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CocraBuTenb: crapmuii npenojasaTenb Kagdeapbl «ColUaabHO-TYMAHUTapHbIE HAYKID)
PaxumoB Pycnan-bek Xac-MaromenoBuu. Pabouas nporpamma aucuuruimiel « MHGOpMaTHKa
COCTaBJICHa JJI CTYACHTOB IIEPBOT0 Kypca IMOATOTOBUTEIBHOIO OTIEICHHS, B COOTBETCTBUU C
ycraHoBieHHbIM COBEeTOM 1O uciaMckoMmy obpazoBanuio Poccuu B 2019 roay cranmaprom.

1.IHosscHUTEIbLHAA 3AHCKA

HanmeHnoBaHue HanpaBJieHUs ¥ npo¢uJist

Hanpasnenue — «Iloaroroska ciykurteneil 1 peTuruo3HOro nepcoHana peauruo3HbixX
OpraHu3aun»

[Tpoduns — «Vcnamckue HayKm»

Kon u naumenoBanue qucuuninabl - EH. 01 Madopmaruka
IMes(1) ocBOEHUS TUCHUTIIHHBI

[lenbto OCBOEGHMSI AMCLUMIUIMHBI SIBJISIETCSI M3YYE€HHE CTYACHTaMHU OCHOB OpraHU3aluu
HPUKJIAJHBIX IPOrpaMM U UX MIPUMEHEHHE B NMPO(ECCUOHATIBHON J1eATEIbHOCTH, PACCMOTPEHUE
OCHOBHBIX IPHUHIMIIOB IIOCTPOEHMS, BHEIPEHHUs] M  BEAEHUSA  CIEHUAIM3UPOBAHHBIX
UH(POPMALIMOHHBIX CUCTEM, CO3[JaHME y CTYAEHTOB LIEJOCTHOIO HpPEJCTaBICHUS O Mpoleccax
dbopmupoBaHusT HHPOPMALIMOHHOTO 00IIECTBa, a Takke (HOPMUPOBAHHE y CTYJICHTOB 3HAHUHA U
yMEHUH B 00jacTd HMHPOPMALMOHHOM M KOMIIBIOTEPHOW IOATOTOBKH, HEOOXOAMMBIX JUIs
YCHEWIHOT0 MPHUMEHEHUS COBPEMEHHBIX HH(POPMAIMOHHBIX TEXHOJOrui B cdepe cBoei
npodecCHOHAIBHOMN J1eSTEIbHOCTH Ha MPaKTHUKE.

3apaum kypca:

e HW3y4YCHHUE OCHOBOIIOJIATAIOIIUX MPUHIUIIOB OPTaHU3AIMH COBPEMEHHBIX
MH()OPMAIIMOHHBIX TEXHOJIOTHIA;

e paccMOTpeHHE MH(POPMAIMOHHBIX CUCTEM U TEXHOJIOTHI Ha Pa3JINYHBIX YPOBHSX;

L] IMMOJIYYCHHEC HABBIKOB UCIIOJIB30BaAHUA IMTPOTrPaMMHLBIX IIPOJAYKTOB O6HI€FO " CIIeUaJIbHOT'O
Ha3HAYCHMUS;

L] BI)Ipa6OTKa YMEHUA CaMOCTOATCIBHOT'O pCHICHUSA 3a/ia4 CBA3aHHBIX C IIPUHATUEM
pelIeHri B Pa3IMYHBIX CHCTEMaX Ha OCHOBE U3YUYEHHBIX METOJIOB M MPUEMOB PabOTHI C
HHq)OpMaHHOHHBIMH CHUCTEMAaMU U TCXHOJIOTUAMMU,

e M3yUYEHHUE PA3NUYHBIX 00JacTel MpUMEHEeHHsI UH()OPMAIIMOHHBIX CHCTEM U TEXHOJIOTUH B
COBPEMEHHOM OOIIIECTRBE.

Mecto nucunmimasbl B ctpykrype OIIOITI BO
I[aHHaSI JUCHUIIIIMHA BXOJUT B 6330BYIO qacCThb TUKJIa "ECTGCTBGHHOH&y‘-IHBIG JUCHUITIINHBI.

Ilepeyenb mMIaHMpPYeMBIX pe3yJbTATOB OCBOCHHSI 00pa30BaTeJIbHOW NPOrpaMmbl
(koMIIeTeHI UM ):

[Ipouecc wm3ydeHus ydeOHOW IMCUMIUIMHBI HAmpaBlieH Ha (OPMHPOBAHHE YHHUBEPCAIBLHON
xomreteHimu (YK-1):

e CrHoco0OeH OCYyIIECTBIATh MOUCK, KPUTHYECKHH aHaiu3 M CHHTe3 HH(POpMAlUU B
MHUPOBO33PEHYECKON M IIEHHOCTHOW cdepe, MPUMEHSTh CHCTEMHBIN TEeOJOTrHYeCKHi
HOAXO/J IS pelieHus nocraBieHHbIx 3ana4(YK-1)



B pe3yjabTaTe 0OCBOCHUA JUCHUIIVIMHBI CTYACHT HOJIZKCH:

3HaTh:

e TEOPETUYECKHE U MPAKTHUECKUE OCHOBBI HH(OPMATUKH;

e METOAMKH cOOpa, XpaHEeHHs], IOMCKa, TPeoOpa3zoBaHus HHPOPMALIHH;

e COBPEMECHHOE IIPOrpaMMHOE OOeCICUYCHHE,
NeSITeTbHOCTH;

YMmerTh:

e paboraTh B oneparronHoi cucteme Windows;
e paboTaTh ¢ OQHUCHOW MPOTPAMMOIA:

TEKCTOBBIM  PEIAKTOPOM

Microsoft

UCIIONIb3yeMoe B NPO(eCcCHOHATBHOM

Word,

penakTupoBaTh M (OpMaTUPOBATh OTUYETHl, paboTaTh C Tabiauuamu, QGopmyiaamu u

JlrarpaMMamu;

e [IPUMCHATH COBPCMCHHBLIC I/IH(i)OpMaI_II/IOHHLIe TCXHOJIOI'MH AJIA O6pa6OTKI/I JaHHBIX,

e AHAIM3MPOBATh W TPEACTABIATH MHPOPMALUIO, JAHHYIO B AJIEKTPOHHBIX (hopMaTax Ha

KOMIIBIOTEPC B pa3JIMYHBIX BU/AAX.

Baagern:

e HaBbIKaMH pa6OTH B I/IHTepHeT I10 IOUCKY U COXPAHCHUTIO I/IH(I)OpMaI_II/II/I;

e cnocobamu OGOpMIICHUS W TPEICTABICHHUS MaTEPUAIIOB B COBPEMEHHBIX MPHUKIATHBIX

nmporpaMmmax.

2. CTpyKTypa ¥ coaepKaHue IMCUUILINHBI
2.2.1. O0beM JIMCHUIIIMHBI M BH/IbI Y4e0OHOH padoThI

Cemectp Cemectp
Buzsl yaeGHOM paboThI Beero sacon 1 2
() .
q. :
OO61mas TpyA0eMKOCTh AUCIUTIINHBI 115 61 54
AyIUTOpHBIE 3aHITUS 70 36 34
Jlexumu (JI) 14 7 7
[Tpaktuyeckue 3ansatus (I1p3) 56 29 27
CamocTosTenbHas paboTa CTyJEHTOB
(CPC) 45 25 20
Bun utoroBoro KOHTpOJIst (KOHTPOJIBHAS
3auem 3auem
paboTa/3aueT/3K3aMeH)
2.2.2. CopepskaHue QU CHUIITTHHBI
| CEMECTP
AyaAuTOpHBIE C | Hen
e TemaTuka Yueo | OTJ |3ansTus (yac) | K| P eJist
B JIEKIMA M PAKTHYECKUX 3aAHATHH HUK | (4ac) 3 m P|C

| CEMECTP




1 Jlexkums 1. [Ipeamer u 3agaumn Crp. 2 1 1 | 1men
UHPOPMATUKU
Jlexnus 2. Ycrpoiictso T1K.
2 bazosas konduryparmms [1K. CTp. 3 2 1 |2 men
Jlekums 3. OnepanuonHas cuctema
3 Windows. Crp. 4 2 2 |3 Hen.
Jlexuus 4. Ilepudepuiinbie ycrpoiicTBa
4 K. 3 2 1 |4 uen.
IIP. Nel. Onepanuonnas cpena MS
5 Windows. Crp. 3 2 1 | Suen.
ITP. Ne2. CranznapTHbIE IPOrpamMMBbl
6 Windows. Crp. 4 2 2 | 6mHen.
7 |[IIP. Ne3. I'pacpuueckmii pegaxtop Paint. Crp. 3 2 1 |7mnen.
8 |IIP. Ne4. 3aakomcTtBo ¢ MS Office Word Crp. 3 2 1 | 8uen.
9 IIP. NeS. IIN «pudr» Crp. 3 2 1 |9 men
[TapameTps! mpudra.
10 ITP. Ne6. IIN «A63am». Pabora co 3 2 1 10 nen.
CIMCKaMH.
11 IIP. Ne7. IIN «A63am» [TapameTpsl 4 5 2 |11 new
ab3ana.
12 |IIP. Ne8. PaGota c Tabnuamu. Crp. 3 2 1 |12 men.
IIP. Ne9. [N «Ctunm» 13
13 |11. 1. OrnaBnenue otyeTa. Crp. 4 2 2 He
11. 2. PaGoTa cO CKpUHIIIOTOM.
IIP. Ne10. IIM «PenakTnpoBanue»
14 |12. 1. Ilouck HyXHBIX OOBEKTOB. Crp. 3 2 1 |14 uen.
12. 2. My3bIKaJIbHBII MUD.
ITP. Nell.
15 biok cxema (rpynnupoBka). Crp. 4 2 2 |15 nen.
16 [ITP Nel2. SmartArt (posiociioBHas). Crp. 4 2 2 |16 Hen.
17 |ITP. Nel3. IIpurnamenue Crp. 3 2 1 |17 ven.
ITP. Ne14. 3assnenue. Pabota ¢
18 |cumBosmamu. OTYET MO MPAKTHIECKUM 5 3 2 |18 men.
paboram B MS Word.
HTOTO: 61 | " | 29 25 | 18
HeJl.
Il CEMECTP
AyIuTOpHBIC C
No TemaTuka Yued | OT/A |3ansitusi (wac) | K| P | Hen
JIEKIMH ¥ PAKTUYECKUX 3aHATHH HUK | (4ac) 3 m P| C | easn
Pasnea 2. Texcrosblii npoueccop Microsoft Word.
Jlexkums 1. TexcToBsIil mporeccop
1 |Microsoft Word. Crp. 3 2 1 | luen.
Hasznauenne. OCHOBHBIE MOHSITHUS.
2 |Jlexkuus 2. OdopmiieHHE JOKYMEHTA. Crp. 3 2 1 |2mnen.
3 Jlexkmua 3. CnenuanbHble BO3MOXKHOCTH 3 5 1 |3 men
paboThI C TOKYMEHTAMH.




Jlexnus 4. udopmarmornHoe 00111ecTBO 1
nH(OPMALIMOHHBIE PECYpChl 00IIECTRA.

4 gen.

IIP. Nel. CamocToSTenbLHEIE 3aJaHU.
Odopmnenue mo TpedOBaHHIO. 3
[TpunararoTcst SIEKTPOHHBIC yIeOHBIC
(baibl.

5 uen.

IIP. Ne2. CamocTosiTeNbHBIE 3aJaHUsI.
Odopmenue no TpebOBaHHMIO. 3
[TpunararoTcst SNEKTPOHHBIC yIeOHBIC
(baibl.

6 Hen.

IIP. Ne3. CamocTosiTenbHBIEC 3aJaHUsI.
Odopmenue no TpeGOBaHHMIO. 3
[TpunararoTcst 3IEKTPOHHBIC yIeOHBIC
(baibl.

7 Hen.

ITP. Ne4. CamocTosiTeNbHBIE 3aJaHUS.
Odopmienue no TpeOOBaHHMIO. 3
[TpunararoTcst 37€KTPOHHBIE yueOHbIE
(baibl.

8 Hem.

ITP. NeS. [Tpunoxenue 1. Crp. 6

9 men.

10

IIP.Ne6. IIpunoxenue 2. Crp. 15

10 gen.

11

ITP.Ne7. Tlpunoxenue 3.

11 men.

12

ITP. Ne8. [Tpunoxenue 4. Crp. 20

12 men.

13

WWWww

IIP. Ne9. [Tpunoxenue S. Crp. 21

NN INININ

N

13 gen.

14

ITP. Ne10. OdopmiieHue NOKyMeHTA:
Pabora ¢ mad10HaMu 10OKyMeHTa
Coznanue mabioHa
Co3naHue 10KyMeHTa Ha OCHOBE 11a0JI0Ha
ITapamerpsl cTpaHuL: 4
[Tons, opueHTanus u pasmep
@DOH U rpaHuULbI
Pa3pbIB cTpaHMIIbI U pa3zena
Hywmepanus cTpok.

14 nen.

15

ITP. Nel11. OdopmiieHHe JOKYMEHTA. 3

15 gen.

16

ITP. Ne12. CrieninanbHble BO3MOYKHOCTH. Cr. 21| 4
ITP. Ne13. I'padrueckue BO3MOKHOCTH. P-

16 mem.

17

ITP. Nel4. JIuct uzydeHus NpU3bIBHUKA.
IIpunoxeHue K epeyHIo.

ITP. NelS. Aunkera cryjeHTa.
Pocculickasi 53KOHOMUYECKasi aKaIeMUs.

Ctp.22| 5

17 gen.

HUTOIO: o4

20

17

2.2.3. TemaTuyeckui mJiaH JUCHUILIUHBI

| CEMECTP

TemaTuka Yuedo | OTA
JIEKIMHA ¥ PAKTHYECKUX 3aAHATHH HUK | (4ac)

AyaAuTOpHBIE
3aHsATHA (4ac)

J3 I3

K
P

C
P
C

Hen
e

| CEMECTP

Jlekums 1. Ilpeamer u 3apaun
HHpopMaATHKHU
e AnmapaTHoe ¥ NPOrpaMMHOE
obecrnievyeHue.

1 men.




e llnpopmMaLnOHHBIE TEXHOIOTHH.

e AnimapatHble U IPOrpaMMHBbIE
UHTEpQEHChI

e AninapatHoO-IporpaMMHbIE
uHTEpEHCHI.

e OcHOBHas 3a/1a4a UHPOPMATUKH.

elenp cucTemMaTuzanuu

Jlekums 2. Ycrpoiicrso ITK.
ba3zoBas kondurypanus IIK.
e CucTeMHBIH OJIOK (BHYTpPESHHHE
YCTPOHCTBA)
e MoHuTop (BHIBI ¥ TAPAMETPHI)
¢ KimaBuatypa (Tpyrnmna KjIaBuii)
® MbI111b (BUABI MBIIIICH )

Crp.

2 Hen.

Jleknus 3. OnepaunoHHasi cHCTeMa
Windows.
¢ PaGouuii cTon, maHens 3a/1a4, MaHeIb
WHIUKAIUH.
e [Tanka, dailn u ApIBIK.
e PaGota B mpoBOgHUKE.
¢ Hactpoiika pabouero crona
e ['maBHOE MeHIO «Ilyck», KOHTEKCTHOE U
BbINA/IA0LIEE MEHIO.

Crp.

3 Hen.

Jleknus 4. Ilepudepuiinbie ycTpoiicTBa
IIK.
e [IpunTep (MaTpU4HbIN, CTPYHHBIH,
Ja3epHbIi, CBETOANOIHBIE).
¢ Ckanep (pyuHsie, 6apabaHHbIE,
JIMCTOBBIE, IIJIAHILIETHBIE,
MPOEKIIMOHHBIE).
e ['padnueckuii miaxmer.
e Tpex001, TPEKIOUHT, Taunai.

4 gen.

ITP. Nel. OneparmonHnas cpena MS
Windows

¢ Pabouuii cTos.
e [Iporpamma «Mo# KOMIIBIOTED.
e [Iporpamma «IIpoBOIHHKY.

Crp.

SHen.

ITP. Ne2. CranzmapTHbIE IPOrpaMMBbl
Windows.
e TexcroBsle penakropsl WordPad.
¢ BJIOKHOT.

Crp.

6 Hem.

ITP. Ne3. I'papuueckuii penakrop Paint.
e PricoBanme rpaiuecKuX NPUMHUTHBOB.

Crp.

7 Hen.

IIP. Ne4. 3nakomcTBo ¢ MS Office Word
e (CocraB naketa Microsoft Office

Wutepodeiic Microsoft Word

[Tanens GpicTpOrO JOCTYyMA

I'maBHOE MEHIO (BKJIAIKH)

CTpoKa COCTOSTHUS

Crp.

8 Hen.

ITP. NeS. IIN «1lpu¢» [Tapamerpsl
npudra.

Crp.

9 gen.




®opmaTupoBanue mpudra:
e['pynma uactpymentoB [lpudr.
e JluanoroBoe okao Hpudrt.
e Coueranue KJIaBuIl.

10

IIP. Ne6. IIN «Ao63am» Padora co
CIIMCKaMU:

e MapkupoBaHHBIE.

e HymepoBaHHbIE.

e MHOroypoBHEBBIE.

10 men.

11

ITP. Ne7. 1IN «A63an» [lapameTpsl
a03ama:
e HyneBoii ab3amHBIA OTCTYII.
o [lonoxuTenbHBIN a03aIHBINA
OTCTYIL.

e OtpunarenbHbIH a03aIHBIN OTCTYTI.

e (OOpamiieHue ¥ 3aJIMBKa ab3ara.
e Pabora ¢ TMHEHKOM.

11 nmen.

12

ITP. Ne8. BcTaBka TadauIbl

e BcraBka u yjajieHue TaOauibl.

e PricoBanue TaOIHUIbI.

e [IpeoOpazoBanue TekcTa B TAOIUILY.

¢ BecraBka skcnpecc-TaOauIbl.

e Brijiesienue B Ta0IuIie.

e dopmaTupoBaHUE TEKCTA B TAOJIHIIE.

e II3MeHeHne pa3Mepa U MOJIOKEHUS
TaOJINIIBL.

e JloOaBneHNE U yIaJICHUE SJICMCHTOB
TaOJIULIBL.

¢ I3MeHeHne pa3MepoB AIEMEHTOB
TaOJIHUIIEL.

e O0beIMHEHNE STUeeK U pa3OueHue
TaOJIHIIEL.

e lI3MeHEeHNE CBOMCTB 2JIEMEHTOB
TaOJIHIIEI

¢ JloGaBiieHre HAa3BaHMS K TaOJIHUIIE.

e [IpeoOpa3oBanme TaOIUIIBI B TEKCT

o COpTHpPOBKA JTAaHHBIX TAOJIUIIBI

e [IpumeHenue GopMyJibl B TaOIHLIE.

Crp.

12 gen.

13

IIP. Ne9. [N «Ctunm»

11. 1. OraaBieHue OoT4YeTA:
ePaboTa CTUIISIMH 3ar0JIOBKOB.
o CTHJTH OTJIaBJICHUIA.
ePaboTa ¢ Hymepalmeil CTpaHuil.
¢ O0yacTh HaBUT ALK

11. 2. Pa6oTa cO CKPMHIIIOTOM:
¢ O0pe3Ka CKpUHIIOTA.
¢ O0pe3ka 1o popme.

o CTuiu PUCYHKOB U 00TEKaHHE TEKCTOM.

e CrienialibHbIE BOBMOYKHOCTH.
e JIlybsiupoBaHue pa3Mepa CKpUHIIIOTA.

Crp.

13 gen.

14

ITP. Ne10. ITH «PepakTupoBanue»

Crp.

14 gen.




12. 1. ITouck HY’)KHBIX 00bEKTOB:
e KonnyecTBo 00BHEKTOB.
e3amMeHa TecTa.
¢ O0BeKT mepexoa.
oV najicHHe JTUIIHUX MPOOETIOB U MyCThIX
CTpOK.
12. 2. My3bIKaJbHbII MHP.
eBcTaBKa KapTUHKHU.
eBcraBka TaOIHUIIBI.
e DopmaTupoBaHKE TAOJIHUIIBL.

15

ITP. Nell. bnok cxema:
ePabota ¢ purypamu.
e JloGaBnenue Haanucu B GUrypy.
e TounsIii pazmep urypsl.
e JlyGnupoBanue Gpurypsi.
e YKa3pIBaIOLUE CTPEIIKHU.
o CTuiu U KOHTYp GUryp.
e[ ‘pynmnmpoBka.
¢ Crioco0BI BbIZIEEHNSI OOBEKTOB.
ellonoTtHO.

Crp.

15 gen.

16

ITP Nel2. SmartArt (pogocinoBHas):
e JloGaBenue u n3MeHeHne QUTYPHI.
e JloGaBneHue urypsl nepe/mocie.
¢ Co3/1aHUE PUCYHKOB.
e MakeThl U CTUJIH.

Crp.

16 gen.

17

ITP. Ne13. [Ipurnamenue:
e PaMKa BOKpYT CTpaHML.
eKpacounsiit rexkct WordAurt.

Crp.

17 men.

18

IIP. Nel14. 3asBnenue (MHCTPYKIIUHN).
PaGota ¢ cumBonamu (10 KaTETOPUSIM).
OT4er 1o npakTUYecKuM paboram
B MS Word.

e TUTYIBHBIN JIUCT.

e OrnaBJeHue.

e CozepxaHue.

® 3aroJIOBKH.

18 Hen.

HUTOIO:

61

29

25

18
He/l.

Il CEMECTP

Temaruka
JIEKIMA M PAKTHYECKUX 3aAHATHH

Yued
HUK

AyaAuTOpHBIE

OT/J |3ansaTus (uyac)

(4ac) 3

113

K
P

Hen
e

Pa3znea 2. TekcToBBII poueccop

Microsoft Word.

Jlexnus 1. TexcToBbIil mponeccop
Microsoft Word.

o Haznauenwue.

o OCHOBHBIE TTOHSITHS.

Crp.

luen.




e MapkupoBaHHBIE CITUCKHU
o HymepoBanHsble ciicku
e MHOTOYpPOBHEBBIE CITUCKH

Jlekuus 2. OdopmieHre JOKYMEHTa
(paboTa Mo MHCTPYKIIUHN).

Crp.

2 Hex.

Jlekmusa 3. CrienuaibHbIE BO3MOKHOCTHU
paboThI ¢ JOKyMEHTaMH.

e Vcrnonb3oBanue 3aKkiaiok.

» Pabora ¢ runepccbuikamu.

o JloGaBneHMEe MpUMEUaHUA.

o CpaBHEHUE TOKyMEHTA.

e 3amura J0KyMeHTa.

o [leyaTh JOKyMEHTA.

3 gen.

Jlexnus 4. udopmarmornHoe 00111ecTBoO 1

nH(OPMAIMOHHBIE PECypPChI 00IIIECTRA.

o [IepBoii nH(pOPMAITMOHHON PEBOTIOIIUCH

» Bropas nHopManrioHHOH peBOITIOUEH

e Tperbs nHGOPMALIMOHHON PEBOIIOIIUEH

o YerBepras nH(HOpMAIIIOHHOK
pEBOTIOIMEN

4 gen.

ITP. Nel. CamocTosiTenbHbIE 3aJaHUS.
Odopminenue no TpedOBaHUIO.
[IpunaratoTcs 37€KTpOHHBIE yueOHbIE
(baibl.

5 men.

ITP. Ne2. CamocTosITeNIbHBIE 3aJaHUSI.
Odopmienue no TpedOBaHUIO.
[IpunaratoTcs 35€KTpOHHBIE yueOHbIE
(baibl.

6 Hex.

ITP. Ne3. CamocTosITeNbHBIE 3aJaHUS.
Odopmrnenue no TpedOBaHUIO.
[IpunaratoTcs 37€KTpOHHBIE yueOHbIE
Gaitibl.

7 Hen.

ITP. Ne4. CamocTosITenbHBIE 3aJaHUS.
Odopmrnenue no TpedOBaHUIO.
[IpunaratoTcs 37€KTpOHHBIE yueOHbIE
Gaitibl.

8 Hen.

IIP. NeS. [Ipunoxenue 1. (pabota mmo
MHCTPYKIIUH)

Crtp. 6

9 men.

10

ITP.Ne6. ITpunoxenue 2. (pabora 1o
MHCTPYKLIHHN)

Crp. 15

10 mem.

11

ITP.Ne7. Ilpunoxenue 3. (pabora 1o
MHCTPYKLIHHN)

11 men.

12

ITP. Ne8. ITpunoxxenue 4. (padota o
MHCTPYKLIHH)

Ctp. 20

12 gen.

13

ITP. Ne9. ITpunoxxenue 5. (pabota mo
MHCTPYKLIHH)

Crp. 21

13 gen.

14

ITP. Ne10. OdopmiieHue fOKyMeHTA:
Pabora ¢ mad10HaMu 10OKyMeHTA
Coznanue mabioHa
Co3aHue T0KyMEHTa Ha OCHOBE
mrabiona [lapamerpsl cTpaHu:
ITonst, opueHTanus U pamep

14 gen.




@DOH U rpaHUIbI
Pa3psIB cTpaHuLbl ¥ pas3zaeia
Hymepaims cTpok.

15

IIP. Nel1. Odopmiienue 10KyMeHTA:
Kononturynel. Hacrpoiika: HauaTh
HYMEpAaIUIO CTPAHUI] C TPETEH.
Hywmepanus ctpok
CHocKkH (CIBUHYTH JIMHUIO CIIPaBa)
Ornasienue
Cnucoxk nureparypsl

TUTYyIBHBIN JUCT

15 gen.

16

Hcnonp3oBanue 3aKIagok.
Pabora ¢ runepccbuikamu.
JlobaBieHue npuMeyaHui.
CpaBHeHUE TOKyMEHTA.
3amura JT0KyMEeHTa.
[Teyatp qOKyMEHTA.
ITP. Ne13. I'papuyeckue BO3MOKHOCTH.
Pa6ora ¢ purypammu:
Cosznanue rpaguaeckoro NpUMHTHBA.
®dopmatupoBaHue QUryp.
Pa6ora ¢ Hagnucamu:
dopmaTHpOBAHUE HAJIITUCH.
O0bexT WordArt.
O06bexT SmartArt.

ITP. Nel12. CnnenajibHBLI€ BO3MOKHOCTH:

Crp. 21

16 men.

17

ITP. Nel4. Jluct uzydeHus NpU3bIBHUKA.

[Tpunoxenue k nepeynto. (padota mo

MHCTPYKLIHHN)

IIP. NelS. Ankera cryaeHTa.

Poccniickast sxoHOMUYECKas aKaJeMHsl.
(paboTa MO MHCTPYKIIMN)

Crp. 22

17 gen.

HUTOIO:

54

27

20

17

2.3. YYEBHO-METOANYECKOE OBECIIEYEHUME JUCHUIIJINHBI

2.3.1. IlepedyeHb OCHOBHOM M JOMOJHHUTEILHOH Y4eOHOH JTUTEPATyPBhI, HCOOXOAUMOM IS
OCBOCHMS TMCIUILIUHBI (MOYJIs1), IPAKTUKH.

a) OCHOBHAsI JIUTEpPaTypa:

1. MS Office Word 2007 «IIpocto kak nBaxxas! ABa» / E.H. FiBanoBa 2008-248c
2. Hoseiimas sanuxonenust Kommeiorep 1 natepuet/Buranmii Jleontses 2014-960c.

3. 2. Hoseimmuii camoyuutens Windows 8 — cambple TONE3HBIE MporpamMmbl / 2-€

n3nanue/2013r.—325c.

4. NHOOPMATHUKA 2-e u3n., ucnp. u jgon. YdeOHuk misa OakanaBpo/ Tpodumor B. B.

Unpuna O.I1., Kuses B.W., BacunseBna/M.: FOpaiit, 2014-917 c.
PaGouast rerpans ansa coymareneit [10 PUY. I'posssiid, 2020r.

o

6. VYuebnoe nocobue [IPAKTUKYM, nns cryaentos [10 1-2 kypeca u IIIH 1 kypca /Paxumos

A. X.-M. /2020- 100 c.

0) JomOTHUTEbHAS JTUTEpaTypa:

1. http://www knigafund.ru/books/1725380OcHoBsI Teopun u opranmzanuu IBM: kypc

JeKIMii: yueOHoe mocodue;




2. http://www.knigafund.ru/books/172525 Omnepaunonnas cucrema UNIX: Kypc
JIeKIHUi. YueOHoe Tocooue;

3. http://www.knigafund.ru/books/116369 Cuctemsr 3amuThl ©HGOpPMAIIUKA B BEIYIIHX
3apy0OexXHBIX CTpaHax: yueOHOe TocoOHe It BY30B.

2.4. MATEPUAJIBHO-TEXHUYECKOE OBECIIEYEHUE JUCHUIIJINHBI

24.1.
1. Jna oGecriedeHus: mpenojaBaHus AaHHOW AUCHUUIUIMHBI HMeeTcs ayautopust 3-19,
3-21;
Y4eOHOo-HarIJHbIe TOCOOMS U HaTJIAIHbIE MAaTEPUAJIbL.
[Ipukiagabeie MporpaMMHBIE CPEJICTBA
Paznarounsblii MmaTepuan
MynbTUMEIUIHBIN IPOEKTOP
[Ipesenranmonnas TexHuka (uHTepakTHBHAs gocka SMART Board cepun 800,
IPOEKTOP)
Pabouee mecTo npemnoiaBaresnsi, OCHAIIEH KOMIIBIOTEPOM C BBIXOJIOM B UHTEPHET
8. PabGoume MecTa CTYJIEHTOB, OCHAIICHHBIC KOMIIBIOTEPAMH, IPEIHASHAYCHHBIC IS
paboThI B AJIEKTPOHHON 00pa3oBaTeIbHOM cpee.

SER A

~

2.4.2. Pecypcbl HH(pOPMAIHOHHO-TEJIEKOMMYHUKANMOHHOM ceTu UHTepHeT
Caiit: Mister-office.ru

YouTube:
o IlInanere Excel
e Axanemus Excel
o Eazy Excel

2.4.3. HudopManimoHHbIE TEXHOJIOTHH
Microsoft Office:
o Smart Notebook
o Paint — rpaduueckuii pegakrop.
e Word — TekcTOBBII peaaKkTop.
e PowerPoint — mporpamma 1o Co3/1aHHUIO MPE3CHTAIINH.
o Excel — Tabmuunsblii penakTop.
e Access — cucteMa ynpasieHUs: 0a3aMu JaHHBIX.

2.5. METOAUYECKHUE PEKOMEHJAIIUU U YKA3ZAHUSA

N3yuuB rinyboko coaepxkaHue Y4eOHOM IUCHMIUIMHBI, IeJecoo0pa3Ho pa3paboTaTh
MaTpully HanboJsiee MpearnouYTUTENbHBIX METO/I0B 00y4eHUs U (POPM CaMOCTOSATENbHONU padOThI
CTYJEHTOB, aJIcKBaTHBIX BUAAM JIEKIINOHHBIX U CEMUHAPCKHUX 3aHATUH.

Heobxogumo mpemycMoTpeTh pa3BUTHE (GOPM CaMOCTOSTENIbHOW pabOThI, BBIBOJS
CTYZICHTOB K 3aBEpIICHUIO U3yUeHHs yUeOHOM TUCIUIUIMHBI HA €€ BBICIINNA YPOBEHb.

[Taker 3amaHuil 17 caMOCTOSITENIBHOM paboThl cleAyeT BbAaBaTh B Hayalle CeMecTpa,
OTIpeIeNIUB Mpe/IeNbHbIE CPOKH UX BBIIOJHEHHS U cJauu. 3aJlaHusl Ul CAMOCTOSITENIbHON paboThI
KeJIaTeIbHO COCTABIATh U3 0053aTeNbHBIX TEM Ui U3YUECHHUS.

Opranusysi caMOCTOSITENbHYIO padoTy, HEOO0XOAMMO MOCTOSIHHO 00ydaTh CTYyJIEHTOB
METO/IaM TaKO# paOOTHI.

By3oBckas nekuus - TJIaBHOE 3BEHO JAMJAKTHUYECKOro LUKIa oOydenus. EE€ menp -
dbopMUpOBaHHE Yy CTYACHTOB OpPHUEHTHUPOBOYHON OCHOBBI JUIsl TOCJEIYIOIIETO YCBOCHHS
Marepuaja METOJOM CaMOCTOATENbHOM paboTel. ConepkaHue JEeKIUH JOHKHO OTBEYaTh
CIIEYIOIIUM JTUAAKTHYECKUM TPeOOBaHUSAM:


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

-U3JI0KEHHE MaTepuasa OT MPOCTOrO K CJI0KHOMY, OT U3BECTHOTO K HEM3BECTHOMY;

-JIOTUYHOCTh, YETKOCTh U SICHOCTb B M3JI0’KEHUU MaTepHaa;

-BO3MOXKHOCTh TMPOOJIEMHOIO H3JIOKEHHUS, AUCKYCCHUHU, AHAlora ¢ LEeNbl0 aKTHBU3AIUH
JIeSATETbHOCTH CTYJICHTOB;

-0lopa CMBICJIOBOM 4YacTH JIeKIUM Ha TMOJUIMHHBIE (DaKThl, COOBITHS, SBICHUS,
CTATUCTUYECKUE JTAHHBIE;

-TeCHasi CBSI3b TEOPETHMYECKHX TMOJOXKEHUH U BBIBOJOB C NPAKTHKOM U Oyaymiei
po(hecCHOHATLHOM e TEIbHOCTHIO CTYICHTOB.

[IpenogaBaTenb, YUTAIOIINI JIGKIIMOHHBIE KYPCHI B BYy3€, I0JKEH 3HATh CYLIECTBYIOIIKE B
MEJaroru4eckoil HayKe U MCIOJIb3yeMble Ha IIPAKTUKE BApPUAHTHI JICKIIUH, UX JUAAKTUYECKUE U
BOCIHUTHIBAIOIME BO3MOXHOCTH, a TaKKE€ MX METOAMYECKOE MECTO B CTPYKType Ipoliecca
00yueHusl.

6. CeMHHap IPOBOAUTCS IO Y3JIOBBIM U HanboJiee CII0KHBIM BOMpocaM (TeMaMm, pasjienam)
yaeOHoi mporpammbl. OH MOKET OBITh TIOCTPOEH KaK HAa MaTepuaje OJIHOM JICKIMH, TaK U Ha
coJiep>KaHuU 0030pHOI JIEKINH, a TaKXKe M0 ONpeesIEHHON TeMe 0e3 UTEeHUS MpeIBapUTEIbHON
JeKiuu. ['maBHAas W Ompenensonas OCOOSHHOCTh JIO0Oro CeMUHApa - HAIWYUE DJIEMEHTOB
JTUCKYCCHM, MTPOOJIEMHOCTH, AMANOra MEXIy IMpernojaBaTesieM M CTyIACHTaMHU, M CaMHUMU
CTyJICHTaMH.

[Ipy MOArOTOBKE KIACCMYECKOTO CEMHHApa JKeIaTelbHO MPUIEP>KUBATHCS CIEIYIOIIETO
ajropuTMa:

a) pa3paboTKa y4eOHO-METOIMYECKOr0 MaTeprania:

-popmynupoBka Tembl, cooTBeTCTBYIOMIEH porpamme 1 PI'OC crangapty;

-OMpeIelIeHUEe JUAaKTHUECKUX, BOCITUTHIBAIOIINUX U (POPMHUPYIOIIMX IIeJIel 3aHATHUS;

-BBIOOP METOIOB, IPHEMOB U CPEJICTB JIJIsl TIPOBEACHHS CEMUHAPA,

-noA0O0p JUTEpPaTyphl Ui MIPEnoJaBaTelis U CTYJACHTOB;

-IpU HEOOXOUMOCTH MPOBEJCHUE KOHCYJIbTAINH JIJIsl CTY/I€HTOB;

0) moaroroBka oOyYaeMbIX M TpernojiaBareis: -COCTaBJICHHE IUIaHa ceMuHapa u3 3-4
BOIIPOCOB;

-IpeI0CTaBICHHUE CTyIeHTaM 4-5 qHel s MOArOTOBKH K CEMHUHAPY;

-PEIOCTABICHUE PEKOMEHJAIMA O TMOCIEAOBATEIbHOCTH HM3YyYEHUs] JIUTEPATypPhl
(yueOHUKH, y4yeOHbIE MOCOOMS, 3aKOHBI W TIOCTAHOBIIEHHUS, PYKOBOJCTBA W TOJOXKEHUS,
KOHCIIEKTHI JICKIIMMA, CTaThbW, CIPABOYHUKH, HHPOPMAIMOHHBIE COOpPHHUKA U OIOJUIETEHH,
CTaTHCTUYECKHUE JIaHHBIE U JP.);

-co3/1aHre Habopa HArJsHBIX TOCOOUIA.

[TonBoas uTOTM CeMHHApa, MOXKHO HCIIONB30BaTh CIEAYIONINE KPUTEpUU (TIOKA3aTeln)
OIICHKH OTBETOB:

-II0JTHOTa U KOHKPETHOCTh OTBETA;

-MIOCTIE0BATEIILHOCTD U JIOTUKA U3JI0KEHUS,

-CBSI13b TEOPETUUYECKUX MOJ0KEHHH C MPAKTUKO;

-000CHOBaHHOCTh M JIOKA3aTEeIbHOCTD U3JIaraéMbIX MOJIO0KEHUN;

-HAJINYME KAUE€CTBEHHBIX M KOJIMUECTBEHHBIX MTOKA3aTeNeH;

-HAJINYME WUTFOCTPAIMK K OTBETaM B BUJIE UCTOPUUYECKHUX (DAKTOB, MPUMEPOB U TIP.;

-YPOBEHbB KYJIbTYPhI pE€UH;

-MCTIOJIb30BaHUE HATJISTHBIX MIOCOOHI U T.II.

B xoHIe ceMruHapa peKOMEHAyeTCs JAaTh OIEHKY BCEr0 CEMHHAPCKOTO 3aHATHS, 00paTHB
0co00€¢ BHUMAHUE Ha CJICAYIOIIHNE aCTICKTHI:

-Ka4eCTBO MOJATOTOBKH;

-CTENIEHb YCBOCHUS 3HAHUIA;

-aKTUBHOCTb;

-TI0JIO’KUTEIIbHBIE CTOPOHBI B pa00TE CTY/ICHTOB;

-IICHHbIE U KOHCTPYKTUBHBIE NIPEITI0KECHHUS;

-HEJIOCTaTKH B pabOTe CTYJCHTOB;

-33]1a4M U IyTU YCTPAHEHUS HETOCTATKOB.




[Tocne mpoBeneHMs MEPBOTO CEMHHAPCKOTO Kypca, HAYMHAIOMIEMY IIPETOJIaBaTeIIio
1esecoo0pa3Ho  OCYHIECTBUTh OOLIMM aHaMM3 MpOAETaHHON palboThl, HM3BJIEKas NPU STOM
HIOJIE3HBIE YPOKH.

[Tpu n3noxxeHnn MaTepuaia BayKHO IOMHUTb, YTO MOYTH MOJIOBUHA HH(OPMAIH HA JICKIHH
nepeiaeTcs Yepe3 NHTOHALUIO. Y YUTHIBATh TOT (DaKT, YTO MEPBbI KPU3UC BHUMAHUS CTY/ICHTOB
Hactynaer Ha 15-20-if MuHyTax, BTOpOi - Ha 30-35-if MuHyTaXx. B npodeccnonanbHoM 00meHNN
UCXOJUTh W3 TOTO, YTO BOCHPUATHE JIEKIMH CTYACHTaMH MIAANIMX U CTapIIMX KypCOB
CYUIECTBEHHO OTJIMYAETCS IO TOTOBHOCTU M YMEHHUIO.

[Ipn mpoBeneHNM aTTecTalMy CTYJISHTOB Ba)KHO BCET/la IIOMHUTH, YTO CHCTEMAaTHYHOCTb,
00BEKTHBHOCTbD, APTYMEHTHPOBAHHOCT - TJIaBHBIC MPUHIIMIIBI, HA KOTOPBIX OCHOBAHBI KOHTPOJIb
M OLICHKA 3HaHUHU CTyAEHTOB. IIpoBepka, KOHTPOJIb M OIIEHKA 3HAHUH CTyJeHTa, TPeOyIoT yueTa
€ro MHAMBHUIYAIBHOTO CTHJIS B OCYIIECTBICHHU Y4YEOHON NESATEIHHOCTH. 3HAHHME KPUTEPUEB
OLICHKH 3HAaHUH 00s3aTENILHO /IS IPENOaBaTeNs U CTyICHTA.

2.5.1. MeToauyeckne peKoMeHIANNH [IJI IPenoaBaTeis
1.He neperpy>xarb yyaiuxcs 3aJJaHUsIMU.
2.YepenoBarb TBOPUYECKYIO pabOTy Ha 3aHATUSIX C 33JIaHUSIMH BO BHEYPOUHOE BPEMSI.
3.B nekuusax cTaBUTH BOIMPOCHI JJISi CAMOCTOSITENIbHOM pabOThl CTY/ICHTOB, YKa3biBas Ha
HWCTOYHUK OTBETA B JINTEPATYPE.
4.]JlaBaTh omepexarolue 3aJaHus JJIS  CaMOCTOSITENIbHOTO U3Yy4YeHHUs (parMeHTOB
OyIyIIuX TeM 3aHSATUH, JIEKIUH (B CTaThIX, Y4eOHUKAX U JIp.).
5./laBaThb CTy/IeHTaM YETKHUH U MOJHBIN HHCTPYKTAX, BKJIFOYAKOIIHIA:
o IICNTh 3aJaHUS;

o YCIIOBUS BBIIOJTHEHHUS,
o o00beMm;
o CpPOKH;
o obOpa3er ohopMIICHHUS.

6.0cy1ecTBIATh TEKYLIUH KOHTPOJIb U YUET.
7.01eHMBaTh, PpELEH3UpPOBaTh pabOThl, 0000IIATh YPOBEHb YCBOEHHUS HAaBBIKOB
CaMOCTOSTEIIbHON PabOTHI.

2.5.2. MeTroan4yeckune yKa3aHusi JIsl CTYJCHTOB

B xo/e NeKIMOHHBIX 3aHATHN BECTH KOHCIIEKTUPOBaHUE yueOHOro Marepuaia. Oopamars
BHUMaHUE Ha KaTeropuu, GopMyJIUPOBKH, PACKPHIBAIOIINE COJAEPIKAHUE TEX WU WHBIX SBICHUN
U TOpoHeCCOB, HAYYHBLIC BBIBOJbI H MNPAKTHYCCKUC PCKOMCHOAIWHU, MOJIOKUTEILHEIA OIIBIT.
KenarenpHOo ocTaBUTH B pabouMX KOHCIEKTaX IO, HAa KOTOPBIX [eNaTh IOMETKH U3
peKOMeHI[OBaHHOI\/'I JIMTEPATYPhI, AOMOJHAIOOIUC MaTCpHall npocnymaHHoﬁ JICKIIMHU, a TaKXKE
MOIYEPKHUBAIOIINE OCOOYI0 BaXHOCTh T€X WM HMHBIX TEOPETUYECKHX MOJIOKEHUH. 3amaBaTh
MPEMOABATENII0 YTOYHSIONME BOMPOCHI C IEIBI0 YSACHEHUS TEOPETUYCCKHUX ITOJIOKCHHIA,
pa3pelieHus: CHOPHBIX CUTYaIHil.

B XoIe mOAroToBKM K CEMHHapaM HM3y4YHTh OCHOBHYIO JIMTEPATypy, O3HAKOMHTHCS C
JOTIOTHUTEIILHOU TUTEPaTypPOM, HOBBIMH MMy OIMKAIMSMH B IEPHOJNYECKUX U3IAHUSX : )KypHAJIaX,
razetax U T.A. Ilpy 3TOM ydecTh peKkOMEHJAluu TMpenojaaBareiss M TpeOoBaHUs ydeOHOU
nporpaMmm



2.6. TunoBble KOHTPOJIbHbIE 321aHUSA /ISl OLEHKHU 3HAHMI, YMEHHUIA,
HABBIKOB H KOMIICTeHIHH.

2.6.1. Bonnpocsl AJ1s1 CAMOKOHTPOJISI
CEMECTPI:

. Uro Takoe undopmarus’?

. Uro npexacrasiuseT co00i ApIbIK?

. B ueMm paznuuune mexny nndopmarein 1 JaHHBIMHA?

. Onpenenenne nanku u ¢aina. OCHOBHBIE orniepanuu?

. Jlst wero npeaHazHadeH Pabouwnii ctos, manens 3agad’?

. Uro npexacrasnser codoir OnepannoHHas cucrema?

. I3 kakux nByX 00beAMHEHHBIX TEPMUHOB COCTOUT CJIOBO MHGOpMaTHKa?
. OCHOBHBIE KOMIIOHEHTBI CUCTEMHOTO 0J10Ka. Bupl cucTeMHBIX OJ10K?
. Uto Ha3pIBatOT MHGOPMAIIMOHHON TEXHOJIOTHIA?

. Kakue 3anoMuHaroime ycTpoicTsa sIBISIFOTCSI BHEILIHUMU ?

. UTo siBisleTCS HAUMEHbIIIEH eAMHULICH TPE/ICTABICHUS JaHHBIX ?
. YUro Takoe 6anT?

. UTo siBisieTCs HAaUMEHbIIEeH eAMHULICH U3MEPEHHSI TAHHBIX ?

. Kakue enunuipl n3mMepeHyst JaHHBIX Bbl 3HaeTe?

. HazoBuTe enunuiel usmepenus: uHbopmanuu?

. TUDBI JAHHBIX: YUCIIOBBIE, CAMBOJIbHBIE U JIOTUYECKHUE JaHHbIE?
. O0beaMHEHNS JaHHBIX: MACCUBBI, 3aIHCH, (ailip1?

. Kakue nousitust cocrasmnser npeamer nHpopmaTrka?

. B kakux equHHUIIaX U3MeEpsieTcst CKOPOCTh Ipoleccopa?

. Uro coboii npencrasisier O3Y?

. [lepeuncinure Buabl BHyTpeHHei namsatu [1K?

. Yro xpanurcs B [13Y?

. B ueM nposiBiisieTcst uHGOpMaIOHHBIE TPOLIECCHI?

. Xpanenue uHpopmaruu?

. Ilepenaya nnpopmaruu?

. O6paboTka uapopmanuu?

. Hocurens nadopmanuun?

. Xpanunuiie napopmanuu?

. Kakue ycTpoiicTBa Ha3bIBatoTCS niepupepuitHbIMU?

. Bunel nepugepuiinbix yctpoiicTs?

. YcTpoiicTBa BBoJIa TpadUIeCKUX JaHHBIX?

. YcTpoiicTBa XpaHEeHUs JaHHbBIX?

. YcTpoiictBa oOMeHa TaHHBIMU?
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CEMECTP II:

1. Hasznauenue u QpyHKIHOHAJIbHBIE BOBMOKHOCTH TEKCTOBOTO peaakropa Word.
[Tonsitue penaktupoBanus. Kakue onepanun oTHOCSATCS K MPOLECCY PeIaKTUPOBAHUS?
3. Tlonsrue popmarupoBanus. Kakue u3 onepaiuii OTHOCATCS K MpoLieccy
dbopmaTupoBanus’?
Yro takoe mabnon? Coznanue. [lpumenenne. Haznauenue.
5. Coxpanenue gokyMeHTa. Kakue BO3MOKHOCTH JOCTYITHBI TPU COXPAHEHUH JJOKYMEHTa?
YcTaHOBKA 3alUTHI.
6. IlonsTue mpudra.
o ®opmarupoBaHue HIPUPTA.
o Yro oTHOCHTCH K TapameTpaM dopMaTupoBaHus mpudra?

N
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7. TlonsTue a63amna. ®opmatupoBaHue ad3ara.
o Yto oTHOCHTCS K mapaMeTpaM popMaTupoBaHus ad3ama?
o KonkperHbie mpuémbl GopMaTUPOBAHUSI.
8. ®opmarupoBaHHE CTPAHUIIBI.
Yro oTHOCHTCA K TapameTpaM GOpMaTUPOBAHUS CTPAHULIBI?
Kak uckimounTe HyMepaluio nepBoi CTpaHULlbl JOKYMEHTa?
Kak M0OXHO Ha4aTh HyMepaluio CTPAHUILL B JOKYMEHTE He C IEPBON CTpaHUIIbI?
JloGaBiieHNe HOBBIX CTPAHUL B IOKYMEHT.
o OrobOpakeHre Ha KpaHe HECKOJIbKUX CTPAHULl OTHOBPEMEHHO.
9. Tunepcceuiku. Onpenenenue. Bunsl (BHyTpeHH: s, BHemHAA). Co3aHue.
10. Ctumu. Onpenenenue. Haznauenue.
o CrangapTHbie U NOJIb30BaTENbCKUE CTUIU. CO3/1aHKE U UCTIOJIB30BAHUE.
o Jlms gyero ciemyeT co3aaBaTh MOJIB30BATENBCKHUMA CTHITL B Word?
o Cosznanue, npuMEHEHUE, YIaJICHUE CTHUIICH.
11. Ornasnenwue.
12. Tlopsiok u ciocoOBl Pa3InYHbIE CO3/IaHUS.
13. Co3nanue ornaBiieHUs C IPUMEHEHUEM T0JIb30BATEIbCKUX CTUJICH.
14. ABTomMaTH4eCKHE CITUCKH.
o Bunpl. Co3nanue.
o Paborta c MHOrOYpOBHEBBIM CIIHCKOM.
o Co3naHvue MHOTOYPOBHEBBIX CITUCKOB U3 3ar0JIOBKOB TOKYMEHTA.
15. TabGmutbr
o Kak co3nare HOBYIO Tabnuiy B pegaktope Microsoft Word?
o UYro oTHOCHTCS K Iapamerpam GopMaTUPOBaHUS TaOIHUIL?
o JloGaBieHue CTPOK U CTOJIOLIOB B TAOIHILY.
o OObenuHeHue sUeeK.
o Pa3Bopor Tekcra.
16. Pemaxrop dhopmyot.
o Bo3moxHocTu (hopMyIIBHOTO peaKTopa.
o Co3znanue, U3BMEHEHHUE, KOMUPOBaHKUE GopMyt U PparMeHTOB HOpMYII.
17. PexxuMbl mipe/icTaBICHHS IOKyMEHTA Ha JKpaHe. XapaKTePUCTHKA PEKUMOB.
18. IIpoBepka mpaBonucanus. 3amycK PeXKUMOB IMPOBEpKH. VcripaBiieHrne ommoOoK.
19. [Manens nmoucka (xknasuima F5). Kak MOXKHO OBICTPO MEPEMECTHTHCS K HYKHOMY MECTY
MHOTOCTPAaHUYHOTO IOKyMeHTa? (3aKJIaJIKh, TUTIEPCCHUIKH ).
20. Kononturynsl. [Ipennasnauenue. BeraBka. M3menenue. Y nanenue.
21. Paznensl. Onpenencuane. Korna ciieqyer pa3ouBaTh TOKyMEHT Ha pa3HbBIC pa3Ieibl?

o O O O

2.6.2. TecTsl A5l CAMOKOHTPOJIS

CEMECTPI:

3a enMHUIY N3MepPeHNs KOJIMYeCTBAa HH(POPMAIIUH NPUHST
Ko6aiit

our

Oan

OanT

Noe oo e e

IIpou3BoauTEILHOCTH PA0OTHI KOMIIbIOTEPA (0BICTPOTA BHINOJHEHUS Ollepaluii)
3aBHUCHUT OT

a. pa3mepa dKpaHa JUCIUIes]

b. 4acTOTHI IIpoIeccopa

C. HaIpsKEHUs TUTaHUS



d. OBICTPOTHI HAXKATHSI HAa KJIABUIIH

3. Kaxkoe ycTpoiicTBO MOKeT 0Ka3bIBATHh BPeHOE BO3/1eiiCTBHE HA 310POBbe
yesioBeKa?

a. MIPUHTED

b. MOHHTOD

C. CUCTEMHBIN OJIOK

d. MOJZIEM

4. daiin — 310

a. eAMHUIIA U3MEpPEHUs HHPOpMALUH

b. porpaMma B OlepaTUBHON MaMsTH

C. TEKCT, pacreyaTaHHbIM Ha IPUHTEPE

d. nporpamMma WiH JIaHHbIE Ha JUCKE

5. Mopeanb ecTh 3aMellleHHE H3YUaeMOTr0 00beKTa IPYruM 00beKTOM, KOTOPbIii

oTpaikaer

BCE CTOPOHBI JAHHOTO 00BEKTa

HEKOTOPbIE CTOPOHBI JAHHOTO 00BEKTA

CYLIECTBEHHBIE CTOPOHBI IAaHHOI'O 00BEKTA

HECYIIECTBEHHbIE CTOPOHBI JAHHOTO 00BEKTa

MuHUMAJIbHBIM 00BEKTOM, HCNIOJIb3yeMbIM B TEKCTOBOM peJaKTope, IBJIseTCS
CJIOBO

TOYKa dKpaHa (IHKCen)

a03ar

CHUMBOJI (3HAKOMECTO)

KoJsim4yecTBO pa3iM4HbIX KOAUPOBOK OYKB PyccKOro ajgaBuTa cocTaBjiser
OJIHY

ase (MS-DOS, Windows)

tpu (MS-DOS, Windows,Macintosh)

stk (MS-DOS, Windows,Macintosh, KOI-8, 1SO)

HNucTpymMenTaMu B rpagu4ecKoM peiaKkTope sABIAIOTCS

JMHUS, KPYT, TPSIMOYTOJIBHUK

BBIJICJIEHUE, KOTMPOBAHNE, BCTaBKa

KapaHJalll, KUCTb, JJACTHK

Ha0OpHI LIBETOB (MAJTUTPHI)

B cocTtaB MyJIbTHMEANA-KOMIIBIOTEPA 00513aTEJIbHO BXOAAT

NPOEKIMOHHAs! [TaHEeb

CD-ROM nauckoBoJI ¥ 3ByKOBas TUIaTa

MOJIeM

TUIOTTEP

B 3s1eKTpOHHBIX Ta0Muax BeiAe/eHa rpynna siyeek Al:B3. Ckoibko siyeexk BXOAUT

0P TP OO TPPXLOTE NQOTH OO T

[EN
©

B JTy rpynmy?
a. 6

b. 5
C. 4
d 3



CEMECTP II:

TecTbl M0 TEKcTOBOMY penakTopy Word ¢ orBeTamu
1. Kakux ciucKoB HeT B TEKCTOBOM pelaKkTope?
a) HyMEpPOBaHHbIX;
+ 0) TOYCUHBIX;
B) MapKUPOBaHHBIX.
2. Ilpu 3ajaHNu NapaMeTPOB CTPAHUIIBI B TEKCTOBOM pPelaKTOpe YCTAHABIMBAKOTCH:
+ a) 10JIs1, OPUEHTALUS U pa3Mep CTPaHUIIbI;
0) uHTepBas MeXxy ab3anaMu u BU mpudra;
B) (DOH M I'paHUILIBI CTPAHUIIBI, OTCTYII.
3. Kakyio koOMOMHALMIO KJIABMII CJIeAyeT NPUMEHHUThb, YTO0bI BCTABUTDH B IOKYMEHT
CeroHsIHION 1aTy?
a) Ctrl + Alt + A;
6) Shift + Ctrl + V;
+ B) Shift + Alt + D.
4. Kakoe U3 3TUX YTBep:KIeHUH IPaBUJIbHOE?
+ a) KepHUHT — 3TO U3BMEHEHNE UHTEPBaJIa MKy OyKBaMH OJIHOTO CJIOBa.
6) Eciu maposnb K 3alUIIEHHOMY JOKYMEHTY yTpaueH, €r0 MOXHO BOCCTAHOBUTH C TOMOILBIO
KJIFOUEBOT'O CJIOBA.
B) Coueranue kiaBui Shift + Home nepeHocuT Ha NepBYIO CTPaHUILy JOKYMEHTA.
5. Kakoe u3 3THX yTBep K/JAeHHIl HenpaBUJIbHOE?
a) bonbiryto 6ykBy MOKHO Hare4araTb JByMs CLIOCOOaMH.
0) [Ipu momomu knaBumm Tab MOKHO clienaTh KpacHYIO CTPOKY.
+ B) KitaBumia Delete ynansier 3Hak nepe MUTAIOLIUM KyPCOPOM.
6. Ha kakyro Ki1aBuIly HY:KHO Ha’KaTh, YTOObI HANle4YaTaTh 3alATYI0, KOI/Ia HA
KOMIIbIOTEPE YCTAHOBJIEH aHIJIMCKNH andaBur?
+ a) rae HanucaHa pycckas Oyksa b;
0) rae HanucaHa pycckas Oyksa lO;
B) IJIe HanMcaHa pycckas oyksa K.
7. KononTury.a — 31o0:
+ a) obsacTh, KOTOpasi HAXOJAUTCSI B BEPXHEM U HMKHEM I10JI€ U MPEeIHAa3HAYAeTCs JUIs
MOMEIIEHUS Ha3BaHUsI pabOThl HAJl TEKCTOM KaKJIOW CTpaHUIIbI;
0) BHELIHUI BU/I IEYATHBIX 3HAKOB, KOTOPBIN MOJIb30BATEIb BUINUT B OKHE TEKCTOBOTO
penakTopa;
B) BEpXHSS CTpPOKa okHa peaakTopa Word, KoTopast COnepKUT B cede MaHeab KOMaH
(nanpumep, «BcraBkay, «KoHcTpykTopy, «MakeT» u T. 11.).
8. UTo0bI B TEKCTOBBIH JOKYMEHT BCTABUTH CChLIKY, HY’KHO NepeiiTH Mo CJIey0IuM
BKJIA/IKaM:
a) Bcmaexka — Becmasumo cevinky — Coz0anue ucmouHuxa,
0) @aiin — [lapamempuvl cmpanuysl — Bcmasums cculiky;
+ B) Ccuiiku — Bemasumo cevinky — /[obasums HOBbLIL UCMOYHUK.
9 - Tect. Kakoii mpu¢r no ymoruanuio ycranonsen B WWord 20077
a) Times New Roman;
+ 0) Calibri;
B) Microsoft Ya Hei.
10. B BepxHeii cTpoke naHe/J M 3a1a4 H300paskeHa HKOHKA ¢ JUcKeToil. Uro npoun3soiiger,
€CJIM HA Hee HAXKATh?
a) TOKYMEHT yJIaJIUTC;
+ 0) JOKYMEHT COXPaHHTCS;
B) IOKYMEHT 3alUIIeTCsl Ha JUCK UK (DIICIIKY, BCTaBI€HHBIE B KOMITBIOTED.



Kpumepuu oyenxu pezynemamos mecmuposanus

Ouenka
Onenka 1
(TecTOBBIC HOPMBI:
(cranmapTHas) o
0 IPaBHIILHBIX OTBETOB)
«OTJIIMYHOY 90-100 %
«XOpOIIO» 75-89%
«YJIOBJICTBOPUTEIHLHOY 60-74%
«HEYJOBJIETBOPUTEIILHO MmeHee 60%
3auTeHo, He 3aUTEHO

2.6.3. [IpumepHbIe TeMbl pedepaToB (He MPeAyCMOTPEHBI).

2.6.4. IlpuMepHbIe BONPOCHI TEKYILIET0 KOHTPOJIS

CoNoOA~WNE

NNNNNNRPRPRREPERRERRERERERE
EWNRFPOOWONOOUDNWNEO

CEMECTP |:

Omnpenenenue napopmanuu?

Kaxkue monsitus cocrasisietr uHdpopmaTuka?

Yrto Ha3zbiBaeTCs HHGOPMAIIMOHHON TEXHOJOTHEH. ?

Yemy ynensercs ocodoe BHUMaHuE B UHPOpMaTHKE?

Uto Ha3bpIBaeTCA MOJI30BATEIHCKUM UHTEpDericom?

[lepeuncnure BUbI HHTEPPEHCOB?

[Tepeuncnure ocHoBHBIE ycTporicTBa [1K?

HazoBute ocHoBHbIe KOMITOHEHTHI [TK?

[lepeuncirure OCHOBHBIE YCTPOMCTBA, PACIIOJIOKEHHBIE HA MATEPUHCKOM 11aTe?

. B xakux equHuIax U3MeEpsETCs CKOPOCTh Mmpoleccopa’?

. Urto coboit mpencrasiser O3Y?

. Ilepeuncnure Buasl BHyTpeHHel namstu [1K?

. YUto xpanurcs B [13Y?

. JIJIs KakoM e CITyKaT CIIOThI?

. [lepeuncnure BUIbI TUCKOBOIOB?

. [lepeunciiiTe OCHOBHBIE YCTPOUCTBA, PACIIOJIOKEHHBIE B CUCTEMHOM OJ1oKe?
. Tunel MOHUTOPOB?

. OcHOBHBIE TTapaMeTPbl MOHUTOpPA?

. Uto Takoe yactora peresepanuu’?

. [lepeuncivTe OCHOBHBIE TPYIIIBI KJIABUII KJIABUATYPHI?

. [lepeunciute OCHOBHBIE KJIABUIIM CTAHAAPTHOMN KJIaBUATYpPbI?
. Urto nepexntovaer knasumia Insert?

. Uto co0o¥t mpeicTaBIsIeT MBIIIIh?

. [lepeuncnute OCHOBHBIC IEUCTBUS MBIIIN?

2.6.5. IlpuMepHbIe BONPOCHI K 324€Ty, K IK3aMeHYy

NoabkowhE

CEMECTPI:

B uem naznauenue Pabouero crona?

[lepeuncnute OCHOBHEIE 3NIeMeHTHI Paboyero croma?

Jns yero ucnons3yercs [lanens 3agau?

Haiite onpenenenue ¢aitna?

Uro Takoe (aiinosas cucrema?

Hasnauenune KontexkctHoro Menio?

[Tepeuncnute OCHOBHBIE 37IeMEHTHI rpaduueckoro uarepdeiica Windows.




8. KakoBsl npaBuna ¢popmupoBanus umeH ¢aiiaoB B OC Windows?

9. Ilepeuncnure cucremusie nmanku OC Windows.

10. Kak MOXHO ynopsilounTh 3Ha4Ku Ha Pabouem crose?

11. Kak MO>KHO U3MEHHTH CBo¥icTBa uHTep(detica Pabouero crona?

12. Kak u3MeHuTh JaTy u BpeMst Ha yacax [1K?

13. Kak ynops1ounTh pa3MenieHre OTKPBITHIX OKOH Ha PaGouem cromne?

14. Yrto coboii mpencTaBisieT ApiblK U YeM OH OTJIMYAeTCs OT 3Ha4yKa?

15. Kak yctaHOBUTH UM yaauuTh nporpammy Ha I1K?

16. Haznauenue nporpamm «Moti kommbioTep» u «IIpoBogHuK»?

17. OcHoBHBIE TPUHIHMIIBI paboThI B Tporpamme «IIpoBoaHUKY.

18. HazoBute criocoObI BeIIEIEHUS OOBEKTOB.

19. Ilepeuncnure onepaiyy, BoIOIHsAEMbIE B Tporpamme «IIpoBogHIK».

20. Kakue ycTpoiicTBa Ha3bIBatOTCS NIepUGEepUHHBIMU?

21. Bunsl nepugepuitHbIX yCTPOUCTB?

22. YcTpoiicTBa BBOJIa IpaUIECKUX JTaHHBIX ?

23. YcrpoiicTBa BBOJa rpa)nueCKUX TaHHBIX?

24. YcTpoiicTBa BBIBOJIA TAHHBIX ?

25. YcrpoiicTBa XpaHeHHs! JaHHbBIX ?

26. YcTpolicTBa 0OMeHa JTaHHBIMH?

27. B ueM Ha3zHavyeHue mporeccopa MS Word?

28. OCHOBHBIE JIEMEHTHI OKOH MPOTpaMMbl U TIOKYMEHTA.

29. OCHOBHBIE IPUEMBI CO3JIAaHHSI TOKYMEHTOB.

30. IIpueMbl OTKPBITUS U COXPAHEHUS TOKYMEHTA.

31. OcHOBHBIE TPHEMBI PETAKTUPOBAHHSL.

32. OcHOBHBIE TPUEMBI (HOPMATUPOBAHHUS.

33. Ilepeuncnute criocoObl BeIICIICHUS (hparMeHTa TEKCTa.

34. Kak mpou3BOIUTCS MeyaTh JOKyMeHTa?

35. Crioco0bI nepeMeneHnst iTH KOITMPOBAHUS BBICIICHHBIX (DParMeHTOB.

36. OcHOBHbIE KOMOWHAIIUH KJIABHIILI, HCIIOIB3yEeMbIE TSl KOMUPOBaHUS ()parMeHTOB.

37. Buner cniuckoB. ONHUIIUTE CO3/IaHUE CITUCKA.

38. [lepeuncnure npuemsl hopmaTUupoBaHus ad3ana.

39. OnummTe, KaKk MPOU3BOAUTCS (POPMATUPOBAHHS MIPUPTA.

40. Yto coboil mpeacTapnseT pazuen?

41. PaGoTa ¢ TaOiauIiaMu: BCTaBKa TaOJIMIIbI, 3aMIOJTHEHUE TAOJIUIIBI, IEPEMEILIEHUE 110
Tabmuie, 1006aBICHNE U YAAJICHUE YIEMEHTOB TaOJIUIIbI.

42. TlepeuncnuTe MpUEMBI peJaKTUPOBaHUE U POPMATUPOBAHHE JAHHBIX TAOIUIIBL.

43. Kak npou3BOAATCS BEIYUCICHHS JaHHBIX TaOIHIbI?

44. OnuiuTe BCTaBKy CUMBOJIOB.

45. Onumure BCTaBKy M (popMaTHpOBaHUE PUCYHKOB.

CEMECTP II:

1. Kak U3MEHUTHh OPUEHTALIMIO JOKYMEHTa?

2. Kak ycTaHOBUTB pazMep nojiel JOKyMeHTa?

3. Kak MOXHO ynpaBisiTh paCCTAHOBKOW NIEPEHOCOB B TEKCTE?

4. B Kakux ciy4asix IepeHOChl HeXKENaTeNIbHbI, @ B KAKUX HETOIyCTUMBI?
5. Kakue pa3faenuTeny HCHIOIb3YIOTCSA IPU CO3/1aHUH TeKCTOB B MS Word?
6. Kak oToOpa3uth paznenuTenu B JTOKyMeHTe?

7. Korza u kak Hy>KHO MCIIOJIb30BaTh PUHYJUTEIbHBIN pa3pblB CTPOKUA?
8. Korzia u kak Hy»KHO HCITOJIb30BaTh IPUHYAUTEIBHBIN pa3pblB CTPAHULbI?
9. B yem 3axiro4aercs IJIaBHOE MPABUJIO BBOJA pa3eIUTENeH?

10. Kak MOKHO yCTpaHUTh OBTOPHBIE POOEIIBI U MyCThIE CTPOKH?

11. Kakue cnernuanbHble 3HaKU UCTIOIB3YIOTCS B MS Word?



12. B kakux ciy4asx clieyeT UCIOIb30BaTh HEPa3phIBHBIE TPOOEITHI?

13. Kak MOKHO nepeMeIarbes o TEKCTY C MOMOILBIO KJIaBUATyphI?

14. Kak BbIACIHUTH TEKCT C TOMOIIBIO KJIaBUATYPHI?

15. ns uero npeanasnayensl Ctunu B MS Word?

16. Kak usmensars Ctunu 8 MS Word?

17. Kakue nactpoiiku ab3ameB Bo3MokHbI B MS Word?

18. B uem paziauyume OTCTyma NepBoOi CTPOKU U OTCTyIa ab3ara?

19. B yem paznnune Mexya03alHbIX U MEXKTYCTPOYHBIX HHTEPBAJIOB?

20. Kak HacTpoUTh aBTOMAaTHYECKYIO HyMEpaIUIO 3aroj0BKOB TEKCTa?

21. B yeMm 3aKi1t04ar0TCA MPEUMYIIECTBA CTUIICBOTO (POPMATUPOBAHUS 110 CPABHEHHUIO C
npsMbIM popmatupoBanueMm B MS Word?

22. YT0 TaKoe KOJOHTUTYJIbI U 3a4€M OHU HY>KHbI?

23. Uto MoryT coaep>kaTb KOJOHTUTYJIbI?

24. Kak 100aBUTh HyMEpaluio CTPaHUIl JOKyMeHTa?

25. Kak obecrieqnTh HaJIM4Ke pa3HbIX KOJIOHTUTYJIOB JJIsl YETHBIX U HEUETHBIX CTPaHUI[?
26. Kak BCTaBUTb JIOTOTUII OpPraHU3alMK B KOJJOHTUTYJI?

27. Kak aBTOMaTH4ECKU CO3aTh TUTYJIbHYIO CTPAHUILY JOKYMEHTA?

28. Kak co3gaTh aBTOMaTHYECKOE OTJIABJIICHHUE IOKYMEHTa?

29. Kak 100aBUTh BHOBb MOSBUBIIKECS B JOKYMEHTE IJ1aBbl WM Maparpadsl B
ABTOMATUYECKOE OTJIaBJICHHE JOKYMEHTa?

30. Kak 0OHOBUTH aBTOMaTH4ECKOE OTJIaBJICHHUE JOKYMEHTa?

31. Kak BcraBuTh Tabnuiy B 1okymeHT B MS Word?

32. Kak u3meHuTs (hopMaTUpOBaHUE SUEEK TAOIHIIBI - 3AJIUBKY, [[BET, TUII U TOJIIHUHY
IpaHuLl, BEIpaBHUBAaHUE TEKCTA B A4yeiikax, pudt tekcra?



33.
34.
35.

Kaxk BcTtaBuTh M300paxkenne B qokymeHT B MS Word?
Kak MoxHO 00pe3aTh n300pa’keHre U U3MEHUTH €ro pa3mep?
Kakue BapuaHThI pacnonokeHust H300pakeHUsI OTHOCUTEIBHO TEKCTa MOTYT OBITh

KUCoiab30Bansl B MS Word?

36.
37.
38.
39.
40.
41.
42.
43.
44.
45.
46.

Kak co3nate auarpammy B jokymente B MS Word?

Kak MO>KHO BCTaBUTh Ha3BaHU JUIsI PUCYHKOB U Tabmui B MS Word?
UTto Takoe nepeKpecTHbIE CChUIKU?

Kak co3nate nepekpecTHyto ccpuiky B MS Word?

Yrto Takoe runepcchbuIKu?

Kak co3nats runepccsuiky B MS Word?

Yro Takoe cHOCKU?

Kak coznmats cHocky B MS Word?

Kaxkue pexxumbl TpocMOTpa JOKYMEHTOB cyIiecTBYOT B MS Word?
J71s1 4ero MOXKHO MCIOJIb30BaTh PEKUM CTPYKTYPbI JOKYMEHTA?
Kak nmpocMOTpeTh CTaTUCTUKY JOKYMEHTa?

2.6.6. OoOpa3sen OmJiera K 3a4eTy

MychIBMaHCKaS[ peJII/IFI/IOSHaH opraﬂnsaunﬂ BbBICHIEIO ZlyXOBHOFO 06pa303aﬂnﬂ
«POCCUMCKHUHN NCIAMCKU YHUBEPCUTET UMEHU KYHTA-XAIKHW»

IIpenoxaBarennb_ Hoanucek 3aBeaywuero kadeapoi

Kadenpa «CouuajibHO-TyMaHUTAPHbIE HAYKID)
Jduconmimnaa «Madopmarukay
Buner Nel
1.Yt0 Takoe nepekpecTHbIe CChUIKN?
2.Kak MoxHO 00pe3aTh n300pakeHre U U3MEHUTH €To pa3mep?
3.Kak npocMOTpeTh CTaTUCTUKY JOKyMEHTa?




