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2 Mecto nucuniuinebl B cTpykrype OITOII

HMucnummuaa b1.B.03 «Beaenue B Microsoft Office» otHocuTcst k wactu OOII o HampaBieHUIO
noarotoBkn  02.03.02 «@DynmamenTtanpHas HWHQOpPMAaTHKAa W WHPOPMALMOHHBIE TEXHOJIIOTHUNY,
dbopMupyeMoil ydacTHUKaMHu 00pa30BaTEIIbHBIX OTHONICHUHU. JIMCIUTUIMHA YuTaeTCs CTyAeHTaM | Kypca
B 1 cemectpe, 3 3aueTHbIX equHuUIlbl, 108 yacos, 3a4er.

Ne MecTo 1MCUMILIHHBI B Y4eOHOM CraHgapTHBIN TEKCT 1JI ABTOMATHYECKOT0
Bapu miaHe o0pa3oBaTebHOI 3amoJiHeHus1 B KOHcTpyKTope PIL/I
aHTa NPOrpamMMbl
1 brmox 1. Juctmmmmael (Moxynw) | Jucnummaa b1.B.03 «Benenue B Microsoft Office»
Yacrs, dbopmupyemas | orHocutcess k yactu OOIl HampaBieHHS TOATOTOBKU
ydyacTHHKamMu  oOpasoBarenbHbIX | 02.03.02  «DyngameHTanpHas  uHQOpMATHKa U
OTHOIICHUN uH(pOpPMaIMOHHBIE TEXHOJIOTHI, dbopmupyemoit
Y4aCTHUKAaMH 00pa30BaTEIbHBIX OTHOIICHHUH.

1. Ilnanupyemsble pe3yJbTaThbl 00yUeHHs M0 TUCHUILINHE, COOTHECEHHbIE ¢ MJIAHMPYEeMbIMH
pe3yJibTaTaMM OCBOEHHsI 00pPa30BaTe/IbHOI NPOrpaMMbl (KOMIETEHUMSMU U MHAUKATOPaAMU
JOCTHKEHUSI KOMIIETeHIUI)

Inanupyembie pe3yabTaThl 00y4eHHS M0 JUCHUILUINHE (MOXYJIK0), B
COOTBETCTBHM C HHIHKATOPOM JA0CTHKEHHS] KOMIETEHIUH /
@opuupyemre Pl dl i for the discipli dule), i d ith
anned learning outcomes for the discipline (module), in accordance wi
KOMIeTeHIu ! tlgl indicator of achi P ) (f )t’ HauMeHoBaHue
(KOJL, CoiepiKatme e indicator of achievement of competency OLCHOMHOrO
KOMITETEHINH) / Hupukarop cpencrea /
JAOCTHKEHHST
KOMIIETeHIIUT
Formed » Pe3yabTaThl 00y4eHus IO TUCHHILIAHE / Name of the
competencies (ko conepmaﬁ/ne luation tool
HHIUKAaTOpa . s evaluation too
(code, content of A pa) Learning outcomes by the discipline
Competency
competence) . e
achievement indicator
(code, indicator content)
VK-4.1. 3uaem 3name cmpyxmypy 0OKyMeHma u npuHyunvl €20 cobecedosanue /
JumepamypHyo gopmy C030aHUsl, OCHOBHblEe DA306ble UHPOPMAYUOHHBIX interview
VK-4. Cnocoben | socpoapemsennioco mexnonozuti Microsoft Office, ux é3aumocésnsv u mecm /
. test
ocyuecmenimsd A3bIKA, OCHOBbL YCMHOU U | YHUBEPCATLHOCHb
denoeyio RUCbMEHHOU
KROMMYHUKRAYUIO 6 | woymynukayuu Ha
ycmuou u UHOCMPAHHOM A3bIKE, Stud X
i tudents must know structure of
NUCLMEHHOU dyHKyUOHATbHbIE CIY structure of the document
popmax na DOOHO20 A3VIKa, and principles of its creatwfz, know the basic basic
20cy0apcmeentom mpeGoeanus k 0e1060i information technologies of Microsoft Office, their
sazvike Poccutickotl KoMMyHUKa UL, interrelationship and universality
Dedepayuu u
UHOCTNPAHHOM(bIX) Student knows the
Azvike(ax)/ literary form of the state
language, the basics of
Ability to carry oral and written
out business communication in a
communication in Joreign language, the
! and writt functional styles of the
oral ana written native language, the
forms in the state requirements for




language of the

business communication.

Russian
Federation and in | YK-4.2. Yueem Ymems epamomno paspabameieamo cmunu mecm /
the foreign BbIPAIICAMb CEOU MBICIU | Ab3aya u CUMBONI08, NPUMEHMb CIMULU K MEKCINY, lest
language Ha 20Cy0apCcmeeHHOM, coz0asams mexcmoswvie u epaghuieckue peiimo,
PpOOHOM u unocmpannom | npumenams OLE-mexnonoeuu, npumenameo 3at0azu /
A3bIKE 8 CUMyayuu mexHono2uu nojet, co30a6ambv 1eKmMpOHHbIE @
0e1080U KOMMYHUKAYUY. | Mabauyvl u co30a8ams OUaAPamMMmbl nO
HA3HAYeHUI0, C030a8amb memMamuyecKue
Student is able to npesenmayuu
express their thoughts in
the state, native and
foreign language in a
SUZZZ;”MZ{CZIZS,;Z%SS 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. Humeem Brademwv ocnosamu mexnonoeuii pabomul ¢ mecm /
npaKmu4eckuti onvlm meKkcmosoll uHgopmayuetl 0isl peuieHuss OPUcHbIx lest
COCMABIeHUs. MEeKCMO8 3a0au
DPA3HOU PYHKYUOHATLHOU sadau /
tasks

NPUHAONEHCHOCIU U
DA3HBIX AHCAHPOB HA
20CY0apCmeeHHOM U
PDOOHOM S13bIKAX, ONbIM
nepesooa mexkcmos ¢
UHOCMPAHHO20 3bIKA HA
POOHOU, onvim
2080peHUsL Ha
20CY0apcmeeHHom u
UHOCMPAHHOM S3bIKAX.

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




4
3. CTpyKkTypa U coepkaHue 1 CHUILTTHHbBI

3.1. Tpy10eMKOCTb JUCHHNJIMHBI

Bcero
Oomast Tpy10eMKOCTh 3 3ET
Yacos no yueOHOMY IJIaAHY 108
B TOM 4HciIe

33
ay/IMTOPHBIE 3aHATUSA (KOHTAKTHasi padoTa): 16
- 3aHATHUS JIeKIIHOHHOI0 THIA
- 3aHSITUS CEMHUHAPCKOI0 THIIA 16
- 3aHATHSA J1a00PATOPHOI0 THIIA ,
- rekymmii kourpoJas (KCP)
caMocCTosiTe/IbHasi padoTa 75

HpOMe)KyTO‘IHaH aTTeCcTanusa — 3a4eT

3.2. Coaepxanue TUCUUNIMHBI

HanmeHoBaHUe U KpaTKoe coJepikaHue pa3aenoB u teM | Bceer B Tom umcie
JUCIUILIMHBL, opMa MpOMeXXyTOYHOI aTTecTaluy 1o 0
JUCIUILITHHE (qach! KonTakrtHas pabota (padota BO CamocTost
) B3aUMO/ICHCTBUH C MpernojaBaTeseM), | eabHas
Yachl pabota
CTYy/IeHTa,
Yacsl
3a 3ansT Jlab Be
Hs ust opar er
™ CeMUH OpH o Camoc
o apcKo ble KO TOATEN
ne ¢ pabo HT bHast
KIJ THIIA THI aK pabot
Ho TH a
HH BIX cTyne
or qa HTOB
0 co (CPC)
TH B
na
1 Beeneunne 3 1 1 2

Henu u 3anaum kypca. [lonsitue oucHsle
nporpammel. CTpykTtypa u komnonentsl MS Office.
JlononHNUTENbHBIE BO3MOXHOCTH. OCHOBHBIE TUIIBI
nokymentoB Microsoft Office. MS Office untepdeiic.
MS Word penmakropa.

ITonsiTre snexTpoHHOTO MOKyMeHTa. CTpyKTypa
3JIEKTPOHHOTO TOKyMeHTa. CTPyKTypa CTPaHHUIIBI.




OCHOBHI:.IeSTaHI)ICO3)IaHI/1513.HeKTpOHHOFO}IOKyMeHTa.

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. MudopmaunoHHble TexHONOTHs ad3aua H
CHUMBOJIA

OCHOBHBIC 2JICMEHTBI TEKCTa: IOHATHA ab3al |
cuMBoJl. X ocHOBHBIE aTpuOyThl. CBolicTBa ab3areB:
BBIPABHMBAHME, OTCTYIIbI, MEXKCTPOUHBIH HHTEpBAI.
3Hak ab3ama W JApYyrux HemneuyaTHble CHMBOJIBIL.
[TpaBuna mpucBoeHHUs aTpUOYTOB SJIEMEHTaM TEKCTa.
OcHoBHBIE TpaBmia Habopa Tekcrta. Omubku Habopa
TEKCTa ¥ MX ycTpaHeHue. beicTpoe nepenBiKeHue 1o
TeKCTy.  Bplnenenuwe, ynmajneHue, KONHMPOBaHHE,
BBIPE3aHUS TEKCTA.

Pacctosane mexny OykBamm u Baseline. Ilozmims
Baseline. Kepauar mpudTa.

O dextpl s ab3aueB u crpanul.byksuna.l'panuibl
Y 3aJIMBKa Ha CTPaHMIIE.

Bunsl py6puk. Hepapxus py6puk. Ilpasuma
opopmicHus pyOpuk (3aronoBkoB). DoHApUKU U
¢doprouku. Kosonku. Hcnonb3oBaHue KOJOHOK B
TEKCTOBOM JIOKyMeHTe. bykBuna.

[MpaBuna odopmuenuss pyOpuK  JOKyMeHTa B
3aBHCHUMOCTH OT Ha3HA4EHUS.

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. TexHoIOTHS CTHIIS

Co3nanue  cuctembl  ctuied.  basupoBanume u
HaclleZIoBaHWe CTWIA. [[pyrue omepamuy co CTHIISIMHU.
ABTOMAaTHYECKOE TPHCBOCHHUE CTHIISA ad3ama, TOUCK U
3aMeHa CTHWJIA, «Topsaue  KiaaBumm». OmmnoOkw,
BO3ZHUKAIOIINE TMPH CO3JaHUU CTHIEH U METOIBl UX
ycTpaHeHus. Ynpasienue CTUISMHU.

TGXHOJ'IOFI/II/I, OCHOBaHHBIE Ha TCXHOJOIMH CTHIIA.




6oznanue ornasnenus (TOC) ¢ momomnipio cTuied MS
Word. Co3naHue oOrnaBieHHs C YHUKIBHBIMH
CTHUIISIMU.

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. ITona B MS Word

Uro takoemnone. Crtpykrypa mnois.CunrakcucKoaos
noneil. BctaBka u penaktupoBaHue nons. Pesymbrar
NIEUCTBUS 1noJst. Y npaBjieHue 0OHOBJIEHHEM
nosst.IloneEQ.lo6asnenne mnommuceit.Ilepexpectnas
CCBUIKA.

TexHonmorun, OCHOBaHHBIE Ha TEXHOJOTHUH MOJISI:
¢dbopmupoBanue uHMGOpMaLUK O JTOKyMeHTe. BepxHue
Y HWKHUE KOJOHTUTYINBI. Kak m00aBHUTH comepxumMoe
B O0NAaCTH BEPXHETO W HIDKHETO KOJIOHTHUTYJIOB.
CpoiicTBa BEpXHEr0 W HIDKHETO KOJOHTHTYJIOB.
CoznaHue BepXHHX M HIDKHUX KOJOHTHTYJIOB (TEKCT H
rpaduKy, UCIONB30BaTh BCe cpencrtra). IIpuMeHeHHe
monst StyleRef.

Texnomorus moned B aBTOMAaTH3alMM MOATOTOBKE
JokyMmeHTa: Has3BaHme »sieMeHTa, IEpPEKpPECTHBIE
CCBUIKH, CCBUTKH Ha JIUTEPATypy Ap.

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. TekcToBble 3D HEKTHI

TexHomoruss QpelMOB: CO3maHHE TEKCTOBBIX H
rpadudeckux GpeiiMoB, CBI3aHHBIC (PEHMBL

I'padraeckne  smeMeHTH  OQOPMIECHHS  TEKCTa:
TPaHMIBI CTPAHUIBI, TPaHUIBI ab3ara, 3alIuBKa, TCHb,
JTUHUS. DJIEeMEHTapHbIE CIOCO0BI pabOTHI C IIBETOM.
[IpaBuna pasmemienus rpagukd B TEKCTOBOM d(aidie.

10




H3MeHeHMe napaMeTpoB rpaduueckoro o0beKTa.

OcHoBHBIC BuABl Tpaduku. Image «u3 (paitmay,
ocHOBHBIE (opmaThl. PucoBanne oO6wvexToB. [lomoTHO.
OoOrekanne. [lpocteie  peiictBus ¢ Qopmamu.
IMpumenenne  SmartArt, Word Art. Hagnwuce.
CBs13aHHBIETEKCTOBBIEOJIOKH.

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

Ces3piBanne u BHenpeane o0bekroB (OLE), kak
TEXHOJIOTHUS, pa3paboTaHHas KommaHued Microsoft.
CepBep-IIPUIIOKEHHE H  KIMEHTCKOE IPUIOKCHHUE.
Mertona BHenpenus o0bpekta. Meton Object Linking.

JloGaBnenue crnenuanbHoro oobekra. OLE-Texer. MS
Equation.OcoberHocTn HCIIOJI30BAHUSA OLE-
TEXHOJIOTHU: JIMHAMHYECKOE " CTaTHYECKOE
CBsI3BIBAHKE, MCIIOJIB30BAHUE PEAAKTOPa (OPMYIL.

[Ipaktuueckoe npumenenne OLE-TexHoa0ruii.
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. Makpocsl 8 MS Word

Uro takoe makpoc? BumpimakpocoB. O VBA (Visual
Basic for Application). Ctpyktypa Makpoca. [IpaBuia
Hanucanusi VBA omeparopoB. CTpykTypa omepaTopa:
OO0BeKT, CBOICTBA, METOIBI. 3amucbMakpocoBB Word

18

14




Blacro in MS Word

Types of macros. About VBA (Visual Basic for
Application). Macro structure. Rules for writing VBA
statements. Operator structure: Object, properties,
methods. Writing macros to Word

Tema 1.8. Dnexrponnsie Tabimisl (Excel Microsoft
Office): Ha3HAUCHHME U OCHOBHBIC BO3MOXKHOCTH

Beenmenne B onekrpoHHBle Tabmmmer MS  Excel.
dopmarupoBanue sueek. OCHOBHBIC MOHATHSA: YHCIIA,
dbopmynbel. Onepanasl u onepatopbl. CTHIIB CCBUIOK.
Oynkunu. bubnaunoreka ¢pynkumii. [Ipumenenue Excel
JUIS  CTATHCTHUYECKOTO aHalM3a JaHHBIX. [ peHIBI
(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. BeruucieHus B TaOJMHMYHOM PEIaKTOpPe

Hcnons3oBanne aOCONMIOTHBIX M OTHOCHTENBHBIX
CCBUIOK 11 O0O3HA4YCHUsS SUYCHKH WIM Uara30HbI
sqeek. Mcronp3oBanue craHmapTHeIX QyHKIHH Excel
JUISL BBIYMCIICHUH, CO37aHHe Tpa(uKOB M JHArpaMM.
BbruncnnTh  QYHKIHMIO M TIOCTPOMTH €€ Trpaduk,
HCCIIeIoBaTh MOBEJCHHUE IPU PA3IUYHBIX 3HAUEHHUSIX
apaMeTpoB.

14

10

Tema 1.10. I[Tonarue npe3eHTaIu

Hasmauenne PowerPoint. OcoOeHHOCTH CO3MaHUSI
mpe3enranmii. MaTepdetic  cmaiimoB.  CtpykTypa
CTPaHUIIbl, HCKYCCTBO chenatb  UHGOPMAIIUIO
JIOCTYTTHOM JIJIs1 TOHUMAaHUS.

PowerPoint anumanms. Ctuii npe3eHTanuu. Pexumsbl
MoKas3a Mpe3eHTauy. IIpuMeHeHne runepCcChuIoK.

«Cnaiin» w3 (ailloB cO CHENHANbHOW CTPYKTYpOM.
O¢ddexrer MympTHMETHA.

OLE B PowerPoint.

CBsi3aHHBIE TEXHOJIOTHH: HEpapXusi U ee NMpUMEHEHHE
B mpmwioxenusx MS Office.

Calculations in a spreadsheet editor

Use absolute and relative references to indicate cells or

14

10




cell ranges. Using standard Excel functions for 9
calculations, creating graphs and charts. Calculate the
function and plot its graph, investigate the behavior for
different values of the parameters.

107 16 16 32 75

Texyuuii konTposns (KCP)

IIpomexyTouHas aTTecTalys — 3a4eT

108 16 16 33 75
Utoro

Texkymuii KOHTPOJIb YCIIEBAEMOCTH peajn3yercs B opMmax OMPOCOB HA 3aHATHUSAX CEMUHAPCKOrO THIIA.
[TpoMexyTouHas aTTecTalus MPOXOIUT B TPAAUIIMOHHOM popme (3ayer).

4. YuyeOHO-MeTOAMYECKOE O0ecrieyeHre CAaMOCTOATEIbHOM PadoThl 00y4AKIHNXCH

BoinonHneHue 1oMalHuX MpakTUYECKUX 3a/1aHui C MOCIeNyIoIIel TPOBEPKOil 1 00CyKIeHUEM.
Nzyuenue nuteparypsl U MpopabOTKa TEOPETUUECKOTO MaTepuaia JICKIIMOHHBIX 3aHATHA.

OO0pazoBarenbHBII MaTepUa JUIsl CAMOCTOSATEIIFHON Pa0OTHI CTYICHTA:
1. Kyszenkosal .B. Introduction to Microsoft Office. DnekTpoHHO-yIIpaBIsieMbIil Kypc B CHCTEME
anekTpoHHoro ooydenuss HHI'Y. https://e-learning.unn.ru/enrol/index.php?id=772 Bxon

TpeOyeT aBTOpU3aLUH.

KOHTpOJIBHBIG BOIIPOCHI W 3aJaHusd OJid HOPOBCACHHA TCKYLICTO KOHTPOJIA U HpOMe)KYTOqHOﬁ
aTTeCTalluy 110 UTOraM OCBOCHHA AWCHUILIMHBI IPUBCACHBI B I1. 5.2.

5. ®oHJ OlIEHOYHBIX CPEICTB VISl IPOMEKYTOYHOM aTTeCTAIlUM MO JMCUUILIHHE (MOTYJII0),
BKJTFOYAFOIIIMI:

5.1. Onucanue mKag OEHUBAHUS Pe3yJIHLTATOB 00yYeHHsI 10 TUCIHILINHE
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Yposenn IIkana oneHnBaHusi cGOPMHUPOBAHHOCTH KOMIETEHIUIA
copmupoBan
HOCTH HEey/I0BJIETBO | Y/IOBJIETBOPH
IIOXO0 X0poIo 04eHb XOPOLIO OTJINYHO NPEBOCXOHO
KOMHeTeHHHﬁ PUTEJIBHO TEJIbHO
(MHAMKaTOpa
OCTHIKEHHSI
n N He 3auteno 3auTeHo
KOMIIeTeHIIUii)
OrcyTcTBUE
3HAaHUH
YpoBeHb VYpoBeHb
TEOPETUYECKO o o
YpoBeHb MuHumansHO | 3HaHUHU B 3HaHUU B VYpoBeHb
rO MaTepHana. N Ny o
3HAHMH HIDKE | JOMYyCTHUMBIH | oObeme, oObeMme, 3HAHUH B YposeHb
MHHUMAaJIbHBI OBEHb COOTBETCTBYIO COOTBETCTBYIO ob0Beme 3HaHUH B
Heso3mosxHOC P N Yot yromt i
Th OLCHNTS X 3HaHUIL. €M IporpaMme €M IIporpamme COOTBETCTBYIO0 | 0OBEMe,
3HaHuA HonHOTY TpeboBaHHI. JonymeHo TIOJTOTOBKH. TIOJITOTOBKH. meM TIPEBBILIAOLIE
— MNmenu mecto | MHOTO Jonymeno Jonymeno TporpaMmme M Iporpammy
R — rpyObIe HETpyObIX HECKOJBKO HECKOJIBKO MOJTOTOBKH, TIOJTOTOBKH.
oTKasa OIINOKH. OIIUOKH. HETpyObIX HECYIIIECTBEHH 0e3 OIIHOOK.
OIIIO0K BIX OLTHOOK
oOyyaromieroc
sL OT OTBETa
[IponemoncTpu IIponemonctp
[IponemoHCTp
pOBaHEI Bce IIponeMoHcTpH | MPOBaHHI Bce
HUPOBAHBI IIponemonctp
OtcyTcTBHE IIpu perenun OCHOBHEIE POBaHEI BCe OCHOBHBIE
OCHOBHEIE HpPOBaHBI BCE
MUHMMAIBHBl | CTaHJapTHBIX YMEHUSI. OCHOBHEIE YMeHH,
N YMEHHSI. OCHOBHBIE
X yMEHUH. 3a1a4 He Pemens! Bce YMEHHSI. PpelIeHs! Bce
Pemenst YMEHUS,
HeBo3MoxHOC | mpogemMoHCTp OCHOBHEIE Pemensr Bce OCHOBHBIE
THUIIOBEIE pelIeHs! Bce
Tb OIIEHUTD HPOBaHbI 3a7a4u C OCHOBHBIE 3a7a4H C
3a7a4u C OCHOBHBIE
HaJMIHe OCHOBHEIE HerpyObIMU 3a7a4n. OTAENBHBIMI
Ymenus N HerpyObIMU 3a/auu.
YMeHHI yYMeHHUS. OIIMOKAMH. Brimonuensl Bce | HecyliecTBeH
OIIMOKAMH. BeimosHeHBI
BCIIEJICTBHE BeimonHeHs! Bce | 3amaHus, B HBIM
BrimonHeHbI BCE 3aJIaHUs,
OTKa3a Vmenn mecto 3aJlaHus, B TI0JTHOM HeOo4YeTaMu,
BCE 3aJlaHus, B ITOJTHOM
oOywaromeroc | TpyObie MIOJTHOM o0Beme, HO BBIIIOJIHEHBI
HO HE B oObeme 6e3
51 OT OTBETa OIMOKH. o0beme, HO HEKOTOpEIE C BCE 3aJ1aHK B
MIOJTHOM HEI04eTOB
HEKOTOpbIE C Hel0ueTaMH. TIOJIHOM
obObeme.
HEJ0YeTaMH. obBeMme.
OtcyrcTBHE IIpu permenuu
BIIa/ICHUS cranmaptHex | Mmeercs IIponemonctpu | IlpomemoncTpu I
OJIEMOHCT
MaTepHalioM. | 3amad He MUHUMAJIbHBl | POBaHbI pOBaHBI P P IIponemonctp
. HPOBaHBI
HeBo3moxHOC | mpoxpemonctp | # Habop 6a3oBble 6a3oBbIe P HpOBaH
HaBBIKH IIPH N
Tb OIIEHUTH HPOBaHBI HaBBIKOB IS HaBBIKH TIPH HaBBIKH IIPH TBOPYECKHUH
perieHnn
HaJIM4yne 62a30BbIe peureHus peuieHnn perieHun TOJXOM K
Hasbixu HECTaHJapTH
HaBBIKOB HaBBIKH. CTaHJApPTHBIX | CTaHAAPTHBIX CTaHJapTHBIX 6 PpeLIeHuIo
BIX 3a71a4 0e3
BCIIEJICTBUE 3ajad ¢ 3aja4 ¢ 3amayq Oe3 6 HeCTaH/apTH
OUIMOOK 1
OTKaza Wmenu MecTo | HekOTOPBHIME HEKOTOPBIMHU OIIMOOK U BIX 3aJa4.
HEJI0YETOB.
06yqa}01ueroc pr6ble HEI0UYETaMHU. HEJ0UYETaMU HEIO0YETOB.
sL OT OTBETa OLIHOKH.
IMIxana OLICHKHU NP MPOMEKYTOYHOHU aTTECTALlUMA
Ouenka YpoBeHb NOATOTOBKHU
Bce xomreTeHnnm (4acT KOMITETSHIINH ), Ha YOpMUpPOBaHHE KOTOPBIX
3a9TCHO IIpeBocxonHo HaTpaBJeHa AUCIHUIUINHA, CPOPMHUPOBAHBI HA YPOBHE HE HIDKE
«IIPEBOCXOTHO»
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OTINYHO

Bce kommereHnuM (YacTd KOMIIETCHIMI), Ha (opMHpOBaHHE KOTOPBIX
HarpaBjeHa AMCIMIUINHA, COPMHUPOBAHBI HA YPOBHE HE HUKE «OTIMYHOY,
IpH 3TOM XOTs OBl OfHa KOMIIETEHIMsA c(opMHpoBaHa Ha YpPOBHE
COTIIMYHOY»

OueHb XOpo1I0

Bce xommereHmmM (YacTH KOMIIETCHIMH), Ha (D)OPMHPOBAHHE KOTOPBIX
HalpaBlieHa UCIUIUIMHA, C)OPMHPOBAHBI Ha ypPOBHE HE HMXKE «OUYCHBb
XOPOIIO», PU 3TOM XOTs OBl OJIHa KOMIIETEHINA c(h)OPMHUPOBaHA HA YPOBHE
«OYEHb XOPOIIO»

Xopoo

Bce kommnereHuuu (4acTd KOMIIETCHIMH), HA (OPMHUPOBAHHE KOTOPBIX
HampapjieHa JUCIMIUIMHA, CPOPMHUPOBAHBI HA YPOBHE HE HIIKE «XOPOIIIOY,
OpU 3TOM XOTSA OBl OJHA KOMIIETCHIMsA CGHOpPMHpPOBaHA HAa YpPOBHE
«XOPOIIOY

YI[OBHCTBOPI/ITCHBHO

Bce xomnereHuuu (4acTH KOMIIETEHIMH), Ha (OPMUPOBAHHE KOTOPBIX
HampasjeHa JMCUMIUIMHA, C()OPMHPOBaHBI Ha YPOBHE HE HHXKE
«y[OBIETBOPUTENBHO», MpPH ATOM XOTA OBl OfHAa KOMIIETEHLHUS
copMHpOBaHa Ha YPOBHE «YIOBICTBOPHUTEIHEHOY

HEC 3a4TCHO

HeynosnerBoputenpHO

Xors Obl omHAa  KOMIETeHIHMsS  cHOpMUpOBaHA  HA  ypPOBHE
«HEYJOBICTBOPUTEIBHO», HU OJIHA U3 KOMIIETCHIMH He copmupoBaHa Ha
YPOBHE «ILJIOXO0Y»

IInoxo

Xorts OBl OZTHA KOMIIETEHINSI CHOPMUPOBAHA Ha YPOBHE IIJIOXO0»

5.2.

Tumnosbie KOHTPOJbHbIC 3aJaHUA UJIX HHBIE MaTepuaJibl, Heo0XoAuMble ISl OLeHKH

pe3yabTaTOB 00yUeHust

5.2.1. KoHTpo.ibHbIe BONPOCHI

Nerim | Bompoc Kox xommerenmu
(coenacno PII]])
1. | ®yHkiuu u cpencts Microsoft 1. Functions and tools VK-4
Office. Microsoft Office.
2. | Ucropus pa3zsutus Microsoft Office | 2. History of Microsoft YK-4
Office
3. | Buabl 6e30yMaxHBIX TOKYMEHTOB. 3. Types of paperless YK-4
documents.
4. | Dranbl NOATOTOBKU JIEKTPOHHON 4. Stages of preparing YK-4
myOJINKAIUH. an electronic
publication.
5. | OcHoBHBIC TTpaBWiIa HAObopa Tekctau | 5. Basic rules for YK-4
TpeOoBaHus K rpadudeckuM daitnam. | typing and
requirements for
graphic files.
6. | Co3nanue CUCTEMBI CTUJICH U BX 6. Creating a system of YK-4
pUMEHEHUE. styles and their
application.
7. | Bo3MOXHBIE OIINOKH IPU CO3TaHUN 7. Possible errors in the YK-4
AIEKTPOHHBIX IMyOJIMKAIMKA U MeTOBI | creation of electronic
UX yCTpaHEHUSI. publications and
methods  for  their
elimination.
8. | Meroap! co3aanus u 8. Methods for creating VK-4
dbopmarupoBanus Tabaui B Microsoft | and formatting tables in
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Office. Microsoft Office.
9. | Mepapxuueckasi cxema TeXHOJIOTHI 9. Hierarchical scheme YK-4
pabotsl ¢ TekctoM B Microsoft Office. | of  technologies  for
working with text in
Microsoft Office.
10.| Cnoco6sl co3nanus ¢pukcupoBanHsix | 10. Ways to create YK-4
U CKOJIB3SIIIUX KOJIOHTUTYJIOB. fixed and  sliding
headers and footers.
11.| Crioco6s! coznanus BoasiHoro 3Haka u | 11. Ways to create a YK-4
Ipyrux rpadu4ecKux JIeMEHTOB watermark and other
myOIMKaIuu. graphic elements of the
publication.
12.| OcHoBHbIe hopmaTsl n300paxennid B | 12. The main image YK-4
Microsoft Office. formats in Microsoft
Office.
13.| OLE-TeXHO1I0r11 B MOATOTOBKE 13. OLE-technologies VK-4
nyOJIMKaIuii. in the preparation of
publications.
14.| [loaroroBka 6€30yMakHBIX 14.  Preparation of YK-4
THIIEPTEKCTOBBIX JJOKYMECHTOB. paperless hypertext
OO6mue TpeboBaHMs. documents. General
requirements.
15.| TexHonorus co3aHusi TEKCTOBBIX 15. Technology of YK-4
bpeitMoB, Ha3HAYCHUE. creating text frames,
purpose.
16.| TexHoaorus Nojei B IOArOTOBKE 16. Technology fields YK-4
AJIEKTPOHHOTO JOKYMEHTA. in the preparation of an
electronic document.
17.| [Tpumepsl MpUMEHEHUS TOJICH IS 17. Examples of YK-4
co31aHus 1abJIOHOB. applying  fields to
create templates.
18.| MeToapl HHTETpaK TEKCTOBOU 1 18. Methods of YK-4
rpaduveckoit nHpOpMaIHH. integrating text and
graphic information.
19.| Makpocsl Kak CpeicTBO 19. Macros as a means YK-4
ABTOMATH3AIMH PAOOTHL. of automating work.
20.| Ilenu u 3a1auu nNpe3eHTALMH. 20. Goals and VK-4
OCOOEHHOCTH IPUMEHEHHUS CTHIICH. objectives  of  the
presentation. Features
of applying styles.
21.| MeTonpl co3aHue pa3HbIX TUIIOB 21. Methods of creating VK-4
myOTKaIH. different  types  of
publications.
22| [lpumenenne npunoxenuid Microsoft | 22.  Application  of YK-4

Office nuis penienus Hay4yHO-
TEXHUYECKOM 3a/1a4H.

Microsoft Office
applications to solve
scientific and technical
problems.




5.2.2. TunoBble TECTOBBIE 3aJaHus (TeCThI) AJIsl OLeHKU cGopMHPOBAHHOCTU KoMIleTeHInu YK-4.

1. I3MeHseTcs Tu KEPHUHT MPU U3MEHEHUH TPeKnHra?
1. la.
2/ Her. (+)
1. Does kerning change when changing tracking?
1. Yes.
2. None. (+)
3. KakoB pe3ynbTraT BcTaBKH B JoKyMeHTIosiStyleRef?
1. JloGaBmsgeTCs CChUIKA HA CTUJIb.
2. B yka3aHHOe MeCTO JIOKYMEHTa BCTABIISICTCS TEKCT, pa3MEUCHHBIH CTHIIEM, YKa3aHHBIM B I10JIC
StyleRef. (+)
3. IoneStyleRefniozBonsieTnono6paTbHyMEpaIuio K TEKCTY TOKYMEHTA.
3. 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.
4. Kak co3gatb TeKCTOBBIH (peiim?
1. llpumennTs pyrkuuto Hanmuces. (+10)
2. Jlo6aBHUTh HOIIOTHO
3. lo6aBuTH
4. Ilpumenuts KoMaHty BcTaBuTh HazBaHue
4. How to create a text frame?
1. Apply the Text Box. (+10)
2. Add the canvas
3. Add
4. Apply the command Insert name
5. Kakue TeXHOJIOTHU IPUMEHSIFOTCS TIPYU CO3JIAHUHN COJICP KaHMsI TOKyMeHTa?
1. Ctunm, mpocTast Tadymna, moie. (+)
2. OLE-00beKT, Tabiamia, moie.
3. Ilome, TabymnsaTopsl, Hagmuce.
4. Ctunu, CHocku, OLE-00beKT.
5. 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 1 Text Box.
4. Styles, Footnotes, OLE-object.
6. Onepangamu B MS Excel BrIcTymaroT:
1. IOCTOSIHHBIE, CCBHUIKH
2. KOHCTaHTa, (YHKIHS, YACIIO
3. KOHCTaHTa, PyHKIHA, CChUIKH (+10)
4. ypaBHeHue, popMyIa, CChUIKU
6. Operands in MS Excel are:
1. permanent links
2. constant, function, number
3. constant, function, references (+10)
4. equation, formula, references
7. Ecnu MbIBCcTaBuM (opMyIly B TEKCT, ucronb3ys MS Equation, To kakoli Tunccsuikudopmupyercsi?
1. nuHamuueckuii (+10)
2. cTaTHYECKUI
7. f we insert the formula into the text using MS Equation, what type of link is formed?
1. dynamic (+10)
2. Static
8. Eciu MBI X0THM BCTaBUTH npe3eHTanuto PowerPoint B jokymerr MSWord, To MSWord Oyner paboraTth
KaK:



141.. OLE-cepsep
2.. OLE-knueHt
8. If we are to insert the presentation of PowerPoint into document MS Word, then MS Word will work as:
1. OLE-server
2. OLE-client +10
9. Kak 00beauHUTh HECKOIbKO Word-10KyMeHTOB B 01uH? (ObICTpO  0e3 motepu GopMaTHPOBAHUS).
Beenure cBOI OTBET 31€CH:!
9. How to merge multiple Word-documents into one? (quickly and without losing formatting).
Enter your answer here:

10.Vkaxxute reHeTHYECKHUE CBSI3U TEXHOJIOTUI
10. Connect the arrows tech names that follow one
another.

Properties of Character Simple Table
and Paragraph
Stvles
Ficdlds Headers and Footers TOC

5.2.3. TunoBble 32/1a4M 1151 OLEHKH c(popMUPOBAHHOCTH KommneTeHuun YK-4.

1. VYxkaxwute arpuOyThI ab3ara.
2. VYxkaxurte aTpruOyTHl CHMBOJIOB.
3. VYxkaxute Ha3HAUYCHHE CTHIIA ab3ala M CHMBOJIA.
4. YkaxuTe OCHOBHBIE OIIMOKK HaOopa.
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.

5. Co3gatb conepkaHue JOKYMEHTa.
6. CdopmupoBath yka3aTellb.
7. Cnenarb CCBUIKM Ha CITHCOK JIUTEPATYPBHI.

* Create document content.
» Generate an index.
» Make references to the bibliography.

3aganue 1. Co3aaTh CTHIIb 3ar0JI0BKa ¢ JUHUCH MOJT ab3areM. YKaKHTe, B YeM OTIWYNE JUHUHU 0] ab3aiemM
OT TOJ[YCPKUBAHUS CUMBOJIA?

3aganue 2. YcTpaHUTh BUCSYME CTPOKH WM OTPHIB ab3ala B TEKCTE JOKYMEHTA.
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3aganue 3. Mi3MeHUTH 0230BYIO TUHHUIO CUMBOJIOB. [Ipumep: C 0,

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 3agaHus 1Jisi COBMECTHOH padoThl
PenaktipoBath cBOWCTBa JOKyMEHTA U OOABUTH HH(POPMAIIHIO O JOKYMEHTE M aBTOpE B TAONHIy ((DYHKIHS
[Monst). Oprann3zoBath 0OBSCHEHUE CTYIEHTaM MUHU-TPYIIITBL.

* 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 U NH(POPMALMOHHOE 0O0ecnevyeHue TUCHUIINHBI
a) OCHOBHAS JUTepaTypa:

1. Kysenkosal.B. Introduction to Microsoft Office. DneKkTpoHHO-YTIpaBIAEMbIil KypC B CHCTEME
anektpoHHoro odyuenus HHI'Y. https://e-learning.unn.ru/enrol/index.php?id=772 Bxoz tpeOyet
aBTOPU3ALIUH.

2. 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) 10MoJIHMTeIbHAsl JINTEPaTypa

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) NporpaMmHoe odecneyenne u UuTepHer-pecypcesl:

1. Paspabotka pemennii Office. Opurmanpapiii cadT MSDN Library. — URL:
https://msdn.microsoft.com/ru-ru/library/fp161347.aspx



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
https://msdn.microsoft.com/ru-ru/library/ms123401.aspx
https://msdn.microsoft.com/ru-ru/library/fp161347.aspx

16 2. OOmwue cBenenus 06 o0vexTHOM Moaenu Word. bubnnoreka MSDN. — OdunuansHblii cait
Microsoft. “URL: http://msdn.microsoft.com/ru-ru/library/kw65a0we.aspx

8. MarepuanbHO-TeXHHYECKOE O0ecneyeHne T CUMILTUHBI

[TomereHust mpeACTaBIsAOT co00M yueOHbIe ayTUTOPUU ISl MIPOBEECHUSI YUeOHBIX 3aHATHUH,
IPEIyCMOTPEHHBIX  MPOrpaMMOil  (JIEKIIMOHHOTO M CEMUHApCKOr0  THUMA), OCHAIICHHbBIE
000pyIOBaHUEM U TEXHUYECKUMHU CPEACTBAMU OOYUCHHUSI.

[TomereHnss i1  CaMOCTOSATENILHOH pPabOThl OOYYAIOIIUXCSA OCHAIICHBI KOMITBIOTEPHOM
TEXHHUKOH C BO3MOXXHOCTBIO TOAKIIOYEHUS K cetd "MHTepHer" u 00eCHedYeHbl IOCTYIIOM B
IIEKTPOHHYIO WH(OPMAITMOHHO-00Pa30BATEIBLHYIO CPEY.

[Iporpamma coctaBnena B coorBeTcTBuH ¢ TpedboBanusmu GI'OC BO /OC HHI'Y

ABTOp: K.(p.-M.H., 011 Kysenkona I'.B.

Penensent (b1)

3aBenyromnuii kageapoii: 1.¢.M.H., Ipod.

[Iporpamma ooOpeHa Ha 3acelaHui METOUICCKO KOMUCCHH WHCTUTYTa MH(POPMAITMOHHBIX
TEXHOJIOTHM, MaTeMaTuku U MexaHuku oT 01.12.2021 roxa, npotokoi Ne 2.
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