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1. [MacnopT KOMIJIEKTA KOHTPOJIbHO-0LEHOYHBIX CPeICTB

B pesynbraTte ocBoeHms yuyeOHOU mucuumiuuabsl EH.02. MubopMaTuka oOydaromuics IOTXKEH
obnanate npexycmorpeHHbiMu PI'OC cnenmanbHocTH CIIO 11.02.16 MoHTax, TeXHHYECKOE
o0CIy’KMBaHHE W PEMOHT DJIEKTPOHHBIX HPHOOPOB W YCTPOHCTB  CIEAYIOMIMMH YMEHHIMH,
3HAHUSAMH, KOTOpble  (GOPMUPYIOT MNpPO(ECCHOHANBHYI0  KOMIETCHIMI0, H  OOmUMH

KOMITETEHIIUSIMHU:
YMmeHus
Y 1.  mpuMeHsSTh METOJBI JUCKPETHONH MaTeMaTHKH;
V2. crpouTh TaONUIBI HCTUHHOCTH I (POPMYJ JIOTHKY;
VY 3. MPeJCTaBISIThL OyNeBbl GYHKIIMU B BUJe HOPMYII 3aJAHHOTO THIIA;
V4. BBIMIOJIHATH OTEpPAlliy HAJ MHOKECTBAaMH, NMPUMEHATH amnmapar TEOPUH MHOXKECTB

IUTsL pellieHus 3ajaady;
VY 5. BBINOJHATH ONEpalUU Hall NPEIUKATAMU;

V6. UCClIeJIOBaTh OMHAPHBIC OTHOILICHHUS HA 3a/laHHBIC CBOWCTBA;

V 7.  BBHINOJHATH ONEPALUU HAJ OTOOPaKCHHUSIMH U MOJACTAaHOBKAMU;

V 8. BBINOJHSATH ONEPALUU B aNredpe BHIYETOB;

Y9 MPUMEHSTh MpocTelmue KpunrTorpaguiyeckue mudpel 1 MUPPOBAHUSI TEKCTOB;

Y 10. reHepupoBaTh OCHOBHBIE KOMOHMHATOPHBIC OOBEKTHI;
VY 11. HaxoJuTh XapaKTEPUCTUKH I'padoB.

3HaHus

31 JIOTMYECKUE OMeparyy, GOpMyIIbl JIOTUKH, 3aKOHBI areOphl JIOTUKHY;

32. OCHOBHBIE KJIacChl (DYHKITHMH, TOJTHOTY MHOXeCTB QyHKIUiA, Teopemy [Tocta;

33. OCHOBHbBIE IIOHATHSI TEOPUU MHOXECTB, TEOPETUKO-MHOKECTBEHHBIE ONEpald U HX
CBSI3b C JIOTMUECKUMH OIepaLUsIMHU;

3 4. JIOTUKY TPeIUKaTOB, OMHAPHBIE OTHOIICHUS M UX BUJIBI;

35. 3JIEMEHTBI TEOPUHU OTOOPAKEHUH U anreOphbl TOICTAHOBOK;

36. OCHOBBI anreOpbl BHYETOB M HX TNPWIOKEHHE K TNPOCTEHIINM KPUOTOTPapUIECKHM
mmdpam;

37. METOJI MATEMATUYECKOU UHIYKIUU;

38. ANTOPUTMHUYECKOE TIEPEUHCIICHNE OCHOBHBIX KOMOMHATOPHBIX OOBEKTOB;

30. OCHOBBI TeOopHH TpadoB;

3 10. o2JeMeHTHI TEOPUH aBTOMATOB.

OuennBaeMble KOMIETEHIUN:
OK 1. Beibupars crnocoObl pemenus 3aja4 npodecCUuoOHaIbHONU NEeITeIbHOCTH, MPUMEHUTEIbLHO
K Pa3JIMYHBIM KOHTEKCTaM.
OK 2. OcymiecTBnaTh IMOWUCK, aHalW3 W HWHTEpHpeTanuio WHGopManuu, HEOOXOIMMOH s
BBINIOJIHEHHS 3a7a4 NPO(eCcCHOHATbHON AESITENbHOCTH.
OK 3. IImaHupoBaTh W peanu30BBIBATH COOCTBEHHOE Mpo(ecCHOHANbHOE W JUYHOCTHOE
pa3BHTHE.
OK 4. PaGoraTh B KOJUIEKTHBE W KOoMaHJe, 3((PEKTUBHO B3aMMOJEHCTBOBATH C KOJUIETAMU,
PYKOBOJICTBOM, KIMEHTAMHU. .
OK 5. OcymecTBisATh YCTHYIO U NMHCHbMEHHYI0 KOMMYHHMKAIMIO HAa TOCYJAapCTBEHHOM S3BIKE C
y4eTOM OCOOEHHOCTEH COIMATBHOTO U KYyJIbTYpPHOTO KOHTEKCTA..
OK 8. Hcnonb3oBaTh cpeacTBa GU3MUECKOI KYJIbTYpHI I COXPAHEHUS U YKPETUICHHS 310POBBS
B TIporecce MNpoPecCHOHATBHON NEATeNBbHOCTH W HOANEpXKaHUS HEOOXOIUMOTO YpPOBHS
¢u3nUecKoil MOATrOTOBIEHHOCTH.
OK 9. Ucnonb3oBaTh HHGOPMAIIMOHHBIE TEXHOJIOTHU B MPO(ECCUOHANBHON NeITeIHbHOCTH.
IIK 1.1. ®opMupoBaTh aJrOPUTMBI pa3pabOTKH MPOTrPaMMHBIX MOAYJIEH B COOTBETCTBHH C
TEXHUYECKUM 3aJaHHEM.
I1IK 1.3. BeImonHATH OTIaAKY MPOTPAMMHBIX MOJYJIEH C MCIIOIb30BAHHEM CIIEIIHAIH3UPOBAHHBIX
IPOTPaAaMMHBIX CPEJICTB..
IIK 2.1. Pa3pabaTeiBaTh TpeOOBaHUs K MPOTPAMMHBIM MOAYJISIM Ha OCHOBE aHaIM3a MPOEKTHOM

Y TEXHUYECKOW NOKYMEHTAIMH Ha MPEeIMET B3anMOIEHCTBUS KOMIIOHEHT.



[1IK 2.2. BeIOTHATE UHTETPAILMIO MOAYJIEH B MPOrpaMMHOE OOecIleueHHeE.

[1K 3.3. [Ipou3BoauTh HCClIEI0BAaHUE CO3JAHHOIO IPOrPaMMHOIO KOJAa C UCIOJIb30BAHUEM
CHEeLUATU3UPOBAHHBIX NMPOTPAMMHBIX CPEJCTB C LEJbIO BHISBIEHUS OMMOOK U OTKIOHEHHUS OT
aNropuTMaA.

I[NIK 4.2. OcyuecTBiasiTh HM3MEpPEHUs HKCIUIYaTAMOHHBIX XapaKTEPUCTUK MPOrPAMMHOTO
oOecrieyeHnss KOMIBIOTEPHBIX CHUCTEM.

dopmoii aTTecTanuu MO y4eOHOH AMCIUILINHE SBISETCS Judhdhepenuupogannsvlii_3auem




Ouenka ocBoeHHs] YUeOHOW TUCIHUNIUHDI:
1.1.  ®opMbl U MeTOAbI OLIEHNBAHUA
[IpeaqmeToM OLIEHKHU CiIy’KaT yMEHHUs M 3HaHUS, npenycmoTperHsle @PI'OC no aucuuninHe

EH.02. HWudpopmaruka, HampaBieHHblE Ha (OpMUpOBaHHE OOMHUX U MNpodeccHOHANTbHBIX
KOMIIETEHIINH.

[IpenmeToM OLEHKH SIBISAIOTCS yMEHUS W 3HaHUA. KOHTpOIb M OLEHKa OCYLIECTBIAIOTCS
C HCIIOJIB30BAHUEM CJEAYIOMHX (OpPM M METOAOB: (opMaMu oueHuBaHus aucuuriuael EH.02.
Nudpopmaruka SBISIOTCA: NpakTHUeckas pabora, mpoekTHas paboTa, HCCIeI0BaTEIbCKAS
paboTa, COCTaBJIEHHME TECTa, COCTABJIEHHE KpOCCBOpJA, pEIIEHHE CUTyalMOHHBIX 3ajady,
CO3/IaHUE TPE3CHTALUN, KOHTPOJIbHOE TEeCTUPOBAHNE, KOHTPOJbHAs padoTa, SK3aMeH.

MerogaMu OLEHMBAHUS SBJISIIOTCSA: INMUCbMEHHAs MPOBEPKA, YCTHBIM ONpPOC, TECTOBBIM
OIIpOC, 3allUTa MPOEKTOB, UCCIEAOBATEIBCKUX U TBOPUECKUX PabOT.

dopMaMH OLEHKH SBISIOTCA: NATUOANNIbHAs HAKONUTENIbHAs CUCTEMA, BIIAJIEET - HE
BJa/ieeT (U1 OCBOCHHUS OOLIUX KOMITETEHIIHIA).



2. KoOHTpoOJIbHO-OIIEHOYHbIE MAaTepUaJbl [Jsi MTOrOBOl aTTecTaMU MO Yy4yeOHOW
AUCHMILINHE

[. HACIIOPT

Ha3nauenue:

KM npenHa3HaueH JUisi KOHTPOJISI U OLEHKH Pe3yJIbTaTOB OCBOCHMS y4eOHOMU
muctummnabl EH.02. Jluckpetnas matematuka 09.02.05. IMpuknannas uapopmaruka (1Mo
OTpaCIIsiM)

- 9K3amen

OK 1. Bribupars ciocoObl perieHus 3a1ad npohecCuoHaNIbHON NeATENbHOCTH, MPUMEHUTEIBHO
K Pa3JINYHBIM KOHTEKCTaM.

OK 2. OcymiecTBisiTh TOWCK, aHaIW3 W HWHTEpHperanuio WHOpManuu, HEOOXOIUMOHN aIis
BBITIOJTHEHHS 33/1a4 MPpOo(ecCHOHANBHON AESTEIbHOCTH.

OK 3. I[lnaHupoBaThb M peaau30BbBIBaTh COOCTBEHHOE NPO(ECCHOHAIBHOE U JUYHOCTHOE
pa3BUTHE.

OK 4. Paborarp B KOJUIeKTHBE M KoMmaHIe, 3(()EeKTUBHO B3aMMOJCHCTBOBATH C KOJJIETaMH,
PYKOBOJICTBOM, KJIMEHTaMHU. .

OK 5. OcymiecTBasTh YCTHYIO U NHCbMEHHYI0 KOMMYHHMKAllMI0 Ha IOCYJIapCTBEHHOM Sf3BIKE C
Y4eTOM OCOOEHHOCTEH COLMAIBbHOIO U KYJIbTYpPHOIO KOHTEKCTA..

OK 8. Hcnonps3oBaTh cpeacTBa GU3HMUECKON KYJIbTYpBI I COXPAHEHHUS U YKPEIUIEHUS 310POBbS
B Ipouecce NpophecCHOHAIBHON [eATEeIbHOCTH W HOJJCp)KaHUS HEOoOXOIUMOTO YpPOBHS
¢bu3nYECKO MOATOTOBIECHHOCTH.

OK 9. HUcnonb3oBaTh HH(YOPMAIIMOHHBIE TEXHOJOTHH B MPO(ecCHOHAIbHON e TeIbHOCTH.

IIK 1.1. ®opmupoBaTh aJIrOpUTMBbI pa3pabOTKH MIPOTrPpaMMHBIX MOJAYJEH B COOTBETCTBHH C
TEXHUYECKUM 3a/JaHHEM.

[1IK 1.3. BeImoaHATh OTIaAKy NPOTPAMMHBIX MOJYJIEH C UCIOJIb30BAHUEM CIIELHMAIN3UPOBAHHBIX
POTrPaMMHBIX CPEJICTB..

IIK 2.1. Pa3pabarbiBaTh TpeOOBaHUS K IPOrPaMMHBIM MOJYJIIM Ha OCHOBE aHaJIW3a MPOEKTHOMN
U TEXHUYECKOM TOKYMEHTAllMU Ha MpeaMeT B3aUMOJAEHCTBUS KOMIIOHEHT.

[IK 2.2. BeIOTHATE UHTETPALUIO MOJYJIEW B MporpaMMHOE oOecrieueHue.

I1K 3.3. [Ipou3BoauTh Hccleq0BaHUE CO3JaHHOTIO IPOrpaMMHOTO KOJAA C UCHOJIb30BAaHUEM
CHEeLUATU3UPOBAHHBIX NMPOTPAMMHBIX CPEJCTB C LEJbI0 BBISBIEHUS OMMOOK U OTKIOHEHHUS OT
aNropuTMA.

I[NIK 4.2. OcyuecTBiasiTh HM3MEpPEHUs HKCIUIYaTAMOHHBIX XapaKTEPUCTUK MPOrPAMMHOTO

obecneueHus KOMIIBIOTCPHBIX CHUCTCM.



L. 3AJAHUE JJIS DK3AMEHVYIOIIEI'OCA
['BIIOY Pecnybaukn Mapuii Oxa
«Komnemx Muaayctpun u IlpeanpuHuMaTeIbCTBaY
(HauMeHOBaHHE yYeOHOTO 3aBEIACHHSA)
Paccmorpeno MIIK OVl u OI'CD OK3aMeHaLNOHHbI «YTBEPXIAKO»
6unet Ne1 3aM. qupexTopa Mo yuyeOHou
« » 20109r. o «MupopmaTrke» pabore
Kypc 2 Cemectp 3

[Ipencenarens « » 2019 r.

. Kakum »iaemMeHTOM CIIEAYEeT BOCIOJIB30BAThCS IS BCTAaBKM PUCYHKa W3
rpaguyeckoro ¢aiina B Microsoft Word?

2. B Microsoft Excel B sueiikax ykazansl cieayrouiue nanusie Al=1, A2=2,
A3=3. Kakoe 3HaueHHe OoCTaHETCS B 0ObEAUHEHHOU siUEHKE, €ClU K AUAINa30Hy
A1:A3 npumenuts KoMaHay "OO0beTUHUTH sTYECHKHU"?

3. Brmmonnute crnenyromee 3ananue B Microsoft Word:

3.1.HabGepure caeayromuii Tekct ¢ yuetoMm mmpudroBoro opopmiuenus (Times

New Roman, kernp -14 nyHKTOB):

Texcmosvie pedakmopvbl — 93TO TPOTPAMMBI Ui CO3JaHHUS W PEJAKTHPOBAHHS
TEKCTOBBIX JOKYMEHTOB. JTO MHUChbMa, CTaTbH, CIPABKH, MOBECTH WJIM POMAaHbI M MpoYas
uHpopMaIus, UMEHyeMas TeKCTOBBIN JOKYMEHT, TEKCTOBBIH (paiiyl UM MPOCTO TEKCT.

[Mon pedaxmuposanuem mekcma TOHHMAETCs BECh KOMIUIEKC OMNEPAalMU  I10
BHYTpeHHEH (CMBICIIOBOH) M BHemHeW (0hopMHUTENbCKON) paboTe Haa TekcToM. Kakmbrit
TEKCT MOXHO «KpPOHWTB», T. €. BBIpe3aTb U3 HEr0 KYCKH, «CKIEHBATh» HX, BCTaBIATH B
paboumii MaTepuan 4acTU U3 JAPYTUX TEKCTOB, MEHATh MX MeCTaMu U mp. MOXKHO H3MEHSTh
pacrmojio’)keHue TeKCTa Ha cTpaHume, QopmaT CTpOoK U ab3ameB, BCTaBIATH B TEKCT

UITIOCTpaIuu (PUCYHKH, rpaduKH, CXEMBI U TIp.).

3.2.YcraHoBuTe B NepBOM ad3alle MOIYTOPHBIA MEXKCTPOUHBIA MHTEPBAJ, a BO

BTOPOM - JIBOMHOMU.




3.3.YcraHoBuTe OTCTYyN KpacHOM CTpOKH - 1 cM B 00oux ab3amax.

3.4.YcranoBuTte BO BTOpOM ab3ale - pa3pekKEHHbIH MEXKCUMBOJIbHbBIN
WHTEpBAaJ.

3.5.0¢popmute BTOpOii ab3all B ABOHHYIO paMKy KpacHOTO IIBETA.

3.6.Co3pnaiite Ha nucke C: mamkKy ¢ Ha3BaHUEM TPYIIBl U COXPAaHUTE B HEH
CBOM JOKYMEHT C UMEHEM «TEKCTOBBIN PEIAKTOP».

3.7.CxonupyiiTe nepBblii ad3all B TEKCTE BaXKAbl B KOHEL JOKYMEHTA.

3.8.YcranoBute B mnepBoM ab3alle BbIpaBHUBAHUE IO IIMPUHE, a B MOCIEIHEM

21633116 BBIPABHUBAHHC 110 CCPCIANHC.

[IpenonaBarens N.A.®enoposa
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1. Hoxyment Microsoft Word uaentudumnupyercs no pacuimapeHuio. ..

2. Microsoft Excel sBnsieTcs nmporpaMmoii, npe1Ha3Hau€HHOW JJIA...

3. BeimosnnuTte cneayrouee 3aganue B Microsoft Word:
3.1.HabGepure cneaymomuii TEeKCT ¢ y4yeToM wIpUPTOBOTO OGOpPMIEHUA U

MapkupoBaHHOTO enHCKa(Times New Roman, kernb - 14 nmyHKTOB):

CymiecTByeT ele OJHAa OT/AeNbHAas TPYIIa TEKCTOBBIX MPOIECCOPOB — ATO HACTOJIBHBIC
u3narenabckue cuctembl. M3narenbckue nmporpammel (Desktop Publishing) B yem-To moxoxu Ha
OOBIYHBIC TEKCTOBBIC MPOLECCOPbI, HO OTIMYAITCS OT HHUX OoJiee MIUPOKUM HAOOpOM
BO3MOXHOCTeH paboThl ¢ TekcToM. K U31aTeIbCKUM CHCTEMaM OTHOCSTCS] TaKHe MPOAYKTHI, KakK
Adobe PageMaker, Adobe In Design, Quark X Press. IlpaBma ciemyeT 3aMeTHTh, YTO 3Ta
pasHHIa MOCTEIICHHO CTHUPAeTcs, W Takue penaktopbl, kak Word Perfect wiu Microsoft Word
yKe TPUOIMKAITCI K U3IATEIbCKHUM MporpaMMamM. Bo BCSKOM cllydae, OHH B COCTOSIHHH
obecrieynTh HAOOP M pacHeyaTKy HECIOXKHBIX U3JaHUH.

OOBIYHO TEKCTOBBIC PEAAKTOPHI BKIIOYAIOT B ce0s CIEAYIOIINE BO3MOXKHOCTH:

. HaboOp TEKCTa;

. KOPPEKTUPOBaHUE HAOPaHHOTO TEKCTa OOBIYHBIM CIIOCOOOM, T. €. W3MCHCHHE
OyKB, CJIOB HUT. II.;

. BbIpe3aHue (parMeHTOB TEKCTa, 3allOMHHAHHE WX B TCUCHHM TEKYIIETO CeaHca
paboThI, a TAKXKE B BUJC OTACIbHBIX (HaliiIoB;

. BCTaBKa ()parMeHTOB B HY)KHOE MECTO TEKCTa.

3.2.YcraHoBuTe B mHEpBOM ab3aille ABOMHON MEXKCTPOUHBIM HHTEpPBal, a BO
BTOPOM - IIOJYTOPHBIM.

3.3.YcraHoBuTe OTCTYyN KpacHOM CTpokH - 1,5 ¢cM B oOoux ab3anax.

3.4.YcranoBute BO BTOpOM a03ale - YIUIOTHEHHBIH MEXCUMBOJIbHBIN
WHTEpBaJ, a B IepBOM al3ane pa3peKeHHBbI.

3.5.0¢popmuTte nepsbiii adb3all B IBOMHYIO0 paMKy CHUHETO I[BETA.




3.6.Co3pnaiite Ha nucke C: mamkKy ¢ Ha3BaHHEM TPYIIBl U COXPAaHUTE B HEH
CBOM JOKYMEHT C UMEHEM «TEKCTOBBIM PENAKTOP».

3.7.CkonupyiTe nepBbIi ad3all B TEKCTE JABaXK]bl B KOHEI] JJOKYMEHTA.

3.8.YcranoBute B nepBoM ab3alle BHIpaBHUBAHHUE IO CEpPEIUHE, a B MOCIEIHEM

21633116 BBIPABHUBAHHC 110 IMUPUHC.

[IpenonaBarens N.A.®enoposa



['BIIOY PecnyOmuku Mapuii Dua

«Komnemx Nunyctpuu u [lpeanpuHumMareanrcTBay
(HauMeHOBaHHE yYeOHOTO 3aBEIACHHSA)

Paccmorpeno MIIK OVl u OI'CD OK3aMeHaLNOHHbI «YTBEPXIAIKO»
6unet Ne3 3aM. qupexTopa Mo yuyeOHou
» 2019 r. no «MupopmaTrke» pabore
Kypc 2 Cemectp 3
[Ipencenarens « » 2019 r.

1. UtoObl OBICTPO COXpPAaHHUTH OTPEJAKTHUPOBAHHBIN NOKyMeHT Microsoft Word B

TOM K€ MCCTC, I'I€ OH HAXOJUTC, H€O6XOI[I/IMO...

2. @aiin, koTOphI co3aaercsa B nporpamme Microsoft Excel, Ha3biBaeTcs...

3. Beimmosnnute cneayriee 3aaganue B Microsoft Word:
3.1.HaGepure cnenyromuil TekcT ¢ yderoM mpudroBoro odopmienus (Times

New Roman, kernp -12 myHKTOB):

Texcmogovlii _pedakmop —  CaMOCTOSITENbHAs  KOMIIbIOTEpHAas  IporpamMma  WId
KOMIIOHEHT  HpPOrpaMMHOI0  KOMIUIEKca  (Hampumep,  peJakTop  HCXOJHOro  Koja
WHTETrPUPOBAHHON cpeabl pa3pabOTKM MM OKHO BBoJAa B Opaysepe), NpeaHa3HaueHHas s
CO3/IaHUsl ¥ U3MEHEHUS TEeKCTOBBIX JaHHBIX B OOLIEM U TEKCTOBBIX (hailJIOB B YACTHOCTH.

TexcToBBIE peHaKTOpPbl MpeAHa3HAYECHBl ig pabOThl C TEKCTOBBIMH (aiinamu B
WHTEpPAaKTUBHOM pekuMe. OHM MO3BOJSIOT MPOCMATPUBATh COAEPKMMOE TEKCTOBBIX (ailIoB U
NPOU3BOAUTH HaJ HHUMHM pPa3jiuyHble JEHCTBUS — BCTaBKY, yJaJ€HHME U KONMPOBAHME TEKCTA,
KOHTEKCTHBIM MOUCK M 3aMEHYy, COPTHUPOBKY CTPOK, IPOCMOTP KOJOB CUMBOJOB U KOHBEPTALUIO
KOJUPOBOK, Me€4YaTh U T. II.

YacTo  MHTEpaKkTHBHBIE  TEKCTOBbIE  PEAAKTOPbl  COJAEPKAT  JIOMOJHHUTENIBbHYIO
(GYHKIIMOHATBHOCTh, MPHU3BAaHHYIDO AaBTOMAaTU3HPOBATh JEHCTBUS IO pEAaKTUPOBAaHUIO (OT
3alMChIBAEMbIX IOCJIEI0BATEIBHOCTEH Ha)KaTHI KJIABHIL 10 MOJHOLEHHBIX BCTPOEHHBIX SI3BIKOB
IpOrpaMMUpPOBaHUs), WIM OTOOpaXaloT TEKCTOBbIE JJaHHbIE CHEIUaIbHBIM 00pa3oM (Hampumep,
C TMOJICBETKOI CHUHTAaKCHCA).

3.2.TekcT B nepBoM ab3alie pa3/eauTe Ha ABE KOJIOHKHU.
3.3.YcranoBute BO Bcex ab3amax MEXIyCTPOUHBIA MHTEPBAI MHOXUTENL 1,2.
3.4.YcranoBute BO BTOpOM a03ale - VYIJIOTHEHHBIH MEXCHUMBOJIbHBIN

MHTEpBAJl, a B IEPBOM ab3alle pa3peKeHHBIMH.




3.5.YcraHoBuTEe mapaMeTpsl CTPaHHUIBI : MOJIS - BepxHee - 1,5 cM, HUXHee - 2
CM, JIEBOE - 3, mpaBoe - | cM. ; OpUeHTalUs JUCTA - aTbOOMHAAI.

3.6.Co3pnaiite Ha nucke C: mamkKy ¢ Ha3BaHUEM TPYIIBl U COXPAaHUTE B HEH
CBOM JOKYMEHT C UMEHEM «TEKCTOBBIM PENAKTOP».

3.7.CkonupyiTe nepBbIi ad3all B TEKCTE JABaX]bl B KOHEI] JOKYMEHTA.

3.8.YcranoBute B nepBoM ab3ale BHIpAaBHUBAHHUE IO CEPEANHE, & B MOCIEIHEM

21633116 BbIPABHUBAHHUC 11O IIUPUHC.

[IpenonaBarens N.A.®enoposa



['BIIOY PecnyOmuku Mapuii Dua

«Komnemx Nunyctpuu u [lpeanpuHumMareanrcTBay
(HauMeHOBaHHE yYeOHOTO 3aBEIACHHSA)

Paccmorpeno MIIK OVl u OI'CH OK3aMeHaLUMOHHbIN «YTBEPXJIAIO»
6unet Ne4 3aM. qupexTopa Mo yuyeOHou
» 2019 r. no «MupopmaTrke» pabore
Kypc 2 Cemectp 3
[Ipencenarens « » 2019 r.

1. Kakum cnocobom MoxHO oT(dopMaTtupoBarh ad3an B JokyMeHTe Microsoft

Word?

2. Kakoe konnuecTBO siueek coaepkut nuanazon Al :B4 B Microsoft Excel?

3. BeimosnnuTte cneayrouee 3aganue B Microsoft Word:
3.1.HabGepure cnenyomuidi TEKCT € Y4YETOM HIPUPTOBOrO OQPOPMIICHUS U

MapkupoBaHHoOro crucka (Times New Roman, kernp - 12 nmyHKTOB):

Texcmosvle pedakmopbl — 3TO MPOTPAMMBI U CO3AAHHUS M PEJaKTUPOBAHHUS TEKCTOBBIX
JTOKYMEHTOB. PemakTupoBaHHe TEKCTa — 3TO KOMIUIEKC OIEpalyii Mo BHYTPEHHEH (CMBICIOBOIA)
u BHemHe# (opopMHUTETbCKOI) paboTe Haa TeKcToM. KakIblii TEKCT MOXHO «KPOUTBHY», T.C.
BBIpE3aTh M3 HETO KYCKH, «CKJIEHBATh» WX, BCTABJIATh B paboumii Marepual 4acTH W3 JAPYTUX
TEKCTOB, MEHATb HMX MECTaMH M Ip. MOXHO H3MEHSTh PACIOIOKEHHE TEKCTa Ha CTpaHHIIE,
¢dopmar mpudra OTHENBHBIX CHMBOJIOB, CJIOB M MeJbIX a03ameB, BCTaBIATb B TEKCT
WIUTIOCTpaIuu (PUCYHKH, TpadKu, CXEMBI U TIp.).

TexcToBBIE pEeNaKTOPBl OOECHEYMBAIOT OCHOBHBIE BO3MOXKHOCTH 10 IOATOTOBKE
HEOOJIBIINX U HECIOXKHBIX JOKyMeHTOB. CIolla BXOAAT CIEIyIOIIHe IPOCThIEC ONEpaIiu:

*S BBOJ an(aBUTHO-IIU(DPOBON HHPOPMAIIHH;
*S mepemMenieHHe N0 HAOPAaHHOMY TEKCTY;
*S BCTaBKa WJIH yJaJICHHE CUMBOJIOB.
A Takxe OoJyiee CIIOKHBIE onepanuu 1o padore ¢ 6mokamu (pparmMeHTaMu) Tekcra:
*S BBIZIETICHHUE 0JIOKA;
*S ynanenue 0J0Ka;
*S KomMpoBaHHE, NEpeMelIeHIe, BCTaBKa OJI0Ka;
*S JOTMONHHUTENbHBIE Y00CTBa (BO3MOXKHOCTh MOUCKA ()parMeHTa, MOMCK C 3aMEHOM,
nevyarb JOKyMEHTa U T.J.).

3.2.TekcT B mepBOM ad3alle pa3ieuTe Ha TPU KOJOHKHU.
3.3.TekcT B mepBOMl KOJIOHKE CJIEJIAaUTE KPACHBIM I[BETOM, BO BTOPOW -CUHUM, B
TPETHEMN - KEITHIM.

3.4.YcraHoBuTe BO Bcex ad3amax MEXAyCTPOUYHbIA MHTEPBAI MHOXUTENb 1,7.




3.5.YcraHoBuTe mapamMeTpsl CTpaHULBI : MOJIsI - BepxHee - 1,5 cM, HUXKHee -
1,5 cm, neBoe - 2, mpaBoe - 1 cM. ; OpuUeHTAaIus JIUCTA - aTbOOMHas.
3.6.Co3pnaiite Ha qucke C: manky ¢ Ha3BaHUEM I'PYNIBI U COXPAHUTE B HEH CBOU
JOKYMEHT C UMEeHEM « TEeKCTOBBIM pEaKTOP».
3.7.CxonupyiiTe nepBblil ad3al B TEKCTE IBaXAbl B KOHEL TOKYMEHTA.
3.8.YcranoBute B mepBOM ab3ale BBIPABHUBAHUE 110 CEPEAMHE, a B MOCIEAHEM

21633116 BBIPABHUBAHHUC 11O IIUPUHC.

[IpenonaBarens N.A.®enoposa



['BIIOY PecnyOmuku Mapuii Dua

«Komnemx Nunyctpuu u [lpeanpuHumMareanrcTBay

(HauMeHOBaHHE yYeOHOTO 3aBEIACHHSA)

Paccmorpeno MIIK OVl u OI'CD OK3aMeHaLNOHHbI «YTBEPXIAIKO»
6unet Ne5 3aM. qupexTopa Mo yuyeOHou
« » 2019 r. no «MupopmaTrke» pabore
Kypc Cemectp 3
[Ipencenarens « » 2019 r.

1. Kakue pelcTBUS HYKHO

nokymente Microsoft Word?

COBCPIIUTL  OJIA (I)OpMaTI/IpOBaHI/ISI 3633H€B B

2. B Microsoft Excel B amanazone A1l:A4 mo nopsiniky BBeIeHBI 3HaUeHus 1, 2, 3,

4. Kakoil pe3yinbpTa mojayuutca B sueiike Bl, ecnmu B Hel ykazaTb Gopmyiy

"=MAKC(A1:A4)™M?

3. Brmmonnute cnenytouee 3aganue B Microsoft Word:

3.1 Co3npaiite TabIUIY:

DopMbI JonmymeHnst Bcero IMpouman uTor, aTrecTAUIO
o0yueHnust K 3a1ure U MOJYYHJIHU JOKYMEHT 00 o0pa3oBaHuu
AHILIOMA Cnaau Ha «4» 1 «5» N3 HuX mosy4n/iu
AMILIOM € OTJMYHEM
Hroro:

3.2. Tekct B Tabnuue Times New Roman, 12 nmyHKTOB.

3.3. TekcT B 3arojioBKe TaOJHIIbI MOTYKUPHBIN.

34. BBIpaBHI/IBaHI/Ie TCKCTA B 3a4I0JIOBKax Ta6J'II/IIlBI o CCpCaAnHC.

3.5. Jlo6aBbTe B TAONMIly MOCIE 3ar0JOBKOB MATh CTPOK.

3.6. BHemHO0 paMKy TaOJIULbl ClleIalTe CUHEW JTBONHOM.

3.7. Co3paiite Ha nucke C: mamky ¢ Ha3BaHUEM TPYMNNbl U COXPAaHUTE B HEU

CBOW JOKYMEHT C UMeHeM «Tabmumay.

[IpenonaBarenp

N.A.Denoposa




['BIIOY PecnyOmuku Mapuii Dua

«Komnemx Nunyctpuu u [lpeanpuHumMareanrcTBay
(HauMeHOBaHHE yYeOHOTO 3aBEIACHHSA)

Paccmorpeno MLIK OVl u OI'CD OK3aMeHaLNOHHbIH «YTBEPXJIAIO»
6unet Ne6 3am. aupekTopa mo yueOHOH
« » 2019 r. no «MHpopmaTHke» pabore
Kypc 2 Cemectp 3
[Ipencenarens « » 2019 r.

1. MexnycTtpouHslii uHTEpBai B 1okymeHTe Microsoft Word onpenenser...

2. ®@aitnbl, co3ganHble B Microsoft Excel, MoxnHo wunentudunupoats 10

pacUIMpeHHIO. ..

3. Brmmonnute crnenyromee 3ananue B Microsoft Word:

3.1. HabGepure crnenyromuii TEKCT ¢ y4eTOM WIPU(TOBOro opopmiieHus (KErib
- 12 nyHKTOB):

Ipe3entamus - 310 HAGOp cnaiioB U cremPGPekToB (cnaia-QuibM), pa3JaToyHble Marepuaibl, a
TaKke KOHCIIEKT M TUIAH JIOKJIaaa, XpaHsipecs B omqHoM ¢aiine PowerPoint.
Cnaiiipl - 5T0 OTIETBbHBI CTPAHMIIBI Mpe3eHTarun. Claiipl MOTYT BKJIIOYATh B ceOsl 3ar0JIOBOK, TEKCT,
rpaduKy, AUarpaMMbl, TaOJIHIbI, PUCYHKH, PUCOBAHHBIE OOBEKTHI, POTOrpaduu, N300PKEHUS U IPYTUX
HpI/IJIO)KCHI/Iﬁ U MHOI'0€ Ipyroe. CHaﬁI[BI MOYKHO pacriedyararb C IMOMOILIBIO IIPUHTEPA HA 6yMary WJIN Ha
MPO3PAYHBIE TUICHKU.
3.2. Paznenurte TEKCT Ha ABE KOJIOHKH.
3.3. TekcT B epBOM KOJIOHKE CHIEJIANTE KPACHBIM LIBETOM, BO BTOPOU -CUHUM.
3.4. Ycra"HoBUTE BO Bcex ab3arax MEXAyCTPOUYHBINM MHTEpPBal MHOXUTEIb 1,3.
3.5. Ycra"HoBuTe mapaMeTpsl CTpPaHULBI : IOJSA - BepxHee - 1,5 cM, HUXKHee -
1,27 cm, neBoe - 2, mpaBoe - 1,3 cM. ; OpueHTaIus JINCTa - aJTb00MHas.
3.6. Cospaiite Ha aucke C: mamkKy ¢ Ha3BaHUEM TIPYNIIBI U COXPAHUTE B HEW

CBOM JOKYMCHT C UMCHCM «TekcToBbIf PECOAAKTOP».

3.7. Cozpnaiite Tabauuy:




TAPAHTUMHBINM TAJIOH Ne 529

Ne HA3BAHUE CEPUNHbBIU
OBOPYOOBAHMAHA3BAHUE HOMEP
OBOPYNOBAHUA
1
2
3
4

3.8. Jlo6aBbTe B KOHIIE TaOIUIbl cTONOEl «ENMHUIIA U3MEPEHUS».

[IpenonaBarenp N.A.Denoposa




['BIIOY PecnyOmuku Mapuii Dua

«Komnemx Nunyctpuu u [lpeanpuHumMareanrcTBay
(HauMeHOBaHHE yYeOHOTO 3aBEIACHHSA)

Paccmorpeno MIIK OVl u OI'CD OK3aMeHaLNOHHbI «YTBEPXIAIKO»
6unet Ne7 3aM. qupexTopa Mo yuyeOHou
» 2019 r. no «MupopmaTrke» pabore
Kypc 2 Cemectp 3
[Ipencenarens « » 2019 r.

1. UToObl HauaTh BBOJ TEKCTa C HOBOW cTpaHuUlbI B nokymeHTe Microsoft Word,

HE00XO0IUMO...

2. C kakoro cuMmBoJja HaunHaercs Jaro0as ¢popmyna B Microsoft Excel?

3. Beimonnute cneayruiee 3aganue B Microsoft Word:

3.1. Halepute cnenyomuii TEKCT ¢ y4eToM MIPUPTOBOTO O(OpPMIIEHUS
(Times New Roman, kernp - 14 myHKTOB):

Texcmosvie pedakmopvbl — 3TO TPOTPAMMBI JUIS CO3JaHHS W PEJAKTHPOBAHHS
TEKCTOBBIX JOKYMEHTOB. JTO MHUChbMa, CTaTbhH, CIPABKH, MOBECTH WJIM POMAaHbI M MpoYas
uHpopMaIus, UMEHyeMas TeKCTOBBIN JOKYMEHT, TEKCTOBBII (paiiil MM MPOCTO TEKCT.

[Mon peoaxmuposanuem mexcma TIOHUMAeTCd BECh KOMIUIEKC OMNEpalud IO
BHYTpeHHEH (CMBICJIOBOH) M BHemHeW (0hopMHUTENbCKON) paboTe Ham TekcToM. Kakmbrit
TEKCT MOYHO «KpPOWTB», T. €. BBIpe3aTb U3 HEr0 KYCKH, «CKIEHUBATh» HX, BCTaBISATH B
pabounii MaTepuan 4acTH U3 JAPYTHUX TEKCTOB, MEHATh MX MeCTaMu U mp. MOXHO U3MEHATH
pacrmojio’)keHue TeKCTa Ha cTpaHume, QopmaT CTPOK U ab3ameB, BCTaBIATh B TEKCT

UITIOCTpaIuu (PUCYHKH, rpadyKH, CXEMBI U TIp.).

3.2.YcraHoBuTe B NepBOM ad3alle MOIYTOPHBIA MEXKCTPOUHBIA MHTEPBAJ, a BO
BTOPOM - JIBOMHOM.

3.3.YcraHoBuTe OTCTYyN KpacHOM CTpOKH - 1 cM B 00oux ab3amax.

3.4.YcranoBuTte BO BTOpOM ab3ale - pa3pekKEHHbIH MEXKCUMBOJIbHbBIN
UHTEpBaJ.

3.5.0¢popmute BTOpOii ab3all B JBOHHYIO paMKy KpacHOTO IIBETA.




3.6.Co3pnaiite Ha nucke C: mamkKy ¢ Ha3BaHHEM TPYIIBl U COXPAaHUTE B HEH
CBOM JOKYMEHT C UMEHEM «TEKCTOBBIM PEIAKTOP».

3.7.CkonupyiTe nepBblid ad3al B TEKCTE ABAXK]bl B KOHEIl JOKYMEHTA.

3.8.YcranoBute B nepBoM ab3alle BbIpaBHUBAHUE IO IIMPUHE, a B MOCIEIHEM

21633116 BBIPABHUBAHHC 110 CCPCIANHC.

[IpenonaBarens N.A.®enoposa



['BIIOY PecnyOmuku Mapuii Dua

«Komnemx Nunyctpuu u [lpeanpuHumMareanrcTBay
(HauMeHOBaHHE yYeOHOTO 3aBEIACHHSA)

Paccmorpeno MIIK OVl u OI'CD OK3aMeHaLNOHHbI «YTBEPXIAIKO»
6unet Ne8 3aM. qupexTopa Mo yuyeOHou
« » 2019 r. no «MupopmaTrke» pabore
Kypc 2 Cemectp 3
[Ipencenarens « » 2019 r.

1. YrtoObl BcTaBUTh B nokyMeHTe Microsoft Word cceuiky B BHIE TEKCTa,

HE00XO0IUMO...

2. C nomompio Kakoro 3Haka B Microsoft Excel MoxHO 3akpenuTh 3HayeHUeE

aueiiku B Gopmyine?

3. Beimmosnnute cneayriee 3aaganue B Microsoft Word:
3.1.HabGepure cneaymomuii TEeKCT ¢ y4yeToM WIpUPTOBOTO OGOpPMIEHUA U

MapkupoBaHHOTo crucka (Times New Roman, kernp - 14 nmyHKTOB):

CymiecTByeT ele OJHAa OTJAeNbHAas TPYIIa TEKCTOBBIX MPOIECCOPOB — ATO HACTOIBHBIC
u3aarenabckue cuctembl. M3narenbckue nmporpammel (Desktop Publishing) B yeM-To moxoxu Ha
OOBIYHBIC TEKCTOBBIC IPOLECCOPbI, HO OTIMYAIOTCS OT HHUX OoJiee MIUPOKUM HAOOpOM
BO3MOXHOCTeH paboThl ¢ TekcToM. K U31aTeIhCKUM CHCTEMaM OTHOCSTCS TaKHe MPOAYKTHI, KakK
Adobe PageMaker, Adobe In Design, Quark X Press. IlpaBma ciemyer 3aMeTHTh, YTO 3Ta
pasHHIa MOCTEIICHHO CTHUpAeTcs, W Takue penaktopbl, kak Word Perfect wiu Microsoft Word
yKe TPUONMKAITCI K U3IAaTeIbCKHUM MporpaMMaM. Bo BCSKOM cliydae, OHH B COCTOSIHHH
obecrieynTh HAOOP M pacHeyaTKy HECIOXKHBIX WU3JaHUH.

OOBIYHO TEKCTOBBIC PEAAKTOPHI BKIIOYAIOT B ce0s CIEAYIOIINE BO3MOXKHOCTH:

. HaboOp TEKCTa;

. KOPPEKTUPOBaHUE HAOPaHHOTO TEKCTa OOBIYHBIM CIIOCOOOM, T. €. W3MCHCHHE
OyKB, CJIOB HUT. II.;

. BbIpe3aHue (parMeHTOB TEKCTa, 3allOMHHAaHHE WX B TCUCHHM TEKYIIETO CeaHca
paboThI, a TAKXKE B BUJC OTACIBHBIX (HaliiIoB;

. BCTaBKa ()parMeHTOB B HY)KHOE MECTO TEKCTa.

3.2.YcraHoBuTe B mHEpBOM ab3ale ABOMHON MEXCTPOUHBIM HHTEpPBal, a BO
BTOPOM - IIOJYTOPHBIM.

3.3.YcraHoBuTe OTCTYyn KpacHOM CTpokH - 1,5 cM B oOoux ab3anax.

3.4.YcranoBute BO BTOpOM a03ale - YIUIOTHEHHBIH MEXCUMBOJIbHBIN

WHTEpBaJ, a B IepBOM al3ane pa3peKeHHBbI.




3.5.0¢popmuTte nepBbiil adb3all B IBOMHYIO paMKy CHUHETO IL[BETA.

3.6.Co3pnaiite Ha aucke C: mamkKy ¢ Ha3BaHUEM TPYIIBl U COXPAaHUTE B HEH
CBOM JOKYMEHT C UMEHEM «TEKCTOBBIM PEIAKTOP».

3.7.CxonupyiiTe nepBblii ab3all B TEKCTE BaXKAbl B KOHEL JOKYMEHTA.

3.8.YcranoBute B nepBoM al3ale BbIpAaBHUBAHHUE MO CEPEAMHE, a B MOCIEIHEM

21633116 BBIPABHUBAHHUC 11O IIUPUHC.

[IpenonaBarens N.A.®enoposa



['BIIOY PecnyOmuku Mapuii Dua

«Komnemx Nunyctpuu u [lpeanpuHumMareanrcTBay
(HauMeHOBaHHE yYeOHOTO 3aBEIACHHSA)

Paccmorpeno MIIK OVl u OI'CH OK3aMeHaLUMOHHbIN «YTBEPXJIAIO»
6unet Ne9 3aM. qupexTopa Mo yuyeOHou
« » 2019 r. no «MupopmaTrke» pabore
Kypc 2 Cemectp 3
[Ipencenarens « » 2019 r.

I. YroObl H3MEHUTH pa3Mep IJ_IpI/I(l)Ta Hall€4aTaHHOTO TCKCTa B AOKYMCHTC

Microsoft Word, HeoOxoauMo...

2. llpuBenute mpuMep OTHOCHUTENbHOU cchliku B Microsoft Excel.

3. BeimosnnuTte cneayrouee 3aganue B Microsoft Word:
3.1.HabGepure caeayromuii Tekct ¢ ydetoMm mmpudroBoro opopmiuenus (Times

New Roman, kernp -12 myHKTOB):

Texcmogovlii _pedakmop —  CaMOCTOSITENbHAs  KOMIIbIOTEpHAas  IporpamMma  WId
KOMIIOHEHT  HpPOrpaMMHOI0  KOMIUIEKca  (Hampumep,  peJakTop  HCXOJHOro  Koja
UHTETrPUPOBAHHON cpeabl pa3pabOTKM MM OKHO BBoJAa B Opaysepe), NpeaHa3HaueHHas s
CO3/IaHUsl ¥ U3MEHEHUS TeKCTOBBIX JaHHBIX B OOIEM M TEKCTOBBIX ()ailJIOB B YACTHOCTH.

TexcToBBIE peHaKkTOpPbl MpeAHa3HAYEeHBl is padOTHl C TEKCTOBBIMH (aiinamu B
UHTEpPAaKTUBHOM pexkuMe. OHM MO3BOJISIOT MPOCMATPUBATh COAEPKMMOE TEKCTOBBIX (ailioB U
NPOU3BOAUTH HAJ HUMHM pa3juyHble JEHCTBUSI — BCTaBKY, yAAJE€HHE M KONHPOBAHHE TEKCTA,
KOHTEKCTHBIA MOUCK M 3aMEHY, COPTHPOBKY CTPOK, MPOCMOTP KOAOB CUMBOJIOB M KOHBEPTALUIO
KOJUPOBOK, Me4YaTh U T. II.

YacTo  MHTEpaKkTHBHBIE  TEKCTOBbIE  PEAAKTOPbl  COJAEPKAT  JIOMOJHHUTENIBbHYIO
(GYHKIIMOHATBHOCTh, MPHU3BAHHYI AaBTOMAaTHU3HPOBATh JEHUCTBUA 1O pPEJAKTHPOBAHUIO (OT
3alMChIBAEMbIX IIOCJIEIOBATEIbHOCTEH HA)KaTHM KJIAaBUIL 10 MOJHOLICHHBIX BCTPOCHHBIX SI3BIKOB
MpOrpaMMHUpPOBaHUs), WIM OTOOpaXalOT TEKCTOBbIE JaHHbIE CHELUaIbHBIM 00pa3oM (Hampumep,
C TMOJICBETKOI CHUHTAaKCHCA).

3.2.TekcT B nepBoM ab3alie pa3/equTe Ha ABE KOJIOHKHU.

3.3.YcranoBute BO Bcex ab3amax MEXIyCTPOUHBI MHTEPBAI MHOXHUTENb 1,2.

3.4.YcranoBute BO BTOpOM ab3ale - VYIJIOTHEHHBIH MEXCHUMBOJIbHBIN
MHTEpBAJI, a B IEPBOM ab3alle pa3peKeHHBIMH.

3.5.YcraHoBuTe mapaMeTpsl CTPaHHUIBI : MOJIS - BepxHee - 1,5 cM, HUXHee - 2

CM, JICBOC - 3, IIpaBocC - I cm. , OpUCHTAIU:A JIUCTA - aJIbOOMHasI.




3.6.Co3pnaiite Ha nucke C: mamkKy ¢ Ha3BaHHEM TPYIIBl U COXPAaHUTE B HEH
CBOM JOKYMEHT C UMEHEM «TEKCTOBBIM PENAKTOP».

3.7.CkonupyiTe nepBbIi ad3all B TEKCTE JABaXK]bl B KOHEI] JJOKYMEHTA.

3.8.YcranoBute B nepBoM ab3alle BHIpaBHUBAHHUE IO CEPEAMHE, a B MOCIEIHEM

21633116 BBIPABHUBAHHUC 11O IIUPUHC.

[IpenonaBarens N.A.®enoposa



['BIIOY PecnyOmuku Mapuii Dua

«Komnemx Nunyctpuu u [lpeanpuHumMareanrcTBay
(HauMeHOBaHHE yYeOHOTO 3aBEIACHHSA)

Paccmotpeno MIIK OY ]/l u OI'CO OK3aMeHaLUUOHHbIA «YTBEPXJIAIO»
6unet Ne10 3aM. aupeKTOopa 10 y4eOHOMI
» 2019 r. no «MuapopmaTuke» pabote
Kypc 2 Cemectp 3
IIpencenarens « » 2019 r.

1. UYtobsl B nokymente Microsoft Word n3MeHUTHh TEKCT CO CTPOYHBIX OYKB Ha

IIPOIMHUCHEIC, H€06XOI[I/IMO. ..

2. IlpuBenute npumep abcomtoTHOM ccbuiku B Microsoft Excel.

3. Beimmosnnute cneayriee 3aaganue B Microsoft Word:
3.1.HabGepure cneaymomuii TEeKCT ¢ y4yeToM WIpUPTOBOTO OGOpPMIEHUA U

MapkupoBaHHOTo crucka (Times New Roman, kernp - 12 nmyHKTOB):

Texcmosvlie pedakmopbl — 3TO TPOTPAMMBI U CO3AaHHUA M PEJaKTUPOBAHHUS TEKCTOBBIX
JTOKYMEHTOB. PemakTupoBaHue TEKCTa — 3TO KOMIUIEKC OIEpalii Mo BHYTPEHHEH (CMBICIOBOIA)
u BHemHel (opopMuUTeIbCKOI) padoTe Hax TekcToM. KakIplii TEKCT MOXHO «KPOHUTHY», T.C.
BBIpE3aTh M3 HETO KYCKH, «CKJICHBATB» HX, BCTABJIATh B paboumii Marepuag 4acTh U3 JIPYTUX
TEKCTOB, MEHATh HMX MECTaMH M Mp. MOXHO H3MEHSTh PACIOIOKEHHE TEKCTa Ha CTpaHHIIE,
¢dopmar mpudra OTHENBHBIX CHMBOJIOB, CJIOB M MeJbIX a03ameB, BCTaBIATb B TEKCT
WIUTIOCTpauu (PUCYHKH, rpadrKu, CXeMbl U TIp.).

TexcToBbIE pEeNaKTOPBl OOECHEYMBAIOT OCHOBHBIE BO3MOXKHOCTH II0 IOATOTOBKE
HEOOJIBIINX U HECIOXKHBIX JOKyMeHTOB. CIo/la BXOAAT CIEIyIOIIHe IPOCThIEC ONEpaliu:

*S BBOX ai(aBUTHO-IIU(DPOBON HHPOPMALIHH;
*S mepeMenieHNe N0 HAOPaHHOMY TEKCTY;
*S BCTaBKa WJIH yJaJICHUE CUMBOJIOB.
A Takxe OoJyiee CIIOKHBIE onepanuu 1mo padore ¢ 6mokamu (pparMeHTaMu) Tekcra:
*S BBIZIETICHHUE 0JIOKA;
*S ynanenue 0J0Ka;
*S KomMpoBaHHE, NEpeMelIeHIe, BCTaBKa OJI0Ka;
*S JOTMONHHUTENbHBIE YJ00CTBa (BO3MOXKXHOCTh MIOUCKA ()parMeHTa, MOMCK C 3aMEHOM,
nevarh JOKyMEeHTa U T.J.).

3.2.TekcT B mepBOM ad3alle pa3ieuTe Ha TPU KOJIOHKHU.
3.3.TekcT B nepBOM KOJIOHKE CIIEJIANTE KPACHBIM IIBETOM, BO BTOPOM -CUHHUM, B

TpeTBeﬁ - XKCJITBIM.




3.4.YcraHoBuTe BO BcexX ab3amax MEXIyCTPOUHBI MHTEPBAJI MHOXHUTENb 1,7.

3.5.YcraHoBuTe mapamMeTpsl CTpaHULBI : MOJI - BepxHee - 1,5 cM, HUXKHee -
1,5 cm, neBoe - 2, mpaBoe - 1 cM. ; OpuUeHTaIus JIUCTA - aTbOOMHas.

3.6.Co3pnaiite Ha nucke C: mamnkKy ¢ Ha3BaHUEM TPYIIBl U COXPAaHUTE B HEH
CBOM JOKYMEHT C UMEHEM «TEKCTOBBIM PENAKTOP.

3.7.CxonupyiiTe nepBblii ad3all B TEKCTE BaXKAbl B KOHEL JOKYMEHTA.

3.8.YcranoBute B nepBoM al3ale BbIpAaBHUBAHME MO CEPEAMHE, a B MOCIEIHEM

21633116 BbIPABHUBAHHUC 11O IIUPUHC.

[IpenonaBarens N.A.®enoposa



['BIIOY PecnyOmuku Mapuii Dua

«Komnemx Nunyctpuu u [lpeanpuHumMareanrcTBay

(HauMeHOBaHHE yYeOHOTO 3aBEIACHHSA)

Paccmotpeno MIIK OVl u OI'CO

« »

IIpencenarens

2019 r.

OK3aMeHaLUUOHHbIA «YTBEPXJAIO»
6unet Ne11 3aM. qupekTopa mo yuyeOHou
no «MuapopmaTuke» pabote
Kypc Cemectp 3
« » 2019 1.

1. Co3gatb nuarpammy B nokymeHte Microsoft Word MOXHO ¢ TOMOIIBIO KaKUX

EeUCTBUN?

2. KakuMm 00pa3oM MOKHO Auara3oH sSYeeK BhIACIUTD 1BeTOM B Microsoft Excel?

3. Brmmonnute cnenytouee 3aganue B Microsoft Word:

3.1 Co3naiite TabIUIY:

DopMbI JonmymeHnst Bcero IMpoman uTor, arrecTaluIo
o0yueHnust K 3a1uTe U MOJYYHJIHU JOKYMEHT 00 00pa3oBaHuu
AHILIOMA Cnaau Ha «4» 1 «5» N3 HuX mosy4n/iu
AMILIOM € OTJMYHEM
Hroro:

3.2. Tekct B Tabnuue Times New Roman, 12 nmyHKTOB.

3.3. TekcT B 3arojioBKe TaOJHIIbl MOTYKUPHBIN.

34. BBIpaBHI/IBaHI/Ie TCKCTA B 3ar0JIOBKax Ta6JII/IIlBI 0 CCpCaAMnHC.

3.5. Jlo6aBbTe B TAONMIy MOCJE 3ar0JOBKOB MATh CTPOK.

3.6. BHemHO0 paMKy TaOJIUIBI CIEIANTE KEeITON NBONHOM.

3.7. Co3paiite Ha nucke C: mamky ¢ Ha3BaHUEM TPYNINbl U COXpPAaHUTE B HEU

CBOW JOKYMEHT C UMeHeM «Tabmumay.

[Ipenonasarens

N.A.Denoposa




['BIIOY PecnyOmuku Mapuii Dua

«Komnemx Nunyctpuu u [lpeanpuHumMareanrcTBay
(HauMeHOBaHHE yYeOHOTO 3aBEIACHHSA)

Paccmorpeno MIIK OVl u OI'CD OK3aMeHaLWOHHbIH «YTBEPXIAIO»
6uneTt Ne12 3aMm. aupeKTopa o yueOHOn
« » 2019 r. no «Mupopmaruke» paboTte
Kype 2 Cemectp 3
IIpencenarens « » 2019 1.

1. Kakue I[eﬁCTBHH HCO6XOIII/IMO COBCPIIUTD YTOOBI pacrncyaTratb OIPCACICHHYIO

cTpaHuLy u3 nokymeHta Microsoft Word?

2. Moxno nu B Microsoft Excel mocTtpouts rpadguk, guarpamMmy MO YHCIOBBIM

3HAUYEHUSIM TaOJIHUIBI?

3. Brmmonnute cinenyromee 3ananue B Microsoft Word:

3.1. HaGepure cinenyromui TekcT ¢ ydyeToMm mpudrToBoro opopmienus (Times
New Roman, kernp -12 myHKTOB):

Ipe3entamus - 510 HAGop cnaiioB U cremPGPekToB (cnaia-QuibM), pa3JaToyHble Marepuaibl, a
TaKke KOHCIIEKT M TUIAH JIOKJIaaa, XpaHsipecs B omqHoM ¢aiine PowerPoint.
Cﬂaﬁﬂbl - OTO OTACJIbHBI CTPAHUIBI IMPE3CHTALNHN. Cﬂaﬁﬂbl MOTI'YT BKJIIO4aTb B cebs 3aroJIOBOK, TC€KCT,
rpaduky, AUarpaMMbl, TaOIHILI, PUCYHKH, PUCOBAHHBIE OOBEKTHI, (hoTorpaduu, n300pakeHHUs U APYTHX
HpI/IJIO)KCHI/Iﬁ U MHOI'0€ Ipyroe. CHaﬁI[BI MOYKHO pacriedyaraTrb C IMOMOLIBIO IIPUHTEPA HA 6yMary WJIN Ha
MPO3PAYHBIE ITUICHKU.
3.2. Paznenurte TEKCT Ha ABE KOJIOHKH.
3.3. TekcT B IepBOM KOJOHKE CAEIANTE KPACHBIM I[BETOM, BO BTOPOU -CUHUM.
3.4. Ycra"HoBuTe BO Bcex ab3arax MeXAyCTPOUYHBINM MHTEpBal MHOXUTENIb 1,3.
3.5. Ycra”HoBuTe mapaMeTpsl CTpaHULBI : MOJSA - BepxHee - 1,5 cM, HUXKHee -
1,27 cm, neBoe - 2, mpaBoe - 1,3 cM. ; opueHTaIus JINCTa - aJb00MHas.
3.6. Cospaiite Ha aucke C: manky C Ha3BaHUEM TPYNIbl U COXPAHUTE B HEH

CBOM JOKYMCHT C UMCHCM «TekcToBbIf PECOAAKTOP».

3.7. Cozpnaiite Tabauuy:




TAPAHTUMHBINM TAJIOH Ne 529

Ne HA3BAHUE CEPUNHbBIU
OBOPYOOBAHMAHA3BAHUE HOMEP
OBOPYNOBAHUA
1
2
3
4

3.8. Jlo6aBbTe B KOHIIE TaOIULbI cTONOEl «EIUHUIIA U3MEPEHUS».

[IpenonaBarenp N.A.Denoposa




['BIIOY PecnyOmuku Mapuii Dua

«Komnemx Nunyctpuu u [lpeanpuHumMareanrcTBay
(HauMeHOBaHHE yYeOHOTO 3aBEIACHHSA)

Paccmotpeno MIIK OY ]/l u OI'CO OK3aMeHaLUUOHHbIA «YTBEPXJIAIO»
6unet Ne13 3aM. aupeKTOopa 10 y4eOHOMI
« » 2019 r. no «MuapopmaTuke» pabote
Kypc 2 Cemectp 3
IIpencenarens « » 2019 r.

1. Kakue pneiicTBUS HAZO0 COBEPLINTH, YTOOBI MNPOHYMEpPOBATH CTPAHULBI B

nokymente Microsoft Word?

2. Haumenblield CTpyKTypHOW eauHuued BHYTpu Tabiauubl B Microsoft Excel

ABJIACTCA...

3. Beimmosnnute cneayriee 3aaganue B Microsoft Word:
3.1.HabGepure caenyroumii TekcT ¢ yuetoMm mpudroBoro odopmienus (Times

New Roman, kernb - 12 myHKTOB):

TexcToBBIE MPOIECCOPBI — 3TO MPOTPAMMBI, MPEIOCTABIAONINE Oojiee IMUPOKHI Kpyr (B
CPaBHEHHH C pEJAKTOpaMH) BO3MOXXHOCTEeH ¢opmartupoBanus (WPUQPTH, TaOIHIEI,
dopmynbl), CcO3MaHUS JOKYMEHTOB, COJAEp)KAIIUX JaHHBIE pa3HBIX THIIOB (BCTaBKa
rpaguuecKkux, 3BYKOBBIX JAHHBIX), CO3JaHHUS DSJIEKTPOHHBIX JOKYMEHTOB. THIMYHBIM
IpEeICTaBUTEIEM dTON TPYNIIBI ABISETCS TEKCTOBBINM mpoueccop Word.

CymecTByeT emnie OJHa OTAENbHAs TIpyIa TEKCTOBBIX IPOLECCOPOB — 3TO HACTOJIbHBIE
U3JIATENbCKUE CUCTeMbl. B 4eM-TO OHM TOXO0XH Ha OOBIYHBIE TEKCTOBBIE MPOIECCOPHI,
MO3BOJIIIOT HaOupaTh u (HOPMATUPOBATH AOKYMEHT, HO, KaK NPaBHUJIO, MCHOJB3YIOTCS IS
BEepPCTKH. M3naTenbckue CHUCTEMBl HMEIOT MIUPOKHHA CHEKTp YHUTaeMbIX (OpMaToB, T.e.
BO3MOXXHOCTh paboTaTh ¢ aillaMu, CO3JaHHBIMH BO MHOTHUX JApPYTUX MpOrpaMMax:
TEKCTOBBIX, TI'paUYECKUX, YEPTEKHBIX. TEKCT JIerK0O MOXHO BCTaBUTh BHYTPhH IOOOTO
PUCYHKA, W PUCYHOK MOKHO BCTaBUTb B TEKCT, KpPOME TOT0, HMEITCS CpeACTBa IS
pPUCOBaHHS TMPOCTHIX (GUIYp BHYTPM CaMOM mporpamMMbl. B 1[BETHBIX H3JaHHUIX €CTb
BO3MOXXHOCThH MOPa0OTaTh C IIBETOBOM T'aMMOM, B MONHUrpauyl 3TO HA3bIBAIOT Pa3I0KEHUEM
L[BETA HA OTJEJIbHbIE COCTABIISIOLIME.

3.2.YcraHoBuTe B mepBOM ab3alle MOIYTOPHBIA MEXKCTPOUHBIM MHTEPBaJ, a BO
BTOPOM - JIBOMHOM.
3.3.YcTaHoBUTE OTCTYN KpacHOM CTpoku - 1,27 cM B 00oux ab3anax.

3.4.YcraHoBuTe BO BTOpOM ab3alie OyKBUILY.




3.5.YcraHoBuTe B mepBOM ad3alle - yIJIOTHEHHBIH MEXCHUMBOJIbHBIN MHTEPBAI.

3.6.0¢popmute BTOpOI ab3all B paMKy IIUPUHON 4,5 NT CUHETO IBETa

3.7.Co3nalite Ha aucke C: mankKy C Ha3BaHUEM TPYIIbl U COXPAHUTE B HEWH
CBOM JIOKYMEHT ¢ UMEHEM « TE€KCTOBBII peaaKkTOp».

3.8.CkonupyiiTe mepBbii ad3all B TEKCTE JABaXK]bl B KOHEI] JOKYMEHTA.

[IpenonaBarens N.A.®enoposa



['BIIOY PecnyOmuku Mapuii Dua

«Komnemx Nunyctpuu u [lpeanpuHumMareanrcTBay
(HauMeHOBaHHE yYeOHOTO 3aBEIACHHSA)

Paccmotpeno MIIK OY ]/l u OI'CO OK3aMeHaLUUOHHbIA «YTBEPXJIAIO»
6unet Ne14 3aM. qupekTopa mo yuyeOHou
« » 2019 r. no «MuapopmaTuke» pabote
Kypc 2 Cemectp 3
IIpencenarens « » 2019 r.

1. BcraButh Ta6nnuy C 3aIaHHBIM KOJIMYCCTBOM CTPOK U CTOJI6I_IOB B JOKYMCHTC

Microsoft Word M0KHO ¢ MOMOIIBIO KAKUX TEHUCTBUM?

2. Kakoii 3Hak B Microsoft Excel ornenser nenyo yactb yuciaa oT IpoOHON?

3. Brmmonnute crnenyromee 3ananue B Microsoft Word:
3.1.HaGepure cnenyromui TeKCT ¢ ydeToM mpudroBoro odopmienus (Times

New Roman, kernp -14 nyHKTOB):

Texcmosvie pedakmopbl — 93TO TPOTPAMMBI JUIS CO3JaHHMS W PEJAKTHPOBAHHS
TEKCTOBBIX JOKYMEHTOB. JTO MHChbMa, CTaTbH, CIPABKH, MOBECTH WJIM POMAaHbI M MpoYas
uHpopMalus, UMEeHyeMas TeKCTOBBIN JOKYMEHT, TEKCTOBBIH (paiiyl MM MPOCTO TEKCT.

[Mon peoaxmuposanuem mexcma TIOHUMAeTCd BECh KOMIUIEKC OMNEpalud IO
BHYTpeHHEH (CMBICJIOBOH) M BHemHeW (0hopMHUTENbCKON) paboTe Ham TekcToM. Kakmbrit
TEKCT MOYHO «KpPOWTB», T. €. BBIpe3aTb U3 HEr0 KYCKH, «CKIEHBATh» HX, BCTaBIATH B
pabounii MaTepuan 4acTH U3 JAPYTHUX TEKCTOB, MEHATh MX MeCTaMu U mp. MOXHO U3MEHATH
pacrmojio’)keHue TeKCTa Ha cTpaHume, QopmaT CTPOK U ab3ameB, BCTaBIATh B TEKCT

UITIOCTpaIuu (PUCYHKH, rpadKH, CXEMBI U TIp.).

3.2.YcraHoBuTe B NepBOM ad3alle MOITYTOPHBIM MEKCTPOUHBIA MHTEPBAJ, a BO
BTOPOM - JIBOMHOM.

3.3.YcraHoBuTe OTCTYyN KpacHOM CTpOKH - 1 cM B 00oux ab3amax.

3.4.YcranoBute BO BTOpOM ab3ale - pa3pekKEeHHbIH MEXCUMBOJIbHbBIN
UHTEpBaJ.

3.5.0¢popmute BTOpOii ab3all B ABOHHYIO paMKy KpacHOTO IIBETA.




3.6.Co3pnaiite Ha nucke C: mamkKy ¢ Ha3BaHHEM TPYIIBl U COXPAaHUTE B HEH
CBOM JOKYMEHT C UMEHEM «TEKCTOBBIM PEIAKTOP».

3.7.CxkonupyiTe nepBblid ad3al B TEKCTE ABAXK]bl B KOHEIl JOKYMEHTA.

3.8.YcranoBute B nepBoM ab3alle BbIpaBHUBAHUE IO IIMPUHE, a B MOCIEIHEM

21633116 BBIPABHUBAHHC 110 CCPCIANHC.

[IpenonaBarens N.A.®enoposa



['BIIOY PecnyOmuku Mapuii Dua

«Komnemx Nunycrpuu u [lpeanpuHuMareanrcTBay

(HauMeHOBaHHE y4eOHOTO 3aBEACHHSA)

Paccmotpeno MIIK OY ]/l u OI'CO OK3aMeHaLUUOHHbIA «YTBEPXJIAIO»
6unet Ne15 3aM. qupexTopa Mo yuyeOHou
« » 2019 r. no «MuapopmaTuke» pabore
Kypc 2 Cemectp 3
IIpencenarens « » 2019 r.

1. B nokymente Microsoft Word npu HaxaTuu KHOINKH

Ha IMaHCJIN MHCTPYMCHTOB «I'maBHaAS» 0T06pa>1<a10Tc51:

2. B Microsoft Excel B sueiiky E5 BBenu ¢opmyny

«HeneuaTaembie 3HAKNU

=$A$5*B5. 3arem sty

dbopmyny pactipoctpanuiau BHu3. Kakast ¢popmyna conepxurcs B situerike E8?

3. Beimosnnute cneayroiee 3ananue B Microsoft Word:

3.1.HabGepure cneaymomuii TEeKCT ¢ y4yeToM wIpUPTOBOTO OGOpPMIEHUA U

MapkupoBaHHOro crucka (Times New Roman, kernp - 14 nmyHKTOB):

CymiecTByeT elle OJHAa OTJAeNbHAas TPYIIa TEKCTOBBIX MPOIECCOPOB — ATO HACTOJIBHBIC
u3narenabckue cuctembl. M3narenbckue nmporpammbl (Desktop Publishing) B yemM-To moxoxu Ha
OOBIYHBIC TEKCTOBBIC MPOLECCOPbI, HO OTIMYAKTCS OT HHUX OoJee MIUPOKUM HAOOpOM
BO3MOXHOCTeH paboThl ¢ TekcToM. K U31aTeIhCKUM CHCTEMaM OTHOCSATCS TaKHe MPOAYKTHI, KakK
Adobe PageMaker, Adobe In Design, Quark X Press. IlpaBma cimemyer 3aMeTUTh, 4YTO 3Ta
pasHHIa MOCTEIICHHO CTHUpAeTcs, W Takue penaktopbl, kak Word Perfect wiu Microsoft Word

YXKE HpI/I6J'II/I)KaIOTC$I K HU3AAaTCIbCKHM IIpOrpaMMam. Bo Bcskom
o0ecneunTh Ha60p H pacliedyaTKy HCECIIOKHBIX I/I3I[3.HI/II\/'I.

cily4da€, OHH B COCTOSIHHH

OOBIYHO TEKCTOBEIE PCAAKTOPBI BKIKOYAKOT B cebs CJICAYIOINC BO3SMOKHOCTHU:

. HaboOp TEKCTa;

° KOPPCKTUPOBAHUC Ha6paHHOFO TEKCTa OOBIYHEIM CHOCO6OM, T. €. H3MCHCHHUC

OyKB, CJIOB HUT. II.;

° BbIPC3aHUC Q)paFMCHTOB TCKCTA, 3allOMHMHAHUC HUX B TCUCHUU TCKYLICTO CCaHCa

pa6OTBI, a TaKXKXC B BHJAC OTACJIBHBIX (I)aﬁHOB;
° BCTaBKa q)pal"MeHTOB B HYKHOC MCCTO TCKCTaA.

3.2.YcraHoBuTe B NEpBOM ab3alle ABOMHON MEXKCTPOUHBIM HHTEpPBal, a BO

BTOPOM - MOJIYTOPHBIH.

3.3.YcraHoBuTe OTCTYN KpacHO# cTpoku - 1,5 cM B 0oboux ab3anax.




3.4.YcranoBute BO BTOpOM ab3ale - YIUIOTHEHHBIH MEXCUMBOJIbHBIN
WHTEpBaJ, a B IepBOM al3alle pa3peKeHHBI.

3.5.0¢popmute nepBblil adb3all B IBOMHYIO paMKy CHUHETO I[BETA.

3.6.Co3pnaiite Ha nucke C: mamnkKy ¢ Ha3BaHUEM TPYIIBl U COXPAaHUTE B HEH
CBOM JOKYMEHT C UMEHEM «TEKCTOBBIM PENAKTOP.

3.7.CxonupyiiTe nepBblii ad3all B TEKCTE BaXKAbl B KOHEL JOKYMEHTA.

3.8.YcranoBute B nepBoM al3ale BbIpAaBHUBAHME MO CEPEAMHE, a B MOCIEIHEM

21633116 BbIPABHUBAHHUC 11O IIUPUHC.

[IpenonaBarens N.A.®enoposa



['BIIOY PecnyOauku Mapuii Dua

«Komnemx Nunyctpuu u [lpeanpuHumMareanrcTBay
(HauMeHOBaHHE yYeOHOTO 3aBEICHHA)

Paccmotpeno MIIK OY ]/l u OI'CO OK3aMeHaLUUOHHbIA «YTBEPXJIAIO»
6unet Ne16 3aMm. IUpeKTOpa 1Mo y4eOHOi
» 2019 r. no «MuapopmaTuke» pabote
Kypc 2 Cemectp 3
IIpencenarens « » 2019 r.

1. B Microsoft Word kHonka «PexuM uTeHus» Ha maHEIu UHCTPYMEHTOB «Bum»

npeaycMOTpeHa JUJIs...

2. B Microsoft Excel pesynbraTom Bbluncienuii B sueiike C1 Oyner:

A B C
1 |5 =A1%2 =Al1+B1
3. Brmmonnute cnenytouee 3aganue B Microsoft Word:

3.1.HabGepure cneaymomuii TEeKCT ¢ y4yeToM WIpUPTOBOTO OGOpPMIEHUA U

MapkupoBaHHOTo criucka (Times New Roman, kernp - 12 nmyHKTOB):

Texcmosvle pedakmopbl — 3TO MPOTPAMMBI U CO3AaHHUS M PEJaKTUPOBAHHUS TEKCTOBBIX
JIOKYMEHTOB. PemakTupoBaHue TEKCTa — 3TO KOMIUIEKC OIEpalfii 0 BHYTPEHHEH (CMBICIOBOIA)
u BHemHel (opopMUTENIbCKOI) paboTe Hax TeKcToM. KakIplii TEKCT MOXHO «KPOHUTHY», T.C.
BBIpE3aTh M3 HETO KYCKH, «CKJIEHBATh» WX, BCTABIATh B paboumii Marepual 4acTH W3 JAPYTUX
TEKCTOB, MEHATb HMX MECTaMH M Ip. MOXHO HM3MEHATH PACIOJOKEHHUE TEeKCTa Ha CTpPaHUIIE,
¢dopmar mpudra OTHENBHBIX CHMBOJOB, CJIOB M LeJbIX a03aueB, BCTaBIATH B TEKCT
WIUTIOCTpauu (PUCYHKH, rpadKH, CXEMBI U TIp.).

TexcToBBIE pENaKTOPBl OOECHEYMBAIOT OCHOBHBIE BO3MOXKHOCTH 10 IOATOTOBKE
HEOOJIBIINX U HECIOXKHBIX JOKyMEeHTOB. Clolla BXOASAT CIEIYIOIINEe IPOCThIE ONEpaliu:

*S BBOX ay(aBUTHO-IIU(DPOBON HHPOpPMALIHH;
*S mepeMenieHNe N0 HAOPaHHOMY TEKCTY;
*S BCTaBKa WJIH yJaJICHUE CUMBOJIOB.
A Takxe OoJyiee CIIOKHBIE onepanuu 1mo padore ¢ 6mokamu (pparMeHTaMu) Tekcra:
*S BBIZIETICHHUE 0JIOKA;
*S ynanenue 0J0Ka;
*S KomHMpoBaHHE, NEpeMelIeHIe, BCTaBKa OJI0Ka;
*S JOmMONHHUTENbHBIE YJ00CTBa (BO3MOXKHOCTh MIOUCKA ()parMeHTa, MOMCK C 3aMEHOM,
nevarh JTOKyMEeHTa U T.J.).

3.2.TekcT B mepBOM ad3alle pa3ieuTe Ha TPU KOJIOHKHU.
3.3.TekcT B nepBOM KOJIOHKE CJIIEJIANTE KPACHBIM IIBETOM, BO BTOPOM -CUHHUM, B

TpeTBeﬁ - XKCJITBIM.




3.4.YcraHoBuTe BO BcexX ab3amax MEXIyCTPOUHBI MHTEPBAJI MHOXHUTENb 1,7.

3.5.YcraHoBuTe mapamMeTpsl CTpaHULBI : MOJI - BepxHee - 1,5 cM, HUXKHee -
1,5 cm, neBoe - 2, mpaBoe - 1 cM. ; OpuUeHTaIus JIUCTA - aTbOOMHas.

3.6.Co3pnaiite Ha nucke C: mamnky ¢ Ha3BaHMEM TPYIIBI U COXPAHUTE B HEWM
CBOM JOKYMEHT C UMEHEM «TEKCTOBBIM PENAKTOP.

3.7.CxonupyiiTe nepBblii ad3all B TEKCTE BaXKAbl B KOHEL JOKYMEHTA.

3.8.YcranoBute B nepBoM al3ale BbIpAaBHUBAHME MO CEPEAMHE, a B MOCIEIHEM

21633116 BbIPABHUBAHHUC 11O IIUPUHC.

[IpenonaBarens N.A.®enoposa



['BIIOY PecnyOmuku Mapuii Dua

«Komnemx Nunyctpuu u [lpeanpuHumMareanrcTBay

(HauMeHOBaHHE yYeOHOTO 3aBEIACHHSA)

Paccmotpeno MIIK OY ]/l u OI'CO

« »

IIpencenarens

2019 r.

OK3aMeHaLUUOHHbIA «YTBEPXJAIO»
6unet Ne17 3aM. qupekTopa mo yuyeOHou
no «MuapopmaTuke» pabote
Kypc Cemectp 3
« » 2019 1.

1. UToObl OTMEHUTH MOCJEHEE JACHCTBUE, BHIIIOJHEHHOE B JOKyMeHTe Microsoft

Word, Heobxoaumo...

2. Wsamenstorca nu B Microsoft Excel mpu konupoBaHun aOCONIOTHBIE CCHUIKH?

3. Brmmonnute cnenytouee 3aganue B Microsoft Word:

3.1 Co3naiite TaOIUIY:

DopMbI JdonmymeHnst Bcero IMpouman uTor, aTrecTAUIO
o0yueHnust K 3a1uTe U MOJYYHJIHU JOKYMEHT 00 00pa3zoBaHuu
AUILIOMa Cananm Ha «4» 1 «5» N3 Hux mosxyumnian
AMILIOM € OTJMYHEM
Hroro:

3.2. Tekct B Tabnuue Times New Roman, 12 nmyHKTOB.

3.3. TekcT B 3arojioBKe TaOJHIIbl MOTYKUPHBIN.

34. BBIpaBHI/IBaHI/Ie TCKCTA B 3ar0JIOBKax Ta6J'II/IIlBI o CCpCaAnHC.

3.5. Jlo6aBbTe B TAONMIy MOCJE 3ar0JOBKOB MATh CTPOK.

3.6. BHemH0I0 pamMKy TaOIHUIbI CAEIaiiTe KpacCHON JBOMHOM.

3.7. Co3paiite Ha nucke C: mamky ¢ Ha3BaHUEM TPYNNbl U COXPAaHUTE B HEU

CBOW JOKYMEHT C UMeHeM «Tabmumay.

[IpenonaBarenp

N.A.Denoposa




['BIIOY PecnyOmuku Mapuii Dua

«Komnemx Nunyctpuu u [lpeanpuHumMareanrcTBay
(HauMeHOBaHHE y4eOHOTO 3aBEICHUS)

Paccmorpeno MIIK OVl u OI'CD OK3aMeHaLWOHHbIH «YTBEPXIAIO»
6uneTt Ne18 3aM. qupexTopa 1o yueOHou
« » 2019 r. no «Mupopmaruke» paboTte
Kype 2 Cemectp 3
IIpencenarens « » 2019 1.

1. Kak B nokymente Microsoft Word npoBeputh KOJIMYECTBO 3HAKOB B TEKCTE

BbIOpaHHOTO ab3ama?

2. Yto HCIIOJIB3YIOT I HArJIAAHOTO IPCACTABJICHUA YHCIOBLIX OJAaHHBIX B

Microsoft Excel?

3. Breimonnute crnenytouee 3aganue B Microsoft Word:

3.1. HaGepure cinenyromui TekcT ¢ yueTtoMm mpudroBoro opopmienus (Times
New Roman, kernp -12 nyHKTOB):

Ipe3entamus - 310 HAGop cnaiioB U cremPGPekToB (cnaia-QuibM), pa3JaToyHble Marepuaibl, a
TaKke KOHCIIEKT M TUIAH JIOKJIaaa, XpaHsipecs B omqHoM ¢aiine PowerPoint.
Cnaiiibpl - 5TO OTIEIBHBI CTPaHMIIBI Mpe3eHTaun. Criaiiibl MOTYT BKJIIOYATh B ceOsl 3aroJIOBOK, TEKCT,
rpaduKy, AUarpaMMbl, TaOJIHIIbI, PUCYHKH, PUCOBAHHBIE OOBEKTHI, POTOrpadiu, N300PKEHUS U IPYTUX
MPWIOKEHUH ¥ MHOTOe Apyroe. Craiipl MOXHO pacrieyaraTh ¢ MOMOIIBIO MPHHTEpPa HA Oymary Wi Ha
MPO3PAYHBIE TUICHKU.
3.2. Paznenurte TEKCT HA ABE KOJIOHKH.
3.3. TekcT B IepBOM KOJOHKE CAEIANTE KPACHBIM I[BETOM, BO BTOPOU -CUHUM.
3.4. Ycra"HoBUTE BO Bcex ab3arax MEXAYCTPOUYHBINM MHTEpBal MHOXUTENIb 1,3.
3.5. Ycra"HoBUTe MmapaMeTpsl CTpPAHULBI : IOJSA - BepxHee - 1,5 cM, HUXKHee -
1,27 cm, neBoe - 2, mpaBoe - 1,3 cM. ; opueHTaIus JINCTa - aJb00MHas.
3.6. Co3paiite Ha aucke C: manky C Ha3BaHUEM TIPYNIbl U COXPAHUTE B HEW

CBOM JOKYMCHT C UMCHCM «TekcToBbIf PECOAAKTOP».

3.7. Cozpnaiite Tabauuy:




TAPAHTUMHBINM TAJIOH Ne 529

Ne HA3BAHUE CEPUNHbBIU
OBOPYOOBAHMAHA3BAHUE HOMEP
OBOPYNOBAHUA
1
2
3
4

3.8. Jlo6aBbTe B KOHIIE TaOIULbI cTONOEl «EnUHUIIA U3BMEPEHUNY.

[IpenonaBarenp N.A.Dengoposa




['BIIOY PecnyOmuku Mapuii Dua

«Komnemx Nunyctpuu u [lpeanpuHumMareanrcTBay
(HauMeHOBaHHE yYeOHOTO 3aBEIACHHSA)

Paccmotpeno MIIK OY ]/l u OI'CO OK3aMeHaLUUOHHbIA «YTBEPXJIAIO»
6unet Ne19 3aM. aupeKTOopa 10 y4eOHOMI
» 2019 r. no «MuapopmaTuke» pabote
Kypc 2 Cemectp 3
IIpencenarens « » 2019 r.

YtoObl B pokymeHnte Microsoft Word co3matb MapKUpOBaHHBIN CIHCOK,

HE00XO0IUMO...

2. Hywmepytores au ctpoku B Microsoft Excel?

3. Beimonnute cneayruiee 3aganue B Microsoft Word:

3.1.HaGepure cnenyromui TeKCT ¢ ydeTtoM mpudrtoBoro odpopmienus (Times
New Roman, kernb - 12 myHKTOB):

TexcToBBIE MPOIECCOPBI — 3TO MPOTPAMMBI, MPEAOCTABIAIONINE Oojiee IMUPOKHHA Kpyr (B
CPaBHEHHH C pEJAKTOpaMH) BO3MOXXHOCTEeH ¢opmartupoBanus (WPUQPTH, TaOIHIEI,
dbopmynbl), CcO3laHUS JOKYMEHTOB, COJAEp)KAIIUX JaHHBIE pa3HBIX THIIOB (BCTaBKa
rpaguuecKkux, 3BYKOBBIX [JAHHBIX), CO3JaHUS DJJIEKTPOHHBIX JOKYMEHTOB. THIHUYHBIM
MPEICTAaBUTEIEM 3TON TPYIIIBI SBISETCSA TEKCTOBBIN mporeccop Word.

CymecTByeT emnie OJHa OTAENbHAs TIpyIa TEKCTOBBIX IPOLECCOPOB — 3TO HACTOJIbHBIE
U3/1aTeNIbCKUE CHUCTEMbl. B 4YeM-TO OHM MOXO0XHM Ha OOBIYHBIE TEKCTOBBIE IPOLIECCOPBI,
MO3BOJISIIOT HaOWpaTh U (HOPMATUPOBATH AOKYMEHT, HO, KaK MPABUJIO, MCHOIB3YIOTCS IS
BEepPCTKH. M3naTenbcKkue CHCTEMBl HMEIOT MIUPOKHHA CHEKTpP YHUTaeMbIX (OpMaToB, T.e.
BO3MOXXHOCTh paboTaTh ¢ aillaMu, CO3JaHHBIMH BO MHOTHUX JAPYTUX MpOrpaMMax:
TEKCTOBBIX, TI'paUYECKUX, YEPTEKHBIX. TEKCT JIErKO MOXHO BCTaBUTh BHYTpPb JII00OTO
PUCYHKA, U PUCYHOK MOKHO BCTaBUTb B TEKCT; KPOME TOr0, HMEIOTCA CpeacTBa Jid
pPUCOBaHHS TMPOCTHIX (UTYp BHYTPM CaMOM mporpamMMmbl. B 1[BETHBIX H3JaHHUIX €CTb
BO3MOXXHOCTh MOPa0OTaTh C IBETOBOI TaMMOM, B MOJHUrpa(uy 3TO HA3bIBAIOT PA3I0KEHUEM
L[BETA HA OTJEJIbHbIE COCTABIISIOLINE.

3.2.YcraHoBuTe B mepBOM ad3alle MOIYTOPHBIA MEXKCTPOUHBIA MHTEPBAJ, a BO
BTOPOM - JIBOMHOM.

3.3.YcTaHoBUTE OTCTYN KpacHOM cTpoku - 1,27 cM B 00oux ab3anax.

3.4.YcraHoBuTe BO BTOpOM ab3ale OyKBUILY.

3.5.YcraHoBuTe B epBOM ab3aile - yIJIOTHEHHBIH MEKCUMBOJIbHBIA UHTEPBAJI.




3.6.0¢popmute BTOpOI ab3all B paMKy IIMPUHON 4,5 NT CUHETO IBETa
3.7.Co3pnaiite Ha aucke C: mamnkKy ¢ Ha3BaHUEM TPYIIBl U COXPAaHUTE B HEH
CBOM JOKYMEHT C UMEHEM «TEKCTOBBIM PEIAKTOP».

3.8.CkonupyiiTe nepBbii ad3all B TEKCTE JABaXK]bl B KOHEI] JJOKYMEHTA.

[IpenonaBarens N.A.®enoposa



['BIIOY PecnyOmuku Mapuii Dua

«Komnemx Nunyctpuu u [lpeanpuHumMareanrcTBay
(HauMeHOBaHHE yYeOHOTO 3aBEIACHHSA)

Paccmotpeno MIIK OY ]/l u OI'CO OK3aMeHaLUUOHHbIA «YTBEPXJIAIO»
6unet Ne20 3aM. aupeKTOopa 10 y4eOHOMI
« » 2019 r. no «MuapopmaTuke» pabote
Kypc 2 Cemectp 3
IIpencenarens « » 2019 r.
1. Kakum 00pa3oM MOXXHO COXpaHUThb (ailil MmoJ HOBBIM HMeHeM B Microsoft

2.

3.

Word?

PaGouee mone, cocrosmee u3 ssueek B Microsoft Excel, ato

Brinonuure cnenytomee 3aganue B Microsoft Word:
3.1.HabGepure caeayromuii Tekct ¢ ydetoMm mpudroBoro opopmiuenus (Times

New Roman, kernp - 14 myHKTOB):

OOmee Ha3HAYCHHE TEKCTOBOTO peNakTopa - BBOJ TEKCTOB B KOMIIBIOTEp M HUX
pelaKTHpOBaHUE, COXpaHEHHE Ha BHEIIHEM 3armoMuHaromeM yctpoicte (B3Y) u meuars Ha
Oymare.

Besikuii TEKCT - 9TO TOCIEI0BATEIbHOCTh CUMBOJIOB. CHMBOJIBHBIA aji(aBUT KOMITBIOTEpA
conepxuT 256 3nakoB. OMH CUMBOJI 3aHUMaeT 1 OauT.

Bce cumBoubl B andasute nponymepoBanbl oT 0 mo 255. Kaxkxmomy HOMEpY COOTBETCTBYET
8-pazpsannbiii ABonuHbIA Ko7 oT 00000000 o 11111111, 3TOT KOA - MPOCTO HOMEP CUMBOJIA
B JIBOMYHOHM CHCTEME CUMCIIEHHS.

Tabmuiy, B KOTOPOH CTaBATCS B COOTBETCTBHE CHMBOJIBI, MX JECATHYHBICE HOMEpa W
JBOMYHBIC KOJbI, HAa3bIBAIOT TaOymIel komupoBku. Hambonee pacnpocTpaHeHHOW Tabmuien
Ha TMepCOHAIBHBIX KommbloTepax sBisercs konq ASCII. He Bce koapl oToOpaxkaroTcs Ha
JKpaHE B BHJIC CUMBOJIOB. HEeKOTOpbIE SABIISIOTCS yIPABJISIOMKUMHE - YIIPABISIOT IMEYATHIO WU
BBIBOJIOM Ha 3KpaH.

3.2.YCTaHOBUTE B TEKCTE MOJYTOPHBIA MEKIYCTPOUYHBI HHTEPBAIL.
3.3.YcTaHoBuTe OTCTYN KpacHOU cTpoku - 1,29 cm Bo Bcex ab3anax.
3.4.YcraHnoBute B TpeTheM al3ane OyKBULLY.

3.5.YcranoBute B nepBoM ab3aue orcrym nojucie 10 or.

3.6.0¢popmute BTOpOii ab3all B paMKy IIHUPUHON 2,5 NT 3€JIEHOr0 1IBETA.




3.7.Co3pnaiite Ha aucke C: mamnkKy ¢ Ha3BaHHEM TPYIIBl U COXPAaHUTE B HEH
CBOU TOKYMEHT ¢ UMEHEM «TEeKCTOBBIM peAaKTOpP».

3.8.CkonupyiiTe mepBbIi ad3all B TEKCTE JABAXK/Ibl B KOHEI] JOKYMEHTA.

[IpenonaBarens N.A.®enoposa



['BIIOY PecnyOmuku Mapuii Dua

«Komnemx Nunyctpuu u [lpeanpuHumMareanrcTBay
(HauMeHOBaHHE yYeOHOTO 3aBEIACHHSA)

Paccmotpeno MIIK OY ]/l u OI'CO OK3aMeHaLUUOHHbIA «YTBEPXJIAIO»
6unet Ne21 3aM. qupekTopa mo yuyeOHou
« » 2019 r. no «MuapopmaTuke» pabote
Kypc 2 Cemectp 3
IIpencenarens « » 2019 r.
1. B kaxo# Bkianke B Microsoft Word Haxomarcs MHCTpYMEHTHI sl BbIOOpa

OpUCHTAlIUHU CTpaHI/II_IBI?

Kak o3arnasieHbl Ha3BaHus cToJIOOB B Microsoft Excel?

Brinonnure cnenytouee 3aganue B Microsoft Word:
3.1.HabGepure caeayromuii Tekct ¢ ydetoMm mmpudroBoro opopmiuenus (Times

New Roman, kernp -14 nyHKTOB):

Texcmosvie pedakmopvbl — 3TO TPOTPAMMBI JUIS CO3JaHHS W PEJAKTHPOBAHHS
TEKCTOBBIX JOKYMEHTOB. JTO MHUChbMa, CTaTbhH, CIPABKH, MOBECTH WJIM POMAaHbI M MpoYas
uHpopMaIus, UMEHyeMas TeKCTOBBIN JOKYMEHT, TEKCTOBBII (paiiil MM MPOCTO TEKCT.

[Mon peoaxmuposanuem mexcma TIOHUMAeTCd BECh KOMIUIEKC OMNEpalud IO
BHYTpeHHEH (CMBICJIOBOH) M BHemHeW (0hopMHUTENbCKON) paboTe Ham TekcToM. Kakmbrit
TEKCT MOYHO «KpPOWTB», T. €. BBIpe3aTb U3 HEr0 KYCKH, «CKIEHUBATh» HX, BCTaBISATH B
pabounii MaTepuan 4acTH U3 JAPYTHUX TEKCTOB, MEHATh MX MeCTaMu U mp. MOXHO U3MEHATH
pacrmojio’)keHue TeKCTa Ha cTpaHume, QopmaT CTPOK U ab3ameB, BCTaBIATh B TEKCT

UITIOCTpaIuu (PUCYHKH, rpadyKH, CXEMBI U TIp.).

3.2.YcraHoBuTe B NepBOM ad3alle MOIYTOPHBIA MEXKCTPOUHBIA MHTEPBAJ, a BO
BTOPOM - JIBOMHOM.

3.3.YcraHoBuTe OTCTYyN KpacHOM CTpOKH - 1 cM B 00oux ab3amax.

3.4.YcranoBuTte BO BTOpOM ab3ale - pa3pekKEHHbIH MEXKCUMBOJIbHbBIN
UHTEpBaJ.

3.5.0¢popmute BTOpOii ab3all B JBOHHYIO paMKy KpacHOTO IIBETA.




3.6.Co3pnaiite Ha nucke C: mamkKy ¢ Ha3BaHHEM TPYIIBl U COXPAaHUTE B HEH
CBOM JOKYMEHT C UMEHEM «TEKCTOBBIM PEIAKTOP».

3.7.CxkonupyiTe nepBblid ad3al B TEKCTE ABAXK]bl B KOHEIl JOKYMEHTA.

3.8.YcranoBute B nepBoM ab3alle BbIpaBHUBAHUE IO IIMPUHE, a B MOCIEIHEM

21633116 BBIPABHUBAHHC 110 CCPCIANHC.

[IpenonaBarens N.A.®enoposa



['BIIOY PecnyOmuku Mapuii Dua

«Komnemx Nunyctpuu u [lpeanpuHumMareanrcTBay
(HauMeHOBaHHE yYeOHOTO 3aBEIACHHSA)

Paccmorpeno MIIK OVl u OI'CD OK3aMeHaLNOHHbI «YTBEPXIAIKO»
6unet Ne22 3aM. qupexTopa Mo yuyeOHou
« » 2019 r. no «MupopmaTrke» pabore
Kypc 2 Cemectp 3
[Ipencenarens « » 2019 r.

1. B xaxoit B Microsoft Word Bkianke HaxoAsTC MHCTPYMEHTHI AJid paboThI ¢

IrpaHULlaMU CTpaHuI?

2. Yewm ompenensetcs aapec sueiiku B Microsoft Excel?

3. Beimosnnute cneayrouee 3aaganue B Microsoft Word:
3.1.HabGepure cneaymomuii TEeKCT ¢ y4yeToM wIpUPTOBOTO OGOpPMIEHUA U

MapkupoBaHHOTo crucka (Times New Roman, kernp - 14 nmyHKTOB):

CymiecTByeT ele OJHA OTJAeNbHAas TPYIIa TEeKCTOBBIX MPOIECCOPOB — ATO HACTOIBHBIC
u3aarenabckue cuctembl. M3narenbckue nmporpammel (Desktop Publishing) B yeM-To moxoxu Ha
OOBIYHBIC TEKCTOBBIC MPOLECCOPbI, HO OTIMYAITCI OT HHUX OoJiee MIUPOKUM HAOOpOM
BO3MOXHOCTeH paboThl ¢ TekcToM. K U31aTeIhCKUM CHCTEMaM OTHOCSTCS TaKHe MPOAYKTHI, KakK
Adobe PageMaker, Adobe In Design, Quark X Press. IlpaBma ciemyer 3aMeTuUTh, 4YTO 3Ta
pasHHIa MOCTEIICHHO CTHUPAeTcs, U Takue penaktopbl, kak Word Perfect wiu Microsoft Word
yKe TPUOIMKAITCI K U3IAaTeIbCKHUM MporpaMMaM. Bo BCSKOM cliydae, OHH B COCTOSIHHH
obecrieunTh HAOOP M pacreyaTKy HECIOXKHBIX WU3JaHUH.

OOBIYHO TEKCTOBBIC PEAAKTOPHI BKIIOYAIOT B Ce0s CIIEAYIOMINE BO3MOXKHOCTH:

. HaboOp TEKCTa;

. KOPPEKTUPOBaHUE HAOPaHHOTO TEKCTa OOBIYHBIM CIIOCOOOM, T. €. W3MCHCHHE
OYyKB, CJIOB HUT. I.;

. BbIpe3aHue (parMeHTOB TEKCTa, 3allOMHHAHHE WX B TCUCHHWM TEKYIIETO CeaHca
paboThI, a TAKXKE B BUJE OTACIbHBIX (HaliiIoB;

. BCTaBKa ()parMeHTOB B HY)KHOE MECTO TEKCTa.

3.2.YcraHoBuTe B NHEpBOM ab3aile ABOMHON MEXCTPOUHBIM HHTEpPBal, a BO
BTOPOM - IIOJIYTOPHBIM.

3.3.YcraHoBuTe OTCTYyn KpacHOM CTpokH - 1,5 cM B oOoux ab3anax.

3.4.YcranoBute BO BTOpOM a03ale - YIUIOTHEHHBIH MEXCUMBOJIbHBIN
WHTEpBaJ, a B IepBOM al3ane pa3peKeHHBbI.

3.5.0¢popmute nepBblil adb3all B IBOMHYIO paMKy CHUHETO I[BETA.




3.6.Co3pnaiite Ha nucke C: mamkKy ¢ Ha3BaHHEM TPYIIBl U COXPAaHUTE B HEH
CBOM JOKYMEHT C UMEHEM «TEKCTOBBIM PENAKTOP».

3.7.CkonupyiTe nepBbIi ad3all B TEKCTE JABaXK]bl B KOHEI] JJOKYMEHTA.

3.8.YcranoBute B nepBoM ab3ale BbIPABHUBAHHUE IO CEPEANHE, a B MOCIEIHEM

21633116 BBIPABHUBAHHUC 11O IIUPUHC.

[IpenonaBarens N.A.®enoposa



['BIIOY PecnyOmuku Mapuii Dua

«Komnemx Nunyctpuu u [lpeanpuHumMareanrcTBay
(HauMeHOBaHHE yYeOHOTO 3aBEIACHHSA)

Paccmotpeno MIIK OY ]/l u OI'CO OK3aMeHaLUUOHHbIA «YTBEPXJIAIO»
6unet Ne23 3aM. aupeKTOopa 10 y4eOHOMI
» 2019 r. no «MuapopmaTuke» pabote
Kypc 2 Cemectp 3
IIpencenarens « » 2019 r.

1. Utobbl BcTaBuTh B A0KyMeHT Microsoft Word Ttekyuryro aaty u Bpewms,

HE00XO0IUMO...

2. Kak nobaBisitoTcst cTpoku win ctondusl B Microsoft Excel?

3. Beimosnnute cneayroiee 3aganue B Microsoft Word:
3.1.HabGepure cneayromuii Tekct ¢ yuetoMm mmpudroBoro opopmiuenus (Times

New Roman, kernp -12 nyHKTOB):

Texcmogovlii _pedakmop —  CaMOCTOSITE€IbHAs  KOMIIbIOTEpHAs  IporpamMma  WId
KOMIIOHEHT  HpPOrpaMMHOI0  KOMIUIEKca  (Hampumep,  peJakTop  HCXOJHOro  Koja
UHTETrPUPOBAHHON cpeabl pa3pabOTKM MM OKHO BBoJAa B Opay3epe), NpelHa3HaueHHas s
CO3/IaHUsl ¥ U3MEHEHUS TEKCTOBBIX JaHHBIX B OOLIEM U TEKCTOBBIX ()aliJIOB B YACTHOCTH.

TexcToBBIE peHaKTOpPbl MpeAHa3HAYECHBl s pabOThl C TEKCTOBBIMH (ainamu B
WHTEpPAaKTUBHOM pexkuMe. OHM MO3BOJISIOT MPOCMATPUBATh COAEPKMMOE TEKCTOBBIX (alIoB U
NPOU3BOAUTH HaJ HHUMH pa3jiuyHble IEHCTBUS — BCTaBKY, yJaJ€HHME U KONHMPOBAHME TEKCTA,
KOHTEKCTHBIA MOUCK M 3aMEHY, COPTHUPOBKY CTPOK, MPOCMOTP KOJAOB CUMBOJIOB M KOHBEPTALUIO
KOJUPOBOK, M€4YaTh U T. II.

YacTo  MHTEpaKkTHBHBIE  TEKCTOBbIE  PEAAKTOPbl  COJAEPKAT  JIOMOJHHUTENIbHYIO
(GYHKIIMOHATBHOCTh, MPHU3BAaHHYID AaBTOMAaTU3HPOBATh JEHCTBUS IO pEAaKTUPOBAaHUIO (OT
3alMChIBAEMbIX IIOCJIEIOBATENBHOCTEH HA)KaTHHM KJIABHIL 10 MOJHOLIEHHBIX BCTPOCHHBIX SI3BIKOB
MpOrpaMMHUpPOBaHUs), WIM OTOOpaXalOT TEKCTOBbIE JTAaHHbIE CHEIUaIbHBIM 00pa3oM (Hampumep,
C TMOJICBETKOI CHUHTAaKCHCA).

3.2.TekcT B nepBoM ab3alie pa3/equTe Ha ABE KOJIOHKHU.

3.3.YcranoBute BO Bcex ab3amax MeXIyCTPOUHBI MHTEPBAI MHOXUTENb 1,2.

3.4.YcranoBute BO BTOpOM ab3ale - VYIJIOTHEHHBIH MEXCHUMBOJIbHBIN
MHTEpBAJI, a B IEPBOM ab3alle pa3peKeHHBIMH.

3.5.YcraHoBuTe mapaMeTpsl CTPaHHUIBI : MOJIS - BepxHee - 1,5 cM, HUXHee - 2

CM, JICBOC - 3, IIpaBocC - I cm. , OpHUCHTAIU:A JIUCTA - aJIbOOMHasI.




3.6.Co3pnaiite Ha nucke C: mamkKy ¢ Ha3BaHHEM TPYIIBl U COXPAaHUTE B HEH
CBOM JOKYMEHT C UMEHEM «TEKCTOBBIM PENAKTOP».

3.7.CkonupyiTe nepBbIi ad3all B TEKCTE JABaXK]bl B KOHEI] JJOKYMEHTA.

3.8.YcranoBute B nepBoM ab3ale BHIpAaBHUBAHHUE IO CEPEANHE, & B MOCIEIHEM

21633116 BBIPABHUBAHHUC 11O IIUPUHC.

[IpenonaBarens N.A.®enoposa



['BIIOY PecnyOmuku Mapuii Dua

«Komnemx Nunyctpuu u [lpeanpuHumMareanrcTBay
(HauMeHOBaHHE yYeOHOTO 3aBEIACHHSA)

Paccmotpeno MIIK OVl u OI'CO OK3aMeHaLUUOHHbIA «YTBEPXJIAIO»
6unet Ne24 3aM. qupekTopa mo yuyeOHou
» 2019 r. no «MuapopmaTuke» pabote
Kypc 2 Cemectp 3
IIpencenarens « » 2019 r.

1. B kakoil Bkiaake B Microsoft Word HaxoasTcsi HHCTpYMEHTHI JIJI1 U3MEHEHUS

BBICOTHI CTPOK B Ta6JII/II_IC?

2. Kakum o0pa3zom M0xHO 00BeTUHUTH stueiiku B Microsoft Excel?

3. BeimosnnuTte cneayrouee 3aganue B Microsoft Word:
3.1.HabGepure cneaymomuii TEeKCT ¢ y4yeToM MIpU@PTOBOTO OGOpPMIEHUA U

MapkupoBaHHOTo cnucka (Times New Roman, kernp - 12 nmyHKTOB):

Texcmosvle pedakmopbl — 3TO MPOTPAMMBI U CO3AAHHUS M PEJaKTUPOBAHHUS TEKCTOBBIX
JIOKYMEHTOB. PemakTupoBaHue TEKCTa — 3TO KOMIUIEKC OIEpalii Mo BHYTPEHHEH (CMBICIOBOIA)
u BHemHe#d (opopMUTETbCKOI) paboTe Haa TeKCToM. KakIblii TEKCT MOMXHO «KPOUTBHY, T.C.
BBIpE3aTh M3 HETO KYCKH, «CKJIEHBATh» WX, BCTABJIATh B paboumii Marepual 4acTH W3 JAPYTUX
TEKCTOB, MEHATh HMX MECTaMH M Mp. MOXHO H3MEHSTh PACIOIOKEHHE TEKCTa Ha CTpaHHIIE,
dopmar mpudra OTHENBHBIX CHMBOJOB, CIOB M II€NbIX a03ameB, BCTaBISATh B TEKCT
WIUTIOCTpauu (PUCYHKH, rpadKH, CXEMBI U TIp.).

TexcToBBIE pEeNaKTOPBl OOECHEYMBAIOT OCHOBHBIE BO3MOXKHOCTH IO IOATOTOBKE
HEOOJIBIINX U HECIOXKHBIX JOKyMeHTOB. CIo/la BXOAAT CIEIyIOIIHe IPOCThIC ONEpaIiu:

*S BBOI aN(aBUTHO-ITU(DPOBON HHPOpPMAIIHH;
*S mepeMenieHUe N0 HAOPAaHHOMY TEKCTY;
*S BCTaBKa WJIH yJaJICHUE CUMBOJIOB.
A Takxe OoJyiee CIIOKHBIE onepanuu 1mo padore ¢ 6mokamu (pparMeHTaMu) Tekcra:
*S BBIZIETICHHUE 0JIOKA;
*S ynanenue 0J0Ka;
*S KomHMpoBaHHE, NEpeMelIeHIe, BCTaBKa OJI0Ka;
*S JOMOJHHUTENbHBIE YI00CTBa (BO3MOXKHOCTh MIOUCKA (parMeHTa, IMOUCK C 3aMEHOi,
nevarh JTOKyMEeHTa U T.J.).

3.2.TekcT B mepBOM ad3alle pa3ieuTe Ha TPU KOJIOHKHU.
3.3.TekcT B nepBOM KOJIOHKE CIIEJIANTE KPACHBIM IIBETOM, BO BTOPOM -CUHHUM, B
TPETHEMN - KEIITHIM.

3.4.YcraHoBuTe BO Bcex ad3amax MEXAYCTPOUYHBIA MHTEPBAJI MHOXUTENb 1,7.




3.5.YcraHoBuTe mapamMeTpsl CTpaHULBI : MOJIsI - BepxHee - 1,5 cM, HUXKHee -
1,5 cm, neBoe - 2, mpaBoe - 1 cM. ; OpuUeHTAaIus JIUCTA - aTbOOMHas.

3.6.Co3pnaiite Ha nucke C: mamkKy ¢ Ha3BaHUEM TPYIIBl U COXPAaHUTE B HEH
CBOM JOKYMEHT C UMEHEM «TEKCTOBBIM PENAKTOP».

3.7.CxonupyiiTe nepBblil ad3al B TEKCTE IBaXAbl B KOHEL JOKYMEHTA.

3.8.YcranoBute B nepBoM al3ale BbIpAaBHUBAHME MO CEPEAMHE, a B MOCIEIHEM

21633116 BbIPABHUBAHHUC 11O IIUPUHC.

[IpenonaBarens N.A.®enoposa
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1. B xaxo#t Bkiaake B Microsoft Word HaxonmsiTcs MHCTPYMEHTHI JIJIi BCTaBKU B

AOKYMCHT CIICHUAJIBHBIX CHUMBOJIOB?

2. Kakum o0pa3oM MOKXHO pacCTaBUTh rpaHUllbl ssiueek B B Microsoft Excel?

3. Brmmonnute cnenytouee 3aganue B Microsoft Word:

3.1 Co3naiite TabIUIY:

DopMbI JdonmymeHnst Bcero IMpouman uTor, aTrecTAUIO
o0yueHnust K 3a1uTe U MOJYYHJIHU JOKYMEHT 00 00pa3oBaHuu
AHILIOMA Cnaau Ha «4» 1 «5» N3 HuX mosy4n/iu
AMILIOM € OTJMYHEM
Hroro:

3.2. Tekct B Tabnuue Times New Roman, 12 nmyHKTOB.

3.3. TekcT B 3arojioBKe TaOJHIIbI MOTYKUPHBIN.

34. BBIpaBHI/IBaHI/Ie TCKCTA B 3ar0JIOBKax Ta6J'II/IIlBI o CCpCaAnHC.

3.5. Jlo6aBbTe B TAONMIy MOCJE 3ar0JOBKOB MATh CTPOK.

3.6. BHemHO0 paMKy TaOJULbl ClIeIaiiTe CUHEW BOMHOMA.

3.7. Co3paiite Ha nucke C: mamky ¢ Ha3BaHUEM TPYMNNbl U COXPAaHUTE B HEU

CBOM JOKYMEHT C UMeHeM «Tabmumay.

[IpenonaBarens

N.A.Denoposa




