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1. Ilepevens MIaHUPYEMBIX Pe3yJIbTATOB 00y4eHHUs 10 JMCHUILIMHE (MOY110),
COOTHECEHHBIX C IVIAHUPYEMBbIMH pPe3y/JbTATAMH OCBOEHHS 00pa30BaTe/ILHOM

NpOrpaMmbl

1.1.  JQucumruimHa

b1.B./IB.04.02

((KOMHLIOTCpHOG PECAAKTUPOBAHUCH

obecrieunBaeT OBIIAJICHUE CIICTYIONUMA KOMITETCHITHSIMU:
KoMmnerennun, ¢opMupoBaHHE KOTOPHIX 3aBEpIIAETCS B TEUEHUE W3YYCHUS JTaHHOU

JOUCIHUIIIUHBL:
Taonuua 1
Koo Haumenosanue komnemenyuu  |Koo Haumenosanue KOMNOHEHMA KOMAEeMeHYuu
KoMnemenyuu KoMnoOHeHma
Komnemenyuu
T1Kc-3 CriocobeH ocymectBiAThIIKc-3.1 CnocobHOCTb NPUBOAUTD KYPHANUCTCKUIA
PEOAKTOPCKYIO JACSATEIBHOCTh C TEKCT U (MAK) NPOAYKT pa3HbIX BUAOB B
MCII0JIb30BAHHEM COOTBETCTBME C A3bIKOBbIMW HOPMaMU
MpoheCCHOHATBHBIX
KOMITBIOTEPHBIX [TPOTrPaMM
1.2. B pesynprare OCBOGHMS NHUCHMIUIMHBI Yy CTYIEHTOB JIOJDKHBI  OBITh
c(OPMHPOBAHBI:
Taonuua 2
OT®/ mpyoossie u (Koo Peszyromamor 00yuenus
npogheccuonanvivie KOMNOHEHMA
Oeticmeust Komnemenyuu
e Pabora Hag[1Kc-3.1 Ha ypoBHe 3HaHMIA:
COJZICPYKAHUEM ®  MPHHIMKIBI PSAAKTHPOBaHUs MaTepranos it CMU
nyomukanuit CMU Ha ypoBHe ymMeHuit:

Opranm3anus  pabOTHI
nonpasnenenuss CMU

HCKATh U BBIOMPATh aTbTePHATUBHBIC HCTOYHUKH HHPOPMAIIUH,
OCYIIIECTBILITh €€ TIPOBEPKY

Ha ypoBHE HaBBIKOB:
penaKTopcKoi paboThI;
TEXHUYECKUMHU

paboThl ¢
JIESATENLHOCTH

CPENCTBAMU  KYPHAIUCTCKOU

2. O0BbeM u MecTO IMCUMILIMHBI B cTpyKType OII BO

O0beM IUCHHILIUHBI.
AKaIEMUYECKUX YACOB.

JucniunnmHa — pealn3yeTcs
texHonorui (nanee — JIOT).

C

OOmast TpyJAOEeMKOCTh Kypca — 3 3a4eTHBIX CIUHMII,

MPUMCHCHUEM JAUCTaHIIMOHHBIX

108

00pa3oBaTeIbHBIX

Tabauua 3

Bun paboTst

TpynoeMKocTb
(B akaj.gacax)




OO0mas Tpy10eMKOCTh 108

KonTakTHass pa6oTa c mpenogaBaTejiemM 36

2 KOHCYJIbTALHUS
Jlexuun 16
[IpakTHyeckue 3aHATH 20

JlabopaTopHbIe 3aHATHS -

IIpakTuyeckas NoAroToBKa -

CamocTosiTesbHast padoTa 72

KonTpons

DopMbI TEKYILET0 KOHTPOJIS YcTHBII onpoc, pedepat
Buj npomeKyTOYHOr0 KOHTPOJIA 3a4er ¢ OUEHKOI

Mecto aucuumiauebl. Yuebnas nucruruimHa (b1.B.JIB.04.02) «KommnbrorepHoe
pEelaKTHpOBaHUE»  OTHOCUTCA K  0Os3aTeNbHBIM  JAMCHUIUIMHAM  0a30BOH  4acTH
npo¢eCCUOHATBHOTO IMKJIA MOAroToBKH OakamaBpoB 42.03.02 «Kypuanuctuka». [lanHas
JIACIIUIUIMHA PEaTu3yeTcsl BO 2 CEMECTpE.

JlMcuuIuinHa 3aKiaJblBaeT TEOPETHUYECKUH M METOAOJIOTMYECKMHA (yHAaMEeHT st
OBJNIAJICHUS TNPOPEeCcCHOHANbHBIMA JuciuIuimHamMu: “Texamka u TtexHosoruss CMU”,
“IlpodeccuonanbHas  3THKa OKypHanmucra’, “OKoHOMHKa M  MeHemkment CMUN”,
“Conpnonorus XypHaaucTUkn , “IIcMxoyorus »xypHanuCTUKA U Ap.

3HaHUA, YMEHMSI U HAaBBIKH, IOJyUYeHHBIE B Kypce « KOMIIBIOTEpHOE pelakTUpOBaHUEY,
UCIOJIB3YIOTCS CTYJIEHTAMH TPHU BBIMOJIHEHUU BBIMYCKHBIX KBaIU(HUKAIIMOHHBIX PadOT U B
JaNbHEUIeH MpakTUIecKoi padoTe.

JlocTyn K cucTeMe NUCTAaHIMOHHBIX 00pa30BaTENbHBIX TEXHOJOTUN OCYIIECTBIISETCS
KaXIbIM  OOy4arollUMCSl CaMOCTOATENBHO C  JI0OOro  yCTpOHWCTBA Ha  MoOpTale:
https://Ims.ranepa.ru/. [laponb U JIOTMH K TUYHOMY KaOMHETY / MpOGUII0 MPEeJoCTaBIsSETCs
CTYJCHTY B J€KaHaTe.

Bce ¢opMmbl Tekymiero KOHTpPOJS, NPOBOJAWMBIE B CHUCTEME JMCTAaHIMOHHOIO
o0y4yeHUs, OLEHHBAIOTCA B CHCTEME TUCTAHIMOHHOrO oOy4yeHus. JlocTym K BHIEO H
MaTepuasgam JEKIUN MpeaocTaBiIseTcsl B TeUeHHe Bcero ceMectpa. JocTyn K KaxaomMy BUIY
palboT M KOJIMYECTBO MOMBITOK HAa BBHINOJIHEHUE 3a/1aHUS MPEIOCTABISIETCS Ha OTPaHUYEHHOE
BpEMS COIJIaCHO pErJIaMeHTy IUCHUIUIMHBI, omyOnukoBanHoMy B CJ1O. IlpemonaBatenb
OLICHMBAET BBINIOJHEHHBIE OOydJarommmcs paboTsl He mo3aHee 10 paboumx aHed mocie
OKOHYaHMSI CPOKA BBITMOJIHEHUS.

3. ConeprkaHue M CTPYKTYpPa JUCUMILIIMHBI

3.1 Yueono-memamuueckuii nnan

Taonuuya 4
Obvem ducyunaunsl (MOOYas), Hac. Dopua
Koumaxmnas paboma
meKywezo
obyuarowuxcs ¢

KOHMpOs
Ne n/n Haumenosanue mem npenooagamenem -
Bcezo . CP | ycnesaemocmu ,
1o 8U0aM y4eOHbIX 3aHAMUL DOMENCVIMOUHD
s APy 113/ KCP Lf ammegma uu

Jior | qor | qor %

Ounasn hopma odyuenusn
Tema 1 CoBpeMeHHEH 18 4 4 10 YO
MIePCOHAIBHBIA KOMIIBIOTED.




Obvem ducyunaunsl (MOOYas), Hac. Dopua
Koumaxmnas paboma
meKywezo
obyuarowuxcs ¢
KOHMpOos
Ne n/n Haumenosanue mem npenooagamenem -
Bcezo . CP | ycnesaemocmu ,
1o 8UOaM Y4eOHbIX 3aHAMUL DOMENCVIOUHD
I/ AP/ | 113/ KCP If ammeg/ma uu
Jjior | qor | qor %
Ounasn hopma odyuenusn
CocTaB 1 Ha3HaYCHUE
OCHOBHBIX YCTPOICTB.
TexHuka 0€30ITaCHOCTH MIPH
paboTe ¢ KOMIBIOTEPOM.
Tena OmneparioHHbIE CUCTEMEL.
5 Hx na3znauenue. daitnopas 18 4 4 12 YO, P
' CTPYKTypa
OYHKIUU 1 BO3SMOXKHOCTH
OTIePaIlMOHHON CHCTEMBI
Windows. OcHOBHBbIE
Tema HOHSTHSL. CTaH%IapTHBIe 18 12 VO, P
3. nporpammbl Windows.
CripaBo4Has crcTeMa
Windows. ITouck ¢aiinoB u
TIaTIOK
Crernoit iecATHIABIIECBBII
Tema
4 METOJI TIeYaTH Ha 18 4 12 VO, P
' KOMIIBIOTEPE
JHenonpousoactso.TekcToB
5T ema bIif iporieccop Word. 18 4 4 12 VO, P
6T ema [IpenneuyaTHast mOAroTOBKA 18 4 4 12 YO, P
KOHTPOJIh
2% 3ader ¢ oIeHKoMI
IIpomexxyTodHas aTTecTaIus
108/8 | 16/1 20/1 70/5
Bcero (akajgem.uac./acTpoHoM.4ac.): ) ) 5 4

2*- KoHCybTaIKs BXOIUT B OOIIHIA 00heM KOHTAKTHBIX YACOB TUCITUTUIMHBI
YO — ycTHBIN onpoc

P — pedepar

3.2 Cooepicanue oucyuniunl

Tema 1. Coepemelmblﬁ nepCOHaJleblﬁ Komnbslomep. Cocmae u naznauenue 0CHOGHLHIX
ycmpoﬁcme. Texnuka 6e3onacnocmu npu pa60me C KOmnosromepom.

CoctaB M Ha3HayeHHE OCHOBHBIX ycTpoilcTB. TexHuka Oe3zomacHOCTH mpu pabore ¢
KOMITbIOTEpOM. [lepBOHaUaNEHOE 3HAKOMCTBO C KOMIIBIOTEPOM.

W3yueHnne KOMIOHEHTOB KomiibioTepa. OmepaunnonHas cucrema Windows. 3HaKOMCTBO C
unrepdericom. Ilporpammuoe obecrniedeHne kommbloTepa. OmnepanuoHHBIE CUCTEMBI. MX
HazHauenue. DaioBas cTpykTypa. 3amyck U 3aBeplueHue padoThl HpuiiokeHuil. Pabota c
okHamu. CosnmaHue W coxpaHeHue ¢ainoB. Pabota co cmpaBOYHONW CHUCTEMON M MEHIO
nporpamMm. CBoiictBa (aitna. Paborta ¢ rpymmoii daitnoB. PaboTta ¢ ceTeBbIMH THamKamu.
PaGora ¢ BHEIIHUMU HOCUTEISIMHU HHPOPMAITHH.



Tema 2. Ilpozpammmuoe obecneuenue komnovromepa. Onepayuonnsvie cucmemut. Hx
nasnauenue. Dailnosas cmpykmypa

Uctopust mammuonucu. [IpaBuna paboTsl Ha KilaBuaType OyKBEHHOTO U IU(PPOBOTro Habopa.
Crnemnoil gecsTUNANBIEBBIA METOJA M MCTOPUS €ro co3AaHus. PacrosiokeHue KIIaBHIIL.
[To3uuuu npaBoil u neBod pyk. PacmpeneneHue KiIaBuIl MEXIy MaibllaMud. BapuaHTbl
KJIaBHATYPHBIX TpeHakepoB. OMUCaHNe CUMBOJIOB U «TOPSIYMX KIIABUIID».

N3yueHne KOMIIBIOTEPHOU KIIaBUATYPHI.

Kupunnuya

OcHosHo#t (BTOpoit) psaa ©BIBATI-POJIIKD.

Bepxnuii (Tperuit) pag UITYKE-HITHI3Xb.

Huxnwuit (mepssiit) paag AYCMU-THBIO.

YerBepThlii psiji KJIAaBUATYpPbl — 3HAKYU IPEIIUHAHUS.

Jlamunuya

OcnoBHo#t (BTopoit) psa ASDFG-HJKL.

Bepxuunii (tpetuit) psg QWERT-YUIOP.

Hwoxnwnii (nepssiit) pag ZXCVB-NM.

BepxHnuii peructp kiaBuatypsl, kiaasumia Shift.

IIpakTHueckoe OBIaJ€HWE U COBEPIICHCTBOBAHME TEXHMKHU I€YAaTaHUS C HCIOJIb30BAaHUEM
KOMIIBIOTEpHOU oOyuaroleii mporpamMmsl Stamina.

@®opMa OTYETHOCTH: PpE3YJbTAaT CaMOCTOSTEIbHON paboTHl TpoBepsieTcs Ha 3adere.
OreHrBaeTCst CKOPOCTh TeYaTaHus U 0€30MMO0YHOCTh Habopa.

Tema 3. @ynkyuu u 603mo0xcHoOCmU onepayuonnou cucmemot Windows. Ocnosnoie
nouamusa. Cmanoapmmuuie npozpammsl Windows. Cnpasounas cucmema Windows.
IHouck ¢haiinoe u nanok

OOme mpaBuia O(OPMIICHUS PA3IUYHBIX HAOOPHBIX pabOT U CIIy)KEOHBIX JOKYMEHTOB.
[IpaBuia odopmieHHs KOHTPOJIbHBIX, pedeparoB, KypcoBbix pador u BKP. IlpaBuna
opopmieHuss cmucka JMcTeparypsl, OubnMorpaduueckoe omnucanue OdopmiieHue
o6ubnuorpaduu (crannaptel). U3ydyenue TpedboBanuii ohopmieHus.

Texcmoswiii npoyeccop Word.
Cosznanue U penakTUpOBaHKE JOKyMeHTa. PaboTa ¢ CyIiecTBYIOIINM IOKYMEHTOM.

Wntepdeiic Microsoft Office Word 2010. Jlenra, Bknaaku, rpynmbl, 3Haukd. Ilanens
osicTporo gocryna. Hactpoiika mapametrpoB mporpammsel. Hactpoiika uatepdeiica pabouero
OKHa.

Crpykrypa nokymeHTa. BBox Tekcra. YcraHOBKa BbIpaBHUBAHUSA, OTCTYIIOB U MHTEPBAJIOB B
a03anax. Pabora c¢ ¢Qparmentamu Tekcta. Ilomck M 3ameHa (parMeHTOB TEKCTa.
Pacmmpennsiii mouck. KomupoBaHue, mnepemenieHHe W yJaleHHe (parMeHTOB TEKCTa.
ITpoBepka opdorpaduu. ABTO3aMeHa, Ha3Hau€HHE CIMCKa aBTo3aMeH. llpeaBaputenbHbIN
IIPOCMOTP JOKYMEHTA.

BcraBka HOMEpOB CTpaHHIL, JaThl CO3/1aHUs TOKyMEHTa. BcTaBka pa3pbIBOB CTPAHULIBL.

Onementsl (¢opMaroB AokyMeHTa. dopmarupoBaHMe TEKCTa Ha YPOBHE CHMBOJIOB.
dopmaTpoBaHME TEKCTa Ha ypoBHe aO3aneB. dPopmartupoBanue mo obpasiy. Crunm.
Pabora co ctunsimu nokymenta. [Ipocmotp crincka ctuneit. dopmaTupoBaHue CTPaHUIIBI.

OOpamiieHue U 3amnoiHeHue Tekcta. Vi3MeHenue peructpa uid nzoOpaxkeHus 0yks. CHHCOK.
Tunbr crnuckoB. PopmarupoBanue crnuckoB. Mcmonb3zoBanue TaOynsTopoB. KonoHKH.
ITapameTpsl cTpaHuLbl. 3aaHAE IAPAMETPOB CTPAHMIIBL.

7



Anroput™m BblOOpa 1m1abiioHoB. [lapamerps! crpanuibl U cTHIU. OdopMiieHHe TUTYIBHOTO
mucta. Hymepanusa crpanun. IlpudroBsie BbieneHns B TEKCTE: 3aroj0BKH, MOJ3aroj0BKH,
CHOCKH, TepeHOCHhl. KOIOHTUTYJIBI, CHOCKM W MPHUMEYAHUS: Ha3HAUYEHUE, BHJIbI, CIOCOOBI
CO3/IaHuS.

Peoaxmop npezenmayuti Power Point

Co3znanue npezeHTanun

3anyck Microsoft Power Point. BriGop cmoco6a co3manust mpesentanuu. CosnaHue
IIpEe3EHTAlMU ¢ ToOMOoIIb0 Mactepa ABTOcoep)kaHus. PegakTupoBaHue TEKCTa PE3EHTALMU
Pexumbl npocMoTtpa. Pabora ¢ mpesentanuei. Co3anue npe3eHTaluy ¢ MOMOUIbIo 1abaoHa
opopmiienus. Bon Tekcra B cmaiiia. Co3manue crnaiima. BeraBka cmaiiioB U3 JIpyrux
npe3eHTauuii. Peopranmzanus cinaioB B npe3eHTanuu. BBoa 3ametok k ciaiinam. Co3naHue
ManKy JUIsi COXpaHEHUs Npe3eHTaluuu. BeraBka mHpoOpManuu B mpe3eHTanuio. M3meHenue
MakeTa ciaija. BeraBka kinmna. Mi3MeHeHue pasmepoB prucyHka. MI3MeHeHne IBETOB PUCYHKA
BceraBka u ¢dopmarupoBanue Tabnuupl. BeraBka Tabmuipl Microsoft Word. BceraBka
nuarpammbl Microsoft Excel. BeraBka u gopmarupoBanue auarpammbl Microsoft Graph.
BceraBka u  Moaudukanus OpraHU3allMOHHOM nuarpamMbl. BceraBka M Monaugukanus
nuarpaMMbl. BctaBka pucyHka.

Coznanue npe3eHTanuii U3 HECKOJIbKUX CIAalIOB.

3aoanue na camocmosmenvuylo pabomy. Iloarorosutrs npeseHtamuo PowerPoint.
TpeGoBanus: koauuecTBo cnaiiioB — 15. B mpeseHTanuu AOMKHBI OBITH UCHOJIb30BaHBI
CIICAYIOIINE DIIEMEHTBI: CXEMbI; PUCYHKH; TaOJIUIIbL; AUAarpaMMbl; (GOTO.

Tema 4. Cnenoit decamunanvyegvlii Memoo neyamu Ha KOMRovlomepe

Ucropust mammuonucu. [IpaBuna paboTel Ha kKi1aBUaType OyKBEHHOTO U IIU(pPOBOro Habopa.
Crnenoil paecsaTUNANBUEBBIA METOA M MCTOPUS €ro co3AaHus. PacrosnokeHue KIIaBHIILL.
[To3uumu npaBoil u neBoM pyk. PacnpeneneHue KiIaBuIl MEXKIy MaibliaMu. BapuaHTbl
KJIaBUATYPHBIX TpeHaXepoB. ONMHUCaHNe CUMBOJIOB U «TOPSIYUX KIIABHIID).

M3yueHne KOMIbIOTEPHON KIaBHATYPHI.
Kupunnuya

OcHosHoli (BTOpoit) psaa ©@BIBATI-POJIIKD.
Bepxnuii (tperuit) pag MIIYKE-HITHIIBEX b.
Hwxuuii (nepsiii) psag AYCMU-THBIO.
UeTBepThIii psiji KJIaBUATYPbl — 3HAKU MPEMUHAHUS.
Jlamunuya

OcnosHoli (BTopoit) psa ASDFG-HJKL.
Bepxuuii (tpetuit) psg QWERT-YUIOP.
Hwoxnwnit (mepssiit) pag ZXCVB-NM.
Bepxuuii peructp kinaBuatypsl, kiaaBuma Shift.

[IpakTHyeckoe OBIIQJICHHE U COBEPIICHCTBOBAHUE TEXHUKU MEYaTaHHUs C MCIOJIb30BaHHEM
KOMIIBIOTEpHOU oOyuarolel mporpaMmsel 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
opopmieHuss cmucka JMcTeparypsl, OubOnaMorpaduueckoe onucanue OdopmiieHue
oubmorpadun (cranmaptel). U3ydenne TpedboBanuit ohopmiieHusI.

Texcmoswiii npoyeccop Word.
Cosznanue u penakTUpoBaHHe JOKyMeHTa. PaboTa ¢ CyIiecTBYIOUIMM IOKYyMEHTOM.

Untepdeiic Microsoft Office Word 2010. Jlenra, Bkimaaku, rpynmsl, 3Hauku. Ilanenb
obicTporo jgoctyma. Hactpoiika mapameTpoB mporpammbl. Hactpoiika naTepdeiica padodero
OKHa.

CtpykTypa JoKyMeHTa. BBoa Tekcra. YCTaHOBKA BBIPABHUBAHUS, OTCTYIIOB U MHTEPBAJIOB B
abzamax. Pabora c¢ ¢Qparmenramu Tekcra. [louck u 3ameHa (¢parMEHTOB TEKCTa.
Pacmmpennsiii mouck. KomupoBaHue, mnepemelnieHHe U yaaleHHe (parMeHTOB TEKCTa.
[Tpoepka opdorpaduu. ABTO3aMeHa, Ha3HAUCHHE CIHCKAa aBTo3aMeH. llpeaBapuTenbHBIN
IPOCMOTP AOKYMEHTA.

BcraBka HOMEpOB CTpaHHIL, JaThl CO31aHUs TOKyMEHTa. BcTaBka pa3pblBOB CTPAHULIBIL.

OneMeHTsl (GopMmaTtoB JokymeHTa. DopmaTHpoBaHHME TEKCTa Ha YPOBHE CHMBOJIOB.
dopmaTpoBaHME TEKCTa Ha ypoBHe ab3aneB. dPopmartupoBanue mo oOpasmy. Crum.
Pabora co ctunsimu nokymenra. [Ipocmotp cniicka ctuieil. @opmaTupoBaHUe CTPaHUILIBI.

Obpamienue u 3anoyiHeHue TekcTa. Vi3MeHeHue peructpa i nzodpaxeHus Oyks. CHCOK.
Tunbr crnuckoB. PopmarupoBanue crnuckoB. Mcmonb3zoBanue TaOynsTopoB. KoimoHKH.
[TapameTpsl cTpaHuIbl. 3aJaHUE TAPAMETPOB CTPAHULIBL.

AnroputMm BbiOOpa mabnoHoB. [lapamerpsl crpanunbl U ctuinu. OgopmiieHre TUTYIBHOTO
mucta. Hymepanus crpanui. IllpudroBsie BhIIEIeHNs B TEKCTE: 3ar0J0BKH, MO3ar0JIOBKH,
CHOCKH, mepeHOochl. KOJOHTHUTYJIbI, CHOCKM W MpHUMEUYaHus: Ha3Hau€HUe, BUIbI, CIOCOObBI
CO3/1aHuSl.

Peoaxmop npezenmayuii Power Point

Co3nanue npe3eHTanuu

3amyck Microsoft Power Point. Breibop cmoco6a cosnmanusi npesenranuu. Co3nganue
Mpe3eHTalMK ¢ TOMOIIbIo Mactepa ABToconepkanus. PegaktupoBanue TeKcTa Npe3eHTauu
Pexumbl mpocmotpa. PaGora ¢ mpesenranmmeii. Co3gaHue Ipe3eHTallMM € IOMOIIbIO
mabJsiona opopmienus. Beox tekcra B cnaiin. Coznanue ciaiga. BectaBka cnaidoB U3 Apyrux
npeseHTauuid. Peopranuzanus cinaiiioB B mpeseHTauuu. Beox 3ametok k cinaiinam. Co3nanue
MAnKy IS COXpaHeHUs npe3eHTauuu. BeraBka nungopMmannu B npe3eHranuio. Mzmenenue
MakeTa cianja. Beraska kiunna. Mi3MeHenue pasmepoB pucyHka. Mi3MeHeHne BETOB pUCYHKA
BcraBka u QopmarupoBanue Ttabiuipl. BeraBka Tabmuiel Microsoft Word. BceraBka
muarpammbl Microsoft Excel. BetaBka u ¢dopmarupoBanue nuarpammbl Microsoft Graph.
Bcerapka u Monaudukanuss opraHu3allMOHHOM auarpaMmbl. BceraBka u  moaudukanus
nuarpaMMbl. BctaBka pucyHka.

Co3pganue npe3eHTalnil 13 HECKOJIbKUX CIIAiI0B.



3aoanue na camocmosmenvuylo pabomy. Iloarorosuts npeseHtamuo PowerPoint.
TpeGoBanus: koauuecTBO cnaiiioB — 15. B mpeseHTanuu AOMKHBI OBITH MCHOJIb30BaHBI
CJICAYIOLINE DIIEMEHTBI:

e  CXEMBI,

e PHUCYHKW;

e  TaOJUIIBL;

e JIHArpaMMBlI;

e (oro.

Tema 6. llpennevyaTHasi NOAr0OTOBKA

K myOnukanuu, npuroToBieHHON K (GOTOBBIBOY, JOJKHBI IpUiIaratbes Gailisl
BCEX HMCHOJB3yEeMBIX B HEH miuttocTpanuii u mpudrtos. Ciaeayer THIATEIbHO CIEIUTH
3a MCIOJIb3yeMbIMU HIpudTamu. HekauecTBeHHbIe MIPUDTH — OJHA U3 CAMBIX YaCTBIX
npuuuH npobieM mpu BbIBoAe nyOnukamuid Ha (otonHabop. He umcmonp3yiiTe npwu
BepcTke cucTteMHbIX mpudToB. Crapaiitech n3derare TrueType mpudron. Ecau yx
3TOrO HE yJaaerTcs clenarh, CIeAUTE 3a TEM, UTOOBl UMEHA YCTAHOBJIEHHBIX B CUCTEME
PS u TrueType mpudrtoB He coBmamanu. Hcmomws3ys atpubyrtsl Bold, Italic,
BoldlItalic, ybeaurech, 4To mpu@Thl COOTBETCTBYIOUINX HAYEPTAHUHU JEHCTBUTEIHHO
YCTAHOBJICHBI.

Bce nBera, ucnosnb3yeMble B IyOJMKALMU, a TAK)KE B UMIIOPTUPYEMBIX 3JIEMEHTAX, JOJIKHBI
obITh 3amanbpl B Mojenmun CMYK. He 3a0piBaiiTe yka3wsiBaTh co3gaBaeMbIM Bamu mBetam
atpubyT Process (coctaBHoii). [[nsi mpeacTraBieHuss O TOM, KaK 3aJaHHBIM IBET OyIeT
BBITJISACTD [1OCJIE MTeYaTH, MOJB3YHTECh KaTaJIoraMu, a He IIBETAMU Ha MOHUTOPE, OCOOCHHO B
nporpammax BepcTku. Mcnosb3yiite nsera Pantone Tonbko TOraa, Korjga JEMCTBUTEIBHO
coOupaerech HCIOJIb30BaTh MeuyaTh Kpackoil Pantone. Byabpre BHUMaTenbHbl ¢ OONBIIMMU
IUTAIIKAaMH YEPHOTO LIBETA.

[Tpu pazpaboTke Au3aiiHa CilelyeT yYUThIBATh MOTPELIHOCTh MPU 0Ope3Ke KpaeB MeyaTHOU
NpOAYKIMH. 3ajaBaiiTeé B NpOrpaMMe BEPCTKH pa3Mep CTPAaHHUIBI PAaBHBIM OOpE3HOMY
dbopmaty Oynyuieit neyaTHOW mpoAyKUUH. Bee aeMeHThl, KOTOpbIE UIyT HABBUIET, JTOJIKHBI
BBICTYIIATh 33 Kpas CTpaHuIpl myOiaukanuu Ha 3-5 mm. Takke crapaiiteck He pacroiarath
3HAYUMBbIE AJIEMEHTHI ITyOJIUKallU1, HAIPUMED TEKCT, OJIMKE YeM Ha 5 MM OT Kpasi CTPaHHIIbI.
Crout cineauTh 3a pa3pellieHueM pacTpOBBIX WLIOCTpanuid. Paspemenue pactpoBoro
M300pakeHHsl, MOMELIEHHOIO0 B MMyOJUKalWio, JODKHO B 1,5-2 pasa mnpeBOCXOIUTh
JMHUAATYPY BBIBOJA C YY4ETOM MAacIITaOMpOBaHUS B MPOrpaMMe BEPCTKH (KCTaTH, ropasio
Jy4lle OSTUM HE YBIEKAaTbcs [abbl HE 3alyTaTbCsl B Pa3pelICHUSX H300pakeHUil
OKOHYaTeNbHO). Pa3zpemenne mMenee 1,5 nmUHMATYp BeAET K MOTepe KauecTBa M300pasKEHHUS.
Pa3spemienne Ooniee 2 nuHUATyp BeneT JAHOO0 K OECCMBICICHHOMY YBEIWYEHHIO BPEMEHH
pacrepuszanuu Qaiina, 1160 K HEKOHTPOIUPYEMOMY MOHIKEHHUIO Pa3pelICHUs] H300paKeHUs
IIporpaMMoi BEPCTKHU TpH co3aanuu PS ¢aiina.

TexHo10rMs MOATOTOBKHM KYPHAJBHOM NpoayKkuuu B cucreme Adobe InDesign.
OcoOenHocty nu3aifHa >KypHalbHOM mpoaykuuu. CTpyKTypa >KypHajla U OCHOBHbBIE
anemMeHTbl oopmienus. CeTkH M MOAYJIbHOE NPOCKTHPOBAHUE B JU3aiiHE >KypHAJIOB.
Komnosumuss pasBopota. Pasmemenue wmmoctpaiuii u  rpaduku. IlpudroBsie u
KOMIIO3UIIMOHHBIE TpueMbl odopmiecHus. Crenuanbabie 3((EKThl. 3aroJioBKH W UX
odopmiieHre B xypHaie. TexHOIorus MakeTUpOBaHUS U BEPCTKHU KypHana B cucteme Adobe
InDesign.

TexHoJI0THsI MOATOTOBKH PEKJIAMHO-UH(OPMAINMOHHON NMPOIAYKUUM B CHCTEMe
Adobe InDesign.
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Bunsl pexnamHo-uHpopMannoHHON mnpoayKuuu. OcoOGeHHOCTH O(GOpPMIICHUS PEKJIAMHO-
MH(GOPMallMOHHON MPOAYKIMH. BykiieT u 0COOEHHOCTH ero MOoAroTOBKU. Buisl OykieToB.
CtpykTypa OykjeTa M OCHOBHbIE 3JeMeHThl odopmieHus. [luzaiiH u BepcTka OykieTa.
HpudToBoe u KoMno3uuoHHOE odopmiieHue. TeXHONOrusl MOArOTOBKU OyKJIeTa B CHCTEME
Adobe InDesign. PexnamHo-uH(pOpMaIMoOHHAas TMCTOBKA. OCHOBHBIE 3JIEMEHTHI 0(hOPMIICHUSI.
OcoOenHoctu nu3aifHa. TexHOJIOTUs MOATOTOBKH PEKIAMHO-MH(POPMAIIMOHHON JIHCTOBKH B
cucreme Adobe InDesign.

KoMnbloTepHble TEXHOJIOTMH MOATOTOBKY U COBPEMEHHbIH IM3aiH ra3er
CoBpeMeHHbIE TEXHOJOTMH IOATOTOBKH TrazeT. OOmIas TEXHOJOTUS MOATOTOBKM Ta3eThl B
cucreMe Adobe InDesign. OcobGenHoctu nu3aiiHa razer. CTpykrypa razerbl. OCHOBHBIE
aNeMeHThl  opopmiieHHs. MakeTupoBaHue TazeTHOW monockl. CeTKH H  MOJYJIbHOE
MIPOEKTUPOBAHME B AM3aiiHe ra3eT. TeXHOJIOrusl MaKeTUPOBAHHUS ra3€THOM MOJIOCHl B CUCTEME
Adobe InDesign. OcHOBHBIE TTpaBUJIa U PEKOMEHIALIUH NIPH BEPCTKE Taser.

Buner BepcTkm crateil. BimsHME pacrionokeHus CTaTed Ha BOCIPUATHE MaTepHuaa.
CrannaptHble omnMOKM qu3aiiHa. BepcTka BemyIiel cTaTbu, KpaeBbIX OJOKOB, PEeAaKIIMOHHBIX
¥ HOBOCTHBIX KOJIOHOK. TeXHOJIOTHSI BepCTKH TeKcTa cTateil B Adobe InDesign.lllpudToBoe u
KOMITO3UIIMOHHOE o(popMiIeHne TeKcTa cTateil B cucteme Adobe InDesign..

3a0anue na camocmosmenvuyro padoomy: Bunel 3aronoBkoB B rasere. OdopmieHue
3arojoBKoB. OcoOble npueMbl BblaeieHUs MaTepuana. CrneuuanbHble 3¢ ¢ekTsl. [Ipuemsl
yIpaBiieHUs] BHUMaHueM uutatens. CrenuanbHbie 0hOpMUTEIbCKUE TIPUEMBI.

[TonGop m pasmemienue wurtocTpanuii. Ilpomopuuu wuOCTpanuii MU MX BIMSHUE HA
pa3Menienre Ha mnosoce. OCHOBHbIE NpaBuWiia pa3MenieHus wutocTpauuil. CTaHzapTHbIE
omuOKM pasMmelieHus wunoctpaimidi. Bepctka wmoctpaumii B Adobe  InDesign.
CriennanbHble 3QQeKThI pu 00paboTke U300paKeHUH.

4. MaTepuaJibl TEKYIIEro KOHTPOJIsSI yCIIEBAEMOCTH 00y4aroInXcst

4.1. B xone peanuzauuu aucuuiinasl b.1.B./IB.4.1 «KomnbrorepHsiii Habop, BepcTKa U
PENAKTUPOBAHUE» HCIOJIB3YIOTCS CIEAYIOLIUE METOAbl TEKYIIEr0 KOHTPOJIS yCIEBAEMOCTH
o0yJaronmxcsi:

— IIpY IPOBEJEHUM 3aHATHH JIEKLIMOHHOIO TUIIA: YCTHBIN ONPOC;

— IpY IPOBEECHUM 3aHATHI CEMUHAPCKOr0 TUIIA: YCTHBIN onpoc, pedeparsl.

Ha 3aHsTHAX Ui peIIeHUs BOCHUTATENbHBIX M Y4YeOHBIX 3a/1ad MPUMEHSIOTCS
cienyomue (GopMbl UHTEPAKTUBHOM palOTHI:  JUAJIOT0-IUCKYCCHOHHOE OOCYKICHHE
npo0ieM, TIOMCKOBBIH METOJl, HCCIIEOBAaTEeNbCKUI METOJ, JEJOBbIe UIphl, pa3zdoop
KOHKPETHBIX CUTYyaIlHil.

B cnyuae peanmumzaumu aucuumiuinael B JIOT ¢dopmaT 3agaHuil aganTupoBaHbl IUis
wiatdopmsl Moodle.

Taonuua 5

Tema u/unu paszden Memodel meKyuwj,e2o KoHmMpons
ycnesaemocmu

1. CoBpeMeHHBII  NEPCOHANBHBIA  KOMIBIOTEP.
CocraB W Ha3HA4YEHHE OCHOBHBIX YCTPOWCTB.

YO
Texnuka  Oe3omacHocTH  Tpu  pabore ¢
KOMITBIOTEPOM.
2. OmnepauuoHHble cucreMbl. HMx Ha3HaueHwue. vO.P
®aiinoas CTpyKTypa ?
VO, P

3. OyHKIMM ©  BO3MOXXHOCTH  ONEpPalMOHHOMN
cucreMbl  Windows.  OCHOBHBIE  IOHSITHS.
CranjapTHbie POrpamMMBbl Windows.
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Cnpasoynas cucrema Windows. [Touck ¢aiinos u
ManoK
Caenoit I[eCﬂTPIHaHBL[eBLIﬁ METOA II€4aTu Ha vO.P
KOMIIBIOTEPE ’
HenonpousBoacrto. TexkcToBbIN IIpoLeccop
Word.

YO, P
[IpenneyaTHasi mOArOTOBKA VO, P

4.2. TunoBble MaTepHUAJIbI TEKYLIEr0 KOHTPOJIS YCIIeBAeMOCTH 00y4aI0 M XCH

Tunosvie 60npocel O YCMHO20 ONPOCA HA CeMUHapax no memam 1-6

1.  KoMIOHEHTBI KOMIIBIOTEPA U UX HA3HAYCHHUE.

2. IlporpammHoe obecrieueHue KommbloTepa. OnepanuonHsle cucteMbl. HasHaueHue u
byHKIIH.

3. ®@aiinoBas cTpykrypa ((aiin, THnb Gaitiaos, manku, HoJIHoe UMs ¢aiina).

4. @OyHKIMM ¥ Ha3HA4YeHHE omepanroHHON cuctembl Windows. OCHOBHBIE TOHSTHS
(0OBEKTHI, DIEMEHTHI YIPABJICHUS, OKHA).

5. CmpaBounas cuctema Windows. [louck ¢aiinoB u mamnoxk.

6. Ilanens ympasnenus. Hactpoiika pabodero crosna, rlaBHOTO MEHIO U MaHENIN 3a/1a4.
SpibIku mporpamm.

7. 3amyck nporpamm. Ctannaptaeie nporpammbsl Windows.

8. Haszmauenue nporpammel [IpoBoanuk. JleiicTBus ¢ daiimamu 1 mankamm.

9. Cnyxe6nsle nporpammbl Windows. ITonarue nepparmenranuu. [IpoBepka aucka.
10. Knaccudukanus nmporpaMMm oO0paOOTKH TEKCTa, MX Ha3HAUYCHHE, (PYyHKIIMOHATHHBIC
BO3MO>KHOCTH.

11. CaoiicTBa moKyMeHTa B TeKCTOBOM Tiporieccope Word. Tumsl CBOICTB, UX 3a1aHuE U
UCIIOJIb30BaHUE.

12. Habop u penaktupoBaHue TekcTa. CrenuanbHble CpEICTBa BBOJAA TEKCTa.
ABTO3aM€Ha, aBTOTEKCT (Ha3HaYCHUE, MTOPAIOK UCIIOIb30BAHNUA).

13. Koppeknus ommubok. IlpoBepka opdorpapum u rpammatuku. McnonszoBanue
CJIOBApEH.

14. TIpuemsl paboThl ¢ TaONMIIAMU B TEKCTOBOM Ipotieccope Word.

15. Crunn opopmnenus. Haznauenue, co3qanue, U3MeHEHHE, UCTIOIb30BaHHE.

16. Pa3znen B noxkymente Word. Haznauenue, BO3MOKXHOCTH pabOTHI € pa3zesiaMu.

17. Co3nanue KOJOHTUTYJIOB B okyMeHTe Word. HaznaueHue, BO3SMOKHOCTH CO3JIaHHS
pa3IMyYaroIUXCsl KOJOHTUTYJIOB.

18. Hcnonb3oBanue noneil. Haznauenue. Tunsl noneit. [Ipuemsl paboThl ¢ MOIAMH.

19. TexHonorus cBSI3bIBaHUA U BHEPEHUST 00beKTOB. OOBEKTHI B TEKCTOBOM IMPOIIECCOPE
Word.

20. Bcrpoennsle mnporpammbl TekcToBoro mporeccopa Word: Microsoft WordArt,
Microsoft Graph, Microsoft Equation. Texnosoruss paGoTbl ¢ 0O0BbEKTaMH peIaKTOpa
Word.

21. Ilpuemsl HOCTPOCHUS AMArPaMM B TEKCTOBOM Iporiieccope Word.

22. Paborta c 0OnbIIMMU JOKYMEHTaMU B TEKCTOBOM mporeccope Word. 3akmankw,
CHOCKHM — Ha3Hau€HHE, IPUEMBI CO3/1aHUS U UCTIOIb30BaHUS.
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10.

11.

12.

13.
14.
15.
16.

23. Pabota ¢ OonpIIMMU TOKYMEHTaMH B TeKcToBOM mporeccope Word. IlepekpecTHbie
ccbUIKu. [IpuMedanust — Ha3HaueHUe, IPUEMbl CO3/1aHUS U UCTIOJIb30BaHUSI.

24. Paborta c OOnpIIMMH JOKYMEHTaMH B TEKCTOBOM mporieccope Word. 3aroioBku.
Coznanue ornasieHus. Pabora ¢ mokymeHTOM B pexxume «CTpyKTypay.

25. Pabora c¢ OonbIIMMM JTOKYMEHTaMH B TekcToBoM mporeccope Word. Ha3panus
Tabnun U pucyHkoB. Co3gaHue nepedyHei Tabnui v pucyHkoB. Co3naHue NpeaMeTHOro
yKazares.

26. Pabota B pexuMe INIaBHOTO IOKYMEHTa: Ha3HA4Y€HUE U BO3MOYKHOCTH.

27. Pabora ¢ 1m1a0JioHAMH THUMOBBIX JOKYMEHTOB: Ha3Hau€HHE, CO3/aHue,
peIaKTHpOBaHUE, UCIIOJIb30BAHNE.

28. Coszganue u ucnoib3oBanue Gopm. Iomst popm, mapamerps! monen.

29. ®opmupoBaHHE CEPUMHBIX JOKYMEHTOB B TEKCTOBOM Iporeccope Word.

30. ®DyHKIMOHAIbHBIE BO3MOXXHOCTH TEKCTOBOTO npoieccopa Word.

Tunogvle npumepHvle memvl pegpepamusrvlx pabom no memam 1-6

KommoneHTs! KOMIIBIOTEPA U UX HA3HAYCHHUC.

[Iporpammuoe obecnieueHue kKommbloTepa. OmneparoHHbIE CUCTeMBbl. HasHaueHuwe u
byHKUIMN.

Qaiinoas cTpykTypa ((aiin, TuIs! Gailos, anku, mojHoe uMs (daiina).

OyHKIMM W Ha3HaueHue onepanuoHHo cuctemMbl Windows. OCHOBHBIE TOHSATHS
(0OBEKTBI, DJIEMEHTHI YIIPaBJICHUS, OKHA).

CrpaBounas cucrema Windows. ITouck ¢aiinoB u namox.

[Tanens ympasnenusi. Hactpoiika pabodero cTosa, IJIaBHOTO MEHIO W TaHENW 3ajad.
SpABIKK TPOTrpaMM.

3amyck nporpamm. Ctanaapthelie nporpammbsl Windows.
Ha3znauenue nporpammesl [IpoBoanuk. JledcTBust ¢ daitnamu U nankamu.
CayxeOnbie mporpammbel Windows. [Tonsitue nedparmenranuu. [IpoBepka qucka.

Knaccudukanuss mporpamm oOpabOTKM TEKCTa, HUX Ha3HA4YCHHE, (PYHKIIMOHAIHHBIC
BO3MO>KHOCTH.

CpoiicTBa JOKyMeHTa B TeKCTOBOM Imporeccope Word. Tunbl CBOWCTB, UX 33JaHUE U
UCIIOJIb30BaHUE.

HaGop u penaxtupoBanue Tekcra. CnenuanabHbIe CpeicTBA BBOJA TeKCTa. ABTO3aMeHa,
aBTOTEKCT (Ha3HAYEeHHE, NOPSAJOK UCIIOIb30BAHMUS).

Koppekuus omubok. [Iposepka opdorpaduu u rpammaTtiku. Mcnons3zoBanue cioBapei.
[Tpuembl paGoThl ¢ TabJIMUIIAMK B TEKCTOBOM Tiporieccope Word.
Crunn opopmienus. Haznauenue, cozganue, U3MEHEHHUE, UCTIOIb30BaHUE.

Pazgen B AOKYMCHTC Word. HaSHaLICHI/Ie, BO3MOXXHOCTH pa6OTH C pasgciaMu.
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17.

18.
19.

20.

21.
22.

23.

24.

25.

26.
27.

28.
29.
30.

COBI[E[HI/IC KOJIOHTUTYJIOB B JOKYMCHTC Word. Ha3HaquHe, BO3MOXXHOCTH CO3IdaHUA
pasinyaromnXxcs KOJIOHTUTYJIOB.

Hcnonw3oBanue noneit. Haznauenue. Tunbl moseid. [IpueMbl paboThI ¢ TOJISIMHU.

TexHonorust cBsSI3bIBaHMsI U BHEAPEHUS 00BEKTOB. OOBEKTHI B TEKCTOBOM MpOIECCOPE
Word.

Berpoennbie nporpammel TekcToBoro npormeccopa Word: Microsoft WordArt, Microsoft
Graph, Microsoft Equation. Texnonorust pabotsl ¢ o0bekTamu pegaktopa Word.

[Tpuembl HOCTPOCHUS AMATPAaMM B TEKCTOBOM mporeccope Word.

PaboTa ¢ GonpmMMH TOKYMEHTaMHU B TEKCTOBOM mporieccope Word. 3akiiaaku, CHOCKH
— Ha3HaueHHe, IPUEMbI CO3JIaHMsI U UCITIOJIb30BaHUS.

PaboTta ¢ OosnpmMMU JOKyMEHTaMH B TeKCTOBOM Iporeccope Word. IlepekpecTHbie
ccpuikd. [lpuMeuanuss — Ha3HaueHue, MPUEMbl CO3aHMsI U UCIIOJIb30BaHUS.

PabGora ¢ OonpmiMMU JOKyYMEHTaMH B TEeKCTOBOM Ipoueccope Word. 3aroioBku.
Co3nanue ornasnenus. Pabora ¢ 1okymMmeHTOM B pexxume «CTpyKTypay.

PaboTa ¢ GonpIIMMu TOKyMEHTaMH B TeKCTOBOM Tiporieccope Word. HasBanus tabmui u
pucyHnkoB. Co3nanue nepeuneil Tabauil 1 pucyHkoB. Co31aHue NpeIMETHOTO yKa3aTes.

Pabora B PCKUMEC TJIIaBHOT'O JOKYMCHTA: HA3HAYCHUC U BO3BMOKHOCTH.

Pabota ¢ mabiioHaMu TUIMOBBIX JOKYMEHTOB: Ha3HAuY€HHUE, CO3/IaHHUE, PEIAaKTUPOBAHUE,
HCIIOJIb30BaHHUE.

Co3nanue u ucnoib3oBanue Gopm. Ioast popm, mapamerps nonew.
dopMHUpOBaHUE CEPUIUHBIX IOKYMEHTOB B TEKCTOBOM Mporieccope Word.

@OyHKIMOHATBHBIE BO3MOKHOCTH TEKCTOBOTO mporeccopa Word.

5. 0ueu01mble mamepuaiibl npomeafcymouuoﬁ ammecmauuu no 0ucuunﬂune

3a4eT ¢ OLIEHKOM ITPOBOJUTCS ¢ IPUMEHEHUEM CIEAYIOIIHUX METO/I0B: YCTHBIN OIPOC MO
ouneram. Cozmeprkanue OuieTa 1Mo JUCHMILIHHE COCTOUT U3 JABYX BOIPOCOB, MPEOIATAfOIIHX
3HaHHE TEOPUH U €€ IPUMEHEHHE [T PEIICHHUs] TPAKTHYECKOH 3a1auH.

B cnydae mnpoBeneHMS NpPOMEKYTOYHOM AaTTeCTallMd B JAMCTAHIMOHHOM PEXKUME

ucnonb3yercs miardgopma Moodle u Teams.

Tabauua 6

Komnonenm xomnemenyuu Tpomesicymounwitl / knouesoi Kpumeputi oyenusanus
UHOUKAMOP OYeHUBAHUA

[IKc-3.1 3naer stams Crynent 3HaeT 06a3oBele Kareropun | CTymeHT yMeeT TpamMoOTHO W

MIPOU3BOICTBEHHOT'O ITPOIIECcCa CTWIMCTHKA W KyJIbTYphl pedn; | MpodecCHOHATBHO

BBIITyCKa JKypPHAINCTCKOTO TEKCTa U | OCHOBHBIC CTHIH MacCOBOM | MPOAHAIM3UPOBATh  KOHKPETHBII

(wnm) mpoxykTa KOMMYHHUKaIlUU ¥ TEXHUKY MPABKHU; | >KYPHAINCTCKHUIM MaTepua;
cnenuduky u KOMITOHEHTBI | COCTABHUThH 3asBKY Ha TEMY CBOETO
BepOaJbHBIX M HEBEpOAIbHBIX | BBICTYIUICHHS B CMU;
cpeacTtB  OOIIEHMs;  TOHSATHE, | CIUIAHMPOBATh TBOPYECKUH akT B
CYIIHOCTh u MEXaHU3MBI | LIEJIOM U €r0 OTIEJIbHBIC OIEePALIH;
¢dopMupoBaHust SI3BIKOBBIX | MPEANIPUHUMATH HEOOXOANMBIE
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CTEPEOTHIIOB; croco0sI | mpodeccnoHabHBIE NEHCTBUS IS
MIPCOAOJICHUSA A3BIKOBBIX U PEYEBBIX OCYHICCTBJICHUA OpFaHHBaTOpCKOﬁ
0aprepoB, CTPYKTYpPY IEeSITeIbHOCTH; OXapaKTepHU30BaTh
crioco0a TBOPUECKOW NESTEIHHOCTA | OCHOBHBIE  JKaHPOBBIE  MOJICIH
JKypHAJINCTA; (axkTopBI, | TEKCTOB M OCHOBHBIE TEXHOJIOTHH
OIpEEISIONE Kpyr | TBOpuecTBa B TOM WJIM HHOM
npodeccroHaNbHBIX 00SI3aHHOCTEH | JKaHpe; MIPOaHAIN3UPOBATh
KypHaJIuUcTa M HMX  COCTaB; | KAHPOBBIM COCTaB MaTepHajoB
TIPUHITAITBL TUTAaHUPOBAHMS | TPEJIaraeMoro HOMeEpa "
MAacCOBBIX MH(OPMALIMOHHBIX | KOHKPETHBIN Marepuan
MTOTOKOB, BUJBI IUTAHOB;, XapaKTep | OMPEIEeNICHHOTO XaHpa; BHITOIHHUTH
OpTraHNU3aTOPCKON paboTHI | penakTOPCKyr0 paboTy; OCMBICIUTH
JKypHAJIHNCTA; MPUHIUIEI | COOCTBEHHBIA OMBIT pa0OTHl B TOM
PEOAKTUPOBAHUS MATEPUAJIOB JJsl | WIM HMHOM >KaHpEe; MOTHBHPOBATh
CMU, OCHOBHBIE ~ HCTOYHHMKHU | BBIOOp COOTBETCTBYIOILIUX
uHpOpMaIIUH; NPUYUHBI, | TPO(QECCHOHAIBHBIX ~ HIarOB €
BBI3BIBAIOIIUE JKAHPOBYIO | IIPABOBOM U 3TUYECKON CTOPOHBI
nud b epeHIraInio

JKypPHAIUCTCKOTO TBOPYECTBA.

Tunosbie oeHOYHBIE MATEPHAJIBI IPOMEKYTOYHOM aTTeCTALMHA

Ilepeuens 6onpocos 011 NOO20MOBKU K 3auemy ¢ OYeHKOU

Omneparuun ¢ gokymeHtamu. Co3manue aokymeHTOB. IllaGmoHbl mOKyMeHTOB. Twumbl
mabnoHoB umeH QaitoB. Co3maHWe JOKYMEHTOB HAa OCHOBE MIaOJOHOB. PexuMbl
COXpaHEHHs JOKyMEHTOB. Mcronb30BaHue Maposieil CAaHKIIMOHUPOBAHHOTO JIOCTYTIA.

Onepauuu ¢ TexkctoM. Pabora ¢ ¢parmeHTamu Tekcta. Beinenenue ¢GparMeHTOB.
KonupoBanue, nepemenienue U yjnaineHue ¢pparmeHToB. VMcnonas3oBaHue KilaBUaTypHBIX
KJIaBUII U KOMaHJ MEHIO.

ABTOoMaTu3anys pabOThl C TEKCTOM. ABTO3aMEHAa M aBTOTEKCT. XPaHEHUE HIIEMEHTOB.
Omnepanuu ¢ s3nemeHTamMu aBToTekcta. [louck gpparmeHToB TekcTa. PaciimpeHHbIN MOKCK.
ITpoBepka opdorpaduu. CosnaHue MONB30BATENBCKUX clioBapeil. [IpenBapuTenbHbIHN
MIPOCMOTP JOKYMEHTA.

®opmatupoBaHue JokyMeHTa. OcCHOBHBIE JTanbl (OPMATUPOBAHUS JAOKYMEHTA.
®opmatupoBanue cumBoiioB. lllpudToBoe Bhiaenenue Tekcra. KommpoBanue Qopmara.
®opmatupoBanue ab3aua. IlpaBuia ¢opmarupoBanus. OOpamieHHe M 3aloJIHEHHE
TekcTa. V3MeHeHHWe perucTpa Ais BbIICIEHHOTO ¢parmenta Tekcta. CHUCKH JUIs
oopmienus nepeuncienuii B rekcre. Criocoobl opMaTUpOBaHHSI CIUCKOB.

dopmatupoBanue foKkymMeHToB. Ctuiu gokymenra. [Ipocmotp cniucka cruneid. Co3nanue,
yhajieHue cruied u3  cnucka. @DopMaTUpOBaHME TEKCTOB  Ta3eTHOIO  CTHUISA.
dopmaTpoBaHME TEKCTa IO KojJoHKaMm. [IpeoOpazoBaHMe TEKCTa JOKyMEHTa B
KOJIOHYAThIE opMaT ¢ yka3aHHoro Mmecra. OCHOBHbIE CpelCTBa M IIPaBHIiIA
dopmarupoBanus. Hymepauus crpanuu.

Coznanme Tabnun. OcHOBHBIE »dieMeHTHl Tabmuiel. CrocoObl co3maHus TaOuIl.
[IpeobpazoBanme Tekcta B Tabmumy. I[lepememenne mo Tabmume. Omepanuu ¢
JieMeHTaMu TaOnuibel. M3MeHeHue CTpykTypbl Tabmui. DopMaTHpoBaHUE TaOIUII,
COJIEPKUMOTO stueeK. Vcmonp3oBanne CTUIICH B TaOIUIIAX.
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7. CocraBHble JOKYMeHTHL. Crenuduka cOCTaBHOTO JOKYMEHTa M CIIOCOOBI €r0 CO3aHMS.
Buenpennsie u cBsi3anHbie 00beKThI. Co37aHIE, peTaKTHPOBAHNE, TPOCMOTP OOBEKTOB.

8. Pabora c rpaduxoii. BcraBka rpadudeckux knunoB. UMmopT rpaduyuecknx oObeKTOB U3
¢ainoB. Cozmanue rpadudeckux o0bekToB cpenctBamMu Word. OCHOBHBIC JCHCTBHS C
rpaguIecKuMHU 0ObEKTaMHU.

9. Hmmopt uzoOpaskeHuit B BUE 1en0ro rpadguyeckoro ¢aiina, B BUAE YaCTH rpaguueckoro
n3o0paxenus. PenaktupoBanue pucynkoB. [lanens «PucoBanuey. Komanmbl 1 paboThI
c rpaduueckumu oObekTaMu. OCHOBHBIE IeHCTBUS ¢ TpaduueckuMu OOBEKTaMHU.
[TonoxxeHnue Ha cTpaHULIE.

10. PaboTa co cTtuisiMu TeKcTa, co3qaHue aBToconaep)kaHusd. Co3laHue M peJakTHPOBAHUE
KOJIOHTUTYJIOB, CITUCKOB, CHOCOK Y IIPUMEYAHUH.

IlIkana ouenusanusn

OreHka pe3yJbTaTOB MPOU3BOAUTCS Ha OCHOBE OAJUIbHO-peUTUHTOBOI cucteMsl (BPC).
Hcnonb3oBanue bPC ocymiecTBisieTcs B COOTBETCTBUM ¢ IpukazoM oT 06 centadps 2019 r.
Ne 306 «O mpumeHeHHH OalIbBHO-PEUTHHIOBOM CHCTEMbI OLEHKH 3HAHUN O0YyYaroUIuXcs».
bPC no aucuumuinHe oTpa)keHa B CXEME pacueTOB PEUTHMHIOBBIX OaijioB (fajee — cxema
pacyeToB).

Cxema pacuyeToB c(OPMHpPOBAHA B COOTBETCTBUU C Y4EOHBIM IUIAHOM HAIpPaBICHMS,
COIJIaCOBaHa C PYKOBOJUTEIEM HAy4YHO-OOPA30BATEIBHOIO HAINPABICHUS, YTBEPXKACHA
nekaHoM (akynbreta. Cxema pacyeToB JOBOAWUTCS 10 CBEJCHMS CTYIEHTOB Ha IEPBOM
3aHATUU O JaHHOM aucuuiuiiHe. CxeMa pacueToB SIBISIETCS COCTaBHOW 4acThio paboueit
IPOTrpaMMbl JTUCIMIUIMHBI U COAEPKUT MHPOPMALIMIO M0 U3YUSHHIO JUCLUIUIMHBL, YKa3aHHYIO
B [lomoxkeHun o OaUIBHO-PEUTHHIOBOM CHUCTEME OIEHKH 3HaHUM OOydJarommxcs B
PAHXul'C.

Ha ocnoBanum m. 14 IlonoxkeHus: 0 OaJUTBHO-PEHUTUHTOBOW CHUCTEME OLEHKM 3HAHHNA
obyuaromuxcsd B PAHXul'C B uHCTUTYTE NpUHSATA Cleqyolas 1IKana IepeBo/ia OLEeHKH U3
MHOTO0AJUTBHOM CUCTEMBI B MATHOATITEHYIO:

PacdeT uTOroBoii peUTHHIOBOM OLIEHKHU

Taonuua 7
Koau4yecTBo 6a/1;10B Onenka
NPONHUCHLI0 OykBOM
96-100 OTIIMIHO A
86-95 OTJIUYHO B
71-85 XOPOIIO C
61-70 XOPOILO D
51-60 YIOBJIETBOPUTEIBHO E
Onucanue cucmemul OUeHUBAHUS
Tabauua 8
Oyenounvie Tokazamenu Kpumepuu oyenxu
cpedcmea OYEeHKU
(hopmwi
mexKyujeco u
npoMeHCYyno4Ho2
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0 KOHmMpOs)

VYcrHblit onpoc
(o Bompocam
JUIS yCTHOTO
oIpoca Ha
CEeMMHapax)

KoppektHocTs u
MOJTHOTA OTBETOB

[lonHb1il, pa3BepHYTHIN U MOAKPEIIEHHBIN SI3bIKOBBIMU
pUMepaMu OTBET — 2 Oaia

HemouHerit otBeT — 1 Gayn

HegepHerii oteT — 0 Oaio

Pedepar

® aKTyalbHOCTb
MPOOJIEMBI M TEMBI

e T[IOJHOTA W TIyOHMHA
PACKPBITHS OCHOBHBIX
TOHATHH TPOOIIEMEI

e yMeHue paboTarh C
JIUTEPATYpPOH,
CHCTEMAaTH3UPOBATh U
CTPYKTYPHPOBATh
Mmarepuan
TPaMOTHOCTh U

KyJbTYypa U3JI0KEHUS

e HOBHU3HA NPOOJIEMbI Max - 5 6ayuIoB

® CTEMNEHb PACKPBITHS CYIIHOCTH MPOOJIEMbI max - 5
0aioB
e 000CHOBaHHOCTH BHIOOpA HCTOYHHKOB Max. — 5 OaJIoB

e coOmroneHue TpeboBaHuil Kk opopMIIeHHIO. max - 2
6aioB
MaxkcumanabHOe Kon4ecTBo 0amioB — 10.

3adeT ¢ OLEHKOM

KoppektHocTs 1
MOJTHOTa OTBETA C
ONopoi Ha
TEPMHHOJIOTHIECKUI
anmnapar JUCUUILUIUHBI

[TosHBII WITFOCTPUPOBAHHBIN OTBET U 3AILMIIECHHBIN IPOEKT
— 8 GamutoB

HenoxHbI OTBET C 3alIUIIEHHBIM ITPOSKTOM — 6 0aJuIoB
Henonserii oTBeT 1 HeopaOOTaHHEIHA MTpoeKkTa — 3 Oaa
HemnosHblit oTBET M 0TCyTCTBHE NpoekTa — O aisioB

B cnydyae mpuMmeHEHHS TUCTAHIIMOHHOTO PEXHMMa MPOMEXKYTOUHOW aTTECTallMd OHA
MPOBOJUTCA  cleayronmM obpasoMm: yctHo B JIOT/mucbMeHHO C  TPOKTOPUHTOM/
TECTUPOBAHUE C MPOKTOPUHTrOM. JIIs yCHemHOro OCBOCHHSI Kypca ydamemycs
PEKOMEHIYETCA 03HAKOMUTBLCA C JINTEPATYpPOH, pa3MelIeHHON B pasjene 6, U MaTepuaiamu,
BbLTIOKeHHBIMU B JIOT.

6. MeTonuueckue MaTepHuaJbl 110 0CBOCHUIO JTUCHUIIIMHBI

YcTHBIN onpoc. DTOT BUA PabOTH MPEIYCMOTPEH HA CEMHUHAPCKUX 3aHATUSX U BKIIIOUAET
B ce0sl OTBETHl HA BOMPOCHI M OTBETHI NMPH MpoBepke 3anaHuidl. CTyIeHTH paclpenessioT B
rpymnre BOMPOCH U3 CIMCKa BOIMPOCOB JJIsi 0OCYXJIEHHUS B IJIaHE Ka)XJI0ro CEMHUHApPCKOIO
3aHATHA. OTBET HAa BONPOC JODKEH OBbITh KpPaTKUM, MO CYIIECTBY M, KaK IPaBUJIO, HE
MPEBBIIIAIOIIMM 3-X MHUHYT MOHOJIOTMYECKOH peun. ['OTOBUTBHCS K YCTHOMY OIPOCY IO
IUIaHaM CEMHHApOB CJIEAYET 0 CIUCKY OCHOBHOHM M JIOMOJHUTENbHOM nurepaTypbl. OTBET
CTyJICHTa MPHU MPOBEPKE MUCHMEHHOTO TOMAIIIHETO 33a/JaHus U3 MJIaHa CEMUHAPCKOTO 3aHSATHUS
ABJIETCS Pa3HOBUAHOCTBIO YCTHOro ompoca. Ha cemMuHapckux 3aHATHAX —Takke
MPEyCMOTPEHBI JOMOJHUTEIbHBIC, KpOME JOMAIIHEeH paboThl, 3aaHusl, coOOeCe0BaHUE IO
JIOTIOJIHUTEIIbHBIM BOIIPOCAM U JOINOJIHUTENIBHBIM 33JaHUSIM Ha CEMHHAPCKHUX 3aHATUAX
paccMaTpuBaeTCs Kak yCTHBIN OIMpoC.

CamocrosiTenbHass BHeayAUTOpHAs paboTa Mo JUCIUIUINHE MPETyCMaTPUBACT:
1) pa3spaboTka mpoekTa (MakeT ra3eTbl/’)KypHaja) B TBOPYECKOW TpyIIe ¢ TOCICIyIONICH
yOJIMYHON 3aIIUTON MPE3ESHTAIUH POCKTA.

3amuTa npoekToB. CTyAEHTHI pacIpeesIFOTCS Ha TBOPYECKUE TPYIIIBI 110 5 YEJIOBEK U
CaMOCTOSITEJIbHO TOTOBSIT MPOEKT NEPUOANUECKOT0 U3AAHUS IO CAMOCTOSITENIbHO BHIOpAHHOM
tematuke. [lo MaTtepuanaM 3Toil pabOThl CTYAEHTHI TOTOBAT MPE3EHTALIUIO-0TYET, C KOTOPOH
BBICTYIIAIOT HA MyOJIMYHOW 3aIlMTE MPOEKTa HAa ceMUHapckux 3aHATusAX Ne 3-4. PermameHt
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JUISL 3aIIUTHI MPOEKTa — 15 MUHYT. YYAaCTHUKM NPOEKTHOW TPyNIbl MOJYy4arOT OJUHAKOBOE
KOJIMYECTBO OaJlJIOB 3a 3alIUTY MPE3eHTALNUU-TIPOEKTA.

Bonpocul ona camonposepku:
Tema 1. Cospemennnlii nepconanvuulit Komnvromep. Cocmag u Ha3HaueHue OCHOBHHIX
ycempoiicme. Texnuka 6e3zonacnocmu npu padome ¢ KOMRbIOMEPOM.

1. IlepBOoHayaIbHOE 3HAKOMCTBO C KOMIIBIOTEPOM.
2. N3yueHrne KOMIIOHEHTOB KOMITBIOTEPA.
3. Onepannonnas cucreMa Windows. 3HakoMCTBO ¢ HHTepdeiicom.

Tema 2. IIpozpammnoe obecneuenue komnsromepa. Onepayuonnwie cucmemot. Hx
Haznauenue. Daitnosas cmpykmypa.

1. 3amyck u 3aBepiieHne paboTel mpuoxkeHnit. Pabora ¢ okHamu.

2. Crannaptablie nporpaMMmbel Windows: TEKCTOBBIN pefakTop biokHOT, rpadudeckuit
penakrop Paint, Kampkynstop.

3. Co3nanue u coxpaHeHue ¢aisios.

4. Pabota co cripaBoyHOI CHCTEMON U MEHIO TIPOTPaMM.

5. dopmMa OTYETHOCTH: pe3yJIbTaT CAMOCTOSATEILHOW PabOThI TPOBEPSETCS Ha 3a4eTe.

OreHrBaeTCsi CKOPOCTh TeYaTaHus U 0€30MMO0YHOCTh Habopa.

Tema 3. @yukyuu u 603moxncrnocmu onepayuonnoii cucmemst Windows. Ocnoenvie
nonamusa. Ctannaptasie nporpammbl Windows. CripaBounast cuctema Windows. [Touck
¢aiinoB 1 namnox .

I. [Iporpamma I[IpoBoanuk. 3anyck. PaGorta ¢ nepeBom narox.

2. Co3nanue HOBBIX nanok. Konuposanue, nepeuMeHOBaHuUE, IEPEMEIIECHUE, yIaTIeHUE
¢aitioB U marnok.

3. CoiictBa aiina. Pabora ¢ rpynmoii ¢aiinos. Pabora ¢ cereBsiMu nankamu. Pabora ¢

BHEIITHUMH HOCHUTEIISIMU UH(POPMAITUH.
Tema 4. Cnenoit decamunanvyegvlii Menoo neyamu Ha KOMnoviomepe
I. Hcropust MammMHONKCH.

2. [TpaBuia paGoThl Ha Ki1aBUaType OYKBEHHOTO U IudpoBoro Habopa. Crenoi
JECATUTIANIBIIEBBIA METOI M HCTOPHS €T0 CO3JIaHMSI.

3. Pacnonoxxenue xinasuul. [lo3unum npaBoi U J1€BOHN PyK.

4. Pacnipenenenue knaBum Mexay naiablaMu.

5. BapuaHThI KJIaBHaTypHBIX TPEHAKEPOB.

Tema 5. /lenonpouszeoocmeo. Texcmoswiii npoyeccop Word.

1. OOure nmpaBuiIa 0pOpMIICHHS Pa3InYHbIX HAOOPHBIX paboT U CITy>KEOHBIX
nokyMeHToB. [IpaBuna opopmnenus BKP u kypcoBsIx.

2. Co3nanue U peJakTHPOBAHUE TOKYMEHTA.

3. PaboTa ¢ cymiecTByOIUM JOKYMEHTOM.

4, Nutepdeiic Microsoft Office Word 2010. JlenTa, Bkiaaku, rpynmsl, 3Hauku. [lanens

osicTporo noctyna. Hactpoiika mapamerpoB nporpammbl. HacTpoiika naTepdeiica padbouero
OKHa.

5. CrpykTypa nokymeHnTa. BBoja Tekcra. Y craHOBKa BEIpaBHHBAHHMS, OTCTYTIOB U
MHTEpBAJIOB B ab3anax. Pabora ¢ pparmenramu Tekcra. [Touck u 3amMmeHa pparMeHTOB TEKCTA.
Pacmmpennsrii nouck. KomnupoBanue, nepeMenieHye 1 yajieHue pparMeHToB TEKCTa.
ITpoBepka oporpaduu. ABrozameHna, Ha3HauUCHHE CIMCKa aBTo3aMeH. [IpeaBapuTenbHbIi
MIPOCMOTP JAOKyMEHTA.

6. BcraBka HOMEpOB CTpaHHIL, JaThl CO31aHUs JOKyMeHTa. BcTaBka pa3pbIBOB
CTPAaHMIIBI.
7. OneMeHTH! GopMaToB TokKyMeHTa. DopMaTHpOBaHKE TEKCTA HA YPOBHE CUMBOJIOB.

dopmaTupoBaHHe TEKCTa Ha ypoBHe ad3anes. dopmaTtrpoBanue no odpasmy. Crunm.
Pabota co ctmiissmu nokymenTa. [IpocmoTp cnimcka ctuneil. dopMaTHpoBaHUE CTPAHUIIBI.
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8. OOpamiieHue u 3amnoIHeHUe TekcTa. Vi3aMeHeHne peructpa i u300pakeHust OyKB.
Crnucok. Tumnel ciuckoB. @opmaTrpoBaHue cUcKoB. Mcnonp3oBanue Ta0yisaTopoB.
Konounku. [Tapamerpsl cTpaHuiipl. 3aiaHue NapaMeTpOB CTPAHUIIBL.

9. KonOHTUTY Bl CHOCKM U TPUMEUYaHUs: Ha3HAYEeHUE, BUbI, CIIOCOOBI CO3JaHUsl.
Co3znanue npe3eHTanun

Tema 6. Penaxkrop npesentauunii Power Point

1 3amyck Microsoft Power Point

2. Br160op criocoba cozmanus npe3eHTaum

3. Coznanue npeseHTanuu ¢ nomouso Macrepa ABTocoaepKaHusl.

4 PenaktupoBanue TekcTa nmpe3eHTaluu

5 PexxnMbl mpocMoTpa

Pabota c nmpe3zenTarueit

6. Co3anue npe3eHTauy ¢ HOMOIIBIO 11abIoHa opopMIIeHHUs
7. BBox TekcTa B ciaiin

8. Co3znanue cnaiina

9. BceraBka cnaiijoB U3 Apyrux Mpe3eHTanum

10.  Peopranuzanus ciai10B B IPE3€HTALUU

11. BBox 3aMeToOK K cnaiinam

12. Co3znanue narnku JUisi COXpaHEHUsI IPE3EHTauN

BcraBka nHdopmaiyu B pe3eHTaIo

13. HN3MmeHnenne Makera ciaiga

14. Bcraska ximmna

15. N3menenue pa3MepoB pUCyHKa

16. N3meHeHne 1BeTOB pUCyHKa

17.  BcraBka u ¢popMaTupoBaHue TAOIUIIBI

18.  Bcraska Tabauus Microsoft Word

19.  BcraBka nquarpamMmel Microsoft Excel

20. BcraBka u popmarupoBanue quarpammsl Microsoft Graph
21.  BcraBka u MoIuGUKaIM OpraHU3alMOHHON JUarpaMMel
22. BceraBka u Mogudukams aparpaMMbl

23.  BcraBka pucyHka

ITpomexyTrounas arrecraims B cucteMe JIOT. KoncynbTanus K 3a4eTy MpoOMAeT B BUJIE

oHnaiH-BcTpeun B mnpuinoxkeHun Office 365 «Teamsy. Ilpunoxenue pexoMeHAyeTCs
YCTaHOBUTH JIOKaIbHO. CTYAEHT JOJDKEH BOWTH B CHUCTEMY C TOMOINBIO YUETHOM 3amucu
Office 365 PAHXul C, uro0Ob1 o6ecnieunTsh 0a30BYI0 IPOBEPKH JTUYHOCTH.

3auer OyneT MpoxoauTh B (hOpMe YCTHOTO OMpoca MO CHUCKY BONPOCOB Ui 3a4eTa U
BBITOJIHEHHSI O/THOTO MPAKTUYECKOTO 3aaHuUsI.

Jns obecrieyeHus: BUACO- U ayAMO CBS3M Ha MEPOIPHUSITHH CTYAEHT JOKEH HUMETh
KaMepy ¥ MHUKpPO(OH, MOAKIIOYEHHbIE K €r0 MEePCOHAIBHOMY KOMIIBIOTEPY, IUIAHILET MU
cMapTdoH.

OrcyTrcTBHE 'y  CTyZE€HTAa TEXHHYECKMX BO3MOXHOCTEH paccMaTpUBaeTcs  Kak
yBaXUTeNbHas mpuuuHa. [Ipyu 3TOM cpoku MpoBe[eHHs 3a4eTa MOTYT ObITh IIEPEHECEHBI 10
3asBJICHUIO CTYJCHTAa Ha MM JieKaHa (pakyibTeTa Ha IMEpPUOJ TOC/IEe OKOHYAHHS peKuMa
MTOBBIIIEHHONW TOTOBHOCTH.

3a 10-15 MMHYT 10 yKa3aHHOT'O BPEMEHH Hayajaa MEpOIPHSITUS CTYIEHT JOJKEH BBINTH
Ha cBs3b. EMy He00X0uMO MPUTrOTOBUTH MACHOPT [ MACHTU(UKALIUN JTUYHOCTH.

B Xone mNOArOTOBKM OTBETa CTYAEHT JOJDKEH BKJIIOUUTH CBOM MHKPO(QOHBI H
BUJeoKamepbl. Bupeokamepy HeEoOXOIUMO HAaNpaBUTh TakK, 4TOOBI ObUIM XOPOILO BHJIHBI
JUILO U pyKHu cTyeHTa. CTyAEeHT JOJDKEH CIIe10BaTh PEKOMEHAAMSM NIPENOJaBaTENs.

B caywae ecnam  gedcTBUSL CTyJeHTa HE JalOT BO3MOXHOCTH IPENOJIaBaTENIo
KOHTPOJMPOBATh IMpolecc JTOOPOCOBECTHOTO BBIMOJHEHUS CTYJICHTOM 3aJlaHuil 1ocie
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IIOJly4YEHUsl 3aJaHusl JJIs 3a4eTa, NpernojaBaTellb UMEET IPaBO BBICTABUTH OLIEHKY «HE
3a4TEHOM.

B cnydae c6oeB B paboTe 00OpyJOBaHUS WM KaHala CBS3M Ha MPOTsHKeHHU Oozee 15
MUHYT CO CTOPOHBI NMPENOoIaBaTest TMO0 CO CTOPOHBI CTYJIEHTA, IPEINO0/IaBaTelb OCTaBIISIET 3a
co00 MpaBo MEPEHECTH MPOBEICHUE UCIIBITAHUS HA JIPYTOM JIeHb.

[TogamuiIbHBIN COMCOK MOATPYMI JJIsl aTTECTAllUK OIJIAIIAETCS MOCJEe KOHCYJNbTALUU K
3ayery.
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7. YueOHas auTeparypa u pecypcbl HHPOPMAIHOHHO-TEJIeKOMMYHHKAIIMOHHOH CeTH
HNurepuer

7.1. Ocnosnasn numepamypa
1. BonkoBa M.B. Madopmartuka /yisi TyMaHUTAPUEB: YIEOHUK M IPAKTUKYM IS

akajeMuueckoro Oakanaspuara. — MI'Y. — DnextpoH. gan. — M.: FOpaiit, 2016.
(http://idp.nwipa.ru:2048/login?url=http://www.biblio-online.ru/book/170F1E70-CC31-
47C1-B77C-393F07613B2D)

7.2. [lonoanumenvnas numepamypa

1. Anemmn, Jleonna Uneru. KomnbroTepusiit Buneomontax / JI. . Anemun. - M. :
®OPVM, 2016. - 175 c.

2. 3narononsckuid, mutpuit Muxaitnosuy. 1700 3ananuii mo Microsoft Excel. — CI16.: BXB-
[TetepOypr, 2016. (http://idp.nwipa.ru:2048/login?url=http://ibooks.ru/reading.
productid=18395)

3. JInotin, Wen. Cosmait cBoii Be6-caiit ¢ momomnpro HTML u CSS. — CIT6.: [Turep, 2013.
(http://idp.nwipa.ru:2048/login?url=http://ibooks.ru/reading.php?productid=338618)

4. Makaposa H.B. IIpaktukym no unpopmartuke [DeKTpoHHBIH pecypc]: yued. mocobue s
By30B. — CIIG.: ITutep, 2012.

5. CrenanoB, Anatonuii Hukonaesnu. MHpopmaTuka: 6a30Bblil Kypc /Ui CTYACHTOB
rYMaHUTap. CHeUalIbHOCTEN BbICIIL. yuel. 3aBeileHui: [171s1 0aKaJaBpoB U CHELUAIUCTOB]. —
CII6.: [Tutep, 2015. (http://idp.nwipa.ru:2048/login?url=http://ibooks.ru/reading.php?
productid=344869)

6.Po6con, Dmuzader. M3yvaem HTML, XHTML u CSS, 2-e uzn. — CII0.: [Tutep, 2014.
http://idp.nwipa.ru:2048/login?url=http://ibooks.ru/reading.php?productid=342692

7.3. Hopmamuenusie npagogvle 00OKyMeHmul U UHAA NPABOGAS UHPOPMAUUS

HpI/I HU3YUYCHUHN JUCHUITIIMHBEI HOPMATUBHO-IIPABOBBIC JTOKYMCEHTBI HE UCITIOJIB3YOTCA

7.4. Humepnem-pecypcot

Bo03M0XHO MCTIIOJIB30BaHUE, KPOME BBILIEIEPEUNCIEHHBIX PECYPCOB, U APYTHUX JIEKTPOHHBIX
pecypcos cetu HTEpHET.

DneKTpoHHas BepcHsl poccuiickoro xypHana «Kypuanuct» http://www.journalist-virt.ru/
bubnuorexka IlenTpa »skcrpemanbHOll kypHamucTuku Coroza KypHanuctoB Poccun
http://www.library.cjes.ru/

bubnmoreka xypHanmcta http://journalism.narod.ru/index.html

bubnuoreka HEOPHUIHATEHOTO canra ¢bakynpTeTa KYPHAIUCTUKU MI'y
http://www .journ.ru/library/
Jlo30BCKkHit b.H. Kypnanucruka: KpaTKHUi CJI0Baphb

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

Caiit pakynbreta x)ypHamuctuku bBI'Y http://www.zhurfak.edu.by/

MenuaCrpyT http:/www.mediasprut.ru/

Bcemupnas razetrHas accouuanus http:/ www.wan-press.ru/)

Ilopran  Hayusnbix  ucciaenoBanuii CMMU  ¢akynabrera  xypHamuctuku  MIY
http://www.mediascope.ru/

10. UucTuTyT pasBuTus npeccsl http://www.pdi.ru/
11. Uucruryt [loitaTepa http://poynter.ru/
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7.5. Huwvte ucmounuxu

C3U1YVY pacnonaraer AOCTYIIOM uepe3 cailT HayyHou Oubmmoreku http:/nwapa.spb.ru/
K CJICYIOLTNM IOIMTHCHBIM 3JIEKTPOHHBIM PEeCypcam:

Pycckoazviunsie pecypcol

DnexmponHvle yuebHuKu EKTPOHHO - onbmoTeuHol cuctemsl (OBC) «Aiidyke»
DnekmponHvle yyebOHuxu MEKTPOHHO — OubmuoreuHoii cuctemsl (IbC) «J/IaHb»
Hayuno-npaxmuueckue cmamou no ¢uuancam u meneddcmenmy VI3gaTenbcKoro
noma «budanoreka I'pebeHHNKOBA)Y

Cmamvu u3z nepuooudeckux uz0anuil N0 0OWEeCMBEHHLIM U 2YMAHUMAPHLIM HAYKAM
«Hct - Bbio»

Duyuxnoneouu, crosapu, cnpasouHuku «PyopuKkoH»
Ilonuvie mexcmul Ouccepmayuti u asmopeghepamos JiieKTpoHHasi budamorexa
duccepranmii PI'b

AH2noazviuHble pecypcol
EBSCO Publishing - docmyn x myasmuoucyuniunapHoim noiHoOmeKcmosvim 6azam
OGHHBIX PA3IUYHBIX MUPOBbIX U30AMENbCME NO OU3Hecy, IKOHOMUKe, QuHaHcam,
Oyxeanmepckomy yuemy, 2yMAHUMAPHbIM U eCMeCmEeHHbIM 001acmam 3HAHUL,
pegepamam u NOaAHLIM MeEKCMAaM NYOIUKAYULI U3 HAYYHBIX U HAYYHO-NONYJIAPHLIX
JHCYPHATO8.

10. Emerald- kpynueiiwee mupogoe u30amenvCcmeo,  CHeYUuaIuupyroujeecs Ha

9NEKMPOHHBIX ICYPHALAX U OA3AX OAHHBIX NO IKOHOMUKE U MeHedxcmeHmy. Hmeem
cmamyc — OCHOBHO20 — UCMOYHUKA — NpOGeccUuoHAnvbHou  uHngopmayuu 07
npenodasameiiet, ucciedosamenell U CHeYuaIucmos 8 001aACmu MeHeOHCMeHmA.

8. MarepunajbHoO-TexHHYecKasi 6a3a, HHPOPMALMOHHBIE TEXHOJIOTMH, IPOTPAMMHOE
obecrnieyeHue 1 HHGpOPMAIMOHHBIE CIPABOYHbIE CHCTEMbI

Kypc BkitouaeT ucnonpzoBanue nporpaMmmuoro odecneuenust Microsoft Excel,
Microsoft Word, Microsoft Power Point, Adobe Indesign, Adobe Photoshop myis moaroroBku
TEKCTOBOTO U TaOJIMYHOI0 MaTepHaia, rpaduuecKux WLTIOCTPALNii, MAaKETOB BEPCTKU U T.J.
MeTto b1 00y4YeHHMsI IPEATNONAraloT UCIOIb30BaHNE UH(POPMALIMOHHBIX TEXHOJIOTUN
(KOMIIBIOTEPHOE TECTUPOBAHUE, JEMOHCTPALIUS MYIbTUMEAUUHBIX MAaTEPUATIOB).
3aneiicTBOBaHbI IHTEpHET-CEPBUCHI U AIIEKTPOHHBIE PECYPCHI (TOUCKOBBIE CHCTEMBI,
3JIEKTPOHHAS [T0YTa, NPOPECCUOHATIbHBIE TEMAaTUYECKHE YaThl U (POPYMBI, CUCTEMBI Ay JHO U
BUICO KOH(DEepEeHIINH, OHJIAITH SHIIMKIIOTIC TN, CIIPABOYHUKH, OMOIHMOTEKH, SIIEKTPOHHBIE
y4eOHbIe U Y4eOHO-METOANUECKHUE MaTepUasbl).

Komnbrorepubie 1 ”HGOPMALMOHHO-KOMMYHHKATHBHBIE CPEACTBA.
TexHuyeckue cpeacTBa 00yueHus.

Tabauuya 9

Ne HanmenoBanue

1/

1. Crnenuanu3upoBaHHbIe 3aJbl s TPOBENEHUS JIEKUMH, 00OpYyIOBaHHBIC
MYJIBTUMEAUNHON TEXHUKOHM, IIO3BOJSIOIIEN JEMOHCTPHPOBATh MPE3CHTAMU W
IIPOCMATPUBATH KHHO U BUAECO MAaTepUAIIBL.

2. CrnenuanusupoBaHHass MeOeidb M OpPICPEeACTBA: AyJUTOPUU M KOMIIBIOTEPHBIE
KJIacchbl, 000pYI0BaHHBIE TIOCAI0YHBIMUA MECTaMHU

3. TexHnuueckue cpencra o0ydeHus: IlepcoHanbHble KOMIIBIOTEPBI; KOMIIBIOTEPHBIE

HPOEKTOPHI; 3BYKOBBIE JMHAMUKH; IPOTPAMMHBIE CPEJICTBA, 00ECIIECUNBAIOIINE TPOCMOTP

BusieodainoB B hopmarax AVI, MPEG-4, DivX, RMVB, WMV.
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Kommnerotep, ynosnerBopstomuii TpedoBanusim 10, I1O: ¢doropenakropsl, BeO-
PeIaKTOphl, AN3aHH-IPOTrPaMMBbI, BUIEO U 3BYKOBBIE PETAKTOPHI
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