MMHHUCTEPCTBO OBPA3OBAHMS 1 HAYKU POCCUNCKON ®EJEPALIMN

®DenepanbHOE TOCYIaPCTBEHHOE aBTOHOMHOE 00pa30BaTeIbHOE YUPEKICHHE
BEICIIIETO TIPO(eCCHOHAITBHOTO 00pa30BaHUs

«/laibHEeBOCTOYHBIH (peiepaibHbIH YHUBEPCUTET»
(ABDY)

IIKOJIA ECTECTBEHHBIX HAYK

COTI'JTACOBAHO VTBEPXJIAIO
PyxoBoaurens OIT 3aBeayomunii Kaheapoil mpuKiiaJHoR
«MeHEeIKMEHT MaTEMaTHKH, MEXaHHUKH, YIIPABICHUS U

TIpOrpaMMHOI0 obecrieueHus

Tadbdoposa E.B. AprembeBa N.JI.

« » 20 1. « » 20 I.

PABOYAS TIPOTPAMMA YYEBHOM JAUCHUATIIUHbI
WNudopmarnka
Hanpasiaenue nogrorosku 38.03.02 — MeHem:KkMeHT
npoduiib: «YnpapjieHue MaJbiM OM3HECOM», «YIIpaBjieHHe NIPOEKTAMM
®opmMa NOATOTOBKHU: OYHAS

Kypc 1, cemectp 1

nekmuu 18 gac.

npakTudeckue 3ausaTus 0 gac.

naboparopHsie paboThI 36 Hac.

B TOM 4HcIie ¢ ucrnons3oBanneM MAO jek. 0 /mp. 0 gac./ 1ab 18 uac.
BCET0 4acoB ayAUTOPHOI Harpy3ku 18 dac.

B TOM uucie ¢ ucnoiabzoBaHueM MAO 18 yac.
camocTosiTenbHas pabora 18 gac.

B TOM YHCJIE Ha MOATOTOBKY K 3K3aMeHy - 0 dac.
KOHTPOJIbHBIE PabOTHI HE TIPEyCMOTPEHBI
KypcoBasi paboTa He IpeyCMOTpeHa

3ayeT 1 cemecTp

9K3aMeH He MPeyCMOTPEH

Pabouas mporpamMmMa cocTaBlieHa B COOTBETCTBUU C TPEOOBAHUAMH (eIepaibHOIO TOCYAapCTBEHHOTO
CTaHJapTa BBICIIETO OOpa3oBaHUS 1O HampaBieHHo moAroTtoBku 38.03.02  «MeHemKMEHT
(xBanudukanus «bakamxaBp»), YTBEPKICHHOTO MprKa3oM MuHKcTepcTBa 00pa3oBanus U Hayku PD ot
12.01.2016 Ne 7 (c m3menenusimu ot 2017 rona)

Pabouas mporpamMma oOcykaeHa Ha 3aceJaHuK KaQeaphl MPHUKIATHOW MAaTEMATHKH, MEXaHUKH, YITPABJICHUS U
MpOTpaMMHOTO oOecriedeHnst IPOTOKOI Ne 0T« » 201 _r.

3aBenyromas kadeapoit: 1-p TexH.Hayk, npodeccop AprembeBa M.JI.

CocraButenb: cT.nmpenoaaBatens Jlemza A.O.



Oo6opoTHasi CTOPOHA TUTYJBHOTO Jucta PITY /]

|. Padouasi mporpaMma nmepecMOTpeHa Ha 3aceJaHNH Kadeapbl:

IIpoTokom ot « » 20 1. Ne
3aBenyrouuii kKadenpoi

(moamucs) (U.0. damunus)

1. PaGouasi mporpaMma nepecMoOTpeHa Ha 3acefaHnu Kadeapbl:

IIpoTokom ot « » 20 r. Ne
3aBenyrontwii kKadeapoi

(moamucs) (U.0. damunus)

I11. PaGouyas nporpaMMa nepecMOTpeHa Ha 3aceJaHUH Kadeapsl:

IIpoTokou ot « » 20 r. Ne
3aBenyrontuii kKadeapoi

(oamch) (N.0. ®amwmus)

V1. PaGouasi mporpaMMa nepecMoOTpeHa Ha 3acejaHuu kadeapnl:

IIpoToko ot « » 20 r. Ne
3aBeayronuii kadeapoit

(moamuce) (N.0. damunust)

V. PaGouasi mporpaMma nepecMOTpeHa Ha 3acegannu Kageapol:

IIpoTokoi ot « » 20 r. Ne
3aBenyronimii kadeapoi

(moarmucs) (U.0. Oamunust)



ABSTRACT

Bachelor’s degree in 38.03.03 “Personnel Management,”
profile ""Audit and controlling staff""

Course title: Computer science

Basic part of Block 1, 2 credits.
Instructors: Shuvalov E.l.,Associate Professor.

At the beginning of the course a student should be able to:

-know the main provisions on the organization of the use of information in the
systems of organizational and economic management;

-master the basic definitions of computer science, the basic and composite data
structures used in computer technology;

-be able to work on a personal computer in the environment of one of the
operating systems (Windows);

-effectively use the capabilities of modern PCs, computer networks and
software for solving applied problems arising in the process of studying at a
university and in the course of future professional activities.

Learning outcomes:

— with the ability to solve standard professional tasks based on information
and bibliographic culture using information and communication
technologies and taking into account the basic requirements of information
security ( OK-3)

— ability to self-organization and self-education (OK-6)
— the ability to collect, store, process and evaluate information necessary for

the organization and management of professional activities (commercial,
marketing, advertising, logistics, merchandising, and (or) trade and
technology); apply basic methods and means of receiving, storing,
processing information and working with a computer as an information

management too (OPK-7)



Course description:
The content of the discipline covers the following topics:

The subject and tasks of computer science. The concept of information.
Information, data and knowledge. Types of information. General characteristics of
the processes of collecting, transmitting, processing and accumulating information.
Software (software). Software classification. Microsoft PowerPoint presentation
graphics system: purpose, capabilities, interface. Technology work in PowerPoint.
Create presentation slides.

Main course literature:

1. Romanov, A.N. Informatics: Textbook / Ed. B.E. Odintsova, A.N. Romanov. - 2nd ed.,
Pererab. and add. - M .: University textbook: SIC Infra-M, 2012. - 410 pp .: 70x100 1/16.
(binding) ISBN 978-5-9558-0230-5 - Access mode: http://znanium.com/catalog/product/263735
2. Gurikov, S.R. Computer Science: Textbook / Gurikov S.R. - M.: Forum, SIC INFRA-M,
2014. - 464 pp .: 70x100 1/16. - (Higher education: Undergraduate) (Binding 7BC) ISBN 978-5-
91134-794-9 - Access mode: http://znanium.com/catalog/product/422159

3. Tarasova, N.V. Informatics: Textbook / I.I. Sergeeva, A.A. Muzalevskaya, N.V. Tarasov. -
2nd ed., Pererab. and add. - M .: ID FORUM: SIC INFRA-M, 2014. - 384 pp .: 60x90 1/16. -
(Professional  education).  (binding) ISBN  978-5-8199-0474-9 -  Access mode:

http://znanium.com/catalog/product/451091

4. Fedotov, E.L. Informatics: Course of lectures / E.L. Fedotova, A.A. Fedotov. - M .: ID
FORUM: INFRA-M, 2015. - 480 p .: il.; 60x90 1/16. - (Higher education). (binding) ISBN 978-
5-8199-0448-0 - Access Mode: http://znanium.com/catalog/product/500194

5. Kaymin, V.A. Informatics: Textbook / Kaymin V. A. - 6th ed. - M .: SIC INFRA-M, 2015. -
285 pp .: 60x90 1/16. - (Higher education: Undergraduate) (Binding) ISBN 978-5-16-010876-6 -
Access Mode: http://znanium.com/catalog/product/504525



http://znanium.com/catalog/product/263735
http://znanium.com/catalog/product/422159
http://znanium.com/catalog/product/451091
http://znanium.com/catalog/product/500194
http://znanium.com/catalog/product/504525

AHHOTanMs K pado4eil mporpaMMe TUCHUIINHBI

«Mudopmaruka»

Yuebnsiii kypc «MHpopMaTukay npeaHazHaueH JUisl CTYIEHTOB HAMpPaBIICHUS
noarotoBku 38.03.02 MeHe1)KMEHT.

Jucuunnuna «MupopmaTrka» BKIOYeHa B cocTaB 0a30BOM yacTh OJoKa
«lucturuinabl (MOTYIIN ).

OOuiasgs TpyIOEMKOCTh AMCUUIUIMHBI ~ COCTaBIIIET 2 3a4€THbBIE EAUHUIIBL,
724yaca. Y4eOHbIM IUIAHOM MPEAYCMOTPEHBI JIEKIIMOHHBbIC 3aHsATus (18 yacoB),
nabopatopubie 3anstus (36 wacoB, B ToMm uucie MAO 18 wacos),
caMmocTosiTenbHasi padota ctyneHToB (18 dacon). JlucnumniauHa peanusyercs Ha 1
Kypce B 1 cemecTtpe.

Huctunmna  «MHbopMartukay  w3ydaeTrcss MapauielbHO C  TaKUMH
JQVCHUIUIMHAMU, Kak «MaremaTtuka», «PyCcCKuil A3bIK U KyJbTypa peun», «OCHOBBI
COBPEMEHHBIX O00pa30BaTENbHBIX TEXHOJOTUIH» U TO3BOJSIET MOJATOTOBUTH
CTYJI€EHTOB K OCBOEHHUIO psJa TaKuMX AMCLUMIUIMH, Kak «Teopust opraHuzauuny,
«OCHOBBI MapKETHUHTa», «YIpaBlICHUYECKHUE pelieHus», «OCHOBBI YNpaBICHUS
NIEPCOHATIOMY, «OCHOBBI (buHAHCOBOTO MEHEI)KMEHTA, «OCHOBBI
CTPaTErMYECKOr0 MEHEIKMEHTA.

Coz[epxcaHHe AUCHUITIIMHBI OXBAaTbIBACT CJ'IGI[}IIOIHI/Iﬁ KpYT BOIIPOCOB:



- OIpelneseHHe M OCHOBHBbIE CBOMCTBA HWHGOpPMALlMK; TEXHUYECKHE W
IpPOrpaMMHBIE CPEJCTBA peanu3ali UHPOPMAIIMOHHBIX MPOIECCOB; anmapaTHas
4acTb U MPOrpaMMHOE OOECIEYEHUE; CUCTEMHOE M MPUKIATHOE IMPOrpaMMHOE
o0ecrieueHrne, OCHOBHBIE KJIAacChl MPUKIATHBIX MPOrpaMM; JBOMYHAs Qopma
npecTaBiIeHUs HHOPMALMU: KOJUPOBAHNUE YUCIOBOM, TEKCTOBOM, IrpaduuecKoi,
3BYKOBOH HH(pOpMalny; BEPOSTHOCTHBIM MOJAXOJA K OIpPENETICHUI0 KOJIMYECTBa
uH(OpMaIlMU; OCHOBHBIC TIOHATHSA U Omnepanuu (HOpMaabHON JOTHKH; JIOTUYECKUE
BBIPQXEHUS U UX MpeoOpa3oBaHUE; 3alPOChl U OTUETHI, IPUHIMIIBI OpraHU3aLUH
JIOKaJIbHBIX U rJ100aTbHBIX ceTel; 3aIuTa uHbOopMaIuu oT
HECAaHKIIMOHUPOBAHHOT'O JOCTyNa; MOHATHE 00 MHTEpHET W ero TepMUHOJIOTHS;
HOHSTHE O PacTpoOBOW M BEKTOPHOH Tpaduku, nudpossie (aiiioBsle (popmarsl;
peanu3anus aIrOPUTMOB JIMHEHHBIX, LHMKIMYECKUX U  Pa3BETBISIOMIMUXCA
BBIUHCIIUTENBHBIX IPOLECCOB, (HOPMUPOBAHUS U 00PaOOTKN MaCCHBOB.

Ienbr — oOBIaJeHHE OCHOBAMM 3HAaHUM O MpoLeccax IOJyYCHHS
npeoOpa3oBaHusd W XpaHeHUs UWH(pOpPMAlMU, pa3BUTUE y  CTYIEHTOB
QITOPUTMHYECKOTO U JIOTUYECKOIO CTUJISL MBIIIIJICHUS.

3axayu:

® PACKPBITH POJIb HH(OPMATUKU U 3HAYCHHE NH()OPMALIMOHHBIX TEXHOJIOTUI
B Pa3BUTUHU COBPEMEHHOI'O OOLIECTBA, IPUBUTH CTYA€HTaM HaBBIKM CO3HATEIBHOTO
Y PALIMOHAJILHOTO UCIOJIb30BAaHUSI KOMITBIOTEPHOM TEXHUKHU B CBOEH yueOHOM U
nocieayomiel mpopeccuoHaIbHON IeITebHOCTH;

® [I03HAKOMUTbH C MOHATUSIMHU CUCTEMBI, UHPOPMALIUU, MOJEIIH;

® PacKphITh OOIIKME 3aKOHOMEPHOCTH MH(OPMAIIMOHHBIX IMPOIIECCOB B
npupoze, 00IIECTBE, TEXHUYECKUX CUCTEMAX; MO3HAKOMUTh C MPUHIIUITAMU
CTPYKTYypHUpOBaHus, popmannzanuu nHGOpMaIuu U BEIOpATh yMEHUSI CTPOUTH
MH(OPMAIMOHHBIE MOJCIIN ISl ONTMCAHUS 0OBEKTOB U CUCTEM;

e c(hopMupOBaTh HABBIKK MOKMCKA, 0OPaOOTKH, XpaHEHHE UHPOPMaALIUU
MOCPEACTBOM COBPEMEHHBIX KOMIBIOTEPHBIX TEXHOJIOTHH JUIsl pEIICHUs yUeOHBIX

3aza4, a B OyaymieM u B mpoecCHOHaNbHOM NeSITeIbHOCTH;



e BEIPabOTaTh CIOCOOHOCTH OOPAIIATHCS K KOMITBIOTEPY TIPH PEIICHUH 33729

U3 1000 peaMeTHON 00IacTH, 6a3uPYIOLIYIOCS Ha OCO3HAHHOM BIIaJICHUU

I/IH(I)OpMaHHOHHI)IMI/I TCXHOJIOTUAMHU M HABBIKaMU BSaHMOﬂeﬁCTBHH C

KOMITBIOTCPOM.

Jna ycenemrHoro usy4deHus: nuciuiuinabl «MHbopMaTuka» y oOydaromuxcs

JOJIXKHBI OBITH C(i)OpMHpOBaHBI CJICAyromue nmpeaBapruTCIbHbIC KOMIICTCHIINU

¢ TOTOBHOCTBb K CaMOpPa3BUTUIO, CaMOPCATIN3alINH, PACKPBITHIO TBOPYCCKOI'O

MMOTCHIINAIA;

® CIT0COOHOCTB OCYHICCTBIIATH MCKIIMYHOCTHBIC, I'PYIIIIOBBIC U

OpraHnu3aliliOHHBIC KOMMYHHUKAIIHUH.

B  pesynbrare

bopMUPYIOTCS  CIICIYIOIINE

W3y4YECHUS

JAHHOW  JHCUMIUIMHBI Yy  OOydarommxcs

OOIIEeKYJIBTYpHBIE U  00mIenpodecCHOHATbHBIC

KOMIETEHIIUU (3JIEMEHTHI KOMITETEHITUM):

Koa u popmysmposka
KOMIICTCHIIUH

Jtanbl GOpMHPOBAHUA KOMIIETEHIMU

OK-3 cnocoGHOCTh 3HaeT TEPMUHOJIOTHIO, SKOHOMHUYECKUE MOJIENH,
MCII0JIb30BaTh OCHOBBI MIPUHLIMIIBI, OCHOBHbIEC HAYYHbIE TEUCHUS U
9KOHOMHYECKUX 3HAaHUI B COBPEMEHHBIE TEOPUU IKOHOMUKH.
pa3nuuHbIX chepax
JeSITebHOCTH
Ymeer MIPUMEHSTH 3HaHHUSI OCHOB DKOHOMMKH B Pa3JINYHBIX
chepax 1eTaabHOCTH.
Bnaneer HAaBbIKaMU IIPUMEHATH 3HaHUS OCHOB YKOHOMUKH
JUISL IPOBEJICHUS aHAJIN3a U IPUHATHS PELIeHUN B
pa3nuyHbIX chepax AesTeTbHOCTH.
OK-6 cniocoGHOCTB K 3Haer COJIEp’KaHUE MPOLIECCOB CAMOOPraHU3aluU U
caMOOpraHu3aluu U camMo00pa3zoBaHusl, UX OCOOEHHOCTEN 1 TEXHOJIOTUI
caMo00pa30BaHHIO pean3anyu, UCXOAsl U3 LIEJIEH COBEPIIEHCTBOBAHUS
npodeccnoHaNIbHOM e TEIbHOCTH.
Ymeer CaMOCTOSITEJIHO CTPOUTB IIPOLIECC OBJIAICHUS
uHpopManuei, OTOOpaHHON U CTPYKTYPUPOBAHHON
JUISL BBITIOJTHEHUS PO eCCHOHaIbHON
NESTEIbHOCTH
Bnaneer TEXHOJIOTHSIMHU OpraHU3aluu Ipouecca

camMo00pa3zoBaHusl; MPHUEMaMH LeJIenoIaraHus BO
BPEMEHHOU MEPCIIEKTHBE, CIIOCOOaMHU
TJIAHUPOBAHUS, OpPTraHU3aIUH, CAMOKOHTPOJIS U




CaMOOLICHKH OCATCIbPHOCTH

OIIK-7 cnocoOHOCTH pemiaTh
CTaHJapTHBIE 3a7a4n
npodeccuoHanbHOM
NESITEIbHOCTH Ha OCHOBE
nH(GOPMAaLIMOHHON U
oubmuorpaduueckoit
KYJIBTYPBI C IPUMEHECHHEM
UH(POPMALMOHHO-
KOMMYHHKAITHOHHBIX
TEXHOJIOTHI U C y4eTOM
OCHOBHBIX TpeOOBaHUI1
UH(POPMALIMOHHOM
0e30MacHOCTH

3uHaer OcHoBHBIE HHPOPMAITMOHHBIC TEXHOJIOTHH U HX
BO3MOKHOCTH JUISI PEILICHHS 3314
npodeccnoHaABHOM e TEIBHOCTH

Ymeer OO0pabartbpiBaTh HHPOPMAIUIO C UCTIOIH30BAHUEM
COBPEMEHHBIX MPOTPAMMHBIX MTPOTYKTOB

Bnaneer Hasikamu 00paboTKu HHGOPMAITUU C TTOMOIITBIO

MH()OPMAITMOHHO-KOMMYHHKAITHOHHBIX
TEXHOJIOTUH

I[J'ISI (bOpMI/IpOBaHI/IH BbINICYKA3aHHBIX KOMHeTeHHI/Iﬁ B paMKax IUCHUILIMHBI

INPUMCHAIOTCA CIICAYIOINUC MCTOIbI aKTUBHOTO/ HHTCPAKTHUBHOTI'O O6y"I€HI/IHI

JEKUMS-TIPE3CHTALMS, JIEKIUS ¢ pa300poM KOHKPETHBIX CHUTYallMi, pa3paboTka

HWHAUBUAYAJIbHOI'O IIPOCKTA, MACTCP-KJIACC.

|. CTPYKTYPA U COJEP)KAHUE TEOPETUUYECKOMN YACTHU KYPCA

Pazgen 1 .Mudpopmanusi, ”HPOPMATHKA U BbIYUCIAUTEIbHAs TexHuka (BT)

Tema 1. Iloustue

00

undopmaruu.  CBoiicTBa  MH(POPMAIIUH.

BrruncnurensHas cucrema, kommbtorep. Hcropus  paszsutus BT. Metoasl

Kiaccudukanum KoMibpoTepoB. Apxurektypa [1K.

Paznen 2. Onepannonnbie cuctemsl IIK IIporpammuoe odecnieuenue (I10).

Tema 2. Oneparinonnsie cucteM, GyHKIIUA ONEPAIIMOHHBIX CHCTEM
nepconanbHbIX KoMmnbioTepoB(OC). Knaccudukarus [10. Bupycsl, ux TUIbL.

Pa3nen 2. Onepanuonnas cucrema MS Windows

Tema 3. OcHoBHbIe 00BekTHI U pueMbl OC. @aiinbl U nanku. Onepanuu

c daitnoBoit ctpykTypoit. Hactpotika snementoB odopmienus OC. Hactpoiika

AJIEMEHTOB ympaBieHus. CTaHJapTHbIE NPUKIIATHbIE TPOTrPAMMBI.

Paznea 3. CepBucHOe NIporpaMMHoOe obecnevyeHme




Tema 4. [Iporpamms! asnst ynpasienus aitnamu. [Iporpamma
[TpoBoanuk. daitnoBsie MeHeKepbl (Norton Commander, Far). YTunutsl.
[IpuMeHeEHUE apXUBAaTOPOB.

Pa3znen 4 .TexcroBbie npoueccopsl (TII)

Tema 5. TexcroBsie mporieccopsl. OnpenenaeHue, 00JacTi MPUMEHEHHUS,
Bo3MoxkHOCTH TTI. TekctoBbii mpouieccop MS Word. UuTtepdetic. OcHoBHBIE
pUEeMbI paObOTHI C TEKCTOM.

Tema 6. CoxpaHeHue JOKyYMEHTA, IEPEMEIICHUE IO TOKYMEHTY.
[IpoBepka opdorpaduu. PacctanoBka nepeHocon.PadoTa ¢ Tabnuiieit.
Boruucnenue cymmel. [IpeoOpa3oBanue TekcTa B TaOIHUILY.

Tema 7. BcraBka 06bexToB (WordArt, Clipart, pucynka Paint u 1.1.).
Hanpasnenue texcra. byksuna. Kononku tekcra. Ctunm.
Bceraska popmyn MS Equation. BectaBka nuarpamm.

Tema 8. Pa3peiBbl cTpanu, pa3aenos. Hymepanus ctpaHu.
Komontutynsl. CHocku. KommenTapun. Cxema JOKymMeHTa. ABTOMaTHYECKAs
BCTaBKa COJIEpKaHUs, CIIMCKA WIUTFOCTPALIMA, CIIMCKA Ta0IuL, IPEIMETHOTO
ykazareid.. [Illabnonsl. Pacchuika 10KYMEHTOB.

Paznen 5. [Ipe3enTanun

Tema 9. MS PowerPoint. Co3znanue cnaiiioB. Odopmiienre. AHUMALIHS.
[Toka3 cnaiinoB. Hactpolika BpeMeHH.

Pa3znen 6. DjeKTPOHHBIE TAOJIUIIBI

Tema 10. O6nacTu MPUMEHEHHUS, BO3MOXHOCTH. DJICKTPOHHBIE TAOTHITBI
MS Excel. Knura, pabounii muct, ssueiiku. Tunsl 1aHHBIX. BBO TaHHBIX,
BbIUHKCIIEHUS, PopMaTrpoBaHue siueek. [lepemernienre, KonupoBaHue JaHHBIX,
aBTo3amnoyinenue. Co3gaHue mojib30BaTEIbCKIUX CIIUCKOB. AOCOIIOTHBINA U
OTHOCHUTENBHBIN aipec suehknu. ABTOCyMMHUpOBaHue. [I[pumMenenune
CTATUCTUYECKHUX U JIOTHYECKUX (PYHKIIUM B pacueTax.

Tema 11. IToctpoenue nuarpamm. Pabota ¢ 6azaMu JaHHBIX.
Koucomunaus nagueix. CBOAHBIE TAOIUIIEL.

Tema 12. Pemiennie ypaBHenuil. Pabora ¢ MmaccuBamu. [Ipumenenue
AJIEMEHTOB yIpaBJicHUs. Pemenue 3anad onTuMHU3alni.



Pasnen 7. ba3el nannbix (B/) 1 cucrteMsbl ynpasienus 6a3aMu JaHHBIX
(CYBN)

Tema 13. MS Access. Co3ganne TaOauIl B peKUME KOHCTPYKTOpA U
Mmacrtepa. BBoa nannbix B Tabnuiry. Coznanue gpopM ¢ momolnsio Mactepa. Beoj
JTAHHBIX ¢ ToMoIbo GpopM. Cozflanre 3anpocoB U OTYETOB.

Pa3znen 8. KomnbloTepHbie ceTu

Tema 14. JIokanpHbie ¥ T100anbHbIE ceTH. OCHOBHBIE TOHSTHS.
Knaccuduxkanus, anmapatHoe 1 mporpammHoe ooecnieuenue. [IporpammupoBanue

st Web - HTML.

Pa3nen 9 .IlporpammHuoe obecneueHue, npeIHa3HaAYeHHOE 17151 00ecneyeHust
padoThI ¢ JOKYMEHTAMU

Tema 15. Dnextponnsie MeHekepbl. MS Outlook. DnekTpoHHbIE clioBapu
U niepeBoAunKu. CHucTeMBbl pacio3HaBaHUs TEKCTOB. [IporpamMmel MynbTUMEHA.
[TonsiTust runepTekcT, MyJabTUMeINa, TuniepMeira. OCHOBHBIE TUIIBI IPOTPaMM
MYJbTUMEANA.

1. CTPYKTYPA U COJEP)KAHUE NPAKTUYECKON YACTH
KYPCA

Ilpaxmuueckue 3anamus (18 uac.)

1.JIABOPATOPHAA PABOTA Nel (3uaca)

Onepauuonuble cucmemaosl

BBoanoe 3ansitue. O3HaKOMJIGHHE C TEXHUKOW O€30MacHOCTH PabOThl Ha
nepcoHanbHOM KommbioTepe. OcHoBbI paboTel B MS Windows. PadoTta ¢ MS Dos,
Far, NC.

2.JJABOPATOPHAS PABOTA Neo2 (3uaca)

O3naxkomnenue ¢ npOCPpAMMHbBIM obecneuenuem.

CepBucnoe IIO. PaGora c¢ ¢aiimamu. ApxuBupoBaHue (Qailios.

AntuBupychoe I10.

10



3.JIABOPATOPHAS PABOTA Ne3 (3uvaca)
Paboma ¢ mexcmoswvim npoyeccopom MS Word.
Co3manne u (GOpMATHPOBAHHE TPOCTBHIX M KOMIUIEKCHBIX TEKCTOBBIX
JIOKYMEHTOB.
Pabora ¢ Tabimunamu.
PaGota ¢ pegakropom hopmyi.
Coznanue u opMaTHPOBAHUE CIIMCKOB
Pabora ¢ oObeKTaMH.
Co3nanue CTPYKTYphl JOKYMEHTa, oOrjaBiieHHe. H3MeHeHune crTuien
3aroJI0BKOB.

Coznanue mabdio0HOB, 0J1aHKOB U (DOPM.

4. JIABOPATOPHA ST PABOTA Ne4 ( 2uac)

Coszoanue npezenmayuu PowerPoint.

5.JIABOPATOPHAS PABOTA Ne5( 2uaca)
Pabota ¢ anexrponubiMu Tabnuamu Excel.
®opmatupoBanue syeek. Pabora ¢  Qopmynamu. AOCONIOTHBIE U
OTHOCHUTEJIBHBIE CCHUIKU. ABTO3aIlOTHEHHE.
VYcnoBHoe hopMaTrupoBaHUE.
Hcnonb3oBanue pyHkumii B pacuetax. [loctpoenue rpaduxos.
PaGota ¢ Tabnuiiamu 6a3 TaHHBIX.

[Tonsenenune utoros. TaOaUIbl. DIEMEHTHI YIIPABICHUS.

6.JIABOPATOPHAS PABOTA Ne6 ( 3 uaca)

Paboma c 2comoevimu 6azamu oannvix CYB/] Access.

Cozpnanue 06a3bl JaHHBIX ¥ pad0Ta C HUMH.

7. JIABOPATOPHA S PABOTA Ne7 ( 2 uaca)

Paoboma c Internet.
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I1l. YYEBHO-METOAMYECKOE OBECIIEYEHUE
CAMOCTOSATEJBHOMN PABOTHI OBYUAIOIIUXCS
Y4eOHO-MeToANYECKOE 00ECTIEUEHNE CaMOCTOSATENBHOM PabOThl 00YyYarOIIUXCs IO
muctuminHe «Muadopmaruka» mnpencrasieno B Ilpunoxkenun 1 u BKIO4YaeT B

ceOs:

IUTaH-Tpa(UK BBINOJIHEHUS CAMOCTOSITEIbHOM pabOThI IO AUCLUIIIIMHE, B TOM
YU CJIE IPUMEPHBIE HOPMBI BPEMEHU Ha BBIITOJIHEHUE 10 KAKIOMY 3aJ1aHHUIO;

XapaKkTepUCTUKa 3aJaHUl JJI1 CaMOCTOSITENIbHOM pabOoThl 0Oy4YaroOIIUXCS U
METOANYECKUE PEKOMEHIALMU 110 UX BBIIIOIHEHUIO;

TpeOOBaHMSI K  TPEACTAaBICHUIO W O(QOPMIICHHIO  pPE3YyJbTaTOB
CaMOCTOSITENILHON paboThI;

KPUTEPHUH OLICHKHU BBIMOJHEHUS CAMOCTOSITEIbHON PabOTHI.

IV. KOHTPOJIb JOCTUXEHUS LEJEN KYPCA

Ne | KonTposmupyemslie Kozp! u 3Tansl popmupoBaHus OneHouyHble CpeaCTBA
/1 | pa3nensl / TEMbI KOMIIETEHIIHH TEKYIIUT IPOMEKYTOUHAas
JVCIIATUTHHEI KOHTPOJITh aTTecTauus

1 | 3ausTus 1-2 OK-3, 3Haer Jlaboparopuast | Tecr (ITP-1),
Nudopmarus, OK-6, pabota (IIP-6) | recroseie
I/IH(i)OpMaTI/IKa u OIIK-7 CI/ITyaHI/IOHHI)IG 3aaHusd;
BBIUKMCIIUTEIIbHAS sagaum (I1P-11)

OreparuoHHast Ymeer Jlabopatopuass | Tecr (ITP-1),
cucrema MS paGora (IIP-6) | tectoBrIe
WindowsTtexHuka CUTYaUHOHHBIE | 35 1ayy:
(BT 3amaun (ITP-11)
Bianeer Jlaboparopnass | Tect (ITP-1),
patGora (IIP-6) TECTOBBIE
CuTtyalvoHHbIE 3a7TAHHS:
3amaun ([TP-11)

2 | Banstus 2-4 OK-3, 3Haer Jlaboparopnast | Tect (ITP-1),
CepBucHoe OK-6, pabota (IIP-6) | recroseie
IIPOrpaMMHOE OIIK-7 CutyanmoHHbIe 3a1aHHS:
obecrieucHue 3amaun (ITP-11)

Texctopble Vmeer Jlaboparopuas | Tect (ITP-1),
npoueccopet (T1T) patora (IIP-6) | rectosnIe
CutyanunoHHble 3aTAHHS:
3amaun (ITP-11)
Bnaneer Jlaboparopuast | Tect (ITP-1),
patora (IIP-6) TECTOBBIE
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CHTyallMOHHBIE | 3aJaHUS:
3amaun ([TP-11)
Bansrus 5-6 OK-3, 3HaeT Jlaboparopuas | Tecrt (ITP-1),
DIIEKTPOHHbBIE OK-6, pa6ota (ITP-6) | tecToBBIE
TaOJINLIBI OIIK-7 CuTtyanyoHHble 3a/[AHAS
[Mpe3enraryu 3amaun ([TP-11)
Ymeer Jlabopatopuass | Tecr (ITP-1),
pa6ora (I1P-6) TECTOBBIE
CuryaloHHbIe 3a/AHAS
3amaun (ITP-11)
Bnaneer Jlaboparopuast | Tecr (ITP-1),
pabota (IIP-6) | recroseie
CutyalnmoHHbIe 3a/AHAS
3amaun ([TP-11)
Banstust 7-8 OK-3, 3Haer Jlaboparopuass | Tect (ITP-1),
Baspr nanneix (B) u | OK-6, pa6ora (ITP-6) TeCTOBEIE
CHCTEMBI YIIPaBIeHUs | OI[K-7 CHTYalMOHHBIC | 37104y
0a3aMu JJaHHBIX 3amaun ([TP-11)
(CYB]D) Vmeer Jla6oparopuas | Tect (ITP-1),
KomnbroTepHbIe ceTn pa6ora (ITP-6) TeCTOBEIC
CutyalmoHHbIe 3aaHHS:
3amaun ([TP-11)
Bianeer Jla6oparopuass | Tect (ITP-1),
patGora (IIP-6) TECTOBBIE
CuTtyaloHHbIE 3a/[AHAS
3amaun ([TP-11)
3ansTue -9 OK-3, 3Haer Jlaboparopuass | Tect (ITP-1),
IIporpammHuoe OK-6, pabora (ITP-6) TECTOBLIE
obecrieueHue, OIIK-7 CHTYyalMOHHBIE | 3104y
TIpeHAa3HAYEHHOE 3amaun (ITP-11)
JULst 0becreueH s Ymeer Jla6opatopuas | Tect (ITP-1),
paboTst ¢ pabora (IIP-6) | recroBsie
JOKyMEHTaMH CutyaunoHHsle 3aIaHHS:
3amaun ([TP-11)
Bnaneer e JlaGopatopHas Tecrt (ITP-1),
patGora (IIP-6) TECTOBBIE
CuTtyalvoHHbIE 3aTAHHS:

3amaun ([TP-11)

MPOLETYPBI

3HAHUH,

Tumnossie KOHTPOJIbHBIC 3alaHNA, MCTOAUYICCKUC MAaTCPHUAJIbl, OIIPCACIIATONINC

YMEHHUH,

OLICHUBAHUA

HAaBBIKOB

3HAHMHU,

U XapaKTEepHU3YIOIINE
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YyMEHUH W HaBBIKOB M (WJM) OMbITa
NEeATEIbHOCTH, a TaKXe KPUTEpUM U TOKa3aTelid, HEeoOXOIUMbIE MJii OIEHKU

dbopmupoBaHUs




KOMIETEHIIM B  MPOLIECCE  OCBOGHHMS ~ OOpa3oBaTENbHOM  MPOrPaMMBL,

npenacrasiieHsl B [Tpuioxenun 2.

V. CIHHCOK YUYEBHOMH JUTEPATYPHl 1 THO®OPMAIIMOHHO-
METOINYECKOE OBECIIEYEHUE JUCHUIIVINHBI

OcHoBHasi iMTEpaTypa:

(neuammvie u snexmporHbie u30aHUs1)

1. PomanoB, A.H. Hndopmaruka: VYuebHoe mnocobue / Ilom pen. B.E.
OpunnoBa, A.H. PomanoBa. - 2-e¢ u3z., nepepab. u momn. - M.: By3oBckuit
yueOnuk: HULL Undpa-M, 2012. - 410 c.: 70x100 1/16. (nepernet) ISBN
978-5-9558-0230-5 — Pexum JOCTYTIA:
http://znanium.com/catalog/product/263735

2. I'ypukos, C.P. Undopmaruka: YueOunuk / I'ypukos C.P. - M.:®opym, HUILL
NHDPA-M, 2014. - 464 c.: 70x100 1/16. - (Bwicmiee o0pa3zoBaHHE:
bakanaspuar) (Ilepermér 7BI[) ISBN 978-5-91134-794-9 — Pexum
nocryma: http://znanium.com/catalog/product/422159

3. Tapacora, H.B. HWnadopmarmka: VYueonuk / W.M. CepreeBa, A.A.
MysaneBckas, H.B. Tapacoma. - 2-e¢ wu3n., mepepad. m pgom. - M.: U]
®OPYM: HHUI[ HHDPA-M, 2014. - 384 c.. 60x90 1/16. -
(ITpodeccuonansuoe oopazoBanue). (nepermet) ISBN 978-5-8199-0474-9 —

Pesxum noctyna: http://znanium.com/catalog/product/451091

4. ®enoroB, E.JI. Uudopmatuka: Kypc nexuuii / E.JI. ®demoroma, A.A.
®denotos. - M.: UJ] DOPYM: UHDPA-M, 2015. - 480 c.: uxn.; 60x90 1/16. -
(Beiciee obOpazoBanue). (meperier) ISBN 978-5-8199-0448-0 — Pexum
nocryma: http://znanium.com/catalog/product/500194

5. Kaitmun, B.A. Uadopmaruka: YueOnuk / Kaitmun B. A. - 6-e u3g. - M.:
HUILl NHD®PA-M, 2015. - 285 c.: 60x90 1/16. - (Briciiee obpa3oBaHue:
bakanaspuar) (Ilepermmér) ISBN 978-5-16-010876-6 — Pexxum pocrtyna:
http://znanium.com/catalog/product/504525
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http://znanium.com/catalog/product/263735
http://znanium.com/catalog/product/422159
http://znanium.com/catalog/product/451091
http://znanium.com/catalog/product/500194
http://znanium.com/catalog/product/504525

JlonoiHUTe IbHAS JIUTEPaTypa:

(newammuvle u 31eKMpPOHHbBIE U3OAHUSL)

1. Typeukuii, B.fl. MatemaTtuka u undopmaruka: Yueonuk / B.S. Typeukui;

VYpansckuit rocynapcTBeHHbIN yHUBEpcUTET UM. A.M. ['opbKoro. - 3-¢ u3n.,
ucnp. u gomn. - M.: UHOPA-M, 2010. - 558 c.: 60x90 1/16. - (Bsiciiee
oOpazoBanue). (nepemier) ISBN 978-5-16-000171-5 — Pexum pocryna:
http://znanium.com/catalog/product/206346

. EpmaxoBa, A.H. NudpopmaTtuka [DnekTpoHHBIN pecypc]| : yueOHOoe mocooue
/ A.H. EpmaxoBa, C.B. borganoBa. — CraBponoisb: CepBuciikona, 2013. -

184 c. - Pexxum nmoctyma: http://znanium.com/catalog.php?bookinfo=514863

— Pesxum moctyma: http://znanium.com/catalog/product/514863

. Bermrerypos, C.X. UadopmaTuka [DaeKTpoHHBIN pecypc] : yueb. mocodue /
HoBocud. roc. arpap. yH-T. ArpoHom. ¢ak.; coct.: .M. Hekpacosa, C.X.
Boimerypos. — HoBocubupck: 3omotoii konoc, 2014. — 105 c. — Pexum

nocryma: http://znanium.com/catalog.php?bookinfo=516070

Ilepeuenb pecypcoB HHGOPMALMOHHO-TEJIEKOMMYHUKAIIMOHHOM ceTH
«AHTepHeT»
1. DnexkTponHas OubMoTeKa u 6a3bl JaHHbIX [[BOY .

http://dvfu.ru/web/library/elib

2. DnekTpoHHO-0MOIMoTeuHas cuctema «Jlanby http://e.lanbook.com

3. DnekTpoHHO-01OIMOTeYHAas cuctemMa «HayuHo-U3/1aTenbCKOro eHTpa

NH®PA-M» http://znanium.com

4. DnekTpoHHO-OMOaMoTeuHas cucreMa buonuoTex. http://www.bibliotech.ru

5. DNeKTPOHHBIN KaTajior HaydHo! oudmuorexku JABDY http://ini-
fb.dvgu.ru:8000/cqgi-bin/gw/chameleon
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http://znanium.com/catalog.php?bookinfo=514863
http://znanium.com/catalog/product/514863
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Ilepeyens HHPOPMALTMOHHBIX TEXHOJIOTHH
U MPOrPaMMHOI0 o0ecreYeHnst
1. Microsoft Word
2. Microsoft Excel

3. Microsoft PowerPoint

VI.METOANYECKHUE YKA3AHUSA 10 OCBOEHUIO IUCHUITJINHBI

YcenemHoe OCBOCHHME IHUCHUIUIAHBI IMPEAINOIaraeT akTUBHOE, TBOPUYECKOE
y4acTHE CTyJEHTa IIyTEM €KEIHEBHOW IUTAaHOMEpPHOM pabotel. M3ydeHwue
JUCHUIUIMHBL CJEAyeT HAuMHATh C MpopabdOTKU paboueld mporpammbl, 0coboe
BHUMAaHUE, YACJSIS UEsIM U 3a7ja4aM, CTPYKTYPE U COJIEPAKAHUIO Kypca.

Ha nexuusix cTyeHTHI MOTyYaloT caMble HEOOXOAUMbIE JTAHHBIE, BO MHOTOM
JIOTIOJTHSIONINE YYeOHMKH (MHOTJA JaKe HUX 3aMCHSIOIIUE C MOCICIHUMHU
JOCTHKCHUSIMH HAyKH). YMEHHE COCPEIOTOUCHHO CIYIIATh JICKIMH, aKTHUBHO,
TBOPYECKH BOCIHPUHUMATH M3JIara€MbI€ CBEJICHUS SIBIIAETCS HEMPEMEHHBIM
YCJIOBUEM HUX TIyOOKOr0 W MPOYHOI'O YCBOEHHUSA, a TAKXKE Pa3BUTHUSI YMCTBEHHBIX
CHOCOOHOCTEH.

Crnymianue ¥ 3amuch JEKIUA - CJIOXKHBIE BHJBI BY30BCKOW pPabOTHI.
BauMarenbHOe  CchyliaHMe W KOHCIEKTUPOBAHME JIGKIUW  MpejnoJiaraet
WHTEHCUBHYIO YMCTBEHHYIO JAEATEIbHOCTh cTyleHTa. Chiymias JeKUuH, Haao
OTBJICYBCS MPU ATOM OT IMOCTOPOHHUX MBICIEHM M AyMmaTh TOJBKO O TOM, 4YTO
u3jaraeT npenoaaBaresb. KpaTkue 3anmucu JIEKLIHH, KOHCIEKTHUPOBAHUE WX
MIOMOTaeT YCBOUTH Marepuasl. KOHCHEKT sBIsSE€TCS TMOJIE3HBIM TOrJa, KOTa
3alMCaHO CaMO€ CYIIECTBEHHOE, OCHOBHOE. DTO JOJDKHO OBITh CAEIAHO CaMUM
ctyneHtoM. He Hajgo cTpemMuThes 3amucarh JIOCIOBHO BCHO JIeKHHIO. Takoe
"KOHCIIEKTUpOBaHUE" TPUHOCUT OOJbINE BpeAa, YeM IOJb3bl. JICKIHS HE MOXKET
MPEBPATUTHCS B JIEKIMIO-TUKTOBKY. DTO OYEHb BpeaHas TEHACHIUS, OO B ITOM
clly4ae CTYJACHT MEXaHHWYECKH 3aMUChIBAET OOJIBIIOE KOJIUYECTBO YCIBIIIAHHBIX

CBEJICHUI, HE Pa3MBbIILIAS HAJl HUMHU.
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3anuch JEKIHUA PEKOMEHAYETCS BECTH 10 BO3MOXXHOCTH COOCTBECHHBIMH
dbopmynupoBkamu. KoOHCHEKT mydine MOApa3feNsaTh Ha IyHKTHI, maparpadsl,
coOmrofiasi KpacHyro cTpoky. [IpuHIMNuanbHble MecTa, onpeaesieHus, (GopMyIbl
CIeAyeT COMPOBOXKIATh 3aMEUYAHUSIMU: «BAXHO», «0CO00 BAXKHO», «XOPOIIO
3allOMHUTH» W T.. [Ipu KOHCHEKTHUPOBAHMM I1€JI€COOOpPA3HO HCIOIb30BAThH
KBaHTOPBI, COOCTBEHHBbIE 3HAYKKM W CHUMBOJBI, COKpalleHus ciioB. Paboras Han
KOHCIIGKTOM JICKIIWH, Ba)XXHO WCIOJIB30BaTh HE TOJBKO YYEOHHWK, HO H Ty
JUTEpaTypy, KOTOPYIO HOIMOJHUTEIBHO PEKOMEHIOBaN JEKTOp. MIMEHHO Takas
cepbe3Has, KPOIOTInBasi padoTa C JEKIMOHHBIM MaTEepPHAIOM MO3BOJIUT TITyOOKO
OBJIQJICTh 3HAHUAMU. KOHCIEKT JICKINU PEKOMEHIYETCS TPOCMOTPETH Cpasy MOCIie
3aHsaTH. HeoOXomuMoO OTMETUTh Marepuaid KOHCIIEKTa JICKIUW, KOTOPBIN
BBI3BIBACT 3aTPYAHEHUS I NMOHMMaHUs. Takke MONbITATbCS HAWTH OTBETHI Ha
3aTPYIHUTEIIbHBIE BOIIPOCHI, MCIIOJb3Yysl PEKOMEHIOBAHHYIO JMTEpaTypy. Ecin
CaMOCTOATENILHO HE YyJIaJoch pa3o0OpaThCs B MaTepualie, Hajao cPopMyIHpoBaTh
BOIIPOCHI U OOPATUTHCS K MPENOAaBaTelo 32 KOHCYJIbTalUEH.

[Ipy dureHUM JIEKUUMHA PEKOMEHAYETCsl IPUMEHECHUE MYJIbTUMEINNHON
TEXHUKH, TO3BOJIAIOIICH HAIJSIAHO JAEMOHCTPUPOBATH OCHOBHBIE MOMEHTHI
JEKUUOHHOro Marepuana. [lo OKOHUYaHMM TEMAaTUYECKUX PAa3JeiiOB SBISAETCS
11€71€CO00pa3HBIM MPOBEJCHUE TPYMIOBBIX TECTOBBIX 3aHATHH.

PerynsapHo HyX HO OTBOAUTH BpEMS JJIsI MOBTOPEHUA TEOPETUUYECKOTO U
IPAKTUYECKOIO0 Marepuasa, NpoBepsis CBOU 3HAHMS, YMEHUS W HaBBIKM 110
KOHTPOJIBHBIM BOIIPOCAM.

[Ipu moAroTOBKE K MPAKTUYECKUM 3aHITHUSIM I1I€J€CO00pPa3HO MOJIb30BaATHCS
IJIaHOM  3aHATUN. TmatenbHO MpopadoTaTh  JIEKIMOHHBIM — MaTepual U
COOTBETCTBYIOIIIME yU4€OHbIC MOCOOUS MO TEME KaXKJIO0TO MPAKTUYECKOTO 3aHSTHS.
[Ipopemars TUIIOBBIE 3a/1a4X IOMAIIHETO 33/ IaHUSI.

[IpakTuueckue 3aHATHS MO JAHHOW JUCIHMIUIMHE CIOCOOCTBYIOT PAa3BUTHUIO
AQHAJTUTUYECKUX U  BBIUYMCIUTEIBHBIX  CHOCOOHOCTEM U (POPMHUPOBAHUIO
COOTBETCTBYIOIIIMX HAaBBIKOB; — IIPUBUTHIO HABBIKOB COCTABJICHHS W aHAIU3a

MaTEMAaTHYCCKUX MOJICJ]Cﬁ ITPOCTEBIX pCalIbHBIX 3agad u Pa3BUTHUIO
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MaTeMaTHYeCKON MHTYUIIMHU; — BBIpaOOTKE YMEHUU pelIaTh MPUKIAJHBIE 33]a4uH,
CBSI3aHHBIE C OyIylIel CEUalIbHOCTBIO CTY/IeHTa, TpeOyromure 0T00pa TaHHbIX U
IpeBapUTEIILHOTO BBIBOJA aHAJUTUYECKHX 3aBUCUMOCTEH. [109TOMy OCHOBHBIM
TpeOOBaHMEM MpENoAaBaTelisi K CTyJeHTaM SIBISETCS 00s3aTelIbHOE MPUCYTCTBHE
CTY/ICHTOB Ha BCEX MPAKTUYECKUX 3aHITUAX, & TAK)KE BBIOJHEHHE BCEX 3aJaHHN

MNpernoaaBaTeCiidi, KakK TCKYIIHUX, TaK 1 KOHTPOJIbHBIX.

Vil. MATEPUAJIBHO-TEXHUYECKOE OBECIIEYEHHUE
JAUCHUIIJIINHBI

s ocymiecTBIeHUST 00pa30BaTeIbHOrO TpoIecca IO  JUCIHUILINHE
«MHdpopmaTrkay HEOOXOIUMBI:

-ydeOHasT ayauTopus Ui TPOBEACHUS 3aHATHA CEMHUHAPCKOTO THIIA
(MpakTUYECKUX 3aHATHI); yuyeOHasi ayAuTOpHUsl JIJII KYpCOBOTO IMPOECKTUPOBAHMS
(BBITIOJTHEHUSI KYPCOBBIX palo0T); yueOHasi ayJuTOpus JJIA TEKYIIEr0 KOHTPOJS U
MPOMEKYTOUYHON  arTecTtandy; ydeOHas ayJauTopwsl Il TPYIIOBBIX U
VH/IMBUTYQJIBHBIX KOHCYJIbTAIIHH;

- aBTOMAaTHU3MPOBaHHOE pabodyee MecTO MpernojaBaTelisi, MEePeHOCHAs MarHUTHO-
mapkepHass gocka, Wi-FI, Hoyroyk Acer ExtensaE2511-30BO, Okpan c¢
anexTponpuBogoM 236*¥147 cm Trim Screen Line; IIpoekrop DLP, 3000 ANSI
Lm, WXGA 1280x800, 2000:1 EW330U Mitsubishi; IToxcucrema
CHeIUaI3upOBaHHbIX  KkperuieHuid  obopyaoBanusi CORSA-2007  Tuarex;
[Toncucrema  BumeokommyTaruu;  Ilogcucrema — ayAMOKOMMYTallMd |

3BYKOYCHJICHUS; AKYCTHYECKas CHUCTEMa g MOTOJOYHOro monraxa S| 3CT LP

Extron; mudposoit ayauomnporeccop DMP 44 LC Extron.

B uwranpHbix 3amax Hayunoit Oubnuotrexku JIBOY mnpemycMoTpeHs
paboune MecTa IJIs JIOACH C OTPaHWYCHHBIMH BO3MOXKHOCTSIMH 37I0POBBSI,
OCHAIIIEHBI AUCIUICSIMH M TpuHTepamu bpaitnsg; o0opyaoBaHHBIC MOPTATHBHBIMU
YCTPOWCTBAMHM JUIAI YTCHHS TUIOCKOIICYATHBIX TEKCTOB, CKAaHUPYIOIIMMU H

JUTAIOIUMK MalluHaMHi, BHACOYBCJICUUTCICM C BO3MOXHOCTBIO PCTYIISAIUN
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LBETOBBIX  CIIEKTPOB;  YBEIMYMBAIOUIMMHU  JJIEKTPOHHBIMH  JylamMu |
YJIBTPa3BYKOBBIMU MAPKUPOBUIMKAMM.

B nensx obecrnieuenus criennagbHbIX YCIOBUNA 00y4Y€HNs NHBAJIUI0B U JIULL C
OrpaHUYECHHBIMA BO3MOXXHOCTAMH 3710poBbsi [IBDY Bce 3maHus 000pyn0BaHbI
naHaycam, JU(QTaMM, TOJBEMHHMKaMH, CHEIUAIN3UPOBAHHBIMU  MECTaMH,
OCHAlICHHBIMU  TYaJETHbIMM KOMHAaTaMM, TaOJWykaMud HH(OpMaMOHHO-

HaBHFaHHOHHOﬁ CHUCTCMBEI.
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MMHUCTEPCTBO OBPA3OBAHMSA 1 HAYKU POCCUHMCKOM ®EJEPALIMNA
DenepanbHOE TOCYIaPCTBEHHOE aBTOHOMHOE 00pa30BaTeIbHOE YUPEKICHHUE
BBICITICTO OOpa30BaHUs

JlajibHeBOCTOYHBIN (peepabHbIH YHUBEPCUTET
(AB®DY)

HKOJA 9KOHOMUWKU U MEHEJIKMEHTA

YYEBHO-METOJUYECKOE OBECIIEYEHUE CAMOCTOSATEJBHOM
PABOTBI OBYUYAIOILINXCA
no aucuumianbe « Magpopmaruxa»
Hanpasienue noaroroBku: 38.03.02 MenexxMmeHT

(I)opMa NOATOTOBKH OYHadA

BaaguBoctok
2015



l. Iinan-rpadguk BbINOJHEHNSI CAMOCTOSITEJIbHON PadoThI 1O

AUCHUIIJINHE
IIpumepHbIe
Bun
Ne Jarta/cpoku . HOPMBI ®dopma
CaMOCTOATCIBbHOU
n/n BbINNOJITHCHUSA BPECMECHH HA KOHTPOJJA
padoThI
BBIINIOJIHCHUC
1 cemecTp
[ToaroroBka K NpakTU4ECKUM [IpoBepka Hanuuus
3aHATHIM Ne 1-2 KOHCIIEKTA JIEKIUH C
1 1-2 Henens BBIHOJH;IGHI/IB JOMAIITHUX 8 aca KOMMEHTApHsIMH, YCTHBIH
3aJaHui OTpOC, PACUCTHO-
[ToaroroBka K rpagudeckas padboTa,
CaMOCTOSITCIIFHON paboTe pa3HOYPOBHEBHIC 3a7]a4u
IMonroToBka K MPakTUYECKUM [IpoBepka Hamuuus
3aHaTusM Ne 3-4 KOHCIIEKTa JIKIIH ¢
2 3-4 Henens BLIHOJ’II:ICHI/IC JIOMAIITHUX 8 yaca KOMMCHTApUSAMH, YCTHBIH
3aIaHuiA OTpOC, PaCUCTHO-
[MonroToBka K KOHTPOIBEHOM rpagudgeckas padbota,
pabote pa3HOYPOBHEBEIC 3aaul
[MonroToBka K MpakTHIECKAM [IpoBepka HamU4ns
3agsaTasIM Ne 5-14 KOHCIIEKTA JIEKIIIH C
3 5-14 wenens BrInonHeHne qOMAaIIHAX 8uaca KOMMCHTApHSIMH, YCTHBIH
3aJaHAl OTIpOC, pacUeTHO-
[ToaroroBka Kk KOHTPOJIBHOM rpagudeckas padboTa,
pabore pa3HOYPOBHEBBIE 33Ja4H
IToaroroBka Kk NpakTUYECKUM IIpoBepka Hanuuus
3aHaTusaM Ne 15-18 KOHCIIEKTA JIKIIH ¢
4 15-18 nenens Brimonsenne qoMamHux 8uaca KOMMEHTapUsAMH, YCTHBIN
3aIaHuiA OTpOoC, PaCUCTHO-
rpaduyeckas padborta,
pa3HOYpPOBHEBEIE 3aJaul
18 Hexenst [ToaroroBka Kk UTOrOBOMY Auac Urorosslii TecT
5 tecty (Padora ¢ JEMO-
Bepcueii B BB)
HUTOTI'O 1 cemectp 36 vacos

PexoMeHIaluM MO0 CAMOCTOSITE/IbHOM padoTe CTYAeHTOB

CamocrositenbHasi pabota cryaentoB (CPC) mpu u3ydeHMH IUCIUTUIMHBI

«MH(popmaTHkay opraHu30BaHa CIEAYOIMMU (popMamu:

IMIOATOTOBKA K IMPAKTHYCCKUM 3aHATHUAM,

MOATrOTOBKA K KOHTPOJILHOU padoTe;

MOATOTOBKA K CAMOCTOSTEIIHFHOM paboTe;

M3y4YEHUE PEKOMEHAYEMOM JIUTEPATYPhl U CAMOIIOATOTOBKA,

caMoCTOsTeNbHasg padoTa CTYIEHTOB MPHU MOJATOTOBKE K HTOTOBOMY TECTY;

CaMOCTOATCIIbHAA pa60Ta CTYACHTOB IIPU ITOATOTOBKEC K 3K3aMCHY.
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[ToaroTOBKA K KOHTPOJIHHOM M CAMOCTOSITEIHHOM paboTaM BKITIOUAET B ceOs,
MOMHUMO H3YyYEHUSI PEKOMEHAYEMOW JIUTepaTyphl, BBINOJHEHHE JOMAIIHETO
3ananus (/13).

MeToanueckue yKazaHus 10 BbINOJHeHU0 /13

Kaxnplii cTyseHT BbIOMpaeT CBOMl BapuaHT 3aJaHusi, B COOTBETCTBUU C
MOPSIIKOBBIM HOMEPOM B CIHKCKe Tpynnbl. /I3 AOMKHBI OBITH BBHINOJHEHBI B
paboueil TeTpaau aKKypaTHbIM MOYEPKOM OT pyku. TeTpanb JOKHA UMETh
TUTYJIbHBIA JIUCT, O(OPMIEHHBIA B COOTBETCTBMM ¢ oOpasuom. Kaxmaoe
BBITIOJTHEHHOE 3ajaHue J[3 MOKHO COMpPOBOXKIATHCS TMOJHBIM TEKCTOM €ro
YCJIOBUSL U TOAPOOHBIM pelieHueM Oe3 OIMyCKaHUs MPOMEXKYTOYHBIX PAacdeTOB,
KOTOPBIE HEBO3MOKHO BBITIOJHUTH YCTHO.

Hopsigok caaum /I3 u ux oueHka

JI3 BBINOJHAIOTCA CTYACHTAMH B COOTBETCTBUM C PEUTHHI-ILUIAHOM
BBITIOJIHEHUS ~ CaMOCTOSITEIbBHOM ~ paOOThl MO  JUCHUIUIMHE, U  CHAeTCs
MpenoaaBaTesto, BEAYIEMY JUCHUILIUHY.

[Io pe3ynbTaTaM MPOBEPKH CTYJEHTY BBICTABISIETCS OMNPEICIICHHOE
KOJIMYECTBO OAJIOB, YKa3aHHOE B PEUTUHT-TUIAHE TUCHMIUIMHBI KOTOPOE BXOJUT B
oOIee KOJMYECTBO OaioB CTyJeHTa, HAOpaHHBIX UM B TedeHHe cemectpa. [Ipu
omleHke JI3 y4MTHIBAIOTCS TMOJHOTA COJEPXKAHMUSI BBITIOJIHEHHOW paboTHI,
MPAaBWIbHOCTh BBITIOJIHEHUS 3aJaHUi, TpaMOTHOCTh odopmieHus. CTyaeHT
MOJIy4aeT MaKCHUMAaJIbHBIN Oajul, eciii padoTa BBIMOJHEHA O€3 OIMOOK, B CPOK U
opopmiiecHa B COOTBETCTBUM ¢ TpeOoBaHusMH TipenogaBarens. OrneHka
ymeHbinaetcss Ha 10% eciu paboTa claHa HE B CPOK, HO BBINOJHEHA MPABUIILHO,
Ha 20%, ecnu pomymieHsl omuOKku He Oosiee yem B 30% 3amanwmii. PaGora He
3auTeHa, €CJIM BBIMOJHEHBI MeHee 60% 3agaHuil.

Kontpons CPC, a Tak e uUHAMBUAyaJlIbHas padoTa CcO CTyACHTaMHU
ocymiecTisieTcss B popme mpoepku PI'P, I3 u koHCymnbTanuii mo NUCIMILIMHE,

IMPOBOJHUMEIX ITPETIOAABATCIIEM B COOTBCTCTBUHU C JIMYHBIM Fpa(l)I/IKOM.
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IHacnopr

(poH1a OLICHOYHBIX CPEACTB
no aucumiuvinie «Mugopmarukar»

Koxa u ¢popmysiupoBka
KOMIIETeHIIHU U

Jrtansl GOPMUPOBAHHUA KOMIIETEHIMH

OK-3 ciocoGHOCTh 3Haer TEPMHUHOJIOTMIO, SJKOHOMUYECKHAE MOJIENH,
MCII0JIb30BaTh OCHOBBI IIPUHLIMIIBI, OCHOBHBIEC HAY4YHbIE TEUCHUS U
SKOHOMMYECKUX 3HAHWUU B COBPEMEHHBIE TEOPUU SIKOHOMUKHU.
pa3NIuYHBIX cepax
JESATEIIBHOCTH
Ymeer MIPUMEHSTH 3HAaHHUSI OCHOB SKOHOMMKH B Pa3JINYHBIX
cdepax JeTanbHOCTH.
Bnaneer HaBbIKaMU IPUMEHATH 3HaHUS OCHOB SKOHOMUKH
JUIS IPOBEJICHUS aHAJIN3a U IPUHATUS PELLICHUN B
pa3nu4HbBIX cepax NesITeTbHOCTH.
OK-6 ciocoGHOCTH K 3Haer COJIEp’KaHuE MPOLIECCOB CAMOOPraHU3alNuU U
CaMOOpraHu3aluy u camMo00pa3oBaHMs, UX 0COOCHHOCTEH U TEXHOJIOTHIA
camM000pa30BaHUIO pean3anym, UCXOAsl U3 L€ COBEPIIECHCTBOBAHUS
poheCCHOHATTLHON IeATEIIEHOCTH.
Ymeer CaMOCTOSITEJILHO CTPOUTD IIPOLIECC OBJIAICHHUS
nHpopmanuel, 0oToOpaHHON U CTPYKTYPUPOBAHHOM
JUIs1 BBITTOJIHEHUSI TPO(GECCUOHATILHON
NEeSITEIbHOCTH
Brnaneer TEXHOJIOTHSIMU OpraHu3aluy Ipouecca
camMo00pa3oBaHMsl; MPUEMaMHU 1IeJIeNoIaraHus BO
BPEMEHHOM MEPCIIEKTUBE, CIIOCOOaMU
IJIAaHUPOBAHUS, OPraHU3alui, CAMOKOHTPOJIS U
CaMOOIICHKH AESITeTbHOCTU
OIIK-7 criocobHOCTh pemath | 3HaeT OcHOBHbIE HH(POPMALIMOHHBIE TEXHOJIOTHU U UX
CTaHJapTHBIE 3a7a4n BO3MO>KHOCTH JIJISl pELICHMS 3a/1a4
npodeccuoHanbHOM npo¢eCCUOHATBHON IEeATETLHOCTH
JESATEIIBHOCTH Ha OCHOBE
MH(pOPMALMOHHOI 1 VYmeer OO6pabareiBaTh HHPOPMALUIO C HCIOIB30BaHHEM
6u6mHOrpaduHecKoii COBPEMEHHBIX IIPOTPaMMHBIX IIPOJLYKTOB
KYJIbTYpPbI C IPUMCHCHUEM Bnaneer HaBbikamu 00paboTku HHPOPMAITUH C TOMOIIBIO
UH(POPMALUOHHO- MH(POPMALMOHHO-KOMMYHUKAIIUOHHBIX
KOMMYHHKAI[MOHHBIX TEXHOJIOTUH

TEXHOJIOTHI U C yYETOM
OCHOBHBIX TpeOOBaHMI1
uH(pOpMaLOHHON
6e3omacHOCTH
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Ne | KonTponupyemsie Kopap! u stamnsl popmupoBaHus OneHouHble CpeacTBa
1/ | pa3aensl / TeMBbI KOMIIETEHIIUN TEKYIIUN IIPOMEXKYTO
I | JUCIUTUTHHBI KOHTPOJIb qHAas
aTTecTanus
1 | 3anstus 1-2 OK-3, 3Haer Jlaboparopuass | Tecr (I1P-
WNudopmarius, OK-6, pabora (ITP-6) | 1),
uH(pOpPMATHKA U OIIK-7 CHTYaUOHHBIE | recroppie
BBIYMCIIUTENILHAS sazaun (I1P-11) 3a1aHUS;
OnepanuonHas Ymeer Jlaboparopuas | Tecr (I1P-
cucrema MS pabora (ITP-6) 1),
WindowsrexHuka CHaTyalMOHHBIE | 1ocroppe
(BT 3amgaun (ITP-11) 3a1aHHS:
Bnaneer Jlaboparopuas | Tecr (I1P-
pa6ora (ITP-6) 1),
CHUTYallMOHHBIE | 1octoBLIE
3amgaun (ITP-11) 3aTaHMS:
2 | 3amstus 2-4 OK-3, 3Haer Jlabopatopuas | Tect (ITP-
CepBucHOE OK-6, pa6ora (I1P-6) 1),
IIPOrPaMMHOE OIIK-7 CUTyallMOHHBIC | 1acTORRIE
obecrieueHue 3anauu (ITP-11) 3aaHuS;
Texcrosre Ywmeer Jlaboparopuas | Tecr (I1P-
nporieccopsl (TII) patota (I1P-6) D,
CHUTYallMOHHBIE | 1octoBLIE
3amgaun (ITP-11) 33 JaHHAS:
Bnaneer Jlabopatopuas | Tect (ITP-
pa6ora (I1P-6) 1),
CHUTYallMOHHBIC | 1octoBLIE
3amaun (ITP-11) 38 1aHUS:
3 | 3ansTus 5-6 OK-3, 3Haer JlaGoparopuast | Tecr (ITP-
DNEeKTPOHHBIE OK-6, pabora (TTP-6) 1),
TaOIHILBI OIlIK-7 CHTYallMOHHBIE | Tecroppie
[Ipe3enTanuu 3agaun (ITP-11) 3a7TAHHS:
YmMmeer JlaGoparopuast | Tecr (ITP-
pabora (TTP-6) 1),
CHUTYallMOHHBIE | 1octoBLIE
3amgaun (TTP-11) 3aTaHMS:
Bnaneer Jlabopatopuas | Tect (ITP-
pabora (ITP-6) 1),
CHUTYallMOHHBIC | 1ocroBLIE
3agaun (I[1P-11) 3aTAHIIS:
4 | 3anstus 7-8 OK-3, 3Haer JlaGoparopnast | Tecr (ITP-
Basbl nauubix (B) 1 | OK-6, pa6ora (TTP-6) 1),
CHCTEMBI YIpPaBIEHUA | OITK-7 CHTYallMOHHBIC | 1ecTORBIE
6a3aMu TaHHBIX 3amgaun (TTP-11) 33 JaHHS:
(CYBI) YwMmeer Jlabopatopuas | Tect (ITP-

25




Komrnbrotepuble cetu pabora (ITP-6) | 1),
CUTyallMOHHBIE | TecTOBBIE
sagaunt (I1P-11) | 3ananus:

Brnaneer Jlaboparopuass | Tecr (I1P-
pabora (ITP-6) | 1),
CUTyallMOHHBIC | 1acTORBIE
3amgaun (ITP-11) 33 JaHI:
5 | 3amstue -9 OK-3, 3Haer Jlaboparopuas | Tecr (I1P-

ITporpamMmHOE OK-6, pabora (ITP-6) 1),

obecrieyenue, OIIK-7 CHTyallOHHBIC | pocroppre

peHAa3HAYEHHOE TS sagaun (IIP-11) | 50 papug:
obecneuerms padore! Ymeer Jlaboparopuas | Tecr (I1P-

C TOKYMEHTaMH1 pa6ora (I1P-6) 1),
CHTYallMOHHBIC | 1ocroBLIE
3agaun (ITP-11) SaIAHHAST:

Bnaneer e JlaboparopHas Tect (I1P-
pabora (ITP-6) 1),
CHUTYallMOHHBIE | 1octoREIC
3agaun (ITP-11) 3aIaHIS:

IkaJia oueHuBaHus YPOBHA ¢POPMHUPOBAHHOCTH KOMIIETEHIUM

Kon n
Jransl popMHUPOBAHUA
(popmyupoBKa Kpurepun IToxkazarenn
KOMIIETeHIHU U
KOMIIETEHLMH
OIIK-7 3HaHHUE MIPABOBBIX,
HOPM pELICHUS
CIIOCOOHOCTH PM P
CTaHJApPTHBIX 3a/1a4
pelars .
npodeccnoHanbHON
CTaHAapTHBIC JeSITeNbHOCTH Ha
3a/iaqu OCHOBE CIOCOGHOCTE TIEPEUUCITHTE
npo)eCCHOHATB UH()OPMALMOHHON | M OXapaKTepH30BaTh
HOH 3HAeT OCHOBHEIE METOABI | U Kak pemiaTb CTaHJapTHBIE
JIESITETbHOCTH (mopo- | maTtemaTudeckoro | Oubnmorpaduuecko | 3agauw npodhecCHOHATBHOM
Ha OCHOBE TOBBIN aHajIu3a u W KYJIBTYpBI C NeATEILHOCTH Ha OCHOBE
MH(QOPMALMOHH | YPOBCHB) | MOJCIMPOBAHMS MIPUMEHEHUEM WHPOPMAITUOHHON H
onu nHPOPMALUOHHO- oubnmorpaduieckoi
GubmHorpade KOMMYHHUKAIMOHHBI | KYJIbTYPBI

CKOU KYJIBTYpBI
C IPUMEHEHUEM
UH(POPMALIMOHH
0_

X TEXHOJIOTHH U C
Y4eTOM OCHOBHBIX
TpeboBaHMIA
MH(OPMAITMOHHOM
Oe3omacHOCTH
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KOMMYHHUKAITHO
HHBIX
TEXHOJIOTHH U C
y4eToOM
OCHOBHBIX
TpeboBaHU
nH(pOpMaITMOHH
ou
0€e301acHOCTH

yMeHHue pelarh

CTaHJIapTHbIE
CIOCOOHOCTD
3a/1a4u
OCYHICCTBJIATH IIOMCK B
npodeccnoHabH
s peliath CTaHAapTHBIE
O e TEIbHOCTH
3aa4u
Ha OCHOBC npodeccuoHanbHOM
NPUMCHSATD nH(pOPMAITMOHHOM
METOIEI 0 JIESITEIbHOCTH Ha OCHOBE
MaTeMaTHYeCKOro HHPOPpMalHOHHOHU U
yMeer oubnmorpaduueck $op .
AHAH3A U N oubmorpaduyeckoit
(nponBu- OU KYJIBTYPHI C
sy TH1iH) MOJIETTMPOBaHUSA OMMEHEMIEM KYJIBTYpPBHI C
IIPH PEIICHAN P MIPUMECHEHHEM
po(heCCHOHATILHBI MH(OPMAIIOHHO- MH(OPMALMOHHO-
KOMMYHHKAI[MOHH
X Ipo0eM YHHKAL N KOMMYHHUKAIIHOHHBIX
BIX TEXHOJIOTUH U .
TEXHOJIOTHI U C y4EeTOM
C y4eToM .
OCHOBHBIX TpeOOBaHUI
OCHOBHBIX .
. nH(OPMALIMOHHON
TpeOOBaHMI
.. | 6ezonmacHoCTH
MH(POPMAIIMOHHOM
0€30MacHOCTH
BJIa/ICHUE
HaBbIKaMU
pelieHus CIIOCOOHOCTh
CTaHJIaPTHBIX CaMOCTOSITENIbHO
3a1a4 BIIQ/IETh
npoeCCHOHATIbH | HaBbIKAMH PELICHHUS
OM IEATCIIBHOCTH | CTaHJIAPTHBIX 3a/1a4
Ha OCHOBE npodeccuoHanbHOM
Matemartuueckum | MHPOPMAITMOHHON | HEATENHHOCTH Ha OCHOBE
paneer | 2TTAPATOM 1A U WH(POPMAITUOHHOMN 1
(BhicOKHi) pelLICHUH oubnuorpaduueck | oubIHOTpadHUecKOn
NPO(ECCHOHAIBHBL | Ol KYJIBTYPBI C KyJBTYPBI C
X mpo0iem NIPUMEHEHUEM MIPUMEHEHHEM
MH(POPMAIIMOHHO- | MH()OPMAI[HOHHO-
KOMMYHHMKAIlUOHH | KOMMYHHKAI[MOHHBIX
BIX TEXHOJIOTUM U | TE€XHOJIOTHH U C yY€TOM
C y4eToM OCHOBHBIX TpeOOBaHUI
OCHOBHBIX MH(OPMaLOHHON
TpeGoBaHUI 0e3onacHoCTH
nH(}OpPMaLIMOHHON
6e301macHOCTH

3auyeTHO-IK3aMEHAIIMOHHBbIE MATEPHAJIbI

OueHouHbIe CpeCTBA ISl MPOMEKYTOUYHOM aTTecTAlUH

TecToBBIE 3a1aHUA

Tect 1 Windows u nporpamma ITpoBogHuk
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1 Haznauenue nporpammbel Windows
2 Y10 Takoe pazpenieHrue 3KpaHa’?

BEJIMYMHA, OTIPEEIISIONIAs KOJTHMYECTBO MUKCEIIOB M0 TOPU3OHTAIIN U
BEPTHUKAIIH;

KOJIMYECTBO LIBETOB, 0TOOpakaeMbix Ha Pabodyem crosie Windows;
oopmiienue Pabouero crona u ero pazMepsl;

KOJIMYECTBO OKOH, KOTOPBIE OJTHOBPEMEHHO MOTYT OBITh OTKPBITHI.

3 Cranpaptusiii uatepdeiic Windows He umeer:

pabouero 1noJisi, MaHeIu HUHCTPYMEHTOB;
CIIPAaBOYHOU CUCTEMBI;

AJIEMEHTOB YIIPABIICHUS,

CTPOKH BBOJIa KOMaH/IbI.

4 Kakue ynpasisirone OKHOM KHONIKH Bl 3Haere?
5 B 4yem paznuuue MeXIy SPJIBIKOM U 3HAYKOM?
6 SpnbIk —370:

7 B

Komus (paiisia, marmku WiId IpOrPaMMBbl;

KaTaJIor;

rpaduyeckoe n3odpakeHue daiisa, manky Wik IporpaMMBbl;
nepeMeNieHHbIN (Daids , mankKa uik nporpaMmma.

Windows mnomnepxuBaroTcsi JJIMHHBbIE HMeHa (ailioB. [[TUHHBIM

UMeHeM (paiisia cuuTaeTcs:

mo0oe uMsl ¢aiina 6e3 OrpaHu4YeHUs;

mo6oe ums daiiina TaTHHCKUME OyKBaMu, He MpeBbIatomiee 256
CUMBOJIOB,

mo0oe uMs ¢aiina, He peBblaroliee 256 CUMBOJIOB;

mo0oe uMms daiina ¢ pacmmpenueM .doc.

8 Uto Takoe OKHO?
9 Kak u3MeHUTh pa3Mepbl OKHA C MOMOILBIO «MBIIIIH»?

YCTAaHOBUB yKa3aTelb «MBIIIN» Ha YTOJIOK WJIH JIFOOYI0 W3 TpaHUI]
OKHa, U3MEHUTH pa3Mep;

onepanus JOCTYIHA TOJIBKO Yepe3 MEHIO YIIPABIICHHUS OKHOM;
oneparus BBITOIHAETCS C IOMOIIBIO KHOTIOK YIIPABJIEHUS OKHOM;
IIPY IIOMOILM KJIABUII YIIPABIEHUS KyPCOPOM.

10Kak n3smenuTs cBolictea Pabouero crona?

BbI3BaTh KOHTEKCTHOE MEHIO, BBIOpaTh MyHKT CBOMCTBA WM uYepe3
[Tanens ynpasiieHus,

n3MeHeHue cBoiictB Pabouero crona 3anpemieno OC;

TOJIBKO C moMo1ibto [Tanenu ynpasneHus;

y PabGouero crona HET CBOMCTB.

11 Kak u xakue cnocoObl KonMpoBaHus nanok Bl 3Haere?
12 Kakue sneMeHThl (KHONKM U 3HAYKM) MOTYT HaxoauTbca Ha Ilanenu

3agay?
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o [lyck, OBICTpPHIif 3aTyCK, KHOTIKH ITPOTPaMM, HHANKATOP KJIABHATYPHI,
pErymsTop 3ByKa, 4achl;
® TOJIbKO KHOMKA [1ycKk U, MHAMKATOP KJIABUATYPHI U YaChl;
e TOJBKO KHOMKA [Iyck;
® HHKaKuX 3JIEMEHTOB HET.
13 Kak npousBoautrcs OOMEH JaHHBIMH  MEXKIY  Pa3IUYHBIMU
[Mpunoxenusmu Windows
® C IIOMOIIBIO (ailyioB;
® C MMOMOIIBIO IPENOIABATENS;
® TOCpencTBOM KoMaH MmopT/DkciopT;
e ¢ nomolipo 0ydepa oOMeHa.
14 Kakoe OKHO CUMTAEeTCsl aKTUBHBIM:
® C BbIJICJICHHBIM 3ar0JIOBKOM WJIM Ha)KaTOW KHOIKOW Ha MaHEesH 3a7ay;
® OKHO, Pa3BEpPHYTOE HA BECh IKPaH;
® OKHO, OJMKHEE K BEPXHEH 4acTH IKPaHE;
® OKHO, OnmmxHee K kinaBuie [Tyck Ha maHenu 3aad.
15 Kak nepemecTtuth OkHO Ha PaGouem crose?
16 Kak BbI3BaTh KOHTEKCTHOE MEHIO?

Tect 2
1 Dnementsl rpadpuueckoro uurepdeiica Windows.
2 Haznauenue nporpammsl [IpoBogHUK.
3 Ilamka, B KOTOpPYH0 BpPEMEHHO TMOMAAAlOT YAaJCHHbIE OOBEKTHI,
HAa3bIBACTCA:
e Kop3una;
e OnepaTuBHas;
o Iloprdens;
e DBJIIOKHOT.
4 ]J1nst cozaHus sipiiblka HEOOXOAUMO:
® BOCIIOJIB30BaThCA IMYHKTOM MeHIO CripaBka, Jjajee cle0BaTh
UHCTPYKLIHSIM;
e neperamuTh ¢ moMoibo [IKM 3Ha4ok nmporpamMsl WM pecypcea Ha
PaGouwnii cTout;
® CKOMUPOBATh 00BEKT ¢ nmoMoIsio [TIKM;
® BOCIOJIL30BaThcs koMaH1oi Paitn—> Co3nats—> Spibik, yka3as myTh
K 00BEKTY 1 €ro Ha3BaHUE.
5 Kak u kakue cnocoOsI nepemMenieHus nanok Bel 3Haere?
6 Kakue ctangaptabie nporpammbl Bel 3HaeTe? Ha3znauenue.
7 Kak U3MEHUTh PaCcKIaIKy KIaBUATYpPbI/
8 Kak BOCCTaHOBUTH CBEPHYTOE OKHO?
9 Kak nepemectuth okHO Ha Paboyem ctone?
10 Kak 3anmyctuth npuiioxxenue? Kakue ciocoosl Bol 3Haere?
11 Ckompko crmoco0oB co3xanus nanok Bel 3Haere?

12 Kak nepekimouarbesa MEXIy IporpaMmmMamu’?
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13 Haznauenue mynkta MeHio [IpaBka cranmaptHoro okHa Windows:
e pabota c Oypepom oOMEHa U BbIJICICHHE O0OBEKTOR,;
® BBIBOJI CIIPABKHU 110 paboTte ¢ OydepoM oOMeHa;
® BBHINOJIHEHHE ONEpaIuii KOMMPOBAHUS U BBIACICHUS OOBEKTOB C
MOMOIIBIO COYETAHUS KIIABHUIIL;
® U3MEHEHHUE BHEIIHETrO BUJa OKHA.
14 Kak BbIIEIUTh HECKOJIBKO O0BEKTOB, UAYIIUX HE MOJAPSA
e ¢ nomoibto couetanus kinapui {Ctrl} +{A};
e BBIOpaTh KOMaHAy [IpaBka = BeinenuTh Bee;
o ynepxkuBas {Shift}, menkHyTh MO HY>KHBIM 00BEKTAM;
® BBIJCIUTH NEPBbIH, HAXKATh {Ctrl}, meaKaTh MBIIBIO HA HY>KHBIX.
15Yto HaXOaUTCs B 3aroJIOBKE JIFOOOro OKHA?
® UM NIPOTPaMMBbI U €€ 3HAYOK;
e ums ¢aiina U 3HaYOK MPOTPAMMBI;
® 3HAYOK MPOTPAMMBI, UMl TOKyMEHTa, UMS IPOTPaMMBbI, KHOTIKA
yIpaBJICHUS OKHOM;
® CIIOBO «3arojIOBOK.
16 Bxoaut nu B coctaB Windows nakeT ouCHBIX TporpaMmm?

Tecr 3
1 Kak u xakue cBoiicTBa Pabouero crosa MOKHO U3MEHUTH?
2 Kakwue tunbl okoH B Windows ObIBaIoT.
3 Kak pa3BepHYyTbh OKHO Ha BECh dKpaH?
4 Spnwik —TO:
e komus (aitia, manku Wik IporpamMmbl;
® KaTajor;
e rpaduueckoe uzoOpaxeHue ¢aiiia, Marnku WIA MPorpaMMsl;
e [epeMenIeHHbIN (aiis , manka uin nporpaMmma.
5 Kak co3gaTh TOKYMEHT, Mmanky?
e C IOMOUIBKO KOMaH/bl MeHIO [IpaBka;
® TOJBKO C MOMOIIBIO KOMaHIbl KOHTEKCTHOTO MeHI0 Co3/1aTh, BBIOpaB
HYKHBI OOBEKT;
® C MOMOIIBIO KOMaH bl MeHI0 Daitr = Co31aTh WM KOHTEKCTHOT'O
MEHIO, BBIOpaB HY>KHBIN OOBEKT;
® HApUCOBaTh HOBYIO IAIKY, UCIOJIb3Ysl HHCTpyMEHT Kapanaani.
6 Kak BbI3BaTh NIaHEb MHCTPYMEHTOB, €CJIA €€ HET B OKHE?
e BrmonHuTh koMauay Bun—>I[1aHens HHCTPYMEHTOB,
e BrIIoaHUTE KOMaHTy MeHI0 Brn—> O0HOBHTS;
e BrmoaauTh KOMaHTy Bun—> KpynHble 3Ha4Ky;
e Bocnosb3oBartecs MeHIO [IpaBka.
7 Kak U3MEHUTh COYETAHUE KJIABUIII JIJI1 NEPEKIFOUYEHHS PACKIadKU
8 Ilpu mneperackUBaHWU OOBEKTOB, KaKyH KJABUIIY HaXXUMaTb, YTOOBI
MOJIYYMJIOCH NIEpEMELIEHUE?
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9 Kakoe OKHO CYHMTAaeTCs aKTUBHBIM:

C BBIJCJICHHBIM 3ar0JIOBKOM WJIM HAa)KaTOM KHOIIKOM Ha MaHelu 3a/1ay4;
OKHO, pa3BEpHYTOE Ha BECh KPaH;

OKHO, OJTM)KHEE K BEpXHEH 4acTH IKpaHa;

OKHO, OmmkHee K kiaBuie [lyck Ha maHenu 3agad.

10 Kak 1 kakue crnocoObl KOMUPOBaHMS Tarok Bel 3HaeTe?
11 Kakue BO3MOXXHOCTH AOCTYIHBI C MOMOIIbIO MPABON KIJIABUILIK MBIIIH
(ITKM)?

[ ]
([ ]
(]
[ ]
1249
([ ]
([ ]
[ ]

[IKM He nob6aBisieT HOBBIX BO3MOYKHOCTEH Tpu padbote B Windows;
BBI30B KOHTEKCTHOTO MEHIO;

M3MECHEHHUE CBOMCTB Y HEKOTOPHIX OOBEKTOB;

BBIKJTIOUCHHE KOMITBIOTEPA.

TO TaKOC }IpJIBIK?

CCBUIKA Ha yJaJIE€HHBIA peCypc;

3HAYOK CO CTPEJIKOM, MO3BOJIIONINI U3MEHATh CBOMCTBA O0OBEKTA;
3HAYOK CO CTPEJIKOM, OCYHIECTBIAIOIIMNI nepexo K pecypcam [IK u
CITyKalllMi JIJIs 3aIlyCKa MPOTrPaMMBbl;

cranaaptHelil aneMeHT OC Windows.

13 Kak 3aBepmuTh paboTy ¢ mporpammoil (puioxeHuem)?

14

{Alt}+{Tab};

KHOIIKA 3aKpBbITh;

{Alt}+{F4} nnu xomanga @aitn—> Beixoa wim KHOMKA 3aKphITh;
koMaua Paitin—> Beixog.
Kak mpomsBoamtcsi OOMEH JaHHBIMH  MEXIYy  pPa3THIHBIMU

[Tpunoxenusmu Windows

C MOMOUIBIO (DAIITOB;

C TIOMOIILIBIO MTPenoaBaTes;
nocpeacTBoM komana Mnopt/OkcnopT;
¢ momotibio Oydepa oomeHa.

15 Crpykrypa okHa nporpammsl [IpoBOAHUK.
16 Kak nepenmeHOBaTh TOKYMEHT?

BBECTH HOBOE UMS JOKYMEHTA B aAPECHOM CTPOKE;

no komanje Daiin—>IlepernMeHoBaTH;

BBIJICJINTH JOKYMEHT, BBIIIOJHUTH KOMaHy MeHIO0 [lepenMmenoBars;
C TOMOIIbKO KOHTEKCTHOTO MEHIO K JOKYMEHTY.

Tect MS Word

Bri6epute oauH MpaBUIBHBIN OTBET
1. MS Word — 370 :

TEKCTOBBIN (haiisn

TaOJIMYHBIN peaKkTp

TEKCTOBBBIN PEIAKTOD

3anucHasi KHUXKKa
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2. OtkpeiTh MS Word:
* Moii komnsrorep — MS Word
* Ilyck — IIporpammel — Crangaptasie — MS Word
* Ilyck — IIporpammer — MS Word
» [Iporpamma He OTKpbIBA€TCA, OTKPHIBAIOTCS TOJIBKO JIOKYMEHTBI

3. CoxpaHHUTb JOKYMEHT — 3TO:
e TpuIyMaTh uMs ¢aiina
» 3anucath 10KyMeHT u3 O3Y nHa B3V
e Haxarth Ha KHONIKY (X], Ha BOIpOC OTBETUTH «HET»
* 3amucaTh JJOKyMEHT C IMCKA B MIOCTOSHHYIO MaMsTh

4. BpIiOepuTe peXUM IMIPOCMOTpPA TOKYMEHTA, KOTOPBIM CITY>KHT TOJBKO JIJIs
Habopa TeKcTa:
e  OOBIYHBIN
e pa3MeTKa CTPaHHUIIbI
* BeO-IOKYMEHT
* IpEABApUTEIBHBIN IIPOCMOTP

5. UTOo MOXXHO peryimpoBath, U3MEHsS IPOLEHT B ToJie wow - [/
Cmanoapmuasi:
* MacumTad JOKyMEHTA NpHU [eYaTu
* MacmTad JOKyMEHTa Ha dKpaHe
e MacmTad pUCyHKa B JOKYMEHTE
* UHTEHCUBHOCTH 3aJIMBKH JIUCTA

6. HeneuaTtaemble 3HAKU:
* HE [IeYaTaTCS HAa MPUHTEPE
* HE 0TOOPaKAIOTCS B JIOKYMEHTE IIOCJIE €T0 COXPaHCHHS
* TIOKa3bIBAIOT M3MCHEHHBIC MECTa B JIOKYMECHTE
* TIOKAa3bIBAIOT MECTa B JIOKYMEHTE, KOTOPhIC HE OYAYyT OTIICUaTaHbI

7. BpiOepuTe npaBUIbHBIN BapuaHT HabOpa TEKCTa:
* ACTpBI,TIOJIBITAHBIL;I0JIOKT
* MOHHUTOP ,KJIaBHaTypa ,CUCTEMHBIN OJIOK
« lloWau Tyza — He 3HaK0 Ky1a, IPUHECH TO — HE 3HAKO YTO.
o (CBHHKA-30JI0TasI IICTUHKA

8. OTMeHUTH IOCIIEAHEE JIEUCTBUE:
° i
e Esc
« Alt + Back Space
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« Alt + Delete

9. Yto o3nauyaeT cuMBoI :
* OTMEYaeT KOHEIl CTPOKHU
* OTMEYaeT KOHEIl CTPaHUIIbI
e HaxaTHue KiaBuiu Enter
e HaxaTHe JIIoOOH KIIaBUIIU, KpoMe OYKBEHHO-IIU(PPOBBIX
10. JIy1s1 9ero ucronb3yeTcst KHOMKa 1
* JUIA Tepexo/ia B HAa4aJlo CICIYIONIEH CTPOKH
* IS BKJIIOUYEHUS/BBIKIIIOUEHHS PEKUMaA OTOOpaKeHHS HEMeYaTaeMbIX
3HAKOB
* I [€YaTH Ha MPUHTEPE TEKCTa BMECTE C HEeleuaTaeMbIMU 3HaKaMu
e BMECTO HaxkaTHs KjaBuiuu Enter
11. Tlpo6Gen craBUTCS:
* 710 3HAaKa MpenrHaHUs
* 710 3HaKa «Jaeduc»
* TIOCJIE 3HaKa «Jaeuc»
* TIOCJIC 3HAKA TIPECTIMHAHUS
12. KnaBumry Enter HaxumaroT:
* B KOHIIE K&XJ0U CTPOKHU
* B KOHILE a03ama
* B KOHIIC MPEIIOKCHUS
* B KOHIIE pazjena
13. Kak cxonmpoBath GopMmart (opMaTupoBaHue o 00pasiry):
* Breigenurs, [IpaBka—Konuposats
* Brigenutb, HaXKaTh, BBIICIUTh
. 7

1

» IIpaBka—Kommposars, ®opmar
14. Kak yBeIMYUTh OJIMHAPHBIN UHTEPBAI MEXAY CTPOKaMu B 2 paza:
» Haxars nocie kaxaoi ctpoku 2 pasza {Enter}
» @opmar — lllpudr — MuTepBan: pazpexeHHbIN
o ®opmar — Ab3a1r — MexXIyCTpOYHBIN: TBOMHOM
* Knonkon
15. Kak BeIOpaTh pazmep Oymaru:
« ®opmar — CTpaHuua

o TIleperammrp ' 3¢ ' Ha TUHENKE
» ®ain — [lapameTpsl cTpaHULIBI
e IleperamuTs MBILIBIO ITPABBIM HUYKHUM YIOJI TPAHULIBI
16. Kako#i 13 cienyromux crnoco0oB co3anust Tabauiibl Hauoosee ObICTPBIi:

.,
» Tabmuma — J{o6aBuTh TAOIUITY
» Huxkakoi
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Tabmuia — HapucoBaTs Tabnuiry

17. Kak yaanuTh BbIJICJICHHYIO TaOIHUILY:

Knasumei Delete

[IpaBka — Y nanuthb

[lenxkHYyTH TPaBOIl KIABHUIIICH MBIIIU IO TA0IUIE — Y JAIUTH
Tabmuma —Y nanute — Tabmuiry

18.Kak mpaBuJIbHO BBIEIUTD BCIO TAOJIHUILY:

HIECJTKHYTh HAa KHOIIKY +;

JIBKJIBI IIICJIKHYTH T10 TAOJIHIIE;

YCTAaHOBUTH KYpPCOP BHYTPH TaOJIUIIbI, BBITIOJHUTH KOMaHy
[IpaBka—Brigenurs BCe;

YCTAaHOBUTH KypCOp BHYTPH TaOIuIbl M HaxkaTh Ctrl+A.

19.B kakoM MecTe slUeHKH HY>KHO HIEIKHYTh, YTOOBI €€ BBIJCIUTH:

N
N

¢

20.Kak 3aKOHYUTBH CITMCOK;

JBa pa3a HaxaTh Enter;

Enter, 3atem BackSpace;
OTKaTh OJHY U3 KHOIOK = = ;
HUYETO HE JIeJIaTh, CaM 3aKOHYHUTCS.

21.Kaxko# cniucok Ha3bIBaeTCI MApKUPOBAHHBIM:

TaKOIO CIIHCKA HET;
Ka)KJ1asl CTPOKa HAYMHAETCS C MApKepa — ONPEAECIIEHHOIO CUMBOJIA;
Ka)KJ1asl CTPOKa MOMEUEHa KPaCHOM CTPOKOU U u(poii;

KaXkJ1asi CTpoKa momedeHa udpoi.

22.Kak B TaHHOM CIUCKE BBITIOJIHUTHh BTOPYIO CTPOKY:
1. Dx3ameHbl

a. Mudopmaruka
HaOpatb MHpopmatuka u Haxxath Enter;
HaOpath MIHpopMaTHKa U YBETMYUTH OTCTYII;
HaOpatbh MHpopMaTHKa U YMEHBIIIUTH OTCTYIL;
HaOpatb MHpopmatrka u Haxkath Tab.

23.K00HKH OTHOCATCS K O(OPMIICHHIO:

TEKCTA;
a03ara;
pasjena;
pPUMEUYaHUSI.

24.Kak HayaTh HOBBIN pa3Jied:

BcraBka — PaspeiB — HoBas ctpanuna;
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» BcraBka — Pa3peiB — HoBblii paszaeun;
« Ctrl +Enter,
* YCTaHOBHUTH KypCOp B HY’KHOE MECTO JOKYMEHTa U HaXKaTh ﬂ
25.B npenenax ofHOTO pasena:
*  CTpPaHHUILBI UMEIOT OJAMHAKOBYIO OPUEHTALIUIO U Pa3MEPHI;
 a03albl UMEIOT OJIMHAKOBOE BHIPABHUBAHHUE U OTCTYII IEPBOM CTPOKHU;
e MOJKET HaXOJIUThCS OJHA TaOJINIIA;
* MOTYT OBbITh PA3HbIC KOJIOHTUTYJIBI.
26. Kak 106aBUTh pUCYHOK B JJOKYMEHT:
 BcraBka — Pucynok — U3 daiina;

E

. Al |;
* 7100aBUTHh PUCYHOK B JOKYMEHT HEJIb3sl.
27.00TexaHne pUCyHKa TEKCTOM OBIBaET:
* 110 LIEHTPY;
* 10 KOHTYDY;
* HUKAKOro OOTEKaHMs 337aBaTh HEJIb3S;
* 32 PAMKOM.
28. Kak HamucaTh TEKCT MTOBEPX PUCYHKA:
* IIEJIKHYTh PABOM KJIABUILIEH MBIIIN 110 pUCYHKY— [[00aBUTH TEKCT;
* BBIJICIUTH PUCYHOK M YCTAaHOBUTH OOTEKAHUE 32 TEKCTOM,;
* BBIJICIUTH PUCYHOK U HAOpaTh TEKCT;
* TOBEpPX PUCYHKA HEJb35 HAOpPATh TEKCT.
29. OrnaBieHue — 3T0:
» 111000 TEKCT B HayaJle TOKyMEHTa,
* CIIMCOK 3aroJIOBKOB JIOKYMEHTA;
* CIHCOK a03alleB JOKYMEHTA;
* CIIMCOK pa3/esioB JOKYMEHTA.
30. C moMOIIbIO OTJIABIICHUST MOXKHO:
* OBICTPO MEPEUTH K HY>KHOU YaCTH IOKYMEHTA;
e oTpopMaTUPOBATh JOKYMEHT;
* TOJICYMTATh KOJIMYECTBO Pa3eioB B TIOKYMEHTE;
* TIPOCMOTPETH JIOKYMEHT NEpe]l MeYaThIO.

Tect. DeKTpOHHBIC TAOIUIIBI

1. OTHOCUTENBHAS CCBLIKA 3TO:

a) KorjJa ajpec, Ha KOTOPBIN cchlmaeTcst hopMya, U3MEHSETCS MPU KOMTUPOBAHUHT
bopMyIIBI;

0) Koraa azgpec, Ha KOTOPBIU cchbutaeTcst popMyiia, TpU KOMUPOBAHUU HE
U3MCHSIETCS;

B) CCBIIKA, IMOJTYYEHHAs B PE3yNIbTaTe KOMMPOBAHUS (POPMYIIBI;

r) cchlika He B Cubupsb, a B [1IBeiaputo (10peB.).
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2. B Bamem pacnopspKeHUU HMEETCs TpOMO3/IKas Ta0iuIa, rie Tpedyercs
OJTHOBPEMEHHO MPOCMOTPETh CTOJOIIBI, PACTIONOKEHHBIE JAJIEKO APYT OT JApyTa.
Kak 310 crenarb, He Hapymias CTPYKTYpPbl TaOIHIIbI?

a) YMCHBIIIUTH MAacIITad Ha SKpaHe TaK, YTOOBI HA HEM MPUCYTCTBOBAIH BCE
CTOJIOIIBL,

0) CKpPBITh HEHY)KHBIC TTPOMEKYTOUHBIE CTOJIOIBI C TTIOMOIIIHIO KOMAH/IbI
®opmat|Cronber| CKpbITh;

B) CKOITMPOBATh HYKHBIE CTOJIOIBI Ha APYTOH JINCT M POCMOTPETh UX TaM;

I') YBEJIMYUTH IIAPUHY SKpaHa MOHUTOPA.

3. OOBIYHO, TIpY HaNMCAaHUH (DOPMYIT HCITOJIB3YIOTCS JaHHBIC, PACIIOJIOKCHHBIC B
HECKOJIBKHMX SYCHKaX, TaK Ha3bIBACMBIN JHAITa30H TICCK, KOTOPHIH BBITJISIUT B
CTpoKe (POpMYII CISAYIOMUM 00pa3oM:

a) A1\B3;

0) A1+B3;

B) Al:B3;

r)A1-B3.

4. Tlocne BBOJa uKclia B STYEHKY Bl HaO01aeTe #H#HH##H BMecTo pe3yibTaTa.
B uem npuunHa Takoi cutyauuu?

a) HE XBaTaeT IIUPHUHBI KJIETKH, YTOOBI MMOKa3aTh BBEICHHOE YKCIIO;

0) 4KCII0 BBEICHO C OIIMOKOM;

B) YHCJIO BBEJICHO B 3aIIUIICHHYIO SUCHUKY;

T') HOJIYYHJIOCh OTPULIATEIIBHOE YHCIIO.

5. Bl BBoguTe B siueiiky ganusie B Buae 01/01/00. Kakast nata Oyznet XxpaHUThCS B
3TOU KJIETKE?

a) 1-e saBaps 1900-ro rona;

0) 1-e suBaps 2000-ro roga;

B) uncio 1,0100;

') KOMITBIOTEP BBIBEIET cOoOIeHne 00 ommoKe.

6. BbI 3ammTuiIM Ha aKMCTe STYEHKU ¢ popMyIaMu, HO OCTaBUJIM HE3aIUMIIIEHHBIMU
KJIETKU C MCXOIHBIMH JaHHBIMU JJIs HUX. VI3MEHATCS 7 pe3yNbTaThl pacuera
dbopMyI TP U3MEHEHUH STYEEK C UCXOHBIMH JaHHBIMU?

a) 1a, U3MEHSTCS

0) 3TO 3aBUCHUT OT TUIA (POPMYIL;

B) HET, HE U3MCHSTCS,

I' ) KOMIIBIOTEP BBIBEJIET COOOIIEHUE 00 OIINOKE.

7. nns mepenMeHoBanus ucta B Excel tpebyercs:

a) COXpaHUTb JIAaHHBIC HA JIUCKE;

0) MIENKHYTH JIEBOM KHOIKOW MBI HA JIUCTE U BBECTU HOBOE MIMS;
B) LIEJIKHYTh MPABOM KHOMKOW MBIIIY HA JTUCTE U U3MEHUTH UMS;

F) ABAXKbI IICJIIKHYTh HA UMCHH JINCTA U UBMCHHUTDL UMH.
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8. Bbl mocTpowiu guarpaMmy 1o psly JaHHbIX U U3 TaOJUIIbI, @ YEPE3 HEKOTOPOe
BpeMs U3MEHWIH 3T JaHHble. Kak nepecTpouTs nuarpammy Jjisi HOBBIX JaHHBIX ?
a) IOCTATOYHO OJIMH pa3 IIEIKHYTh MBIIIbIO HA IUAarpaMMme;

0) 10CTaTOYHO JBaXbI HIEIKHYTh MBIIIBIO HA TUATPAMME;

B)IIEpECUET JUarpaMMbl B CTAHJAPTHOM PEXUME MPOU30MIET aBTOMaTHUECKU;
I')3aHOBO MOCTPOUTD JUATPAMMY.

9. BbI yacTo cTpouTEe OJHOTUITHBIEC JUArpaMMbl HECTAHIAPTHOTO BUIA JIIS
pa3IMYHBIX JaHHBIX U3 pa3HbIX Ta0nui. Kakum o6pa3omM 3apukcupoBaTh 3TOT
HECTaHIaPTHBIN BUJ JUArpaMMbl U UCTIOJIb30BaTh €0, He 0POPMIIAS KaXKIbli pa3
MOI00HYIO TUarpaMMy 3aHOBO?

a) COXpaHHUTb BCE MMOJIS OJTHOM U3 TMarpaMM Kak OTAeNbHbIe rpaduyecKkue
OOBEKTHI U BCTABIISITh UX BCAKHI pa3 B HOBbIE JUArPaMMBI;

0) mpu co3AaHUU OUYEPEIHOM THarpaMMbl KOIUPOBATh KaKyo JIMOO CTapyro
JMarpaMMy U TIEpeorpeiesiaTh B HEM 00J1acTh UCXOIHBIX JIaHHBIX;

B) 0(pOpPMUTH TUATPAMMY, 3aTE€M CJIeIaTh €€ CTaHIapTHOM (BHIOPATh KOMAHY
MeHIo Jlnarpamma | Tun uiny mpaBoil KHOTIKOM MBIIIIN);

I') HACTPOUTH IIA0JIOH JJOKYMEHTA.

10. ITocnie BBOJa uKclia B A4EHKY Bbl HaONIIOAaeTe ###### BMecTo pe3ynbrara. Kak
UCITPaBUTh OIIUOKY?

a) U3MEHUTh LIMPUHY CTOJIONA;

0) U3MEHUTH BBICOTY CTPOKH;

B) UCIIPaBUTh HETOUYHOCTH B (hOpMYJIE;

T')CHSTH 3aLIUTY C STYEHKU.

11. B Bameii Tabauie UMeeTCst CTOI0EL] ¢ Ha3BaHUSIMHU MECSIIEB,
PaCIIOJIOKEHHBIMU B CIIyd4aliHOM mnopsake. Kak orcoptupoBath, CTpOKM TaKOM
TaOIHIIBI, YTOOBI Ha3BAHUSI MECAIIEB B YKA3aHHOM CTOJIOIE IIUIK IO TIOPSIIKY, a HE
o andasuty?

a) Ha3BaHUS MECSIIEB IPU COPTHUPOBKE aBTOMATHUECKHU CTABATCS IO TOPSIKY a HE
1o andaBuTy;

0) He0OXOAMMO ILIEIKHYTh Ha 3ar0JIOBKE CTOJIOLA ¢ MECALIAMH, a 3aTEM
BOCIIOJIb30BaThC KHOMIKOM COpTUPOBKA MO BO3PACTAHUIO;

B) HEOOXOJIUMO IIETKHYTh Ha 3ar0JIOBKE CTOJIOIA C MECSALIaMHU M BOCIIOJIb30BaThCS
koman0i /lannbie |COopTUpPOBKA, yKa3aB B €€ mapameTpax Mmopsi0K COPTUPOBKU
1o MecAIam;

I') 3TO HEBO3MOKHO.

12. Bo1 xotute nmoctpouts B Excel cBogHy 0 Tabnuily Ha OCHOBE CBEICHUH 13
BHeITHEW 0a3bl aHHbIX. Kakas U3 KoMaH MOMOXKET PEUIuTh 3Ty podaemy?

a) komanaa daiin | OTKpwITH, A€ B moJie Tun daiina ykazan Taun ¢GaitioB HyKHOU
0a3bl JaHHBIX;

0) komanaa BeraBka | OObeKT;

B) koMaH/a J[annpie | CBoiHAs TabnwuIla;
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r) komanaa /lanneie | Buenmnue mannble.

13. Kak Han6osee mpocThIM CIIOCOOOM MoNTyunTh Ha Jtucte Excel B mpuromgnom
JUIS PacyeTOB BUJIC JJaHHBIC U3 TaOJIHMIIbI, co31aHHON cpeacTBamu Word?

a) HaOpaTh Bce naHHbIe Ha aucte Excel BpyuHyto;

0) Bocmosib30BaThCs KOMaH10M BeraBka | OObeKT U ykazathb (aiin ¢ Tabnuuei
Word;

B) B Word BeIIeTuTh TaOJIUITY M BOCTIONB30BaThCs KomaHaon Kommposats, B Excel
BOCIIOJIb30BaThC KOMaH0M BCcTaBUTH;

T' ) BOCTIOJIb30BaThCs KoMaH 101 Jlanusie | BHennue nanusie.

14. Jlns o603Ha"eHUS aipeca TIYCHKH MIEKTPOHHOMN TaOIUIBI HCTIOTB3YIOTCS
a) OyKBBI JATUHCKOTO anaBuTa U HUPpHI;

0) OYKBBI pyCCKOT'O M JIATHHCKOTO aJipaBUTA;

B) TOJIBKO PYCCKHE OYKBBI U LIU(PPHI;

I') CIIEUAIIbHBIE CUMBOJIBI.

15. UcxoaHpIMU JaHHBIMU B JIEKTPOHHBIX Ta0JIMIIaX Ha3bIBAIOT:

a) 4MCIIa, T0JydyaeMble B pe3yJIbTaTe PacUeTOB;

0) yncia, BBOJUMbBIC B TUYCHKH TaOJIUIIBL;

B) UCIIOJIB3YEMYIO JIJIsl BEIYMCIICHUH WH(POPMAITHIO, BBOJIUMYIO B SSTYICHKHU TaOIHUIIHI,
T ) 3alUIIaeMble STYEHKHU.

16. ®opmyma 3t0:

a) CBSI3b MEKIY UCXOJHBIMU U PACCUUTHIBAEMBIMHU JaHHBIMH,

0) agpeca siueeK ¥ 3HaKU apu(pPMETUUECKHUX ONEPALIHiL;

B) OyKBBI U UG PBI, 0003HAYAIOIIHE aJpeca siUeeK, U 3HAKH apu(PpMEeTHISCKUX
OIEpaLnii;

') HA0Op CTaHJAPTHHIX KOHCTAHT.

17. Tlpu coctaBnenuu (HamucaHuM) (GOPMYJT UCTIOTB3YIOTCS:
a) 4yncya, HAXOASIIHUECs B sIMeMKaX ¢ UCXOIHBIMU JaHHBIMH,
0) azmpeca siueeK, XpaHsIIHe UCXOIHbIE JaHHBIC;

B)pycckue OyKBbI U IIU(DPBI, 0003HAYAIOITUE ajpeca sSTUEeK;
I') HAIOYKBEHHbIE CUMBOJIBI.

18.B cBs3u ¢ pazOreHreM IEKTPOHHOM TaOJIUIIBI HAa CTOIOIBI U CTPOKU Kaxaast
A4enKa:

a)UMEET CBOM COOCTBEHHBIN OPUTHMHAIIBHBIN aJpec;

0)rmomenaeTcs B ONpeeIeHHYIO MO3ULIUIO;

B)MOXKET UCTIOJB30BATHCS JIJISl XpAaHEHUS JAHHBIX WIH (OPMYIT,

I')MOXET KOupoBaThes B Oydep oomeHa.

19.BHYTpH siu€eK 2JIEKTPOHHOUN TaOIUITBI MOTYT HAXOIUTHCS CIEAYIOIINE TUTIBI

JTAHHBIX:
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a)TOJILKO YHCJIa, TEKCT U PUCYHKH;
0)ToNBKO uncia u GOpMYIIbL;

B)umcia, GOpMyJIbl, TEKCT, PUCYHKH,
T')HU OJIWH U3 TIEPEYUCIICHHBIX 00BEKTOB.

20.ITpu n3MEeHEHNN UCXOIHBIX JAHHBIX BCE PE3YJILTATHI:
a)aBTOMaTHUYECKH I1EPECUUTHIBAIOTCS;

0)3aHOCSTCS B IaMSATh KOMITBIOTEPA;

B)COXPaHSIOTCS Ha JTUCKE;

r)nomasaT B Oydep oOMeHa.

21.Tpebyercst HanMCaHWE OJAMHAKOBBIX (DOPMYIT ISl HECKOJIBKUX sIY€EK OJHOTO
cronbna. Banm nelictBus:

a)B KaXJ0i siuelike BBeCTU (HOpMyITy BPYUHYIO;

0)BOCIIOIB30BATHCS MPU COCTABJICHUH (POPMYJT IIEITUYKAMHU 1O KJIETKaM C JIaHHBIMH,
4TOOBI HE MHUCATh A/Ipeca;

B) HanucaTh GOpMyIy U "pacTsSHYTh" €€ C MOMOIIBI0 MapKepa 3aroJTHEHUS Ha
HEO00XO0MMOE YHCIIO CTPOK;

T') KCIIOJIB30BaTh MacTtepa (pyHKIUH.

22. AGCOJIOTHASL CCBITIKA 3TO:

a) Kor/a ajgpec, Ha KOTOPbI ccbutaeTcst GopMyiia, H3MEHSETCS IPY KOMUPOBAHUHU
bopmybl,

0) Koraa azgpec, Ha KOTOpbIU ccbutaercd popmyiia, NpHU KOMMMPOBAHUU HE
U3MEHACTCS;

B) CCBUIKA, MOYYCHHAS B PE3yJIbTaTe KOMUPOBAHUS (POPMYJIBL;

B )cchuika B CuOupsb.

23. 1715t MOCTPOCHUS TUarpaMMbl ¢ MUHUMAJIBLHBIM KOJIMYECTBOM IIaroB HE00X0-
JIAMO:

a) BBIJICIIUTH IMAIIA30H SIUEEK, METKHYTh Ha spiibike Mactepa nuarpamw;

0) MIENKHYTh HA ApJbike MacTepa muarpaMm 1 OTBETUTH Ha BOITPOCHI, YKa3aB
JIAANAa30H SYEEK;

B) BOCIIOJIb30BaThCS IOMOIIHUKOM; ') BOCTIOJIB30BAThCS CITPABKOM.

24. TpebyeTcst pacnoJIOKUTh TEKCT (JaHHBIE) B TYEHKE TaKUM 00pa3oM, YTOOBI
pa3HbIE CJIOBA IIEPEXOAWIN HA CIEAYIONIYIO CTPOKY. Bamm neicteus:

a) U3MEHUTh LIMPUHY CTOJIONA TaK, YTOOBI TEKCT MEPEXOJINI Ha CIETYIONIYIO
CTPOKY;

0) HaOpaTh TaHHBIE B Pa3HBIX CTPOKAX;

B) BBIJICNIUTD, BEIOpaTh KoMaH1y MeHI0 Dopmart| Sueiika| BeipaBHrBanue
ITepeHocuTh Mo cioBam;

r) HaxaTh <Enter>.

25. lns mepexona Ha apyroit auct B Excel Tpedyercs:
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a) IIEJIKHYTh YKa3aTeJIeM MBI Ha SIPJIbIYKE JIUCTA;
0) BOCITIOJIb30BATHCSI BEPTUKAILHON IPOKPYTKOM;
B)BOCITOJIb30BATHCSl TOPU3OHTAIBLHOM MPOKPYTKOM;
I') BOCIIOJIb30BaThCA MeHIO OKHO.

26. TpebyeTcs HameyaTaTh TOJIBKO BBIJAECICHHBIN JUANAa30H SYEEK UMEIOLIEHCs
Tabnuiel. Bamm nercreus::

a) Be1OpaTh komanny ®aiin | [leuats | BeineneHHbI auanas3oH;

0) ymenbmuTh MacmTabd (komanmaa Paiin | [ledats | ykazaTts %);

B) CKOIIMPOBATh HYKHBIE STYEMKHU Ha APYTOM JIUCT U pacneyararsb;

T') yIaJuTh BCE HEHYKHOE U BbIOpaTh komanny daiin | [TeuaTs.

27. Kak mpuMeHHUTh CTaHAAPTHBIC PELIeHUs MpU 0POPMIICHUU TaOIUITBI?
a) BBIJICTIUTH AMANa30H siueek, BhIOpaTh kKomanay dopmar | Adeiiku,

0) BBIJICIUTDH TUATIA30H ssueeK, BbIOpaTh komanay @opmar | ABrodopmar,
B) OTKPBITh paHee MOJArOTOBJICHHYIO Ta0IMIly U BBECTH HOBBIE JaHHbBIE U
bopMyIIBI;

I') BOCIIOJIb30BaThCSl aBTO3aMEHOM.

28. Kak cBsi3aTh JaHHBIE, pACIIOJIOKEHHBIC HAa PAa3HbIX JIUCTaX?

a) ucnoap30BaTh komanay Ilpaska |[CrienuanbHas BCTaBKa;

0) npu HanMcaHuu GOPMYIIbI IEPEHUTH HA IPYTOM JIUCT U MICJIIKHYTh Ha STYEHKE C
JAHHBIMU;

B)UCIMOJIb30BATh CTAHAAPTHYIO (opmyiy (HYHKIIUIO);

I')OHU HE MOTYT OBITh CBS3aHBI.

29.B knetke C2 Haxoautcs (hopmysia, UMEIOIIasi CChUIKY Ha TOCTOSTHHYIO
BenuuuHy B suelike D2. Kak pazmMuoxuts popmyny u3 kiietku C2 Tak, 4ToObI ee
kormu (C3...C8) ucnonp3oBainy cchulKy Ha D27

a)3alIUTUTH KJIETKY D2 OT M3MEHEHMI U CKOMMUPOBATh (POPMYITy B HYKHBIC
KJIICTKH,

0)ckonupoBaTh HOPMYITy B HYXKHBIE KJIETKH U OTPEAAKTUPOBATH KAXKIYI0 KOIHIO;
B)U3MEHUTH B opurnHaje Gopmyisl aapec D2 Ha aapec $DS2 u ckonmpoBaTh
(dbopMyiTy B HY)KHBIC KJIICTKH;

I')BOCIIOJIb30BaThCS aBTO3aMEHOM.

30.PaccunThiBaeMbIMU JAHHBIMU B DJICKTPOHHBIX TAOIUIAX HA3BIBAIOT:
a)4uciia, MojJydyaeMbie B pe3ysibTaTe PacyeToB;

0)uuciia, BBOJUMbBIC B STYCHKH TaOJIUILIBL;

B)(hOpPMYIIBI, 10 KOTOPHIM MPOU3BOIATCS BHIYUCIICHHUS;

r)CTaHapTHBIC (PYHKIIUH.

31. Kakasg guelika aBisgeTCs 1IEJIEBOI?
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Mopbtop napamerpa
YCTAHOEMTE B AHefke:

JHa4eHWE:

A7 =

IZDDDD

MZHMEHAA SHAHEHHE AqEHEH! I,.:.|9| ’s]
I I

OTHEHS |

a)A7;
0)A9;

B)siuelika, B KoTopoi Haxonutcesa yucio 20000;
T)HET LEJIEBON SUEHKHU.

32.Kaxoli MHCTPYMEHT MCIIOJIb3YETCs IS PENIEHHs ypaBHeHHs 2x°-3x2+x-5=0
a)llouck pemenus;

0)Ilon6op mapameTtpa;
B)AueiiKa, B KOTOopoil Haxoautes unciio 20000;

KpuTepml BBICTABJICHHUA OLHCHKHA CTYACHTY Ha 9K3aMCHE

no aucuumiaube « Magpopmaruka»

Bbanabl
(peHTHHTOBOM
OLIEHKH)

Ounenka
IK3aMeHAa
(crangapTHas)

TpeodoBanusi Kk chopMUPOBAHHBIM KOMIIETEHIIUAM

86-100

«OTIHUYHO»

OneHka «OTIMYHO» BBICTABIIAETCA CTYICHTY, €CIM OH
rIyOOKO W TPOYHO YCBOWJI MPOTPAaMMHBIM MaTepua,
HCYEPIBIBAIOIIE, I1OCJIEI0BATEIBHO, YE€TKO M JIOTUYECKU
CTPOITHO €ro u3jaraer, yMeeT TECHO YBA3bIBATH TEOPHUIO C
MPaKTUKON, CBOOOIHO CHPABIISETCS C 337]a4aMM, BOIIPOCAMU
U JIpyTMMHM BUJaMH TOpPUMEHEHHUs 3HAHUM, NpuUyYeM He
3aTpyJHAETCS C OTBETOM IpU BUAOWU3MEHEHUU 3aJaHUH,
UCIOJIb3YeT B OTBETE MaTepuanl MOHOrpaduueckoi
JUTEpaTyphl, TPaBUJIBHO  OOOCHOBBIBAET  IPHHSITOE
pelieHue, BialeeT PA3sHOCTOPOHHUMHM HAaBBIKAMH U
IIPUEMAMH BBITIOJHEHUS IPAKTUYECKUX 3a/a4.

85-76

«XOopouro»

OueHka «XOpoulIo» BBICTABISETCS CTYAEHTY, €CIU OH
TBEpJI0O 3HAET MaTepuall, TPaMOTHO M TIO CYIIECTBY
W3JIaraeT ero, He JO0IMYCKasl CYIIeCTBEHHBIX HETOUHOCTEN B
OTBETE Ha BOMPOC, MPABMWIHHO MPUMEHSIET TEOPETHUECKUE
MOJIOKEHUS TPU PEUIEHWH NPAKTUYECKUX BOIPOCOB U
3a/1a4, BiIaJieeT HEOOXOMUMBIMUA HABBIKAMH W TIpHEMaMH
WX BBITTOJIHEHUSI.

75-61

«YyHOOBJICTBOPHU-

TCIIBHO»

OneHka «yAOBJIETBOPUTENHHO» BBICTABISIETCS CTYACHTY,
€CJIM OH MMEET 3HaHMS TOJILKO OCHOBHOI'O MaTepuaia, HO
HE YCBOMJ €ro JeTajel, JOMyCKaeT HEeTOYHOCTH,
HE/IOCTaTOYHO MpPaBUJIbHBIE (DOPMYTUPOBKU, HAPYIICHHUS
JIOTUYECKOW  TOCJIEOBATEIbHOCTY B M3JIOKEHHUHU
POrpaMMHOT0O MaTepuaia, UCIBITHIBACT 3aTPyTHEHUS MIPH
BBITIOJTHEHUH NPAKTUYECKUX paloT.
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60-0

Ouenka «HEYIOBJIETBOPUTEIBLHO» BBICTABIISICTCSA
CTYACHTY, KOTOpPbId HE 3HAET 3HAYUTEJIBHOM YaCTH
MIPOrpaMMHOI0 MaTepuaya, JOIYCKAaeT CYUIECTBEHHbIE
«HEYJIOBJIETBOPU- | OIIMOKH, HEYBEPEHHO, C OOJIBIIMMH 3aTPyAHCHUSMU

TEJILHO» BBINIOJIHSET MpakThueckue padoTsl. Kak mpaBuio, oreHka
«HEYIOBJIETBOPUTEIBHO» CTABUTCS CTYAEHTaM, KOTOPBIE
HE MOTYT MPOJOJIKUTH OO0yueHue Oe3 IOMOJHUTEIbHBIX

3aHATHI IO COOTBETCTBYIOIIEH AUCUUILIAHE.

OueHouHbIe cpeCcTBA ISl TEKYLIEd aTTecTAlNH

Bonpocs a5 codece1oBaHus

no qucuumiiuHe «Muadopmaruka»

=

[Ipenmet u 3agaun uadopmaTuku. MudopMaloHHbie TEXHOIOTHH.

Uctopus pazsutus cpencts BT. Knaccudukaiiys KoMIbIOTEPOB.

3. Cocras (rkonduryparus) BT: anmapatHoe obecnieuenue. [Iporpammuoe
oOecrieueHue: CIyKEeOHBIN U MPUKIIATHON YPOBHH.

4. JlaWiTe XapaKTEepUCTUKY OCHOBHBIM KOMIIOHEHTAM OIEPAIMOHHON CHCTEMBbI

MS-DOS. Buyrpennue u Baemnue komanisl OC MS-DOS u ux

ucnonb3oBanue. Anpec daitna. Norton Commander. OCHOBHBIE TOHSTHS.

Knaccuduxanus [MIIC. Knaccudukamus cinyxeonsix T1C.

XapaKkTepUCTUKH ONEPAITMOHHBIX CHCTEM.

®aitnbl u dainopas cuctema. OocnyxkuBanue GhanaoBOl CUCTEMBI.

OO0cny’)kMBaHUE KOMITbIOTEPA.

8. Windows. OcHoBHble 00bekThl Windows. Oniepariuu 8 Windows.

9. Omnepanuu ¢ okHamu. CTPyKTypa OKHa.

10.ITporpamma IIpoBonnuk. Haznauenune u MeTo 61 paboTHI.

11.Hactpoiika sanementoB W. [lanens ynpaBneHus.

12.CrannapTHble pUKIIaIHbIC IporpaMMel. biokuaoT. Paint. WordPad.

13.Bupycsl u cpenctBa ux 0OHAPYKEHHUSI.

14 . Vcnionb3oBanue apxuBaropoB. WinRar, WinZip.

15.CBenenns o TekcToBOM Mpoieccope MS Word.

16.MeTob1 paboThl B TeKCTOBOM Tpoiieccope Word. OCHOBHBIE OTiepaliuu ¢
JOKYMEHTOM.

17.BBon u (hopMaTHUpOBaHUE TEKCTA.

18.0OcHOBHBIEC MOHATUS DJICKTPOHHBIX TAOIUII.

19.Bunbl TaHHBIX BBOAWMBIX B STUCHKY.

20.0OcHoBHEBIE TOHATHS 0a3 JaHHBIX.

21.Yto Takoe apxuBanus ¢Gaiision

22.YT0 coep UT apXUBHbIN (aii.

23.11o kakuM MpU3HAKaM MOJYYHJIM CBOM Ha3BaHUS MPOrPAMMBI-apXUBATOPHI.

24 Kakue nporpaMMbI-apX1uBaTOpbl HAUOOJIEE pacIpOCTPAHEHbI

25.JIokanbHble U T100aIbHBIE ceTH, moHsATHE INnternet, mporokonsr TCP/IP.

N

N o o
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26.Bunel naopmannoHHbIX pecypcoB (cayx0) Internet u ux xapakrepucTuka
(WWW, snekrponnas nouta, FTP, Gopher u T.1.).

27.1P-agpec koMmbIOTEpa U CUCTEMA aJIpecallii ¢ UCIOJb30BaHUEM JIOMEHOB B
Internet.

28.bpay3sep Internet Explorer , HazHaueHHe U COCTABIISAIONINE BHEIIHETO BUAA
(cTpoka 3aroyioBka, CTpOKa MEHIO, TaHeNIb UHCTPYMEHTOB, aJipecHasi CTpOKa,
naHesiab 0003peBaress, 001acTh MPOCMOTPA, CTPOKA COCTOSIHUS U T.11.).

29.XapaKTeprucTHKa CYIIECTBYIONINX 3apYOS)KHBIX M OTEYECTBEHHBIX
MTOMICKOBBIX CHCTEM.

30.CBenenus o TekcToBOM mporieccope MS Word.

31.Metoast paboThl B TeKCTOBOM Tiporieccope Word. OCHOBHBIC OTIEpAIIHH C
JIOKyMEHTOM.

32.IloHsATHE KOJOHTUTYJIA U €r0 CBOMCTBA, (HOPMUPOBAHHUE KOJOHTHUTYJIA.

33.BBox u popmatupoBanue Tekcra. DopmarupoBanue mpudTa u ab3ares.
Crnucku. ['panuist u 3anvBka. MHOTOKOJIOHOUHBIN TekeT. Co3aaHue U
UCITIOJIb30BAHUE CTUIICH.

34.0Omnepanuu ¢ TabJIUIIAMH.

35.BcTraBka 00bekTOB B JokyMeHT. PucoBanue B Word. Co3nanue u
penaktupoBanue hopmyn MS Equation.

36.IToaroroBka npe3enrtanuii B PowerPoint.

37.OCHOBHBIC TIOHATHS JJICKTPOHHBIX Ta0HIl. XapakTepucTuku Excel.

38.Bupl JaHHBIX BBOJUMBIX B SIUCHKY (TEKCT , 9YMCIIO, OopMyIIa U T.1.).

39.CtpykTypa (CBOMCTBA) STUCHKH (aIpec, UMsl, COACPKUMOE, pe3yJIbTaT
BEIYHCIICHHUSI, IPUMEUYaHUE), HA3HAYCHHE , TJIe 0TOOpa)kaeTcs KaKI0€e U3
CBOMCTB.

40.Ucnonb30BaHne aOCOIIOTHOM M OTHOCUTENFHOM aJpecaliny STYeeK B
dbopmynax.

41.Beruucnenus B 31eKTpoHHbIX Tabmuax. @ynkiuu Excel. [loctpoenue u
peIaKTUPOBAHUE THATPAMMBI.

42.DunpTpanus CIMCKOB, COPTUPOBKA TAOTMYHBIX IAHHBIX.

43.TlonBenenre uTOroB.

44.3amaAne CKBO3HBIX CTPOK HIIM CTOJIOIOB /Tl eyaTu B Microsoft Excel.

45.0cHOBHBIC TTOHATHUS 0a3 JaHHBIX.

46.Pabota ¢ roroBeiMu B/I.

47.YcnoBust 0TOOpa 3amucen.

Kpurepuu oueHku:

— 100-85 GamnoB — ecny OTBET MOKA3bIBACT MPOYHBIC 3HAHWS OCHOBHBIX
MPOIIECCOB U3y4aeMOU MpeAMETHON 00JacTH, OTIMYAeTCsl TITyOUHOW M TOJHOTOM
PaCKpBITHS TEMBI; BIAJCHHE TCPMUHOJIOTHICCKUM aIlliapaToM; YMEHUE OOBICHSITH

CYIITHOCTb, SIBJICHUM, MPOIECCOB, COOBITUH, JIeTIaTh BHIBOJLI U 000OIIEHNS, 1aBaTh
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apryMEHTUPOBAHHBIE OTBETHI, IPHUBOAUTH IPUMEPHI; CBOOOJHOE BIAJCHHE
MOHOJIOTUYECKOW PEYbl0, JIOTMYHOCTh W TOCJEA0BATEIbHOCTh OTBETA; YMEHUE
MPUBOJUTH MPUMEPHI COBPEMEHHBIX MPO0JIeM U3ydaeMoil o01acTu;

— 85-76 GamnoB — OTBET, OOHAPYKUBAIOIIMKA MPOYHBIE 3HAHUS OCHOBHBIX
MPOLIECCOB M3y4yaeMoOM MpeAMETHOM 001acTH, OTIMYAETCS TIyOUHON U MOJTHOTOMN
PACKpBITHS TEMBI; BJIaICHUE TEPMUHOJIOTUYECKUM aIllapaToM; YMEHUE OOBSICHATh
CYILIIHOCTb, SIBJICHUM, MPOILECCOB, COOBITU, JIeJIaTh BHIBOJIBI U 0000IIEHUS, 1aBaTh
apryMEHTUPOBAHHBIE OTBETHI, NPHUBOJUTH IPUMEPHI; CBOOOJHOE BIAJCHHE
MOHOJIOTHYECKOW PEYbI0, JIOTUYHOCTh M IOCIIEI0BAaTENbHOCTh OTBETa. OHAKO
JOIIyCKAeTCs OJIHA — IBE HETOYHOCTHU B OTBETE;

— 75-61 Oamn — OLICHMBAETCSI OTBET, CBUIECTEJBCTBYIOIIUNA B OCHOBHOM O
3HAHUM  TPOLIECCOB  H3Y4aeMOM MpeAMETHOM  00JlacTH,  OTIMYAOLIHICS
HEJOCTATOYHOW TIITyOMHOM M TMOJHOTOM PACKPBITHS TEMbl; 3HAHHUEM OCHOBHBIX
BOIIPOCOB TEOpUH; ci1ad0 Cc(HOPMUPOBAHHBIMH HABBIKAMHM aHAJIW3a SIBJICHUM,
IIPOILIECCOB, HEIOCTATOYHBIM YMEHHEM J1aBaTh apryMEHTUPOBAHHBIE OTBETHl U
IPUBOJUTHh NPUMEPHI; HEJOCTATOYHO CBOOOAHBIM BIAJICHHEM MOHOJOTMYECKON
pEeYBI0, JOTUYHOCTBIO M IOCIEN0BATEIBHOCTBIO OTBETa. [[omycKaercsi HECKOIBKO
OLIMOOK B COEPKAHUU OTBETA; HEYMEHHE PUBECTH MIPUMEP PA3BUTHSI CUTYALIUH,
IPOBECTH CBS3b C APYTMMHU aCIIEKTaMU U3y4yaeMoil 00J1acTH;

— 60-50 OamioB — OTBET, OOHApPYXHMBAIOIIUKA HE3HAHHWE TIPOIECCOB
U3y4aeMoil TpPEeIMETHOW 00JIaCTH, OTIMYAIOIIMICS HErTyOOKHM pPaCKpPBITHEM
TEMbl; HE3HaHUEM OCHOBHBIX BOIIPOCOB TE€OPUH, HEC(HOPMUPOBAHHBIMU HAaBBIKAMU
aHalM3a SBJIEHUM, MPOLECCOB; HEYMEHUEM J1aBaTh apryMEHTHUPOBAHHBIE OTBETHI,
ca0bIM BJIAJICHUEM MOHOJOTUYECKOM pEeYbl0, OTCYTCTBUEM JIOTUYHOCTH H
NOCJIeI0BAaTENbHOCTU. JlOMYyCKAIOTCSl CEpPbEe3HbIE OLIMOKUA B COAECPXKAHUU OTBETA;

HE3HAHHE COBPEMEHHOM MpOoOIeMaTUKN U3y4aeMoOi 00J1acTu.

TemaTuka nadoparopHbix padort no aucuunianne «Mapopmarukar»

Ilpakmuueckue 3anamus (18 uac.)
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JIABOPATOPHASI PABOTA Nel (3uaca)

Onepauuonnble cucmemaosl

BBoanoe 3ansitue. O3HaKOMJIGHHE C TEXHUKOW O€30MacHOCTH PabOThl Ha
nepcoHanbHOM KommbioTepe. OcHoBbI paboTel B MS Windows. Padota ¢ MS Dos,
Far, NC.

JIABOPATOPHAS PABOTA Ne2 (3qaca)

O3naxkomnenue ¢ npocpammHbIM obecneueHuem.

CepBucnoe IIO. Pabora ¢ (¢aiinamu. ApxuBupoBaHUE (ailyioB.

AntuBupychoe I10.

JIABOPATOPHAS PABOTA Ne3 (3uaca)

Paboma ¢ mexkcmoeswvim npoyeccopom MS Word.

Co3nanne W (opMaTHUPOBAHHE TPOCTBHIX M KOMIUICKCHBIX TEKCTOBBIX
JIOKyMEHTOB.

PabGota ¢ Tabaumamm.

PaGota ¢ pegakropom dhopmyi.

Coznmanne 1 (opMaTHPOBAHNE CITHCKOB

Pa6ora ¢ o6bekTamu.

Co3nmaHvue CTPYKTypbl JOKyMEHTa, OrjaBjicHue. VI3MEeHeHue CTuieH
3aroJIOBKOB.

Cosznanue mabio0HOB, 0J1aHKOB U (hOPM.

JIABOPATOPHAS PABOTA Ned ( 2uac)

Co3zoanue npezenmayuu PowerPoint.

JIABOPATOPHAS PABOTA Ne5( 24aca)
Pabota ¢ anextponubiMu Tabnuamu Excel.
dopmatupoBanue sdeek. Pabora ¢ Qopmymamu. AOGCONMIOTHBIE U
OTHOCHTEJIBHBIC CCHUTKH. ABTO3aITOTHCHHE.

YcnoBHoe popmaTupoBanume.
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Hcnons3oBanue ¢pyHkiuii B pacuerax. [loctpoenue rpaduxos.
Pabora ¢ Tabnuiiamu 6a3 JaHHBIX.

[Tonsenenne utoros. TaOmuIbl. DJIEMEHTHI YIIPaBICHUS.

JIABOPATOPHAS PABOTA Ne6 ( 3 yaca)

Paboma c 2comoevimu 6azamu oannvix CYB/] Access.

Coznanue 6a3bl JaHHBIX ¥ paboTa ¢ HUMH.

JIABOPATOPHAS PABOTA No7 ( 2 yaca)
Paodoma c Internet.
Kpurepuu onenkmu:

— 100-86 6a10B BBICTABIISIETCS CTYJEHTY, €CIIU CTYJIEHT BhIPA3ul
CBOE MHEHHE 10 C(POPMYJIMPOBAHHON MPOOIEME, apryMEHTUPOBAI €T0,
TOYHO ONPEJEIIMB €€ CoJlepKaHne U cocTaBisitomue. [IpuBenens
JTAHHBIE HOPMATUBHBIX U TEXHUYECKUX TOKyMEHTOB. CTy/IEHT 3HAET U
BJIa/Ie€T HABBIKOM CaMOCTOSTEIHHON MCCIIEI0BATEIHCKOM paOOTHI 110
TE€M€ MCCIIEA0BaHMs; METO/IaMU U IIPUEMaMU aHaJIN3a TEOPETUUECKUX
W/WITHA TIPAKTUYECKUX aCTIEKTOB M3y4daeMoii o0macTr. GaKTHIECKIX
OILLIMOOK, CBA3aHHBIX C MTOHUMAaHUEM MPOOJIEMBI, HET; TpadUUECKH
pabota ohopmiieHa TPaBUIILHO;

— 85-76 6ammoB — paboTa XapaKTEPU3yEeTCs] CMBICIIOBOM
[EIBHOCTBIO, CBI3HOCTHIO M TOCIIEIOBATEILHOCTHIO H3JI0KCHHS,
JOMyIIeHO He OoJiee 1 omuOKY pu OOBSICHEHUH CMBICIIA UITH
coaepkaHus mpoosemsbl. i apryMeHTaluy IPUBOSTCS TaHHBIC
HOPMATHUBHBIX U TEXHUYECKHUX JOKyMEHTOB. [IpogeMoHCTpupOBaHbI
MCCJIEIOBATENLCKIE YMEHUS U HaBbIKH. DAKTUYECKUX OIMINOOK,
CBSI3aHHBIX C TIOHUMaHuEeM MpobemMbl, HeT. JlomyIieHbl oaHa-1Be
omrOKku B 0hOpMIICHUH PAOOTHI;

— 75-61 6aiu1 — CTYJIEHT MPOBOJIUT JOCTATOUYHO
CaMOCTOSITENTbHBIN aHATN3 OCHOBHBIX 3TAllOB M CMBICIIOBBIX
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COCTABJISIFOIINX MPOOJIEMBI; TOHUMAET 0A30BhIE OCHOBHI U
TeopeTuieckoe 000CHOBaHUE BbIOpaHHOU TeMbl. [IpuBiedyeHbl
HOPMATHUBHBIEC U TEXHUYECKUE JOKYMEHTHI. JlomyiieHo He 6oee 2
OIIMOOK B CMBICIIE WJIM COJIEP>KaHUU TIPOOJIEMbI, 0(OPMIICHUH PabOThI;
— 60-50 6amtoB — eciu paboTa MpeACTaBIIeT COOOH MOJTHOCTHIO
nepenvcaHHbIi UCXOIHBIN TEKCT, 0€3 KaKuX Obl TO HU OBLIO
KOMMEHTapueB, aHam3a. He packpeita CTpykTypa U TeopeThuyecKas
cocrasistonas Temol. [lomymieno Tpu unm 6osee Tpex OmudoK B
CMBICIIOBOM COJIEpKaHUH pacKpbIBaeMOi Mpo0semMbl, B 0(OpMIICHUN

paboThI.

IIpuMepHbIN epeYeHsb TeM pedeparTos
1.Wcropust pa3BUTHUS BBIYUCIUTEILHON TEXHUKH
2.IToxonenuss 9BM
3.Bremrnue 3anoMuHaromnme ycTponcTaa
4.Bo3nukHoBeHUE Internet
5.Ciyx051 Internet

Kpurepuu ouenku:

— 100-86 GamioB BBICTABISETCS CTYICHTY, €CJIA CTYICHT BBIPA3HII CBOE
MHEHUe 110 chOopMyIHPOBAHHOMH MTpobIeMe, apryMEeHTHPOBAJI €70, TOUHO OIPEICIIUB
ee coiep KaHue U cocTaBistonue. [ [puBeieHbl 1aHHbIE OTEYECTBEHHOM U 3apyOeKHOM
JUTEpaTyphl, CTATUCTUYECKUE CBEICHUS, HH(POPMAIUs HOPMATUBHO-IIPABOBOIO
xapakrepa. CTyZEeHT 3HAET U BIAJCET HABBIKOM CAMOCTOSITENIbHOW MUCCIIEN0BATENLCKOM
paboThI O TEME UCCIEI0BAHUS; METOJaMHU U TPHEMaMU aHaJIN3a TEOPETUUECKUX
W/WIH TIPAKTUIECKUX aCMIEKTOB U3y4aeMoit 00macTy. MakTHUeCKUX OMMOOK, CBSI3aHHBIX
C MOHUMaHHEM IPOOJIEMBI, HET; Tpaduyecku padoTta odhopmiieHa TPABUIILHO;

— 85-76 6amnoB — paboTa XapaKTepru3yeTcs CMBICIOBON 1IETLHOCTHIO,
CBSI3HOCTBIO U TOCJIEI0BATEIIbHOCTBIO U3JI0KEHUS; TOMYIEHO He Ooee 1 ommlOku
pU OOBSICHEHUHU CMBICIIA WJIH COJIep KaHusl pooOsieMsl. J{J11 apryMeHTauuu

TIPUBOJIATCS TaHHBIE OTEYECTBEHHBIX M 3apYOEKHBIX aBTOPOB. [ [po1eMOHCTprpOBaHBI
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UCCIIEIOBATENbCKUE YMEHUS U HAaBBIKU. DAaKTUUECKUX OMIMOOK, CBSI3aHHBIX C
MOHUMAaHUEM MpoOJeMbl, HeT. JlomyIieHsl o1Ha-aBe OMMOKH B 0(hOpMIIECHHH PaOOTHI;

— 75-61 Oayn — CTYAEHT NPOBOJAUT JOCTATOUYHO CAMOCTOSATEIbHBIA aHAIIN3
OCHOBHBIX 3TaIlOB ¥ CMBICJIOBBIX COCTaBJISIOLIUX MTPOOJIEMBI; TOHUMAET 0a30BbIE
OCHOBBI U TEOPETUYECKOE OOOCHOBaHHE BBIOpaHHOU TeMbl. [IpHuBieueHbI
OCHOBHBIE HCTOYHHUKH IO paccMaTrpuBaeMoil Teme. JlomymieHo He Oosiee 2 omunbok
B CMBICIIE HJIM COJIEp>KaHUU MPoOIeMbl, 0pOpMIIEHUN PaOOTHI;

— 60-50 6amnoB — eciu paboTa MPEACTABISIET COOO0M MepecKa3aHHbIN WIIN
HOJIHOCTBIO MEPENMCAHHBIN UCXOIHBIN TEKCT, 0€3 Kakux Obl TO HU OBLIO
KOMMEHTapueB, aHam3a. He packpeita CTpyKTypa U TeopeThuuecKas
cocTaBstomnas TeMol. Jlomymieno Tpu wim 6ojee Tpex OmuOOK B CMBICIOBOM

coJiep>KaHUM pacKpbIBaeMOM Mpo0sIemMbl, B 0(hOpMIICHUN PAOOTHI.

MeToanuyeckue PEKOMEHIAUH, OIIPECACIAIONINE MTPOUCAYPHLI ONCHUBAHUA

pPe3yabTaToB OCBOCHHUSA JUCHUIIJIUHBI

Texkymas arrecranmsi CTyJeHTOB. TeKylias arrecTtanus CTYJIEHTOB IO
muciumiinHe  «MHdopmaTtrika» NTpOBOAWUTCS B COOTBETCTBUHM C JIOKAJbHBIMU
HOpMaTUBHBIMU akTamu JIBDY u sBnsercs 00s13aTeabHOM.

Tekymas arrectanus no gucuuiuinie «MHpopmaTtrka» TpoBOAUTCS B popMme
KOHTPOJIBHBIX MEPONPUATUIN (TECThI, MPAKTUYECKUE 3a/1aHus, TOMAIIHNUE 3aJaHHUs,
KOHTPOJIBHBIE W CaMOCTOATENbHbIE pPA0OThI) MO OLICHUBAHUIO (PAKTUYECKHUX
pe3yabTaTOB 00YUYEHHsI CTYI€HTOB M OCYILECTBIISIETCS BEYILIUM IIPENoaaBaTesieM.

OObeKkTaMy OLICHUBAHUS BBICTYIIAIOT:

— y4yeOHasi JUCHUIUIMHA (AaKTUBHOCTh Ha 3aHATUAX, CBOEBPEMEHHOCTh
BBIIIOJIHEHHSI PA3JIMYHBIX BHUJIOB 33JJaHUM, NTOCEIIAEMOCTh BCEX BHUJIOB 3aHATUH IO
aTTECTYEMOM JUCLUIUIMHE);

— CTENEHb YCBOCHMS TEOPETUYECKUX 3HAHUM (aKTUBHOCTh B  XOJe€
OOCYXKICHH MaTepualoB JIEKIUWA, aKTHUBHOE Yy4YacTHE B JIUCKYCCHUSIX C
apryMEeHTaMu U3 JOMOJHUTEIbHBIX HMCTOYHHUKOB, BHUMATEIbHOCTh, CIIOCOOHOCTD
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3a/laBaTh BCTPEYHBIE BOIMPOCHI B paMKax JUCKYCCUU WA OOCYXKACHUS,
3aMHTEPECOBAHHOCTh U3y4a€MbIMU MaTepUATIaAMH );

— YPOBEHb OBJIQJICHUS MPAKTUYECKMMU YMEHHUSIMH W HaBBIKAMU TI0 BCEM
BUJIaM y4eOHOM paboThl (Ompenesnsercs Mo pe3ylibTaraM KOHTPOJIBHBIX pPadoT,
MPAKTUYECKUX 3aHSATUN, OTBETOB HA TE€CTHI);

— pe3yJbTaThl CAMOCTOSTENIBHONU PabOTHI.

IIpomexyTouHasi arrecrauusi CTyJeHTOB. lIpomexyTouHas arrecranus
CTyIeHTOB mo mucuumummae «MHbopmaTnka» MTPOBOAUTCS B COOTBETCTBHH C
JIOKaJIbHBIMA HOpMaTUBHBIMU akTamu JIBDY u sBnsercs o0s3aTeabHOM.

Buja npoMe:XyTOYHOM aTTeCcTAlIMM — 3a4€eT), COCTOSIIINI U3 YCTHOTO OMpoca
B (hopme cobeceioBaHUs U TECTA.

Kparkass xapakTepucTHKa Npouexypbl NPHUMEHEHHS WCIOJIb3yeMOro
OLICHOYHOI0 cpeacTBa. B pe3yinbraTte MNOCEMICHUA JICKIUM, NPAKTHYECKUX
3aHATUNA, KOHCYJIbTAUUW CTYAEHT TMOCIEI0BATEIbHO OCBAaMBAaeT MaTepHUalbl
JUCLHUIUIMHBI U U3y4aeT OTBEThl HA BOIPOCHI K 3K3aMEHYy, IPEACTABICHHBIC B
ctpykrypHoMm aneMeHte @OOC. Kpurepnnm OLEHKM CTyJIE€HTa HAa DSK3aMEHe
npeAcTaBiieHbl B CTpykTypHOM 3iemeHte DPOC. Kpurepuu OLEHKH TEKylIen
aTTeCTallui — KOHTPOJIbHASI TIPOBEPKA 3HAHUHN (KOHTPOJIbHBIE U CAMOCTOSITEIIbHBIC
paboThl, paboTa HAa MPAKTUYECKUX 3AHITHUSIX, OTBETHI HA TECThI) MPEICTABIICHHI B

cTpykTypHOM 35iemente DOC.

Kpurepuu oieHK# CTyJAeHTA HA 3a4eTe MO JUCHUILINHE

«Anpopmaruxka»
(MPOMEKYTOYHAS aATTECTAMS — 3a4€eT)
Baxnbl Ouenka
(perTHHTOBO 3a4yera/ TpebdoBanus k ¢pOPpMHPOBAHHBIM KOMIICTCHIMAM
1 OIICHKH) IK3aMeHa
(crangapTHas)
OneHka «OTIUYHO» BBICTABISETCS CTYIEHTY, €CIIM OH INIyOOKO U
IIPOYHO YCBOWJI IPOIPaMMHBIM  MaTepuaj, HCYEPIbIBAIOIIE,
MOCNIe0BATENbHO, YETKO M JIOTUYECKH CTPOMHO €ro H3Jaraer,
86-100 3aumeno yMeeT TECHO VYBS3bIBATh TEOPUI0 C MPAKTUKOH, CBOOOIHO
«OMAUYHOY CIpaBlIe€TCs C 3ajJadyaMM, BOIpPOCaMU W JPYTMMH BHJaMU
IIPUMEHEHUs 3HAaHUM, MPUYEM HE 3aTPYJHSAETCS C OTBETOM IIpU
BUJIONU3MCHCHUU SajlaHI/If/'I, HCIIOJIB3YET B OTBETC MaTcpual
MOHOTpaUyecKkod  JUTEpaTypbl, MNPaBHUIBHO O0OOCHOBBIBAET
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IIPUHATOC PCIICHHUE, BJIAACCT PASHOCTOPOHHHMMHU HABBIKAMH U
npucMaMu BBIITIOJIHCHUA MPAKTUUCCKUX 3a/1ay.

OI_IGHKa «XOpOIIO» BBICTABIACTCA CTYACHTY, €CJIM OH TBCPAO 3HACT
Marc€puall, rpaMOTHO U IO CYIICCTBY H3JIara€t €ro, HC OOIIYyCKas

76-85 3aumeno CYIIIECTBEHHBIX HETOYHOCTEH B OTBETE HA BONPOC, MPABUIHHO
«xopouLoy NPUMEHSET  TEOPETHYECKUE  TIOJOXKECHHUS  TPH  PEHICHUU
MPAKTUYECKUX BOMPOCOB M 3aJad, BJIANEeT HEOOXOIUMBIMU

HaBBIKAMU ¥ IPHEMaMU MX BBITOJHCHUSI.
OreHKa «yTOBJICTBOPUTEIHLHOY» BBICTABISICTCS CTYACHTY, €CIIM OH
3 y UMEET 3HaHHs TOJBKO OCHOBHOT'O MarepHaia, HO HE YCBOWJI €ro
ameno JeTaliel, JIOMyCcKaeT HETOYHOCTH, HEJIOCTAaTOYHO IPABHIIBHEIC

61-75 «y0081emeop M
(OpPMYITMPOBKH, HAPYIICHUS JIOTUYECKOH IMOCIEI0BATEILHOCTH B
UIMERbHOY W3JI0’)KEHUH MPOTPAMMHOTO MaTepHalia, UCIBITHIBACT 3aTPyIHECHUS

IIPY OTBETAaX Ha JIOMOJHUTEIIHHBIC BOMPOCHI.

OneHka  «HEYIOBJICTBOPUTEIBLHO»  BBICTABISCTCS  CTYICHTY,
KOTOPBIi HE 3HAeT 3HAYUTEIBHOM YacTH MPOrPaMMHOIO
Hezaumeno / | MaTepmaina, JONMYCKaeT CYIIECTBEHHBIE OIMIMOKH, HEYBEPEHHO, C
0-60 «Hey00611emeo | OONBIIUMU 3aTPYJHEHUSIMH BBINOJHIET MpPaKTHUYeCKUe pabOThI.
PUMENbHOY Kak mpaBwio, OICHKAa «HEYJOBJIICTBOPUTEIHHO»  CTAaBUTCS

CTYACHTaM, KOTOpbI€ HC MOIyT IIPOHOJIZKUTDH 06yquI/Ie oe3
JOITIOJIHUTCIIBHBIX 3aHATHHI 11O COOTBGTCTBYIOHIGﬁ JUCLHMITIIINHE.
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