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INPOT'PAMMA BCTYIIUTEJIBHOI'O UCIIBITAHUS
1O MPO®UJIBHOMY NNPEIMETY
«AH®OPMAIIMOHHBIE TEXHOJIOT'MH B TIPO®ECCHOHAJBHOM
JAEATEJIBHOCTW»

[IporpaMmMa BCTYNUTENEHOIO HCIIBITAHUSA 110 TpodritbHOMY Tpeamety «HpopMannoHHbIe
TEXHOJIOTHH B IPO(ECCHOHAIBHON AEATENBHOCTH» paspaboTaHa Ui MOCTYMAIOUIMX, MUMEIOIIHX
OCHOBaHMs Ul IIPOXOXJIEHHMsI BCTYNUTEIBHOIO HCIBITAHUS, IIPOBOAMMOrO AKajeMHen
CaMOCTOSITENIEHO.

Ilporpamma mno mpoduneHOMy mpeamery «MHbOpPMANMOHHBIE  TEXHOJNOTHH B
npodeCCHOHANBHOM AesTenbHOCTH» cocTaBiieHa Ha ocHoBe ®I'OC CIIO mo crnenuanbHOCTIM,
BXOJIAIIUM B COCTAaB YKPYIIHEHHOMU rpymnmbl Hanpasieruit moarorosku 38.00.00 SKOHOMUKA U
YIIPABJIEHUE, 42.00.00 CPEACTBA MACCOBOM NHO®OPMAILIU 151
WHO®OPMALIMOHHO-BUBUOTEYHOE JEJIO.

IIporpamMa cocraBieHa Ha OCHOBe TpeGOBaHHMN K YPOBHIO IOATOTOBKUA aOUTYPHUEHTOB,
HMEIOIIUX cpeiHee NpodeccuoHabHOe 06pa3oBaHHue.

TPEBOBAHMUSA K YPOBHIO ITIOAI'OTOBKH INOCTYIAIOIIEI'O
AGUTYPHEHT HOJDKEH
ymemp:
- paborats ¢ MS Word;
- co3naBaTh Tabaune B MS Excel;
- paborath ¢ oHnaiH-cepBucamu Google;
3Hamb:
- Ha3Ha4YeHHe U (yHKIHOHAIBHEIE 0COOEHHOCTH TEKCTOBOTO mpoiieccopa Word;
- TEXHOJIOTHH ITOCTPOEHHUS FIEKTPOHHBIX TaOJIHIL;
= NIPUHIMIIBI KOJUIEKTUBHOM U CETEBOU paboTHL.

OCHOBHOE COJEPXAHUE
Pa3pen 1. Texnonoruu pa6oTel ¢ TEKCTOBLIMH JOKYMEHTAMHM

la Co3panue u coxpaHeHHe JTOKYMEHTOB. VICIoNb30BaHKHe JOKYMEHTOB, CO3IaHHBIX B APYTUX
TEKCTOBBIX peJlakTopax u B 6onee panHux Bepcusx Word. OkHo nmporpammbl Word. PexxuMel
orobpaxenus nokymenta Word Ha skpane. Hactpoiika mapamerpoB Word mox TpeboBaHust
NIOJIb30BATEIS.

2 OCHOBHBIE 5JIEMEHTHI TEKCTOBOIO JOKyMeHTa. OCHOBHBIE OIEPallid C TEKCTOM.
Konmposanue, nepemernenue u yaaieHue GpparMeHToB TekcTa. DopMaTHpoBaHHE CUMBOJIOB.
@opmatupoBanue abzanes. Pabora co cnuckamu. PaboTa ¢ MHOrOKOJIOHOYHEIM TEKCTOM.
Pabota co cTumsmu.

3 Cozpanune Tabmun. ViMmopt Tabnmun w3 Opyrux npuiiokeHui. @opMaTupoBaHue TaOIHIL.
Pa6ota ¢ Tabmune#t Word kak ¢ 6a30#t 1aHHBIX. Beraucnenus B Tabmunax Word.
4. QopMaTHpOBaHHME CTpaHHIl U JOKyMeHTa. PemakTupoBanue mnokymeHTa B Word B IIENOM.

Pabora c¢ pasmenamu pokymenra. JloOGaBieHHe KOJOHTHUTYJIOB B JOKyMEHT. BcraBka
OyKBHIIBI, 3aKJIaJJOK, CHOCOK, Ha3BaHHi B TOKyMeHT. POpMHUpOBaHUE OTJIABJIEHUS H CIIUCKOB
Tabmun. IlonsaTue maGioHa MOKyMeHTa, €ro Ha3HAYeHHWE W HCIOJb30BaHHe. PazpaboTka
COOCTBEHHBIX IIAOIOHOB JOKYMEHTOB.

5. Coznanne u pasmemnenue wutoctpanuid. [Ipussska wunoctpanuii. Pabota ¢ KoUIeKIHAMH
ClipArt, WordArt, SmartArt. Co3maHue ¥ peJaKTHpOBAHHE BCTPOCHHBIX JHArpaMM.
Cnioco6b1 HHTETpalK pa3HOPOAHBIX 06BEKTOB. PenakTop hopmyir.

6. ITonstue «cnustHMe» noKymeHTOB. CoO3[aHME HOBOTO JOKYMEHTa, OCHOBAHHOTO Ha
TEXHOJIOTHH ciusHuA. HasHadyenwe onexTpoHHBIX GopM. Texnomorus co3gaHus
9NEKTPOHHBIX (opM. VIcToYHHMKH mHaHHBIX A GopM. THmsl mosei 37JeKTpOHHOU (HOPMBL
3amuTa EKTPOHHOR (hOPMBIL.
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Pa3pes 2. TexH0/IOrHH OCTPOEHHUS FIEKTPOHHBIX Ta0IHI

Boamosknoctu nporpammel MS Excel. [ToHsiTHe KHUTH, SUeiKH, TUcTa, HOPMYJIBL.

Dopmar suelku. AGCONIOTHAS U OTHOCHTEIIbHAS aJIpECallus sTYEeK.

CpezcrBa aBTOMaTH3alMyU BBOJIA M PEAAKTHPOBAHUS JAHHBIX.

Tune! qaHHBIX B 371eKTpOHHOM Tabmune. BBox naHHEIX, popMaTupoBaHue, IPOCTEHINKE
BBIYUCIICHHUS.

Macrep ¢pynxuuii. Kareropun ¢yuxuuit. Mexanusm BinoxeHHbix (yHknui. Jlormgeckue
¢bynkiun Excel.

CopTupoBKa JIaHHBIX.

OunbTpaius JaHHBIX.

Pabora ¢ Ttabmumamu B pexume (GOpPMBL ABTOMAaTHYECKOE BBIYHCICHHE OOMHUX H
IIPOMEXYTOYHBIX HTOTOB.

AnbTepHATHBHBIE IIPOrPAMMBI IJIsi aBTOMATH3AI[MH PACUYETOB — IPHMEPHI X BO3MOXKHOCTH (Ha
npumepe Calc).

IToctpoenue quarpamm B MS Excel. Buasl nuarpamm. Hactpolika BHEITHET0 BU/ia JUarpaMM.
Pa3memenue nuarpamm. Hactpoiika oceif quarpamMMeL

Pa3buenue Tabmui Ha oTAENbHBIE (parMeHTHl M UX 3aKkpervieHue. OUiIbTpalys JaHHBIX B
TabnHIe ¢ MOMOIIEIO aBTO(GMUIbTpa. [loBeaeHIe TPOMEXYTOYHBIX HTOTOB B TabJIHLaX.
[Tpumenenue pacumpeHHOro GUIBTPa VI BEIOOPKH JaHHBIX U3 GONBINNX TabJIUIl U pacyeTa
UTOTOBBIX BEJTMYMH; IIOCTPOCHHUE YCIIOBHHM JUISL PAaCIIHPEHHOTO QUIIBTpA.

CBozmHble TaONMIBI, Ha3HAYEHHE ¥ BO3MOXKHOCTH, IPUMEHEHHE CBOJAHBIX TaOmuIl s
BBIOOPKH JIaHHBIX U3 6OJIBIINX TaONMI ¥ IOJBECHUS UTOTOB 110 HUM, IOCTPOEHHE CBOJHBIX
TabJIMI] IO IaHHBIM U3 HECKOJIEKUAX KHHUT.

Hacrpoiika MS Excel mist paboThl ¢ HHCTpyMEHTaMH aHAIH3A.

Pacyer MaTeMaTH4ecKuX BBIpaXKEHHH C MOMOLIBIO IoaOopa mapamerpoB. [Iporaozuposanue
PE3yJIbTaTOB UCCIIEIOBAHMUS C TIOMOIIBIO TOUCKA PEIICHHS.

Pa3zpen 3. TexHonoruu ceTeBoil U KOJNIEKTUBHOM paboThI

3amuTa HHGOPMAIMK IpH paboTe ¢ OHNIAKH CepBUCAMU U IUIATEXXHBIMU cucTeMaMH. ITouck
uH(popManuu B cetr MHTEpHET.

['naBHBIH [JOKyMEHT M NOANOKYMEHTHL [IpeuMymiecTBa MCHOJNB30BaHMS TIJIaBHBIX
nokymMeHTOB. CrocoObl co3/aHMs TIJIaBHOTO JOKyMeHTa. Pabora ¢ NOANOKyMEHTaMH.
Texnonoruss npeo6pa3oBaHus MOAJOKYMEHTa B 9acTh IJIABHOIO JOKYMEHTA. DJIEMEHTHI
HaBUTaIlMH 110 JOKYMEHTY. BHenpenue u cs3pBanie 00BeKTOB. BHEnpeHne HOBOro 06beKTa
1 00BeKTa Ha OCHOBE CyIIecTBYolIero daitna. PeraktupoBanue BHEAPEHHOTO 0OBEKTA.
Co3manue cBs3u Mexay aitmamu. MexaHH3MBI peNakIMOHHOM npaBku. JlobaBneHue
MHQOpPMAIUU O PEIEH3eHTEe B JIOKYMEHT. PeXHMMBI CO3aHUS M IIPOCMOTpa NPHMEYaHHM.
VY nanenue npumedanuii. Hactpoiika GpopmMaToB MapkepoB HCIIpaBIECHUH U UX afanTaIys 01
KaXZoro penenseHTa. IIpocMorp caenmaHHbIX ucnpaBieHud. CrnocoObl COXpaHEHHs
JOKYMEHTa, COJEPIKaIEero peakliOHHbIE IPAaBKH.

[TonsTie 06Ma9YHBIX TeXHOJOTHH U 06IauHbIX Xpanuuil. CrocoOs! XpaHeHus: HHGOopMayuu
B «obmakax». Opranmsanus ¢aitnoBoit cucreMbl obimayHoro xpanwmmma Google-muck.
Coxpanenue HOKyMEHTOB B «obuake» ¢ momompio cepBuca Google-nuck. CHHXpoHHU3aIMs
JIOKQJIbHBIX KOMIIBIOTEPHBIX M MOOMIIBHBIX YCTPOWCTB C OOJAaYHBIM XPaHHWIIMIIEM.
IIpeobpa3oBanue ¢aitnoB u3 craHmapTHEIX (GopMaToB B (opMaThl 0OTAYHBIX XPAaHMIIMIIL.
IIpenmymecTBa ¥ HeNOCTATKM XpaHeHHs HHpopmanuu B «obmakaxy». CymecTByromue
obnayHbIe IpOrpaMMHBIe cpeicTBa Ui paboTsl ¢ Gaiinamu B ceTd. OCHOBHBIE NPHHIMIIBI
pabotel ¢ obnayHpMH mporpamMmamu. Co3[aHHe TEKCTOBOTO JOKYMEHTa, TablMIbl H
Ipe3eHTalMu ¢ nomomneio cepBuca Google-mokymenTsl. OmyOauKoBaHHE IPE3CHTAlMH B
rnobanpHOM ceTH. [locTpoeHHE CeTeBBIX AHKET C IOMOINBIO OOJAaYHBIX TEXHOJOIHHM.
Paccruika anker st 3anonsenus. O6paboTka pe3yIbTaToB aHKETHPOBAHHUS.

KonnextuBHas paboTa ¢ ceTEeBBIME JOKYMEHTaMH. X POHOJIOTHSI H3MEHEHHUS JOKYMEHTOB.



6. Coznanue ceTeBBIX Iy ¢ HoMolnbio ceperca Google-rpymnmna. Bupsl rpymmn. Opranusanus
(GopymoB B rpymre. YipaBieHue yqacTHUKAMH TPYIIIEL.

L Cospanue uHIMBHAYaIbHOrO pabovero KajleHaaps W KaleHAaps Ui TPYIIB ¢ IIOMOIIBIO
ceparca Google-kanennaps. Jlo6aBnenue cobeiTuii B kKanenaapb. Hactpoiika HanoMuHaHU#H
U OIIOBEILECHUHN B KaJIeH1ape.

8. DIIEKTPOHHBIE JIOCKU: Ha3HAYEHHE, IIPUMEPE], CPaBHEHHE.

HOPANOK, ®OPMA U A3BIK TIPOBEJAEHUS BCTYIIUTEJBHOI'O
HUCIIBITAHUA
Berynurensnoe uenbitanue o npodunbHoMy npeaMery « HbOpMaIMOHHbIE TEXHOIOTHHU B
npoECCHOHANBHON JESTEeBEHOCTH) MPOBOAUTCS B (JOPME TECTHPOBaHHs C BHIOOPOM BapHaHTa
orsera. Tect cocrout U3 20 3aaHuii C KPATKUM OTBETOM.
BerynuTenpHOe HCNBITaHHE IPOBOIUTCS HA PYCCKOM SI3BIKE.

MNPOJOJIKUTEJIBHOCTDb BCTYIIUTEJBHOI'O UCITBITAHUS
[Tpoa0mKUTENEHOCTE BCTYIIUTENFHOTO HCTIBITAHUS COCTaBIseT 60 MUHYT.

INKAJIA OHEHUBAHHUSA
Ilpu npumeme Ha oOydeHme no mnporpamMmaM OakalaBpuaTa pe3yIbTAaThl KaXIOTro
BCTYIIMTEILHOTO HCIIBITAHHS, IPOBOJAMMOrO AKaJeMHEH CaMOCTOSTENBHO, OIIEHUBAIOTCS IO
cTobaIbHOM IIKaJIe.

KosmyecTBO npaBU/IbHBIX OTBETOB
PesysnbTaT B 6annax = * 100

KosinuecTBO 3a/1aHUM TecTa

rae

Pesynprar B Gajutlax — pe3yibTaT BCTYINHMTENBHOTO MCIBITAHHS IOCTYIIAIOIEro (Io
cToOa/UIbHOM IIKae).

Konu4ecTBO mNpaBUIBHBIX OTBETOB — KOJIMYECTBO TPABHJIGHBIX OTBETOB, JAHHBIX

IOCTYIIQIOLIUM IIPH BBIIIOJIHECHUHM 33/ IaHUM TECTa.
KonuyecTBo 3a/laHUM TeCTa — KOJIMYECTBO 3aaHUM, KOTOpPOE HEOOXOMMO BBIIIOJIHUTH

NOCTYyIIAOIIEMY BO BpPEMS BCTYIIMTEIBHOIO HMCIBITAHWS B COOTBETCTBHH C HpOI’pﬁMMOI’I
BCTYIIUTCJIBHOT'O UCIIBITAHUS.

MuHuManbHOE  KOJMMYECTBO 0ajuloB, IOATBEPXKAAIOINEE  YCIEUIHOE IPOXOXKACHHUE
BCTYIIMTEIBHOTO UCTIBITAHUS, ONIPEIENSIeTCs JIOKAIbHEIM akToM AkaneMu (IIprkas 0 yTBepKICHHA
IIEPEYHs] BCTYIHUTENIBHBIX MCIBITAHUM C yKa3aHHEM NPHOPHUTETHOCTH BCTYIIMTEIBHBIX UCIBITAHUH
IPHY PaH)XMPOBAHUU CIHCKOB IIOCTYMAIOIIMX; MHHHUMAJIBHOIO W MaKCHMAIBHOTO KOJMYECTBA
GamnoB; uHbOpMalMH O (opMax IPOBEACHUS BCTYNMTENBHBIX MCIBITAHUM, MPOBOJMMBIX
AxaneMuei caMOCTOSTENBHO)

JIUTEPATYPA
Yueonvie nocobun:

1. Bespyuxko, B.T. Undopmaruka. Kype nexuuii: yue6uoe mocobue / B.T. Be3pyuko. — Mocksa

®OPYM : WHOPA-M, 2020. — 432 C. - URL:
https://znanium.com/catalog/product/1036598
2 Bespyuko, B.T. KomneroTepHsIii mpakTukym 1o kypey «MupopmaTukay : ygebHoe nocobue

/ B.T. Be3pyuko. — 3-e u3j., nepepab. u gon. — Mocksa : ®OPYM : UHOPA-M, 2019. —
368 c. - URL: https://znanium.com/catalog/product/1009442

;3 I'ypuxos, C.P. Undopmaruxa : yue6uuk / C.P.'ypukos. - 2-e u3., nepepab. u gom. - Mocksa
: HUI] WUH®PA-M : DopymM, 2020. - 630 c. - URL:
https://znanium.com/catalog/product/1014656

4. Wudopmanronnsie cucTeMs! U mupoBsie TexHomorud. Yacts 1 : yuebHoe mocobue /

B.B. Tpodumos, M.1. bapa6anosa, B.W. Kusies, E.B. Tpodumosa ; nox obm. pex. mpod.



B.B. Tpodmmosa u B.U. Kusera. - Mocksa : UHOPA-M, 2021. - 253 ¢. -URL:
https://znanium.com/catalog/product/1370826

WudopmanioHHEe CHCTEMBI M IM(POBEIE TeXHONOrHM. lIpakTHkym : yueGHOE
nocobue. Yacts 1 / mox o6, pex. mpod. B.B. Tpodumosa, mou. M.H. Bapabanosoii.
— Mockaa : HUHOPA-M, 2021. — 212 .3 - URL:
https://znanium.com/catalog/product/1731904

NudopManuoHHbIe CHCTEMEI M HU(POBBIE TEXHONOTHH | yueGnoe mocobue : B 2 4. U.
2. Ilpaxtaxym / mom obm. pep. npod. B.B. Tpodumona, mou. T.A. Maxkapuyk. -
Mocksa - NHOPA-M, 2021. — 217 c. - URL:
https://znanium.com/catalog/product/1786661

Humepnem-pecypcoi:

Ipuxnannas uapOpMaTHKa: HAYIHO-IPAKTHUECKHUIM JKypHA | INeKTPOHHBLA pecypc]. —
URL:https://znanium.com/catalog/magazines/issues?ref=f3¢77b4c-239¢-11e4-99¢7-
90bl1c31dedc

TIporpaMMHEIe IIPOAYKTHI ¥ CHCTEMBI [9HCi(TpOHHBIfI pecypc]: HaydHO-IpaKTHIECKUi
xypHan. - URL: https://znanium.com/catalog/magazines/issues?ref=f9bfbd0e-239¢-
11e4- 99¢7-90b11c31dedc





