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1. TlosicHuTenbHas 3anucKa

Iesb u3y4yeHus1 AUCHMILIUHBI:

JaTh CTYJEHTaM IEJIOCTHOE IMPEACTaBICHUE 00 AJIEKTPOHHOM JOKYMEHTE M PACKPBITh
BO3MOXHOCTH TEKCTOBOro penakropa MS Word; chopmupoBaTh HaBBIKM HCIOJIb30BAHUS
pacupeHHbIX Bo3MoxHOCcTel Microsoft Word st ohopmiieHns: 3eKTpOHHON TOKYMEHTAIUH,
BE/ICHUS JIE€JIOBOM IEpenucKku, opopMIIEHHUs pa3IMYHbIX IPOEKTOB, pedepaToB, KypCOBBIX U
JUIUIOMHBIX paOOT, HAYYHBIX CTaTeH.

MecTOo IMCHUIUIMHBI B Y4e0HOM IJIaHE:

[Ipemaraemelii Kypc OTHOCHTCS K AMCHUIUIMHAM 0a30BOM dYacTH 0Opa3oBaTeNbHOU
nporpammsl 37.03.01 Ilcuxonorus. ConpanbHas ICUXOIOTHSL.

Jucunmumna «Microsoft Office (Word)» o0ecnieuuBaer oBJiajeHHe CJIeIYHOIIHMHA
KOMIIeTeHIUSIMH ¢

Hauunaer ¢opmupoBanue odmenpopeccuoHaaIbHONR KOMIIETEHIINN:

CIOCOOHOCTH pelllaTh CTaHAAPTHBIE 3a/1a4l IPOGECCUOHATBHON AEATENbHOCTH Ha OCHOBE
MH(pOPMaLMOHHOW U OuOIMorpa@uueckod KynbTypbl C HIPUMEHEHHEM HH(OPMALMOHHO-
KOMMYHHUKAIIUOHHBIX TEXHOJOTHMM M C Y4eTOM OCHOBHBIX TpeOoBaHUI MH(OPMAIMOHHON
6e3zonacHoctu (OITK-1) — 1 sTam.

Hauunaer ¢popmupoBanue npopeccnoHaaIbHON KOMIETEHIUH:

CIIOCOOHOCTH K IMPOBCACHHUIO CTaHJapTHOT'O IMPUKIIAAHOT'O HCCICI0BaHUA B

omnpenenentoii obnactu ncuxonoruu (ITIK-8) — 1 srar.

Jtansbl GopMHUPOBAHUA KOMIIETEHINH
(3aouHasi popma 00yueHust)

Kon DopmyIHpOBKa YyeOHas guCIHUILUINHA Cemectp Oran
KOMIIETEHIIMH | KOMITETEHI[UU
OIIK-1 CIIOCOOHOCTEIO Microsoft Office 2
pelarh CTaHAapTHBIE (Word) B
3aa4n npodeccuoHanbHOM
npodeccnoHanbHOM JIeITEIIbHOCTH
NEATEIILHOCTH Ha Maremarnueckas 3
OCHOBE CTaTUCTHKA
UH()OPMAIIMOHHON U Microsoft Office 3
oubnmorpaduueckoit (Power Point) B
KYJIBTYPBI C npo¢eCCHOHATBHON
MIPUMEHEHHEM JIeITEIIbHOCTH
MH(POPMALMOHHO- | OGIIENCHXOIOTHIECKUI 4
KOMMYHHKAIIHOHHBIX MPaKTUKYM
TEXHOJIOTHH U C MatemaTuueckre 4
Yy4€TOM OCHOBHBIX METOBI B ICUXOJIOTUH
TpeboBaHHuil Microsoft Office 4
nH(pOpMaITMOHHOM (Excel) B
be3omacHoCTH npodeccuoHanbHOM
JIeITEIIbHOCTH
HNudpopmannonusie 5)
TEXHOJIOTHH B
MICHXOJIOTHH
Meronmonornyeckue 6
OCHOBBI IICUXOJIOTHH
DKcrepuMeHTaIbHas 6
IICHXOJIOTHS
K-8 CITOCOOHOCTBIO K Microsoft Office 2
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MIPOBEICHUIO (Word) B
CTaHJapTHOTO npogeccuoanbHON
MPUKIIATHOTO JICSITETTbHOCTH
UCCJIEJOBAaHUS B Microsoft Office 3 2
OTIpeICTICHHOM (Power Point) B
00JIACTH MICUXOJIOTUHI npogeccuoanbHON
JIeSITETTbHOCTH
Microsoft Office 4 3
(Excel) B
npodeccroanbHOR
JICSITEITbHOCTH
ConuanbHas 6 4
TICHXOJIOTHIsI
Mertoapl coruanbHO- 7 )
TICHXOJIOTHYECKOTO
MCCIICTOBAHMSI
OTHOIICHUXOJIOTHS 10 6
I'ennepHbie 10 6
UCCIIC/IOBaHHUS B
COLIMAIbHOU
TICHXOJIOTUH
Kpocc-kynbrypHbie 10 6
UCCIIC/IOBAaHUS B
COIIMAJILHON
TICHIXOJIOTHH
B pe3yabTare 0cBOeHHS AUCHUILINHBI 00YYAIOLIUIICS I0JI/KEH:
OIIK-1 | 3uarh:
- OCHOBHBIE BO3MOYKHOCTU TeKcTOBOro mnpoueccopa Microsoft Office Word nns
UCIIOJIb30BaHUS €T0 B MPOQeCcCHOHATBHOM 1A TEIbHOCTH;
Ymersn:
- CO3/1aBaTh, PEIAKTUPOBATh IOKYMEHTHI B TEKCTOBOM Mpoieccope Microsoft Office
Word
- pemars npodeccMoHalbHBIE M y4eOHble 3aJaud C  IPUMEHEHHEM
WH(POPMAIMOHHO-KOMMYHUKAIIMOHHBIX ~TEXHOJOTMA W C Y4YeTOM OCHOBHBIX
TpeboBaHui MH(YOPMAITMOHHON 6€30MaCHOCTH.
Baanern:
- OCHOBHBIMH METOJaMH, CrHoco0amH MepepaboTKu WHGPOpPMAlUUd B TEKCTOBOM
npoueccope Microsoft Office Word, kak cpeactsa ynpasieHus: ”HpopManueii;
I1K-8 3HaTh:
- TpaBWIa M CIOCOOBI OQOPMIICHHS JOKYMEHTOB B TEKCTOBOM MpoOIeccope
Microsoft Office Word.
Ymersn:
- HCIOJIb30BaTh  TEKCTOBBIM  mpoueccop  Microsoft  Office  Word B
npodeccuoHaNbHOM NesTeNIbHOCTH [Tl cOopa 1 00paboTKu nH(OpMaLINY;
Baangern:
- HaBBIKAMH TPAMOTHOTO ¥ TPABHIILHOTO O(QOPMIICHHS TOKYMEHTOB B TEKCTOBOM
nporieccope Microsoft Office Word.
@opMbI  TEKYILIEro KOHTPOJISI YCNEeBAeMOCTH CTYAeHTOB: YCTHBIH  OIpOC,

npakTudeckas padora.
®opMa NPOMEKYTOUYHOM ATTECTAIMM: 3a4ET.

4




2. CTpyKTypa H coaepKaHus THCHUIIHHBI
TpynoemMKocTh 2 3a4eTHBIC SUHUIIBI, /2 Yaca, U3 HHUX:
3ao4Hast (hopma oOyueHus: 8 mpakTHIecKux 4acoB, 60 4acoB caMOCTOATENLHOU PadOTHI,
4 gaca Ha KOHTPOJIb.

2.1. TemaTnyecKkuii MJIaH y4eOHOH TMCUUTIHHBI
(3aounasi popma oOyueHus)

HaumenoBanmue KoumnuecTBo 4acoB 1o
pa3iesioB U TeM Y4eOHOMY ILIAHY
Buabl yueoHoii padoThI
S AyauropHas
] =
= padora g
g-' L o~ @ =2
= = =2 Z s =
= 3 =| 9 ¥ x| §E=| &2
Sl m = L & = <) = (=) ©
2 2 E¥| S5 58
S| E=E| 82| 8
= 258/ g5 2
© 5]
=TT} « U
=S =
1 2 3 14 5 6 7
1 Ocnossl padotsl B MS WORD. ®opmarupoBanue 7 | - 1 - 6
nokymenta. CTuimu
2 ®opmaTtrpoBaHue 10KymMeHTa. Criucku 7 | - 1 - 6
3 Pa3merka crpanuusl. [logroroBka 1oKymeHTa K 7 | - 1 - 6
neyaTH
4 Hcnonb3oBanue U300pakxeHuil B TOKYMEHTE. 7 | - 1 - 6
PenakTop dhopmyn
5 Vcnonb3oBanue Tabaui B Jokymentrax MS WORD | 7 | - 1 - 6
6 Co3znanne mabdmonoB 8 MS WORD. 5 | - 1 - 4
Hcnosnp30BaHue 0JIEN B JOKYMEHTE
Cosznanue popm 8 MS WORD 5 | - - 4
Aptomaruzanus pabotsl B MS WORD 7 - 6
Cosznanue cepuitHbix 1okymerToB B MS WORD 8 - - - 8
10 | Hacrpoiika Word. Makpocsl 8 | - - - 8
KonTpons 4
HToro mo aucuuninHe 72 | - 8 - 60




2.2. TeMaTH4eCKHii IJIAH NPAKTHYECKUX (CEMHHAPCKHUX) 3aHATHIA

HaumenoBanue KoJugnuyecTBo
pa3iesioB U TeEM JacoB

Ne ni/m paznena

2
Ocnogsl padotel B MS WORD. ®opmatupoBanue nokymenta. CTuim
dopmaTupoBaHue J0KymeHTa. CIIUCKU
Pa3zmerka crpanunel. [lonroToBka 1oKymeHTa K neyaTu
Hcnons3oBanue nzobpaxenuii B fokymente. Penakrop gpopmyn
Wcnons3zoBanne tabnuil B jokymentax MS WORD
Coznanue mab6soHoB B MS WORD. Vcnionb3oBaHue nosiei B JOKYMEHTE
Cozmanne popm B MS WORD
Asromatu3anus padborsl B MS WORD
HToro no pucuuiJjinge

oo oM wiN P

O R RRRPRRPRRP P Plw

CeMI/IHapCKHe 3aHATHA 110 TEMaM

IIpakTuyeckas padora Ne 1
OcHoBbl padorsl B MS Word. ®@opmaTtupoBanue qokymenta. CTuim

Heas paGorsl: HayuuTbcs (OpMaTHPOBaTh TEKCT C HCHOJIB30BAHUEM BCTPOEHHBIX
CTWIIEH M cOo37aBaTh COOCTBEHHBIE I0JIb30BATEIbCKHE CTUIM (OpMaTUpOBaHUs ab3aleB U
CHUMBOJIOB.

3ananue

1.Otkpoiite daitn Word.

2.Coxpanute OTKpbITHIN (aitn kak mokymeHT Word 2007 B cBoeli paboueil marmke moj
umeHeMm JIa6. pa6 1.docx.

3.YcranoBute B TekcTe (ailiia asmomamuueckue nepeHochi.

4.Bxmounte kKHONIKY OTOOpa3suThL BCe 3HAKH m U NOZCYUTANTE KOINYECTBO ab3aleB

B TeKCTE (OPUEHTHUPYSCh HAa MapKephl a03alleB).

5.Co3zmaiite o0mMit 3arojoBok, oTopmaTupoBaB TekcT ab3ama «llenooOpazoBanue Ha
MHUPOBOM pBIHKE» cienyromuMm obOpazoMm: mpudr — Times New Roman, pazmepom 20 mr,
MOJTYKUPHBIA, KOHTYp, CHHUHN IIBET; MaJible MPOIUCHBIE; BRIpABHUBAHNUE TEKCTAa — IO IEHTPY;
WHTEpBal mocie ad3ana — 12 OT; TeKCT 3arojioBKa B3ST B TEMHO-CHHIOIO paMKy (TpaHHILy) C
TEHBIO UIMPUHON 6 NT; IBET 3aJIMBKU BHYTPU PaMKHU — CBETJIO-TOIY0OOT0 1IBETA.

6.Co3naiiTe mepBbIii MOA3aroJ0BOK, OTGOpPMATHPOBAB TEKCT ad3aia «BHemrHeToproas
neHa» cieaywommM obpazom: mpudt Arial, 14 nrT, KypcuB; MEXKCHMBOJBHBIH HMHTEpPBAT —
pa3pexeHHbI Ha 3 NOT; IBOMHOE MOJYEPKUBAHUE; KPACHBIM LIBET; BHIPABHUBAHUE — I10 JIEBOMY
Kparo; MHTEpBaJI 1ociie ad3ara — 6 IT; mepBas CTpoka — OTCTyI 2,5 cM.

7.Ckomupyiite QopmaTupoBaHue ¢ ToJ3arojioBka «BHemHeToproBas IieHa» Ha
cienyromue ad3arnpl: «l{eHoBBIe CKUAKNY, «YCIOBUS MOCTAaBKU» U «3amada». Takum oOpazom,
BbI IIOJIYYHTE €I JBA MOA3ar0JI0BKA.

8.B KoHIIe ToKyMeHTa co3aiTe MycToN ab3all 1 yCTAaHOBUTE B HEM TEKCTOBBIN KYpCOp.

9.Wcnonw3ys gumamoroBoe okHO Co3nqaHMe CTHJIS, CO3/aliTe 4YeThIpe pPas3HbBIX
MOJIb30BATEIBCKUX CTUJIS CO CIAEAYIOIIUMU MapaMeTpaMu:



— 0714 nepsoeo cmuas. uMs ctuiis — Ilepewtii, ctunb ab3aia, HE OCHOBAH HU Ha KaKoM
cruie, mpudt — Times New Roman, pasmepom 12 nt, TEMHO-3€7I€HOTO 11BETA; BEIPABHUBAHUE —
10 IIMPHUHE; TIEpBasi CTPOKA — OTCTYII 2 CM, HHTEPBAJ MEXKITYCTPOUYHBIN — OTMHAPHBIN;

— 01 6mopoeo cmuaa: WUMsl CTWisl — Bmopoi, ctunp ab3alia; OCHOBaH Ha CTHUJIE
Ilepeorit; pazmep mpudra 14 nt; mManple NponHCHBIE; OTCTYyN ab3ama ciieBa — 5 cM; mepBas
CTpoka 0e3 OTCTyma, ClieBa BEPTUKAIbHAS YepTa TEMHO-CHHErO IBETa M IIUPUHON 3 T, 1BET
3aJIUBKH TSI a03a11ia — CBETII0-KENTHIIH;

— 0na mpemveeo cmuas. uMA ctwid — Tpemuii, ctuns a03ana, OCHOBaH Ha CTUIIE
Ilepeuuii; TOMYXUpPHBII;, CHHUI LBET mpudTa;

— 0ns uemeépmoeo cmuas: uMs et — Yemeépmoui, cTuiap 3Haka, mpudTt — Times
New Roman, pasmepom 12 0T, moqy>KMpHBIA KYpCUB C JIBOMHBIM MOAYEPKUBAHUEM, HA3HAUBTE
3TOMY CTHJIIO couetanue kinasuin Ctrl + 4.

10. TekcT BTOpOrO ab3ama (oTcuuTaiTe CBEpXy BTOpOH ab3all TekcTa) oThopMaTupyiTe
co3faHHbIM ctuiieM Ilepeéwtil.

11. Texkct uerBépTOoro ab3ama (OTCUMTAliTe CBepXy UETBEPTHIA ab3all TEKCTa)
oThopMaTHpPyHTE CO3TaHHBIM CTHIIEM Bmopoii.

12. TekcT mecroro adb3ana (0OTCUUTATEe CBEpXy MIECTOM abd3all TekcTa) OThopMaTUpyiTe
CO3JaHHBIM cTHiIeM Tpemuil.

13. Tekct BOcbMOro a0zama (OTCUHMTaliTe CBEpXy BOCHMOW ab3al] TeKcTa)
orhopMaTHpylTE BCTPOSHHBIM cTHiIeM CXeMa I0OKYMEHTa.

14. Beigenute o ogHOMY J1F0OOMY CJIOBY BO BTOPOM, YETBEPTOM M IIECTOM al3alax u
orhopMaTHpPyHTE WX CO3/JaHHBIM BaMu cTWiIeM Yemeépmuiii, VCTIONb3Yysl HA3HAYCHHYIO €My
koMOuHanuro knasum Ctrl + 4.

15. JInst TekcTa gecsToro abd3ama ycTaHoBUTe pykomucHbd mpudt Monotype Corsiva,
pa3zmepoM 16 mT.

16. Tekct, HaYMHAS C OJMHHAANATOTO ab3ala 1 J0 MOocleAHero ad3ama, oThopmMaTupyiTe
npy nmoMouy Tadyasuu. st 3Toro BeenuTe 3TH ab3albl TEKCTa U ¢ TTOMOLIBIO TUAIOTOBOTO
okHa Ta0ynasiumMs ycTaHOBUTE TPU MO3ULUU TaOYIIALUU:

— 2 cM ¢ BbIpaBHUBAHHEM I10 JIEBOMY Kpalo;

— 10 cM c BBIpaBHHUBaHUEM M0 JECATHUYHOMY Pa3JICIUTENIO C 3alOJHUTEIEM B BHJE
TOYEK;

— 13 cM c BeIpaBHUBaHUEM IO LEHTPY.

17. Ucnone3yst knaBumly Tab, ycTaHOBHTE COOTBETCTBYIONIMH TEKCT TMOJ TMO3UIIUU
TaOyYJISIMH TaK, KaK MOKa3aHo Ha 00pasIle HUXKE.

18. B pe3ynbTare BBINOIHEHHBIX ITYHKTOB 3aJlaHUS BBl JOJDKHBI TOJYYUTH JOKYMEHT
oTopMaTHpPOBaHHBIA TaKUM OOpa30M, Kak MOKa3aHO Ha pucyHke 1.7. CpaBHHTE MOITYYECHHBII
BaMH TEKCT JIOKYMEHTa ¢ 00pa3IioM.

Inz pEz: I, BOTOPAT GTHAL 48T,

PO OFIFEL FUTOT M TOT 40 MOMET TPOMARATEC I TI0 DAITERFN TRHAM B JAEFCHNOCTE OT M8 CTa B B[ ere-
O 4T O TPORANGH, 4 THEIKE 3

Z4cu3T FHEIHETORTOE O3 ITEHE HAMHHART C TIOEOD.A KOHEY-
PEHTHEIX MATEPHAIIOE Ha AHATOTHMHEIE TOEADEL, OEPAIILAK-
WHECH B MHFOFOF TOPTOENE. T AKFN OFPAZON, IO LAR TCA
TAK HARHEAEMEIE «[IPHEENEHHEIE I[EHEL:, EOTOPEE MOEHO
CPAEHHEATE [PYT C OPYTOM.

Epone 1 oro, npi i cx BomE 1m0 e Ko mIrecrs o

FIpedpu e IICHAD KOMTPART R HPOSKURY uROGRpME RPOIKEUN A CpMAn) SO0
eic. €. Comansrsie packpde: coanasin credpouee:
p(

Cfopar T8

2,200 TR €

&
SeomopTHas M eEEIG 1,500
1

30
Croara 13,10
Cirp o fimepesozEE 445
Tlorpy20 e P ATy 30 EELe PafoTEL
E CTPABE SECTOETAR A +voocevesceneeeseeeneeenn 3 45
B TON WPLCTR Bia OCHOEHOH TR AHCTIOpT 2,10
B CIpar® PoMTIOpTEDa 6,50

Pucynok 1.1 — O0pa3zen 1okymeHTa
7
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19. IIpoBepsTe opdorpaduio B HOTYIEHHOM JOKYMEHTE.

20. IIpocMoTpuTE CBOM JOKYMEHT, MCIOJB3YSl pa3jiHYHble PEKUMBI: Pexum dreHus,
Web-nokyment, Pasmerka crpanuibl, YepHoBuk, CTpykTypa, [IpeaBapurenbHblid IPOCMOTP.

21. Usmenute macirad nzoOpaxenus Ha 25 %, 3atem Ha 200 % u Ha 100 %.

22. Ucnionb3ysl codeTaHHWs TOPSYUX KJIaBHII, MEPEMECTUTECh B HAYalO CTPOKH, K
MpelbIIYIIEMY CIOBY, K MPeAbIAYIIeMy a03ally, B Ha4allo 3KpaHa, K KOHIYy CTPaHHIIbl, K HaYaly
JIOKYMEHTA.

23. Cpenn KHOTIOK TEpexoja HalauTe KHONKYy BbIGOp o0bexkTa W HacTponTe e€ Ha
nepexox 1o 3arojioBkaM. [lepememiaiitecb BBEpX W BHHM3 II0 3arojoBKaM, HCIOJb3Ys
HAaCTPOCHHYIO KHONKY Bb100p 00bekTA.

24. Hactpoiite aBro3ameny: mns cBoero umenu. (Hampumep, CUII — Cunopo MBan
[TerpoBuy).

25. Pe3ynbTathl paboThI IPOIEMOHCTPUPYHTE MPEO1aBATEIIO.

IIpakTuyeckas padora Ne 2
®opmaTupoBanne 10KyMeHTa. ClIUCKH
Henp padoThl: HayuyuThCs CO3[aBaTh TUTYJbHbIE CTPAaHULBI B JOKYMEHTE U
(dopMaTHpPOBATh TEKCT B BHJIE HyMEPOBAHHBIX, MAPKUPOBAHHBIX U MHOTOYPOBHEBBIX CITHCKOB.

3aganue

1. Ortxkpoiite ¢aiin Word.

2. Coxpanurte OTKpbITHINA (aitn kak gokyment Word 2007 B cBoeil paboyeii marnke
o umenem Jlao. pa6 2.docx.

3. CozpaiiTe TUTYJIBHYIO CTPaHULY B OTKPBITOM JOKyMeHTe (pucyHok 2.10) u
BBEJMTE TaKOW K€ TEKCT B COOTBETCTBYIOIIME IOJS TUTYJIbHON CTPAaHUIIBI KaK MOKa3aHO Ha
pucyske 2.10.

CrHCKH:
HYMEDOESHHEIS, MEDEHDOESHHELS,
MHOTOYDOEHSEELR
Pucynok 2.10 — O6pasen THTYIbHOM CTPAHULIBI
4, [lepBorit  cromberr TekcTta OTHOPMATHPYHTE HYMEPOBAHHLIM CHUCKOM  CO

CIIEYIOIMMHU NTapaMeTpaMHu:

— B KauecTBE HOMEPOB yCTAHOBUTE OOJbIINE PUMCKHE HU(PHI ¢ TOUKOW U mpobderom
1ocJie TOYKH;

— BBIPaBHUBAHHE HOMEPA — 110 LIEHTPY;

— HyMepauus J0JDKHA HAYMHAThCS ¢ Ballero HOMEPA IO CIIUCKY B KYpHAJIE TPYIIIIbI;

— OTCTyH HOMepa — Ha 1 cm;

— OTCTyn Tekcta — 1,7 cm;

— 100aBUTH MO3UIHIO TaOymsiuu 1,7 cm;
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— wpudT UIT HOMEPOB M Tekcra cnmcka — Times New Roman pasmepom 14, mis
HOMEpPOB HauepTaHHUE — MOJIYKUPHOE, AJIs TEKCTa CIIUCKA HauepTaHHe — 0ObIYHOE.

S. B pesynbTare BBl JOJKHBI NOJYYUTh HYMEPOBAHHBIM CIMCOK, IMPUBEIECHHBIA Ha
pucynke 2.11.

V1. CeemeHMA 0 CHCTEME
VII. Pecypchl almapaTypel
VIII. KonmoHeHTED

IX. MymeTHMenHa

N, JucmneH

XI. Mogem
XII. TTopTel
NIII. Cete
XIV. [MporpaMMHAA cpeda

Pucynok 2.11 — O6pa3en HyMepOBaHHOIO CIIMCKA

6. Bropoit cronmbeny TexcTta OTQOPMATHPYHUTE MAPKUPOBAHHBLIM CHUCKOM  CO
CIICTYIOIIIMMH TTapaMeTpaMHu:

— B KayecTBE MapKepa yCTaHOBHTE CMMBOJI — H;

— OTCTyH Mapkepa —Ha 1 cM;

— OTCTYH TEKCTa — 2 CM;
00aBUTH MO3UINIO TAOYIALNU 2 CM;

— mpudt mis mapkepa — Wingding pasmepom 16, TEMHO-CHHEro IBeTa, OOBIYHOTO
HaYepTaHUS;

— mpudt aa tekcra — Times New Roman pasmepom 14, cuHero 1igera, KypCHBHOTO
HavYepTaHMUSL.

7. B pesynbrarte BBI TOJDKHBI MTOJIYYUTh MApKHPOBAHHBIA CITHCOK, TIPUBEACHHBIA Ha
pucyHke 2.12.

Ceedeniia o clcHaMe
FPacypenl anmapamyp
Foamonermel
MAdymomacacedi
Altcnnsii

Adode

TTapmel

Ceme

lipogpaiagias cpeda

135558555

Pucynok 2.12 — O0pa3en; MApKHPOBAHHOIO CIIMCKA

8. Tperuit crombery Tekcra oTQOpMATUPYHTE B  BHIE MHO2OYPOBHEBO2O
(MepapX14eCcKOro) CIHUCKa CO CISTYIONTUMHU ITapaMeTpamMu:

1 ypoBeHb — HyMmepalusi B BUje Mapkepa ** (K MEPBOMY YPOBHIO OTHOCHUTCS TOJIbKO
nepBasi CTpOKa TEKCTa), CBsI3aTh YPOBEHb CO CTHIIEM 3a201060K 1

2 ypoBeHb — HyMepanus B BHAE OONBIIMX PUMCKHX IUPP ¢ TOUKOH U MpobdesoM mocie
TOYKH, CBSI3aTh YPOBEHb CO CTUIIEM 3a20/1060K 2,

3 ypoBeHBb — HyMepalysl B BHJIE MaJIbIX aHTTHICKUX OYKB ¢ KPYyTrJIod CKOOKOW crpaBa u
npo0eJIoM TOcIIe CKOOKH, CBSI3aTh YPOBEHB CO CTHIIEM 3@201060K 3,

4 ypoBeHb — BKJIIIOYHTH HOMEp ypoBHS 3, B mojie @opMaT HOMepa MOTy4eHHYIO OYKBY 3-
TO0 YPOBHsI B35Th B KPYIJble CKOOKH, MOCJIE 3aKPBIBAIOIICH CKOOKH T00ABUTH MpOOEN, TUPE U
npo0et, 3aTeM BBIOpPATh HyMEpaIuio IS YETBEPTOTO YPOBHS — BUAEC PYCCKOTO YHCIUTEIHHOTO
(ooun, oea, ...), mociae KOTOPOro A00aBHTh TOYKY W MpOOEN, CBA3aTh YPOBEHb CO CTHJIEM
3aconosok 4. Obpa3zer] MHOTOYpOBHEBOI'O CIIMCKA MIPUBECH HA pucyHke 2.13.
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o ':BE-_'[EHL{:FI O CHCTEME

I. Pecypoe! GninGapamy pe!
3] Kordoamsre/JocTym
b) Kamat DMA
c] [/0
d) Mpepereasuns [RQ
g] MamATe

If KomnoneHmbl
3] MyaeTiMeana

(a) - Dgun. MporpamMMel CHETHA 3BYKa
(a) - Oea. MporpamMmel CHETHR BHEED
{a) - Tpm. CO-ROM

b) Jwecriei

c] Moaem

d) ¢
(d) - O guH. WinSock

g] Moprer

f] Menatw

] HEypHAT

h) CrcreMa

I Mpozpammuas cpeda

a) Jdpaiteepsl

[a) - DgumH. JpaHeepsl Agpa

(a) - Bea. Dpakeepsl MS-DOS

[a) - Tpm. JpaHBepsl NoAL3CBATENR
b) ZarpyseHEsle 16-pazpRIHBIE MOIYTH
c] ZarpysieHHele 32-paIpRIHEIE MO IYTI
d) CHCTEMHBEIE TOEYIUER
g] Permcrpamums OLE

[e) - DguH. IMI-gharin

[e) - Oea. PeecTp

Pucynok 2.13 — O0pa3eny MHOrOypOBHEBOI'0 CITUCKA

9. B momydyeHHOM crmcKe paccTaBbTe YPOBHH JUISI COOTBETCTBYIOIIMX a03areB
TeKCTa (TaKk Kak TMOKa3aHO Ha o0pa3le HWXKE), UCIONB3ys KHOMKY YBEJHYHTb OTCTYN (WU
kiaBuiry Tab).

10.  BeimenuTe mNOSy4YEHHBII MHOTOYPOBHEBBIM CHHCOK M cjaenaite ero Oonee
KOMIIaKTHBIM, YCTAHOBUB OTCTYIIBI neped U nociae abd3ama no 0 nT.

11. B pe3syabrare Bbl JOJKHBI HOJIYYUTh MHOTOYPOBHEBBIN CIIMCOK CIIEIYIOIIETO
BUJIA:

12.  BcraBbTe HymepalMiO CTpaHHUL, HAYMHAsE cO BTOPOM CTpaHMIBI (Ha MEpBOMi, T.e.

TUTYJBHOM CTpaHMIIE HyMepaluu He T0JKHO ObITh). HoMepa cTpaHuIl TOJKHBI pacronaraTbes B
IIPABOM HMKHEM YTJIy CTPAHMIIBI.
13. Pe3ynpraTs! Bamiel paboThI MPOJAEMOHCTPUPYHTE MTPETIOIaBaATEIIO.

IIpakTuyeckas padora Ne 3
Pasmerka crpanunsl. IloaroroBka nokyMeHTa K ne4yaTu
Heap padoThl: U3y4UTH CIOCOOBI U TAPAMETPHI CO3AAHUSI U COXPAHEHUS JOKYMEHTA.
3aganue

1. Otkpotite daitn Word. B atom ¢aiine Haxonsares Tpu parMeHTa pa3IMuHOTO TEKCTA.

2. Coxpanute OTKpBITHIN (aiin kak gokymeHT Word 2007 B cBoei pabodeil mamke moj
umerneM JIao. pa6 3.docx.

3. Co3pmaiiTe B 3TOM JOKYMEHTE emé 2 CTpaHMIbl 4Yepe3 pa3pbIBbl pa3JesioB BHUIA
Cneoyrowaa cmpanuya Tak, 4TOObl KaXXIbl ()parMEHT TEKCTa pacroJiarajics Ha OTAEIbHOU
ctpanune. TakuM 0O6pa3oM, BBl TOJKHBI MTOMYYUTh JOKYMEHT, COCTOSAIINM U3 TPEX CTpaHMI, Ha
KaX/10M U3 KOTOPBIX JOJKEH HaXOJUThCS ONpPeeIEHHBIN TEKCT.

4. TlepByto CTpaHUILy MOJYYEHHOTO JOKyMEHTa OOpPMHTE B BHJE TUTYJIBHOM TakK, Kak
NOKa3aHo Huxke. [l 3TOro: TeKCTy MepBON CTPaHUIIbI 3a/1aliTe TOPU3OHTAIBHOE BbIPABHUBAHUE
— no yewmpy, a BEPTUKAJIbHOE BBIPAaBHUBAHHUE — 1O 6bicOme; OTAEIbHbIE a03albl TEKCTa Ha
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NepBOil cTpanuiie OTGOpMaTHPYHTE HA CBOE YCMOTPEHHUE; MIEPBYIO CTPAHUILY BO3BMHUTE B PAMKY
(BU paMKH BBIOEPUTE CAMOCTOSTEIIBHO).

5. B pesynbrare Bbl JOJDKHBI MOJIY4YUTh [EPBYIO CTPaHULy Balllero JOKyMEHTa
IpUOJIM3UTENIBHO TAKOrO BUJA, KaK [TOKa3aHO Ha pUCYHKe 3.6.

EEI0PYCCEHA HAIHOHATBHBIA
TEXHHYECKHA VHHBEPCHTET

Faryismem MEYHOL0ZUI YRPLEIEHUA
avanumaprs e

HKadeapa «MereysvesTas

EKVPCOBAA PABOTA

BH3HEC: OCHOBHBIE ITPABH.TA HIPHI

Crivéerma § spen

Tmmrew 108111

Hsanesa 4 A

MEnok 2011 1.

TR ——— T
I T . S SEL SEL SEN IR SEN SEN SED SEN SN IR IR S e e T

Pucynok 3.6 — O6pa3en nepBoii cTpaHuIbl

6. i1 BTOpO¥ CTpaHUIIBI JOKYMEHTA 3aJaliTe aibO0oMHyl0 OpueHTauIo (st 1-0i u 3-¢if
CTpaHMIl JOKYMEHTa OpUEHTALlUs JIOJKHA OCTaBaTbCs KHUdCHOU). TEKCT Ha BTOPOM CTpaHMIe
oThopMaTHPYyHTE CIENYIOIINUM 00pazoM:

- TOPHU30HTAJILHO BbIPAaBHUBAHUE TEKCTA — NO WUPUHE,

- BEPTUKAJIbHOE BBIPABHUBAHUE TEKCTA — 1O YEHMPY;

- OTCTYIBI NEPBBIX CTPOK ab3ameB — 1,5 cMm;

- wmpudt — Cambria, pazmepom 14, 0ObIYHOTO HaUEPTAHHUS;

- MEXIyCTPOYHBIA HHTEpBAI — 1,5 CTpOKH;

- paccTaBbTE agmomamuiecKue nepeHocyl,

- TeKCT pa30eiTe Ha 2 KOJIOHKH, YCTAaHOBUB: MIPOMEXKYTOK MEXIy KoloHKaMu - 0,3 cm,
LIMpUHA BTOPOM KOJOHKM - 5 cM (yBEIWYMBaiTe MHMPUHY MEPBOMl KOJIOHKM /10 T€X IOp, MOKa
HIMpUHA BTOPOM KOJIOHKM HE CTaHET 3aJaHHOW IIMPHUHBI B 5 CM), YCTAHOBHUTE pazoenumens
MEXy KOJIOHKaMH.

7. AKTUBM3UPYHTE 6epXHuULl KOIOHMuUMY BTOPON CTPAaHUIBI U OTKIIOUNTEe KHONKY Kak
B NpeAbIAyIIeM pa3jene (JUis TOro, 4ToObl HAa NEPBOI CTpaHUIIE B BEPXHEM KOJIOHTHUTYIIE HE
0TOOpa3uiICs TEKCT BEPXHEr0 KOJIOHTHUTYJA BTOPOM cTpaHMIlbl). B mosie BepxHEero KoJoHTUTYIA
Habepure Tekct «MBaHoB A.A. KypcoBas padora» mpuprom Monotype Corsiva, pasmepom
26, NOTYXKUPHBIM KYpPCUBOM, C BEIPABHUBAHHEM — IO LIEHTPY.

8. Ilepeitnute B HudcHUl KOIOHMuUmMYA BTOPOW CTPAHMIIBI M OTKIIOUNTE KHONKY Kak B
npeabiayleM pasjaene. lcnonb3ys cOOTBETCTBYIOIIME KHONKM Ha Bkiagkax PabGora c
KOJIOHTUTYJIaMHU - KOHCTPYKTOP B HUKHUN KOJIOHTUTYJ BCTABbTE meKywyto oamy (Harpumep,
dbopmara
10 oxkmsaopa 2011 2.) v B TEKyIlyl NO3UIMIO HOmep cmpanuysl (Buma Ctpanuma | 2).
BcraBiieHHbIe 1aTy M HOMEp CTpaHUIIBl BBIPOBHANTE no yenmpy U oTHopMaTUpyHTe MIpU(TOM
Times New Roman, pazmepom 24, moTy)KUpHOTO HaYepPTaHHSL.
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9. Beriiaute U3 pexuma paboThl ¢ KOJIOHTUTYJIAMU U aKTUBU3UPYHTE OCHOBHOM TEKCT 2-
Ol CTpaHUIIbI.

10. B pesynbTraTe BBl JOJDKHBI OJIYYUTh BTOPYIO CTPAHHUILY BAIIErO JOKYMEHTA, BU
KOTOpOM MpeACTaBJIeH Ha pUCYHKE 3.7.

Heanos A.A.
Kypcosas paboma

15 oxraopa 2011 r.
Crpannna | 2

Pucynok 3.7 — O6pa3sen BTOpoii cTpaHUIbI

11.  TIlepeiiautre Ha TPETHIO CTPAHMILYy BaIero JOKyMeHTa. Bbl yBuaute, 4TO B
BEPXHEM M HIDKHEM KOJIOHTUTYJAX 3TOH CTPAHMIBI HAXOAWTCS TOT € TEKCT, 4YTO U B
KOJIOHTUTYJaX BTOPOIl CTpaHUIIbl, TOJIBKO HOMED CTPAHUILIBI Oy/IET CTOATH yke 3.

12. Jlyist 3-eii cTpaHUIIbl YCTAHOBUTE Pa3MEPhI 1e6020 U NPAB0O20 TIOJNEH CTpaHUIIbl — 4
cM. Jlng TekcTa Ha STOM CTpaHUIE 3a/aiiTe: TOPU3OHTANBHOE BBIPABHUBAHUE — MO WUPUHE,
BEPTHKAILHOE BBIPABHUBAHHUE — 1O yenmpy, OTCTYI MepBoil cTpoku — 1 cm, mpupt — Times
New Roman, pasmepom 14, 00bIYHOTO HaYEPTaHUS, MEXKIYCTPOUHBI MHTEPBAI — OJUHAPHBII.
JloGaBbTe HyMmepayuto cmpok Jisl TEKCTA.

13. B pe3ynbTare BbI JOJDKHBI MOJYYUTh TPETHIO CTPAHUILY Ballero JTOKYMEHTa, BUJ
KOTOpOM IpescTaBiIeH Ha pUcyHKe 3.8.

Heanoe A A.
Kypcosas paboma

15 oxTaRidpa 2011 r.
Crpannna |3

Pucynok 3.8 — O0pa3sen Tperbeil cTpaHUIIbI

14.  BemmonHute npedsapumenvubili HNpocMomp BCeX TPEX CTPAHUI]  BAIIEro
nokymeHTa B Macitade 30 %.
15.  IIpomeMoHcCTpuUpYiTE pe3yibTaThl Baliel paboThl MPENno1aBaTelIio.
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IIpakTyeckas padora Ne 4
HUcnonb3oBanue uzodpaxenuii B 1okymenrte. Penakrop popmya
Heab padoThl: M3y4uTh BO3MOXHOCTU Tpoueccopa Word s co3naHus pUCYHKOB H
dbopmy.
3aganue
Yacrts 1
1.Co3pnaiite HOBBI gokymeHT Word m coxpaHutre ero B cBOeil pabouedl mamke Kak
nokyment Word 2007 o umenem Jlao. pa6 4.docx.

2./cnionp3ysl KHOIKY CIPaBKU L HaXOJALIYIOCS B IPaBOM BEpPXHEM YIIIy OKHa
pemaktopa Word 2007 win knaBuiry F1, 3arpysure okno crmpaBku Word. B okne crpaBku
Word, ucrionb3ys oriaBieHue, OTKPONTE CONEPKUMOE KaKOH-HUOY/Ib IJIaBbl M CKOIUPYHUTE ITO
cojiepkuMoe B ¢aiii 1abopaTopHOi paboTHI.

3.TekcToM crpaBKH 3alOJHHUTE TPU CTPAHHIIBI BAIIETO JOKYMEHTa. T.0., BBl JOJDKHBI
MOJYYUTh JOKYMEHT, COCTOSIIUNA W3 TPEX CTPAHUI, MOJHOCTHIO 3alOJHEHHBIX TEeKCTOM. Jlist
BCETO TEKCTa JOKYMEHTA yCTAaHOBUTE BHIPABHUBAHUE 1O WUPUHE.

4.Ha mepByl CTpaHMIly [IOKYyMEHTa BCTaBbTE PHCYHOK, BBIIIOJHUB CIEAYIOIIUE
JIEUCTBUS:

- ckomupyiite wuzo0paxkeHue pabouero crtora Windows B Oydep obOmeHa, a 3atem
BCTaBbTE HA MEPBYIO CTPAHHILY JTOKYMEHTA;

- o0pexxpTe M300pakeHue A0 pa3Mepa OJHOM MUKTOrpamMMbl ¢ METKOW moj Heil (T.e.
OJIHOTO 3Ha4Ka C METKOM);

- YBENUYbTE pazMep MOIYYSHHOTO N300pakeHus B 5 pas;

- cmenaiite mpo3padyHbiM (BOH pHCYHKa (3TO BO3MOXKHO, eciu ctoil Windows ObLT
3aKpalieH OJHUM, T.€. OAHOPOIHBIM I[BETOM).

- co3JaiiTe paMKy BOKPYI PHUCYHKAa TOJIIMHOW 9 TT ¢ TPaJMEHTHOW 3aJIUBKON U3
HECKOJIbKUX I[BETOB;

- ISl pUCYHKa YCTaHOBHTE OOTEKaHHME TEKCTOM TaKoe, YTOOBI TEKCT JOKyMEHTa
MPOXOIMII HACKBO3b PUCYHOK, HO M300pakeHHE Ha PUCYHKE BBIXOJWJIO Ha MEpPEAHMM TUIaH (Kak
MOKa3aHO Ha 00pa3Ie HUKE).

- PUCYHOK IEPEMECTUTE B IIEHTP CTPAHUIIBI.

5.B pesynprare BBl JODKHBI TOJYYUTh NEPBYIO CTPAHUIy Ballero JOKyMEHTa
NpUOIU3UTENBHO TAKOTO BUJIA, KAK MTOKA3aHO HA pUCYyHKe 4.8.

Pucynok 4.8 — O0pa3zen nepBoii cTpaHHIIbI

6.Ha BrOpyro cTpaHMily Ballero JAOKYMEHTa BCTaBbT€ PUCYHOK-MeTadailll W3 mamku
Image, xoropast B cBor0 odepenp Haxoautcs B manke Word 2007 _Meroanuka (IpocMOTPETh

13



n300pakeHus rpapuueckux ¢aitio, HaxonAmuMxcs B manke KapTHHKHM BB cMOXeTe, €cl B
JIMAJIOTOBOM OKHE Ha IaHEJIM MHCTPYMEHTOB INEIKHUTE IO KHONKe Bua M B packpbiBIIEMCS
CHHCKe BBIOEpUTE KOMaHIy Icku3wl cmpanuy). Han BCTaBICHHBIM PHCYHKOM BBITIOJHHUTE
CJIeAYIOIINE AEUCTBUS:

- YMEHBUIUTE pa3Mep pUCYHKa B 2 pa3a;

- yepe3 KOHTEKCTHOE MEHIO BBIIIOJHUTE KOMaHy «VI3MeHeHne pucyHKay;

- pasrpynnupyite pUCYHOK Ha COCTABIIIONINE €r0 JIEMEHTHl M OTPEeJaKTUpYHTE €ro,
IepEeKpacuB B APYroi IBET KaKHe-I1100 I€MEHTHI, a HEHY)KHbIE yJaJIUB;

- 100aBbTE TEKCT-BBIHOCKY € TeKCTOM «ba — bax !!!» (kak mokazano Ha oOpasie HUXKe)
U 0TdopMaTUPYITE TEKCT Ha CBOE YCMOTPEHNUE U LIBET 3AJIMBKH (M1 CTUJIb) BBIHOCKH;

- CTPYNIUPYHTE BCE COCTABISIONIME JJIEMEHTHl KAapTUHKA W BBIHOCKY B €IHHBIH
PHCYHOK;

- YCTaHOBUTE OOTEKaHHE TEKCTa BOKPYT PUCYHKA Bokpyz pamku;

- PUCYHOK IIEPEMECTHUTE B LIEHTP BTOPOI CTPaHULIbI TOKYMEHTA.

7.B pe3ynaprare BBl JOJDKHBI TIONYYWUTh BTOPYIO CTPaHUIy Ballero JIOKyMEHTa
IpUOJIM3UTENIBHO TAKOrO BUJA, KaK [TOKa3aHO Ha pUCyHKe 4.9.

ba — Bax !!!

Pucynok 4.9 — O0pa3sen BTOpOii CTpAaHULIBI

8.Ha Tpetbeil cTpaHHIle JOKyMEHTa CO3/JaiiTe COOCTBEHHBI PHCYHOK BHUHOI'PAJHOM
rpo3au (kak TmokazaHo Ha pucyHke 4.10), wucnonb3ys ans 3Toro raiuepero  ¢uryp,
OTKPBIBAIOIYIOCS] KHOIIKOM PUrypsl Ha BKiIaake BeraBka. 1 5TOro BHIOJHUTE CIELYIOIINE
JIICUCTBHUS:

- U1 CO3/1aHUS PUCYHKA B OJIHOM CJIO€ YCTAaHOBUTE CO3AAaHME MOJIOTHA pucyHKa (KHonka
Office/TTapamerpsr Word/JlomoaHuTeIbHO/BIIaXKOK «ABTOMAaTHYECKH CO37aBaTh IMMOJIOTHO IS
BCTaBKHU aBTOPHUTYP».

- npu noMmomu KHonku OBaj HapucyilTe OKPYKHOCTHb (€CIM BBl XOTUTE MOJYyYUTh
BUHOTPAJMHY NPaBWIBHON KpYriioi (opMbl, TO MPU PUCOBAHUM (UTYPHI NEPKUTE HaKaTON
knaumy Shift), aBTomaTHuecku co31acTcsl MOJOTHO aBTOGHUIYPHI, B KOTOPOM PHCYIOTCS BCE
OCTaJIbHBIE AIEMEHTHI PUCYHKA;

- 3aKpachTe OKPYKHOCTH B (DHOJIETOBBIN 1IBET, UCIOJB3YS IPAIUEHTHYIO 3AJIUBKY;

- CKONMPYWTE IIOJIyYEHHYI0 OKpPY)KHOCTb HECKOJIIBKO pa3, MeHsas e€ pasMep u
HaIpaBJIEHUE IPaIuEHTHON 3aJIUBKH;

- PacIoJIOKUTE OKPYKHOCTHU B BUJE BUHOTPAJHON TPO3/H;

- npu noMmoiny kHonku KpuBasi HapucyiTe BUHOTPAIHBIN JIUCT U 3aKPACHTE €r0;

- HapUCYWTE BETOUKY, 3aKpachTe €€;

- Pacmoji0)KUTE BUHOTIPAJIHBIN JIUCT M BETOYKY IOJ BUHOTPAJHON TPO3/bI0, UCIOJbB3Ys
I 3Toro kHonky Ha 3agHuii moasu,;
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- €CJIM DJIEMEHTHI BalIEr0 PUCYHKA PACIOJOKEHBI HE Ha €JUHOM II0JIOTHE PHUCYHKAa,
Crpynuupyire n300pakeHuss BUHOIPAMH, JIMCTA U BETOUYKH B €MHBIM PUCYHOK;

- IIEPEMECTUTE ITOJYYCHHBIM PUCYHOK B BEPXHIOIO 4acTh TPEThEH CTPAHULbI U 3aJalTe
eMy oO0TeKaHue 3a mekcmoM.

9.B pesynbraTe BBl JOJDKHBI TOJYYUTh Ha TPEThEW CTPaHUIIE Balero JIOKyMEHTa
n300pakeHre NpUOIN3UTEIIBHO TAKOT0 BUJA, KaK IToKa3aHo Ha pucyHke 4.10.

Tb rpadHuyeckHe 00BeKTE. YUHMCSI PHCOBATH ITY
adruecKHGIETH K TEL. il BapaTh rpadued
lieckrie 00hel i

~ -
e 00OBeKTHL. ¥

EICOBaTI: rpadrueckie 0OBEKTEL. Y UHMCA PHCOBATE

B rpad cKTIe

B urVCsT pHCOBATH)
& DPHCORATh T

Pucynok 4.10 — O6pa3en TpeTbeii cTpaHUIbI
10. B HWKHIOW 4acTh TpeTheil CTpaHMIbI JOKYMEHTa BcTaBbTe 00bekT WordArt c
TekcToM «Mou pHCYHKM» W (opMaTHpOBaHWEM HaA Baimie ycMOTpeHue. J[nsi BCTaBICHHOTO
o0vexkta WordArt noGaBbre 1000 3(h(HEKT TeHW U yCTaHOBUTE OOTEKaHUE TEKCTOM Bokpye
pamku. TloBepuure 00bexT WOrdArt va 45 rpamycos.

11. VYcraHoBUTE HyMEpalMIO BCEX CTpPAHUIl JIOKYMEHTa B IPAaBOM BEPXHEM YTy
CTpaHUIIBI.
12. Pe3ynbrate! Bamel paboThl IPOAEMOHCTPUPYHUTE IPETIOAABATEINIO.
Yacto 11

1.Co3naiite mepByro ¢opmyiy, MokazaHHyoo Ha pucyHke 4.11. Jlnga e€ cozmaHus
UCTIONIB3YHTE CTPYKTYpPHl BEPXHETO W HI)KHEro WHIEKCOB (KHomkKa WHIEKE), CTPYKTypy
UHTErpaia ¢ AByMs npenenamu (kHonka MHTerpal), CTpykTypy 8epmuKkanbHol npocmoti opoou
(xHomka J{po0b) U il BEpTUKAIBHOW YEPThI UCIIOIB3YHTE CTPYKTYPY omoenbHas cKooka, TIe
yepTa BepTHUKalbHas cJeBa, a MECTO3amoJHUTeNb chpaBa (kHomka CkoOka) BMecTe CO
CTPYKTypoil cmonka 0b6vekmos (kHonku CkoOka). ['pedyeckrie OYKBBI, TOUKY JJISI YMHOKEHUS
BeIOepuTe B rpymne CumBoabl. s dX ucnosb3yiite cTpykTypy ouggepenyuan ons dx (kHomnka
HuTterpan).

1% 1 x*Pr 1 (2ny
= — X f = X ——7( Tl:) =TT

2n 2n 20 27 2
Pucynok 4.11 — O6pa3sen ¢popmyJisi 1

&y

2.Cosnaiite BTOpyIo (hopmyiry, okazaHHyI Ha pucyHke 4.12. [Tociie cuMBoa )KUPHOH
TOYKU BCTaBbTE CTPYKTYpPY ¢popmyna 6 pamke (¢ 3anornumenem) (kHonka Jmakpuruyeckue
3HAKH).

o p(x, +sh)= iAf £.()
i=0

Pucynok 4.12 — O0pa3sen popmyJibi 2
3.Pe3ynbraTel Bamieil paboThl MPOIEMOHCTPUPYITE MPENOIABATEINIO.
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IIpakTyeckas padora Ne 5
HUcnoab3oBanue Tadaun B 1okymMentax MS Word

Leas padoThl: U3y4UTH CLIOCOOBI co3/1aHus U (hopmaTupoBanus Tabnui. OCBOUTH

MpOCTEiilre BEIYKUCICHHS B TaOINIIAX.
3amanue

1. Co3maiite u otTdopmarupyiiTe TaOIUIy Tak, Kak TIoKa3aHO Hike. [ludpsl,
BBIJICJIEHHBIC KENTHIM MapKepOM — pPe3yJIbTaT, KOTOPHIH BbI TOJKHBI TIOJTYYHUTh, BBEIS B SUCHKY
HY)XHYIO popMyity.

2. B crpoke «HToro 3a aeHb» mO Je0eTy W KPEAUTY IMOJCUYUTHIBAECTCS CyMMa
COOTBETCTBYIOIIErO CTOJOMA (32 IeHb). OCTaTOK 32 JeHb CYUTAETCA CIEIYIOLINM 00pa3oM:

Ocmamok = ocmamok npeovloyuieco OHsA + umozo no oedemy — umoz2o no Kpeounty

3. B pesynbrare BBl JOKHBI TMOMYYUTh TaONMIly C HCXOIHBIMH JaHHBIMH U

pe3yJbTaTaMy, MOJYYSHHBIMH MO0 HAITMCAHHBIM BaMH (popmyiam (Tabmuma 5.1).

Tadauua 1 OboporHo-cansioean BegoMocTs cuéTa 31 3a cenTaips
Ne Kopp. ObopoThI
Jata JOK. Cuér Jeder Kpeant Texct
Octatok 300 0
08092011 33 45 1000 000 0 Peani30BaHbel TORAPEL
08.09.2011 78 34 700 000 1000
Hroro 2a mene: 1700000 1000
OeTator 1699 500 =
12.09.2011 71 451 2000 000 0 Peanii3cBaHel TOBApEL
12.09.2011 19 60 0 1 000 000|Tpeponnara sa yomyT
12.09.2011 19 80| 2000000 2000 Vemyru banxa
Hroro 3a meHs: 4000000 (1002000
Octatok 4 697 300
B raccy Ha
14.09.2003 12 50 0 1000 000 KOMaHIHPOBKHI
14.09.2003 68 0 30000 Vemvru badka
Hroro 3a neHE: 0 1030000
Octatok 3 667 300

IIpakTuyeckas padora Ne 6
Co3nanue maodaonoB B MS Word. Ucnosb3oBanue moJiei B JOKyMeHTe

Heab padoThl: U3y4UTH CIIOCOOBI CO3aHUS U UCIIOJIb30BAHUS 1IA0JIOHOB.

3ananue

Co3spnatite HOBBIM mabdon "Ilucemo.dot". J{is aToro:

1. 3anonuure Ceoiicmea Ookymenma:. Aemop — TeipukoB B.A..; Yupescoenue —
"Hecute Bamm neHexKH".

2. Ilapametpsl cTpanunpl: Pasmep Oymarm — koHBepT Monarch, opueHtanus -
anbOOMHasl.

[TepBas crpanuma — 3To KoHBepT. BozpMute ero B pamky. Jlo6aBbTe gorotur Gupmsl
(;r060it). BBepxy KoHBepTa BCTaBbTe Ha3BaHue (GUpMbl u3 Ceoiicme 00OKymeHnma, ictioiib3ys
nosie [DOCPROPERTY "Company''] u anpec ¢pupmsl. JlobaBbTe uepry.

Cosnaiite ctuib Adpec: lpudt —Monotype cursive. I{Ber mpudra — TEMHO-KPACHBIN.
Pazmep mpudra — 14 nt. MapkupoBanHsbIil ciucok. OTGopMaTHPYHTE ITUM CTHIIEM MSATh
ab63areB (710 KOHIIa KOHBepTa). BcTaBhTe moCKa3Ky /Ui mosib3oBarens (cM. pazaen Co3nanue
1a0JI0HA MO0JIb30BATEJIsl, THCTPYKIIUH MOJISI MOKHO ckonupoBath Ommoka! UcTounnk
CCHLIKH He HaIeH.).

OO6pa3zer; kKOHBepTa MPUBEACH Ha pUCYHKE 6.9.
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Pucynok 6.9 — O6pa3sen konBepTa

3. Bropas ctpanuna — 3o mucbMo. Ctpanuna 6e3 pamku. [Tucemo ordopmarupyiite mo
o0pa3iy, npuBeaeHHOMY Huke. Jlo6aBbTe nojackas3Ky Juist nosib3osarens «Mmsa». [l pucyHkoB
3ajaiiTe 00TeKaHue BOKPYT PaMKH C TOPU30HTAIBHBIM BBIPABHUBAHUEM ISl OJTHOTO PUCYHKA IO
JeBOMY Kparo, a JJs Ipyroro — 1o mnpaBoMy. B moamucu BcTaBbTe (aMHIUIO PYKOBOAWUTEIS
¢upmer u3 CBoiicTB nokymeHTa, ucnoib3ys noine [AUTHOR]. O6pasen nmuchbma mpuBeneH Ha
pucynke 6.10.

W DM P IAR vHme‘&lu‘gk\jla_lm" W&n 4
«C

Pucynok 6.10 — O6pasen nucoma
[AUTHO

4. CoxpaHuTe TOKYMEHT Kak mabiaoH noj uMeHeM "IIncemo.dot" u 3akpoiite ero.

5. CoznaiiTe Ha €ro OCHOBE HOBBIN JIOKYMEHT. 3allOJHUTE aJipec U 100aBbTe (PaMIIINIO B
TEKCT MUChMa (MOYKHO B34Th CBOU JINYHBIE PEKBU3UTHI).

IIpakTnyeckas padora Ne 7
Co3naHue 6J1aHKa ¥ aBTOMATH3AIMS €0 3aI0JTHEHUsI Yepe3 noJst popmbl
Heab padoThi: H3YYUTH CIIOCOOBI CO3IAaHHS U 3alIUTHI (POPM.
3aganue
1. Orkpoiite daiin Word_lab_7.dot (pucynok 7.4).

ILnaTexnoe nopyuenmne N fone 1
Heber Cymma
[Hone 2 | Tloe 3 [ Honed | Tone 5 Tone 7
TInavems nwec Hone 8 e
Kon Tonz 6 K
Tone 8 Tone 9 pequT
s e LA Foa Basaca. Tione 5
gz:y‘{aﬁns [ lore 8 Hemaza
Lonet ‘ _— | m
ouroit L}mu‘l Tenerpapont \Tane 1]) CYMMA C OEHH
Tonz 8
Tana 10 Bup onsp
piEY =
TasHausHHEe MiaTeRa, HANMEROBAHHE ToBADA, BHOCIHAHANE pabor | AAJIAT
Moz 8
Clpox rar.
Qasp.anar
Hrpbanxa
Topnsc iinenTa Tlone 8
Tlposeasao barxou Howz 10
Tlognucs baria Tlone 8
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Pucynok 7.4 — ®aiin "Ucxonnas ¢popma.dot™

2.01kpoiiTe BKiIanky Pa3padoTuunk.

3.PaccraBbTe mosst Gopmsl:

[Tone 1 — TekcToBOE MOJ€, TUN — YKUCIO; MAaKCUMalbHAs JJMHA — 3 3HaKa; 3HAaYeHHE IO
YMOJIYaHHUIO — 1; TekeT cupaBky — "Ne I1aTexHoro nopy4eHus".

ITone 2 — TekcToBOE MOJIE, TUIT — TeKyIIas aara; popmar DD.

[Tone 3 — TekcToBOE TOJIE, THII — TeKymas nata; popmatr MMMM.

[Tone 4 — TekcToBoOE MOJIE, TUIT — TeKyIIas aara; popmar YYYY.

[Tone 5 — nose co cnuckom; anemenTsl crucka: 01, 41, 46, 51, 60, 80; TexcT cupaBKku —
"Homep cuera".

[Tosie 6 — TEKCTOBOE MMOJIE, TUTI - YUCIIO; 10 5-U U pP.

[Tone 7 — TeKCTOBOE TOJIE, THIT - YUCJIO, pa3ACIICHHOE Ha pa3psaabl (hopmart # ##0).

ITone 8 — TekcTOBOE I0OJIE, TUII - TEKCT 10 70 3HAKOB.

[Tone 9 — TekcTOBOE 1OJIE, THIT - YUCIIO; TeKCT cripaBku "Kox 6anka".

[Tone 10 — TexcToBOE MOJIE, THN - TeKymIas Aara B popmare DD.MM.YY.

[Tone 11 — dmaxox.

4.YcTraHOBHTE 3aIIUTY M coXpanuTe Gopmy Kak madion Popma-Bamra pammmms.dot.

5.3akpoiite mabaoH.

6.Co3naiiTe Ha OCHOBE ATOrO MIA0JIOHA HOBBIA JOKYMEHT W 3amoiHuTe ero. OOpasery
3aMOJIHEHHOTO IOKYMEHTA MPUBEICH HA PUCYHKE 7.5.

TLnatexxuoe mopy4eHne Ne | 182
Heber Cymma
29 aBryCT 2003 41 N
TInaremnuink | ‘ "BeLPochompnm‘” 2300000
Kon 5587 N
AKB "Agro6ank" 816558001 Rpemur

Eanx matemsnpxa Kop Garxa 60
ITomyuarems | AO "Ocpama" Ters 3a
Kon

[ PIIETYMY BAHK [ 77416100 | - o4p
B noyeatean Kop Garma ’

o ; CYMMa C IEHH
Iowutoit Tenerpadom ¥

| JIpa Munnmona tpHcTa ThICHY pyd. 00 Kom
Cynma mpomoen
| 29.08.03 Bu omep.

,]IETG TIOMHSHEA TOFaps, OEAZAHME ¥CTyT
Hasnauenne nnare:xa, HaHMeHOBAHHe TOBApa, BBIIOMHEH- | Hasn mmar.

HBIX padoT
Jna zastnenenna Ha cdeT 000806681 AO "Ocpamn”

Cpok nar.
Orep.mmar.
H.p.6anka

Tlognucn KIHEHTa TeipHroB B.A

IIpopeneno 6aHKOM 29.08.03

Tlopnucu Ganka Kprorep @

Pucynok 7.5 — O6pasen 3anoiHeHHO#H (pOpMBbI

IIpakTuyeckast padora Ne 8
ABtomaruszanusi padorsl B MS Word
Heap paGorbl: u3y4duTh CMIOCOOBI AaBTOMATH3allMM B JIOKYMEHTE IOCpEICTBaM
NIEPEKPECTHBIX CCBIJIOK, CHOCOK, TUIIEPCCHUIOK, OIJIABJIEHUS, IPEIMETHOIO yKa3aTels U CIUCKa
WJUTFOCTPALIMI B JOKYMEHTE.
3aganue
Yacrts 1
1.Orkpotite daiin Word_lab_8 1.dot ¢ roToBbIM TEKCTOM.
2. TekcT, MOMEYEHHBIN ONpeIeIEHHBIM IIBETOM, OT(OPMaTUPYHTE CTUIIEM 3ar0JIOBKA!
a. JIMJIOBBIN LIBET — 3a201060K 1,
b. KpacHBIN 1BET — 3A201080K 2,
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C.  OpaHXXeBBIH IBET — 3a20/1060K 3.

3.BcraBbTe B KOHIIE (Daiina paspsie cmpanuybl.

4.Ha niycroii ctpanuue co3nairte ozrasnenue. Dopmar ornaBieHus: — popmanvHwlil.

5.Jlo6aBbTe Hazeanua x pucyHkaM. [[jst 3TOro BBIIEIUTE PUCYHOK U BHIOEPUTE BKIAJIKY
Ccpuiku — pazzen Haspanus — kHonka CIMCOK MJLIIOCTPALM.

IIpumeyanue! [TocTosTHHYIO YacTh, T.€. CIIOBO PuUCYHOK W €T0 HOMep OCTaBIISUTE 0e3
W3MEHEHUS, JO0ABIISIUTE TOIBKO MOJIIUCH K PUCYHKY.

a. Pucynok 1. MapkeTuHr — cucreMa opraHu3aliy U yrpaBieHHUs.

b. Pucynok 2. MccrnenoBanue cripoca.

C. PucyHnok 3. AHaJIM3 phIHKA.

d. Pucynok 4. Beibop ctpareruu.

6.B KoHIIle 1oKyMeHTa (TI0CIe OIJIaBleHus) co3AaiTe cnucok unntocmpayuii. Dopmar —
U3bICKAHHDBLIL.

7.TekcT, BbICTICHHBIA U3yMPYIHBIM LIBETOM, IIOMETHTE KaK 2J1eMeHMbl NPEOMEMHO20
YKazamensa. B kauecTBe napameTpa BCer/ia yKa3bIBalUTe MeEKyuLyio Cmpanuyy.

a. s cnosa "mapkemun" yxkaxure [IOMETUTD BCE.

b. CnoBo "mapkemunzom" nomersTe Kak "mapkemune".

c. CrnoBocoueTaHusi, CoiepKallue CIOBO "aHanu3" MOMETUTh KaK COCTaBHOM yKa3aTelb,
rae cioBo "ananus3" — 0CHO6HOIL, 2 OCTAIILHON TEKCT — 00RO IHUM EJIbH L.

d. CioBocoueTaHusi Co CIOBOM "cmpamezus" TOMETHTb AHAJOTWYHO MPEIBLAYIIEMY
MyHKTY.

e. OcraybHbIE CIIOBA, BBIACIIEHHBIE U3YMPYAHBIM I[BETOM, TIOMETHTE CAMOCTOSITENIHHO.

8.B koHIIe JoKyMeHTa (ITocJIe CIUCKa WILTIoCTpanuii) chopmupyiite ykazamens. Dopmar
— 3ameunuenli.

9.3aMeHHTE B TEKCTE u3yMpyoHsiii 1BeT Ha 1BeT "aemo". Jls storo B okomke HAUTU
(Brianka I'nmaBHasi) HaxkmuTe KHONKY bBoJsbme u ykaxure CneunuajbHbIil CUMBOI: "110601
3nak", 3anaite user mpudra: u3ympyaseiii, a B mnoire 3AMEHUTH HA - ykaxute
CneuuanbHblii CUMBOJL: "uckomolii mexkem" 1Bet mpudra: ABTo (pucyHok 8.15).

Hariti JaAMEHHTE | Oeperith |
Ha¥iTh: I"‘? LI
DopmaT: LieeT wprdma: MzympyaHei
3aMeHHTE Ha: I"& ;I
dopmaT: LigeT wpudira: AsTo

<< MeHbWe | 3AMEHHTE 3aMEHHTE BCE | Hatith aanes I OTHEHA |

MapaMeTpe! noHIKa

Hanpasnedwe: |Besas VI

[~ yunTbEaTs pErHcTR [~ vunTeEats npedmic

™ Tonsko cnoso wenHion ™ YunTeeats cydidmse

™ MoacTaHosoHEE sHakH

I MporsHockTea kak I He yuTEIEATE SHAKH MRETHHEHHA

I Bee coosothopms: I He yanTeiEaTE Npofens:

SAMEHNTE

dopmat ~ | CReunaneHe v| CHATh HOPHATHPOBAHHE |

Pucynok 8.15 — Hacrpoiikn okna Haiitu n 3amMeHuTh

10. Ilepen  ormaBneHWeM, CHOUCKOM  WJUIIOCTpAlMii M yKazaTeleM J00aBbTE
cootBercTByrommii  TekcT  ("QOenasnenue”, "Cnucox unntocmpauyuii”, "Ilpeomemmnuwii
ykazamens"). Orpopmarupyiite ux cruiem 3a201080k1.

11. OOHOBHUTE OTIABIECHUE LIETUKOM.

Yacth 2
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1.3arpy3ure daitn Word_lab_8_2.dot.
2.CroBa B Havasie (paitta moMeTbTe 3akiiankamu (Bkiaagka BeraBka — pasgen CBsizu —
KHOIKa 3aKJjaaKa) (pucyHok 8.16).

‘-:_?_:J MMnepccenka

A 3aknagka

'#] MepekpecTHan ccelnka

CEAZH
Pucynok 8.16 — Paznen «CBsazn»

HpnMeqa}me! Hepez[ CO3JaHHUEM 3aKJIaJIOK BKIIIOYUTE PEKUM OTO6pa)I(CHI/I$I BCE€X 3HAKOB

I
(Bxianka I'maBHast - paznen A03au) U P BbIJICICHUH, YKa3aHHBIX HIDKE CIOB HE

Internet *

BBIJICISIMTE CUMBOJI 3638.1_[8. pAaoM C HUMHA, HAIIPpUMED,

Internet — nms 3axnagku «|» (KenTelil LBeET);

WWW — «W» (Oupro30BBIii LIBET);

Web — «Web» (po3oBsiii 11BeT);

HTML — «H» (3eneHbIii LBET);

Tum bepuepc-JIu — «nanay (aOpUKOCOBBIN IBET).

B Tekcte BMecTo 3Be3/104€K, TOMEUEHHBIX OIMPEIEICHHBIM IIBETOM, BCTABHTE
NEPEKPECTHYIO CCHIIKY HA TEKCT COOTBETCTBYIOIIEH 3aKIIaIKH.

3.PaccTtaBbTe OOBIYHBIE CHOCKH CO CIEAYIOLIUM TEKCTOM:

1 — aarn. World Wide Web, vion WWW, unu W3;

2 —anrit. Hyper-Text Mark-up Language — «sI3bIK pa3MeTKH THIIEPTEKCTa,

3 — anrn. Uniform Resource Locator — «yHu(UITMpOBaHHBIH yKa3aTeab pecypcay;

4 — anrn. Browser — «o6o3peBaTenby;

5 — KOMIIBIOTEPOB, UCTIONB3YIOMIMX JIJIS TPEIOCTABICHUS CBOSH HH(OpMAIK CUCTEMY
WWW;

6 — anr. Information Highway,

rrie WWW — 510 Takxke cChUIKa Ha COOTBETCTBYIOLIYIO 3aKIIaIKY.

4.CnoBa u nudpsl, B3SIThIE B pAMKY — 3TO IEPEKPECTHBIC CCHUIKK Ha Pa3IMYHbIC
HJIEMEHTBI:

Beemupras naytusal v [Mu(OpPMAIMOHHAS MATHCTPAE — CCHUIKH HA TEKCT 3aroJoBKa.

B niepBoii ritaBe MCIONB3YIOTCS CCBITKK Ha CHOCKY , a BO BTOPOH TJ1aBe — Ha CHOCKY E[ "
CTpaHMILy, HA KOTOPOW OHA PACIOJI0KEHA U CHOCKY BBIIIE.

5.IloguepKHYTBIl TEKCT — 3TO TUMepcCchUIKM (BKiIagka BeraBka — paszgen CBsizu —
KHOTKa [ umepcceuika).

a) T'unepmexcm — cceika Ha  Qain  TexHomormum  paboret B Word
2007/Documents/Hypertext.doc.
b) l'unepmeoua — cceinka Ha  Qaitn  Texnomormm  pabotst B Word

2007/Documents/Hypermedia.doc.

c) Taxxe npucyrctBytoT eie Tpu Web-anpeca B mocneqnem ad3aiie Tekcra.

6.Bo BTOpOM ab3arie MOSCHEHUE K CIIOBY Zunepmekcm (B CKOOKax) Takxke o(opMuTe
cHockoii. OOpaTuTe BHUMAaHUE, YTO MPOU30UIET C OCTATLHBIMU CHOCKAMH.

7.00HO0BUTE BCe MOl B JokyMmeHTe. OOparute BHUMAHHE, YTO MPOU3ONUIO C
NEPCKPCCTHBIMU CChUIKAMHU, CO3JaHHBIMU B n.4.

2.3. TeMaTH4ecKHUii IUIaH JUIS1 CAMOCTOSATEIbHOI padoThI
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«
5
=
s HaumenoBanue KoauuecTBo
E pa3/1esioB U TeM JacoB
E
1 2 3
1 | OcuoBsl pabotel B MS WORD. ¢opmarupoBaHue JOKyMEHTa. CTUIN 6
2 | ®opmarupoBanue noKymeHTa. CIIUCKH 6
3 | Pasmerka crpanuiipl. [loaroroBka JOKyMEHTA K IT€YaTH 6
4 | Ncnonb3oBaHue n300pakeHui B TOKyMeHTe. PenakTop Gopmyn 6
5 | Ucnonw3oBanue Tabmui B tokymentax MS WORD 6
6 | Cosmaume mabmonoB B MS WORD. MHcnons3oBanne 10jeli B 4
JOKYMEHTE
7 | Co3ganue ¢hopm B8 MS WORD 4
8 | ABromaruzanus pa6otsl B MS WORD 6
9 | Coznanue cepuitnbix nokymentoB B MS WORD 8
10 | Hacrpoiika Word. Makpocsl 8
Hroro nmo gpucuunjinue 60

Bonpochl 1J1s1 caMmocTOATEILHOMH padoThI

Tema 1. OcnoBsbl padorsl B MS WORD. ®opmaTtupoBanue 1okymenta. CTHIN.

Bonpocwi ona camocmosmenvhoti pabomot

1. Kaxkue Buasl GopMaTupOBaHUS MOKHO PUMEHSATH K OTJEIbHBIM CUMBOJIaM?

2. Kakwue Buapl popmMaTupoBaHUsS MOKHO TPUMEHSTH K ab3aram?

3. OnuimuTe 31€MeHThl TOPU30HTATBHOMN JTMHEHKH.

4. Yro Ttakoe TaOymsums? Kak ycraHoButh mosuimu TaOymsauuu? Ilepeuucnure BHIIBI
TaOyJATOPOB.

5. K xakum o0beKkTaM MOXXHO NPUMEHUTh oOpamiieHue U 3anojHeHue? Kakue Buabl
oOpaMJIeHUH U 3all0JIHEHUH CyLIeCTBYIOT?

6. Kakas nnpopmanus oroOpakaercsi B CTPOKE COCTOSIHUS?

7. Kakue cynecTByIOT peKUMbl IPOCMOTpa T0KyMeHTa?

8. Uro takoe ctmibp? Jlns gero oH mpumensercs? Kakue cymecTBYIOT THITBI CTHIICH B
Word?

9. Kakoe ¢popmarupoBaHue HE BXOJUT B CTHIIb CHMBOJIOB?

10. Yrto u3MeHHTCS, €ClIi TIOMEHSTh IBeT Cmuib | Ha KpacHbBIN?

11. Yro uzmeHuTCs, eciii moMeHsATh pazmep Cmuns 1 Ha 18 miT?

12. M0XHO 71 yIaIuTh BCTPOCHHBIA CTHIIb?

13. Kakwue cTviim BXOJAT B JJOKYMEHT 110 YMOJTYaHUIO?

14. Kak MOXHO HCII0JIb30BaTh Ui (POpMATHUPOBAHUS TEKCTA BCTPOSHHBIN CTUIIb?

Tema 2. ®opmaTupoBanue 10kymeHTa. Crimcku
Bonpocwl 0na camocmosamenvhoti pabomot
1. Kak MOXHO CKpBITh HOMEp Ha IIEpBOM CTpaHUIle JOKyMeHTa?
2. Kak M0xHO 100aBUTh B JOKYMEHT TUTYJIbHYIO CTPAHHILY?
3. Kak MOXHO B MapKHpOBaHHOM CIIMCKE HCIIOJIb30BaTh B KauecTBe Mapkepa
HECTaHAAPTHbHIE CUMBOJIBI?
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4. Kak moOUThCs, 9TOOBI B CepeAMHE CIHCKA MOSBUINCH HEHYMEPOBAHHBIE a03allbl,
Harpumep:
ab3ar 1;
ab3arr 2;
ab3ar 3;
ab3ar 4;
ab3ar 5;
a03ar 6?
Kak paccraBisiercss Hymepaius ypoBHEH B HepapXUIeCKOM CIUCKe?
Kak M0xHO 100aBUTH K HOMEPY BTOPOTO YPOBHS (M BBIIIEC) HOMEDP MPEABIIYIIETO
ypoBHs (Hanpumep, 1.2.1) B MHOrOypOBHEBOM CIIHCKE?
7. Kak ycraHaBiauBaeTcs CBSI3b HOMEpPA YPOBHS B MHOTOYPOBHEBOM CITMCKE C
COOTBETCTBYIOIIUM CTHJIEM 3aroJIOBKa?

SOMMOO®>

Tema 3. Pazmerka crpanuubl. [loaroroBka 10KyMeHTa K He4aTH

Bonpocul ona camocmosmensvHotl pabomoi

1. Kak MOXHO OCYIIECTBUTH MPEABAPUTEIbHBIA TPOCMOTP TOJIBKO TMEPBBIX ABYX
CTpaHUIl JOKYMEHTa B OIpeIeIEHHOM MaciiTabe oToOpaskeHus?

2. Kak MOXHO BBIBECTH Ha T€UaTh S IK3EMILIIPOB IIEPBOM CTPAHMIIBI JJOKYMEHTA?

3. Kakwue ObIBarOT TUIIBI pa3phIBOB?

4. Yro Takoe paznen?

5. Kaxkas undopmanus 3agaércs B nuanorosoM okHe [lapamerpsl crpaHunbi?

6. Kak MOXHO pa30MTh Ha TpPH KOJOHKHM HE BECh TEKCT JOKYMEHTAa, a TOJBKO
onpenenEHHbIi pparMeHT TekcTa?

7. Kak co3ga€rcst pamMka TOJIBKO JIJIsl IEPBOM CTPAHUIIBI TOKYMEHTA?

8. Uto Takoe KOMOHTUTYI?

9. Kak co3marh KOJOHTUTYJBl Ha TMEPBOM CTpaHHIE AOKYMEHTa OTJIMYHBIE OT
KOJIOHTHTYJIOB OCTaJIbHBIX CTpaHUIL?

10. Kaxkas mH(pOp™MaIus MOKET HAXOIUTHCSA B KOJIOHTUTYIIAX ?

Tema 4. Ucnosb3oBanue u3odopa:kenuii B jokymente. Penaxkrop gopmya

Bonpocul ona camocmosmenvHotl pabomoi
Uem oTnuyaeTcsi TOUCYHBIN PUCYHOK OT pucyHKa—MeTadaitna?
Kak M0OXHO BCTaBUTH B JOKYMEHT PUCYHOK U3 Ipaduueckoro gaiina?
Kakwue nelicTBUS BOSMOXKHBI C TPYIIIOBEIMUA O0BEKTaMuU?
Kak u3MeHUTH 1IBET 3aJTUBKH PUCYHKA?
Kak co3mate pamMKy BOKpYT pHCYyHKa?
Kak HacTpouth oOTekanue pucyHnka Tekctom? Kakue BapuaHThl OOTeKaHHs PHCYHKa
TEKCTOM MOXXHO YCTaHOBUTH?

7. Kak BcraBuTh B JOKyMeHT 00beKT WordArt?

8. Kak 3amyctuth pemakrop dpopmyn?

9. OnumuTe MaHeIb HHCTPYMEHTOB pefaKTopa Gopmyi.

10. Kaxkwe 1raGioHbI HCITOJIb30BAHBI IPU TIOCTPOSHUH CIEAYIOMUX GOpMy:

3
v+l
a. /y+29

b Cunmes  ypaskenuit

5

11213
c. 2031
3012
Cepeep OLE
Hpunoscerue )

1
e —

11, ¥
12. Yto Takoe rue3no Gopmyisi?

ocoarwhE
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13. Kakum o6pa3zom B popmyiy BBOASTCS pycckue OyKBBI? aHIIHHCKUE? rpedeckue?
14. Kak u3MEHHUTh CTUJIb CHMBOJIOB (HAIlpUMeEp, TPEYECKUE — KUPHBIA KYpCHUB)?

Tema 5. Ucnosnb3oBanue Tadiaun B 1okymentax MS WORD
Bonpocwi 0na camocmosmenvhoti pabomol
Jnst 9ero mpuUMEeHSIFOTCS TaOIHITbI?
Kak BcraButh TabiuIry?
Kaxk ordopmarupoBats Tadbiuiry?
Kak Beiienuts Tabmuiy? Ctpoky? Cronben? Sueiiky? Yacts TekcTa B siueiike?
Kak BctaBuTh it ynanuth ctpoky? Cronben?
Kak paznenuth uiam 00beIUHUTH STYCHKH TaOJIUIIBI?
Kak BBIMOIHAIOTCS BHIYMCIICHUS B TaOIHIIax?
Kak onpenensitoTcsi KOOpAUHATHI AYeeK?

NGO~ wWNE

Tema 6. Coznanue madaonoB B MS WORD. Ucnosib30BaHue 1moJieil B JOKyMeHTe

Bonpocwi ona camocmosmenvhoti pabomot

1. Jlns 9ero ucnoJib3yroTcs abIoHbI?

2. Kakue sreMeHTBl BXOOAT B 1a0JI0H?

3. T'me oObr9HO pacmoioxkeHsl oonpe mabdaonpl? Kak N3MEHHUTH 3Ty Nanky?

4. Kakoi 1ma0i0H UCTIOIB3YeTCs 0 YMOTYaHHUIO?

5. Kak cnenarp, yTOOBI Baly JIMYHBIE HACTPOWKHU MAHENN HHCTPYMEHTOB 3arpyKalliucCh
JUIs1 1I000r0 HOBOT'O IOKyMEHTAa TOJILKO B Ballel namnke?

6. Kak co3aare HOBBII 1a00H?

7. Kak co3aath JOKyMEHT Ha OCHOBE 11a010Ha?

8. Uro Takoe momne?

9. Kakue cnocoOsl BcTaBku nosei cymectBytor? [IpuBeaure npumepsl.

10. Kak oOHOBIISIFOTCS TIOJISA?

11. Kak npocmotpeTs kobl osei? Oxnoro? Beex noseit B JokymeHTe?

Tema 7. Coznanue ¢popm B MS WORD
Bonpocw ona camocmosmenvhoti pabomot
Yro takoe hopma? J[ist yero oHa ucnonb3yercs?
[lepeuucnure Bub! nosielt GopMbl?
Kakue nmapameTpsl MOKHO YCTaHOBUTD JUIsl TEKCTOBOTO MOJsA? J{7s unciaoBoro?
OnuimTe KOl YUCIOBBIX (hOPMATOB.
Kak co3nate nosne co cnuckom?
Kak 106aBuTh cripaBouHy0 HHPOPMAIIHUIO K TIOJO?
J11s 9ero Hy»KHO MCII0JIb30BaTh 3auTy Gopmbl? Beerna nu HyxHa 3amura’?
Bcerna iau Hy)XHO coxpaHsaTh Gopmy Kak madbaoH?
MOo>KHO 11 cO3/1aTh HE TaOINYHYIO popMy?

CoNoR~WNE

Tema 8. ABTomaTH3anus padorst B MS WORD
Bonpocwl 0na camocmosamenvhoti pabomot
1. Onwumure sTansl GopMupoBaHus OriaBieHue?
2. Kak momeTuTh 371€MeHTHI IPEAMETHOTO yKa3aTess?
3. Kak co3maTh »reMEHT NpeAMETHOrO yKa3aTellssi TPETbero YpPOBHS, T.e. C JIBYMs
JIOTIOJTHUTEIILHBIMHU YPOBHSIMHE?
4. Onummure 3Tansl GOPMUPOBAHUS CIIUCKA WILTFOCTPAIIUA?
Kaknum 006pa3oM MOXXHO yAaJIUTh CHOCKY?
Kak orpenaktupoBaTh TEKCT CHOCKH?
Urto Takoe rumnepcchuika?
Ha xakue 31eMeHTBl MOXKHO YCTaHABIUBATh EPEKPECTHBIE CCHUIKH?
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9. Kakas unpopmanus nosBiasieTcs B MECTE CCHUIKH?

Tema 9. Coznanue cepuiinbix 1okymenToB B MS WORD

Bonpocwvl ons camocmosmenvuoil pabomsi

1. Kaxkue nokymMeHTbl HEOOXOUMBI JJIs ITpoLiecca CIUSHUA?

2. B xakoM Buje HOJKEH ObITh MOATOTOBJIEH MCTOYHMK JAHHBIX A ciausHus? Uto
SIBIISICTCS TOJISIMH 1 3aITUCSMU B ICTOUHUKE JTaHHBIX?

3. B Kxakoit MOMEHT MOKHO PacCTaBUTb IOJIS CIAUSHUS?

4. Kak BBINOTHSIOTCA (GUIIBTPALIUS U COPTUPOBKA?

5. Kak ompenenuth KOJIMYECTBO MONTYYEHHBIX B pe3yjbTaTe CIUSHUA JTOKYMEHTOB, HE
BBITOJIHSSA CaMO CIIUSIHUE?

6. Kyna MoxeT BBINONHATBCA CAUsIHUE (TPOCMOTP BCEX 3arucei)?

Tema 10. Hactpoiika Word. Makpocsl
Bonpocul ona camocmosimenvrotl pabomuwi
Kakwue snementsr Word MOXXHO HaCTpOUTH?
Kak HacTpouTs manenb ObICTpOTro AocTymna?
MO>XHO 711 HACTPOUTH BKJIAIKU?
Kak BoccTaHOBUTH HaCTPOMKH IO YMOTYAHUIO?
Mo>KHO 1T pa3MeCTUTh Ha MaHeTu ObICTPOro TOCTyNa KHOMKHU CTUIIEH?
Kax co3natorcst Mmakpochbi?
Kak HazHauuTh Makpocy: OBICTPOE COYETAHHE KIIABMII, KHOMKY Ha MaHEIU OBICTPOTrO

Noook~whPE

noctyma?
8. T'me MOXXHO COXpaHITh Makpochl? Pa3nmuuusi B MX JOCTYITHOCTH NPH Pa3HBIX MeCTax
COXpaHEHHUS.

Pacnpenenenue tpynoemkoctd CPC npu n3y4yeHuu QU CHUNIHHBI

Buj camocTosATE/IbHOM padoThI TpynoemkocTsb (4ac)
ITonroroBka k 3a4eTy 20
[ToaroToBka K MpakTUYECKUM (CEMUHAPCKUM) 3aHITHSIM 20
ITpopaboTka yueOHOH JIUTepaTyphl 20
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3. OlueHoYHbIE CPEICTB U METOANYECKHE PEKOMEHIALMH M0 MPOBEIEHHI0
NMPOMEKYTOYHOM aTTecTalluu

IIpu mpoBemenun 3auera mo aucuuiumHe «Microsoft Office (Word)» moker
UCIIOJIb30BAThLCSl YCTHAS WITK MMHChbMEHHast (hopMa IPOBEIACHUS.

I[MpumepHas cTpykTypa 3a4dera no gucuumuimie «Microsoft Office (Word)»

1. yCTHBIN 0OTBET HA BONIPOCHI

CryneHTy Ha 3a4eTe JaeTcsl BpeMsl Ha IIOJArOTOBKY BOIIPOCOB TEOPETUUECKOIO XapaKTepa

2. BLINIOJTHEHHE TECTOBBIX 3aaHMI

TecToBble 3aaHusl BBIMOJHSIOTCA B TeueHHe 30 MUHYT M COCTOST U3 25 BOIPOCOB
pa3HbIX THNOB. [IpenogaBaTens TOTOBUT HECKOIBKO BAPUAHTOB TECTOBBIX 3a/IaHUM.

3. BbINOJIHEHHE TPAKTHYECKHX 32 JaHUI

[IpakTnueckux 3ananus BbIIONHAIOTCA B TeueHue 30 Munyr. brnanku ¢ 3agavamu
TOTOBUT U BBLIAET MIPENOaBaTelb.

YCTHBIN OTBET CTY/IEHTA HA 3a4eTe J0/IZKeH 0TBeYaTh CJeIyI0IIHUM TPeGOBaAHUIM:

e HAyYHOCTb, 3HAHUE M YMEHHE MOJIb30BATHCS TIOHATUIHBIM arapaToM;

e H3JI0)KEHHE BOMPOCOB B METOJOJIOTHYCCKOM AacCIeKTaX, apryMCHTAlUsl OCHOBHBIX
OJIOYKEHUH OTBETA MIPUMEPAMHU U3 COBPEMEHHOM MPAKTHKH, a TAKXKE U3 IMYHOTO OIBITAa PAabOTHI;

e OCBEIOMIJICHHOCTh B BaXKHEHIINX coBpeMeHHbIX mpobiemax Microsoft Office (Word),
3HAHHE KJIACCUYECKOW M COBPEMEHHOM JINTEPATYPHI.

BbinojiHeHHe  NMPAKTHYECKOro  3aJaHusi  JOJUKHO  OTBEYaTh  CJIEAYIOLIUM
TpeOOBAHUSIM:

o Bnanenue npodeccrnoHanibHONW TEPMUHOJIOTHEH;

o [ocnenoBaTenbHOE U APTYMEHTHPOBAHHOE U3JI0KCHUE PEIICHHSI.

Kpurepun onieHUBaHHMs 0TBETOB

YpoBeHn @opMyJIMPOBKA TPeOOBAHUIT K CTENEHHU IIIkajia oneHUBAHUSA
0CBOCHHS c(hopMHPOBAHHOCTH KOMIIETEHLUH
KOMIIETEeHIIUH
Komnerenmun Bianetb OCHOBHBIMH METOJAMH, CIIOcOOaMH 3aureHo
c(hOpMHUPOBaHbI nepepaboTkn  UHGOPMAIUU B TEKCTOBOM
MTOJTHOCTBIO nporeccope Microsoft Office Word, kak
CpEICTBOM yIpaBJICHUS uHpopManuen.

OOnamaer  HaBBIKAMHU IPaMOTHOTO "
IMPaBHIIBHOTO O(bOpMJ'IeHI/Iﬂ JOKYMCHTOB B
TEKCTOBOM  mporeccope Microsoft  Office
Word.

Co3spnaer, peIaKkTupyeT JIOKYMEHTBI B
TEeKCTOBOM mpoiieccope Microsoft Office Word.
Pemaer npodeccronanbHble U yueOHbIE 3a7aun
c PUMEHCHHUEM UH(POPMAIIMOHHO-
KOMMYHHKAIIUOHHBIX TEXHOJIOTHH U C YU€TOM
OCHOBHBIX  TpeOoBaHMW  HMH(OPMAIIMOHHOMN
0€301MacHOCTH. Hcnonszyet TEKCTOBBIH
mpoueccop  Microsoft  Office Word B
npodeCCUOHAIBHON JACSITEILHOCTH 11 cOopa u
00paboTKK MHPOPMALIUH.

JleMoHCTpHpYET 3HaHUE OCHOBHBIX
BO3MOXKHOCTEH TEKCTOBOTO nporeccopa
Microsoft Office Word it ¥CIIOJIB30BaHUS €0
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B TPO(ECCHOHAIIBHONW NESITEIbHOCTH. 3HAET
MpaBUjIa M CIIOCOOBI OPOPMIICHUS TOKYMEHTOB
B TeKcToBOM mporeccope Microsoft Office

Word.
Komnerenuun He | He  COOTBETCTBYeT  KpUTEpUSM  OICHKU He 3aureno
copmMUpOBaHBI YAOBJIETBOPUTEIBLHO

PexoMenganuu mo MPOBEACHUIO 3a1€Ta

1.

CTy,I[CHTI)I JOJI2KHBI OBITH 3apaHeC O3HaKOMJICHBI C ITonoxxenuem o TEKYLIEM

KOHTPOJIC YCIIEBAEMOCTH M MMPOMEKYTOUHOH artectanuu odydaronmxes AHO BO MOCH.

2.

ITo pe3yjabTaTaM 3a4e€Ta IpCroJaBaTciib 00s13aH Pa3bACHUTL CTYACHTY IIpaBHUJIa

BBICTaBJICHUA 3K3aMCHaI_[I/IOHHOﬁ OLICHKU.

3.

Hpenoz[aBaTenb B XOAC 3a4CTa IPOBEPACT YPOBCHBb IIOJYUYCHHBIX B TCYCHUC

W3YYEHHUS JUCLUIUIMHBI 3HAHUW, YMEHUN U HaBBIKOB U C(HOPMUPOBAHHOCTh KOMIIETEHIINH.

4.

TeCTI/IpOBaHI/Ie M0 AUCHUILIMHE IIPOBOAUTCA 0o B KOMIIBIOTCPHOM KJIACCC, 100 B

ayIUTOPUU Ha OJIAaHKE C TECTOBBIMU 33JIaHUSIMH.

IlepeyeHb BONPOCOB K 3a4eTy

1. TIporpamma Microsoft Word, nazHaueHue, CTpyKTypa OKHa

2. OObekThl 00padoTkK mporpammbel Microsoft Word, ux xapakrepucTuku.

3. BBox u pegakTupoBanue TekcToB B mporpamme Microsoft Word.

4. BBoI, COXpaHEHHE, OTKPBITUE M 3aKpPBITHE JOKYMEHTOB B mporpamme Microsoft
Word.

5. ®opmarupoBaHHE CUMBOJIOB U a03aIleB.

6. Coznanue u GpopMaTupoBaHUE TAOIHULI.

7. BcraBka ¢popmyi, peraktupoBanue Gpopmyin

8. Coznanue u pabota ¢ npumeyaHusIMU. KOTOHTUTYIIBI.

9. [IlpemBapuTenbHBI TMPOCMOTP, WM3MEHEHHUS MapaMeTPOB CTPAHUIIBI, IIeYaTh
JIOKYMEHTOB.

10. Onepanuu KONMMPOBAaHHS W TIEPETACKWBAaHUSA. BBIIENEHHs C TOMOIIBIO MBIIIH H
KJIaBUATYPBI.

11. BcraBka 3HaKOB, HEIOIYCTUMBIX Ha KiaBuatype, OLE 00bekToB.

12. IlpoBepka mpaBoNMCcaHusl, pacCTAHOBKA MEPEHOCOB, CO3aHNE KOJOHOK.

13. Co3nanue u paboTa CO CMEIIAHHBIM TEKCTOM, aBTOTEKCT.

14. Hacrpoiika naHeiau HHCTPYMEHTOB.

15. IIposepka opdorpaduu

16. Hacrpoiika s3bIKa.

17. ABrozamena. Ilonck TekcTa B JOKYMEHTE.

18. Hlpudtel, BO3MOXKHOCTH PpACHOJOKEHUS CHMBOJIOB, CHOCOOBI HauyepTaHHS
CHMBOJIOB.

19. Bo3moxHOCTH O(QOpPMIICHHS MapKUPOBAHHBIX, HYMEPOBAHHBIX M HEPAPXUUECKUX
CTIFICKOB.

20. ®opmarupoBaHHe CIUCKOB (M3MEHEHUE MAPKEPOB, HyMEpaltH).

21. Otcrynsl ¥ HHTEpPBAIBI a03a1ieB.

22. Pacnonoxenue a03aieB B 00J1aCTH TEKCTA.

23. Tlepemenienue 1Mo TOKYMEHTY B PEXKAMaX CXEMbI U CTPYKTYPhI TOKYMEHTA.

24. PenakTupoBaHUE TOKYMEHTA B PEKUME CTPYKTYPBHI.

25. Tlonsitue cTuis. YpOBHU CTUIICH 3ar0JIOBKOB.

26. B03MOXHOCTH aBTOMAaTHYECKOTO INepedopMaTHPOBaHUS JOKYMEHTOB IMpPU MOMOIIH
CTHJICH.

27. COop ornaBjieHuUs U yKa3zaTelnei.
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28. OOHOBJIECHHE MOJICH.

29. Ocobennoctu popMaTHpOBaHUS PA3ALIOB TOKYMEHTOB.

30. BcraBka 00bekTOB pazHoro tumna. O0rekaHue 0ObEKTOB.

31. Ces3bIBaHNE M BHEAPECHHE OOBEKTOB.

32. BcraBka 00BEKTOB B KOJOHTHTYJBL. Mcmonp3oBanue oOBbekTa B KadecTBe (poHa
JIOKYMEHTA.

33. Pa3nuuHbIe KOTOHTUTYIBI JUIS Pa3HBIX Pa3/IeiioB TOKYMEHTA.

34. BcraBka cHOCOK. THIIBI CHOCOK.

35. Tlonsarue «IlepexpecTHasi CChIIKaA»

36. CcpUiky Ha Ha3BaHUS IJIaB JOKYMEHTOB.

37. TloHsTHe 3ar0J0BKa TaOIHIIBI.

38. BrIpaBHUBaHME TEKCTa B STYCHKAX TAOJIMIIBI.

39. Breruucienus B TabIuIax.

40. Pasmemienue u o0OTeKkaHue TadJIuLI.

41. Komanna CepBuc-ciusiHUE.

42. TloHATHE OCHOBHOTO IOKYMEHTAa U JJOKYMEHTa UCTOUYHHKA TAHHBIX.

43. Vcnonb30BaHHUE YCIOBHBIX BHIPAKCHUN B KAUECTBE MOJICH CIUSHUS

44, ®opmaTHpOBaHUE MOJICH CIUSHHUS.

45. Moaudukarus UCTOUHUKA TaHHBIX.

46. B03MOXXHOCTH PEIICH3UPOBAHUS.

Tect mo pucuunaune «Microsoft Office (Word)»

0 BapuaHT
1.Yt1o0 nponymeHo B psaay: «CUMBOI - ... - CTPOKA - GparMeHT TeKCTa»?
A) ci0BO
b) npennoxenue
B) a63arg

I') crpanuna

2.MeHIO TeKCTOBOI0 peaKTopa — 3T0:

A) yacTb ero uHTepdeiica, odecneunBaromas nNepexoj K BbINOJHEHUIO Pa3JIHYHbIX
onepauui HaJ TEKCTOM

b) monmmporpamma, oOecrneumnBaromiasi ymnpasieHue pecypcamu IIK mpu co3ganum
JIOKyMEHTa

B) okHO, yepe3 KOTOpoe TEKCT MPOCMaTPUBACTCS Ha SKpaHe

I') undopmanus o TeKyIeM COCTOSSHUU TEKCTOBOTO PEIaKTOpa

3.YkaKnTe OCHOBHYIO NO3ULMIO NAJIbLEB HA KIaBHATYpe

A) ®BIBA — OJIADK

B) ABBI' — JIEEX

B) OJIJI)K — ®BbIBA

4. NHdopManus 0 MeCTONOJIOKEHHH KYPCOpa YKa3bIBaeTCs:

A) B CTpPOKe COCTOSIHMS TEKCTOBOI0 peJaKTopa

b) B MeHIO TEKCTOBOTO pefakTopa

B) B okHE TEKCTOBOTO peakTopa

I') Ha maHenu 3a1a4

5.ABan Ha0upas TekcT HA KoMNbIoTepe. BApyr Bce OYyKBbI y Hero cTaju BBOAUTHCS
nponucHbIMHA. YTo nponsomio?

A) comarcsi KOMIbIOTED

B) npouzomén c6oit B TEKCTOBOM peaKTope

B) cayuaiino 6112 HaxkaTa kiaaBuma Caps Lock

I') cmyyaitno Oblia Haxarta kiaasuma Num Lock

6. B xakoM M3 INepe4yHCIeHHbIX HHKe IpeJI0KeHHil NMPaBUJIBHO PACCTaBJICHbI
npoodesbl MeK1Y CI0BAMH U 3HAKAMH NpPeNUuHAHUSA?
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A) Ilopa, uTo *ene30:Kyi, HOKOJIe KUIUT!

b) lopa, uTo xKeje30: Kyii, MOKOJIe KUIUT!

B) [lopa, uTo xene30: Kyii , MOKOJIe KUTUT!

I') [Topa, uTo xene30 : Ky# , MOKOJIe KUITHT!

7. Tansn HaOupaeT Ha KOMIbIOTepe O4YeHb JJIMHHOe mNpeajioxeHue. Kypcop yike
NPUOJIU3HIICH K KOHIY CTPOKHM, a JIeBOYKA J0/KHA BBECTH €Ilé HeCKOJIbKO cJ0B. UTo
ciaeayer mnpeanpuHATh TaHe st TOro, 4rod0bl NMPOAO/LKMTH BBOJ INPEAJIOKEHUS Ha
cjenymomei crpoke?

A) HaxxaTp knaBuily Enter

b) nepeBectu Kypcop B Hayalio CIEAYIOLIEH CTPOKH C: IIOMOIIbIO KYPCOPHBIX CTPEIIOK

B) npopoxate HaGop Tekcra, He 00paliasi BHUMAHHSI HA KOHell CTPOKH, — Ha
HOBYIO CTPOKY KYPCOP NepeiéT aBTOMATHYECKHU

I') nepeBectu Kypcop B Ha4aJlo CIEAYIOLIEH CTPOKHU C ITOMOILBIO MBIIIN

8.Uto npousoiiiér npu Haxatum Kiasumu Enter, eciin Kypcop HaXoauTcsi BHYTpH
abd3zana?

A) Kypcop epeMecTUTCs Ha CIEeIYIOIIYI0 CTPOKY ab3ala

b) xypcop nepemecTutTcs B KOHEI] TEKYIIEH CTPOKU

B) a63an pa3o0béTcs Ha 1Ba OT/AEJIBHBIX a03a1a

I') kypcop ocTaHeTcs Ha IPEXKHEM MECTe

9. PenakTupoBaHHe TEKCTA MpPeACTaBJIsieT cO00ii:

A) npouecc BHeceHUs1 M”3MEHEHHMI B UMEIOIIMIiCSl TEKCT

b) npouienypy coxpaHeHus TeKcTa Ha TUCKE B BUJE TEKCTOBOTO (aiia

B) npouiecc nepenaun TeKCTOBOM HHPOPMALIUHU TT0 KOMITBIOTEPHOU CETH

I') mpouenypy cunTHIBaHMsI C BHEIIHETO 3alIOMUHAIOIIETO YCTPOICTBA paHee CO3JaHHOTO
TEKCTa

10. ITo1o:keHHe Kypcopa B cJioBe ¢ OlIHOKOii oTMedyeHo yépToukoii: MO|AHUTOP
Y100bI HCTIPABUTH OLIHOKY, CjleyeT HAXKATh KJIABUIILY:

A) Delete

b) Backspace

B) Delete unmu Backspace

11.1Tono:xkenue Kypcopa B cjaoBe ¢ omu0koi ormeueno yeproii: JUAI'PAMM|MA
YT00bI HCTIPABUTH OLIMOKY, CJIeAyeT HAKATH KJIABUIIY:

a) Delete

6) Backspace

B) Delete nam Backspace

12. Ilpu padore ¢ TekcToM KJaaBuia Insert ciayxur ais:

A) nepexJIl0UeHNs pe;KUMA BCTaBKa/3aMeHa

b) nepexmouenus pexxuma Habopa OYKB CTPOUHBIE/TIPOITUCHBIE

B) nepexitouenus packyiagky KJIaBUaTypbl pyccKas/TaTHHCKas

I') ynanenust cumBoJIa cieBa OT Kypcopa

13.YT00bI Kypcop mepeMecTHIICSI B HAYAJI0 TEKCTa, HY?)KHO HAXKATh:

A) Ctrl + Home

b) Esc

B) Caps Lock

I') Page Up

14.®parmMeHT TeKcTa — 3TO:

A) cnoBo

b) npennoxenue

B) HenpepbIBHAsi YacTh TEKCTA

I') ab3ary

15.KonupoBanue TEKCTOBOI'0 ¢pparmenTa B TEeKCTOBOM peaaxkrope
NpeaycMaTpuBaeT B IEPBYIO OYepelb:
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a) BbleJIeHHe KONMUpyemMoro ¢pparmeHTa

0) BBIOOp COOTBETCTBYIOIIETO ITYHKTA MEHIO

B) OTKPBITHE HOBOT'O TEKCTOBOT'O OKHA

16. Eciu ¢parmeHT moMecTuid B Oydep o0OMeHa, TO CKOJLKO pa3 ero MOKHO
BCTABHUTh B TEKCT?

a) OJIMH

0) 5TO 3aBHCUT OT KOJMYECTBA CTPOK B JaHHOM (pparMeHTe

B) CTOJIbKO pPa3, CKOJIbLKO TpedyeTcsi

17. Bygep odomena — 3T0:

a) pa3aesi onepaTUBHON NaMATH

0) pa3men )kE€CTKOr0 MarHUTHOTO JIUCKA

B) 4aCTh yCTPOWCTBA BBOJA

r) paznen [13Y

18./1s1s1 uero npeaHa3Ha4veH Oydep oomeHa?

A) U JITMTENTFHOTO XPAaHEHUST HECKOJIBKUX ()ParMEHTOB TEKCTa U PUCYHKOB

b) nnst BpemeHHOro XpaneHusi Konuii pparMeHTOB WM YIATEHHBIX ()PArMEHTOB

B) nns ucnpasieHus oimOOK MpHU BBOJIE KOMaH/

I') nnsa nepenaun Tekcra Ha MeyaTh

19. Ckoabko ci0B 0Oyaer HaiileHO B Ipolecce aBTOMATHYeCKOI0 IOHCKAa B
npeajoxenun: «/Janexo 3a orMmenbio, B eJibHHKe, pa3lajachk NTHYbS TPeJb», €CJIH B
KayecTBe 00pa3na 3aJ1aTh CJI0BO «eJb»?

A)0

b) 1

B)2

N3

20. JIsst cuMTHIBAHUS TEKCTOBOIO (paiijia ¢ TUCKA HEOOX0IMMO YKa3aTh:

A) pa3mepsl (aitna

b) ums ¢aiina

B) naty co3nanus daiina

21. Jlasi XpaHeHHsl TeKCTa B BOCBLMHMOMTOBOIi koaupoBke Tpedyercst 10 Koaiir.
CKo0JbKO cTpaHMIl 3aHMET 3TOT TEKCT, €CJIM Ha cTpaHule pasMmemaercs 40 crpok no 64
CHMBOJIa B CTpOKe?

A)4

b) 40

B) 160

I') 256

22. Jran NMOATOTOBKH TEKCTOBOI0 JAOKYMEHTa, HAa KOTOPOM OH 3aHOCUTCS BO
BHEILIHIOI NaMSATh, HA3bIBAETCH:

A) xonMpoBaHHEM

b) coxpanennem

B) dbopmatupoBanuem

I') BBOJTOM

23. Tekcr, HaOpaHHbIii B TEKCTOBOM peIaKTOpe, XPAaHUTCS HAa BHeELIHEM
3allOMUHAIOIIEM YCTPOiicTBe B BH/eE:

A) daiiaa

b) Tabnuiel KogUpOBKH

B) xaranora

I') manku

24. Kakoii u3 mnpeacTaBjeHHbIX HHKe (POPMATOB He OTHOCHTCS K ¢opMaram
(aii10B, B KOTOPBIX COXPAHSIOT TEKCTOBbIE TOKYMEHTHI?

A) TXT

b) DOC
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B) ODT

I PPT

25. CuMBoOJI, BBOJIMMBIH € KJIaBHATYPbI NPH Ha0ope, O0TOOpakaeTcsi Ha JKpaHe
AUCIUIes] B MO3UIIHH, OTPe/IesisieMoii:

A) agpecom

b) mos1o:keHuem Kypcopa

B) 3apaBaeMbIMM KOOpIMHATaAMU

I') monoxenuem npeapiyiiei HabpaHHOU OyKBe

IIpumepHbIii epevYeHb NPAKTHYECKUX 3a]aHU I

1. Onummre cocraB makera Microsoft Office u Ha3HayeHWEe ero OTACIBHBIX
MIPUITOKEHU .

2. llepeuncnure TUMOBBIC 3amaun 00pabOTKM HMH(OpPMAIMH B TEKCTOBOM IPOIIECCOPE
MS Word. Onumure uarepdeiic TekctoBoro npomeccopa MS Word.

3. HazoBuTe onTuMalibHBIC TEpBOHAYAIBLHBIC HACTPOMKW mpomeccopa MS Word u
HACTpOIKK AokyMeHTa. B kakom daiine coxpanstorcs Hactporiku MS Word?

4. Tlepeuncaure HacTpoilku QopmaTupoBaHUs ab3aleB B TEKCTOBOM Ipoueccope MS
Word. Kak ¢popmatupyroTcs ab3aiibl B 3aBUCUMOCTH OT CTPYKTYPHI TIOKYMEHTA.

5. Ilepeuncnure BUABI CIUCKOB, UCIIOJIb3YEMBIX MPU OOPMIICHHH a03aIeB B TEKCTOBOM
npoueccope MS Word. Pacckaxkute, kak 3TH cliucku (OPMHUPYIOTCSL.

6. [lepeuncnure BO3MOXKHBIE BapHaHTHI COXpPAHEHUS, 3arpy3Kd W BBIBOJA Ha IICYaTh
JIOKYMEHTOB B TEKCTOBOM Tiporieccope MS Word.

7. Oxapakrepu3yiite rpaduueckue 00beKTHI, ucronb3yembie B MS Word. Pacckaxure o
BCTaBKe U 00paboTKe ITHX 0OOBEKTOB.
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4. Y4eOHO-MeTOAMYECKOe M HH(POPMALMOHHOE 0O0ecneuyeHrue TUCIHILINHBI

OcHoBHasi IuTEpaTypa
Teopernueckue ocHoBbl MHpopMatuku : yueOHuk / P.}O. Ilapes, A.H. Ilynkog, B.B.
Camapun u 1p. ; MunuctepcTBo oOpa3oBaHus U Hayku Poccuiickoit @enepanun, Cubupckuit
®denepanbublii yHUBEpcuTeT. - KpacHosipck : Cubupckuii dhenepaibHblii yauBepcurer, 2015. -
176 c. : tabm., cxem., wi - bubmmorp.: c. 140. - ISBN 978-5-7638-3192-4 ; To xe
[DnexTponnbiii  pecypc]. - URL:  http://biblioclub.ru/index.php?page=book&id=435850
(OnekTponHas OubmmoTeuHas cucrema «Y Hupepcuterckas oubamoreka ONLINEY)

JlonoiHUTeIbHAS JTUTEpPaTypa
Kucenes, I''M. HudopmanuoHHble TEXHOJOTHH B MEAArorndeckoM oOpa3oBaHUM :
yuebHuk / I'M. Kucenes, P.B. BoukoBa. - 2-¢ u3n., nepepad. u mon. - Mocksa : 3marenbcko-
ToproBas koprnopanus «JlamkoB u K°», 2016. - 304 c. : Tabmn., un. - (YueOHbIC U3MaHUS IS
OakamaBpoB). - ISBN 978-5-394-02365-1 ; To ke [Onexrtponnsii pecypc]. - URL:
http://biblioclub.ru/index.php?page=book&id=452839 (DnekrpoHHas OHOIMOTEYHAs CHCTEMa
«Yuusepcuterckas oudmmoreka ONLINEY)

NupopmMaiuoHHO-CIPABOYHBbIE CHCTEMbI, IPOdeccHOHANbHbIE 0a3bl JAHHBIX H HHTEPHET-

pecypcbl
1. https://www.microsoft.com

2. http://school-collection.edu.ru/ -eaunas kosuiekius HUQGPOBBIX 00pPa30BATEIBLHBIX

pecypcos
3. http://fcior.edu.ru/  -dpenepanbHbli  HEHTp  MHOOPMALMOHHO-00PA30BATEIBHBIX

pecypcoB

4. HudpopManmoHHbIE CIIPAaBOYHbIE CUCTEMBI:

— Koncynwerantllnroc — http://www.consultant.ru/

— I'apanT — http://www.garant.ru/

5. IlpodeccuonanbHas 6a3a JaHHBIX AJS IICUXOJIOTOB [DIEKTPOHHBIN pecypc]. - Pexxum
noctyma: https://psyguru.com/database/knowledge

6. IlpodeccuonanbHas 6a3a JaHHBIX AJS IICUXOJIOTOB [ DIEKTPOHHBIN pecypc]. - Pexxum
noctyma: https://psyera.ru/articles

7. CIIC «Koncynprant Ilmoc», CIIC «l"apanT» (IOroBOp O COTPYAHHMYECTBE OT
23.09.2013 1. ¢ 3A0 «Komnsrorepusie TexHosorun» (IIC IMapaHT)), perucTpanmoHHbIN JHUCT
3apeructpupoBanHoro nons3oBarens DIIC «Cucrema TAPAHT» ot 16.02.2012 r. Nel12-40272-
000944; noroopsl ¢ OO0 «Koncynerantllntoc Mapuii Dm» Ne2017-CB-4 ot 28.12.2016 T
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http://www.garant.ru/
https://psyguru.com/database/knowledge

5. MarepuajbHO-TEXHUYECKO€E O0ecneyeHne 1 CHUIIUHbI

MaTepI/IaJIBHO-TGXHI/I‘-IeCKyIO 6213y IJid MPOBCACHUA JICKHUMOHHBIX W IMPAKTHYCCKUX
3aHATHH 110 JUCHUIIIIMHE COCTaBJIAOT:

HaumeHnoBaHue OCHaIIIeHHOCTI) CIICHAJbHBIX HepequL JUICH3UOHHOI'0

CIeUHUATbHBIX IOMEIeHUH | MOMELICHUI M IIOMeLeHHil 11 NMPOrpaMMHOro oéecne4eHus.

M NOMelleHuH 1J1s CaMOCTOSITEIbHOI padoThl PexBHM3UTHI HOATBEPKIAIOLIETO
CAMOCTOAITEJIbHOM padoThI JOKYMEHTa
VYyeOHas ayauTopust OcHoBHOE yuebnoe | CIIC «Koncynpsrant [Tmocy, CIIC
JUISL IPOBEJICHUS o0opynoBaHue: «["apanT» (mOroBop o
3aHATUNA CEMUHAPCKOI0 | CHELMATIN3UPOBAHHAS corpynnudectse ot 23.09.2013 r. ¢
THUIIA, TPYIIIOBBIX U Mebenb (ydueOnble mapThl, | 3A0 «KoMMIbIOTEPHBIE TEXHOIOTUN
VHIMBUYaJIbHBIX CTYJIbS, cron | (IIC I'apanr)), peructpaiiOHHBIN
KOHCYJIbTAIIHH, npenojaBatens,  yuyeOHas | JIUCT 3aperucTPUPOBAHHOIO
TEKYILEro KOHTPOJISI U | JIOCKA). nosb3oBarens JIIC «Cucrema
MIPOMEXKYTOUHOU TexHuueckue cpeactBa | TAPAHT» ot 16.02.2012 r. Nel2-
aTTecTaluu 00y4YeHHS: 40272-000944; noroopsl c OO0
(KommbroTepHslit ABTOMATHU3UPOBAHHbBIC «Koncynprantlnroc Mapuit D1»
KJIace), pabouue MecCTa, ¢ | Ne2017-CB-4 ot 28.12.2016 1.
424007, Pecriyonuka BO3MOKHOCTBIO Windows 7 Professional (Microsoft
Mapuii D, r. Momkap- | mogxmiouennss  x  cetu | Open License). Sys Ctr Endpoint
Oua, yi1. I[Tpoxoposa, «uTepueT» u | Protection ALNG Subscriptions VL
n.28, ka6.302 obecrieuennem goctyna B | OLVS E 1Month AcademicEdition

AIIEKTPOHHYIO Enterprise Per User (Cy0GumuiI.
MH(OPMaLIMOHHYIO norosop Ne Tr000171440

obpasoBarenbHylo  cpeny | 17.07.2017). Office Prosessional
opraum3anun  (ASUSTeK | 2010 (Microsoft Open License).
Computer INC. PSKPL-AM | Apxuatop 7-zip (GNU LGPL).
SE/Pentium (R) Dual-Core | Adobe Acrobat Reader DC

CPU E5300 2.60GHz/512) | (becnunatnoe I10). Adobe Flash

Player (becrutatnoe T10).
ITomemenue s | OcHOBHOE yuebHoe | CIIC «Koncynprant [Tmoc», CIIC
CaMOCTOSATEIIbHON obopyioBaHuE: «["apanT» (mOTOBOp O
paboThI Cnennanu3upoBaHHas corpynHudectse oT 23.09.2013 r. ¢
424007,  Pecny6nuka | mebenb (yueOHble mapThl, | 3A0 «KoMNIbIOTEpPHBIE TEXHOIOTUN
Mapuit On, T. Homkap- | crymbs, ctona | (IIC I'apaHT)), perucTpaliuOHHbINH
Oma, yn. IIpoxopoBa, | npenonaBarensi,  y4deOHas | JUCT 3apETUCTPHUPOBAHHOTO
.28, ka6.407, 408 JIOCKQ). noss3oBaTelsg DIIC «Cucrema
Texuuueckue cpeactea | TAPAHT» ot 16.02.2012 r. Nel2-
00y4YeHHUs: 40272-000944; norosopsl ¢ OO0
aBTOMaTU3UPOBAHHbIE «Koncynprantlntoc Mapuit Dm»
paboure MecTa, ¢ | Ne2017-CB-4 ot 28.12.2016r.
BO3MOYKHOCTBIO Windows 7 Professional (Microsoft
nogkiaroueHuss k- cetm | Open License) Office Standart 2010
«uTepHeT» u | (Microsoft Open License)
o0ecrieyeHMEeM JOCTyNa B
AIIEKTPOHHYIO
UH(POPMALIMOHHYIO
00pa3oBaTeNbHYI0  Cpeay
OpraHu3aIu
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6.MeTozmqec1me YKazaHud AJad oﬁyqamumxca 110 OCBOCHHMIO U CIIUIIJINHBI

MeTtoauyeckue yKkazaHus AJ1sl NOATOTOBKH K NPAKTHYECKUM (CEMHUHAPCKHM)
3aHATUSM

Haunnas HoAroToBKY K CEMHHAPCKOMY 3aHITHIO, HEOOXOAMMO, TPEXK/E BCEro, 00paTuTh
BHUMaHUE Ha KOHCIEKT JIeKUUH, pa3ienbl y4eOHMKOB M Y4eOHBIX IOCOOMH, KOTOpbIE
CIOCOOCTBYIOT 00OIIIEMY MPEICTABICHUIO O MECTE M 3HAYEHUH TEMBI B H3y4aeMOM Kypce. 3areM
cleyeT 1nopadoTarh ¢ JOMOJTHUTEIBLHONU JTUTEpaTypOl, CAeNaTh 3alHuCH M0 PEKOMEHIOBAHHBIM
uctoyHukaM. [loaroroBka Kk cEeMUHaApCKOMY 3aHATHIO BKJIIOUYAET 2 3Tara:

- 1if aTan - opraHu3alOHHbIN;

- 2#1 sTam - 3aKperyieHue M YriayOlieHHe TeopeThdyeckux 3HaHuid. Ha mepBom stame
CTYJEHT IJITAHUPYET CBOIO CAMOCTOSITENIbHYIO Pa0OTY, KOTOPAasi BKJIIOYAET:

- ySICHEHUE 3aJlaHHsl, BEIITAHHOTO Ha CAaMOCTOSTENIbHYIO padoTy:

- 1oA0Op PEKOMEHI0BAaHHOW JIUTEPATYPhI;

- COCTaBJ€HME IUIaHa padoThl, B KOTOPOM ONPEIENSIIOTCS OCHOBHBIE ITYHKTBI
MPEJICTOSIIEH OATOTOBKH.

CocraBiieHue IUIaHa JOUCHUIUIMHUPYET M TIOBBIIIAET OPraHU30BaHHOCTH B padoTe.
Bropoii 3Tamn BkIIt0oUaeT HEMOCPEICTBEHHYIO MOATOTOBKY CTYJEHTA K 3aHATHI0. HaunHaTe Hazo C
U3y4eHHs] PEKOMEHJIOBaHHOW nuTeparypsl. HeoOXoauMo MOMHHTH, YTO Ha JIEKIMHA OOBIYHO
paccMaTpuBaeTCs HEe BECh MaTepHall, a TOJIbKO ero 4yacTh. OcTanbHas e€ 4acTh BOCIIOJIHAETCS B
npoIecce CaMOCTOSATENbHON paboThl. B ¢Bs3M ¢ 3TUM paboTa ¢ peKOMEHI0BaHHOH JIUTEPaTypOit
obs3atenpHa. Ocoboe BHHUMAaHHE MPU 3TOM HEOOXOIMMO OOpaTUTh Ha COAEpXKaHHE OCHOBHBIX
MIOJIOKEHHUH U BHIBOJIOB, OOBSICHEHUE SIBICHUH U ()aKTOB, yICHEHHE MPAKTHYECKOTO PUIOKECHUS
paccMaTpuUBaeMbIX TEOPETHYECKHX BOMpPOCOB. B mporecce 3Toit pabOTBl CTYIEHT AOKEH
CTPEMHUTBHCSA MOHATH M 3allOMHUTH OCHOBHBIE IIOJIOKEHUS paccMaTpUBaEeMOro MaTepuana,
IPUMEDPBI, MOSICHAIOLINE €r0, a TAKXKE pa3o0paThcs B WIIIIOCTPATUBHOM MaTepuaie. 3akaH4uBaTh
MOATOTOBKY CJIEIYET COCTaBJIEHUEM IJIaHa (KOHCIEKTa) M0 U3ydyaeMOMYy MaTepuaiy (BOMpOCY).
OTO MO3BOJISIET COCTaBUTh KOHLIEHTPUPOBAHHOE, CXAaTO€ IPEACTABIEHUE [0 H3Y4acMbIM
BompocaM. B mpoliecce MOArOTOBKM K 3aHATHSAM PEKOMEHAYETCS B3aUMHOE OOCYXIeHUE
MaTepHajia, BO BpeMs KOTOPOI'O 3aKpEIUIIOTCS 3HAHMs, a TaKXke MpHoOpeTaeTcsl MpakTHKa B
U3JIO)KEHUU W Pa3bsICHEHUM TOJY4YEHHBIX 3HaHUM, pa3BuBaeTcs peub. [Ipum HeoOxommmocTu
ciefyeT oOpamarbCsi 3a KOHCYJIbTallMed K IpernojaBaTenio. ['OTOBACH K KOHCYJbTAllUH,
HE00XO0IMMO XOpOIIO MPOYyMaTh BOIPOCHI, KOTOPbIE TPEOYIOT pa3bsCHEHUS.

B Hauanme 3aHATHS CTyIEHTHl IMOJ PYKOBOJACTBOM IpernojaBaTens Oojee TIIyOOKO
OCMBICJIUBAIOT TEOPETUYECKHE IOJIOKEHUSI IO TeME 3aHSATHS, PACKPBIBAIOT U OOBSCHSIOT
OCHOBHBIE ITOJIOKEHMSI BBICTYIIJICHUS.

3anucu  UMEIOT  TMEpPBOCTENIEHHOE  3HAY€HWEe JUIsi  CaMOCTOSITENIbHOM  paboThI
oOyuaromuxcst. OHM TIOMOTAlOT TMOHATH TOCTPOCHUE M3Y4aeMOro MaTepHuala, BbIICIUTh
OCHOBHBbIE TOJIOKEHUS U TMpPOCIEeIuTh UX JIOTUKY. Benenwe 3amuceil cmocoOcTByeT
NPEBPAILCHUIO YTEHHSI B aKTUBHBII MPOLIeCC, MOOUIIU3YET, Hapsily CO 3pUTEIbHON, 1 MOTOPHYIO
namsaTh, ClenyeT MOMHHUTB: Yy CTY/AEHTa, CUCTEMAaTHYECKH BEAYIIEro 3alKCH, CO3JAeTCs CBOM
UHIUBUYAIbHBIA (OHA MOACOOHBIX MaTepHaNIOB AJISl OBICTPOrO MOBTOPEHHS MPOYUTAHHOTO,
JUTIsE MOOUJTM3allK HAKOIIJIEHHBIX 3HaHUH. OCOOEHHO BaKHBI U IMOJIE3HBI 3aIIMCH TOTJa, KOrjaa B
HUX HAXOJAT OTpa)K€HHE MBICIIM, BO3HUKIIHNE IPU CaMOCTOATENbHOM padore. BaxHo pa3BuBaTh
YMEHHE COMOCTaBIATh HCTOYHHUKH, TPOTyMbIBATh N3y4aeMblii MaTepHal.

bonpmioe 3HaueHME MMEET COBEPLICHCTBOBAHME HABBIKOB  KOHCIIEKTHPOBAHMS.
[IpenogaBaTens MOKET pEKOMEHI0BATh CTY/IEHTaM CJeIyIOIINe OCHOBHBIE (POPMBI 3aKCH IJIaH
(mpocTOl W pa3BEpPHYTHIN), BBINMHUCKU, TE3HCHI. Pe3ylbTaThl KOHCIEKTUPOBAHHUS MOTYT OBITH
MPEJICTaBJICHBI B Pa3IMYHBIX (PopMax.

[Inan - 3TO cXeMa MPOYUTAHHOTO MaTepuayia, KpaTKui (WiIM MOIPOOHBIN) MepedeHb
BOIPOCOB, OTpa)aroIMX CTPYKTYpy U  TMOcleAoBaTeabHOCTh Matepuana. [loapoOHo
COCTaBJICHHBI! IUIAH BIIOJIHE 3aMEHSAET KOHCIIEKT.
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KoHcnekr - 3T0 cucTeMaTH3MpOBaHHOE, JIOTMUHOE H3JI0KEHHE MaTepuaia MCTOYHHKA.
Pa3nuyaroTcs yeTslpe TUIIa KOHCIIEKTOB.

[InaH-KOHCIIEKT - 3TO pa3BEPHYTHIM NETAIU3UPOBAHHBIN IUIaH, B KOTOPOM JIOCTAaTOYHO
HOPOOHBIE 3aIIUCH TPUBOASITCA IO TEM ITYHKTaM IJIaHa, KOTOPbIE HYKAAIOTCS B TIOSCHEHUH.

TexkcTyanbHbI KOHCIIEKT — 3TO BOCIPOU3BEACHHE Hau0OJIee BaXKHBIX IOJIOKEHUH H
(aKTOB HCTOYHHUKA.

CBOOO/IHBI KOHCIIEKT - 3TO YETKO M KpaTtko c(opMyTupoBaHHbBIC (M3JI0KEHHBIC)
OCHOBHBIC IIOJIOKEHMsI B pe3yibTaTe INIyOOKOro OCMBICIMBAaHUSA Marepuana. B Hem moryr
IIPUCYTCTBOBATh BBIIMCKHM, LIUTAThl, TE3UCHI; YacTh MaTepuaga MOKET ObITh IMpEACTaBIIEHA
IUTAHOM.

Temarnueckuil KOHCIIEKT COCTABJIIETCS HAa OCHOBE M3y4YEHHS Psiia UCTOUHUKOB M JIa€T
OoJee WM MEHee MCUEPIIBIBAIOLINI OTBET IO KaKOH-TO cxeme (BOIpocy).

BBuny TpynoeMKOCTH IOATOTOBKH K CEMUHApY CIEAYET IPOAYMaTh aJIFOPUTM JAEUCTBUH,
ellle pa3 BHUMATEJIbHO IIPOYNUTATh 3alMCH JIEKIIUK U YK€ TOTOBBIM KOHCIEKT 110 TEME CEMHUHApA,
THIATEIBHO MPOJIyMaTh CBOE YCTHOE BBICTYIUICHHUE.

Ha cemuHape Kaxiblil €ro y4acTHHMK JOJIKEH OBbITh FOTOBBIM K BBICTYIJICHHIO 110 BCEM
IIOCTAaBJIEHHBIM B IUIAaHE BOIpOCaM, MpPOSIBISThH MAaKCHUMajbHYIHO aKTUBHOCTb IIPH HX
paccMoTpeHHH BpICTyIIeHHe T0JIKHO CTPOUTHCSI CBOOOIHO, YOEIUTENBHO U apryMEHTUPOBAHO
HeoOxonuMo cnenuTh, 4TOOBI BBICTYIJIEHME HE CBOAMJIOCH K PENPOAYKTUBHOMY YPOBHIO
(mpocTOMYy BOCHPOU3BEJIEHUIO TEKCTa), HE JONYyCKaTh M IPOCTOE UTEHHE KOHCIIEKTA.
Heo6xoanMo, 4T00BI BBHICTYHAIOIIMK TMPOSBISUI COOCTBEHHOE OTHOIIEHHE K TOMY, O Ye€M OH
TOBOPUT, BBICKa3bIBal CBOE JIMYHOE MHEHHE, NOHMMaHHE, OOOCHOBBIBAJI €0 M MOI' CAejaTh
IIPABWJIbHBIE BHIBOJBI U3 CKa3aHHOTO.

Beictynnienust gpyrux oOydarommuxcst HeoOXOAMMO BHHUMATEIbHO M KPUTHYECKU
CIIymiaTh, MOJAMEYaTb OCOOEHHOE B CYXACHMSIX OOydYarolMXCs, YJNaBJIMBATh HEJOCTATKU U
omnOku. Ilpu 3TOM 00paTUTH BHUMaHME Ha TO, YTO €Il He ObUIO CKa3aHO, WIN MOAJEpKaTh U
Pa3BUTh UHTEPECHYIO MBICIIb, BHICKA3aHHYIO BBICTYIAIOIIUM CTYy/I€HTOM. M3ydyeHue cryneHTaMu
(akTHUeCcKOro MaTepualia MO TeMe MPAKTUYECKOro 3aHATHS JOJDKHO OCYIIECTBIIATHCS
3abnaroBpemenHo. Ilox QaxkTuueckum MmarepuasioM ClelyeT I[OHHUMAaTh CHEHUAIbHYIO
JUTEpATypy MO T€Me 3aHATHs, CHCTEMY HOPMATHUBHBIX NPABOBBIX aKTOB, a TAKXKE apOUTPaAKHYIO
NPaKTUKy IO paccMarpuBaeMbiM mnpoOiemaMm. Oco0oe BHUMaHUE CIeayeT oOpaTUTh Ha
JUCKYCCHOHHBIE TEOPETUYECKUE BOIIPOCHI B CUCTEME U3y4aeMOI'0 BOIIPOCA: U3YUUTh PA3JINYHbIE
TOYKH 3pEHUS BEIYILUX YYEHBIX, 0003HAYUTH MPOTUBOPEYHUS COBPEMEHHOI'O 3aKOHOIaTENIbCTRA.
Jlng cucreMaTu3allid OCHOBHBIX IIOJIOKEHUM IO TEME 3aHATHS PEKOMEHAYETCS COCTaBICHUE
KOHCIIEKTOB.

OOpatuTh BHUMaHUE Ha:

- COCTaBJICHHE CIIMCKa HOPMATUBHBIX IIPaBOBBIX AaKTOB M Y4eOHOM M HaydHOI
JUTEPATypBl [0 U3yYaEMOU TEME;

- U3y4YEeHHE U aHAJIU3 BIOPAHHBIX HCTOUYHUKOB;

- U3yYeHHe W aHaJIu3 apOUTPAKHOW NMPAKTHUKU IO JAHHOM TeMe, MPEJICTABICHHOH B
MH(OPMaILMOHHO- CIIPABOYHBIX MPABOBBIX AIEKTPOHHBIX CUCTEMAX U JIp.;

- BBIIOJHEHUE MPEAYCMOTPEHHBIX NPOrpaMMON 3aJaHUil B COOTBETCTBHM C
TEMaTHYECKHUM IIJIAHOM;

- BBIACTICHHE HamOoJiee CIOXHBIX W MPOOJEMHBIX BOIPOCOB MO M3y4aeMOW TeMme,
MOJIy4YEHUE Pa3bsICHEHUI M PEKOMEHJAIMil 10 TaHHBIM BOMpPOCaM C IperoaBaTelsiMi Kadeapsbl
Ha UX €KECHEENbHBIX KOHCYJIbTAUAX;

- MIPOBEJIEHUE CAMOKOHTPOJISI IyTEM OTBETOB Ha BOMPOCHI TEKYIIErOo KOHTPOJISI 3HAHUMH,
peLIeHHs TPEJCTaBICHHBIX B Y4eOHO-METOIMYECKUX Marepuanax Kadeapsl 3ajad, TECTOB,
HanucaHus peepaToB U 3CCE M0 OTAEIBHBIM BOIPOCAM U3y4aeMOH TEMBI;

CemuHapcKue 3aHATUS 3aBEPUIAIOT H3Y4YEeHHE Hambolee BAXHBIX TeM Yy4eOHOM
qucuuiuinebl. OHM CayKaT i 3aKpeIUICHMsT M3YY4EHHOTO MaTepualla, Pa3BUTUS YMEHHUU U
HaBBIKOB TOATOTOBKM JIOKJIAJO0B, COOOIICHWH, MPHOOPETEHUs OMBITa YCTHBIX IMyOIUYHBIX
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BBICTYIUICHUM, BEJIEHUs IUCKYCCHUH, apryMEHTAlUHM U 3allUTHl BBIJBUIAa€MbIX IIOJIOKECHHUM, a
TaKXe I KOHTPOJIA IpenojaBaTeleM CTENEHU IOAIOTOBIEHHOCTH OOy4aroIuxcs Mo
M3y4aeMOU TUCLMILIMHE.

MeToanyecKkue yKazaHus I 00y4alOUIMXCSl 10 OCBOCHHIO THCHMILIMHBI 1A
CaMOCTOSITEJIbHOH PadoThI

MeTtoauka OpraHu3alMyd CaMOCTOATENBHOM pabOThl CTYACHTOB 3aBUCHT OT CTPYKTYPHI,
XapakTepa U OCOOCHHOCTEM H3yd4aeMOil NUCHUIUIMHBI, 00beMa 4YacoB Ha €€ H3yueHHue, BHUJIa
3aJaHUi U1 CAMOCTOATEIBHOM paboThl CTYAEHTOB, MHANBHYaTbHBIX OCOOCHHOCTEH CTYACHTOB
U yCIIOBUN Y4eOHOH JEATEIHHOCTH.

I[Ipu »sTOM mpemomaBaTeNnb  HA3HAYAeT  CTYAEHTAM  BAapHAHTHl  BBIIIOJHEHUS
CaMOCTOSITENIbHOM ~ paboOThl, OCYIIECTBISIET CHUCTEMAaTHYECKHM  KOHTPOJb  BBIOJHEHUS
CTyACHTaMH TrpaduKa CaMOCTOSTEIbHONW paboThl, TMPOBOAWUT AaHAIM3 U JAaeT OICHKY
BBITIOJTHEHHON PabOTHI.

CamocrosiTenbHast pabora OO0y4aromMXcs OCYLIECTBISIETCS B ayJAUTOPHON U
BHeayuTopHOU (opmax. CaMmocTosTenbHasE paboTa 00yYarOIMXCs B ayTUTOPHOE BPEMSI MOKET
BKJTIOYATh!

- KOHCIIEKTUPOBAaHUE (COCTaBJICHHUE T€3UCOB) JICKIIUIA, BBIMOJTHEHUE KOHTPOJIBHBIX PaboT;

- peleHne 3ajad;

- paboTy CO CIIpaBOYHOM U METOAUYECKOM TUTEPATyPOIi;

- paboTy ¢ HOPMATUBHBIMU IPABOBBIMHU aKTaMU;

- BBICTYIUICHHS C JOKJIaJJaMH, COOOIICHUSIMU Ha CEMUHAPCKUX 3aHATHUSAX;

- 3aIUTY BBIIIOJHEHHBIX paboT;

- ydacTue B OIEpaTHUBHOM (TEKYIIEM) ONpPOCe MO OTIACIbHBIM TeMaM H3ydaeMoun
JUCITUTIIAHBI,

- ydactue B cobeceoBaHMsIX, AEJOBBIX (POJIEBBIX) UTpaX, JUCKYCCHSX, KPYIJIBIX CTOJAX,
KOH(EpeHIUSIX;

- ydacTue B TECTUPOBAHHUH U JIp.

CamocrosiTenpHas paboTa 00yJarouuxcsi BO BHEAyIUTOPHOE BPEMsI MOKET COCTOSTh H3:

- IOBTOPEHUE JIEKIIUOHHOTO MaTepHuana;

- IOJITOTOBKH K CEMHHApaM (TIPaKTHYECKUM 3aHITHSIM);

- U3y4eHUs y4eOHOI M Hay4HOH JIUTepaTyphl;

- U3YYEHUS] HOPMAaTHBHBIX MTPABOBBIX aKTOB (B T.4. B OJIEKTPOHHBIX 0a3ax MaHHBIX);

- pelieHus 3a/1a4, BBIIAaHHBIX HA MPAKTUYECKUX 3aHITHIX;

- MOJITOTOBKH K KOHTPOJIbHBIM pab0OTaM, TECTUPOBAHUIO | T.JI.;

- MOJITOTOBKH K CEMHHApaM YCTHBIX JI0KJIaJ 0B (CooOIIeHu );

- TMOATOTOBKH pedepaToB, dcc€ W HMHBIX WHAWBHUIYAIBHBIX NHCBMEHHBIX paboT Imo
3aJJaHHIO MPETI01aBaTes;

- BBITIOJTHEHUS KyPCOBBIX padOT, MPETyCMOTPEHHBIX yIeOHBIM TUTAHOM;

- BBIACTICHHE HamOoJiee CIOXHBIX W MPOOJEMHBIX BOINPOCOB MO M3y4aeMOW Teme,
NOJTy9YeHUE Pa3bsICHEHNH M PEKOMEH AN 10 TaHHBIM BOIIPOCAM C TPENoIaBaTesiMi KadeIpbl
Ha UX €KECHEIENbHBIX KOHCYIbTAIUX;

- TMPOBEJICHHE CAaMOKOHTPOJISI IIyTeM OTBETOB Ha BOIPOCHI TEKYIIETO KOHTPOJS 3HAHHIA,
pelLIeHHs TPEICTABICHHBIX B y4eOHO-METOAMUECKUX MaTepranax Kadeapsl 3aau, TECTOB;

- HamMcaHus pe)epaToB U dcce 10 OTACTHHBIM BOITPOCAM U3Y4aeMON TEMBI.

- MOJITOTOBKH K CEMHHApaM YCTHBIX JIOKJIa 0B (COOOIIeHuH);

- TIOATOTOBKH pedeparoB, 3cce W WHBIX WHAMBHIYaTbHBIX MUCHMEHHBIX paboT O
3a[JaHHIO MTPETIOIaBaTEIs;

- BBIIIOJIHEHUSI KYPCOBBIX pa0bOT, IPEIyCMOTPEHHBIX YUeOHBIM IIAHOM;

- BBITIOJIHEHUS! BBITYCKHBIX KBAIM(DUKAIIMOHHBIX pa0oT U JIp.
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- BBIACTICHHE HamOoJIee CIOXHBIX W MPOOJEMHBIX BOIPOCOB MO M3Y4aeMOW Teme,
HOJIy4EeHUE Pa3bsICHEHUHM U peKOMEHJAlMi 110 JaHHBIM BOIPOCaM C IperojaBaTesiMu Kadeapsl
Ha UX €KEHEJEIbHBIX KOHCYJIbTALUX;

- NPOBEJICHUE CAaMOKOHTPOJIS IIyTEM OTBETOB Ha BOINPOCHI TEKYILEro KOHTPOJIsS 3HAHMH,
peLIeHHs TPEACTABICHHBIX B y4eOHO-METOAMUECKUX MaTepraiax Kadeapsl 3aa4, TECTOB;

- HanMcaHus pedepaToB U 3cce M0 OTAEIbHBIM BOIIPOCAM U3Y4aeMON TEMBI.
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