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PITJ] «kKommnproTepHOE peIakKTUPOBAHUE)» B HOBOW PEAAKIIUM 0J00peHa Ha 3aceAaHI
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COJIEP)KAHME

1. TlepeueHb mMIAHUPYEMBIX pe3yJbTaTOB OOyYEHHS MO JUCIMILIUHE,
COOTHECEHHBIX C IUIAHHUPYEMBIMH pPE3yJIbTaTaMH OCBOEHHS 0Opa30BaTEIbHOU
IIPOTPAMMBDBL ......vvieiaireeesirinesrreessnnenesnreessnneas Omuodka! 3akyiagka He onpeeseHa.

2. O6beM u MecTo nucuuriuHbl B cTpyktype Ol BOOmmoka! 3akinaaka He onpejaesieHa.

3. ConeprkaHue U CTPYKTypa JucHUILUIAHGI .. Omudka! 3akiaaka He onpeaesieHa.

4. Marepuansl TEKYLIErO0 KOHTPOJIS ycreBaeMocTH o0ydaromuxcaOmudka! 3akiaaka He onpeng
5. O11eHOYHbIE MaTepUAIIBl TPOMEKYTOUHOM aTTecTannu no aucuumimHeQmmoka! 3aknaaka He
6. MeToauueckre MaTepralibl 10 OCBOCHUIO NTUCHUIUIMHBIOmuUOKA! 3akiaaka He onpeaeseHa.

7. YueOHas nureparypa u pecypcbl UHPOPMAIMOHHO-TEIEKOMMYHUKAIIMOHHOM

CETU MHTEPHET ..o Ommoka! 3akiaaka He onpeneseHa.
7.1. OCHOBHAS TUMEPAMYPA.......c.cvvveeaieennns Ommoka! 3aknagka He onpeaesieHa.
7.2. JIONOTHUTEIBHAS JIUTEPATYPA ...eeennvieesns Ommoka! 3aknaaka He onpeaesieHa.

7.3. HopmamusHvie npagogvle 00KyMeHmul U uHas npasosas ungopmayusOmmoka! 3akaagka He
7.4. HHmepHuem-pecypeol............cccvuveerrannnn. Omuodka! 3aknaaka He onpegeseHa.
7.5. Fnble UCTNOUHUKU ...ooovvveeiiieeiiieeeeieeeeennn Omuodka! 3aknaaka He onpeaeieHa.

8.  MarepuaibHO-TeXHHUYECKass  0a3a, WH(OOPMAIMOHHBIE  TEXHOJOTHH,
IporpaMmMHoe oOecrieueHre U nH(popMamoHHbIe cripaBo4YHble cucTeMblOmmoOka! 3akiiagka He ¢



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

NPOrpamMmbl

1.1 Iucummumuaa b1.B.JIB.04.02 «KoMmbrOTepHOE pEeIaKkTHPOBAHUE» OOCCIICYMBACT
OBJIQJICHUE CIEAYIOIMIMMHU KOMIIETCHIIUSIMHU:
Komnerenuuu, ¢opmMupoBaHue KOTOPHIX 3aBEpIIACTCS B TEUEHUE HW3YYCHHS JaHHOM

JOUCLUIIINHBI:
Taonuuya 1
Koo \Haumenosanue xomnemenyuu  |Koo \Haumenosanue KoMnoHeHma KomMnemeHyuu
KoMnemeHyuu KOMNOHEHmA
Komnemenyuu
T1Kc-3 CriocoOeH ocymecTBiaTh[IKC-3.1 CnocobHOCTb NPUBOAUTD XKYPHAIMCTCKUIA
[PEOAKTOPCKYIO JESATEIILHOCTh C TEKCT U (MAK) NPOAYKT pasHbIX BUAOB B
MCII0JIb30BAHUEM COOTBETCTBME C A3bIKOBbIMU HOPpMaMU
po(eCCHOHATHHBIX

KOMITBIOTEPHBIX ITPOTPAMM

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

nonpaszaenenuss CMU

Tabnuya 2
OT®/ mpyoosvie u Koo Peszyromamor 06yuenus
npogheccuonanvbhvie KoMnoneHma
Oeticmeus Komnemenyuu
e PabGora Han[[1Kc-3.1 Ha ypoBHe 3HaHUii:
COJIepIKaHHUEM ®  NPHUHIHUIBI peAaKTHPOBaHUs MaTepuayios s CMU
myomukanuit CMU Ha ypoBHe ymeHuit:
e Opranumzamust pabOTHI MCKaTh W BEIOMPATh aJbTePHATUBHBIC HCTOYHUKH HHPOPMALINH,

OCYILECTBISITh €€ IPOBEPKY

Ha ypoBHE HaBBIKOB:
®  PEIAKTOPCKOI paboTsI;

i pa6OTLI C TEXHHYCCKUMU CpeacTBaMu )KypHa.TIPICTCKOﬁ
JACATCIIbPHOCTHU
2. O0beM 1 MecTO TMCHUIIMHBI B cTpyKType OIT BO
O0bemM aucuuniauubl. OOmEas TPyJOEMKOCTh Kypca — 3 3aueTHbIX enuHuin, 108

aKaICMUYCCKUX YaCoOB.

}:[I/ICIII/IHJII/IHa pean3yeTcCs C IPpUMECHCHUEM JTUCTAHIIMOHHBIX 06pa3OBaTeJIBHI)IX TEXHOJIOTHI

(manee — J1IOT).

Taoauya 3

Bun pabotst

TpynoeMkocTsb
(B akaa.yacax)

Oomast 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 aucummuiuabl. YueOHas aucuurumnaa (b1.B.JIB.04.02) «KommbroTepHoe
pPENaKTUPOBAHUE»  OTHOCHTCA K  OOS3aTENBHBIM  JUCIHHUIUIMHAM  0a30BOM  4YacTu
po)eCCHOHAIBHOTO IHKJIA MOAroTOBKHM OakamaBpoB 42.03.02 «KypHanmuctukay. JlaHHas
JUCLIUILINHA PEATU3yeTcs BO 2 CEMECTPE.

JlucuMmiauHa 3aKiagblBaeT TEOPETHUUECKUW M METOJONIOTUYECKUM (PyHAaMEHT s
OBJIAJICHUST TNpo(ecCHOHAIBHBIMU  muciIuinHamMu: “Texamka wu TexHomorus CMUN”,
“IIpodeccuonanpHas 3TUKA )KypHAIUCTa”, “OKoHOMUKA U MeHemKkMeHT CMI”, “Counonorus
KypHaMcTukn”, “lIcuxosorust )KypHalIuCTUKKU U Ap.

3HaHUA, YMEHUS U HAaBBIKU, TIOJy4YeHHBIE B Kypce «KOMIBbIOTEpHOE pelaKTHPOBAHUEY,
UCTIONIE3YIOTCSl CTYJACHTAMH TPU BBIMOJTHCHUN BBITYCKHBIX KBATH()HKAIIMOHHBIX paboOT W B
JanbHEHIIEH IpaKTHIECKO padoTe.

Joctyn K cucteMe MUCTAaHIMOHHBIX 00pa30BaTEIbHBIX TEXHOJIOTHM OCYIIECTBIISETCS
KOKIBIM ~ OOy4YaloUUMCSl CaMOCTOATEIbHO C  JII00OTO  YCTpOMCTBA Ha  MOpTaje:
https://Ims.ranepa.ru/. Tlaponb ¥ JOTHH K JUYHOMY KaOWHETY / MPODUIIIO TPe0CTaBISCTCS
CTYJECHTY B JieKaHaTe.

Bce dhopMBbI TekyIiero KOHTPOJIsl, IPOBOJAUMEIE B CUCTEME JUCTAHIIMOHHOTO O0y4YeHUS,
OILICHUBAIOTCS B CHCTEME AUCTAaHLIMOHHOTO 00ydeHus. JIoCTyI K BUIEO U MaTepuaiaM JeKIui
IIPEIOCTABIISAETCS B TE€UEHHE BCcero cemectpa. JlocTyn K KaKJoMy BHAY paObOT U KOJIHMYECTBO
MONBITOK Ha BBIOJIHEHUE 3aJaHMs MPEAOCTaBISACTCA HAa OTPAHUYEHHOE BpEMs COTJIAaCHO
periiaMeHTy AWCHUIUIMHBL, omyonukoBanHoMy B CJIO. IlpenonmaBarens oOIleHUBAET
BBIMIOJTHEHHBIE 00ydaromuMmcs paboTsl He o3aHee 10 pabounx qHEH mocie OKOHYaHUs CpoKa
BBITIOJIHCHHS.

3. Conep:kanue ¥ CTPYKTYpPa JMCHHUILIHHBI

3.1 Yueono-memamuueckuii nnan

Tabnuua 4
Obvem ducyunaunsl (MoOyas), 4ac. Dopma
Koumaxmmnas paboma meKyujezo
Ao n/n Haumenosdie mes obyuarowuxcs c npenodaeame{zeM Konmponi
Bcezo N0 8UOAM YUEOHLIX 3aHAMUL CP ycnesaemocmu
J/ JIP/ 113/ KCP NPOMENCYMOYHOU
JIOT | 40T | AOT ammecmayuu
Ounasn gpopma odyuenusn
CoBpeMeHHBIH NepCOHAIbHBIH
Tema 1 | ¥ommbrotep. CocTas n 18 4 4 10 vO
Ha3HAYCHUE OCHOBHBIX
ycrpoicTs. TexHuka




Obvem Jucyunaunsl (MoOYIs), uac. Dopma
Konmaxmmnas paboma meKywezo
N n/n Haumenosanue mem obyuarowuxcs ¢ npenoéaeame{ze/w Konmponsi
Bceeo no 8U0aM y4eOHbIX 3aHAMUL CpP ycnesaemocmu
JI/ JIP/ | 13/ KCP npoOMeAHCYMOUHOU
JOT | A0T | JOT ammecmayuu
Ounasn ¢hopma 0dyuenusn
0e30MacHOCTH TpHU padboTe ¢
KOMIBIOTEPOM.
OnepanronHbie cuctembl. Mx
Tema 2. | nHasnauenue. DaiiioBas 18 4 4 12 VO, P
CTPYKTYypa
OYHKIIUK U BO3MOKHOCTH
OIEepalMOHHON CUCTEMBI
Windows. OCHOBHBIC TOHSTHS.
Tema 3. | CraHmapTHbIE IPOTrPAMMBbI 18 12 YO, P
Windows. CipaBounast
cuctema Windows. [Tonck
(aitnoB u marox
Tona 4. Cremnou gecaThnaableBhIi 18 4 12 VO, P
METO/I TEYaTH Ha KOMITBIOTEPE
HenonpouzpoicTBo. TeKCTOBBI
Temq 5. | Hmpomeccop Word. 18 4 4 12 VO, P
Tema 6. | IlpennevatHas MOArOTOBKA 18 4 4 12 YO, P
KOHTPOJITh
2* 3adeT ¢ OLEHKOMI
[IpomexyTouHast aTTecTalus
Bceero (akagem.qac./acTPOHOM.YAcC.): 108/81 | 16/12 20/15 70/54

2*- KoHcynbTalys BXOJUT B OOIIMH 00bEM KOHTAKTHBIX YaCOB JUCLUIUIUHBI
YO — ycTHbI# ompoc

P — pedepar

3.2 Cooepircanue oucyuniunl

Tema 1. Coepemennniit nepconanvhotit Komnoviomep. Cocmae u HazHaueHue 0CHOBHbIX
yempoiicme. Texnuka 6e3onacnocmu npu padome ¢ KOMRbIOMEPOM.

CoctaB W Ha3Hau€HUE OCHOBHBIX YCTpOMCTB. TexHuMka Oe30macHOCTH Npu padboTe ¢

KOMIIBIOTCPOM. HepBOHaqaanoe 3HaAKOMCTBO C KOMIIBIOTCPOM.

N3yueHne KOMIOHEHTOB KomibioTepa. OmepaunonHas cucrema Windows. 3HaAaKOMCTBO €
untepdericom. [Iporpammuoe obecrneuenue kommbloTepa. OmnepanoHHBIE CUCTEMBI. Mx
Ha3zHaueHue. PailnoBas cTpykTypa. 3amyck U 3aBepluieHue padoTel nmpuioxeHuil. Pabora c
okHamu. Co3manme U coxpaHeHue (DaitstoB. Pabora co CrlpaBOYHON CHCTEMOW W MEHIO
nporpamm. CBoiicTBa daiina. Pabora ¢ rpynmoii ¢paitnos. Pabora ¢ cereBbiMu nankamu. PaGora
C BHEITHHUMH HOCUTEIISIMU HH(OpPMAITHH.

Tema 2. Hpozpwmuuoe obecneuenue Komnsromepa. Onepauuonnble cucmemvwlt. Hx

Haznauenue. Daiinosas cmpykmypa

Ucropust mammuomnucu. [IpaBmna paboTel Ha KiaBuatype OyKBeHHOTO U IMdpoBoro Habopa.
Crnenoii gecaTunanbleBblii METO U UCTOPUS ero co3aanus. Pacnonoxenue kiapuii. [To3uiun
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MpaBoi U JIeBOM pyk. Pacnpenenenue KiaBuil MEeXAy NalbllaMd. BapuaHThl KJIaBUATYPHBIX
TPCHAXKCPOB. Onucanue CUMBOJIOB U «ropAvYUX KIIaBHIID).

W3ydeHne KOMIBIOTEPHON KIIaBUATYPBHI.

Kupunnuya

OcHoBHo#i (BTopoit) psax @BIBAIT-POJIJIKD.

Bepxuuii (tpernit) pax ULTYKE-HI'TIIIBEXb.

Hwoxuuii (nepsriii) psag AYCMU-THBIO.

UYeTBepThli psAA KIIABUATYPbl — 3HAKH IIPEIIMHAHUS.

Jlamunuya

OcHoBHo#t (BTopoi) psin ASDFG-HJIKL.

Bepxuuii (tpetnii) psg QWERT-YUIOP.

Huxnnii (nepssiit) pang ZXCVB-NM.

BepxHuuii peructp kiaBuarypsl, kiaasuma Shift.

[IpakTHyeckoe OBIAZICHUE U COBEPIICHCTBOBAHWE TEXHUKU IMEYATAHHs C HMCIIOJIb30BAaHHEM
KOMIThIOTEPHOM 00y4Jaromel mporpaMmmsl Stamina.

dopMa OTYETHOCTU: pE3YJIbTAaT CAMOCTOSTEIHLHOW pPabOTHI MpPOBEPSETCS Ha 3ayere.
OrneHuBaeTCs CKOPOCTh MevYaTaHus U 6e30mnO0YHOCTh Habopa.

Tema 3. @ynkyuu u 603moxcuocmu onepayuonnou cucmemuvt Windows. Ocnoenoie
nouamusn. Cmanoapmmuuie npozpammol Windows. Cnpasounas cucmema Windows.
Ilouck ¢hpaiinoe u nanox

OO6mue mpaBuwia opOpMIICHHS Pa3IMYHBIX HAOOPHBIX pabOT U CIIy)KEOHBIX JOKYMEHTOB.
[lpaBuna odopmiieHHs KOHTPOJBHBIX, pedeparoB, kKypcoBbix pador u BKP. IlpaBuia
opOopMIICHHST ~CIUCKa JIUCTepaTyphl, Oumbmmorpaduueckoe onucanne OdopmieHue
oubmuorpaduu (ctannaptsl). U3ydenue tpeboBanuii opopmiieHus.

Texcmoswiii npoyeccop Word.
Co3nanue u peakTUpOBaHKE JOKyMeHTa. PaboTa ¢ CyniecTBYIOINM JTOKYMEHTOM.

Hnurepdeiic Microsoft Office Word 2010. Jlenra, Bkimagku, Tpymmbl, 3Hayku. [lanens
osicTporo goctymna. HacTtpoiika mapamerpoB nporpammbl. Hactpolika untepdeiica pabodero
OKHa.

CrpykTypa nmokymeHnTa. BBoa Tekcra. YcTaHOBKAa BhIpaBHUBAHUS, OTCTYIIOB U MHTEPBAJIOB B
a63amax. Pabora ¢ ¢pparmentamu tekcra. [Touck u 3amena hparMeHTOB TekcTa. PaciimpeHHbIH
TIOUCK. KommpoBanue, mnepememienne u yhaieHue QparMeHTOB Tekcta. [IpoBepka
optdorpaduu. ABTO3aMeHa, Ha3HauUEHUE CMHCKa aBTO3aMeH. [IpeaBapuUTENbHBIA MPOCMOTP
JIOKYMEHTA.

BcraBka HOMCPOB CTPpAHUL, AAThI CO3JaHUA JOKYMCHTA. BcraBka Pa3pbIBOB CTPAHUIIBI.

OnemeHThl (opMmaToB JokymMeHTa. dopMaTHpoBaHHME TEKCTa Ha YPOBHE CHMBOJIOB.
dopmaTupoBaHUE TEKCTa Ha ypoBHe aO3aueB. @DopmarupoBaHue mno obpasumy. Crumm.
Pabora co ctunamu nokymenTta. [Ipocmotp crnimicka ctuiieit.  dopmaTHUpOBaHUE CTPAHUIIBL.

OOpamiieHre u 3amojHeHne TeKkcTa. MI3sMeHeHue peructpa ajis u3odpaxenus OykB. CIHUCOK.
Tunsl cnuckoB. @PopmarupoBaHue cnuckoB. Hcmonb3oBanue TadymisiTopoB. KomoHkwu.
[TapameTtpsl cTpaHuLbl. 3aaHUE TAPAMETPOB CTPAHUIIBI.

Anroput™m BbiOOpa 1mabnoHoB. Ilapamerpsl crpanuubl U ctii. OdopmieHne TUTYIBHOTO
mucta. Hymepanus crpanun. 1lpudroBbie BhiaeneHns B TEKCTE: 3arojOBKH, M0J3ar0J0BKH,
CHOCKH, TepeHOChl. KOJOHTHTYNBI, CHOCKM M NPUMEYaHMS: Ha3HAYCHUE, BUJbI, CIIOCOOBI
CO3/IaHHUS.
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Peoaxmop npesenmayuii Power Point

Coznanue npeseHTanun

3anyck Microsoft Power Point. Bpibop cmocoba coszmanmsi mpesentanuu. CosnaHue
Mpe3eHTAIMK C TOMOIIBI0 MacTepa ABTOCOIepKaHus. PeqakTupoBaHue TeKCTa Mpe3eHTAINH
Pexxumel mpocmotpa. Pabota ¢ mpesenrtanueii. Co3gaHue Mpe3eHTaluy ¢ TTIOMOIIBIO 11abI0Ha
opopmnenus. Box Ttekcra B cmain. Cosnmanue criaiina. BcraBka cnaiinoB W3 Apyrux
npe3eHTauuil. Peopranuzanus ciaiiioB B npe3eHtanuu. Broa 3ameTok K ciaiinam. Co3nanue
ManKy Ui COXpaHEHHs Mpe3eHTanuu. BcTaBka mHboOpManuy B Mpe3eHTanuio. VM3meHeHue
MakeTa ciaiija. BeraBka kiuma. 3mMeHeHue pa3MepoB pucyHka. Mi3MeHeHre IBETOB PUCYHKA
BceraBka u  ¢dopmatupoBanue Tabmunpl. BeraBka Tabmmubl Microsoft Word. BceraBka
nuarpammbl Microsoft Excel. BecraBka u popmarupoBanue nuarpammbl Microsoft Graph.
BcraBka w Moamdukanus OpraHU3alMOHHOW nuarpamMmbl. BcraBka W MoamQuKanus
nuarpaMmbl. BeraBka pucyHka.

Coznanue npe3eHTanuil U3 HECKOJIBKUX CIIAHIO0B.

3adanue na camocmosmenvuyro pabomy. lloaroroButh mnpeseHTanuioo PowerPoint.
TpebGoBanusi: Konu4ecTBO cnaiiioB — 15. B mpeseHTanuu JOMKHBI OBITh KCIIOJIB30BAHbI
CJICTYFOIIHE DJIEMEHTBI: CXEMbI; PUCYHKH; TaOJIUIIbI; TUarpaMMs; GoTo.

Tema 4. Cnenoit 0ecamunanvyegulii Menmoo neuamu Ha KOMnovlomepe

Hctopus mamuuonucu. [IpaBuna paboTsl Ha KilaBUaType OyKBEHHOTO U HU(PPOBOTro Habopa.
Creroit necaTUNaNIbIIEBBIA METOI M UCTOPHS €ro co3nanus. Pacnonoxxenue knasui. [To3urum
paBoil u JeBoi pyk. Pacnpenenenue kinaBuil Mexay najbliaMu. BapraHThl KiIaBUATypHBIX
TpeHaxepoB. ONMHUCAHNE CUMBOJIOB U «TOPSYMX KIJIABHIID.

N3yueHne KOMIBbIOTEPHOU KJIaBUATYPHI.
Kupunnuya

OcnosHoli (BTOpoii) psin @hIBATI-POJIIXKD.
Bepxuuit (tpernit) psa MITYKE-HTTHI3Xb.
Huxnuit (nepssiit) psaag AYCMU-THBIO.
YeTBepThIi psAA KJIABUATYPBI — 3HAKH NIPEIIMHAHUS.
Jlamunuya

OcnosHo#t (BTOpoii) psx ASDFG-HIKL.
Bepxnuii (tperuit) psx QWERT-YUIOP.
Hwxuuit (nepssiit) psang ZXCVB-NM.
Bepxuuii peructp kiiaBuatypsl, kiaasumia Shift.

[TpakTHyeckoe OBJIaJleHWE U COBEPIICHCTBOBAHME TEXHHMKHU IEYaTaHUs C HCIOJIb30BAaHUEM
KOMITBIOTEPHOM 00y4arolei mporpammsl Stamina.

dopma OTYETHOCTH: pE3ydbTaT CAMOCTOSTENBHOW pabOThl TPOBEPSETCS Ha 3auere.
OrnieHnBaeTCsl CKOPOCTh MeUaTaHus U 0€301MMO0YHOCTH HAabopa.

Tema 5. /lenonpouszeoocmeo. Texcmoeuwiit npoyeccop Word.



O6mme mpaBuiaa opOpMIIEHUS Pa3IMYHBIX HAOOPHBIX PabOT M CIY’)KEOHBIX JOKYMEHTOB.
[IpaBuna odopmiieHHsT KOHTPOJBHBIX, pedeparoB, KypcoBbix pador u BKP. IlpaBuna
obopMmIIeHHUs ~ CIHCKa JIUCTEepaTyphbl, Oubmmorpaduueckoe omucanue OdopmiieHue
oubmuorpaduu (ctanmaptsl). M3ydeHue TpedboBanuii opopmiieHusl.

Texcmossiii npoyeccop Word.
Coznanue 1 peiakTUpoOBaHKe JOKyMeHTa. PaboTa ¢ CcyliecTBYIOIHUM JOKYMEHTOM.

HNurtepdetic Microsoft Office Word 2010. JlenTta, BKJIaaKW, Tpymnbl, 3Ha4kd. [laHenb
osicTporo gocryma. Hactpoiika mapamerpoB mporpammbl. Hactpoiika uaTepdeiica pabouero
OKHa.

Crpykrypa nokymenTta. BBoa Texcra. YcTaHOBKAa BhIpaBHUBAHUS, OTCTYIIOB U MHTEPBAJIOB B
a63anax. Pabora ¢ pparmentamu tekcra. [louck u 3amena ¢parMeHToB TeKkcTa. PaciimpeHHbli
nouck.  KommpoBanue, mnepeMernieHue W ynajicHue (parMeHTOB Tekcra. l[IpoBepka
optdorpaduu. ABTO3aMeHa, Ha3Hau€HUE CIHMCKa aBTo3aMeH. [IpeaBapuTENbHBIA MPOCMOTP
JIOKYMEHTA.

BcraBka HOMEpOB CTpaHMI], 1aThl CO3AaHMS JOKYMEHTA. BeTaBka pa3pbIBOB CTPAHUIBL.

OnemeHTsl (opmatoB AokymMeHTa. dopMaTHpoBaHHWE TEKCTa Ha YpPOBHE CHMBOJIOB.
dopmaTHpoBaHUE TEKCTa Ha ypoBHe ab3ameB. @DopmarupoBaHue mo obOpasmy. Crumm.
Pabora co ctunsimu noxkymenra. Ilpocmotp cnimcka cruneil. dopMaTupoBaHUEe CTPAHULIBI.

OOpamiieHre U 3anojHeHue TeKkcTa. M3smMeHeHue peructpa aias uodpaxenus OykB. CIHUCOK.
Tumbr cruckoB. PopmarupoBanue cnuckoB. Mcnonbp3oBanue TalOyasITOpoB. KomoHKH.
[TapameTps! cTpaHuLbl. 3alaHUE TAPAMETPOB CTPAHULIBI.

AnroputMm BbiOOpa madinoHoB. [lapamerpsl crpanuisl U ctinu. OdopmieHue TUTYIBHOTO
mucta. Hymepanus crpanun. [lpudroBbie BeIICICHNS B TEKCTE: 3ar0JIOBKH, MO3ar0JIOBKH,
CHOCKH, mepeHOChl. KOJOHTUTYJIbI, CHOCKM W NMPUMEYAHUS: Ha3HAUYEHUE, BUIBI, CIIOCOOBI
CO3/IaHHUS.

Peoaxmop npezenmayuii Power Point

Co3nanne npe3eHTanuu

3anyck Microsoft Power Point. BriGop cmocoba co3manms mnpesentanuu. Co3naHue
IIPE3EHTALMU ¢ IOMOIIBI0 MacTepa ABTocoepkaHus. PegakTHpoBaHue TEKCTa MIPE3EHTALMN
Pexxumbl npocmotpa. Padora ¢ npesentanueii. Coznanue npe3eHTaluy ¢ IOMOIIbIO adaoHa
opopmienus. BBon Tekcra B cmaiin. Cozmanue crnaiiga. BcTaBka cnaiiioB U3 Apyrux
npe3eHTauuii. Peopranuzanus cnaiiioB B npezeHTanuu. Beog 3amerok k cnaigam. Coznanue
NAIKY JUIsl COXpAaHEHUs npe3eHTanuu. Berapka nadgopmanun B npeseHranuio. MzMenenue
MakeTa cianja. BeraBka kinmna. Mi3smeHnenue pasmepoB pucyHKa. MI3MeHeHHe IBETOB pUCYHKA
BcraBka u QopmarupoBanue Tabmuipl. BceraBka Tabmunbr Microsoft Word. BceraBka
muarpammbl Microsoft Excel. BeraBka u gopmatupoBanue auarpammsl Microsoft Graph.
BeraBka u Monudukanus OpraHu3allMOHHOM jauarpamMmbl. BcraBka M MoauduKaius
nuarpaMmMbl. BctaBka pucyHka.

COBI[aHI/Ie HpC3CHTaHHﬁ 13 HECKOJBKMX CJIai0B.

3adanue na camocmosmenvuyro pabomy. lloarotoButh mnpeseHTanuioo PowerPoint.
TpebGoBanusi: KonmMuecTBO CiaiiioB — 15. B mpe3eHTanum M0KHBI OBITH HCITOJIB30BAHBI
CJIEIYIOINE AIIEMEHTHI:

e CXEMBHI;



e PHUCYHKH;
e TaOIHUIEL
e JIMArPaMMBI;

e (oto.

Tema 6. IlpeaneyaTHasi NOATOTOBKA

K ny6nukanuu, npuroToBIeHHON K (OTOBBIBOAY, JOJIKHBI IPUIIATATHCS (PaniIIbI
BCEX MCIIOJb3YEeMBbIX B HeM miuttocTpanuil 1 mpudros. CieayeT TIIATENbHO CIEIUTH 32
UCIOJIb3yeMbIMU mpudTamu. HexadecTBeHHbIe MWPUPTH — OJHA U3 CAMBIX YaCTHIX
NpuYuH TpoOJieM npH BbIBoAe nyOsukanuii Ha ¢oToHabop. He wucmonws3yiiTe npu
BepcTKe cucteMHbIX mpupToB. Crapaiitecy nzberate TrueType mpudton. Ecnu yx
3TOro He yJaaercs cieiaTth, CIeJUTe 32 TeM, UTOObl UMEHA YCTAaHOBJIEHHBIX B CHCTEME
PS u TrueType mpudtoB He coBnaganu. Ucnonws3ys arpudyte Bold, Italic, BoldItalic,
ybenurech, 4YTO IPUQPTHl COOTBETCTBYIOIIMX  HadepTaHUH  ACHCTBUTEIBHO
YCTaHOBJICHHBI.

Bce 1Bera, ucnonb3yemble B MyOIMKaLMY, a TAKXKE€ B UMIIOPTUPYEMBIX 3JIEMEHTaX, JOJKHBI
ObITh 3amansl B Monmenn CMYK. He 3a0wiBaiiTe yka3piBaTh cO3/1aBaeMbIM Bamu mBeram
atpudytr Process (coctaBHOM). [y mpeacTaBieHUs O TOM, KakK 3aJaHHBIA LBeT Oyjaer
BBITJISAETD [10CJIE NI€YaTH, OJIb3YHTECh KaTaJIOraMH, a HE LIBETAMH Ha MOHUTOPE, OCOOEHHO B
nporpamMMax BepcTkd. Mcmonbsyiite mBera Pantone Tonbko Toria, kKoraa AeHCTBUTEIbHO
cobupaerech MCIOJB30BaTh MedaTh Kpackod Pantone. BynpTe BHUMATEIbHBI ¢ OONBIIMMHU
IUTAIIKaMH YepHOT'o 1IBETa.

[Ipu pazpaboTke au3aiiHa CIIEAyeT YYUTHIBATh MOTPEUIHOCTh NPU 0Ope3Ke KpaeB IMedaTHOU
IPOAYKIMH. 3a/1aBaiiTe B IpOrpaMMe BEPCTKH pa3Mep CTpaHMIIbl paBHBIM 00pe3HOMY opmary
Oynyiieil meyaTHOW NpoAyKuMK. Bee aneMeHThl, KOTOpble YT HAaBBUIET, TOJIKHBI BHICTYIATh
3a Kpas cTpaHMUbl nmyosnkauuu Ha 3-5 mM. Takxke cTtapaiitech He pacrnonaraTb 3Ha4MMbIe
3IIEMEHTHI ITyOIMKAIUY, HAPUMEP TEKCT, OJIMKE YeM Ha 5 MM OT Kpasi CTPaHHUIIBL.

Crout cnemuTh 3a paspelieHHMEeM pacTpOBbIX WILIIOCTpauuii. Pasperienue pactpoBoro
M300paKeHMsl, MOMEIIEHHOT0 B MMyOJIUKaIINIO, JODKHO B 1,5-2 pa3a npeBOCXOAUTh JUHUATYPY
BBIBOJIA C YYETOM MACHITA0OMPOBAaHUS B IPOrpaMMe BEPCTKHU (KCTAaTH, ropa3zo JIydlle STUM He
yBIIEKaThCs Ja0bl HE 3alyTaThCsl B pa3pelIeHusIX N300pakeHuil OKkoHuYaTenbHO). Paspenienne
MeHee 1,5 MuHuaTyp BeZeT K oTepe KauecTBa U300paxeHus. Paszpemenue 6onee 2 TMHUATYP
BeJleT MO0 K OECCMBICIEHHOMY YBEJIMYEHHUIO BpPEMEHM pactepusanuu (aitna, nmubo
HEKOHTPOJIMPYEMOMY TOHM)KEHHUIO pa3pelIeHus W300pakeHUs] MpPOrpaMMON BEpCTKH HpU
co3nanuu PS daitna.

TexHo10rMs MOATOTOBKH KYPHAJBLHOMH NpoayKkuuu B cucreme Adobe InDesign.
OcoOenHocTH Au3aiiHa )KypHaJIbHOM NpoayKuuu. CTpyKTypa KypHaja U OCHOBHBIE JJIEMEHTBI
oopmnenus. CeTku U MOIYyJIbHOE NMPOEKTUPOBAaHHE B AM3aiiHe >kypHanoB. Kommnoszunus
pasBopora. Pazmemnienue nunoctpanuii u rpadguxu. lpudToBsle 1 KOMIO3UIIMOHHBIE IPUEMBI
opopmnenus. Cneunanbhble 3pexTl. 3aroaoBKH U uX opopmieHue B xkypHaie. TexHonorus
MaKeTUPOBaHUs U BEpCTKH xypHaia B cucreme Adobe InDesign.

TexHoIOrMA MOArOTOBKH PEKJIAMHO-UH(OPMALMOHHON NPOAYKUHMH B CHCTEMe

Adobe InDesign.
Buner peKIaMHO-UH(POPMALIMOHHOM MPOIYKIIUH. Ocobennoctu oopmienus
peKIIaMHO-UH()OPMAITMOHHOW TPOMYKIIUUA. BYyKIET W 0COOEHHOCTH €ro MOJArOTOBKH. Bumbl
OykineroB. CTpykTypa OykieTa M OCHOBHBIE 3JIeMEHThl odopmiieHus. [luzailH u BepcTka
oykiera. [lIpudroBoe 1 KOMIo3uIIMOHHOE OpopMIIeHHE. TEeXHOJIOTHS TTOATOTOBKU OyKJIeTa B
cucreme Adobe InDesign. Pexnamuo-undopmannonHast naucTOBKa. OCHOBHBIE AIIEMEHTHI
opopmienusa. OcobeHHoCcTH qu3aiiHa. TexHOIorus NoArOTOBKU peKIaMHO-UH(GOPMaIMOHHON
mucroBku B cucteme Adobe InDesign.
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KoMnibroTepHbIe TEXHOJIOTMH NOATOTOBKH M COBPEMEHHBII 113aiiH razer
CoBpeMeHHbBIE TEXHOJOTUHU MOATOTOBKH TazeT. OOmmias TEXHOJOTHUS MOATOTOBKH Ta3eThl B
cucreme Adobe InDesign. Ocobennoctu gusaiiHa razer. Ctpykrypa raserbl. OCHOBHBIE
3NIeMeHThl  OoopmiieHHs. MakeTupoBaHHe Ta3eTHOM mojockl. CeTKM W MOAYJIBHOE
NPOCKTHUPOBAHUE B JHM3aifHE ra3eT. TeXHOIOTUsI MAaKETUPOBAHUS Ta3€THOM MOJIOCHI B CHCTEME
Adobe InDesign. OcHOBHBIE TIpaBHJIa U PEKOMEHIAIIMH TIPU BEPCTKE raser.

Buapl Bepctkm crareil. BnmsHue pacroyiokeHHsl CTaTedi Ha BOCIPHATHE MaTrepuana.
CranpmapTHble omMOKY nu3aiiHa. BepcTka Benyieil craThi, KpaeBbIX OJOKOB, peAaKIIMOHHBIX
1 HOBOCTHBIX KOJIOHOK. TexHosorust BepcTku Tekcra crareii 8 Adobe InDesign.IlpudToBoc u
KOMITO3UITMOHHOE ohopmiieHHE TekcTa ctareit B cucteme Adobe InDesign..

3a0anue Ha camocmosimenvHyro padomy: Bumel 3aronoBkoB B rasere. OdopmiecHue
3arojoBkoB. OcoOble mpueMbl BblAeTIeHHs MaTepuana. CrneuuanbHble 3¢ ¢exTsl. [Tpuems
yIpaBJieHUs] BHUMaHueM yntatesisi. CrenuaabHble 0OPMHUTEIBCKHE TPUEMBI.

[Moxbop u pasmemienue worrocTpanuid. [lpomopruu WUTFOCTpanMii W WX BIMSHHE Ha
pa3menieHne Ha mosioce. OCHOBHBIC MpaBWia pa3MelieHus wurrocTpanuid. CraHmapTHbIC
OomMOKK pa3MerieHuss wuocTpanuii. Bepctka wwmoctpanmii B Adobe  InDesign.
Crneuunanbabie 3G eKThl pu 00padoTKe U300paKEHUI.

4. MaTepuajbl TEKYILEero KOHTPOJIsl yCIIeBaeMOoCTH 00y4Yaro X Ccst

4.1. B xone peanuzaruu aucuuiuiiabl b.1.B.JIB.4.1 «KoMmmbproTepHblii HabOp, BEpPCTKAa U
pEIaKTUPOBAHUE)» HUCIOJIB3YIOTCS CIEAYIOIIME METOMbl TEKYIIEro KOHTPOJISI yCIIeBA€MOCTH
oOyJaronuxcsi:

— TP MIPOBEJICHUHU 3aHATHH JICKIIMOHHOTO THUIIA: YCTHBIN OIpPOC;

— IpU MIPOBEICHUH 3aHATHI CEMUHAPCKOTO THUIIA: YCTHBIN onpoc, pedeparsl.

Ha 3anstusx st pemieHusi BOCHUTATENBHBIX M YYEOHBIX 3a7a4 MPUMEHSIOTCS
cienyomue (HOopMbl  HMHTEPAKTHBHOW pabOThI:  IUAIOTO-AMCKYCCHOHHOE O0OCYXIeHUE
po0JIeM, MOMCKOBBIA METO/I, HCCIIEIOBATEIBCKUM METO/I, ACJIOBBIE UTPHI, pa300p KOHKPETHBIX
CUTYaLUM.

B cnywae peammzanum nucuuruinabl B JIOT ¢opmar 3amaHuil aganTupoBaHbl IS
iatdopmsl Moodle.

Tabauua 5
Tema u/unu pasoden Memodei mekyuje2o KOHMpona
ycrnesaemocmu
1. CoBpeMeHHBIH  TEpPCOHANBHBIA  KOMIBIOTEP.
CocraB W Ha3HaYeHHE OCHOBHBIX YCTPOWCTB. vO
Texnnka  Oe3zomacHocTH  Tpu  pabore C
KOMITBIOTEPOM.
2. OmnepanuoHHble cHCTeMBL. VX Ha3HadeHme. VO. P
daiinosas cTpyKTypa ’
3. OyHKIMM ¥  BO3MOXHOCTH  OIEPalMOHHOM
cucreMel ~ Windows.  OCHOBHBIE  TIOHSTHSL.
CrannapTHble IpOTrpaMMBbI Windows. Yo, P
CmpaBounas cucrema Windows. ITouck daiinos u
MoK
4. Crnenoil JIecATUNANbLEBBIA METOJ Me4yaTh Ha VO.P
KOMITBIOTEPE ’
5. Henonpoussoacto.Texcrossii nmpoueccop Word.
YO, P
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6. IlpenamedaTHas MOATOTOBKA VO, P

4.2. TunoBnlie MaTepHaJIbl TEKYIIEI0 KOHTPOJIA YCIIEBAEMOCTHU oﬁyqamumxcﬂ

Tunosvie 60npocwl 01 YCMHO20 ONPOCaA HA ceMunapax no memam 1-6

1. KoMmoHeHThI KOMIIBIOTEpA U X Ha3HAYEHHE.

2. IIporpammMHoe obecriedenre KommbioTepa. Onepaiuonnbsle cucreMmbl. HazHauenue u
byHKINN.

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

4. OyHKIUU YW Ha3HaueHUe omepanuoHHoU cucteMbl Windows. OCHOBHBIC MOHSTHS
(OOBEKTHI, JIEMEHTHI YIIPaBJICHHUS, OKHA).

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

6. Ilanens ynmpanenus. HacTpoiika pabouero crona, rIaBHOrO MEHIO U ITaHEIH 3a/1ad.
SIpibiku porpamm.

7. 3amyck mporpamMM. CtangapTHeie mporpamMMbl Windows.

8. Hasnauenue nporpammsl [IpoBoaauK. [IeficTBus ¢ (aiiiaMu U mankamm.

9. Cnuyxeb6nsie nporpammbel Windows. [Tonsitue nedparmenrtanuu. [IpoBepka nucka.
10. Knaccudukamus mporpaMm oOpaOOTKU TEKCTa, WX Ha3Ha4YeHHE, (PYHKIIMOHAIBHBIC
BO3MO>XHOCTH.

11. CsoiicTBa 10KyMeHTa B TeKCTOBOM Ipoueccope Word. Tumbl cBoiCTB, UX 3aaHUE U
UCIIOJIb30BaHUE.

12. HabGop wu pemaktupoBanue Tekcra. CrenuaibHble CpEACTBA BBOJA TEKCTA.
ABTO3aMeHa, aBTOTEKCT (Ha3HAYCeHUE, TTOPSAIOK UCIIOJIb30BAHNUS).

13. Koppekuus ommubok. I[Ipoepka opdorpadum u rpammaruku. lcmons3oBaHue
CIIoBapei.

14. IIpuemsl paboThl ¢ TabIULIAMU B TEKCTOBOM Iporieccope Word.

15. Crunu opopmnenus. Haznauenue, coznanue, i3MeHEHHE, UCIIOIb30BaHUE.

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

17. Co3nanune KoOHTUTYNOB B JokymMeHTe Word. HasHaueHue, BO3MOXXHOCTH CO3aHHUs
pa3IMyaroImuXcs KOJIOHTUTYIIOB.

18. Hcnonws3zoBanue noiueil. Haznauenue. Tumnsl noneit. [Tpuemsl paboTel ¢ MOIAMH.

19. TexHoJOTHS CBS3BIBAHUS U BHEAPEHUS 00BEKTOB. OOBEKTHI B TEKCTOBOM TIPOIIECCOPE
Word.

20. Bcrpoennble mporpamMMmbl TekcToBoro mporeccopa Word: Microsoft WordArt,
Microsoft Graph, Microsoft Equation. TexHomorust pabotsl ¢ o0bekTaMu pegakropa Word.
21. Tlpuemsbl TOCTPOCHHUS AUArPaMM B TEKCTOBOM mporieccope Word.

22. Pabora ¢ OOnmpIIMMH JOKYMEHTaMH B TeKCTOBOM Impoueccope Word. 3aknaaxw,
CHOCKH — Ha3Ha4YCHHUE, IPHUEMbI CO3JaHUs U HCIIOIb30BAHMS.

23. Pabora c GonpmuMu TOKyMeHTaMH B TekcToBoM mporieccope Word. TlepekpectHbie
ccputkd. [IpuMedanus — Ha3Ha4YeHUE, TPUEMBI CO3/IaHUS M UCTIOJIH30BAHUSI.

24. Pabota ¢ OONBIIUMHU JTOKYMEHTaMHU B TEKCTOBOM mporieccope Word. 3aromoBku.
Co3nanue ornasieHus. Pabora ¢ qokymMmeHTOM B pesxxume «CTpyKTypay.

25. Paborta ¢ OonpIIMMHU JOKyMEHTaMH B TekcToBoM Imporeccope Word. Hazpanus
Tabnui U pucyHkoB. Co3gaHue nepeuHel Tabnui U pucyHkoB. Co3gaHue MPEeIMETHOTO
yKaszaTels.

26. Pabota B pexuMe TIIaBHOTO JIOKYMEHTA: Ha3HaYCHNE  BOZMOKHOCTH.

27. Pabora ¢ mabnoHaMH THMOBBIX JOKYMEHTOB: HAa3HAau€HUE, CO3JaHHE,
penakTHpOBaHHE, UCTIONB30BaHUE.

28. Cospnanue u ucnonb3oBanue Gopm. [ons hopm, mapamerpsl mosei.
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10.

11.

12.

13.
14.
15.
16.
17.

18.
19.

20.

21.

29. dopmupoBaHUE CEPUMHBIX JOKYMEHTOB B TEKCTOBOM mpolieccope Word.
30. DyHKIMOHATBHBIE BOZMOKHOCTH TEKCTOBOTO mporieccopa Word.

Tunosvie npumepHvle memul peghepamusnvix pabom no memam 1-6

KoMmnoHeHTHI KOMIIBIOTCPA U UX HA3HAYCHHUC.

[IporpamMHoe obecrieueHue KommbloTepa. OmnepanuoHHBIE cucTeMbl. HasnaueHue u
GyHKIIHH.

@aiinoBas cTpykrypa ((aiin, TuIs! GailyioB, Nanku, moaHoe UM (daiina).

OyHKIMM W Ha3Ha4YeHUE omepanuoHHol cuctembl Windows. OCHOBHBIC TOHSTHS
(OOBEKTHI, JIEMEHTHI YIIPABJICHHUS, OKHA).

Cnpapounas cucrema Windows. [Touck ¢aitnoB u marmok.

[Tanens ynpaBnenusi. Hactpoiika pabGoyero cTona, IIIaBHOTO MEHIO M TaHENIM 3ajad.
SIpibiku mporpamm.

3anyck nporpamM. CtanaapTHbie mporpaMmbel Windows.
Haznauenue nporpammsl [IpoBoanuk. JleiicTBus ¢ daiiiaMu 1 manKaMH.
Crnyxeb6nsie mporpammbl Windows. [Tonsitue nedparmenrtanuu. [IpoBepka nucka.

Knaccudukanus mnporpaMm o00pabOTKH TeKCTa, MX Ha3HaueHUE, (PYHKIMOHAIbHbBIE
BO3MO>KHOCTH.

CaolicTBa JOKyMeHTa B TeKcToBOM mporeccope Word. Tumbsl cBONCTB, UX 3aJaHue U
HCIIOJIL30BaHUE.

Habop u penaktupoBanue texcra. CrienuaibHbIe CPEACTBA BBOJIa TEKCTa. ABTO3aMEHa,
ABTOTEKCT (Ha3HAYCHHE, OPSAOK HCIIOIb30BAHMS).

Koppekuus ommobok. Ilposepka opdorpadun u rpammatuku. Mcnonap3oBanue cioBapen.
[Ipuemsl paboThl ¢ TabKLIaMu B TEKCTOBOM Ipoueccope Word.

Crun odopmiienusi. Haznauenue, co3nanve, usMeHEHUE, UCTIOJIb30BaHUE.

Paznen B nokymente Word. HazHauenue, BO3MOKHOCTH pabOThI ¢ pa3jieiaMu.

CO3,[[8_HI/IC KOJIOHTUTYJIOB B JOKYMCHTC Word. HGSHBHGHI/IG, BO3MOXHOCTH CO3aaHUA
pasiinvaromuxcsa KOJIOHTHUTYJIIOB.

Hcnonw3oBanue noneil. Haznauenue. Tunel noneit. IlpuemMsl paboTsl ¢ HoIIMU.

TexHomorust CBs3pIBaHUS M BHEIpEeHHS 00beKTOB. OOBEKTHI B TEKCTOBOM TIPOIIECCOPE
Word.

Berpoennbie mporpammel TekcToBoro nponeccopa Word: Microsoft WordArt, Microsoft
Graph, Microsoft Equation. Texnonorust pabotsl ¢ o0bekTamu pegaktopa Word.

[IpueMsl mocTpoeHHs JUarpaMM B TEKCTOBOM Iporeccope Word.

13



22.

23.

24.

25.

26.
217.

28.
29.
30.

PaGoTa ¢ 60apmMMu TOKyMEHTaMHU B TEKCTOBOM Mpolieccope Word. 3akimaaku, CHOCKH —
Ha3Ha4YCHUC, HpI/IeMLI CO31aHHA U UCITIOJIb30BaHHUA.

Pabora ¢ OonbmimMu AokymMeHTamMH B TekcToBoM mporeccope Word. IlepexpectHbie
ccpuiku. [Ipumeuanust — Ha3HaueHUe, IPUEMbI CO3/IAaHUS U UCTIOIb30BaHUS.

Pabora ¢ OompmMMH JOKYMEHTaMH B TEKCTOBOM mporeccope Word. 3aronoBku.
Co3nanue ornasienus. Pabora ¢ tokymeHTOM B peskume «CTpYKTypay.

PaboTa ¢ GonbmuMu TOKyMEeHTaMU B TEKCTOBOM Mpolieccope Word. Ha3zBanus tabmuil u
pucynkoB. Co3anue nepevyneid Tabauil U pucyHkoB. Co3iaHue IpeIMETHOTO yKa3aTes.

PabGota B PEXKUME I'NIaBHOI'O JOKYMCHTA: HA3HAYCHHUE U BO3SMOKHOCTH.

PaboTta ¢ mabjoHaMu TUIIOBBIX JOKYMEHTOB: Ha3HA4YCHUE, CO3JaHHEC, PCAAKTHUPOBAHUE,
HCIIOJIB30BaHUC.

Coznanue u ucrnoinb3oBanue ¢popM. [lons dopm, mapameTpsl momiei.
dopMupoBaHUE CEPUIHHBIX JOKYMEHTOB B TEKCTOBOM Mpoieccope Word.

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

5. Ol(eliolIHble mamepuaiivl npome;ucymolmoﬁ ammecmauuu no Oucuunmme

3ader ¢ OIEHKON MPOBOJUTCS C TPUMEHEHUEM CIIEAYIOIIUX METO/IOB: YCTHBIN OMPOC MO
ouneram. Cozeprkanie Ouiera mo JUCIUILTHHE COCTOUT U3 JABYX BOIIPOCOB, MPEIMONATAIOIINX 3HAHUE
TEOpHUH U €€ MPUMEHEHHE IS PEeLIeHHs IPaKTHUECKOoil 3a/1aum.

B cjIydyac IIPpOBCIACHUA HpOMe)KYTOqHOﬁ arreCralliiy B JHUCTAHIIMOHHOM PCXKHUMEC

ucnoip3yercs mwiatdpopma Moodle n Teams.

Taonuua 6

Komnonenm KomnemeHyuu

Ipomedsicymounwiil / Kirouegoi
UHOUKAMOP OYeHUBAHUS

Kpumepuii oyenusanus

T1Kc-3.1 3HaeT 3Tansl
MPOHU3BOJCTBEHHOTO MpoIiecca
BBIITyCKA KYyPHATHUCTCKOTO TEKCTA U
(nmm) mpoxyKTa

CryneHT 3HaeT 0a30BBIE KAaTETOPHU
CTHWIINCTUKH W KYJIBTYpBl DPEYH;
OCHOBHBIE CTHIIN MacCoOBOM
KOMMYHHKAIIMU ¥ TEXHUKY MPABKH;

crneuduky u KOMITOHEHTBI
BepOaJBHBIX M HeBEepOaJbHBIX
CpeJCTB OOIICHUS; MOHSATHE,
CYIIHOCTb u MEXaHHU3MBI
(hopmupoBaHus SI3BIKOBBIX
CTEPEOTHIIOB,; CITOCOOBI

MPEOJIOJICHHS SI3BIKOBBIX M PEUEBBIX
6apbepoB, CTPYKTYpy

croco6a TBOPYECKOH JeATeTbHOCTH
KYPHAJIUCTA,; (akTopsl,
OTIpEICTISIOLINE KpyT
npodeccroHaNbHBIX 00s3aHHOCTEH

KypHaINCTAa W HX  COCTaB;
TIPUHITHIIBI TUTAHUPOBAHUS
MacCOBBIX HHPOPMATMOHHBIX
MOTOKOB, BHUJBI IUIAHOB; XapakTep
OpraHu3aTOPCKON paboTsl
JKYpHAIHCTA,; MPUHIUIIBL

PEAAKTUPOBAHNA MATCPHUATIOB  IJISL

CrygeHT yMmMeeT TIpaMOTHO H
npoQeCCHOHATBHO

MPOAHAIU3UPOBATh  KOHKPETHBIN
JKYPHAIMCTCKUM Marepua,
COCTaBUTh 3asIBKy Ha TEMY CBOETO
BBICTYIUICHUS B CMU;

CIUIAHUPOBATh TBOPYECKUI aKT B
LIEJIOM M €TO0 OTJEJbHBIE OIIepalty;
TIpeAIIPUHIMATD HE0OX0/nMBbIe
npodecCHOHANBHBIE JIEHCTBUSA JUTS
OCYIIECTBIICHHSI OpPraHU3aTOPCKON
JeATeNIbHOCTH;  OXapaKTepH30BaTh
OCHOBHBIE  JKaHPOBBIC  MOJIENIN
TEKCTOB M OCHOBHBIE TEXHOJIOTHU
TBOPYECTBA B TOM HJIM HHOM YKaHPE;
NPOAHAIU3UPOBATh JKaHPOBBIH
COCTaB MaTepUaliOB NPeAIaraeMoro
HOMEpa W KOHKPETHBIH Marepual
OIIPE/ICIICHHOTO JKaHPa; BBIMOJIHHUTh
PEelaKTOpCKyIo paboTy; OCMBICIUTD
COOCTBEHHBIH OIBIT pabOTHl B TOM
WIN WHOM J>KaHpe; MOTHBHPOBAaTh
BBEIOOD COOTBETCTBYIOIINX
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CMI/I, OCHOBHBEIC HNCTOYHUKHU HpO(beCCHOHaHLHLIX maroB C

HHpOpPMALINY; NPUYHHBL, | IPABOBOW M STHYCCKOU CTOPOHBI
BBI3BIBAIOIINE JKAaHPOBYIO
JudepeHIHaIUIo

JKYPHAITUCTCKOI'O TBOPUCCTBA.

Tunosble olleHOYHBbIE MATEPUAJIBI IPOMEKYTOYHOM aTTECTAllUH

Ilepeuens 6onpocos 011 n0020Mo8KU K 3a4emy ¢ OYeHKOU

Omnepamnu ¢ noxkymeHntamu. Cozganue MokyMeHTOB. IllabnoHbl 1OKyMeHTOB. Tumbl
mabaoHoB uMeH (aitoB. Co3gaHnWe JOKYMEHTOB Ha OCHOBE INAOJIOHOB. PexuMel
COXpaHEeHUsI JOKyMeHTOB. Vcrionp30Banue naposei CaHKIIMOHUPOBAHHOT'O JOCTYIIA.

Onepauun ¢ TekctoM. PaGota ¢ ¢dparmentamu Tekcra. Bwigenenue QparMeHTOB.
Kommposanue, nepemenienne u ynaieHue QpparMeHToB. Vcnonb3oBaHue KiaBUATYPHBIX
KJIABMILI 1 KOMaH]l MEHIO.

ABToMaTtu3zanus paboThl C TEKCTOM. ABTO3aMeHa M aBTOTEKCT. XPaHEHHUE 3JIEMEHTOB.
Onepauuu ¢ 3meMeHTamMu aBrotekcra. [louck ¢pparmeHToB TekcTa. PaciinpeHHbIN MOUCK.
ITpoBepka opdorpaduu. Co3nanue mNOIB30BATENBCKUX cioBapei. IlpeaBaputenbHbIit
IIPOCMOTP NOKYMEHTA.

®dopmarupoBanue AokyMeHTa. (OCHOBHbIE dTanbl (OPMATHUPOBAHUS JOKYMEHTA.
dopmarupoBanue cumBosioB. llIpudroBoe BeineneHue texcra. KomupoBanue ¢opmara.
®dopmatupoBanue abzama. [IpaBuma QopmarupoBanus. OOpamiieHHEe W 3allOTHCHUC
TekcTa. V3MeHeHWe peructpa s BbIICIEHHOTO (¢parmMeHTta Tekcta. CHUCKU st
odopmiIeHHSs TTepeunciieHnii B Tekcre. CriocoOsl (hopMaTUPOBAHUS CITUCKOB.

®opmaTtupoBanue 10KyMeHTOB. Ctuinn nokyMmeHTa. [Ipocmotp cnimcka cruneit. Cosnanue,
ynajgeHue crtuiaed u3  cnucka. @DopMaTUpoBaHUME TEKCTOB Ta3€THOIO  CTHIISL.
dopmatupoBaHMe TEKCTa MO KoJoHKaM. IIpeoOpa3oBaHue TekcTa JOKyMEHTa B
KOJIOHUaThIl (opmar ¢ ykazaHHOro Mecta. OCHOBHBIE CpEACTBAa WU  IpaBHIIA
dopmatupoBanus. Hymepanus crpanui.

Cosmanne taOmuil. OcCHOBHBIE 2JyeMeHThl Ta0aumel. CrHocoOBl CO3JaHHSA TaOJIMIL.
[IpeobpazoBanue Tekcta B Tabnuiy. [lepemenienne no tadmuie. Onepanuu ¢ JIeMEHTaMU
Tabnuupl. V3MeHeHHe CTpyKTyphl Tabnui. @dopmaTtupoBaHHe TaOIHIl, COAEPKHUMOTO
siyeek. VcImonb30BaHue CTHIIEH B TaOIMIIAX.

CocraBHble 1OKyMeHTHI. Crnienuduka cOCTaBHOTO JOKYMEHTAa U CIOCOOBI €r0 CO3/IaHMS.
Buenpennsie u cBsi3anHble 00beKTHI. Co3/1aHNE, peAaKTUPOBAHUE, IPOCMOTP 0OBEKTOB.

Pabota c rpadukoii. BeraBka rpadgudeckux kiaumnoB. UMmopT rpaduuecknx 0ObeKTOB M3
daitnos. Coznanue rpadpuueckux oowvekToB cpenctBamu Word. OcHOBHBIE JEHCTBHS C
rpadpuyeckuMu 0o0bEKTaMHU.

Hmnopt nzobpaxenuii B Buje 1enoro rpadpudeckoro Qaiina, B BUje 4acTu rpauueckoro
u3o0paxkenus. PenaktupoBanue pucynkos. [lanens «PucoBanue». Komanap! aiist paboThl ¢
rpadpuueckumMu  oObekTaMu. OCHOBHBIE JAEUCTBHS C TIpa@UUecKUMH OOBEKTaMH.
[Tonoxxenue Ha cTpaHULE.

15




10. PaGora co ctumsiMu TEKCTa, co3faHue aBTocojaepxaHus. Co3gaHUE W PEIaKTHPOBAHUE
KOJIOHTI/ITyJIOB, CIINCKOB, CHOCOK " HpI/IMC‘-IaHI/II‘/JI.

Illkana ouenueanusn

OrneHKa pe3ysIbTaToB MPOU3BOAMUTCS HA OCHOBE OayuibHO-peiiTuHroBol cuctemsl (BPC).
Hcnons3oanue BPC ocymiecTisieTcss B COOTBETCTBUU C ITprKa3oM oT 06 centsiops 2019 r. Ne
306 «O npuMeHEeHUN OAITbHO-PEUTUHTOBOM CHCTEMBI OLICHKH 3HaHHMK oOydaromuxcs». bPC
0 IUCIUIIMHE OTPa’KEHa B CXEME PACYETOB PEHTUHTOBBIX OAIJIOB (Jlajiee — CXeMa pacyeToB).

Cxema pacueToB cpopMUpOBaHA B COOTBETCTBUU C Y4E€OHBIM ILJIAHOM HANpaBJICHHUS,
COIVIaCOBaHAa C PYKOBOJAUTEIEM HAy4YHO-0Opa30BaTEJIbHOTO HAIIpaBJICHUs, YTBEp)KICHA
nexkaHoMm (akynpTera. Cxema pacyeToB JOBOAMUTCA JIO CBEJEHUS CTYACHTOB Ha IEPBOM
3aHATUM 10 JaHHOM aucuuiimHe. Cxema pacueroB SIBISETCS COCTaBHOM 4acThio paboueit
POrpaMMbl JUCIUIUIUHBI U CONEPKUT UH(GOPMALIUIO 110 U3YYEHHUIO JUCHUILINHBI, YKa3aHHYIO
B [lonoxxenuu o OamTbHO-pEeHTHHIOBOI cucTeMe OLleHKU 3HaHui oOydaromuxcs B PAHXul 'C.

Ha ocnoBanuu m. 14 TlomoxxeHuss o OaIbHO-PEHTUHTOBOM CHUCTEME OIICHKH 3HAHUU
oOyuaromuxcst B PAHXul'C B nHCTUTYTE NpUHATA CIIEAYOIas IIKala epeBOa OLEHKH U3
MHOT00aJUIbHON CHCTEMBI B MSITHOAIIBHYIO:

Pacdet uToroBoii peUTUHTOBOM OLICHKH

Tabnuya 7
KosaunuectBo 6a/s10B Ouenka
NMPONUCHIO OyKBoOil
96-100 OTJIUYHO A
86-95 OTIMYHO
71-85 XOpOIIO C
61-70 XOPOIIIO D
51-60 YIIOBJICTBOPUTEIILHO E
Onucanue cucmemeol oyenueanun
Taoauya 8
Oyenounvle Toxasamenu Kpumepuu oyenxu
cpedcmea OYEHKU
(Ghopmwi
mexywezo u
NPOMEIHCYMOUHO2
0 KOHmMpos)
VYerHbll onpoc KoppekTtHocTs 1 IMonHbIl, pasBEepHYTHINA U MOAKPEIICHHBIH A3bIKOBBIMU
(o Bompocam jyist | TOJIHOTA OTBETOB IpUMepaMH OTBeT — 2 Oasuia
YCTHOTO OTIpoca HenonHLIfl otBeT — 1 Gayr
HeepHnsrit otBeT — 0 Oaimios
Ha CEMHUHAPAX)
Pedepar ® aKTyaJbHOCTh e HOBH3HA IPOOJIEMbI MaX - 5 GayioB
TMPOOIEMBI H TEMbI e CTENeHb PACKPBITHS CYIIHOCTH HPOOJIeMbl MaXx - 5 Gaios
® TOJHOTA M IiyOuHa e 000CHOBaHHOCTb BBIOOpA HCTOYHHKOB MaX. — 5 6amios
PACKPLITHI OCHOBHBIX e cobmroneHne TpeboBaHuil K opopmileHHI0. MaX - 2 Gamios
MOHATHH MTPOOIEMBI
MakcumanbHoe konrdectBo 6asmios — 10.
e yMmeHHe paboTats C
JIUTEPaTypoil,
CHCTeMaTH3UPOBATh U
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CTPYKTYPHUPOBaTh
Marepuan

TPaMOTHOCTb U KYJIbTypa
U3JI0KCHUS

3auer c oueHkoit | KoppektHocTh u [TonHBIH WILTFOCTPUPOBAHHBINA OTBET U 3AIUIICHHBIN TPOCKT — 8
MOJIHOTA OTBETA C GannoB
OTIOpOii Ha HenosnHelii OTBET ¢ 3alUIIEHHBIM IPOEKTOM — 6 GaJIoB
TEPMHUHOJIOTUUECKHIA HemnonHelii 0TBET 1 HeTOpaOOTaHHEIH MPOoeKTa — 3 Oaia
anmnapaT JUCIUIUIHHBI HernoJtHbIi OTBET M OTCYTCTBHUE MpoekTa — ) 6ammoB

B cnydyae mpuMeHeHMs] NUCTAHIIMOHHOTO PEXUMa MPOMEXYTOYHOM aTrTecTalli OHa
MPOBOAUTCSA ClieayromuM oopa3om: ycTHO B JJOT/mucbMeHHO ¢ MPOKTOPUHIOM/ TECTUPOBAHUE
C MPOKTOPUHTOM. [[J151 yCTIEIIHOTO OCBOCHHMSI Kypca y4alleMycsi peKOMEHIYETCsl 03HAKOMUThHCS
C IUTEpaTypou, pa3MEIIEHHOU B pa3ene 6, u maTepuanamu, BbliokeHHbIMU B JIOT.

6. MeToauuecKkue MaTepUaJibl M0 OCBOCHUIO TUCHUIIJIMHBI

YcrHblit onpoc. TOT BuA pabOThl IPEyCMOTPEH Ha CEMUHAPCKUX 3aHATUAX U BKIIIOYAET
B ce0s1 OTBETHl Ha BONPOCHI U OTBETHI IpU MpoBepke 3agaHuil. CTyIEeHTHl paclpeneisioT B
IpymIe BONPOCHl U3 CIKMCKAa BOMPOCOB il OOCYXJIEHUS B IUIaHE KaXKJOIO0 CEMHHAPCKOIrO
3aHsaTUs. OTBET Ha BONPOC JODKEH OBbITh KpPAaTKUM, IO CYLIECTBY M, KaK IpaBWIO, HE
IPEBBIIAOIINM 3-X MUHYT MOHOJIOTHYECKOH peuu. '0TOBUTHCS K YCTHOMY OIIPOCY 1O IJIaHaM
CEMHUHApOB CJEAYET M0 CIUCKY OCHOBHOM M JIOTOJIHUTEIbHON JuTepaTypbl. OTBET CTynEHTa
IpY [IPOBEPKE MUCbMEHHOTO JIOMAIIHETo 3a/1aHus U3 IUIaHAa CEMMHAPCKOI0 3aHATHUS SBIISIETCS
Pa3HOBUIHOCTBIO YCTHOro ompoca. Ha ceMuUHapCcKUX 3aHATHUSAX TakKkKe IpelyCMOTPEHbI
JIOTIOJIHUTEIIbHBIE, KPOME JIoMallIHe paboThl, 3aJjaHus, coOecel0BaHKe 10 JOIOIHUTEIbHBIM
BOIIPOCaM U JIONOJHUTENIbHBIM 3a/IaHusIM Ha CEMUHApCKHUX 3aHATHSAX paccMaTpUBaeTcs Kak
YCTHBIH OIpoC.

CamocTosTenbHas BHeayJUTOpHAas paboTa Mo AUCHUILTUHE PeayCMaTpUBAET:
1) paspaboTka mpoekTa (MakKeT ra3eThl/’KypHaja) B TBOPUECKOW TPYIIE C MOCICTYIOMICH
MyOIMYHOM 3aIIUTON MPEe3eHTAIH MPOEKTa.

3ammTa NpoekToB. CTYAEHTHI paCIpEeNIIOTCSI Ha TBOPUYECKUE TPYIIIBI 110 5 YEJIOBEK U
CaMOCTOSITENIbHO FOTOBAT MPOEKT MEPUOJUUECKOI0 U3JaHUsI [0 CAMOCTOATEIbHO BEIOpaHHOMN
tematuke. [lo MaTtepuanam 3Toil paboThl CTYAEHTHI TOTOBAT MPE3EHTALUIO-0TUYET, C KOTOPOii
BBICTYNAIOT Ha MyOIMYHOM 3alUTe MPOEKTa Ha CEMUHAPCKUX 3aHATHAX Ne 3-4. PerniameHT juist
3alUTBl MPOEKTa — 15 MUHYT. Y4YacTHUKM IPOEKTHOM TIPYINIBl IOJIy4arOT OJMHAKOBOE
KOJIMYECTBO OaJJIOB 3a 3aIIUTY NPE3EHTAUU-TIPOCKTA.

Bonpocul ona camonposepku:
Tema 1. Cospemennniii nepconanvhovlit Komnviomep. Cocmae u Ha3HaueHue OCHOEHBIX
ycempoiicme. Texnuka 6e3onacnocmu npu padome ¢ KOMRbIOMEPOM.

1. [TepBoHayaIbHOE 3HAKOMCTBO C KOMIIBIOTEPOM.
2. N3yueHre KOMIOHEHTOB KOMITbIOTEPA.
3. Onepannonnas cucreMa Windows. 3HaKOMCTBO C UHTEp(EHCOM.

Tema 2. IIpozpammnoe obecneuenue komnoviomepa. Onepayuonnsie cucmemot. Hx
nasznauenue. Daiinosas cmpykmypa.

1. 3amyck U 3aBepleHre padoThl MpuiokeHuid. Pabota ¢ okHamu.

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

3. Cosznanue u coxpaHeHue (HanioB.

4. PaGota co cripaBoYHOI CHCTEMOI U MEHIO TIPOTPaMM.
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5. ®opma OTYETHOCTH: Pe3yJIbTaT CAMOCTOSTENIbHON pabOoThI MPOBEPSETCS Ha 3aUeTe.
OrneHnBaeTCst CKOPOCTh MevaTaHus U 6€30MMO0YHOCT HAbOPa.

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

1. [Tporpamma IlpoBoauuk. 3amyck. Pabora ¢ nepeBom mamoxk.

2. Co3nanue HOBBIX manok. KonupoBanue, mepeMMeHOBaHUE, TIEPEMEIICHUE, YIAICHUE
¢aiinoB u marnox.

3. CgoiicTBa ¢aiina. Pabora ¢ rpynmoii ¢aiinos. Pabota ¢ cereBbiMu nankamu. Pabora ¢

BHEIITHUMH HOCUTEIISIMUA UH(POPMAITUH.
Tema 4. Cnenoii decamunaivyesvliit Memoo nevamu Ha KOMnvlomepe

1. Hcropust MallIMHOIIUCH.

2. [TpaBuna paboThl Ha KJIaBHaType OYKBEHHOTO U IudpoBoro Habopa. Cienoi
JECATUIANIBIEBBIN METO/I U UCTOPHS €T0 CO3aHMS.

3. Pacnonoxenue knapuii. [lo3unmu npaBoi U J€BOU PYK.

4. Pacnipenenenne KIaBuI MEXAY MaJbIIaMH.

5. BapuaHTbl KJ1aBUATYpHBIX TPEHAKEPOB.

Tema 5. lenonpouszeoocmeo. Texcmoeuwiit npoyeccop Word.

1. O6mue npaBuiia opopMIIeHUS PA3IUYHBIX HAOOPHBIX PadOT U CITYKEOHBIX
nokymenTtoB. [Ipasuna opopmienust BKP u kypcoBbix.

2. Coznanue v peIakTHpOBaHUE TOKYMEHTA.

3. Pabora ¢ cymecTByOmMUM JOKYMEHTOM.

4. Hntepdeiic Microsoft Office Word 2010. JlenTa, Bkinaaku, rpymnmnbl, 3Hauku. [Tanens

osicTporo goctyna. Hacrpoiika mapamerpos rporpammel. HacTpoiika nntepgeiica padbouero
OKHa.

S. Crpykrypa nokymeHnrta. BBoa Tekcra. Y cTaHOBKa BbIpaBHUBAHUS, OTCTYIIOB U
UHTEpBaAJIOB B ab3anax. Pabora ¢ pparmenramu tekcra. [Touck u 3ameHa pparMeHTOB TEKCTA.
Pacmmpennsriii nouck. KommpoBanue, nepemenieHne u yaajaeHne GpparMeHTOB TEKCTa.
ITpoBepka opdorpaduu. ABrozameHa, Ha3HaUYCHHE CIMCKa aBTo3aMeH. [IpeaBapuTenbHbIi
IPOCMOTP JIOKYMEHTA.

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.
Pabora co ctunsamu nokymenra. Ilpocmotp crimicka ctuneil. dopMaTupoBaHUE CTPAHULIBI.

8. OOpamiieHue u 3an0JHEHUE TeKkeTa. Mi3aMeHeHue peructpa i n300pakeHust OyKB.
Cnucok. Tunsl cnuckos. opmarupoBanue ciuckos. Mcnonbs3zoBanue Tadynstopos. Komonku.
[TapameTpsl cTpaHULbl. 3alaHuE TAPaMETPOB CTPAHUIIBIL.

9. KonoHTUTYIBI, CHOCKM 1 IPUMEUYaHUs: Ha3HAUYEHUE, BUbI, CIIOCOOBI CO3/JaHMUsl.
Coznanue npeseHTanun

Tema 6. Penaxrop npesentauunii Power Point

3amyck Microsoft Power Point

Br106op criocoba co3znanust mpe3eHTaIuu

Coznianue npe3eHTanuu ¢ noMoueo Mactepa ABTOCOAEpKAHUS.

PenaktupoBaHue TeKcTa Mpe3eHTauu

. Pexxumel npocMoTpa

Pabota c mpe3enTanuei

agrwpdE

6. Coznanue mpe3eHTaluy ¢ MOMOIIbI0 TabaoHa 0pOpMIICHUS
7. BBox TekcTa B cnanyg

8. Cosnmanue cnaiga

9. BceraBka cnaiiioB U3 Apyrux Mpe3eHTanuin

10. Peopranuzanus cnaiijoB B Ipe3eHTallun

11. BBoj 3aMeTOK K cliaiimam
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12. Co3maHue manku JJ1si COXpaHEeHHS TPE3EHTAIIUN
BcraBka nH(pOpManuu B pe3eHTaLUI0

13. HN3smenenue makera ciaiiga

14. BceraBka kinna

15. H3meHenune pa3MepoB pucyHKa

16. N3menenune 1BeTOB pUCyHKA

17. BcraBka u hopmaTupoBaHue TabIUIIbI

18.  BcraBka tabmuiel Microsoft Word

19. BcraBka quarpammel Microsoft Excel

20.  BcraBka u ¢popmarupoBanue quarpammsl Microsoft Graph
21. BcraBka u MomuuKkanus opraHu3aiMOHHON THarpaMMel
22. BcraBka 1 MoguduKaius JuarpaMMbl

23. BcraBka pucynka

[pomexyrounas arrecrauus B cucteme JIOT. KoHcynpranus K 3a4eTy Npoiier B BUAE
oHynaH-BcTpeun B mnpuioxkennn Office 365 «Teamsy. IlpuiokeHue pexoMeHIyeTCs
YCTAHOBUTH JIOKaTbHO. CTYJICHT I0JKEH BOWTH B CUCTEMY C ITOMOIIIBIO yueTHo# 3anucu Office
365 PAHXul'C, uro6s1 o6ecieunTs 6a30BYI0 TPOBEPKU JTHUHOCTH.

3ager OyzmeT mMpoxoauTh B (OpME YCTHOTO OMpOCa IO CIUCKY BOIPOCOB JJISI 3a4eTa H
BBINOJIHEHHSI OTHOTO MTPAKTUYECKOI0 331aHuUsl.

Jist obecnieueHus BUACO- M ayIHO CBS3H HA MEPOIIPHUSITUN CTYJCHT JIOJKEH HMETh KaMepy
U MUKPO(QOH, NMOJKIIOYEHHBIE K €r0 MePCOHAIbHOMY KOMIIBIOTEPY, IUIAHIIET UM CMapT(dOH.

OTcyTcTBHE 'y CTy/AGHTAa TEXHHYECKHX BO3MOXKHOCTEH paccMaTpUBaeTCs  Kak
yBa)KuTeNbHas NpuurHa. [Ipy 3TOM CpOKM IpOBEAEHUs 3a4eTa MOTYT ObITh IEPEHECEHBI 10
3asBIICHUIO CTYJCHTAa HAa MMs JeKaHa (axkyiabTeTa Ha IEPUOJ] IMOCIE OKOHYAHHSA DPEXKHMa
HOBBIIIEHHON TOTOBHOCTH.

3a 10-15 MuHYT 10 yKa3aHHOTO BpEMEHU Havajia MEpPOIIPUATHS CTYJEHT JOKEH BBIMNTH Ha
cBsi3b. EMy HE00X0AMMO NMPUTOTOBUTH MACHOPT I MAECHTU(PUKALUY JINYHOCTH.

B xome moaroTtoBKM OTBETa CTYACHT [OJDKEH BKIIOYUTH CBOM MHUKPOGOHBI U
BUjicoKamepsl. Bugeokamepy He00X0AMMO HaIPaBUTh TaK, YTOOBI ObUIM XOPOILO BUHBI JIULO
U pyku cTynenTa. CTYICHT JOJDKEH CIeI0BaTh PEKOMEH IAIHSIM MTPETIo1aBaTels.

B cinyuae ecnu  pgelcTBUSL  CTyJeHTa HE JalOT BO3MOXKHOCTH MPEINOJIaBaTelto
KOHTPOJIMPOBATh MPOIECC JTOOPOCOBECTHOTO BBIMOJHEHHUS CTYJSHTOM 3a/IaHuil  TI0CIe
NOJY4YEeHUsl 3aJaHus A 3adeTa, MpernojaBaTeslb MMEET IMpPaBO BHICTAaBUTh OLIEHKY «HE
3a4TEHOY.

B cnyuyae cOoeB B pabore 000pynOBaHUs WM KaHaja CBSI3U Ha MPOTsDKEHUM Oosiee 15
MHUHYT CO CTOPOHBI IPETOIaBaTeNst TMO0 CO CTOPOHBI CTY/ICHTA, MIPEI01aBaTellb OCTABIISET 32
co0ol IpaBo MEPEHECTH MPOBEACHUE UCIIBITAaHUS Ha IPYrOM JIEHb.

[ModaMuIbHBIN CIIMCOK MOATPYII JJIS aTTECTAIIMH OTJIAIIACTCS MMOCTe KOHCYJIbTAIlMH K
3a4ery.
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7. YueOHasi auTEpaTypa M pecypchbl HHPOPMANUOHHO-TEJIEKOMMYHHUKAIIMOHHOMN CeTH
HNHuTepHer

1.1. Ocnosnasa tumepamypa
1. BonkoBa M.B. Madopmaruka /y1si ryMaHUTApPUEB: YI€OHUK M MIPAKTUKYM 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. Komnerotepusiit Buaeomontax / JI. M. 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 cBoit 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 mo uapopMaTuke [ DIeKTpOHHBINA pecypc]: yued. mocodue s
By30B. — CII6.: [Tutep, 2012.

5. CremanoB, Anaronuii Hukonaesuy. Unpopmatuka: 6a30BbIit KypC Uil CTYACHTOB
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 HOPMATUBHO-IIPABOBBIC NOKYMCHTEI HE UCITOJIb3YHOTCA

7.4. Humepuem-pecypcol

B03MOXHO UCIIONIB30BaHKE, KPOME BBILIECTIEPEUUCIIEHHBIX PECYPCOB, U APYTUX JIEKTPOHHBIX
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: KpaTKuil CII0Bapb

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

Caiit ¢paxynprera 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 u3z nepuoouueckux uz0anuii 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 x myremuoucyuniunaprvim noinomekcmosvim 6azam
OGHHBIX PASTUYHBIX MUPOBLIX U30AMENbCME N0 OU3HeCy, IKOHOMUKe, (UHAHCAM,
Oyxeanmepckomy yuemy, 2YMAHUMAPHLIM U eCMeCmEeHHbIM O001ACMAM 3HAHUL,
peepamam u NOAHBIM MEKCMAaM NYOIUKAYULL U3 HAYYHBIX U HAYYHO-NONYIAPHBIX
HCYPHANO08.

10. Emerald-  kpynuetiwee muposoe uzdamenbcmeo, — cneyuaiusupyioujeecs —Ha
NEKMPOHHBIX JCYPHANLAX U 6A3aX OAHHBIX NO HKOHOMUKE U MeHeddcmenmy. Hmeem
cmamyc — OCHOBHO20 — UCMOYHUKA — NPOGECcCUOHANbHOU  UHopmayuu Ol
npenooasamernetl, Ucciedogamenell U CReYUaIucmo8 8 001ACmu MeHeoNCMeHmd.

8. MarepuajbHO-TeXHUUYeCKas 0a3a, HHPOPMAIMOHHBIE TEXHOJIOTHH, TPOTPAMMHOE
obecrieueHue U HH(POPMAIHOHHBIE CTIPABOYHBIE CHCTEMbI

Kypc BkitouaeT ucmnonb3oBanue nporpamMmmuoro odecriedenust Microsoft Excel, Microsoft
Word, Microsoft Power Point, Adobe Indesign, Adobe Photoshop as1s1 moAroTOBKH TEKCTOBOTO
U Ta0JIMYHOTO MaTepuana, rpaguyeckux WLTFOCTPAIUi, MAKETOB BEPCTKH U T.I.

MeTo/p1 00yYEeHHS MTPEANOIATalOT UCTIOIB30BaHNEe HH(POPMAIIMOHHBIX TEXHOJIOTHI
(KOMIIBIOTEPHOE TECTUPOBAHKE, IEMOHCTPAIIUS MYJIBTUMEIUHHBIX MATEPUATIOB).

3anericTBoBaHbI IHTEpHET-CEPBUCHI U AIEKTPOHHBIC PECYPCHI (TOMCKOBBIC CUCTEMBI,
AJIEKTPOHHAS 110YTa, MPOPECCHOHATBHBIE TEMATHUECKUE YaThl U (POPYMBI, CUCTEMBI Ay THO U
BUJICO KOH(EPECHIIHA, OHJIAiH SHIUKIIOTICIUHY, CIIPABOYHUKH, OMOTMOTEKH, JICKTPOHHBIC
yueOHbIe U Y4eOHO-METOMYECKHE MAaTEPUAIbI).

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

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

MYJIbTUMEAUNHON TEXHUKOHM, TIIO3BOJIAIONIEN JEMOHCTPUPOBATH IPE3CHTAMA 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; 3BYKOBBIE JUHAMHKH; IPOTPAMMHEIE CPECTBA, 00ECTIEUNBAIOIINE TPOCMOTP
Bujeodaitnos B popmatax AVI, MPEG-4, DivX, RMVB, WMV.

21



http://nwapa.spb.ru/

Kowmmerotep, ymoBnerBopsitomuii  TpedoBanusm [10, TIO: doropenakropsl,
Be0-pPEIaKTOPBI, TN3alH-TIPOTPaMMBI, BHJICO U 3BYKOBBIE PEIAKTOPBI
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