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1 BBEJEHUE

Metonnueckne pekoMeHJaluuu pa3padoTaHbl HA OCHOBE padoyell Imporpammbl
muciuiuinabel «MHpopmatuka», B cootBerctBUM ¢ PI'OC CIIO mo crneunanbHOCTH
CIIO 22.02.03 JluTteliHoe TpOU3BOICTBO YEPHBIX U IIBETHBIX METAILIOB.

JlaHHBIE METOAMYECKHE YKAa3aHUs IIPEAHA3HAYECHBI J[UII CaMOCTOSITEIIBHOIO
u3ydeHus: aucuuIuinHbl «MHpopmaTuka» cTyeHTaMH KOJUIEKA.

Jlist ycnientHoi paboThl CTYIEHTY HEOOX0IUMO:

O3HaKOMHTHCS C TPEOOBAHUSMU K pe3yiIbTaTaM OCBOCHHMSI TUCIUTLIMHBI(11.2.1.3).
M3yunTh TEOpETHUECKUI MaTepuaj, ¢ NapajuleJbHbIM BBIIOJIHEHUEM MPAKTUYECKUX
3ananuil. [lociienoBaTeIbHOCTh U3YUEHUS U3JI0KEHA B TEMATHUYECKOM TiaHe(11.2.2).

[Tocne vero, ¢ moMombo yueOHON nuTeparypshl(1.2.2, m.5),M0KHO OTBE€YaTh Ha
BONPOCHI TU(PPEPEHIIMPOBAHHOTO 3a4ETa.

K muddepenunpoBaHHOMYy 3aueTy  JOMYCKAIOTCS  CTYAEHTHI, YCIEIIHO
BBITNOJIHUBILINE BCE TPEOOBAHMSI IPOTrPAMMBI.

2 MIPOT'PAMMA YYEBHOM JUCIHUILJIAHBI

2.1 ITacnopt pabéoueii nporpaMMbl yueOHOM nucuuIiuinabl « UHdopmaTuka»

2.1.1 O6a1acTh NPUMEHEHUS] TPOTPAMMbI

PabGouass mporpamma y4eOHON MOHUCLMUIUIMHBI SABJISIETCS YacTbIO IPOrpamMMbl
IIOATOTOBKM CHEHUAIMCTOB cpenHero 3seHa B coorBerctBuM ¢ DPI'OC CIIO mo
cnenrasibHOCTH 15.02.08 TexHOI0THs MaIMHOCTPOEHHS.

2.1.2 Mecto y4eOHOIl IMCHUIUIMHBI B CTPYKType HNPOrpaMMbl MOATOTOBKHU
CIEeNUAJTHUCTOB CPeHEro 3BeHa

VYyebnas nucuummHa «WMHpopmMaTHKa» OTHOCUTCS K MAaTeMAaTHUYECKOMY H
o01IeMy €CTeCTBEHHOHAyYHOMY y4€OHOMY LIUKITY.

Oco0oe 3HaueHHWE NUCLUUIUIMHA HMEET MNpu (POPMUPOBAHUHM U PA3BUTHH
CJICAYIOIINX OOIIMX KOMIETEHIIHM:
OK 4. OcymiecTBisTh TOWCK W HCIOIb30BaHUE HHQPOPMAIIUU, HEOOXOAUMOU IS

3¢ GEKTUBHOTO BBIMOJTHEHHS] MPOQPECCHOHATIBHBIX 3a1ad, MNpOo(ecCHOHATBHOTO |
JMYHOCTHOTO Pa3BUTHSL.

OK 5. MHcnonb3zoBath MHGOPMANMOHHO-KOMMYHUKAIIMOHHBIE  TEXHOJOTUU B
poecCuOHaNBEHOMN AESITETEHOCTH.



OK 8. CamocTosiTeNnbHO OMNpeAeNaTh 3afadud MpodecCHOHANBHOTO M JIMYHOCTHOTO
pPa3BUTHS, 3aHUMATLCA CaMOOOpa30BaHUEM, OCO3HAHHO IUIAHUPOBATH TOBBIIICHUE
KBaTM(UKAITUH.

[1K 1.4. Pa3zpabatbIBaTh U BHEAPSTH YIPABJISIONINE IPOTPaMMbI 00paOOTKHU JeTaICH.

I1IK 1.5. Hcnonp3oBaTh CHUCTCMBI ABTOMATU3UPOBAHHOTO IMPOCKTHPOBAHUA
TCXHOJIOTNYCCKHX ITPOLCCCOB 06pa6OTKI/I HeTaﬂeﬁ.

[IK 3.2. IlpoBoauTh KOHTPOJb COOTBETCTBHS KauecTBa JeTajiel TpeOOBaHUSIM
TEXHUYECKOU IOKYMEHTAIUU.

2.1.3 Hean u 3agauM AUCHUIUIMHBI — TpPeOOBaHMSI K pe3yJbTaTaM OCBOEHMS
AMCIUTLINHDBI
B pesynbrate ocBoeHUS yUeOHON TUCIMIUIMHBI O0yYarOITUHCS TOKEH

YMETh.
-BBIINIOJIHATD PACUYCTBI C UCITIOJIB30BAHNCM ITPUKIIAAHBIX KOMIIBIOTCPHBIX IIPOTrPpaMM;

-UCNOJIb30BATh HMH(POPMALMOHHO-TEIEKOMMYHUKAIIMOHHYIO CceThb MHTEepHET u ee
BO3MOXXHOCTH ISl OPraHU3alMU ONIEPAaTUBHOTO 0OMeHa MH(opMaInei;

-UCTOJb30BATh  TEXHOJOTMM  cOOpa,  pa3MeIleHUs, XpaHeHUs, HaKOIUICHHS,
npeoOpa3oBaHus M Mepefayd JaHHBIX B MPOoGecCHOHATBHO OPUEHTUPOBAHHBIX
MH(POPMAIIMOHHBIX CUCTEMAX;

-00pabaTbiBaTh W AaHAJIM3UPOBaTh HMHPOPMALUI0 C MIPUMEHEHHEM IPOrpaMMHBIX
CPEJIICTB Y BBIYHCINUTEIBHON TEXHUKH;

-[10JIy4aTh WH(OPMALIMIO B JJOKAIBHBIX U TTI00aTbHBIX KOMITBIOTEPHBIX CETSIX;
-IPUMEHSTH TpaQUuecKue PeIakTOPhl AJIsl CO3/IaHUS U PEJaKTUPOBAHUS N300paKEHHI;
-IPUMEHATh KOMIIBIOTEPHBIE MPOrpaMMbl ISl MOKWCKAa MH(POpPMALUU, COCTABICHUS U
oopMIIEHHS JOKYMEHTOB U IIPE3ECHTALUI;

B pesynbrate ocBOeHUS yueOHOU TUCHUILUIMHBI O0YyYarOITUNCS TOKEH
3HATh:
-0a30BbI€ CUCTEMHBIE MPOrPAMMHBIE TTPOYKTHI M MMAKETHI MPUKIIATHBIX TIPOTPAMM;
-OCHOBHBIC TOJIOKEHUSI W TPUHIIUIBI MTOCTPOCHUSI CUCTEMbl 0OpaOOTKU U Tepeaayu
uH(popMaImy;
-YCTPOMCTBO KOMITBIOTEPHBIX CETEH M CETEBBIX TEXHOJOTHH 0O0pabOTKM M Iepeaadu
uHpopManuuy;
-METO/Ibl U MIPUEMBI 0OecnieueHus] THHOPMAILIMOHHON O€3011aCHOCTH;
-METOJBI W cpenacTBa cbopa, 0OpabOTKH, XpaHEHUs, TMepeJayd W HAKOTUICHHS
nHpopManuu;
-00IIUi COCTaB M CTPYKTYPY MEPCOHATBHBIX AJIEKTPOHHO-BBIYUCIUTEIBHBIX MAIIUH U
BBIYUCITUTEIBHBIX CUCTEM;



-OCHOBHBIC IIPUHIOUIIBI, MCTObI u
TCIICKOMMYHHUKAIIMOHHBIX TeXHOHOFHﬁ, nux 3(1)(1)CKTI/IBHOCTB.

CBOMCTBA

2.1.4. Konmu4ecTBO 4aCcOB Ha OCBOCHHUE MPOrPaMMBbI 1M CHUNJIMHBI
MaKCHUMaJlbHOW y4eOHOUM Harpy3ku oOyuaronierocst 72 yaca,

B TOM YHUCJIC:

UH(OPMAITMOHHBIX u

00s13aTeNbHON ayAUTOPHON YUeOHOM Harpy3ku oOyuaronierocs 14 yacos;

CaMOCTOSITEILHON paboThl 00yUaroIerocs 58 4acos;

2.2. TemaTu4yecknii NJIAH M co/ieP:KaHUE YUeOHOM TUCUMIIIUHBI:

HNudopmaruxka

HaumenoBanue
pa3jaesioB/TeM

Conepxanne yueOHOTo
MaTepHaJa,
JJadopaTopHbIe U
NpaKTHYeCKue 3aHATHS,
CaMOCTOSITeIbHAS
padora

Jlureparypa
(Homep n
naparpagsi)

KonTpoJbHbIe
padoTbi(HOMeEpa
BOIIPOCOB H
3a1a4)

Tema 1.1.
ApxuTekrypa
KOMIIBIOTEPOB M

KOMIIbIOTEPHBIX CeTeH.

Cooeporcanue yuednoeo
mamepuana

Cpena Microsoft Windows.
[TonsTue, cTpyKTYypa, UEIH U
3a]a4¥ TUCIHILIINHBIL.
TexHosoruu u cpeacTea
3amuTHl HHOPMAIHH B
IJI00aTBHBIX U JIOKAIBHBIX
KOMITBIOTEPHBIX CETSAX OT
pa3pylIeHus u
HECAHKIMOHUPOBAHHOT'O
JOCTYTIA.

=1 O6bem yacos

Ilpakmuueckue 3anamus:
Hacrpoiika rpadudaeckoro
uHTepdeiica moabp30BaTENs.
Pabora ¢ aitiamu u mankamu.

[1] rn.3,r1.9
[2] paznmen
3,11.5,6

[3] cTp.15-34

Bonpocsr 1-6




CamocmosmenvHas paboma
obyuarowuxcs:

OCHOBHBIE METOBI M CPEICTBA
00palboTKH, XpaHEeHUS U
HaKOIIeHUs HH(OpMaIIUH.
[Iporpammuas opranusanus
KOMITBIOTEPOB U
KOMIBIOTEPHBIX cucTeM. Buabl
MPOrPaMMHOTO O0ECTICUSHUSI.
OmneparinoOHHBIC CUCTEMBI.
bezomacHocTh, ruruexa,
IPrOHOMUKA,
pecypcocoepexenue,
TEXHOJIOTMYECKUE TPeOOBAHUS
MIPH SKCILTyaTaluu
KOMIIBIOTEPHOI0 pabouero
Mecra. TunuyHele
HEUCIIPABHOCTH U TPYAHOCTH B
ucnonp3oBanuu MKT.
[TpodunaktukaoOopy0BaHUS.
Kommnexkranus
KOMIIBIOTEPHOI0 paboyero
MeCTa B COOTBETCTBUU C
I[EJISIMH €70 UCTIOJIb30BaHUSI.

Tema 2.1. O0paboTka
uHdopmanum ¢
NnpuMeHeHHeM
MPOrpaMMHBIX
CpeacTB.

Cooepoicanue yuebHo20
Mamepuana

PaGora ¢  mpuUKIaIHBIMH
nporpaMMamMu Microsoft
Office. [MpodeccrnonanbHO-
OPHECHTUPOBAHHBIC CUCTEMBI.




Ilpaxmuueckue 3anamus:
BBon u pegakTupoBaHue TEKCTa
B TEKCTOBOM PEIAKTOPE
Microsoft Word. Pabora ¢
Tabnunamu, rpadgukamu,
quarpammamu. Penakrop
MaTreMaTu4ecKux (Hopmyi.
Ctumnm, cChUTKU, 3ar0JIOBKH,
CTPYKTypa IOKyMEHTA.
Odopmiienne pesrome,
MyOIUKaIil B TEKCTOBOM
peIaKTope.

Camocmosmenvuas paboma
obyuarowuxcs:

OcHOBBI pabOTHI ¢ TEKCTOBBIMH
penakTopamu " ux
BO3MOXHOCTH, HACTPOUKH.
Co3ganne U ymnpaBieHHE
COZEP)KUMBIM JTIOKYMEHTOB.
3HaKOMCTBO C TpadUIecCKUMHU
o0beKTaMu B TEKCTOBBIX
penakTopax.

Coznanue u popmaTupoBaHUE
TekcToB. OdopmiieHne pesrome,
MyOTHKAIil B TEKCTOBOM
penakTope.

11

[2] rn.7,8,9,10
[3] cTp.34-49
[11]cTp.40

Bompoc 7-18
3amanue Nel

Tema 2.2. BeinoJiHeHHE
pacuyeToB ¢
HCI0J1H30BaHUEM
MPUKIATHBIX
KOMIIBIOTEPHBIX
nporpamMm.

IIpakmuueckue 3anamus.
Co3naHue 37IeKTPOHHBIX
tabsmmi. Pabota ¢ popmynamu B
MS Excel, ucnnonszoBanue
dbopmyn u GyHKIUH,
MOCTPOCHHE JHarpaMM U
rpaduKoB /it 00pabOTKU U
aHaJIM3a TaOJIUIHOM
uHdopmanuu.

Camocmosmenvuas paboma
ooyuarowuxcs:

TabmuuHbIi poreccop
Microsoft Excel, ¢pynkuuu u
HazHaueHue. CTpykTypa
AJICKTPOHHBIX TAOJHUI[: KHUTH,
nuctel. Onepanuu ¢ sYeHKamH,
oopmiienue Tabnmil,
BBIYHCIICHUS, TPAUKH,
nuarpammbl. Cozanue 6a3
nma”ubIX B Microsoft Excel.
[Toctpoenue rpadukoB u
JMarpamm.
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[2]rm.11,12,13,
14,15,16
[1a]cTp.51

[3] cTp.52-71

Bompoc 25-32
3aganue 2

Tema 2.3. Texnosorun
co31aHus M 00padoTKH
rpaguyeckoi

Ipaxmuyeckue 3anamusi:
Coznanue mpe3eHTanuii B MS
Power Point.




uHgopmamuu. Coznanmue
Nnpe3eHTAluM.

Camocmosmenvnas ~ paboma
obyuarowuxcs:

I'paduueckue perakTopsl U UX
BO3MOXKHOCTH, (hOpMaThl
rpaguYecKuX peaaKkTopoB.
Hcnonp3oBanue ne10Bon
rpaguKy U MyJIbTUMEIHA —
MH(OpMALINK TIPH CO3JJaHUU
npesenranuii Microsoft Office
PowerPoint.Mcrions3oBanue
MHCTPYMEHTOB I'pa)UuecKux
PEaKTOPOB MPU CO3/IaHUH
nokymeHToB. Co3liaHue
MpEe3eHTaINH 10 3alaHHON
TEME.

[2]rn.17,18

Bormpoc 19-24
3amanue 3

Tema 3.1. IlpeacraBienne
0 cpeacTBax
TeJIEKOMMYHHUKAITHOHHBIX
TeXHOJIOT Ui,

Ipakmuyeckue 3ansamus:
[Touck nadopmaruu, padora ¢
ANEKTPOHHOU TouTol. PaboTa B
cetH Internet.

Camocmosmenvruass ~ paboma
obyuarowuxcs:

DnekTpoHHas moura. Yar.
Tenekondepeniuu. @opymsl,
TEJIEMOCTHI, HHTEPHET-
tenedonus. CrienuanbHOe
MporpaMMHOE 0OecieyeHHe
CpEICTB
TEJICKOMMYHHKAI[MOHHBIX
texHonorui. [louck
uHpopmaruu B cet UHTEpHET
10 33IaHHOM TEME.
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[1] .9

Bompoc 33-48

2.3 3apanus 1ias a1uddepeHIPOBAHHOIO 3a4éTa

HuddepeHnnpoBaHHBIN 3a4€T COCTOUT U3 JIBYX YaCTEH: TEOPETHUECKAsl YacTh U

IMPpaKTUYICCKaA 4aCThb.

2.3.1 TeopeTuueckasi 4acTh

Bonpoce! k 1udepeHuMpoBaHHOMY 3a4eTy

Komnonenmul quTOPMtu(uOHHblx mexHo102Uil

1. OxapakTepusyiiTe MUHUMAJIbHBIA COCTaB MEPCOHATIBLHOTO KOMITbIOTEPA?
obecnieueHus

2. JlaliTe = XapakTepUCTHKY

IMporpaMMHOI O oOecneyeHus KOMIIBOTCPA.

oA w

9

anmapaTHoOTro

Kakum oOpa3zoM uHpopmalis npeacTapisercs Ha ee HocuTene?
OO6mwsacuute Tepmunbl «Mapopmanms» n «MHPOpMATMOHHBIE TEXHOTOTHID.
KaxoBnbI cBO¥icTBa HH(pOpPMAIIUHU, BUIBI HHPOPMAIITUN?

KOMIIbIOTEpA U




o

Yto BXOJUT B COCTaB 0a30BOT0 MPOrpaMMHOTO oOecriedeHus ?

7. Kakpe BHIBI CHCTEMHOTO MPOTPaMMHOTO  OOECIIEUeHUs  CYIIECTBYIOT?
[lepeuncnure CymiecTBYOMNE ONEPAIIIOHHBIE CUCTEMBI.

8. KakoBo HasHauenue mnpukiaaHbix mporpamm? Kakue ObIBalOT  BHJBI
MPUKJIAJHOTO IPOrPaMMHOT0 olecrieyeHus?

9. MlaiiTe XapaKTepHCTUKY OCHOBHBIX 3TaroB 00paboTKu HHPpOpMAIuu?

10.Yto Brimowaer B cels MpOrpaMMHOE OOECIEYEHUE W TAKEThl TPHUKIATHBIX

nporpamm?
11.Kakue annapaTHble CpeACTBa MPUMEHSIOTCS U1 XpaHeHUs! uH(popMaruu?
12.ITpuBeauTe cnocoObl U CPeACTBA Nepeaud UHPOPMALIUH.

Oopabomka mekcmogoit ungopmayuu

13. 151 gero mpeHa3HaYeH TEKCTOBBIA PEAaKTOpP?

14.Tlepeuucnure TEKCTOBBIE PEIAKTOPHI.

15.TTepeuriciute Bo3MOxHOCTH TiporpamMmbl Microsoft Word.

16.Kak MoxHO HaOpaTh MaTeMaTH4YeCKHe (QOpPMYyJIBI B TEKCTOBOM pEIaKTOPE
Microsoft Word?

17.0mnummTe BO3MOKHOCTH PUCOBAHUS B TEKCTOBOM penaktope Microsoft Word.
18.KakoBbl 0COOCHHOCTH ITpUMEHEeHHs Tabuil B peaakrope Word?

Oopabomka zpaghuueckoit ungopmanuu

19.Kakue THIbl TpaduuecKuX JaHHBIX THOJIepkuBaeT pemaktop Paint? C kakum
TUIIOM JIaHHBIX paboTaeT TrpadpuuecKkuii peaakrop Paint, BeKTOPHBIM HIIH
pacTpoBbIM?

20.Yto Takoe KOMIbIOTEpHASI PE3CHTAIIMS, €€ Ha3HAUCHHE?

21.Ha3zoBuTe OCHOBHBIE 3TaIbl CO3JaHUs TPE3ECHTALIUN.

22.Kax 3amyctuth npuiokenue Power Point? Kak co3nate ciaiin?

23.KaKk yCTaHOBUTh AaHHWMAIMIO [UII CMEHBI CJAWJOB TIpH JEMOHCTpaIluu
Mpe3eHTAIUN?

24 Kakasg 0COOEHHOCTb €CTh Yy KHOIIOK YINpAaBICHUS IO CPABHEHUIO C APYTHMHU
aBTO(DUTypamMu, HCITONIBb3yroImuMucs B Power Point?
Texnonozusn oopadomku unghopmayuu 6 I1eKMPOHHBIX MADIUUAX

25. /115 petieHus: Kakux 3aj1a4 MpeAHa3HaueHbl TAOJIHMYHbBIE TIPOIIECCOPHI?

26.0nuimTe BO3MOXHOCTH COBPEMEHHBIX TaOJIMYHBIX MPOLECCOpoB. B Kakux
00acTsIX IEATETLHOCTH YEJIOBEKa OHU MOTYT MCIIOIB30BaTHCS ?

27.KakoBa CTpyKTypa 3JIEKTPOHHBIX Ta0IHUII?

28.Kak 3ayaercss Ms siU€UKH B DJIEKTPOHHBIX TaOnuiax?

29.4t0 conepkut Jlucm 3NeKTPOHHBIX Tabimi Excel?

30.Yto conmepxut Pabouas knuea 3NeKTpOHHBIX Taomwui Excel?

31.KakoBbl OCHOBHBIE THUIIBI JAHHBIX B AJIEKTPOHHBIX TaOIHUIax?

32.B dWem 3akmodaeTcs OTIMYHE AaOCOMIOTHBIX CCBUIOK OT OTHOCHUTEIHHBIX?
[IpuBenure npumep.
TenekommyHuKayuoHHbvle MEXHOI02UU

33.Uem nokanpHas CeTh OTIMYAETCS OT II100aTBHOM?

34.Kakue QyHKIHMH BBIMOIHSIET CEPBEP KOMIbIOTEPHOU ceTn?
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35.TIpuBeauTe criocoObl U cpeJIcTBA Mepeauynd HHPpopMaIuu?

36.1lepeuncinte CyeCTBYIOIIME TOMOIOTHH JIOKATbHBIX CETEH.

37.1lepeuncnure TOCTOMHCTBA U HEJJOCTATKU TOTIOJIOTHH «IIIMHAY.

38.1lepeuncnure JOCTOMHCTBA U HEJIOCTATKHU TOTIOJIOTHH «3BE3/1a».

39.Ilepeuncnure JOCTOMHCTBA U HEJJOCTATKH TOMOJIOTUHU «KOJIBIIO.

40.Yto takoe Wi-Fi?

41.Tlepeunciure nmpenmyiiecTBa Texaoiaoruu Wi-Fi.

42 Tlepeuucnute oCHOBHBIE yciayru HTEpHET.

43.YT1o Takoe 00JIauHbIe TEXHOJIOTUN?

44 . KakoBbl OCHOBHBIE METO/IbI U TPUEMBI 3aIIUTHI HHPOpMAITIHU?

45.Tlepeuuncnure OCHOBHBIE PUHITUTIBI u chepsl MCITIOJIb30BAHUS
TEJIEKOMMYHHUKAIMOHHBIX TEXHOJIOTUH.

46.KakoBa kiaccuukaiys KOMIbIOTEPHBIX YTPO3?

47.KakoBbI MeEPBI 3aIUTH HKHPOPMAIIUKA OT HECAHKIIMOHUPOBAHHOTO JIOCTyMAa?

48.]laliTe XapaKTepUCTUKY MPOPECCUOHATBHO-OPUEHTUPOBAHHBIM CHCTEMAaM.

2.3.2 [lpakTUyeckas 4acTh
Crpykrypa 3aganmii 119 1uddpepeHuupPoOBAHHOIO 3a4eTa

3amanue 1. Co3ganue q0KyMeHTa B TeKCToBOM penakrope MS Word o o6pasiry.
3amanue 2. [IpencraBieHue JaHHBIX B TAOJUIHOM BHUe B mporpamme MS EXxcel.
3aganue 3. CocTaBieHUE MPE3CHTALIMY HA 33/IaHHYIO TEMY.

IIpuMmep BapuanTa
Bapunant Nel
3apnanme 1. B aG3ane npousBeauTe ClenyrolMe U3MEHEHHUS, MCHOJb3Yys pa3InyHbIe
BO3MOXHOCTH (hopmaTupoBanust (TpeOoBaHMs K (OpMATUPOBAHMIO YKa3aHbl B
CKOOKax):

B BepxHUIl KOJIOHTUTYI BBEAUTE JIaTy CO3/IaHMs TIOKYMEHTa U CBOIO (DaMUIIUIO, B
HVDKHHUM KOJIOHTUTYJ - BapuaHT M HOMEp BapuaHTa.

Bsooumvie cumsonvt (Times New Roman, 14,K) resBrasioresB-FomMecTe SKpatia

Avrial, 12,KpacHBIH, 3a4EPKHYTHIN), LCIC __ HAaXOJHWTCS ___ KYpCop, Arial
p PKHY L[AC  HAXOJIWTCA  KYypcop
Narrow,10,moquepkayThIif) <oTopeit caviractes supaso,(Times New Roman,12, HaacTpOYHbIN)

ocrasmss 3a coboii nenouxy cumsonos.( 1 1MES New Roman, 12, noactpounsiit) [P JIOCTUKEHUN
NPABOTO 110Jis1_CTPAHMIBLL (Times New Roman,10, momuepkuyThIi, K, TeMHO-
KpacHbIil,Malible  MPOIHUCHBIC,pa3pekeHHbIM  Ha  0,250T)Kypcop  aBTOMAaTUYECKH
nepemenaeTcs B cieayromryto ctpoky. ( Monotype Corsiva,3aiuBka BETOM - )KEIThIH,
12) 9TOT NPOILECC HA3BIBAETCSI (Arial Unicode MS, 12,2K, Bce mpomnucHbIe)
Ilepemexanuem Texcma (Times New Roman, 12,K,kpacHblif,Ha4YMHATH C TPOMUCHBIX),
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a naxcamue na knasuuty (Comic Sans MS, 20) Ente (Times New Roman,12,
r

UHTEpPBAJ — Pa3peKCHHbI Ha 20T, CMCIIEHUE KAXKIOro 3HaKa BHHU3 Ha
30T, 0THOCUTEIHLHO MPEIBIIYIIero) co3maet Hopbli adzar, ( Times New Roman,12, uatepsai
-yIJIOTHEHHBIH Ha 1,5 1T) Times New Roman,12, nBoitHOE

3auepKUBaHUE, YTOTJICHHBIN)

3aganme 2. 3amojgHUTH BEIOMOCTH y4yeTa Opaka, MPOU3BECTH pPACUEThI, BBIICITUTH
MUHUMAJBHYI0O W CPEJHIOI0 CYMMBI Opaka, a TakKe CpeJHUN TIPOIEeHT Opakxa;
POU3BECTH QUIIBTPAINIO JAHHBIX IO YCIOBHIO MIPOIIEHTA Opaka

A B C D E F G
1 BegomocTe ydeTa Bpaka
Meca . TabeneHblid | MpoueHT Cymarna Cyrarna

2 - - HomMep| = Gpakd * | sapnnat| = Gpakd =
3 |Aneapb KHMeBaHoB 245 10% 3265 326,35
4 @eppanc |MNeTpos 289 8% 4568 365,44
5 Mapt CuoopoB 356 5% 4500 225
6 Anpens |MadHbYyH 657 11% 6304 748,44
7 Maii BacrH 568 9% 6759 608,31
2 [ VoHb EBoprcosa 349 12% 4673 560,76
9 Hwone CopoOKMH 409 21% S677 1152,17
10 ABrycT PenopoBa 386 46% 6336 314456
11 | CenTAbpb|THTOBA 598 6% 3534 212,04
12 OrTAGpb |[Muporos 456 3% 5789 173,67
13 HoaRbpb |CeetoB 239 2% 4673 93,46
14 Aexkabpe |Hoanose 590 1% 6735 67,85
15

16 MakcumarnbHaa cymma Gpaka 3144,56
17 MuHmMMmanbHaa cymma Bpaka 67,85
18 CpeaHAa cymma Gpaka 643,1833
19 CpeaHniA NpouseHT Bpaka 11%

< 8%, noctpouth rpaduk OTGUILTPOBAHHBIX 3HAYECHUU WM3MEHEHUS CyMMbl Opaka o
Mecsiam (puc. 1.1).

3ananue 3. CocTaBUThH NPE3eHTALMIO HA TeMy: « TexXHoJI0rnyecKue mpouecchl
M3rOTOBJICHHS JIeTaJIeH MaluH».

VYkazaHue: He0OX0AUMO CO3/1aTh 3 Pa3JIMYHBIX JOKYMEHTA U COXPAHUTh
JIOKYMEHTBI Ha pabodeM cTojie B nanke ¢ ykazanueM OU crynenTa.

2.3.3 Kputepuu oueHKu padoThl

5 OamnoB CTaBUTCS, KOTJa CTYJIEHT YBEpeHHO paboTaeT U 0e3 OmHuOoK
BBITIOJIHSACT 3aJaHWs 10 OpraHW3allMk TEKCTOBOHM, TaOMW4YHOMW, rpadudecKon
unopmaiuu B opucaom rmakere MS Office.

4 Gayna CTaBHTCS, KOTJIa CTYJICHT YBEPEHHO paboTaeT ¢ TEKCTOBOW, TaOJIMYHOM,
rpapuueckoit uHPOpmanmeii B odpucHom makere MS Office wu momyckaer
HE3HAYUTEIbHBIC ONTUOKU B OPOPMIICHUH.

3 Oamra craBUTCA, KOTJa CTYJIEHT paboOTaeT C TEKCTOBOHM, TaOIWYHOM,

rpadudeckoii mHpopmanueit B opucHom makere MS Office u nomyckaer rpyObie
12



OIMOKKA HE TOJIbKO B O(QOpPMIICHMH, HO W B pacyeTax Mpu padoTe ¢ TaOIUYHBIMU
JTAHHBIMH, KOTOPBIE CBS3aHbI C HEIOCTATOYHBIMHU 3HAHUSMH JTACIIUATITAHBI.

2 Gamta CTaBUTCS CTYACHTY, KOTOPBI HE YMEET MOJIb30BaThCsI KOMITBIOTEPOM, HE
uMeeT He0OXOIMMBIX 3HAHUMN, U HE BBITIONHSIET PaboTy.
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3 METOJUYECKHUE PEKOMEHJAIIUY 11O BHINOJIHEHUIO 3AUYETHON
PABOTDI

Metoanueckue peKOMEHIALMHU 110 BBINOJHEHUIO 3a1aHus Ne 1
1 OTKpbITh TEKCTOBBIN pegakTop Word.
2 Beimonaute komanay Pa3merka crpanuusl ¢ Ilapamerpbl cTpaHuIbl... H
BBEJIUTE CIEAYIOIINE TapaMeTPbl CTPAHUILIBL:
3aknanka Ilonsa
Bepxnee none — 1 cm Huxxnee one — 1 cm
JleBoe nouse — 2,5 cMm IlpaBoe none — 1 cm
[Ieperner — 0 cm Ilonoxkenue neperuiera — ciaeBa
[Tocne BBOga noneit HaxaTh KHONIKY 1o ymosrganuio - Ok

3 YcraHoBHTE MeXTycTpouHblid nHTepBai: Menwo/I'naBuas/A63an/ UnTepBai, B
MOSIBUBIIEMCSI OKHE BBICTABUTH MapaMeTpsl 1,5 CTpoku:

4 HabGepurte TekcT, mpUBEACHHBIM HAa PUCYHKE M3 3aJaHus, pa3mep mpudra 14,
Ha3BaHHe ocHOBHOrO mpudra Times New Roman.

5 [TpousBeaute popMaTupoBaHUE HAOPAHHOTO TEKCTA B COOTBETCTBUU C 0OPA3IIOM.
6 Coxpanure ¢aiin, Bemonaus koManxy @AM - CoxpaHUTh KaK..., ¢ HIMEHEM

daiina 3aganue 1 B nanky JAuddepennupoBanublii 3a4eT Ha pabodeM CTOJIE.

MeToanuyeckue peKOMEHIANNH 110 BHINMOJIHEHUIO 3a1aHusi Ne 2

1 3amycTuTe peakTop eKTpoHHBIX Tabmi MS Excel.
2 3anoaHuTe TaOIUIY UCXOAHBIMU JTAHHBIMU COTJIACHO 3a/I1aHMIO.
3 [IpousBeauTe pacyeT CcymMMbl Opaka IO COOTBETCTBYIoIIEH ¢dopmyrne u

BBIYHCIIUTE CyMMY Opaka.
4 PaccuuraiiTe cpemHee, MakcMMajdbHOE, MHUHHUMAJIbHOE 3Ha4YeHUs Opaka,
noJib3ysick MactepoMm (yuknuu fyx . @yaxkumn CP3HAY, MUH, MAKC naxoxstcs B
paznene Cmamucmuueckue.
5 [Ipoussenute bunpTpanuIo 3HAYEHHI (J1anubie/CopTHpOBKA U
¢uiabTp/PunbTp/YucioBbie GUIABTPHI)
6 [Toctpoiite rpaduk oTGUILTpOBaHHBIX 3HAUEHUH. Bbiennre uHTEpBa siueeK C
YHUCIIOBBIMU  JIaHHBIMU 10 cTonOiy Cymma Opaka u  BbIOepUTe KOMaHIYy
(BcraBka/I'paduk).

Metoanuyeckue peKOMEHIANMHU 10 BHINOJIHEHUIO 3a1aHusi Ne 3
Co3zoaitme npezenmayuio Ha 3a0AHHYI0 MEMY.
Tpeboeanus, npedvasnaemole K CO30AHUIO RPE3CHMAUUU.

1 Enunoe ctuneBoe opopmiieHue
2 He neperpyxatp cnaiiasl nHhopmarmei
3 TekcT claiaa N0JKEH OBITh YMTacM;
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Ha cnaiine pazmemniatot He 6ojee 6-7 CTpOYeK TEKCTa ;
Ha cnaiine He 10KHO OBITH OOJIee 3-X IIBETOB;
He 3moynoTtpe6asath rpaduxoii;

~N o o1 &~

He 310ymoTpe0asTh aHuManuen.

4 IEPEYEHb PEKOMEHJIYEMOM JTUTEPATYPBI
4.1 CriMcoK UCIoJIb3yeMbIX HCTOYHMKOB

OcHOBHBIE HCTOYHUKH:

1. ["anmpuenko, I'.A.Mudopmarnka mms komiemkeir [Tekcr]: yueOHoe mocooOwue:
obmeoOpazoBarenbHas moaroroBka/I . A.I'anpuenko, O.H. JlposmoBa.—PoctoB H//:
®enukc, 2017.-380 c.

2. bopucos, P.C. Unudopmarrka (6a30BbIi Kypc) [DJIEKTPOHHBIN pecypc]: ydueOHOe
nocooue / P.C. bopucoB, A.B. Jloban. — M., 2014.— Pexum gocTymna:
http://www.iprbookshop.ru

3. Hcmannosa, H.I1. JTabopaTopHblii NpakTUKyM 1o aucuuiinie « MHpopmaTuka u
UH(OPMAIIMOHHbIE TEXHOJOTUU B MPO(PECCUOHAIBHON AESATENbHOCTU» [ DIEKTPOHHBIN
pecypc] : anexktponHoe ydyeOHoe mocobue / H.II. McmaunoBa. -Maxaukana, 2014, —
139 ¢.— Pexum goctyma: http://www.iprbookshop.ru

JlonoTHUTeIbHbIe UCTOYHUKH:

1 AnexceeB, A.Il. COopHuk sa0opaTOopHbIX pabOT 1O  JUCUHUILINHE
«Madopmatukay. Yacte 1 [DneKTpoHHBIA pecypc|: METOIMYECKHUE YKa3aHUsS K
MIPOBEJICHUIO JTA0OPATOPHBIX 3aHATHH Mo aucnumuimae «Hbopmatukay, s
CTYJEHTOB IepBoro kypca crneunanpHoctedn 10.03.01 u 10.05.02. / A.IL
Axnekcees.- Camapa, 2015. —Pexum nocryna: http://www.iprbookshop.ru

2 Ilaxmuna, B.M. IloarotoBka mokymeHtoB cpeiactBamu Microsoft Office 2013
[DnexTpoHHBIN pecypc]: yueOHOo-MeToauueckoe nocodue / B.M. Ilakiuna, E.M.

[Taknmuna. —EkaTepunOypr, 2014. PexxuMm qoctymna: http://www.iprbookshop.ru
3 Pomanosa, A.A. Undopmaruka [DNeKTpOHHBIN pecypc]: yueOHO-METOANMUECKOoe

nocoome / A.A. PomanoBa. — Owmck, 2015. —Pexum pgocryna:
http://www.iprbookshop.ru

4 3amwura nadopmannn. THCAWJ [Texer]: uub.-MeTon. xypHAT/ YUpeauTels u
uznat.: 000 «M3nat.nom «Adunay. — CIIb., 2014-2019.
5 Hudopmarmonusie TexHosoruu [TeKCT]: TeopeTWd. W TPUKIATHOW HAyY.-

TeXHUY. XypH., Yupenutenb: M3n-Bo «Hosbie texHomorum». — M.: U3a-Bo
«Hosrle TexHomorumy», 2014-2018.

6 CHIP [Tekct]: XXypH. nHOOPMAITMOHHBIX TEXHOJIOTHH/YUpeIUTeNb, U3AaTCIb:
AO «M3patensckuit nom «bypna». — M., 2014-2018+ CHIP DVD.
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7 Connect. Mup wundopmannonusix TexHonorui [Tekct]/ Yupemurens: OOO

«Konnext — UKT». — M.; 2014-2018.

[IOKYMEHT MOZMWUCAH 3MEKTPOHHOW MNOANUCHIO

Onepatop 340 000 "KomnaHus "TeH3op"

noanncAHO ®reoy BO "PrPTY", PIPTY, KaukoBckuii tOpuit BaneHTMHOBWY, 31.07.24 16:36 MNpocTas nognucb

3aBeaytowmin Me‘roaneigm KabuHeToM (MSK)
®rboy BO "PrPTY", PI'PTY, CasenbeBa Onbra BUKTOpoBHa, 31.07.24 16:41 MNpocTas noanucb
3aM. ampektopa PCCK «PIPTY» no YP (MSK)

YTBEPXJEHO ®rboy BO "PrPTY", PIPTY, LUuHapeBa Tamapa AntbibaeBHa, 31.07.24 17:15 Mpocras nognucb
[vnpekTtop PCCK «PIPTY» (MSK)




