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1. HEJIN U 3AJIAYUN OCBOEHUSA JUCLHUITIINHbI

Leanb aucuMIIMHBI
[TpuoOpeTeHne TMPAKTUYECKUX HABBIKOB M TEOPETUUYECKUX 3HAHUNW OTHOCHUTEIHLHO
(YHKIIMOHAJIBHBIX BO3MOXKHOCTEM TEKCTOBOTO pPelakTopa U CO3JAHUS MYJIbTUMEIUNHBIX
MHTEPAKTUBHBIX MIPE3EHTAIIN; TPUOOpETeHHe MPAKTHYECKOH pabOTBHl IO CO3JAaHMIO,
(hOopMaTUPOBAHUIO U PETAKTUPOBAHUIO TPaUIECKUX OOBEKTOB.

3aaum JUCHUILIMHBI:
- (opmupoBaTh paclIMpeHHbIe 3HAHUSI PA0OTHI B TEKCTOBOM PEAKTOPE;
- HAy4YUTh CTYJAEHTOB MPABWIHHO OPOPMIIATH TOKYMEHTHI;
- peIIUTh MHOXECTBO MPOOJIEM, CBSI3aHHBIX C IMOJTOTOBKOW pPa3IMYHBIX [JOKIIA/IOB,
OTYETOB, PACUETOB U aHAJIN30B JAHHBIX.

2. MECTO YYEBHOTI'O ITPEJIMETA B CTPYKTYPE OBPA3OBATEJBHON
IMPOT'PAMMBI
[Tpennaraemasi TUCUMIUIMHA OTHOCUTCS K (DaKyJIbTAaTUBHBIM JTUCHUILIMHAM.
71 yCENIHOTO OCBOCHMS JaHHOW IUCHIMIUIMHBI HEOOXOAWMBI 0a30BbIe 3HAHHMS Kypca
«Mupopmatuka» B 06beMe cpegHeit 001eo0pa3oBaTeIbHOM HIKOJIBI.
JucuuruiiHa 3aHUMaeT Ba)XHOE MECTO B IMpOrpaMMme IMOJArOTOBKM OakaiaBpa, TaK Kak
WCIIOJIb3yeTCs ISl aHallu3a, PAcueTOB U KOMIIBIOTEPHOrO OGOPMIIEHUS KYpPCOBBIX padOT
(TPOCKTORB) U BBIMMYCKHBIX KBATM(PUITMPOBAHHBIX PaOOT.

3. KOMIIETEHIIMHN OBYYAIOLIIEI'OCS, POPMUPYEMBDIE B PE3YJIBTATE
OCBOEHUA YYEBHOI'O ITPEJJMETA 1 UHANKATOPBI UX JOCTUKEHUS

3.1 I[OHOJ'IHI/ITCJ'H)HBIC HpO(bCCCI/IOHaJ'II)HI)IC KOMIICTCHLIN

Kon )51 HauMeHoBaHue | Kon ¥ HaumMeHOBaHME MHAMKATOpA JIOCTHXKEHMS
JOTIOJIHUTEIIbHOM JOTIOJIHUTEIbHON MPOheCCHOHAIbHON KOMIIETEHIINH
npogeccuoHaIbHOM

KOMIIETEHLINU

AITK -1 Cnocobuocts pemats | U[-1  AIIK-1  3HaTth  cTpaTerun  JOCTUXKEHUS
JMYHOCTHBIE 33/la4M B IIpOLECCE | IMYHOCTHBIX  LEJIed B IpOILecce  peainu3aluu
peanu3alvy  HUHIUBUAYAIBHOW | MHAMBUYATIbHOM 00pa30BaTEIbHOM TPAeKTOPUHU
00pa3oBaTeIbHON TPACKTOPUHU NA-2 AIIK-1 VYmeTh olleHHMBATH CBOM MOTPEOHOCTH,
BO3MOYHOCTH, CIIOCOOHOCTH, MEPCHEKTUBBI, HHTEPECHI,
YCWJIMS B PELIEHWH JIMYHOCTHBIX 33aJauy C LeJbIo
dbopMHupOBaHUS UHIUBUAYAITBHOW 00pa3oBaTEIbHOU
TPaeKTOPUU

NA-3 AITK-1 BrageTs MeTO1aMU pelIeHUs] TUYHOCTHBIX
3aJa4 B IIpollecce pealu3alud HWHAMBUAYAJIbHOMN
00pa30BaTEIbHON TPACKTOPHUHU.

4. CTPYKTYPA YUEBHOTI O IIPEJIMETA

OOmass TpymoeMKoCTh YyueOHoro mpeaMera cocrtaBiseT 1.00 3aueTHbIX eguHMIBI, 36.0
aKaJIEMUYECKUX YaCOB.

1 — Ne /it

2 —Tema (pazaein) yueOHOTO peaMeTa, KypcoBasi padoTta (ITpoeKT), MPOMEXKYTOUHAS aTTeCTaALIUS
3 — Cemectp

4 — Busibl KOHTAKTHOW PAa0OTHI M TPYIOEMKOCTH (B aKaJJeMUIECKHX Yacax)

4.1 - JI (Jlexuun)

4.2 — JIlexuuu B BUAEC NPAKTUUYECKOM MOATOTOBKHU



4.3 — 13 (ITpakTUueckue 3aHITH)

4.4 — TTpakTUUYECKHE 3aHITHUS B BUJIC MPAKTUIECKON TTOATOTOBKHU
4.5 — JIP (JTabopaTopHbie pabOThI)

4.6 — JlabopaTopHble paOOThI B BU/I€ MPAKTUYECKON MTOATOTOBKHU
4.7 — NKP (Muas xoHTakTHas paboTta)

4.8 — KTO (KoHTpoJib TEOPETHYECKOTO OOYUCHHUS)

4.9 — KO (KoHTposb Ha sK3aMeHe)

5 — KoHTpoJib (B aKaJIeMUUECKUX YaCaX)

6 — CaMmocTtosTenpHas paboTa (B akaJeMHUISCKUX Jacax)

7 — @OpMBI TEKYLIETO KOHTPOJIS YCIIEBAEMOCTH

1 2 3 4 5 6 7
4114243144 (451464714849

1 TexcToBbIN 4 12 12 TECT,

penaxKTop WHUBUIYATh
HbIE 3aJaHUS

2 ITporpamma 4 4 7.8 TECT,
IMOATOTOBKH WHIUBUIYATh
3JIEKTPOHHBIX HbIC 3aIaHUS
Mpe3eHTANN

3 3auer 4 0.2

Hroro 0.0 0.0 16.0 00]02]100] 0.0 19.8

5. COAEP’KAHME YYEBHOI'O ITPEJIMETA

5.1. JIaGopaTopHble 3aHATHUS

HaumMenoBaHue TeMbl COI[Cp)KaHI/Ie TCMBbI

TexkcToBrbIl perakTop CoznaHue TeKCTOBOro JOoKyMeHTa. OCHOBHBIE MOHSITHUS
nu Hactpoiiku. Co3gaHWe CTPYKTYypbhl JOKYMEHTA.
Haznauenue crtuneii. Co3maHue OTIJIaBIICHUS, CIIHCKa
nutepatypbl. I'paduyeckue smemeHTHl  SmartArt.
OOBeKThI WordArt. Kaptunku, JIarpaMMbl,
TaOyJIAIMS, CIUCKU, CTUJIA, KOJIOHKH, KOJOHTUTYJIBI,
CHOCKH, TIEPEKPECTHBIC CCBUIKHM, OBICTpBIE IEPEXObI,
coptupoBka. Tabmuubl u dopmynasl. OdopmieHue
TUTYJILHOTO JIUCTA.

ITporpamma MOJArOTOBKHU | DTanbl IUIAHUPOBAaHUS IMpe3eHTauuil. TpeboBaHug K
3JIEKTPOHHBIX IIPE3EHTALAN COIEp)KaHUIO,  OGOPMIIEHHI0O M PACIHOJIOKEHUIO
uHpopmanmu. Pa3paborka [u3aiiHa NOpe3eHTaLUu:
paMKM, T'paHULBI, 3aJIUBKH, THUIIEPCCBUIKU, IEPEXOMBI,
AHUMAIMH, TAaOIUIEI, Tpaduka.

6. CAMOCTOSATEJIBHASA PABOTA

Ne | HaummeHoBaHMe TeMBbI Copepxanue TeMbI (pa3jena) TpynoeMkocThb
n/m (paznena) B
aKaJeMUYECKUX
yacax
1 TexcroBrlii pegakTop | Beimoanenue J1a00paTOPHBIX pabor, | 12
WHVMBUIYAJIbHBIX 331aHUN
2 ITporpamma Boinosnnenue J1abOPATOPHBIX pabor, | 7.8




MOATOTOBKU MHAWBUYAJIbHBIX 3aIaHUN
3JIEKTPOHHBIX
MPE3eHTANN

7. OBPA3OBATEJIBHBIE TEXHOJIOT'MN

HNnTerpanpayio  Momenb 00pa3oBaTeIbHOrO TMpoliecca MO AUCHUIUINHE (POPMHUPYIOT
TEXHOJIOTUM METOJIOJIOTUYECKOTO YPOBHS: MOJYJBHO- PEUTUHIOBOE OOYUYEHHUE, TEXHOIOTUS
MO3TANTHOr0 (POPMUPOBAHUSI YMCTBEHHBIX JACUCTBUIA, TEXHOJOTHUS PA3BUBAIOIIETO OOYUYEHUS,
3JIEMEHThI TEXHOJIOTUU Pa3BUTUSI KPUTUUYECKOTO MBIIIIEHUS, camoymnpasiienue. Ha 3anstusx
WCIIOJIBb3YIOTCS METOJbl AKTUBHOTO OOYYEHMS: METOJ MPOEKTOB, MO3TOBOHM IITYpM,
UHTEpAKTUBHAS JJaOopaTopHas padoTa.
Pexomennyercs ucnonb3oBaHue HMHGOPMALMOHHBIX TEXHOJOTHMH MpPH  OpraHU3alMU
KOMMYHUKAIIMH CO CTYACHTAMM JJIsI IIpeICTaBIeHUs UH(GOPMAIUH, BbIIAYl PEKOMEH AN 1
KOHCYJIbTUPOBAHUS IO ONEPATHUBHBIM BOIMpocaM (3JIEKTPOHHASI IOYTa), MCIOJIb30BaHUE
MYJIbTUMEINA-CPEACTB MPU MPOBEICHUN Ta00OPATOPHBIX 3aHSATUM.

8. OUEHOYHBIE CPEJCTBA JJISI IPOMEXYTOYHOM ATTECTALIUU
[TpomexxyTouHast aTTecTalus o UTOraM OCBOEHUS AUCLIMIUIUHBL: 3a4eT (4 cemecTp).
Bompocsr k 3auety (4 cemecTp)

1. Ha3nauenue u pyHKIIMOHAIbHBIE BO3MOXKHOCTH TEKCTOBOTO PEeIaKTOpa.
2. Ilonsatue pegaktupoBaHus. Kakue onepanuu OTHOCSTCS K MPOLIECCY peAaKTUPOBAHUS?
3. Tlonstue ¢QopmatupoBanus. Kakue wu3 omnepauuii OTHOCSTCS K  IPOLECCY
dbopmaTupoBaHus?
4. Yro takoe mabnon? Co3nanue. [Ipumenenue. Haznauenue.
5. Coxpanenue nokymeHTta. Kakue BO3MOKHOCTU JOCTYIHBI IPU COXPAHEHUU JOKYMEHTA?
YcTraHOBKA 3aILUTHI.
6. Ilonsarue mpudra. PopmatupoBanue mpudra.
7. Tlonstue ab3ana. @opmaTupoBaHue ad3aria.
8. dopmaTupoBaHUE CTPAHULIBI.
9. Tunepccouiku. Onpenenenue. Bunabl (BHyTpeHHss, BHelHss). Co3naHue.
10. Ctunu. Onpenenenue. Ha3zHauenue.
11. Ornasnenue. Co3gaHue orjiaBieHUs C IPUMEHEHHEM I0JIb30BATEILCKUX CTUIICH.
12. ABTOMATHYECKHUE CITUCKHU.
13. TaGauLmel
14. Pegaktop hopmyii.
15. Pexxumbl mpesicTaBieHus JOKYMEHTA Ha 9KpaHe. XapaKTEPUCTUKA PEXXUMOB.
16. IlpoBepka mpaBonucaHusi. 3amycK pexxnuMoB MpoBepku. Mcnpasienue ommboxk.
17. Ilanens nmoucka (kaaBuma F5). Kak MOXXHO OBICTPO MEepeMeCTUTHCS K HY)KHOMY MECTY
MHOTOCTPAHUYHOI'O JOKyMeHTa? (3aKIaKH, TUIIEPCChUIKH).
18. Kononturynsl. Ilpegnasnauenue. BecraBka. I3menenue. Y nanenue.
19. Paznenst. Korna cnenyer pa3buBaTh JOKYMEHT Ha pa3HbIE pa3esbl?
20. Berpoennnie u nepemeniaeMmble 00bekThl. Onpenenenue. Co3ganue. Mcnonb3oBanue
OLE-npoTokoia. Buenpennsie u cBa3aHHble 00beKkThl. Onpenenenue. Co3ganue.
21. Mcnonb30BaHUE MYJIbTUMEIUUHBIX TEXHOJIOTUI MPU MOJATOTOBKE MPE3EHTALIUMN.
22. CTpyKTypa U CLIeHapUi ITPE3eHTALINH.
23. T'paduueckuii u3aifH, aHUMAIMOHHBIE J(PGEKThI, MHCIOJb30BAHUE BUIIEO- U
ayoMaTepuasoB B MPE3eHTAIUSX.
24. Tunbl npe3eHTalUN.
25. BxiroueHue TabIuIl B MPE3EHTALIMIO.
26. TexHOoIOrMK MYJIBTUMEINA.
27. KoMIIIeKCHOE TIpeACTaBIIEHUE TEKCTOBOM, rpaduueckoi, ayaro- U BUI€OUH(POPMAIIUH.
28. MHcnonb3oBaHME MYIbTUMEIUMHBIX TEXHOJOTUM [JI1 CO3[aHUS 3JIEKTPOHHBIX
MIPE3EHTALUMN.
29. Tunbl npe3eHTauui, 00JaCTU UX TPUMEHEHUS.
30. OcHOBHBIE 3TAllbl CO3[JaHUS TPE3EHTALUH.



9. YYEBHO- METOANMYECKOE U NTHOOPMAIIMOHHOE OBECIIEHEHUME
YUEBHOTI O INPEJIMETA

a) JuTepaTtypa
1. Kamumranos, JI. B. Microsoft PowerPoint 2016. PacmmpeHHBI Kypc: ydeOHO-

Metoanueckoe rocodoue/ JI. B. Kamuranos, O. B. KamuranoBa. — Hwxuuit HoBropon :
HHI'Y um. H. H. JlobaueBckoro, 2018. — 83 c¢.— Tekcr: anextponHsii // Jlaus :
3NIeKTpOHHO- Oubnuoteunast cucrema. — URL: https:// e.lanbook.com/ book/144675 (nata

oOpamenus: 14.02.2024). — PexxuM noctyna: 1jisi aBTOPU3. TTOJIb30BATENICH.
2. Kauanosckuii, FO. I1. TexHomornu o0paboTku MHGOPMAIIUA B TEKCTOBOM IIPOIECCOPE
Microsoft Word : MeTonrueckue yka3aHusl K IPOBEACHUIO JTAOOPATOPHOI pabOTHI IO KypCy
«Andopmatuka» / FO. II. Kauanosckuii, A. C. IlwupoxoB. — Jlunenxk : Jlunemkuit
roCyIapCTBeHHBIM TexHuueckuii yHuBepcuter, OBC ACB, 2014. — 35 c. — Teker:
anexkTpoHHslit // LludpoBoit obpazoartensHblii pecypc IPR SMART : [caiiT]. — URL:
https://www.iprbookshop.ru/55164.html (mata obpamenus: 14.02.2024). — Pexxum mocrymna:
JUI aBTOPU3UD. IIOJIb30BATENECH
3. Kauanosckuii, FO. I1. Texnomoruu co3nanus MyJbTUMEANHHBIX Mpe3eHTauii B Microsoft
PowerPoint : mMeTonnueckue yka3aHHsi K IPOBEICHUIO JIAOOpPATOPHON paboOThl MO Kypcy
«Audopmaruka» / 0. TI. Kawanosckmii, A. C. IupoxoB. — Jlumenk : Jluneuxuii
rocymapcTBeHHblii TexHudyeckuit yHuBepcurer, ObC ACB, 2014. — 38 c. — Texkcr:
anexTpouHslil // L{udposoii obpazoBarenbhbiii pecypc IPR SMART : [caiit]. — URL:
https://www.iprbookshop.ru/55165.html (mata o6pamenus: 14.02.2024). — Pexxum nocrtyna:
JUIs aBTOPU3UP. TTOJIb30BaTeNel
4. Yacubik, JI. H. Onwucanus nabopatopHbix pabotr mno kypcy «MHbopManmoHHbIe
texHonorum» Microsoft Word, Excel, PowerPoint 2007 u 2010 : yuebnoe nmocobue / JI. H.
Yacubik. — Hwxuuit Hosropon : HHI'Y um. H. U. JIo6auesckoro, 2010. — 52 ¢. — Teker :
9JeKTpOHHBIN //  JlaHb : 3JeKTpoHHO- Oubmuoreynass cucrema. — URL: https://
e.lanbook.com/ book/152861 (maTta obpamenus: 14.02.2024). — Pexum pocryma: s
aBTOPU3. NMOJIb30BATENEN.

6) nporpammuoe obecnieueHue u MHTepHET-pecypebl

Ne HaumenoBanue Onucanue
1 [Omnepamuonnas cucrema | GNU-munensust (GNU General Public License)
Linux
2 | LibreOffice becrutatHoe pacnpocrtpanenne no junensun GNU LGPL
https://ru.libreoffice.org/about-us/license/
3 | http:// DOnekTpoHHas OubmuoTeyHass cucrema «lM3maTenncTBa
www.e.lanbook.com Jlanp», TemMaTHuyecKue TIaKeThl: MaTeMaTuka, (QHU3HUKa,
WH)XEHEPHO-TEXHUYECKUE HAYKU, XUMUS
4 | http:// DnekTpoHHass OMOIMOTEeUHAasl CUCTeMa: CIEIUAIU3UPYeTCs
www.iprbookshop.ru Ha YyueOHbIX MaTepuanax s BY30B mno HaydHo-
TYMaHUTApDHOW TEMAaTHKE, TOYHBIM U €CTECTBEHHBIM
HayKaM.

B) nmpodeccrnoHa bHble 0a3bl JAHHBIX 1 NHHOPMAIIMOHHBIE CIIPABOYHBIC CHCTEMBbI

Ne HaunmenoBanue Omnucanue

1 [«Koncymprant Ilmroc»: | KommbroTepHas cripaBouHasi mpaBoBas cucteMa B Poccun.
KOJICKCHI, 3aKOHBI, | Peamn3oBaHbl Bce COBPEeMEHHBIE BO3MOXXHOCTH JIUTSI TIOUCKA
yKa3bl, ITIOCTAHOBJICHUS | U paOOTHI C IPaBOBOI MHGOpMAIIEH

ITpaButenscTBa PO

2 | YauBepcurerckas Cucrema mpenHa3Ha4YeHa JIsg WMCCICAOBAHUN M YYCOHBIX
nHpopMaoOHHAS KypCOB B O0JIaCTH 3KOHOMUKH, YIPABJICHUS, COLIMOJIOTUH,
cuctema Poccust (YUC | nuarsuctuku, uiocoduu, duonoruu, mMexmayHapOIHBIX




Poccusi) OTHOIIEHUN U APYTUX TYMAHUTAPHBIX HAYK

3 | MynbsTuUTpaH Nudopmanmonnass crnpaBouyHasi cucTeMa «DIIEKTPOHHBIC
CI0BapU»

4 | UadbopmanmonHo- denepaabHbINA 00pa3oBaTEIbHBIN nopran,
KOMMYHUKAIIMOHHBIE obecrneunBarOIn MH(POPMALIMOHHYIO MOICPIKKY
TE€XHOJIOTUU B | 0Opa3oBaHus B 00JAaCTH COBPEMEHHBIX WH(OPMAIIMOHHBIX
00pa3oBaHuU U TEICKOMMYHHKAIIMOHHBIX TEXHOJOTHMH, a  TaKxke

nesitenbHOCcTH 110 TpuMenennto KT B chepe o6pazoBanus

5 | Google Scholar IlouckoBast cucTtemMa MO TOJHBIM TEKCTAM HAyYHBIX
myoMKaIuii Bcex (opMaToB M TUCIMILUTH

10. MATEPUAJIIBHO- TEXHHUYECKOE OBECIIEYEHUE YYEBHOI'O
IMPEAMETA
3aHaTUA 110 AUCHUIIINHE «/In3aitH oopMITeHUs] TOKYMEHTOB» MPOBOJSTCS B CHEIUAIBHBIX
MOMEIIEHUSIX, TPEACTABISIONIUX COOONM  ydeOHble ayauTOPUU IS  TPOBEACHUS
1ab0paTOPHBIX 3aHATUM, 3aHATUNA TPYNIOBBIX U MHANBUYATIbHBIX KOHCYJIbTAIIMHN, TEKYIIETO
KOHTPOJII M MNPOMEXKYTOUHOM arrecranuu. CreruaibHble MOMEIIEHHUS YKOMIUIEKTOBAHBI
CIIeMAIU3UPOBAHHON MeOeNIbI0 U TEXHUYECKUMU CPEICTBAMU OOYYEHUS], CIyKAIUMU IS
MpeACTaBIIeHHsT yueOHOW mH(popManmu 00JbIION aynuTopuu. Bce momernieHus, B KOTOPBIX
MPOBOJSITCS 3aHSATHUS, COOTBETCTBYIOT JEHCTBYIOIIUM IPOTUBOIOXAPHBIM IpaBUjlaM U
HOpMaMm.
Kaxnapiii oOyuaromuiics obecrieueH MHAWBUAYATbHBIM HEOTPAHUYEHHBIM JIOCTYIIOM K
JNIEKTPOHHO- OWOIMOTEYHBIM  CHUCTEMaM HM K  3JIEKTPOHHOW  HMH(POPMAIMOHHO-
00pa30BaTENbHON Cpe/le YHUBEPCUTETA.
CamocrosiTenbHas paboTta 0o0yuaronumxcs OCYILIECTBIISIETCS B TTOMEIICHUSX,
OCHAILIEHHBIX KOMIIBIOTEPHON TEXHUKOMN C BO3MOKHOCTBIO MOJKIIIOUEHUS K ceTh «HTepHeT»
n obecrieyeHneM [IOCTyMma B 3JEKTPOHHYIO HH(POPMAIMOHHO- 0Opa30BATENBHYIO CpPEIy
YHUBEPCUTETA.




