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1. Iesnun, 32124 U IVIAHUPYEMbIe Pe3yJIbTAThI 00y4eHHS M0 IMCUHUILINHE
Hesabto ocBoeHust TUCHUILIMHBI «OQUCHBIE TPUIOKEHU» SABIAETCS (POPMHPOBAHUE Y
00y4aroImuxcst MPaKTHYCCKUX HaBBIKOB paboTel B MS Word, MS Excel.
K ocHOBHBIM 3a1a4yaM OCBOCHUS AUCIUILTUHBI CIIETyeT OTHECTH:
— ocBoeHHE paboThI CO CTPYKTYpoii tokymenTa MS Word;
— TnpuoOpeTeHue HaBBIKOB ()OPMATHPOBAHMS TEKCTa U co3anus ctuieit B MS Word;
— wu3y4eHue pabotsl ¢ Tabnuuamu B MS Word;
— OCBOEHHE co31aHust MmakpocoB B MS Word,;

— wu3y4yeHue ocHOBHBIX pynkuuit MS Excel,

— OCBOCHHE CKPBITHS M 3aIIUTHI JaHHBIX B MS EXxcel;

— W3ydYeHue nocrpoeHus quarpamm B MS Excel,

— H3y4YeHHE CO3/aHus MOJIb30BaTeIbCKuX (popmaToB B MS EXcel,
— ocBoeHue paboThl co cnuckamu B MS Excel;

— wu3yueHue ocHoB VBA.

OO6yuenne o nucuuruinae «OQUCHBIE TPUIOKEHUS» HANIPABIEHO Ha (P OPMUPOBAHUE Y

00y4JaromuUXCsl CIEAYIOUUX KOMIIETECHITHI:

Koa n HanMeHOBaHNe KOMIIeTeHIINI

NHaukaTopbl J0CTHKEHUST KOMIEeTEeHINH

OIIK-2

CnocoOHOCTh MOHUMATh IPUHIIUITBI PA0OTHI
COBPEMEHHBIX UH(OPMALIMOHHBIX
TEXHOJIOTUI U IPOTPAMMHBIX CPEJICTB, B TOM
YHCJIe OTEYECTBEHHOT'O ITPOU3BOJICTBA, H
UCIIOJIB30BaHUE UX MPH PEIICHUH 33124
poeCCHOHAIBHON NeATETbHOCTH

NOIIK-2.1.

3HaeT coBpeMeHHbIE HH()OPMAITMOHHBIE
TEXHOJIOTUH U IPOTpaMMHBIE CPE/ICTBA,
OCHOBHBIE BH/IbI Y TIPUHIIUIIBI PAOOTHI
UH(POPMALIMOHHBIX CUCTEM U
MH(POPMALMOHHBIX TEXHOJIOTUH; CTIOCOOBI
BHE/IPEHUS U MHTETpallui COBPEMEHHBIX
MH(POPMAIIMOHHBIX CUCTEM, CITOCOOBI OLIEHKH
HE0OXO0IMMOCTH UCIIOIb30BAHUS
MPOrPaMMHBIX CPEICTB

NOIIK-2.2.

YMeer UCTonbp30BaTh COBPEMEHHBIE
UH(POPMALIMOHHBIE TEXHOJIOTHU U
MpOrpaMMHEBIE CPEICTBA, KaK B paMKax
OTJENILHOTO MPENPUATHS, TaK U B PAMKaxX
KOPITOpAIii, TOCYAapCTBEHHBIX CHCTEM;
BHE/IPSTH U HACTPAWBaTh COBPEMEHHbBIE
MH(POPMAIIMOHHBIE CUCTEMBI, TPOBOIUTH
UHTETPAIUIO pa3IMYHbIX HH(POPMAIIMOHHBIX
CHCTEM H MTPOTPaMMHBIX CPE/ICTB, OIICHHBAThH
HE00XO0AMMOCTh UCTIOJIb30BaHUS
MPOTPaAaMMHOTO CPEJICTBA [T PEIICHHS 33124
NOIIK-2.3.

BrnaneeTr HaBbIKaMH TPUMEHEHHS
COBPEMEHHBIX MH()OPMAITMOHHBIX
TEXHOJIOTHI ¥ IPOTPAMMHBIX CPEJICTB, PH
pelIeHNH 3a]1a4 B pa3IMUHBIX OTPACIIsX,
BHEAPEHUSI 1 HACTPOHKH COBPEMEHHBIX
MH(POPMAIIMOHHBIX CHCTEM, OIICHKH
HEO0XOIMMOCTH HUCIIOIBL30BAHUS
MPOrpaMMHBIX CPEACTB U MH(POPMAITMOHHBIX
CHICTEM JIJIs peIICHHs 3a/1a4




OIIK-5 NOIIK-5.1.

Crioco6eH MHCTaTMPOBATh IPOrPaMMHOE 3HaeT OCHOBbI CUCTEMHOTO

U arnmnaparHoe odecreyeHue JUist aJMMHHUCTPUPOBAHUS, AIMUHUCTPUPOBAHUS

UH(POPMALIMOHHBIX U CYB/1, coBpeMeHHbIE CTaHAAPTHI

aBTOMAaTU3UPOBAHHBIX CHCTEM WH(POPMAIIMOHHOTO B3aUMOACHUCTBUS CUCTEM
NOIIK-5.2.

YMeeT BBITOIHATh NapaMETPUUECKYIO
HACTPOMKY HH(OPMALIMOHHBIX U
ABTOMAaTU3UPOBAHHBIX CUCTEM

NOIIK-5.3.

HMeer HaBBIKM MHCTAJUIALIMY IPOTPAMMHOIO
U aImnapaTHoro o0ecreyeHus
WH(POPMAIIMOHHBIX M aBTOMAaTU3UPOBAHHBIX
CUCTEM

2. MecTo 1MCUMIJIMHBI B CTPYKTYpe 00pa30BaTe/ibHO NPOrpaMMbl

JluctumuinHa OTHOCHTCS K MOAymio «ba3oBele HMH(POPMAIMOHHBIE TEXHOJOTHI
oOs3arenpHOM yactu bnoka 1. Jlucrumimmuel (MOAyiM) Yy4eOHOrO TMJIaHA IIPOrPaMMBI
OakanaBpuara.

N3ydyenue naHHOM IUCUUIUIMHBI 0a3UpyeTcs Ha IIKOJIbHOW IpOrpaMMe.
OCHOBHBIE TIOJOXKEHUS AUCHUILUINHBI JOJDKHBI ObITh MCIOJIB30BaHbI B JAJIbHEHIIEM IpU
W3YYEHUHU CIENYIOMINX AUCIUILINH:
e Bgenenue B mpodeccuio;
Teopus uapopmanuy;
Pa3paboTka TexHMUECKON JOKYMEHTAIINH;
HHCTpyMEHTBI BU3YyaIHU3alK JaHHBIX;
OnepanroHHbIE CUCTEMBI;
[TpoexTupoBanue nuTepPeiicoB NHPOPMALIMOHHBIX CUCTEM;
VYyeOHast mpakTUKa (IPOEKTHAas);
[Tpou3BoiCTBEHHAs MPAKTHKA (IPOEKTHO-TEXHOJIOTNYECKas);
[Tpou3sBoicTBEHHAs MPAKTUKA (IIPEIAUIIIOMHAs);
BeinonHenue u 3amuTa BITYCKHONW KBaTHM(PUKAIIMOHHOM paboThI.

3. CTpyKTypa H coepKaHue TUCIHIINHBI

OO011ast TPYI0€MKOCTh TUCIMILIMHBI COCTaBseT 4 3aueTHblie enuuuilsl (144 yaca).

3.1. Buabl yueOHOI padoThl M TPYA0EMKOCTH
(mo popmam o0yueHuUs1)

Ne Bua yue6Hoii paGoThr KoimmuecrBo | CeMecTpsl
n/n 4acoB 1
1 AyIUTOpPHBIE 3aHATHUS 32 32
B Tom uncie:
1.1 Jlexun
1.2 | CemuHapCcKUe/TPAKTHUECKUE 3aHATHUS
1.3 | JlabopaTopHBbIE 3aHATHUS 32 32
2 CamocrosiTeibHas padoTa 112 112




B ToMm uucne:
2.1 | IlogroroBka ¥ BBIOJIHEHHUE JTAOOPATOPHBIX PabOT 112 112
3 IIpomexyTouHast aTTECTALMSA
3auer 3a4er
Hroro: 144 144

3.2. TemaTu4yeckuii NJIaH M3y4YeHHs TUCHUTTIHMHBI
(mo ¢popmaM 00y4eHuUs1)

TpynoemkocTh, yac
AyauTopHasi padora
Coi- [Tpak- |Camoc-
Ne Pa3zgennl/TeMbl JIabo- ruuec-| ToHA-
Hapckue/
n/n JUCIHUTJIMHBI Bcero | Jlek- mpaxTy- |PATOP | Kad | Tellb-
mau | P HbIC 3a- | TI0/I- |HAsl pa-
YEeCKHe
HATUSA [FOTOB-| OoTa
3aHATHUSA
Ka

JlaGopaTtopHas pabora Ne 1 «BBoj

1.1 | Tekcra, aBTO3amena. dopmarupoBaHue 10 2 8
mpudToB, ad3aneB. CiucKkn
JlabGopaTtopnas pabota Ne 2 «Habop

1.2 | dbopmyn. TaOymsiuus. CtpykTypa 10 2 8
JIOKYMEHTA, CTUJINA (POPMATUPOBAHUS
JlaGopaTtopHnas pabora Ne 3 «I'paduka.

1.3 | IIposepka opdorpaduu u paccraHOBKa 12 2 10
nepeHocos. Pabora ¢ Tabnuuamm»

14 JlaGopatopHas pabota Ne 4 8 5 6
«Maxkpocb»
Jlaboparopnas padota Ne 5 «toroBas

15 pabota no MS Word» 16 4 12
JlaGopaTtopnast pabota Ne 6 «ba3oBbie

1.6 | snements Excel. ®opmarupoBanue B 8 2 6
Excel. ITeuats pabouero nucra»

17 JlaGopatopHas pabota Ne 7 «Co3nanue 3 5 8
bopmym»
JlaGopatopHas pabota Ne 8

1.8 | «Mcnonp30BaHue HIEMEHTaPHBIX 16 4 12
byHKIIHI
JlaGopatopHas paborta Ne 9 «IIpoBepka

19 | wormaka pabouunx JTMCTOB, CKPBITHE U 10 5 8

' 3amuTa nanabix. Komanna “Tlog6op

napaMmeTpa’’»

110 JlaGopatopHas pabota Ne 10 10 5 8
«/Inarpammsr B Excel. Anpecarusi»
JlaGopaTtopHnas pa6ota Ne 11

111 «Hucnossie popmatel. OCOOEHHOCTH 10 5 8
dbopmatupoBanus. Pabota co
CTPOKAMH U JIaTaMI»

112 JlaGopaTtopHnas padota Ne 12 «Criucku. 12 2 10
CBopHbIe TaOIUIIB)




JlaGopaTtopHnas pa6ota Ne 13

113 «C03z[aHuHe [IOJIL30BATEILCKUX 14 4 10
GyHKIMA. DJIeMEHTapHbBIC OCHOBBI
VBA»

Hroro 144 32 112

3.3.  Conep:kanue TMCUUTLTHHBI

— BBox Tekcra, aBTozamena. @opmartupoBanue mpudros, ad3ames. Criucku.

- Hab6op dopmyn. Tabymnsamusa. CTpykTypa JOKyMEHTA, CTHIIA (hOpMaTUPOBAHHMS.

- I'paduka. IIpoBepka opdorpadum U paccTaHoBKa IepeHocoB. Pabora ¢
TabJIMLaMU.

- Makpocsl.

- Urorosas padora mo MS Word.

— Bazosbie anementsl Excel. ®opmatuposanue B Excel. [Teuats pabouero mucra.

- Coznanue popmyit.

— Hcnonb3oBaHue 311eMEHTapHBIX (YHKITHHA.

— IIpoBepka u oTianka paboOYMX JIMCTOB, CKPBHITUE M 3aluTa JaHHbIX. Komanma
“ITon6op mapamerpa”.

— Jlnarpammsl B Excel. Anpecarus.

— UYucnossie popmarsl. Ocobennoctu ¢dopmarupoBanusa. Paborta co crpokamu u
JaTaMH.

— Coucku. CBomHBIE TaOIULIB.

- Co3znanue moyib30BaTeIbCKUX QYHKIMMA. DiieMeHTapHbie oCHOBBI VBA.

3.4. TemaTnka ceMHHAPCKMX/NIPAKTHYECKUX

U JIA0OPATOPHBIX 3aHATHI
3.4.1. CemuHapcKue/mpaKkTUIECKUE 3aHITUS
CeMI/IHapCKI/Ie " MPAKTUYCCKUC 3aHATUA HC IPECAYCMOTPCHBI.

3.4.2. JlaGopaTopHbIe 3aHATHS

Jladboparopnasi paGora Ne 1 «BBoa Tekcra, aBTo3ameHa. dopmaTupoBaHue
mpu¢ToB, ad3anes. Cnuckmw»

B nanHoil paboTe paccMOTpeHO, KaK HacTPOUTh MapaMmeTpbl CTPaHMIbI, Kak paboTaer
aBTO3aME€Ha, KaK J00aBUTh CIENUANBHBIE CHMBOJBI, J00AaBUTh THTYIBHYIO CTPaHHUIy, Kak
0T(hopMaTHPOBATh TEKCT, KAK HACTPOUTH CITUCKH.

JlabopaTopnas paGora Ne 2 «HaGop dopmya. Tadyassuusa. CTpykTypa 10KyMeHTa,
CTHJIN (POPMATHPOBAHMS»

B nanHoii pabore paccMOTpeHO, Kak HaOupath (opmynsl B WOrd, kak HacTpOUTbH
TaOyJISALUIO, KaK paboTaTh B peXKUME CTPYKTYPBbI, KaK CO34aTh CTUJIb TEKCTA.

JlaGopatopnas padora Ne 3 «I'paduka. IlpoBepka opdorpadpum m paccraHoBka
nepenocon. Padora ¢ Tadbauunamm»

B nannoi#t paboTe paccMOTpeHO, Kak paboTarh ¢ sneMeHTaMu WodrArt, Kak HacTpOHUTH
MOJJIOKKY TEKCTa U MapameTpbl (puUryp, JUisi 4ero HyXKHbl MSTKHE MEPEHOChl U Hepa3phIBHBIN
neduc, Kak MpoBepUuTh opdorpaduio, Kak co3aaTh U OTPEIAKTHPOBATh TaOIMIly, KaK T0OaBUThH
(GbopMyIIBI B TAOTHILY.

JlabopaTopnasi pabora Ne 4 «Makpocsi»

B nannoil paboTe paccMOTpEHO, Kak CO3Aal0TCsS MaKpOChl U JJIsl YEr0 OHU HYXHBI, KaK
00ABIISIETCSI MAKPOC Ha MAaHENb OBICTPOTO JOCTYIIA.



JlabopaTopnasi padora Ne 5 «Torosasi padora mo MS Word»

B nanHOl paboTe NEMOHCTPUPYIOTCS BCE MPHOOPETCHHBIE paHee HABBIKM, a TaKXKe
JIONIOJIHUTENIbHbIE BO3MOXKHOCTH Word: co3maHue cTuieil, oryaBieHus, 100aBjIeHe HyMepauu
CTpaHMIL, 0OaBIEHUE TUTIEPCCHUIOK U CHOCOK, Ha3BaHUW K pUCYHKAM U 3aKJIaJIOK B TEKCTE, paboTa
B PEeXHMME PEJAKTUPOBAHUS U CO3[JAHUE CIIUCKA JINTEPATYPBHI.

JlaGopaTopuas padora Ne 6 «ba3oBble 3jieMenThl EXCel. ®opmaTupoBanue B EXcel.
Ileuats padouero JucTa»

B nanHoii pabore paccMoTpeHo coznaHue (opmyis, paboTa ¢ JMCTaMH, CO3JaHHE
nporpeccuii, GopMaTUpPOBaHUE TAHHBIX B sIMEHKE M HACTPOWTH T'PAHUIIBLI STUCHKH, a TAaKKE Kak
3a7]aTh apaMeTphl IEYaTH CTPAHULIBL.

JlabopaTopnas pabora Ne 7 «Co3nanune popmy.n»

B nannoii paboTte paccMOTpeHO, Kak MPUCBOUTH UMEHA siueiikam, Kak ClieiaTh CChUIKY Ha
A4YeHKy, co3aTh (POpMYJIbl, a TAKXKE KaK MOKHO O0BEIMHUTH TEKCT U3 Pa3HbIX AYEEK B OJIHY.

JlaGopaTopnas padora Ne 8 «McnoJib30BaHue 3j1eMEeHTAPHBIX QYyHKIMID)

B nanHoii paboTte paccMOTpeHO, Kak Kak padoTaTh ¢ TPUTOHOMETPUUECKUMU (PYHKIUSIMHU,
C HEKOTOPBIMH dJIeMeHTapHbIMH QyHKIMsIMUA EXCel, TekcToBbIMU QyHKIIHAMMU.

JlaboparopHnasi padora Ne 9 «IIpoBepka m oriagka pado4uX JHMCTOB, CKPbITHE U
3ammTa JaHHbIX. Komanna “Ilogdoop nmapamerpa”»

B nannoil paboTte paccMOTpEHO, KaK ycTaHAaBJIMBaTh OIpaHUMYEHHE Ha BBOJ 3HAYCHUU B
A4eiiKy, Kak paboTaeT HHCTPYMEHT «110400p MapamMeTpay, Kak CKpbITh (pOpMyily WM 3HAaYEHUE B
s4elike, KaK CKPBITh JIUCT WIN YCTAHOBUTH 3aILUTY.

JlaGopaTopnas padora Ne 10 «/Iuarpammsl B EXcel. Aapecauusi»

B nanHoil pabote paccMOTpeHO, KaK IOCTPOUTDH JUarpaMmy, Kak HaCTPOUTh €€ BHEIIHUM
BUJI, KaKk pa0oTaeT agpecanys syeex.

Jladoparopnass paGora Ne 11 «UYwucaoBbie ¢dopmarel. OcobOeHHOCTH
(¢popmaTupoBanusi. Pabora co cTpokamMu U JaTaMu»

B nannoit pabote paccMOTpeHO, KaK CO3/1aTh Pa3JIMUHbIE IMOJIH30BaTEILCKHE (HOpPMATHI,
KaKk HacTpouTh (hopMaTHpOBaHHE sSUEEK, B 3aBUCUMOCTH OT BBEAEHHOIO 3HAYEHUS, TaKxkKe
paccMoTpeHbl HeKoTopbie QpyHKIu Excel.

JlabopaTopHas padora Ne 12 «Cnucku. CBoaHbIe TA0AMLIBDY

B nanHoii pabote paccMOoTpeHO, Kak paboTaTh ¢ GUIBTPAaMU U COPTUPOBKOM, Kak
co3maércs CBO/IHAsA TabJIMIAa U CTPOUTCS CBOJIHASA JUarpamma.

JlabopaTopnass padora Ne 13 «Co3gaHue mNOJIb30BaTENbCKHUX (YHKIIUIA.
DyieMeHTapHbIe 0OCHOBBI VBA»

B nanHoOl paboTe paccMOTpeHBI 3JIeMeHTapHbIe 0CHOBHI paboTs ¢ Visual Basic for
Application Ha mpumepe co3aaHus MOIH30BATENBCKUX ()YHKITHIA.

3.5, TemaTnka KypcoBbIX IP0EKTOB (KypCOBBIX padoT)
KypcoBble IPOEKTHI HE TPETYCMOTPEHBI.

4. Y4yeOHO-MeTOAUYEeCKOE U MH(OPMAIIMOHHOE 00ecriedeHue

4.1. Hopmatusnble 1oKyMeHTbI 1 'OCTHbI

*  ®@enepanbHblii 3akoH 0T 29 nexadps 2012 roga Ne 273-D3 «O06 obpazoBanuu B Poccuiickoii
®enepaunn» (C U3SMEHEHUSMHU U JOMOJIHEHUSAMN);

+  @enepalbHbIN rOCYJapCTBEHHBIN 00pa3oBaTeIbHbIN CTaHIAaPT BHICIIET0 00pa3oBaHus (YpOBEHb

MarucTparypsl) o HamnpasieHuio moarotToBku 09.03.02 MapopManimoHHbIE CUCTEMBI U
TEXHOJIOTUH, YTBEPKACHHBIN prKa3oM MUHUCTEpCTBA HAYKH U BBICIIET0 00pa30BaHuUs



Poccutickoit ®eneparuu ot 19 centsops 2017 r. N 926 (B penakuuu npukasza ot 26 HOSIOps
2020 r. Ne1456);

» [Ipuka3z MunucrepcTa o0pazoBanus u Hayku P® ot 05 anpens 2017 r. Ne 301 «O6
yTBepxaeHuU [lopsika opraHu3anu U OCyIECTBIIEHUsI 00pa30BaTEIbHOM JEATEIBHOCTH 110
00pa3zoBaTeNbHBIM IPOTrPaMMaM BBICILIEr0 00pa30BaHMsI — IporpaMMamM OakKaiaBpHara,
porpaMMamM CIeHUAINUTETA, IPOTPaMMaM MarucTparypsl;

4.2. OcHoBHasi TUTEpaTypa

1. WNudopmannonnsie Texnomoruu. OcHOBEI pabotel B Microsoft Word : yueGHOe
nocobue / 1. M. becnnasioBa. — Cankr-IletepOypr : Cankr-IlerepOyprckuii rocyiapcTBEHHBIN
YHHUBEPCHUTET NMPOMBIIIJICHHBIX TEXHOJNOTHHA M nu3aitHa, 2019. — 116 ¢. — ISBN 978-5-7937-
1638-3. — Tekcr : anektponubii // Iupposoit obpasoBatenbhblil pecype IPR SMART : [caiit].
— URL.: https://www.iprbookshop.ru/102517.html (nara ooparenus: 05.08.2023).

2. Wudopmaruka u uadopmannonssie TexHonoruu. Y mubiit Excel 2016: 6ubinoreka
¢Gynkuwmii : yueoHoe nmocooue / E. W. bammakoBa. — Mockga : Al [Tu Ap Menua, 2020. — 109
c.— ISBN 978-5-4497-0516-7. — Tekcr : anextponnsiii // Ludposoii 06pa3oBaTeabHbIH pecypc
IPR SMART : [caiit]. — URL: https://www.iprbookshop.ru/94205.html (mara oGparenus:
05.08.2023).

4.3. JlomoJHUTEJIbHAS JJUTEpATypa

1. Nudopmatnka n wHGOpPMAIIMOHHBIC TEXHOJOTHUU. TexHomoruss paborel B MS
WORD 2016 : yue6Hoe nocobue / E. M. bammmakoBa. — Mocksa : Aii [Tu Ap Menua, 2020. — 90
c.— ISBN 978-5-4497-0515-0. — TexcrT : anexkrponHsbii // Lludposoii oOpazoBaTenbHbIi pecypc
IPR SMART : [caiit]. — URL: https://www.iprbookshop.ru/94204.html (mata oGpareHus:
05.08.2023).

2. VYnpaxuenus no tekcroBoMmy peaaktopy Word / JI. A. AnenukoBa. — Mocksa :
COJIOH-ITPECC, 2019. — 119 c. — ISBN 978-5-91359-084-8. — TekcT : 351eKTpOHHBIN //
[ludpposoii  obpazoBarenmpHbrii  pecypc IPR SMART :  [caiit] —  URL:
https://www.iprbookshop.ru/90385.html (zata o6parenus: 05.08.2023).

3. Nndpopmaruka. Beenenne B Excel : yuebnoe mocobue / T. B. BonoOyeBa. —
Bopounex : Boponexxckuii rocynapcTBeHHbIN TexHuueckuit ynusepcutet, 9bC ACB, 2019. — 95
c.— ISBN 978-5-7731-0769-9. — Tekcr : anextponnsiii // lludpoBoit 00pa3oBaTebHbIH pecypc
IPR SMART : [caiit]. — URL: https://www.iprbookshop.ru/93315.html (mara obGpamienus:
05.08.2023).

4.4. JneKTpoHHBIE 00pa3oBaTebHbIE PeCypPChI
https://online.mospolytech.ru/course/view.php?id=10903

4.5. JluueH3HOHHOE ¥ CBOOOHO PAacCIpoCcTPaHsieMoe MPOrPaMMHoOe
o0ecreyeHue

1. Microsoft Windows;
2. Microsoft Office.

4.6. CoBpemeHHble  NpodecCHOHATbHBIE 0a3pl JaHHBIX "
HH(OPMAIMOHHBIECTTPABOYHbIE CHCTEMbI


http://www.iprbookshop.ru/102517.html
http://www.iprbookshop.ru/94205.html
http://www.iprbookshop.ru/94204.html
http://www.iprbookshop.ru/90385.html
http://www.iprbookshop.ru/93315.html

1. https://urait.ru/
2. https://www.iprbookshop.ru/
3. https://e.lanbook.com/

5. MarepuaJIbHO-TEXHMYECKOe o0ecredeHne

KoMITbIOTEpHBIE KJIACCHI CO CIEAYIONIEH OCHAIIEHHOCTBIO: CTOJIBI, CTYJIbS, ayJAnTOPHAs
JIOCKa, HCIIOJIB30BAHHUE IMEPEHOCHOI0 MYJIBTHMEIMMHOIO KOMIUIEKCA (IIEPEHOCHOM IPOEKTOP,
HePCOHAIBHBIN HOYTOYK). IlepcoHaNbHBIE KOMIIBIOTEPHI, MOHHTOPBI, MBIIIKH, KJIaBHATYpPHI.
PaGouee MecTO TperoaBaTesist: CTOJ, CTYJL.

JIunensnonnoe nporpamMmmuoe odecredenue: Microsoft Windows 11, Microsoft Office (o
nporpamme OecrutatHoro goctyna Microsoft Imagine).

6. MeTonnquKne PEKOMEHAAIINHA

6.1. MeToanueckue peKOMeHIAIUM /1JIs1 IPenoaBaTeJisi 10 OPraHU3aNNU
00y4eHus1

Metoauka mnpenogaBaHus TUCIHMILITMHBL «OQHCHBIE TPUIOKECHUS» IPEelyCMaTpUBACT
UCIIOJIb30BAaHNE OHJIAHH-KypCa B CHCTEME AUCTAHIIMOHHOTO O0Y4eHHs Y HUBEPCUTETA, IPYIIOBBIX
U WHAWBHUIYAIbHBIX KOHCYJIbTAMH OOYYaIOUIMXCS, AyJUTOPHBIX 3aHATHH B COYETAHHH C
BHEAYIUTOPHOU PabOTOil ¢ Lenblo (OPMUPOBAHUS M Pa3BUTUS MPO(HECCHOHAIBHBIX HABBIKOB
o0ydJarouuxcsi.

JlaGopatopHble paboTel N0 nucuuIuiMHEe «OQHUCHBIE MPHUIOKEHHS» OCYILECTBISIOTCS B
dopMe  CaMOCTOATENLHOW  NPOPaOOTKHM  TEOPETHUECKOTo  MaTrephaja  OOyJarolIMMHCS;
BBITIOJTHEHUS MPAKTUYECKOTO 3aJaHus; 3allIUThl MPENoAaBaTeNo J1JabopaTopHOl padoTH (3HAHUE
TEOPETUYECKOTO MaTephalia W BBINIOJHEHHE MPAKTUYECKOTO 3aJaHMs M0 TeMe JabopaTOpHOM
paboThI).

6.2. MeToanuyeckue yKazaHus 1Ji51 00Yy4AKOUIUXCS 110 OCBOEHUIO M CUMUIIIMHBI

W3yueHne AUCIUTUIMHBI OCYIIECTBISIETCS B COOTBETCTBUY C YUYEOHBIM TUIAHOM.

Ha 3aHATHSAX OCYyIIECTBIISETCS 3aKpeIlyIeHHe MOJyYEeHHBIX, B TOM YHCIIE M B Ipolecce
CaMOCTOSITENIbHON paboThl, 3HaHUN. Ocoboe BHMMaHME oOOpaiiaercs Ha YMEHUE IPHUMEHSTH
NOJIy4EeHHBIEC 3HAHUS HA MPAKTUKE, B TOM YHCJe NP PEHIEHUH PeaIbHbIX 3aa4, OTINYarOIUXCs
OT MPOpabOTaHHBIX.

B mnpouecce camocTosTenbHON pabOThl CTYAECHTHI 3aKpEIUISIOT U YriyOsstoT 3HaHUS,
MIOJTyYeHHBIE BO BpPEeMs ayIAHTOPHBIX 3aHSTHH, CAMOCTOSATEIEHO 3HAKOMSTCS C TEOPETUYECCKHM
MaTepHajoM, BBIMOJIHAIOT Ja0OpaTOpHble pabOThl, TOTOBATCS K TEKYIIEMY KOHTPOJIIO H
IIPOMEKYTOUHOM aTTECTAlUU.

Texkymmuii KOHTPOJIb OCYIIECTBIISICTCS Ha AayAWTOPHBIX 3aHATHSIX B BHJE 3allIUTHI
nabopatopHbIX paboT. Kpurepusmu oneHKH pe3yabTaToB SBIISIOTCS:

- YPOBEHb OCBOCHHUS TEOPETUUECKOTO MaTepHaa;

- YPOBEHb BIIAJIeHUs MPAKTUYECKUMHU HaBbIKaMM (B BHJE BOIPOCOB IO MpOIECcCy
BBITIOJTHEHHS JTA0OPATOPHBIX PadoT);

- YMEHHUSI 00Yy4arolerocsi UCIob30BaTh TEOPETUUECKHE 3HAHUS NP BBIOIHEHUU
NPaKTUYECKUX 3a/1a4 (B BHJIC JIOTIOHUTEILHBIX 3a/IaHHH );

— c(hOpMHUPOBAHHOCTH KOMITETCHITHI;

- oopmieHne Marepuana B COOTBETCTBUH C TPEOOBAHHUSIMHU.

[TpoMeXyTOUHBI KOHTPOJIb OCYIIECTBIISIETCS Ha JK3aMeHe B (hopMe TECTHPOBAHUS B
cHUCTeME JIMCTAaHLMOHHOTO OOyueHHUs YHHUBEPCHUTETa, BKIIOYAIOLIETO BOINPOCHl Ha 3HAHUE
npakThdeckoi yactu Excel.
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https://e.lanbook.com/

7. ®OH OLIEHOYHBIX CPE/ICTB

7.1.  MeToabl KOHTPOJISI U OCHMBAHUSA Pe3yJIbTATOB 00y4eHHA

B mpouiecce oOyueHust HCIONIB3YIOTCS CIEAYIOIINE OIICHOYHbIE (POPMbI CAMOCTOSTEILHOM
paboThI CTYACHTOB, OLIEHOYHBIE CPEJICTBA TEKYIIEr0 KOHTPOJIS YCIIEBAEMOCTH U MPOMEKYTOUHBIX
aTTecTaluii: JadopaTopHble padoThl, 3a4eT.

7.2. IlIkana u KpUTEPUH OLlEHNBAHHS Pe3yJIbTATOB 00y4YeHMsI

K nmpoMexyTo4HOH aTTecTaluu J0MyCKalTCs TOJIBKO CTYJACHTHI, BBITOJHUBIINE BCE BHIIBI
yueOHOI paboThl, TPEeIyCMOTPEHHBIE pabodeil mporpammoit mno mucuuiuimae «OducHbIe
TIPUIIOKCHUSD.

7.2.1. Kpurepuu OLEHKH OTBETA Ha SK3aMEHE

(popmupoBanue komnereniuii — OITK-2, OITK-5)

«3auTeHo»:

BreimmonHensr Bce BHABl y4eOHOW paboOTHI, NPEAyCMOTPEHHBIE YYEOHBIM IIJIAHOM.
OOyuarouuiics AEMOHCTPUPYET INPOYHbIE TEOPETHUECKUE 3HAHUSA, NPAKTHUECKHUE HAaBbIKH,
BJIaJIEET TEPMUHAMHU, JI€JIa€T ApIryMEHTUPOBAaHHBIE BbIBOJIbI U 000OIIEHUSI, IPUBOJUT MIPUMEPHI,
onepupyeT NpUOOPETEHHBIMH 3HAHUSAMH, YMEHHUSMHU, HABBIKAMH, IPUMEHSET UX B CUTYyaLUsX
MOBBILICHHONW CIIO)KHOCTH. IIpu 3TOM MOryr OBITH JOMYIIEHbl HE3HAUUTEIbHBIE OIIMOKH,
HETOYHOCTH, 3aTPyJHEHUs IPU aHAIUTHYECKHX OIEpalMsX, IIEPEeHOCe 3HAHUM M yMEHUH Ha
HOBBIC, HECTaHJAPTHBIE CUTYalllH, KOTOPhIE OOYYAIOMIMIACS MOXKET MCIPABUTH MPU KOPPEKIUH
[IPEI01aBATEIIEM.

«He 3auTeno»:

He BoimonHeH onuH wiam Oosee BUAOB Yy4eOHOW pabOTHI, MPETyCMOTPEHHBIX y4eOHBIM
riaHoM. OOyyaromuiicst 1EMOHCTPUPYET HE3HAHUE TEOPETUUECKUX OCHOB ITPEIMETA, OTCYTCTBHE
MPAKTUYECKUX HaBBIKOB, HE YMEET JieaTh apryMEHTHPOBAaHHbBIE BBIBO/IbI U IPUBOIAUTH IPUMEPHI,
HE BJIaJIEET TEPMUHAMM, ITPOSBIIAET OTCYTCTBUE JIOTMYHOCTH U NOCIIEN0BATENBHOCTH U3JI0KEHMS,
JieaeT OIIMOKH, KOTOpble HE MOXET HCIPaBUTh JaXe MpU KOPPEKIMH IpPernojaaBaTeseM,
OTKAa3bIBAaeTCS OTBEYaTh Ha JIOMOJHUTENBHBIE BONPOCHI, JOIMYCKAeT 3HAUYMTENbHbIE OIIUOKH,
WCIBITHIBACT 3HAYUTENIbHBIE 3aTPYJHEHUS MPU ONEPUPOBAHUM 3HAHUSMU U YMEHUSMHU NPU UX
IIEPEHOCE HAa HOBBIE CUTYALINN.

7.2.2. Kpurepuu onieHKH paboThI 00y4Jaromerocs Ha 1ab0paTOPHBIX 3aHATHIX:
(dpopmupoBanue kommnerenimii — OITK-2, OITK-5)

«5» (OTIMYHO): BBIMIOJIHEHBI BCE TMPAKTUYECKHE 3aJaHUs, MPEIyCMOTPEHHbBIE
nabopaTOpHBIMU paboTaMu, OOYJAIOIIMIICS YeTKO U 0e3 OMMOOK OTBETHJI Ha BCE KOHTPOJIBHBIE
BONPOCHI, MPOSBHI TBOPUECKUN TMOAXOA TPU BHINOTHEHUH 3aJaHUi, CMOT BBIMOJIHHUTH
JIOTIOJTHUTEIILHBIC 3a/IaHHs.

«4» (XopoImo): BBHIMOJIHEHBI BCE NPAKTUYECKHE 3aJaHWsl, IPEIyCMOTPEHHBIC
nabopaTopHbIMU paboTaMH, OOYUAIOIIMICS ¢ KOPPEKTUPYIOIIMMHU 3aMEUaHUsIMHU MPENoIaBaTeNs
OTBETUJI HA BCE KOHTPOJIbHBIE BOMPOCHI, MPOSIBIII TBOPUECKHIA TTOIXO]] TP BHITIOTHEHUH 33JaHUH,
CMOT YaCTUYHO BBITIOJIHHUTH JIOTIOTHUTEIHHBIC 3aIaHHs.

«3» (yIOBIETBOPUTENILHO): BBIIIOJIHEHBI BCE MPAKTUUYECKUE 33JIaHUsl, PETyCMOTPEHHBIC
1abopaTOpPHBIMU pabOTaMH, ¢ 3aMEUaHMSIMHU TpeTojaBaTess; OOYyJarOIINIiCS OTBETHJI Ha BCE
KOHTPOJIbHBIE BOIIPOCHI ¢ 3aMEYaHUSIMH, JOTIOJIHUTEIbHBIE 33/IaHUS BBITIOJTHEHBI C 3aMEYaHUSIMHU.

«2» (HEeyIOBIETBOPUTEIIHHO): 00YUYAIOIINUNICS HE BBITTOJHWII WJTH BBITTOJTHIII HETIPABHIIBHO
MPAKTUYECKHE 3aJaHMUsl, PEAyCMOTPEHHBIE JIa0OpaTOPHBIMU pabOTaMu, 00YJArOIIHIICS OTBETUI
Ha KOHTPOJBHBIE BONPOCHI C OINMOKAMH WJIM HE OTBETHJI Ha KOHTPOJIBHBIE BOIPOCHI,
JIOTIOTHUTEIFHBIC 3a]JaHVsI BHIITOJIHEHBI HEBEPHO WJIM HE BBHITIOJHEHBI.
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7.3. OueHoYHBbIE CpeACTBA

7.3.1. Texkymmii KOHTPOJIb

Texymuii KOHTPOJb OCYIICCTBIIICTCS HA AayJUTOPHBIX 3aHATHUAX B BHUJC 3alIUTHI
nabopaTopHbIX pabot. JlaGoparopHass paboTa — CpPEACTBO KOHTPOJS YCBOCHHS Yy4eOHOTO
MatepHaja TeMBbl, pa3/iena Uik pa3esioB TUCIHUILIMHBI, OPraHU30BaHHOE KaK yueOHOe 3aHATHE B
BUJIC JICMOHCTPAIIUH ITOTyYCHHBIX HABBIKOB IPU PEIICHUH MTOCTABICHHBIX MMPAKTHYECKUX 3a/1a4.

[Tpumepsl BOMPOCOB K 3alllUTe JIAOOPATOPHBIX PabOT (OICHUBAEMbIE KOMIICTCHIIMA —

OIIK-2, OTIK-5).

JlaGopaTtopnast pabota Ne 1 «BBoja Tekcra, aBTo3ameHna. dopmarupoBanue mpudToB, ad3ares.
Crnuckny»
Bomnpocs! k 3amuTe 1a00paTopHOil paboThI:

1. Kak paboraer aBTO3ameHa?

2. T'’me MOXXHO BBIOpATh CHIEIUAIBHBIE CUMBOJIBI 17151 100ABJICHUS B TEKCT?

3. Kak B HyMepoBaHHOM CIIMCKE YCTAHOBUTH HaYaJIbHOE 3HAUYCHHE?
Jlaboparopuas pabota Ne 2 «Habop dopmyn. Tabymnsamus. CTpykTypa TOKyMEHTa, CTHIIN
dbopmaTrupoBaHUS
Bomnpocs! k 3amuTe 1abopaTopHON padoThI:

1. Kak BbI3BaTh 10JIe ISt BBOAA Gopmyi?

2. Kaxk nactpauBaercs TaOynsuus?

3. Kak B pexxume CTpyKTYpBI IIOMEHSTh YPOBEHb CTPOKH?

JlaboparopHnas padota Ne 3 «I'paduxa. [IpoBepka opdorpaduu u paccTaHOBKa MEPEHOCOB.
Pabora ¢ Tabaumamm
Bomnpocsl k 3amuTe 1abopaTopHON paboTHI:

1. Kak 106aBUTh TEKCTOBYIO MOJTOKKY?

2. Kak noGaBuTh HEpa3pBIBHBIN Ae(UC U I 4er0 OH HYKeH?

3. Kak cnenath CKBO3HO# 3aroio0BOK B Tabwie?

JlaGopatopHas pab6ota Ne 4 «Maxkpocs»
Bompocsl k 3amure 1abopaTopHOM pabOTHI:

1. Kak co3nmaercst makpoc?

2. Kak kimaBuaTypHO BBIICTHTD TPEAIOKEHHE?

3. Kak n1o6aBuTh Makpoc Ha aHesab ObICTPOro JOCTyma?

Jlabopatopnast pabota Ne 5 «Htorosast pabora mo MS Word»
Bomnpocsl k 3amute 1a0opaTopHOil paboThI:
1. Kak no6aButh mpumedanue K Tekcty? Kak 1o6aBuTh Hymepaluoo, yopaB HOMep ¢
TUTYIBHOUW CTPaHUIIBI?

2. Kak HacTpouTb, 9TOOBI KaXK/IbIi Pa3/ie] HAUWHAJICS C HOBOTO JIHCTa?
JlabopartopHas pabota Ne 6 «ba3oBeie smementsl Excel. ®opmaruposanne B Excel. Iledats
pabouero JucTa
Bomnpocs! k 3amuTe 1abopaTopHON pabOTHI:

1. Kak ckonupoBaTh TOJIBKO 3HAUEHHE U3 STUECHKN?

2. Kaxk co3mare apu)METHUECKYIO MPOTPECCHIO?

3. Kak ounctuth hopMaTupoBaHue SUCHKU?

JlabopaTtopnast padota Ne 7 «Cozmanne GpopMymn»
Bomnpocs! k 3amuTe 1adopaTopHoil paboThI:

1. Kaxk npucBouTh UMeHa siueiikam?

2. Kak cnenaTh cChIIKY Ha Y€Ky aOCOTOTHON?

3. Kak 00beTMHUTH TEKCT U3 Pa3HBIX STYCCK B OJHY?

JlaGopatopHas pabota Ne 8 «Vcroap30BaHNE IEMEHTAPHBIX (GYHKIIUI»
Bormpocs! k 3ammTe 1a00paTopHON pabOTHI:
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1. C nomoursio Kakoi (PyHKIIMKM BBOAUTCS JHANa30H CIIydaifHbIX YUCeN?

2. Kak npoBepuTh, IPUHAJICKUT JIU YUCIIO 3aJaHHOMY OTpPe3KYy?

3. TloxaxuTe Ha MpUMepax, Kak paboTal0T TEKCTOBbIE PYHKIUU?

JlaGopatopHas pabota Ne 9 «IIpoBepka u oTiaaka pabouux JUCTOB, CKPBITUE U 3allUTA JaHHBIX.
Komanna “Ilogbop mapamerpa’»
Bomnpocs! k 3amuTe 1a00paTopHOil paboThI:

1. Kak ycTaHOBUTB OIpaHUYE€HHUE HA BBOJ 3HAUEHU B TUEHKY?

2. Kak paboTaeT HHCTpYMEHT «I1OA00p mapameTpa»?

3. Kak ckpeiTh popmyiy B siueiike?

JlabopaTtopHnas padora Ne 10 «/Iuarpammer B Excel. Anpecarus»
Bomnpocs! k 3amuTe 1abopaTopHoil paboThI:

1. Kak nmoctpoutsh nuarpammy?

2. Kak nomensarts ¢popmMy MapKepoB Ha Tpaduke ¢ Mapkepamu?

3. Kax 100aBuTh NoANuChH TaHHBIX U YOpaTh JMHUU CETKH Ha Juarpamme?
Jlaboparopuas padora Ne 11 «Hucnossie popmarel. Ocobennoctr GpopmarupoBanwms. Pabora co
CTPOKaMH U J1aTaMH»

Bompocsl k 3amure 1abopaTopHOM pabOTHI:
1. Kak co3marb cTuiIb SYEUKu?
2. Kak 3amath monb30BaTenbCKuil popMaT siUeiKM, YTOOBI MOJIOKUTEIBHBIC H
OTpHLIATEJIbHBIE YNCIIa BBIBOAUIMCH Pa3HOro 1BeTa?
3. C momouibio Kakux QYHKIUH MOYXKHO BBIUYUCIUTH CYMMY (P YETHIPEX3HAYHOTO
yucna?
JlaboparopHuas padota Ne 12 «Crmcku. CBOIHBIC TaOIUIIBI»
Bomnpocsl k 3amute 1abopaTopHoil paboThI:
1. Kak 3azmate cBOM MOPSAOK BbIBOJA 3HAUYEHUMN JJIsl OJJHOTO U3 YPOBHEU
MHOT'OYPOBHEBOW COPTUPOBKH?

2. Kak pabotaet paciiupeHHbIi GUIBTP?

3. Kak co31ath ¥ HACTPOUTH CBOJIHYIO TaOIHITY?

JlaGopatopHas pabota Ne 13 «Co3agaHue nonb30BaTeNbCKuX (QYHKIUNA. DI€MEHTapHbIE OCHOBBI
VBA»
Bomnpocsl k 3amute 1a0opaTopHoil paboThI:

1. Kak ¢ nomoursto VBA co3nate @pyHkuuio, koropas OyneT BHIBOAUTH U3 SYEHKU C

®UO tonbko nma?

2. Kak ¢ momompro VBA co3pats ¢hyHKIHIO, KOTOpast OyIeT MpOu3BOAUTh

pa3UYHbIC BHIYMCIEHUS B 3aBUCUMOCTH OT MPOBEPKU HECKOJIBKUX YCIIOBUI?

3. Kak ¢ nomometo VBA co3nate pyHKIMIO, KOTOpast OyJeT BBIBOAUTH U3 SYEHKH C

®UO TonbKO 0TUECTBO?

7.3.2 TlpuMepsbI TECTOBBIX 3aIaHHI MPOMEKYTOUYHOT0 KOHTPOJIs

[TpomesxyTounas arrecraius (orennBaembie kommnereniun — OITK-2, OITK-5).

[TpomexxyTouHasi arrectarnus oOydaromuxcst B (opme 3K3aMeHa OCYIIECTBISETCS IO
pe3ynbTaTaM BBITIOJIHEHHS BCEX BUIOB yueOHOUM pabOThI, TPETyCMOTPEHHBIX YICOHBIM IJIAHOM I10
JTAHHOW JUCUUIUIMHE, IIPU 3TOM YUUTBIBAKOTCS PE3YJIbTAThl TEKYILIETO KOHTPOJISI YCIIEBAEMOCTHUB
TEUEHUE CeMecTpa. DK3aMeH MPOBOAMUTCS B (OpME TECTHPOBAHMS B CHCTEME JUCTAHIIMOHHOTO
oOydeHuss YHHUBEpCUTETa, BKIIIOYAIOIIEH BOMPOCH Ha 3HaHWE mpakTtudeckoil dactu Excel. Ilo
WUTOTaM MPOMEKYTOYHOM aTTECTAIMU IO JIUCIUIUIMHE BBICTABJISETCS OIEHKA «OTIUYHOY,
«XOPOIIOY, «YIOBIETBOPUTEIHLHO» NN «HEYAOBJIETBOPUTEIBHO).

1. KomOuHanus KJIaBull ... yCTaHABIMBAET KypPCUBHOE HauepTaHUE TEKCTA.
- Ctrl+U
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+: Ctrl+l

-: Ctrl+B

-: Ctrl+5

2. CpencTBo, C TOMOIIBI0 KOTOPOTO MOYKHO BBITIOJHATH (PYHKITUU (hOpMATHPOBAHUS
CPYIIIHI TYEEK aBTOMATUYECKHU HA3bIBACTCH ...

+: aBTOohopmar

3. 3amucu =$D$6 COOTBETCTBYET ... THIT CCHUIKH Ha STYCHKY

-. OTHOCUTENLHBIN

+: AOCOJIFOTHBIH

-. CMenIaHHbBIN

4. Ecnu aunanazony [K1,M3] npucBonnu ums "nuamnazonl", To npu BelIEICHUN SYEHKH
K1 B umeHnu otobpasurcs ...

+: K1

- K1:M3

- K1;M3

- quanasonl

-1 [K1,M3]

5. [lupuny cTonl11a MOKHO YCTAHOBUTH PABHOM ...

+:0

- 305

--1

+: 220
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