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1. HEPEYEHb CAMOCTOATEJIBHBIX PABOT CTYJAEHTOB

Ne Conepxxanue KomnuectBo OrueHka u
/1 YacoB. KOHTPOJIb
2 | Pabota B cpene TekctoBoro nporeccopa Word 2019 2 3aIuTa
3 | Pabora ¢ anekrponnbivMu Tabimmamu Excel 2019 2 3amuTa

2. COAEP KAHUE CAMOCTOSATEJIBHBIX PABOT
CAMOCTOSATEJBHAS PABOTA Nel
Tema: PaGorta B cpene TekcroBoro mnpoueccopa Word 2019
Ilesb: MOBTOPHUTH HABBIKK 110 paboTe B cpejie TekcToBoro mporeccopa Word 2019
MeTtoanuyeckue yKa3zaHus: Bcs pabora BBIOJIHAETCS B Cpejie TEKCTOBOTO Tporieccopa MS
Word 2013 unu MS Word 2016.

1. Co3marp mabmoH moOdB30BaTeNnss oA uMeHeM Mol madJaoH co  CIeayIIUMU
napameTpaMu: rapautypa mpudra - Times New Roman, Hauepranue - 0ObIUHBIN, Kerib mpudTa
- 14 myHKTOB, IIBET TEKCTa — aBTO (YEPHBIi1); MapaMeTphbl ab3ara: BEIpaBHUBAHUE TEKCTa — IO
UIMPUHE CTPAHMIIBI, OTCTYI IEPBOM CTPOKHU -12,5 MM, MeXCTpouHbIN HHTEpBaT — [loayTOpHBIIL.

2. Copepxanue tekcroBoro gaina Texer 0e3 ¢gopmaTnpoBaHusi (HAXOAUTCA B IAIKe
3ananue) peACTaBUTh B popMarte co3aaHHoro mabdaoHa Mo madaoH.

3. Co3naTe TUTYJBHBIM JIMCT C YKa3aHWEM Ha3BaHUS KOJUIEIKA, CIELMAIBHOCTH, TEMBI
yaebnoro kypca, ®.1.0. aBropa, ®.1.O. npenogasaress, MECTO U TOJI BBITIOTHEHUS PaOOTHI.

4. ABTOMAaTHMYeCKH IPOCTaBUTh CTPAHMUIBI apaObCKUMM LuppaMu, coOr0/asi CKBO3HYIO
HyMEpaluo 1o BceMy TeKkcTy. [IopsnkoBbld HOMEpP CTaBAT BBEPXY CTpaHMIbl, cupasa. Ha
TUTYJIbHOM JIUCTE CTPAHMIIA HE CTABUTCS, HO YUUTHIBAETCS.

5. ABromaTtuuecku chOpMHUPOBATH OTJIABICHUE IO UMEIOIIUMCS pa3/ieiaM TEKCTa UCTIOIb3Y I
ctiiv 3aroyioBok 1 m 2.

6. Jlo0aBUTH B TEKCT U aBTOMATHYECKU OTPa3UTh B OTJIABJICHUU €I HECKOJIbKO Ha3BaHUU
pa3aeinos.

7. WcnpaBuTh OMKUOKU B TEKCTE UCIOJB3Ys BKIAJIKy PenenzupoBanue.

8. HapucoBath, pa3mMecTuTh Ha OT/AEIBHON CTpaHULIE, JOOABUB K CTPAaHUIIAM TEKCTa B pa3/el
[Ipunoxenue, cxemy JInHeilHO - mITa0Hasi CTPYKTypa ynpapjeHHs (HaxXOJIUTCS B Mamnke
3aganue) kak puc 2. [Ipunate aneMeHTaM cxeMbl 00bEMHBIN XapaKTep U 0TOOPa3UTh pa3HbIMU
[[BETaMH.

9. PazmecTuTh B JOKYMEHTE CTpaHMIly aib0OMHOro (opmara c¢ Ttabnuuei 3aceneHus
HOMEPOB OOIIEKUTHSI (HAXOIUTCS B TIanike 3a1aHue).

10.PazMecTuTh B Hauaje TEKCTa, mocie orjaBieHus uzoopaxkenue DSCO0306(Haxoaurces B
rmanke 3aganue).

11.CpenctBamun Word oOpe3aTh n300pa’keHHE, OCTABUB Ha KaPTUHKE TOJBKO MY)KUYMHY 3a
CTOJIOM CJIEBa Ha nepBoM psny. [lomectuts Hagnuce puc 1.

12. ABTOMaTnuecku c(OpMUPOBATH CIUCOK WIIIOCTPALUN U Pa3MECTUTh CHHCOK B KOHIIE
JIOKYMEHTA.

13.CdhopmupoBats 1 106aBUTH B KOHEI JOKyMeHTa puMepsl hopmyit u3 daiina «IIpumepst
bopMyJ U3 3a1aHUD.

14.I1lepenyMepoBaTh CTpaHULBI JOKYMEHTA.

15.Bricnats pe3ynbrarhl pabotsl Ha ajgpec Pleskach.t@yandex.ru
dopma oTyera: daiin ¢ 3a7aHUEM

CAMOCTOSATEJBHASA PABOTA Ne2

Tema: PabGorta c snekrponnsiMu Tabnauamu Excel 2019



Ieanb: 3akpenuTh 3HAHUS 110 BBHITTOJIHEHUIO 33JIaHUI B AJieKTpoHHOM Tadswmie Excel 2016
MeToauyeckue yKa3aHUM: CO3/1aThb TaONMIly (DMHAHCOBOM CBOJIKM 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 HEJIEINIO (ThIC.py0.)
JHu Henenu Jloxon Pacxon PuHancoBbii
pe3yJbTar

[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. ?
[TaTHHITA 3 896,60p. 3 020,10p. ?
Cy0660Ta 5420,30p. 4262,10p. ?
Bockpecenbe 6 050,60p. 4 369,50p. ?
Cp. 3HaueHHE ? ?

OO6muii GrHAHCOBBIN PE3YNHTAT 32 HENEIIO: |

1. Ilepeiinute Ha yuCT Ne3.

2. Cosznarp Tabnuiy nmo ob6pasmy. s odopmieHus mankud TaOJMIBI BBIICTUTE
sauelku Ha TpeTbell crpoke A3:J13 u coznaiite cTuiib 11 obhopmiienus Bxknaoka I'nasnan
— Cmunu aueex — Cozoamo cmuib aueiku. B okne Cmuns Habepute ums ctuiis «[llanka
mabauy» 1 HaxxMuTe KHonky @opmam. Ha Bknanke Boipaenusanue ycTanoBUTE (PIIaskoK
nepenocums no c106am v BbIOEpUTE BEPTUKAIILHOE U TOPU30HTAIIBHOE BRIPABHUBAHUE HO
uenmpy, Ha sxianuke QYucno — Texcmoewtii - /lobasume.

3. IIpousBenute pacuetsl B rpade «DUHAHCOBBIN Pe3ynbTaT» MO POopMyIIe:

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

4. Jns sueek ¢ pe3yapTaTtomM pacueToB 3amante dopmar «JleHEexKHBID» C
BBIJICJICHUEM OTPUIATEIbHBIX YKCENl KpacHbIM LIBETOM (Brnaoka I'naenas - @opmam -
Dopmam aueiiku, B OTKpBIBIIEMCS OKHE BbIOpaTh Brnaaky Yucno- popmar /lenexncnuti
- OTPHILIATEIbHBIE YHUCIIA — KPACHbIE).

3. Paccuuraiite cpennee 3HaueHue U 00U (PUHAHCOBBIN PE3yJbTAT 32 HEJEINIO,
UCTIONB3Ys Asmocymmuposanue (HaxxaTueM KHONKU Aemocymmuposanue X'V Ha BKIIAJIKE
I'naenas vnu Bxnaake Dopmyivt).

6. IlocTpoiiTe nuarpaMMmy JMHEHYATOTO TUTIA U3MEHEHUS (PUHAHCOBBIX PE3yJIHLTATOB
10 JHSIM HEJEIU C UCIOJIb30BAHUEM MacTepa quarpamM. [[s 3Toro BBIAEIUTE UHTEPBAI
sUeeK C JaHHBIMHU (PMHAHCOBOTO PE3yJIbTaTa U BeIOEpUTE BKIAAKY Bemaeka — /[luazpamma
— mun ouazpammol — nunenuamasn - /lanee. Ha Bxnanke Pso B okonike Iloonucu Ocu X
YKOKUTE MHTEpPBAI SYEEK C THAMHU HenelsaMu. [lanee BBeaWTe Ha3BaHWE AWArpaMMbl U
OCEH, pe3yJIbTaT MPEICTABICH HIXKE.

7. [IpousBenure (uapTpaluio 3HAYCHUH noxoxda, npesbimatromux 4 000py6. mus
ATOTO YCTAHOBUTE KypCOP BHYTPH TaOJHUIIBI W BOCIOJL3YHTECh BKIankou JlaHHBIE —
Quavmp. lllenkuure 1o cTpeyike B 3arosioBke crondma Jloxoa UucnoBwie gpunvmpoi—
bonvwe — 4000 - OK.



dopma otyeta: aiin ¢ 3a7aHUEM.

3. KPUTEPUU OLHEHKMU BBIIIOJTHEHUSA CA OCTOATEJIBHBIX PABOT
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 MPaBWUIHLHO W AaKKypaTHO BBHITIOJHEHHI 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, COITPOBOXK/IAET OTBET MIPHUMEPAMHU.

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 1O paboTe AeiiaeT He3HAYUTEIbHBIC ONTUOKY;

- 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, CCIIH:

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

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

- CTYZICHT YMEET MPUMEHSTh MOJIyYSHHbIC 3HAHUS MPU PEIICHUH MPOCTHIX 337124 110
TOTOBOMY aJITOPUTMY;

- B MUCHbMEHHOM OTYETE TI0 paboTe JOMYIIECHBI OMHOKHY;

- IPY OTBETaX Ha KOHTPOJBHBIE BOMPOCHI MPABUILHO MIOHUMAET UX CYITHOCTh, HO B
OTBETE HWMEIOTCS OT/AEIbHBIE MPOOETbl M TPH CaMOCTOSITCIIBHOM BOCIPOU3BEICHUHU
MaTepuasia TpeOyeT AOMOTHUTEIBHBIX U YTOUHSIOIIMX BOMTPOCOB MPETIO1aBaTEIIs.

O1eHKa «HEYT0BJETBOPUTEILHO» CTABUTCS, €CITH:

- CaMOCTOSITCNIbHAsE paboTa BBHIMIOJHEHA HE IMOJHOCTHIO M 00BEM BBITIOJHEHHOMN
paboTHl HE TO3BOJISCT CJHejaTh MPABHIBHBIX BBIBOJOB, y CTYJACHTa WMEIOTCS JIHIIh
OTJICTIbHBIC TIPEJICTABIICHUs 00 M3YYEeHHOM MaTrepuaie, OoJblllas 4acTh MaTepuajia He
YCBOCHA;

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

- Ha KOHTPOJIbHBIE BOMIPOCHI CTYJACHT HE MOXKET J1aTh OTBETOB, TaK KaK HE OBJIAJIE
OCHOBHBIMHU 3HAHUSIMU U YMEHHUSIMHU B COOTBETCTBUU C TPEOOBAHUSMU MTPOTPAMMBI.

4. ”THOPOPMAIIMOHHOE OBECIIEYEHHE
4.1 OcHOBHBIC JICKTPOHHbIC U31AHHSA:



O-1.T'ox6epr, I'.C. UnpopmaIimoHHbIe TEXHOJIOTUH: Y4€O. JJISI CTY. YUPEKICHUM
cpen. npod. oopazosanus / I'.C. 'ox6epr, A.B. 3aduesckuii, A.A. KopoTkus. — 6-¢ u3 .,
crep. — M.: O0pa3oBarenbHO-U3AATEIBCKHUIN HEHTP «Akagemus», 2024. - 272 c¢. — URL:
https://academia-moscow.ru/catalogue/5546/765712/. — Pexxum nmoctyma: DIeKTpOHHas
oubnmoteka «Academia-moscow». — TeKCT: 2JIeKTPOHHBIH.

4.2 JlonosiHUTEIbHBIE HCTOYHUKMN
J-1. Muxeea, E.B. Ilpaktukym no umH@popmaTuke: y4yed. mocodbue s CTY/I.
yupexenuit cpen. npod. odbpazoanus / E.B. MuxeeBa. — 13-e u3n. crep. — M.:

N3narenbckuit ueHTp «Axanemus», 2015. — 192 c.

I-2. LerkoBa, M.C. Uudopmatuka u MKT. Ilpaktukym s npodeccuilt u
CIIEMAIBHOCTEM €CTEeCTBEHHO-HAYYHOTO0 M TYMaHUTapHOTO mnpoduiien: yued. mocobdue
st cpea. npod. odpazoBanus / M.C. LsetkoBa, N.10. XnobsicToBa. — 3-€ u31., cTEp. —
M.: U3natensckuid neHTp «Akagemusi», 2015. — 240 c.

H-3. IlBerkoBa, M.C. Hndopmaruka m HKT: yueOnuk s cpen. mnpod.
obpazoBanus / M.C. LIpetkoBa, JI.C. BenukoBuu. — 6-¢ usn., crep. — M.: U3naTenbckuit
HEeHTp «Akanemus», 2014. — 352 c., [8] . uB.

J-4. CepreeBa, WN.M. Huadopmaruka: yueonuk / W.M. CepreeBa, A.A.
Mysanesckas, H.B. Tapacosa. — M.: U] « DOPYM»: UHOPA-M, 2007. — 336 c.: un. —
(ITpodeccuonanpHoe oOpazoBaHue).

H-5. VYrpunouu, H.JI. Ilpaktukym mno uHdopmarvke ¥ HHPOPMAIMOHHBIM
TEXHOJIOTUSAM: YyudeOHoe mocobue yisi oOiieoOpa3zoBarenbHbIX yupexaeHud / H.JIL.
VYrpunosuu, JI.JI. bocosa, H.. Muxaiinosa. — 4-e uza. — M.: BUHOM. JlabopaTtopus
3HaHuii, 2006. — 394 c.: uin.


https://academia-moscow.ru/catalogue/5546/765712/

JUCT UBMEHEHUH JOMOJHEHU, BHECEHHBIX B METOJUYECKHUE
YKA3AHUA

Ne u3menenus, nara BHeCeHuUs, Ne CTpaHUIIbI C U3MEHEHHEM

bru1o Crano

OcHoBaHue:
IToanuck nuia, BHECIIETO U3MEHEHUS




		2024-11-06T17:54:06+0800
	Сычев Сергей Николаевич




