IIpunoxenue 4

MINISTRY OF SCIENCE AND HIGHER EDUCATION OF THE RUSSIAN FEDERATION

Federal State Autonomous Educational Institution of Higher Education
«National Research Lobachevsky State University of Nizhny Novgorod»

VIHCTUTYT MH(POPMAaLMOHHBIX TeXHOJIOTHH, MaTeMaTUKH U MeXaHHKU

YTBEPXIEHO

peuieHvem Y4yeHoro cosera HHI'Y

rpotokos Ne 15 ot 24.12.2025 1.

Working programme of the discipline

Introduction to MS Office

Higher education level

Bachelor degree

Area of study / speciality

02.03.02 - Fundamental Informatics and Information Technology

Focus /specialization of the study programme

General Profile

Mode of study

full-time

Nizhny Novgorod

Year of commencement of studies 2026



1. Mecto pucyuninHsbl B cTpyktype OITIOII

Mucuunnuza 51.B.03 Beegenue B Microsoft Office oTHocuTCs K yacTy, popMupyeMoii yuaCTHUKaMu
oOpa3oBaTe/TbHBIX OTHOIIEHUH 0Opa30BaTe/TbHOM MTPOTrPaMMBbI.

2. IInanupyembie pe3y/ibTaThl O0yYeHHsI MO JAUCIUIUIMHE, COOTHECEHHbI€ C TUIAHUPYEMBIMH
pe3y/ibTaTaMi OCBOeHUsI 00pa3oBaTe/bHON MpPorpaMmbl (KOMIETeHHMAMH M HWH/UKATOPaMH
AOCTYDKeHHsI KOMITeTeHI[Ui)

dopmMmupyeMble
KOMIIeTeHI{UH
(xof, copmep>kaHue

IInaHupyemMble pe3y/abTaThl 00yUeHNs 10 JUCIUIIHHE

(Mopymo), B

CO0TBETCTBUH C

HHAUKATOPpOM

JAOCTH)XKEeHHUA KOMIIeTeHIL{UH

HaumMeHOBaHHeE OL|eHOYHOT'0 CPeJCTBa

nucbMeHHol ¢popmax
Ha 20cy0apcmeeHHOM
A3bIKe

Poccuiickoil
®dedepayuu u
UHOCMpPaHHOM(blX)
a3biKe(ax)

KOMMYHUKayuu Ha
UHOCMPAHHOM $13blKe,
(hyHKYUOHANbHBIE cCTIUAU
DOOHO20 513bIKd, mpeboBaHust K
0e/1080U KOMMyHUKaQyuu
YK-4.2: Ymeem eblpadxcamb
€80U MbICAU HA
20cy0apcmeeHHOM, pPOOHOM U
UHOCMPAHHOM Si3blKe 8
cumyayuu 0en06020
83aumoOelicmaus

YK-4.3: Umeem
npakmuyeckuil onbim
cocmas/eHusi meKCmos Ha
20cy0apcmeeHHOM U pOOHOM
A3bIKAX, ONblM Nepegood
meKCcmoe ¢ UHOCMPAHHO20
S13bIKA HA POOHOL U C pOOHO20
Ha UHOCMPAHHbILL, a makaice
onbim 6eced Ha
20Ccy0apcmeeHHOM U

UHOCMPAHHOM A3blKAX

UH(popmayuoHHbIX mexHono2ull
Microsoft Office, ux
63aUMOC8A3b U
YHUBepCanbHOCMb

Students must know structure of
the document and principles of
its creation, know the basic basic
information technologies of
Microsoft Office, their
interrelationship and
universality

YK-4.2:

Ymemb 2pamomHo
paspabambigamb cmuiu
ab3aya u cumeosno8, NpuMeHsIMb
cmuau K mekcmy,

co30asamb meKcmoeble U
2paguueckue ¢peiimbl,
npumensimb OLE-mexHonozuu,
npumeHsimb

mexHo/02uuU hosell, co30asamb
3/1eKMPOHHbIe

mabauybt u coz0asamsn
duazpammbl no

HA3HaveHuio, co30asamsb
memamuueckue

npeseHmayuu

Students must be able to able to
properly

develop paragraph and symbol

styles, apply styles to text, create

KOMTIETEHIIVN) Nupukarop poctwkeHusi | PesyabTarsl 00yueHust Jns Tekymiero | /ins

KOMIIeTeHI{MU 10 JUCLUII/INHE KOHTPOJIA MPOMEe)XyTOUHOMH
(xog, coZiepkaHue ycreBaemMoCTH aTTecTanuu
VHAWKATOpa)

YK-4: CnocobeH YK-4.1: 3Haem YK-4.1: CobecedosaHue

ocywecme/simb AumepamypHyto popmy 3Hamb cmpykmypy dokymeHma u | ITpakmuueckoe 3quém:

denogyio 20Cy0apcmeeHH020 A3bIKa, NPUHYUNbI €20 CO30aHUs, 3adaHue T,

KOMMYHUKAYUto 8 - - ecm

. OCHOBbI YCMHOIl U NUCbMEHHOU |0CHOBHble 6a308ble Tecm
ycmHoU u




text and graphic frames, to be
able to use OLE technology, be

able to apply field

technologies , be able to create

spreadsheets and

create charts by destination, be

able to create
thematic presentations

YK-4.3:

Bnademb ocHogamu mexHonoauil

pabombi ¢

mekcmoeoli uHgpopmayueil 015

peweHust O(pUCHBIX
3adau
Students must

to apply the fundamentals of the
technologies of working with text

information for

the solution of office tasks

3. CTpyKTypa U cojepKaHHe AUCIUILIUHbI

3.1 Tpya0oeMKOCTb AUCLUII/IUHBI

oyHasi
O01ias Tpy/j0eMKOCTBb, 3.e. 3
Yacos 1o yue0HOMY IJIaHY 108
B TOM UHCJIe
ay/MTOPHBIE 3aHATHA (KOHTAKTHast padora):
- 3aHATHS JIEKIIMOHHOI'0 THUIIA 16
- 3aHATUS CEMHHAPCKOI0 TUMNA (MPaKTHYeCcKue 3aHATHs / TabopaTopHbIe PadoTh) 16
- KCP 1
caMocTosTe/IbHaA padoTa 75
ITpomexyTouHas arTecTanusa 0
3auér

3.2. CopepxaHve NUCHUIIUHbI
(cmpykmypupogaHHoe no memam (pasoenam) C YKazaHuem

axkaoeMuuecKux uacos u 8uobl yueOHbIx 3aHsimull)

0meedeHHO20 HA HUX Ko/auuecmed

HaumeHoBaHue pas3fesioB U TeM AUCLUTIIMHBI

Bcero
(uacer)

B TOM Uuc/e

KonTakTtHas pabora (paboTa Bo
B3aUMO/IefiCTBUH C IIperofiaBaTesieM),
Yackl U3 HUX

CamocrosiTenbHast
pabota
obyuarorerocs,




3aHATHA
CeMHHapCKOro
3aHATus TUIA
JIEKLJUOHHOTO | (mpakThueckue | Bcero Yyachbl
TUMa 3aHsATHsA/Tabopa
TOpHBIE
paboThI), Uacel
0 0 0 0 0
o) ¢ o) o) o)
0 0 0 0 0
1 BBegenue 4 1 1 2 2
Tema 1.1. ndopmarioHHble TexHoIOrHs ab3alia U CUMBOJIA. 8 2 2 4 4
Tema 1.2. Tex"onorus ctuns Co3jjaHue CUCTeMbI CTU/IEH. 8 2 2 4 4
Tema 1.3. ITosz 8 MS Word. 12 2 2 4 8
Tema 1.4. TekcroBble 3¢ dekTsl TexHomorus GpeiiMoB: co3aHNe TeKCTOBBIX 14 ) ) 4 10
u rpaduueckux GperiMoB, CBsi3aHHbIE (PperiMbl.
Tema 1.5. OLE-TexHo0rust 20 2 2 4 16
Tema 1.6. DnextponHble Tabuipl (Excel Microsoft Office) 22 3 3 6 16
Tewma 1.7. BorunciieHust B TaG/IMYHOM pefiakTope. 19 2 2 4 15
ATTecrtanust 0
KCP 1 1
HWtoro 108 16 16 33 75

Contents of sections and topics of the discipline

1 BeepneHue

Lenu v 3agaun Kypca. [TousaTre oducHbie mporpaMmMel. CTpyKTypa v KomrnoHeHThl MS Office.
HoronmHuTenbHBIe BO3MOXKHOCTU. OCHOBHBIE THIIBI I0KyMeHTOB Microsoft Office. MS Office unrepdeiic.

MS Word pegnakTopa. [ToHsTHe 3/1eKTPOHHOTO ZloKyMeHTa. CTPYKTypa 3/1IeKTPOHHOT0 ZlIokyMeHTa. CTpyKTypa
crpaHuLbl. OCHOBHBIE 3Talbl CO3/,AHUS 37IEKTPOHHOTO [JOKYMEHTa.

The goals and objectives of the course. The concept of office programs. The structure and components of MS
Office. Additional features. Basic types of Microsoft Office documents. MS Office Interface. MS Word Editor.
Tema 1.1. IHdopMarMoHHbIe TexXHOIOTHsI ab3atia 1 ciMBoj1a. OCHOBHBIE 3/IeMEHThI TEKCTa: TIOHATHS ab3ar] u
cuMBOJI. IX ocHOBHBIe atpuOyThl. CBOMCTBa ab3alieB: BbIpaBHUBAHUE, OTCTYIIBI, MEXXCTPOUHBINA MHTEpPBalL. 3HaK
ab3aria v pyrux HereuaTHbIe CUMBOJIBL. [IpaBusia MprcBoeHus aTpUOyTOB 3/1eMeHTaM TeKcTa. OCHOBHbIe
npaBuria Habopa Tekcra. OmmMbOKY Habopa TekcTa U UX ycTpaHeHre. BricTpoe riepeJBr>KeHNe 110 TEKCTY.
Brigenenue,

yZlaneHue, KOMMPOBaHYe, BeIpe3aHus TeKcTa. PaccrosHue mexxay Oykeamu 1 Baseline. [To3urust Baseline.
Kepaunr mpudra. DddekTsi a5 ab3arieB v crpaHur]. bByksuria. I'paHuIIbI ¥ 3a/IMBKa Ha CTpaHuUlle. Buibi
pyopuk. Mepapxusi pyopuk. [TpaBuna odopmienust pyOprK (3aro/ioBKOB).

Information technology of paragraph and symbol Characters and Paragraphs. The properties of characters and
paragraphs. Basic properties of characters: Size, Font, Font Style. Digital fonts and encoding. Classification of
digital

fonts. Distance between letters and Baseline. Position of Baseline. Kerning. Properties of paragraphs:
Alignment, Indentation, First line, Line spacing. Paragraph mark and other marks.

Tewma 1.2. Texnonorus ctuis Co3gaHue cucTeMbl cTUeill. basrpoBaHue U HaciejoBaHWe CTUs. [pyrue
orepaLyy CO CTUISIMUA. ABTOMaTHUeCKOe TIPUCBOeHHe CTUIIS ab3alla, OMCK 1 3aMeHa CTHJISl, «rOpsTune
K/1aBUIIM» . OmmnoKY,

BO3HUKAFOII[Me TPU CO3JIaHNU CTHU/IeH ¥ MeTO/[bl X yCTpaHeHus. YripaBieHue Ctussvu. TexHoOmOTUH,
OCHOBaHHBIE Ha TexHoJsioruu cTu/s. Co3ganue orsaenenus (TOC) ¢ momorrsio ctusiet MS Word. Co3panue
OTJIaB/IeHUs C YHUKA/IbHBIMUA CTUJISIMU.

Style. Style of a paragraph. Style of a character. "Saved formats". Heading Style Types of headings. Style



management. Rules for formatting documents. Creating tables of contents (TOC) with styles by MS Word.
Creating tables of contents with unique styles.

Tewma 1.3. TTons B MS Word. Uto Takoe nosne. Ctpykrypa mnosisi. CuHTakcuc Kozios noneii. BecraBka u
peJlaKTUPOBaHUe TIoMs. Pe3yabTaT /elcTBuUs 1mosisi. YTipaBieHue obHoBneHueMm mnoJis. [Tone EQ. JobaBnenue
nognuceii. [TepekpecTHas ccbuika. TeXHOIOTMH, OCHOBaHHbIE Ha TEXHOJIOTUH M0Jist: HOPMUPOBaHKe
uH(popMaLu o 0KyMeHTe. BepxHue 1 HIKHUe KOJOHTUTY/IbL. Kak f06aBUTh cofiep>kumoe B 06/1acTu
BEPXHero ¥ HIKHET0 KOJIOHTHUTYJIOB.

CBoiicTBa BepXHero U HWKHEro KoJOHTUTYJI0B. Co3/jaHre BePXHUX U HIKHUX KOJIOHTUTYJIOB (TEKCT U
rpaduKy, UCTOIB30BaTh BCe cpe/icTBa). [IpuMeHenue mosist StyleRef. TexHosiorus moJsieil B aBTOMaTH3alvn
TOJTOTOBKE JOKYMeHTa.

Fields in MS Word. Field structure. The syntax of the field codes. Insert and edit a field. The result of the field
action. Manage the field update. Field EQ. Adding signatures. Cross reference. Technologies based on field
technology: the formation of information about the document. Headers and footers. How to add content to the
header and footer areas. Properties of the header and footer. Create headers and footers (text and graphics, use
all tools).

Applying the StyleRef field. Field technology in the automation of document preparation:.

Tema 1.4. TekcroBble 3¢dextsl TexHomorHs PperiMoB: Co3ZjaHNe TeKCTOBBIX U Tpaduyeckux GpeiiMoB,
cBsi3aHHbIe (peiiMel. ['paduueckue seMeHThI 0(hOPM/IEHHS TEKCTa: TPAHULIbI CTPAHULIBI, TPaHULIbI ab3alia,
3a/MBKa, TeHb,

JVHUSL. DjieMeHTapHble crioco0bl paboThI ¢ 1jBeToM. [IpaBusia pa3melijeHust Tpayky B TEKCTOBOM (haiine.
V3MeHeHue rapaMeTpoB Tpaduueckoro o0wekTa. OcHOBHbIE BUIbI rpaduKu. Image «u3 daiisia», OCHOBHbIE
dopmatsl. PucoBanue 06bekToB. ITonotHo. Hagmuck. CBsizaHHBIE TEKCTOBBIE OTIOKH.

Frame technology: creating text and graphic frames, linked frames. Graphic elements of text processing: page
borders, paragraph boundaries, fill, shadow, line. Elementary ways of working with color. Rules for placing
graphics

in a text file. Change the parameters of the graphic object. The main types of graphics. Image "from file", main
formats. Drawing objects. Cloth. Wrapping. Simple actions with forms. Application SmartArt, Word Art.
Inscription. Related text blocks.

Tema 1.5. OLE-texHosorusa Csa3biBaHye v BHegpeHue 00nekToB (OLE), Kak TeXHO/I0THsA, pa3paboTaHHas
komnaHvell Microsoft. CepBep-IiproskeHue 1 KJIMeHTCKOe NpuiiokeHre. MeToia BHejpeHusi o6bekTa. MeTof
Object Linking. [To6aBnenue crieniansHOro oosekta. OLE-Tekct. MS Equation. OcobeHHOCTH MCITOb30BaHMUs
OLE-TexHO0/IOTVX: AUHAMUYECKOe U CTaTUUeckKoe CBSI3bIBaHUe, UCTI0/Ib30BaHUe peJakTopa GopMyJi.
[MpakTtuueckoe rpuMmeHenre OLE-TexHom0rMit.

OLEtechnology. Binding and implementation of objects (OLE), as a technology developed by Microsoft.
Server-application and client application. Method of implementing the object. Object Linking Method. Adding a
special object. OLE-text. MS Equation. Features of using OLE-technology: dynamic and static binding, use of
the formula editor. Practical application of OLE-technologies.

Tema 1.6. DnektponHsle Tabmuifel (Excel Microsoft Office): Ha3HaueHHe ¥ OCHOBHBIE BO3MOKHOCTH BBezieHue
B 3/1eKTpOHHBIe Tabuipl MS Excel. @opmaTrupoBanue siueek. OCHOBHBIE TIOHSTHS: YKC/Ia, HOPMYJIBL.
Onepangp! 1 orepatopbl. CTu/b ccbiok. yHKIMK. BubmmoTeka dhyHkuuii. [Tpumenenue Excel gs
CTaTUCTHUYECKOTO aHasm3a AaHHbixX. Tpenpsl (Trendline).

Spreadsheets (Excel Microsoft Office): Assignment and Basic Features Introduction to MS Excel spreadsheets.
Formatting the cells. Basic concepts: numbers, formulas. Operands and operators. Link style.

Functions. Function library. Application of Excel for statistical data analysis. Trends (Trendline).

Tema 1.7. BeruricieHus B TabmmuHoOM pefilakTope. Vcro/ib30BaHue abCOMIOTHBIX U OTHOCUTETLHBIX CCBITOK IS
0003HaueHus STYHKH WU Jrara30HbI siueek. Vicrmomp30BaHye CTaHAapTHBIX QyHKIMU Excel ast BeramcieHnt,
co3fiaHue rpaMKoB U AvarpaMM. BoruncmTe GyHKIUIO 1 TIOCTPOUTH ee rpaduk, hcciiejoBaTh NOBeJjeHre MpU
Pa3/IMUHBIX 3HaYeHUsIX TIapaMeTpPOB.

Calculations in a spreadsheet editor. Use absolute and relative references to refer to cells or ranges of cells. Use



standard Excel functions for calculations, creating graphs and charts. Calculate the function and plot its graph,
examine the behavior for various parameter values.

4. YueDHO-MeTOANUYECKOE 00ecrieueHrne CaMOCTOATEe/TbHON PaboThl 00yJaOIUXCA

CamocrosTenbHasi paboTa o0ydaroLU[UXCsi BK/IOUaeT B Cebsi MOATOTOBKY K KOHTPOJIbHBIM BOIIPOCAM U
3a[jaHUsAM ZIJIsl TeKYIero KOHTPOJISi U TIPOMEKYTOUHOW aTTeCTalluyd T0 UTOraM OCBOEHWS JUCLIATITUHEI
MPUBEIEHHBIM B TI. 5.

55t obecrieueHns1 CaMOCTOSITENTBHOM PabOTHI 00yUarOLMXCsl MCTIONB3YHOTCS:
DJeKTPOHHBIE KYPChI, CO3laHHbIE B CHCTEMe 3/IeKTpOHHOTO o0yuenuss HHI'Y:

Introduction to Microsoft Office, https://e-learning.unn.ru/course/view.php?id=772.
OTKpbIThIe OHMaKH-Kypcbl MOOC:

Introduction to Microsoft Office, https://mooc.unn.ru/course/view.php?id=>58.

5. Assessment tools for ongoing monitoring of learning progress and interim certification in the
discipline (module)

5.1 Model assignments required for assessment of learning outcomes during the ongoing
monitoring of learning progress with the criteria for their assessment:

5.1.1 Model assignments (assessment tool - Interview) to assess the development of the
competency YK-4:

dynkimu u cpencrs Microsoft Office. 1. Functions and tools Microsoft Office.

Uctopus passutus Microsoft Office 2. History of Microsoft Office

Bugpl 6e30yMa)kHBIX JOKYMEHTOB. 3. Types of paperless documents.

OTanbl MOATr0TOBKY 37IeKTPOHHOM Iy O/TMKaLIWH. 4. Stages of preparing an electronic
publication.

Assessment criteria (assessment tool — Interview)

Grade Assessment criteria

pass CTyZeHT fja/n pa3BepHYTHIM OTBET Ha BCe BOTPOCHI Oe3 CyIleCTBEHHBIX OIIMOOK.

fail ITpu oTBeTe CTyJieHT JJOMyCKaeT rpy0ble OIIMOKM B OCHOBHOM MaTepHase.

5.1.2 Model assignments (assessment tool - Practical task) to assess the development of the
competency YK-4:



3aganue 5. Co3gath cTuM ab3alieB TeKCTa, MPUMEHUB aTpUOYThI:
A) TlepBbIii ab3all: BRIpaBHUBaHME TI0 POpMaTy, ab3ariHelii oTcTym 1,5 cM, oTOMBKa nocsie ab3aria 12 myHKTOB.

B) Bropoii ab3a1y: BbIpaBHMBaHUe TI0 opmary, ab3auHbiil otctyn 1,5 cM, oTOMBKa /10 1 rocie ab3ara mo 12 mMm,
cZleniaTh OTCTYII C/leBa U cripaga o 10 Mm.

B) Tpetuii ab3a1y: BblpaBHHBaHKe 10 opMary, ab3amHbiii BeICTyH 1,5 CM.

YKakuTe, B KaKUX CJTy4asx YMeCTeH KaKIbIid BU/ opMaTUPOBaHMs?

3apanue 5. Co3zpath cTviv ab3alieB TeKCTa, IPUMEHUB aTPUOYThI:

A) TlepBbIii ab3all: BeIpaBHUBaHUe 110 hopmarty, ab3aiHblid oTcTy 1,5 cM, oTouBKa mociie ab3arja 12 mMyHKTOB.

B) Bropoii ab3ai1i: BeIpaBHHBaHUE 110 (hOpMaTy, ab3aliHbIi oTcTyn 1,5 ¢M, 0TOMBKa [0 1 mocsie ab3aria 1o 12 Mm,
cZiesiaTh OTCTYII CJIeBa U cripaBa o 10 Mm.

B) Tpetuii ab3a1i: BelpaBHUBaHKe 10 hopmary, ab3aiHeli BeICTYN 1,5 cM.

YKaxuTe, B KaKuX CIy4asx yMecTeH KakKbli BIJ hopMaTHUPOBaHUS?

Task 5. Create paragraph styles to text applying attributes:

A) First paragraph: alignment format, indent 1.5 cm, spacing after the paragraph to 12 points.

B) Second paragraph: alignment format, indentation 1,5 cm, spacing before and after paragraphs 12 mm, indent
left and right by 10 mm.

C) Third paragraph: alignment format, paragraph lug 1.5 cm
Please specify in which cases are appropriate for every kind of formatting?

Assessment criteria (assessment tool — Practical task)

Grade Assessment criteria
pass BhIrnosiHeHo Bce Win 6oJibias YacTh MPAKTUUECKOTO 3a/JaHUS.
fail 3a/jaHKe He BBITOJHEHO B CPOK WU 3aJJaHHE BBIMIOHEHO C OLIMOKaMH.

5.1.3 Model assignments (assessment tool - Test) to assess the development of the competency
YK-4:

3aganue 4. Kakue u3 ciefiyromux yreepxaennii Bepaei? / Which of the following statements are true?
1. Tlpu yganenuu moboro pebpa ariameTp rpada He yBeTMuMBaeTcs /

When removing any edge the diameter of a graph doesn’t increase
1. Ilpu ypanenuu moboro pebpa paguyc rpada He yMeHbILaeTcs /



When removing any edge the radius of a graph doesn’t decrease

1. Tlpm ypanenun mo06oii BepIIHbI JraMeTp rpada He yBesrmurBaeTcs /
When removing any vertex the diameter of a graph doesn’t increase

1. TIpu ypanenuu 000l BepIWHbBI pafinyc rpada He yMeHbILAeTcs /
When removing any vertex the radius of a graph doesn’t decrease

1. Ilpu gob6aBneHun HoBoro pebpa pasuyc rpada MoXKeT yMeHbIIUThCS /

When adding a new edge the radius of a graph can decrease.

3aganue 5. Kakue u3 cinenyroiux yreepxkaenuit BepHbl? / Which of the following statements are true?

1. JIrobas BepiIMHA, MHLIU/IEHTHAs IByM TIepellieiikaM, sIBJISIeTCs IapHUPOM /

Any vertex incident to 2 isthmuses is a cutpoint.

1. Ecsu B cBsA3HOM rpade yepe3 KaKAYIO BepILMHY IPOXOAUT LUK/, TO B HEM HeT TepeLlerkoB /
If there is a cycle in a connected graph passing through every its vertex then there are no isthmuses in
the graph.

1. Bcskwuii LIapHUDP TIPUHAZJIEXKUT He MeHee ueM /IByM O/10Kam /

Any cutpoint belongs to at least 2 blocks.
1. Besakuii 670K coZiep>KuT He MeHee 3 BepiinH / Any block contains at least 3 vertices.

2. Eciu B rpade HeT mepelieiikoB, TO B HEM €CTb TaMUJIbTOHOB LUK /

If a graph doesn’t have isthmuses then it has Hamiltonian cycle.
Assessment criteria (assessment tool — Test)

Grade Assessment criteria
pass Kak MUHUMYM 80% TpaBWIbHBIX OTBETOB B TECTE
fail MeHee 80% MpaBUIbHBIX OTBETOB B TeCTe

5.2. Description of scales for assessing learning outcomes in the discipline during interim

certification
IMIkana OIl€eHUMBAaHUA C(l)OpMI/IPOBaHHOCTI/I KOMIIeTeHIIUHN
YpoBeHn
b
chopmu Hey/AOBJIETBOP YAOBJIETBO 04YeHb
IUIOXO XOpOIIo0 OT/INYHO MPeBOCX0/{HO
POBaHH UTeJIbHO PpUTe/ILHO XOpO11I0
OCTH
KOMITIET
eHIUI
(uHpUK
aropa
AOCTHIK He 3a4YTeHO0 3aUTeHO0
eHUs
KOMITIET
eHIHI)
YpoBeHb
OtcyTcTBUE YposeHb PoBe
N . 3HaHWUM B
3HaHUI MuHUMabH | 3HaHUU B obbeme YpoBeHb
TeopeTUUecKoro o} obneme, ’ 3HaHWM B
YpoBeHb COOTBETCTBY YpoBeHb
Marepuarna. . JIOMYCTUMBbI | COOTBETCTBY obbeme, .
3HaHUN HIDKe 8 1o11eM 3HaHWUH B
HeB03MO>KHOCTB 1 ypOBeHb oLeM COOTBETCTB
MUHUMaJTbHBIX . rporpaMme obbeme,
3HaHUS | OL|eHUTb MOJHOTY N 3HaHUM. rporpaMme yIOLL[EM
o TpeboBaHUIA. TO/ITOTOBKH TIpEeBBIIIAOIIe
3HaHUU [HonyiieHo MO/JTOTOBKU rporpamme
Nwmenu mecTo . JomyteHo M TIpOrpaMMy
BC/Ie[ICTBHE MHOT'O . Jony1eHo TO/ITOTOBK
rpy6bie ommbKu HECKOJIbKO MO/ITOTOBKH.
OTKa3za HerpyO6bIx HECKOJIbKO u. Omubok
Hecyl1llecTBe
obyuaroierocst ot o160k HerpyObIx HHELX HeT.
oTBeTa ormbok
omrbok




[IpogemoHC
TPHUPOBaHbI
IIpomemoHc PHp
IIpogemoHc | Bce
TIposeMOHC | TPHUPOBaHBI
TPUPOBaHbI | OCHOBHbIE
TPUPOBaHbI | BCe
BCE yMeHwusl. ITposemMoHCTP
OCHOBHBIE OCHOBHbI®
OrcyTcTBHE OCHOBHBIE PetrieHb! HpPOBaHbI BCe
Ipu pereHun YMEHUSI. YMEHUSI.
MHHHUMAJIbHBIX yMeHUsI. BCE OCHOBHbIe
o CTaH/lapTHBIX Perens! Periens! Bce
YMEHHIA. PeliieHbl BCe | OCHOBHbIE yMeHHUsI.
3aJau He TUTIOBBIE OCHOBHbIE
HeBo3Mo>xHOCTB OCHOBHbIe 3a/lauu C PeiiieHs! Bce
TIPO/IEMOHCTPUDP | 3a/laud C 3a7auu C
OLIeHUTh Ha/luure 3ajaun. OTZeNbHBIM | OCHOBHBIE
Ymenus N OBaHBI HerpyobIMH | HerpyObIMU
YMeHUH BbimosiHeHs! | U 3ajiaun.
OCHOBHBIE omubKamMH. | OIIMOKaMU.
BCJIe[ICTBHE BCe 33/]aHUsI | HecylecTB | BoITomHEHbI
yMeHus. Vimenu | BeimonHeHsl | BbinosiHeHbI
OTKa3za B TIOJTHOM €HHBIMHU BCE 3a/IaHus, B
MecTo rpy6bie BCE BCe 3a/laHusl
oOyuaroiierocst ot obbeMe, HO | HeoueTaM | MOJTHOM
OLIMOKK 3aJaHuis, HO | B MOJIHOM
oTBeTa HEeKOTOpbIe u, obbeme 6e3
He B obneme, HO
c BBITIOJTHEH HeJJ0YeTOB
TI0JTHOM HEKOTOpbIe
HeJoueTaMH | bl BCe
obbeme d
3a/laHuist B
He/loueTaMu
TI0/THOM
obbeme
Nmeetca
OtcyTcTBUE IIpogemoHc [IpogemoHC
MHHUMAJbH IpoaemMoHC
6a30BbIX Ipu pertieHnn . TPUPOBaHbI TPUPOBaHbI
bl Habop TPUPOBaHbI IpogemMoHCTp
HaBBIKOB. CTaH/JaPTHBIX 6a3oBbie HaBBIKU
HaBLIKOB 6a3oBbIe MpOBaH
HeB03MO>KHOCTB 3a7au He HaBBIKH TIPH rpu .
Iist HaBBIKU TIPH TBOPYECKUI
OLIEHWUTh Ha/IMuKMe | TIPOJIeMOHCTPHUD perIeHnH PpelleHrn
Hapbiku perieHust perieHnn MOAXOZ K
HaBLIKOB oBaHbI 6a30BbIe CTaH[apTHBI HeCTaHZapT
CTaH/jaPTHbI CTaH/IapTHBI PeLIeHH 0
BCJ/Ie/ICTBHE HaBbIKU. VIMenu X 3a71au C HBIX 33724
X 33/1au C X 3a7au Oe3 HeCTaH/[apTHBI
OTKa3za MecTo rpy6bie HEKOTOPBIM 6e3
HEKOTOPBIM omuboK U X 3a7au
obyuaroierocst OT | OmUOKU u omboK 1
u HeJJ0UueToB
oTBeTa He/[0ueTaMu He/I0UeTOB
He/l0YeTaMu
Scale of assessment for interim certification
Grade Assessment criteria
All the competencies (parts of competencies) to be developed within the discipline have
outstanding been developed at a level no lower than "outstanding", the knowledge and skills for the
relevant competencies have been demonstrated at a level higher than the one set out in the
programme.
excellent All the competencies (parts of competencies) to be developed within the discipline have
been developed at a level no lower than "excellent",
pass very good All the competencies (parts of competencies) to be developed within the discipline have
been developed at a level no lower than "very good",
good All the competencies (parts of competencies) to be developed within the discipline have
been developed at a level no lower than "good",
satisfactory All the competencies (parts of competencies) to be developed within the discipline have
been developed at a level no lower than "satisfactory", with at least one competency
developed at the "satisfactory" level.
unsatisfactory At least one competency has been developed at the "unsatisfactory" level.
fail —
poor At least one competency has been developed at the "poor” level.




5.3 Model control assignments or other materials required to assess learning outcomes during
the interim certification with the criteria for their assessment:

5.3.1 Model assignments (assessment tool - Test) to assess the development of the competency
YK-4

. What's the quickest way to modify a style?
a. Select text and format it the way you want it, and then use the Update to Match Selection command in the style list in the task
pane.
b. Display the style's menu in the task pane, click Modify, select the various formatting options you want in the Modify Style
dialog box, and then click OK. +

8. Which of these is the correct way to create a TOC?
a. Type out a separate document for the TOC.
b. In the body of the document, mark the text you want in the TOC, and then use Word to collect that text together into a TOC. +
c. Create a blank TOC and then copy and paste items into it.

Assessment criteria (assessment tool — Test)

Grade Assessment criteria
pass Kak MUHUMYM 80% TpaBU/bHBIX OTBETOB B TECTe
fail MeHee 80% MpaBWIbHBIX OTBETOB B TeCTe

6. YueGHO-MeTOfMUeCKOe M HH(OPMaLMOHHOE o00ecrieyeHHe JUCIMILTHHBI (MO/y/151)

OcHoOBHasi TuTeparypa:

1. Tony6esa H. H. Pabora ¢ TekctoBbiM nporieccopoM MS Office Word 2013 : meToguueckue yKa3aHus
¥ 33/]aHus1 K U3yueHHIo aucLunanHel &laquo;skoHoMuueckasuHpopmaTika&raquo;
(&laquo;undopmatrka&raquo;) (/s CTyJeHTOB 1 Kypca BcexX Criel[danbHOCTeM, a TakyKe WCII, UTITIK) /
T'ony6esa H. H., ViBanosa JI. U. - MockBa : ®uHaHCOBBIN yHUBepcuTeT, 2014. - 108 c. - bubnuorp.:
JIOCTyITHA B KapTouke KHUTH, Ha caiite BC JlaHb. - KHura u3s kosnekiuy ®@UHaHCOBBIM YHUBEPCUTET -
Wudopmaruka., https://e-lib.unn.ru/MegaPro/UserEntry? Action=FindDocs&ids=729217&idb=0.

[ononmHuTebHAs TUTEpaTypa:

1. VBA B MS Office 2007 / 3auka A.A. - Mocksa : UHTYUT, 2016.,
https://e-lib.unn.ru/MegaPro/UserEntry? Action=FindDocs&ids=662746&idb=0.

2. lndbopMaliioHHbIe TEXHOJIOTHH B 9KOHOMHKe U yripaBiaeHnH (3¢ dektrBHas pabota B MS Office 2007)
/ KuceneB I'.M. - Mockga : JlamikoB u K, 2012., https://e-lib.unn.ru/MegaPro/UserEntry?
Action=FindDocs&ids=638386&idb=0.

[TporpammHoe obecrieueHre U VIHTepHeT-peCcypChl (B COOTBETCTBUU C COJIePXKaHUEM IVCIUTIIAHBI):

1. Pa3paboTka petiernii Office. Odutmanbhbiii cait MSDN Library. — URL:
https://msdn.microsoft.com/ru-ru/library/fp161347.aspx

2. O6mue cBenenust 06 o6bekTHOM Mogenu Word. bubmoreka MSDN. — OdwuiuanbHbii cadt Microsoft.
—URL: http://msdn.microsoft.com/ru-ru/library/kw65a0we.aspx



7. MaTepHa/ibHO-TeXHHYeCKoe ofecreyeHHe JUCLUIIMHBI (MOY /1)

YueOHble ayAWTOPUM [i/isI TIPOBeJieHHs yueOHBbIX 3aHSITHM, TpeJyCMOTPeHHBbIX 00pa30oBaTe/bHOM
MIPOrpaMMOM, OCHAI[eHbl MYJbTUMEAUMHBIM 000pyZOBaHUEeM (TIPOEKTOP, 3KpaH), TeXHUUYeCKUMHU
cpezcTBaMM 00yueHMs, KOMITbIOTepaMu, CIleljiani3vpoBaHHbIM obopypoBaHueM: office with user
interface in English

[TomerrieHust 711 CAMOCTOSITE/TBHON pabOThl 0OYYAIOIIUXCS OCHAIleHbI KOMIBIOTEPHON TEXHUKOHN C
BO3MOJKHOCTBIO TMOAK/IOUeHUss K ceTd "VHTepHeT" u obecrieueHbl [OCTYIIOM B 3/1IeKTPOHHYIO
WHGOPMAaLIMOHHO-00pa30BaTeIbHYI0 Cpejly.

[Mporpamma cocrtaBiieHa B cooTBeTcTBUM ¢ TpeboBanusmu OC HHI'Y mno HampaBieHHO
nogrotoBku/crieriasbHOCTH 02.03.02 - Fundamental Informatics and Information Technology.

Agtopel: Ky3eHnkoBa ["annHa BiaguMupoBHa, KaHAUIaT XUMAUECKUX HayK.
3aBenyromuii kageapoii: bapkanoB KoHcTaHTHH AleKCaHPOBHY, JOKTOP TEXHUYECKUX HayK.

ITporpamMmMa oiob6peHa Ha 3ace/jlaHUM MeTOANUeCKOM Komuccuu ot 17.12.2025, mpoTokos Ne IpOTOKO/
Neb6.
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