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1. HEPEYEHb CAMOCTOATEJIBHBIX PABOT CTYJAEHTOB

Ne Tema camocTosiTeIbHOM Pa0OTHI KoanuecTBO Onenka n
n/n JacoB. KOHTPOJIb
1 | Pabora B cpene TexkcroBoro npoueccopa Word 2019 2 3alluTa
2 | Pabora ¢ anekTponHbsiMu Tabmuiamu Excel 2019 2 3aImTa

2. COAEP) KAHUE CAMOCTOATEJIBHBIX PABOT
CAMOCTOSATEJIBHASA PABOTA Nel

Tema: Pabora B cpezie TekcToBoro npoueccopa Word 2019

Leanb: moBTOpUTH HaBBIKK MO paboTe B cpeie TekcToBoro mporeccopa Word 2016
MeTtoauveckue ykasanusi: Bes pabora BBITIOIHSETCS B CpeJie TEKCTOBOTO mporieccopa MS
Word 2013 umu MS Word 2016.

1. Co3znate mabnoH mnoJp30Bareiss Mmoj uWMeHeM MoM madJaoH co  CleIyHUMMU
napamerpamu: rapHutypa mpudta - Times New Roman, Hauepranue - OOBIYHBINA, KErib
mpudra - 14 mMyHKTOB, IIBET TEKCTa — aBTO (YEPHBIN); mapameTpbl ab3aia: BhIpaBHUBaHUE
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, TEMbI
yueOHoro kypca, @.1.0. aBropa, @.M1.0. npenonaparesns, MECTO U TOJ BHIIOJIHEHUS paOOTHI.

4. ABTOMAaTHYEeCKHM NPOCTABUTH CTPAHHIBI apaOCKUMH HU(PpaMu, COOI0/as CKBO3HYIO
HyMEpaluo 1o Bcemy TekCTy. [IopsakoBbli HOMEp CTaBAT BBEpPXY CTpaHuULBbI, cnpasa. Ha
TUTYJIbHOM JIUCTE CTPAHMIIA HE CTABUTCS, HO YUUTHIBAETCSI.

5. ABromaTHueckd c(OpPMHpOBATH OIJIABJICHHME IO MMEIOIIMMCS pasjelaM TeKCTa
WCTOJB3Ys T 3aroi0Bok 1 u 2.

6. Jlo6aBUThH B TEKCT M aBTOMATUYECKU OTPA3UTh B OTJIABJIEHUU €II€ HECKOJbKO Ha3BaHMM
pazzienos.

7. UcnpaBuTh omMOKU B TEKCTE UCTOJB3YsI BKIAAKy PenensupoBanue.

8. HapucoBaTph, pa3MecTUTh Ha OTIEIbHOW CTpaHUIlE, JA00aBUMB K CTPAHMIIAM TEKCTa B
paznen Ilpunoxenue, cxemy JInHeiiHo - mTa0Hasi CTPYKTypa ynpaBjeHHsl (HAXOIUTCS B
nanke 3aganue) kak puc 2. [Ipunate smeMeHTaM cxeMbl OObEMHBIN XapakTep U 0TOOpa3uTh
Pa3HBIMU I[BETaAMHU.

9. PazmMecTuTh B JOKYMEHTE CTpaHHIy allbOOMHOro ¢opmara ¢ Tabiuieil 3aceneHus
HOMEPOB OOLIEKUTHUS (HaXOJUTCS B ITAaNIKe 3agaHue).

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

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

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

13.CdopmupoBaTh U 100aBUTh B KOHEL JOKyMeHTa IpuMeps! hopMyit u3 paiina «IIpumeps
(dopMyI1 U3 3aTaAHUS.

14.1lepenyMepoBaTh CTpAHHUIIbI IOKYMEHTA.

15.Bricnats pe3ynbrarhl pabothl Ha ajpec Pleskach.t@yandex.ru
®opma otvera: (aiia c 3aJaHUEM

CAMOCTOSATEJBHASA PABOTA Ne2
Tema: PaGota c anextponusiMu Tabnuiamu Excel 2019
Heab: 3aKkpenuTh 3HaHUS 10 BHIMOJIHEHUIO 3a1aHUI B 35ieKTpoHHOM Tabnuie Excel 2016
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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 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
YCTAaHOBUTE (IAXKOK HepeHocums no ¢106am W BbHIOEPUTE 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,
UCTONB3Yysl 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. lllenkuure 1Mo CTpesike B 3arojoBke croiodmna Jloxon UucnoBsie gpunvmpoi—
boavwe — 4000 — OK.
dopma otuera: (haiin c 3a7aHUEM.

3. KPUTEPUU OLUEHKU BBINIOJIHEHUSA CAMOCTOSATEJBbHBIX PABOT
CamocTosTenbHbIe PaOOTHI CTYCHTA OLICHUBAIOTCS 10 MATHOAIIFHON MIKAJIE:
OueHKAa «OTJIMYHO» CTABUTCS B TOM ClIydae, €CJIM CTYCHT:

- CBOOOTHO TIPUMEHSET TIOJyICHHBIC 3HAHMSI TIPY BBITIOJIHCHUH 33/ T1aHHH;

- BBIIOJHWJI pPaboOTy B MOJHOM o0OOBEeME C COOJIOJEHUEM HEOO0XOIUMOM
MOCJICJOBATEIABHOCTH JCHCTBUM;

- B MHCBbMEHHOM OTYETEe MO paboTe NMPaBMIIBHO M AKKypaTHO BBIMOJHEHBI BCE
3aIHCH;

- IpU OTBETaX Ha KOHTPOJBHBIE BOMPOCHI MPaBUJILHO MOHUMAET UX CYIIHOCTH,
AT TOYHOE OIpEAeiCHHEe W HCTOJIKOBAaHUE OCHOBHBIX TIOHSTHM, HCIOIB3YET
CHEeIUaIbHYI0 TEPMHHOJOTHIO JIMCUUIUIMHBI, HE 3aTpyAHSETCS NpH OTBETax Ha
BUJIOM3MEHEHHBIE BOIIPOCHI, COMTPOBOXKIAET OTBET MMPUMEPaMHU.

OueHKa «XOpoII0» CTABUTCS, €CIIH:

- BBITIOJIHEHBI TPEOOBAHUS K OIEHKE «OTIUYHO», HO JIOMYIIEHHI 2 — 3 Hejouera
IIPY BBITIOJIHCHUW 3aJ]aHUW M CTYICHT MOXKET MX HCIPABUTh CAMOCTOSTEIBHO WA TIPH
HEOOJIBIIION MOMOIIY TPENOoaaBaTEeNs;

- B MICHbMEHHOM OTYETE TI0 paboTe JeTaeT He3HAUUTEIbHBIE OITUOKH;

- MY OTBETAX Ha KOHTPOJIBHBIC BOIIPOCHI HE JIOMYyCKAET CEPhE3HBIX ONTMOOK, JIETKO
YCTpaHSET OTACIIbHBIE HETOYHOCTH, HO 3aTPYIHSCTCS B MPUMCHCHHM 3HAHWUH B HOBOM
CUTYAIINH, PUBEICHUN TTPUMEPOB.

O1eHKa «y/10BJIETBOPUTEIBLHO)» CTaBUTCS, CCITH:

- CaMOCTOsITeNIbHasi paboTa BBIMOJHEHA HE TMOJHOCTHIO, HO 00bEM BBHITIOJHEHHOMN
YaCTH MO3BOJIAET MOJYYUTh MPABUIbHBIC PE3YJIbTATHl U BHIBOJIBI;

- B XOJI€ BBIMOJHEHUS pabOThl CTYACHT NPOJEMOHCTpUPOBAN  Cialdbie
MIPAKTUIECKNE HABBIKH, OBLTN JOMYIIEHBI OMIHOKH;

- CTYJIGHT YMEET NMPHUMEHSThH MOJTYUYEHHBIC 3HAHUS MPU PEHICHUH MPOCTHIX 3a/1ad
10 TOTOBOMY QJITOPUTMY;

- B IUICbMEHHOM OTYETE IO padoTe JOMYIIESHBI OITHOKH;

- TIpU OTBETaX HAa KOHTPOJBHBIE BOMPOCHI MPABUIHFHO MOHUMAET UX CYITHOCTH, HO
B OTBETE HMMECIOTCS OTHAEIbHBIC MPOOETBl W MPU CAMOCTOSTEILHOM BOCIPOU3BEICHUH
Marepuasa TpeOyeT TOMOJHUTEIbHBIX U YTOUHSIOIIMX BOMPOCOB MPENoaaBaTersl.

OueHka «HeyJI0BJIETBOPUTEIBLHO» CTABUTCS, €CIIU:

- caMoCTOsTeNIbHAas paboTa BHITIOJTHEHA HE TOJIHOCThIO M OOBEM BBITIOJIHEHHON
paboThl HE TO3BOJISAET CHEjaTh MPABHIBHBIX BBIBOJOB, y CTYACHTAa HWMEIOTCS JIWIIh
OTIIETIbHBIE TIPEJICTAaBIIeHUs 00 M3yYE€HHOM Marepuaie, OojbllIas 4acTh MaTephalia He
YCBOCHA;

- B TUCBMEHHOM OTYeTe M0 paboTe JOMYIIEeHbI TpyObie OMMOKH, TMO0 OH BOOOIIE
OTCYTCTBYET;

- Ha KOHTPOJIbHBIE BOMIPOCHI CTYJACHT HE MOXKET J1aTh OTBETOB, TaK KaK HE OBJIAJIE
OCHOBHBIMHU 3HAHUSIMHU ¥ YMEHHSIMHU B COOTBETCTBUU C TPEOOBAHUSMHU MTPOTPAMMBI.



4. AHOOPMALIMOHHOE OBECIIEYHEHUE
4.1 OCHOBHBIE JIEKTPOHHbIE U3IAHMS:

O-1. Tox6epr, I'.C. WudopmaruoHHble TEXHOJOTHM: Yyued. M CTY..
yupexaeHuii cpea. mpod. obpazoBanus / I'.C. T'oxbepr, A.B. 3aduenckuii, A.A.
Kopotkun. — 6-¢ uzn., crep. — M.: O0pa3oBaTenbHO-U3IATEIBCKUN IEHTP «AKaJAEMUS,
2024. - 272 ¢. — URL: https://academia-moscow.ru/catalogue/5546/765712/. — Pexum
nocTyna: DneKkTpoHHas oubdnuoreka «Academia-moscow». — TeKCT: AEeKTPOHHBIH.

4.2 JlonoJHUTEIbHbIE HCTOUYHUKH:

H-.1 Pymsuuesa, E.JI., Catocaps B.B. UndpopmanmonHbie TEXHOJOTUU: yueO.
nocob6ue / [log pen. nmpod. JI.I'. I'arapunoii. — M.: J] «®@opym»: UHOPA-M, 2009.-256
c.: un.-(IlpodeccuonanpHoe oOpazoBaHue).

J-2. T'opuna, T.I'. Onepatop 9BM / T.I'. 'opuna. — M.: ®OPYM, 2009. — 160
c.: mi. — (IlpodeccuonanbHoe 00pa3oBaHMUE).

J-3. MakcumoB, H.B., Ilapteika T.JI., IlonoB N.M. Texnuueckue cpencTtBa
uHbopMaTH3aluu: YYeOHHUK. — 2-€ u3[., nepepad. u pon. — M.: ®OPYM: NHOPA-M,
2008 —592c.: un.

II-4. Hemmosa, T.W., Hazapoa FO.B. Ilpaktukym mo wundpopmatuke: yuel.
IToco6ue / ITox pen. JI.I'. I'arapunoii. Y.1. — M.: U] «®OPYM»: UHDOPA-M, 2008. —
320 c.: ni. — (IlpodeccronanpHOe 00pa3zoBaHue).

J-5. ILlserkoBa, M.C. Mudopmatuka m HWKT: yueOHux mis cpen. mpod.
obpazoBanus / M.C. IlsetkoBa, JI.C. BenbkoBuu. — 6-¢ usn., crep. — M., U3narenbckuit
HeHTp «Axkanemus», 2014. — 352 c., [8] 1. uB. ui.

J-6. Ilserkoma, M.C., Mndopmatuka u HWKT: yueOHuk mua cpen. mnpod.
obpazosanus / M.C. LIpeTkoBa, JI.C. BenukoBuu. — 6-¢ us., crep. — M.: U3naTenbckuit
HeHTp «Axkanemus», 2015. —352c.

H-7. MuxeeBa, E.B., Ilpaktukym mno wundopmaruke: yueb. I[locobue st
yapexaeHuit cpen. mpod. oopazosanus / E.B. MuxeeBa.-u3a., crep. — M.: M3natenbckuii
HEeHTp «Akanemus», 2015.-192 c.



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

JUCT U3BMEHEHUH JOMOJHEHU, BHECEHHBIX B METOJUYECKHUE
YKA3AHUA

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

bruio Craino

OcHOBaHHE:

HOI[HHCI) Juna, BHCCIICTO U3MCHCHUA
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