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1. MACHOPT IMPOT'PAMMBI YUEBHOM JIUCHUTLIAHBI
«EH.02. ”TH®OOPMATUKA U HTHOOPMALIMOHHO-
KOMMYHUKAIIMOHHBIE TEXHOJIOTI'UA
B IPO®ECCUOHAJILHOM JEATEJbHOCTH»

1.1 ObaacTh NpUMEHEHUSI TPOTPAMMBI

[Iporpamma y4eOHON NUCHMIUIMHBI SBJISIETCS YAaCThIO MPOTPaMMBbl TOATOTOBKHU
CIEIUAIIMCTOB cpeAaHero 3BeHa B cooTBeTcTBUU ¢ PI'OC mo crnenualibHOCTH
cpeaHero npodeccuoHanbHoro oopazoanust 44.02.02 IlpenonaBanve B HaYadbHBIX
KJlaccax YIIIyOJICHHOW MOATOTOBKY YKPYITHEHHOU TpyTiibl cierranbHocTel 44.00.00
OOpa3oBaHuE U MEIArOTUYECKUE HAYKH.

1.2 MecTo y4eOHOIl TUCHMIIMHBI B CTPYKType NPOrpaMmbl NOATOTOBKH
CICLMAJINCTOB CPEIHEro 3BeHa:

Vyeonas gucuummHa EH.02 «MHpopmarnka u  uH(OpPMAIMOHHO-
KOMMYHHUKAIIMOHHBIE TEXHOJIOTMH B MPO(ECCHOHATBLHON IEATENbHOCTH» BXOIUT B
COCTaB MAaTeMAaTUYECKOTO W OOIIEr0 €CTECTBEHHOHAYyYHOTO IMKJa, SBISACH
00s13aTeIbHON AUCIMITIMHONW 00pa30BaTeIbHOM POrpaMMBl.

W3ydyenne naHHOTO y4eOHOro Kypca SIBISeTCS HEOOXOAUMOW OCHOBOM MJis
HOCIEAYIOWEr0 M3Y4YeHHUs JUCUUIUIMH (mpakTuk): OCHOBBI MaTeMaTUYECKOU
00paboTKu MH(pOPMALIKH, a TAKXKE IS IPOXOKACHUS YUEOHON U MPOU3BOJICTBEHHON
IIPaKTUKH, IIOATOTOBKH CTYAECHTOB K TOCYIapCTBEHHON UTOTOBOM aTTECTALINH.

1.3 ean u 3aga4M y4eOHOI TMCUMIJIMHBI — TPeOOBaHUS K pe3yJbTaTaM
OCBOCHMS Y4eOHOM IUCHUIINHBI:

Ienvio OUCUUNIUHBL SIBIISICTCSI COJICHCTBHE CTaHOBJICHUIO
npo(hecCHOHANBHON KOMIETEHTHOCTH Neaarora yepe3 (popMHpOBaHUE LEIOCTHOTO
MPEACTABICHNUS] O POJM MHPOPMALMOHHBIX U KOMMYHHKALIMOHHBIX TEXHOJOTUU B
COBPEMEHHOM 00111eCTBE U MPOodhecCHOHANbHONU AESTENHbHOCTA HA OCHOBE OBJIAJICHUS
UX BO3MOXHOCTSIMU B PEIIEHUU NPOPECCHOHATIBHBIX 3aJa4 U MOHUMAHUS PHUCKOB,
CONPSIKEHHBIX C UX MPUMEHEHUEM.

3aoauu OuCUUNIUHDL:

— CTUMYJIMPOBaTh (POpMHpOBAHHE OOIICKYJILTYPHBIX KOMIICTCHIIUN Yepes:
pa3BUTHE KYJIbTYPhl MBIIUICHUS B acleKTe HH(POPMAIMOHHON KYJbTYPhI; OBJIaJICHHEC
OCHOBHBIMH METOJIaMH, CIIOCOOaMU M cpeacTBaMu paboThl ¢ HHGDOPMAIIUCH;
pa3BUTHE CIIOCOOHOCTH CO3HaBaTh OIACHOCTH W YIPO3bl, BO3HUKAIOIIUE B
MH(OPMAIMOHHBIX MPOIECCaX;

— o00yyaTb yMEHHUSM TIPUMEHSATh, AaHAJIM3UPOBATh, MPEOOPA3OBHIBATH
WH(OPMAITMOHHBIC MOJCIIA PEATbHBIX O0OBEKTOB M MPOIECCOB, UCIIOIB3YS IIPH 3TOM
WH()OPMAITMOHHBIE U KOMMYHUKAIIMOHHBIE TEXHOJIOTHH, B TOM YUCIIE TIPU U3YYCHHUH
JIPYTUX IIKOJBHBIX JUCITUTUINH,

— pa3BUBaTh MO3HABATEIbHBIC WHTEPECHI, MHTEIJICKTyIbHBIE I TBOPYECKUE
CIIOCOOHOCTH ITyTEM OCBOCHHMS M UCIIOJIH30BAHUS METOJ0B MH(POPMATUKH U CPEICTB



WH()OPMAITMOHHBIX ¥ KOMMYHUKAIIMOHHBIX TEXHOJIOTHH TPHU M3yUYCHUH Pa3IAIHBIX
y4eOHBIX NMPEAMETOB;

— ((dopmupoBaTh cucTeMy 3HaHM, YMEHMH U HaBBIKOB B cdepe
WHOOPMAIIMOHHBIX W  KOMMYHHUKAIIMOHHBIX  TEXHOJOTHMH  HUCIOJIb3yEeMBIX B
o0pa3oBaHuu;

— (¢opMUpOBaTh MOTHBALIMIO K HCIOJB30BAHUIO HH(DOPMALMOHHBIX U
KOMMYHHKAIIHOHHBIX TEXHOJOTUH B MPO(EeCcCHOHANBHOU ACSITETbHOCTH M Pa3BUTh
CIOCOOHOCTH HECTH OTBETCTBEHHOCTH 3a €€ Pe3yJIbTaThl;

— (popMHpOBaTh yMEHUS padOTaTh C MyJIbTUMEIUA U UHTEPAKTUBHOMN JTOCKOM;

— (opMHpoBaTh YMEHHUS CO3/1aBaTh YUEOHYI0 MHTEPAKTHUBHYIO MPE3CHTALIUIO
Y TIEPCOHAIBHBIN CAaUT YUUTEIS,

— 0o0yyath mpuemMaM COOpPKM M MPOrPaMMHUPOBAHHUS POOOTOTEXHUYECKUX
YCTPOMCTB U paboTe C JOKYMEHT KaMEpPOH.

Komnerenunu, Ha (OpMHUPOBAHHE KOTOPBIX HAIMPABIEH MPOLIECC H3YUYCHUS
JUCITUTUTUHBI

OK 2 opraHu3oBbIBaTh COOCTBEHHYIO JE€ATEIBHOCTb, ONPEIEISATh METOMAbI
perieHust npodeccoHaIbHBIX 3a/1a4, OLIEHUBATh UX Y(PPEKTUBHOCTD U KA4eCTBO;

OK 3 orieHMBaTh PUCKU U MPUHUMATH PEIICHUS B HECTAHAPTHBIX CUTYaIIUSIX;

OK 4 ocymiecTBisATh MOUCK, aHAJIU3 U OLEHKY HMH(OpMAaIMH, HEOOXOAUMOMN
JUI. TIOCTAaHOBKM M pelIeHUs Npo(eCCHOHATIBHBIX 3a/lay, Mpo(ecCHOHATBHOTO U
JUYHOCTHOTO Pa3BUTHA,

OK 5 ucnonp3oBath MH(YOPMATUMOHHO-KOMMYHUKAIIUOHHBIE TEXHOJOTHHU IS
COBEPILIEHCTBOBAHUSI PO ECCUOHATBHON NEATEIbHOCTH;

OK 6 pabGotath B KOJJIEKTUBE W KOMaHAE, B3aUMOJCHCTBOBATh C
PYKOBOJICTBOM, KOJUIETAMHU U COLIMAIbHBIMU MAPTHEPAMU;

IIK 1.2 mpoBOAUTH ypOKH;

I[IK 1.5 Bectu  JOOKyMEHTallMIO, OOECHEYUBAIOIIYI0  OOydYeHHE  T0
oOpa3oBaTeIbHBIM MPOrpaMMaM Ha4aIbHOTO 00IIero 00pa3oBaHMs;

I1IK 2.2 npoBOAUTH BHEYPOUHbBIE 3aHATHS;

[IK 2.5 Bectu OKyMEHTaIMIO0, 0OSCIIEYHBAIOIILYI0 OpPTraHU3aIMi0 BHEYPOUHOMN
NESATETLHOCTH U OOIIEHUS 00YYaIOUXCs;

[IK 4.1 BbIOMpaTh y4eOHO-METOAMUECKUI KOMIUIEKT, pa3padbarbiBaTh y4eOHO-
METOMYECKHEe MaTepuaisl (paboure nmporpaMMel, yaeOHO-TEMAaTHYECKHE TUTAHBI) HA
OCHOBE (peiepalbHOIO TOCYJIAapCTBEHHOIO  00pa3oBaTEeNIbHOTO CTaHJAapTa U
NPUMEPHBIX ~ OCHOBHBIX  OOpa3oBaTelIbHBIX MporpaMM €  y4e€TOM  THIIA
0o0pa30BaTeNbHON OpraHu3alh, OCOOEHHOCTEW Kjacca/Tpynmbl W OTAENIbHBIX
oOyyJarommxcs;

I1K 4.2 co3naBaTh B KaOMHETE MPEIMETHO-PA3BUBAIONIYIO CPEY;

I[IK 4.3 cucrematu3supoBaTb U OIECHHMBATh MEJArOTHYECKUN OMNBIT U
oOpa3oBaTeNbHblE TEXHOJIOTMM B O0JIACTM HayalbHOrO OO0IIero oOpa3oBaHUs Ha
OCHOBE M3y4yeHHUs MNPOPECCHOHATBHON JIUTEpaTyphl, CaMOaHaluM3a MU aHalu3a
NEATEIbHOCTH IPYTUX MEIAroros.;

[IK 4.4 odopmsaTs nemarorndeckue pa3pabOTKU B BUJIE OTYETOB, pedepaToB,
BBICTYIUUICHU;



I[IK 4.5 ydacTBOBaTh B HCCIEAOBATEILCKOW M MPOEKTHOW AESATEILHOCTU B
00J1acTH HaYaJIbHOT'O O0IIEro 0Opa3oBaHMUs.

B pe3ynbraTte nzydeHus IUCHUIUTMHBI O0yJaronuics T10KEH

ymems.

— coOmrofaTh  MpaBWia TEXHWKHM  OE30MACHOCTH M TUTHCHUYECKHE
PEKOMEHAIMY TIPU UCIIOJIB30BAHUU CPEJICTB MH()OPMAITMOHHO-KOMMYHHUKAITUOHHBIX
texHonorui (nanee - UKT) B npodeccnoHanbHO A€ TEILHOCTH;

— co3daBaTh,  pENAKTUPOBaTh, O(GOPMIISITH,  COXpaHATh,  IEpeaaBaTh
nHOOPMAITMOHHBIE OOBEKTHI PA3TUYHOTO THUIA C TIOMOIIBI0 COBPEMEHHBIX
UH(GOPMAIIMOHHBIX TEXHOJIOTHH JIJIsl oOecreueHus: 00pa3oBaTeIb»HOTO MPOLIEeCcCa;

— OCYIIECTBJISITH OTOOpP OOYy4YaroIIUX IMpOorpaMM B COOTBETCTBHHU C BO3PacTOM
¥ YPOBHEM IICUXUYECKOTO PA3BUTHS 00YUYaOIINXCsI/BOCIIUTAHHUKOB;

— UCIIOJIB30BaTh CEPBUCHI U WH(OPMALIMOHHBIE PeCypchbl MHGOPMAIMOHHO-

TeIEKOMMYHUKAIIMOHHON cetn «MHTepHer» (nmamee - cerb UHTEepHET) B
npo¢eCCUOHATIBHON JIEATEIbHOCTH;
3Hamy.

— MpaBWia TEXHUKU OE30MAaCHOCTH M TUTHMEHHYECKHE TpeOOBaHMS TMpU
ucnosnb3oBanuu cpencts MKT B oOpazoBarenbHOM Ipoliecce;

— OCHOBHBIE TEXHOJIOTMM  CO3JIaHMs, peAaKkTUpOBaHUs, OQopMICHHUS,
COXpaHEHUs, Mepeladyl M Moucka MHGOPMAIMOHHBIX OOBEKTOB PA3IMYHOIO THUIIA
(TEeKCTOBBIX, TpaUUECKUX, YUCIOBBIX U TOMY MOJOOHBIX) C TOMOIILI0 COBPEMEHHBIX
MPOTPaMMHBIX CPEJCTB;

— BO3MOXXHOCTH  MCIOJIb30BaHUSl  pecypcoB  cetu  MHTepHer s
COBEPILIECHCTBOBAHUS MPOPECCUOHAIBHON JAESITENBHOCTH, NPO(ECCUOHATBHOTO U
JUYHOCTHOTO Pa3BUTHSL;

— anmapaTHOe U MPOrpaMMHOE OOecCredeHHe MEePCOHAIBHOTO KOMIIBIOTEpA,
npuMeHsieMoe B TPo(heCCHOHATBLHOM 1eITeTbHOCTH.

1.4 PexoMeHayeMoOe KOJMYECTBO YACOB HA OCBOECHHE NMPOrpPaMMbl y4eOHOM
AUCHMIIMHBI:
MaKCHUMaJbHOU yueOHON Harpy3Kku oOyudatoiierocs: 96 4acos, B TOM 4HcIe:
00s3aTeNbHON ayAUTOPHOM yueOHOM Harpy3ku oOyuaromierocst 64 yaca;
CaMOCTOSITeNIbHOM paboThl 0Oyuatorierocs 32 vaca.

2 CTPYKTYPA U COJAEPKAHUE YUEBHOM JUCHUTIIIUHBI

2.1 O0bem yueOHO# JUCHMILNIMHBI U BUABI Y4e0HO padoThI

Bun yueOHoit padoThl Oovem uacos
MakcumasnbHas yueOHas Harpy3ka (Bcero) 96
O0s13aTesibHAsi ayIMTOPHAas YuyeOHasi Harpy3Ka (Bcero) 64
B TOM YHCJIE:
TEOPETUYECKOE 00yUeHHE (JICKIUHN) 32




71ab0paTOpHBIE 3aHATUS

IMPAKTHYCCKHUC 3aHATHA

32

KOHTPOJIbHBIE pa0OTHI

KypcoBas padota (IpoekT) (re npedycmompeHno)

CamocrosiTesibHasa paboTa o0yuaruerocs (Bcero)

32

B TOM 4YHCJIC:.

caMoOCTOsITeJIbHas paboTa HajJ KypcoBOW paboTON (IMPOEKTOM)
(ne npedycmompeno)

[ToaroToBka pedepaTon
OdopmiteHre mpe3eHTaIuii, KpoCCBOPAOB

18
14

Hrorosas arrectanus B popMme 3auéma




2.2 TemaTuyeckuil IVIaH U coaepkanue yueOHou aucuuiuinibl «EH.02 Uadopmarnka u nundopMaiuoHHO-
KOMMYHHMKALMOHHBIE TEXHOJIOTHH B IIPO(PeCCHOHAIBHOM 1eATEIbHOCTH)

HaumenoBanue Coaeprxanue yueOHOIro MaTepuaJa, JjadopaTtopHble padoThbl U NPaKTHYECKHUe O0bem yacoB | YpoBeHb OCBOCHHA
pa3iesioB U TeM 3aHATHS, CAMOCTOSITEIbHAs padoTa 00y4alonuxcs, KypcoBasi padbora (IIpoeKT)
Pa3nen 1 TexHuYecKue H TeXHOJIOTHYeCKHe OCHOBBI (popMuUpOBaHUS MH(POPMAILIHOHHOTO 29
00pa30BaTeIbHOIO MPOCTPAHCTBA
Tema 1.1 Coneprxkanue yueOHOro Marepuania 3
Nudpopmanusa u | 1 | [lonsrue napopmanmu. Buasl nundopmaruu. MadopmaimoHHbIe MPOIIECCHI. 1
HHpopManoOHH [TonsTne nHOOPMAITMOHHBIX 1 KOMMYHHKAIIMOHHBIX TEXHOJIOTHIA.
ble mpouecchl | 2 | Drambl pa3BUTUs HHOPMAITMOHHBIX TEXHOIOTHIA.
3 | AunakTuyeckrue U MEeTOANYECKHEe BOZMOXKHOCTH HH(POPMAIIMOHHBIX TEXHOJIOTUH.
Wudopmannonnas odpa3oBaTeIbHast Cpea.
[IpakTuueckue 3ansaTus MHPopMamOHHO-KOMMYHUKAIIMOHHBIE TEXHOJIOTUN B 1
00pa3oBaHMH.
CamocrosiTenpHas padbora 2
1 | Iloarorosuts pedepar «Knaccuukanuu HHPOPMAIIMOHHBIX 1 KOMMYHUKALHOHHBIX
TEXHOJIOTUID.
2 | IlogroroButh pedepar «OCHOBHBIE BO3MOKHOCTH COBPEMEHHON HH(OpMAIMOHHON
00pa3oBaTeNIbHON CpebI».
Tema 1.2 Coneprxanne yueOHOT0 MaTepuasa 3
OcHOBEI 1 |Cnenuduka koMmmyHUKalIMOHHBIX cepBrucoB Webl.0 u Web2.0 ¢ Touku 3peHus 2
COBPEMEHHDLIX OpraHu3alMi KOMMYHUKAIUH.
KOMMYHHKAaLHO
HHBIX [IpakTHyeckue 3aHATUSA 2
Texmoormii. | La3MelieHne HH(OPMALMH JUIs IEPCOHAIBHOTO CaiiTa YIUTEIIs.
CamocrosTenbHas pabora 2
1 | IloaroroButs pedepar «TeHaeHuN pa3BUTHSI COBPEMEHHBIX CETEBBIX TEXHOJIOTUH.
VHTEpHET-TEXHOJIOTUIY.
Tema 1.3 Coneprxanne y4eOHOT0 MaTepurana 2
IIpumenenne | 1 | Mcnonb3oBaHMe KOMMYHHMKAIIMOHHBIX TEXHOJIOTHH B 00pa3oBaHUM: crenuduka, 3
KOMMYHUKAaIHO pOoOJIEMBbI, PUCKH.




HHBIX 2 | CeTeBbIe TEXHOIOTHH KaK 3P(GEKTUBHOE CPEACTBO TO3HABATEIILHOM JIEATEIIHHOCTH,
TeXHOJIOTHIi B camMo00pa3oBaHusI U NPOPECCHOHATHHOTO CAMOPA3BUTHS
odpazoBaHuu. |[IpakTuueckue 3aHATHS
Hcnonp30BaHne BO3MOXKHOCTEH COBPEMEHHBIX HH(POPMAIIMOHHO-TIOMCKOBBIX CHCTEM.
CamocrosTenbHas padora
1 | IToaroroButs pedepar «Bo3MOXKHOCTH CETEBBIX TEXHOJIOTHIA B OPTaHU3AIIH
B3aMIMOJICHCTBHS B IIPOIIeCcCe penieHus NpodeCCHOHATBHBIX 3aa4 B 00Pa30BAHHI.
2 | IlogroroButh pedepar «llemarornyeckre TEXHOJIOTHH, TIO3BOJISIFOIINE OPraHU30BaTh
AKTUBHYIO MHIUBHUIYAIM3HUPOBAHHYIO YIeOHYIO JIEATEIHHOCTh Ha 0a3€ CeTEBBIX
TEXHOJIOTHII.
Tema 1.4 Coneprxkanne y4eOHOro Marepuana
AnmapatHoe | 1| AnmapaTHble CpelICTBa peain3aui HHGOPMAIIMOHHBIX IPOIIECCOB B 00Pa30BaHUU U
obecneyeHue TEH/ICHIIUH UX Pa3BUTHSL.
peaju3anuu 2 | CoBpemeHHbIe IUPPOBbIE HOCUTENU HHPOopMAIUH. TeXHOIOrHH 00padOTKH
nHGOPMAIMOHH uHbopMaIuu

bIX MIPOIIECCOB.

HpaKTI/I‘leCKI/IC 3aHATUA AHHapaTHLIe cpeacTBa peain3aliun I/IH(l)OpMaLII/IOHHBIX
ITPOLCCCOB B 06pa3013aHm/1 1 TCHACHIMU UX PA3BUTHA.

CamocrosiTenbHas padboTa

1| IToaroroButh pedepat «Cpenctsa 0ToOpakeHUsI MH(POPMAIIUK U TPOESKIIMOHHbIE
TEXHOJIOTHI.

Tema 1.5
IIporpammnuoe
o0ecnieyenue
peaju3zanum
HHpopManoOHH
bIX IIPOLIECCOB.

Copep:xanue yueOHOTO MaTepuana

1| Knaccudukanuus nporpaMMHOT0 o0ecrieueHus AJisi COBPEMEHHOTO MEPCOHAIBLHOTO
KOMIIBIOTEpA.

2 | [IpukiagHOE MIPOrpaMMHOE 0OecTieueHHe.

3 | CrenmasibHOE IPOrpaMMHOE 00OecTIeYeHHe ISl 00pa30BaTEIbHBIX YUPEKICHUH.

[IpakTHyeckue 3aHATUSA

Pa6ora ¢ 6a30BbIM nporpaMmMHbIM oOecriedeHreM. CepBUCHOE U MHCTPYMEHTAIBHOE
nporpamMMmHoe obecnieuenne. Opranusanus padoThl OJIb30BaTENEH B cpeie
orepaionHoil cucremMbl Windows.

AHTHBHUPYCHOE IPOrpaMMHOE obecrieueHue. 3aimTa oOT KOMIbIOTEPHBIX BUPYCOB.
ApXI/IBI/IpOBaHI/Ie JaHHBbIX. COS}IaHI/Ie CaMOpPAaCITaKOBBIBAOIMIUXCA apXUBOB, YCTAHOBKA
apoJIs.

CamocrosiTenbHas paboTa




1| IMoaroroButh pedepat «CocTaB U HA3HAYCHUE OCHOBHBIX BUIOB IPOTPAMMHOTO
o0ecrneyeHus: CUCTEMHOI0, IPUKJIAJHOr0, HHCTPYMEHTAIbHOTO.

2 | IToarotoButk pedepar «CirykeOHbIe MPUIOKECHUS OTICPAIITMOHHON CHCTEMBI
Windows st o0ciykuBanus (HaisioBOM CHCTEMBD».

3 | HoxnroroButs pedepar «IIpuémspl BeimonHeHNs (aiiIoBBIX ONEpaIuii, OpraHu3aiumu
MH(OPMaIMOHHO-00pa30BaTEILHOM cpe/Ibl KaK (paiIoBON CHCTEMBI».

Tema 1.6 Copepxanne yaeOHOro MaTepuana 4
HNudgopmanuonn | 1 | Knaccudukamus nadopmarmoHHsix yrpo3. Heo6xoamMocTs 3amuThl HHGOpMaIiK B 2
asi 00pa30BaTEIbHOM YUPEKACHUH.
OezonmacHOCTH M | 2 | HopMaTHBHO-TIpaBoBas 0a3a HH(OPMATH3ALMH 00pa30BaHHsL. 2
ee 3 | [IpaBoBBIEC BOMPOCHI UCIOIH30BAHUSI KOMMEPUYECKOTO U HEKOMMEPUYECKOTO 2
cocraB.jsiromue. JUIEH3UOHHOT0 TPOrpaMMHOT0 00€eCTIeueHus.
4 | PernameHTanus 1ocTyna K HHGopMauu B THPOPMAIIMOHHOM 00pa3oBaTeIbHON 2
cpene.
[IpakTrueckue 3aHATHS 2
Mertob! obecnieueHuss HHGOPMAITMOHHON 0€30I1aCHOCTH: TIPABOBBIE M OPTaHU3aIMOHHO-
TEXHUYECKHE.
HopmartuBHO-1IpaBoBasi 0a3a nHGopMaTU3aluu 00pa3oBaHuUsI.
CamocrosiTenpHas pabora 2
1| [HoaroroButk pedepat «IIporpammHo-anmapaTHbie MEPHI OOECTIeUeHUs
MH(OPMallMOHHON 06€3011aCHOCTH
2 | IlonroroButhk mnpe3eHTanuio «KoMIbIOTEpHBIE BHUPYCHI, CpPEACTBA AHTUBUPYCHOM
3amuThl. [lpaBuina IUTHPOBAaHUS AIIEKTPOHHBIX HCTOYHUKOB. CIOCOOBI 3aIIUTHI
aBTOpcKoi nHbopMaiuu B cetu HTEpHETY.
Pa3nen 2. OducHbIe TEXHOIOTHH B 00pa30BaHUU 33
Tema 2.1 Conepxanue yueOHOro MaTepuasia 8
IIpumenenne | 1| IloarotoBka M pelakTHPOBAHHE TEKCTOB NPOPECCHOHATBHOTIO COACPIKaHUS 3
nporpaMMHbIX | 2 | OcHOBBI aHaJIM3a JAHHBIX C MCIIOJIb30BAaHHEM TaOIMYHOTO TpoIeccopa 3
CpeacTB 3 | llpeacraBnenue NaHHBIX B BUJE rPaMKOB M JUarpamMm B TAOJIMYHOM MPOIIECCOPe 3
MS Office B | 4 | Paspa6oTka npeseHTaImii B peIakTope Ipe3eHTaIni 3
00pasoBaHmu. ST [oharpe Gashl naHHbIX. CucteMbl ynpasienus 6azamu nanHbix ACCESS. 3
[IpakTudeckue 3aHATHS 4

Pa3pa60TI<a JUIAKTHYCCKUX MAaTCPUAJIOB C UCITOJIB30BAHMEM TCKCTOBOI'O IIponeccopa.
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O6paboTtka nH(pOpPMAIMK C UCTIOIB30BAaHUEM TAOIUYHOTO MPOLIECCOPA B PEIICHUH
00pa3oBaTeNbHBIX 33/1a4.

[Toctpoenne auarpamm u rpaduKoB B 31eKTpoHHBIX Tabmunax MS Excel. Co3nanue
BH3YaJIbHBIX HOCHUTENEH nHpopMaIuu (pe3eHTaIun).

C

03/IaHHE U PEIAKTUPOBAHUE CTPYKTYPBI OTHOTAOIUIHON Oa3bl JAaHHBIX

y‘leHI/IKOB/BOCHI/ITaHHI/IKOB.

C

aMoCTOsITeNIbHAs paboTa

1

[TonroroButh npezentanuto «lIpeacrapienue JaHHBIX B BUJIE TPapUKOB U TUarpaMmm
B TaOJIMYHOM IMTPOLIECCOPE

[TonroroBuTh npe3enrtanuio «Pa3paboTka npe3eHTanuii B peJakTope Npe3eHTalni»

Tema 2.2
HuTeniexkryanb
HbIe CHCTEeMBbI
00padoTKN
uHopmanuu.

oJiep)KaHKie y4eOHOro MaTepHraia

Cucremsbl paciioO3HaBaHHA TCKCTA U PCUH

N R AN

[TporpaMMbI-TiepeBOTUNKN

[IpakTrueckue 3aHATHS
[IporpammebI-niepeBoJUMKH. BO3MOXXHOCTH CHCTEM PaciO3HABAHMS TEKCTOB

C

aMOCTOSITeNIbHAs paboTa

IToaroroButh pe(bepaT «CucreMbl paclio3HaBaHWA TCKCTA U pCUM»

ITonroroButk pedepat «IIporpaMMbI-nepeBO UMK

Tema 2.3
HNudpopmannoHH
0-CIIPABOYHbIE
CHCTEMBI.

oJiep:kaHre y4eOHOTro MaTepuana

WndopmannonHo-cnpaBoyHast cucrema «Koncynprant Ilmrocy

NP AN -

WndpopmanmonHo-cnpasoynas cucrema «[CAPAHT)

IIpakTrueckue 3aHATHS

[Touck peneBaHTHON MHGOPMAIIUU C UCIIOJIB30BAHUEM CIIPABOYHON MH(OPMAIIMOHHO-
norckoBoi cuctemsl Koncynsrant ITnroc

[Touck peneBaHTHON MHGOPMAIIUU C UCIIOJIB30BAHUEM CIIPABOYHON MH(OPMAIIMOHHO-
norckoBoi cuctemsl 'APAHT

C

aMOCTOSITeNIbHAs paboTa

1

[ToarotoButk pedepat «PaboTa B MHGOPMALIMOHHO-CIIPABOYHOM CUCTEME»
«Koncynprant [1mrocy

2

[ToaroroButh pedepar «Pabora B MHGOPMAIIMOHHO-CIIPABOYHOMN CHCTEME
«"APAHT»

Tema 2.4
IIporpamMmmHubIie

C

oJiepikaHre yueOHOTro MaTepuana

1

‘ WNHuTtepHeT-nopran «/IHEBHUK.PY»
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cpeacTBa 1Js
ylnpasJieHUs
y4eOHbIM
MPOLECCOM.

2 | IIporpamMmHBIE CpeICTBA AJIS YIIPABICHUS YI€OHBIM ITPOIIECCOM.
1C: lIIxoma

3 | CereBoii ropoa. O6pa3oBanue

[Ipaktuueckue 3anstust: 1C: kona. MaTepuer-nopran «/{neBHuk.py». CeTeBoi ropos.
O6pazoBanue

CamocrosTenpHas pa60Ta

1 ‘ [ToaroroButh pedepar «MHTEpHET-TIOPTAN «/{HEBHUK.pY»

2 | IlogrotoButh pedepar «lIporpammHbIe CpeACTBa MJs  YIPaBJICHUS Y4COHBIM
nporieccom 1C: IIkomnan

3 | [lonroroButk pedepat «CereBoit ropoa. O6pa3oBaHue»

Paznen 3.

Ilenaroruueckue MporpaMMHLbIC CPECACTBA M MYJbTUMEIUA

34

Tema 3.1
MyabTHMeIHIHH
ble o0y4aromme

CHCTEMbI.

Copep:xanue yueOHOro MaTepuana

1 | Ilousarue mynsTuUMenna. Ilcuxopusnonornueckue 0COOCHHOCTH BOCIIPUSTHUS
ayJIMOBU3YalIbHON MH(OpMaLIUU.

2 | Tunsl MyJIbTHMEIUHHBIX OOpPa30BATEILHBIX PECYPCOB.
TexHuueckue M NMpPOrpaMMHbBIE CPEJICTBA MYJIbTUMEIHUA.

3 | Meroauueckue W ICHXOJIOrO-NENAarOrMYecKHe  acHeKThl  HCIOJIb30BAaHUS
MYJIbTHMENA PECYPCOB B yU€OHOM IIpOLECCE.

11

[IpakTnueckue 3aHATHS

Pa3paboTka cuieHapust 3aHITHSI ¢ UCIIOJIb30BaHUEM MH(GOPMaIlMOHHO-
KOMMYHMKAI[UOHHBIX TEXHOJIOTHH .

TexHuka MyJIbTUMEANA: MYJIBTUMCIHUAIIPOCKTOP, MHTCPAKTUBHAA NOCKA, TOKYMCHT
Kamepa.

Coznanue MynbTUMEIUIHHOTO BUJIEOPOJIMKA U pa3MellleHue ero B ceTd HTepHeT.

CaMocrosTenbHas pa60Ta

1 \ Co3zanne KpoccBopa

Tema 3.2
Ileparornueckn
e IporpaMMHbIe

cpeacTBa

Copep:xanue yueOHOTo MaTepuana

1 | 3HakoMcTBO ¢ 0a30BBIMH TOHATUAMH POOOTOTEXHUKH

2 | MonTax Buzeo B nporpamme Movie Maker

3 | Co3nanme JIeKTPOHHOI0 y4eOHUKa

12

N
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[IpakTryeckue 3aHATUS 6
CMOHTHPOBATh U NIPEACTABUTH BHIICOPOITHK

[ToaroToBUTH (parMeHT BHEYPOUHOTO 3aHATHS C HJIEMEHTaMU POOOTOTEXHHUKH.
(HampaBJIeHHE HA BBIOOP CTY/ICHTA)

CamocrosTenbHas padora 6
1 | IloaroToBUTH KOHCIIEKT ypOKa.

2 | Co3ganue KpoccBopa

Hroro:

96

J1s XapakTepUCTUKH YPOBHS OCBOSHHSI YU€OHOTO MaTepraia UCTIONb3YyIOTCS CIEAYIOINEe 0003HAYCHHS:

1. — o3HakoMUTENBHBIHN (Y3HaBaHUE paHee U3yUYEHHbIX 00BEKTOB, CBOMCTB);

2. — pEeNpOAYKTHUBHBIHN (BBITOIHEHUE JIEATSILHOCTH 10 00pa3Ily, HHCTPYKIUH WIH O] PyKOBOJCTBOM)

3. — IPOAYKTUBHBIH (IUTAHUPOBAHUE U CAMOCTOSTENILHOE BBIIIOJHEHHE AEATEIIbHOCTH, pellieHHe TPOOIEMHBIX 3aj1a4)

12




2.3 UnTepakTuBHBIE (POPMBI 3aHATH I

Ne Bun HNuTepakTUBHAsA
Tema 3ansaTus
n/n 3aHATHA popma
1 [Tpumenenue nporpamMmmusix cpeacts MS Office B NHTtepakTuBHOE
J
o0pa3oBaHUU BBICTYIUIEHUE
2 Mudopmanuus u MHGOpPMaMOHHBIE IIPOLIECCHI J bunaphas nexuus
[TporpamMMHBI€ CpEACTBA IS yIPaBICHHS YI€OHBIM
3 113 Juckyccus
IPOLIECCOM
«Mo3srosou
4  |MudopmanroHHas 6€30MacHOCTb U €€ COCTABIISIOIINE 113
ITYPM»
[IporpaMMHOe obecrieueHre peanu3aliu
5 113 Pabora B rpynnax
MH(OPMaLIOHHBIX ITPOLIECCOB
6 |MHbopMaOHHO-CIIPABOYHbIE CUCTEMBI JI bunapHnas nekuus
[Tpumenenue nporpamMMHsIx cpesnctB MS Office B
7 I13 Pa6ota B rpymnmnax
00pazoBaHUHU
8 [[lemarormueckue MpOrpaMMHBIC CPEICTBA 113 Juckyccus
9 [[lemaroruyeckue NporpaMMHbIE CPEJICTBA I13 Pa6ota B rpymnmnax
HNHTepakTuBHOE
10 MynbpTUMenuiiHbIe 00YYaroIIie CUCTEMBI JI
BBICTYIUICHHE
11 |[lemarormyeckue nporpaMMHbIE CPEACTBA 113 Pa6ora B rpynmax
[I[puMeHeHre KOMMYHHKAIIMOHHBIX TEXHOJIOTUN B
12 JI bunapnas nexmus
00pazoBaHUN
13 |[Mudopmarus u HHPOPMAITHOHHBIC TPOIIECCHI 113 Pabota B rpynmax
[IporpamMMHBIe CpeaCcTBa Ui YIPaBIEHHUs Y4eOHBIM
14 I13 Pa6ota B rpymnmax
IPOLIECCOM
15 |[MudopmanmonHast 6€30MaCHOCTh U €€ COCTABIISIONINE 113 Huckyccus
[IporpaMMHOe obecrieueHre peanu3aliu
16 I13 Pabota B rpymmax
WH(}OPMaLMOHHBIX MTPOIIECCOB
17 [MudopmManioHHO-CIpaBOYHBIE CUCTEMBbI J Bunapnas nekuus
[Ipumenenue nporpamMmmHubix cpeacts MS Office B
18 113 Pab6ota B rpymnmax

o00pa3oBaHUU




19 [MHTennexTyanbHble CUCTEMBI 00pabOTKM HHpOpMALIUN 113 Pabota B rpymnmax

OCHOBBI COBPEMEHHBIX KOMMYHUKAIIMOHHBIX WuTepakTuBHOE
20 J
TEXHOJIOT Ul BBICTYIIJICHHE
21 (MynsTUMeauiiHbIE 00YYarOIINe CUCTEMbI J bunapnas nekuus
22 |llenarornyeckue NporpaMMHBIE CPEICTBA 113 Huckyccus
23 (MynsTUMeauiiHbIE 00yYarOIINe CHCTEMbI J bunapnas nekuus
24 MudpOopMannOHHO-CIIPABOYHBIE CHCTEMBI 113 Pabota B rpymnmax
[Tpumenenne nporpaMmusbix cpeacts MS Office B
25 I13 Pabota B rpymnmax
00pazoBaHUU
26 |HTemeKTyaabHbIe CUCTEMbI 00paboTKH HH(pOpMAITHH 113 Huckyccus
27 MynbTuMenuitHbIe 00YJatOIe CUCTEMBI 113 Pabora B rpynmnax

3 YCJOBUS PEAJIM3AIIMA YYEBHOM JUCIUIIJIAHBI

3.1 TpeGoBaHusi K MHMHHMAJIBbHOMY MAaTEPHAJbHO-TEXHHYECKOMY
o0ecre4YeHuIo

Jlnist peanuzaruu mporpammbl yueoHou aucuumivabl « EH.02 Mndpopmartrka
U UH(OPMALMOHHO-KOMMYHHUKAIIMOHHBIE TEXHOJOTMU B MNPOPECCUOHATBHON
NEeSATENIbHOCTH» MpeAycMOTpeHa jaboparopus MHGOPMATUKUA M UHPOPMAIIMOHHO-
KOMMYHUKAIIMOHHBIX TEXHOJIOIHI, OCHAIEHHAS CIIEYIOUUM 000PYyI0BAaHUEM

— aBTOMAaTU3UPOBAaHHOE padouee MECTO MpenoAaBaTedsi B COCTaBe
(mepcoHanbHBIA KOMIBIOTEP, MPOEKTOP, MHTEPAKTUBHAS 10CKA);

- MapKepHas 10CKa; KOMIUIEKTbI KOMIIBIOTEPHBIX KOMILIEKTYIOIUX IS
npousBeneHuss cOOpku, pa3dopku u  cepBucHoro obcayxuBanus 1K
Y OPI'TEXHHKH,;

- cToil  nabopaTopHbld 1t cepBuUcHOro  oOcmyxuBanust 1K
C 323€MJICHHEM M 3aIIUTON OT CTATUYECKOrO HAMPSKEHUS.

1 y4eOHO-HArISAHBIM TOCOOUEM:

— IIPE3EHTALUN.

3.2 UndopmannonHoe odecnevyeHne 00yueHust
IlepeyeHb pexoMeHIyeMbIX Y4eOHbIX wu3aHuii, VIHTepHeT-pecypcos,
JAOIOJHUTEJbHOM JIUTePaTypPbl

OcCHOBHBIC HCTOYHUKH
1. ["aBpunioB, M. B. UndopmaTuka n mHbOpMAIIMOHHBIE TEXHOJIOTHH :
y4eOHUK Ut cpennero mpodeccruonansHoro oopasosanust / M. B. T'aBpuios, B.
A. KmumoB. — 4-e usnanue, mepepabOTaHHOE W JOMOJTHHUTENbHOe — MockBa :

WspatensctBo  FOpaitr, 2019. - 383 c¢. - URL: https:/biblio-
online.ru/bcode/433276 — ISBN 978-5-534-03051-8. — TeKcCT : 371€KTPOHHBIH.

2. Hosoxumnos, O. II. Hadopmatuka : y4yeOHHUK [JII CpPEIHETO
npodeccuoHanbHoro obpazoanus / O. II. HoBoxwunoB. — 3-e¢ wu3znanue,
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nepepaboTaHHOE U monojiHeHHoe. — MockBa : U3parensctBo FOpaiit, 2019. — 620
c. — URL.: https://biblio-online.ru/bcode/427004 — ISBN 978-5-9916-8730-0. —
TeKCT : BIEKTPOHHBIM.

ﬂOHOJ’IHI/ITeJIbeIe HCTOYHHKH

1. Cogeros, b. S. UndpopManinoHHbIe TEXHOJIOTHH : YYEOHUK JJII CPETHETO
npodeccuonansHoro obpaszosanus / b. SI. Coseros, B. B. IlexanoBckumii. — 7-¢
u3anue, rnepepaboranHoe W gomojHeHHOe. — MockBa : U3marenscTBo HOpaiir,
2019. — 327 c. — URL.: https://biblio-online.ru/bcode/433277 — ISBN 978-5-534-
06399-8. — TekcT : 3MeKTPOHHBIH.

2. Kynpusinos, J[. B. Mudopmarmonnoe obecrieueHune mpodeccnoHanabHOM
JESTENIbHOCTH : Y4YEOHMK W TPAKTHKYM /IS CpPEIHEro MpoQecCHOHATBHOTO
obopazoBanus / JI. B. Kynpusnos. — Mocksa : UznatensctBo HOpaiit, 2019. —
255 c. — URL.: https://biblio-online.ru/bcode/434578 — ISBN 978-5-534-00973-6. —
TeKCT : 2JIEKTPOHHBIN.

4. KOHTPOJIb 1 OIEHKA PE3YJIbTATOB OCBOEHUA
YYEBHOU JUCHIUITJIMHbI

KoHTponb W oOIleHKa pe3yJabTaTOB OCBOCHHS YYEOHOM JUCIUILIMHBI
OCYIIECTBIISIETCSL TIPEMOJABATEIIEM B IIPOLECCE TMPOBEACHUSA MPAKTHUYECKUX
3aHSATHM, TECTUPOBAHUS, a TAK)KE BBITIOJHEHHUS 00YUYarOITUMUCS WHIUBHUIYaTbHBIX
3aJlaHuM, IPOEKTOB, UCCIICIOBAHUH.

Pe3yabTaTsl 00yyeHus ®opMBbI U METO/IbI KOHTPOJISAA M OLIEHKH
(ocBOCHHBIC YMEHHUSI, YCBOCHHbIC 3HAHUSA) pe3yJIbTATOB 00Y4YCHHS
ymems:
— CO6J'II-OI[8.TI> InpaBujia TECXHUKHN 0€30I1aCHOCTH U | — HpaKTI/I‘IeCKOG 3aaHHuC,
THT'UCHUYCCKUC PEKOMEHAAIINN npu | — KOHTpOJ'IBHaSI pa60Ta;
UCTIOJIb30BaHUN Cpe/CTB uHpopmanuoHHo- | — CamocrosTenbHas pabora.

KOMMYHUKaIIMOHHBIX TexHojoruil (nanee - UKT) B
npodecCHOHAIBHON e TebHOCTH;

—  co3JaBaTh,  pelakTHpoBaTh,  odopmisTh, | — [IpakTHdeckoe 3ananue;
COXPAaHSTb, nepeaaBaTh nHpopmarmonHele | — KoHTponbHas pabora;
00BEKTBl  pa3iM4yHoro Tuma ¢  nomombio | — CamocTosTenbHas padboTa.

COBpeMeHHI)IX I/IH(i)OpMa]_II/IOHHBIX TeXHOJ’IOFI/Iﬁ JJIA
obecrieueHrs 00pa30BaTEILHOTO MPOIECCa;

— OCYWIECTBIATH OTOOp oOywarommx mporpamm B | — [IpakTtnueckoe 3aganue;
COOTBETCTBMM C  Bo3pactoM W  ypoBHeM | — KoHTponbsHas pabora;
TICUXUIECKOTO paseutmst | — CamocTosaTensHas padoTa.
00y4arouXCcs/BOCITUTAHHUKOB,;

— HCIIONIb30BaTh CEpBHCHI W WHpopMarmonHble | — [IpakTudeckoe 3amaHue;
pecypchl unpopMmaimonto- | — KoHTponbHas pabora;
TEJIeKOMMYHHKAIMOHHON cetn «HTepHeT» (nanee | — CamocTosTenbHas padora.
- cerb HMHrepHer) B  mpodeccuoHanbHON

JIeSITEIIbHOCTH;

3Hamb:

— mpaBwia  TeXHWKH  Oe3omacHoctu  u | — [IpakTudeckoe 3amaHue;
TUTUCHUYCCKUC Tpe6OBaHI/IH IIpyU HWCIIOJIB3OBAHUMH | — TeCTI/IpOBaHI/Ie;

15


https://biblio-online.ru/bcode/427004
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cpenctB UKT B oOpa3oBaTensHOM TpoIiecce; — KonrponbHas paboTa.

- OCHOBHBIE TEXHOJIOTHH co3manus, | — Ilpaktnueckoe 3ananue;
penaktupoBaHusi, odopmieHus, coxpaHeHus, | — TecTupoBanue;

nepenayn M NoucKa MHPOPMAlMOHHBIX 00BEKTOB | — KoHTpombHas pabora;
pa3jIn4yHOro  TUIla (TCKCTOBBIX, Fpa(l)I/I'-IeCKI/IX, —  CamMocTosTenbHas pa60Ta'

YHUCIIOBBIX W TOMY TMOJOOHBIX) C MOMOIIBIO
COBPEMEHHBIX NMMPOTPAMMHBIX CPEJICTB;

— BO3MOXHOCTH HCIIOJIB30BaHUA PECYPCOB CETU | — HpaKTI/II‘IeCKOC 3a1aHHUC,
I/IHTepHeT JJIs1 COBCPHICHCTBOBAHUA | — TeCTHpOBaHI/IC;
poeCcCHOHATBHON NEATENBHOCTH, | — KoHTposibHas paboTa;
HpO(l)eCCI/IOHaJ'IBHOFO M JTHMYHOCTHOI'O pPa3BUTHI, —  CamMocTosiTenbHas pa60Ta.
— ammapatHoc u IporpaMmMHOC obecrieuenue | — HpaKTI/IquKOG 3a1aHUC,
NNEPCOHAJIBHOTO KOMIIBKOTEpaA, IMPUMCHIACMOC B | — TeCTHpOBaHI/IC;
podeCCHOHATBLHOM JIEATENLHOCTH —  KouTtponsHas paboTa;

— CamocrosTenpHas pabora.

5 METOAUYECKHUE PEKOMEHJAIINY ITO OPTAHU3ALIAN
CAMOCTOATEJBHOU PABOTHI OBYYAIOILIINXCA

OcHoOBHasi 1eJb CaMOCTOSTENIBHOW padOThl MO JAaHHOW JUCHUIUIMHE —
YCBOEHUE U 3aKPEIJIEHUE TEOPETUUECKUX 3HAHUU.

MemoouuecKkue yKazanusa no 6blnoaHeHu0 pegpepama

Pedepat (ot nat. refero — mokianpiBaro, coo0Ial0) — KPaTKoe H3JI0KECHUE
HAay4YHOM MpoOJIeMbl, pe3yJbTaTOB HAYYHOTO MCCIIEOBAHUSA, COJEpKAILIUXCA B
OJTHOM WJIA HECKOJBbKHUX MpPOM3BEACHUSX uaed u T. n. llensto pedeparuBHOiA
paboThl sABIAETCS NPUOOPETEHUE HABBIKOB PAaOOTHI C JUTEPATYpOU, 000OIIEHUs
JUTEPATYPHBIX UCTOYHUKOB M MPAKTUYECKOTO MaTepuasa Mo TeMe, CloCOOHOCTU
IPaMOTHO HW3JIaraTh BOIMPOCHI TEMBI, JIEJaTh BBIBOJABI. Pedepar momkeH HOCUTH
TBOPYECKHUI XapaKTEP, 3TO UTOT CEPHE3HOI0 UHTEIUIEKTYaIbHOTO TPYa.

Cooepoicanue pechepama

Pedepar, kak mnpaBuiio, JOMKEH COJEPKATh CIEAYIOIIUE CTPYKTYpPHBIC
AJIEMEHTHI:
. TUTYJIbHBIN JIUCT;
. COZIEpKaHUE;
. BBEJICHUE;
. OCHOBHAsl 4acCTh;
. 3aKJIIOYEHUE;
. CIIMCOK UCIOJIb30BaHHBIX UICTOUHUKOB;
. IPUJIOXKEHUS (TIPH HEOOXOUMOCTH).

[IpumepHblii 00BEM B MAIIMHOMUCHBIX CTPaHUIIAX COCTABIISIOIINX

pedepaTa npeacTaBieH B TabIuIIE.

PexomenmyeMblit 00beM CTPYKTYPHBIX JIEMEHTOB pedepaTa

~NoO ok~ WwN

KonmuectBo
HanmenoBanue yacreit pedepara CTpaHUIL
TUTYNbHBIN TUCT 1
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Conepxanue (C yKazaHUEeM CTPAHMIL) 1

BBenenune 2

OcCHOBHas 4acTh 15-20
3aKIIoueHue 1-2

CnuCOK UCMOJIB30BaHHBIX HCTOUHUKOB 1-2

[Tpunoxxenus bes orpannuenuii

B conepxanuu nmpuBOASTCS HAMMEHOBAaHUS CTPYKTYPHBIX YacTell pedepara,
rJlaB U maparpadoB €ro OCHOBHOM YacTH C yKa3aHUEM HOMEpa CTpPaHUIIbI, C
KOTOpOW HAuMHAETCsl COOTBETCTBYIOIIAs 4YacTh, INaBa, maparpad. Bo BBenenun
maeTcss oOmasi XapakTepucTthka pedepata: OOOCHOBBIBACTCS AaKTyaJIbHOCTH
BBIOPAHHON TEMBI; ONpenesaeTcsa Ueidb padoThl U 3aa4M, MOAJIEKANUE PELICHUIO
Ui €€  JOCTHDKCHMS; ONHUCBHIBAIOTCA OOBEKT M NIPEeIMET HCCIEIOBaHUsA,
uH(popMmanmoHHass 0a3a MHCCIEOBAaHUSA, a TAaKXKE KpPAaTKO XapaKTepU3yeTcs
CTpyKTypa pedepara no riaaBaM. OCHOBHAs 4acTh JIOJKHA COJAEPKATh MaTepHall,
HEOOXOJUMBIA [UIsl JOCTHXKEHHS TIOCTaBICHHOM WENM M 33/]ad, PELIacMbIX B
npoluecce BbINoaHeHus pedepata. OHa BKIItOYaeT 2-3 r1aBbl, Kaxaas U3 KOTOPbIX,
B CBOIO ouepenb, Aenutcs Ha 2-3 maparpada. CopepkaHue OCHOBHOM dYacTu
JIOJDKHO TOYHO COOTBETCTBOBATH TEME NPOEKTA M IOJHOCTBIO €€ pPacKpbIBaTh.
['maBel u maparpadbl pedepaTa TODKHBI pPACKpPhIBaTh ONMUCAHUE pEIICHUS
IIOCTaBJICHHBIX BO BBeJIEHUU 3a7ad. [loaTomMy 3aronoBku riaB u naparpagos, Kak
NpaBuiIO, JOJDKHBI COOTBETCTBOBaTh IO CBOEW cyTH (HOpPMYJIUMPOBKaM 3ajay
pedepara. 3aronoBka «KOCHOBHASA YACTDb» B conepxanuu pedepara ObITh HE
JOJDKHO. ['7maBbl OCHOBHOM 4acTh pedepara MOrYT HOCHTb TEOPETUUYECKHUH,
METOJI0JIOTHYECKUN M aHanuTH4YecKuil xapaktep. OOsi3aTtenbHbIM 11 pedepara
ABJIIETCSl JIOTUYECKas CBA3b MEX]y IJIaBaMU M TOCJIEOBAaTEIbHOE pPA3BUTHE
OCHOBHOM TE€Mbl Ha MPOTSKEHUU BCEH pabOThI, CAMOCTOSTEIBHOE H3JI0KEHUE
MaTepuana, apryMeHTUPOBAHHOCTb BBIBOJOB. Takxke o00s3aTelbHbIM SBISETCS
HaJIMYUE B OCHOBHOW 4acTu pedepara CCbUIOK Ha MCIOJIb30BAaHHbIE MCTOYHHUKHU.
N3noxkeHne HEOOXOAMMO BECTH OT TPEThero nuia («ABTOp Mojaraet...») JHOo
UCIIOJIb30BaTh O€3JIMYHbIE KOHCTPYKIIMU U HEONPEIEICHHO-INYHbIE MPEAJIOKEHUS
(«<Ha BTOpOM »3Tame wuccienyroTcsl CcleAylolue MoAXoabl...», «IIpoBeaeHHoe
UCCIIEJOBAaHUE IMO3BOJIMJIO JI0Ka3aTh...» M T.I.). B 3aKilOueHUU JIOTHUYECKU
NIOCJIEOBATEIBHO U3JIarat0TCs BBIBOJIbI, K KOTOPBIM MPUIIEN CTYACHT B PE3YyJIbTaTe
BBINIOJIHEHUS pedepara. 3akiIoUeHHUEe JTOJDKHO KPAaTKO XapaKTepU30BaTh PELICHUE
BCEX IOCTABJICHHBIX BO BBEJEHUU 33Ja4 U JIOCTHKeHHe 1enu pedepata. Crucok
MCITOJIb30BAHHBIX MCTOYHUKOB SIBJSIETCSI COCTABHOM YacThIO pabOThI U OTpa’kaer
CTENEHb M3yYEHHOCTH paccMarpuBaeMoi mpobseMbl. KonuyecTBO MCTOYHUKOB B
CIIUCKE OIpeensieTcsl CTYIEHTOM CaMOCTOSITeNbHO, nJsi  pedepata uUX
pekoMenyemoe konuuectBo oT 10 mo 20. Ilpu sTOoM B crucke o00s3aTENbHO
JOJDKHBI TIPUCYTCTBOBATh MCTOYHUKM, M3JaHHBIE B MOCIEIHUE 3 TOJa, a TaKkKe
HBbIHE JCHCTBYIOIIME HOPMATHUBHO-IIPABOBBIE AKTHI, PETYJIHPYIOLIUE OTHOLIEHUS,
paccmarpuBaeMble B pedepare. B mpunoxenus — cieayer  OTHOCHUTH
BCIIOMOT'aTENIbHBII MaTepuaj, KOTOPbId NpPH BKIOYEHUUM B OCHOBHYIO YacTb
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paboThI 3arPOMO’KIAET TEKCT (TaOJIUITBI BCIOMOTATENBHBIX JTAHHBIX, HHCTPYKITUH,
METOAUKH, GOPMBI JOKYMEHTOB U T.I1.).

Ogopmnenue pechepama

[Ipy BBIMOJHEHUU BHEAYAUTOPHOM CaMOCTOSITENBHOW pabOThl B BHJE
pedepara HE0OX0AMMO COOJIOIATH CIICAYIOIINE TPEOOBAHUS:

— Ha OJHOU cTOpoHe JucTa Oemoit Oymaru popmara A-4

— pasmep mpudra-14; Times New Roman, user - yepHbIit

— MEXIYCTPOYHBIM UHTEPBAJ - OJUHAPHBIN

— MOJisl Ha CTpaHUIE — pa3Mep JEeBOro mojsi — 2 cM, mpaBoro- 1 cwm,
BEPXHET0-2CM, HH>)KHETO-2CM.

— 0T¢hOpMaTUPOBAHO IO IHUPUHE JTUCTA

— Ha MepBOM CTpaHUIIE HEOOXOUMO U3JI0KUTH TUIaH (CoAepKaHne) padoThl.

— B KOHIIE paboThl HEOOXOAUMO YyKa3aThb MCTOYHUKH HCIOJIb30BAHHOM
JUTEPATYPHI

— HyMepalus CTpaHUIl TeKCTa

COucok UCHOJB30BaHHBIX HUCTOYHUKOB JIOJKEH (OpPMUPOBATHCS B
andaBUTHOM TOpAJKE MO (pamMuiiuKd aBTOPOB. JluTepaTypa OOBIYHO TPYIIIUPYETCS
B CIIMCKE B TAKOH MOCIEA0BATEIbHOCTH:

1. 3aKkoHOMATEIBPHBIE W  HOPMATHBHO-METOIMYECCKHE  JTOKYMEHTHI U
MaTepHabl;

2. cliealibHas Hay4yHash OTEUECTBEHHass M 3apyOekHas JMTeparypa
(MoHOrpadum, yaeOHUKHU, HAYYHBIE CTaThU U T.I1.);

3. CTaTUCTUYECKHE, HMHCTPYKTUBHBIE U OTUETHBIE MaTepUalIbl MIPEANPUITHH,
OpraHu3alvi U YUYPEKICHUM.

BxirtoueHHast B CIMCOK JIUTEpaTypa HyMEPYETCsl CIUIOIIHBIM TOPSIKOM OT
MEepBOTO JI0 TOcleqHero HasBaHus. [lo kaxaoMy IuTepaTypHOMY HCTOYHUKY
yKa3bIBaeTCs: aBTOp (WJIM Tpylia aBTOPOB), MOJHOE HAa3BAaHWE KHUTU WM CTaThH,
MECTO M HAMMEHOBAHHWE W3/ATENbCTBA (11 KHUT U OpOLIOp), TOJ W3AAHUS; JUIs
KYpHAJIBHBIX CTaT€ yKa3bIBaeTCsl HAMMEHOBAHUE >KypHaJia, TOJ BBITyCKa H
Homep. [lo cOopHuKaM TpyAOB (cTaTeil) yKa3blBa€TCsl aBTOP CTAaThH, €€ Ha3BaHUE U
Jlajriee Ha3BaHWE KHUTH (COOPHUKA) U €€ BBIXOJAHBIEC JaHHBIE.

[Ipunoxenus cieayer opopMIsITh KaK NPOJOJDKEHHE pedepara Ha €ro
nocienyroumx crpanuinax. Kaxmoe npuiaokeHwe AOHKHO HAYMHATHCS C HOBOM
cTpanuiibl. BBepXy cTpaHuIlbl cripaBa ykasbiBaeTcs ciioBo «lIpunoxxenue» u ero
Homep. [lpunokeHue JOMKHO HMMETh 3arojIOBOK, KOTOPBIM pacroiaraercs Io
IEHTPY JIUCTa OTIEIBLHOM CTPOKOW W TMedaraeTrcs MPONUCHBIMUA OyKBamu.
[Ipunoxenuss cruemyeT HyMepoBaTh TOPSAAKOBOM HyMmepanuein apabcKkumu
nmudppamu. Ha Bce mnpminokeHHss B TEKCTe pPaOOTHl JIOHKHBI OBITh CCHUIKH.
Pacrionarate mpwiIoKeHUs CIEIyeT B TMOPSAKE TOSBICHUS CCBHUJIOK Ha HHUX B
TEKCTe.

MemoouuecKkue ykazanusa no no020maoseKe npe3enmayuil

KoMmbroTepHyto  Mpe3eHTalio,  COMPOBOXKAAIONIIYIO  BBICTYIUICHHE
JOKJIaTuuKa, yaoOHee BCEero MoJAroToBuTh B mporpamme MS PowerPoint.
[Ipe3eHTanuss Kak JOKYMEHT TMpEICTaBIseT COOOW  MOCIEA0BATEIbHOCTh
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CMEHSIOIIMX Jpyr Jpyra CclaiioB - TO €CThb SJIEKTPOHHBIX CTPaHUYEK,
3aHMMAIOUIUX BECh AKpaH MOHHUTOpa (0e3 MPUCYTCTBUS MaHEJIEH MPOrpamMmbl).
Yamie Bcero AeMOHCTpalusl MpPE3EHTAIMM MPOeUUpyeTcss Ha OOJBIIOM 3KpaHe,
pexe — pazgaercsi coOpaBIIMMCS Kak MedaTHbId Marepuan. KonnuecTBo ciaiiios
aJICKBaTHO COJIEP’KaHUIO U TIPOJOJKUTEIBHOCTU BBICTYIUICHUS (HampuMmep, I S-
MUHYTHOTO BBICTYIUICHUS] PEKOMEHAYETCS UCII0NIBb30BaTh He Oosee 10 ciaiiioB).

Ha nepBom cnaiine o0s3aTenbHO MTPENCTABIACTCS TEMa BBICTYIUICHUS U
cBeneHust 00 apropax. Creayromue ciaaiiibl MO)KHO OJATOTOBUTbH, UCIIOJIB3YsI JIBE
pa3JIMYHbIC CTPATETUU UX TOJATOTOBKH:

1 crparerusi: Ha ciaifpl BBIHOCUTCA OMOPHBIM KOHCIIEKT BBICTYIUICHUS U
KJIFOUYEBBIE CJIOBA C TEM, YTOOBI MOJIb30BATHCS UMM KaK IJIAHOM JIJIS1 BBICTYIUICHUSI.
B sToM ciydae k crnaiiiam NpeabaBIIsIOTCS CIEIyIOIe TpeOOBaHUS:

— 00BeM TeKCcTa Ha cliaiiie — He 0oJbIle 7 CTPOK;

— MapKUPOBAHHBIA/HYMEPOBAaHHBIM CIIMCOK  COACPXKUT He Oonee 7
AJIIEMEHTOB;

— OTCYTCTBYIOT 3HAKU IMYHKTYallMd B KOHIIE CTPOK B MapKUPOBAHHBIX U
HYMEPOBAHHBIX CITUCKAX;

— 3HayuMMas UHPOpPMaIKs BBIIEISETCSA C TIOMOIIBIO 1BETa, KerJs, 3¢ (HEeKToB
aHUMAIINH.

Oco0060 BHUMATEIBHO HEOOXOIUMO TTPOBEPUTH TEKCT HA OTCYTCTBUE OIIMOOK
u orneyaTok. OCHOBHas omuOKa MPU BHIOOpPE JTAHHOW CTPATErMH COCTOUT B TOM,
YTO BBICTYIAOLIME 3aMEHSIOT CBOKO p€Ub UTEHHEM TEKCTa CO CIANIOB.

2 cTparerus: Ha Cllaiiipl momMemaercs (GpaxkTuyeckuili matepuain (TaOiaulbl,
rpaduku, dororpaduu U Mmp.), KOTOPHIMA SBISETCS YMECTHBIM M JOCTATOUYHBIM
CPEACTBOM  HATJIAIHOCTH, TOMOTaeT B  PACKPBITUM  CTEPXKHEBOW  HJCH
BBICTYIUIEHUd. B 3ToM ciywae K crnaiijaMm MOpeIbsABISAIOTCS — CIEIYIOLIUE
TpeOOBaHMUS:

— BBIOpaHHBIE CpeACTBA BU3yanu3anuu uUHPopManuu (TabIUIbI, CXEMBI,
rpaduKy U T. JI.) COOTBETCTBYIOT COJICPKAHUIO;

— WCTOJb30BaHbl  WJUTFOCTPAIIMM  XOPOIIEro  KadecTBa  (BBICOKOTO
paspenieHusi), ¢ UYeTKHUM H300pakeHWeM (KaKk TMpaBWIoO, HUKTO U3
MPUCYTCTBYIOIIMX HE 3aMHTEPECOBAH BUUTHIBATHLCS B TEKCT Ha BaIUX Cllaliiax u
BCMATPUBATHCS B MEJIKUE UILTIOCTPALIUN);

MakcumanbHOE KOJIMYECTBO TpaduuecKkoid HHPOpMaluy Ha OJHOM Cllaiijie —
2 pucyHka (pororpadun, cXxeMbl U T.J1.) C TEKCTOBBIMU KOMMEHTapHsIMu (He OoJiee
2 cTpok K Kaxnaomy). Hambonee BaxkHas MHpOpMalMs JOJIKHA pacroiaratbcs B
LEHTpPE dKpaHa.

OOGbruHbBINA craita, 6e3 23¢p(HEeKToB aHUMAIIMK JOJDKEH JEMOHCTPUPOBATLCS Ha
skpane He MeHee 10 - 15 cexyHna. 3a MeHblllee BpeMs IPUCYTCTBYIOIIME HE YCTIEET
OCO3HATh CoAepxkaHue cranaa. Ecim kakas-To KapTUHKA NOSIBUJIACh HA 5 CEKYH/I, a
MOTOM TYT K€ CMEHWJIACh JIPYroil, TO ayAUTOPHUSI OYJIET CUUTATh, YTO JOKIATIHK
ee moxaronsier. OOpatHOro (MO3UTUBHOTO) 3h(dHEeKTa MONKHO JOCTUTHYTH, E€CIH
JOKJIQTYMK TIPOJUCTHIBAET MHOXKECTBO CIAWJIOB CO CIIOKHBIMH TaOMUIAaMU U
auarpaMMaMH, TOBOpss Ipu 3ToM «BOT TyT MNOpUBEIEH pa3HOro poja

19



8CNOMO2ameNbHblli MATEPUAL, HO sI €r0 X0Uy MPOMYCTUTh, YTOOBI HE MeperpyKaTh
BBICTYIUIEHUE NTOAPOoOHOCTAMIY. [IpaBna, Takol puem enath B Hauaie U B KOHYe
MIPE3EHTAMN — PUCKOBAHHO, ONITUMAJIbHBIM BAPUAHT — B CEPEAUHE BBICTYILJICHUS.

Eciu na cnaiine mnpuBOAMTCS CIOXKHAs JuarpaMma, €€ HeoOXOAUMO
IpeBapUTh BBOJHBIMU CiioBaMH (Harpumep, «Ha 3Toil nuarpamMmme mpuBOIUTCS
TO-TO U TO-TO, 3€JICHBIM OTMEUEHBbI MOKa3aTeld A, CHHUM — mokazarenu by), ¢
TE€M, 4YTOOBI JlaTh BpeMsl ayAUTOPUU Ha €€ PACCMOTPEHHE, a TOJbKO 3aTeM
MPUCTYNaTh K ee 00cyxkaeHnto. Kaxaplil cnaiif, B CpeIHEM JOJKEH HAaXOAUThCS
Ha sKkpaHe He MeHbmie 40 — 60 cekyHn (0e3 ydera BpEMEHHM Ha CIy4ailHO
BO3HHKIIEE 00CYykJeHue). B CBsI3M ¢ 3TUM JIydllle HACTPOUTH MPE3CHTALIMIO HE Ha
aBTOMATUYECKUI MTOKA3, a HA CMEHY CJIaliJI0B CAMUM JOKIAT4YUKOM.

Oco00 TuIaTeNIbHO HEOOXOAMMO OTHECTUCh K O(POPMIIEHHUIO MPE3CHTALMH.
Jlns Bcex ciaiioB MpPE3eHTAlMd 10 BO3MOKHOCTHM HEOOXOAMMO HCIIOIb30BATh
OJIMH M TOT k€ 1IabJ0H opOopMIIEHUS, KETJIb — JJI1 3ar0JIOBKOB - HE MEHbIe 24
MYHKTOB, NI HHGoOpMaluu - ajisi nHbopmanuu He MeHee 18. B npe3eHTanusax He
MPUHATO CTaBUTh I[EPEHOCHI B CIIOBAaX. SIpKHE KpacKW, CIOKHbBIE I[BETHbBIC
MIOCTPOCHUS, U3JHIIHIS AaHUMALUS, BBITPHITUBAIOIINN TEKCT WM WUTFOCTPALIUAS —
HE caMo€ Jyd4llee AOMOJHEHHE K HaydyHOMY AOKiany. TakKe HEKelaTelIbHbI
3BYKOBBIEC 2(DEKTHI B X0/ JEMOHCTPALIUU Mpe3eHTaIi. Hannydmmmu sBistoTcs
KOHTpacTHbIC 1[BeTa oHA U TeKcTa (Oeyblii POH — YEpHBIA TEKCT; TEMHO-CUHUN
(GOH — CBETJIO-KENThI TEKCT W T. A.). Jlydille He CMEmMBATH pPa3HbIE THUIIbI
mpu@TOB B OJHOM mpe3eHTauuu. PekoMeHayeTcss He  3J10yHnoTpeOisTh
MPONUCHBIMU OYKBaMHU (OHHM YUTAIOTCS XYKE).

HekoHTtpacTHbie craiabl OoynyT CMOTpPETHCS TYCKJIBIMU u
HEBBIPA3UTEIBLHBIMU, OCOOCHHO B CBETJIBIX ayIUTOPUsX. JJis Iydiieit opueHTanuu
B TIpPE3CHTAllMM 1O XOAY BBICTYIUICHUS Jydllle MPOHYMEpPOBaTh CJIAMIBI.
JKenarenwHo, 4TOOBI Ha ciaijax OCTaBaJuCh IOJA, HE MeHee 1 cM C Kaxaou
cTtopoHbl. BecromoratenpHast unopmaius (yopaBisifOlUe KHOMKH) HE JTOJDKHBI
npeo0iasarh HaJA OCHOBHOM HH(OpManuer (TEKCTOM, WLIIOCTPAIIUSIMH).
Hcnonb3oBaTh BcTpoeHHBIE 3G (HEKTHI aHUMAIUU MOKHO TOJIBKO, KOT/1a 0€3 3TOro
HE 000OUTHCH (HarpuMep, MOCISA0BATEILHOE TOSBICHUE YJICMEHTOB JHArPaMMBI).
JI1st akIieHTUpOBaHMsI BHUMAaHUSI Ha KaKON-TO KOHKPETHON MH(oOpMaluu ciaiia
MOYKHO BOCIIOJIb30BaThCS J1a3€PHOM YKa3KOM.

JlnarpaMMbl TOTOBATCS C MCIOJIb30BAHUEM MacTepa JuarpaMM TaOJIUYHOIrO
nporeccopa MS Excel. JIns BBOja YHMCIOBBIX JAHHBIX HCIOJIB3YETCS YHCIOBOM
dbopmar ¢ pazmenureneM rpynn pa3psgoB. Eciu maHHbie (MOANUCH JTaHHBIX)
SBJISIIOTCSL APOOHBIMU YHUCJIAMU, TO YHUCIO OTOOPaKAEMBIX NIECSITUYHBIX 3HAKOB
JIOJDKHO OBITh OJIMHAKOBO JIJIs BCEM TPYIIIBI ATUX JaHHBIX (BCETO psija MOAMucen
JaHHbIX). JlaHHBIE W TOJNMUCH HE JOJDKHBI HAKJIAJbIBATHCS JPYyr Ha Jpyra u
CIMBAThCS C TPAPUUIECKUMHU dJIeMEHTaMu AuarpaMMbl. CTpYKTYpHBIE AHArpaMMBbI
TOTOBSATCS TPH IMOMOIIM CTaHAAPTHBIX CpeACTB pucoBaHus maketa MS Office.
Ecmu mpu ¢opmaTtupoBaHuuM criaiiia €cTb HEOOXOJUMOCTH IPOIMOPIHOHAIBEHO
YMEHBIIUThL pa3Mep JuarpaMmbl, TO pazMep HIpU(PTOB PEKBU3UTOB JOKEH OBITH
YBEIMYEH C TAaKUM pacueToM, dYTOObl peaJbHOE OTOOpakeHne OOBEKTOB
JMarpaMMbl COOTBETCTBOBAJIO 3HAYCHUSM, YKa3aHHBIM B Ta0Onuie. B Tabnuiax He
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JOJKHO OBbITH OoJiee 4 cTpok U 4 cTONOLIOB — B MPOTUBHOM CIllydae JaHHbIE B
Tabnuie OyJIeT MPOCTO HEBO3MOXKHO YBUIETh. S4eiikM C Ha3BaHUSMH CTPOK U
CTOJIOIIOB M HanOoJiee 3HAYUMMbIE JAHHBIE PEKOMEH]TYETCS BBIACIATH LIBETOM.

Tabnuuynass wuHpOpManMs BCTAaBISIETCS B MaTepuayibl Kak Tabiuia
TekcToBoro mporueccopa MS Word win tabnuunoro mporeccopa MS Excel. Ipu
BCTaBKE TaOJUIIbI KaKk OOBEKTa M MPOMOPIMOHAIHLHOM HM3MEHEHHUU €€ pa3Mepa
peanbHBIM OTOOpakaeMblii pasmep mpudra JoJKeH ObITh He MeHee 18 pt.
Tabnupl 1 AUarpaMMbl pa3MEeNIaloTCsl Ha CBETIOM Wii O6eroM (oHe.

Ecnu Bel npennountaere BOCIOJIb30BATHCS TOMOIIBIO OriepaTtopa (4To TOxKe
BO3MOXXKHO), a HE JHUCTaTb CJIaiJbl CaMOCTOSTENIbHO, OYEHb IOJIE3HO
IPEeIyCMOTPETh CCBHUIKM Ha Claifpl B TekcTe nokiana («Cremyromuil chaiin,
MOXKAITYUCTA...»).

3aKJIIOUUTENBHBIN Cllaiil Mpe3eHTaluu, cojaepKamuii TekcT «Cracubo 3a
BHUMaHue» win «KoHemy, Bpsa U NOpuUeMiieM i [pe3eHTaIuH,
COINPOBOXAAIOIIEH IMyOJIMYHOE BBICTYIJIEHUE, IOCKOJbKY 3aBEpLICHHE II0Ka3a
CIIaliJIOB €Ille¢ HE SBISAETCS 3aBEpUICHHEM BbICTyIUIeHUs. Kpome Toro, Takue
claiifpl, Tak e Kak MU ciaing «Bompockl?», nyOIHUpyIOT yCTHOE COOOIICHUE.
OnTuMaabHBIM BapUAHTOM IPEJCTABISETCS TOBTOPEHUE MEPBOTO ClIaii/la B KOHIIE
IOpE3eHTAlUM, I[IOCKOJbKY JTO JlaeT BO3MOXHOCTh €II€ pa3 HalOMHUTh
CIIyIIATeNIIM TEMY BBICTYIUICHUS U UMS JIOKJIAYNKa U MO0 EPEUTH K BOMpOCaM,
71100 3aBEPIINTH BHICTYIICHHUE.

Jlns moxkaza ¢aiim mpe3eHTaluM HEO0OXOJWMO COXpaHUTh B dopmare
«lemonctpamuss PowerPoint»y (®aiin — Coxpanuth kak — Tun ¢aitna —
Hemonctpauust PowerPoint). B sTom ciyyae mnpe3eHTanusi aBTOMAaTHUYECKH
OTKPBIBAETCS B PEKMME IMOJHO3KpaHHOTO Tmokasza (slideshow) um caymarenu
n30aBJIeHBI KaK OT BHUJa paboyero okHa nporpammbl PowerPoint, Tak 1 oT moteps
BPEMEHHU B HayaJie Mokas3a mpe3eHTaIuu.

Memoouueckue ykazanus K 6bINOJIHEHUI) MECH 08

TecTbl M BONPOCHHKM JAaBHO HCIOJB3YIOTCS B Y4YEOHOM Ipolecce u
ABJISIOTCS d(DPEKTUBHBIM CPEACTBOM 00ydeHHs. TecTUpOBaHUE MO3BOJIAET IMyTEM
NoMcKa MPaBUILHOIO OTBETA U pa3zdopa NOMYUICHHBIX OIIMOOK JIy4Ille YCBOUThH TOT
uii uHOM wMarepuan. [Ipemmaraemble TeCTOBbIE 3aJaHus pa3pabOTaHbl B
COOTBETCTBHH C MpOrpaMMoi mo aucruruiniHe « MHpopManmoHHbie TEXHOJIOTHH B
po(heCcCHOHANBFHON JESTENIbHOCTH», YTO TMO3BOJISIET OICHUTHh 3HAHMS CTYJICHTOB
10 BceMy Kypcy. JlaHHBIE TECTBI MOTYT UCTIOJIB30BAThHCA:

— CTyJI€HTaMU TpU MOJATOTOBKE K 3aUeTy B (hOpMe CaMOTIPOBEPKH 3HAHUIA;

— TpenofaBaTeNsIMU  JUISI TPOBEPKH 3HAHWW B  KauecTBe  (POPMBI
MIPOMEKYTOUYHOTO KOHTPOJISI HA CEMUHAPCKUX 3aHSITHSIX;

— ISl MPOBEPKH OCTATOYHBIX 3HAHWM CTYJIEHTOB, U3YUHUBIIHNX JaHHBIA KypC.

TectoBble 3amaHus paccuMTaHbl Ha CaMOCTOSTENbHYIO paboty ©Oe3
UCTIONIb30BaHUsI BCIIOMOTATENbHBIX MaTepuanoB. To €CTh MpU UX BHITIOJHEHUH HE
ClIeyeT MOJIb30BaThCsl TEKCTAMU 3aKOHOB, yUeOHUKAaMU, JINTEPATYpOH U T.1.

J1J1s BBITIOJTHEHUST TECTOBOTO 33aJaHUs, TIPEXKJIE BCETO, CIEAYET BHUMATEIHHO
NPOYHUTATh TOCTaBICHHBINH Bompoc. [locie o3HaKOMIIEHHS ¢ BOMPOCOM CIIETyeT
OpUCTYyNaTh K MPOYTCHHIO TMpeAjaraéMblX BapHaHTOB oTBeTa. Heobxommmo
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MPOYUTATh BCE BAPHMAHTHI M B KA4YE€CTBE OTBETA CIEAYyeT BHIOPATH JUIIL OJUH
uHaekc (ummdpoBoe WM OyKBEHHOE OOO3HAYEHHE), COOTBETCTBYIONIUMN
NpaBUILHOMY OTBETY. TEeCThl COCTaBIEHBI TAKMM O0Pa30M, YTO B KaXJIOM U3 HUX
MPaBUJIBHBIM SIBJISETCS JUIIL OJAWH U3 BapuaHTOB. BeiOOp moimkeH ObITH clienaH B
M0JIb3y HanboJiee MPaBUIILHOTO OTBETA.

Ha BpImosiHEHWE TEcTa OTBOAUTCA OrpaHUYeHHOE BpeMms. OHO MOXKET
BapbUPOBAThCS B 3aBUCHUMOCTU OT YPOBHSI T€CTUPYEMBIX, CIOXKHOCTH M O0OBEeMa
tecta. Kak mpaBuiio, BpeMsi BBIIIOJHEHHSI TECTOBOTO 3aJaHUsS ONpPENEsieTcs W3
pacueta 30-45 cexyH] Ha OAUH BOIPOC.

Memoouueckue ykazanusa no pabdome ¢ KOHCHEKMOM U Y4eOHOU
aumepamypou

JUtst caMoCTOATENBHOM padOThl C TEOPETUUECKUM MAaTepUaioM y4eOHOH U
TEXHUYECKOMN TUTEpATypbl HEOOXOIUMBI YMEHHUs, OJ1aroiapsi KOTOPbIM MOXKHO 0e3
MOMOIIM TMpEenoAaBareyii TMOHATh M 3alOMHUTh HE3HAKOMBIM  MaTepuall.
OCHOBHBIMM ~ CUMTAIOTCA  CIEOYIOLIME: COCTABJICHUE KOHCHIEKTa,  ILJIaHA,
MOJATOTOBKa pedepaToB, MOKIAAOB. OTHU yMEHHUS MOXKHO Ha3BaTh OOIIUMH,
MOCKOJIbKY OBJIQJICHUE MMM Pa3BUBAET MBIILUICHHE OOYyYarolIUWXCsi, a 3HAYWT, B
OTIPEJICTICHHOW Mepe MoMoraeT (pOpMUPOBAHUIO YMEHHH, HEOOXOAMMBIX JIJIs
paboTel Cc TexHHuYecKodl mautepaTypoi. IlosTomMy wenecooOpa3HO HaYMHATH
oOydeHue CcaMOCTOSITEIbHOM paboTe C TEXHUYECKOW KHHUIOW C 3aKpEeryIeHUs U
Pa3BUTHUS YKa3aHHBIX YMEHUM.

[Ipexxne Bcero ciieqyeT Hay4uTh OOy4YaroIUXcs pa30upaTrbesl B CTPYKTYpE
KHHIY — OIJIaBJICHUH(HA3BaHUE TJI1aB, MaparpadoB, KOHTPOJIbHBIE BOIIPOCHI).

Memoouueckue pekomenoayuu no cOCMAagIeHuI0 ONOPHO20 KOHCHeKma

KoHcnekT, miaaH-KOHCHEeKT — 3To paboTa ¢ ApyruM HCTOYHUKOM. Llenp —
3a(UKCUPOBATh, IEpepadoTaTh TOT UM UHOM HAYYHBIN TEKCT.

KoHcnekT npeacTasisieT co00i JOCTOBHBIC BBITUCKHA U3 TEKCTa UCTOYHUKA.
[Tpu 3TOM KOHCIIEKT — 3TO HE IOJIHOE MEePEeNHChIBAaHUE YyXOro Tekcta. OObIYHO
IpU HANKMCAaHUU KOHCIIEKTa CHauyajla MPOYUTHIBAETCS TEKCT-UCTOYHUK, B HEM
BBIZICJISIFOTCSL ~ OCHOBHBIE  TIOJIOKEHMsSI,  TMOJOUPAIOTCS  NPUMEPBI,  HUIET
MEePEeKOMIIOHOBKA Marepuana, a Yxe 3areM OQOpMIISETCS TEKCT KOHCIEKTA.
KoHcrekT MOXKeT OBITh MOJIHBIM, KOT/Ia paboTa UAET CO BCEM TEKCTOM HMCTOYHHMKA
WM HETOJIHBIM, KOTJIJa UHTEPEC MPECTaBISAET KaKON-T1M00 OUH WM HECKOJIBKO
BOIIPOCOB, 3aTPOHYTHIX B HCTOYHUKE.

[InaH-KOHCHEKT mpeAcTaBisieT coOoM OoJsiee JeTalbHYI0 HPOPadbOTKY
HMCTOYHUKA: COCTABJISETCS MOJIPOOHBIN, CIOXKHBINA IJIaH, B KOTOPOM OCBEIAOTCS
HE TOJIBKO OCHOBHBIE BOIIPOCHI UCTOYHUKA, HO U YacTHbIC. K Kak10My yHKTY WU
MOANYHKTY TJIaHa MTOAOUPAIOTCS U BBIMUCHIBAIOTCS ITUTATHI.

KoHcriekToM — Ha3bIBaeTcs  KpaTKO€  IOCJENOBATENbHOE  U3JI0KECHHE
COJICpKaHMsI CTaTbU, KHUTH, JIEKIIMU. Ero OCHOBY COCTaBJSIIOT IJIaH, TE3HUCHI,
BBINIUCKHU, UTAThl. KOHCIIEKT BOCIIPOU3BOJIUT HE TOJIBKO MBICIH OpUTHMHAjA, HO U
CBSI3b MEXKIY HUMHU, B KOHCIEKTE OTPAKAETCS HE TOJIBKO TO, O YEM TOBOPUTCS B
paboTe, HO U YTO YTBEPHKIAETCA, U KaK JOKA3bIBACTCA.

CymiecTByIOT pa3HOOOpa3HbIe BUABI U CIIOCOOBI KOHCTIEKTUpOBaHUs. OHUM
3 HauOoyiee pPacHpOCTPAHEHHBIX SIBIISAECTCS, TaK HA3bIBAEMBINM TEKCTyaJbHbIN
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KOHCIIEKT, KOTOpPBIA MpEICTaBisIeT COOOM MOCIEAOBATENbHYI0 3alUCh TEKCTa
KHUTH WU JIeKIUU. Takol KOHCIEKT TOYHO IMepeAaeT JIOTMKY Marepuaia u
MaKCUMYM UH(OpMAaIIUH.

OO6muryro mocnaeaoBaTebHOCTh JACHCTBUN MPU COCTABJICHUHM TEKCTYalbHOTO
KOHCIIEKTa MOKHO OIPEACIIUTh TAKUM 00pa3oM:

1. VscHUTD LIeNU ¥ 33]]a4l KOHCTIEKTUPOBAHMUS.

2. O3HaKOMUTCS C TMPOU3BEJCHUEM B IEJIOM: MPOYHUTATH MPEAUCIOBUE,
BBEJICHUE, OTJIABJICHUE U BBIACIUTH HH(GOPMAIMOHHO 3HAUMMBIC Pa3/ieibl TEKCTa.

3. BuumarensHO mpounTaTh TEKCT maparpada, TIaBbl M OTMETUTh
UH(GOPMAIIMOHHO 3HAYMMbIEC MECTA.

4. CocTaBUTh KOHCHEKT.

OnopHbIi KOHCHEKT — 3TO pPa3BEpHYTHIA IIJJaH Ballero OTBETa Ha
TeopeTnyeckuii Bornpoc. OH MpU3BaH MOMOYb MOCIEIOBATENBHO U3JI0KHUTh TEMY,
a TPEnoJaBaTEN0 JIy4dllle IMOHATh W CIEAUTh 3a JIOTMKOW oTBeTa. ONOpHBIN
KOHCIEKT JOJDKEH COJAEpKaTh BCE TO, YTO YyYallMiics coOMpaercs MpenbsBUTH
MPErnoJIaBaTesito B MUCHbMEHHOM BHJIE. DTO MOTYT OBITb 4YEpPTEXKH, Tpadukw,
(bopMyIibl, HOPMYIUPOBKU 3aKOHOB, ONPEAEICHUS, CTPYKTYPHbBIE CXEMBI.

OcHoBHbIE TPEOOBaHUS K COAEPIKAHUIO OIIOPHOTO KOHCIIEKTA:

1. IlonHOTa — 3TO 3HAYUT, YTO B HEM JOJDKHO OBITh OTOOpPaXEHO BCE
CoJIep KaHue BOIpPOCa.

2. Jlormueckn 060CHOBaHHAS MOCIIE0BATEILHOCTD U3TI0KEHUSI.

OcHoBHBIE TpeOOBaHUS K (pOpME 3alcCH OIOPHOTO KOHCIIEKTA:

1. OnopHbIii KOHCHEKT JOJKEH OBITh MOHATEH HE TOJBKO BaM, HO U
MPENo/IaBaTelto.

2.Ilo o0BeMy OH JOKEH COCTaBJISATh MPUMEPHO OJWH - JBa JIMCTA, B
3aBUCUMOCTH OT 00bE€Ma CO/IepKaHUs BOIIPOCA.

3. lomkeH coaepkarb, €CIM 3TO HEOOXOJUMO, HECKOJIBKO OTAEIbHBIX
MYHKTOB, 0003HaYEHHBIX HOMEPaMH WU MPoOeTIaMHu.

4. He nomxkeH coepkarh CIUIOIIHOTO TEKCTa.

5. JlomkeH OBITh akKKypaTHO OQOpPMIIEH (MMETh MPUBIICKATEIHHBINA BUT).

Meronnka COCTaBJIEHHSI OIIOPHOIO KOHCIIEKTA!

1. Pa30uTh TEKCT HA OTACIIbHBIE CMBICIIOBBIC MTYHKTHI.

2. BrienuTh MyHKT, KOTOPBIA OyI€T IIaBHBIM COJEP>KaHUEM OTBETA.

3. [Ipunate mnaHy 3aKOHYEHHBIN BUJ (B cilydyae HEOOXOIUMOCTH BCTaBHUTh
JOTIOJTHUTENbHBIE  MYHKTBl, HW3MEHUTh IOCJIEI0BATEIbHOCTh PACIOI0KEHUS
MYHKTOB).

4. 3anucath MOJYYMBIIMNCS TUTAH B T€TPaAW B BUJAE OMOPHOTO KOHCIIEKTA,
BCTAaBHB B HETO BCE TO, YTO JIOJKHO OBITh, HAIIMCAHO — OMpeneaeHus, (GOpMyJbl,
BBIBO/IbI, (DOPMYITUPOBKH, BBIBOIBI (hOpMYII, POPMYITHPOBKH 3aKOHOB U T.II.

Memoouueckue ykazanus no 6bINOJIHEHUI0 UHOUBUOYANbHBIX 3A0AHUIL 6
mexcmosom peoaxmope Microsoft Word

[Ipy BBINOTHEHUH WHAWBUIYAIbHBIX 3aJaHUA B TEKCTOBOM PEIAKTOpE
Microsoft Word crieayet nmpuaepKuBaThCsl CIISIYIONUX IPABHIT:

1. Mexy cioBaMu CieiyeT CTaBUTh TOJBKO OJIMH MpOOer.
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2. [lepen 3HaKamMu mpenuHAHUS MPOOETHI CTABUTHh HE HYXKHO, MOCTE 3HaKa
NpENUHAHUS — 00sI13aTENBHO.

3. CnoBa, 3aKJIIOUECHHBIE B KABBIYKU WJIM CKOOKH, HE JOJKHBI OTACISTHCS OT
HUX TIpoOesiaMu, Hanpumep: (TEKCT), a He ( TEKCT ).

4. Tlepen u TociIe THpPE HYKHO CTaBUTh NPOOEIbI, HAIpPHUMEp:

dbopmaTupoBaHue — 3TO mporecc O(GOpPMIICHUS CTpaHWIBI, ab3ara, CTPOKH,
CHMBOJIA.

5. [ledbucel crnemyeTr ucmonp3oBaTh 03 mpoOenoB, Hampumep: PocTor-Ha-
[ony.

6. He cienyet ucnonb3oBaTh mycToid ad3arr (mycteie cTpoku) () B kadecTBe
CpelcTBa IJisi OTCTyHa OT clieayroniero adzama. (s Takux menel Hy»XHO Ha
Bxinanke ['maBHas BbiOpaTh rpynmy AO3aly U B JUAJIOTOBOM OKHE A03all
YCTaHOBUTH HEOOXOAMMBIC UHTEPBAJIBI.

7. He crnengyer ucnoib30BaTh 3HAK TaOyISIIUM U, TeM OoJiee, HECKOJBbKO
npoOenoB it 0003HAUYE€HMsI KpacHOM CTPOKU (OTCTyma TIEpBOM CTPOKH).
YcTaHoBKa MepBbIX (KPACHBIX) CTPOK MPOM3BOAUTCSA B JMAJIOrOBOM OKHEe AO3arl
(Brianka I'maBuasi, rpynna A63a1) Win ¢ TOMOIIbIO MacIITA0HOM JIMHEUKH.

8. OnuHaKOBBIE MO CMBICITY U JIOTUYECKOMY Ha3HAUEHUIO AJIEMEHTHI OJTHOTO
JOKYMEHTa BCerjga CcleyeT BBIIEIATh OAMHAKOBBIM oOpa3zoMm. He cuenyer
3710ynOTpeOIIATh OOIBIINM KOJIMYECTBOM BbIJCIIEHUHN B TEKCTE.

[Ipu odopmiieHrH 3aroa0BKOB HEOOXOIMMO MPUIEPKUBATHCS CIIECTYIOLIUX
IPABHIL

1. Pacnosiarath 3aroJIoBKM Ha OJJHOM CTpaHHUIIE C HA4YaJIOM TEKCTa, K
KOTOPOMY OHU OTHOCSTCS.

2. BeiiensaTe 3aroiioBKH APYTUM pa3MEpoOM W HauepTaHWeM MpudTa HIU
MPOMUCHBIMU OYKBaMHU.

3. OTaenarp 3arojloBKM OT OCTaJIbHOTO TEKCTAa HHTEPBAJIaMH.

4. He cTaBUTHh TOUKY B KOHIIE 3ar0JIOBKOB (OCTaJbHbIC 3HAKU MPEMUHAHUS —
!, 7, MHOTOTOYHE — CTABUTH MTPU HEOOXOJTUMOCTH).

5. Ecniu 3arojioBok COCTOMUT M3 ABYX CaMOCTOSITENIbHBIX MPEIJIOKEHUMN, TO B
KOHIIE NEPBOT0 MPEAJIOKEHNS HY>)KHO CTaBUTh TOUKY, a B KOHIIE BTOPOTO — HET.

6. He ucnonp30BaTh B 3aroj0BKax MEPEHOCHI CIIOB.

Memoouueckue ykazanus no 6blnoJIHEHUI) UHOUBUOYATIbHBIX 3A0AHUIL
mekcmosom peoaxkmope Microsoft Excel

Hokyment Excel Ha3biBaerca Paboueit kHuroil. Pabouas kHura
npejacTaBisger coboii Habop Pabouux JUCTOB, KaXIbli W3 KOTOPBIX HMMEET
TaOJIMYHYIO CTPYKTYPY U MOXET COJIEp>KaTh OJIHY WUJIM HECKOJIbKO Tabnuu. B okHe
nokymeHTa B nporpamme Excel oroOpaxaercs Tojibko Tekyuui Pabouunii nuct, ¢
KOTOpbIM U BeneTrcs padbora. Kaxapiii Pabouunii aucT umeeT Ha3zBaHHE, KOTOPOE
oToOpaxkaeTcs Ha spibluke jucta. Pabouuil 1MCT COCTOUT U3 CTPOK M CTOJIOLIOB.
CronOupl  o3arfaBieHbl TMPOMUCHBIMH  JIATHHCKUMHU OyKBaMu U, Jalee,
NBYXOYKBEHHbIMU KOoMOuHauusiMu. Bcero Paboumit muct mMoxeTr copepxkarb A0
256 cronbmoB, mpoHymepoBaHHBIX OT A gm0 IV. CTpoku mocienoBaTenbHO
Hymepytotrcs mudpamu or 1 go 65 536. Ha mepeceuenun CTPOK M CTOJIOIOB
oOpa3zytorcs siueiiku Tabmauibl. OHU SBISIFOTCS MUHUMAJIBHBIMH DJIEMEHTAMH ISl
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XxpaHeHusi naHHbiX. OOO3HAUeHHE OTIENBbHOM sUEHKH coueTaeT B cebe Homepa
CTOJIOIIa ¥ CTPOKH (B 3TOM TOPSAKE), HAa IEPECEUYCHUH KOTOPHIX OHA PACIOIOKEHa.
O6o03HaueHMe sTYeUKH (ee HOMEep) — ATO €€ ajpec.

Microsoft Excel mo3Bossier HacTpamBaTh OKHO MPOTPaMMBI C YY4E€TOM
HamboJIee YacTo UCTIOIB3yeMbIX BaMu omeparmid.

1. 3anycture Excel, Boi6pas ITyck — Ilporpammsr > Microsoft Excel. Ha
AKpaHe NosiBUTCS ynucThii JInct] HoBoM Pabouelt kHUTH.

2. OTKpoiiTe MeHIO HACTpOlku maHenel ympasinenus (Bum > Ilanenn
HHCTPYMEHTOB) M YOEIUTEeCh B TOM, YTO BKJIFOYEHO OTOOpaKEHHUE TOJBKO JBYX
nanenei: CranaaptHas u @opmaTupoBaHue.

3. UtoObsl HacTpouTh MacmTad oToOpakeHWs, BoWaWTe B MeHIO Bun

— MacmTab. B nosiBuBLIEMCS AMATOTOBOM OKHE YCTaHOBHTE (DIIA’KOK HAIPOTHUB
enmaeMmoro macirtaba. Eciu moaxopsdiero maciitaba HET B CIHCKE, BhIOEpUTE
HEOOXOIMMOE 3HaueHUe B TmoJjioce NpoKpyTkH IIpown3BoibHBIM. MOXHO Takxke
WCIIOJIB30BaTh PACKPBIBAIOIIMICA CIUCOK Macmrad Ha TIaHedd HWHCTPYMEHTOB
CranmaptHas. Ecnm sxemaemoro macmraba HET B CIHCKE, BBEIUTE HYXHOE
3HaYCHHUE HEMTOCPEACTBEHHO B MOJIE CIIMCKA M HAKMHTE KJaBuIry Enter.

4. Boiinute B Menio Cepuc — IlapameTpsl.

5. BeiGepute Briaaky Buag w u3MeHHWTE TapaMmeTpbl, BIUSIOMNAC Ha
N300paKeHHEe OKHA JOKYMEHTa, CICIYIOMIMM 00pa3oM. YCTaHOBUTE (PrIaxkud B
TIEPEUYHCIICHHBIX HIDKE OKOIIEUKaX, a BO BCEX OCTAIBHBIX — COPOCHTE.

OtolOpaxarh:

CTpOKY dhopmy

CTPOKY COCTOSIHHSI

Ipumeuyanus:

TOJIbKO UHJIUKATOP

O0beKTbI:

oToOpaxaTh

ITapamerpsnl OKHAa:

CeTKa

HYJICBBIC 3HAUCHUS

3aroJIOBKU CTPOK U CTOJIOIIOB

CUMBOJIBI CTPYKTYPBI

TOPU30HTAIbHAS TTOJIOCA IPOKPYTKH

BEPTUKAJIbHAS IT0JI0CA TPOKPYTKH

SPIBIYKH JIUCTOB

IBeT: ABTO

6. BeiOepute BriIagky BbIuHMC/IeHMS ¥ U3MEHUTE MapamMeTphbl, BIUSIONINAC
Ha PE3yJIbTAT BBIYUCICHUS (HOPMYJI, CIEIYIONUM 00pa3oM. Y CTaHOBUTE (PIIAXKKH B
TIEPEUNCIICHHBIX HIKE OKOIIIEUKaX, a BO BCEX OCTAIBHBIX - COPOCHTE.

Bopruuciaenus:

aBTOMATUYECKU
IIpeneasHoe YHCJI0 uTepaumii: 100
OTtHocurteabHas norpemuoctsb: 0,001
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ITapaMeTpbl KHUTHK:

OOHOBJISITH y/IaJIEHHBIE CCHUIKU

COXpaHSTh 3HAUCHHUS BHEIIHUX CBA3EH

JIOIYCKAaTh Ha3BaHUSI IMAIIa30HOB

7. BeiOepute Brianky IlpaBka ¥ u3MEHUTE MapaMeTpbl, BIMSIONIME HA
NpOLENypy PENaKTUPOBAHUS JIAHHBIX paboyero JMCTa, CIEIYIOUUM 00pa3oM.
VYcranoBute Quiakku B MEPEUUCICHHBIX HUYKE OKOIIEYKaX, a BO BCEX OCTaJIbHBIX -
cOpochTe.

IHapameTpsbi:
IIpaBKa NPsIMO B STYEHKE
NEPETACKUBAHUE TYCCK
IpeaynpexaaTh nepes] Mepe3anuchio sIeeK
MEPEXO0/] B IPYroi STYEHUKE MOCIIE BBOJIA B HAIIPABJICHNUH: BHU3
nepeMenaTh 0ObEKThl BMECTE C sUeiiKaMu
3arpammBaTh 00 0OHOBICHUH aBTOMAaTUYECKUX CBsI3EH

8. Boibepure Briagky OOmmMe W H3MEHUTE MapaMeTphbl CIEAYIOLIUM
oOpa3oM. YcrtaHoBHUTE (DJIAXKKU B NEPEUUCIICHHBIX HUXKE OKOIIEYKaX, a BO BCEX
OCTaJIbHBIX - COPOCHTE.

IMapameTpsbI: 3amUTa OT MAKPOBUPYCOB

CIIMCOK paHee OTKPBIBABILUXCS (aillIoB COAEPIKUT JIEMEHTOB, HE Ooiee:

JIMCTOB B HOBOII KHUTIE:

Cranpapruslii mpudr: Arial Cyr

Pa3mep: 10

Jlns  yckopeHuss u  oOJierdyeHUs BblUMCIUTENbHOM paboTel  Excel
MPENIOCTABISAET B PACHOPSIKEHUE IMOJIH30BATENSl MOIIHBIA anmapat (QyHKOUN
pabodero JaucTa, MO3BOJIAIOMINX OCYIECTBIISITh BCE BOBMOKHBIE PaCUETHI.

Vkazanus no ucnonvzosanuro 6cmpoennvix Qynkyutl

B nenom Microsoft Excel comepxxur 6onee 400 pynkiuii pabouero yimcra
(BcTpoeHHbIX (pyHKIIMIT). Bce OHM B COOTBETCTBUU C NMpeAHA3HAUCHUEM JEIATCS Ha
12 rpynm:

—-MaTeMaTu4yeckue (PyHKIUY;

~TEKCTOBbIE QYHKIINU;

—Joruveckue QyHKIINU;

~uH(popMaIMOHHbIE (DYHKIINH;

~(YHKIIUH CCBUIKH U aBTOTIOJICTAHOBKH;

— YHKIIMH J1aThl ¥ BPEMCHH,

—(uHaHCOBbIE QYHKLUU;

~MHXCHEPHBIE (QYHKIINH;

~ CTaTUCTUYECKUE (PYHKIIHH;

— (yHKIIMH IPOBEPKU CBONCTB U 3HAYCHUIA;

—¢yakuuu DDE u BHemHue GyHKINwY,

— yHKIMA 7151 pabOTHI CO CIIHUCKAMMU.

3anuch 000N (QyHKIMH B sUelKy pabouyero Jsucta 00s3aTENIbHO
HAUMHAETCS CO 3HaKa paBeHCTBa (=). Eciam (QyHKUMS HCIONB3yeTCs B COCTaBe
KaKOW-TM00 CIOKHON (PYHKIIMK WK B (hopMyJie, TO 3HaK PABEHCTBA (=) MUIIETCS
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nepen dTor  ¢yHkiuendn (popmynoit). OOpamenue « 000N  QyHKIUH
MPOU3BOJIUTCS YKa3aHUEM €€ MMEHHM U CIIEAYIOIIEr0 3a HUM B KPYIJIBIX CKOOKax
aprymeHTa (mapaMeTrpa) WJIM CIKCKa apryMeHToB. Hamuume Kpyribix CKOOOK
00s3aTeIbHO, UMEHHO OHM CJIYy>KaT MNPU3HAKOM TOrO, YTO HCIOJb3yeMOEe HMS
ABJIIETCSI UMEHEM (YHKIHUUA. APTYMEHTBI CIHUCKA Pa3JeisitoTCs TOYKOUM ¢ 3amsTon
(;). Ux xonmuectBO He NOJKHO TpeBbimath 30, a qiuHa GOpMYIIbI, coaepKalien
CKOJILKO YrOoJHO oOpamieHud K (QYHKIUSAM, HE JODKHO mpeBbimarts 1024
cumBoJIOB. Bce umena npu 3anucu (BBoae) GopMylibl pEKOMEHIYyeTCsl HaOHpaTh
CTpOYHBIMH OYKBaMH, TOTJa MPABUILHO BBEICHHBIE MMEHA OYAyT OTOOpaKEHBI
MIPOMUCHBIMU OYKBaMHU.
1.  Mamemamuueckue gpynxyuu

— ABS(X) - Bo3BpaliiaeT MOyJIb YUCIIA X.

— ACOS(X) - Bo3BpallaeT apKKOCHHYC 4Kcla X. APKKOCHHYC YHCia - 3TO
yroji, KOCMHYC KOTOPOrO pPaBEH YHUCIY X. YTOJ Ompenessercs B pajuaHax B
untepaiie ot 0 110 .

— ASIN(X) - Bo3BpaIaeT apkCHHYC Yncia X. APKCHHYC YUCIIa - 3TO YroJ,
CHHYC KOTOPOTO PaBEH YUCIY X. YTOJ OIpeAeNsieTcs B paJiuaHax B MHTEpBaje OT -
/2 no /2.

— ATAN(X) - Bo3BpalaeT apKTaHI'CHC YMCIa X. APKTAHT€HC YHCIa - 3TO
yroji, TAHTE€HC KOTOPOTO PaBEH YHUCIY X. YTOJ ONpenesercsa B pajuaHax B
UHTEpBaje oOT - /2 10 /2.

— COS(X) - Bo3BpaIaeT KOCHHYC YHCIIa X.

— EXP(X) - Bo3Bpamiaer 3HaueHHE YHCIa €, BO3BEIEHHOTO B CTCICHH X.
Yucno e =2,71828182845904 - ocHOBaHME HATYypaJILHOTO Jorapudma.

— LN(X) - Bo3BpaIiaer HaTypaibHbIi Jorapudm ducia X.

— LOG10(x) - BO3BpaIIaeT AeCATHYHBIN JIOTaprdM Yyrcia X.

— SIN(X) - BO3BpaIaeT CHHYC YnCIa X.

— TAN(X) - BO3BpaII[aeT TAHI'CHC YHCIA X.

— KOPEHb(x) - BO3Bpamiaer MNOJOXKUTEILHOE 3HAYEHUE KBaJPaTHOIO
KOpHSI.

— ITH() - Bo3Bpamaer 3HaueHue uncia = 3,14159265358979 ¢ TouHOCTHIO
no 15 uudp, omHako B HacTosiiee BpeMsi 3Ta TOYHOCTh JOCTUTHYTa N0 3
TPUJUTMOHOB 1TUP.

— PAJZIMAHBI(yromn) - mpeobpaszyer rpaychl B pauaHbl.

— PAJ.CYMM(x; n; m; kKod(pPUIMEHTHI) - BO3BpAIIaeT CYMMY CTETICHHOTO
psina, Tae:

— X - 3HaUCHUE TIEPEMEHHON CTETICHHOTO PsIlia;

— N - MOoKa3aresb CTETCHHU X JUIsI IEPBOTO YJIeHA CTENICHHOTO PsIia;

— M - 1m1ar, Ha KOTOPbIN YBEIMYMBAETCS MOKA3aTeh CTENEHHU N JIJIST KaXKJ0TO
CJIEYIOILETO WIEHA CTETIEHHOTO PsJIa;

— K03((PHUIHMEHTHI - 3TO YKCIa MPU COOTBETCTBYIOIIUX YJI€HAX CTETICHHOTO
psna, 3amvcaHHbIe B OINpEAeNIEHHbIE sUelKku pabouero yiucra. B QyHkuum onu
3a7al0TCS B BUJIE IMANa30Ha sTueeK, Hanpumep, A2:A6.

[Tpumep:
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=PAJ[.CYMM(B2;B3;B4;B5:B10)

3nece B syedikax B2:B10 3ammcaHbl 3HAuY€HUS COOTBETCTBYIOIIMX
napameTpoB (QYHKIIUH.

Eciu npu BbmosHeHUH (QYHKIUM B sYEMKE TOSIBISIETCS COOOIIECHHE
#IMA?, To Bo3MOxkHO He ycrtaHoBieH <[laker ananmza>. [lonpoOHOCTH MOYKHO
HaiiTu B <CrpaBke> 00 3TOH (QyHKIIHH.

CTEIIEHb(uucno; crenenb) - BO3BpallacT pe3yabTaT BO3BEACHUS YKCIa B
CTEIECHb.

CYMM(uucnol;uncno2;...;uucioN) - CyMMUPYET BCE YKCJIa B MHTEpBaJe
AYEEK.

OAKTP(uucno) - BosBpamaer ¢akropuan uucia. Daktopuan dYucia -
n!=1%2%3*_ *n.

2. Cmamucmuueckue ¢yHkyuu

— MAKC(uucnol;uncno?2;...;uncnoN) - BO3BpallaeT MaKCUMaIbHOE YHCIIO
U3 COUCKa AapryMEHTOB WM JWana3oHa u4ucell. JlomycTumMoe KOJWYEeCcTBO
apryMeHToB B ciiucke ot 1 o 30.

— MUH(uucnol;uucno2;...;uncioN) - Bo3BpaiiaeT MUHUMAIbHOE YUCIIO U3
CIIMCKAa apTyMEHTOB WM Jhana3oHa 4ucel. J[omycTuMoe KOJIMYeCTBO apryMEHTOB
B crircke oT 1 1o 30.

— CP3HAY(uucnol ;uncno?2;...;uucioN) - BO3BpallacT cpenHee
apu(pMETUYECKOE 3HAYEHUE CBOMX apryMeHToB. JlomycThMoe KOJUYECTBO
apryMeHToOB B ciiucke ot 1 o 30.

3. Jlocuueckue ¢ynkyuu

U(noruueckoe 3HaueHuel; JOruyeckoe 3Ha4YeHUE2; ...) - BO3BpaIlACT
3HaueHue MCTHUHA, ecin Bce aprymenTtsl nmerot 3HaueHuss MCTUHA. Ecin xots
Obl onuH apryMeHT umeet 3Hauenue JIOXDb, Toraa Bo3zspamaercs JIOXKD.

Jlornueckoe 3HaueHuel, noruueckoe 3HaueHue2, ... - 310 oT 1 nmo 30
IIPOBEPSIEMBIX YCIOBUM.

[Ipumepsr:

=1 (2+3=5; 3+4=7) paBusiercs UCTHUHA.

=U(5< Al; Al< 50) paBuserca MUCTUHA, ecnu sueiika Al comepkut
qyucio Mexay S u 50.

NI (noruueckoe 3HadeHwuel;mornyeckoe 3HadeHue2;...) - BO3BpallacT
NCTHHA, ecnu xots 0b1 o1uH 13 apryMeHToB umeet 3HaueHue UICTUHA. Eciau
Bce aprymeHTol wumeror 3HadeHue JIOXD, torma BosBpamaercs JIOXKbD.
Jlornueckoe 3Hauenuel, normyeckoe 3HayeHue2, ... - 310 or 1 gmo 30
IIPOBEPSIEMBIX YCIIOBUM.

[Tpumepsr:

=NJIN(2+2=5; 3+4=T7) paBusercs UICTHUHA.

=UJIN(2+2=5; 3+5=7) paBusercs JIOXb.

HE(1ormueckoe 3HaueHHE) - MEHSET Ha MPOTHBOINOJIOXKHOE JIOTHYECKOE
3HadyeHue csoero apryMmenra. ®ynkuusa HE ucnons3yercs B Tex ciydasx, Kormua
HEOOXOAMMO OBITh YBEPEHHBIM B TOM, UYTO 3HAYCHHE HE PAaBHO HEKOTOPOM
KOHKPETHOU BEJIMYMHE.

[Tpumep:
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=HE(1+1=2) paBusiercst JIOXKDb.

ECJIN(noruyeckoe BbIpaxeHue;3HaueHuel (eciu NCTHUHA);3nauenue?
(ecniu JIOXKD))

[Tpumep:

Jlonmyctum, Hao BRIMUCIUTH GyHKIUIO Ln(x) oT x= - 0,5 10 1,5 ¢ marom
M3MEHEHHs aprymeHTa X paBHbIM 0,5. 3HaueHus X 3amucaHbl B siueiikax A3:A7.
N3BecTHO, 4TO JIorapu(dM OTPUILIATENTHHOTO ApTyMEHTa U HYJISl HE CYIIECTBYET (He
OMpeIeIIEH), TOT1a byHKIHS ECJIA() Oyner UMETh BU/I:
=ECJIN(A3>0;Ln(A3);"neonpen.")

B kauectBe aprymentoB ¢yskiuu ECJIHM() morytr u apyrue (yHKIuU
ECJIN(), To ects Bnoxenuble Qpynkuuu. [Ipu stom mis Beex pynxuuii ECJIN()
3aKpBIBAIOIINE CKOOKH 3aIMCHIBAIOTCS B KOHIIE BCETO BBIPAKEHHUS.

Memoouueckue ykazanua no pabome c cemvio Humepnem

[TouckoBas cuctema — 3TO MPOrpaMMHOE oOecrieueHue, cocrosiee u3 0asbl
JaHHBIX JOKYMEHTOB, CHAa0XEHHOM I0JIb30BAaTEIbCKUM HHTEp(deiicoM, KOTOpoe
pa3zpaboTaHo [js moucka uHGopMaIy Bo BceMupHoit naytune. Cpeld MUPOBBIX
TMTAaHTOB MOXHO BbIienuTh G0O0gle, piHOYHAS 70751 KOTOPOro cocTaBisieT 77%,
Yahoo — 12% u MSN - 3%. B pycckos3piuHOM cerMeHTe B (haBOpUTaxX
SAnnexc(44% Pynera), onate sxe Google(36% Pynera), Rambler(10% Pynera) u
Mail.ru(7% Pynera). Pe3ynbraThl moOHWCKa OOBIYHO TMPEJICTABJICHBI B CEPHH
pE3yNbTATOB, YACTO HA3BIBAEMBIX CTPAHUIIAMHU PE3YJILTaTOB MOUCKOBON CUCTEMBI.
HNudopmanust MOXKeET ObITh COBOKYITHOCTBIO BEO-CTPaHUI], N300paKEHUN U APYTUX
TunoB (QaitnoB. OCHOBHAs 3ajaya MOMCKOBOW CHCTEMBI 3aKIIIOYaeTCs B BBIOOpE
HaMJIy4ylIero BO3MOXHOTO TTOJIMHOXECTBA B OTBET HA KOHKPETHBIN 3aMpocC, TO €CTh
MHO>KECTBa JOKYMEHTOB, KOTOpbIE Ham0OJiee COOTBETCTBYIOT TOMY, YTO HILIET
MoJIb30BaTeNlb (OOBIYHO B MOpsJIKE YOBIBaHUS pelieBaHTHOCTH). [loaHOIIEHHOCTH
IIOMCKOBOM CHUCTEMBI 3aBUCUT OT PEJIEBAHTHOCTH pE3YyJbTaTOB, KOTOPHIE OHA
IIPENOCTABIISIET.

Kaxk npasunvno cghopmuposame nouckosuwlii 3anpoc

[Ipexxne yem 3aaaBaTh CTPOKY JUIsl TMOUCKA, HEOOXOIUMO TMOHATH, 4YTO
UMEHHO HyXHO Haiitu. Taxke TpeOyercs NOHATh, KakuM o00pa3oM cleayer
COCTaBUTh CTPOKY, YTOOBI NIOUCKOBAs CHUCTEMa KaK MOXKHO ObICTpee Bblaala To,
yro HyXHO. Ilpu cocraBieHun 3ampoca HEOOXOAMMO PYKOBOACTBOBATHCS
CJIEIYIOUMMU MTpaBUIaMHU:

1. IInmmTe rpamMOTHO CI0BA MMOMCKOBOTO 3aMpocCa.

2. Ucnosib3yiTe€ CUHOHUMBI.

Eciu  moumck  HYXHBIX  pe3yJbTaTOB HE  MpUHEC, NONpoOyiiTe
nepeopMyIMpoBaTh 3ampoc, HCIONb3ys CUHOHMMBL. Hampumep, BMecTo
«TayKa» — «aBTOMOOUJIb», BMECTO «KypcoBas paboTa» — «pedepar».

3. YTounsiite 3ampoc.

Yem TOUHEE OyIeT MOCTPOEH MOUCKOBBIN 3aMpoc, TeM OOJIbIIE IIaHCOB, YTO
B [IEPBBIX CTPOKAX pe3yJibTaTa Moucka OyAeT HyXHbIH BaM pecypc. [loatomy ecnu
Bbl UILETE YK€ YIOMUHABIIYIOCS TEXHOJIOTHIO BBIIIMBAHUS KPECTUKOM, IIPOCTO U
HaITMIIUTE 3TO B CTPOKE MOUCKA. Ecii pe3ysibTar Bac HE yAOBJIETBOPUT, TOI/IA YXKE
HAaYMHANTE BapbUPOBATH CTPOKY.
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4. Vcnonb3yiTe KIIIOYEBBIE CI0BA

Ecnu pe3ynbTaT moucka HE YAOBJIETBOPSET KPUTEPHUSM, BKIIOYANTE B
MOMCKOBBIH 3aMpOC KaKk MOXHO 0OJibIlle YTOUHSAIONIMX clioB. Eciu Bac uHTepecyer
uMeHHO TBopuyecTBO A.C. IlymkuHa, TO B TIOMCKOBOW CTpPOKE KpOMeE
HEIMOCPEICTBEHHO MMEHHU BEJIMKOTO MHcaTelis 0053aTelIbHO HE0OXOJUMO BBECTH
CJIOBO «TBOpuUecTBO». Ecnm Bbl miere uHpopmanuio no aromodmwto Honda —
HE0OX0MMO B TOMCKOBOM CTpOKe yka3aTh «aBromooOwsib Honda», a He mpocto
«aBTOMOOUIIBY.

5. He nummTe 3anpoc B BEpXHEM PETUCTPE.

Bce 3ampochl kenareapHO NUcaTh B HUKHEM PErHCTpPE, MOTOMY YTO MOHUCK
OOBIYHO  peructpo3aBUCHUMBIA, U  cTpoky  «[IATh ~ MWJIIAHCKUX
KA®E/IPAJIbHBIX COBOPOB» BaM HaiinyT TOJILKO B TOM Clly4ae, €Clid OHa
r7e-To Ha caiiTe HaOpaHa 3aryiaBHbIMU OykBamMu. OJIHAKO €CJIU BbI UIIETE KAaKUE-TO
MMEHa COOCTBEHHbIE — Hampumep, rpymnmny «YepHwiii kode», a HE MPOIYKT
MUTAaHUsI YEepHBIM Kode, — TOoraa MUIIUTE HUX C 3arjlaBHbIX OyKB (MMEHHO C
3arjaBHBIX, @ HE BCE 3arIaBHBIMHU).

6. B CIIOXKHBIX Clly4asix UCIIOIb3YHUTE A3bIK 3aIIPOCOB.

[IpakTHyeCckn BCE MOMCKOBBIE CHCTEMBI MOAACPKUBAIOT TAaK HAa3bIBAEMBbIN
S3BIK 3aIpPOCOB, MO3BOJISIONIMN 3a7aBaTh MOITHEHIINE KOMOWHAIIMU Pa3IMYHBIX
KPUTEPUEB MTOUCKA.

A3vik 3anpocoé

A) UckntoueHne/BKIIIOYEHUE ONTPEACTICHHBIX CIIOB — 3HAKU «» U «-»

[Ipenmnonoxum, HEOOXOUMO HAWTU CalThI, HA KOTOPHIX €CTh PaccKasbl O
co0akax, HO MIPU 3TOM HE BBIBOAMTH pPaccKasbl 0 cobakax mopojasl yay-uay. Torna
3anpoc OyAET BHITIISICTh CICAYIOIMINMM 00pa3oM: «+pacckas +cobaku —yay-uay» —
ATO O3HAYaeT KOMaHAY HUCKaTh CTPAHUIIbl, HA KOTOPBIX B 00sA3aTEIILHOM IMOPSAKE
MPUCYTCTBYIOT CIIOBA «PaccKa3z» U «CO0aKW», OJTHAKO OTCYTCTBYET CJIOBO «4ay-
qay».

b) [lepeuncienne anpTepHATUB — 3HAK «|»

BepTukanbHas yepTa mo3BoiseT 3a7aTh albTEPHATUBBI: CUCTEMA UIIET XOTS
OBl OJTHO U3 MEPEYUCIICHHBIX CJIOB. Hampumep, eciii Bbl XOTUTE HAWTH CTPAHUIIBI,
/1€ BCTPEYAETCS OJHO U3 CIIOB «IIAlay, «MaMay, «J109Ka», «BHYYKa», IOMCKOBBIN
3anpoc OyAeT BRITJISACTH CICAYIONIMM 00pa3oM: «Iana | Mama | Jouka | BHyYKay.

B) Tlouck TOYHOTO COOTBETCTBUSI — 3HAK «!»

OOBIYHO MOMCKOBUKHU UITYT BCE CIOBOGOPMBI BBEIEHHOIO CIIOBA, 1a)Ke€ €CIH
OHO 33J]aHO TOJIHOCTBHIO: HANpPUMEpP, €CIU B CTPOKE BBEICHO «OJOHAMHKA», TO
NepBBIMU OYIyT BBIBEJICHBI CTPAHUIIBI, TJI€ BCTPEUACTCS UMEHHO «OJOHAMHKA», HO
Jangee B pe3ysibTaTax IOMCKA OKaXyTCs «OJOHIWHKH», «OJOHAMHKON,
«OJIOHIUHKOIO», «OJOHAMHKaM» M Tak jaanee. OQHAKO €cliid BaM HY>XHO HalTH
TOJIBKO JAHHYI0 KOHKPETHYI (opMy — «OMOHIAMHKA», — TOT/AA 3a/laBaiiTe
MTOMCKOBYIO CTPOKY TakK: «!OJIOHIMHKAY.

I') [Touck TouyHOM (ppa3pl — KABBIYKH

Ecnu Bam HykHa TouHas ¢pa3a «TUMEPBUSHOHHBIA KBA3UKOHBEPTEPY», a HE
(TUTICPBU3MOHHBIA  aHAMW3aToOp, BKIIOUAOIIMA B  ce0d  TEMHO-3EJICHBIN
KBa3UKOHBEPTEP B MYMNBIPHINIKAX», TOTJAAa MPH TIOUCKE 3aKIIOUHTEe (Ppa3y B
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KaBBIUKU: «THUIEPBU3HOHHBIN KBa3WKOHBEPTEP», U B STOM CiIydyae MOMCKOBHUK
BBIBEJICT TOJBKO T€ CTPAHMUIIBI, TJI€ ITH CJIOBA PACHOIATalOTCs CTPOTO PSAIOM.

J1) 3aganue paccTosHUS MEXKIY CIIOB — «/N

B cnmydae korja Bbl XOTUTE HAalTH BCe BapuaHThI (Ppas3bl «BhICOKas [11000€
CJI0BO| OJIOHAMHKA» — MOXHO OTPa3uTh 3TO HEYEMHOE KEJIaHHE B TMOHCKOBOM
3ampoce ¢ IMOMOIIbI0 3HAaKa «/», O3HAYAIOLIEr0 «HE TMPEBBIANIO», W YHCIA,
MOKAa3bIBAIOIIETO JIOMYCTUMOE KOJUYECTBO CJIOB, MpUYeM | — 3TO 3HAYUT
OTCYTCTBHE CJIOB.

Tlouck kapmunox u éudeo 6 Google

[Tonck KapTUHOK W BHUJEO B TYyTJE, MOYTH HE OTIMYAECTCA OT OOBIYHOTO
noucka. Tak xe mmeerca «PaclIMpeHHBIM NMOUCK KapTUHOK» M «PacmumpeHHbIN
MIOMCK BHJI€0Y», TO3BOJISIONINN HE 3aTIOMUHATH BCE OMEPaTOPBHI.

AJNTOPHATM MOUCKA CIIETYIOLINN:

1. 3arpy3uts UnTEpHET

2. 3aliTU Ha CTPAHUIlY TOMCKOBOM CHCTEMBI

3. BBecTu 3anpoc B cTpOKy IoucKa

4. tlenxuyTh o komanae Kaptunku (Haa CTpOKOM MOUCKa)

5. lllenknyrs Haittu (unm  [louck), B 3aBUCHMOCTH OT BBIOpaHHOM
MOMCKOBOM CHUCTEMBbI

[Tocne 3TOrO0 Ha 3KpaHe MOSBISIETCS BEJIMKOE MHOXKECTBO KapTUHOK. MBI
BbIOMpaeM MOHPABUBIIYIOCS W IIeiKaeM 1o Hed. OTMeTuM, YTO KapTUHKH U
dotorpaduu Bce pazHbIX pazMepoB. [103ToMy MBI MOKEM YTOYHUTH MOUCK, 33/1aB
pa3Mep KapTHHKH — OOJbIIHMe, CpeAHHue, MajeHbkue U T.O0. Torma mouckoBas
CHCTEMa BBIIACT HAaM KapTUHKH TOJIBKO 3TOTO pa3Mepa.

Hanee — coxpansem ee. [{ns aroro:

1. [llenkHyTh MPaBOl KHOMKOM MBIIIN MO KAPTHUHKE.

2. Briopats CoxpaHuTh PUCYHOK Kak.

3. B mosBuBHIEMCS AMANOTOBOWM OKHE BHIOpaTh NIWUCK W Tamnky (Kyna
HEOOXOJMMO COXPaHUTH (ain).

4. 3anaTh UM WM OCTABUThH MPEIIOKEHHOE.

5. lllenkHyTh COXpPAHUTD.
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