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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

KOMIIeTeHL{UMN o AUCLUIIUHE KOHTPOJIA MPOMEe)XyTOUHOMH
(xon, coZiepkaHue ycreBaemMoCTH aTrTecTranuu
VHAWKATOpa)

YK-4: CnocobeH YK-4.1: 3uaem YK-4.1: IIpakmuueckoe

ocywecme/simb AumepamypHyto popmy 3Hamb cmpykmypy 0OKyMeHma u | 3aodaHue 3quém:

denosyro 20cy0apcmeeHHO20 A3bIKA, NPUHYUNbI €20 CO30aHUs, CobecedosaHue Tecm

KoMMY! izuxaquro 6 OCHOBbl yCMHOU U NUCbMEHHOUl |0CHOBHble 6a308ble Tecm

ycmHoll 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:

- aneKTpoHHbIM Kypc "Introduction to Microsoft Office" (https://e-learning.unn.ru/course/view.php?
id=772).

- OTKPBITHIN oHMakH-Kypc 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 - Practical task) to assess the development of the
competency YK-4:

3azanue 5. Co3zath CTU/IN ab3alieB TeKCTa, IPUMEHNB aTpUOYThI:
A) TTepBblii ab3a1y: BEIpaBHUBaHUe TI0 Gopmary, ab3auHblii otctyn 1,5 cM, oTOrBKa mocsie ab3arja 12 myHKTOB.

B) Bropoti ab3a1i: BeIpaBHHMBaHMeE 10 hopMaTy, ab3aliHbli oTcTyn 1,5 cM, 0TOMBKa 10 U rocsie ab3aria 1mo 12 mm,
c/iesiaThb OTCTYII CJIeBa U cripaBa o 10 Mm.

B) Tpetuii ab3ari: BepaBHKMBaHKe 110 opmary, ab3aiHeli BeICTyn 1,5 cM.

YKaxuTe, B KaKuX CIy4assx yMecTeH Kaxkbli BIJ (hOpMaTHUPOBaHUS?

3azmanue 5. Co3zaTh CTUIN ab3aljeB TEKCTa, IPUMEHUB aTPUOYTHI:

A) TlepBbIii ab3a1]; BeIpaBHMBaHUE 110 (hopMaTy, ab3aiHeIi oTcTyn 1,5 cM, 0TOMBKa mmocyie ab3arja 12 MmyHKTOB.

b) Bropoii ab3a1y: BblpaBHMBaHUE TI0 Gopmary, ab3atiHbiii otcTyn 1,5 cM, oTOHMBKa /10 1 rocse ab3ata o 12 mm,
CZlesiaTh OTCTYII CJIeBa U cripasa 1o 10 mm.

B) Tpetwuii ab3ari: BepaBHUBaHUe 110 (hopmary, ab3aiHblii BeIcTyn 1,5 cM.
YKaxkuTe, B KAaKUX CJIyuasix yMeCcTeH KaXK/[bli BUJ, opMaTHpOBaHUs?
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 BrimosiHeHo Bce WK 60J1bIasi YacTh MPAKTUYECKOTO 3a/IaHusI.
fail 3ajiaHye He BBITIOJTHEHO B CPOK WM 3a/laHUe BBIMOJHEHO C OITMOKaMHU.

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

dynkmu u cpefcts Microsoft Office. 1. Functions and tools Microsoft Office.

Wcropus passutust Microsoft Office 2. History of Microsoft Office

Bujibl 6e30yMaXkKHBIX JOKYMEHTOB. 3. Types of paperless documents.

OTarnbl NOATOTOBKY 7IEKTPOHHOM ITyO/TUKAI|H. 4. Stages of preparing an electronic
publication.

Assessment criteria (assessment tool — Interview)

Grade Assessment criteria

pass CryzieHT /la/1 pa3BepHYThIN OTBET Ha BCe BOMPOCHI Oe3 CyIieCTBeHHbIX OHOOK.

fail I[Tpu oTBeTe CTYJeHT JOMyCKaeT rpy0ble OLIMOKM B OCHOBHOM MaTepHasie.

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

3amanue 4. Kakue u3 ciienyroiux yreepxkaeHud BepHbl? / Which of the following statements are true?

1. Tlpu yganeHuu oboro pebpa AuameTp rpada He yBeJTMUMBaeTCs /
When removing any edge the diameter of a graph doesn’t increase

1. Tlpm yganenun moboro pedpa paguyc rpada He yMeHbIIaeTcs /
When removing any edge the radius of a graph doesn’t decrease

1. Tlpu yjanenuu 000l BepIiuHbI [UaMeTp Tpada He yBeJTUuHuBaeTcs /
When removing any vertex the diameter of a graph doesn’t increase

1. Tlpu ypanenuu 000l BepIMHbBI pafinyc rpada He yMeHbILAeTcs /



When removing any vertex the radius of a graph doesn’t decrease
1. Tlpm gob6aBneHur HOBOro pebpa pasryc rpada MoXKeT YMEHbIIUTHCS /
When adding a new edge the radius of a graph can decrease.

3amanue 5. Kakue u3 ciepyromux yreepxxaeHut Bepaoi? / Which of the following statements are true?
1. JIrob6as BeplMHa, UHL{U/IEHTHas IByM TlepellleiikaM, sB/seTCs [apHUPOM /
Any vertex incident to 2 isthmuses is a cutpoint.
1. Ecsu B cBsA3HOM Tpade yepe3 KaKAYIO BepILWHY MPOXOAUT LIUKJI, TO B HEM HeT TiepeLeikoB /
If there is a cycle in a connected graph passing through every its vertex then there are no isthmuses in
the graph.
1. Bceskuii 1apHUp NIPUHAZ/IEXXUT He MeHee ueM /IByM O710KaMm /

Any cutpoint belongs to at least 2 blocks.
1. Bcskuii 650K cofiep>kuT He MeHee 3 BepiuuH / Any block contains at least 3 vertices.

2. Ecnu B rpadpe HeT nepeleikoB, TO B HEM €CTb TaMU/IbTOHOB 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% NpaBU/bHBIX OTBETOB B TECTe
fail MeHee 80% MpaBWIbHBIX OTBETOB B TECTe

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

certification
IIIkasa oueHBaHUsA C(h)OPMHUPOBAHHOCTH KOMIIETEeHI[UI
YpoBeH
b
chopmu Hey/i0B/IeTBOD YAOBJ/IETBO o4yeHb
TJI0X0 XO0pOo11I0 OT/IMYHO NPeBOCX0/{HO
POBaHH HMTe/IbHO pUTe/ILHO X0po1LIo
0CTH
KoMIeT
eHIHI
(uHANK
aropa
AOCTHIK He 3a4TeHO 3a4TeHo
eHus
KOMIIeT
eHLUH)
YpoBseHb
OtcytcTBHE YpoBeHb POBE
o o 3HaHUM B
3HaHUI MuHuManeH | 3HaHUU B obbeme YpoBeHb
TeopeTUUecKoro o] obbeme, ’ 3HaHUH B
YpoBeHb COOTBETCTBY YpoBeHb
Marepuara. . JIOMYCTUMBI | COOTBETCTBY obbewme, o
3HaHWUM HIDKe o’ Io11eM 3HaHWUM B
HeBo3MO>XHOCTb i ypoBeHb I011eM COOTBETCTB
MHHUMa/TbHBIX . rporpaMme obbeme,
3HaHUS | OLIEHWUTb MOJIHOTY o 3HaHUM. rporpaMme yiolieM
< TpeboBaHMIA. MOArOTOBKH TIpeBbILIAOLIle
3HaHUI [JomnyieHo MOATOTOBKU riporpamMme
Vimenu mecto . Jomy1ieHo M IIporpamMMmy
BC/Ie/ICTBUE MHOTO . JomymeHo TIOATOTOBK
rpy6ble OIMOKH HeCKOJIbKO TOATOTOBKHU.
OTKasa HerpyobIx HEeCKOJIbKO u. Oumbok
HecylIecTBe
obyuaroierocs ot OLIM60K HerpyObIx HHEIX HeT.
oTBeTa ommbok
omboK
OTcytcTBHE [1pu peleHuu ITIpogemonc | Ilposemonc | Ilposemonc | Ilpomemonc | IIpogemMoHCTp
MHHUMaJbHBIX CTaH/JapTHBIX TPUPOBaHbl | TPUPOBaHBI | TPUPOBaHBI | TPUPOBaHbI | MPOBaHBI BCE
YMeHUs | yMeHHM. 3ajlad He OCHOBHBI® BCE BCE BCE OCHOBHbIe
HeBo3MO>KHOCTb MIPOJEMOHCTPUD | YMeHHUs. OCHOBHbI® OCHOBHbIe OCHOBHbIe yMeHUsI.
OL|eHUTb Ha/llMuhe | OBaHbI PelrteHb! YMeHHSI. yMeHUsI. YMeHUSI. PeliteHsb! Bce




Perienst
BCE
PeieHs! Bce
PerieHbl Bce | OCHOBHBIE
THUIIOBbIE OCHOBHbIE
OCHOBHBIe 3a7iauu C
3a7laum C 3a7iaum C
3ajiaunl. OT/Ie/IbHBIM | OCHOBHBIE
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BCJ/IE[ICTBHE BCe 33JlaHMs1 | HecyllecTB | BhInosHeHs!
ymeHus. Vimesu | BeinosHeHsl | BbinonHeHs!
OTKaza B [10JTHOM €HHBIMU BCe 3a/laHus, B
MecTo rpy0Obie BCE BCe 3a/laHust
obyuaroierocst ot obbemMe, HO | HeJOoUYeTaM | TIOJTHOM
oMoKH 3afaHuis, HO | B IIOJTHOM
oTBeTa HEeKOTOpble | H, obbeme Ge3
He B 06beme, HO
d BBINIOJIHEH | HEJ0YeToB
TIOJTHOM HEKOTOpble
HeJj0ueTaMH | bI BCe
obbeme d
3a/laHyis B
HeJZloueTaMu
TIOJTHOM
obbeme
Nwmeetca
OtcytcTBHE IIpogemonc IIpogemoHc
MHUHUMaJbH IIpogemoHc
6a30BbIX [Tpu perieHNM o TPUPOBaHBI TPHUPOBAHBI
bl Habop TPUPOBAHBI ITpozseMoHCTp
HaBBIKOB. CTaH/apTHBIX OasoBble HaBBbIKH
HaBBIKOB 6a3oBbie VPOBaH
HeBO3MO>XHOCTb 3a7iay He HaBbIKH TIpU npu N
ISt HAaBBIKH TIpY TBOPYECKHI
OLIeHUTb Ha/lMure | MpOJEeMOHCTPUD peleHnn peleHnr
Hagbiku pelLeHust pelleHrH MOZIXO/ K
HaBBIKOB oBaHb! 6a30BbIe CTaH/IapTHBI HeCTaHJapT
CTaHZlapTHbI CTaHJapTHBI pelLeHHI0
BCJIE[ICTBHE HaBbIKH. VIMenu X 3a/jau ¢ HBIX 3a71au
X 33/ja4 C X 3a71au 6e3 HeCTaH/apTHBI
OTKa3za MecTo Tpy0Obie HEKOTOPBIM 6e3
HEKOTOPBIM ommboK 1 X 33714y
o0yuaroiierocst OT | OmubOKH u ommboK 1
u HeJZloueToB
OTBeTa HeJ[0YeTaMHt He/[0YeTOB
HeJloueTaMu
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 e
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% IIpaBU/IbHBIX OTBETOB B TeCTe
fail MeHee 80% npaBU/IbHBIX OTBETOB B TECTE

6. YueOHO-MeTOUUEeCKOEe H HH(OpMaIMOHHOE o00ecrnieyeHHe JUCIMILTHHBI (MO/1y/151)

OcHoBHasi uTeparypa:

1. T'ony6eBa H. H. Pa6ota c TekcTtoBbIM nporjeccopom MS Office Word 2013 : MeTouueckre yKa3aHust
Y 33/laHus K U3yuyeHuro AucLuruivHbl &laquo;skoHoMuyeckasrHpopMaTrka&raquo;
(&laquo;undopmartrka&raquo;) (/15 CTyAeHTOB 1 Kypca Bcex CrelrasbHOCTel, a Tak»Ke UCT, UIITIK) /
T'ony6esa H. H., ViBanosa JI. 1. - MockBa : ®uHaHCOBBIN yHUBepcuTeT, 2014. - 108 c. - bubnuorp.:
JIOCTYTIHa B KapTOuKe KHUTH, Ha calite DBC JlaHb. - KHura u3 Kosnekiuu ®UHaHCOBBIN YHUBEPCUTET -
WNudopmaruka., https://e-lib.unn.ru/MegaPro/UserEntry? Action=FindDocs&ids=729217&idb=0.

[lononHuTebHasA MUTEpaTypa:

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. lndopmaroHHbIe TEXHOIOTUH B 9KOHOMUKe U yripaBieHnu (3¢ dextrBHas pabora B MS Office 2007)
/ Kucenes I'.M. - Mockga : [Jamikos u K, 2012., https://e-lib.unn.ru/MegaPro/UserEntry?
Action=FindDocs&ids=638386&idb=0.

[TporpammHoe obecrieueHrie 1 VIHTepHeT-peCcypchl (B COOTBETCTBHUHU C COJlePKaHUEM JIMCLIATUIHBI):

1. Paspabotka permennii Office. Oduumaneabiii caiit MSDN Library. — URL:
https://msdn.microsoft.com/ru-ru/library/fp161347.aspx

2. O6mwme cBemenust 06 o6bekTHOM Mozeu Word. bubmmoreka MSDN. — Oduianbhbiii cait Microsoft.
—URL: http://msdn.microsoft.com/ru-ru/library/kw65a0we.aspx

7. MaTepHa/IbHO-TeXHHYECKoe o0ecreyeHHe JUCHUIIMHBI (MOY 1)

YueOHble ayIUTOPUM [I/Is TIPOBEJIEHUs yUeOHBbIX 3aHSITHM, TPeJyCMOTPEHHBIX 00pa30BaTe/bHON
MPOrpaMMOM, OCHaIlleHbl MY/JIbTUMEJUHHBIM 000py/j0OBaHHEM (TPOEKTOP, 3KpaH), TeXHUUECKUMH
cpeficTBaMu 00yueHUsl, KOMITbIOTEPAMH, CIeldaiu3upoBaHHbIM 000pynoBanuem: office with user



interface in English

[TomertieHusi A1 CaMOCTOSITeNTbHOM paboThl 00yYarOLMXCsl OCHAllleHbl KOMIbIOTEPHON TEeXHUKOH C
BO3MOJKHOCTBIO TMOAK/IOUeHUss K cetd "VHTepHeTr" u obecrieueHbl [OCTYIIOM B 3/I€KTPOHHYIO
MH(pOpMaLMOHHO-00pa3oBaTe/IbHYI0 Cpefy.

IIporpaMma cocTtaBieHa B cooTBeTcTBUM C TpeboBanusimu OC HHI'Y 1o HampaB/ieHHI0
noArotoBKy/crierianbHOCTH 02.03.02 - Fundamental Informatics and Information Technology.

Author(s): Ky3enkosa I'anivHa BnaguMypoBHa, KaHAUAAT XUMUUECKHX HayK.
3aBenytomuii kadeapoii: bapkanoB KoHcTaHTHH AJieKCaHPOBUY, JOKTOP TEXHUYECKUX HayK.

[Tporpamma ofj06peHa Ha 3ace/jaHUM MeToANUYeCcKor Komuccru ot 13.12.2023, mpotokon Ne 3.
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