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1. HEPEYEHb CAMOCTOATEJIBHBIX PABOT CTYJAEHTOB

Ne | Tema Conepxxanue KomnnuectBo | OrnieHka u
/11 YHacCoOB. KOHTPOJIb
1 2 PaGora B cpene TexcToBoro mpoueccopa Word 2019 2 3aluTa
2 2 PaGora c anexktponnsimu Tabmunamu Excel 2019 2 3aIIMTa

Hroro 4 yaca




2. COAEP KAHUE CAMOCTOSATEJBHBIX PABOT
CAMOCTOSATEJBHAS PABOTA Nel
[leab: MOBTOPUTH HABBIKK MO paboTe B cpeie TekcToBoro mporeccopa Word 2016

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

1. Co3znate 1mabnoH mnoJp30Bareis Mmoj uMeHeM MoM madJoH co  CleIyHUMMU
napameTpaMu: rapautypa mpugra - Times New Roman, HauepraHue - OOBIYHBIM, Kerib
mpudTa - 14 MyHKTOB, IBET TEKCTa — aBTO (YEPHBI); mapamMeTphbl ab3ama: BbIPaBHUBAHUE
TEKCTa — M0 IIUPUHE CTPAHULBI, OTCTYII IEPBOM CTPOKHU -12,5 MM, MEKCTPOUHBIM UHTEPBAI —
[TonyTopHBI.

2. Copepxanue tekcroBoro ¢aitna Teker 0e3 ¢dopmaTupoBaHusi (HAXOAUTCS B IAINKe
3ajganue) npenctaBuTh B popmare co3nanHoro mabdiaona Moii maodsioH.

3. Co3naTh TUTYJBHBIMA JIMCT C YKa3aHWEM Ha3BaHUS KOJUIEIKA, CIELHATBbHOCTH, TE€MBbI
yuebHoro kypca, ®.1.0. aBropa, ®.1.0. npenoaasaress, MECTO U IO/ BBIIOIHEHUS PAOOTHI.

4. ABTOMAaTHYECKH MPOCTaBUTh CTPAHMUIBI apabckumu uppamu, coOMIOnas CKBO3HYIO
HyMEpaluo 1o Bcemy TekcTy. [IopsakoBbli HOMEp CTaBAT BBEpPXY CTpaHuULBbI, cnpasa. Ha
TUTYJIBHOM JIUCTE CTPAHMIIA HE CTABUTCS, HO YUUTHIBACTCSL.

5. ABromaTHueckd c(OpPMHpOBATH OIJIABJICHHE IO MMEIOIIMMCS pasjenaM TeKCTa
WCIOJB3ys T 3aroi0Bok 1 u 2.

6. Jlo6aBUThH B TEKCT M aBTOMATUYECKU OTPA3UTh B OIJIABJIEHUU €IlI€ HECKOJIbKO Ha3BAHMI
pazzenos.

7. UcnpaButh omMOKHU B TEKCTE UCTOJB3YsI BKIAAKy PenensupoBanue.

8. HapucoBaTph, pa3MecTUTh Ha OTIEIbHOW CTpaHUIlE, A00aBUMB K CTPAHMIIAM TEKCTa B
pasnen [lpunoxenue, cxemy JIMHeilHO - mTa0Hasi CTPYKTYpa ynpabJjieHMsl (HaXOIUTCS B
nanke 3aganue) kak puc 2. [Ipunate sneMeHTaM cxeMbl OObEMHBIN XapakTep U 0TOOpa3uTh
Pa3HBIMU I[BETAMHU.

9. PazmMecTuTh B JOKYMEHTE CTpaHMIy albOOMHOro ¢opmara ¢ Tabnuieil 3aceneHus
HOMEPOB OOIIEKUTH (HAXOIUTCS B TIanike 3aaHue).

10.PazMecTuth B Hauane TEKCTa, mocie oriapieHus uzoopaxenue DSCO0306(naxoaurcs B
nanke 3ajganue).

11.CpencrBamun Word oOpe3aTh n300pa’keHHE, OCTABUB Ha KapTUHKE TOJBKO MY)KUMHY 3a
CTOJIOM cJieBa Ha niepBoM psay. [Tomecturs Hagnuce puc 1.

12. ABTomMaTH4ecKku cPOpMUPOBATh CIIMCOK MJUIFOCTPALUKA M Pa3MECTUTh CIHCOK B KOHIIE
JIOKYMEHTA.

13.CdhopmupoBaTh U 106aBUTH B KOHEI JIOKyMeHTa puMepsl hopmyit u3 daiina «IIpumeps
(dopMyI1 U3 3aTaHUS.

14.TlepenyMepoBaTh CTpaHULIBI JOKYMEHTA.

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

dopMa oTueTHOCTH: (pailn ¢ 3a7aHEeM

CAMOCTOATEJBHASA PABOTA Ne2

[lesib: 3aKpenuTh 3HAHUS 110 BBHITIOJIHEHUIO 33/IaHUH B AJieKTpoHHOM Tabimie Excel 2016
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Metoauueckue ykasanusi: Co3naTh TaOauily (UHAHCOBOW CBOJKH 3a HEJIEIIO,
IPOM3BECTH PACYETHI, IMOCTPOHWTH JHArpaMMy HM3MEHEHHUs (PUHAHCOBOIO pe3yJbTarta,
pou3BeCTH (GUIBTPALIUIO JaHHBIX. ICXOHbIC TaHHBIC MPEICTaBICHBI B Ta0wHIe 1.

Tab6auma 1. duradncoBas cBOAKA 32 HEIEITIO

duHAHCOBAs CBOJIKA 3a HEJENO (ThIC.pyO.)
JlHu Henenu Joxon Pacxon rHaHCOBbI
pe3yJibTar

[ToHenenbHUK 3 245,20p. 3 628,50p. ?
BTopHuk 4 572,50p. 5320,50p. ?
Cpena 6 251,66p. 5292,10p. ?
YerBepr 2 125,20p. 3 824,30p. ?
[IaTanna 3 896,60p. 3 020,10p. ?
Cy660Ta 5420,30p. 4262,10p. ?
Bockpecenbe 6 050,60p. 4 369,50p. ?
Cp. 3HaueHune ? ?

OOmuii GrHAHCOBBIN PE3YNIHTAT 32 HENEIIO: ‘

1. Ilepeiinute Ha yuCT Ne3.

2. Cosznarp Tabnuiy nmo ob6pasmy. s odopmieHus mankud TaOJMIBI BBIICTUTE
aueiiku Ha Tperbel crtpoke A3:J13 u coznmaiite ctuiab anga odopmiieHus Brraoka
I'naenasa — Cmunu saueex — Cozoamov cmunp aueiuku. B okne Cmunp HabepuTe UMs
ctunst «lllanka mabauy» v HaxMmutTe kKHonky @opmam. Ha Bkianke Boipasenueanue
ycraHoBute Gnaxox Ilepenocums no cnoeam ¥ BbIOEpPUTE BEPTUKAIBHOE U
TOPU3OHTAILHOEC BBIPABHUBAHUE nO uenmpy, Ha BKiIanke Yucno — Texcmoewiii -
Jlobasume.

3. IIpousBenute pacuetsl B rpade «DUHAHCOBBIN Pe3ynbTaT» O PopMyIIe:

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

4. [ns sgueexk ¢ pe3yapbraTtomM pacueroB 3amate Dopmar «/leHexHbI» ¢
BbIJICJICHUEM OTPULIATEIBHBIX YUCEN KpacHbIM 1BeTOM (Bknaoka I'nasnasn - @opmam -
Dopmam aueiiku, B OTKpHIBIIEMCS OKHE BbIOpaTh Briaaky Yucno- popmar /lenexncnuti
- OTPHILIATEIbHBIE YHUCIIA — KPACHbIE).

3. Paccunraiite cpennee 3HaueHUEe U OOMIUM (DUHAHCOBBIN PE3yJIbTAT 32 HEJEINIO,
UCToNb3yst Aemocymmuposanue (HaXaTheM KHONKU Asmocymmuposanue XV Ha
BKiajike I nasnasa win Bxianke @opmynot).

6. [TocTpoiiTe auarpamMMmy JWHEAYATOTO THUMA W3MEHEHUs (PUHAHCOBBIX
pe3yJbTaTOB IO JIHSIM HEAEIH C HCIOJIb30BAaHUEM MacTepa auarpamm. Jlims sToro
BBIJICJIUTE UHTEPBAN SUEEK C JAaHHBIMU (PUHAHCOBOTO pe3yJibTaTa U BHIOEPUTE BKIAIKY
Bcmaeka — /luacpamma — mun ouazpammsl — nuneituamasn - /lanee. Ha Bxianke Pso
B okouike /loonucu Ocu X ykaxXuTe UHTEPBAI sTYEEK ¢ JHAMU HenensiMu. [lanee BBenure
Ha3BaHUE THArpaMMBbl U OCEH, PE3yJIbTaT IIPEACTABICH HUXKE.

7. llpousBeaute (uibTpanuio 3HaYeHU oxozaa, npessimaromux 4 000py0. mis
ATOr0 YCTAHOBUTE KypCOp BHYTPH TaOJMIIBI U BOCIOJIb3yWTeCh BKIaakon /Jlanuvie —



Qunvmp. llenxuute o cTpeske B 3aronoBke crondna Joxon YHucnoevie gpunompoi—
boavwe — 4000 — OK.

®opma oTueTHOCTH: DAl C 3a1aHUEM.



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 OTYETe MO paboTe MPaBMWIHBHO W AKKypaTHO BBHITIOJHEHHI BCE
3aIHCH;

- IpW OTBETaX Ha KOHTPOJBHBIC BOIMPOCH MPABUILHO MOHMUMAET WX CYIIHOCTb,
JaeT TOYHOE ONpPEACIICHHEe W HWCTOJKOBAaHWE OCHOBHBIX TIOHSTHH, HCIIOIB3YET
CHCIMAIFHYI0 TEPMUHOJIOTHIO JWCIUIUIMHBI, HE 3aTPyIHSETCS TMpH OTBETaX Ha
BUIOM3MECHEHHBIE BOIIPOCHI, COMIPOBOXKIAET OTBET IPUMEPAMH.

O1neHKa «XOPOII0Y» CTaBUTCS, SCIIH:

- BBITIOJIHEHBI TPEOOBAHUS K OIEHKE «OTIWYHO», HO JIOMYIIEHHI 2 — 3 Hejouera
P BBITIOJIHEHUU 3aJJaHUW M CTYJICHT MOXKET MX HCIPABUTh CAMOCTOSITEIBHO WA 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 XOJI€ BBIMOJHEHUS pabOThl CTYACHT MPOJEMOHCTpUPOBAN  CialObie
MPaKTHYECKNE HABBIKW, OBLIN JOMYIICHBI OITUOKH;

- CTYJIGHT YMEET NMPUMEHSTh MOJTYYEHHBIC 3HAHMS TPU PEIICHUH TMPOCTHIX 3a7ad
10 TOTOBOMY QJITOPUTMY;

- B MUCHbMEHHOM OTYETE TI0 paboTe JOMYIIECHBI OMHOKHY;

- TIPU OTBETAX HA KOHTPOJBbHBIE BOMPOCHI MPABMUIHHO MMOHUMAET UX CYITHOCTH, HO
B OTBETE HMMECIOTCS OTHAEIbHBIC MPOOETBI W MPU CAMOCTOSATEIHLHOM BOCTIPOW3BEIACHUU
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 T'ox6epr I'.C., UndpopmarmoHHble TEXHOJOTHUU: YYCOHUK I CTYI. YUPEKJICHHM
cpen. npod. oopazosanus / I'.C. 'ox6epr, A.B. 3aduerckuii, A.A. KopoTkuH. — 2-¢ u31.,
crep. — M.: M3narenbckuii 1eHTp «Akanemus», 2018.-240c.

JdonoJaHuTeIbHAS JUTEPATYypAa:

-1 Pymsanesa E.JI., Cmrocaps B.B. Mndopmanmonnsie TexHomoruu: y4ued. mocooue /
ITon pen. mpod. JL.I'. INarapunoit. — M.: UJ] «®opym»: UHDOPA-M, 2009.-256 c.: wi.-
(ITpodeccuonanpHoe oOpazoBaHue).

-2 T'opuna T.I'. Onepatop OBM / T.I'. 'opuna. — M.: ®OPYM, 2009. — 160 c.: mi1. —
(ITpodeccuonanpHoe oOpazoBaHue).

-3 MakcumoB H.B., Ilapteika T.JI., IlomoB MWN.M. Texuuueckue cpeacTaa
uH(popMaTH3aluu: y4eOHUK. — 2-€ u3[., nepepad. u gon. — M.: ®OPYM: NHOPA-M,
2008 —592c.: un.

J1-4 HemmoBa T.U., Hazapoga 10.B. [Ipaktukym no uadopmatuke: yued. [Tocooue / ITox
pen. JLI'. Tarapunoit. U.1. — M.: U] «DOPYM»: UHOPA-M, 2008. — 320 c.: ui. —
(ITpodeccronanpHOE 0Opa3oOBaHUE).

-5 CepreeBa U.1., My3zanesckas A.A., Tapacosa H.B. Undopmaruka: yueOnuk. — M.:
NI «®OPYM»: UHD®PA-M, 2007. — 336 c.: un. — (IIpodeccuonanpHoe oOpa3oBaHue)
J1-6 IlsetkoBa M.C. Uudopmaruka u UKT : yueOnuk mns cpen. mpod. odpazoBanus /
M.C. IIserkoBa, JI.C. BenbkoBuu. — 6-¢ usa., crep. — M., M3garenbCckuil LEHTP
«Axanemusi», 2014. — 352 c., [8] 1. uB. ui.

-7 LsetkoBa M.C., Uudopmatuka u UKT: yueObnuk s cpen. npod. odpazoBanus /
M.C. IiBerkoBa, JI.C. BenukoBuu. — 6-¢ u3g., crep. — M.: M3ngarenbCckuil LEHTP
«Axanmemus», 2015. — 352c.

I1-8 Muxeea E.B., Ilpaktukym no uHdopmartuke : yued. [locoOue st yupexIeHui
cpen. mpod. obpazoBanus / E.B. MuxeeBa.-u3za., crep. — M.: M3naTenbckuii 1EeHTP
«Axanemus», 2015.-192 c.




JUCT UBMEHEHUH JOMOJHEHU, BHECEHHBIX B METOJUYECKHUE
YKA3AHUA

Ne n3amenenusi, nata BHeCeHUs, Ne CTpaHUIIbI C ©3MEHEHUEM

bruio Craino

OcHOBaHHE:

HOI[HHCI) Juna, BHCCIICTIO U3MCHCHUA
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