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1. ACIIOPT PABOYEN TPOT'PAMMbBI YUYEBHOM U CHUTLIMHBI
OI1.05S UTHOOPMAIIMOHHO-KOMMYHUKAIIMOHHBIE TEXHOJIOI'UN
B TYPU3ME U T'OCTEITPUNMCTBE

1.1. ObsiacTh NIPpUMEHEHUA MPOrPAMMBI

PabGouas mporpamma yueOHoi mucuumummasl  OI1.0S HMHOOPMAIMOHHO-
KOMMVYHUKAIIMOHHBIE TEXHOJIOTUM B TYPU3ME U T'OCTEIIPUMMCTBE
SABJISIETCSA YaCThIO IMPOTPaMMbI TOATOTOBKH CIIELMAIIMCTOB CPEIHErO 3B€HA B COOTBETCTBUU
¢ ®I'OC CIIO no cnenmanpHOCcTH 43.02.16 Typusm u TOCTEIPUIMCTBO

1.2. Mecro y4eOHOH IMCHUIUIMHBI B CTPYKTYpe IPOrpamMMbl IOATIOTOBKH
CIeLHAJIMCTOB CPeiHero 3BeHa:

JlucuuriauHa BXOJUT B MaTEMaTHUYECKUW U OOIIUMH €CTECTBEHHOHAYYHBIA ITHKI
OI1.00 ObmenpodeccnoHanbHBIN UK

JUis ocBOEHUS IUCHMIUIMHBI CTYIAEHTBl HCIOJIb3YIOT 3HAHUS, YMEHHUS U HAaBBIKH,
chopMUpOBaHHbIE MTPU U3yueHUU AucUUIIMHBL «HpopmaTKay

1.3. Hesu m 3amaum y4eOHOM JUCUMILIMHBI — TPeOOBaHMS K pe3yJbTaTaM

OCBOCHUS TMCUUIIMHBI:

B pe3ynbpraTe n3yueHus o0s3aTeabHOM YacTH y4eOHOT0o HUKJIA TMCHUIUIMHBI 00yJaromuncs

JOJDKEH: YMeTh.

- IMOJIb30BaTbCA COBPEMEHHBIMU CPEACTBAMHU CBA3U U OprTeXHI/IKOI\/'I;

- HCI0JIb30BAaTh TEXHOJIOTHH cOOpa, pa3MelIeHUs, XpaHEeHUs, HaKOIUIeHHsI, TPeoO0pa3oBaHus U
neperayn JaHHBIX B TPOGECCHOHAIbHO OPUEHTHPOBAHHBIX MHPOPMAIIHOHHBIX CHCTEMAX;

- UCIOJIb30BaTh B MPO(ECCHOHAIBHON JEeSATeNbHOCTH PAa3JIMYHbIE BHIbI MPOrPAMMHOTO
obecrnievyeHus, B T.4. CIIEUAILHOTO;

- MPUMEHSTH TeJICKOMMYHUKAIIMOHHBIE CPEJICTBA;

- obecrieunBaTh HHGHOPMAITMOHHYIO O€3011aCHOCTH;

- OCYILIECTBIISATh IOUCK HEOOX0IMMOI HH(pOpMALIIH;

3HATh!

- cocTaB,  (QYHKUIMM W  BO3MOXKHOCTM  KCIOJBb30BaHHS  HHGOPMAIMOHHBIX  H
TEJIEKOMMYHUKAIMOHHBIX TEXHOJOTUH B IPO(GECCHOHATBLHON AEITETbHOCTH;

- OpraHHU3aIHUI0 JIESTEIBHOCTH C UCTOJIb30BAaHUEM aBTOMATHU3MPOBAHHBIX pabo4nX MecCT (1anee
- APM), JTOKalbHBIX U OTPACIIEBBIX CETECH;

- MPHUKIAHOE MPOrpaMMHOE obOecrieueHue W WHGOPMALMOHHBIE PECYpChl B TOCTUHUYHOM
CEpBHCE;

- OCHOBHBIE METO/IbI ¥ IPUEMBI 0OecrieueHus: HH(GOPMAITMOHHON 0€30MacHOCTH.

MakcumaibHas ydeOHas Harpy3ka ooydJaromierocss 56 yacoB, B TOM 4HuCIIe:
— o0s3aTenpHas ayJuTOpHAs yueOHas Harpyska oOyuaromierocs: 54 Jaca;
— caMmocTosTeNbHas paboTa oby4arorierocs 2 yaca.

1.4. IlepeyeHb IUIAHUPYEMBIX Pe3yJbTATOB OOYYEeHUS] MO [UCHUIJIMHE
(nmepevyeHb (pOpMHPYEMBIX KOMIIETEHLNH)

OOyuarommiics ToJbKeH 001a1aTh OOITUMH KOMIIETCHIIMSIMH, BKITIOUAIOIIUMH B CE0s
CITOCOOHOCTB:
OK 0l. BeiOupate cnocoObl pemeHuss 3afad  OpOPECCHOHAIBHON  JIEATEIbHOCTU
MPUMEHHUTENLHO K Pa3IMYHBIM KOHTEKCTaM;



OK 02. Hcnonp3oBaTb COBpEMEHHBIE CpEACTBA IOKMCKA, aHAIW3a W HMHTEpPHpPETaluu
uHpopmManuu M UHQPOPMALMOHHBIE  TEXHOJOIMM  JJIs  BBIIOJHEHUA  3ajad
po¢eCcCUOHATBHOMN ACSITEIHHOCTH;
OK 03. IInanupoBaTh U peaau30BbIBaTh COOCTBEHHOE MPO(ECCHOHANIBHOE U JIMYHOCTHOE
pa3BUTHE, NPEINPUHUMATEIBCKYIO JAEITENbHOCTh B  NpoQeccHOoHaIbHOU  cdepe,
MCIOJIb30BaTh 3HAHUS MO NMPaBOBOI U (PMHAHCOBOI I'PaMOTHOCTHU B Pa3IMYHBIX KU3HEHHBIX
CUTYaLUAX;
OK 04. D¢ dexTnBHO B3aUMOACHCTBOBATh U Pa0OTATh B KOJVICKTUBE U KOMAH/IC;
OK 05. OcymiecTBisaTh yCTHYIO M INHUCBMEHHYK) KOMMYHHMKALIMIO Ha TOCYJapCTBEHHOM
a3bike Poccuiickoit denepanuu ¢ y4eTroM OCOOEHHOCTEH COLMAIBHOIO M KYJBTYPHOI'O
KOHTEKCTa;
OK 06. [IlposBiATH TIpaKIAHCKO-NIATPUOTUYECKYIO  TMO3ULHUIO, JAEMOHCTPUPOBATH
OCO3HAaHHOE TOBEJEHUE HAa OCHOBE TPAJULMOHHBIX POCCUHUCKHUX JTyXOBHO-HPABCTBEHHBIX
LEHHOCTEH, B TOM YHUCIJIE€ C yYeTOM rapMOHU3ALNN MEXHAIIMOHATIBHBIX U MEXPEIUTHO3HBIX
OTHOLIEHUH, MPUMEHATh CTAaHIAPThl AaHTUKOPPYHIIMOHHOTO TOBE/ICHNUS;
OK 07. CopneiicTBOBaTh COXPAaHCHHIO OKPYXKAIOIICH Cpeabl, PEecypcocOepekeHHIO,
NPUMEHATh 3HAHMS OO0 W3MEHEHMM KJIMMaTa, MPUHIUIB OEpekIMBOTO IMPOU3BOJCTBA,
3¢ (}HEeKTUBHO 1eHCTBOBATH B UPE3BbIUAWHBIX CUTYAIIHSIX;
OK 08. Hcnonb3oBaTh cpenctBa (QPU3NYECKOW KyJIbTYpbl A COXpPAHEHHS M YKpEIJICHHUS
3I0pOBbS B Ipoliecce MpodeccuoHanbHON AESITENbHOCTH U MOAJEpKaHUs HE0OXO0IMMOTO
YpOBHS (PU3NUECKON MOATOTOBIEHHOCTH;
OK 09. Ilonb3oBarbess mnpodeccCHOHAIbHONM JOKYMEHTallMed Ha TOCyIapCTBEHHOM U
MHOCTPAHHOM $I3bIKaX.

OOyuatonuuiicst 1okeH 001a1aTh NpopecCHOHAIBHBIMUA KOMIETEHIUSIMU

Buner gestenpHoCcTH [IpodeccnonanbHbIe KOMIIETCHITMH, COOTBETCTBYIONTHE BHIaM
JESITENLHOCTH
1 2

Opranu3aus u koHTposb | [IK 1.1. IlnaHupoBaTh TEKYHIYIO JESATEIBHOCTh COTPYAHUKOB
TEKyIIeW MAesITeNbHOCTH CIYyXO | cy:K0 mpeAnpusTuii TypusmMa 1 roCTepruUMCTBA.
NPEIPUATHI Typu3Ma u | [IK 1.2. Opranu3oBsiBaTh TEKYUIYIO JIEATEIBHOCTh COTPYIHHUKOB
rOCTENPUUMCTBA CIIYk0 IpeanpUsITUil Typu3Ma U TOCTEIPUUMCTBA.
I[IK 1.3. KoopauHupoBaTb M KOHTPOJHMPOBATH JEATEIbHOCTH
COTPYIHHUKOB CIIYKO MpeaNpUiATUN TypU3Ma U TOCTEIPUUMCTBA.
I[IK 1.4. OcymectBisath pacyeTbl € HOTPEOUTEISIMHU
PEIOCTABIICHHBIC YCIYTH.

MIPEIOCTaBICHUE [IK 2.1. OdopmasaTs 1 06pabaThIBaTh 3aKa3bl KIMEHTOB.
TYpOIIEpaTOPCKUX u | [1K 2.2. KoopaunupoBats paboTy MO pean3aluy 3aKasa.
TYpareHTCKuX ycIyr (mo

BBIOODY)

IIPEIOCTABIICHNE [NIK 2.1. ®@opmupoBaTh TpyNmbl TYPUCTOB,  BBIMOIHSITH
OKCKYPCHOHHBIX  ycayr (1O | perucTpaluio rpynisl B aBapUiHO-CIIaCaTENbHBIX CITYKO0ax.
BBIOODY) IIK 2.2. ConpoBoxkaaTh TypUCTOB IPH IPOXOKACHUHM MapLIpyTa

(1o BUaM Typusma).

npenoctaBieHne roctuHuYHbIX | [IK 2.1. Opranu3oBsIBaTh U OCYIIECTBIIATH IPUEM U pa3MELICHHUE
yenyr (1o BeIGOpY) rocTeif.
I[IK 2.2. OpraHu3oBbIBaTb M OCYIIECTBIATh OSKCILTyaTalUIO
HOMEPHOTO (POH/Ia TOCTUHUYHOTO MPEIIPUSATHSL.
IIK 2.3. Opranu3oBbIBaTh ¥ OCYILIECTBISATH OpOHUPOBAHUE U
IPOJAKy TOCTUHUYHBIX YCIIYT.
[IK 2.4. BrinonusaTe CaHUTAPHO-IIUJIEMHUOJIOTHYECKUE




Tpe6OBaHHﬂ](HpeHOCTaBHeHHH)FOCTHHHHHBD(YCHYR

IpeI0CTaBICHHE
TPEATIPUSATHS
BEIOODY)

IIUTaHUA

ycayr
(mo

I[IK 2.1. BeisBnare mnoTpebHOCTH M (POpMHUpPOBATH CIPOC Ha
IPOAYKIMIO U YCIIYTH OOLIECTBEHHOTO TUTAHUS.

[IK 2.2. Opranu3oBbIBaTh BBIIYCK MPOJIYKIMHU B NPEANPUATHUAX
OOIIECTBEHHOT O MUTaHMSL.

[IK 2.3. OpraHu3oBblBaTh JESITEIBHOCTb M  OCYLIECTBIISTH
00CIyKMBaHUE B OpraHU3alUsAX MHUTAaHUS B COOTBETCTBUU C
CaHUTApHBIMU HOPMaMH U IIpaBUJIAMU.

[IK 2.4. KonTpomupoBaTh KadeCTBO HPOAYKLIUU U YCIyTr
0OIIECTBEHHOT O MUTAHMS.




2.CTPYKTYPA U COAEPKAHUE YUYEBHOM JUCIUILIVHBI

2.1. O0bem yueOHON TUCHMILIMHBI M BUIbI Y4eOHOIl padoThl

Bup y4yeOHoi padornbl

Oobvem uacoe

MakcumaJjibHasi yueOHasi Harpy3ka (Bcero) 56
Oo0s3aTesbHAst ayAUTOPHAs Y4eOHasi HArpy3Ka (Bcero) 54
B TOM YHCJIE:
3aHSATHSA JIEKIIMOHHOI'O TUITA 30
MIPAKTUYECKUE 3aHITHUS 24
CamocrosiTesibHasi padoTra o0y4awiuerocs (Bcero) 2
B TOM YHCJIE:
caMocTosiITelbHAas  BHeaynuTopHas paboTa B  BHUAE JOMAalIHUX 2
MPAKTUYECKUX 3aJaHul, WHANBUIYAIbHBIX 3aJaHHUI, CAaMOCTOSTEIBHOTO
110100pa ¥ U3y4EHHUs JOMOJIHUTEILHOTO TEOPETHUECKOr0 MaTepraa
[IpomexyTouHas arrectanus B popme 3adera/sx3aMeHa/ nud3avera qudzayeT

2.2. CTpyKTypa AMCUMILIHHBI

KoJM4ecTBO ayIMTOPHBIX YACO0B | CamocTosiTe

HauMeHoBaHUe pa3iesioB U TeM Bcero

06yqe}me 3aHATUA

Teoperuuec | IlpakTHyeckue u | bHasi padoTa
Koe J1abopaTopHbIe

o0yuaromieroc
s1 (4ac)

Pa3zpgen 1. Uudgopmanus,
HH(OPMAIUOHHBbIE TEXHOJIOTUH U 2 2
HH(OPMAaIHOHHBbIE CHCTEMBI

Tema 1.1. Undopmanus u nHbOpMaMoHHbIE 2 2
TexHonorud. MHpOpMauoHHbIE CHCTEMBI

Pa3zgen 2. O6paboTka TeKCTOBOI 10 6 4
undopmanun B MSWord

Tema 2.1. OcHOBBI pabOTHI B TEKCTOBOM 4 2 2
penakrope MS Word

Tema 2.2. TleuyaTh JOKYMEHTOB, GOPMHUPOBAHKE
OIJIaBJIEHHs, IPOBEPKa opdorpaduu u Apyrue 6 4 2
BosMokaocTd MS Word

Pazpen 3. O6padoTka 4uca0BOM 10
undopmamun B MSEXxcel

(o)
N

Tema 3.1. OcHOBBI pabOTHI € TIPOLIECCOPOM 4
aneKkTpoHHBIX Tabmm MS Excel

Tema 3.2 Pa6ora ¢ popmynamu [Tocrpoenne
quarpamm Jlpyrue BosmoxkHoctd MS Excel

(o]
N

Paznen 4. Coznanue npeseHranuii B
MSPowerPoint

Tema 4.1. OcHOBEI paboTHI ¢ IporpamMmoir MS
PowerPoint

Tema 4.2. Cozmanue, peakTHPOBaHHE,
JICMOHCTpAIIHSI [TPE3CHTAI[|H

Pazpen 5. MyabTuMeauiiHbIE TEXHOJIOTHH

Tema 5.1. Merozp! npencraBieHns TpaduaecKux
n300pakeHnii PactpoBas u BekTopHast rpaduka

A | B~ B~
N I DN BN
N I NN

Paznen 6. OcHOBBI HHGOPMALIMOHHON 1
KOMIIBIOTEPHOIl §€30aCHOCTH

(o))
N
N

Tema 6.1. MadopmanmonHas 6€301macHOCTb. 6 2 2
3anmra OT KOMIBIOTEPHBIX BUPYCOB




Paszpen 7. Un¢popmanuoHHo-
KOOMYHHMKAIMOHHBIE TEXHOJIOTHH B
TYPUMCTHYECKOM M TOCTUHUYHOM OM3Hece 16 8 8

7.1 UT B TypuCTUYECKOM U TOCTUHHYHOM 8
OuzHece.

7.2 UT B TypUCTUYECKOM U TOCTUHHUYHOM
OuzHece. 8 4 4
[Iporpamma «1 C Otens»

Bcero mo gucHunInHe 58 30 24 2

2.3. TemaTu4eckuii UIaH U coiepP:KaHUe YUeOHOM IMCHUIINHbBI
OI1.05S ”TH®OPMAIIMOHHO- KOMMYHUKAIIMOHHBIE TEXHOJIOT'UA B
TYPU3ME U I'OCTEIIPUUMCTBE

Haumeno Oo0be | Ypose
BaHHe Conep:kaHue y4eGHOT0 MaTepraJia, MPaKTHYeCKHe PadoThl, CAMOCTOSITEJILHASI M Hb
pa3aesioB pabora o0yuaromuxcs, KypcoBasi padora (ecju npexycMoTpeHa) 4aco | ocBoe

U TeM B HHSA
1 2 3 4

Paznen 1.Mndopmanus, uHGopMalMoOHHbIE TEXHOJOTUM U MHGOPMALIMOHHBIE CUCTEMbI 2

Tema 1.1. | Conep:xaHue yueOHOTr0 MaTepuaJia

Wudopma | Jlekuuu 2

oy u 1 O030p coBpeMeHHBIX HH(POPMAIOHHBIX CHCTEM U TexHonoruil. HaznaueHue u

I/IH(bOpMa BUBI I/IH(bopMaHI/IOHHMx TexHonorui. TexHonoruu c6opa, HaKOIUJICHUS, 2 1

UOHHbBIE 00paboTku, nepenauu u pacnpocrpanenus: uHpopmaiwu. Cocras, CTPyKTypa,

CUCTCMBI NPUHLMIBI pealn3aliy U QyHKIIMOHUPOBAHUS HHPOPMAIIMOHHBIX TEXHOJIOTHH.
IMpakTHyeckue (JabopaTopHbie) 3aHITHUS
1 | Knaccudukanys nu(OpPMALMOHHBIX TEXHOIOTHIT 1O chepaM IPHMEHEHHS

CamocTosiTesibHAs padoTa 00y4aroLuxcs

Pasznea 2.00pa6oTKka TekcToBoii nHopmamuu B MSWord 10

Tema 2.1. | Coaep:xaHue y4eOHOro MaTepuaJia 4

OCHOBBI Jlekuuu 2

pabotbl B | 1 Unrepdeiic nporpammbel MS Word. Crucrema nmomoru. OCHOBHOE MEHIO U

TEKCTOBO koman bl HacTpoiika okHa penakropa. BBox U peakTupoBaHue TEKCTa. 2 2,3

M dopmaTtrpoBaHue ab3aleB X CHMBOJIOB.

penakrope | [Ipaktuyeckue (IaGopaTopHble) 3aHATHS

MS Word |1 Beimonaenue npaktudeckoii padbotsl «Hacrpoiika padouero okna MS Word. 2
dopmaTHpoBaHHE CHMBOJIOB U a03aLIEB)

CamocTosiTesibHAA padoTa 00y4aroLuXcs

Tema 2.2. | CoaepxaHue yueOHOro MaTepuaga 6

ITeuats Jleknun 4
JOKYMEHT | 1 [ousiTrs 0 mabioHAX U CTHIISIX, OPOPMIICHUE CTPAHUIIBI JOKYMEHTA,

OB, (hopMupoBaHue OrnaBiIeHHUs, MPoBepka opdorpaduu, neyars JOKYMEHTOB. 4 23
(dhopmupoB OCHOBBI AJIEKTPOHHOH BepCcTKH TeKcTa. Pabora ¢ Tabnuamu u !
aHue n300paxkeHussMU. Purypsl, 00bekThl SmartArt, padota ¢ hopmyaamu

ornaBiicH | TIpakTuyeckue (J1a0opaTopHble) 3aHATHS 2

us, 1 | Brimonaenne npakrudeckoit pabotsl «OdopmiieHne gokyMeHToB MS Wordy»

NpOBEPKA | CamocTosiTe1bHAsE paGoTa 00y4aommXxcst

opdorpad

1317978

Apyrue

BO3MOYKHO

ctu MS

Word

Pazien 3.00padoTka ynciaoBoii unpopmanuu B MSExcel 10

Tema 3.1. | ConepxaHue y4eOHOro MaTepuaJia 4

OCHOBBI Jleknuu 2,3
paboTsI ¢ 1 Hacrpotika cpenst MS Excel. Hactpoiika cpenbl, BBOA U peJaKTHPOBAHHE 2
TIpoLecco JTAHHBIX, CHCTEMa TTOMOIITH.




poMm IIpakTHyeckune (JIaGopaTOpHBIE) 3aHATHS 2
MEeKTpoH | 1 | BolnonHeHne NpaKkTHIeCKO# paGoThl «PaGoTa ¢ IeKTPOHHBIMH TabTHIAME
HBIX CamocTosiTesibHAs padoTa 00yYarOLUXCH
Ta0IIHIY
MS Excel
Tema 3.2. | Coaepxxanue yueOHOr0 MaTepuaia 6
Patora ¢ Jlexun
¢popmyna | 1 Pa6ora ¢ popmynamu. Mcnons3zoBanue ¢pyHkuid. Macrep dyHKImi 4 23
MH IMoctpoenne auarpamm B MS Excel. !
[octpoeH | MpakTnueckune (1a6opaTopHbIE) 3AHATHS
ue 1 Beimonaenue npaktudeckoir padbotsl «Popmysisl u pyHkunu B MS Excel»
AuarpamMm Beimonaenue npaktudeckoid padbotsl «/uarpammer B MS Excel» Coznanne
Apyrue CIIMCKOB, yrpaBiieHne cnuckamMu. COpTHpOBKa U (GUIBTPALUS JaHHBIX. 2
BO3MOXKHO [Mpomexyrounsie uroru. [leyars Tabmun. XynoxecTBeHHOE OpOpMIIeHHE
cti MS pe3ynbTaToB paboThl BeinonHenne npakTudeckor padbotel «bas3sl aHHBIX B MS
Excel Excel»
CamocTosiTeibHast padoTa 00y4arouxcst
Pasnea 4.Co3nanue npesentanuii B MSPowerPoint 8
Tema 4.1. | Conep:xanue yueOHOr0 MaTepuaia 4
OCHOBBI Jlekuun 2
pabotbic | 1 Hacrpoiika cpemst MS PowerPoint. Hacrtpoiika cpermbi, BBOI U
porpamMm penakTUpOBaHKE AaHHBIX, CHCTEMa MoMoInd. Padora co crnaiiiaMmu, pa3meTka 2 2,3
oit MS cnaiiioB. Paznuunble 00BEKTHI craiina.
PowerPoi | IMpaxTuueckue (;1aGopaTopHbie) 3aHATHS 5
nt 1 | BoimonHeHne npakTHYecKoil paGoTsl «Pabora co craiinamu B MS PowerPointy
CamocTosiTesibHAsE padoTa 00y4Yarouxcst
Tema 4.2. | Coaep:xaHue y4eOHOro MaTepuaJia 4
Coznanue, | Jlekuuu 2
peaakTup 1 Cxema co3aHus MIPE3CHTALMH, pEIaKTUPOBAaHUE IPE3EHTALIUH, PEKUMBI
OBaHUE, CO3/IaHUsI PE3EHTAIMN, HACTOWKA aHUMAIIUH CIaiIOB, IM3aiiH CIaliIoB, 2 2,3
JACMOHCTp JleMOHcTpauys ciainos. IleyaTs npe3eHTanuu.
anus IpakTHyeckue (J1abopaTopHbIe) 3aHATHS
Ipe3CHTan | 1 BeinonHeHe npakTHaeckoi padoThl «PeskuMbl CO3/1aHHs TIPE3CHTALIUH.
un Hactpoiika qusalina ciaigoB» 2
2 BeimonHenue npaktudeckoi pabotsl «Hactpoiika aHuManum Cliaiios.
Hactpoilika nmpe3eHTauuu »
CamocTosiTesibHAs padoTa 00y4YaloIuXxcs
Paznen 5.MyJibTUMEeIUHbIE TEXHOJIOTHH 4
Tema 5.1. | Coaep:xaHue yueOHOro MaTepuaga 2
Meronabl Jleknun
npeAcTas | 1 Merons! IpeAcTaBIeHns rpapuieckux n3oopakeHuid. dopmatel rpaduIecKux 2 2
CHIUS ¢atinos. [Iporpammesl st 00paOOTKH paCTPOBBIX M BEKTOPHBIX H300paKEHUI.
rpapuuec | TpakTuyeckue (1a6opaTopHbIe) 3AHATHS
KHX Beimonnenue npaktudeckoi padbotsl «Co3nanue rpaduueckux 00beKTOB. 2
n300pake Konupoanue, popmaTupoBanue, yaaaeHue, IPYINIUpoBKa» BeimoaHeHe
HUT MIPAaKTHIECKOH paboThl «I paduueckre perakTopsl M MX BO3MOXKHOCTID)
PactpoBas | CamocrosiTeibnas paGora
u
BEKTOpHAas
rpaduka
Paznen 6. OcHOBBI HHPOPMALMOHHOI M KOMIIBIOTEPHOM 0€30MaCHOCTH 6
Tema 6.1. | Cogep:xanue yueGHOr0 MaTepuaa 2
Wndopma | Jexkumn
LIMOHHAS 1 3anmra nHPOPMAIMK B KOMITBIOTEPHBIX ceTsX. Heo0X0mmMoCTh 3aIuTh
6e3omacHo nHpopmanuu. OCHOBHBIC TIPUHIIHITH 3aIUTH HH(GOPMAIHHY. 3aIInuTa OT 2 2,3
CTb.

KOMIBIOTCPHBIX BUPYCOB
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3amuTa IIpakTnuyeckue (JiaGopaTopHbIe) 3aHATHS
or Bremonnenne npaktuyueckoi padbotel «MHpopmarmonHas 0€30MacHOCTh U 2
KOMIIBKOTE 3aluTa»
PHBIX CamocrosiTeapHas paora
BUpPYCOB BeimosHeHHe UHMBUAYaIBHBIX MPOSKTHBIX 331aHuii, o TeMaM: «HpopMaroHHas
0€30MacHOCTh M 3aIIUTa» 5
KomrmsroTepHbie BUPYCHI, BUABI KOMITBIOTEPHBIX BUPYCOB.
3ammra OT BpeIOHOCHBIX IIPOTPaMM.
AHTUBHPYCHBIE POrpaMMBbl, KIacCH(UKaLusL.
Pa3znen 7. UH(pOpMALMOHHO-KOOMYHUKALIMOHHbIE TEXHOJIOTUM B TYPUCTHYECKOM M 16
TOCTHHHYHOM OHM3Hece
Tema 7.1 | CoaepxxaHue yueOHOr0 MaTepuaia 8
UT B Jlexnuu 4
TYpUCTHY 1 UT B TypUCTUYECKOM M TOCTHHUYHOM OH3HECE. 4 23
€CKOM U ;
roctuHud | JIpakTudeckne (1a00paTopHbIE) 3aHATHS
HOM Brimonuenne npaktuueckoit padotel «MHGOpMaIMOHHO-KOOMYHHUKAIIMOHHBIE 2
OM3HECE. | TeXHONOrMH B TYPUCTHYECKOM M FOCTHHHYHOM OH3HECE»
CamocrosiTenbHast padoTa
BrInonHenne MHAMBHIYaTbHBIX IPOSKTHBIX 3a1anuii, mo teme: «MHbopMaImoHHo- 8
KOOMYHHKAITMOHHBIC TEXHOJIOTHH B TYPUCTUIECKOM W TOCTHHHYHOM OHM3HECE
Tema 7.2 | Cojaep:xxaHue yueOHOr0 MaTepuaJia 8
UT B Jlekuuu 4
Typuctna | 1 UT B TypucTryeckoM u roctuHuuHOM OnsHece. [Tporpamma «1 C Ortenp» 4 23
€CKOM U .
TOCTHHHY | TIpakTU4yeckue (1aGopaTOpPHBbIE) 3aHITUS
HOM BeinoiHenne npakTrdeckoi padoThl «UT B TypUCTHYECKOM W TOCTHHHYHOM 4
Gusnece. 6usnece. [Iporpamma I'octb»
IIporpam
CamocTosiTesibHasi padoTa
Ma «1 C
Otens»
Bcero: 56

Jna xapakmepucmuxu ypoeHs 0c8oenus yuebH020 Mamepuaia UCHOoIb3YIOMCs cledyioujue

obo3nauenus: 1. — o3nakomumenvuwlll (Y3Hasanue pamnee u3y4eHHulx 00beKmos, ceolucms), 2. —
PenpoOyKMuUBHblIL (8bINOIHEHUe 0essMelbHOCMU N0 00pa3yy, UHCIMPYKYUU UTU HOO PYKOBOOCmMEoMm) 3. —

npOOmeuGHbllZ (nﬂaHupoeaHue u camocmosmelbHoe 6blNOJIHEHUE deﬂmeﬂbﬂocmu, peuierue

npooOIeMHbIX 3a0a4)
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2.4. Conepxxanue pa3aeoB TUCHUILITAHbBI

2.4.1. 3aHATHA JEKIIMOHHOI0 THIIA

pas3n
ena

HaumenoBanue
paszena

ConeprxaHue paszzena

dopma
TEKYIIEro
KOHTPOJIA

2

3

4

1 cemecmp

WNndopmannus,
nH}popManoHHbIE
TEXHOJIOTHUH U
nH}popManOHHbIE
CHCTEMBI

Omnpenenenue WH(POPMATHKH, TEXHOJIOTHH, UH(POPMAIIMOHHBIC
TEXHOJIOTHH, KOMITIOTEpHbIC WH(MOPMAINMOHHBIC TEXHOJOTHUH; CBOMCTBA
UH(POPMAIMOHHBIX TEXHOJOTHIA: [EJIOCTHOCTh, HATMYME KOMIIOHEHTOB U
CTPYKTYpBI, B3aMMOJCUCTBHE C BHEIIHEH CpeloH, Ienecoo0pa3HoCTb,
pas3BUTHE BO BPEMEHH; BHJbI MH(POPMAIMOHHBIX TEXHOJOTHHA MO THITY
uH(bOpMAIIUK: TEKCTOBbIE, TAOIUYHbBIE, rpaduuecKie, 3BYKOBBIC, BUIECO U
MyJIbTUMEUIHbIC JaHHBIC, TIOHATHE 00pabOTKa, MPOBEACHHUE PACUCTOB,
BBIOOPKA, TMOKCK, OOBCAMHEHHWE, CIHMSHHUE, COPTHUPOBKA, (HIBTpAIHs,
o0paboTka HaHHBIX, 00paboTKa HMH(MOPMAILUH, TEXHOJOTHS 00pabOTKH
JNAaHHBIX,  TEXHONIOTHS  aBTOMAaTHYecKoro  cbopa  WH(pOpMAIHH,
TEXHOJIOTHUECKUI  mpoIriecc  00paboTKM  uHGpOpPMAIMH, CPEACTBa
peanuzanuu MHGOPMAIMOHHBIX TEXHOJIOTHWil: mporpaMMHble (0a30Bble U
NPUKIIJHBIE CPEJCTBA), TEXHUYECKUE (CHCTEMHbIN OJIOK, MaHHUIYISATOD
MBIIIIb, KIIABUATYPA, MOHUTOP, TIEUYATAIOIIIE YCTPOHCTBA), METOIHYECKUE
(cranpapTzanuss W yHU(UKaIWs); TOHSATHE CHUCTEMBI, aApPXHTEKTypa
CUCTCMBI, JJIEMEHT CUCTCMBI, Oopranuzanus CHUCTCMBI, CTPYKTYpa
CHCTEMBI, WH(OPMAIMOHHASI CHUCTEMa, MPOIECChl, MNPOTEKAroNe B
UHGOPMALMOHHBIX CHCTEMax, JTalbl pPa3BUTHA HH(OOPMALMOHHBIX
CHCTEM, OCHOBHBIC NOHATUS M CYIIHOCTh MH(OPMALMOHHBIX PECypCOB,
B3aMMOJICHCTBIE IOTPEOUTEeH-TIOCTABIIMKOB HMH(POPMAIMU:  MOUCK
uH(pOpMALUK, MHTEpIpeTanus cOOOLIeHHH, pelleHne 3aJadu, CO3JaHue
COO0IIeHUH, pacIpOCTPaHEeHHEe COOOLICHHH.

v

Oo0pabotka
TEKCTOBOU
uHdopmanuu B MS
Word

Dtambl cozaanus gokymenrta Word, stamsl coxpanenus gokymenta Word,
BHIBI MoMmoly, obmenue ¢ nomomuukom mo Office, Bxmrouenune u
BBIKJTFOYEHHE ITOMOIIH, HCIONB30BAHHE OKHA CIPABOYHOM CHCTEMBI,
HCITONBb30BaHKE BKJIAIKH MTOMCK, MCIIONB30BAHHE CPEACTB momomm «YTo
9TO Takoe?», 3TAanbl HACTPOWKH IAaHENH OBICTPOro JOCTYIa, M3MCHCHHE
pacrooKEHUsT TTaHeNHr, T00ABICHHE U yHaleHHe SJIEMEHTOB Ha TaHelNb,
STambl ~ 3aJaHWsA  [ApaMeTpoB  CTPaHMIIBI,  3Tambl  CO3JaHUs
MHOTOYPOBHEBBIX CIIMCKOB: BBIOOD CTHJISL ISl CIIMCKA CO BCTPOCHHOM
KOJUICKIIMM, CO3JaHHE HOBOTO CTHJIS, ONpPEACICHHE HOBBIX CTHIICH,
pydYHas HyMepamus >JIEMEHTOB CIHCKa; PEIaKTHPOBAHHE JIOKYMEHTOB:
BBIOOp sI3BIKA, PACCTAHOBKA MEPEHOCOB, MPOBEPKH PABOMHCAHMUS, TTOMCK
TEKCTa, 3aMeHa TEKCTa, WCIONB30BAHWE CHHOHWMOB, YIOAJCHHE TEKCTa,
repeMeIIeHre U KOMMpoBaHue (hparMeHToB JOKYMEHTa, IepeMelieHue 1
KOMHUPOBaHUE C WUCIOJIb30BaHueM Oydepa oOMeHa, IMepeMelleHHe |
KOITUPOBAHUE C TOMOIIBIO CIEIMATBLHOM BCTaBKH, CO3JaHHE TaOIWIl W
PHCYHKOB, Tpaduueckux 0ObEKTOB.

P,y

O6pabotka
YHUCIIOBOM
nHpOopManuu B MS
Excel

Coznanne tabmur Excel aBTomaTryeckn, co3qanne TaOIuIl BpydHYIO,
(dhopmaTtupoBanue TabmwIl, (POPMATHPOBAHHE TEKCTA B OTJIABICHUH,
yIpaBJICHUE BUIOM JOKYMEHTA, [e4YaTh JJOKYMEHTOB, OCHOBHbBIC
XapaKTepUCTHKU TporpamMMHoro npoaykTa Excel, maTepdeiic Excel,
11a0I0HBI TaOJINII ¥ TAOJUYHBIE BRIYMCICHUS, BBOJ] YMCEIl, BBOJ TEKCTA,
BBOJI O/IHOT'O ¥ TOT'O YK€ 3HAYEHHSI B HECKOJIbKO SYEEK OJTHOBPEMEHHO,
OBICTPOE 3aMOIIHEHUE TOBTOPSFOIMMHCS 3aMHCAMHE CTONO1A, BBOI U
HM3MEHEHHE OIHOTO M TOTO JK€ 3HAYEHHS Ha HECKOJNBKUX JIUCTAX, TIOHSITHE
SIYEHKY, UAIa3oH ssueek, (GopMaTHPOBAaHUE JAHHBIX B sSUCHKaX,
BeranciieHns B Excel, hopMyItel, HCTIONB30BaHUE CCHUTIOK M IMEH,
TepeMeIIeHIe U KOMMpoBaHue (hOpMYi, OTHOCUTEIEHBIC 1 a0CONIOTHBIC
CCBUIKH, TIOHATHE (VYHKIWH, TUTIH (DYHKIUH, IIOHATHE CITUCKA, CO3/IaHUE
BBITIAJTAIOMINX CITUCKOB, KaK CKPBITH JIHCT C HICTOYHUKOM CITHCKA,
CO3JTaHWE JHarpaMMBI, OOIIHE CBEICHUS O IharpamMme, 3HaKOMCTBA C
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No ®dopma
HaunmenoBanue

pasn pasena CozepxxaHue pasjena TEKYILIEro

ena KOHTPOJIS

1 2 3 4

9JIEMEHTaMH MarpaMMbl, U3MeHeHHe 0a30BOi TarpaMMEbl B
COOTBETCTBHH C MOTpeOHOCTSIMHU, popMarupoBanue auarpamm. 1 np.

4 Co3nanue [onsiTve mnpeseHTanys, MYJIbTUMEANWA IIPE3EHTAIMs, KOMIBIOTEPHbIE | Y
npe3eHTanmii B MS | npe3eHraiuy, MIperMylIecTBa IIpe3eHTallly, MSPowerPoint,
PowerPoint MIPEUMYIIECTBA U HEJOCTATKH, 3Tambl CO3JaHHs IPE3EHTALUH, BHIOOD

JM3aiiHa TPEe3eHTAlUM, JTalbl COPTUPOBKH M PEJIAKTHPOBAHMS CIIAal/I0B,
CO37]aHNe aHUMaluKi OOBEKTOB CJali/a, ITaIbl BEIOOpa MEPEX0I0B MEKTY
claiiamu.

5 [MousiTHe KOMIBIOTEPHO# rpaduku. MeToas! IpeCTaBICHHs v, T

. rpaguyeckux n3oopaxenuit. @opmarsl rpaduueckux Qaios.
MyneTUMenuitHbIe
TeXHOTOMMN [Iporpammsl 11t 00pabOTKH PACTPOBBIX U BEKTOPHBIX
n3o0paxenunii. PactpoBas u BekTopHas rpaduka. L[BeT u MeTos ero
onucanus. Cucremsl niBetoB RGB, CMYK, HSB.
6 3ammra  JaHHBIX, CHCTEMbl apXMBHUPOBAaHUS M IyOnupoBaHus | Y
uHQOpMalMK, 3amMTa OT KOMIIBIOTEPHBIX BHPYCOB, 3alllTa OT
HECaHKIIMOHHUPOBAHHOTO JIOCTYTIA, MEXaHHU3MBI obecnieueHnst
0e30MacHOCTH, HEOOXOAMMOCTh 3alUThl WH(opManuu, Kpunrorpadus,
KPHUITOAHAIN3, JJIEKTPOHHAS TOAIUCH, ayTeHTH(UKAIMS, 3aIIUTa CEeTeH,
OCHOBLI 3alMTa OT MOTEPH W pa3pylIeHUs, 3allliTa OT HECAHKIMOHHPOBAHHOTO
HHGOPMATHOHHOM 1 JI0CTYNa, KOMIBIOTEPHBIE BUPYCHI: IOHATHE, BUPYCEI 110 CPeie oOuTaHus:
KOMIEIOTepHOi! cereBble, (hailloBble, 3arpy304HbIC, MaKpO-BHUPYCHI, IO CIIOCOOY
5630IACHOCTH 3apayKeHUsl: PE3UICHTHbIE, HEPE3WICHTHBbIE, MO MacuTady BpPEIHBIX
BO3JICHCTBHIA: Oe3BpeNHbIC, HEOMACHBbIC, OMACHBIC, OYCHH OIACHBIC,
OTKyJa OepyTcsi BUPYCHI: TJI00ANBHBIE CETH, 3JIEKTPOHHBIE KOH(EPEHIINH,
JOKaJbHBIE CETH, NHUpaTcKoe mporpaMMHoe obecneuyenue, [IK obmero
HIOJIb30BAHUS, OCHOBHBIE BUBI MPOMMIAKTUKA KOMIBIOTEpA, aHTHBUPYC,
3 Kmacca  aHTHBUPYCHBIX  NporpamMMm:  nonudard,  peBU30pH,
OJIOKMPOBIIHKH,

7 Wudopmanmonto- WHdopMalmoHHO-KOOM YHUKAIIMOHHBIE TEXHOJIOTHU B Typuctudeckom u | Y, T
KOOMYHHKALMOHHbIE | TOCTHHUYHOM OU3HECe
TEXHOJIOTUH B
TYPUCTUYECKOM H
TOCTHHHYHOM
OusHece

[Mpumeuanue: T — TectupoBanue, P — Hanncanue pedepara, Y — yctHblit onpoc, KP — koHTposibHas padborta
2.4.2. 3aHATHSA CEMUHAPCKOIr0 THIIA

(] HE mpeyCMOTPEHbI
2.4.3. IlpakTuyeckue 3ansatua (JlabopaTopHblie 3aHATHS)
dopma
HaunmeHoBanne
Ne pasena HanMmeHoBaHMe mpakTHUECKUX (1TAOOpaTOPHBIX) paboT TEKYIIET O
KOHTPOJIS
1 cemecmp

1 2 3 4

1. |Mudopmarus, Knaccudukarms napopMaMoOHHBIX TEXHOIOTHH 110 chepam
nH(opMaImoHHbIe |IPUMCHCHHS.
TeXHOJIOMHH 1 Knaccudukanus undpopMaoHHbIX cucTeM. Ku3HEHHBIH MUK v
MH(OPMALHOHHBIE MH()OPMAMOHHOH CHCTEMBI.
CHUCTEMBI

2. O6paboTka Bemmonaenne npaktudaeckoi pabotsl «Hacrpoiika pabouero okna MS
TEKCTOBOM Word. ®opmaTtupoBaHie CHMBOJIOB U a03aleBy. TP
unpopmauuy B MS Bemonaenne npaktudeckoi pabotsl «OdopMieHne 10KyMeHToB MS
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Word Word».
Bemonaenue npaktudeckoi padotsl «Ctrim 1 madiaoHs! B MS Word»y.
Bermonnenue npaktudeckoi padoTel «OCHOBBI 3JIEKTPOHHON BEPCTKA
TEKCTay.
3. Beimonaenue npakTudeckoil pabotsl «PaboTta ¢ 3IeKTpOHHBIMA
TaOIHIAMI).
Oo6paboTtka Beimonaenue npaktudeckoi padotel «DopMynsl u GyHKIMA B MS
YHUCIIOBOU Excel». Ip
uHpopmaruy B MS |BbinonHenne npakTuIeckoi padotsl «/luarpammer B MS Excel».
Excel Beimonaenne npaktudeckoi pabotsl «bassl nanHbeix B MS Excely.
BrImonHeHNe MPaKTHYECKOH paboOThI « X yI0KECTBEHHOE 0 OpPMIICHUE
pe3yNnbTaToB padoThI.
4, Coananue BeimonHeHne npakTuaeckoi paboThl «PexXnMbl co3/1aHMs TIPE3EHTALIUH.
. Hacrpoiika qu3aiina ciaiioBy.
npe3eHTanuii B MS B — T = " 1P
. BITTOJTHEHUE MpaKTH4ecKoi padoTel «HacTpolika aHuManuu caaiios.
PowerPoint Hactpoiika mpe3eHTanymy.
5. Beimonaenue npaktudeckoil padbotel «Padora ¢ rpaduyeckumu
My/TsTHMe THiHbIe obobvexTamu. Co3aHue, KONMPOBaHUE, yajleHue, GopMaTHpOBaHUE,
TPYIIIUPOBKAY. 1P
TEXHOMOr1H BrinonHenne npaktuueckoil padotsl «I"paduyueckre peqakTopsl U UxX
BO3MOXHOCTH.
6 |OcHOBHI BrinonHenne npakruueckoit pabotsl «HpopMalrionHas 6e301acHOCTh
WH(POPMAITHOHHON |U 3aLIUTay. p
U KOMIIBIOTEPHOU
0e301macHOCTH
7 |MudopmannoHHO- |Beimonnenue npakruaeckoii paborsl «MHpOpMaLOHHO-
KOOMYHUKAIIMOHHBI [KOOMYHUKAIIMOHHEBIE TEXHOIOTUU B TYPUCTUYECKOM U
€ TEXHOJIOTUH B TOCTUHUYHOM OH3HEce» P
TYPUCTHYECKOM H
TOCTUHUYHOM
Ou3Hece

Ilpumeuanue: IIP- npaxmuueckasn paboma, JIP- rabopamopnas paboma, T — mecmuposeanue, P — nanucanue
pedhepama, Y — ycmuwiii onpoc, KP — konmponvuas paboma

2.4.4. Conep:kanue caMOCTOATEIbHOM PadoThI

IIpumepHasi TemaTuka pedeparos:

1. Knaccuduxarusi coBpeMeHHBIX HHPOPMAITMOHHBIX TEXHOJIOTUA.
NudopmanrionHbie cucTeMbl U UX KilacCU(pUKAIIS

Hampasnenust pa3BuTust opucHbIX HHPOPMAIIMOHHBIX TEXHOJIOTHH.
TexHonoruu BBoAa UH(POpPMAITIH.

TexHonoruu xpaHeHus: HHPOPMAIUH.

Ucropus pazButusi HHPOPMAITMOHHBIX TEXHOJOTHH.

3amura nHpopmanuu B UHTEpHET.

3amura OT KOMIIbIOTEPHBIX BUPYCOB.

XN R WD

IlepeyeHb yueOHO-MeTOAMYECKOT0 O0ecriedeHNsl JAJIsl CAMOCTOSATEILHOI PadoThI
00y4YaIIMXCH MO ANCHUILINHE

CamocrosaTenpHass pabora oOydaromuxcsi SIBISIETCS BakHeHmied Qopmoili ydeOHO-
MO3HABATEIHHOTO TIpOIecca.
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OcHOBHast 1eb CaMOCTOSITENbHOW paboOThl 00ydYaromierocss Mpu HM3yYEHUU
IUCUUIUTMHBI — 3aKPENHUTh TEOPETUYECKHE 3HAHUS, MOJYYCHHBIE B XOJ JICKIIMOHHBIX
3aHATUH, a Takke CcHOpPMUPOBATh TMPAKTHUYECKUE HABBHIKM TOATOTOBKA B oOxactu
MH(POPMAITMOHHBIX TEXHOJIOTHA.

CamocrosTenbHass pabotra oOydaromierocs B TIPOLIECCE OCBOCHUS IUCIMILIMHBI
BKITIOYACT:

-M3y4eHHE OCHOBHOW U JOMOJHUTEIHHOU JTUTEPATYPHI IO KypCy;
-CaMOCTOSITEIbHOE H3YUCHHE HEKOTOPHIX BOMPOCOB (KOHCIIEKTHPOBAHUE);
-paboTy C NMEKTPOHHBIMU YUEOHBIMH PECYPCAMU;

-M3y4YeHHE MaTepUAIOB IEPUOINIECCKON TIeUaTH, HHTEPHET PECYPCOB;
-TIOATOTOBKY K TECTUPOBAHUIO;

-MIOJrOTOBKY K IPAKTUYECKHUM (JJaOOPaTOPHBIM) 3aHATHUSM,
-CaMOCTOSITEIIbHOE BBHITIOJTHEHHUE JJOMAITHUX 3a/IaHUH,

-TIOJITOTOBKY pedeparta (JI0KIaaa, 3¢ce) Mo 0HOM 13 mpolsIeM Kypca.

Ha camocTosiTe/ibHyI0 padoTy o0yuyawiumxcss OTBOAUTCH 46 4yacoB y4eOHOro
BpeMeHHU.

HaumeHoBaHue
o pas/ieIa, TeMbl, BHIA [TepeyeHsb y4eOHO-METOIMUECKOT0 00ECTICUSHHUS TUCIUILTHHBI 110 BHITOJHEHHUIO
- ? ’ CaMOCTOSITEIILHON pabOThI
CPC
1 2 3
1 Pasnen 1. 1. Wudopmanmonnsie texHonoruu B 2 T. Tom 1 : ydeOHUK Ui cpeaHEro
n npodeccronansHoro obpazosanus / B. B. Tpodumos, O. II. Unsuna, B. U.
Hpopmarus, .
HEOPMAIMOHHBIE Kusie, E. B. Tpodumosa ; nox penakumeir B. B. TpodumoBa. — Mocksa :
. op o W3znatensctBo FOpaiit, 2023. — 238 ¢. — (IIpodeccuonansHoe oOpa3oBaHue).
TEXHOJIOTUU 5
— ISBN 978
nH(POPMAITMOHHBIC
CHCTEMBI
2. Pasnen 2. 2. WNudopmanmonnsie TexHonorud B 2 T. Tom 2 : yueOHHUK ATl CpETHEro
.| mpodeccuonansHoro obpazosanus / B. B. Tpodumos, O. II. Uneuna, B. W
Ob6paborka TeKcTOBOH Kusie, E. B. Tpodumosa ; nox penakumeir B. B. TpodumoBa. — Mocksa :
uapopmatmn B MS| Pizparenserso IOpaiir, 2023. — 390 c. — (IIpoeccronanbhoe 0Gpa3oBaHue).
Word — ISBN 978
3 Paszen 3. 3. WHdopmalvoHHbIe TEXHOJIOTMU B MapKETHHTE : YIEOHHK M IPAKTUKYM
.| s cpennero npodeccuonansHoro odpazosanus / C. B. Kaprosa [u np.] ; mon
O6paborka YHCIOBOH obmeit pemakmmeii C. B. Kaprosoit. — Mocksa : M3matensctso FOpaiir, 2023.
HHq)(ipMaHHH B MS| __ 367 c. — (Ilpodeccronansroe o6pasosanue). — ISBN 978
Exce
4 Pasnen 4. 4. WupopManoHHBIE TEXHOJIOTHH B MEHEIKMEHTE ! yqve6Hm< U TPAaKTUKYM
Juis cpenHero npogdeccuoHansHoro oopasosanus / E. B. Maitopoa [u ap.] ; nox
Coznanue . o o .
s . penaxiueit E. B. MaitopoBoii. — Mocksa : U3aatensctBo HOpaiit, 2023. — 368
npeseHrauuid B MS| ¢ (TIpogeccuonansoe o6paszosanue). — ISBN 978
PowerPoint
1. Pasnen 5. 5. Herecoa, O. 0. HMudopmaluoHHbIE TEXHOJIOIMH B JKOHOMHUKE :
MynbTHMeHiHbIE ﬁii}clgianoc?ne Ui cpegHero npodeccruoHanbHOro obpazosanus / O. IO.
TEXHOJIOTUU )
2. Paszen 6. 6. (DI/IHI/IMOHOIEEI, E. B., UMudbopmauuoHHblE  TEXHOJIOTUM B
npodeccHoHaIbHOM AesTensHoCTH : yueOHuK / E. B. ®unmmmonoBa. — Mockaa :
OCEOBH | KuoPyc, 2022. — 482 c.— ISBN 978
HH(POPMALMOHHON U
KOMITbIOTEPHOM
0e30macHOCTH
3. Pasznen 7. 7. Wndopmanmonnsie TexHonornu B 2 T. Tom 1 : yueOHHK a7t cpeHero
VH(bopMaLmonHo- npodeccronansHoro obpasosanus / B. B.VTpO(I)I/IMOB, O. II. Unpuna, B. N
Kusie, E. B. Tpopumosa ; nox penakumerd B. B. TpodumoBa. — Mocksa :
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KOOMYHHUKaIMOHHbIe | M3matensctio Opaiit, 2023. — 238 c¢. — (IIpodeccronanbroe 00pa3oBaHue).
TEXHOJIOTHH B — ISBN 978

TYPUCTHIECKOM U
TOCTHHUYHOM OW3HECe

Kpome nepeuncieHHbIX UCTOYHUKOB MO T€MaM CaMOCTOSITEIbHON pabOThl, CTYJEHT
MOKET BOCITOJIb30BaThCS DIIeKTPOHHO-ONOINOTEYHBIMU cUcTEMaMu (BBO),
npodecCHoHAIBHBIMU 0a3aMy JaHHBIX, DJIEKTPOHHBIMU 0a3aMH MEPUOTUUYCCKUX H3AHUU,
OpyruMH  MH(GOPMALIMOHHBIMU ~pecypcamH, YyKa3aHHbIMU B pasznene 5.4 «llepeuenn
pecypcoB HH(MOPMAIMOHHO-KOMMYHUKAITMOHHON ceTn «MHTepHeT», HEOOXOAUMBIX IS
OCBOCHUSI JUCHUIUIMHBI», BKIIOYAIONIMNA PECypchl, JOCTYHN K KOTOPBIM OOECI€YeH TI0
JIOTOBOpaM C MpaBooOiajgaTeNsiMi, U 00pa3oBaTelIbHbIC, Hay4HbIE, CIPABOYHBIE PECYPCHI
OTKpPBITOTO JIOCTyNa, HMeElue craryc oduuuanbHbeix ((deaepanbHble, OTpacieBbIe,
YUPEKICHUN, OpraHu3aliii U T.1.), a TAKKE MOMCKOBBIMHU CUCTeMaMu ceTu MHTepHeT s
MOUCKa B pabOThI ¢ HEOOXOUMOM UH(DOPMAIHECH.

JInst OcBOEHMSI NaHHOW JUCIUILIMHBI U BBIIOJHEHUS MPEAYCMOTPEHHBIX Y4YEOHOU
MporpaMMoM Kypca 3aJaHuil 10 CaMOCTOSITENbHOW paboTe 0Oydaromuiicss MOXKET
UCIIOJIb30BaTh YYEOHO-METOIMUECKOE 0OecTIeueHuE:

-METOJMYECKHEe PEKOMEHJAIMK TpenojaBareiiss K MPakTUYeCKuM (J1abopaTOPHBIM)
3aHATHUSM;

Hauanom opranuzanuu 11000i caMOCTOSTENbHOW paOOTHI JTOMKHO OBITH NMPUBUTHE
HaBBIKOB ¥ YMEHHI IPaMOTHON pabOTHI ¢ Y4eOHOM M HAYYHOU JUTEpaTypol. DTOT mpoIece,
B TMEpPBYIO Ouepellb, CBSI3aH C HAXOXKJICHUEM HEOOXOAUMOM MJisi YCHEIIHOro OBJIaJICHUs
y4eOHBIM MaTepuasioM Jjureparypoid. OOywarouiuiicss JOKEH YMETh IMOJb30BaThCs
dhongamMu OMOTUOTEK U CTIPABOYHO-OUOIHOTrpadUIECKUMHU U3TAHUSIMHU.

OO6yuaromuecs i1 MOJTHOLEHHOTO OCBOEHHUSI y4eOHOro Kypca JIOJIKHBI COCTaBIISATh
KOHCIIEKTBI KaK MPHU MPOCIYLIIMBAHUU €r0 TEOPETHUECKOH (JEKIIMOHHOW) YacTH, TaK U MpU
HOATrOTOBKE K MpaKTHUeCcKUM (J1abopaTOpHBIM) 3aHATHSAM. JKenaTenbHO, YTOOBI KOHCIIEKTHI
JIEKUUN 3aMMCHIBAIUCH B JIOTUYECKOW MOCIIEI0BATEIIbHOCTH U3YUYEHUS Kypca U COIEPIKaUCh
B OJTHOU TETPAJH.
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3. OBPA3OBATEJIBHBIE TEXHOJIOT'UH

JIns peanu3anuy KOMIETEHTHOCTHOTO MOJAX0/1a IPEAYCMaTPUBACTCS UCIIOJIb30BAHNE
B Y4eOHOM MpoIlecCeé AKTUBHBIX M HHTEPAKTUBHBIX (DOPM MpOBENEHUS ayJUTOPHBIX HU
BHEAYAUTOPHBIX 3aHATHM C Leapi0 (GOPMUPOBAHUS M PA3BUTUSA NPOPECCHOHATBHBIX

HaBBIKOB 00yYarOIIUXCSl.

B npouecce npenonaBanus NpUMEHSIOTCS 00pa3oBaTENbHbIE TEXHOJIOTUN Pa3BUTHUS
KpUTHUYECKOro MbIlUIeHUs. O0s3aTenbHbl KOMIBIOTEPHBIE J1a0OPAaTOPHBIE MPAKTUKYMBI IO

paszaenam JUCHUILUTUHBIL.

B ydeOHOM mporiecce Hapsiay ¢ TPAIUIIMOHHBIMU 00pa30BaTEIbHBIMU TEXHOJIOTUIMU
WCIIOB3YIOTCS KOMIIBIOTEPHOE TECTUPOBAHUE, TeMaTUYECKUE MpE3EHTAalNH,

HUHTCPAKTUBHBIC TCXHOJIOTUU.

3.1.00pa3oBaTesbHbIe TEXHOJIOTHH NIPH NPOBeICHUH JeKIM

Bunber npumensieMbIx Kon-Bo
Ne Tema .
00pa30BaTENbHBIX TEXHOIOTHI gac
1 2 3 4
WNudopmarus, nHGOPMAITMOHHBIC TEXHOJIOTHH U
1 (bopmanns, mrpopman Jlexuus - nuckKyccus 4
UH(POPMAITMOHHBIC CHCTEMBI
o AynuoBu3yanabHas TEXHOJIOIHS®,
2 | O6paborka TekcToBoit nHpopmaruu B MSWord YA Y 4*
JIEKUUA-TUCKYCCUs
o AynuoBu3yanabHas TEXHOJIOIUS®,
3 | O6paborka uncnopoit nadopmanuu 8 MSEXcel YA Y 6*
JIEKLUS - TUCKYCCHSL
o . AynuoBusyanabHas TEXHOJIOTHS,
4 | Co3nanue npesentanuii B MSPowerPoint YA Y 4*
JIEKLUS - TUCKYCCHSL
5 | MynpTuMeauiiHbIE TEXHOIOT MU AynuoBH3YyaJbHAs TEXHOIOTUA™ 4*
OcHOBBI HH(POPMAMOHHON U KOMIIBIOTEPHON
6 (bopman p Jlekiust - nuckyccust 2
0e30MmacHOCTH
7 WHdopMaimoHHO-KOOMYHUKAIMOHHBIE TEXHOJIOTUU B | Ay/MOBH3yalbHAs TEXHOIOT U™, 8
TYPUCTHYECKOM Y TOCTHHHYHOM OH3HECe JIEKUHS - TUCKYCCHS
HToro nmo kypcy 32
B TOM YFHCJIE HHTEPAKTUBHOE 00y4deHHne™ 24*
3.2.00pa3oBaTebHbIC TEXHOJIOTHH NP MPOBEICHUN NMPAKTHYCCKUX 3aHATHH
(1adopaTopHbIX pador)
Ne Tema 3aHATHA Bunbl npuMeHsieMbIX 00pa3oBaTEIbHBIX Ko
TEXHOIOT Ml qac
3 |TTIPAKTMYECKOE 3AHATHUE Ne 1 o Teme 1 pa3nena | Bermonnenne npaktnaeckoi paboTs 2%

2 «Hactpoiika pabouero okaa MS Word.
dopmaTnpoBaHie CHMBOJIOB M a03a1eB»
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MMPAKTUYECKOE 3AHATHUE Ne 2 o Teme 2 paznena
2 «Odopmnenne nokymentoB MS Word»

BeimonHenue npakTHYECKOH padoThI

2*

IMPAKTUYECKOE 3AHATHUE Ne 3 o teme 3 paznena
2 «Crtunu u mabiaonsl B MS Wordy»

BeimonHenue npakTHYECKOH padoThI

2*

IMPAKTUYECKOE 3AHATHUE Ne 4 o teme 3 paznena
2 «OCHOBBI IEKTPOHHON BEPCTKU TEKCTa»

BeinonHenne npakTHYECKOH padOTHI

2*

MMPAKTUYECKOE 3AHATHE Ne 5 no teme 1 paznena
3 «Pabota ¢ MeKTPOHHBIMH TAaOJIUIIAMI

BeinonHenue npakTHYECKOH padOTHI

2*

IMPAKTUYECKOE 3AHATHUE Ne 6 no Teme 2 paznena
3 «Dopmyisl u pyHkunu B MS Excel»

BeinonHene npakTHYECKOH padoTHI

2*

MMPAKTUYECKOE 3AHSTHUE Ne 7 o Teme 2
pasnena 3 «/luarpammsel B MS Excel»

BeimonHeHne npakTuyeckon padboTsl

2*

10

IMPAKTUYECKOE 3AHATHE Ne8 no Teme 3 paznena
3 «ba3bl gauseix B MS Excel»

BeinonHeHne npakTuieckon padboTsl

2*

11

IMPAKTUYECKOE 3AHATHE Ne9 no Teme 3 paznena
3 «XynoxxecTBeHHOE 0(hOpMIICHHE PE3YIIHTATOB
padoTh»

BeinonHeHne npakTrnieckon padboTsl

2*

12

ITPAKTUYECKOE 3AHATHE Nel0 o teme 1
pasnena 4 «Pabota co cnarizamu B MS PowerPoint»

BrInonHeHne npakTuueckoil paboThl

2*

13

ITPAKTUYECKOE 3AHSTHE Nell mo teme 2
paznaena 4 «PexxuMbl cO3aHMsI PE3SHTAIUH.
Hactpoiika nquzaiiHa cnaidoB»

BrlnonHeHne npakTuueckoil paboThl

2*

14

IMPAKTUYECKOE 3AHATUE Nel2 no teme 2
pasnena 4 «Hacrpoiika anumarun cnaioB. Hactpoiika
MIPE3EHTaLUI)

BeinonHeHune npakTuieckon padoTsl

2*

15

IMPAKTUYECKOE 3AHSTHUE Nel3 o teme 1
pazznena 5«Co3nanue rpaduueckux 00bEKTOB.
Kornmposanue, opMaTupoBanue, ynajacHue,

IPYIIIIPOBKA»

BeinonHeHune npakTuieckon padoTsl

2*

16

IMPAKTUYECKUE 3AHATUA Nel4 o Teme 2
pazznena 5 «['paduueckne peqakTopsl U UX
BO3MOXKHOCTI

BrimonHenne npakTudeckoi paboThI

2*

17

IMPAKTUYECKOE 3AHSTUE Ne 15 o teme 1
pazznena 6 «MudopmannoHHas 6€30MaCHOCTD U 3aIUTa
nuHpopManum»

BrimonHenne npakTudeckoi paboThI

2*

18

[MPAKTUYECKOE 3AHATHE Ne 16 o Teme pa3nmena
7 ITPAKTUYECKOE 3AHATHE Ne 16 no teme
paszzaena 7 «T B TypUCTUYECKOM Y TOCTUHUYHOM
OusHece.

[porpamma 1 C Otens»

BrimonaeHne npakTHaecKoi paboThI

10

Hroro no xypcy

64

B TOM YHCJIC MHTEPAKTUBHOE O0yUeHHE™

60*
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4. YCJIOBUS PEAJIN3ALIMU TPOI'PAMMBI IUCHUTIJIMHBI

4.1. MarepuajibHO-TeXHUYeCKass 0a3a, HeoOXoauMMasi [JIsl OCYLIECTBJICHHS

06pa3OBaTeJ'leOFO nmpoumecca 1mo JMCIuIJInHe

Peanuzanus y4eOHON AMCIUIUIMHBI OCYIIECTBIISAETCS B CEIHATBLHO 000pYI0BAaHHOM

KaOuHeT MHPOPMALMOHHBIX TEXHOJIOTHI B Ipo(hecCHOHAIbHON AESITEIbHOCTH.

Ob6opynoBanue kaOuHeTa WH()POPMALMOHHBIX TEXHOJOTHH B TpodecCHoHAIbHOU

JOCATCIbHOCTHU.

no

10.
11.
12.

Croun npenomaBatesns

CTOaBI KOMIIBIOTEPHBIE

CroJibl yYeHUYECKHUE

Jocka aynuropHas

Crynesa

Kamro3u

Cranuuu paboune (60K, MOHUTOD, KJIIaBHATypa, MbIILIb)
WBII,

IIpoekTop

MoV

Cmunr cucrema

Y4ebHO-MeToInYECKUEe MaTEPHAIIBI:
PaGouue nporpaMmbl AUCIUILIIUH

@OoH/IBI OLIEHOYHBIX CPEJICTBO
MeTtonnyeckue pa3pabOTKU K 3aHATUIM
DNeKTPOHHbIE 00pa30BaTeNbHbIE PECypPChI
Harnsnueie mocobus

4.2. IlepeyeHb HEOOXOAMMOI0 IPOrPAMMHOI0 O0ecreYeHust

7-zip — apxuBaTop; (JTUIEH3Ms Ha aHrJ. http://www.7-zip.org/license.txt)
WINRAR Standart Licence (200-499)

Adobe Acrobat Reader — mpocmorpiuk PDF-daiiios; (mumen3us —
https://get.adobe.com/reader/?loc=ru&promoid=KLXME)

Adobe Flash Player — moaxmrouaemsiii Moayib Flash-anumaryu; (JureH3us —
https://get.adobe.com/reader/?loc=ru&promoid=KLXME)

Apache OpenOffice — oducHblii maker; (JTUICH3USI —
http://www.openoffice.org/license.html)

Google Chrome — Be0-0pay3ep; (JuieH3UT —
https://www.google.ru/chrome/browser/privacy/eula text.html)

Mozilla Firefox — Be6-0pay3ep._(aunensus — https://www.mozilla.org/en-
US/MPL/2.0/)

Microsoft Office 2003; (iuuensus - http://www.openoffice.org/license.html)
ABBY FineReader 9.0 Corporate Edition/ Oana umenHas nurensus Concurrent (mpu
3akase makera ot 100 nuieH3uit)

AHTHBUpYCHas IporpaMMa

PageMaker 7.0.2

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
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 ju1st yuera nocerurenei roctuHuisl «1 C Orenb»

15. Cnpasouno- mouckonas cucrtema <Koncynsranar mmoc» JJIOTOBOP Ne 2125 ot 02.07.2018
00 oxa3aHuM HH(HOPMAITMOHHBIX YCIYT
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5. MIEPEYEHb OCHOBHOM U JOMOJHUTEJBHON YYEBHON
JIATEPATYPBI, HEOBXOJUMOM JJ151 OCBOEHUSA JUCHUILINHBI
NH®OPMALIMOHHBIE TEXHOJIOI'MU

5.1. OcHoBHas IuTEpaTypa

1. Berutnes, A. M. MH(}opMaIimoHHO-KOMMYHHUKAIIMOHHBIE TEXHOJIOTUHU B TYpU3ME : y4eOHUK
s cpenmHero  npodeccuoHanbHOTO  oOpasoBanmsi /  A. M. Berutne, B. B. Kopanenko,
B. B. KoBanenko. — 2-e u3a., ucnp. u jgorn. — Mocksa : U3narensctBo HOpaiit, 2022. — 340 ¢. —
(ITpodeccuonanbroe obpazoBanue). — ISBN 978-5-534-08219-7. — Tekcr : »neKTpoHHBIH //
OopazoBarenbHas wiathopma IOpaiit [caiit]. — URL: https://urait.ru/bcode/492330

2. TaBpuioB, M. B. Nudopmarrnka u nH(OPMAIIMOHHBIE TEXHOJIOTUH : YUEOHHUK Ui CPEIHETO

npodeccuonanbHoro obpazosanusi / M. B. I'aBpunos, B. A. KiiumoB. — 4-e u3a., nepepad. u
nom. —  MockBa: WMsmarenbctBo  IOpaiit, 2022. — 383c.—  (IIpodeccmonansHoe
obOpazoBanme). — ISBN 978-5-534-03051-8. — Tek I'aBpmmoB, M. B. HWudopmatnka wu

MH(POPMAITMOHHBIE TEXHOJIOTHH : Y4eOHUK JJIs1 CpeHero npodecCHoHaIbHOTO 00pa3oBanus / M. B.
lNaBpunos, B. A. KimumoB. — 5-¢ u3g., mepepad. u gomn. — Mocksa : U3gatensctBo FOpaiit, 2023.
— 355 ¢. — (IIpodeccuonanbroe obOpazoBanue). — ISBN 978-5-534-15930-1. — Tekcer
ANEKTPOHHBIN /! OO6pazoBaTenpHas matgopma Opaiit [caiiT]. — URL:
https://urait.ru/bcode/510331

3. ToxGepr, I C. UndopmanmoHHble TEXHOJOTHH : YUYEOHHK Ui CTYACHTOB YUPEKIACHUH
cpennero npodeccuonanbHoro oopasosanus / I'. C. ['ox6epr, A. B. 3adueBckuii, A. A. KopoTkuH.
- 4-¢ m3x., mepepad. - MockBa : Akamemus, 2021. - 272 c. - (IlpodeccnonanpHoe 0Opa3oOBaHHE.
TOII-50). - bubauorp.: c. 268. - ISBN 978-5-4468-9422. - TekcT : HENOCPEACTBEHHBIIH.

4. Kympusuos, 1. B. Hudopmanuonnoe obecrneueHrne MpoPecCHOHATBHONW ACSITCIBHOCTH :
Y4eOHHMK M MPAKTHUKYyM IS cpeaHero mpodeccnoHanbHoro odpazosanus / JI. B. Kynpusnos. —
Mocksa : U3marensctBo FOpaiit, 2023. — 255 ¢. — (IIpodeccuonanbroe oopa3oBanue). — ISBN
978-5-534-00973-6. — Tekct : anekTpoHHbI // OOpa3oBatenbHas mwiardopma FOpaitt [caiit]. —
URL: https://urait.ru/bcode/512863

5. [IIpoxopckuii, I'. B., MadopmaTtrika 1 WHPOPMAIMOHHBIE TEXHOJIOTHU B MPOGECCHOHATBHOM
nesTenbHOCTH : yueOHoe mocobue / I'. B. Tlpoxopckuii. — Mocksa : KnoPyc, 2023. — 271 ¢. —
ISBN 978-5-406-11333-2. — URL.: https://book.ru/book/948626 . — TeKcT : 311€eKTPOHHBII.

6. Cogeros, b. fI. UndopmannoHHble TEXHOIOTHH : YUEOHUK IS CPEHETO MPO(hecCHOHATBEHOTO
obpazoBanus / b. 5. Cosero, B. B. llexanoBckuii. — 7-e u3a., nepepad. u gom. — Mocksa :
WznatensctBo FOpaiit, 2023. — 327 ¢. — (IlpodeccuonansHoe obpazoBanue). — ISBN 978-5-
534-06399-8. — Tekcr : anexTpoHHslii / Obpa3zoBatenbHas miatgopma FOpaiit [caiit]. — URL:
https://urait.ru/bcode/511557

5.2. lonostHUTEIBHAS JIUTEPATYPA

8. MHWudopmarnuonusie TexHosoruv B 2 T. Tom 1 : yueOHUK A cpeHEero mpogeccHoHaIbHOIO
oOpazoBanus / B. B. Tpodumos, O. I1. Unbuna, B. U. Kuses, E. B. TpopumoBsa ; noa penakiuei
B. B. TpopumoBa. — Mocksa : M3narensctBo FOpaiit, 2023. — 238 ¢. — (IIpodeccuonansHoe
oOpazoBanue). — ISBN 978-5-534-03964-1. — Tekct : »nekTpoHHbIH // OOpa3oBarenbHas
iatopma FOpaiit [caiit]. — URL: https://urait.ru/bcode/512088

9. MHudopmarnmonusie TexHoaoruu B 2 T. Tom 2 : yueOHUK A CpeaHEero mpogeccuoHaIbHOTO
obpazoBanus / B. B. Tpodgumos, O. I1. Unsuna, B. U. Kuses, E. B. Tpodumona ; nox penakiueit
B. B. TpopumoBa. — Mocksa : M3natensctBo FOpaiit, 2023. — 390 c¢. — (IIpodeccronansHoe
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obpazoBanme). — ISBN 978-5-534-03966-5. — Tekcr : snmekrponssiii // OOpa3oBaTesibHAS
wiardopma FOpaiit [caitr]. — URL.: https://urait.ru/bcode/512089

10. MudopmaniMoOHHbIE TEXHOJOTHM B MAapKETHHIe : Yy4eOHUK M MPAKTUKYM JUIS CpPEIHErO
npodeccuonansHoro obpazosanusi / C. B. KapmoBa [u ap.] ; mox oOmeir penakumeir C. B.
KapnoBoit. — MockBa : WzmarensctBo IOpaiit, 2023. — 367 c. — (IIpodeccuonansroe
obOpazoBanme). — ISBN 978-5-9916-9115-4. — Tekct : snexTpoHHbIH // OOpa3oBarenbHas
wiatgopma FOpaiir [caiit]. — URL: https://urait.ru/bcode/513792

11. WudopmanlMOHHBIE TEXHOJOTHH B MEHEDKMEHTE : YYEOHHK M MPAKTHKYM Uil CPEIHErO
npodeccroHanbHOro 0oo6pazopanus / E. B. Maiioposa [u 1p.] ; moa penaknueit E. B. MaitopoBoii.
— Mocksa : U3marensctBo FOpaiit, 2023. — 368 ¢. — (IIpodeccuonansHoe oOpa3oBaHuEe). —
ISBN 978-5-9916-9005-8. — Tekcr : snekrponHsiii / ObpasoBarenbHas tmiardgopma FOpait
[caiiT]. — URL.: https://urait.ru/bcode/513739

12. HerecoBa, O. 0. HWH}opManmoHHBIE TEXHOJOTUM B SKOHOMHKE : ydeOHOe mocobue s
cpennero mnpodeccuoHanbHoro obpaszoBanus / O. KO. HerecoBa. — 4-¢ u3n., ucnp. u jaom. —
Mockga : UsnmatenscrBo FOpaiit, 2023. — 178 ¢. — (IIpodeccronansroe odpazoanue). — ISBN
978-5-534-16465-7. — Tekcr : anektpoHHbIi // OOpazoBarenbHas miardopma KOpait [caiit]. —
URL: https://urait.ru/bcode/531124

13. ®wmmonoBa, E. B., UHpopManmoHHbIe TEXHOJOTHH B TPOPECCHOHATHHON NEATETBHOCTH :
yueOnuk / E. B. ®mmmonoBa. — Mocksa : KnoPyc, 2022. — 482 ¢. — ISBN 978-5-406-09401-3.
— URL: https://book.ru/book/943089 . — TekcT : 3MeKTPOHHBI.

5.3 Ilepuoanueckue U3IaHUs

OtkpsiThie cuctembl.- URL: http://biblioclub.ru/index.php?page=journal&jid=436083
Nudopmaruka B mkose .- URL: http://dlib.eastview.com/browse/publication/18988
[TporpammHubie TpOyKThI B cucTembl.- URL:
ttp://dlib.eastview.com/browse/publication/64086

Hudopmaruka u obpaszosanue.- URL: http://dlib.eastview.com/browse/publication/18946
Cucremnsiii agmuauctparop.- URL: http://dlib.eastview.com/browse/publication/66751
Computerword Poccusi.- URL: http://dlib.eastview.com/browse/publication/64081

Mup I1K.- URL: http://dlib.eastview.com/browse/publication/64067
HNudopmanmonno-ympasistomue cucrembl.- URL:
http://dlib.eastview.com/browse/publication/71235

9. XKypnan cereBbix pemenuit LAN.- URL:
http://dlib.eastview.com/browse/publication/64078

10. Hudopmaruka u obpasosanue.- URL: http://dlib.eastview.com/browse/publication/18946
11.  Windows IT Pro/ Re.- URL: http://biblioclub.ru/index.php?page=journal&jid=138741

NG~ ZTWONOE

5.4 Ilepeyenbp pecypcoB HH(POPMALNMOHHO-TEJIEKOMMYHUKAIMOHHOH ceTH «HHTepHET»,
He00XOAMMBIX /151 OCBOCHHS M CUMILIHHbBI

1 OBC «Yuuepcurerckas ouomrnoreka ONLINE»: caiir. — URL: http://biblioclub.ru
2 OBC UsnparenscrBa «Jlaub»: caiit. — URL: http://e.lanbook.com

3 OBC «IOpaiit»: caiit. — URL: https://urait.ru/

4. OBC «BOOK.ru»: caiit. — URL: https://www.book.ru

5. OBC «ZNANIUM.COM»: caiit. — URL: https://www.znanium.com
6

7

8

h

Bassl nauasix komnaunu «Mct Bero»: caitit . — URL: http://dlib.eastview.com
Hayunas snextponnas oudiamnoreka «eLabrary.rux: caiir. — URL: http://elibrary.ru/

. OnexkrpoHHass Oubnuoreka "WM3nmatenbckoro goma  "I'pebGennHukoB". - URL:
ttp://www.grebennikon.ru/
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9. Yuauepcurerckas uHpopmanuonnas cuctema POCCUSA (YUC Poccus). - URL:
http://uisrussia.msu.ru/

10. "Jlektopuym TB" - Bupeonekuuu  Begyummux — JekropoB  Poccun. - URL:
http://www.lektorium.tv/
11.  ba3za y4eOHBIX IUIAHOB, Y4eOHO-METOJNYECKUX KOMILJIEKCOB, MyOMUKaMil U KoH(pepeHuui

Ky6I'Y. - URL: http://docspace.kubsu.ru/
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6. METOANYECKHUE YKA3AHUSA JISA OBYUYAIOIIIUXCA
IO OCBOEHUIO JNCHUIIJIMHBI « TH®POPMALIMOHHO-
KOMMYHUKAIIMOHHBIE TEXHOJIOI'MA B TYPU3ME U
I'OCTEIIPUMMCTBE»

VYyamuecs s TMOJHOLIGHHOTO OCBOEHHUSI y4eOHOro Kypca MJOJKHBI COCTaBIISThH
KOHCIIEKTHI KaK IpHU MPOCIYIIMBAHUU €r0 TEOPETHUUECKOH (JIEKIIMOHHOW) YacTH, TaK U MpHU
MOJATrOTOBKE K MPAaKTUYECKUM (CEMHHAPCKUM) 3aHATHAM. JKenareabHO, YTOObl KOHCIEKTHI
JEKUMN U CEMUHAPOB 3allMCHIBAJIMCH B JIOTMUECKOM MOCIIEA0BATEIbHOCTH U3yUeHUs Kypca U
COZIEpKaIKCh B OTHOM TeTpaau. 1o obecnednT OoJiee MOJHYI0 MOJArOTOBKY KaK K TEKYLIUM
Y4EOHBIM 3aHSATUSM, TAK U CECCHOHHOMY KOHTPOJIIO 3HAHUH.

CamocrosaTenpHass paboTa yuaniuxcsi sBIsieTCs BaxkHeimed ¢opmoit yueOHo-
MO3HABaTENBHOTO Mpotecca. Llenb 3aganuii 11 caMoCTOATEIbHOM pabOThl — 3aKpENuTh U
paclIMpuTh 3HAHUS, YMEHMs, HaBbIKM, NPUOOPETEHHbIE B pe3yjibTaTe HU3yYEHUS
JUCLUIUIMHBI; OBJaJE€Th YMEHHUEM MCIOJIb30BaTh IMOJYYEHHbIE 3HAHHUS B MPAKTHUYECKOU
paboTe; MONyYUTh MEPBUYHBIC HABBIKK MPO(ECCHOHATIBHOMN JesITeIbHOCTH.

Hauanom opranuszanuu jr000i caMOCTOSTENbHONW pabOThl JOIKHO OBITH MPUBUTHE
HaBBIKOB ¥ YMEHHI IPaMOTHON pabOTHI ¢ Y4eOHOM M HAYYHOU JUTEpaTypol. DTOT mpoIece,
B TMEpPBYIO Ouepellb, CBSI3aH C HAXOXKJICHUEM HEOOXOAUMOM MAJisi YCHEIIHOro OBJIAJICHUs
y4eOHBIM MaTepUalioM JIMTEpPaTypold. Yuamuiicss MOKeH H3Y4YHTh CIHUCOK HOPMAaTHUBHO-
MpPaBOBBIX AKTOB M DJKOHOMUYECKOW JIUTEpaTyphl, pEKOMEHAYyeMbIii 1o Yy4yeOHOU
IUCHUIUIMHE;  YMETh  MoJib3oBaThcs  (oHaamMu  OUONIMOTEK W CIPABOYHO-
oubamorpadUUeCKUMH U3TaHUSIMH.

3ajaHus i1 CaMOCTOSITENbHOW pPaOOThI BBIMOJHSAIOTCS B MHUCHMEHHOM BHUJE BO
BHEayIUTOpHOE Bpems. PaboTa JOKHA HOCUTH TBOPYECKUU XapakTep, NMpU €€ OICHKE
npernojaBaTesib B MEPBYIO OYepeab OLIEHHBaeT OOOCHOBAHHOCTh M OPUTMHAIBHOCTH
BbIBOJIOB. B muchMeHHOUW paboTe mo Teme 3aJaHus ydalluics [OJDKEH TMOJHO U
BCECTOPOHHE PACCMOTPETh BCE ACTIEKThI TEMBI, YETKO C(HOPMYIHPOBATH U apTyMEHTHPOBAThH
CBOIO TO3UIMIO IO HCCIEAyeMbIM BoOIpocaM. BpIOOp KOHKpPETHOro 3aJaHus JUIst
CaMOCTOSITEIbHONW pabOThl MPOBOIUT MPENOAaBaTelb, BEAYLUIUN MPAKTUYECKUE 3aHSATUS B
COOTBETCTBUH C MIEPEYHEM, YKA3aHHBIM B IJIAHAX MPAKTUYECKUX 3AHITUH.

OOyyeHne CTYACHTOB OCYIIECTBIIAECTCS MO TPATUIMOHHONW TEXHOJOTHH (JIEKIUH,
MPAKTUKHN) C BKIIFOYEHUEM MHHOBALIMOHHBIX 3JIEMEHTOB.

C TOuykM 3peHUusi HUCMOJb3YEMBIX METOJOB JEKIHMH MOAPA3ACIAIOTCSA CIETYIOIUM
o0Opa3oM: HH(GOPMAIIMOHHO-00BSICHUTENIbHAS JISKIIHsI, TIOBECTBOBATENbHAs, JIEKIUs-0ecena,
poOJIeMHast IEKIUS U T. 1.

YcTHOE M3NOXKeHHEe Yy4yeOHOTro mMaTepuala Ha JICKIIUU JTOJKHO KOHCIEKTHPOBATHCS.
Cnymarh JIEKIUI0 HY)KHO YMETh — MOJJIEP)KUBATh CBOE BHUMAaHUE, MOHATh U 3alIOMHUTH
YCIIBIIIAHHOE, YJIOBUTH May3bl. B mporecce U30KeHUs MpenojaBaTeiaeM JEKIUN CTYACHT
JIOJDKEH BBLIICHUTH BCE HEMOHSTHBIE BOIIPOCHL. 3allMCHIBAaTh COAECPKAHUE JIEKLIUU HYNKHO
00513aTEeJIbHO — 3alKCH [TOMOTaI0T MOJIEP)KUBATh BHUMaHUE, CIOCOOCTBYIOT OHUMAHUIO U
3alIOMUHAHUIO YCIBIIIAHHOIO, IPUBOJUT 3HAHUE B CUCTEMY, CIIy’KaT OIOPOH JUIs Iepexoaa
K OoJee TiTyO0KOMY CaMOCTOSITEIbHOMY M3YUYEHUIO MPEIMETA.

Mertonueckrue peKOMEH AU 110 KOHCIIEKTUPOBAHUIO JICKLIUM:

— 3aIUCh JOJDKHA OBITh CHCTEMHOM, MPEICTaBIATH COOOI COKpaIl€HHBIA BapUaHT

nekiuu  mpenopaBarens. HeoOxogumo — ciaymarh, OOAyMBbIBaTH M 3alMCHIBATh
OJHOBPEMEHHO;
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— 3amuch BENETCS OYeHb OBICTPO, UETKO, MO BO3MOXXHOCTH KOPOTKHUMH
BBIPAKCHUSAMU;

— HE TpeKpalas CIymaTh MpernoaBaTess, Hy>KHO 3alUChIBATh TO, YTO HEOOXOIUMO
ycBouTh. Henb3s 3anuchiBaTh Cpasy ke BBHICKA3aHHYIO MBICTB MPETOAaBaTeNs, CIeayeT eé
MOHATH W TOCJIE 3TOTO KPaTKO 3alHcaTh CBOMMH CJIOBAMH WIIM CIIOBaMH IPETIO/IaBaTEIsl.
BaxxHo, uT0oOBI B HEil He ObLII HOTEPSIH OCHOBHOM CMBICI CKa3aHHOTO;

—MMEHa, AaThl, HA3BaHWUs, BBIBOBI, OMPEICIICHUS 3aICHIBAIOTCS TOYHO;

—cJeayeT oOpaTUTh BHUMaHHE€ Ha OQOpPMIICHHME 3amucH JeKuuu. g Kaxaoro
mpeaMeTa 3aBoAuTCs o0mmiast TeTpaab. OTIMYHBIM OT OCTAITBHOTO IBETA CIEAYET BBIACIATH
OTHCNbHBICE MBICIH W 3aroJIOBKHM, COKpallaTh OTACIbHBIC CIIOBA W MPEUIOKEHUS,
WCTIOJIh30BaTh YCIIOBHBIE 3HAKH, OYKBBI JATHHCKOTO W TPEUECKOro an(aBHTOB, a TaKXke
HEKOTOPBIE MPUEMBI CTEHOTPAPUUECKOTO COKPAIICHHUS CIIOB.

[Ipaktuyeckue 3aHATHS 1O AWcHHIUIAHE <« HPOPMAIMOHHBIE TEXHOJIOTHNY
MIPOBOJISATCSI B OCHOBHOM TIO CXEMeE:

-YyCTHBIH ONpOC IO TEOPUH B Hadane 3aHATUS (O0OCYKICHHWE TEOPEeTUYCCKUX
MPOOJIEMHBIX BOIIPOCOB IO TEME);

-paboTa B rpymnmnax mo pa3peuieHHI0 pa3INdHbIX CUTYaIHid 10 TEME 3aHSITHS,

-pelieHre MPaKTHYECKHUX 3a]1a4 WHIUBUYJIbHO;

-TMIOJIBEJICHNE UTOTOB 3aHATHUS (MK peduiekcus);

-UHAWBHUyaJIbHbIE 3aJaHUsl JUIS TOATOTOBKM K CJEAYIOUIUM TMPAKTUYECKUM
3aHSTHSIM.

Llenp mpakTUYECKOTO 3aHSATUSI - HAYYUTh CTYACHTOB IPUMEHSTh TEOPETUYECKUE
3HAHUS MPU PELICHUU MPAKTUUYECKUX 3a/1a4 Ha OCHOBE peabHbIX JIaHHBIX.

Ha nmpakTuueckux 3aHSITHIX MPeo0IaialoT CAeAyOUUE METOIBI:

-BepOasibHBIC (TTpeobIagaroIuM METOIOM JOJIKHO OBITh OOBSICHEHNUE);

-IpakTHYecKkue (MMCbMEHHBIE 3/1aHUs, TPYIOBbIC 33JaHUS U T. 11.).

BaxxHbIM [UIsl CTyZieHTa ABJISETCS YMEHHUE paIlMOHAJIbHO MOAOUMpaTh HEOOXOAUMYIO
y4eOHy10 nmureparypy. OCHOBHBIMH JIUTEPATYPHBIMU UCTOUYHUKAMU SIBJISIOTCSI:

— oubnuoteuynsie Gounapl punuana Kyol'Y B r. ['enenmkuke;

— 3JIEKTPOHHAsI OMOIMOTEUHAs cucTeMa « Y HUBEpCUTETCKasi OMOIMOTeKa OHJIaliHy;

— 3JIeKTpOHHas OnbnuoTeunas cucreMa M3narenscrBa «JlaHby.

[Touck xHUT B OMOIMOTEKE HEOOXOJUMO HAYMHATH C H3YYEHHUS MPEIMETHOTO
Karajora W CO3JIaHus CIMCKAa KHHUT, TOCOOWI, METOAMYEeCKHX MAaTepHhalioB IO TeMe
W3YyYCHHUS.

[IpocMOTp KHHTM Ha4YMHAETCA C TUTYJIBHOTO JIMCTA, CIEAYIOUIETO TOCTE OOJIOKKH.
Ha ném 00bI4HO OMEIAl0TCs BCE OCHOBHBIE JIAHHBIC, XapaKTepU3YIOIIUe KHUTY: Ha3BaHHE,
aBTOp, BBIXOJHBIC JAHHBIC, TAHHBIC O Mepeu3gaHuu u T.4. Ha oGopoTe TUTYIBHOTO JHCTa
naéTcsi aHHOTAIMS, B KOTOPOW YKa3bIBa€TCS TEMAaTHKa BOIPOCOB, OCBEIIEHHBIX B KHHTE,
ONpEIENIIETCs] KPYr YMTATENIel, Ha KOTOPbId OHA paccuuTaHa. boJyiblioe 3HaYCHUE HUMEET
MPEeNUCIOBUE KHUTH, KOTOPOE 3HAKOMHUT YMTATeNsl C JIMYHOCTBIO aBTOpa, HCTOpUEH
CO3/IaHUS KHUTHU, PACKPBIBAET COJIEpPIKaHHUE.

[IpounTaB npemucioBHe W TOIYyYUB OOINee MpEACTaBIEeHHE O KHHIre, CIeAyeT
oOparuthcs K ornapieHuro. OriiaBiieHue KHUTH 3HAKOMHUT 00y4aeMoro C COJIep)KaHHEeM U
JIOTHYECKOM CTPYKTYpOI KHHTH, TIO3BOJISIET BEIOPATh HY>KHBIM MaTepual Ui u3ydenus. 1'on
W3JIaHUST KHUTU TIO3BOJIAET CYAWTh O HOBH3HE MaTepuana. B KHuUre MOryT OBITh
MPUMEYaHusl, KOTOPBIE COJCPKAT PAIMUHBIC TOTIOTHUTENbHbBIE cBeAcHMs. OHM IeYaTaroTCs
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BHE OCHOBHOTO TEKCTa M Pa3bsSICHAIOT OTIENbHBIE BOMPOCHL. [IpenmerHpie u andaBuTHBIC
yKa3aTeJId 3HAYUTENBHO OOJIErdaroT IOBTOPEHHME H3JI0KEHHOIO B KHMre Martepuana. B
KOHIIE KHHTHM MOXET pacroiaraTbCsl BCIIOMOTraTeNnbHBI MaTepuan. K Hemy 0ObIdHO
OTHOCSTCS WHCTPYKIMH, TPUJIOKECHHUS, CXEMBI, CHUTYaI[MOHHBIC 3a7add, BOIPOCHI IS
CaMOKOHTPOJIS U T.[.

JUIs Jydinero HpencTaBICHUS W 3allOMHUHAHUS MaTepualia LEeIecoO0pa3HO BECTH
3alHUCH U KOHCIEKTHI Pa3INYHOrO COACPKAHUS, 2 UMEHHO:

— TIOMETKH, 3aMEUYaHusl, BBIICTICHHUE TJIABHOTO;

— TUTaH, TE3UCHI, BHIITUCKH, ITUTATHL;
— KOHCIIEKT, paboyas 3anuch, pedepar, 1oKIad, JSKIUsI U T.1.

Uutate y4eOHUK HEOOXOAMMO BIYMYMBO, BHHUMATEIHLHO, HE MPOIyCKas TEKCTa,
CTapasich MOHSTh KKIyI (Ppa3y, OJHOBPEMEHHO pa3dupas MPUMEPHI, CXEMBbI, TAOIHIIbI,
PUCYHKH, IPUBEAEHHBIC B YUEOHUKE.

OnHuM U3 BaXKHEHIINX CPEACTB, CIIOCOOCTBYIONIUX 3aKPETUICHUIO 3HAHUM, SBIISETCS
KpaTKasl 3aliCh MPOYUTAHHOTO MaTepHalia — COCTABJICHHE KOHCIEKTa. KoHCmekT — 3To
KpaTKO€ CBSI3HOE U3JIOKEHUE COJepKaHUs TeMbl, Y4YyeOHMKAa WM €ro uactu, 0e3
MOAPOOHOCTEN M BTOPOCTENECHHBIX JeTaneil. [Io cBoeil CTpyKType U MOCIeA0BATEIBHOCTH
KOHCIIEKT JOJKEH COOTBETCTBOBATH IJIaHy yueOHHMKA. [103TOMY BakHO CHayaia COCTaBHUTh
MJaH, a MOTOM THCaTh KOHCIIEKT B BHUJAE OTBeTa Ha BOMpochl IutaHa. Ecnu yueOHUK
pasnenéH Ha HeOOJIbIIME O3arjlaBICHHbIE YacTH, TO 3ar0JIOBKM MOYKHO pacCMaTpuBaTh Kak
MyHKTHl TUIAaHA, a M3 TEKCTa KaXIOW dYacTH CIIeIyeT 3amucarh T€ MbBICIH, KOTOpHIE
PaCKpBIBAIOT CMBICTT 3ar0JI0BKa.

TpeGoBaHMs K KOHCIICKTY:

— KpaTKOCTh, CIKATOCTh, 11EJIECO00PA3HOCTh KAXKIOTO 3aMMChIBAEMOT0O CIIOBA;

— COJEpXKaTeJbHOCTh 3allMCU- 3alUChIBa€Mble MBICTU clieAyeT (OopMyJIUpOBaTh
KpaTKo, HO 0e3 ymiep6a a1 cmbicia. O0bEM KOHCIIEKTa, KaK MPaBUIIO, MEHBIIE U3y4aeMOro
TekcTa B 7-15 pas;

—KOHCIIEKTMOXKET OBbITh, KaK MPOCTBIM, TaK U CIOXKHBIM MO CTPYKTYPE — 3TO 3aBUCHUT
OT COZIEpKAHMS KHUTH U 1IeTU €€ U3yUeHUsl.

MeTtoaudeckue PCKOMCHIAONH 110 KOHCIICKTUPOBAHUIO!
— IIPCXKIAC YCM HaA4dTb COCTABJIATH KOHCIICKT, HY>XHO O3HAKOMHTBLCA C KHHFOfI,

MIPOYUTATH €€ CHAYaJIa /10 KOHIA, TOHATh IPOUYNTAHHOE;

— Ha OOJIOXKKE TeTpaJy 3alUCHIBAIOTCA Ha3BAaHUE KOHCIEKTUPYEMON KHUTH U MM
aBTOpa, COCTABJISIETCS IJIaH KOHCIIEKTUPYEMOIO TECTA;

— 3alldCH Jy4lle JaelaTh NpPH MPOYTEHHWHM HE OJHOro-IBYyX ab3aimeB, a IIeJIoro
naparpada WIH IJ1aBbl;

— KOHCIIEKTUPOBAaHUE BEAETCS HE C LIEIbI0O UMETh OINpPEAENEHHBIM 3alucu, a IS
Oosiee TIOJIHOTO OBJIAZICHUS COAEPKAHUEM M3Yy4aeMOIro TEKCTa, MO3TOMY B 3alHCsIX
OTMEYAeTCsl U BBIJCINSAETCS BCE TO HOBOE, HHTEPECHOE U HY>KHOE, 4TO OCOOEHHO MPHBIIEKIIO
BHUMAaHUE;

— MOclie TOTO, Kak CJejlaHa 3alluch COJAep)KaHWs mnaparpada, riaBbl, CIeayeT
nepeynTarb e€, 3aTeM CHOBa OOpamaThCsi K TEKCTy M MPOBEPHUTH ceOs, MPAaBHIBHO JIH
U3JI0’KEHO COJEpIKaHNUE.

TexHrka KOHCIIEKTUPOBAHMUSL:
— KOHCIIEKTUPYS KHUTY O0JbIIoro 00bEMa, 3ammch CiIeayeT BeCTH B 001IeH TeTpaay;
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— HAa KaXJIOM CTPAaHHUIE CJIEBAa OCTABJIAIOT NOJA IMPHUHOW 25-30 MM Ui 3amucu
KOPOTKHUX IIO/13ar0JI0BKOB, KPaTKUX 3aMEYaHMM, BOIIPOCOB;

— Ka)KJ1asl CTaHMIIA TETPAIU HyMEpyeTcs;

— JUIA TIOBBIIIEHUS] YUTAEMOCTH 3alMCH OCTAaBIISIOT MHTEPBAIBI MEXIY CTPOKAMH,
ab3a1iaMu, HOBYIO MbIC/Ib HAUMHAIOT C «KPACHOM» CTPOKH;

— TpHU KOHCIIEKTUPOBAaHWH IIMPOKO HCIOJIB3YIOT PpA3JIUYHBIC COKpAIlCHUS U
YCIIOBHBIE 3HAaKM, HO HE B ylepO CMbICIy 3amucaHHOro. PexomeHnyeTcsi NpUMEHSTH
o01IeyoTpeOUTENbHBIE COKpallleHusl, Hampumep: M.0. — MoOXeT ObITb;, TroC. —
rOCyAapCTBEHHBIH; 1.0. — JOHKHO OBITh U T.J.

— HE CJeAyeT COKpalaTh MMEHA U Ha3BaHUS, KPOME OYEHb YaCTO MOBTOPSIOIINXCS;

— B KOHCHEKTE HE€ JOJIKHO OBITh MEXaHMYECKOro IMepernuchbiBaHUsl TeKcTa 0e3
MIPOIYMBIBAHHUSI €70 COJIEPKAHUS U CMBICIOBOTO aHAJIN3A.

Jns Hanucanus pedepara HEoOXOOMMO BBIOpaTh TeMy, COIVIAacOBaTh €€ C
nmpernogaBareyaeM, Momo0paTh HECKOJBKO HMCTOYHHUKOB 10 TEME, BBITOJHUTH aHAIN3
WUCTOYHUKOB TIO PEIICHUIO MpOOJIeMbl, OOOCHOBAaTh CBOIO TOYKY 3pEHHUS Ha pEIICHHE
POOIEMBI.
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7. OHUEHOYHBIE CPEACTBA J1Jis1 KOHTPOJISA YCIIEBAEMOCTH

7.1. IlaciopT (poHAA OLIEHOYHBIX CPEACTB

n/m

KonTtpomupyembie pa3aenbl (TeMbl) TUCITUTLTAHEI

Kon xonTponupyemoii
KOMITETEHIINT
(nm ee yacTH)

HanmenoBaHue oieHOYHOr O

cpenctea

WNudopmanms, nHPOpMAITHOHHBIE
TEXHOJIOTUH ¥ MHPOPMAITMOHHBIE CHCTEMBI

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

VYerHslii onpoc

O06paboTka TeKCTOBOW MHpOpMauu B MS
Word

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

[MpakTryeckas padbora

O6paboTka yncioBoil uHpopmanyu B MS
Excel

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

[pakTrueckast pabora

Coznanwne npe3entanuii B MS PowerPoint

OK 1, OK2, OK3,
OK4, OKS5, OK6, OK7,
OKS8, OK9, IIK 1.1,
MK 1.2, [IK 1.3, I[IK
23,1IK2.4,1IK 2.5,
11K 3.3

[IpaxTrdeckas pabota

MynbTUMEANITHBIE TEXHOJIOTUH

OK 1, OK2, OK3,
OK4, OKS5, OK6, OK7,
OKS8, OK9, IIK 1.1,
MK 1.2, IIK 1.3, TIK
2.3, 11K 2.4, 1IK 2.5,
K 3.3

[IpaxTtuueckas pabota

OcHoBbI HTHYOPMAITMOHHON 1
KOMITbIOTEPHOU O€301MacHOCTH

OK 1, OK2, OK3,
OK4, OKS5, OK6, OK7,
OKS8, OK9, IIK 1.1,
MK 1.2, IIK 1.3, TIK
23,1IK2.4,1IK 2.5,
K 3.3

[IpaxTrueckas pabota

7.2. Kpurepun oleHKH 3HAHUI

KOHTpOHB H OLOCHKa pe3yJIbTaTOB OCBOCHHUA OHUCHUILINHBI

OCYILIECTBIISIETCS

MpernoaBaTeieM B Ipollecce MPOBEASHUS MPAKTHUECKUX 3aHSATUH, TaOOpaTOPHBIX padoT,
TECTUPOBAHMSI, @ TAKXKE BBITIOIHEHUSI 00YYAIONUMUCS UHIUBUYATBHBIX CAMOCTOSITEIIbHBIX
3aJaHnN.

Pedepat. IIpoaykT caMoCTOSTENBHON PabOTHI 00yYaromierocs, MpeacTaBIISIOIIHMA
co00i KpaTKoe M3JI0KEHHUE B MMCHEMEHHOM BHJIE TIOJYUYEHHBIX PE3YJIbTATOB TEOPETUUECKOTO
aHanmu3a ONpeACNICHHOM HayyHOUW (yueOHO-HMCCIeOBaTeNbCKOM) TEMbl, TA€ aBTOp
PacKpBIBa€T CyTh HCCIEAYEMOU MPOOJIEMBI, TPUBOIUT PANTUYHBIC TOYKU 3PECHUS, a TAKKE
coOcTBeHHbIe B3Il Ha Hee.Pedepar olneHuBaercs MO KOJWUYECTBY MPHUBJICUECHHBIX
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HMCTOYHUKOB, TJIyOMHE aHalu3a MpoOJeMbl, KadyeCcTBe O0OOCHOBAaHUSI aBTOPCKOW MO3UIIUH,
IJIyOMHE PaCKPBITUS TEMBI.

Tecrt. Cucrema cTaHIapTU3MPOBAHHBIX 3aJJaHUM, TO3BOJISIIOIIASL aBTOMAaTH3UPOBATH
MpOLIeAYPY U3MEPEHUs] YPOBHS 3HAHMM M yMeHUW oOyuaromerocs. TecT oleHMBaeTCs IO
KOJIMYECTBY IIPABUIIbHBIX OTBETOB (HEe MeHee 50%).

Kpurtepuu oneHku 3HaHMH 00y4al0MIUXCH B LEJIOM 10 AUCHHUIINHE:

«OTJIMYHO» - BBICTaBIsETCA OOydYarolemMycs, TIOKa3aBLUIEMy BCECTOPOHHHE,
CUCTEMaTU3UPOBAHHbIE, [NIyOOKHE 3HAaHUS YYeOHOW MporpaMMbl AUCHMIUIMHBI U YMEHHUE
YBEPEHHO MPUMEHATh UX HA MPAKTHUKE MPU PEIIEHWH KOHKPETHBIX 3ajjad, CBOOOJHOE U
MpaBUJIbHOE 000CHOBaHHUE MPUHATHIX PELLICHUH;

«XOpoIIO» - BBICTABIISIETCSl OOydYarouleMycs, €ClIM OH TBEpPJO 3HaeT MaTepual,
IPAMOTHO M MO CYLIECTBY H3JaraeT €ro, ymeeT MNPUMEHATh ITOJIyYCHHbIE 3HAHMUS Ha
IIPAKTHUKE, HO JIOITyCKAET B OTBETE WJIA B PEUICHUU 33]1a4 HEKOTOPbIE HETOYHOCTH;

«Y/OBJIETBOPUTEJIBHO» -  BBICTaBJIseTCS  OoOydyaromiemycs,  IOKa3aBIIEMY
(dbparMeHTapHbIid, pa3pO3HEHHBIM  XapakTep 3HaHWI, HEIOCTaTOYHO MpaBUJIbHBIC
dbopMynupoBKH 0a30BBIX TMOHATUN, HApYLIEHUS JOTMYECKOW IOCIEI0BAaTEIbHOCTH B
M3JI0KEHUU TPOrPaMMHOTO MaTepuana, HO MpPU 3TOM OH BJIAJIEET OCHOBHBIMH pa3/iellaMU
y4eOHOW IpOrpaMMbl, HEOOXOAUMBIMU JUISl ajdbHEHIIEro 0Oy4eHHUs] U MOXKET MPUMEHSTh
MOJIyYEeHHbIE 3HAHUS M0 00pa3ily B CTaHJAPTHOM CUTYallUu;

«HEYJ0BJIETBOPUTEJIbHO» - BBICTaBJISETCS OO0ydYaronemycsi, KOTOPbIH HE 3HaeT
00JIbIIIe YacTH OCHOBHOTO COJAEpKaHMsI y4eOHOW MpOrpaMMbl JUCIMIUIMHBI, JOMYCKAeT
rpyoble omuOKku B (OPMYJIUPOBKAX OCHOBHBIX MOHSATHUH  JUCHUIUIMHBL U HE YMEET
UCII0JIb30BATh MOJyYEHHbIC 3HAHUS [IPU PEIICHUH TUIOBBIX MMPAKTUUYECKUX 3aad.

7.3. OueHo4HbIe CpeICTBA /sl MPOBeieHUsl TeKYIIel aTTecTalun

Texyiuit KOHTPOJIb TPOBOAUTCA B (hopme:

- YCTHBIN Oonpoc

-IIUCbMEHHBIHN OIpOC

-TECTUPOBAHUE [0 TEOPETUUECKOMY MaTepHaly
-IpakTuyeckas padboTa

-3ammTa pedepara, scce

-3aM1Ta BBHITIOJHEHHOTO 33a1aHus,

®opma IIpakTryeckuit Jlnunple kauecTBa Tpivepst
aTTecTanuu 3nanms Ymewns OIBIT (BIazicHNe) | oOydaromerocs OICHOTHBIX
CpeNCTB
VcrHbIit KonTtpomns 3HaHMi OrneHKa yMeHUS O11eHKa HABBIKOB OreHka Kontponpabie
(MMCBPMEHHBIN) | TIO OTIpeIeIIEHHBIM pasnuyaTh paboTeI ¢ CIOCOOHOCTH BOIIPOCHI I10
orpoc mo | mpobiemam KOHKPETHBIE JUTEpaTYPHBIMH OIEPaTHBHO H TeMaM
TeMaM TIOHATHS WCTOYHUKAMHU Ka4eCTBEHHO MpUIIATaloTCs
OTBEUYaTh Ha
MIOCTaBJICHHBIE
BOITPOCHI
Pedepats Kontpons 3HaHMi OneHka yMeHUA Onenka HaBeIKOB | OreHKa Temsl
T10 OTIPE/ICNIEHHBIM | Pa3iyaTh pabotsl ¢ CIIOCOOHOCTH K pedepaTon
npobiiemam KOHKpETHBIE JUTEpaTyPHBIMH CaMOCTOSITENILHOW | MPUIIAraroTCs
TIOHSITHS WCTOYHUKAMHU paboTe n aHaIU3y
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JIUTEpaTypHBIX

HUCTOYHUKOB
IIpaktnyeckue | KoHTpomns 3HaHUA OrneHka yMeHus Onenka HaBeIKOB | Onenka Temsl pabot
(;rabopaTopHBI | TEOPETHYECKUX paborarts c pabotsI ¢ CIOCOOHOCTH MIpUIArarTCs
€) paboTsI OCHOB COBPEMEHHOU BBIUMCIIUTEIBHON | ONEpaTHBHO U
UH(OPMATUKH U KOMITBIOTEPHOM TEXHUKOM, KayeCTBEHHO
WHQOPMAIMOHHBIX | TEXHUKOH, MPUKIaIHBIMU pemaTb
TEXHOJIOT Ui, UCTIOJIb30BaTh MPOrpaMMHBIMU MOCTaBJICHHBIE HA
BO3MOKHOCTEH U BO3MOXHOCTH CpeacTBaMHU MPAKTUYECKUX
MIPUHIUIIOB BBIUHCITUTENBHOMN padotax 3amauu U
HCTIONb30BaHUs TEXHUKU U apryMeHTHPOBAaTh
COBpPEMEHHOU MPOrpaMMHOTO pe3yabTaThI
KOMITBIOTEPHOM obecnieueHust npu
TEXHHUKHU. pelIeHnH
MPaKTUYECKUX
3ajau.
TectupoBanue | KoHtpomns 3HaHUI OreHKa yMeHuUs Orenka HaBeIKOB | OrneHka Bonpocer
IO ONpe/IeIEHHbIM pasnuyarhb JIOTUYECKOT0 CIIOCOOHOCTH HpUIIararTCs
npobnemam KOHKpETHbIE aHaiuza u OIEePATUBHO U
TIOHSATHS CHHTE3a MpH KayeCTBEHHO
COIOCTaBJICHUU OTBEYaTh Ha
KOHKPETHBIX MOCTaBJICHHBIE
NOHSITUH BOIIPOCHI

IIpumepHbIe TECTOBBIE 32 aHUS:
1. B TekcToBOoM mporeccope Microsoft Word ocHOBHBIME ITapamMeTpamu MpH 3aIaHUH
napamMeTpoB ab3aria sSBISIOTCS:
A) rapuuTypa, pa3mep, HauepTaHuUE;
b) orcrym, unrepsan;
B) nons, opuenTanus;
I') ctunb, ma6oH.
2. MuHMMaTbHBIM 00BEKTOM B PACTPOBOM IpaUECKOM PEIAKTOPE SBIISETCS:
A) Touka 3KpaHa;
b) 00bekT (MpAMOYTOIBHUK, KPYT | JP.);
B) nanutpa 1iseros;
I') 3HakoMecTo (CUMBOI).
3. B tabmumanoMm mporeccope Microsoft Excel Beimenena rpynmna siueek F3:HS.
CKOJIBKO S'YeeK BXOJUT B ATy Ipynimy?

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

4. Jlns penakTUpoBaHUS HEBEPHO HAOPaHHBIX CUMBOJIOB MCTIONB3YIOTCS KJIABUIIIH:
A) [Backspace], [Delete], [Insert];
B) [Home], [End], [Insert];

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

I') [Shift], [Enter].
5. V Bac BO3HHKJIA HEOOXOAMMOCTh pa3MeEIIeHUs Ha BCEX CIIaif/Iax OJTHOTO U TOTO
’Ke DJIEMEHTA Ju3aiiHa. JTO JeNaeTCs:

A) B pexxuMe noka3a CJ1aiJ10B;

b) B 00bryHOM pexuMme;
B) B pexxume paboTsl ¢ oOpasnamu;
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I') Bce
6.

OTBCTHI BCPHHBI.
B TexcToBOM PEAAKTOPC MOKHO HCITIOJIB30BATh TOJIBKO OAWH H_IpI/I(l)T n IBC

KHOIIKM JUIsl YCTAHOBKU TaKMX 3 (EKTOB, KaK MOIYKUPHOE HAUEPTAHUE U KYPCHUB.
CKOJIBKO pa3IM4YHbIX HAYEPTAaHUM CUMBOJIOB MOKHO ITOJyYUTh?

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

IIpumepHbIe BONPOCHI JIs1 YCTHOTO ONPoca (KOHTPOJIbHBIX pador):

1.
2.

©CoN O

10
11.
12
13
14

Kaxue ¢pynkuuu BpimonanseT Tabauunbiii npoueccop WORD?
KaxoBa cTpykTypa 1mosib30BaTesIbckoro HHTepdeiica B TEKCTOBOM MPOLIECCOpe
WORD?

Kak nepexitouaercss aHrIMACKU U pycckuil mpudt?

Uro Takoe peJakTupOBaHHE TeKCTa?

Uro Takoe ¢popMaTupoBaHHe TeKcTa?

Jnis wero ucnonsiyercs «Mactep hopmyn»?

Kax n3ameHuTs pazmep co3aHHbIX MaTEMaTHYECKUX BbIPaKEHUN?
Kak co3nate Tabnuily ¢ 3aJaHHBIM KOJIMYECTBOM CTPOK U CTOJIOIOB?
Hasnauenue Tabnuunoro mporeccopa EXCEL?

Crpykrypa nonb3oBaTenbckoro uHTepdeiica EXCEL?

Kakwue Ttunsl nansabix ucnosib3ytorcs B EXCEL?

.Kaxk BBogarcsa texkcroBsle nanabie B EXCEL?
.Kak BBogsaTcs mudpossie nanasie B EXCEL?
.Kak nepecnats TaGnuuHbIi JOKYMEHT B HHIUBUIYyAIbHYIO TIATNIKY CTyJeHTa?

IIpuMepHbIe BOMPOCHI IJIs1 KOHTPOJISI CAMOCTOSITEIbLHOMH PadoThI:
1 .ITonsiTre MHGOPMAITIH, METOIBI TIOTYUYCHHUS HH(DOPMAITUH.
2.[lenenue Mozenei 1Mo croco0y MpeacTaBICHUSI.

3.BcraBka u hopmaTHpoBaHHE OOBEKTOB B Clai1axX.

4. CriocoOBbI CO3IaHUs COXPAaHCHHS MTPE3CHTALINH.

5.Co3nanue cnenuanbHbIX 3QPEeKTOB B MPE3CHTAIIHH.

6.00mue ceeaeHus o TabauaHOM mporieccope Excel.
7.06paboTKa TEKCTOBOM HH(pOPMAIUH.

8.006paboTka 4ncaoBOi UH(POpPMAIIHH.

9.06paboTka rpaduueckoit HGOPMAIIUH.

10.OcHOBBI HH(DOPMAIIMOHHON ¥ KOMITBIOTEPHON OE30MMaCHOCTH.

7.4. OueHo4HbIE CpeICTBA AJs MPOBeIeHUS MPOMEKYTOYHOMH aTTeCTAlNH

[IpomexyTouHas arrectanus

o JInunsle [Ipumepsnt

®dopma IIpakTryeckuit

3HaHuA YmeHus KadecTBa OLICHOYHBIX
aTrTecTann OTIBIT (BIIAJICTD)

o0ydaromerocss | cpeacTs

OK3aMeH Kontpons OneHka yMeHUA Or1ieHKa HaBBIKOB OrneHka Bomnpocsr:

3HaHWUA 0a30BBIX | MMOHUMATh JIOTUYECKOT0 CIOCOOHOCTH MpUIIararoTes

MOJIOXKEHHH B CIeIHATIbHYIO COTIOCTABJICHUS U TPaMOTHO U

obmactu TEPMHHOJIOTHIO XapaKTEPUCTUKH YETKO M3J1arath
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nH}pOpMaTHKH 00BEKTOB MaTepuall

OueHka yMeHHUst OneHka HaBbIKOB Ouenka 3agaun
pemarb TUIOBbIE JIOTUYECKOT0 CIIOCOOHOCTH MIpWIAraroTCst
3a/1a4y¥ B O0JIACTH | MBIIUICHUS MTPH TPaMOTHO U
pOoEeCCHOHANBHO | PEIICHUH 3a/1a4 B YETKO U3JIaraTh
W IesTebHOCTH o0JracTu XOJI pELICHUSI
npodeCCHOHANBHOM | 3a/1a4 B 00JIacTH
JIeSITEIbHOCTH poQeCcCHOHAN

HOH
NeSITENLHOCTH K
apryMEeHTHPOBa
Tb PE3YIbTATHI

7.4.1. IlpuMepHBIe BONPOCHI VISl IPOBEICHHUS NPOMEKYTOYHOM aTTecTallul

(3x3amen)

PoONE

o

©oN

22.
23.
24,
25.
26.
217.
28.
29.
30.
31.
32.
33.
34.

[TonsTHe nHPOpMaLK, METOIbI OJIyYEHUSI HTHPOPMALUH.

CaoiicTBa nH(popMauu, U3sMepeHne HHPopMaIiu.

[lepenaua nudopmanyu, THGOPMAITMOHHBIE KAHAIIBI.

Wcnonb3oBanue unpopmaiuu, 06padotka nudopmainu, GopMsl peACcTaBICHUS
nHpopMaluu.

OO6mras xapakTepucTHKa mpoiiecca coopa, nepenadu, 00paboTKH U HAKOTUICHUS
nHpopManuu. Bugbl sKoHOMHYECKOW HHPOPMAIIHH.

KomnioHeHTHI cucteMbl 00pabOTKH TaHHBIX (IKOHOMHUYECKON HHGOPMAIIHH ).
[lepBuunas nHdopmalys B 5KOHOMHUYECKON HHPOPMAIIMOHHOM crucTeME.
Co3znanmne, OTKPBITHE M COXpaHEHHE TOKyMeHTOB B Word.

ANTOPUTM, TOHATHE U OCHOBHBIE CBOMCTBA.

. BBog u pegaktupoBanue tekcra B Word.
11.
12.
13.
14,
15.
16.
17.
18.
19.
20.
21.

Jlenenne mMojieneit o crnocoOy mpeIcTaBICHUs.

dopmarupoBanue u ohopmiIeHHe JOKyMeHTOB B Word.

DTanbl U CPEeACTBA CO3IAHUS MPE3CHTALIUM.

BceraBka crnienmanbHbIX CUMBOJIOB B I0KyMeHT Word.

CrniocoObl co37jaHNsl COXpaHEHUs TIPE3EHTaLUH.

PenaxktupoBanue npeseHTanuu, padoTa co ciaiigaMmu.
dopmarupoBaHue CUMBOJIOB, ab3aleB, crpanul B Word.

Ta6muup! B tokymeHnTax Word.

BcraBka u ¢popmatupoBaHue 0ObEKTOB B claiiax.

Co3nanue cnenuanbHbIX 3((HEKTOB B MPE3EHTALUH.

ITpumenenue rpapuueckux >nemeHToB B Word. OOmiue cBeeHus 0 TablInYHOM
nponeccope Excel.

Excel neiictBus ¢ nuctamu paboyeil KHUTH.

BBon u penaktupoBanue naHHbix B Excel

BBon u penaktupoBanue naHHbix B Excel

dopmarupoBanue gaHHbIX B Excel.

CpencrBa aHann3a JaHHBIX B Tabnunax Excel.

AHanu3 JaHHBIX ¢ TOMOIIBIO AUArpaMM

Pabora ¢ Tabnuuamu gopmara crucok, cBoiHbIe Tabnuiel B Excel.
O06paboTka TekCTOBOI MH(POPMAIIH.

O6paboTka yrca0BOM HH(OPMAIMH TPOLIECCOPOM AIEKTPOHHBIX TaOIHII.
DJEeKTPOHHBIE MTPE3EHTAINH, CO3/JTaHUE TPE3EHTALUH.

O6paboTka rpapudeckoil uHpOpMAIHH.

KomnbroTepHbIe CripaBOYHbIE TPABOBbIE CUCTEMBI.

OcHOBBI HH(OPMAIIMOHHOHM U KOMITBIOTEPHOM 0€301acHOCTH.
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7.4.2. IllpuMepHbIe IK3aMeHALMOHHBIE 32124 HA IK3aMeH

1. B siaeiike Al pa3menieHo 3HaueHue mytu L, a B siueiike B1 3nauenue Bpemenu t. Kakas popmyna
JoJKHA OBITh BHECEHA B stueiiky Cl, Ui BBIUMCIIEHHS] CKOPOCTH V IPU paBHOMEPHOM JBH>KEHUH?
2. Hacrpoiika skpaHa u uHCcTpyMeHTapuss MS Word: - HaJlmune mosoc mpoKpPyTKH U CTPOKA
cTaryca, U3MEHEHHE MTaHEeIN HUHCTPYMEHTOB, HACTPOMKa SKpaHa, HaCTPOilka HHCTpYMEHTapus
Word, mobaBiieH1Ee KHOIIOK.

3. Co3nanue u nevaTh JOKyMEHTa ¢ Hadyana /1o koHra B Word, Hanedartats 4 ueTBepoCTHINbS, 1aTy
UIIPOCMOTPETH TEKCT, COXPAHUTh, BCTABUTh CUMBOJIBI B TJOKYMEHT BPEMSL.

4. PenaxtupoBanue tekcta B Word. 3arpysute tekct bacHio Kpsiinosa. Beiaenute nepssiii ad3arl,
MIEPEMECTUTE €ro HE OTIYCKasi JIEBYIO KHOINKY MBIIIKH, BEpHYTh Ha MecTo. KonupoBarh yacTh U
BECh TEKCT MpUMEHss Oy(dep ¢ MOMOIIbIO TOPIYNX KIIaBUIIL.

5. Uemy Oynert paBHo 3HadyeHue siueiiku Cl, ecau B Hee BBecTu popmyny =CYMM(A1:A7)/2

6. HacTpoiika cTuieii u mabioHOB, IPOBEpKa IPABONMCAHUS, OpraHU3alus CIIUCKOB, TIOMCK
cuHoHUMOB B Word. HabepuTte Heckobko ab3a1ieB MporU3BOJIBLHOIO TEKCTA, U3MEHUTE CTUIIb 1
a63aria mo oopasity, 2 — ¢ nomotsto okHa CTHUJIb , 1aB emy HOBOE UMsI, COUETAHUS KIIaBHIII,
ynanute ero nocpeactso okHa CTUJIb. Hactpouts m1abia0Hbl, TPOBEPUTH MPABOMUCAHUS TEKCTA,
MTOUCK CHUHOHHUMOB.

7. Co3nanue TabIuII, UCTIOJIb30BAaHUE TAOYISIIINK, MeHI0 Tabuma. Co3nanue Tabuuil rpadukoB U
muarpamMm B Word.

8. Opranu3zanusi BHENIHETO BUa JokymMeHTa B Word. Pa3menienne TekcTa Ha CTpaHHUIIE, BCTaBKa
CTpaHULl, KOJIOHTUTYJIOB, CTPAHUL], I'paUueCKuX 37IEMEHTOB U JaHHBIX U3 JOMOJHUTEIbHBIX
MIPUIIOKEHHH.

9. D1 pa3MeliieHo 3HaY€HUE KaTeTa NPSIMOYTroJIbHOTO TpeyrojbHuka. B suelike E1 — 3HaueHue
npyroro karera B. Kakas popmyna gomkHa ObITh 3aHeceHa B siueiiky F1 mist Beraucienus
3HA4YEHUs KBaApara runotenyssl C?

10. I[TocTpoeHue MpoCTO INEKTPOHHON TAOIUIIBI.

Z[pyrI/Ie OLCHOYHBIC CPEACTBA 110 JUCHUIIIMHE HE IIPEAYCMOTPCHBI.
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5.1.1. KoMILIEKT TeCTOBLIX 3aJaHMIi
TexcToBOe 3a]aHue N0 AMCHHUILINHE.

Bapuant Nel

1 1 _tema_1.1.1 60 HUndpopmaumio, M3/10KEHHYI0 Ha [JOCTYIIHOM /UISl TOJIy4aTessi f3bIKe
Ha3bIBAIOT:

1)noHsATHOI (BepHBII 0TBET)

2)nonHoM

3)nomne3Hou

4)axkTyanbHOU

2 a_tema_1.1.1 60 Uudopmanuio, He 3aBUCAIIYI0 OT JUYHOIO MHEHHSI WJIM CY:KIE€HHS,
Ha3bIBAIOT:

1)00bexkTUBHOI (BepHBI 0TBET)

2)aKkTyanbHOU

3)mocToBepHOU

4)nonHoM

4 cp_tema_1.1.1_90 Yro usyuyaer Unpopmaruka?

1)3T0 HAyYHAast JUCUMILUIMHA U 00JIACTh HAYYHO-TEXHUYECKON AesiTeJIbHOCTH,3aHUMAKOIIASICS
BONpocamu coopa u 00padoTku nHpopMaluu (BepHbIA 0TBET)

2)u3yvaer KOHCTPYKIHUIO KOMITbIOTEpA, CIIOCOOBI €r0 BKIIOUEHHUS U BBIKIIIOUEHUS

3) 0603HaYaeT COBOKYIMHOCTh AUCITUIUIMH, U3y4JalOlUX CBOMCTBA HH(OpMAITUN

4) n3ydaeT COBOKYIHOCTh MPOTPAMMHBIX CPEJICTB, UCIIOIB3YEMBIX JJI1 padoThl Ha DBM;

5 tp_tema_1.1.1 120 UndopmaTusaums 370 BHeJpeHHEe COBPEMEHHbIX:
1)uH(popMaIHOHHBIX TEXHOJIOTHH (BEPHBbIH 0TBET)

2) OMONOTUYECKUX TEXHOJIOTUI

3) pusnuecknx TEXHOJIOTHUIA

4) MpaKTUYECKUX TEXHOJIOTHI

6 Tp Tema 1.1.1 120 Kakue Buabl unpopmauuu Bol 3HaeTe:

1)nayynasi (BepHbIii 0TBET)

2)cTpareruyeckas

3)Teoperuueckas

4)npakTUIecKas

7_a_tema_1.1.2_60Hocuresem uHpopMmanum MoxeT ObITh:

1)1000ii MmaTepuajibHbIA 00beKT(BEPHBII OTBET)

2)11r0001 TEXHHYECKUI 0O0BEKT)

3)m060# nymeBHBIH OOBEKT

4)m000ii BU3yanbHBIA OOBEKT

8 tp_tema_1.1.2_ 120 B undopmaruke koauvdecTso HHGOpMaUK onpeae/isieTcsl KaK:
1)Mepa yMeHbIICHHS HEONPeAeI¢HHOCTH(BEPHBIN 0TBET)

2)CkopocTh nepeaun HHPOpMaLuu

3)locToBepHOCTh UH(POPMALIUU

4)O0bEM onepaTUBHON NaMsITH

9 cp_tema_1.1.2 90 3a exuHuIy H3MepeHUsI KOIHYeCTBA MHGOPMALIUY NPHHSAT:

1) OuT(BepHBIi 0TBET)

2)0aiT

3)00n

4)Ko6aiit

15_a_rtema_1.1.3_60 YTo BXOAUT B MO/THOE MPOrPAaMMHOE 0O0ecliedyeHue KOMIbIoTepa?
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1)CucremHoe, NpuK/IaIHOe(BEPHBIH 0TBET)

2) YTunutsel

3) Urpsl

4) ®Ounbmbl

16_cp_tema_1.1.3_90 YUro BX0aUT B cCTEMHOe POrpaMMHoe odecrieyeHue?
1)OnepanuonHbie cucremMbl, (aijioBble MeHeMKepbl, CHCTEeMbl NPOrPaMMHMPOBAHMS,
AHTHBHMPYCHBbIE IPOrPaMMbl (BEePHBIH 0TBET)

2) IlpunokeHus criel.Ha3HaYeHUs, TPUIIOKEHUS 00IIeT0 Ha3HAYEHUS, IPOTPAMMBI Ui 00y4YeHus,
UTPBI

3) IlpuiokeHus penakTUpOBaHMsL, IPUIIOKEHUS HAITMCAHUSL, TPOrPAMMBI JIJIs1 00yUEeHMUsI, CTPEIISIIKU
4) Ilpunoxxenust rpaduku, NPUIOKEHHUSI My3bIKH, IIPOTPaMMbl PUCOBaHUS, UTPBI
19_cp_tema_1.1.4 90YTo0 BXOAMT B NPHUKJIAJHOE POrPaMMHoe ol0ecrieyeHne?

1) IlpunioxkeHusi cneu.Ha3HA4YeHUs, NMPUJIOKEHHS OOLIEro Ha3HAYEHHs, NMPOrPaMMbl sl
00yueHusi, MrpbI(BepHbIiIi 0TBET)

2)IIpunoxeHus: peAaKTUPOBAHUS, PUIIOKEHUS HAITMCAHUS, IPOTPaMMBbI JJ1s1 0OyUeHUs!, CTPEISUIKH
3)OnepanioHHbIE CUCTEMBI, (ailyIoBble MEHEKEPBI, CUCTEMBI IPOrPAMMUPOBAHMSI, AHTUBUPYCHBIE
MIPOrpaMMBbl

4) IlpunoxkeHus peAaKTUPOBAHUS, IPUIIOKEHNS HAITUCAHUS, IPOTPAMMBI JIJIs1 YaJleHus, My3bIKa
20_1p_tema_1.1.4 120TexcroBbIi pegakTop - NporpaMma, npeaIHasHauYeHHast AJ1sl

1) co3nanus, pefakTHPOBaHKUS U (POPMATHPOBAHMS TEKCTOBOM UHGOpMau (BepHbI 0TBET)
2)paboThl ¢ N300paKEHUSIMU B MTPOLIECCE CO3/IaHUsI UTPOBBIX MPOTPaMM

3) ynpasnenne pecypcamu 1K mpu cozmanum 10KyMEeHTOB

4) aBTOMaTHYECKOT0 MEPEBO/IA C CHMBOJIbHBIX S3bIKOB B MAIITMHHbBIE KOJIbI

21 _tp_tema 1.1.4 120 CumBo0J, BBOAMMBINA ¢ KJIABHATYPbl NPU HaOope, oTo0pakaercsi HA
JKpaHe AUCILIes] B MO3ULUH ONpeaessieMoii:

1) moso:xeHneM Kypcopa (BepHbIil 0TBET)

2)3a/1aBaeMbIMU KOOPAUHATAMU

3) mosioKeHueM MpeapIayiiel HabpaHnHOH OyKBe

4) anpecom

22 cp_tema _1.1.4 90Coo01mieHHe 0 MECTONOI0KEHMH KYPCOPa, YKA3bIBAETCSA

1) B OKHe TEKCTOBOI0 peIaKTOpa (BepHbIii 0TBET)

2) B CTPOKE COCTOSIHUSI TEKCTOBOT'O PEIAaKTOPa

3) B MEHIO TEKCTOBOTO peAaKTopa

4) npaiiBepa yCTpOMCTB

23 _a_tema_1.1.4_60Ilpn HaOope TeKCTa OHO CJIOBO OT JAPYIOro OTAEASAeTCH:

1)npo6esiom (BepHBIH 0TBET)

2) TouKoM

3) 3ansAToM

4) nBoeTo4YreEM

24 _cp_tema_1.1.4 90 Kakasi onepanusi He IpUMeHsIeTCs VISl PeJAKTHPOBAHMS TEKCTA:
1)nmeyars TekcTa (BEpHBI OTBET)

2) ynaneHue B TEKCTe HEBEPHO HAOpaHHOTO CUMBOJIA

3) BcTaBKa MMPOMYIIEHHOTO CUMBOJIA

4) 3aMeHa HEBEPHO HaOPaHHOTO CUMBOJIA

25 _cp_tema_2.2.1_60YTo0 Takoe 3JIeKTPOHHASA Ta0auna?

1)3Ta paboTaomas B AMAT0r0BOM PeKHMa NMPOorpaMmMa 00padoTKN YHCJIOBBIX JaHHbBIX
(BepHBIii OTBET)

2) sta paboTaromias B AMaJI0OrOBOM pekuMa Iporpamma o6padoTku rpaduuecKux JaHHBIX

3)ata paboTaroiias B JUAJIOTOBOM peKuMa Iporpamma 00paboTKH My3bIKaIbHBIX JaHHBIX

4)sTa paboTaromias B JMaJOrOBOM peKHUMa Mporpamma 00pabOoTKH TEKCTOBBIX JaHHBIX
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26_a_tema 2.2.1 60 U3 4yero cocTouT 3JIEKTPOHHAS Ta0Jauma?

1) U3 cT0/10110B U CTPOK(BEPHBbIH OTBET)

2) U3 KapTUH U 3CKU30B

3) u3 nukcenel 1 00HEKTOB

4) 13 KBaJApaTUKOB U MPSIMOYTOJIbHUKOB

27 cp_tema_2.2.1_60 Kakas siueiika sABJIsieTCS] AKTUBHOM ?

1) Boiesiennasi (BepHblii 0TBeT)

2) 3auepkHyTas

3) llocneanss

4) IlepBas

28 cp_rtema_2.2.1 90 Kakoe Ha3BaHHe uMeeT (paiiJl 3JIEKTPOHHOI Ta0aMIbI?
1)Kuura.xls (BepHbIil 0TBET)

2) Knwra.txt

3) Kuaura.Gif

4) Kuaura.bmp

29 cp_tema_2.2.1 90 Kakue THIIBI JAHHBIX COAEPKUT JIEKTPOHHAs Tadauua?
1)Yucao, Teker, Tadauua (BepHbI 0TBET)

2) 3Hak, TeKCT, TabnauIa

3) Ywmcrno, TekcT, aaty

4) Yucno, rTUNepcchlIKy, Tabauna

30 cp_rtema 2.2.1 90 Kak 3anucpiBaercs popmyJia B 3JIEKTPOHHOM TA0IULbI?
1)3nak paBeHcTBa, OyKBa si4elKH, UG pa suelKu(BEpPHBI 0TBET)

2) bykBa siueiiku, nudpa sMeilKu, 3HaK paBeHCTBA

3) 3Hak paBeHCTBa, HOMEp sUeHKH, ITUdpa TIeHKH

4) ludpa s4eiiku, 3HaK paBeHCTBA, OyKBa STYCHKH

1 a_tema 1.1.1 60 Undopmanuio, 0TpaKaoOIy0 HCTUHHOE M0JI0KeHHe Belleil, HA3bIBaIOT:
1)n1ocToBepHOii (BepHbIil OTBET)

2)nosHO M

3)mone3Hou

4)IOHSTHOU

2 a tema 1.1.1 60 Hudopmanmio, CymecTBEHHYH) H BaKHYI0 B HACTOSII[AI MOMEHT,
Ha3bIBAIOT:

1)akTya/jibHOMW(BepPHBIl 0TBET)

2)10CTOBEPHOM

3)MoHATHOM

4)none3Hou

3 _cp_tema_1.1.1 90 YTo U3 nepevucIeHHOr0 He AABJIsIeTCH HOCUTeieM HuHpopMmanuu?
1)3BykoBasi kapTa (BepHbIil 0TBET)

2) TUCKeTa C UrpaMu

3) kHuTa

4) reorpaduueckas kapTa

4 cp_tema_1.1.1 90 IlepeBoa TekcTa ¢ AHIVIMIICKOIO A3bIKA HA PYCCKU MOKHO HA3BaTh:
1)nHpopManmOHHBIM NpoueccoM 00padoTku MH(pOpManuM(BePHBIil 0TBET)
2)uH(pOopMaIIMOHHBIM MIPOLIECCOM Tepeaun HHPOpMaIH

3)uHbOpPMALMOHHBIM MTPOLIECCOM XpaHEHUs HHPOPMALIUU

4)nH(popMaIIMOHHBIM MIPOLIECCOM MOUCKA MH(OPMALUU

7 _cp_tema_1.1.2 90 Undopmanus:

1)3T0 cyry00o HeMaTepuajabHas cyOcTaHUMSA(BEPHBI 0TBET)

2)3T0 cyrybo maTtepuaigbHas CyOCTaHIUs

3)aT0 cyry0bo ayxoBHas CyOCTaHIIHS
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4)3T0 cyrybo mpu3payHas CyOCTaHIIUs

18_tp_tema_1.1.3_120 B psaay "cumBoa" - ... - "crpoka" - "¢pparmMeHT Tekcra' nponyueHo
1) "a63an" (BepHbIii OTBET)

2) "crmoBo"

3) "cTpanura"

4) "texct"

19_a_rtema_1.1.4_60 K 4yncsiy 0CHOBHBIX (YHKIHI TEKCTOBOI'0 PeaKTOPA OTHOCATCH:

1) co3nanue, pejakTHUPOBaHNE, COXPAHEHHE U NEYATh TEKCTOB (BEePHBIii 0TBET)

2) cTporoe He COOJI0ICHUE MPABOTTUCAHUS

3) 3ameneHue, nepemMenieHne, yHHUTOKEHHE U COPTUPOBKA (PparMEeHTOB TEKCTa

4) nepeBo/1 CUMBOJIBHBIX SI3bIKOB B MAIIMHHBIE KOJIbI

20 _cp_tema_1.1.4 90 Kypcop - 3T0

1) MeTka Ha 3KpaHe MOHHTOPA, yKa3bIBalIIas MO3ULHUI0, B KOTOpPOW OyxeT 0TO0pakeH
BBOJMMBIii ¢ KJIaBHATYPbI (BEPHBI 0TBET)

2) ycTpo#CcTBO BBOJA TEKCTOBOM HH(pOpMaLINK

3) KaBuIlIa HA KJIaBUATYpe

4) HAMMEHBINH JIEMEHT 0TOOpaKEHUS Ha IKpaHe

21_na_rtema_1.1.4_60 C nomMoub0 KOMIBIOTEPA TEKCTOBYI0O HHPOPMALMIO MOKHO:

1) XxpaHuTBb, NOJYYATHh U 00padaThIBaThH (BepHbIN O0TBET)

2) TOJIBKO XpaHUTh

3) TOJIBKO MOJIy4aTh

4) TonbKo 00pabaThIBaTh

22 cp_tema_1.1.4 90 PenakTupoBaHme TeKCTa NMpeAcTaBIsieT cO00ii:

1) nmpouecc BHeceHHsI K3MEHEHU B MMEKIIUICSA TeKCT (BepHbIil 0TBET)

2) mpolenypy COXpaHEeHHUsl TEKCTa Ha IUCKE B BUJIE€ TEKCTOBOIO (haiina

3) mporiecc nepeaayr TEKCTOBOM HHGOPMAIIMH 110 KOMITBIOTEPHOU CETH

4) mporelypy CUUTBIBAHUS C BHEIIHETO 3alIOMUHAIOLIET0 YCTPOWCTBA paHEe CO3AaHHOTO TEKCTA
23 cp_tema 1.1.4 90 Kakasi onepanusi He NpUMeHSETCH ISl PeIaKTHPOBAHUS TEKCTA:

1) meuath TeKcTa (BEPHBbI OTBET)

2) ynaneHue B TEeKCTe HEBEPHO HaOpaHHOTI'O CUMBOJIA

3) BCTaBKa IPOIYIIEHHOTO CUMBOJIA

4) 3aMeHa HEBEpPHO HaOpaHHOTO CUMBOJIA

24 tp tema_1.1.4 120 IMpouenypa aBTOMATH4Y€CKOI0 dopmaTupoBanus TeKCTa
npeaycMaTpuBaer:

1) aBTOMaTH4eCKOEPACIOJIOKEHHE TEKCTa B COOTBETCTBHHM C ONpeIeJCHHbIMH INPaBHJIAMHU
(BepHBIi 0TBET)

2) 3anuch TekcTa B Oydep

3) ynaneHue Tekcra

4) oT™MeHy npeAbLAYyILIEH onepaluy, COBEpPIIEHHON HaJl TEKCTOM

25 _cp_tema_1.1.4 90 Kakue popmartsl 1anubix Bel 3Haere?

1)Yucii0Boii, 1eHeKHBbIH, 1aTa U BpeMs, TEKCTOBbIH (BepHbIi 0TBET)

2) UucnoBoM, JJIOTUYECKUH, 3BYKOBOU, TEKCTOBBIN

3) UucnoBoi, IeHEeKHBIH, 1aTa U BpeMs, rpadudeckuit

4) YucnoBoM, IeHEXHBIN, 1aTa U BpeMs, BUICO

26_cp_tema_2.2.1 90 /{1 yero ucnosb3yercss adCOIOTHAS CChLIKA?

1) nist ykazanus GQUKCHPOBAHHOIO aapeca sueiKu(BepHbIH 0TBET)

2) Ui yKa3aHus aJpeca sTYeHKH cripaBa

3) i yka3aHUs azipeca siueiKU cieBa

4) nnst ykazaHUSI OTHOCUTEINIBHOTO a/ipeca sTYeiKu

27 _n_tema_2.2.1_60 [{i1st 4ero ncnojib3yercsi OTHOCHTEIbHAA CChLIKA?
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1) nJist yKa3aHHMs OTHOCHTEJIBLHOIO a/ipeca siYeiiKu(BepHbIi 0TBeT)

2) nnst ykazaHusl QPUKCUPOBAHHOTO ajjpeca TYeHKH

3) 1S yKa3aHuUs apeca sSTYeHKu cieBa

4) nns ykazaHus ajipeca sTYeKy cripaBa

28 cp_tema 2.2.1 90 Uro nmpoucXoauT NMPH KONMMPOBAHMHU C OTHOCUTEIbHOH AYEHKOH M KaK
OHa 0003Ha4aeTcs?

1)¢popmyJibl U3 AKTHBHOM siYeiiKHM OTHOCHTE/IbHbIE CCHIJIKH OOHOBJISIOTCA M 0003HAYAKOTCH
Al (BepHBIii 0TBET)

2) bopMyJIbl M3 aKTUBHOM SYEUKH OTHOCHTEIILHBIC CCBUIKU OOHOBIISIIOTCS U 0003Ha4atoTest $AS1

3) dbopMyIibl U3 aKTUBHOM STYCHKH OTHOCHTENIBHBIC CCHUIKM HE OOHOBIISIIOTCS U 0003HavatoTcst $AS1
4) popmyIbl U3 aKTUBHOM STYEHKH OTHOCUTENBHBIE CCHUIKM HE OOHOBIISIFOTCS M 0003HavyaroTcst Al
29 cp_Tema 2.2.1 90 UTo npoucxoauT NpH KONMUPOBAHUHU € A0COJTIOTHON AYeHKOH M KaK OHA
o0o3Havaercsa?

1) ccblIKM He U3BMEHAIOTCS U OHM 0003HaualoTca $AS1 (BepHbIii 0TBET)

2) He U3MEHAIOTCS U OHM 0003HavatoTcs Al

3) u3MeHsI0TCS U OHU 0003HavaroTCs Al

4) U3MEHSI0TCS U OHM 0003HayaroTcs $A$1

30 cp_rtema 2.2.1 90 U3 yero Moryr cocTosiTh (hopMyJibi?

1) ®opmyabl MOTYT COCTOAATH He TOJBKO M3 apu(pMeTHUYECKUX ONEPATOPOB U aPeCcoB SYEeK,
HO U 13 popMmy.1, coaepxamux GyHKINH (BepHbIH 0TBET)

2) ®opMyJIbl MOTYT COCTOSITh TOJIBKO U3 apU(PMETHUECKUX ONEPaTOpPOB U aJPECOB siUeeK

3) ®opMysbl MOTYT COCTOSITh TOJIBKO U3 aJIPECOB Y€K M HYHKITUN

4) ®opMybl MOTYT COCTOSITH TOJIBKO U3 apu(METHUUECKUX OMEPATOPOB

1 a_tema 2.2.1 60 IIporpamma ajisi BHINOJIHEHUS PACYeTOB KOJMYECTBA NMPOAYKTOB Ha 20
YyeJi0BeK

1) ssekTpoHHasi TabuIA (BEePHbIH OTBET)

2) rpaduyecKuii peaaKkTop

3) TEKCTOBBIN PEAAKTOP

4) cuctema ympaBieHUs OazaMu

2 cp_tema 2.2.1 90 B syiekTpoHHOI Tadmie BbijejeHa rpynna sueek Al:B3 ckoybko sideex
BXOJMT B 3Ty rpynmy

1) 6 (BepHBIii OTBET)

2) 2

3)4

4) 3

3 1p_tema_2.2.1 120 Pesynbrarom BblumMciaenuii B sideiike C1 Oymer Al1=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 Kaxoii xommonent IIIIIT Microsoft Office, npenna3HaYeHHBI A5
CO31aHMHA Npe3eHTanun?

1) PowerPoint (BepHbliioTBeT)

2) Word

3) Excel

4) Qutlook

5 cp_tema_2.2.1 90 YUto Takoe npe3eHrauus?

1) 3T0 KOMIJIEKC B3aMMOCBSI3AHHBIX CJIal0B (BepPHBIH 0TBET)

2) 3TO KOMIUIEKC B3aMOCBSI3aHHBIX JIOKYyMEHTOB
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3) 3TO KOMIUIEKC B3aUMOCBSI3aHHBIX PUCYHKOB

4) 3TO KOMIIJIEKC B3aUMOCBSI3aHHBIX KIIUTIOB

6_cp_tema_2.2.1 90 Kak co3gath npe3eHTanuio?

1) Power Point — B3sITh mycTYI0 Npe3eHTAINI0 — BLIOPaTh U3 MakeToB ciaiina «Ilycroii» - OK
(BepHBIi OTBET)

2) Power Point — coptupoBka ciaiiios - OK

3) Power Point — coznmatk Tabmuiy - OK

4) Power Point —1o6aBnenus y3ia - OK

17_cp_tema_3.3.1_90 KomnbloTepHbie BUPYCHI:

1)co3naroTcs JI0ABMH CHeNHAJBLHO A1 HaHeceHus1 yuep6a IIK (BepHblii oTBeT)

2) BO3HUKAIOT B CBSI3W COOEB B almapaTHON YacTH KOMITLIOTEpa

3) 3aposkaaroTcs npu paboTe HEBEPHO HAMCAHHBIX IPOIPAMMHBIX IPOIYKTOB

4) ABIAIOTCS CIEACTBUEM OIIMOOK B ONIEPALlMOHHON CUCTEME

18_a_tema_3.3.1_60 3ammra KoMnbOTEpPa OT BUPYCOB

1)anTHBHpYCHBIE IPOrPaMMBbI(BEPHBII 0TBET)

2) mporpaMMbl TECTUPOBAHHUS

3) mporpaMMbl OYHCTKH JTUCKOB

4) nporpaMMbl 0OCITY>KUBAHUS CUCTEMBI

19 cp_tema 3.3.1 90 He3akoHHblii cOOp, NpUCBOEHNE U NepeNadYa CBeAeHUI COCTABJISIIONIUX
KOMMepUecKYI0 TaiiHy, HAHOCSIIIM ee BJIaJeJbIy yuepo, - 3To...

1)HegoOpocoBecTHASI KOHKYPEHIMSI(BEPHBIN 0TBET)

2) moauTHYECKas pa3BeaKa

3) koHpUACHITHATbHAS HHHOPMAITUS

4) MPOMBIIIJICHHBIHN IIIMTHOHAXK

20 cp _tema 3.3.1 90 Kaxk Ha3bpIiBalOT mnpoueccbl oOMeHa HHpopManueili ¢ MNOMOIIbIO
0(pUIHATBHBIX, 1€JOBbIX JOKYMEHTOB?

1) konpuaeHUANbHBIE(BEPHBI 0TBET)

2) HEeTMOCPECTBEHHBIE

3) MeXJINYHOCTHBIE

4) popmanbHbIC

21 _tp_tema_ 3.3.1 120 Opranm3anus 3amuTbl uHGOpMATUA

1) conep:kanue U MOPSIAOK AeiicTBUI M0 00ecedeHUI0 3aIMThI HHpopMannu (BepHbIA 0TBET)
2) Mepa Ui XapaKTepUCTUKa JJis OLICHKU MHPOpMAaLUU

3) cTeneHb COOTBETCTBUA PE3YIbTATOB HH(OPMALIMK TOCTABICHHOH LIeTH

4) COBOKYITHOCTb JIOCTYNA K HHPOpMAITUU

22 cp_tema_3.3.1 90 B npeamere «3amura napopmauum» cokpamenue AC — o3Havaer...
1) aBTOMaTH3MPOBAHHAS CUCTeMAa (BePHbIii 0TBET)

2) aHOMaJIbHasl CUCTEMA

3) aTunuuHas cUcCTeMa

4) aHTHOJOKUPOBOYHAS CHCTEMA

23 _cp_tema_3.3.2 90 Eciiu nHpopManus MCKAKEHA YMBIILICHHO, TO €€ HA3BIBAIOT...

1) nesamndopmanmeii (BepHbIil 0TBET)

2) HenpaBUIIbHOM

3) HenoJHOU

4) HEKOpPEKTHOU

24 _cp_tema_3.3.2 90 IIpeamerom 3amutsl B KC aBasercs...

1) nanHbIe (BepHBIIl 0TBET)

2) TEKCTHI

3) pucyHku

4) curHaJIBI
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25 cp_tema 3.3.2 90 Undpopmaums, xpaHsamasics, oOpadarbiBaeMasi B KOMIbITEPHBIX
CHCTeMaX pacCMaTPHBAaETCs KaK...

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

2) BIeMeHT

3) nmpenmer

4) TOKyMEHT

26_tp_tema_4.4.1_120 IIpuxnagnsle mnporpaMMbl st 00padoTKH JIKOHOMHYECKOI
uHpopMmanuu

1) Excel (BepHbIiioTBET)

2) Word

3) Power Point

4) 6IOKHOT

27 cp_tema_4.4.1 90 IIpuxknaanbie NporpaMMbl 0yXrajJrepcKkue CUCTeMbl yueTa

1) 1C : Byxraarepus (BepHbIil 0TBeT)

2) Word

3) Power Point

4) Excel

28 1_t1ema_4.4.2 60 KosinuecTBO KOMIBIOTEPHBIX clIpaBOYHbIX MPaBoBbIX cucTeM(CIIC)
1) 6os1ee 100 (BepHbBIii OTBET)

2) 25

3) 75

4) 15

1 a_tema 2.2.1 60 OCHOBHBIM 3JIEMEHTOM 3JIEKTPOHHOM TA0IHUIbI SIBJISIETCS

1) siveiika (BepHbIH OTBET)

2) cTpoka

3) cronben

4) Tabnuna

2 cp_tema 2.2.1 90 Pe3syabrarom BbIuHMciIeHud B s4eiike C1 Oymer Al=5; Bl1=A1%*2;
Cl=cymma(Al:B1)*Al

1) 75 (BepHbIii 0TBET)

2) 100

3) 50

4) 25

3 1p_t1ema 2.2.1 60 BbiGepute BepHyI0 3anuch GOpMYJibl AJIA 3JTEKTPOHHON TA0JIUIIbI:
1) =A2*A3-A4(BepHbliioTBET)

2) C3+4*D4

3) C3=C1+2*C2

4) A5B5+23

4 tp_tema_2.2.1 60 Kak HacTpouth pado4yio 00,1aCTh NMpe3eHTALNHU

1) BbIOpaTh Ha NaHeJ U (MEHIO) - Pe’KUM CJIai10B(BePHBIN 0TBET)

2) ®opmar — [IpuMeHHUTH 111a0J10H 0POPMIICHHS

3) ®opmat — DoH — B pacKpbIBaroOIIEeMCsl CIIUCKe BbIOpaTh «COCOObI 3aJIUBKH. . .»

4) Ha MaHeNn PUCOBAHUS Ha)KaTh KHONIKY "HaJMHCh"

S5_a_rtema_2.2.1_60 Kak Bp1OpaTh mad10H ogopmiieHust cJIaiao0B

1) ®opmar — [IpumennTs ma610H opopmiieHust (BepHbIN 0TBET)

2) BbIOpaTh Ha MaHe H (MEHIO) - PEXKHUM CIaiI0B

3) Ha maHenu pUCOBaHMS HAYKATh KHONKY "HaJIIUCh

4) ®opmar — @OH — B pacKpbIBaIOIIEMCs CIIUCKe BbIOpaTh «CriocoOb! 3aJIUBKU. . . »
6_cp_tema 2.2.1 90 BcraBka KapTHMHOK B CJIAH/ MPe3eHTAllUN
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1)BcraBka — Pucynok — U3 gaiina (Kaprunka) — BeiOpaTts ¢aiia ¢ nzoopaxkennem — BeraButh
(BepHBIii OTBET)

2) nMoBepX pUCYHKA-«IIOAJI0KKI» MOKHO IIOMECTUTh TEKCT, CO3/1aTh TEHb

3) BcraBka — HoBslif cinaiif - BeIOpaTh u3 MakeToB ciaiga «llycroity» - OK

4) Word, MO’KHO HAapUCOBATBH JIIOOBIE aBTO(UTYPHI

20_cp_tema_3.3.1_90 Undopmanus Ha3bIBAETCS 1O0CTOBEPHOM ...

1) xoTopasi ¢ AOCTATOYHON A/ BJIaJleJiblIa TOYHOCTHIO OTpPaxkaeT 00bEKTHI W NPOLECCHI
(BepHBbIii 0OTBET)

2) KOTOPYIO JIETKO MOYHO ITPOBEPUTH

3) KOTOPYIO HEBO3MOKHO MPOBEPUTH

4) okpyxaromiero (paktopa B OnpeeIeHHbIX BPEMEHHBIX U MPOCTPAHCTBEHHBIX paMKax

21 _cp_tema_3.3.1_90 B npenmerte «3amura nnpopmauun» abopesuarypa ACO/l o3nauaer:..
1) aBTOMaTH3MPOBAHHAS CHCTEMa OrPAHUYEHHS 0CTYIa (BepPHbIil 0TBET)

2) acHHXpOHHAsI cUCTeMa ONTUMHU3ALINN JAHHBIX

3) aBTOMaTHyecKasi CUCTEMa OCTAHOBKH JIEKOJUPOBAHUS

4) aBTOMaTH3UpPOBAHHAs cHCTEMa 00pabOTKU JaHHBIX

22 cp_tema_3.3.1_90 Kto moxeT ObITH BJIaje/ibLeM 3aliuiaeMoi nupopmanuu?

1) TOJILKO rocy1apcTBO M €ro CTPYKTYPbI (BEPHBbIH OTBET)

2) oO11ecTBEHHbIE OpraHU3aI|H

3) akmoHepHbIe 00IecTBa

4) pupmsl

23 cp_tema_3.3.2 90 Kak Ha3pIBalOT mnpoueccbl oOMeHa wuHpopManueil ¢ IOMOUILIO
0(pUIHATBbHBIX, 1€JOBbIX JOKYMEHTOB?

1)xonduaeHnuanbHbIe (BEPHbIA 0TBET)

2) ¢popManbHbIE

3) HeopMambHBIE

4) MEXITMYHOCTHBIC

24 cp _tema 3.3.2 90 Kakue OCHOBHBIE WeJH MpecjeayerT 3JOYMbINUIEHHHUK TNPH
HECAHKUMOHUPOBAHHOM J0CTyIe K HHpopManuu?

1)mosryunTh, I3MEHHUTD, 4 3aTE€M NepeaaTh ee KOHKYpeHTaM(BepPHbI 0TBET)

2) pa3MHOXKUTb WJIM YHUUTOXKUTD €€

3) U3MEHUTh U YHUUTOXUTD €€

4) N3MEeHUTb, NOBPEIUTh UIIH €€ YHUUTOKUTh

25 cp_tema 3.3.2 90 Kakoii campiii npsaMoil u 3(Q¢eKTUBHBIA Cn0co0 CKJIOHEHHS K
COTPYAHMYECTBY?

1)moakyn (BepHbIii 0TBET)

2) IIaHTax

3) npecienoBaHue

4) yrpo3sl

26_cp_tema_4.4.1 90 KoMmnbTepHbIE CIIPABOYHbIE MPABOBbIE CHCTEMbI

1) KoncyastanT Iliroc (BepHbIii 0TBET)

2) Word

3) Power Point

4) Excel

27 cp_tema 4.4.1 90 Knaccuduxkarus Oyxrairepckoro nporpaMMHOT0 00ecreyeH s

1) MuHH-0yXrajaTepus, OyXraJrepcKuii KOHCTPYKTOP U T.A. (BEPHBIH 0TBET)

2) Joxyment DOC

3) Kuwra xlIs

4) NoxyMeHT ppt

28 cp_tema_4.4.2 90 Ocodennoctu poccuiickux CIIC
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1) He ucnosb3yeTcs 3apy0esKHBIH ONBIT, CBA3aHO C 0COOCHHOCTSIMM HAallell CTPaHbI(BepHbIN

0TBeT)

2) Manasi TeppUTOpUs

3) pa3BUTHE KOMMYHHUKAIIUN

4) cTaOMIILHOCTH 3aKOHOAATEIIHCTBA
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8. JOINOJIHUTEJIBHOE OBECIIEYEHHUE JUCHUIIJINHBI

Ipunoxenue 1. KpaTkuii KOHCIEKT JEKIMOHHBIX 3aHATHH

Jlexmumst Nel.

Tema. «WHpopmarnmonnsle TexHonoruu. Buubl M cBoiicTBa HHPOPMALMOHHBIX
TEXHOJIOTHIN»

NudopMannoHHasi TeXHOJOIHUS - COBOKYIMHOCTH METOJOB, IPOHM3BOJCTBEHHBIX
MPOIECCOB W TPOTPAMMHO-TEXHHYECKUX CPEICTB, OOBEAMHEHHAs TEXHOJIOTHUYECKUM
mpoleccoM U obecrieunBaronias coop, xpaHeHue, o0paboTKy, BBIBOJ M PacHpOCTpPAHEHUE
WHGOPMAIMH JJIST CHUKCHHS TPYJIOSMKOCTH MPOIECCOB MCIIONb30BaAHNS HH(POPMAIIMOHHBIX
pecypcoB, TIOBBIIICHHUS MX HA/ICKHOCTH M OTICPAaTUBHOCTH.

JIrobass wHOpManMOHHAsE TEXHOJOTHS OOBIYHO HYXXHa JUIsl TOrO, YTOOBI
MOJTb30BATENI MOTJIM TOJIYYUTh HY)KHYIO UM HH(OpMAIUIO HA OMPENeIEHHOM HOCHUTEIEe
TaHHBIX.

[Ipu paccmoTpeHnn WHGOPMAIIMOHHBIX TEXHOJOTUH BBIIEIAIOT HX JACJCHHE Ha
pasnuyHble BUABI U Kiacchl. Knaccudukamnmst nHOOPMAIMOHHBIX TEXHOJIOTHIA HE00X0auMa
IUIS. TOTO, YTOOBI MPABWILHO MMOHUMATh, OIICHUBATh, pa3pabaThiBaTh W MUCIOIH30BaTh MX B
pa3IMyYHBIX TOpeAMeTHbIX oOnacTsax (cepax »xku3HM obOmectBa). Kraccudukanus
MH(GOPMALIMOHHBIX TEXHOJIOTHI 3aBUCUT OT BBIOpaHHBIX KpUTepueB. B kauecTBe KpuTepus
MO>KET BBICTYIIAaTh OJIMH MOKa3aTeb WK HECKOJIbKO MPU3HAKOB.

B uHbOpMalMOHHBIX TEXHOJOTHUSAX BBIACISAIOT cieayrouiue Buabl nHbopmauuu. 1o
muny uH@opmayuu 3T0 MOTYT OBITh TEKCTOBBIC, TaOJHMUYHbIE, TpadUyuecKue, 3BYKOBHIEC,
BUJICO U MYJIbTUMEIUIHBIEC TAHHBIE.

Ilo evinonnsemvimM @QYHKYUAM U B03MOICHOCMU HpuUMeHeHUs NHPOPMALIMOHHbIE
TEXHOJIOTUU ACISAT HA UCTIONb3yEMBbIE:

1) B aBTOHOMHBIX KOoMITIBIOTEpax (II9BM) u B mokanbHbIX pabounx ctaHmusx (APM)
B COCTaBE CETEBBIX ABTOMATHU3MPOBAaHHBIX HHQopMamoHHbIX cucteM (AUC) peanbHOTO
BpPEMEHU;

2) B OOBEKTHO-OPUEHTHUPOBAHHBIX, pACIPENCIEHHBIX, KOPIOPATUBHBIX U HHBIX
JIOKQJIbHBIX M CETEBBIX WH(OPMAIIMOHHO-TIOUCKOBBIX, TUTIEPTEKCTOBBIX M MYJIbTUMEAUMHBIX
CUCTEMaX;

3) B cucTteMax ¢ UCKYCCTBEHHBIM UHTEIIJIEKTOM;

4) B unterpupoBanubix AUC;

5) B reouH(OpPMAIMOHHBIX, TTI00ATBHBIX U APYTUX CHCTEMaX.

NudopmanionHble TEXHOJOTHUU  KIACCUDHUIIUPYIOTCS 1O  CMeneHu munuzayuu
onepayuii: oTiepalliOHHbIC U MPEAMETHBIC TEXHOJIOTUH.

OnepayuonHas mexuHonoeus MOAPA3yMEBAET, YTO Ka)K1asi OTepaIus BHIIOJIHICTCS Ha
KOHKpETHOM pabodyeM MecTe, OOOpYJOBaHHOM HEOOXOIMMBIMH MPOTPAMMHBIMH U
TEXHUYECKUMH Cpe/ICTBaMU. B kauecTBe mpumepa MOXKHO MPUBECTH MaKeTHYI0 00pabOTKy
uHpopmanmu Ha 6onpix DBM.

Ilpeomemnas mexHonoeus — 3TO BBIIIOJIHEHUE BCEX ONepalyii Ha OJHOM pabouyem
MecTe, HalpuMep, Ipu paboTe Ha NEPCOHAIBHOM KoMIbioTepe (APM).
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Ilo  6udy ucnonvsyemvix cemeii ”HGOPMAIIMOHHBIE TEXHOJIOTUM JACTAT Ha:
JOKaNbHBIC, PErHOHAIbHBIC, KOPIOPATUBHBIE, HAIMOHAJIbHBIC, MEXHAIMOHAIHHBIC
(MeXTyHapOaHbIE), OTHOPAHTOBBIC, MHOTOYPOBHEBBIC, PACIIPEACIEHHBIC U JIP.

HanomMuauMm, 49TO  OCHOBY  HMH(OPMAIMOHHBIX  TEXHOJOTHHA  COCTABIISIOT
“H(pOpMalIMOHHBIE TIPOLIECCHl co37aHusl (TeHepaluu), cOopa, peructpanust U 00padOTKU
(nepepa®oOTKM), HAKOIUIEHUS, XpAaHEHUS M COXPAaHEHHs, TIOMCKAa M  [epenayu
(pactipocTpaHeHus) HHPOpPMaIUK.

NudopmarioHHple TEXHOJIOTHH XapaKTEPU3YIOTCS CIEAYIOUIMMH OCHOBHBIMHU
CBOMCTBaMU:

* mpeaMeToM (00BEeKTOM) 00pabOTKH (MpoIiecca) SBISIFOTCS TaHHBIE.

* [IEJTBIO TIPOIIecca SIBIISIETCS OTyYeHHE WH(POPMAIIHH.

* CpeACTBaMHU OCYIISCTBIICHUS TpOIecca SIBISIETCS MPOrpaMMHBIEC, amlmapaTHBIE U
MIPOrPaMMHO-AMIAPATHBIE BEIYUCIUTEIFHBIC KOMIUICKCHI.

* Tporecchl 00pa0OTKM JaHHBIX PA3ACISIOTCS Ha ONEpalid B COOTBETCTBUU C
JTAHHOM MIPEeIMETHOU 00JIaCTH.

* BBIOOp YMPABISIOMIMX BO3JACHCTBHIA Ha MPOIECCHl JIOIDKEH OCYIIECTBISATHCS
JUIIAMHA, TPUHUMAIOIIUMHU PEIICHHE.

* KPUTCPUSIMHU ONTHUMH3AIMH TPOIECCca SBISIFOTCS CBOEBPEMEHHOCTH JIOCTaBKU
WH(pOpMAIIMH MTOJIE30BaTEN0, e€ HaI&KHOCTb, JOCTOBEPHOCTH, TIOJTHOTA.

W3 Bcex BHIOB TEXHOJOTHH WH(POpPMAIMOHHAS TEXHOJOTHUS CEphl yIpaBICHUS
IOPEIbSIBISET caMmble BBICOKHE TPeOOBaHUS K «YEIOBEYECKOMY (DaKTOpy», OKa3bIBas
OPUHLMIIUATIBHOE BIMSHUE Ha KBaIH(pUKaUUIO pabOTHHKA, COJEp)KaHHE €ro Tpyla,
¢bu3MUecKyt0 M YMCTBEHHYIO Harpy3Ky, NnpodeccHOHajbHbIe MEpPCIEKTHBHI U YpPOBEHb
COLIMATIbHBIX OTHOIICHUIA.

IMpuioxkenune 2. LiLIr0CTPAaTHBHBIA MaTepUaJl

[IpakTrueckas pabora 3.
«Hactpoiika pabodyero okua MSWord. ®opmaTupoBaHne CHMBOJIOB U a03aICBY.
Kpatkue TeopeTnyeckue cBeIeHUSs.

Microsoft Word — 3TO COBpeMeHHBIH TEKCTOBBIH PEIAKTOpP, MO3BOJISIOIIHIA
OCYIIECTBIISITh TPAKTHUECKH BCE OINEpalid MO PEJaKTUPOBAHMIO U (HOPMATUPOBAHHIO
TEKCTOB, CO3JJaHUIO0 B TEKCTE TAOJMIl, PUCYHKOB, 'paUKOB M JUArpaMm, T.€. MO3BOJISET
MPAKTUYECKHU CO3/1aTh U OTPEJAKTUPOBATH KHUTY.

1. Co3nanmue ¢aiina tekcroBoro pegakropa MS Word.

Jlns co3manus TekcToBoro (haitma B pemakrope Microsoft Word HeoOxomumo
BBI3BATh (3aIyCTUTh) 3TOT PEIAKTOP C MOMOIIBIO CICAYIOMNX ACHCTBHI: IIEIKHUTE KHOIKY
«Ilyck» Ha pabouem crose Windows, BeiOepuTe B IiiaBHOM MeHo ommuto «Microsoft
Office Word 2003» u megKHUTE 110 HEW JIEBOM KJIABUILIEH MBIIIIH.
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[Tocne mpoBeaeHus ykazaHHBIX AecTBU oTkpoeTcs «Pabouee okHo» Word 1 BHOBB
CO3/IaHHOMY (ailily OyJeT MPUCBOEHO MO YMOJYaHUIO Ha3BaHue «JlokymeHT 1» (unm 2, 3,
... u1.0.) u ums «Docl.doc» (cm. puc. 4.), ¢ koTopeiMu Bel u Oynurte padoTtaTh 10 TE€X 1Op,
MOKa UX NMPUHYIUTEIBHO HE IOMEHSIETE.

ITo ymonuanuro

Eﬂ_:laﬁn Mpaeka Bwa BcTaeka  dopeat

B NS N S [ A W

Py CfemHER ~ Times Mew Roman 1
A thafna:

< Tun dhakina: |,.':|,DK‘:.-'MEHT Ward (*.doc)

Puc. 4.

Cnenyetr oOpaTuTh Balie BHUMaHWE Ha TO, YTO MOXHO CO37aTh TEKCTOBBIA (aiiy B
Windows ¢ momolpio Apyroid MOCIeA0BATENIbHOCTH JIEHCTBUINA: YCTAaHOBHUTE Kypcop B
paboueit ob6mactu oxkHa Windows, IIETKHUTE MpPaBOMl KIABHILEH MBIIIH, MOSIBUTCS
BCIUIbIBaOIIEEe (KOHTEKCTHOE) MeHIo, BbiOeputTe omiuio «Co3naTh», W KOrja MOSBUTCS
cieayroliee MeHro, Beioepute onuuio «Jlokyment Microsoft Word».

2. Buja sxpana. Komananoe MeH10.

[Tocne 3arpy3ku Microsoft Word Ha »3kpaHe MoHUTOpa OTOOpPa3UTCS OKHO
«Microsoft Word» (puc. 5.). benblii TUCT B LIEHTPEe OKHA C MHUTAIOIIUM KypCOPOM - 3TO
«PaGouass obJacTh», cTpaHHIla JOKYMEHTa, Ha KOTOpOM OTOOpa)kaeTcsi HaOHpaeMblit
TeKCT. I'paHuIbl cTpaHUIlBl (OT JEBOTO MOJSA A0 MPaBOro) o0o3HaYeHBI Oeoi 007acThIO
JINHENKU.

[lepBas cTpoka OKHA COCTOUT M3 Ha3BaHUs JOKYMEHTA U Ha3BaHUS MPOTPAMMBL.

s — _— BTOPASA CTPOKA OKHA
S T i s cavame) h ABJSIETCA KOMAH/IHBIM
== TR = MEHIO WORD. KAXKIAS
I KOMAHJIA COAEPKUT I'PYIIITY
KOMAH/I, BBIITOJIHAIO X
CJIEAYIOUINE ®YHKIINN:
I'pynna komann dPaiil BKIKOYAET
KOMaHbl JUIsI CO3JaHus, MPOCMOTPA,
COXPAHEHUsI, IEYaTH 6Ce20 NOKYMEHTA.

Pabouas
00J1acTh

C nomobto rpynnsl komana IlpaBka
MOKHO PEIaKTUPOBATh BECh JOKYMEHT
WIH OTACIBHBIC €T0 YaCTH.

77T I — . wonss. Komanger rpynmer Bua onpenesnstor,
Puc5 Kakhe T[aHeld WHCTPYMEHTOB OyayT



IIOAKIIOYCHBI K pa60Te M B KaKOM BUAC T10Jb30BATCIIb YBUAWT TCKCT NOKYMCHTA HA SKpaHC.

I'pynna xomann BeraBka no3BosisieT 400aBiIsATh B TEKCT CUMBOJIBI U3 JPYTUX MIPUQTOB,
PUCYHKM WJIM JAMarpaMMbl, OOBEKTBl WM ILenble (aiiibl, yCTaHaBIMBATh 3aKJIAJKU H
TUIEPCChUIKM, a 3a Mpefesibl padoyeil 00lacTh — KpOME BCEro IMEPEeurCICHHOTO TaKKe
HOMEpa CTPAHUL] U CHOCKH.

I'pynna xomana dopmart omnpezenser KakuM o0pa3oM OyIeT COJep:KUMOE IOKYyMEHTa
pacrnojiaratbCsi Ha CTpaHule. byaeT 1M JOKYMEHT TEKCT JOKyMEHTa pa3OMT Ha KOJOHKH,
MIPOHYMEPOBAH WJIM 3aKJI04YeH B paMKy. Kakoro pa3smepa, HauepTaHus U 1jBeTa OyJeT TEKCT
U T.A.

Komanzapr rpynmel CepBHC MMO3BOJISIIO OCYIICCTBIIATH MPOBEPKY opdorpaduu, 3aimuTy
uHdopmaruu u Hactpoiiky Word.

['pynmna xomang Tadauuna oGecrieynBaeT co3aHue, peJakTUPOBaHUE U POpMAaTUPOBAHKE
Ta0IuII.

KOMaHJII)I T'PYIIIBI OKHO BBITTOJHAIOT HeﬁCTBI/ISI IO OTKPBLITUIO HOBBIX OKOH H HX
PaCIIOJIOXKECHUTIO HAa DKPAaHE.

CnopaBounast cuctema Word (CnpaBka), MO3BOJISIET MOJb30BATEIO MOJIH30BATHCS
BCEBO3MOKHBIMHU TIOJICKa3KaMH U TIOy4YaTh JIOOYIO CIIPABOYHYIO HH(POPMAIIHIO.

[Ton KOMaHAHBIM MEHIO HAXOAATCS MaHEIU MHCTPYMEHTOB. HakaTne KHONKM Ha JaHHOU
NaHeJM BBHINIOJHSAET KOMaHAy peaakTtopa 6e3 oOpaileHus B KoMaH1HOe MeHI0. KomnuecTBo
Y BUJ NIAHEJIEH ONpeAeIsIeTCs] CaMHUM I0JIb30BaTeIeM C ITOMOIIbI0 KoMaHabl MeHro — Bua
— [laHe/M HHCTPYMEHTOB.

3. HacTpoiika napamMeTpoB 0TOOPaKeHUS CTPAHMUIIBI.

Meno «Bua» COIEPKUT HECKOJIBKO ITYHKTOB, C TIOMOIIBIO KOTOPBIX MOXHO
HACTPOUTH OTOOpaKEHUE MOKYMEHTa Ha 3KpaHe MoHuTopa. HambGonee ymoOHBIE peXHMBI
otoOpaxkeHus - «OO0bIYHBIN» U «Pa3MeTKa cTpaHUIbI). PESXUMBI OTIMYAIOTCS CIIOCOOOM
NpeICTaBICHHs CTPAHUIIBI JJOKyMEHTa. B pexxnme « OOBIYHBINY CTPAHHIIBI OTIICJICHBI APYT
OT Jpyra NMyHKTHpHOW NuHHEH. B pexuve «Pa3MeTka CTpaHUIBD» CTPAHUIIBI BUIHBI
IIETMKOM, Kak eclii Obl OHM OBLTM HamedaTaHbl Ha Oymare. Kpome TOro, B 3TOM pexume
0TOOpaKaroOTCsl BCTaBJIEHHBIE B TEKCT Tpaduueckue o0bekThl (hoTorpadmu u pucyHku). B
MEPBOM PEXKUME YIOOHO paboTaTh C OOJBIIMMU JOKYMEHTaMH, BO BTOpOM -
MPOCMaTPUBATh TEKCT Mepell euaThio. Kakoi peskuM BBIOpATh - B OCHOBHOM JI€JIO BKYycCa.
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Macwra6

MacwTab
() 200%
O 75%

[paHsBONEHEIA:  100% |2

() N0 WMPMHE: CTPAHMLE!

Ofpazey

AaBbCeDdEeXxYyZz
AaBbCeDdEeXxYyZz
AaBbCeDdEeXxYyiz
AaPbCeDdEeixYyZz

T T AT ar 7

e

12 pt Times Mew Foman [

DK ][ OTMEHa ]

Puc. 6.

YroObl  yCTAaHOBUTh  MAaKCHMAJIBHO
yI00HBIH MaciiTad oTOOpakeHUs I peKuMa
«OObIUHBIH», B McHIO «Bua» menkaure Ha
nyHkTe «Macmrad» U B OTKPBIBLIIEMCS OKHE
yctaHoBute (¢uaxoxk «e» «I[lo mmpune
cTpaHulb (CM. puc. 6.).

Hnsa pexuma «Pa3zmerka cTpaHMUbI»
Macmtad  mpuaercs — noadupark.  Jlydme
YCTaHOBUTh TaKOW MaciiTad, 4ToObl TeKcT (6e3
noJiei) 3aHsUl BCIO IIMPUHY OKHA JOKYMEHTA.
[Ipu »5>TOM BO3MOXHO BBIOpaTh OJIUH U3

(GUKCUpOBaHHBIX MaclITadOB WM  BBECTH
HOJXOAd1Iee 3HaYeHue B CTPOKY
«IIpon3BOJILHBIIN».

MoxHO morpoboBath paboTath B pexumMe «Bo Bech sxkpan» (Menio — Bug — Bo
BeCh JKpaH). B 5ToM pexnMe Ha 3KpaHe MOHUTOpa OTOOpPA)XKAarOTCsl TOJBKO TEKCT
JOKYMEHTa M KHOIIKa BO3BpaTa B MPEALIECCTBOBABIINI PEKUM.

Coeéem. Ecnu Bama MbIIIb OCHAIICHA CKPOJJIMHIOM, TO BO3MOXHO HW3MCHAITDH
MaciTad OTO6pa)KeHI/I$[ Bpalli€CHUEM KOJICCa MBIIIU IIPpH Ha)KaTol Ha KJIIaBUaTyp€ KHOIIKC

Ctrl.

4. HaGop u peqakTupoBaHHue TEKCTA
Jlo Habopa TekcTa HEOOXOAMMO YCTaHOBUTh Bua okxHa (00buHO 3T0 Pa3merka

CTPAHHUIIbI),
dopmarupoBaHue).

a Ttakke CTHiab,

THI U pa3mep wmpudrta (maHelb HHCTPYMEHTOB

Ha60p TCKCTAa OCYHICCTBILCTCA Cpa3y 3633H6M. B koH1e 3633113 Ha>XUMaCTCs KJIaBHUIIIa

Enter.

Pa30ouenne u coefHeHHEe TEKCTOB.

Jlnst Toro, 4roObl pa30MTh CTPOKY Ha jBe 4YacTH (coxpaHuB «CTWib A03ama»),
HIepeBEIUTE Kypcop B Hy)KHOe MecTo U Haxkmute «Shift+Enter».

JInst coemMHEHUsT IBYX IOCIIEA0BATEIbHBIX CTPOK B OJHY YCTaHOBHTE KYpCOp B KOHEII
MIEPBOM CTPOKU U MCIOb3yiiTe Kinapuiny «Del» («Delete»).

PenakTupoBanue Tekcra.

Peoakmuposarnue mexcma o3HayaeT U3MCHECHHE COACPIKAHUA TCKCTA. Pe,[[aKTI/IpOBaHI/Ie

BKJIFOYAET B CeO4:

- yAaJeHue WK KOMUPOBaHUE (PParMEeHTOB TEKCTA;

- U3MEHEHUE MOPSIJIKa CIOB, IPEUIOKEHUN 1iu ab3aleB.

[Tpu npoBeeHNM ITUX ACUCTBHI HEOOXOIUMO BBIICTUTH (PPArMEHT TEKCTA.

YtoObl 6bidenumsv npou3eonvHulil hpacmenm cmpoxu, NOABEAUTE Kypcop K Hadaiy
WIM KOHIy (parMeHTa, M Ha)XkaB JICBYI0 KHONKY MBIIIH, MPOBEIUTE Kypcop 0
MPOTUBOIIOIIOKHOTO KOHIIA (hparMeHTa.

UtoObl 6bl0eums 00HO €080, IOJBEAUTE Kypcop K JO00H OyKBe ClOBa M JIBAXKIIBI

MCIKHUTEC MBIIITBIO.
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YToOsl 6b1denums cmpoKy, IOMECTUTE KypcOp MBIIIN CJIeBa OT TEKCTa BHE paboueit
oOnactu, rae Kypcop MeHseT (opMy, U IIEIKHUTE MBbILbIO. BbiaeneHne MoxXHO
pacupoCTPaHUTh HA HECKOJIBKO CTPOK, MEepeMeIasi Kypcop MBI BBEPX WU BHHU3 10
TEKCTY.

UtoOb1 6vldennumsb npeonoxncenue, Hano, yuepxupas HaxaTton kmaBuiry CTRL,
HIEJIKHYTh MBIIIBIO B JIIOOOM MECTE MPEI0KEHUS.

UToOBI @bl0erumsy abd3ay, yCTAaHOBUTE Kypcop K JIEBOMY Kparo CTPOKU TakK, YTOOBI OH
M3MEHMJT BUJI, TIOCJIE YEro JBAX/IbI IIETKHUTE MBIIIBIO.

[ns ewvldenenun HeckoabKo aod3aueé HANO PACIPOCTPAHUTH BBIICICHUE, IBAXIbI
IIEJKHYB U OCTaBUB HAXXaTOW KHOTKY MBIIIIH.

Becv 0okymenm MOXHO BBIJICIUTH C MOMOILBIO TPOMHOTO ILIETYKa B 30HE BbIACICHUS Y
JEBOTO Kpasi Tekcra B JIOOOM MecTe JOKYMEHTa, WM C TIOMOIIbIO MEHIO
(MpaBka—>Beiaeaurs Bee) win Menio — IlpaBka — BblneanTs Bcé Win coyeTaHUEM
knasuir Ctri+A.

ﬂ]l}l OMMEHDL 6blOETICHUSA Haao MCJIIKHYTH MBIIIIBIO B JIFOOOM MECTE TEKCTA.

WU3MEHEHUE MOPSJIKA CJIOB, IPEJAJOXEHUM, AB3AIIEB
OCYHECTBJIAETCA JIMBO C MIOMOIIIBIO KOMAH/I «ITPABKA»
(BBIAEJUTE TEKCT >MEHIO — [IPABKA — BBIPE3ATH -IIOCTABBTE
KYPCOP B MECTO BCTABKH —»IIPABKA - BCTABUTbH), JIMBO C
IMOMOIbIO NIEPETACKUBAHUA (BBIAEJIUTE TEKCT. YCTAHOBUTE
KYPCOP B ITIPABBI HUKHUM YT OJl ®PATMEHTA.HAYKAB JIEBYIO
KJIABUIIY MbIIIU ITIEPEMECTHUTD KYPCOP B HY’KHOE MECTO
BCTABKHU TEKCTA.).

KonupoBanmue Tekcra.

CymeCTBy}OT HECKOJIBKO CITOCOOOB MNCPCMCIUICHHNA NI KOIIMPOBAHUA q)paI‘MeHTOB TCKCTa
3a IIPCACIIbI 9KpaHa UK U3 OJHOI'O IOKYMCHTA B HPYFOﬁ:

1. Cnoco0 konmupoBaHMs U BCTABKH C MOMOIIBIO KOMaH]T MEHIO, B KOTOPOM HCIOJIb3YeTCs
Tak Ha3biBaeMblil «Bydep Oomena» (Meno—IIpaBka —>bydep O0MeHa) U KHONKH
naHenu uHCTpymMeHToB « KonupoBatb», «BeTaBUTBHY.

2. C momompbio KHOMOK «Bbipe3atby wunu «KommpoBatb». [l 3TOrO BBIIEIHTE
¢dbparmeHT TekcTa u Bbibepute komanay Meniwo—IIpaBka— Boipe3ats/KonupoBaTs;
3aTeM  YCTAHOBUTE Kypcop B  HYKHOE MECTO U  BbIOEpUTE  KOMaHIY
Menw—IIpaBka—>BcraBuTh.

3. C noMomnip0 KOHTEKCTHOTO MEHIO.

OI[HOBpeMeHHOG PACIIOJO0KCHNEC HCCKOJIBKHUX OKOH HAa 3KPaHE.

Jlns Gonee HArJsAHOW pabOTHl MHOTAA OBIBACT IIOJIC3HO PACHONONCUMb 6CEOTKPHITHIC
00KyMeHmbl Ha IKpane oonoepemenno. Jist sToro cieayer B MeHI0O «OKHO» BBIOpATh
KOMaHy «PacmosokuTh Bee» Wik « Y NOPSiI0YNTh Bee», <CpaBHUTH PSIJIOM C..>».

5. ®opmaTupoBaHue TEKCTA.
DopmamuposanueTekcra 3TO OINPEACICHUE PACIIONOKEHUS TEKCTa B IPOCTPAHCTBE
pabodero moJsi.

48



Bce komannpl (QopmMaThpoBaHUsSI  BBIOJHSIOTCS IS ab3ara. YtoOb1

oTdopMaTHPOBATH TPYNITy ab3a1eB UX HEOOXOAUMO BBIJICTUTh.

ececo

dopmaTupoBaHue ad3ana.

s hbopmaTupoBanus ab3ara He0OX0IMMO YCTAaHOBUTH Kypcop B JIr000e MecTo ab3ara, a
3aTeM BOCIIOJIb30BaThCs KOMaHI0oil MeHw— ®opmatr — Ao03au. B oTkpbIBIIEMCST OKHE
(dbopMaTupoBaHUs YCTAaHOBUTH CIIEIYIOIINE TApaMETPBhI:

- OOuue:
O THII 8bIPAGHUBAHUS MeKCma TIO KpasMm pabodero moins (10 JEBOMY
Kparo, 1o IEeHTY, M0 MPaBOMY Kpasi, TI0 IMUPHHE paboyero mos);
o Vposenv (mpucBoeHHE TEKCTy OIPENEIEHHOTO YPOBHS: OCHOBHOM
TEKCT, YpOBEHb 1, ypOBEHb2 U T.11.)
- Orcrym:
O YCTaHOBKa pa3MepoOB OTCTYIOB OT I'PaHUI] pabodero moJs;
O OTCTyIIa B KPACHOU cmpoKe ad3ana;
- NUuTepBan:
O yCTaHOBKa pa3MEpOB uHmepsanosnepeo u nocie abzaya (B ToUKax);
O YCTaHOBKAa MeXNCCmMpOuHO20 uHmepeana (ONUHAPHBINA, TTONYTOPHBIH,
JIBOMHON, MHOXUTENb (€clii MHTEepBal OOJIbIIE JBOMHOT0), MUHUMYM
WJIM TOYHO (€CJIM MHTEPBAJI MEHBIIIE OJJUHAPHOTO)).
AGsau 2 x|
OTCTYNEl H HHTEPBaNE! I MonoMeHHe Ha CTRaHMULE I

['panunpl a63ama u  ab3arHBIMA
OTCTYn (KpacHas CTpOKa) TaKxke
MOYXHO YCTaHOBHTH C TOMOIIBIO

OAWHe

;I YpoEEHE: I}“pDBEHb4 VI

BelpaEHHESHHE: II'ID NEEOMY KpaHD

OTCTYN

JIBHUXKOB Ha FOpI/ISOHTaJILHOI?'I

Cneea: ID M 5 I NEpESA CTROKA: Ha: HHHeﬁKe

cOopaga: ID [t E‘ I(He-r) LI I i’ :
I[J-Iﬂ YCTAaHOBKH MCIKCTPOYHBIX

MHTEpEaR
Nepea: m MEMAYCTPOHHEIM!  3HAYEHWe: HMHTCPBAJIOB H BbIpaBHUBAHHA
nocne: |3 nT E‘ | = a63aHeB 110 JICBOMY, IIpaBoOMYy
™ He AcGaEnATE MHTEREAN MEw Ay A03ALAMA ovopr Kparo, LEHTPUPOBAHUE u
O @Eﬁﬁﬂﬁ: BBIpaBHUBaHHUE a03areB o
oHHO

MHO¥MTENE IMUPUHC MOXXHO HUCITIOJIB30BAThH

Pasturiar TesTin Um vearis

TabvnauHa. .. I

DTMEHE

o |

KHOIIKH IMTaHCJIN HHCTPYMCHTOB.

Puc.7. OkHO ycTaHOBOK
koMaH il Popmart — Ad3aum.

Co31aHue CMUCKOB.

Uto06b1 0pOPMUTH TIEpEUNCICHUE B BUJIE CIIHCKA!
1. HaOepure 351eMEHTHI IEPEUNCIICHUS, PA3eIsisi HX CUMBOJIAMH KOHIIa a03aria;
2. Breinenure Bech TpeOyeMbIil TEKCT-CIHUCOK;
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3. Bribepere ommmio Menw—>®opmat, a B Heil 3arem onmuio «CIUCOK» U B
BbIBeIcHHOU (popme (Puc. 8. a)-B)) BbiOepuTEe HEOOXOTUMBIM BHUJ CIHUCKA:
«MapxkupoBaHHbIii», <HymepoBanHblii» 1 « MHOIr0ypOBHEBBI».

4. Ecnu mapaMmeTpbl CHUCKa, 3aJaHHBIE MO YMOJYaHHMIO ycTpauBaioT Bac, To
MEPEXO0JIUTE K CICIYIONIEMY TyHKTY.

NHaue BO3MOXXKHO HMX H3MEHUTH, IIEJIKHYB MO KHONKe «HM3MeHMTB» U B
OTKpbIBLICHCS (OpMe YCTAaHOBUTH HEOOXOJUMBIE MapaMmeTphbl chucka. B
JAHHOM ClIy4yae IIporpaMMa IO3BOJISIET CO3JaTh HYXHBIM CTWIb, ITyTEM
M3MEHEHMs mpudTa U CUMBOJIa MapKepa, MOJOKEHUsI MapKepa, MOJOKEHUe
TEKCTa, MHTEPBaIa MEXI1y TEKCTOM U MAPKEPOM.

5. Haxwmure knonky «OK».

Br1 nmonmyunTe HEOOXOUMBIN BU]T CITUCKA.

Ecnu MapkupoBaHHBIE WJIM HYMEPOBAaHHbIE CIIUCKU YK€ BBEACHBI, HO TpeOyeTcs ux
U3MEHUTH (TiepeMapkupoBaTh). To mpucTymaiiTe cpa3dy K BBINOJIHEHUIO IyHKTa 2
«Oghopmnenus nepeuucienus 6 gude CnUCKa».

Crmcok &3 cncox 3amath HyMeEpaluio Tepen
g I L e N e HayaJioM BBOJa ab3alma MOHO,

- b ’ ' s i :‘ MIETKHYB Ha KHOTIKE
| . . : > «HymepoBaHHBIii  CIHHCOK  TO

. > ‘ 3 w | ' ymoruannwy (i «Hymepamus»
. . > : : : ; . puc. 8 r1)). Ilpm nHymepamuu c
HCIIOIb30BaHUEM OykB Habepure
BMecTO IU(Dpbl «1» OYKBY «A» H

a) 6) HayuHaWTe BBOA Tekcra. Word
p— B P IIPOHYMEPYET BTOPOIi u
) » . nocieayromuye ab3anbl  OykBaMu

S — i— a— «B», «C» «D» u 1.1  Ecmu
F— = IIPOHYMEPOBATH nepBbIii  ab3arlg
@ | At | || e OykBoit «I», Word ycraHoBuT

9 HyMepaluo pUMCKUMHU udpamu.

i | Mrgr i | Cvcox crnedt

s
v

.
[Tpu BKITIOYEHHON HyMEPALIUU UITH

Puc. 8. MapKUPOBKE (MPU BKIIIOUEHUH B
HayvaJie BBOJ]a KHOIIKU
«MapKupoOBaHHBIH CIMCOK MO yMOM4aHu0» puc. 8. 1)) Word noacraBiser cTaHIapTHbIC
MapKepbl U COXPaHsIET 3aJaHHbII M0 YMOTYaHUIO UHTEPBAII MEXIY MapKEPOM WIIH YUCIIOM
Y TEKCTOM, CIIETYIOUIUM 32 HUM.

B)

Bo3moxHO, BEIOHpATh pa3inyHble CHMBOJIBI MAPKEPOB, OpMaT HyMepalluy WIH pa3Mep
WHTEPBAJIOB JI0 Hayajia BBOJIAa CITUCKA, a TAKXKE U3MEHAThH (hOpMY YK€ CYIIECTBYIOIIEro
CIIMCKa.
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Pa30unenue TekcTa HA KOJOHKH.

Korga Heo6xoauMo pa3ouTh CyIIeCTBYIOMIUM TEKCT Ha KOJIOHKUA HY>KHO BBIIETUTH TEKCT,
KOTOPBIA HE0OX0oAMMO TpeoOpa3oBaTh B KOJIOHKHU. 3aTeM BbIOpaTh: Menw—>Popmar—
Kosionku. Beibpath K0JIM4eCcTBO KOJOHOK. Y CTAHOBUTH PACCTOSTHHUE MEKTY KOJIOHKAMU.

. . Ecim wa opHOW cTpaHulle [OJDKEH OBITh

2
S—— pa3sMeEILEeH TEKCT B OJHY KOJIOHKY, a Jajiee TEKCT
Thn
g | e —— B HECKOJILKO KOJIOHOK, TO MEXIY 3THMHU YaCTIMU
B
TeKCTa C  pa3au4yHbiM  (HopMaTHpOBaAHUEM
0AHa ABE TpH  CAEBa  COpPaEa
HE00X0IMMO BCTaBUTH pa3pbiB
Yucno KonoHok:! 2
(BcraBka—Pa3pbiB —YCTaHOBUTH OIIMIO «HA
LUHpHHE H NpOME#y TOK Cbpazew o
HOMED:  LWMPpHHA: MPOMEXYTOK! TeKymeH CTpaHI/lIle»).

il 4,67 cH 1,25cH =

JIns  BCTaBKM NPUHYAWUTEIBHOTO  pa3pbiBa
MEXIYy CTPAaHHIAMM MOYKHO TaKXe BBIICIUTH

2 10,58 cm

[ konoHky oavHaKoE0H WHRHHED CTpPOKY, rac H€06X021PIM HpI/IHYJII/ITeJ'II)HI)If/'I
MIpHMEHHTE! < BLigeneHHOMy TekcTy | v (>xk€cTKMii) pa3pbIB CTPAHUIIBI U HAXKATh KHOIKU:
Prc. 9 «Ctrl+Enter». [ns Ttoro, urtobObl yOpaTh

NPUHYIUTENbHBIA Pa3pblB CTPAHUIBI MMOABEINTE
K HEMy Kypcop U HaxxmuTe KHOmKy «Deletex.

OoOpamJiienue TekcTa, U3MeHeHue uBeTa Ggona ad3amna.

Komanna «['paHumsl u 3aamBKay MeHIO «@DopMaTr» TpUMEHSETCS IS CO3JTaHUS
oOpamieHuii (paMoK) BOKpYT ab3areB, siueek TaOmauIlsl, rpaduku, pasaena J0KyMEeHTa WId
BCEro JOKyMeHTa. Takke JaHHas KOMaHAa MPHUMEHSETCS JUIsl M3MEHEHUs IBera (oHa
TEKCTa, ad3a1a uiu pUCYHKA.

HpI/I OTKPBITHHM OKHAa «rpaHI/IIlbl H 3AJIMBKA» IIOABIAIOTCA TPHU BKIAAKW: I'paHHUIA,
CTpaHHUlla U 3aJIMBKaA.

Brmanka «'panmmay CIy>kKHMT JiIs co3AaHuss 0OpaMIICHUH BOKPYT TEKCTOB, PUCYHKOB WJIH
a03areB.

Brnanka «CTpaHunay CIy>KUT Ui CO3/IaHusl OOpaMJIeHUH KO BCeMYy JOKYMEHTY WIH K
ero vactu (pazzaeny).

Bxnanka «3anuBKay CIYKUT IJIsd UBMCHCHHUA [IBCTA (1)0Ha TCKCTAa, pPUCYHKA HUIIN a63aua.

Ha Brianke «I'panmnay» B pasnene « THm» BbIOMpAcTCsl HY)KHBIA THIT YCTaHABIUBAEMOTO
oOpaMJyIeHUS:

— nyHKT «Her» ynanser Bce oOpaMieHHs BbIICTICHHBIX a03alleB;

— nyHKT «PaMkay BCTaBiseT paMKy BOKpPYT BbIJICICHHBIX a03alleB;

— nyHKT «TeHb» co3aeT oOpamiieHHe UIIH paMKy C TEHbIO;

— nyHKT «O0béMHam» co3aeT 00bEMHOE 0OpamIiIeHHEe BOKPYT BBIJICJIEHHOTO TEKCTA;
—  IYyHKT «Jlpyrasi» mo3BojsieT co3AaTh MPOU3BOJIBHOE OOpaMIICHHE;

—  myHKT « Tum» mo3BosisieT BBIOpaTh HY>KHBIA TUIT IMHUU U1 OOpaMIICHHS;

— myHKT «LIBeT» mo3BossieT BHIOpaTh HYKHBIHN IIBET JTMHUIA;

— nyHKT «IIupuHay» T03BOJISET BHIOPATh HYKHBIN CTUIIb JTUHUM.
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Paznen «OOpa3sen» MOKa3bpIBaeT, Kak OyAE€T BBIMJISAECTb JOKYMEHT, €CIU K HEMY
MIPUMEHUTHh BBIOpaHHBIE KOMaH/Abl. UTOOBI 100aBUTH WIM YIAIUTh OOpamiieHus ab3alles,
g4eek TaOJMIbl, HEOOXOJMMO IWIENKHYTh B HYKHBIX MECTaxX Ha MOJEIU B TpyIIe
«O0pazew».

C nomompto pasaena «I[IpuMeHUTh K» BO3MOXKHO BBIOpAaTh NPUMEHEHHE OOpaMJIEeHUH K
TEeKCTy, PUCYHKY, a03amy (Bkiaaka «['paHumax»)unu K pasfeny AOKYMEHTa, KO BCEMY
JIOKYMEHTY (Ha BKIaake « CTpaHHIa»).

C nomompto onmuu «JIMHUA» MOKHO A00aBIATh WIM YIAIATh JUHUM OOpaMieHUs U
BBIOMpATh UX CTUJIb U 1IBET.

Knornka «IlapameTpebi» 3a1aeT TpeOyeMoe pacCTOSHIE OT TEKCTa JI0 0OpaMIICHUSI.

N3MeHeHMe HATIEYATAHHBIX CHMBOJIOB (CTPOYHBbIE OYKBbI HA NPONMCHBIE U JP.).

Komanna Menwo — ®@opmar— PerucrTp 1no3BojsieT 3aMEHATh BBIICICHHBIE CHMBOJIBI HA
MPOMHUCHBIE OYKBBI, HA CTPOYHBIC OYKBBI UM X KOMOMHAITHIO:

1. C momompio onmuu «Kak B mpemioxeHusix» TmepBas OykBa TEpBOTO CJOBa
BBIJICJICHHOTO TIPEJIOKCHHUST WM TIEPBOTO CJIOBA IMOCJE KOHIA MPEAIOKEHUSI CTAHOBUTCS
MIPOIIUCHOM.

2. C moMOIIbI0 KOMaH]Ibl «BC€ CTPOYHBIE» BCE OYKBBI BBIJICICHHOI'O TEKCTAa CTAHOBITCS
CTPOYHBIMU.

3. C nmomompio komaHasl «BCE TNPOIIMCHBIE» Bce OyKBBI BBIJICJICHHOTO TEKCTa
CTAHOBSITCSI IPOMMCHBIMHU.

4. C nomomisto komauasl «KHAUHUHATDB C IMPOIMUCHBIX» mnepBas OykBa KakI0TO
CJIOBA BBIJIJICHHOTO TEKCTa CTAHOBUTCS ITPOITUCHOM.

5. Ommus «3AMEHUTDB PET'UCTP» 3amenHsieT B BbIICTIEHHOM TEKCTE BCE MPOIHCHBIC
Ha CTPOYHBIE U BCE CTPOYHBIC HA MPOMUCHBIC OYKBBHI.

HN3MeHnenue U co3anne CTUIA

CTujieM HasbiBaeTcs Ha0Op mapamMeTpoB (POPMATUPOBAHUS, KOTOPHIA MPUMEHSETCS
K TEKCTy, TaOauIlaM W CHHCKaM, YTOOBl OBICTPO M3MEHUTh HMX BHEMHWK Bui. CTuiu
MO3BOJIIOT OJJHUM JIEUCTBHEM NMPUMEHUTH CPa3y BCIO IPYIITy aTpuOyTOB POpMATUPOBAHUS.
Hampumep, Bmecto GopmaTupoBaHus Ha3BaHUS B TPU IpHEMa, KOTJa CHadaja 3aJaeTcs
pasMep 16 myHkTOB, 3aTeM mpudT Arial u, HaKoHell, BBIpAaBHUBAHUE IO LIEHTPY, TO Ke
caMo€ MOHO CJIeJIaTh OJTHOBPEMEHHO, IPUMEHUB CTUJIb 3ar0JIOBKA.
Hwuxe npuBeneHbl TUIIBI CTUIIEH, KOTOPBIE MOKHO CO31aTh U IPUMEHUTb.

e Cruip ab3a11a MOJHOCTHIO ONpPEAEIsieT BHEIHUI BU ab3a1ia, TO €CTh BEIpABHHUBAHUE
TEKCTa, TO3UIUHU TaOYIISIIIIK, MEXKAYCTPOUHBIA UHTEPBAJ M TPAHUIIBI, & TAKKE MOXKET
BKJIOUaTh (HOPMATUPOBAHUE 3HAKOB.

e Crunp 3Haka 3amaeT (popmMaTHUpOBAHWE BBIJCICHHOTO (parMeHTa TEKCTa BHYTPHU
ab3ara, ompeneisisi TakMe TNapaMeTpbl TEKCTa, Kak Mmpudt U pasmep, a Takke
MOJIYKUPHOE U KypCUBHOE HauepTaHHUE.

e Crwib TaOnuIbl 337]a€T BUJI TPAHUII, 3aJTUBKY, BRBIpPABHUBAHUE TEKCTA U MIPUPTHI.

e Crunp cnucka NpUMEHSET OJWHAKOBOE BHIPABHHUBAHUE, 3HAKU HYMEpAlMU WU
MapKepbl U MPUDTH KO BCEM CITUCKAM.
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Jlnst n3MeHeHUusl CTHJIA HE00XOAUMO:

1. BriOpatk koManay Mento — ®@opmar— Ctuiin U (opMaTUpOBaHUE.

2. UlenkauTe CTHIB, KOTOPBIH TpeOyeTcs W3MEHHUTh, MTPABON KHOMKON MBIIIH, a 3aTeM

BbIOEpUTE KOMaHay U3MeHHTb.

Bri6epuTe Hy)KHBIE TapaMeTPBHI.

4. Jlns mpocMOTpa JOMOJHUTENBHBIX apaMeTPOB HAXKMUTE KHONKY dopMmar, a 3aTeM
BbIOepuTe aTpulyt, Hanpumep Lpudt wnu Hymepaunms, xoTopwlii Tpedyercs
WU3MEHHUTb.

5. Tlocne m3menenus atpubyra HakmMuTe kKHOnky OK, a 3aTeM M3MEHUTE TaKUM KE
o0pa3oM ocTanbHble aTPUOYTHI.

w

JlJis1 co31aHusl HOBOT'O CTHJISAA HY’KHO:

Bri6pats komangy Mento — ®@opmar— Ctuiin U GopMaTupoBaHUE.
B o6nactu 3amau Ctunu u popmatupoBanue HaxMuTe KHOTIKY Co3/1aHUe CTHIIA.
B none Uma BBeauTe UMS CTHIIA.
BrimmonHuTe ONHO W3 CHEAYIOMIMX NEUCTBUM, I TOrO BJIEMEHTAa I KOTOPOTO
CO3MaETCA CTUID:
o B cnucke Ctuab BeiOepuTe 3HaKa.
o B mone Ctuisb BeiOepuTe Ad3ana.
o B none Ctuab BeiOepute Tadauubl.
o B mone Ctuisb BeiOepuTe Cnimcka.
5. BriOepute HyXHbIE MapaMmeTpbl WIM HaXMUTE KHONKY dopMar mjisi MpocMOTpa
JOTIOJTHUTEIbHBIX IAPAMETPOB.
JIns moylydeHusi CIPAaBOYHBIX CBEAEHUM O NapamMeTpe HaXXMUTE KHOIIKY C
BOIIPOCHUTENIBHBIM 3HAKOM, a 3aTEM IIEJIKHUTE UHTEPECYIOIIUI TapamMeTp.

> wnh e

Cogem. Eciu B xadecTBE OCHOBBI JUISI CO3/IaHMSI CTWJISL CIMCKA, CTWIIS ab3ama wuiu
CTWJIS 3HaKa TpeOyeTcsl UCIOJIb30BaTh YK€ OT(HOPMATUPOBAHHBIA TEKCT, BBIJIEIUTE 3TOT
TEKCT, a 3aTeM CO3JIaliTe HOBBIM CTWIb Ha OCHOBE (OPMATHUPOBAHMS U JPYTHX CBOWMCTB
BBIJITICHHOTO TEKCTA.

6. Coxpanenue nokymenta MICROSOFT WORD.

CoxpaHHTh JOKYMEHT, CO3/1aHHbIi B mporpamme Microsoft Word Bo3amosxHO TOJIEKO
B BHJIE AJIEKTPOHHOTO (aiina, T.e. AJIEKTPOHHOro aoKymeHTa. COXpaHSTh CO3/1aBaeMblit
¢aiin cienyer moyaiie, a emie Jydiie BKIOYUTh PEXKUM aBTOCOXpaHeHUs. Eciu koMmbroTep
«3aBUCHET» WM OTKJIIOYUTCS DJJIEKTPONHTAaHME, OoJbllias YacTh WHGOpManuu Oyner
cnaceHa. Ho aJieKTpOHHBIN JOKYMEHT UMEET CBOU CHEeU(PUIECKHE OCOOEHHOCTH U TIPEKIE
YeM €ro COXPaHITh HEOOXOIUMO PACCMOTPETh 3TU OCOOCHHOCTH U CTPOTO MX YUUTHIBATH B
IIPOLIECCE COXPAHEHMSL.

DNEKTPOHHBIN JTOKYMEHT, KaK M BCAKUH JOKYMEHT JOJDKEH UMETh CBOU CTPOTHUE
UICHTU(PUKAIMOHHBIC TPU3HAKH.

HasBanue ¢aiina — 310 cBoero poga « TUTYIBHBIN JTUCT» ANEKTPOHHOTO TOKyMEHTA.
[TosTomy chopMupOBaHHBIA TOKYMEHT HEOOXOJMMO COXPAHUTh B BUJAE (ailna B HyHCHOU
nanke v OJ HYy*CHbIM UMEHEM.

Wms mo0oro aiina nomkHo HaunHaThes ¢ Bameit pamunum, nHanpumep, « Cuaopos-
OTtuer o s1a6.padore.doCy. Jns mepBOHAYAILHOTO COXpPAHEHUs CBOero (aiiia Hamo Jmbo
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HIEJIKHYTh JIEBOW KiaBumied Mpiiu 1o KHonke «Coxpanutb» Ha «Ilanenn
uHcTpymMenToBy» (Puc. 10.), 1160 menakuyTh mo onuuu «®aiin MEHIO U B OTKPBIBIIEMCS
BCILIBIBAIOIIEM MEHIO BbIOpaTh onuuio « Coxpanutsy» (Puc. 10).
ECJIH BBI IIPOJIEPKUTE KYPCOP MABIIIIH OKOJIO KHOIIKH HA IIAHEJTH
HHCTPYMEHTOB BOJIEE 3 CEKYH/I, TO BCILUIBIBAIOIIIAA I10/ICKA3KA
YKA’KET BAM HA EE ®YHKI[HH (PHUC.11.).

Ha Puc.11. orobpaxeHa BCIuIbIBaroIIas MOACKa3Ka.

Knomnka «CoXpaHuTh
EE‘ Opaeia BMA  BrTaeka  OopMat  Cepeuc Ta
/ ] Cosaate.. li
. L Qmepeits... O .
] Dowysee H11 - Microsoft Word I — ¢
B —|H CnxpaHHTE N ct+s [
: dafin [pasga  Bwa Boraska dopm | — N '
(@4 CoxpanMTh Kak seB-cTpaHALY. .. I
E I,J lj I_& _.‘_.ﬂ | '.5 Ii | ‘? ﬂ m Mowck ainoe. ..
PaspeweHHa \
i Ay Ofiem Times Mew Foman i N Orms «Coxparnrsy
S — CI:I}:I:IEHHTbI MpeABaPHTENEHEIN NPOCMOTR Be0-CTRaHHLLL! \\
MapaMeTpe! CTRAHALEL .. i
(& MpeasapuTensHeli npackoTp
=4 Oedathb... Chrl+P
PHC' 10 QTNpaEHTE. »
CBOHCTES
1Dv...1_BeeasHMe-PeAakTHROEAHHOE-02. doc
Puc. 11.

[Tocne npoBeaeHus ykazaHHBIX JEHCTBUI Ha 3KkpaHe nosBUTCS popma «CoxpaHeHHe
noxkymentay (Puc. 11.). B Heli Heo6xoauMoO ykazaTh uMsl (¢aiiia, moJ KOTOPHIM HYKHO €ro
COXPaHsTh, U BHIOPATH MaIKy, B KOTOPO OyJIeT COXPaHSITh 3TOT (aii.

[To ymonmuanuro Word npeyaraet B KayeCTBE UMEHHU JIOKyMEHTA CIIOBOCOUYETAHUE, C
KOTOPOT0 HAa4YMHAETCS TEKCT JOKyMeHTa. Mmsi mo ymomyaHMIO Bcerja IMOJACBEYEHO. JTO
O3HaYaeT, 4YTO BO3MOXKHO cpa3y HaOpaTh HOBOE HMS COXPaHAEMOIrO JOKyMEHTa —
pexkomMeHioBaHHOEe Bam BhIIe.

CoxpaHeHHe JoKYMeHTa @@
‘B OTYETH 0 NaBopaTopHEr: paBoTax v‘ @ -3 Q X = EF - ceponc~

a

* =
3 3

=

o

MoK NocneAHHE o
AOKYMEHTE] Hwmst BI)IG]JHHHOPI TTAIKIT

i |

Pafiomi cTon

¢

Mau
ACKYMEHTE!

[ 3anaBaemoe uMs (aitna
KOMABHTED

<« /

1A dhakina: ‘lenpna OT4eTo naMaﬁnTe.dﬂc ~ | I COXPaAHHTE 1

¢

Moe ceTesoe
okpywestte | Tndafina: [ focynent word (%c) 7 [ Omrena ]

Puc. 12.

Cogem. Bcerjja BHUMATENbHO NIPOBEPSNTE, B KAKOM NAaNKe U MOJ KaKUM UMEHEM Brl
coxpansiere Bamm ¢aiinel. 910 mM36aBuT Bac moTtom OT WX MOWCKa MO BCEH MUCKaM U
TarKam.
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B ¢opme na Puc. 12 menaiime monvko Ha3eanue paiinia, He MeHAUmMe u He
YHuumoscaiime e2o pacuwiupenus «.doc», amo 6ydem 60CHPUHAMO DPEOAKMOPOM KaK
owuoKa.

W, HakoHel, coxpaHsis HaMMEHOBaHUE BceX cBouX (haillloB co cBoed (ammiuwy,
(Harmpumep, daitn «CugopoB OTveT 0 J1ad.padore.dOC») - 3TO, BO-IEPBBIX, MO3BOJMT
Bceraa ObICTPO UX UACHTHU(PHUIMPOBATH, BO-BTOPHIX, MMO3BOJIUT MPENOJIABATENI0 0€3 KaKuX-
IM00 JTOTMOJIHUTENBHBIX JAEUCTBUIl coOpaTh (ailfibl CTYyIEHTOB OAHOW WM HECKOJBKHX
Ipynn B OAHOM Mamnke W cpa3y OTIUMYMUTH (pallibl OJHOrO CTyAeHTa OT (alIoB JPYyrux
cTyneHToB (puc. 13.), u, B-TpeThbUX, NPAaKTHUECKU Bcerjaa Haltu Bamum ¢aiinsl ¢ moMonisio
onuuu «Ilouck» B ToMm ciydae, eciu Bel 3anmucanu ux He B Ty manky uiu npu cooe I1K

(puc. 14).

& Inagxon 10.M Q@@ ‘ 3
Mafin  Mpaeka Bua  MsbpanHoe  Cepeuc  Cripaska ff l pE!yﬂhTﬂThl noucka Q@@
. “ » L
c Hasaa - >) [I £ ) Homoe l{ i - Oafin  [paeka Bug  beGpadHoe  Cepewc }F
£ . »
Anpec: |@ CiiMom gokyreHTel\M nagkos K2, M V| Mepexog Q‘ J l.t p Mawek:
4| Bynrakoga OTueT o nad. pafiote.doc -
lﬂ_]BDnmcoBa OT4eT o nad. patoTe.doc Aapec: | d PezynbTaTel NOMCKE V| Mepexog,
lﬂ_]MyﬁnHuB OTueT o nafl. pabiore.doc %
Yrobi
@Myxameﬂ.mar—msa OTueT o naf, paboTe,doc Flomouyse no owcicy TORSIMpHETIMTE A
lﬂ_]CaﬁnTDE OT4eT o nald. patioTe.doc
@Tpenblxanm—ca OTueT o naf, paboTe,doc MpOH3BECTH NOKCK NO A
ﬂ 0JHOMY WK BCEM
- man e i —emem KPHTEpUAN.
YaCTh HMeHH diarina KK MM
thafing uenmron:
ITepeueHs ¢ailnoB cTyIEHTOB 3 s
aZTaHue 00JIaCTu
Irpynibl B Hallke y MpernoaaBaTeiis Cnogo Wk pasa & hading:
HOKCKa 10 (haMuInu
Mo 1
Puc.13. s e
@ o (CoDuEF)
Korna bbinm v
Puc. 14.

[Ipyn yacTOM HCHOJIB30BAaHUU SJIEKTPOHHBIN JOKYMEHT «3acOpsieTCsl» HEHYKHOU U
HeBUIUMOM nHpopmanueit. [leno B TOM, 4TO MpU yCTaHOBJIECHHOM Mapamerpe «Pa3pemuTsb
ObicTpoe coxpaHeHue» Word coxpaHseT Bce HM3MEHEHUS, KOTOpPbIE MPOUCXOJIUIH C
JIOKYMeHTOM. B pesynpTaTe «HE0OOCHOBaHHO» pacTeT pasmep ¢aiiina. UtoObl 3TOrO
n30eXaTh, MEPUOJUYECKH COXpaHSINTE JOKYMEHT C MOMOIIbI0 KoMaHAbl «COXpaHHUTH
Kak...» MeHIO «@aiiay». [Ipu 3ToM MOKHO COXpaHsATh (haiiil «IOBEPX» CYIIECTBYIOIIETO, T.€.
B TOH K€ MANKe U MOJ TeM K€ UMEHEM.

7. 3anoaHenue ¢gopMbl cBoiicTBa (aiiia.

Hns  3anonaenust Gopmbl «CBolicTBay (Daiiia HaANEKUT BBI3BATh B OKOHHOM
Menw— @aiia — CpoiicTBa. Bee okHa 3T0it opMBI clieyeT 3anoHATh B COOTBETCTBUU
C MpUBEICHHBIM Ha puc. 15. oOpaszmom. CremyeT 3HaTh, 4TO TPH TOJABEACHUH Kypcopa
Mpi K (aimy B okHe WINdOWS mosBisieTcss paMKa CO  BCEMH OCHOBHBIMH
UICHTH(PUKAIMOHHBIMU TMapameTpaMu 3Toro (aitna puc. 16. bonee moapodbHo co BceMu
nmapaMeTrpaM co3JaHHOro (aiiia MOXKHO BCErJa MOXKHO O3HAKOMHTHCS, OTKPBIB OIIIHIO
«CpoiicTBa» — 3akinaaku «Oommue», «/lokymenT», «Crarucruka», «CocraBy U
«IIpouune».
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10.

CeoiicTBa: _BeegeHne-Pegaktnpo...

Ofwpe | AOKYMEHT | CTatkcTHia | CocTas || Mpodne

HazsaHne: BeeasH1e

Tema: MHopmaTHica

AETOP: naagos KM, L e e+ et e s e e e e =
] _Pesgerme-PesakTipoeadHoe UACTE 6.dac % Puc.12.3-24.brn

PyrosoAHTENE! Kyne6a B.B., Mypomues BB, @Windows.doc = Pur.13-24 b
YupenAsHHE PITY 4| BEsgeHme-MnogHsk. doc Tun: Oowymed Microsoft Ward ul
lﬂl]rnaﬂmBMD_l.ch AgTop: Mnagkoe KoM, P
ipyeria: Katbenpa MIMY B naakoehHo_2.doc Jaronceok: BeeleHve-PelakTpoBaHHOE-HacTe 6 0
) MacT Microsoft Excelxls Tema: WMHhopmaTiia a]
FnHueeks cioea; | MHDOPMATHIS, ONEPaUMOHHEA CHETEMS lﬂ_l]ﬂmeparypa M21.doc KMzmeHeH: 05.04.2006 11:41 ]
: 5 MeToaueckie ykazaHa EXCEL dac Pazmep: 823 KB h

FaMETEH! PYKOBOACTED ANA OHOPHNSHHA 0THETOE i
N nabopaTopHEM paboTan, 1HartarnRHAAT AN “al Puar 20-74.hmn
Puc. 16.

Baza
THNEPCCHIKH;
WafnoH: Morrnal, dot

[] CosaaTh PHEYHOR ANA MPEABSPHTENEHOTO NPOCMETRE

Puc. 15

3ananus Kk JaboparopHoi padore.
Yacrs |

O3HaKOMBTECh C TEOPETUYECKUM MUHUMYMOM (OTIMICAHHBIM BBIIIIC) TSI BHITTOJIHCHUS
JaHHOM J1abopaTopHOIl pabOTHI.

Otkpoiite nanky «MOU JOKYMEHTDbI».
Nnu na cereBom nucke otkporte manky «STUDENTS» — «Ne Bameit rpynnbi».

Ortkpoiite manky «®HCB» B nanke «MOU IOKYMEHTDbI» / «Ne Bameii
rpynnby. (mupexkropusi «®HCBy co3nanHas B 1abopatopHoit padote Ne 1-
«DAMUJINSAn HOMEP (Bamero) CTY AEHUECKOI'O BUJIETA» - Hanmpumep:
HBanoBa-1245-05).

Coznaiite manky «JIad.padora-3» BHyTpH nanku «@HCB».

Co3nath HOBBIN (haii B TekcToBOM peaakrope Microsoft Word nnasosure ero
«@amnins_BapuantNe» .

BreimmoanuTe 3agaHus 110 OIHOMY M3 BAPpUAHTOB.

OdopmuTe BBITOTHEHHBIC 3aaHUs KaK OTYET. [[71s1 3TOro mepea TeKCTaMu 3a1aHui
CO3/1alTE TUTYJIbHBIN JIUCT.

ITokaxxutre oTueT IIpCIIoAaBaTCIIro.

[Tpuctynure k BeimojgHeHHuo 9acTH |l mabopaTopHBIX paboT.
Yacrts ||

CoznaTh HOBBIH (haiin B TeKCTOBOM penakTope Microsoft Word u ckonupyiite B HETo
TEKCT JoroBopa u3 (aiina «/loroBop-nocraBkm».

OTpenakTupyite JaHHBINA JOTOBOP CIEIYIONIUM 00Pa3oM:

[IpuBecTH B OpsIIOK B TEKCTE JToroBopa Bee mpudThl. (T.e. TekeT qoroBopa a.0. HAOUT

OJIHUM BHJIOM HIPU(TOB).
OObenuHUTE B MyHKTE 2 JOTOBOPA BCE MPEUIOKEHUS B OJIMH ad3ail.

B mynkTe 3 B mepBOM MpeayioKeHUH U B IIyHKTE 4 BO BTOPOM ab3alie UCTIpaBbTe
PEruCTp U OTPENAKTUPYHUTE UX B COOTBETCTBUU C ITPABUIIAMH PYCCKOIO SI3bIKA.

56



10.

11.

12.

13.

14.

15.

B nynkre 5 B paznene «OTBeTCTBEHHOCTH MPOAABIA B CJIy4Yae U3BATHS TOBapa 'y
NMOKYIATeJIs» [TOCTaBUTh a03albl B COOTBETCTBUH HX MOPAIKOBOMY HOMEPY 10
CITUCKY.

B nynkre 5 B paznene «O053aHHOCTH MOKYIATENs U MOCTAaBUIMKA B CIy4yae
MpEeAbSIBICHUS UCKa 00 U3BSATUU TOBapa» pa3ienuTh ad3all Ha 3 ab3aria.

B nynkTe 5 u3 pa3znenoB co3gate MapKUPOBAHHBIN CIIUCOK U U3MEHUTH I[BET
HAaIMCAHMS PA3JeJIOB HA CUHUM:

e OO53aHHOCTH NOCTAaBILIMKa MepeaaTh TOBAp CBOOOIHBIM OT IIPaB TPETHUX JIULL;
e OTBETCTBEHHOCTh MIOCTABILMKA B CIIy4ae U3bIATHSI TOBapa y MOKyHaTes;

e (0s3aHHOCTH IMMOKYIIAaTCJIA U MOCTAaBIINKA B CIIydac MPCABABICHUSA NCKa 00 M3BIATHHN

TOBapa;

Otxkpoiite daiin «PparMeHT», paclonokUTe OKHA 3TOro ¢aitna u daiina «/Jorosop-
NMOCTABKM» OTKPBITHIMU OJJHOBPEMEHHO Ha 3kpane. HaliguTe TpeOyromuil pegakuuu
(dparmeHT Tekcrta B (aiine «/loroBop-nocraBkm» 1 OTpelaKTUPYUTE €ro B
COOTBETCTBUU C (haiiiom «PparmMeHT». (3aMEHUTh MHOTOTOYHS COOTBETCTBYIOIIUMU
CIIOBaMH, YTO ObI MOJYYHJICS TEKCT KaK B TIOKYMEHTE « DparMeHT» ).

B nynkTe 3 BTOpO# ab3all BEIICTUTE KPACHBIM I[BETOM M OT(HOPMATUPYHUTE €T0 C
MIOMOIIBIO JTMHEHKH CIICTYIONTUM 00pa30M: JIEBBIN OTCTYI 2 CM., TIPABBIH - 2 CM, OTCTYT
B KpacHoM cTpoke - 1,5 cM., MEeXXCTpOUHBIM UHTEpBa - 2, mocie ab3ana oTcTyn - 7 OT.

B nynkre 5 B paznene «O0sS3aHHOCTH MOKYTAaTeNs U MOCTABIMKA B CITy4yae
IpeIbsBICHUS UCKa 00 U3BATUU TOBapa» MEPBBIN a03al] BbIIEIUTh KPACHBIM I[BETOM U
0oT(QOpMaTUPOBATH €ro CIAECAYIOLUIUM 00pPa30M:

a03al1 10JKeH OBITh BHIPOBHEH I10 MIPABOMY Kparo, OTCTYIA B KPACHOM CTPOKE HET,
JeBasi TpaHula - 2 cM, MpaBas - 3 cM, MEKCTPOUHBII HHTEepBaJ (TOYHO) -15 nT.

B nynkrte 6 BTOpOIi a03all BbIAEINUTE KPACHBIM LIBETOM U OT(hOpMaTHPYITE ero
CJIETYIOIINM 00pa30oM: YCTAaHOBUTH MEXCTPOUHOE PACCTOSIHUE B 2 MHTEpBaJIa, CAENaTh
oTcTyn nepen ab3aiem B 4 UHTepBaa, a mocie ad3ama - 3 uHTepBaa.

B nynkre 7 ab3an cneayet orgopMaTUpOBATh CIEAYIONIMM 00pa30oM U BBIJCIUTD
TaHHBINA a03a1] KPaCHBIM LIBETOM:

a063al1 10JKEeH OBITh BHIPOBHEH 110 00EUM CTOpPOHAM (IO IIUPHUHE) U UMETH OTCTYI B
KpacHoii cTpoke 1,5 cM, MeXCTpOUHBIN UHTEpBal -1 UHTEepBa.

Co3znaiite oOpamiIeHHE K TEKCTY JJIs ITOCJICIHETo ab3alia MmyHKTa 8 U sl TeKCTa
nyHkTa 9. Jlyig mociaeaHero ad3ana myHKTa 8 U3MEHUTE PacCTOSHUE JI0 TEKCTa
obpamieHus ab3ara.

Jlnis TpeThero ab3ara myHkTa 8§ co3naiTe COOCTBEHHBIN CTHIb. J{JIs ’TOTO U3MEHHTE
CTHJIb TEPBBI TakuM o0pazom (Bocnonb3yliteck paznenom Menw — ®@opmart —
Ctum u popMaTupoBaHue):

e TeKcT, 0OPMIICHHBIN JaHHBIM CTUIIEM, oJKeH uMeTh mpudT Times New Roman ,

pasmep 12, 3enEHbIil LBET;

® TEKCT JOJDKEH MMETh BBIPABHUBAHME 110 IIUPHUHE;
® MEKCTPOYHBIA MHTEPBAJ - IBOWHOM;

e upHTepBai nepex 6 0T, nocie 6 0t;
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16.
11.
17.

18.
19.
20.

~NOoO oTh wWwN -

e orcTyn caesa 1,25 cm.
[TynkT 10 — pa30uTh TEKCT Ha JABE KOJOHKHU.
[Tokakure pe3yapTar NpernoaaBaTeio.

A Tenepb BHUMATEIBHO TOCMOTPUTE HA TEKCT IOroBopa. Bac ycrpauaet ero Bua?
CxonupyiTe TaHHBIN JOTOBOP HMKE U CO3/IAUTE €r0 B €UHOM CTHIIE.

BcTraBpTe Mex 1y 1OroBOpaMu MPUHYIUTEIbHBIN pa3pblB CTPAHULL.
Tokakure CO3TAHHBIA OTYET MPENOIABATEIIO.

BBIKITIOUNTE KOMIIBIOTEP, IPUBECTHU B MOPSIOK pabouee MeCTo.

KoHTpoJibHBIC BONIPOCHI.

. [lepeuncnure ocHoBHBIE QyHKIMH penakTopa MSWord?

. Uro Takoe paboyast 001acTh CTpAHULIbI?

. Kak Hactpouts Buz 3kpana?

. Uto Takoe nmaHesld HHCTPYMEHTOB U Kakue OHU ObIBalOT?

. UTO BXOJIUT B MOHATHE PEAAKTUPOBAHUE TEKCTa?

. Kakue crioco0Obl BbIieTIEeHUS! BCETO TEKCTA JOKYMEHTA Bbl 3HaeTe?

. Kakum 06pa3zom MOKHO pacroyioKUTh BCE OTKPBIThIE JOKYMEHThI Ha SKpaHe

OJIHOBPEMEHHO?

8. IMepeunciure ciocoObl KOMUPOBAHUS/TICPEMEIIICHUS TEKCTA U3 OJTHOTO JOKYMEHTA B
Ipyroiu?

9. Uro BX0aUT B NOHATHE (POpMATUPOBAaHUE TEKCTA?

10. Kakwue BUIBI CIIMCKOB BEI 3HaeTe?

11. Kak co3gaTh aBTOMaTHYECKU CIIUCOK?

12. Kak pa30uTh TEKCT Ha KOJIOHKHU?

13. [ns gero cimyxut koMmanaa «Peructp» mento «Dopmar»?

14, Kaxkue MOXHO co3aaTh 0OpaMiIeHUs BOKPYT a03arieB?

15. Tlepeuuncnute ciocoObl popMaTHPOBAHHS a03a1eB?

16. Kak pa30uTh CTpOKY Ha JIB€ YaCTH — COXpaHss CTHIb a03alia U He COXpaHss CTHIIb
a03arma?

17. Yto takoe ctuib? Kakue napamerpsl ctuiisi Bel 3HaeTe?

18. Kak coxpauuth gokymeat B MSWord?

Bapuant Ne 1.

B mnynkrax 3agains PABOUYMM TEKCT 3AJIAHMScunmii. Bel komupyere 3TOT
tekcT. BeraBnsere ero nmocie PABOYEI'O TEKCTA 3AJJAHUS. Mensere ero 1per
Ha3zeJéHbIN(B MyHKTE 2 MOKa3aH MpUMeEp KonmupoBaHus). BeimonHsere 3amanue. U Tak
BBITIONTHSIETE KXKIBIN MyHKT 3aJaHHUS.

1. BcraBpTe moa myHkTOM «CamocTosiTeNbHa pabota» cBO0 (gamuinio U No rpyrisl.
Huxe nocraBbTe Ne cBoero cryzieHuecKoro ouiera.

2. Crnenyrommuii TEKCT, MPEACTABhTE B BUJIE YCTBEPOCTHIIIHIA:
VY aykomophbs 1y0 3€1eHBIH, 371aTas 1enb Ha 1yoe ToM. Y THeM 1 HOYbIO

KOT y4YeHbII Bce XOauT 1o uenu Kpyrom.
Tam B Mope napyca IIyTajay, 1 HEOPUYaCTHBIE XKape,

MCI[JII/ITCHBHO OBCIIN IIJIaTaHbl U1 OCBhIIIAJIMCh B H0516pe.
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VY naykomopsbs 1y0 3€1€eHbIH, 31aTas 1emnb Ha 1yoe ToM. U THeM U HOUbIO
KOT Y4Y€HbIH Bce XoauT 1o uenu Kpyrom.

Tam B Mope mapyca IIyTajau, 1 HEpU4acTHbIE Kape,

MenuTenbHO HBEIH TUIATaHbI U OCBHIMAIUCH B HOSIOpE.

3. B cnenmyromem TeKCTe paccTaBbTe CTpokd 1o andasuty. ([lanHoe 3amanme
HEOOXOJIMMO BBIMOJTHUTH  C TOMOINBIO KOMaHIbl Menioo — Tabmuma —
CoptupoBka).

3asng

Copoxka
Mensens
Bopona
Bonk

JIncuna

4. Beigenute BTOpOE MPEIOKEHNE TEKCTa M U3MEHUTE IBET €ro HalmMCaHusl.
OO6paTuMcs K BbIIEICHUIO KOJOHTUTYJIOB. Y CTAHOBUB TEKYIIYIO MMO3ULIMIO Kypcopa B

obOyactu KOJIOHTUTYJIOB, ICPCMCCTUTC YKA3aTCJIb K JICBOMY Kpart0 KOJIOHTUTYJIa Tak, YTOOBI
OH U3MCHWJI BUJ, IIOCJIC YCTO TPUKAbI HAXKMUTC KHOIIKY MbIIIH.

5. BoccraHoBuTe MNpaBWIbHBIA MOPSAOK CIOB B CTHUXOTBOPEHHH, KakK 3TO OBUIO Yy
KJIacCHKa:
3narast 11ens Ha TOM Ay0e

VY aykoMophs 1y0 3€ICHBIH,
Bce xoauT kpyrom 1o nenu
W nHeM u HOYBIO YUYEHBIN KOT.

6. CJ'IG,Z[YIOH_II/IG 36331151 HGO6X0,Z[I/IMO OT(i)OpMaTI/IpOBaTB B COOTBCTCTBHUHM C
HallMCaHHBIM B HUX TCKCTOM:

Jlannbpiii ab3air qoikeH ObITh BBIPOBHEH IO JIEBOMY Kpaio C JIEBBIM OTCTYNoM 1 cMm u
OTCTYIIOM B KpacHo# (mepBoi) cTpoke - 1,5 cM. MeXCTpouHbI MHTEpBan (MHOXKHUTENb)-
1,5.

Jlanubpiii ab3am qoKeH OBITh BBIPOBHEH MO JIEBOMY Kparo C JIEBBIM OTCTYNoM | cM u
OTCTYIIOM B KpacHOH (mepBoil) ctpoke - 1,5 cM. MexCTpouHblil UHTEpBan (MHOXKHUTENb)-
1,5. Ilepen ab3amem otcTym — 7 0T., mocie ad3ama — 4 mr.

AG3ar oThopMaTHpOBATh ¢ TOMOIIBIO JIMHEHKHU. JlaHHBIA a03ar oTIeHTpUpoBaTh. I1paBbrii
OTCTYII - 3 CM., OTCTyIa B KpacHOHU cTpoke HeT (mpumep Cornacyroiei moamnucu).

7. Jna mocnemHero a03ama co3laiTe BOKPYT HEro oOpamJIeHHE B BHIEC PaMKH
060pI0BOTO IBETa MUPHUHOM 1,5 TT.
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8. Ilomenarp nBer (hoHa BCEX BHIMOIHEHHBIX paHee 3aJaHWii ¢ OeNoro Ha CBETIIO
CEPBIM.

9. U3 mpenpraymux ab3ameB co3/IaTh HyMEPOBaHHBIN crUCOK. Hymepanuro npousBecTu
apabckuMu nudpamMu co CKOOKO.

10.B crmemyromeM TEKCTE€ CO3/1aTh MHOTOYPOBHEBBIN CIHCOK, TIPOHYMEpPOBaB a03allbl B
KoM paszene. B mepBom paszene ab3aibl HyMEpYIOTCS CIEAYIOINM 00pa3oM:
1.1. 1.2. ut. 1. BoBTopom —2.1. 2.2. uT. A.

1. IPEJMET JOI'OBOPA

[ToctaBmuk mponmaer, a I[lokymarens mnpuoOpeTaeT TOBap B COOTBETCTBUU C
BBIJTAHHBIM CYETOM-(DaKTypOi.

2. IEHA 1 OBLIAA CYMMA J10OI'OBOPA.

O61as cymma 10roBopa Ha MOMEHT €ro 3aKJIIoUeHus! He UKCUpYeTCs.

Kaxnpiii pa3, xorna IlokynaTenb OCyIIECTBUT MO CBOEMY BBIOOPY OTOOp TOBapa,
COCTaBJIIE€TCS JIBYCTOpPOHHEE JOMOJHUTEIbHOE COTJAIICHHE C YKa3aHHEeM IIeHbl TOBapa,
KOTOpOE C MOMEHTa €ro MOJINUCAaHUS CTAHOBUTCA HEOTHEMJIEMON COCTABHOW YacCThIO
HacTosero Jlorosopa.

11.3amenutp , eciu 3TO TpeOyeTcs , CTpOUHble OyKBbI Ha IMPOMHCHBIE, UCIOJbB3YS
komaHay «Peructpy»:
B.U.(hajgeeB “MyHHIUTIATBLHOE TIPaBo PG’ . a0 U3IATEIBCTBO “IOPUCT”

12. Cnenyromuii TEKCT pa3zdeiiTe Ha 2 KOJIOHKHU. PaccTosiHue
Mexty KosloHkamu 1,5 cM. (He 3a6yobme ecmasumo pazpuleé
Ha meKywei cmpanuye 00 u Hocie 0aHHO20 MeKCma).

Tepmun nndopmaruka (informatics) BBeAeH (paHIy3CKUMH YYEHBIMH NPUMEPHO B
Havayie 70-X roJIoB M 0O3HaYal - “HayKa o MpeoOpa3oBaHUU MHPOPMAIIHH .

B 1963 1. coBerckuii yuenslii ®.E. TeMHMKOB OJHOBPEMEHHO C 3apyOCKHBIMH
aBTOpaMHU ompenessieT HHPOPMATUKY KaK HayKy 00 MHpOpMaIuu BOOOIIIE, COCTOSIIYIO U3 3
OCHOBHBIX 4YacTed - TEOPUU HH(POPMAIMOHHBIX AJIEMEHTOB, TEOPHUH HHOOPMAIMOHHBIX
MPOLIECCOB U TEOPUU WMH(OOPMAIMOHHBIX CHCTEM. JTO ObUI TMEpPBBIA BaKHBIH MOBOPOT B
cynp0e monsTHs “uHpopmaruka”’. OH ocTaBajcs JONTO JIHIIb HCTOPHUECKUM (HaKTOM.
[TomnpiTKa 0OOCHOBATH HOBOE TMOHATHE, TOKA3aTh €ro HEOOXOIUMMOCTh HE OblIa YCIEITHON U
B JIOJDKHOW Mepe He OIleHeHa B CHUJIy TOTO, YTO MyOJuKanus ObUla OCYIIEeCTBIIEHA B Mallo
M3BECTHOM, clienuaibHOM KypHaiie (M3Bectust By30B. Dnekrpomexanuka, 1963,N 11).

13. Cnenyromuii TekcT pa3deiiTe Ha 4 KoJOHKH. PaccTossHMEe MeXTy KOJOHKaMH 1 cM.
OrtcTynoB crpaBa u cieBa B KoJloHKax HeT. Otcryn B kpacHOo# cTtpoke 0,5 cm. (He
3a0y0bme ecmaeums pa3pvié HA MeKywieil cmpanuye 00 U nocjie OAHHO20
mekcma)

Tepmun nnpopmarus (information) BO3HHUK OT JaTUHCKOTO cioBa informatio -
pa3bsCHEHUE, U3JI0KEHNE U 10 cepeanHbl 20 Beka 03Hayall CBEJCHHS, MIepeIaBacMble
MeXIy noasMu. B cratee BTOpoin ®epepanbHoro 3akoHa «O0 wuHpOpManmmn»
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uH(popMaLMs — 3TO cBeJleHUs (COOOIIEHMs) O JTUIaX, IpeaMeTax, (aKkTax, sBICHHUIX
U Tpoleccax, He3aBUCUMO OT (QopMbl UX mpeicTaBieHus. B uHpopmaTuke 3TOT
TEPMUH TOJy4YWs1 Oojiee IIMPOKOE TOJKOBAaHUE - CBEIEHUS, KOTOPBIMU
0OMEHHUBAIOTCSI MEXAY COOOW JIOAM, YENOBEK M aBTOMAaT, aBTOMAaT M aBTOMAT; a
TaK)K€ CUTHaJbl, KOTOPHIMU OOMEHHMBAIOTCS B KUBOTHOM W PAacCTUTEIBHOM MHpE, U
MpPU3HAKH, MepeaBaeMble OT KJIETKU K KIJIETKe, OT OpraHu3ma K opranusmy. Wrak,
oA uHdopmanueit OyieM MOHUMATh JIFOOYI0 COBOKYITHOCTh CUTHAJIOB, BO3JICUCTBUN
WIN CBEIEHUI, KOTOpbIE cHUCTeMa WU OOBEKT BOCIHPUHUMAET H3BHE (BXOJHAs
uH(popMaIs), BHIAAET B OKPYKAIOILYIO cpeay (BbIXOAHAs UH(OpMAIHs) UM XPAHUT
B ceOe (BHYTpeHHsIsl HHpopMaLus).

14. a) Cozpmaiite cTwib ¢ uMmMeHeM llepBbiii Tak, YTOOBI OH HMEN CIEIYIOIINE
XapaKTEPUCTUKH:

TeKCT, 0OpPMJICHHBIA JaHHBIM CTUJIEM, 1oJkeH uMeTh mpudt Times New Roman
Cyr, pa3mep 14, 3eneHbIi UBET;

TEKCT JIOJKEH UMETh JBYCTOPOHHEE BBIPABHUBAHUE;
MEKCTPOYHBIA UHTEPBAII - JIBOWHOM;
TEKCT JOJKEH UMETh 0OpaMJIeHHE B BUJE PAMKH.

0) Cnenytomuii TekcT odopmute ctusnem [lepssrii:

BoNbITMHCTBO 111a0JIOHOB BKITIOYAIOT B ce€0sl CIIeMATM3UPOBAHHBIC KOMaH/IbI,
oQJierdaronye BHITOJHEHNE ONPEICIICHHBIX 3a/1a4 P CO3JJaHUU JOKYMEHTA,
Oazupyrolerocs Ha 1maboHe.
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Bapuanr Ne 2.

B nynxre 3aganns PABOUNI TEKCT 3AJIAHM I cunnii. Bel KonmupyeTe 9TOT TEKCT.
BceraBmsere ero mocne PABOYUEI'O TEKCTA 3AJAHUS. Mensere ero 1mBer
HazeJéHbIN(B MYyHKTE 2 MOKa3aH MpUMEp KONUpoBaHUsA). BeimonHsere 3amanue. U Tak
BBINIOJIHSIETE KaXKAbIA MYHKT 3aJaHHUSL.

1. BcraBbTe mog myHkToMm «CamocTosiTenibHa padoTay CBOIO (pamMuianio U No TpymIbL.
Huxe nmocraBsTe Ne CBOETO CTyA€HUECKOTO OMIIeTa.

2. Pasbeiite cnenyromuii ab3am Ha 3 (cmenaiTe Kakaoe MPEIIOKEHUE OTICIbHBIM
a03a1ieM) ¥ BCTaBbTE MEXKy ab3aliaMu Mo MyCcTOM CTpOKe:
['maBHast pyHKIHMS pa3pabOTYNKa - CO3/1aBaTh BEIIH, KOTOPHIC TPYIHO POU3BOIUTH

Y HEBO3MOXXHO 00cy)kuBaTh. KOMIIOHEHTa cXeMbl, y KOTOPOW caMblif KOPOTKHUI CPOK
CI1yObl, TOMEIAeTCsl B HAUMEHEE JIOCTYITHOM MecTe. B 11t000ii cxeMe J0IKHbI
coJiepikaThes, Mo KpaitHel Mepe, oJlHa ycTapeBIiast 1eTalb, 1B Je(UIUTHBIC U TPH -
HaXOJSIIMeCs Ha CTa Uy pa3pabOTKH.

['naBHas pyHKUMA pa3paboTyMKa - CO3/1aBaTh BEIU, KOTOPbIE TPYIHO MPOU3BOAUTD
1 HEBO3MOKHO 00CIykMBaTh. KOMIIOHEHTa CXeMbl, Y KOTOPOH caMblii KOPOTKHI CPOK
CIIyObl, TOMEIIAETCsl B HAUMEHEE IOCTYITHOM MecTe. B 1m000it cxeme 1oJKHbI
coJIepKaThCs, 10 KpaiiHEeW Mepe, 0JJHa yCTapeBIlasl 1eTallb, 1Be Ie(OUIIMTHBIC U TPH -
HaXOJAIIMECs Ha CTaIUH Pa3pabOTKHU.

3. B cuenyromem a63aiie BOCCTAHOBUTE TEKCT:
VY aykomopss 1y0
3€JICHBbIN ,351aTas Uenb
Ha ay0e ToM.
W nHeM 1 HOYBIO KOT
y4YeHbI Bce XOauT 1o nenu Kpyrom.

4. B crnenyromieM TEKCT€ pacCTaBbTE CTPOKHU IO MOpsiAKY HoMmepoB. ([lanHoe 3amanue
HE00XO0IMMO BBHITMOJIHUTH C IIOMOIIBbIO KoMaHibl Mento — Tabnuna — CopTupoBka).
2)3asig

5)Copoxka
1)MenBenpb
6)BopoHa
3)Boink
4)JIucuna

5. TlomensiiTe MecTaMu NPEIOKEHUS METOJOM IEPETACKUBAHMSL:
3naTas 1ens Ha 1yoe ToM

VY nykomMopbs 1y0 3eTeHbIi

62



Bce xomuT 1o nenu xpyrom
W mHeM 1 HOYBIO KOT YUYEHBIN

6. Cnemyromme a03amel  HeoOXoaMMO  OT(oOpMaTUpoBaTh B COOTBETCTBHH  C
HAIMCAHHBIM B HUX TEKCTOM:

JlanHbIii ab3a1l T0KEH OBITh BBIPOBHEH IO MPABOMY Kparo, OTCTyHa B KPAacHOM CTPOKE
HET, JIEBAsl TpaHuIIa - 2 cM, ITpaBas - 3 ¢M, MEKCTPOUYHBI UHTEpBaI (TOYHO) -15 mT.

Jlns naHHOTO ab3ana yCTaHOBUTH OAWHAPHOE MEKCTPOYHOE PACCTOSHUE, OTCTYH B KPAacCHOI
cTpoke 1,2 cM., cenarh OTCTyM nepea ad3aneM B 4 UHTepBaa, a nocjie ad3aua - 3
MHTEpBaJIa.

AG3a11 oTpopMaTUpPOBATH ¢ TOMOIIBIO JTUHEUKH. JIeBBI OTCTYI 3 CM., PaBHIi - 3 CM,
OTCTYI B KpacHOM cTpoke - 1 cM., MeXCTpOUHBI UHTepBai — 2. JlaHHBIH ab3a1] JOKEH
OBITH BBIPOBHEH 10O 00erM cTopoHaM (1o ¢popmary).

7. Jlnsa mocnmemHero ab3ama co3JaiTe BOKPYr HEro oOpaMJieHHEe B BHUIE pPaMKH
O6opaoBoro 1Beta mupuHoi 1,0 mT.

8. TlomeHnsaTh mBeT (hoHa BCEX BBHIMOJHCHHBIX paHEe 3aJaHH C OEJIOTO Ha CBETIIO
rojryoou

9. U3 mpenpyiymux ab3aieB co31aTh HyMEpOBaHHBIN criucoK. Hymepanuio mpous3BecTu
PUMCKUMH T paMU

10.B cnenyromeM TEKCTe cO3aTh MHOTOYPOBHEBBIH CIHCOK, MPOHYMEPOBaB a03allbl B

Ka)X0M pasjiesie 0yKBaMU pyccKoro ajdaBuTa.
1. HIPEAMET JOI'OBOPA

[TocraBmuk mnpoxaer, a Ilokymarens npuoOpeTaeTr TOBAp B COOTBETCTBUM C
BBIJIaHHBIM CUETOM-(PaKTypoil.

2. IIEHA U OBILIASI CYMMA JOT'OBOPA.

OO61as cymma J0roBopa Ha MOMEHT €r0 3aKII0UeHUs He (PUKCUPYETCs KaxAbli pas,
korga IlokymaTenb OCYIIECTBUT IO CBOEMY BBIOOpY OTOOp TOBapa, COCTaBIsETCS
JIBYCTOPOHHEE [OTIOJHUTEIbHOE COTJIAIEHWE C YKa3aHUEM LIEHbl TOBapa, KOTOPOE C
MOMEHTa €ro MOJANHUCAHUS CTAHOBUTCS HEOThEMJIEMOM COCTABHOM YacThIO HACTOSILIETO
JloroBopa.

11.3ameHUTH NpoNUCHBIE OYKBBI HA CTPOYHBIE U BCE CTPOUHBIE HA MPOMHCHBIE:
B.U.GQAJIEEB “mYHULUIIAJIBHOE IIPABO pd”. ao u3JJATEJIBCTBO

“PUCT” .

12. Cnenyromuii TeKCcT pa3deiiTe Ha 2 KOJOHKU. PaccTossHMEe MEXTy KOJIOHKaMH 2 CM.
(He 3a0yobme ecmasumbv pazpvlé Ha meKywiei cmpanuye 00 U nocie OAHHO20
mekcma)

Onpenennm UHPOPMATUKY CIEIYIOMIMM o0pa3om: «Mugopmamurxa — 3TO Hayka,

MPEIMETOM HU3y4YeHHUs KOTOPOHM SIBISIOTCS Mporecchl cOopa, mpeoOpa3oBaHus, XpaHEHHUS,
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3allUThI, TIIOMCKa U HTCpCaAavun BCEX BHUIOB I/IHq)OpMaI_[I/II/I n CpcacrtBa UX

aBTOMAaTU3UPOBAHHON 00pabOTKH™ .

13. Cnenyromuii TekcT pazOediTte Ha 3 KOJOHKH. PaccrosHue Mexmy
KojmoHKkamMu | cM. OrcrynoB BKONOHKax HeT. OTCTyn B KpacHOM
ctpoke 0,5 cm. (He 3abyovme ecmasumv paspvié Ha meKyuieil
cmpanuye 00 u nocie 0aHHO20 MeKCma)

OcoObiM  BuAOM  HH(pOpMaLMK  SBJISIOTCA  3HAKU,  CO3/IaBaeMble
CaMOOPTaHU3YIOIIMMUCSA CHUCTEeMaMU U TpeJHAa3HAYCHHBIC Jis TMepefadyu Hu
xpaneHuss uHpopmanuu. EcTh 3HaKW, BXOIfAlIME€ B YETKO OPraHW30BaHHYIO
CHUCTEMY, U BHECUCTEMHBIE 3HaKH. [[puMephl 3HAKOBBIX CUCTEM: 3HAKHU JOPOKHOTO
JIBIKEHUSI, CUCTEMA 1IBETOB CBETO(Opa, My3bIKa, peUb U A3BIKH, KAK ECTECTBCHHBIE,
TaK W HCKYCCTBEHHbIC. BHECHCTEMHBIE 3HAKM - 3TO WM OCTAaTKH HEKOTJa
CYIIIECTBOBABIIIUX 3HAKOBBIX CHUCTEM, WJIM 3HAKH, CO3JaHHBIE BPEMEHHO, OOBIYHO B
HEeOOIBIINX KOJIJISKTUBAX JIFOACH (S3BIKH JKECTOB U M03).

14. a) Cozpaiite cTUIb ¢ UMEHeM BTopoll Tak, 4TOOBl OH HUMEN CIEIyIOUIHe
XapaKTEPUCTUKH:

TEKCT, OQOPMJICHHBIA TaHHBIM CTWJIEM, JNOJDKEH uMMeTh mpudt Arial, pasmep 13,
KpaCHBIH 1BET;

TEKCT JIOJDKEH UMETh JIBYCTOPOHHEE BHIPABHUBAHHE T10 ITUPUHE;
MEKCTPOYHBIN HHTEPBAII - IOy TOPHBIN;

TEKCT JIOJDKEH UMETh OOpaMJICHHE B BUIE PAMKH C TEHBIO.

0) Cnenyromuii TeKCT 0opMHUTE CTUIEM BTOpOIi:

BonbmMHCTBO M1a0JIOHOB BKITIOYAIOT B c€0s1 CIICIMATM3UPOBAHHBIC KOMaH/IbI,
o0Jierdaronye BHITOJHEHUE ONPEICICHHBIX 3a/1a4 P CO3JJaHUU JOKYMEHTA,
Oazupyrolerocs Ha 1maboHe.

Ipunoxenue 3. Ilpe3enTanus.
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«MS Excel : ocHOBEI paboTED

Ha3HaueHue n obnactum
NPUMEHeHUsA TabNUYHbLIX
npoLeccopoB

MpakTuyecku B NoGor 0bnacTv AeATENLHOCTY YenoBeka,
0COBEHHO NPy PELLEHNN NIaHOBO-9KOHOMUYECKNX
3agad, byxranTepckom u 6aHKOBCKOM yyeTe 1 T.n.
BO3HMKAET HeOOXOAMMOCTb NPEeACTaBNATL JaHHbIE B
BUae Tabnuu.

OneKTpoHHble TabnuLbl NpeaHa3HaveHbl AN XpaHeHus 1
06paBoTki MHhOpMaLWK, NpeaCcTaBNEeHHOM B TaBGN1YHOM
copme.

WUcTopus 1 TeHOEHUMN PasBUTUS

Wpes coafanus Tabnuubl BO3HUKNA Y CTYAEHTa
[apsappgckoro yHusepcuteta (CLUA) [ana BpuknuHa
B1979r. BbINONHAs CKy4Hble BbIMMCTIEHUA
9KOHOMMYECKOro XapakTepa ¢ MomoLLblo GyxranTtepckon
KHWUIX, OH 1 ero apyr bo6 ®paHKCTOH, KoTOpPbIN
pasbupancsi B nporpaMMmupoBaHui, paapaboranm
nepBylo NPorpamMmy aNeKTPOHHO TabnuLibl, HaaBaHHyio
umu VisiCalc.

HoBbIii CyLLeCTBEHHBIN War B pasBUTUM 3NMEKTPOHHbBIX
Tabnuy — nosisnexve B 1982r. Ha pbiHKE NPOrPaMMHbIX
cpepcTs Lotus 1-2-3. Lotus B nepBbiii xe rof NoBbllLAeT
cBoit 06bem npogax 4o 50 MnH. gon. U ctaHoBuTCS
camoit 6onbLLOIA He3aBUCUMOIA KOMNaHWen —
npou3soauTenem NporpamMmmHbIX CPeACTB.

Cnegytowun Lwar — nosienexue B 1987r. TabnuyHoro
npoueccopa Excel dpupmbl Microsoft. 3ta nporpamma
npeanoxuna 6onee npocToin rpaduyeckuin UHTepdeic B
KOMBWHAaLMK C HUCTA IoWUMN MEHIO, 3HAYNTENbLHO
pacLUMPVB NP1 3TOM (DYHKUMOHANBHBIE BO3MOXHOCTN
nakeTa v NoBbICUB Ka4eCTBO BbIXOAHOM MHOPMaLWW.

WmetoLumecs cerogHs Ha pbiHke TabnudHble NpoLeccopsb!
Crnoco6HbI paboTaTh Bbl LLIMPOKOM Kpyre 9KOHOMUYECKNX
1 APYrVX NPUNOXKEHWUA U MOTYT YAOBIETBOPUTL
npakTu4ecku NioGoro Nonb3oBaTensi.

U r.n.

OcHoBbI paboThl € Ta6NUYHBLIM
NnpoLieccopom

*  HasHayeHue 1 o6nacT NpUMeHeHUs TabnniHbIX
npoLeccopos

*  WcTopus v TEHAEHUWN pasBuTus

*  OCHOBHbIE NOHATUS

+  3HaKOMCTBO C Tabnu4HbLIM NPoLECCoOpoM MS
Excel

+  3anyck MS Excel

*  3HakomcTBO c akpaHoMm MS Excel

»  CraHpapTHas naHenb 1 naHens hopmMaTMpoBaHus

«  [pyrve anemeHTbl okHa Microsoft Excel

+ Pabota c nuctamu v KHuramm

TabnuuHble npoeccopkl obecneynsaioT:

*  BBOA, XpaHEHWE 1 KOPPEKTUPOBKA AaHHbIX;

* odhopmrieHne N nevaTb SNEKTPOHHbIX TabnuLy;
*  [OPYXECTBEHHbIN MHTEPENC U T.4.

CoBpeMeHHble TabnuyHble NPOLECCOPbI peanuayioT Lenbli
PS4 OOMOMHUTENbHBIX (DYHKUMIA:

*  BO3MOXHOCTb paboTbl B NIOKanbHOM ceTu;

*  BO3MOXHOCTb paboThl C TpEXMepHOIi opraHuaaumei
3NEeKTPOHHbIX Tabnuu;

+ pa3spaboTKy MaKpOKOMaH/, HacTpOIKy cpeabl Nof
noTpeBHoCTM nonb3osatens u T.4.

Cnepytowuit war — nosisnexue 8 1987r. TabnuyHoro
npoueccopa Excel dupmel Microsoft. 3ta nporpamma
npeanoxuna 6onee npocToi rpaduyecknit MHTepdeiic B
KOMBMHaLMKN C HUCNaAaloLWUMN MEHIO, 3HAaYUTENbHO
pacLunpuB Npu 3ToM PYHKUMOHANbHBIE BO3MOXHOCTH
naketa 1 NoBbICUB Ka4€CTBO BbIXOAHON WH(bOPMaLIK.

VmetoLumecs ceroHs Ha pbiHke TabnuyHbie NpoLeccops!
cnocoBHbl paboTaTh Bbl LUIMPOKOM KpYre 3KOHOMUYECKNX
¥ APYTUX NPUIOKEHWIA U MOTYT YAOBETBOPUTH
npakTu4eckv nioboro nons3osarens.

OCHOBHbI€ NOHATUA

BneKTpoHHas Tabnuua — aBTOMaTU3UPOBAaHHBLIN
9KBMBAmNeHT 06bINHOM TabnuLbl, B SYerkax KoTopoit
HaxopsaTcs nubo AaHHble, NMbo pesynsTaThl pacyeTa no
hopmynam.

Pa6ouas obnacTb aNeKTPOHHOM TabnuLbl COCTOUT U3
CTPOK 1 CTONBLOB, MMEIoLIMX CBOM MeHa. MimeHa cTpok
— 3T0 X Homepa. imeHa cTon6LoB — 310 GyKBbI
natuHckoro andasura.

Sveitka — obnacTb, onpefensemas nepeceyeHmeM
cTonbua 1 CTPOKKU 3NEeKTPOHHOM Tabnuubl, UMeroLwas
CBOW YHUKanbHbI agpec.
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JIMCT
U3MEeHEeHuH padouell yueOHOM MporpamMmsl O AUCLUUIIINH
OI1.05 MH(popMainoHHO-KOMMYHHUKAIIMOHHBIE TEXHOJIOTUU B TYPU3ME U TOCTEPUUMCTBE

JlomoHEeHNs ¥ U3MEHEHHUS, BHOCUMBIE B pa00UyI0 MPOTrpaMMy JUCHUTIINHBI

OcHoBanns BHecenust | Paznen PII/I, B xoTopslit ConeprkaHrne BHOCUMBIX
JOTIOJIHEHUH U BHOCATCS] U3MECHEHUS JIOTIOJITHEHU W, U3MEHEHU I
W3MEHECHUH
[Ipennoxenue
paboronarens
[Ipennoxenue
COCTaBUTEIIS
MPOTPAMMBI
[Ipuobperenue, Paznennr Ne2.4.5 u No5 OOGHOBICHUS TIEPEYHS
u3laHue aurepatypsel, | Ilepeuenb OCHOBHOI U JUTEPaTypPhl
OOHOBJICHHE MEPEUHs U | TOTIOJIHUTENIbHON yueOHOU
conepxkanust ObC, 6a3 | nureparypbl
JAHHBIX

CocraBuTenb: MpenoiaBaTeib M; JI.A. biiarosa

moanuch

[Ipencenarens mnpenMeTHON  (UMKIOBOM) KOMHCCHMHM —MPOGECCHOHANBHBIX  AUCHUIUIUH
crenmanbHocteit 09.02.03 IlporpammupoBanue B KOMIbOTEpHBIX cuctemax u 09.02.07
NudopmannoHHbie CUCTEMBI M IPOTPAaMMHUPOBAHUE

M; JI.A. Biiarosa

IMMOAITUCH

3amecturens qupekropa 1o YP ¢uinmana (75;(/ -~ T.A. Pe3ynenko

/ JI.I". Coxoiiosa

/

T 7__\“
/
MmKeHep-2/1eKTpOHUK (IIporpaMMHO-UHGOPMAMOHHOE
obecrieueHue 0O6pa3zoBaTebHOM IIPOrpaMMEbI) ; A .B. Cmeranun

e

3aBenyromas cekropom Oubnnorexku unuana
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