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1. HEPEYEHb CAMOCTOATEJIBHBIX PABOT CTYJAEHTOB

Ne | Tema Conepxxanue KomnuectBo | Ouenka n
/o qacCoB. KOHTPOJIb
2 2 Pa6ota B cpene TekcroBoro npoueccopa Word 2019 2 3alura
3 2 PaGora c anextponnbiMu Tabnunamu Excel 2019 2 3aIlMTa

Htoro 4 yaca




2. COAEP KAHUE CAMOCTOSATEJBHBIX PABOT
CAMOCTOSATEJBHAS PABOTA Nel
[leb: MOBTOPUTH HABBIKH MO paboTe B cpesie TekcToBoro mporeccopa Word 2019

MeTtoauveckue ykasanusi: Bes pabora BBITIONTHSETCS B CpeJie TEKCTOBOTO mporieccopa MS
Word 2013 umu MS Word 2016.

1. Co3gatey 1mabnmoH moJb30BaTedss moja uMeHeM Mol malJoH co  CIAeAYIONMMU
napameTpamu: rapautypa mpudra - Times New Roman, Hauepranue - 0ObIUHBIN, Kerib mpudTa
- 14 myHKTOB, LIBET TEKCTa — aBTO (UEPHBIN); MapaMeTphl ab3ara: BRIpaBHUBAHHE TEKCTa — 10
IMPUHE CTPAHULBI, OTCTYH IIEPBOM CTPOKH -12,5 MM, MEKCTpOUHBIN HHTEPBAI — [0y TOPHBIN.

2. Copepxanue TekctoBoro ¢aina Teker 6e3 (popmarnpoBanus (HaXOAWUTCS B MalKe
3aganue) rpeacTaBUTh B popMmaTe co3aanHoro mabdaona Moii mad ioH.

3. Co3naTh TUTYJBHBIM JIMCT C YKa3aHWEM Ha3BaHUS KOJUIEIkKA, CIELHAIBHOCTH, TEMBbI
yueOHoro kypca, @.1.0. aBropa, @.J.0. npenonaparesnsi, MECTO U TOJ BHIIIOJIHEHUS paOOTHI.

4. ABTOMAaTHMYeCKH MPOCTaBUTh CTPaHMLBI apabCkuMM Ludppamu, coOiroas CKBO3HYIO
HyMEpaluo 1o Bcemy TeKCTy. [IopsakoBbIi HOMEp CTaBAT BBEpPXY CTpaHuULBbI, cupasa. Ha
TUTYJIbHOM JIUCTE CTPAHMIIA HE CTABUTCS, HO YUUTHIBAETCS.

5. ABTOomaTHuecKu c(hOpMUPOBATH OTJIABJIECHUE IO UMEIOIIMMCS Pa3/iesaM TEKCTa UCTIONIb3Ys
ctiii 3arosioBok 1 m 2.

6. Jlo0aBUTH B TEKCT U aBTOMATHYECKU OTPA3UTh B OTJIABJICHUU €I€ HECKOJIbKO HAa3BAHUU
paszenos.

7. WcnpaBuTh OMKUOKU B TEKCTE UCIIOJB3Ys BKIAIKy Penen3upoBanue.

8. HapucoBate, pa3MecTUTh Ha OTJIEIBHON CTpaHuLEe, 10OABUB K CTPAHUIIAM TEKCTA B pa3zell
[Ipunoxenue, cxemy JIMHelHO - WITA0HAs CTPYKTypa YNpPaBJeHUs (HAXOAUTCS B IAIKe
3ananne) kak puc 2. [Ipugats a1emMeHTaM cXeMbl 0ObEMHBIN XapakTep U 0TOOPa3UTh Pa3HBIMU
LBETAMU.

9. PazmecTuTh B JOKYMEHTE CTpaHMIly alb0OMHOro (opmara c¢ Tabnuued 3aceneHus
HOMEPOB OOIIEKUTHS (HAXOAUTCS B TIAINIKE 3ajaHue).

10.Pa3smecTuth B Havasie TeKCTa, rnocie ornasieHus u3obpaxenne DSCO0306(naxonurcs B
rnanke 3ajaanue).

11.CpencrBamu Word oOpe3aTh M300pakeHHEe, OCTaBUB Ha KapTUHKE TOJIbKO MYXYHMHY 3a
CTOJIOM cJIeBa Ha niepBoM psay. [Tomecturs Hagnuce puc 1.

12. ABTOMaTnuecku chOpMUPOBATH CIUCOK MILTIOCTPALMI U Pa3MECTUTh CIHCOK B KOHIIE
JIOKYMEHTA.

13.CdopmupoBats u 100aBUTH B KOHEL JOKYMEHTa npumepsl hopmyn u3 daitna «I Ipumepsr
dopMyT U3 3a1aHUD).

14.TlepenyMepoBaTh CTpaHULBI JOKYMEHTA.

15.Bsicnath pe3ynbTathl paboThl Ha ajgpec Pleskach.t@yandex.ru

dopma oTueTHOCTH: aily ¢ 3a1aHUEM

CAMOCTOSATEJIBHASA PABOTA Ne2

[leab: 3aKkpenuTh 3HaHUS 110 BBINOJHEHUIO 3aJjaHui B 3yieKTpoHHOH Tabnuue Excel 2016



Metoauveckue ykaszanusi: Co3nath Tabnauily (UHAHCOBOM CBOJKH 3a HEJIEIIO,
MPOM3BECTH PACUEThl, IMOCTPOHUTH JAHATPAaMMy HM3MEHEHUs (PUHAHCOBOTO pe3yJibTarta,
pou3BeCTH (GUIBTPALIUIO JaHHBIX. ICXOHbIC TaHHBIC MPEICTaBICHBI B Ta0mwHIe 1.

Tab6auma 1. duradncoBas cBOAKA 32 HELEITIO

duHaHCOBas CBOJIKA 3a HEJIEINIO (ThIC.py0.)
JHu Henenu Hoxon Pacxon Purancobilf
pe3yJbTar

[ToHenenbHUK 3 245,20p. 3 628,50p. ?
BTopHuk 4 572,50p. 5320,50p. ?
Cpena 6 251,66p. 5292,10p. ?
UYeTBepr 2 125,20p. 3 824,30p. ?
[TsaTaHNIA 3 896,60p. 3 020,10p. ?
Cy066oTa 5420,30p. 4262,10p. ?
BockpeceHnbe 6 050,60p. 4 369,50p. ?
Cp. 3HaueHHnE ? ?

OO6muii GrHAHCOBBIN PE3YNIHTAT 32 HEAEIIO: |

1. Ilepeiinute Ha yuCT Ne3.

2. Cosznarp Tabnuiy mo oo6pasuy. s odopmieHus mankud TaOJMIBI BBIIETUTE
A4elKH Ha TpeTbell cTpoke A3:J13 u coznaiite cTiiib 11 odpopmiteHus Bxnaoka I'nasnas
— Cmunu aueex — Cozoamov cmuib aueiku. B okae Cmuns Habepute ums ctuis «[llanka
mabdauy» 1 HaKMuTe KHonky @opmam. Ha Bknanke Boipaenusanue ycTanoBUTE (PIIasKOK
Ilepenocums no cnoeam 1 BbIOEPUTE BEPTUKAIBHOE U TOPU3OHTAIBHOE BhIDABHUBAHUE
no yenmpy, Ha Bknaake Yucno — Texcmoeswtii - /[oo6asums.

3. IlpousBenute pacuetsl B rpade «DUHAHCOBBIN Pe3ynbTaT» MO PopMyIie:

O®P= Jloxox — Pacxon,
T.e. B suetike /14 nHabpate hopmyny = B4-C4

4. [ns gueexk ¢ pe3yapbratomM pacyeroB 3amante Dopmar «JleHexHbI» ¢
BBIJICJICHUEM OTPUIATEIbHBIX YKCENl KpacHbIM LIBETOM (Brnaoka I'naenas - @opmam -
dopmam aueiiku, B OTKPHIBIIEMCS OKHE BbIOpaTh Brinanky Yucno- hopmat Jenescuoiii
- OTPHILIATENIbHBIE YHUCIIA — KPACHbIE).

3. Paccuuraiite cpennee 3HaueHue U oOMIU (PUHAHCOBBIN PE3yJbTAT 32 HEJENIO,
UCTIOJIBb3YSI Agmocymmuposanue (HaxKaTueM KHONKU Aemocymmuposanue X'V Ha BKIAJKE
I'naenas vnu Bxnaake Dopmyivt).

6. IloctpoiiTe TuarpaMmy JIMHEHYATOrO TUMNA U3MEHEHUS (PUHAHCOBBIX PE3YIbTATOB
10 JHSM HEJIENIM C MCIOJIb30BAHMEM MacTepa auarpaMM. (s 3TOro BbIIEIUTE HHTEPBAI
SA4eeK C JaHHBIMM (PUHAHCOBOTO pe3yJbTaTa M BBHIOEPUTE  BKJIAAKy Bcmaska —
Juazpamma — mun ouazpammel — auneniuamas - /lanee. Ha Bkianke Ps0 B OKOIIKe
Iloonucu Ocu X ykaxxute UHTEpBAJl SUEEK C THAMU HenensiMu. Janee BBeAUTe Ha3BaHUE
IarpamMMBbl U OCEH, pe3yJIbTaT NPEICTABIECH HUXKE.

7. llpousBeaute (uibTpanuio 3HaYeHUM oxoxaa, npessimaromux 4 000py0. mis
ATOr0 YCTAHOBHUTE KypCOp BHYTPU TaONMIBI U BOCIOJB3YHTECh BKIAaAkoW /lannvle —
Quavmp. lenkuure 1o cTpesike B 3arosioBke crosdoua loxon YHucnoevie ¢punompoi—
bonvwe — 4000 - OK.



dopMa oTYeTHOCTH: (paili ¢ 3a7aHuEeM.



3.KPUTEPUH OLEHKH BbIITOJIHEHUS CTYAEHTOM OTYETHBIX PABOT
IO CAMOCTOSATEJBHOU JEATEJIBHOCTH

CamocrosTenbHbIe PaOdOTHI CTYIEHTA OLIEHUBAIOTCS 0 MATHOATIILHOM IIKAJIe:

OueHka «OTJIMYHO)» CTABUTCS B TOM CIydae, €CJIH CTYCHT:

- cBOOOTHO TIPUMEHSIET TIOJTyICHHBIC 3HAHMSI TIPY BBITIOJIHCHUH 33/ IaHHH;

- BBINOJHUJI paboTy B TOJHOM o00ObeMe ¢ CcoOJoJeHuEM HE00XOauMOMN
MOCJICJOBATCIbHOCTH JCHCTBUM;

- B MHCHBMEHHOM OTYEeTe MO paboTe MPaBWIHLHO W AKKypaTHO BBHITIOJHEHHBI BCE
3aIHCH;

- IPH OTBETAX Ha KOHTPOJIBHBIC BOIIPOCH! MPABMIIBHO MTOHUMAET MX CYIIHOCTh, 1aeT
TOYHOE OIPECIICHNE W UCTOJKOBAHHE OCHOBHBIX IMOHSATHH, MCIOIB3YET CHCIHATBHYIO
TEPMHUHOJIOTHIO JUCIHIUIAHBI, HE 3aTPyAHSCTCS MPH OTBETaX Ha BHUJIOM3MCHEHHBIC
BOTIPOCHI, COITPOBOX/IaET OTBET MIPHUMEPaAMHU.

O1eHKa «XOPOII0» CTABUTCS, CCIIH:

- BBITIOJTHEHBI TPEOOBAHUS K OI[EHKE «OTIUYHOY», HO JOMYIICHBI 2 — 3 HeJo4YeTa Mpu
BBITIOJIHEHUU 3alaHU U CTYJACHT MOXET WX HCIPABUTh CAMOCTOSTENBHO WU TIPH
HEOOJIBITION MOMOIIIH MPEINOo aBaTeNs;

- B MICHbMEHHOM OTYETE TI0 paboTe JeTaeT He3HAYUTEIbHBIE ONTUOKH;

- PY OTBETAX Ha KOHTPOJIBHBIEC BOIIPOCHI HE IOMYyCKAET CEPhE3HBIX OMIMOOK, JIETKO
YCTPaHSET OTACIbHBIE HETOYHOCTH, HO 3aTPyIHSETCS B MPUMCHCHHH 3HAHWUN B HOBOWM
CUTYaIINH, PUBEICHUN TTPUMEPOB.

O1eHKAa «y/10BJIETBOPUTEIBLHO)» CTaBUTCS, €CIIH:

- CaMOCTOSITEeNIbHasE paboTa BBIMOJHEHA HE IMOJIHOCTHIO, HO 00bEM BBITIOJHEHHOMN
YaCTH MO3BOJISACT MOJYYUTh PABUIBHBIC PE3YJIBTATHl U BHIBOJIHI;

- B XO/I€ BBITMIOJHEHUS pa0OTHI CTYJICHT MPOJAEMOHCTPUPOBAI Ci1a0ble MPAKTHUYECKUE
HaBBIKH, OBLITN JOMYIICHBI OITMOKH;

- CTYZICHT YMEET MPUMEHSTh MOJIyYCHHBIC 3HAHUS MPU PEIICHUH MPOCTHIX 33724 110
TOTOBOMY aJITOPUTMY;

- B MUCHbMEHHOM OTYETE TI0 paboTe JOMYIIECHBI OMHOKHY;

- IPY OTBETaX Ha KOHTPOJBHBIE BOMPOCHI MPABUILHO MIOHUMAET UX CYITHOCTh, HO B
OTBETE HWMEIOTCS OT/ACIbHBIE MPOOETbl M TPH CAMOCTOSITCIIBHOM BOCHPOU3BEIACHUHU
MaTepuasia TpeOyeT AOMOTHUTEIBHBIX U YTOUHSIOIIMX BOMTPOCOB MPETIO1aBaTEIIs.

O1eHKa «HEYT0BJETBOPUTEILHO» CTABUTCS, €CITH:

- CaMOCTOSITCNIbHAsE paboTa BBHIMIOJHEHA HE IMOJHOCTHIO M 00BEM BBITIOJHEHHOMN
paboTHl HE TO3BOJISCT CJlejaTh MPABHIBHBIX BBIBOJOB, y CTyJCHTa HWMEIOTCS JIWIIh
OTJICTIbHBIC TIPEJICTABIICHUs 00 M3YYEeHHOM MaTrepuaie, OoJblllas 4acTh MaTepuajia He
YCBOCHA;

- B TUCBMEHHOM OTYeTe MO paboTe MOMYIIEeHbI rpyObie OMMOKH, TMO0 OH BOOOIIE
OTCYTCTBYET;

- Ha KOHTPOJIbHBIE BOIMIPOCHI CTYACHT HE MOXKET JaTh OTBETOB, TaK KaK HE OBJIAIEI
OCHOBHBIMH 3HAHUSIMU U YMEHHUSMHU B COOTBETCTBUU C TPEOOBAHUSIMH MTPOTPAMMEI.



4. ”AH®POPMAIIMOHHOE OBECIIEHEHHME

OcHoBHaf quTEpaTypa:

O-1 MuxeeBa E.B. Hndopmaruka: ydeb. st CTyHI. YydpexaeHU cpena. mpod.
obpazoBanus / Muxeesa E.B. , O.U. Tutosa. — 3-e uzn., crep. — M.: M3narenbckuii IEHTP
«Axanemus», 2019.-400 c.

O-2 MuxeeBa E.B. Undopmaruka. [Ipaktukym: y4ed. misi CTyI. YUPEKIACHHUA CpeE.
npod. oopazoBanus / Muxeesa E.B. , O.1. Turosa. — 3-¢ u31., uctp. — M.: U3naTensckuit
HEeHTp «Akanemus», 2019.- 224 c.

0-3 Tox6epr, I'.C. UadbopmarimoHHbIE TEXHOJIOTHU: YUueO. IS CTYd. YUPEKICHHUIN Cpe.
npod. oopazosanust /I'.C. 'ox6epr, A.B. 3adpuesckuii, A.A. Kopotkus. — 10-e u3zf. crep.-
M.: U3narensckuii neHTp « Axaaemus», 2017.-240 c.

JdonoaHurenbHas Jureparypa:

-1 Pymsannesa E.JI., Cinrocaps B.B. MUndopmannonnsie TexHoaoruu: yuebd. mocodue /
ITon pen. mpod. JL.I'. INarapunoit. — M.: UJ] «@opym»: UHDPA-M, 2009.-256 c.: wi.-
(ITpodeccuonanpHoe obpa3oBaHue).

-2 T'opuna T.I'. Onepatop OBM / T.I'. 'opuna. — M.: ®OPYM, 2009. — 160 c.: wi1. —
(ITpodeccronanpHOE 0Opa3oOBaHUE).

-3 Makcumo H.B., Ilapteika T.JI., IlomoB W.M. Texuuueckue cpeacraa
uHbopMaTH3aIUU: YUYEOHUK. — 2-€ u3[., nepepad. u pon. — M.: ®OPYM: NHOPA-M,
2008 — 592c.: ni.

J1-4 HemmoBa T.U., Hazaposa }O.B. IIpaktukym mo nadopmatuke: yueo. I[Tocobue / IToxg
pen. JLI'. I'arapunoii. U.1. — M.: UJ[ «DOPYM»: UHDOPA-M, 2008. — 320 c.: ui1. —
(ITpodeccronanbHOE 00pa3oBaHUE).

-5 CepreeBa U.U., My3aneBckas A.A., TapacoBa H.B. Mndopmaruka: yueOHuk. — M.:
N «®OPYM»: UHOPA-M, 2007. — 336 c.: un. — (IIpodeccuonanbHoe oOpazoBaHue)
J1-6 I{BetkoBa M.C. Uadopmatuka u UKT : yueOHuk 1151 cpen. mpod. oopazoBanus / M.C.
[IBetkoBa, JI.C. BenbkoBuu. — 6-¢ u3a., ctep. — M., 3narenbckuil IEHTp «AKaaeMus»,
2014.—-352 c., [8] 1. uB. ui.

-7 LserkoBa M.C., Undopmatuka u UKT: yuebnuk s cpen. mpod. odpazoBanus /
M.C. IserkoBa, JI.C. BenukoBuu. — 6-¢ u3m., crep. — M.: N3garenbckuil ueHTp
«Axagemus», 2015. — 352c.

J1-8 Muxeesa E.B., [Ipaktukym no uadopmaruke : yue6. [locobue mist yapexaeHuii cpe.
npod. oopazoBanus / E.B. Muxeesa.-u3j., crep. — M.: M3narenbckuii HEHTP « AKaaeMusy,
2015.-192 c.




JUCT UBMEHEHUH JOMOJHEHU, BHECEHHBIX B METOJUYECKHUE
YKA3AHUA

Ne u3menenus, nara BHeCeHuUs, Ne CTpaHUIIbI C U3MEHEHHEM

bruio Crano

OcHoBaHUe:

HO,ZIHI/ICL JIn1a, BHCCIICT'O N3MCHCHMUA
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