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CocraBuTeib: cTapiInii pernogaBaTelb kadenpsl «ColranbHO-TYMaHUTApPHBIE HAYKI
3amtHeB Ackep AnuxaHoBud. PaGouast mporpamma aucuuiuiniel «MH}opMaTkay coctaBieHa
JUISL CTYIGHTOB BTOPOTO Kypca MOArOTOBUTEIBLHOTO OT/IEJICHHSI, B COOTBETCTBUU C
ycTaHoBIeHHBIM COBETOM 10 HcnaMcKkomy obpa3oBanuto Poccun B 2019 romy crangaprom.
1.IlosicHuTeIBLHAS 3aIMCKA

HanmeHnoBaHue HanpaBJieHUs ¥ po¢uJist

Hanpasnenue — «IloaroroBka ciykurteneil 1 peTuruo3HOro nepcoHana peauruo3HbixX
OpraHu3aun»

[Tpoduns noaroroku — «lcnamckue HayKn»

Kon u naumenoBanue qucuunimnibl - EH. 01 Madopmaruka

Heanb(n) ocBoOeHHsI AUCUUIJIMHBI

[{enbto OCBOEHUS IUCLUIUIMHBI SBISETCS U3YUYEHHUE CTYIEHTaMU OCHOB OpTraHU3alMU
IPUKJIAJHBIX IPOTPaMM UM UX IPUMEHEHHE B IPOPECCUOHANIBHOM 1EeATEIbHOCTH, PACCMOTPEHNE
OCHOBHBIX IIPUHIIUIIOB IOCTPOEHUSI, BHEAPEHUS U BEICHUS CHEUAIN3UPOBAHHBIX
UH(POPMALIMOHHBIX CUCTEM, CO3/IaHUE Y CTYJIEHTOB LI€JIOCTHOT'O MPEICTABICHHS O POLECCcax
dopmupoBaHus HHPOPMATMOHHOTO OOIIECTBA, a TaKKe (POPMUPOBAHHE Y CTYJACHTOB 3HAHUN U
yMEHUH B 00J1aCTH HH(POPMALIMOHHOM U KOMITBIOTEPHOM MOJITOTOBKH, HEOOXOIUMBIX IS
YCIIEITHOTO MPUMEHEHUSI COBPEMEHHBIX WH(OPMAIIMOHHBIX TEXHOJIOTHIA B cpepe cCBOeH
npodecCuOHAIbHOMN 1€ TEIbHOCTH Ha MPaKTHUKE.

3agayum Kypca:

U3y4YeHHEe MTPUHIIUIIOB OPTaHU3alMN COBPEMEHHBIX HH(POPMAIIMOHHBIX TEXHOJIOTHIA;
paccMoTpeHne HH(HOPMALMOHHBIX CUCTEM M TEXHOJOTUH Ha Pa3INYHbIX YPOBHSIX;

[0JIy4YE€HUE HaBBIKOB HUCII0JIb30BAHUS IIPOIrPAaMMHBIX IPOAYKTOB OOIIETO U CIIEUATBHOIO
Ha3HAYCHHS;

BbIpa0OTKa YMEHHS CAMOCTOSITEIILHOTO PEIICHHUS 3a/1a4 CBSI3aHHBIX C IPUHATHEM pPEIICHUN B
pa3IMYHBIX CUCTEMAaX Ha OCHOBE M3YUYEHHBIX METO/IOB U MPUEMOB pabOThI ¢ MH()OPMALIMOHHBIMU
CUCTEMAaMHU U TEXHOJIOTUSIMHU;

M3YYECHHE PA3IMYHBIX 00IacTell MpuMeHeHUsT HPOPMAIIMOHHBIX CUCTEM U TEXHOJIOTHI B
COBPEMEHHOM OOIIIECTRBE.

Mecto nucuumimasl B ctpykrype OIIOITI BO

JlanHast tucuuIuIMHa BXOIUT B 0a30BYI0 YacTh HuKJa "EcTecTBEeHHOHAYUHbIE JUCITUIUINHBI.
IlepeyeHb MUIAHUPYEMBIX Pe3yJIbTATOB OCBOCHHUSI 00Pa30BaTebLHOI NMPOrPaMMbI
(koMIIeTeHI UM ):

[Tpouecc n3yueHus: yueOHON AUCHIUIUIMHBI HAMpaBieH Ha (GOpMHUpPOBaHHE YHUBEPCAILHOM
xommeteHimu (YK-1):

- coco0€H OCYIIECTBIIATh MOUCK, KPUTHUECKUI aHAJIN3 U CUHTE3 MH(POPMAIUH B
MHPOBO33PEHUYECKON 1 IIEHHOCTHOM cepe, MPUMEHSATh CUCTEeMHBINA TEOJIOTHUYECKUIN TTOAXO0/ JIs
peteHus nocrapieHHbIX 3a1ad (YK-1).



B pe3yjabTaTe 0OCBOCHUA JUCHUIIVIMHBI CTYACHT HOJIZKCH:

3HaTh:

TEOPETUYECKHE U MTPAKTUICCKHE OCHOBBI HHPOPMATHKU;

METOJIMKH cOOpa, XpaHEHHs, TIOUCKa, IPeoOpa3oBaHus HHPOPMAIUH;

COBPEMEHHOE MPOTPAMMHOE 00ECTICUeHUE, UCIIOJIb3yeMOe B MPOPECCHOHATBHON AEITETbHOCTH;
BO3MOXKHOCTH HH(OPMAIIMOHHBIX CUCTEM ISl PEIICHUs TPO(eCcCHOHABHBIX 3a/1ad.

YMeTh:

paboTaTh ¢ OCHOBHBIMH O()MCHBIMH ITPOTrPAMMaMH: C TEKCTOBBIM peakTopoM Microsoft Word,
anekTpoHHBIMU Tabmumamu Microsoft Excel, npesenranusmu Microsoft Power Point;
IPUMEHSTh COBPEMEHHBIC HH()OPMAIIMOHHBIC TEXHOJIOTHH U 00paOOTKH JaHHBIX;
AHAIM3UPOBATH U MPEACTABIATH HHPOPMAIUIO, TAHHYIO B JIEKTPOHHBIX (hopMarax Ha
KOMITBIOTEPE B PA3IUYHBIX BHJIAX.

Baagern:

HaBbIKaMU pa0OThI B IHTEPHET 10 MOUCKY M COXpaHCHUIO HH(POPMAIUH;

criocobamu 0hOPMIICHHSI M TTPEICTABIICHISI MATEPHAIOB B COBPEMEHHBIX MPUKIIATHBIX
IporpaMmax.

2. CTpyKTypa ¥ coaep:KaHue TUCHUILIMHBI
2.2.1. O0beM TUCHUIIHHBI H BU/IbI Y4eOHOI padoThl

Cemectp Cemectp

Buabl yuedHoii padoThI Beero wacos 7y 2
() »

9. :
OO6m1ast TpyA0€MKOCTh AUCIUILIMHBI 150 76 74
AyJIUTOpPHBIE 3aHITHS 70 36 34
Jlexumu (JI) 24 12 12
[Tpaktuyeckue 3ansatus (I1p3) 46 24 22
CamocTosTenbHas paboTa CTyJAEHTOB
(CPC) 80 40 40
Bun utoroBoro KOHTpOJIst (KOHTPOIBHAS

3auem 3auem
paboTa/3aueT/3K3aMeH)




2.2.2. Conep:kanue aucuuniuabl | CEMECTP

AynutopHusbie|CP
Ne TemaTnka OT/l |3aHATHSA C u
T |JIeKuuil U NPaKTU4YeCKUX 3aHATHI (uac) (1ac) eress
J3 113
PA3JIEJI 1. TekcToBblii mpoueccop Microsoft Word
Jlekums 1. IIpaBonucanue u cpeacTaa
1 aBromaru3anuu BBoja. Co3/1aHue pacChUIOK. 8 6 2 |1 men.
PaboTa ¢ rpadgukoi.
Jlekumsi 2. JloreuaTtHas MOATOTOBKA U M€YaTh
o |MOKymenTa: Pacnpoctpanenue u coBMecTHas 5 6 2 |2 men
paboTa HaJ JOKyMEHTaMH.
BoccTaHoBneHue u noajiepxkka.
ITP. Nel. MS Word. Hactpoiiku mpudra u ab3ama
3 «llo ymonuanuto». YcTaHOBKa HOBBIX HIpU(pTOoB 11 |3 1 2 |3Hen.
OTKYJIa CKa4aTh.
4 IIP. Ne2. ABro3aMeHa U coUYeTaHUE KIIABUILI. 5 1 4 |4 gen.
5 ITP. Ne3. Odopmitenue pedepara. 4 1 3 |5 Hen.
6 ITP. Ne4, ['ecomeTpruyeckue MoCcTPOCHUsI 3 1 2 |6 Hem
7 IIP. NeS. Ananu3 YCIIEBAEMOCTH CTY/ICHTOB 3 1 2 |7 nen
(pabota ¢ muarpamMmoii).
8 ITP. Ne6. Tect B MS Word. 3 1 2 |8 mHen.
9 ITP. Ne7. JlokyMeHT «3asiBICHUSY, 3 1 2 |9 Hen.
10 |mp. Ne8. «Brimamaroniuii Cucoky 3 1 2 |10 gen.
11 IIP. Ne9. JToxymeHnt «AKT». 4 2 2 |11 men.
12 [IIP. Ne10.[loxyment «IlocTanoBieHUEY. 4 2 2 |12 mgen.
IIP. Nell. JlokyMeHT «JInuHBIN TUCTOK
13 CTYJAEHTA» zﬂlaﬁHOH). 4 2 2 |13men,
14 |ITP. Ne12.JTokyMeHT «JloroBopy. 4 2 2 |14 nen.
15 [IIP. Ne13. JlokymenT «HakmagHasy. 4 2 2 |15 Hen.
16 |ITP. Ne14. dopmysa poBECHHUS. 4 2 2 |16 Hen.
17  |ITP. NelS. AkmmonepHoe obmectBo BTK. 5 2 3 |17 men.
18 |IIP. Nel6. AHTIIHICKHI A3BIK. 4 2 2 |18 mHen.
HUTOTI'O: 76 12 24 40 (18 uen.
| CEMECTP
Il CEMECTP
Aynutopusbie CP
e TemaTuka OTJ [3aHdATusd C H
T |JIeKIUH U MPAKTHYeCKUX 3aHATHH (uac) |(1ac) eneas
J3 |13
PA3JIEJI 2.
TexHo10rMs MOATOTOBKH KOMIIBIOTEPHBIX npe3eHTanuii B MS PowerPoint
1 Jlexnus 1. [ToaroroBka npe3eHTanuii ¢ MOMOIIbIO 4 5 2 1
. . HEJI.
IIPUKJIaIHON mporpaMMbsl MS PowerPoint.
2 Jlexnus 2. Bunbl npe3eHTanui. 4 2 2 |2 Hen.
3 Jlexuusa 3. PaGora ¢ TEKCTOM U cliaigamMu 4 2 2 |3 Hen.
4 Jlekuus 4. Pabota ¢ n300paxeHUsIMHI 1 4 2 2 |4nen
MYJIbTUMETA
Jlexuus S. I'paduka u nuarpamMmel 4 2 2 |5 Hen.
Jlekums 6. /luzaiia u opopmiieHue 4 2 2 |6 Hen.




IIpakTnueckas padora Nel
OcHoBbl PowerPoint
Cozfanue U ynpasieHUE IPE3EHTAUSIMU

7 Hen.

IIpakTnyeckas padbora Ne2

Coznanue u ynpaBjieHUs CliaiiiaMmu

BcraBka u ynpaBieHue TEKCTOM Ha claiiiax.
BBoj u pegakTupoBaHue TEKCTa Ha Ciaigax

8 Hen.

IIpakTnyeckas padora Ne3

[IpencraBnenue TekcTa B TabaHMmIax

BcraBka u ynpaBiieHue BU3yalbHBIMU
3JIEMEHTaMHU.

Pabota ¢ npocTbiMu rpadMUeCKUMHU 3JIeMEHTaMU

9 Hen.

IIpakTnyeckas padora Ne4

Co3nanue u ynpasieHue 6usHec-rpadukoi
Jlo6aBneHne 3ByKOB 1 3((EKTOB aHUMALINU K
cilangaM

10 gen.

IIpakTnyeckas padora NeS
3aBepieHre paboThl HaJl TPE3EHTALUAMU
PenensupoBanue npeseHTanui
IToaroToBKa U 1I0CTaBKa MPE3eHTALMH

11 gen.

IIpakTnyeckas padora Ne6

Xamucsl. (10 cnaiijoB ¢ HACTpOHKaMM:
Mepexo/1aMu, aHUMAIUEH U TI0 BPEMCHH).
IIpakTnyeckas padora Ne7

OOyuaromiast mporpaMma Juist IeTei « AndaBut
apaOCKOTO SI3bIKAY.

12 men.

IIpakTyeckas padora Ne§
«O0yuaromas nmporpaMmay (yrnpasisroIIue
KHOTIKH,

OTJIaBJICHUE).

IIpakTnueckas padora Ne9

Coznanue goroanpboma.

13 men.

10

IIpakTnyeckas padora Nel0

WuTepakTuBHas npe3eHTanust « CTOIHUIIBI MUPay.
Pabora ¢ runepccbuikamu.

IIpakTnyeckas padora Nell

WuTepdeiic Ms Word 1o anemeHTam.

14 nen.

11

IIpakTnueckas padora Nel2

Pabota ¢ Tpurrepamu (yrajpiBaHue CTpaH).
Pabota c Tpurrepamu (Bompocs!).
IIpakTnyeckas padora Nel3

Co3manne IBIKYITUXCSI OOBEKTOB.

15 wen.

12

IIpakTnyeckas padora Nel4
JluneiiHnas npe3eHTanus (TOKIamd).

16 gen.

13

IIpakTnyeckas padora NelS
[I1a6s10HBI (TECTBHI).

17 gen.

HUTOI'O:

74

12

22

40

17 nen.

2.2.3. TemaTuyeckui mJiaH JUCHUILIUHBI

| CEMECTP




Ne

TemaTuka
JIEKIMH ¥ PAKTHYCCKUX 3aHATHHI

oTa
(4ac)

AyauTOpHBIE

3aHATHSA

(uac)

J3

I13

CP

Henenn

PA3JIEJI 1.
Texcrosblii npoueccop Microsoft Word

Jlekuus 1. IIpaBonucanue u cpeacTBa
aBTOMATH3alUN
BBO/A:
aBTO3aMEHA MaTEMaTUYECKUX CUMBOJIOB
IKCIpecc-0JI0KU
CO3JJaHUE NIPEJIMETHOTO yKa3aTesl.
ABTOIIOMETKHU.
Co3nanue paccbLIOK:
KOHBEPTHI U HAKJICHKH
paboTa co CIIHCKOM aapecoB
pEIaKTUPOBAHUE 3AMKUCEN
COPTUPOBKA
bunbTpaIus cnycka noixyvaresiei /mouck
MOJTy4YaTest
Pabora ¢ rpadukoii:
BcraBka nuarpaMm B JOKYMEHT
PenaktupoBanue quarpaMmbl
Cozpanne nuarpaMmbl HA OCHOBE JJaHHBIX
TaOJIULIBI
Hactpoiika quarpamm.

1 men.

Jlekums 2. [lonmeyaTHasi HOATOTOBKA M NeYaTh
JOKYMEHTA:
Pasmep Oymaru, ee HICTOYHUK U
OpHUEHTaLMA
ITons crpanuLsl
Hyw™mepartust 1 KOJTOHTHUTYJIBI
JloGaBieHue u HaCTpoilka HOMEPOB
CTpaHMUII
PacnipocTpanenue u coBMecTHast padoTa Haj
JOKYMEHTaAMU
ITonroroBka JOKyMEHTa K
pacpoCTpaHEHUIO
[Tepenaua nokymenTa no akcy
[TyOnukanus JOKyMEHTOB
BoccraHoBiieHMe U IOA/IEPIKKA:
BoccranoBneHnne 10KymMeHTa
PesepBHOE KOUPOBaHUE

2 Hen.

ITP. Nel. MS Word. Hactpoiiku mpudTta n ab3ana
«llo ymonuanuio». Y cTaHOBKa HOBBIX HIpU(TOB U
OTKY/JIa CKa4aTh (110 MHCTPYKIIHN).

3 gen.

ITP. Ne2. ABTO3amMeHa U COUeTaHWE KJIaBHII (I10
UHCTPYKIIHH).

4 yen.

ITP. Ne3. Odopmnenue pedepara (1o
UHCTPYKIIHH).

5 men.




6 ITP. Ne4, ['eomerprueckue nmocTpoeHus (Imo 3 1 2 6 Hew
MHCTPYKLIUN).

7 IIP. NeS. PabGota ¢ nuarpammoii. AHaIInU3 3 1 2 |7 Hen
YCIEBAEMOCTH CTYAEHTOB (II0 MHCTPYKLIHN).

8 ITP. Ne6. Tect 8 MS Word (o nHCTpYKIIHN). 3 1 2 |8 Hen.

9 IIP. Ne7. JlokymeHT «3asiBiieHus» (1o 3 1 2 19 nen.
WHCTPYKIINN).

10 [P Ne8. «Branaromuii cuiucok» (1o 3 1 2 110 nex.
WHCTPYKIINN).

11 |IIP. Ne9. ToxymeHnt «AKT» (10 HHCTpyKLUN). 4 2 2 |11 men.

12 IP. Ne10.doxyment «IloctanoBienue» (mo 4 2 2 112 nex.
WHCTPYKIINN).
ITP. Nell. JlokyMeHT «JIMUHBINM TUCTOK

13 CTYJAEHTA» (m1a610H) (110 HHCTPYKIIHH). 4 2 2 |I3men

14 ITP. Ne12.[lokymeHT «/lorosop» (1o 4 2 2 |14 nex.
WHCTPYKIINHN).

15 ITP. Ne13. loxyment «Haknannas» (1o 4 2 2 115 nen.
WHCTPYKIINH).

16 ITP. Ne14. ®opmyna nposeneHus (1o 4 2 2 116 men.
WHCTPYKIINHN).

17 ITP. NelS. Axkuuonepnoe o6miectso BTK (o 5 2 3 17 nen
UHCTPYKLUH).

18 |ITP. Nel6. Aurnuiickuii 361K (110 MHCTpYKIMK). |4 2 2 |18 Hen.
HUTOI'O: 76 12 24 40 (18 Hen.

Il CEMECTP

Aynutopusbie CP
N TemaTuka oT/[ [3ausiTus C Hexenst
T |IeKuMii U MPAKTHYECKUX 3aHATH I (uac) (1ac) A
J3 113

PA3JIEJI 2.

TexHo10rMs MOATOTOBKH KOMIIBIOTEPHBIX npe3eHTanuii B MS PowerPoint
Jlekums 1. [loaroroBka npe3eHTanuii ¢ TOMOIIbIO

1 MPUKIIAAHOM mporpammbel MS PowerPoint. 4 2 2 | hen

Bo3moxxHOCTH TpOrpamMmel
[InannpoBaHue NPE3EHTALMH.

Jlekums 2. Buabl npe3eHTanmii:
JIuHeiiHbIie Ipe3eHTaluu.
2 [IpesenTanuu co clieHapusIMH. 4 2 2 |2 Hen.
HHTepakTUBHBIC IPE3CHTALINH.
HenpepsiBHBIE TPE3EHTALNH.

Jlexnus 3. Pabora ¢ TEKCTOM U cllaiijlaMu: 2
3aroJIoBOK M MOA3arojIOBOK ClIanna.
Maker, pa3zuensl.

3 JyOnupoBaHue U BTOpUIHOE 4 2 |3 Hen.

HCIIOJIb30BAHKE CIIAMIOB.

CKpBITh CHai/I.

Coznanue npuMedaHui.

.JICKIII/IH 4. Pabora c I/I306pa)KeHH$IMI/I n 2
) 4 2 4 HE.
MyJIbTUMCANA.




BcraBka kapTuHkH, 00pe3ka, oOpe3ka 1mo
dbopwme.

Koppexknust GpoHa 1 IMIIHAX TPaHUIL.
BcraBka BUjI€0 U3 HHTEPHETA.

Jlekumus 5. I'paduka u 1uarpaMmsi:
Jyig yero HyXHbI TpadUKU U JUArpaMMbl B
IpE3EHTALUAX.
PenaktupoBath JaHHbBIE UAarpaMMBbI B
PowerPoint.
W3meHneHnue makera AMarpaMMel.
M3meHeHue 3aroJIoBOK IMarpaMmal.

5 Hen.

Jleknus 6. JInzaiin u oopmiieHne

6 Hen.

IIpakTnueckas padora Nel
Ocnosbl PowerPoint
3amyck PowerPoint

PaGora ¢ monp3oBaTenbckuM HHTEpdEcoM

PowerPoint
VYnpasnenue Hactpoiikamu PowerPoint
Co3nanue u ynpasjeHHe Npe3eHTAlUSIMU
Co3nanue npe3eHTanui
OTKpbITHE U TIEPEXO/I 110 TPE3CHTALIUSIM
Pexxumbl ipecTaBieHus npe3eHTauui
CaoiicTBa npe3eHTanui
CoxpaHeHue U 3aKpbITHE NPe3eHTAlUN

7 Hen.

IIpakTnyeckas padora Ne2

Co3nanue u ynpasJieHHsI cJIaliaMmu
JloOGaBnieHue 1 yaajieHue caaiioB
Jlenenue mpe3eHTalliu Ha pa3/eibl
[lepeynopsimouenue cnaiiioB U pa3aenoB
[Ipumenenue Tem oopmieHus
N3menenus ona craitnos

BcraBka u ynpasiieHHe TEKCTOM Ha caiaax.

BBoa u perakTupoBaHue TeKCTa Ha cJaiaax
BBox TecTa Ha cnaimax
[lepemenienue, KOMUPOBAHKE U YJAJIEHNE
TeKcTa
dopmaTHpoBaHUE 3HAKOB U a03a1IeB
[IpumeHneHne TeKCTOBBIX YPPEKTOB
WordArt

8 Hen.

IIpakTnyeckas padora Ne3
IIpencrasienue TekcTa B Ta0AMIIAX
BcraBka Tabnuiiel
dopmaTrpoBaHUE TaOIHIL
V3MeHeHne CTpyKTYpbI TabIuI]
BHenpenue u CBI3bIBaHNE COAECPIKUMOTO
Excel
BceraBka u ynpaBieHue BU3yaJdbHBIMH
3J1eMeHTaMH.
Pabora ¢ npocTbiMu rpadpuyeckumMu
3J1eMeHTaMH
BcraBka, nepemenienue 1 ©3MEHEHHE
pa3MepoM pHCYHKa

9 Hen.



https://presentation-creation.ru/powerpoint-lessons/1320-powerpoint-chart.html#dlya-chego-nugni-diagrammi
https://presentation-creation.ru/powerpoint-lessons/1320-powerpoint-chart.html#dlya-chego-nugni-diagrammi
https://presentation-creation.ru/powerpoint-lessons/1320-powerpoint-chart.html#kak-redaktirovat-diagrammu
https://presentation-creation.ru/powerpoint-lessons/1320-powerpoint-chart.html#kak-redaktirovat-diagrammu
https://presentation-creation.ru/powerpoint-lessons/1320-powerpoint-chart.html#kak-izmenit-maket-diagrammi
https://presentation-creation.ru/powerpoint-lessons/1320-powerpoint-chart.html#kak-izmenit-zagolovok-diagrammi

PenaxktupoBanue u popmaTupoBaHue
pPHUCYHKa

PucoBanue u n3mMeHenue Gurypsl
3axBaT ¥ BCTaBKa CHUMKOB DKpaHa

IIpakTnyeckas padora Ne4

Co3nanue u ynpasJieHue OnsHec-rpagpukoi
Co3nanue, U3MeHEHHE U POPMATUPOBAHHE
cXeM
Co3nanue, u3MeHeHHe U GopMaTHPOBAHUE
auarpamm

Jlob6aBJieHue 3BYKOB M 3(peKTOB aHUMAIUH K

ciaangam
AHuManus TeKCTa U pUCYHKOB Ha Claiaax
Hacrpoiika r¢pexroB anumanum
JlobGaBrieHne ayanocoaepKuMoro u
BUJICOCOACPKMUMOT0 Ha CIIal bl
Cxarue MynbTHUMENA ISl YMEHBIICHHS
pasmepa (aition
JloGaBieHue 1 ynpaBjieHHE NEPEX01aMu
MEXy ClauJlaMu

2 2 |10 uen.

IIpakTnueckas padora NeS

3aBepuienune padoThbl HA/l NPe3eHTAUSIMH

PeuensupoBanue npeseHTanui
Jlo6aBieHre 3aMeTOK Ha Clai
Hacrpotiika cnaitnoB s A€EMOHCTPaLUH
WM TIeYaTH
AHanu3 npe3eHTanui IoMeTKa U3 Kak
OKOHYATEJIbHBIX
[leuaTps npe3eHTanN U pa3IaTOYHBIX
MaTEpUaJIOB

IMoaroroBka M q0CcTaBKa NMpe3eHTALUIA
Ananranus npe3eHTanui Juisi pa3HbIX
ayJIATOpUI
Penernnus npe3eHranuu U HacCTponKa
BPEMEHHBIX UHTEPBAJIOB JUIs CJIai1a
JleMOHCTpanus Npe3eHTaluu

4 2 2 |11 uen.

IIpakTnueckas padora Ne6

Xagwucsl. (10 cnaiiioB ¢ HaCTpOHKaMH:
Mepexo/iaMu, aHUMAaIUeH U TI0 BPEMCHH).
IIpakTnyeckas padora Ne7

OO6yuatoras mporpaMmma Jijist Aeteit « AndaBut
apaOCKOTO SI3bIKAY.

6 2 4 |12 uen.

IIpakTuyeckas padora Ne§
OO0yyaromas nporpamma:
Vnpasnaowue knonku — OKyMeHT,
ayJMpOBaHUE, BUJCOMPOCMOTP.
Oenasnenue — BO3BpAT, BIEpel, HA3al.
IIpakTnyeckas padora Ne9 6 2 4 |13 men.
Co3nanue gporoaindoma:
Hanmnuce mox BceMu KapTHHKaMHU.
YepHo-6ernble.
OpHa, 1Be M YeThIpe KapTUHKU Ha OJTHOM
craise.




PamMmka BOKpYT KapTHHKHU.

IIpakTnyeckas padora Nel(

WNuTtepakTuBHas npe3eHTanus « CTOIUIBI MUPay.
10 [Pabota c rumnepcchlUIKamMHu. 4 2 2 |14 men.
IIpakTnyeckas padora Nell
Hutepdeiic Ms Word 1o asiemMeHTam.

IIpakTnyeckas padora Nel2

Pabota c Tpurrepamu (yrajapiBaHue CTpaH).
11 [Pabota ¢ Tpurrepamu (BOIpOCHI). 6 2 4 |15 nen.
IIpakTuyeckas padora Nel3
Cosznanue IBIKYIIUXCSI OOBEKTOB.

IIpakTnyeckas padora Nel4

12 N 4 2 2 |16 men.
Jlunelinas npeseHtanus (JTOKIamd).
IIpakTnyeckas padora NelS

13 [11a6J10HBI (TECTBHI). 4 2 2 |L7men.
UTOI'O: 74 12 22 40 |17 Hen.

2.3. YYHUEBHO-METOJAUYECKOE OBECIIEYEHUME JUCHUIIJIMHBI

2.3.1. IlepeyeHb OCHOBHOI M JOMOJHHUTEILHON Y4eOHOI JTUTepaTypbl, HEOOXOAUMOI 1JIA
OCBOCHHUS TMCUMILUIMHBI (MOLYJIs), MPAKTHKH.

a) OCHOBHAasl JIMTepaTrypa:
PowerPoint 2019 ms naunnaromumx" ABtop: Anapeit Kapueru, Urops [lepecaguerko
"PowerPoint 2016. beicTpsrii crapt” ABTOp: Makcum Pakos
"Microsoft PowerPoint 2013/2016. Yuebnuk nns HaunHarommx" ABtop: Bragumup
JleonTheB
"CekpeThl co3anus npodeccnoHaIbHBIX pe3eHTanuii B PowerPoint" Astop: Jlaypa
Mamnesa
"PowerPoint 2010. [TonHoe pykoBoacTBo" ABTOp: Mapuna ['onuap
"Kak caenats npesenranuio B PowerPoint" Asrop: Biragumup PynHes
"PowerPoint 2013. Dxcmpecc-kypc" ABtop: Bnagumup CaxapeBud
Kparkoe, HO nH(opMaTHUBHOE PYKOBOICTBO o pabore ¢ PowerPoint 2013.

0) 10nmoJIHUTE/IbHAS JTUTepaTypa:
"PowerPoint 2010. ITonHoe pykoBoacTBo" ABTOp: Mapuhna ['onuap

"PowerPoint 2016. Beictpsiii ctapt" ABTOp: Makcum Pakos

2.4. MATEPUAJIBHO-TEXHUYECKOE OBECIIEYEHUE
JANCIHUITINHbBI
24.1.

Jlyist obecriedeHusI MpenoIaBaHus JAaHHOW JUCIATUTHHBI UMeeTcs ayauTopus 3-19,
3-21;

Y4eOHO-HarIsIIHbIE TOCOOUS M HATJISITHBIE MaTepHAIIbI.
[IpuknagHbeie mporpaMMHBIE CPEJICTBA
Paznarounsblii MaTepuan

MynbTUMEANIHBINA TPOEKTOP



[Tpe3enTanronnas Texuuka (nHTepakTuBHas gocka SMART Board cepuu 800, mpoektop)

pa6oqee MECCTO IIPEIogaBaTeiisad, OCHAIICH KOMIIBIOTEPOM C BBIXOJAOM B MHTEPHET

paboure MecTa CTyICHTOB, OCHAIICHHbIE KOMITbIOTEpaMu, MpeHa3HAYCHHbIE JIJIsl paOOTHI B
AJIEKTPOHHON 00pa30BaTeIbHON Ccpelie.

2.4.2. Pecypcbl HHGOPMAIIMOHHO-TEJIEKOMMYHHUKAIMOHHOI cetn UHTepHeT
Caiit: Mister-office.ru
YouTube:
Shkola Prezentaciy
OducHblit Dxcnept
IIpoext MynbTumMena

2.4.3. UuopmManimoHHbIE TEXHOJIOTHH
Microsoft Office:
Smart Notebook
Paint — rpapuueckuii perakTop.
Word — TeKCTOBBI peraKTop.
PowerPoint — mporpamma 1o co31aHuI0 MPe3eHTAINH.
Excel — tabnuunsiii pegaxTop.
Access — cuctema yrpaBiieHus 0a3aMu TaHHbBIX.
2.5. METOAUWYECKHUE PEKOMEHJALIIUU U YKA3ZAHUS

N3yuuB ry00K0 copepikanue y4eOHOH IUCIUILTHHEI, IeIeco00pa3Ho pa3padboTaTh MaTPHUILY
HaunOoJiee MpeoYTUTENbHBIX METOI0B 00y4YeHuUs U (POpM CaMOCTOSATENTbHON pabOThI
CTYJI€HTOB, aJIeKBaTHBIX BUAAM JICKIIMOHHBIX U CEMUHAPCKUX 3aHATUH.

Heo6xonumo mpeaycMoTpeTh pa3BUTHE (GOPM CaMOCTOATENBbHOM paboThl, BEIBOS CTYIEHTOB K
3aBEpPLICHUIO U3y4YEHUsl yUeOHON AUCUUITIIMHBI Ha €€ BBICIIUN yPOBEHD.

[TakeT 3amaHuii U1 CaMOCTOSTENILHON PabOTHI ClIeAyeT BbI1aBaTh B HaYajle CEMECTpa,
OTIpE/IeNIUB IpeieIbHbIE CPOKU UX BBIITOJHEHUS U claud. 3aJJaHUs JJIs1 CAaMOCTOSITENIbHOM
paboThI KeNaTeIbHO COCTABIATh U3 0053aTENbHBIX TEM JUIS U3YUEHHUS.

Opranu3ysi CaMOCTOATENbHYIO0 padoTy, HEOOXO0IUMO TTOCTOSTHHO 00y4YaTh CTYJICHTOB METOaM
TaKkoi paboTHI.

By3oBckas nekuus - TaBHOE 3B€HO JUIaKTUUECKOTo IuKiIa o0ydenus. E€ uens -
(dbopMHpOBaHUE Y CTYACHTOB OPUEHTUPOBOYHOM OCHOBBI JJIS MOCJIEAYIOLIETO YCBOCHHUS
MaTepuraia METOJI0M CaMOCTOSITeNbHOM padboThl. CopepkaHKe JEKIUHU JO0JKHO OTBEYATh
CJICAYIOUIMM JUIAKTHYECKUM TPEOOBAHUM:

-M3JI0KEHHE MaTepuasa OT IPOCTOrO K CJI0KHOMY, OT U3BECTHOTO K HEM3BECTHOMY;
-JIOTUYHOCTD, YETKOCTh U ICHOCTh B M3JI0)KEHUH MaTepUaa,

-BO3MOYKHOCTb ITPOOJIIEMHOTO U3JI0KEHUS, TUCKYCCHH, TUAJIOTA C IIeJIbI0 aKTUBU3AI[UN
JESATENIBHOCTH CTY/IEHTOB;

-0Iopa CMBICIIOBOM YaCTH JIEKIIMH HA MOJTMHHBIE (PaKThl, COOBITHSI, IBJIEHUS, CTATUCTHYECKHE
JIaHHBIE;

-T€CHasl CBS3b TEOPETUUYECKUX MOJIOKEHUN U BBIBOJIOB C MIPAKTUKOM U Oy Ty1ieit
npodecCHOHATIBHOM 1eSTETbHOCTBIO CTY/IEHTOB.

[IpenogaBatenp, YNTAIOUIUH JIEKIIMOHHBIE KYPChI B BY3€, JOJKEH 3HATh CYIIECTBYIOIINE B
NEAArorn4ecko HayKe M UCIIOJIb3yEMbIE Ha IPAKTUKE BAPUAHTHI JIEKLIUN, UX AUJAKTUUECKUE U
BOCIHTHIBAIOIIME BO3MOKHOCTH, @ TAK)KE UX METOJIMYECKOE MECTO B CTPYKTYpE Mpoliecca
o0ydeHusl.


http://www.smarttech.ru/SB800.html

6. CemuHap MPOBOAMUTCS TI0 Y3JIOBBIM M HaOOJIEe CII0OKHBIM BOIIpOcaM (TemMaM, pas3zeiiam)
yaeOHoii mporpaMMbl. OH MOKET OBITh IOCTPOEH KaK Ha MaTepuase OJHOM JICKIINH, TaK U Ha
coJiep>KaHuU 0030PHOM JIEKIIMH, a TAKXKe 110 ONpe/IeIEHHON TeMe 0e3 YTeHUs MPeIBapUTEIbHON
aexuuy. I 1aBHas U onpeaensomas 0coOeHHOCTh JII000r0 CeMUHapa - HATMYUe HIEMEHTOB
JTUCKYCCHH, TPOOJIEMBI, TUAJIOra MEX /1y MperoiaBaTesieM U CTyIeHTaMH, U CAMUMU
CTYJICHTAMH.

[Tpu moAroTOBKE KJIACCUYECKOT0 CEMUHAPA KeEJNaTeIbHO MPUIEPKUBATHCS CIIETYIOIIETO
aJIropuTM™ma:

a) pazpaboTKa y4eOHO-METOIMYECKOro MaTepurania:

-(popmynupoBka Tembl, cooTBeTCTBYIOIIEH nporpamme u @I'OC crangapry;

-OIpeJielIeHUEe JUIaKTHUECKUX, BOCIUTHIBAIOIINUX U (POPMHUPYIOIIMX IIeJIel 3aHATHUS;

-BBIOOP METOIOB, TPUEMOB U CPEJICTB JIJIsl IPOBEACHHS CEMUHAPA,

-1oA00p JUTEepaTyphl Ui MIPernoJaBaTelis U CTYJACHTOB;

-IIpU HEOOXOAMMOCTH MPOBEICHNE KOHCYIbTAIMN [T CTYICHTOB;

0) mOAroTOBKA 00yYaeMbIX U IPENoAaBaresis: -COCTaBJIeHHE IJIaHa ceMUHapa U3 3-4 BOIIPOCOB;
-MpeIOCTaBICHUE CTyIeHTaM 4-5 qHel I MOArOTOBKH K CEMUHAPY;

-IPEOCTaBICHUE PEKOMEH AU O MOCIEA0BATEIbHOCTH U3yUEHUS JIUTEePaTyphl (YICOHUKH,
y4eOHBIC TOCOOWS, 3aKOHBI M IIOCTAHOBIICHUS, PYKOBOJICTBA W ITOJIOKCHHSI, KOHCIIEKTHI JICKIIUH,
CTaTbH, CIIPABOYHUKHU, HHPOPMAIIMOHHBIE COOPHUKHU U OIOJIJIETEHU, CTATUCTUYECKUE JIaHHBIE U
p.);

-co3/laHue Habopa HarJIsAHBIX TOCOOUI.

[TogBoast UTOTM CEeMUHAPA, MOKHO MCIIOIB30BATh CIEAYIONINE KPUTEPHH (ITOKA3ATEIH ) OLIEHKH
OTBETOB:

-MIOJTHOTAa ¥ KOHKPETHOCTh OTBETA;

-TI0CJIEIOBATENILHOCTD U JIOTHKA U3JI0KEHUS;

-CBSA3b TEOPETUYECKUX MOJIOKEHHUIN C IPAKTUKOM;

-000CHOBaHHOCTH U JI0Ka3aTE€IbHOCTh U3JIaraeMbIX MOJIOKEHUH;

-HAJINYME KaUeCTBEHHBIX M KOJIMUECTBEHHBIX TTOKA3aTeNeH;

-HaJTM4Ke WTIOCTPAIMi K OTBETaM B BUJI€ HCTOPUYECKUX (DAKTOB, TPUMEPOB U TIp.;

-YPOBEHB KYJIBTYPHI peUH;

-MCTI0JIb30BAHKUE HATJISTHBIX TOCOOUH U T.11.

B koHI11le cemnHapa peKOMEHyeTcs JaTh OLEHKY BCETO CEMUHAPCKOTr0 3aHATHs, 00paTuB ocoboe
BHMMAaHHE Ha CJIEIYIOUIUE aCIEeKThI:

-Ka4eCTBO MOJTOTOBKH;

-CTETeHb YCBOCHHUS 3HAHU;

-aKTUBHOCTb;

-TI0JIOKUTENbHBIE CTOPOHBI B pa0OTE CTYICHTOB;

-IICHHBIC ¥ KOHCTPYKTUBHBIE TIPEITIOKECHHUS;

-HEJIOCTATKH B pabOTe CTYACHTOB;

-33]1a44 U MyTH YCTPAHEHUS HETOCTATKOB.

[Tocne npoBeaeHUs: IEPBOTO CEMUHAPCKOTO Kypca, HAUMHAIOIIEMY MPENOAaBaTEN0
11eJ1ec000pa3HO OCYUIECTBUTH OOIIMI aHAIU3 MPOJIETTAHHON paboThI, U3BJIEKas PU 3TOM
MOJIE3HBIE YPOKHU.

[Ipu n3noxeHnn MaTeprasa BaXHO IIOMHHUTb, YTO IMOYTH MOJTOBHHA HH(OPMAITUHU HA JICKITUU
nepesaeTcs Yuepe3 HHTOHAIMIO. YUUTHIBATh TOT (PAKT, YTO MEPBBINA KPU3UC BHUMAHUS CTYJACHTOB
HactynaeT Ha 15-20-i MmuHyTax, BTopoii - Ha 30-35-if MuHyTax. B mpodeccnonamsHOM 00IIIEHUN
MCXOJIUTh U3 TOTO, YTO BOCIPUATHE JEKIHNHA CTYACHTAMHU MIIQJIIIUX U CTAPLIUX KYpPCOB
CYIIECTBEHHO OTJIMYAETCSI IO TOTOBHOCTH ¥ YMEHHIO.

[Ipu npoBeeHUH aTTeCTAllUU CTYACHTOB BaXKHO BCETJa MIOMHHUTh, UTO CUCTEMAaTHYHOCTb,
00BEKTUBHOCTH, ApTyMEHTHPOBAHHOCTD - TJIABHBIC TIPUHITUIIBI, HA KOTOPBIX OCHOBAHBI KOHTPOJIb
Y OLICHKA 3HaHMI cTy1eHToB. [IpoBepka, KOHTPOJIb U OLIEHKA 3HAHWM CTy/IeHTa, TPEOYIOT yueTa
€ro WHJIMBHUIYATHHOTO CTHJIS B OCYIIECTBICHHH YUYeOHOU IeATeTbHOCTH. 3HAHUE KPUTEPHEB
OIICHKH 3HAHMI 00sI3aTENBLHO IS TIPETo1aBaTeNsl v CTyICHTA.




2.5.1. MeToguueckue peKOMeHIAIUM JJIA NpenojaaBaTes
1.He neperpy>xaTh y4auiuxcs 3aJ1aHusIMH.
2.YepenoBarh TBOPUECKYIO pabOTy Ha 3aHATUAX C 3a/laHUSIMH BO BHEYPOUHOE BPEMSI.
3.B nekuusax craBUTh BOMPOCHI IS CAMOCTOSTEIILHOM paboThl CTYICHTOB, YKa3bIBast HA
UCTOYHHUK OTBETA B JIUTEPATYypE.
4.]laBatpb onepexarolye 3adaHus Al CAMOCTOSITEIILHOTO H3y4YeHHs (PParMeHTOB Oy TyIIUX TeM
3aHATHUH, JIGKITUH (B CTaThsIX, Y4COHUKAX H JIp.).
5./laBatb cTyzeHTaM YE€TKUH U NOJHBIA UHCTPYKTAXK, BKIFOYAOIIUM:
1eJIb 3aaHHUS;
YCIIOBHS BBITIOJTHEHUS;
00BeM;
CPOKH;
obpasen ohopmiieHHUS.
6.0cy1eCTBISITh TEKYLIUI KOHTPOJIb U YUET.
7.011eHUBaTh, PELIEH3UPOBATh PabOTHI, 0000IIATh YPOBEHb YCBOCHHSI HABBIKOB
CaMOCTOSITENIbHON paOOThI.

2.5.2. MeToanueckne yKka3aHus Uil CTyJ1€HTOB

B xo/e TeKIIMOHHBIX 3aHSATUI BECTH KOHCIIEKTUPOBaHUE yueOHOoro MaTepuana. O6pamaTth
BHHUMaHUE Ha KaTeropuu, GOpMYITUPOBKH, PACKPHIBAIOIIUE COJCPKAHUE TEX WIIM MHBIX SIBJICHUN
Y IIPOLIECCOB, HAYYHbIE BBIBOJbI U TPAKTUUYECKHE PEKOMEHIALUU, MTOJIOKUTEIbHBIA OMBIT.
KenateabHO OCTaBUTH B pab0OYMX KOHCIIEKTAaX IMOJIsI, HA KOTOPBIX J€JIaTh IOMETKH U3
PEKOMEHI0BAaHHOM JIMTEPATYPbl, TOMOIHSIIOUE MaTEpUall TPOCIYIIAHHON JIEKIIMH, a TAKXKE
MOAYEPKUBAIOINE OCOOYIO BaXKHOCTh T€X UJIM MHBIX TEOPETUUYECKUX TOJIOKEHUMN. 3a/1aBaTh
MIPENO0/IaBaTel0 YTOUHSIOLIME BOIIPOCHI C LIEJIbI0 YSICHEHUSI TEOPETUUYECKHUX MOJIOKEHUH,
paspelieHus ClIOpHbIX CUTYAIIHi.
B xoze noaroToBku K cEMUHapaMm U3y4UTh OCHOBHYIO JINTEPATYPy, O3HAKOMUTHCS €
JOTIOJTHUTEILHOM JINTepaTypOil, HOBBIMU ITyOJIMKAIIUSMU B TIEPUOANYECKUX U3TAHUSIX:
JKypHanax, razerax u T.14. [Ipy 5ToM ydecTs peKOMEHIAINK MPENoIaBaTes U TpeOOBaHUs
y4eOHO MporpamMm

2.6. TunoBble KOHTPOJIbHBIE 32JaHUS [JIs1 OLEHKU 3HAHUI, yMEHU,

HABBIKOB M KOMIIETEHI[HH.

2.6.1. Bonnpochl 1J1si CAMOKOHTPOJISA

CEMECTP I:
PA3JIEJI 1. TekcroBslii pexakrop Microsoft word

Kak BcTaBuTh n300paskeHe B JOKYMEHT?

Kak coznate u otdpopmatuposats Tabauiy B Word?

Kak 106aBUTh CHOCKH WJIM KOHLIEBbIE IPUMEYaHUs?

Kaxk BCTaBUTh THIIEPCCHUIKY B TOKYMEHT?

Kak co3znate conepkaHue ¢ aBTOMaTHUYECKUMHU CChUIKaMu?

Kaxk BcTaBUTH 1aTy ¥ BpeMs B JOKYMEHT?

Kak co3aTh 3arojg0BKHM pa3HbIX YPOBHEN C aBTOMaTHYECKON HyMeparueun?

Kax ucronp3oBats ctumnm 1715 GOopMaTHPOBAHMS TEKCTa?

Kak co31aTe MHOTOYpPOBHEBBIH CIIMCOK?

Kaxk BcTaBUTH KOMMEHTAapUH K TEKCTY?

Kak BcTaBUTH CTpaHUILy C TOPU30HTAIBHBIM pa30ueHreM?

Kak cnenartp moss B JOKyMEHTE paBHOMEPHBIMU?

Kak BCTaBUTh EPEHOCHI U Pa3pbIBbl CTPaHULIbI?

Kak ckpbITh 1 0OTOOpa3UTh HETIEYaTHbIE CUMBOJIBI?

Kak co3iaTe HyMepOBaHHBIN CIMCOK ¢ KACTOMHBIMU MapKepamu?



Kak coznath 1 oTopMaTUpOBaThH 3aroJJ0OBOK C HOMEPOM CTPAHMIIBI B BEPXHEM
KOJIOHTHUTYJIE?

Kak BcTaBUTH crieninaibHble CUMBOJIBI WJIH MaTeMaTudeckue Gpopmybi?

Kak u3MeHUTbh OpUEHTALMIO CTPAHULIBI (TOPU30HTAIbHAS WM BEPTUKAJIbHASA)?
Kak co3gaTe 1 pegakTupoBaTh CIIMCOK C MHOTOYPOBHEBOM HyMepauuei?

Kak BcTaBuTh ranepero n3oopaxenuii uian Ggororpaduii B JTOKyMeHT?

Kak coznath 1 oTopMaTUpOBATh TUTYIBHBIN JIUCT AJIsl JOKYMEHTa?

Kak no6aBuTh moanucu K pucyHkam u Tabnunam?

Kak BcTaBuTh U OTQOpMATHPOBATH BUAEO WIN ayJIMO B IOKyMEHT?

Kak ncnonp3oBare ¢pynkuuio "CioBo 1o cI0Bo" s MpaBKu TeKcTa?

Kak coznate 1 oTopMaTupOBaTh CHUCOK C KACTOMHBIMU MapKepaMu?

Kak BcTaBUTh 1 0T(OPMATUPOBATH TUIIEPCCHUIKY Ha BHELIHUNA pecypc?

Kak co3naTth ¥ pegakTUpoBaTh TOKYMEHT C HECKOJIBKUMH KOJIOHKaMH?

Kak HacTpouTh HyMepaluio CTpaHull C OIIPEIEIEHHOI0 HoMepa?

Kak no6aButhb u hopMaTupoBath NprUMeyaHus B KOHIIE TOKyMeHTa?

Kak BcTaBuTh 1 0TOpMATUPOBATH TUATPAMMY HJIH rpaduk?

Kak ucnonb3oBars Gynkuuto "CaoBo co cioBoM" uist KOPPEKIHH TeKcTa?

Kak co3naTh 1 HACTPOUTH CHOCKH K TEKCTY?

Kak n1o6aButh u orpopmMaTupoBaTh TEKCTOBYIO PaMKY MJIM OOBOJKY BOKPYT TeKcTa?
Kak co3naTth 1 pegakTHpoBaTh ABTOMAaTHYECKHE CIIMCKU C IPOHYMEPOBaHHBIMU
MyHKTaMH?

Kak BcTaBuTh 1 0T(OpMATUPOBATH TAOJHUITY C BO3MOKHOCTBIO PACYETOB H
CyMMUPOBaHUs?

Kak 1006aBUTh U HACTPOUTH MOANUCH K PUCYHKAM WM U300paKeHUsIM?

Kak ucnonb3oBars Gpynkuuto "[lonck u 3amena" 1js peJakTHpOBaHuUs TEKCTa?
Kak co3znath 1 oTopMaTUpOBaTh COJEPKAHUE C ABTOMATUYECKUMHU CChUIKAMU?
Kak BctaButh u hopmMaTupoBaTh OJIOKU IUTAT UITH BBIJCICHHBIN TeKCT?

Kak HacTpouTh M0JIs U OTCTYIIBI B IOKyMEHTE?

Kak co3iaTe 1 HACTPOUTH Pa3AEIUTENBHbIE TUHUY B TIOKyMEHTE?

Kak no6aButh u oropmarupoBarb GOpMyYJIbl WM MaTEMAaTHUYECKUE BHIPAKEHUS?
Kak BCTaBUTb U HACTPOUTH JUArpaMMy € OCSIMH U MOANUCAMU?

Kak coznate 1 oTdopMaTupoBaTh OJIOKU TEKCTa C pa3HbIMU HIpUdTaMu U LIBETaMU?
Kak ucnonb3oBars Qynkuuu "BeTaBuTh cniennanbHblii cumMBon" u "BetaBuTh mose"?



CEMECTP II:

PA3JIEJ 2. Microsoft Office PowerPoint
Kak BcTaBuTh 1 cTuin3oBath SmartArt B mpe3eHTanuu?
Kak co3naTh u penakTupoBaTh aHUMHPOBaHHBIN TeKCT B PowerPoint?
Kak n106aBUTh KOMMEHTApUH K ClIaiiiaM JJ1s1 COBMECTHOM paboThI?
Kak ncrnosp30BaTh CEKIMU AJIs1 OpraHU3alMK CIIaii10B B IPE3EHTALNN?
Kak BKIIOYUTH JUKTOPCKOE COIIPOBOXKACHUE IS CIai10B?
Kaxk no6aButh 3D-Mozenb B mpe3eHTaIuo?
Kak ncnosnp3oBars anuMaiuo Morph asist co3aHus MIaBHBIX TEPEX010B MEKIY
cnarmamu?
Kak co3natps u mpuMeHUTh Makpocsl B PowerPoint?
Kak BcTaBUTh U peJakTUPOBATh TMIEPCCHUIKH B IIPE3EHTALMN?
Kak ucnonb3oBarh cMapT-apT IS BU3yJIU3alMU JaHHBIX?
Kaxk no6aButh ayano- u Buaeodaiiiel B PowerPoint ¢ aBToBocipon3BeneHuem?
Kak co3aTh 1 HACTPOUTH TUIIEPCCHUIKM HAa MHTEPAKTUBHBIE AJIEMEHTHI (HalpuMep,
KHOIIKH)?
Kak no6asuth 3(hexTsl mepexoa K ciaigam?
Kak co3iath NpokpyTKy ClaiiioB 17151 UHTEPAaKTUBHOW Ipe3eHTalun?
Kak BcTaBUTh U peiakTupoBaTh (POpMyJIbl MATEMATUUECKUX BBIPAXKEHUN B IIpE3ECHTALIUU?
Kak co3nath 1 pelakTUpoBaTh 3aKJIaIKH JUIs HAaBUTallMK MO IPE3eHTaluu?
Kak co3aTe 1 HACTPOUTH aHUMALIMIO 110 TPUTTEPY (HampuUMep, PH HaKaTUU KHOTIKH)?
Kak BcTaBUTh U CTUIM30BATh AUAarpamMMy pajapa B IIpe3eHTaluu?
Kak co3nath 1 pegakTUpoBaTh BCTPOEHHbIE OPTaHU3allMOHHBIE AarpaMMbl?
Kak ncrnosip3oBare aHUMaIMioO U ay1no3¢G(GeKThl A1 CO3JaHUsI HHTEPAKTUBHBIX KHUT
WM paccka3zoB?
Kak no6aBuTh aHMMaLMIO K OOBEKTY 110 TpaeKTOpuu?
Kak co3naTth 1 pegakTUpoBaTh T’MIIEPCCHUIKM HA JpyTrUe JOKYMeHThl (Hanpumep, PDF
wi Word)?
Kak BcTaBUTh U peiakTUPOBaTh KOMMEHTapHUH B IIPE3ECHTALMU?
Kak ncrnosp30BaTe aHUMUPOBAaHHBIE TaMIIANHBI 1711 BU3YyaIU3allui COOBITHI?
Kak 106aBUTh 1 HACTPOUTH ayAMONOKIAAKY JUIsl TPE3EHTALH ?
Kak co3math 1 pelakTHpOBaTh aHUMALMIO OOBEKTOB C MOMOIIBIO CLIEHAPHEB?
Kak BcraButh u ctunuszosats WordArt B mpe3eHTanun?
Kak co3iath 1 pelakTHpOBaTh MPOrPECCUBHYIO AaHUMAIIHIO (IIOCTETNIEHHOE MOSBICHHUE
AJIEMEHTOB)?
Kak ncrnosp30BaTh CMeLIaHHbIE CCBUIKH [T pa0OThI ¢ TAONMULAMU U TpaduKamu?
Kak 1006aBUTh 1 HACTPOUTH AaHUMAIUIO ITPU HABEJCHUH MbIIIN?
Kaxk u3meHuTs MakeT ciaiga?
Kak BcTaBuTh M300pa’keHUE B IPE3EHTALUIO?
Kak n06aBuTh aHMMaIMIO K 0OBEKTY Ha craiiie?
Kaxk co3gath nmepexoa Mexay craigamu?
Kak BCTaBUTH BUJIEO WM ayJHO B IPE3CHTALNIO?
Kax n3menuts ¢oH crnaiiga?
Kak co3naTe runepccbuiKy Ha ApYyroi ciaii uiv BHEIHUN pecypc?
Kak BcTaBuTh TabIMIly B MPEe3eHTALUIO?
Kak coznate rpaduk nim quarpammy B PowerPoint?
Kak no6aButh 3BykoBO# 3P PeKT k anumanun?
Kaxk co3gaTp nepcoHanm3npoBaHHbIN TU3alH JUIs ClaigoB?
Kak coxpaHuTh Mpe3eHTaluio B pa3inyHbix popmarax (Hanpumep, PDF)?
Kak 106aBUTh KOMMEHTApUH K ciaiiiaM JJis COBMECTHOM paboThI?
Kak co3aTe 1 IpUMEHUTH MacTep-claaiabl?
Kak cnenatp mpeseHTaluio aBTo3amyckatomencs?
Kak BcTaBUTh (hOPMBI U 3JIEMEHTHI YIIPaBIECHUS B IPE3CHTALNIO?



Kak co3gaTh nepexo Kk onpeaeieHHOMY CJIaiAy ¢ MOMOIIbI KHOMKH?
Kak 106aBuTh aHUMAIMIO K TEKCTY Ha ciaiine?

2.6.2. TecTnl 1J1s1 CAMOKOHTPOJIA
CEMECTP |

Kakoii 3s1emenT unTepdeiica Microsoft Word npennazHauen aJjisi 0bICTPOro
A0CTYNA K OCHOBHBIM KOMaHAam?

a) Jlenra;

0) [lanenb UHCTPYMEHTOB;

B) CTpoKa COCTOSIHUS.

Kaxoii koMOnHAaMel KJIaBHII MOKHO OTMEHHUTD nocjennee gecrsue B Word?
a) Ctrl + X;
0) Ctrl + Z;
B) Ctrl + C.

Yro no3soJsier caesarsh pynkuus "'Ilouck n 3amena" B Word?
a) Haiitu u 3amMeHUTh Bce OLIMOKH B JOKYMEHTE;
0) HaliTu KoHKpeTHOE c10BO WM (ppa3y U 3aMEHUTD €€ APYyToii;
B) OTKpBITh OKHO 1oucka B IHTepHerTe.

Kak M0:kHO BbIJIeJIUTH BeCh TEKCT B IOKymMeHTe B Word?
a) Ctrl + A;
6) Ctrl + V;
B) Ctrl + S.

Kakum 00pa3omM MOKHO BHIPOBHATH TEKCT MO mMpaBoMy kpar B Word?
a) BbIOpaTh COOTBETCTBYIOIIYO OMIIMIO B JICHTE;
0) Mcnonws3oBats komOuHauto Ctrl + R;
B) OT0 HeBO3MOkHO B Word.

Yr1o Takoe MAapKHMPOBaHHbIN ciucok B Word?
a) Cmcok, B KOTOPOM 3JIEMEHTHI UMEIOT HOMEPA;
6) Criucok, B KOTOPOM 3JIEMEHTHI UIMEIOT MapKephl (HalpuMep, TOUKH UIIH YKCIa);
B) CIIuCOK, KOTOPBII HENb3sl peAAKTUPOBATh.

Kakum 00pa3om MOKHO BCTAaBUTh CTPAHHUILY € TOPM30HTAJILHOI OpHeHTaLMell B
BePTUKAJbHBIN JOKyMeHT B Word?

a) B paznene "Pazmerka" BeiOpath "['opu3oHTanbHAs opueHTanus";

0) D910 HeBo3MOXKHO B Word;

B) BcTaBUTH HOBYIO CEKIIMIO U U3MEHUTH €€ OPUEHTALIUIO.

Kak mo:kHO co31aTh 3arojioBok B Word Tak, 4To0bI OH ObLJI BbIJI€JI€H U
OTLEHTPMPOBAH Ha CcTpaHuLEe?

a) Ucnonb3oBars onuio "KupHbiit" B IeHTE;

0) Haxarp Ctrl + C;

B) BeIOpaTh COOTBETCTBYIOIIYIO OMNIKIO B JeHTe "BripaBHUBaHuE" .

Yo Takoe cHocku B Word?
a) [Ipumedanus B KOHIIE TOKYMEHTA, COJIEPIKaIUe TOTMOTHUTENbHYI0 HHPOPMAIIHIIO;
0) Paznensl qokymeHTa, OTJEICHHBIC TUHUEH;
B) TekcT, KOTOpHIH BBIZENIEH U MOJYEPKHYT.



Kak M02HO c031aTh HOBYIO CTPpaHUIy B JoKymMeHTe Word?
a) Haxxats Enter Heckombpko pa3s;
0) BcraButh pa3pbiB CTpaHHULIbI;
B) D10 HEBO3MOXKHO B Word.

Kakum o00pazom M0kHO U3MEeHUTH IPUQT B BbIJeJeHHOM TekcTe B Word?
a) Ucnonp3oBate onuuto "Lpudt" B nenre;
6) Haxarp Ctrl + B;
B) OT0 HeBO3MOkHO B Word.

Yro Takoe Tadauna B Microsoft Word?
a) CIIMCOK CCBUIOK Ha JIPyTUe JOKYMEHTHI;
0) Opranu3oBaHHas CeTKa ISl MPECTABICHUS JaHHBIX;
B) ®Daiin, coznannbiii B Excel.

Kak M0:kHO BbII€JIUTH TEKCT KMPHbIM WIpudTom B Word?
a) Mcnonb3oBars onuuto "KupHsiil" B JIeHTE;
6) Haxars Ctrl + U;
B) OTO HEBO3MOXHO B Word.

Yro Takoe Mmapxu B JokymeHTe Word?
a) [IpoMexxyTku My KpasiMu OyMaru ¥ TEKCTOM;
0) Circok MapKHpOBAHHBIX IyHKTOB;
B) OmmOKY B HaITMCAHHUH CJIOB.

Kaxk Mo:kHO co31aTh MapKUpOBaHHbIN ciiucok B Word?
a) BriOpaTh COOTBETCTBYIOINIYIO OMIIMIO B JIEHTE;
0) Haxarp Ctrl + L;
B) OT0 HeBO3MOkHO B Word.

Yrto no3BoJsieT caenars komanaa ""Konuposars'" B Word?
a) [Tomemtaer BoIeeHHBIN 00BEKT B Oydep oOMeHa;
0) Y nansiet BbII€NIEHHBIN O0BEKT;
B) Bcraisier BblieneHHBINH OOBEKT B PYroe MECTO TIOKYMEHTA.

Kak M0HO BBIPOBHATH TEKCT M0 HeHTpy B Word?
a) BriOpaTh COOTBETCTBYIOIIYIO OMIIMIO B JIEHTE;
0) Mcnonws3zoBark komOuHaIuto Ctrl + E;
B) OT0 HeBO3MOkHO B Word.

Yro Takoe 3aroJiOBOK U HymMepanus crpanun B Word?
a) Mudopmanus o Texyuiei nare;
6) Undopmanus o KoIudecTBe CTpaHUIL B TOKYMEHTE;
B) MH(popMmarus o Tekylei cTpaHule 1 e€ MOoJI0KeHUH B TOKYMEHTE.

Kak MoxkHO BcTaBuTh runepccbuiky B Word?
a) BriOpaTh COOTBETCTBYIONIYIO OMIIMIO B JICHTE;
0) Haxarp Ctrl + H;
B) OT0 HeBO3MOkHO B Word.

Yro Takoe opdorpapuyeckas omnoxa B Word?
a) OmmbKa B pacronoXeHnu 00ObEKTOB Ha CTPAHHUIIE;



6) Omubka B HATMCaHUU CJIOBA;
B) OmuOKa B UCTIONB30BaHUU MIPUQPTOB.

Kakum 00pa3om MOKHO BbLIEJMTH Bech TeKeT B a03aue B Word?
a) JIBOMHBIM ILEITYKOM MBI Ha ab3ale;
0) Haxas Ctrl + A;
B) BblaenuTs Mbllbio.

Yro Takoe KOJOHTUTYJIbI B Word?
a) 3aroJIOBKH JJIsl KXKJIOTO pa3jiena JOKyMEHTa;
0) Madopmanms o Tekyiei aare;
B) ['paduaeckrie 21€MEHTHI B IOKyMEHTE.

Kak M07kHO BCTABHTH HOBYIO CTPaHHIy B TOKyMeHTe Word Tak, YTOOBI TEKCT
MPOJ0JIKAJICA € HOBOM CTPAHHUIIBI?

a) Haxatp Enter HeckoibKo pas;

0) BcTaBUTh pa3pbIB CTPAHUIIBI,

B) OTO HEBO3MOXHO B Word.

Kak M0’kHO BBI1eJIMTh BeCh JOKyMeHT B Word?
a) Haxas Ctrl + A;
0) BeiOpaB onmuro "BeinenuTs Bce" B JICHTE,
B) OT0 HeBO3MOkHO B Word.

Yro Takoe runepccblika B Word?
a) ABTOMaTHYECKU CO3/ITaHHBIE CCHLIIKH B JIOKYMEHTE;
0) Ccbuika, epexost o KOTOPOi MOKHO MEPEHTH K IPYroMy MECTy B IOKYMEHTE WU B
WHTephere;
B) OTMeTKa O TOM, 4TO IOKYMEHT MPOYUTAH.

Kakum o0pa3om Mo:kHO yOpaTh BblIejieHHe TekcTa B Word?
a) Haxars Ctrl + X
0) Haxars Esc;
B) OT0 HeBO3MOkHO B Word.

UYrto no3BoJisieT caenars onuusa "Coxpanuth kak' B Word?
a) CoxpaHUTh JOKYMEHT B HOBOM (aiiiie ¢ ApyruM uMeHeM Ui GopMaToM;
0) OTKpPBITH TUAJIOTOBOE OKHO ME€YaTH;
B) YIaJIUTh BBIJICJICHHBIA TEKCT.

Kak M0KHO BbI1€JINTH HECKOJILKO HellpepbIBHBIX ¢JI0B B Word?
a) Haxatp Shift u 3areM BpIIEIHUTD CI0BA MBIIIBIO;
0) BeigenuTs Kaxaoe CIIOBO OTAETHHO;
B) OT0 HeBO3MOkHO B Word.

Yro Takoe aBTOopuJILTP B TadMue Word?
a) CpencTBo Uil aBTOMATHUECKOTO BBIJICIIEHUS ONPE/IeICHHBIX JaHHBIX B TA0JUIIE;
6) CpeacTBo AJi1 aBTOMaTHYECKOTO U3MEHEHUS pa3MEpOB siueek TaOIUIIbI;
B) CpencTBo 1711 aBTOMAaTUYECKOTO MEPEX0AA MEXAY pa3ieaaMu JIOKyMEHTA.

Kakum 00pa3om MOKHO OTMEHHUTD nocJienHee aeiicreue B Word?
a) Haxars Ctrl + Z;
0) Haxarp Ctrl + X



B) Haxats Ctrl + C.

Kaxkum 00pa3zom M0KHO CKONIMPOBATH BbleJeHHbIH TeKCT B Word?
a) Haxats Ctrl + C;
0) Haxarp Ctrl + X;
B) Haxats Ctrl + V.

Yro npeacrasisietr codoii komanaa "Ileyars" B Word?
a) OTKpBIBAaET OKHO IPOCMOTpA Iepesl NeUaThlo;
0) [lo3BossieT pacrieyaTaTh TEKYILUI TIOKYMEHT;
B) [103B0JII€T OTKPBITH HOBBIN TOKYMEHT.

Kaxk Mo:xHO co3aaTh cniucok ¢ HoMepamu B Word?
a) BriOpaTh COOTBETCTBYIOILYIO OMIIMIO B JIEHTE;
6) Haxarp Ctrl + L;

B) OT0 HEBO3MOXHO B Word.

Yro Takoe ctuiu B Word?
a) I'pacdmueckue 31eMeHTHI TOKYMEHTA;
6) HabGop dopmaTtupoBaHus 1js TEKCTa;
B) ['pynmsl 1OKyMEeHTOB.

Kaxk M0:KHO BbI1€JIUTH HECKOJbKO Pa3po3HEHHBbIX YacTeil TekcTa B Word?
a) Haxxate Shift u 3aTeM KIUKHYTh MBIIIBIO Ha KaXIYIO YacTh;
0) BeiienuTh Kax1yro 4yacTh OTAEIbHO;
B) OTO HEBO3MOKHO B Word.

Yro npeacrasisier codoii komoumunauusa Ctrl + S B Word?
a) CoxpaHseT TeKyIIUNi JOKYMEHT;
6) Konupyert BbIZICIICHHBIN TEKCT;
B) YaiseT BbIICJICHHBIN TEKCT.

Kakum 00pa3om MOKHO BCTAaBHTh TeKYUIYI0 1aTy B J0OKyMeHT Word?
a) Haxars Ctrl + D;
6) BeiOpate onuuto "BeraBuTh naTy" B JI€HTE;
B) BpyuHyto HaGpaTh TeKyIyo Aary.

UYro Takoe makpoc B Word?
a) CokpallieHue 11l KOMaH/Ibl;
0) CrnennanpHas mporpamMma Jjisi aBTOMaTH3alluu JEHCTBUM;
B) He cymectByeT B Word.

Kakum o0pa3om MoxkHO u3MeHUTH HBeT mipudpTa B Word?
a) BriOpaTh COOTBETCTBYIONIYIO OMIIMIO B JICHTE;
0) Haxarp Ctrl + C;
B) OT0 HeBO3MOkHO B Word.

Yro Takoe noJs gokymenra B Word?
a) [IpomexxyTKu MKy KpaeM OyMaru U TEKCTOM;
6) Criucok 3aroJIoBKOB;
B) OmuOKy B HATUCAHHUH CJIOB.



CEMECTP Il

Kaxoe ocHoBHOe Ha3HauyeHue nporpammbl PowerPoint?
a) PenaktupoBath u hopMaTHpOBaTh TEKCTOBBIC JOKYMEHTHI,
0) Co3naBath U peJakTUPOBAThH MIPE3CHTALINH;
B) XpaHuTh 00JbIIHME 00BEMBI HH(OPMALIUH.

UYrto no3BoJsier aenarb PowerPoint npe3entanus?
a) OtkpeiBaTh PDF-(aitnsr;
0) Co3naBath U peJakTUPOBAThH TaOIUIIBL;
B) Co3/1aBaTh BU3YyaJIbHBIE TIPE3CHTAIUH.

Mo:kHO J1i 7100aBUTH AHMMALMIO K 3JieMeHTaM B npe3entaunu PowerPoint?

a) [a;
0) Her.

Kak Ha3piBaeTcsi 0CHOBHOI 3jieMeHT npe3entaunu B PowerPoint?
a) Cnaiin;
6) Kanp;
B) Cuena.

Kak M0’KHO NepexoquTh MeXKIy cjaaiiiaMi BO BpeMs Mpe3eHTanuu?
a) Haxxatuewm xmapum Ctrl + S;
0) CgaiiroM 1o 3kpaHy cMapT(hoHa;
B) C MOMOIIBIO KJIABUIII CTPEJIOK WK Tpodera.

Mo:kHO 11 100aBUTH MY3bIKAJbHOE CONPOBOKICHUE K npe3eHTanun B PowerPoint?

a) Ja;
0) Her.

Kakum 00pa3omM MOKHO NOAEJINTHCS NMPe3eHTalel ¢ IPYTMMH M0JIb30BATEJIAMH ?
a) OtnpaBuTh Qailsl o 3JIEKTPOHHOU MOUTE;
0) [omenuThCs cCHUIKON HA 00AYHOE XPAHUIIHIIIE;
B) Bocnons3oBathes gpynkiueit "Ilonenurses" B nporpamme PowerPoint.

Kakoii popmar ¢aiisia ncnosb3yercsi A1 coXxpaHeHus npesenranuii B PowerPoint?
a) .pptx;
0) .doc;
B) .pdf.

Mo:xHo 14 100aBUTH rUNepccbIKK B npe3eHTanuio PowerPoint?

a) [a;
0) Her.

Kakoii 3;1eMeHT no3BoJ1sieT 100aBUThH /I0NOJHUTEIbHYI0 HHPOPMALHIO K cJIalay B
PowerPoint?

a) [Ipumeuanue;

0) Brnoxxenue;

B) 3aKiajka.

Mo:KkHO JIM MCII0JIb30BATH A0J0HbI Au3aiiHa B PowerPoint quist ObicTpOro
CO3/1aHHSA NMpe3eHTanmui?

a) [a;

0) Her.



Kakum 00pa3om MOKHO H3MEHHTH NMOPSIAOK CJIal10B B Pe3eHTalun ?
a) [leperamiuTh UX MBIIIBIO;
0) Ucnonw3ys komanay "CopTupoBka cinaid1oB";
B) [lyTem penakTupoBaHus KOAA.

Kak Mo0kHO ceJ1aTh aBTOMATHYECKYIO0 Ilepexo/] MeKay cJaiiiaMu Bo Bpemsi
npe3eHTanuu?

a) YCTaHOBUTH TaliMep Mmepexoa;

0) Haxars xiaBumy "Enter";

B) Bocnosib30BaThCs rUNEPCCHUIKOM.

Kaxkoii ”HCTpyMeHT nmo3BoJisieT pucoBaTh NpAMO Ha cjaiine B PowerPoint?
a) Mapkep;
6) Kapanpmamr;
B) Kucrs.

Kak mo:xHO0 BcTaBUTH BU1eo B npe3eHTanuio PowerPoint?
a) [leperamuth aityn Bumeo Ha CITalT;
0) Bocnonb3oBathest koMano0i "BetaButs" > "Buneo";
B) Henb3st BcTaBuTh BHyieo B PowerPoint.

Mo:kHO JIF c031aTh AaHUMHUPOBaHHBbIH TeKeT B PowerPoint?

a) [la;
0) Her.

Kaxk mo:xno0 106aButh 3D-Moaesu B npe3enTanuio PowerPoint?
a) BcraButs u3 Qaiina;
0) 3arpy3uth u3 nTepHera;
B) Bocnoib3oBaThCst BCTpOEHHON OMOIMOTEKO.

Yro npeacrasisiet codoii pe:xkum "'Caaiin-macrep' B PowerPoint?
a) CrienanbHbIA PEXXUM PeIaKTUPOBAHMS MacTep-CIaiiIoB;
0) Pexxum n71st co3anust aHMMaluK CIIaiIoB;
B) Pexxum 11t paboThI ¢ Tabmuamu.

Kakum o0pa3om MokHO 100aBUTH 3BYKOBOI 3¢ pexT k caaiay B PowerPoint?
a) BcraButs ayaunodaiin;
6) Mcnonb30BaTh MHTEIPUPOBAHHBIN 3BYKOBOW pPeIaKTop;
B) 3amucaTh 3ByK IIPSIMO B IpOrpaMMe.

Mo:xHo 11 coxpanuTh npesenranuio B popmare PDF B PowerPoint?
a) Hda;
0) Her.

Kak M0:xHO0 100aBUTh aHUMALMIO K 00beKTY Ha caiine B PowerPoint?
a) BriOpath 00bekT u HaxkaTh "AHUManuA";
0) IlepeTanuTh OOBEKT HA TAHEh AHUMAIIHUH;
B) AHUManus 100aBseTCs] aBTOMaTHYECKH.

Mo:xHo 11 u3MeHUTH ¢QoH caaiina B PowerPoint?

a) [a;
0) Her.



Kak M0:KHO co31aTh nepexo Me:K1y cJIaiiiaMu ¢ UCI0JIb30BaHueM 3 (eKToB B
PowerPoint?

a) B paznene "JluzaiiHn" BeIOpaTh roToBbIN 2h(DEKT epexona;

0) B paznene "BcraBka" BeiOpath "D dexT mepexoma”;

B) [lepexo/pl CO3/1AI0TCSI aBTOMATHYECKH.

Mo:xHO Jii 100aBUTh KOMMeHTapuu K ciaaigam B PowerPoint?

a) [a;
0) Her.

Kaxk Mo:KHO pa3ie/iuTh Npe3eHTAIMI0 HA Pa3iebl AJs1 Y100CTBAa HABUTAIMU?
a) B pexume "Crnaiin-macrep" BeiOparts "Jlo6aBuTh pazmen";
0) Mcnonws3oBarh GyHkuio "Pa3aenst” B 1eHTe;
B) Paznenbl 100aBIsIOTCS aBTOMATHYECKH.

Kak M0HO n3MeHNTHh pa3Mep U opueHTanuIo ciaaigos B PowerPoint?
a) B paznene "Cnaiinel" BeiOpats "Pa3mep crnaiiga";
6) Caenarb 3TO HEBO3MOXKHO;
B) OTH MapaMeTpbl HENb3sI U3MEHUTb.

Kak Mo:xHO co31aTh COOCTBEHHBIH AN3alH 11 cjaiigoB B PowerPoint?
a) B pexxume "Crnaiin-macrep" pegakTupoBaTh MacTep-CIanIbl;
0) DTO HEBO3MOXKHO;
B) 3arpy3uTh roTOBbIN 111a010H U3 MHTEpHETA.

MoxkHo 14 100aBUTH ayAN0-KOMMEHTApUHM K ciaaiiiam B PowerPoint?

a) Ja;
0) Her.

Kak M0HO COXpaHUTH Npe3eHTAlUI0 C AHMMALMell B BUe Buaeogaiiaa?
a) B paznene "®aiin" Be16paTh "CoXpaHUTh Kak BUIEO";
0) DTO HEBO3MOXKHO;
B) Mcnonp30BaTh CTOPOHHUE ITPOrPaMMBI.

Kak M0KHO CKPBITH CJIalbI B Pe3eHTANMHU 0e3 UX yaajieHus?
a) B pexume npocmoTtpa ciaiiioB HaxkaTh "CKpBITh cnaia";
0) DTO0 HEBO3MOXKHO;
B) CKphITHE C1aiiJI0B aBTOMAaTUYECKH.



Kpumepuu oyenxu pe3ynemamos mecmupoganus

Ounenka
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2.6.3. IlpuMmepHbIe TeMbI pedepaToB (He MPeAyCMOTPEHbI)

2.6.4. IlpuMepHBIe BONPOCHI TEKYIEr0 KOHTPOJISA
CEMECTP |

Kakue 351eMeHTBI BXOAT B COCTaB oKyMeHTa Microsoft Word?
Kakune orpanndeHus cymecTByIoT Ha UMeHa (hailiioB, cTuiel 1 3arojoBkoB B Microsoft
Word?
B yem pazauna mexay pexumamu npocmotpa B Microsoft Word: OOsrunbiii, Be0-
JOKyMeHT u Utenue?
Kakwue TUITbI TaHHBIX MOTYT OBITh UCTIOIB30BaHBI B Tabmuiax Microsoft Word u kakoBbI
UX IpeJeNbHbIe pa3Mepbl?
Kak M0>kHO MCTI0Ip30BaTh CIIpaBOYHYIO cucteMy B Microsoft Word? Uem oTnmvarorcst
paszznensl Conepxanue, Mactep OTBETOB U YKa3areib?
Uro Takoe aBTOMaTH4eCcKHe OISl U BeIpakeHus B Microsoft Word? Kakue BbipaxkeHus u
(YHKLIMU TOCTYIHBI JUIS UCIIOIb30BaHUSA?
Kakue oco0eHHOCTH B MCIIOJIBb30BaHUU BBIPAXKEHUI C YHMCIaMH, TEKCTOM U JaTaMH B
Microsoft Word?
Uro Takoe noctpouTesb GOpMyJI U Kak OH Hcnoib3yercs B Microsoft Word?
C kakoii uenbto BeIIOIHSETCS popMaTupoBaHue JokyMeHTa B Microsoft Word u kakue
MHCTPYMEHTBI (POpPMaTUPOBAHUS JOCTYIIHbI?
Kakue omnepanuu ¢ TekcToM u ab3aiamu B jokymenTe Microsoft Word Bbl 3HaeTe?
KakoBo HazHaueHue copTupoBKH TeKcTa B JokyMeHTe Word? Kak Mo>XHO copTHpoBaTh
JTaHHbIe B Ta0aMIax?
Uro Takoe punbTp B Microsoft Word u kakue MeTo bl GUIBTpALIMK JAHHBIX JOCTYITHBI?
Kak MOkHO co3/1aTh ¥ IPUMEHUTH yclIoBHOE (popmaTrpoBanue B Microsoft Word?
Kakue Bo3MoxkHOCTH IIpeocTaBisieT BcTaBka Tabaun B Microsoft Word? Kak co3nats
HOBYIO Ta0nuIty?
Kakum 006pa3oM MOXKHO BBIJIETTUTH BECh TEKCT B JoKyMeHTe Microsoft Word?
Yro takoe ctuiu B Microsoft Word 1 kak OHU HCTIONB3YIOTCA 111 POPMATHPOBAHUS
TeKcTa?
Kakum 00pa3omM MOXHO BCTaBUTh THIIEPCCHUIKY B JOKyMeHT Microsoft Word?
Kak no6aButh Hymepaluio cTpanull B JokyMeHnTe Microsoft Word?
Kakum 06pa3om MOXHO BCTaBUTH cHOCkH B Microsoft Word?
UYro npeacTaBisitoT coboi mostst fokyMeHnTa B Microsoft Word u kak ux MO>KHO
UCIIOJIb30BaTh?
Kaxk B Microsoft Word M0oHO c03/1aTh MHOTOYPOBHEBBII CITUCOK?
Kakum o6pazom MOKHO 100aBUTh KOMMEHTapHH K JoKyMeHTy Microsoft Word?
Yro Takoe MHIEKC U KaK €ro MO>KHO BCTaBUTHL B Microsoft Word?

Kakum 06pa3om MOKHO BCTaBUThH CIIEIIMAIbHBIE CUMBOJIBI (HalpUMep, 3HaK KOIUpaiiTa)
B oKyMeHT Microsoft Word?




Kak co3nath conep:kanue (oryaBienne) B qokymente Microsoft Word?

Kakum 006pa3oM MOKHO 100aBUTH HOMEpA CTPAHUI] TOJIBKO C OTPECIIEHHOW CTPAHUIIBI B

nokymeHnTe Microsoft Word?

Kak co3nmaTth nepedrciieHre ¢ MOMOIIBI0 MapKepoB Wik HOMepoB B Microsoft Word?

Kak MOKHO CKpBITh YacTh TEKCTa B JJokyMeHTe Microsoft Word (Hanpumep, uis

neyatu)?

Kakum 006pa3om MOXXHO BCTaBUTH Ipaduieckuii 00beKT (Hanpumep, potorpaduio) B

nokymeHT Microsoft Word?

Yro nmpeactaBisitoT coboit mosst CHocok B Microsoft Word u kak ux MOKHO

UCIOJIb30BaTh?

Kak co3naTh moanuch K pucyHKy uim Tabauie B qokymeHnte Microsoft Word?

Kakum 00pa3oM MOKHO BCTaBHTH IEPEHOC CJIOBA (pa3pwiB cioBa) B Microsoft Word?
Yrto Takoe KoJOHTHUTYJIBI B Microsoft Word u kak UX MOKHO HAaCTPOUTH?

CEMECTP II
Uro BkItOUaeT B ce0st moHATHe "MakeT cnaiina" B PowerPoint? Kak u3aMeHuTh MakeT
ciaima?
Kak n1o6aButh aHuManuio kK 00beKTy Ha ciaiine B PowerPoint?
Yro takoe cexuus B PowerPoint 1 kak co31aTh HOBYIO CEKITHIO?
Kak BcTaBuTh rpaduky win nzodpaxkenue B npesenranuo PowerPoint?
Yro nmpeacrasisieT coboit pexxum "IIpocmotp cnaiigo" B PowerPoint?
Kak MOXHO c031aTh Iepexo1 MeX 1y cllaliaMu ¢ UCTIOJIb30BaHuEM YPPEKTOB B
PowerPoint?
Kak no6aButh aymo-koMMeHTapuu K ciaiinam B PowerPoint?
Kakum 06pa3oM MOKHO co3/1aTh aHUIMUPOBaHHBIN TeKCT B PowerPoint?
Uro npencrasisier coboit pexxum "Crnaiin-macrep” B PowerPoint u xak ero
UCII0JIb30BaTh?
Kak moxHO n06aButh 3D-Monenu unu rpaduky B npeseHtanuto PowerPoint?
Kakum o6pa3om MOkHO 100aBUTH BUJIEO B Ipe3eHTanuto PowerPoint?
Uto takoe mactep-ciaiin B PowerPoint u kak ero MoxHO U3BMEHUTH?
Kak MOXHO co37aTh epexoibl MEXKIY CIalilaMu C IIOMOIIBIO TUIIEPCCHUIOK B
PowerPoint?
Yro Takoe aHUMalMOHHBIM MapuIipyT B PowerPoint u kak ero HacTpouTh?
Kax B PowerPoint M03kHO c0371aTh aBTOMAaTHYECKYIO MPE3CHTAIIHNIO, HE TPEOYIOITY IO
Ha)KaTHs KJIABUIIY JUJIS IEPEXOAA MEXAY cllaiijaMu?
Uto npeacrasisioT coboit kKoMMeHTapuH K ciaiiiam B PowerPoint u kak nx 1o6aBuTh?
Kak B PowerPoint MmoxxHO co31aTh 3 eKT nepexoa Mexy ciaigamu?
Urto Takoe runepcchblIKi U KaK UX MOYKHO J0OaBUTH B Iipe3eHTanuto PowerPoint?
Kak MoxHO 106aBUTh ayaro-¢GoH K npe3eHTannu PowerPoint?
Uro Takoe aHMMalMs HAa YPOBHE JIEMEHTa U Kak e€ HacTpouth B PowerPoint?
Kak B PowerPoint MoHO 100aBUTh aHUMAIIHMIO K TEKCTY?
Yro npeacTaBisioT co00i MacTep-ciaaibl U Kak UX MOXKHO U3MEHUTH B IIPE3EHTALIUN
PowerPoint?
Kaxk co3naTe mepexoasl MeXIy cilaiaMu ¢ UCIOJIb30BaHWeM aHuManmii B PowerPoint?
Yro Takoe JUHAMUYECKHE SJIEMEHTHI Ha CIaijie 1 Kak UX MO>KHO T0OaBUTbH B
npeseHTanuo PowerPoint?
Kak BcTaBUTh cXeMy WJIM OPraHU3aLMOHHYIO JUarpaMmy B mpesenTanuio PowerPoint?
Yrto Takoe KOMMEHTapUU U Kak X MOXHO UCIONb30BaTh B PowerPoint?
Kak B PowerPoint MOHO co31aTh EepeXoAbl C UCIOIb30BAHUEM TUIIEPCCHUIOK?
Kak no6aButh poHOBYIO My3bIKYy K npe3eHTanuu PowerPoint?
Yro npeacTaBiasoOT cOO0H aHMMAIIMOHHBIE TAWMUHTY M KaK UX MOKHO HACTPOUTH B
PowerPoint?
Kak co3mate aBTOMaTH4eCcKyIo mpe3eHTaluo ¢ nepexonamu B PowerPoint?



2.6.5. IlpuMepHbIe BONPOCHI K 324€Ty, K IK3aMeHYy

CEMECTP |
MS Word
Jlist wero mpumensitores et B MS Word? Kak MoHO co31aTh CBOM COOCTBEHHBIN
ctuiib? Kak u3BMEHUTH CYIIECTBYIOIIUM CTHIIb B IOKYMEHTE?
UYem oTnmnyaroTcst ab3alHble U CUMBOJIbHBIE cTHIIN? Kakum 00pa3oM MOKHO IPUMEHHUTH
UX B IOKyMeHTE?
Kak BcTaBUTh B IOKyMEHT CIEI[MAJIbHbIE CHMBOJIBI (HallpUMEp, 3HaK Kolupaiita, rpagyca
u T.1.)? Kak BCTaBUTh MaTeMaTU4eCKHE CUMBOJIbI?
Uro takoe makpockl B MS Word? Kak MokHO co3/1aTh COOCTBEHHBIN Makpoc?
Kak coznath conepkanue B TokymeHte? Kakue cTUIn 3aroJioBKOB UCIIONIBb3YIOTCS JUIS
IIOCTPOEHHUS COlepKaHus?
Yro Takoe MHOTOYpoBHEBBIN criicok B MS Word? Kak co3naTte MHOTOYpOBHEBBII
CITMCOK B JIOKYMEHTE?
Kak BctaButh u oTopmaTrpoBaTh Ta0NHIly B JoKyMeHTe? Kakum o0pazomM MOXKHO
U3MEHUTh CTPYKTYpY TaOJIULbI?
Kak coznath 1 oTopMaTUpOBaTh COUCOK ¢ TOUKaMU WK HoMepaMu? Kak U3MEHHUTH
¢dopmMmar crnmcka B JOKyMeHTe?
Kak BctaButh u hopmarupoBath nzodpaxenue B rokymenre MS Word? Kakumu
WHCTPYMEHTaMHU MOXHO PeIaKTHPOBATh H300pakeHne?
Yto Takoe moJig U Kak UX MOXHO HACTPOUTH B ToKyMeHTe? Kak u3MEHUTH pa3Mephl
MoJiel B IoKyMeHTe?
Kak ucnosnp3oBate ¢pynkuuto "Opdorpadus u rpammaruka’ Juist IpOBEPKH TEKCTa B
nokymeHTe? Kak 100aBUTh CII0BO B MOJIb30BaTENIbCKUM CII0Baph?
Kak MoxHO co3/1aTh 1 0pOPMHUTE 3aroJIOBOK Ui JoKyMeHTa? Kak usmMeHuTs mpudt u
pa3mep 3arojoBka?
Yro Takoe paszaeinsl B JokymMeHTe? Kak co3naTh pa3ensl M IPUMEHUTH K HUIM pa3HbIe
OpUEHTAIINH CTPAHUIL?
Kak co3nate 1 oTpopMaTHpOBaTh CIUCOK JIUTEPATYPHI B ToKyMeHTe? Kakumu
WHCTPYMEHTaMH MOKHO J1J00aBUTh UCTOUYHUKU?
Kak BcTaBuTh 1 0T(hOpMaTUPOBATH TUIIEPCCHIIKY B JoKyMeHTe? Kak co3nath
BHYTPEHHIOIO CChUIKY Ha JIPYTYIO YacTh JTOKyMeHTa?
CEMECTP II
MS Power Point
Kakue ocHOBHBIE 3IeMEHTHI BXOJAT B claii]l npe3eHTanuu B PowerPoint?
Kax noGaButh HOBBIH ciaiia B mpe3eHTarmo PowerPoint?
Kak m3meHnuTh MakeT (qu3aiin) cnaiina B PowerPoint?
Kak 100aBuTh aHMMAIHIO K 00BEKTY Ha craiiae B PowerPoint?
Kak co3nate nepexon Mexay ciaiinamu ¢ ucrnonb3oBanueM 3¢ dexros B PowerPoint?
Kak BctaBuTh n300paxkenue wim rpaduky B npeseHranuto PowerPoint?
Kak no6aButs 3BykoBo# aiin k crnaiiny B PowerPoint?
Kak coznath nepeuricienue ¢ Mapkepamu uin Homepamu B PowerPoint?
Kak no6aButh runepcchliiky B npeseHranuto PowerPoint?
Kax M0>kHO McIIop30BaTh aHUMHUpPOBaHHbIE Tpaduku B PowerPoint?
Kak caenath aBTOMaTHUECKYIO MPE3EHTALUIO 0€3 He00X0AUMOCTH HaXKaTHs KJIaBHUILHU B
PowerPoint?
Kakum 06pa3om MOKHO Mpe3eHTHPOBATh TaOIUIIbI U JuarpaMmsl B PowerPoint?



Kak BcTraBuTh Bueo B npe3eHTaruo PowerPoint?

Kak co3nmaTh 3akmounTenbHbIN caiin (3akmoueHne) B PowerPoint?

Kak MmoxxHO BcTaBuTh 3D-MOe1b Wit 00BEKT B Ipe3eHTanuio PowerPoint?

Kakum 06pa3om MOKHO 100aBUTH ayIMO-KOMMEHTapuil K ciaiiny B PowerPoint?

Kak co3naTh aHMMalMOHHBIN NEpexo1 MEeKy cllalilaMy ¢ UCIIOJIb30BAaHUEM MacTepa
aHUMaLHii?

Kaxk BcTaBuTh (hopMyITy Wiu ypaBHeHHE B ipe3eHTaiuo PowerPoint?

Kakum crmoco60oM MOXKHO CO31aTh U TPUMEHUTH AU3aiH-11a0JI0H (M1abIoH qu3aiiHa) B
PowerPoint?

Kak no6aButh cHOCKY K ciaiiny B PowerPoint?

Kak M0O>HO co3/1aTh ¥ HCIIOJIB30BaTh CBOU COOCTBEHHBIE MAKETHI CiIaiinoB B PowerPoint?
Kak BcTaBUTH rHIIEpCChUIKY Ha BHEIIHUE pecypc B npeseHTanuto PowerPoint?

Kakum 06pa3oM MOKHO cienath Mpe3eHTallI0 aBTOMAaTHUYECKO, 0e3 y4acTus MoJib30BaTeds, B
PowerPoint?

Kaxk co3naTh aHuMUpOBaHHBIN rpadUyuecKuii dJeMeHT (Hanpumep, cTpesiky) B PowerPoint?
Kax BKJIIOUUTH peKUM CETKH U HAMPABIIAIOMINX IS BBIpaBHUBaHUSI 0OBEKTOB Ha ClIaiijie B
PowerPoint?

Kak noGaButh 3aknaaku (METKH) JJIsl HABUTAIMK BHYTpH nipe3eHTanmu PowerPoint?

Kak MOXHO MCIIONIB30BaTh TEMBI JJIsl OBICTPOTO U3MEHEHUS U3aiiHa pe3eHTAINH B
PowerPoint?

Kakum 06pa3oM MOKHO U3MEHHUTD MOPSIIOK CIali0B B pe3eHTanuu PowerPoint?

Kak 106aBuTh aHUMUPOBAHHBIN TEKCT Ha ClIaiij] mpe3eHTaruu B PowerPoint?

Kak BctaButh u 0opMuTh rpadudeckuii sJeMeHT ¢ noanuckio B PowerPoint?

Kaxk co3naTh MHTEpaKTUBHBIN AJIEMEHT (HalpuMep, KHOMIKY) J1Jisi HABUTAllUK BHYTPH
npesentanuu PowerPoint

Kak BcTaBuTh BUieOposnk B ipe3enTanuio PowerPoint?

Kak co31ath aHUMaIMIo epexo/ia MexX 1y dJeMeHTaMu Ha ciaiine B PowerPoint?

Kakum 006pa3oM MOKHO U3MEHUTH (POHOBBIN 1IBET ciaiiga B PowerPoint?

Kak BctaButh popmymny uin ypaBHeHHE B mpe3eHTanuo PowerPoint?

Kaxk co3mars cBou cOOCTBEHHBIE MaKeThI ciaiinoB B PowerPoint?

Kak M0oxHO 700aBUTH BCIUTBIBAIOIIYIO MOJACKA3Ky K 00beKTy Ha ciaiine B PowerPoint?
Kaxk co3naTh HaBUTAIIMOHHBIE KHOTIKH ISl IEpeMeIeHus 1o ciainam B PowerPoint?

Kak BcraButh 3D-mozens B ipe3enTanuio PowerPoint?

Kakum 06pazom MOXKHO MpeoOpa3oBaTh TEKCT B rpadudeckuil 00beKT (pucyHok) B PowerPoint?

2.6.6. Oopa3zen OuseTa K 3a4eTy

MycynpMaHcKas peTurno3Hasi OpraHu3alus BbICIIET0 JyXOBHOIO 00pa30BaHUs
«Poccuiicknit Ucnamckuit Yausepcutet Mmenn Kynra-Xamxm»

Kadenpa «ConuansHo-TyMaHUTApHBIE HAYKHY
Jucuununa « MTapopmaTukay
Buaer Nel

1. Buas! npezeHTanmii?

2. B xakux 1emnsx UCHOJIb3YIOT pe3eHTaun?
3. Co3naiiTe TMHEHHYIO MPE3CHTAIUIO?

IIpenoagaBarenanb Moanucek 3aBeaymwouiero kageapoi




