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1. [lepeyeHb MIAHNUPYEMBbIX Pe3yJIbTATOB 00YUYEeHHS MO0 JUCUHUILTIMHE (MOTYJIIO0),
COOTHECEHHBIX € IVIAHUPYEMbIMH Pe3yJIbTATAMHU OCBOEHHs 00pa30BaTeIbHOM

NPOrpamMmbl

1.1 Iucummummaa b1.B.JIB.04.02 «KomnbeloTepHOE pemakTUPOBAHHE» OOECIICUMBACT
OBJIQJICHUE CIAEAYIOIIMMHU KOMIIETEHIIUSIMH:
Komnerenuuu, ¢opmMupoBaHue KOTOPHIX 3aBEpIIACTCS B TEUEHUE HW3YYCHHs JTaHHOM

JUACLUIIIUHBL:
Taoauya 1
Koo \Haumenosanue xomnemenyuu  |Koo smana \Haumenosanue smana oceoenus
KOMRemeHyuu 0csoeH s KoMnemeHyuu
KoMnemeHyuu
T1Kc-3 CriocoOeH ocymecTBiaTh[IKC-3.1 CnocobHOCTb NPUBOAUTb XKYPHAUCTCKUIA

[PEIaKTOPCKYIO JAEATEIBHOCTh C
MCIIOJIb30BaHHEM
podecCHOHANBHBIX
KOMITBIOTEPHBIX ITPOTPAMM

TEKCT U (UMW) NPOAYKT pasHbIX BUAOB B
COOTBETCTBME C A3bIKOBbIMW HOPMaMM

1.2.B pe3ynbraTe OCBOCHUS TUCIHILIHHBI Y CTYJCHTOB JOJDKHBI OBITH C(HOPMHUPOBAHBI:

e  Opranuzanus

paboTh1

nonpaszaenenuss CMU

Tabnuya 2
OT®/ mpyoosvie u Koo smana Peszyromamor 06yuenus
npogheccuonanvhvie oceoens
Oeticmeus Komnemenyuu
e Pab6ora Han|l1Kc-3.1 Ha ypoBHe 3HaHUit:
COJICpIKaHUEM ® MPHUHIUIBI peAaKTHPOBaHUs MaTepuayioB s CMU
myomukanuit CMU Ha ypoBHe ymeHui:

MCKaTh ¥ BBIOMPATh aJbTepPHATUBHBIC HICTOYHUKN HH(POPMAIIHH,
OCYLIECTBIISITH €€ MPOBEPKY

Ha ypoBHE HaBBIKOB:
®  PEIAKTOPCKOil paboThI;

o pa6OTLI C TEXHHYCCKUMU CpeacTBaMu )KypHaHHCTCKOﬁ
JACATCIIbPHOCTH
2. O0beM 1 MecTO TMCHUIIMHBI B cTpyKkType OIT BO
O0bemM aucuuniauubl. OOmEas TPyJOEMKOCTh Kypca — 3 3aueTHbIX enuHuin, 108

aKaICMUYCCKUX YacCOB.

HHCHI/IHJ’II/IH& peaIn3yeTcCs C IPpUMEHCHUEM TUCTAHIIUMOHHBIX O6pa3OBaTeJ'IBHI:IX TEXHOJIOTHHI

(manee — J1IOT).

Tabauua 3



Bun pabotsr TpynoeMKocTb

(B akaz.4acax)

OO0 as TPyI0eMKOCTh 108
KonrakTHass pa6oTa c npenogaBaTeiemM 36

2 KOHCYJIbTaLUs
Jlexrm 16
IIpaxkTryeckue 3aHATUA 20
JlabopaTopHbIe 3aHATH -
CamocrosiTe1bHast padora 72

KouTpons

DOpMBI TEKYILEr0 KOHTPOJIS YcrHblit onpoc, pedepar

Buja npomMe:KyTOYHOro KOHTPOJIsI 3ager

Mecto aumcumuniuHbl. YueOHas auciummHa (b1.B.JIB.04.01) «KomMmbroTepHsrii
Ha0op, BEPCTKAa W PEAAKTUPOBAHUE» OTHOCHUTCS K 00s3aTE€IbHBIM JUCIHUIUIMHAM 0a30BOM
4acTu NPOQPECCHOHANBHOIO LHMKIA MOAroTOBKU OakanaBpoB 42.03.02 «KypHanuctukay.
JlaHHast TUCIUIUINHA PEeaTUu3yeTcs BO 2 CEMECTpE.

JlucuuniuHa 3aKiajblBaeT TEOPETHUECKUW M METOJOJIOTUYECKUH (PyHAAMEHT s
OBJIAJICHUST TMPOo(ecCHOHAIBHBIMU  mucIIuinHamMu: “Texamka wu TexHomorus CMUN”,
“IIpodeccuonanpHas 3TUKA )KypHAIUCTa”, “OKoHOMEKA U MeHeIKkMeHT CMI”, “Counonorus
KypHaIUCTUKK”, “IIcMX00rust )KypHaIUCTUKN U JP.

3HaHUA, YMEHHS U HaBBIKH, IOJy4YeHHbIEe B Kypce «KoMmbploTepHbIi HAaOOP, BEPCTKA U
peIaKTUPOBAHUE»,  HCIONB3YIOTCS  CTYJEHTaMH  TPU  BBINOJHEHHWU  BBIMYCKHBIX
KBaJTM(DUKAIIMOHHBIX padOT U B IajbHEHIIeH IpakTUYeCKOil padboTe.

Jloctyn K cucTteMe MMCTAaHIMOHHBIX 00pa30BaTEIbHBIX TEXHOJIOTHUN OCYIIECTBIIACTCS
KOKIBIM ~ OOy4YalolIUMCSl CaMOCTOATENBbHO € JII0OOro  ycTpoiicTBa Ha  mopraje:
https://sziu-de.ranepa.ru/. [Taposb U JOrUH K TMIYHOMY KaOMHETY / IPO(UITIO TIPEIOCTaBIISETCS
CTYJIEHTY B JIEKaHATE.

Bce popmbl Tekyiero KOHTpOJis, TPOBOJUMEBIE B CHCTEME AUCTAHIIMOHHOTO 00yUYeHU I,
OIICHMBAIOTCS B CHCTEME JUCTAHIIMOHHOTO 00ydeHus. JloCTym K BHIEO U MaTepraliaM JIEKITHi
IIPEIOCTABIISAETCS B TE€UEHHE Bcero cemectpa. JlocTyn K KaKJoMy BUAY pabOT U KOJIHMYECTBO
MONBITOK Ha BBIOJHEHUE 3a/aHMsl MPEAOCTABISAECTCA HAa OTPAHUUYEHHOE BpEMs COTJIACHO
periiaMeHTy AWCHUIUIMHBIL, omyonukoBanHoMy B CJIO. IlpenonmaBatens oOIleHUBAET
BBITMIOJTHEHHBIE 00yuatonumcs padoTsl He no3anee 10 pabounx AHEH mocie OKOHYaHUs CpoKa
BBITIOJIHEHHUSI.

3. Conep:kanue ¥ CTPYKTYpa IMCHHUIIMHBI

3.1 Yueono-memamuueckuii nian

Taonuya 4
Obvem oucyunaunsvlt (MoOOys), Hac. Dopma
Koumaxmuas paboma mexyuezo
obyuarowuxcs ¢ npenodasamenem KOHMPOIsi
Ne n/n Haumenosanue mem yaaou P . P -
Bceeo 10 8UOAM YYEOHbIX 3AHAMULL CP ycnegaemocmu’
NPOMENCYMOUHOT
a | jap | m3 | KcP poMedtcy
ammecmayuu

Ounasn ¢hopma odyuenusn




Obvem Jucyuniunsl (MoOYIs), uac. @opma
Konmaxmmnas paboma mexyuezo
KOHMPOJIsi
Ne n/n Haumenosanue mem 06yuaioujuxes ¢ np eno&aeame{zem P o
Bcezo no 8Udam y4eOHbIX 3aHAMUL cpP ycnesaemocmu
npOMeAHCYMOYHOU
J | JP | m3 | KCP poMENCY
ammecmayuu
Ounasn ¢opma obyuenusn
CoBpeMeHHBIH TTepCOHATBHBIH
kommbioTep. CocTaB 1
Ha3HAYEHUE OCHOBHBIX
Tema 1 . 18 4 4 10 YO
ycTpoicTB. TexHuka
6e30macHOCTH TIpU padboTe ¢
KOMIBIOTEPOM.
Onepanponnsie cuctembl. Mx
Tema 2. | naznadyenue. Qaitnonas 18 4 4 12 YO, P
CTPYKTYypa
DYHKIUU U BO3MOXHOCTH
OTEPALIOHHON CHCTEMBI
Windows. OCHOBHBIE TIOHSTHSL.
Tema 3. | CraHmapTHBIE TPOTPaMMBbI 18 12 YO, P
Windows. CnipaBoynas
cucrema Windows. ITouck
(aitnoB u marox
Crnenoii gecsTUMaIbIEBbIH
Tema 4. 1 o 18 4 12 VO, P
METOI M€YaTu Ha KOMIIBIOTEPEC
HenonpouzoactBo. TekcTOBbI
Tema 5. | mponeccop Word. 18 4 4 12 VO, P
Tema 6. | IlpennevarHas MOArOTOBKA 18 4 4 12 YO, P
KOHTPOJTh
2* 3aueT ¢ OLeHKOH
IIpomexxyTouHast aTTecTalus
Bcero (akajgem.yac./acTpoHOM.4ac.): 108/81 | 16/12 20/15 70/54

2*- KoHcynbTaius BXOIUT B 00N 00beM KOHTAKTHBIX YaCOB JUCITUTUIAHBI
YO — ycTHBI# o1poc

P — pedepar

3.2 Cooepicanue oucuyuniunl

Tema 1. Cospemennniii nepconanvhovlit Komnviomep. Cocmae u Ha3HaueHue OCHOEHBIX
ycempoiicme. Texnuka 6ezonacnocmu npu pabome ¢ KOMRbIOMEPOM.

CocraB M Ha3Ha4YeHUE OCHOBHBIX YycTpolcTB. TexHuka Oe3zomacHocTH Ipu pabore ¢

KOMITILIOTCPOM. HCpBOHa‘{aJ'IBHOC 3HaAKOMCTBO C KOMIIBIOTCPOM.

W3ydyeHre KOMIOHEHTOB KommbioTepa. OnepannonHass cucremMa Windows. 3HaKOMCTBO C
untepdeiicom. I[lporpammuoe obGecrieuenune kommbloTepa. OnepanroHHble cHUcTeMbl. HMx
HazHayeHue. DaiinoBas CTPyKTypa. 3allycK M 3aBepuieHHe paboThl mpuioxeHuil. Pabora c
okHamu. CoznaHue M coxpaHeHue @aiinoB. PaboTta co crnpaBo4YHONl CHUCTEMOW U MeHIO
nporpamm. CBolicTBa (aitna. Pabora ¢ rpymnmoii ¢aitnos. Pabora ¢ cereBsiMu nankamu. Pabota
C BHELUTHUMHU HOCUTENISIMU UH(OPMAIIHH.




Tema 2. Ilpocpammnoe odecneuenue komnvriomepa. Onepayuonnsie cucmemslt. Hx
Ha3HnaueHue. Daiinosas cmpykmypa

Hctopus mamuuonucu. [IpaBuna paboTsl Ha KilaBUaType OyKBEHHOTO U HU(PPOBOTro Habopa.
Crernoit necaTUNaNIbLIEBBIA METOI U UCTOPUS €ro co3nanus. Pacnonoxxenue kinasuul. [To3umum
IIpaBoil U JIeBOM pykK. Pacnpenenenue kiaBuil MexIy NajbliaMu. BapraHThl KiIaBUATypHBIX
TpeHaxepoB. ONKUCaHNE CUMBOJIOB U «TOPSIYMX KIJIABUIID.

N3yueHne KOMIIbIOTEPHOU KIaBUATYpPHI.

Kupunnuya

OcnosHoli (BTopoit) psin @BIBAII-POJIJKD.

Bepxuunii (tpetuit) psg MIIYKE-HI'THI3Xb.

Huxnuit (nepssiit) psax AYCMU-THBIO.

YeTBepThid psiji KJIABUATYPhl — 3HAKHU MPETIUHAHUS.

Jlamunuya

OcHoBHo#i (BTOpoi) psin ASDFG-HJIKL.

Bepxnuii (tperuit) psn QWERT-YUIOP.

Hwxuanii (nepssiit) panx ZXCVB-NM.

Bepxuuii peructp kinaBuatypsl, knasumia Shift.

[TpakTHyeckoe OBJIaJieHWE U COBEPIICHCTBOBAHME TEXHHKHU IEYATaHUS C HCIOJIb30BAHUEM
KOMITHIOTEPHOH 00y4JaroIei mporpaMmel Stamina.

dopmMa OTYETHOCTH: pE3ydbTaT CAMOCTOSTENIBHOM paboThl MpPOBEPSETCS Ha 3ayere.
OreHUBaeTCs CKOPOCTh MeYaTaHus U 0€30MNO0IHOCTh HAbopa.

Tema 3. @ynkuyuu u 603moxcuocmu onepayuonnou cucmemwvt Windows. Ocnosnote
nouamusa. Cmanoapmmuuie npozpammsl Windows. Cnpasounas cucmema Windows.
Houck ¢paiinos u nanox

OO6mue mpaBwia ohOpMIICHHS Pa3IUYHBIX HAOOPHBIX pPabOT U CIy)KEOHBIX JOKYMEHTOB.
[IpaBuna odopmiieHHs] KOHTPOJIBHBIX, pedepaToB, KypcoBeix pador u BKP. IlpaBuna
opopMIIeHHS ~CHOUCKa JUCTepaTyphl, Oubnmorpaduueckoe onucanue OdopmieHue
oubnuorpaduu (crannaptsl). M3yuenue tpedoBanuii 0opmMIIeHHUS.

Texcmossiii npoyeccop Word.
Coznanue 1 peakTupoBaHue JOKyMeHTa. PaboTa ¢ cyliecTBYIOIHNM T0KYMEHTOM.

Hnrepdeiic Microsoft Office Word 2010. Jlenra, Bkimaaku, rpynmbl, 3Hauku. [lanens
osicTporo gocryna. Hactpoiika mapamerpoB nporpammel. HacTtpoiika uHTepdeiica pabouero
OKHa.

CrpykTypa nmokymeHnTta. BBog Tekcra. Y cTaHOBKA BhIpaBHUBAHUS, OTCTYIIOB U MHTEPBAJIOB B
ab3anax. Pabora ¢ pparmentamu tekcra. [louck u 3amena ¢pparMeHTOB TekcTa. PaciimpeHHbIN
nouck.  KommpoBanue, mnepemelnieHue M yJajleHue ¢GparMeHToB TekcTa. IIpoBepka
opdorpadun. ABTO3aMeHa, Ha3HauY€HUE CMMCKa aBTO3aMeH. lIpeaBapuTenbHBIA MPOCMOTP
JOKYMEHTA.

BcraBka HOMCPOB CTPAaHUL, JAThl CO3JaHUA JOKYMCHTA. BcraBka Pa3pbIBOB CTPAHUIIBI.

OnemeHTHl (OpMaToB JOKyMeHTa. DopMaTHpOBaHUE TEKCTa Ha YpPOBHE CHMBOJIOB.
dopmatupoBaHHe TEKCTa Ha ypoBHe aO3aneB. dopmatupoBanue mo obpasny. Crun.
Pa6ora co ctunsimu noxkymenta. [lpocmotp cricka ctuneil. PopMaTupoBaHUE CTPAHUIIBL.

OOpamienue U 3anoiHeHue Tekcra. M3amenenue peructpa ans uzodpaxenust OykB. Crucox.
Tunber crnuckoB. PopmarupoBanue cnuckoB. Mcnonb3zoBaHue TalOyasITOpoB. KomoHKH.
[TapameTpsl cTpaHuLbl. 3alaHKE TAPaMETPOB CTPAHUIIBI.
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Anroput™m BbIOOpa madioHoB. [lapamerpsl crpanuisl U ctwid. OdopMieHne TUTYIBHOTO
mucta. Hymepanus crpanun. [llpudroBbie BeigeneHNs B TEKCTE: 3ar0JOBKH, MOI3ar0JIOBKH,
CHOCKH, mepeHOChbl. KOJOHTUTYJIBI, CHOCKM M NpPUMEYaHUS: Ha3HAUYEHHE, BUJbI, CIIOCOOBI
CO3/IaHHUS.

Peoaxmop npesenmayuii Power Point

Coznanue npe3eHTanuu

3amyck Microsoft Power Point. Breibop cmocob6a co3manus mpeseHTtanun. CoznaHue
Ipe3eHTaluy ¢ TOMOIIbI0 Mactepa ABTocoepkanus. PegakTupoBanue TeKcTa rmpe3eHTalluu
Pexxumel npocmotpa. Pabora ¢ npezentanueil. Co3ganue npe3eHTauy ¢ NOMOUIbIo 11adaoHa
opopmiienus. BBox Tekcra B cmaiin. Co3ganHue ciaiiga. BceraBka crmaidiioB M3 apyrux
npeseHTauuii. Peopranuzanus cinaiiioB B npe3eHTanuu. Beog 3amerok k cnaigam. Coznanue
NanKy Ui cCOXpaHEeHHs mpe3eHTanuu. BceraBka mHbopmanuu B mpe3eHTanuo. M3meHeHue
MakeTa cianja. BeraBka kiunmna. Mi3menenue pasMepoB pucyHka. Mi3mMeHeHne HBETOB pUCYHKA
BcraBka u QopmatupoBanue Ttabmuiel. BceraBka Tabmunbl Microsoft Word. BceraBka
muarpammbl Microsoft Excel. BeraBka u ¢opmarupoBanue auarpammsl Microsoft Graph.
Bcrapka u Moaudukanus oOpraHu3allMOHHOM AuarpamMmbl. BceraBka u  Moaudukanus
nuarpaMmMbl. BctaBka pucyHka.

Coznanue npe3eHTanuili U3 HECKOJIbKUX CIIAHIOB.

3adanue na camocmosmenvuyro pabomy. lloarotroButh mnpeseHtanuioo PowerPoint.
TpeboBaHus: KOIMMYECTBO CiaifoB — 15. B mpe3eHTanuu JOKHBI OBITH MCIIOJIB30BaHBI
CJICAYIOIIHME DIIEMEHTBI: CXEMbI; PUCYHKH; TaOJIHIIBL, THarpaMMsr; (HOTO.

Tema 4. Cnenoit 0ecamunanvyeglii Memoo neuamu Ha KOMnovlomepe

Ucropus mammnonucu. [IpaBuna paboTsl Ha Ki1aBuaType OYKBEHHOTO M HMU(PPOBOro Habopa.
Crnenoii gecaTunanbleBblid METO U UCTOPUS ero co3fanus. Pacnonosxenue kinasui. [lo3unun
MpaBoi U JIEBOM pykK. Pacnpenenenue KinaBuil MEXAy NajlblaMyd. BapuaHThl KJIaBUATYpPHBIX
TpeHakepoB. OnucaHne CUMBOJIOB U «TOPSYUX KIIABUII.

N3y4yeHne KOMIBIOTEPHON KIIaBUATYPBHI.
Kupunnuya

OcnoBHoii (BTOpoit) psx @BIBAII-POJIIKD.
Bepxuuii (tpernit) pax UITYKE-HI'TIIIBEXb.
Huxnuit (nepssiit) psang AYCMU-THBIO.
YeTBepThli psA KJIABUATYPBI — 3HAKH NIPEIIMHAHUS.
Jlamunuuya

OcnosHo#t (BTOpoii) psax ASDFG-HIKL.
Bepxuuii (tperuit) psn QWERT-YUIOP.
Hwxnuit (nepssiit) psn ZXCVB-NM.
Bepxuuii peructp kiiaBuatypsl, kiasuiia Shift.

[IpakTnyeckoe OBIaJEHHE M COBEPIICHCTBOBAHUE TEXHUKHU I€YaTaHUS C HCIOJIb30BAHUEM
KOMIIBIOTEpHOM oOyuaroleil mporpammsl Stamina.



dopma OTYETHOCTH: PE3YJIbTAT CAMOCTOATENFHONW paboOThl MpOBEpseTCS Ha 3adeTe.
OrneHuBaeTCst CKOPOCTh NeYaTaHus U 6€30MMO0YHOCTh HAbOPa.

Tema 5. /lenonpouszeoocmeo. Texcmoeswiit npoyeccop Word.

O6mme mpaBuiaa opOpMIICHUS Pa3IMUHBIX HAOOPHBIX PabOT M CIIY)KEOHBIX JOKYMEHTOB.
[IpaBuna odopmiieHHs] KOHTPOJIBHBIX, pedepaToB, KypcoBeix pabor u BKP. IlpaBuna
obopMmIIeHHUs ~ CIHCKa JIUCTepaTypbl, Oubimorpaduueckoe omucanue OdopmiieHue
o6ubmmorpaduu (cranaaptsl). M3yuenue tpedoBanuii oopmiieHus.

Texcmoswiii npoyeccop Word.
Co3nanue u peakTUpoBaHKue JOKyMeHTa. PaboTa ¢ CylecTBYIOINM JOKYMEHTOM.

Hurtepdetic Microsoft Office Word 2010. JlenTta, BKJIaaKW, Tpymmbl, 3Ha4kd. [laHenb
osicTporo gocryma. Hactpoiika mapamerpoB mporpamMmbl. Hactpolika uHTEpdeiica padbodero
OKHa.

CrpykTypa nJokyMeHTa. BBoJ TekcTa. YcTaHOBKA BhIpaBHUBAHUS, OTCTYIIOB M MHTEPBAJIOB B
ab63amax. Pabota ¢ pparmenramu tekcra. [Touck u 3amMena pparmeHTOB TekcTa. PacimmpeHHbIi
nouck.  KomupoBaHue, mnepemenieHne W yjajueHue (parMeHToB Tekcra. IIpoBepka
opdorpaduu. ABTO3aMeHa, Ha3HAuY€HUE CIMCKa aBTO3aMeH. llpeaBapuTenbHBIA MPOCMOTP
JOKyMEHTA.

BcraBka HOMCPOB CTPAHUL, AATbl CO3JaHUS JOKYMCHTA. Bcraska Pa3pbIBOB CTPAHUIIBI.

OnemeHTsl (opmaToB JokymMeHTa. dopMaTHpoBaHHME TEKCTa Ha YPOBHE CHMBOJIOB.
dopmaTHpoBaHUE TEKCTa Ha ypoBHe ab3ameB. @DopmarupoBaHue mo obOpasmy. Crumm.
Pabora co ctunsimu noxkymenra. [lpocmotp cnivcka ctuneil. ®opMaTupoBaHUE CTPAHUIIBL.

OOpamienue U 3anoiHeHue Tekcra. M3amenenue perucrpa ans nzodpaxenust OykB. CHucox.
Tunbsl crnuckoB. PopmarupoBaHue cnuckoB. Mcnonb3zoBaHue TalyasaTOpoB. KonoHku.
[Tapametpsl cTpaHullbl. 3ajaHNE TAPAMETPOB CTPAHUIIBI.

Anroput™m BbIOOpa 1m1a0s0HOB. Ilapamerpsl crpanuubl U cTiid. OdopMieHrne TUTYIBHOTO
mucta. Hymepanus crpanun. llpudroBeie BoiaeneHns B TEKCTE: 3arojOBKH, M0J3ar0J0BKH,
CHOCKH, IepeHOChl. KOJOHTUTYNbI, CHOCKM M NPUMEYaHMs: Ha3HAYECHUE, BUJbI, CIIOCOObI
CO3/IaHHUS.

Peoaxmop npezenmayuii Power Point

Co3nanne npe3eHTanuu

3anyck Microsoft Power Point. Bribop cmocoba co3manusi npesentanuu. CosnaHue
IIPE3EHTALMU ¢ IOMOIIBI0 MacTepa ABTocoepkaHus. PegakTHpoBaHuE TEKCTA MTPE3EHTALIMN
Pexxumebl npocmotpa. Padora ¢ npesentanueii. CoznaHue npe3eHTalny ¢ MOMOIIbIO 1abaoHa
opopmienus. BBon Tekcra B cmaiin. Cozmanue crnaiiga. BctaBka cnmaiiioB W3 Apyrux
npe3eHTauuid. Peopranuzanus cinaiiioB B npe3eHTanuu. Beog 3amerok k cnaigam. Coznanue
TMaNKy U1 COXpaHeHUs npe3eHraiuu. Berapka undgopmanum B npeseHranuio. MsmMenenue
Makera ciaiifa. BeraBka knuna. Vi3sMeHeHne pasmepoB pUCyHKa. MI3MeHEeHNE IBETOB PUCYHKA
BceraBka u QopmarupoBanue Tabmunpl. BceraBka Tabmuubl Microsoft Word. BceraBka
muarpammbl Microsoft Excel. BeraBka u ¢opmarupoBanue auarpammsl Microsoft Graph.
BcraBka u Moaudukamus opraHu3allMOHHOM auarpamMmbl. BceraBka u  Moaudukanus
auarpammsl. BeraBka pucyHka.

COBI[aHI/Ie Hpe3eHTaL{Hﬁ 13 HECKOJBKMX CJIai0B.



3aoanue na camocmosmenvuyro pabomy. lloaroroButh mnpeseHTtanuio PowerPoint.
TpeboBaHus: KOIMYECTBO CilaioB — 15. B mpe3eHTanuu JOKHBI ObITH MCIOIb30BAHBI
CJIEIYIOLLNE IEMEHTHI:

e CXEMEI;
e PHUCYHKH;
e TaOJIUIIBI;
e JIMArpaMMBI;

e (oro.

Tema 6. llpeaneyaTHasi MOATOTOBKA

K ny6nukanuu, npuroToBieHHON K GOTOBBIBOAY, JOJKHBI IpUIIaraThCs (aniibl
BCEX MCIOJb3YEeMBbIX B Hel miuttocTpanuii 1 mpudTos. ClieayeT THIATeNbHO CIESIUTH 32
UCnoJyib3yeMbIMu mpudramu. HexkadecTBeHHble MIPUPTH — OJHA U3 CAMBIX YaCThIX
OpUYUH TpoOieM MpH BBIBOJAE NyOnukauuii Ha ¢oroHabop. He umcmonbiyiiTe npwu
BepcTKe cucteMHbIX mpupToB. Crapaiitecs uzberate TrueType mpudron. Ecnu yx
3TOr0 HE yJaeTcs clienarh, CIEAUTE 3a TEM, UTOObl UMEHA YCTAHOBJIEHHBIX B CUCTEME
PS u TrueType mpucdToB He coBnaganu. Mcnonp3ys arpudyTsl Bold, Italic, BoldlItalic,
yboenurech, 4YTO IIPUPTH  COOTBETCTBYIOUIMX  HadepTaHUN  JEUCTBUTEIbHO
YCTaHOBJICHHBI.

Bce uBera, ncnonb3dyemble B MyOJIMKalMK, a TAK)KE B UMIIOPTUPYEMBIX 3JIEMEHTaX, JAOJKHbI
obITh 3amanbl B Monenun CMYK. He 3a0wiBaiiTe ykasbiBaTh co3llaBaeMbiM Bamu mBetam
atpubyt Process (coctaBHoif). i mpencTaBieHHMs O TOM, Kak 3aJaHHBIM LBET Oyner
BBITJIAJICT [1OCIIE MeYaTH, 0JIb3yHTECh KaTajloraMu, a He IIBETaMU Ha MOHUTOPE, OCOOCHHO B
nporpammax BepcTku. Mcnosb3yiite nBera Pantone TOnpko TOrnaa, Korna AEHMCTBUTEIBHO
cobupaeTech HUCHOIB30BaTh MevyaTh Kpackoil Pantone. BynpTe BHUMAaTeNbHBI ¢ OOIBLIIMMHU
IUTALIKAMU YEPHOTO LIBETA.

ITpu pa3paboTke nuzaiiHa ciefyeT yYUTHIBATh MOTPEHIHOCTh MpU 0Ope3Ke KpaeB MedaTHOU
IPOAYKIMHU. 3a7aBaiiTe B IporpaMMe BEpCTKU pa3Mep CTPAHUIIBI paBHBIM 00pe3HOMY popMaTy
Oyay1ei neyaTHoi npoaykuuu. Bee aneMeHThl, KOTOpbIE UIYT HABBUIET, TOJKHBI BHICTYNATh
3a Kpasi CTpaHUIbl myOnukanuu Ha 3-5 mm. Takke crapaiiTech HE pacroJyiaraTh 3HaYMMBbIE
3JIEMEHTHI MyOJIUKAIMH, HAIPUMEpP TEKCT, OJIMKEe YeM Ha 5 MM OT Kpasi CTpaHMIIbI.

CrouT crneauTh 3a paspelieHHeM pacTpOBBIX WIUTIOCTpauuid. Pasperienune pacTpoBoro
n300pa’keHMsl, HOMEIIEHHOTO B MyOJIUKaIUIO, TOJDKHO B 1,5-2 paza mpeBoCXOIUTh TUHUATYPY
BBIBOJIa C YYETOM MacIITA0MPOBAHHUS B IPOTrPaMMe BEPCTKH (KCTaTH, ropa3o Jy4llle STUM He
yBIIEKaThCs Aa0bl HE 3allyTaThCsl B pa3pelIeHUIX N300pakeHU OKOHYaTenbHO). Pa3perienue
MeHee 1,5 MuHuaTyp BeeT K oTepe KauecTBa U300paxeHus. Paszpemienue 6onee 2 TMHUATYP
BeJleT MO0 K OECCMBICIEHHOMY YBEJIMYEHHUIO BpPEMEHM pactepusanuu (aitna, nmubo
HEKOHTPOJIMPYEMOMY TOHM)KEHHUIO pPa3pelIeHuss M300pakeHUs] MpOrpaMMON BEpCTKH HpU
co3nanuu PS daitna.

TexHo0rNs MOATOTOBKH KYPHAJBLHOMH NpoayKkuuu B cucreme Adobe InDesign.
OcoOenHocTH Au3aiiHa )KypHanbHON npoayKuuu. CTpyKTypa KypHaja U OCHOBHBIE 3JIEMEHThI
opopmiuenus. CeTku U MOIYJIbHOE NMPOEKTUPOBAHHE B AM3aiiHe >KypHanoB. Kommnoszunus
pasBopora. Pa3menienue nutoctpanuii u rpaduxu. pudToBsle 1 KOMIO3UIIMOHHBIE IPUEMBI
oopmnenus. Cneunanbhbie 3pQexTrl. 3aronoBkH U ux opopmieHue B xxypHaie. TexHonorus
MaKeTUPOBaHUs U BEpCTKH xypHaia B cucreme Adobe InDesign.

TexHoJIOrMA MOATNOTOBKH PEKJIAMHO-UH(OPMALMOHHON NPOAYKLHH B CHCTeMe
Adobe InDesign.

Buner peKIaMHO-UH(POPMALIMOHHOM MIPOIYKIINH. Ocobennoctu oopmienus
peKJIaMHO-UH()OPMAITMOHHOW TPOMYKIIUHA. ByKIeT W 0COOEHHOCTH €ro MOJArOTOBKH. Bumpl
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oykiieroB. CTpykTypa OyKJIeTa MU OCHOBHBIE 3JIEeMEHTHI odopmiieHus. /[u3ailH M BepcTka
oykiera. HlpudroBoe n komnozunmonnoe opopmienue. TexHONMOTUs MOATOTOBKH OyKiieTa B
cucreme Adobe InDesign. Pexmamuo-uHpopmannonHas JucToBKa. OCHOBHBIE 3JIE€MEHTHI
oopmnenus. OcobeHHocTr au3aiiHa. TeXHOIOTUsS MOATOTOBKU PEKIaMHO-HH()OPMAITUOHHON
auctoBkH B cucteme Adobe InDesign.

KoMnboTepHbIe TEXHOJIOTHH MOATOTOBKH M COBPEMEHHBIH TU3aiiH ra3er
CoBpeMeHHbIE TEXHOJOTHUH MOATOTOBKM TazeT. OOmias TEXHOJOTUS MOATOTOBKH Ta3eThl B
cucreme Adobe InDesign. OcoGennoctn am3aiiHa raser. Ctpykrypa raserbl. OCHOBHBIC
aneMeHThl  odopmieHus. MakeTupoBaHue Tra3eTHOW mojockl. CeTKu M MOAYJIbHOE
MIPOEKTUPOBAHUE B JM3alHE ra3eT. TeXHOJOrusl MAaKETUPOBAHUS T'a3€THOM MOJIOCHI B CUCTEME
Adobe InDesign. OcHoBHBIE TIpaBHJIa U PEKOMEH/IAIIMH TIPH BEPCTKE raser.

Bunsl BepcTkmM crared. BiusHue paclonoXeHHs CTaTed Ha BOCIPUATHE MaTepHaa.
CrangaptHble omnOku nu3aiiHa. BepcTka Beayieit ctaTby, KpaeBbIX 0J0KOB, PeaKIIMOHHBIX
¥ HOBOCTHBIX KOJIOHOK. TexHouiorust BepcTku Tekcra crareii B Adobe InDesign.IlIpudroBoe u
KOMITO3UITHOHHOE ohopmiIeHHe TekcTa crareil B cucteme Adobe InDesign..

3a0anue Ha camocmoamenvHyro padbomy: Bunel 3aronoBkoB B rasere. OdopmieHue
3aroynioBkoB. OcoOble mpuembl BbiaeneHus matepuana. CrneuuanbHbie 3hdexTs. [Tpuembr
yIpaBiieHUS BHUMaHueM duTarelis. CriernuaibHble 0(hOpPMUTEITHCKUE TIPUEMBI.

[TonGop um pasmemnieHue wuumocTpanuii. [lpomopuuu wuOCTpanMii U HUX BIMSHHUE Ha
pa3memenre Ha monoce. OCHOBHBIE TpaBWia pasMmelneHus worroctpanmid. CraHmaapTHbIE
OmHMOKM pa3MelleHuss WuIocTpanuii. Bepctka wwmoctpanmii B Adobe  InDesign.
CrenranbHbIe 3P GEKTHI TPU 00padOTKEe H300pAKESHUH.

4. 4. MaTepuaJibl TeKYLIEr0 KOHTPOJIS yCIIeBAeMOCTH 00y4arommuxcss | (poHs
OlI€HOYHBIX CPEJCTB MPOMEKYTOYHOM aTTeCTAlMH 10 AUCHHUILINHE

4.1. @opmovl u memoOvl meKyuye20 KOHmMpPOJis YCneeaemoCmu 00yuaouuxca u
NPOMENHCYMOUHOU ammecmayuu
4.1.1. B xone peanuzanuu muctuiinael b.1.B.JIB.4.1 «KomnberoTepHbIii HAaOOp, BEpCTKa H
peIaKTUPOBAHUE) HUCIOJB3YIOTCS CIEAYIONIHNE METOMAbl TEKYIIEro KOHTPOJS yCIIeBA€MOCTH
oOyJaronuxcsi:
— TP TIPOBEJICHUHU 3aHATHH JICKIIMOHHOTO THUIIA: YCTHBIN OIMpPOC;
— IpU IPOBEJICHUH 3aHATHI CEMUHAPCKOTO TUIIA: YCTHBIM ONpoc, pedepatsl.

Ha 3anstusx mis pemieHuss BOCHUTATEIBHBIX W YYE€OHBIX 3a/ad MPUMEHSIOTCS
cinenyomue (HopMbl  HMHTEPAKTHBHOW pabOTBI:  IUANOTO-AMCKYCCHOHHOE O0OCYXIeHUE
po0JIeM, MOMCKOBBIA METO/I, HCCIIEIOBATEIHCKUM METO/I, IIOBBIE UTPHI, pa300p KOHKPETHBIX
CUTYaLUi.

B cnywae peammzanuum nucuuruinabl B JIOT ¢opmar 3amaHuil aganTupoBaHbl JUIsS
iatdopmsl Moodle.

4.1.2. 3aueT ¢ OLIEHKOI MPOBOAUTCS C MPUMEHEHHEM CIIEAYIOIIUX METOJIOB: YCTHBIM ONMpoc Mo
ouneraM. Cozepkanue OUIIETa 110 AUCIUILUIHHE COCTOMT U3 IBYX BOIPOCOB, IIPEAIOJIAratoInX 3HaHHE
TCOPHHU U €€ MPUMCHCHUC JJI1 PCIICHUA HpaKTI/I"IeCKOf/i 3aJa4i.

B cmydae mnpoBemeHUS TPOMEKYTOYHOH AaTTECTAlMd B JIUCTAHIIMOHHOM pEXKHME
ucnonb3yercs mwiargopma Moodle u Teams.

4.2. Mamepuanvl meKkyuieco KOHmpoJisa ycneeaemocmu
Tunosvie 60npocsl 01 YCMHO20 ONPOCa HA cemunapax no memam 1-6

1. KommnoHeHThl KOMIIBIOTEPA U X HA3HAUYECHUE.
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2. TlporpammHoOe oOecrieueHrne KommbloTepa. OnepanronHble cucteMbl. HazHaueHnue u
byHKINN.

3.  @aiinoBas cTpykTypa (haiis, TUIb Gaitios, Manku, MojaHoe uMs daia).

4. OyHKIMM W Ha3HaueHHWE omepanuoHHoi cuctembl Windows. OCHOBHBIC MOHSTHS
(OOBEKTHI, JIEMEHTHI YIIPABJICHHUS, OKHA).

5. CnpaBounas cuctema Windows. ITouck ¢aiiioB u mamox.

6. Ilamens ympanenus. HacTpoiika pabouero crona, rIaBHOTO MEHIO U IMaHEIH 3a/1ay.
SIpibiku porpamm.

7. 3amyck nporpamMm. CtanmapTHblie mporpaMmbl Windows.

8. Hasnauenue nporpammsl [IpoBoanuk. [leiicTBus ¢ (aiiiamu u mankamm.

9. Cayxeb6nsie mporpamMmmbl Windows. [Tonsitue nedparmenranuu. [IpoBepka qucka.
10. Knaccudukamuss mporpamMm 00paOOTKH TEKCTa, UX Ha3HA4YeHHE, (DYHKIMOHAIILHBIC
BO3MO>KHOCTH.

11. CaoiicTBa fOKyMeHTa B TekcToBOM mporeccope Word. Tumbl cBOKCTB, HX 3aJaHue U
UCIIOJIb30BaHUE.

12. HabGop wu penmaktupoBaHue Tekcra. CrenuaibHble CpEACTBAa BBOJA TEKCTA.
ABTO3aMeHa, aBTOTEKCT (Ha3HA4YeHUeE, MOPSAO0K UCIOIb30BaHNUA).

13. Koppekuus ommbok. IIpoepka opdorpaduu um rpammaruku. Mcmonb3oBanue
cIioBapei.

14. IIpuemsl paboThl ¢ TabIULIAMU B TEKCTOBOM Iporieccope Word.

15. Crunu odpopmnenus. Haznauenue, coznanue, i3MEHEHUE, UCIIOIb30BaHHE.

16. Pasnmen B mokymente Word. HazHaduenue, BO3MOKHOCTH paOOTHI ¢ pa3jieiiaMu.

17. Coznanue KOJIOHTUTYJIOB B AJokyMeHTe Word. HazHaueHne, BO3MOKHOCTH CO3AaHUS
pa3MyaroImuXxcs KOJIOHTUTYJIIOB.

18. Hcnonws3zoBanue nojeit. Haznauenue. Tunsl moneit. [Ipuemsl paboThI ¢ MOISIMHU.

19. TexHoyOTHS CBS3BIBAHUS U BHEAPEHUS 00BEKTOB. OOBEKTHI B TEKCTOBOM IPOIECCOPE
Word.

20. Bcrpoennsle mporpamMMmbl TekcToBoro mpoueccopa Word: Microsoft WordArt,
Microsoft Graph, Microsoft Equation. Texnonorus pa6otsl ¢ o0bekTamu penakropa Word.
21. Tlpuemsbl IOCTPOCHHUS AUArPaMM B TEKCTOBOM mporieccope Word.

22. Pabora ¢ OONmpIIMMH JOKYMEHTaMH B TeKCTOBOM mpoieccope Word. 3aknaaxw,
CHOCKH — Ha3Ha4YCeHHUE, MPHUEMbI CO3aHUs U HCTIOIb30BAHMUS.

23. Pabora c GonpmiuMu TOKyMeHTaMU B TeKcToBoM mporieccope Word. IlepekpectHbie
ccputku. [IpuMedanuss — Ha3HaYeHUE, MPHEMBI CO3aHUS M UCTIOJIh30BAHNUS.

24. Pabota ¢ OONBIIUMHU JTOKYMEHTaMHU B TEKCTOBOM mpoiieccope Word. 3aronoBku.
Coznanue ornasnenus. Pabora ¢ nokymeHTOM B pexxume «CTpyKTypay.

25. Pa0ota ¢ OonbpIIMMHU JOKyMEHTaMH B TekcToBoM mporeccope Word. Haspanus
Tabiun U pucyHkoB. Co3naHue nepedHel Tadnui ¥ pucyHkoB. Co3gaHue IPeIMETHOrO
yKazaTels.

26. Pabota B pexuMe TJIaBHOTO JIOKYMEHTA: Ha3HaYeHNE H BOZMOKHOCTH.

27. PaGora ¢ mabnoHaMHM THNOBBIX JOKYMEHTOB: Ha3Ha4yeHHE, CO3/IaHue,
penaKkTupoBaHKE, UCTIONIb30BaHHE.

28. Cospanue u ucnonb3oBanue Gopm. Ioms popm, mapamerpsl mosnen.

29. d®opmupoBaHUE CEPUHHBIX TOKYMEHTOB B TEKCTOBOM Tiporieccope Word.

30. @yHKIMOHAIbHBIE BO3MOXKHOCTH TEKCTOBOTO npotieccopa Word.

Tunosvie npumepHvle memol pepepamusnvix pabom no memam 1-6

1. KommoHeHThl KOMIBIOTEPA U UX Ha3HAUEHUE.
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10.

11.

12.

13.
14.
15.
16.
17.

18.
19.

20.

21.
22.

23.

24.

[Iporpammuoe obecnedeHue KommbloTepa. OmneparmoHHble cucTeMbl. HaszHadueHue wu
GyHKIHH.

@aiinoBas cTpykTypa ((aiia, TuIs! GailioB, Nanku, moaHoe uMs (daiina).

OyHKIMM W Ha3HauYeHHe ornepanuoHHo cuctemMbl Windows. OCHOBHBIE TOHSTHS
(0OBEKTBI, DIEMEHTHI YIIPABJICHUS, OKHA).

CrpaBounas cucrema Windows. ITouck ¢aiinoB u marmox.

[Tanens ynpaBnenus. Hactpoiika paboyero cToia, IIIaBHOIO MEHIO M MaHEIM 3ajad.
SIpibiku mporpamm.

3anyck nporpamm. Ctangaptabie TporpamMmbl Windows.
Haznauenue nporpammsl [lpoBoguuk. [leiictBus ¢ haitnamMu 1 nmankamu.
Cayxe6nbie mporpammel Windows. [Tonsitue nedparmenrtanun. [IpoBepka aucka.

Knaccudukanus mporpaMMm o00pabOTKM TeKCTa, MX Ha3HaueHUE, (PYHKIMOHAIbHbBIE
BO3MO>KHOCTH.

CpolicTBa JOKyMEHTa B TEKCTOBOM mporeccope Word. Tumel CBOWCTB, UX 3aJaHue U
HCII0JIb30BaHUE.

Habop u penaktupoBanue Tekcra. CrielaibHbIe CPEICTBA BBOJIa TEKCTa. ABTO3aMEHa,
ABTOTEKCT (Ha3HAYCHUE, TOPSIOK UCIIOIb30BaHUS).

Koppexknust ommbok. [IpoBepka opdorpaduu u rpammaruku. Vcrnons3oBanue cioBapeil.
[Tpuemsbl paboThI ¢ TabIULIAMH B TEKCTOBOM Iporeccope Word.

Crunu opopminenus. Haznauenue, cozanue, U3MEHEHHE, UCIIOJIb30BaHHE.

Paznen B nokymente Word. Ha3znauenue, BO3SMOXXKHOCTH pabOTHI € pa3/iefiaMH.

Coznanne koJIOHTUTYNOB B mgokymeHTe Word. Ha3znaueHue, BO3MOKHOCTH CO3/IaHUS
pa3IMYaroUXCsl KOJOHTUTYIIOB.

Hcnonws3oBanue noneil. Haznauenue. Tunsl noneit. [IpueMsr paboTsl ¢ moasMu.

TexHomorust CBsA3bIBaHUS U BHEIpEeHUS 00beKTOB. OOBEKTHI B TEKCTOBOM IPOIIECCOPE
Word.

Berpoennbie mporpammel TekcToBoro mporeccopa Word: Microsoft WordArt, Microsoft
Graph, Microsoft Equation. Texnomorus paboTsl ¢ o0bekTamu pegakropa Word.

[Tpriembl mOCTpOEHUS AMArPaMM B TEKCTOBOM Ipoieccope Word.

PaGora ¢ 6onpmmmu AOKYMCHTAaMH B TCKCTOBOM ITPOLIECCOPE Word. 3aKJ'Ia,Z[KI/I, CHOCKH —
Ha3HA4YCHUE, ITPUCMBI CO3AaHNA U UCITOJIb30BaHU .

Pabora ¢ OonpmiuMu AokymMeHTamMH B TekcToBoM mporieccope Word. IlepexpectHbie
ccplku. [IpuMeuyanns — Ha3HaueHuUe, IPUEMBI CO3JaHMs U UCII0JIb30BAHNS.

PabGora ¢ OonpmiMMU JOKYMEHTaMH B TEKCTOBOM Ipoueccope Word. 3aroyoBku.
Co3nanue ornasienus. Pabora ¢ 1okymMmeHTOM B peskume «CTpyKTypay.
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25. Pabota ¢ 6onbmMMH TOKyMEHTaMU B TeKCTOBOM mporieccope Word. Ha3zBanus Tabmuil u
pucynkoB. Co3aanue nepeyHeit Tabauil u pucyHkoB. Co31aHue NpeIMeTHOTO yKa3aTels.

26. Pabora B pe:xuMe IIIaBHOTO JOKYMEHTA: Ha3HAYEHUE U BO3MOKHOCTH.

27. PaboTta ¢ 1maba0HaMH THIIOBBIX JOKYMCECHTOB: Ha3HA4YCHUE, CO3JaHUEC, PCAAKTHUPOBAHUC,

HCIIOJIBb30BaHUC.

28. Cosganwue u ucnoibszoBanue Gopm. [lonst popm, mapameTps moieH.

29. ®opmHpOBaHUE CEPHIHBIX JOKYMEHTOB B TEKCTOBOM Iporieccope Word.

30. dyHKIHOHATBHBIE BO3MOKHOCTH TEKCTOBOTO mporeccopa Word.
4.3. Oyenounvle cpedcmea 011 RPOMENHCYNMOYHOU ammecmayuu
Taonuua 5(1)
Koo \Haumenosanue KomnemeHyuu \IKoo smana \Haumenosanue smana océoenus
KoMnemeHyuu OCB0O€EHUA KomMnemeHyuu
KomnemeHyuu
[1Kc-3 CrnocobeH ocymectBisiTh|[1KC-3.1 CoCOOHOCTB MTPUBOJUTH JKYPHAIUCTCKUI

M CIIOJIb30BAHUCM

PEIAKTOPCKYIO NEATEIBHOCTh C

po¢eCCHOHATBHBIX
KOMIIBIOTEPHBIX TIPOTPaMM

TEKCT U (MJIM) IPOTYKT Pa3sHBIX BUAOB B
COOTBETCTBHE C SI3bIKOBBIMH HOPMaMHU

Taoauua 5(2)

Ortan 0OCBOECHUA
KOMIIETEHIIHA

Tlokazarennb
OLICHUBAaHUS

Kpurepnii onieHuBanus
Kax (c kaxum xawecmeom)

[1Kc-3.1 3Haer aTarmnsl
HPOU3BOICTBEHHOTO NpoIecca
BBIITYCKa JKYPHAJIHCTCKOTO TEKCTA U
(mmm) mpoIyKTa

CryneHT 3HaeT 6a30BbIe KaTerOpHU
CTWIIUCTHKA H KYJIBTYpPBl pedH;
OCHOBHBIC CTHIIN MaccoBOM
KOMMYHHKAIIMH U TEXHUKY TPaBKH;

crielupuKy " KOMIOHEHTBI
BepOaNbHBIX W HEBepOAIBHBIX
cpencts  OOWICHHS;  IOHSTHE,
CYIIHOCTb u MeXaHU3MbI
(hopmupoBaHus SI3BIKOBBIX
CTEPEOTHIIOB; CIOCOOBI

MMPCOAO0JICHUA A3BIKOBBIX U PEYEBBIX
6aprepoB, CTPYKTYPY

croco0a TBOPYECKOH IesATeTbHOCTH
KYPHAJIHCTA,; (baxTopsl,
OIpeIeISIFOLINe Kpyr
npodeccHoHANBHBIX 00sI3aHHOCTEH

JKypHaIUCTa W MX  COCTaB;
MPUHIUITEI TUTAHUPOBAHUS
MacCOBBIX HH(POPMAIIMOHHBIX
MMOTOKOB, BHUJBI IUIAHOB, XapakTep
OpraHu3aTOPCKOM paboTht
KYPHAIIHCTA, MIPHUHITUIIBI
PENaKTUPOBAHUS MATCPHAIIOB IS
CMU, OCHOBHbBIE HCTOYHUKH
HHPOpPMALINY; MPUYHHBI,
BBI3BIBAIOIIHE YKAHPOBYIO

CrygeHT yMmeeT TpaMOTHO H
PO eCcCHOHANTBEHO

MIPOAHAIU3NPOBATh  KOHKPETHBIN
KYPHAITUCTCKUN Marepuar,;
COCTaBUTbH 3a5BKy Ha TEMY CBOETO
BBICTYIIJICHUS B CMU;

CIUTAHMPOBATh TBOPYECKHUH aKT B
[EJIOM M €r0 OT/C/IbHBIC ONEpallny;
OpeANPUHUMATH HEOOXOIUMbBIC
npoQeCCUOHANbHBIC ACUCTBHS IS
OCYIIECTBIICHHUS OPTaHU3aTOPCKON
JESITETIbHOCTH;  OXapaKTepU30BaTh
OCHOBHBIC  JKaHPOBBIE  MOJEIHU
TEKCTOB W OCHOBHBIC TEXHOJOTHH
TBOpPYECTBA B TOM WJIH HHOM YKaHPE;
MIPOAHAIU3UPOBATH YKAHPOBEIH
COCTaB MaTEPHAIOB IPEAJIaracMoro
HOMEpa W KOHKPETHBIA MaTepHa
OMPEICIIEHHOTO aHPa; BBIIIOJHHUTE
PEMAKTOPCKYIO pabOTy; OCMBICIUTh
COOCTBEHHBIN OIBIT PabOTHI B TOM
WA WHOM JKaHpe;, MOTHBHDPOBATH
BEIOOD COOTBETCTBYIOILUX
npoeccHOHAbHBIX ~ IIaroB €
MPaBOBON U 3TUYECKOMN CTOPOHBI
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TuddepeHIraIuo
JKYPHAITUCTCKOTO TBOPYECTBA.

10.

Ilepeuensv 8onpocoe 01 NOO20MOBKU K 3auemy ¢ OYeHKO

Omnepannu ¢ noxkymeHntamu. Coznganue nokyMeHTOB. Illabimonbl 1oKymMeHTOB. Tumbl
mabaoHoB uMeH (aitoB. Co3maHue JOKYMEHTOB Ha OCHOBE IIaOJIOHOB. PexuMel
COXpaHEeHHs JOKYMEHTOB. Vcronp30BaHne maposieil CAaHKIIMOHUPOBAHHOTO JJOCTYTIA.

Onepanuu ¢ TekctoM. Pabota ¢ ¢dparmenramu Tekcra. Bwimenenue QparMeHTOB.
Komnuposanue, nepemenienne u ynaieHue (pparmentos. Vcrnonb3oBaHne KiIaBUATYPHBIX
KJIaBUIII U KOMaHJ MCHIO.

ABToMaru3zanus paboThl C TEKCTOM. ABTO3aMeHa U ABTOTEKCT. XPaHEHHE 3JIEMEHTOB.
Omnepanmu ¢ 3eMeHTaMu aBTOTeKcTa. [lorck ¢pparMeHToB TekcTa. PacimpeHHbIi TOUCK.
ITpoBepka opdorpadun. Co3manue mNoOIb30BATENBCKUX cioBapeid. IlpeaBaputenbHbIi
IIPOCMOTP NOKYMEHTA.

@opmarupoBanue JokyMeHTa. OCHOBHBIE dTambl (OPMATHUPOBAHUS JOKYMEHTA.
®opmatupoBanue cumBoiioB. lllpudroBoe Boiaenenue tekcta. KomupoBanue dopmara.
®opmarupoBanune ab63ama. IlpaBuna dopmatupoBanusa. OOpamieHne W 3alOJHEHHE
Tekcta. l3MeHeHue peructpa s BblIeJIeHHOro (parmenta Ttekcra. CHHCKH AJis
oopmienus nepeuncieHuii B Tekcre. CrocoOsl (hopMaTUPOBAHUS CIIHCKOB.

®opmaTtupoBaHue 10KkyMeHTOB. Ctuin nokymeHTa. I[Ipocmotp cnmcka cruneit. Co3nanue,
ylaneHue cruiaed u3  coucka. PopMmaTupoBaHME TEKCTOB  Ta3eTHOTO  CTHIIA.
®dopmarupoBaHue TEKCTa IO KoJOHKaM. IIpeoOpa3oBaHue Tekcra [IOKyMEHTa B
KOJIOHUaThll ¢opmar ¢ ykazaHHoro Mecta. OCHOBHbIE CpeAcCTBa U  IpaBUia
dopmatupoBanus. Hymepanus crpanuil.

Co3manme TaOmur. OcHOBHBIE dJiIeMeHTHI Ta0auiel. CrocoObl co3maHus TaOJIHII.
[TpeoOpa3zoBanue TekcTa B Tabnuiy. [lepememnienue no tadnuie. Onepanuu ¢ 3JeMeHTaMu
tTa0ymbl. M3MeHnenue cCTpykTypsl Tabmui. @dopmartupoBaHHe TaONHI], COACPKHUMOTO
sggeek. Vcmoip30BaHne CTHIIEH B TAOIHUIAX.

CocraBable 1O0KyMeHTHI. Crnenuduka cOCTaBHOTO JOKYMEHTAa U CIOCOOBI €r0 CO3/JIaHMS.
BHenpeHHble u cBsa3aHHbIE 00BEKThI. Co3/1aHuE, pEIaKTUPOBAHHUE, TPOCMOTP OOBHEKTOB.

Pa6ota c rpadukoit. BeraBka rpaduueckux xiaumnos. MMnopt rpaguueckux oObEKTOB U3
¢aiinoB. Co3znanue rpapuyeckux o0bekToB cpeactBamMu Word. OcCHOBHBIE JEUCTBUS C
rpa¢u4ecKkuMu 0ObEKTaMHU.

HmnopT n3o0paxeHuit B BUE 1e0ro rpadudeckoro Qaiina, B BUIe 4acTu rpaduueckoro
n3o0paxenus. PenakrupoBanue pucynkos. [lanens «PucoBanne». Komanas! st paboTsi ¢
rpadpuueckumMu  ob6bekTaMu. OCHOBHBIE JEUCTBHS C Tpa@UUeCKUMH OOBEKTaMH.
[Tono>xeHue Ha cTpaHHUILE.

PabGora co ctumsamu TCKCTA, CO3MaHNUC aBTOCOLCPIKAHUS. COSI[aHI/Ie U PCAAKTUPOBAHUC
KOJIOHTUTYJIOB, CIIUCKOB, CHOCOK U HpI/IMeanHfl.

Illkana ouenueanusn
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OrneHka pe3yabTaToOB MIPOU3BOIUTCS HA OCHOBE OayutbHO-perTuHToBOM cuctemsl (bPC).
Ucnonws3zoBanne BPC ocymiecTBisieTcsi B COOTBETCTBUU € IIpUKa3oM oT 28 aBrycra 2014 r.
Nel168 «O npumeHneHnn 0aTbHO-PEUTHHTOBOM CHCTEMBI OIICHKU 3HaHHH cTyaeHTOBY». BPC mo
JUCLUIUIMHE OTPaXXeHa B CXEME PacueTOB PEHTHHIOBBIX 0AJUIOB (Jjajiee — CXeMa pacueToB).

Cxema pacuetoB chopMHUPOBaHA B COOTBETCTBUU C YU€OHBIM IIJIAHOM HaIPaBIICHUS,
COI'JIACOBaHA C PYKOBOJIUTENEM HAyYHO-00Pa30BaTEILHOTO HAPABIICHUS, YTBEPKIeHA
nexkaHoM Qaxynpreta. CxeMa pacyeToB JOBOJUTCS 10 CBE/ICHUS CTYJIEHTOB Ha IEPBOM
3aHSTHUU 110 JaHHOW JucuuIuinHe. CXeMa pacyeToB sIBJISETCS COCTaBHOM 4acThio paboueit
POrpaMMbl TUCIUIUIMHBI U COAEPKUT HH(OPMALIMIO MO0 U3YYEHHUIO TUCHHUIUINHBI, YKa3aHHYIO
B [lonoxenuu o OamTbHO-pEHTHHIOBOI cUCTeMe OlIeHKH 3HaHui oOydatonxcs B PAHXul C.

Ha ocxHoBanuu 1. 14 IonoxxeHust o 6auIbHO-PEHTUHTOBOM CUCTEME OIEHKH 3HAHUI
oOyuaromuxcst B PAHXul'C B nHCTUTYTE NpUHATA CIIEAYIONas [IKala IEPEBOIa OLEHKH U3
MHOT00aJUIbHOM CUCTEMBI B MATUOAIIBHYIO:

Pacdet uTOroBoii peUTHHIOBOM OLICHKU

Tabnuua 6
KoJsmmyectBo 6a/110B Ouenka
NMPONUCHIO OyKBoOil
96-100 OTIMYHO A
86-95 OTIMYHO
71-85 XOpOIIO C
61-70 XOpOIIIO D
51-60 YIIOBJIETBOPUTEIHHO E
4.4, Memoouueckue mamepuannl
Onucanue cucmemsol oyenueanun
Taonuua 7
Oyenounvle Toxasamenu Kpumepuu oyenxu
cpedcmea OYEHKU
(dhopmwi
meKywezo u
NPOMENCYMOUHOS
0 KOHMpOJis)
VYerHbli onpoc KoppexTtHocTh 1 [TonHelil, pa3BepHYTHIH U NOJKPEIUIEHHBIH SI3bIKOBBIMU
(HO BOIpOCaM I IIOJIHOTa OTBETOB npumMepamMmu OTBET — 2 Oamna

Hemnomnxerii otBer — 1 Oamn

YCTHOTO OMpoca ’
HegepHsrit otBeT — 0 6anios

Ha CEMHUHAPaX)

3amuta npoektoB | [IpesenTtauus no uroram | IIpesenTanust BoimoiHeHa 6€3 omboK — 25 GanioB

pa3paboTKy MpoeKTa
IIpe3eHTanys BEINOIHEHA NOTHOCTBIO, HO OTAEIBHBIE

Q)paFMCHTBI Mpe3CeHTaluu COACPIKAT OIIII/I6KI/I, 3allUIICHBI HE

3alIyIIcHa Ha

CEMHHAPCKOM 3aHITHU
BCE MO3UIMH Mpe3eHTaIi — 15 6amios

3amanne He BhITOJIHEHO — 0 O0ayToB

TectupoBanue [IporeHT mpaBUIBLHBIX Menee 60% — 0 6ammoB
OTBETOB Ha BOTIPOCHI 61 — 75% — 6 GamoB
TecTa 76 —90% — 8 GamioB

91 —100% — 10 6ayu1oB
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3auer ¢ oueHkod | KoppexTtHocTh 1 [TonHBIA WILTIOCTPUPOBAHHBIH OTBET U 3AIIUILICHHBINA IPOEKT — 8
MOJIHOTA OTBETA C 6asioB
oropoii Ha HemnomnHblii OTBET C 3alIMIIEHHBIM IIPOEKTOM — 6 0aJIOB
TE€PMUHOJIOTMUECKHUH HenomnHelii oTBeT M HetopaboTaHHBIN NpoeKTa — 3 Gasa
anmnapar AUCHUILTUHBI Henonnelii oTBeT 1 0TCyTCTBUE NpoekTa — 0 6amios

B cnyuae mpuMeHeHMsI QUCTAHLMOHHOTO PEXHMa MPOMEXYTOYHON aTTecTald OHa
IPOBOJIUTCA ClieAyromnM oopa3zom: ycTHO B IOT/MUChbMEHHO € TPOKTOPHUHIOM/ TECTUPOBAHHE
C IPOKTOPUHIOM. [J1s1 yCIIETHOTO OCBOSHMSI Kypca yJaleMycCsl pEKOMEHAYETCsS 03HAKOMHUThCS
C JINTEpaTypoH, pa3MeIeHHOH B pa3jeine 6, u marepuanamu, BeuioxkeHHbIMU B JIOT.

5. Meroauyeckue yKa3aHus 1Jsl 00y4al0IIUXCHA M0 OCBOEHUIO TUCHMILIHHBI

YcTHbI onpoc. ITOT BUA pabOThI MPETyCMOTPEH Ha CEMUHAPCKHX 3aHATUSAX U BKIIOYAET
B ceOsl OTBETHI Ha BOMPOCHI U OTBETHI MPHU MpoBepke 3amaHuii. CTyIeHTBl paclpeieisioT B
TpynIe BOMPOCHI M3 CIIMCKA BOMPOCOB JUIsI OOCYXACHHS B IUTAHE KaXKJIOTO CEMHHAPCKOTO
3aHsaTHSA. OTBET Ha BOMNPOC JIOJDKEH OBITh KpPAaTKHM, IO CYIIECTBY M, KaK MPaBHIO, HE
MPEBBIMIAIOIINM 3-X MUHYT MOHOJIOTHYECKOU peur. [ 0OTOBUTHCS K YCTHOMY OIPOCY MO TIaHaM
CEMUHApOB CIIEYET M0 CIUCKY OCHOBHOW U JOMOJIHUTENBHOU IUTEPATyphl. OTBET CTYy/IEHTA
HpI/I HpOBCpKe IIMCBMCHHOI'O JOMAIITHECTO 3aJaHUs U3 IJIaHa CCMI/IHapCKOFO 3AHATHUS SIBJISICTCS
Pa3HOBHUJIHOCTBIO YCTHOrO ompoca. Ha ceMuMHapCKuUX 3aHATHUSIX TakkKe MPEeTyCMOTPEHbI
JIOTIOTHUTEIIFHBIC, KpOME JOMAIIHEH padoThl, 3aJaHusl, COOSCeIOBAaHUE IO JOMOJHUTEIIBHBIM
BOIIPOCaM U JOMOJIHUTEJBHBIM 33JIaHUSIM Ha CEMHHAPCKUX 3aHSATHUSIX PACCMAaTPUBAETCS Kak
YCTHBIH OITPOC.

CaMocTtosTenpHas BHEAYJUTOPHAS padoTa Mo JUCIHUILTAHE TPEyCMaTPHBACT:
1) paspaboTka mpoekTa (MakeT Ta3eThl//KypHajaa) B TBOPYECKOW TpyIe C MOCIEAYIOMICH
MyOJTUYHOM 3aIIUTON MPE3CHTAIIMH MTPOEKTA.

3ammTa npoekToB. CTYAEHTHI pacHpeeIsIOTCsl Ha TBOPUYECKUE TPYIIIBI 110 5 YEI0BEK U
CaMOCTOSITENILHO TOTOBAT MPOEKT NMEPHOANYECKOr0 M3AaHUS 110 CAaMOCTOSATENIbHO BHIOpaHHON
temaTuke. [lo MarepuanaM 3Toi pabOThI CTYIEHTHI TOTOBAT MPE3EHTALUIO-0TUET, C KOTOPOU
BBICTYTAIOT Ha MMyOJIMYHON 3aIUTE IPOEKTa HAa CEMUHAPCKUX 3aHATUsAX Ne 3-4. PernmamenT st
3aIlIUTHl IIPOEKTa — 15 MHMHYT. YYacTHUKHM INPOEKTHOM TPYyNIbl IOIY4YarOT OJMHAKOBOE
KOJINYECTBO 0aJIIOB 3a 3aIIUTY NPE3eHTAllMU-TIPOCKTA.

Bonpocul ona camonposepku:
Tema 1. Cospemennniit nepconanvuwlit Komnviomep. Cocmag u Ha3HaueHue 0CHOGHbIX
ycmpoiicme. Texnuka dezonacnocmu npu padome ¢ KOMRbIOMEPOM.

1. [TepBoHaYaTEHOE 3HAKOMCTBO C KOMITBIOTEPOM.
2. N3yueHre KOMIOHEHTOB KOMITBIOTEPA.
3. Onepannonnas cucreMa Windows. 3HaKOMCTBO C UHTEP(EHCOM.

Tema 2. IIpozpammnoe obecneuenue komnovromepa. Onepayuonnsvie cucmemot. Hx
nasznauenue. Daiinosas cmpykmypa.

1. 3amyck U 3aBepleHHe padoThl MpuiokeHuid. Pabora ¢ okHamu.

2. Cranpaptable nporpaMMbl Windows: TeKCTOBBIN penaktop biiokHOT, rpaduueckuit
penakrop Paint, Kanekynsrop.

3. Cosznanue u coxpaHeHue (Hhauos.

4. PaGora co cripaBoYHOI CHCTEMOI U MEHIO TIPOrPaMM.

5. ®opma OTYETHOCTH: Pe3yJIbTaT CAMOCTOSITEIbHON pabOThI MPOBEPSETCS HA 3aUeTe.

OreHuBaeTCs CKOPOCTh MeYaTaHus U 0e30MMnO0YHOCTh Habopa.
Tema 3. @ynkyuu u 603moxncnocmu onepayuonnou cucmemvt Windows. Ocnoenoie
nonamus. Cragnaptasie nporpamMmmbl Windows. CripaBounas cuctema Windows. [Touck
¢aiinoB 1 Narnox .
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1. [Tporpamma IIpoBomuuk. 3amyck. PaboTa ¢ mepeBom mamnox.

2. Co3nanne HOBBIX narok. KonupoBaHue, nepeMMeHOBaHKE, IEPEMEILICHNE, yIaICHHE
(aiIoB M MarnoK.
3. CgoiictBa ¢aitna. Pabora ¢ rpynmoii aiinos. Pabora ¢ cereBsiMu nankamu. Padora ¢

BHEIIHUMH HOCUTENISIMU UH(OpMaIUH.
Tema 4. Cnenoit 0ecamunanbyegvlii Menoo neyamu Ha KOMnovlomepe
1. HcTopust MalimHOMKCH.

2. [TpaBuiia paboTHI Ha KJIaBHAType OYKBEHHOTO U I poBoro Habopa. Crnenoi
JECSATUNANIBLEBbII METO/1 U UCTOPHS €r0 CO3aHMUsI.

3. Pacnonoxxenue knasum. [lo3unuu npaBoi U J1I€BOM PyK.

4. Pacnipenenenue kiaBuil MeXIy NaibllaMHU.

5. BapuaHTs! KlTaBUATYpHBIX TPEHAKEPOB.

Tema 5. /lenonpouszeoocmeo. Texcmoeswtii npoyeccop Word.

1. O6mue npaBwuiia opopMIICHUS PA3TMYHBIX HAOOPHBIX PabOT U CITY)KEOHBIX
nokymeHToB. [IpaBmna opopmnenns BKP u kypcoBbIx.

2. Coznanue u pelakTHPOBaHHUE JOKYMEHTA.

3. Pabora ¢ cymiecTByOnmM J0KYMEHTOM.

4, Wurepdeiic Microsoft Office Word 2010. JlenTa, Bkinaaku, rpymmbl, 3Ha4ku. [TaHens

obIcTporo goctyna. Hacrpoiika napamerpos nporpammsl. HacTtpoiika nntepgeiica padbouero
OKHa.

S. CrpykTypa 1okyMeHTa. BBox TekcTa. Y cTaHOBKA BbIpAaBHUBAHMS, OTCTYIIOB U
UHTEPBAJIOB B ab3amax. Pabora ¢ pparmenramu Tekcra. [Touck u 3amMmeHa pparMeHTOB TEKCTA.
Pacmmpennsiii nouck. Komnupoanue, nepemenieHue u yaajaeHue GpparMeHToB TEKCTa.
[IpoBepka opdorpadun. ABrozameHa, Ha3HauUEHHE CIMCKa aBTo3aMeH. [IpeaBapuTenbHbIN
IPOCMOTP JOKYMEHTA.

6. BcraBka HOMEPOB CTpaHULL, AATHI CO3/IaHMS JOKYMEHTa. BCcTaBKa pa3pbIBOB CTPAHMUIIBL.
7. OneMeHTs! GopMaToB 10KyMeHTa. PopMaTHPOBAaHUE TEKCTa HA YPOBHE CHMBOJIOB.
dopmaTHpoBaHUE TEKCTA HA ypoBHE ab3aneB. PopmaTupoBaHue no oopasuy. Cruin.
Pabora co ctunamu nokymenTta. [IpocmoTp civcka ctuieil. PopmaTtupoBaHHe CTPAHULIBI.

8. OOpamienue u 3anoHeHue TekcTa. Vi3MeHeHne peructpa i n300paxeHus: OykB.
Criucok. Tunsl ciuckos. @opmaTupoBanue cnuckos. Micnonb3zoBanue Tadynsaropo. KonoHku.
[TapameTpsl cTpanuibl. 3a1aHUe TAPaMETPOB CTPAHUIIBI.

9. KosoHTUTYIIBI, CHOCKM U IPUMEUYaHUs: Ha3HaYeHUE, BUJIbI, CIIOCOOBI CO3/IaHMSL.
Co3zanue npe3eHTaIuu

Tema 6. Penaxkrop npesenraunii Power Point

1. 3anyck Microsoft Power Point

2. Br160op crioco6a co3nanust mpe3eHTalnuu

3. Co3zanue nmpe3eHTaIu ¢ moMoIiso Macrepa ABTOCOIepKaHUSI.
4, PenaktupoBaHue TeKCTa Npe3eHTaluu

5. Pexxumsl mpocmoTpa

Pabora ¢ npe3enTanuei

6. Co3znanue npe3eHTaIu ¢ MOMOIIBIO MadioHa 0hOopMIIEHUS
7. BBoj TekcTa B ciiain

8. Co3sanue ciaiaga

9. BceraBka cnaii1oB U3 Apyrux npe3eHTauuin

10. Peopranmzarus cinaiioB B mpe3eHTaIuN

11. BBoj 3aMeTOK Kk ciaaiimaM

12. Co3zmanue manku st COXpaHEeHHS TPE3eHTAIUN

BcraBka nH(pOpMAINKN B MPE3EHTAIUIO

13. HN3menenne makera ciaiiga

14, BcraBka knuna

15. N3MeHeHue pa3mMepoB pUCyHKA
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16. N3meHenne 11BeToB pUCyHKa

17.  BcraBka u popmaTupoBaHue TaOIHIIBI

18. BcraBka Ttabmunsr Microsoft Word

19.  Bcraska auarpammsl Microsoft Excel

20. BcraBka u popmatupoBanue auarpammbl Microsoft Graph
21. BceraBka n MoguduKaius opraHu3aiOHHON TUarpaMmbl
22. BcraBka nu MoauduKamus aparpaMmMbl

23. BcraBka pucynka

[IpomexxyTounas arrecraius B cucteMe JIOT. KoHcynbTranusa K 3a4eTy OpolaeT B BUJIE
oHnaifH-BcTpeun B mnpwiokenuun Office 365 «Teamsy». [lpunoxkenue pekoMeHayeTcs
YCTaHOBUTH JIOKaJTbHO. CTYJICHT TOJDKEH BOMTH B CUCTEMY C ITOMOIIIBIO YueTHOM 3amucu Office
365 PAHXuI'C, uTo6s1 006ecrieunts 6a30BYIO MPOBEPKHU JIUIHOCTH.

3ader OyneT MpoXoauTh B (pOpME YCTHOT'O OMpOca MO CIUCKY BOMPOCOB JJIs 3a4eTa W
BBITIOJIHEHMSI OJTHOTO TIPAKTUYECKOTO 3aJIaHHUS.

Jns obecrieueHns BUICO- U Ay IMO CBSI3U HAa MEPOTIPUSTHH CTYJICHT J0/HDKEH UMETh KaMepy
U MUKPO(]OH, MOJKITIOYCHHBIE K €T0 MePCOHATHFHOMY KOMITBIOTEPY, IIAHIIET WM CMapTHOH.

OtcyTcTBUE y CTyIEHTa TEXHHUYECKMX BO3MOXKHOCTEH paccMaTpUBaeTcs Kak
yBaXuTeIbHas npuyuHa. [Ipu 3TOM Cpoku mpoBeaeHUs 3a4eTa MOTYT OBITh NIEPEHECEHBI 110
3asIBJICHUIO CTyJI€HTa Ha UMs JekaHa (akynbTeTa Ha IMEPHOJl MOCie OKOHYAHUS pPeKuMa
MMOBBINIICHHOM TOTOBHOCTH.

3a 10-15 MuHYT A0 YyKa3aHHOIO BPEMEHU Hauajaa MEpONPUSITHUS CTYICHT JOJKEH BBITH HA
cBs13b. EMy HEOOXOIMMO MPUTOTOBUTH MACTIOPT JUISA UACHTH(PUKAIIUN JTHIHOCTH.

B xome mnoaroroBku oOTBeTa CTYACHT JOJDKEH BKJIIOYUTH CBOM MHUKPO(OHBI U
BUJIeOKaMephl. Bugeokamepy He0OX0AMMO HAMPABUTH TAK, YTOOBI OBLITH XOPOIIO BUAHBI JTUIIO
U pyku cTyaeHTa. CTyIeHT JOJDKEH ClIeI0oBaTh PEeKOMEHAAINSM MIPEenojaBaTes.

B ciuywae ecim nedcTBHS  CTyJIE€HTa HE JAIOT BO3MOXKHOCTH IPEMNOIaBaTEIIo
KOHTPOJIMPOBATh MpOIlecC T0OPOCOBECTHOTO BBIMOIHEHHSI CTYACHTOM 3aJaHUil mocie
MOJIYYCHUS] 3aJlaHusl Ul 3a4eTa, IpenojaBaTesib MMEET MPaBO BBICTABUTH OICHKY «HE
3a4TEHOY.

B ciyuae cOoeB B paboTe 000pyaoBaHUsI WM KaHalla CBSI3M Ha MPOTsDKEHUU Oosiee 15
MHUHYT CO CTOPOHBI MIPEMOIaBATENS TUOO0 CO CTOPOHBI CTYIEHTA, MPENOIaBaTENbh OCTABIISET 3a
co0o¥ TpaBO MEPEHECTH NMPOBEIACHUE UCTIBITAHUS Ha IPYTOH JCHb.

[TopamMuNBbHBIN COMCOK MOATPYII JIJIs aTTECTAllUU OTJIANIAeTCs MOCIEe KOHCYNbTAUU K
3a4ery.
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6. YueOHas suTepaTypa u pecypcbl HHPOPMAITHOHHO-TEJIeKOMMYHUKAIUOHHOM ceTH
«HTepHeT», BKIIOYAS NMepedyeHb YUeOHO-MeTOANYeCcKOro odecrneyeHus st
CaMOCTOSITEJIbHOH Pa0d0ThI 00Yy4aIOIIUXCH 0 JUCHMUILIIMHE
6.1. Ocnoenas numepamypa
1. BonkoBa M.B. Madopmarnka jyisi ryMaHUTApUEB: YICOHUK U TIPAKTUKYM IS
akajgeMudeckoro OakamaBpuara. — MI'Y. — Dnektpon. nan. — M.: FOpaiir, 2016.
(http://idp.nwipa.ru:2048/login?url=http://www.biblio-online.ru/book/170F1E70-CC31-47

C1-B77C-393F07613B2D)

6.2. /lononnumenvnaa numepamypa

1. Anemmn, Jleonna Uneny. Komnetotepusiit Buaeomontax / JI. . Anemun. - M. : DOPYM,
2016.-175c.

2. 3narononsckuid, JImutpuit Muxaiinosud. 1700 3ananunii mo Microsoft Excel. — CII6.:
BXB-Iletepoypr, 2016.
(http://idp.nwipa.ru:2048/login?url=http://ibooks.ru/reading.php?productid=18395)

3. JInoiin, Men. Cosnait coit Be6-caitt ¢ momompsio HTML u CSS. — CIT6.: ITutep, 2013.
(http://idp.nwipa.ru:2048/login?url=http://ibooks.ru/reading.php?productid=338618)

4. Makaposa H.B. [Ipaktukym no uapopmatuke [ DIeKTpOHHBINA pecypc]: yueo. mocodue s
By30B. — CII6.: [Tutep, 2012.

5. CremanoB, Anaronuii Hukonaesny. Unpopmaruka: 6a30BbIil Kype AJisi CTYI€HTOB
TyMaHUTap. CHEIUAIBHOCTEH BBICII. yuel. 3aBeIeHUui: [y 6aKaliaBpoB U CIICIUAIHUCTOB]. —
CIIG.: ITutep, 2015.
(http://idp.nwipa.ru:2048/login?url=http://ibooks.ru/reading.php?productid=344869)
6.Po6con, Dmmzader. M3yyaem HTML, XHTML u CSS, 2-¢ uzn. — CII6.: [Tutep, 2014.
http://idp.nwipa.ru:2048/login?url=http://ibooks.ru/reading.php?productid=342692

6.3. Yueono-memoouueckoe obecneuenue camocmoamenvHoil padomol

C31Y pacnonaraer JOCTYIIOM 4Yepe3 caiiT HayuyHo# oubnmorexu http://nwapa.spb.ru/ x
CIIETYFOIIMM TIOMACHBIM JICKTPOHHBIM PECypcam:

Pycckoazviunsle pecypcot
Onexmponnvle yuebHuKuU HEKTPOHHO - 6nbanoTeuHoi cucremsl (3bC)  «AHOyKe»
Onexmponnvle yuebHuKu 3eKTpoHHO — 6ubmmoteynolt cuctemsl (ObC) «JIanb»

HowbhE

Hayuno-npaxmuueckue cmamvu no punancam u menedxcmenmy Mznatenbckoro poma

«bubaunoreka I'pedbeHHUKOBAY

5. Cmambvu u3 nepuooudeckux u30aHull N0 0OWEeCmEeHHbIM U 2YMAHUMAPHBIM HAYKAM
«HcT - Bbro»

6. Onyuxnoneouu, cnosapu, cnpagounuxu «PyopuKon»

7. Ilonnvle mekcmuvl Ouccepmayuti u asmopeghepamog JiekTpoHHass bubdauorexa
Mucceprauuii PI'b

8. Amnenoasviunvie pecypcol

9. EBSCO Publishing - oocmyn x myrsmuoucyuniunaproim noinomekcmosvim 6azam
OGHHBIX PA3IUYHBIX MUPOBLIX U30AMENbCE NO Ou3Hecy, IKOHOMUKe, QuHaHcam,
byxeanmepckomy yuemy, SYMAHUMAPHbIM U eCMeCmeeHHbIM 00NacCmaM 3HAHUL,
pegepamam u NOIHLIM MEKCMAM NYOIUKAYUU U3 HAYYHLIX U HAYYHO-NONYIAPHBIX
JHCYPHANOB.

10. Emerald-  xkpynnetiwee muposoe uzdamenvcmeo,  cneyuanusupyioujeecs —Ha

NEKMPOHHBIX HCYPHANAX U 6a3aX OAHHBIX NO IKOHOMUKE U MeHeoxwcmeHnmy. Hmeem

20


http://idp.nwipa.ru:2048/login?url=http://www.biblio-online.ru/book/170F1E70-CC31-47C1-B77C-393F07613B2D
http://idp.nwipa.ru:2048/login?url=http://www.biblio-online.ru/book/170F1E70-CC31-47C1-B77C-393F07613B2D
http://idp.nwipa.ru:2048/login?url=http://ibooks.ru/reading.php?productid=18395
http://idp.nwipa.ru:2048/login?url=http://ibooks.ru/reading.php?productid=338618
http://idp.nwipa.ru:2048/login?url=http://ibooks.ru/reading.php?productid=344869
http://idp.nwipa.ru:2048/login?url=http://ibooks.ru/reading.php?productid=342692
http://nwapa.spb.ru/

sw

©ooNe

cmamyc — OCHOBHO20 — UCMOYHUKA — NpogeccuoHanvHou  ungopmayuu O
npenoodasameiiell, ucciedogameinell U CNeYuaIucmos 8 001aAcCmu MeHeONCMeHma.
6.4. Hopmamueno npaeoevie 00KymeHmol
[Ipu u3yueHUN TUCIUTUTMHBI HOPMATHBHO-TIPABOBHIE IOKYMEHTHI HE HCIIOJIB3YIOTCS

6.5. Humepuem-pecypcol

Bo03MOXHO MCIOIB30BaHUE, KPOME BBIIIEIIEPEUNCIIEHHBIX PECYPCOB, U APYTUX 3JIEKTPOHHBIX
pecypcos cetn IHTepHeT.

DJIeKTpOHHAs BEPCHUS pOCCUICKOro *)ypHaia « Kypuamuct» http://www.journalist-virt.ru/
bubmuoreka Ilentpa »skcrpemanbHOl >kypHamuctuku Coroza kypHamuctoB Poccun
http://www.library.cjes.ru/

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

bubnuoteka HEOPUITNATHEHOTO cairta dakynbTeTa KYPHATUCTUKHU MIY
http://www.journ.ru/library/
Jlo30BCKHit b.H. Kypnanucruka: KpaTKHil CJIOBaph

http://www.eunnet.net/win/metod_materials/jdictionary/

Caiit dakynprera )xypHamuctiku BI'Y http://www.zhurfak.edu.by/

MemuaCrpyt http://www.mediasprut.ru/

Bceemuphas razetHas accouuarus http://www.wan-press.ru/)

IMopran  mHayuneix  wuccienoBanuii  CMUM  dakynprera  xypHanmuctukn ~ MIY
http://www.mediascope.ru/

. UHCcTHTYT pa3suTus npecce http://www.pdi.ru/
11.

Wucrturyt oitarepa http://poynter.ru/

6.6. Hnole ucmouynuxku
[Ipu n3ydeHnu AUCHUIUIMHBI UHBIE HICTOYHUKH HE UCTIOIB3YIOTCS

7. MaTepuajbHO-TeXHHYECKasi 6a3a, HH(POPMAIIMOHHBIE TEXHOJIOTHH, IPOTPAMMHOE
obecrieyeHre 1 MHPOPMANMOHHbIE CIPABOYHBIE CHCTEMBI

Kypc BritouaeT ncrnosb3oBanue nporpaMmmHoro odecriedenust Microsoft Excel, Microsoft
Word, Microsoft Power Point, Adobe Indesign, Adobe Photoshop /ij1st TOATOTOBKH TEKCTOBOTO
¥ TaOJIMYHOTO MaTepHaia, rpadMuecKuX HILTIOCTPALNil, MAKETOB BEPCTKH U T.]I.

Metoapl 00y4eHHs IPEATONararoT UCTIOIF30BaHNE HHPOPMAIIMOHHBIX TEXHOJIOTUI
(KOMITBIOTEPHOE TECTHPOBAHUE, ICMOHCTPAIIHS MYJIbTUMEIHIHHBIX MATEPHAIIOB).

3anelicTBOBaHbI VIHTEpHET-CEPBUCHI M IIEKTPOHHBIE PECYPCHI (TOUCKOBBIE CUCTEMBI,
JJIEKTPOHHAS M0YTa, MPOPECCHOHATBHBIC TEMATHUECKHE YaThl U (POPYMBI, CHCTEMBI ayIHO U
BU/1€0 KOH(EpeHIMi, OHJIaiH SHIUKIIONENH, CIPAaBOYHUKH, OMOINOTEKH, DIIEKTPOHHBIE
yueOHbIE U y4eOHO-METOMUECKHE MaTEePUAIbI).

Komnbrorepubie 1 HHGOPMALMOHHO-KOMMYHHKATHBHbIE CPeCTBA.
Texnuueckue cpeacTasa o0y4eHusl.

Taonuya 9
Ne HanmenoBanmue
/1
1. Crneuuanu3upoBaHHble 3ajbl s TMPOBENCHUSA JICKIHH, 00OpyIOBaHHBIC

MYJbTUMEAUNHON TEXHUKOM, TIIO3BOJIAIONIEN JEMOHCTPUPOBATH IPE3CHTALUA U
[IPOCMATPUBATh KMHO U BUJEO MATEPUAIIBL.

2. Crneuuanu3upoBaHHass MeOellb U OPrCpesiCTBA: ayJAUTOPUU U KOMIIbIOTEpPHBIE
KJ1acchbl, 000py/1I0BaHHBIE OCATOYHBIMH MECTAMHU
3. TexHuueckue cpencra ooyuenus: IlepcoHalibHble KOMIBIOTEPHI; KOMIIBIOTEPHBIE
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MIPOEKTOPHI; 3BYKOBbIE THHAMHKH; POrPAMMHBIC CPEICTBA, 00CCIICUNBAIOIINE TPOCMOTP
Buzeodaitnos B popmatax AVI, MPEG-4, DivX, RMVB, WMV.
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