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 1. *��0 � ����+� ��'+�!�3 ��%*�#��!/ ( "�'�3)  

 *9?P:   
  

 

(BD@<DB64A<9 CD98EF46?9A<= B @9FB84I < CD<ё@4I B5D45BF>< <AHBD@4J<< E <ECB?P;B64A<9@ 
F9>EFB6OI D984>FBDB6.  

      

 �484K<:   
  

 

1. CB;A4>B@<FPES EB ECBEB54@< B5D45BF>< F9>EFB6B= <AHBD@4J<< E CB@BMPR C9DEBA4?PAOI 
>B@CPRF9DB6. 

 2. <;GK<FP < ;4>D9C<FP ;A4A<S B A4;A4K9A<< < <ECB?P;B64A<< F9>EFB6B7B CDBJ9EEBD4. 
 3. B5GK<FP BEAB64@ D45BFO 6 ED989 F45?<KAB7B CDBJ9EEBD4 MS Word. 
            

 2.  &$��"��!�3 � $��'�0&�&�  "%�"�!�3 ��%*�#��!/ ( "�'�3) 
            

 2.1 #?4A<DG9@O9 D9;G?PF4FO B5GK9A<я CB 8<EJ<C?<A9 
            

 

�;GK9A<9 8<EJ<C?<AO &9>EFB6O9 D984>FBDO A4CD46?9AB A4 HBD@<DB64A<9 E?98GRM<I 
>B@C9F9AJ<=: 

            

 CDBH9EE<BA4?PAOI >B@C9F9AJ<= < <A8<>4FBDB6 <I 8BEF<:9A<я: 

 

�4F97BD<я 
(7DGCC4) #� 

�B8 < 
A4<@9AB64A<9 
GA<69DE4?PAB= 
>B@C9F9AJ<< 

�B8 < A4<@9AB64A<9 <A8<>4FBD4 8BEF<:9A<= GA<69DE4?PAB= 
>B@C9F9AJ<< 

 

"D74A<;4J<BAAB-
GCD46?9AK9E><9 

#�-5 %CBEB59A 
BEGM9EF6?SFP 
CD9;9AF4J<R 
<AHBD@4J<BAAB= 
E<EF9@O < A4K4?PAB9 
B5GK9A<9 
CB?P;B64F9?9=. 

#�-5.1. �A49F @9FB8O BEGM9EF6?9A<S CD9;9AF4J<< <AHBD@4J<BAAB= 
E<EF9@O.. #�-5.2. '@99F BEGM9EF6?SFP C9D97B6BDO E ;4>4;K<>B@ < 
CD9;9AF4J<R CDB9>FB6. '@9FP >BBD8<A<DB64FP D45BFO CB EB;84A<R, 
484CF4J<< < EBCDB6B:89A<R <AHBD@4J<BAAB= E<EF9@O.. #�-5.3. 

�?4899F @9FB84@< BD74A<;4J<< D45BF CB GCD46?9A<R CDB9>F4@< 
<AHBD@4J<BAAB= E<EF9@O < @9FB84@< A4K4?PAB7B B5GK9A<S 
CB?P;B64F9?9=.. 

            

 2.2. $9;G?PF4FO BE6B9A<я B5D4;B64F9?PAB= CDB7D4@@O: 
 � D9;G?PF4F9 <;GK9A<S 8<EJ<C?<AO EFG89AF 8B?:9A: 
 �A4FP: 

 

1. BEAB6AO9 CBASF<S < EB6D9@9AAO9 CD<AJ<CO D45BFO E 89?B6B= <AHBD@4J<9=, 4 F4>:9 <@9FP 
CD98EF46?9A<9 B >B@CPRF9DAOI F9IAB?B7<SI, <ECB?P;G9@OI 8?S B5D45BF>< <AHBD@4J<<. 

            

 '@9FP: 
 1. CD<@9ASFP F9>EFB6O9 CDBJ9EEBDO 8?S B5D45BF>< <AHBD@4J<<. 
            

 �?489FP (A46O>< </<?< BCOF 89яF9?PABEF<):  

 

1. BEAB6AO@< @9FB84@<, ECBEB54@< < ED98EF64@< CB?GK9A<S, ID4A9A<S, C9D9D45BF>< 
<AHBD@4J<<, A46O>4@< D45BFO E >B@CPRF9DB@ >4> ED98EF6B@ GCD46?9A<S <AHBD@4J<9=. 

      

 

3.   �%&" ��%*�#��!/ ( "�'�3) � %&$'�&'$� "�$��"��&��0!"� 
#$"�$�  /  

      

 

�<EJ<C?<A4 BFABE<FES > 8<EJ<C?<A4@ K4EF<, HBD@<DG9@B= GK4EFA<>4@< B5D4;B64F9?PAOI 
BFABL9A<= A4CD46?9A<S CB87BFB6><  09.03.03 #D<>?48A4S <AHBD@4F<>4 CDBH<?P 
"�BDCBD4F<6AO9 <AHBD@4J<BAAO9 E<EF9@O".  
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 4. "�.�  ��%*�#��!/ ( "�'�3) � ���/ '+��!"� $��"&/  
      

 

"5N9@ 8<EJ<C?<AO 

�E97B K4EB6 

 

�?S BKAB= 
HBD@O 
B5GK9A<S 

�?S BKAB-
;4BKAB= HBD@O 
B5GK9A<S 

�?S ;4BKAB= 
HBD@O 
B5GK9A<S 

 

"5щ4я FDG8B9@>BEFP 8<EJ<C?<AO (;4K9FAOI 
98<A<J/K4EB6) 2 / 72 0 / 0 2 / 72 

 �BAF4>FA4я D45BF4 – 4G8<FBDAO9 ;4AяF<я: 38  10 

 �9>J<<    

 %9@<A4DO, CD4>F<K9E><9 ;4ASF<S 36  10 

 

�BAF4>FA4S D45BF4 (;4K9F, Q>;4@9A, >GDEB64S 
D45BF4) 2   

 %4@BEFBSF9?PA4S D45BF4 B5GK4RM97BES 34  58 

 #DB@9:GFBKA4S 4FF9EF4J<S   4 

 �<8 CDB@9:GFBKAB= 4FF9EF4J<< �4K9F  �4K9F 
      
            

 5. %"��$��!�� ��%*�#��!/ ( "�'�3) 
            

 5.1 %B89D:4A<9 8<EJ<C?<AO (@B8G?я) 
            

 &9@4 1. (BD@4F<DB64A<9 E?B:AB7B 8B>G@9AF4. 

 

�9>J<BAAO9 ;4ASF<S: 
!4;A4K9A<9 7?46AOI 8B>G@9AFB6. 1?9@9AFO 7?46AB7B 8B>G@9AF4. %B;84A<9 7?46AB7B 8B>G@9AF4. 
�EF46>4 6?B:9AAOI 8B>G@9AFB6. %B;84A<9 6?B:9AAB7B 8B>G@9AF4. �EF46>4 EGM9EF6GRM97B H4=?4 6 
>4K9EF69 6?B:9AAB7B 8B>G@9AF4. $45BF4 E 6?B:9AAO@< 8B>G@9AF4@<. �ECB?P;B64A<9 D9:<@4 
CDBE@BFD4 7?46AB7B 8B>G@9AF4. %>DOF<9 6?B:9AAOI 8B>G@9AFB6. '84?9A<9 6?B:9AAB7B 8B>G@9AF4. 
�?B><DB6>4 < D4;5?B><DB6>4 6?B:9AAOI 8B>G@9AFB6. 
#D4>F<K9E><9 ;4ASF<S (?45BD4FBDAO9 D45BFO): 
"F>DOF<9 < D984>F<DB64A<9 6?B:9AAOI 8B>G@9AFB6. $4;5<9A<9 < B5N98<A9A<9 6?B:9AAOI 
8B>G@9AFB6. (BD@4F<DB64A<9 6?B:9AAOI 8B>G@9AFB6. $45BF4 EB EF<?S@<. $45BF4 E D4;DO64@< 
D4;89?B6. %BID4A9A<9 7?46AOI 8B>G@9AFB6. 
%4@BEFBSF9?PA4S D45BF4: 
�;GK9A<9  F9BD9F<K9E>B7B  @4F9D<4?4. 

            

 &9@4 2. 1?9>FDBAAO9 HBD@O. 

 

�9>J<BAAO9 ;4ASF<S: 
%B;84A<9 C9K4FAOI HBD@. %B;84A<9 HBD@O. �ECB?P;B64A<9 CB?9= E?<SA<S 6 C9K4FAOI HBD@4I. 
%B;84A<9 Q?9>FDBAAOI HBD@. #?4A<DB64A<9 HBD@O. %B;84A<9 L45?BA4 HBD@O. %B;84A<9 @4>9F4. 
�ECB?P;B64A<9 CB?9= HBD@O. �B546?9A<9 H?4:>4. �B546?9A<9 F9>EFB6B7B CB?S. �B546?9A<9 
D4E>DO64RM97BES EC<E>4. �B546?9A<9 ECD46BKAB= <AHBD@4J<<. �ECB?P;B64A<9 8BCB?A<F9?PAOI 
CB?9= < @4>DBEB6. �ECB?P;B64A<9 8BCB?A<F9?PAOI CB?9= 6 HBD@4I. �B546?9A<9 @4>DBE4 6 HBD@G. 
�ECB?P;B64A<9 Q?9@9AFB6 GCD46?9A<S ActiveX. 1?9@9AFO GCD46?9A<S. �EF46>4 Q?9@9AF4 
GCD46?9A<S. "CD989?9A<9 Q?9@9AF4 GCD46?9A<S ActiveX. �4M<F4 HBD@O. �ECB?P;B64A<9 >ABC>< 
�4M<F4 HBD@O. �4M<F4 HBD@O E <ECB?P;B64A<9@ C4DB?S. %BID4A9A<9 L45?BA4 HBD@O. 
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#D4>F<K9E><9 ;4ASF<S (?45BD4FBDAO9 D45BFO): 
�ECB?P;B64A<9 HBD@O. $4ECDBEFD4A9A<9 HBD@O. �6B8 84AAOI 6 HBD@G. %BID4A9A<9 ;4CB?A9AAB= 
HBD@O. #9K4FP HBD@O. �;@9A9A<9 HBD@O. 
%4@BEFBSF9?PA4S D45BF4: 
�;GK9A<9  F9BD9F<K9E>B7B  @4F9D<4?4. 
 

&9@4 3. %?<яA<9 8B>G@9AFB6. 

 

�9>J<BAAO9 ;4ASF<S: 
%BEF46AO9 8B>G@9AFO. #D<AJ<CO D45BFO HGA>J<< E?<SA<S. %B;84A<9 BEAB6AB7B 8B>G@9AF4. �O5BD 
F<C4 BEAB6AB7B 8B>G@9AF4. �B546?9A<9 F9>EF4 6 BEAB6AB= 8B>G@9AF. #D9B5D4;B64A<9 BEAB6AOI 
8B>G@9AFB6. �O5BD <EFBKA<>4 84AAOI. %B;84A<9 <EFBKA<>4 84AAOI. �ECB?P;B64A<9 EGM9EF6GRM<I 
84AAOI. �EF46>4 CB?9= E?<SA<S 6 BEAB6AB= 8B>G@9AF. �ECB?P;B64A<9 C4A9?< <AEFDG@9AFB6 
%?<SA<9. !4EFDB=>4 C4D4@9FDB6 5?4A>4. !4EFDB=>4 C4D4@9FDB6 A4>?99>. !4EFDB=>4 C4D4@9FDB6 
>BA69DFB6. !4EFDB=>4 C4D4@9FDB6 >4F4?B74. #DBE@BFD 84AAOI EBEF46AB7B 8B>G@9AF4. 
#D4>F<K9E><9 ;4ASF<S (?45BD4FBDAO9 D45BFO): 
�EF46>4 CB?9= Word. #B?S ASK < FILLIN. #B?S IF...THEN...ELSE. #B?S MERGEREC < MERGESEQ. 

#B?S NEXT < NEXTIF. #B?9 SET. #B?9 SKIPIF. $45BF4 E <EFBKA<>4@< 84AAOI. �B546?9A<9 < 
<;@9A9A<9 CB?9=. #B<E> ;4C<E9=. �O5BD ;4C<E9= E <ECB?P;B64A<9@ H<?PFD4. %BDF<DB6>4 ;4C<E9=. 
�ECB?P;B64A<9 6A9LA97B <EFBKA<>4 ;47B?B6>4. 'CD46?9A<9 6A9LA<@< <EFBKA<>4@< 84AAOI. 
%B;84A<9 EBEF46AOI 8B>G@9AFB6. #B<E> BL<5B>. !4EFDB=>4 B>BAK4F9?PAOI C4D4@9FDB6 E?<SA<S. 
%4@BEFBSF9?PA4S D45BF4: 
�;GK9A<9  F9BD9F<K9E>B7B  @4F9D<4?4. 

            

 &9@4 4. %B;84A<9 < D45BF4 E @4>DBE4@<. 

 

�9>J<BAAO9 ;4ASF<S: 
�4C<EP @4>DBE4. #B87BFB6>4 > ;4C<E< @4>DBE4. �4C<EP @4>DBE4. %B;84A<9 >B@4A8, >ABCB> < 
EBK9F4A<= >?46<L 8?S @4>DBEB6. �4CGE> @4>DBEB6. �4CGE> @4>DBE4 E <ECB?P;B64A<9@ B>A4 8<4?B74 
 4>DBE. 'CD46?9A<9 @4>DBE4@<. '84?9A<9 < C9D9<@9AB64A<9 @4>DBE4. �BC<DB64A<9 @4>DBEB6 <; 
B8AB7B L45?BA4 6 8DG7B=. #9D9<@9AB64A<9 @B8G?9=. '84?9A<9 @B8G?S. "F>DOF<9 < ;4>DOF<9 
L45?BAB6 < 8B>G@9AFB6. �;@9A9A<9 @4>DBE4 E <ECB?P;B64A<9@ HGA>J<< ;4C<E< @4>DBEB6. �4M<F4 BF 
6<DGEB6 6 @4>DBE4I. �4M<F4 BF 6<DGEB6 6 8B>G@9AF4I Word. �ECB?P;B64A<9 J<HDB6OI CB8C<E9=. 
'EF4AB6>4 GDB6AS 59;BC4EABEF< @4>DBEB6. #DBE@BFD < G84?9A<9 Q?9@9AFB6 EC<E>4 A489:AOI 
<EFBKA<>B6. �4K9@ AG:AB <ECB?P;B64FP Visual Basic. "5M<9 E6989A<S B Visual Basic. %6B=EF64, 
EB5OF<S < @9FB8O. %BID4A9A<9 @4>DBEB6 6 Visual Basic. 1F4CO EB;84A<S CDB7D4@@O. %B;84A<9 
@4>DBE4. �4C<EP <EIB8AB7B @4>DBE4. #DBE@BFD <AEFDG>J<= @4>DBE4. �4> Visual Basic GCD46?S9F 
CDB7D4@@B= Word. �ECB?P;B64A<9 E6B=EF6 < @9FB8B6. �ECB?P;B64A<9 CDBJ98GD, @B8G?9= < 
CDB9>FB6. 
#D4>F<K9E><9 ;4ASF<S (?45BD4FBDAO9 D45BFO): 
$4EL<D9A<9 HGA>J<BA4?PABEF< @4>DBEB6 E <ECB?P;B64A<9@ HGA>J<= < GE?B6AOI <AEFDG>J<=. 
(GA>J<<. (GA>J<S MsgBox. �AEFDG>J<S 6O;B64 HGA>J<<. 'E?B6A4S <AEFDG>J<S. $984>F<DB64A<9 
>B84 @4>DBE4. #DB69D>4 @4>DBE4. "F?48>4 @4>DBE4. %B;84A<9 EC9J<4?PAOI B>BA 8<4?B74. (BD@O 
Visual Basic. %B;84A<9 HBD@O. �ECB?P;B64A<9 Q?9@9AFB6 GCD46?9A<S CD< D4;D45BF>9 HBD@. 
#B87BFB6>4 >B84 8?S <ECB?P;B64A<S 6 HBD@9. #DB69D>4 B>A4 8<4?B74. 
%4@BEFBSF9?PA4S D45BF4: 
�;GK9A<9  F9BD9F<K9E>B7B  @4F9D<4?4. 
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 5.2 $4;89?O/F9@O 8<EJ<C?<AO, <I FDG8B9@>BEFP < 6<8O ;4AяF<= 

 "5щ4я FDG8B9@>BEFP <;GK9A<я 8<EJ<C?<AO CB GK95AB@G C?4AG: �.�. (K4EB6) 2/72 

         

 (BD@4 B5GK9A<S: BKA4S �<8 >BAFDB?S: �4K9F 
         

 

№ !4<@9AB64A<9 F9@O 

�E
97
B 

�
9>
J<
< 

%9
@<
A4
DO

 

�B
AE
G?
PF
4J
<<
 / 

�
FF
9E
F4
J<
S 

%4
@B
EF
BS
F9
?P
A4
S 

D4
5B
F4

 

�B
@C
9F
9A
J<
< 

�
<F
9D
4F
GD
4 

(E
EO
?>
4 
A4
 A
B@
9D
) 

 

1 &9@4 1. (BD@4F<DB64A<9 E?B:AB7B 
8B>G@9AF4. 18  9  9 #�-5 �.1-8 

 2 &9@4 2. 1?9>FDBAAO9 HBD@O. 18  9  9 #�-5 �.1-8 

 3 &9@4 3. %?<SA<9 8B>G@9AFB6. 17  9  8 #�-5 �.1-8 

 4 &9@4 4. %B;84A<9 < D45BF4 E @4>DBE4@<. 17  9  8 #�-5 �.1-8 

 5 �BAEG?PF4J<< (>BAF4>FA4S). 2   2    

 6 #DB@9:GFBKA4S 4FF9EF4J<S (K4EB6).        

  �E97B K4EB6 72  36 2 34   

         

 (BD@4 B5GK9A<S: ;4BKA4S �<8 >BAFDB?S: �4K9F 
         

 

№ !4<@9AB64A<9 F9@O 

�E
97
B 

�
9>
J<
< 

%9
@<
A4
DO

 

�B
AE
G?
PF
4J
<<
 / 

�
FF
9E
F4
J<
S 

%4
@B
EF
BS
F9
?P
A4
S 

D4
5B
F4

 

�B
@C
9F
9A
J<
< 

�
<F
9D
4F
GD
4 

(E
EO
?>
4 
A4
 A
B@
9D
) 

 

1 &9@4 1. (BD@4F<DB64A<9 E?B:AB7B 
8B>G@9AF4. 18  3  15 #�-5 �.1-8 

 2 &9@4 2. 1?9>FDBAAO9 HBD@O. 18  3  15 #�-5 �.1-8 

 3 &9@4 3. %?<SA<9 8B>G@9AFB6. 16  2  14 #�-5 �.1-8 

 4 &9@4 4. %B;84A<9 < D45BF4 E @4>DBE4@<. 16  2  14 #�-5 �.1-8 

 5 �BAEG?PF4J<< (>BAF4>FA4S).      #�-5 �.1-8 

 6 #DB@9:GFBKA4S 4FF9EF4J<S (K4EB6). 4   4  #�-5 �.1-8 

  �E97B K4EB6 72  10 4 58   
            

 

6. #�$�+�!0 '+��!"- �&"��+�%�"�" "��%#�+�!�3 ��3 %� "%&"3&��0!"� 
$��"&/ "�'+�2-�)%3 #" ��%*�#��!� ( "�'�2) 

            

 

%4@BEFBSF9?PA4S D45BF4 6>?RK49F E?98GRM<9 99 6<8O: 
- <;GK9A<9 F9@ E4@BEFBSF9?PAB= CB87BFB6>< CB GK95AB-F9@4F<K9E>B@G C?4AG; 
- E4@BCB87BFB6>4 > CD4>F<K9E><@ < 8DG7<@ 6<84@ ;4ASF<= 3 D4EK9FAB-4A4?<F<K9E>4S D45BF4 CB 
<A8<6<8G4?PAB@G GK95AB@G ;484A<R; 
-E4@BEFBSF9?PA4S D45BF4 E?GL4F9?9= CD< CB87BFB6>9 > <FB7B6B@G F9EF<DB64A<R. 
 1F< 6<8O D45BF CD98CB?474RF: 
- E4@BEFBSF9?PAGR D45BFG E?GL4F9?S 6 5<5?<BF9>9; 
- <;GK9A<9 @4F9D<4?B6 EC9J<4?<;<DB64AAOI E4=FB6 CB F9@4@ 8<EJ<C?<AO 6 E9F< �AF9DA9F; 
- <;GK9A<9 Q?9>FDBAAOI GK95AOI @4F9D<4?B6  (Q?9>FDBAAOI GK95A<>B6, @9FB8<K9E><I @4F9D<4?B6, 
CD98EF46?9AAOI A4 E4=F9 'D%1�); 
�484A<S 8?S E4@BEFBSF9?PAB= D45BFO E?GL4F9?9= 6>?RK4RF 6 E95S: 
- 6OCB?A9A<9 F9EFB6OI ;484A<=, D4;@9M9AAOI 6 CDB7D4@@AB= B5B?BK>9 Moodle 3 CB F9@4@, 
6OA9E9AAO@ A4 E4@BEFBSF9?PAB9 <;GK9A<9; 
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- CB87BFB6>4 8B>?48B6 CB BF89?PAO@ 6BCDBE4@ >GDE4. 
'>4;4A<S < ;484A<S CB E4@BEFBSF9?PAB= D45BF9 6O84RFES A4 CD4>F<K9E><I ;4ASF<SI E GK9FB@ 
<A8<6<8G4?PAB7B GDB6AS BE6B9A<S @4F9D<4?4 E?GL4F9?S@<. 
 

#9D9K9AP 6BCDBEB6 8?я E4@BEFBяF9?PAB= D45BFO 

 

1.  "5M<9 CD46<?4 D45BFO E 8B>G@9AF4@<. 
2.  1?9>FDBAAO= BH<E. %BEF46, A4;A4K9A<9 < BEAB6AO9 I4D4>F9D<EF<>< Q?9>FDBAAB7B BH<E4 MS 
Office. 

3.  &9>EFB6O= CDBJ9EEBD MS Word. "EAB6AO9 6B;@B:ABEF< < CD<9@O D45BFO. 
4.  &9>EFB6O= CDBJ9EEBD MS Word. �4CGE> CDB7D4@@O. 1?9@9AFO B>A4. #B87BFB6>4 MS Word > 
D45BF9. 
5.  &9>EFB6O= CDBJ9EEBD MS Word. %B;84A<9, BF>DOF<9 < EBID4A9A<9 8B>G@9AF4. !4;A4K9A<9 
C4D4@9FDB6 EFD4A<JO. 
6.  &9>EFB6O= CDBJ9EEBD MS Word. #D<9@O D984>F<DB64A<S F9>EF4. 
7.  &9>EFB6O= CDBJ9EEBD MS Word. $45BF4 EB EC<E>4@<. 
8.  &9>EFB6O= CDBJ9EEBD MS Word. $45BF4 E F45?<J4@<. 
9.  &9>EFB6O= CDBJ9EEBD MS Word. ,45?BAO 8B>G@9AFB6 < <I <ECB?P;B64A<9. 
10. &9>EFB6O= CDBJ9EEBD MS Word. #BASF<9 B 6A98D9A<< B5N9>FB6. 
11. &9>EFB6O= CDBJ9EEBD MS Word. $45BF4 EB EFDG>FGDAO@< EI9@4@<. 
12. &9>EFB6O= CDBJ9EEBD MS Word.$45BF4 E D4@>4@< 

13. &9>EFB6O= CDBJ9EEBD MS Word. $45BF4 E @4F9@4F<K9E><@< HBD@G?4@<. 
14. &9>EFB6O= CDBJ9EEBD MS Word. $45BF4 E 7D4H<K9E><@< B5N9>F4@<. 
15. &9>EFB6O= CDBJ9EEBD MS Word. %B;84A<9 @4>DBEB6 

16. &9>EFB6O= CDBJ9EEBD MS Word. %B;84A<9 ECD46BKAB= E<EF9@O 

17. &9>EFB6O= CDBJ9EEBD MS Word. �A98D9A<9 < E6S;O64A<9 8B>G@9AFB6 

18. &9>EFB6O= CDBJ9EEBD MS Word. &�)!"�"��3 AUTOMATION 

19. &9>EFB6O= CDBJ9EEBD MS Word. %"���!�� #$�� �&!"�" '����&��3 

20. &9>EFB6O= CDBJ9EEBD MS Word. %"���!�� WEB-#'�����*�� 

21. &9>EFB6O= CDBJ9EEBD MS Word. ("$ �&�$"��!�� %�"�!"�" �"�' �!&� 

22. &9>EFB6O= CDBJ9EEBD MS Word. 1���&$"!!/� ("$ / 

23. &9>EFB6O= CDBJ9EEBD MS Word. 1���&$"!!/� ("$ / 

            
            

 &9@4 1. (BD@4F<DB64A<9 E?B:AB7B 8B>G@9AF4. 
 �BCDBEO 8?я 8<E>GEE<< 

 

1.  !4;A4K9A<9 7?46AOI 8B>G@9AFB6. 1?9@9AFO 7?46AB7B 8B>G@9AF4. 
2.  %B;84A<9 7?46AB7B 8B>G@9AF4. 
3.  �EF46>4 6?B:9AAOI 8B>G@9AFB6. %B;84A<9 6?B:9AAB7B 8B>G@9AF4. 
4.  �EF46>4 EGM9EF6GRM97B H4=?4 6 >4K9EF69 6?B:9AAB7B 8B>G@9AF4. 
5.  $45BF4 E 6?B:9AAO@< 8B>G@9AF4@<. 
6.  �ECB?P;B64A<9 D9:<@4 CDBE@BFD4 7?46AB7B 8B>G@9AF4. 
7.  %>DOF<9 6?B:9AAOI 8B>G@9AFB6. 
8.  '84?9A<9 6?B:9AAB7B 8B>G@9AF4. 
9.  �?B><DB6>4 < D4;5?B><DB6>4 6?B:9AAOI 8B>G@9AFB6. 

 #D4>F<K9E><9 ;484A<я 
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1.  "F>DOF<9 < D984>F<DB64A<9 6?B:9AAOI 8B>G@9AFB6. 
2.  $4;5<9A<9 < B5N98<A9A<9 6?B:9AAOI 8B>G@9AFB6. 
3.  (BD@4F<DB64A<9 6?B:9AAOI 8B>G@9AFB6. 
4.  $45BF4 EB EF<?S@<. $45BF4 E D4;DO64@< D4;89?B6. 
5.  %BID4A9A<9 7?46AOI 8B>G@9AFB6 

            

 &9@4 2. 1?9>FDBAAO9 HBD@O. 
 �BCDBEO 8?я 8<E>GEE<< 

 

1.  %B;84A<9 C9K4FAOI HBD@. %B;84A<9 HBD@O. �ECB?P;B64A<9 CB?9= E?<SA<S 6 C9K4FAOI HBD@4I. 
2.  %B;84A<9 Q?9>FDBAAOI HBD@. #?4A<DB64A<9 HBD@O. %B;84A<9 L45?BA4 HBD@O. 
3.  %B;84A<9 @4>9F4. �ECB?P;B64A<9 CB?9= HBD@O. �B546?9A<9 H?4:>4. �B546?9A<9 F9>EFB6B7B 
CB?S. �B546?9A<9 D4E>DO64RM97BES EC<E>4. �B546?9A<9 ECD46BKAB= <AHBD@4J<<. 
4.  �ECB?P;B64A<9 8BCB?A<F9?PAOI CB?9= < @4>DBEB6. �ECB?P;B64A<9 8BCB?A<F9?PAOI CB?9= 6 
HBD@4I. 
5.  �B546?9A<9 @4>DBE4 6 HBD@G. 
6.  �ECB?P;B64A<9 Q?9@9AFB6 GCD46?9A<S ActiveX. 1?9@9AFO GCD46?9A<S. �EF46>4 Q?9@9AF4 
GCD46?9A<S. "CD989?9A<9 Q?9@9AF4 GCD46?9A<S ActiveX. 
7.  �4M<F4 HBD@O. �ECB?P;B64A<9 >ABC>< �4M<F4 HBD@O. �4M<F4 HBD@O E <ECB?P;B64A<9@ C4DB?S. 
8.  %BID4A9A<9 L45?BA4 HBD@O. 

 #D4>F<K9E><9 ;484A<я 

 

1.  �ECB?P;B64A<9 HBD@O. $4ECDBEFD4A9A<9 HBD@O. 
2.  �6B8 84AAOI 6 HBD@G. 
3.  %BID4A9A<9 ;4CB?A9AAB= HBD@O. #9K4FP HBD@O. 
4.  �;@9A9A<9 HBD@O. 

            

 &9@4 3. %?<яA<9 8B>G@9AFB6. 
 �BCDBEO 8?я 8<E>GEE<< 

 

1.  %BEF46AO9 8B>G@9AFO. #D<AJ<CO D45BFO HGA>J<< E?<SA<S. 
2.  %B;84A<9 BEAB6AB7B 8B>G@9AF4. �O5BD F<C4 BEAB6AB7B 8B>G@9AF4. �B546?9A<9 F9>EF4 6 BEAB6AB= 
8B>G@9AF. #D9B5D4;B64A<9 BEAB6AOI 8B>G@9AFB6. 
3.  �O5BD <EFBKA<>4 84AAOI. %B;84A<9 <EFBKA<>4 84AAOI. �ECB?P;B64A<9 EGM9EF6GRM<I 84AAOI. 
4.  �EF46>4 CB?9= E?<SA<S 6 BEAB6AB= 8B>G@9AF. �ECB?P;B64A<9 C4A9?< <AEFDG@9AFB6 %?<SA<9. 
5.  !4EFDB=>4 C4D4@9FDB6 5?4A>4. !4EFDB=>4 C4D4@9FDB6 A4>?99>. !4EFDB=>4 C4D4@9FDB6 >BA69DFB6. 
!4EFDB=>4 C4D4@9FDB6 >4F4?B74. 
6.  #DBE@BFD 84AAOI EBEF46AB7B 8B>G@9AF4. 

 #D4>F<K9E><9 ;484A<я 

 

1.  �EF46>4 CB?9= Word. #B?S ASK < FILLIN. 
2.  #B?S IF...THEN...ELSE. 

3.  #B?S MERGEREC < MERGESEQ. 

4.  #B?S NEXT < NEXTIF. 

5.  #B?9 SET. #B?9 SKIPIF. 
6.  $45BF4 E <EFBKA<>4@< 84AAOI. �B546?9A<9 < <;@9A9A<9 CB?9=. #B<E> ;4C<E9=. �O5BD ;4C<E9= E 
<ECB?P;B64A<9@ H<?PFD4. %BDF<DB6>4 ;4C<E9=. 
7.  �ECB?P;B64A<9 6A9LA97B <EFBKA<>4 ;47B?B6>4. 'CD46?9A<9 6A9LA<@< <EFBKA<>4@< 84AAOI. 
%B;84A<9 EBEF46AOI 8B>G@9AFB6. 
8.  #B<E> BL<5B>. !4EFDB=>4 B>BAK4F9?PAOI C4D4@9FDB6 E?<SA<S 

            

 &9@4 4. %B;84A<9 < D45BF4 E @4>DBE4@<. 
 �BCDBEO 8?я 8<E>GEE<< 
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1.  �4C<EP @4>DBE4. #B87BFB6>4 > ;4C<E< @4>DBE4. �4C<EP @4>DBE4. %B;84A<9 >B@4A8, >ABCB> < 
EBK9F4A<= >?46<L 8?S @4>DBEB6. 
2.  �4CGE> @4>DBEB6. �4CGE> @4>DBE4 E <ECB?P;B64A<9@ B>A4 8<4?B74  4>DBE. 'CD46?9A<9 
@4>DBE4@<. 
3.  '84?9A<9 < C9D9<@9AB64A<9 @4>DBE4. �BC<DB64A<9 @4>DBEB6 <; B8AB7B L45?BA4 6 8DG7B=. 
4.  �4M<F4 BF 6<DGEB6 6 @4>DBE4I. �4M<F4 BF 6<DGEB6 6 8B>G@9AF4I Word. �ECB?P;B64A<9 J<HDB6OI 
CB8C<E9=. 'EF4AB6>4 GDB6AS 59;BC4EABEF< @4>DBEB6. 
5.  #DBE@BFD < G84?9A<9 Q?9@9AFB6 EC<E>4 A489:AOI <EFBKA<>B6. 
6.  %B;84A<9 @4>DBE4. �4C<EP <EIB8AB7B @4>DBE4. #DBE@BFD <AEFDG>J<= @4>DBE4. �4> Visual Basic 
GCD46?S9F CDB7D4@@B= Word. �ECB?P;B64A<9 E6B=EF6 < @9FB8B6. �ECB?P;B64A<9 CDBJ98GD, @B8G?9= 
< CDB9>FB6. 

 #D4>F<K9E><9 ;484A<я 

 

1.  $4EL<D9A<9 HGA>J<BA4?PABEF< @4>DBEB6 E <ECB?P;B64A<9@ HGA>J<= < GE?B6AOI <AEFDG>J<=. 
2.  (GA>J<<. (GA>J<S MsgBox. �AEFDG>J<S 6O;B64 HGA>J<<. 'E?B6A4S <AEFDG>J<S. 
3.  $984>F<DB64A<9 >B84 @4>DBE4. #DB69D>4 @4>DBE4. "F?48>4 @4>DBE4. 
4.  %B;84A<9 EC9J<4?PAOI B>BA 8<4?B74. (BD@O Visual Basic. %B;84A<9 HBD@O. �ECB?P;B64A<9 
Q?9@9AFB6 GCD46?9A<S CD< D4;D45BF>9 HBD@. #B87BFB6>4 >B84 8?S <ECB?P;B64A<S 6 HBD@9. #DB69D>4 
B>A4 8<4?B74. 

            

 

7. "%!"�!�3 � �"#"�!�&��0!�3 '+��!�3 ��&�$�&'$�, !�"�)"�� �3 
��3 "%�"�!�3 ��%*�#��!/ ( "�'�3) 

       

 "EAB6A4я ?<F9D4FGD4 

 

1. (98BFB6, �. �. �AHBD@4F<>4 (;484A<S < @9FB8<K9E><9 D9>B@9A84J<< 6OCB?A9A<S): GK95AB-

@9FB8<K9E>B9 CBEB5<9 : [12+] / �. �. (98BFB6. 3  BE>64; �9D?<A : �<D9>F- 98<4, 2021. 3 96 E. : 
<?., F45?., EI9@. 3 $9:<@ 8BEFGC4: CB CB8C<E>9. 3 
URL: https://biblioclub.ru/index.php?page=book&id=619131 . 3 ISBN 978-5-4499-2662-3. 3 DOI 

10.23681/619131. 3 &9>EF : Q?9>FDBAAO=. 

 

2. �AHBD@4F<>4: GK95AB9 CBEB5<9 8?S %#" / EBEF46<F9?< %. �. $O54?>4, �. �. ,>4FB64. 4 

%4D4FB6: #DBHB5D4;B64A<9, 2021. 4 171 c. 4 ISBN 978-5-4488-0925-5. 4 &9>EF: Q?9>FDBAAO= // 
*<HDB6B= B5D4;B64F9?PAO= D9EGDE IPR SMART: [E4=F]. 4 URL: 

https://www.iprbookshop.ru/99928.html . 4 $9:<@ 8BEFGC4: 8?S 46FBD<;<D. CB?P;B64F9?9=. - DOI: 

https://doi.org/10.23682/99928 

 

3. !B@5D9, %. �. �AHBD@4F<>4 ($4;89? «$45BF4 6 F9>EFB6B@ CDBJ9EEBD9 MS Word»): CD4>F<>G@ 
8?S EFG89AFB6 A4CD46?9A<S CB87BFB6>< 38.03.01 3 «1>BAB@<>4» / %. �. !B@5D9, %. �. %FBDB:96, 
�. �. �BDB?P. 4  4>996>4 : �BA54EE>4S A4J<BA4?PA4S 4>489@<S EFDB<F9?PEF64 < 4DI<F9>FGDO, 
1�% �%�, 2021. 4 231 c. 4 &9>EF : Q?9>FDBAAO= // *<HDB6B= B5D4;B64F9?PAO= D9EGDE IPR 
SMART : [E4=F]. 4 URL: https://www.iprbookshop.ru/120022.html . 4 $9:<@ 8BEFGC4: 8?S 
46FBD<;<D. CB?P;B64F9?9= 

 

4. �GD74EB6, �. �. �AHBD@4F<>4 (G7?G5?9AAO= GDB69AP) : GK95AB9 CBEB5<9 8?S %#" / �. �. 
�GD74EB6, �.  . $B:>B6, %.  . �G><A4. 4 �<C9J> : �<C9J><= 7BEG84DEF69AAO= F9IA<K9E><= 
GA<69DE<F9F, 1�% �%�, 2021. 4 112 c. 4 ISBN 978-5-00175-103-8. 4 &9>EF : Q?9>FDBAAO= // 
*<HDB6B= B5D4;B64F9?PAO= D9EGDE IPR SMART : [E4=F]. 4 URL: 

https://www.iprbookshop.ru/120899.html . 4 $9:<@ 8BEFGC4: 8?S 46FBD<;<D. CB?P;B64F9?9= 

 �BCB?A<F9?PA4я ?<F9D4FGD4 

 

5. �BA84D9A>B, �. %. �AHBD@4F<>4 : CD4>F<>G@ / �. %. �BA84D9A>B. 4  BE>64 : �;84F9?PE><= 
�B@  �%<%, 2020. 4 54 c. 4 &9>EF : Q?9>FDBAAO= // *<HDB6B= B5D4;B64F9?PAO= D9EGDE IPR 
SMART : [E4=F]. 4 URL: https://www.iprbookshop.ru/106712.html . 4 $9:<@ 8BEFGC4: 8?S 
46FBD<;<D. CB?P;B64F9?9= 
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6. �4L@4>B64, �. �. �AHBD@4F<>4 < <AHBD@4J<BAAO9 F9IAB?B7<<. &9IAB?B7<S D45BFO 6 MS 
WORD 2016 : GK95AB9 CBEB5<9 / �. �. �4L@4>B64. 4  BE>64 : �= #< �D  98<4, 2020. 4 90 c. 4 

ISBN 978-5-4497-0515-0. 4 &9>EF : Q?9>FDBAAO= // *<HDB6B= B5D4;B64F9?PAO= D9EGDE IPR 
SMART : [E4=F]. 4 URL: https://www.iprbookshop.ru/94204.html . 4 $9:<@ 8BEFGC4: 8?S 
46FBD<;<D. CB?P;B64F9?9= 

 

7. �<?>B, �. #. �AHBD@4F<>4. +4EFP 1 : GK95A<> 8?S %#" / �. #. �<?>B, �. !. &<FB64, 1. �. 
�S@<AB64. 4 %4D4FB6,  BE>64 : #DBHB5D4;B64A<9, �= #< �D  98<4, 2020. 4 182 c. 4 ISBN 

978-5-4488-0873-9, 978-5-4497-0637-9. 4 &9>EF : Q?9>FDBAAO= // *<HDB6B= B5D4;B64F9?PAO= 
D9EGDE IPR SMART : [E4=F]. 4 URL: https://www.iprbookshop.ru/97411.html . 4 $9:<@ 8BEFGC4: 
8?S 46FBD<;<D. CB?P;B64F9?9=. - DOI: https://doi.org/10.23682/97411 

            

 

8. #�$�+�!0 #$"�$�  !"�" "��%#�+�!�3, �!("$ �*�"!!/) 
%#$��"+!/) %�%&�  � �!&�$!�& - $�%'$%"�, !�"�)"�� /) ��3 

"%�"�!�3 ��%*�#��!/ ( "�'�3) 
     

 #DB7D4@@AB9 B59EC9K9A<9 
     

 № !4<@9AB64A<9 "C<E4A<9  

 

1 MS Office 2007 - 2019 #4>9FO CD<>?48AOI CDB7D4@@, 6>?RK4RM<9 
F9>EFB6O9 CDBJ9EEBDO, F45?<KAO9 
CDBJ9EEBDO, <AEFG@9AFO EB;84A<S 
CD9;9AF4J<=.  

 

2 Adobe Acrobat Reader #DB7D4@@AB9 B59EC9K9A<9 8?S KF9A<S H4=?B6 
6 HBD@4F9 PDF.  

 

3 Google Chrome, Mozilla Firefox, 

3A89>E �D4G;9D 

�AF9DA9F-5D4G;9DO. 
 

 

4 Open Office, Libre Office �DBEEC?4FHBD@9AAO=, E6B5B8AB 
D4ECDBEFD4AS9@O= BH<EAO= C4>9F E BF>DOFO@ 
<EIB8AO@ >B8B@.  

            

 �AF9DA9F-D9EGDEO, <AHBD@4J<BAAO9 < ECD46BKAO9 E<EF9@O 

     

 № !4<@9AB64A<9 "C<E4A<9  

 

1 IT-CBDF4? «%9D69D �AHBD@4J<BAAOI 
&9IAB?B7<=» 

http://citforum.ru/ 

 

 2 MSDN 3 E9FP D4;D45BFK<>B6 Microsoft https://msdn.microsoft.com/ru-ru/  

 

3 �AF9DA9F 'A<69DE<F9F 
�AHBD@4J<BAAOI &9IAB?B7<= - 
59EC?4FAB9 8<EF4AJ<BAAB9 
B5D4;B64A<9. 

www.intuit.ru/ 

 

 

4 )D4A<?<M9 8B>G@9AF4J<< 
 4=>DBEBHF 8?S CB?P;B64F9?9=, 
D4;D45BFK<>B6 < �& EC9J<4?<EFB6. 

https://docs.microsoft.com/ru-ru/ 
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9. &$��"��!�3 �  �&�$���0!"-&�)!�+�%�" ' � '+��!"- �&"��+�%�" ' 
"��%#�+�!�2 ��%*�#��!/ ( "�'�3) 

            

 

#B@9M9A<S, 6 >BFBDOI CDB6B8SFES ;4ASF<S, CD98EF46?SRF EB5B= GK95AO9 4G8<FBD<< 8?S CDB6989A<S 
GK95AOI ;4ASF<=. �4AAO9 4G8<FBD<< BEA4M9AAO9 B5BDG8B64A<9@ < F9IA<K9E><@< ED98EF64@< 
B5GK9A<S. 
�B@CPRF9DO, <AHBD@4J<BAAB-F9?9>B@@GA<>4J<BAAO9 E9F<, 4CC4D4FAB-CDB7D4@@AO9 < 
4G8<B6<;G4?PAO9 ED98EF64, A4IB8SM<9ES 6 GK95AOI 4G8<FBD<SI: 
- C9DEBA4?PAO= >B@CPRF9D <?< ABGF5G> (8?S CD9CB8464F9?S) E 6OIB8B@ 6 E9FP <AF9DA9F; 
- CDB9>FBD; 
- 4>>GEF<K9E>4S E<EF9@4 
- Q>D4A 8?S CDB9>FBD4; 
- 8BE>4 @4D>9DA4S (GK9A<K9E>4S 8BE>4); 
#B@9M9A<S 8?S E4@BEFBSF9?PAB= D45BFO B5GK4RM<IES BEA4M9AO >B@CPRF9DAB= F9IA<>B= < <@9RF 
6B;@B:ABEFP CB8>?RK9A<S > E9F< <AF9DA9F < B59EC9K<64RF 8BEFGC > Q?9>FDBAAB= <AHBD@4J<BAAB-

B5D4;B64F9?PAB= ED989 4>489@<<. 
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� CDBJ9EE9 BE6B9A<S 8<EJ<C?<AO <ECB?P;GRFES E?98GRM<9 B5D4;B64F9?PAO9 F9IAB?B7<<: 
1. %F4A84DFAO9 @9FB8O B5GK9A<S: 
- ?9>J<<; 
- CD4>F<K9E><9 ;4ASF<S, A4 >BFBDOI B5EG:84RFES BEAB6AO9 CDB5?9@O, BE69M9AAO9 6 ?9>J<SI < 
EHBD@G?<DB64AAO9 6 8B@4LA<I ;484A<SI; 
- C<EP@9AAO9 <?< GEFAO9 8B@4LA<9 ;484A<S; 
- E4@BEFBSF9?PA4S D45BF4 EFG89AFB6, 6 >BFBDGR 6IB8<F BE6B9A<9 F9BD9F<K9E>B7B @4F9D<4?4, 
CB87BFB6>4 > CD4>F<K9E><@/?45BD4FBDAO@ ;4ASF<S@, 6OCB?A9A<9 G>4;4AAOI 6OL9 
C<EP@9AAOI/GEFAOI  ;484A<=, D45BF4 E ?<F9D4FGDB=. 
2.  9FB8O B5GK9A<S E CD<@9A9A<9@ <AF9D4>F<6AOI HBD@ B5D4;B64F9?PAOI F9IAB?B7<=: 
- >DG7?O9 EFB?O; 
- 7DGCCB6O9 8<E>GEE<< < CDB9>FO; 
- B5EG:89A<9 D9;G?PF4FB6 D45BFO EFG89AK9E><I <EE?98B64F9?PE><I 7DGCC. 
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 2 �4H98D4  <'# �.�.  4E>4=><A4  29.06.2021 

 3 �4H98D4 �� � �.#.  4E>4=><A  29.06.2021 

 4 'K95. @9FB8. BF89?  .". �9DS5<K964  29.06.2021 

 5 �<5?<BF9>4 �.�. ,C4>B64  29.06.2021 
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