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HNPOI'PAMMA BCTYIIUTEJIBHOT'O UCIIBITAHUS
11O MPOPUJIBHOMY IIPE/IMETY
«AH®OPMAIIMOHHBIE TEXHOJOI UM B [IPOGECCHOHAJIBHOMN
AEATEJBHOCTH»

ITporpaMma BCTYNMUTENIBFHOTO HCIBITaHUS 110 TTpodHiEHOMY npeaMety «Mudopmannonssie
TEXHOJOTHY B IPOdECCHOHANBHON JeATeIBHOCTHY paspaboTaHa s MOCTYNAIOMHUX, HMEIOIMX
OCHOBAaHMS VI IIPOXOXIEHHUS BCTYIHTEILHOIO HCIbITAHHS, IIPOBOAMMOrO Akajemueit
CaMOCTOSTEIIBHO.

Ilporpamma 1o mnpodmisHoMy mpeaMery  «VH(GOpPMAMOHHBIE  TEXHONOTHMH B
npodeccHonansHOM siesTensHOCT cocrapieHa Ha ocHoBe OI'OC CIIO mo -crnenmmansBOCTAM,
BXOJSIMM B COCTaB YKPYIIHEHHOMU rpymmsl Hanpasienuit noarotosku 38.00.00 S(KOHOMUKA U
VIIPABJIEHME, 42.00.00 CPEJACTBA MACCOBO# VNHOOPMALIMU 144
NMHOOPMAIIMOHHO-BMBUOTEYHOE JEJIO.

IlporpaMma cocrapieHa Ha OCHOBE TpeOOBaHMM K YPOBHIO TOATOTOBKH a0HTYPUEHTOB,
HIMEIONIUX CpeziHee npodeccHoHaIbHoe 00pa3oBaHue.

TPEBOBAHMUS K YPOBHIO HOI[FOTOBKI/I IIOCTYIIAIOIIIEF O
AOGUTYpHEHT JOJDKEH
yMembn:
- pabotars ¢ MS Word;
- co3gasarh Tabymnsl B MS Excel;
- paborars ¢ omnain-cepucamu Google;
3HAMb:
- HazHa4eHUe ¥ (HYHKIMOHAIBHEIE 0COBEHHOCTH TEKCTOBOIO Mporeccopa Word;
- TEXHOJIOTHH TOCTPOCHHS HJICKTPOHHEIX TaOJIHIT;
- IPHHITUIEL KOJUIEKTUBHOM U ceTeBoft paboThL:

OCHOBHOE COAEPKAHUE
Paznen 1. TexHoorum patoThi ¢ TEKCTOBBIMH TOKYMEHTAMHA

I Co3aHue U coXpaHeHHe JOKYMEHTOB. Menorb3oBaHue JOKyMEHTOB, CO3AHHBIX B APYTHX
TEKCTOBBIX pejlakTopax u B 6oiee panaux Bepceusix Word. Okxo nporpammer Word. Pexxumer
otobpaxenus fokymeHTa Word Ha sxpane. Hactpolika napamerpos Word non TpeboBaHusI
TIOTE30BATEIISL. :

2. OCHOBHBIE JIEMEHTBI TEKCTOBOTO JOKyMeHTa. OCHOBHBIE ONEPAMH € TEKCTOM.
KomnpoBanue, nepeMenicHne u yaanenue (pparMeHTos Tekcta. GopMarupoBanie CHMBOJIOB.
@opmarupoBanue abzanes. Pabora co comckamu. Pabora ¢ MHOTOKOJIOHOYHBIM TEKCTOM.
Pa6oTa co cTHIAMA.

3. Cozpague Tabmun, WMmmopt tabmmi w3 JApyrux npuinoxkenwid. @opmatapoBanmne Tabui,
Pa6ora ¢ Tabimueit Word xax ¢ 6a3oi qaunsx. Berauciaenus 8 Tabnmumax Word.,
4. dopmaTHpoBaHe CTPAHUL] U JOKYMEHTa. PenaktupoBaHue. JokymeHta B Word B 1enom.

PaGora ¢ pasmenamu pokymenrta. JloGamieHune KOJOHTHTYNIOB B JOKYMEHT. BcraBka
OyKBHIIBL, 3aKTIa/I0K, CHOCOK, Ha3BaHui B JOKyMeHT. DOpMHPOBAHUE OIVIABJICHUS U CIIHCKOB
tabmun. IlorsTie mwabroHa ZOKYMEHTa, €ro HA3HAYEHHE W HCIOIB30BaHHe. PaspaboTka
cOOCTBEHHBIX MabI0HOB JOKYMEHTOB.

5. Cospanue u pasMernerne woroctpandit. pussska wunocrpanuil. Pabora ¢ KoutexrusMu
ClipArt, WordArt, SmartArt. Coszmanue u penakTHPOBaHHE BCTPOCHHBIX JHAIPAMM.
Crnoco0p! HHTErpaiy pa3sHOPOAHLIX 06BeKTOB. Peakrop GpopMyi.

-6. [lonstne «crustaue» AOKyMeHTOB, (CO3/7aHuMe HOBOrO JJOKYMEHTAa, OCHOBAaHHOTO Ha
TEXHOJNOTHH ClmsHus. Ha3nauemwe 5neKTpoHHBIX ¢Gopm. Texnomorus cosmaHns
aneKTpoHHBIX (popm. McTounnka mapHEX it GopM. Turmsr moned 1eKTpoHHOU (HOPMBL
3ammTa HNeKTPOHHOH (HOPMEL
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Pa3zzen 2. TexHo0ruu nocTpoeHust 3J1eKTPOHHBIX TA0IHIY

Bo3moxuoctu nporpammer MS Excel. [Tonsitue kauru, siueitku, mcra, GopmyJibl.

dopmar siueriku. AOCOIIOTHAS U OTHOCHTEIIbHAS a[pecalius TIeeK.

CpezncTBa aBTOMATU3aIMH BBOJIA U PEAAKTHPOBAHUS JaHHBIX.

Tunel qaHHBIX B 2J1eKTPOHHOM Tabiue. BBoa nanHbIX, hopmaTupoBaHue, npocTeninme
BBIYMCIICHUSI.

Mactep pyuxuuit. Kareropun ¢ynxuunii. Mexanusm BioxeHHbIX (yHkimit. Jlornyeckue
¢yuxuun Excel.

CoprupoBKa JJaHHBIX.

QunbTpalus JaHHbIX.

PaGora ¢ Ttabmumamu B pexume (opmbl. ABTOMATHYECKOE BBIYHCICHHE OONIHMX |
IPOMEXKYTOYHBIX HTOTOB.

AJnbTepHaTHBHBIE IPOrPAMMBbI JUIsl aBTOMATHU3ALUH PACYETOB — IIPUMEPBI U BO3MOIKHOCTH (Ha
npumepe Calc).

ITocrpoenue quarpamm B MS Excel. Buzpb quarpamm. Hactpoiika BHELITHET0 BH/Ia THArpaMM.
Pa3zmemenune quarpamm. Hactpoiika oceil quarpaMmsi.

Pa3buenue tabnun Ha OTAENbHBIE (parMeHThl U UX 3aKperieHue. OuIbTpanys JaHHBIX B
Tabinuie ¢ moMoIkio aBToduiasTpa. [1o/1BeieHre MPOMEIKY TOUHBIX UTOTOB B Ta0JIHIaX.
[Tpumenenue paciupeHHOro GUIBTPa Uil BHIOOPKH JaHHBIX U3 OOJIBIIHX TAOJIHUII U pacyeTa
UTOTOBBIX BEJIMYHH; IOCTPOEHHE YCIOBUH JUTSI paCIIHPEHHOTO (PUIIBTpA.

CpojHble TAONMIBI, HA3HAYEHHE M BO3MOXHOCTH, NPUMEHEHUE CBOJIHBIX TaOIMIl IS
BBIOOPKHU JIaHHBIX U3 OOJIBINUX TAOJIHIL U [10/{BEICHUSI UTOTOB 10 HUM, IIOCTPOCHHE CBOJIHBIX
TaOJIHIL 110 IAHHBIM U3 HECKOJIBKHIX KHHUT.

Hactpoiika MS Excel st paboTsl ¢ HHCTpyMEHTaMHU aHAJIH3a.

Pacuer MmaTeMaTHuecKuX BBIpaXKEHHH ¢ IOMOIIBIO 1To00pa napameTpoB. [Iporuosuposanue
pe3yJIbTaTOB UCCIIEAOBAHMUS C TOMOIIBIO TTOUCKA PEIICHMS.

Pa3jen 3. Texnosioruu ceTeBoii H KOJLJIEKTHBHOI padoThI

3amuta uHpOpMaIEK 1pu paboTe ¢ OHJIAH CEpBUCAMH U TUIATEKHBIME cucTemMamu. [Tonck
uHpopmaruu B cetu HTEpHET.

['maBHBIA  JTOKYMEHT U IO/JUIOKYMEHTHI. [IpenmylecTBa HCIOJB30BAHUSI  TJIABHBIX
JokyMeHTOB. CnocoObl cO3/jaHUsl TJIABHOTO JOKyMeHTa. Pabora ¢ HOIIOKYMEHTaMH.
TexHonorus npeoOpa3oBaHMs MOJIOKYMEHTa B YacTh TJIABHOIO JOKYMEHTA. DJIEMEHTHI
HABUIALlMHU 10 IOKYMEHTY. BHe/ipeHue u cBs3biBaHue 00beKTOB. BHeIpenue HoBoro oobexTa
¥ 00beKTa Ha OCHOBE CyIIeCTBYIOMIEro (aiina. PeraktupoBanue BHEPEHHOTO 00BEKTA.
Co3panme cBsizu Mexay (aimamu. MeXxaHU3Mbl peIakIMOHHOM mpaBku. JloOGaBneHue
UHOOPMAIUH O PELEH3EHTE B JIOKYMEHT. PEXXHUMBI CO3JIaHUS M MPOCMOTpPaA NPUMEYAHHMI.
VY nanenue npumeyanuit. Hacrpoiika popmaToB MapkepoB UCTIpaBIICHUH U UX afanTaIlys 10/]
Kaxgaoro penensenta. llpocmorp cnenanHbix ucnpasneHuid. CriocoObl  coXpaHEeHHs
JIOKYMEHTA, COJIEPIKALIET0 PeTaKIIHOHHBIE IIPABKH.

ITonsiTre 00MauHBIX TEXHOJOTHHA U 001aYHbIX XpaHuIUIL. CriocoObl XpaHeHHs! HHPOpMaLUK
B «oOmakax». Opranmszaunusi (aityioBoil cucrembl oOnauHoro xpanwimuia Google-auck.
Coxpanenue JOKyMEHTOB B «o0Oiake» ¢ nmomouipio cepuca Google-auck. CHHXpoHH3AIHS
JIOKJIBHBIX KOMITBIOTEPHBIX W MOOHJIBHBIX YCTPOHCTB C OOJAUHBIM XPaHUIIHUIIEM.
IIpeobpazoBanue (aiinoB U3 craHgapTHHIX (GopmaToB B (GopmaThl 0OTAYHBIX XPAHHIIHUIIL.
IlpeumymecTBa M HeIOCTAaTKH XpaHeHUs: WHpopMmanuu B «obnakaxy. CylecTByromune
obJiayHble NporpaMMHbIE CpeJcTBa Julsl paboThl ¢ (aitaMu B ceTH. OCHOBHBIE MPUHIIUITBI
pabotel ¢ obnaynpiMH nporpammamMu. Co3jlaHMe TEKCTOBOTO JAOKYMEHTa, TaOJUIbI H
npe3eHTaluu ¢ nomourpio cepBuca Google-noxkymentsl. OnyOiMKoOBaHME MPe3eHTAlMU B
rnobanpHON cetu. llocTpoeHne ceTeBBIX aHKET € MOMOUIBIO OOJTAYHBIX TEXHOJOTHIA.
Paccpuika anker uis 3anosnHerus. O6paboTka pe3ysibTaTOB aHKETUPOBAHUSL.

KonnextupHasi paboTa ¢ CeTeBBIMH JIOKYMEHTaMH. XPOHOJIOTUSl H3MEHEHHUS JOKYMEHTOB.



6. Cozranme CeTeBEIX TPYI ¢ TOMOIIEI0 cepBuca Google-rpynmna. Buasr rpymm. Opranuzanms
(GopyMOB B rpynue. Y npaBiIcHHe yJaCTHUKAMH IPYIIIIEL.

7. Cozanme WHIMBHAYATBHOTO paboYero KaleHAaps W KaJICHAAPs JUIS IPYIIIEL ¢ ITOMOIIBIO
cepeuca Google-kanennaps. Jlobapiaenue coObITHIA B KaTeHAaph. HacTpoiika HATOMUHAHIN
¥ OTIOBEIEHHH B KaJeH1ape.

8. ONMeKTPOHHBIE JOCKH: Ha3HAYECHHUE, IIPHMEPEL, CPABHEHHE.

HOPAAOK, ®OPMA U A3BIK TIPOBEAEHUSI BCTYIIUTEJALHOT O
HCIIBITAHMST
BerynurensHoe nenstanue oo npoduisHoMy npeamety «Ma(popMannonHbe TEXHOIOTHH B
npodeccHoHANTBHON JeITeTHOCTH» TPOBOAUTCS B (QOpPME TECTHPOBAHUS ¢ BHIOOPOM BapUaHTa
otBera. Tect cocrouT u3 20 3aaaHuit ¢ KPaTKUM OTBETOM,
BerynuTensHOE HCTIBITAHHE MPOBOUTCS HA PYCCKOM SI3BIKE.

IMPOJOKUTEJBHOCTD BCTYIIUTEJIBHOI'O UCIIBITAHUS
[IpoaoIKUTEIEHOCTS BCTYIIUTENBHOTO HCIIBITAHMUS cocTaBsieT 60 MEHYT.

IIKAJIA OHEHUBAHUS '
Ilpu mpumeme Ha oOyueHWE O HPOTpaMMaM OaKajaBpuaTa pe3yiIbTaThl KaikIoro
BCTYNUTEIEHOTO HCTIBITAHUA, HPOBOJMMOTO AKameMueilf CaMOCTOSTENHHO, ONEHHWBAIOTCA IO
cTo0aITBHOM 1IKae.

KosndecTBO NpaBu/IbHBIX OTBETOB
PesyapTaT B 6ajnax = — * 100
KosinuecTBo 3a2iaHu# Tecra

e

Pesynprar B Oammax — pe3ynbTaT BCTYMUTENBHOTO HCHBITAHUS IOCTYMAIOUWIETo (IO
crobaubHON mKame).

KonuwuecTB0 TpaBUNBHBIX OTBETOB — KOJWYECTBO TIPABHIBHBIX OTBETOB, JAHHBIX
TOCTYIIAIOIIMM JIPH BBITOTHEHUH 3a/IaHUH TecTa.

KonuuecTBo 3amaHuii TecTa — KONMYECTBO 3aJaHMi, KOTOpOe HEOOXOIMMO BBHIIONHHTH
IOCTYIIAIONIEMY BO BpeMsi BCTYNHTEILHOTO HCIBITAHHS B COOTBETCTBHH C TIPOTPAMMOMN
BCTYIIMTEIBHOTO HCITBITAHUSL.

MuHEMaTbHOE  KONMYECTBO  0a/uioB, IOATBEPIKAAIOIIEE  YCICIIHOE —ITPOXOXKICHHE
BCTYMUTEIIBHOTO UCIIBITAHNSA, OIPEACIIIETCS TOKAIBHBIM akToM Akagemru (IIpukas o yrBepKAeHUH
IIepeYHs BCTYIUTE/ILHBIX MCHBITAHUN C YKA3aHUEM IIPHOPUTETHOCTY BCTYIHTEIBHBIX MCIBITAHIH
IpU PaHKUPOBAHUK CIHCKOB ITOCTYNAIOUIMX; MHHHMAaNbHOTO M MaKCHMAIBLHOTO KONIHYECTBA
bammo, mu(opMmaruu o GopMax MPOBEIEHUS BCTYIUTEIbHBIX HCIBITAHHN, IPOBOIAMBIX
Axamemuei caMOCTOATEIIHLHO)
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