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1. HEJIb U 3AJJIAYU U3YUEHUSA JTUCHUIIIUHBI (MOAYJISA)
ean:
dopMupoBaHUE TIPEICTABICHUA O METOJaX U MpuéMax o0paboTKu MHGOPMAIIMK C UCIIOJIb30BAaHUEM
TEKCTOBBIX PEIaKTOPOB.

3agaun:
1.1103HAKOMUTHCSI CO crtocobamMu 0OpabOTKU TEKCTOBON HH(DOPMAITHH C TIOMOIIBIO TIEPCOHATBHBIX
KOMITHIOTEPOB.
2.M3y4YUTh U 3aKPEIUTh 3HAHUS O HA3HAYCHUHU M UCIIOJIh30BAHUU TEKCTOBOTO IPOIIECCOpA.
3.00y4uTh OCHOBaM pabOTHI B cpejie TabmmuHOro nporeccopa MS Word.

2. TPEBOBAHUA K PE3YJIBTATAM OCBOEHUSA JUCHUIIJIMHBI (MOAYJIA)
2.1 Ilnanupyemble pe3yJbTAThI 00yUeHHUSs 10 JUCHHUILITIMHE

N3ydenne quctuminHbl TeKCTOBBIE PEaKTOPhI HAMPABICHO HA (OPMUPOBAHUE CIECTYIOIIUX
KOMIIETEHIIUN:

npodeccuoHAJIbHbIX KOMNETEHIHI 1 HHIUKATOPOB HX T0CTHKEHHUSI:

Kon u
Kareropus HaMMEHOBaHUe Koa u HaumMeHOBaHMe MHAUKATOPA JOCTHKEHUI YHUBEPCAJIbHOM
(rpynmna) IIK YHHBEpCaJIbHOH KOMIIETEHLIUH
KOMIIeTeHIN U
OpranunzaiuonHo- [[IK-5 Ciocoben [1K-5.1. 3HaeT METOABI OCYIIECTBICHHS NMPE3CHTAMH HH()OPMAIIMOHHON
YOPABICHYECKUE  (OCYLIECTBIIATH cucteMbl.. IIK-5.2. VYMmeeT oCylecTBIAT HNEPErOBOPHl € 3aKA3UHMKOM H
[IPE3EHTALINIO [IPE3CHTALUIO MPOEKTOB. YMETh KOOPAWHUPOBATH PabOTHl MO CO3IAHMIO,
MHGOPMAIMOHHOM aJanTalid M COMPOBOXIEHUIO HH(POpMaMOHHON cuctembl.. [1K-5.3.
CHCTEMBI M HauaJibHOE [BiazeeT MeToJaMu OpraHM3allMd padoT IO YHPaBICHHUIO MpPOEKTaMHy|
00y4eHune MHQOPMALMOHHOM CHCTEMBl M METOJaMHM HAYalbHOTO OOydYeHHS
[10JIb30BATENEH. [10JIb30BATEIIEH. .

2.2. Pe3yabTaThl 0cBOCHHsI 00pa30BaTe1bHOM NPOrPaMMbI:
B PE3YIbTATC U3YUCHUSA JUCHUIIIMHBI CTYJCHT JOJIKCH:
3HaTh:
1.0CHOBHBIE MOHATHUS U COBPEMEHHBIE IPUHLIUIIBI pabOTHI € 1€7I0BOM HH(POpMaIUEH, a TaKKe UMETh
NpeJCTaBICHNE O KOMITBIOTEPHBIX TEXHOJOTHSIX, UCIOIB3YyEMBIX /1151 00paboTKH MH(OpMAIIH.

Ymern:
1 .MpUMEHSATH TEKCTOBBIE MPOLIECCOPHI JIIs1 00pabOTKH HHPOPMAITHIH.

Baaaers (HaBbIKH M/MJIM ONBIT A€ATEJILHOCTH):
1.0OCHOBHBIMH ~METOJaMH, CIIOCOOaMH H CpPEACTBAMH TMOJYYCHHS, XpaHEHUs, TNepepaboTKu
nH(popMaIru, HaBEIKaMH pabOTHI C KOMITBIOTEPOM KaK CPEJICTBOM YIpaBJeHUsI HH(OpMaIen.

3. MECTO JUCHUILJIMHBI (MOAYJIS1) B CTPYKTYPE OGPA3OBATEJIBHOM
IHPOI'PAMMBI

JlucuMmiuHa OTHOCHUTCA K JUCHUIUIMHAM YacTd, (OpMHUpPYEeMOH y4yaCTHHKaMHU OOpa30BaTEIbHBIX
OTHOILIEHUN HAIpaBICHUSA IOATOTOBKHU 09.03.03 Ilpuxiagnas wuHOpMaTHKa HPOPHUIH
"KopnoparusHble ”HGOPMAIIMOHHBIE CUCTEMBI'".
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4. OFBEM JIJUCHOUILJIMHBI MOAYJIS1) U BUJIbl YYEBHOM PABOTHI

Bcero uacos
OGbeM HCIHILIHHEL Jis ounoi Jloist f)‘lHO- s 3a0uHOM
dopmbl | 3204HOI HOPMBI bopmbl
00yJeHus 00yJeHus oOy4eHus

O01masi TPy10eMKOCTh JUCHMILUIUHBI (3a4€THBIX 2,72 0/0 2,72
eINHUIL/YACOB)
KonTakTHas padoTa — ayIMTOPHbIE 3aHATHS: 38 10
JIekiuu
CeMuHapbl, IPAKTUYECKUE 3aHATUS 36 10
KonrtakTHas pabota (3a4eT, 9K3aMeH, KypcoBasi )

abora)
CamocrosiTenbHas paboTa oOydJaroIerocs 34 58
[TpoMexyTouHas aTTecTalus 4
Bu npomMeXyTouHOU aTTecTanuu 3auer 3auer

5. COAEP) KAHUE JUCHUITJIMHBI (MOAYJIS)
5.1 Conep:xanue TMCUMILTUHBI (MOTYJIA)

Tema 1. ®opmaTupoBaHHe CJI0KHOI0 JOKYMEHTA.

JlekIMOHHBIE 3aHATUA:

Ha3nauenue TJIaBHBIX JTOKYMEHTOB. DJIEMEHTHI TNIaBHOTO AOKyMeHTa. Co3/aHWe TIaBHOTO JIOKyMEHTA.
BcraBka BioxeHHbIX JoKyMeHTOB. Co3aHue BIOKEHHOr0 TI0KyMeHTa. BeraBka cymiectByroero ¢aiina B
Ka4yecTBE BIIOKEHHOTO JOKyMeHTa. PaboTa C BIOKEHHBIMH JOKYMEHTaMHu. lcmonb30BaHuE pexnMa
IIPOCMOTpA IJIaBHOTO AOKyMeHTa. CKpBITHE BIOKEHHBIX IOKYMEHTOB. Y JajieHHE BJIOKEHHOT'O JOKYMEHTA.
brnoxupoBka u pa3z010KupoBKa BII0)KEHHBIX JOKYMEHTOB.

[TpakTyeckue 3aHATUSA (1abopaToOpHbIe PadOTHI):

OTKpbITHE ¥ pENaKTUPOBAaHHME BIIOKEHHBIX JOKYMEHTOB. Pa30OueHne W OObEAMHEHHE BIIOYKEHHBIX
nokymMeHToB. dDopMaTHpoBaHHE BIOXEHHBIX JOKyYMEeHTOB. PabGora co crtunmsmu. PabGota ¢ paspbiBamu
pasnenoB. CoxpaHeHHUE ITIaBHBIX TOKYMEHTOB.

CamocrosrenbHas paboTa:

N3y4yeHne TeopeTHYecKoro marepuana.

Tema 2. DnekTpoHHBIE (POPMBI.

JIeKIIMOHHEIE 3aHATHA:

Co3nanue mnevatHsix ¢opMm. Co3nganue (opmsel. Vcronp3oBaHue mosied CIUSHHUS B MEYAaTHBIX (opmax.
Coznmanne »nexkTpoHHBIX GopM. [Tnanuposanue dopmel. Coznanue mabdimoHa ¢opmbel. Co3manne Makera.
Hcnonb3oBanue mnoneit ¢opmel. JlobaBnenue ¢uaxka. JlobaBneHue TtekcroBoro mois. JlobaBinenue
packpeiBaromerocst crucka. JloGaBneHue crpaBouHOW WHPOpManuu. Vcmoiap3oBaHWE TOTONHUTEIBHBIX
nojieit 1 MakpocoB. Vcrnonb3oBaHue JOMOIHUTENbHBIX Moel B opmax. JlobaBieHune makpoca B Gpopmy.
Hcnonb3oBanue »sieMeHTOB ymnpasieHus ActiveX. OneMmMeHTbl ympasieHus. BcraBka 3riemeHTa
ynpasieHus. OnpeneneHue sneMeHTa yrpasieHus ActiveX. 3ammra ¢opmbl. Mcnoiab3oBaHHE KHOIKU
3ammra Gopmel. 3anuTa GopMbI ¢ UCTIONTb30BaHueM Mapoiisa. CoxpaHeHue madaoHa GOpPMEI.
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[TpakTudeckue 3anstus (1abopaTopHbIe pabOTHI):

Hcnons3oBanue ¢opmel. Pacnpoctpanenue Gopmbl. BBoa ganubix B ¢opmy. CoxpaHeHue 3anoJHEHHON
¢dopwmsl. [Tewats popmbl. M3menenue Gpopmel.

CamocrosTenbHas padbora:

N3ydyeHne TeOopeTHMUecKOro marepuana.

Tema 3. Cansinue J0KyMEHTOB.

JlexuinoHHbBIE 3aHATHUS:

CocraBHble TOKyMEHTHI. [IpuHiumel paboTel pyHKIME ciusaus. Co31aHne OCHOBHOTO JOKyMeHTa. Beioop
TUIIa OCHOBHOTO JokyMeHTa. /loOaBieHHe TekcTa B OCHOBHOW JOKyMeHT. [IpeoOpa3zoBaHue OCHOBHBIX
JTOKYMEHTOB. Bb1Oop ucTounmnka naHHbx. Co3MaHue UCTOYHUKA JaHHBIX. MICIOIb30BaHNE CYIIECTBYIOIINX
naHHBIX. BceraBka moneil ciausHUS B OCHOBHOM JOKyMeHT. lcmonb30BaHWE TaHENd HWHCTPYMEHTOB
Cmusnue. Hacrtpoiika napamerpoB Omanka. Hactpoiika napamerpoB Hakieek. Hactpoiika mapameTpoB
KoHBepToB. HacTpoiika napameTpoB karanora. [I[pocMOTp JaHHBIX COCTAaBHOTO JOKYMEHTA.

[TpakTdeckue 3ausTus (J1abopaTopHbIe pabOTHI):

Bcraeka noneit Word. ITons ASK u FILLIN. IToss IF... THEN...ELSE. ITons MERGEREC u MERGESEQ.
IMons NEXT u NEXTIF. ITone SET. Ilone SKIPIF. PaGora ¢ mcrouHukamu naHHbIX. [loOaBlieHHe U
u3menenue nosnei. [louck 3amuceii. Beibop 3amuceii ¢ ucnonb3zoBanueMm ¢uiabTpa. COpTUPOBKA 3aMHCEH.
Hcnonp3oBaHne BHEIIHETO HWCTOYHHMKA 3arojioBKAa. YTpaBiICHHUE BHEIIHUMHU MCTOYHUKAMH JaHHBIX.
Coznanue coctaBHBIX J0KyMeHTOB. [lonck ommbok. Hactpoiika OKOHYaTebHBIX TapaMeTPOB CIHUSHHUSL.
CamocrositenpHas padoTa:

W3ydyeHne TeopeTHUECKOro marepuana.

Tema 4. Coznanue u padora ¢ MAKpOCaMH.

JIeKunOHHbIE 3aHATHS:

3amucp Makpoca. IlogroroBka k 3ammcu Makpoca. 3amuch Makpoca. Co3naHue KOMaHJA, KHOIOK U
COYETaHWM KJIaBMII JJI1 MAaKpOCOB. 3allyCK MakpOCOB. 3allyCK Makpoca ¢ MCIOJIb30BAHHEM OKHa JMajora
Maxkpoc. YnpasineHue Makpocamu. Y JaJIEHHE U IEepEeUMEHOBaHME Makpoca. KonmpoBaHue MakpocoB W3
onHoro mabnoHa B Jpyroi. IlepemmeHoBanue monyineil. Ypanenue moayns. OTKpbITHE U 3aKpbITHE
111a0JIOHOB U IOKyMEHTOB. MI3MeHeHne Makpoca ¢ UCIoJIb30BaHNEM (DYHKIIMU 3alIUCH MAaKpPOCOB. 3aIUTa OT
BHUPYCOB B Makpocax. 3aluTa OT BHpPycoB B aokyMeHTax Word. VMcnonb3oBanue nu@poBbIX MOANHCEH.
YcraHoBKa ypoBHsI 0e30macHOCTH MakpocoB. IIpocMOoTp W yhaneHHe 3JIeMEHTOB CIHMCKAa HaJEXKHBIX
MCTOYHUKOB. 3aueM HY>KHO ucrnoibp3oBaTh Visual Basic. O6mue cenenus o Visual Basic. CsoiicTsa,
coObITHst U Metonbl. CoxpaHeHne MakpocoB B Visual Basic. Drtambl co3ganus nporpammbl. CosnaHue
Makpoca. 3amuch UCXoaHOro makpoca. IIpocmorp mHCTpykumii makpoca. Kak Visual Basic ymnpaBnser
nporpamMmmoii Word. Hcmonb3oBaHue CBOWCTB MW METOAOB. lcrmonb3oBaHuE TMpolLeayp, MOIyled u
MIPOEKTOB.

[TpakTuyeckue 3ausATHs (J1abopaTopHbIe PabOTHI):

Pacmipenue ¢QyHKIIMOHAIBLHOCTH MaKpOCOB C HCIMOJIb30BaHMEM (YHKUHMH M YCIOBHBIX HHCTPYKLHUH.
Oynkiun. Oynkius MsgBox. UHcTpykuus BeI30Ba (YHKUIMHU. YCIIOBHas MHCTpYKUUsA. PenaktupoBanue
koma makpoca. [IpoBepka makpoca. Otnaaka makpoca. Co3gaHue CHENUATBbHBIX OKOH auaiiora. @opmsl
Visual Basic. Co3manue ¢dopmbl. Mcmonp3oBaHue 5>IE€MEHTOB YIpaBleHUss Tpu paszpaboTke GopmM.
[TonroroBka koja /i1s Mcnonb3oBaHus B popme. [IpoBepka okHa Auanora.

CamocrosrenbHas paboTa:

N3ydyeHne TeopeTHMUecKoro marepuana.
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5.2 Pa3nenbl/TeMbl AUCHUNJIMHBIL, HX TPYA0€MKOCTh U BHAbI 3aHATHI
O01masi TPy10eMKOCTb H3YUYEeHUs TUCHHUILUIMHBI 10 YueOHoMYy miiany: 3.E. (yacoB) 2/72

dopma 00yueHus: OUHAS Bun xoutpons:  3auer
- 5 =
<
S = S 2
= S A S s =
- | 5| B [5E| 5| E|5E
—~ = [0
No HaumenoBanue tembl 51 2 = = 5 58 5 g g
@ & 5 | pE| 88| £ | E¢
O E g S = B
g1z | 2|73
o 2
1{Tema 1. ®opmaTupoBaHUe CIOKHOTO 18 9 9 nK-5 | J1.1-8
ITOKYMEHTA.
2(Tema 2. DieKTpOHHBIE HOPMEL. 18 9 9 TIK-5 | JI.1-8
3[Tema 3. CniusiHME TOKYMEHTOB. 17 9 8 TIK-5 | JI.1-8
4Tema 4. Coznanue u paboTa ¢ MaKpocamH. 17 9 8 IIK-5 | JI.1-8
S[KoHcynbTanuu (KOHTAKTHAS). 2 2
6[IpomexyTouHast aTTecTarys (4acoB).
Bcero yacos 72 36 2 34
dopma 00yueHHs: 3a0UHas Bun kontponst:  3auer
- o a
<
2 = s |EE| 28| B | £2
Ne HaunmenoBanme TeMbl 8 g = = 5 33 S o T
m ) = > 0O £ S = =
= > &£ o o s ; Z
O E g S = =
E5lE | 2|73
© 2
1{Tema 1. ®opmaTrpoOBaHHUE CIOKHOTO 13 3 15 k-5 | J1.1-8
TOKyMEHTa.
2[Tema 2. DeKTpoHHBIE GOpPMBI. 18 3 15 MK-5 | JL.1-8
3[Tema 3. CusHHE JOKYMEHTOB. 16 2 14 MK-5 | JL.1-8
4Tema 4. Coznanue u paboTa ¢ MAaKPOCAMH. 16 2 14 K-5 | JI.1-8
5Koncynpranuu (KOHTaKTHAs). MK-5 | JL.1-8
6[IpomexxyrouHast aTTecTaryst (4acoB). 4 4 [K-5 | JI.1-8
Bcero gacos 72 10 4 58

6. MEPEYEHDb YYEBHO-METOJIMYECKOT'O OBECINEYEHMSA 1151 CAMOCTOSTEJLHOM
PABOTBI OBYYAIOLMXCS MO JUCUMIIJIMHE (MOAY.JTIO)

CaMocTosiTenbHast paboTa BKIIOYAET CIECIYIONINE €€ BUIbL:

- I3YUYCHUC TCM CaMOCTOSATEIbLHOMN IIOATOTOBKMH 110 yqe6HO-TCMaTquCKOMy IJ1a”ny,

- CaMOIOATOTOBKAa K MPAKTUYECKHUM W JIPYTHUM BHJIaM 3aHSATHI — pacueTHO-aHaJUTHUYecKas padoTa IO
UHIUBUAYAILHOMY Y4eOHOMY 3aJaHHIO;

-caMOCTOsATeIbHAs paboTa ClIyIIaTenei Mpy MOAr0TOBKE K HITOTOBOMY TECTHPOBAHHUIO.

OT1H BUABI pabOT IIPEAoNIaraoT:

- CaMOCTOSTENBHYIO PaboTy ciryrnarens B OuOIHoTeKe;

- I3YUYCHUC MAaTCPpHAIIOB CIICHUAIIN3UPOBAHHBIX CaHlTOB II0 TEMaM JUCHUIIJINHBI B CETU I/IHTepHeT;

- U3y4YeHHUE DIIEKTPOHHBIX YUYEOHBIX MaTepUanoB (IIEKTPOHHBIX Y4EOHHUKOB, METOJMYECKUX MATEpPHAIIOB,
Mpe/icTaBlIeHHbIX Ha caiite YpCOUN);

3ananus A1 CaMOCTOSTENILHON paboThI chyliaTeneil BKIOYaloT B ceOs:

- BBIMOJTHEHHWE TECTOBBIX 3a/JaHHM, Pa3MEIICHHBIX B TporpamMmHOil oOonouke Moodle — mo Temawm,
BBIHCCCHHBIM Ha CAMOCTOATCIIbHOC U3YUYCHUC,
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- IOJITOTOBKA JJOKJIA/I0B 110 OTAEIbHBIM BOIIPOCAM Kypca.
VYKazaHus U 3aJJaHUs IO CAMOCTOSITENIbHON padoTe BHIAAIOTCS HA MPAKTHUECKUX 3aHATHIX C YUETOM
MH/IMBUYaJIbHOTO YPOBHSI OCBOEHHS MaTepualla ClIylaTesIMHU.

IlepeyeHb BONPOCOB /ISl CAMOCTOATENbHOI PadoThI

1. O6mue npaBuiia paboThl ¢ JOKYMEHTaMHU.

2. DOmnexktpoHHbi opuc. CocTaB, Ha3HAYCHHE W OCHOBHBIC XapaKTEPUCTUKH AJIEKTPOHHOTO oduca MS
Office.

3. TexkcroBbiii mporieccop MS Word. OcHOBHBIE BOBMOYKHOCTH M IIPUEMBI PaOOTHI.

4. TexkcroBeii mporeccop MS Word. 3amyck nporpammel. DnemenTsl okHa. [loaroroka MS Word k
pabore.

5. TekcroBerii mporieccop MS Word. Co3ganme, OTKpBITHE W COXpaHEHHE JOKyMeHTa. Ha3HaueHwue
MapaMeTpoB CTPAHUIIBI.

6. Texcrosblil nporieccop MS Word. [Ipuembl pegakTupoBaHus TEKCTA.

7. TexctoBbrit mporieccop MS Word. PaGora co criuckamu.

8. Texcrossriit mporeccop MS Word. PaGoTa ¢ Tabnuiamu.

9. TexctoBsiit mporieccop MS Word. [11aG10HBI JOKYMEHTOB M UX HCIIOIb30BAHHE.

10. TekcToBsrii mporieccop MS Word. IlonsiTie 0 BHeApEeHNH 0OBEKTOB.

11. TexcroBeriit mporieccop MS Word. Pa6oTta co CTpyKTypHBIMH CXEeMaMH.

12. TekcroBerit mporieccop MS Word.Pabora ¢ pamkamu

13. TexcroBsriii mporieccop MS Word. PaGora ¢ marematndeckumu popmyiamu.

14. TexcroBsrii mporieccop MS Word. Pabota ¢ rpadpuyeckinmu 00beKTaMu.

15. Texcroeriit nmponieccop MS Word. Coznanue MakpocoB

16. TexcroBeiit mporieccop MS Word. Co3ganue cripaBoyHO#M CUCTEMBI

17. TekcToBblii mporeccop MS Word. BHenpenue u cBs3bIBaHNE JOKYMEHTOB

18. Texkcrosorit mpouieccop MS Word. TEXHOJIOTUS AUTOMATION

19. TexcroBsrii mporieccop MS Word. CO3JJAHUE ITPEAMETHOI'O YKA3ATEJIA

20. Tekcrossiit iporieccop MS Word. CO3JJAHUE WEB-ITYBJINKALINUA

21. Tekcrosiit npoueccop MS Word. DOPMATHUPOBAHUE CJIOKHOI'O JOKYMEHTA

22. Tekcrossiit mporieccop MS Word. DJIEKTPOHHBIE ®OPMbI

23. Texcrosiii npoueccop MS Word. JIEKTPOHHBIE ®OPMbI

Tema 1. ®opmaTupoBaHHe CJI0KHOIO JOKYMEHTA.

Bonpocs! qis guckyccum

Ha3nauenue riaBHbIX JTOKYMEHTOB. JJIEMEHTHI [J1aBHOTO JOKYMEHTA.
Coznianue riaBHOTO JOKYMEHTA.

BcraBka BioKeHHBIX JOKYMEHTOB. CO31aHHE BIOKEHHOIO TOKYMEHTA.
Bcragka cymiectByromero (aiisia B KauecTBe BIOKEHHOTO JOKYMEHTA.
Pabora ¢ BJ10KEHHBIMU JOKYMEHTaMH.

Hcnonp3oBaHue pexxuma MpocMoTpa IIaBHOTO JOKYMEHTA.

CKpBbITHE BIIO)KEHHBIX JOKYMEHTOB.

VY nanenue BIOXKEHHOTO JOKYMEHTA.

. BroxupoBka 1 pa3z010KMpPOBKa BIOKEHHBIX JOKYMEHTOB.
IIpakTHYeckue 3a1aHUsA

o R N
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OTKpBITHE U PEJAKTUPOBAHUE BIOKEHHBIX IOKYMEHTOB.
Pa3z6uenne u o0beiMHEHNE BIOKEHHBIX JOKYMEHTOB.
DOopMaTUPOBAHUE BIIOKECHHBIX JOKYMEHTOB.

Pabota co ctuiisamu. Pabota ¢ pa3peiBaMu pa3iesios.
CoxpaHeHue I1aBHbIX TI0KYMEHTOB

MRS

Tema 2. D1ekTpoHHBbIE (POPMBI.

Bomnipocsl 1uist AUCKYCCHHA

1. Coznanue neyatabix Gopm. Cozmanue hopmel. Mcmob30BaHue MOJICH CIMSHUS B TIEYaTHBIX (hOpMax.
2. Co3panue 31ekTpoHHBIX GopMm. [lnanupoanue popmsl. Coznanue madnoHa GOpMBI.

3. Cosznanue makera. Micnons3oBanue noseit popmel. JJobaBnenue duiaxka. JlobaBieHrne TEKCTOBOTO
nojisi. JloGaBiieHne packpeiBaronierocs cnucka. /lobasienue crpaBo4yHoi nHGOpMaLHH.

4. Wcnonp30BaHuE AOMOJHUTENBHBIX MTOJIEH U MakpocoB. Vcriosib30BaHNE AOMOIHUTENbHBIX M10JIEH B
dhopmax.

5. JloGaBnenue Makpoca B Gpopmy.

6. Mcnonp3oBaHue 351eMeHTOB yrpaieHus ActiveX. DineMeHThl yrpaBieHus. BecraBka snementa
ynpasienusi. OnpenerneHue aneMeHTa yrnpasnenus ActiveX.

7. 3amuta popmsel. Mcnonb3oBanue kHONKY 3ammra Gopmbl. 3auTa GopMBbl ¢ UCIIOIb30BaHUEM HAapoJIs.
8. Coxpanenue mabdioHa GOpMBHI.

IIpakTHyeckue 3agaHus

1. Hcnons3oBanue hopmel. Pactipoctpanenue GopMsl.

2. BBoJ 1aHHBIX B opMmy.

3. Coxpanenue 3anonHeHHOH popmel. [leuats Gopmer.

4. V3meHenue Gopmsl.

Tema 3. CiinsiHHe JOKYMEHTOB.

Bonpocs! pis guckyccum

1. CoctaBHble fOKYMeHTHI. [[puHIIUIIBI paOOTHl GYHKIIUU CIUSHUS.

2. Co3gaHue OCHOBHOTO JJOKyMeHTa. BbIOOp THIIa OCHOBHOTO JIOKyMeHTa. Jlo0aBieHne TeKcTa B OCHOBHOM
nokyMeHT. [IpeoOpazoBaHie OCHOBHBIX JOKYMEHTOB.

3. BriOop ucrounuka gaHHbix. Co3/laHue UCTOYHMKA JIaHHBIX. Vcronb30BaHNEe CYIIECTBYIOIIMX JAHHBIX.
4. BcraBka nosieli ClIMsIHMSL B OCHOBHOM JOKYMEHT. Mcrionb3oBaHue aHeN HHCTPYMEHTOB ClHsIHUE.

5. Hacrpoiika napametpoB Oanka. Hactpoiika mapameTpoB Hakiieek. HacTpoiika mapamMeTpoB KOHBEPTOB.
Hacrpoiika napameTpoB KaTajora.

6. IIpocMOTp TaHHBIX COCTAaBHOTO JOKYMEHTA.

IIpakTnyeckue 3aganus

Bcrapka moneit Word. [Tons ASK u FILLIN.

[Tons IF...THEN...ELSE.

[Tons MERGEREC u MERGESEQ.

[Tons NEXT u NEXTIF.

[Tone SET. ITone SKIPIF.

Pabota ¢ nucrounnkamu naHHbx. JJob6aBnenue n nuamenenue mojueil. [louck 3ammceit. Beibop 3ammceit ¢
ucnoib3oBanueM punabrpa. CopTUpOBKA 3amHCEH.

7. Wcnonb3oBaHHe BHEUIHETO HWCTOYHMKA 3arojioBKa. YTpaBiI€HHE BHEIIHHMMHM HCTOYHUKAMHU JIaHHBIX.
CoznaHue coCTaBHBIX TIOKYMEHTOB.

8. Tlouck ommbox. Hactpolika okoHYaTENbHBIX TAPAMETPOB CIUSHUS

O L

Tema 4. Cozpanue u padora ¢ MAKpOCaMH.
Bomnpocsl quis AUCKyccHu
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1. 3anucek makpoca. [loaroroska k 3anucu mMakpoca. 3anuch Makpoca. Co3ianre KoMaH1, KHOTOK U
COUYETAaHWM KJIABHII JJI1 MAKPOCOB.

2. 3amyck MakpocoB. 3aIllyCK Makpoca ¢ MCII0JIb30BaHUEM OKHa Auanora Makpoc. YnpasieHue
MaKpPOCaMH.

3. Ynanenue u neperMMeHoBaHuE Makpoca. KonupoBanue MakpocoB U3 OAHOTO 1mabIoHa B IPYTOM.

4. 3amura OT BUPYCOB B Makpocax. 3alura oT BUpycoB B 1okyMeHTax Word. Micnionb3oBanue nudpoBbix
noanucei. Y craHoBKa ypoBHS 0€3011aCHOCTH MAaKpPOCOB.

5. IIpocMOTp ¥ yHaneHue 3JEMEHTOB CIIMCKA HaJe)KHBIX HCTOYHUKOB.

6. Co3nmanme Makpoca. 3anuck UcxogHoro Makpoca. IlpocmoTp nacTpykuuii makpoca. Kak Visual Basic
yropasiseT nporpammoir Word. Mcnosib3oBanre CBOMCTB U MeTO10B. M cIoab30BaHue MpoIeayp, MOTyJICH
U TIPOEKTOB.

IIpakTHyeckue 3agaHus

1. Pacmmpenue (yHKIIMOHAIEHOCTH MaKpOCOB C HCIOJIB30BAaHUEM (YHKIIUH U YCIOBHBIX HHCTPYKIUH.

2. Oynuxuuu. Oynkuus MsgBox. MHcTpykiys Bb13oBa QyHKIMH. Y CIIOBHAs MHCTPYKLUS.

3. PenaxktupoBanue xona makpoca. [Iposepka makpoca. Otiaaka Makpoca.

4. Co3gaHue cnenuanbHbIX OKOH auanora. ®@opmel Visual Basic. Cosznanue ¢opmsbl. Vcnonb3oBaHue
AJIEMEHTOB yIIpaBlieHHs pHu pazpadotke Gopm. [ToaroroBka koma s ucnonaszoBanus B popme. [Ipoepka
OKHa Jlpaora.

7. OCHOBHAS M IONOJTHUTEJIbHASI YYEBHASI IUTEPATYPA, HEOBXOIUMASI
JIJIS1 OCBOEHUSI IUCLIUIIIMHBI (MOY.JIST)

OcHoBHas JIUTEepaTypa

1. ®enoros, I'. B. MudopmaTrka (3agaHus U METOANYECKHE PEKOMEHJAIMK BBIIOJIHEHUs): yueOHO-
Meroandeckoe rmocodue : [12+] / . B. ®enoroB. — Mocksa; bepnun : lupekr-Meaua, 2021. — 96 c. :
Wi, TabI., CXEM. — Pexum JI0CTyMa: o MOJIIHCKE. —
URL: https://biblioclub.ru/index.php?page=book&id=619131. — ISBN 978-5-4499-2662-3. — DOI
10.23681/619131. — TekcT : 31€KTPOHHBIH.

2. Nndopmaruka: yuedbnoe nocodbue st CIIO / cocraBurenn C. A. Peibanka, I'. A. IllkatoBa. —
Caparos: IIpodobpazoBanue, 2021. — 171 ¢. — ISBN 978-5-4488-0925-5. — TekcT: 21€KTpOHHBIH //
[Mudposoit o0pa3oBaTeNbHbIHI pecypc IPR SMART: [caliT]. — URL:
https://www.iprbookshop.ru/99928.html . — Pexxum nocrtymna: niast aBropusup. nosnb3osareneit. - DOI:
https://doi.org/10.23682/99928

3. Hombpe, C. b. Uudopmaruka (Paznen «Pabora B TekcroBoM mporneccope MS Word»): mpakTukym
IUIS CTyZeHTOB HampaieHus noarotoBku 38.03.01 — «Okonomukay / C. b. Hom6pe, C. B. Ctopoxes,

E. B. Kopons. — MakeeBka : JlonHOacckass HallMOHaJIbHAs aKaJeMUs CTPOUTEIbCTBA M apXUTEKTYPHI,
OBC ACB, 2021. — 231 c¢. — Tekcr : anextponHblit // Ludpooit oOpasoBarenbhblii pecypc IPR
SMART : [caiitr]. — URL: https://www.iprbookshop.ru/120022.html . — Pexum poctryna: st

aBTOPU3HP. MMOJIH30BATENEH
4. Kypracos, B. B. Undopmaruka (yrmybneHHbI ypoBeHb) : yueOHoe mocobme mms CIIO / B. B.

Kypracos, A. M. Poxkos, C. M. Kykuna. — Jluneuk : Jluneukuil rocy1apcTBEHHbIN TEXHUYECKUN
yausepcuteT, O9bC ACB, 2021. — 112 c. — ISBN 978-5-00175-103-8. — TekcT : 371eKTpOHHBIN //
[udposoit o0pa3oBaTenbHBIHI pecypc IPR SMART : [caiiT]. — URL:
https://www.iprbookshop.ru/120899.html . — Pexxum goctyma: s aBTOpuU3Up. NOIb30BaTENEH
JonosHUTEILHAS JTUTEPaTypa

5. bonmapenko, U. C. Unudopmaruka : npaktukym / . C. boumapenko. — Mocksa : U3narenbckuit
Hom MUCuC, 2020. — 54 c¢. — Texkcr : anexTponHslil / Ludposoit odpazoBatensHbiil pecypc IPR
SMART : [caiitr]. — URL: https://www.iprbookshop.ru/106712.html . — Pexum poctryna: st

aBTOPU3UP. I10JIb30BATEIEH
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6. bammakoBa, E. 1. MudopmaTtuka u nHpopmManmoHHble TexHONoruu. TexHomnorus padotel B MS
WORD 2016 : yue6noe nocobue / E. M. bammmakoBa. — Mocksa : At [Tu Ap Menua, 2020. — 90 ¢. —
ISBN 978-5-4497-0515-0. — Tekcr : snextponssiii / LudpoBoit obpasoBarenbhbiii pecypc IPR
SMART : [caiitr]. — URL: https://www.iprbookshop.ru/94204.html . — Pexum noctyma: mis
aBTOPU3UP. I10JIb30BATEIEH

7. Kunxo, E. I1. Uudpopmaruka. Yacte 1 : yuebnuk mis CIIO / E. IlI. Xwunko, JI. H. Tutora, 3. .
HssmunoBa. — CapartoB, Mocksa : [IpodoOpaszoBanue, At [Tu Ap Menua, 2020. — 182 c. — ISBN
978-5-4488-0873-9, 978-5-4497-0637-9. — Texkcrt : anekTponHbid // LudpoBoit oOpazoBaTenbHbBIN
pecypc IPR SMART : [caiir]. — URL: https://www.iprbookshop.ru/97411.html . — Pexum mocryma:
JUTsl aBTOpU3HP. TTostb3oBaTenei. - DOI: https://doi.org/10.23682/97411

8. IEPEYEHH IPOT'PAMMHOI'O OBECHEYEHM ST, TH®OPMALIMOHHBIX
CIIPABOYHBIX CUCTEM Yl MHTEPHET - PECYPCOB, HEOBXO/JIUMBIX JIJISI
OCBOEHUS JUCHMUILIUHBI (MOY.JIS)

IIporpammuoe odecnevyenue

No Haumenosanue Onucanue

1IMS Office 2007 - 2019 [TakeTbl MPUKIATHBIX TPOTPaMM, BKIHOYAIOIIUE
TEKCTOBBIE MIPOIIECCOPHI, TaOJINYHBIC
[IPOLIECCOPBI, MHCTYMEHTBI co3/1aHus|
[IPE3CHTALMMN.

2|Adobe Acrobat Reader [TporpammHoOe obecrieueHue Al uTeHus (aiiaoB
B popmare PDF.

3|Google Chrome, Mozilla Firefox, VHTepHeT-Opay3epsl.

Aunexc bpaysep

40pen Office, Libre Office KpoccrnatgopMeHHBIH, CcBOOOJIHO|
[pactipocTpaHsieMblil OQUCHBIN aKeT ¢ OTKPHITHIM
MCXOJHBIM KOJIOM.

HNuTtepHeT-pecypcebl, HHGOPMAIMOHHBIE H CIIPABOYHBIC CHCTEMbI

No HaunmenoBanue Onucanue
IT-mopran «Cepsep Undopmannonnsix |ttp://citforum.ru/
TexXHOI0rni»
MSDN — cetb pa3zpabotunikoB Microsoft |https://msdn.microsoft.com/ru-ru/
HTepHeT YHHUBEPCUTET www.intuit.ru/
upopmannonusix TexHomoruii -
OecIuIaTHOE AUCTAHIIMOHHOE
oOpa3oBaHme.
XpaHWIMIEe JOKYMEHTAUU https://docs.microsoft.com/ru-ru/
MaiikpocodT AJi MoIb30BaTENEH,
azpaborunkoB u UT ciennamucToB.
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9. TPEBOBAHUSA K MATEPUAJILHO-TEXHUYECKOMY W YYEBHO-METOJINYECKOMY
OBECHEYEHUIO JUCHUTIIMHEBI (MOJTYJIST)

[TomenieHus1, B KOTOPBIX POBOSATCS 3aHATHS, TIPEACTABISIOT OO0 yueOHbBIC ayIUTOPHH ISl IIPOBEIACHUS
y4eOHBIX 3aHATUH. JlaHHBIC ayIUTOPUU OCHAIICHHBIE OOOPYMOBAHUEM M TEXHUYECKHMMH CPEICTBAMU
oOy4eHwUs.

Kowmmerotepel,  MHPOPMAIIMOHHO-TEIEKOMMYHUKAIIMOHHBIE ~ CETH,  allapaTHO-NPOTPAMMHBIE |
ayJIMOBU3YaJIbHBIC CPEJICTBA, HAXOSIINECS B YUCOHBIX ayJAUTOPHUSIX:

- IEPCOHATBHBIA KOMIIBIOTEP WU HOYTOYK (IJIs IPEIo/1aBaTessi) C BBIXOJIOM B CETh HHTEPHET;

- IPOEKTOP;

- aKKyCTUYECKasi CUCTEMa

- DKpaH JJIsl IPOCKTOPA;

- IOCKa MapKepHas (ydeHH4ecKas J0CKa);

[TomernieHus Ui CaMOCTOSITEIBHON PabOThI 0OYYAIOIIMXCSI OCHAIICHBI KOMITBIOTEPHOW TEXHUKOM M UMEIOT
BO3MOXXHOCTH TOJKITIOYCHUS K CETH MHTEPHET U 00SCIICUMBAIOT JOCTYI K AJICKTPOHHON HH(DOPMAIIMOHHO-
00pa3oBaTeIBLHON Cpe/ie aKaJIeMHUH.

10. OBPA3OBATEJIBHBIE TEXHOJIOI'HHA
B nporecce ocBoeHMS TUCIUIUIMHBI UCIIOJIB3YIOTCS CIIEAYIONINE 00pa30BaTelIbHbIC TEXHOJIOTUH:
1. CrangapTHbBIE METOABI OOyUYEHUSI:
- JICKIIUH;
- MPaKTUYECKUE 3aHSTHSA, Ha KOTOPBIX OOCYKIAIOTCS OCHOBHBIE MPOOJIEMBI, OCBEIICHHBIE B JIEKLUUAX U
chOpMyIMPOBAHHEIC B IOMAITHUX 3a/IaHUSX;
- MUCbMEHHBIE UM YCTHBIC JIOMAIIHUE 3a/IaHUS;
- caMocCTosiTelbHAs paboTa CTYACHTOB, B KOTOPYIO BXOJHMT OCBOCHHE TEOPETHUYECKOTO MaTepHaa,
MOATOTOBKA K  MPAaKTUYECKUM/TAaOOpaTOPHBIM  3aHATHUSM,  BBIOJIHEHHWE  YKa3aHHBIX  BBIIIE
MUCbMEHHBIX/YCTHBIX 3aJaHui, paboTa C IuTepaTypoil.
2. Metoibl 00y4eHHsI ¢ TPUMEHEHHEM MHTEPAKTUBHBIX (POpPM 00pa3oBaTeIbHBIX TEXHOJIOTHI:
- KpYIJIbI€ CTOJIBI;
- TPYIIIOBBIE AUCKYCCUU U TPOEKTHI;
- 00CyXJIeHHE PE3YNIHTATOB Pa0OTHI CTYIEHUECKHX UCCIEA0BATEIIbCKUX TPYIIIL.

JUCT COTI'JIACOBAHMUS

No [loapa3znenenue dUO IMoamuce Jara

1 [Kadenpa skoHOMUKHT 0.B. 3yOxoBa 29.06.2021
2  |Kadenpa MuVII E.B. Mackaiikuna , 7129.06.2021
3 [Kadenpa TEM/] E.I1. Mackalikus 29.06.2021
4  |Y4e0. MeTOI. OTIEN M.O. JlepsiOnuena ' 29.06.2021
5 |bubnuoteka [".B. llInakoBa 29.06.2021
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