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1. TACIHIOPT PAFOYEH ITPOI PAMMBI YYEBHOH JTUCITAITTHHBI « HH®OPMAITHOHHBIE

TEXHOJIOTHH B IPO®ECCHOHAJIbHOH JEATETbHOCTHy

1.1. MecTo IMCIUILUINHBI B CTPYKTYpPe OCHOBHOI 00pa30BaTe/IbHOI MPOrpaMMbI:

Hucrummmmaa OI1.09 «MubOopMaIimoHHbIe TEXHOIOTHH B TIPO(eCCHOHATBHON ACATCITEHOCTIY SBIISICTCS
JacThI0 OOMIENPOPECCHOHATHLHOTO ITMKIAa OCHOBHOW IpOodeCcCHOHAIBHON 00pa3oBaTeIbHON IMPOTpPaMMBI B
cootBercTBUH ¢ PI'OC o cnenmnansuocT 38.02.07 bankoBckoe neno.

Jucrummmaa  OI1.09

«MH(pOpManIOHHBIE TEXHOJOTHH B NPOPECCHOHAITBHON EATEIBHOCTH»

obecrieunBaeT GOPMHUPOBAHKE OOIINX KOMITCTEHITUH M0 BceM BumaM nesrenbHoctr @I'OC mo cnenuanbHOCTH
38.02.07 bankoBckoe aeno. Ocoboe 3HaueHHE TUCHUIUIMHA HMMeeT Npu (HOPMHUPOBAHWU M DPA3BUTHH
cnenyromux ocHOBHBIX KommeTeHius: OK 01 — OK 05, OK 09 - OK 11.

Kon HanmeHoBaHHE 00X KOMIIETEHITHIA

OK 01. BeiOupare  cmocoObl  pemieHHs  33agad  MPO(ECCHOHANBHON IS TeIbHOCTH
IPUMEHUTEIBHO K Pa3JIMYHbIM KOHTEKCTaM

OK 02. Ocy1iecTBIATh MOUCK, aHATM3 U WHTEPIPETANi0 HH(pOpMAIU, HEOOXOJUMOM 115t
BBINOJIHEHUS 3a/1a4 TPO(ECCUOHAIbHON AeATeNbHOCTU

OK 03. [InanupoBaTh M peannu3oBbIBaTh COOCTBEHHOE NPOQPECCHOHATIBHOE M JIMYHOCTHOE
pa3BuTHE

OK 04. PaGorats B KOUIeKTHBE W KOMaHIe, S(PQGEKTHBHO B3aWMOJICHCTBOBATH C
KOJUJIEraMH, PYKOBOACTBOM, KJIMEHTAMHU

OK 05. OcCymiecTBIATh YCTHYIO U IUCbMEHHYIO KOMMYHHUKAIMI0 Ha TOCYJapCTBEHHOM
s3pike  Poccuiickoit ®enepanii ¢ y4eTOM OCOOEHHOCTEH COIMAIBHOTO W
KYJIBTYPHOT'O KOHTEKCTa

OK 09. Hcnonp3oBate  MHPOPMALMOHHBIE  TEXHOJOTHM B MPO(eCcCHOHAIBbHOU
JesITeIbHOCTH

OK 10. [Tonmp30BaTbess TpOECCHOHATBHON JIOKyMEHTAllMed Ha TOCyIapCTBEHHOM U
MHOCTPAHHOM $I3bIKaX

OK 11. Wcnonp3oBarh  3HaHUS 10  (UHAHCOBOM  TPaMOTHOCTH,  IUIAHUPOBATH
IPEIIPUHUMATENBCKYIO AEATENbHOCTh B IpOo(ecCHOHAIbHON chepe.

1.2. Ilnanupyemble pe3ybTaThbl OCBOEHUS IUCHUTLIMHBI:
B pe3ynbrare u3ydeHus AUCHUILUIMHBI 00yYarOIUIHCs TOJDKEH:

ymems:

*  HUCHOJb30BATh MH(OPMAIIMOHHBIE PECYPChI Ul OUCKA M XpaHEHHUs
nH(popMaLuu;

*  00OpaOaTbIBaTh TEKCTOBYIO M TAOJUYHYIO HH(POPMAIIHIO;

*  HCIOJb30BaTh JIENOBYIO I'paduKy U MyJIbTUMEINA-UHPOPMALUIO;

*  CO3/1aBaTh NPE3EHTALIUY;

*  TIPHUMEHSTh AHTUBUPYCHBIC CPEACTBA 3alIUTHI HH(POPMAIIHNH;

*  yuTaTh (MHTEPHPETHPOBATH) HUHTEpdeEiic crnennaIn3upoBaHHOTO
MPOTPAaMMHOTO  OOECTIeYeHHUsI, HAXOAUTh KOHTEKCTHYIO  ITOMOIIb,
paboTaTh C JOKyMEHTaIUelH;

*  TPHUMEHATH CIEMUATU3UPOBAHHOE MPOTPaMMHOE OOecTieueHue st
coopa, XpaHeHHs U O00OpabOTKM OaHKOBCKOM HWHpOpMaLuu B
COOTBETCTBHUH C U3y4aeMbIMH NMPO(HECCHOHATEHBIMU MOIYIISIMU;

*  TOJB30BaThCA aBTOMATH3MPOBAHHBIMU cucTeMaMu
JEeTONPONU3BO/ICTBA;

*  IPUMEHSATh METOJIbl U CPEJICTBA 3alUTHl OAHKOBCKOW MH(pOPMALIUY;




3HaAmMb.

*  OCHOBHBIE METOJBI U cpeAcTBa OOpaOOTKHU, XpaHEHUs, Meperadu u
HaKOIUJICHUS HH(POPMALINY;

*  OCHOBHBIE KOMIIOHEHTHl KOMIBIOTEPHBIX CETEH, MPUHIIHUIIBI
MaKeTHON nepeaavn JTaHHBIX, OpraHU3aLHIo MEXCETEBOI0
B3aHMOJCHCTBUS;

*  HA3HAUYCHHWE W TPHHLUUIBl HCIOJB30BAaHUA CHCTEMHOTO U
MPUKJIAHOTO MPOTPAMMHOI0 00eCIIeUeHHUS;

*  TEXHOJIOTHUIO  TOHWCKa  MHPOpMAUMU B  HHPOPMALUOHHO-
TeJIeKOMMYHUKaIIMoHHOU ceTn "MuTeprer" (nanee - cetb MuTEpHET);

*  OPUHOUIBL 3aIMTHl HH(QOpPMAUM OT HECAaHKIMOHWPOBAHHOTO
JIOCTYTIa;

*  IPaBOBBIC ACTEKTHI UCIIOIB30BAHUS WH(POPMAIIMOHHBIX TEXHOIOTUN
U IPOrpaMMHOT0 00ecTIeYeHUS;

*  OCHOBHBIC MOHATHS aBTOMAaTH3UPOBAHHOH 00paboTKH H(pOpMALUK;
*  HampaBJeHHs aBTOMaTH3aluu OaHKOBCKOMU AESITeTbHOCTH;

*  Ha3HAYCHHUE, MPUHIMIIBI OPTaHU3AIMH U SKCILTyaTaluu 0AaHKOBCKHX
MH(OPMALIMOHHBIX CUCTEM;

*  OCHOBHBIE YIpO3bl M METOABl oObOecredeHus: HH(POPMAIMOHHON
0e30I1acHOCTH;




2. CTPYKTYPA U COJAEPKAHUE YYEBHOM JACIUTLIIAHBI

2.1. O0beM y4eOHOM AUCHUIIHHBI U BUABI Y4eOHOH padoThl

Bun yueoHoii pa6oTsl

O0Bbem yacoB

O0beM 00pa3zoBaTebHOI MPOrpaMMbl Y4eOHOH AU CIHUTLIMHBI 118
B TOM YHCJIE:

TeopeTuieckoe o0yyeHne 4
nabopaTopHbie PabOTHI 12
MIPAKTUICCKUC 3aHITHS 102

KypcoBasi pabora (IIpoeKT)

KOHTpOJIbHAs paboTta

Camocmosamenvras paboma

HpOMe)RyTO'lHaH arrecrauus

JAuddepeHunpoBaHHbIH
3ayer




2.2. TemaTu4ecKuii IUIAH U coJiep:KaHue YUeOHOH AUCHMIIJIMHBI

HanmenoBanue pa3ieios u Coaep:xanue y4e0HOro MmaTepuaa, O6bem
TeM JabopaTopHblie padoThl U MPAKTUYECKUE 3aAHATHS, CAMOCTOSAITE/IbHAS YUueOHas B yacax
pabora o0yyaommxcs
1 2 3
Pasnes 1. [IpumeHenne HHGOPMANMOHHBIX TEXHOJIOTHIT B 9JKOHOMHYECKOM cepe. 32
Tema 1.1. [lonsiTue n Cojaepsxanue yueOHOr0 MaTepuaJia
CYLIHOCTH 1. Ionstus naGOpMAaINU, HTHGOPMAITMOHHON TEXHOJIOTHH, HH(GOPMAITMOHHON CHCTEMEL.
nHpopManHOHHBIX cucTeM | 2. [IpuMeHeHne HMHGOPMAIIMOHHBIX TEXHOJOTHH B OaHKOBCKO# jgesitenbHOCTH. CrocoOb
U TeXHOJIOTHi 00paboTKM, XpaHeHWs, Mepedadyd | HakomieHus wuHpopMmanuu. Omepauun 00pabOTKH 8
nHpopMmaru. OOmMe TONOXKEHUS [0 TEXHHYECKOMY W IPOTPaMMHOMY OOECTICUEHUIO
MH(QOPMALMOHHBIX TEXHOJIOTHH.
3. Knaccudukaiuss u coctaB MHGOpMAIMOHHBIX cucTeM. [loHsTHE KayecTBa MH(OPMAIMOHHBIX
npoueccoB. JKU3HEHHBIH UK HHPOPMAIIOHHBIX CHCTEM.
B ToMm uyncie, NPAKTHYECKUX 3aHATHIL U JIA0OPAaTOPHBIX padoT 6
IlpakTHyeckoe 3aHsiTHe. AHAIM3 WHPOPMALMOHHBIX CHCTEM U TEXHOJIOTUH, NPUMEHSEMBIX B 6
0aHKOBCKOM JICATETLHOCTH
Tema 1.2. Texunueckoe Copep:xkanue yueGHOro MaTepuaJia
obecrieuenmne 1. puHOHIE KIacCUPUKAUN KOMITBIOTEPOB. APXUTEKTypa IMEPCOHAIBHOTO KOMITBIOTEPA.
UH(pOPMALUOHHBIX OcHOBHBIE XapaKTEePUCTUKU CUCTEMHBIX OJIOKOB 1 MOHHTOPOB. 6
TEeXHOJIOTH I 2. Knaccudukaius neyaTarmmux yCTPOUCTB.
3. CocraB nepugepuiiHbIX YCTPOHCTB: CKaHEPhl, KOUPHI, 3JICKTPOHHbIEC JIAHIIEThI, BeO-KaMephl U
T.J.
B ToMm uyncie, NPaAaKTHYECKUX 3aHATHIL U JIA0OPATOPHBIX PadoT 4
IIpakTuyeckoe 3ausTHe. [lepcoHanbHBIA KOMIBIOTEP U €I0 COCTABHBIC YACTH. 4
Tema 1.3. [Iporpammuoe Conep:xanue yueOHOro MaTepuaJa
olecmeyenmne 1. ITonsitue mnargopmel mporpaMmMHoro odecneuenus. CpaBHUTENbHAS XapaKTePUCTHKA
UHGpOPMALHOHHBIX MCIIOJIb3YEeMBbIX IIaT(opM.
TEeXHOJIOTHii. 2. CtpykTypa 6a30Boro nporpaMmHoro odecrnedyenus. Knaccupukanust 1 OCHOBHBIE 8
XapaKTepUCTUKU ONEPAIIMOHHON cucTeMbl. OcoOeHHOCTH HHTepdeiica OnepaioHHON CUCTEMBI.
[IporpamMMbl — YTHJIMTHI.
3. Kinaccudukanus v HarpaBieHHs UCTIONB30BaHUS MIPUKIIAJIHOTO IPOrPaMMHOT0 00ecreyeH s
JUTSL PEIIeHUs] IPUKIIAIHBIX 3a]1a4, IEPCIIEKTHBHI €T'0 PA3BUTHSI.
B ToM uncie, MPpaKTHYECKUX 3aHATHIL M JIAGOPATOPHBIX padoT 8
IMpakTnyeckoe 3ansitue. [IpuxiagHoe mnporpamMmHoe obecrieueHue: (ailyioBble MEHEKEpHl, ]

POrpaMMBbI-apXUBATOPBI, YTHUIINTHI.




Tema 1.4. KomnbroTepHble
BHPYChl. AHTUBHPYCBI.
3amurTa nagopManuu B

Conep:xanue yueOHOro MaTrepuaJia

1. TloHATHE KOMITBIOTEPHOTO BUPYyCa, 3aIIUTH HHPOpMauy U HH)OPMATMOHHOH
Oe3omacHOCTH. [IpHUHITUIIBI M CTTOCOOBI 3aIMUTH HHPOPMAITUX B HH(OPMAITHOHHBIX

uHGOPMALTHOHHBIX cucTeMax.. 10
cucTeMax. 2.  XapakTepHucTHKa yrpo3 6€30macHOCTH HHPOPMALUK U UX HCTOYHUKOB. MeTObI
obecrieueHnss HHOOPMAITMOHHOM 0€301TacHOCTH.
3. [IpuHUIMOBI 3ammTH HHPOPMAIUU OT HECAaHKIIMOHUPOBAHHOTO nocTyma. [IpaBoBoe
o0ecrieyeHre NpUMEHEeHHs] HH)OPMAIIMOHHBIX TEXHOJOTHHA U 3alIUThl HHPOPMAITUH
B ToM uncie, MpaKTHYEeCKUX 3aHATHI M JIA00PATOPHBIX padoT 10
IIpakTuyeckoe 3ansaTue. Oprannu3anysi 3aUTH THHOPMAIMKA Ha TIEPCOHATLHOM KOMITHIOTEPE. 10
Pasgen 2. Onepannonnas cucrema MS Windows. CtangapTHbele HporpaMMHbIe CPeACTBA. 14
Tema 2.1. Unutepdeiic OC Conep:xanue yueOHOro MarepuaJa
Windows. ®aiioBas 1. HWcnonb3oBanue Windows, Kak eIMHOTO TIpadUuecKoro MpOrpaMMHOTO uHTepderica s
cucrema. CrangapTHbie nporpamm. Pasnuunsie Bepcun Windows u ux ocobennoctu. MaTepdeiic OC Windows. Pabouwmii 14
NPOrPAMMHBIE CPEICTBA cton. CiocoOslI 3ammycka nporpamMm B Windows.
2. daiinoBas cuctema: nporpaMmmbel Moii kommnbioTep u [IpoBogauk. Co3nanue, mepeMenicHue,
yIaJeHHE Aok, (Hanios, IPIbIKOB.
B ToM uncie, npakTHYECKUX 3aHATHI M JJa00PATOPHBIX padoT 14
IlpakTuueckoe 3auaTue Marepdeiic OC Windows. 12
JlabopaTtopHas pa6ora. Daitnosas cucrtema. CTaHIapTHBIE MPOTPAMMHEIE CPEJICTBA. 2
Paznen 3. TexHoaoruu co3iaHusi U Mpeodpa3oBaHus HH(OPMAIHOHHBIX 00bEKTOB 60
Tema 3.1. Texuoaoruu | Cogep:kanue y4eOHOro MaTepuasa:
cosianuss u  o0padorkm | 1. Crnmcku: MapKupOBaHHBIE, HyMEPOBAaHHBIE, MHOTOYPOBHEBBIE. ABTOMAaTHYECKOE CO3/IaHHE
TEKCTOBOH HHpOPMALUH crirckoB. Co3aHue U ONMMCAaHUE HOBBIX CTUIICH CIIMCKOB, (POPMATHPOBAHHE CO3/IaHHBIX CITUCKOB.
2. Coznanue 1 0popMIICHHE ra3eTHBIX KOJIOHOK. OdopMiteHne KOJIOHOK TeKCTa ¢ IOMOIIIBIO
TaOYJIAIIH
3. CnocoOsI coznanus TadbnuL, npeodpazoBaHue TekcTa B Tabiuibl. KoHcTpyKTOp: cTnnn 18
odopmiienue tabaui. Maket: nobaBieHre U yianeHue GparMeHTOB TaOJIHIIbI, PACTIONIOKEHHUE U
HanpaBJIeHUE TEKCTa
4. Hywmeparms CTpaHHIl, KOJIOHTHTYJIBI, Pa3pbIBbI CTPaHMII, pa3aenoB. CtuiueBoe ohopMIieHUE
3aroJIOBKOB, peJlakTiupoBanue cTuiei. Co3laHue U pelakTHPOBaHUE aBTOCOOUPAEMOTO
OTJIaBJICHHUS
B ToM uncie, MpaKTHYEeCKUX 3AHATHI M JIA00PATOPHBIX padoT 18
IpakTnyeckoe 3anaTHe. Cozganne u 0oQOpPMIICHHE MAapKUPOBAHHBIX, HYMEPOBaHHBIX U 4
MHOT'OYPOBHEBBIX CITMCKOB.
IpaxkTnyeckoe 3ansitue. Co3nanue u 0opopMIICHHE Ta3eTHBIX KOJOHOK. 6




IIpakTnyeckoe 3ansiTue. Co3nanne U opopmiicHHE TAOIHUIL B TEKCTE. 6
JladopaTopHass padora. CTwiH, CO3IaHHE M PEIAKTHPOBAHHE aBTOCOOMPAEMOTO OTJIaBJICHHUS. )
T'unepccbuiku
Tema 3.2. Texnonornu Coaeprxanue yueO0HOro MaTepuaJia
00padoTKM YN CITOBOM 1. DKOHOMHMYECKHE pacyeThl M aHalu3 (PMHAHCOBOTO COCTOSHHA NpeanpusaTus. OpraHuzanus
uHdopmanuu pacdyeToB B TabmmuHOM Tporieccope MS Excel. OtHocuTenpHas W aOCOMIOTHAs ampecarus B
TabnmmaHOM TIporieccope MS Excel.
2. Ceszannble Tabnuuel. Pacdyer mpomexyrounsix utoroB B Tabmumax MS Excel. IlomGop 24
napamerpa. Opranuzamus odpatHoro pacdera. CBsizu Mexay ¢ailiaMu 1 KOHCONUIAINS TaHHBIX B
MS Excel. Hakomnenune cpenctB m WHBeCTHpoBaHWE MpoekToB B MS Excel. Mcmomb3oBanme
OJICKTPOHHBIX T36HI/IH JJIsL (I)I/IH&HCOBLIX U DBKOHOMHYECKHUX pPacCy€TOB. Wcnonp3oBanue
CTICUMAJIM3UPOBAHHBIX ITPOrpaMM JJid aHaJIn3a (bI/IHaHCOBOFO COCTOAHMSA OpraHn3alu
B ToM uncie, mpakTHYECKUX 3aHATHI U J1a00paTOPHBIX padoT 24
IIpakTuyeckoe 3aHsaTHe. OTHOCUTENbHAS W a0CONIOTHAs agpecanus B TaOJIMYHOM MpoIeccope 6
MS Excel.
JlagopaTopHasi padora. Cnucku. Vcrnosnp3oBaHue (QyHKIMN JUIsi aBTOMATU3alud PabOTHI CO 5
CIUCKaMU. ABTOQWIBTPHI M PaCIIUPEHHBIE (DUIBTPHL.
JlagopaTopHasi pa6ora. CBomHBIE TaOMUIBL. PacdeT MpoOMeXyTOYHBIX WTOTOB B Tabmumax MS )
Excel
JlagopaTopHas padoTa. 3anuch U peJaKTUPOBAHHE MAKPOCOB. DIIEMEHTHI YITPABICHUS (POPMBI. 2
IIpakTuyeckoe 3aHaTHE. Penienne 3aja4 MpOrHo3MpoBaH vsl: PYHKINH, THHUY TPEHA. 6
IIpakTHyeckoe 3aHaTHE. Penienne 3aja4 ONTUMHU3AIKHI: TTIO00p apaMeTpa, HOUCK PEIIeHMsI. 6
Tema 3.3. TexnoJsioruu Conep:xanue yueOHOro MaTepuaJa
cO31aHMA M 00padoTKHU 1. KomnbroTepHas rpaduka, ee BUJBL.
rpagmyeckoi uupopmauuu | 2. MynbTHUMEUIAHbIE IPOTPAMMBI. 10
3. Ha3naueHune U OCHOBHBIE BO3MOXHOCTH IMPOrpaMMbl MOATOTOBKH Mpe3eHTauuid MS Power
Point. OcHOBHBIE TpeOOBaHMS K JIEIOBBIM MPE3SHTAIHIM
B Tom uncie, MpaKTHYECKUX 3aHATHIA M JIAGOPATOPHBIX padoT 10
IpakTnyeckoe 3ansiTue. Co3nanne MyJIbTUMEIMHHBIX npe3eHTaimii B MS Power Point. 10
Tema 3.4. Texnonornu Coaeprxanue y4eOHOr0 MaTepHuaJia 8
XpaHeHus1, 0TOOpa U 1. ba3bl JaHHBIX U CHCTEMBbI yIpaBJieHHsI 0a3aMy TaHHBIX.
COPTHPOBKH MHGOpMauuu | B ToM 4Yuciie, NPAKTHYECKHX 3aHATHII M J1a00PATOPHBIX PadoT 8
JladopaTtopHast padora. Co3manue Tabmwi 0a3pl JaHHBIX. BBOJI M pemakTHpOBAHUE 3aMMCEH C )
MTOMOIIIBIO (POPMEL.
IIpakTnyeckoe 3ansTue. PopMUpPOBaHUE 3alIPOCOB I MOMCKA U COPTHUPOBKH MH(OpMAIMU B 6

0Oaze mauabIX. Co3MaHIE OTYETOB.




Pasnes 4. TesleKOMMYHMKAIIMOHHBIE TEXHOJIOTHH

12

Tema 4.1. [IpeacraBjieHust o
TeXHUYECKUX U
NMPOrpaMMHBIX CPeICTBAX
TeJIeKOMMYHHMKAIIMOHHBIX
TeXHOJIOTHH.

Cojaepsxanue yueOHOr0 MaTepuaJia

1. UaTepuet-TexHonornnu. CiocoObl M CKOPOCTHBIE XapaKTEPUCTHKH MOIKIIOYCHHUS, IPOBAHIED.
[Mouck wHpOpMAIMK C WCHOIH30BAHHEM KOMITbIOTEpa. lIporpaMMHBIC TOHMCKOBBIC CEPBHCHI.
Hcnonp3oBaHue KIFOYEBBIX CJIOB, (hpa3 jis noucka nHGopmarmu, KomMOuHaIMK yCIIOBUSI IOUCKA.

2. llepemada nabopmari Mex Iy KoMipiorepaMu. [IpoBogHast u GecripoBOHAS CBS3b.

3. MeTtoapl CO3AaHMS M COITPOBOXKIACHIS caiTa. 4
4. bpaysep. [Ipumepbl paboOTBl ¢ HHTEPHET-Mara3uHOM, WHTEPHET-TypareHTCTBOM, HWHTEpPHET-

oubmuorexoit u mp. [louckoseie cuctemsl. Ilpumep momcka MHPOPMAIMKM Ha TOCYAapCTBEHHBIX
oOpa3oBarenpHBIX TopTamax. OcyliecTBiIeHWe TMOUCKa WHGOPMAIUN WIH HH(POPMAIMOHHOTO

o0BekTa B Tekcre, (aillIoBBIX CTPYKTypax, 0a3zax maHHBIX, ceTH MHTrepner. Co3maHue sIuKa

3JIEKTPOHHOM IIOYTHI M HACTPOKKA ero napaMmerpoB. PopMHUpOBaHUE aiPECHON KHUTH.

B ToM uncie, MpakTHYECKUX 3aHATHI M JIAa00PaTOPHBIX padoT 4
IIpakTuyeckoe 3ansaTHe PaboTa ¢ monckoBeIMU cucTeMaMu. PaboTa ¢ 31eKTpoHHON OYTOH. 4
Co3naHue caidTa-BU3UTKHU CPEJCTBAMH OHJIAH-pETaKTOpa

Tema 4.2. Bo3mo:xxHocTH Coaepsxanue yueOHOro MaTepuaJa:

CeTEeBOro MpPorpaMMHOro 1. ConanbpHele ceTH. DTUYEeCKHEe HOPMBbI KOMMYHUKalui B IHTepHeTe. IHTepHET-KypHAJIBI U 4

o0ecnieyeHust ISl CMI.

OpraHu3auuu B ToM uMciie, MpakKTUYeCKUX 3AHATHI U J1a0OPATOPHBIX padoT 4

KOJLIIEKTUBHO M IpakTuyeckoe 3ansiTue. McnonszoBanue cepsrucos Google Docs 11st COBMECTHOM pabOTHI C

ACeATCJIbHOCTH B JOKYMEHTaMU 4

rJ100aJIbHBIX U JOKAJIBHBIX

KOMIBbIOTEPHBIX CETAX

Tema 4.3. IIpumepsi Coaepsxanue y4eOHOro MaTepuaJa:

ceTeBbIX HHpopManuoHHBbIX | 1. CeTeBble MHPOPMAIIMOHHBIE CHCTEMBI JUIS PA3JIMYHBIX HATIPABIEHUH MTPOdheCCHOHANBHON

CHCTeM [JISl Pa3JIMYHbIX JIESITEIIbHOCTH (CHCTEMBI AJIEKTPOHHBIX OUIIETOB, 0aHKOBCKHUX PAaCUeTOB, PETUCTPAITUN 4

HaTnpaBJIeHHI aBTOTPAHCIIOPTA, DJIEKTPOHHOTO TOJIOCOBAHHUS, CHCTEMBI MEAUIIMHCKOTO CTPaxOBaHUA,

npogeccHOHANBHOM JIUCTAHIIMOHHOTO O0YYEeHHsI ¥ TECTUPOBAHUs, CETEBbIX KOH(pepeHIHil 1 (hOpyMOB U TIp.)

AeATEeIbHOCTH B ToMm uyncie, NPaAaKTHYECKUX 3aHATHIL U JIA0OPATOPHBIX PadoT 4
IpakTuyeckoe 3ansitue. Pabora B CIIC «Koncynprant [Imrocy. Pabora B IC 6aHKOBCKHX 4
pacueToB.

KypcoBoii npoekr (padota) (e npedycmompena)

CamocrosiTesqibHast ydeOHas1 padoTa o0y4aromierocsi HaJl KypcoBbIM NPOeKTOM (padoToil) (ne npedycmompena)

Bcero: 118
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3. OCOBEHHOCTH PEAJIN3AIIMU JUCHUIIJIMHBI B OTHOLIEHUWHU JIMI U3 YNCJIA
MHBAJIMJIOB U JIUL] C OTPAHUYEHHBIMU BO3MOKHOCTSAMMU 3]10POBbSI
O6yanOU.[I/IeC5I C OrpaHMYCHHBIMHU BO3MOXHOCTAMU 3IO0POBBA, B OTIMYUC OT OCTAJIbHBIX
00Y4aroIINXCs, IMEIOT CBOU CIEIU(PUIECKHE 0OCOOCHHOCTH BOCHIPHUSATHS, IEPEepabOTKH MaTepHaa.
[TonGop u pa3paboTka y4eOHBIX MaTEPHATIOB JOJHKHBI IMPOW3BOJUTCSA C yYETOM TOTO, YTOOBI
[PEJOCTABNIATh 3TOT MaTepPUaN B PA3IUUHBIX (HOpMax Tak, YTOOBI UHBAIHIBI C HAPYIICHUAMH CIyXa

nojy4yand HHGOPMAIMIO BHU3YaJIbHO, C HApyIICHWSIMU 3pEHUS — ayAualbHO (Hampumep, ¢
UCIOJIb30BAHUEM IIPOrPAMM-CHUHTE3aTOPOB peYM) WIM C IOMOIIBI THU(IOMH(POPMALMOHHBIX
YCTPOMCTB.

Br160p cpeacTB 1 METOI0B 0OyUEHHS OCYILIECTBISICTCS CaMHMM TpernojaaBaTesiM. [Ipu stom B
00pa3oBaTeNTbHOM IPOIIECCE PEKOMEHIYETCS NCIOIb30BAHUE COLUATBHO-aKTUBHBIX U Pe(IeKCHBHBIX
METOJIOB OOY4YEHHsI, TEXHOJOTHH COLMOKYIBTYPHOW peaOMIIMTALMK C IEIbI0 OKa3aHHUs IOMOIIU B
YCTQHOBJICHUH TIOJIHOIIEHHBIX MEXJIMYHOCTHBIX OTHOIIECHHH C APYTUMH OOYYaIOUIMMHCS, CO3JaHUH
KOM(OPTHOTO MCUXOJIOTNYECKOro KIMMaTa B CTYICHYECKO IpyIe.

CornacHo TpeOOBaHUSM, yCTAaHOBICHHBIM MuHOOpHayku Poccum K MOpSAKY peann3anuu
00pa30BaTeNbHOM AEATEILHOCTH B OTHOIICHUN MHBAIH/IOB U JIMI] C OTPAaHMYCHHBIMU BO3MOKHOCTSIMU
3JI0POBbsI, HEOOXOIMMO UMEThH B BUY, UTO:

1) MHBaNHMIBI U JTUIA C OTPAHUYCHHBIMA BO3MOYKHOCTSIMH 3/I0POBbBSI ITO 3PEHHUI0 UMEIOT MPABO
NPUCYTCTBOBAThH HA 3aHATHIX BMECTE C ACCHCTEHTOM, OKa3bIBAIOIIMM OOYYaIOIIEeMycsi HEOOXOIUMYIO
MTOMOIIIB.

2) MHBAJIM/BI U JIUIA C OTPAaHMYCHHBIMI BO3MOYKHOCTSIMH 370POBbSI 110 CIyXYy UMEIOT IIPaBO Ha
WCTIOJIb30BaHNE 3BYKOYCHIIMBAIOIIEH armaparypsl.

[lpn npoBeeHUMH NPOMEXKYTOUHOH aTTECTAlMM 10 TUCHUILUIMHE OOECIeUunBaETCsl COOJIO/IeHHE
CIICAYIOMIUX O0IUX TpeOOBaHUIL:

- IPOBEZICHUE ATTECTAIMH /ISl MHBAJIHIOB B OJHON ayJUTOPUH COBMECTHO C O0YYaIOIIMMUCH,
HE SBIAIONMMUCS WHBAIMIAMH, €CIM 3TO HE CO3/aeT TPYAHOCTEH Ui WHBAIMIOB W HWHBIX
00y4aromuxcs Npy MPOXOKACHUH FOCYAapCTBEHHOM UTOTOBOM aTTEeCTallNy;

- NPUCYTCTBUE B ayAUTOPUM ACCUCTEHTa (aCCUCTEHTOB), OKa3bIBAIOLIET0 OO0YyYarolmMMCs
MHBAJIHJAM HEOOXOJMMYI0 TEXHHYECKYI0 TOMOIIb C YYETOM HX HHAMBUAYaJbHBIX OCOOCHHOCTEH
(3aHATH paboyee MECTO, TMEPEOBUTATHCS, NPOYUTaTh W O(MOPMUTH 3aJaHHMe, OOIATHCS C
HK3aMEHATOPOM);

- TOJIb30BAaHHE HEOOXOJWMBIMU OOYYArOIIMMCS MHBATUAAM TEXHHYECKUMH CPEICTBAMH TIPH
MPOXOXKJICHUH aTTECTAllUU C YY€TOM UX WHAMBUIYaTbHBIX OCOOEHHOCTEH;

- olecrieyeHre BO3MOXXHOCTH OECIPENATCTBEHHOTO JOCTYyMa OOYYaIOUINXCS HHBAJIHIOB B
ayJAUTOpPUH, TyaJICTHbIE U APYTHe MOMEIICHNUS, a TAaKXkKe UX NMPeObIBaHUS B YKa3aHHBIX MOMEIEHUIX.

[To mnHcbMEHHOMY 3asBICHHIO OOYYarOMIErocs WHBAJIMAA TPOJODKUTEIBHOCTh  CIAud
o0yJaromuMcsl MHBAJIHMJIOM HJK3aMEHa MOXKET ObITh YBEJIMYEHA 10 OTHOLIEHHMIO K YCTaHOBJIEHHOM
MIPOIOIDKUTETLHOCTH €0 CIauu:

- IPO/IOJDKUTEIBHOCTD CAAYM K3aMeHa, IPOBOJIUMOrO B MUCBbMEHHOM (opme, - He Oosee yem
Ha 90 MUHYT;

- TPOJOJDKUTENBHOCTh MOATOTOBKM OOYyYaroIlerocss K OTBETY Ha JK3aMeHe, MPOBOJMMOM B
yCTHOU opme, - He Oosiee ueM Ha 20 MUHYT;

B 3aBucuMOCTM OT HMHIMBHUAYaJbHBIX OCOOCHHOCTEH OOYYaIOIIMXCS C OrpaHUYEHHBIMHU
BO3MOKHOCTSIMH 37I0POBBSI OPTaHW3aIUsl OOECIIEYMBACT BBHIMOJIHEHUE CIEAYIOINX TPEOOBaHHHA MPH
MIPOBE/ICHUH aTTECTALUH:

a) 7S CIICTIBIX:

- 3aJlaHds U MHbIE MaTepHaibl JUIs CAa4M HK3aMeHa O(OpMIISIOTCS peabepHO-TOUECUHBIM
mpudToM Bpaiins nim B BUAE IEKTPOHHOTO JOKYMEHTA, MOCTYITHOTO C TIOMOIIBI0 KOMIBIOTEpa CO
CMEeLUAIM3UPOBAHHBIM POTPAMMHBIM 00ECIIEYCHHEM IS CIIEMBIX, JTMOO0 3aUUTHIBAIOTCS ACCUCTEHTOM;

- TIHCHMEHHBIE 3aJaHHS BBIOJTHIIOTCS OOYJaOIUMUCS Ha Oymare peabeHO-TOUCYHBIM
mpudToM bpailinsg nim Ha KOMIbIOTEPE CO CHEHATU3UPOBAHHBIM ITPOIPAMMHBIM 00ecIieueHUueM st
CIIETIBIX, THOO HAJMKTOBBIBAIOTCSI ACCUCTEHTY,
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- [pu  HEOOXOAMMOCTH  OOYdYaIONUMCS  TPEJOCTABISETCS  KOMIUIGKT  MMHCHbMEHHBIX
MPUHAUICKHOCTEH M Oymara Jijisi ImuchbMa pelibeHO-TOYeUHbIM IpUdTOM bpaiiis, KOMIbIOTEp €O
CHETHATM3UPOBAHHBIM IPOTPAMMHBIM 00€CIICYCHUEM ISl CIICTIBIX;

0) st c1aboBUIAIINX

- 3aJIaHUs U MHBIC MaTePUAIIBI JIJISl CIaYH 3K3aMeHa 0(pOPMIIIOTCS YBETHUCHHBIM MIPHPTOM;

- oOecrieyrBacTCsl MHIMBUYaIbHOE paBHOMEpPHOE OocBeleHre He MeHee 300 JIoKc;

- TpU HEOOXOAUMOCTH OOYYAIOUIUMCS TPEIOCTABIISACTCS YBEIMYMUBAIOIICEe YCTPOKMCTBO,
JIOITYCKAETCS MCIIOIb30BAaHUE YBEIMUMBAIOIINX YCTPOHCTB, HMEIOIIMXCS Y 00YyJarOIIUXCS;

B) JIJISl TIIYXUX U CIa0OCIBIMIAINX, C TSHKETBIMU HAPYIICHUSIMHU PEUH:

- obecrieynBaeTCcsl HAJIMYME 3BYKOYCHIIMBAIOIIEH aIapaTrypbl KOJUIEKTHBHOIO ITOJIb30BaHMS,
OpyH  HEOOXOAMMOCTH  OOYYaroIIMMCS  MPEAOCTABISIETCS  3BYKOYCWIMBAIOIIAS  ammaparypa
WHWMBUIYAIBHOTO TI0JIb30BaHUS;

- 110 MX YKEJIAHUIO UCTIBITAHUS TIPOBOJAATCS B MUCBMEHHOU (hopme;

I) JUIS JIMI C HapyHICHUSMH OIOPHO-JABHIaTEIBHOTO ammapara (TSHKeJIbIMH HapyHICHUSMHU
JBUTATEIBHBIX QYHKIMI BEPXHIUX KOHEYHOCTEH MM OTCYTCTBUEM BEPXHHUX KOHEUHOCTEH):

- NHCBMEHHBIC  3aJaHMs  BBINOJHAIOTCS  OOYYalONIMMKCS  Ha  KOMIIBIOTEpE  CO
CHETIMATM3UPOBAHHBIM IIPOTPAMMHBIM 00€CIICYCHUEM HITH HaIMKTOBBIBAIOTCSI aCCHCTEHTY

- TI0 UX YKEJIAHWFIO MCIIBITAHMsSI IPOBOJIATCS B YCTHOM (opme.

O HeoOXxoguMocTH OOECTeUeHUsT CHEIUAIBHBIX YCIOBUH Il TIPOBEACHHS ATTECTAINH
00y4YaroIuics JOKEH COOOUIUTh MMCHMEHHO HE Mo3/Hee, yeM 3a 10 aHeil 1o Havana arrectaiuu. K
3asBJICHHUI0  TMPWIATAIOTCS  JOKYMEHTBI,  IOATBEPKIAIONIME  HAIMYHE y  00ydJaromerocs
WH/IMBUYyAIbHBIX 0COOCHHOCTEH (IIPU OTCYTCTBHH yKa3aHHBIX JJOKYMCHTOB B OpraHHU3aIlNN ).

4. 3ATAHHS JJISI CAMOCTOSITEJIBHOM PABOTBI OB YUAIOIINUXCS
CamocrosTenpHas padoTa 00yJaronuxcs He MpeyCMOTPEHa.

5. 3BATAHMS JJISI TIPAKTUYECKHUX 3AHATHUN U JIABOPATOPHBIX PABOT

[To pucuMIUIMHE MPEAYCMOTPEHBI MPAKTUYECKUE 3aHATHUSA C HCIOJIIb30BAHUEM AaKTHBHBIX H
WHTEPAaKTUBHBIX (OpPM TMpoOBeNeHUs 3aHATHH (pa3bopa KOHKPETHBIX CHUTYyalMil, TPYIIOBBIX
JUCKYCCUW) B COYETAHWU C BHEAYIUTOPHOH paboToil ans (opMupoBaHUS M PA3BUTHS OOUIMX H
PO eCCUOHATBHBIX KOMITETEHIIMA 00y4JarOIuXCsl.

HaunmMeHoBaHue pa3aesioB U TeM dopMupyeMble KOMIIETEHINH
AUCHUTUIMHBI/MPaAKTHYeCKHEe 3aHATUS

1 2

Pazpnen 1. Ipumenenune nHGpopMannoOHHBIX
TeXHOJIOTHH B 3KOHOMUYecKoii cdepe.

Tema 1.1. [loHsiTHE U CYIIHOCTH HH(OPMAIIUOHHBIX OK 01, OK 02, OK 03,0K 04, OK 05, OK 09, OK
CHCTEM H TEeXHOJIOTHi 10, OK11

IIpakTHyeckoe 3aHATHE. AHATH3 WHP)OPMAITMOHHBIX
CUCTEM U TEXHOJIOTH, MPUMEHEMBIX B OaHKOBCKOM

JIeSITeIbHOCTH
Tema 1.2. Texaudeckoe odecrevenne OK 01, OK 02, OK 03,0K 04, OK 05, OK 09, OK
HH(OPMAIMOHHBIX TEXHOJIOTHH 10, OK11

IIpakTHyeckoe 3ansiTHe. [lepcoHanbHBIN KOMITBIOTED U
€ro COCTaBHbIE YaCTU.

Tema 1.3. [IporpammHoe obecnieyeHne OK 01, OK 02, OK 03,0K 04, OK 05, OK 09, OK
HH(OPMAIMOHHBIX TEXHOJOTHI. 10, OK11

IIpakTHyeckoe 3ansTHe [IpuknaaHoe nporpaMMHoOe
obecrieyenue: (haiioBble MEHEIKEPHI, TPOTPaMMbI-
apXHUBATOPBI, YTHIIUTEL.
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Tema 1.4. KomnblorepHsbie BUPYCbl. AHTUBHPYCBI.
3ammra ungopManuu B HHGOPMALUOHHBIX CHCTEMaXx.

IpakTnyeckoe 3ansirne Opranu3amus 3amUThl
WHPOPMALIMK HA IEPCOHATBHOM KOMIBIOTEDE.

OK 01, OK 02, OK 03,0K 04, OK 05, OK 09, OK
10, OK11

Paznen 2. Onepammonnas cucrema MS Windows.
CraHaapTHbIe NPOrPaMMHbIe CPeICTBA.

Tema 2.1. Hutepdeiic OC Windows. DaiijioBas
cucrema. CTaHgapTHbIE IPOrPAMMHBIE CPEICTBA

MpakTuyeckoe 3ansatue. Marepdeiic OC Windows

JlaGopaTopHasi padora. DaiftoBast cuctema.
CranapTHbIe IPOrPaMMHBIC CPEJICTBA

OK 01, OK 02, OK 03,0K 04, OK 05, OK 09, OK
10, OK11

Pasnes 3. TexHonornu co3qanusi M nMpeodpa3oBaHust
HH(OPMALMOHHBIX 00HEKTOB

Tema 3.1. TexHoJI0THH CO3AAHUSI M 00PAOOTKHU
TEeKCTOBOM MH(pOpMaumn

IMpakTnyeckoe 3ansitne. Co3nanue u ohopMIICHHE
MapKHPOBAHHBIX, HYMEPOBAHHBIX K MHOTOYPOBHEBBIX
CIIMCKOB.

[pakTuyeckoe 3ansaTue. Cozmanue u opopmieHue
ra3eTHHIX KOJIOHOK.

[pakTuyeckoe 3ausaTue. Cozmanue u opopmieHue
Ta0JIMIL B TEKCTE.

JlabopaTopHasi padora. Ctuim, co3iaHnue u
pelaKkTUPOBaHUE aBTOCOOUPAEMOTO OTIIABIICHHSI.
['unepccbuiku

OK 01, OK 02, OK 03,0K 04, OK 05, OK 09, OK
10, OK11

Tema 3.2. TexnoJsioruu 00padoTKH YUCI0BOM
uHdopmanun

IIpakTnyeckoe 3ansitne. OTHOCUTENIbHAS U A0CONIIOTHAS
aapecanus B TabauaHOM nporieccope MS Excel.

JlaGopaTopHnasi paGora. Cnucku. Mcnons3oBanue
(GYHKUWH 11 aBTOMATHA3AINHA PA0OTHI CO CIIUCKAMH.
ABTOMUIBTPHI U paclIUpEeHHbIE PUIBTPHI

JlaGopaTopHas padora. CBoaHble Tabuisl. Pacuer
IPOMEKYTOUYHBIX UTOTOB B Tabiuuax MS Excel

JlaGopaTopHasi padoTa. 3amuch U PeIAKTHPOBAHNE
MaKpOCOB. DIIEMEHTBI YIIpaBieHus: POpMbI

IIpakTHyeckoe 3ansTHe. Pemenue 3anau
MPOTHO3MPOBaHM: QYHKIMH, JMHUU TPEHIA

IMpakTnyeckoe 3ansiTue. Penienue 3a1a4 ONTUMH3AIIIH:
1o100p apameTpa, MOMCK PEelICHHUs

OK 01, OK 02, OK 03,0K 04, OK 05, OK 09, OK
10, OK11

Tema 3.3. TexHos10ruu co31aHusi 1 00padoOTKU
rpaduyeckoii uHGopmanun

IIpakTHyeckoe 3ansaTHe Co3/1aHNEe MYITbTUMEINIHBIX
npe3eHtanuid B MS Power Point.

OK 01, OK 02, OK 03,0K 04, OK 05, OK 09, OK
10, OK11

Tema 3.4. TexHoJ10ruu XxpaHeHusi, 0TO0pa u
copTHpPOBKH MHGOpMaLMHU

JladopaTopHas padora. Coznanue Tabiuiy 6a3bl
JaHHBIX. BBO M pemakTupoBaHue 3amuceii ¢ ImoMOIIbI0

(hopMBl.

MpakTHyeckoe 3ansiTHe DOpMUPOBaHKE 3AIPOCOB IS
MOKCKa ¥ COPTHPOBKH UH(popMaImy B 06a3ze TaHHBIX.
Co3maHue OTYETOB.

OK 01, OK 02, OK 03,0K 04, OK 05, OK 09, OK
10, OK11

Pasneu 4. TeleKOMMYHMKAIIMOHHBIE TEXHOJIOTHH

Tema 4.1. [IpeacTaBjieHusi 0 TEXHHYECKUX H
NMPOrpaMMHBIX CPeICTBAX TeJIEKOMMYHHKAIIMOHHBIX
TEeXHOJIOTHid.

OK 01, OK 02, OK 03,0K 04, OK 05, OK 09, OK
10, OK11
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IpakTnyeckoe 3ansitne PaboTta ¢ TOMCKOBBEIMU
cucteMaMu. Pabora ¢ amekTpoHHOM moutoi. Co3nanue
caiiTa-BU3UTKHU CPEICTBAMU OHJIAHH-peIaKTOpa

4.2. Bo3MOKHOCTH CE€TEBOr0 MPOrpaMMHOI0 OK 01, OK 02, OK 03,0K 04, OK 05, OK 09, OK
o0ecrneyeHHs Il OPraHU3ANUH KOJJIEKTHBHOM 10, OK11

NeATeJILHOCTH B INI06ANBHBIX U JOKATbHBIX
KOMINBIOTEPHBIX CETAX

IIpakTn4yeckoe 3ansaTue lcnonb30BaHne CEPBUCOB
Google Docs 151 coBMeCTHO# pabOTHI C TOKyMEHTaMHU

4.3. Ilpumepnl ceTeBbIX HHPOPMANUOHHBIX CHCTEM OK 01, OK 02, OK 03,0K 04, OK 05, OK 09, OK
JJISl pa3JIMYHBIX HaNlpaBJeHu npogeccuoHAJIbLHON 10, OK11
JAesITeTbHOCTH

IpakTuyeckoe 3ansaTue. Padora B CIIC «KoHcynbranT
[Tmrocy. Pabota B IC 6aHKOBCKHX PacyeToB.

6. YCJIOBUS PEAJIM3AIIMU ITIPOT'PAMMBbI YYEBHOM JUCHUILIAHBI

6.1. last peaau3auuy NporpaMMbl JUCHUIIMHBI TIPETYCMOTPEHBI: TabopaTtopusi HHGOPMAIIMOHHBIX
TEXHOJIOTHH B NPO(ECCHOHATHLHON JEATENbHOCTH; YYeOHasl ayJUuTOpUs JUIS TIPOBEICHHS 3aHATHIA
JICKIIMOHHOI'O THIIA, 3aH$ITI/II>'I CeMI/IHapCKOFO THIIA, prnHOBI)IX n I/IHI[I/IBI/II[ya.HBHBIX KOHCYJ'II)TaIII/II\/'I,
TEKYILEro KOHTPOJS M TPOMEXKYTOYHOH aTTECTAllMH, OCHAIICHHAs HAOOpOM JIEMOHCTPALMOHHOTO
000pyIOBaHUS U Y4eOHO-HATISIIHBIMU MOCOOHMSIMU; y4eOHast ayJUTOpUs ISl TEKYIIEr0 KOHTPOJS U
MIPOMEKYTOUHOM aTTECTAIlMK, OCHAIIICHHAs HA0OpOM JIEMOHCTPAIIMOHHOTO 00OPYAOBaHUS M Y4eOHO-
HarJisiTHbIMHU HOCO6I/I$IMI/I; 6I/I6JII/IOTCKa, T-II/ITa..III)HI)If/'I 3aJ C BBIXOJIOM B I/IHTepHeT; IIOMCIICHUC IJIs1
XpaHEHUS U POPHIAKTUIECKOTO 00CTy)KUBAHHS YIeOHOTO 000pYIOBAHHST; AKTOBBIH 3aJI; IIOMEIIICHHE
JUTsl CAaMOCTOATENIbHON paboThl, ocHameHHble B cooTBeTcTBHM ¢ OIIOIIl no cnenunansHoctu 38.02.07
BankoBsckoe zeno.

6.2. UndopmannonHoe odecrieyeHne peaju3alui NporpamMmbl

Hdns  peamuzanum mporpamMmbl  OuOnmMoTeuHbI  (QoHI  YHUBepcUTETa HMEET  DIIEKTPOHHBIC
oOpazoBareibHble U MHPOPMALMOHHBIE PECYPChI, PEKOMEHIYEMbIE AJSl MCIIOIb30BaHUS B 00pa30BaTEIbHOM
mpoliecce

OcHoBHas uTepaTypa

6.2.1. DJIeKTPOHHBIE U3IAHUS
Nudopmartuka s 53KOHOMHUCTOB : YU€OHHUK /ISl cpeiHero npodeccuoHanbHoro oopasosanus / B. I1.
[TonsikoB [u np.] ; nox penakuueit B. I1. ITonsakoBa. — Mocksa : U3parensctBo FOpaiit, 2021. — 524
c. — (IIpodeccuonansuoe odpazoBanue). — ISBN 978-5-534-11165-1. — TekcT : 31eKTpOHHBIH //

3bC Opaiit [caliT]. — URL: https://urait.ru/bcode/471194
Hetécosa, O. FO. WHdopmannoHHbIE TEXHOIOTUN B SKOHOMHKE : y4yeOHOe 1mocolue sl CpelHEro
npodeccuonansHoro odpazosanust / O. FO. HerécoBa. — 3-e u3a., ucnp. u gom. — Mocksa :

WznarensctBo Opaiit, 2021. — 178 ¢. — (IIpodeccrnonansuoe odbpazopanue). — ISBN 978-5-534-
09107-6. — Tekcr : anekrponnsiit // IBC FOpaiir [caiit]. — URL: https://urait.ru/bcode/471696

6.2.2. DJIeKTpOHHBIE pecypChbl
1. Hayunas snexrponnas 6ubnuorexa eLIBRARY.RU https://elibrary.ru/
OnexTpoHHas oubanoreunas cucrema FOpaiit U3natenscTro KOpaiit https://biblio-online.ru/

2
3. IInardopma «bubmmnoxomiuexrarop» http:// www.bibliocomplectator.ru/
4. CunpasouHo-nipaBoBas cucreMa «Koncynprantllmtocy.
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6.2.3. lonoHUTEIbHbIE HCTOYHHKH
I'aBpunioB, M. B. MudopmaTtuka 1 nH(OpMAIIMOHHBIE TEXHOJIOTUH : YUEOHUK VI CPEIHETO
npodeccuoHaibHOro oopazoanus / M. B. I'aepuiios, B. A. KinmumoB. — 4-¢ uz ., nepepad. u gom. —
Mockga : M3narensctBo FOpaiit, 2021. — 383 ¢. — (IIpodeccuonansrnoe odbpazoBanue). — ISBN
978-5-534-03051-8. — Tekcrt : anexkrponusiii // IbC FOpaiit [caiiT]. — URL:
https://urait.ru/bcode/469424

6.3. Obsi3aTe/ibHOE POrPaMMHOE odecIeYeHHe

Microsoft Windows 10 Education / Microsoft Windows 7 / Windows Vista Business

2. Office 365 ProPlus, Microsoft Office 2019, Microsoft Office 2016 Professional Plus (Word,
Excel, Access, PowerPoint, Outlook, OneNote, Publisher) / Microsoft Office 2007 (Word,
Excel, Access, PowerPoint)

—
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7. @OHJ OHEHOYHBIX CPEACTB JJIsA TIPOBEAEHUS TEKYIIEI'O KOHTPOJIS U
MNPOMEXYTOYHOM ATTECTAIIMHA MO JUCITATIJIMHE

OI1.09 «MudopManmoHHbIe TEXHOJIOIHH B POGecCHOHATBbHOI e TeJbHOCTH

7.1. MACHHOPT ®OHJA OHEHOYHBIX CPEJACTB 11O AUCHUIIJIMHE

@DOHJT OIEHOYHBIX CPEJICTB MpeAHA3HAUYEH JJs KOHTPOJS U OLEHKM 00pa3oBaTENbHbBIX
JIOCTIDKEHUH  00y4aroIuxcs,  OCBOMBIIMX  Mmporpammy  y4deOHoi  aucrumuuasl — OI1.09
«HpopMallMOHHBIE TEXHOJIOTUU B MPO(ECcCHOHANBHOM AesTenbHOCTU» Mo cnenuanbHocT CIIO
38.02.07 «baHKOBCKOE AENIOM.

®DoHa OICHOYHBIX CpPEICTB pa3paboTraH B cooTBeTcTBHHM ¢ TpeboBanusamu DI'OC CIIO
38.02.07 BankoBckoe neno u paboueit mporpammoi aucuuimHbl OI1.09 «MHbOpMannoHHBIC
TEXHOJIOTUH B MPOPECCUOHATBHOMN JEATEILHOCTIY.

B pesynbrare 0cBOCHUS IUCHUILTUHBI 00YYaIOLIHIACS JOIKEH:

ymemy: *  HCNOJb30BaTh UH(OPMALIMOHHBIE PECYPCHI IS MOMCKA M XpaHEHUs
nH(pOpMAIIHH;

*  00pabaTpIBaTh TEKCTOBYIO U TAOIUYHYIO HH(OPMALIHUIO;

*  HCIIOJNB30BATh JICTOBYIO TpadUKy ¥ MYJIbTHMEIHA-UHPOPMAITUIO;

*  CO3/1aBaTh MPE3CHTAIINY;

*  NPUMEHSATH AHTHBUPYCHBIC CPECTBA 3aIIUTHI HH(pOpPMAIIHH;

*  yuraTh (MHTEPIPETHPOBATH) HUHTEPPEIC ClIeNUaAIU3UPOBAHHOTO
MPOrPaMMHOTO  OO€CIIeYeHHS, HAXOAWTh KOHTCKCTHYIO  TIOMOIIIb,
paboTaTh C TOKYMCHTAIUCH;

*  NPUMEHATH CHCHHAIM3HPOBAHHOE MPOrPAMMHOE OOCCIICUCHUE IS
coopa, XxpaHeHus U 00paboTKM OaHKOBCKOW uWH(}OpManmuu B
COOTBETCTBUH C MU3y9aeMbIMHU MPOPECCUOHATHLHBIMU MOTYJISIMU;

*  I0Jb30BaThCA aBTOMAaTU3UPOBAHHBIMU cucreMaMu

JeJI0NIPOU3BOICTBA;

*  IPHUMEHSATh METOJIbl U CPEJICTBA 3alUThl OAHKOBCKOW MH(OpPMALIUY;
3HaAmMb: *  OCHOBHBIE METOJBI U cpeAcTBa 0OpaOOTKH, XpaHEHUs, Meperadu U

HaKOIJICHUs HHPOPMaLINY;

*  OCHOBHBIE KOMIIOHEHTbl KOMIBIOTEPHBIX CETEH, MPUHIUIIBI
MIaKETHON nepenadu JTaHHBIX, OpraHU3aLHI0 MEXCETEBOTO
B3aUMOJCHCTBUS;

*  HA3HAYCHHWE W [PUHLUIBI HCIOJIb30BaHWS CUCTEMHOIO U
MPUKJIAHOTO MPOrPaMMHOI0 00€CTIeUEeHHUS;

*  TEXHOJIOTHMIO  TMOHMcKa  MHPOpMaUMd B  MHPOPMALMOHHO-
TeJeKOMMYHUKalnoHHOU ceTn "UHTepHer" (nanee - cetb HTEpHET);

*  IPUHLUIBL 3aMThl HMHQOpMAnMM OT HECAaHKLMOHWPOBAHHOIO
JOCTYyIa;

*  IIPaBOBBIE ACMEKTHI UCIOJIb30BAHUS WH(POPMAIIMOHHBIX TEXHOIOTUN
Y IPOrpaMMHOT0 00ecTIeueHMS;

*  OCHOBHBIE NMOHATHS aBTOMAaTH3UPOBAaHHON 00pabOTKH HH(pOpMAIINH;
*  HampaBJeHMs aBTOMaTH3aluu OAaHKOBCKOMN JESITETbHOCTH;

*  Ha3HAYeHHUE, MPUHIMITBI OPTaHU3AMH U SKCIUTyaTallui 0AaHKOBCKHX
MH(OPMALIMOHHBIX CUCTEM;

*  OCHOBHBIE YIpo3bl M METOABl oObecredyeHuss HH(POPMAIMOHHON
0C30ITacCHOCTH;
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- OCBOUTH OOII[ME KOMIIETCHLIUH:

Kon HanMmeHoBaHHE 00X KOMIIETEHITH I

OK 01. BriOupate cmocoObl  pemieHus 3aa4  MpodeCCHOHAIBHOM  JACSITEIBHOCTH
MIPUMEHUTEIBHO K Pa3JIMYHBIM KOHTEKCTaM

OK 02. OcymiecTBIATh MOUCK, aHAIW3 U MHTEPIPETani0 HHPOpMaIu, HEOOXOIUMOM ISt
BBITIOJTHEHUS 33124 TPO(ECCHOHATBLHON NeSTEIIbHOCTH

OK 03. [InanupoBaTh W peann30BbIBATH COOCTBEHHOE MPO(PECCHOHAIBHOE M JIMYHOCTHOE
pa3BUTHE

OK 04. PaGorate B KkoulekTHBE W KOMaHAe, 3(PGEKTHBHO B3aWMOJCHCTBOBATH C
KOJUIETraMH, PyKOBOJICTBOM, KJIMEHTAMH

OK 05. OcCymecTBISATh YCTHYIO W NUCBMEHHYIO KOMMYHHUKAIMIO Ha TOCYJapCTBEHHOM
sa3pike  Poccuiickoit ®expepanMu € y4eTOM OCOOCHHOCTEW COLMAIBHOTO H
KYJIbTYPHOI'O KOHTEKCTA

OK 09. Hcnonp3oBate  MHPOPMALMOHHBIE  TEXHOJOTHM B NPO(eCCHOHAIbHOU
NESATEIbHOCTH

OK 11. Wcnonp3oBarh  3HaHUS 10  (UHAHCOBOM  TPaMOTHOCTHM,  IUIAHUPOBATH
MIpeINPUHIUMATEILCKYIO ASITENLHOCTD B MPOoQecCHOHAIBHON cdepe.

7.2. IEPEYEHb KOHTPOJIUPYIOIIUX MEPOITPUATHUM 1151 IPOBEJIEHUS
TEKYIIEIO KOHTPOJISI U MTIPOMEXKYTOUYHOM ATTECTAIIAU
[lepeyeHb KOHTPOJUPYIOIIMX MEPONPUATUH JAJs MPOBEIEHUS TEKYLIEro KOHTPOJIS 110
mucuutuiae OI1.09 «MHbopManroHHbIe TEXHOJIOTHH B TPO(ECCHOHABHON IEATEIIEHOCTI:

Texkymmii KOHTPOJIb
Howmep IIpakTuyeckue DODMUDOBAHILE
ceMecTpa | TectupoBanue | Onpoc | 3agaHus/JadopaTopHble Hoxman PMHP
noprdosauno
padoThI
35 45 5: 6 + + +

IlepeyeHb KOHTPOJHUPYIOMIMX MEPONPUATHI IS IPOBEICHUS TPOMEKYTOUYHON aTTECTALUH T10
muctumuHe OI1.09 «abopMalinoHHble TEXHOIOTHU B TPO(EeCCHOHATLHON AeSITENbHOCTHY:!

IIpome:xxyTOo4YHast aTTeCTALIUSA
Homep
IIpome:xxyToyHOE
cemecTpa KypcoBasi padora P Y Hud. 3auer IK3aMeH
TEeCTHPOBaHHE
6 +
7.3. PE3YJIBTATBI OCBOEHUSA JUCIHUIIJINHbI
Pesynomamut 00yuenusn Kpumepuu oyenxu Memoowt oyenku
Ymerb - XapaKkTepHuCTHKA CTPYKTYpPHI U Ouenka  pe3yJbTaToB
- UCIIOJIb30BAaTh kiaccudukanus HHPOPMAITMOHHBIX BBIIIOJIHEHNA
nH(OpMAIMOHHBIE PECYPCHI TEXHOJIOTHI U UX 3HAYCHHE B HPAKTUYECKUX 3aJaHUH
JIUTSE TIOMCKA U XPaHCHHSI OpraHHU3aIMOHHO - YIPABIEHUECKON gﬂaﬁopaTOpHHX pador.
uH(pOpMaLnu; JEeATEIBbHOCTH MPEIIPUATHUS; [CHKa  pe3yJIbTATOB
CTHOTO OIIpoca.
- 00pa0aThIBaTh TEKCTOBYIO M | - XapaKTepUCTHKA HA3HAUCHUS, Y P
. . O1leHKa TECTHPOBAHUS.
Ta0IMYHYI0 HHPOPMAIIHIO; BO3MOKHOCTEMN, 0COOEHHOCTEH 1 cPepbl
- CIIOJIb30BaTh JEIOBYIO IIPUMEHEHHUs] IIPUTIOKEHUS] TEKCTOBOTO
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rpaduKy U MyJIbTHMEIHA-
UH(POPMALIUIO;

- CO3/1aBaTh MPE3CHTAIIHH;

- IPUMEHSATh AHTHBUPYCHBIC
Cpe/CTBa 3aIIUTHI
uHpOpMaINH;

- YATaTh (MHTEPIPETHPOBATB)
uHTEepdeiic
CHEIHATH3UPOBAHHOTO
POrPaMMHOTO 0OeCTICUeHUS,
HAXOJIUTh KOHTEKCTHYIO
MIOMOIIIb, paboTaTh ¢
JIOKYMEHTAIUEH;

- IPUMEHSTh
CHEeIHATH3UPOBAHHOEC
porpaMMHOE 0OecTIieyeHHe
Ui cOopa, XpaHEHUS U
00paboTKN OAHKOBCKOM
UH(POPMALIUU B COOTBETCTBUU
C M3y4aeMbIMU
pohecCHOHATLHBIMH
MOTYJISIMH,

- TIOJIb30BATHCA
ABTOMATH3UPOBAHHBIMHU
CHCTEMaMH
JIeIIOTIPOU3BO/ICTBA;
HNPUMEHSTh METO/IbI U
CpeZCTBa 3allUThl OAHKOBCKOM
uHpOpMaun

nporieccopa MSWord nakera MSOffice
B Ipo(hecCHOHALHOM IS TEIBHOCTH;

- OdopmiieHne TOKyMEHTAIUH C
nomotisio makera MSOffice;

- [IpumeneHne cTaHAapTHHIX (PYHKITUH,
MMOCTPOCHHE JHATPAMM, BHITIOJTHCHHE
MpOLIEeyphl aBTO3AMOIHEHUS,
MPUMEHEHHE BCTPOCHHBIC (DYHKIIHH,
paboTa ¢ OTHOCUTENBHBIMU U
aOCOIOTHBIMU CCBUTKaMu, paboTa ¢
0a3oit nanHBIX cpenctBamu MS Excel,
- XapakTepuCcTUKa Ha3HAYCHUS
MpEe3EHTALMI; CTPYKTYPY MPE3EHTALIMI;
MIPUEMBI CO3JaHUI MTPE3EHTALNN B
npodeccnoHalbHO 1eATENbHOCTH;

- XapakTepuCcTUKa OCHOBHBIX
KOMITOHEHTOB KOMIIBIOTEPHBIX CETeH,
MIPUHIIMITHI TIONCKA U TTAKETHON
nepeiayn JaHHBIX, OPraHUu3aIHuIo
MEXKCETEBOI0 B3aMMOICHCTBHS

- Meroauky paboTsl ¢ 6a30BBIMU
CUCTEMHBIMU MPOTPaMMHBIMU
MPOYKTAMH U TTAKeTaMU TPHUKIIATHBIX
MporpaMm B 00JaCTH
npodeccnoHATBHOM IeATEIBHOCTH;

- XapakTepucTuka
aBTOMATHU3UPOBAHHON 00pabOTKU
nHpopMaIuu.

3HaTh

- OCHOBHBIE METO/IbI U
cpenctBa 00paboTKH,
XpaHeHHUs, lepeiaun U
HaKOIUJICHHUS HHPOPMAIINH;

- OCHOBHBIE€ KOMIIOHEHTBI
KOMITbIOTEPHBIX CETEH,
MPUHIUIBI TaKETHON
nepeaayy JaHHbIX,
OpraHMU3aINI0 MEKCETEBOTO
B3aUMO/JICHCTBHUS;

- Ha3HAYEHUE U TPUHIUITBI
UCIIOJIb30BaHUS CUCTEMHOTO U
MPUKJIIAJHOTO MTPOTPAMMHOTO
obecneueHus;

- TEXHOJIOTHUIO MTOKMCKA
uHpopManuu B
UH(}OPMaLMOHHO-
TEJIEKOMMYHHUKAIIMOHHON CETH
"UnTepuet" (manee - ceTh
WHrepuer);

- IPUHIIUTIBI 3aIIATHI
UHpOpPMaIIUU OT

- CTpykTypa u Kiaccuduxanus
MH(GOPMAIIMOHHBIX TEXHOJIOTUH U UX
3HAYEHUE B OPraHU3aLMOHHO -
yTIpaBJIEHYECKOH NeATeTbHOCTH
MPEIIPHUSTHS,

- Dtansbl ¥ nepcrnekTussl pazutust UT;
- Haznauenue, BO3MOXKHOCTH,
0COOEHHOCTH U c(pephl IPUMEHEHUS
IIPUJIOKEHUS TEKCTOBOTO MPOLiEccopa
MSWord nakera MSOffice B
poecCHOHATILHOMN 1eATeIbHOCTH;

- CpencTBa v TEXHOJIOTUH paboThI ¢
TaONMYHBIMU JAHHBIMU B
npo¢eCcCuOHANTBHON eATEeTbHOCTH;

- MeToauka MpuMeHEeHHsI CTaHIapTHBIX
(GYHKINH, TIOCTPOCHUS THATPAMM,
BBITOJIHEHUS TTPOLIEAYP
ABTO3AITOJTHEHHUS, IPUMEHEHUS
BCTPOCHHBIX (DYHKIIMH, OTHOCUTEIBHBIX
1 aOCONIOTHBIX CCHUIOK, pabOTHI €
6a3oit nanHbIX cpenctBamu MS Excel;

- Ha3nauenue npesenranuii; CTpykTypa
MPE3EHTALMI; TPUEMBI CO3/TaHUI

OueHka  pe3ynbTaToB
BBITIOJTHEHUS
NPaKTHYECKUX 3aTaHuUi
1 J1abopaToOpHBIX padoT.
OneHka  pe3yiabTaToB
YCTHOTO OIIpoca.
OrneHKa TeCTUPOBAHUS.
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HECAHKITMOHHUPOBAHHOTO
JOCTYTIA,

- MPABOBBIC ACTICKTHI
HCIIOJIb30BaHUS
UH(GOPMAITMOHHBIX
TEXHOJIOTHI U TPOrPAMMHOTO
obecreyeHus;

- OCHOBHBIC TTOHSATHS
ABTOMATH3UPOBAHHOM
00paboTKK MHPOPMALIUH;

- HaIlpaBJICHHUs aBTOMAaTH3aIlUU
0aHKOBCKOU ACATCIHLHOCTH;

- Ha3HAYCHUE, MPUHITUIIBI
OpTaHHU3AINH U YKCILTyaTaI[uu
0aHKOBCKHUX

MPEe3eHTANMK B IPO(heCCHOHATBLHOM
JeATEIIbHOCTH;

- OCHOBHBIC KOMITOHEHTHI
KOMITBIOTEPHBIX CETCH, PUHIIHIIBI
MOMCKA U IMAKETHOW NIepeIaunl JaHHbIX,
OpraHu3aIys MEKCETEBOTO
B3aMMOJICHCTBHS,

- bazoBeie cucTeMHbIe TPOTrpaMMHBIE
MPOAYKTHI M TAKEThI PUKIIATHBIX
MporpaMM B 00JaCTH
poheCCHOHATILHOMN JICATEIILHOCTH U
MPUHIUIIB pA0OTHI C HUMU;

- OCHOBHBIC TIOHSATHUS
aBTOMATH3UPOBAHHON 00pabOTKH
nH(popManuu,

UH(OPMAIIMOHHBIX CHCTEM;

- OCHOBHBIC YI'PO3bI U METOJIBI
obecreycHus
UH(POPMALIMOHHOM
0€e30IMacHOCTH

7.4.0IIUCAHUE MTOKA3ATEJIEA U KPUTEPUEB OLIEHUBAHUA KOMIIETEHIIUIA
HA PA3JIMYHBIX OTAITAX UX POPMHUPOBAHUA, OIIMCAHUE HIKAJI

OLLEHUBAHMUA.

Texkymmii KOHTPOJb 3HAHUI MpEACTaBIsET COOOW KOHTPOJIb OCBOCHHS IMPOTrPAMMHOIO
Marepuaiga y4eOHOW IUCUMIUIMHBI, C IIEJbI0 CBOCBPEMEHHOW KOPPEKIHH OOyuYeHHUs, aKTUBU3AIMU
CaMOCTOSITENTLHOM pabOThl M IPOBEPKU YPOBHS 3HAHUN U YMEHHI o0ydaromuxcs, chopMHUpOBaHHOCTU

KOMIIETEHIIUH.

HpOME)KyTO'-IHaH aTTeCTalud 110 JUCIHUIIIIMHE IMO3BOJACT OLCHUTH CTECIICHD BBIPAXKCHHOCTHU

(copMUpOBaHHOCTH) KOMIETEHIINMN:

HaumeHoBaHue pa3ie/ioB
T KOHTPOJIBLHOIO 32 JaHUSA
AHCUMILINHBI
1 2
Pasgen 1. Ipumenenne Bonpoce! k Bonpoce! k TectupoBanue
HH(OPMALIMOHHBIX TEXHOJIOTHH B mudepeHIIMPOBAHHOMY | YCTHOMY
IKOHOMUYECKOH cepe. 3a4eTy ompocy
IIpakTrnueckue
3a/laHUS U
nabopaTopHbIe
paloThI
Pa3nen 2. Onepaunonnas cucrema MS Bomnpocs! k Bomnpocsr k TectupoBanue
Windows. Cranaaprubie nporpaMmubie | nudQepeHIMPOBAHHOMY | YyCTHOMY
cpeacrsa. 3a4eTy orpocy
IIpakTrueckue
3a/1aHUs U
nabopaTopHbIe
paboThI
Paszgen 3. Texnosioruu co3ganus u Bormpocs! k Bormpocs! k TectupoBanue
npeoﬁpasoBaHnﬂ I/IH(l)OpMalII/IOHHLIX )II/I(l)(bepeHHI/IpOBaHHOMy yCTHOMy
00bEKTOB
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3ayery

ornpocy
IIpakTrueckue
3aJJaHus U
nabopaTopHbIe
paboTHI

Paznen 4. TeslekoOMMYHUKAIIMOHHBbIE
TeXHOJOTHH

Bomnpocs! k
nudepeHIMpOBaHHOMY
3a4ueTy

Bonpocsr k
YCTHOMY
onpocy
[IpakTnueckue
3aJlaHus U
nabopaTopHbIS
paboThI

TectupoBanue,
JOKJIaJ

7.4.1. KOMIUVIEKT OHEHOYHbBIX CPEACTB IS TEKYHIEI'O KOHTPOJIA

Tekymuii KOHTPOJIb 3HAHUM MpEACTaBIseT COOOM KOHTPOJIb OCBOCHHUS MPOrPAMMHOTO
MaTtepuanga y4eOHOH IUCHUIUIMHBI, C IENbI0 CBOEBPEMEHHOW KOppEeKUHUU OOydeHHUs, aKTUBU3ALUU
CaMOCTOSITEITLHOM pa0OThI M IPOBEPKH YPOBHS 3HAHUN U YMEHHH 00ydaromuxcs, chopMupoOBaHHOCTH
KOMITETEHIMH. Pe3ynbTaThl TEKYIIEro KOHTPOJIS 3aHOCSATCS B )KYPHAJIbl YUeOHBIX 3aHSATHI.

@DOpMBI TEKYIIETO KOHTPOJIS 3HAHWMN:
- YCTHBI OIpoc;

- IPaKTUYECKUE 3a/1aHNUS;

- 1abopaTopHbIe pabOTHI;

- TECTUPOBAHUE.

Hpopa60TI<a KOHCIICKTAa J'IeKI_II/Iﬁ n y‘lC6HOI71 JIUTEPATypbl OCYHICCTBIIACTCA CTYACHTAMHU B

TCUYCHHUEC BCCIro CEMCCTpaA, IMOCJIC U3YUCHUSA HOBOM TEMBI.

HpeHO,I[aBaTeJ'IB KOHTPOJIMPYCT 3HAHHUC CTYACHTOM HpOfII[GHHOFO Marcpuaja € IIOMOIIbIO

KOHTPOJIbHBIX BOITPOCOB WJIM TCCTUPOBAHUA.

Bomnpocsl 1J1sl TEKyIIero KOHTPOJisi 3HaHu# (YCTHBIIH ompoc)

@opmupyemote komnemenyuu — OK 01 - OK 05, OK09 - OK 11.
1. COBOKYMHOCTB YETKO OIpeeEHHBIX IIeJIEHApaBIeHHBIX JAEHCTBUN NIEpCcoHalIa Mo
nepepaboTke HHPOPMALIMU Ha KOMITBIOTEPE.
2. CKOJIBKO BBIIETISIIOT ATANOB Pa3BUTUS MHPOPMAIIMOHHBIX TEXHOJIOTHH MO MPU3HAKY —
IIPEUMYIIECTBO, KOTOPOE IPUHOCUT KOMITBIOTEPHAs! TEXHOJIOTUS.
3. CyTb HOBOI HH(OPMAITMOHHOM TEXHOJIOTHH.
4. Buapl H”HQOPMAITMOHHBIX TEXHOJIOTUH 110 COBOKYITHOCTH METOJIOB U CPEACTB 00pabOTKU
JTAHHBIX
5. IlpuknagHoe nporpaMMHoe obecniedenre. HazHauenue u kiaccuduxanusi.
6. OducHbIe MakeThl, UX Ha3HAYEHHUE U KOMIOHEHTHI. O0111ast XapakTeprcTHKa KOMIIOHEHTOB
Microsoft Office 2000.
7. 3amuta uHdopmarmu B Microsoft Office.
8. TexHonoruu u cucteMbl 00pabOTKH TEKCTOBBIX JOKYMeHTOB. Knaccudukanus,
(yHKIIMOHAJIbHBIE BOZMOXKHOCTH. DJIEKTPOHHBIN TIOKYMEHT. TeXHOoI0rnu BBOJa TIOKyMEHTA.
9. Cuctemsl pacrioznaBanus TekctoB (OCR-cucremsl). XapakrepucTuka U (pyHKIIMOHAIbHBIE
BO3MOYKHOCTH.
10. TexHONIOTUS CO3/JaHUSI TEKCTOBOTO JJOKyMeHTa B Word.
11. TabmmuHbie poIteccophl: (PYHKIIMOHATBHBIE BO3MOKHOCTH.
12. OcHoBHble oHATHUS Tabnu4yHOrO Npoueccopa Excel. Kuura, nucr, anexrponnas tabnuua,
sueiika, cTpaHuna. Anpec sueiiku, ccbuika. CoOCTBEHHbIE UMEHA STUEeK.
13. Tuns! nanubix B Excel. UncnoBble n TEKCTOBBIE JaHHBIE, 1aTa U BpeMs. DopMmaThl yucia.
Co3zmanue mojap30BaTeIbLCKOro popMara Jucia.
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14. Texnonorus npoektupoBanus Tadbauisl B Excel. Pabota ¢ popmymnamu. Mactep GpyHKUuni.
15. ABro3anonHeHue TaHHBIX: (HOPMYJI, YUCTOBBIX, TEKCTOBBIX. CO3/1aHNE TI0JIb30BATEIHCKUX
CIIMCKOB /i1l aBTO3aIl0JIHEHMS.

16. Bo3amosxHocTu aenoBoi rpaduku B Excel.

17. TexHonorusi co3ganus cBsA3aHHBIX Tadbmu1 B Excel.

18. Bo3mosxknoctu Excel mo pabote co cirickom (0a30ii TaHHBIX ): padoTa ¢ HopMoi,
COPTHUPOBKA, GUIBTPALIUS, T0IBEICHHE UTOTOB, CO3JJaHUE CBOIHBIX TaOJIHII.

19. Knaccudukanusi KoMIp0TepHO# Tpaduku 1o crnocody GopMUpOBaHHS N300paKEHHUS, 110
pa3MepHOCTH, 10 HA3HAYEHHUIO.

20. Cuctembl KOMIBIOTEPHOU rpaduku. Buasl u pyHKIIMOHAIBHBIC BO3MOXKHOCTH. I paduueckue
(dbopmatbl TaHHBIX.

21. IIpesenranus u ee crpykrypa. Ciaiin. OObEKTHI ClIaliI0B, pa3MeTKa CIaiI0B, 3aMETKH K
cliaiam.

22. CucTeMbl CO3/IaHUs TMHAMUYECKHUX Mpe3eHTani. Buasl u pyHKIIMOHAIbHBIE BOZMOXHOCTH.
23. Cucrema co3nanus npezentanuii PowerPoint. O6mas xapakrepuctuka 1 (pyHKIIMOHAIbHBIC
BO3MOYKHOCTH.

24. Texnonorus pazpadotku npesenranyu B PowerPoint. CriocoOsl co31aHus pe3eHTaINH.
Cpenctra mpudToBoro, rpaguueckoro, IMHAMUYECKOTO U 3BYKOBOTO oopmiieHus
IIpe3EHTaI1H.

25. YopaBneHue BOCIIPOU3BEACHUEM IIpe3eHTaluy. Pyunas u aBToMaTtudeckasi A€MOHCTpaLIUs.
YcranoBKa o4epeHOCTH, BpeMeH! U 3(h(HEeKTOB CMEHBI CIIaiiI0B.

26. IIporpammbi-opranaiizepsl. Buabl 1 QyHKIIMOHAIBHBIE BO3SMOKHOCTH.

27. IlIporpamma Outlook 2000. O6mas xapakTepucTika, (pyHKIHOHAIBHBIE BO3SMOXHOCTH,
HACTpoiika pabouel cpesl.

28. Cpencra opranuzanuu padouero mecra. JlneBuuk, Kanennaps, Kontaktel, 3anauu u ap.
Nuterpamus Outlook ¢ npyrumu npunoxeHUsIMH.

29. CpencrBa opraHm3aliii COBMeCTHOU padoTsl. [ImanupoBanue coOpaHusi, ONIOBEIICHUE,
MIPOBEJICHUE CETEBOTO COOPAHHUS.

30. TenneHIMH pa3BUTHA IPOTPAMMHOTO 0OeCTIeUeHUsI.

31. Dramnsl penieHus 3a7a4 Ha KOMIIbIOTEPE.

32. AnroputwM. [lonsitue anroputma. TUITBI aITOPUTMUYECKUX TTPOLIECCOB.

33.TexHonoruu pa3pabOTKH MPOrPaMMHBIX KOMITJIEKCOB.

34. MakponporpammupoBanue B cpene Microsoft Office.

35. I'moGanbHas ceth Internet. Crek mpotokonoB TCP/IP. Axpecanust KoMIbloTepa B CETH.
Mapupyruzanus B cetd Internet. CTpykTypHble KOMIIOHEHTHI ceTH Internet. IIpoTokoss
IIPUKJIaHOrO YpoBHsA ceTH Internet. Cuctema noMeHHBIX UMEH B ceTH Internet. IIpoTokossl
IIPUKJIAHOTO YpoBHs ceTH Internet.

36. Cepucsl Internet. Bunsl cepBucos B Internet, nx Ha3HaueHHE U OCOOEHHOCTH.

IIpumepHbIH epedyeHb NPAKTHYECKUX 3aJaHUH 10 JUCHMILIHHE
@opmupyemote komnemenyuu — OK 01 - OK 05, OK09 - OK 11.
3aganue 1
Henb: HAyuUTHCSI U3MEHSTH CTPYKTYPY U BHEIIHUN BUJ] TOKYMEHTA C MTOMOLIBIO 3ar0JIOBKOB
Ortxkpotite ¢aiin History.doc, Haxoasmuiics B anke ¢ 3aaHUEM.
Co3naiite B BBIJAaHHOM TEKCTE CTPYKTYPY 3ar0JIOBKOB
UToOBI MOCTABUTH 3ar0JIOBOK, HY’KHO MIOCTaBUThH Kypcop Ha ab3ai u B rpynne Cmunu (BKIaaKa
I'nasnas) BeIOpaTh cTUIIB: 3aroioBok 1, 3aronoBok 2 u T.4. (puc. 1).

|AaBI:uCcDu: aaBbCcDi AaBbC: AaBbCc Aalj = ‘%‘1

I'n b HEA | HHTE... 3aros ins I . Hi = =
08 1l B3 WHTE... 3aroA0Eo.. 3aronoEo HazEaHme HamerTe
CTHAW ™

Puc. 1
21



Yacto mpuMeHSIOMAscsl CTPYKTypa 3ar0JIOBKOB B TEKCTE BHITJISANT TaKUM 00pa3oMm:
N. 3aromoBok 1,

N.N. 3aronoBok 2

N.N.N. 3aromnosoxk 3

OOBIUHBIH.

T.e. 9TOOBI CO3/1aTh CTPYKTYPY 3ar0JIOBKOB B JOKYMEHTE, HYXKHO 3ar0JIOBOK , HAUHMHAFOIIUNACS
¢ 1 ycranoBuTh ctriib 3aroioBok 1, ¢ 1.1 — 3aronoBok 2, ¢ 1.1.1 — 3aronoBok 3 u T.1., a BceMy
OCTaJIbHOMY TEKCTY — CTHIIb OOBIUHBIH

3ananue 2

Leab: HAYIUTHCS MEHATH MTAPAMETPBI CTHIICH C IENIbI0 OBICTPOTO U3MEHEHUS B JAIbHEUIIIEM
OOJBIITUX TOKYMEHTOB

JI1st “3MEHEeHUsI MapaMeTPOB CTHIISI IIETKHUTE NMPABOM KHOIKOWM MBIIITN Ha COOTBETCTBYIOIIEM
CTHJIC U B TIOSIBUBIIIEMCSI MECHIO BbIOEepUTE M3Menums. B mosBUBIIIEMCS OKHE Ha)XUMaTh
dopmar/llpudt u @opmar/Ad3ar 1151 KI3MEHEHHSI HEOOXOUMBIX TTapaMeTpoB cTuisl. KHomka
dopMar HaxXOAUTCS BHU3Y CJICBa.

Y CTaHOBUTH NTapaMeTpsl JUIsl CTHIICH:

Crunb Hlpudr Ab3arg
3aromnoBok | Times New Roman, BBIPAaBHHUBAHUE IO LIEHTPY, O0e3 oTCcTymna, uHTepBai nepexa 10
pasmep 12, momyKupHBIi TT, TocJie 2 MT, MEXKYCTPOUHBIN 1,5 CTpOKHU
3aroiaoBok 2 Times New Roman, BBIPAaBHHMBAHME T10 LIEHTPY, O€3 OTCTyIa, HHTepBa nepea 6 Mnr,
pasmep 11, momyxupHblii mocJie 2 NT, MeXKIYCTPOUHBINA 1,5 cTpoku
3aroioBok 3 Times New Roman, BbIPAaBHUBAHUE M0 LIUPHUHE, OTCTYII IEPBOM CTPOKU 2 CM,
pasmep 10, kypcus uHTepBai nepen 3 nr, nociue 0 nT, MEXKIyCTpOUHBIN 1,5 cTpoku
OObIyHbBIH Times New Roman, BBbIPABHUBAHUE T10 IIIUPUHE, OTCTYN NepBoi cTpoku 0,5 cM,
pasmep 10, 0ObIYHBII unTepsai nepen 0 nt, nocie 0 0T, MEXIYCTPOUYHBIH 1,5 cTpoku

Oo6noBute ornasiienue: [IpaBast kHonka Ha HeM, OOHOBUTH 10JIe, OOHOBUTH LIEITHKOM.
VYbenurech, 4TO B HOBOM OIJIaBJIEHUH U3MEHMIIACh HyMEpalHsl CTPaHUL] C y4ETOM U3MEHEHHOTO
TEKCTa.

3ananue 3
Heab: HayuuTHCS MPUMEHATH rpapuuecKue MeMeHThl Smartart 1 ABTOQUTYpPBI
ITpu nomoru komanas! BeraBka — SmartArt co3faiiTe opraHM3alMOHHYIO AUarpaMMy BUAA:

SnexTponuse
e
cmzap

Texcrosse, Warld Wide Weh Tere xoxgpepenumn
rpadnuecke 1
ey Tiee miciorste

pemanTopn
TpanmmaTieeckne, FTP (File Transfer Dapyrsr
JEKCIIECKHE 1 Protecal)

gomermeecsne 1

TpeHmep sl

Tiperpamm - SnexTponian

TecTsr moura
[ Uar
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J1is pa3HBIX YPOBHEH qUarpaMmbl IPUMEHHUTE Pa3HbIC I[BETA 3AIUBKU. [[puMEeHUTE TEHHU.
Co3zmaiite aHaTIOTUYHYIO AUarpaMMy ¢ oMmoIisto apToduryp (BecraBka — @urypsr).
3aganue 4
1. 3amycrute nmporpammy. Co3naiiTe HOBYIO pabouyr0 KHHUTY. J[BaKabl IICIKHUTE Ha SPJIBIYKE
TeKyIiero pabodero nucta u qaiite mucty ums /Jaunnvle. Co3maiite Tabmuiry mo oopasiy tadm. 1.

A B C D E F
1 Pesynbrarel | YaBoennoe | Ksagpar | Keagpar Macmtabupiii | Macmrabu-
U3MEpEeHUH | 3HaYCHUE 3HAQUEHHs | CICAYIOIIETO | MHOXKHTEIb poBaHKe
qucia
2 1 2 1 4 5 5

Tabn. 1. O6pa3en BeIOTHEHHS 3a1aHus |

2. Cnenaiite Tekyuen siueiiky A1 ¥ BBEIUTE B HEE 3arojoBOK Pe3zynbmamvl usmepenuu. Enter.
Breinenute siueiiky A1 w BoimonHuTe KoMaHny [ naswas/@opmam/ @opmam saueex/Bvipasnusanue B
none Ilo eepmuxanu/llo evicome, B none Ilo eopuzoumanu/llo yenmpy. OK. HaBenute ykazarenb
MBIIIN HA Pa3AeIUTEIbHYIO YEPTY MEXy HOMEPOM CTPOKU U YMEHBIIUTE CTPOKY, 3TUM K€ CIIOCOOOM
paclmpbTe IUPUHY CTOIONA, TaK YTOOBI HA3BaHUE YEHKH YMECTHIIOCH B JIBE CTPOUKH.

3. BaeauTte npon3BOJIBHBIE YKCIIA B TTOCJIEIOBATEIbHBIC TUCHKN cTOIONA A, HAUWHAS ¢ TYeUKu A2
(ue menee 10). ITocne BBOAa Kax/10ro 3HaYeHUs HaKUMaiite kinasumry Enter.

4. Bsenure B stueiiky B1 texcT Yoeoennoe 3nauenue. Enter.

5. Beeaute B sueliky CI tekct Keaopam 3uauenus. Enter. Otrdopmatupyiite stueiiku BI1 u Cl,
PacrojoKuB TEKCT B ABE CTPOUYKHU (CM.IL.2).

6. Beenute B sueiiky D1 tekct Keaopam credyroweeo uucna. Enter. OrpopmaTtupyiite sueiiky,
PacrojI0XKUB TEKCT B TPU CTPOUKH (CM.11.2).

7. Bsenute B sueiiky B2 ¢opmyny =2*A42. Enter.

8. Baeaure B sueiiky C2 popmyny =42*%A2. Enter.

9. Bsenurte B siueiiky D2 popmyny =B2+C2+1. Enter.

10. Beimenure nporsruBanuem staeiiku B2, C2, D2.

11. HaBenuTe ykaszaTesib MBIIIM Ha MapKep 3alOJHEHHMs B IPAaBOM HWKHEM YINIy paMKH,
OXBaThIBAIOIIECH BbIAECIEHHBIN quana3oH. HaxxmuTe eByr0 KHOIIKY MBIIIH U NIEPETALIUTE 3TOT MapKep,
4TOOBI paMKa 0XBaTHJIa CTOJIBKO CTPOK B ctonbuax B, C u D, ckonbko uMeetcs yucen B cTosioue A.

12. Yoenutech, uto (GopMysiabl aBTOMATUYECKH MOIUGUIUPYIOTCS TakK, 4YTOOBl paboTarh Co
3HAa4YEeHUEM siueiiku B cTono1e A TeKyIel CTPOKH.

13. VI3MeHuTe 0J1HO U3 3HAYeHHH B cTOJOLE A M yOeauTeCh, YTO COOTBETCTBYIOIIME 3HAUEHUS B
cronbuax B, C u D B 3T0ii e cTpoke OblITM aBTOMATUYECKH NEPECUNTaHBbI.

14. Beequte B saueiiky E1 tekct Macwmabuwiii mnoocumens. Enter. OTgopmaTupyiite sueiiky,
PAacIoyIOKUB TEKCT B JIBE CTPOUKH (CM.I1.2).

15. Beeaute B sueiiky E2 uucno 5. Enter.

16. Beenute B sueiiky F1 teker Macwmabuposanue. Enter. OtdopmaTtupyiite s4eiiky,
PacrojIO0kKUB TEKCT B OJJHY CTPOUKY (CM.I1.2).

17. Benute B siueiiky F2 popmyny =42*E2. Enter.

18. Ucrionp3yiiTe METOJT aBTO3aMOMHEHHUS, YTOOBI CKOMTUPOBATh ATy (HOpMYIy B siueiiku ctosoma F,
COOTBETCTBYIOIIME 3aM0OJHEHHBIM siueiikaM crtondua A. YOeauTech, 4To pe3yabTaT MacIITaOupOBaHUS
OKa3ajicsi HeBEpHBIM. JTO CBSI3aHO ¢ TeM, uTo aapec E2 B hopMylie 3a1aH OTHOCUTENBbHOM CChUTKOM.

19. llenkuuTe Ha siueiike F2, 3arem B crpoke popmyn. [puseaure popmyny k Buny =A2*$E$2, u
HaKMUTE KiIaBuiny Enter.

20. TToBTOpuTe 3amonneHue cronbdbua F dopmynoit u3 sueiiku F2. Y6enutech, uto Gnaromaps
WCIIOTB30BaHUIO a0COJIOTHOM ajapecaliy, 3HAYCHUs sUeeK cTojbma F  Temepp BBIYMCISIIOTCA
MPAaBUIIBHO.

21. Ilocrpoiite Tabauiy 2.

Tosap Komuectso | Llena Cymma Iena Cymma Kypc
y.e. y.e. pyo. pyo. y.e.
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[TomutopsI 2 2

Orypiibl 4 3 35.78

Kaprodemnnb 5 2,4

22. Jlo6aBbTe B Tabmuiry 10 coOCTBEHHBIX TOBAPOB (C MPOU3BOJIILHOM LIEHOH y.€. U KOJTUYECTBOM) U
Berunciute cronoupl Cymma y.e.  llena pyo. Cymma pyoO.
3amanue 5

B3sar kpenut Ha gom. Hauanshsiii B3HOC — 10%, on paBen 300.000p. Kpenut B3sT 01.06.2013.
Kpenut BeinnaunBaeTcsi €XKeMECIYHO, OJIMHAKOBBIMU TIATEKAMH.

[IponieHTHI Ha KpEeIUT pa3HbIe, B 3aBUCUMOCTH OT Cpoka kpenuta: S set - 11,5%; 10 net —
11,75%, 15 ner — 12%.

3amanue

Cosznats 3 nmucra ¢ HazBanusimu: 5 net, 10 ier ,15 ner. Ha aTux mucrax cocTaBUTH TaOIHILY —
rpaduK miaTexen, KOTopasi COACPKUT: MOPSIKOBBII HOMED IJIaTeka, 1aTy IJIaTeka, MECSUHBbIHI
IJIaTeXK, CYMMY MPOIICHTOB 32 MECSII], MECSYHBIN TUIaTeX 0€3 MPOILIEHTOB, OCTATOK MO KPESIUTY Ha
TEKYIIUI Mecsll, CYMMY BBIIIJIAYEHHBIX JCHET Ha TeKYIIHI MeCsLI.

VYkazaTh Ha KOKIOM JIUCTE Tiepe]] TaOIUIe cyMMy KpeauTa ¢ IPOIeHTaMu U 0e3,
MIPOLIEHTHYIO CTAaBKY U MPOIICHTHHIC JICHBIH.
No Hara [narex [TpoueHTsI [Tnarex 6e3 | Ocrarok o | Beimiaueno
MPOLEHTOB | KPEAUTY

1 01.06.2013
01.07.2013
3 01.08.2013

3aganue 6
1. 3amycTute pemrakTop npesenranuit Microsoft PowerPoint 2007.
2. Co3naliTe mpe3eHTalrio Ha ocHOBe Jro0oro madiaona (Kaomnka Microsoft Office\ Co3nats\
YcranoBneHHbIe 1a0I0HEL\ ). [IpocMOTpHUTE CO3JaHHBIC CITAN/TBI.
3. [lepeiiguTe Ha NEpBBIN caiij. 3allOJIHUTE 10 CBOEMY YCMOTPEHHIO MOJISI TEKCTA B OCTABIIMXCS TPEX
ciaiiax. BepHurech Ha IIEPBBIM CIIal L.
4. N3menute nepexon cnainaa (Aaumarus\ [lepexon k atomy cnaiiny). Ilpoasuxenue nocrasbte «Ilo
LIEITYKY».
5. 3meHuTe nosiBIeHUE 3arojoBKa crnaiaa (Anumanus\ Auumanus\ Hactpoiika annmanun),
yctaHoBuTe onuuio «llo memdaxy».
6. I3mMeHuTe nepexo ¥ MOCTPOCHUE TEKCTa B OCTABIIMXCS ClIaii1ax.
7. 3ammycTUTe Mpe3eHTAINI0 Ha IEMOHCTPALIHIO.
8. BamycTuTe craiiipl Ha 1eMoHcTpanuio B pexume penetunnu (ITokas cnaiinos\ Hactpoiika
BpeMeHn). [IpencraBpTe cede, 4TO BBl COMPOBOXKIAETE IEMOHCTPAIMIO paccka3zoM. [IporoBopus mpo
ce0s TekcT, menKkaiTe mo kHonke «/laneey». [Tocne 3aBepiieHus 1eMOHCTPAIIUU BBIIACTCS BOIIPOC
«3anucarb BpeMs Iepexo10B B craiabi?». OtBerbTe «/lan. BpeMms nepexo10B ciaiiloB yCTAHOBUTCS
TaKUM, KaKUM BbI €0 ONPEICIHIIN [IPU PETIETUIIMIOHHOM MTPOXO0/€E CIaiI0B.
9. 3anmycTuTe nMpe3eHTaI|Io0 Ha JEMOHCTPAIIMIO TI0 BPEMEHH CIIaliI0B
10. BcTaBpTe MeX Iy MEpPBBIM U BTOPBIM ciaiiom eme oauH crnaii (I'naBnas\ Crnaiigsl\ Co3nath
cnaitn). Odopmure ero.
11. Ckpoiite Tpetuii o cuery cnaiip (ITokas crnaitnos\ Hactpoiika\ CKpbITh Cliaiin).
12. 3anmycTrTe Mpe3eHTalMIo Ha JEMOHCTPALUIO.
13. IlpumeHnuTe K ciaiijaM HOBBIH ma0soH nu3aitHa ([uzaita\ Temsr).
14. C nomornbio KHonkH «Co3aaTek ciaiay 100aBbTe ellle HECKOJILKO CIaia0B, YTOOBI 00IIee UX
KOJIMYECTBO CTajJ0 MpUMEpHO paBHBIM 6 — 9. [lomecTuTe Ha CHai/Ibl pUCYHKH, TUATPAMMBI, OOBEKTHI
SmartArt.
15. TlomecTuTe Ha BTOPO# craiif 1Be (PUTYpHI: CTPENKa BIIPaBO U CTPETIKa BIEBO.
16. HaznaubTte cTpenke BnpaBo koMmanny «llepeiitu Ha cinemyromuii cnaitay (BeraBka\ Cesizu\
HevictBus\ [lepeiitu Ha cienyronuii cnaiiy), a crpesnke BieBo — «llepeiiTu Ha MpeablIyMi ciaia.
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17. C nomomipio Oydepa o0OMeHa pacKOUPYHUTE ITH KHOIIKHA HA OCTABIINECS CIAii/IbI.
18. 3amyctute ciaiiapl Ha JeMOHCTpanuio. [IpoBepbTe pabOTy HHTEPAKTUBHBIX KHOTIOK.

3aganue 7
IpakTHyeckne 3aaHus 1J51 padoThI €O CIPABOYHO-NIPaBOBOIi cucteMoii "KoncyabTanT-nioc"
1. OnpoenenuTs NOPSAIOK BCTYIUICHUS B CHJTy HOPMaTUBHO-IIPaBOBbIX akToB IIpesunenta PD.
2. [lony4nTh COUCOK TOKYMEHTOB, NOABUBIIUXCS B cucTeMe "KoHcynbTaHT+" 3a OCIEIHIO HEEIIO.
3. Ilony4uTh CIMCOK JOKYMEHTOB, MOSIBUBIIMXCS B cucTeMe "KOHCYNbTaHT+" ¢ mocineaHuM
MOMIOJIHEHUEM.
4. Yto nonumaercs o repMuaoM "Cuet-dakrypa'?
5. Haititu onpennenue tepmuna "Kommepueckas TaifHa".
6. IloctaButh 3aknaaxky B ['paxkaanckom kojekce Ha ctatbe 821 "OTka3 OT mpeaoCcTaBICHUS WU
[I0JIy4€HUsl Kpeaura'.
7. IloctaButs 3aknaaxky B ['paxkaanckom kojekce Ha ctatbe 814 "lleneBoit 3aeM" u HanucaTh K HEMl
KOMMEHTApHil.

3aganue 8
3apeructpupyite akkayHt Google.
Coszpnaiite TekcToBbli nokymeHT. HaOepute Tekct (comep:kanue Ha Baimie ycmoTtpenue, HO 0e3
HapylleHHus 3aKoHozaTelbcTBa P®D), 00beM Tekcra - 1 crpanuna. OTpeIakTHpYHTE TEKCT BCEMH
criocobamu npeacTaBieHHbIMU MHCTpyMeHTaMu Google JlokymeHT. 3arpy3uTh qokymeHT Google Ha
cBoii kommproTep B Buje daitna Word, OpenOffice, RTF, PDF, HTML unu ZIP. [TepeBect TOKyMEHT
Ha JApyroil s3bik. [IpuUKpenuTh JOKYMEHT K COOOIIEHUIO AJIEKTPOHHOM mouThl. [IpemocTaBUTH
COBMECTHBIH JOCTYII JIJIsl PYKOBOIUTEIIS.
Cozpnaiite Tabnuily. 3anoaHUTe sfYedKkU (MUHUMYM 3arosineHue tabnuibl 20%20 sueek). Mcnonb3yiite
dhopmyisl. DkcropTrpoBath Tabauiy B hopmare Excel, CSV, TXT, ODS, PDF unu HTML. BcraButh
rpaduk u quarpammy. [lpenoctaBuTh COBMECTHBIN AOCTYII AJIs ITPETogaBaTes.
Cozpaiite mpesenranuio. Mcnons3yiite HeoOXoaumbie HHCTpYMEeHTH Google Docs. DkcrmopTupoBarth
npeseHTanuio B popmate PDF, PPT unu TXT. Ob6s3aTensHo 100aBUTH B IPE3EHTALINIO H300paKeHUS
u Bujico. [IpeqocTaBuTh COBMECTHBIN AOCTYI ISl IpEenogaBaTeis.
Cozpaiite pucyHok. Mcnonb3yiite HHCTpyMeHTHI: Brinenenue nserom QopmarupoBanus. [loaronka
Xo0JICTa MO pazMmepaMm 3kpaHa. MHcTpymeHT «Jlyma». MHcTpymeHT «Bbiaenenue». BceraBka nuHMIA.
BceraBka ¢uryp. BcraBka TekcTroBoro mons. BceraBka u3oOpaxeHus. BcTaBka THIEpCCHUIKH.
[IpemocTaBUTh COBMECTHBIN JOCTYII JIJIs MPETIOIaBaTENS.
Cosnaiite popmy u3 r000ro0 madinoHa, mpeacTaBieHHoro B Google Docs.
J11st 3anmuThI J1a00paTOpHOM pabOThl HEOOXOUMO BBITIONHUTD CIIEAYIOIIEE: TPEACTABUTh U OOBSICHUTh
BBINIOJIHEHUE 3a7aHuil 1, 2, 3,4, 5, 6 1 OTBETUTH Ha BOMPOCHI K 3aLUTE:
[TonsiTue “o6MayHbBIe TEXHOJIOTHH .
Google Docs: ocHOBHBIE (PYHKITMOHATBBIHE XapAKTEPUCTUKH.
Google /TokymeHTbI
Google Tabnurib
Google [Ipe3enTanuun
Google Pucynku
Google ®opmsl

3aganue 9

3amuTa JUCcTa WIM KHUTH [apojemM

3aluTa 3JEMEHTOB JIMCTA OT BCEX MOJIb30BaTENIEH
1. Ortkpoiite JUCT, KOTOPHIH TPEOYETCS 3aIUTUTS.
2. Pa30nokupyiite BCe sTYEHKH, KOTOPBIE JTOJKHBI OBITh JOCTYITHBI MOJTB30BATENSAM ISl H3MEHEHHS:
BBIJICJINTE KXKIYIO SYEHKY WM JIUara3oH, BeiOepute B MeHi0 Mopmat komanay Sl4yeiiku, oTKkpoiTe
BKJIAJIKy 3aIMTa, a 3aTeM CHUMUTE (riakok 3amminaemMas siueiika.
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3. Ckpoiite Bce (GOpMyIbI, KOTOPbIE HE JOJDKHBI OTOOPAXKAThCS: BBIIACIUTE SYEHKH C ITUMH
dbopmynamu, BeiOepuTe B MeHIO @opmaTt komaHay Slueiikm, OTKpoWTe BKJIAIKy 3ammTa, a 3aTeM
ycraHoBUTe (1KoK CKPBITH (GOPMYJIbI.

4. Pas0Onokupyiite Bce rpaduecKre 00BEKTHI, KOTOPHIE JOKHBI OBITh JOCTYIHBI MOJb30BATENSAM
JUTSL U3MCHCHHS.

NucTpykuun

Her HeoOxoauMocT pa30IOKUPOBATh KHOMKHU W 3JIEMEHTHI, MOJIb30BAaTENH B JIFOOOM Ciydae
CMOTYT HCIOJIb30BaTh MX. ClieayeT pa30IOKHpOBATh BHEAPCHHBIC TUArpaMMBbI, HAJAIUCH U JIPYrue
PUCOBAaHHBIE OOBEKTHI, KOTOPHIE JOJDKHBI OBITH JOCTYITHBI TOJIB30BATENSIM JUISI U3MEHEHHS. UTOOBI
HaliTH Ha JUCcTe Tpaduueckue o0bEKTHI, BhIOepuTe B MeHI0 IlpaBka xomanny IlepeiiTu, HaxxMuTe
KHOTNIKY BbI1€JIMTh, a 3aTE€M YCTAaHOBHUTE NIEPEKIIIOYATEIb B MOJIOKCHUE 00bEKThI.

- ynepxuBas Haxarod kiasuiry CTRL, mociemoBaTeiabHO INETKHHTE BCE OOBEKTHI, KOTOPHIE
TpedyeTrcs pa30JI0KUPOBATh;

- B MeHI0 @opmar BeIOEpHUTE KOMaHIY, COOTBETCTBYIONIYIO BBIICIICHHOMY OOBEKTY: ABTOQUTYPA,
O6bexT, Hagnuce, Pucynok, Dnement ynpasienus uiu OobextT WordArt;

- OTKpOTE BKIAAKY 3aluTa;

- cHuMHTE (DIaXoK 3amuniaeMbiil 00beKT U Priaxok «CKpPBITh TEKCT» (€CITU OH 0TOOpaxaercs).

5. B menio CepBHc yKaKUTE HA MyHKT 3aIATA U BEIOEpUTE KOMaHy 3aIIMTHT JIHCT.

6. BaeauTe maposib IS 3ALIMTH JTKCTA.

[Mpumevanue Ilapons 3amaBaTh HEOOS3aTEIbHO; OJHAKO, €CIM HE 3a/aTh MapOJib, JHOOOM
MI0JIB30BATEIh CMOXKET CHSATH 3aIUTY C JUCTA U U3MEHUTH 3aIIHUIIECHHBIC JIEMEHTBI. Y 0eIUTeCh, U4TO
BBIOpAH MapoJib, KOTOPBIH JIETKO 3alIOMHHTh, TaK KaK €CJIH Iapojib OYIET yTEPsH, MOJYYUTh TOCTYII K
3aIUIICHHBIM 3JIEMEHTaM JIUCTA OyIeT HEBO3MOKHO.

7. B crnucke PaspemnTs BCceM MOJIb30BATEISIM ITOr0 JHCTA BBHIOEPUTE JEHUCTBHUS, BBHIOJHEHHE
KOTOPBIX TPeOYETCs pa3pelinTh BCEM MOJIb30BATEIISIM.
8. Haxwmure knonky OK u, eciu OyaeT npeiokKeHo, BBEIUTE STOT HapoIib €lIe pas.

3aganmue 10

1. 3amurure OT MK3MEHEHUIA IKCT IEKTPOHHON TaGIIUIIBI M 3aKPOITE €€ MapOJIeM.
2. 3ammTuTe OT U3MEHEHUN 3aJaHHbII AUANa30H SYeeK.

IIpenocraBieHre ONpeNEIEHHBIM TOJIB30BATENSAM JOCTYIA K 3AIIUIIEHHBIM AUana3oHaM
1. B meno CepBHC yKaXuTe Ha MyHKT 3ammTa, a 3aTeM BbIOepUTe KOMaHIy PaspemmTsb
H3MeHeHue JUAna3oHoB. (JDTa KoMaHAa IOCTYIHA, TOJIHKO €CJIM JIUCT HE 3alUIICH. )
2. Haxwwure kHonky Co31aTh.
3. B mone Ums BBeqMTE MMS qUANa30Ha, JOCTYI K KOTOPOMY TPEOYETCS IPEJOCTaBUT.
4. B mone Sluyeiiku BBeqWMTE 3HAK PaBHO (=), a 3aT€M BBEIWTE CCHUIKY WJIM BBIIEIUTE JUAIa30H
SUYEEeK.
5. B nose IapoJp Auana3oHa BBEIUTE MApOIIb JUTS JOCTYIA K THAMIA30HY.

[Tapone 3amaBaTh He 00s3aTENBHO, HO €CIU Mapojib He OyAeT 3ajaH, Jr000i Moyb30BaTeNb
CMOYKET U3MEHSTh 3TU SYEHKHU.
6. Haxwure kHonky Paspemenust, a 3areM KHONKY J[06aBUTh.
7. Haiimure ¥ BBIIETUTE MOJB30BATENEH, KOTOPHIM TPEeOYeTCss MPEJOCTaBUTHh MOCTYI. YUTOObI
BBIJICJINTh HECKOJIBKO IMOJIB30BaTeNIEH, MOCIEA0BATENBHO IIEIKHUTE UX UMEHA, YAECpPKMUBas HAKATOU
knaBumry CTRL.
8. JIBa paza Haxkmure KHonky OK u, ecin GyieT peioKeHo, BBEIUTE Mapolib EIle pas.
9. TloBropuTe TpeAbIAyIIME IIATH I BCEX JHMANa30HOB, K KOTOPHIM TpeOyeTcsi MpeJoCTaBHTh
JOCTYIL.
10. Y1066l COXpaHUTH OTAECHBHYIO 3alMCh JMANA30HOB W MOJIB30BATENEH, YCTAHOBHTE (IIAXKOK
BceraBuTh cBejeHMs 0 paspelIeHUsIX B HOBYIO KHUIY B IMaJIOTOBOM OKHE Pa3pemuTh M3MeHeHHe

AMANA30HOB.
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11. 3ammrure IMCT: HAXMHUTE B JAMAIOTOBOM OKHE PaspemmMTh H3MeHeHHEe IHANA30HOB KHOIKY
3amuUTUTD JHCT.

12. B amamoroBoM okHe 3amMTa JHCTA YCTaHOBUTE (PIaXKOK 3AIMMTHTHL JIMCT M COAEPKHAMOE
3alUIIaeMbIX siYeeK, BBEAUTE apoyIb IS 3allUThI JUcTa, HaxMuTe KHONKY OK u emie pa3 BBeauTe
MapoJib JIsl TOATBEPKIACHUSI.

[Tpumeyanue Ilaponb ms gucTta HEOOXOAUM, YTOOBI 3aNPETUTh JPYTUM IOJIb30BATEIISM
M3MEHEHUE 3aJaHHBIX JIMANa30HOB. Y 0eAUTECh, YTO BHIOPAH MapOJib, KOTOPHIN JIETKO 3alIOMHUTH, TaK
KaK €ClId Mapoyib OyJaeT YTepsiH, MOJYYUTh JOCTYI K 3allUIICHHBIM 3JIEMEHTaM JIHCTa OyJeT
HEBO3MOXKHO.

3ananue 11

Paspemmre nocTyn K Ballel KHATE OIPEIEICHHBIM M10Ib30BaTEIISIM.

3amTa 3IeMEHTOB KHUTH U (hailioB

3amuTa 3J€MEHTOB KHUTU
1. B menio CepBHC yKaXUTE Ha IIYHKT 3a0IMTA, & 3aT€M BBIOEPUTE KOMAHIy 3aUIMTHTh KHUTY.
2. BHINOIHUTE OHO UM HECKOIBKO CAEAYIOLIMX IEHCTBUIA:

4TOOBI 3aIIUTUTh CTPYKTYPY KHUIH JUISl 3alpeTa NepeMelleHHs], YAaJeHHs], CKPhITUs, oKa3a
WA IEPEMMEHOBAHMS, a TAK)KE BCTABKH HOBBIX JIUCTOB, ycTaHOBUTE (priaskok CTPYKTYpY;

4yTOOBI OJIOKMPOBATH OKHA JUIsl BOCCTAHOBJIEHMSI MX pa3Mepa U PACHONIOKEHUS HPU KaxXJIOM
OTKPBITUHM KHHUTH, yCTaHOBUTE (priaxkok OKHa;

4TOOBI HUKTO IPYTrOi HE CMOT CHSTb 3allUTY C JKMCTa, BBEIUTE Mapoiib, HakMuTe KHONKy OK, a
3aTeM ellle pa3 BBEJUTE 3TOT MapoJjib JJIs OATBEPKIACHM. 3allUTUTE 3JIeMEHTHI Bareil KHUru.

3amura o01er KHUTH

1. Eciu kHura yxe obmiasi, 1 ee TpeOyeTcsl 3allUTUTh MapojeM, 3alPETUTE OJHOBPEMEHHYIO
paloTy ¢ Heil HECKOJIBKUX I0JIb30BaTeNeH.

HucTpykuuun
1) Tlompocute apyrux Mmosb3oBaTeNell COXPaHUTh M 3aKPbITh OOIIYKO KHHUIY. B mpOTHBHOM cityuae
UX HECOXPAHEHHbIE TaHHbIE OyIyT yTepPSHBI.

2) Tlocre npekpaleHusi COBMECTHON pabOThI HaJl KHUIOW JKYpHAI U3MEHEHHI OyieT yaaneH. Ytoosl
COXPaHUTh KOIMIO JTUX CBEACHHUH, Hale4yaTauTe JIMCT U3MEHEHUM WM CKOIUPYWUTE €ro B APYIyIO
KHUTY.

Hucrpykuuu
1) B meno CepBuc ykaxure Ha NyHKT WcnpaBjieHusi ¥ BbIOEPUTE KOMaHIy BbIIeJHThb
HCNIPaBJICHUS.

2) B none no Bpemenu BriOepuTe BapuanT Bee.

3) Cuumume ¢naxcku nonbL30BaTENEM U B IUANIA30HE.

4) Vcranosure (prakok BHOCHTH W3MeHEHHs HA OTAeJIbHBII JUCT 1 HakMuTe KHONKy OK.

5) BHINOIHATE OJHO MM HECKOJBKO CIEMYIONINX JIEHCTBHI:

1. 4T0OBI HaTEUaTATD JIKCT XKypHAIA, HAKMUATE KHONKY Ileuarsn;

2. 9r00bl CKOMHMpPOBaTh “KypHAT B JPYIyil0 KHHTY, BBIICIHTE SYEHKH, KOTOpbIe Tpebyercs
CKOIIMPOBaTh, HAXXMHUTE KHONKY KomMpoBaTb, NEPEKIIOYUTECH B OKHO JIPYrOMl KHWTH, BBIIEIUTE
AYEHKyY, C KOTOpO# TpedyeTcs HauaTh BCTABKY, U HAXKMUTE KHONIKY BeTaBHTB.

IIpumeyanue Tekyniyro BEPCHIO KHUTHM TAKXE MOXXHO COXPAaHWTh WJIM HaleyaTaTh, TaK Kak
3TOT KypHal He OyIeT OTHOCHUTHCS K MOcCieAylomuM BepcusM. Hampumep, anpeca suyeek, BKIOYas
HOMEpA CTPOK, B CKOITMPOBAHHOM KYpHaJI€ MOTYT YK€ HE COOTBETCTBOBATH JIEHCTBUTEIIBHOCTH.

B mento CepBuc BoiOepute komanay Joctyn k kHure u otkpoiire Bkiaaky IlpaBka.

3. Y6enurech, 4TO BBl E€IMHCTBEHHBIM II0JIB30BaTelb B cHUcke MaiJ OTKPBIT CJIeXyHIIMMHA
10JIb30BaTeJIsIMH.
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4. Cuumume (prasxicox PaspeiiTs COBMECTHBIH TOCTYIL.
5. Ecim 9T0T (hi1aXkoK HeIOCTyIeH, He0OXOIMMO CHAaYaaa OTMEHUTH OOIIN TOCTYII K KHHTE, a 3aTEM
CHSITH 3TOT (PIIaXKOK.

NucTpykuun
1. Haxxmure knonky OK, B MeHto CepBHC YKaXHUTE HA MyHKT 3amuTa U Boibepute KoMan 1y CHATH
3aIMTy 001el KHUTH.

BBenute nmapouib, eciiv oH notpedyercs, 1 Haxxmute kHONKy OK.

B mento CepBuc BoiOepute komanay JocTyn k KHUre u oTKpoiite Bkiaaky IlpaBka.

Ecnu nosiBuTCs cooOuieHue o BIUSHUY Ha APYTUX MOJIb30BaTeseH, HauMHUTE KHOMKY Jla.
2. llpn HEOOXOAMMOCTH YCTAHOBUTE JPyrHE THIbI 3alUTHL: [PEJOCTABbTE OIPEIEICHHBIM
M0JIB30BATENSIM JOCTYIl K JMana3zoHaM, 3allUTUTE JIMCTHI, 3AIIATUTE 3JIEMEHThl KHUTH W 3aJaiTe
MIapOJIH JUIsl IPOCMOTPA U U3MEHEHMUS.
3. B menio CepBuc ykaxycume na nynkm 3alUuTa, a 3amem evibepume KOManoOy 3alUTUTL KHUTY
uau 3alUTUTh KHUTY U JaTh OOILKI JOCTYII.
4. Yemanoeume pnarxcox OOLMiA TOCTYII C UCIIPABIECHUIMHU.
5. YtoObl 00s3aTh JAPYrHX MOJB30BaTEIed BBOIMTH MApOJb JUIA MPEKPAIICHUS BEJCHHS >KypHaja
M3MEHEHHUI WJIHM yJalieHHs] KHUTH U3 OOIIETro MOJIb30BaHMsI, BBeAUTe napois B noie I[lapousb, a 3atem
BBE/IMTE €0 €Il€ pa3 Jyisl HOITBEPKIACHUS.
6. Eciu Oyier npeioskeHo, COXpaHUTe KHUTY.

IIpumMepHbIe 3a1aHUSA 1151 JTA00PATOPHBIX PadoOT MO AUCHUILINHE
@opmupyemoie komnemenyuu — OK 01 - OK 05, OK 09 - OK 11.

3amanme 1

Coznate B MS Excel Tpu Tabnuiibl corinacHo AaHHbIM Tabaul 1, 2 u 3, B KOTOPBIX pa3MelLEHbI
COOTBETCTBEHHO Pe3yJbTaThl KBATM(PHUKALIMOHHOTO 3K3aMeHa COTPYIHUKOB noapasnenenus (bamisl u
Craxx paboThl), NaHHBIE O 3aBUCHUMOCTH OamioB, KaTeropuu M TadpudpHOoro xod3¢pduimenra,
3aBHCUMOCTH HaJI0aBKH OT CTa)ka paboThI.

Kareropusi cnenmanycra 3aBUCUT OT CyMMbl HaOpaHHBIX Ha KBaJU(HUKAIIMOHHOM HK3aMEHE
Oanos.

Tapudubiit K03 PUIMEHT 3aBUCUT OT KaTeropuu (cM. Tadauiy 2).

Han0aBka 3a cTa)k 3aBUCHUT OT CTaka paboThl (cM. Tabmuiry 3).

Tabauya I — Pe3ynbTaThl KBATM(PUKAITMOHHOTO K3aMeHa

[)5(0) bamner | Kareropus Tapudrit CraBka Crax, Hap6azxa Oxknang
KO3 QUITUCHT JeT 3a CTax
1 2 3 4 5 6 7 8
Anenun U.P. 85 4
BoitkoB M.M. 100 4
Bakap H.B. 65 5
Berep C. /. 110 7
I'omon K.JL 90 3
I'pomos T.K. 180 15
Knanos N.I1. 220 20
Kyxos C.10. 140 8
Tabauya 2 Tabauya 3
banel Kareropus Tapugnuerii HanbaBka | Crax, ner
KO3 puuueHT
10% <5
151-200 I 8
20% 5-10
101-150 11 7,5 0% > 10
50-100 111 5 .
> 200 Bricmas 10
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Craka = Tapudnsiit koapdumuent * Craka 1 pazpsiaa;
Oxkuan = CraBka + HanbaBka 3a ctax (%) * CraBka.

Co3arh CBA3aHHBIM DJIGKTPOHHBIM JOKYMEHT: HCIHoyb3ys TexHojoruro OLE, Tabmumy c
pe3ylbTaTaMi pacyeToB M IMOCTPOCHHBbIE B mnpwioxkennn MS Excel,  rpadudeckne 0OBEKTHI
AKCIIOPTUPOBATH B TOKyMeHT Word.

MeToauKa BBITIOJTHEHUSI.

Pa3zmectuM TabmuIbl ¢ HCXOMHBIMU JaHHBIME B stueiikax A3:HI11 pabodero mucra Excel (puc.
2.1). B tabnumy 2.3 mo6aBum cronberr «Crax» (saeriku J10:J12), B KOTOpOM TPEICTaBUM IIKATY
TPaHUYHBIX 3HAUEHUN CTaka [Js HAuMCIeHHS HaJ0aBKu 3a CTaX B ¢opMme, NPUTOJHOU IS
ucnonb3oBanus pyHkuuu BIIP.

Paccuntaem cronben; «Kareropusi». B sueiiky C4 ¢ momonrsto mMactepa ¢yHKIun (puc. 2.2)
BBeZleM (hopMyITy:

=ECJIN(B4<50;"-"; ECJIM(M(B4>=50;B4<=100);"II1I"; ECJIN(1(B4>100;B4<=150);"1I";
ECJIN(M(B4>150;B4<=200);"I";"Bsicmas"))))

CxonupyeM 3Ty popmyiy B stueiiku C5:C11.

Paccunraem cronben «Tapudnsiii ko3 umenT?:

B siaeiixy D4 BBegem dopmyiy:

=[TPOCMOTP(C4;$K$4:5K$7;$L$4:5L87)
CkonupyeM 3Ty Q)opMyJ|1y B ﬂqeﬁlKH D5:D11.
A B G [u]

E | F | G = O e I K | L [ M
1
|2 |
TapHdBEHi Crax, |Hagbaewkasa TepHHEB
3 DHO Fannu | Kareropua |wosddumuear | Crasva TET CTAR OrEnan Fannu | Kateropua [gosffunuent
4 |Azenmr HT. 85 m 5 4 151-200 I i
5 |Boitkos M I 100 T 5 4 101-150 I ]
b |Bavan H B 65 I ] ] S0-100 I ]
7 |Berep C10L 110 o .5 7 =200 | Buemas 10
g |[Temer KIL a0 jui 5 3
o (Tpomoe TE. 180 1 A 13 Cra® | Hagbaema | Cram, meT
10 | “Enazos HIL 220 Bricman 20 n 10% =5
11 | Eyor CED 140 I 05 g 4 2% 5-10
112 | 10 40% = 10
15
14
15
Puc. 1 — Hcxoouvle oannvle 05t pacuema
ApryMeHTbl GyHKLMM ll
I
ﬂﬂr_Bblpa)l(EHHEl 14 =250 :k_j = NoX¥b
SHAYEHHE _ECNH_MCTHHA I - ik_] ="

SHaeHHE_scni_noe | ECMM(M{B4 >=50;B4 <=100};"II";ECTM T = "mI"

= o

MpoOBEpAET, BEINONHASTCA MM YCNOEHE, H BOSEPAWLAET OAHO SHAYEHKE, BCNH OHO EEINDAHASTCA, H ApYroe
SHEYEHHE, BCMH HET.

Nor_BblpameHye NHboe 3HAYEHHME HIH BEIPa%EHHE, KOTOPOE MPM BIMMCNEHHH A3ET
sHaqeHHE MCTHHA Han N2,

CNpagka No 3ToA dryHELHK 3HaYEHHE: ITT Ik I CTMEHA

Puc. 2 — Oxno «Macmepa ynxyuiiy

Paccunrtaem cronOerr «CtaBkay:
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B siueiiky E4 BBenem ¢popmyny: =$B$14*D4 (B sueiiky B14 BHeceHO 3HaueHHE cTaBKH |

paspsna, cM. puc. 2.3).

Ckonupyem 3Ty popmyiy B sueiiku ES:E11.
Paccunraem cronben «HanbaBka 3a cTax»:

B siueiiky G4 BBeneM dopmyiy:
=BIIP(F4; $J$9: $K$12;2)
CkommpyeM 3Ty dhopmyiny B sueiiku G5:G11.
Paccunraem cronben «Okmamgy:

B siueiixky H4 BBenem dpopmyny: =E4+G4*E4. Ckonupyem 31y popmyiy B sueiixku H5:H11.

B siuetike H13 paccunraem oOmuii ¢hoH1 3apabOTHOM MIIATHI IO OTACIY:

= CYMM(H4:H11)

B suetikax H14:H16 paccuntaem doHa 3apaboTHO# TUIATHI IO KaXKI0H KaTETOPUH:
ITo I kareropun: =CYMMECJIN($C$4:$C$11;G14;H4:H11)
ITo II kareropun: =CYMMECJIN($C$4:$CS$11;G15;H4:H11)
ITo III kareropun: =CYMMECJIU($C$4:$C$11;G16;H4:H11)
ITo Briceit kareropun: =CYMMECJIU($C$4:$C$11;G17;H4:H11)

3anosHeHHas TabJuIa ¢ pe3yyibTaTaMi PacyeToB MPEACTaBlICHa Ha PUC. 3.

A B C D E Fol G H |
1
B
Tapupuui Crax, |Hagbaewxa=z=a
3 DHO Fannw | Eareropua | gesppuuunent | Crasra nET CTEE Clrnan
4 |Anemme HT. 85 T 3 325000 4 10,00%| 357500
5 |Eofiros ML 100 T 3 325000 4 10,00%| 257500
E |Bawap HE. 63 T 5 325000 5 20,00%) 290000
7 |Berep C.]I1 110 I 7.5 487500 7 20,00% | 585000
8 [Tomen K IL a0 T 5 325000 3 10,00%| 357500
g (Tpomoes TE 180 I 8 520000 15 40,00%| 728000
10 | Epauoe HIT 220 Bricmran 10 &50000 20 40,00%| 210000
11 | Eoe C.1O0. 140 I 7.5 487500 B 20,00%| 585000
12|
13 Mroro: 4270500
14 | Cragga | pasp. | 65000 Wtaro no kaTeropuam I 728000
| 15| I 1170000
|16 | 1] 1462500
| 17 | Bricwan 210000
1

Puc. 3 — Pesynomamul pacuemos

Otpa3um rpauyecKku COOTHOILIEHUE pa3Mepa CTaBKU U OKJaja KaXJoro corpyaHuka. [lns

3TOr0 BOCHOJIB3YyEMCSl MAaCTEPOM JIMarpaMm, BeIOpaB THI JuarpaMmsl — «I"padux» (cM. puc. 4).
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1000000
900000
800000
700000
600000
500000
400000
300000
200000
100000

0

3apaboTHas nnata no nogpasgeneHuto

—-——————

—&— CraBka
—— Oxrag

AnewuH U.P. Bornkos M.M.

Bakap H.B.

Betep C.A.

FomoH K.J1.

'pomoB T.K. Xpganos W.IN. XKykos C.IO.

Brauane, B siueiikax A20:D27 chopmupyem TabiuIly ¢ 3STUMHU TaHHBIME (pHC. 5).

Puc. 4 — Ceedenus o 3apabommnoii niame
CocTaBUM OTYETHYIO BEJIOMOCTH M0 mojapaszaeiacuuto. Jist atoro cozganum nokyment Word, B
KOTOpPOM IepeHeceM JaHHble W3 Tadumisl Excel, Hampumep,
o0ecreYrB TUHAMUYECKYIO CBSI3b.

O®UO corpynnuka, CraBka, Oxinan,

A B c [ D A | 8 | ¢ | D

18 18

19 BHO Fareropua | Craexa Oieman 19 THO Kareropua| Craeka Ocnag

20| Avemun HP.  |=C4 =E4 =H4 20 | Anemme P, i} 325000 347500
2 |Bojizos M. |=C'5 =E5 =H5 21 |Bofinos M.IL 1T 325000 357500
22 [Basap HLB. — = —HE 22 Baxap HE. m 325000 390000
3 BE:TE!p C'D" =7 =E7 =H7 23 BETEp CH I 487500 85000
2 Tomon KIL |=C3 =E8 =Hg 24 |Tomon K. T T 325000 3457500
2 Tpomor TE.  |=C9 =E9 =Hg 25 [pomos TE I 520000 726000
26 | Eoanee LIL  |=C10 =E10 =H10 26 |Foamos HIL Brcman Fa0000 910000
a7 }KyI{OEI [aNe) =11 =E11 =H11 27 }KWCOB C.ED. I 487800 585000

Puc. 5 — Tabnuya ¢ dannvimu 015 omuemnou 6e00MoCmu
(8 pescume opmyn u 8 pexcume 3Ha4eHull)
Janee BbimenuMm HTy Tabnuimy M ckonupyem ee B Oydep oOmena (Mento I[IpaBka —

Komuposarts). [lepeiinem B nokymeHT Word. B mento IIpaBka Beibepem myHKT CrieruaibHas BCTaBKa
— Cas3ats — Jluct MS Excel (O6bexT) — OK (cM. puc. 6).

31



McToyHKE: MKcT Microsoft Office Excel
McT IR 1901 RETC4 (o133 |
Kak:
Lo OTHEHA |
{* BrrapMTe: MmeT Microsaft Office Excel (oBbekT) -
 CemzaTh: TekcT & hopmate RTF

HedopMaTHPOEAHHEIR TEKCT
PHcyHOE (MeTadann Windows)
TOYEYHEIR PHCYHOR
MeTadaiin Windows (EMF

™ B Enae sHauka

ExyNETaT
BrTaeka cogepuMoro Bythepa oOMEHa KaK TEKCTA B

k.
.{é dopraTe HTML,

Puc. 6 — Oxkno «Cneyuanvras ecmaskay
B pesynbrate Tabnuna ¢ JaHHBIMH OY/ET BCTaBlieHa C JMHAMUYECKOH cBs3bio B [lepeiinem B
nokyMeHT Word. DTo 3Ha4uT, 4TO BCE M3MEHEHUs, BHOCUMBIC B JaHHBIC, pa3MmemnieHHbie B MS Excel
Oy/IyT aBTOMaTH4ECKHA OTPAKATHCS B CO3/IaHHOW OTYETHOM BEJOMOCTH.
AHaJOTUYHBIM 00pa30M MOXKHO BCTaBUTh B OTUYETHYIO BEIOMOCTh W TIOCTPOCHHBIN rpaduk.
®dparMeHT OTYETHOM BEIOMOCTH IPECTABIICH Ha pucC. 7.

OTye THAA BEJOMOCTE TI0 TIODP 3756 716 HHED

Fdecy moswem BLINL CONPOSOILENEREHLE MK

FHO Fareropera| CTaErs QEaram
Amerrer T I F2E000 TS
Entzne ML I 25000 IS
Earp HLE. oI I2ZI000 F0000
Eerep ©.]1. 11 L5 500 SEIW
Torross B T1. oI 325000 BISW
Tporoe TE. I SO0 T2EI00
Fmaroe HII | Berunssg AS000 10000
Eoene C 10, II LE] SO0 SES00
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EEPEEDT H3A Nnata no No jpas enseHK|ED

== T3ma

—&— Ok nag

AreusH P, BEofkoe MM, Baksp HGEB.

ExrepC 0. MoweH EN, Mpowee TE,

nn.

HoamHoe Hyroe CLUHL,

Jdact smoscem GLIme conposodumenthiil maxem u engodnif

Puc. 7 — @paemenm omuemnoii sedomocmu

3aganme 2
B MS Excel cymecTByeT BO3MOKHOCTh KOHCOMUOauuu TanHbIX (0ObEINHEHNS) U3 PA3TUIHBIX
HMCTOYHUKOB Ha OJHOM pabouem jucrte. [Ipu KoHcoNUaanuu oJHa siueika pe3ylbTHPYIOIIEro JINCTa
CBsI3aHA C HECKOJIBKUMH siU€UKaMU. 3HAUCHUE TAaKOU STUCUKHU BBIUUCIISAECTCA HA OCHOBE 3HAYCHUN sSUEeK,
C KOTOPBIMU OHA CBSI3aHA.
3a0anue 1. Hzyuume o3moxcnocmu koncoruoayuu oannvix ¢ MS Excel.
e CoznaiiTe TpU OJHOTUITHBIE TAOIUIBI IO 00pa3ily Ha OAHOM JINCTE WJIM Ha Pa3HbIX

JIUCTax

MS Excel (puc. 1).
A

1 ATTecTaunMoHHan eegoMocTk Ne 1

2

B

c

D

E F G H

J

K

M

ATTecTaunoHHaa segomocTb Ne 2

N ]

PIQaR
ATTecTaunoHHan segomocTb Ne 3

5

T

[ b [ b L] b

== |E| £ /5|2 |8 s |£|E|5|3 |8 == |E|E|5|3 |5
gk E| B [B|F |9 g E|G|8|Eg|® g E|lE|B|Tx|®
= o -] = = 3 = = o Wl =0 |m 3 = = o W | =|9|® 3 =
=S |8 § |8 E&|Z =S 8|8|g|E&|z =S |3|g|g|Eg| 2
e o & '%' s § = 8 o & 'E' s § = e o & 'E' s § =

. = = e = 8‘ = = 4 = 6' = = d = 8-

4 AxumoBa 5 50 5 5 Axnmoea 4 5] 4 5 Axumoea 4 4] 5 4

5  AHMCKMOB 4 5] 4 4 AHKCUMOB 4 5] 4 4 AHUCKMOB 4 5] 4 4

6 banaes 3 5] 5 4 banaes 3| 4] 5 3 banaes 3| 4] 4 3

7 Bopeee 3 3 2 3 Bopeee 3 3 2 3 Bopeee 2 3 2 3

5 BbopkyT 4 5 3 5 Bopkyt 4 5] 3 4 Bopkyt 4 5] 3 5

9 BopoHoea 4 4 4 4 BopoHoea 5 4] 4 4 BopoHoea 4] 3| 4 3

10 Bopowwnoe 4 5 4 4 Bopowwnoe 4] 5] 4 4 Bopowwnog 4] 5] 4 4

11 VeaHoe 3 4 4 4 leaHoB 4 5] 4 4 eaHoB 3 4 4 4

12 [MonoB 4 5] 5 5 Monos 4 5] 4 4 [Monos 4 5] 5 5

13 llepbakoea 5 4 4 4 lllepbakosa 4] 4] 3 4 llepbakoea 4 4] 5 5]

Puc. 1 Obpazey mabauy ons Koncoauoayuu

e [loacumraiite cpeqHuii Oayll CTyIEHTA MO TEKYIIEH aTTeCTaIlUH.
e [IpoBenute KOHCONMMUIALUIO 3-X TAOJIMIl ATTECTAIIMK B OJHY C BBIYMCIEHUEM CPEHEro Oasuia
0 KaXJOMY MPEAMETY U PAa3MECTHTE KOHCOJUIUPOBAHHYIO TaOnuIly Ha nucte KoHconumaums, s

qero:
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MEePENIUTE HA YUCTBIA JIUCT B KHUI'€ U YCTAHOBUTE MApKep MBIIIN B JIEBBIM BEPXHUN Yol
Oymyiiei TaOIuIsI,

Ha na"enu Jlanubie Beioepute Koncomnaanus;
B okHe Konconupaums (puc. 2) ycranosute 3HaueHne @ynkuumn — Cpennee;

.

? by |
Konconuaaumna uﬁ

DYHKLA:

CpegHee IEI

Copinka:

'NaHHElE ANA KOHCOMMAALWAW 15053 ETE13 R OB3op... |

CNMcoK. AMana3oHos:

'NaHHBIE ANA KoHComMAaW' 1 SA53:8F 513 , JofaeuTh
'&HHBIE ONA KOHCOMMaaw' | SHS3:5M513

.J'_ul A -'ﬂli‘.l. 1
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[ Ok, ] I 3aKpuiTh

oopmute

Puc. 2 Jluanozosoe oxno Konconuoayus

nepeiiaute B cTpoky Cebliika, 3aTeM BblennuTe HA JnucTe {aHHble AJs1 KOHCOJIUAANNU
BCIO 0051acTh 1 TaONuUIIbI, BKIIIOYAs 3ar0JIOBKH TaONULbI (HO He Hazsanue madauysvl). HaxMUTE KHOTIKY
Jo6aBuTh. 3areM BbIIEIHTE TAOIUIy 2 ¥ CHOBAa HaxXMuTe KHONKY Jlo6aBuTH. 3aTem Tabmuiy 3 -
Job6aButh. YcranoBure ¢iaxku B okHax [loanucu BepxHeii crpokn, 3HaueHNe BePXHero cToJi0ua,
9TOOBI MCIIOIH30BATh MOJITMCH TA0JIUIl B KAUECTBE MOANMKMCEH K HOBOW KOHCOJIUJIMPOBAHHON Ta0JHIIe.
[TocraBbTe (uaxok B okHe Co3aaBaTh CBSA3M € MCXOAHBLIMHM JAHHBIMH JJISi TOTO, YTOOBI JIF00OE
M3MEHEHUE B MCXOHBIX TaOIHUI[aX MPUBOIUIIO K aBTOMAaTUYECKOMY MEPECUYETY B KOHCOJIMIUPOBAHHOMN
tabnuue. Haxxmure OK;
OOparute BHUMaHUE HA KHOIKH CBOPAYMBAHUS W PA3BOPAUYUBAHUS CTPYKTYpPHI, KOTOPHIC
MOSIBUJIMCH CJIEBa OT TaOIHIIBL.
Hactpoiite mnpencraBieHre YHUCIOBBIX JaHHBIX B  KOHCOJIMJUPOBAHHOM TalmuIe.
Ycranosure Yucnosou ¢oopmam ¢ ogHUM 3HAKOM 1ociie 3anaroil. (nmanens I'iiaBuas - Uucno)

[Ipumenute mapameTpsl GopMaTHpOBaHUS K TaOnuile (yCTaHOBUTE TPAHUIBI TAOJIHUIIBI,

manky) (puc. 3).
[1]z] A B C D E F G
=
o
g i T & g
o g s g =
= F] = 2 z =
=] @ ° e = I
5 < E & 3
= = e 3 &
1 =
+] | 5 Akumosa 4,3 4,7 4,7 4.7 4,6
[+ 9 AHUCUMOB 4.0 5.0 4.0 4.0 43
+| | 13 |Banaes 3,0 4,3 4.7 33 3,8
+| | 17 BGopees 27 3.0 2,0 3.0 27
'+ | 21 Bopkyt 4.0 5.0 3,0 47 42
+| | 25 Boponosa 43 3.7 4.0 37 39
+| | 29 Bopowunos 4.0 5.0 4.0 4.0 43
+| | 33 MBanos 3.3 4,3 4,0 4,0 3.9
+| | 37 Monos 4,0 5.0 4.7 4.7 4.6
+| | 41 lllepBakosa 4.3 4.0 4.0 43 4.2
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Puc. 3 Konconuouposannas mabauya
3ananue 3

[TocTpoiiTe KpyroByr JaMarpaMMy TIO CpPEIHHM OajjlaM CTYACHTOB 3a  CECCHIO
KOHCOJIMTUPOBAHHOM TaOIHIIBI.

CoxpaHuTe pe3yNbTaThl MPOICTAHHON padOTHI B CBOCH Marke

Bemmonnenune npoekra: «[lonroroBka ordyera «Ilokazatenu BbITyCKa MOJIOYHOW MPOTYKIIAN)
cpenctBamu MS Excel»

[IpoBenuTe KOHCONMIAIMIO JIaHHBIX TIOKa3aTeield BBIMYCKa MOJIOYHOW TPOIYKIIMU 32
HECKOJIBKO JIET B OJIHOM Tabmule.

1. Coznmaiite HOBBIM AokyMeHT Excel Momounsiii komOuHat. Ha mucre 1 cospaiite
tabymity Beimyck monouno npoaykiuu 3a 2006 rox (B mutpax) (puc. 1).
) A | B | C | D | E | F | &
1 Beinyck mono4Hoi npoaykuun 3a 2006 rop
" 2 |HaMMeHOBaHHe 1ke 2 KB 3 KB 4 kB "mr;'}'ﬂ'm Ha cyMuy
. 3 |cMeTaHa 200 a00 340 320
. 4 |monoko 700 GO0 aa0 S00
5 |kedMp 900 370 750 750
6 |CNHEEM 300 260 540 450
7 |pAmeHks 200 GO0 B0 ka0
=]

Puc. 1. Beinyck monounoti npooykyuu 3a 2006 200
2. Ha nucre 2 coznaiite Boimyck monounoit npoaykuuu 3a 2007 roxa (puc. 2.). Tak kax
3arojJOBKHM CTOJIOIIOB M CTPOK OOBEIUHSIEMBIX TAOJHUI[ JODKHBI MOJHOCTBIO COBIAJAATh, TO JIyYllle
CKOTIMPOBATh CTPYKTYpPY TAOJNHUIBI C MEPBOTO JINCTAa HA BTOPOH JIUCT M 3AIOJHUTH 3Ty CTPYKTYpPY
HOBBIMH JJaHHBIMH.

A | B | C | D | E | F |
1 Beinyck mono4Hoi npoaykumuun za 2007 rop
Z |HaHMeHOBaHHe 1ke 2 KB J KB 4 ke "mr:;m Ha cyMuMy
3 |cMmeTaHa 450 ROO 450 &00
4  |Monokg 800 750 500 500
5 |kedup 1000 550 800 B50
& |CAHERM 400 350 ka0 570
7 |pAmeHka 60 570 400 700
=
Puc. 2. Beinyck monounoii npooykyuu 3a 2007 200
3. Ha nmucre 3 co3naiite «lIpaiic-mucT npoayKIMK MOJIOYHOTO KoMOuHaTa» (puc. 3.).
A | B | C |
1 Mpaic-nuct
> |wanmenosanme| BeHa 321 AEH
nuTp efeHHUa
3 |cMmetaHa 25 pyh.
4  |Mmonoko 15 pyh.
5 |kedup 17 pyh.
& |CNUEKM 22 pyh.
7 |pAKeHka 20 pyh.
Puc. 3. Ipaiic-nucm npooykyuu MoI04H020 KOMOUHAmMa
4. [Tpu momomu GyHkimu CyMM mocuuTaiTe CTpoku MToro 3a roa s Kaaoro BHJIA
npoayKuuu Ha 1 u 2 nucrax.
5. Hcnone3ys naHHble mpaiic-nmucTa nojacuuTaiire cronden Ha cymmy B 06enx tadnuiax.

Jlist 3TOrO YCTaHOBHTE KYpCOB B MYCTYIO stueiiky cronbua Ha cymmy, coznaiite popmyny = Mroro 3a
rog * Ilena 3a 1 nutp. Hanpumep, ans sueiiku G3 mepBoil TaOnuIbl HYKHO BBECTH (opMyly =
F3*JIuct3.B3. (popmyra esooumcs npu nomowu mviuiu) I'oToBYI0 GOpMYITy MOKHO CKOITMPOBATH JJIS
OCTaBIINXCSI CTPOK TAOJHIIBL.
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6. Ha nucre 4 nocuutaiite CpennHue mnokasarenu Bblycka mnpoaykuuu 3a 2006-2007
roabl. /[yst yero npoBeaANTE KOHCOMUIAIMIO TaHHBIX TIEPBBIX IBYX TaOIHII.

7. W3MeHnTe KOIM4ecTBO Bblycka Mosoka B 1 kBaptaine 2006 roga Ha 0. [IpoBepbre, Kak
M3MEHUIIUCH pacy€Thl B UTOIOBOM TaOHIIe.

8. [TocTpoiiTe TUCTOrpaMMy M KPYrOBYIO JHArpaMMbl MO MTOTOBOU Tabiwie. BcraBbre
Ha3BaHME B 00JIaCTh IMarpaMMBbl, JIereHay. B rucrorpamMmme noAnumuTe 0Ocu KOOPAUHAT.

9. CrnaiiTe oT4eT 0 MPOJICTAHHON padOTe MPEIoaaBaTEIIIO.

IIpuMepHBIe TecTOBBIE BONIPOCHI N0 AUCHHILIHHE
Konmponupyemvie komnemenyuu — OK 01 - OK 05, OK 09- OK 11.
1. Kakue 3 TeXHUYeCKUX TOCTUKEHUSI COCTaBIISIIOT OCHOBY coBpeMeHHbIX MT? Brimummre
COOTBETCTBYIOLIIME HOMEpA:
. CpPeACTBA HAKOIUIEHNs] MH(POPMALUU
. BO3MOXKHOCTh aBTOMAaTHU3UPOBAHHON 00paboTku nH(popmMaruu ¢ nomoinsio [1K
. Pa3BUTHE CPEACTB CBA3U
. pa3BUTHUE CPEICTB MEPEABUIKECHUS
. Pa3BUTHE JIOKAIBHBIX CETEH
. pa3BUTHE TI00ATHHBIX CeTEH
. Pa3BUTHE NUIIYIIUX MALIMHOK
. pa3BUTHE MUKPOIIPOLIECCOPHON TEXHUKHU
. Pa3BUTHE CPEACTB YIIPABIEHH B Pa3JINYHbIX cepax MPOU3BOJICTBA U OOIIECTBEHHOM KU3HU
2. Onpenenute crpareruto BHeapenust MKT:
[IpoBecTu NOKaNbHYIO MOACPHHU3ALMIO METOJIOB PA0OTHI + pacupenenuTh QYHKIUH MEXITY
TEXHUYECKUMHU pabOTHUKaMU (OIepaTopaMu) U ClieUaINCTaMu + HauaTh pa3BUTHE
KOMMYHUKaUH
3. HazoBure 310 cBoiictBO UT: « ... - 3TO pabota B quanoroBom pesxxume ¢ [TK».
4. PexxuM 00pabOTKH AaHHBIX, IPU KOTOPOM JIaHHbIE HAKAIUIMBAIOTCS HA BHEIIIHEM HOCHUTEJE,
Ha3bIBACTCS:
PEKUM pealbHOTO BPEMEHHU
1. pesxxum paszesieHust BO BpeMEHH
2. maKeTHBIN peKumM
5. CUMIIJIEKCHBIM METOJI0OM Nepeaaun HHPOpMaIuu Ha3bIBatOT
1. Meron mepenauyu Win npuéma JaHHBIX TOJIBKO B OJJHOM HalpaBlIeHUH
2. MeToJ MOoIllepeMEeHHOM nepeaaun U npuéMa nHpopMauu
3. MeToJ1 OTHOBPEMEHHOM nepeaauu 1 npuéma nHdopMaIu
6. TekcToBBIN peJaKkTop - Mporpamma, peHa3HaueHHas JJis. . .
1. coznanus, peJaKTUpOBaHUs U GOPMATUPOBAHUS TEKCTOBOM MH(pOpMALNH;
2. pa®oThl ¢ M300paKEHUSIMHU B IIPOLIECCE CO3/IaHUSI UTPOBBIX NPOTPaMM;
3. ynpasnenue pecypcamu [IK npu co3nannm 10KyMeHTOB;
4. aBTOMaTHYECKOI0 IEPEBOIa C CUMBOJIbHBIX S3bIKOB B MAILIMHHbBIE KOJIBI;.

O 00 1 NN B W —

7. B pany "cumBon" - ... - "ctpoka" - "(parMeHT TeKcTa" MpoImyIeHo:
1. "cmoBo";
2. "ab63ar";
3. "crpanuma";
4. "tekct".

8. K unciy ocCHOBHBIX (DYHKITHIT TEKCTOBOTO PEIaKTOPa OTHOCSATCS:
1. xomupoBaHue, MepeMeIleHne, YHUITOXKEHHE U COPTUPOBKA (PparMeHTOB TEKCTA;
2. co3aaHue, peJaKTHPOBAHNE, COXPAHEHUE U MeYaTh TEKCTOB;
3. crporoe cobiroieHne NPaBOMUCAHUS;
4. aBToMaruueckas oOpaboTka nHGOpPMAIINH, PECTABIEHHON B TEKCTOBBIX (aiiiax.
9. Kypcop - 310
1. ycTpoicTBO BBOJIa TEKCTOBOW MH(OPMALINH;
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2. KJIaBUIIA Ha KJIaBUATYPE;

3. HaWMEHBIINN JIEMEHT OTOOPAKECHUSI Ha IKPAHE;

4. MeTKa Ha dKpaHe MOHHUTOpPA, YKa3bIBAIOIIAsl MO3UINIO, B KOTOPOH OyeT oToOpakeH
BBOJIMMBIN

C KJIaBHATypBbI.
10. Ilpu Habope TekcTa OJTHO CIOBO OT JPYTOr0 OTIACISETCS:

1. ToukoIl;

2. mpobenom;

3. 3aIATOoH;

4. ITBOETOYHEM.
11. C moMonIp0 KOMIBIOTEPA TEKCTOBYIO MH(DOPMAIITMIO MOXKHO:

1. XpaHuUTh, Moy4aTh U 00padaTHIBATH:

2. TOJIBKO XpaHUTb;

3. TOJBKO MOJIYYaTh;
12. PenakTrpoBaHue TeKCTa MPEACTABIAET COOOIL:

1. mpouecc BHECEHUSI U3MEHEHUHN B UMEIOIIMICS TEKCT;

2. mpoueaypy COXpaHEHHUs TEKCTa Ha JIUCKE B BUJIE TEKCTOBOTO (aiina;

3. mporiecc nepenayn TeKCTOBOM HHPOPMAIIMH 110 KOMITBIOTEPHOI CeTH;

4. mpoueaypy CUMTHIBAaHUS C BHEILHErO 3alIOMUHAIOIIETO YCTPOICTBA paHee CO3JaHHOTO
TeKCTa.
13. Kakas onepanusi He IpUMEHseTCs 1Sl peJaKTUPOBAaHUS TEKCTa!

1. meuaTh TEKCTa,

2. ynajeHue B TEKCTE HEBEPHO HAOpaHHOI'O CUMBOJIA;

3. BCTaBKa MPOMYILIEHHOTO CUMBOJIA;

4. 3ameHa HEBEpHO HAOPAHHOTO CUMBOJIA;
14. Ilponienypa aBToMaTuuecKoro GopMaTUPOBAHUS TEKCTA MPEAYyCMaTPUBAECT:

1. 3ammck Texcra B Oydep;

2. ynajeHHe TEeKCTa;

3. OTMeHy NpeablAYyLIe onepannn, COBEPIIEHHON Hall TEKCTOM;

4. aBTOMAaTUYECKOE PACIIOJIOKEHUE TEKCTa B COOTBETCTBUU C OIPEICICHHBIMU MIPABUIIAMHU.
15. B TEeKCTOBOM pefakTope MpH 3aJaHUH IapaMETPOB CTPAHMIIBI YCTAHABINBAIOTCS:

1. T'apuurypa, pazmep, HaUepTAHUE;

2. Orctyn, UHTEpBA,

3. Tlons, opueHTanus;

4. Ctuap, mabmaoH.
16. KonpoBaH#e TEKCTOBOTO ()parMeHTa B TEKCTOBOM PEAAKTOPE MPEAYyCMATPUBAET B MIEPBYIO
ouepe.b:

1. yka3zaHue MO3UIUH, HAUMHAs ¢ KOTOPO TOJKEH KOMMMPOBATHCS OOBEKT;

2. BBIJEIICHUE KOMUPYEMOTo (pparMeHTa;

3. BBIOODP COOTBETCTBYIOIETO MMYHKTa MEHIO;

4. OTKpBITHE HOBOTO TEKCTOBOTO OKHA.
17. TTouck cioBa B TEKCTE MO 33JaHHOMY 00pas3Ily SBISETCS MPOLECCOM:

1. oOpabGoTku uHpoOpManuy;

2. XpaHeHus: ”HPOpMAIIH;

3. mepenauu uHGOpMaLUK;

4. yHUUYTOXEHUE HHPOPMAIIHH.
18. 3akoHUHTE TPEAJIOKEHUE:

«[lepepaboTka nHpopmannuu Ha 6a3e KOMITBIOTEPHBIX BEIYUCIUTEIBHBIX CHCTEM Ha3bIBACTCS

e »
19. Ynopsigounte dTamnsl pa3BUTHS HOBBIX HH()OPMAIIMOHHBIX TEXHOJIOTHI:

1. «Bocxonx Hagex»

2. «KotnoBuHa pazodyapoBaHHiD»
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3. «[1maTo mpogyKTUBHOCTH»
4. «ITux 3aBBIIIEHHBIX OXKHUJAHUN
5. «lloabEM KHU3HECTOMKOCTH
20. U3 ciicka TexXHOoJIOTHi BIOEpUTE MH(POPMAIIMOHHBIE TEXHOJIOTHH
1. IpOM3BOJACTBO KOPOBBLETO MOJIOKA.
2. MOATOTOBKA MOYBbI K TIOCEBY SIPOBBIX.
3. mouck MH(pOPMAIUH O 3aIMYacTIX Ha TPY30BUKU
4. moAroTOBKa TPYJI0BOTO JOTOBOpA
5. 3a04HOE 00y4YEHHE YKOHOMHICTOB
21. Kakue 3 TeXHUYECKMX JTOCTHXKEHHUSI COCTABIISIIOT OCHOBY COBpeMeHHbIX MT? Boinummmre
COOTBETCTBYIOILIIME HOMEpA:
. CpeJlICTBa HaKOIUIeHUs HH(OpMaLIUU
. BO3MOXKHOCTh aBTOMAaTU3UPOBAaHHON 00paboTKu nHpopmarun ¢ nomorsio T1K
. pa3BUTHUE CPEICTB CBS3U
. pa3BUTHUE CPECTB MEPEABIUIKECHUS
. pa3BUTHE JIOKAJILHBIX ceTel
. pa3BHUTHE II100aTBHBIX CETEH
. Pa3BUTHE MHUIIYIIUX MAITUHOK
. pa3BUTHE MUKPOIIPOLIECCOPHON TEXHUKHU
. pa3BUTHE CPEJCTB YIIPABICHHUS B PA3IMYHBIX cepax MPOU3BOACTBA U OOIIECTBEHHOMN KU3HU
22. Onpenenure crpareruto BHeapenus UKT:
[TpoBecTu JIOKaIbHYIO MOACPHU3ALINIO METOIOB PA0OTHI + pacipenenuTh QYHKIUU MEXTY
TEXHUYECKUMHU pabOTHUKAMHU (OIlepaTopaMu) U ClIEUAINCTaMU + HauyaTh Pa3BUTHE

O 00 1 N DN K~ W —

KOMMYHUKaIUN
23. HazoBute 310 cBoticTBO UT: « ... - 31O pabota B quanmoroBom pexxume ¢ [TK».
24. Pexxum 00paOOTKH TaHHBIX, P KOTOPOM JaHHbIE HAKAIJIMBAIOTCS Ha BHEILIHEM HOCUTEIIE,
Ha3bIBACTCS:

1. pexuM pearbHOro BpeMeHH
2. peXuM pasziesieHus: BO BpEMEHU
3. MaKeTHBIA PEKUM
25. CUMILIEKCHBIM METOJIOM Tepeiayu HHPOPMaAIUU Ha3bIBAIOT
1. MeTox nepeaayn UK NpuEéMa JaHHBIX TOJBKO B OJIHOM HalpaBJIeHUN
2. MeTOoJ1 IoTIepEMEHHOM Niepejaur U mpuéMa nHpopMauu
3. MeToJ1 OTHOBPEMEHHOM Nepeaauu 1 npuéma nHdopMaIu
26. IlepeuricnuTe OCHOBHBIE XapaKTEPUCTUKU KOMITbIOTEPHBIX CETEH.
27. OcHOBHass 0COOEHHOCTh KOMITBIOTEPHBIX BUPYCOB 3aKIHOUAETCS:
1. B BO3MOKHOCTH UX CAMOIIPOM3BOJILHOTO BHEJIPEHUS B Pa3IMUHble 0OBEKTHI ONEepallMOHHON
CHCTEMBI U CIIOCOOHOCTH CO3/1aBaTh CBOU JyOIMKAThI;
2. B HEM3MEHHOM CTPYKType MPOrpaMMHOTI0 KO/ ;
3. B M3MEHSIOUIEHCS CTPYKTYpE MPOTrPaMMHOTO KOJ1a;
4. B HaTMYWU OTJIMYUTEIBHBIX TIPU3HAKOB
28. Bupychl, Haxoas1IMecs: B TaMATH U ABJISIONIMECS aKTUBHBIMU BIUIOTH JIO BBIKJIIOUCHHS
KOMIIBIOTEpA UJTU Tepe3arpy3Ku ONepalliOHHON CUCTEMBI SIBIISIFOTCSI:
1. crenc-Bupycamu;
2. pe3UICHTHBIMU;
3. nonuMop(uK-BUPYyCAMU;
4. onepaTUBHBIMHU
29. J1ns 60pb0BI ¢ BUPYCaMU HCIIONIB3YIOTCS:
1. mporpaMMHBIE CpENICTBA;
2. anmaparHble CpeJCTBa;
3. mporpaMMHBbI€ U anmnapaTHO-IPOTrPaMMHBIE CPEICTBA;
4. TEXHMUYECKUE CPEICTBA
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30. O6HapyxeHne U3MEHEHUH, BAKIIMHUPOBAaHHE MTPOTPaMM, UCTIOIb30BAHUE PE3UACHTHBIX CTOPOXKEH,
CKaHUPOBAHUE, IBPUCTUUYECKUNA aHATIN3 SIBIISIIOTCA:
1. MeToamMu 0OHaApPYKEHUSI BUPYCOB;
2. METO/laMU YAaJIeHUsI BUPYCOB;
3. MeroamMu MO (UKALIUU BUPYCOB;
4. MeTojaMu CUCTEMaTHU3aluU BUPYCOB
31. Bupyc umeeT ciieayronme Mo1yJu:
1. MOZynb MacCUpPOBaHUs, MOAYJIb MOJU(DHKALINH;
2. MOZYJIb Pa3MHOKEHUS, MOTYJIb MOIU(DUKAIIHH;
3. MOAyNb BHEAPEHMUSI, MOJYJIb CIEKEHHSI, MOYJIb BHIIIOJHEHUS BPEAUTEIbCKUX JAEHCTBHH;
4. MopnyJb 3apa)k€HMsI, MOAYJIb MACKMPOBaHUS, MOYJIb BBIIIOJIHEHUS BPEAUTEIbCKUX
NEeUCTBUHI
32. TenexkoMMyHUKalus — 3TO. ..
1. obueHne MeXIy JIIOJIbMU Y€pe3 TeIEBU3MOHHbBIE MOCTHI;
2. olueHne MeXy JII0IbMU Yepe3 Telne(hOHHYIO CeTh;
3. oOMeH uH(OpMaLMeil Ha pacCTOSIHUU € IIOMOLIbIO IOYTOBOM CBSI3H;
4. TeXHHUYECKHUE CpeiCTBa Iepeayu HHPopMaIuu.
33. KoMnbroTEpHBbIE TEIEKOMMYHUKALIUU 3TO. . .
1. coenuHeHNE HECKOIBKUX KOMIIBIOTEPOB B €IUHYIO CETh;
2. mepeHeceHre HHPOPMALUU C OHOTO KOMIIbIOTEpPA Ha APYroi C OMOIIBIO TUCKET;
3. nucTaHUMOHHAA Nepejadya JaHHBIX C OJHOI0 KOMIIbIOTEPA Ha APYTOii;
4. obmeH nHpopManuen MeXay MMOJIb30BaTENIIMU O COCTOSSHUU pabOThl KOMIIBIOTEPA;
34. Cepsep — 9T10...
1. cereBas nmporpamma, KOTopas BeJET AMAJIOr OJHOrO M0JIb30BATENS C APYTUM;
2. MOLIHBIA KOMITIBIOTEP, K KOTOPOMY MOJAKIIIOUAIOTCS OCTAJIbHBIE KOMIIBIOTEPHI;
3. KOMIBIOTEP OTAEIBHO B3ATOrO MOJIb30BATENS, TOIKIIOYCHHBINH B OOIIYIO CETh;
4 . craHgapT, ONpeACISIOMmUi (GOPMY MPEACTABICHUS M CIOCOO EPECHUIKH COOOIIICHHS.
35. Moxem — 3710...
1. MOIIHBINA KOMIIBIOTEP, K KOTOPOMY MOJKIIIOUAIOTCS OCTAJIbHbIE KOMIIBIOTEPHI;
2. ycTpoiicTBO, mpeolpasyroliee HUPPOBbIE CUTHANIBI KOMIIBIOTEPA B aHAJIIOTOBBIN LIM(PPOBOI
CUTHAJ U 00pPATHO;
3. mporpamma, ¢ IOMOIIbI KOTOPOH OCYIIECTBISAETCS IUAJIOT MEKIY HECKOIBKUMU
KOMIIBIOTEPAMU;
4. nepconanbHasgs OBM, ncrionb3yemas i IOJIy4E€HUS U OTIPAaBKU KOPPECIIOHIEHINH.
36. CxopocTh Tiepeiaun JaHHBIX — 3TO. ..
1. xommuecTBO MHPOPMALIUH, IEPEIaBAEMON B OJTHY CEKYH/Y;
2. xonuyecTBO 0ailT nH(pOpMaLINY, IEpEeJaBAEMbIX 32 OJJHY MUHYTY;
3. xoauuecTBO OalT MH(OpPMAIMHU, TIEPEIaHHBIX C OJJHOIO KOMITbIOTEPA Ha IPYTOii;
4. KoanuecTBO OUT MHPOPMAIINH, IIEPEIaBaeMOil uepe3 MOJEM B €IMHUILY BPEMEHHU.
37. Anpecauus — 310. ..
1. croco® naenTudukanum abOHEHTOB B CETH;
2. anpec cepsepa;
3. TIOYTOBBIN aJpec MOJIH30BATENS CETH;
4. xomudecTBO 0607, MepechlIaeMoil HH(pOpPMAIMK BaIlIUM MOJEMOM.
38. JlokasibHBIE KOMITBIOTEPHBIE CETH — 3TO. ..
1. ceTb, K KOTOPOH MOJKIIOYEHBI BCE KOMIIBIOTEPHI BAILIEr0 TOPOAa;
2. ceThb, K KOTOPOM MOJKIIIOUYEHBI BCE KOMIIBIOTEPHI BallIEH CTPAHBI;
3. ceTh, K KOTOPOI MOJKIIOUYEHBI KOMITBIOTEPHI Balero opuca, kabruHera MHOOPMaTHKH UITH
OJIHOTO 3/1aHMS;
4. ceTp, K KOTOPOW MOJKIIIOUEHBI BCE KOMIIBIOTEPHI.
39. CereBoii amanrtep — 3T0. ..
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40

41

42

43

44

45

46

47

1. cmenumanpHas nporpamma, 4epe3 KOTOPYyI0 OCYIIECTBIISIETCS CBSA3b HECKOJIBKUX
KOMITbIOTEPOB;
2. crenualibHOE amnmapaTHoe CPeACTBO A () (HEKTUBHOTO B3aMMOACHCTBHS TEPCOHATBHBIX
KOMIIbIOTEPOB CETH;
3. cmenuanpHasi CUCTEMa YIPABICHHS CETEBBIMHU PECYPCaMU OOIETO TOCTYTIA;
4. cucrema oOMeHa HH(pOpMaLEeld MEXIY Pa3IUYHBIMUA KOMIIbIOTEPaMH.

. CeTeBble UepBH 3TO - ...
1. mporpaMMsl, pacpoCTPaHSIOIINECS TOJIBKO P MTOMOIIM IEKTPOHHHOH 10YTHl Yepe3
NHurepHer;

2. IporpaMMsl, KOTOPbIE HE U3MEHSIIOT (haiyIbl HA IUCKaX, @ PaCIpPOCTPAHSIOTCS B
KOMITBIOTEPHOM CETH, TPOHUKAIOT B OTNIEPALIMOHHYIO CHCTEMY KOMITBIOTEpA, HAXOAAT ajipeca
JPYTrUX KOMIBIOTEPOB WM MOJIb30BATENEH U PACCHUIAIOT 110 3TUM aJIpecaM CBOU KOIINU;

3. BpeZIOHOCHBIE TPOTPaAMMBI, ICHCTBUS KOTOPBIX 3aKII0YACTCS B CO3/1aHUHU cOOEB IpU
IUTAHUU KOMIIBIOTEPA OT 3J1. CETH;

4. mporpaMMbl, KOTOPBIE U3MEHSIOT (ailsibl HA TUCKAX, U PACIPOCTPAHSIOTCS B IpeIenax
KOMIIBIOTEPA.

. IIporpamma - KOMIIBIOTEPHBIN BUPYC, BCTpanBaeMasi B IpPOrpaMMHBIN KOMILJIEKC U Oe3BpeHas 10

HACTYIUICHUs ONPEAEIEHHOTO COOBITHS, TIOCIIE KOTOPOTO peau3yercs: €€ MeXaHu3M ...
l. «TpOSIHCKUI KOHb
. Jorudeckasi 6omba
. IpOTpaMMa-MyTaHT
. BUpYC-HEBUMMKA
. CTeJIC-BUPYC
. Tun xommnbrotepHoi cetu LAN - 310 CeTh
1. nokanpHas
2. rnobanpHas
3. ropojackas
4. 6ecripoBOIHAS
. [TapameTpoM, 0 KOTOPOMY HEJIB351 KIaCCU(PHUIIPOBATH KOMITBIOTEPHBIE BUPYCHI SBISIETCS:
1. 06beM porpaMMel
2. cTeneHb OMacHOCTU
3. cpena obuTaHus
4. crioco6 3apakeHus cpebl 00UTaHUs
. KonontuTyn Moxer conepxats ...
1. ®UO aBTOpa 1OKyMEHTa
2. 1aty co3/1aHus TIOKyMEHTa
3. m000# TeKCT
4. Ha3BaHUE IOKYMEHTa
. Paznuyator aHTUBHPYCHBIE TPOTPaMMBI
1. bunbTphI
2. neTekTopsl WK Qaru
3. peBU30pHI
4. peruKaTopsl
. Ilpu xnaccudukanuu mno BBIJICJIAIOTCS CTEJIC-BUPYCHI
1. cpene obuTanus
2. NIeCTPYKTHUBHBIM BO3MOXKHOCTSIM
3. 0COOEHHOCTSIM alropuT™Ma
4. cnocoOy 3apaskeHust
. I3 mpennoxxeHHOro cnucka rpadguyeckuMu popMaTamMu sIBISIFOTCS:
a) TIFF;
0) TXT;
B) MPI;

[V SV )
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r) JPEG;
1) BMP;

48. KomnbroTep ceTH, NpeIoCTaBIAIOIINN CBOM PECYPChl HA3bIBAETCSI:

1. cepep

2. ceTeBOU aganTep

3. KIIMEHT
4. HyJIb-MOJIEM

49. CepBep, Ha KOTOPOM HaXOJATCS COBMECTHO 0OpadaThiBaeMble (aiiibl MU (M) COBMECTHO
HCIOJIb3YEMBIC ITPOTPAMMEBI Ha3bIBACTCS:

1. daitioBEIM

2. cepBep 0a3 JaHHBIX

3. IpUHT-CEPBEP
4. IOYTOBBIH

50. HE cymecTByomuii TUII cepBepa B UEPAPXUUECKOM CETH:

1. apxuBHBIi
2. (aitioBBIM

3. cepBep 0a3 JaHHBIX

4. TOYTOBBIN

Kpurepun u mkasna ouennBanus (YCTHBIH ONPOC)

Onenka

«OTJIHIHO»

«XOpOoUI0»

«YAOBJICTBOPUTEJIBLHO»

«HEYIAOBJIETBOPUTECJIBHO»

Tewma packpsiTa B
IOJIHOM 00BEME,
BBICKA3bIBAHUS
CBSI3aHHBIE U
JIOTUYHBIE,
HCIIOIb30BaHa
HayJHasl JICKCHKA,
MIPUBE/ICHBI IPUMEPHI.
OTBeTHI JaHbI B
ITOJITHOM O0BEME.

Tema packpsiTa HE B
IIOJIHOM 00BEME,
BBICKA3bIBaHUS B
OCHOBHOM
CBSI3aHHBIC U
JIOTUYHEIE,
HCITI0JIb30BaHa
Hay4yHas JIEKCHKa,
MIPUBE/ICHBI
npuMepsl. OTBETHI
Ha BOIPOCHI JIAHEI HE
B ITIOJTHOM OOBEME.

Tema packpsiTa
HEJ0CTaTOYHO,
BBICKa3bIBaHUs
HECBSI3aHHBIE U
HenornyHele. Hayynas
JIEKCHKA HE
UCIIOJIb30BAHA, HE
IIPUBEIEHBI IPUMEDPBI.
OTBeTHI Ha BOIIPOCHI
3aBUCST OT IIOMOILU CO
CTOPOHBI
IIpenojaBaTels.

Tema He packpsITa.
Jloruka nznoxxenus,
MpUMEPHI, BLIBOABI 1
OTBETHI Ha BOIIPOCHI
OTCYTCTBYIOT.

Kpurtepuu u mkana oneHuBaHus (BbINOJTHEHHE MPAKTHYECKHUX 3aaHMIA, JIAGOPATOPHBIX padoT)

Onenka
COTJIUIHO» «XO0poIIo» «yJI0BJIETBOPUTEJIBLHO» | «HEYJAOBJIETBOPUTEIbHO»
[lo pemenuto 3anaum | [1o pemienuto | [lo pemenuto 3amaum naH | 3agada HE peuieHa
OaH HpaBI/IHBHBIﬁ 3a1a49u OaH '—IﬂCTH‘IHLIf/i OTBeT, HE | ITIOJJHOCTBIO
OTBET U PA3BEPHYTHIN | MPaBUIIbHBII caellaH BBIBO
BBIBO/] OTBeT, HO HC
cellad BBIBOJI
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Kpurepun u mkajia oneHuBaHus (TeCTUPOBAHUE)

Yucs10 npaBWIIbHBIX OTBETOB Onenka
90-100% mpaBUIILHBIX OTBETOB OrneHka «OTJIMYHO»
70-89% npaBUIBHBIX OTBETOB Onenka «xopouo»
51-69% npaBUIBHBIX OTBETOB O1nieHKa «y0BJIETBOPUTEILHOY
Menee 50% npaBUIbHBIX OTBETOB OlnieHKa «HEYJOBIECTBOPUTEIIHLHOY

7.4.2. KOMILJIEKT OIIEHOYHBIX CPEACTB JJISI IPOMEXYTOYHOM ATTECTAIIUA

IIpumepHbIe Bonpochl K Au(GepeHuMPOBAHHOMY 3a4€eTy
Konmponupyemvie komnemenyuu - OK 01 - OK 05, OK 09- OK 11.

1. Wndopmaunonnnie TexHoiaoruu (UT) B mnpodeccuoHanbHON AEATEIBLHOCTU: COACPIKAHHE
TUCHUIUIMHBI, 3a7add, CBSA3b C JApyrumMu auciuiummHamu. WT: moHsTHe, BHUIbBI, Ha3HAYCHHE.
HopmatuBHo-npaBoBas 6a3a uHGopMaTuk 1 HHOOPMATU3ALIHH.

2. Komnsbrorepnslie cucrembl. MIC, Buabl, HazHaueHue. Ctpykrypa UC: TexHnueckoe, nporpaMmMHoe,
nH(POPMAIMOHHOE, OPraHU3aIMOHHOE, IIPAaBOBOE 0OeCIeUueHHeE.

3. IIporpammuoe obecneuyenue I1K. CucremHoe mporpaMmHoe ofecnedyeHue: COCTaB, HA3HAUYCHUE
cucteMHBbIX porpamm. [Ipukiiagnoe nporpaMMHoe odecrnieyeHue: VIHTErprupOBaHHBINA TAKET
Microsoft Office: cocraB, Ha3HaYeHHE OUCHBIX IPOTPAMM. HHTETPUPOBAHHBIX TAKETOB.

0O630p nakeroB npukiaaHbx nmporpamm (I1IIT) mo npodumo cnennansHocTy: "["anakTuka",
"1C:byxranrepus" u gpyrue.

4. OdopMmieHHe JOKYMEHTOB ¢ moMombio nporpammsel Microsoft Word. IIpasuna BBoza,
penaktupoBanus u popmaTupoBaHus Tekcta. OOBEKTHI (TEKCT, TaOIUIA, BHEAPEHHBI 00BEKT) U
TUTIOBBIC JCHCTBHS HAJl HUMH.

— Co3znanue TOKyMEHTa C UCIOIb30BaHUEM I1A0JIOHOB.

— Cozpnanue 3eKTPOHHOM (POpMBI, 11a0I0HA.

— Co3nanue UHTErPUPOBAHHOTO IOKYMEHTA.

5. O0pab6oTka JaHHBIX cpeIcTBAMHU JIeKTPOHHBIX Tadauu Microsoft Excel. O6bekThI
AJIEKTPOHHON TaOJIHUIIbl U TUIOBbIE IEHCTBUS HaJ HUMU. THIIBI TaHHBIX U OCOOEHHOCTH UX 00PaOOTKH.
Co31aHne KOMIBIOTEPHONW MOJIENU C MTOMOIIBIO MJIEKTPOHHBIX TAOJIHII.
— Pemenue 3a1au ¢ ucnosb3oBaHueM QyHKIHI.
— Opraauzanus 0a3bl JaHHBIX.
— Co3pganue KOMIBIOTEPHON Mosienu. Penmenue 3a1a4 ¢ HCIOJIb30BaHUEM HAJACTPOEK
«ITouck pemenus», «I[logbop mapamerpar.

6. ABTomMaTu3upoBaHHoe padouee mecTo (APM) cienuaiucra B Microsoft Access. APM

cneuuanucta. Ctpykrypa APM: TexHrueckoe, mporpaMMHoe, HH(popMarimoHHoe o0ecreyeHue.
Cucremsl ynpasnenus 6azamu nanubix (CYB/). Bunet CYB/l, HazHaueHue, BO3MOKHOCTH.
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CrpykTypa pensiuonHbx bJl, pexxuMsl paboTel: mpoektupoBanue b1, BBoa/penakTupoBaHue,
00paboTKa, MOUCK MH(POPMAITHH.

Coznanue oqHoradbmmyaHon B/1.
Co3ganne mHororadanunoi bJI.

7. CoBpeMeHHbIe HH(POPMAIHOHHBIE TEXHOJIOTHH B IOKYMEHTALMOHHOM o0ecrieYeHUuH
ynpasiaenus (JJOY). Opranuzanus 1ei10npon3BoACTBa U JOKYMEHTO000pOTa ¢ UCIOIb30BAHUEM
CPEIICTB JEKTPOHHBIX KOMMYyHUKanui. DLII: Ha3HaueHue, cpecTBa peanu3alni.

MS Outlook. [TnanupoBaHue MepcoHaTHLHON ACSITEILHOCTH.
Crnusinre 10KyMeHTOB. LIUpKy/IsipHast pacChlIKa MTHCEM.

8. Co3nanme npesentauuii B Microsoft PowerPoint. Macrep npesenranuii Microsoft PowerPoint:
Ha3zHa4YeHUe, BO3MOKHOCTH. OOBEKTHI AMEKTPOHHON MPE3eHTALUN 1 TUTIOBBIC ACHCTBUS HAJl HUMU.
Hcnonb3oBanue 3¢p(GeKToB MyJIbTHMEINA U CPEACTB aBTOMATH3AIIMH TPU TIOJITOTOBKE MIPE3CHTALINH.

Coznanue npe3eHTanuu NpeArnpusTUsS TOPTOBIH.
Coznanue HHTEPaKTUBHOM ITPE3EHTALIMM C UCIIOJIb30BaHNEM aHMMALIMK U TMIIEPCCHIIOK.

9. Co3nanme nyoaukaunuii B Microsoft Publisher. Macrep my6nukanuii Microsoft Publisher:
Ha3HAYCHHUE, BO3MOXHOCTH, OCOOEHHOCTH UCIIOIB30BaHUS B IPO(Q). IEATEIHHOCTH.

Coznanue nmyoIuKanuu.

10. MporpammHoe obecnieyeHne npodeccnoHaIbHON nesaTeabHocTH. O030p HazHnauenwue,

BO3MOXXHOCTH.

11. Komnsbiotepusbie cetu (KC). JlokanbHbie, 1I100aJIbHBIC CETH: Ha3HAUYCHHE, CTPYKTypa. CeTeBoe
obopynoBanue. CeTeBbie mporpaMMHble cpenctBa. Ciyk0b1 HTepHET. DNeKTpoHHAas moYTa:
Ha3Ha4YeHHE, BO3MOXKHOCTH, paboTa ¢ moutoil. PaboTa B cpene Opaysepa Internet Explorer.
Hcnons3oBanue MuTepHeTa 1 noucka npodeccnonansoit unopmanmu. [IpuHnume cereBoit

0€e30I1aCHOCTH.

12. NudopmanuoHHO-CIPABOYHBIE CHCTEMbI: Ha3HAUCHUE, TEXHOJIOTHUS orcka. CripaBOYHBIC
npasoBblie cucteMbl (CIIC): HazHaueHue, Bo3MoxkHOCTH, pbiHOK CIIC.

Kpurtepuu u mKajabl olleHUBaHUS MPOMEKYTOYHON aTTeCcTAlNU

IIxaja u kpuTepun oneHku (nuddepeHnnpoBaHHbIii 3a4eT)

OTan4Ho

Xopowo

Y10BJ1I€TBOPUTEJIBLHO

HeynoBiieTBOpUTEJIBHO

1. Matepuain n3noxeH
TPaMOTHO, B ONPEEICHHOU
JIOTHYCCKOU
MOCIIEIOBATEIIFHOCTH,
MPaBUIBHO UCITOIb3YETCS
TEPMUHOJIOTHUS;

3. Iloka3zaHo ymeHue
WUTIOCTPUPOBATh
TEOPETUUECKHE MOTOKEHHS
KOHKPETHBIMHU IIPUMEPaMH,
IIPUMEHSATh UX B HOBOMN
CUTYalluu;

1. OTBeT yaoBneTBopser
B OCHOBHOM TpeOOBaHUAM
Ha OLICHKY «5», HO IPU
3TOM MOKET UMETH
CJIEAYIOIINE HEIOCTATKU:

2. B uznoxenuun
JOTYIIEHbI HEOOIbIITIE
poOeIbl, He UCKA3UBIIINE
COJIep)KaHUE OTBETA;

3. JlomymieHsl OJ1MH - 1Ba
HEJI0ueTa MPHU OCBEIICHUH
OCHOBHOTO COJIEP KaHUS

1. Henonao mim
HEITIOC/IEI0BATENLHO
PACKpBITO COACpIKaHUE
Marepuaia, HO IOKa3aHo
o011ee MOHUMAaHUe
BOIIpOCa U
MPOIEMOHCTPUPOBAHBI
YMEHWUS, JOCTATOUYHbIE
JUIST TadbHENIIero
YCBOEHUSI MaTepHana.

2. Imenuce 3aTpyaHEHUS
WJIM TOTMYIICHBI OLTUOKU
B OIPEJIETICHUN TTOHATUH,

1. Conepxanue
MaTepuasa He PacKpbITO.

2. Omuoku B
OIIPEICIICHUN TTIOHATHUH,
HE HCIO0JIb30BATIACh
TEPMUHOJIOTHS B OTBETE.
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4. IIpoileMOHCTPUPOBAHO
YCBOEGHHE paHee
U3YYEHHBIX
COITYTCTBYIOIIUX
BOIIPOCOB,
c(hOpMUPOBAHHOCTH
YMEHHI U 3HAHUU;

5. OTBeT npo3Byyal
CaMOCTOSTENILHO, O€e3
HABOJSIIUX BOIIPOCOB.

OTBCTA, UCITPABJICHHLIC
10 3aMCYaHUIO
mpernoaaBaTeciis.

HCHOJb30BaHUN
TEPMHUHOJIOTUH,
HCIPABJIICHHBIE MIOCJIE
HECKOJIBKUX HaBOISIINX
BOIIPOCOB;

3. IIpu HEenoaHOM
3HAaHUU TEOPETUUYECKOIO
Marepuasa BbIsIBJICHA
HEeJ0CTaTOYHAas
c(hOpMHUPOBAHHOCTH
YMEHHI U 3HAHUU.
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