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1. Mecro mucuumiuabl B cTtpykrype OIIOII

Juctmmmaa b1.B.03 «Beenenue B Microsoft Office» ornocutcs k wactu OOII 1o HampaBiieHUIO
noarotoBku  02.03.02 «®DynnamenranbHas uHbOpMaTHKa U HWHGOPMALMOHHBIE TEXHOJIOTHI,
(bopmupyeMoil yqacTHUKaMU 00pa30BaTENbHBIX OTHOMICHUH. JlucIuIUInHA YyuTaeTcs cryieHTam 1 Kypca

B 1 cemectpe, 3 3aueTHbIX equamIb], 108 gacos, 3ader.

Ne MecTo IMCHUILINHBI B y4e0HOM CTaHaapTHBIA TEKCT 1JIs aBTOMATHY€CKOI0
Bapu IJIaHe 00pa3oBaTe/IbHOH 3ano/iHeHUus B KOHCTpyKTOpe PII/{
aHTa NPOrpaMMbl
1 brnok 1. Jucumrmumuel (momynu) | Jucummumaa b1.B.03 «Beenenue B Microsoft Office»
Yacrs, dbopmupyemast | otHocutcss Kk vactu OOIl HampaBiieHHs] TOJATOTOBKH
ydyacTHUKaMu  oOpaszoBarenbHbIX | 02.03.02  «®yHnameHTanbHas  MHopMaTHKa |
OTHOILLIEHUH UH(GOPMALIMOHHbIE TEXHOJIOTHIY, bopmupyemoit
y4aCTHUKaMU 00pa30BaTeJIbHbIX OTHOIIEHUH.

2. Tlnanmpyemble pe3yJabTaThl 00yYeHHS 10 JUCHHUILIMHE, COOTHECEHHBIE ¢ IUIAHMPYEMbIMH
pe3yJibTaTaMu OCBOEHHsI 00pa30BaTeIbHON MPOrpaMMbl (KOMIETEHIIUSIMA U HHIUKATOPAMH
AOCTHIKEHHST KOMIIeTEHIIU i)

®opmupyemble

KOMIIeTeHIIN N
(xom, comepxanue

KoMIteTeHImu) /

Formed
competencies
(code, content of
competence)

IInanupyemble pe3ybTaThl 00y4YeHHs N0 AMCHHUILIMHE (MOIY110), B
COOTBETCTBHHU C MHAUKATOPOM JOCTHKCHUA KOMIIETCHIIHN /
Planned learning outcomes for the discipline (module), in accordance with
the indicator of achievement of competency

HNuaukarop
JOCTHIKCHUA
KOMIIETCHIIMH
(xom, conepxaHue
uHauKaTopa) /
Competency
achievement indicator
(code, indicator content)

Pe3yabTaThl 00y4eHHUs 110 TUCIHILTNHE /

Learning outcomes by the discipline

HaumeHnoBaHnue
OLICHOYHOI' 0
cpeacrsa /

Name of the
evaluation tool

VK-4. Cnocoben
ocyujecmeisimo
0enogyio
KOMMYHUKAYUIO 8
YCMHOU U
NUCbMEHHOU
¢opmax Ha
20CY0apCmeeHHoM
azvike Poccuiickoti
Dedepayuu u
UHOCTNPAHHOM(bIX)
azvike(ax)!

Ability to carry
out business
communication in
oral and written
forms in the state

VK-4.1. 3naem
aumepamypHyio gpopmy
20CY0apcmeenHo2o
SA3bIKA, OCHOBbL YCIMHOU U
NUCbMEeHHOI
KOMMYHUKAYUU HA
UHOCMPAHHOM 513bIKE,
@yHryuonanvHvle cmunu
POOHO20 A3bIKA,
mpebo8anusl K 0e10801
KOMMYHUKAYUU.

Student knows the
literary form of the state
language, the basics of
oral and written
communication in a
foreign language, the
functional styles of the
native language, the
requirements for

3uamv cmpyxmypy 00KyMeHma u nPUHYUNsl e20
€030aHUsl, OCHOBHbIE OA308ble UHPOPMAYUOHHBIX
mexnonoeuti Microsoft Office, ux g3aumoceaso u
VHUBEPCATbHOCMY

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

cobeceoosanue |
interview
mecm /
test
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language of the

business communication.

Russian
Federation and in | YK-4.2. Yueem Ymems epamommuo paspabamvisams cmunu mecm /
the foreign BHIPANCAMb CEOU MBICIU | A03aYA U CUMBOI08, NPUMEHAMb CINUIL K MEKCY, test
language Ha 20Ccy0apcmeeHHOM, co30asams meKkcmosyvie u cpaguieckue gperiml,
POOHOM U uHocmpanHom | npumensms OLE-mexnonocuu, npumensmo 3“,[()‘?” /
A3bIKE 6 CUMyayuul mexHono2uu noietl, co30a8ambv 1eKMpOHHbIE asks
0e10801 KOMMYHUKAYUY. | Mabauyvl U co30a6amv OUASPAMMbL NO
HA3HAYEHUI0, CO30a6amb MeMamuiecKue
Student_ is able to | npesenmayuu
express their thoughts in
the state, native and
foreign language in a
S'tggﬂ?nnuﬁfcgliiséfss Students must be able to able to properly
develop paragraph and symbol styles, apply styles
to text, create 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
VK-4.3. Umeem Brademwv ochosamu mexnonocuii pabomul ¢ mecm /
NPAKMUeCKU Onblm mekcmosou unpopmayueti 0Jisk peuerust 0QUCHbIX test
cocmagienust mekcmos 3a0au
PazHol PYHKYUOHATLHOU sadatu |
tasks

NPUHAONENHCHOCU U
DPA3ZHBIX ACAHPOB HA
20Cy0apcmeenHom u
POOHOM 5I3bIKAX, ONbIM
nepegooa mexkcmos ¢
UHOCMPAHHO20 53bIKA HA
POOHOL, onvim
2080peHust Ha
20CY0apcmeenHom u
UHOCMPAHHOM SL3bIKAX.

Student has practical
experience in compiling
texts of various
functional affiliations
and different genres in
the state and native
languages, the
experience of translating
texts from a foreign
language into a native
language, and the
experience of speaking in
a state and foreign
languages.

Students must to apply the fundamentals of the
technologies of working with text information for
the solution of office tasks

3. CTpyKTYpa U coiep:KaHue AUCHUTIIHHBI




3.1. Tpyn0oeMKOCTh THCHUTLIHHBI

Bcero
Oo0mas Tpy10eMKOCTh 3 3ET
YacoB 1o yueOHOMY IUIAHY 108
B TOM YHCJIe

33
ayIMTOPHbIEC 3aHATHSA (KOHTAKTHasi padoTa): 16
- 3aHSATHUSA JIEKIIMOHHOTO THIIA
- 3aHSATUS CEMHHAPCKOI0 THIA 16
- 3aHATHSA J1a00PaATOPHOI 0 THIIA 1
- Tekynmii koHTpoJs (KCP)
CcaMoOCTOsITeTbHAsI padoTa 75

IIpoMe:xyTOuHast aTTecTAUS — 3a4eT

3.2. Conep:xanue THCIUTTHHBI

HaumMeHoBaHue U KpaTKOE COJepIKaHue pa3ieiioB u TeM | Bcer B tom umcie
JIMCUHUILIAHBI, (hopMa MPOMENKYTOUHON aTTECTAIIHH TI0 0
JUCIUTITHHE (uacsl KonrakTHas pabora (pabora BO CamocTosT
) B3aUMOJCIHCTBHH C MpErnoaBaTeieM), | eIbHas
4achl pabora
CTyJEHTa,
Yachl
3a 3anHAaT Jlab Be
H ust opat er
™ CeMHH OpH 0 Camoc
o apcKo bIe KO TOSITEIN
ne ro pabo HT bHast
KII THIA TBI aK pabot
Ho TH a
HH BIX cTyne
or 4a HTOB
o co (CPC)
TH B
na
1 Benenue 3 1 1 2

Henun u 3amaun kypca. [loustie oducHbie
nporpammbl. CTpykTypa u komroHeHTsl MS Office.
JlonomHuTenbHBIE BO3MOKHOCTH. OCHOBHBIE THITBI
nokymeHnToB Microsoft Office. MS Office uatepdetic.
MS Word penakropa.

[MonsiTne snexTponHoro nokymenra. CTpykTypa
JIEKTPOHHOT 0 JOKyMeHTa. CTpyKTypa CTpaHHIIBI.
OCHOBHBIE3TANBICO3/IAHHUSAIIEKTPOHHOT OTOKYMEHTA.

The goals and objectives of the course. The concept of
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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. MHdopmannoHHbie TexHONMoOrus adzana u
CHUMBOJIA

OCHOBHBIC DIEMEHTBl TEKCTa: MOHATHA ab3al |
cuMBoJI. X ocHOBHBIE aTpuOyThl. CBOICTBa a03aleB:
BBIPABHHBAHHE, OTCTYIIBI, MEXKCTPOYHBIH HHTEPBA.
3Hak abzala W JAPYrHX HEMEYaTHbIE CHMBOIBI.
[NpaBuia mpuUCBOCHHS aTPUOYTOB 3JIEMEHTaM TEKCTA.
OcHoBHbIe TpaBwia Habopa Tekcra. OmuOKku Habopa
TeKCTa U UX ycTpaHeHue. BhICTpoe TepenBiKeHne 1o
TeKcTy.  BblgeneHue,  yaaneHde, KOMHPOBAHHE,
BBIPE3aHHS TEKCTA.

Paccrosinne Mmexnay OykBamu u Baseline. [ozunums
Baseline. Kepuunr mpugra.

D¢ dexrsr mis ab3anes u crpanull. bykuna.l"paHuiib!
¥l 3QJIMBKa Ha CTPaHHIIC.

Bunst pyOpuk. Hepapxusi pyopuk. IlpaBuia
oopmiienuss pyopuk (3arosioBkoB). DoHapuku u
¢oprouxn. Komonku. Hcnonp3oBaHne KOJOHOK B
TEKCTOBOM JIOKyMeHTe. bykBuna.

[lpaBuna odopmieHuss pyOpUK JIOKYMEHTa B
3aBHCHMOCTH OT Ha3HAYCHHSL.

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.

Tema 1.2. TexHOIOIUs CTHIIS

Co3manme cucteMbl crunedl.  basupoBanme
HacJeJOBaHUEe CTHIsL. Jpyrue orepamuu co CTHIISIMU.
ABTOMaTHUYECKOE MTPUCBOCHHE CTUIIS a03ala, TOUCK U
3aMeHa CTW, «ropsude KiaBuimmy». Ommoky,
BO3HUKAIOIIUE TIPH CO3JAaHUU CTHICH M METOIbI HX
ycTpaHeHus. YmpasineHne CTUIISIMU.

TexHomornn, OCHOBAHHBIE Ha TEXHOJIOTMH CTHIIS.
Coznanne ornasnenns (TOC) ¢ momompio cruneir MS
Word. Co3panne OrnaBieHHs C  YHHKaJIbHBIMHU




CTHUJISIMH.

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.

Tema 1.3. ITounst 8 MS Word

Uro takoenone. Crpykrypa mnomns.CunrakcucKonos
nosiedt. BeraBka u penaktupoBanue mnois. PesymabraT
ENCTBUS noJisi. Y mpaBJieHue OOHOBJIEHUEM
nonst.IToneEQ. [lobaBnenne mnoamuceii.Ilepekpecrnas
CCBIIKA.

TexHomoruy, OCHOBAaHHBICE Ha TEXHOJIOTHU TIOJIS:
(dhopMupoBaHue WHpOPMAIIMK O JOKYMEHTe. BepxHue
Y HWDKHUE KOJOHTUTYJBI. Kak M00aBUTH COACPKAMOE
B 00JaCTM BEPXHEr0 M HIDKHErO KOJOHTHUTYJIOB.
CBoifcTBa BEpXHEr0 U HIDKHETO KOJOHTHUTYJIOB.
Co3naHue BepXHUX U HIDKHUX KOJOHTUTYJIOB (TEKCT U
rpaduky, MCNONB30BaTh BCE cpencTBa). [IprmMeHeHue
nonst StyleRef.

TexHonoruss monerd B aBTOMAaTH3AallMA IIOJATOTOBKE
JOKyMeHTa: Ha3BaHme »dJeMeHTa, IepPEKPECTHBIC
CCBUIKH, CCBUIKH Ha JINTEPaTypy Ip.

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:  Element name,  cross-references,
references to literature, etc.

10

Tema 1.5. TexcroBsie 3¢pPeKTsr

Texnomorus (peliMOB: CO3MaHHE TEKCTOBBIX W
rpadudeckux (HperiMoB, CBI3aHHBIC (PEHMBIL.

I'papuaeckne  smeMeHTHI  OQOPMIICHHS  TEKCTa:
TpaHUIBl CTPAHUIIBI, TPAHUIIBI a03alla, 3aJIUBKA, TCHb,
JMUHAA. DJEMEHTapHBIC CIIOCOOBI Pa0OTHI C IIBETOM.
[IpaBuna pa3memenns rpadukd B TEKCTOBOM (patire.
W3meHeHne mapamMeTpoB TpaduuecKoro o0beKTa.

OcnoBuble BuAbl Tpaduku. Image «u3 caitnay,

10
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ocHOBHbIE (popmaThl. PucoBanne oowexToB. IlomoTHo.
OOtekanme. Ilpocteie  nelictBust ¢ Qopmamu.
IMpumenenne SmartArt, Word Art.  Haarmwcs.
CBs13aHHBIETEKCTOBBIEOIOKH.

Text Effects

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 1.6. OLE-TexHomorus

Ces3piBanue U BHeapenue o00bekToB (OLE), kak
TEXHOJOrusl, pa3paboraHHas KommaHueil Microsoft.
CepBep-TIpWIOKEHHE M KIMEHTCKOE INPUIIOKEHHUE.
Merona BHenpenus: oobekTa. Meton Object Linking.

Jobasnenne creruaibHoro oosexkra. OLE-tekct. MS
Equation.OcobenHocTH HCIIOIb30BaHUS OLE-
TEXHOJIOTHH: IUHAMHYECKOE M CTaTHYECKOE
CBSI3BIBAHHE, HCTIONB30BAHKE PeaKkTopa GopMyiL.

[pakrrueckoe npumenenne OLE-TexHom0rNMil.
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.

10

Tema 1.7. Makpocst 8 MS Word

Yro Takoe makpoc? BumsimakpocoB. O VBA (Visual
Basic for Application). Ctpykrypa makpoca. [Ipasmia
Hammmcanust VBA omneparopos. CTpykTypa omepaTtopa:
O6sbekT, cBOMCTBa, MeTOIBI. 3amucsMakpocoss Word

Macro in MS Word

Types of macros. About VBA (Visual Basic for

18

14




Application). Macro structure. Rules for writing VBA
statements. Operator structure: Object, properties,
methods. Writing macros to Word

Tema 1.8. Dnexrponnsie Tabmuipl (Excel Microsoft
Office): Ha3HAYEHUE U OCHOBHBIC BO3MOXHOCTH

Beenenne B anektponHble Tabmumbl MS  Excel.
®opmarupoBanme sgeeKk. OCHOBHBIE MOHATHSI: YUCHIA,
¢dopmynsl. Onepannsl U oneparopbl. CTHIIB CCBUIOK.
Oynakuun. bubnnorexa ¢ynkuuii. [Ipumenenne Excel

JJI4  CTaTUCTHYCCKOI'O aHaJin3a JaHHBbIX. TpeHI[I)I
(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).

11

Tema 1.9. BeruncneHust B TaOJUYHOM PEIaKTOpe

Hcnonb3oBanne aOCOMIOTHBIX M OTHOCHTEIBHBIX
CCBUIOK JUIsi O0O3HAYCHMS SUSHKH WM JHANa30HbI
siyeek. Vcrionb3oBanue cranaaptHeix ¢yHkinuu Excel
IUIS BBIYMCIICHUH, CO3JaHKe TPa(UKOB M JUarpaMML.
Bbrunciauth  (QyHKIHMIO M MOCTPOMTH €€ rpaduk,
HCCIICZIOBAaTh MOBEACHUE NP PA3IMYHBIX 3HAUCHHSX
apamMeTpoB.

14

10

Tema 1.10. IlonsiTHe npe3eHTAIINH

Haznauenue PowerPoint. OcoOeHHOCTH CcO3maHUA
npe3eHraimid. MHTepdetic  cmaitmoB.  Crtpykrypa
CTpaHUIIBI, HUCKYCCTBO cienath  MH(OpPMAIUIO
JOCTYITHOM JUIsSi HOHUMAHHSI.

PowerPoint anumarmsa. Ctunn mpe3eHTanuu. PexxuMbt
MoKa3a npe3eHTanuu. [[puMeHeH e THIepCChLIOK.

«Cnaiiny w3 (ailioB CO CHEHHUATbHON CTPYKTYpPOIi.
Db dexTsl MynbTHMEANA.

OLE B PowerPoint.

CBsi3aHHBIC TEXHOJIOIHHU: HEPapXus U ee NPHMCHCHHUE
B mpminoxenusx MS Office.

Calculations in a spreadsheet editor

Use absolute and relative references to indicate cells or
cell ranges. Using standard Excel functions for
calculations, creating graphs and charts. Calculate the
function and plot its graph, investigate the behavior for

14

10
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different values of the parameters.

107 16 16 32 75

Texymuit koutposas (KCP)

HpOMC)KyTO'—IHaSI arrecranus — 3a4€cT

" 108 16 16 33 75
TOTO

Texyiuit KOHTPOJIb yCIIEBAaEMOCTH peaynzyeTcsi B popMax OMPOCOB Ha 3aHATHSX CEMHHAPCKOTO THIA.
[TpomexyTouHas aTTeCTAIUs IPOXOJUT B TPAAUIIMOHHOM hopme (3auer).

4. YyeOHO-MeTOAMUYECKOE O0ecrieueHHe CaMOCTOSITeJIbHOM PadoThl 00y4aroIMXcsi

BrinosiHeHue 1oMalHuX NPakTUYECKUX 3aJaHHi ¢ MOCIIeAYIoIel TPOBEPKOM U 00CYKACHUEM.
N3yuenue nurepaTypsl U IpopabOTKa TEOPETUYECKOTO MaTepralia JEKIIMOHHBIX 3aHATHH.

OO6pa3oBarenbHblil MaTepual A CAMOCTOSITENIbHON paboThI CTyIeHTA:!
1. Kysenxosal.B. Introduction to Microsoft Office. DnekrpoHHO-ynpaBiIsieMblil Kypc B ccTeMe
anekrpoHHoro o0yyenuss HHI'Y. https://e-learning.unn.ru/enrol/index.php?id=772 Bxon

TpeOyeT aBTOpU3aIIIH.

KOHTpOJ’IBHHe BOIIPOCBI W 3adaHuA JId MPOBCACHUSA TCKYHIECTO KOHTPOJIAA U HpOMe)I(YTO‘IHOﬁ
aTTeCTAalluU 110 UTOraM OCBOCHHA NUCHUIIIMHBI ITIPUBCACHBI B II. 5.2.

5. ®oH OLIEeHOYHBIX CPEICTB IJIsi MPOMEKYTOYHOI ATTeCTAIMH M0 JHCHHILTHHE (MOLYJII0),
BKJIFOYAIOIIWH

5.1. Onucanue WIKaJX ONEHHBAHUS PE3YIHTATOB 00Y4YeHHS MO THCIHILTHHE



Yposenb Ilxana oneHuBanus ¢OPMUPOBAHHOCTH KOMIIETEH M
chopmupoBan
HOCTH HeY/I0BJIETBO 10BJIETBOPH
oc J10X0 Y y P XOpo1I0 O4YeHb XOpPOIIO OTJIMYHO MPEBOCXOTHO
KOMﬂeTeﬂuﬂi{‘l PUTEJIBHO TEJIBbHO
(uHaUKaTOpa
HOCT"me“"’i He 3aureno 3adreHo
KOMIIeTeHU i)
OrcyrcTBUE
3HaHUM
YpoBeHb YpoBeHb
TEOPETHIECKO u o
YpoBeHb MuHuManbHO | 3HaHMU B 3HAHUU B YposeHb
ro MaTepuaa. N o >
3HAHWH HIDKE | JIOIMYCTHUMBIH | oObeme, obneme, 3HAHHH B Yposenn
MHHHAMAJIb- OBEHb COOTBETCTB COOTBETCTB ob0beme 3HaHHH B
Heso3morkHOC M N yiot o ’
Th OLEHHTE HBIX 3HAHHUH. €M IIporpaMme €M IporpaMme COOTBETCTBYIO | o0Beme,
3HaHus — TpeOoBaHM. JomymeHo TIOATOTOBKH. MO/ITOTOBKH. meM MPEeBHIIIAONIe
SHAHMH Wmenu mecto | MHOTO JomymieHo JomymieHo nporpaMme M TIpOrpamMMy
T — rpyosre HETpyObIX HECKOJIBKO HECKOJIEKO TIO/ITOTOBKH, TIO/ITOTOBKH.
oTKasa OIIMOKH. OIINOKH. HerpyobIX HECYIIIECTBEHH 6e3 ommoOoK.
ook BIX OITHOOK
o0yJaromeroc
s OT OTBeTa
IIponemoncTpu IIponemoncTp
IIponemoncTp
POBaHBI Bce IIponeMoHcTpH | MpOBaHBI BCe
OtcyrcTBUe HMPOBaHBI [MpoxemoncTp
[pu pemennn OCHOBHBIE POBaHBI BCe OCHOBHBIE
MHUHUMAJIb- OCHOBHBIE HpOBaHbI BCE
N CTaHJIaPTHBIX YMEHHUSL. OCHOBHBIE YMeEHUs,
HBIX YMEHHH. YMEHHUSL. OCHOBHBIE
3a7a4 He Pemrensr Bce YMEHHUSL. peLIeHbI Bce
Heso3mox- Pemenst YMEHUS,
MPOJIEMOHCTP OCHOBHBIC Perens! Bce OCHOBHBIC
HOCTb TUIIOBBIE pEILIEHBI Bee
MPOBaHbI 3aJa4u C OCHOBHBIE 3a7ja4yi C
OLIEHUTH 3a7a4u C OCHOBHBIE
OCHOBHBIE HerpyobIMu 3a7a4H. OTZAENBHBIMU
Ymenus HaJTUYUe HerpyObIMU 3a7a4ym.
N YMEHHSI. OIINOKAMH. Beinonnens! Bce | HecymecT-
YMEHU OIINOKAMH. Beinonzensl
Beinonnens! Bce | 3amaHus, B BEHHBIM
BCJIE/ICTBUE Beinonnenst BCE 3aJ]aHM,
Wmenu mecto 3aJaHusl, B TIOJTHOM HEJI0ueTaMH,
OTKa3a BCE 3aJ1aHM, B TIOJTHOM
rpyObie TIOJTHOM obbeme, HO BBITIOTHEHBI
o0yJaromiero- 6 HO HE B obobeme Oe3
OIINOKH. obbeme, HO HEKOTOpEIE C BC€E 3aJaHUA B
cs OT OTBETa TIOJTHOM HEJI04YETOB
HEKOTOpEBIE C HeJI0ueTaMH. MOJIHOM
obbeme.
HEJI0YeTaMH. obbeme.
Orcyrcreue Ipu pereHnu
BIIa/ICHUS craunapraeix | Mimeercs IIponemoncr- IIponemoncTpu I
0JIEMOHCT
MaTepuasoM. | 3ajady He MUHUMAJbHBI | PHPOBAHBI pOBaHBI P P IMponemoncTp
. HPOBaHbI
Hesosmoxnoc | mponemoncrp | ¥ Habop 6a30BbIC 6a3oBbie P HpOBaH
HaBBIKH IIPU .
Tb OLICHUTH HPOBAHEI HaBBIKOB JUIl | HABBIKU IIPU HaBBIKH IIPU TBOPUYECKHUH
CIICHUI
HaJluuue 0a30BbIe peueHust peleHun peleHnu P MOAXOJ K
Hagpiku HECTaHJapTH
HaBBIKOB HaBBIKU. CTaHJApTHBIX | CTaHAAPTHBIX CTaHJIapTHBIX 6 PpELIECHHIO
BIX 3aJ1a4 6e3
BCII/ICTBUE 3a1a4 ¢ 3a1a4 ¢ 3aa4 6e3 6 HECTaHAAPTH
OMmIMOOK U
OTKa3a Nwmenu mecto HEKOTOPBIMH HEKOTOPBIMH OLINOOK U bIX 3a/1a4.
HEJI0YETOB.
06y11a101.uer0c rpy6me HEI0YETaMU. HEeIoYeTaMu HEIOYETOB.
g OT OTBETA OLINOKH.
Ixana oeHKH NPU NPOMEKYTOYHON aTTECTALMHU
Onenka YpoBeHb NOATOTOBKH
Bce xoMrieTeHnnu (4acTH KOMITETSHITNH), Ha (POpMUpPOBaHUE KOTOPHIX
3a9TCHO IIpeBocxoznHO HalpaBJieHa AUCHUIUINHA, chOPMUPOBAHBI HA YPOBHE HE HIKE
«IIPEBOCXOLHO»
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OTINYHO

Bce kommereHnuM (YacT KOMITETEHIMI), Ha (hOPMHpOBAHHE KOTOPHIX
HarpaBJieHa TUCHHILUINHA, C(OOPMHUPOBAHBI HA YPOBHE HE HIKE «OTIHIHON,
IIpU 3TOM XOTS OBl OJHAa KOMIETeHIHsS CQOopMHpOBaHa Ha YpOBHE
COTIIMIHO»

OueHsb x0pouIo

Bce xommereHnmm (4acTH KOMIIETEHIMI), Ha (OPMHUpPOBAHHE KOTOPBIX
HarpaepjieHa JHUCIMIUIMHA, C(OPMUPOBAaHBI Ha YPOBHE HE HIKE «OYEHb
XOpOLIO», IPH 3TOM XOTS ObI O/IHa KOMIETeHINs chOPMHUPOBaHA HA YPOBHE
«O4YEHb XOPOUIO»

Xopomio

Bce kommereHnuM (YacTd KOMIIETEHIMH), Ha (DOPMHpOBaHUE KOTOPBIX
HarpagJieHa JUCLUUIUINHA, C(OPMHUPOBAHBI Ha YPOBHE HE HIKE «XOPOIION,
IpU 3TOM XOTs OBl OfHA KOMIIETeHIMs c(opMHpOBaHa Ha YpPOBHE
«XOpOIIO»

Y 10BIETBOPUTEIHHO

Bce xommereHumu (4acTH KOMIIETEHIHMI), Ha (OPMHUpPOBAHHE KOTOPBIX
HampapjieHa IMCUMIUIMHA, Cc(OPMHUPOBaHBI Ha YpPOBHE HE HIKE
«YIIOBJICTBOPUTENIBHO», TIPH O3TOM XOTs Obl OXHA KOMIETEHIUS
copMHUpOBaHA HA YPOBHE «Y/IOBJIETBOPUTEIHHON

HC 3a4TCHO

HeynoBnetrBopurensHo

Xors Obl  omHa ~ KOMIIETGHIMs  chopMupoBaHa  Ha  YpOBHE
«HEYIIOBJICTBOPUTEIILHO», HU OJIHA U3 KOMIICTCHIMA He chOpMHUpOBaHA Ha
YPOBHE «IIJIOXO»

ITnoxo

XoTs ObI OIHA KOMITETCHIIUA C(hOPMUPOBAHA HA YPOBHE KILTOXOY

5.2.

TunoBble KOHTPOJIbHBIC 3aJaHUSA UJIN UHBIC MaTEpHaJIbl, HeOﬁXO}II/leIe AJIsd OHCHKH

pe3yJabTaTOB 00y4YeHusl

5.2.1. KoHTpo/ibHbBIE BONIPOCHI

Nerim | Bomipoc Ko xommereHmiu
(coenacro PII]])
1. | dyuknuu U cpeacts Microsoft 1. Functions and tools YK-4
Office. Microsoft Office.
2. | Uctopus passutus Microsoft Office | 2. History of Microsoft YK-4
Office
3. | Buapl 6e30yMakHBIX JOKYMEHTOB. 3. Types of paperless YK-4
documents.
4. | Drarmsl MOArOTOBKH 3JIEKTPOHHOM 4. Stages of preparing YK-4
MyOJIMKAIIH. an electronic
publication.
5. | OcHoBHbIe MpaBmia Habopa Tekctau | 5. Basic  rules for YK-4
TpeboBaHus K rpaduueckum (paiizam. | typing and
requirements for
graphic files.
6. | Co3maHue cUCTEMbI CTHIICH U MX 6. Creating a system of YK-4
pUMEHEHHE. styles and their
application.
7. | Bo3MoOKHBIEC OITHOKK TIPU CO3JIAHUU 7. Possible errors in the VK-4
AIIEKTPOHHBIX MyOaMKanuii 1 Metoasl | creation of electronic
UX yCTpaHEHHS. publications and
methods  for  their
elimination.
8. | MeToans! co3gaHusa U 8. Methods for creating VK-4
dopmarupoBanus Tabnun B Microsoft | and formatting tables in
Office. Microsoft Office.
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9. | Mepapxudeckasi cxema TEXHOJIOTUN 9. Hierarchical scheme YK-4
pabortsl ¢ Tekcrom B Microsoft Office. | of  technologies  for
working with text in
Microsoft Office.
10.| Cioco6b1 co3nanus ¢pukcupoBanabix | 10. Ways to create YK-4
Y CKOJIB3SIIMX KOJIOHTUTYJIOB. fixed and  sliding
headers and footers.
11.| Cioco6b1 co3nanus BoasiHOTO 3Haka u | 11. Ways to create a YK-4
JAPYruXx rpaMuecKux AIEMEHTOB watermark and other
MyOJTMKAIIH. graphic elements of the
publication.
12.| OcHoBHBIE popMaThl n300paxkenuit B | 12. The main image YK-4
Microsoft Office. formats in  Microsoft
Office.
13.| OLE-TexHODOTHH B IOJrOTOBKE 13. OLE-technologies YK-4
MyOJTMKAIHA. in the preparation of
publications.
14.| TloaroToBka 6€30yMaKHBIX 14.  Preparation  of YK-4
THIIEPTEKCTOBBIX TOKYMEHTOB. paperless hypertext
OO0rire TpeboBaHusI. documents. General
requirements.
15.| TexHOJOTHSI CO3/IaHUS TEKCTOBBIX 15. Technology of YK-4
GbpeiiMOB, Ha3HAYEHHE. creating text frames,
purpose.
16.| TexHoJOTHsI MMOJICH B TOATOTOBKE 16. Technology fields YK-4
AJIEKTPOHHOTO JOKYMEHTA. in the preparation of an
electronic document.
17.| Tlpumepbl MPUMEHEHUS TTOJICH TSt 17. Examples  of YK-4
CO3/IaHUS 1a0I0HOB. applying  fields to
create templates.
18.| MeToibl MHTETPALIUU TEKCTOBOM M 18. Methods of VK-4
rpadudeckoit HHGOPMAIIHH. integrating text and
graphic information.
19.| Makpocsl Kak CpecTBO 19. Macros as a means YK-4
ABTOMATH3AI[MK PAOOTHL of automating work.
20.| Lenu u 3a1a4n Ipe3eHTALHH. 20. Goals and VK-4
OCOOCHHOCTH TIPUMEHCHUS CTUJICH. objectives  of  the
presentation.  Features
of applying styles.
21.| Metoapl co3aHNe Pa3HbIX THUIIOB 21. Methods of creating VK-4
MyOTMKAIUiA. different  types  of
publications.
22.| llpumenenune npunoxenunid Microsoft | 22.  Application  of YK-4

Office ms pemenns Hay4HO-
TEXHUYECKOH 3a/1auu.

Microsoft Office
applications to solve
scientific and technical
problems.

5.2.2. TunoBble TecTOBBIE 3aJaHus1 (TecTbI) VISl OLleHKU c(hOPMUPOBAHHOCTH KoMneTeHuu YK-4.
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1. U3mensiercst mu KCPHUHT ITPU U3MCHCHUU TpeKI/IHFa?
1. la.
2/ Her. (+)
1. Does kerning change when changing tracking?
1. Yes.
2. None. (+)
. KakoB pesynbraT BcTaBku B okymeHTnonsiStyleRef?
1. JloOaBiisercst CChIIIKA HAa CTUJIb.
2. B yka3aHHOe MeCTO TOKyMEHTa BCTaBJIsETCS TEKCT, pa3MEUEHHBIN CTHIIEM, YKa3aHHBIM B T10JIe
StyleRef. (+)
3. IToneStyleRefrio3Bonsiernono0paTbHyMEpaIHiO K TEKCTY JOKYMEHTA.
. What is the result of inserting the StyleRef field in the document?
1. Add a link to the style.
2. The text marked with the style specified in the StyleRef field is inserted into the specified place of
the document. (+)
3. The StyleRef field allows you to select the numbering for the text of the document.
. Kak coznatb TekcToBblit Qpeiim?
1. [Ipumenuts pynkuuro Hannues. (+10)
2. JIo6aBUTH IOJIOTHO
3. JlobaBHUTH
4. ITpumennTs KOMaHTy BcTaBuTh Ha3BaHUe
. How to create a text frame?
1. Apply the Text Box. (+10)
2. Add the canvas
3. Add
4. Apply the command Insert name
. Kakue TeXHOIOruy IPUMEHSFOTCS TIPH CO3JIaHWUH COJICPKaHHS TIOKyMEHTA?
1. Ctumm, mpocTas Tabnura, mosne. (+)
2. OLE-o0nekT, Tabmuma, momie.
3. Ilone, TabynsTopsr, Haammce.
4. Ctrimn, Caocku, OLE-00nekT.
. What technologies are used to create the content of the document?
1. Styles, a simple table, a field. (+)
2. OLE-object, table, field.
3. Field, tabulators, the i Text Box.
4. Styles, Footnotes, OLE-object.
. Onepanmamu B MS Excel Brictynaror:
1. TTOCTOSTHHEIE, CCHIIKH
2. KOHCTaHTa, GYHKIHS, YACIIO
3. KoHCTaHTa, PyHKIWs, cchutkh (+10)
4. ypaBHeHUe, (hopMyIa, CCHUIKH
. Operands in MS Excel are:
1. permanent links
2. constant, function, number
3. constant, function, references (+10)
4. equation, formula, references
. Eciu MpiBcTaBuM popmyity B TekcT, ucnonb3ys MS Equation, To kakoii TUIICCHUTKH(DOPMUpPYETCs?
1. nuaamuyeckuii (+10)
2. CTaTUYECKUM
. fwe insert the formula into the text using MS Equation, what type of link is formed?
1. dynamic (+10)
2. Static
8. Ecii MBI XOTHM BCTaBHTH Ipe3eHTanuto PowerPoint B jokyment MSWord, to MSWord Gyzer padoratsb

Kak:

1.. OLE-cepBep
2.. OLE-knuenT

8. If we are to insert the presentation of PowerPoint into document MS Word, then MS Word will work as:
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1. OLE-server
2. OLE-client +10
9. Kak o0benuanTh Heckoiabko Word-okymMeHToB B ouH? (OBICTPO 1 0€3 moTepu popMaTUPOBAHHMS).
BBenuTte cBOM OTBET 3/7€Ch.
9. How to merge multiple Word-documents into one? (quickly and without losing formatting).
Enter your answer here:

10.Ykaxxure reHeTHYECKHE CBA3U TEXHOIOT I
10. Connect the arrows tech names that follow one

another.
Properties of Character Simple Table
and Paragraph
Styles
Fields Headers and Footers TOC

5.2.3. TunoBble 3a1a4u 1J15 OleHKH c(hopMHPOBAaHHOCTH KomMneTeHuu YK-4.
1. VYkaxure aTpubyTHl ab3ara.
2. VYxaxurte aTpruOyThl CHMBOJIOB.
3. VYkaxuTte Ha3HayeHHWe CTUIIA ab3ama U CUMBOJIA.
4. VYxaxuTe OCHOBHBIC OIMMOKH Habopa.
1. Specify the attributes of the paragraph.

2. Specify the attributes of the symbols.
3. Specify the paragraph and character style assignment.

4. Specify the basic set errors.

o

Co3math comepxkaHue TOKyMEHTa.
CdopmupoBath yKazaTems.

7. CrenaTh CCBUIKH Ha CITCOK JIUTEPATYPHI.
* Create document content.

o

* Generate an index.
» Make references to the bibliography.

3ananue 1. Co3maTh CTHIIB 3ar0JIOBKA C JIMHUEH NO a03ameM. YKa)KUTe, B UeM OTIMYHE JIMHUX MO a03aremM
OT TIOJYEPKUBAHUS CUMBOJIA?

3aﬂaﬂne 2. YCTpaHI/ITB BUCAYHNC CTPOKU UJIK OTPBIB 3633113 B TEKCTC NOKYMCHTA.

JIOB
3ananue 3. V3MenuTs 6a30BYyr0 TMHUIO cUMBOIIOB. [Tpumep: C 0,
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Task 1. Create a heading style with a line under the paragraph. What is the difference between the line
under the paragraph and the symbol underlining?

Task 2. Eliminate the hanging lines or break the paragraph in the text of the document.

Task 3. Change the basic line of characters. Example: Word.

IIpumep 3agaHus1 2151 COBMECTHOI padoThI
PenaktupoBarh cBOHCTBA JOKyMEHTa U I00aBUTh HH()OPMAIIMIO O JIOKYMEHTE U aBTope B Tabnuity (QyHKIus
[ons). Oprann3oBaTh 00BSICHEHHE CTYACHTAM MUHHU-TPYIIIHL.

* Edit document properties and add information about the document and the author to the table (Field
function). Organize an explanation for the students of the mini-group.

Information about the document

Name fields Insert field

Title

Name file

Author

StyleRef
(Heading 1 level)

StyleRef
(Heading 2 level)

TOC

FileSize

NumPage

6. YueOHO-MeTOAMYECKOE M HH(POPMAIMOHHOE 00ecnevyeHrue THCIUIIINHBI

a) OCHOBHAs JIMTepaTypa:

1.

2.

Kyzenkosal .B. Introduction to Microsoft Office. DnekTpoHHO-YIIpaBISIEMBIN KypC B CHCTEME
anekrponHoro ooyaenuss HHI'Y. https://e-learning.unn.ru/enrol/index.php?id=772 Bxonx Tpebyer
ABTOPH3AIUH.

Hild E., Wach C. (2010) Microsoft Office Overview for Developers. In: Pro SharePoint 2010 Solution
Development. Apress

https://link.springer.com/chapter/10.1007%2F978-1-4302-2782-3 4

0) 10MOJIHMTEbHAS JIUTEpPaTypa

3.

Helen Holding, Clare Martin. Mastering Microsoft® Office. DOI https://doi.org/10.1007/978-0-230-
80233-9. Palgrave, London. eBook Packages Palgrave Business & Management Collection . Print
ISBN 978-0-333-94977-1. Online ISBN 978-0-230-80233-9.

https://link.springer.com/book/10.1007/978-0-230-80233-9#authorsandaffiliationsbook

B) IporpaMmMHoe o0ecrnieyenne u UaTepHeT-pecypcnl:

1.

2.

Pazpaborka pemennii Office. Opuunansubiii caitr MSDN Library. — URL:
https://msdn.microsoft.com/ru-ru/library/fp161347.aspx

Obmue ceenenust 00 o0bexTHON Mogenu Word. bubnnoreka MSDN. — OdunmansHblii cait
Microsoft. —URL: http://msdn.microsoft.com/ru-ru/library/kw65a0we.aspx

15


https://link.springer.com/chapter/10.1007%2F978-1-4302-2782-3_4
https://doi.org/10.1007/978-0-230-80233-9
https://doi.org/10.1007/978-0-230-80233-9
https://link.springer.com/search?facet-content-type=
https://link.springer.com/book/10.1007/978-0-230-80233-9#authorsandaffiliationsbook
https://msdn.microsoft.com/ru-ru/library/ms123401.aspx
https://msdn.microsoft.com/ru-ru/library/fp161347.aspx

8. MaTepHaJ’ILHO-TeXHI/I‘leCKOC odecneyeHue AUCIHUIIINHBI

[Tomenienus mpeacTaBisA0T cob0il yueOHbIe ayIUTOPHH ISl MIPOBEACHUSI y4eOHBIX 3aHATHUH,
MPEIYCMOTPEHHBIX ~ IPOrpaMMOil  (JIEKIMOHHOTO U CEMHHApCKOTO  TUIA), OCHAILEHHbIE
000pyZIOBaHNEM U TEXHUYECKUMU CPEACTBAMHU OOyUCHHUS.

[Tomemenus ayis caMOCTOSTENTLHONM pabOThl OO0YYalOUIMXCS OCHAIEHBI KOMITBIOTEPHOM
TEXHUKOM € BO3MOKHOCTBbIO MOJKIIOUEeHUS K ceTu "MHTepHer" u oOecredeHbl JOCTYIOM B
AJIEKTPOHHYIO HH(OPMAILIMOHHO-00pa30BaTENbHYIO CPEY.

[Iporpamma cocrapiieHa B cooTBeTcTBHM ¢ TpeboBanussmu GI'OC BO /OC HHI'Y

ABTOD: K.(p.-M.H., J0LI. Kyzenkona I'.B.

Peuenzenr (b1)

3aBenyromuii kadenpoit: 1.¢.M.H., mpod.

[IporpamMma o100peHa Ha 3aceTaHUU METOJUICCKONH KOMUCCHH WHCTHTYTAa HH()OPMAIIMOHHBIX
TexHoJyiorui, MmatemaTuku 1 Mexanuku ot 30.11.2022 rona, mpoTtokost Ne 3.
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