS TEKCTAa:

1) meyaTh TeKkcTa (BEPHBINA OTBET)

2) ynaneHue B TeKCTE€ HEBEPHO HaOpaHHOIO CUMBOJIA

3) BcTaBKa MPOMYIIEHHOTO CUMBOJIA

4) 3aMeHa HeBepHO HAOPaHHOTO CUMBOJIA

42 TIpouenypa aBTOMATH4eCKOro (popMaTUPOBAHUSI TEKCTA NMPelycCMaTPUBAaeT:
1) aBTOMaTHYecKOepacnoJIokeHHe TeKCTa B COOTBETCTBHM C OMNpeJe/IeHHbIMH NPaBHIAMHU
(BepHbIii 0OTBET)

2) 3anuck Tekcta B Oydep

3) ynaneHue Tekcra

4) oTMeHy IpeablTyIle onepalu, COBEpPIIEHHOW HaJ TEKCTOM

43 Kakue ¢popmatsl 1aHHbIX Bbl 3HaeTe?

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

2) YucnoBo#, TOTUYECKUH, 3BYKOBOM, TEKCTOBBIN

3) UucnoBoii, 1eHEeKHbIH, 1aTa U BpeMs, rpapuuecKuii

4) YucnoBou, JeHEXHBIN, JaTa U BpeMsi, BUACO

44 JInsa yero ucnoJib3yercs adCcoJII0THas ccblika?

1) nist ykazanusi GUKCHPOBAHHOIO a/ipeca s4eiKu(BepHbIH 0TBET)

2) nuig yKazaHus ajpeca siueiKu cripaBa

3) nns yka3zaHus aapeca siueiKH ciaeBa

4) nyist yka3aHusl OTHOCUTENBHOTO ajipeca siaelKu

45 J1aist 4ero UcnoJb3yeTcsi OTHOCHTEbHASA CChLIKA?

1) 1y yka3aHusl OTHOCHTEJIBHOIO ajpeca suelKi(BEepHBI 0TBET)

2) nns ykazaHusi GUKCUPOBAHHOTO ajpeca SYeHKH

3) 1t yKa3zaHus ajipeca sIMeUKu cieBa

4) nnist ykasaHusl agpeca SSUeMKu crpaBa
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46 YTo mpoucxXoAUT NPH KONHPOBAHNYU € OTHOCUTEILHOM s4eiikoii U KaKk oHa 0003HavyaeTcs?
1)dopmyJiibl M3 AKTUBHON SIYeHKH OTHOCUTEJbHbIE CCHLIIKH OOHOBJISIIOTCA U 0003HAYAKOTCH
Al (BepHBIii 0TBeT)

2) hopMyIIBI M3 AKTUBHOM STYCHKH OTHOCUTEIIbHBIC CChIUIKA OOHOBJISIOTCS M 0003HavaroTcs $A$1

3) GpopmyIIbl U3 aKTUBHOW SYCHKH OTHOCHUTEIIbHBIC CCHUIKHM HE OOHOBIISIFOTCS U 0003HavatoTcs $AS1
4) popmyabl U3 aKTUBHOM sIYEHKH OTHOCUTENBbHbIE CCHUIKH He OOHOBIISIFOTCS U 0003HauyatoTcs Al
47 Y10 NPOUCXOAUT NMPH KONMPOBAHUHM C A0COTIOTHOM A4YeHKOIl U KaKk OHa 0003Ha4YaeTcs1?

1) cchlIKM He U3MEHAIOTCSl U OHM 0003HavaloTcst $AS$1 (BepHblii oTBeT)

2) HE U3MEHSIOTCS U OHU 0003HavaroTCst Al

3) u3MeHs0TCS ¥ OHU 0003HadaroTCs Al

4) u3aMeHs0TCs U oHU 00o03HavyaroTes $AS1

48 U3 yero MoryT cocTOsSITH (hOPpMYJabl?

1) ®opMy.JIbI MOTYT COCTOSATH He TOJIbKO U3 apu(PMeTHYECKHX ONEePaTOPOB M aIpecoB sYeeK,
HO ¥ U3 popmy., coaepkamux GyHKIUU (BepPHbI 0TBET)

2) ®opMyIIbI MOTYT COCTOATH TOJBKO U3 apU(METHYECKHIX ONEPATOPOB U aJIPECOB STUEEK

3) ®opMysbl MOTYT COCTOATH TOJIBKO U3 aAPECOB siueeK U QyHKIUI

4) @opMyIIbI MOTYT COCTOSITH TOJBKO M3 apU(PMETHUECKUX OTIEePaTOPOB

49 IIporpaMmma JJisl BHINIOJIHEHHUS] PACYETOB KOJIU4YECTBA MPOAYKTOB Ha 20 4el0BeK

1) anekTpoHHAas Tab/u1a (BepPHBbI 0TBET)

2) rpaduUecKuii peaaKTop

3) TEKCTOBBIN peIaKkTop

4) cuctema ympaieHus 0azaMu

50 B ayexkTpoHHO#i Tadiuue BbiAeseHa rpynna siveek Al:B3 ckoibko sidyeexk BXOAMT B ITY
rpynmy

1) 6 (BepHbIii OTBET)

2)2

3)4

4)3

51 Pe3yabTarom BelunciieHuii B sueiike C1 oyner A1=10; B1=A1/2; Cl=cymma(A1:B1)*A1l

1) 150 (BepHBbIii 0TBET)

2) 50

3) 100

4) 200

52 Kakoii kommnonent IIIII Microsoft Office, npeaHasHayeHHbI [JJs1 CO3JaAHHA
npe3eHTanMm?

1) PowerPoint (BepHbliioTBeT)

2) Word

3) Excel

4) Qutlook

53 Uto Takoe npe3eHTanus?

1) 3T0 KOMILIEKC B3aUMOCBSA3AHHBIX CJIali10B (BepHbI 0TBET)

2) 5TO KOMIUIEKC B3aUMOCBSI3aHHBIX JOKYMEHTOB

3) 9TO KOMIUTIEKC B3aUMOCBSI3aHHBIX PUCYHKOB

4) 5TO KOMITJIEKC B3aUMOCBSI3aHHBIX KIIUTIOB

54 Kak co3aaTh npe3eHTanuo?

1) Power Point — B39Th MycTYI0 Npe3eHTANIMIO — BHIOPaTh U3 MakeToB caaiiga «Ilycroit» - OK
(BepHBIi 0TBET)

2) Power Point — coptupoBka cnaiinos - OK

3) Power Point — co3aars Tabnuiy - OK

4) Power Point —no6aBienus y3ina - OK
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55 KomnibloTepHBIe BUPYCHI:

1)co3narorcs J0AbBMH CHIENUATBLHO 11 HaHeceHUus yepoOa IIK (BepHblii oTBeT)
2) BO3HUKAIOT B CBsI3W COOEB B anmapaTHOW YaCTH KOMITBIOTEpa

3) 3apoxaaroTcs npu paboTe HEBEPHO HAMMCAHHBIX TPOrPAMMHBIX IPOAYKTOB

4) ABISAIOTCS CICICTBUEM OIIMOOK B ONEPAIIMOHHON CUCTEME

56 3amuTa KOMIbLIOTEPa OT BUPYCOB

1)anTHBHpYCHBbIE NPOrPaMMBbI(BepPHBbIH 0TBET)

2) mporpaMMbl TECTUPOBAHUS

3) mporpamMmbl OYUCTKU JTUCKOB

4) nporpaMMbl 0OCITY>KMBaHHS CUCTEMBI

57 He3akoHHBIH cOOp, NpPHCBOCHHE M Iepeada CBeJAeHHIl COCTABJISIOMINX KOMMeEPYeCKYH
TaliHy, HAHOCAIUMH ee BJIaJeJbly yiepo, - 3To...

1)Heno0pocoBecTHasi KOHKYpeHUHsI(BepPHbIH 0TBET)

2) nmonuTHYECKas pa3BesiKa

3) xoH(uaeHIMANbHAS HHPOPMAITUS

4) MPOMBIIIICHHBIN IIMMHOHAXK

58 Kak Ha3bIBalOT npoueccbl o0MeHa mHpopManueil ¢ mnoMomb0 0QUIHAIBHBIX, 1€J0BBIX
AOKYMEHTOB?

1) koH(puaeHIMATbHbIE(BEPHBIH 0TBET)

2) HENOCPEACTBEHHBIE

3) MEXJITMYHOCTHBIE

4) popmanbHbIC

59 Opranu3auus 3alUTHI HHGOPMAILIUH

1) conep:kanue U NOPSIAOK JAeiicTBUI M0 o0ecneYeHU IO 3aIUThl HHGopManum (BepHbIH 0TBET)
2) Mepa UK XapaKTEePUCTHKA JUTSl OIICHKH HHPOPMAaLuu

3) cTeneHb COOTBETCTBUS PE3yIbTATOB HH(OPMALIUY TOCTABICHHON LIEIH

4) COBOKYNHOCTb J10CTyIa K HH(GOpMauu

60 B npeamere «3amura uadopmanum» cokpamenune AC — o3Hayaer...

1) aBTOMaTH3MPOBAHHAS cUCTeMa (BepPHbIil 0TBET)

2) aHoOMaJlbHas cucTeMa

3) aTunuyHas cucTeMa

4) aHTUOIOKUPOBOYHAS CUCTEMA

61 Eciin nngopmanus HCKaKeHa YMbIILJIEHHO, TO €¢ HA3bIBAIOT...

1) nesamndopmanmeii (BepHbIii 0TBET)

2) HenpaBUIILHOU

3) HemoIHOU

4) HEeKOppPEKTHOMI

62 Ilpeamerom 3amuthl B KC siBasiercs...

1) naHHbIe (BepHBbIH 0TBET)

2) TEKCTBI

3) pucyHKu

4) curHansl

63 MHudopmanusi, XxpaHsuasicsi, o0padaTbiBaeMasi B KOMIBITEPHBIX CHCTeMax
paccMaTpHMBaeTcs Kak...

1) 00beKT 321U THI (BEPHBbIH 0TBET)

2) BJIeMEHT

3) mpeameTt

4) 1OKyMEHT

64 IpuxjaagHbie NPOrpaMMbl 1Js 00PadOTKH IKOHOMHYECKOH HHpOPMAIINH

1) Excel (BepHbIiioTBET)
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2) Word

3) Power Point

4) GIIOKHOT

65 IIpuki1agHbie NPOrpaMMbl OyXraJTepcKkue CHCTeMbl y4eTa

1) 1C : Byxraarepus (BepHbIil 0TBeT)

2) Word

3) Power Point

4) Excel

66 KoinuecTBO KOMIBIOTEPHBIX CIPaBOYHBIX NMpaBoBbIX cucteM(CIIC)
1) 60s1ee 100 (BepHbBIii OTBET)

2) 25

3) 75

4) 15

67 OCHOBHBIM 3JIEMEHTOM 3JIEKTPOHHOM TA0JIUIbI SIBJISIETCSA

1) siueiika (BepHbIii 0TBET)

2) cTpoka

3) cronberr

4) tabnuna

68 Pe3yabTaTom BhIuucaeHuii B siueiike C1 oyner A1=5; B1=A1*2; Cl=cymma(Al:B1)*A1l
1) 75 (BepHbIii OTBET)

2) 100

3) 50

4) 25

69 BbiGepuTe BepHYIO 3anuch (POPMYJIbI IS JIEKTPOHHOM Ta0 IMIbI:
1) =A2*A3-A4(BepHBbIiiOTBET)

2) C3+4*D4

3) C3=C1+2*C2

4) A5B5+23

70 Kak HACTPpOUTH Pado4yio 00J1aCTh Mpe3eHTAlNU

1) BbIOpaTh Ha NaHe U (MEHIO) - PEKHM CJIaii/I0B(BEPHBIH 0TBET)

2) ®opmar — [IpumeHuTs m1a610H opopmIIeHUs

3) ®opmat — PoH — B pacKphIBaOLIEMCs CIUCKE BbIOpaTh «CroCcOOBI 3aIMBKH. . .»
4) Ha naHeNIu PUCOBaHUS HaXKaTh KHONKY "HaAMKCh"

71 Kak Bp10paTh 1120J10H 0(popMIIeHHs cIaliioB

1) ®opmat — IIpumeHuTs 1120,10H 0(pOopMJICHUS (BEPHBbIH O0TBET)

2) BbIOpaTh Ha MaHenu (MEHIO) - PEXKUM CIIAiI0B

3) Ha MaHeNIN pUCOBAHUS HAXKaTh KHOMKY '"HaJANNCh

4) ®opmar — @OH — B pacKpbIBAIOIIEMCs CIIUCKE BBIOpaTh «CIOCOOBI 3aJIUBKH. . .»
72 BecTraBka KapTHHOK B CJIali/l mMpe3eHTalMu

1)BcraBka — Pucynok — U3 ¢aiina (Kaprunka) — BeiOpats ¢aiia ¢ nzodpaxkenneMm — BcraBurb
(BepHBIi 0TBET)

2) NOBEPX PUCYHKA-IIOAJIOKKI» MOYKHO IIOMECTUTH TEKCT, CO3/1aTh TEHb

3) BcraBka — HoBwrif cnaiif - BEIOpaTh U3 MakeToB ciaiina «lIlycroi» - OK
4) Word, MO>kHO HapuCcOBaTh JI00bIe aBTO(UTYPbI
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8. JONOJIHUTEJIBHOE OBECHHEYEHHUE JUCHUIIJIMHbI

Ipnaoxenune 1. KpaTrkuii KOHCNEKT JIeKIIMOHHBIX 3aHATHI

Jlexmust Nel.

Tema. «upopmanoHHble TeXHOJOTUU. Buubl u cBoiicTBa HH(OPMAIIMOHHBIX
TEXHOJIOTUI»

NudopManmoHHasi TEXHOJIOTHS - COBOKYIMHOCTh METOJOB, IPOU3BOJCTBEHHBIX
NPOLECCOB M MPOTPAMMHO-TEXHUYECKUX CPEICTB, OOBEAMHEHHAs TEXHOJOTUYECKUM
nporeccoM U obecrieynBaroias coop, XxpaHeHue, oOpabOTKy, BBIBOJ U PACIPOCTPAHEHUE
uHGOPMAIMK 7SI CHIDKEHUS TPYJOEMKOCTH MPOIIECCOB UCIOJIb30BaHUs HH()OPMAITMOHHBIX
pPECypCOB, MOBBIMIEHHS UX HA/IS)KHOCTH U OTIEPATUBHOCTH.

Jlrobass wuHpOpMalMOHHAS TEXHOJOTHUS OOBIYHO HYXXHA [JII TOTO, YTOOBI
MOJTb30BATENI MOTJIA TIOJYYUTh HYXXKHYI0O UM HH(OPMAIMIO HA OMPEACIEHHOM HOCHTEIe
JTAHHBIX.

[Ipu paccMmoTpennn HHGOPMAIMOHHBIX TEXHOJOTUH BBIACISAIOT HMX JIEJICHHE Ha
pasnuuHbie BUABI U Kiacchl. Kitaccudukarus nHGOpMalMOHHBIX TEXHOJIOTHI HE00X0IMMa
JUTS TOTO, YTOOBI MPABHIBLHO MMOHMUMATh, OIICHWBATh, pa3pabaThiBaTh U WCIOIB30BATh MX B
pa3UYHBIX MpeAMETHhIX oOmactsax (chepax sku3Hu ob6OmectBa). Krnaccudukanus
MH(OPMAIIMOHHBIX TEXHOJIOTHI 3aBUCUT OT BBHIOpAaHHBIX KpuTepueB. B kadecTBe kputepus
MOJKET BBICTYIIATh OJIMH ITOKA3aTeNb WA HECKOJIBKO MIPU3HAKOB.

B mH(pOpMAaIMOHHBIX TEXHOJOTHIX BBIACISIOT CICMyIOINe BHIb MHPopManuu. /1o
muny uHgopmayuy 3T0O MOTYT OBITh TEKCTOBBIC, TaOIWYHBIC, TpadUUECKHE, 3BYKOBBIC,
BUJICO U MYJIbTUMEIUHHBIC TAHHBIC.

Ilo evinonnsemviM QYHKYUAM U B03MONCHOCMU NpUMeHeHuss THPOPMallMOHHbIE
TEXHOJIOTUH JICTIST Ha UCTIOIb3yeMBbIe:

1) B aBTOHOMHBIX KoMITbloTepax (II9BM) u B nokanbHbIX pabounx craHiusx (APM)
B COCTaBE CETEBBIX aBTOMATHM3MPOBAaHHBIX MHpopManumoHHbIX cucteM (AMC) peanbHOrO
BPEMECHU;

2) B OOBEKTHO-OPUEHTUPOBAHHBIX, PACHPENCIEHHBIX, KOPIOPATUBHBIX M HHBIX
JIOKQJIBHBIX M CETEBBIX MHPOPMAIIMOHHO-TTOMCKOBBIX, THIIEPTEKCTOBBIX U MYJIbTHMEIUNHBIX
cucTeMax;

3) B cucTeMax ¢ MCKYyCCTBEHHBIM HHTEIUICKTOM;

4) B unterpupoBanubix AUC;

5) B reonHGOpMaIIMOHHBIX, TI00ATBHBIX U IPYTUX CUCTEMAX.

NudopmanioHHble TEXHOJOTUU  KIACCUPUIUPYIOTCA 1O CMeneHu munuzayuu
onepayuii: OTIepalliOHHBIEC U MPEAMETHBIE TEXHOJIOTHH.

Onepayuonnas mexnono2us IOJPa3yMEBaET, UTO Kak/1asi OTepaliysl BHIOIHAETCS Ha
KOHKPETHOM paboyeM MecTe, OOOpPYJOBAHHOM HEOOXOAMMBIMH TPOTPAMMHBIMH U
TEXHUYECKHUMH CpElICTBaMU. B KauecTBe mpumepa MOXKHO MPHUBECTU MAKETHYI0 00paboTKy
uHpopmarmu Ha Oonpmmx IBM.

IIpeomemnas mexuonoeus — 3TO BBITIOJIHEHHWE BCEX OMNEpalUii Ha OJHOM paboueM
MecTe, HalpuMep, Mpu paboTe Ha epcoHaIbHOM KoMibioTepe (APM).
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Ilo  6udy ucnonv3yemvix cemeti UHOOPMALIMOHHBIE TEXHOJIOTMHM JENSAT  Ha!
JIOKaJbHbIE, PpPETHOHAJbHBIEC, KOPHIOpPATUBHBIC, HAIMOHAIbHBIC, MEXKHAI[MOHAIHHBIC
(MeXTyHapOAHbIE), OTHOPAHTOBBIE, MHOTOYPOBHEBbBIC, pacIpeIeIEHHBIC U .

Hamomuum, 49TO  OCHOBY  MH(MOPMAIIMOHHBIX  TEXHOJIOTMM  COCTaBISIOT
WH(OPMAaIIMOHHBIE MPOLIECCHl CO3MaHusl (reHepanuu), cOopa, peructpauus U o0paboTKu
(mepepa®OTKM), HAKOIUIEHUS, XpaHEHUs M COXpaHEHUs, TIOUCKa U Nepelayu
(pacnipocTpaHeHus) HHOOPMAIIUU.

NudopmaniioHHble TEXHOJOTHH XapaKTEPU3YIOTCS CIEAYIOIMMU OCHOBHBIMU
CBOWCTBAMU:

* npeaMeToM (00beKTOM) 00pabOTKH (Tpolecca) IBIAIOTCS JaHHBIE.

* [IETIBIO TIpoliecca SBISETCS MOydeHne HHOpMaIIHH.

* CpeICTBaMHU OCYIIIECTBIIEHUS Ipoliecca SIBISETCS] MPOrpaMMHBIE, anmapaTHbIE U
MIPOrpaMMHO-aNMapaTHbIE BEIYUCIUTEIbHBIE KOMIUIEKCHI.

* mporecchl 00pabOTKM JaHHBIX PA3ACISAIOTCS HA ONEpallMd B COOTBETCTBUH C
JTAHHOM TIpeIMETHOM 00J1acTH.

* BBIOOp YMPaBIAIONIUX BO3JCHCTBUM Ha MPOIECCH JOMKEH OCYIIECTBIATHCS
JTUIAMHU, TIPUHUMAIOIUMU PEIICHUE.

* KpUTEpHUSIMHU OINTHUMHU3AIMK IIpollecca SIBISIOTCS CBOEBPEMEHHOCTHh TOCTaBKU
uH(GOPMAIIUU TTOJIH30BATEIN0, €€ HaAEKHOCTh, IOCTOBEPHOCTD, MTOJIHOTA.

N3 Bcex BUIOB TeXHONOTUN HHGPOPMAIIMOHHAS TEXHOJOTUSA Cchepbl yIpaBICHUS
NPEIbSBISET CaMble BBICOKHE TPEeOOBaHUS K «UeIOBEUECKOMY (akTopy», OKa3bIBas
NPUHIMIHAIILHOE BIMSHUE Ha KBATHM(PUKALHUIO paOOTHUKA, COJAEpXKAHUE €ro Tpyna,
(GU3UYECKYI0 M YMCTBEHHYIO HArpy3Ky, Mpo(decCHOHaIbHBIE MEPCHEKTUBHI U YPOBEHBb
COLMATLHBIX OTHOILIEHUH.

Ipunoxenue 2. UniocTpaTuBHBIN MaTepua

[TpakTuyeckas padota 3.
«Hactpoiika padouero okaa MSWord. ®opmMaTupoBaHie CHMBOJIOB M a03aIIEB.

KpaTkue Teoperudeckue cBeeHu .

Microsoft Word — 3To0 COBpEeMEHHBI TEKCTOBBIA PEIaKTOpP, MO3BOJISIOIIHIA
OCYILICCTBIISITh MPAKTHYECKH BCE OMEPALUH IO PEAAKTUPOBAHHIO U (POPMATUPOBAHUIO
TEKCTOB, CO3JaHHIO B TEKCTE TAOJHI], PUCYHKOB, rpadMKOB M AHATPAMM, T.C. MO3BOJSIET
MPAKTHIECKH CO3/1aTh U OTPEIAKTHPOBATH KHUTY.

1. Co3nanmue ¢aiiia tekcroBoro pexakropa MS Word.

Jlns co3maHust TekcroBoro (painma B pemaktope Microsoft Word neoOxommmo
BBI3BATH (3AIyCTUTH) STOT PEAAKTOP C MOMOIIBIO CICAYIOIINX JCHCTBUIL: METKHUTE KHOMKY
«Ilyck» Ha pabouem crome Windows, BeiOepuTe B TilaBHOM MeHio ommuio «Microsoft
Office Word 2003» u 1IeJIKHUTE 110 HEW JIEBOI KJIaBUILIEH MBILIH.
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[Tocne mpoBeneHUs1 yka3aHHBIX AeiCTBUI oTKpoeTcs «Pabouee okHO» Word u BHOBB
CO3JaHHOMY (pailily OyJeT MPUCBOEHO 0 YMOJIYaHUIO Ha3BaHue «Jloxkyment 1» (wmm 2, 3,
... uT.a.) u umsa «Docl.docy» (cm. puc. 4.), c kotopsiMu Bel 1 Oyaure padoTtaTs A0 TE€X HOp,

IIOKa UX IIPUHYAUTCIbHO HC IIOMCHACTC.

ITo ymonuanuro

/

b | dowysse uti - Microsoft Word

Egaﬁn Mpaeka Bua Boctaska  dopuat

ol Sl ol S il il

:!;{ OBBIMHEIA

= Times New R.oman .

|4mA harna: ’ﬁm

THn dharina:

|,|':|,IIIK‘:.-'MEHT Word (*,doc)

Puc. 4.

Crnenyetr oOpatuTh Baie BHUMaHUE Ha TO, YTO MOXXHO CO3JaTh TEKCTOBBIM (haiiil B
Windows ¢ MOMOIIBIO JAPYroil MOCIEA0BATEIbHOCTH JACHCTBUN: YCTAaHOBUTE KYpCOp B
paboueit obOmactu oxkHa Windows, WIETKHUTE TPAaBOW KIABUIIEH MBIIIH, TOSBUTCS
BCIUTbIBaOIIECEe (KOHTEKCTHOE) MEHIo, BhIOepuTe omuuio «Co3marh», U KOTAa MOSBUTCA
cieayroliee MeHto, Beioepute onmuio «Jlokyment Microsoft Word».

2. Bug 3xkpana. KomaHaHoe MeH10.

[locne 3arpy3ku Microsoft Word Ha »sKpaHe MOHUTOpa OTOOpa3UTCS OKHO
«Microsoft Word» (puc. 5.). benplii TUCT B LIEHTpe OKHA C MHTAIONIMM KypCOPOM - 3TO
«PaGouasi ob6uacTb», cTpaHHWIla JOKYMEHTa, Ha KOTOpOH OTOOpaskaeTcs HaOupaemblid
TekcT. ['paHuIbl cTpaHUIBl (OT JIEBOrO MOJs A0 MpaBoro) o003HaueHbl Oenoi 00JacThiO

JIMHENKU.

HeDBaﬂ CTPOKd OKHA COCTOUT M3 HAa3BAHHWA NOKYMCHTA WU HA3BAHUS IPOrpaMMBlI.

) Bovyment 1 - Micrasoft Word
P T S

Pabouas
o00J1acTe

i Pt Vi Wz G sns s o

RO e 2 sonimve .. [T

Puc.5.

WO wm
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BTOPASA CTPOKA OKHA
ABJISAETCA KOMAH/IHBIM
MEHIO WORD. KAKIAS
KOMAHJA COAEPKUT I'PYIIITY
KOMAH/I, BBINTOJIHAIO U X
CJHEAYIOUNIME ®YHKIIUN:

I'pynma  xomann dPaii  BKIIOYAET
KOMaHJIpl ISl CO3JaHMs, IPOCMOTPA,
COXpaHEHHsI, IIEYaTH gCe20 TOKYMEHTA.

C noMmouipt0  rpymnmsl  KOMaHJ
IIpaBka MOXHO pEIaKTUPOBATh BECh
JOKYMEHT WJIH OT/AETIbHBIE €r0 YacTH.




KOMaHI[BI T'PYIIIIbL Bun OIpCACIIAIOT, KAKHC ITaAHCIIM MTHCTPYMCHTOB 6y,IIYT IIOJKJIFOUYCHBI K
pa60Te 1 B KaKOM BHJC TTI0JIB30BATCJIb YBUAWUT TCKCT NOKYMCHTA HA OKPaHC.

['pynna komana BeraBka mo3BosisieT 100aBIsATh B TEKCT CUMBOJIBI U3 APYrUX MIPUPTOB,
PUCYHKH WJIM JAMarpamMmbl, OOBEKTHl WM Iiesble (ailiibl, yCTaHABIMUBATH 3aKJIAIKU U
TUIEPCCHUIKK, a 3a TMpefesibl padouell 00lacTh — KpOME BCErO IMEpPEUHMCICHHOTO TaKkKe
HOMEpPA CTPAHUI] U CHOCKH.

['pynna xomann ®opmat omnpenenseT KakuM oOpa3oM OyAEeT COAEpKUMOE JOKYMEHTa
pacnonaraTbCsl Ha cTpaHule. byJer 1M TOKyMEHT TeKCT JOKyMEeHTa pa30UT Ha KOJIOHKH,
IPOHYMEPOBAH WJIM 3aKJII0YEH B paMKy. Kakoro pasmepa, HauepTaHus U 1BeTa OyJET TEKCT
U T.J1.

Komannsl rpynmel CepBHC MO3BOJISIIO OCYIIECTBISATh TMPOBEPKY opdorpadum, 3ammuTy
uHopMaru U HacTpoiky Word.

['pynna komang Tadanma oGecrieynBaeT co3aHue, peakTUpoBaHue U (popMaTUpPOBaAHUE
TabIuUIL.

KOMaHIIBI I'PYIIIIBI OKHO BBIIIOJHSIOT JIEUCTBUS TIO OTKPBITHIO HOBBIX OKOH H HX
PacCIoJIOKCHHUIO HAa SKPAHC.

CnpaBounas cucrema Word (CmpaBka), MO3BOJISIET TIOJB30BATEIIO ITOJIB30BATHCS
BCEBO3MOKHBIMU TTO/ICKa3KaMH U MOJTy4aTh JIOOYIO CIIPaBOYHYIO HHPOPMALHUIO.

[Ton KOMaHIHBIM MEHIO HAaXOAATCSA MaHEIUd MHCTpyMEHTOB. HaxxaTne KHONKM Ha JaHHOU
IIaHEJU BBIIOJIHACT KOMaHAy pefakTopa O0e3 oOpalleHus B KoMaHaHOe MeHIo. KonmdecTBo
U BUJ TIaHEJeH orpenesieTcs caMuM MOoJIb30BaTelIeM ¢ MOMOIIbI0 KoMaH 1kl MeHio — Bun
— IlaHeJM HHCTPYMEHTOB.

3. HacTpoiika napaMmeTpoB 0TOOpPasKeHHsI CTPAHMIBI.

Menio «Bum» cofepKuUT HECKOIbKO IYHKTOB, C TIOMOIIbIO KOTOPBIX MOYKHO
HACTPOUTH OTOOpaKeHHE MOKyMEHTa Ha dKpaHe MoHuUTOpa. Hambornee ymoOHBIE pPeKUMBI
otoOpaxkenus - «O0bIYHBIN» U «Pa3MeTka cTpaHMUbD). PeXXUMBI OTIMYAIOTCS CIIOCOOOM
IIPEACTABJICHUS CTPAHULBI JOKyMeHTa. B pexxnme «OOBIYHBIIN CTPAaHULBI OTACIECHBI APYT
OT Jpyra NyHKTUpHOM JmHUEH. B pexnme «Pa3Merka cTpaHMubD)» CTPaHULBI BUJIHBI
IEJIMKOM, KaK eciu Obl OHM ObUTM HamedaTtanbl Ha Oymare. Kpome Toro, B 3ToM pexume
0TOOpaXkaroTCs BCTABIIEHHbIE B TEKCT rpaguyeckue o0ObeKThl (pororpaduu u pucyHku). B
MEepBOM pexuMe yI00HO paboTaTh C OOJBIIMMH JOKyMEHTaMH, BO BTOpPOM -
IpocMaTpuBaTh TEKCT Nepe neyarbio. Kakoi pexxum BeIOpaTh - B OCHOBHOM JIEJIO BKYCA.
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YTo0OBI YCTAHOBUTDH MaKCHUMaJIbHO

) HBI MacIIT T JKEHUSI JUISL PeXKUM

Maciiva6 y100 fac a0 oToOpaxe IUIsL pe a

— «OOBIYHBINY», B McHIO «Bua» IenkHUTEe Ha

Ognu% Ono LWHPHHE CTRAHHLE! HyHKTe «MaCIIITaﬁ» U B OTKpBIBIHeMCH OKHEC

gm ycranoBute (Quaxox «e» «I[lo mmpune

P — CTpPaHUUbI» (CM. puc. 6.).

Cfpaseu [nsa pexuma «Pa3merka cTpaHMUbI»
AaBbCeD dEeXxTyZz mMacmtad  mpuaercs — mogoupath.  Jlydme
AaBbCcDdEedxTyZz 2
B C DT YCTaHOBHTb TaKolt mMacmrTad, 4ToObl TEKCT (0e3
AaBbCeDdEeXxYyZz MOJIei) 3aHsUT BCIO IIMPUHY OKHA JOKYMEHTA.

g = [Ipy »5TOM BO3MOXHO BBIOpaTh OJUH U3

12 pt Times Hew Roman p—r— — (UKCHUpOBAaHHBIX MacmITabOB WJIM BBECTH

Puc. 6. MOAXOAIIEE 3HAYEHHE B CTPOKY
«IIpou3BOJIBbHBIIN.

MosxHo monpoboBaTh padboTaTh B pexkuMe «Bo Bech s3xkpan» (Menw — Bug — Bo
Bech JKpaH). B 3TOM pexume Ha »KpaHEe MOHUTOpPAa OTOOPAXKAIOTCA TOJBKO TEKCT
JIOKYMEHTA U KHOIIKAa BO3BpaTa B MPEAIIECTBOBABIINI PEKUM.

Coeem. ECJ’II/I Ballla MBI OCHAIIICHAa CKpOJIJII/IHFOM, TO BO3MO>XHO H3MCHIATH
MaCI_HTa6 0T06pa>KGHI/I$I BpaIIleHI/IeM KOJIECa MBIIIN HpI/I Ha)KaTOfI Ha KJ'IaBI/IaType KHOIIKC
Ctrl.

4. Ha0op u peqakTupoBaHue TEKCTA

Jlo Habopa TekcTa HE0OXOauMO YCTaHOBUTh Bua okna (00biuHO 3T0 Pa3merka
cTpanuubl), a Ttakke CrTuab, THOD u pa3mep mpudTa (MaHETb HWHCTPYMEHTOB
dopmaTHpoBaHue).

HaGop Tekcra ocymiecTBisieTcsi cpa3y ab3aremM. B koHIe ab3ara HaXUMaeTCs KIIaBHIINA
Enter.

Pa3OueHue u coennHeHne TEKCTOB.
Jus Toro, 4roObl pa30UTh CTPOKy Ha 1Be dacTd (coxpanuB «CTmiab A03ama»),
NepEeBEIUTE Kypcop B HY)KHOE MECTO U HaxxmuTe «Shift+Enter».

JI7iss coeqMHEHUsT ABYX IOCIIEI0BATEIbHBIX CTPOK B OJHY YCTAaHOBHTE KypCOp B KOHEII
TIEPBOI CTPOKH U UCTIONB3yiiTe Kiapuiy «Del» («Delete»).

PenakrupoBaHue TeKkcrTa.

Pedaxkmuposanue mexcma o3HayacT U3MEHCHHE COJCPKAHMS TEKCTa. PelakTHpoBaHue
BKJIFOYAET B CeO4:;

- yAaJieHue WK KOMMpoBaHue PparMeHTOB TEKCTa;

- UI3MEHEHUE MOPsJIKa CIIOB, PEAJIOKEHUIN UIu a03aLeB.

[Tpu nmpoBeaeHNN ITUX NEHCTBUI HEOOXOIUMO BBIIEIUTH (PPArMEHT TEKCTA.

UroObl @vldenums npouseobHblil hpazmenm cmpoku, TOABEIUTE Kypcop K Hadaly
WIK KOHIYy (parMeHTa, M Ha)XkaB JIEBYIO KHOIKY MBIIIM, MPOBEIUTE Kypcop [0
MPOTUBOMOJIOKHOTO KOHLIA (hparMeHTa.
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YtoObl évldenums 00HO €080, TIOIBEIUTE Kypcop K 000 OyKBe ClIOBa W JIBAXKIbI
HIEJIKHUTE MBIIIBIO.

YToObl 6vldenums cmpoKy, IOMECTUTE KypcOp MBIIIM CJI€Ba OT TEKCTa BHE pabouei
oOnacTtu, rae Kypcop MeHsieT ¢opMy, U LICIKHUTE MBIIIbIO. BblaeneHue MoKHO
paclpoCTPaHUTh Ha HECKOJIBKO CTPOK, MEepeMelasi Kypcop MBIIIN BBEPX WM BHU3 IO
TEKCTY.

UtoObl 6vl0entumsb npeonoxcenue, Hano, yiepxuBas Haxartou knaBumy CTRL,
HICJIKHYTh MBIIIBIO B JIFOOOM MECTE MPeI0KEHUS.

UtoOnl 6b10eiumsy ad3ay, yCTAaHOBUTE KYypcOp K JIEBOMY KparO CTPOKH Tak, 4TOOBI OH
WU3MEHUJ BUJI, MIOCIIE YETO JBAXK/BI MIETKHUTE MBIIIbIO.

s evidenenusn neckonvko aod3zayee HANO PACIPOCTPAHUTH BBIACIICHHE, JABAXKIbI
HIEJIKHYB U OCTaBUB HAXKaTOW KHOIKY MBIIIIH.

Becv 0oKymenm MOXXHO BBIJICTUTH C IMOMOIIBIO TPOHHOTO IIETYKA B 30HE BBIACICHUS Y
JeBOr0 Kpas TeKCcTa B JIOOOM MecTe JOKYMEHTa, WIM C T[OMOIIbI0 MEHIO
(ITpaBka—~>Beiaeaurs Bee) win Menw — IlpaBka — BelaeanTh BCE WM coueTaHUEM
kiasuin Ctri+A.

,ZIJ'U! OmMMeHbl 6bloeIeHUS HaJ10 IICJIIKHYTh MBIIIBIO B JIF00OM MECTE TEKCTa.

W3MEHEHUE ITOPAJKA CJIOB, ITPEJJIOKEHUM, AB3AIIEB
OCYHECTBJIAETCA JIMBO C IOMOIIbIO KOMAH/ «ITPABKA»
(BBIAEJIUTE TEKCT ->MEHIO — IIPABKA — BBIPE3ATDH -IIOCTABBTE
KYPCOP B MECTO BCTABKH —-IIPABKA - BCTABUTbH), JIUBO C
IHOMOIbIO TIEPETACKUBAHUA (BBIAEJIUTE TEKCT. YCTAHOBUTE
KYPCOP B ITIPABBI HUKHUM YT OJI ®PATMEHTA.HAXKAB JIEBYIO
KJIABUIIY MbBIIIU ITIEPEMECTHUTDb KYPCOP B HY’ KHOE MECTO
BCTABKMU TEKCTA.).

Konuposanue Tekcra.

CyliecTByIOT HECKOJIBKO CIIOCOOOB MIEPEMEICHHUS HIIM KOTTMPOBAHUSI (PparMEeHTOB TEKCTa
3a MpeJIeTbl SKpaHa MU U3 OJHOTO JJOKYMEHTa B APYTOM:

1. Cnoco0 konmupoBaHMs M BCTABKU C MOMOIIBI0O KOMaH]l MEHIO, B KOTOPOM HCIOJIb3YyeTCs
Tak Ha3biBacMbiil «bydep Oomena» (Meno—IIpaBka ->Bydep O0Mena) u KHOIIKH
naHenu UHCTpYMeHTOB «KonupoBatb», «BecraBuTh».

2. C nomompio KHOMOK «Beipe3darb» unu «KommpoBarb». [l 3TOro BbIIETUTE
¢dparmMeHT TekcTa U BbiOeputTe komanay Menwo—IIpaBka— Bbipe3ats/KonupoBars;
3aTeM  yCTaHOBUTE Kypcop B  HYXHO€ MECTO U  BblOepuUTe KOMaHIY
Menw—IIpaBka—BcTraBuTh.

3. C moMomip0 KOHTEKCTHOTO MEHIO.

OlIHOBpeMeHHoe PACMOJIOKEHHE HECKOJBbKHUX OKOH HA 3KpPaHe.

Jlns Gonee HarmsiiHOW pabOTHI MHOTAA OBIBACT IMOJIE3HO PACHONOMCUMD 6CEOTKPHITHIC
OOKyMeHmbl HaA IKpane oO0HoepemenHo. J[ns storo cienyer B MeHI0O «OKHO» BbIOpaTh
KoMaHAy «PacmoJiokuTh Bee) WU «YNOPAA0YNTh Bee», KCpaBHUTH PAIOM C..».
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S. @opmaTupoOBaHHeE TEKCTA.

DopmamuposanueTexcTa STO OMNPEICICHUE PACIONOKCHHS TEKCTa B IMPOCTPAHCTBE
pabouero moJsi.

Bce komaHnael (QopMaTUpOBaHMs ~ BBINOJHSIOTCA JUIsl  6cezo  al3ara. YroOsl
oTQopMaTUPOBATH IPyMITy a03a1eB UX HEOOXOIUMO BBIJICTHUTD.

dopmaTrpoBaHue ad3ana.

Jns dopmaTupoBanus ab3ana HEOOXOIMMO YCTAaHOBUTH Kypcop B JiFoOoe MecTo ab3ala, a
3aTeM BOCHOJIb30BaTbCsl KOMaHA0M MeHo— ®@opmatr — A03an. B OTKpeIBIIEMCS OKHE
(dopMaTHpOBaHMs YCTAHOBUTH CIIECAYIOIINE TapaMETPBI:

- O0mue:
O THII 6blpd6HUBAHUA meKcma 110 KpasiaM pa60‘{e1“0 10JIA (HO JICBOMY
Kparo, 1o eHTYy, 110 IMpaBOMY Kpasd, 10 MUPUHC pa60qero HOHH);
O YPOGeHb (HpI/ICBOGHI/Ie TCKCTY OHpeJ:(eJIéHHOFO YPOBHH: OCHOBHOMU
TEKCT, YPOBEHB |, YypOBEHB2 U T.]1.)
- Orcrym:
O YCTaHOBKa pasMCpPOB OTCTYIIOB OT I'paHHUI] paﬁoqero ITOJIA,
O OTCTyIla B KpaCHOﬁ cmpoke 3633,1_[3;
- NurepBai:
O yCTaHOBKa pa3MEpoOB uHmepsanioenepeo u nocie avzaya (B ToUKax);
O YCTAaHOBKaA MeonccmpouHoco uHmepedala (OI(I/IHapHBIf/JI, HOHYTOpHBIﬁ,
I[BOﬁHOﬁ, MHOXUTCIIb (eCHI/I HHTCpBA 0ombIIe HBOﬁHOFO), MHUHHUMYM
WJIM TOYHO (€CJIM MHTEpPBaJl MEHbIIIE OJITMHAPHOTO)).
aGsan 2 x|
O;CT'}I’I‘IbIMﬂHTEDBEJ’IbI I Mono¥eHHs Ha CTRaHKLE I rpaHI/IHbI a63aua " a63aHHBH‘/’I
OBLWHE
BhIpaEHHESHHE: II'I-: NEEOMY Kpakd LI ¥poEEHE ! Ib-’pu:usem:.*i vI OTCTYH (KpaCHaﬂ CTPOKa) TAKXKC
MOXHO YCTAaHOBUTHL C IIOMOIIBIO
OTCTYN o
ABHKKOB Ha TOPU3OHTAJIIbHOA
Cnega: ID M E‘ MNeEpEaA CTpOKa: Ha; HHHeﬁKe
COpaga: ID M E‘ I(HET) LI I ﬂ :
21]15{ YCTaHOBKHU MEKCTPOUHBIX
M HTEpEan
neped: m HEMAYCTROMHEIR!  SHAYEHHE! HMHTCPBAJIOB 1 BhIPABHMBAHUA
nocne: |3 nr E‘ OauHapHsi [« | | = a63aHeB Imo JCBOMY, IIpaBOMY
™ He AcBaENATE MHTERBAN MEmAY AB3aLaHH I'Iony KpaIO, HeHTpI/IpOBaHI/Ie u
AE0AHoR
— Mo BBIPDABHUBAHUE a03aneB o
MHONHTENE I PUHC MOXHO HUCITIOJIB30BAaTh
Prousis 1w m KHOITKH IMaHCJIN HHCTPYMCHTOB.
TabynaumA. .. I (8], I DTMEHA I PI/IC7 OKHO YCTaHOBOK

koMmaHasl P@opmatr —> Ad3all.

Co31anue CNUCKOB.

Yto6b! 0OPMUTH IEPEUNCIICHHE B BUJIE CITUCKA:
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5.

Ha6epHTe SJICMCHTHI IICPCUNCIICHUA, pasaciisisd KX CUMBOJIAMH KOHIIA a63aua;
Brigenute Bech Tpe6yeMBIﬁ TCKCT-CIIMCOK;

Bri6epete om0 Menw—>®opmar, a B Heil 3aTteM onmuio «CIHHCOK» U B
BbIBesleHHON ¢dopme (Puc. 8. a)-B)) BrIOepuTE HEOOXOAMMBIM BHJ CIHCKA:
«MapkupoBanHblii», <HymepoBaHHbIi» 1 K MHOTOYpPOBHEBBIN».

Ecnu mapamerpsl cnmcka, 3aJaHHbIE IO YMOJIYAHUIO yCTpauBarT Bac, To
MIEPEXOUTE K CICAYIOIEMY IIYHKTY.

NHadye BO3MOXKHO HX HU3MEHUTh, ILICIKHYB M0 KHONKe «U3MeHUTB» U B
OTKpBIBLIECHCS (OpME YCTaHOBUTh HEOOXOJIMMBIE MapaMeTphl choucka. B
JAHHOM Cly4dae IporpaMma IO3BOJISET CO3[1aTh HYXHBIM CTWJIb, IYyTEM
U3MEHeHUs mpudTa U cUMBOJA MapKepa, MOJOXKEHUSI MapKepa, MOJ0KEHUe
TEKCTa, HHTEPBAJIA MEXKIY TEKCTOM U MAPKEPOM.

Haxxmute kHOnKy «OK».

Bri nonyunTe He0OXOUMBIN BU/T CITHCKA.

Ecnu mapkupoBaHHbIE MM HyMEpOBaHHbBIE CIHMCKH YK€ BBEJEHBI, HO TpeOyercs: ux
U3MEHUTH (mepeMapkupoBaTh). To mpuCTymaiTe cpa3y K BBIIOJIHEHUIO IyHKTa 2
«Ogopmnenus nepeuucieHus 6 8Uoe CHUCKA».

Cnmcok

3agaTh HyMEpalMIo Iepen

F | MHor i | Crucok cTvned

Cnncoxk

M ;| Miore A | Crucok cTined

CnMcok

HayaJioM BBoAa ab3ara
HIETKHYB Ha KHOITKE
«HymepoBaHHBIH  CHHCOK MO
ymoauannw» (wm «Hymepanusa»
puc. 8 r1)). Ilpu nHymepauuu c
UCIIOJIb30BaHMEM OyKB  Habepure
BMecTO LUPpbl «1» OykBYy «A» u
HauWHaite BBOJ Tekcra. \Word

MOJKHO,

a) 0)

IIPOHYMEpYyeT BTOpPOH u

A | | Cncor crrned

CTatha lLzanr

Pasgen 1015 || 14 3amm0cor

nocieayomue  adzambl  OykBaMu
«B», «C», «D» wu T.I. Ecnn
MpPOHYMEpOBaTh  MEpBBI  ab3all
OykBoii  «I», Word ycraHoBUT
) HYMEpaIuio PUMCKHMH ITHPPaAMH.

 —
 —
 —

B) IIpu BKIIFOUEHHON HYMEpPaLUU WIIH

Puc. 8. MapKHUPOBKE (MIPH BKJIFOUYEHUH B

Havajie BBOJa KHONKH « MapKHPOBaHHBI CIHCOK MO YMOJYaHuio» puc. 8. r)) Word
MOJICTABJISIET CTAHIAPTHBIE MAPKEPhI U COXPAHSIET 3aJaHHBIN IO YMOTYaHUIO UHTEPBAI
MEXTy MapKepOM WIJIH YUCJIOM U TEKCTOM, CJACAYIOIIUM 32 HUM.

Bo3Mo0xHO, BEIOUPATh pa3IMvYHbIC CUMBOJIBI MApKEepOB, hopMaT HyMEpaIuu WIH pa3Mep
WHTEPBAJIOB JI0 HAa4alla BBOJIA CIHCKA, a TAKIKE U3MEHATh (OPMY YXKe CYIIECTBYIOIIETO

CIIMCKa.
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Pa30ueHne TekcTa HAa KOJIOHKH.

Korna Heo6xoaumo pa3ouTh CyIECTBYIOMIMM TEKCT Ha KOJIOHKU HYXHO BBIIEIUTH TEKCT,
KOTOPBIA HEoOXoAuMO MpeoOpa3oBaTh B KOJIOHKH. 3aTeM BbIOpaTh: Menw—>Popmar—
Kosonku. Beibpath KOJIMUECTBO KOJOHOK. Y CTAHOBUTBH PACCTOSTHHUE MEKY KOJIOHKAMHU.

p ) Ecim ©Ha opHOM cTpaHuile JOJDKEH OBITH
Kononku

pa3MENIEH TEKCT B OJHY KOJIOHKY, a Jajiee TEKCT B
.

HECKOJIBKO KOJIOHOK, TO MEXAY 3TUMH 4YacCTAMU

TEKCTa C  pa3uyHbIM  (OpMATUPOBAHUEM
HEOOXOIUMO BCTaBHUTh pa3phIB

(BctaBka—Pa3pbiB — Y CTaHOBUTH OIIHMIO «HA
LUHPHHE H MPOMEy T ok Obpazel o

HOMER!  WHPHHA: MPOHENYTOK ! TeKleIel/I CTpaHI/IHe»).

1 4,67 n 1,25m

=

[y
T
[

H Ei

B
[iT)
=

copasa

@
=l
g
S
@ || I

HHcno KonoHOK !

-~
»

4| (4

JUisi  BCTaBKM  NPUHYAMTENBHOTO  pa3pblBa
MEXAy CTpaHMLIAMH MOXHO TaKXe BBIICIUTH
(] wonorecn ogvarosof wrphres CTPOKYy, TA€ HeoOXOAWM NPUHYIUTEIbHBIH
Mpernre: | soigenermony Texcry | v (>x€cTKUI) pa3pbIB CTPAHULBI U HaXaTh KHOIKU:

Puc. 9 «Ctrl+Enter». Jlns Toro, 4toObl yOparth
NPUHYJUTEIbHBIA Pa3phlB CTPAHUIIBI TTOABEIUTE K
HEeMy Kypcop M HaXxMHTe KHONIKY «Delete».

2t 10,58 cm

Oo0pamJiieHHe TekcTa, U3MeHeHHe [BeTa (poHa ad3ana.

Komanga «I'panuubsl u 3ajuBKa» MeHIO «@opmar» NpUMEHSETCS IS CO3JaHUs
obpamiieHni (paMOK) BOKpYT a03arieB, siueek TaOmuIlbl, rpaduKH, pa3jena JOKyMEeHTa WiId
BCEro JOKYMEHTa. Takke JaHHas KoMaHAa MPUMEHSETCS ISl M3MECHEHHsS IBeTa (oHa
TeKCTa, ab3a1a Uil pucyHKa.

[Tpu oTkpbiTUU OKHA «I'paHUIBI M 3aJMBKA» TOSBISAIOTCS TPU BKIAAKW: TpaHUIIA,
CTpaHHUIIA U 3aJUBKA.

Bxnanka «'panmnay ciiy XUt 1is co3gaHusi oOpamiIeHUH BOKPYT TEKCTOB, PUCYHKOB HIIN
a03ares.

Bxrnanka «CTpaHMuay CIy>KHUT JUIsl CO3/IaHMsI OOpaMIIeHUH KO BCeMY JTOKYMEHTY WU K
€ro 4acTH (pazjaeny).

Bxnanka «3anmBkay ciy KT JIsl ©3MEHEHus 11BeTa (JoHa TeKCTa, pUCYHKa WK ab3ana.

Ha Brimanke «I'panuna B paznene « Tum» BEIOMpaeTCs HYKHBIM THIT yCTaHABIMBAEMOTO
oOpamJieHus

— nyHKT «Her» ynanser Bce oOpaMieHHs BbIICTICHHBIX a03alleB;

— nOyHKT «Pamka) BCTaBJIsIET paMKy BOKPYT BbIJIEJIEHHBIX a03alEB;

— nyHKT «TeHb» co3maeT oOpamileHue U PaMKy C TEHbIO;

— nyHKT «O0béMHam» co3aeT 00bEMHOE 0OpaMIIEeHNE BOKPYT BbIIEJICHHOTO TEKCTA;
— OYHKT «Jlpyrasi» no3BoJisieT co34aTh IPOM3BOIbHOE 00paMIIEHHUE;

— nyHKT « THm» mo3BossieT BRIOpaTh HYKHBIA THIT TMHUU JJ11 O0paMIICHHUS;

— nyHKT «LIBeT» mo3BosnsieT BHIOpaTh HYKHBIN IBET JTHMHUA;

— nyHKT «llIupuHay no3BoJsIeT BHIOPATh HYKHBIN CTHIIb JTMHUIA.
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Paznen «OOpa3en» nokasbiBaeT, Kak OyJIeT BBIMIAJETh AOKYMEHT, €CIM K HeMy
NPUMEHUTHh BBIOpaHHbIE KOMaH[bl. YTOOBI JOOABUTh WM YJAIUTh OOpamiieHus ad3ales,
A4eek TaOnuIbl, HEOOXOIMMO WIEIKHYTh B HYKHBIX MECTax Ha MOJEIM B TpYyIIE
«OQopasen».

C nomouipto pazaena «IIpuMeHUTH K» BO3MOXHO BBIOpaTh MPUMEHEHUE OOpaMJIeHHH K
TEKCTy, PUCYHKY, a03any (Bkiagka «['paHmmax»)unu K pasfeiny JOKYMEHTa, KO BCEMY
IOKyMeHTY (Ha BKIaake «CTpaHuIa»).

C MOMOIIBI0 ONUHUH «JIMHHSI» MOXKHO ,Z[O63BJ'IHTB WIN YIAJATh JIMHUU 06paMJ'IeHI/I$[ 141
BBI6I/IpaTB HUX CTHJIb U IIBCT.

KHomnka «IlapamMeTpsbl» 3a1acT Tpe6yeMoe PaCCTOAHHUC OT TCKCTA 10 O6paMJ'IeHI/IH.

HN3MeHeHNe HATIEYATAHHBIX CHMBOJIOB (CTPOYHbIe OYKBBI HA MPONMUCHBbIE U JP.).

Komanga Menw — ®@opmar— Peructp no3Bosisier 3aMEeHITh BbICIIEHHbIE CUMBOJIBI Ha
IPOINUCHBIE OYKBBI, HA CTPOYHBIE OYKBBI MJIK UX KOMOWHALUIO:

1. C nomompio omuun «Kak B mnpemyio:keHusix» mepBas OykBa TIEpBOro CIJIOBa
BBIJICJICHHOTO TPEIJIOKEHUS WK MEPBOTO CJI0Ba IMOCTE KOHIA MPEIOKEHUS CTAaHOBUTCS
MIPOIKUCHOM.

2. C oMOoIIpI0 KOMaHJIbI «BCE CTPOYHbIE» BCe OYKBBI BBIICIICHHOTO TEKCTa CTAHOBATCS
CTPOYHBIMU.

3. C momomisto koMmaaasl «BCE ITPOIIMCHBIE» Bce OykBBI BBIACICHHOTO TEKCTa
CTaHOBATCS MPOIMUCHBIMH.

4. C nomombto komanasl «<HAUUHATB C ITPOIIUCHBIX» neppast OykBa KaKJI10TO
CJIOBA BBIJICICHHOTO TEKCTA CTAHOBUTCS ITPOTTMCHOM.

5. Onuus «3AMEHUTD PET'MCTP)» 3ameHsIET B BBIACICHHOM TEKCTE BCE MPOIMMUCHBIC
Ha CTPOYHBIE ¥ BCE CTPOUHBIC HA TPOMKMCHBIC OYKBBI.

N3MeHeHne U co31aHNe CTHIA

CrTuieM Ha3bIBaeTcs HaOOp mapameTpoB (popMaTHpPOBaHUS, KOTOPBIA MPUMEHSETCS
K TEKCTy, TaOJuIaM M ChucKaMm, 4ToObl OBICTPO M3MEHUTh UX BHemHUil Bua. Crwim
MO3BOJISIOT OJJHUM JEHCTBHEM IPUMEHUTH Cpa3y BCIO IPYIIy aTpuOyTOB GOpMATUPOBAHUS.
Hanpumep, BMecTo (opmatupoBaHusi Ha3BaHUS B TPU IpHEMa, KOrja cHadajla 3aJaeTcs
pasmep 16 nyHkToB, 3aTeM wmpudT Arial ¥, HaKOHel, BHIPABHUBAHHE IO LEHTPY, TO XKe
caMo€ MOXHO CZ€JIaTh OJHOBPEMEHHO, IPUMEHUB CTUJIb 3ar0JIOBKa.
Huxe npuBeieHbl TUIIBI CTHIIEH, KOTOPbIE MOXKHO CO3JaTh U IPUMEHUTb.

o Crunp a03ana NOJHOCTBIO ONpeAeNseT BHEIHUI BU ab3alia, TO €CTh BEIpAaBHUBAHUE
TEKCTa, MO3UIUH TaOYJIISAINH, MEXTyCTPOUYHBIM HHTEPBAJ U TPAHUIIBI, & TAKKE MOXKET
BKJIIOYATh (DOPMaTUPOBAHUE 3HAKOB.

o Crunp 3HaKa 3agaer (OpMaTUPOBAHHE BBIICIEHHOTO (parMeHTa TEKCTa BHYTPH
ab3amna, ompejaensis TakKhe IapaMeTpbl TEKCTa, Kak WpUPT U pa3Mep, a Takke
HOJIy’)KUPHOE U KYPCUBHOE HauepTaHHUE.

o Cruib TabNULBI 337a€T BUJI TPAHULL, 3aJIMBKY, BBIpABHUBAHHE TEKCTa U LIPUPTHI.

o CTuip chnucka TPUMEHSIET OJUMHAKOBOE BbIpaBHMBAHHE, 3HAKU HyMEpaluu WIN
MapKepbl U MIPUPTHI KO BCEM CITHUCKAM.
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JIna uzmenenus cmuisa Heo0Xxo0umo:

=

Bri6pate komanny Mento — ®@opmar— Ctiiid U GopMaTUpOBaHHUE.

2. lllenkHuUTe CTHIB, KOTOPBIM TpeOyeTcss U3MEHUTh, IPABOM KHONKOW MBIIIH, a 3aTeM

BbIOEpUTE KOMaHay 3MeHMTh.

Br16epuTe HyKHbIE TapaMeTpBbI.

4. Jlyig mpocMOTpa JOMOJIHUTENBHBIX MapaMeTpoB HAKMUTE KHONKY dopmart, a 3ateM
BblOepuTe aTpuOyTt, Hampumep Ilpudgrt win Hymepanms, xoTopwlii Tpedyercs
U3MEHHUTb.

5. Ilocne usmenenus atpubyra HaxkmutTe kHonky OK, a 3aTeM HM3MEHUTE TaKUM XKe

00pa3oM ocTajgbHbIE aTPUOYTHI.

w

ﬂﬂ}l CO30aHUA HOBO20 CHUIA HYHCHO:

Bri6pats komangy Mento — ®@opmar— Ctuiid U hGopMaTUupOBaHHE.
B o6nactu 3anau Ctunu u popmaTupoBanue HaxMute KHONKY Co31aHue CTHIIS.
B nonie Ums1 BBEIUTE MM CTHIIA.
BrimonuuTe OMHO W3 CIEAYIOIIMX ACHCTBUM, JJIA TOTO AJIEMEHTa JJsi KOTOPOTO
CO31a€TCA CTUJIb:
o B crnucke Ctuab BeiOepute 3HaKa.
o B momne Ctuab BeiOepuTe Ab3amna.
o B none Ctuisb Beibepute Tadauubl.
o B none Ctuisb BoiOepute Cnimcka.
5. BriGepute HyXHBIE TapaMeTpbl WIM HAXMHUTE KHOMKY PopMar g MpocMOTpa
JIOTIOTHUTEINLHBIX MTapaMeETPOB.
Jns mosiydeHusi CHOpPaBOYHBIX CBEJACHUW O TapamMeTpe HaXMUTE KHOMKY C
BOIIPOCUTENIbHBIM 3HAKOM, a 3aT€M IIEJIKHUTE MHTEPECYIOLIUI TapaMeTp.

el N

Cosem. Ecnu B KadyecTBe OCHOBBI IS CO3JaHUS CTHJSA CIIMCKA, CTHIA a03ala WIn
CTHJIS 3Haka TpeOyeTcs HCIONb30BaTh YK€ OTPOPMATHPOBAHHBIM TEKCT, BBIJICIUTE 3TOT
TEKCT, a 3aTEM CO3JalTe HOBBIM CTHJIb HAa OCHOBE (POPMATHUPOBAHMUS U JPYTHX CBOWCTB
BBIJICJIEHHOT'O TEKCTA.

6. Coxpanenue rokymenta MICROSOFT WORD.

CoxpaHHTh JOKYMEHT, CO37aHHbIH B mporpamme Microsoft Word Bo3MoskHO TOJIBKO
B BUJIE DJIEKTPOHHOTO (paiina, T.e. AJIEKTpPOHHOro MoKyMeHTa. COXpaHsITh CO3/1aBaeMbIit
daiin cneayer movaie, a eIe JIy4lie BKIIYUTh PeKUM aBTOCOXpaHEeHHs. Eciin koMIbroTep
«3aBUCHET» WJIH OTKJIIOYUTCSA SJEKTPONUTaHWe, Ooiblas dYacTh HHPOpMANUU Oyner
cnaceHa. Ho aJIeKTpOHHBIN TOKYMEHT UMEET CBOU CTICM(PUIECKHUE OCOOCHHOCTU M TIPEKIE
YeM €ro COXPaHATh HEOOXOJIMMO PacCCMOTPETh 3TH OCOOCHHOCTH U CTPOTO MX YUYHMTHIBATH B
MPOIIECCe COXPAHCHHUS.

DONEKTPOHHBIN JOKYMEHT, KaK U BCSAKHM JOKYMEHT JIOJDKEH MMETh CBOU CTpPOTHE
UICHTU(UKALMOHHbIE TPU3HAKY.

HasBanue (aitna — 310 cBoero poaa « TUTYIBHBIN JHCT» AIEKTPOHHOTO JTOKYMEHTA.
[TosToMy chopMUpOBaHHBINA TOKYMEHT HEOOXOJMMO COXPAHWUTH B Buie (ailna B HyHcHOU
nanke ! MOJ HYHCHbIM UMEHEM.
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Nwmst mroboro ¢aiina momkHO HaunHAThCS ¢ Bameit pamunuu, Hanpumep, « Cuaopos-
Otuet o Ja6.padore.doC». /Iy epBOHAYATBHOTO COXpaHEHHs CBOEro (aiiia Hamxo KOO
HICJIKHYTh JIeBOW KJaBuIned ™Mbl 1o kHonke «Coxpanuth» Ha «llanenu
uHcTpyMeHTOBY» (Puc. 10.), mu6o menkHyTh 1o onuuu «®ain MEHIO U B OTKPBIBIIEMCS
BCIUTBIBAOIIEM MeHI0 BBIOpaTh omiuio « Coxpanuthby» (Puc. 10).

ECJIA BbI ITPOJEPKHTE KYPCOP MBIIIIH OKOJIO KHOIIKH HA ITAHEJIH
HHCTPYMEHTOB BOJIEE 3 CEKYH/I, TO BCII/IBIBAROII[AA IIO/ICKA3KA
YKAKET BAM HA EE ®YHKIIUH (PHC.11.).

Ha Puc.11. oroOpaxeHa BCIUIbIBarOIAs NOICKa3Ka.

Kuomnka «CoXpaHHTE»
EE‘ Opaéia BMA  BrTaeka OopMatT  Cepeuc Ta
/ 1 Cosaatb.. li
R L Qmepeits... Chl+o .
] Hokyme H11 - Microsoft Word ‘I - |
. *|H CoXpaHHTE N s [
! mavin Opagka Bua  Bctaeka  dopw: T capommmerer N '
(@ CoxpaHHTG Kak BEB-CTRaHALY. .. I
E I,J lj I_& ;j | d Ii | ? ﬂ B Monck daiinos. .
= PaspewerHs \
i A4 ofibr T Times Mew Roman it \ Omuest «CoxpanuTs»
i ':D.‘-(I:IEIHHTI:-I MpeABapUTENEHEA NPOCMOTP Beb-CTPaHMLE! \\
MapaMeTpbl CTREHKULL. . . 5
2 MpeagaprTensHe pockoTH
& Oesate.. Chrl+P
PHC' 10 OTNPAEHTE. »
CeOACTBA
1D, _BeeasHMe-PeaakTHPOEaHHDE-02 doc
Puc. 11.

[Tocne mpoBeneHUs yKka3aHHBIX ACUCTBHI HA dKpaHe mosBUTCS hopma « CoxpaHeHune
nokyMmeHnTay (Puc. 11.). B Heil HeoOxoauMo ykazath uMsi (paitina, Mol KOTOPHIM HY>KHO €ro
COXpaHsTh, U BHIOPATH MAIKy, B KOTOPO OyJIeT COXpaHsITh 3TOT (aii.

[To ymonuanuro Word mpejiaraet B KadecTBe UMEHU JJOKYMEHTA CIIOBOCOYETAHHE, C
KOTOPOTO HaYMHAETCsl TEKCT JOKyMeHTa. MMs mo ymonuyaHWIO Bcerja MojACBEYEHO. DTO
O3HA4yaeT, 4YTO BO3MOXKHO cpa3y HaOpaTh HOBOE HMsI COXpPaHSEMOIO JOKyMEHTa —
peKOMeHI0BaHHOE Bam Bhiiie.
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CoxpaHe HHe OOKYMEHTA E]@
Manka: |@ OT4eThl 0 NabopaTopHLx pafioTas v| @-@3 u H [ iH - cepemc -
Mom nocneanne -
AOKYHEHTHI Nms BLI6paHHOI/I TIaIKIT
7
Pafiouni cTon
™
Mow
ADKYMEHTE
&k
et
Ly
Mo 3anaBaemMoe uMs cbamla
KOMMEKITED /
(_1\] Vi dhafina: |CMﬂUpUB OT4eT o na%ﬁﬁme‘du: v ‘ [ COXpaHTE 1
Moe ceTesoe . —
OKPYHEHHE Thn harina; |,eJ.uKyMeHT ‘Word (#toc) V‘ [ OTHEHS ]
]
Puc. 12.

Cosem. Bcerjia BHUMATENbHO NPOBEPSNTE, B KAKOM IMANKe U MO/ KaKUM UMEeHEM Brl
coxpansere Bamm daitnpl. 310 n36aBuT Bac moTtomM OT MX TMOMCKa MO BCEW AMCKaM U
Marnkam.

B ¢opme na Puc. 12 menaiime monvko Hazeanue haiina, He MeHAUme U He
YHUumModcaiime e20 pacuwiupenus «.0oC», 3mo Oydem 60CHPUHAMO PEOAKMOPOM KAK
owuoka.

W, nakoHen, coxpaHssi HaMMEHOBaHHE BCeX CBOMX (aillioB co cBoeil Gdamuinm,
(Harmpumep, daiin «CugopoB OTuer 0 Jab6.padore.dOC») - 3TO, BO-NIEPBBIX, MO3BOJIUT
BCer/aa ObICTPO UX UACHTHU(PHUIIMPOBATH, BO-BTOPBIX, MO3BOJIUT MPEMNOIABATEN0 0€3 KaKUX-
AM00 JTOMOJHUTENBHBIX AEUCTBUI coOpaTh (pailyibl CTYJIEHTOB OJHOM WM HECKOJBKHX
Tpynn B OJIHOM Manke W cpa3y OTIAMYMUTH (halbl OHOTO CTyAEHTa OT (alioB APYyrux
ctynenToB (puc. 13.), u, B-TpeThHX, MPAKTUYECKH BCEra HaiiTh Bamm ¢aitibl ¢ moMoIisio
ornmuu «[louck» B ToM ciyuae, ecnu Bbl 3anucanu ux He B Ty manky wid npu cboe TIK

(puc. 14).
& [nagwon H0.M g@@

oaiin Mpaeka  Bua  Ms@padHoe  Cepeuc  Cnpaska > : N Pe3ynwtarhl noucka Q@@
— o » oL
eHasa.a . J l,} yi ) Momck ll- Rankw _ Oafin  Opaska Bua  Msfpadroe  Cepewc |':."

Aapec |h CHiMoH 4oKyMEHTEA NaArRoE KM V| Nepexon \_,;‘ J [_E
lﬂ_]EynraKDEa OTYeT 0 nab, paboTte.doc -
lﬂ_]BonnKDEa QTUsT 0 nafi, patioTe.doc hapec; | d PesyNbTaTH NOHEKS V| Mepexoa
@MVEMHOB OTyeT o nafi, patote.doc
@Myxameﬂ.mannﬁa OTueT o nab, patiore.doc
lﬂ_]Caﬁnt OTYeT 0 nab, paboTte.doc
lﬂ_]Tpenb\xaana OTueT 0 nab, paboTte.doc TpOH3BECTH NOVCK MO r
DJHOMY MNH BLEM

rrrrrr T, KPHTEPHAM.

»

p Mowcr:

TaMEWHHE N0 NOHEKY X Yrofiel npHETYIHTE

YarTh MMEHH hafng MK A
thatina uenHkon:

[lepeuens ¢aitnos cTyneHTOB

3amanue obaacTu

TpyHIbI B IAIIKE Yy IpE€IogaBaTeIIsg (11080 Wt dhpiza & taine:
= noucKa o pamuinn
PI/IC.13. MaMck B!
gk (C0GEGF
Kor na 6binu v
Puc. 14.

IIpn yacTOM HMCIIOIB30BAaHUM DBJIEKTPOHHBIM JOKYMEHT «3aCOPSETCS» HEHYKHOU U
HeBUIUMOM nHpopmarmeil. [leno B TOM, 4TO NMpU YCTaHOBJIEHHOM Napamerpe «Pa3pemuts
obicTpoe coxpaHeHue» Word coxpaHseT Bce H3MEHEHHUS, KOTOpbIe MPOUCXOAUIH C
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JTOKyMEHTOM. B pesynbpraTe «HEe0OOCHOBaHHO» pacTeT pasmep ¢aiina. UtoObl 3TOrO
n30exarh, MEPUOAUYECKU COXPAHSINUTE JOKYMEHT C TMOMOIIbI0 KoMmaHabl «COXpaHMTh
Kak...» MeHI0 «@ailuy. [Ipu 3ToM MOXKHO COXpaHATh (Pailyl «IOBEpX» CYIIECTBYIONIETO, T.€.
B TOM K€ MANKe U MOJ TEM K€ UMEHEM.

7. 3anoaHenue ¢gopMbl cBolicTBa (aiina.

Hns  3anmonHenus: ¢opmbl «CBoMcTBa» (aiiyia HAJICKUT BBI3BATH B OKOHHOM
Menw— ®aiin — CpoiicTBa. Bce okHa 3T0i (OpMBI ClieyeT 3aMoIHATh B COOTBETCTBUU
C MpuBeACHHBIM Ha puc. 15. ob6paznom. CiemyeT 3HATH, UTO NPHU MOJBEIECHUU Kypcopa
MbI K ¢aiy B okHe WINdOwS mosiBiseTcs paMka CO BCEMH OCHOBHBIMHU
UACHTH(PUKALIMOHHBIMU MapaMeTpaMu 3Toro (aiina puc. 16. boiee nmoapodHO co BceMu
napaMmeTrpaM Co3JaHHOro (Qaiiia MOKHO BCETJa MOXKHO O3HAKOMHUTBLCS, OTKPBHIB OIIIUIO
«CpoiicTBa» — 3akinanku «Oo0mue», «/loxkyment», «Cratuctuka», «CocraBy u
«IIpoune».

CeokcTBa: _BBeneHue-Pegaktupo. ..
Ofiwe | ADKYMEHT | CTaTHeTHKa | CocTas || Mpouue
Hazganme: BeeaeHHe
Tema: LHopMaTHIEE
ABTOR: Fnaakos KM, T [
L e - 1 _PEEgeHMe-PeASKTMROEEHHOE YACTE &.doc (=4 Puc.12.3-24.brm
it dlicilor ¥Aeba 5.5, Tvpanuss 5.5, 3 yyindowrs. doc ~l Puc.13-24.h
YUpENABHHE! PrTY | Bes geHe-McogHsAK. doc Tun: fowkymeHt Microsoft \Ward a]
IE_I]I'na,quMFO_l.ch ABTOP: TNagkne KoM, P
Ipyrna: {adeapa MaMY lﬁl]l'na,quMrO_dec 3aronoeok: BEegeHre-PeaakTpoBaHHoe-HacTe 6 p
B MiacT Microsoft Excel xls Tema: MHbopMaTyka h
KnHueBsie cNoga: | MHHOPMATHKE, ONEPAUMOHHER CHETEME IE_I]J'IMTEpaTypa Mo1.doc M3rmeHen: 08.04.2006 11:41 a]
B MeTosmyecke yrazanua EXCEL.doc Paamen: B23 KB b
JamMeTH! PyKoOBOACTED ANA 0HOPMNEHAA OTHETOE
10 NaBOPATORHoI paBoTaN, W HarrarneArat Ao *d Puar 2M-24 himn
o Puc. 16.
FHAEPCCRINKHL
LLlafinoH: Mormal.dok
[] CosaaTe preyHOR ANA Npe ABAPHTENBHOMS MPOCHMOTRE
Puc. 15
<
3ananusk JadopaTopHoil padore.
Yacrs |

1. O3HAKOMBTECH C TEOPETUYECKUM MUHUMYMOM (OITMCAHHBIM BBIIIIC) SISl BBITTOJTHCHHUS
JaHHOMW J1ab60paTOpHON PabOTHI.

2.  Ortkpoitre nanky «MOU JOKYMEHTDbI».
WNnn na cereBoM aucke otkpoiite manky «STUDENTS» — «Ne Bameii rpynnbi».

4. Orkpoiite nanky «®@HCB» B nmanke «MOU JTOKYMEHTDBI» / «Ne Bameii
rpynnbb. (mupexktopus «®HCB» co3nannas B 1adopatopHoii padote Ne 1-
«OAMWJINAn HOMEP (Bawero) CTY AEHYECKOI'O BUJIETA» - Hanpuwmep:
HBanoBa-1245-05).

5. Cozpaiire nanky «Jlad.padora-3» BuyTpu nanku «@HCB».

6. Co3narh HOBBII (aiin B TeKcToBOM penakrope Microsoft Word unazosute ero
«@amusus_BapuanTNe» .

7. BrpinosHuTe 3a1aHUA 10 OJJHOMY M3 BaApUAHTOB.
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10.

10.

11.

12.

13.

OdopmuTe BHITIOTHEHHBIC 3aJaHUs KaK OTYeT. J[JIs1 3TOro mepea TeKCTaMu 3aIaHui
CO3/IalTE TUTYIbHBIN JIUCT.

[TokaxkuTe OTYET MpenoaBaTelIio.
[Tpuctynute x BoimoHeHUO yacTu |l mabopaTopHbIX paboT.

Yacts 1

Coznath HOBBIN (paitn B TekcTOBOM peaakTope Microsoft Word u ckonupyiite B HeTo
TEKCT JoroBopa u3 (aiina «/[oroBop-nocraBkm».

OTtpenakTupyiite JaHHBIN JOTOBOP CIEAYIONIUM 00pa3oM:

[TpuBecTu B mopsaok B TeKcTe goroopa Bce mpudThl. (T.e. Teket gqoroBopa a.0. HAOUT
OJIHUM BUJIOM HIPU(TOB).

OOBeMHUTE B TyHKTE 2 JOTOBOPA BCE MPEIIOKEHUS B OJUH a03ail.

B nynkre 3 B nepBoM NpeIoKEHUU U B IIYHKTE 4 BO BTOPOM a03alle UCIIPaBbTE
PETUCTP U OTPENAKTUPYITE UX B COOTBETCTBUH C IIPABUIIAMH PYCCKOTO S3BIKA.

B nynkre 5 B paznene «OTBeTCTBEHHOCTH NMPOJAaBIA B CJIy4yae U3bATHS TOBapa y
NMOKYNATeJIs» MMOCTaBUTh ab3aIlbl B COOTBETCTBUH UX TOPSAIKOBOMY HOMEPY IO
CIIUCKY.

B nynkre 5 B paznene «O0s3aHHOCTH MOKYIATENs U MOCTABIIUKA B CIIy4yae
MIpEeAbSIBICHUS UCKa 00 U3BSATUU TOBApa» pa3ieuTh ad3all Ha 3 ab3aria.

B ITYHKTC Su3 Pas3aciioB CO30aTb MapKHPOBaHHBIﬁ CIIMCOK U UBMCHMUTH LIBCT
HammrcCaHus pa3JicjiOB Ha CUHHU:

e (OO0s3aHHOCTH IMOCTaBIIHUKaA IICpCaAaThb TOBAp CBO60,Z[HBIM OT IIpaB TPCTbUX JIMUII;
e (OTBETCTBEHHOCTH MOoCTaBIIMKaA B CIIy4Jac U3bATUA TOBApa Y IMIOKYIIATECIIA,

e OOs3aHHOCTU MOKYMATENS U MOCTABIIUKA B CIydae NPeIbsBICHUS UCKA 00 U3BSITUU
TOBapa;
OrTkpoiite ¢daiin «PparMeHT», pacloyioKUTe OKHA 3TOro Qaitna u ¢aina «lorosop-
MOCTABKM» OTKPBITHIMU OJTHOBPEMEHHO Ha 3kpane. Haliaure Tpebyromuii penakiuu
dbparmeHT Tekcra B (aiine «/[0roBop-nocTaBKu» U OTPEJAKTUPYNUTE €ro B
COOTBETCTBUU C (haitioM «DparMeHT. (3aMEHUTh MHOTOTOUYHS COOTBETCTBYIOIIUMU
CIIOBaMH, YTO ObI MOJYYHJICS TEKCT KaK B JOKyMeHTE «DparMeHT» ).

B nynkTe 3 BTOpOIt ab3a11 BBIICTTUTE KPACHBIM IIBETOM U OTHOPMATUPYUTE €T0 C
MTOMOIIBIO JIMHEHKHU CIIeIYIONTUM 00pa3oM: JIEBbIH OTCTY 2 CM., MPaBbIH - 2 CM, OTCTYTI
B KpacHOM cTpoke - 1,5 cM., MEeXXCTPOUHBII UHTEpBa - 2, mocie ad3ama OTCTyII - 7 TT.

B nynkTe 5 B pa3gene «O0sS3aHHOCTH OKYyIIATeNs ¥ MMOCTABIIMKA B CIIydae
MPEIBSIBICHUS UCKA 00 U3BSITUN TOBApa» MEPBbI a03all BBIICIUTH KPACHBIM IIBETOM H
oT(opMaTHUPOBATH €ro CIEAYIOUUM 00pa3oM:

a03ar11 1oHKeH OBITh BBIPOBHEH IO IPABOMY Kpalo, OTCTYIA B KPACHOM CTPOKE HET,
JieBasi TpaHuLa - 2 CM, MpaBas - 3 ¢M, MEXCTPOUHbIN UHTEpBaJ (TOYHO) -15 nT.

B mynkTe 6 BTOpoit ab3ail BbIIEINTE KPACHBIM IIBETOM B OTQOPMATHPYHTE €T0
CIIEAYIOIUM 00pa3oM: yCTaHOBUTH MEKCTPOUYHOE PACCTOSIHUE B 2 MHTEpBaja, CAEIaTh
OTCTYII niepen ad3aeM B 4 nHTepBaia, a mocie ad3ama - 3 nHTepBaa.

B mynkTe 7 ab3ar1 cienyet oTopMaTHPOBATH CICAYIOMIUM 00pa30oM U BBIACIUTH
TaHHBINA a03all KPACHBIM IIBETOM:
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14.

15.

a03aI1 T0OJDKEeH ObITh BEIPOBHEH 110 00EUM CTOpOHaM (I10 IIIMPUHE) U UMETh OTCTYII B
KpacHOU cTpoke 1,5 cM, MeKCTpOUHBIN MHTEPBAI -1 MHTEpBAI.

CoznaiiTe oOpamiieHre K TEKCTY JJIsl OocleHero ab3ana myHKTa 8 U AJisl TeKCTa
nyHkTa 9. Jlng nociaegHero ab3aia myHKTa 8 U3MEHHUTE PACCTOSIHUE JI0 TEKCTa
oOpamieHnus ad3aria.

Jlnst TpeTbero ab3ana myHKTa 8 co3iaiiTe COOCTBEHHBIN CTUIb. J{J1 9TOro U3MEHHUTE
CTHJIb NIEpBBIA TakuM 06pa3om (Bocrnonb3yiitech pazaenom Menw — ®dopmart —
Ctuim 1 popMaTHpoBaHme):

® TEKCT, 0pOPMIIEHHBIN JaHHBIM CTHIIEM, JOJKEH UMeTh WpUPT Times New Roman ,

pazmep 12, 3en€Hblii LBET;

® TCKCT JOJIKCH UMCTb BBIPABHUBAHUWC 110 HIMPUHC,

® MEXKCTPOYHBIM MHTEPBAI - IBOMHOMU;

e yHTepBai nepex 6 nr, nocie 6 mr;

e otcTyn ciesa 1,25 cm.

16.
11.
17.

18.
19.
20.

[Tynkt 10 — pa30uTh TEKCT Ha JIBE KOJOHKHU.
ITokaxxuTe pe3yapTaT NPEenoaaBaTelio.

A Tenepb BHUMATEJIBHO IOCMOTPUTE Ha TEKCT A0roBopa. Bac ycrpausaer ero Bua?
CxonupyiTe JaHHBIN JOTOBOP HWKE U CO3/IAUTE €T0 B €UHOM CTHIIE.

BcTraBbTe Mex 1y 10roBOpamMu MPUHYIUTEIIBHBIN pa3pblB CTPAHUII.
THokasknuTe CO3TAHHBIN OTYET MPENnoIaABATEII0.

BBIKITIOUNTE KOMIIBIOTEDP, IPUBECTU B MOPAJIOK pabouee MecTo.

KoHTposbHbIE BONIPOCHI.

~NoO ok wnN PR

. [lepeuncmute ocHOBHBIC PyHKIIMU peaakTopa MSWord?

. Uro Takoe paboyasi 00JaCTh CTPAHUIIBI?

. Kak Hactpouts B 5kpana?

. Uto Takoe naHeau MHCTPYMEHTOB U KaKUE OHU OBbIBAIOT?

. UTo BXOJIUT B MOHATHE PElaKTUPOBAaHUE TeKcTa?

. Kakue criocoOb1 BbIZieIeHHs BCETO TEKCTa TIOKYMEHTa Bbl 3HaeTe?

. Kakum 00pa3om MOKHO pacnoioKUTh BCE OTKPBITHIE IOKYMEHThI Ha SKpaHe

OJHOBPEMEHHO?

8.

Hepe‘{I/ICHI/ITe CITOCOOBI KOHHpOBaHI/IH/HepeMeH_IeHI/IH TCKCTAa U3 OJHOI'O JOKYMCHTA B

JIpyTOii?

9.

Urto BXOIUT B OHATHE (pOopMaTHpOBaHUE TeKCTa?

10. Kaxkwue Buapl CIIMCKOB BBI 3HAeTe?

11. Kak co3zaTh aBTOMaTUYECKUN CITUCOK?

12. Kak pa30uTh TEKCT Ha KOJIOHKH?

13. ns gero ciyxut komanaa «Peructp» mento «Dopmat»?

14. Kakne MOXHO co37aTh 0OOpaMIIeHUsI BOKPYT ab3arieB?

15. Tlepeumncnute ciocoOwl popMaTHpoBaHus ab3areB?

16. Kak pa30uTh CTpOKY Ha JIBE YaCTH — COXpaHssl CTHIb a03ala U He COXPaHss CTHIIb
ab3ana?

17. Yro takoe ctuib? Kakue nmapamerps! ctuist Ber 3Haere?
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18. Kak coxpauuth qokyment B MSWord?

Bapuant Ne 1.

B nynkrax 3agaams PABOUMM TEKCT 3AJJAHMScummii. Bbl komupyere 3TOT
tekcT. BeraBasere ero mocie PABOYEI'O TEKCTA 3AJJIAHUS. Mensere ero mBer
Ha3eJEHBIN(B MMyHKTE 2 MOKa3aH MpUMep KonupoBaHus). Beimonusere 3aganue. M Tak
BBITIOJIHSAETE KaX bl MIyHKT 3aaHUsl.

1. BcraBbre moa myHkToM «CamMocTosiTebHa padoTa» cBo (amminio U Ne rpymmsbl.
Huxe nocraBeTe Ne cBoero cryieHuecKoro ounera.

2. Crnemyroniuii TEKCT, MPEACTaBbTE B BUJIC YSTBEPOCTHUIIIHI:
VY nykomopbs 1y0 3eleHbIH, 371aTas 1elb Ha 1yoe ToM. Y 1HeM 1 HOUbIo

KOT Y4eHbI Bce XOauT 1o uenu Kpyrom.
Tam B Mope mapyca IIyTajlu, U HEIPUYacTHbIE Kape,

MenuTenbHO IBENH MIaTaHbl U OCHIAIUCH B HOSIOpE.

VY nykomopbs 1y0 3eJeHbIH, 371aTas 1elb Ha 1yoe ToM. M JHEM U HOYBIO
KOT Y4eHbI Bce XOauT 1o uenu Kpyrom.

Tam B Mope mapyca IIyTainu, 1 HEMPUYaCTHBIE JKape,

MennuTtenbHO 1BEU IUIaTaHbl M OCBHINAIUCH B HOSIOPE.

3. B cuenyromeMm TekcTe pacctaBbTe CTpoku To andasury. (lanHoe 3amanue
HEOOXOJMMO BBIMIOJHUTH  C TIOMOIIBI0 KOMaHabl Menro — Tabmmma —
CoptupoBka).

a1

Copoxka
MenBenn
Bopona
Bouk

JInucuna

4. Bpluenute BTOPOE MPEAIOKEHUE TEKCTAa U U3MEHUTE 1[BET €r0 HalMCaHUsl.
OO6paTuMcs K BBIJICTICHUIO KOJIOHTUTYJIOB. Y CTAHOBUB TEKYIIYIO MO3UIMIO Kypcopa B

00J1acTH KOJIOHTHUTYJIOB, IEPEMECTUTE YKa3aTesdb K JIEBOMY Kparo KOJIOHTHTYJIA TaK, YTOOBI
OH MU3MEHWJI BUJI, ITOCJIE YETO TPHIK/Ibl HAXKMUTE KHOIIKY MBIIIH.

5. BoccranoBure HpaBHHBHBIfI IMopsAgOK CJIOB B CTHXOTBOPCHHH, KaK 3TO OBLIO y
KJIaCCHKa:
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3naTast Lenp Ha ToM y0e

VY nykomopbs 1y0 3€JIeHBIH,
Bce xoauT kpyrom no uenu

W nHeM 1 HOYBIO yUYEHBIN KOT.

6. Cruenyromme ab3ampl  HEOOXOAMMO  OTHOPMATUPOBATH B  COOTBETCTBHH  C
HAIKMCAHHBIM B HUX TEKCTOM:

JlanHblii ab3a1; 10JKEH OBbITh BBIPOBHEH IO JIEBOMY Kparo C JIEBBIM OTCTYNoM 1 cMm u
OTCTYIIOM B KpacHOH (mepBoii) ctpoke - 1,5 cM. MexCTpouHblil HHTEpBai (MHOXKUTENb)-
1,5.

Jlannbiii a63a1; 10opKeH ObITh BBIPOBHEH MO JIEBOMY Kpalo C JIEBBIM OTCTYNOM 1 cM U
OTCTYIIOM B KpacHOH (mepBoii) ctpoke - 1,5 cM. MexCTpouHblil HHTEpBaT (MHOXKUTENH)-
1,5. Ilepen a63amem oTcTyn — 7 NT., mocie ab3ama — 4 mr.

Ao03ar orpopMaTHpoBaTh C MOMOIIBIO JTUHEWKHU. J[aHHBIN ab3ar] oTIeHTpUpoBaTh. [IpaBbIii
OTCTYyI - 3 CM., OTCTyIIa B KpacHoOU cTpoke HeT (mpumep Coracyromei noamnucu).

7. Jlns mocnemnero ab3ama co3maiiTe BOKPYT HEro oOpamieHHE B BHJAEC PaMKH
O00opaoBOTO IBETA MIUPUHOM 1,5 TIT.

8. IlomensTh 1BEeT (oHA BCEX BBHINOJHEHHBIX paHee 3aJaHuil ¢ Oemoro Ha CBETJIO
CEpBIM.

9. U3 npenpiaymumx ab3aieB co3/1aTh HyMEpPOBaHHBIN cricoK. Hymepanuio npoussectu
apabCckuMu ¢ pamMu Co CKOOKOM.

10. B crmemyromeM TEKCTE CO3/1aTh MHOTOYPOBHEBBIN CITUCOK, TIPOHYMEpPOBAB a03allbl B
KaXJIOM pasnene. B mepBoM paszene ab3aibl HyMEpPYIOTCS CIEAYIOIMIMM 00pa3oM:
1.1. 1.2. ut. 1. BoBropom —2.1. 2.2. uT. 1.

1. IPEJMET JOI'OBOPA

[TocraBmuk mnpomaer, a Ilokymarenp npuoOpeTaeT TOBAp B COOTBETCTBUU C
BBIJIJAHHBIM CUETOM-(DaKTypOii.

2. IIEHA ¥ OBIIIASI CYMMA JIOTOBOPA.

O61as cymma 10roBopa Ha MOMEHT €T0 3aKJII0UeHHUs He (PUKCUPYETCsl.

Kaxnpiii pas, xorga [lokynarens OCyIIeCTBHT MO CBOEMY BBIOOPY OTOOp TOBapa,
COCTaBJISIETCS JIBYCTOPOHHEE IOMOJHUTEIBHOE COTJIAIICHHE C yKa3aHHUEM LIEHBI TOBapa,
KOTOPO€ C MOMEHTa €ro TOJIMHCAHUS CTAaHOBUTCS HEOTHEMIIEMOW COCTABHON YaCThIO
Hacrosmiero Jlorosopa.

11.3ameHuTh , eciam 3TO TpeOyeTrcs , CTPOYHbIE OYKBBI Ha TPOMHCHBIC, WCIOJIB3YS
KomaHay «Perucrtp»:
B.M.(paseeB “MyHUIIUNAIBEHOE TTPaBO pd” . a0 U3AATETBCTBO “TOPUCT”

12. Cnenyromuii TekcT pa3oeiite Ha 2 KoJIOHKU. PaccTosiHue
Mexay kKonoHkamu 1,5 cm. (He 3a06y0bme ecmaseums paspoie
Ha meKywieil cmpanuye 00 U nociie 0aHHO20 MeKCma).
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Tepmun undopmaruka (informatics) BBeaeH (paHIy3CKUMH YYEHBIMH NMPUMEPHO B
Hayasie 70-X roJioB ¥ 0O3HaYal - “Hayka o MpeoOpa3zoBaHUU UHPOPMAIUHN .

B 1963 r. coserckuii yuenbiii ®.E. TeMHUMKOB OIHOBPEMEHHO C 3apyOe’KHBIMHU
aBTOpaMu ompesensieT UHPOPMATHKY Kak HayKy 00 nH(opmaiuu BooOIe, COCTOAILYIO U3 3
OCHOBHBIX 4YacTei - TEOpUU HHPOPMAIMOHHBIX AJIEMEHTOB, TEOPUH HHOOPMAIIMOHHBIX
MPOIIECCOB U TEOPUU MH(GOPMAIMOHHBIX CUCTEM. DTO OBLI MEPBBIM Ba)KHBIA MOBOPOT B
cyabbe mousTus “‘uHpopmartuka’. OH ocTaBajicss AOJTO JIMIIb UCTOPUUYECKUM (PAKTOM.
[TonbITKa 0OOCHOBATH HOBOE MOHSTHE, JOKA3aTh €r0 HEOOXOIUMOCTh HE OblIa YCHEIHON U
B JIOJDKHOM Mepe HE OLIEHEHA B CHJIy TOIO, YTO IyOJIMKalMs Oblia OCYIIECTBIIEHA B MaJlO
M3BECTHOM, crieruaibHoM kypHane (M3Bectus By30B. Dnexkrpomexanuka, 1963,N 11).

13. Cnenyromuii TekcT pas3beiite Ha 4 KoJOHKU. PaccrosiHue
MexIy KomoHkamu 1 cm. OTcTymoB cmpaBa W cieBa B KoJoHKax HeT. Otcrym B
kpacHo#t ctpoke 0,5 cm. (He 3a6yovme ecmasums pazpvié Ha mexKyuieii Cmpanuye
00 U nocie 0anH020 meKcma)

Tepmun unpopmanus (information) BOZHHMK OT JIATUHCKOro cioBa informatio -
pa3bsCHEHUE, U3JI0KEHUE U 10 cepeinHbl 20 Beka 03Havall CBe/ICHUs, IiepeiaBaeMble
MeXIy JoapMu. B crathe BTOpoit ®DenepanbHoro 3akoHa «O0 uHQOpManum»
nH(popMalus — 3TO cBeeHUs (COOOIIEHHUA) O JUIaX, MpeaMeTax, hakrax, SBICHUIX
U Tpoleccax, He3aBUCUMO OT (QopMbl UX mpeacTaBieHus. B undpopmatuke 3TOT
TEPMHUH MOJXy4Yus Oojiee I[IUPOKOE TOJKOBAaHHE - CBEACHHS, KOTOPBIMHU
O0OMEHHUBAIOTCS MEXAYy CcOOOIl JIOAM, YeIOBEK M aBTOMAaT, aBTOMAaT M aBTOMAT; a
TaK)K€ CUTHAJIbl, KOTOPHIMU OOMEHHMBAIOTCS B KUBOTHOM M PAacTUTEIIbHOM MHUpE, U
IIPU3HAKH, TIepeaaBaeMble OT KJIETKU K KIeTKe, OT opraHu3Ma K opranusmy. Mrak,
oA nHpopManuei OyieM MOHUMATh JIFOOYI0 COBOKYITHOCTh CUTHAJIOB, BO3/ICHCTBUI
WIN CBEACHMM, KOTOpble CHUCTEMA WJIM OOBEKT BOCHPUHMMAET H3BHE (BXOJHAas
nH(pOpMaIMs), BEIAAET B OKPYKAIOIILYIO cpey (BbIXOAHAS HH(POPMAIUs) WIH XPAHUT
B ceOe (BHyTpeHHsIs1 HHpOpMaIus).

14. a) Coznaiite ctuinb ¢ umeHeM [lepBblil Tak, 4TOOBI OH MMeI
CIIEAYIOIUE XapaKTEPUCTUKU:

TEKCT, O(POPMJICHHBIA JaHHBIM CTUJIEM, NOJbKeH nMeTh mpudt Times New Roman
Cyr, pa3mep 14, 3eneHbli UBET;

TEKCT JOJDKCH UMETh JIBYCTOPOHHEE BHIPAaBHUBAHUC;
MEKCTPOYHBIA HHTEPBAI - JBOMHOW;

TEKCT JIOJDKCH UMETh 00paMIICHHE B BUJIE PAMKH.

6) Cnenyromuii TekctT odopmute ctuiem [lepBerit:

BonpmmHCcTBO 11a0JI0HOB BKITFOYAIOT B ce0s CIIeUaTn3UPOBAHHBIC KOMAH/IBI,
oOJieryaroniye BoIMOTHEHUE ONPEICICHHBIX 3a/1a4 MPU CO3/JIaHUH JJOKYMCHTA,
Oazupyromierocs Ha madsoHe.
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Bapuant Ne 2.

B nynkre 3aganus PABOUUM TEKCT 3AJIAHM S cunmii. Bl konupyere 3TOT TEKCT.
Bcerapasere ero mocie PABOYEI'O TEKCTA 3AJAHHMS. Mensere ero 1BeT
HazeJIEHbIN(B MyHKTE 2 MMOKa3aH NpUMep KomupoBaHus). Beimonnsere 3amanue. U Tak
BBITTOJIHSIETE KaXKIbIil IIYHKT 3a/1aHMUS.

1. BcraBbTe mon myHktoM «CamocTosiTesnibHa paboTa» cBOO (haMuiuio U Ne rpymnmbl.
Huxe nocraBeTe Ne cBoero cryieHuecKoro ounera.

2. Pasbeifite cnemyrommii ab3arn Ha 3 (caenaidTe KaXkIo€ MPEIIOKCHHE OTIIEIBHBIM
a03a11eM) U BCTaBbTE MEXK/Iy ab3allaMu 1o MyCTOM CTPOKE:
['maBHas QyHKIUS pa3pabOTUYHKa - CO3/aBaTh BEIIH, KOTOPBIE TPYIHO MPOU3BOIUTH

Y HEBO3MOKHO 00CIyknBaTh. KOMIIOHEHTA CXEMBI, y KOTOPOW CaMblil KOPOTKUI CPOK
CITyObl, TOMELIAETCsl B HAUMEHEE JIOCTYITHOM MecTe. B 10001 cxeMe JoKHbI
coJiepKaThCsl, 0 KpalfHell Mepe, 0/1Ha ycTapeBIlas 1eTallb, ABe 1e(UIUTHBIE U TPU -
HaxOJIAIIUECs Ha CTaJANH pa3pabOTKH.

I'maBHas QyHKIMs pa3padOTUMKa - CO3/1aBaTh BEIH, KOTOPBIE TPYIHO MPOU3BOAUTH
Y HEBO3MOKHO 00CIyK1BaTh. KOMIIOHEHTa CXEMBbI, y KOTOPOW CaMblil KOPOTKUI CPOK
CJIy>kOBbI, IOMENIaeTCcsl B HAMMEHEE JOCTYITHOM MecTe. B m000ii cxeMe H0KHbI
CoJIepKaThecs, O KpailHEeW Mepe, OJlHa ycTapeBIIast 1eTalb, 1B€ Ae(UIUTHBIE U TPH -
HaXOJAIIMECs Ha CTAaIUHN pa3padOTKH.

3. B craenyromem ab3aiie BOCCTAHOBHTE TEKCT:
VY nykoMopbs 1y0
3eJICHBIN ,31aTas 1elb
Ha y0e TOM.
W nHeM M HOYBIO KOT
yueHbli Bce XoauT 1o uenu Kpyrom.

4. B crueaymoomieM TEKCTE€ pacCTaBbTE CTPOKH MO MOPSAKY HomepoB. ([JaHHoe 3anaHue
HE0O0XO0IMMO BBITIOTHUTH C MTOMOIIBI0 KoMaH 1kl Mento — Tabnuia — CopTupoBka).
2)3asi

5)Copoxka
1)MenBenn
6)Bopona
3)Bonk
4)JIucuna

5. IlomensiiTe MecTaMu NPEUIOKEHUS METOOM MEPETACKUBAHMS:
3naras 1enk Ha Ay0e ToM

VY nykoMopbst 1y0 3eneHbIi
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Bce xonuT 1o nenu Kpyrom
W nHeM 1 HOYBIO KOT yUYEHBIN

6. Cnemyromme ab3ampl HEOOXOAMMO OTPOPMATHPOBATH B  COOTBETCTBHU C
HAITMCAaHHBIM B HUX TEKCTOM:

Janubiii ab3ail 10KeH OBITh BBIPOBHEH MO MPABOMY Kparo, OTCTyNHa B KPAacHOW CTPOKE
HET, JieBasi TPaHuIIa - 2 CM, TIpaBas - 3 cM, MEXCTPOUYHbBIN UHTEpBaJ (TOYHO) -15 NT.

Jlns marHOTO ab63a1ia yCTaHOBUTH OJMHAPHOE MEKCTPOYHOE PACCTOSIHUE, OTCTYI B KpacHOM
cTpoke 1,2 cM., crienath OTCTYI Iepea ad3ameM B 4 MHTepBaa, a mocjie ad3amna - 3
HHTEpBaja.

A63a11 oThopMaTHPOBATH C IOMOIIBIO THHEUKH. JIEBBIN OTCTYM 3 CM., TPaBbIi - 3 CM,
OTCTYII B KPACHOM CTPOKE - 1 CM., MeXKCTPOUYHBIN MHTEpBaI — 2. JlaHHBIH a03aI1l JoKeH
OBITH BBIPOBHEH 110 00€UM CTOpOHaM (1o gopmary).

7. Jlna mocnemHero a63ala co3jgaiTe BOKpYr HeEro oOpamjeHHE B BHJIE pPaMKHU
O0opaoBoro 1BeTa mupuHoi 1,0 .

8. Tlomensatp nBeT ¢GoHaA BCeX BBHIMOJIHEHHBIX paHee 3aJaHuil ¢ Oeloro Ha CBETIIO
rojryoou

9. U3 mpenpiayuiux ab3aieB co3aaTh HyMEepOBaHHBIN criucok. Hymepatiuio mpousBectu
pUMCKUMHU T pamMu

10. B cnemyromieM TEKCTE CO3/1aTh MHOTOYPOBHEBBIN CIUCOK, IPOHYMEpPOBaB ad3allbl B
Ka)XJI0M paszjiesie OykBaMH pycCKOro andaBura.
1. MIPEIMET JOI'OBOPA

[TocraBmuk mnpomaer, a Ilokymatenp mnpuoOpeTaeTr TOBap B COOTBETCTBHHM C
BBIJIJAHHBIM CUETOM-(DaKTypOil.

2. LIEHA ¥ OBIIIASI CYMMA JIOTOBOPA.

OO6mras cymma JOrOBOpa Ha MOMEHT €r0 3aKJIFOUeHUs He (PUKCUPYETCs KaXIbIi pas,
korma [lokymatenb OCYIIECTBUT 1O CBOEMY BBIOOpY oOTOOp TOBapa, COCTaBIsETCS
JIBYCTOPOHHEE JIOTIOJHUTENBHOE COTJIAIEHUE C YKa3aHUEM LIEHbl TOBapa, KOTOpPOE C
MOMEHTa €ro MNOANUCAHUS CTAHOBHUTCS HEOTHEMJIEMOM COCTABHOW YacCThIO HACTOSIIETO
HoroBopa.

11. 3ameHuTH NpONKUCHBIE OYKBBI Ha CTPOYHBIE U BCE CTPOUYHBIE HA MPOMUCHBIE:
B.u.QAJIEEB “mYHULUIIAJIBHOE IIPABO p¢”. ao wu3dATEJIBCTBO

“rPUCT” .

12. Cnenyromuii TekcT pa3beiite Ha 2 KOJIOHKU. PaccTosiHue Mexay KOJOHKaMHU 2 CM.
(He 3a06yovme écmasumbo paspvlé Ha meKywieii cmpanuye 00 u nocjie OaHHO20
mekcma)

Onpenenm HHPOPMATUKY CIEIYIOMM o0pa3om: «HMugopmamurxa — 3TO Hayka,

IPEeIMETOM H3yYeHHUs KOTOPOH SIBJISIIOTCS Mpolecchl cOopa, mpeoOpa3oBaHus, XpaHEHHUS,
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3alIUThI, TIOUCKa W IICpcaadyu BCCX  BHUIOB I/IH(bOpMaHI/II/I H CpCACTBa HX

aBTOMAaTHU3UPOBAHHOM 00pabOTKM” .

13. Cnenyromuii TekcT paszOediTe Ha 3 KojoHKH. PaccrosiHue Mexmy
kojoHkamMu 1 cMm. OTcTynoB BKoOJOHKax HeT. OTCTynm B KpacHOM
ctpoke 0,5 cm. (He 3a0yobme ecmaseumv pa3pvié Ha meKyujei
cmpanuye 00 u nocie 0AaHHO20 MeKCMma)

OcoObiM  BupOM  HUH(OpMAIMM  SIBJISIIOTCS ~ 3HAKW,  CO3/I1aBaeMble
CaMOOPTaHM3YIOIIUMHUCS CHCTEMaMU U TpeAHa3HAYCHHbIC Ul TMepeladyd |
xpa"HeHusi uHpopmanuu. EcTh 3HaKku, BXOJAIIME€ B YETKO OPraHU30BAHHYIO
CUCTEMY, U BHECUCTEMHBbIE 3HaKHU. [IpuMepbl 3HAKOBBIX CUCTEM: 3HAKU JOPOKHOTO
JIBIDKECHHUSI, CUCTEMA I[BETOB CBETO(POpa, My3bIKa, peUb U S3BIKU, KAK €CTECTBEHHBIE,
TaK U HCKYCCTBCHHbIC. BHecHCTeMHBIE 3HAKH - 3TO WM OCTAaTKH HEKOTI/a
CYIIECTBOBABIIUX 3HAKOBBIX CHCTEM, WJIM 3HAKH, CO3JaHHbIE BPEMEHHO, OOBIYHO B
HEOOJIBIIINX KOJUIEKTUBAX JIFOJICH (SI3BIKU KECTOB U T103).

14. a) Cospmaiite cTuiab ¢ UMeHeM Brtopoill Tak, 4TOOBI OH HMel
CJIEAYIOIUE XapaKTePUCTUKHU:

TEKCT, OQPOPMJICHHBIA TaHHBIM CTUJIEM, JIOJKEH MMeTh mpudt Arial, pazmep 13,
KpacCHBIN 1BET;

TEKCT JOJKEH UMETh JIBYyCTOPOHHEE BHIPAaBHUBAHME I10 IIMPHUHE;
MEXCTPOUYHBIN UHTEPBAJ - MOy TOPHBIH;

TEKCT JI0JKEH UMEeTh 00paMJIeHHE B BUJIE PAMKH C TE€HBIO.

6) Cnenyromuii Tekct oopmute ctuinem Bropoii:

BosbIMHCTBO 111a0JI0HOB BKJIFOYAIOT B ¢e0s CrIeUaIn3upOBaHHbIC KOMAH/IbI,
o0Jiervarorye BEIMOJHEHUE ONPECICHHBIX 3a/1a4 MPH CO3J[aHUH JOKYMEHTAa,
0a3upyroIIerocs Ha madIoHe.

IHpunoxenue 3. IIpesenTanus.
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«MS Excel : ocHOBEI paboTED

Ha3HaueHue n obnactm
NpPUMeHeHUsi TaBNUYHbIX
NpoLeccopoB

MpakTuyecku B nioboi obnacTn esTenbHOCTH Yenoseka,
0COBEHHO NpU peLLeHNN NNaHOBO-3KOHOMUYECKUX
3apay, Byxrantepckom n GaHKOBCKOM y4eTe 1 T.n.
BO3HMKaeT HeobXoAMMOCTb MPEeACTaBNATbL AaHHbIE B
BuAae Tabnuu,.

OneKTpOHHbIe Tabnuubl NpefHasHaueHbl Ans XpaHeHUs 1
o6pabotkn uHbopmaLwm, NpeAcTaBneHHoi B TabnnyHon
copme.

UcTopusi M TeHAEHUUM Pa3BUTUS

Wpes cosnanus Tabnuiibl BO3HUKNA Y CTyAEHTa
[apsappackoro yHusepeuteta (CLUA) [oHa BpuknuHa
B1979r. BbINOnHss CKy4HbIE BbIYMCTEHUS
3KOHOMMYECKOrO XapaKTepa C NOMOLLbI0 ByxranTepckoi
KHWUTW, OH U ero pyr Bo6 ®paHKCTOH, KOTOPbIN
pasbupancs B nporpaMMupoBaHun, paspabotanm
nepByto NporpamMmy SneKTPOHHOM TabnuLibl, HasBaHHYI0
nmu VisiCalc.

HoBbIN CyLLECTBEHHbIN LIAr B pa3BuUTN 3NEKTPOHHbIX
Tabnuu — nosiBnexne B 1982r. Ha pbiHKe NPOrpaMMHbIX
cpencts Lotus 1-2-3. Lotus B nepBbIit Xe roa nosbILLaeT
cBoi 06bem npogax Ao 50 MnH. fgon. U ctaHosuTes
camoit 60nbLLUO HE3aBUCUMON KOMNaHWen —
NPOU3BOAUTENEM NPOrPaMMHbIX CPEACTB.

Cnepytowmii war — nosienexue B 1987r. TabnuyHoro
npoueccopa Excel dovpmbl Microsoft. 3ta nporpamma
npennoxwvna 6onee NnpocTon rpacuyeckuii HTepdeic B
KOMBUHALMM C HUCNAAAOLLMMI MEHIO, 3HAUUTENBHO
PacLUMpVB NpY 3TOM YHKLMOHANBHbBIE BO3MOXHOCTH
nakeTa u noBbICUB Ka4ECTBO BbIXOAHOM NHAOpMaLIU.

WmetoLmecs cerofHs Ha pbiHKe TabnnyHble NpoLeccopbi
CrnocobHbI paboTaTh Bbl LLIMPOKOM Kpyre 3KOHOMUYECKNX
1 APYIVX MPUIOXEHWUIA U MOTYT YAOBIETBOPUTL
npakTuyecky No6oro nonb3oBaTens.

..

OcHoBbI paboThl C TAGNMUYHBLIM
npoweccopom

*  HasHaueHue u 06nactvi NpUMeHeHUs TabnnyHbIX
npoLEeccopoB

*  WcTopus v TeHAEHUMM pasBnuTna

»  OCHOBHble NOHATUS

*  3HaKOMCTBO C TabnnyHbIM NPOLIECCOPOM MS
Excel

*  3anyck MS Excel

*  3HakoMcTBO C 3kpaHom MS Excel

= CranpapTHas naHenb 1 naHens hopmMaTupoBaHns

«  [pyrve anemeHTbl okHa Microsoft Excel

+ PaGota ¢ nuctamu v kHurammn

TabnuyHble npoLeccopbl obecneynsaroT:

* BBOf, XpaHeHWe N KOPPEKTUPOBKa AaHHbIX;

* 0ocdhopMNeHNe 1 NeYaTb ANEKTPOHHBIX TabnuLy;
*  [OPY)XECTBEHHbIN NHTepdeiic U T.4.

CoBpeMeHHble TabnuyHble NPOLIECCopbl peanuayroT Lenblit
PS4 AOMONHUTENbHBIX (OYHKLMWIA:

* BO3MOXHOCTb paboThl B NTOKamNbHOM CeTH;

*  BO3MOXHOCTb paboThbl C TPEXMEPHOII OpraHn3aLue
3MEKTPOHHbIX Tabnuu;

+ pa3paboTKy MakpoKoMaH/, HaCTPOIKy cpeabl Nop,
noTpeBHOCTU nonb3oBaTens v T.4.

Cnepytowuit war — nosisnexve 8 1987r. TabnuyHoro
npoueccopa Excel dmpmel Microsoft. 3ta nporpamma
npeanoxwna Gonee npocTon rpacuyecknin UHTEpdEnc B
KOMOWHaLMM € HUCNaAALLMMI MEHIO, 3HAYNTENBHO
pacLUMpUB NpU 3TOM (OyHKLMOHaMbHbIE BO3MOXHOCTU
nakeTa v NoBbICVB KA4eCTBO BbIXOAHOW UHOpPMaLK.

WmetoLupecs cerofiHs Ha pbiHke TabnnyHble npoLueccopsi
cnocoBHbl paboTaTh Bbl LUIMPOKOM Kpyre 3KOHOMUYECKNX
W ApYrUX NPUIOXKEHWIA U MOTYT YAOBIETBOPUTH
npaKTUYeckn Niboro NonbL3oBaTens.

OCHOBHbIE NOHATUA

BnekTpoHHas Tabnuua — aBTOMaTU3VPOBaHHbIV
9KBMBANeHT 06bl4HON TabnuLbl, B A4Yeikax KoTopon
HaxoasaTcs nubo faHHble, MMBo peaynbTaThl pacyeTa no
opmynam.

Pabouas obnacTb aneKTPOHHON TabnuLbl COCTOUT U3
CTPOK 1 CTONBLOB, MMEIOLLMX CBOM UMEHA. MIMeHa CTpok
— 3TO UX Homepa. MimeHa cTon6LoB — 3To ByKBbI
naTuHCKoro andasuTa.

Slyeika — obnacTb, onpeaensemas nepeceyeHuem
cTonbLa n CTPOKM ANEKTPOHHOM Tabnuubl, MMeloLLas
CBOW YHUKanbHbIA agpec.
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JIMCT
M3MEHEHU padouell yueOHOM MporpaMmsl 10 AUCLHUIIIINHE
OI1.04. ”THOOPMALMOHHBLIE TEXHOJIOT'1

I[OHOJ'IHGHI/IH N U3MCHCHU, BHOCUMBIC B pa60qy}0 IporpaMmMy JUCHHUILIINHBI

OcHoBaHUs BHECEHUS Pasznen PII/I, B KOTOpBIN BHOCSATCS ConeprxaHue BHOCUMBIX
JIOTIOJTHEHUH U U3MEHEHUN | U3MECHEHMUS JIOTIOJIHEHU M, U3MEHEHUI
IIpennoxenue HET HET
paboTonarens
[Ipennoxenue HET HeT
COCTABHTEJISI POTPAMMBI
[Iprnobperenue, n3ganue Pazmensr No2.4.5 m Ne5 OOHOBITEH CITHCOK
JUTEPaTypbl, 0OHOBJICHHUE [Iepeunst ocHoBHOM 1 PEKOMEHIYEMOM JINTEPaTyphl
IIEPEYHs U CONCPIKAHUS JIOTIOJTHATENFHON Y4eOHOH
OBbC, 6a3 gaHHBIX JIUTEPATYPBI

CocraBuTenb: NpenoiaBaTellb 0.0. Boponnna

OANHUCH

VYTBepkJIeHa Ha 3acelaHMM MPEIMETHON (LIMKJIOBOH) KOMHCCHHM MNPOQPECCHOHATBHBIX
JUCLHUIUIMH cnienranbHocTu [IporpamMmupoBanue B KOMIBIOTEPHBIX CUCTEMAX
npotokos Ne 1 or « 30 » __ aBrycra 2019

[Ipeacenatens mnpeamMeTHON (LUKJIOBOWM) KOMHUCCHH TMPO(ECCHOHATBHBIX AUCIUIUIMH
crienanbHOCTH [IporpaMmMupoBadre B KOMIBIOTEPHBIX CHCTEMax
JI.LA. bmaroea «30 » asrycra 2019

3am. nupekTopa o YP dunuana T. A. Pe3yHeHko
«30 » asrycra 2019.

3aBeayromias CEKTOPOM OMOIMOTEKH JI. T. CoxomnoBa
«30 » asrycra 2019.

WuxeHep-aeKTpoHUK  (TporpaMMHO-HH(POpPMAIIMOHHOE obecredeHne 0o0pa3oBaTeIbHON
IpPOrpaMMbl) A.B.Cmeranun «30_» _ asrycra 2019.
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Penensus
Ha pabouyIo MporpamMmy y4eOHOM U CHUIIINHBI
OI1.04 «<MupopManOHHbIE TEXHOJIOT U
1 criertuanbaocT 09.02.03 [IporpaMMupoBaHre B KOMIIBIOTEPHBIX CUCTEMAX

Pa6ouas nporpamma no nucuurinHe OI1.04 «MudopmanioHHbIe TEXHOIOTUMY ISt
oOyuaromuxcss Qumana PI'BOY BO «KybaHckuil rocygapCTBEHHBIH YHUBEPCUTET)»
COCTaBliecHa B  COOTBETCTBUMM TpeOoBaHusmu  DenepanpHoro ['ocymapcTBeHHOTO
OO0pa3oBaTenbHOTO CTaHAapTAa.

[Iporpamma paccuutaHa Ha 44 yaca MakCUMaJbHOM Yy4yeOHOW Harpysku Ipu
00s13aTeNTbHOM ~ ayJAMTOPHOM ydeOHOM Harpy3ke 56 dYacoB M CaMOCTOSITEIbHOU
BHEayJAUTOPHON paboTe 28 4acoB B COOTBETCTBUHU C TPeOOBAaHUSMU y4eOHOTO IUIaHA T10
CIIEeIIMATILHOCTH CpEeIHEro po¢eCcCHOHATBLHOTO oOpa3zoBaHus 09.02.03
«IIporpamMmmupoBaHy€ B KOMIIBIOTEPHBIX CUCTEMAX.

PaGouas mporpamma mpenroyniaracT pacrnpezesieHne TeM U U3yuyeHue Marepualia 1o
pazzenam:

1. Madopmanus, nHOpMALIMOHHBIE TEXHOJIOTUN U MHPOPMALIMOHHBIE CHUCTEMBI

2. Ob6paboTtka TekcToBor nHpopmanmu B MS Word

3. Obpabotka uncnoBoi uapopmanuu B MS Excel

4. Coznanue npeseHTanuii B MS PowerPoint

5. MynbTUMEIUiHBIE TEXHOJIOTUN

6. OcHOBBI HH()OPMAIIMOHHON M KOMITBIOTEPHON O€30MacHOCTH

Bce paspmenst paboueit mporpamMmbl HampaBiieHbl Ha (OpMHpOBaHUE 3HAHUN U
YMEHHI, B TOJHOW Mepe OTBEYaloT TpeOOBaHUSAM K pe3yibTaTaM OCBOCHHS Y4YeOHOU
mucuumiiebl B coorBercTtBUM ¢ PI'OC. Kaxnaplii paszzmen nporpamMmel  pacKpbIBAET
paccMaTpuBaeMble  BONPOCHI B JIOTUYECKOM IOCIEN0BATEIBHOCTH, OINPEAEIISIEMON
3aKOHOMEPHOCTSIMU 00Y4YEeHHUs CTYICHTOB.

Jlnst 3akperuieHusl TEOpPeTHUECKMX 3HAaHWM, (OpMUPOBaHHS YMEHUH U HaBBIKOB
CTYJICHTOB IpelyCMAaTPUBAIOTCS MPaKTUYECKUE 3aHATUS B oObeMe 32 vacoB. KonmyecTtBo
MPAKTUIECKUX PaOOT COOTBETCTBYET TPEOOBAHUAM YUEOHOTO IJIaHa.

KoHTpob 1 olleHKa pe3yabTaTOB OCBOCHUS yU€OHOW TUCUUIUIMHBI OCYIECTBISIOTCS
B ciuenyronmx ¢(opmax: HaOMIOJEHUs 3a JESTeNIbHOCTBIO CTYJIEHTa, MpakTUyeckas u
KOHTPOJIbHAs pabOThI, IK3aMEH.

Pa3zpaboTtannbie (OpMBI M METOJAbI TO3BOJSIOT B IOJHOW Mepe OCYIIECTBIATH
KOHTPOJIb U OLIEHKY pe3yJbTaTOB 00yueHUs (OCBOEHHBIX YMEHHH, YCBOCHHBIX 3HAHUM).

VYyeOHOo-MeToqMuecKoe M MH(POPMALMOHHOE O0ecredyeHue MporpamMMbl COJIEPKUT
IIepeueHb OCHOBHOM JINTEPATyphl, JONOJIHUTEILHON JUTEPATYPhl, U3AAHHBIX 3a IOCIEIHNE
5 net, mporpaMmHoro obecrneuenus: u MHTepHeT-pecypcsbl.

Pa3paborannas mnporpamma yueOHoW mucnumuimHbel OI1.04 «MHpopmanmoHHbie
TEXHOJIOTUM» MOXKET OBITh PEKOMEH/IOBaHA JIJIsl MCIIOJIB30BAHUS B yUeOHOM Mpoliecce mpu
noAroToBku no crnenranbHoctu 09.02.03 [IbornamMmunoBanre B KOMIBbIOTEPHBIX CUCTEMAaX.
pPELEH3EHT
CucTteMHbI aIMUHUCTPATOP
3A0 «I'eneHKUKCKUN noonuce, T.I1. KpuBoleeHko
nenbOUHAPHIA T
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Penensus
Ha pabouyro mporpaMmy Mo yuyeOHO AUCIUIUTIHE
OI1.04 «MudopmManuOHHbIE TEXHOJIOT U
no cnennansHocty 09.02.03 ITporpammupoBaHue B KOMIIbIOTEPHBIX CUCTEMAX

CtpykTypa paboueil mporpaMMbl COOTBETCTBYET YPOBHIO Pa3BUTHUSI KOMIIBIOTEPHOU
TEXHUKM M CHCT€MaTH3allud 3HAaHUM, OTHOCSINEHCS K HHQPOPMAIMOHHOMY OIMCaHUIO
00BEKTOB U MPOLIECCOB MO3BOJISIONIUX OCYIIECTBIATh UX KOMIIBIOTEPHOE MOJIEIUPOBAHUE U
MCIIOJIb30BAHHUE.

[Iporpamma mpenycmarpuBaeT ocBoeHHe IpodeccuoHanbHbix komnereHuuit: (ITK
1.6, TIK 3.1, IIK 3.2, IIK 3.4) u BunoB nestenbHOCcTH, cormacHo PI'OC Ne 804 ot «28»
nrons 2014 r.

B nporpammy Bkirouensl uHCTpyMeHTHl MS Office, pa3BuTHe aaropuTMHU4ecKOro
MBILIUIEHUS! CHOcOOHOCTEeH K (opManu3alMd 3JIEMEHTOB CHCTEMHOIO MBIIUICHUS.
[Iporpamma uMeeT 1OCTATOYHYIO CTETEHb MOJHOTHI U 3aKOHYEHHOCTH M3YyYEHHUS MpeaAMeTa
B ycnoBusx CIIO.

HucuumHa «WH(popManMoHHbIE TEXHOJOTUU» IpPEeAyCMaTpUBAET OBJIAJCHHUE
YMEHUSIMU CTPOUTh MaTeMaTHYeCcKHe OOBEKThl MH(OPMATHUKH, B TOM YHCIIE JIOTUYECKUE
(dbopMyIIbl U IPOrpaMMbl Ha (JOPMaIbHOM SI3bIKE YJIOBJIETBOPSIOLINE 3aJaHHOMY OMHUCAHHUIO
UCNOJb30BaTh HHCTpYMeHThI MS Office n HacTpauBaTh UX Ui MOJIB30BATEIS.

B mnporpaMMe HamuM OTpa)K€HHME OCHOBHBIE TEOPETUYECKHME W IPAKTHUYECKUE
HaIPaBJICHHUS.

CTpyKTypa HporpaMMbl COOTBETCTBYET COBPEMEHHBIM TpeOoBaHUsAM. CopepiaHue
KaX/10T0 €€ JIeMeHTa pa3paboTaHo C JOCTaTOYHOU CTENEHbIO MOJIHOTHI U 3aKOHYEHHOCTH.

Ilepeuenp pexOMeHIyeMON OCHOBHOM M JONOJIHUTEJIBHOW JUTEPATYphl BKIIOYAET
oOlIeI0CTyIHbIE MCTOYHUKH, HU3JaHHBIE B IOCleHEe BpeMs (He TMO3/AHee S5 JeT).
ITepeuncnennsle MTHTEpHET-pECYPCHI AKTYaIbHBI U JOCTOBEPHBI.

B menom penieHzupyemMas mporpaMma y4eOHOH JTUCIMIUTHHBI 3aCITyKHBAET BBICOKOU
OLICHKM, OHA XOpOIIO MpOAyMaHa M OPHEHTHpPOBaHA Ha MOJATOTOBKY OOy4YaIOIIUXCS K
MCIIOJIb30BAHUIO MOJTYYEHHBIX HABBIKOB B CBOEH MPOECCHOHATIBHOM 1eATETbHOCTH.

CnenoBatenpHO, pabodas MporpaMma COJEPKUT BCE HEOOXOAUMBIE 3JIEMEHTHI
PEKOMEHAYEeMON CTPYKTypbl, 00JafjaeT JOCTaTOYHOM MOJHOTOM U 3aKOHYEHHOCTHIO,
ABJISIETCS. LICHHBIM IPAKTHYECKUM JIOKYMEHTOM IpH IpenoaaBaHuu aucuuiinael OI1.04
«H(popMaMOHHBIE TEXHOJIOTUU.

Penensenr,

Jupexkrop OO0 «CoBpeMeHHBbIE

HH@OPMALIHOHHBbIC TEXHOJIOTHHU» _A.B.CvmeTtanuH
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