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1. IEPEYEHb IIJIAHUPYEMBbIX PE3YJIbTATOB OBYYEHMUSA 11O AUCHUIIIUMHE,

COOTHECEHHBIX C

OBPA30BATEJIbHOM ITPOT'PAMMBI

BI/IZ[ ACATEJIBHOCTH BBIITYCKHHUKA
I[I/ICHI/IHJ'II/IHa OXBATbIBACT KPYI' BOIIPOCOB, OTHOCAININUXCA K I/IH(1)OpMaHI/IOHHO'aHaJ'II/ITI/I‘IeCKOMy
BUAY HpO(I)eCCHOHaHLHOﬁ ACATCIBHOCTH BBIITYCKHHUKA B COOTBCTCTBHUU C KOMIICTCHIUAMUA U BUAAMU

ACATCIIbHOCTH, YKA3aHHBIMU B y‘Ie6HOM IJ1aHe.

Meab AMCIUATIMHBI
[Tpuobperenne 0OyJaronuMucs HEOOXOUMBIX HaBBIKOB pa0OTHI C MCIIOJIb30BAHUEM
COBPCMCHHBIX CPCACTB BBEIYUCIUTEIBHON TEXHUKHA U IMPUKJIAAHBIX [TPOrpaMM, a TaKKEC
npruoOpeTeHNe MPAKTUYECKUX HABBIKOB MCIIOJIb30BaHMS HH(POPMAIIMOHHBIX CHCTEM M TEXHOJIOTHH.
3agauu QM CHUIIAHBI
B paMkax KOMIETEHTHOCTHOTO ITOAXO0a Pa3BUTh y 00yUYaIOIINXCS HABBIKK PaOOTHI B
NPUKIIAJHBIX IporpaMmax; (opMUpoBaHue HHPOPMAITMOHHON KYJIbTYPHI M KOMIIBIOTEPHON
TPAaMOTHOCTH O0YYarOITUXCS.

IINIAHUPYEMbBIMHA

PE3YJIBTATAMHU OCBOEHUA

aHann3a uHQGOpMaIH 0
(bYHKIIMOHHUPOBaHUH
CUCTEMBI BHYTPEHHETO
JTOKyMEHTO000poTa
OpraHusaluu, BeJeHus 0a3
JaHHBIX TIO PA3IUYHBIM
MIOKa3aTelsIM U
dbopmupoBaHus
UH()OPMAIIMOHHOTO
o0ecrieYeHns: y4aCTHUKOB
OpraHU3alUOHHBIX
MIPOEKTOB

Kon Conepixanue IlepeyeHb MJIAHMPYEMBIX Pe3yJIbLTATOB
KOMIIETeHIIH U KOMIIeTeH NI 00y4YeHHs 10 TUCIUTIINHE
1 2 3
[IK-11 BJIaJIcHUE HaBBLIKAMU 3HATH:

— OCHOBHBIC IMOHATHA U COBPCMCHHBIC IPUHIIUIIBL
paboThI ¢ 1enoBol HHGOpPMAIUEH, a TAKIKE UMETh
npejcTaBieHre 00 HHOOPMAIIMOHHBIX CUCTEMaX U
0a3ax JaHHBIX;

yMeTh:

— I[PUMCHATH HHq)OpMaHHOHHI)IG TEXHOJIOTHUHU JIA
peIICHUs yIIPABICHUYSCKHX 3a71a9;

BJIaJIeTh:

— IpOTpaMMHBIM 00ecTieYeHHEM TSI PabOTHI C
uHpopmanueit u ocHoBaMu VIHTepHET-TEXHOIOTHIA

2. MECTO JUCHMIIJIMHBI OBPA3OBATEJIBHOM

ITPOI'PAMMBI

B CTPYKTYPE

Huctunnuua B1.B./IB.03.02 TekcTtoBble peakTOPbl OTHOCUTCS K DJIEKTUBHBIM JUCHIUTIIMHAM.

JucuumnuHa «TekcToBble pelakTopb» 0a3upyeTcst Ha 3HAHUSIX MOJYUYEHHBIX IPU U3YyYEHUH
TaKoM yueOHOM qucuuIUIMHBEL, Kak «HpopMaTHKay.

OcCHOBBIBasiICh Ha M3YYEHUU T[EPEUUCICHHBIX JUCLUUIUIMH, TEeKCTOBBIE pPENaKTOPbI
OpEeJCTaBIsieT OCHOBY JUIsl M3ydeHus aucuuiuinH: «MH(popMmalMoHHBIE TEXHOJIOTMH B
MeHeKMeHTe», «ba3bl nMaHHbIX W 3HaHU», «COBpPEMEHHbIE TEXHOJOTMH aHalu3a u
POEKTUPOBAHUS UH(DOPMALIMOHHBIX CUCTEM).

Takoe cHCTEMHOE MEXINUCUUIUIMHAPDHOE W3Y4YEHHE HANpaBICHO Ha
tpedyemoro ®I'OC ypoBHS MOATOTOBKH 1O KBaTU(pUKaLUK OaKanasp.

JOCTHIKXCHHC



3. PACIIPEJEJIEHUE OB BEMA JUCHUIIVIMHBI

3.1. Pacnipeesienue o0beMa TUCHMILIMHBI 10 GopMaM 00yUeHUst

Tpyooemkocmeb oucyuniunul 6 uacax
Kypcosan
§ 3 paboma Buo
3 N o S (npoexm),
> 2 S = npomensicy
Dopma = 3 2 S KOHmMPOJib s
© g = 3] s mouHou
obyuenusn S g = 2 S Hasn
a g 2 S _ g Q patoma ammecma
g 3 S 2 g 3 S 3 g 3 ’ yuu
o S| s | §| 5|55| 88| £5 | pevepam
SIS S| 2 E|SS| 85| 8¢ PIpP
LS| & | | 85 |SE K8 |CY
1 2 3 4 5 6 7 8 9 10 11
Ounas 1 2 72 | 36 | 18 18 - 36 - 3a4er
3aouHasn 2 - 72 9 3 - 6 59 - 3ayer
3aounas - - - - - - - - - -
(yckopeHHOe
o0OyueHue)
OuHo-3204Has - - - - - - - - - -

3.2. Pacnpenenenue o6beMa TMCUMIJIMHBI 10 BUIaM Y4eOHbIX 3aHATHIH U TPY10eMKOCTH

6m.u. g
. | Pacnpedenenue
UHMEPaKmugHoll,
N Tpyooemko N no cemecmpanm,
Buo yueonvix 3anamuii AKmueHoil,
cmb (uac.) . (uac.)
UHHOBAUUOHHOU

gopmax, (uac.) 2

1 2 3 4

|. KontakTHasi pa6oTa o0y4yaomuxcs 36 8 36

¢ npenoaaBartesieM (Bcero)

Jlexuunu (JIk) 18 4 18
JlaGoparopubie pabots! (JIP) 18 4 18
I'pynmoBsie (MHAMBHUYANTbHBIC) KOHCYIbTAIIN + - +
Il.CamocTosiTenbHast padoTa odyuaromuxcs (CP) 36 - 36
IMoaroToBKa K j1ab0paTopHbIM paboTam 16 - 16
IToAroToBKa K 3a4eTy 20 - 20
I11. IIpomexyTouHasi aTTecTANMA 3a4er - - -
OO0mmas TpyI0eMKOCTh AUCIUTUIAHBI yac. 12 - 72
3ad. el. 2 - 2




4. COAEP) KAHUE JUCIUIIJINHbI

4.1. PacnipeesieHue pa3iesioB IMCUMILIUHBI IO BUAAM YUeOHBIX 3aHATHI

- 1Jis1 04HO# (popMBbI 00yUeHH:

Buowt yueonwvix 3anamuii, 6kirouan
No CamocmoamenbHyo pabomy
paz- Haumenosanue Tpyooem- o0yuaromuxca u mpyooemKocme;
oena u pazoena u Kocmb, (uac.)
memol mema OUCUURIUHBL (uac.) yuebnvie 3auamusn camocmosmens
npakmuuecxKkue mmpaﬁoma
JIeKyuu 3aHamun 06ylmlomuxc;l*
1 2 3 4 6 7
1. Ha3znauenue u 061acth 21 6 - 15
NPUMEHEeHHUs TEKCTOBBIX
Pe1aKTOpPOB
1.1. OcHoBHble noHATHs. HazHaueHue 11 3 - 8
TEKCTOBBIX PEIAKTOPOB
1.2. PaboTta n3garensCKux CUCTEM 10 3 - 7
2. TekcTOBBIE MPOLECCOPDI 21 6 - 15
2.1. Krnaccudukarms TeKCTOBBIX 21 6 - 15
penaktopoB. [IpuHIUn paboTHI
3. TekcToBBIE peAaKTOPbI 001IEr0 25 3 18 4
Ha3HAYEHHS
3.1. [lakeTsl MPUKIIATHBIX MPOTPAMM 25 3 18 4
4, Hacro/bHbIe H31aTeJIbCKue 5 3 - 2
CHCTEMBI
4.1. HacronsHbie n3natensckue 3 3 - 2
cucremsl. [lonsTue.
IIpenHasHaueHue.
HUTOI'O 72 18 18 36
4.2. ConepxaHue IMCUMILUIMHBI, CTPYKTYPHPOBAaHHOE 110 pa3jejiaM U TeMaM
Pa3zgea 1. Haznavyenue u 06J1acTh NpUMeHEHHsI TEKCTOBBIX PeJaKTOPOB
Tema 1.1 OcHoBHbIe NOHsATHsI. Ha3HAYeHNe TEKCTOBBIX PeIaKTOPOB
TekcToBBIN pemakTop — 3TO Hporpamma, obecrieunBaronias noss3zoBatens [IK cpencrBamm co3zmanus,
00paboTKH, TeYaTH M XPaHEHUS JOKYMEHTOB PA3JIMYHOW NMPHUPOJIBI M CTETIEHH CIO0XHOCTH, BKIFOYAFOLIHX
TEKCTOBBIC JTaHHBIE, TaOJIUIBI, rpaduku, U300paXKeHus, (hopMyJibI u T.J.

Microsoft Word npezncrasisier co6o0it camblii pacripocTpaHEHHBIH M OJIUH U3 HAKOOJIee MOIIHBIX TEKCTOBBIX
PelaKkTOpOB.

Hns paboTel ¢ TekcTaMM Ha KOMIBIOTEPE HCIOIB3YIOTCS NPOTrpaMMHBIE CpEACTBA, Ha3bIBacMbIe
TEKCTOBBIMU pENAaKTOpaMHh WM TEKCTOBBIMH TporeccopamMu. CymecTByeT OOJbIIOEe KOJHMYECTBO
Pa3sHOOOPAa3HBIX TEKCTOBBIX PEAAKTOPOB, PA3IUYAIOLIMXCS IO CBOMM BO3MOXKHOCTSIM, — OT OY€Hb MPOCTHIX
y4eOHBIX /10 MOIIHBIX, MHOTO(QYHKIMOHAJIBHBIX HPOTPaMMHBIX CpPEACTB, HA3BIBAEMBIX H3AATEIbCKUMHU
CHUCTEMaMH, KOTOpPbIE HCIOJB3YIOTCS JJIsi TOJATOTOBKM K TE€YaTH KHUT, XYpPHalIoOB W razer. Haumboiee
M3BECTHBI Cpei MoJb3oBareieit IBM-coBMECTUMBIX KOMITBIOTEPOB TEKCTOBBIC pepakTopbl Lexicon 1 Word
for Windows.

OcHOBHOE Ha3Ha4YEHHE TEKCTOBBIX PEIAKTOPOB — CO3/1aBaTh TEKCTOBBIC (DAiIIbI, PEJAKTHPOBATH TEKCTHI,
MPOCMAaTPUBATh UX HAa SKpPaHe, U3MEHITh ()OPMAT TEKCTOBOTO IOKYMEHTA, PacliedyaThBaTh €ro Ha IPUHTEPE.

Habupaemsbiii Ha KJaBHaType KOMIIBIOTEPA TEKCT BOCHPOM3BOAMTCS HA 3KpaHe TUCIUIes B pabodeM mole
penakropa. CrenuaibHBIH 3HAYOK — KYPCOp YKa3bIBaeT TO MECTO Ha dKpaHe, Ha KOTOPOE IMOJb30BaTENb B
JAHHBI MOMEHT MOJXKET OKa3bIBaTh BO3JEHCTBUE (CO3/1aBaTh, U3MEHSATh CUMBOJIBI U T. JI.) C TOMOIIBIO
penaktopa. PaboTast ¢ TEKCTOBBIM PEIaKTOPOM, MOXKHO MOJYYUTh Ha 3KpaHe MHPOPMALHUIO O TEKYILIEM
COCTOSIHUM Kypcopa, T. €. €ro KOOpAWHAaTax Ha 3KpaHe (HOMEp CTPOKHM M MO3MUILHUH B CTPOKE), a TAKKE O
HOMEpe CTPaHHUIBI TEKCTa, ero GopMaTte, UCIoIb3yeMoM IpHdTE U T. 1



WnTepdeiic mpakTHIeckn KaKIOro TEKCTOBOTO pEeAaKkTopa MO3BOJSIET MMETh Ha IKpaHE MEHIO KOMAaHA
yIpaBlieHHsST PEAaKTOPOM — H3MEHEHHE PEXHMOB paboThI, oOpalleHHe 3a MOMOIIbI0, (OopMaTUPOBAHUE
TEKCTa, MevaTy U T. 1. Kak nmpaBmiio, MEHIO UMEET He TOJIBKO TEKCTOBYIO (hopMy, HO U (pOpMy MUKTOTpaMM,
YKa3bIBAIOMIMX Ha BHITIOTHIEMYIO KOMaHITy.

OcHoBHbIe oniepanuu peaakropa MS Word no pabote ¢ fokyMeHTaMu:

- BBOJ TEKCTA;

- pemaKTHpOBaHWE COAEPKHMOTO TOKYMEHTa (BHECEHHE KaKHX-THOO M3MEHEHHH B TEKCT JOKYMEHTa:
M3MEHEHHE B3aUMHOTO PacIoIOKEHHs OTAENbHBIX YacTeld JOKYMEHTa, IMOMCK M 3aMeHa CHUMBOJIOB, CJIOB U
YYaCTKOB TEKCTa);

- popMaTHpOBaHHE CONEPKUMOTO ITOKyMEHTa (3aJaHre MEeXTYCTPOYHOTO MHTEPBaJia, OTCTYIIOB CIIEBa U
CIIPaBa, BEIpaBHUBaHHUE TEKCTA H JIp.).

Bosmoxnoctu MS Word:

- OTHOBpEMEHHas padoTa C HECKOIBKUMHE JTOKYMEHTaMH;

- mpoBepka opdorpadun ¥ TpaMMAaTHKH;

- aBTOMaTu4eckoe (popMaTUpOBaHHE JOKYMEHTA;

- BKJIFOUEHHE B JOKYMEHTHI TaOJIHII, pUCYHKOB I MaTEMAaTHYECKUX (HOpMYIT;

- KOJUTEeKTHBHAs paboTa Hall OONBITUMH TOKYMEHTaMH H T.JI.

3amyck  mporpammbl-pegaktopa  MS  Word npomsBoauTcss 1O KOMaHA€ —TJABHOTO — MEHIO
Hycx\lIporpammer\Microsoft Word.

Cpena penaktupoBanust MS Word coepKuT cienyrommne dIeMeHTHI:

- CTPOKY 3aroJjioBKa JOKYMEHTa;

- OCHOBHO€ MEHIO;

- IaHEeJIX HHCTPYMEHTOB;

- OKHO PEeIaKTHPOBAHUS;

- TOPU30HTAIBHYIO 1 BEPTUKAIBbHYIO JIUHEHKH;

- IIOJIOCHI IPOKPYTKHU TOKYMEHTA;

- CTPOKY COCTOSTHUSI.

MeHI0 KOMaH[| BBIIIOJIHEHO B BUJAE HEPAPXUUYECKON CHUCTEMBI BCIUIBIBAIOIIUX IMOJIMEHIO, T.€. MOIAMEHIO,
AKTUBU3UPYIOUINXCS TPH BBEIOOpE HEKOTOPOTO IMyHKTAa OCHOBHOTO MEHIO. KakJblii MyHKT BCIUIBIBAIOIIETO
MEHIO COOTBETCTBYET OIPEIEIICHHON KOMaH/Ie WM Ha3BaHUIO MEHIO CJICAYIOMIETO YPOBHA. 3aITyCK KOMaHIbI
Ha BBIMOJIHEHUE OCYMIECTBIICTCS MIETIKOM JIEBOH KHOMKOW MBIMHU. YTOOBI 3aKpHITh MEHIO, HE BHIOpaB HU
OJTHOW KOMaH/IbI, CIIEAYET IIENKHYTh JIEBOI KHOMKON MBIIIU B 001aCTH peJaKTHPOBAHUSI JOKYMEHTA.

Ilon OCHOBHBIM MEHIO PACIOJIOKEHBI TMAHETH HHCTPYMEHTOB, Ha KOTOPBIX HAXOJSATCS KHOIKH IS
OBICTPOTO IOCTyNa K TeM KOMaHJIaM MEHIO, KOTOPBIE HCIIOB3YIOTCS HanboJee 9acTo.

OKHO peAaKkTHpOBaHHS JOKYMEHTa 3aHMMAaeT OCHOBHYIO IUIONIAJb OKHA peJakTopa. JTa 00lacTh
npeHa3Ha4YeHa s BBOJA W PEIaKTUPOBaHUs Tekcra AokyMmeHTa. [lociie 3amycka pemakropa MS Word B
OKHE peAaKTHPOBAHUS MOSIBIISIETCS ITyCTON JTOKYMEHT, TOTOBEIH JIJIsl HA0Opa TeKcTa.

CrneBa W BBepXy OKHAa PEJAKTUPOBAHUS JOKYMEHTA paCIOJIOXKEHBI BEPTHKAIbHAs W TOPU3OHTAIbHAA
JIMHENKH C JIeJIEHUsIMU UM Mapkepamu. Ha ropu3oHTanbHON JIMHEWKE MTOKAa3aHbl 3HAYEHUS [IPABOrO U JIEBOIO
MoJIeH CTPaHWIIBI ¥ 3HAYECHHUS IMapaMeTpoB ab3aia, BHYTPU KOTOPOTO B TaHHBIA MOMEHT HaXOJUTCS Kypcop.
BeprukanpHas nuHEHKa BHJIHA TOJBKO B pPEXHME Pa3METKH CTpaHUIbl. Ha Hell moka3zaHel 3HAYEHUS
BEPXHET0 M HIKHETO IOJIEH CTPaHUIIbI.

CrpaBa ¥ BHH3Y B OKHE PEIaKTHPOBaHUS JIOKYMEHTa PACIIONIOKEHbI TOPU3OHTANbHAS M BEpTHUKAIbHAS
moJIoCckl  MPOKPYTKH. OHM HCIIONB3YIOTCS JUIS TIEpEMENICHUsT M0 JOKYMEHTY Hapsiity C KypCOPHBIMHU
KiaBumamu u kinasumamu PageUp u PageDown.

Tema 1.2 PaGoTa uzaatesibCKHX CHCTEM

KomnbroTepHble n3aTeNbCKUEe CHUCTEMbBI OCHOBBIBAIOTCS HAa COYETAHWH COBPEMEHHBIX KOMIIBIOTEPOB,
Ja3epHBIX TPUHTEPOB, CKAHEPOB W CIOXKHOTO TMPOIPaMMHOTO OOeCIeYeHHs, AAIOUIET0 BO3MOXKHOCTH
MaHMITYJIMPOBaTh TEKCTOM M rpadukoid. Bce M3BeCTHBIE TEKCTOBBIE MPOLIECCOPHI U U3AATEIBCKUE CUCTEMBI
MOTYT paboTaTh B JIByX pEXHMax — TEKCTOBOM (3KpaH OUCIIEsT MOXHO YCJIOBHO paccMaTpHBaTh Kak
COBOKYITHOCTh TPSMOYTOJIFHUKOB, PACIOJOXECHHBIX BILUIOTHYIO JpYr K Jpyry) U TpaduueckoM (3KpaH
JICIIJIEST MOYKHO TPEICTaBUTh COCTOSIIAM M3 OTAEIBHBIX TOYEK, UMEIONIMX CBOM KoopauHathl). [lpudt
npeAcTaBiIsieT co00H KOMIUIEKT OYKB, HU(p M CHenUaabHBIX CUMBOJIOB. IlIpudThl OoTIMUaroTCs ApPYr OT
JIpyra pUCYHKOM (TapHHUTYpOIi), HaUepTaHHeM (TPSAMOiA, KypCUBHBIN), U pa3MepoM (Kersiem). boiapmmHCTBO
COBPEMEHHBIX TEKCTOBBIX MPOIECCOpoB momaepxkuBatoT mpudTel True Type. B KoMIUIEKT TOCTaBKH
Windows Bxozsat takue mpudtel True Type kak Arial, Courier, Symbol, Times New Roman.



Paznen 2. TekcToBBIE MPOLECCOPBI

Tema 2.1 Knaccudukanms TekcTOBBIX pefakTopoB. IIpuHnun paéorsl.

CoBpeMEHHBIN TEKCTOBBIN PENaKTOp MPEACTaBISICT COOOW MPOTPaAMMHBIM TPOAYKT, OOECIICUMBAIOIINI
none3oBarens [1IK cpeacTBamu co3nanusi, 00pabOTKM M XpaHEHH JOKYMEHTOB PABHOM CTETIEHH CIIOKHOCTH.
B nocnenHee BpeMsi TEKCTOBBIE PEAAKTOPHI BBITECHSIOTCS TEKCTOB MPOLIECCOPAMHU, KOTOPBIE MO3BOJISIIOT HE
TOJIbKO HAaOHpaTh «4HUCTHIN», HEHOPMATHPOBAHHBIM TEKCT, HO U 0GOPMIISATH €r0: IPOU3BOJIBHO Pa3MELIATh
Ha CTPaHUIIE, BBLAEIATD IpU(TAMU U TaK Aajee.

Knaccudukanms:

1. PempakTopbl TEKCTOB — MpeaHA3HAYEHBl A CO3JaHHs PEIaKTHPOBAHMS HECIOKHBIX TEKCTOB M TEKCTOB
IIpOrpamM.

2. PenakTopbl JOKYMEHTOB — NpeAHa3HaueHbl Ui pabOThl ¢ JOKYMEHTaMH, CTPYKTYPHO COCTOSLIMMHU W3
BJIOKEHHBIX Pa3IesIOB, CTPaHHMLI, a03alleB U TaK Aajice.

3. PenakTophl Hay4yHBIX TEKCTOB — OOECIIEYMBAIOT IOJATOTOBKY M PEAAKTUPOBAHWE HAYYHBIX TEKCTOB,
cozieprkammx OO0JbIIIOe KOMTNIECTBO MaTeMaTHIeCKUX (popmyIr, TpaduKOB H T.JI.

4. W3parenbckue CUCTEMBl — HCIOJNB3YIOTCS IS TMOATOTOBKH OOJNBIIMX CIIOKHBIX JOKYMEHTOB (KHHIH,
aTb0OMBI, JKypHAIbI U T.JI.).

bazosvie 603mooicHocmu mexcmosvix pedakmopos

Kypcop — xopoTkasi, KaK MpaBuIIo, MUTAOLIAst IMHKS, TIOKa3bIBAIOIIAs TTO3UIHIO paboydero nois, B KOTOPYIO
OyzeT moMeleH BBOJUMBIA CUMBOJN MM 31eMeHT Tekcra. KmaBum Home m End oObruHO mepemermaior
Kypcop B Hauajo u PageDn nepemeraror Kypcop U TEKCT Ha OAHY CTpaHHIy (3KpaH) BBEPX WJIM BHU3 KOHEI]
cTpoku cooTBercTBeHHO. KnaBummu PageUp u PageDn mepememaroT Kypcop M TEKCT Ha OAHY CTpPaHUILY
(okpaH) BBepx Wi BHU3. TEKCTOBBINH MPOIECCOP BCErJa HaXOAMUTCS B OJHOM M3 ABYX PEKUMOB — BCTaBKa
WIM 3aMeHa. Ins — KiIaBHINA MEpeKIIOYeHus Mexay pexumamMud. OCHOBHBIMHM 3TallaMU IMTOATOTOBKH
TEKCTOBBIX JOKYMEHTOB SIBIISIIOTCS: HAaOOp TEKCTa, pEelaKTUPOBAHUE TEKCTa, IeYaThb TEKCTa, BBEICHHE
apXuBa TEKCTOB.

Iloozomoska mexcmogozo OOKymeHma

Te mnpobenbl, KOTOpbIE TEKCTOBBIH PENAKTOP AaBTOMATHUECKH BCTAaBIISET Ul BBIPABHHUBAHHUS CTPOK,
Ha3bIBAIOT «MSTKHMH» B OTIHYHE OT <OKECTKHUX» MpoOesoB, BHOCHMBIX B TEKCT MpPH HaKaTHU
nosnb3oBateneM knasuin [Ipoben Ha kinaBuatype I1K. TouHO Tak e CYIIECTBYIOT «MSITKHE» H <OKECTKUEY
MIPU3HAKN KOHIA CTPOKH. PenakTupoBaHHe BBINOJIHACTCS MPU MOJAYe MOIb30BATENEM KOMAHJ TEKCTOBOTO
penaktopa. UtoObl yganuTh OJUH WJIM HECKOJBKO CHMBOJIOB, McIonb3yroTcs kiaBumu Del u Backspace.
BrineneHHbIi parMeHT MOKET OBITh CTPOYHBIM, OJOYHBIM U JHHEHHBIM. DopMaTHpOBaHUE — CIIOCOOHOCTH
TEKCTOBOTO IpoLeccopa MPOU3BOAUTE 0dopMIIeHHE JOKyMeHTa. AG3al] — ¢pparMeHT TeKCTa, IPoLece BBOAA
KOTOpOTO 3aKOHYMJICS Ha’KaTHEM Ha KiIaBuIly BBoga Enter.

Paboma ¢ mexcmom.

K oneparusim, mpon3BOANMBIM HaJl TOKYMEHTOM,

OTHOCSITCS: CO3/1aHHE€ HOBOTO JIOKYMEHTa - IMPUCBOCHHE NOKYMEHTY YHUKAIbHOTO MMEHHM M HabOp BCEro
TEKCTa Ha KJaBHAType; 3arpy3ka IpelBapUTENIbHO CO3JaHHOIO JOKYMEHTa B OIEpPaTHBHYIO IaMATh;
COXpaHEHHE JOKyMEHTa - KOIMPOBAaHME [IOKYMEHTa M3 OINEpPaTHBHON MaMATH BO BHEILIHIOIO; yJAJEHHE
JIOKyMEHTa — yJaJeHHE CO3AAHHOTO WJIN 3arpy>KeHHOro JOKyMEHTa C 3KpaHa; pacledarka JTOKyMEHTa —
co3nanue TBepaod (OymaxkHOM) KomuM JokyMmMeHTa. Omepauusi COXpaHEHUHM —  3alHCHIBAET
OTPEAAKTHPOBAHHBIM JOKYMEHT, HAXOSIIIMHACA B ONEPATUBHOM MMaMATH, HAa JAWUCK JUIS IOCTOSHHOTO
XpaHeHus. B MOIIHBIX TEKCTOBBIX IPOLECCOpPaX HMEETCS BO3MOXKHOCTH CIHSHUS JTOKyMEHTOB. Jlis
BBIMIOJIHEHUSI 3TOW NpOLEAYphl HEOOXOOMMO HMETh: TIJIAaBHBIM JOKYMEHT, COACp)KAIMH ITOCTOSIHHYIO
MHQOPMAIUIO; TIOKYMEHT-UCTOYHHK JIJIsl XpaHEHHS IepeMEHHON HH(POpMAaIHH.

Pasnen 3. TekcToBbIe pefaKTOPbI 001Er0 HAZHAYEHHUS

Tema 3.1 IlakeTsbl NPUKIATHBIX POrPaMM

[IpuknanHoe nmporpaMMHoe obecrieueHre npeIHasHauYeHo ISl pa3paOOTKH U BHITIOJHEHNST KOHKPETHBIX
3ama4 moik3oBarens. [Ipuknanaoe [1O paGoTaer o ynpaBlIeHHEM ONEepallMOHHBIX cucteM (6a3zoBoro [10).
IIpuknannoe IO Bikiarowaer B ceOsf MakeThl NPUKIAAHBIX NPOTpaMM W TMPUKIAJHBIE MPOrPaMMBI
MOJIb30BATES.
ITaker mpukmagasix nporpamm (IIIIT) — 310 KOMIUIEKC TporpaMm, MpeaHa3HAYEHHBIX IS BBITIOJHEHUS
3a/1a4 ONpeesIEHHOTO Kilacca.

Paznnuarot cnenyromue tunsl npukiagHoro I10:

— 11O obmero Ha3HaueHUs
— MeTogo-opuentupoBanHoe 110;
— npobsiemHo-opuenTupoBannoe [10;



—I10 s rnobanbHBIX CETEN;
— IO mst agMUHUCTPUPOBAHYSI BRIYHCIUTEILHOTO MPOoIIecca.
K npuxmagaomy I10 obmero HazHadueHus oTHOCSTCS ciexyromme [TT111:
- TEKCTOBBIC ¥ TparuecKue PeaKTOPhI, H3/IaTELCKUE CUCTEMBI;
- JJICKTPOHHEIC TAOIUIIBL;
- CHCTEMBI YIIpaBleHUs 0a3aMu JaHHBIX;
- HTETPUPOBAHHBIE TTAKETHI;
- Case-TexXHOJI0THH;
- 000JIOUKH IKCIIEPTHBIX CUCTEM U CHCTEM UCKYCCTBEHHOTO MHTEIIICKTA.
PenmakropamMu Ha3bIBaOTCS MPOTPAMMHBIE TPOAYKTHI, TMpEeIHA3HAYEHHBIE IS CO3MAHUA W H3MEHEHHS
TEKCTOB, JIOKYMECHTOB, TpaUueCKUX IaHHBIX M WIUTIOCTparuidi. PenakTopsl Mo CBOMM (hYyHKIIMOHAIEHBIM
BO3MOXKHOCTSIM MOYKHO TIOJJPa3/ICIMTh Ha TEKCTOBBIC PEIAKTOPHI, Tpad)UYeCKUe PEIAKTOPhI U U3ATCIILCKUC
CHUCTEMBEI.

TexcToBble pEmAaKTOPBI HCIONB3YIOTCS T 0OpabOTKM TEKCTOBOW WH(MOPMANMd ¥ BBIOIHSIOT
cnenyroiue (pyHKIUU: 3aMuch TeKcTa B (ailir; BCTaBKY, yAaJCHHUE, 3aMCHY CUMBOJIOB, CTPOK U (PparMEHTOB
TeKcTa; MpoBepKy opdorpadun; opopmiieHHe TEKCTa pa3IMIHBIMHA MIpU(GTaMH;, BbIPAaBHUBAaHHE TEKCTa;
MOTOTOBKY OTJIABJICHUH, pa30HeHNe TeKCTa Ha CTPAHUIIBI; TIOUCK U 3aMEHY CIIOB M BRIPAKEHHIT; BKITFOUEHUE
B TEKCT HECJIOXKHBIX MJUTIOCTPAIINI; TIeYaTh TEKCTA.

HawnGonbiee pacipocTpaHeHHE TTOTYYUIIA TEKCTOBBIC PEIaKTOPHI

Microsoft Word, Word Perfect, ChiWriter, MultiEdit, AmiPro, Lexicon.

I'paduueckue penaktopsl (B T. 4. CAD-cucTembl)ipeHazHaueHb! 715 CO3JaHusl 1 00pabOTKU rpapuuecKux
JIOKYMEHTOB, BKJIFOUasl TarpaMMbl, WJUTFOCTPAIUH, YEPTEIKU, CXEMBI.

Hawnbonee momynspHbI cieayronue rpaguaeckie peaakTophl:

Adobe Photoshop, CorelDRAW, PaintBrush, Adobe Illustrator.

N3naTenbckue CUCTEMBI COSAMHSIOT B ce0¢ BO3MOKHOCTH TEKCTOBBIX U rpaduueckux peaaktopoB. OHu
001a1al0T Pa3BUTHIMM BO3MOXKHOCTSMHU 10 (POPMHPOBAHUIO TOJOC C TEKCTOBBIMH W TrpaduuecKUMHU
MaTepualaMy W TOCIEAYIONUM BHIBOJOM Ha Ie4YaTh. DTH CHCTEMBI OPHEHTHUPOBAHBI HA WCIOJIB30BAHUE B
W3aTEeIBCKOM JIeJIC€ W HA3bIBAIOTCS CHCTEMaMH BEpPCTKU. [IpuMepoM Takux CHUCTEM CIyKaT MpPOTrpaMMBbI
Adobe PageMaker u Ventura Publisher.

OnexTpoHHOW Tabnumeld Ha3pBaeTCS IporpamMma uis oOpabOTKM YHCIIOBBIX JaHHBIX B TaOJMIax.
JlaHHBIE pa3HBIX THUIOB (YHCIIa, CAMBOJBHBIE JaHHEIE, (DOPMYIBI) XPAHATCS B OTACITHHBIX SYEHKAX TaOIHIIbI.
C nomoipio (GopMyJT 3aal0TCS 3aBHCUMOCTH 3HAYCHUS OIHHMX SUYCEK OT COACPKHMOIO JPYIHX sYEeK.
HawuGostee momysisipHO#i 3JeKTpOHHON TabiuIeit MokHO cuntath MS Excel.

Jnst pabothl ¢ 0a3aMu MaHHBIX UCTHOIB3yeTcs crenuanbHoe [10 — cucrembl ympaBieHUs 0azaMu JaHHBIX
(CYBJ). bazoit nannbix (b/l) Ha3bIBaIOT COBOKYMHOCTH CIIEIMATIBHBIM 00pa3oM OpraHW30BaHHBIX HAOOPOB
JTAHHBIX, XPaHAIIMXCS Ha JUCKe. YTpaBiieHue 0a30il TaHHBIX BKIIFOYAET B CE0s BBOJ JAaHHBIX, HX KOPPEKIIUIO
Y MaHWITYJIMPOBAaHUE NaHHBIMU, T. €. T0OABJICHHE, YIalleHUe, U3BJIYeHNEe, OOHOBJICHHE U IPYTHE OTepaIliH.
B 3aBucuMocTH 0T cioco6a opraHu3aiuu JaHHBIX Pa3IMdaloT CETEBbIC, HePAPXUIECKUE, PACTIPEACIICHHBIE U
pensiuonnbie CYB/l. U3 umeronuxcs CYB/l Haubosnbinee pacnpoctpaHenue nonyuniiu Microsoft Access,
Microsoft FoxPro, MS SQL Server, Borland Paradox, MySQL, a takxxe CYB]] komnanuu Oracle, Informix,
Ingress, Sybase, Progress u ap.

WHTerpupoBaHHBIMHU MTaKeTaMU HAa3bIBACTCSI COBOKYIMHOCTh (DYHKIIMOHAJIBHO Pa3IMYHBIX MPOrPaMMHBIX
MIPOAYKTOB OOIIETO Ha3HAUSHHUSI, TOTIONHAIOIINX JIPYT IPyra, CIIOCOOHBIX B3aUMO/IEHCTBOBATh MEXKILy COOOM
myTeM OoOMeHa JaHHBIMH, UMEIOIINX €IUHBIN IOJh30BaTeNbCKI WHTEp(hEHC, pean30BaHHBIX Ha €IMHON
OTEPAIMOHHON BBIYUCIMTEIBHON TuiaThopme. OOBIMHO OHM BKIIIOYAKOT B CeOs TEKCTOBBIH peaakTop,
JNEKTPOHHYIO — Tabmuiy, Tpaduueckuii pemakrop, CYBJ/l, Heckombko Jpyrux Tmporpamm H
KOMMYHUKAIIMOHHBIN MOy/b. B HacTosiee BpeMs WHTErpamus MporpaMMHBIX MOAYJIEH HOCHT OOBEKTHO-
CBSI3aHHBIN XapakTep, 0COOEHHOCTHIO KOTOPOI'O SIBJISETCS HCIOJIb30BAHHUE HECKOJBKHMU MPUIOKCHUSIMU
obmux pecypcoB. Hambosee momyisipHBIMH MHTETPHPOBAaHHBIME TakeTamu siisitorcsi Microsoft Office,
Framework, Startnave, Lotus SmartSuite for Windows, Borland Office for Windows.

CASE-TexHONIOTHH TPUMEHSIOTCS TIPU CO3/IaHUM CIIOKHBIX WH(POPMAIMOHHBIX CHCTEM, OOBIYHO
TpeOYIOMUX KOJUICKTHBHOW peaM3allii TPOEKTa, B KOTOPOM YYaCTBYIOT PAa3jINYHBIC CIECITUATHCTHL:
CHUCTEMHBIC aHAJIMTHKH, IPOCKTUPOBIIHUKH U IPOIPAMMHUCTBI.

IIpu ucnonb3zoBanuun CASE-TexHOMOruu, Kaxabpli CEHUATUCT PEllaeT 3a/layd TOJbKO CBOETO YPOBHS, HE
OTBJICKAsICh HA JPYTHE ETAIH.

OKCIEepTHBIE CHUCTEMbl — 3TO CHCTEMBI 00pabOTKH 3HAHWUA B Y3KOCIEIMAIH3MPOBaHHOH 00JIaCTH
MOJITOTOBKM PEUICHHI MOJIb30BaTeNIed Ha YpPOBHE MPO(ECCHOHANBHBIX AKCIEPTOB. DKCHEPTHBIC CHUCTEMBI
WCTIONB3YIOTCS I TPOTHO3a CHUTYallud, JAMArHOCTUKU COCTOSIHMS OOBEKTa, IIEJICBOTO ILIAHHUPOBAHMS,
yHpaBieHHs MporeccoM (GyHKIHOHUpOBaHMs. OHM BO3HUKIN BCJICICTBUE KOMIIBIOTEPU3AILMU IPOLECCOB
pelleHus 3a7ad THUIA «4TO OYIET, €CId...», OCHOBAaHHBIX Ha JIOTHMKE M ONbBITE cIieluaircToB. [Ipumepom
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000I04eK OKCICPTHBIX CUCTCM MOXKET CIIYXKUTH Expert-Ease, MMpUMCHsCMAsa B 9dKOHOMHUKE.
Pa3nen 4. HacToabHbIe H31aTeJIbCKHUE CUCTEMBbI

Tema 4.1 HacToabHble u3nareinbckue cucrteMsbl. [lonsaTue. llpeqnasnauenne.

HacronsHOM U3AaTENbCKOW CUCTEMOM HAa3bIBAETCS KOMIIBIOTEPHO-IIPOrPAMMHBIN UHCTPYMEHT BEPCTKU U
MaKETHPOBaHUSI  PEMPOIYIIUPYEMOTO OpPUTHHAII-MAKeTa, TO3BOJAIOMNN  (POPMATHPOBATH TEKCTOBBIE
MaTepuajbl 1 00padaTbiBaTh rpaduuecKue U300pakeHusl, TOTOBS MX K TIeYaTH B COOTBETCTBHH C OPMOIi
KOHIICTIHEN BBITYCKaeMOT0 M3/IaHHA.

Ucnonp3oBanrie HUC B opraHu3anvu peaakIMOHHO-U3AATENBECKOTO TPOIEcca 3HAYUTENLHO SKOHOMUT
YCUJIMS €r0 YYaCTHHKOB, OCTABJISISl B MPOIIUIOM TSDKEIYIO M KPOIIOTIUBYIO PabOTy Kak OlepaTopoB HAOOpHO-
MeYaTalX MalliH, TaK U PAacKIaI4MKOB, OCYIIECTBISIIOIIMX BEPCTKY M MOHTaXX OpPHTHHAJI-MaKeTa s
MalluH oQceTHOH mevaTH. Bee mepednciieHHple onepanyy U Mporerypbl OCYIIECTBISIOTCS HA HACTONBHBIX
U3/IaTENbCKUX CUCTeMaxX 0osiee MPOCThIM W YJOOHBIM 00pa3oM, MO3BOJISSI S3KOHOMUTH BPEMEHHBIE 3aTpPaThl
ucnonHuTens. C MOMOIIBI0 HACTOJNBHBIX M31aTEIBCKUX CUCTEM JIETKO OCYIIESCTBIACTCS paHee BHI3BIBABILUMA
MHOXECTBO TPYTHOCTEH MpOIECC MOHTaXa IpadUuecKUX W TaOJWYHBIX MAaTEpUAliOB, COOCTBEHHO cama
MOJIrOTOBKA rpauKu, COPTHPOBKA, TIeYaTh ¥ CBEPKA CTPAHHI[-OTTUCKOB.

s moaroToBKU OYKIETOB, OhOPMIICHHS )KypHAJIOB M KHUT MPeJHAa3HAYEHBI CIICIHaIbHbIC U31aTeIIbCKHIE
cuctembl. OHU TO3BOJSIOT TOTOBUTh MX W TleyaTaTh Ha NPUHTEPAX WM BBIBOIUTH Ha (poToHaOOpHEBIC
ABTOMATHI CJIOXKHBIEC JOKYMEHTHI BRICOKOTO Ka4eCTRa.

Hacmonvuvie  uzoamenvckue  cucmemsvi (HUC) — o3T0 mporpammbl, TpeAHa3HAYEHHBIE IS
npodecCHOHANILHON H3JATENbCKON AEATENHOCTH, IMO3BOJISIIOIINE OCYHICCTBIATh AJIEKTPOHHYIO BEPCTKY
HIUPOKOTO CHEKTPa OCHOBHBIX THIIOB JOKYMEHTOB.

[MpeaycMOTpeHHbBIE B IPOrpaMMHBIX TTAKETaX JAHHOTO THIA CPEJICTBA O3BOJISIOT:

e  KOMIIOHOBATh (BEpCTaTh) TEKCT;

®  HCIOJb30BaTh BCEBO3MOXKHBIE MIPUPTHI U MoNUTpaduyeckre N300paKeHUs;

e  OCYIICCTBIIATH PEIAKTUPOBAHUE HA YPOBHE JYUIIMX TEKCTOBBIX MPOIECCOPOB;
e 00OpabaThIiBaTh rpaduuecKue H300pAKEHUS;

e o0ecrneunBaTh BBIBOJ JOKYMEHTOB BHICOKOTO KayeCTBa;

e Wp.

W3BeCTHBIMH TIAKETAMH CpEIM HW3JATENbCKUX CHUCTEM JJisi KOMITBIOTEpOB sBJsIIOTCs PageMaker,
QuarkXPress, Scribus u np.

HmMeroTcss Ba OCHOBHBIX BHJIA HM3ATENILCKUX CHCTEM. M3narenbckue CHCTEMBI MEpPBOrO BHIA OYCHB
yInoOHBI IS TIOATOTOBKM HEOOJBIIUX MATEPUANIOB C HIUTIOCTPALUSMH, TIpaduKamMu, JUarpaMMamH,
pasNIuYHBIMU 1IpudTaMH B TEKCTe (HampuMep, Ta3eT, HeOONbIINX KypHAIOB). THNMYHBINA MpUMEp TakKoH
cucrembl — Aldus PageMaker.

W3znarenbckue CHCTEMbI BTOPOTO BUAa OOJbIE TMOAXOMAT JUISl TOATOTOBKH OOBEMHBIX JOKYMEHTOB,
nanpumep kuur. Onna u3 takux cuctem — Ventura Publisher (Corel Ventura) — ympasnseT MEHIO 1 MOJKET
CUUTBIBATH TEKCTHI, TIOJOTOBIICHHBIE C MOMOIIBIO JIPYTHX TEKCTOBBIX pENaKkTOpoB (Hampumep, Microsoft
Word), coxpaHsist mpy 3TOM HapameTpbl (popMaTHPOBAHUS, 3aJaHHBIC STHM PEIAKTOPAMH.

OcHOBHasl omepanus U3AaTeIbLCKUX CHCTEM — BepCTKa (pa3MeleHHe TEKCTa MO CTPaHHIAM JIOKYMEHTA,
BCTaBKa PHCYHKOB, OQOpPMIICHHE TEKCTa pPa3UYHBIMH MpUPTamMH U T.J.). PenakTupoBaHHe TeKcTa B
U3/IaTENbCKUX CUCTEMaxX MEHee YJI00HO, YeM B TEKCTOBBIX pefakTopax. [103ToMy ObIBAaET, YTO TOKYMEHTHI
TFOTOBAT B JIBa JTama: CHavaja HaOMparT TEKCT B TEKCTOBOM MPOIECCOPE, a 3aTeM CYMTHIBAIOT €ro
W3/IaTeNbCKOM CUCTEMON M OCYIIECTBISIOT OKOHYATENFHYIO TIOATOTOBKY JJOKYMEHTA.

OcHoBHbIE (YHKIUM HM3IATENBCKUX CUCTEM: HCIOJIb30BaHWE COTEH BHJIOB MPUGTOB (HAUYepTaHWH U
pasMepoB CHMBOJIOB TEKCTa), KOTOPhIE OTOOPAKAIOTCS HA SKpaHE TaK K€, KaKk MpH MeYaTH; U3MEHEHUEe U
KOPPEKTUPOBKA PUCYHKOB U TMarpaMM; GopMHUpOBaHHE TaOJIMI;, BEIpaBHUBaHUS; pabota ¢ GopmyiaaMu u ap.

BonbMHCTBY MONB30BaTENeH Il BBHIIOJHEHUS! W3ATENBCKAX Pa0OT MOXKET OBITh BIIOJIHE JOCTATOYHO
BO3MOXHOCTEH TEKCTOBOIO MpOIleccopa, B KOTOPOM €CTh JJIEMEHTHI IBETOBBIJACICHUS M CPEICTBA
rpau4ecKuX peaakTopoB.

4.3. JlabopaTopHbIe padoThI

Y4eOHBIM IUTaHOM HE TTPETYCMOTPEHO.



4.4. TIpakTH4yecKue 3aHATHS

Buo
3aHamus 6
Ao Homep Haumenosanue ) Obvem unmepakmuevuoﬁ,
wn pazoena NpaAKmMu4ecKux 3aHAMUI (wac.) akmusHol,
oucyunauHbl UHHOBAUUOHHOU
popmax,
(uac.)
1 Hacrpoiika ctmeii. Pabora ¢ TekcTom 3 -
2 OCHOBHBIC PUEMBI PEIAKTHPOBAHHS 3 Pabora B rpymme
3. JIOKYMEHTa (1 gac)
3 ®dopmMaTupoBaHUE TOKYMEHTA 3 PaGora B rpymme
(1 gac)
4 Odopmnenne Tadmu B MS Word 3 PaGora B rpymme
(1 gac)
5 PucoBanue 1 BcTaBKa pUCyHKOB 3 Pabota B rpymnme
(1 gac)
6 JloTIoTHUTENBHBIE CPENICTBA MIOATOTOBKH 3 -
JIOKYMEHTa
HUTOI'O 18 4

4.5. KoHTpo/IbHBbIE MEPONPUSATHSI: KYPCOBO# MPOEKT (KypcoBasi padoTa), KOHTPOJIbHast

padora, PI'P, pedepar

VYueOHBIM IIJIAHOM HeE MpeayCMOTPECHO.
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5. MATPAIIA COOTHECEHUS PA3JIEJIOB YYEFHOU JUCIHUAIIJIMHBI K ®OPMHUPYEMBIM B HUX
KOMIIETEHIHUAM U OEHKE PE3YJbBTATOB OCBOEHUA JUCHHUIIJINHBI

Komnemenyuu Komnemenyuu
M, naumenosanue Ift‘t)ljz)geo LLLS " tcp, lleﬁﬂblil;(t)lﬂ muii ezoube;’tglnos
Ppazoenoe OucuunIumbl 11 komn. uac Y A pesyn
1 2 3 4 5 6 7

1. Hasnauenue u 00J1acTh MPUMEHEHHS TEKCTOBBIX PEIAKTOPOB 21 + 1 21 JIK, CP 3auer
2. TexcToBbIE IPOIIECCOPHI 21 + 1 21 JIx, CP 3a4eT
3. TekcToBBIE pENAKTOPHI OOIIEr0 Ha3HAYECHUS

pex P - 25 + 1 25 JIk, JIP, CP 3a4eT

3a4eT
4. HacTonpHBIE U31aTEIIECKUE CUCTEMBI 5 + 1 5 JIx, CP
6cezo uacoe 12 12 1 12
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6. IEPEYEHb VYYEBHO-METOAMYECKOI'O OBECHEYEHHUSA IS
CAMOCTOATEJBHOU PABOTbHI OBYYAIOIIINXCA 11O AUCHUITJINHE

I'pomres, A.C. Mudopmatuka: taboparopubiii npaktukym / A.C. I'portes. - M.; bepiaun: J{upekr-Menuna,
2015. - 159 c.
http://biblioclub.ru/index.php?page=book_view_red&book_id=428590&page_id=29

7. NIEPEYEHb OCHOBHOH " JOMNOJHHUTEJIBHOW JIUTEPATYPBI,
HEOBXOJINMOMU J1JIsA OCBOEHUA JUCHUITJINHBI

Konuuecmeo
akzemniapoe | Obecneuen-

¢ HOCMD,
oubnuomexe, | (3K3./ 4eil.)
IIT.

Buo
Ne Haumenosanue uzoanua 3aHs-

musn

1 2 3 4 5

OcHoBHas iuTEpaTypa

1. Nndopmaruka: yaeonoe nmocodue / E.H. I'ycesa,
N.10. Edpumona, P.1. KopobkoB u ap. - 3-e u3n.,
crepeoTuil. - M.: ®nunTa, 2011. - 260 c. JIx, CP 19V 1
http://biblioclub.ru/index.php?page=book_red&id=83542

2. KonoxonsuukoBa, A.. UndopmaTtuka: yuebHoe mocodue /
AWM. Konokonbaukosa, E.B. IIpokonenko, JI.C. Taranos. -
M.: Jupexkr-Menaua, 2013. - 115 c. JIx, CP 12V 1
http://biblioclub.ru/index.php?page=book_red&id=210626

3. I'ypakos, A.B. Mudopmaruka: Beenenue B Microsoft
Office: yuebnoe mocobue / A.B. I'ypakos, A.A. Jlazuues; 13y 1
MuHucTepcTBO 00pa3oBaHus 1 Haykn Poccuiickoit JIk,
®enepaunu, Tomckuii ['ocygapcTBeHHbIM Y HUBEPCUTET JIP, CP
Cucrem Ympasnenus u Pagnosnexrponuku (TYCVYP). -
Tomck: Ois Konrent, 2012. - 120 c.
http://biblioclub.ru/index.php?page=book_red&id=208646

4, Nudopmaruka : yuebnoe nocooue / E.H. I'ycena,
N.10. Edpumona, P.1. KopoOkos u zp. ; MuHHCTEpCTBO
oOpa3zoBanus u Hayku Poccutickoit deneparum, JIk, 13V 1
Marautoropckuii TocyapCcTBEHHBIN YHUBEPCUTET. - 4-¢ JIP, CP
u3n., crep. - Mocksa : M3garensctBo «@aunTay, 2016. -
261 c.
http://biblioclub.ru/index.php?page=book&id=83542

5. Tymko, T.A. Uadopmatrka : yaeOHOe mocodue /
T.A. Tymko, T.M. IlectyHoBa ; MUHUCTEPCTBO
oOpa3zoBanus u Hayku Poccutickoit deneparum, JIk, 13V 1
Cubupckuii ®enepanbHblil yHUBEpCUTET. - KpacHOSIpCK : JIP, CP
CoV, 2017.-204 c.
http://biblioclub.ru/index.php?page=book&id=497738

JlonoiHUTe/ILHAS JIMTepaTypa

6. Nudopmaruka. ba3osslit Kype: yueOHUK 17151 OaKanaBpoB U
cnermanuctoB / [lox pen. C. B. CumoHoBHMYA. - 3-€ U3, -

Cankr-IletepOypr: [Tutep, 2014. - 640 c. JIx, 76 1
JIP, CP

7. HNudopmaruka: yaebnoe nocodue / C.B. TumueHko,
C.B. Cmeranun, 1.JI. Apremos u ap. - Tomck: Db 19y 1
Kontent, 2011. - 160 c. JIk,

http://biblioclub.ru/index.php?page=book_red&id=208700 | JIP, CP

8. O0yxoBa, O.B. Undpopmatuka: yueOHOE mocodue /
0.B. O6yxoBa; MunuctepcTBO TpaHcnopta Poccuiickoit 13V 1
®enepanu, MOCKOBCKasi TOCyAapCTBEHHAS aKaJIeMUs JIk,

BOJHOrO TpaHcnopTa. - M.: Anstaup: MITABT, 2008. - 101 | JIP, CP
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http://biblioclub.ru/index.php?page=book&id=83542
http://biblioclub.ru/index.php?page=book&id=497738

C.
http://biblioclub.ru/index.php?page=book_red&id=429776

9. Kanmpiposa I'. P. MadopmaTuka: yaeOHO-IpaKTHIECKOE
nocodue - YiuesaHosck: Yial'TVY, 2013 — 228 c. 12y 1
http://biblioclub.ru/index.php?page=book_red&id=363404 JIk,

JIP, CP

10. Teopetuueckne 0OCHOBBI HHPOPMATHKH: YICOHUK /
P.1O. Lapes, A.H. Ilynkos, B.B. Camapun u 1p.; 13y 1
MununcTepcTBo 00pa3oBaHus U Hayku Poccuiickoit JIk,
denepannu, Cubupckuii enepanbHblid YHUBEPCHUTET. - JIP, CP
Kpacnospck: Cubupckuii ¢eeparbHbI YHUBEPCUTET,
2015. - 176 c.
http://biblioclub.ru/index.php?page=book_red&id=435850

8. NEPEYEHbD PECYPCOB NHPOPMAILIMOHHO -
TEJEKOMMYHUKAIIMOHHOM CETU «<MHTEPHET» HEOBXOJIUMbI X
AJIsI OCBOEHU S AUCHUIIJIMHBI
1.OnexTponnsIii katanor 6udmmorexku bpl'yY
http://irbis.brstu.ru/CGl/irbis64r_15/cgiirbis_64.exe?LNG=&C21COM=F&I121DBN=BOOK&P21
DBN=BOOK&S21CNR=&Z721ID=.
2. DnextpoHHas 6ubnuoreka bpl'Y
http://ecat.brstu.ru/catalog .
3. DnexTpoHHO-0MbIMOoTEeYHas cucTeMa «Y HUBepcuTeTckas Oubnuoreka online»
http://biblioclub.ru .
4. DnekTpoHHO-0MOaMoTeuHas cuctema «M3narenbeTBo «JlaHb»
http://e.lanbook.com .
5. Uadopmarmonnas cucrema "EnquHoe 0KHO JocTyna K 00pa3oBaTeIbHbIM pecypcam”
http://window.edu.ru .
6. Hayunas snextponnas oubnuoreka eLIBRARY.RU http://elibrary.ru .
7. Yuusepcurerckas unpopmarmonnas cuctema POCCHUSA (YUC POCCHUA)
https://uisrussia.msu.ru/ .
8. HanmmonanpHast 31ekTponHas oubnmmorexka HOb
http://xn--90ax2c.xn--plai/how-to-search /.

9. METOAUYECKHUE YKA3AHMUSA JJI51 OBYYAIOLIUXCA
1O OCBOEHUMIO JNCHUITJIMHBbI

N3yuenne kypca «TeKcTOBbIE pelakTOpbD» IMPEAINoyiaraeT paBHOMEPHBIA pexXHUM pabOThl U
PUTMUYHBIN €€ XapaKTep.

Tak, mpopaboTka JEKIIMOHHOTO MaTepHuaia OCYILECTBIIsIeTCsl B TeueHue cemectpa. [Ipu stom
OCYIIIECTBJISIETCS] HAMCAHUE KOHCIEKTa JIEKINM, N3y4eHHe OCHOBHBIX TEPMHUHOB, KilacCU(UKALIUN
MH(POPMALIMOHHBIX CUCTEM U UCIOJIb30BAHUS KOMITBIOTEPHBIX TEXHOJIOTHH.

B xone maGopatopHbIXx paOOT MPOM3BOIUTCS 00O0OIIEHUE, CHUCTEMaTH3alUs, YIriayOJIeHue u
KOHKPETHU3aIMsl MOTYYEHHBIX TEOPETUUYECKUX 3HAHWU, BBIpAOOTKa CIIOCOOHOCTH M TOTOBHOCTH MX
UCIOJIb30BaHUsl Ha mpakTuke. [Ipu moAaroroBke K HUM HEOOXoAMMa MpPOpabOTKa OCHOBHOW U
JIOTIOJTHUTEIILHON JIMTEpaTyphl, TEPMHUHOB, CBEIEHUH, SBIAIOIIUXCS OCHOBOIOJATAIOIIMUMHU B
TeMe/pas3zienie, a TakKe BBINOJIHEHHUE 3a/laHui, HEOOXOAMMBIX /JIsi y4acTHUs B HHTEPAKTHUBHOM,
AKTUBHON M MHHOBALIMOHHBIX (pOpMax 0O0y4EHUs MO HCCIEeTyEMbIM BOIPOCAM.

Jpyroii 4acThi0 caMOCTOSATENBHON pabOTHI OOYUAIOIINXCS ABIISIETCS MOATOTOBKA K 3aueTy. [1pu
TOM HEOOXOAMMO OpPHUEHTHPOBATHCS HA KOHCHEKTHl JIEKLIUH, PEKOMEHIYEeMYIO JHUTeparypy Hu
HCITOJIH30BaTh PECYPChl HHPOPMAIIMOHHO-TEJICKOMMYHUKAIIMOHHOM ceTH «HTepHeT».
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http://irbis.brstu.ru/CGI/irbis64r_15/cgiirbis_64.exe?LNG=&C21COM=F&I21DBN=BOOK&P21DBN=BOOK&S21CNR=&Z21ID
http://irbis.brstu.ru/CGI/irbis64r_15/cgiirbis_64.exe?LNG=&C21COM=F&I21DBN=BOOK&P21DBN=BOOK&S21CNR=&Z21ID
http://ecat.brstu.ru/catalog
http://biblioclub.ru/
http://e.lanbook.com/
http://window.edu.ru/
http://elibrary.ru/
https://uisrussia.msu.ru/
http://нэб.рф/how-to-search%20/

9.1. MeToan4yeckne yKa3aHus 1Jis1 00y4arOMUXCs MO0 BHINOJHEHUIO JJA00PATOPHBIX padoT

JladopaTopHasi padora Nel
Hactpoiika cruieii. Padora ¢ TeKecToM

[{enh pabOThI: OCBOCHHE MTPUEMOB MOJATOTOBKH TEKCTOBBIX JOKYMEHTOB B COOTBETCTBUU C
TpeboBaHusiMu ctanapra «lIpaBusa odopMieHUs CTYACHUECKUX pabOT» WK APYTUX
HOPMATHBHBIX JJOKYMEHTOB.

3ajaHue:

1. ITpoBectu popMaTUpOBaHKE UCXOAHOTO TEKCTA JI0 MOIYYCHUS PE3YIbTUPYIOLIETO TEKCTa,;

2. HaOpatph ucxomHblit TEKCT 1 0OPMUTH €T0 PparMeHTHl KaK HyMEPOBAaHHBIC U MapKHUPOBAHHBIC
CIUCKU J0 TOTYyYEHUS Pe3yIbTUPYIOIIEro TEKCTa;

3. OCBOUTH TEXHOJIOTHIO CO CTUIISIMH,

4. PacnosioxKuTh pe3yJbTUPYIOIINI TEKCT 3aJlaHus 2 B BE KOJOHKH.

[Tops10K BBINOJIHEHMSL:

1. U3yuuThb cripaBOYHYIO UHQOPMAIIHIO;
2. BBINONHUTB 3a/1aHMS;

3. ObopMHuTh OTUET.

dopma OTYCTHOCTH:

[TuCbMEHHBIN OTYET, KOTOPBIHA COACPIKHUT:

1. TuTynpHBIA JIUCT, HA KOTOPOM O0s3aTeNbHO JODKHBI OBITh YKa3aHbl Ha3BaHUE W HOMEpP
npakTudeckoro 3aganus, ®.1.0. crynenra;

2. llenb paboTHI;

3. Copepxanuie paboThI;

4. 3aganue Ha 3aHITHE;

5. TlpoTokoy BBIMOJIHEHUs 3afaHUs (KpaTKOE OIMMCAaHHWE BCEX OIepaluid, HEOOXOIUMBIX IS
BBITIOJIHEHHS 33JJaHUM, COTIPOBOKIAIOIINXCSI CKPUHIIIOTAMH );

6. Beisog.

3aiaHus A CaMOCTOSTENIbHON paboThI:
1. IToBTOpEHUE TEOPETUYECKOTO MAaTEpUANIA;
2. CamocTosiTenbHast paboTa HaJl IPONHICHHBIM MaTepHaIOM

PexkoMeHIaliy 110 BEITOJHEHHUIO 3aJJaHUM U IMMOATOTOBKE K IPAKTHYSCKOMY 3aHSITHIO
1. HpeI[BapI/ITeJ'H)HOG O3HAKOMJICHHE C MECTOAMYCCKHUM MATCPpHAJIOM 10 JUCIHUIIIINHE,
2. I/I3y‘{eHI/IC JICKHMOHHOI'O MaTepuraia 1o TeMC, YTCHUC y‘Ie6HOI71 1 METOAUYECKOMN JIATEPATypPhI.

OcHoBHas TuTepaTypa
[1-5] — cornacHo Tabmuie pa3aena 7.

JlonmonHuTenpHAs TUTEPATypa
[6-10] — cornacuo Tabnure pasaena 7.

KoHTpoIbHBIE BOIPOCHI JIJIsl CaMOIIPOBEPKH:

1. OcHOBHBIE IPUHIMITBI (HOPMATUPOBAHUS TEKCTa B TEKCTOBOM porieccope MS Word
2. Uem otnmuaetcs opMaTHPOBAHUE TEKCTA OT PEAAKTHPOBAHUS?

3. Kak co3nmaTth HOBBIH cTHIb a03ana?
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JladopaTopuasi padora Ne 2
OCHOBHbIE IPHEMBI PeIAKTUPOBAHNSA TOKYMEHTA

ﬂeﬂb [28,6OTBII MOJIYYHUTh HAYAJIbHBIC HABBIKU pa6OTbI C TCKCTOBBIM JOKYMCHTOM, ITO3HAKOMUTLCS C
OCHOBHBIMH IIpUEMaMHU PCAAKTUPOBAHHUA TCKCTA.

3ajaHue:
1.3arpy3ure  TekctoBbeiii  mporeccop WORD, i 3TOro  BBINOJIHUTE  CJEIYIOIIYIO
IIOCJIENOBATEILHOCTD IEUCTBUIA:

e otkpoiite rnmaBHoe MeHI0 WINDOWS (1enyok o knonke [lyck Ha manenu 3aiayq)

® YCTAaHOBHUTE KypCOp MBIIIKHK Ha MyHKTE [Iporpammer

e B MOSABUBIIEMCS MCHIO YCTAHOBUTE KypcOp MBIIIKK Ha myHKTe Microsoft Office/Microsoft
Office Word u menkHuTe oMH pa3 1o JeBOH KHOIKHA MBITIKH.

2. 3apaiiTe MOAXOASIIUN PEXHM IPOCMOTPA U PEAAKTHPOBAHUS TEKCTA, JJII ATOTO BBITOJHUTE
CJIETYIOIIYIO MTOCNIEA0BATEIbHOCTD JCHCTBHIA:

® Ha3HAYHTE MOJHOIKPAHHBIA PEKUM TSI OKHA MPHIIOKECHHUS U OKHA JOKYMEHTa (IIeTYO0K 10
3HauKy Pa3BepHyTh B CTpOKE 3arojloBKa CIpaBa)

e YCTaHOBHTE (€CIM OHU HE Ha3HAuYeHbl) MaHenu UHCTpyMeHToB CraHmapTHas W
®opmarupoBanue (Bun - [lanenu MHCTpyMEHTOB), TP HEOOXOAMMOCTH MEpETAIIUTE UX B
BEPXHIOIO YaCTh dKpaHa

® YCTAaHOBHTE PEKUM pa3MeTKu cTpaHullbl (Bun - PazmeTka cTpaHuiis)

® YCTaHOBHTE PEKUM OTOOpaxkeHus JuHelku (Bun - Jlnneiika)

e OTMEHUTE (€cTM OH YCTAaHOBJIEH) PEXKHUM OTOOPa)KEHUS HemeyaTaeMbIX CHMBOJIOB (Ha
CTaH/IapTHOM IaHEJIM UHCTPYMEHTOB OTXKaTh 3HAYOK )

® 3ajaiiTe pexkUM PyCcCKUxX OyKB (CIOcOOOM, yCTaHOBIIEHHBIM B cpeae Windows)

ITopsimoK BBEIIOJTHEHHS:

1. U3yuuThb cripaBOYHYIO HHPOPMAIIHIO;
2. BHINIOJIHUTDE 3aaHUs;

3. OdopmMHTB OTHET.

dopmMa OTYESTHOCTH:

IIncbMEHHBIN OTUET, KOTOPBIN COAECPIKUT:

1.TuTynbpHBIA JUCT, HAa KOTOPOM OOS3aT€IBHO JIOJDKHBI OBITh yKa3aHbl Ha3BaHWE W HOMEp
npaktuyeckoro 3aaanus, ®.M.0. crynenra;

2. llens paboThI;

3. ConepxaHue pabOTHI;

4. 3aganue Ha 3aHITHE;

5. Tlporokon BbIMOMHEHUS 3adaHUs (KpaTKoe OMMCAHHME BCEX OIMepanuil, HEeOOXOAMMBIX IS
BBITIOJIHEHHS 33JJaHUM, COTIPOBOXKIAIOIINXCS CKPUHIIIOTAMU );

6. BeiBog.

3aaHus JUISL CAaMOCTOSTEILHON PAaOOTEL:
1. [ToBTOpEHNE TEOPETUUECKOTO MaTEpPHAIIA;
2. CamocTosiTennbHas paboTa HaJl IPOHICHHBIM MaTepHaAIOM

PexoMeH1a1nu 1o BEITOJIHEHUIO 33/IaHUI U TOATOTOBKE K TPAKTHYECKOMY 3aHITHIO
1. [IpeaBapuTenbHOE 03HAKOMIIEHHE C METOAUYECKUM MATEPUATIOM 10 AUCIUIUINHE;
2. MI3y4eHune JICKITMOHHOTO MaTepralia 1o TeMe, YTeHHe YIeOHOH M MEeTOTMYSCKOM JTUTEPATYPHI.
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OcHOBHas uTeparypa
[1-5] — cormacHo TabmwuIe pazaena 7.

JIonoTHUTEIbHAS TATEPATyPa
[6-10] — cornacuo Tabnure pasaena 7.

KOHTpOJIEHBIE BOIPOCHI [UISl CAMOIIPOBEPKH

[Tepeuuncnure pexxumMbl paboThI ¢ JokyMeHTOM? KakoBO Ha3HAYEHHE KAXKIOTO peskuMa’?
Kakum 06pa3om paznenuTs ab3ail Ha 1Ba ab3ama?

Kakum o0pa3om coennHUTH 1Ba ab3ara B OAUH?

[Tepeunciure criocoObI BBIJICIICHHUS KOHTEKCTA.

[Tepeuncnure criocoOb! yaneHuss KOHTEKCTA.

o~ E

JladbopaTopuas padora Ne 3
dopmaTupoBaHHue JTOKYMEHTA

! !CJ'IB [2360TBII IMOJIYYHUTh HAaBbIKH (bOpMaTI/IpOBaHI/Iﬂ JOKYMCHTaA

3ajaHue:
1. VYcranosure pazmep mpudta - 16 u Habepure TeKCT:

A uzyuaro Microsoft Word ycnewno

2. Brimenure HaOpaHHBINA TEKCT.

3. Ckonupyiite nanuslii Tekct [IIpasxka — Konuposams] v BctaBbTe [1. Kypcop 6 HysicHoe mecmo;
2. Ilpaska - Bcmasumy] ero 5 pasa (Kax/plii pa3 ¢ HOBOM CTPOKH).

4. B mnepBoii cTpoke (ucnonwv3ysa namnens uncmpymenmos): Pazmep mpudra — 18; Hauepranue —
06vlunoe, nonycuproe; LiBer — uzmenums, mpudt — Arial.

5. Bo BTOpoii cTpoke (ucnoawv3ys nanens uncmpymenmos): Pazmep mpudra — 20; Hauepranue —
noayscupusiil Kypcus; LIBet — usmenumo, mpudt — Arial Narrow.

6. B tpetheil cTpoke (ucnonsvsysa nanens uncmpymenmos): Pazmep mpudra — 26; Hauepranue -
kypcus; 1Bet — usmenums, mipudt — Arial.

7. B ocranbnbix 3 cTpokax popmartupoBaHue mpudTa BHIIOIHIEM IIPU TOMOIIU MeHI0 [Dopmam
— Illpugpbm] B COOTBETCTBUU C IMyHKTaMH 4-0.

ITopsimoK BEIIOJTHEHHS:

1. U3y4uuThb cripaBOYHYIO HHPOPMAIIHIO;
2. BEHITIOJIHUTE 3a1aHus;

3. OdopmMHTB OTHET.

®dopMa OTYETHOCTH:

IIucbEMEHHBINM OTYET, KOTOPBIA COACPIKUT:

1. TuTyabHBIN JTUCT, HA KOTOPOM 0053aTEIBHO JOJKHBI ObITh YKa3aHbl HA3BaHUE U HOMEP
npaktrudeckoro 3aganus, @.1.0. crynenra;

2. llens paboThI;

3. 3amanue Ha 3aHATHUE;

4. IIpoTokos BHIIOTHEHUS 33/1aHUs (KpaTKOe OMMCaHKue — B BUAE TaOJIUI);

5. BeiBop.

3aaHud JUIs CaMOCTOSITENIbHOU PabOThI:
1. IToBTOpEHNE TEOPETUYECKOTO MaTEPHAIIA;
2. CamocTosTenbHas paboTa HaJ MPOHACHHBIM MaTepHaIoM

PexoMeHgalyy mo BRINOJIHEHUIO 3aJaHUM ¥ NOATOTOBKE K MPAKTUUECKOMY 3aHSITHIO
1. Hpe}IBapI/ITeJ'IBHOG O3HAaKOMJICHUE C MECTOANYCCKUM MATCPHUAJIOM 10 TUCHUIITIUHE,
2. I/ISYLICHI/IC JICKOHMOHHOI'O MaTe€purajia 1nmo TeMcC, YTCHUEC yqe6H0171 1 METOAUYECKOH JIMTCPATYPHhI.
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OcHOBHas uTeparypa
[1-5] — cormacHo TabmwuIe pazaena 7.

JlononHuTenpHas tuTepaTypa
[6-10] — cornacuo Tabmure pasaena 7.

JladopaTopHas padoora Ne 4

Odopmiaenne Tadauu B MS Word

[lesnb paboOTHI: TPHUOOPECTH HABBIKK Pa3paOO0TKH TaOIUI] Pa3IMYHOIO BH/IA, TPeoOpa30BaHUsI TEKCTa
B TaOIUIY

3amaHue:

co31aHue TaOJIMIL;

dbopmaTrpoBaHHEe TEKCTa B TAOJIUIIAX;

pa30ueHue TaOJIHIIbI;

OTOOpa)XKCHHE WJIM CKPBITUE JIMHUI CETKU B TaOJIHIIC;

WU3MEHEHUE CTPYKTYPBI TAOIHUIIBI.

arONE

ITopsimoK BBEIIOJTHEHHS:

1. U3yuuThb cripaBOYHYIO HHPOPMAIIHIO;
2. BHINIOJIHUTD 3aaHUs;

3. ObopMuTh OTUET.

dopmMa OTYETHOCTH:

IIncbMEHHBINM OTYET, KOTOPBINA COACPHKUT:

1. TuTynabHBIN TUCT, HA KOTOPOM 0053aTEIBLHO JOJIKHBI OBITh YKa3aHbl HA3BaHUE U HOMEP
npaktuueckoro 3amaanus, ®.1.0. crynenra;

2. llens paboTHI;

3. 3amanue Ha 3aHATHE;

4. ITpoToKOJ BBITOTHEHUS 3a/1aHus (KpaTKOE OIMCaHUEe — B BUJE TaOJIHII);

5. BriBog.

3aauus U1 CaMOCTOATENBHOM PaOOTHI:
1. [ToBTOpEHME TEOPETUUECKOTO MaTEpHUaa;
2. CamocrosiTenbHast paboTa HaJl TIPOHICHHBIM MaTepHAIOM

PexomeHnanmu 0o BeINOIHEHUIO 3a/IaHUN U TOATOTOBKE K NPAKTUYECKOMY 3aHATHIO
1. IIpenBapuTENbHOE 03HAKOMIIEHHE ¢ METOJUYECKUM MATEPHAIIOM IO JUCLMUILINHE;
2. V3y4yeHue 1eKIMOHHOIO MaTepuaa Mo TeMe, YTeHne y4eOHON U METOAMYECKOM JINTEPaTypHI.

OcHoBHast TuTepatypa
[1, 2, 3] — cornmacuo Tabnuie pasmena 7.

JlonoTHUTEIbHAS JIUTEPATypa
[4-8] — cormacHo TabawuIe paznena 7.

KoHTpOoJabHBIE BOIPOCH! JIJIS CaMOIIPOBEPKHU.

Kak pa30uTh TEKCT Ha JIBE, TPU KOJIOHKU?
Kaxkue crioco0snl co3manus TaOiIuIl BBl 3HaeTe?
Kak u3MeHUTh HallpaBieHUe TeKCTa B Ta0nuie?
Kak pa36uts Tabnuiry Ha 1Be TaOIUIIBI?

Kak 00beTMHUTH HECKOIBKO SY€EK B OHY?

agbrwbnE

17



JladbopaTopuas padora Ne 5
PucoBanue 1 BCTABKA PUCVHKOB

Ilenb paGoThl: MONYYUTh HABBIKM HCIOJIb30BAHMSA B JOKYMEHTax TIpaduuecKkux OOBEKTOB,
UCTIOJIb30BaHUSI PUCYHKOB B TEKCTOBOM JIOKYMEHTE, UCIIOIb30BaHUsA 00bekTa WordArt.

3ajaHue:

1. 3arpyswute TekcToBsIit mporeccop WORD

2. Bmeawte crenyromuii TEKCT:
Coznanne u 00paboTka rpaguiecKkux 00bEKTOB

3. HasznaubTe 0TOOpaXKeHUE MaHeIN PUCOBAHMSI HA DKPaHE, I TOTO:
- Bei0epute Bun [ Ilanens nuactpymentoB | PucoBanue

4. Co3zpaiite oBan B JOKYMEHTE, JIJIsl 3TOTO:

HaXMUTEC KHOIIKY OBaJ Ha maHeIn PUCOBAHUA o

~ pacmoyioxure Kypcop (B popMe KpecTuKa) B MECTe pa3MELICHHUS OJIHOTO M3 KpacB oBajia

~ HOOKMHUTE KHOIKY MBIIIM U TPOTALIUTE yKa3aTeib N0 MOJy4YeHHs oBajia TpeOyemoit (Gopmbl u
pa3mepa

. L]
5. CamocCTOSTENBbHO CcO3/aiiTe NPSIMOYroJIbHUK (KHOMKa [IpsMoyroapHuK Ha [lanenu
™
PHCOBaHUA) U TPEYTOJIBHUK (C TTOMOIIBIO KHOIIKH Jlunus)
6. Co3spaiiTe MPsMOYTOJIBHUK M OBaJl PABHIbHOIN (OpMBI (IIPH pUCOBAHUM Ha)KaTa KJIaBHINA

Shift)
7. OtpenakTupyiiTe co3gaHHble rpaduueckre 0ObEKThI, IS 3TOTO:
~ OJIBETUTE Kypcop K JIOOOMYy W3 OOBEKTOB, M TIOCIE TOro, Kak Kypcop MpHMET Qopmy
CTPEJIOBUIHOTO KPECTa, IETKHUTE MBIIIBIO (0OBEKT BBIICIICH)
= HCII0JIB3Y: MMAaHCIb PUCOBAHUSA, U3BMCHUTC!

= T

O0BéM

[Bet nuaUU

Teun

IIBet 3anmuBKH

EI Tun muaun Bup crpenku

= J151 JINHUAU
""" Tun wrpuxa (n )

I

~ -CHUMHTE BBIJIEJIEHUE C 00BEKTA — MIETIOK BHE 0OBEKTa
8. Ilepemecture rpaduueckre 0OBbEKTHI, IOMEHSB UX B3aMHOE PAaCIOJIOKEHHE, JJIsl 3TOTO:
" MOABEAUTE Kypcop K TpaHUIle OOBEKTa TaK, YTOOBI Kypcop MpHUHST (HOpPMY CTPETOBUIHOTO
KPECTUKA U MEpETAIINTE OOBEKT
9. CrpynmupyiiTe HECKOIBKO rpaduIecKux 00bEKTOB, ISl ITOTO:
~ IOOUYEPEIHO BBIJETUTE HECKOJIBKO 0OBEKTOB MpH Ha)kaTol kiasuiue Shift
~ Ha ITaHEJIM PUCOBAHMS OTKPOMTE MEHIO JlelicTBUA
-~ BpIOepuTe KomaHny [ pynnupoBath
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ﬁ FpynnupoBaTe

Dasrmyurnm - =
FasrpynnyupoeaTe

::":‘ MeperpynnUpoBEaTte

Mopaaok »

4 Cetka...
CaBHr »
BbIpoBHATL/pacnpeAennTL »
MNoBepHyTE/OTPasuTL »
€] Ofitexanme TekcTom »

8 CnpAaMHTE COBAWHEHMA

1aTh M3MEHEHWE Y3N0B

WM3MEHNTE aBTODMIYPY >

Mo yMonYaHuio ANA asTodMryp

Encosanne*l Lt | ABTodMrypel Y N\, W

10. [TepemecTuTe CrpynmnupoOBaHHbBIN OOBEKT HA TEKCT

11. Usmenure pazmerieHre o0beKTa OTHOCUTENBHO TEKCTA, /7S 3TOrO:
= 00BEKT BBIJICIUTH U Ha MaHEIN PUCOBaHUS OTKpoiiTe MeHI0 PucoBanue
-~ BeiOepute [lopsiok [11lomecTuTh 3a TEKCTOM

—— N v ...........
“d4; HanepeaHnd nnaH
MoBepHyY TH/OTPasHTL » | & -
=4 Ha 3aaHuH nnaH
3 OfiTekaHue TekcToM »
'ﬁ = L4} NMepeMecTnTs BNEpEA
:'- Ha4aTb U3MEHEHHWE Y3N0E 1
] [MMepemMecTHTb Ha3aa
WM3MEHNTE aBTODHM >
o brrypy ."j MoMECTHTE NEPEA TEKCTOM
Mo yMon4aHNo AN asTOdHryD =h MoMecTuTs 33 TEKCTOM
v
v

Prcosanme ~ [ Ls | Astodmryperr N\ N [ O A 4l 3 8] & | & -
12. 3menure pasmepsl rpaduueckux o0bekToB. /s storo:
= BBIZICJIUTE OOBEKT (MJIU TPy OOBEKTOB)
~ YCTAaHOBUTE Kypcop Ha OJMH W3 MapKepoB Bbaesstomell pamku (dopma Kypcopa —
JIBYXCTOPOHHSISI CTPEJIKA) U TIEPEMECTUTE MBIIIKY
~ BBIMOJIHUATE MPEIBIAYIIYI0 ONepaluio npu Haxatoi kiasuine Shift wimm Ctrl u npocmotpute
pe3yabTar
13. BcTaBbTe B JOKYMEHT M HaCTPOWTE aBTOQUTYpY, IJIsl 3TOTO:
~ Ha MaHEeJU PUCOBaHUS OTKPOWTE MEHIO ABTOQUTYPBI
= BbIOepHTE T100YI0 aBTOQUTYPY
~ pacrnoioxure Kypcop (B popMme KpecTHKa) B MeCTe pa3MellIeHuUs! OJJHOTO U3 KpaéB (GUTyphI
= HOKMHUTE KHOMKY MBIIIN M MPOTAIIUTE YKa3aTellb 0 MOodydeHus: Gurypsl TpedyeMoit popmbl u
pasmepa
= I3MEHHTE IIBET, 3AJIMBKY, 00BEM M JApyTHe MapaMeTpbl PUrypol
14. Co3paiite rpaduyeckuii 00BEKT MPOU3BOIBLHON (POPMBI, TSl TOTO:
= B MeHI0 ABToQuryps! Beioepurte Jlnauu [ lomumuaus
~ Ha)kKaB JIEBYIO KHOMKY MBI, HAPUCYITE JIMHUIO POU3BOILHON (POPMBI (3aKOHUUTH PHUCOBAHHE
— JIBOMHOM IIEITYOK)
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COBAMHHTENDHSIE NMHIM »

Y

|

@4 QcHoBHEE dMrypel >

% DUrypHE® CTPeNKH » M’
Tg Enok-cxema »

% JES3AbI H NEHTBI ’

Q) Besockm »

@Z Apyrve asTodMrypel.,.

N Y nle oW Tl

15. U3sMeHuTe CO3IaHHBIA OOBEKT:

= BeIIENHTE ero u BeiOepute JleiicTBusi[ | Hauath u3mMeHeHue y3710B
~ C MIOMOIIIBIO Kypcopa MepeTainuTe TOYKU neperuda B Hy>)KHOM HalpaBiIeHUH

16. Usmenute

napameTpsl

rpaduueckux

00BEKTOB UCTIONB3Ys

MeHro®opmar[ ] ApTodurypa (caMoCTOSTENHHO)
17. Pe3ynbTar mokasarp mpenoaaBaTelio.

18. BctaBuTh HOBYIO CTPaHUILY B JOKYMEHT:

~ IIOCTaBbTE KypCOp B ITYCTOM CTPOKE IOCJIE BCErO TEKCTA
- BeiOepute BeraBkal |Paspeis[Havath

G} floxyme 4 - Microsoft Word
! Quin [paexa Bra | Borzexa | Gopmar  Cepenc

Havate

_] _J-l‘ _$J I Pazpeis. .,

]

............... -

(%) rosyto crparuy!

HOBYIO CTpaHUuNy

Honepa cTpanuu. ..
Aarta n epers...
Cyneon...

PHcyHoOK

ObeskT, .

M wnepcceinea,..  Ctri+
¥

19. Beenure crieayromui TEKCT:
Bcraka pucyHnkos u3 gaiina
20. Ckonupyiite Tekct 10 pa3

() HOBYHO KONCHy
) rHoeyio crpoxy

Hoseur pasaen
O co cpeayroulel cTpasab|
() Ha Terywed cTpanHue
() c qeTHod cTpamLs
() ¢ yeqeTHoN CTpa L

OK Jl OT1nena ]

21. BcraBbpTe B JOKYMEHT PUCYHOK M3 (aiiiia, Ui 3TOT0:
= BeiOepuTe BeraBkallPucynok 13 ¢aiina
= BbIOepuTe I1000M (haiin U3 crycka U NOATBEPANUTE CBOM BbIOOP J|00aBUTH

22. VI3MeHUTE pa3Mep U pacloyioKeHHE PUCYHKA:
= BBIJICNTUTE PUCYHOK (OMHAPHBIN MIETYOK MO PUCYHKY)
~ YCTAaHOBUTE Kypcop Ha OJMH W3 MapKepoB Bbaesstomell pamku (dopma Kypcopa —

JIBYCTOPOHHSISI CTPEJIKA) U IEPEMECTUTE MBILIKY

~ IepeMECTUTE PUCYHOK Ha TEKCT, IPOCMOTPUTE PE3yJIbTaT
23. Ilepemecture pucyHok B 00bekT Haamuce, s atoro:

Ha IMaHCJIn pUCOBaHUA BLI6epI/ITe KHOIIKY Hannuce

A___.Il

= pacnoyiokuTe Kypcop (B popMe KpecTruka) B MECTE pa3MEIIeHHs OJTHOTO U3 KPaeB HAAIMUCH
~ HOKMHTE KHOMIKY MBIIIKU ¥ MPOTAIUTE YKa3aTelb 0 MOTydeHUs pa3Mepa Kak y pucyHKa

~ BBIJICJIUTE PUCYHOK M BBIPCKBTEC €TI0

~ Kypcop YCTaHOBHUTb BHYTPH HAJINCH, BHIIOJHUTE BCTaBKY U3 Oydepa
~ IIEpEMECTUTE PHUCYHOK Ha TEKCT, IPOCMOTPHUTE PE3yIIbTaT
24. Coznaiite o0TeKkaHne pUCYHKA TEKCTOM, Ul 3TOTO:

= BeIgesMTe Hanmmce
- BeiOepute @opmar | Hagmucs
= BeIOepuTe 3aKknaaKy [lomoxxenune

~ Ha3HAYbTC PCIKUM B tekcre n MNOATBCPAUTE Ok

20



25. Pe3ynbpTaT mokasarh MpernoaBaTeo.
Co3nanue TeKCTOBBIX 3((EeKTOB
26. BcTaBUTh HOBYIO CTPAHUIY B JOKYMEHT
27. Beioepure Bunl[1T1anens uactpymentoB | WordArt
28. Co3nath OKYMEHT 10 00pasity, JJIs 3TOTrO:
Ha nanenu WordArt BeiGepute kHoniky Jlo0aButh 00bekT WordArt A
= BeIOepUTE Moaxo il BapuanT U Ok
= ynamure TEKCT HAATTMCU
- seequre AHTJIMUCKUM S3bIK u naxmure Ok
= ipu HE0OXOUMOCTH U3MEHUTE pa3Mep BCTABIEHHOTO OOBEKTA MO BBHICOTE U €T0 PACIOJIOKEHUE
Ha CTaHULIE
= BCTaBHTE HAJIIIMCh U BBEJAUTE B HEE MAPKUPOBAHHBIN CITUCOK
= n00aBbTE €lle HAIMKMCh U BBEAUTE B HEE CUMBOJI TellehoHa U HOMEP
29. B pexume npeaBapuTeIbHOr0 MPOCMOTPA CPABHUTE CO3/IaHHBIN IOKYMEHT C 00pa3IoM:

ACKMz;
4‘\““ m"’e
e PasroEopHEi AHK 1 $

IIHCEMEHHC

* Hunueupyaneuad pabota *
H B Tp¥INas

ﬁ 123-456-789

30. Ucnonw3ys nanens WordArt, i3MeHHUTE OOBEKT IO CBOEMY YCMOTPEHHIO
31. Pe3ynbTaT MOKa3aTh MPEroaBaTeio.

[Tops10K BBINOJIHEHMSL:

1. U3yuuTh cripaBOYHYIO HHQOPMAIIHIO;

2. BemmonnuTs 3a1anus 1-31, ucnonb3ys TEXHOJIOTHIO BBIMOJIHEHUS ONEpalHii;
4. ObopMHUTB OTUET.

dopmMa OTYETHOCTH:

[TMCbMEHHBIN OTUET, KOTOPBIN COACPIKUT:

1. TuTyabHBIN JUCT, HA KOTOPOM 0053aTeIHHO JOJHKHBI OBITh YKa3aHbI HA3BaHUE U HOMED
npaktuueckoro 3amanus, ®.MN.0. crynenra;

2. llenb paboTHI;

3. 3amanue Ha 3aHATHE;

4. IIpoTokon BEIIOTHEHUS 3a1aHUs (KpaTKOe OMMCAaHKe — B BUIE TaOIHII);

5. BeBog.

3aauus U1 CaMOCTOATENbHON PA0OTHI:
1. [ToBTOpEHNE TEOPETUUECKOTO MaTEPHAIIA;
2. CamocrosiTenbHast paboTa HaJl IPOHICHHBIM MaTepHAIOM

PexoMeHanuu no BHITOJIHEHHIO 33/IaHUK U NOATOTOBKE K MPAKTUYECKOMY 3aHATHIO
1. IIpenBapuTenbHOE O3HAKOMIIEHUE C METOJUYECKUM MATEPUAIIOM IO AUCLUILINHE;
2. V3y4yeHue JeKIMOHHOIO MaTepuaa Mo TeMe, 4YTeHne y4eOHOM 1 METOIUYECKOM TUTepaTypHl.

OcHoOBHas TuTepaTypa
[1-5] — cornacHo Tabmuie pa3zaena 7.

JlonmonHuTenpHas TUTEpATypa
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[6-10] — cornmacuo Tabnurie pasmena 7.

KoHTpoILHBIE BOIPOCH JUIS CAMOIIPOBEPKH.

KakoBbl ciocoObl pa3zMenieHus: pucyHka?

Kakum o6pazom HaprcoBaTh GUTYPY IPaBHILHON GOpMBbI?

Kaxk n3smenuts pazmepsl rpadgudeckoro oobekra? Kak mepemectutb rpadudeckuii 00beKT?
Kakum 00pa3om crpynmnupoBath rpaguueckue 0ObeKThI?

NS

JladopaTopuas padora Ne 6
JlomoJIHUTEIbHbIE CPEeICTBA MOATOTOBKH JOKYMEHTA

[{enb pabOThI: 3aKPENUTh HABBIKU CO3AAHUS U PETAKTUPOBAHUS JOKYMEHTA, MOJYYUTh HABBIKH
oOMeHa JJaHHBIMHU MEXKy MPIIIOKEeHUIMU 13 coctaBa Microsoft Office, HaBbIKH 3amucu
MaTeMaTH4ecKux GopMyJl, UCTIOIb30BAHUS 111a0JIOHOB.
3ajaHue:
1. 3arpysute TekcToBsIi nmporeccop WORD
Hcnonp3oBanue Tezaypyca
2. BBeawute crenyromuii TEKCT:
MaiieHbKOM €J10YKe XOIO0IHO 3UMOM
U3 necy Enouky B3sim Mbl 10MOit
Bycel nmoBecwin, BCTalIM B XOPOBOJ
Beceno, Beceno BcrpetuM HoBblit rog.
3. 3amenure ci10Bo «MageHbKHIY CHHOHNMOM, IJIS DTOTO:
~ BBIAEJINUTE CI0BO «MajeHbKHiIl» NI IOMECTUTE Ha HETO Kypcop
- BeimosiauTe CepBucf3pik [ Te3aypyc (0OTKpoeTcst uaioroBoe OKHO)
= B oJie VickaTh BBEAUTE MOMCKOBBIA KOHTEKCT (ManeHbKoif), eclii OH He BBEJICH
~ BBIOEPUTE U3 CIHUCKA CJIOBO ¢ HanboJiee MOAXOSAIIIM CMBICIIOBBIM OTTEHKOM
- BeIOepuTe BeraButh

: CnpaBoYHble MaTepuanbl Y X

MckaTb:
ManeHbKoM E

Tesaypyc: pycckui (Poccka) v

=l Tesaypyc: pycckwi ~

(Poccua)
= Hebonbwoi (npunar.)

[Heﬁonbmoﬁ ~

=3
H83r| =z BcraenTb |

HE3H 24 KonwposaTb
MEMEY Mekate

4. 3aMeHUTe CHHOHUMAaMHU CIIOBA «XOJIOHOY, «B3SUTHY, «BECEJI0» (CAMOCTOSTEIIBHO)
5. 3aMeHHuTEe HEKOTOPbIE CJIOBA aHTOHMMAaMHU (B CITUCKE BHIOpATh aHTOHUMBI)
6. Pe3ynbTar Mmokaszarh MpemnoaBaTelnto.

ABTO3aMeHa
7. BcTaBUTH HOBYIO CTPAHUILY B TOKYMEHT.

8. Co3znaiite 7MeMEHT aBTO3aMEHBI OIMIMOOYHOTO CJIOBA MPEKIII0YATelNh, MPABUIBHBIM CIOBOM

NEPEKIIIOYATENb, JI ITOTO:
= BeinosHUTe CepBucl]Ilapamerps! aBTO3aMeHBl, 3aKi1agka ABTO3aMeHa
~ B 110JI€ 3aMEHUTh BBEJUTE MIPEKIIOYATEID
~ B [10JI€ Ha NIEPEKIII0YATENb
~ YCTaHOBUTE 3aMEHUTH IIPU BBOJE
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- Haxxmute Jlo6aButh, Ok

Asrosame Ha: pycekmi (Poccu) g
ABTO33MOMd  ApTOZOpHAT MpHBBOSE | ABToTexcT | AnTodopmat | CMapT-Tern
V] MokasaTn KHOMSY BasMOWHOC TR aBTOaMEHD!
[¥] Mconpasrare ABe MPormoHese Gyxees B wanana cnoea { Mcknomam... |

[¥] Aenate nepseie Gyxes| Qpesnowess DPONCHSIN

[¥] Benate nepseie Gyresi guser TalmaL NpONMCHST#

[¥] Micats Hassaria anen ¢ npoamcron Byses [ Werpasnars paccnassy knasnatype
[¥] YerpamaTs nocneacTess crysainoro nawaTHs cAPS LOCK
[¥] 3averaTe npet ES0QE
SAMEHATD! Ha
NPSKIFOMATENS | NEparouaTENs|
nooTH noTom ~
noaTYM noTomy
npeso npaso
S PONATENE | NEDRKIECMATEN v

[ ysenme

[¥] ABTORATIMECKN NONPaBMATE QDOCCpaderveckie cumbin

9. Beemute B JOKYMEHT CJIOBO MpeKo4arenb. Haxmure mocie HEro mpobderi, mpocMOTpHUTE
pe3ynbTar.
10. Co3naiiTe 351eMEHT aBTO3aMEHBI IPU BBOJIC (HOPMATUPOBAHHBIM TEKCTOM. JlJist 3TOTO:
- BBeaute cBo€ Wms, OtuectBo, Pammnuio, oTgopmartupyiiTe BBEAEHHBIH TEKCT (M3MEHUTE
pa3Mep, HauepTaHue, TuI mpudra ap.)
~ BBIJICJIUTE TEKCT
- BeinosHuTe CepBucl]llapamerpsl aBTO3aMeHbl, BblOEpuTE mepekiodarenbOopmaTupoBaHHbIN
TEKCT
= B moJie 3aMEHHUTh BBEJUTE CBOM MHUIIHAIIBI, HAXKMHTE J[o6aBuTh, Ok
11. B noxymeHTe BBeIUTE CBOM MHUIMAIIBI, HAKMHUTE IPOOe, IPOCMOTPUTE Pe3yibTar.
12. Pe3ynbTat mokasarb mpero1aBaTelio.
OOMeH TaHHBIMU MEXAY NPUI0KEHUSIMU
1 crioco0 — BCTaBKa KOMMPOBAHUSI UM MIEPEMEIICHUS
13. BcTaBuTh HOBYIO CTPaHMILY B JOKYMEHT.
14. 3arpy3ute npuiIoKeHHE - MCTOYHHUK JaHHBIX, Hampumep rpadudeckuil pemaktop Paint
(ITyck [ TIporpammsi[ | CTanapTHBIE)
15. Otkpoiite mo6oi (aiin — TOUEUHBIH PHUCYHOK WM CO3JAlTe HECIOXKHBIH PHCYHOK
CaMOCTOSITENIBHO
16. Beimenute HYKHBIH ~(parMeHT pHUCYHKa H TIOMecTHTe ero B Oydep oOmeHa
(ITIpaBkallKonupoBatb) u 3aKpoiite rpaguueckuii peaaktop (MOXHO 0e3 COXpaHeHHs)
17. llepexntountech B MpUIIOKEHUE — IPUEMHUK (pa3BepHuTe Word)
18. Bemmonuute IlpaBkal|BeTaButh
19. IlepeiinuTe B peXUM pEIAKTHPOBAHWS PHCYHKA (ABOWHOW IIETYOK IO BCTABICHHOMY
00BEKTY)
20. BHecute mpou3BOJIBHBIE MCIPABICHUS B PUCYHOK. BBINTH M3 peknMa pelaKTHPOBAaHUS —
IIETYOK BHE OOBEKTA.
2 croco0 — CBA3bIBaHUE JAaHHBIX KaK O0BEKT
21. BcTaBUTH HOBYIO CTPAHUILY B IOKYMEHT.
22. 3arpy3uTe MPHUIIOKEHHE - ICTOYHHK JTAHHBIX - OKHO Mpuiioxenus Excel
23. Ha noBom Jlucre co3naiite v COXpaHHUTE CIEIYIONIYIO TaOIUILY:
Damumus | Anpec Jlata poxxneHus Tenedon
HBanos
IIerpos
Cunopos
24. Beienure Tabuuiy u ckonupyiire e€ B 0ydep oOMeHa
25. TepexkmounTech B MPHIIOKEHUE — MPHEMHUK (pa3BepauTe Word)
26. YcTaHOBHUTE Kypcop B MeCTO BCTaBKH M BbinoiHuTe [IpaBkallCrennanbHas BCTaBKa
27. B mosiBuBIIEMCS1 OKHE BBIOEpHUTE Tiepexitouarens CBs3arh, B mosie Kak BeiOepuTe 3HaYCHHE
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Jluct Microsoft Excel (o6nekT), Ok

CneumansHans Bcrasxa @@
MecTourmk: Nuer Microsoft Office Excel
Mncr1IR1CTRACH | oK |
. Kax: [ OTmena J
() Bcrapute: et Microsoft Office Excel (obvekT
@ Cegsare! Texct e dopmate RTF

HedopMaTHpOBaHHbIM TEKCT

Prcyrok (metadain Windows)

TOYSYHL# PHCYHOK

Dopmar HTML

TexcT B koanpoexe KOHMKoA D Benae snatxa

PesynbTar

-2

Beraexa coaepwnmoro Bydepa obwena xak prcymsa,

BCTaBKa CBAZM yCTaHABMBAET CBR3L ¢ dainom
AaHHbE . ME3MEREHNA B MCxoanoM daine ByayT
ABTOMATHHECKH OTPAKATECA B AOKYMEHTE,

28. CoxpaHuTh JOKyMEHT 1o umeHeM llpaktuueckas padora Ne 7 1 u 3akpoiiTe ero

29. AxtuBu3upyiTe npuiaoxenue Excel

30. Buecute mpoOM3BOJIbHBIC HCIpaBlieHUs B Tabnumy (100aBbTe€ JaHHBIC, HM3MEHHUTE
dbopMaTupoBaHue) U COXpaHUTE TAOIUIly O0€3 U3MEHEHUS UMEHU

31. AktuBm3upyiite npuinoxxkenue Word, otkpoiite mokyment IIpaktuueckast padora Ne 7_1,
IPOCMOTPUTE U3MEHEHUSI B CBSI3aHHOW TaOJIHUIIE.

32. Pe3ynbraT MoKasaTth MpernoaaBaTeto.

3anuch MaTeMaTu4eckux Gopmyi
33. BcTaBUTh HOBYIO CTPAHHILY B IOKYMEHT.

34. Co3paiite cinenyrommuii pparMeHT GOpMYIIbI
K

I=1 | s sroro:

~ IOMECTUTE Kypcop B TOUYKy BCTaBkH (opmynsl u  BemmonHuTe BeraBkall OObeKT,
3axsaaka Co3zaHue

= B nosie Tunm o6wexTa Beioepute Microoft Equation 3.0, OK (oTkpsinu penaktop hopmyi)
- B nosiBuBLIelcs [Tanenu nnctpymenToB BeiOepute 111aGnoHb cymm
= BpiOepuTe [11aGioH cyMMBI C BEpXHUM W HW)KHUM INpefesnaMu (KpaHUHA HpaBblii 11a0JIOH B

¥Ex = -
@K | By € |segn fodo e [0 =i
PXEDXIB AL
SESH

= BBEJIUTE HYXHBIA CHMBOJI, YHCJIO WM BBIPAKEHHE B KaXABIH M3 CIOTOB, IPEIBAPHUTEIHHO
noMeras Tyaa Kypcop
= 3aBEpIINTE 3aUCh POPMYJIbI (IIETYOK 3a peaeiaMi paMKH 1k ESC)
35. Coznaiite opmysbl ¢ GUTYPHBIMHU CKOOKaMu 1O 00pasily:

a=xxpux=l
7= a—xxpu.x =l
= OTKpPOUTE peakTop GopMy
~ B CJIOTE BBOJIa BBEJIUTE Y=
= Be10epute [11abmoHbI CKOOOK M HAKMHUTE COOTBETCTBYIOIIYIO CKOOKY

24



IIOMECTHTE Kypcop B cIIOT H BbiOepuTe 111a0noHbl MaTpu | " 28 | ppiGepuTe mabIOH BTOPOM B

BEpPXHEHN CTPOKE d
= B BEPXHUI U HIKHUHN CIIOTHI BBEJIUTE COOTBETCTBYIOIINE BHIPAKEHUS
= 3aBEPIINTE 3aMUCh (HOPMYIT
36. 3menute dhopmar s Kaxxaou u3 Gopmy:
= BeienuTe hopMyy (OJUHAPHBIN IIEITIOK)
= Bei0epute @opmat[]OObekT, 3aknaaka [lonoxxenue, Bokpyr pamku

= yBelIMuYbTe pazMep GopMyibl U nepeMecture (GopMyny Tak, 4TOOBl OHM HE HMEPEKPBIBAIU JIPYT

Apyra
37. Hameuaratite Tekcr:

Pemenue kBaapaTtHoro ypaBHeHus ax2 +bx+c=0

B 3aBucumMoOCTH OT 3HaKa JUCKpPUMHHAHTa KBAJAPATHOTO ypaBHeHHs D=b2 - 4ac BO3MOXHBI Tpu

CIIydasi:

1. Ecnu D>O, TO UMCIOTCH JIBa PA3JIMYHLIX BCIICCTBCHHBIX KOPHA, KOTOPBIC MOKHO BBIYUCIIUTD 110

clenyrmuM GopMynam:
—b-.fD bt JD
- , 2:—

>
2 2

2. Ecniu D=0, To nmeeTcs oAMH €MHCTBEHHBIN KOPEHb (TOYHEE, IBYKPATHBIM KOPEHB):

b

I=——

20

3. Eciiu D<0, To BelecTBEHHBIX KOPHEN HET.
38. CoxpanuTth JOKyMEHT noa umeHeM IIpakrudeckas pabora Ne 7 1
39. Pe3ynbraT moka3aTh MperoaaBaTelio.
Hcnonb3oBanue mabdaoHOB
40. Co3maiiTe  HOBBIH  JJOKYMEHT: BeimosiauTe Maiin[]Co3nars, 3aknaaka [Tucema
¢axcel,CtannapTHbIi akce
41. BeiOepute nepexinoyarens JJokymeHT u Haxxmure Ok
42. 3ameHuTe (pparMeHTHI TEKCTa B KBAIPaTHBIX CKOOKaX 110 CBOEMY YCMOTPEHHUIO.
43. Pe3ynbraT 1Moka3aTh IperoIaBaTelio.

ITopsiToK BEITOJIHEHUSI:

1. U3y4uuTh cripaBOYHYIO HHPOPMAIIHIO;

2. BemomauTsk 3aaanust 1-43, UCIoIb3ysl TEXHOIOTHIO BRITOJTHEHUS OTICPaIUii;
3. OdopmMHTB OTHET.

dopmMa OTYETHOCTH:

IIuceMeHHBIN OTYET, KOTOPBINA COAEPIKUT:

1. TuTyabHBIN JTUCT, HA KOTOPOM 0053aTeIbHO JOJHKHBI OBITh YKa3aHbI Ha3BaHUE U HOMED
npaktuueckoro 3aganus, ®.M1.0. crynenra;

2. llenb paboTHI;

3. 3amanue Ha 3aHATHE;

4. TTpoTOKOJI BHIMOJHEHUSI 3a/JaHusI (KpaTKOEe OMUCAHUE — B BUJIE TaOJIHII, CXEM, PUCYHKOB);
5. BeBog.

3aaHus U1 CaMOCTOATENBHOM Pa0OTHI:
1. [ToBTOpEHNE TEOPETUUECKOTO MaTEPHAIIA;

25



2. CamocrosiTenbHas padoTa HaJl IPOHIEHHBIM MaTEPHAIOM

PexoMeHaanuy no BbIMOJHEHUIO 3aJJaHUI U MOATOTOBKE K MPAaKTUYECKOMY 3aHATHUIO
1. [IpeaBapuTenbHOE 03HAKOMIIEHHE C METOAUYECKUM MATEPUATIOM 10 AUCIUTUINHE;
2. V3y4yeHue 1eKIMOHHOIO MaTepuala o TeMe, YTeHrue yueOHON 1 METOAMYECKOM JINTEpaTyphI.

OcHoOBHasI TUTEpaTypa
[1, 2, 3] — cornacuo Tabnuue paznena 7.

JlononHuTenpHas IMreparypa

[4-8] — cormacHo TabmwuIe pasaena 7.
KOHTpOJIbHBIC BOMPOCHI JUIsSl CAMOTIPOBEPKH:

1. Yro HazpiBaeTcs Te3aypycoMm? ONUIIMTE TEXHOJIOTHIO TPUMEHEHHUS Te3aypyca.
2. Onuimure TEXHOJIOTUIO CO3MaHus jieMenTa ABTo3aMenbl. Kak BCTaBUTh B TEKCT DJIEMEHT
aBTO3aM€EHEI?

10. MEPEYEHb HH®OPMAIIAOHHBIX TEXHOJIOI' Mid, UCIIOJb3YEMBIX ITPA
OCYHECTBJIEHUU OBPA30OBATEJIBHOI'O NPOLECCA IO JUCHUIITIMHE

1. IIporpammHOe oOecrieyeHue:
— Microsoft Windows Professional Russian;
— Microsoft Office Russian;
— AHTHBHpYCHOE IporpammHoe obecreueHue Kaspersky Security.

11. OMUMCAHHUE MATEPHUAJIBHO-TEXHUYECKOWM BA3bI, HEOBXOJIUMOM
JJIs1 OCYIIECTBJIEHUSA OBPA3OBATEJIBHOI'O ITPOLHECCA ITO AMCIUIIJIMHE

Buo Haumenosanue

Ilepeuens ocnosnozo Ne JIk unu JIP
3anamus ayoumopuu

0bopyoosanusn

1 2 3 4

JIk JlexnuonHas aytuTopus WntepaktuBHag nocka SMART JIx
(MymbTHMeTMHHBIN Ki1acc) Board 680i2/Unifl, Ne 1-4
WHTepakTUBHBIN MIAHIIET
Wacom PL-720, Koyonku
Microlab Solo-7C, Hoytoyk
Samsung R610<NP-R610-
FS08>, TeneBuzop miasmeHHbIN
Samsung 63 PS-63A756T1M

JIP Jucrnneinslil kjaacc Cuctemusriii 6ok AMD A10- JIP
7800 Radeon R7 (12 mir.), No 1-6
CucTeMHbI# OJI0K JIst
CITA0OBUISAIINX MTOJIb30BaTECH
AMD A10-7850K (1 mt.),
MownwuTop Philips233 VSQHABP
(13 mr.)

CP UuranbHelii 3a1 Nel O6opynosanue 10 IIK i5- -
2500/H67/4Gb(monunTop TFT19
Samsung);

npuntep HP LaserJet P2055D
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IMpunoxenne 1

®OHJ OHEHOYHBIX CPEACTB 151 IPOBEJAEHUSI
IMPOME/XKYTOYHOU ATTECTAIIUHN OBYUYAIOIIUXCHA IO JUCIUIIJIIMHE

1. Onucanue GoHIa OLIEHOYHBIX CPEACTB (MACIOPT)

Ne
KOMII DJIeMeHT DOC
Pazgen Tema
€TeHII KOMIIETeHIIMH
HHU
[IK-11 | BnageHue HaBBIKAMH 1. Ha3nauenue u 1.1 IonsTre TekcToBBIX | Bompocst K
aHaiM3a MHYOPMALH O 00J1aCTh IPUMCHECHHS PEIaKTOPOB. 3avery 1.1-1.3
byuxiuonnposanun TEKCTOBBIX peaakTopoB | 1.2 PaboTa n3maTenbCKux
CHUCTEMBI BHYTPEHHETO CHOTEM
JOKYMEHTO0000poTa
OpraHu3aluy, BeICHUsA
643 JAHHBIX [0 2. TekcToBBIC 2.1 Knaccudukanus Bompocsr K
pasIHYHBIM noKazatensm | TPOLIECCOPEI TEKCTOBBIX PEJAKTOPOB. | 3ayety 2.1-2.2
1 HOpMHPOBaHHSI Hpunumn paGoTsl
HH(OPMAIIHOHHOTO 3. TekcToBbIE 3.1 ITakeTts! npuknagdex | Bonpocs! k
o0ecreveHHs yYaCTHUKOB | pelaKTOPhI O0IIEro porpamm 3auety 3.1-3.15
OpraHrn3alfuOHHBIX Ha3zHayYeHUsI
TIPOCKTOB 4. HactonbHbie 4.1 HacronbHble Bompocsl k
M3JaTeIbCKUE CHCTEMBI | U3aTENbCKUE CUCTEMBL. | 3aueTy 4.1-4.3
ITonstue.
IIpennasnauenue.
2. Bonpocsl K 3a4eTy
KoMmnerenuuu Ne n
Ne
o BOITPOCHI K 3AYETY HAUMEHOBAHHUE
Kon Onpeeenne pasjena
1 2 3 4 5
[TK-11 | Bnanenue HaBbIKAMU 1.1 TToHsTHE TEKCTOBBIX PEAAKTOPOB. 1. HazHaueHue u

aHann3a nHPOPMAaLIUH O
(YHKITMOHUPOBAHUHU
CHCTEMBI BHYTPEHHETO
JOKYMEHT0000pOoTa
OpraHu3aIlid, BEICHUS
0a3 JaHHBIX 110
Ppa3IUIHBIM
MOKa3aTeNIIM U
(dhopmupoBaHUs
HHPOPMAITUOHHOTO
obecrieyeHusl
YYaCTHUKOB
OpraHU3aIMOHHBIX
MTPOEKTOB

1.2 Ha3nayeHne TEKCTOBBIX PEIaKTOPOB

001acTh

1.3 PaboTa M31aTeNbCKUX CHCTEM HpAMCHCHHA
TEKCTOBBIX
pPEIaKTOpoB

2.1 Knaccuduxaius TEKCTOBBIX PEaKTOPOB 2. TexcToBBIE

2.2 Tlpunnum paboThl MIPOIIECCOPBI

3.1 [IpuHIMNUANEHOE OTIIMYHE TPOLIECCOB
MOJATrOTOBKU TEKCTOB Ha KOMIIBIOTEPE U HA
Me4YaTHOW MallIMHKE

3.2 Ha3HaueHue TeKCTOBBIX MPOIIECCOPOB.
Onummre GyHKIHOHATEHBIE BO3MOYKHOCTH
COBPEMEHHBIX TEKCTOBBIX ITPOIIECCOPOB.

3.3 OxapakTepu3syiite BO3MOKHOCTH
TeKCTOBOTO Tporieccopa Microsoft Word.

3.4 Onmcath Bce U3BECTHBIE BaM CIIOCOOBI
3amycka Microsoft Word.

B yem npeumyiiecTBa U HEAOCTATKH
KayK0ro.

3.5 Onumute snements okHa Microsoft
Word u ux HasHauenue. Yem oTauvaercs
MaHeJIb MHCTpyMeHTOB CTaH1apTHAs OT
naHenu PopmarupoBaHue?

3.6 KakoBo Ha3zHaueHue oOacTu 3amay?

3. TekcToBEIE
PemaKTOPHI 00IIEro
Ha3HAYECHUSI
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Kaxkwe 3amaun oToOpakaroTcst B 3TOU
obnactu? Mx Ha3HaueHue.

3.7 HazoBuTe MUKTOTpaMMBbl TTAHEIH
nHCTpyMeHTOB CTaHIapTHAs, KOTOpPbIE
MOJIHOCTHIO TYOJIUPYIOT KOMaHIbI
TOPU30HTATBLHOTO MEHIO

3.8 Onumnre cnocoOb! BEIACICHNS
9JICMEHTOB B OKHE noKyMeHTa Microsoft
Word.

3.9 KakoBo Ha3zHaueHHE HEMeYaTaeMBIX
CHUMBOJIOB? 3a4eM OHM HY>KHBI Ha dKpaHe?
Kak BKITIOUNTE 0TOOpaskeHHEe HeleYaTacMbIX
CHMBOJIOB B JOKYMEHTE?

3.10 Yo Takoe ab3a1r TeKCTa, YEM OH
oTin4aeTcs oT npeiokenns? Kakue
napameTpsl odopmiieHHs ab3ala Bbl 3HaeTe?

3.11 Yo takoe ctuns? Uem oTauyaeTcs
PACKpBIBAIOLIUICS CITUCOK CTUIICH
odopMIICHUS B TAHEITH HHCTPYMEHTOB
®dopmaTHpPOBaHKE OT PACKPHIBAIOIIIETOCS
CITUCKA MPUQPTOB?

3.12 [lepeuncnuTe CTPYKTYPHBIE SJIE€MEHTHI
CTpaHUIIbI U IIOKAKUTE UX HA ITPUMEPC
nokyMeHTa. ONMUIIATE CTIOCOOBI N3MEHEHUS
napaMeTpOB CTPAHHIIBL.

3.13 Yro takoe xomontutyn? [lpuBenure
MpUMEPHI KOJIOHTUTYJIOB B XKYypHAIax 1
Bammx yuyeOHukax. Onunmre Ha3HAUCHHUE
KHOTIOK Ha TIAHEJI! HHCTPYMEHTOB
KononTuryner

3.14 Kakwue cripaBo4YHbIE pa3/ieiibl JOKyMEHTa
MOKHO C()OPMHUPOBATH AaBTOMATHIECKH C
nomotso Microsoft Word.

3.15 Onuminte, 9YeM OTIMYAIOTCS BAPHAHTHI
Hpe/ICTaBJICHHs JOKyMeHTa B okHe Microsoft
Word: pexum pa3zMeTKH CTPAaHULBI U PEKUM
CTPYKTYpBI JOKYMEHTA, B KAKHUX CITy4asX OHU
11€J1eCO00pa3HbI?

4.1 HacTtonbHbIe n3aaTCIbCKUEC CUCTCMBI

4.2 TlpeaHa3HauCHUE U3IATSIILCKUX CHCTEM

4.3 CymecTBYIOIUE U31aTEINbCKHE CUCTEMBI

4. HacronbHbIE
HU3JaTENIbCKUE
CUCTEMBI
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3. Onucanue nokasareseii 1 KpUTepHeB OLIEHUBAHUS KOMIeTeH Mt

TEXHOJIOTUN

Iloka3zaTenu Onenka Kpurepun
O1eHKa «3aUTEHO» BBICTABIISICTCS
oOyuJaroremMycs, €CJId OH:
- IyOOKO YCBOWII MaTepuall,
3HaTh: MCUEPIBIBAIOIIE [TOJTHO, YETKO U
([1K-11): JIOTHYECKH MOCIIEI0BATEIBHO ero
- OCHOBHBIC TIIOHATHA H M3JIaracr;
COBPCMCHHBIC  HPHHIIAIIEL - YMEET YBEPCHHO PUMEHSTh
pabothl ¢ Jenosoi MOJIYYMBILKE 3HAHMS HA TIPAKTUKE TIPU
uHpOpMaIMeld, a TakKe .
pELICHUN KOHKPETHBIX 3a/1ay;
UMETh TIpe/ICTaBIeHne 00 3a4TEHO
- cBOOOJIHO ¥ IPAaBUIIBHO 0OOCHOBBIBAET
MHPOPMAaLIUOHHBIX i
cucreMax 1 06a3ax JaHHBIX; TIPHHATLIC PCLICHIA,
VMeTh: - HCTIOJIB3YET MPHU OTBETE HAYYHYIO
(TIK-11): TEPMHHOJIOTHIO;
—  NpEMeHsTH - TBEPJIO0 3HAET MaTEpUa, TPaMOTHO U
HHbOPMALMOHHbIE IO CYILECTBY M3JIaraet ero, HO
TEXHOIOTHE T JIOITyCKAeT B OTBETE HEKOTOPHIC
perienus HETOYHOCTH.
yIPaBICHYCCKUX 33/1a4;
Baagers:
(TIK-11): O1eHKa «HE 3aYTEHO» BBICTABIISACTCS
— MIPOrPaMMHBIM o0yuaroIemMycs:
obecrieueHreM s - €CJIM OH HE 3HaeT OOJIbIICH YacTH
- POTPaMMBbI JTUCIHILUIHHBL, JOMYCKAeT
u ocHOBamu MHTepHeT O ———. porp AUCH » AOIIY!

rpyObIe omuOKH B (hOPMYITHPOBKaX
OCHOBHBIX NOHATUI TUCLUIUIMHBI U HE
YMEET UCIO0JIb30BaTh MOJyYEHHbIE
3HAHHUS [P PEILIEHNN THUIOBBIX
MIPaKTUYECKHX 3a]1au.

4, MeToauueckue MaTepualibl, OoNpeacjJadiomue npoucaiypbl OCHUBAHUA 31—[31—[1/[171,

yMeHHﬁ, HABBIKOB M OIIbITA J€ATCIBHOCTH

JucnuruimHa «TeKCTOBbIE PEAAKTOPbI» HAIpaBICHa Ha O3HAKOMIICHHE OOYYaroLIUXCs C

0a3 JaHHBIX TII0 PAa3JIMYHBIM IIOKAa3aTCIIAM,

IPOTpaMMHBIMU CpPEACTBAMHU pean3alii MH(POPMALMOHHBIX MPOLECCOB, TNPUHLIMIAMH BEIACHUS
OCHOBaMHU (OpMUPOBaHUS HHPOPMAIIUOHHOTO
o0ecreyeHnss Y4aCTHMKOB OPIraHM3aLMOHHBIX IPOEKTOB, MpaBWJIaMU aHaiM3a HHPOpPMALUU O
(GYHKIIMOHUPOBAHUM CUCTEMBI BHYTPEHHETO IOKYMEHTO000POTa OpraHu3alllH.

N3ydenue qucuumuinHbl « TeKCTOBBIE PEAAKTOPBI» MPEAyCMaTPUBAECT:

- JICKIIN U,

- mabopaTopHbIe PabOTHI,
- CaMOCTOSTENbHYIO PaboTy 00yJaromuXCs;

- 3a4€T.
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B xone ocBoenus pazaena 1 «OcHoBHBIE TOHATHS. Ha3HaueHNE TEKCTOBBIX PEAAKTOPOBY»
o0yyaromuecs TOMKHbI 03HAKOMHUTHCSI C OCHOBHBIMH TMOHSATHSMHU JAaHHOTO Pa3Jiena, a TaKkxKe
paccMOTpPETh CaMO Ha3HauUEHUE TEKCTOBBIX PEAAKTOPOB.

Wzyuenne paszgena 2 «TeKCTOBbIE MPOLIECCOPB»  IMPEAINOjaraeT  PacCMOTPEHHUE
KJIacCU(UKALUU TEKCTOBBIX PEAAKTOPOB, IPUHIIUIT PAOOTHI.

Wzyuenmne paznena 3 «llakeTbl NPUKIAAHBIX MPOrpaMM» HAMpPaBICHO HAa H3Y4YCHUE
HA3HAYCHHsS] TEKCTOBBIX IPOLIECCOPOB, MX (PYHKIHMOHAIBHBIX BO3MOXXHOCTEH, MpeaHa3HaueHUe
Ta0JINYHBIX NPOLIECCOPOB, B KAKUX 00J1aCTAX AEATEIbHOCTU YEJIOBEKA OHU MOTYT UCII0JIb30BAThCS.

B xone ocBoenus pazaena 4 «HactonbHble H3MATENBCKUE CUCTEMBI» 00yUYAIOLIUECS TOJKHBI
YSICHUTB YTO TAKOE HACTOJIbHBIC U3]aTEIbCKHE CUCTEMBI, NX Ha3HAUCHHE.

B nponecce nzyueHus AUCHUILIMHBI PEKOMEHYeTCsl Ha IEPBOM 3Tare 00paTuTh BHUMaHHE
Ha MOHSATUHHO-KATErOpUAJIbHBIA ammapar AUCHUIUIMHBL OBlaZieHne KIIOYEBBIMU TOHATHIMU
SBIISIETCS BAYKHBIM 3TAIIOM B OCBOEHUU CYIIHOCTH KOMIIBIOTEPHOTO IPAKTUKYMa.

Ha BTOopoMm sTame mnenecoo0pa3Ho U3y4nUTh OCHOBHBIE IPOTPAMMHBIE CPEACTBA PeaIn3aluu
MH(OPMALMOHHBIX MTPOLIECCOB.

Ha Tperpem sTame cienyer npoaHalIu3upOBaTh MAKEThl MPUKIATHBIX IPOTPAMM, U3YYUB HX
(b yHKIIMOHAIbHBIE BOBMOKHOCTH U OCOOEHHOCTH.

Ha derBeprom »5Tame HEOOXOIMMO O3HAKOMHUTHCS C HACTOJBHBIMH H3/1aTEIIbCKUMHU
CUCTEMaMH

B nponecce mnpoBeaeHust 1abOpaTOPHBIX pabOT MPOUCXOJUT 3aKpEIUICHUE 3HaHWM,
dbopMupOBaHHE  HABBIKOB, HEOOXOAMMBIX AN  KBATM(HUIMPOBAHHOTO  HCIHOJIH30BaHUS
KOMITHIOTEPHBIX TEXHOJIOTHI Ha MPAKTHKE.

[IpenycMoTpeHO TpOBEACHHE ayIUTOPHBIX 3aHATUN (B BUIEC JEKUUH M J1aOOpaTOPHBIX
paboT) B COYETAHUU C CAMOCTOSATEIHLHONU PabOTOM.

CaMocTosTenbHYI0 paboTy HEOOXOIMMO HAYMHATH C MPOPAOOTKH KOHCIEKTa JEKIUH,
00001IeHNs, CHCTEMATHU3alUH, YTIYOJICHUS M KOHKPETH3AIUU TIOJTYIEHHBIX TEOPETUIECKUX 3HAHHN
C HCIIOJIb30BAaHMEM OCHOBHOW U JIOTIOJIHUTENLHON JIUTEPATYpPhl, a TAKKE PEKOMEHIYEMBIX PECypCOB
MH(POPMAaLIMOHHO-TEIIEKOMMYHUKALMOHHOM ceTu «HTepHEeT».

B mporecce koHCynbTalMu ¢ MpernojaBaTesieM 00yJaroluecs MOTYT MPOSCHSATH BOIPOCHI,
BBI3BABIIKE TPYTHOCTH MPU CAMOCTOSITETILHON paboTe, a TaKkke MaTeprall, IMEIOLIHI OTHOIIEHUE K
MH(OPMALIMOHHBIM CUCTEMaM U MH(GOPMAITMOHHBIM TEXHOJIOTUSIM.

K 3auery pomyckaroorcs oOydwaromuecs, BBIIOJHUBIIME BCE JIaOOpaTopHble padoThI,
IpeyCMOTPEHHBIE HacToseil paboueil nporpammoit (mepedeHb paboT MpeAcTaBieH B pasjene 4,
METOMYECKHE YKa3aHUsI 10 BBITIOJIHEHHIO 33JIaHUi U UX opopMieHuto — B pazzene 9.1).

30



Ipunoxenne 2

AHHOTALIUA
padoyell NporpaMmbl JUCHUILIHHBI
TekcToBbBIC pEIaKTOPbI

1. Heab u 3aa1a4n TUCHUTILIHHBI
Lenbro U3ydeHHs TUCIUILTAHBI SBISETCS: TPUOOPETeHNE 00YJArOIIMMHUCS HEOOXOJUMBIX HABBIKOB
paboThl C KCMOJB30BAaHUEM COBPEMEHHBIX CPEACTB BBIYUCIMTECIBHOW TEXHMKH WM TPHKJIAJIHBIX
nporpaMM, a TakKe MPUOOPETEHHE MPAKTHYECKUX HABBIKOB HCIOIB30BaHUS HH(OPMAIIMOHHBIX
CHCTEM U TEXHOJIOTHH.

3ajaueil M3ydyeHUs AUCLUIUIMHBI SBJISETCS. pa3BUTHE Yy OOYy4arOIIMXCs HaBBIKOB pabOThl B
Pa3IMYHBIX MPHUKIAIHBIX MpOrpamMMmax, a Takke (GopMupoBaHue MHOOPMAIMOHHON KYJIBTYpHl U
KOMITbIOTEPHOM I'PAMOTHOCTH O0yYaroIUXCS.

2. CTpyKTypa IMCHUILIUHBI

2.1 PacmpenencHue TPYAOEMKOCTH IO OTICIbHBIM BHJAaM YYCOHBIX 3aHATHN, BKIIOYAS
camMoCTOsITeNIbHYI0 pabotry: Jekuuu — 18 wyacos; maboparopubie pabotel — 18 wuyacos,
camocrosTeNbHas pabora — 36 J4acos.

OO01mast TpyA0€MKOCTh JUCIUTUIMHBI COCTABJISIET /2 4aca, 2 3a4€THBIX ¢IMHHUIIBI

2.2 OCHOBHBIE Pa3JeNbl TUCIUILIIHHBIL:

1 — OcHoBHble noHsTHS. HazHaueHNe TEKCTOBBIX peJaKTOPOB
2 — TekcToBbIE MPOLIECCOPHI

3 — INakeTsl IPHUKITATHBIX TPOTPAMM

4 — HactonbHble H3aTeTbCKUE CUCTEMbI

3. Illlanupyemble pe3ybTaThbl 00y4eHUs! (lepedeHb KOMIIeTeHIM)

[Iporecc u3ydeHust TUCIMIUIMHBI HAIIpaBJieH Ha (OPMUPOBAHUE CIEAYIONICH KOMIIETEHITUH:

- [IK-11 Bnanenue HaBbIkaMu aHalu3a MHPOpPMALUU O GYHKIIMOHUPOBAHUH CUCTEMBI BHYTPEHHETO
JIOKYMEHTOO0OpOTa OpraHU3alllK, BEJACHHUS 0a3 JaHHBIX MO0 Pa3IUYHBIM IMOKa3aTeIsIM U
¢dopmupoBaHUs MH(POPMALMOHHOTO O0ECHEYEHUs] YYaCTHUKOB  OpPraHU3allMOHHBIX
MIPOEKTOB;

4. Bux npoMeXyTOYHOI aTTecTallMu: 3a4€T
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IMpunoxenne 3

IIpomoxon 0 0ononHeHUAX U UMEHEHUAX 8 padoueil npozpamme
na 20 __ -20 YueoHwlit 200

1. B paGouyto nporpammy o AUCHUIUIMHE BHOCSATCS CIEAYIOUINE TOTOTHEHHUS:

2. B pabGouyto nmporpaMmy 1o AUCUUIIIMHE BHOCATCS CIIEAYIONINE U3MEHEHUS:

IIporokon 3acenanus kadeapbr Ne OT «__ » 20 r.,

(paspabomuux)

3aBeayromuit kadeapoit

(noonucs) (®.1.0.)
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Ipunoxenue 4

OOHJA OMEHOYHbLIX CPEACTB AJIA TEKYIIEI'O
KOHTPOJIA YCIEBAEMOCTH 11O JUCHUITJIMHE

1. Onucanue poHaa OLIEHOYHBIX CPEACTB (MACHOPT)

Ne
KOMII DJIeMeHT DOC
Pazgen Tema
€TeHIl KOMIIeTeHUUH
1004
[IK-11 | BnajeHue HaBBIKAMH 1. Ha3nauenue u 1.1 IMonstue TexcToBbix | KoHTponbHBIC
aHaJM3a MHYOPMAIIIH O 00J1aCTh TPUMCHECHHS pEOAaKTOPOB. BOIIPOCHI IO
(ynxunornpoBanHH TEKCTOBBIX peakTopoB | 1.2 PaboTa m3marensckux | pasaenam
CHUCTEMBI BHYTPEHHETO CHOTEM JMCIUTLIMHEL
ggg:;;ﬁfioﬁe(;;m 2. TekcToBBIC 2.1 Knaccudukanus KonTtponsHbIE
643 JAHHBIX IO MIPOLIECCOPHI TEKCTOBBIX PEAKTOPOB. | BOIPOCHI IO
pa3IMYHBIM OKa3aTeIIsIM IMpunnun paGoTsl pasaenam
1 GOpMHUPOBAHUS JIUCLIUTUINHBI
HH(OPMAIIHOHHOTO 3. TekcToBbIE 3.1 IMTakers! npuknagaeix | KonTponsHble
o0ecreveHHs yYaCTHUKOB | peaKTOPhI O0IIEro porpamm BOIIPOCHI O
OpraHn3allnOHHBIX Ha3HaYCHUS pasaenam
HpOCKTOB JMCITUTIIMHEL,
otuert o JIP
4. HactonbHbie 4.1 HactonbHbIe KontponsHbie
M3JIATEJIbCKUE CUCTEMBI | M3JIaTeNIbCKUE CUCTEMBI. | BOIPOCHI IO
ITonstue. pazzenam
[Ipennaznauenwue. JUCTTATUTAHBI
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2. Onucanue noka3areseii 1 KpUTepHeB OLlEHUBAHUS KOMIeTeH Mt

TEXHOJIOTUN

Iloka3zaTenu Onenka Kpurepun
3HaTh:
(T1K-11):
- OCHOBHBIC TIIOHATHA H
COBPEMCHHBIC  MPHHITATIB O1eHKa «3aUTEHO» BBICTABIISICTCS
paboThI c JeTOBOM 00y4aroLeMyCsl, CCIIH OH:
uHpOpMaIMeld, a TakKe - 0e3 3aTpyaHEHHUI OTBEYaeT Ha
UMETh TIpeNCTaBIeHne 00 BOIIPOCHI;
MH(pOPMALMOHHBIX - CAMOCTOSTEIBHO BBITIOTHHIT
cHucTeMax u 0asax JaHHBIX; 3a4TEHO HaGOpaTOpHYIO paGOTy;
Ymern: - cBOOOHO U MPaBUIILHO 0OOCHOBBIBACT
(TTK-11): IPUHATBIE PEIICHMS;
— HpHUMCHATH - YMICIIOJIB3YET IIPU OTBETE HAYYHYIO
MH(QOPMALINOHHBIC TEPMHUHOJIOTUIO
TEXHOJIOTUH IS
peLieHHs
VIIPaBICHYCCKHX 33]1a9;
Baagers:
(T1K-11):
— HporpaMMHbIM OlLeHKa «HE 3aUTEHO» BBICTABIIAETCS
obOecnieueHueM AJis 06yHaroIeMycs:
pabotsl ¢ unpopmanmei - €CIIM OH IJIOXO OPUEHTUPYETCS B
1 OcHOBaMH MHTEpHET- He 3aYTEeHO MaTepHuae;

- HE CAaMOCTOSITEIILHO BBINOJIHEHA
naboparopHas paboTa Ui ¢ rpyObBIMU
omuOKamMu
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[TporpaMmma cocTaBjieHa B  COOTBETCTBHM C  (peIEpaIbHBIM  TOCYIapCTBEHHBIM
06pa3OBaT€.HBHBIM CTaHIIapTOM BBICIIICTO 06pa303aH1/151 110 HaHpaBJIeHI/IIO IIOATOTOBKH
38.03.02 MenemxmeHT oT «12» ssuBaps 2016 1. Ne 7

st Haoopa 2015 roaa: u yue6HbM IianoM OI'BOY BO «bpl'Y» miis ouHoit hopmbl 00ydeHUs: OT
«03» nronst 2018 1. Ne 413, st 3aouHoM (hopmbl 00ydenus ot «03» utomnst 2018 r. Ne 413

IIporpammy cocraBuiI:

PozanoBa A.A., ct. npenogaBarens 6a3. kadenpsr MulT

Pabouast mporpamMma paccMOTpeHa U yTBEpKIeHa Ha 3aceaaHuu 6a3oBoi kadeapst MuldT

ot «19» nexabpst 2018 ., mporoxon Ne 8

HN.o. 3aBemyromiero 6a3zoBoit kadeapoit MullT JlykoBHukoBa E.!.
COI'ZTACOBAHO:

H.o. 3aBenyromero 6a3zoBoii kapeapoit MullT JIlykoBHukosa E.N.

Hupexrop OubmmoTexn Cotnuk T.D.

Pabouas nporpamma ogo0peHa MeToIn4eckoil KoMuccuei gakynpreta JKOHOMHUKH U YIIPaBICHUS

oT «28» nekabps 2018 r., mpotokon Ne 4

[Ipencenarens MeToIMUECKO KOMUCCHH (DaKyIbTETA Tpanesnuxosa E.B.
COT'JTACOBAHO:

HavaneHuk

y4e0HO-METOIMUECKOTO YIIpaBICHUS Hexesen I'.I1.

Perucrpanmonnsrii Ne



