[loKyMeHT NoAnucaH NpoCToil 3NeKTPOHHOM NOANMUCHI0
NHbopmaums o Bnagenbue:

HO: Angpei ﬂ@%ﬁ%‘iﬂ@ﬂ‘ﬂﬁ% rocyaapdTrBeHHoOe OI0M:KeTHOE 00pa30BaTeIbHOE
[LoMKHOCTb: AMPEKTO

lara nogwcats: 15.102025 01210 IPE/KAEH e BbICIIEro o0pa3oBanus
Yrukanchsiii nporeMGEC CHUUCKASA AKAJIEMUS HAPOJHOT'O XO35AUCTBA

880f7C07CS83b07b775f6604a630281M3FW€YJIAPCTBEHHOﬁ CAYIKBbBI

ITPU IPE3UJIEHTE POCCUMCKOM ®EJEPAIIN»

CEBEPO-3ATIAJTHBIA HHCTUTYT YIIPABJEHUA — ®UJTUAJ PAHXul'C

DaKyIbTET CONMATBHBIX TEXHOJIOTHUNA
YTBEPXJIEHO

Hupexrop C3UY PAHXul'C
XnytkoB A /L.

ITPOI'PAMMA BAKAJIABPUATA

TejepaanoKypHAJIUCTUKA

(HaumeHnoBaHue 0OPA308aMeENbHOU NPOSPAMMbL)

PABOYAS ITPOI'PAMMA JIUCIUIIVINHBI,
peajm3yeMoii 0e3 NpuMeHeHH s 3JIeKTPOHHOI0 (OHJIalH) Kypca

b1.B./1B.04.02 «KoMnblOTepHOE PeIAKTUPOBAHUE)

(k00 u Haumenoganue PII/])

42.03.02 «KypHanucTuka»
(KOO u HauMeHOBaHUe HanpasieHus N0O20MOoBKIL)

OYHai
(chopma obyuenus)

I'ox mabopa — 2025

Cankr-IlerepOypr, 2025 r



ABTOpP—COCTaBHTEJIb:
Kanp. xyapTyposioruu, 101eHT
Kadeapsl KYPHATUCTUKNA U METMAKOMMYHHUKAIUH Tpudonos O.N.

3aBeayronuii kadenpoit )KypHaAITUCTUKH U MEAMAKOMMYHHUKAIIUHA
1.QUIoI.H. Kum M.H.

PITJ] «KommproTepHOe peJakTHpOBaHKE» B HOBOW pelaKIK 0JJ0OpeHa Ha 3acelaHuN
Kadeapsl KypHATHCTUKA U MearnakoMmyHuKauil. [Tpotokon ot Ne 3 ot 20 mapra 2025 .



COJEP)KAHUE

1. IlepeyeHb IUTAHMPYEMBIX pPE3YJNbTATOB OOYYEHHA MO JAMCLUIUIMHE,
COOTHECEHHBIX C IUIAHUPYEMBbIMH pe3yJbTaTaMU OCBOEHHUSI 00pa30BaTEbHOU

TIPOTPAMMBDBL. ... .etvteeeeeaneutereeeeessaesaeeeeseaannsseeessasanssseeessasssssseeessssasssaeessssnssneessssnsnssssnens 4
2. O6bem u Mecto AUCHUIITUHBL B CTPYKTYpE OII BO......ooviiiiiiie, 5
3. ConepKaHUE U CTPYKTYPA TUCIIUATIIIHHBL. ....cceeeeerrrereeeesirrieereeeeeeeeeeeaeaeeaeeaeaeeaaaanns 5
4. Martepuaibl TEKYIIETO KOHTPOJS YCTIEBAEMOCTH O0YUAIOIIHUXCS. . .veeenvvreeeennnnnen. 9
5. OueHouHbIE MaTEPHUAIIBI TPOMEXYTOUYHOM aTTECTALUU MO AUCLUIUIMHE. .......... 13
6. Meronnueckue MaTepraiibl IO OCBOCHUIO JUCIUIUIAHBL. ........ccervreeernrreeennnnnne 16

7. YuebHas nurepaTypa U pecypchl HHPOPMAIIMOHHO-TEIEKOMMYHUKAITMOHHON

(o n 4 05 U] o) (3 NP 18
7.1. OCHOBHASL TUMEPDAIMYP.......c.eeeeeeeee e eeeee et ettt e e sitte e e sbeee e s 18
7.2. JJOTIOTHUTEIIBHAS JIATCPATYP A v vveeeeennrrreeeesannrrreeeesasssssreeessssssssreeessssssssseseeeeees 19
7.3. HopmamugHvle npagosvle 00KyMeHmbl U UHASL NPABO8As UHDOPMAYUAL.......... 19
7. 4. THMEPHEM-PECYDCOL........vvveeeeeeiieeeeeeecieeee e ettt e e e e evaae e e e e e sataeeaa e e ensseeeees 19
7.5, HTHOIE UCTHOUHUKU. .......vvveeeeeeeiiieeeeeeeiieeeeeeeetaeeeeeessasaeaaeeeesssssssssssssssnsseeeeeeees 19

8.  MarepuanbHo-TexHuueckass  0a3a, MHGOPMAIMOHHBIE  TEXHOJOTHUH,
nporpaMmMHoe oOecrieueHre U UHPOPMaAIMOHHBIE CIIPABOYHBIE CUCTEMBI............. 20



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

NpOrpaMmbl

1.1.  Jucuuninna b1.B.JIB.04.02

«KomnproTepHoe

PECAAKTUPOBAHUCH

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

JOUCIHUIIIUHBL:
Taonuua 1
Koo Haumenosanue komnemenyuu  |Koo Haumenosanue KOMNOHEHMA KOMAEeMeHYuu
KoMnemenyuu KOMNOHEHMA
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

nyonmukanuit CMU
Opranm3anus  pabOTHI
nonpasnenenuss CMU

Ha ypoBHe ymeHuil:

HCKATh U BBIOMPATh aTbTePHATUBHBIC HCTOYHUKH HHPOPMAIIUH,
OCYIIIECTBILITh €€ TIPOBEPKY

Ha ypoBHE HaBBIKOB:
penaKTopcKoi paboThI;

e paboThl C TEXHUYECKUMU CPEACTBAMHU  IKYPHAIHUCTCKOU
JIESATENLHOCTH
2. O0beM U MecTO QMCHUILIMHBI B cTpykType OIl BO
O6bem aucummuimabl. OOmAs TPyHOEMKOCTh Kypca — 3 3adeTHbIX enunmi, 108
AKaACMHUYCCKUX YaCOB.
JuctmnnuHa  peanu3yercss € TPUMEHEHHEM  JHUCTAaHIIMOHHBIX  00pa30BaTEIbHBIX
texnoyoruit (nanee — JIOT).
Tabnuuya 3
Bun paboTst TpynoeMxocTb
(B akaj.gacax)
Oo0mast Tpy10eMKOCTh 108
KonrakTHasi padora ¢ npenogaBartejemM 38
Jlekuu 16
IIpakTuueckue 3aHATHA 20
JlaGopaTopHEbIe 3aHTHS -
[pakTHueckas MOATOTOBKA -
CamocTosiTe1bHasi padoTa 70




Koncynpramms 2

Kontpons -

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

Mecto aucuumiauebl. Yuebnas nucruruimHa (b1.B.JIB.04.02) «KommnbrorepHoe
peIaKTHpPOBaHUE» OTHOCHUTCS K BapUATUBHOM 4yacTH Mpo(ecCHOHATBHOTO MKIA JUCIMILIUH
IIPOrpaMMBbI CIELMATIUCTA 110 HampasiieHnto noarotosku 42.03.02 «Kypuanuctukay. /lanHas
JTUCIUILIMHA peaju3yeTcs 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.

3HaHUA, YMEHMSI U HAaBBIKH, IIOJyUYeHHBIE B Kypce « KOMIIbIOTEpHOE pelakTUpOBaHUEY,
UCIOJIB3YIOTCS CTYJEHTAMH TPHU BBIMOJIHEHUU BBIMYCKHBIX KBaIU(HUKAIIMOHHBIX PadOT U B
JATbHEUIIEH MpaKTUIeCKoi padoTe.

JlocTyn K cucTeMe NUCTAaHIIMOHHBIX 00pa30BaTENbHBIX TEXHOJOTUH OCYIIECTBISETCS
KaXIbIM  OOy4arolMMCSl CaMOCTOATENBHO C  JI0OOro  yCTpOWCTBA Ha  MOpTale:
https://Ims.ranepa.ru/. Ilaposib u JOTHH K JUYHOMY KaOWHETY / IPOQMITIO TTPEIOCTABISCTCS
CTYJECHTY B J€KaHaTe.

Bce ¢opMmbl Tekymiero KOHTpPOJS, NPOBOJAWMBIE B CHUCTEME JHCTAaHLIUOHHOIO
o0y4yeHHs, OLEHHBAIOTCS B CHCTEME TUCTAHIIMOHHOrO oOy4yeHus. JlocTym K BHIEO H
MaTepuasgaMm JEKIUN MpeAoCcTaBiIseTcsl B TeUeHHue Bcero ceMectpa. JocTyn K KaxaoMy BUIY
palboT M KOJIMYECTBO MOMNBITOK HA BBHINOJHEHUE 3a/IaHUS MPEIOCTABISIETCS HA OTPaHUYEHHOE
BpeMs COTJIACHO pEeTJIaMEHTy IUCHUIUINHBL, omyOnukoBanHoMy B CJ/1O. IlpemomaBarens
OLICHMBAET BBINIOJHEHHBIE OOydarommmcs paboTsl He mo3aHee 10 paboumx aHel mocie
OKOHYaHMS CPOKA BBITTOJHEHUS.

3. Conep:kaHue ¥ CTPYKTYpPa JMCHUILTHHBI

3.1 Yueono-memamuueckuii nnan

Tabauua 4
Obvem Jucyunaunsl (MOOYas), Hac.
Koumaxmmnas paboma Dopma
obyuarowuxcs ¢ meKxyue2o
Ne n/n Haumenosanue mem npenodasameien KOHMPOTA
Bcezo no eudam yuebnvix CP ycnesaemocmu'
3aHsmull NPOMEICYMOYUHO
JI/ | JIP/ | II3/ | K i ammecmayuu
JIOT | 4OT | JIOT | CP
Ounasn gpopma odyuenusn
CoBpeMeHHbII

MIEPCOHATBHBIN KOMIIBIOTEP.
CocTaB ¥ Ha3HAYEHHUE
Tema 1 o 18 4 4 10 YO
OCHOBHBIX YCTPOUCTB.
Texuuka 0€301IaCHOCTH MIPH

paboTe C KOMITBIOTEPOM.

OmneparioHHbIE CHCTEMEI.
Hx nasnauenue. Daitnopas 20 4 4 12 YO, P

CTPYKTYpa

Tema




Obvem ducyunaunsl (MOOYas), Hac.

Koumaxmmnas paboma Dopma
obyuarowuxcs ¢ meKywezo
Ne n/n Haumenosanue mem npenooasamesemn KOHMPOTH
Bcezo no eudam yueonvix CcP ycnesaemocmu
3aHAMUU NPOMENCYMOUHO
JI/ | JIP/ | II3/ | K i ammecmayuu
JI0T | AOT | A1OT | CP
QOunasn hopma odyuenusn
OYHKIUT U BO3SMOXHOCTH
OTICPAIIHOHHON CUCTEMBI
Windows. OcHOBHEIE
Tema MOHATHUA. CTaH.I[apTHLIe 12 12 VO, P
3. nporpammbl Windows.
CrpaBoyHas cucremMa
Windows. [Touck daiiios u
TIaTIOK
Tema Crnemnoit fecsTHIaIbIEBII
4 METOJI TIEYaTH Ha 16 4 12 YO, P
' KOMIIBIOTEPE
HenonpoussoacTso.TexkcToB
5T ema BI# Tiporteccop Word. 20 4 4 1 VO, P
6TeMa IIpenneuyaTHast moAroToBKa 20 4 4 12 YO, P
Koncynpranus 2
Koutpoas -
3adeT ¢ OIEHKOM
[IpomexxyTodHas aTTecTaus
Bcero (akanem.uyac./acTpoHoM.4ac.): 10;3 /8 162/1 295/1 70/54

2*- KoHCynbTalus BXOJUT B OOLIMI 00bEM KOHTAKTHBIX YaCOB TUCIMITIIHHBI
YO — ycTHBII onpoc

P — pedepar

3.2 Cooepirrcanue oucyuniunvl

Tema 1. Cospemennniii nepconanvhwiii Komnvromep. Cocmae u Ha3HAYEHUE OCHOBHBIX
yempoiicme. Texnuka 6e3onacnocmu npu pabome ¢ KOMRbIOMEPOM.

CoctaB W Ha3HAuYE€HUE OCHOBHBIX YCTpPOMCTB. TexHuWKa O0€30MacHOCTH TNpH padoTe C
KoMIbOTepoM. [lepBoHaYaIbHOE 3HAKOMCTBO C KOMITBIOTEPOM.

M3yueHne KOMIOHEHTOB KomiibioTepa. OmepaunuonHas cuctema Windows. 3HaKOMCTBO C
unrepdericom. Ilporpammuoe obecrneuenne kommbloTepa. OmnepanuoHHBIE CUCTEMBI. MX
Ha3zHaueHue. DailnoBas cTpykTypa. 3amyck U 3aBeplieHue padoThl mpuiioxeHuil. Pabota c
okHamu. Cosnmanue W coxpaHeHue ¢ainoB. Pabota co cmpaBOYHONW CHUCTEMON M MEHIO
nporpamM. CBoiictBa (aiina. Pabota c¢ rpymnmoii ¢aitnoB. Pabora ¢ cereBbIMH NHankamu.
PaGota ¢ BHEIIHUMHU HOCUTEISIMU HHPOPMAITHIH.

Tema 2. IIpocpammnoe ovecneuenue komnvromepa. Onepayuonnwie cucmemnlt. Hx
Ha3HnaueHnue. Daiinosas cmpykmypa



Hctopusa mammHonucu. [IpaBuna paboTsl Ha KiaBuaType OyKBEHHOTO U IM(PpPOBOro Habopa.
Crenoil aecATUNANBIEBBIA METOJ M HWCTOPUSA €ro co3faHud. PacronokeHue KIIaBHIIL.
Ilo3uuuu mnpaBol M JeBOM pyk. Pacnpenenenue kmaBuiml Mexay NaublamMu. BapuaHTb
KJIABUATYPHBIX TpeHaXepoB. ONKCcaHne CHMBOJIOB U «TOPSIYUX KIIABHIID).

M3yueHne KOMIbIOTEPHON KIaBHATYPBHI.

Kupunnuya

OcnogHoti (BTopoit) psax @BIBAIT-POJIIKD.

Bepxnuii (tperuit) pag MIIYKE-HITHI3Xb.

Hwxnuit (nepssiit) psang AYCMU-THBIO.

UYeTBepTslii psij KIaBUATYPhl — 3HAKU IIPETTMHAHUS.

Jlamunuya

OcHosHolt (BTopoit) psa ASDFG-HJKL.

Bepxuuii (tpetnii) paxn QWERT-YUIOP.

Huoxnuit (mepssiit) pag ZXCVB-NM.

Bepxuuii peructp kinaBuatypsl, knasumia Shift.

[IpakTHdyeckoe OBIIAJICHWE W COBEPIICHCTBOBAHUE TEXHUKH MEUATAHHUS C HCIIOJIB30BaHHEM
KOMITbIOTEPHOM 00y4arolieil mporpaMmmsl Stamina.

@dopma OTYETHOCTH: pe3yJbTaT CaMOCTOATEIbHONW pabOThl MpOBEpSETCS Ha 3ayeTe.
OueHnBaeTcs CKOpOCTh NeyaTaHus U 0e30HuO0YHOCTh Habopa.

Tema 3. @ynkyuu u 603m0x4cHOCMU Onepayuonnoi cucmemovt Windows. Ocnognuie
nouamusa. Cmanoapmmuute npocpammot Windows. Cnpasounasn cucmema Windows.
IHouck ¢haiinoe u nanok

OOmme mpaBuiaa O(OPMIICHUS Pa3TUYHBIX HAOOPHBIX pabOT M CIIy)KEOHBIX TOKYMEHTOB.
[TpaBuna odopmieHUs] KOHTPOJIBHBIX, pedeparoB, KypcoBbix pador u BKP. IlpaBuna
opopmileHHsT CcHHCKa JUCTepaTypel, OuOnmmorpaduyeckoe ommcanne OdopmieHHe
oubnuorpaduu (crannaptel). U3ydyenne TpeboBanuii ohopmiaeHus.

Texcmosbiii npoyeccop Word.
Co3znanue U peakTUpoBaHHE JOKYMEHTa. PaboTa ¢ CyIiecTBYIOUINMM JOKYMEHTOM.

HNurtepdeiic Microsoft Office Word 2010. Jlenrta, Bkiaaku, rpymnmbl, 3Ha4Ykd. [laHenb
obicTporo goctyna. Hactpoiika mapameTpoB mporpammbl. Hactpoiika unTepderica pabouero
OKHA.

CrpyxTrypa nokymeHTa. BBog Tekcra. YCTaHOBKa BBIPABHUBAHMS, OTCTYIIOB U MHTEPBAJIOB B
abzamax. Pabora c¢ ¢Qparmentamu Tekcta. Ilomck M 3ameHa (parMEeHTOB TEKCTa.
Pacimmipennsiii mouck. KonupoBanue, nepemeleHue U yjaieHue (parMeHTOB TEKCTa.
ITpoBepka opdorpaduu. ABTO3aMeHa, Ha3HAuUCHHE CIMCKa aBTo3aMeH. llpeaBapuTenbHbBIN
MIPOCMOTP JOKYMEHTA.

BcraBka HOMCEPOB CTpaHUIl, AaTbl CO3AaHNUA TOKYMCHTA. BcraBka Pa3pbIBOB CTPAHUIIBI.

OneMeHTsl (¢GopmaTtoB JoKymMeHTa. DopmaTHpoBaHHME TEKCTa Ha YPOBHE CHMBOJIOB.
dopmaTtupoBaHue TEKCTa Ha ypoBHe aO3aueB. @dopmarupoBanue mno odpasmy. Cruim.
Pabora co ctunsmu nokymenra. [IpocmoTp criucka ctusieid. @opMaTHpOBaHHE CTPAHUIIBI.

OOpamieHue U 3amoHeHue TekcTa. Vi3MeHeHue peructpa juisd uzo0paxkeHus Oyks. CIHCOK.
Tunsl cnuckoB. @PopmaTupoBaHue crnuckoB. lcnonb3oBanue TalynsaTopoB. KomoHku.
[TapameTpsl cTpaHuLbl. 3aJaHAE TAPAMETPOB CTPAHMIIBI.

Anroput™m BbiOOpa 1mabioHoB. Ilapamerps! crpanunbl U cTiiad. OdopMiieHne TUTYIBHOTO
mucta. Hymepanus crpanuun. HlpudroBsie BelaeNeHNs B TEKCTE: 3arojJ0BKH, 110J13ar0JI0BKH,
7



CHOCKH, TepeHOChl. KOJTOHTHUTYJBI, CHOCKM W MPUMEUYaHUs: Ha3HaueHUE, BUIBI, CIIOCOOBI
CO3/IaHuS.
Peoaxmop npezenmayuti Power Point

Co3znanue npezeHTanuu

3anyck Microsoft Power Point. BriGop cmoco6a co3zmanust mpesentanuu. CosnaHue
IIpEe3EHTAlMU ¢ ToOMoIIb0 Mactepa ABTOcoep)kaHus. PegakTupoBaHue TEKCTa PE3EHTALMU
Pexumbl npocMoTtpa. Pabora ¢ mpesenTtauueid. Co3anue npe3eHTalny ¢ MOMOLIbIo 1abaoHa
opopmiienusi. BBon Tekcra B cmaiia. Co3manue crnaiima. BeraBka cmaiiloB U3 JIpyrux
npe3eHTauuii. Peopranmzanus cinaiioB 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 Tabmumpl Microsoft Word. BceraBka
nuarpammbl Microsoft Excel. BeraBka u gopmarupoBanue auarpammbl Microsoft Graph.
BceraBka u  Moaudukanus OpraHU3allMOHHOM nuarpamMbl. BceraBka M Monudukaus
nuarpaMMbl. BctaBka pucyHka.

Cosznanue npe3eHTanuil 3 HeCKOJIbKUX CIAaiIOB.

3aoanue na camocmosmenvuylo pabomy. Iloarorosutrs npeseHtamuo PowerPoint.
TpeGoBanus: koauuecTBo cnaiiioB — 15. B mpeseHTanuu AOMKHBI OBITH MCHOJIb30BaHBI
CIICAYIOIINE DIIEMEHTBI: CXEMbI; pUCYHKH; TaOJIUIIbL; AUAarpaMMbl; (GOTO.

Tema 4. Cnenoit decamunanvyegvlii Memoo neyamu Ha KOMRovlomepe

Ucrtopust mammuonucu. [IpaBuna paboTel Ha kKiaBUaType OyKBEHHOTO U IIU(pOBOro Habopa.
Crnenoil pecsaTUNANBUEBBIA METOA M MCTOPUS €ro co3AaHus. PacrosnoxeHue KIIaBHIILL.
[To3uumu npaBoil u neBoM pyk. PacnpeneneHue KiIaBuIl MEXKIy MaibliamMu. BapuaHTbl
KJIaBUATYPHBIX TpeHaXepoB. ONMUCaHue CUMBOJIOB U «TOPSIYUX KIIABHIID).

M3yueHne KOMIbIOTEPHOU KIaBHATYPBHI.
Kupunnuya

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

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

[IpakTHyeckoe OBIIQJICHWE U COBEPIICHCTBOBAHUE TEXHUKHU MEYaTaHHUs C MCIOJIb30BaHHEM
KOMIIBIOTEpHOU oOyuarolel mporpamMmsel Stamina.

dopMa OTYETHOCTU: PpE3yJIbTAaT CaMOCTOSITEIbHON paboTBl TMpPOBEpSETCS Ha 3adere.
OneHnBaeTCs CKOPOCTh NeyaTaHus U 0e301uO0YHOCTh Habopa.



Tema 5. /lenonpouszeoocmeo. Texcmoegwiit npoyeccop Word.

OOmue mpaBwia OGOPMIICHHUS PA3TUYHBIX HAOOPHBIX PabOT M CIIy’)KEOHBIX JOKYMEHTOB.
[IpaBuna odopmiieHHs KOHTPOJIBHBIX, pedeparoB, KypcoBbix pador u BKP. IlpaBuia
opopmileHHsT CcHHCKa JUCTepaTypel, Oubmmorpaduyeckoe ommcanue OdopmieHue
oubnuorpadum (crangapTsl). M3ydenue tpedoBanuii oopmIIeHHUS.

Texcmosbiii npoyeccop Word.
Co3nanue U peakTHpoBaHUE TOKyMeHTa. PaboTa ¢ CyIecTBYIOIUM TOKYMEHTOM.

Wutepdeiic Microsoft Office Word 2010. Jlenra, BKiaaku, Tpymmbl, 3Ha4kd. [laHenb
osicTporo gocryna. Hactpoiika mapamerpoB mporpammsel. Hactpoiika nntepdeiica pabouero
OKHa.

Crpykrypa nokymeHTta. BBox Tekcra. YcraHOBKa BbIpaBHUBAHUSA, OTCTYIIOB U MHTEPBAJIOB B
a03amax. Pabora c¢ ¢Qparmentamu Tekcta. Ilomck M 3ameHa (parMeHTOB TEKCTa.
Pacmmpennsiii mouck. KomnupoBaHue, nepemellieHue U yJaneHue (parMeHTOB TEKCTa.
ITpoBepka opdorpaduu. ABTO3aMeHa, Ha3HauU€HHE CIMCKa aBTo3aMeH. lIpeaBapuTenbHbIN
IIPOCMOTP JAOKYMEHTA.

BcraBka HOMepOB CTpaHHIL, JaThl CO3/1aHNs TOKyMEHTa. BcTaBka pa3pbIBOB CTPAHHUIIB.

Onementsl (¢opMaroB AokyMeHTa. dopmarupoBaHHe TEKCTa Ha YPOBHE CHMBOJIOB.
dopmaTipoBaHue TEKCTa Ha ypoBHe aO3aneB. @DopmartupoBanue mo obpasmy. Crunm.
Pa6ora co ctusimu nokymenta. [Ipocmotp crincka ctueit. @opmaTupoBaHue CTPAHUIIBL.

OOpamieHue U 3amnoiHeHue Tekcta. ViaMeHeHue peructpa [uisd uzoOpakeHus Oyks. CIHCOK.
Tunsl cnuckoB. @PopmaTupoBaHue cnuckoB. lcnonb3oBanue TalynsaTopoB. KomoHku.
ITapameTpsl cTpaHuLbl. 3a1aHUE TAPAMETPOB CTPAHMIIBI.

Anroput™m BbiOOpa 1m1abiioHoB. [lapamerpsl crpanuibl U cTHIU. OdopMiIeHHe TUTYIBHOTO
mucta. Hymepanus crpanun. IlpudroBsie BbigeneHns B TEKCTE: 3aroj0BKH, MOJ3aroj0BKH,
CHOCKH, TepeHOChl. KOIOHTUTYJBI, CHOCKM W MPHUMEYAHUS: Ha3HAUYEHHUE, BHJbI, CIOCOOBI
CO3/IaHUS.

Peoaxmop npezenmayuti Power Point

Co3nanne npe3eHTanuu

3anyck Microsoft Power Point. BriGop cmoco6a co3zmanust mpesentanuu. CosnaHue
MPE3eHTalNU ¢ oMoIbio Mactepa ABTocoaep:kanusi. PerakTupoBaHue TeKCTa Mpe3eHTaluu
Pexxumbr mpocmotpa. PaGora ¢ mnpesentaunmeii. Co3gaHue MNPE3EHTAMU C MOMOIIBIO
mabnona opopmiienus. BBog tekcra B ciaiin. Co3ganue ciaiina. BectaBka cinaifioB U3 Apyrux
npe3eHTaunii. Peopranmzanus cinaiioB B npe3eHTanuu. BBoa 3ametok k ciaiinam. Co3naHue
MaIK JUisl COXpaHeHus npe3eHTanuu. BeraBka ungopmanuu B npe3enranuio. Mizmenenue
MakeTa ciaija. BeraBka kinmna. Mi3MeHeHue pasmepoB prucyHka. MI3MeHeHne BETOB PUCYHKA
BcraBka u ¢dopmarupoBanue Ttabnmmbl. BceraBka Tabmummsl Microsoft Word. BceraBka
nuarpammbl Microsoft Excel. BeraBka u gopmarupoBanue auarpammbl Microsoft Graph.
BcraBka u Momudukanus OpraHu3allMOHHOW auarpaMMbl. BceTaBka ©u  Moaudukanus
nuarpaMMbl. BctaBka pucyHka.

Coznanue npe3eHTauil U3 HECKOJIbKUX CIIAaloB.
3adanue na camocmosmenvhyro pabomy. lloarotoButh mpeseHTanuioo PowerPoint.

TpeGoBanus: koauuecTBOo ciaiiioB — 15. B mpeseHTanuu AOMKHBI OBITH MCHOJIH30BaHBI
CIICAYIOLINE DIIEMEHTBI:



e CXCMBI,

e PHUCYHKH;

e  TaOIUIIEL

e JIMAarpaMMBI,

e (orto.

Tema 6. llpennevyaTHasi NOArOTOBKA

K myOnukauuu, npuroToBieHHON K (POTOBBIBONY, JOJKHBI IpUIaratbesi Gpailisl
BCEX HMCHOJB3yeMBIX B Hel miutocTpanuii u mpudros. Ciaeayer THIATEIbHO CIEAUTH
3a MCIOJIb3yeMbIMU HIpugTamu. HekauecTBeHHbIe MIPU(THI — OJIHA U3 CAMBIX YaCTBIX
OpuYuH mpobieM mpu BbIBoAe nyOnukanuid Ha (ortoHabop. He ucmonp3yiiTe npu
BepcTKe cucTeMHbIX mpudroB. Crapaiitech uzberate TrueType mpudTtoB. Eciau yx
3TOr0 HE yJIaeTcs caeiaTth, CIeIUTE 32 TeM, YTOObBl UMEHA YCTaHOBJIEHHBIX B CHCTEME
PS u TrueType mpudrtoB He coBmananu. HMcnonws3ys atpubytel Bold, Italic,
Boldltalic, yoenutech, 4yTo mpu@Thl COOTBETCTBYIOUIUX HAayepTaHUH JEHCTBUTEIBHO
YCTAHOBJICHBI.

Bce 1Bera, ucnonbp3yeMble B MyOJIMKAILlUK, a TAK)KE B UMIOPTUPYEMBIX 3J€MEHTaX, JOJDKHBI
owTh 3amanbel B Mozenmn CMYK. He 3a0piBaiite ykaswsiBaTh co3faBaeMbiM Bamu mBetam
atpuOyT Process (coctaBHO#l). Jlisi mpencTaBieHHss O TOM, Kak 3aJaHHBIA IBET OydeT
BBITJISACTD [1OCJIE MT€YaTH, OJIb3YHTECh KaTaJIoraMy, a He IIBETaMHU Ha MOHUTOpPE, OCOOEHHO B
nmporpaMMax BepcTKU. Mcmonb3yiite nBera Pantone Tonbko Torjga, Koraa AEMCTBUTEIBHO
coOupaeTech HMCMONB30BaTh IMe4yaTh Kpackoil Pantone. byapTe BHHMATENbHBI C OOJBITUMHU
IUTAIIKAaMH YEPHOTO LIBETA.

[Tpu pa3paboTke Au3aiiHa CielyeT yUUThIBaTh MOTPEUIHOCTh MpPU 0Ope3Ke KpaeB MeuaTHOU
NpoAyKIMH. 3ajaBaiiTe B NporpaMMe BEpCTKH pa3Mep CTpPaHULBI PaBHBIM OOpPE3HOMY
dbopmaty Oynyuieit meyaTHOW mpoAyKUHMH. Bee ameMeHThl, KOTOpble UIyT HAaBbUIET, TOJIKHBI
BBICTYIATh 32 Kpas CTpaHuIbl myOiaukanuu Ha 3-5 mm. Takke crapaiiteck He pacronarath
3HaYUMBbIE JIEMEHTHI TyOJIMKalli1, HAPUMEP TEKCT, OJIMKe YeM Ha 5 MM OT Kpasi CTpaHHIIbI.
Crout cieguTh 3a pa3pellieHHEM pacTpOBBIX WLIOCTpanuid. Paspemienue pactpoBoro
M300paxkeHusl, MOMEUIEHHOro B MMyOJUKaluio, JOJDKHO B 1,5-2 pasa mnpeBOCXOIUTh
JMHUAATYPY BBIBOJA C YYE€TOM MacIITaOMpOBaHUsS B MpPOrpaMMe BEpCTKH (KCTaTH, ropasio
JAy4lle OSTUM He YBIEKaTbcs Jabbl HE 3almyTaTbCsl B Pa3pelICHUSX H300pakeHUil
OKOHYaTeNbHO). Pa3pemenne MeHee 1,5 nmUHMATYp BeAeT K MOTepe KauecTBAa M300pasKeHHUS.
Paspemienne Ooniee 2 nuHMATyp BeneT JHO0 K OECCMBICICHHOMY YBEIWYEHHIO BPEMEHH
pactepuszanuu Qaiina, 1160 K HEKOHTPOIUPYEMOMY MOHMKEHHIO Pa3peIIeHusl H300paxeHus
IIPOrpaMMOil BepCTKH pH coznanuu PS gaitna.

TexHo10rMs MOATOTOBKHM KYyPHAJIBHOM NpoayKunu B cucreme Adobe InDesign.
OcoOenHocTn nu3aifHa >KypHalmbHOM mpoaykuuu. CTpyKTypa >KypHajla U OCHOBHbBIE
aneMeHTbl odopmieHus. CeTKM M MOAYJIbHOE NPOCKTHPOBAHUE B JU3aifHE >KypHAJIOB.
Komnosumuss pasBopota. Pasmemenune wmmoctpanuii u  rpaduku. llpudroBeie wu
KOMITO3UIIMOHHBIE TpHeMbl odopmieHus. CrenuanbHble 3PQEeKThl. 3arojJoBKM M HX
odopmiieHne B KypHaje. TexHoIorus MakeTUpOBaHUS U BEPCTKHU KypHana B cucteme Adobe
InDesign.

TexHoI0rMsl MOATOTOBKH PEKJIAMHO-MH(OPMALMOHHOW NPOAYKUHMH B CHCTEMe
Adobe InDesign.

Bunel pexnamMHo-MHGOpMAMOHHON npoayKiuuu. OcoOeHHOCTH O(QOPMIICHHS PEKIAMHO-
MH(POPMALIMOHHON NMPOAYKIMHU. ByKIeT U 0COOEHHOCTH €ro MOATrOTOBKU. Buuel OykieTos.
Crpykrypa OykiieTa U OCHOBHBIE 3JIeMeHThl odopmiieHus. [luzailH u BepcTka Oykiera.
pudroBoe u KOMIIO3UIIMOHHOE OQopMIIeHHE. TEeXHOIOTUs MOATOTOBKH OyKJIeTa B CHCTEME
Adobe InDesign. Pexiamao-uHdopmaiimonHas JUCTOBKa. OCHOBHBIC 3JIEMEHTHI 0(OPMIICHUS.
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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 xone peanuzaumu aucuuminasl b.1.B./IB.4.1 «KomnbroTepHslit Habop, BepcTka U
PEIAKTHUPOBAHUE» HCIIOJIb3YIOTCS CIIEAYIOLIME METOJbl TEKYIIEr0 KOHTPOJIS yCIEeBaeMOCTU
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
yenesaemocmu

1. CoBpeMeHHBII  HEPCOHANBHBIA  KOMIBIOTEP.
CocTaB M Ha3HAUYEHUE OCHOBHBIX YCTPOMICTB.

YO
Texuuka  Oe3omacHocTH  Tpu  pabore ¢
KOMITBIOTEPOM.
2. OmnepaunoHHble cucTeMbl. Mx Ha3zHadeHue. vO.P
b

®daiinoBas CTpyKTypa

3. @OyHKIMM U  BO3MOXKHOCTH  OIEPallMOHHOM
cucrembl  Windows.  OCHOBHbIE  TIOHSTHS.
CraHgapTHbIE MIPOrPaMMBbI Windows. YO, P
CnpaBoynas cucrema Windows. [Touck ¢aiinos u
TIaTIoK

4. Cnenoi IecATHUNAIBIEBLI METOH I€YaTH Ha

YO, P
KOMIIBIOTEpE
5.  HenonpousBoactBo.TeKCTOBBIM MpOIIECCOp
Word. VO, P

6. IlpenmeyaTHasi MOATOTOBKA YO, P
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4.2. TunoBbie MaTepuaJbl TEKYLIEr0 KOHTPOJISI YCIIEeBAeMOCTH 00y4al0IIMXCS

Tunosvle 60npocwvl 01 YCMHO20 0npoca

1.  KoMnoHeHTHI KOMIIbIOTEpA U UX Ha3HAUEHUE.

2. TlporpammHoe obecrieueHue KommbloTepa. OnepaluonHbsle cucTteMbl. HasHauenune u
GyHKIHH.

3. ®@aiinoBas cTpykrypa ((aiin, THIBI QaiiioB, Manku, TOJTHOE UMs (aiina).

4. @OyHKUMM U Ha3HAUYeHHE omepalnrnoHHON cucteMbl Windows. OCHOBHbBIC MOHSATHS
(0OBEKTHI, DIEMEHTHI YIIPABICHUS, OKHA).

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

6. Ilanenp ynpasnenus. Hactpoiika pabouero crona, T1aBHOTO MEHIO U MAaHEIH 3a/ad.
SpabIKY IpOrpaMM.

7. 3amyck nporpamm. Ctannaptaeie mporpammbsl Windows.

8. Haznauenwue nporpammsl [IpoBonnuk. JleiicTBus ¢ aiimamu U ManmkaMmu.

9. Cnyxe6nsie mporpammbl Windows. [Tonsarue nedparmenranuu. [IpoBepka aucka.
10. Knaccudukanus nporpamMm o0paOOTKH TEKCTa, UX Ha3HaueHUE, (YHKIMOHAIbHbBIE
BO3MOYKHOCTH.

11. CaoiicTBa 1oKyMeHTa B TeKCTOBOM Tiporieccope Word. Tumsl CBOICTB, UX 3a1aHKE U
UCIIOJIb30BaHUE.

12. Habop wu penaktupoBanue TekcTa. CrenuanbHble CpEICTBa BBOJAA TEKCTA.
ABTO3aMeHa, aBTOTEKCT (Ha3HaYEHHUE, TOPSIOK UCTIOIb30BaHMUS ).

13. Koppeknus ommbok. IlpoBepka opdorpadum u rpammatuku. McmombzoBaHue
CJIOBApEH.

14. TIpuemsl paboThl ¢ TaONIHMIIAMU B TEKCTOBOM Ipotieccope Word.

15. Crumu opopmnenusi. Haznauenue, cozanue, "3MeHEHUE, HCTIOIb30BaHUE.

16. Paznen B noxymente Word. Haznauenue, BO3MOKHOCTH pabOTHI ¢ pa3aeiaMu.

17. Coznmanue KOJOHTUTYJIOB B JokymeHTe Word. HazHaueHnue, BO3MOXHOCTH CO3JIaHUS
pa3IMYaoIIUXCsl KOJJIOHTUTYJIIOB.

18. Hcnonb3oBanue noneil. Haznauenue. Tunsl moneit. [Ipremsr paboThl ¢ MOTSIMH.

19. TexHomnorus CBA3bIBAaHUS U BHEIPEHHSI 00beKTOB. OOBEKTHI B TEKCTOBOM IPOIECCOPE
Word.

20. BcrpoeHHBIE MporpaMMbl TeKCTOBOTO Tpormeccopa Word: Microsoft WordArt,
Microsoft Graph, Microsoft Equation. Texnomoruss paboTel ¢ 00BEKTaMU peaakTopa
Word.

21. Tlpuemsbl MOCTPOECHUS JUarpamMm B TEKCTOBOM mporeccope Word.

22. Pabora c 06OJbIIMMHU JOKYMEHTAaMU B TEKCTOBOM mporeccope Word. 3akmankw,
CHOCKM — Ha3HA4Y€HHUE, TPUEMBI CO3/IaHUS M UCTIOIH30BAHUSI.

23. Pabota ¢ GonpmMMu TOKyMEHTaMH B TekcToBoM Mpoueccope Word. IlepekpecTtHbie
ccbulkd. [Ipumedanmss — Ha3HauEHUE, IPUEMBI CO3JIaHMSI U UCTIOIb30BaHMUS.

24. Paborta c OONBIIMMH JOKYMEHTaMH B TEKCTOBOM mporieccope Word. 3aroioBku.
Co3znanue ornasieHus. Pabora ¢ jokymeHTOM B pexxume «CTpyKTypay.

25. Pabora ¢ OonmpmIMMH JOKyMEHTaMH B TeKcToBOM mporieccope Word. Hazpanwus
Tabmui u pucynkoB. Co3manue nepeuneit Tabiaun u pucyHkoB. Co3laHHe MPEeIMETHOTO
yKazarers.

26. Pabota B pexxuMe IJIaBHOTO JIOKYMEHTA: Ha3HAYCHUE U BO3MOKHOCTH.

27. Pabora ¢ mabioHaMH TUIOBBIX JOKYMEHTOB: Ha3HaueHHE, CO3/aHue,
pelakTUpOBaHKE, UCTIOIb30BaHHE.

28. Cosznmanue u ucrionb3zoBanue Gopm. [loms hopm, mapameTpsl mosei.
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10.

1.

12.

13.
14.
15.
16.
17.

18.
19.

20.

21.

29. ®opMHpOBaHUE CEPUMHBIX IOKYMEHTOB B TEKCTOBOM Mpolieccope Word.
30. ®yHKIMOHAIbHBIE BOZMOXKHOCTH TEKCTOBOTO mporeccopa Word.

Ipumepnvie memol pepepamuenvix pabom

KoMmoneHTHI KOMIIBIOTCPA U UX HA3HAYCHHUC.

[TporpamMmmHoe obecriedeHrne kKommbioTepa. OmnepannoHHble cucTeMbl. Ha3zHauenue u
GyHKIHH.

daitnoBas crpykrypa (aiin, Tunsl ¢Gaitios, manku, mojaHoe UM ¢aina).

@OyHKUIMU M Ha3HaueHue onepanuoHHoi cucteMbl Windows. OCHOBHBIE MOHSTHS
(0OBEKTBI, DJIEMEHTHI YIIPABICHUSI, OKHA).

CnpaBounas cucrema Windows. [Touck ¢aitnoB u marmok.

[Tanens ynpaBnenusi. Hactpoiika pabodero cTosa, IJIaBHOTO MEHIO M TaHENIW 3ajad.
SIpibiku porpaMm.

3amyck nporpamMM. CtanaaptHbie nporpamMmmbel Windows.
Hasnauenne nporpammel [IpoBoauuk. [etictBus ¢ daittamu u mankamu.
Crnysxe6nsie mporpammbel Windows. [Tonsitue nedparmenranuu. [IpoBepka nucka.

Knaccudukamus nporpamm o0pabOTKM TeKCTa, MX Ha3Ha4YeHHE, (YHKLUHOHAIbHBIC
BO3MOXKHOCTH.

CBoiicTBa JOKyMEeHTa B TE€KCTOBOM mpolieccope Word. Tumbsl CBOWCTB, UX 3agaHuEe U
HUCIIOJB30BAaHUC.

HaGop u penaktupoBanue Tekcta. CrienuaibHble CPEICTBAa BBOJA TEKCTAa. ABTO3aMEHa,
ABTOTEKCT (Ha3HAYCHUE, OPSIOK UCIIOIb30BAHMUS).

Koppexuus omubok. [Iposepka opdorpadun u rpammaruku. McnonszoBanue cioBapeil.
[Tpuemsbl paboTHI ¢ TAOIUIIAMH B TEKCTOBOM Iporieccope Word.

Crunm opopmnenus. Haznauenue, cozianue, U3MEHEHHE, UCIIOIb30BaHUE.

Paznen B nokymente Word. Haznauenue, BO3MOKHOCTH PaOOTHI C pa3/iesiaMH.

Co3manne KOJIOHTUTYJIOB B AokymeHTe Word. Ha3naueHnue, BO3ZMOXXHOCTH CO3JaHUS
pa3nnan0me051 KOJIOHTI/ITYJIOB.

Hcnonp3oBanue noneit. Haznauenue. Tunsl moneit. [Ipuemsr paboThI ¢ OISMH.

TexHomorust CBSI3pIBAHMS M BHEAPECHHS] 00BEKTOB. OOBEKTHI B TEKCTOBOM IPOIIECCOpE
Word.

Bcerpoennbie iporpammel TeKcToBOTO mporeccopa Word: Microsoft WordArt, Microsoft
Graph, Microsoft Equation. Texronorus padoTsl ¢ o0bekTamMu pegakropa Word.

[Tprembl mOCTpOEHUS AUArpaMM B TEKCTOBOM Ipoiieccope Word.
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22.

— Ha3HA4YCHHUEC, IPHUEMBI CO3JJaHUA 1 UCITIOJIb30BaHUs.

23.

Pabora ¢ OoapmuMu JOKYMCHTaMH B TCKCTOBOM IIPOLICCCOPC Word. 3a1<nazu<1/1, CHOCKH

Pabora ¢ OonbmiumMu JoKyMeHTamMH B TekcToBoM mporeccope Word. IlepekpectHbie

CCBIJIKH. HpI/IMe‘-IaHI/ISI — Ha3HA4YCHHUC, IPHUCMBbI CO3aHUA U UCIIOJIb30BaHU.

24.

PabGora ¢ OonpmIMMU JOKYMEHTaMH B TEKCTOBOM Ipoueccope Word. 3arojoBku.

Co3nanue ornasnenus. Pabora ¢ 1okyMeHTOM B pexxume «CTpyKTypay.

25.

Pabora ¢ GonbmmMu JAOKYMCHTaMU B TCKCTOBOM ITPOLCCCOPE Word. Ha3Bauus Ta6J'II/II_I n

pucynkoB. Co3nanue nepedneit Tabaui u pucyHkoB. Co3naHue mpeMETHOTO yKa3aTeds.

26.

27.
HCIIOJIb30BaHUE.

28.
29.
30.

PabGoTa B PEXUME TJIIaBHOI'O JOKYMCHTA: HA3HAYCHUE U BO3BMOXKHOCTH.

PabGoTta ¢ 1m1aboHaMu THIIOBBIX JAOKYMCHTOB: HAa3HAYCHUC, CO3JaHUC, PCAAKTUPOBAHUC,

Coznanue u ucnonb3oBanue ¢popM. [lons popm, mapameTpsl mosiei.
dopmupoBaHue CEpUIHBIX JOKYMEHTOB B TEKCTOBOM Iporieccope Word.

CDYHKI_[I/IOHaJ'IBHBIe BO3MOXHOCTH TEKCTOBOT'O ITpOLIECCoOpa Word.

5. Ol{eHO‘lele Mmamepudaivl npomeafcymoquoﬁ ammecmauuu no ()ucuunﬂuue

3adeT ¢ OIIEHKOM MPOBOJIUTCS C TPUMEHEHUEM CIIEAYIOIINX METO/I0B: YCTHBIN OMPOC MO
owiteram. Cojepxanue OUiIeTa 1Mo AUCIUILIAHE COCTOUT U3 IBYX BOIIPOCOB, MPEIIOIAraloIInX

3HaHUE TEOPHUH.

B CJIydac IIpOBCACHUA HpOMe)ICYTOqHOI;'I arrectaiuiu B JUCTAHIIMOHHOM PCKUMC
ucnonb3yetcs miargpopma Moodle u Teams.

Tabnuua 6

Komnonenm KomnemeHyuu

Tpomesicymounwiii / kirouegou
UHOUKAMOP OYEHUBAHUSL

Kpumepuii oyenusanus

ITKc-3.1 3naet stansl
MPOM3BOJICTBEHHOTO IpoIiecca
BBINYCKa )KYPHAJIUCTCKOTO TEKCTa U
(mmm) mpoyKTa

CryneHT 3HaeT 6a30BbIe KaTerOpUu
CTHIINCTUKH W KYJNbTYPBl PEYH,
OCHOBHBIE CTHIIN MaccOBOM
KOMMYHHUKAIlUU ¥ TEXHUKY MIPaBKY;

crieliupuKy u KOMIIOHEHTBI
BepOaNbHEIX H  HEeBepOAIHHBIX
cpeactB  oOIIeHMs;  IOHSATHE,
CYIIHOCTh u MEXaHH3MbI
(dbopMupoBaHust S3BIKOBBIX
CTEPCOTUIIOB; CIoco0BI

MPEOJIOJNICHHS S3bIKOBBIX U PEUCBBIX
GaprepoB, CTPYKTYpPY

€roco0a TBOPYECKOM JeITeIbHOCTH
JKYPHAIIUCTA,; (baxTopsl,
OIIpeeIIsIoLIHe KpyT
PO ECCUOHATBHBIX 005S3aHHOCTEH

KypHaJIHUCTa HU  HX  COCTaB;
TPUHLIUTIBI TUTaHUPOBAHUSA
MAacCOBBIX MH(pOpMAMOHHBIX
MIOTOKOB, BHUJBI IIJIAHOB; XapakTep
OpPTaHU3aTOPCKOM paboTsI
JKYPHAIIUCTA,; MPUHIUTIBI

PCAAKTUPOBAHUSA MATCPUATIOB JId

CtyaeHT yMmeeT TpaMOTHO |
npodeccroHanbHO

MIPOAHAN3UPOBATh  KOHKPETHBIN
JKYpHaIMCTCKUM Marepuai;
COCTaBUTH 3asBKy Ha TEMy CBOETrO
BBICTYTIJICHUS B CMU;

CIUTAHUPOBATh TBOPYECKHH aKT B
LIEJIOM U €T0 OTIEJIbHBIE ONepalHy;
OpeaIpPUHIMATE HEoOX0/IUMble
npoQeCCUOHANBHBIC JACUCTBHUS IS
OCYILECTBIICHUSI OPraHU3aTOPCKOM
JeATENbHOCTH; OXapaKTepU30BaTh
OCHOBHBIC ~ JKAHPOBBIE  MOJCIH
TEKCTOB M OCHOBHBIC TEXHOJIOTHU
TBOpPYECTBA B TOM WIH HHOM
KaHpe; NPOAHATU3UPOBATh
JKaHPOBBII  COCTaB  MarepualioB
npeIaraeMoro HOMepa u
KOHKPETHBIN MaTtepuan
OIIPeIeNICHHOTO )KaHPa; BHIIOJHHUTD
PEOaKTOPCKYI0 paboTy; OCMBICIUTD
COOCTBEHHBIH OIBIT PabOTHI B TOM
WIH WHOM JKaHpe,; MOTHBHPOBATh
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CMU,  OCHOBHBIE  HCTOYHHKH | BBIOOp COOTBETCTBYOIINX

nHpOpMaLNH; NPUYUHBI, | TPO(YECCHOHANBHBIX ~ HIArOB €
BBI3BIBAIOIIUE JKAHPOBYIO | MPABOBOI U ITHUECKOI CTOPOHBI
UG hepeHITHaIIo

JKYPHAJIUCTCKOI'O TBOPUCCTBA.

TunoBbie OLIEHOYHbIE MaTepHuaJbl HpOMe)KyTO‘lHOﬁ arrecranum

Ilepeuenv 6onpocos 015 N0020MOBKU K 3auemy ¢ OYEeHKOU

Omnepanuu ¢ nokymentamu. Co3manue MokymMeHTOB. lllaGnonbl mokymeHTOB. Turbl
mabsoHoB uMeH (aitioB. Co3maHre MTOKYMEHTOB Ha OCHOBE IIaOJIOHOB. Pexumbl
COXpaHEHHUs JOKYMeHTOB. M cronb30Banne napoiei CaHKIIMOHUPOBAHHOTO TOCTYTIA.

Oneparmu ¢ TtekctoM. Pabora c ¢parmentamu Tekcra. Beinenenue ¢parMeHTOB.
KommpoBanue, nepememienne n ynaneHue ¢GpparmMeHToB. Vcmonp3oBaHne KIaBHATYPHBIX
KJIAQBHIL M KOMaH/ MEHIO.

ABTOMaTH3anus pabOThl C TEKCTOM. ABTO3aMe€Ha M aBTOTEKCT. XPAaHEHUE 3JEMEHTOB.
Omnepauuu ¢ 3nemMeHTamMu aBToTekcra. [louck gpparMeHToB TekcTa. PaciimpeHHbIN MOKCK.
[TpoBepka opdorpaduu. Co3gaHme NOTB30BATEIBCKUX clioBapeid. [IpenBapuTenbHbII
IPOCMOTP AOKYMEHTA.

@®opmatupoBaHue JokyMeHTa. OCHOBHBIE JTambl (OPMATUPOBAHUS JIOKYMEHTA.
®opmarupoBanue cuMmBoioB. lllpudToBoe Bbnenenue tekcra. KonupoBanue ¢dopmara.
®opmatupoBanue ab3aua. IlpaBuna ¢opmartupoBanus. OOpamieHHe M 3aroJIHEHHE
Tekcrta. M3MeHeHue peructpa JUisi BblIeJIeHHOro (parmenra tekcra. Crnucku s
oopmienus nepeuncienuii B rekcre. Criocoob! popMaTUpOBaHUS CIIHCKOB.

dopmatupoBaHue 10KyMeHTOB. Ctunu nokyMmeHta. IIpocmotp cnincka cruneit. Co3nanue,
yhajieHue crTwied u3 cnucka. @DopMaTUpOBaHME TEKCTOB Ta3eTHOIO  CTHJISA.
dopmaTHpoBaHME TEKCTa IO KoJOHKaM. [IpeoOpazoBaHMe TEKCTa JOKyMEHTa B
KOJIOHUaThli ¢opmar ¢ ykazaHHOro Mecta. OCHOBHBIE CpeACTBa U  IIpaBUIA
¢dopmarupoBanus. Hymepauus crpanmui.

Cozmanne TabOmmn. OcHOBHBIE 3ieMeHTH TaOmunel. CrocoObl co3maHus  TaOJIuiI.
[IpeoOpazoBanne Tekcta B TaOmuiy. Ilepememenne 1o Ttabmume. Onepanuu ¢
srieMeHTaMu TaOnuubl. V3MeHeHue CTPyKTypbl Tabmui. PopmaTtupoBaHHE TaOIuII,
COJICP)KUMOTO siueek. Mcmonp30Banne CTHIICH B TaOIUIax.

CocrtaBnble 1oKyMeHTHI. Criennpurka COCTaBHOTO JOKYMEHTa M CIOCOOBI €ro co3JaHusl.
Buenpennrsie u cBs3anHbie 00beKThI. Co37aHNE, pEaKTHPOBAHUE, TIPOCMOTP OOBEKTOB.

Pabota ¢ rpadukoii. BctaBka rpaduueckux kiaumnoB. Mmmopt rpadgudeckux 0ObEKTOB U3
¢aitnoB. Cozmanue rpadudecknx o0bekToB cpernctBamMu Word. OCHOBHBIE JCHCTBHS C
rpaguIecKuMu 0ObEKTaMHU.

Hmnopt nzobpaxenuii B Buje 1enoro rpadudeckoro Qaiina, B BUae 4acTu rpaduueckoro
n3o0paxenus. PenaktupoBanue pucyHkoB. [lanens «PucoBanuey. Komanabr 1 paboTh
c rpaduueckumu oOBekTaMu. OCHOBHBIE JEHCTBUS € TpaduueckuMu OOBEKTaMHU.
[TonoxxeHue Ha cTpaHUIIE.
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10. Pabora co cTumsaMu TCKCTA, CO3AAaHUC ABTOCOACPIKAHUA. CO3I[3.HI/I€ U pCAaKTUPOBAHUC
KOJIOHTUTYJIOB, CITUCKOB, CHOCOK U HpHMC‘—I&HHfI.

5.3. Iloka3aTre/ i M KPUTEPHUH OLICHUBAHUSA TEKYILIHUX U MPOMEKYTOYHBIX (hopM
KOHTPOJIA

5.3.1 Ouenka no BPC 3a 2 cemecTp

Pacuer TKY (TKY — TekyImuii KOHTPOIb YCIIEBAEMOCTH

CymMma Bcex K03(hpULIMEeHTOB MO TeKyIIeMy KOHTPOJIIO ycrieBaeMocTH - 0,6.
MaKCUMaJIbHOE KOJI-BO OAJIJIOB 3a ceMecTp 1o yctHomy ompocy (YO) =100 x 0,2 =20
MaKCcHMaJbHOE KOJI-BO 06aioB 3a cemecTp 3a pedepar (P) = 100 x 0,4 =40
MakcUMajbHas cyMMma 6amioB 3a cemecTp o TKY = 100 x 0,6=60

Pacuer [1A (ITA — npoMexyToYHas aTTeCTalus) 3a4eT C OLICHKON

Koadduument mo npomexxyTounoii arrecramuu - 0,4

MaxkcumanbHOe Kos-Bo 6amioB 3a cemectp 1o I[TA =100 x 0,4 = 40

Onucanue cucmemol oyenueanus

Taonuya 8
Onenounsie | Koapduimen | MakcumansHO [Nokazaremm Kpurepun
cpeacrtBa T BECa € KOJI-BO OLCHKHU OLCHKH
(HaMMEHOBaHM | KOHTPOJBHOM OasioB 3a
€ KOHTpOJ'IBHOﬁ TOYKHN CEMECTP
TOYKH)
VeTHbIi onpoc | 0,2 20 KoppekrHocts v 1 | Bee OTBETHI MOJHBIE, Pa3Be
OJIHOTA OTBETOB PpHYTbIE, 000CHOBAHHbIE
Pedepat 0,4 40 ®  aKTYaJIBHOCTH e HOBH3HA IPOOIIEMBI
TPOOTIEMBI ¥ TEMBI | max
® [OJIHOTA U ®  CTEleHb PaCKPhITHs
ry6uHa CYIIHOCTH HPOBIEMBI
PAaCKpBITHS e 000CHOBaHHOCTb
OCHOBHBIX BBIOOpA HCTOYHUKOB
TOTTHH e coOmrozeHue
TIpOOIEMBI N
TpeOOBaHU K
¢ YyMEHHe 0(hOPMIICHHIO.
pabotarts ¢
JINTEPATYPOil,
CHCTEMATH3UPOBAT
b U
CTPYKTYPHPOBATh
MaTepua
IPaMOTHOCTD U
KyJbTypa
U3JI0KEHUS
Bcero 0,6 60
3ageT c| 04 40 3auer HaresieH Ha | OOydaroIUHACs 0OHAPY KT
OLICHKOH KOMIUIEKCHYIO TIPO | BCECTOPOHHEE, CHCTEMATHY
BEPKY OCBOCHHS M | €CKOE W Ily0OKOe 3HaHUE Y
CLUILTHHEL, TIPOBOJ] | 4eOGHO-IIPOrPaMMHOIO MaTe
UTCS B YCTHOI op | pHana, yCBOWI B3aUMOCBS3
Me onpoca. O6y4ya | b OCHOBHBIX IIOHSITHH JIUCI]
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fonieMycs 1aércs B | MIUTHHBI B UX 3HAYCHUU TS
peMs Ha TIOATOTOBK | puoOpeTaemoii mpodeccu
y. OrieHuBaeTCs B | U

aJIcHUE MaTepHalo
M, €TO0 CUCTEMHOE
OCBOCHHE, CIIOCOOH
OCTb IPUMCHSATH H
Y)KHBIC 3HAHUS, HA
BBIKH M yMEHUS TP
U aHanuze npooie
MHBIX CUTYaIlHA 1
peIIeHNH MPAaKTHY
€CKHUX 3aJaHHM.

Hrorosas 0a/sibHas oueHka no gucuuiuinie = Pesyastar TKY + Pesyabsrar [TA

5.4 llIxayia oueHUBaAHUSA

OneHka pe3ynbTaTOB MPOM3BOJUTCA HAa OCHOBE OaUIbHO-PEUTHHIOBON CHCTEMBbI
(bPC). Ucnonb3oanue bPC ocymectBisiercst B coorBeTcTBUU ¢ [Iprkazom PAHXul'C Ne(2-
2531 or 12.12.2024 r "OG6 ytBepxaeHuu [lomoxxkeHUss O eAMHOM OalTbHO-PEHTHHIOBOM
CHUCTEME OIICHMBAHMs YCIEBAEMOCTU CTYICHTOB AKAaJeMUU M €€ HCIOJIb30BaHUU IpU
MOBE/ICHNUN TEKYILEH U POMEKYTOUHON aTTecTanun’

Cxema pacyeToB JAOBOAMTCA JIO CBEJECHHS CTYACHTOB Ha MEPBOM 3aHSATHH 110 JaHHOMN
JUCLUIUIMHE, SBJSETCS COCTaBHOM YacThio paboueil mporpamMMbl AMCHUUIUIMHBI U COACPIKUT
nHGOpMalLlMI0 MO0 M3YYEHHUIO JAMCUUIUIMHBIL, YKa3aHHylo B [lonoxeHun o OayuibHO-
PEUTHHTOBOM cHcTeMe OLIeHKH 3HaHu# oOyydaronuxcs B PAHXul'C.

B coorBercTBUM ¢ OaUIbHO-PEUTHMHTOBOM CHUCTEMOW MaKCHMAalIbHO-PACYETHOE
KOJINYeCTBO 0aylioB 3a ceMmecTp cocTanisgeT 100, U3 HUX B paMKax JTUCIMITIIMHBI OTBOJUTCS:

60 6ayIsIOB — Ha TEKYIIUHA KOHTPOJIb YCIIEBAEMOCTH;

40 6a1510B — Ha IPOMEKYTOUHYIO aTTECTAIHIO;

dopmyJia pacyeTa HTOroBoi 0AUIbHON OLIEHKH 1O AUCHUIIMHE
Htorosas OamibHas oneHka no aucuuiuinie = Pesynsrar TKY + Pesynprat [TA

B ciywae ecnmm cTyJeHT B TedeHHE ceMecTpa HE HaOMpaeT MHHHUMAIBHOE YHCIIO

6amtoB, He0OXOAMMOE JUIS CJaud MPOMEXYTOUHOW aTTeCTallMM, TO OH MOXKET 3apaboTaTh
JIOTIOJTHUTEIIHHBIE OaJJTbl, OTPa0OTaB COOTBETCTBYIOIIME PA3/eibl TUCIUILINHEI, TOJyYUB OT
Iperno/iaBaTessi KOMIICHCHPYIOIIUE 3a/laHus.
B cnywyae monydeHuss Ha NPOMEKYTOYHOM aTTeCTallMd HEYAOBJIETBOPUTEIBHOW OILICHKH
CTYIGHTY TPEIOCTaBISCTCA MPaBO IMOBTOPHOM aTTEeCTallud B CPOK, YCTAHOBJICHHBIM JUIs
JTUKBUIAN  AaKaJIEeMUYECKONH 3aJ0JDKEHHOCTH TI0 HTOTaM COOTBETCTBYIOIIECH —CECCHH.
Crynenrt, HaOpaBIIUi B TEUYEHHE CEMECTpa CyMMy OasioB, OCTATOYHYIO Ui MOJMYYCHHS
olleHKH "3auTeHo" U "yAoBieTBOpUTENbHO" (55 0amioB) MOXET MONY4YHTh OIEHKY 0e3
MIPOXOKJICHUS IPOMEKYTOUHOM aTTecTanuu. B Takom ciydae cTyJeHT 00s13aH BbIpa3uTh CBOE
corjlacie Ha TIOJyYeHHE OICHKH 0e3 MPOXOXKICHUS MPOMEKYTOUHOHW arrectanuu. CTyaeHT
BIIPaBE OTO3BATh CBOE COIJIACHE HA IMOJyYEHHE OICHKH 0€3 MPOXOXKICHUS MPOMEXYTOUHOM
arTecTaliii He Ooiee OFHOTO pa3a W HE MO3JHEe, YeM 3a OJWH JeHb J0 Hadaja
IPOMEXYTOUHOM aTTecTanuu. Ecnu cTyAeHT XouyeT Moiay4duTh Oosiee BBICOKYIO OLIEHKY, OH
JIOJDKEH TPOUTH TPOMEKYTOUHYIO arrectanuio. CTyIeHT HMMEET MpaBO BBIPa3HTh CBOE
corjlacie Ha MOJy4eHHUe OLIEHKH 0e3 MPOXO0XKACHUS MPOMEXKYTOUHOM aTTecTallMd U OTO3BaTh
COOTBETCTBYIOIIEE COTIACHE TOIBKO B TIEPHOJ TIOCIIE TTOTyUYeHNUs 0AIIOB 3a BCE KOHTPOJIbHBIE
TOYKH B PaMKax TEKYILEro KOHTPOJIS yCIeBaeMOCTH U He mo3jHee 1 (oaHoro) pabovero aHs
0 AaThl HadaJia HpOMe)KYTO‘—IHOI\/'I aTTeCTalluy 110 JUCIUITIINHEC.
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Cucrema nepeBojia MTOroBoii 0AJVIbHOM OLIEHKU B TPAAMIMOHHYIO M1 OMHAPHYIO:

Tabauuya 8
Hrorosas 6a/uibHasi oneHka | TpaguuuoHHasi cuctema bunapnas cucrema
no bPC PAHXul'C
95-100 OtnuuHO
85-94 3a4TEHO
75-84 Xopor1io
65-74
55-64 VYI0OBIIETBOPUTENHHO
0-54 HeynosnerBopurenbHO HE 3a4TEHO

6. MeTonnyecKue MaTePHAJIbI 10 OCBOEHHIO THCIMIIINHBI

YcTHBIHM onpoc. ITOT BUA pabOTHI MPETyCMOTPEH HA CEMUHAPCKUX 3aHATUAX U BKIIOYAET
B ce0s1 OTBETHI Ha BOMPOCHI U OTBETHI MpHU MpoBepke 3agaHuil. CTyIeHThl pactpenessiioT B
rpyIIie BOMPOCHI U3 CIUCKA BOMPOCOB JUISI OOCY)KIEHHS B IIAHE KaXJIOTO CEMHUHApPCKOTO
3aHaTua. OTBET Ha BOMPOC JOKEH OBbITh KpPaTKUM, MO CYIIECTBY M, KaK IPaBUIIO, HE
IIPEBBILIAIOIIMM 3-X MHUHYT MOHOJIOTMYECKON peun. ['OTOBUTBCS K YCTHOMY OIpOCy IIO
[JIJaHAaM CEMHHApOB CJEAYEeT MO CHUCKY OCHOBHOW M JONOJHHUTEIBHOM nuTeparypsl. OTBET
CTYJEHTA IPU IPOBEPKE NUCbMEHHOTO JOMAILIHETO 33aJaHuUs U3 IJJaHA CEMUHAPCKOTO 3aHATUS
SBJISIETCS.  PA3HOBHJIHOCTBIO YCTHOro ompoca. Ha cemMuHapcKkmx 3aHATUSAX TaKke
IPEIYCMOTPEHBI JOTOJIHUTENbHBIE, KpOME JOMAIIHEH paldoThl, 3a/aHus, coOeceoBaHUE 110
JIOTIOJIHUTEIBHBIM BONPOCAM M JOIOJHUTENIBHBIM 33JaHUSIM HAa CEMHUHApCKUX 3aHATHIX
paccMaTpuBaeTCs KaKk yCTHBIN OIpOC.

CamocrosiTenbHas BHeayAUTOpHAs paboTa Mo JUCHUIUIMHE MPEeTyCMaTPUBALT:
1) pa3paboTka mpoekTa (MakeT ra3eTbl/’)KypHajla) B TBOPYECKOM 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. [1o MaTtepuanam 3Toif pabOThl CTYAEHTHI TOTOBAT MPE3CHTALIUIO-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. Cospemennviii nepconanvhulit Komnvromep. Cocmag u Ha3HaueHue OCHOBHBIX
ycmpoiicme. Texnuka 6e3onachocmu npu padome ¢ KOMRbIONEPOM.

1. [TepBOHaYaNBEHOE 3HAKOMCTBO C KOMIIBIOTEPOM.
2. N3ydyeHne KOMIOHEHTOB KOMIIBIOTEPA.
3. Onepannonnas cucremMa Windows. 3HakOMCTBO ¢ uHTepQeiicom.

Tema 2. IIpocpammnoe ovecneuenue komnvromepa. Onepayuonnsie cucmemnlt. Hx
HazHauenue. Daitnosas cmpykmypa.
1. 3amyck u 3aBepiieHne paboTel mpuoxkeHnii. Pabora ¢ okHamu.
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2. Crangaptabie mporpaMMbl Windows: TeKCTOBBIN penakTop biokHOT, rpadudeckmii
penakrtop Paint, Kampkynstop.

3. Co3nanue u coxpaHeHue ¢aiyios.
4. Pabota co cripaBoYHOI CUCTEMON U MEHIO TIPOTPaMM.
5. dopmMa OTYETHOCTH: pe3yJIbTaT CAMOCTOSATEILHOW PabOThI TPOBEPSETCS HA 3aUeTe.

OreHrBaeTCsi CKOPOCTh TeYaTaHus U 0€30MMO0YHOCTh Habopa.

Tema 3. @yukyuu u 603moxncnocmu onepayuonnoi cucmemot Windows. Ocnoenvie
nonamusa. Ctannaptasie nporpammbl Windows. CripaBounas 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 ¢ ceteBsiMu nankamu. Pabora ¢

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

2. ITpaBuina paGoThl Ha KI1aBUaType OYKBEHHOTO U IudpoBoro Habopa. Crenoi
JECATUTIANIBIIEBBIA METOJI M HCTOPHS €T0 CO3JIaHMSI.

3. Pacnonosxxenue xnasuul. [lo3unuu 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 opopmnenuss BKP u kypcoBsIx.

2. Co3nanue U peJakTHPOBAHUE TOKYMEHTA.

3. PaboTa ¢ cymiecTByOIUM JOKYMEHTOM.

4, Nutepdeiic Microsoft Office Word 2010. JlenTa, Bkiaaku, Tpynmsl, 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.
Pacmmpennsiii nouck. KomnupoBanue, nepeMenieHye 1 yajieHue GparMeHToB TEKCTa.
ITpoBepka oporpaduu. ABrozameHna, Ha3HauUCHHE CIMCKa aBTo3aMeH. [IpeaBapuTenbHbIi
MIPOCMOTP JOKYMEHTA.

6. BcraBka HOMEpOB CTpaHHIL, JaThl CO31aHUs JOKyMeHTa. BcTaBka pa3pbIBOB
CTPAaHMIIBI.
7. OneMeHTH GopMaToB TokyMeHTa. DopMaTHpoOBaHKE TEKCTA HA YPOBHE CUMBOJIOB.

dopmaTtupoBaHHe TeKcTa Ha ypoBHe ad3aneB. dopmarupoBanue no odpasiy. Crumu.
Pabota co ctmiissmu nokymenTa. [IpocmoTp cnimcka ctuneil. dopMaTHpoBaHUE CTPAHUIIBI.
8. Obpamiienue u 3anojiHeHue TekcTa. Mi3aMeHeHune peructpa ais u300paxeHus OykB.
Cnucok. Tumsl cniuckoB. @opMaTUpoBaHKEe CIIUCKOB. Mcnonb3oBaHue Ta0yIsSTOPOB.
Kononku. [TapameTpsl cTpanuibl. 3a1aHue MapaMeTpOB CTPAHUIIBIL.

9. KosoHTUTY IBI, CHOCKH U IPUMEYaHUs: Ha3HaYCHUE, BUJIbI, CTIOCOOBI CO3/IaHMS.
Cospanue npe3eHTanuu

Tema 6. Penaxrop npe3zenrauuii Power Point

1 3amyck Microsoft Power Point

2 Br16op criocoba co3panus mpe3eHTaluu

3. Co3znanne npe3eHTaIy ¢ mMoMoIs0 Mactepa ABTOCOIEpKAHUS.

4 PenaktupoBaHue TeKCTa NpE3eHTAUN

5 PexxnmMbl mpocMoTpa

Pabota ¢ npe3enTanueit

6. Co3znanue npe3eHTaluy ¢ MOMOLIbIO0 M1a010Ha 0pOpMIIeHUS
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7. BBoa TekcTa B cnaiin

8. Cosnanue ciaiina

9. BceraBka cnaiijoB U3 Apyrux Mpe3eHTalui

10. Peopranmsanus cnaiiioB B Ipe3eHTaluN

11. BBox 3aMeTOK Kk ciaiimam

12. Co3iaHue Mmanky s COXpaHEeHMsI IPEe3eHTaluu

BcraBka nH(opmMauu B pe3eHTaluo

13. H3MmeHeHne MakeTa cianaa

14. Bcraska xinmna

15. N3menenune pazMepoB pUCyHKa

16.  M3meHeHME IBETOB pUCYHKA

17. BcraBka u popmatupoBanue TabIUIbI

18.  Bcraska tabnuipsl Microsoft Word

19. BcraBka nuarpammel Microsoft Excel

20.  BcraBka u ¢opmaTupoBanue quarpammbl Microsoft Graph
21. BcraBka 1 MoauduKaIus opraHu3alluoOHHON JuarpaMMbl
22.  BcraBka 1 MOJUGUKAIMS JUArpaMMBI

23. BcraBka pucynka

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

oHnaiiH-BcTpeun B mnpuiokeHnun Office 365 «Teamsy». I[lpunokenue pekoMeHIyeTcs
YCTQHOBUTH JIOKaJbHO. CTYIEHT IOJKEH BOWTH B CHUCTEMY C MOMOIIBIO YYETHOW 3alucu
Office 365 PAHXul'C, uto6s! o6ecnieunTs 6a30BYI0 MPOBEPKH JTUUHOCTH.

3ayer OyneT MpOXOAUTH B (OpME YCTHOTO OMpOca MO CIUCKY BOIPOCOB JJIS 3a4yeTa U
BBITTOJIHEHHSI OJTHOTO MPAKTHYECKOTO 3aaHUSI.

Jns obecriedeHus: BUACO- U ayJHO CBSI3M HA MEPONPHUSATHU 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 CpoKku IpoBeneHHs 3aueTa MOTYT ObITh MEPEHECEHbI 10
3asBJICHUIO CTYJI€HTa Ha MMs JeKaHa (akyibTeTa 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 MHKPOQOHBI H
BUjIcOKaMepbl. Bujeokamepy HEOOXOJMMO HANpaBUTh TakK, YTOOBI OBUIM XOPOILO BHIHBI
JMLO U PyKHU cTyAeHTa. CTyIeHT JOJDKEH ClIeI0BaTh PEKOMEHAALUAM NPENoAaBaTesl.

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 IIperoaBaTest JM00 CO CTOPOHBI CTY/I€HTA, [IPENOo1aBaTellb 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 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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