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COILEPKAHHUE

1. IlepeyeHb TIUTAHMPYEMBIX PE3YJIbTATOB OOYy4YEHHUS MO AUCIUILIUHE,
COOTHECEHHBIX C IUTAHHUPYEMBIMHU pe3yJIbTaTaMH OCBOCHHUSI 00pa30BaTeIbHOM
TIPOTPAMMBDBI ....vvvieeeeeitteeeeseibeee e e s e snbneeeeeenneees Omubka! 3aknaaka He onpegesieHa.

2. O6bem u MecTo AucHUILTUHBL B cTpykType OIl BOOmmoOka! 3akinaaka He onpeeseHa.

3. ConeprkaHue U CTPYKTypa JucHUILIUHGI .. Ommudka! 3akiaaka He onpeaesieHa.

4. Marepuansl TEKYLIErO KOHTPOJIS ycneBaeMocTH o0ydaromuxcaOmudka! 3akiaaka He onpeng
5. OneHOYHbIE MaTEepUAJIbl TPOMEKYTOUYHOM aTTeCcTaluu 1Mo qucuuminieOQmmoka! 3akiaaaka He
6. MeToauueckre MaTepralibl 110 OCBOCHUIO NTUCHUILUIMHEIOmHUOKA! 3akiaaka He onpeaeseHa.

7. YuebHas nurepatypa U pecypchl HHPOPMAIIMOHHO-TEICKOMMYHHUKAIMOHHOM

CETHU MTHTEPHET ..vvvvveiiiiiiiie i ssiiieee e Omuobka! 3aknaaka He onpeaeseHa.
7.1. OCHOBHAS TUMEPAMYPA ... Omuodka! 3aknaaka He onpegeJieHa.
7.2. JIONOJTHATEIBHAS JIATEPATYPA ...vvenvreesns Ommoka! 3akiagka He onpenesieHa.

7.3. Hopmamuenvle npagosvie 0okymenmol u unasn npasosas ungopmayusOQumoka! 3akiagka He
7.4. HHMepHem-pecypCol............cccvvuveerriunen. Omuobka! 3aknaaka He onpegeseHa.
7.5. Hble UCTNOUHUKU «...oovvveeeeeeseeeieeeeeeeeenn Omuobka! 3aknaaka He onpeaesieHa.

8.  MarepuaibHO-TeXHHUYECKasi  0a3a, WHOOPMAIMOHHBIE  TEXHOJOTHH,
mporpaMmMHoe oOecrieueHre u nHpopMarmoHHbIe cripaBovYHbIe cucTeMbIOmmoKa! 3akiiagka He @



1. [lepeyeHb MIIAHUPYEMBbIX Pe3yJIbTATOB 00YUYEeHHS M0 JUCUHUILIMHE (MOTYJIIO0),
COOTHECEHHBIX € IVIAHUPYEMbIMH Pe3yJIbTATAMHU OCBOEHHsS 00pa30BaTeIbHOM

1.1 lucuuruimHa

b1.B.J1B.04.01

NPOrpamMmbl

«KomneroTepHblii  HabOp,  BepcTKa |

peIaKTHPOBAHUE» 00ECIICYNBACT OBJIAJICHUE CICAYIOMUMU KOMIICTCHIIUSIMU:
Komnerenuuu, ¢opmMupoBaHue KOTOPHIX 3aBEpIIACTCS B TEUEHUE HW3YYCHHS JaHHOM

JUCHUIIIIUHBL:
Taonuuya 1
Koo \Haumenosanue komnemenyuu Koo \Haumenosanue KoMnoHeHma KomnemeHyuu
KOMnemeHyuu KoMnonenma
KoMnemeHyuy
T1Kc-3 Cnocoben ocymectBisaTh|[IKC-3.1 CHocOOHOCTh ITPUBOJUTH JKYPHAIUCTCKUI
[PEIAKTOPCKYIO AEATEIBHOCTh C TEKCT ¥ (MJIM) IPOIYKT Pa3HBIX BUJIOB B
MCIIOJIb30BaHHEM COOTBETCTBHE C SI3bIKOBBIMH HOPMaMH
po(eCCHOHATHHBIX

KOMITBIOTEPHBIX ITPOTPAMM

1.2.B pe3ynbraTe OCBOCHUS TUCIHIUIHHBI Y CTYJCHTOB JOJDKHBI OBITH C(OPMHUPOBAHBI:

nonpaszaenenuss CMU

Tabnuya 2
OT®D/ mpyoosvie u Koo Peszyromamor 06yuenus
npogheccuonanvuvie KoMnoneHma
Oeticmeus KomMnemenyuu
e PabGora Han[[1Kc-3.1 Ha ypoBHe 3HaHUil:
COJIepKAHUEM ®  MPHHIHUIBI peAaKTHPOBaHUs MaTepuayioB s CMU
ny6nukanuit CMU Ha ypoBHe ymeHuit:
e Opramamus paboTHI MCKaTh W BRIOUPATh aJbTCPHATUBHBIC HCTOYHUKH HHPOPMAIIUH,

OCYIIECTBIISITH €€ IPOBEPKY

Ha ypoBHE HaBBIKOB:
®  PEIAKTOPCKOIl paboThI;

A4 pa6OTLI C TCEXHUYCCKUMH  CPCACTBAMU )KypHaHHCTCKOﬁ
JCATCIBHOCTH
2. O0beM M MeCTO TMCHHUIJIMHBI B ¢cTPyKTYpe OIT BO
Oo0bem aucuunaunbl. OOmEAs TPyJOEMKOCTh Kypca — 3 3adeTHbIX enuHun, 108

aAKaICMHUYCCKUX YaCOB.

I[I/ICL[I/IHHI/IHa PCaIn3yCTCs C IPUMCHCHHUEM JUCTAHIIUOHHBIX 06p330B3.TCJ'[BHLIX TEXHOJIOTHI

(manee — JIOT).

Tabauua 3

Bun paboThr

TpynoeMKocTb
(B akam.gacax)

Oo0wmast Tpy10eMKOCTh

108




KonrakTHas palorta c npenogasatenem 36
2 KOHCYJbTALUS
Jlexun 16

[IpakTryeckue 3aHATHA 20

JlaGopaTopHble 3aHATHS -

[IpakTuueckas mOAroTOBKa -

CamocrosiTe1bHast padora 72

KouTpons

DOpMBI TEKYILEr0 KOHTPOJIS YcrHblit onpoc, pedepar
Bua npomeskyToO4HOro KOHTPOJIS 3a4er ¢ OIeHKOH

Mecto aucuuniuubl. YueOHas aucrummHa (b1.B.JIB.04.01) «KoMmbroTepHsrii
Ha0Op, BepCTKa M PEJAKTHPOBAHME)» OTHOCUTCS K 00s3aTelbHBIM TUCHUIUIMHAM 0a30BOU
4acTH MNPOPECCHOHAIBHOIO IMKIa MOAroToBKH OakanaBpoB 42.03.02 <« OKypHamucTtukay.
Jucuuminza peanu3yercs Bo 2 CEMECTpE.

Jucuuninmza 3akiagpiBaeT TEOPETUYECKHM M METOJOJOTHYecKUid (pyHAaMEHT Jist
OBJIAJICHUST TMPOo(ecCHOHAIBHBIMU  muciIuinHamMu: “Texamka wu TexHomorus CMUN”,
“IIpodeccuonanpHas 3TUKA )KypHAIUCTa”, “OKoHOMUKA U MeHemKkMeHT CMI”, “Counonorus
KypHaMcTukn”, “lIcuxosorust )KypHalIuCTUKKU U Ap.

3HaHUA, YMEHHS U HaBBIKHU, IOJy4YeHHbIEe B Kypce «KoMmbploTepHbIi HAaOOp, BEPCTKA U
peIaKTUPOBAHUE»,  HUCIONB3YIOTCS  CTYJIEHTaMH  TPU  BBIMNOJHEHHWU  BBIMYCKHBIX
KBaJTM(DUKAIIMOHHBIX padOT U B IajbHEHIIeH IpakTUYECKOil paboTe.

JlocTyn K CUCTEME NHUCTAaHIMOHHBIX 00pa30BaTENbHBIX TEXHOJOTUH OCYIIECTBIIAETCS
KOKIBIM  OOy4YalolIUMCS  CaMOCTOATENbHO € J1I0OOro  ycTpoicTBa Ha  Imopraje:
https://Ims.ranepa.ru/. Tlaposib ¥ JOTMH K JTMYHOMY KaOMHETY / MPOQHIIO MPEIOCTaBIACTCS
CTYJECHTY B JieKaHaTe.

Bce dhopMBbI TekyIiero KOHTPOJIsl, IPOBOJIUMEIE B CUCTEME JTUCTAHIIMOHHOTO 00y4YeHUS,
OILICHUBAIOTCS B CHCTEME JUCTAaHIIMOHHOTO 00ydeHus. JIoCTym K BHIEO U MaTepraiaM JIEKIHi
IIPEIOCTABIISAETCS B TE€UEHHE BCcero cemectpa. JlocTyn K KaKJoMy BHAY paObOT U KOJIHMYECTBO
MONBITOK Ha BBIOJIHEHUE 3aJaHMs MPEAOCTaBISACTCA HAa OTPAHUYEHHOE BpEMs COTJIAaCHO
peryiaMeHTy AMCIHUIUIMHBIL, omyonukoBanHoMy B CJIO. IlpenonmaBatens oOIleHUBAET
BBIMIOJTHEHHBIE o0yuaronumcs paboTsl He no3anee 10 pabounx AHEH mocie OKOHYaHUs CpoKa
BBITIOJIHCHHS.

3. Conep:kanue M CTPYKTYpa JMCHUIIIMHBI

3.1 Yueono-memamuueckuii nian

Tabauua 4
Obvem Jucyuniunsl (MOOYs), uac. Dopna
Koumaxmmnas paboma
meKywezo
obyuarowuxcs ¢ COHNMDOTLA
Ne n/n Haumernosanue mem npenooagamesnem P -
Bcezo . CP ycneeaemocmu
10 8U0AM YYeOHbIX 3aHAMUL OMENCVIMOUHON
7 JIP/ | I3/ KCP pammecj;na uu
JioT | qoT | qor 4
Ounasn ¢hopma odyuenusn
CoBpeMeHHBIN
Temal | pepconanbhbiii 18 4 4 10 YO
komnbioTep. CocTaB u




Obvem Jucyunaunsl (MOOYIs), Yac. Dopa
Koumaxmmnas paboma
meKyuje2o
obyuarowuxcs ¢
Ne n/n Haumenosanue mem npenodasamenem KORMPOTR
Bcezo . CP ycneeaemocmu
N0 8UOAM YYEOHbIX 3aHAMUL L
JIOT | 4OT | JIoT
Ounasn ¢opma obyuenusn
Ha3HAYCHHE OCHOBHBIX
ycrpoiictB. TexHuka
0e30TacHOCTH MpH padboTe
C KOMITBIOTEPOM.
OnepalioHHBIC CHCTEMBI.
Tema 2. | Ix Ha3HauYeHUE. 18 4 4 12 YO, P
®dailioBas CTpyKTypa
DYHKIIMY U BO3MOXKXHOCTH
OTIEPAIIMOHHON CHUCTEMBI
Windows. OcHOBHEBIE
Tena 3. | TOHATHA. CrannapTHbIe 18 4 12 VO.P
" | mporpamMmbl Windows. ’
CrpaBo4Has cuctemMa
Windows. [Touck ¢aitnos
1 TaIoK
Crnenoit
Tema 4. | necATHUIIANBLEBLIA METO 18 4 4 12 VO, P
TeYaTH Ha KOMITBIOTEpE
JenonpousBonacto.TekcT
Tema 5. oBBIH mporeccop Word. 18 4 12 VO, P
PenaxTop npe3enrauunii
Tena 6. Power Point. PaGoTa B 18 4 12 VO, P
nporpammax Adobe
Indesign, Scribus
KOHTPOJIb
IIpoMexxyTouHas aTTecTaus 2% 3aueT ¢ oLeHKOH
Beero 108/81 | 16/12 20115 705
(akajgem.yac./acTPOHOM.YAC.): 4

2*- KoHcynbTaius BXOJUT B 00NN 00beM KOHTAKTHBIX YaCOB JUCITUTUIAHBI 2****
YO — yctHBI# o1poc

P — pedepar

3.2 Cooepircanue oucuyuniuml

Tema 1. Cospemennviii nepconanvuwlit Komnviomep. Cocmag u Ha3HaueHue OCHOGHBIX
ycempoiicme. Texnuka 6ezonachocmu npu pabome ¢ KOMRbIOMEPOM.

CoctaB W Ha3Haue€HHE OCHOBHBIX YCTpoiicTB. TexHuka Oe3omacHOocTH Ipu paboTe cC

KOMITLIOTCPOM. HCpBOHa‘{aJ'IBHOC 3HaKOMCTBO C KOMIIBIOTCPOM.

W3ydyeHre KOMIOHEHTOB KommbioTepa. OmnepannonHas cucreMa Windows. 3HAaKOMCTBO €
untepdeiicom. IIporpammuoe obGecriedeHune KommbloTepa. OnepanuoHHbIe cHcTeMbl. HMx
HazHayeHue. DaiinoBas CTPyKTypa. 3allycK M 3aBepuieHre padoTsl mpuioxeHuil. Pabora c
okHamu. CoznaHue M coxpaHeHue aiinoB. Pabora co crnpaBo4yHOHl cUCTeMOW U MeHIO
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nporpamm. CBoiicTBa (aitna. Pabora ¢ rpynmoii ¢aiinos. Pabota ¢ cereBsiMu mankamu. Pabota
C BHCIIIHUMH HOCUTCIAMU I/IH(I)OpMaL[I/II/I.

Tema 2. Ilpocpammnoe ovecneuenue komnvromepa. Onepayuonnsie cucmemolt. Hx
Ha3HnaueHnue. Daiinosas cmpykmypa

Ucropus mammuonucu. [IpaBuna paboTel Ha Ki1aBuaType OYKBEHHOTO U nudpoBoro Habopa.
Cienoil ecsITUNaIbLEeBbIi METOT M UICTOPHS €ro co3aanus. Pacnonoxenue kinasuul. [lo3ummm
paBod W JIeBOU pyK. PacmpenencHue KiIaBHIll MEXy majibllaMd. BapraHTHI KIaBHATYPHBIX
TpeHaxepoB. ONMHUCAHNE CUMBOJIOB U «TOPSYHMX KJIABHIID.

N3ydeHne KOMIIbIOTEPHOM KIaBUATYPHI.

Kupunnuya

OcHosHoli (BTOpoit) psin @BIBAII-POJIJKD.

BepxHuunii (tpetuit) psig MIIYKE-HI'THII3Xb.

Huxnuit (nepssiit) psax AYCMU-THBIO.

YeTBepThi psiji KJIaBUATYPhl — 3HAKU MPEIIUHAHUS.

Jlamunuya

OcnosHno#t (BTOpoii) psax ASDFG-HIKL.

Bepxnuii (tperuit) psn QWERT-YUIOP.

Hwxunii (nepssiit) pan ZXCVB-NM.

Bepxuuii peructp kinaBuatypsl, knasumia Shift.

[TpakTHyeckoe OBJIa/ieHWE U COBEPIICHCTBOBAHME TEXHHUKHU IEYATaHUS C HCIOJIb30BAHUEM
KOMITBIOTEPHOH 00y4aroIei mporpamMmsl Stamina.

dopma OTYETHOCTH: pE3yIbTaT CAMOCTOSTENBHOM paboThl TMpoBepsieTcs Ha 3adere.
OreHUBaeTCs CKOPOCTh MeYaTaHus U 0€30MMNO0IHOCTh HAbopa.

Tema 3. @ynkyuu u 603moxcuocmu onepayuonnou cucmemwvt Windows. Ocrnosnoie
nouamusa. Cmanoapmmuuie npozpammol Windows. Cnpaeounas cucmema Windows.
Ilouck ¢hpaiinoe u nanox

OO6mue mpaBmwia ohOpMIICHHS Pa3NIUYHBIX HAOOPHBIX pabOT U CIYyKEOHBIX JOKYMEHTOB.
[IpaBuna odopmieHHs KOHTPOJBHBIX, pedeparoB, KypcoBeix pador u BKP. IlpaBuna
opopmieHus chnucka JUcTeparypsl, Oubmanorpapuueckoe omnucanue OdopmieHue
6ubnuorpaduu (crannaptsl). U3ydenue tpedboBanuii opopmiieHus.

Texcmoswiii npoyeccop Word.
Coznanue v pe1akTHpOBaHKe JOKyMeHTa. PaboTa ¢ CyIiecTBYIOIINM JOKYMEHTOM.

Unrepdeiic Microsoft Office Word 2010. Jlenra, Bkiaaku, rpynmbl, 3Hauku. [laHens
osicTporo gocryna. Hactpoiika mapamerpoB nporpammel. HacTtpoiika uHTepdeiica pabouero
OKHa.

CrpykTypa n1okyMeHTa. BBon TekcTa. YcTaHOBKA BhIpaBHUBAHUSA, OTCTYIIOB U MHTEPBAJOB B
ab3anax. Pabora ¢ pparmentamu tekcra. [louck u 3amena ¢pparMeHTOB TekcTa. PaciimpeHHbIi
nouck.  KommpoBanue, mnepemelnieHue M yJajleHue ¢GparMeHToB TekcTa. IIpoBepka
opdorpadhun. ABTO3aMeHa, Ha3HAUYCHHE CIUCKA aBTo3aMeH. [IpenBapHUTENbHBIH TPOCMOTP
JIOKYMEHTA.

BcraBka HOMCPOB CTPAaHUL, AATbI CO3JaHUS JOKYMCHTA. BcraBka Pa3pbIBOB CTPAHUIIBI.

OnemeHTsl (opMmaToB JokymMeHTa. dopMaTHpoBaHME TEKCTa Ha YPOBHE CHMBOJIOB.
dopmarupoBaHue TeKCTa Ha ypoBHe ab3aneB. dopmatupoBanue mo odOpasny. Crum.
Pabora co ctunamu nokymenTta. [IpocmoTp crimcka ctuneii. PopmaTtupoBaHHe CTPAHUIIBI.



OOG6pamiieHHe U 3amoJIHeHHE TeKcTa. M3mMeHeHue peructpa aisa u3obpaxenus OykB. CIHCOK.
Tunbl crnuckoB. PopmarupoBanue cnuckoB. Mcnonb3zoBanue TaOyasITOpoB. KoJIoHKH.
[TapameTpsl cTpaHulbl. 3a1aHKE TAPaMETPOB CTPAHUIIBI.

Anroput™m BbiOOpa 1madnonoB. Ilapamerpsl crpanunbl U cTiid. OdopmieHne TUTYIBHOTO
mucra. Hymepanus crpanun. HpudroBsie BeleIEeHNs B TEKCTE: 3aroj0OBKH, M0A3ar0jJ0BKH,
CHOCKH, NepeHOChl. KOJOHTHTYNBI, CHOCKM M NPHUMEYaHWSA: Ha3HAYCHUE, BUJbI, CIIOCOOBI
CO3JaHus.

Peoaxmop npeszenmayuii Power Point

Co3znanue npe3eHTaum

3anyck Microsoft Power Point. BriGop cmocoba co3manus mpeseHtanuu. Co3mgaHue
Mpe3eHTAIMK C TOMOIIbI0 MacTepa ABTOCOIepKaHus. PegakTupoBaHue TeKCTa Mpe3eHTAINH
Pexumbl npocMoTpa. Pabora ¢ npesenTarnueii. Co3nanue mpe3eHTaluy ¢ MOMOIIBI0 MabioHa
opopmnenus. Box Ttekcra B cmaiia. Cosnmanume criaiima. BeraBka cnaiiioB W3 Apyrux
npe3eHTauuil. Peopranuzanus ciaiiioB B npe3eHtanuu. BBoa 3ameTok Kk ciaiinam. Co3nanue
MAnK{ JUIS COXpaHEHHS IMpe3eHTanuu. BceTaBka mHbopManuy B mpe3eHTanuio. VM3meHeHue
Makera crnaiifia. BecraBka kinuna. i3sMeHenue pasmepoB pucyHKa. MI3MeHeHue [IBETOB PUCYHKA
BceraBka u  ¢dopmatupoBanue Tabmunpl. BeraBka Tabmmubr Microsoft Word. BceraBka
muarpammbl Microsoft Excel. BeraBka u ¢gopmatupoBanue auarpammsl Microsoft Graph.
BcraBka w Moamdukanus OpraHW3alMOHHON jamarpaMMbl. BceraBka u  momuduxarms
nuarpammbl. BetaBka pucyHka.

Coznanue npe3eHTanuili U3 HECKOJIbKUX CIIAlIOB.

3adanue na camocmosmenvuyro pabomy. lloaroroButh mnpeseHTanuio PowerPoint.
TpeGoBaHus: KOIMMYECTBO CiaoB — 15. B mpe3eHTanuu JO0KHBI OBITH MCIIOJIB30BaHbBI
CJICTYOIIHE DJIEMEHTBI: CXEMBI;, PUCYHKH; TAOJIUIIbI; THarpaMMel; GoTo.

Tema 4. Cnenoii decamunanvyeguvlii Memoo neuamu Ha Komnplomepe

Ucropus mammuaonucu. [IpaBuna paboTel Ha Ki1aBuaType OYKBEHHOTO M IU(PPOBOTO Habopa.
Crnenoii gecaTunaibleBbli METOA U UCTOpUS ero co3fanus. Pacnonoskenue knasuii. [lo3urun
MpaBoi U JIEBOM pyk. Pacnpenenenue KnaBuill MeXAy MajlblaMHi. BapuaHThl KJIaBUATYpPHBIX
TpeHaxkepoB. OnucaHre CHMBOJIOB U «TOPSYHUX KIABUIID.

N3yueHne KOMIBbIOTEPHON KIaBUATYpPHI.

Kupunnuya

OcnoBHoii (BTOpoit) psn @BIBAII-POJIIKD.
Bepxuuit (tpernit) psa MITYKE-HITHI3Xb.
Hwxnuit (nepssiit) psag AYCMU-THBIO.
YeTBepThIi psa KJIABUATYPBI — 3HAKH NIPEIIMHAHUS.
Jlamunuya

OcnosHo#t (BTOpoit) psx ASDFG-HIKL.

Bepxnuii (tperuit) psim QWERT-YUIOP.

Hwxnuit (nepssiit) psng ZXCVB-NM.

BepxHuii peructp knaBuatypsl, knasuiia Shift.



[IpakTHyeckoe OBJNAJCHHWE M COBEPIICHCTBOBAHME TEXHHWKU IEUATaHUS C HMCHOJIb30BAHHEM
KOMITBIOTEPHOM 00y4arolei mporpammsl Stamina.

dopMa OTYETHOCTH: pPE3YJIbTAT CAMOCTOSATEIBHONH pabOThI MPOBEPSIETCS Ha 3ayere.
OrneHUBaETCs CKOPOCTh MeYaTaHus U 0e30MHUO0YHOCTh HAbopa.

Tema 5. /lenonpouszeoocmeo. Texcmoeswiit npoyeccop Word.

OO6mme npaBuia oGopMIICHUS Pa3IMYHBIX HAOOPHBIX PabOT M CIYKEOHBIX JTOKYMEHTOB.
[IpaBuna odopmMiieHHUs KOHTPOIBHBIX, pedeparoB, KypcoBbix pador m BKP. IlpaBuna
opopMIICHHS ~CIUCKa JUCTepaTyphl, Oubmmorpaduueckoe onucanne OdopmieHue
oubmorpaduu (cranmaptsl). M3ydeHnue tpedoBanuii 0OpMIICHHUS.

Texcmosviii npoyeccop Word.
Co3nanue u peakTUpoOBaHKUE JOKyMeHTa. PaboTa ¢ CyliecTBYIOINM TOKYMEHTOM.

WNurepdeiic Microsoft Office Word 2010. Jlenrta, BkIaaku, rpymmbl, 3HaYkd. [laHens
obicTporo noctyma. Hactpoiika mapamerpoB nporpammbl. Hactpoiika untepdeiica padbodero
OKHa.

CrpykTypa JokyMeHTa. BBoJ TekcTa. YcTaHOBKA BbIpaBHUBAHHUSA, OTCTYIIOB M MHTEPBAJIOB B
ab63amax. Pabota ¢ pparmenramu tekcra. [Touck u 3amMena pparmeHToB TekcTa. PacimmpeHHbIi
nouck.  KomupoBanue, mnepemenieHne W yjajleHue (parMeHToB Tekcra. IIpoBepka
opdorpadun. ABTO3aMeHa, Ha3HAUYE€HUE CIMCKA aBTO3aMeH. lIpeaBapuTenbHBIH MPOCMOTP
JOKyMEHTA.

BcraBka HOMEPOB CTPpAaHUL, AATbl CO3JaHUS JOKYMCHTA. BcraBka Pa3pbIBOB CTPAaHUIIBI.

OnemeHThl (OpMaToB JoKyMeHTa. DopMaTHpOBaHUE TEKCTa HA YpPOBHE CHMBOJIOB.
dopmatupoBaHHe TEKCTa Ha ypoBHe aO3ameB. @opmatupoBanue mo odOpasmy. Cruim.
PaGora co ctunsamu noxkymenta. [Ipocmotp crimcka ctuneii. dopMaTupoBaHue CTPAHUIIBI.

OOpamienue U 3amnoiHeHue Tekcra. M3amenenue perucrpa ans uzodpaxenust OykB. CHucox.
Tunbr crnuckoB. PopmarupoBanue cruckoB. Mcnonbs3zoBanue TaOynsTopoB. KoioHKH.
[TapameTpsl cTpaHullbl. 3ajaHNE TAPAMETPOB CTPAHUIIBI.

Anroput™m BbiOOpa mabioHoB. [lapamerpsl crpanuibl U ctid. OdopMieHHe TUTYJIBHOTO
mucta. Hymepanus crpanun. LpudroBsie BeleNeHNs B TEKCTE: 3arojOBKH, 10/A3arojJ0BKH,
CHOCKH, THepeHOChl. KOJOHTUTYBI, CHOCKM M NpUMEYaHMs: Ha3HAYeHHE, BHJIbI, CIIOCOOBI
CO3/aHHUS.

Peoaxmop npezenmayuii Power Point

Co3nanue npe3eHTAUNU

3anmyck Microsoft Power Point. BpiOop cmocoba co3manus mnpeseHtrauuu. CoznaHue
Ipe3eHTAIMH ¢ TOMOIIbI0 MacTtepa ABTocoaep:kanus. PemaktiupoBanne TekcTa mpe3eHTaluu
Pexumbl npocmoTpa. Padora ¢ npesentanmeii. Co3ganue mpe3eHTayy ¢ IOMOIIbIO adioHa
opopmiienus. BBox Tekcra B cmaiin. Co3ganue criaiiga. BceraBka crmaidioB U3 Ipyrux
npe3eHTanuii. Peopranuzamus cnaiiioB B npeseHTanuu. Beoa 3amerok k crnaiinam. Co3nanue
TMAINKy U1 COXpaHeHUs npe3eHranuu. Berapka undgopmanum B npeseHranuio. MzsmMenenue
MakeTa cinaiia. BeraBka kiumna. Mi3smMeHeHnue pasmepoB pucyHka. Mi3MeHeHue IBETOB PHUCYHKA
BceraBka u QopmarupoBanue Tabmunpl. BceraBka Tabmuubl Microsoft Word. BceraBka
nuarpammbl Microsoft EXcel. BeraBka u ¢opmartupoBanue auarpammsl Microsoft Graph.
BceraBka w Momudukaiys OpraHH3allMOHHON auarpamMmbl. BcraBka u  moamdukanms
nuarpaMmbl. BeTaBka pucyHka.



Co3znanue npe3eHTaui 13 HECKOJIbKUX CIaioB.

3adanue Hna camocmosmenvuyro pabomy. lloaroroButh mnpeseHrtanuto PowerPoint.
TpeGoBanus: KONMMUYECTBO CiaiioB — 15. B mpe3eHTanum M0KHBI OBITH HCITOJIB30BaHBI
CJIEIYIOIINE IIEMEHTHI:

e CXEMHI;
e PHUCYHKH;
e  TaOIUIEI
e JIMArPaMMBI;

e (oro.

Tema 6. llpeaneyaTHasi MOATOTOBKA

K ny6nukanuu, npuroToBieHHON K GOTOBBIBOAY, JOJKHBI IpUJIaraThCs (paniibl
BCEX MCIIOJB3YEMBIX B HeH miutmtocTpanuii 1 mpudTos. ClieayeT THIATeNbHO CISIUTH 32
UCINoJib3yeMbIMU mpudTamu. HexkaduecTBeHHble MIPUPTH — OJHA U3 CAMBIX YaCThIX
OpUYuH TpoOieM mpu BbIBojAe nyOnukanuii Ha ¢oroHabop. He umcmomsiyiite mpu
BepcTKe cucteMHbIX mpupToB. Crapaiitecs uzberate TrueType mpudron. Ecnu yx
3TOr0 HE yJIaeTcs clienarh, CIEAUTE 3a TEM, UTOObl UMEHA YCTAHOBJIEHHBIX B CUCTEME
PS u TrueType mpucdToB He coBnaganu. Mcnonp3ys arpudytsl Bold, Italic, BoldlItalic,
yboenurech, 4YTO IIPUPTH COOTBETCTBYIOUIMX  HadepTaHUH  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
BBITJIAJIETh [1OCIIE MTeYaTH, O0JIb3yHTECh KaTajloraMu, a He IIBeTaMU Ha MOHUTOPE, OCOOCHHO B
nporpammax BepcTku. Mcnosb3yiite nBera Pantone Tonpko TOrnaa, Korna AEHCTBUTEIBHO
cobupaeTech HUCHOJIB30BaTh MeyaTh Kpackoil Pantone. BynpTe BHUMAaTeNbHBI ¢ OONBIIMMHU
IUTAIIKaMU YEPHOTO LIBETA.

ITpu pa3paboTke nuzaiiHa cieyeT yYUTHIBATh MOTPEHIHOCTh MpU 0Ope3Ke KpaeB MedaTHOU
IPOAYKIMHU. 3a7aBaiiTe B IporpaMMe BEpCTKU pa3Mep CTPAHUIIBI paBHBIM 00pe3HOMY popMaTy
Oyay1ei neyaTHoil 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’keHMsI, HOMEIIEHHOTO B MyOJIUKaIUIO, TOJDKHO B 1,5-2 paza mpeBoCX0IUTh TUHUATYPY
BBIBOJIa C YYETOM MacIITa0MPOBAHHUS B IPOTPaMMe BEPCTKH (KCTaTH, ropa3o Jy4llle STUM He
yBIIEKaThCs Aa0bl HE 3allyTaThCsl B pa3pelIeHUIX N300pakeHU OKOHYaTenbHO). Pa3perienue
MeHee 1,5 nuHuaTyp BeAeT K noTepe KauecTBa u3o0paxkeHus. Pazpemienue 6osnee 2 TMHUATYD
BefleT MO0 K OECCMBICICHHOMY YBEIMUEHHIO BpPEMEHHM pacTepu3anuu Qaiina, aubo K
HEKOHTPOJIUPYEMOMY TMOHMKEHHUIO pa3pelieHus W300pa’keHUsi MpOrpaMMOl BEPCTKU IPHU
coznanuu PS ¢aiina.

TexHo10rMs MOATOTOBKHM *KYPHAJbLHOM npoaykuuu B cucreme Adobe InDesign.
OcobeHHocTH An3aiiHa XypHaIbHON nmpoaykuun. CTpyKTypa KypHajla U OCHOBHBIE 3JIEMEHTHI
opopmienus. CeTkM U MOJYJIbHOE NPOEKTUPOBaHUE B Jau3aiiHe >XypHanoB. Kommosuims
pas3Boporta. Pazmemenue wimtoctpanuii u rpaduki. [LpudToBbie 1 KOMIIO3UIIMOHHBIE TPUEMBI
opopmienus. Crnenuanbhble 3¢ (eKThl. 3aroIoBKH U UX 0hopMIIeHHE B )KypHasie. TeXHOI0rus
MaKeTUPOBaHUs M BEPCTKH kKypHaia B cucreme Adobe InDesign.

TexHoI0rMsl NMOATOTOBKH PEKJIAMHO-UH(OPMALMOHHON NPOAYKUHH B CHCTEMe
Adobe InDesign.
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Bunbt peKIIaMHO-UH(OPMAITMOHHOM MPOIYKIIUH. OcobenHoctu oopmIeHuUs
pexIaMHO-UH(OPMAMOHHON MPOIYKIUU. ByKJIeT M OCOOCHHOCTH €ro MOATOTOBKH. Buibl
OykineroB. CTpykTypa OykjeTa W OCHOBHBbIE 3JieMeHThl odopmieHus. /[uzaliH u BepcTka
oykinera. HlpudroBoe n komnozunnonnoe opopmienue. TexHONMOTHS MOATOTOBKH OyKiieTa B
cucreme Adobe InDesign. Pexmamuo-undpopmannonHas JucToBKa. OCHOBHBIE 3JIE€MEHTHI
oopmnenus. OcobeHHocTy au3aiiHa. TeXHOIOTUS MOATOTOBKU PEKIaMHO-HH()OPMAITMOHHON
muctoBku B cucteme Adobe InDesign.

KoMnboTepHble TEXHOJIOTHH MOATOTOBKH M COBPEMEHHBIH TU3aiiH ra3er
CoBpeMeHHbIE TEXHOJOTHUHU MOATOTOBKM TazeT. OOmias TEXHOJOTHUS MOATOTOBKH Ta3eThl B
cucreme Adobe InDesign. OcoGennoctn am3aiiHa raser. Ctpykrypa ra3erbl. OCHOBHBIC
aneMeHThl  odopmieHus. MakeTupoBaHue Tra3eTHOW mojockl. CeTKu M MOAYJIbHOE
MIPOEKTUPOBAHUE B JM3alHE ra3eT. TeXHOJOrusl MAaKETUPOBAHUS I'a3€THOM MOJIOCHI B CUCTEME
Adobe InDesign. OcHoBHBIE TIpaBHJIa U PEKOMEHIAIIMH TIPH BEPCTKE raser.

Bunsl BepcTkHM crared. BiusHue paclnoioXeHHs CcTaTed Ha BOCIPUATHE Marepuana.
CrangaptHble omnOku 1u3aiiHa. BepcTka Beayieit ctaTby, KpaeBbIX 0J0KOB, PelaKIIMOHHBIX
Y HOBOCTHBIX KOJIOHOK. TexHouiorusi BepcTku Tekcra crareii B Adobe InDesign.IlpudToBoe u
KOMITO3UIIHOHHOE ohopmiIeHHe TekcTa crareil B cucteme Adobe InDesign..

3adanue na camocmosimenvhylo pabomy: Bumbl 3aronoBkoB B rasere. OdopmieHue
3aroyioBkoB. OcoOble mpuembl BbiaeneHus matepuana. CrneuuanbHbie 3hdexTs. [Tpuembr
yIpaBieHUs BHUMaHueM duTarels. CrieruaibHbie 0(hOpPMUTEITHCKUE TIPUEMBI.

[TonGop u pasmemenne wunocTpanuid. [lpomopuuu wiuOCTpanMii U WX BIUSHHE Ha
pa3memenre Ha monoce. OCHOBHBIE TpaBWia pasMelneHus worroctparmid. CraHmaapTHbIE
OmHKOKM pa3MelleHuss WuIocTpanuii. Bepctka wwmoctpammii B Adobe  InDesign.
CrenranbHbIe 3P GEKTHI TPU 00padOTKEe H300pAKESHUH.

4. MaTtepuaJjbl TeKyllero KOHTPOJIsl yCIieBaeMOCTH 00y4aro1uuxcs

4.1. B xone peamuzanuu aucuuiumiel b.1.B.J1B.4.1 «KomnbsroTepHsiii Habop, BepcTKa 1
PENAKTUPOBAHUEY UCIIOIB3YIOTCS CIELYIOIINE METOIbI TEKYIETO KOHTPOJIS YCIIEBAEMOCTH
oOyyJaronmxcs:

— IIpY IPOBEJICHUM 3aHATHH JIEKIIMOHHOIO THIA: YCTHBIN OIPOC;
— Y MPOBEICHUH 3aHATHI CEMUHAPCKOT0 THUIIA: YCTHBIN onpoc, pedeparsl.

Ha 3ansTusx 11 peieHns BOCIUTATEIbHBIX U YUEOHBIX 3a/1a4 IPUMEHSIOTCS
cienyomuye GopMbl HHTEPAKTUBHOM pabOThI: TUAIOr0-AUCKYCCHOHHOE OOCYKICHHE
npo0JeM, MOMCKOBBIM METO, UCCIIEI0BATENbCKUNA METO/I, JIETOBBIE UTPBI, Pa300p KOHKPETHBIX
CUTYalH.

B cnywae peamuzanmu gucuuruineael B JIOT dopmar 3agaHuil agantupoBaHbl JUis
mwiatdopmsl Moodle.

Tabauua 5

Tema u/unu paszoen Memoodei mekyu,e2o KOHMponsA
ycrnesaemocmu

1. CoBpemMeHHBIH NepcOHANBHBIN KoMIbIOTep. CocTaB
U Ha3HAaYEHHE OCHOBHBIX YCTPOHCTB. TexHuKa YO
6e301acHOCTH NpH PaboTe C KOMITBIOTEPOM.

2. OHCpaHI/IOHHHG CHUCTEMBI. Hx Ha3Ha4YCHUC.

o YO, P
@aiinoBas CTpyKTypa

3. OyHKIHH U BO3MOXHOCTH OIEPANUOHHON CUCTEMBI
Windows. OcHoBHble moHATHS. CTaHmapTHBIC YO, P
nporpamMbl  Windows. CnpaBoyHas  cucteMa
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Windows. ITouck ¢aiinoB u manox
Crenoil  NeCATHNANBLEBBI METON IIeYaTH Ha vO. P
KOMIIBIOTEPE ’
HemonponsBoacto. TexcToBbIi poneccop Word.
YO, P

Penakrop mnpesenranuii Power Point. Pabora B

. . YO, P
nporpammax Adobe Indesign, Scribus

4.2. TunoBble MaTepHaJIbl TEKYIIEI0 KOHTPOJIA YCIIEBAEMOCTH oﬁyqamumxcﬂ

Tunosvie 60npocw 01 YCMHO20 ONPOCca Ha cemunapax no memam 1-6

1. KOMITOHEHTBI KOMITBIOTEpA U MX Ha3HAYCHHE.
2. TlIporpammMHoOe obecriedeHre KommbioTepa. OmnepanuoHHble cucTeMbl. Ha3zHaueHue u
(byHKIHH.

3. ®aiinosas cTpykTypa (daitn, THIb! (HailaoB, Nanku, MOJIHOE UM ¢aiina).

4. OyHKIUU W Ha3HaueHUE omepanuoHHON cucteMbl Windows. OCHOBHBIC MOHSTHS
(0OBEKTHI, DIEMEHTHI yIIPABJICHHS, OKHA).

5. CnpaBounas cuctema Windows. ITouck ¢aiisoB u mamoxk.

6. Ilamens ympaBnenus. HacTtpoiika pabouero crona, rmaBHOTO MEHIO U MMaHETH 3a/1ay.
SIpibiku mporpamm.

7. 3amyck mporpamM. CtangapTHbie mporpaMMmbl Windows.

8. Hasnauenue nporpammsl [IpoBoaauK. [[eficTBus ¢ (aiiiaMu U marnkamm.

9. Cnuyxeb6nsie nporpammbel Windows. I[lonsitue nedparmenranuu. [IpoBepka nucka.
10. Knaccudukamusi mporpaMm o0paOOTKH TEKCTa, UX Ha3HA4YCHHE, (DYHKIIMOHAIBLHBIC
BO3MOXHOCTH.

11. CsoiicTBa 10KyMeHTa B TeKCTOBOM Ipoueccope Word. Tumbl cBOiCTB, UX 3aaHuE U
UCIIOJIb30BaHUE.

12. HabGop wu penmaktupoBanue Tekcra. CrenuanbHble CpEACTBA BBOJA TEKCTA.
ABTO3aMeHa, aBTOTEKCT (Ha3HaYeHHUE, MOPAJOK UCIOIb30BAHUA).

13. Koppekuus ommbok. I[IpoBepka opdorpadum u rpammaruku. Vcmoms3oBaHue
CIIOBapeu.

14. Tlpuemsl paboThI ¢ TabJIHMIIAMH B TEKCTOBOM Tiporieccope Word.

15. Ctunu opopmiienus. Haznauenue, co3nanue, n3aMeHEHHE, HCIIOJIb30BaHHE.

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

17. Co3nanue KoJOHTUTYNOB B JokymMeHTe Word. HasHaueHune, BO3MOXXHOCTH CO3aHHUs
Pa3IUYAIOIINXCS KOJIOHTUTYJIOB.

18. Hcnonws3zoBanue noneil. Haznauenue. Tumnsl nosneit. [Tpuemsl paboThl ¢ MONSAMH.

19. TexHoJIOTHS CBS3BIBAHUS U BHEAPEHUS 00BEKTOB. OOBEKTHI B TEKCTOBOM TPOIIECCOPE
Word.

20. Bcrpoennble mporpamMMmbl TekcToBoro mpomeccopa Word: Microsoft WordArt,
Microsoft Graph, Microsoft Equation. TexHomnorust pabotsl ¢ o0bekTamMu pegakropa Word.
21. Tlpuemsbl TOCTPOCHHUS AUArpaMM B TEKCTOBOM mporieccope Word.

22. Pabora ¢ OOnmpIIMMH JOKYMEHTaMH B TEKCTOBOM mporeccope Word. 3aknanaku,
CHOCKHM — Ha3Hau€HUue, MPUEMBbI CO3aHMsI U UCIIOJIb30BaHUS.

23. Pabora c GonbmiuMu TOKyMeHTaMu B TeKcToBoM mporieccope Word. [lepekpectHbie
ccputku. [IpuMedanus — Ha3HaYeHUE, TPHEMBI CO3/IaHUS M UCTIOJIh30BAHUSI.
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10.

11.

12.

13.
14.
15.
16.
17.

24. Pabora ¢ OOJbIIMMH JOKYMEHTaMH B TEKCTOBOM mporieccope Word. 3aroioBkw.
Cosznanue ornapneHus. Pabora ¢ mokymeHTOM B peskume «CTpyKTypay.

25. PabGora c OoinbmIMMHU JOKYMEHTaMH B TeKcToBOM miporieccope Word. HazBanus
Tabmun 1 pucyHkoB. Co3nanue nepedneil Tabnun u pucyHkoB. Co3aHue MpeaMETHOTO
yKa3aTels.

26. Pabota B pexuMe TJIaBHOTO JJOKYMEHTA: Ha3HaYCHHE U BO3ZMOXKHOCTH.

27. PaGora ¢ mabnoHaMH THUIOBBIX JOKYMEHTOB: Ha3Ha4yeHHE, CO3/IaHUE,
penaKkTupOBaHHUE, UCTIOIb30BAHUE.

28. Cosznanue u ucnosb3oBanue hopm. [lons hopm, mapamerpsl mosek.

29. d®opMupoBaHHUE CEPUHHBIX JOKYMEHTOB B TEKCTOBOM Hporeccope Word.

30. DyHKIMOHATBHBIE BO3MOYKHOCTH TEKCTOBOTO mpoiieccopa Word.

Tunosvle npumepHvle memvl pegpepamusnvlx pabom no memam 1-6

KommnoHeHTBI KOMIIBIOTEpA U KX HA3HAYCHHC.

[IporpammHoe obecnieueHne kommbroTepa. OmnepanuoHHble cuctembl. HasHadeHue u
(GyHKLIUU.

@aiinosas ctpykrypa ((aiin, TUIs! GailyioB, ANk, MOJTHOE UM (aiina).

OyHKIMM W Ha3Ha4YeHUE ornepanuoHHoi cucteMbl Windows. OCHOBHBIC TOHSTHS
(0OBEKTHI, 2IEMEHTHI YIIPABJICHHUS, OKHA).

CrpaBounas cucrema Windows. [louck ¢aiinoB u narmox.

[Tanens ynpasnenus. Hactpoiika paGouero croja, IJIaBHOIO MEHIO U IIaHENU 3ajad.
SpAbIKK IpOrpaMm.

3amyck nporpamm. Ctanaaptaelie mporpammbl Windows.
Hasnauenue nporpammsl [IpoBoanuk. [leficTBus ¢ Qaitiamu 1 mankamu.
Cnyxeonsie mporpammel Windows. [lonsitue nedpparmentanuu. [IpoBepka aucka.

Knaccudukanuss mporpamm o0pabOTKM TEKCTa, WX Ha3HA4YeHHE, (YHKIHUOHAIbHBIC
BO3MOKHOCTH.

CgoiicTBa JOKyMEeHTa B TeKCTOBOM mpoiieccope Word. Turbl cBONCTB, UX 3a/llaHHE U
UCIIOJIb30BaHUE.

Habop u penaktupoBanue Tekcta. CrienuaibHble CpPEACTBa BBOAA TEKCTa. ABTO3aMEHa,
aBTOTEKCT (Ha3HAaYeHHE, NOPSAJOK HCIIOIb30BAHMUS).

Koppekuus ommbok. [Iposepka opdorpaduu u rpammatuku. Mcnons3oBaHue cioBapei.
[Ipuemsl paboThI ¢ TabIKIIaMU B TEKCTOBOM Tporieccope Word.

Crtummn oopmienusi. Hasnadenue, cozianue, usMeHEHHE, UCTIOIb30BaHUE.

Paznen B noxkymente Word. Haznauenue, BO3MOKHOCTH paOOTHI C pa3ieiaMi.

Co3nmanne KOJMOHTUTYNIOB B AokymeHTe Word. Ha3zHaueHue, BO3MOKHOCTH CO3/IaHUS
pa3IMYaIoOUXCsl KOJTOHTUTYIIOB.
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18.
19.

20.

21.
22.

23.

24.

25.

26.
27.

28.
29.
30.

Ucnons3oBanue noneid. Haznauenne. Tunsl noneii. [lpuemsl paboTs ¢ mosMu.

TexHoNOrHs CBSI3BIBAHMSI U BHEIPEHUS 00BbEKTOB. OOBEKTHl B TEKCTOBOM MPOIECCOPE
Word.

Bcerpoennsie mporpammel TekctoBoro nporeccopa Word: Microsoft WordArt, Microsoft
Graph, Microsoft Equation. Texnonorust pabotsl ¢ o0bekTamu pepaktopa Word.

[Tpuembl mocTpoeHus: AMarpaMM B TEKCTOBOM Mpoueccope Word.

PaboTa ¢ 60abImMMU TOKyMEHTaMHU B TEKCTOBOM Mporieccope Word. 3akinaaku, CHOCKH —
Ha3HA4Y€HHE, IPUEMBI CO3/IaHUSI U UCTIOIb30BAHMSL.

Pabora ¢ Gompmumu JOKyMeHTaMH B TekcToBoM mpoueccope Word. IlepexpectHbie
ccbulkd. [IpuMedanus — HazHavyeHue, IPUEMBI CO3/1aHUS U UCIIOIb30BAHUS.

PabGora ¢ OonpmiMMU JOKYMEHTaMH B TEKCTOBOM Ipoueccope Word. 3aroioBku.
Coznanue ornasnenus. Pabora ¢ nokymeHTOM B pexxume «CTpyKTypay.

PaGora ¢ GonpummMu JOKyMeHTaMH B TeKCTOBOM mporeccope Word. Ha3zBanus tabnui u
pucynkoB. Co3ianue nepevyneid Tadbaui U pucyHkoB. Co3iaHue IpeIMETHOTO YKa3aTels.

PaGora B PEKUME I'ITaBHOTO JOKYMCHTA: HA3HAYCHHUEC U BO3SMOYKHOCTH.

Pabora ¢ mabioHaMu THIMOBBIX JOKYMEHTOB: Ha3HA4Y€HHE, CO3JaHHUE, PEIaKTUPOBAHUE,
HCIIOJIb30BaHHUE.

Co3nanue u nucnomab3oBanue Gopm. [lons popm, mapamerps MONEH.
DopMHUpOBaHUE CEPUIHBIX JTOKYMEHTOB B TEKCTOBOM Iporieccope Word.

CDy'HKI_[I/IOHaJ'IBHLIC BO3MOXHOCTH TCKCTOBOI'O ITpOoLCCCoOpa Word.

5. OueHOQHble mamepuaiibl npome.ucymounoﬁ ammecmauuu no 0ucuunflune

3ader ¢ OLIEHKOM MPOBOJIUTCS ¢ TPUMEHEHUEM CIIEAYIOIIUX METO/IOB: YCTHBIHN OMpPOC MO
ouneraM. Cozepkanue OUIIETa 110 AUCIUILUIHHE COCTOMT U3 IBYX BOIPOCOB, ITPEAIOJIAratoInX 3HaHHE
TEOPHUH U €€ PUMEHEHHE IS PEIISHsI PAKTHIECKOH 3a/1aum.

B cnywae mnpoBeneHuss NPOMEKYTOYHOW AaTTECTAlMM B JUCTAHIIMOHHOM PEKHUME

ucnonb3yercs miarpopma Moodle u Teams.

Taonuua 6
Komnonenm xomnemenyuu Ipomesicymounwiil / Kirouegoi Kpumepuii oyenusanus
UHOUKAMOP OYEeHUBAHUS
[1Kc-3.1 Crynent 3HaeT 6a3oBble kateropun | CTyJeHT yMeeT TpaMOTHO U
CTWINCTHKA W KYJIBTYPHl peuH; | MpodecCHOHATbHO
OCHOBHBIE CTHIIN MacCOBOM | MPOAHAIU3UPOBATH KOHKPETHBII
KOMMYHHKAIIMY ¥ TEXHUKY TPABKH; | KYPHAIUCTCKUH MaTepua;
cnenuuKy " KOMIIOHEHTHI | COCTaBUTh 3asBKy Ha TEMY CBOETO
BepOaNBHBIX W HEBEpOAJIBHBIX | BHICTYIJICHUS B CMU;
CpPeNCTB  OOIIEHWs;  NOHATHE, | CINIAHMPOBAaTh TBOPYECKHH aKT B
CYIITHOCTb u MEXaHU3MBI | IIEJIOM H €T0 OTACIbHBIE ONepalny;
(hopmupoBaHus SI3BIKOBBIX | MpeINpUHUMATh HEoOX0oaNMBbIe
CTEpPEOTHUIIOB; cnoco0bl | npodeccHoHalIbHBIE TEWCTBHS IS
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MPEO0JICHHS S3bIKOBBIX U PEUYEBBIX | OCYIECTBICHHUS OPraHU3aTOPCKOMN
6apbepoB, CTPYKTYpY JESITEeNbHOCTH; OXapaKTepu30BaTh
OCHOBHBIE  JAHPOBBIE  MOJENU
croco6a TBOPUECKON NEATENBLHOCTH | TEKCTOB M OCHOBHBIE TEXHOJIOTHH
KypHAINCTA, (bakTOpBI, | TBOpUECTBA B TOM HJIM HHOM XAaHPE;
ONpPCACIAIOMMC KpYyT | mpoaHaln3upoOBaTh YKAHPOBBIH
HpO(i)CCCI/IOHaJ'IBHLIX 00s13aHHOCTEN COCTaB MaTEpHAJIOB MPEIIaraeMoro
JKypHanucra W HX  COCTaB; | HoMepa U KOHKPETHBIM MaTepuai

NPAHIIAIIB IIAHUPOBAHUA | ompenesIEeHHOTO KaHpa; BHIITOIHUTH
MacCCOBBIX MHPOPMALMOHHBIX | penakTOPCKyIo paGoTy; OCMBICITHTE
TIOTOKOB, BHbI IUIAHOB; XapaKTeP | coOCTBEHHBIH OMBIT PAOOTHI B TOM
OpraHU3aTOPCKOM paloThl | yam WHOM JKaHpe; MOTHBHPOBATH
KYPHAIHCTA; NPUHIUIEL | BEIOOP COOTBETCTBYIOIIUX

PEIAKTUPOBAHUA MATEPUAIOB UL | mpo)eCCHOHAIBHBIX  LIaroB ¢
CMH,  OCHOBHBIC ~ HCTOYHHKH | MpaBOBOM M STMYECKOH CTOPOHBI.

UHpOPMaLUH; MPUYHUHE,
BBI3BIBAOIIINE KaHPOBYIO
muddepeHITHAITIIO

JKYPHAJIMCTCKOTO TBOPYECTBA.

THnoBbIe OLIEHOYHbIE MaTepHuaJibl l'[pOMe)KyTO‘{HOﬁ aTTeCTallumn

Ilepeuens 6onpocos 0151 n0020Mo6KuU K 3a4emy ¢ OYeHKoU

Onepammu ¢ noxymeHntamu. Coznanme qokyMeHTOB. IllabnoHbl nOKymMeHTOB. THIb
mabiioHoB MMeH ¢aitnoB. Co3gaHue JTOKYMEHTOB Ha OCHOBE IIA0JOHOB. Pexumbl
COXpaHEeHMsI JOKyMeHTOB. Vcrionp30Banue naposei CaHKIIMOHMPOBAHHOTO JOCTYTIA.

Onepanuu ¢ TekcTtoM. Pabora ¢ ¢parmMeHTamu Tekcta. BwimeneHue QparMeHTOB.
KonupoBanue, nepemenienne u yaaieHue pparmentos. Vcrnonb30BaHne KiIaBUATYPHBIX
KJIaBUIII U KOMAaH/J MCHIO.

ABToMaTtu3anus paboThl C TEKCTOM. ABTO3aMeHa M aBTOTEKCT. XpaHEHHUE 3JIEMEHTOB.
Omnepanuu ¢ 3meMeHTamMu aBToTekcTa. [louck ¢pparmeHToB TekcTa. PacmmpeHHblil ouck.
[TpoBepka opdorpadun. Co3nanue NOIB30BATENBCKUX cioBapei. IlpeaBaputenbHbIit
IIPOCMOTP NOKYMEHTA.

dopmarupoBanne JokymMeHTa. OCHOBHBIE dTambl (OPMATHPOBAHUS  JOKYMEHTA.
®opmarupoBanue cumBoioB. Ilpudrosoe Beigenenue Texcta. Konmuposanue ¢opmara.
®opmarupoBanue abzama. I[lpaBuna dopmarupoBanus. OOpamiieHHe | 3alOTHEHUE
TekcTa. VI3MeHeHHWe peructpa Ais BblIeNeHHOro ¢parmeHta Tekcra. CHUCKH A
odopmiieHus nepeunciennii B tekcre. Crnocods! (opMaTUPOBaHUS CIIUCKOB.

®opmatupoBanue 10KkyMeHTOB. Ctuin nokymeHTa. [Ipocmotp cniucka ctuiieit. Co3znanue,
ylajgeHue CcTwiaed u3 cnucka. @DopMaTUpOBaHUME TEKCTOB Ta3€THOIO  CTHIISL.
®dopmarupoBaHue TEKCTa IO KoJoHKaM. IIpeoOpa3oBaHue TekcTa [IOKyMEHTa B
KOJIOHUaThll ¢opmar ¢ ykazaHHoro Mecta. OCHOBHBIE CpeACTBa U IpaBHJIA
dopmatupoBanus. Hymepanus crpaHuil.

Coznanue Tabmur. OcHOBHBIE »dJeMeHTHl TaOmuibl. CrnocoObl co3maHus TaOJIHII.
[IpeoOpazoBanme TekcTa B Tabmuity. [lepemenienne mo tadmuie. Onepanun ¢ 2JIeMEHTaMI
Ta0ympl. M3MeHeHue CTpykTypsl Tabiui. @dopmarnpoBaHHe TaONHIL, COACPKHUMOTO
siueek. Mcnonp3oBanue cTuiieit B Tabaumax.

CocraBable TOKYMeHTHI. Crnienuduka cOCTaBHOTO JOKYMEHTAa M CIIOCOOBI €r0 CO3/IaHMS.
Buenpennsie u cBsi3aHHbIe 00beKTHI. CO3/1aHNE, peAAKTUPOBAHUE, IPOCMOTP 0OBEKTOB.
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8. PabGota ¢ rpadukoii. BcraBka rpaduueckux kimmnoB. Mmopt rpadudeckux oObEKTOB U3
¢aitnos. Coznanue rpadpuueckux oowvekToB cpenctBamu Word. OcHOBHBIE AEHCTBHS C
rpagu4ecKuMU 0ObEKTaMHU.

9. Hmmnopt u3o0pakeHuit B BUAE Lenoro rpadguyeckoro (aiina, B BUIe 4acTu rpauaecKkoro
n3o0paxenus. Pegakruposanue pucynkos. [lanens «PucoBanney. Komanabl it paboThl
rpa¢puueckuMu  oObekTamMu. OCHOBHBIE JeWcTBUA C rpaduyeckuMu OOBEKTaMHU.
[Nonoxxenne Ha CTpaHuUILE.

10. PaGoTa co cTHISIMH TEKCTa, CO3JaHNC aBTOCOACpPKAaHUA. C03I[aHI/I€ U pEAAKTUPOBAHUEC
KOJIOHTHUTYJIOB, CIIMCKOB, CHOCOK U HpHMeanI/Iﬁ.

Illkana ouenueanusn

OrneHKa pe3ysIbTaToOB MPOU3BOAMUTCS HA OCHOBE OauibHO-peiiTuHroBoi cuctemsl (BPC).
Hcnons3oBanue BPC ocymiecTisieTcss B COOTBETCTBUU C ITprKa3oM oT 06 centsiops 2019 r. Ne
306 «O npuMeHEeHUN OAITbHO-PEUTUHIOBOM CHCTEMBI OLICHKH 3HaHMK oOydaronuxcs». bPC
0 TUCIUIINHE OTPaKEHA B CXEME PACYETOB PEHTHHIOBBIX OAJIOB (J1ajiee — cXxemMa pacyeToB).

Cxema pacueToB cpopMUpOBaHA B COOTBETCTBUU C Y4E€OHBIM ILJIAHOM HAIMpaBJICHHUS,
COIIacOBaHa C PYKOBOJUTEIEM HayYHO-0Opa30BaTENIbHOTO HAIIpaBJICHUS, YTBEp)KICHA
nexkaHoMm (akynpTera. Cxema pacyeToB JOBOAMTCA /O CBEIEHUS CTYICHTOB Ha MEPBOM
3aHATUM 10 JaHHOM JucuurimHe. Cxema pacueroB SIBJSETCS COCTaBHOM 4acThio paboueit
MPOrpaMMbl TUCIUIUIUHBI U CONEPKUT UH(GOPMALIUIO 110 U3YYEHHUIO JUCHUIUIINHBI, YKa3aHHYIO
B [lonoxeHuu o 6aIbHO-PEUTUHIOBOM cucTeMe OLleHKH 3HaHui oOyyaromuxcst B PAHXul'C.

Ha ocnoBanuu n. 14 IlonoxeHust o OamibHO-pPEHTHHIOBOM CHCTEME OLICHKH 3HAHUI
oOyuaromuxcst B PAHXul'C B nHCTUTYTE NpUHATA CIIEAYOIas IIKala MepeBoia OLEHKH U3
MHOT00aJUIbHON CHCTEMBI B MSITHOATIIBHYIO:

Pacuer uToroBoii peiTHHIOBOM OLIEHKH

Tabauya 7
KosaunuectBo 6a/s10B Ouenka
MPONHUCHI0 OykBoO¥
96-100 OTJINYHO A
86-95 OTIMYHO
71-85 XOPOIIIO C
61-70 XOpOIIIO D
51-60 YIIOBJICTBOPUTEIILHO E
Onucanue cucmemsol oyenueanun
Taoauya 8
Oyenounvie Toxazamenu Kpumepuu oyenxu
cpedcmea OYEHKU
(hopmul
meKyujezo u
NPOMEINCYMOUHOR
0 KOHmMpoJis)
VYceTHslii onpoc KoppekTHocTs 1 IMonHbIl, pa3sBEepHYTHIA U MOAKPEIICHHBIH A3BIKOBBIMU
(0 Bompocam jyist | TOJIHOTA OTBETOB IpUMepaMH OTBeT — 2 Oasuia
YCTHOTO OMpoca Hemnomnnerii otBet — 1 6an
Hesepasiii otBer — 0 6aiioB
Ha CEMHUHAPAX)
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Pegepar ®  aAKTYaJbHOCTH e HOBH3HA IPOOJIEMBI MaX - 5 GayIoB
MPOOGIIEMBI H TEMBI e CTENeHb PACKPBITHS CYIIHOCTH IPOOIEMbI MaXx - 5 Gaios
® TOIHOTA M IilyOuHa e 000CHOBaHHOCTH BBIOOPA HCTOYHHKOB MaX. — 5 GauioB
PACKPEITHA OCHOBHBIX e coOmronenue TpeboBaHuil K opopMileHHIO. MaX - 2 GaioB
TIOHATHH TTPOOITIEMBI M 6 10

AKCHMAJIbHOE KOJIMIECTBO OaIioB .

e yMeHHe paboTats C
JIUTEPATypOil,
CHCTEMATH3UPOBATD
CTPYKTYpPHPOBAThH
MaTepHa
rPaMOTHOCTH U KyJIbTypa
H3ITOKEHUS

3auer c onenkolr | KoppekTtHOCTh 1 [TomHbIH WILTFOCTPHPOBAHHBIA OTBET U 3aIIUIIECHHBIH MTPOEKT — 8
MOJIHOTa OTBETA C 6anioB
OTOpOii Ha HermonHblii OTBET ¢ 3alIMIICHHBIM IPOSKTOM — 6 6aJioB
TEPMUHOIOTHYCCKUiT Hemnonublii 0TBET U HemopaboTaHHBII poekTa — 3 Gasa
anmnapar JUCLHILTHHBI HermonHblii OTBET U OTCYTCTBHE MpoekTa — () 6annos

B cnywyae mpumeHeHHs] TUCTAHIIMOHHOTO PEXHMMa MPOMEXKYTOUHOM aTTecTaluu OHa
MIPOBOAMTCS CIICAYIOIUM 00pa3oM: ycTHO B JJOT/MMCbMEHHO ¢ TPOKTOPHHTOM/ TECTHPOBAHUE
C IPOKTOPHHTOM. {7151 yCTIEITHOTO OCBOEHUS Kypca ydalieMycsi pPEKOMEHIYETCsl 03HAKOMUTHCS
C JINTEpaTypoOM, pa3MeIIeHHOH B pa3zeine 6, u Marepuanamu, BeuioxkeHHbIMH B JIOT.

6. MeToauveckne MaTEePHAJIbI M0 OCBOEHHIO THCIUILIAHBI

YcrHblit onpoc. TOT BuA pabOThl IPEyCMOTPEH Ha CEMUHAPCKUX 3aHATUAX U BKIIOYAET
B ce0s1 OTBETHl Ha BONPOCHI U OTBETHI IpU MpoBepke 3agaHuil. CTyIEeHThl paclpeneistoT B
IpymIe BONPOCHl U3 CIHUCKAa BOMPOCOB AJIsi OOCYXKJEHHsS B IUIAHE KaKJIOIO0 CEMHHAPCKOIO
3aHsaTUs. OTBET Ha BONPOC JOJKEH OBbITh KpPaTKUM, 0 CYLIECTBY M, KaK IpaBWJIO, HE
IIPEBBILIAIOIINM 3-X MUHYT MOHOJIOTHYECKOU peun. ['0TOBUTHCS K YCTHOMY OIPOCY M0 IJIaHaM
CEMHUHApOB CJEAYEeT MO CHUCKY OCHOBHOM UM JONOJHUTEIbHON auTeparypbl. OTBET CTyIeHTa
IIPY IIPOBEPKE MUCBMEHHOIO JOMAIIHEr0 3aJaHusl U3 IJIaHA CEMUHAPCKOIO 3aHATHS SBIIECTCA
Pa3HOBUAHOCTBIO YCTHOTO omnpoca. Ha ceMuMHapCKMX 3aHATHSIX TakKe IPEeIyCMOTPEHBI
JIOTIOJTHUTENIbHBIE, KPOME JIoMallHe paboThl, 3a7jaHusl, cOOeCceJ0OBaHNE O JIOTOTHUTEIbHBIM
BOIIPOCAM U JOIOJIHUTENIBHBIM 33JIaHUSAM HAa CEMHUHAPCKHMX 3aHATHSAX PAacCMaTPHUBACTCS Kak
YCTHBIH OITPOC.

CamocTosTenbpHas BHeayJUTOpHAas paboTa Mo AUCIUILTHHE PeayCcMaTpUBaET:
1) paspaboTka mpoekTa (MakKeT ra3eThl/’KypHaia) B TBOPUECKOW TPYIIE C MOCCTYIOMICH
MyOTMYHOM 3aIIUTON MPEe3eHTAI[H MPOEKTa.

3ammTa NpoekToB. CTYAEHTHI paCIpEeNIIOTCSI Ha TBOPUYECKUE TPYIIIBI 110 5 YEJIOBEK U
CaMOCTOSITENIbHO TOTOBAT MPOEKT NMEPUOJUUECKOrO U3JaHUS 110 CAaMOCTOSATENbHO BBIOpaHHOMN
tematuke. [lo MaTrepuanam 3Toif paboThl CTYAEHTHI TOTOBAT NMPE3EHTALUIO-0TUYET, C KOTOPOii
BBICTYNAIOT Ha MyOIMYHOM 3alIUTe MPOEKTa Ha ceMUHApCKUX 3aHATUAX Ne 3-4. PernameHT juist
3alUTEl MpPOeKTa — 15 MUHYT. Y4YacTHUKM IPOEKTHOM TIpyNIbl IOJYy4YarOT OJWHAKOBOE
KOJIMYECTBO OaJIJIOB 3a 3aIIUTY NMPE3EHTAUU-TIPOCKTA.

Bonpocbt 0na camonposepku:

Tema 1. Cospemennutit nepconanvuwlit Komnviomep. Cocmae u Ha3Ha4eHUue OCHOBHHIX
yempoiicme. Texnuka 6ezonacnocmu npu pabome ¢ KOMRbIOMEPOM.

1. [TepBoHayaIbHOE 3HAKOMCTBO C KOMIIBIOTEPOM.

2. N3y4yeHre KOMIOHEHTOB KOMIIbIOTEPA.
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3. OneparmonHas cucreMa Windows. 3HakOMCTBO ¢ HHTEpQEHCcOoM.
Tema 2. Ilpozpammnoe obecneuenue komnviomepa. Onepayuonnsie cucmemol. Hx
Ha3nayenue. Daitnosas cmpykmypa.

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

2. Cranmaptabie mporpamMmbl Windows: TeKCTOBBIN peaakTop biokHoT, rpadudeckuit
penakrop Paint, Kanekynsrop.

3. Co3zanne u coxpaHeHue (ainos.

4. Pabota co cripaBo4YHOI CUCTEMOW U MEHIO MPOTPAMM.

5. @dopma OTYETHOCTH: Pe3yJIbTaT CaMOCTOSTENIbHOM paboThI MPOBEPSIETCS HA 3a4eTe.

OreHUBaETCS CKOPOCTH MeYaTaHus U 0e30MMUO0YHOCTh HAbopa.

Tema 3. @ynukyuu u 603moxcnocmu onepayuonnou cucmemot Windows. Ocnosnewle
nonamusa. Ctannaptaeie nporpammbsl Windows. CrpaBounast cucrema Windows. [Touck
(daiIoB M MaroK .

1. [Tporpamma IlpoBoauuk. 3amyck. Pabora ¢ nepeBoM mamnok.

2. Co3nanue HOBBIX manok. KonupoBanue, mepeMMeHOBaHUE, TEPEMEIICHUE, yIAICHUE
¢aiinoB u marnox.

3. CsotictBa ¢aitna. Pabora c rpymnmnoii ¢aitnos. Pabota ¢ cereBbiMu nankamu. Paborta ¢

BHEIITHUMH HOCHUTEIISIMUA WH(POPMAITHH.
Tema 4. Cnenoit 0ecamunanvyeglii Menmoo neuamu Ha KOMnoviomepe

1. Hcropust MalIMHOIIKACH.

2. [TpaBuiia paboThl Ha KJIaBHaType OYKBEHHOTO U I poBoro Habopa. Crnenoit
JIeCATUTIANIBLIEBBIA METO/I M HICTOPHS €TO CO3/IaHMs.

3. Pacnonosxenue knasuil. [lo3unmu npaBoi u 1€BOM pyK.

4. Pacnpenenenne KIaBuI MEXIY MaJbIIaMU.

5. BapuaHTbl KJ1aBUATYpPHBIX TPEHAKEPOB.

Tema 5. lenonpouszeoocmeo. Texcmoeuwiit npoyeccop Word.

1. O6mue npaBuiia opopMIIeHUs PA3TMYHBIX HAOOPHBIX PabOT U CIyKEOHBIX
nokymeHnToB. [Ipasuna opopmienust BKP u kypcoBbix.

2. Coznanue v peIakTHpOBaHUE IOKYMEHTA.

3. Pabora ¢ cymecTByrOmuM JOKYMEHTOM.

4. Nntepodeiic Microsoft Office Word 2010. Jlenra, BKi1aaku, rpymniisl, 3Hauku. [Tanens

owicTporo gocryna. Hactpoiika mapametpoB mporpammbl. Hactpoiika untepdeiica padodero
OKHa.

5. Crpykrypa nokymenTa. BBoa Tekcra. Y craHOBKa BRIpaBHUBAHUS, OTCTYIIOB U
UHTEpBAJIOB B ab3anax. Pabora ¢ pparmenramu tekcra. [Touck u 3ameHa pparMeHTOB TEKCTA.
Pacumpennsiii nouck. KonupoBanue, nepemenieHue 1 yaajaeHue ¢parMeHTOB TEKCTa.
[TpoBepka opdorpaduu. ABTozameHa, Ha3HaUEHHE CIMCKa aBTo3aMeH. [IpeaBapuTenbHbIi
IPOCMOTP JOKYMEHTA.

6. BcraBka HOMEpPOB cTpaHMIL, AaThl CO3JaHUs JOKyMEHTa. BcTaBka pa3pbpIBOB CTPAaHHULIBI.
7. OnemeHTbl GopMaTOB TIOKyMeHTa. PopMaTHPOBAHUE TEKCTA HA YPOBHE CHMBOJIOB.
dopmatupoBaHHUe TEKCTa Ha ypoBHe ab3areB. PopmarupoBanue 1o oopasiy. Cruiu.
Pa6ora co ctunsmu nokymenra. Ilpocmotp cnimcka ctuneil. dopMaTupoBaHUEe CTPAHUIIBI.

8. OO0pamiieHne 1 3an0JHEHUE TeKeTa. Mi3MeHeHne peructpa it n300paxeHus Oyks.
Cnucok. Tunsl cnuckoB. opmarupoBanue cnuckos. Mcnonbs3zoBanue Tadynstopos. Komonku.
[TapameTpsl cTpanuLbl. 3aaHUE TAPAMETPOB CTPAHUIIBI.

9. KonoHTUTYbI, CHOCKM 1 IPUMEYaHUs: Ha3HAUYEHUE, BUbI, CIIOCOOBI CO3/JaHMUsI.
Coznanue npeseHranun

Tema 6. Penaxrop npezentauuii Power Point

1. 3amyck Microsoft Power Point

2 Br160op criocoba co3manus npe3eHTauu

3. Coznanue mpe3eHTaluu ¢ momoiso Mactepa ABTOCOepKaHUS.
4 PenaktupoBaHue TeKCTa MPE3CHTAITUN
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5. PexxumMbl mpocMoTpa
Pabora ¢ npe3enTaruei

6. Coznanue npe3eHTaluu ¢ MoMoIIbko madaoHa 0popMICHUS
7. BBoj TekcTa B ciann

8. Co3nmanue cnaiiaa

9. BceraBka ciaiiioB U3 Ipyrux npe3eHTanun

10. Peopranusanus ciaifiioB B Ipe3eHTaINH

11. BBox 3ameTox k cnaitgam

12. Coznlanue manku Jiisi COXpaHeHUs Mpe3eHTaluu

BcraBka nHpOpMAIUN B IPE3CHTAIIUIO

13. HN3smenenue makera ciaiiga

14, BceraBka kimna

15. H3meHeHune pa3MepoB pucyHKa

16. W3menenue 1BETOB pUCYyHKA

17. BcraBka u hopmaTupoBaHue TabIUIIBI

18.  BcraBka tabmuiel Microsoft Word

19. BcraBka quarpammer Microsoft Excel

20.  BcraBka u ¢popmarupoBanue quarpamMmmsl Microsoft Graph
21. BceraBka u Moaudukanus opraHu3alMOHHON JuarpaMmbl
22. BceraBka 1 MouduKaIus JuarpaMMbl

23. BcraBka pucynka

ITpomesxxyrounas arrecraius B cucreMe JIOT. KoHcynbramus K 3a4eTy NpoiaeT B BUJE
oHnaifH-BcTpeun B mnpwiokenuun Office 365 «Teams». [lpunmoxkeHne pekoMeHayeTcs
YCTAHOBUTB JIOKaJIbHO. CTYJIEHT J0JIKEH BOWTH B CUCTEMY C ITOMOIIBIO yueTHOM 3anucu Office
365 PAHXuI'C, uTo0sI 00ecrieunTs 6a30BYIO MPOBEPKHU JIMIHOCTH.

3ayer OyzneT MpoxoAuTh B (OpME YCTHOI'O OIpOCa MO CIUCKY BOIPOCOB Ul 3adeTa U
BBIMIOJIHEHUS OJJHOT'O ITPAKTUUECKOI0 3aJaHusl.

Jliis obecnieueHus BUAEO- M ayJIHO CBA3H Ha MEPOIIPUSITUHN CTYICHT JI0JKEH UMETh KaMepy
¥ MUKPO(OH, IMOJKIIOYCHHBIE K €r0 MePCOHATTEHOMY KOMIIBIOTEPY, TUIAHIIET HITH cMapThOH.

OrcyrcTBUE y CTyZJEHTAa TEXHHYECKMX BO3MOXKHOCTEH paccMaTpUBacTCs  Kak
yBa)XMTeJIbHAs mpuuuHa. [Ipu 3TOM CpOKHM MpOBEIEHMs 3a4eTa MOTYT ObITh NEPEHECEHBI 110
3adBJICHUIO CTYJEHTAa Ha MMs JeKaHa (akyiabTeTa Ha MEepHoJ| MOCIe OKOHYAHMS DPEXHMa
MTOBBIIIEHHON TOTOBHOCTH.

3a 10-15 MuHYT 10 yKa3aHHOTO BpEMEHU Havajla MEPOIIPUATHS CTYEHT JOJDKEH BBINTH Ha
cBs3b. EMy HE00X0/IMMO MPUTOTOBUTH NMACHOPT AJIS UACHTU(DUKAIIMY TUYHOCTH.

B Xxonme moaroTroBku oOTBeTa CTYAEHT JOJDKEH BKIIOYMTH CBOM MHKPO(GOHBI U
BUJeOKaMmephl. Buneokamepy He0OX0AMMO HapaBUTh TaK, YTOOBI OB XOPOIIO BUIHBI JIUIIO
U pyku cTyaeHTa. CTyAeHT JOJDKEH CIe10BaTh PEKOMEHAAMSM IIPENOJaBaTEs.

B cnyyae ecnm nedicTBUsS  CTyJEHTa HE JAalOT BO3MOXHOCTU IPEINOaBATENIO
KOHTPOJHMPOBATh MpOIECcC JOOPOCOBECTHOTO BBIMOJHEHHUS CTYJEHTOM 3aJaHuil Tocie
MOJIyYEHUsl 3aJaHusl JJIs 3adyeTa, IpernojaBaTeslb MMEET IMPaBO BBICTABUTH OIEHKY «HE
3a4TEHOY.

B cnyuae c6oeB B paboTe 000pyJ0BaHUS WM KaHaja CBSI3U Ha MPOTSDKEHHH Ooiee 15
MHUHYT CO CTOPOHBI IpEnoaBarest 1100 co CTOPOHBI CTY/IEHTA, IPEIo1aBaTeNlb OCTaBIIAET 3a
co00i1 mpaBo NnepeHecT! MPOBEICHUE UCTIBITAHUS Ha APYTOil 1€Hb.

[ModaMuabHBIN CIMCOK MOATPYNN AJS aTTECTAllMM OIJIalllaeTcs MOcie KOHCYJbTAllMu K
3auery.
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7. YueOHas auTepaTypa u pecypcbl HHGOPMANMOHHO-TEJIEKOMMYHHUKAIIMOHHOMN CeTH
HNHuTepHer

1.1. Ocnosnasa tumepamypa
1. BonkoBa M.B. Madopmaruka 1jiss ryMaHUTapHEB: YUeOHUK U MPAKTHKYM JJIS

akajeMuueckoro 6akamaspuara. — MI'Y. — DnektpoH. nan. — M.: FOpaiit, 2016.
(http://idp.nwipa.ru:2048/login?url=http://www.biblio-online.ru/book/170F1E70-CC31-47
C1-B77C-393F07613B2D)

1.2. /lononnumenvuas numepamypa

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

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

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

4. Makaposa H.B. [Ipaktukym no uapopmatuke [ DIEKTPOHHBIN pecypc]: yuel. mocobdue s
By30B. — CII6.: [Tutep, 2012.

5. CremanoB, Anaronuii Hukonaesny. Unpopmaruka: 6a30BbIil Kype st CTYI€HTOB
TyMaHUTap. CHEIUAIBHOCTEH BBICII. yuel. 3aBeIeHUui: [y 6aKaiaBpoB U CIICIUAIHUCTOB]. —
CIIG.: ITutep, 2015.
(http://idp.nwipa.ru:2048/login?url=http://ibooks.ru/reading.php?productid=344869)
6.Po6con, Dmmzader. M3ywaem HTML, XHTML u CSS, 2-¢ uzn. — CII6.: [Tutep, 2014.
http://idp.nwipa.ru:2048/login?url=http://ibooks.ru/reading.php?productid=342692

7.3. Hopmamuensle npasosvlie 0OKyMeHmol U UHAA NPABOBAs UH(OpMAUUA

HpI/I HU3YUCHUHN JUCHUIINIMHBI HOPMATHBHO-IIPABOBBIC NOKYMCHTEI HE UCITIOJIb3YHOTCA

7.4. Humepuem-pecypcol

B03MOXHO UCIIONB30BaHKE, KPOME BBILIECIIEPEUUCIIEHHBIX PECYPCOB, U IPYTUX 3JIEKTPOHHBIX
pecypcoB cetn IHTepHET.

DneKTpOHHAs Bepcusl poccuiickoro xypHana «Kypramucr» http://www.journalist-virt.ru/
bubnuorexa IlenTtpa oskcTpemanbHOM kypHamucTuku Coro3a KypHanucToB Poccun
http://www.library.cjes.ru/

bubnuoreka sxypuanucta http://journalism.narod.ru/index.html

bubnuotexa HEO(UIHATIBLHOTO camra ¢akynbTeTa JKYPHAIUCTUKU MI'Y
http://www.journ.ru/library/
Jlo3oBckuit b.H. XKypHnanucruka: KpaTKui CI0Bapb

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

Caiit ¢paxynbrera sxypHanuctuku BI'Y http://www.zhurfak.edu.by/

MemuaCrpyt http://www.mediasprut.ru/

BcemupHas razetnas accouuarus http://www.wan-press.ru/)

[Mopran  wHayunbix  wuccinepoBanuii  CMU  ¢dakynprera  xypHamuctuku  MIY
http://www.mediascope.ru/

10. UuctutyT passutus npeccsl http://www.pdi.ru/
11. Uncturyr [loitaTepa http://poynter.ru/
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7.5. Huwie ucmounuku

C31Y pacnojaraet A0CTYIIOM Yepe3 calT HaydHo# oubmnoreku http://nwapa.spb.ru/ x
CJICAYIOIUM IMOAIMMUCHBIM 3JICKTPOHHBIM pECypCaMm:

Pycckoazviunvie pecypcol
DnexmponHvle yueOHuKU HEKTPOHHO - OnbanoTeuHo cucremsl (OBC)  «AHOYKe»
OnexmporHvle yueOHuKU dNEKTPOHHO — Oubamoreunoit cuctemsl (OBC) «Jlanby»

Mo

Hayuno-npaxmuueckue cmamvu no punancam u menedxcmenmy Mznarenbckoro poma
«bubdauoreka I'pedbeHHNKOBAY

5. Cmamvu u3 nepuoouueckux uz0auuii L0 0OWECMEEHHbIM U 2YMAHUMAPHBIM HAYKAM
«Hct - Bbro»

6. Ouyuxnoneouu, crosapu, cnpasounuxu «Pyopuxkon»

7. Ilonnvlie mexcmwul Ouccepmayuti u asmopeghepamog IjekTpoHHasi budauoreka
duccepranuii PI'b

8. Anznoazviunsle pecypcol

9. EBSCO Publishing - oocmyn xk myrsmuoucyuniunaprvim noinomekcmosvim 6azam
OQHHBIX PA3TUYHBIX MUPOBbIX U30AMENbCME N0 OU3HeCy, IKOHOMUKE, (DUHAHCAM,
Oyxeanmepckomy yuemy, 2YMAHUMAPHLIM U eCMeCmEeHHbIM O001ACMAM 3HAHUL,
peepamam u NOAHBIM MEKCMAaM NYOIUKAYULL U3 HAYYHBIX U HAYYHO-NONYIAPHBIX
HCYPHANO08.

10. Emerald-  kpynuetiwee muposoe uzdamenbcmeo,  cChneyuarusupyloujeecs — Ha
NEKMPOHHBIX JCYPHANLAX U 6A3aX OAHHBIX NO HKOHOMUKE U MeHeddcmenmy. Hmeem
cmamyc — OCHOBHO20 — UCMOYHUKA — NPOGECcCUOHANbHOU  UHopmayuu Ol
npenooasamernetl, Ucciedogamenell U CReYUaIUCmos8 8 00IACmU MeHeONCMEHMA.

8. MarepuajbHO-TeXHUYeCKas1 6a3a, MH(POPMAHMOHHBIE TEXHOJIOTHH, TPOTPAMMHOE
obecrieueHue U HH(POPMAIHOHHBIE CTIPABOYHBIE CHCTEMbI

Kypc BkitouaeT ucmnonb3oBanue nporpamMmmuoro odecriedenust Microsoft Excel, Microsoft
Word, Microsoft Power Point, Adobe Indesign, Adobe Photoshop ass moaroroBku T€KCTOBOTO
¥ TaOJIMYHOTO MaTepuana, rpadu4ecKiX WLTIOCTPAINii, MAKETOB BEPCTKH U T.JI.

MeTo/p1 00yYEeHHS MTPEANOIATalOT UCTIOIB30BaHNEe HH(POPMAIIMOHHBIX TEXHOJIOTHI
(KOMITBIOTEpHOE TeCTUPOBAHUE, IEMOHCTPAIIS MYIbTUMEIUHHBIX MAaTEPHAIIOB).

3anerictBoBaHbl IHTEpHET-CEPBUCHI H AIEKTPOHHBIC PECYPCHI (ITOMCKOBBIC CUCTEMBI,
ANEKTPOHHAS 1MOYTa, TPO(ECCHOHATbHBIE TEMATHUECKHE YaThl U (POPYMBI, CUCTEMBI ayTHO U
BUJICO KOH(EPECHIIHA, OHJIAiH SHIUKIIOTICIUHY, CIIPABOYHUKH, OMOTMOTEKH, JICKTPOHHBIC
yueOHbIe U Y4eOHO-METOMYECKIE MAaTEPUAIbI).

Komnbrorepubie 1 HHPOPMANMOHHO-KOMMYHHKATHBHbIE CPEICTBA.
Texnuueckue cpeacTBa 00y4eHuUsl.

Taonuua 9
Ne HanmMeHnoBaHue
/1
1. Crneuuanu3upoBaHHble 3ajbl s TMPOBENCHUSA JICKIHH, O0O0OpyIOBaHHBIC

MYJIbTUMEAUNHON TEXHUKOM, IIO3BOJIAIONIEN JEMOHCTPUPOBATh IMPE3EHTAUUU U
[IPOCMATPUBATh KMHO U BUJEO MATEPUAIIBL.

2. Cneunanu3upoBaHHas MeOelb U OPrCpeliCTBA: ayJAUTOPUHM U KOMIIbIOTEpPHBIE
KJ1acchbl, 000py/I0BaHHBIE OCATOYHBIMH MECTAMHU
3. TexHuueckue cpencrsa ooyueHus: IlepcoHanbHble KOMIBIOTEPHI; KOMITBIOTEPHBIE

MIPOEKTOPHI; 3BYKOBHIE JUHAMHKH; TPOTPAMMHBIE CPEACTBA, 00ECIIEUNBAIOIINE TPOCMOTP
Bujeodaitnos B popmatax AVI, MPEG-4, DivX, RMVB, WMV.
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Kowmmerotep, ymoBnerBopsitomuii  TpedoBanusm [10, TIO: doropenakropsl,
BeO-pEeIaKTOPBI, TN3alH-TIPOTPAMMBI
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