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1. IEPEYEHb IIVIAHUPYEMBbIX PE3VYJIBTATOB OBYYEHMUSA 11O AUCHUIIVIMHE,

COOTHECEHHBIX C

OBPA30BATEJIbHOM ITPOT'PAMMBI

Bujg nesTeabHOCTH BBIITYCKHHUKA

JucuumnimHa

OXBAaTbIBACT Kpyr

IINIAHUPYEMbBIMHA

BOIIPOCOB,

PE3YJIBTATAMHU OCBOEHUA

OTHOCAIIUXCS K OpraHu3alMOHHO-

YIPaBJIEHYECKOMY M SKOHOMHUYECKOMY, a TaKXe K HH(POPMALMOHHO-aHAIUTHYECKOMY BHUAAM
npoeCCHOHATIBHON JIEATEIBHOCTH BBIIYCKHMKA B COOTBETCTBMM C KOMIIETEHIMSIMHU U BUAAMHU
NeSITeIbHOCTH, YKa3aHHBIMU B y4€OHOM ILIaHE.
eab AMCHUIIHHBI
[TproOperenue 0O0ydaroIMMUCA HEOOXOTUMBIX HABBIKOB PA0OTHI € HCIIOJIb30BAaHUEM
COBPEMEHHBIX CPE/ICTB BBIUMCIUTEIbHON TEXHUKH U IPUKJIAIHBIX IPOrPaMM, a TAKKe
npruoOpeTeHne MPaKTHYECKUX HABBIKOB MCIIOJIb30BAaHMSI HH(POPMAIIMOHHBIX CUCTEM M TEXHOJIOTHIA.
3agauM JUCHMIIIUHBI
B paMkax KOMIIETEHTHOCTHOTO MOJIX0/a Pa3BUTh y 00YUYaAIOIIMXCS HABBIKU paOOTHI B
NPUKJIAJHBIX porpaMmax; (opMUpOBaHHE HHPOPMALIMOHHON KYJIbTYPbl U KOMIIBIOTEPHON
IPaMOTHOCTH O0YYaOLIHXCS.

OpPraHU30BBIBATh APXUBHOE
XpaHEHUE KaJpOBBIX
JIOKYMEHTOB B
COOTBETCTBHH C
JNEHCTBYIOLIMMU
HOPMAaTUBHO-TIPAaBOBBIMU
aKTaMU, 3HaHUEM OCHOB
KaJpOBOU CTaTUCTHUKH,
BJIaJICHUEM HaBbIKaMU
COCTABJICHUS KaJIpPOBOU
OTUYETHOCTH, a TAKKeE
HaBbIKaMU O3HAKOMJICHUS
COTPYJHUKOB OpraHU3aLNH
C KaJpOBOH
JOKyMEHTaluen u
JNENCTBYIOIUMHA
JIOKaJIbHBIMU
HOPMAaTUBHBIMH aKTaMH,
yMeHHe 00ecreYnTh
3aIIUTY IEPCOHAIBHBIX
JAHHBIX COTPYIHUKOB

Kon Conep:xanue IIepeyenb mIaHMpyeMbIX Pe3yJbTATOB
KOMIIeTEeHIIUH KOMIIeTeH I 00yueHusl MO TUCIHILJIMHE
1 2 3
YMEHHE BECTU KaJ[POBOE 3HATh:
[1K-13 JEJIONPOU3BOJICTBO U - OCHOBBI KaJJpOBOTO JIEIONPOU3BOJICTBA;

- OCHOBBI KaJJpOBOM CTaTUCTHUKH;

yMeTh:

- BECTH KaJpOBOE JEJIONPOU3BOJICTBO;

- OPraHU30BbIBAaTh APXUBHOE XPAHEHUE KAJPOBBIX
JIOKYMEHTOB B COOTBETCTBHUU C JIEUCTBYIOIIUMU
HOPMAaTUBHO-TIPABOBBIMH aKTAMMU;

BJIA/IETh:

— HaBBbIKAMH BEJICHHS KaIPOBOIO
JIEIONPOU3BO/ICTBA;

- HaBBIKAMU COCTABJICHUS KaJAPOBOW OTUYETHOCTH;
- HaBBIKAaMU O3HAKOMJICHUS COTPYIHUKOB
OPraHU3alMK C KaJAPOBOW TOKYMEHTAlUEN 1
JIEUCTBYIOIUMHU JIOKAJTbHBIMU HOPMATUBHBIMU
aKTaMu;

- HaBbIKaMU 00ECIIEUEHHUS 3alUThI IEPCOHATBHBIX
JTAaHHBIX COTPYIHUKOB




BJIaACHHUC METOAaMU U

3HAThb:

[1K-27 IIPOrPaMMHBIMH — OCHOBHBIE METOJIBI M CPEACTBA 00paOOTKH
cpeacTBaMu 00pabOTKU JIeJI0BOM HH(OpMaInH;
JIENOBOM MH(pOPMALIKH, — OCHOBBI pabOTHI CO CIIEHUANTN3UPOBAHHBIMU
HaBBIKaMH PabOTHI CO KaJpOBBIMU KOMIIbIOTCPHBIMHU IPOTpaMMaMU,;
CIELMAIM3UPOBAHHBIMU yMeTh:
KaJIpOBBIMHU - 3¢ (EKTUBHO UCTIONB30BaTh KOPIIOPATUBHBIE
KOMIIPIOTCPHBIMH MH(OPMaLIMOHHBIE CHCTEMBbI
porpaMmmamu, BJIA/I€Th:
CIIOCOOHOCTBIO — CITOCOOHOCTBIO B3aUMOJICHCTBOBATH CO CIIYKOaMu
B3aMMOJICHICTBOBATH CO I/IH(bOpMaLII/IOHHbIX TEXHOJIOTHH,
CiryKOaMu - METOJlaMH U IPOIrPaMMHBIMHU CpeACTBaMU
MH(POPMAIMOHHBIX 00paboTKu AenoBoi nHopMaUU
TEXHOJIOTHH 1 3P PEKTUBHO
HCII0JIb30BaTh
KOpIOpaTUBHbIE
nH(pOpMaLIMOHHBIE
CUCTEMBI
3HAHHUE KOPIIOPATUBHBIX 3HaTh:
KOMMYHHUKAIIMOHHBIX — OCHOBHBIE KOPIIOPATUBHBIE KOMMYHUKALIMOHHbIE

[TK-28 KaHaJIOB U CPEJICTB KaHaJIbl ¥ CPEJICTBA Mepeaur HHPOPMAIIHH;
nepenayu uHpopmanuu, yMeTh:
BJIAJICHUE HABBIKAMHU - 3¢ (peKTUBHO UCTIONIL30BATh KOPIIOPATHUBHEIE
MH(OPMALIMOHHOTO MH(OPMaLIOHHBIE CUCTEMBbI
o0ecriedeHus POIECCOB BJIA/IETh:
BHYTPEHHUX — HaBBIKaMH HH()OPMAIIIOHHOTO 00eCTIeYeHHU S
KOMMYHMKAIUI MIPOLIECCOB BHYTPEHHUX KOMMYHHUKALIUM

2. MECTO [JUCHMILUIMHBI B CTPYKTYPE OBPA3OBATEJIBHOM

ITPOI'PAMMBI

Huctunnuua b1.B./IB.03.02 TekctoBble peakTOpbl OTHOCUTCS K DJIEKTUBHBIM JAUCHIUTIIMHAM.
JucuumnuHa «TekcToBble pelakTopb» 0a3upyeTcst Ha 3HAHUSIX MOJIYUYEHHBIX IPU U3YyYEHUH
TaKUX y4eOHBIX TUCIHUIUINH, Kak « HpopmaTiKay, « KOMIBIOTEPHBIN MPAKTUKYM.

OCHOBBIBAsICH
MPEJCTaBIsIeT OCHOBY JUIsl W3YYEHUS JTUCIUIUIMHBIL:

YIIPaBJICHUU [TEPCOHATIOM).

Takoe

CUCTCMHOC

Ha HU3YYCHHUH TNCPCUHUCIICHHBIX OWUCIMILINH,

MCKIAUCHUIIIIMHAPHOC

TekcToBbIE  penaKkToOpsI
«MIHpOpMallMOHHBIE TEXHOJOTUU B
U3y4CHHUE

HaIipaBJICHO Ha  JOCTHUKCHHUC

tpedyemoro ®I'OC ypoBHS MOATOTOBKH MO KBaTUpUKaLUK OaKanasp.




3. PACIIPEJEJIEHUE OB BEMA JUCHUIIVIMHBI

3.1. Pacnipeesienue o0beMa TUCHMILIMHBI 10 GopMaM 00yUeHUst

Tpyooemkocmeb oucyuniunul 6 uacax
Kypcosan
§ § 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
S Q ammecma
s S & g o S % S paboma,
= = S © s = S uuu
o S| s | 5| 5|55| 88| £5 | pevepam
SIS 3|2 8§ |S¢€| &5 | 3¢ | e
£ QO Q = S N & O ]

1 2 3 4 5 6 7 8 9 10 11
Ounas - - - - - - - - -
3aouHasn 1 - | 108 | 13 3 - 10 91 - 3ayer
3aounasi 1 - | 108 | 7 3 - 4 97 - 3a4eT
(yckopeHHOe
o0OyueHue)

O4Ho-3204Has - - - - - - - - - -

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

em.u. ¢
. | Pacnpedenenue
UHMEPAKMUBHOIL,
N Tpyooemxo N no cemecmpam,
Buo yueonvix 3anamuii AKmueHoil,
cmb (uac.) . (uac.)
UHHOBAUUOHHOU
¢opmax, (uac.) -
1 2 3 4

|. KontakTHasi pa6oTa o0y4yaomuxcs 13 6 13
¢ npenoaaBartesieM (Bcero)
Jlexuunu (JIk) 3 2 3
IMpakTryeckue 3austust (I13) 10 4 10
I'pymnmoBbie (MHANBHIYAIbHBIC) KOHCYIbTAI[HN + - +
Il.CamocrosiTebHast padoTa odyuarommuxcs (CP) 91 - 91
[ToAroToBKa K MPaKTHYECKUM 3aHITHSIM 8 - 8
IToAroToBKa K 3a4eTy 83 - 83
I11. IIpoMeKyTOUHAS aTTeCTAIUS 3a4eT 4 - 4
OO0mmas TpyI0eMKOCTh AUCIUTUIAHBI 4ac. 108 - 108

3ad. el 3 - 3




4. COAEP) KAHUE JUCIUIIJINHbI

4.1. PacnipeesieHue pa3iesioB IMCUMILIUHBI IO BUAAM YUeOHBIX 3aHATHI

- 1Jis1 32049HOM (popMBbI 00yUeHHs:
Buowt yueonvix 3anamuii, 6knrouan
No CamocmoamenbHyo pabomy
paz- Haumenosanue Tpyooem- o0yuarowuxca u mpyooemKocme;
oena u pazoena u Kocmb, (uac.)
memol mema OUCUURIUHBL (uac.) yuebnvie 3auamusn camocmosmens
npakmuueckue #as paoma
nexyuu sanamus Y -
1 2 3 4 6 7
1. Ha3znayenue u o0acTb 42 1 - 41
NPUMEHEeHHUs TEKCTOBBIX
Pe1aKTOpPOB
1.1. OcnoBHble nousTus. Haznauenue 20 - - 20
TEKCTOBBIX PEIAKTOPOB
1.2. PaboTa n3gaTenbCcKux CUCTEM 22 1 - 21
2. TekcTOBBIE MPOLECCOPDI 30 - - 30
2.1. Krnaccudukarms TeKCTOBBIX 30 - - 30
penaktopoB. [IpuHIUn paboTHI
3. TekcToBBIE peAaKTOPbI 001IETr0 29 1 10 18
Ha3HAYEHHS
3.1. [lakeTsl MPUKIIATHBIX MPOTPAMM 29 1 10 18
4, HacToabHbIe H3J1aTeIbCKHe 3 1 - 2
CHCTEMBI
4.1. HactonpHble n3naTenbsckue 3 1 - 2
cucreMsl. [TonsTHe.
IIpenna3zHayeHue.
HUTOI'O 104 3 10 91
- JUIs1 32049HOI1 (YCKOpeHHOoii) (opMbI 00yUeHHs:
Buowt yueonwvix 3anamuii, éknrouasn
No camocmoamenvhyio paoomy
pas- Haumenosanue Tpyooen- odyuarouwuxca u mpyooemKocmo;
oenau pazoena u Kocmb, (uac.)
memol mema OuUCUunIUHbL (uac.) yuebnvle anamusn Pp——
npaxkmu4deckue Has paﬁoma
JleKkuyuu 3aHamun 06yuammuxc;1
1 2 3 4 6 7
1. HaznaueHnue u 06J1acTh 42 1 - 41
NPUMEHEHUsI TEKCTOBBIX
PeIaKTOPOB
1.1. OcHoBHbIe noHATUA. HazHaueHue 20 - - 20
TEKCTOBBIX PEIAKTOPOB
1.2. Pabora n3mareabCKux CUCTEM 22 1 - 21
2. TekcToBBIE MPOLIECCOPDI 36 - - 36
2.1. Krnaccudukaius TeKCTOBBIX 36 - - 36
penakropoB. [TpuHuMI padoThI.
3. TekcToBBIE pegaKTOpPbI 001IEro 23 1 4 18
HA3HAYEHHSsI
3.1. [TakeTbl IPUKIATHBIX IPOTPaMM 23 1 4 18
4. HacTtonbHble H3JaTejbCKHe 3 1 - 2
CHCTEMBI
41, HacTtonbHbIe N31aTENBCKIE 3 1 - 2




cuctemsbl. [lonsarue.
IIpenna3zHauenue.

UuToro 104 3 4 97

4.2. CopepxaHue JMCHMIIMHBI, CTPYKTYPHPOBAaHHOE 110 pa3/iesaM U TeMaM

Paznen 1. HazHavenne u 00J1acTh MPUMEHEHHSI TEKCTOBBIX PEIaKTOPOB

Tema 1.1 OcHoBHbIe MOHATHS. Ha3HAYeHHe TEKCTOBBIX PeJaKTOPOB

TekcTOoBBIH pemakTop — 3TO Iporpamma, obecrneunBaromas mons3osarens [1IK cpexctBamu co3manus,
00paboTKH, TIeYaTH W XpaHEHHs JOKYMEHTOB Pa3IMYHOW MPHUPOIBI M CTENEHU CIOXHOCTH, BKIIOYAIOLIMX
TEKCTOBBIC JTAaHHBIE, TaOIHITBI, rpadukH, N300paKeHUS, (hopMyITBI u T.0I.
Microsoft Word mipemcraBiseT co00M caMblid pacIipoCTpaHEHHBIA M OMH M3 Han00JIee MOITHBIX TEKCTOBBIX
penaKkTopOB.

Hns paboTel c¢ TekcTaMM Ha KOMIBIOTEPE HCIHONB3YIOTCS MpPOTrpaMMHBIE CpPEACTBA, Ha3bIBacMbIC
TEKCTOBBIMH PEIAKTOPaMH WM TEKCTOBBIMH mporeccopamu. CymiecTByeT OO0NbIIOe KOJIHMYECTBO
Pa3sHOOOPa3HBIX TEKCTOBBIX PEAAKTOPOB, PA3IMYAIOLINXCS IO CBOUM BO3MOXKHOCTSIM, — OT OY€Hb MPOCTHIX
y4eOHBIX [0 MOIIHBIX, MHOTO(QYHKIHOHAJIBHBIX HPOTPaMMHBIX CpPEACTB, HA3bIBAEMBIX H3IATEIbCKHUMHU
CHUCTEeMaMH, KOTOpBIE HCIIONB3YIOTCSA IS TONTOTOBKM K TI€YaTH KHHT, XypHAJoB W TraseT. Hawmboimee
M3BECTHBI Cpeu Tob3oBaresneil IBM-coBMeCTHMBIX KOMITEIOTEPOB TEKCTOBBIE peaakTopsl Lexicon 1 Word
for Windows.

OcHOBHOE Ha3HAYEHHE TEKCTOBBIX PEAKTOPOB — CO3/1aBaTh TEKCTOBBIE (hailiibl, pelakKTUPOBATh TEKCTHI,
MPOCMATPUBATh X Ha dKpaHe, N3MEHATH (opMaT TEKCTOBOTO JOKYMEHTA, paclieyaThlBaTh €ro Ha MPUHTEPE.

HaOupaewmblii Ha K1aBHAType KOMIBIOTEPA TEKCT BOCIPOM3BOAUTCS Ha dKpaHe AMCIUIEs B pabodeM mole
penaktopa. CrnenuaibHBIH 3HAYOK — KYPCOp YKa3bIBaeT TO MECTO Ha dKpaHe, Ha KOTOPOE IMOJb30BaTENb B
JAHHBIA MOMEHT MOJKET OKa3blBaTh BO3/EUCTBHE (CO3/1aBaTh, M3MEHATH CHMBOJBI U T. JI.) C TIOMOIIBIO
penaktopa. PaboTast ¢ TEKCTOBBIM pEIaKTOPOM, MOKHO TIONYYUTh Ha JKpaHe HH(POPMALHUIO O TEKYIIEM
COCTOSIHUM Kypcopa, T. €. €ro KOOpJIWHaTax Ha 3KpaHe (HOMEp CTPOKH M MO3HIMH B CTPOKE), a TaKKE O
HOMEpE CTPAHMIIBI TEKCTa, ero (hopMaTe, UCIOIB3YeMOM MPUQTE U T. I

WuTepdetic mpakTHaecku Ka)XI0ro TEKCTOBOTO PEJaKTOpa MO3BOJIIET MMETh Ha DKpaHe MEHIO0 KOMaH]I
yIpaBlieHUsST PEAaKTOPOM — H3MEHEHHE PEXHMOB pabOTHI, OOpallleHHe 3a MOMOIIbI0, (HopMaTHpOBaHHE
TEKCTa, TevaTu U T. 1. Kak mpaBmiio, MEHIO UMEET HE TOIBKO TEKCTOBYIO (hOpMy, HO U (DOPMY MTUKTOTPaMM,
YKa3bIBAIOMINX Ha BBEITIOTHIEMYIO KOMaHITY.

OcHoBHbIe oniepaiiuy peaakropa MS Word no pabote ¢ J0KyMeHTaMu:

- BBOJI TEKCTa;

- peNaKTHpPOBaHUE COACPKUMOTO JOKYMEHTa (BHECEHHE KaKHX-THOO W3MEHEHHH B TEKCT JOKYMEHTA:
W3MEHEHHE B3aUMHOTO PACIIONIOKEHHS OTIEIbHBIX YacTel JOKYMEHTa, MIOMCK M 3aMeHa CHMBOJIOB, CIIOB U
Y4acCTKOB TEKCTa);

- popMaTHpOBaHHE CONEPKUMOTO JTOKyMEHTa (33JlaHre MEXIyCTPOYHOTO MHTEPBaJia, OTCTYIIOB ClIeBa U
CIIpaBa, BEIpAaBHUBaHHUE TEKCTA U JIp.).

Bosmoxunoctn MS Word:

- OJTHOBpEMEHHas padoTa ¢ HECKOJIBKUMH JIOKYMEHTAMU;

- IpoBepKa opdorpadun U rpaMMaTHKH;

- aBTOMaTn4eckoe popMaTUpOBaHNE JOKYMEHTA;

- BKIIFOYCHHE B JOKYMCHThI Ta6JII/IH, PUCYHKOB U MAaTEMATUYCCKUX q)OpMy.II,

- KOJUIEKTHBHAs paboTa HaJl OONBITUMH IOKYyMEHTaMH H T.JI.

3amyck  mporpammbl-penakropa  MS  Word mpomsBoguTcs 1O KOMaHJEe TJABHOTO  MEHIO
[ycx\[Iporpammer\Microsoft Word.

Cpena penakrtupoBanuss MS Word coJiep»KUT CleIyrome JJIeMEHTHI:

- CTPOKY 3aroJjlIoBKa JOKYMEHTa;

- OCHOBHOE MEHIO;

- TaHEJIM UHCTPYMEHTOB;

- OKHO pEIaKTUPOBAHUS;

- TOPU3OHTAJIBHYIO U BEPTHUKAJIIBHYIO J'IHHefIKPI;

- TIOJIOCBI IIPOKPYTKHU JOKYMEHTA,

- CTPOKY COCTOSIHHSI.

MeHio KOMaH[| BBIIOJIHEHO B BHJE HMEPAPXHUUECKOW CHCTEMbI BCIUIBIBAIOLIMX IMOAMEHIO, T.€. IMOJMEHIO,
aKTUBU3HUPYIOIIUXCA TPU BBIOOpPE HEKOTOPOIO IyHKTa OCHOBHOTO MeHIO. KaXKAplii MyHKT BCIUIBIBAIOIIETO
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MEHIO COOTBETCTBYET OIPENIEICHHON KOMaH/Ie I Ha3BaHUIO MEHIO CIEIYIONIEro YPOBHA. 3alyCK KOMaHabI
Ha BBIMIOJIHCHUE OCYIIECTBIIICTCS MICTYKOM JICBOH KHOMKOW MBIMHU. UTOOBI 3aKpHITh MEHIO, HE BBIOpPAaB HU
OJTHOM KOMaH/Ibl, CJIeIyeT MIETKHYTh JIEBOW KHOIIKOW MBIIITN B 00JIACTH PEIaKTUPOBAHUS JOKYMEHTA.

Ilox OCHOBHBIM MEHIO DACIOJIOKEHBI TMAHENIW HHCTPYMEHTOB, Ha KOTOPBIX HAXOMATCA KHOMKH IS
OBICTPOro IOCTYIA K TEM KOMaH/IaM MEHIO0, KOTOPBIE UCTIONB3YIOTCA HanboJiee 4acTo.

OKHO pemakTHpOBaHHA HOKYMEHTa 3aHMMaeT OCHOBHYIO IUIOM[aJb OKHAa pemakTopa. JTa o00jacTb
MpenHa3Ha4YeHa IS BBOJA W PENaKTHPOBaHWS TekcTa mokyMmeHTa. llocne 3amycka pemakropa MS Word B
OKHE PeaKTHPOBAHUS TOSIBIIICTCS ITyCTON JJOKYMEHT, TOTOBBIH JJIsl HA0Opa TEeKCTa.

CneBa U BBepXy OKHAa PEJAKTUPOBAaHUS JOKYMEHTA pACIHOJIOXKEHBI BEPTHKaJIbHAs W TOPU3OHTANbHAA
JIMHEWKHU C JeNIeHUsIMUA U Mapkepamu. Ha ropu3oHTanpHOM JIMHEMKE MOKa3aHbl 3HaYEHUsI PABOTO U JIEBOTO
MOJIeH CTPaHUIIBI M 3HAYEHUs TapamMeTpoB ad3ana, BHYTPU KOTOPOTO B JaHHBI MOMEHT HaXOAUTCA Kypcop.
BeprukanbHas nuHelka BHUIHA TOJBKO B pPEKHMME pa3METKH cTpaHuilpl. Ha Hell mokazaHbl 3HAYCHUS
BEPXHET0 M HIKHETO IOJIEH CTPaHHIIBI.

CrpaBa U BHH3Y B OKHE PEIAaKTHPOBAaHUS JOKYMEHTa PACIONOKEHbI TOPU30HTANFHAS M BepTUKAIbHAS
MOJIOCHI  MPOKpYyTKU. OHHU HCHONB3YIOTCS IJIsl TEpEeMEUICHUS MO JOKYMEHTY Hapsiay C KypCOPHBIMH
KJ1aBuIaMy U knaBumamu PageUp u PageDown.

Tema 1.2 PaGoTa uzgarejbCKUX CHCTEM

KommbroTepHsle M31aTENbCKUE CHCTEMBI OCHOBBIBAIOTCS HAa COYETAHWH COBPEMEHHBIX KOMIIBIOTEPOB,
Ja3epHBIX NPUHTEPOB, CKAHEPOB M CJIOXKHOIO IPOrPaMMHOIO OOeCIedeHus, AAIOLIEr0 BO3MOXKHOCTh
MaHHMITYyJTMPOBATh TEKCTOM M Ipadukoi. Bce M3BECTHBIE TEKCTOBBIE MPOECCOPHI M U3ATEIBCKHE CHCTEMBI
MOTYT paboTaTh B JIByX peXHMax — TEKCTOBOM (KpaH UCIIICST MOXXHO YCJIOBHO paccMaTpHUBaTh Kak
COBOKYITHOCTh HPSMOYTOJBHHUKOB, PACIOJIOXKEHHBIX BIUIOTHYIO IPYr K ApYry) M rpaduyeckom (39KpaH
JHCIIIesT MOXKHO IPEACTaBUTh COCTOSIIMM M3 OTAEIBHBIX TOYEK, UMEIOLIMX CBOM KoopauHaTsl). lpudt
NpeACTaBiIsieT co00M KOMIUIEKT OYKB, (P W CHenualbHBIX CUMBOJIOB. lIpudThl oTinMuatoTcs mpyr ot
Jpyra pUCyHKOM (TapHUTYpPOH), HauepTaHueM (TPsIMO, KypCUBHBIN), U pa3mMepoM (kerjem). bonpmmHCTBO
COBPEMEHHBIX TEKCTOBBIX MpoleccopoB mnonaepkuBatoT mpudtel True Type. B KOMIUIEKT mocTaBKH
Windows BxoasT takue mpudtel True Type kak Arial, Courier, Symbol, Times New Roman.

Paznen 2. TekcToBBIE PO ECCOPBI

Tema 2.1 Knaccudukauust TeKcToBbIX pegakTopoB. IIpuHumn padoTsl.

CoBpeMEHHBI TEKCTOBBIA PENaKkTOp MPEICTaBisieT co00il MpPOrpaMMHBEIA TPOIYKT, OOECIICUHBAIOIINI

nonb3oBatens [1K cpeacTBamu co3nanust, 00padOTKU M XpaHEHHUS JOKYMEHTOB PABHOW CTETIEHU CIIOKHOCTH.

B nocnennee BpeMs TEKCTOBBIE PEIAKTOPHI BHITECHIIOTCS TEKCTOB MPOLIECCOPAMH, KOTOPHIE MO3BOJISIIOT HE

TOJIbKO HAOMpaTh «YHUCTHIN», HEHOPMATUPOBAHHBIM TEKCT, HO U OOPMIISTH €ro: MPOU3BOJIBHO Pa3MeLIaTh

Ha CTpaHUIIe, BBICITh IpH(TaMH U Tak aajee.

Knaccudukarus:

1. PenakTopsl TEKCTOB — MpeJHA3HA4YEHBbl A CO3JaHHS PENaKTHPOBAHMS HECIOKHBIX TEKCTOB U TEKCTOB

Iporpamm.

2. PenmakTopbl JOKYMEHTOB — MpeJHa3HaueHbl Uil paboTHl ¢ JOKYMEHTaMH, CTPYKTYPHO COCTOSIIMMHU H3

BJIOKEHHBIX Pa3esIOB, CTPaHML, a03alleB U TaK Aajee.

3. PemakTopel Hay4yHBIX TEKCTOB — OOECIEUMBAIOT MOATOTOBKY M PEAaKTUPOBAHUE HAYYHBIX TEKCTOB,

coJiepKaluXx OOJBIIOE KOTHYECTBO MATEMAaTHUECKUX QPOpMYI, Tpad)uKOB U T.1.

4. W3parenbcKkue CUCTEMBI — HCIONB3YIOTCS JUIS TMOATOTOBKH OOJIBIIMX CIIOKHBIX JIOKYMEHTOB (KHHTH,

ab0OMBI, JKypHAIIBI U T.JI.).

bazosvie 6o3mooicHocmu mekcmogvix pedakmopos

Kypcop — xopoTkasi, KaK mpaBuIIo, MUTAIONIAs JIMHMUS, TIOKa3bIBAIOIIAs TIO3UIHIO pabouero moss, B KOTOPYIO

OyzeT moMeIeH BBOJUMBIM CUMBOJ MM 37eMeHT Tekcra. Knasumr Home m End oObruHO mepemernaror

Kypcop B Hauajio 1 PageDn nepemMeriaroT Kypcop 1 TEKCT Ha OJIHY CTpaHHILy (3KpaH) BBEPX WJIM BHHU3 KOHEIl

cTtpoku coorBercTBeHHO. KiaBumm PageUp u PageDn nepememaroT Kypcop M TEKCT Ha OJIHY CTPaHHUILY

(3xpaH) BBepx WM BHU3. TeKCTOBBIN mporeccop BCEraa HaXOIUTCS B OJHOM W3 JBYX PEKUMOB — BCTaBKa

WIM 3aMeHa. Ins — KiaBMIIA MNEpeKytoueHus Mexay pexumamu. OCHOBHBIMH 3TanmaMH IMOJITOTOBKH

TEKCTOBBIX JTOKYMEHTOB SIBJISIIOTCS: Ha0Op TEKCTa, pPelaKTHPOBAaHWE TEKCTa, Ie4YaTh TEKCTa, BBEICHHE

apXuBa TEKCTOB.

Tloozomosxa mexcmogozo 0oKkymenma

Te mnpobenbl, KOTOpbIE TEKCTOBBIA PENAaKTOP aBTOMATHUECKH BCTABISET JUIA BBIPABHUBAHHS CTPOK,

HA3pIBAIOT «MATKAMH» B OTJIHYHE OT <OKECTKHX» IMPOOENoB, BHOCHMBIX B TEKCT MpPH HaXaTUU

nojb3oBateneM knasuin [IpoOen Ha kinaBuatype IIK. TouHO Tak e CYHIECTBYIOT «MSTKHE» M <OKECTKHE
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MPU3HAKN KOHIA CTPOKHU. PegakTupoBaHue BBHITOIHSCTCS MPHU IMOAaye MOJIb30BaTEIeM KOMaHA TEKCTOBOTO
penakTopa. UToOBl ylanuTh OJUH WM HECKOJIEKO CHMBOJIOB, HCHONb3ytoTcs kinaBumu Del m Backspace.
Brigenenubiii parMeHT MOXKET OBITh CTPOYHBIM, OJIOYHBIM U JTMHEHHBIM. DopMaTHpPOBaHHE — CITIOCOOHOCTD
TEKCTOBOTO TpOoIeccopa MPOU3BOJANTL OPOpPMIICHHE JOKYMEHTa. AO3al] — pparMeHT TeKCTa, POIecC BBOA
KOTOPOT'0 3aKOHUMJICS HA’KaTHEM Ha KiaBuily BBoaa Enter.

Paboma ¢ mexcmom.

K oneparusm, mpon3BOIUMBIM Hall JOKYMEHTOM,

OTHOCSITCSI: CO3J]aHME HOBOTO JOKYMEHTA - NMPUCBOCHHE JOKYMEHTY YHHMKAJILHOTO MMEHU U HabOp BCEro
TEKCTa Ha KJIaBUAType; 3arpy3ka MpPeJBapUTEIBHO CO3JaHHOTO JOKYMEHTa B OIEPAaTUBHYIO MaMSTh;
COXpaHEHHE JOKyMEHTa - KOIMPOBAaHWE IOKYMEHTa M3 OIEPAaTHBHON MMaMATH BO BHEIIHIOW; yIaJCHHE
JIOKYMEHTa — YJAJCHHE CO3/IaHHOTO WJIU 3arpyKEHHOTO JAOKYMEHTa C JKpaHa; pacredyarka JOKYMEHTa —
co3manue TBepAod (OymakHOW) komuum JokyMmMeHta. Ormepamus COXpaHEGHHM —  3alKChIBACT
OTPEAAKTHPOBAHHBI JOKYMEHT, HAXOSIIWHACS B ONEPAaTUBHOW MaMSATH, Ha JAWCK JUIS ITOCTOSHHOTO
XpaHeHus. B MOIIHBIX TEKCTOBBIX IPOIECCOPAX HWMEETCS BO3MOXKHOCTH CIHSHUS JOKyMEHTOB. [lis
BBITIOJTHCHUST ATOH TMPONEAYpPhl HEOOXOAMMO WMETh: TJIABHBIM JOKYMEHT, COJIEpKAIIUNA TOCTOSHHYIO
nH(OPMAITUIO; TOKYMEHT-ICTOYHUK IS XpaHEHHs TIEPEeMEHHON nH()OpMAIiH.

Pa3nen 3. TekcToBBIE peJaKTOPHI 00111er0 HA3HAYECHHSA

Tema 3.1 IlakeTbl NPUKJIAAHBIX IPOrPaAMM

[MpuknamHoe nmporpaMMHoe obecrieueHne MpeIHa3sHauYeHo sl pa3paOOTKH U BIIOTHEHUS KOHKPETHBIX
3aja4 nosb3opareis. [Ipuknaanoe 10 paboraeT o yrnpaBieHHEeM ONEpallMOHHBIX cucTeM (0azosoro I10).
[Tpuknannoe IIO Brmouwaer B ceOd MakeThl NPUKIATHBIX MPOrPaMM W IPUKIAAHBIE MPOrPaMMEI
MI0JIb30BATEIS.

INaker mpuxnagueix nporpamMm (IIIIII) — 3To KOMIUIEKC mporpaMM, MpeJHa3HAUEHHBIX JAJS BBINOJIHEHUS
3a/1a4 OIpe/IeNIEHHOTO KJacca.

Paznuuarot cnepyromue Tunsl npukiaaasoro [10:

—I1O o61ero Ha3HAYEHUSI
— MeTofo-opueHtupoBanHoe I10;
— mpobnemHo-opuenTupoBanHoe [10;
—I1O s rmobanbHBIX CETEN;
— 1O ans agMUHUCTPUPOBAHUS BEIYMCIUTEIHHOTO Mpoliecca.
K mpuxmagaomy [10 oGmiero HazHaueHus oTHocATcs cienyromue TITIIT:
- TEKCTOBBIE U I'pauecKUe PEAAKTOPHI, H31AaTEIbCKIE CHCTEMBI;
- JIICKTPOHHBIC TAOJIUIIBL;
- CHICTEMBI YIpaBJieHus 0a3aMu JaHHBIX;
- UHTETPUPOBAHHBIC TIAKETHI;
- Case-TexHOJI0THH;
- 000JIOYKH SKCIEPTHBIX CHCTEM U CHCTEM UCKYCCTBEHHOT'O MHTEIJIEKTA.
PenakTopamu Ha3pIBarOTCS NpPOrpaMMHBIE HPOAYKTHI, IMpeJHA3HAYCHHBIE AJISI CO3JaHMS W W3MEHEHUS
TEKCTOB, JAOKYMEHTOB, rpapuyeckux NaHHBIX W WIIIOCTpauui. PegakTopbl mo cBoMM (YyHKIMOHAIBHBIM
BO3MOKHOCTSIM MOKHO TIO/Ipa3/IeIUTh HA TEKCTOBBIC PEIAaKTOPHI, rpadUuecKue peAaKTOPhl M U3AaTEILCKUE
CHCTEMBI.

TexkcToBBIE PENAKTOPHl HCHIOJNB3YIOTCS Uil OOpaOOTKM TEKCTOBOM HMHMOpMAUMU M BBIIOJIHSIOT
cienyromye GyHKINU: 3aMich TeKcTa B (ailir; BCTaBKy, ylaleHue, 3aMeHy CHMBOJIOB, CTPOK U (pparMeHToB
TeKCTa; MpoBepKy opdorpaduu; odopmieHne TekcTa pasziUYHBIMH MIpU(TaMH; BHIPABHUBAHHE TEKCTA;
MOJTrOTOBKY OTJIaBJICHUH, pa30rueHne TeKCTa Ha CTPAHUIIbI; IIOUCK U 3aMEHY CJIOB M BBIPRKEHHIA; BKIIOUEHHUE
B TEKCT HECJIOKHBIX MIUTIOCTPAIHIA; TIeYaTh TEKCTa.

Hawubonbiee pacipocTpaHeHue NOIY4HIH TEKCTOBBIE PEIaKTOPBI

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

I'paduueckue penakrops! (B T. 4. CAD-cucrembl)npeHa3HaueHb! A CO3JaHUs U 00pabOTKU rpaguyecKux
JIOKYMEHTOB, BKJIFOYas TUArpaMMbl, HILUTIOCTPAIHHY, YEPTEKHU, CXEMBI.

Haubonee nmomynsipHeI ciieayomuye rpadhuiaeckue pelakTopbl:

Adobe Photoshop, CoreIDRAW, PaintBrush, Adobe Illustrator.

W3natenbckue CHCTEMBI COEAUHSIOT B ce0e BOZMOXKHOCTH TEKCTOBBIX M TpapuuecKux penakropoB. OHU
00aaroT pa3BUTBIMH BO3MOXKHOCTSIMH TI0 (DOPMHUPOBAHHUIO IOJIOC C TEKCTOBHIMA H TpadUvdecKUuMHU
MaTepHajaMd U MOCIEAYIOMMM BBIBOAOM Ha IMe4aTh. DTH CUCTEMbl OPUEHTHPOBAHbI Ha HMCIOJIL30BAaHUE B
M37aTeNbCKOM JIeJie W Ha3bIBAIOTCSl CHCTEMaMU BEpCTKH. lIpMMepoM TakMX CHCTEM CIyXaT MpOrpaMMBI
Adobe PageMaker u Ventura Publisher.

ONEeKTpOHHON TaOnuIeld Ha3bIBaeTCs MporpaMma ajisi oOpaOOTKM YMCIOBBIX JAHHBIX B TaOIUIAX.
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JlaHHBIE pa3HBIX THIIOB (YHCIa, CAMBOJIBHBIC JaHHBIE, ((OPMYJIIBI) XpaHSITCS B OTIEIBHBIX siUCHKaX TaONUIIBI.
C momomipio (GopMyN 3aJal0TCsl 3aBUCHMOCTH 3HAYEHUS OJHHUX SUECK OT COACPKUMOIO JPYTHX sYeeK.
Haubosee momysipHO# 3JIEKTPOHHOM TabmuIeit MoskHO cunTtath MS Excel.

Jns paboThl ¢ 6a3zaMu MaHHBIX HCIONIb3yeTcs creruanbHoe 110 — cucTemsl yrpaBiaeHUs 0a3zamMu JaHHBIX
(CYBJ). bazoit nanneix (b/l) Ha3bIBaIOT COBOKYITHOCTh CIICIMAIBHBIM 00Pa30M OpraHW30BaHHBIX HAO0OPOB
JAHHBIX, XPaHSAIINXCS Ha JUCKe. YTpaBiieHne 0a30ii TaHHBIX BKIIOYAET B ceOsl BBOJ JAHHBIX, UX KOPPEKIIHIO
Y MaHWITYJIMPOBAaHUE NaHHBIMU, T. €. T0OABJICHUE, YalleHUe, U3BJICUeHNEe, OOHOBJICHHE U IPYTHE OTepPaIiHL.
B 3aBucuMocTH OT crtoco0a OpraHu3anry JaHHBIX Pa3NyYaloT CeTEBbIE, HEPAPXUUECKUE, PaclpeaeTICHHbIC U
pemsinmuonnbie CYBJ]. M3 umeromuxcs CYBJl Haubonbiiee pacnpocrpanenue nonyunian Microsoft Access,
Microsoft FoxPro, MS SQL Server, Borland Paradox, MySQL, a takxe CYB]] komnanuu Oracle, Informix,
Ingress, Sybase, Progress u np.

WHTerpupoBaHHBIMU MAKETaMU HA3bIBAETCS COBOKYMHOCTH (DYHKIIMOHANBHO Pa3IMYHBIX MPOTPaMMHBIX
MPOAYKTOB OOIIETO Ha3HAUESHHUSI, TOTIOHAIOMNX IPYT IPyTa, CIIOCOOHBIX B3aUMOJIEHCTBOBATh MEXKIy COOOMH
myTeM OoOMeHa JaHHBIMH, UMEIOIINX €IUHBIN MONb30BaTENbCKIN WHTEp(EiC, peaTn30BaHHbIX Ha EIMHON
OTMEepalMOHHON BBIYMCIUTENBHONH minatdgopme. OOBIYHO OHU BKIIOYAIOT B ce0sl TEKCTOBBIA pPEaKTop,
JNIEKTPOHHYIO Tabmmiy, rpaduueckuit pemaktop, CYBJl, Heckompko [pyrmx mporpaMMm H
KOMMYHHKaIIMOHHBIN MOAy/b. B HacTosiee BpeMss HHTETpanus MpOrpaMMHBIX MOAYJIEH HOCHT OOBEKTHO-
CBSI3aHHBII XapakTep, OCOOCHHOCTBIO KOTOPOTO SIBISETCS WCIIOJIB30BAaHHE HECKOJIBKUMH MPHI0KECHUSIMHU
o0mux pecypcoB. Hambosee momynsipHBIMM HHTETPUPOBAHHBIMH TakeTamMu siBistorcsi Microsoft Office,
Framework, Startnave, Lotus SmartSuite for Windows, Borland Office for Windows.

CASE-TexHOJOTHM TPUMEHSIOTCSI MPH CO3JAaHHU CIOKHBIX WH(QOPMAIMOHHBIX CHCTEM, OOBIYHO
TpeOYIOMX KOJJICKTHMBHOW pealn3allii TPOEKTa, B KOTOPOM YYaCTBYIOT Ppa3H4HbIE CHEIHUATUCTHI:
CHCTEMHBIE aHAJUTHKH, IPOSKTUPOBIIUKH U TPOTPAMMHUCTBL.

IIpu ucnonp3oBannu CASE-TeXHOIOTHH, KaXKIBI COENUANKUCT PEIIAET 33Ja4d TOJBKO CBOETO YPOBHS, HE
OTBJICKAsICh Ha JPyTHE JACTAIH.

OKCHEepTHBIE CHUCTEMBl — 3TO CHCTEMBI 00pabOTKH 3HAaHMH B Y3KOCIEIHAIM3HPOBAHHON 00JacTh
MONTOTOBKM PEUICHHU TMONb30BaTeNled Ha YpOBHE NPO(ECCHOHANBHBIX AKCIEPTOB. DKCIEPTHBIC CHUCTEMBI
HCIIOJB3YIOTCA JIA IIPOrHo3a CI/ITyaHI/II\/'I, JUArHoCTUKMU COCTOSHUA OGT)CKTa, [CJICBOro IUIaHUPOBAHUA,
yIpaBlieHHs MporeccoM (QyHKIHOHUpOBaHUS. OHU BO3HUKIIM BCIEICTBHE KOMIBIOTEPH3ALUHU TPOLECCOB
pelIeHus 3a7ad THUIMa «4TO OYyIeT, €CIlH...», OCHOBAaHHBIX Ha JIOTHKE M OMBITE crienuanucToB. [Ipumepom
000JI09€K SKCIIEPTHBIX CHCTEM MOXKET CIyXuTh Expert-Ease, mpumensemasi B 5KOHOMUKE.

Pa3nen 4. HacTtosibHbIe H31aTeIbCKIE CHCTEMBI

Tema 4.1 HacroubHble u3garejabckue cucreMbl. [lousaTue. llpeqnasnauenue.

HacronbHON M31aTENbCKON CUCTEMOM HA3bIBAECTCS KOMIIBIOTEPHO-IIPOTPAMMHBIN MHCTPYMEHT BEPCTKU U
MaKETHPOBaHUsI  PENPOIYIUPYEMOT0 OpWUTHHAII-MaKeTa, IO3BOJSIOMMUN  (OpPMaTHPOBATh TEKCTOBHIC
MaTepuajbl u 00padaTbiBaTh rpaduuecKkue H300pakeHusl, TOTOBS MX K IIeYaTH B COOTBETCTBHU ¢ (popMOil u
KOHIICTIIE! BBITYCKaeMOT0 M3/IaHHS.

Hcnons3oBanne HVC B opranusamuy pegakIMOHHO-U3ATEIbCKOTO MPOIECCa 3HAUYUTEIBHO SKOHOMHUT
YCHUJIMS €r0 YYaCTHHKOB, OCTABJISSl B IPOLUIOM TSDKEIYIO M KPOIIOTJIMBYIO pabOTy Kak OlepaTopoB HAOOPHO-
NeYaTaoUNX MAIIMH, TaK U PACKIAIIMKOB, OCYLIECTBISIOIMX BEPCTKY U MOHTAXX OpPHTHHAJI-MakKeTa s
MaluH oQceTHOH mevaTH. Bee mepednciieHHple onepaiuy U Mporeypbl OCYIIECTBISIOTCS HAa HACTONBHBIX
M3IaTeNbCKUX CUCTeMax Oosiee MPOCTHIM M YOOOHBIM 00pa3oM, MO3BOJISISI 3KOHOMHUTH BPEMEHHBIC 3aTpaThl
ucnonHuTenst. C MOMOILIBI0 HACTOJIBHBIX M3/1aTENbCKUX CUCTEM JIETKO OCYIIECTBIISICTCS! paHee BhI3bIBABIINI
MHOXECTBO TPYJHOCTEH NpOIeCC MOHTaKa rpaduuecKuX M TaOJIMYHBIX MaTepUaloB, COOCTBEHHO cama
MOJrOTOBKA rpad)uKu, COPTHPOBKA, TIeYaTh U CBEPKa CTPAHHI[-OTTUCKOB.

s moaroToBku OyKIeTOB, 0(hOpMIICHHS JKypHAJIOB M KHUT MIPEAHA3HAUYEHBI CIICIIMAIbHbIE U3/1aTeNIbCKUE
cuctembl. OHU TO3BOJSIOT TOTOBUTH MX W TleYaTaTh HA TPUHTEPaX WM BBIBOJUTH Ha (POTOHAOOpHEBIE
aBTOMATEHI CJIOKHBIE JOKYMEHTBI BHICOKOTO KauecTBa.

Hacmonvuvie  uzoamenvckue  cucmemovi (HUC) — 3T0 mporpammbl, mNpeqHa3HAYeHHBIE IS
npodecCHOHANBHON H3JaTeIbCKON AEATEIIbHOCTH, IMO3BOJISIOIIME OCYIIECTBISTH 3JEKTPOHHYIO BEPCTKY
HIMPOKOTO CHEKTPa OCHOBHBIX THIIOB JOKYMEHTOB.

[IpenycMoTpeHHbIE B TPOrPaMMHBIX MAKETAaX JAHHOTO THIIA CPEJICTBA IMTO3BOJISIOT:

e KOMIIOHOBAaTh (BEPCTaTh) TEKCT;

®  HCIOJB30BaTh BCEBO3MOXKHBIEC MPUPTHI U TTOJIUTpaduuecKre U300paKeHus;

e  OCYUIECTBIISITh PEIAKTUPOBAHUE HA YPOBHE JIYUIIHX TEKCTOBBIX IMPOIECCOPOB;
e 00OpabaTbIBaTh rpaduuecKre H300paKEeHUS;

e obecrneunBaTh BBIBOJ JOKYMEHTOB BHICOKOTO KayecTBa;

e Hp.
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W3BecTHRIMH TakeTaMH CpeOM HW3JATENbCKUX CHUCTEM Ui KOMIBIOTEpoB sBisitoTcs PageMaker,
QuarkXPress, Scribus u ap.

NmeroTcss 1Ba OCHOBHBIX BHJAa W3ATENBCKAX CUCTEM. M3IaTenbCKHe CUCTEMBI TIEPBOTO BUAA OYCHb
yIoOHBI JUIS TIOATOTOBKM HEOOJBIIUX MATEPUANIOB C HIUTIOCTPAIUSIMH, TIpadUKamH, JUarpaMMaMHy,
pasnmuyHbIMH pH(TaMH B TeKCTe (HampUMeEp, Ta3eT, HEOONBIINX XYpPHAIOB). TUIMUYHBIA NpUMEp Takon
cucremsr — Aldus PageMaker.

Uznatenbckue CUCTEMBI BTOPOTO BHIA OOINBINE MOIAXOMAT JJS TOATOTOBKH OOBEMHBIX JTOKYMEHTOB,
Harpumep kuur. OnHa u3 Takux cucreM — Ventura Publisher (Corel Ventura) — ynpasiseT MeHIO 1 MOKET
CUUTBIBATh TEKCTHI, MOJTOTOBJICHHBIC C MOMOIIBIO IPYIHX TEKCTOBBIX peAakTopoB (Hampumep, Microsoft
Word), coxpaHss mpu 3ToM apaMeTpsl popMaTHPOBAHUS, 3aTaHHBIC 3THM PEAAKTOPAMHU.

OcHoBHasl omepanusi U3AaTeIbCKIX CHCTEM — BEpCTKa (pa3MelIeHHe TEKCTa MO CTpaHHUIaM JOKYMEHTa,
BCTaBKa PHCYHKOB, OQOpPMJICHHE TEKCTa Pa3lMYHBIMH MpupTamMd U T.O.). PegakTupoBaHUE TEKCTa B
U3JIaTENBbCKAX CUCTEMaX MEHee YI0OHO, YeM B TEKCTOBBIX pefakTopax. [1o3ToMy ObIBacT, UTO TOKYMEHTHI
TOTOBAT B JIBa JTama: CHavaja HaOMparT TEKCT B TEKCTOBOM IMPOIECCOPE, a 3aTeM CYHTHIBAIOT €ro
M3aTEeNbCKOM CUCTEMON M OCYIIECTBISIIOT OKOHYATENBHYIO TIOATOTOBKY JOKYMEHTA.

OcHoBHbIE (YHKIINH HW3AATEIBCKUX CHCTEM: HCIONB30BAaHHE COTEH BUIOB MIPHU(TOB (HAUEPTAHHUA H
pasMepoB CHUMBOJIOB TEKCTa), KOTOPhIC OTOOpAKAIOTCsl HAa SKpaHe TakK jKe, KaK MpH MeYaTH; U3MEHEHUE U
KOPPEKTHPOBKA PUCYHKOB U IMarpaMM; GopMHUpoBaHKE TaOJIUIL;, BEIpaBHUBaHUS; paboTa ¢ popMynaMu U ap.

BonbmMHCTBY MoONB30BaTeNIed Uil BBHIIOJIHEHUS! M3JATENbCKUX Pa0OT MOXKET OBITh BIOJNHE JOCTATOYHO
BO3MOXHOCTEH TEKCTOBOTO IMpoIleccopa, B KOTOPOM €CTh DIEMEHTHI IIBETOBBIJCIICHUS W CPEICTBA
rpapuUecKiX peIaKTOPOB.

4.3. JIabopaTtopHbie padoThl

Y4eOHBIM IUTAHOM HE TIPEyCMOTPEHO.

4.4. TlpakTH4yecKue 3aHATHUS

Buo
3anaAmus 6
Ao Homep Haumenoeanue ) Obvem unmepakmuevuoﬁ,
/i pazoena NPAKMUYeCKUX 3aHAmMuIl (wac.) aKmusHol,
OUCYUNIUHDL UHHOBAUUOHHOU
popmax,
(uac.)
1 Hacrpoiika cruneii. Pabora c Tekcrom 2 PaGora B rpymme
(0,5 gaca)
2 OCHOBHBIE IPUEMBI PETAKTHPOBAHUS 2 PaGora B rpymnme
3. JIOKyMEHTa (1 gac)
3 ®dopmaTHpoBaHHUE JOKYMEHTA 1 -
4 Odopmnenne Tadmun B MS Word 2 Pa6ora B rpymnme
(1 gac)
5 PrcoBanue n BCcTaBKa pUCYyHKOB 2 PaGora B rpymnme
(1 gac)
6 JloTmoJTHUTENIBHBIE CPENICTBA TTOATOTOBKH 1 Pabora B rpynme
JIOKyMEHTa (0,5 gaca)
HUTOI'O 10 4

4.5. KoHTpo/IbHBIE MEPONPUSATHSI: KYPCOBOH MPOEKT (KypcoBasi padoTa), KOHTPOJIbHas
pabora, PI'P, pedepar

Y4eOHBIM IIaHOM HE TIPEyCMOTPEHO.
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5. MATPAIIA COOTHECEHUSA PA3EJIOB YYEFHOM JUCIUAIIJIMHBI K ®OPMUPYEMbBIM B HUX
KOMIIETEHHUAM U OEHKE PE3YJbBTATOB OCBOEHUA JUCHUIIJINHBI

Komnemenyuu Komnemenyuu DX t Buo Ouyenka
Kon-60 K .
No, naumenosanue IIK KOMH. uac YUEOHbIX 3aHAmMUIL | Pe3yNbmamos
Ppazoenoe OucuunIumbl Hacoe 13 27 28
1 2 3 4 5 6 7 8 9

1. Ha3nauenue u 001aCTh NPUMEHEHUS TEKCTOBBIX 42 + + + 3 14 JIx, CP 3a4eT

PEAaKTOPOB

2. TeKCcTOBbIE MPOLIECCOPEI 30 + + + 3 10 JIx, CP 3a4eT

3. TexkcToBbIe peaKTOpbI OOIIETO Ha3HAYCHUS 29 N + + 3 9.7 JIx, 13, CP saueT
3a4eT

4. HacTonpHBIE U31aTEIIECKUE CUCTEMBI 3 + + + 3 1 JIx, CP

6ce2o uacoe 104 104 104 104 3 34,7
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6.
CAMOCTOSATEJBHOM PABOTHI OBYUAIOIIUXCS IO JUCHUITJINHE

INEPEYEHDb VYYEBHO-METOIUYECKOI'O OBECIIEYHEHUA JJIs

I'pomres, A.C. Mudopmatuka: aboparopubiii npaktukym / A.C. I'pores. - M.; bepinun: J{upekr-Menua,
2015. - 159 c.

1.

IIEPEYEHDb OCHOBHOM ¥ JIONOJHUTEJIBHOW JIUTEPATYPBHI,
HEOBXOJIMMOMU 1JIsA OCBOEHUA JUCHUITJINHBI

Haumenosanue uzoanusn

Buo
3ana-
mus

Konuuecmeo
IKIEMAAAPOB
¢
oubnuomexe,
IIT.

Oobecneuen-
HOCMDb,
(3k3./ ue.)

2

4

5

OcHOBHas JuTepaTypa

HNudopmatuka: yaedbnoe nocodme / E.H. I'ycena,

N.1O. Edumosa, P.11. KopobkoB u jp. - 3-¢ u3n.,
crepeotull. - M.: ®nunra, 2011. - 260 c.
http://biblioclub.ru/index.php?page=book _red&id=83542

JIk, CP

19V

KomoxoneaukoBa, A.M. UadopmaTuka: yaedHoe mocodue /
A .. Konokoneaukosa, E.B. IIpokonenko, JI.C. Taranos. -
M.: Jupexkr-Menaua, 2013. - 115 c.

http://biblioclub.ru/index.php?page=book _red&id=210626

JIk, CP

19y

I'ypakos, A.B. Uadopmaruka: Beenenne B Microsoft
Office: yuebnoe mocobue / A.B. I'ypakos, A.A. Jlasuues;
MuHHCTEepCTBO 00pa3oBaHus U Hayku Poccuiickoi
®enepanuu, Tomckuit ['ocyaapcTBeHHBIH Y HUBEPCUTET
Cucrem Ynpasnenus u Paguosnexrponuku (TYCYP). -
Tomck: Ois Konrent, 2012. - 120 c.
http://biblioclub.ru/index.php?page=book_red&id=208646

JIx,
I13, CP

19V

HNudopmaruxa : yuebnoe nocobdue / E.H. I'ycena,

N.1O. Epumosa, P.11. KopoOkoB u ap. ; MUHHCTEPCTBO
oOpa3zoBanus u Hayku Poccutickoit Deneparum,
MarHuTOoropcKuii rocyAapcTBEHHbIN YHUBEPCUTET. - 4-¢
u3M., crep. - MockBa : M3narensctBo «DnnHTay, 2016. -
261 c.
http://biblioclub.ru/index.php?page=book&id=83542

JIk,
113, CP

19y

Tymko, T.A. Uadopmatrka : yaeOHOe mocodue /

T.A. Tymko, T.M. IlecryHoBa ; MuHHCTEPCTBO
oOpa3zoBanus u Hayku Poccutickoit deneparum,
Cubupckuii @enepasibHblil yHUBEpCUTET. - KpacHOSIpCK :
Coy, 2017.-204 c.
http://biblioclub.ru/index.php?page=book&id=497738

JIk,
113, CP

19y

JlonoiHUTe/IbLHAsS JIMTepaTypa

Wndopmaruka. ba3osslii Kype: yueOHUK 17151 GakanaBpoB U
cnenuanuctos / [Tox pea. C. B. CumoHoBuua. - 3-¢ U3, -
Cankr-IletepOypr: ITutep, 2014. - 640 c.

JIk,
113, CP

76

WNundopmaruka: yuebnoe nocooue / C.B. Tumuenko,

C.B. Cmerannn, U.JI. ApremoB u ap. - Tomck: Db
KonTtent, 2011. - 160 c.
http://biblioclub.ru/index.php?page=book_red&id=208700

JIK,
113, CP

13V

Oo6yxoBa, O.B. Uadopmarnka: yaeOHOE Tocodue /

0O.B. O6yxoBa; MunuctepcTBO Tpancmopta Poccuiickoit
®enepanu, MoCKOBCKasi TOCyAapCTBEHHAS aKaJIeMUsl
BOJIHOTO TpaHcmopTa. - M.: Ansranp: MTABT, 2008. - 101
c.
http://biblioclub.ru/index.php?page=book_red&id=429776

JIK,
I13, CP

13V
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http://biblioclub.ru/index.php?page=book&id=83542
http://biblioclub.ru/index.php?page=book&id=497738

9. Kanmpiposa I'. P. MadopmaTika: yaeOHO-TIpaKTHIECKOE

nocodue - Yiupgaaosck: Yial' TV, 2013 — 228 c. JIx, 19V 1
http://biblioclub.ru/index.php?page=book_red&id=363404 | 113, CP

10. TeopeTrueckrue 0OCHOBBI HHPOPMATHKH: YICOHHK /
P.1O. apes, A.H. ITynkos, B.B. Camapun u 1ip.; JIx, 19y 1
MunucTepcTBo 00pa3oBaHus U Hayku Poccuiickoit 113, CP

Oenepannu, Cubupckuit OenepanbHBIN YHUBEPCUTET. -
Kpacnospck: Cubupckunii ¢penepanbHblii yHUBEPCUTET,
2015. - 176 c.
http://biblioclub.ru/index.php?page=book_red&id=435850

8. MNEPEYEHbD PECYPCOB NHPOPMAILIMOHHO -
TEJEKOMMYHUKAIIMOHHOM CETH «<MHTEPHET» HEOBXOJIUMbI X
AJIsI OCBOEHUS JUCIHUTIJINHDBI
1.OnexTponHsbIii katanor 6udmoreku bpl'yY
http://irbis.brstu.ru/CGl/irbis64r_15/cqiirbis_64.exe?LNG=&C21COM=F&I121DBN=BOOK&P21
DBN=BOOK&S21CNR=&Z721ID=.
2. DnekTponHas oubauoreka bpl'yY
http://ecat.brstu.ru/catalog .
3. DnexTpoHHO-0MbIMOoTEeYHas cucTeMa «Y HUBepcuTeTckas Oubnuoreka online»
http://biblioclub.ru .
4. DnekTpoHHO-O0MOIMoTeuHas cuctema «M3narenbeTBo «JIaHby
http://e.lanbook.com .
5. Uadopmarmonnas cucrema "EquHoe OKHO 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. HanmonanbHas snexktponHas onbmmoreka HOb
http://xn--90ax2c.xn--plai/how-to-search /.

9. METOAUYECKHUE YKA3AHMUSA JJI51 OBYYAIOLIUXCA
IO OCBOEHUMIO JNCHUITJIMHBbI

N3yuenne kypca «TeKCTOBbIE PENaKTOPbI» IMPEANOiaraeT paBHOMEPHBIM pexXUM padoThl U
PUTMHYHBIN €€ XapaKTep.

Tak, mpopaboTKa JEKIIMOHHOTO MaTepHuaja OCYILECTBIIsIeTCs B TedeHue cemecrpa. [Ipu 3tom
OCYILIECTBIISICTCS] HATMCAHWE KOHCIIEKTA JIEKIUI, N3yueHHe OCHOBHBIX TEPMHHOB, KJIaCCHU(PHUKAIUN
I/IH(i)OpMaHI/IOHHI)IX CHUCTEM U UCIIOJIBb30BAHUSA KOMIIBIOTCPHBIX TEXHOJIOTHH.

B xone mpakTHYecKHX 3aHATUI MpPOM3BOIUTCS 000OIIEHHE, CUCTeMaTH3alus, yriayoueHue u
KOHKpPETU3alus MOJYUYCHHBIX TCOPECTUUCCKHUX 3HaHI/II\/JI, BI)Ipa6OTKa CHOCOOHOCTH M T'OTOBHOCTH HX
UCMOJIb30BaHUsl Ha mpakThke. [Ipy moAroroBke kK HUM HeoOXoauma mpopaboTKa OCHOBHOM U
I[OHOJ'IHI/ITGJ'II)HOI\/'I JUTCPATypbl, TECPMHHOB, CBGHGHHfI, SABJIIOIINXCA OCHOBOITIOJIaraltOIiuMHu B
Teme/pazjiesie, a TakXKe BBIOJHEHHWE 3aJaHMi, HEOOXOMUMBIX JUIs Y4acTHsl B MHTEPAKTHUBHOM,
aKTHBHOM M MHHOBAIIMOHHBIX (popMax oOy4yeHUs MO UCCIIEyEMbIM BOIIPOCAM.

Jlpyroii 4acThI0 CAaMOCTOSATENLHONW PabOThl 00yUYaIOIIUXCS ABIISETCS MOATOTOBKA K 3aueTy. [Ipu
TOM HEOOXOJAMMO OpPHUEHTHPOBATHCS HA KOHCHEKTHl JIEKUUH, PEKOMEHAYEMYIO0 JHUTepaTypy Hu
UCIIOJIb30BaTh pecypchl HH(HOPMAIIMOHHO-TEIEKOMMYHHUKAIIMOHHOM 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 1Js 00y4arOMUXCS M0 BHINOJHEHUIO MPAKTHYECKUX padoT

IIpakTHueckoe 3ausaTue Nel
Hactpoiika cruieii. Pagora ¢ TeKecToM

[{enh pabOThI: OCBOCHHE MMPUEMOB MTOJATOTOBKH TEKCTOBBIX JOKYMEHTOB B COOTBETCTBUU C
TpeboBaHusiMu cranjapra «lIpaBusia ohopMieHs CTyAEHUYECKUX pabOT» WK APYTUX
HOPMATHBHBIX JJOKYMEHTOB.

3ajaHue:

1. ITpoBectu popMaTUpOBaHUE UCXOAHOTO TEKCTA JI0 MOTYYEHHS PE3YIbTUPYIOLIETO TEKCTa,

2. HaOpatph ucxomHblit TEKCT 1 0OPMUTH €T0 PparMeHTHl KaKk HyMEPOBAaHHBIC U MAPKHUPOBAHHBIC
CIUCKU J0 TOJTYyYEHUS Pe3yIbTUPYIOIIEro TEKCTa;

3. OCBOUTH TEXHOJIOTHIO CO CTUIISIMH,

4. PacnosioxKuTh pe3yJbTUPYIOIINN TEKCT 3a1aHusl 2 B JBE KOJIOHKH.

[1OpsII0K BBIMIOTHEHHUSL:

1. U3yunTth cipaBouHy0 HH(OPMAIIHIO;
2. BBINOJIHUTH 331aHNUS;

3. ObopMHuTh OTUET.

Popma OTYETHOCTH:

[TuceMeHHBIN OTYET, KOTOPBIM COAEPIKHUT:

1.TuTynbHBIA JUCT, HA KOTOPOM OOS3aTE€IBbHO JIOJDKHBI OBITh YKa3aHbl Ha3BaHUE W HOMED
npakTudeckoro 3aganus, ®.1.0. crynenra;

2. llenb paboTHI;

3. Conepxanuie paboThI;

4. 3amaHue Ha MPAKTUYECKOE 3aHSTHE;

5. Ilporokon BbIIOMHEHUS 3adaHUs (KpaTKoe OMKMCAHHWE BCEX OIepaluii, HeOOXOAUMBIX s
BBITIOJIHCHHS 33JJaHUM, COTIPOBOXKIAIOIINXCSI CKPUHIIIOTAMH );

6. BriBog.

3aaHus A CaMOCTOSTENILHON paboTHhI:
1. IToBTOpEHME TEOPETUUECKOTO MAaTEpUANIA;
2. CaMocTosiTenbHast paboTa HaJl IPOHICHHBIM MaTepHAIOM

PexoMeHIaluy 110 BEITOJHEHUIO 3aIaHUM 1 MOATOTOBKE K IPAKTHYSCKOMY 3aHITHIO
1. HpeI[BapI/ITeJ'H)HOG O3HAKOMJICHUEC C MECTOANYCCKHUM MATCPpHAJIOM 10 JUCIHUIITINHE,
2. I/I3y‘{eHI/IC JICKOHMOHHOI'O MaTepuraia 1o TeMC, YTCHUC y‘Ie6HOI71 1 METOAUYECKOM JIATEpATyphl.

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

JlonmonHuTenpHas TUTEpaATypa
[6-10] — cornmacHo Tabnure pasmena 7.

KoHTposbHbIE BONPOCHI /17151 CAMOIIPOBEPKH -

1. OcHOBHBIE IPUHIUITBI (HOPMATUPOBAHUS TEKCTA B TEKCTOBOM iporieccope MS Word
2. Yem otnmdaeTcst GopMaTHPOBAHNE TEKCTA OT PEIAKTHPOBAHMUS?

3. Kak co3nmaTth HOBBIH cTHIb a03ara?
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IIpakTHyeckoe 3ausaTe No 2
OCHOBHbIE IPHEMBI PeIAKTUPOBAHNSA TOKYMEHTA

ﬂeﬂb [2a6OTI:II MOJIYYHUTb HAYAJIbHBIC HABBIKU pa60T1>1 C TCKCTOBBIM JOKYMCHTOM, ITO3HAKOMHUTLHCH C
OCHOBHBIMH IIpUEMaMHU PCAAKTUPOBAHHNA TCKCTA.

3ajaHue:
13arpy3ure  TekctoBelii  mpomeccop WORD,  aimss  3TOro  BBIIOJHUTE  CIETYIOLIYIO
IIOCJIENOBATEILHOCTD IEUCTBHUIN:

e otkpoiite rmaBHoe MeHI0 WINDOWS (1ienyok o knonke [lyck Ha manenu 3aiayq)

® YCTAaHOBHUTE KYypCOp MBIIIKHU Ha myHKTE [Iporpammer

e B MOSABUBIIEMCS MCHIO YCTAHOBUTE KypcOp MBIIIKK Ha myHKTe Microsoft Office/Microsoft
Office Word u mienkHuTe 0OIMH pa3s 1Mo JIEBOW KHOMKH MBIIIKH.

2. 3apaiiTe MOAXOASIIUN PEXKHM TPOCMOTPA W PEAAKTHPOBAHUS TEKCTA, JJII ATOTO BBITOJHUTE
CJIETYIOIIYIO MTOCNEA0BATEIbHOCTD JCHCTBHIA:

® Ha3HAYHTE MOJHOIKPAHHBIA PEKUM TSI OKHA MPHIIOKECHHS U OKHA JOKYMEHTa (IIeTYO0K I10
3HauKy Pa3BepHyTh B CTpPOKE 3arojioBKa CIpaBa)

e YCTaHOBHTE (€CIM OHM HE Ha3HAuYeHbl) MaHenu HHCTpyMeHToB CraHmapTHas W
®opmarupoBanue (Bun - [lanenu MHCTpyMEHTOB), TP HEOOXOIUMOCTH MEPETALIUTE UX B
BEPXHIOIO YaCTh dKpaHa

® YCTAaHOBHTE PEKUM pa3MeTKu cTpaHullbl (Bun - PazmeTka cTpaHuiisn)

® YCTAaHOBHTE PEKUM OTOOpaxkeHus JuHelku (Bun - Jlnneiika)

e OTMEHUTE (€cTM OH YCTAaHOBJIEH) PEXKHUM OTOOpaKEHUS HemedyaTaeMbIX CHMBOJIOB (Ha
CTaH/IapTHOM IaHEIU UHCTPYMEHTOB OTXKaTh 3HAYOK Y )

e 3ajaiiTe PSKUM PYCCKUX OYKB (crtoco0oM, ycTaHOBIEHHBIM B cpeae Windows)

ITopsimoK BBEIIOJTHEHHS:

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

3. ObopMuTh OTUET.

dopmMa OTYESTHOCTH:

IInCcbMEHHBIN OTUET, KOTOPBIN CONECPIKUT:

1.TuTynbpHBIA JUCT, HAa KOTOPOM OOS3aTE€NbHO JOJDKHBI OBITh yKa3aHbl Ha3BaHWE U HOMEp
npaktuyeckoro 3aaanus, ®.M.0. crynenra;

2. llens paboThI;

3. ConepxaHue pabOThI;

4. 3amaHue Ha TPAKTUYECKOE 3aHSTHE;

5. Tlporokon BbIMOMHEHUS 3agaHUs (KpaTKoe OMKMCAHHME BCEX OMepaiuii, HEOOXOAUMBIX s
BBITIOJIHEHHS 33JJaHUM, COTIPOBOXKIAIOIINXCS CKPUHIIIOTAMU );

6. BeiBog.

3a1aHus 11 CaMOCTOSTEIbHOM paOOThI:
1. TToBTOpEHME TEOPETUUECKOTO MaTEpUAa;
2. CaMocTosiTenbHas paboTa HaJl IPOHICHHBIM MaTepHaIOM

PexoMeH1a1nu 110 BEITOJIHEHUIO 33/IaHUHN Y TOATOTOBKE K TPAKTHYECKOMY 3aHITHIO
1. [IpeaBapuTenbHOE 03HAKOMIIEHHE C METOAUYECKUM MAaTEPUATIOM 10 AUCIUIUINHE;
2. VI3y4eHune JICKITMOHHOTO MaTepralia 1o TeMe, YTeHHe YIeOHOM H MEeTOIMYECKOM JTUTEPATYPHI.

OcHoOBHas TuTEpaTypa
[1-5] — cornacHo Tabmuie pa3zaena 7.
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JlononHuTenpHasA TUTEPATYpa
[6-10] — cornmacuo Tabmurie pasmena 7.

KOHTpOJIEHBIE BOIPOCHI ISl CAMOIIPOBEPKH

[Tepeuncnure pexxumMbl paboThI ¢ JokyMeHTOM? KakoBO Ha3HAYEHHE KAXKIOTO peskumMa’?
Kakum 06pa3om paznenuts ab3ail Ha 1Ba ab3ama?

Kakum o0pa3om coennHUTH 1Ba ab3ara B OAUH?

[Tepeunciure criocoObI BBIJICIICHHUS KOHTEKCTA.

[Tepeuuncnure criocoOb! yaneHUss KOHTEKCTA.

arONE

IIpakTHyeckoe 3ausaTue No 3
dopmaTupoBaHue JTOKYMEHTA

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

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

A uzyuaio 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 (Kaxplii pa3 ¢ HOBO# CTPOKH).

4. B mnepBoi cTpoke (ucnonwv3ysa namens uncmpymenmos): Pazmep mpudra — 18; Hauepranue —
06vlunoe, nonycuproe; LiBer — uzmenumso, mpudt — Arial.

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

6. B tpetheil cTpoke (ucnonwvsysa nanenv uncmpymenmos): Pazmep mpudra — 26; Hauepranue -
kypcus; 1BeT — usmenums, mpudt — Arial.

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

ITopsimoK BBEIIOJTHEHHS:

1. I3y4uuThb cripaBOYHYIO HHPOPMAITHUIO;
2. BEHITIOJNIHUTE 3a1aHuUs;

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. 3ajaHue Ha MPaKTUYECKOE 3aHATHUE;

4. IIpoTokos BBIIOJHEHUS 33/1aHUs (KpaTKOE ONMCaHKUEe — B BUAE Ta0JIUI);

5. BeiBog.

3aaHud JUIS CaMOCTOSITeNIbHOU PabOThI:
1. IToBTOpEHNE TEOPETUYECKOTO MaTEPHAIIA;
2. CamocTosTenbHas paboTa HaJ MPORACHHBIM MaTepHaIoM

PexoMeHgaluy Mo BRIMOJIHEHUIO 3aJaHUM ¥ NOATOTOBKE K MPAKTUUECKOMY 3aHSITHIO
1. HpellBapI/ITeHBHOG O3HAKOMJICHUEC C MCTOANYCCKUM MATCPUAIIOM IO TUCHHUILINHE,
2. HSy‘ICHI/Ie JICKOHMOHHOI'O MaT€purajia nmo TeMcC, YTCHUEC yqe6H0171 1 METOAUYECKOH JIMTCPATYPHhI.

17



OcHOBHas uTeparypa
[1-5] — cormacHo TabmwuIe pazaena 7.

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

IIpakTnuyeckoe 3anaTHe Ne 4

Odopmaenne Tadau B MS Word

[lesnb pabOTHI: TPHUOOPECTH HABBIKK Pa3paOO0TKH TaOIUI] Pa3IMYHOIO BH/IA, TPeoOpa30BaHMsI TEKCTa
B TaOIUILY

3amaHue:

co31aHue TaOJIMIL;

dbopmaTrpoBaHHE TEKCTa B TAOJIUIIAX;

pa30ueHue TaOJIHIIbI;

OTOOpa)XKCHHE WIIA CKPBITUE JIMHUHM CETKU B TAOJINIIC,

U3MEHEHUE CTPYKTYPBI TAOIHUIIBL.

o~ E

ITopsinoK BEIIOJHCHHS:

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

3. ObopMuTh OTUET.

®opma OTYETHOCTH:

IIncbMEHHBINM OTYET, KOTOPBINA COACPHKUT:

1. TuTynabHBIN TUCT, HA KOTOPOM 0053aTEIBHO JOJIKHBI OBITh YKa3aHbl HA3BAHUE U HOMEP
npaktuueckoro 3amanus, ®.1.0. crynenra;

2. llens paboThI;

3. 3ajaHue Ha MPAKTUYECKOE 3aHATUE;

4. ITpoToko BHIIOTHEHUS 3a1aHus (KpaTKOe OMUCaHKe — B BUIE TaOIHI);

5. BriBog.

3aJlaHus JJI CaMOCTOSITENIbHON paboThI:
1. [ToBTOpEHNE TEOPETUUECKOTO MaTEpPHAIA;
2. CamocTosiTenbHast paboTa HaJl TIPOHICHHBIM MaTepHAIOM

PexomeHnanmu no BeINOIHEHUIO 3a/IaHUN U TOATOTOBKE K TPAKTUYECKOMY 3aHATHIO
1. IIpenBapuTENbHOE O3HAKOMIIEHHE ¢ METOJUYECKUM MATEPHAIIOM IO JUCLUILINHE;
2. V3y4yeHue 1eKIMOHHOIO MaTepuaa o TeMe, YTeHne y4eOHOM 1 METOIMYECKOM TUTepaTyphl.

OcHoBHast TuTepaTypa
[1, 2, 3] — cornmacuo Tabnuie pasnena 7.

JlomoTHUTE IbHAS TUTEPATYPa
[4-8] — cormacHo Tabmuie paszaena 7.

KoHTpOoJabHBIE BOIPOCH! JJIS CaMOIIPOBEPKH.

Kak pa30uTh TEKCT Ha JIBE, TPU KOJIOHKHU?
Kaxkwue criocoOsl co3manus TaOiIuIl BBl 3HaeTe?
Kak u3MeHUTh HalpaBiieHne TeKCTa B Ta0uie?
Kax pa36uts Tabnuiry Ha 1Be TaOIUIIBI?

Kak 00beTMHUTH HECKOIBKO SYE€EK B OJHY?

S
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IIpakTHuyeckoe 3ausaTue Ne 5
PucoBanue 1 BCTABKA PUCYVHKOB

Ilenb paGoThl: MONYYUTh HABBIKM HCIOJb30BAHUSA B JOKYMEHTaX TIpapuuecKux OOBEKTOB,
UCTIOJIb30BaHUSI PUCYHKOB B TEKCTOBOM JIOKYMEHTE, UCTIONIb30BaHUs 00bekTa WordArt.

3ajaHue:

1. 3arpysute TekcToBsIi nmporeccop WORD

2. Bmeawte crenyrommii TEKCT:
Coznanne u 00padoTka rpaguiIecKkux 00bEKTOB

3. HasznaubTe 0TOOpaKeHUE MMaHEeIN PUCOBAHMS HA DKPAHE, JJI ITOTO:
- Bei0epute Buj [ Ilanens nuactpymentoB | PucoBanue

4. Co3zpaiite oBan B JOKYMEHTE, JIJIsl 3TOTO:

HaXMUTEC KHOIIKY OBaJ Ha maHeIu PUCOBAHUA o

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

= HOKMHUTE KHOIKY MBIIIM M MPOTALIUTE yKazaTeiab J0 MOJy4eHHs oBajia TpedyeMoil Gpopmbl U
pa3mMepa

. L]
5. CaMoCTOSITENIbHO CO3/1aiiTe MPSIMOYTOJNbHUK (KHOMKa [IpsMoyronsHUK Ha [lanenu
™
PHCOBaHHUA) U TPEYTOJIBHUK (C TOMOIIBIO KHOIIKH Jlunus)
6. Co3spaiiTe MPsMOYTOJBHUK M OBaJl MPABMIbHON (OpMBI (IIPH PUCOBAHUM Ha)KaTa KJIaBHINA

Shift)
7. OtpenakTupyiTe COo31aHHbIEe TpapruecKue 0OBEKTHI, IS 3TOrO:
~ OABENUTE Kypcop K JIOOOMYy W3 OOBEKTOB, M IOCIE TOrO, KaK Kypcop mpuMmer Gopmy
CTPENIOBUAHOTO KPECTa, IEIKHUTE MBIIIBIO (OOBEKT BBIJIEIICH)
= HCII0JIB3Y: MMAaHCIb pUCOBAHUA, U3BMCHUTC!

= T

O0BéM

LBet nuaUU

LIBeT 3anuBKu Tenb

EI Tun muaun Bup crpenku

= J151 JINHUAU
""" Tun mwrpuxa (n )

I

~ -CHUMHTE BBIJICJIEHUE C 00BEKTA — MIETIOK BHE 0OBEKTa
8. Ilepemecture rpaduueckre 0OBbEKThI, IOMEHSB X B3aUMHOE PacIloyIOKEHHE, JJIsl 3TOTO:
" MOABEAUTE Kypcop K TpaHUIle OOBEKTa TaK, YTOOBI Kypcop MpHUHST (HOpMY CTPETOBUIHOTO
KpPECTUKA U MEPETAIINTE 0OBEKT
9. CrpynmnupyiiTe HECKOIBKO rpadudecKnx 00BHEKTOB, IS ATOTO:
~ IOOUYEPEIHO BBIJETUTE HECKOJIBKO 0OBEKTOB MpH Ha)kaTol kiasuiue Shift
~ Ha ITaHEJIW PUCOBAHMS OTKPOMTE MEHIO JlelicTBUsA
-~ BpIOepuTe KoMaHy [ pynnupoBaTth
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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 pa3menieHrne o0beKTa OTHOCUTEIbHO TEKCTA, JJIsl 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 BblAenstonied pamku (dopma Kypcopa —
JIBYXCTOPOHHSISI CTPEJIKA) U TIEPEMECTUTE MBIIIKY
~ BBIMOJIHUATE MPEIBIAYIIYIO ONepanuio npu Haxaroi kiasuiie Shift wimm Ctrl u npocmotpute
pe3yabTar
13. BcTaBbTe B JOKYMEHT M HaCTPOWTE aBTOQUTYpY, IJIsl 3TOTO:
~ Ha MaHEeJU PUCOBaHUS OTKPOUTE MEHIO ABTOQUTYPBI
= BbIOepHTE T100YI0 aBTOQUTYPY
~ pacrnoioxure Kypcop (B popMe KpecTHKa) B MECTE pa3MEIIeHUsI OJJHOTO U3 KpaéB (pUTypHI
= HOKMHUTE KHOMKY MBIIIN M MPOTAIIUTE YKa3aTellb 0 MOodydeHus: Gurypsl TpedyeMoit popmbl u
pasmepa
= I3MEHHTE IIBET, 3AIUBKY, 00BEM H IpyTHe MapaMeTpsl GUTypsl
14. Co3paiite rpaduyeckuii 00BEKT MPOU3BOIBLHON (POPMBI, TSl TOTO:
= B MeHI0 ABToQuryps! Beioepure Jlnauu [ lonumuaus
~ 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. UsmeHuTe co3MaHHbIA 00OBEKT:

= BeIIENHTE ero u BeiOepute JleiicTBusi[ | Hauath u3mMeHeHue y3710B
= C IOMOIIIBIO Kypcopa MepeTaiinuTe 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:

~ IOCTaBbTE KypCOp B ITYCTON CTPOKE IOCIIE BCETO TEKCTa
- BeiOepute BeraBkal |Paspeis[HavyaTh

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

Havate

_] _J-l‘ _$J I Pazpeis. .,

]

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

(%) rosyto crparuy!

HOBYIO CTpaHUILy

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, s 3TOro:
= BeiOepuTe BeraBkallPucynok 13 ¢aiina
= BbIOepuTe I1000H (haiin U3 crmcka U MOATBEpAUTE 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, IPOCMOTPHUTE PE3YNbTaT
23. Ilepemecture pucyHok B 00bekT Haamuce, s atoro:

Ha IMaHCJIn pUCOBaHUA BLI6epI/ITe KHOIIKY Hannuce

A___.Il

= pacnoyiokuTe Kypcop (B popMe KpecTruka) B MECTE pa3MEIICHHS OJTHOTO U3 KpaeB HAAMUCH
~ HOKMHTE KHOIIKY MBIIIKHU ¥ MPOTAIUTE YKa3aTelb 0 MOJyYeHHs 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[JHannuce
= BeIOepuTe 3aKknaaKy [lomoxxenune

~ Ha3HAYbTC PCIKUM B tekcre n MNOATBCPAUTE Ok
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25. Pe3ynbpTaT mokasarh MpernoaBaTeo.
Co3nanue TeKcTOBBIX 3(h(HeKToB
26. BcTaBUTh HOBYIO CTPAHUIY B JOKYMEHT
27. Beioepure Bunal[1T1anens uactpymentoB | WordArt
28. Co3nath TOKYMEHT 10 00pasity, JJIs 3TOTrO:
Ha nanenu WordArt BeiGepute kHoniky Jlo0aButh 00bekT WordArt A
= BeIOepUTE Moaxo il BapuanT U Ok
= ynamure TEKCT HAATTMCU
- seeure AHIJIMMCKUH SI3BIK u naxvure Ok
= ipu HE0OXOUMOCTH U3MEHUTE pa3Mep BCTABICHHOTO OOBEKTA MO BBHICOTE U €T0 PACIOJIOKEHUE
Ha CTaHHMIIC
= BCTaBHTE HAJIIIMCh U BBEJAUTE B HEE MAPKUPOBAHHBIN CITUCOK
= 100aBbTE ele HAAMKUCh U BBEIUTE B HEE CUMBOJI TeeoHa 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 10 CBOEMY YCMOTPEHHIO
31. Pe3ynbTaT MOKa3aTh MPEroaBaTeio.

[Tops10K BBINOJIHEHMSL:

1. U3yuuTh cripaBOYHYIO HHQOPMAIIHIO;

2. BemmonnuTs 3a1anus 1-31, ucnonb3ys TEXHOJIOTHMIO BHIMOJIHEHUS ONEparLHii;
4. ObopMHUTB OTUET.

dopmMa OTYCTHOCTH:

IIncbMEHHBIN OTYET, KOTOPBIA COACPIKUT:

1. TuTyabHBIN JTUCT, HA KOTOPOM 0053aTeIbHO JOJDKHBI OBITh YKa3aHbI HA3BaHUE U HOMED
npaktuueckoro 3amanus, ®.MN.0. crynenra;

2. llenb paboTHI;

3. 3ajaHue Ha MPAKTUYECKOE 3aHATHE;

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

5. BeBog.

3aauus U1 CaMOCTOATENBHOM PaOOTHI:
1. [ToBTOpEHNE TEOPETUUECKOTO MaTEPHAIIA;
2. CaMocTosiTenbHast paboTa HaJl TPOHICHHBIM MaTepUaTIOM

PexoMeHanuu no BHITOJIHEHHIO 33/IaHUK U NOATOTOBKE K MPAKTUYECKOMY 3aHATHIO
1. IIpenBapuTeNbHOE O3HAKOMIIEHUE C METOJUYECKUM MAaTEPHAJIOM MO AMCLUILINHE;
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 Tabmurie pasmena 7.

KoHTpoILHBIE BOIPOCHI JUIS CAMOIIPOBEPKH.

KakoBbl ciocoObl pa3zMenieHus: pucyHka?

Kakum o6pazom HaprcoBaTh GUTYPY IPaBHILHON GOpMBbI?

Kax n3smenuts pazmepsl rpadgudeckoro oobekra? Kak nepemMectuth rpadndecKuii 00bEKT?
Kakum 00pa3om crpynnupoBath rpaguueckue 0ObeKThI?

NS

IIpakTnuyeckoe 3auarue Ne 6
JlonmoJHHUTENbHbIE CPEICTBA MOATOTOBKH JIOKYMEHTA

[{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:
MaiieHbKO# €J10YKe XO0IO0IHO 3UMOM
U3 necy Enouky B3sim Mbl 10MOit
Bycel nmoBecwin, BCTalIM B XOPOBOJ
Beceno, Beceno BcrpetuM HoBblil rog.
3. 3amenwure ci10Bo «MaaeHBKHI» CHHOHUMOM, IS DTOTO:
~ BBIAEJINUTE CI0BO «MajeHbKHiIl» NI IOMECTUTE Ha HETO Kypcop
- BeimosiauTe CepBucf3pik [ Te3aypyc (0OTKpoeTcst uaioroBoe OKHO)
= B oJie VickaTh BBeAUTE MOMCKOBBIA KOHTEKCT (ManeHbKoif), eciii OH He BBEJICH
~ BBIOEPUTE U3 CIUCKA CJIOBO ¢ Han00JIee MOAXOSAIIUM 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 MpernoaBaTelnto.

ABTO3aMeHa
7. BcTaBUTH HOBYIO CTpAHUILY B JJOKYMEHT.

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

NEPEKIIIOYATENb, JI ITOTO:
= BeinosHUTe CepBucl]Ilapamerps! aBTO3aMeHBl, 3aKi1agka ABTO3aMeHa
~ B 110JI€ 3aMEHUTh BBEJUTE NIPEKIIOYATEID
~ B [10JI€ Ha NIEPEKIII0YATENb
~ YCTaHOBHUTE 3aMEHUTH IIPU BBOJIE
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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. JIJist 3TOTO:
- BBeaute cBo€ WMms, OtuectBo, Pamuinuio, oTdopmatupyiite BBEIEHHBIH TEKCT (M3MEHUTE
pa3Mep, HauepTaHue, TuI mpudra ap.)
~ BBIJICJIUTE TEKCT
- BeinosHuTe CepBucl]llapamerpsl aBTO3aMeHbl, BbIOEpUTE mepekinodarenbOopmaTupoBaHHbIN
TEKCT
= B 1osie 3aMEHUTh BBEJUTE CBOM MHHUIMANBI, HaxXMuTe JJ00aBuTh, Ok
11. B noxymeHTe BBeIUTE CBOM MHUIMAJIBI, HAKMHUTE IPO0eI1, IPOCMOTPUTE Pe3yiIbTar.
12. Pe3ynbTat mokasarb mpero1aBaTelio.
OOMeH TaHHBIMU MEXAY NPUI0KEHUSIMU
1 cioco6 — BcTaBKa KOMMPOBAHUS WM TIEPEMEIIICHHS
13. BcTaBuTh HOBYIO CTPaHMILY B JOKYMEHT.
14. 3arpy3ute NpuIIOKEHHE - MCTOYHHUK IaHHBIX, HapuMmep Tpaduueckuii pemaktop Paint
(ITyck [ TIporpammsi[ | CTanapTHBIE)
15. Otkpoiite mo6oi (aiin — TOUEUHBIH PHUCYHOK WM CO3JAlTe HECIOXKHBIH PHCYHOK
CaMOCTOSITENIBHO
16. Beimenute HYXHBIH ~(parMeHT pUCYHKa H TIOMECTHTe ero B Oydep oOmeHa
(ITpaBkallKomupoBats) u 3akpoiiTe rpadudeckuii peaakTop (MOKHO O€3 COXpaHEHHS )
17. llepexntountech B MpUIIOKEHUE — IPUEMHUK (pa3BepHuTe Word)
18. Bemmonuute IlpaBkal|BeTaButh
19. IlepeiinuTe B peXUM pPEOAKTHPOBAHUS PHUCYHKA (ABOWHOW IIETYOK IO BCTABICHHOMY
00BEKTY)
20. BHecute mpou3BOJIBHBIE MCIPABICHUS B PHCYHOK. BBINTH M3 peknMa pelaKTHPOBAHHUS —
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 noowm Jlucre co3naiite v COXpaHHUTE CIEIYIONIYIO TaOIUILY:
Damumus | Anpec Jlata poxxneHus Tenedon
HBanos
IIerpos
Cunopos
24. Beienure Tabuuiy u ckonupyiire e€ B 0ydep oOMeHa
25. TepexmounTech B MPHIIOKEHHE — MPHEMHUK (pa3BepauTe Word)
26. YcTaHOBHUTE Kypcop B MeCTO BCTaBKH M BbinoiHuTe [IpaBkallCrennanbHas BCTaBKa
27. B mosiBuBIIEMCST OKHE BBIOCpHUTE Tepekitouareh CBs3arh, B monie 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 lIpaktudeckas padora Ne 7 1 u 3akpoiiTe ero

29. AxtuBu3upyiTe npuiaoxenue Excel

30. Buecute mpoOW3BOJIbHBIE HCIpaBieHHs B Tabnumy (100aBbTE€ JaHHBIC, W3MEHUTE
dbopMaTupoBaHue) U COXpaHUTE TAOIUIly O0€3 U3MEHEHUS UMEHU

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

32. Pe3ynbraT MoKasaTth MpernoaaBaTeio.

3anuch MaTeMaTu4eckux Gopmyi
33. BcTaBuUTh HOBYIO CTpaHHILY B JOKYMEHT.

34. Co3paiite cinenyrommuii pparMeHT GOpMYIIbI
K

I=1 | s sroro:

~ IOMECTUTE Kypcop B TOUYKy BCTaBkH (opmynsl u  BeimonHuTe BeraBkall OOBeKT,
3axsaaka Co3zaHue

- B moste Tum o0bekTa BeidOepute Microoft Equation 3.0, OK (oTkpbutu peaakTop Gopmyin)
-~ B nosiBuBLIelcs [Tanenu nnctpymenToB BeiOepute 111aGnoHb cymm
= BplOepuTe [11aGioH cyMMBI C BEpXHUM U HW)KHUM HpefenaMu (KpalHMH mpaBblii 1m1a0JIOH B

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

= BBEJIUTE HYXHBIA CHUMBOJI, YHCJIO WM BBIPAKEHHE B KaXABIH W3 CIOTOB, IMPEIBAPHUTEIHHO
noMeras Tyaa Kypcop
= 3aBepIINTE 3aUCh POPMYJIbI (IIETYOK 3a IpeaeiaMi paMKH 1k ESC)
35. Coznaiite opmysbl ¢ GUTYPHBIMHU CKOOKaMu 1O 00pasily:

a=xxpux=l
7= a—xxpu.x =l
= OTKpPOUTE peakTop GopMyI
~ B CJIOTE BBOJIa BBEJIUTE Y=
= Be10epute [11abmoHbI CKOOOK M HAXKMHUTE COOTBETCTBYIOIIYIO CKOOKY
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IIOMECTHTE Kypcop B cIOT u BbIOepuTe 111a0nonpl MaTpul | " 28 | ppiGepuTe mabIOH BTOPOM B

BEpPXHEHN CTPOKE d
~ B BEPXHUU U HIKHUHN CIIOTHI BBEJJUTE COOTBETCTBYIOIINE BHIPAXKEHUS
= 3aBEPIINTE 3aMUCh (HOPMYIT
36. 3menute dhopmar s Kaxxaou u3 Gopmy:
= BeienuTe hopMyny (OJMHAPHBIN IIEITIOK)
= Bei0epute @opmat[]OObekT, 3aknanka [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 3aBucuMoOCTH 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

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

>
2 2

2. Ecniu D=0, To numeeTcs oAMH €JMHCTBEHHBIN KOPEHb (TOUYHEE, ABYKPATHBIN KOPEHB):

b

I=——

20

3. Eciiu D<0, To BeleCTBEHHBIX KOPHEHN HET.
38. CoxpanuTth JOKyMEHT noa umeHeM IIpakrudeckas pabora Ne 7 1
39. Pe3ynbraT moka3aTh MperoaaBaTelio.
Hcnonb3oBanue mabdaoHOB
40. Co3naiite HOBBIH JIOKYMEHT: BeInosHuTe Paiinl1Co3maTk, 3akinanka Ilucema
¢axcel,CtannapTHbIi ake
41. BeiOepute nepexinoyarens JJokymeHT u Haxxmure Ok
42. 3ameHuTe pparMeHTHI TEKCTa B KBAIPaTHBIX CKOOKaX 10 CBOEMY YCMOTPEHHUIO.
43. Pe3ynbraT 1Moka3aTh IperoIaBaTelio.

ITopsiToK BEITOJIHEHUSI:

1. I3y4uuThb cripaBOYHYIO HHPOPMAIIHIO;

2. BemomauTsk 3aaanust 1-43, UCIoIb3ysl TEXHOIOTHIO BRITTOJTHCHUS OTICPAaIUi;
3. OdopmMHTB OTHET.

dopma OTYCTHOCTH:

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. 3ajaHne Ha MPAKTUIECKOE 3aHATHE,

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

3aaHus U1 CaMOCTOATENBHOM Pa0OTHI:
1. [ToBTOpEHNE TEOPETUUECKOTO MaTEpHaIa;
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2. CamocrosiTenbHas padoTa HaJl IPOUIEHHBIM MaTEPHAIOM

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

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

JlononHuTenpHas IMreparypa

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

1. Yro Ha3piBaeTcs Te3aypycom? ONUIINTE TEXHOJOTHIO TPUMEHEHHUS Te3aypyca.
2. Onuimure TEXHOJIOTUIO CO3MaHus jieMenTa ABTo3aMenbl. Kak BCTABUTH B TEKCT DJIEMEHT
aBTO3aMEHBI?

10. MEPEYEHb HH®OPMAIIMOHHBIX TEXHOJIOI' Ui, 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 N JIk unu 113
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

113 Jucrnneinslil kjaacc Cuctemusriii 6ok AMD A10- T13
7800 Radeon R7 (12 wir.), 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 AJIs1 MPOBEJIEHUSI
IMPOME/XKYTOYHOU ATTECTAIIUHN OBYUYAIOIIUXCHA IO JUCIUIIJIIMHE

1. Onucanue ¢GoHJa OLIEHOYHBIX CPEACTB (IACHOPT)

KOMII
eTeHI]
Hu

JJIeMeHT
KOMIIETEeHLNHU

Pazgen

Tema

POC

[K-13

[K-27

I1K-28

YMCHHE BECTH KaJIpOBOE
JIeTTOTIPON3BOICTBO U
OpTaHHU30BBIBATh
apXHWBHOE XpaHCHHE
KaJpOBBIX JOKYMEHTOB B
COOTBETCTBUU C
JEACTBYIOIIUMU
HOPMAaTUBHO-TIPAaBOBBIMU
aKTaMu, 3HaHUEM OCHOB
KaJIpOBOM CTATUCTHUKH,
BJIaJICHIEM HaBBIKAMHU
COCTaBIJICHUS KaJlpOBOH
OTYETHOCTH, a TAKKe
HaBBIKAMH O3HAKOMIICHHS
COTPYIHHUKOB
OpTraHU3aIUH C KaJAPOBOI
JIOKyMEHTalueu u
JEUCTBYIOIIUMU
JIOKAJIbHBIMU
HOPMAaTHUBHBIMH aKTaMH,
yMEHHUE 00eCIeunTh
3aIIUTy MEePCOHATBHBIX
JAHHBIX COTPYTHIKOB

BJIaZICHUE METOJIaMU U
MIPOTPaMMHBIMHU
CcpencTBaMu 00paboOTKU
JIeTI0BOH MH(pOPMAIHH,
HaBBIKAMHU pPabOTHI CO
CrHeLuaIi3uPOBaHHBIMHU
KaJpOBBIMH
KOMITBIOTEPHBIMHU
porpamMmamH,
CHOCOOHOCTBIO
B3aUMO/ICHCTBOBATH CO
ciyxOamu
nH(pOpMaMOHHBIX
TEXHOJIOTUI 1

3¢ PeKTHBHO
UCIIOJIb30BaTh
KOpPHOpATHBHBIE
nHpopMannoHHbIE
CHUCTEMBI

3HaHHE KOPIOPATUBHBIX
KOMMYHUKaIIMOHHBIX
KaHaJIOB M CPE/ICTB
nepeiauu MHPOpMaIuy,
BJIaJICHUE HaBbIKAMHU
nH(pOpMaMOHHOTO
obecrnieueHns MpoIIeCCOB
BHYTPEHHUX
KOMMYHHKaIIUN

1. Haznauenue u
00J1aCTh TPUMCHECHHS
TEKCTOBBIX PEIAKTOPOB

1.1 TITonsATHe TEKCTOBBIX
PEIaKTOPOB.

1.2 PaboTa n31aTeIbCKUX
CHCTEM

Bomnpocsl K
3avery 1.1-1.3

2. TexcToBEIE
MPOLECCOPBI

2.1 Knaccugukanus
TEKCTOBBIX PEIAKTOPOB.
ITpuntum paboTe

Bomnpocsr K
3auety 2.1-2.2

3. TekcToBbIE
PEeAAKTOPHI OOIIEro
Ha3HAYCHUS

3.1 IMakeThl PUKIATHBIX
IporpaMm

Bomnpocs k
3auety 3.1-3.15

4. HactonbHbIE
U3ATEIHLCKUE CUCTEMBI

4.1 HacTonbHbIE
HU3J1aTENHCKUE CUCTEMBI.
Ilonsarue.
IIpennaznauenue.

Bomnpocs k
3auety 4.1-4.3
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2. Bonpochl Kk 3aueTy

KoMnerennun Nen
J‘/@ BOMPOCHI K 3AUETY HamMeHoBamHme
W Kon OnpeneaeHne pasjiena
1 2 3 4 5
1. [1K-13 | ymenue Bectu kaapoBoe | 1.1 IToHsTHE TEKCTOBBIX pEAaKTOPOB. 1. HazHaueHue u
ACIOTNIPOU3BOACTEO 1 1.2 Ha3HaueHue TEKCTOBHIX PEJaKTOPOB obacth
OpTaHn30BbIBATH 1.3 PaGoTa M31aTeNbCKUX CHCTEM TIPUMCHCHHS
apXMBHOE XpaHEeHHUE TEKCTOBBIX
KaJIPOBBIX JOKYMEHTOB PEIaKTOPOB
B COOTBETCTBHU C 2.1 Knaccuduxanus TeKCTOBBIX peIakKTOpoB | 2. TeKCTOBbIC
JCHUCTBYIOLIMMH 2.2 Tlpunnumn paboThI IPOLIECCOPBI
HOpMaTHBHO- 3.1 IpuHIMIUATBHOE OTIMYHE IPOLIECCOB 3. TekcTOBBIE
IIPaBOBLIMH aKTaMH, HOATOTOBKH TEKCTOB HA KOMIILIOTEPE M Ha PENAKTOPBI OBIIEro
SHAHHICEM OCHOB TI€YaTHOM MallMHKE Ha3HAYECHUs
KaZApOBOM CTATUCTHKHU, | 3 9 HaspaueHne TEKCTOBBIX IPOIECCOPOB.
BIAJCHUCM HABLIKAMU | Oppmpre (hyHKIMOHATEHBIE BO3MOXKHOCTH
COCTaBICHH KaIpOBOM | ¢oppeMeHHBIX TEKCTOBBIX MPOIIECCOPOB.
OTHCTHOCTH, a TAKKe 3.3 OxapakTepu3yiTe BO3MOKHOCTH
HaBBIKaMH TEKCTOBOTO Tporeccopa Microsoft Word.
O3HAKOMIICHHA 3.4 Onrcats BCe M3BECTHBIE BaM CITOCOOBI
COTPYAHNKOB sarrycka Microsoft Word.
OpTaHM3alIi € B ueM mpenMyIecTBa U HEAOCTATKU
KaZposon . Ka)JI0T0.
AOKYMCHTALHCH 1 3.5 Omumute smements! okaa Microsoft
JICHCTBYIOTIMA Word u ux HasHaueHue. YeM oTIHUaeTCS
JIOKATIbHBIMH naHeab HHCTpYMeHTOB CTaHaapTHas OT
HOPMATHBHBIMHI aKTAMH, | 1o ey dopmatupoBaHue?
z:lue;?; ES;EE;:EEEHX 3.6 KakoBo Ha3HauyeHHe 00J1acTH 3avaat1?
Kakwe 3a1aun 0TOOpaxaroTcst B 3TOM
JIAHHDIX COTPYAHHKOB obnactu? X Ha3HAYeHHE.
5 k.27 | Branemue metozamm 1 3.7 HazoBHTE MUKTOrpaMMBI TTAHEIN
: HPOrpAMMHBIMH nHCTpyMeHToB CTaHaapTHas!, KOTOpbIE
MOJTHOCTBIO AYOIUPYIOT KOMAaHIbI
CPEACTBAMH obpadoTkn TOPU30HTAJIBHOTO MEHIO
izggi(:;ﬁ};%gg 14;111/(1)14, 3.8 Onumure criocoObl BBI/IC/ICHUS
s —— DIIEMEHTOB B OKHe HoKymenTa Microsoft
KaJIpOBLIMU Word.
KOMIIBIOTEPHBIMH 3.9 KakoBo Ha3HaueHHE HEMEYATACMbIX
HpOrpaMMam, CHUMBOJIOB? 3a4eM OHM HY>KHBI Ha 3KpaHe?
CIOCOBHOCTRIO Kak Bkm0unTh 0TOOpa)KE€HHE HEeNeyaTaeMbIX
B3aHMOJICHCTBOBATE CO | —AMBOJIOB B JOKyMeHTE?
CotyKbaMH 3.10 Yto takoe ab3all TEKCTA, YEM OH
H(bOPMALOHHBIX OTIIMYaeTcs OT npeanioxkenus? Kakue
TeXHOTOTH 1 napameTpbl oopmileHHs ab3ana Bbl 3HaeTe?
b dEeKTHBHO 3.11 Yto TaKOGUCTI/IJ'IB? Uem OT/IHYACTCS
- PaCKPBIBAOIIIMIACS CITUCOK CTHIIEH
KOPTIOPATHBHbIE oopMIIeHHS B TAHETH HHCTPYMEHTOB
MH(OPMALIMOHHBIE i{iﬁﬁ?ﬂiﬁi‘?gﬁ)‘g OT PAaCKPBIBAIOLICTOCS
cHeTenHt 3.12 Tlepeuncnure CTPYKTYPHBIE JIEMEHTHI
3. |TIK-28 | smanme xopriopaTusHex | CTPAHHIE! K IOKAKHTE HX HA IIPHMEpE

KOMMYHHKAIMOHHBIX
KAaHAJIOB U CPEJICTB
nepeaays nHPOPMaIUH,
BJIa/ICHNE HaBBIKAMHU

JoKyMeHTa. ONUIIUTE CIIOCOObI H3MEHEHHUS
[1apaMEeTPOB CTPAHMIIBL.

3.13 Yro takoe kosoututya? [Ipuseaure
MIPUMEPHI KOJIOHTUTYJIOB B XKypHaiax u
Bamux ydyeOHnkax. Onummnre Ha3HAUYCHUE
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WH(POPMAITMOHHOTO
obecreueHuUs
MIPOIIECCOB BHYTPEHHHUX
KOMMYHUKAaIUH

KHOTIOK Ha TIaHEeJT! HHCTPYMEHTOB
KononTuryner

3.14 Kakwue cripaBoYHbBIC pa3aeiibl JOKyMEHTa
MOXKHO C(POPMHUPOBATH ABTOMATHYECKH C
nomonisio Microsoft Word.

3.15 Onumunte, 4eM OTIMYAIOTCS] BAPHAHTHI
Ipe/ICTaBJICH s JOKyMeHTa B okHe Microsoft
Word: pexxum pa3MeTKH CTPAaHULIBI U PEXKUM
CTPYKTYpBI JOKYMEHTA, B KAKHUX CITy4asX OHU

11eJ1eCo00pa3HbI?
4.1 HacTonpHBIE U30ATENBLCKAE CHCTEMBI 4. HacronbHbIE
4.2 [Ipenna3sHaueHue U3AATENBCKUX CUCTEM H31aTCIIbCKUC

4.3 CyliecTBYOIIHE H3IATENbCKUE ccTeMbl | CHCTEMBI

3. Onucanue nmoka3aresei u KPHUTEPUEB ONCHUBAHUA KOMIIeTeHII il

Ioka3zarenn Ouenka Kpurepun
3HaTh:
(IIK-13): O1ieHKa «3a4TCHOY BBICTABIISICTCS
- OCHOBBI KaJJpOBOTO oOyuarolemycs, eCliy OH:
JIEJIONPOU3BO/ICTBA; - INIyOOKO yCBOWJI MaTepuall,
- OCHOBBI KaJJpOBOM UCYEPIBIBAIOIIIE TTOJTHO, YETKO U
CTaTHCTUKH; JIOTHYECKH I10CJIEJOBATEIBHO €r0
U3JIaraer;
(T1K-27): - yM€eT YBEPEHHO NMPHUMEHSTh
— OCHOBHBIE METO/IbI U MOJTyYUBIINE 3HAHUS HA MIPAKTUKE PU
cpeacTna O6pa6OTKI/I . PEIICHUU KOHKPCTHLBIX 3aaa4,
JIeNToBOM HH(pOpMaImy; - CBOOOIHO U MPaBUIBLHO 00OCHOBBIBAET
— OCHOBBI pabOTHI CO HIPUHATBIC PEIICHNA,
CIeIUaTU3UPOBAHHBIMU - HCITOJIB3YCT IIPH OTBETC HAYIHYIO
KaJpOBBIMH TCPMHUHOJIOTUIO;
KOMITBIOTEPHBIMU - TBEpAO 3HAET MaTepua, FPaMOTHO U
IPOrpaMMaMu; T10 CYIIECTBY M3J1araeT ero, HO
JIOIIYCKAaeT B OTBETE HEKOTOPbIE
(ITK-28): HETOYHOCTH.
— OCHOBHBIE
KOPIIOpPaTUBHbBIE
KOMMYHHKAIIHOHHBIC
KaHaJbl U CPEJCTBA
nepenayu nHpopmanuu;
Ymers: ) O1eHKa «HEe 3a4TE€HO» BBICTABIISAETCS
(TTK-13): obydJaromemycs:
- BECTH KajpoBoe _ - €CJIM OH He 3HaeT OOoJIbIIeH YacTH
JICTIOTIPOUSBOACTBO; OCHOBHOTO COJIep»aHus y4eOHOI
OPTanH3OBbIBATE He 3a9Teno MPOTPaMMBI TUCITUTUTHHEI, TOITYCKaeT

apXMBHOE XpaHEHUE
KaJIpOBBIX TOKYMEHTOB B
COOTBETCTBUHU C
JEHUCTBYIOLIUMHU
HOPMaTUBHO-TIPaBOBBIMU
aKTaMu;

(TIK-27):
- 3¢ (eKTUBHO

rpyObie OIIMOKH B (OpMYIHUPOBKaX
OCHOBHBIX NIOHATUN JUCLUIIIIMHBI U HE
YMEET HUCII0JIb30BaTh M10JIyYCHHbIE
3HAHUS [IPU PEIIEHNUN THUIIOBBIX
MPaKTUYECKHX 3a/1au.
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UCIIO0JIb30BaTh
KOPIIOPaTUBHBIE
nH(pOpMaIMOHHBIE
CUCTEMBbI

(T1K-28):

- 3¢ peKTUBHO
UCTIOJIb30BaTh
KOpPIIOpaTHBHbIE
UH(POPMAIIMOHHBIE
CHUCTEMBI

Baanern:

(I1K-13):

— HaBBbIKaMU BEACHUS
KaJpOBOro
JIEJIONPOU3BOICTBA;

- HaBBIKAMHU COCTaBJICHUS
KaJpOBOM OTYETHOCTH;

- HaBBIKAMU
03HAKOMJICHUS
COTPYJIHHKOB
OpraHu3aIiy ¢ KaJpOoBOu
JIOKYMEHTalHuen u
JEUCTBYIOLLIUMU
JIOKAJIbHBIMH
HOPMAaTHUBHBIMU aKTaMU;
- HaBBIKAMU
obecreyeHns 3aIuThl
MEPCOHAJIbHBIX JAHHBIX
COTPYIHUKOB

(IIK-27):

— CIIOCOOHOCTBIO
B3aUMO/IEIICTBOBATH CO
ciy)0amu
UH(POPMALIMOHHBIX
TEXHOJIOTHIA;

- METOJaMHU U
IPOTPaMMHBIMU
cpeAcTBaMu 00paboOTKH
JIeJI0BOM MHpOpMaIH
(I1K-28):

— HaBBIKaMH
UHPOPMALIMOHHOTO
o0ecrnevyeHus MpoLeccoB
BHYTPEHHUX
KOMMYHUKaIUM
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4. MeToauuyeckue MaTepHaJibl, Onpeaesiiollie NMPOUeAYPbl OLEHUBAHUS 3HAHWI,
YMEHHi, HABbIKOB M ONbBITA /IeSITEILHOCTH

HucuumnuHa «TekcToBble peJakTOpbl» HampaBieHa Ha O3HAKOMIICHHE O0YyYarommxcs C
IPOTPAaMMHBIMU CPEACTBAMH peau3alii WH(POPMALMOHHBIX MPOLECCOB, NPUHIUIAMH BEICHUS
0a3 [aHHBIX MO pa3IMYHBIM [OKa3aTelsM, OCHOBaMU (OpMUPOBAaHUA WHGOPMAIMOHHOTO
o0ecrieyeHnss YY4aCTHHKOB OPTraHM3ALMOHHBIX IPOEKTOB, NpaBWIAMHU aHajdu3a HH(POpPMAIUH O
(GYHKIIMOHUPOBAHUU CUCTEMbl BHYTPEHHETO IOKYMEHTO000pOTa OpraHu3aluu.

N3yuenne mucuuiuinHbl « TeKCTOBBIC peIaKTOPBD) IPEIyCMaTPUBACT:
- JICKI[UHU;

- IpaKTU4eCKHe padoThI;

- CAaMOCTOATENBHYIO paboTy 00yYaroIuXCs;

- 3aYer.

B xone ocBoenus pasznena 1 «OcHoBHBIE NOHATHS. Ha3HaueHNE TEKCTOBBIX PENAKTOPOB)»
oOyuaromuecs J0JKHbI 03HAKOMUTBCS. C OCHOBHBIMHU ITOHSATHSIMU JJAaHHOTO pa3fielia, a TAKKe
paccMOTPETh CaMO Ha3HAUYEHUE TEKCTOBBIX PEAAKTOPOB.

N3yuenne paspena 2 «TekcToBble IpolLieccopbl» — MPEANojaraeT  pacCMOTPEHHE
KJIaccu(pUKaLUU TEKCTOBBIX PEJAKTOPOB, IPUHIIUI PaOOTHI.

W3yuyenne pasnena 3 «llakeTsl NpUKIagHBIX MPOrpaMM» HAMNpaBiICHO Ha HW3Yy4YEHUE
HA3HAUYEHUs] TEKCTOBBIX IPOLECCOPOB, HUX (PYHKIMOHAIBHBIX BO3MOXHOCTEH, MpeJHa3HAYeHUe
TaOJINYHBIX MPOLIECCOPOB, B KAKUX 00J1aCTAX ACSITEIbHOCTH YEJIOBEKA OHU MOTYT HUCIIOJIb30BAThCS.

B xozne ocBoenus paznena 4 «HacTonbHble H3/1aTEIbCKUE CUCTEMbI» 00yUaIOIIUECs T0JIKHbI
YSICHUTb YTO TaKOE€ HACTOJIbHbBIE U3aTEIbCKUE CUCTEMbI, UX Ha3HAUCHHUE.

B npouecce nzyueHust AMCLUIUIMHBI PEKOMEHYETCSl Ha IIEPBOM 3Tare oOpaTUTh BHUMaHUE
Ha TMOHATUHHO-KaTerOpUalbHbIN anmapar IUCUUIUIMHBL. OBJaJeHUE KIIOUYEBBIMU MOHATUSMU
ABJIIETCS BaXKHBIM 3TAIIOM B OCBOEHUU CYIIHOCTH KOMIIBIOTEPHOIO IIPAKTUKYMa.

Ha BTopoMm sTane nenecooOpa3HO U3y4UTh OCHOBHBIE NIPOTPAMMHBIE CPEACTBA pealIU3aliu
UH(POPMALIMOHHBIX MPOLIECCOB.

Ha tpetbem aTane cienyer npoaHalu3upoBaTh MMAaKEThl PUKIAJHBIX POrpamMM, U3Y4YHUB UX
(GYHKIMOHATIBHBIE BO3MOXKHOCTU M OCOOEHHOCTH.

Ha wuyerBeproM »sTame HE0oOXOOUMO O3HAKOMHUTHCS C HACTOJBHBIMHM U3JaTEIbCKUMU
CUCTEMAaMHU

B 1npomecce mnpoBeneHHs NPAKTUYECKHUX 3aHATUH IMPOMCXOIUT 3aKPEIUICHWE 3HAHHM,
dopMHpOBaHHE  HaBBIKOB,  HEOOXOAUMBIX i  KBAIM(UUUPOBAHHOIO  HCHOJIb30BAHUS
KOMIIBIOTEPHBIX TEXHOJIOTUI Ha MPaKTUKE.

[IpenycMoTpeHO NpoBeNEHHME AyJUTOPHBIX 3aHATHHA (B BHMJE JEKUUH M NPaKTUYECKUX
3aHTHI) B COYETAaHUH C CAMOCTOSITENIbHOI paboToil.

CamocrodaTenbHyI0 paboTy HEOOXOJMMO HauWHATh C MPOPAOOTKH KOHCIIEKTa JIEKIHH,
0000111eHus], CUCTEMaTU3alIUHY, YTITYOJIEeHNS] U KOHKPETU3alluu MOJy4YEeHHBIX TEOPETUUECKUX 3HaHUN
C HCIIOJIb30BaHUEM OCHOBHOM M JIOTIOJIHUTENILHOW JINTEPATYPBI, a TAKIKE PEKOMEHIYEMBIX PECYpPCOB
MH(POPMAaIIMOHHO-TEIEKOMMYHUKALIMOHHOM ceTH «HTepHEeT».

B mporuecce KOHCy/IbTallMU C MpernojaBareneM 00ydaroluecs MOTYT MPOSICHATh BOIPOCHI,
BbI3BaBILNE TPYAHOCTH MPU CAMOCTOSITENIbHOM padoTe, a Tak)ke MaTepHuall, UMEIOIINNA OTHOLIEHHE K
UH(POPMALIMOHHBIM CUCTEMaM U WH(POPMAIIMOHHBIM TEXHOJIOTHUSIM.

K 3avery pomyckatorcs oOydarommecsi, BBITIOJHUBIIIHE BCE TPAKTUYECKUE PabOTHI,
IpeyCMOTPEHHBIE HacToseil padoueil mporpammoit (epeyeHb paboT MpeAcTaBieH B paszene 4,
METOMYECKHE YKa3aHUsI IO BBITIOJIHEHHIO 33/IaHui 1 uX ohopmiieHuto — B pazzene 9.1).
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Ipunoxenne 2

AHHOTALIUA
padoyelt NporpaMmbl JUCHUILIHHBI
TexkcToBbBIC peIaKTOPbI

1. Heab u 3aa1a4n TUCHUTILIHHBI
Lenbro U3ydeHHs TUCIUILTAHBI SBISETCS: TPUOOPETeHNE 00YJArOIIMMHUCS HEOOXOJUMBIX HABBIKOB
paboThl C KCMOJB30BAaHUEM COBPEMEHHBIX CPEJCTB BBIYMCIUTEIBHOM TEXHHKHA WM TPHUKIATHBIX
nporpaMM, a TakKe MPUOOPETeHHE MPAKTHYECKUX HABBIKOB HUCIOIB30BAaHUS HH(POPMAIIMOHHBIX
CHCTEM U TEXHOJIOTHH.

3ajaueil M3ydyeHUs AUCLUIUIMHBI SBJISETCS. pa3BUTHE Yy OOYy4arOIIMXCs HaBBIKOB pabOThl B
Pa3IMYHBIX MPHUKIAIHBIX MPOrpaMMax, a Takke (GopMupoBaHHe MH(OOPMAIMOHHON KYIBTYpHl U
KOMIIbIOTEPHOM I'PAMOTHOCTH O0YYarOIUXCS.

2. CTpyKTypa IMCHHUILIUHBI

2.1 PacmpenencHue TPYAOEMKOCTH IO OTICIbHBIM BHJAaM YYCOHBIX 3aHATHN, BKIIOYAS
CaMOCTOSITENIbHYI0 Pa0OTy: JIeKIMM — 3 4Yaca; mpaktuyeckue 3aHsatus — 10 yacos,
camocTosiTensHas pabora — 91 yac.

OO0mias TpyA0€MKOCTh JUCIUIUIMHBL cocTaBiisgeT 108 yacoB, 3 3a4€THBIX €TUHUIIBI

2.2 OCHOBHBIE Pa3JeNbl TUCIUILIIHHBIL:

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

3 — INakeTsl IPHUKITATHBIX TPOTPAMM

4 — HactonbHble U3JaTeNbCKUE CUCTEMBI

3. Ill1anupyemble pe3ybTaThbl 00y4eHHUs! (lepeyeHb KOMIeTeH M)
[Tpornecc n3yyeHHs QUCIUTUTMHBI HAIIPaBJIeH Ha (OPMUPOBAHUE CIETYIONIEH KOMIIETSHIINH
- [1IK-13 ymeHue BecTH KaJpoBOE JI€I0NPOU3BOICTBO U OPraHU30BbIBATh APXMBHOE XpaHEHUE
KaJpOBBIX TJOKYMEHTOB B COOTBETCTBHH C JICHCTBYIONIMMIA HOPMATHBHO-TTPABOBBIMU aKTaMH,
3HaHUEM OCHOB KaJIpOBOM CTaTUCTUKH, BIIaJICHHEM HAaBbIKAMH COCTABJICHHUS KaJpOBON OTYETHOCTH,
a TaKk)Ke HaBbIKaMH 03HAKOMJICHHS COTPYHUKOB OPTaHU3AIMH C KaJPOBOH TOKYMEHTAIIUEH 1
JeMCTBYIOIMMU JIOKAJIbHBIMU HOPMAaTUBHBIMU aKTaMH, YMEHHE 00ECTIEYUTh 3aLIUTY
NEPCOHAIBHBIX JaHHBIX COTPYIHHUKOB;
- [IK-27 BnageHue MeTolaMi U IPOTpaMMHBIMU CpeACTBaMU 00pabOTKH J1el10BOH HH(pOpMaLInHy,
HaBBIKAMHU paOOTHI CO CIIEIUATM3UPOBAHHBIMU KaIPOBBIMH KOMIIBIOTEPHBIMHU IPOTPaMMaMH,
CIOCOOHOCTBIO B3aUMOJIEHCTBOBATD CO CIIy:KOaMH MH(POPMAIIMOHHBIX TEXHOJIOTHH U 3(pPeKTHBHO
UCTIOJIF30BaTh KOPIIOPATUBHBIE HH(POPMAIIMOHHBIE CUCTEMBI;
- [1K-28 3HaHMe KOpIOpaTUBHBIX KOMMYHHUKAIIMOHHBIX KaHAJIOB U CPEACTB Nepeaayu MHopMarum,
BJIaJICHHE HAaBBIKAMU MH(POPMAITMOHHOTO 00ECTICYeHHS MTPOIIECCOB BHYTPEHHUX KOMMYHHKAIIHA.

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

IIpomoxon 0 0ononneHuAX u UIMEHEHUAX 6 padoueil npozpamme
na 20 __ -20 YueoHwlit 200

1. B paGouyto nporpammy o IUCHUIUIMHE BHOCSATCS CIEAYIOUINE TOTOTHEHHUS:

2. B pabGouyto nmporpaMmy 1o AUCUUIIIMHE BHOCSATCS CIEAYIOIUE U3MEHEHUS:

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

(paspabomuux)

3aBenyromuit kadeapoit

(noonucs) (®.1.0.)
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Ipunoxenue 4

®OHJA OMEHOYHbBLIX CPEACTB AJIA TEKYIIEI'O
KOHTPOJIA YCIEBAEMOCTH 11O JUCHUITJIMHE

1. Onucanue GpoHIa OLIEHOYHBIX CPEACTB (MACHOPT)

Ne
KOMII
eTeHI|

HHU

DJIeMeHT
KOMIIeTeHUNH

Pa3gen

Tema

®OC

[K-13

IK-27

I1K-28

YMEHHUE BECTH KaJIpOBOE
JIeNIOTIPOU3BOACTBO U
OpraHU30BBIBATH
apXUBHOE XpaHEHHE
KaJIpOBBIX TOKYMEHTOB B
COOTBETCTBUH C
JEACTBYIOIIUMU
HOPMAaTUBHO-TIPABOBBIMU
aKTaMH, 3HAaHUEM OCHOB
KaJIpOBOU CTaTHCTUKH,
BJIaJICHUEM HaBbIKaMU
COCTAaBJICHUS KaJpOBOM
OTYETHOCTH, a TaKKe
HaBBIKAMHU O3HAKOMJICHUS
COTPYIHHUKOB
OpraHu3anuy ¢ KaJpoBou
JIOKyMEHTalueu u
JEUCTBYIOIIUMU
JIOKaJIbHBIMU
HOPMATHUBHBIMH aKTaMH,
YMEHHE 00eCIIeUHTh
3alUTy NEPCOHANTBHBIX
JAHHBIX COTPYAHHUKOB

BJIaJICHUE METOJIAMH U
IPOrpaMMHBIMU
CpeacTBaMu 00paboTKU
JIeNoBOH MH(popManuy,
HaBBIKAMHU pabOTHI CO
CHeHaIN3UPOBaHHBIMHU
KaJpOBBIMHU
KOMITBIOTEPHBIMHU
IporpaMMamH,
CIocOOHOCTBIO
B3aMMO/ICHCTBOBATH CO
ciyx)6amMu
nH(pOpMaLMOHHBIX
TEXHOJIOTUH U

s pekTuBHO
UCIIOJIb30BaTh
KOpHOPaTHBHBIE
nH}popMannoHHbIe
CHCTEMBI

3HaHUE KOPIOPATUBHBIX
KOMMYHUKaIIMOHHBIX
KaHaJIOB U CPEJCTB
nepeaayn HHPOpPMAaIHH,
BJIaJICHIE HABBIKAMHU
nHPOPMALTMOHHOTO
obecrieueHns MPOIIEeCCOB
BHYTPEHHUX
KOMMYHUKaUH

1. Haznauenue u
001acTh MPUMEHEHUS
TEKCTOBBIX PEAKTOPOB

1.1 ITonsATHe TEKCTOBBIX
PEeAaKTOPOB.

1.2 Pabora n3maTensCcKux
CHCTEM

KonTtposbhbie
BOIIPOCHI IO
pazzenam
JUCTTATUTAHBI

2. TexcToBEIE
MPOLECCOPBI

2.1 Knaccugukanus
TEKCTOBBIX PEIAKTOPOB.
IIpuntamn paboTs

KonTponbHbie
BOIPOCHI IO
pasznenam
JUCLUIIMHBI

3. TexcroBblie
PEeAAKTOPHI OOIIEro
Ha3HAYCHUS

3.1 ITakeTsl IPUKIIATHBIX
nporpamMm

KonTponbubie
BOIPOCHI IO
paszenam
JTUCIUITAHBL,
otyet o [13

4. HactonbHbIE
U3ATEIBLCKUE CUCTEMBI

4.1 HacTtonbHbIE
H3/1aTeIIbCKUE CHCTEMEI.
Ilonsarue.
IIpennasnauenue.

Kontponbubie
BOIIPOCHI 110
pazzaenam
JTUCIUTITUHBI
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2. Onucanue noka3aresieil 1 KpUTEpHeB OLleHNBAHUS KOMIIeTEeHIIUIt

IMoxka3zaTenn

Onenka

Kpurepun

3HaTh:

(ITK-13):

- OCHOBBI KaJJpOBOI0
JIeJIONIPOU3BOJICTBA;

- OCHOBBI KaJpOBOM

CTaTUCTHUKY;

(TIK-27):

- OCHOBHBIE METOJIBI U
cpenctBa 00paboTKH
JIenoBOM HH(pOpMaIuy;
- OCHOBBI pa0OTBI CO
CHeUATU3UPOBAHHBIMU
KaJpOBBIMHU
KOMITBIOTEPHBIMU
porpamMMaMu;

(ITK-28):

- OCHOBHBIE
KOpPIOPaTHBHBIE
KOMMYHHKAIIHOHHBIE
KaHaJIbl M CPE/ICTBA
nepeaayn nHHOpMaIH;

YMeTh:

(IK-13):

- BECTH KaJpOBOE
JIETIONIPOU3BOJICTBO;

- OpraHU30BbIBATH
apXUBHOE XPaHECHUE
KaJpOBBIX TOKYMEHTOB B
COOTBETCTBHHU C
JIEUCTBYIOIIUMH
HOPMAaTHUBHO-TIPABOBBIMU
aKTaMHU;

(TIK-27):

- 3¢ (eKTUBHO
UCIIOJIb30BaTh
KOpPITOpaTHBHbIE
MH(pOpMalMOHHbBIE
CUCTEMBI

(TIK-28):

- 3¢ (eKTUBHO
UCIIOJIb30BaTh
KOpPIIOpaTHBHbIE
MH(pOpPMallMOHHbIE
CUCTEMBI

3a4YTCHO

O1leHKa «3a4TCHOY BBICTABIISICTCSI
oOyuJaroremycs, €CJId OH:

- 6e3 3aTpyIHCHUH OTBEYaeT Ha
BOIIPOCHI;

- CAMOCTOSITEJIHO BBITTOTHHUI
MPAKTUYECKYIO PaboTYy;

- CBOOOIHO U TIPaBHJIBLHO 000CHOBBIBAET
IIPUHSATBIE PELICHUS;

- UCIIOJIb3YET MPH OTBETE HAYYHYIO
TEPMHHOJIOTHIO

HE 3a9YTCHO

OneHka «He 3a4TEHO» BBICTABIAETCS
oOyyJaromiemycsi:

- €CJIM OH IUIOXO OPUEHTHUPYETCS B
MaTepuae;

- HE CaMOCTOSITENIEHO BBIITOJIHEHA
MpaKTU4eckasi paboTta Win ¢ TpyObIMH
olmnoKaMu
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Brnanets:

(TIK-13):

— HaBBIKaMH BEJCHUS
KaJIpOBOTO
JIETTONPOU3BOJICTBA;

- HaBBIKAMHU COCTABIICHUS
KaJpOBOM OTYETHOCTH;

- HaBBIKAMU
03HAKOMJICHUS
COTPYHHUKOB
OpraHu3aIvy ¢ KaJpOBOu
JIOKYMEHTalHUeN 1
JIEUCTBYIOLIUMH
JIOKAJbHBIMU
HOPMAaTUBHBIMHU aKTaMH;
- HaBBIKAMU
obecreyeHus 3aluThl
MEPCOHAIIBHBIX JIAHHBIX
COTPYAHUKOB

(TIK-27):

— CIIOCOOHOCTBIO
B3aMMOJICIICTBOBATH CO
ciIy)0amu
UH(GOPMaILMOHHBIX
TEXHOJIOTHIA;

- METOJIaMU U
POrPaMMHBIMH
cpencTBamMu oOpabOTKH
JenoBoi HHpopMaIu
(TTIK-28):

— HaBBIKAMH
UH(HOPMAIIMOHHOTO
o0ecrnevyeHus MpoLeccoB
BHYTPEHHUX
KOMMYHUKaIWN
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[lporpamma cocTaBieHa B  COOTBETCTBUM €  (elepaibHBIM  TOCYAapCTBEHHBIM
06pa3OBaT€.HBHBIM CTaHJapTOM BBICHIECTO O6pa3OBaHI/IH 110 HaIpaBJICHHUIO IOATrOTOBKHU
38.03.03 Ynpasnenue nepcoraioM ot «14» gexadps 2015 r. Ne 1461

st Haoopa 2016 roaa: u yueobusiMm manom ®I'6OY BO «bpl'Y» miist 3a0unoit popmbr 00ydeHMsS
ot «25» despans 2016 r. Nel29, mis 3a0uHOl (yCKOpeHHON) GOpMBI 00YUIEeHHS OT «25» (eBpaiis
2016 1. Ne129

IIporpammy cocraBui:

PozanoBa A.A., cT. npenogaBarens 0a3. kadeapst MulT

PaGouas mporpamma paccMOTpeHa ¥ YTBEpKJIeHa Ha 3acenanuu 6a3oBoit kadeapsr MullT

oT «19» nexabps 2018 r., mpotokosa Ne 8

H.o. 3aBenyromero 6a3zoBoii kapeapoit MullT JlykoBuukosa E.W.
COI'JTACOBAHO:

W.o. 3aBenyromero 6a3zoBoii kapeapoirt MullT JlykoBuukosa E.W.
Jupektop OubImoTeKu Cotnuk T.®D.

Pabouas nporpamma o00peHa METOINYECKOM KoMUccuel GakysibTeTa DKOHOMUKH U YIPaBICHUS

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

[Ipencenarens MeTOAMYECKON KOMUCCUU (DaKyTbTETa Tpanesnukona E.B.
COI'ZTACOBAHO:

Hauvanbauk

yu4e0HO-METOINYECKOTO YIIPaBICHUS Hexesen I'.I1.

Peructpanmonssiit Ne



