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1. [lepevyeHb MIaHNUPyeMbIX Pe3y/JbTATOB 00yUEeHHS 10 JUCHMILIMHE (MOIYJII0),
COOTHECEHHBIX € IVIAHUPYEMbIMH Pe3yJIbTATAMHU 0CBOEHUS 00pa30BaTeIbHOM

NPOrpamMMsl

1.1.  Jucummumna B1.B./IB.04.01

«KomnerotepHsbIit

Ha0op, BepCcTKa U

penakTupoBaHUe» 00eCIeYnBAET OBJIAICHUE CIETYIONMMH KOMIETEHIHSIMHU:
Komnerenuuu, QopmMupoBaHue KOTOpPBIX 3aBeplIaeTcsi B TEUEHUE HW3YYECHUs JIaHHOM

JAUCIHITIIMHBI

Tabauua 1

Koo

Komnemenyuu

Koo
KOMNOHEHmMa
KoMnemenyuu

\Haumenosanue KomnemeHyuu

\Haumenosanue komMnonenma KomnemeHyuu

[1Kc-3 Criocoben ocymecTBisAThH|[1Kc-3.1
[PEIAKTOPCKYIO JICATEIBHOCTh C
HCITOJIE30BaHUEM
podeccroHaNbHBIX

KOMIILIOTCPHBIX ITPOTrpaMM

CII0COOHOCTD IPUBOIUTH KYPHATHCTCKUH
TEeKCT ¥ (WJTH) MIPOAYKT pa3HBIX BHIOB B
COOTBETCTBUE C SI3bIKOBBIMH HOPMaMHU

1.2.
c(hopMUpPOBaHBI:

B pesynbraTe OCBOEHHS JIUCLMUIUIMHBI

y CTYIEHTOB JIOJDKHBI OBITh

Taonuua 2

Koo
KOoMnoHeHma
KoMmnemenyuu

OT®/ mpyoossie u
npogheccuonanvivie
Oeticmeust

Pesynomamul 00yuenus

Paborta man|lIKc-3.1

COACPIKAaHUEM

. Ha ypoBHe 3HaHui:

MPUHIMIBI pelaKTUPOBaHus MaTepuanos aist CMU

ny6mukanuit CMU
Opranuszanusi  paboTsl
noapazaenenns CMU

Ha ypoBHe ymenuii:

MCKaTh M BBIOMPATH albTepHATUBHBIE HICTOYHUKU HHPOpMAIINH,
OCYILECTBILITh €€ TIPOBEPKY

(]
e paboTel cC

JACATCIBbHOCTHU

Ha ypoBHe HaBBIKOB:
penaKkTOpCKON pabOTHI;
TEXHUYECKUMHU

CcpeacTBaMunu )KypHaJ'H/ICTCK()ﬁ

2. O0beM u MecTO IMCHUILIMHBI B cTpykType OI1 BO

O6bem aucummuHbl. OOmas TPyIOeMKOCTh Kypca — 3 3adeTHbIX enunmi, 108
AKaACMHNYCCKHUX YaCOB.
JlucummuinHa  peanu3yercss € NPUMEHEHHEM  JIUCTAHIIMOHHBIX  00pa30BaTeIbHBIX
texHoyoruit (nanee — JIOT).
Taonuua 3
Bun paboTst TpynoeMKoCTb
(B akaj.uacax)
Oo0mast Tpy10eMKOCTh 108
KonTakTHas pa6oTa c mpenogaBaTesiemM 38
Jlexuun 16
IIpakTuueckue 3aHsTHA 20
JlaGoparopHbie 3aHATHS -
[pakTHueckas MOATOTOBKA -
CamocTosiTesbHast padoTa 70




Koncynprarms 2

Kontpons -

DopMbI TEKYILETO0 KOHTPOJIS YcTHBIH onpoc, pedepat
Buj npomMeKyTOYHOT0 KOHTPOJIA 3ayer ¢ OIeHKON

Mecto aucuumiauHbl. YdeOnas mucuuminHa (b1.B.JIB.04.01) «KommbrotepHbiii
HaOOp, BEpCTKA U PEeJaKTUPOBAHUE)» OTHOCUTCA K BapHaTHMBHOW 4YacTH MPOQECCHOHATBHOIO
LUMKJIA JUCHUIUIMH MPOrpaMMbl CHEHUAIUCTa 10 HampaBieHuto noarotoBku 42.03.02
«Kypnanuctukay. [ucuumnimna peaauszyercs Bo 2 ceMeCTpe.

JlMcuuIuiiHa 3aKiaJblBaeT TEOPETHUYECKUH M METOAOJIOTMYECKHHA (PyHAaMeHT st
OBJNIaICHUS TMPOPECCHOHATbHBIMA JucHUIUIMHAMU: “Texnmka u TtexHosoruss CMU”,
“IlpodeccuonanbHas 3THKa OKypHamucra’, “OKoHOMHKa H MeHemkment CMUN”,
“Conuosiorus )KypHaaucTuku , “IIcuXonorus sKypHAIUCTUKHA U Jp.

3HaHUs, YMEHUS U HABBIKH, IOTyuYeHHBIC B Kypce «KoMmbIloTepHbIi HAabOp, BEpCTKA U
peoaKkTUpPOBAaHUE»,  HUCIONB3YKOTCA  CTYJEHTaMH  IpPU  BBIIOJIHEHUM  BBITYCKHBIX
KBAJTM(PHUKAIIMOHHBIX Pa0OT U B JalbHEHIIeH MpakTUIecKoi padoTe.

JlocTyn K cucTeMe NUCTAaHIIMOHHBIX 00pa30BaTENbHBIX TEXHOJOTUH OCYIIECTBISETCS
KaXIbIM  OOy4arolMMCSl CaMOCTOATENBHO C  JI0OOro  yCTpOWCTBA Ha  MOpTale:
https://Ims.ranepa.ru/. Ilaponas u JOTUH K TUYHOMY KaOWHETY / MPOGUITIO TIPEIOCTABIISCTCS
CTYJECHTY B J€KaHaTe.

Bce ¢opMmbl Tekymiero KOHTpPOJS, NPOBOJAWMBIE B CHUCTEME JHCTAaHLIUOHHOIO
o0y4yeHHs, OLEHHBAIOTCS B CHCTEME TUCTAHIIMOHHOrO oOy4yeHus. JlocTym K BHIEO H
Marepuaiam JIEKIUI MPeJoCTABISIETCS] B TEUEHNE BCEro ceMecTpa. JlocTyn K KaXaoMy BUAY
paboT ¥ KOJIMYECTBO MOMBITOK Ha BBITIOJHEHUE 3aaHUS MIPEIOCTABIIACTCS HA OrPAaHUYCHHOE
BpeMs COTJIACHO pEeTJIaMEHTy IUCHUIUINHBL, omyOnukoBanHoMy B CJ/1O. IlpemomaBarens
OLICHMBAET BBINIOJHEHHBIE OOydarommmcs paboTsl He mo3aHee 10 paboumx aHel mocie
OKOHYAHMSI CPOKA BBITTOJTHEHUS.

3. ConeprkaHue M CTPYKTYpPa JUCUMILIIMHBI

3.1 Yueono-memamuueckuii nnan

Taonuuya 4
Obvem Jucyuniunsl (MOOYIs), uac.
Dopma
Koumaxmmnas paboma
meKyuezo
ooyuarwuxcs ¢

KOHMPOJs
Ne n/n Haumenosanue mem npenooagamesnem -
Bcezo . CP ycnesaemocmu
10 8UOAM YUeOHbIX 3aHAMULL S DOMENCVIMOUHOR

J/ | P/ | 3/ | KC pOMENC
ammecmayuu

JoT | jor | jor | P

Ounasn gpopma odyuenusn

CoBpeMeHHBIH TepCOHATBHBII
komnbioTep. CocTaB u
Ha3HaYeHUE OCHOBHBIX

Tema 1 . 18 4 4 10 YO
ycrpoiicTB. TexHuka
0e30MmacHOCTH IpH padoTe ¢

KOMITBIOTEPOM.

OnepaiMoHHbIe CUCTeMbL. X
Tema 2. | nazHaueHue. DaiitoBas 18 4 4 12 YO

CTPYKTYpa

Tema 3. 18 4 - 12 VO, P

DYHKIUU U BO3MOXHOCTH
OTEPAIIMOHHON CUCTEMBI
Windows. OCHOBHBIE TTOHATHA.




Obvem ducyunaunsl (MOOYas), Hac.

Konmaxmmnas paboma Popya
meKyuje2o
obyuarouuxcs ¢
KOHMPOIIs,
Ne n/n Haumenosanue mem npenodasamenem -
Bcezo . CP ycnesaemocmu
10 8U0aM y4eOHbIX 3aHAMuUll S
J/ | JIp/ | m3/ | KC poreneTmo
J0T | gor | ot | P 4
Ounasn gpopma odyuenusn
CraHaapTHBIE TPOTPAMMBbI
Windows. CipaBouHas
cucrema Windows. [Torck
(haititoB 1 mamok
Tona 4. Creroii necsaTunanbIeBbIid 18 4 4 12 VO, P
METO/I [IeYaTH Ha KOMITBIOTEPE
HenonpousBoacTBo. TEKCTOBBI
Tewma 5. | i mponeccop Word. 18 | - 4 12 vO,P
Penaxrop npesentanuii Power
Tema 6. | Point. PaGoTa B mporpamMmax 18 - 4 12 Yo, P
Adobe Indesign, Scribus
Kouncynpranus 2
Kontponn -
ITpomexyTouHas aTTecTalus 3aueT ¢ OLeHKOH
108/8 20/1
Bcero (akamem.uac./acTpoHOM.YAC.): 1 16/12 5 70/54

YO — ycTHBI1 onpoc
P — pedepar

3.2 Cooeprcanue oucuyuniunl

Tema 1. Coepemennbtﬁ nepCOHaﬂbelﬁ Komnbsromep. Cocmag u Ha3nauyeHue 0CHOBHBIX
ycmpoftcme. Texnuka 6e3onacrnocmu npu paﬁome C KOmnoblomepom.

CoctaB W Ha3Ha4YeHHE OCHOBHBIX YCTpPOMCTB. TexHuKa Oe3omacHocTH mpu paboTe ¢
KoMIibioTepoM. [lepBoHavYalbHOE 3HAKOMCTBO C KOMIIBIOTEPOM.

N3ydyeHne KOMIOHEHTOB KomimbioTepa. OnepannonHas cucrema Windows. 3HaKOMCTBO ¢
unrepdeiicom. I[Iporpammuoe obGecriedeHune kommbroTepa. OnepanuoHHbE cHCTeMbl. KX
HazHayeHue. DailoBas cTpyKTypa. 3alycK M 3aBepuieHHe padoTsl nmpuioxeHuil. Pabora c
okHamu. CoznaHue M coxpaHeHue (aiinoB. Pabora co cnpaBouHON cHCTEMOH M MEHIO
nporpamm. CBorictBa (aitma. PaGota ¢ rpymmo# ¢ainoB. Pabora ¢ ceTeBhIMU MamkaMmm.
PaboTa ¢ BHEIIHUMH HOCUTENIIMU MH(DOpMAITUH.

Tema 2. Ilpozpammnoe obecneuenue komnovtomepa. Onepayuonnvie cucmemol. HUx
Haznauenue. Daiinosas cmpykmypa

Wctopus mammuonucu. [IpaBuna paboTsl Ha KiaBuaType OyKBEHHOTO U IHU(PPOBOTO Habopa.
Crnemnoil aecsTUNANBIEBBIA METOJA M HMCTOPUS €ro co3AaHus. PacrosiokeHue KIIaBHIIL.
[lozuumnu mpaBoli m neBoil pyk. Pacnpenenenuwe knmaBum Mexay nanblamMu. BapuaHThl

KJIaBHATYPHBIX TpeHakepoB. OMUCcaHNe CUMBOJIOB U «TOPSIYUX KIIABUIID».

N3ydyeHne KOMIbIOTEPHOU KIIaBHATYPHI.

Kupunnuya




OcnogHoti (BTopoit) psax @bIBAIT-POJIIKD.

Bepxnuii (tperuit) pag MIIYKE-HITHIBEX b.

Hwxnwnii (nepssiit) pag AYCMU-THBIO.

UYeTBepTslli psj KIaBUATYPbl — 3HAKK IPETTMHAHUS.

Jlamunuya

OcHosHo#t (BTopoit) psa ASDFG-HJKL.

Bepxuuii (tpetnii) paxn QWERT-YUIOP.

Hwxnwnit (mepssiit) pag ZXCVB-NM.

Bepxuwuii peructp kinaBuatypsl, knasuiia Shift.

[IpakTHueckoe OBJaJ€HWE U COBEPIICHCTBOBAHME TEXHHMKHU IMEYaTaHUs C HCIHOJIb30BAaHUEM
KOMITBIOTEPHOI 00y4aromiei mporpaMmsl Stamina.

dopma OTYETHOCTH: pe3yJbTaT CaMOCTOATEIbHONW pabOThl MpOBEpsSETCS Ha 3ayeTe.
OneHuBaeTcs CKOPOCTh NeyaTaHus U 0e30IMuO0YHOCTh Habopa.

Tema 3. @yukyuu u 603moxncHocmu onepayuonnoi cucmemot Windows. Ocnosnoie
nonamus. Cmanoapmmusie npozpammol Windows. Cnpasounaa cucmema Windows.
IHlouck ¢haiinos u nanok

OO6mue mpasuia OpOpMIICHHUS PA3TUYHBIX HAOOPHBIX PabOT M CIIy)KEOHBIX JOKYMEHTOB.
[IpaBuna odopmieHHs KOHTPOJBHBIX, pedeparoB, KypcoBbix pabdor u BKP. IlpaBuna
opopMiIeHHsT CIIMCKa JIUCTEpaTyphbl, Oubnumorpaduyeckoe ommcanue OdopmiieHne
o6ubsnmorpaduu (ctannaptel). M3yuenue TpeboBaHMid 0QOpPMIICHHUS.

Texcmoswiii npoyeccop Word.
Co3znanue U peakTUpOBaHHE JOKYMeHTa. PaboTa ¢ CyIiecTBYIOUINMM JOKYMEHTOM.

Hutepdeiic Microsoft Office Word 2010. JlenTta, Bknaaku, rpymmbl, 3Ha4YKkd. [laHenb
obicTporo goctymna. Hactpoiika mapamerpoB mporpammel. Hactpoiika nuntepdeiica padbouero
OKHA.

CtpykTypa JOKyMeHTa. BBOj TekcTa. Y CcTaHOBKA BBIPABHUBAHUS, OTCTYIOB M MHTEPBAJIOB B
abzamax. Pabora c¢ ¢Qparmentamu Tekcta. Ilomck u 3ameHa (parMEeHTOB TEKCTa.
Pactmpennsiii mouck.  KommpoBaHue, nepeMellieHHe U yOaleHHE (ParMeHTOB TEKCTa.
[TpoBepka opdorpaduu. ABrozameHa, Ha3HAUYCHHE CIUCKAa aBTO3aMeH. lIpeaBapuUTENbHBIH
HPOCMOTP JOKYMEHTA.

BcraBka HOMCEPOB CTpAHUL], AATbI CO3AaHUA TOKYMCHTA. Bcraska Pa3pbIBOB CTPAHUIIBI.

OneMeHTsl (GopmaTtoB JoKymeHTa. @DopmaTHpoBaHHME TEKCTa Ha YPOBHE CHMBOJIOB.
dopmaTpoBaHHE TEKCTa Ha ypoBHe ab3aneB. dopmartupoBaHue mno oOpasmy. Cruim.
Pabota co ctmiissmu nokymenTa. [IpocmoTp cnimcka ctuneil. dopMaTHpoBaHUE CTPAHUIIBI.

OOGpamiieHue U 3anojHeHue Tekcra. Vi3MeHeHue perucrtpa Juid uzoopaxeHus OykB. CIHCOK.
Tumer cnimckoB. @®opmarupoBanue cHuckoB. lcnomb3oBanue TaOynsaTopoB. KomoHkH.
[TapameTpsl cTpaHuIbl. 3a1aHIe TAPAMETPOB CTPAHUIIBL.

Anroput™m BbIOOpa 1m1abiioHoB. [lapamerps! crpanunbl u cTiiu. OdopMiieHne THTYIEHOTO
mucta. Hymepanus crpanun. HlpudroBsie BelgeneHNsI B TEKCTE: 3arojJOBKH, MOJ3ar0JI0BKH,
CHOCKH, mepeHochbl. KOIOHTUTYJbI, CHOCKM W MpPUMEUYaHUus: Ha3Hau€HUe, BUIbI, CIOCOObBI
CO37aHus.

Peoaxmop npeszenmayuii Power Point

Co3znanue npe3eHTaum



3amyck Microsoft Power Point. BpiGop cmoco6a co3nanust mnpesenranuu. Co3zmaHue
MIPE3CHTAINH C TIOMOIIbI0 MacTtepa ABTocoaep)kanus. PenakTipoBaHne TeKcTa Mpe3eHTaluu
Pexxumbl mpocmotpa. Pabota ¢ npesenranueil. Cozganue npe3eHTaly ¢ MOMOIIbIo m1adi1oHa
opopmnenus. BBoxg Tekcra B cmaia. Co3manume cnaiima. BceraBka crmalijoB W3 Apyrux
npe3eHTanuii. Peopranuzamus ciailioB B npe3eHTanuu. BBox 3amerok k cnaiinam. Co3nanue
ManKy JUTsi COXpaHEHUs Mpe3eHTanuu. BeraBka mHpoOpManuu B mpe3eHTanuio. VM3menenne
MakeTa ciaia. BeraBka kiumna. Mi3MeHeHHe pa3MepoB puCcyHKa. Mi3MeHeHHe [IBETOB PUCYHKa
BceraBka u ¢dopmarupoBanue Ttabnuubl. BceraBka Tabmumsl Microsoft Word. BceraBka
muarpammbl Microsoft Excel. BetaBka u ¢dopmarupoBanue nuarpammbl Microsoft Graph.
BcraBka w Momudukanms OpraHM3allMOHHOW nuarpamMMmbl. BcraBka u  Mommukarus
auarpaMmbl. BcTaBka pucyHka.

Co3znanue npe3eHTanuil U3 HECKOJIbKUX CJIAlIOB.

3a0anue na camocmosmenvuyro pabomy. lloaroroButh mnpeseHrtanuio PowerPoint.
TpeGoBanus: KOIUYECTBO chaiiioB — 15. B mpe3eHTannu AOMKHBI OBITH UCHOJIB30BaHBI
CJIEIYIOIINE IIEMEHTBI: CXEMBbI; PUCYHKH; TaOJHUIIBI; AHArpaMMBbI; (hOTO.

Tema 4. Cnenoii decamunaivyeswlit Memoo neyamu Ha KOMnbvlomepe

Hctopusa mammnonucu. [IpaBuna paboTsl Ha Ki1aBuaType OyKBEHHOTO U IM(PpPOBOro Habopa.
Crnemnoit gecsATUNANBIEBBIA METOJA M HCTOPUS €ro co3AaHus. PacrosioeHue KIIaBHIIL.
[To3uuuu npaBoit u neBou pyk. PacnpenenenHue KiaBuil Mexay IainbliamMu. BapuaHTbl
KJIaBUATYPHBIX TpeHaxxepoB. OnucaHnue CUMBOJIOB U «TOPSIYMX KIIABHIID).

N3yueHne KOMIIBIOTEPHOU KIIaBUATYPHI.
Kupunnuya

OcnoBHoti (BTopoit) psax @BIBAIT-POJIIKD.
Bepxnuii (Tperuit) pag MITYKE-HITHI3Xb.
Hwxnuii (nepssiit) pag AYCMU-THBIO.
UYeTBepTslii psj KIaBUATYPhl — 3HAKU IPETTMHAHUS.
Jlamunuya

OcnoHoit (BTopoit) psax ASDFG-HIKL.
Bepxuuii (tpetnii) paxn QWERT-YUIOP.
Hwoxnwnii (nepssiit) pag ZXCVB-NM.
Bepxuwuii peructp xinaBuatypsl, knasumia Shift.

[IpakTHueckoe OBJaJ€HWE U COBEPIICHCTBOBAHME TEXHMKHU I€YAaTaHUS C HCIOJIb30BAaHUEM
KOMITbIOTEPHOM 00y4aroleil mporpammsl Stamina.

dopmMa OTYETHOCTH: pe3yJbTaT CaMOCTOATEIbHOW paboOThl TMpOBEpsSETCS Ha 3ayeTe.
OreHrBaeTCst CKOPOCTh TeYaTaHus U 0€30MMO0YHOCTh Habopa.

Tema 5. lenonpouszeoocmeo. Texcmoeswtii npoyeccop Word.

OOmme mpaBuia O(OPMIIEHUS Pa3IUYHBIX HAOOPHBIX pabOT U CIIy)KEOHBIX JOKYMEHTOB.
[IpaBuna odopmieHHs KOHTPOJBHBIX, pedeparoB, KypcoBbix pador u BKP. IlpaBuna
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oopmieHuss cmucka JHMcTeparypsl, OubOnMorpaduueckoe onucanue OdopmiieHue
oubnuorpadun (crangaptsl). M3zydenue tpedoBanuii 0oopmIiIeHHUS.

Texcmoswiii npoyeccop Word.
Cosznanue U penakTUpOBaHHe JOKyMeHTa. PaboTa ¢ CyIiecTBYIOIINM IOKyMEHTOM.

Wntepdeiic Microsoft Office Word 2010. Jlenra, Bkimaaku, rpynmbl, 3Haukd. Ilanens
osicTporo gocryna. Hactpoiika mapameTrpoB mporpammel. Hactpoiika unrepdeiica pabouero
OKHa.

Crpykrypa nokymeHTa. BBox Tekcra. YcraHOBKa BbIpaBHUBAHUSA, OTCTYIIOB U MHTEPBAJIOB B
ab3anax. Pabora c¢ ¢Qparmentamu Tekcta. Ilomck M 3ameHa (parMeHTOB TEKCTa.
Pacmmpennsiii mouck. KomupoBaHue, mnepemenieHHe W yaaleHHe (parMeHTOB TEKCTa.
ITpoBepka opdorpaduu. ABTO3aMeHa, Ha3Hau€HHE CIMCKa aBTo3aMeH. llpeaBapuTenbHbIN
IIPOCMOTP JOKYMEHTA.

BcraBka HOMEpOB CTpaHHIL, JaThl CO31aHUs TOKyMEHTa. BcTaBka pa3pbIBOB CTPAHUIIBL.

Onementsl (¢opMaroB AokyMeHTa. dopmarupoBaHMe TeKCTa Ha YPOBHE CHMBOJIOB.
dopmaTHpoBaHME TEKCTa Ha ypoBHe ab3aneB. dPopmartupoBanue mo obpasiy. Crunm.
Pabora co ctunsimu nokymenta. [Ipocmotp crincka ctueit. dopmatupoBaHue CTPaHUIIBI.

OOpamiieHue U 3amnoiHeHue Tekcra. VizmMeHnenue perucrpa [uisd nzoOpaxkeHus Oyks. CHHCOK.
Tunbr crnuckoB. PopmarupoBanue crnuckoB. Mcmonb3oBanue TaOynsTopoB. KonoHKH.
ITapameTpsl cTpaHuLbl. 3aaHUE TAPAMETPOB CTPAHMIIBL.

Anroput™m BblOOpa 1mabiioHOB. [lapamerpsl crpanuibl U cTHiIU. OdopMiieHHe TUTYIBHOTO
mucta. Hymeparus crpannn. HlpudToBsie BeIgeneHNs B TEKCTE: 3ar0J0BKH, MOJ3ar0JI0BKH,
CHOCKH, MepeHOChl. KOIOHTUTYJIBI, CHOCKM W NMPUMEYAHUS: Ha3HA4YE€HUE, BHJbI, CHOCOOBI
CO3/IaHUSl.

Peoaxmop npezenmayuii Power Point

Co31anue npe3eHTAMA

3amyck Microsoft Power Point. Breibop cmoco6a cosmanusi npesentanuu. Co3ngaHwue
IIPE3EHTAlMU ¢ TOMOIIb0 Mactepa ABToconep)kaHus. PegakTupoBaHue TEKCTa PE3EHTALUU
Pexumbl mpocmotpa. PaGora ¢ mpe3sentammeii. Co3gaHue Mpe3eHTallMM € IOMOIIbIO
mabnona opopmiienus. Beog tekcra B ciaiin. Co3ganue ciaiina. BectaBka cinaifioB U3 Apyrux
npeseHTauuii. Peopranuzanus cnaiiioB B mpeseHTauuu. Beox 3ametok k crnaiinam. Co3nanue
MIAIKY JUIs COXpaHEHUs npe3eHTauuu. Berapka nHdopManuu B npe3eHranuio. lzsmenenue
MakeTa cianja. BeraBka kinmna. Mi3meHenue pasmepoB prucyHka. M3MeHeHne IBETOB pUCYHKA
BceraBka u ¢dopmartupoBanue Tabnuubl. BeraBka Tabmumpl Microsoft Word. BceraBka
marpammbl Microsoft Excel. BeraBka u ¢dopmarupoBanue numarpammbsl Microsoft Graph.
BceraBka u  Moaudukanus OpraHM3allMOHHOM JuarpamMmbl. BceraBka u Monaudukarus
nuarpaMMbl. BctaBka pucyHka.

Co3pganue npe3eHTaluil 13 HECKOJIbKUX CJIaiI0B.

3a0anue na camocmosmenvnyio pabomy. IloaroroButh mpe3eHranuio PowerPoint.
TpeboBaHus: KONMMYECTBO CinaioB — 15. B mpeseHTanum JOIDKHBI OBITH HMCIIOIB30BAHBI
CIIETYFOIIIHE DIIEMEHTHI:

e CXEMBHI;

e PUCYHKW;



TaOJIMIIEL;

JMarpaMMbl;

doro.

Tema 6. llpennevyaTHasi NOAr0OTOBKA

K my6nukanuu, mpuroToBIeHHONW K ()OTOBBIBOY, HOJDKHBI IpUIarathes (anmbr
BCEX MCHOJB3yeMBbIX B HeH miuttocTpanuil u mpudros. Ciaeayer THIATENbHO CIEAUTH
3a Ucmoib3yeMbIMH mpudTamu. HekauecTBeHHBIE MIPU(TH — OJIHA U3 CAMBIX YaCTHIX
OpUYUH npobieM mpu BbIBoAe nyOnukanuid Ha (ortoHabop. He ucnonbsyiite npu
BepcTKke cucTeMHBIX mpudtoB. Crapaiitecs mzberats TrueType mpudroB. Ecinu yx
3TOr0 HE yJIaeTcs caenaTh, CIeJUTe 3a TeM, UTOObl UMEHA YCTaHOBJIEHHBIX B CHCTEME
PS u TrueType mpudtoB He coBmamanu. HWcmoms3ys arpubyTter Bold, Italic,
BoldItalic, ybeautech, 4To mpudTH COOTBETCTBYIOIIUX HauepTaHUUN NEHCTBUTEIHHO
YCTAHOBJIEHBI.

Bce nBera, ucnonbp3yeMble B MyOJIMKallUK, a TAK)K€ B UMIOPTUPYEMBIX 3J€MEHTaX, JOJDKHBI
obITh 3amanbl B Mojesm CMYK. He 3a0biBaiiTe yka3eiBaTh co3qaBaeMbiM Bamu 1Beram
atpulOyT Process (coctaBHo#l). [lis mpencTaBieHHss O TOM, Kak 3aJaHHBIA IBET Oyzder
BBITJISAETD [1OCJIE MT€YaTH, OJIb3YHTECh KaTaJIOraMy, a HE [IBETAMU Ha MOHUTOpPE, OCOOEHHO B
nporpamMMax BepcTkd. Mcmonb3yiite mera Pantone Tonbko Torma, korzpa JeHCTBUTENBHO
coOupaerech HCIOJIB30BATh MeuYaTh Kpackod Pantone. Byapre BHUMATENbHBI C OOIBIIUMU
IUTAlIKaMH YepHOT'O 1IBETA.

ITpu pa3paborke au3aiiHa CleIyeT YYUThIBATh MOTPELIHOCTh MPU OOpe3Ke KpaeB MeuaTHOU
OpoAyKIUH. 3ajaBaiiTe B HpOrpaMMe BEpCTKH pa3Mep CTPAaHHUIbl PaBHBIM OOpE3HOMY
dopmary Oymaymieil medaTHON MpoAyKIuu. Bece aeMeHThl, KOTOphIe UAYT HaBBUIET, TOJIKHBI
BBICTYINATh 3a Kpas CTpaHulbl myOiaukanuu Ha 3-5 mMm. Takke crapaiitech He pacrojaratbh
3HaYUMBbIE JIEMEHTHI yOJIMKalli1, HAIPUMED TEKCT, OJIMKE YeM Ha 5 MM OT Kpasi CTpaHUIIbI.
CrouT crneauTh 3a pa3pelieHHEeM pacTpOBBIX WLIIOCTpanuid. PaspemeHue pacTpoBOro
n300pakeHust, TMOMEIIEHHOTO B MyOnuKamuio, JODKHO B 1,5-2 pa3a mpeBOCXOAHThH
JMHUAATYPY BBIBOJA C Y4E€TOM MacIITaOMpOBaHUs B MpOrpaMMe BEpCTKU (KCTaTH, ropasio
Jy4lle O3TUM HE YBIEKaTbcs Jabdbl HE 3amyTaTbCsl B Pa3peLICHUSX H300pakeHUil
OKOHYaTesbHO). Pa3pemienne MeHee 1,5 nmuHMATyp BeAeT K MOTepe KauecTBAa M300pa’KeHHSL.
Pa3spemienne Oosiee 2 nuHMATyp BeneT JMOO0 K OECCMBICICHHOMY YBEIWYEHHMIO BPEMEHH
pactepuzauuu Qaiina, 1160 K HEKOHTPOJIUPYEMOMY MOHMKEHHIO Pa3peIIeHuss H300paxeHus
IIPOrpaMMoOil BEpCTKHU IpH cozaanuu PS gaitna.

TexHoI0rMs MOATOTOBKH KYPHAJbHON npoaykuun B cucteMe Adobe InDesign.
OcoOenHocTn nu3aiiHa >KypHanpHOM mnpoaykuuu. CTpyKTypa >KypHajla U OCHOBHbBIE
aneMeHTbl odopmieHus. CeTkM M MOAYJIbHOE NPOEKTHPOBAHUE B JU3aliHE >KypHAJOB.
Kommosumust  pazBopota. Pasmemenne wumoctpaunii u  rpaduku. pudroBsie u
KOMIIO3UIIMOHHBIE TpHeMbl odopmieHus. CrenuanbHble 3PQEKThl. 3arojJOoBKM M HX
oopmienue B xxypHaine. TeXHONOTHs MaKeTUPOBAHHS U BEPCTKH JKypHaia B cucteme Adobe
InDesign.

TexHo0rusl MOATOTOBKM PEKJAMHO-UH()OPMAIMOHHONW NPOAYKUMH B cHCTeMe
Adobe InDesign.

Bunsl pexnamHo-uHGOpManMoOHHON mTpoayKuuu. OcoOeHHOCTH O(GOpPMIICHUS PEKJIAMHO-
MH(POPMALIMOHHON NMPOAYKUMHU. BykieT u 0cOOEHHOCTH €ro MoAroTOBKU. Buuel OykieTos.
CrpykTypa Oykjera W OCHOBHBIE 3JieMeHTHl odopmienus. [u3aifH m BepcTka OykieTa.
pudroBoe u KOMIO3UIIMOHHOE OQopMIIeHHE. TeXHOIOTUs MOATOTOBKH OyKJIeTa B CUCTEME
Adobe InDesign. PexmamHO-wHpOpMAIIMOHHAS JTHCTOBKA. OCHOBHBIC JIEMEHTHI O()OPMIICHHSI.
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OcobenHocty au3aiiHa. TeXHOJIOTUS MOJTOTOBKH PEKIaMHO-MH()OPMAIIMOHHON JTUCTOBKU B
cucteme Adobe InDesign.

KomnbroTepHble TeXHOJIOTHH MOATOTOBKHM M COBPEMEHHBbIH AU3aiiH raser
CoBpeMeHHbIE TEXHOJOIMHM MOArOTOBKM razer. OOmiasi TEXHOJIOTHsI MOJIrOTOBKU Ta3eThl B
cucreme Adobe InDesign. OcobeHHocTH au3aiiHa razer. CTpykTypa razersl. OCHOBHBIC
aneMeHThl odopmiieHHs. MaxketupoBaHue Ta3eTHOW mojockl. CeTKH W MOIYJIhHOE
IIPOEKTUPOBAHKE B AM3aiiHE ra3eT. TeXHOIOrusl MaKeTUPOBAaHUS ra3€THOM MOJIOCHl B CUCTEME
Adobe InDesign. OCHOBHBIC IPAaBHUJIa U PEKOMEHIAIINHU TIPH BEPCTKE Ta3eT.

Bunel BepcTku crateil. BnusHue pacnonoeHus cTaTell Ha BOCHPHUATHE MaTepuala.
CrangapTHble omMOKH qu3aiiHa. BepcTka Beayliei craTbu, KpaeBbIX OJOKOB, peAaKIIMOHHBIX
Y HOBOCTHBIX KOJIOHOK. TeXHOJIOTus BepCTKHU TekcTa ctateil B Adobe InDesign.1llpudToBoe u
KOMITIO3UIIMOHHOE 0(opMIIeHHE TeKcTa cTaTel B cucteme Adobe InDesign..

3a0anue na camocmosmenvuyro pabomy: Bunel 3aronoBkoB B rasere. OdopmieHue
3arosioBkoB. OcoOble mpuembl BblaeneHus martepuana. CrneuuanbHble 3¢ dextsl. [Iprembt
yrpaBiieHus: BHUMaHueM untarensd. CrnenuanabHble 0pOPMHUTENbCKIE TIPUEMBI.

[Togbop u pasmemieHue wurtocTpanuid. [lpomopruu WUTIOCTpanMii W WX BIUSHUAE Ha
pasMenieHre Ha nosoce. OCHOBHbIE NpaBWJIa pa3MelleHMs] wunocTpauuid. CraHnapTHbIE
OmMMUOKK pa3MelieHus womocTpanuid. Bepctka wmtoctpanmii B Adobe  InDesign.
Cnenuanbhblie 3¢ (HekTsl pu 00paboTke N300paKESHUH.

4. MaTtepunaJbl TeKylero KOHTPOJIs yCIeBaeMOCTH 00y4aroIuXcs

4.1. B xozne peanuzanuu aucuuiuinisl b.1.B.J1B.4.1 «KomnbroTepHbiit Habop, BepcTka u
PEAAKTUPOBAHUE» UCIIOJB3YIOTCS CIIEIYIOIINE METO bl TEKYIIIETO KOHTPOJISl yCIIEBAEMOCTH
00y4aroIuXcs:

— IpY IPOBEICHUH 3aHATHH JIEKLIMOHHOIO TUIA: YCTHBINA OMpOC;

— MpH NPOBEJICHUN 3aHATHI CEMHHAPCKOI0 TUIA: YCTHBIN Onpoc, pedeparsl.

B cinyuae peanuzanum gucummiuael B JIOT ¢dopmar 3agaHuil ananTUpoBaHbl s
iatdopmsl Moodle.

Taonuua 5
Tema u/unu pasoen Memoowl meKywezo KOHMPOJisL
ycnesaemocmu
1. CoBpemeHHBIH nepcoHaNbHBIN KoMmbroTep. CocTa
U Ha3Hau€HHe OCHOBHBIX YCTPOMCTB. TeXHHUKa YO
0€301acHOCTH MpH paboTe ¢ KOMITBIOTEPOM.
2. OmnepauunoHHsle  cucteMbl. WX  Ha3HaueHue. vO
@aiinoBas CTpyKTypa
3. OYHKIMH U BO3MOXHOCTHU OTIEPAIIMIOHHON CHCTEMBI
Windows. OcHoBHble mnoHsATHs. CraHIapTHbIE vVO. P
nporpammbl  Windows. CnpaBouHast —cucreMa ’
Windows. ITouck ¢haiinoB n manox
4. Crnemnoil JaecATUNANbLEBbI METOA TMeYaTh Ha VO.P
KOMITBIOTEpE ’
5. Henonpoussoactso.Tekcrossiii mporeccop Word.
YO, P
6. Pemaxtop mpesenrtanmii Power Point. Pabora B
. . YO, P
nporpammax Adobe Indesign, Scribus
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4.2. Tunosbie MaTePHAJIbI TEKYLIEr0 KOHTPOJISA YCIIEBAEMOCTH 00y4aIOIIUXCH

Tunosvle 60npocel 0151 YCMHO20 ONpoca

1. KomIoHeHTBI KOMIIBIOTEPA U UX HA3HAUYCHUE.
2. TlporpammHOe oOecriedeHue KommbioTepa. OnepannoHHbIe cucTeMbl. HazHaueHue u
byHKIMN.

3. ®aiinoBas cTpykTypa (haiin, Timnsl (HaioB, Tanku, MOJTHOE UM (aiira).

4. @OyHKIMM W HAa3HAYCHUE omnepanruoHHON cucteMbl Windows. OCHOBHBIC MOHSTHS
(OOBEKTHI, DJIEMEHTHI YIIPABIICHHUS, OKHA).

5. CnpaBounas cuctema Windows. [lonck ¢aiiinoB u mamoxk.

6. Ilamens ynpaBnenus. Hactpoiika paGouero crona, T1aBHOTO MEHIO W MaHETH 3a/1ay.
SpibIky Iporpamm.

7. 3amyck nporpamm. CtangapTHsie porpaMMbl Windows.

8. Hasnauenwme nporpammel [IpoBonuuk. JleiicTBus ¢ (haiiiaMu U MarmKaMu.

9. Cnyxe6nbie mporpammbl Windows. [Tonsitue nedpparmenranuu. [IpoBepka nucka.
10. Kmaccudukamnusi mporpaMm oOpaOOTKHM TEKCTa, WX Ha3HAUCHUE, (PYHKIIMOHAIBHBIC
BO3MOYXHOCTH.

11. CpoiicTBa qOKYMEHTa B TEKCTOBOM mporieccope Word. Tumsl cBOHCTB, WX 3a7aHuE U
UCIIOJIb30BaHUE.

12. HabGop u pemaktupoBanue TekcTa. CrHenuanbHbIE CpEACTBa BBOJA TEKCTA.
ABTO3aMeHa, aBTOTEKCT (Ha3Hau€HUE, MOPSII0K UCTIONB30BaHU).

13. Koppexkuus ommubok. [IpoBepka opdorpadum u rpammaruku. Mcmonb3oBanue
cIoBapen.

14. Tlpuemsl paboOTHI ¢ TAOIUIIAMH B TEKCTOBOM Tporieccope Word.

15. Ctunu odopmiienus. Haznauenue, co3nanve, i3MEHEHHUE, UCIIONIb30BaHNUE.

16. Pa3znen B noxkymente Word. HaszHaueHue, BO3MOKHOCTH pabOTHI ¢ pa3ciiaMu.

17. Coznanue KOJOHTUTYNOB B JokymeHTe Word. HazHaueHnue, BO3MOXXHOCTH CO3JaHUS
Pa3IUYArOIIUXCsl KOJIOHTUTYJIOB.

18. Hcnonb3oBanue noneit. Haznauenue. Tumbl noneii. [Ipuemsl paboThl ¢ MOISIMHU.

19. TexHoOTHS CBA3BIBAHUS M BHEIPCHHS 00bEKTOB. OOBEKTHI B TEKCTOBOM IIPOIECCOPE
Word.

20. BcTpoeHHbIE TpOTrpaMMBbI TEKCTOBOro mporeccopa Word: Microsoft WordArt,
Microsoft Graph, Microsoft Equation. Texnomoruss paboTbel ¢ 00OBEKTaMH pPeIaKTOpa
Word.

21. TIpuemsbl MOCTPOCHUS JUArpaMM B TEKCTOBOM mpoiieccope Word.

22. Pabora c OONpIIMMHU JOKyMEHTaMH B TEKCTOBOM mpormeccope Word. 3axianxw,
CHOCKHM — Ha3HauYeHHE, IPUEMbI CO3/IaHUS U UCTIOJIb30BaHUS.

23. Pabota ¢ OonmpImIMMHU TOKYMEHTaMH B TeKcToBOM mporeccope Word. IlepekpecTrbie
ccbUIKu. [IpuMedyanust — Ha3HaueHHUe, IPUEMbI CO3/IaHUS U UCTIOJIh30BaHUSI.

24. Pabora c OONBIIMMH JOKyYMEHTaMHU B TEKCTOBOM mporeccope Word. 3aroisoBku.
Coznanue ornasieHus. Pabora ¢ mokymeHTOM B pexxume «CTpyKTypay.
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10.

11.

12.

13.
14.
15.
16.
17.

18.

25. Pabora c¢ OonbIIMMM JTOKYMEHTaMH B TekcToBoM mporeccope Word. Ha3panus
Tabnun U pucyHkoB. Co3ganue nepedyHei Tabnui v pucyHkoB. Co3naHue NpeaMeTHOro
yKazaresl.

26. Pabota B pexuMe TJIaBHOTO JIOKYMEHTA: Ha3HAYCHUE U BO3MOKHOCTH.

27. Pabora ¢ 1ma0iioHaMH THUMOBBIX JOKYMEHTOB: Ha3Hau€HHE, CO3/aHue,
peIaKTHpOBaHUE, UCIIOJIb30BAHNE.

28. Coszganue u ucnoib3oBanue Gopm. Iomast popm, mapamerps! nmonen.

29. ®opmMupoBaHHE CEPUMHBIX JOKYMEHTOB B TEKCTOBOM Iporieccope Word.

30. ®DyHKIMOHAIBbHBIE BO3MOXXHOCTH TEKCTOBOTO nporieccopa Word.

Tunosvie npumephnvie memuvl pepepamugnvix pabom

KoMmmnoHeHTHI KOMITIBIOTEPA U UX HA3HAYCHHUC.

[TporpammHoe obecnieyeHne koMmmbioTepa. OnepanuoHHble cucTeMbl. HasHaueHue u
GYHKIIH.

QaitnoBas cTpykTypa ((aiin, Tunbl Qailyios, Manku, MoyjHoe UMs (aiina).

OyHKIMM W Ha3HaueHWe onepanuoHHo cuctemMbl Windows. OCHOBHBIE TOHSTHS
(0OBEKTBI, DJIEMEHTHI yIIPaBJICHUS, OKHA).

CrpaBounas cucrema Windows. [Touck ¢aiinoB u marmox.

[Tanens ynpaBnenus. Hactpolika pabodero crosa, IJIaBHOTO MEHIO U IaHENIN 3a/ad.
SIpABIKK TPOTPaAMM.

3amyck nporpamm. Ctanaaptaelie mporpammbsl Windows.
Hasnauenwue nporpammel [IpoBonnuk. JleiicTBust ¢ (haiimamMu v ManmkaMu.
Crnyxebnble nporpammbel Windows. [lonsitue nedpparmenranuu. [Iposepka nucka.

Knaccudukanuss mporpamm oOpaOOTKM TEKCTa, MX Ha3Ha4YeHHE, (PYHKIIMOHAIHHBIC
BO3MOKHOCTH.

CaoiicTBa JOKyMeHTa B TEeKCTOBOM mpoiieccope Word. Tumbl CBOWMCTB, UX 3a7aHue U
HCIIOJIb30BaHUE.

HaGop u penaxtupoBanue Tekcra. CrenuaibHbIe CpeCTBA BBOJA TEKCTa. ABTO3aMeHa,
ABTOTEKCT (Ha3HAYeHHE, OPSAJOK UCIIOIb30BAHMUS).

Koppexnus ommbok. [Iposepka opdorpadun u rpammaruku. Mcnonb3oBanue cioBapei.
[Tpuembl paboThI ¢ TabIUIIAMU B TEKCTOBOM Tporieccope Word.

Crunu opopmienus. Haznauenue, coznanue, u3sMEHEHHUE, UCTIOIb30BaHUE.

Paznen B nokymente Word. Ha3znauenue, BO3SMOXKHOCTH pabOTHI C pa3zenamMH.

Co3nanue KOJMOHTUTYNOB B AokymeHte Word. Ha3zHaueHue, BO3MOKHOCTH CO3JaHHSA
pa3INyaroUXCcst KOJOHTUTYJIIOB.

Hcnonw3oBanue noneil. Haznauenue. Tunsl noneit. [IpuemMsr paboThl ¢ MOISIMHU.
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19.

20.

21.
22.

23.

24.

25.

26.
27.

28.
29.
30.

TexHonorus CBSI3bIBaHMSI U BHEIPeHUsS 00BEKTOB. OOBEKTHI B TEKCTOBOM IPOIIECCOPE
Word.

Bcerpoennsie mporpammel TekctoBoro mporeccopa Word: Microsoft WordArt, Microsoft
Graph, Microsoft Equation. Texnonorust pabotsl ¢ o0bekramu penakropa Word.

[Tprembl TOCTPOCHHS AMArPaMM B TEKCTOBOM mporeccope Word.

Pabota ¢ 6oapmMMu JOKyMEHTaMH B TEKCTOBOM mporieccope Word. 3aknaaku, CHOCKH
— Ha3Ha4YeHUe, IPUEeMbl CO3/IaHUS U UCTIONb30BaAHUS.

PaboTta ¢ OonpmmMu JTOKyMEHTaMH B TeKCTOBOM Imporeccope Word. IlepekpectHbie
ccbulkd. [IprMedanus — Ha3HaueHue, IPUEMBI CO3/1aHUs U UCIIOIb30BaHUS.

Pabota ¢ OosnbmMMM JOKyMEHTaMH B TeKCTOBOM mpoueccope Word. 3aronoBki.
Co3nanue ornasienus. Pabora ¢ okymeHTOM B pexxume «CTpyKTypay.

Pabora ¢ GonpImIMMH TOKyMEHTaMU B TEKCTOBOM Mpoueccope Word. Ha3Banus tabmui u
pucyHkoB. Co3gaHue nepeuneil Tabauil u pucyHkoB. Co3/iaHue NpeIMETHOTO yKa3aTels.

Pabora B pexxume riIaBHOrO JOKYMEHTA: HAa3HAYEHHE U BO3MOYKHOCTH.

PaboTta ¢ mabioHaMu TUMOBBIX JOKYMEHTOB: Ha3HAUY€HHUE, CO3/IaHHUE, PEIAaKTUPOBAHUE,
HCIIOJIb30BaHHUE.

Co3nanue u ucnoib3oBanue Gopm. Iomast popm, mapamerps! nmonen.
DopMHUpPOBaHUE CEPUIMHBIX IOKYMEHTOB B TEKCTOBOM Tporieccope Word.

OyHKIIMOHATBHBIE BO3MOYKHOCTH TEKCTOBOTO mporieccopa Word.

5. OLQBHOUHble mamepuaiivl npomeofcymoqnoﬁ ammecmauuu no 0ucuunﬂune

3a4eT ¢ OLIEHKOM ITPOBOJUTCS ¢ IPUMEHEHUEM CIEAYIOIIMUX METO/I0B: YCTHBIN ONPOC MO
omneram. Cozepikanue Ouiera no AUCIUILIMHE COCTOUT U3 JIBYX BOIPOCOB, MPE/INOJIATAIOIIHX
3HAHHE TCOPUH.

B cnyuae mnpoBeneHMs HpPOMEXKYTOYHOM aTTecTal B AMCTAaHLIMOHHOM pPEXHUME

ucnonb3yercs miardgopma Moodle u Teams.

Tabnuua 6
Komnonenm xomnemenyuu Tpomescymounwiii / kirouegou Kpumepuii oyenusanus
UHOUKAMOP OYEHUBAHUS
ITKc-3.1 Crynent 3HaeT 6a3zoBble kareropun | CTyneHT yMeeT TIpaMOTHO H
CTHITUCTHKH ¥ KYJNbTYpPHl peud; | MpoeCCHOHATBHO
OCHOBHBIE CTHIIH MacCOBOH | MpOaHAIM3UPOBaTh  KOHKPETHBIN
KOMMYHHUKAIIMH U TEXHUKY PaBKH; | KYPHATHUCTCKUH MaTepHa;
cneuuduky u KOMITOHEHTBI | COCTaBUTh 3asBKy Ha TEMY CBOETO
BepOaJbHBIX M HEeBEpOAIBHBIX | BBICTYIICHUS B CMU;
CpencTB  OOIIEHWS;  MOHATHE, | CIUIAHUPOBATH TBOPYECKHHA axkT B
CYITHOCTH " MEXaHU3MBI | [EJIOM M €T0 OTACIbHBIC OIepalny;
(dbopmupoBaHUs SI3BIKOBBIX | TIPEAIIPUHUMATH HE00XOIUMBIE
CTEpPCOTHIIOB; crocoOBI | mpodeccroHaIbHbIC NEHCTBHA VIS
NPEOI0JICHHS SI3BIKOBBIX W | OCYIIECTBJIEHUS OPraHU3aTOPCKOM
peueBbIX 0apbepoB, CTPYKTYPY JIeSITEIFHOCTH;  0XapaKTepH30BaTh
OCHOBHBIE  KAaHPOBBIE  MOJIEIN
crocoba TBOPYECKON | TEKCTOB M OCHOBHBIE TEXHOJOTHU
JIeSITEIIFHOCTH KYPHAITICTA;
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(dakTopsl, ONpeneNsIoNe KpPYyr | TBOpYECTBAa B TOM WJIH HHOM
podeCCHOHANBHBIX 005S3aHHOCTEH | KaHpe, MIpOaHaIN3UPOBATh
JKYpHINCTa M WX  COCTaB; | )KAaHPOBBIH  COCTaB  MaTEpHAJIOB
TPUHINTIBI IUTAHUPOBAHUS | MPEIIaracMoro HOMeEpa "
MacCOBBIX MH()OPMAMOHHBIX | KOHKPETHBINA Marepuan
TIOTOKOB, BHIBI IUIAHOB; XapakTep | ONPENEICHHOTO JKaHpa; BBHIIIOIHUTD
OpraHMU3aTOPCKON paboTHI | peAaKTOPCKYI0 pPabOTy; OCMBICIUTH
KYpHAIIHCTA; NPUHIUTB! | COOCTBEHHBIH OMBIT PadOTHl B TOM
pEIaKTUPOBAHUSI MAaTEepUaNioB JUIA | WIM WHOM >KaHpE, MOTHBHUPOBATH
CMHU,  oCHOBHBIE  HCTOYHHMKH | BBEIOOp COOTBETCTBYIOIINX
nHpopmanny; MIPUYMHBI, | IPO(QECCHOHANBHBIX ~ INAaroB ¢
BBI3bIBAIOLINE JKaHPOBYIO | IIPABOBOM M 3TUYECKONW CTOPOHBI.
TG hepeHIHALII0

JKYPHAINCTCKOTO TBOPYECTBA.

TunoBbie OLIEHOYHBIE MaTepHuaJbl l'lpOMe)KyTO'-lHOﬁ aTrrecralnumn

Ilepeuens 6onpocos 011 n0020MosKU K 3auemy ¢ OYEeHKOU

Onepatu ¢ gokymentamu. Co3manue aokymeHToB. IllaGmonsl nokymMeHTOB. Turiel
mabsioHoB uMeH (aitoB. Co3maHWe MTOKYMEHTOB Ha OCHOBE ITaOJIOHOB. PexuMbl
COXpPaHEHHUs JOKYMEHTOB. Vcriosb30Banne naposiei CaHKIIMOHUPOBAHHOTO JOCTYIIA.

Omnepanmu ¢ TekctoM. Pabora ¢ ¢parmenTamu TekcTa. Beigenenue (parMeHTOB.
KonupoBanue, nepemerenie 1 ynaineHue GparmMeHToB. Mcnonb30BaHue KIaBUATYPHBIX
KJIaBUIII U KOMAaH/J MCHIO.

ABromatm3anus paboThl ¢ TEKCTOM. ABTO3aMEHAa M aBTOTEKCT. XpaHEHHUE AJICMCHTOB.
Omnepanuu ¢ snemeHTamu aBToTekcta. [louck gparmMeHToB TekcTa. PaciimpeHHbI MOKCK.
[IpoBepka opdorpadun. Co3zmanue mNONB30BATEILCKUX clioBapei. [IpenBaputenbHBIM
MPOCMOTP JAOKYMEHTA.

®opmatupoBanue JokyMeHTa. OCHOBHBIE JTambl (OPMATUPOBAHUS JTOKYMEHTA.
dopmarupoBanue cuMBojioB. [lIpudroBoe BhiAeneHne tekcta. KomupoBanue dopmara.
®opmatupoBanue ab3auna. IlpaBuna ¢opmarupoBanus. OOpamieHHe U 3aroJHEHHE
TeKcTa. V3MeHeHme perucTtpa s BbAEIEHHOTo (parmenra TekcTa. Couckm s
oopmienus nepeuncienuii B rekcte. Criocoob! popMaTUPOBaHUS CIIHCKOB.

dopmatupoBaHue 10KyMeHTOB. Ctunu jokyMmeHTa. [Ipocmotp cnincka cruneit. Coznanue,
yhajieHue crTwied u3 cnucka. @DopMaTUpoOBaHME TEKCTOB Ta3eTHOIO  CTHJIS.
@®opmaTupoBaHHE TEKCTa IO KojoHKaM. [IpeoOpa3oBaHMe TEKCTa [JOKyMEHTa B

KoJIOHYaThii  (opmar ¢ ykazaHHoro Mecta. OCHOBHBIC CpeICTBA M IpaBHia
¢dopmarupoBanus. Hymepanus crpanmi.
Co3manne Ta0Omun. OcHOBHBIE »diieMeHTHI TaOmuubl. CriocoObl co3gaHusg  TaOJIHIL.

IIpeoOpasoBanue Ttekcra B Tabmuny. llepememenne no Tabauue. Omnepauuu ¢
aneMeHTaMu Tabiuubl. M3MeHnenue crpyktypbl Tabmuu. PopmaTUpoBaHUE TaOJUL,
COZIepKUMOT0 s4eek. Vcronap3oBanue cTuiel B Tabnumax.

CocraBnble 1oKyMeHTHI. Criennurka COCTaBHOTO JOKYMEHTa M CIOCOOBI €ro co3JaHusl.
Buenpennsie u cBsi3aHHble 00BeKThL. Co3/laHue, peAaKTUPOBAHUE, TPOCMOTP OOBEKTOB.

Pabota ¢ rpadukoii. BctaBka rpaduuecknx kiaumnoB. Mmmopt rpadudeckux 0ObEKTOB U3
¢aiinoB. Cozmanue rpadudecknx o0bekToB cpenctBamMu Word. OCHOBHBIC JCHCTBHS C
rpaguIecKuMHU 0ObEKTaMHU.
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9. Hmmopt u3o0paskeHu# B BUJIE 1eN0ro rpaduyeckoro ¢aiina, B BUIE YaCTH rpa@uuaeckoro
n3o0paxenus. PenakrupoBanue pucyHnkoB. [lanens «PucoBanme». Komanasr s paboTsl
c rpaduueckumu oOBekTaMu. OCHOBHBIE JIeHCTBUS ¢ TpaduueckuMu OOBEKTaMHU.
[TonoxxeHnue Ha cTpaHUIIE.

10. Pabora co cTuaaMu TEKCTa, CO3AaHHUC aBTOCOACPKAHUA. COS,Z[aHI/Ie U pEAaKTUPOBAHUC
KOJIOHTUTYJIOB, CITUCKOB, CHOCOK U HpHMC‘I&HHfI.

5.3. Iloka3aTe/in 1 KPUTEPHH OLICHUBAHUS TEKYLIUX U MPOMEKYTOYHBIX (DOPM
KOHTPOJIA

Pacuer TKY (TKVY — tek

5.3.1 Ouenka no BPC 3a 2 cemectp

Wil KOHTPOJIb YCTIEBAEMOCTH

Cymma Bcex Koa(p(UIIMEHTOB M0 TeKyLIeMy KOHTPOIIO ycneBaemocTu - 0,6.
MaKCHMaJbHOE KOJI-BO 0aJUIOB 3a ceMecTp mo ycTHoMY ompocy (YO) =100 x 0,2 =20
MaKCUMaJIbHOE KOJI-BO OayioB 3a cemectp 3a pedepart (P) =100 x 0,4 =40
MaKkcuMalbHast cymma 6amuioB 3a cemectp no TKY = 100 x 0,6=60
Pacuer [1A (ITA — npomMexyToOYHas aTTECTaIMs) 3a4eT C OIICHKOMN

Koadduuument no npomexxyTouHoit arrecramuu - 0,4
MakcumanbHOE KoJ-BO 6arioB 3a cemectp mo [TA = 100 x 0,4 =40

Onucanue cucmemol OUCHUBAHUA

Tabnuya 8
Onenounsle | Koadduimen | MakcumansHO Iokazaremum Kpurepun
cpeacTBa T BECa € KOJI-BO OLICHKHU OILICHKU
(HaMMEHOBaHHU | KOHTPOJIBHOM 0asuioB 3a
€ KOHTPOJIbHOMN TOYKH ceMecTp
TOYKH)
V CTHBIN ompoc | 0,2 20 KoppektHocts u 1 | Bce oTBeTHI OHBIE, pa3Be
OJIHOTa OTBETOB pHYTBIE, 000CHOBaHHbIC
Pedepar 0,4 40 ® aKTyaJIbHOCTb e HOBHU3HA IPOOJIEMbI
npoOJIeMbl U TEMBI | max
® TIOJTHOTA U ® CTCMeHb PacKPBITHS
riryOuHa CYITHOCTH TTPOOIEMBI
pacKpbITHA e 000CHOBaHHOCTb
OCHOBHBIX BBIOOpA UCTOYHHUKOB
IIOHSATHUH
e coOmoneHue
npoOJIeMbl N
TpeboBaHU K
¢ ywmeHune o(hopMIICHHIO.
pabotarts ¢
JIUTEpaTypoi,
CHCTEMATH3UPOBAT
bH
CTPYKTYypUPOBATh
Marepuan
IPaMOTHOCTD U
KyJIbTypa
H3JI0KEHHS
Bcero 0,6 60

16



3auyer c| 04 40 3ayeT HaleIeH Ha OO0yuaronuiicss 00HapY KU
OLIEHKOI KOMILUTEKCHYIO IIPO | BCECTOPOHHEE, CHCTEMATHY
BEPKY OCBOCHHSA I | €CKOE U ITyOOKOe 3HAHHE Y
CITUITINHEL, IPOBOJ | YeOHO-TIPOTPaMMHOTO MaTe
UTCSI B YCTHOMU (Oop | puaa, yCBOWJI B3aMMOCBSI3
Me ompoca. O0yda | b OCHOBHBIX ITOHATHI JTUCII
IOH_leMyCﬂ [laéTCH B HUIIJIMHBI B UX 3HAYCHUU OJI51
peMsl Ha TIOATOTOBK | mpuoOperaeMoii mpodeccu
y. OrnieHnBaeTCs B | U

aJIcHUE MaTepHalIo
M, €ro CHCTEMHOE
OCBOEHHE, CITOCOOH
OCTh IIPUMCHSATH H
Y)KHBIC 3HAHWS, HA
BBIKM ¥ YMEHHS 1P
U aHaJm3e mpooie
MHBIX CUTYallU{ U
pemeHI/m HpaKTI/Iq
€CKUX 3aJaHui.

Hrorosas 6aniabHas onenka no gucuumiude = Pesyastar TKY + PesyabTat [TA

5.4 lllkana oueHMBaHUs

OneHka pe3yibTaToOB MPOM3BOAUTCA HAa OCHOBE OaIbHO-PEUTHHIOBOM CHCTEMBI
(BPC). UcnonrzoBanue bPC ocymectBnsercs B coorBercTBuu ¢ [Ipukazom PAHXul'C Ne02-
2531 ot 12.12.2024 r "O6 ytBepxkaeHuu IlomoxeHus o enMHOW OaTbHO-PEHTHHTOBOM
CHUCTEME OIICHMBAHMsI YCIEBA€MOCTU CTYJIEHTOB AKAaJeMUU M €€ HCIOJIb30BAaHUU IpU
MOBEICHUU TEKYIIEH U MPOMEXXYTOUYHOM arTecTaruu’

Cxema pacdeToB AOBOAMTCA JIO CBEJEHUS CTYACHTOB Ha IEPBOM 3aHSATHH 110 JaHHOMN
JTUCIUIUINHE, SBIISETCS COCTaBHOW YacThi0 pabouell MporpamMmbl TUCHUIUIMHBI U COACPKHUT
MHPOPMALIMIO TIO0 M3YYCHHIO HCHUUIUIMHBL, YKa3aHHyio B [lomoxennmn o OayibHO-
PEHUTHUHTOBOM CHCTEME OIeHKH 3HaHuK oOyuaromuxcsi B PAHXul C.

B coorBercTBUM ¢ OaMIBHO-PEUTHMHIOBOM CHUCTEMOW MaKCHMalIbHO-PACUETHOE
KOJIMYECTBO 0aiioB 3a cemecTp coctaniseT 100, U3 HUX B paMKaX JUCIMUILTAHBI OTBOJUTCS:

60 GayJI0B — HA TEKYIINU KOHTPOJIb yCIIEBAEMOCTH;

40 6asI0B — Ha MPOMEKYTOUHYIO aTTECTAIUIO;

dDopmyia pacuyeTa HTOrOBOM 0AJILHON OLEHKHU M0 TUCIUILIHHE
Wrorosas 6amipHas oneHka o pucuurinae = Pesynsrar TKY + Pesynbrat [TA

B ciywae ecim CTyAeHT B TeueHHE ceMecTpa He HaOuWpaeT MUHHMMAaJIbHOE YHCIIO
0aytoB, HEOOXOAMMOE JUTSl CJaud TIPOMEKYTOYHOW aTTECTAIlMH, TO OH MOXET 3apaboTaTh
JIOTIOTHATEIIFHBIC OaJlTbl, OTPAb0TaB COOTBETCTBYIOIIUE Pa3/Ieibl JUCIHUILTAHBI, TIOTYYUB OT
MIPEIoIaBaTelsl KOMIICHCHPYIOIIUE 3a/IaHHsI.

B cnywae mnonydeHus Ha NPOMEKYTOYHOM aTTeCTallMd HEYAOBJIETBOPUTEIBHOW OLICHKHU
CTYJICHTY TPEIOCTABISCTCS TMPABO MOBTOPHON aTTECTAIlMd B CPOK, YCTAHOBJICHHBIA JJIsI
JTUKBHUJIAIUN  aKaJIEMUYCCKOM 3aJOJDKCHHOCTH II0 HTOTaM COOTBETCTBYIOIIEH CeCcCH.
CryneHt, HaOpaBIIUH B TEYEHUE CEMECTpa CyMMy OajlsIOB, IOCTATOYHYIO IS IMOTYYCHHS
orleHku '"3auTeHO" W '"ynoBieTBopuTenbHO" (55 0amioB) MOXET MOJY4YUTh OIIEHKY 0e3
MIPOXOKJICHHS TPOMEKYTOUHOM aTTecTaluu. B TakoM ciydae cTyJeHT 00s13aH BBIPa3uTh CBOE
corylache Ha TIOJyYeHHUE OICHKU 0e3 MPOXOXKICHHUS MPOMEKYTOUHOU arrectanuu. CTyIeHT
BIIPaBE OTO3BaTh CBOE COTJIACHE HA IMOJyYCHHE OICHKH 0€3 MPOXOXKICHHS MPOMEKYTOUHOM
arTecTanid He Oojiee OJHOrO pa3a W HE TO3[IHEee, 4YeM 3a OAWH JIeHb [0 Hadyaja
MPOMEKYTOYHOM aTTecTanuu. EcM CTyJIeHT XO4eT MOJMy4YHuTh OoJiee BBICOKYIO OLIEHKY, OH
JIOJDKEH TPOUTH MPOMEXKYTOUHYIO aTrTecTainuio. CTylIeHT HMMEEeT NpaBO BBIPA3UTh CBOE
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COTJIaCUC Ha IMOJYYCHUC OLCHKHU oe3 MPOXOKACHUA HpOMe)iCYTO‘{HOf/'I aTTeCTalluu U 0TO3BATh
COOTBCTCTBYIOIICC COIJIaCUC TOJBKO B IIE€PUO IMOCJIC ITOJTYUCHUA 0aJI0B 3a Bce KOHTPOJIbHBIC
TOYKH B paMKaxX TCKYUICTO KOHTPOJII YCIICBACMOCTH U HC IMO3JJHCC 1 (O,Z[HOTO) pa6oqero JHS
J0 JaThl Ha4aJia HpOMe)KYTO‘—IHOI\/'I aTTeCTaliuu 10 JUCHUIIIINHE.

Cucrema nepeBojia MTOroBoii 0AJVIbHOM OLIEHKU B TPAAMIMOHHYIO 1 OMHAPHYIO:

Tabauuya 8
Hrorosasi 6a/uibHasi onenka | TpaguuuoHHasi cuctemMa bunapnas cucrema
no bPC PAHXul'C
95-100 OtnuuHO
85-94 3a4TEHO
75-84 Xopor1iio
65-74
55-64 YI0BIETBOPUTENHHO
0-54 HeynosnerBoputensHO HE 3a4TEHO

6. MeTonnyecKue MaTePHAJIbI M0 OCBOEHHIO THCIMIIINHBI

YcTHBIH onpoc. ITOT BUA pabOTHI MPETyCMOTPEH HA CEMUHAPCKUX 3aHATUSAX U BKIIOYAET
B ce0s1 OTBETHI HAa BOMPOCHI U OTBETHI MpHU MpoBepke 3agaHuil. CTyIeHThl pacnpenessiioT B
rpyIIe BOMPOCHI U3 CIUCKA BOMPOCOB JUIS OOCY)KIEHHS B IUIaHE KaXJIOTO CEMHUHApPCKOTO
3aHaTUa. OTBET HAa BOMPOC JOKEH OBbITh KpPaTKUM, MO CYIIECTBY M, KaK IPaBUIIO, HE
IIPEBBILIAIOIIMM 3-X MHUHYT MOHOJIOTMUYECKON peun. ['OTOBUTBCS K YCTHOMY OIIpOCy IIO
[JIJaHAaM CEMHUHApOB CJEAYEeT MO CIHUCKY OCHOBHOW M JOMOJHHUTEIBHOM nuTeparypsl. OTBET
CTYJEHTAa IPU IPOBEPKE NUCbMEHHOTO TOMAILIHETO 33aJaHuUs U3 MJJaHA CEMUHAPCKOTO 3aHATUS
SBJISIETCS.  PA3HOBHJIHOCTBIO YCTHOro ompoca. Ha cemMuHapcKkmx 3aHATUSAX TaKke
IPEIYyCMOTPEHBI JOTOJIHUTENbHBIE, KpOME JOMAIIHEH paldoThl, 3a/aHus, coOece0BaHUE 110
JIOTIOJIHUTEIBHBIM BONPOCAM M JOIOJHUTENIBHBIM 33JaHUSIM HAa CEMHUHAPCKUX 3aHATHIX
paccMaTpuBaEeTCs KaK yCTHBIN OIpOC.

CamocrosiTenbHas BHeayAUTOpHAs paboTa Mo JUCHHUIUIMHE MPEeTyCMaTPUBALT:
1) pa3paboTka mpoekTa (MakeT ra3eTbl/’)KypHajla) B TBOPYECKOH TPYIIIE C IMOCISAYIOIIEH
yONIUYHON 3aIIUTON MPE3EHTALNH IPOEKTA.

3amuTa npoekToB. CTyAEHTHI pacIpeessIFOTCs Ha TBOPUYECKUE TPYIIIBI 110 5 YEIOBEK U
CaMOCTOSITENIbHO TOTOBSIT MPOEKT MEPUOANUECKOT0 U3AAHUS IO CAMOCTOSITENIbHO BHIOPAHHOM
tematuke. [lo MaTtepuanam 3Toif pabOThl CTYAEHTHI TOTOBAT MPE3EHTAIUIO-OTYET, C KOTOPOH
BBICTYTAIOT HA MyOJWYHOW 3aIlUTe MPOEKTa HAa CeMHUHAPCKuX 3aHATHsAX Ne 3-4. PermameHt
JUISL 3alUTHl NPOEKTa — 15 MHUHYT. YYaCTHUKM NPOEKTHOW TPYMIIBI MOJYy4YalroT OJUHAKOBOE
KOJIMYECTBO OaJIOB 3a 3aIIUTY MPE3eHTALUU-TIPOEKTA.

Bonpocul ona camonposepku:

Tema 1. Cospemennnlii nepconanvhulit Komnvromep. Cocmag u Ha3HaueHue OCHOBHBIX
ycmpoiicme. Texnuka 6e3onachocmu npu padome ¢ KOMRbIONEPOM.

I. [lepBoHavyaibHOE 3HAKOMCTBO C KOMITBIOTEPOM.
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2. M3yueHne KOMIOHEHTOB KOMITBIOTEPA.

3. Onepannonnas cucrema Windows. 3HaKOMCTBO ¢ UHTEp(eiicoM.

Tema 2. Ilpozpammnoe obecneuenue komnovromepa. Onepayuonnvie cucmemol. Hx
naznauenue. Daiinosas cmpykmypa.

1. 3aryck M 3aBepieHue padoThl MpuioxkeHuid. Pabora ¢ okHamu.

2. CrangaptHbie mporpaMMbl Windows: TeKCTOBBIN penakTop biokHoT, rpaduueckuii
penakrop Paint, Kanekynsarop.

3. Coznanue u coxpanenue (haiios.

4. PaboTa co cripaBo4HOM CUCTEMOI U MEHIO ITPOrpamMM.

5. ®dopma OTUETHOCTH: PE3yJIbTAT CAMOCTOSITEILHOU pabOThI IPOBEPSIETCS HA 3a4eTe.

OueHnBaeTCs CKOPOCTh NeyaTaHus U 0e301MuO0YHOCTh Habopa.

Tema 3. @ynkuuu u 603moxcHocmu onepayuonnou cucmemwvt Windows. Ocnoenoie
nonamusn. Ctannaptaslie nporpaMmMmbel Windows. CrpaBounas cuctema Windows. [Tonck
(aitioB U marnok.

1. [Tporpamma ITpoBoauuk. 3amyck. Pabora ¢ nepeBom mamok.

2. Coznanne HOBBIX Manok. Konvposanue, nepeuMeHOBaHNE, IEPEMEIICHUE, YIATICHUE
¢aiinoB u namnox.

3. CgoiictBa daiina. Pabota ¢ rpynmoii daitios. PaboTa ¢ cereBsiMu mankamu. Pabora ¢

BHEITHUMH HOCUTEISIMU UH(POPMAIUH.
Tema 4. Cnenoit 0Oecamunanvuesslii Memoo neuamu Ha KOMnvlomepe

1. HcTopust MallMHONMUCH.

2. [IpaBuna pa®oTel Ha KJIaBHaType OYKBEHHOTO U IudpoBoro Habopa. Cienoit
JECSITUNAIBLEBBIM METOI U UICTOPHSI €0 CO3AHMS.

3. Pacnonoxxenne knasum. [lo3umum npaBoi U 1€BOM PYyK.

4. Pacnipenienenne KiaBuIl MeXIy MalblaMH.

5. BapuaHTBI K1aBHaTypHBIX TPEHAKEPOB.

Tema 5. /lenonpouszeoocmeo. Texcmoegwiit npoyeccop Word.

1. OO6mwme mpaBwiia 0OPMIICHUS PA3IMYHBIX HAOOPHBIX PA0OT U CITYKEOHBIX
nokymeHToB. [IpaBuna opopmienust BKP u kypcoBbIx.

2. Co3pganue U peJakTUPOBaHUE IOKYMEHTA.

3. PaboTa ¢ cymiecTByOIIUM JOKYMEHTOM.

4. Wnrepdeiic Microsoft Office Word 2010. JlenTa, BKinaaku, rpynmsl, 3Hauku. [lanens

obicTporo noctyna. Hactpoiika mapamerpoB nmporpammsl. HacTpoiika untepdeiica paboyero
OKHa.

5. CtpykTypa 1okyMeHTa. BBOJ TekcTa. Y cTaHOBKA BbIpaBHUBAHMS, OTCTYIIOB U
UHTEepBaJIoB B a03amax. Pabota ¢ pparmentamu tekcta. [louck u 3amMmeHa pparMeHTOB TEKCTa.
Pacmmpennsiii nouck. KonupoBaHue, nepeMenieHue 1 yaajaeHue GparMeHTOB TEKCTa.
[TpoBepka opdorpadun. ABrozamena, Ha3HaUCHHE CIMICKa aBTo3aMeH. [IpeaBapuTenbHbIi
IPOCMOTP AOKYMEHTA.

6. BcraBka HOMepoOB CTpaHuIL, JaThl CO3/1aHNs JOKyMEHTa. BcTaBka pa3pbIBOB
CTPaHUIBI.
7. DnemeHTHl popmaToB JoKyMeHTa. DopmaTupoBaHue TEKCTa HA YPOBHE CUMBOJIOB.

dopmaTrpoBaHUe TEKCTa Ha ypoBHe ad3aneB. dopmaTupoBaHue no oopasiy. Ctuinu.
Pabora co ctunsimu nokymenta. [Ipocmotp crincka ctuneit. dopmatupoBaHue CTPaHUIIBI.
8. OOpamiieHue U 3amnoHeHUe TekcTa. Vi3aMeHeHne peructpa i u300pakeHust OyKB.
Crnucok. Tumnel ciuckoB. @opmaTrpoBaHue cuckoB. Mcnonp3oBanue Ta0yisaTopoB.
Kononku. [TapameTpsl cTpanuibl. 3aaHue MapaMeTpoB CTPAHUIIBL.

9. KonoHTUTY I, CHOCKM U TPUMEUYaHUs: Ha3HAYEeHUE, BUbI, CIIOCOObI CO3JaHUsl.
Co3znanue npezeHTanun

Tema 6. Penaxrop npesentauunii Power Point

I. 3amyck Microsoft Power Point

2. Br16op criocoba cozmanus npe3eHTaum
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3. Co3znanue npeseHTanuu ¢ nomouso Macrepa ABToconepKaHus.

4. PenaktupoBanue TekcTa mpe3eHTaluu

5. Pexxumbl mpocMoTpa

Pabota c nmpe3zenTarueit

6. Co3anue npe3eHTauy ¢ HOMOIIBIO 1abIoHa opopMIIeHUs
7. BBox TekcTa B ciaiin

8. Co3manue cnaiga

9. BcraBka cnaiijoB U3 Apyrux Mpe3eHTanum

10. Peopranuzanus cnaiioB B Ipe3eHTalun

11. BBox 3aMeToOK K cnaiiam

12. Co3nanue nanku AJis COXpaHeHUs! MPe3eHTaluu

BcraBka nndopmainm B mpe3eHTAIHIO

13. HN3menenne Makera ciaiga

14. BcraBka kinna

15. N3menenue pa3sMepoB pUCyHKa

16. N3meneHne 1BeTOB pUCyHKa

17. BcraBka u popmatupoBanme TaOIUIIBI

18. Bcragka tabnuisl Microsoft Word

19.  BcraBka quarpamMmel Microsoft Excel

20. BcraBka u popmarupoBanue quarpammsl Microsoft Graph
21. BcraBka u MoauduKaims opraHu3auoOHHON JrarpaMMbl
22. BceraBka u Mogudukams aparpaMMbl

23.  BcraBka pucyHka

HQOMC)KYTO‘{HQJI ATTECTAIINA B CUCTEME EOT KOHCYJ'ILTaLH/ISI K 3a4CTy npoﬁ,ueT B BHUIC

oHnaiiH-BcTpeun B mnpwiokeHnun Office 365 «Teamsy». I[lpunokenue pekoMeHIyeTcs
YCTQHOBUTH JIOKaJbHO. CTYJIEHT MOJKEH BOWTH B CHUCTEMY C MOMOIIBIO YYETHOW 3alucu
Office 365 PAHXul'C, uro6s! o6ecnieunts 6a30BYI0 MPOBEPKH JTUUHOCTH.

3ayer OyneT MpOXOAUTh B (OpME YCTHOTO OMpOca MO CIUCKY BOIPOCOB JJIS 3a4eTa U
BBITTOJIHEHHSI OJTHOTO MTPAKTHYECKOTO 3aaHUSI.

Jns obecriedeHuss BUACO- W ayJHO CBSI3M HA MEPONPHUATHU CTYICHT JOJDKEH HUMETh
KaMepy ¥ MHKpPO(OH, TOAKIIOYEHHBIE K €T0 TMEePCOHAIBHOMY KOMITBIOTEPY, TUIAHIIET WA
cMapTQOH.

OTcyTcTBHE Yy CTy/AGHTAa TEXHHYECKHX BO3MOXKHOCTEH paccMaTpuBaeTcs Kak
yBakuTeNnbHas npuuuHa. [Ipy 3TOM CpoKu mpoBeseHUs 3aueTa MOTYT ObITh MEPEHECEHbI 10
3asgBJICHUIO CTYJ€HTa Ha MMs JeKaHa (akyyibTeTa Ha NEpUOJ MOCJe OKOHYAHMS peKrMa
MOBBIIIEHHON TOTOBHOCTH.

3a 10-15 MMHYT 10 yKa3aHHOTO BPEMEHM Hayajaa MEPONPHITHS CTYIEHT JIOJKEH BBINTH
Ha cBs3b. EMy HE0OX0IMMO MPUTOTOBUTH MACIIOPT JUIS UACHTU(DUKAIIUH JTUYHOCTH.

B Xome mOArOTOBKM OTBETa CTYAEHT JMAOJDKEH BKIIOYATH CBOM MHKPO(QOHBI H
BUjIcOKaMepbl. Bujeokamepy HEOOXOJMMO HANpaBUTh TakK, YTOOBI OBUIM XOPOILO BHIHBI
JMLO U pyKHU cTyAeHTa. CTyIeHT JOJDKEH ClIeI0BaTh PEKOMEHAALUAM PENoaaBaTesl.

B cnyuae ecnu fedCTBHSL CTyJEHTa HE JAlOT BO3MOXKHOCTH IPENOAABATEINIO
KOHTPOJHMPOBATh IpoIecC JOOPOCOBECTHOTO BBINOJHEHHUS CTYIEHTOM 3aJlaHuil Iocie
MOJyYeHUsl 3aJlaHus JJIs 3a4eTa, MperojiaBaTeslb MMEET IPaBO BBICTABUTHh OIICHKY «HE
3a4TEHOM.

B cnydae c6oeB B paboTe 000pyJOBaHUS WM KaHajla CBS3M Ha MPOTsHKeHHU Oosee 15
MHUHYT CO CTOPOHBI IIperoJaBaTeist JM00 CO CTOPOHBI CTY/I€HTA, [IPENO01aBaTellb OCTaBIISET 3a
co00 MpaBo MEPEHECTH MPOBEICHUE UCIIBITAHUS HA JIPYTOM JIeHb.

[ToaMuBHBIA CITMCOK TOATPYII ISl ATTECTAllMU OTJIANIAETCsl TIOCIe KOHCYIbTAIUU K
3a4ery.
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7. YueOHas auTeparypa u pecypcbl HHPOPMAIMOHHO-TEJIeKOMMYHHKAIIMOHHOH CeTH
HNurepuer

7.1. Ocnosenasn numepamypa
1. BonikoBa M.B. MH(popmaTHKa 1si TyMaHUTApHEB: YI€OHUK U PAKTUKYM IS
akameMuueckoro OakaimaBpuara. — MI'Y. — Dnektpon. naH. — M.: KOpaiit, 2016.
(http://idp.nwipa.ru:2048/login?url=http://www.biblio-online.ru/book/170F1E70-CC31-
47C1-B77C-393F07613B2D)

7.2. /lononnumenvuas numepamypa

1. Anemun, Jleonnn Mnpuu. KomnbroTepHsiil Buneomontax / JI. M. Anemun. - M. :
®OPVYM, 2016. - 175 c.

2. 3natonoabckuii, JMutpuit Muxaiinosud. 1700 3axanuii mo Microsoft Excel. — CI16.: BXB-
[TetepOypr, 2016. (http://idp.nwipa.ru:2048/login?url=http://ibooks.ru/reading.php?
productid=18395)

3. JInoiin, Men. Cosnaii cBoit BeG-caiit ¢ momomsio HTML u CSS. — CIT6.: [Tutep, 2013.
(http://idp.nwipa.ru:2048/login?url=http://ibooks.ru/reading.php?productid=338618)

4. Makaposa H.B. IIpaktukym o uapopmatike [ DIeKTpOHHBINA pecypc]: yued. mocodue s
By30B. — CIIG.: ITutep, 2012.

5. Crenanos, AHatonuit Hukonaesuu. MHdopmatuka: 0a30BbIil Kypc AJIsl CTYJCHTOB
ryMaHHUTap. CIEeUaIbHOCTEH BBICII. y4eO. 3aBe/ileHui: [ 0akaaaBpoB U CIELUAINUCTOB]. —
CII6.: ITurep, 2015. (http://idp.nwipa.ru:2048/login?url=http://ibooks.ru/reading.php?
productid=344869)

6.Po6con, Dmu3adet. M3ywaem HTML, XHTML u CSS, 2-e uza. — CII6.: [Tutep, 2014.
http://idp.nwipa.ru:2048/login?url=http://ibooks.ru/reading.php?productid=342692

7.3. Hopmamuenuie npagogvle 00KymMeHmul U UHAA NPABOCAA UHPOPMAUUS

HpI/I HU3YUYCHUHN JUCHUIIIMHBI HOPMATUBHO-IIPABOBBIC JOKYMCHTLI HC UCITIOJIB3YHOTCA

7.4. Humepuem-pecypcol

Bo3MOXHO uCIonb30BaHue, KPOME BBILLIEIIEPEUNCICHHBIX PECYPCOB, U APYTUX JIEKTPOHHBIX
pecypcoB cetn MHTepHeT.

DneKkTpoHHAast BEPCHUsST POCCUIMCKOTO XypHana « Kypramct» http://www.journalist-virt.ru/
bubnmnorexka IlenTpa »skcrpemanbHO kypHamucTuku Coroza KypHanuctoB Poccun
http://www.library.cjes.ru/

bubnuoreka xxypHanucta http://journalism.narod.ru/index.html

bubnuoreka HEO(PUIMATILHOTO canTa ¢bakynbreTa KYPHAITMCTUKHU MI'y
http://www.journ.ru/library/
JIo30BcKmit b.H. Kypnanucruka: KpaTKui CJI0Bapb

http://www.eunnet.net/win/metod materials/jdictionary/

Caiit pakynbrera xxypHanuctuku bI'Y http:/www.zhurfak.edu.by/

MenuaCrpyrt http:/www.mediasprut.ru/

Bcemupnas rasetnas acconmarus http:/www.wan-press.ru/)

[Topran  Hayunbsix  uccnefoBanuit CMUW  daxynbrera  xypHamuctukn  MI'Y
http://www.mediascope.ru/

10. UucTHTyT pa3BuTHs Nipeccsl http://www.pdi.ru/
11. Uucruryt [loitaTepa http://poynter.ru/

7.5. Huwvte ucmounuxku
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C31Y pacnonaraer JOCTYIOM 4epe3 callT HayyHOW OmOnmoreku http:/nwapa.spb.ru/
K CJIC/TFOIUM MOMUACHBIM JJICKTPOHHBIM pECypcam:

1. Pycckoazviunvie pecypcot

2. OnexkmpomnHvle yueOHUKU IEKTPOHHO - 6ubnuoreyHoi cuctemsl (ObC) «Aidyke»

3. Onexmponnvie yuebHuxu MEKTPOHHO — OubnroTeunoi cucreMsl (OBC) «Jlanby

4. Hayuno-npaxmuueckue cmamvu no uuancam u menedxcmenmy W3parenbckoro
noma «budanorexa I'pebeHHUKOBAY

5. Cmamvu uz nepuoouueckux uz0anuii no 0OWECMBEHHBIM U 2YMAHUMAPHBLIM HAYKAM
«HcT - Bbro»

6. DOHnyuknoneouu, crosapu, cnpagounuxu «Pyopukon»

7. Ilonnvle mexcmul Ouccepmayuti u asmopedepamos IaeKTpoHHas budamorexa
duccepranmii PI'b

8. Anznoazviunvie pecypcol

9. EBSCO Publishing - docmyn k myremuoucyuniunapuvim noiHomexcmosvim 6asam
OGHHBIX PA3IUYHBIX MUPOBLIX U30AMENbCME NO OUu3Hecy, IKOHOMUKe, (uHaHcam,
Oyxeanmepckomy yuemy, 2yMAHUMAPHbIM U eCMeCcmEeHHbIM 001acmam 3HAHUL,
pegepamam u NOIHLIM MeEKCMAaMm NYOIUKAYULI U3 HAYYHBIX U HAYYHO-NONYJIAPHLIX
JHCYPHANO8.

10. Emerald- kpynuetiwee mupogoe  uzdamenbcmeo,  Cheyuaiusupyroweecs Ha
NEKMPOHHBIX IHCYPHANAX U 0A3aX OAHHBIX NO IKOHOMUKE U MeHeOdcMeHmy. Hmeem
cmamyc — OCHOBHO20 — UCMOYHUKA — NpOgeccuoHanvHou  umgopmayuu 074
npenooagsamereil, uccieoogameieli U CNeyuaIucmos 8 001aAcmu MeHeoHCMeHma.

8. MaTepuanbHo-TexHn4Yeckasi 6aza, HHGOPMAUMOHHbIE TEXHOJIOTHH, TPOTrPAMMHOE
o0ecrieyeHue 1 HUHGOPMALMOHHbIE CIIPABOYHbIE CUCTEMbI

Kypc BkIto4aeT ucnonszoBanue nporpaMmuoro odecneuenust Microsoft Excel,
Microsoft Word, Microsoft Power Point, Adobe Indesign, Adobe Photoshop myist moaroroBku
TEKCTOBOTO M TAOJIMYHOTO MaTepuana, rpamuecKux WITIOCTPAllUid, MAaKETOB BEPCTKHU U T.]I.

MeTtoapl 00ydeHus MpeanoaraloT UCIoIb30BaHHE HH()OPMALIMOHHBIX TEXHOJIOTHI
(KOMITBIOTEpHOE TeCTUPOBAHUE, IEMOHCTPAIUS MYIbTHMEIUHHBIX MATEPUAIIOB).

3aneiictBoBaHbl IHTEpHET-CEPBUCHI M SJIEKTPOHHBIE PECYPCHI (TTIOUCKOBBIE CUCTEMBI,
AIIEKTPOHHASI 1T0YTa, TPOPECCUOHATFHBIE TEMATHYECKUE YaThl ¥ (POPYMBI, CHCTEMBI ayTHO U
BUJICO KOH(DEpEeHIIH, OHJIalH SHIUKIIONEINH, CIIPABOYHHUKH, OMOINOTEKH, SJIEKTPOHHbBIE
y4eOHBIC U y4eOHO-METOUIECKIE MaTEPHAIIBI).

KomnbrorepHsie 1 ”HGOPMAITMOHHO-KOMMYHHKATUBHBIE CPEICTBA.
TexHuuyeckue cpeacrBa 00y4eHmsl.

Taonuua 9
No HaumenoBanme
n/m
1. Crenuanu3upoBaHHbIe 3albl ISl MPOBEISHUS JIEKIUH, O0OOPYJOBaHHBIE

MYJIBTI/IMC,I[I/II;’IHOI;'I TeXHHKOﬁ, HOSBOHHIOHleﬁ JAEMOHCTpUPOBATh IMPE3CHTAIMU U
IMpOoCMAaTpUBaTb KWHO U BUJACO MATCPHAJIbI.

2. Crennanu3upoBaHHasi MeOelb W OpPrCpefcTBa: ayJIUTOPUU U KOMIBIOTEPHBIE
KJIACCHI, 000pYAOBaHHBIE MMOCATOYHBIMU MECTAMU
3. TexHuueckue cpencrsa ooydenus: [lepcoHabHbIe KOMIBIOTEPHI; KOMIBIOTEPHBIE

MIPOEKTOPHI; 3BYKOBBIE JMHAMHKH; TIPOTPAaMMHBIC CPEICTBA, 00CCIIEYNBAIONTUE TIPOCMOTP
BusieodainoB B hopmarax AVI, MPEG-4, DivX, RMVB, WMV.

4. Kommbrotep, ynosnerBopsrommii TpedoBanusm [10, T1O: dboTopenakTopsi, BeO-

22



http://nwapa.spb.ru/%20

| pPEIAKTOPhI, AU3ANH-TPOTPAMMBI

23



	ПКc-3
	3.1 Учебно-тематический план
	Современный персональный компьютер. Состав и назначение основных устройств. Техника безопасности при работе с компьютером.
	Делопроизводство.Текстовый процессор Word.
	Редактор презентаций Power Point. Работа в программах Adobe Indesign, Scribus
	Консультация
	Текстовый процессор Word.
	Обрамление и заполнение текста. Изменение регистра для изображения букв. Список. Типы списков. Форматирование списков. Использование табуляторов. Колонки. Параметры страницы. Задание параметров страницы.
	Алгоритм выбора шаблонов. Параметры страницы и стили. Оформление титульного листа. Нумерация страниц. Шрифтовые выделения в тексте: заголовки, подзаголовки, сноски, переносы. Колонтитулы, сноски и примечания: назначение, виды, способы создания.
	Текстовый процессор Word.
	Обрамление и заполнение текста. Изменение регистра для изображения букв. Список. Типы списков. Форматирование списков. Использование табуляторов. Колонки. Параметры страницы. Задание параметров страницы.
	Алгоритм выбора шаблонов. Параметры страницы и стили. Оформление титульного листа. Нумерация страниц. Шрифтовые выделения в тексте: заголовки, подзаголовки, сноски, переносы. Колонтитулы, сноски и примечания: назначение, виды, способы создания.
	1. Современный персональный компьютер. Состав и назначение основных устройств. Техника безопасности при работе с компьютером.
	5. Делопроизводство.Текстовый процессор Word.
	6. Редактор презентаций Power Point. Работа в программах Adobe Indesign, Scribus

	6. Методические материалы по освоению дисциплины
	7. Учебная литература и ресурсы информационно-телекоммуникационной сети Интернет
	7.3. Нормативные правовые документы и иная правовая информация

