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1. IACIIOPT PABOYEN TPOT'PAMMbBI YYEBHOM JUCHUILJIAHBI
EH.01 UTHOOPMATUKA U UHOOPMALIMOHHO-
KOMMYHUKAIIMOHHBIE TEXHOJIOTUU B MIPO®ECCHUOHAJIBHOM
AEATEJIBHOCTHA

1.1. O01acTh NPpUMEHEHUS POrPaAMMBI

PaGouass mporpamma  yuebHoit  aucuurmuimael  EH.01  Wudopmaruka wu
MH(OPMAIIMOHHO-KOMMYHHUKAIIMOHHBIE TEXHOJIOTHMH B MpodeccuoHaNbHOU NesATeIbHOCTH
ABJISIETCS. YaCThIO MPOTrPaMMBbl IOJATOTOBKH CIIELIMAIIMNCTOB CPEIHETO 3BEHA B COOTBETCTBUU
¢ ®I'OC CIIO no cneruansHocT 43.02.01 'ocTHHUYHBIM cepBUC

1.2. MecTo y4eOHOH AUCUMIUIMHBI B CTPYKType HNPOrpaMMbl NOATOTOBKH
CIEeNMATHUCTOB CPeHero 3BeHa:

JlucuuruinHa BXOAMT B MaTeMaTHUYECKHM M OONIMI eCTeCTBEHHOHAYYHBIH ITUKII
EH.00.

JIns ocBOEHUsI NUCLMIUIMHBI CTYACHTBHl HCIOJIb3YIOT 3HAHUS, YMEHUS M HaBBIKH,
chopmupoBanHbie ipu u3ydenun aucuuruiuael [1J1.01 «MapopmaTukar»

N3yuenne mucuurimael - EH.O1 Uudopmaruka u UH(OPMALIMOHHO-
KOMMYHHUKAallMOHHBbIE TEXHOJIOTMH B TNPO(EeCCHOHAIBHOM NEATEIbHOCTH MpeBapseT
U3y4YeHHe TUCHUIUTMH «OpraHuzanus IesTeTbHOCTH CIY)KO OpOHUPOBAHMSI TOCTUHUYHBIX
yeanyr» (ITK 1.1, TIK 1.2), «Opranuzanus AesSTeIbHOCTH CIYXObI MpueMa, pa3MelieHus u
Boinucku roctei» (IIK 2.4, TIK 2.5), «[IpaBoBoe M [OKyMEHTAlMOHHOE OOecreueHue
npodeccronanbHOM aestenpHOoCTH (11K 1.2)

1.3. Heaun u 3agaum y4eOHOH AUCHMILUIMHBI — TPeOOBAaHHWS K pe3yJbTaTam

OCBOCHUSA TUCHHUIIMHBI:

B pe3ynbrare u3ydeHus o0s3aTenbHON YacTH y4eOHOTO LMKJIIA TUCIMITIIMHBI 00ydaronuics

JIOJKEH: YMeThb!

- TIOJb30BaThCS COBPEMEHHBIMU CPEICTBAMH CBSI3U U OPITEXHUKOM;

- HCHOJb30BaTh TEXHOJOTUU cOOpa, pa3MeElIeHUs, XpaHEHUs, HAKOIIJICHUS, TpeoOpa3oBaHusl U
nepeaayy JaHHbIX B IPOPECCHOHATBLHO OPHEHTUPOBAHHBIX MH(POPMALIMOHHBIX CUCTEMAX;

-  HCHOJb30BaThb B NPOPECCHOHANBHON JEATENbHOCTH pa3jMyHble BUIbl MPOrPaMMHOIO
o0ecredyeHus, B T.4. CIIeLUaIbHOTO;

- TPUMEHSATH TeIEKOMMYHHUKAI[MOHHBIE CPE/ICTBA;

- obecrieunBaTh HHPOPMALMOHHYIO 0€30MaCHOCTb;

- OCYILIECTBIISATh NOUCK HEOOX0IMMOI HHOpMaIIHH;

3HATh.

- coctaB, (QyHKIMM U  BO3MOXXHOCTH  HCIOJb30BaHUS  WH(POPMALMOHHBIX U
TEJIEKOMMYHHUKAIIHOHHBIX TEXHOJIOTHH B PO(pECCUOHATBHON 1EATEIIbHOCTH;

- OpraHM3aIMI0 JESTeIbHOCTH C UCMOJIb30BAaHUEM aBTOMATU3HPOBAHHBIX pabounx MecT (najiee
- APM), 510KabHBIX M OTPACIIEBBIX CETEH;

-  TNPUKIAJHOE NporpamMmHoe oOecnedyeHrne M HMH(POpPMAlMOHHBIE PEeCypchl B TOCTUHUYHOM
CEPBHUCE;

- OCHOBHBIE METO/IbI U MTPHEMBI 00ecrieueHns: HH(HOPMAIMOHHONW O€30MacCHOCTH.

MaxkcumanpHas yueOHas Harpyska ooydvaromierocst 138 yac, B TOM 4ucie:
— o0s3aTenbHAsg ayqUTOpHAs ydeOHas Harpys3ka oOydatomierocs 92 yaca;
— caMocTosTebHas paboTa oOyuaromerocs 46 4acos.



1.4. IlepeyeHbp IMJIAHMPYEMBIX Pe3yJbTATOB OOy4YeHHMs] 1O JUCHHUILJIMHE
(mepedyeHs (pOpMHUPYEMBIX KOMIIETEHLUI)

OOGyuaromuiics 10mKeH 00J1a1aTh OOIIMMU KOMITETEHIIMSIMU, BKITIOYAIOIINMU B ce0s
CIIOCOOHOCTB:

OK 1. IlorumaTh CYIIHOCTh W COIMAIBHYIO 3HAYMMOCTH CBOEH Oynymied mnpodeccum,
IIPOSIBJIATH K HEW YCTOWYMBBINA HMHTEPEC.

OK 2. Opranu3oBbIBaTh COOCTBEHHYIO A€ATEIbHOCTb, BBIOMPATh TUIIOBBIE METO/IbI U CIIOCOOBI
BBITIOJIHEHUS TPO(ECCHOHANIBHBIX 3a/1a4, OLIEHUBATh UX 3(P(PEKTUBHOCTH U KaYECTBO.

OK 3. Ilpunumare pemeHust B CTaHJAPTHBIX M HECTAHAAPTHBIX CUTYaIMsIX U HECTH 3a HUX
OTBETCTBEHHOCTb.

OK 4. OcymecTBiasiaTh TMOHUCK W HCHOJb30BaHWE WHGOPMAIUK, HEOOXOIUMON s
3¢ (GEKTUBHOTO BBHIMOJHEHHST TPO(ECCHOHANBHBIX 3a7ad, NMPO(EecCHOHAIBHOTO W JIHYHOCTHOTO
pa3BUTHSL.

OK 5. Hcnons3oBaTh
po¢ecCUOHATLHOMN 1EATEIbHOCTH.

OK 6. PabGorath B KOJUIGKTMBE M B KOMaHJIE, Y(PQPEKTHBHO OOIIATHCA C KOJUIETaMH,
PYKOBOJICTBOM, ITOTPEOUTEIISIMHU.

OK 7. bparb Ha ce0si OTBETCTBEHHOCTb 3a PAa0OTy WIEHOB KOMaHJbl (IIOJYMHEHHBIX), 32
pe3yibTaT BBITOJHEHUS 3aJaHUH.

OK 8. CamMoCTOSTEIIEHO OIpeAensaTh 3a1a9i MPo(heCCHOHATLHOTO W JIMYHOCTHOTO Pa3BUTHSA,
3aHUMaTbCsA CaMOOOPa30BaHUEM, OCO3HAHHO IJIAHUPOBATH MOBBILICHUE KBATH(DUKALINY.

OK 9. OpueHTHpOBaTbCS B YCIOBHSX YacTOW CMEHBI TEXHOJOTHH B MPOo(ecCHOHATBHOM
NesITebHOCTH.

OOyuaromuiics  JO/DKeH  00sagaTh
BKJTIOYAIOIIUMU B ce0sl CTOCOOHOCTD:

I1K 1.1. IIpunumats 3aka3 oT norpeduteneit 1 opopMIIsATh €ro.

I1K 1.2. BpoHupoBath U BECTH JOKYMEHTAIUIO.

1K 1.3. UadopmupoBats noTpeOUTENSI 0 OPOHUPOBAHUH.

1K 2.3. IlpuHrMaTh yyacTHe B 3aKJIIOUEHUU JOTOBOPOB 00 OKa3aHWU TOCTUHUYHBIX YCIYT.

1K 2.4. ObecnieunBaTh BHIIOJIHEHHE TOTOBOPOB 00 OKa3aHUU TOCTUHUYHBIX YCIIYT.

1K 2.5. IIpon3BoauTh pacueTsl ¢ TOCTSIMU, OPraHU30BbIBaTh OTHE3 U TPOBOABI TOCTEH.

I1K 3.3. Bectu yuet 060pynoBaHMs 1 HHBEHTaps TOCTUHUIIBL.

I/IH(bOpMaIII/IOHHO-KOMMYHI/IKaIII/IOHHI)IC TEXHOJIOTHUHN B

podeCCUOHATFHBIMU ~ KOMIETEHIIUSIMH,

Ne Wupexe Conepxanne B pesynpraTe n3ydenus yueOHON JUCIUIUIMHBI 00ydaronecs 10KHBI
- KOMIIET | KOMHETCHUUH (MiH e€ MIPAKTUYECKUH OIIBIT
ILIL. 3HATh yMEThb
SHIIUU YaCTH) (BameTs)

1. OK1 [ToHUMaTh CyIHOCTH U | CBOOO/HOE BIIaJICHHUE yMEHUs IIpakTHyeckoe
COLIMANIBHYIO npodeccrnoHaLHBIMA UCTIONb30BaTh HCNOJIb30BAHUE
3HAYMMOCTb CBOEH 3HAHMSAMH B 00J1aCTH 3HaHMSA B 001acTH NnpoecCHOHAIBHBIX
Oynyuiei mpodeccun, MH(OPMALIMOHHBIX COBPEMEHHBIX 3HAHHUI: CIOCOOHOCTH
MPOSIBIIATE K HEH TEXHOJIOTHUH, MHPOPMALIMOHHBIX | CaMOCTOSATEIBHO
YCTONYMBBIN HHTEpEC HCTOJIb30BAHNE TEXHOJIOTUH 115 HCIIOJIb30BATh COBPEMEHHBIE

COBPEMEHHBIX pa3BUTHA UHPOPMALIMOHHBIE
KOMIIBIOTEPHBIX po¢eCCHOHANBHBI | TEXHOJOTHUHU B MIPEIMETHOM
MPOrpaMMHBIX X HaBBIKOB, 00J1acCTH ¥ CMEKHBIX
HOPOAYKTOB AJIS CIOCOOHOCTD oTpacisX, UCIOIb30BAHUE
peleHus 3agau UCTIONb30BaTh HA MPaKTHKE
HpO(I)eCCI/IOHaHLHOI/IV I/IHq)OpMaL[I/IOHHLIG HUHTCTPUPOBAHHBIX 3HAHMI B
JIeSITEILHOCTH 1 32 €€ TEXHOJIOTUH U obJiacT HHPOPMAIIMOHHBIX
npeenamu COBpPEMEHHBIE TEXHOJIONT UM, yMEHUE

UHCTPYMEHTAJbHBI | BBIABUTaTh U IPUMEHSTH

€ IPOrpaMMHbIE HJECH, BHOCUTD

CpencTBa npu OpUTHMHAJIbHBIN BKJIAJl B

penieHnn Oyayuryro mpogeccuro




No Wnpekc Conepxanue B pesynprare n3ydyeHus y4eOHON TUCIMIUIMHBI 00yYaIOIIAECs TOJKHBI
- KOMIET | KOMIIeTCHIHH (Win e€ MPAKTHYCCKHUIA OTIBIT
ILIL. 3HATh yMETh
CHITUH 4acTH) (BazeTh)
COLMANIEHBIX U
po¢eCcCHOHANBHEI
X 3a/1a4

2. OK 2 OpraHn3oBHIBaTH 3HaHHE OCHOBHBIX | YMEHHE CHOCOOHOCTBIO KPUTHUYECKHI
COOCTBEHHYIO TEHJCHIIMA PAa3BUTHA | WCIOJIB30BaTh TIePEeOCMBICITBATD
JIeSITeTIHHOCTD, HHPOPMAINOHHBIX WHPOPMALNOHHBIC HAKOTUICHHBIH OTIBIT,
OTIPEeNeNATh METOIBI U TEXHOJIOTHH, TEXHOJIOTHH  JJIsl | BHOCHUTH H3MCHEHUS B
CHOCOOBI BBITOTHCHHUS CHOCOOHOCTh peleHus paboure nporeccsl ¢
npo¢heCCUOHATBHBIX HCIIOJIb30BaTh UX | pa3JIMIHbIX YYETOM MHHOBAIIUH,
3a51a4, OLCHUBATh MX 0a30BbIC  TOJOXCHUS | COLUAIBHBIX, COBEPILICHCTBOBATh HABBIKH
3(h(HEeKTUBHOCTD U npu pELIeHUH | IPOU3BOJICTBEHHBIX | CaMOCTOSTEIbHOU
Ka4eCTBO COIMANTBHBIX U | , YIPaBIEHYECKUX U | pa3pabOTKH METOIOB H

npodheCCHOHATBHBIX PYTHUX CPEICTB aBTOMATH3AIHN
3ajad, pa3BuBaTh | NMpodecCHOHANbHEl | MH(OPMALMOHHBIX
CIIOCOOHOCTH K| X 3aJa4, | MPOLECCOB; AeTaTh CBOU
MPUPALICHAI0 3HAHUN | KPUTUYECKH BKJIaJ] B OTITUMH3AIIHIO
u BHEJIPCHUIO | OIICHUTH pabo4ux mpoIeCcCOoB ¢
TIepeIOBOTO OCBOCHHEIC YYETOM Pa3BHUTHUS HAYKH U
poccuiickoro U | TEXHOJIOTHH, TEXHOJIOTUH

MHpPOBOIO  OMNBITA B | TPAHHUIIBI ux

cBO€ei IPUMEHUMOCTH

npodeCCUOHANBHON U

MEKIUCHUIIIIMHAPHOU

obnacTtsx

3. OK3 IIpunumarts pemreHus B | 3HaTh MeTOoBl | AHamu3 Bripabotka U mpuHSATHE
CTaHIOAPTHBIX U NpUHATHA pemeHuii B | HHOpMaryy: VIpaBICHYCCKAX PEIICHUH:
HECTaHAapPTHBIX paMKax CrocoOHOCTh CIOCOOHOCTh pa3pabaThIBaTh
CUTYaIlUsAX W HECTH 3a KOMITETEHTHOCTH OCYILIECTBIISATh BAapHAHTBHl  YIPaBICHYCCKIX
HUX OTBETCTBEHHOCTb. ClEIMANCTa, 3HATH O cbop, 00paboOTKy, | pemeHMH M OOOCHOBHIBATEH

KpHU3UC-MEHEDKMeHTe | aHalIn3 B px BeIOOp B paMkax
CHCTEMATH3AIHIO KOMITETEHTHOCTH
MH(OPMALIHH, CIIEIHAJIUCTA.
0006maTh 1 | Kpusuc-MeHEHDKMENT:
KpUTUIECKH CIOCOOHOCTBIO YIIPABIAThL B
OLCHUBATD KPU3MCHBIX ~ CHUTyalMsAX M
Pe3ylIbTaThL HNPUMEHS T TEXHOJIOTUH

KPH3UC-MEHEKMEHTA.

4, OK 4 OcyIecTBiIsATh MOUCK, | 3HaHWE MporpaMMmHoro | PaGorats C | CITOCOOHOCTh OCYIIECTBISTh
aHaJIU3 ¥ OLIEHKY obecreyeHus: HOPMAaTHBHO- cbop, 00paboTKy, aHaIu3 U
nHpOpMaLNH, CHOCOOHOCTh BBIOOPA, | TEXHUYECKON CUCTEMATHU3aLUI0
HEOOXOMUMOM JIJIsT MIPOEKTUPOBAHUS, JIOKYMEHTaIHei: HeoOXouMol HH(OpMAITIH,
IMOCTaHOBKH U peanu3anyu, OICHKH | CTIOCOOHOCTHIO BEIOOD MOAXOJSIIEH
peleHus KayecTBa W aHAJIN3a | OCYIIECTBIATH TEXHOJIOTHH,
npo¢eCCHOHATBHBIX 3¢ hexTHBHOCTH mo00p, H3YYEHHUE, | MHCTPYMEHTAIBHBIX CPEICTB
3ajad, MPOTPaAMMHOTO aHanmm3 U | pelIeHUs
PO eCCUOHANTEHOTO U obecrieueHus, 00001IeH e npoeCCHOHANBHBIX  3ajad,
JMYHOCTHOTO Pa3BUTHS | MMOHUMAaHHE HOPMAaTHBHBIX U | UCIONB3Ys 0030phl HAYYHOM

KOHIICTIITU I U | METOANYECKHUX JIUTEPATYPHI U IJIEKTPOHHBIE
aTpuOyTOB  KadecTBa | MaTepHallOB 1o | HHPOPMAIMOHHO-
MPOrPaMMHOTO npoduito o0Opa3oBaTeNbHbIE PECYPCHI,
obecrieueHust JIEITeIBbHOCTH U3 | MH(OPMAIMOHHO-
(Hame)KHOCTH, 3JIEKTPOHHBIX KOMMYHHKAIIHOHHBIE
0e30I1acHOCTH, OMOIHOTEK, TEXHOJIOTHHU

ynobcTBa pedepaTrBHBIX

WCIIOJIb30BaHUS ), B | XKYypHAJOB, ceTH

ToM  uyucne, ponu | UHTEpHET,

JrozIei, MPOLECCOB, | CIIOCOOHOCTH

METOJIOB, HCIIOJIb30BaTh

WHCTPYMCHTOB U | HOPMAaTUBHBIC
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No Hnnexc Conepxxanue B pesynbrate nzydeHus yueOHON JUCHUIIIMHBI 00y4aromuecs J0KHBI
- KOMIIET | KOMHETCHUUH (MiH e€ MIPaKTHYECKHUH OIIBIT
ILIL 3HAThH YMETb
CHITUH 4acTH) (BazeTh)
TEXHOJIOT Uil [IPaBOBbIE
obecrieueHns KadyecTBa | JOKyMEHTHI B CBOCH
npodeccHOHATBHOM
JIESITEIIbHOCTH
5. OK 5. Hcnons3oBats BJIaJICHIE OCYILIECTBIISITh CIOCOOHOCTH YYUTHIBATh
HHPOPMATMOHHO- TEOPETHICCKUMHU cbop, 00paboOTKy, | COBpeMECHHBIE  TCHICHINHU
KOMMYHHUKaINOHHbIE OCHOBaMH aHaIH3 U | pa3BUTHA MIPUKITATHON
TEXHOJIOTHH JIJISI MH(OPMALMOHHBIX CHCTEMaTH3aLHIO MaTeMaTHUKH, WHPOPMATHKU
COBEPLIEHCTBOBAHUS TEXHOJIOTUH, Hay4HO- " BBIYUCIIUTEIILHOM
npodeccroHaNbHOM TOTOBHOCTB TEXHUYECKOH TEXHUKH, KOMIIBIOTEPHBIX
JIeSITeIIbHOCTH NPUMEHSTh OCHOBHBIC | MHpOpMANMU MO | TEXHOJOTHH B
meronsl UT B cBoelt | mpodeccun, npodeccroHabHOM
npo¢eCCUOHATBHOM BBIOMpATH JIeSITENNbHOCTH, CIIOCOOHOCTh
JIEATEIIHOCTH, 3HAHWE | METOAUKY U | IPOBOANTH HAay4YHBIC, B TOM
METOJIOB CPEACTBA PELICHUS | YHCIIe MapKETHHTOBBIE,
CaMOCTOATENLHOTONION | 3a7ad, MCIOIb3ys | MCCIEJOBAaHMSA; T'OTOBHOCTB
CKa ¥ HCHOJb30BaHUS | HAYYHYIO pa3pabaTbIBaTh
Pas3IMYHBIX TIUTEPaTYpy u | HeoOXoanMoe IIPOTrPaMMHOE
HCTOYHHKOB JJIEKTPOHHBIE obecrieueHne JULst
nHdopmanuu 1o | uHPOPMAIMOHHO- COBEpPILICHCTBOBAHUS
npobieme oOpa3oBaTenbHbIE npodeccroHabHOM
pecypcel, JIEeATEIbHOCTU
nHpopManmoHHO-
KOMMYHUKAIIMOHH
bI€ TEXHOJIOTH
6. OK 6 PaboTaTh B KOJUICKTHBE | 3HAHUE METOJIOB | CIIOCOOHOCTH CIIOCOOHOCTh  HMCIOJIB30BATh
¥ KOMaH/Ie, paboTHl B KOJUIEKTHBE | BKJIIOYATHCS B | COBpEMEHHBIE
obecrieunBath ee " KoMaHze; | pabory nH(pOpPMaINOHHO-
CIJIOYEHME, MOHNMaHHe npodeccHoHaNIBHB | KOMMYHUKAaTHBHBIE
3¢ peKTUBHO 00mAThCA | TCUXOJOTHYECKUX X TpyI; | TEXHOJOTMH B paboTe ¢
C KOJIJIeraMH, ocoOeHHOCTEN CIOCOOHOCTD TeKCTaMM,  HHpOpManuei,
PYKOBOJCTBOM, (hyHKIIMOHMPOBAHUS OpPraHu30BLIBATH pesyapTaTamu
MOTPEOHTETSIMU JINYHOCTH, TPYNIEI, | COTPYAHUYECTBO UCCJIEJOBAaHUM 51 TS
o0IecTBa, MHPOBOTO | OOYyYarOIIHUXCH, peanuzanmn
coobmiecTsa MOJIJIEP)KUBATh npodeccroHabHOM
AKTHBHOCTb U | JeATelbHOCTH; CIOCOOHOCTD
WMHUIIUATUBHOCTD, JAcJIaTh BKJIaJ] B JIAYHOCTHBIN
CaMOCTOSATENILHOCT | POCT u MOBBILICHHE
b ¥ TBOpYeckue | 3PQeKTUBHOCTH JIpYyTHX
CIOCOOHOCTH, YYacTHUKOB
TOTOBHOCTh K | mpodeccHoHaIbHON
B3aUMO/ICHCTBUIO C | AEATEIHHOCTH
YUYCHUKaAMH,
pOINTEIAMH,
KOJUIETaMH,
COIIMAJIBHBIMHU
apTHEpaMu
7. OK 7 Bpats Ha cebs Bnaners YMmers Pa3BuBats B cebe
OTBCTCTBCHHOCTH 3a TICUXOJIOTHYCCKUMU pa3BuBaTh AHAJIUT AHAJIUTHYCCKOC MBIIIJICHUC,
paboTy WIeHOB 3HAaHMSIMH ~ METOJOB | HYECKOe METO/AMYHOCTb,
KOMaH/IbI paboTHl B KOJUIEKTHBE | MBIIUICHHE, JUCHUIUTHHUPOBAHHOCTD,
(TTOTYMHEHHBIX), 32 U KOMaHJIe; IMOHUMATh | OTBETCTBEHHOCTb, KOMMYHHKa0€JILHOCTB,
PE3yJIbTAT BBHIIOJIHEHUS | TICUXOJOTHYECKUX KOMMYHHUKa0EIIbHO | KpeaTHBHOCTb,
3aJaHuUMH. ocobOeHHOCTEH CTh, KPEaTUBHOCTh, | OPTaHM30BAHHOCTb,
(yHKIIMOHMPOBaHUS WHHUIMATUBHOCTD, MHHULUATUBHOCTh
JUYHOCTH,  TPYHIBL, | SMOIHOHAIBHYIO CTPECCOYCTOHYNBOCTb, ,
o0mecTBa, MHPOBOTO | CAEPKAHHOCTb, TOJIEPAHTHOCTH,
coo01mecTBa JMJIEPCKHE U | OTBETCTBEHHOCTD,
OpTaHU3aTOPCKHE TpeOOBaTENFHOCTh, KOMMYH
Ka4ecTBa MKa0eNbHOCTb, yYMEHHE




No Wunexc Conepxxanue B pesynbrate nzydeHus yueOHON JUCHUIIIMHBI 00y4aromuecs J0KHBI
- KOMIIET | KOMHETCHUUH (MiH e€ MIPaKTHYECKHUH OIIBIT
ILIIL. 3HAThH YMETb
CHITUH 4acTH) (BazeTh)
yOexnaTh
8. OK 8 CaMoCTOSTETBHO Crennrs 3a | OcBauBate HOBBIE | Pa3BMBaTh CIIOCOOHOCTH K
OTIpEeIeTIATh 3a1auH OTEYECTBEHHBIMHU U | METOJBI U | OCBOCHHIO HOBBIX
npodeCcCHOHANBHOTO U | 3apyOeKHBIMHU TEXHOJIOTUH B | TEXHOJOTHIi;
JMYHOCTHOTOPAa3BUTHUS, | pa3paboOTKaMu B | obmactu OpraHU30BbHIBATH
3aHAMAThCSA obiacti WHPOPMALMOHHBIX | camMooOy4ueHHe u
camMo00pa3oBaHUeEM, MH(QOPMALMOHHBIX U | TEXHOJIOTHIA MOBBIIIICHUE cBoeit
OCO3HaHHO KOMMYHHUKAIIMOHHBIX KBaTU(UKAAH
TUIAaHUPOBATh TEXHOJIOTUH
MOBBIIICHHE
KBaTu(uUKauu
9. OK9 OpHUEHTHPOBATHCS B PaGora co 3HaHMAMH. | YMETh BBINOJHATH | CHOCOOHOCTH M TOTOBHOCTH K
YCIIOBUAX YacTOH CHOCOOHOCTh K | pa3HOOOpa3HbIe TBOPYECKON ajanmTaluu K
CMEHBI TEXHOJIOT Uil B NPUPAILCHAI0 3HAaHUH | MPOPECCHOHANBHBI | KOHKPETHBIM YCHOBUAM
npodeccroHanbHO#M u BHEJIPEHHIO | € 3a7a4n C | BBIMOJHAEMBIX 3a7a4 U UX
JIeSATEIIbHOCTH. MepeI0BOro HCIIOIb30BaHUEM WHHOBAIMOHHBIM PEIICHUSIM,
pOCCHIACKOTO U | HA MPaKTHKE CBOMX | COCOOHOCTH MOPOXKIATH
MHpPOBOTO OMbITA B | 3HAHHA ¥ HABBIKOB | HOBBIE WU B YCIIOBHAX
cBoEi B Pa3UYHBIX | CMEHBI TEXHOJIOTHI
npoeCCUOHANIBHON W | MCHSIOIIUXCS u
MC)K[[HCHHHHHHapHOﬁ HECTAaHAAPTHBIX
o0nacTsx YCIOBUAX
10. I[IK 1.1 | IIpuHuMaTh 3aKa3 OT coCTaB, QyHKINU U MIOJIb30BATHCS
noTpeouTenei u BO3MOXKHOCTH COBPEMEHHBIMHU
oopmiIsTH ero UCIIOJIb30BaHHUs CPEACTBaMU CBS3U
MH(OPMALMOHHBIX U U OPI'TEXHUKO;
TEICKOMMYHHUKAIHOHH | HCIOJIb30BaTh
BIX TEXHOJIOTHIA B TEXHOJIOTUH cOopa,
npodeccroHabHOI pa3MelieHus,
JIeSITEIbHOCTH; XpaHEHHUsI,
OpraHH3aIUI0 HAKOILICHUS,
JIESTEILHOCTH C npeoOpa3oBaHus U
HUCIIOJIb30BAHUEM nepeaayun JaHHbIX
ABTOMATU3UPOBAHHBIX B
pabouunx Mect (maiee - | IpoQecCHOHATBHO
APM), NOKaNbHBIX U OPHUEHTUPOBAHHBIX
OTpacleBbIX CeTeil; nH(pOpPMaIMOHHBIX
MPUKJIAJTHOE cucTeMax;
MPOTrpaMMHOE HCIIOJIb30BATh B
obecrieueHne npodeccroHanbEHO
nH(pOpMaMOHHbIE I IesITeIbHOCTH
pecypchl B pasJIMuHbIE BUJIBI
TOCTHHUYHOM CEepBHCE; | MPOrpaMMHOTO
OCHOBHBIC METOAbBI H 06ecnequI/m, B
IIPUEMBI o0ecrieueHust T.4. CIICIUAJIBHOT O,
MHPOPMALTMOHHON NIPUMEHATh
6e301acHOCTH. TEIEKOMMYHHUKAIH
OHHbIE CPE/ICTBA,;
obecrieunBaTh
nH(pOopManMOHHYIO
0e30MacHOCTb;
OCYIIECTBIISITH
TIOUCK
HE00X0NMO
nndopmanuy;
IIK 1.2. | BpoHupoBaTth U BeCTH cocTaB, QYHKIIUU U MTOJIb30BaTHCS
JIOKYMEHTAIHIO BO3MOXXHOCTH COBPEMEHHBIMU
MCIIONIb30BaHHUs CpEeCTBaMU CBS3U

MHPOPMAIMOHHBIX U

1 OPTTEXHUKOU;
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No Wunexc Conepxxanue B pesynbrate nzydeHus yueOHON JUCHUIIIMHBI 00y4aromuecs J0KHBI
- KOMIIET | KOMHETCHUUH (MiH e€ MIPaKTHYECKHUH OIIBIT
ILII. 3HAThH YMETb
CHITUH 4acTH) (BazeTh)
TEJICKOMMYHHKAIIMOHH | HMCIIOJB30BATh
BIX TEXHOJIOTHH B TEXHOJIOruH cbopa,
npo¢ecCHOHATBLHON pasMenieHus,
JeATeIbHOCTH; XpaHEeHUs,
OpraHU3aLHI0 HaKOIUICHHS,
JEeATEeIEHOCTH C npeoOpa3oBaHus U
UCIIOJIb30BaHHEM nepeauy JaHHBIX
ABTOMATH3MPOBAaHHBIX | B
paboumx mecrT (najnee - | npodecCHOHATBHO
APM), TOKaJIbHBIX U OPHEHTHPOBAHHBIX
OTpAaCIEBBIX CETeill; nH(OpPMaLMOHHBIX
MPUKJIATHOE cucTeMax;
HPOrpaMMHOE UCIIONB30BATh B
obecrieueHnE 1 npodeccCHOHATBHO
UH(POPMALMOHHBIE i IeATeNnpHOCTH
pecypcsl B pasIMYHbIC BUIBI
TOCTHUHUYHOM CEpBHUCE; | MPOrPaMMHOTO
OCHOBHBIC METOJABl U | OOECIeYeHUs, B
npueMbl O0ecreyeHus | T.4. CIEeUUaIbHOrO;
nH(opManMOHHO MPUMEHSTH
6e30MMacHOCTH. TeNEeKOMMYHHKAIH
OHHBIE CPE/ICTBA;
obecrieunBaTh
UH(POPMALMOHHYIO
0€e301IaCHOCTb;
OCYIIIECTBIISATH
TIOHCK
HEOOXOTUMOM
HHPOPMALINY;
IIK 1.3. | MadopmupoBats 10JIb30BaThCs
MOTPEeOHUTENS O COBPEMEHHBIMU
OpOHHPOBaHHUU CpPE/CTBaMH CBS3U

U OPI'TEXHUKOI];
UCIIOJIb30BaTh
TEXHOJIOTHH cO0pa,
pa3MeIeHus,
XpaHCHHS,
HAKOTUJICHHUS,
npeoOpa3oBaHus U
nepeaayn JaHHbBIX
B
podecCHOHATBHO
OPHUECHTHUPOBAHHBIX
MHPOPMAIMOHHBIX
cUCTEMax;
HCIIOJIb30BaTh B
npodeccroHanbEHO
H NeATENLHOCTH
pa3IMYHEBIC BHIIBI
MIPOTPaAaMMHOTO
obecreueHus, B
T.4. CIICIUATBHOTO;
MIPUMEHSTH
TEIEKOMMYHHUKAIIH
OHHBIE CPEICTBA;
obecrieunBaTh
MHPOPMATMOHHYIO
0€301aCcHOCTb;
OCYILIECTBIISATh
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No Hnnexc Conepxxanue B pesynbrate nzydeHus yueOHON JUCHUIIIMHBI 00y4aromuecs J0KHBI
- KOMIIET | KOMHETCHUUH (MiH e€ MIPaKTHYECKHUH OIIBIT
ILIL 3HAThH YMETb
CHITUH 4acTH) (BazeTh)
MIOMCK
HEOOXOTUMOMN
nHpOpPMALNY;

K 2.3. | [IpparMaTh ygacTie B | COCTaB, QyHKIUHU H TIOJIF30BATHCS
3aKIIFOUYCHAN BO3MOXKHOCTH COBPEMEHHBIMHU
JIOTOBOPOB 00 WCTIONIb30BaHMS CPEACTBAMU CBSA3H
OKa3aHUH nH(pOpPMaLMOHHBIX U U OPI'TEXHHKOI1;
TOCTHHHYHBIX YCITYT. TEJICKOMMYHHUKALIHOHH | MCIHOJIB30BAaTh

BIX TEXHOJIOTHH B TEXHOJIOTUH cOopa,
npodeccroHabHOI pa3MeleHus,
JIeSITEIbHOCTH; XpaHeHHsl,
OpraHU3aIHIo HaKOIUICHHS,
JIESATEIILHOCTH C peoOpa30BaHus U
HCTIONIb30BaHUEM nepeady JaHHBIX
AaBTOMATH3MPOBAaHHBIX | B
pabounx MecT (maree - | IpoQecCHOHAIBEHO
APM), TOKaNbHBIX H OPUEHTUPOBAHHBIX
OTpacieBbIX CeTeH; nH(OPMaLMOHHBIX
MIPUKJIAHOE CUCTEMAX;
IIPOTpaMMHOE HCTIONB30BaTh B
obecrieueHue u npodeccruoHanbHO
nH(OpMaLMOHHbIE W esITeNbHOCTH
pecypcel B pa3iIMuHbIC BUJIBI
TOCTHHHYHOM CEpBHCE; | MPOTPaMMHOTO
OCHOBHBIC METOIBI M | OOecIeueHus, B
npueMbl o0ecredyeHus | T.4. CIEeHUaIbHOTO;
nH(popManmoHHOH MIPUMEHSTH
6e3omacHocTH. TEJICKOMMYHHKAIIN
OHHBIE CPE/ICTBA;
obecrieunBaTh
HHPOPMALMOHHYIO
0€30IacHOCTb;
OCYILECTBIIATh
MIOUCK
HE00XO0TUMOH
HHPOPMALINY;

K 2.4. | OGecrneunBath cocraB, QyHKIHH U I10JIb30BaThCS
BBITIOJTHEHHE BO3MOXKHOCTH COBPEMEHHBIMHU
JIOTOBOPOB 00 UCIIOJIb30BaHMS CpPEICTBaMU CBS3U
OKa3aHUH nH(OpPMaMOHHBIX U 1 OPT'TEXHUKOI1;

TOCTUHHUYHBIX YCITYT.

TEJIEKOMMYHHKAI[MOHH
bIX TEXHOJIOTUH B
npodeccrnoHaTbEHOM
TS TEBHOCTH,
OpTaHU3aIHIO
JIEATEITHHOCTH C
HCTIOJIb30BaHUEM
aBTOMATH3HPOBAHHBIX
paboumx mecr (nainee -
APM), nokanbHbIX U
OTpaclEBbIX CEeTEH;
MPUKIIATHOEC
MIPOTPaMMHOE
obecrieueHne u
“HPOPMAITNOHHBIE
pecypcsI B
TOCTHHHYIHOM CEPBHCE;
OCHOBHBIC METOJABI U

HCIIOJIb30BATh
TEXHOJIOTHH cOopa,
pa3MeIeHus,
XpaHEeHMs,
HAaKOIJICHHUS,
npeoOpa3oBaHus U
nepeaayn JaHHbBIX
B
npo¢eCCHOHATBHO
OpPUECHTHPOBAHHBIX
HHPOPMAIMOHHBIX
cUCTEMaX;
HCIIOJIb30BaTh B
npodeccnoHambHO
i AeSATeNbHOCTU
Ppas3iInyHbIC BUJIBI
MPOrPaMMHOTO
obOecreyeHus, B
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No Wunexc Conepxxanue B pesynbrate nzydeHus yueOHON JUCHUIIIMHBI 00y4aromuecs J0KHBI
- KOMIIET | KOMHETCHUUH (MiH e€ MIPaKTHYECKHUH OIIBIT
ILIL 3HAThH YMETb
CHITUH 4acTH) (BazeTh)
IpueMbl 00ECHeUYeHns | T.d. CIECHUATIBHOTO;
nH(popMannoHHOH MPUMEHSTH
6e3omacHoCTH. TEJICKOMMYHHKAIIN
OHHBIE CPEIICTBA;
obecrieunBaTh
HHPOPMALINOHHYIO
0e30MacHOCTb,
OCYIIECTBIISTH
TIOUCK
HEo0X0IMMO¥
nndopmanuy;

IIK 2.5. | TIpousBoauTh pacueTsl | cocTaB, PyHKIUU U 10JIb30BaThCs
C TOCTSMH, BO3MOXKHOCTH COBPEMEHHBIMHU
OpTaHH30BBIBATH WCTIONIb30BaHMS CPEACTBaMU CBSA3H
OTBE3]] ¥ TIPOBOJIBI MH()OPMAMOHHBIX U 1 OPTTEXHUKOI1;
TOCTeH. TEJICKOMMYHHUKAILIOHH | MCIOJIb30BATh

BIX TEXHOJIOTHH B TEXHOJIOTHH cOopa,
npo¢eCCUOHATBHOM pa3MeIneHus,
JIeSITEIbHOCTH; XpaHeHwsl,
OpraHHU3aIUIo HaKOIUICHHS,
JIeSTEIIbHOCTH C npeoOpa3oBaHus U
UCIIOJIb30BaHHEM nepenavu JaHHBIX
ABTOMATH3HPOBAaHHBIX | B
paboumnx MecT (manee - | IpoQecCHOHAITEHO
APM), TOKaNbHBIX H OPHUEHTUPOBAHHBIX
OTpAaCIIEBBIX CETell; MH()OPMaMOHHBIX
MPUKJIATHOE cucTeMax;
POrpaMMHOE UCTIONIb30BATh B
obecrieueHrE 1 npogecCHOHATBHO
nH(OpMaLMOHHbIE i esITeNbHOCTH
pecypchl B pasiIMuHbIe BUJIBI
TOCTUHMYHOM CEpBHCE; | MPOrpaMMHOrO
OCHOBHBIE METOJbI M | obecrieueHus, B
npueMbl 00ecHeyeHus | T.4. CIeUaIbHOrO;
nHpopManMoHHO MPUMEHSTH
6e3omacHocTH. TEJICKOMMYHHKAIIN
OHHBIE CPE/ICTBA;
obecrieuynBaTh
nH(pOpMaMOHHYIO
0e30MacHOCTb;
OCYIIECTBIISITh
MOUCK
HEOOXOUMOI
nHpOpPMaLNH;

K 3.3. | Bectu yuer cocraB, QyHKIIMH U MOJIF30BATHCS
00opyoBaHus U BO3MOXXHOCTH COBpPEMEHHBIMU
WHBEHTAPS UCIIOJIb30BaHMS CpPEICTBaMU CBS3H
TOCTHHHIIBL. nH(pOpMaLMOHHBIX U 1 OPT'TEXHUKOI1;

TEJICKOMMYHHUKALIMOHH | MCHOJIB30BATh

BIX TEXHOJIOTHH B TEXHOJIOTHH cOopa,
npodeccroHabHOM pasMeleHus,
JIeSITEIIbHOCTH; XpaHeHHsl,
OpTaHHU3AIHIO HaKOIUICHHS,
JEATCIIBHOCTH C peoOpa3oBaHUs U
HCTIONIb30BaHUEM nepeadu JaHHBIX
aBTOMATH3MPOBAaHHBIX | B

paboumnx MecT (nayee - | mpodeCCHOHATHHO
APM), NOKaJbHBIX U OPHUEHTUPOBAHHBIX
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No Wunexc Conepxxanue B pesynbrate nzydeHus yueOHON JUCHUIIIMHBI 00y4aromuecs J0KHBI
- KOMIIET | KOMHETCHUUH (MiH e€ MIPaKTHYECKHUH OIIBIT
ILII. 3HAThH YMETb
CHITUH 4acTH) (BazeTh)
OTpacieBbIX CeTel; MHPOPMALMOHHBIX
HPHKIIaHOS CHCTEMax;
HPOrpaMMHOE UCIIONB30BATh B
obecrieueHne u npo¢eCCHOHATBHO
UHPOPMALMOHHBIE il IeATeNbHOCTH
pecypcsl B pasIMYHbIC BUIHI

TOCTHHHUYHOM CEPBUCE;
OCHOBHBIE METOIBI U
npueMbl  o0ecreyeHunst
nHpopMannoHHO
6e30MacHOCTH.

MPOTPaMMHOTO
obecreyeHus, B
T.4. CIEIHABHOTO;
MPUMECHSTH
TEJIEKOMMYHHUKAIIH
OHHBIC CPEJICTBA;
obecIieunBaTh
nH(popMaMOHHYIO
0€e301IaCHOCTb;
OCYIIECTBIISATH
TTOVICK
HEOOXOTUMOMN
nnpopmanuwy;
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2.CTPYKTYPA U COAEPXKAHUE YUEBHOM JUCIUITIINHBI

2.1. O0beM y4eOHOV JUCUUIJIMHBI U BUAbI Y4e0HOH padoThl

Bua yueOHoi padboThI

Oo0vem uacoe

MakcuMaJibHasi yueOHast Harpy3ka (Bcero) 138
Oo0s3aTenbHas ayANTOPHasi yueOHas Harpy3ka (Bcero) 92
B TOM YUCIIC:
3aHATHS JIEKIIMOHHOI'O THIIA 32
PAKTUYECKHUE 3aHSATUS 60
CamocrosiTesibHasi padoTa odyuarierocsi (Bcero) 46
B TOM YHUCIJIC:
CaMOCTOATCIbHAasA BHCAYIUTOPHAA pa60Ta B BHUC JOMAIIHUX 46
MPAKTUYECKUX 3aJlaHUM, UHIWBUAYAIbHBIX 3aJlaHUI, CAMOCTOATEIHHOTO
1'[0,[[60[)3 N U3Y4YCHUA NOIIOJJHUTCIIBHOI'O TCOPCTHYCCKOIO MaTCpuralia
[TpomexyTounas arrectanus B popme 3auera/sx3aMeHa/ mud3avera 9K3aMEH
2.2. CTpyKTYypa TUCUMIIIMHBI
KosmuecTBO ayTHTOPHBIX YaCOB | CamocCTOSITEN
Teopernvec | IlpakTuyeckue u | bHasg paboTa
HaumeHoBaHMe pa3aesioB U TeM Bcero
Koe JadopaTopHble o0y4aromeroc
o0yuyeHue 3aHATHS 11 (4ac)
Paznen 1. Uudopmanus,
WH(OpPMANHOHHBIE TEXHOJIOTHH U 8 4 4
UH(OPMALMOHHbIE CUCTEMbI
Tewma 1.1. Nadopmarust u nHPOpMAITHOHHBIE 4 2 2
TEXHOJIOTUHN
Tema 1.2. UHpOpMaLMOHHbIE CHCTEMEI 2 2 2
Pasnen 2. O0padoTka TEKCTOBOM 18 4 8 6
uH$popmanuu B MSWord
Tema 2.1. OCHOBBI pabOTHI B TEKCTOBOM 2 2
penakrope MS Word
Tema 2.2. PaboTa ¢ TabnuiiamMu, n300pakxeHUSIMH 2
Tema 2.3. [leyats 10KyMeHTOB, (hOPMHPOBaHHUE
OrNaBJIeHHs, NpOBepka opdorpaduu U apyrue 7 1 4 2
Bo3MOxHOCTH MS Word
Paznen 3. O6padoTka 4uCI0BOM
5 P 24 6 10 8
uHpopmanuu B MSEXxcel
Tema 3.1. OCHOBBI PaOOTHI C MPOIECCOPOM 2 ) 2
aneKkTpoHHbIX Tabmmu MS Excel
Tema 3.2 Pabota c popmynamu 2 2 2
Tema 3.3. [TocTpoenne auarpaMm 5 1 2 2
Tema 3.4 JIpyrue Bosmoxuoctu MS Excel 7 1 4 2
Pasnen 4. Co3nanue npeseHTanuii B
A o P B 14 4 6 4
MSPowerPoint
Tema 4.1. OcHOBBI pabOTHI C MporpaMmoii MS 6 2 2 2
PowerPoint
Tema 4.2. Coznanue, pe1akTUpOBaHUE, 8 2 4 2
JEMOHCTpALHsI IPE3CHTALIMU
Paznen 5. MyabTuMeaniiHbIe TEXHOJIOTHH 12 4 4 4
Tema 5.1. MeTosl ipencTaBieHus rpaguaecKux 6 2 2 2
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H300paKeHHIA

Tema 5.2. PactpoBas u BekTOpHas rpaduka 6 2 2 2
Paznen 6. OcHoBbI HHPOPMALITUOHHOM U 6 2 2 2
KOMIIBIOTEPHOIi 0€30IaCHOCTH

Tema 6.1. MadopmanuoHnHas 6¢30MacHOCTb. 6 2 2 2

BamnTa OT KOMITBIOTCPHBIX BUPYCOB

Paszpnen 7. UngopmannoHHo-
KOOMYHHKALIMOHHBIC TEXHOJIOTHHU B

rOCTHHUYHOM OHM3Hece 56 8 30 18
7.1 UT B rocTHHUYHOM OW3HECE. 20 2 10 8
7.2 T B roctuangHOM OnzHece. [Iporpamma

«"ocTh» 36 6 24 10
Bcero no qucuMILinHe 138 32 60 46

2.3. TemaTnyeckuii IVIAH U COAepPKaAHUE YUeOHOM TMCUMIIUHBI
OI1.01 ”TH®OPMATUKA 1 THOOPMAIIMOHHO- _
KOMMYHHUKAIIMOHHBIE TEXHOJIOTMA B TPO®PECCUOHAJIBHOU

AEATEJIBHOCTH
Haumeno O0be | Ypose
BaHUe Coaep:xkanue yue0HOro MaTepuaia, NpakTUYecKue padoThl, CAMOCTOATEIbHASI M Hb
pasaesoB pabora o0yuarommxcsi, KypcoBasi padora (ecjiu npeaycMoTpeHa) yaco | ocBoe
U TeM B HHSA
1 2 3 4
Paznen 1.Mudopmanusi, "HPOPMALMOHHBbIE TEXHOJIOTMU M HHGPOPMaIlMOHHBIE CUCTEMbI 8
Tema 1.1. | Conep:kanue yueOHOro MaTepuaja 4
Nudopma | Jlekuumn
ous v 1 0030p coBpeMeHHBIX HH(OPMAIIMOHHBIX CUCTEM U TeXHoJoruil. HaznaueHue u
I/IH(I)OpMa BUBI I/IH(bOpMaL[I/IOHHI)IX TexHoJjioruii. TexHonoruu c60pa, HaKOIIJICHUS, 2 1
IIUOHHBIE 00paboTku, nepepaun u pacnpoctpaneHus nHpopmaun. CocTas, CTpyKTypa,
CUCTEMBI MIPHHITAIE peau3auy ¥ QyHKIIMOHUPOBAHUS HH()OPMAITMOHHBIX TEXHOJIOTHIA.
IIpakTnyeckue (J1a60paTOpPHbIE) 3AHATHS
1 | Knaccudukanms nHGOpMAITOHHBIX TEXHOJIOTHIA N0 chepaM MPIUMEHEHHS
CamocrosiTesibHasi padoTa 00y4arouuxcs
Pabora ¢ korcrekToM. TeMaTrka BHEAy JUTOPHOW CAMOCTOSTETFHON paOOTHI: 2
1. UadopmManioHHbIe TEXHOJIOTHH: HA3HAYCHUE W BUBI, ICPCICKTHBEI PAa3BUTHSI.
Crioco0FI repeiadu TaHHBIX
Tema 1.2. | Coaep:xanue yueO0HOro MaTepuaja 4
Hndopma | Jlexkunn
HHOHHEIE | 1 Wudpopmanmonnsie cucteMsl. Kitaccudukanms. JKu3HEHHBIH UK
CHUCTEMBbI MHPOPMAMOHHON cucTeMBl. [IpoekTnpoBanre HHPOPMAITMOHHBIX CHCTEM. 2 1
DKCIUTyaTalus U COMPOBOXKACHUE NHHOPMAIIMOHHBIX CUCTEM. Bup
MHPOPMAIMOHHBIX CHCTEM
IIpakTuyeckne (JiabopaTopHbIe) 3aHATUS
1 Knaccudpukanus nabhopMannoHHBIX cucTeM. JKU3HEHHBIN UK
nH(POPMAIIMOHHON CHCTEMBI.
CamocTosiTe1bHasi padoTa 00y4yalouuxcs
Pa6ora ¢ korcriektoM. TemaTrHka BHEAyJUTOPHOM CaMOCTOSATENIEHONW pabOTHI:
1.Knaccudukanust nHGpopManHOHHBIX cucTeM. BHabl HHPOPMAMOHHBIX CHCTEM. 2
[IpoextupoBanue MHGOPMALMOHHBIX cucteM. JKU3HEHHBIH MK HHPOPMaMOHHBIX
CHCTEM
Pasnen 2.06padoTka TeKcTOBOI mHpopmamuu B MSWord 18
Tema 2.1. | Conep:kaHue yueOHOI0 MaTepHuajia 6
. OcHoBbl | Jleknuu
paboterB | 1 Wnrepdeiic nporpammel MS Word. Cuctema nomoniu. OCHOBHOE MEHIO U
TEKCTOBO koMaHel. Hactpoiika okHa pepaktopa. BBoa U pejakTupoBaHue TeKcTa. 2 2,3
M ®dopmatupoBaHre ad3areB H CHMBOJIOB.
peaakTope | [IpakTu4yeckue (J1abopaTopHbie) 3aHATHS
MS Word | 1 Berinonsenue npakTudeckoii padotsl «Hactpoiika paGouero okna MS Word. 2
DopmMaTHpOBaHHE CHMBOJIOB M a03a11eB»
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CamocrosiTe1bHast padoTa 00y4aloHXCs
BrInonHenne HHANBHUIYaIbHBIX IPOCKTHBIX 3aJaHUMH, IO TEMaM:

®dopmaTHpoBaHUE CHUMBOJIOB 1 a03aIleB. 2
PaboTa co crickami.
Tema 2.2. | Copep:xaHue yueOHOro MaTepuaJja 5
Pa6ota c Jlexkuuu
Tabmmam | 1 Pabota c Tabnumamu n n3obpaxenus M. Purypsl, 00bekTs SmartArt, padora ¢ 1 23
u, hopmynamu '
u300paxe | [pakTuyeckue (1aGOPaTOPHbIE) 3AHATHS 2
HUAMU 1 | Brmonraenne npakrudeckoit pabotsl «Odopminerne gokymerToB MS Word»
CamocTosiTeIbHasi padoTa 00y4yalouXxcs
BrImonHeHNe HHANBHUIYaIBHBIX IPOCKTHBIX 3aJaHUH, 10 TEMaM:
OdopmireHre JOKYMEHTOB € TIOMOIIBIO ()OHOBBIX PUCYHKOB, TPAHUI] U TEKCTOBBIX 2
3¢ dexToB
Pabota c tabnuiiamu
Odopmienne gokymenTos B MS Word
Tema 2.3. | Coaep:kanue yueOHOro MaTepuaja 7
IleuaTs Jlekuuu
JOKyMeHT | 1 [MonsTus 0 mabioHax M CTHISIX, 0OpMIICHHE CTPAHUIBI TOKYMEHTA,
OB, (hopmupoBaHuEe OrNaBIeHHs, IPOBepKa opdorpaduu, neyarb JOKYMEHTOB. 1 2,3
(bopmupoB OCHOBBI JIGKTPOHHON BEPCTKH TEKCTA.
aHue IIpakTHyeckue (JIaGopaTopHble) 3aHATHUS
ONIaBICH | 1 Beinonaenue npakruueckod padotsl «Ctuiu 1 mabnonsl B MS Word» 4
ni, 2 Brimonnenne npaktudeckoil padbotel «OCHOBBI 3JIEKTPOHHOM BEPCTKH TEKCTa»
HPOBEPKA | CamocrosiTe/bHAs padoTa 00yYaA0MIMXCS
opdporpad | Bymonuenue WHIAWBHMAYAIBHBIX IPOEKTHBIX 3aJaHHUH, 10 TEMAaM:
na Crwu w ma6oust B MS Word
Apyrue DIIEKTPOHHAs BEPCTKA TEKCTa 2
BO3MOXKHO | Q¢hopmiienue nokymenToB 8 MS Word
cta MS
Word
Pasnen 3.06padoTka unciaoBoii nHpopmauuu B MSEXcel 24
Tema 3.1. | Coaep:xanue yueOHOro MaTepuaja 6
OCHOBBI Jlekuuu 2,3
paboterc | 1 Hactpoiika cpenst MS Excel. Hactpotiika cpeabl, BBOA U peIaKTHPOBAHHE 2
npouecco JIAaHHBIX, CHCTEMa OMOIIIH.
pom IIpakTnyeckue (Ja00paTopHbIe) 3aHATHS 2
SJICKTPOH | 1 | BrmonHeHne npaktudeckoi paboTel «PaboTa ¢ 3JIEKTPOHHBIMHU TaOIUIIAMI
HbIX CamocrosiTe/IbHAsi padoTa 00yYar0IHXCsI
TabsmIy BrimonHeHNe HHANBHYATBHBIX MPOSKTHBIX 3a/IaHUM, TI0 TEMaM: 2
MS Excel DnekrponHble Tabuipl Excel kak nHpOpMamoHHbIe 00bEKTHI. [
Tema 3.2. | Conep:xanue yueOHOro MaTepuaja 6
Pabora ¢ Jlexuuu
Gopmyna | 1 ‘ Pabora ¢ popmynamu. Mcrons3zoBanne GpyHkuii. Mactep GyHKImn 2 2,3
MH IpakTuyeckne (J1a6opaTopHbIe) 3AHATHS )
1 | BrinosHenue npaktnieckoi padotsl «Popmyisl v pynkumu B MS Excel»
CamocrosiTe1bHasi padoTa 00y4aloHXCH
BrInosnHeHue MHIMBH/YaIbHBIX IPOSKTHBIX 33JaHUMH, 10 TEMaM:
[ I[TpoexktupoBanue Tadbanu B MS Excel 2
Wcnonp3oBanue GpyHKIMI pa3nuaHeix kareropuii B MS Excel
Pacuernsie 3agaun B MS Excel
Tema 3.3. | Conep:xanue yueOHOro MaTepuaja 5
Tloctpoen | Jlekuuu
ne 1 | IToctpoenne auarpamm B MS Excel. 1 2,3
audarpamm | TIpaktudeckue (J1a0opaTOpHbIE) 3aHATHS 2
1 | BrimoHenue npakrudeckoit padbotsl «/Inarpammer B MS Excel»
CamocTosiTeJibHasi padoTa 00yJarouIuXcst
BrInonHeHne HHANBHUIYaIBHBIX IPOCKTHBIX 3aJaHUMH, 10 TEMaM:! 2
[TocTpoenue nuarpamm u rpagpuxoB B MS Excel
Tema 3.4. | Conep:kaHue yuedOHOro MaTepuaja 7
Hpyrue Jlekuun
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BO3MOXXHO | 1 Co3nanue CIMcKoB, yrpasieHue ciuckamu. CopTHpoBKa 1 QHIbTpaLus
ctu MS naHHbIX. [IpomexxyTounbie utoru. [ledars Tadimir. Xya0/KeCTBEHHOE 1 2,3
Excel odopMIIeHHE pe3yIbTaTOB paObOTHI.
IIpakTuyeckue (JadopaTopHbie) 3aHATHS 2
1 Brmonaenne npaktrdaeckoii padbotsl «ba3er nanaeix B MS Excel»
2 BrmonHenne npaktudeckoil padboTsl «XynoxecTBeHHOE 0(OpMIICHHE 2
pe3yIbTaToOB paboTHI»
CamocTosiTeIbHasi padoTa 00y4alouXCs
BrInonHeHNEe HHANBUYaIbHBIX IPOSKTHBIX 33JaHUM, TI0 TEMaM:
«[IpoextupoBanne Tabnuisr B MS Excel
XynoxecTBeHHOE opopMIIeHNE pe3ynbTaToB padboTsl B MS Excel 2
Pabota c 6a3amu nanubix B MS Excel
CosmectHoe ucnonszoBanue MS Excel u MS Word
O0paboTka IKOHOMHUECKOI U cTaTucTrdeckol nHpopmaruu cpencreamu MS Excel n
MS Word
Paznea 4.Co3nanue npesenranuii B MSPowerPoint 14
Tema 4.1. | Coaep:xanue yueO0HOro MaTepuaja 6
OcHOBBI Jlekuuu
paboTHI ¢ 1 Hacrpoiika cpenst MS PowerPoint. Hactpoiika cpenbl, BBOA U
nporpamMmm peIaKTHpOBaHUE JAHHBIX, cucTeMa nomomu. Pabota co cnaiinamu, pasmMeTka 2 2,3
oit MS ciaiinoB. Pazmuunbie 00BEKTHI claiina.
PowerPoi | TIpakTuueckue (1aGopaTopHbIe) 3AHATHS )
nt 1 | BrmonaeHue npaktudeckoit paboTel «PaboTta co cmaiimamu B8 MS PowerPoint»
CamocrosiTeJibHasi padora 00y4arouuxcs
BrInonHeHne HHINBHIYaIBHBIX IPOCKTHBIX 3aaHUH, 10 TEMaM: 2
«Coznmanne npeseHTanuu cpeacreamu MS PowerPointy»
Tema 4.2. | Cogep:xanue yue0HOro MaTepuaja 8
Cosznanue, | Jlekuun
pCaaKkTUp 1 Cxema co3ziaHus Ipe3eHTalu1, PEJaKTHPOBAHNUE MTPE3ECHTALIH, PEKUMBI
OBaHME, CO3JJaHUs [TPE3EHTAINN, HACTOWKA aHUMAIH CIIAiI0B, TU3aiH CIaii10B, 2 2,3
JIEMOHCTP JieMoHcTpanus ciaiaos. [leyats npe3eHTanuu.
anus IIpakTHyeckue (JadopaTopHbIe) 3aHATHUS
[peseHTan | 1 BrinonHenue npakTudeckoi paboTs! «PeXXUMBI CO31aHUS TPE3CHTAIIH.
nn Hactpolika nusaiiHa ciaiioB» 4
2 Brinonnenue npakrudeckoit pabotsl «HacTpoiika aHnMamu ciaiios.
HacTpolika npe3eHTanuu »
CamocrosiTe1bHasi padoTa 00y4yarouuxcs
Brimonnenue WHAUBUAYAJTBHBIX IPOCKTHBIX SaﬂaHHﬁ, I10 TEMaM: 2
«Coznmanne npesenTanuu cpeacteamu MS PowerPointy
Paznen 5. MyabTUMeAUHbIE TEXHOJOTHH 12
Tema 5.1. | Coaep:xanue yueOHOro MaTepuaja 6
Metonasl Jlekuun
npesacTasa | 1 [onsTre KomMnbIOTEpHOI rpaduku.lBeT 1 MeTop! ero onucanus. CucremMsl 2 2
CHUS useroB RGB, CMYK, HSB.
rpaduiec | [pakTudeckne (1aGOpaTOpHbIE) 3aAHSATHS
KuX Brimonnenue npaktudeckoit padotsl «Co3naHue rpaduueckux 00bEeKTOB. 2
usobpaxe | Konuposanue, pOpMaTHpOBAHHE, YAAIEHUE, IPYIITUPOBKaY
HUH CamocrosiTe1bHasi padora
Brimonnenue MHAWBUAYAJIBHBIX IPOCKTHBIX 3a)1aHm71, 110 TEMaM: 2
PaboTa ¢ rpadmaeckumMu 0ObeKTaMH
Tema 5.2. | Conep:xkaHue yueOHOro MaTepuaja 6
PactpoBas | Jlekuuu
u 1 Mertoms! npenctaBneHus rpadpudecknx n3odpaxenuit. @opmaTsl rpaduaecknx 2 2
BEKTOPHAs (aitos. ITporpamMmsl 11 00pabOTKH pacCTPOBHIX M BEKTOPHBIX H300pasKEeHHUH.
rpaduka IIpakTuyeckue (J1a60paTOpPHbIE) 3AHATHUS 2
Beimonnenne npaktudeckoi padbotel «I'paduueckne pegakTopsl M MX BO3ZMOKHOCTI
CamocrosTenbHasi paboTa
BrInonHeHne HHANBHUIYaIbHBIX IPOCKTHBIX 33aaHUMH, IO TEMaM: 2
I'paduaeckue pegakToOpsl ¥ HX BO3MOXKHOCTH
Paznea 6. OCHOBBI HHGOPMANMOHHOM H KOMIIbIOTEPHOI 0€301aCHOCTH 6
Tema 6.1. | Coaepskanue y4e6HOro MaTepHaaa 6
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WNudopma | Jlekuun
[TUOHHAS 1 3amuTa HGOPMAIH B KOMITBIOTEPHBIX CeTaX. HeoOX0AMMOCTh 3aIUThI
Oe3omacHo nHpopmanuu. OCHOBHBIC IPUHIIMITH 3aITUTH HHPOPMALIAH. 3aIIUTa OT 2 2,3
CTb. KOMITBIOTEPHBIX BUPYCOB
3armuTa pakTuyeckue (JadopaTopHbie) 3aHATUS
oT Brmonnenne mpaktudeckoi padotel «HpOpManmonHast 6€30macHOCTh U 2
KOMITBIOTE 3aIIUTa»
PHBIX CamocrosTenbHasi padora
BUpYCOB BrInonHeHNe UHAMBHYaIbHBIX IPOSKTHBIX 3aaHui, 1o TeMaM: «/HpopManroHHas
6e30MacHOCTb U 3aIlUTa)
KommnbroTepHbie BUPYCHI, BUIBI KOMIIBIOTEPHBIX BUPYCOB.
3amuTa OT BPEIOHOCHBIX POTPaMM.
AHTHBHPYCHBIE TIPOTPAMMBI, KIIACCH(PHUKALINS.
Paznen 7. UHpOpMAMOHHO-KOOMYHUKALIMOHHbIE TEXHOJIOTHM B TOCTUHHYHOM OH3Hece 56
Tema 7.1 | Coaep:xkaHue yueOHOTo MaTepuaja 20
UT B Jlekuuu
;(())(;\;IFI/IHI/I‘I 1 2 23
OuzHece. IIpakTnueckue (1a00paTopHbIE) 3AHATUS
Brimonnenne npaktuueckoil padotsl «MH(pOpMannOHHO-KOOMYHHKAIIMOHHBIE 10
TEXHOJIOTHMH B TOCTUHHYHOM OM3HECE)»
CamocrosiTe1bHasi padora
BrinonHenre MHAMBAIYATBHBIX TIPOEKTHLIX 3a1auuii, o teme: «MHDOpMamoHHo- 8
KOOMYHHUKAITMOHHBIE TEXHOJIOTHH B TOCTHHUYHOM OW3HECe)
Tema 7.2 | Copep:xkaHue yueOHOro MaTepuaja 36
UT s Jlekuuu
TOCTUHHY 1
HOM 6 2,3
Ousnece. [ [IpakTmueckue (;1a60paTOpHbIE) 3aHATHS
Iporpam | Byionnenne mpakriaeckoii paGots «MT B rocturndHoM GusHece. ITporpamma 20
Ma T'octp»
«"octb»
CamocrosiTesbHasi padora
BrinosnHeHue MHAMBUIyalIbHBIX IIPOEKTHBIX 3aJaHuii, 1o TeMaM: «HUT B TOCTUHMYHOM 10
6msnece. [Iporpamma ['ocTe»
Bcero: 138 3

s xapaxmepucmuxu ypo8Hs 0C80eHUs yUeOH020 MAMepuala UCnoIb3ylomcs cieoyioujue

0603Hayenus: 1. — 03HakoMumenvuwlll (V3HABAHUE paHee U3VUEeHHbIX 00beKmos, ceoticms); 2. —
PenpoOyKmMuBHblil (8bINOIHEHUE 0esTMeIbHOCMU N0 00Pa3yy, UHCMPYKYUU UlU N0O PYKOBOOCMEoM) 3. —

npodykmuenbzﬁ (nﬂaﬂupoeaHue u camocmosmeilbHoe 6blNnojHeHue ()eﬂmeﬂbnocmu, peuwiernue

npooOIeMHBIX 3a0aY)

19




2.4. Coaepxxanue pa3aeoB JUCHUILIMHBI

2.4.1. 3aHATHA JEeKIHOHHOI0 THIIA

pasn
ena

HanmenoBanue
pa3zena

Coneprxanue pasnena

dopma
TEKYIIETo
KOHTPOJIS

2

3

4

1 cemecmp

Wudopmanns,
nH}popMannOHHbIE
TEXHOJIOTUH U
nH}popMannOHHbIE
CHCTEMBbI

Omnpenenenne nHpopmaTuky, TEXHOJIOTUH, nH(pOpPMaIMOHHBIE
TEXHOJIOTHH, KOMIIbIOTEpHBbIE MH(OPMAIIOHHBIE TEXHOJIOTHH; CBOICTBa
MH(OPMALMOHHBIX TEXHOJIOTHH: L1EJIOCTHOCTh, HAJMYHE KOMIIOHEHTOB M
CTPYKTYpBI, B3aUMOJICHCTBHE C BHEIIHEW CpeloH, Leaecoo0pa3sHoCTh,
pasBUTHE BO BPEMEHM; BHIbl MH()OPMAIMOHHBIX TEXHOJOTHH IO THILY
nH(pOpMaLUH: TEKCTOBBIE, TAOINYHBIE, Tpa)HUECKHE, 3BYKOBBIE, BUIEO U
MYJIbTUMEANIHbBIC JAaHHbIE; MOHATHE 00paboTKa, MPOBEICHUE PACUCTOB,
BBIOOPKA, TOWCK, OOBEIMHEHHE, CIUSHHWE, COPTHPOBKA, (MIbTpanus,
00paboTka TaHHEIX, 00pa0OTKa WH(pOPMANWH, TEXHOIOTHA 00paboTKH
JAHHBIX,  TEXHOJOTHMS  aBTOMaTHYeCKOro cOopa  uWH(pOpMAaIuy,
TEXHOJIOTHUECKUI  mporiecc  00paboTku  mH(DOpMAIMK,  CPEICTBA
peanuzanuy MHGOPMAIMOHHBIX TEXHOJIOTHH: MporpaMMHble (0a30Bble U
MPUKJIaJHBIE CPECTBA), TeXHUYECKHE (CHUCTEMHBIH OJIOK, MAHUITYJIATOD
MBIIIIb, KJIABUATYypa, MOHUTOP, NIeYaTarolle YCTPOHCTBA), METOANYECKHUE
(cranpmapTHzanys ¥ yHUHKAIWs); TOHSATHE CUCTEMBI, apXUTEKTypa
CHCTEMBI, 3JIEMEHT CHCTEMbI, OpTraHU3alus CHCTEMBI, CTPYKTypa
CHCTeMBI, WH(OPMAIMOHHAs CHCTEMa, IIPOIECCHl, IPOTCKAIOUINE B
MH()OPMAIMOHHBIX CHCTEMaX, JTambl pPa3BHTHS HHGOPMAIIMOHHBIX
CHCTEM, OCHOBHBIE NOHATHA W CYIIHOCTh WH(OPMAIMOHHBIX PECYPCOB,
B3aUMOJICHCTBHE TMOTPEOMTENEeH-TIOCTABIINKOB HWH(QOPMANUU:  ITOMCK
nH(popManuy, MHTEpHpETAs COOOIIEHNH, pelIeHNe 3aJadl, CO3IaHue
COOOIIeHUH, pacIPOCTPAHCHHE COOOIIICHHUH.

v

Oo6paboTtka
TEKCTOBOM
nHdopmanuu B MS
Word

Oransl co3aanus gokymenta Word, stansr coxpanenus goxkymenrta Word,
BUABI moMmoly, obuenue ¢ nomomuukom no Office, Bkmouenue wu
BBIKJIIOYCHHE TIOMOIIM, HCIIOJB30BAaHHE OKHA CIIPABOYHOM CHCTEMBI,
UCTIONB30BaHUE BKJIAJKU MOUCK, UCIIOJIB30BAaHHE CPEICTB HoMouH «YTto
9TO Takoe?», dTalbl HACTPOWKU TaHENH OBICTPOTO IOCTYyINa, U3MEHEHHE
pacIIOJIOKEHUS TTaHeNd, J0O0aBICHHE U yNaJeHUE 3JICMCHTOB Ha IMAHEb,
JTambl  3afaHdsA ~ [ApaMeTpOB  CTPAHMIBL,  OTambl  CO3JAHHS
MHOTOYPOBHEBBIX CITHCKOB: BBIOOp CTHIIA IUIS CITHCKAa CO BCTPOCHHOM
KOJUICKIINH, CO3JaHHEe HOBOTO CTWIISA, OIpPENCICHHE HOBBIX CTIUICH,
py4YHas HyMepamus 3JICMEHTOB CITUCKA; PEIaKTHPOBAaHHE JIOKYMCHTOB:
BEIOOp S3BIKA, PACCTAHOBKA IEPEHOCOB, MMPOBEPKH MPABOIHCAHIS, TTOUCK
TEKCTa, 3aMEHa TEKCTa, HCIIOJIb30BaHWE CHHOHMMOB, yIalleHHE TEKCTa,
nepeMeIeHne 1 KOMpoBaHue (parMeHToB JOKYMEHTa, IIepeMenIeHIe
KOIMUPOBaHUWE C HCIOJb30BaHueM Oydepa oOMeHa, TepeMelieHHe Hu
KOIIMPOBAaHHE C IOMOINBIO CIIEIHAJIFHON BCTaBKH; CO3/[aHHE TaOIHIl H
PHUCYHKOB, TpagueCKUX 0OHEKTOB.

P,V

OO6paboTtka
YHUCIJIOBO
nadopmanuu B MS
Excel

Cosznanue Tabnui Excel aBromaTiueckn, co3aannue TabauI] BpyIHYIO,
dhopmarupoBanue TabauI, popMaTHpPOBAHKE TEKCTA B OTJIABJICHNUH,
yIpaBJICHUE BHIOM JOKYMEHTA, IIeYaTh JOKYMEHTOB, OCHOBHBIC
XapaKTepUCTHKH IporpaMMHoro npoaykra Excel, uatepdetic Excel,
IIa0JIOHBI TAOJUI] U TAOJTHMYHBIC BRIYHACIICHUS, BBOJ YHCEN, BBOJ TCKCTA,
BBOJI OJTHOTO ¥ TOTO K€ 3HAYCHHUS B HECKOJIBKO STYCCK OJHOBPEMEHHO,
OBICTpPOE 3aMOJTHEHUE MTOBTOPSIOIUMHUCS 3aITUCSIMU CTOJIOIA, BBOJ U
W3MEHECHHUE OJTHOTO M TOTO K€ 3HAYCHUS Ha HECKOJIBKHX JINCTAX, TOHIATHE
STYCHKH, AUAMa30H S9eeK, GopMaTHPOBaHNE JAHHBIX B STUCHKAX,
BeraucieHus B Excel, hopMyisl, HCmonp30BaHNe CCHUIOK M IMEH,
MepeMeIeHne U KOIMpoBaHue (OpMyI, OTHOCUTEIFHBIE H A0CONMIOTHBIE
CCBUIKH, IOHATHE (YHKINU, TUIH (PYHKINH, TOHATHE CITUCKA, CO3/IaHNe
BBIMTAJAIONINX CIIICKOB, KAK CKPBITH JINCT C ICTOYHIUKOM CITHICKA,
CO3/IaHHE JUarpaMMbl, OOIIUE CBEACHUS O UarpaMMme, 3HaKOMCTBa C

20




Ne ®dopma

pasn Hanverosarme ConeprxaHue paszena TEKYIIETo

pasnena

ena KOHTPOJIS

1 2 3 4

3JIEMEHTaMH TUarpaMMsl, H3MeHeHue 0a30BOI [uarpaMMsl B
COOTBETCTBHH C MOTpeOHOCTSIMHU, popMmaTupoBaHue nuarpamm. U1 np.

4 Co3nanue IlonaTne mnpe3eHTanus, MyJNbTUMeIUa MpPE3CHTAlMUsd, KOMIIBIOTEpHBIE | Y
npe3eHTalmii B MS | mpeseHTanuu, IIpeuMyIIecTBa MIpe3eHTalHH, MSPowerPoint,
PowerPoint NPEeUMYIIECTBA M HEJIOCTATKH, JTAIlbl CO3JIaHMs MpPE3eHTalUd, BBIOOP

JM3aliHa Mpe3eHTaluy, Talbl COPTHPOBKU M PEAaKTHPOBaHMS CIalI0B,
CO3JJaHME aHUMAalMKM 00BEKTOB Ciaiifia, 3Tambl BHIOOpA IIEPEX0I0B MEXKIY
clalgaMu.

5 [NonsTHE KOMIBIOTEPHO rpaduku. MeTobI IpeICTaBICHIUS vV, T

. rpadudeckux n3obpaxkennii. @opmatsl rpadudeckux aitnos.
MynbeTume auiiHbIE
X HOIOMIH ITporpamme! s 00pabOTKH PACTPOBHIX M BEKTOPHBIX
n3o0paxennii. PactpoBas u BekropHas rpaduka. Liset u meTons! ero
omucanusa. Cuctemsl nBetoB RGB, CMYK, HSB.
6 3amuTa  JaHHBIX, CHCTEMBl AapXWBUPOBAaHWA W  JOyOiaupoBaHus | Y
nHpOopManuy, 3alIUTa OT KOMIBIOTEPHBIX BHPYCOB, 3aIllUTa OT
HECaHKIIMOHUPOBAaHHOTO JIOCTYyTIa, MEXaHU3MBI obecrieueHus
0e30macHOCTH, HEOOXOAMMOCTh 3alIMTHl MH(GOPMAIMH, KpUnTorpadus,
KPHIITOAHAIN3, SJICKTPOHHAS TOAIUCH, ayTeHTH(UKAIMS, 3al[1Ta CEeTeH,
OCHOBAL 3alUTa OT MOTEPU U pa3pylLIeHHUs, 3aIlUTa OT HECAHKI[MOHHPOBAHHOTO
HH(OPMALHOHHOH 1 ZI0CTYa, KOMIBIOTEPHEIE BUPYCEL: OHATHE, BUPYCHI O Cpesie obuTaHus:
KOMITBIOTEPHOI cereBble, (halyOBBIE, 3arpy30duHble, MAaKpO-BHPYCHI, II0 CIIOCOOY
5630MACHOCTIH 3apaXEHHs: PE3WICHTHBIC, HEPE3UICHTHBIC, IO MacimuTady BpeTHBIX
BO3JCHCTBHI: Oe3BpenHble, HEOIACHbIC, OINAacHBIC, OYEHb OIACHBIC,
OTKyz1a OepyTcst BUPYCHI: TTI00ATBbHBIE CETH, SIEKTPOHHBIC KOH(PEPCHIINH,
JIOKJIbHBIE CETH, NMHMpATCKoe NporpamMmHoe obecneuenune, 1K obmero
MIOJIb30BAaHNUs, OCHOBHBIC BHIBI MPOQHIAKTUKN KOMIIBIOTEPa, aHTHBHUPYC,
3 Kkijacca  AHTUBUPYCHBIX  TIporpaMm:  mojudard,  peBH30DBL,
OJIOKUPOBIIUKH,

[Mpumeuanue: T — tectupoBanue, P — Hanucanue pedepara, Y — ycrHblil onpoc, KP — koHTposbHas paboTa

2.4.2. 3aHATHS CEMUHAPCKOI0 TUIA
] HEe IpeayCMOTPEHBI
2.4.3. IlpakTnueckue 3auaTus (JlabopaTtopHbie 3aHATHSA)
dopma
HaunmenoBanue
No pasena HanmenoBanwme npaktudeckux (JlabopaTopHbBIX) paboT TEKYILEeTO
KOHTPOJIS
[ cemecmp

1 2 3 4

1. Mudopmarus, Knaccndukarnus nHbpOopMaIMOHHBIX TEXHOIOTHH 110 cdepam
nH(pOopMaIMOHHBIE |IPUMCHCHH.
TEeXHOJIOTHH U Knaccndukarnms nabpopMannoHHbIX cucTeM. JKU3HEHHBIN UK A
MH(OPMALOHHBIC MHPOPMAMOHHON CUCTEMBI.
CUCTEMBI

2. BrimonHenue npaktudeckoi padbotsl «Hactpoiika pabouero okna MS

Word. dopmaTrpoBaHre CHMBOJIOB U a03aLIEB.
O6pa6onia BrimonHenue npaktudeckoi padbotsl «OdopmMieHne J10KyMeHToB MS
TEKCTOBOU Wordy. TP
urpopmannn B MS [Brinonnenne npakTHdeckoi padotsl «Ctmim 1 mabdiaoHs B MS Wordy.
Word BerimonHenue npakTudeckoi padoTsl « OCHOBBI 3JIEKTPOHHON BEPCTKU
TEKCTay.
3. O6paGoTka BrimonHenue npakTudeckoil pabotsl «PaboTta ¢ 3eKTPOHHBIMA P

Ta0JIMLIAMHE.
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YHUCIIOBOM Brimonnenue npakrnueckoit padbotsl «Popmyinsl u pyHKunu B MS
uHbopmanuu B MS [Excel».

Excel BeinosHeHue npakTuieckoil padbotsl «/luarpammel B MS Excel».
Brimonaenne npaktuieckoit pabotsl «ba3er qanaeix B MS Excel».
Brimonaenne npakTuaeckoil padbotsl «XymnokecTBEHHOE 0(OpMIICHHE
pe3yIbTaToOB PabOTHD).

BrimonHeHne nmpakTuaeckoil padboTel «PeXUMBI CO3MaHHS TIPE3CHTAIHH.

Cosnarne Hactpolika qu3zaiiHa ciaiao
o TpoliKa AM3aiiHa ClaigoBy.
npeseHTanuii B MS 4 ~ ” = TP
PowerPoint BrmonHenne npakTrdeckoii pabotsl «HacTpolika aHMMAaIiK CIaiIoB.
Hactpoiika npe3eHtauuny.
5. Brimonaenne npaktuieckoit padboter «Pabdora ¢ rpaduaeckumu
o obwrexTamu. Co3anue, KOMMPOBaHKe, yaaleHne, opMaTHPOBaAHHE
MynbTHMe IHITHBIE A ’ p » YA - bop p ’
TPYIIIUPOBKAY. 1P
TEXHOJIOTUHU "
BrmonHenue npakTHieckoi padbotsl «I'paduueckue perakTopsl U UX
BO3MOXKHOCTI.
6 |OcHoBBI Brimonnenue npakruueckoi padbotel «MHpopMmalnoHHas 6e301acHOCTh
WHPOPMALIMOHHON |1 3aLIUTay. p

U KOMITBIOTEPHOH
0e30MmacHOCTH

Ilpumeuanue: IIP- npaxmuueckasn paboma, JIP- rabopamopnas paboma,; 1 — mecmupoeanue, P — nanucanue
pepepama, YV — ycmuwiii onpoc, KP — konmponvhas paboma

2.4.4. Conep:xxaHue CaMOCTOSTeIbHOI padoThI

IIpumepHasi TemaTuka pedepaTos:

1. Knaccuduxanusi COBpeMEHHbIX HHPOPMAIMOHHBIX TEXHOJIOTUH.
HNupopmanoHHbIe CUCTEMBI M UX KJIacCU(pUKAIIHs

Hanpasnenus pazButust ouCHbBIX HHOOPMAIIMOHHBIX TEXHOJIOTHH.
TexHonmoruu BBoJIa HHPOPMAIIHH.

TexHonmoruu xpaHneHus: *HPOPMAIIHH.

HcTopus pa3zButus HHOOPMAIIMOHHBIX TEXHOJIOTHH.

3amwura uadopmaruu B UHTEpHET.

3ammTa OT KOMIIBIOTEPHBIX BUPYCOB.

XNk W

IlepeyeHb yueOHO-MeTOAHYECKOT0 OOecnedeH s IJIsl CAMOCTOSATEIbHOI padoThI
00y4aoImMXcs Mo IMCIHUIINHE

CamocrosaTenpHas paboTa oOydaromuxcsi siBIsieTCs BaxkHeimen (opmoit yueGHO-
MO03HABATEIBHOTO MpoLEecca.

OcHOBHas 1eJb CaMOCTOSITENBHONM paboThl  OOywarowerocs NpH H3YYEHHUH
JUCHUIUIMHBI — 3aKpENUTh TEOPETUYECKUE 3HAHUS, IOJYYEHHbIE B XOJ JIEKIIMOHHBIX
3aHATHI, a Takke CcGOpMUpPOBaTh MPAKTUYECKWE HAaBBIKM TOJATOTOBKM B 00JacTu
MH(OPMALIMOHHBIX TEXHOJIOTUH.

CamocrositenbHast pabora oOydaromerocss B TPOIECCE OCBOCHHUS TUCIMITIMHBI
BKJIIOYAET:

-U3y4eHHE OCHOBHOMU U JIOIIOJIHUTEIBHOM JINTEPATyphl IO KYpCY;

-CaMOCTOSITEJIbHOE U3YUEHHE HEKOTOPBIX BOIIPOCOB (KOHCIIEKTUPOBAHUE);

-paboTy C PIEKTPOHHBIMU y4EOHBIMH PECYPCAMU;

-U3y4eHHEe MaTepUaJIOB IEPUOINIECKON IIeUYaTH, UHTEPHET PECypPCOB;
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-TIOJITOTOBKY K TECTHPOBAHUIO;

-TIOATOTOBKY K MPAKTUYECKUM (JTA0OPATOPHBIM) 3aHATHUSM,
-CaMOCTOSITEIILHOE BHIMIOJTHEHUE TOMAITHUX 3aJIaHUH,

-IIOJITOTOBKY pedepata (J10KIaaa, 3cce) Mo 0OAHOM U3 mpolIeM Kypca.

Ha camocTosiTeibHYI0 padoTy o0y4yariuuxcs OTBOAUTCS 46 4acoB y4eOHOIO
BpeMeHH.

HaumenoBanue
ITepeueHp y1eOHO-METOIMUECKOTO 0OECTICUEHHS AUCIUIUTHHBI IO BBITIOTHEHHIO
Ne pazzena, TeMbl, BUAa N
CaMOCTOSATENTFHON pabOTHI
CPC
1 2 3
1 Paznen 1. 1. Tpoghumos, B. B. Undpopmaruka B 2 1. Tom 1 [DaekTpoHHBIN pecypc]: yueOHUK
Wndopmanus s CIIO / B. B. Tpodumos; niox pen. B. B. Tpodpumosa. — 3-¢ u3., Hepep.a6.. u
i non. — M.: UsparensctBo IOpaiit, 2017. — 553 c. - URL: https://www.biblio-
MHQOPMAUMORHBIC  |o1in 1/hook/87EC2130-3EBB-45B7-B195-1A9C561EDIDO
TEXHOIOrHH W\ > Mamonosa, T. E. WudopmannoHusie TexHosorud. JlabopaTtopHblid MpakTHKYM
MH(OPMANHOHHBIC  |[5yekTponnsiii pecype]: yueGHOE MOCOOHE I MpUKIaAHOro Gakanaspuata / T. E.
CHCTEMbI MamonoBa. — M.: WMzpmaremsctBo FOpaiit, 2016. — 176 c¢. - URL:
https://www.biblio-online.ru/book/ESD96EID-AE76-4719-8DFA-F6FCFB898B75
3. Cosemos, b. A VupOpMalMOHHbIE TEXHONOTMH [DIEKTPOHHBIA pecypc]:
yuebnuk mis CIIO / b. 5. Coseros, B. B. IlexanoBckuii. — 6-¢ u3a., nepepad. u
nom. — M.: HUsnmarensctBo FOpaiit, 2017. — 261 c. - URL: https://www.biblio-
online.ru/book/BBC6F436-97B4-4DCB-829E-1DF182A8B1A4
2. Paznen 2. 1. Tpogpumos, B. B. NUnuopmaruka B 2 1. Tom 1 [DnexTpoHHbII pecypc]: yueOHUK
st CITO / B. B. Tpodumos; nox pexn. B. B. Tpopumosa. — 3-¢ uzn., nepepad. u
Oﬁpaﬁo“ia mon. — M.: UsmarensctBo IOpaiit, 2017. — 553 c. - URL: https://www.biblio-
TEKCTOBOU online.ru/book/87EC2130-3EBB-45B7-B195-1A9C561ED9D9
unpopmauun B MS|2. Mamonosa, T. E. Nudopmanmonnsie TexHONornn. JIabopaTopHbIil MpaKTHKYM
Word [DnexTpoHHBIH pecype]: yueOHOe mocodue st mpukiaaHoro 6akanaspuata / T. E.
MamonoBa. — M.: WMzparemsctBo [FOpaiit, 2016. — 176 c¢. - URL:
https://www.biblio-online.ru/book/ESD96E9D-AE76-4719-8DFA-F6FCFB898B75
3. Cosemos, 5. S. VudopMaluOHHbIE TEXHOIOTHH [DJIEKTPOHHBIH pecypc]:
yuebnuk st CIIO / b. 5. Coseros, B. B. llexanoBckuii. — 6-¢ u3x., nepepad. u
jon. — M.: UznarensctBo HOpaiit, 2017. — 261 c. - URL: https://www.biblio-
online.ru/book/BBC6F436-97B4-4DCB-829E-1DF182A8B1A4
3 Paznen 3. 1. Tpogpumos, B. B. Unpopmaruka B 2 T. Tom 1 [DneKTpoHHBIH pecypc]: yIeOHUK
ot CIIO / B. B. Tpodumos; nox pen. B. B. Tpopumora. — 3-¢ uzn., mepepad. u
OﬁpaﬁOTFa Jon. — M.: UznarensctBo HOpaiit, 2017. — 553 c. - URL: https://www.biblio-
“1HC/10BOU online.ru/book/87EC2130-3EBB-45B7-B195-1A9C561EDIDY
unpopmauud B MS|2. Mamonosa, T. E. Nudopmanuonnsie TexHonoruyn. JIaGopaTopHbIi MpakTHKYM
Excel [DnekTpoHHBIN pecypc]: yueOHOe ocobue A npukiagHoro Oakanaspuarta / T. E.
MamonoBa. — M.: MUzpmarensctBo IOpaiir, 2016. — 176 c. - URL:
https://www.biblio-online.ru/book/ESD96E9D-AE76-4719-8DFA-F6FCFB898B75
3. Coeemos, 5. A. WupopMalvoHHble TEXHONOTMH [DNeKTpOHHBIH pecypcl:
yuebnuk it CIIO / b. 5. Coseros, B. B. IlexaHoBckuit. — 6-¢ u3x., nepepad. u
nom. — M.: UsmarensctBo FOpaiit, 2017. — 261 c. - URL: https://www.biblio-
online.ru/book/BBC6F436-97B4-4DCB-829E-1DF182A8B1A4
4 Paznen 4. 1. Tpogpumos, B. B. udopmaTuka B 2 T. Tom 1 [DnekTpoHHBIH pecypc]: yueOHUK
it CITO / B. B. Tpodumos; niox pexa. B. B. Tpopumora. — 3-¢ usn., nepepad. u
Co3znannue . non. — M.: MznarensctBo FOpaiit, 2017. — 553 c¢. - URL: https://www.biblio-
npeseHTanuu B MS |online.ru/book/87EC2130-3EBB-45B7-B195-1A9C561EDIDI
PowerPoint 2. Mamonosa, T. E. ndpopmaunonHele TexHONOruu. JIabopaTopHbIA MPaKTHKYM
[OnexTpoHHBI pecypc]: yueOHOe nocobue it npukiaaHoro 6akanaspuata / T. E.
MamonoBa. — M.: WMzparemsctBo FOpaiit, 2016. — 176 c¢. - URL:
https://www.biblio-online.ru/book/ESD96E9D-AE76-4719-8DFA-F6FCFB898B75
3. Cogemos, B. A. VIHbopMAIMOHHBIE TEXHOJOTHH [DIEKTpOHHEIH pecypc]:
yuebnuk miss CIIO / B. 5. Coseros, B. B. IlexanoBckuii. — 6-¢ u3m., nepepad. u
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https://www.biblio-online.ru/book/87EC2130-3EBB-45B7-B195-1A9C561ED9D9
https://www.biblio-online.ru/book/87EC2130-3EBB-45B7-B195-1A9C561ED9D9
https://www.biblio-online.ru/book/E5D96E9D-AE76-4719-8DFA-F6FCFB898B75
https://www.biblio-online.ru/book/BBC6F436-97B4-4DCB-829E-1DF182A8B1A4
https://www.biblio-online.ru/book/BBC6F436-97B4-4DCB-829E-1DF182A8B1A4
https://www.biblio-online.ru/book/87EC2130-3EBB-45B7-B195-1A9C561ED9D9
https://www.biblio-online.ru/book/87EC2130-3EBB-45B7-B195-1A9C561ED9D9
https://www.biblio-online.ru/book/E5D96E9D-AE76-4719-8DFA-F6FCFB898B75
https://www.biblio-online.ru/book/BBC6F436-97B4-4DCB-829E-1DF182A8B1A4
https://www.biblio-online.ru/book/BBC6F436-97B4-4DCB-829E-1DF182A8B1A4
https://www.biblio-online.ru/book/87EC2130-3EBB-45B7-B195-1A9C561ED9D9
https://www.biblio-online.ru/book/87EC2130-3EBB-45B7-B195-1A9C561ED9D9
https://www.biblio-online.ru/book/E5D96E9D-AE76-4719-8DFA-F6FCFB898B75
https://www.biblio-online.ru/book/BBC6F436-97B4-4DCB-829E-1DF182A8B1A4
https://www.biblio-online.ru/book/BBC6F436-97B4-4DCB-829E-1DF182A8B1A4
https://www.biblio-online.ru/book/87EC2130-3EBB-45B7-B195-1A9C561ED9D9
https://www.biblio-online.ru/book/87EC2130-3EBB-45B7-B195-1A9C561ED9D9
https://www.biblio-online.ru/book/E5D96E9D-AE76-4719-8DFA-F6FCFB898B75

gon. — M.: UsnmarensctBo Opaiit, 2017. — 261 c. - URL: https://www.biblio-

online.ru/book/BBC6F436-97B4-4DCB-829E-1DF182A8B1A4

4. Hemécosa, O. 0. InpopMalnOHHBIE TEXHOJIOTHH B SKOHOMHUKE [ DIEKTPOHHBIH
pecypce]: yaeonoe mocodue mrs CIIO / O. 0. HerécoBa. — 3-e m31., ucmp. u JIO1L.
— M.: UznarensctBo IOpaiir, 2017. — 146 c. - URL: https://www.biblio-

online.ru/book/D8F3F1FA-DA19-468F-A7FD-73E7TBD1ACDCC
5. Cokonosa, B. B. BeraucnurenbHas TEXHUKa W MHPOPMAIMOHHBIE TEXHOJIOTHH.
Pa3paboTka MOOMJIBHBIX TMPUIOKEHHHA [DNEKTpOHHBIN pecypc]: ydeOHOe mocobue

JUIs pukianHoro Oakanaspuarta / B. B. CokomoBa. — M.: M3natensctBo HOpaiir,
2017. — 175 c. - URL: https://www.biblio-online.ru/book/D80F822D-BA6D-45E9-

B83B-8EC049F5F7D9

1. Tpogumos, B. B. Uudopmaruka B 2 1. Tom 1 [DnexTpoHHBII pecypc]: yueOHHK
s CIIO / B. B. Tpodumos; nox pen. B. B. Tpopumosa. — 3-¢ uzg., nepepad. u
non. — M.: UznarensctBo IOpaiit, 2017. — 553 c. - URL: https://www.biblio-

1. Pa3nen 5.
MyabTHMeauiiHbIE

TEXHOTOTHH online.ru/book/87EC2130-3EBB-45B7-B195-1A9C561EDIDY
2. Mawmonosa, T. E. IHGopMalMOHHBIE TEXHOJOTHH. JIabOpaTOPHEIA MPaKTHKYM
[DnexTpoHHEIH pecype]: yueOHOe mocobue st mpukiagHoro 6akamaspuata / T. E.
MamonoBa. — M.: WMzparemsctBo FOpaiit, 2016. — 176 c¢. - URL:
https://www.biblio-online.ru/book/ESD96E9D-AE76-4719-8DFA-F6FCFB898B75
3. Cosemos, 5. A. InopManoHHbIE TEXHOIOTHH [ DNEKTPOHHbII pecypc]:
yuebnuk s CITO / b. 5. Coseros, B. B. IlexanoBckuii. — 6-¢ u3., nepepad. u
nomn. — M.: U3patenscto FOpaiir, 2017. — 261 c. - URL: https://www.biblio-
online.ru/book/BBC6F436-97B4-4DCB-829E-1DF182A8B1A4

2. Pa3zen 6. 1. Tpogpumos, B. B. Unpopmatnka B 2 T. Tom 1 [DeKTpoHHBIN pecypc]: YIeOHHK

w1 CIIO / B. B. Tpodumos; nox pen. B. B. Tpopumosa. — 3-¢ uzn., mepepad. u

OcHoBbI . |mom. — M.: Usnatenscto IOpaiir, 2017. — 553 c. - URL: https://www.biblio-
MH(OPMANMOHHOI U |online.ru/book/87EC2130-3EBB-45B7-B195-1A9C561EDIDI

KOMIIbIOTEPHO 2. Mamonosa, T. E. ndpopmannonHble TexHONOruu. JlabopaTopHblid MpakTHKYM

0e3omacHOCTH [DnekTpoHHbIil pecype]: yueOHOe mocobue st mpukiaanoro 6akanaspuata / T. E.

MamonoBa. — M.: WzpmarensctBo IOpaiit, 2016. — 176 c. - URL:

https://www.biblio-online.ru/book/ESD96E9D-AE76-4719-8DFA-F6FCFB898B75

3. Cosemos, 5. S. VudopMaluOHHbIE TEXHOIOTHH [DJIEKTPOHHBIH pecypc]:
yuebnuk mis CIIO / B. 5. Coseros, B. B. IlexanoBckuii. — 6-¢ u3j., nepepad. u

gom. — M.: UsmarensctBo Opaiit, 2017. — 261 c. - URL: https://www.biblio-
online.ru/book/BBC6F436-97B4-4DCB-829E-1DF182A8B1A4

4. I'powreB A.C. Mnpopmaruka [ DreKTpoHHBIH pecypc]: 1abopaTopHbIil MPAKTUKYM
/ A.C. I'pores. - M.; Bepnun: JJupexr-Menua, 2015. - 159c¢. -
URL: http://biblioclub.ru/index.php?page=book&id=428590

5. Mamonosa, T. E. UapopmannoHHBIe TeXHOJOTHA. JlaOOpaTOpHBIH MPaKTUKyM
[OnexTponHBIT pecype]: ydaeOHOe mocobue st npukiagHoro 6akamaspuara / T. E.
MamonoBa. — M.: WzpmaremsctBo FOpaiit, 2016. — 176 c¢. - URL:
https://www.biblio-online.ru/book/E5D96E9D-AE76-4719-8DFA-F6FCFB898B75

KpOMe NEPCUYNCICHHBIX NCTOYHUKOB 110 TEMaM CaMOCTOSITCIILHOM pa6OTBI, CTYACHT
MOXET BOCIIOJIb30BAaThCA DNIEeKTPOHHO-O0MOTHMOTEUHBIMU CUCTEeMaMHU (BBC),
npodeccuoHaNbHBIMUA 0a3aMU JTaHHBIX, DJIEKTPOHHBIMU 0a3aMU MEPUOJAMYECKUX H3IAHHM,
ApyruMu  WHGOPMAIIMOHHBIMUA pecypcaMu, YyKazaHHbIMH B paszene 5.4 «llepeuyenn
pecypcoB HHGOPMAIMOHHO-KOMMYHUKAIIMOHHOW ceTH «VHTEepHET», HEOOXOAUMBIX MJIs
OCBOCHHUA OUCHUIIIIMHBD), BKJHO‘I&I-OHII/II‘/JI PECYPCEI, OOCTYII K KOTOPBLIM obecrieyeH 110
JIOTOBOpaM C TpaBoOoOIagaTeNnsiMiu, U 00pa3oBaTeNnbHbIC, HAYYHbIE, CIIPABOYHBIEC PECypPCHI
OTKPBITOTO JOCTyIa, HUMEIoIMe cTartyc oduuuanbHbiX ((denepaibHble, OTpacieBbIe,
yqpencgleHHﬁ, OpFaHI/ISaHI/Iﬁ nu T.H.), a TaKXK€ IIOMCKOBBIMH CUCTEMAaMU CETHU I/IHTepHeT JIIsL
MOVCKA M pabOTHI C HEOOXOAMMON NH(OPMAITHEH.

JIist OCBOCHMSI TAHHOW JTUCIUIUIMHBI W BBITIOJHEHUS TPEIYCMOTPEHHBIX Y4eOHOM
mporpaMMoOM Kypca 3aJlaHMi TI0 CaMOCTOSITENbHOM paboTe OOydJaronuiics MOXKeT
HUCITIOJIB30BAaTh y‘le6H0'MeTOI[I/I‘IeCKOG obecrieyeHue:

-METO/IMYECKUE PEKOMEHJALUU TMpernofaBaTeiisi K MPAKTUYECKUM (J1a0OpaTOpPHBIM)
3aHATHSM;
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https://www.biblio-online.ru/book/BBC6F436-97B4-4DCB-829E-1DF182A8B1A4
https://www.biblio-online.ru/book/BBC6F436-97B4-4DCB-829E-1DF182A8B1A4
https://www.biblio-online.ru/book/D8F3F1FA-DA19-468F-A7FD-73E7BD1ACDCC
https://www.biblio-online.ru/book/D8F3F1FA-DA19-468F-A7FD-73E7BD1ACDCC
https://www.biblio-online.ru/book/D80F822D-BA6D-45E9-B83B-8EC049F5F7D9
https://www.biblio-online.ru/book/D80F822D-BA6D-45E9-B83B-8EC049F5F7D9
https://www.biblio-online.ru/book/87EC2130-3EBB-45B7-B195-1A9C561ED9D9
https://www.biblio-online.ru/book/87EC2130-3EBB-45B7-B195-1A9C561ED9D9
https://www.biblio-online.ru/book/E5D96E9D-AE76-4719-8DFA-F6FCFB898B75
https://www.biblio-online.ru/book/BBC6F436-97B4-4DCB-829E-1DF182A8B1A4
https://www.biblio-online.ru/book/BBC6F436-97B4-4DCB-829E-1DF182A8B1A4
https://www.biblio-online.ru/book/87EC2130-3EBB-45B7-B195-1A9C561ED9D9
https://www.biblio-online.ru/book/87EC2130-3EBB-45B7-B195-1A9C561ED9D9
https://www.biblio-online.ru/book/E5D96E9D-AE76-4719-8DFA-F6FCFB898B75
https://www.biblio-online.ru/book/BBC6F436-97B4-4DCB-829E-1DF182A8B1A4
https://www.biblio-online.ru/book/BBC6F436-97B4-4DCB-829E-1DF182A8B1A4
http://biblioclub.ru/index.php?page=book&id=428590
https://www.biblio-online.ru/book/E5D96E9D-AE76-4719-8DFA-F6FCFB898B75

Hauanom opranmszanuu 1r000i caMOCTOSTENbHOW PaOOTHl AOJDKHO OBITH MPUBHUTHE
HaBBIKOB U YMEHHM TPpaMOTHOHN pabOTHI ¢ Y4eOHOM M HAYYHOH JTUTEpaTypol. DTOT MpoIece,
B IIEPBYIO OYEpPEIb, CBA3AH C HAXOXKIECHUEM HEOOXOOUMOW /Jis YCHEIIHOIO OBJIaJCHUS
y4eOHbIM MarepuajioM JuTeparypoil. OOyyarolmuiics JOKEH YMETh I0JIb30BaThCA
dhongaMu OMOTUOTEK U CIIPABOYHO-OMOIMOTpaPUICCKIMU U3TaHUSIMHU.

OOyuaromuecs i TMOJHOLIEHHOTO OCBOEHUSI Y4eOHOTO Kypca JOJKHBI COCTABIISThH
KOHCIIEKTBI KaK IpU MPOCITYIINBAHUU €r0 TEOPETHUECKON (JIEKIIMOHHOM) YacTH, TaK U MpHU
MOJITOTOBKE K MPaKTUYECKUM (71a00paToOpHbIM) 3aHATUSAM. JKenaTeslbHO, YTOOBI KOHCIIEKTHI
JIEKUUHN 3aMKUCHIBAMCH B JIOTUYECKOM MOCIIeI0BaTEIbHOCTH U3YUEHHUS Kypca U COIepPKalIuCh
B OJHOM TETpaJIN.
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3. OBPA3OBATEJIBHBIE TEXHOJIOT'THU

Jlns peanu3anuy KOMIIETEHTHOCTHOTO IIOAXO0JA MPEAyCMaTPUBAETCS UCIIOIb30BAHKE
B Y4YeOHOM IMpOIleCCE AKTUBHBIX M HHTEPAKTUBHBIX (OPM NPOBEACHUS AYAUTOPHBIX U
BHEAy/JIUTOPHBIX 3aHATHM C LEIbI0 (OPMUPOBAHUS U Pa3BUTHSA MPOPECCHOHATBHBIX

HaBBIKOB o6yqa}0u11/1xc;1.

B npornecce npenogaBanusi NpUMEHSIOTCST 00pa30BaTEIbHbIE TEXHOJIOTUN PAa3BUTHS
KPUTHUYECKOr0 MbIlieHUs. O0s3aTeabHbl KOMIBIOTEPHBIE JTAOOPATOPHBIE MPAKTUKYMBI 110

pasaciiaM OJUCHUILINHEBIL.

B y‘le6HOM mponeccce Hapiaay € TpaauliiOHHbBIMU 06p330BaTeJIBHI>IMI/I TCXHOJIOTHUAMU
HCIIOJIB3YIOTCA KOMIIBIOTCPHOC TCCTUPOBAHUC, TCMAaTHYCCKHC MMpE3CHTAINU,

HHTCPAKTHUBHBIC TCXHOJIOTHUH.

3.1.00pa3oBaTe/ibHbIE TEXHOJOTMH NIPH NIPOBEICHNHU JIEKIHI

Buael npumeHsaemMbIix Kon-Bo
No Tema .
00pa30BaTeIbHBIX TEXHOIOTHN qac
1 2 3 4
Nudopmanus, tHGOpMalMOHHBIE TEXHOJIOTUU U
1 hopmarps, nHpopman Jlekuus - quckyccust 4
WH(POPMAITMOHHBIC CUCTEMBI
o AynuoBH3yallbHasl TEXHOJIOTHS*
2 | O6pabotka TekcToBoit nadopmaruun B MSWord A 4 ’ 4
JIEKIHS- TUCKYCCHS
o AynnoBu3yaibHast TEXHOIOTHS®,
3 | O6pabotka uncnoBoit nadpopmamuu B MSEXxcel e Y 6*
JIEKLHS - TUCKYCCHS
. - AynnoBu3yaibHas TEXHOJIOTHS*
4 | Co3nanue npesenranuii B MSPowerPoint YA y ’ 4*
JIEKLHS - TUCKYCCHS
5 | MynbTUMEIUIHBIE TEXHOJIOTHUU AynuoBH3yallbHasi TEXHOJIOT s ™ 4*
OcHOBBI HTHPOPMAIIMOHHON ¥ KOMITBIOTEPHOM
6 (bopwar p Jlekuust - qUCKycCHUst 2
Oe3onacHocTH
7 NHbopManmoHHO-KOOMYHUKAIIMOHHEIE TEXHOJIOTUN B | AyIHOBU3YyalIbHAsk TEXHOJIOTHA™, 8
TOCTUHUYHOM OW3HEce JIEKIHS - TUCKYCCHS
HUToro no kypey 32
B TOM YHCIJIE HHTEPaKTHBHOE 00y4yeHue™* 24*
3.2.00pa3oBaTe/IbHbIC TEXHOJIOTMH NP NPOBEICHNH NPAKTHYECKUX 3aAHATHH
(;1a0opaTopHbIX padoT)
Ne Tema 3ansaTHA Bunbl npuMeHnsieMbIx 00pa3oBaTesIbHBIX Konmn.
TEXHOJIOTHH yac
3 |IIPAKTUYECKOE 3AHSATHUE Ne 1 o teme 1 paszaena | Beimonnenue npakTuieckoi paboTsl 2%

2 «Hactpoiika pabouero okna MS Word.
dopmarnpoBaHre CUMBOJIOB 1 a03a1ieB»
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ITPAKTUYECKOE 3AHATHE Ne 2 o reme 2 pasnena
2 «Opopmnenne nokymenros MS Word»

BrImomHeHUE MPaKTHIECKOW PabOThI

2*

ITPAKTUYECKOE 3AHATHE Ne 3 o teme 3 paznena
2 «Ctunu u madnonsl B MS Word»

BrimonHenye npakTuyeckoi paboTsl

2*

ITPAKTUYECKOE 3AHATHUE Ne 4 o treme 3 paznena
2 «OCHOBBI 3JICKTPOHHOI BEPCTKH TEKCTa»

BrinonHenue npakTuyeckoi paboTsl

2*

ITPAKTUYECKOE 3AHATHE Ne 5 no Teme 1 paznena
3 «PaboTa ¢ AIeKTPOHHBIMH TAOIHIIaMI

BrinonHenye npakTuyeckoi padboTsl

2*

MMPAKTUYECKOE 3AHATHUE Ne 6 mo Teme 2 pa3aena
3 «@opmymsl U pynkmm B MS Excel»

BrimonHeHne mpakTuaeckoit padboTel

2*

IMPAKTUYECKOE 3AHATUE Ne 7 o Teme 2
pa3znena 3 «/Inarpammer B MS Excel»

BrimonHeHne nmpakTuaeckoit padboTet

2*

10

[MPAKTUYECKOE 3AHATUE Ne8 mo teme 3 paznena
3 «ba3sl nanubx B MS Excel»

BrInonHeHne mpakTu4eckoil paboTel

2*

11

[MPAKTUYECKOE 3AHATUE Ne9 no teme 3 paznena
3 «XymoxecTBeHHOE 0(OPMIICHHE PE3yIbTATOB
padoThI

BrInonHeHne nmpakTueckoil padboTsl

2*

12

[TPAKTUYECKOE 3AHSTHE Nel10 o teme 1
pa3znena 4 «Pabora co cnaiinamu B MS PowerPoint»

BrInonHeHne mpakTu4eckoil paboTel

2*

13

TIPAKTHUYECKOE 3AHATHUE Nell o Teme 2
pa3zaena 4 «PexxuMBI CO3TaHMS TIPE3CHTAIIHH.
Hacrpolika nu3aiina cnaiios»

BrmmonHeHne npakTHaecKkoi paboTel

2*

14

TIPAKTHUYECKOE 3AHATHUE Nel2 o Teme 2
paznena 4 «Hactpoiika anumanuu ciaiinos. Hactpoiika
MIPEe3CHTAIINM

BrmmonHeHne npakTHaeckoi paboTel

2*

15

IMPAKTUYECKOE 3AHSTHUE Nel3 o teme 1
pasnena S«Coznanue rpaduueckiux 0OBHEKTOB.
KonupoBanue, hopmaTHUpOBaHue, yaaieHUe,
TPYIITHPOBKAY

BrImonHeHne mpakTH4ecKkoil paboTh

2*

16

IMPAKTUYECKUE 3AHATHS Nel4 no Teme 2
paznena 5 «['paduyeckne perakTopsl U UX
BO3MOXKHOCTH

BrImonHeHne mpakTH4eckoil paboTh

2*

17

MPAKTUYECKOE 3AHATHUE Ne 15 no teme 1
paznena 6 «MHpopmanoHHast 6€30IIaCHOCTD U 3allUTa
HHPOPMAITUI

BrimonHenne npakTnaeckoi paboTsl

2*

18

ITPAKTUYECKOE 3AHATHE Ne 16 o Teme pasnena
7 IPAKTUYECKOE 3AHSATHE Ne 16 o Teme
pa3gena 7 « T B roctuamuHOM O6m3Hece. [Iporpamma
T'octe»

BrImonHeHne mpakTH4eckoil padboTst

10

Hroro no xypcy

64

B TOM YHCJI€ HHTEPAKTHBHOE 00yueHne™

60*
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4. YCJOBUSA PEAJIMBALIAU ITPOT'PAMMBI INCHUIIJIMHBI

4.1. MarepuainbHO-TeXHHYecKkass 0a3a, HeoOXoauMAasi s OCYLIECTBJIEHUS
o0pa3oBaTeJbHOIO NMpouecca Mo AMCHUIIHHE

Peanuzanus yyeOHOU AUCHUILIMHBI OCYIIECTBISAETCSA B CHELMAIBHO 000pYI0BaHHOMN
nabopatopusi HMHGOPMATHUKM U HH(OPMALMOHHO-KOMMYHHMKAIIMOHHBIX TEXHOJIOTUH B
npo¢eCcCUOHATBHOMN eI TEIHHOCTH.

O6opynoBanue nabopaTopuu UH(OPMATUKHU u MH(}OPMALIMOHHO-
KOMMYHUKALIMOHHBIX TEXHOJIOTUH B MPOPECCUOHAIBHON AeSTENbHOCTH:

Cron npenogaBaTes

CToJ1bI KOMIBIOTEPHBIE

CroJibl ydeHUECKHE

Jlocka aytuTopHast

Crynbs

Kamrozu

Crannuu padoune (670K, MOHUTOP, KIIAaBUATYPA, MBIIIIb)

WNBI],

[Ipoexrop

Moy

Cmuut cucrema

Y4eOHO-MEeTOANIECKINE MaTePHAITBI:

Paboune mporpamMmbl AUCIUTUTHH

@DOH/IBI OLIECHOYHBIX CPEJICTBO

Metoaunueckue pa3pabOTKU K 3aHATUSIM

DJeKTPOHHbIE 00pa30BaTeNIbHbBIE PECYPChI

Harmsaasie mocooust

4.2. IlepeyeHb HEOOXOAMMOTI0 MPOrPAMMHOI0 00ecnevYeHust

1. 7-zip — apxuBatop; (uieH3us Ha aHri. http:// www.7-zip.org/license.txt)

WINRAR Standart Licence (200-499)

3. Adobe Acrobat Reader — npocmotpiuk PDF-daiinos; (aumen3ns —
https://get.adobe.com/reader/?loc=ru&promoid=KLXME)

4. Adobe Flash Player — noaxmirodaemsriit Moayib Flash-anumaruu; (mumeH3uss —
https://get.adobe.com/reader/?loc=ru&promoid=KLXME)

5. Apache OpenOffice — oducHbIii makeT; (JIUIEH3UT —
http://www.openoffice.org/license.html)

6. Google Chrome — Be6-Opaysep; (JumeH3ns —
https://www.google.ru/chrome/browser/privacy/eula_text.html)

7. Mozilla Firefox — Be6-6pay3ep. (numens3us — https://www.mozilla.org/en-
US/MPL/2.0/)

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

9. ABBY FineReader 9.0 Corporate Edition/ Onna umennas nunensus Concurrent (mpu
3aka3e nakera ot 100 nureH3mit)

N

10. AaTuBHpYyCHas IporpamMma

11. PageMaker 7.0.2

12. Microsoft Open Licence: Microsoft Windows XP Start Edition; Microsoft; Microsoft
Office Professional Plus 2007 Russian Academic
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https://get.adobe.com/reader/?loc=ru&promoid=KLXME
http://www.openoffice.org/license.html
https://www.google.ru/chrome/browser/privacy/eula_text.html
https://www.mozilla.org/en-US/MPL/2.0/
https://www.mozilla.org/en-US/MPL/2.0/
http://www.openoffice.org/license.html

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

Academic
14. Tlporpamma juist yuera nocerurenei roctuHuisl «I'octb» aBTop JleBun JILJI.

15. CnpaBouno- nouckosas cucrema <Koncynpranar mmoc» JJOTOBOP Ne 2125 ot 02.07.2018
00 oka3aHuU WH(POPMAIIMOHHBIX YCIYT
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5. HIEPEYEHb OCHOBHOM U JOIIOJITHUTEJIbHON YYEBHOM
JIUTEPATYPBI, HEOBXOJIUMOM JJIs1 OCBOEHUS TUCLUIIJINHBI
NHO®OPMALIMOHHBIE TEXHOJIOI'UU

5.1. OcHoBHas UTEpaTypa

I'aBpwios, M.B. Madopmaruka u nndopmaimonasie Texnonoruu: yueonuk mis CIIO / M.B.
laBpuiios, B.A. Kitumos.- M.: FOpaiir, 2015.- 383 c.; To xe:

l'aBpwios, M. B. Uudopmatuka 1 mHGOPMAIIMOHHBIC TEXHOJIOTHH [DJIEKTPOHHBIA pecypc]:
yuebnuk aist CIIO / M. B. I'aBpunios, B. A. KinumoB. — 4-e u3a., nepepad. u gon. — M.:
U3z narenscTBO IOpaiir, 2018. — 383 C. - URL: https://www.biblio-
online.ru/viewer/1DC33FDD-8C47-439D-98FD-8D445734B9D%page/1

Cogertos, b. SI. UndopmanmonHbie TeXHOIOTUH [DIEKTPOHHBIN pecypc]: yuebnuk mia CIIO /
b. . CoseroB, B. B. IlexanoBckuii. — 6-¢ m3a., mepepab. u mom. — M.: M3garenscTBO
IOpaiir, 2018. — 261 c. - URL: https://www.biblio-online.ru/viewer/BBC6F436-97B4-4DCB-
829E-1DF182A8B1A4#page/l

5.2. lonosiHUTeIbHAS JIUTEPATypa

I'BozneBa, B. A.HWupopmaTtnka, aBTOMaTH3UpOBaHHbIE HH()OPMAIIMOHHBIE TEXHOJIOTUU U
cuctembl: yueObnuk / B. A. I'BozneBa. — M.: DOPYM: UHOPA-M, 2017. — 544 c.
Nudopmannonnsie TexHonoruu B 2 T. Tom 1 [DnexkrponHslii pecype]: yueonuk mis CI1O / B.
B. Tpodumos, O. I1. Unsuna, B. U. Kuses, E. B. Tpopumona; nox pen. B. B. Tpopumona. —
nepepad. u gon. — M.: U3natensctBo FOpaiit, 2018. — 238 c. - URL: https://www.biblio-
online.ru/viewer/281E14E9-14A1-4C33-B9B0-88039C7CE2F6#page/1

Nudopmannonnsie TexHomoruu B 2 T. Tom 2 [Dnektponnsblil pecypce]: yueonuk ans CITIO / B.
B. Tpodpumos, O. I1. Unbuna, B. U. Kuses, E. B. Tpodumosa; ots. pen. B. B. Tpopumon. —
nepepad. u gon. — M.: U3natensctBo FOpaiit, 2018. — 390 c. - URL: https://www.biblio-
online.ru/viewer/82ECCEDOQ-EBF6-4DE1-82D2-3E74443D21D8#/

Tpodumos, B. B. Undopmartuka B 2 1. Tom 1 [Dnekrponnslii pecypce]: yueonuk st CI10 / B.
B. Tpodpumos; nox pen. B. B. Tpopumosa. — 3-e u3a., nepepad. u non. — M.: 3aarensecTBo
FOpaiir, 2018. — 553 ¢. - URL: https://www.biblio-online.ru/viewer/87EC2130-3EBB-45B7-
B195-1A9C561EDI9DY%page/1

Tpodumos, B. B. Undopmartuka B 2 1. Tom 2 [DnektponHslil pecypce]: yuebnuk st CI10 / B.
B. Tpodumos; otB. pen. B. B. Tpodpumos. — 3-e uzn., nepepad. u non. — M.: M3aarenseTBo
FOpaiit, 2018. — 406 c. - URL.: https://www.biblio-online.ru/viewer/14FE5928-69CF-41EC-
AQ00B-3979EC8273C8#/

MawmonoBa, T. E. Undpopmannonusie TexHonoruu. JlabopatopHblil MpakTUKyM [DIeKTPOHHBIN
pecypc]: yuebHoe mocoOue ansi npukiagHoro OakanmaBpuata / T. E. MamonoBa. — M.:
WznarensctBo  FOpaiit, 2018. — 176 c¢. - URL:  https://www.biblio-
online.ru/viewer/78273C7D-1F38-402A-8065-31B181C91613#page/1

CoseroB, b. 5. MuHdopmanuoHHble TEXHOJOTHH [DJIEKTPOHHBIN pecypc|: y4eOHHK ISt
npukinaaHoro 6akanaspuara / b. . Cosetos, B. B. LlexanoBckuii. — 6-e u3., nepepad. u A0M.
— M.: MHsparensctBo IOpaiit, 2018. — 263 c¢. - URL: https://www.biblio-
online.ru/viewer/34234C8A-E4D5-425A-889B-09FE2B39D140#page/1

NudopManimoHHbIe TEXHOJIOTUH B MAPKETHUHTE [ DIEKTPOHHBIN pecypc]: yUeOHUK B TIPAKTUKYM
s CIIO / C. B. Kapnosa [u ap.]; mox obmr. pen. C. B. Kaprosoit. — M.: M3garenbcTBO
FOpaiit, 2018. — 367 c. - URL.: https://www.biblio-online.ru/viewer/392D9025-B690-4BDC-
A2DC-C7C48D764C1E#page/l
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https://www.biblio-online.ru/viewer/1DC33FDD-8C47-439D-98FD-8D445734B9D9#page/1
https://www.biblio-online.ru/viewer/BBC6F436-97B4-4DCB-829E-1DF182A8B1A4#page/1
https://www.biblio-online.ru/viewer/BBC6F436-97B4-4DCB-829E-1DF182A8B1A4#page/1
https://www.biblio-online.ru/viewer/281E14E9-14A1-4C33-B9B0-88039C7CE2F6#page/1
https://www.biblio-online.ru/viewer/281E14E9-14A1-4C33-B9B0-88039C7CE2F6#page/1
https://www.biblio-online.ru/viewer/82ECCED0-EBF6-4DE1-82D2-3E74443D21D8#/
https://www.biblio-online.ru/viewer/82ECCED0-EBF6-4DE1-82D2-3E74443D21D8#/
https://www.biblio-online.ru/viewer/87EC2130-3EBB-45B7-B195-1A9C561ED9D9#page/1
https://www.biblio-online.ru/viewer/87EC2130-3EBB-45B7-B195-1A9C561ED9D9#page/1
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
https://www.biblio-online.ru/viewer/34234C8A-E4D5-425A-889B-09FE2B39D140#page/1
https://www.biblio-online.ru/viewer/34234C8A-E4D5-425A-889B-09FE2B39D140#page/1
https://www.biblio-online.ru/viewer/392D9025-B690-4BDC-A2DC-C7C48D764C1E#page/1
https://www.biblio-online.ru/viewer/392D9025-B690-4BDC-A2DC-C7C48D764C1E#page/1

10.

11.

12.

13.

14.

WubpopmallMoOHHbIE TEXHOJIOTMH B MEHEIKMEHTE [DJeKTPOHHBIA pecypc]: yduyeOHHK H
npaktukym s CITIO / E. B. Maiioposa [u ap.]; nox pexn. E. B. Ueptok. — M.: U3gaTenbcTBO
IOpaiir, 2018. — 368 c. - URL: https://www.biblio-online.ru/viewer/CFEFODOE-CD19-4F25-
9DDA4-87860BBDFC7A#page/1

HerécoBa, O. KO. MupopManmoHHbIE TEXHOJOTUU B SKOHOMHKE [DIEKTPOHHBIA pecypc]:
yaeonoe nocodue 1 CIIO / O. FO. HerécoBa. — 3-e uz ., uctp. u gon. — M.: M3gaTenbcTBO
IOpaiit, 2018. — 146 c. - URL: https://www.biblio-online.ru/viewer/D8F3F1FA-DA19-468F-
AT7FD-73E7BD1ACDCC#page/l

[TnaxoraukoBa, M. A. HWHpOpManmoHHBIE TEXHOJIOTHH B MEHEIKMEHTE [DJICKTPOHHBIN
pecypc]: yueOnuk u npaktukym s CIIO / M. A. Ilnaxotnukosa, 0. B. BeprakoBa. — M.:
WznarensctBo  FOpaiir, 2017. — 462 c¢. - URL:  https://www.biblio-
online.ru/viewer/D118EE19-C1B2-46A7-91BB-2BC417C54C47#page/1

CoxomnoBa, B. B. BerunciurenbHas TexHHKa ¥ WH(POPMAIMOHHbIE TeXHOJIOTHH. Pazpaborka
MOOUIIPHBIX TPUIOKEHUH [DJIEKTpOHHBIA pecypc|: ydeOHoe mmocoOue s MPUKIATHOTO
OakanmaBpuata / B. B. CokxomoBa. — M.: MspmarensctBo IOpaiit, 2018. — 175 c. - URL:
https://www.biblio-online.ru/viewer/D80F822D-BA6D-45E9-B83B-8EC049F5F 7D 9%page/1
WHpopMannoHHbIE TEXHOJIOTUU B TPOPECCHOHATBLHON AEATENBHOCTH [ DIEKTPOHHBIN pecypc]:
yueonuk / E.B. ®umumonoBa. — MockBa : KuoPyc, 2017. — 482 c. - URL:
https://www.book.ru/book/922139/view2/1

HNudopmanonHbie TEXHONIOTHH.3aJauHUK [ DIEKTPOHHBINH pecypc] : yuyeObnoe mocobue / C.B.
CunatopoB. — MockBa : KwnoPyc, 2017. — 253 c¢. — [z CIIO. - URL:
https://www.book.ru/book/920544/view2/1

IHepuoauyeckue u3gaHus

akrowdE

Cpensnee u nmpodecCHOHATTBHOE 00pa30BaHNe

Kommnerorep Ilpecc

Orxperthie cuctemsl.- URL: http://biblioclub.ru/index.php?page=journal&jid=436083

Nudopmatuka B mkone .- URL: http://dlib.eastview.com/browse/publication/18988

[IporpaMMHbIe poyKThl U cucTeMbl.- URL:
http://dlib.eastview.com/browse/publication/64086

6. Madopmaruka u oopazosanue.- URL: http:/dlib.eastview.com/browse/publication/18946
7.Cucremnsiii amvunmctparop.- URL:  http://dlib.eastview.com/browse/publication/66751
8..Computerword Poccusi.- URL: http://dlib.eastview.com/browse/publication/64081

9. Mup IIK.- URL: http://dlib.eastview.com/browse/publication/64067
10.UndopmanmonHO-ynpapistomue cucremsl.- URL:
http://dlib.eastview.com/browse/publication/71235

11.

XKypnain cerebix pemenuit LAN.- URL: http://dlib.eastview.com/browse/publication/64078

12.Mudopmaruka u obpazoBanue.- URL: http://dlib.eastview.com/browse/publication/18946
13. Windows IT Pro/ Re.- URL:  http://biblioclub.ru/index.php?page=journal &jid=138741
14 ITpuknanHas nHpopmarrka.- URL:  http://elibrary.ru/title_about.asp?id=25599

Ilepeyenb pecypcoB HH(POPMALMOHHO-TEJIEKOMMYHUKALIMOHHOM CeTH
«HTepHET», HEOOXOAMMBIX /IJISI OCBOEHUS TUCIHIIINHBI

3BbC «Yuuepcurerckas oudmuoreka ONLINE». — URL: www.biblioclub.ru
OBC u3narensctBa «Jlans». — URL: https://e.lanbook.com

DBC «tOpaiit». — URL.: http://www.biblio-online.ru/

3bC «BOOK.ru» https://www.book.ru

3bC «ZNANIUM.COM» www.znanium.com
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http://dlib.eastview.com/browse/publication/18946
http://biblioclub.ru/index.php?page=journal&jid=138741
http://elibrary.ru/title_about.asp?id=25599
https://clck.yandex.ru/redir/nWO_r1F33ck?data=NnBZTWRhdFZKOHQxUjhzSWFYVGhXZnRpMTNuWE9GTlpqMUlILUNsOXlkUGtEQkctMEE3Y0hfbjlTcmRUbnZobERKYUFNXzgtNUtlamhsbXZHQjF1VjF0Z3RxenA3Sk1sZ3NEdUNiczQ1TFk&b64e=2&sign=a7a1e881e7543d702d6f72a71ac77e86&keyno=17
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http://www.book.ru/
http://znanium.com/catalog.php

10.
11.
12.
13.

14.

OnextpoHHbIi Katanor Hayunoii 6ubmmorexu Kyol'y. —
URL:http://212.192.134.46/MegaPro/Catalog/Home/Index

DnektponHas oubnmnoreka «M3narenbckoro qoma «I'peOEHHUKOB) -
URL:www.grebennikon.ru

Hayunas snexkrponnas 6udauoreka (HOB) «eLibrary.ru». - URL:http://www.elibrary.ru
Bassl nannsix kommnanun «ct Beroy. - URL:http://dlib.eastview.com

Jlekropuym TB». - URL: http://www.lektorium.tv/

Hanmonanenas snexrponnast oudnuoreka «HIby». - URL:http://H30.pd/
KubGepJlennnka: HaydHas saekTponHas oubnuoreka. — URL: http://cyberleninka.ru/
Enunoe okHO fgocTyma kK 00pazoBaTelbHBIM pecypcam : dpeaepanbaas UC cBoOOIHOTO
nocryma. — URL: http://window.edu.ru.

CmpaBouno-npaBoBas cucrema «Koncynsrant [Timroc» - URL http://www.consultant.ru
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6. METOAUYECKHUE YKA3ZAHUA JJIS1 OBYYAIOLINUXCSA
IO OCBOEHHUIO JUCHUIIJIMHbI «<MHP®POPMATUKA U UHPOPMAILIMOHHO-
KOMMYHUKAIIMOHHBIE TEXHOJIOTUU B IPO®ECCHUOHAJIBHOM
AEATEJIBHOCTHN»

VYyamuecss A TMOJHOIEHHOTO OCBOEHHUS Y4eOHOTO Kypca JOJIKHBI COCTaBISTh
KOHCIIEKTBI KaK IpU MPOCITYIIMBAHUU €r0 TEOPETUUECKOM (JIEKIIMOHHOM) YacTH, TaK U MpHU
MOJITOTOBKE K MPAKTHUYECKUM (CEMHHAPCKUM) 3aHATHsAM. JKenareiabHOo, YTOObl KOHCIIEKTHI
JIEKIUI ¥ CEMUHAPOB 3aIIMCHIBAIIMCH B JIOTUYECKOM MOCIEA0BATENbHOCTH U3YUYEHHS Kypca U
COJIEPIKAJINCh B OJTHOM TeTpaau. ITo obecnednut 0osiee NOJHYI0 MOATOTOBKY KaK K TEKYIIUM
Y4€OHBIM 3aHSTHUAM, TAK U CECCHOHHOMY KOHTPOJIIO 3HAHUH.

CamocrosaTenpHass paboTa yuamuxcs sBISeTCS BaxkHeinmed ¢opmoilt yueOGHO-
MO3HABaTeNILHOTO Tpoliecca. Llenb 3aganuii A caMOCTOATEIBbHOM pabOThl — 3aKPENUTh U
paclIMpuTh 3HAHMS, YMEHHSA, HAaBBIKM, NPUOOPETEHHbIE B pe3ylbTaTe M3yYEHUs
JUCUUILIMHBI; OBJAJETh YMEHHEM HCIIOJIb30BaTh IOJIYyYEHHbIE 3HAHUS B MPAKTUYECKOU
paboTe; MOMYyUUTh MEPBUYHBIEC HABBIKK MPO(HECCHOHANIBHON e TEIHHOCTH.

Hauanom opranuzanuu Jito00H caMOCTOSTENBHONM pabOThl JOJMKHO OBITh IPUBUTHE
HaBBIKOB U YMEHHI TPaMOTHOM pabOTHI ¢ Y4eOHOM M HAYYHOU JUTEpaTypol. DTOT MpoIece,
B TEPBYIO OYEpEeIb, CBA3AH C HAXOXKJICHHUEM HEOOXOMUMOM /i YCHEIIHOTO OBJIAJICHUS
yu4eOHBIM MaTepuajioM JIMTEPATypoi. Yyaluiics JOHKEH W3YYHTh CIUCOK HOPMATHBHO-
MpPaBOBBIX AKTOB M OSKOHOMHUYECKOM JIUTEpaTypbl, PEKOMEHIYEeMbId 10 Yy4yeOHOU
TUCIUIUIMHE;,  YMETh  TONb30BaThCcs  (oHmamu  OUONIMOTEK W CIPaBOYHO-
oubnmuorpaduuecKuMu U3TaHUSIMH.

3amaHus i1 CaMOCTOSTEIbHOW pPAaOOThI BBIMOJHAIOTCS B MUCBMEHHOM BHJE BO
BHeayJMTOpHOE Bpemsi. Pabora 1okHa HOCHUTH TBOPYECKHH XapakTep, NpHU €€ OLEHKE
IperojaBaresib B IEPBYIO OuYEpelb OICHUBAaeT OOOCHOBAaHHOCTh W OPHUTHHAIBHOCTD
BBIBOJIOB. B mmchbMeHHON paboTe 1O TeMmMe 3aJaHdsl y4alluhcs JOJDKEH II0OJIHO M
BCECTOPOHHE PACCMOTPETh BCE ACTIEKTHI TEMBI, YETKO CHOPMYIHPOBATH U apTyMEHTHUPOBATh
CBOI0O TMO3UIUI0 IO UCCIEAYEeMbIM BompocaM. BpIiOOp KOHKpPETHOro 3ajaHusi i
CaMOCTOSITEIbHON PabOThl MPOBOIUT MPENOAaBATENb, BEAYIIUN MPAKTHUECKHE 3aHITHS B
COOTBETCTBUU C MEPEYHEM, YKa3aHHBIM B IJIAHAX MPAKTUYECKUX 3aHATUH.

OOy4deHne CTYAEHTOB OCYIIECTBISCTCS MO TPAJUIMOHHOW TEXHOJOTUM (JIEKIIUH,
MPAKTUKHN) C BKIIFOYEHUEM MHHOBAIIMOHHBIX 3JIEMEHTOB.

C TOUYKM 3peHMs] HUCHOJB3YEMBIX METOJOB JIEKLIIMU IOAPA3JAEISAIOTCA CIEAYIOINUM
o0pa3om: UH(GOPMALIMOHHO-00BSICHUTENbHAS JIEKIIMSI, TTOBECTBOBATENbHAs, JeKIusA-Oecena,
mpoOJIeMHAst IEKIUS U T. JI.

VYcTHOE M3N0KEeHHEe ydyeOHOro MaTepuasia Ha JIEKIUHU JTOJKHO KOHCIIEKTHPOBATHCS.
CnymaTe JIEeKIHI0 HYKHO YMETh — HOJIEP’KUBATh CBOE BHUMAaHHE, MOHATh M 3allOMHHUTH
YCIIBIIIIAHHOE, YIIOBUTH May3bl. B mpoliecce M3n0KeHUs NpenofaBaTesieM JIEKIUH CTYJIEHT
JIOJDKEH BBISICHUTH BCE HEMOHSATHBIE BONPOCHL. 3aIlMCHIBaTh COJAEpKAHHUE JIEKIUU HYKHO
00s13aTeIbHO — 3alMCH TOMOTAIOT MOAIEP’KUBATh BHUMAHUE, CIIOCOOCTBYIOT TOHUMAHUIO U
3alIOMUHAHUIO YCIBIIIAHHOTO, TPUBOJIUT 3HAHUE B CHCTEMY, CIYyXKaT OMOPOM A mepexoaa
K 0oJsiee rIy0OKOMY CaMOCTOATEIHbHOMY U3YUYCHHUIO MTPEIMETA.

Meronnueckue peKOMEHIALNHN 110 KOHCTIEKTUPOBAHUIO JIEKLIUI:

— 3aMKch JOKHA OBITh CUCTEMHOM, MPEACTaBIATH COOOW COKpalIEHHBIA BapuUaHT

nekuuu — npenonasatens.  HeoOxoaumo — ciymarth, 00IyMbIBaTh U 3aIlUCHIBATH
OJHOBPEMEHHO;
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— 3amuch BEAETCS OYeHb OBICTPO, YETKO, IO BO3MOXHOCTH KOPOTKHUMHU
BBIpaKCHUSIMU,

— HE TpeKpalas caymaTh MpernoaaBatesis, Hy>)KHO 3alUChIBaTh TO, YTO HEOOXOIUMO
ycBouTh. Henb3sg 3ammuchiBaTh cpasy K€ BBICKA3aHHYIO MBICIb MPENOAABATEIIS, CIEAYET €€
MOHATh M TMOCJE 3TOTO KPATKO 3alMCaTh CBOMMH CIIOBAMHU WJIA CIIOBAMU ITPEIOJABATENS.
BaxxHo, 94TOOBI B HEell He OBLT MOTEPSITH OCHOBHOM CMBICIT CKa3aHHOTO;

—MMEHa, JIaThl, HA3BaHUSs, BEIBOBI, OMPEICIICHUS 3aMIMChIBAIOTCS TOUHO;

—caeAyeT oOpaTUTh BHUMaHHEe Ha OQGOPMIICHHE 3amucH JeKuuu. I Kaxaoro
mpeaMeTa 3aBOJIUTC o0mIas TeTpaab. OTIUYHBIM OT OCTAJIBHOTO I[BETA CIEAYET BBIICIATH
OTACJIBbHBIE MBICIM M 3arojOBKH, COKpallaTh OTACIbHBIE CJIOBA W MPEIIOKCHHS,
WCIIOJIb30BaTh YCJIOBHBIC 3HAKH, OYKBBI JIATHHCKOTO W TPEYECKOro aa)aBHUTOB, a TaKKe
HEKOTOPBIC MPUEMBI CTEHOTPAPUIECKOTO COKPAIIICHHUS CIIOB.

[IpakTnyeckue 3aHATHA 10 aAucuUIIMHE «VHPOpMalMOHHBIE TEXHOJIOTHUN
MIPOBOJSITCS. B OCHOBHOM IO CXEME:

-YCTHBI OMpPOC MO TEOPUH B Hayane 3aHiITHs (00CYXIEHHE TEOPETUUECKUX
MPOOJIEMHBIX BOIIPOCOB IO TEME);

-paboTa B rpynmnax Mo pa3peleHuIo pa3IndHbIX CUTYalNi 10 TeEME 3aHATHUS;

-pelieHye NpakTUYECKUX 3a7a4 UHIUBUIYATbHO;

-TIOIBEJICHUE UTOTOB 3aHATHS (UK pedIiekcus);

-UHJIMBUJlyaJIbHbIE 3aJaHus Ui TOJATOTOBKM K CIEIYIOUIMM [PaKTUYECKUM
3aHSTHSIM.

[lenp OpakTUYECKOrO 3aHATUS - HAYYUTh CTYJIEHTOB MPUMEHATb TEOPETUUYECKUE
3HaHUS [P PEIICHUH MPAKTUYECKUX 3aJ1a4 HA OCHOBE PEAJIbHbBIX JTAHHBIX.

Ha npakTuyeckux 3aHITHIX MPeo0IalatoT CAeAYIOIUEe METOIBI:

-BepOanibHbIe (TTPeo0Ia al0IUM METOIOM JOJIKHO OBITh OOBSICHEHNE);

-IpakTU4YeCKHe (MUCbMEHHBIE 3/IaHNUs, TPYIIOBbIC 3a1aHUS U T. I1.).

BaxxHbIM J1s1 cTyieHTa SIBIIIETCS YMEHHE PAIlMOHAIBHO MOAOUPATh HEOOXOIUMYIO
yueOHyto nutepaTypy. OCHOBHBIMH JIUTEPATYPHBIMUA UCTOUHUKAMM SIBIISIFOTCSI:

— 6ubnmoreunsie Gouas punuana Kyol'Y B r. ['enenmxuke;

— 3NIEKTPOHHAsI OMONMMOTEeYHAs cUCTeMa « Y HUBEPCUTETCKasi OMOIMOTeKa OHIAHY;

— 3JIeKTpoHHas OnbnuoreyHas cucrema M3narenscTBa «JIanby.

[Touck kHUT B OMOIMOTEKE HEOOXOJUMO HAYMHATH C H3YYEHHUS MPEIMETHOTO
Karajora M CO3JaHMsl CIMCKAa KHUT, TOCOOMH, METOJWYECKHMX MAaTepHalioB IO TeMe
U3Y4YEeHHUS.

[IpocMOTp KHHUIM HAUYMHAETCSA C TUTYJIBHOIO JIMCTA, CIEAYIOUIETO MOCie OOJIOXKKH.
Ha uéM 00bI1YHO MOMEIIaloTCsl BCe OCHOBHBIE JaHHBIC, XapaKTEePU3YIOIUe KHUTY: Ha3BaHHE,
aBTOD, BBIXOJHBIC JAaHHbIC, JaHHBIC O Mepen3Aanuu u T.1. Ha obopore TUTYIBHOTO JHCTa
naéTcsi aHHOTAlMs, B KOTOPOM YKa3blBaeTCS TeMaTHKa BOMPOCOB, OCBEUIEHHBIX B KHUTE,
ONpeAeNsieTCa KPyTr YMTATEeNed, Ha KOTOPBIA OHA paccuMTaHa. boJIbIIOEe 3HAYEHHE UMEET
MPEINUCIOBUE KHUTH, KOTOPOE 3HAKOMHUT YMTATeNsl C JIMYHOCTHIO aBTOpA, HCTOpUEH
CO3/IaHMSI KHUTH, PACKPBIBAET COJIEpPIKAHHE.

[IpounTaB mnpeaucioBue M TMOJY4YHB OOIIE€e MpPEICTaBICHUE O KHUTE, CIEIyeT
o0OpatuThCs K ornaBieHuio. OriaBieHNe KHUTH 3HAKOMHT 00y4aeMoro ¢ COAEp)KaHUuEM U
JIOTHYECKOM CTPYKTYpPOIl KHHUTH, TIO3BOJISIET BEIOPATh HYKHBIM MaTepuai Uit u3y4eHus. 1 ox
W3JlaHUs KHHUTU TIO3BOJIAET CYAWTh O HOBHM3HE Marepuana. B kHure Moryt ObITh
IIpUMEYaHus, KOTOPbIE COAEPKAT PA3IMYHBIE IONOJHUTENbHbIE cBeAeHUI. OHM MeyaTarTcs
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BHC OCHOBHOTO TCKCTAa WU PA3bACHAIOT OTIACIBHBIC BOIIPOCHI. HpeI[MeTHBIC nu aJ'I(i)aBI/ITHLIC
YKa3aTCjin 3HAYUTCIIbHO o0yeryaroT IMOBTOPCHUC H3JIOKCHHOI'O B KHHIC MaTcpHajia. B
KOHIIC KHHUI'M MOXCT pacnojararbCsa BCIIOMOTaTeILHBIN Marcpual. K HCMY OOBIYHO
OTHOCATCSA HWHCTPYKIHH, IPHUIIOKCHHA, CXCMbl, CHTYAOIWMOHHBIC 3aaa4d, BOIIPOCHI JIA
CaAMOKOHTPOJIA U T.AO.

]_—[J'I}I Jydqmiero npeACTaBJICHUA W 3allOMUHAHHA MaTcpHajia uenecoo6pa3H0 BCCTH
3aIMMCH 1 KOHCIICKTBI PAa3JINYHOTO COACPKAHUS, @ UMCHHO:

— IIOMCTKH, 3aMCUYaHMA, BBIACICHUC T'JIaBHOI'O,

— IIJTaH, TE3UCHI, BBIIIMCKHU, IUTATHI,
— KOHCIICKT, pa60qa51 3aIlnChb, pe(bepaT, JOKJIand, JICKOUA 1 T. .

Yutath ydyeOHUK HEOOXOAMMO BAYMYMBO, BHUMATEIBHO, HE TMPOIyCKas TEKCTa,
CTapasch MOHATh KKy (pa3y, OJHOBPEMEHHO pa30Oupasi MpUMEpPbI, CXEMbI, TaOIHUIIbI,
PUCYHKH, IPUBEEHHBIC B YUeOHUKE.

OHuM U3 BaXKHEUIINX CPEACTB, CIOCOOCTBYIOIIMX 3aKPEIUICHUIO 3HAHUH, SIBISETCA
KpaTKasi 3aluch MPOYUTAHHOTO MaTepuana — COCTaBJIE€HHWE KOHCIEKTa. KOHCHEKT — 3To
KpaTKOE€ CBSI3HOE W3JIOKEHHE COJIEP)KaHMsSI TEMBbI, y4yeOHHKa WJIM €ro 4acTtu, 0e3
noaApoOHOCTEN U BTOpOCTENEHHBIX AeTanel. [lo cBoel cTpyKType U MmocienoBaTeIbHOCTH
KOHCIIEKT JIOJDKEH COOTBETCTBOBATH IUIaHy ydeOHHKa. [103TOMY Ba’kKHO CHavalila COCTaBUTH
IJIaH, a MOTOM NHUCaTh KOHCIEKT B BUJE OTBETAa HAa BONPOCH! IuiaHa. Ecnu y4yeOHHK
paznenéH Ha HeOOJbIINE O3arjaBICHHbIE YaCTH, TO 3ar0JIOBKM MOXHO pacCMaTpHUBATh Kak
MyHKTHl IUIaHA, a W3 TEKCTa KaXJOM YacTH CIEAYyeT 3almucaTb TE€ MBICIH, KOTOPBIE
PacCKpBIBAIOT CMBICII 3ar0JIOBKA.

TpeOGoBaHUS K KOHCIIEKTY:

— KPaTKOCTh, CXKATOCTh, 1IEJIECO00PA3HOCTh KaXA0T0 3aMUChIBAEMOTO CJIOBA;

— COJIEpXKATeIbHOCTh 3allMCH- 3AMUChIBAEMbIC MBICTH clieyeT (OPMYITHPOBATH
KpaTko, HO 0e3 ymiep6a ams cMbiciaa. O0bEM KOHCTIEKTa, KaK MPaBUII0, MEHBIIIE U3y4aeMOro
TekcTa B 7-15 pas;

—KOHCIIEKTMOXET OBbITh, KaK MPOCTHIM, TaK M CIOXKHBIM IO CTPYKTYpE — 3TO 3aBUCUT
OT COJICPYKAHMS KHUTH U LIETH €€ N3ydeHHUS.

MCTO,Z[I/I"IGCKI/IG PECKOMCHOAIUHU IO KOHCIICKTUPOBAHNIO!
— OpeXKIAC 4YC€M Ha4daTb COCTABJIATH KOHCICKT, HYKHO O3HAKOMHTBLCA C KHHFOﬁ,

pOYMTaATh €€ CHavajIa 10 KOHIIA, MOHATh MPOYUTAHHOE;

— Ha 0OJIOKKE TETpaJM 3alMCHIBAIOTCS HAa3BaHWE KOHCTIICKTHPYEMOW KHUTHU U HMS
aBTOpA, COCTABIISIETCS MJIaH KOHCIIEKTHPYEMOTO TEeCTa;

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

— KOHCHEKTHUpPOBaHHE BEAETCA HE C IETbI0 MMEThb OINpPENeIEHHBIM 3amucu, a JUIs
Ooiee TOJHOTO OBJAJICHHUS COJCPKAHMEM HM3y4aeMOro TEKCTa, MOITOMY B 3alHCIX
OTMEUaeTcs U BBLACISIETCS BCE TO HOBOE, HHTEPECHOE U HY)KHOE, YTO OCOOCHHO MPHUBIEKIIO
BHUMAaHHE;

— TOCNIe TOro, KakK CHAeflaHa 3aluch CoJepXaHus mnaparpada, TIaBbl, CIEAyeT
nepednTarh e€, 3aTeM CHOBa oOpamaTbcs K TEKCTy W MPOBEPUTH Ce0s, MPaBUIIBHO JIH
U3JI0KEHO COJIepIKAHUE.

TexHHKa KOHCIIEKTUPOBAHUA:
— KOHCTIEKTUPYS KHUTY O0JIBIIIOT0 00BhEMA, 3aMUCh CIIEIYET BECTH B OOIIIEH TETPaIu;

35



— Ha KaXJIOM CTpaHWIlE CJEBa OCTABJISIIOT MOJA MHUpUHOU 25-30 MM aJig 3amucu
KOPOTKHUX M0/13aT0JIOBKOB, KPAaTKUX 3aMEYaHH, BOIPOCOB;

— KaKJlas CTaHUIIA TETPAId HyMEPYyeTCs;

— ISl TIOBBILIEHUS YUTAEMOCTH 3alMCH OCTABJISIOT MHTEPBAIbl MEXKAY CTPOKAMH,
a03a11amMu, HOBYIO MBICIIb HAUYMHAIOT C «KPACHOW» CTPOKHU;

— TpHU KOHCIEKTHPOBAHWU IIMPOKO WCIOJB3YIOT pa3IHYHbIC COKpaIleHUS U
YCJIOBHBIE 3HAaKM, HO HE B YIIepO CMBICIY 3amucaHHOro. PexomeHayeTcsi MpUMEHSThH
oOmmeynoTpeOuTeIbHBIE COKpaIlleHus, HampuMep: M.0. — MoOXeT ObITh, TOC. —
roCyJIapCTBEHHBIN; 1.0. — JOKHO OBITh U T.JI.

— HE cJIelyeT COKpaliaTh MMEHA U Ha3BaHUs, KPOME OUEHb YaCTO MOBTOPSIOIIUXCS;

— B KOHCIEKTE HE ITOJDKHO OBITh MEXaHMYECKOTO IIepelHUChIBaHUS TEKCTa 0e3
MIPOIYMBIBAHHUSI €TO COACPIKAHUS U CMBICIIOBOTO aHaIU3a.

Jns wHanucanumst pedepara HEOOXOAMMO BBIOpaTh TEMY, COIIAcOBaTh €€ C
mperoaaBareieM, Moao0paTh HECKOJbKO HWCTOYHUKOB IO TEME, BBITIOJHUTH aHAIIN3
HUCTOYHUKOB TI0 PEIICHUIO MPOoOJIeMbl, 000CHOBaTh CBOKO TOUKY 3pCHHS Ha pEIICHHE
pOoOIEMBI.
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7. OHEHOYHBIE CPEACTBA J1Jis KOHTPOJIA YCIIEBAEMOCTH

7.1. lTaciopTt (poHAA OLIEHOYHBIX CPEICTB

KonTtponupyemsie pa3aens! (TEMbI) AUCIUTUIHHBI

Kon xonTponupyemoit
KOMITCTEHITHU
(vm ee yacTn)

HanmeHoBanMEe OIICHOYHOTO
cpencTea

WNudopmanus, nHGpOpMamoHHbIE
TEXHOJIOTUU U MH()OPMALIMOHHBIE CUCTEMBI

OK 1, OK2, OK3,
OK4, OKS, OK6, OK7,
OK8, OK9, IIK 1.1,
IK 1.2, I1IK 1.3, IIK
2.3,1IK24,IIK 2.5,
IIK 3.3

VYcTHbIl onpoc

O6paboTtka TekcToBO HHPOpMauu B MS
Word

OK 1, OK2, OK3,
OK4, OK5, OK6, OK7,
OKS, OK9, TIK 1.1,
TK 1.2, TIK 1.3, TIK
2.3, TIK 2.4, TIK 2.5,
IK 3.3

[MpakTuyeckas padbora

O6paboTka yncinoBoit unpopmanuu B MS
Excel

OK 1, OK2, OK3,
OK4, OKS5, OK6, OK7,
OKS, OK9,IIK 1.1,
K 1.2, K 1.3, IIK
2.3,1IK2.4,TIK 2.5,
1K 3.3

[TpakTryeckas pabora

Coznanue npesentaruii B MS PowerPoint

OK 1, OK2, OK3,
OK4, OK5, OK6, OK7,
OKS, OK9, TIK 1.1,
IK 1.2, TIK 1.3, TIK
2.3, TIK 2.4, TIK 2.5,
IK 3.3

IIpaxkTryeckas pabora

MynpTUMEAUHHBIE TEXHOJIOTUH

OK 1, OK2, OK3,
OK4, OKS5, OK6, OK7,
OKS, OK9,IIK 1.1,
MK 1.2, MK 1.3, IIK
23,1IK24,IIK 2.5,
K3.3

IMpakTnyeckas pabora

OcHoBbI HTHPOPMALTMOHHON U
KOMIIBIOTEPHOH 06€30MacHOCTH

OK 1, OK2, OK3,
OK4, OK5, OK6, OK7,
OKS8, OK9, TIK 1.1,
MK 1.2, TIK 1.3, IK
2.3, TIK 2.4, TIK 2.5,
IK 3.3

[IpaxkTnueckas pabora

7.2. Kpurepumn OieHKHM 3HAHUI

KonTtposb u oneHka pe3yiabTaTOB OCBOCHUSA JUCHMIUIMHBI OCYHIECTBIISIETCS
MperoaBaTesieM B MPOLecCce MPOBEACHUS MPAKTUUECKUX 3aHSATUH, TaOOpaTOPHBIX padoT,
TECTUPOBAHUS, a TAK)KE BHITIOJTHEHUS 00YJYAIOIIMMUCS WHANBUAYATbHBIX CAMOCTOSITEIIbHBIX
3aaHni.

Pedepart. IIpoaykT camocToATeNbHONW pabOThI 00yYaromerocs, MpeacTaBIsIOMIUMA
co00M KpaTKOE U3JI0KEHUE B MUCbMEHHOM BHUJE MOJIYYEHHBIX PE3YJIbTaTOB TEOPETUUECKOTO
aHaJl3a OMNpeAeNIeHHON HaydyHOW (y4eOHO-MCCIeNOBaTENbCKOM) TEMBI, TJI€ aBTOP
PacKphIBaeT CyTh HUCCIEAYEMOM MpoOJieMbl, IPUBOIUT PA3IUYHBIE TOUKU 3PEHHUS, a TAKKe
coOcTBeHHbIE B3rJsiAbl Ha Hee.Pedepar oleHuMBaeTCs MO KOJUYECTBY MPHUBJICYEHHBIX
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UCTOYHUKOB, INIyOMHE aHaju3a MpoOieMbl, KauecTBE OOOCHOBAaHUS aBTOPCKOM MO3MIIMH,
[JIyOMHE PaCKPBITHUS TEMBI.

Tecr. CucteMa cTaHIapTU3UPOBAHHBIX 33JaHUM, TO3BOJISAIONIAsT aBTOMATHU3UPOBATH
IpolLenypy U3MEpPEHMsI YPOBHs 3HaHUM M yMEHUH oOydaromierocs. TecT OLIEHHBAETCs 10
KOJIMYECTBY MPaBUIBbHBIX OTBETOB (HEe MeHee 50%).

Kpurtepun oneHky 3HaHUH 00y4al0IIUXCS B LEJI0M 0 JMCHHUILTHHE:

«OTJMYHO» - BBICTaBIsieTCs OOydYaroleMycsi, TI0Ka3aBIIeMy BCECTOPOHHHE,
CHUCTEMAaTU3UPOBAHHbIE, ITYOOKHE 3HAHMS YYEOHOUM MporpaMMbl IUCHMIUIMHBI U YMEHUE
YBEPEHHO MPHUMEHITh MX Ha MPAKTUKE MPHU PEUICHUH KOHKPETHBIX 3aad, CBOOOIHOE U
MpaBUIIbHOE 00OCHOBAHKE MPUHSITHIX PEIICHUI;

«XOpOLIO» - BBICTABJISETCS OOy4aroleMycsl, €CIM OH TBEPJO 3HAEeT MaTepual,
rPaMOTHO W MO CYUIECTBY H3JIaraeT €ro, yMmMeeT NPUMEHATh IOJIyYeHHbIE 3HAHUS Ha
MIPaKTUKE, HO TONYCKAET B OTBETE WJIM B PEUICHUU 3a/1a4 HEKOTOPbIE HETOYHOCTH;

«yJIOBJIETBOPUTEJIbHO» -  BBICTaBIsIeTCS  OOydawIieMycs,  IOKa3aBIIEMY
dbparMeHTapHbId, pa3pO3HEHHBIM  XapakTep 3HAHWM, HEJOCTATOYHO MPaBUIIbHBIE
dbopMynupoBKH 0a30BBIX TOHATUN, HAPYIICHHWs] JIOTMYECKOW MOCIENOBATEIbHOCTH B
M3JI0)KEHUU TIPOrpaMMHOI0 Marepuaia, HO IPU 3TOM OH BJIAJIEET OCHOBHBIMHU pa3iellaMHu
y4eOHOU TIpOorpaMMbl, HEOOXOIUMBIMU ISl JajdbHEHIIero oOydeHuss U MOXKET MPUMEHSThH
MOJIYYEHHBIE 3HAHUS TI0 00pa3ily B CTAaHAAPTHOMN CUTYaIluu;

«HEYJI0BJIETBOPUTEJIbHO» - BBICTABISIETCS OOy4aromeMycsi, KOTOPbIH HE 3HaeT
OOJBIIIEH YacTH OCHOBHOTO COJACP)KaHHS Y4EOHOW MpOrpamMMbl JUCHUIUIAHBI, JOMYCKAeT
rpyobie ommOKu B (QOPMYITUPOBKAX OCHOBHBIX TOHSTHA  JUCIUIUIMHBI U HE YyMeEeT
HCIIOJIb30BATh NIOJIYYECHHBIE 3HAHUS [PU PEIICHUU TUIIOBBIX NMPAKTUYECKUX 3a/1a4.

7.3. OueHo4HbIE CpeCTBA /sl MPOBeIeHUS TeKylleil aTTecTalun
Texymmii KOHTPOJIb MPOBOAUTCS B (hopme:

- YCTHBIH OIIPOC

-IIMCbMEHHBIN OMPOC

-TECTUPOBAHUE IO TEOPETUUECKOMY MaTepHaly
-npakTUyeckas padbora

-3ammra pedeparta, scce

-3aII1Ta BHIIOJIHEHHOTO 3a/JaHus,

dopma IpaxTuueckuit JInunble KadecTBa Tpmvepsr
aTTecTanuu 3nanus YveHms ombIT (BiaZieHue) | oOydaromierocs OUCHOMHEIX
CPEICTB
VYcTHbIN KonTtpons 3Hanuit Onenka yMeHus Onenka HaBblkOB | OneHka KonTtponbHsie
(TMCBMEHHBIN) | 11O ONpEZeTIeHHBIM | Pa3iu4aTh paboThl ¢ CIIOCOOHOCTH BOIPOCHI 10
ompoc no | mpobiemam KOHKpPETHBIE JUTEPATyPHBIMHU OTIEPATUBHO U TeMaM
TeMaM TTOHATHUS HUCTOYHHUKAMHU Ka4eCTBEHHO MPUIATaroTCs
OTBEYaTh Ha
MIOCTaBJICHHBIE
BOIIPOCHI
Pedepatnr KoHnTpons 3HaHmit OrnieHka yMEeHHS Onenka HaBbIKOB | OmeHka Tembr
O ONpPENENIEHHBIM | pa3auyarh paboThl ¢ CIIOCOOHOCTH K pedeparos
npobiiemam KOHKpPETHbIE JUTEPaTypHBIMU CaMOCTOSITENIbHON | MpUJIAraroTcs
TIOHSITHS UCTOYHUKAMU pabore 1 aHaJIU3y
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JIUTEPaTypPHBIX

COIIOCTaBJIEHNH
KOHKPETHBIX
TOHSATHH

OTBCYATh Ha
IIOCTAaBJICHHBIC
BOIIPOCHI

UCTOYHUKOB
IIpaktnyeckue | KonTposs 3HaHUA OreHka yMeHus Ornenka HaBeIKOB | OrjeHKa Tems! pabot
(;1abopaTopHBI | TEOPETHYECKUX paboTarts ¢ paboThl ¢ CIIOCOOHOCTH MpUIararTCs
€) paboTsI OCHOB COBPEMEHHOU BBIUUCIUTEIBHON | OMEpPaTUBHO U
uHpopMaTuKH 1 KOMIBIOTEPHOH TEXHUKOI1, Ka4eCTBEHHO
MH(QOPMALMOHHBIX | TEXHHUKOH, MPUKIIaHBIMU peaTth
TEXHOJIOTHH, HCIIO0Nb30BaTh IPOrpaMMHBIMU MOCTaBJICHHBIE HA
BO3MOXKHOCTEH H BO3MOXKHOCTH CpeAcTBaMHU MIPaKTHYECKNX
MPUHIUIIOB BBIUHCITUTETLHON paboTax 3amaun U
HCTIONIb30BaHMS TEXHUKH U apryMEHTHPOBATh
COBPEMEHHON MIPOTPaMMHOTO pe3yJIbTATHI
KOMITBIOTEPHOH o0ecrieueHNs IpH
TEXHHKH. pemeHnn
MIPAKTUIECKUX
3a7ad.
TectupoBanue | Konrpons 3HaHU OreHKa yMEHUsS Orenka HaBBIKOB | OreHKa Bompocel
IO ONpeIeNeHHbIM pas3nuuarb JIOTHYECKOTO CIIOCOOHOCTH IpUIararTcs
npobiemMam KOHKpPETHBIE aHaIu3a u OTIEPATUBHO U
MTOHATHUS CUHTE3a IIpU Ka4eCTBEHHO

IIpuMepHbIe TeCTOBbIE 3aJaHNUS:
1. B rexcroBom nporeccope Microsoft Word ocHOBHbIMM ITapaMeTpaMy MpH 3aJaHUH
napaMmeTpoB ab3ara sIBISIOTCS:
A) rapHuTypa, pazmep, HauepTaHUE;
b) orcTyn, unrepsai;
B) nons1, opuenTanus;
') ctuib, mabmoH.
2. MuHMMAaJIbHBIM OOBEKTOM B PACTPOBOM IpaUUeCKOM PETAKTOPE SBISETCS:
A) TouKa ’KpaHa;
b) o0ObekT (IpsIMOYTOBHUK, KPYT U 1P.);
B) nanutpa 1seTos;
I') 3HakoMecTo (CUMBOM).
3. B Tabnumunom npoueccope Microsoft Excel Beinenena rpymnmna siueex F3:HS.
CKOJIBKO Y€K BXOJUT B 3Ty Tpymiy?

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

4. J1ns peAakTUpOBaHUS HEBEPHO HAOPAHHBIX CUMBOJIOB UCIIOIB3YIOTCS KJIABUIIIH:
A) [Backspace], [Delete], [Insert];
B) [Home], [End], [Insert];

B) [Home], [End], [Backspace];

I) [Shift], [Enter].
5. Y Bac BO3HHUKIIA HeO6XOI[I/IMOCTI> PasMCIICHHUA Ha BCCX CJ'I&IZII&X OJHOT'O U TOT'O
KC BJICMCHTA HHSaﬁHa. 210 JCJIACTCA.

A) B pexxuMe MoKasa Claiios;

b) B 00bIuHOM peXUME;
B) B pexxume paboThl ¢ 0O6pasiamu;
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[') Bce OTBETHI BEPHBHI.
6. B TekcToBOM penakTope MOKHO MCIOIB30BaTh TOJIBKO OJUH MIPU(T U ABE
KHOIIKHU JUIsl YCTAHOBKHU TakuX 3P QPEKTOB, KaK MOITYKUPHOE HauepTaHUE U KYPCHUB.

CkoJbko Pa3JINYHbIX Ha‘lepTaHI/Iﬁ CHUMBOJIOB MOZKHO HOJ'IyLII/ITB?

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

I[IpumepHBbIe BONMPOCHI /i1 YCTHOTO ONpPoca (KOHTPOJILHBIX padoT):
1. Kakue ¢pyHKIMH BBITOJHSICT TaOIU4IHBIN mporieccop WORD?

2. KakoBa cTpyKTypa I0JIb30BaTeIbCKOTO HHTEpQEiica B TEKCTOBOM MPOLIECCOpe
WORD?

©CoOoN RO

Kak nmepekmtovaercss aHTIMACKUAN U PyCCKUN MIPUPT?
YT0 Takoe peakKTUPOBAHHUE TEKCTA?

Yro Takoe popMaTUpOBaHUE TEKCTA?

Jliis yero ucnomnssyetcst «Macrtep popmyn»?

Kak n3meHuTs pazmep co31aHHBIX MATEMATUUECKUX BBIPAKEHUI?
Kak co3nats Tabnuily ¢ 3ajaHHBIM KOJIMYECTBOM CTPOK U CTOJIOIOB?
Haznauenue Tabnuunoro npoueccopa EXCEL?

10. Ctpykrypa nonn3oBaTenbckoro uarepdeirica EXCEL?

11.Kakue tunsl faHHbIX ucnonb3ytoTes B EXCEL?
12.Kak BBosTCsa TekcToBbIE faHHbIe B EXCEL?
13.Kaxk BBosiTcs tupossie nanHbie B EXCEL?
14.Kaxk nepecyath TaOIWYHBIA JOKYMEHT B UHIUBUYAbHYIO TTANIKY CTYyJeHTA?

IIpnMepHbIe BOPOCHI 1JIs1 KOHTPOJISAA CAMOCTOAITeIbHOI padoThI:
1.ITonsiTre uHGOpPMALIMK, METOBI TOTYUSHUS HH(OPMAIIH.
2./lenenue Mozenel o cnocoOy NpeacTaBiICHUS.

3.BcraBka u popmMatupoBaHre OObEKTOB B CllaiiiaxX.

4. CniocoObl co3aHMs COXPaHEHHUS MTPE3eHTAIUH.
5.Co3nanue crienuanbHbIX 3QPEKTOB B MIPE3CHTAIUH.
6.06mume cBenenus o TadiauuHoM nporeccope Excel.
7.06paboTKa TEKCTOBOM MH(OpMAIIIH.
8.00paboTKa YncI0BOM HH(OPMAIIH.
9.06paboTka rpadguyeckoi HHGOpMaIIUH.

10.OcHOBBI HH()OPMAIIMOHHOMN ¥ KOMITBIOTEPHON O€30MACHOCTH.

7.4. OneHoYHbIE CPEACTBA IS IPOBeIeHUsI IPOMEKYTOYHOM aTTecTaluu

[IpoMexxyTouHas arTecTauus

. JInunble ITpumepst

®dopma IpaxTuyeckuit

3HaHus Ymenus KadecTBa OLIGHOYHBIX
aTTecTaluu OIIBIT (BJIAZIETh)

oOyuarolerocss | CpeacTs

Ox3aMeH KonTpons Onenka ymeHus OrneHKa HaBBIKOB Onenka Bomnpocsr:

3HaHUs 0a30BBIX | MMOHUMATh JIOTHYECKOT0 CIOCOOHOCTH IpUIararTcs

TIOJIO’KCHUH B CHEHUATBHYIO COIIOCTABJICHUSI U IPaMOTHO H
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obnactu
MH(OPMATUKH

TEPMUHOJIOTHIO XapaKTePUCTHKHI YETKO U3JIaraTh

00BEKTOB Marepuan
OueHka yMeHHst O11cHKa HABBIKOB OrneHka 3amaun
pelath TUIOBBIE JIOTHYECKOTO CITOCOOHOCTH MIPIIATaroTCst
3a1a44 B 001acTH MBIIUICHUS TTPH IpaMOTHO U

npodeccroHanbHO
¥ 1eSITeIbHOCTH

pelleHUH 3a/1a4 B
o0actu
npodeCCHOHATBHOM
JIeATEITbHOCTH

YETKO U3JIaraTh
XOJ peIICHUS
3a1a4 B 001acTu
npogeccroHaNb
HOM
NEATENILHOCTH U
apryMeHTHpOBa
Th PE3yJIbTaThI

Ao E

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

7.4.1. IlpuMepHbIe BONPOCHI JIsI POBEACHUS MPOMEKYTOUHON aTTEeCTAIIUN
(3K3aMeH)

[TonsTie nHMOPMAIH, METOIBI TTOTyYSHHUS HHPOPMALINH.
CaotiicTBa nHpopMaIuu, u3mMepeHrue nHpopMaIuu.
[Tepenaua nnpopmanymu, HHPOPMAITUOHHBIE KAHAJIBI.
Hcnonb3oBanue nadopmaiuu, 0opadorka nHGOpMAaIK, GOpMBI TIPEICTABICHUS

uHpopmanuu.

OO6mras xapakTepucTuka npoiecca coopa, nepenayu, o0padOTKU U HAKOTUICHHS

uH(popmanuu. Buasl s3xoHOMUYecKoi HH(OPMALINK.
KoMmoHeHTbI cucTemMbl 00pabOTKH JaHHBIX (IKOHOMHUYECKON HH(pOpMAITUH).
[TepBuunas uHpopMalrs B SIKOHOMUYECKON HH(DOPMALIMOHHON CUCTEME.
Co3zpanue, OTKPHITHE U COXpaHEHHE TOKyMeHTOB B Word.
ANTOpUTM, IOHSATUE U OCHOBHBIE CBOMCTBA.

npoueccope Excel.

. BBog u penaktupoBanue tekcra B Word.
. Jlenenue mozeneit nmo cnocoOy MpeacTaBICHHUS.

. @opmatupoBaHue u opopmieHue Jo0KyMeHToB B Word.

. DTamnsl U CPeJCTBA CO3/IaHUS MPE3CHTALUI.

. BcTaBka crienuanbHBIX CHMBOJIOB B IOKyMeHT Word.

. CriocoObI co31aHus COXpaHEHUs Pe3eHTalNH.

. PegaktupoBanue npeseHranuu, padora co ciaiiamu.

. @opmMaTupoBaHue CUMBOJIOB, ab3areB, ctpaHul] B Word.
. TaOmup! B nokymentax Word.
. BcraBka u ¢opmaTtupoBanue 0ObEKTOB B ClIaiijiax.

. Cozmanne cniennaibHBIX 3PGEKTOB B Mpe3eHTAIUH.
. Ilpumenenue rpaduyeckux snemenToB B Word. O01miue cBeieHus 0 TaOJIMYHOM

Excel nefictBus ¢ nuctamMu pabodel KHUTH.
BBon u penaktupoBanue nanabix B Excel
BBox u penaktupoBanue naHHbix B Excel
®dopmaTrpoBaHue TaHHBIX B Excel.

CpencTBa aHayn3a JaHHBIX B Tabnunax Excel.
AHalM3 JaHHBIX C TTOMOIIIBIO IHarpaMMm
Pabora ¢ Tabauuamu gopmara crucok, cBoHbIe Tabnuibl B Excel.
O06paboTka TeKCTOBOM MHDOPMAIIHH.
O6paboTka yrcIoBON HH(OPMAITIH ITPOLIECCOPOM IEKTPOHHBIX TaOIHUI.
DJIEKTPOHHBIE TPE3CHTAIIMU, CO3IaHUE TTPE3CHTAIINM.
Ob6paboTka rpapudeckoit nHGoOpMaIy.
KommnbroTepHble clipaBOYHbIE IPABOBBIE CUCTEMBI.
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34. OcHoBbI HTHGOPMAITMOHHON W KOMITBIOTEPHOU 0€301aCHOCTH.

7.4.2. IlpuMepHbIe IK3aMeHALMOHHBIE 32124 HA IK3aMeH

1. B siaeiike Al pa3menieHo 3HaueHue myTH L, a B siueiike B1 3nauenue Bpemenu t. Kakas popmyna
JOJKHA OBITH BHEeceHa B siueliky C1, 1Sl BBIYUCIICHUS CKOPOCTH V MPU PaBHOMEPHOM JIBHIKEHUU?
2. Hacrtpoiika skpana u uacrpymentapus MS Word: - Hagudme mojioc mpoKpyTKH U CTPOKH
cTaTyca, U3MEHEHME [TaHEeIU HHCTPYMEHTOB, HACTPOIKa 3KpaHa, HACTPOIKa MHCTPYMEHTapHUsI
Word, no6aBiieHre KHOIIOK.

3. Co3panue 1 neyaTh JOKYMEHTa ¢ Havaja 10 KoHia B Word, Hanedartats 4 yeTBepoCTHILbS, ATy
UIIPOCMOTPETH TEKCT, COXPAHUTh, BCTABUTH CUMBOJIbI B TJOKYMEHT BPEMSI.

4. PegaktupoBanue tekcra B Word. 3arpysure Tekct bacHio KpsuioBa. Beinenure nepseiii ad3ari,
MIEPEMECTUTE €T0 He OTITYCKasl JIEBYIO KHOIIKY MBIIIIKH, BEpHYTh Ha MecTo. KonnpoBarte 4acts u
BECh TEKCT MPUMEHsIs Oy(dep ¢ MOMOIIBI0 TOPSINX KIIaBHIIL.

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

6. Hacrpoiika cTuseil u mabioHOB, TpoBEpKa MPaBOMUCAHUs, OpTraHU3aIIUsI CIIUCKOB, TTOUCK
cuHonuMoB B Word. HaGepute HeckoinbKo a03aiieB MPOU3BOILHOTO TEKCTa, H3MEHUTE CTUIIh |
ab63ama mo obpasiry, 2 — ¢ momomisto okHa CTUJIb , 1aB eMy HOBOE UMSsI, COUYCTAHWSI KJIABHIII,
ynanute ero nocpeactso okHa CTUJIb. HactpouTs 1m1abiaoHbI, TPOBEPUTH MPaBOMUCAHUS TEKCTA,
MOMCK CUHOHUMOB.

7. Coznmanue Ta0iull, UCTIOJIb30BaHUE Ta0y I, MeHIO Tabnuna. Co3nanue Tadbnui rpadukoB U
muarpamm B Word.

8. Opranusanus BHEIIHEro Buja nfokymeHTa B Word. Pa3menienue Tekcta Ha CTpaHulle, BCTaBKa
CTpPaHUII, KOJIOHTHTYJIOB, CTPAHUII, TPAPUIESCKHUX JIEMEHTOB U JAHHBIX U3 JOTIOTHUTEIHHBIX
MIPUIIOKEHUN.

9. D1 pa3mernieHo 3Ha4eHUE KaTeTa MPsMOYroJIbHOTO TpeyroyibHuKa. B suelike E1 — 3nauenue
npyroro kareta B. Kakas dopmyna nomkna ObITh 3aHeceHa B siueiiky F1 nmst Beruucnenus
3HA4YEHMS KBajipaTa runoreHys3bl C?

10. TTocTpoenue mpocToi NEKTPOHHON TaOIUIIBI.

Hpyrue olleHOYHBIE CPECTBA MO AUCIUIUIMHE HE MPEIYyCMOTPEHBI.
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5.1.1. KoMILIeKT TeCTOBBLIX 3aJaHUI
TexkcToBOE 3a1aHMe MO TUCHUILINHE.

Bapuant Nel

1_n_tema_1.1.1_60 Hudpopmanuio, H3J0KEHHYH Ha JOCTYIHOM /JJs HOJy4YaTessi si3bIKe
Ha3bIBAIOT:

1)noHsATHOI (BepHBIIl 0TBET)

2)MoaHOM

3)mosne3Hoi

4)akTyaJIbHOU

2 a_tema_1.1.1 60 HUudopmanuio, He 3aBUCAILYI0 OT JHYHOIO MHEHHUS] WM CYKIEHUS,
Ha3bIBAIOT:

1)o0bexkTUBHOI (BepHBbI OTBET)

2)akTyalbHON

3)nocToBepHOM

4)nosHON

4 cp_tema_1.1.1_90 Yro nzyuaer Unpopmaruxa?

1)3T0 HayYHasi IMCUMILVIMHA M 00JIaCTh HAYYHO-TEXHUYECKOH AesiTeIbHOCTH,3aHUMAKIIASCS
BonpocamMu coopa u 06padoTku nHGpopmManum (BepHbIi 0TBeET)

2)u3yydaeT KOHCTPYKIHMIO KOMIBbIOTEPA, COCOOBI €r0 BKIFOUEHHUS U BBIKITIOUCHUS

3) 0603HaYaeT COBOKYIMHOCTh AUCUUILINH, U3YYaOUINX CBOWCTBA WH(OpMAIHH

4) n3yyaeT COBOKYMHOCTb IIPOIPAMMHBIX CPEJCTB, UCTIONb3YEMbIX /Ul paboTel Ha DBM;

5 tp_tema_1.1.1 120 UndopmaTusanus 370 BHeIpeHHEe COBPEMEHHBIX:
1)nHpopManMOHHBIX TEXHOJIOTHI1 (BEPHBIH 0TBET)

2) OMOJIOTHYECKUX TEXHOJIOTUI

3) busnueckux TEXHOIOT Uit

4) npaKkTU4YECKUX TEXHOJIOTHM

6_tp_tema_1.1.1_120 Kakue Buasl napopmanuu Bel 3HaeTe:

1)nayyHasi (BepHbIii 0TBET)

2)cTpaTeruyeckas

3)reopeTnueckas

4)npakTHuecKas

7 a_tema 1.1.2 60Hocurenem ungopmManum MOKeT ObITh:

1):11000i1 MaTepuanbHbIi 00bEKT(BEPHBIH 0TBET)

2)m000¥ TEXHUYECKUN OOBEKT)

3)m000ii AyIIeBHBIH 00BEKT

4)r060¥ BU3yaJIbHBINH 00BEKT

8 1p_Ttema_1.1.2_120 B nndopmMaTnke KOJMIECTBO HHPOPMALMH ONpe/esseTcs KaK:
1)Mepa yMeHbLIEeHHS HeONPeAeT¢HHOCTH(BEPHBI 0TBET)

2)CKopocThb nepegauu HHpopMariu

3)docToBepHOCTh HH(POPMALIUH

4)O0bEM orepaTUBHON MaMSTH

9 cp_tema_1.1.2 90 3a equHMIy M3MepPeHUs KOJIMYECTBA MH(OPMAIIUY IPUHAT:

1) ouT(BepHBIii OTBET)

2)0aiT

3)60n

4)Koaiit

15_a_tema_1.1.3_60 YTo BX0AMT B NOJTHOE MPOrPaMMHOe o0ecredeHue KOMIbIOTepa?
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1)CucremHoe, npuKjIaHOe(BEPHbIA 0TBET)

2) YTunutsl

3) Urpsr

4) Ounbmbl

16 _cp_tema 1.1.3 90 YTo BXOAHUT B CHCTEMHOE NIPOrPaAMMHOe obecrnieyenue?
1)OnepanuonHbie cucTeMbl, (aiijiOBble MeHeIKepbl, CHCTEMbl IPOrPaMMHMPOBAHMS,
AHTUBHUPYCHbIE IPOTrPaMMbI (BEPHBbI 0TBET)

2) IlpunoxkeHus criel.Ha3Ha4eHUs, IPHIIOKEHHUs 00IIero Ha3HAuYSHHsI, IPOTPAMMBI JJIsi 00y4eHus,
UTPBI

3) IIpuioskeHus: peIakTUPOBAHUSL, TPUIIOKESHUS HATMCAHUS, TPOTPAMMBI [T 00yUSHHSI, CTPEIISIIIKU
4) [Ipunoxxenus rpaduku, NPUIOKEHUS] MY3bIKH, IIPOTPAMMbl PUCOBAHUS, UTPbI
19_cp_tema_1.1.4 90YTo0 BXOAMT B NPHUKJIAJAHOE IPOrPaMMHOe odecnieyeHue?

1) Ilpunoxkenusi crneun.Ha3HAYEHHs, NMPUJIOKEHHsI OOIIEr0 HA3HAYEHHUNA, NMPOrpaMMbl JIJIs
00yuyeHusi, UTPbI(BEePHBIIl 0TBET)

2)[IpuioxxeHus peIakKTUPOBAHUS, IPUIIOKEHUS HAITMCAHUS, IPOTPAMMBI 1J1sl O0yUEHUSsl, CTPEIISITKU
3)OnepanoHHbIE CUCTEMBI, (DaliJIOBbIE MEHEIKEPBI, CUCTEMBI IPOTPAMMUPOBAHUS, aHTUBUPYCHbIE
POrPaMMBI

4) [IpuiioxxeHust peIakTUPOBaHUS, IPUIIOKEHUSI HAITMCAHUS, IPOTPaMMBbl JJIs yIaJI€HUs, MYy3bIKa
20_tp_tema_1.1.4 120TexcToBblii pegakTOp - NPOrpaMma, NpeJHasHAYeHHAs A5l

1) co3nanus, pelaKTHPOBAHUSA U (POPMATHPOBAHUSA TEKCTOBOI MHGoOpManuM (BepPHbI 0TBET)
2)paboThl ¢ U300paXKEHUSAMHU B MIPOLIECCE CO3/IAaHUS UTPOBBIX MPOTPAMM

3) ynpasnenue pecypcamu 1K mipu co3ganuu 10KyMEeHTOB

4) aBTOMaTHYECKOr0 NepeBOia C CUMBOJIBHBIX S3bIKOB B MAIIMHHBIE KOJIBI

21_tp_rtema_1.1.4 120 CumBoJj, BBOAUMBIN ¢ KJIaBHATypbl Npu Haldope, oToOpaskaercs Ha
JKpaHe AUCIVIes B O3MIMH ONpeiesIaeMOoii:

1) moJio:keHneM Kypcopa (BepHbIi 0TBET)

2)3a/1aBaeMbIMH KOOPIUHATAMU

3) nonoxeHueM npeasiaynieil HabpaHHO! OykBe

4) anpecom

22 cp_tema_1.1.4 90Coo01meHne 0 MeCTONOJIOKEHHH KYypCcopa, YKa3bIBaeTcs

1) B OKHe TEKCTOBOI0 peaKTopa (BepHbI 0TBET)

2) B CTpPOKE COCTOSTHUSI TEKCTOBOT'O PEAaKTOpa

3) B MEHIO TEKCTOBOTO peJaKkTopa

4) npaiiBepa yCTpOICTB

23_n1_tema_1.1.4_60IIpu HaOope TeKcTa OJHO CJI0BO OT APYroro OTAe/AsIeTCs:

1)nmpo0Oesiom (BepHBIii OTBET)

2) TOUKOM

3) 3amsiToi

4) nBoeTouneM

24 _cp_tema_1.1.4 90 Kakasi onepanusi He npMMeHsieTCs VISl PeAAKTHPOBAHMS TEKCTA:
1)neyars TekcTa (BepHbI 0TBET)

2) ynaneHue B TeKCTe HEBEpHO HaOpaHHOTO CUMBOJIA

3) BCcTaBKa IPOMYIIEHHOIO CUMBOJIA

4) 3aMeHa HeBepHO HAOPaHHOTO CUMBOJIA

25 cp_tema_2.2.1_60Yrto Takoe d1eKTpOHHAsA Tadauua?

1)3Ta padoramasi B AHAJI0r0BOM Pe:KMMa NPOrpaMmMa o0padoTKH YMCI0BBIX JAHHBIX
(BepHBIii 0TBET)

2) aTa paboTaromas B TMajJoroBOM peKUMa IMporpaMMa 00paboTKu rpauIecKruX JTaHHBIX

3)ata paboTaromas B IMAJIOrOBOM PEeXHMa IPOrpaMma 00pabOTKU MY3bIKaJIbHBIX JAHHBIX

4)3Ta paboTaroias B JMAIIOTOBOM PEXHMa MporpamMma 00paboTKH TEKCTOBBIX JaHHBIX
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26 g _tema 2.2.1 60 U3 4ero cocTouT 3J1eKTPOHHAs Tadauma?

1) u3 cT0/10110B U CTPOK(BEPHBIH OTBET)

2) U3 KapTUH U 3CKU30B

3) u3 nuKcesnei 1 00bEKTOB

4) n3 KBaJpaTHUKOB U NPSIMOYTOJIbHUKOB

27 cp_tema_2.2.1 60 Kakas siueiika siBjIsieTCsl AKTUBHOM ?

1) BoinesnienHasi (BepHbIil 0TBET)

2) 3auepkHyTas

3) [Mocnenusst

4) IlepBas

28 cp_tema 2.2.1 90 Kakoe HazBanue umeeT (paidj1 3JIeKTPOHHOM TaA0IMIbI?
1)Knura.xls (BepHblii 0TBeT)

2) Knaura.txt

3) Kuura.Gif

4) Knura.bmp

29 cp_tema_2.2.1 90 Kakue THUIIBI JaHHBIX COAEPKUT 3JIeKTPOHHAS Ta0auua?
1)Ywucao, TekeT, TA0MUA (BEPHBbI 0TBET)

2) 3Hak, TeKcT, Tabauua

3) Yucno, Tekcrt, 1aTy

4) Yucno, runepcchliKy, Tadiuna

30 _cp_tema_2.2.1 90 Kak 3anucbiBaercs (popmyJia B 3J1eKTPOHHON Ta0AMIbI?
1)3nak paBeHcTBa, OyKBa siueiiku, HM(ppa syeiiku(BepHBI 0TBeET)

2) byksa sueiiku, udpa s4eiiku, 3HaK paBeHCTBA

3) 3HaK paBeHCTBa, HOMEP AYEHKHU, IUPpa TUEHKN

4) Lludpa sueiiku, 3HaK paBeHCTBa, OyKBa siueiiku

1_n_tema_1.1.1_60 Undopmanuro, 0Tpakawoulyo MCTUHHOE MOJ0KeHHe Belllel, Ha3bIBAIoT:
1)nocToBepHOii (BepHBI 0TBET)

2)nosHOM

3)none3Hou

4)noHATHOM

2 a_rtema_1.1.1_60 Hupopmanuio, CymeCTBEHHYI0 H Ba)KHYI0 B HACTOSIIMA MOMEHT,
Ha3bIBAIOT:

1)akTyaJbHOl(BepHbIH 0TBET)

2)10CcTOBEpHOM

3)noHsATHOM

4)none3Hou

3 cp_tema_1.1.1 90 YTo 13 nepevucIeHHOr0 He ABJsIeTCS HOcUTeeM uHGopmanun?
1)3BykoBasi kKapTa (BepHbIil 0TBET)

2) IUCKeTa ¢ urpamMmu

3) xHura

4) reorpaduueckas kapTa

4 cp_tema_1.1.1 90 IlepeBoa TeKCTAa C AHTJIMIICKOT0 SI3bIKA HA PYCCKUI MOKHO HA3BaTh:
1)undopMannoHHBIM NponeccoM 00padoTkn nHGpopManuu(BePHbINA 0TBET)
2)uH(OopMaLIMOHHBIM ITPOLIECCOM Nepeauu HHpOopMaLuu

3)uHGOPMALMOHHBIM MIPOIIECCOM XpaHEHUs HHPOPMALIUU

4)uHpOpMAIIIOHHBIM MTPOLIECCOM MOMCKa MHPOpMAITUU

7 _cp_tema_1.1.2 90 Undopmanus:

1)3T0 cyrydo HemaTepuajbHas cyOCcTaHUMsI(BEPHBI 0TBET)

2)3T0 cyrybo mMarepuaibHas CyOCTaHIUS

3)aTo cyry0o myxoBHasi CyOCTaHIIH
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4)310 cyryoo mpuspadyHasi CyOCTaHIIUS

18_tp_tema_1.1.3_120 B paay "cumBoa" - ... - "crpoka' - "¢PpparmenT Tekcra' npomyueHo
1) "a03an" (BepHbBIii 0TBET)

2) "cmoBo"

3) "cTpanuma"

4) "texct"

19 a1 _tema_1.1.4 60 K unciiy 0CHOBHBIX (PyHKIHIT TEKCTOBOI0 PeIAKTOPA OTHOCATCS:

1) co3nanue, pefakTHPOBaHMe, COXPAHEHHE U N1eYATh TEKCTOB (BepHbIil 0TBET)

2) crporoe He coOI0IeHNe TPABOIUCAHUS

3) 3ameneHue, nepeMenieHne, yHHuTOKEeHUE U COPTUPOBKA (PparMEHTOB TEKCTA

4) nepeBoJi CUMBOJIBHBIX SI3bIKOB B MAIIMHHBIE KOZbI

20 _cp_tema_1.1.4 90 Kypcop - 310

1) MeTka Ha 3KpaHe MOHHMTOPA, YKA3bIBAKOIIAs NMO3MLHMI0, B KOTOPOi Oyaer oTo0paskeH
BBOJMMBIN ¢ KJIABHATYPbI (BEPHBI 0TBET)

2) ycTpoiicTBO BBOJ]a TEKCTOBOM MH(OpMaIK

3) kJ1aBHIlIa HA KJIaBHAType

4) HaMEHBIINH HJIEMEHT 0TOOPaKEHHsI Ha SKpaHe

21_n_tema_1.1.4_60 C noMomb10 KOMIILIOTEPA TEKCTOBYI0O MH(POPMAILUIO MOKHO:

1) XxpaHuTh, NOJIY4YATh U 00padaTHIBATh (BEPHBbIH OTBET)

2) TOJIBKO XpaHUTh

3) TOJIBKO MOTy4aTh

4) TonpKo 00pabaThIBaTh

22 cp_tema_1.1.4 90 PenakTupoBanue TeKCTa NMpeacTaBJ/sieT cO00M:

1) mpouecc BHeceHUs] K3MEHEHU I B MMEIOIIMIICH TEeKCT (BepPHbIil 0TBET)

2) mpouenypy COXpaHeHHsl TEKCTa Ha TUCKE B BUJIE TEKCTOBOTO (aiina

3) nmporecc nepenayn TEKCTOBON HHPOPMAIIMH 110 KOMIIbIOTEPHOI ceTn

4) mpo1ielypy CUMTBIBaHUS C BHEIIHETO 3alIOMUHAIOIIET0 YCTPOICTBA paHee CO3aHHOIO TeKCTa
23 cp_tema_1.1.4 90 Kakas onepauusi He npuMeHsieTcs 1JIsl PeJaAKTHPOBAHMS TEKCTAa:

1) meyathb TekcTa (BEpHBI OTBET)

2) ynaneHue B TeKCTe HEBEPHO HaOpaHHOIO CUMBOJIA

3) BcTaBKa MPOMYIIEHHOTO CUMBOJIA

4) 3aMeHa HeBepHO HAOPaHHOTO CUMBOJIA

24 _T1p_tema_1.1.4 120 IIpoueaypa aBTOMATH4Y€CKOI0 (opmaTupoBanus TEKCTA
npeaycMaTpuBaeT:

1) aBTOMaTHYeCKOEPACIOJIOKEHHE TEKCTA B COOTBETCTBHM C ONpedeJeHHbIMH NPaBHIAMHA
(BepHBIii OTBET)

2) 3amuck TekcTa B Oydep

3) ynaneHue TekcTa

4) oTMEHY IpEBIYyILIEN ONepalii, COBEPILIEHHON HaJl TEKCTOM

25 _cp_tema_1.1.4 90 Kakue popmarsl faHHBIX Bbl 3HaeTe?

1)YucaoBoii, 1eHeKHBII, 1aTa U BpeMsl, TEKCTOBbIN (BePHbIil 0TBET)

2) YuciaoBo#, TIOTHYECKUH, 3BYKOBOW, TEKCTOBBIN

3) UncnoBoii, IeHeXHbIH, 1aTa U BpeMs, rpaduyeckuii

4) UucnoBoi, JeHEKHBIN, JaTa U BPEMsl, BUICO

26_cp_tema_2.2.1 90 st yero ucnojb3yercss a0COJIIOTHANA CChLIKA?

1) nois ykazanus pUKCHPOBAHHOIO aJpeca sYeHKU(BEPHBbIA 0TBET)

2) nyig yka3zaHus aapeca siueiKH cripaBa

3) s yka3zaHus agpeca siMeUKu cieBa

4) nnst yKazaHusi OTHOCUTEIBHOTO aipeca SueHKu

27 a_tema 2.2.1 60 s 4ero UcnoJib3yercsi OTHOCUTEIbHAS CChLJIKA?
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1) 151 yka3aHUA OTHOCHTEJIBLHOIO aJipeca sueilKu(BepHbIA 0TBET)

2) nns ykazaHust QUKCHPOBAHHOTO apeca STYCHKH

3) 1 yKa3aHus agpeca siMeUKHu ciieBa

4) nns ykazaHus ajpeca ssUehKH crpaBa

28 cp _tema_2.2.1 90 YTo mpoMCXOAUT MPH KONMMPOBAHUM ¢ OTHOCHTEJIbHOW sSIYeKON M Kak
OHa 0003HavaeTcs?

1)dopmyJibl M3 AKTHBHON SiYeHKM OTHOCUTEJIbHbIE CCHUIKH OOHOBJISIIOTCA W 0003HAYAKOTCHA
Al (BepHBIii 0TBeT)

2) hopMyIIBI U3 AKTUBHOM STYCHKH OTHOCUTEIIbHBIC CChIIKA OOHOBJISAIOTCS M 0003HavaroTces $AS1

3) GpopMyIIbl U3 aKTUBHOW STYCHKH OTHOCUTEIIbHBIC CCHUIKHM HE OOHOBIISIOTCS U 0003HauatoTcs $AS1
4) hopmybl U3 aKTUBHOM sIUEHKH OTHOCUTENbHBIE CCHUIKH HEe OOHOBIISIFOTCS U 0003HayatoTcs Al
29 cp_tema_2.2.1 90 YUro mpoucxoauT NpM KOMUPOBAHNM ¢ A0COJTIOTHOM AYEH KON U KAK OHA
o003Havaercs?

1) ccblIKM He U3MEHSIOTCS U OHM 0003Ha4aoTca $AS$1 (BepHbIii 0TBET)

2) HEe U3MEHSIOTCS M OHU 0003HavaroTCs Al

3) u3MeHstoTCs 1 OHU 0003HavaroTCs Al

4) U3MEHSIOTCS ¥ OHU 0003HayaroTcs $AS$1

30 cp_tema 2.2.1 90 U3 4yero MoryT cocTosiTh GopMyJibi?

1) ®opmyabl MOIYT COCTOSITH He TOJIbKO M3 apu(MeTHUYeCKUX 0MePATOPOB U aJpPecoB siueek,
HO U 13 popMyJ1, coaepKaMX PYHKUHHU (BepHbIH 0TBET)

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

3) ®opMyIsIbl MOTYT COCTOSITh TOJBKO U3 aJIPECOB STYECK U (YHKIIMIMA

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

1_n_tema_2.2.1 60 IIporpamMmma 1Jisi BHINOJHEHUS] PACYETOB KOJIU4YeCTBAa NMPOAYKTOB Ha 20
YeJIOBeK

1) anexkTponHas Tadau1A (BepPHBIH 0TBET)

2) rpaduueckuii perakTop

3) TEKCTOBBIN peIaKTop

4) cucrema ynpasieHus 6azamMu

2 _cp_tema_2.2.1 90 B an1ekTpoHHOl Tadauue BoiieaeHa rpynna sueek Al:B3 ckoiibko siueex
BXOJMT B 3Ty Ipynmy

1) 6 (BepHbBIii 0TBET)

2) 2

3)4

4)3

3 1p_tema 2.2.1 120 Pe3yabTaTtom BblumMcienuii B siueiike C1 Oymer A1=10; B1=A1/2;
Cl=cymma(Al:B1)*Al

1) 150 (BepHbIii 0TBET)

2) 50

3) 100

4) 200

4 tp_tema_2.2.1 120 Kaxoit kommonent IIIIII Microsoft Office, npegHa3HaYeHHBIH AJ5
CO3/1aHHA NMpe3eHTanui?

1) PowerPoint (BepHbIiioTBeT)

2) Word

3) Excel

4) Qutlook

5 cp_tema 2.2.1 90 YUto Takoe npe3eHTanMsA?

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

2) 3TO KOMIUIEKC B3aUMOCBSI3aHHBIX JJOKYMEHTOB
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3) 3TO KOMIUIEKC B3aUMOCBSA3aHHBIX PUCYHKOB

4) 3TO KOMITJIEKC B3aUMOCBSI3aHHBIX KJIUIIOB

6 _cp_tema 2.2.1 90 Kak co3nath npe3eHtraumnio?

1) Power Point — B39Th MycTYI0 Mpe3eHTAIMIO — BHIOpPaTh U3 MakeToB ciaaiina «Ilycroii» - OK
(BepHBIii 0OTBET)

2) Power Point — coptupoBka ciaiinos - OK

3) Power Point — co3marte Tabnuiy - OK

4) Power Point —ro6asienus y3ia - OK

17 cp_tema_3.3.1 90 KoMnbloTEepHbIE BUPYChI:

1)co3naroTcs JI0ABMHE ClIeHAJBHO I HaHeceHus ymep0a IIK (BepHblii oTBeT)

2) BO3HMKAIOT B CBsI3U COOEB B annapaTHON 4acTH KOMIbIOTEpa

3) 3apokaaroTcs npu paboTe HEBEPHO HANMKMCAHHBIX MPOTPAMMHBIX IPOTYKTOB

4) ABIAIOTCA CIECTBUEM OLIMOOK B ONEPAI[MOHHOM cUCTEME

18_a_tema_3.3.1_60 3ammrTa KoMnbTEpa 0T BHPYCOB

1)anTHBHpYCHBIE IPOrPpaMMbI(BePHBII 0TBET)

2) nporpaMMbl TECTUPOBAHUS

3) nporpaMmbl OUYUCTKH JUCKOB

4) nporpaMMbl 00CITY>KMBaHHSI CUCTEMBI

19 _cp_tema_3.3.1 90 He3akoHHbIii cOOp, NPUCBOCHUE U Mepeaaya CBeJeHUIl COCTABJISIIOIIMX
KOMMep4eCcKYI0 TaiiHy, HAHOCSIIIMI ee BJaJe/bLy yuepo, - 3To...

1)HenoOpocoBecTHASE KOHKYPeHUMsI(BEPHBIi OTBET)

2) nonuTUYECKas pa3BesiKa

3) koHpuACHIMATbHAS HHPOPMAITHS

4) NpOMBIIIICHHBIH IITHOHAXK

20 _cp_tema_3.3.1 90 Kak HaspiBalOT mnpoueccbl o0MeHa wuHpopManueil ¢ INOMOUILIO
0pUIHATBHBIX, 1eJ10BbIX JOKYMEHTOB?

1) koHpuIeHINATIbLHBbIE(BEPHBIH 0TBET)

2) HenocpeACTBEHHbIE

3) MEXJINYHOCTHBIE

4) popmanbHbie

21_tp_rtema_3.3.1_120 Opranuszanusi 3aiuThl HHPOPMALHUHA

1) conep:kaHue U NOPSIAOK AeiiCTBUI M0 00ecneYeHH IO 3aIUThl UHGoOpMauuM (BepHbIH 0TBET)
2) Mepa UM XapaKTepUCTHKA JUISl OLIEHKU HH(POpPMaLuu

3) cTeneHb COOTBETCTBUS PE3YIHTATOB MH(POPMAIIMH TTOCTABIICHHOM 11€JIH

4) COBOKYIHOCTb JOCTyNa K MH(pOpMaIuu

22 cp_tema_3.3.1_90 B npeamere «3amura napopmanun» cokpamenue AC — o3Hayaer...
1) aBTOMaTH3NpPOBaHHAA cUcTeMa (BePHbIN OTBET)

2) aHOMaJpHas cUCTEMa

3) aTunuyHas cucteMa

4) aHTHOJIOKUPOBOYHAS CHCTEMA

23 cp_tema_3.3.2 90 Ecin nnpopManus NHCKaKeHA YMBIIUIEHHO, TO €e HA3bIBAIOT...

1) nesundopmanueii (BepHbIi 0TBET)

2) HEnpaBUIIbHOU

3) HemoHOM

4) HEKOpPpPEKTHOI

24 _cp_tema_3.3.2 90 IIpeamerom 3amuthl B KC saBiasiercs...

1) nanHble (BepHBIIi 0TBET)

2) TeKCTHI

3) pucyHku

4) cUTHAJIBI
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25 cp_tema 3.3.2 90 Undopmauusi, xpansmasicsa, oOpadarbiBaeMass B KOMIbIOTEPHbIX
CHCTEMAaX pacCMaTpPHBaeTCH KakK...

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

2) 3JIeMEHT

3) mpeamer

4) 1OKyMEHT

26 Tp tema 4.4.1 120 IlpukaagHble NpPOrpaMMmbl A 00padOTKH 3KOHOMHMYECKOM
uHpopmanuu

1) Excel (BepHbIiioTBET)

2) Word

3) Power Point

4) GIIOKHOT

27 cp_tema_4.4.1 90 Ilpukiagabie MporpaMmbl OyXrajJrepcKkue CHCTEeMbI yUeTa

1) 1C : Byxraarepus (BepHbIii 0TBeT)

2) Word

3) Power Point

4) Excel

28 1_tema_4.4.2 60 Komu4ecTBO KOMIIBIOTEPHBIX cIpaBO4YHbIX NPaBoBbIX cucreM(CIIC)
1) 60s1ee 100 (BepHbBIii OTBET)

2) 25

3)75

4) 15

1_n_tema_2.2.1_60 OCHOBHBIM 3JICMEHTOM 3JICKTPOHHOM Ta0/IHIIbI SIBJISIETCH

1) siveiika (BepHbIH 0TBET)

2) cTpoka

3) cronben

4) Tabmuna

2 cp_tema 2.2.1 90 PesyabtaTroM BblumMcieHuii B sueiike C1 Oymer Al1=5; Bl=A1%*2;
Cl=cymma(A1:B1)*Al

1) 75 (BepHbIii OTBET)

2) 100

3) 50

4) 25

3 1p_tema 2.2.1 60 Bridepute BepHYyI0 3aniuch ()OPMYJIbI JIf1 3JIEKTPOHHOM TAOIMIbI:
1) =A2*A3-A4(BepHBIHOTBET)

2) C3+4*D4

3) C3=C1+2*C2

4) A5B5+23

4_tp_tema_2.2.1 60 Kak HacTpouth pado4y1o 00,1acTh Npe3eHTAHN

1) BbIOpaTh Ha NaHe U (MEHI0) - PeKUM CJIal10B(BEePHbIl 0TBET)

2) ®opmat — [IpumeHnTH 111a06I0H OPOPMIICHHS

3) ®opmar — oH — B packpbIBaroLIeMcs CUCcKe BbIOpaTh «CroCcOOb 3aIMBKU. . .»

4) Ha naHeNIn PUCOBAaHUS Ha)KaTh KHONKY "HaANMCh"

5 a1 _Tema 2.2.1 60 Kak BbiOpaTh madJ/i0H 0(pOpMIIeHUSA CIAHT0B

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

2) BbIOpaTh Ha MaHeu (MEHIO) - PEXKUM CIIaiJI0B

3) Ha MaHenW pUCOBaHMS HAXKaTh KHOMKY "HAJINCh

4) ®opmat — PoH — B paCKpHIBAIOIIEMCSI CIIHCKE BBIOPATh «CIOCOOBI 3JIMBKH. . . »

6 _cp_tema 2.2.1 90 BcraBka KAPTHMHOK B CJIAii/1 Mpe3eHTAMU
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1)BcraBka — Pucynok — U3 ¢aiinna (Kaprtunka) — BeiOpath ¢aiii ¢ uzoopaxenuem — BecraBurb
(BepHBIi OTBET)

2) noBepx pUCYHKA-«IIOJJIOKKI» MOYXKHO ITOMECTUTh TEKCT, CO3/1aTh TEHb

3) BcraBka — HoBblii ciiaiif - BbIOpaTh U3 MakeToB ciaiina «Ilycroit» - OK

4) Word, MO>KHO HapuCOBaTh JTIFOOBIE aBTODHUTYPHI

20_cp_tema_3.3.1_90 Undopmanusi Ha3pIBAETCSI 1OCTOBEPHOH ...

1) koTopasi ¢ AOCTATOYHOW ISl BJAJeJblIla TOYHOCTHIO OTPaXkKaeT 00bEKTHI U MPOLECCHI
(BepHBIi OTBET)

2) KOTOPYIO JIETKO MO>KHO IIPOBEPHUTH

3) KOTOPYIO HEBO3MO>KHO IIPOBEPUTH

4) okpyxatoniero Gakropa B ONpeAeICHHBIX BPEMEHHBIX U MPOCTPAHCTBEHHBIX paMKax
21_cp_tema_3.3.1_90 B npeamere «3amura nanpopmanun» abopesuarypa ACO/I o3Hauvaer:..
1) aBTOMaTH3HPOBAHHAA CHCTEMA OTPAHMYCHUS 10CTYIIA (BEPHBIH OTBET)

2) aCHHXpOHHAs CUCTEMA ONTUMU3ALUU JAHHBIX

3) aBTOMAaTHYeCKasi CUCTEMa OCTAHOBKH JIEKOAUPOBAHUS

4) aBTOMaTH3WpPOBaHHAs CUCTEMa 00pabOTKHU JaHHBIX

22 cp_tema_3.3.1_90 Kto moxkeT ObITH BJIaje/ibleM 3a1IHIAeMO HHpOpMannu?

1) TOIbKO rOCy1apPCTBO M €ro CTPYKTYPHI (BEPHBIH 0TBET)

2) 0011IeCTBEHHBIC OpPraHU3aIun

3) akIMOHEpHBIE OOIIECTBA

4) pupmbI

23 cp_tema_3.3.2 90 Kak HaspIBalOT mnpoueccbl oOMeHa wuHopMaumeii ¢ TNOMOUILIO
0(pMIMATBHBIX, 1€J10BBIX IOKYMEHTOB?

1)xoHpuaeHnHAIBHBIE (BEPHbIH 0TBET)

2) popmanbHbIE

3) HepopMmanbHbIE

4) MEXIMYHOCTHBIE

24 cp tema 3.3.2 90 Kaxkue oCHOBHBbIE IeJM TMpeciieayeT 3J0yMbINUIEHHUK MPH
HECAHKIIMOHMPOBAHHOM J0CTyIle K HH(popManuu?

1)moyuynTh, U3MEHHUTD, a 3aTEM NepelaTh ee KOHKYpPeHTaM(BEePHbIH OTBET)

2) pa3MHOUTb UM YHUUYTOXHTH €€

3) U3MEHUTH U YHUUTOXUTD €€

4) N3MEHUTb, OBPEIUTh UJIH €€ YHUUTOXKHUTh

25 cp_tema 3.3.2 90 Kakoii camplii npsaMoil U 3(Q¢eKTHUBHBIH CHNOCO0 CKJIOHEHHHA K
COTPYAHHYECTBY?

1)moakyn (BepHbIii 0TBET)

2) MIaHTax

3) mpecnenoBanue

4) yrpo3sl

26 _cp_tema 4.4.1 90 KomnbroTepHbie ClIpaBoOYHbIE IPABOBbIE CHCTEMbI

1) KoncyasTant ILntoc (BepHbIii 0TBET)

2) Word

3) Power Point

4) Excel

27 cp_tema 4.4.1 90 Knaccuduxkarus Oyxrairepckoro mporpaMMHOro 00ecredeHus

1) MuHH-0OyXranTepusi, 0yXrajarepcKuii KOHCTPYKTOP U T.A. (BePHBbIH 0TBET)

2) Hokyment DOC

3) Kawura xls

4) lokyMeHT ppt

28 cp _tema 4.4.2 90 Ocodennoctu poccuiickux CIIC
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1) He ucnosb3yeTcs 3apy0e:KHbIl ONBIT, CBSA3aHO ¢ 0COOCHHOCTSIMH Hallel CTPaHbI(BEPHbIH
0TBeET)

2) manas TeppuTopus

3) pa3BUTHE KOMMYHHKALIUMA

4) cTaOUIIBHOCTD 3aKOHOAATEIHCTBA
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8. JONNOJIHUTEJBbHOE OBECIIEYEHHUE JUCHUIIJIMHBbI

Ipuinoxkenue 1. KpaTkuii KOHCIEKT JEeKUMOHHBIX 3aHATHI

Jlexmust Nel.

Tema. «MupopmanonHble TexHOIOTUU. Bunubl M cBoiicTBa HMH(POPMAIIMOHHBIX
TEXHOJIOTUIN»

NudopMannoHHasi TeXHOJIOTHS - COBOKYIMHOCTH METOJOB, IPOU3BOJCTBEHHBIX
IPOLECCOB M MPOTPAMMHO-TEXHUYECKUX CPEICTB, OOBEAMHEHHAs TEXHOJOTUYECKUM
nporeccoM U obecrieynBaroias coop, XxpaHeHue, oOpabOTKy, BBIBOA U PACIPOCTPAHEHUE
uHpOPMAIMH 7SI CHUKCHUS TPYJOSMKOCTH MPOIECCOB MCIIOIb30BaHUs HH()OPMAITMOHHBIX
pPECYpCOB, TOBBIIEHHS HX HAJIS)KHOCTH U OTIEPATHBHOCTH.

JIrobass wuHpOpMANMOHHAS TEXHOJOTHUS OOBIYHO HY)KHA IS TOTO, YTOOBI
MIOJTb30BATENIM MOTJIA TIONYYUTh HYXHYI0O UM WH(OPMAIUIO Ha ONPENeIEHHOM HOCHUTEIE
JTAaHHBIX.

[Ipu paccmorpennn HHGOPMAIMOHHBIX TEXHOJOTUH BBIACISAIOT HMX JIEJICHHE Ha
pasnuuHbie BUABI U Kiacchl. Kitaccudukarus nHGOpMaMOHHBIX TEXHOJIOTHI HE0OX0IMMa
JUTS TOTO, YTOOBI MPABHILHO MMOHMUMATh, OIICHWBATH, pa3pabaThBaTh W WCMOIB30BATh MX B
pa3IUYHBIX TMpeAMETHhIX oOmactsax (chepax sku3Hu ob6OmectBa). Krnaccuduxanus
WH(OPMAIIMOHHBIX TEXHOJIOTHI 3aBUCUT OT BBHIOpAHHBIX KpUTepueB. B kadecTBe kputepus
MOJKET BBICTYTIATh OJMH MMOKA3aTeNIb WIM HECKOJIBKO MPU3HAKOB.

B mH()OpPMAIMOHHBIX TEXHOJOTHIX BBIACISIOT CICAYIOINE BHIBI MHPOpManuu. /1o
muny uH@opmayuu 3T0 MOTYT OBITh TEKCTOBBIC, TaONHUYHBIE, TpaduyecKue, 3BYKOBBIC,
BUJICO U MYJIbTUMEIUHHBIC TAHHBIE.

Ilo evinonnsemviM QYHKYUAM U B03MONCHOCMU NpUMeHeHuss THHOPMalMOHHbIE
TEXHOJIOTUH JICTIST Ha UCTIOIh3yEeMBbIE:

1) B aBTOHOMHBIX KoMIbtoTepax (II9BM) u B nokanbHbIX pabounx craHiusx (APM)
B COCTaBE CETEBBIX ABTOMATHU3MPOBAaHHBIX HHPopManuoHHbIX cucteM (AUC) peanbHOrO
BpPEMCHU;

2) B OOBEKTHO-OPUECHTUPOBAHHBIX, PACHpPENCTEHHBIX, KOPIOPATUBHBIX M HHBIX
JIOKAQJIBHBIX U CETEBBIX MHPOPMAIITMOHHO-TTOMCKOBBIX, THIIEPTEKCTOBBIX U MYJIbTUMEIUNHBIX
cUcTeMax;

3) B cucTeMax ¢ MCKyCCTBEHHBIM MHTEIUICKTOM;

4) B nnrerpupoBanubix AUC;

5) B reonH()OpMaITMOHHBIX, TTIO0ATBHBIX U IPYTHX CHCTEMAaX.

NudopmaliioHHbIe  TEXHOJOTHH  KIACCUDUIUPYIOTCS N0  CMeneHu  munuzayuu
onepayuii: OTIepalliOHHBIEC U MPEAMETHBIE TEXHOJIOTUH.

Onepayuonnas mexnono2us IOJPa3yMEBAET, UTO KaXKaasi Olepanus BBIIOJIHACTCS Ha
KOHKPETHOM paboyeM MecTe, OOOpPYJOBAHHOM HEOOXOJAMMBIMH TIPOTPAMMHBIMH U
TEXHUYECKHUMH CpEJICTBaMU. B KauecTBe mpuMepa MOXHO MPHUBECTU MAKETHYIO 00pabOTKy
uHpopmarmu Ha Oonbmmx IBM.

IIpeomemnas mexuonoeus — 3TO BBITIOJIHEHHWE BCEX OMNEpaldii Ha OJHOM paboueM
MecTe, HalpuMep, Mpu padoTe Ha epcoHaIbHOM KoMibioTepe (APM).
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Ilo 6udy ucnonv3yemvix cemeti UHOOPMAIIMOHHBIE TEXHOJIOTMHM JENSAT  Ha!
JIOKAJIbHbIE, PErHOHAJIbHbIE, KOPIOpPAaTUBHBIE, HAIMOHAIbHbIE, MEXKHALMOHAIbHBIC
(MeXTyHapOIHbIE), OJHOPAHTOBbIE, MHOTOYPOBHEBbIE, pacipeieIEHHBIC U JP.

Hamomuum, 49TO  OCHOBY  MH(MOPMAIIMOHHBIX  TEXHOJIOTMM  COCTaBISIOT
nH(pOpMaLMOHHBIE TPOLeCChl co3faHusl (TeHepauuu), cOopa, peructpanus U 00padOTKU
(mepepa®oOTKM), HAKOIUIEHUS, XpPAaHEHUS M  COXpAaHEHHUs, TIOUCKAa U Mepenayu
(pacmpocTpaHeHus) HHOOPMAIIUH.

NudopmaniioHHble TEXHOJOTHUU XapaKTEPHU3YIOTCS CIEAYIOIIMMU OCHOBHBIMU
CBOMCTBaMU:

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

* [IEJIBIO TIpoliecca SBISETCS MOJydeHne HH(OpMaIIi.

* CpEICTBAMHU OCYILECTBIEHUS Ipoliecca SIBISETCS MPOrpaMMHbIE, allllapaTHbE U
IPOTPaMMHO-AIIAPATHBIE BHIYHCIUTEIbHBIC KOMIUICKCHI.

* Tpolecchl 00pabOTKM JAaHHBIX PA3ACNSAIOTCS HA OMNEpallid B COOTBETCTBUH C
JTAHHOM TIPeIMETHOM 00IacTH.

* BBIOOp YINpPaBISIOUIMX BO3JEHCTBUNH Ha MPOLECCHl JOHKEH OCYLIECTBISATHCS
JUIAMH, IPUHUMAIOIUMU PEIICHUE.

* KpUTEpHSIMHU OINTHUMHU3AIMK TIpollecca SBISIOTCS CBOEBPEMEHHOCTH JOCTABKHU
uH(pOpPMALIUU MTOJIB30BATEN0, €€ HaJAEKHOCTh, IOCTOBEPHOCTD, ITOJIHOTA.

N3 Bcex BHUIOB TEXHOJOTMIl WMH(OPMALMOHHAs TEXHOJIOTHS c(ephbl YIpaBICHUS
NPEIbSBISET CcaMble BBICOKME TpPEOOBAaHUS K «UYEIOBEUECKOMY (akTopy», OKa3bIBas
MPUHIUIIUATIGHOE BIUSHUE Ha KBaTU(UKAIUMIO paOOTHUKA, COACPKAHHE €ro Tpyna,
¢u3nyuecKkyr0 M yYMCTBEHHYIO Harpys3ky, IpodeccruoHanbHble MEPCHEKTUBBI U YPOBEHb
COIMAJILHBIX OTHOIICHUH.

Ipunoxenune 2. UnrocTpaTuBHBIN MaTepua

[TpakTuyeckas padorta 3.
«HacTtpoiika pabouyero okna MSWord. dopmMaTupoBaHie CHMBOJIOB M a03aleB.
KpaTkue TeopeTruyeckue cBeIeHHS.

Microsoft Word — 53To COBpeMCHHBI TEKCTOBBIM PENAKTOp, TO3BOJISIONIHIA
OCYIICCTBIISITh TPAKTHUYECKH BCE OINEpaldu MO PEJaKTUPOBAHHIO W (HOPMATHPOBAHUIO
TEKCTOB, CO3JaHHMI0 B TEKCTE TAOJIMI, PUCYHKOB, Tpa(UKOB M JUArpaMm, T.€. IMO3BOJISET
MPAKTUYECKHU CO3/IaTh U OTPEAAKTUPOBATh KHUTY.

1. Co3nanue ¢aiisia rekcToBoro pexakropa MS Word.

Jlns co3ganus TekcToBoro (aiina B pemakrope Microsoft Word HeoOxomumo
BBI3BATh (3aIyCTHTh) ATOT PEAAKTOP C MOMOIIBIO CICAYIONINX ACHCTBUMN: HIETKHUTE KHOIKY
«Ilyck» Ha pabouem crome Windows, BeiOepuTe B TiaBHOM MeHio ommuio «Microsoft
Office Word 2003» u 1ieJIKHUTE 110 HEM JIEBOM KJIABUILIEH MBILIH.
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[Tocne mpoBeaeHUs yka3aHHBIX AeHCTBUM oTKpoeTcs «Pabouee okHO» Word 1 BHOBB
CO37aHHOMY (pailiry OyJeT MpUCBOEHO M0 yMOJ4YaHUIo Ha3BaHue «/loxkymeHnt 1» (wm 2, 3,
... u1.1.) uumsa «Docl.doc» (cMm. puc. 4.), ¢ kotopeiMu Bel 1 Oyaute paboTtaTth 10 TEX TOP,
MIOKa UX IPUHYIUTEIBHO HE IOMEHSETE.

ITo ymomuanuto

! mafin  [paeka

-
3 fowywerri - icrosof Word ——

o Hdonymenti - Microsoft Word

RN e N Sl e s W

Brva BcTagka  doppat

A4 OBEMHER

= Times Mew Rorman Pl

e

A harina:
Tun dafina: |,.':|,DK‘:.-'MEHT Ward (*.doc)
Puc. 4

Crnenyer oOpatuth Bamie BHUMaHuE Ha TO, YTO MOXXHO CO371aTh TEKCTOBBIN (haiin B

Windows ¢ momomipi0 Apyroi MOCHEAOBATENLHOCTH JEHCTBUN: yCTaHOBUTE KypCoOp B
paboueii obOmactu okHa Windows, IIETKHMTE NpPaBOW KIABUIIEH MBIIIM, MOSBUTCA
BCIUIbIBatoIIee (KOHTEKCTHOE) MeHIo, BbiOepute omniuio «Co3naTe», M KOrja MOSIBUTCS
ciemyroliee MeHIo, BeIoepuTe onmuio «JlokymeHT Microsoft Word».

2. Bua 3xpana. KomanaHoe MeH10.

[locne 3arpy3kun Microsoft Word Ha »sKkpaHe MOHUTOpa OTOOpa3UTCS OKHO
«Microsoft Word» (puc. 5.). benplii TUCT B IIEHTpPEe OKHA C MHTAIOUIMM KYpCOPOM - 3TO
«PaGouasi o06uacTh», cTpaHUIla JOKYMEHTa, Ha KOTOpOH OTOOpaskaeTcs HaOupaemblid
TEKCT. ['paHuIlbl CTpaHUIBI (OT JIEBOTO TOJISI 10 MPaBOro) 0603Ha4YeHbl Oeoil 00JIacThIO

JIAHEUKU.

HGDBaH CTPOKa OKHa COCTOUT M3 Ha3BaHUA JOKYMCHTA U Ha3BaHUA IIPOI'PaMMBEIL.

4 Bowyment! - Microsoft Word

igan poa b owe fowr Cger lfnw vo Dpaa
$.A0AN 0| SR - e
YT e

Pl d s T

B
L) ot "

EEFEO. A

— ¢

Safmrme

Pabouas
00J1acTh

(M E3 %

BTOPASA CTPOKA OKHA
ABJSAETCA KOMAH/IHBIM
MEHIO WORD. KAXKIAS
KOMAHJIA COAEPKUT I'PYIIITY
KOMAH/, BBIITIOJIHAIOHINX
CJHEAYIOINIME ®@YHKIINN:

I'pynma  xomang @ailjl  BKIIIOYAET
KOMaHZIpl JUIsl CO3JaHusA, IPOCMOTPA,
COXpAHEHHsI, I1I€YaTH gCe20 TOKYMEHTA.

C nomormusto rpynnsl komana IlpaBka
MOXHO PENaKTHPOBAaTh BECh JTOKYMEHT
WM OT/IEJIbHBIE €T0 YacTH.

Komannper rpynnsl Buag onpenensitor,
KaKue TaHelld WHCTPYMEHTOB OyayT



IHOAKJIIOYCHBI K pa60Te U B KAKOM BHJIC ITIOJIb30BATCJIb YBUIUT TCKCT JOKYMCHTA HAa 3KpPaHC.

['pynna komana BeraBka mo3BosisieT 100aBIATh B TEKCT CUMBOJIBI U3 APYTUX MIPUDTOB,
PUCYHKH WJIM JAUarpamMmbl, OOBEKTHl WM Iiesble (ailiibl, yCTaHABIMUBATH 3aKJIAIKUA U
TUIEPCCHUIKH, a 3a Mpefesibl paboyeil 06llacTh — KpOME BCEro IMEepPEUHMCICHHOTO TaKkKe
HOMEpPA CTPAHMI] U CHOCKH.

['pynna xomann ®opmat omnpenenseT KakuM oOpa3oM OYIET COAEpKUMOE JOKYMEHTa
pacrnojiaraTbCsi Ha CTpaHulle. byner U AOKYMEHT TeKCT JOKyMEeHTa pa3OuT Ha KOJOHKH,
MPOHYMEPOBAH UJIU 3aKJII0UYEH B pamKy. Kakoro pasmepa, HauepTaHus U 1BETa OYJET TEKCT
U T.J.

Komanzasl rpynmer CepBHC TO3BOJISIO OCYHIECTBIATH MPOBEpKY opdorpaduu, 3ammry
uHpopmanuu 1 HacTpoiiky Word.

['pynna xomana Tadanma oGecrieynBaeT co3aHue, peakTUpoBaHue U (hopMaTUpOBaHUE
Ta0IuII.

KOMaHIIBI TPYIIIIBL OKHO BBIIIOJHSIOT JICUCTBUS TIO OTKPBITHKO HOBBIX OKOH H HX
PacCIoOJIOXKCHHUIO HAa SKPAHC.

CnpaBounas cucrema Word (CmpaBka), MO3BOJISIET TIOJB30BATENIO TOJIB30BATHCS
BCEBO3MOXHBIMH TOJICKA3KaMH U TOIYYaTh JIFOOYIO CIIPaBOYHYIO HH(DOPMAIIUIO.

[Toxg kOMaHAHBIM MEHIO HAXOMSTCS MaHEeIN MHCTPYMEHTOB. Ha)kaTue KHOIKM Ha TaHHOU
NaHEJH BBINOJHAET KOMaHAy peaakTopa 6e3 oOpalleHus B KoMaHgHOe MeHIo. KonnuectBo
Y BUJ MAHEJEH OMPENEIIIeTC CaMUM IOJIb30BaTENIEM C MOMOIIbI0 KoMaHAsl MeHw — Buja
— IlaHe 1M HHCTPYMEHTOB.

3. HacTpoiika napaMmeTpoB 0TO0OpaKeHUs1 CTPAHUIIBI.

Mento «Bua» COOEpXKUT HECKOJIBKO NYHKTOB, C MOMOIIBIO KOTOPBIX MOKHO
HACTPOUTH OTOOpaKeHUE JIOKyMEHTa Ha JKpaHe MOHUTOpa. Hambomnee ynoOHBIE peXUMBI
otoOpaxxkenus - «O0bIYHBIN» U «Pa3MeTka cTpaHMIbD). PeXXUMBI OTIMYAIOTCS CIIOCOOOM
IIPEACTABJICHUS CTPAHULBI JOKyMeHTa. B pexxnme «OOBIYHBIN CTPAaHULIBI OTACIECHBI APYT
OT Jpyra NyHKTUpHOW nuHHed. B pexume «Pa3Merka cTpaHMUbD) CTPaHUIIbI BUJIHBI
IEJIMKOM, KaK eci Obl OHM ObUIM HamedaTtanel Ha Oymare. Kpome TOro, B 3ToM pexume
0TOOpaXkaroTCs BCTABIICHHBIE B TEKCT rpaduyeckue o0bekThl (pororpaduu u pucynku). B
NepBOM pexuMe yaoOHo paldoTaThb C OONBIIMMU JOKYMEHTaMH, BO BTOPOM -
npocMaTpUBaTh TEKCT Nepe neyarpio. Kakoi pesxum BBIOpaTh - B OCHOBHOM JIEJIO BKYCA.
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YTo0OBI YCTAaHOBHUTD MaKCHUMaJIbHO

Macurat ‘ yIOOHBI MaciITad OTOOpaKEHUs AJI pexuMa
— «OO0bIYHBIN», B MEHIO «BHa» IIEnKHUTE Ha
Ognu% Ono LWHPHHE CTRAHHLE! HyHKTe «MaCIIITaﬁ» U B OTKpBIBHIeMCH OKHC
o ycraHosuTe (Quaxkok «e» «Ilo mmpune
e T CTPaHUUBbI» (CM. puc. 6.).

Ofpaseu Jns pexnMa «PasMerka CTpaHMIbI»
AaBbCeDAEeXTyZz Macmtadb mpuaercs  noabupartb.  Jlyume
AaBbCcDdEedxTyZz =
RO DT, YCTaHOBHTD TakoH MacmTad, 4ToObl TEKCT (0e3
AaBbCcDdEeXxTyZz HoJei) 3aHsUl BCIO IIMPUHY OKHA JOKYMEHTA.

; = I[Ipy »>TOM BO3MOXHO BBIOpPAaTH OJUH U3

12 pt Times New Roman [ o ][ omew || ($UKCHPOBAHHEIX MacIITA0OB MM  BBECTH

Puc. 6. MOAX0IA11ee 3HAYEHUE B CTPOKY
«IIpou3BOJIbHBIN».

MoxHO TorpoOoBaTh padboTath B pexxuMe «Bo Bech d3xkpan» (Menio — Bug — Bo
BeCh JKpaH). B 3ToM pexnMe Ha 3KpaHe MOHHUTOpA OTOOpPa)XKaroTCsl TOJIBKO TEKCT
JIOKYMEHTAa U KHOIIKa BO3BpaTa B MPEAIIECTBOBABIINI PEXUM.

Cogem. Eciu Bama MbIIb OCHAIleHa CKPOJUIMHIOM, TO BO3MOXKHO W3MEHSTh
MacmTad OTOOpa)keHUsl BpallleHWEM KOJIECa MBI MPHU Ha)XaTOW Ha KJaBUAType KHOIKE
Ctrl.

4. HaOop u peqakTupoBaHue TEKCTa

Jlo Habopa TekcTa HEOOXOauMO YCTaHOBUTH Bua oxHa (00biuHO 53T0 Pa3merka
crpanmubl), a Takke CrTuab, TMOD U pa3mep wmpudpra (MaHedb HWHCTPYMEHTOB
DopMaTUPOBAHHUE).

Habop Tekcra ocymiecTBisieTcss cpa3y ad3arieM. B koHIe ab3ama Ha)kMMaeTCs KJIaBHIIA
Enter.

Pa30uenue u coequHeHNe TEKCTOB.
st Toro, 4roObl pa3OUTh CTPOKY Ha jaBe 4Yactd (coxpanuB «CTuiab A63ama»),
NIEPEBEANTE KYPCOp B HY)KHOE MecTo U Haxkmute «Shift+Enter».

Jlnsa coenrHeHMs ABYX IOCIEAOBATENBHBIX CTPOK B OJHY YCTAaHOBHUTE KypCOp B KOHELl
NICPBOIi CTPOKH U HCToNb3yiTe Kiasuiny «Del» («Delete»).

PenakrupoBaHue TeKkcTa.

Pedakmuposanue mekcma o3HavyacT U3MCHCHHUE COJCP)KaHUS TEKCTa. PenakTtupoBanme
BKJIIOUAET B CeO:

- yaJieHue Wi KOMMPOBaHue PparMeHTOB TEKCTa,

- UI3MEHEHHE TOPSIKA CIIOB, IPEAJIOKEHUN UK a03alIeB.

[Tpu mpoBeieHNH ITUX IEHCTBUIT HEOOXOAMMO BBIICTUTh (DparMeHT TEeKCTa.

UToOBI @bl0enumsb npou3eoibHblil (hpazmenm cmpoku, TIOIBEIUTE Kypcop K Hadamy
WIK KOHIy (parMeHTa, W Ha)XaB JICBYKD KHOMKY MBI, MPOBEAUTE Kypcop [0
MIPOTUBOTIOJIOKHOTO KOHIIA (pparMeHTa.

UToOsl 6bldeiumsb 00HO €1060, TIOBEAUTE Kypcop K 000N OyKBE CJIOBa M JABAXIbI
IIEIKHATE MBIIIBIO.
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YrtoObl @bl1denumsv cmpoKy, IOMECTUTE KypCOp MBILIM ClIeBa OT TEKCTa BHE paboudei
o0nacTH, rae Kypcop MeHseT (opMy, U LIEJKHUTE MbIIIbIO. BblaeneHue MoKHO
pPacpoCTPaHUTh Ha HECKOJIBKO CTPOK, IEpEMEIIAsi Kypcop MBIIIM BBEPX WU BHU3 110
TEKCTY.

UtoObl 6vldentumsv npeonorxcenue, Hano, yaepxkupas Haxarou knaBumy CTRL,
IIEJIKHYTh MBIIIBIO B JIIOOOM MECTE MPEJI0KEHUS.

YrtoObl évt0enrums abdzay, yCTAaHOBUTE Kypcop K JIEBOMY Kpar CTPOKHM Tak, YTOOBI OH
W3MEHUII BUJI, ITOCJIE YETO ABAXKbI IIEJIKHUTE MBIIIBIO.

Jnst evidenenuna Heckonvbko ab3ayeg HANO PACIPOCTPAHUTH BBIACICHHUE, BaXIbl
IIEJIKHYB U OCTaBUB HaXKaTON KHOIIKY MBIIIH.

Becb 00oKymenm MOXHO BBIJCINTH C ITOMOIIBIO TPOMHOIO IIETYKa B 30HE BBIIEICHUS Y
JeBOro Kpasi TeKcTa B JIOOOM MecTe JOKYMEHTa, WIM C [OMOIIbIO MEHIO
(ITpaBka—~>Beigeaurs Bee) win MeHw — [IpaBka — BblneanTs Bcé win coyeTaHHEM
kinaum Ctri+A.

ﬂ./l}l OMMEHbL 6blOCICHUSA Haao MCJIKHYTh MBIIIBIO B JIFOOOM MECTE TEKCTa.

W3MEHEHUE ITOPSAJIKA CJIOB, ITPEJJIOKEHU, AB3AIIEB
OCYHECTBJAETCA JIMBO C ITIOMOIIBIO KOMAH/I «ITIPABKA»
(BBIAEJIUTE TEKCT ->MEHIO — ITPABKA — BBIPE3ATDb -»IIOCTABBTE
KYPCOP B MECTO BCTABKH —-IIPABKA - BCTABUTbH), JIUBO C
NHOMOIIbIO IEPETACKUBAHUA (BBIIEJIUTE TEKCT. YCTAHOBUTE
KYPCOP B IIPABbI HUKHUM YT'OJ1 ®PATMEHTA.HAYKAB JIEBYIO
KJIABUIIY MbBIIIU ITIEPEMECTUTDb KYPCOP B HY’ KHOE MECTO
BCTABKMU TEKCTA.).

Konuposanue Tekcra.

CyIecTByIOT HECKOJIBKO CTIOCOO0B TMepeMeIeHuUsT UM KOMMUPOBaHUs (PparMeHTOB TEKCTa
3a MpeIelbl SKpaHa WIH U3 OJJHOTO IOKYMEHTA B IPYTOM:

1. Cnoco0 konupoBaHMs M BCTABKU € MTOMOIIBIO KOMaH]T MEHIO, B KOTOPOM HCIOJIb3YyeTCs
tak Has3biBacMbiil «bydep Oomena» (Menwo—IIpaBka —>Bydep O0mMena) u KHOIKH
ra”esnu HHCTpyMeHTOB « KonupoBarb», «BcTaBUTh».

2. C nomomplo kHOMOK «Bbipe3arb» unu «KommpoBatrb». [ljis 3TOro BBIIEIHUTE
¢dparmeHT Tekcta U Bbibepute komanny Menwo—>IIpaBka—Bsipe3ats/KonupoBars;
3aTeéM  YCTaHOBUTE Kypcop B  HYXHOE MECTO U  BbIOEpUTE  KOMaHIy
Menw—IIpaBka—BcraBuTh.

3. C nmoMomb0 KOHTEKCTHOTO MEHIO.

OlIHOBpeMeHHoe PACMOJIOKEHHE HECKOJBbKHUX OKOH HA 3KpPaHe.

Jnst 6onee HarnsgHOW pabOThI MHOTAA OBIBACT MOJIE3HO PACHONOMHCUMDB 6CEOTKPHITHIC
O0OKyMeHmbl Ha IKpaHe 00HoepemeHHo. [[ns sToro cienyer B MeHIO «OKHO» BBIOpATh
KoMaHy «PacnonoxuThb Bee» Wik «YnopsiiounTh Bce», «CpaBHUTH PAIOM C..».

5. ®opmaTupoBaHue TEKCTA.
DopmamuposanueTekCTa STO OINPEICIICHUE PACIOJOKEHUS TEKCTa B MPOCTPAHCTBE
pabouero moJsi.
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Bce komaHmel ¢opMaTUpOBaHMs ~ BBINOJHSIOTCA JUIsl  6cezo  ab3aria. Yroosl
oTdopMaTUPOBATh TPYIITY a03aleB UX HEOOXOIUMO BBIICIHUTD.

dopmaTtupoBanue ad3auna.

Jns dopmaTupoBanus ab3aia HEOOXOJMMO YCTAaHOBUTH Kypcop B JitoOoe MecTo ab3ara, a
3aTE€M BOCHOJIb30BaThCs KoMaHao Menw—> @opmat — A03am. B oTkpeIBIIEMCS OKHE
dbopMaTUPOBaHUS YCTAHOBUTH CIICAYIOIINE TapaMeTpHhI:

- O6mmue:
O THIl BbIPAGHUBAHUS MeKcma TO KpasMm pabodero moust (Mo JIEBOMY
Kpato, 1o IIEHTY, 10 MMPaBOMY Kpas, 110 ITUpHHE pabovero mos);
o Vposenv (mpucBoeHHE TEKCTY OMPEACIEHHOTO YpPOBHS: OCHOBHOM
TEKCT, ypOBEHb 1, ypOBEHb2 U T.11.)
- Orcrym:
O yCTaHOBKa pa3MepOB OTCTYIIOB OT T'PaHUI] pabOUero moJis;
O OTCTymNa B KpAcHOU cmpoke ad3a1a;
- NurepBai:
O YCTaHOBKa pa3MepoB uHmepsaiognepeo u nocie abzaya (B TOUKax);
O YCTaHOBKa Medccmpouno2o unmepsana (OTUHAPHBIN, TMOJIYTOPHBIM,
JIBOITHOM, MHOXUTEINb (€clii MHTEpBaj OOJblIE JBOMHOT0), MUHUMYM
WJIM TOYHO (€CJIM MHTEPBAJI MCHBIIIE OJUHAPHOTO)).
AGzan 2] x|
OTCT'\I\-'I'IbI H HHTEpPEaNG| I HDHDEEHHE Ha CTpaH U I rpaHI/IHBI a63aua I/I a6gaHHBII‘;I
Obwme
BelpaEHHESHHE: II'ID NEEOMY KpaHD ;I YpoEEHE: I}“pDBEHb4 VI OTCTyH (KpaCHaSI CTpOKa) TaKXKC
MOXHO YCTAHOBHUTH C IOMOIIBIO
OTCTYN o
JBW)KKOB ~ Ha  TOPU3OHTAIBHOMU
Cnega: ID M 5 I NEpESA CTROKA: Ha: HHHeﬁKe
cOopaga: ID [t E‘ I(He-r) LI I i’ .
Jns. yCTaHOBKH MEKCTPOYHBIX
MHTEpEaR
nepea: [zmr = peay oo s WHTEPBAJIOB W  BBIPABHUBAHUS
nocne: [frr =] | =]| ab3ameB 1Mo JIEBOMYy, IIPaBOMY
I_ He aobaenate HHTEDESN MExaW abizaunan D';-'DDH KpaIO, HeHTpI/IPOBaHI/Ie I/I
AEoAHoR
O iy BBIPaBHUBAHHUE a03areB o
MuosTens IIMPUHE MOKHO  HCHOJIb30BaTh
Peturas i n s KHOIIKH ITaHEJIN UHCTPYMEHTOB.
TafvnauMaA, .. I Ok I OTHMEHA | PI/IC7 OKHO YCTaHOBOK

komaHasl Popmar — Ad3au.

Co31aHue CNUCKOB.

Yrto6sl 0HOpMUTH NIEpEUNCIIEHIE B BUIE CIIHCKA!
1. Habepute >neMeHTHI IepEUnCIICHHs, Pa3aelisis UX CHMBOJIIAMH KOHIIa ab3ana;
2. Brigenute Bech TpeOyeMBbIil TEKCT-CIIUCOK;
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3. Bribepere omnmuto Menw—>®Dopmart, a B Hell 3aTeM onuuio «CHHCOK» U B
BbIBeIcHHOU (popme (Puc. 8. a)-B)) BbiOepuTe HEOOXOIUMBIN BHUJ CIHCKA:
«MapkupoBanHblii», <HymepoBaHHbIi» 1 «K MHOTOYPOBHEBBIN.

4. Ecnm mapaMmeTpbl CHUCKa, 3aJjaHHbIE MO YMOJYaHHMIO ycTpauBaioT Bac, To
NEPEXOJIUTE K CIENYIOIEMY TYHKTY.
NHaue BO3MOXHO HMX HM3MEHHUTH, WIECTKHYB MO KHONKEe «U3MeHUTB» U B
OTKpBIBIIEHCS (dopMe YCTaHOBUTH HEOOXOJMMBIE MapaMeTphl chucka. B
JAHHOM CJy4dae MporpaMma TMO3BOJSIET CO3[aTh HYXKHBIM CTHIIb, ITYTEM
M3MEHEHUs mpudTa U CUMBOJIA MapKepa, MOJIOKEHUS MapKepa, MOJIOKEHUE
TEKCTa, MHTepBaJla MEXAYy TEKCTOM U MapKEepPOM.

5. Haxwmure kHonky «OK».

BrI monyunTe HeOOXOIUMBIN BU/T CITHCKA.

Ecnu mMapkupoBaHHBIE UM HyMEpOBaHHbBIE CIIUCKH YK€ BBEJECHBI, HO TpeOyeTcs ux
U3MEHUTH (TepeMapkupoBaTh). To TMpUCTymaiiTe cpa3dy K BBINOJTHEHHIO IyHKTa 2
«O¢hopmnenus nepeuucieHus 8 uoe CNUCKA».

Crmcon X 3ajmaTh HyMepaIrumio Iepej

: Chpnesees (oot oo | oo s HaJajJoM BBojAa ab3ama MOXKHO,

IETKHYB Ha KHOIIKE

| . . : » «HyMepoBaHHBI  CHHCOK  TIO

‘ > ” . 1 w g yMmoauanuw» (i «Hymepanus»

. . > v : : : . puc. 8 1)). Ilpm Hymepamuu c

UCIIOJIb30BaHMEM OyKB  Habepure

BMecTO IUPpBI «1» OYyKBY «A» U

a) 6) HauuHaiite BBOJ Tekcra. \Word

— [IPOHYMEPYCT BTOPOH 1

. > nocnenaymomue  abdzampl  OyKBaMu

wer | ' i— w— «B», «C», «Dy» wu 1.1 Ecan

romertote | 1o | e | e T MPOHYMEpoBaTh  NEPBbIH  ab3an

@ | 110 | o | s OykBor «l», Word ycraHoBuT
9 HyMEpAIKI0 PUMCKUMU LU(ppaMH.

i | Mo i | Cricor cTanedt

3
=1
o

. o
[Tpu BKIFOUEHHON HyMEpAIH I

Puc. 8. MapKUpOBKE (MpHU BKIIIOUEHNH B
HayaJie BBOJa KHOIKH
«MapKHpPOBaHHBII CIHCOK MO yMo4anuio» puc. 8. r)) Word nozacrasinsier craHnapTHbIE
MapKepbl U COXPAHSET 3aaHHBIN 110 YMOJYaHUIO UHTEPBAJ MEXKITY MapKEPOM WIJIM YUCIOM
Y TEKCTOM, CJIEIYIOLIUM 32 HUM.

B)

Bo3Mo0xHO, BEIOUPATh pa3IMvYHbIC CUMBOJIBI MApKepOB, (hopMaT HyMEpaIu WIH pa3Mep
WHTEPBAJIOB JI0 Hauaja BBOJa CIIMCKA, a TAKXKE U3MEHATh (DOPMY y>Ke CYIIECTBYIOIIETO
CIIHCKA.
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Pa30neHne TeKCcTa HA KOJIOHKH.

Korna Heo6xoaumo pa3ouTh CyIeCTBYIOMIMM TEKCT Ha KOJIOHKU HYXHO BBIIETUTH TEKCT,
KOTOpBI HeoOXoAuMO MpeoOpa3oBaTh B KOJIOHKH. 3aTeM BbIOpaTh: Meniw—>®Popmar—
Kosonku. BeiOpath KOJIMYECTBO KOJOHOK. Y CTAHOBUTH PACCTOSTHHUE MEKY KOJIOHKaMHU.

. ) Ecnim Ha omHOW cTpaHuUIle ODKEH OBITH

2
KonoHkK pasMelleH TEKCT B OJHY KOJOHKY, a Jajlee TEKCT
n
— [ == - B HECKOJIBKO KOJIOHOK, TO MEX/IY 3TUMH YaCTSIMH
= |[ == == TEKCTa €  pa3iuyHbiM  (OPMATHPOBAHHUEM
04Ha age TP COEEa  cOpaga
HEOOXOIUMO BCTAaBUTH pa3pbiB
YHEND KoNOHOK: 2 ¥
(BcraBka—Pa3pbiB — Y CTaHOBUTH OMIIMIO «HA
LUHpHHE H NpoMeEsy Tak Obpazew o
HOMEP:  WMPHHE: NpOMEXY TOK TeKylHeI/l CTpaHI/lHe»).

il 4,67 cH 1,85 =

LJEamidt

I[JI}I BCTaBKU IIPHUHYAUTCIIBHOI'O  pPa3pbiBa
MCXKIAY CTpaHUIaMHU MOXHO TaKXE BbBIACIHUTDH

2 10,58 cm

[ wanoHi aamHakosai wHpkHe: CTPOKY, rac H€O6XOI[I/IM HpI/IHYI[I/ITeJIBHBIﬁ
TPHMEHHTE: |1 BEMENEHHOMY TEKITY | ()KeCTKI/Iﬁ) pa3pbIB CTPpAaHUIbI U HAXXATb KHOIIKH:
Puc. 9 «Ctrl+Enter». Jlns Toro, 4roObl yOpaTh

NPUHYIUTENbHBINA Pa3pblB CTPAHULBI MOJBEIUTE
K HEMY Kypcop U HaxMuTe KHonKy «Deletex.

Ob6pamiienne TeKkcTa, M3MeHeHHne nBeTa (oHa ad3amna.

Komanna «I'panuusl u 3anuBKa» MeHIO «@opmar» NpUMEHSETCS ISl CO3JaHHs
oOpamuieHnii (paMOK) BOKpYT a03alieB, ssueeKk TabmuIlel, rpaduku, pasziena JOKyMeHTa Uilu
BCETO JIOKYMEHTa. Takke JaHHas KOoMaHAa MPUMEHSETCS JUIsl U3MEHEHHs IBeTa (oHa
TeKCTa, ab3a1a uin pucyHka.

[Tpu oTkpbiTUU OKHAa «I'paHUNIBbI W 3aJMBKA» TOSBIIIOTCS TPU BKJIQJKH: TPAHMIIA,
CTpaHHUIIA U 3aJUBKA.

Bxnanka «'panmuay ciiy>kut JU1si CO3/1aHUsI OOpaMIIeHUH BOKPYT TEKCTOB, PUCYHKOB MJIU
a03ares.

Bxnanka «CTpaHMuay CIYKUAT JUIsl CO3/IaHUsI OOpaMIIEHUH KO BCEMY JOKYMEHTY WIIH K
€ro 4acTH (pazjaeny).

Bxknagka «3anuBKay CIIYXKUT OJI1 UBMCHCHUS IIBCTA (1)0Ha TCKCTa, pUCYHKa U 36321113..

Ha Bxnanke «I'panuna» B paznene «Tum» BeIOMpaeTcss Hy)KHBII THII yCTaHABIMBAEMOIO
oOpamJIieHus

— nyHKT «Her» ynanser Bce oOpamieHHs BbIIEICHHbBIX a03aleB;

— nyHKT «Pamkay BCTaBiIsieT paMKy BOKPYT BbIIEJICHHBIX a03aleB;

— nyHKT «TeHb» cozmaeT oOpamiieHHe UITH paMKy C TEHbBIO;

— nyHKT «O0béMHaA» co3aeT 00bEMHOE 0OpaMIIeHHEe BOKPYT BBIIEJICHHOTO TEKCTa;
—  IYyHKT «JIpyras» no3BojsieT co3aaTh MPOU3BOIbHOE 0OpaMIIeHNUE;

—  nyHKT « THm» no3BosisieT BBIOPATh HYXKHBIN THIT IMHUU 1)1 OOpaMIIeHMS;

— nyHKT «lIBeT» no3BossieT BIOpaTh HYKHbIN LIBET JIUHUML;

— nyHKT «llIupuHa)» N03BOJISIET BHIOPATh HYKHBIN CTHJIb JTUHUIA.

60



Paznen «OOpa3en» noKa3blBaeT, Kak OyAeT BBIMVISIETh JOKYMEHT, €CIM K HeMy
IPUMEHHUTHh BBIOpaHHbIE KOMaHAbl. YTOOBI JOOABUTh WM YJAIUTh OOpamiieHus ad3ales,
s4yeek TaONMIbl, HEOOXOIUMO IIEIKHYTh B HYXHBIX MecTax Ha MOJAEIN B TIpymIe
«Oopasen».

C nomombto pazaena «l[IpuMeHUTH K» BO3MOXXKHO BBIOpPATh MPUMEHEHHE OOpamMIIeHUH K
TEKCTY, PUCYHKY, a03any (Bkimagka «['paHmma»)unu K pasfeiny JOKYMEHTa, KO BCEMY
IOKyMeHTY (Ha BKiIaake « CTpaHuIa»).

C MOMOIIBI0 ONLHUHU «JIMHHUSI» MOXKHO ,Z[O63BJ'IHTB WIN YOAJATb JIMHUHU 06paMJ'IeHI/I$[ 141
BBI6I/IpaTB HUX CTHJIb U IIBCT.

KHonka «IlapamMeTpsbl» 3a7a€T Tpe6yeMoe pPaCcCTOAHUC OT TCKCTA A0 06paMJIeHI/I$I.

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

Komanga Menw — ®@opmatr—> Peructp 1no3Boiser 3aMEHATh BbIACICHHBIE CUMBOJIBI Ha
NPOINUCHBIE OYKBbI, HA CTPOYHBIE OYKBbI MJIM UX KOMOMHAIUIO:

1. C momomipto omumu «Kak B mnpemsiokeHusix» TmepBas OyKBa II€pBOrO CIIOBa
BBIJICJICHHOTO TPEIJIOKEHUS WK MEPBOTO CJI0BA IMOCTE KOHIA MPEI0KEHUS CTAaHOBUTCS
IIPONMCHOM.

2. C oMOoIIpI0 KOMaH]IbI «BCE CTPOYHbIE» BCe OYKBBI BBIICICHHOTO TEKCTa CTAHOBATCS
CTPOYHBIMH.

3. C nmomomnisto komauasl «BCE ITTPOIIMCHBIE» Bce OykBbl BBIACICHHOTO TEKCTa
CTAHOBSITCSI IPOMUCHBIMH.

4. C momompio koMauael «HAYUHATDB C IMTPOIIMCHBIX» mepBas OykBa KaKJI0TO
CJIOBA BBIJICJIEHHOTO TEKCTA CTAHOBUTCS MPOIMUCHOM.

5. Onmust «3AMEHHUTD PET'UCTP) 3aMeHsIET B BBIJICIEHHOM TEKCTE BCE MPOMUCHBIE
Ha CTPOYHBIE ¥ BCE CTPOUHBIE HA TPOMKUCHBIE OYKBHI.

N3mMeHneHue 1 co3nanue CTHIA

CruiieM Ha3bpiBaeTcs HaOOp mapaMeTpoB (HOpMaTHUPOBAHMS, KOTOPBIM MpUMEHsETCs
K TEKCTy, Ta0JuIlaM M CHHMCKaM, 4YTOOBl OBICTPO HM3MEHMTh HMX BHEWIHHH Bua. CTuiau
MIO3BOJISTIOT OJTHUM JICHCTBHEM MPUMEHHUTH CPa3y BCIO TPYIITy aTpuOyTOB (OPMATHPOBAHHMS.
Hanpumep, BMecTo opmarupoBaHusi Ha3BaHWs B TPH NpHEMa, KOT/Ia CHavajga 3a7aeTcs
pasmep 16 myHkToB, 3aTeM mpudT Arial U, HaKOHel, BhIpaBHUBAHHUE IO LIEHTPY, TO K€
camoe MOXHO C/IeTIaTh OJJHOBPEMEHHO, TPUMEHUB CTHJIb 3aT0OJIOBKA.
Hwxe nmpuBeeHBI THITBI CTUIICH, KOTOPBIE MOYKHO CO3/1aTh ¥ IPUMECHHTb.

o Crunp ab3a1a NOTHOCTHIO ONpEAETsSeT BHEIIHUI BUI ab3a1ia, TO €CTh BEIpaBHUBAHHUE
TEKCTa, MO3UIUH TaOYJISAINH, MEXTyCTPOYHBI MHTEPBAJ U TPAHMIIBI, a TAK)KE MOXKET
BKJTIOYATh (DOPMaTUPOBAHUE 3HAKOB.

o Crunp 3HaKa 3amaeT (OpMATHPOBAHHME BBIJACICHHOTO (parMeHTa TEKCTa BHYTPHU
ab3ara, ompeneisisi Takue NapaMeTpbl TEKCTa, Kak IIPUPT U pa3Mmep, a TaKxKe
HOJYXUPHOE U KYPCUBHOE HaUepTaHHE.

o  Crunb TaOMUIBI 321a€T BUJ IPAHMUII, 3AJIMBKY, BEIpPABHUBAHUE TEKCTa U MIPHQTHL

o Crunp crnucka MPUMEHSET OJWHAKOBOE BHIPABHMBAHWE, 3HAKM HyMEpallHl WU
MapKephl U MPHUQPTH KO BCEM CIHCKaM.
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Jlo1st 13MeHeHUsl CTHJIS He0OXO0IUMO:

1. BriOpats komanny Mento — @opmar— Ctuinu u hpopMaTHpOBaHHUE.

2. llenkHuTe CTHIB, KOTOPBIM TpeOyeTcs U3MEHUTH, MTPABOM KHOMKOW MBIIIH, a 3aTeM

BbIOEpUTE KOMaH1y U3MeHHUTb.

Bri0epute HyKHBIE TapaMeTphbI.

4. Jlyig mpocMOTpa JOMOJHUTENBHBIX MapaMeTpoB HaAXMUTE KHONKY dopmar, a 3ateM
BbIOepuTe aTpuOyt, Hampumep Ilpudgr wim Hymepanms, xoTopwlii Tpedyercs
WU3MEHHUTB.

5. Ilocne usmenenus atpubyra Haxkmute kHonky OK, a 3aTeM HM3MEHUTE TaKUM XKe
00pa3oM ocTajbHble aTPUOYTHI.

w

I[.]'Iﬂ CO3JaHUSA HOBOT'O CTHJIA HYKHO:

Bri6pate komanay Mento — ®@opmar— Ctuiid U GpopMaTUpOBaHHUE.
B ob6nactu 3agau Ctunu u hopMaTtupoBaHue HaKMUTE KHONIKY Co3/1aHuE CTHIIS.
B nonie Ums1 BBEIUTE UM CTUIIA.
BeInonHUTE OAHO W3 CIEAYIOIMX ACHCTBHM, JJIA TOTO JJIEMEHTA Uil KOTOPOTO
CO31a€TCA CTUJIb:
o B crnucke Ctuab BeiOepute 3HaKa.
o B mone Ctuab BeiOepute AbG3ana.
o B none Ctuiasb BeiOepure Tadauubl.
o B nmone Ctuisb BeiOepute Cnmcka.
5. BriOepute HyXHBIE MapaMeTpbl WM HaXMUTE KHONKY dopMart JUisi mpocMoTpa
JIOTIOTHUTEIbHBIX TapaMeETPOB.
Jlns monydeHHs CHpPaBOYHBIX CBEACHUM O TmapaMeTpe HaXXKMHUTE KHOIMKY C
BOIIPOCUTENIBHBIM 3HAKOM, a 3aT€M LIEJIIKHUTE MHTEPECYIOINUN ITapameTp.

P

Cogéem. Ecin B xadecTBe OCHOBBI JUISI CO3JaHMsI CTWJIS CIIMCKa, CTWJS a03ana wiu
CTHJISL 3HaKa TpeOyeTcsl UCMOJIb30BaTh YyXke OT(HOPMAaTUPOBAHHBIA TEKCT, BBIJIEIUTE ITOT
TEKCT, a 3aTeM CO3JalTe HOBBIM CTHJIb Ha OCHOBE (OPMATHUPOBAHMS U JPYIMX CBOWCTB
BbIJIEJIEHHOT'O TEKCTA.

6. Coxpanenue nokymenta MICROSOFT WORD.

CoxpaHHUTbh JOKYMEHT, co31aHHbIi B mporpamme Microsoft Word Bo3moxHO TOJIEKO
B BHUJIC JJICKTPOHHOTO (aiiyia, T.€. AJIEKTPOHHOTO MOKyMeHTa. COXpaHSATh CO3JaBacMbIi
daiin cremyer moyaiie, a eIe JIydile BKIIOYNATh PEKUM aBTOCOXpaHeHus. Eciu koMIbroTep
«3aBUCHET» WM OTKJIIOYUTCS DJIIEKTPONHTAaHWeE, OoJyiblias dYacTh HHPoOpManuu Oyner
cnaceHa. Ho areKTpOHHBINM TOKYMEHT UMEET CBOM CrelH(pUIecKue 0COOCHHOCTH H TIPEXK/Ie
4eM €ro COXPaHSATh HEOOXOIUMO PacCCMOTPETh 3TH OCOOEHHOCTH M CTPOTO MX YYHUTHIBATH B
npolecce COXpaHeHusl.

DONEKTPOHHBIN JOKYMEHT, KaK U BCSAKHMHM JOKYMEHT JIOJUKEH MMETh CBOU CTpPOTHE
UACHTU(PHUKAMOHHbIE TPU3HAKH.

HasBanue aitna — 310 cBoero poaa « TUTYIBHBIN JIUCT» AIEKTPOHHOTO JTOKYMEHTA.
[TosToMy chopMUPOBaHHBINA TOKYMEHT HEOOXOIMMO COXPAHHUTH B Buie ¢ailna B HycHOU
nanke W MOJ HYHCHbIM UMEHEM.

Nwmst mroboro ¢aiina momxHO HaunHATHCS ¢ Bameit pamunuu, Hanpumep, « Cuaopos-
OTtuer 0 Ja6.padore.doCy». J[ns mepBOHAYAILHOTO COXPAHEHUs CBOETo (aiiyia Hajo JMOo
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IMIETKHYTh JIeBOM kimaBumedl Mbimm 1o kHonke «Coxpanuth» Ha «Ilanenn
uHcTpyMeHTOB» (Puc. 10.), 1n6o menkHyTh no onuuu «@Pain MEHIO U B OTKPBIBILIEMCS
BCILIBIBAIOIIEM MEHIO BhIOpaTh onuuio «Coxpanutby (Puc. 10).
ECJIH BbI ITPOJIEP/KUHTE KYPCOP MBIIIITH OKOJIO KHOIIKH HA ITAHEJTH
HHCTPYMEHTOB BOJIEE 3 CEKYH/I, TO BCILIBIBAIOILI[AA I10/]CKA3KA
YKA’KET BAM HA EE ®YHKIIUH (PUC.11.).

Ha Puc.11. oTroOpaskeHa BCIIbIBaIOIIas MoCKa3Ka.

Knonka «CoxpaHuTb»
EE‘ Opaéia BMA  BrTaeka OopMatT  Cepeuc Ta
/ 1 Cosaatb.. li
R L Qmepeits... Chl+o .
]’ Howysme H11 - Microsoft Word I — ¢
. *|H CoXpaHHTE N s [
! Davin  [Opagka Bua BoTaeka  Mopw: T capommmerer N '
(@ CoxpaHHTG Kak BEB-CTRaHALY. .. I
E I,J Lj I_& ;j | I‘ﬂ Ii | ‘? ﬂ a Mowmcg dainoe. ..
= PaspewerHs \
i Ay ofp Times Mew Roman it \ Omuest «CoxpanuTy»
e Cl:lxl:laHHTbI MpeABapUTENEHEIR NPOCMOTR Bel-CTRAHMLE! \\
MapaMeTpbl CTREHKULL. . . 5
2 MpeagaprTensHe pockoTH
& Oesate.. Chrl+P
PHC' 10' OTNPAEHTE. »
CeOACTBA
1D, _BeeasHMe-PeaakTHPOEaHHDE-02 doc
Puc. 11.

[Tocne mpoBeneHus yka3aHHBIX AeHCTBHI Ha 3KpaHe nosiBUTCs popma «CoxpaHeHune
noxkymentay (Puc. 11.). B Heit HeoOxonuMo ykazath uMs Qaiiia, moj KOTOpbIM HY>KHO €ro
COXpaHsTh, U BHIOPATH MAIKy, B KOTOPOU OyJIEeT COXpaHsITh 3TOT (aii.

[To ymonuanuto Word npejuiaraet B kKauecTBe UMEHHU JOKYMEHTA CIIOBOCOYETAHHE, C
KOTOPOTO HAa4MHAETCSI TEKCT JOKyMeHTa. MMs mo yMosluaHuIO BCerjaa IMOACBEYEHO. DTO
O3HAuYaeT, 4YTO BO3MOXXHO Cpa3y HaOpaTb HOBOE HUMS COXPaHSIEMOIro JOKyMEHTa —
pekoMeH1oBaHHOE BaM Bbile.

CoxpaHeHwe AOKYME HTa E]E]
|b OT4eThl 0 Nab0paTopHLX patioTax v| @-@| un P iH v Cepemc e

T a
T

P

2

&

[Mlom nocneaHme o
AOKYMEHTEI Nmst BI)I6paHHOI/I TTanKIT

iy |

Pafioumi cTon

¢

Man
ADKYMEHTE

Mo 3anaBaemoe uMs (aitna
KOMOBHTER

€ /

I charina: |Cmmpna OT4eT 0 na%aﬁm’e‘dnt - ‘ [ CoXpaHnTE 1

¢

Moe ceTesne
okpysehne | Thndadina [ gocynent word (%c) # [ OTmera ]

Puc. 12.

Cogem. Bcerjja BHUMATENBHO IPOBEPSNTE, B KAKOM NANKe U M0J KaKUM UMEHEM Brl
coxpansiere Bamm ¢aiinel. 910 m3baBut Bac motom oT MX moucka mo Bcedl JUCKaM U
HaIKaM.
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B ¢opme na Puc. 12 menainme monvko Hazeanue paiina, He MeHAlme u He
YHUUmModcaiime e2o pacwupenus «.doc», Imo Oydem 60CHpUHAMO PEOAKMOPOM KAK
ouuoKa.

W, HakoHel, coxpaHsis HAaUMEHOBaHUE BCeX CBOMX (hailjoB co cBoeil (amummu,
(Harmpumep, daiin «CugopoB OTuer 0 Jab6.padore.dOC») - 3TO, BO-NIEPBBIX, MO3BOJIUT
Bceraa ObICTPO WX MACHTH(HUIIMPOBATH, BO-BTOPHIX, MO3BOJIUT MPETOJABATENI0 0€3 KaKuX-
a100 JONOJHUTENbHBIX AeHCTBUN coOpaTh (ailibl CTYAEHTOB OJHOM WM HECKOIBKUX
IpynIl B OJHOM Hamke U cpa3zy OTIUYUTH (ailyibl OJHOrO CTyAEHTa OT (halyIoB IPYrux
cTyneHToB (puc. 13.), u, B-TpeTbUX, NPAKTHYECKH Bcera HailTh Bamum ¢aiinsl ¢ moMousio
onuuu «llouck» B ToM ciydae, ecnu Bel 3anucanu ux He B Ty manky uiau npu cooe T1K

(puc. 14).

& naowos 10.M E@@ —————————.————.
tafin  Mpaska Bwa  MsbpanHoe  Cepewc  Cnipaska :f _ Peaynntarni noucia Q@@

— - »
eHaBaA . J l.,»: /.Jrlonm ll.- Ranks _ Qafin  [Opaska Bra  bsOpadhos  Cepenc !‘F

Aapec; |[ﬁ C:iMon aokyreHTe naakos KM v| Mepexoa u‘ J l.w
4|5y nrakoea OTueT o naf. patioe.doc -
¥ |Bonnkosa OTueT o nak, patioTe.doc Aapec: | d PesynbTaThl novcka V| Mepexoa
lﬂl]MmeHoB ©TueT o nal, pabote.doc

' ' TOMOLIHHK MO NOMCK: X Yrofibl MpHCTYIHTE
4 |y came waoea OTueT O naf, patioTe.doc u / PHETY
lﬂ_]Caﬁnt OT4eT 0 nab, pafioTe.doc
19 TpenbixaniHa OTuet o nafi, pafiore.doc TPOHIBECTH NOHCK No r|

ﬂ O0AHOMY WAK BCEM
KPHTEPUAN.

»

/O Mok

YacTh MMEHH DEANa KM HMA
akina uenkiom;

IepeueHs ¢aiinoB CTYICHTOB

TPYIIIEL B ITAIIKE Y MPENoaaBaTelIs Cgos0 wnn dpaza & daiine:

3apanue obaacti
MOKCKa 110 (haMuInu

Puc.13. Moy

@ guck (C04ESF) %

Knrna fiking -

Puc. 14.

[Ipr yacTOM HCIIOIB30BaHUM SJEKTPOHHBIM JTOKYMEHT «3aCOPSETCS» HEHYKHOU U
HeBUIUMON nHpopmarmeit. [leno B ToM, 4TO Mpu ycTaHOBJICHHOM Hapamerpe «Pa3pemuTs
obicTpoe coxpaHeHue» Word coxpaHseT Bce H3MEHEHHUS, KOTOpbIE MPOUCXOIUIH C
JIOKyMEHTOM. B pesynpTaTe «HEOOOCHOBAHHO» pacteT pasmep daina. UtoObl 3TOTO
u30eXaTh, MEPUOJMUECKN COXPaHSANHTE MOKYMEHT C IMOMOUIbI0 KOoMaHIbl «CoXpaHUTh
KaK...» MeHI0 «@ailu1». [Ipn 37TOM MOXKHO COXpaHATH (hailsl «IOBEPX» CYIIECTBYIOIIETO, T.€.
B TOM K€ MANKe U MOJ TEM K€ UMEHEM.

7. 3anosHeHue popMbl cBOCTBA (paitiia.

Jns  3anmonHenuss ¢opmsl «CBoiicTBay (ailna HaIJISKUT BBHI3BATH B OKOHHOM
Menw— ®aiin — CpoiicTBa. Bce okHa 3T0i GOpMBI clienyeT 3anoiaHsITh B COOTBETCTBUU
C MpHUBEACHHBIM Ha puc. 15. obpasnom. CieayeT 3HATH, YTO NPU TMOJABEIECHUU Kypcopa
Mbimn K ¢aitmy B okHe WIndows mosBnseTcs pamMKa CO BCEMH OCHOBHBIMH
UACHTU(PUKAIMOHHBIMUA MapaMeTpaMu 3Toro (aiina puc. 16. bonee nmoapodbHo co BceMu
napaMmeTrpaM co3JaHHOro Qailia MOXXHO BCErJja MOKHO O3HAaKOMHUTBCS, OTKpPBIB OIIIUIO
«CpoiictBa» — 3akinanku «Oo0mmue», «JlokymenT», «Crarucruka», «CocTraBy u
«Ilpouue».
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10.

CeoicTea: _BeepgeHune-Pegaktrpo...

Ofiwe | AOKYMEHT | CTaTHeTHKE | CocTas || Mpouue

HazEaHme: BEEAEHHE

Temat MHpopmaTHica

ABTOR! rnaakos .M, P i it £ R ettt ettt el L rrmre
|_PEBgerme-PeiaTpORaHHOR YACTE &.doc |* Puc.12.3-24.bm

PYOB0AWTEN! Kynefa B.B., Mypomues B.B. lﬁ_l]Windows.doc ‘;LF'VIC 13-24.h
YUpEHASHHE! PITY W Bee germe-McxogHaK, oo Tun: AokyMeHT Microsoft Word ]
lﬁ_l]l'na,quMrO_l.ch AETOR: TNagkoe KoM, P
Tpyrma: Katbeapa M3IAY lﬁ_l]l'na,quMrO_Z.ch 3aronoeok: BeegeHke-PeaakTupoBaHHDe-HacTe 6 p
B rvct Microsoft Excel xls Tema: MHhopmMaTiie o]
Knhoueeble cnoga: | MHDOPMATHIE, ONEPAUMOHHEA CHETEME IE_]J'IMTepaTypa o1, doc 1zreHen: 0B.04.2006 11:41 a)
5 : ] MeTosmuecke yrazanua EXCEL.doc Pazmen: B23 KB b

AMETHM: PyKOBOACTED ANA 0hOPHNEHHA OTYETOE
N0 NaBOpaTORHEM paboTam, W HarrarnAmaAT . Ane “l Pur.20-24 . hmn
Puc. 16.

Baza
FHNEACCRINKH:!
LatinoH: Mormal.dot

[[] CosaaTs pHCYHOK ANA NPeABAPHTENEHOND MPOCMOTRE

Puc. 15

3ananus K 1a00paTopHOIl padoTe.
Yacts |

O3HAaKOMBTECH C TEOPETUICCKUM MUHUMYMOM (OTICAHHBIM BBIIIIC) JJIST BHITIOJTHEHUS
JTaHHOM J1abopaTopHOit PabOTHI.

Otkpoiite nanky «MOUW JOKYMEHTDbI».
WNnm na cereBoM aucke otkpoiite manky «STUDENTS» — «Ne Bameii rpynmnbi».

Otkpoiite nanky «®HCBy» B manke «kMOW JOKYMEHTDbI» / «Ne Bameii
rpynnsb. (nupexropus «®@HCB» co3nannas B maboparopHoit pabote Ne 1-
«ODAMMNIIN A HOMEP (Bamero) CTYJEHUECKOI'O BMJIETA» - Hanpumep:
HNBanoBa-1245-05).

Cozpnaiite nanky «Jla6.padora-3» Bayrpu nmanku «®@HCB».

Co3aath HOBBIN (aiin B TekcToBOM peaakrope Microsoft Word unazosuTte ero
«@amuiaus_BapuantNe» .

Bremonnaute 3aJlaHus 110 OJHOMY M3 BApHWAHTOB.

OdopmuTe BHITIOTHEHHBIC 3a]]aHUS KaK OTYET. J[71s1 3TOro mepea TeKCTaMu 3a1aHui
CO3/1aliT€ TUTYJIbHBIN JUCT.

ITokaxkute oTueT MMpEeIoaaBaTCIItO.

[Tpuctynute k BoinonHeHuto yactu |l mabopaTopHbIx paboT.

Yacrs |1
CoznaTh HOBBIH (haiin B TekcToBOM peaakTope Microsoft Word u ckonupyiite B Hero
TEKCT JIoroBopa u3 ¢aiina «/loropop-nmocraBkmu».

OTpenakTUpyiTe TaHHBIM TIOTOBOP CIEAYIOIMINM 00pa3oM:

[IpuBecTH B mopsa0K B TeKcTe goroopa Bce mpudhl. (T.e. Teket gorosopa a.0. HAOUT

OJIHUM BUJIOM HIPU(TOB).
OObeauHUTE B MyHKTE 2 JOrOBOPA BCE MPEJIOKEHUS B OJJUH a03all.

B nyHkre 3 B nepBoM NpeyIOKEHUH U B IIYHKTE 4 BO BTOPOM a03alle UCIPABbTE
PErucCTp ¥ OTPEJAKTUPYITE X B COOTBETCTBUH C IPABUIIAMH PYCCKOT'O S3bIKA.
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10.

11.

12.

13.

14.

15.

B nynkre 5 B paznene «OTBeTCTBEHHOCTH NMPOJAAaBIA B CJIy4yae U3bATHS TOBapa y
NMOKYNAaTeJIs» MOCTaBUTh a03allbl B COOTBETCTBUH UX MOPSIKOBOMY HOMEPY IO
CITUCKY.

B nynkre 5 B paznene «O0sA3aHHOCTH MOKYTATENS U MOCTABIIMKA B CITy4ae
HpeIbsBIEHUS HCKa 00 U3bATUU TOBapa» pa3leiuTh ab3al Ha 3 ab3ana.

B nyHkTe 5 U3 pa3nenoB co3aar MapKUPOBAaHHBIN CIIMCOK U U3MEHUTD LIBET
HAIlMCAaHWs Pa3eiioB HA CUHUM:

e OOs3aHHOCTHU NOCTAaBILMKA ITEpEAATh TOBAP CBOOOJHBIM OT IIPaB TPETHUX JIULL;
e OTBETCTBEHHOCTh IIOCTABILMKA B CIIydyae U3bATHSA TOBapa y MOKYIATENS;

e (OO0s3aHHOCTH IMMOKYIIATCJIA U ITOCTAaBIIMKA B CIIy4dac IIPCABABICHHA UCKa 00 U3BATHU

TOBapa;

Ortxkpoiite (daiin «@parMeHT», pacloyioKUTe OKHaA AToro (aiina u daiina «lorosop-
MOCTABKMY OTKPBITHIMU OJJHOBPEMEHHO Ha 3kpaHe. Haliaure Tpedyromuil perakuuu
(dparMeHT TekcTa B (aiine «/{oroBop-nocTaBKku» U OTPEJAKTUPYNUTE €ro B
COOTBETCTBUU C (paiiyiom «@PparMeHT». (3aMEHUTh MHOTOTOYHS COOTBETCTBYIOIIUMHU
CIIOBaMH, YTO ObI MOTYYHJIICS TEKCT KaK B JOKyMeHTe «DparMeHT» ).

B nmyHkTe 3 BTOpOIt ab3al1 BEIICIUTE KPACHBIM I[BETOM U OTHOPMATUPYUTE €T0 C
MTOMOIIBIO TUHEHKH CIIEIYIOIIUM 00pa30oM: JIEBBIN OTCTYII 2 CM., PABBIM - 2 CM, OTCTYII
B KpacHoM cTpoke - 1,5 cM., MeXXCTpOUHBII UHTEpBaJ - 2, mocie ad3ama oTcTyI - 7 OT.

B nynkre 5 B paznene «O0sA3aHHOCTH MOKYTNATENs U MOCTaBIIMKA B CITyyae
MpeIbsBICHUS UCKA 00 U3BSTHUHN TOBapa» MepBbIil a03all BBIAEIUTD KPACHBIM IIBETOM U
0T(hOpMaTUPOBATH €TO CIEIYIOIUM 00pa3oM:

a03a11 T0JDKEeH ObITh BEIPOBHEH 110 MPABOMY Kparo, OTCTYIA B KPACHOM CTPOKE HET,
JieBasi rpaHula - 2 cM, IpaBasi - 3 ¢M, MEXCTPOUHbIN UHTEpBaJ (TOYHO) -15 nT.

B nmyHkTe 6 BTOpOIt ab3aI1 BEIJICTUTE KPACHBIM IIBETOM U OT(HOPMATUPYHTE €TO
CJIETYIOIINM 00pa30M: YCTAaHOBUTH MEKCTPOUYHOE PACCTOSIHHE B 2 MHTEpBaJia, CIeNaTh
oTcTyn nepef ab3aneM B 4 nHTEpBalia, a ocjue ad3ana - 3 UHTepBaa.

B nynkre 7 aG3ail cienyeT oTGopMaTHpOBATH CIEIYIONIMM 00pa30M U BBIACIUTh
JTaHHBIA a03al] KPaCHBIM IBETOM:

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

CospnaiiTe oOpamiIeHHe K TEKCTY JIJIs TOCIEHETo ab3aria MyHKTa 8 U JIJIs TeKCTa
nyHkTa 9. JInsg mocieaHero ab3ana myHKTa 8 U3BMEHHUTE PacCTOSHUE 70 TEKCTa
oOpamiieHus ab3ara.

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

® TEKCT, 0OPMIICHHBIN JAaHHBIM CTUJIEM, AOJKEeH UMeTh mpudT Times New Roman ,

pa3mep 12, 3en1€HbII LBET;

® TEKCT JOJDKEH UMETh BBIPABHUBAHHE 110 IIHUPUHE;
® MEXCTPOYHBIM UHTEPBAI - IBOMHOMU;

e yHTepBai nepex 6 nr, nocie 6 0rt;
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16.
11.
17.

18.
19.
20.

~NoOoThwWwN

e oTcTymn ciesa 1,25 cm.
[TynkT 10 — pa30uTh TEKCT Ha JIBE KOJOHKHU.
[TokaxuTe pe3yabTaT MPEno1aBaTelio.

A Ternepb BHUMATEIHHO MOCMOTPUTE HA TEKCT JIoroBopa. Bac ycrpauaet ero Buj?
CkomnupyiiTe JaHHBINA JOTOBOP HUKE U CO3[ANTE €ro B €IMHOM CTHIIE.

BcraBbTe Mexy 1OroBOpamMu MPUHYIUTENBHBINA Pa3pblB CTPAHULL.
TokakuTe CO3TAHHBIN OTYET MPENOIABATEII0.

BhIKi04nTE KOMIIBIOTEDP, IPUBECTH B MOPSAJOK paboyee MeCTo.

KoHTpoJibHBIE BONIPOCHI.

. [lepeuncnute ocHoBHBIC PyHKIMU peaakTopa MSWord?

. Uro Takoe pabouas 001acTh CTpaHULIBI?

. Kak Hactpouts Buj skpana?

. Uto Takoe naHeau MHCTPYMEHTOB U KAKUE OHU OBIBAIOT?

. UTO BXOIUT B MOHATHE PENAKTUPOBAHUE TEKCTA?

. Kakue criocoObI BbIZieNIeHUs] BCETO TEKCTa JIOKYMEHTa Bbl 3HaeTe?

. Kakum 00pa3om MOKHO pacnoyioKUTh BCE OTKPBITHIE IOKYMEHThI Ha SKpaHe

OJHOBPEMEHHO?

8. [lepeuncnute cmocoObl KOMMPOBAHUS/TIEPEMEIICHHS TEKCTa U3 OJTHOTO JTOKYMEHTA B
JIpyroiu?

9. Yto BXOUT B MOHATHE (hOpMATUPOBAHKE TEKCTA?

10. Kakwue BUJIbI CIUCKOB BBI 3HaeTe?

11. Kak co3maTh aBTOMaTHYECKUNA CIIUCOK?

12. Kak pa30uTh TEKCT Ha KOJIOHKHU?

13. s gero ciyxuT koManaa «Peructp» menro «Dopmar»?

14. Kaxkue MOXHO co3aaTh 00paMiieHHs BOKPYT a03areB?

15. Tlepeuuncnute cnocoOwl popMaTHpOBaHUs ab3a1eB?

16. Kak pa30uTh CTpOKY Ha JBE YaCTH — COXPaHss CTUJIb ab3alla U He COXPaHsIsi CTUIb
ab3ama?

17. Yro Takoe ctuns? Kakue napamerpsl ctuiis Bel 3Haere?

18. Kak coxpanuts nokymest B MSWord?

Bapuanr Ne 1.

B nynkrax 3amaEms PABOUMU TEKCT 3AJIAHMScummii. Bel komupyere 3TOT
tekcT. BeraBinsgere ero nocie PABOUEI'O TEKCTA 3AJIAHMS. Mensere ero mser
HazeJIEHbIN(B MyHKTEe 2 MOKa3aH NpUMep KomnupoBaHus). Beimonnsgere 3aganue. 1 tak
BBITIOJIHAETE KaX/IbIi IIYHKT 3aaHMSL.

1. BcraBbre moa myHkTOM «CaMocTosiTeIbHa padoTa» cBOK (hamminio U Ne rpymibl.
Hwuxe nmoctaBpTe No cBOero CTy/IeHUECKOTO OmieTa.

2. Crnenyronuii TEKCT, MPEJCTABbTE B BUJIE YCTBEPOCTHIIIHIA:
VY nykomopbs 1y0 3eeHblIi, 371aTas 1uenb Ha 1y0e ToM. Y JHeM 1 HOubIO

KOT y4eHbI Bce XOauT 1o nenu Kpyrom.
Tam B Mope napyca IiyTajiu, 1 HEIPUYacTHbIE JKape,

MG,HJII/ITGJIBHO OBCJIN IIJIaTaHbl U OCBhIIIAJIMChH B H0;{6pe.
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VY nykomopbs 1y0 3eNeHblil, 351atas 1ens Ha a1yoe ToM. M 1HeM u Houblo
KOT y4eHbI Bce XoauT 1o uenu Kpyrom.

Tam B Mope mapyca IIyTajli, U HEIPUYacTHBIE JKape,

MennuTenbHO LBEH IIATaHbl U OCBIAIUCH B HOSIOpE.

3. B crnenyromem TekcTe paccTaBbTe CTpokH 1o aidaButy. ([lanHoe 3amanue
HEOOXOJMMO BBIMOJIHUTH  C TMOMOIIBIO KOoMaHabl Menio — Tabmuma —
CoptupoBka).

3arg

Copoka
MenBenn
Bopona
Bosnk

JIncuna

4. Beigenute BTOpOE MPEAJIOKEHNUE TEKCTa U U3MEHUTE LIBET €r0 HAMMCaHMS.
OO6paTuMcs K BBIJICJICHUIO KOJTOHTUTYJIOB. Y CTAHOBHB TEKYIIYIO MTO3UIIUIO Kypcopa B

obnactu KOJIOHTUTYJIOB, MICPEMCCTUTC YKA3aTCJIb K JICBOMY KparO KOJIOHTUTYJIa Tak, YTOOBI
OH U3MCHUJI BUI, ITOCJIC YCTO TPUKIbI HAJKMUTC KHOIIKY MBIIIIH.

5. BoccraHoBUTE NpPaBUIBHBIA TOPSIOK CIOB B CTHXOTBOPEHHH, KaK 3TO OBUIO Y
KJIaccHKa:
3naras 1memns Ha TOM J1y0e

VY nykomopbs 1y0 3€JeHBIH,
Bce xonut xpyrom mno nenu
W 1HEM ¥ HOYBIO YUEHBIHN KOT.

6. Cnenyromme ab3ampl HEOOXOOAUMO OTPopMaTHUPOBATh B  COOTBETCTBHUU C
HAITMCAHHBIM B HUX TEKCTOM:

JlanHbIil ab3a1] JODKEeH ObITh BBIPOBHEH IO JIEBOMY Kpal C JIEBBIM OTCTYNOM | cM H
OTCTYNOM B KpacHoi (mepBoit) ctpoke - 1,5 cM. MexcTpouHblif HHTEpBal (MHOXKUTEINb)-

1,5.

JlanHbIil ab3a1] JoHKeH ObITh BBIPOBHEH IO JIEBOMY KpPal C JIEBBIM OTCTYNIOM | cM u
OTCTYNOM B KpacHoi (mepBoit) ctpoke - 1,5 cM. MexcTpouHblif HHTEpBal (MHOXKUTEINb)-
1,5. Tlepen a63amem oTcTyn — 7 IT., mocie ab3aia — 4 mr.

A63a11 oTopMaTUpPOBATH C MOMOIIBIO JUHEWKH. J{anHbIi ab3am otueHTprupoBath. [IpaBbiii
OTCTYII - 3 CM., OTCTyNa B KpacHOU cTpoke HeT (mpumep Cornacyroiei moamnucu).

7. Jlns mocnemHero ab3ama co3malTe BOKPYr HEro oOpamjeHHe B BHIE pPaMKH
O00pA0BOTO I[BETA IUPUHOM 1,5 TT.
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8. IlomensTe 1BeT (QoHAa BCeX BBHINOJHEHHBIX paHee 3aJaHuil ¢ OeIoro Ha CBETJIO
CEpPBIN.

9. U3 npenpiaymux ab3aieB co3/1aTh HyMEpPOBaHHBIN criucoK. Hymepanuio npousBectu
apabckuMu g paMu co CKOOKOH.

10.B cnenyromem TEKCTe cO3JaTh MHOTOYPOBHEBBIN CIMCOK, TPOHYMEPOBAB a03allbl B
KaXIoM paznene. B mepBoM pasznene ab3anbl HyMEpPYIOTCS CIENYIOLIMM 00pa3oMm:
1.1. 1.2. ut. 0. BoBropom —2.1. 2.2. uT. 1.

1. IPEJAMET JIOTOBOPA

[TocraBmuk mnpomaer, a Ilokymarens mnpuoOpeTaeT TOBap B COOTBETCTBHM C
BBIJJAHHBIM CUETOM-(PaKTypOi.

2. HEHA 1 OBIIIAA CYMMA J1OI'OBOPA.

OO61as cymma 10roBopa Ha MOMEHT €T0 3aKJII0UeHUsl He (PUKCUPYETCS.

Kaxnpril pa3, korna [lokynarenb OCymIeCTBUT IO CBOEMY BbIOOpY oTOOp TOBapa,
COCTaBJISIETCS JIBYCTOPOHHEE IOIMOJHUTENBHOE COIVIAIlICHHE C yKa3aHUEM LIeHbl TOBapa,
KOTOpOE C MOMEHTa €ro MOJIMUCAaHUS CTAHOBUTCS HEOThEMJIEMOM COCTAaBHOM YacTblO
Hacrosero /{orosopa.

11.3amenutb , eciu 3TO Tpedyercs , CTPOUYHbIE OYKBBI Ha MPOIKCHBIE, HCIOIb3Ys
KomaHy «Peructpy:
B.U.ajeeB “MyHUIIUNIATILHOE MPaBo pd” . a0 U3AATETHCTBO “TOpUCT”

12. Cnenyromuii Tekct pa3oeiite Ha 2 KoJIOHKU. PaccTosiHue
Mex 1y kosionkamu 1,5 cm. (He 3ad6yobme ecmasumo pa3poie
Ha meKywieil cmpanuye 00 u nocjie 0AHHO20 MeKCma).

Tepmun nndopmatuka (informatics) BBeleH (PpaHIy3CKUMH YYEHBIMU NPUMEPHO B
Havase 70-X roJI0B ¥ O3Hauajl - “Hayka o mpeoOpa3oBaHUM HHPOpMAIUN .

B 1963 1. coBerckuii ydenbiii @.E. TeMHUKOB OJHOBPEMEHHO C 3apyOEKHBIMU
aBTOpaMu omnpesensieT MHPopMaTUKY Kak HayKy o0 nHpopmaiu Booo1ie, COCTOAILY0 U3 3
OCHOBHBIX YacTei - TEOpUHU HHPOPMAIMOHHBIX 3JIEMEHTOB, TEOPUH HH(OPMAIIMOHHBIX
IPOIIECCOB U TEOPUU MH(POPMAIIMOHHBIX CHUCTEM. DTO ObUI MEPBbIM Ba)KHBIM MOBOPOT B
cynpbe moHsTHS ‘“‘mHOopMarnka’. OH OCTaBajCs JONTO JHUIIb MCTOPUYECKHM (PAKTOM.
[TonbITKa 0OOCHOBATH HOBOE MOHSTHE, JOKA3aTh €r0 HEOOXOUMOCTh HE Obljia YCHEIIHON U
B JIOJDKHOM Mepe He OlLleHEHa B CHIIy TOTO, 4TO MyOJiMKanus Obljla OCYIIECTBIEHA B Majo
M3BECTHOM, CrieliMalIbHOM KypHaiie (M3Bectus By30B. Diekrpomexanuka, 1963,N 11).

13. Crnenyromuii Tekct paszbeiite Ha 4 KojoHkU. PaccrosiHue
Mexay kojmoHkamMu 1 cm. OTCTynoB cmpaBa M cieBa B KOJIOHKax HeT. OTcTyn B
kpacHoll ctpoke 0,5 cm. (He 3a0y0vme eécmasums pazpvié Ha mexKyuieii Cmpanuye
00 u nocie 0aHHO20 meKcma)

Tepmun nnpopmarus (information) BOZHHUK OT JJATUHCKOTO cjoBa informatio -
pa3bACHEHHE, U3JI0KEHHE U 10 cepeanHbl 20 BeKa 03Havaj CBEACHUS, IepeJaBacMble
Mexay JoapMu. B cratee BTopolt @DenepanbHoro 3akoHa «O0 wuHboOpManum»
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UHpOpMaLUs — 3TO cBeJleHUs (COOOILIeHMs) O JInIax, NpeaAMeTax, Gpakrax, sSBICHUIX
U Tpoleccax, He3aBUCUMO OT (opMbl UX mpeicTaBieHus. B unHdopmaTtuke 3TOT
TEPMHUH MOJXy4Yus Oojiee IIMPOKOE TOJKOBAaHME - CBEICHHS, KOTOPBIMHU
OOMEHMBAIOTCSI MEXJy COOOW JIIOJU, YEJIOBEK M aBTOMAT, aBTOMAaT M aBTOMarT; a
TaK)K€ CHUTHAJbl, KOTOPHIMU OOMEHHMBAIOTCSA B KUBOTHOM U PAacTUTEIILHOM MHpE, U
MPU3HAKH, MepeaBaeMble OT KJIETKU K KIETKe, OT OpraHu3ma K opranusmy. Mrak,
noJ uHpopmarueid OyaeM MOHUMATh JII00YI0 COBOKYITHOCTh CUTHAJIOB, BO3/IEHCTBHM
WIN CBEIACHUH, KOTOpbIE cHCTeMa WIM OOBEKT BOCIPUHUMAET H3BHE (BXOIHAS
nH(pOpMaLKs), BEIAAET B OKPYKAIOILYIO Cpeny (BbIXO/HAsA HH(OpMALIHs) UM XPAHUT
B ce0e (BHYTpeHHssT HHpOpMAIIHs).

14. a) Coznaiite ctunb ¢ umeHeM [lepBblil Tak, 4TOOBI OH HMeEI
CIIEIYIONNE XapaKTEPUCTUKU:

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

TEKCT JIOJXKEH UMETh JBYCTOPOHHEE BHIPABHUBAHHE;
MEKCTPOUYHBIA UHTEPBAI - JBOMHOU;

TEKCT JJOJKEH UMETh 00OpaMJICHUE B BUJE PAMKH.

0) Cnenyromuii TekcT opopmuTte ctriieMm [lepBriii:

BobIMHCTBO 111a0JIOHOB BKITIOYAIOT B C€0s1 CTICIIMATN3UPOBAHHBIC KOMAH/IBI,
obneryaroiye BHIMOTHEHUE OMPEIeTICHHBIX 3a]1a4 IIPU CO3/IaHUU JOKYMEHTA,
0a3upyroIIerocs Ha madoHe.
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Bapuanr Ne 2.

B nynxre 3aganus PABOUMI TEKCT 3AJJAHU S cunumii.Bel kommpyere 3TOT TEKCT.
BceraBiasere ero mocie PABOYEI'O TEKCTA 3AJAHHMS. Mensere ero 1BeT
Ha3zeJEéHbIN(B TyHKTE 2 TOKa3aH MpUMep KomupoBaHus). BeimonnseTre 3aganue. M Tak
BBITIOJTHSIETE KaXK/IbIM MYHKT 3a/IaHuUs.

1. BcraBbre moa nmyHkroMm «CamocTrosiTepHa paboTa» cBow (pamuinio U No Tpymnimsl.
Huxe nocraBbeTe Ne cBoero cryeHueckoro ouiera.

2. Pasbeiite cnemyrommii ab3am Ha 3 (cmenmaiTe Kakaoe MPEIJIOKEHUE OTIEIbHBIM
a03areM) ¥ BCTaBbTE MKy ab3aIlaMu 1Mo MyCTOH CTPOKE:
['maBHas GyHKIMS pa3pabOTYNKa - CO3/1aBaTh BEIIH, KOTOPHIC TPYIHO TPOU3BOIUTH

Y HEBO3MOXKHO 00CTyKHBaTh. KOMITIOHEHTa CXEMBI, Y KOTOPOW CaMbIii KOPOTKHUI CPOK
CITykOBbl, TOMEIIAeTCsl B HAUMEHEe JIOCTYIMHOM MecTe. B mo0oit cxeme JoKHbBI
COJIepKaThCs, MO KpaliHe Mepe, 0J/Ha ycTapeBIast 1eTalb, 18e 1e(OUIIUTHBIC U TPH -
HAXOJSIINECs Ha CTAIUH pa3pabOTKH.

['maBHas ¢pyHKIMS pazpabOTUMKa - CO3/1aBaTh BEIIU, KOTOPHIE TPYAHO MMPOU3BOIUTH
1 HEBO3MOKHO 00CyXuBaTh. KOMIIOHEHTA CXeMBbI, Y KOTOPOM CaMblii KOPOTKHUM CPOK
CITyOBbI, TOMEIIAETCA B HAUMEHee JOCTYIMHOM MecTe. B r000ii cxeme T0KHBI
coJiepkKaThCs, 110 KpallHel Mepe, 0JlHa yCTapeBIliast 1eTallb, 1B€ 1e(DUIIUTHBIE U TPH -
HaxoJIAIIUecs Ha CTaJANM pa3pabOTKH.

3. B cnenyromem ab3aiie BOCCTAHOBUTE TEKCT:
VY nykomopbs 1y0
3eJICHBIN ,311aTas 1eb
Ha 1y0e ToM.
W nHeM M HOYBIO KOT
y4eHbIi Bce X0auT no nenu Kpyrom.

4. B cnenyroleM TEKCTE€ paccTaBbTE CTPOKU MO MOPSAKY HoMepoB. ([laHHoe 3amaHue
HE0O0XO0IMMO BBITIOTHUTH C MTOMOIIBI0 KOMaH bl Menro — Tabnuna — CopTupoBka).
2)3as1

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

5. TlomensiiTe MECTaMU MPEUIOKEHUS METOJIOM TTEPETACKUBAHHSL:
3naras 1ens Ha 1y0e ToM

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

6. Cnenyromme ab3ampl HEOOXOAUMO OTPOpMATHPOBATH B  COOTBETCTBHU C
HAUCAHHBIM B HUX TEKCTOM:

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

Jlns maHOTO ab3a1ia yCTaHOBUTH OJMHAPHOE MEKCTPOYHOE PACCTOSIHUE, OTCTYIT B KpaCHOM
cTpoke 1,2 cM., crenaTh OTCTYII Iepe1 ad3aneM B 4 HHTepBaia, a mocie ad3amna - 3
HHTEpBaja.

A63a11 oThopMaTHPOBATh ¢ TOMOILBIO TUHEUKH. JIeBbIN OTCTYI 3 CM., ITpaBbIii - 3 cM,
OTCTYH B KpacHOM CTpOKe - 1 cM., MEXCTpOUHbIN UHTEpBaT — 2. JlaHHBIN a03a1 JoKeH
OBITH BBIPOBHEH 110 00eUM cTOpoHaMm (1o (popmary).

7. Jlns mocnenHero absama cosfgaiiTe BOKPYr HEro oOpaMiieHHE B BHJIE PAMKH
6opaoBoro 1Bera mupuHoit 1,0 nT.

8. Tlomensatp nBeT ¢oHA BCeX BBHIMOJIHEHHBIX paHee 3aJaHuil ¢ Oeloro Ha CBETIIO
rojyoou

9. U3 mpenpiaymmx ad3aieB co3AaTh HyMEpOBaHHBIN criicok. Hymepanuio nmpousBecTu
pUMCKUMU TtudpaMu

10. B cnemyroimieM TEKCTE CO3/1aTh MHOTOYPOBHEBBIN CITMCOK, MPOHYMEPOBaB ad3allbl B
KaXXJIOM paszjiesie OykBaMH pyccKoro andasura.
1. MIPEJIMET JOI'OBOPA

[TocTaBmuk mnpomaer, a IlokymaTtenp mnpuoOpeTaeT TOBap B COOTBETCTBUHU C
BBIJIJAHHBIM CUETOM-(DaKTypOi.

2. HEHA 1 OBIIIAA CYMMA J1OI'OBOPA.

OO61mas cymma A0roBopa Ha MOMEHT €T0 3aKJIIOUEHUs He (PUKCUpPYETCs KaXKIbli pas,
korna IlokymaTenb OCYIIECTBUT 1O CBOEMY BBIOOpY OTOOp TOBapa, COCTaBISIETCS
JIBYCTOPOHHEE JOMOJHUTENLHOE COIJIAllleHWe C YKa3aHWEeM LIEHbl TOoBapa, KOTOpOe ¢
MOMEHTa €ro MOJMUCAHUS CTAHOBHUTCS HEOTHEMJIEMOW COCTAaBHOM YacCThIO HACTOSIIETO
orosopa.

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

“rPUCT” .

12. Cnenyrommii TekcT paz0eliTe Ha 2 KOJOHKU. PaccTosiHue MeXAy KOJIOHKAaMU 2 CM.
(He 3a06yovme écmasumbv paszpvlé Ha meKywieii cmpanuye 00 U nocjie OaHHO20
mexcma)

Onpenenm WHPOPMATUKY CIENYIONMM o0Opa3om: «HMugopmamurxa — 3TO Hayka,

IPEeIMETOM HM3YyYeHHUS KOTOPOH SIBJISIIOTCSI MPOLECCH cOopa, MpeoOpa3oBaHusi, XpaHEHHUS,
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3allUThI, TIIOMCKAa W IICpcaadu BCCX BHJOB I/IH(bOpMaI_II/II/I n CpcaCcrtBa HX

aBTOMAaTHU3UPOBAHHOM 00pabOTKM” .

13.Cnenyromuii Tekcr pasbeiite Ha 3 koinoHKU. PacctosHue mexnmy
KojoHKamMu | cMm. OrcTynoB BKoJOHKax HeT. OTcTyn B KpacHOU
ctpoke 0,5 cMm. (He 3adyobme ecmasumv paszpvié nHa mexyuiei
cmpanuye 00 u nocie 0aHHO20 MeKcma)

OcobObiM  BUIOM  HH(pOpMAlMKM  SIBIAIOTCS ~ 3HAKW,  CO3/JaBaeMble
CaMOOPTaHM3YIONIUMHUCS CHCTEMaMU U TpeJHA3HAUYCHHBIC [UIs Tepelaud u
XxpaHeHuss uHpopManuud. EcTb 3HaKkM, BXOHAIIME B YETKO OPraHW30BAHHYIO
CUCTEMY, U BHECUCTEMHBbIE 3HaKU. [IpuMepbl 3HAKOBBIX CHCTEM: 3HAKU JOPOKHOTO
JBIDKECHMUSI, CUCTEMA I[BETOB CBETO(POpa, My3bIKa, peUb U SA3BIKH, KaK €CTECTBEHHBIE,
TaKk M HMCKYCCTBEHHbIe. BHecHCTeMHBIE 3HAKM - OSTO WJIM OCTaTKM HEKOoTrJa
CYIIIECTBOBABIIIUX 3HAKOBBIX CHCTEM, WJIM 3HAKH, CO3JaHHbIE BPEMEHHO, OOBIYHO B
HEOOJIBIIINX KOJUIEKTUBAX JIIOJIEH (S3BIKHU KECTOB U T03).

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

TEKCT, OQPOPMIICHHBIA JAHHBIM CTWUJIEM, JOKEH uMeTh wpudt Arial, pasmep 13,
KpacCHBIU 1IBET;

TEKCT JOJDKEH UMETh IBYyCTOPOHHEE BBIPaBHUBAHHUE 110 ILIUPUHE;
MEXCTPOUYHBIN UHTEPBAJ - MOJYTOPHBII;
TEKCT JOJKEH UMETh 00OpaMJIeHUE B BUJE PAMKH C TEHBIO.

6) Cnenyromuii TekcT odopmute ctuiem Bropoii:

BonpmmHCTBO 11a0JI0HOB BKITIOYAIOT B CE0sT CIICIMATU3UPOBAHHBIC KOMAH/IbI,
obJiervaronye BhIIOJIHEHUE ONPe/IeICHHBIX 3aa4 MPU CO3JJaHUU JJOKYMEHTA,
Oazupyroierocs Ha 1madIoHe.

IIpunioxenne 3. IIpe3enTanus.
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«MS Excel : ocHOBEI pabOTED

OcHoOBbI pa6oThbl C TAGNMUYHBLIM
npoLieccopom

+  HasHaueHue v oBnacTui NPUMEHEHUs TabnnuUHbIX
npoLeccopoB

*  WcTopua n TeHaeHUun passntus

*  OCHOBHblE NOHATUS!

*  3HaKOMCTBO C Tabnu4HbIM NPoOLIECCOPOM MS
Excel

+  3anyck MS Excel

*  3HakoMcTBO C 3kpaHom MS Excel

= CrangapTHas naHenb 1 naHens hopmMaTupoBaHns

«  [pyrve anemeHTbl okHa Microsoft Excel

+ PaGorta c nuctamu n kHuramm

Ha3HaueHue u obnactu
NPUMEeHeHUs TabnNUYHbIX
npoweccopos

MpakTuyecku B Nto6oit o6nacTn AesTenbHOCTU Yenoseka,
0COBGEHHO NpU PeLUEHN NNaHOBO-3KOHOMUYECKNX
3anay, Gyxrantepckom n GaHKOBCKOM y4eTe U T.n.
BO3HUKAET HEOBXOANMOCTb MPEACTaBNATL AaHHbIE B
Buae Tabnuu.

OneKTpOoHHble TabnuLbl NpeAHa3HaueHb! ANa XpaHeHus
06paboTkn MHopMaLMK, NpesCTaBNeHHOR B Tabnn4Hon
copme.

WUcTopus 1 TeHOEHUMN PasBUTHS

Mnes coanaHusa Tabnuubl BO3HWKNA Y CTyAeHTa
[apsappackoro yHueepcuteta (CLUA) flaHa BpuknuHa
B1979r. BbINONHss CKy4HbIE BbIMUCIEHUS
9KOHOMMUYECKOro XapakTepa ¢ MoMoLLblo ByxranTepckon
KHWW, OH W ero apyr Bo6 ®paHKCTOH, KOTOPbIN
pasbupancs B nporpaMMmupoBaHii, paspabortanm
nepByio NPorpamMmy aNeKTPOHHO Tabnuubl, HasBaHHYIo
umu VisiCale.

HoBbIif CyLLECTBEHHDIN War B pasBUTUM 3NEKTPOHHbIX
Tabnuy — nosienexune B 1982r. Ha pbIHKE NPOrpamMMHbIX
cpencts Lotus 1-2-3. Lotus B nepBbIit e roa NosbILLaeT
cBoW 06bem npogax Ao 50 MnH. gon. U ctaHosuTes
camoit 60nbLLUOIA HE3aBUCUMON KOMNaHWeNn —
npou3BoAUTeNeM NPorpamMmHbIX CPeACTB.

Cnegytowui war — nosisnexve 8 1987r. TabnuyHoro
npoueccopa Excel dovipmbl Microsoft. 3ta nporpamma
npegnoxuna 6onee nNpocTon rpacuyeckuin MHTepdeiic B
KOMBUHaLMMU C HUCTIaAaOLLUMI MEHIO, 3HaUNTENbHO
PacLUMPUB NpyY 3TOM (PYHKLMOHAMBHBIE BO3MOXHOCTH
nakeTa v NoBbICUB Ka4ECTBO BbIXOAHOW UHOpMALIUM.

UmetoLLmecs CeroaHs Ha pbiHKE TabnuyHble NPoLEeccopbi
crocobHbl paboTaTh Bbl LUMPOKOM KpYre 3KOHOMUYECKIX
W ApYIvX NPUNOXEHNUA N MOTYT YAOBETBOPUTL
npakTuyecku nwboro Nons3oBaTens.

..

TabnuyHble npoueccopbl obecneynsatoT:

*  BBO/, XpaHeHue 1 KOPPEKTUPOBKa AaHHBIX;

* odhopMrieHVe 1 NeYaTb ANEeKTPOHHbIX TabnuLy;
*  [OPY)XEeCTBEHHbIN MHTepdeiic u T.4.

CoBpeMeHHble TabnuuHble NPoLEeccopsl PeanuaytoT Lenbii
PS4 OOMNONHUTENBHBIX YHKUMIA:

*  BO3MOXHOCTb paboThl B NIOKaNbHOW CETH;

*  BO3MOXHOCTb paBoThl C TPEXMEPHON opraHu3aume
3NEKTPOHHBIX Tabnuu;

+ pa3paboTky MakpoKoMaHz, HacTpOiiKy cpefibl Nof,
noTpeGHOCTU Monb3oBaTens u T.4.

Cnepaytowuin Wwar — nosisnexue 8 1987r. TabnuyHoro
npoueccopa Excel oupmel Microsoft. 3ta nporpamma
npeanoxuna 6onee npocTon rpaduyecknit nHTepdeiic B
KOMBMHaLWW C HUCNaAAaKoLUMMN MEHIO, 3HAaYUTENbHO
PacLUMPUB NPy 3TOM (DYHKUMOHAMNbHbIE BO3MOXHOCTH
naKeTa u NoBbICUB KAY€CTBO BbIXOAHOM MH(POPMaLINK.

MmetoLumecs ceroiHa Ha pbiHke TabnuyHbie NpoLeccops!
CrocoBHbl paboTaTh Bbl LUMPOKOM KpYre 3KOHOMUYECKMX
W APYrUX NPUMOXKEHWIA U MOTYT YAOBNETBOPUTH
npakTu4ecky nioboro nonb3osarens.

OCHOBHbI€ NMOHATUSA

3neKTPOHHasA Tabnuua — aBTOMaTU3UPOBaHHbIN
9KBMBAmNeHT 06blYHOM TabnuLbl, B suerkax KoTopoi
HaxoasaTcst Nubo AaHHble, NMbo pesynkTaThl pacyeTa no
opmynam.

Pabouas obnacTtb 3neKTpoHHO Tabnuiibl COCTOUT U3
CTPOK 1 CTONGLOB, MMEIOLLMX CBOM UMeHa. MimeHa cTpok
— 3TO MX HoMepa. MimeHa cTon6LoB — 310 ByKBbI
naTuHCKoro andasura.

fyenka — obnacTb, onpeaensemas nepeceyeHmem
cTonbua n CTPOKM 3NEKTPOHHO Tabnuubl, MeroLas
CBOW YHUKanbHbI aapec.

74




JIMCT
M3MEHEHU pabouell yueOHOM MporpamMmsl 10 AUCLHUILINHE
OI1.04. ”THOOPMAIIMOHHBIE TEXHOJIOI'M

JlononHeHus U U3MEHEHMsI, BHOCUMBIE B pab0uyro IPOrpaMMy JUCLHUILIUHBI

OcnoBanus BHecenust | Paznen PII/], B koTopblii ConepxaHue BHOCHUMBIX
JIOTIOJTHEHUM U BHOCSTCSI U3MEHCHMS JIOTIOJIHEHUM, N3MEHECHUMN
W3MEHCHUMN
[Ipennoxenune
paboronarens
[Ipennoxenune
COCTaBUTEIIS
POrpaMMbl
[Tpuobperenue, n3nanue Paznensr Ne2.4.5 u No5 OOHOBIIEH CITUCOK
JUTEPaTypBhl, ITepeuHst OCHOBHO# U PEKOMEHIyeMOH JINTEPATyPhI
OOHOBJICHHE TIEPEYHS U JIOTIOJIHUTENBHON y4eOHOMI
coaepxanus ObC, 6a3 JIUTEPaTyphl
JAaHHBIX
o 4
CocraBuTens: IpenoiaBaTellb T.A. ®enopsk

YTBepKlIeH Ha 3aceJaHuU TMPEAMETHON (IIMKIOBOW) KOMHUCCHUU TPOdeCcCHOHATBHBIX
JUCUHUIUIMH ClielHabHOCTH [IporpamMmmMupoBaHue B KOMIBIOTEPHBIX CUCTEMAX
npotokoit Ne 10 ot «27» mas 2020 1.

[Ipencenarens nmpeaMeTHOM (IUKIOBOI) KOMUCCHHU TTPO(ECCHOHATBHBIX
JTUCLUIUIMH CIIeUagbHOCTH [ [porpaMmupoBanue B KOMIIBIOTEPHBIX CUCTEMAX

% JI.A. biarosa

IIOIITUCH
«27» mas 2020 .
4
3aMm. aupekropa o YP dunuana A T. A. Pe3yHeHko
«27»maz 2020 .
3aseayroutas ceKropoM OubGIHOTEKH S JI. T. Cokonosa

/ «27»vaz 2020 r.
MHKeHep-3/1eKTPOHUK (IIpOrpaMMHO- nu(popmauu C mcunuumu \\

o0pa3soBare/1bHOMH NPOrpaMMaI) ° e A. B. Cme¥anun

. > _oain
— «27» man 2020 .
¢ /
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Peneniuz

#a paGovyio nporpammy no yaebnol ancunnanmne
«Hudopmaruka u undopmaumonno- KOMMYHHKRUHOMNLIC TEXHOM0! il B
NPOPECCHONANLNOI e TENLHOCT I
s cnennanbnoctn 43.02.1 1 «Focrunninntii cepaies.

Paloyan mporpaMma 1o AncUMIHHe «MupopmaTika 1 HHPOPMALHOKHO- KOMMY-
HHKRIHOHHBIC TEXHO/IOMMH B MPOHECCHORATHHON ACHTENBHOCTH? JUIA CTYCHTOD
unuana ®IBOY KybI'Y s r.lencsmkuke cocrannesa o COOTBETCTAHM Tpeboaa-

HuAmi Denepansuoro Nocyaaperaesnoro OGpaosatenkHoro CTAHARPTE,

INporpaMma paccurTana ua 138 waca maxcHMANLHOM y4eOHOH marpyssu
np obasarensrol ayamuroprolt yueBHoi Harpyixe 92 HacoB M CAMOCTORTENEHOM
BHEAYANTOPHOM paGoTe 46 4acos 8 COOTBETCTBUN ¢ TpeGoBammamMy yvednoro nia-
HAd NO COCHHANLHOCTY Cpealero npodeccHoHansHoro obpasosanns 43.02,11
«I"0CTHHHHEIH CEPRHCY,

Bee pasnens paGouedi nporpaMMid nanpasiesss Ha (popMusporasine nanmii
H YMCHME, B MONHOA Mepe OTBEYMOT TpeGoBaHMAM K pesyibraram oCas0eHMs
YHcOHOH AMCcunnimHKM B coorsereTeri ¢ OI'OC CIIO TPEThEro nokonemus. Kaw-
Abif pazaen NpOrpaMMel pacKkpuBaeT PACCMATPHBACMBIC BONIPOCKH] B JIOrHYeCKON
AOCAEAOBATENLHOCTH, ONPEACHICMON 3AKONOMEPHOCTAMH OBYHEHMA CTYICHTON,

Jns 3axpennenns TeopeTHYECKHX IHaHNHA, GOPMHPOBAHKS YMENMIT 1 Haaki-
KOB CTYACHTOB NPeAYCMATPHBAIOTCA MPAKTHYCCKHE JAHATHA B oObeme 46 yacos.
Komyuectso npaxtiyeckux pabor cooTsercrayer tpeGosainam y4eduoro naaHa.

KoHTpoas # ouenxa pesyiLTaros ocBOBHMS YYeGHOH AMCHHTUIHIL ocyule-
CTRAAOTCA B CREAYIOWMX QopMax: NPAKTHYECKHE # KOHTPOJbHbIE PRBOTH, JHK-
TAHT NOHATHAHLA, anddeperunposannsii 3987 1 ap.

PaspaBoranisie GopMer M METOAB! MOIBORRIOT B NOAHON MEpE OCYINeCTR-
JIRTE KOHTPOIL ¥ OUCHKY Pe3y/IbTaros 00yHeHHA (OCBOCHHBIX YMCHHM, YCHOSHHBIX
IHAHMI ).

YueSuo-meronmveckoe # mHDOPMALHONHOE 0BECTICHEHHE NPOMAMME Fo-
ACPAENT Nepedetb OCHOBHOH /IHTEPATYpPLL, KONOTHATEALHOM ANTCPATYPR. WIAAN-
HBIX 32 nocneasue 5 JieT, nporpamMmioro obecneyenna 1 MRTepHET-pecypee.

Jannas paGouas mporpasma Momer GuITE peKOMeNaOBaHa 178 H3YHEHHS
AHCUHNIHHE «MHQOPMAUMOHKBIC TEXHONOMHK B NPOPCCCHOBANBHON JesTennHo-
crun B puanane OIBOY Ky6I'y o r.lenenmsue.
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