MNopnucaHo undposon

PABOYAS [TIPOTPAMMA JIMCUUIIJTAHBI H ecte pe HKO nognucbio: HectepeHko MpurHa
IOpbeBHa
NpnHa KOpbeBHa Aara: 2024.10.21 15:59:45
+05'00'
YTBEPXKIAIO

3amectutenp nupekropa YpCOU (dbunmman)
OVYII BO "ATuCO" no YBP

Wf—-— 0.B. 3y0koBa
23.04.2024

PABOYASA TPOT'PAMMA JUCHUIIJIMHBI (MOAYJIA)
TekcTOBbBIE PeIaAKTOPbI

HanpasJieHue noaroToBKu

09.03.03 Ipuknagnas nHGOpPMaTHKA
(kKo ¥ HaMMEHOBAaHKE HAIIPABICHUS MOTOTOBKH)

HanpasisieHHocTs (mpoduiib)
KODHOD&TI/IBHI)IG I/IHd)ODMaIII/IOHHI)Ie CHUCTCMBI

KBanudukarus BeImycCKHUKA
bakanasp

Ka(benpa: FYMaHI/ITapHBIX, CCTCCTBCHHO-HAYYHbBIX U MATCMATUYCCKHUX AUCHUIIIINH

Pa3paGoTunku nporpaMmsoi:
Mackaiikua Esrenuit [1aBimosuy

[IporpamMma oOcy:xeHa Ha 3acefaHuu Kadeapbl [ 'yMaHUTapHBIX, €CTECTBEHHO-HAYYHBIX U
MaTeMaTHYeCKUX TUCIUIUIMH
nporokos Ne 7 or 18.03.2024

3aBenytomuii kabeapoit ['yMaHUTapHBIX, €CTECTBEHHO-HAYYHBIX M MATEMAaTUYECKUX JUCIUILTUH
LR S Mackatikud E. T1.

L

18.03.2024



PABOYAS ITPOI'PAMMA JJUCHUITJINHBI

OI'JTABJIEHUE

1. HEJIb U 3BAAYN U3YUEHUSA JUCHUTITJIMHBI (MOAYJIA)

2. TPEBOBAHUSA K PE3VJIbBTATAM OCBOEHUA JUCHUTIJIMHBI (MO YJIA)

2.1. [TnanupyemMble pe3yJIbTaThl 00YYECHHS IO TUCIUTIIINHE

2.2. Pe3ynbTaThl OCBOCHHUSI 00pa30BaTEIbHON MPOTPAMMBI

3. MECTO JMCLUIIIMHBI (MOJVYJISI) B CTYKTYPE OBPA3OBATEJILHOM ITPOI'PAMMBI
4. OFbEM JUCHUIUIMHBI (MOYJIA) U BUJIbI VUYEBHOM PABOTBI

5. COAEPXXAHUE JUCLIUITJIMHBI (MOAYJIA)

5.1. Coneprkanue TUCHUTUIMHBI (MOIYJIs)

5.2. Paznensl / TeMbl AUCIUIUIMHBI, UX TPYIOEMKOCTb U BHJIBI 3aHATHHA

6. IEPEYEHb YYEBHO-METOJJMYECKOI'O OBECIIEYEHIS UL CAMOCTOSITEJIBHOM
PABOTBI OBYUAIOIINXCSA 110 JUCHUITJIMHE (MO YJIIO)

7. OCHOBHA 1 JJOIIOJIHUTEJIbHASI YUEBHAS JIMTEPATYPA

8. [IEPEYEHD I[TPOTPAMMHOI'O OBECIIEYHEHM A, UTHOOPMALIMOHHBIX CITPABOYHBIX
CUCTEM U MHTEPHET - PECYPCOB, HEOBXOAMMBIX J1JIs1 OCBOEHUA AUCHUITIIMHBI
(MOAVJIA)

9. TPEBOBAHUNS K MATEPUAJIBHO-TEXHUYECKOMY 1 YYHEBHO-METO/JJUYECKOMY
OBECITEYEHUMIO JUCHUITJIMHBI (MOAYJIA)

10. OBPA3ZOBATEJIBHBIE TEXHOJIOI'IU

ORrPRPRARPRROWWLWWW



PABOYAS ITPOI'PAMMA JJUCHUITJINHBI

1. HEJIb Y 3AJJAYYM M3YYEHUS JUCHOUTIIMHBI (MOJTYJIST)

ean:

dopmupoBaHue MpeACTaBICHUI 0 METOAaxX U mpuéMax oopaboTku MHGOPMAIIUU C UCTIOIB30BAHUEM
TEKCTOBBIX PEIAKTOPOB.

3agaun:

1.M03HAKOMHTHCS CO CIIOCOOaMHU 00pPabOTKH TEKCTOBOW MH(OPMAIIUH € TIOMOIIIBIO TIEPCOHATBHBIX

KOMITbIOTEPOB.
2.M3y4NTh U 3aKPEIUTh 3HAHUS O HA3HAYCHUH U UCIIOJIb30BAHUH TEKCTOBOI'O MPOIECCOPA.
3.00y4nTh OCHOBaM paboTHI B cpenie TabmudaHoro nporeccopa MS Word.

2. TPEBOBAHMUA K PE3YJIbTATAM OCBOEHUA JTUCIHUIIJIMHBI (MOAY JIS1)

2.1 Ilnanupyemble pe3yJbTAThI 00yUeHHUSs 10 JUCHMUILIIIMHE

I/IsyquI/Ie JUCHUIUIMHBI TeKCTOBbBIE PE€AAKTOPLI HAIIPABJICHO HA (I)OpMI/IpOBaHI/Ie CJICAYIOIIUX

KOMIIETEHIIUN:

npodeccuoHAJIbHbIX KOMNETEHIHI 1 HHIUKATOPOB HX TOCTHKEHHUSI:

Kon u
Kareropus HaMMEHOBaHUe Koa u HaumMeHOBaHMe MHAUKATOPA JOCTHKEHUI YHUBEPCAJIbHOM
(rpynmna) ITK YHHBEpCaIbHOH KOMIIETEHLIUH
KOMIIeTeHIN U
OpranuzaiuonHo- [[IK-5 Ciocoben [1K-5.1. 3HaeT METOABI OCYIIECTBICHHS MPE3CHTAMH HH()OPMAIIMOHHON
YOPABICHYECKUE  (OCYLIECTBIISTH cucteMbl.. IIK-5.2. YmeeT oCylecTBIATh HNEPErOBOPHI € 3aKA3UHMKOM H
[IPE3EHTALNIO [IPE3EHTALMIO MPOEKTOB. YMETh KOOPAWHUPOBATH PAOOTHI 1O CO3JAHMIO,
MHGOPMAIUOHHOM aJanTaldd M COMPOBOXKIEHUIO HH(POpManuoHHOH cuctembl.. [1K-5.3.
CHCTEMBI M HauaJibHOE [BiazeeT MeToJaMu OpraHM3allMd padoT MO YHPaBICHHUIO MPOEKTaMHy|
00y4eHue MHPOPMALMOHHOM CHCTEMBI M METOJaMHM HAYalbHOTO OOydYeHHs
[10JIb30BATENEH. [10JIb30BATEIIEH. .

3HATh:

2.2. Pe3yabTaThl 0CBOCHHS 00pa30BaTeIbHOM MPOrpaMMBbl:
B PE3YIbTATC U3YUCHUSA JUCHUIIIMHBI CTYJCHT JOJIPKCH:

1.0CHOBHBIE NMOHATHUS U COBPEMEHHBIE IPUHIUIIBI PA0OTHI C 1€10BOM MHPOpMAIIME, a TaKKe UMETh
NpeJCTaBICHNE O KOMIBIOTEPHBIX TEXHOJOTHX, UCIIOJIBb3YEMbIX JJIs1 00pabOTKU HH(DOPMAIUH.

YmMmeTh:

1.pUMEeHSTh TeKCTOBBIE TPOLIECCOPHI It 00pabOTKH HH(OPMALIUH.

Baaaers (HaBBIKH M/UJIHM ONBIT 1€ATEJILHOCTH):

1.0CHOBHBIMU MCTOdaMHU,

crocobamMu U

cpeacTtBaMu  MOJYYCHUS, XpPaHCHMHA,

uH(popMalri, HaBbIKaMH pabOThl C KOMIIBIOTEPOM KaK CPEICTBOM YIIpaBiIeHUs HH(OpMaLIUEH.

nepepadoTKu
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3. MECTO JUCHUILJIMHBI (MOAYJISA) B CTPYKTYPE OGPA3OBATEJIBHOM
ITPOI'PAMMbI

,HI/ICI_[I/IHJ'II/IHa OTHOCUTCA K AMCHUIIIMHAM 4YacCTu, (bOpMpreMOﬁ Y4aCTHUKaMH1 06pa3OBaTeHBHBIX

OTHOILIEHUN HANpaBJICHUS MOJATOTOBKHU
"KoprnioparuBHbie HHGOPMAIIMOHHBIE CUCTEMBI".

09.03.03  IIpuxnanHas

uHpOpMaTHKa

npo¢puIb

4. OFbEM JUCHUILIMHBI (MOYJISI) U BUJbI YYEBHOM PABOTHI

Bcero uacos

OGbeM MMCIHIIHHEL Jns ounoM Has OHHO- Jns 3aouHOM
dhopmbl 3a04HOU (OPMBI dhopmbl
00y4eHus 00y4eHust o0yueHus

OO0mas TPY10eMKOCTb THCIIUILTHHBI (3aYeTHBIX
L ( 2172 0/0 2172
KonrakTHasi pa6oTa — ayIuTOPHbIE 3aHSITHSI: 38 4
Jlexkmn
CeMHHapbl, TPAKTUYCCKUEC 3aHATHUS 36 4
KoHnTakTHas paboTa (3a4er, 3K3aMeH, KypcoBas 5

abora)
CamMocTosiTenbHast paboTa 00y4Jaronierocs 34 64
[IpoMekyTOUHas aTTecTaluus 4
By npoMeXyTOYHOM aTTecTaluu 3auer 3auer

5. COAEP)KAHUE JUCHUIIINHBI (MOJIYJIS)

5.1 Copepxanue TUCUMIIMHBI (MOTYJI51)

Tema 1. ®opmaTupoBaHHe CJI0KHOIO JOKYMEHTA.

JleKMoOHHEIE 3aHATHUS:

Ha3nauenue rinaBHBIX JOKYMEHTOB. DJEMEHTHI TJIaBHOTO JoKyMmMeHTa. Co3/aHue TJIaBHOTO JOKYMEHTA.
BcraBka BiokeHHBIX JoKyMeHTOB. Co3/1aHKe BIOKEHHOTO JOKyMeHTa. BeTraBka cymiecTBytomero ¢aia B
KauecTBE BIIOKEHHOTO JOKyMeHTa. PaboTa ¢ BJIOXXEHHBIMU JOKyMEHTaMHu. VIcmonb3oBaHHE peKuMa
MpoCMOTpa I''IaBHOT'O JOKYMCHTA. CKpBITI/Ie BJIOKCHHBIX JOKYMCHTOB. YI[aJ'IeHI/IC BJIO’JKCHHOI'O JOKYMCHTA.

BHOKI/IpOBKa )51 pa36J'IOKI/Ip0BKa BJIOKCHHBIX JOKYMCHTOB.

[TpakTrueckue 3anatus (JabopaTopHBIE pabOTHI):

OTKpBITI/IC U PCHAKTUPOBAHUC BJIOKCHHBIX HJOKYMCHTOB. Pa3buenne wu 06’LCI[I/IHCHI/IC BJIOKCHHBIX
HAOKYMCHTOB. q)OpMaTI/IpOBaHI/IC BJIOJKCHHBIX JOKYMCHTOB. Pabora co crumsamu. Pabora ¢ pa3pbiBaMun

paznenoB. CoxpaHeHHE TTIaBHBIX JOKYMEHTOB.
CamocrosTenbHas paboTa:
N3ydyeHne TeopeTHMuecKoro marepuana.

Tema 2. J1ekTpoHHBIE (POPMBI.
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JIeKUHOHHbIE 3aHATHS:

Coznanue mnevatHoix ¢opM. Cozmganue dopmel. Mcnonp3oBanue monei ClvMsHUS B MEYaTHBIX (opmax.
Coznanue snekTpoHHBIX Gopm. [TnanupoBanue Gopmbl. Co3ganue mabdiaona ¢opmel. CozaHue Makera.
Hcnonws3zoBanune mosneit ¢opmbel. JloGaBnenue ¢naxka. JlobaBmeHue TekcToBoro mojs. JloGaBieHue
packpeiBaromierocst cnucka. Jlo6aBneHue crpaBouHoi MHPOpManuu. Vcmoiap3oBaHUE TOTOIHUTEIBHBIX
nosieil U MakpocoB. Vcrnonb3oBanue AOMOMHUTENBHBIX Mosiel B popmax. JlobaBrnenue makpoca B Gopmy.
Hcnonp3oBanue »rneMEeHTOB ympasieHus ActiveX. DnemMeHTbl ympaeineHHus. BcraBka 3ieMeHTa
yopasieHus. Omnpenenenue siaeMeHTa ynpabieHus ActiveX. 3ammura (opmbl. Mcrnonb3oBaHHE KHOIKH
3amuTa Gpopmel. 3amuTa GOpMBI ¢ UCTIOTB30BaHUEM mapoiiss. CoxpaHeHue mabdaona GOopMEl.

[TpakTuueckue 3anstus (J1abopaTopHbIe pabOTHI):

Hcnons3oBanue ¢opmel. Pacnpoctpanenue gopmbl. BBoa ganubix B ¢opmy. CoxpaHeHue 3anoJHEHHON
dopwmsl. [Tewats hopmbl. M3menenune Gpopmel.

CamocTosiTenbHas padbora:

N3ydyeHne TeopeTHMUecKOro marepuana.

Tema 3. Causinue J0KyMEHTOB.

JlexunoHHble 3aHATHUA:

CocraBubie qOKyMeHTHI. [IpuHimner padoTsl Gyakmmun caustausa. Co3anne OCHOBHOTO JOKyMeHTa. Beibop
TUIIAa OCHOBHOI'O JIOKyMeHTa. JloOaBieHue Tekcta B OCHOBHOM J10KyMeHT. [IpeoOpa3oBaHue OCHOBHBIX
JOKYMEHTOB. Bb10op uctounuka nqanHbix. Co3gaHue MCTOYHUKA JaHHBIX. MCroap30BaHueE CYIIECTBYIOMINX
JNaHHbIX. BcraBka monel ciausHUS B OCHOBHOM JOKyMEHT. lcnosb30BaHHME IIaHEIW HWHCTPYMEHTOB
Cnusnue. Hactpoiika napamerpoB Omanka. Hacrtpoiika napamerpoB Hakieek. Hactpoiika mapameTpoB
koHBepTOB. HacTpoiika napameTpoB karanora. [[pocMOTp JaHHBIX COCTaBHOTO JOKYMEHTA.

[IpakTuueckue 3anuatus (JabopaTopHBIE pabOTHI):

Bceraeka noneit Word. ITons ASK u FILLIN. TTons IF... THEN...ELSE. Tlons MERGEREC u MERGESEQ.
[Tons NEXT m NEXTIF. ITone SET. ITone SKIPIF. PaGorta ¢ mcrounmkamu paHHBIX. [[oOaBieHune u
n3MeHeHue nosei. Ilouck 3amuceil. Boibop 3anuceil ¢ ucnonb3oBanueMm ¢GuibTpa. COpTUPOBKA 3aMUCEH.
Hcnonp30BaHre BHEIIHEr0 MCTOYHMKA 3arojloBKa. YIPaBJIEHWE BHEIIHUMHU HCTOYHUKAMHU JIaHHBIX.
Co3nanue cocTaBHbIX JOKyMeHTOB. [Tonck ommbok. HacTpoiika okoHUaTEeIbHBIX TAPAMETPOB CIUSHHUSA.
CamocrositenpHas padoTa:

N3ydyeHne TEOpETHUECKOro marepuala.

Tema 4. Co3nanue n padbora ¢ MAKpOCaMM.

Jlex1inoHHbBIE 3aHATHUS:

3anuce makpoca. IloaroroBka k 3ammicu Makpoca. 3anmuchk Makpoca. CozmaHue KOMaH[, KHOMOK H
COYETaHUI KJIaBUII Ul MaKkpoCOB. 3alyCK MakpoCOB. 3allyCK MaKpoca ¢ MCIOJIb30BaHHMEM OKHa JThajiora
Makpoc. YnpaieHne Makpocamu. Y JajeHue U MeperMMeHOBaHuEe Makpoca. KonnpoBaHue MakpoCOB U3
onHoro mabioHa B npyroil. IlepemmenoBanue moayneil. Ynanenue monyis. OTKpeITHE U 3aKpbITHE
1a0JIOHOB U JIOKyMEHTOB. I3MeHeHne Makpoca ¢ MCIOJIb30BaHHEeM (DYHKIIMU 3aITUCH MAaKpPOCOB. 3aliTa OT
BUPYCOB B Makpocax. JTambl co3iaHus nporpammbl. Co3aHue Makpoca. 3anuch HCXOAHOTO Makpoca.
[IpocmoTp mHCTpykiuit makpoca. Kak Visual Basic ympasmsier mporpammoit Word. Hcnonb3oBanue
CBOWCTB M METOIOB. Vcriosb30BaHue MPOLeyp, MOAYJIEH U TPOEKTOB.

[TpakTrueckue 3auatus (JabopaTopHBIE pabOTHI):

Pacimmpenue ¢GyHKIIMOHATBLHOCTH MaKpPOCOB C HCIONb30BaHHEM (DYHKIHUNW U YCIOBHBIX HHCTPYKITHH.
Oynkuuu. CamocTosTenbHas padboTa:

M3yueHne TeOpeTHUECKOro MaTepuaa.
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5.2 Pa3nenbl/TeMbl AUCHUIJIMHBIL, HX TPYA0€MKOCTH H BHAbI 3aHATHI
O01mast TPy10eMKOCTb U3yUYEeHUs TUCHHUILUIMHBI 10 Y4eOHoMYy miiany: 3.E. (yacoB) 2/72

dopma 00yueHus: OUHasA Bun xoutpons:  3auer
- 5 a
<
S = = 2
= | EE| & = | &2
= | £ | § |EZ|2g| £ |z:
Ne HaumeHOBaHHE TEMBI 8 g = 25 53 5 % =
2 = g | zE| 88| § | EE
= o) = ~ =
© 5<| 2 S | 5 3
x 5 > g
1Tema 1. dopmaTupoBaHHe CI0KHOTO 18 9 9 nK-5 | 7m1-7
TOKyMEHTa.
2[Tema 2. DaeKTpOHHBIC (POPMBI. 18 9 9 K-5 | JL.1-7
3Tema 3. CoustHrEe TOKYMEHTOB. 17 9 8 TIK-5 | JI.1-7
4Tema 4. Co3nanue u paboTa ¢ MAKPOCAMH. 17 9 8 MK-5 | JL.1-7
5KoHcynbTanuu (KOHTAKTHAS). 2 2
6[lpomexyToyHas arTecTanus (4acoB).
Bcero yacos 72 36 2 34
dopma 00yueHUs: 3a09Has Bun xontpons:  3auer
- 5 a
< )
s Sz| & | a3
o = = | 25| ¢ = | &%
Ne HauMeHOBaHHE TEMBI 8 g = 25 53 5 8 E
e = 3 >e| S&| E | 28
8 % = ) = = =
< S = 3
S 5 <z 3
~ S g
lTema 1. DopMaTHpOBAaHUE CIOKHOTO 17 1 16 k-5 | 71.1-7
TOKYMEHTA.
2[Tema 2. DeKTpOHHBIEC (POPMBI. 17 1 16 IK-5 | JL.1-7
3Tema 3. CiusiHUE TOKYMECHTOB. 17 1 16 IK-5 | JL.1-7
4Tema 4. Coznanue u paboTa ¢ MAKPOCAMH. 17 1 16 K-5 | JL.1-7
SKoncynpranuu (KOHTaKTHas).
6l IpomexxyrouHast aTTectarus (4acoB). 4 4
Bcero gacos 72 4 4 64
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6. IEPEYEHb YYEBHO-METOJUYECKOI'O OBECIIEYEHUS J1JISI CAMOCTOSTEJBHON
PABOTbBI OBYYAIOIIUXCA 110 JUCHUIIVIMHE (MOAYJIIO)

CamocrosTenbHas padoTa BKIIOYACT CICAYIONINE €€ BHUIbL:

- U3y4€HHUE TEM CaMOCTOSITEIILHOMN MOATOTOBKH 10 Y4€OHO-TEMAaTHYECKOMY TIaHy;

- CaMOINOJrOTOBKAa K IMPAKTHYECKHMM M JAPYTUM BUAAM 3aHITHH — pacueTHO-aHAJIMTHUYECKas paboTa 1o
VH/IMBUYyAIbHOMY Y4€OHOMY 3aJaHHIO;

-CaMOCTOsITeIbHAsL PadoTa CIymaresieid Ipy MOr0TOBKE K UTOTOBOMY TECTUPOBAHHIO.

OTH BUIBI pabOT MPEIONaramT:

- CaMOCTOSITEIbHYIO pabOTy ciymiaresns B OUOIMOTEKeE;

- U3y4eHHUE MaTepUAIOB CIICUATM3NPOBAHHBIX CAITOB IO TEMaM JUCIHUILIMHEI B ceTH VIHTEpHET;

- M3YYCHHUE DJICKTPOHHBIX YUEOHBIX MATePHaJOB (JIEKTPOHHBIX YUCOHHKOB, METOJNYECKUX MaTCpPHAIIOB,
Ipe/icTaBlIeHHbIX Ha caiite YpCOU);

3aanus A1 CaMOCTOSTENIbHON paboThI ciyliaTeneil BKIYaloT B ce0s:

- BBINIOJIHEHUE TECTOBBIX 3a/aHUI, Pa3MEUICHHBIX B TNporpaMMHON o0ojouke Moodle — mo Ttemawm,
BBIHECEHHBIM Ha CAMOCTOSITEIIbHOE U3YUCHHE;

- MOJITOTOBKA JTOKJIA/IOB TI0 OTAEIHHBIM BOIIPOCaM Kypca.

VYkazaHus ¥ 3aJaHusl O CaMOCTOSATENbHOW paboTe BBINAIOTCA HA MPAKTUYECKUX 3AHATHSAX C YUETOM
WH/IMBUYyAIbHOTO YPOBHSI OCBOSHHS MaTepralia CIIyIIaTeIIsIMHI.

Ilepeyennb BOPOCOB /1JI1 CAMOCTOSITEIbHOI padoThl

1. OOmue npaBuia paboThl ¢ JOKYMEHTaMH.

2. DOnektponHsiid opuc. CocraB, Ha3HAYCHHE M OCHOBHBIC XapPaKTEPHCTUKH JJIEKTPOHHOTO oduca MS
Office.

3. Texcrossiii nporieccop MS Word. OcHOBHBIE BO3MOKHOCTH U IPUEMBI paOOTHI.

4. TexkcroBelii mporeccop MS Word. 3amyck nporpammbl. DnemeHTsl okHa. IlogroroBka MS Word k
pabore.

5. TexkctoBeiii npoueccop MS Word. CoznaHue, OTKphITHE M COXpaHEHUE AOKymeHTa. HasHauenue
MapaMeTpoB CTPAHUIIBI.

6. Tekcrosbrii mporeccop MS Word. [Ipuemsl peakTHpoBaHUs TEKCTA.

7. TekcroBbiit porieccop MS Word. Pabota co cnickamu.

8. TexkcroBslii nmporeccop MS Word. PaboTta ¢ Tabiunamu.

9. Texctossiit nporieccop MS Word. [11aGi0HBI JOKYMEHTOB U UX HCIIOIb30BaHHE.

10. TekcToBslii mporeccop MS Word. TTonsiTie 0 BHeApeHNH 00BEKTOB.

11. TekcToBslii mporeccop MS Word. PaboTa co CTpyKTYpHBIMU CXEMaMH.

12. TexcroBsiii nporieccop MS Word.Pabora ¢ pamkamu

13. TekcToBblii mporeccop MS Word. Pabota ¢ marematndeckumu popMyIaMu.

14. TexcroBslit npouieccop MS Word. Pabora ¢ rpadguueckumu 00beKTaMu.

15. Texcroerit mporieccop MS Word. Coznanue MakpocoB

16. Texcroserit mporieccop MS Word. Co3ganue cipaBoyHO#M CUCTEMBI

17. TekctoBblii mporeccop MS Word. BHenpenue u cBs3bIBaHHE JJOKYMEHTOB

18. Texkcroserit mpouieccop MS Word. TEXHOJIOT S AUTOMATION

19. TexcroBsrit mporeccop MS Word. CO3JJAHUE ITPEAMETHOI'O YKA3ATEJIA

20. Texkcrossrit iporieccop MS Word. CO3JJAHUE WEB-ITYBJINKALIUN

21. Texctossrit mporieccop MS Word. DOPMATHUPOBAHUE CIIOXXHOI'O JOKYMEHTA

22. Texcrosrii nponieccop MS Word. JIEKTPOHHBIE ®OPMBI

23. Texcrosriii nporeccop MS Word. JIEKTPOHHBIE ®OPMbI

Tema 1. @opMaTUpOBaHUeE CJ0KHOTO JOKYMEHTA.
Bomnpocsl quis AuCKyccHu
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Ha3nauenue riaBHbIX TOKYMEHTOB. DJIEMEHTHI [TIaBHOI'O JJOKYMEHTA.
Co3naHue ri1aBHOTO JOKYMEHTA.

BcraBka BiokeHHbBIX JOKYMEHTOB. CO31aHHE BIOKEHHOIO JOKYMEHTA.
BceraBka cymecTByromnero (aiina B kKauecTBe BI0XKEHHOTO JOKYMEHTA.
Pabora ¢ BJ10KEHHBIMU JOKYMEHTaMH.

Mcnonb30BaHue pexxuma NpocMoTpa IJIaBHOTO JOKYMEHTA.

CKpBbITHE BIIO)KEHHBIX JOKYMEHTOB.

VY naneHue BI0KEHHOIO IOKyMEHTA.

. broxupoBka u pa3z010KHpPOBKa BIOKEHHBIX JOKYMEHTOB.
I[IpakTuyeckue 3aaHus

1. OTKpbITHE U pEAAKTUPOBAHUE BIIO)KEHHBIX JOKYMEHTOB.

2. Pa3buenue u 00beIMHEHNE BIOKEHHBIX TOKYMEHTOB.

3. ®opmaTtupoBaHHE BJIOKEHHBIX JOKYMEHTOB.
4
5

VO N U AW~

. Pabora co ctunsamu. Pabota ¢ pa3psiBamMu pa3aenos.
. CoxpaHeH#ue riIaBHbIX TOKYMEHTOB

Tema 2. D1ekTpoHHBIE (POPMBI.

Bomnpocs! st aucKyccuu

1. Coznmanue neyatabix Gopm. Cozmanue ¢popMmel. Vicronb30BaHue TIOJIEH CITUSHUS B TICYATHBIX (hOpMax.
2. Co3pnanue 31ekTpoHHBIX Gopm. [lnanupoanue popmsl. Coznanue madiaoHa GOpMBI.

3. Cosznanue makera. Micnons3oBanue nosieit popmsl. Jlobasienue daxka. JlodaBieHHe TEKCTOBOTO
noJsi. JloGaBiieHne packpeiBarolerocs crnucka. Jlobasienue cpaBouHoil HHGOpMALIUU.

4. HWcnonp30BaHuE AOMOJHUTENBHBIX MT0JIEN U MakpocoB. Vcioyib30BaHNE AOMOIHUTENbHBIX M10JIEH B
dhopmax.

5. Jlob6aBnenue makpoca B GopMmy.

6. Hcnonp3oBaHue 351eMEHTOB yrpaBieHus ActiveX. DieMeHThl yrpaBieHus. BecraBka snemenTa
ynpasieHus. Onpenenenue snemMeHTa ynpasieHus ActiveX.

7. 3amwuta popmsel. Mcnonb3oBanue kHONKY 3ammra Gopmbl. 3auTa GopMbl ¢ UCIIOIB30BaHUEM HapoJIs.
8. Coxpanenue madia0Ha GOpPMBI.

[IpakTuyeckue 3axaHus

1. Wcnonws3zoBanue ¢popmsel. Pacnpoctpanenue GpopMsl.

2. BBoJ 1aHHBIX B (hopMmy.

3. Coxpanenue 3anoiaHeHHON ¢popMbl. [leyats Gopmsl.

4. V3meHeHue GopMmsl.

Tema 3. CinsiHMe JOKYMEHTOB.

Bomnpocel s JucKyccHu

1. CocraBHble fOKyMeHTHI. [IpuHIINIIBI paOOTHl PYHKINN CIHUSHUS.

2. Co3nanue OCHOBHOTO JJOKyMeHTa. BeiOop Tuna ocHOBHOTO AOKyMeHTa. [loGaBiieHre TeKCTa B OCHOBHOM
nokyMeHT. [IpeoOpa3oBaHie OCHOBHBIX TJOKYMEHTOB.

3. Bri6op ucrounuka qaHubix. Co3aHue HCTOYHHUKA JaHHBIX. Mcronp30BaHNe CYIIECTBYIOMINX JTAHHBIX.
4. BcraBka 1osieu ClIMsiHUS B OCHOBHOM TOKYMEHT. Vcnosb30BaHne aHeau HHCTpYMEHTOB CliusHue.

5. Hactpoiika napamerpoB O1anka. Hactpoiika napamerpoB Hakieek. Hactpolika mapamMeTpoB KOHBEPTOB.
Hacrpoiika napameTpoB KaTaiora.

6. IIpocMOTp TaHHBIX COCTAaBHOT'O JTOKYMEHTA.

IIpakTuyeckue 3aaHus
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Bceraska noneit Word. [Tonst ASK u FILLIN.

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

Mons MERGEREC u MERGESEQ.

[Tons NEXT u NEXTIF.

[Tone SET. ITone SKIPIF.

PaGora ¢ ucrounukamu nansbixX. Jlob6aBnenue u uzmenenue nosiei. [louck 3anuceit. Beibop 3anuceii ¢
ucnoiib3oBanueM GpuiabTpa. COpTUPOBKA 3aAMHCEH.

7. MHcnonb3oBaHWe BHENIHETO HWCTOYHUKA 3arojioOBKA. YIPaBJICHHE BHEIIHMMH WMCTOYHUKAMU JIaHHBIX.
Co3zanue coCcTaBHBIX IOKYMEHTOB.

8. IMouck ommbok. HacTpoiika OKOHYATEIbHBIX TAPAMETPOB CIHSHUS

SANCAIE L

Tema 4. Coznanue u padora ¢ MAKpOCaMH.

Bonpocs! 111 AMCKYyCcCUM

1. 3anuce Makpoca. [Tonroroska k 3anucu Makpoca. 3anuch Makpoca. CoziaHue KoMaHJi, KHOIOK U
COYETaHUI KJIABHUII JIJII MAKPOCOB.

2. 3amyck MakpocoB. 3aIlyCK Makpoca ¢ UCIOJIb30BaHUEM OKHa auajiora Makpoc. YnpasieHue
MaKpOCaMHU.

3. Ynanenue u neperMMeHoBaHue Makpoca. KonupoBanue MakpocoB U3 OJHOTO 11a0JI0Ha B JPYTOM.

4. 3amuTa OT BUPYCOB B MaKpocax. 3amuTa OT BUPYCOB B IokymeHTax Word. VMcrnonb3oBanue nudpoBbIx
nojnucel. Y CcTaHOBKA ypOBHs 0€3011aCHOCTH MAaKpOCOB.

5. IlpocMOTp M yaaieHue 3JEMEHTOB CIIMCKA HAJIEKHBIX UCTOYHUKOB.

6. Co3nanue Makpoca. 3anuch ucxoHoro makpoca. Ilpocmotp nncrpykuuit makpoca. Kak Visual Basic
yrpagiseT nporpammoii Word. Mcnons3oBanne CBOWCTB U METOAOB. Vcionp30BaHue Mporenyp, MoayJiei
U TIPOEKTOB.

IpakTuyeckue 3a1aHus

1. Pacummmpenue GyHKIIMOHATIBHOCTH MaKpOCOB C UCIOJIb30BaHUEM (DYHKIMI U YCIOBHBIX HHCTPYKIIMH.

2. ©Oyukuuu. Oynkuus MsgBox. UHcTpykins Bb130Ba QyHKIMH. Y CJIOBHAs HHCTPYKLHUS.

3. PenaktupoBanue koaa makpoca. IIlpoBepka makpoca. OTiiagka Makpoca.

4. Co3panue crneuuanbHbix okoH auanora. ®opmbr Visual Basic. Co3nanue ¢opmbl. HMcnonb3oBanue
3JIEMEHTOB yIpaBlieHUs Mpu pazpaboTke Gopm. [ToaroroBka koga i ucnonaszoBanus B popme. Ilpoepka
OKHa Jlpanora.
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7. OCHOBHAS M JIONMOJHUTEJIbLHAS YYEBHAS JIUTEPATYPA, HEOBXOJIMMAS
JUISE OCBOEHMSI TMCOUTIIIMHBI (MOJTYJIST)

OcHoBHas1 JiuTEepaTypa

1. ®enotos, I'. B. Undopmaruka (3a7aHusi U METOAMYECKHE PEKOMEHIAIMH BBITIONHEHUS): y4eOHO-
Meroandeckoe rmocodue : [12+] / I'. B. ®enoroB. — Mocksa; bepnun : Jlupekr-Menua, 2021. — 96 c. :
ni., TabI., CXEM. — Pexum J0CTyma: 1o MOJIITUCKE. —
URL.: https://biblioclub.ru/index.php?page=book&id=619131 . — ISBN 978-5-4499-2662-3. — DOI
10.23681/619131. — TekcT : 31€KTPOHHBIH.
2. Nadopmaruka: yuednoe mocodbue mias CIIO / cocraBurenu C. A. Peibanka, I'. A. IllkaroBa. —
Caparos: [Ipodobpazosanue, 2021. — 171 c. — ISBN 978-5-4488-0925-5. — Tekct: 31eKTpOHHBIH //
udposoit o0OpasoBaTeNbHBIN pecypc IPR SMART: [caiiT]. — URL:
https://www.iprbookshop.ru/99928.html . — Pexwum nocryna: s aBropusup. nosnb3osareneit. - DOL:
https://doi.org/10.23682/99928
3. Kanyrsn, K. X. Undopmanuonnsie TexHomoruu : ydebHoe mocobme : [16+] / K. X. KanyrsH ;
PoctoBckmii rocynapctBenHbiii  sxoHomudeckuii yHuBepcuter (PMHX). — Poctos-na-/lony
Nznarenbcko-nonmrpaduueckuii komruieke PI'DY (PUHX), 2020. — 84 c. : ui., Tadi., cxem., rpad. —
Pexxum mocryma: mo moamucke. — URL: https://biblioclub.ru/index.php?page=book&id=614954. —
bubmuorp.: c. 72-75. — ISBN 978-5-7972-2751-9. — Tekcrt : 1eKTPOHHBIH.
4. KonokonbaukoBa, A. 1. Word 2019 : Teopus u npaktuka : yuebHoe nmocodue : B 2 yactax : [16+] /
A. U. KonokonbaukoBa. — Mocksa ; bepnun : {upext-Menua, 2020. — Yacts 1. — 296 c. : wi. — Pexxum
nocryma: o noanucke. — URL:https://biblioclub.ru/index.php?page=book&id=595446 . — buGnuorp. B
kH. — ISBN 978-5-4499-1330-2. — DOI 10.23681/595446. — TeKcT : 371€KTPOHHBIA.

JonoHUTeILHAS JUTEPaTypa
5. Anekcanaposckas, FO. I1. Dxonomuueckas nHbopMaTHKa : ydeOHO-MeToIu4YecKoe mocodue : [16+] /
1O. II. AnekcanapoBckas, E.O.MuxaiinoBa ; Ka3aHckuil HalMOHAJIbHBIM HCCIEAOBATENIbCKUN
TEXHOJIOTUYeCKHil yHuBepcuteT. — Kaszanp : Ka3aHCKui HauMOHAJIbHBIA HMCCIEAOBATEIbCKUN
texHonoruueckuit yausepcureT (KHUTY), 2020. — 112 c. : un., Tabn. — Pexxum gocTymna: mo moAmucke.
— URL: https://biblioclub.ru/index.php?page=book&id=699738 . — 6ubauorp.: c. 104.
6. Anekcanaposckas, 0. I1. DxoHomuueckas nHpopMaTuka : yueOHO-MeToAndYeckoe nocoodue : [16+] /
1O. TI. AnekcannpoBckas, E.O.MuxaitnoBa ; Ka3zaHckuii HalnMOHAJIBHBIM HCCIEAOBATEIbCKUN
TexHojoruuecknii yHuBepcuter. — Kazanp : KazaHckuil HalMOHANIBHBIA HCCIIENOBATENbCKHIA
texHonornueckuit yausepcurer (KHUTY), 2020. — 112 c. : un., Tabn. — Pexxum gocTtymna: mo noAmnucke.
— URL: https://biblioclub.ru/index.php?page=book&id=699738 . — 6ubmnuorp.: c. 104. . — ISBN 978-5-
7882-2903-4. — TekcT : 2NMeKTPOHHBIH.
7. XKunko, E. II. Uadopmaruka. Yacts 1 : yueonuk mist CIIO / E. I1. Xunko, JI. H. TurtoBa, 3. W.
JssmuaoBa. — CapartoB, Mocksa : [IpodoOpazoBanue, At [Tu Ap Menma, 2020. — 182 c. — ISBN
978-5-4488-0873-9, 978-5-4497-0637-9. — Texkct : anexkrponHslii // Ludpposoit oOpazoBaTeabHbIHI
pecypc IPR SMART : [caiit]. — URL: https://www.iprbookshop.ru/97411.html . — Pexxum gocrtyma:
1Sl aBTOpH3Hp. nojb3oBarenei. - DOI: https://doi.org/10.23682/97411
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8. IEPEYEHH TPOTPAMMHOT' O OBECIIEYEHM ST, ”THOPOPMALIMOHHBIX
CIIPABOYHBIX CUCTEM U UHTEPHET - PECYPCOB, HEOEXOJUMBIX J1JI51
OCBOEHMS JUCHUIIJIMHBI (MO/LY.JI5T)

IIporpammHoe o0ecnieuenune

No HanmenoBanue Onucanue

MS Office 2007 - 2019 ITakeTsl HPUKJIATHBIX pOrpamm,
BKJIIOYAIOIME TEKCTOBBIE MPOLECCOPHI,
Ta0JIMYHBIE TMPOIECCOPbI, HHCTYMEHTBI
CO3JIaHMS TPE3ECHTALUN.

=

2Adobe Acrobat Reader [TporpammHOe obecrieueHHe Ui YTCHUS]
(haiinoB B hopmate PDF.
3iGoogle Chrome, Mozilla Firefox, MHTepHeT-0pay3ephl.
Aunexc bpaysep
40pen Office, Libre Office KpoccrarhopMeHHbIH, CBOOOHO
pactpocTpaHsieMblii OGHUCHBIA TMaKeT ¢
OTKPBITBIM UCXOJIHBIM KOJIOM.
HuTepHeT-pecypebl, HHPOPMAIIMOHHBIE H CIPABOYHBIE CHCTEMBI
No Haumenosanue Onucanue
UIT-mopran «Cepsep Uubopmanmonnsix http://citforum.ru/
TexXHOI0rHi»
2MSDN — cetb pa3pabotunkoB Microsoft |https://msdn.microsoft.com/ru-ru/
31HTEpHET YHUBEPCUTET Www.intuit.ru/

Hpopmannonnsix TexHonorui -

OecriaTHOE AUCTAaHLIMOHHOE

oOpa3oBaHHe.

XpaHWIHIIEe TOKYMEHTAIIUU https://docs.microsoft.com/ru-ru/

MaiikpocodT Tl TOJB30BaTEINEeH,
azpaborunkoB u UT ciennamucToB.

N

9. TPEBOBAHUSA K MATEPUAJIBHO-TEXHUYECKOMY U YYEBHO-METOANYECKOMY
OBECIIEYEHHIO JUCHHUITJIMHBI (MOYJIA)

[TomerieHus1, B KOTOPBIX MPOBOASITCS 3aHSTHS, IPEICTABIAIOT COO0N ydueOHbIE ayTUTOPUU ISl TIPOBEICHUS
yueOHBIX 3aHATHH. [laHHBIE ayTUTOPUU OCHAICHHBIE OOOpPYJOBAaHHMEM M TEXHUYECKHMMH CPEICTBaMHU
oOy4eHwus.

Komnsrorepsi, HH(OPMaIMOHHO-TEIEKOMMYHUKAITMOHHBIE CETH, anmnapaTHO-IPOrpaMMHbIE H
ayJIMOBU3yaJIbHBIE CPEJICTBA, HAXO/ISIINECS B yUSOHBIX ayTUTOPHSIX:

- IEPCOHATBHBIA KOMIBIOTEP UM HOYTOYK (IS PEIO/IaBaTelNsl) C BBIXOJIOM B CETh HHTEPHET;

- POEKTOP;

- AKKYCTHYECKasl cUcTemMa

- 9KpaH JIJIsl TPOEKTOPa;

- TOCKa MapKepHas (Y4eHHUecKas JOCKa);

[Tomerenust 17151 cCaMOCTOSTENHHON PabOTHI 0OYJAFOIIMXCST OCHAIICHBI KOMIIBIOTEPHON TEXHUKON U UMEIOT
BO3MOXXHOCTh MOAKITIOYEHUS K CETH MHTEPHET U 00ECIeUnBAIOT AOCTYI K AJIEKTPOHHON MH(POPMAIIMOHHO-
00pa3oBaTebHON Cpe/ie aKaJIeMHuH.

11
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10. OBPA3OBATEJIBHBIE TEXHOJIOI'MH
B nporniecce 0cBOGHUS AUCHUILIMHBI UCTIONB3YIOTCS CIEAYIOIME 00pa30BaTeIbHbIC TEXHOIOTUU:
1. CranapTHbIC METOABI OOYUYEHUS:
- JIeKLHH;
- MPAKTHYECKUE 3aHATHSA, HA KOTOPHIX OOCYXKIAIOTCS OCHOBHBIE NMPOOJIEMBI, OCBEUICHHBIE B JIEKIUAX U
c(OpMyJIMpPOBaHHbIE B IOMALIHUX 3a/1aHUSX;
- IMCbMEHHBIE UM YCTHBIE JIOMAIIHNUE 3a]1aHuUs;
- CaMoCTOsATeNIbHAs paboTa CTYACHTOB, B KOTOPYIO BXOJUT OCBOEHHE TEOPETUYECKOI0 MaTepuana,
MOJArOTOBKA K  NPAaKTUYECKUM/Ta0OpAaTOPHBIM  3aHATHUSAM,  BBINOJHEHHE  YKa3aHHBIX  BBIIIC
IIUCbMEHHBIX/YCTHBIX 3aJaHui, paboTa ¢ JUTepaTypoi.
2. Metonbl 00ydeHus ¢ MPUMEHEHHEM HHTEPaKTHUBHBIX (hOpM 00pa30BaTEIbHBIX TEXHOJIOTHIA:
- KpYIJIblE€ CTOJIBI;
- TPYIIIOBBIE IUCKYCCUU U MPOEKTHI;
- 00Cy’KieHHe pe3yIbTaTOB PabOThl CTYACHYECKUX MCCIEI0BATENbCKUX TPYIIL.

JIMCT COI'JIACOBAHUA

No [Tonpaznenenue dOUO IMoamnuce Jlara

1 [Kadenpa skoHOMUKH O.B. 3yOxoBa — 23.04.2024
2 |Kadeapa MuVII E.B. Mackaiikuna 23.04.2024
3 [Kadenpa TEM/I E.I1. MackaiikuH 23.04.2024
4  |Yueb. meTon. oTaen H.C. VibsHoBa ' 23.04.2024
5 |bubauoreka [".B. [lInakoBa 23.04.2024
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