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CocraBuTesb: cTapmuii npenogasarenb Kadeapsl «PUIoorus U eCTeCTBEHHO-TyMaHUTapHbIe
Haykn» 3amtueB Ackep AnuxaHouu.PaGouass mporpamma mucuurimebel «MHopMaThkay
COCTaBJIEHA JUISl CTYJIEHTOB BTOPOrO Kypca MOATOTOBUTEIBHOIO OTAENICHHS , B COOTBETCTBHHM C
ycTaHoBIeHHBIM COBETOM 10 HcnaMckomy oOpa3oBanuto Poccuu B 2020 roy cTaHaapTOM.

1.IlosicHUTEIbHAA 3aTIMCKA

HaumeHoBanue HanpaBjeHus1 U npoguis

Hamnpasnenue — «IloaroroBka ciaykutenei U peIMriO3HOI0 NEPCOHANIA PETUTUO3HBIX
OpraHu3aun»

[Tpoduns noaroroku — «lcnamckue HayKn»

Kon u nHaumenoBanue aucuuniuabl - EH. 01 Madopmaruka

ean(n) ocBoOeHHsI AUCUUIJIMHBI

[lenbto OCBOEGHMSI AMCLUMIUIMHBL SIBISETCS H3Y4YEHHME CTYJEHTaMM OCHOB OpraHu3alluu
IPUKJIAJHBIX IPOrpaMM U UX MPUMEHEHHE B NMPO(eCCUOHATBHON 1eATEIbHOCTH, PACCMOTPEHUE
OCHOBHBIX IPHUHIMIIOB IIOCTPOEHMS, BHEJIPEHHUS] M  BEAEHUSA  CIEHUAIM3UPOBAHHBIX
MH(POPMALIMOHHBIX CUCTEM, CO3[JaHME y CTYAEHTOB LIEJOCTHOIO IPEICTaBICHMs O Ipoleccax
(dopmupoBaHuss HHPOPMALMOHHOTO OOIIECTBa, a Takke (HOPMUPOBAHKE y CTYJICHTOB 3HAHHHA U
yMEeHUH B 00jacTd HMHPOPMALMOHHOM M KOMIIBIOTEPHOW IOATOTOBKH, HEOOXOAMMBIX JUIs
YCIIETHOTO TPUMEHEHHUS COBPEMEHHBIX WH(MOPMAIMOHHBIX TEXHOJOTH B cdepe CcBoei
npodecCHOHATIBHOMN 1eATEIbHOCTH Ha MPaKTHUKE.

3agaum kypca:

® U3yuYeHHUE MPUHIUIIOB OPraHU3alUU COBPEMEHHBIX MH(POPMAIIMOHHBIX TEXHOJIOTH;

® paccMOTpeHHe UH()OPMAIIMOHHBIX CHCTEM U TEXHOJOTHUN Ha PA3TUYHBIX YPOBHSX;

® T[OJy4YeHHE HaBBIKOB UCIOJIb30BAaHUS IPOrPAMMHBIX MPOAYKTOB OOIIETO U CIIEIIUATLHOTO
Ha3HAYECHUS;

e BBIPaOOTKA YMEHMSI CAMOCTOSITEIILHOTO PELICHUS 3a1au CBSI3aHHBIX C IPUHATHEM PEIIeHU
B pa3IUYHBIX CHCTEMax Ha OCHOBE W3YYEHHBIX METOJOB M MPHEMOB pabOThI C
HHq)OpMaHHOHHBIMI/I CHUCTEMAMU U TCXHOJIOTUAMMU,

e M3y4YEHHUE PA3IMYHBIX 00JacTell MpUMeHEeHUs HTHPOPMAIITMOHHBIX CUCTEM U TEXHOJIOTUH B
COBPEMEHHOM OO0IIIeCTBE.

Mecro nucuuninunbl B ctpykrype OIIOII BO
JlaHHas IUCIUIIMHA BXOJUT B 6a30BYI0 YacTh LuKiIa "EcTecTBeHHOHAYUHbIE TUCIUITUHBI.

Ilepeyenb mJIaHUpPyeMbIX Ppe3yJbTATOB OCBOeHHMSI 00pa30oBaTebHON MNPOrpaMMbl
(KoMIeTeHNH):

[Iponiecc wm3yueHus ydeOHOW IUCIUIUIMHBI HampaBjieH Ha (OPMHpPOBAHHWE YHUBEPCATHHOU
komnereHnuu (YK-1):

- CIOCOOEH  OCYILECTBJIATh MOUCK, KPUTHUYECKUN aHalW3 W CHHTE3 HMH(popMmanuud B
MHUPOBO33PEHUYECKON M IIEHHOCTHOW cdepe, MPUMEHSATh CHCTEMHBIH TEOJIOTHYeCKUM
MOJXO1 ISl perieHus nocraBieHHbIx 3a1a4 (YK-1).



B pe3yjabTaTe 0OCBOCHUA TUCHUIIVIMHBI CTYACHT HOJIZKCH:

3HaTh:
[ ]

TEOPETUYECKHE U MPAKTHUECKUE OCHOBBI HH(POPMATHKH;
METOJUKU cOOpa, XpaHeHus, IOKCKa, IpeodpazoBaHusi HHGOPMAIUY;

COBPEMECHHOE IIPOrpaMMHOE OOECIICYCHHE, UCIOIb3yeMoe B Npo(ecCHOHATBHOM

JACATCIIBHOCTH,
BO3MOXXHOCTH I/IHCI)OpMaI_II/IOHHBIX CHUCTCM IJId PCUICHHA HpO(i)eCCI/IOHaJIbHLIX 3aaad.

YMeTh:

paboTaTh ¢ OCHOBHBIMU O()MCHBIMHU MPOTPAMMaMHU: C TEKCTOBBIM peaakTopoM Microsoft
Word, anektponnbiMu Tabiuinamu Microsoft Excel, mpesenranmusamu Microsoft Power

Point;
IPUMEHSTh COBPEMEHHbIE HH(DOPMAIIMOHHBIC TEXHOJIOTHH I 00paOOTKU JaHHBIX;

AQHAJTM3UPOBATh U TPEACTABIATh MHPOPMAIUIO, JAHHYIO B AJIEKTPOHHBIX (hopMaTax Ha
KOMIIBIOTEPE B PA3JIMYHBIX BUAAX.

Baagern:

HaBbIKaMH pa60T]i>I B I/IHTepHeT I10 IIOUCKY U COXPAHCHUTIO I/IH(I)OpMaI_II/II/I;

crocobamu o(OpPMIICHUSI M TIPEICTABICHHUSI MAaTEPUAIIOB B COBPEMEHHBIX MPHUKIATHBIX
IporpaMMax.

2. CTpyKTypa M coaepKaHue TUCHUILIMHBI
2.2.1. O0beM JMCHUIIJIMHBI M BU/IbI Y4eOHOH padoThI

CemecTtp Cemectp
Buabl yuedHoii padoTbI Beero wacos 1 2
(4.) N -
OO0m1ast TpyA0€MKOCTh JUCIUTLIMHBI 150 76 74
AyIUTOpPHBIE 3aHATHS 70 36 34
Jlexumn (JI) 24 12 12
[Tpaktuyeckue 3ansatus (I1p3) 46 24 22
CamocrosTenbHas paboTa CTyJEHTOB
(CPC) 80 40 40
Bun utoroBoro KOHTpoIIs (KOHTPOJIBHAS
3auem 3auem
paboTa/3adueT/7K3aMeH)




2.2.2. Conep:kaHue QU CHUATINHbBI

ICEMECTP
Aynutopusbie| C
N TemaTnka oTj | 3amsarus | P u
) JIEKIHI ¥ MPAKTHYECKHUX 3aHATHI (uac) (1ac) C eress
J3 | 1II3
PA3JAEJI 1. TekcroBblii npoueccop Microsoft Word
Jlekums 1. IIpaBonucanue u cpeacTaa
1 |aBTOMaTu3amuu BBoja. Co3gaHue pacChbUIOK. 8 6 2 1 "en.
PaboTa ¢ rpadgukoi.
Jlekumst 2. JloreyaTtHas MOATOTOBKA U MT€YaTh
5 |ROKyMeHTa: Pacnpoctpanenue u coBMecTHas 2 6 ’ 2 Hen
paboTa Ha/l JOKYMEHTaMHU.
BoccTaHoBneHue 1 moaJiepkKa.
ITP. Nel. MS Word. Hactpoiiku mpudra u ab3ama
3 |«llo ymonuanuroy. Y CTaHOBKA HOBBIX HMIPU(DTOB U 3 1 2 3 Hen.
OTKYyJa CKayaTh.
4 |ITP. Ne2. ABTOo3aMeHa U COUYETAHHE KJIaBHUIII. 5 1 4 4 nen.
5 |IIP. Ne3. Ocdopmienue pedepara. 4 1 3 S5 He.
6 |IIP. Ne4. 'eomeTpryecKue NOCTPOSHUs 3 1 2 6 Hex.
7 IIP. NeS. Ananuz yCIIEBAEMOCTH CTY/ICHTOB 3 1 ) 7 Hemw
(pabota ¢ quarpamMmoit).
8 IIP. Ne6. Tect 8 MS Word. 3 1 2 8 Hem.
9 |IIP. Ne7. JlokyMeHT «3asiBICHUSD, 3 | 2 9 Hen.
10 |mp. Ne8. «Bpimagarouuii ciucok» 3 1 2 10 Hen.
11 [ITP. Ne9. TokymeHT «AKT». 4 2 2 11 men.
12 |ITP. Ne10.loxymeHT «IloctaHoBieHUEY. 4 2 2 12 nen.
IIP. Nell. JlokymMeHT «JIM4HBII JTUCTOK
13 | TV IIEHT A» (wabrion). 4 2 | 2| Dumen
14 |ITP. Nel12.JloxymeHT «JloroBop». 4 2 2 14 nen.
15 |ITP. Nel13. Jlokyment «HaxmnagHasy. 4 2 2 15 Hen.
16 |ITP. Ne14. ®opmya npoBeEHUS. 4 2 2 16 Hen.
17 |ITP. Nel5. AkunonepHoe obuiectso BTK. 5 2 3 17 nen.
18 |IIP. Nel16. AHTIUIICKUN S3BIK. 4 2 2 18 Hen.
HUTOI'O: 76 12 24 140 | 18 Hen.
I1 CEMECTP
Aynuropusbie, C
N Temarunka orj | 3amsatus | P "
) JEKIHI M MPAKTHYECKUX 3aHATHIH (uac) (1ac) C eress
J3 | 1II3
PA3AEJI 2.
TexHo10rMs NOATOTOBKH KOMIBIOTEPHBIX Npe3eHTauuii B MS PowerPoint
Jleknus 1. [ToaroroBka npe3eHTanuii ¢ MOMOIIbIO
1 . . 4 2 2 1 Hen.
npukJagHoi nporpamMmel MS PowerPoint.
2 |Jlekums 2. Bujabl npe3eHTalui. 4 2 2 2 Hex.
3 |Jlekuus 3. PaGora ¢ TEKCTOM U clialiiaMu 4 2 2 3 Hen.
4 Jlexnus 4. PaGorta ¢ n300pakxeHUsIMU 1 4 2 ) 4 wen.
MYJIbTUMEINA




Jlexuus S. I'paduka u tuarpamMmel

5 men.

Jleknus 6. JInzaiin u oopmieHne

6 Hen.

IIpakTnyeckas padora Nel
OcHoBbl PowerPoint
Cozfianue U ynpasieHUE PE3EHTAUSIMU

7 Hen.

IIpakTnyeckas padbora Ne2

Coznanue u ynpaBieHUs CliaiiiaMmu

BcraBka u ynpaBieHue TEKCTOM Ha crlaiiiax.
BBoj u pegakTupoBaHue TEKCTa Ha Ciaigax

8 Hem.

IIpakTuyeckas padora Ne3

[IpencraBnenue TekcTa B TabiamIax

BcraBka u ynpasiieHue BU3yalbHBIMU
3JIEMEHTaMHU.

Pabota ¢ npocThiMu rpadu4eCKUMH 3JIEMEHTaMU

9 mgen.

IIpakTnueckas padora Ne4

Co3nanue u ynpasieHue o6u3Hec-rpadukoit
JloGaBneHue 3ByKOB 1 3((EKTOB aHUMAIIUU K
cilangaM

10 gen.

IIpakTnyeckas padora NeS
3aBepieHre paboThl HaJl IPE3EHTALUAMU
PenensupoBanue npeseHTanui
IToaroToBKa M 10CTaBKa MPE3EHTALMH

11 gen.

IIpakTnyeckas padora Ne6

Xanaucsl. (10 cnaii1oB ¢ HACTpOUKAMHU:
nepexo/ilaMu, aHUMaluen U o BPEMEHH).
IIpakTnueckas padora Ne7

Ooyuaromias mporpamma Juis aereit « Andasur
apaObCKOro SI3BIKAY.

12 men.

IIpakTyeckas padora Ne§
«Obyuaroiast mporpammay (yrnpasJisionme
KHOTIKH,

OTJIaBJICHUE).

IIpakTnyeckas padora Ne9

Coznanne goroanpdooMma.

13 men.

10

IIpakTnyeckas padora Nel0

WuTepaktuBHas npe3eHTamust « CTOIHUIIBI MUPay.
Pabota ¢ runepcchuIKamH.

IIpakTHyeckas padora Nell

Wutepdeiic Ms Word 1o sineMeHTaM.

14 gen.

11

IIpakTHyeckast padora Nel2

Pabota ¢ Tpurrepamu (yrajabiBaHue CTpaH).
Pabota c Tpurrepamu (Bompocs!).
IIpakTnyeckas padora Nel3

Co3manne IBIKYITUXCSI OOBEKTOB.

15 gen.

12

IIpakTnyeckas padora Nel4
Jlunelinas npe3eHTanus (TOKIamd).

16 Hen.

13

IIpakTnyeckas padora NelS
[I1a6s10HBI (TECTBHI).

17 gen.

HUTOI'O:

74

12

22

40

17 nen.




2.2.3. TemaTnyeckuii mjIaH JUCHUIIIHHBI

I CEMECTP

TemaTuka
JIeKIMHA ¥ MPAKTHYECKUX 3aHATH I

o1/
(uac)

AyauTOpHBIE
3aHATHA
(1ac)

J3 | 1I3

C
P
C

Henenn

PA3JIEJI 1.

Texcrosblii npoueccop Microsoft Word

Jlekuus 1. IlpaBonucanue u cpeacrsa
aBTOMATHU3AIUHI
BBOJIA:
® aBTO3aMEHa MaTEMaTUYECKUX CUMBOJIOB
® HKCIIpecc-0JI0KH
® CO3/IaHUE MPEAMETHOTO YKa3aTelsl.
® aBTOIOMETKH.
Co3nanue paccbLIOK:
® KOHBEPTHI U HAKJICHKHU
¢ paboTa CO CIIHUCKOM aJpecoB
® peJaKTUPOBAHUE 3AMKCEN
® COPTUPOBKA
e hupTpallKs CIUCKA MOTyYaTenei /MoucK
HOJTyYaTest
Pabora ¢ rpadukoii:
e BcraBka nuarpamMm B JOKYMEHT
e PenakTupoBaHue 1uarpaMmmsl
e Co3ianue AuarpaMMbl HA OCHOBE JTAHHBIX
TaOIUIIBL
e Hacrpoiika quarpamm.

1 gHen.

Jlekuus 2. [loneyaTHasi HOATOTOBKA M NeYaTh
JOKYMEHTA:

¢ Pazmep Oymaru, ee UICTOUHUK U OpHEHTALHS
e [Tosia cTpaHuLIBI

e Hymepanus 1 KOJJOHTUTYJIBI

e JloGaBieHue U HACTPOilKa HOMEPOB CTPAHMIL
PacnipocTpanenue u coBMecTHas padoTa Haj
AOKYMEHTaAMU:

e [loaroroBka JOKyMEHTa K pacpoCTpaHEHHUIO
e [Iepenava nokymMeHTa 1o ¢akcy

o [IyOnukanus JOKYMEHTOB

BoccranoBiieHHe H MOJAEPIKKA:

e BoccTaHoBneHne T0OKyMeHTa

e Pe3epBHOE KONUPOBaHUE

2 Heq.

ITP. Nel. MS Word. Hactpoiiku mpudTta n ab3ana
«llo ymonuanuio». Y cTaHOBKa HOBBIX HIPU(TOB U
OTKYJIa CKa4aTh (110 MHCTPYKIINN).

3 gen.

ITP. Ne2. ABTO3amMeHa U CoueTaHWE KJIaBHII (I10
UHCTPYKIIHN).

4 ugen.

ITP. Ne3. Odopmaenue pedepara (1o

UHCTPYKLIHUN).

5 Hen.




6 ITP. Ne4. ['eomeTpuueckre nocTpoeHus (1o 3 1 ) 6 HeL
WHCTPYKIINN).
7 IIP. NeS. PabGota ¢ nuarpammoii. AHaiu3 3 1 ) 7 Hen
YCIEeBAaEMOCTH CTYACHTOB (110 MHCTPYKIIUH).
8 |ITP. Ne6. Tect B MS Word (1o HHCTpYKIIUK). 3 1 2 8 Hey.
9 ITP. Ne7. JlokymeHT «3asiBieHus» (1o 3 1 ) 9 HewL
UHCTPYKLUN).
10 [P Ne8. «Brrmagaronuii ciucox» (1o 3 1 ) 10 Hex.
UHCTPYKLHUN).
11 [ITP. Ne9. JToxymeHT «AKT» (1o uHCTpYKIUN). 4 2 2 11 Hen.
12 ITP. Ne10.doxymenT «IlocTtanoBieHue» (1o 4 > 2 12 Hen.
UHCTPYKLIUN).
IIP. Nell. JlokymeHT «JInuHBIN JTUCTOK
13 CTYAEHTA» (11aba0H) (110 MHCTPYKLIUN). 4 2 2 13 men.
14 ITP. Ne12.[lokymeHT «/lorosop» (1o 4 ) ) 14 Hen.
WHCTPYKIINH).
15 ITP. Ne13. loxyment «Haknannas» (1o 4 ) ) 15 Hen.
WHCTPYKIINN).
16 ITP. Ne14. ®opmyna nposeneHus (1o 4 ) ) 16 He.
WHCTPYKIIHN).
17 ITP. NelS. Axkuuonepnoe o6mectso BTK (mmo 5 ) 3 17 men.
UHCTPYKLHUN).
18 |ITP. Ne16. AHITTUICKUM S3bIK (10 MHCTPYKIIUH). 4 2 2 18 Hen.
HUTOI'O: 76 12 24 140 | 18 Hen.
I1 CEMECTP
Ayautopusbie| C
N TemaTuka oTj| 3auartua | P Heesst
B JIEKIMHA M IPAKTHYECKUX 3aAHATHH (uac) (1ac) C A
J3 | 113
PA3JIEJI 2.
TexHo10rMs MOATOTOBKHM KOMINIBIOTEPHBIX Npe3eHTauuii B MS PowerPoint
Jlexnus 1. [ToaroroBka npe3eHTanuii ¢ MOMOIIbIO
1 npuKiIagHoi nmporpaMmmbel MS PowerPoint. 4 ) ) | Hex
e Bo3M0XHOCTH ITpOrpaMMBbl
e [InannpoBaHUE NpPE3EHTALNH.
Jlekums 2. Buabl npe3eHTaumi:
e JInHEelHbIE IPE3ECHTALlNN.
2 e [Ipe3eHTanuu co ClieHapUsIMH. 4 2 2 2 Hen.
e lHTepakTUBHBIE TPE3EHTALIUH.
e HenpepbIBHBIE IPE3EHTALIUH.
Jlekums 3. Pabota ¢ TekcTOM U craiiiamu: 2
¢ 3aroJI0BOK M IO/13ar0JI0BOK ClIaiiia.
3 e MakerT, pa3iensbl. 4 2 3 Hen.
e JlyOnupoBaHe U BTOPUYHOE UCIIOJIB30BaHUE
CJIAlJI0B.




o CKpBITH ClIaii.
e Co3/1aHue NpUMEUYaHUi.

Jlexuus 4. Pabota ¢ n300pakeHUsIMU U
MYJIbTUME/IUA!
e BcraBka kapTuHKH, 00pe3ka, oOpe3Ka o
dopme.
e Koppekuus (poHa U JTUIITHUX TPAHHULL.
e BcraBka BUIEO U3 HHTEPHETA.

4 gen.

Jlekumus 5. I'paduka u tuarpaMmsi:
e J{71s1 yero Hy>KHBI TpaUKU U JUArPaMMbl B
pe3eHTaIHSIX.
e PeakTupoBaTh JaHHbIE TUAarpaMMbl B
PowerPoint.
o lI3MeHeHne MakeTa JuarpaMMBbl.
e lI3MeHeHMe 3ar0J0BOK AUarpaMMBl.

5 men.

Jlekuus 6. [luzaiin u opopmieHue

6 Hen.

IIpakTnyeckas padora Nel
OcHoBbl PowerPoint
¢ 3amyck PowerPoint
e PaboTa ¢ moip30BaTeIbcKUM HHTEPPEiicoM
PowerPoint
e YmpasieHue HacTporikamu PowerPoint
Co31aHue 1 ynpaspJieHHe NPe3eHTAIUAMM
e Co3anue npe3eHTaIui
e OTKpBITHE U TIEPEXOJ 110 MTPE3CHTALUSIM
e PexxuMbl IpeicTaBlIeHNs Pe3eHTaui
e CBoiicTBa npe3eHTalul
CoxpaHeHHe 1 3aKphITHE MPe3eHTAIIUN

7 Hen.

IIpakTnyeckas padora Ne2
Co31aHue 1 ynpaBJieHUs CJlaiiiaMu
e JloOaBneHue 1 yaajieHue CIaiiioB
e JleneHue npe3eHTAIMU Ha Pa3Ieiibl
e [lepeynopsiioueHue cnanioB v pa3aeinoB
o [Ipumenenue TemM oopmiIeHUS
¢ li3menenus ¢oHa cnaiiioB
BcraBka u ynpasJiieHHe TEKCTOM Ha cJaigax.
BBoa u perakTupoBaHue TEKCTa HA Caalaax
e BBoj TecTa Ha ciaiimax
e [lepemenienue, KONUPOBAHKUE U YIAICHHE
TEKCTa
e dopmaTupoBaHUE 3HAKOB U a03alleB
e [Ipumenenue TekcToBbIX 3hdexToB WordArt

8 Hem.

IIpakTHyeckast padora Ne3
IIpencraBiaenue TekcTa B Ta0IMIAX
e BcTaBka TabnuIb!
e dopmaTrpoBaHUe TaOIUI]
e lI3MeHeHue CTPYKTYyphl TaOIHIL
e BHenpeHue U CBA3BIBAHUE COAECPKUMOIO
Excel

9 Hen.



https://presentation-creation.ru/powerpoint-lessons/1320-powerpoint-chart.html#dlya-chego-nugni-diagrammi
https://presentation-creation.ru/powerpoint-lessons/1320-powerpoint-chart.html#dlya-chego-nugni-diagrammi
https://presentation-creation.ru/powerpoint-lessons/1320-powerpoint-chart.html#kak-redaktirovat-diagrammu
https://presentation-creation.ru/powerpoint-lessons/1320-powerpoint-chart.html#kak-redaktirovat-diagrammu
https://presentation-creation.ru/powerpoint-lessons/1320-powerpoint-chart.html#kak-izmenit-maket-diagrammi
https://presentation-creation.ru/powerpoint-lessons/1320-powerpoint-chart.html#kak-izmenit-zagolovok-diagrammi

BcraBka u ynpasieHHe BU3YaJIbHbIMU
3JIeMEHTaMH.
Padora ¢ npocTbiMHu rpapuuecKUMH
3JIeMeHTaAMH
e BcraBka, nepeMenieHue U N3MEHEHNE
pa3sMepoM pHUCYHKa
e PenaktupoBanue U GopMaTupOBaHUE PHCYHKA
¢ PricoBaHue U U3MEHEHUE (PUTypHI
e 3axBaT M BCTABKAa CHUMKOB 3KpaHa

IIpakTnyeckas padora Ned
Co3nanue u ynpapJjeHue OusHec-rpadpukoii
e Co3nanue, u3MeHEeHHE U (popMaTUpOBaHHE
cXeMm
e Co3pmanue, n3MeHeHHe U (popMaTHpOBaHHE
quarpamm
[lo0aB1eHue 3ByKOB U 3(p(peKTOB aHMMALMH K
ciaanaam
e AHuMaIMS TeKCTa U PUCYHKOB Ha claiigax
e Hacrpoiika a3¢pexToB anuManuu
¢ JloGaBiieHre ayIuoCOACPKUMOTO U
BHJICOCOJICPKMUMOTO Ha CIANIbI
e (Cxatue MyJIbTUMENNA ISl YMEHBIICHHS
pasmepa (aiisio
e JloGaBiieHre U yIIpaBJIeHUE TIEPEeX0JaMu
MEX]y claijaMu

10 gen.

IIpakTnueckas padora NeS
3aBepmienue padoThI HAA NPE3eHTANMAMH
PeuensupoBanue npeseHtanuii
e JlobGaBieHne 3aMETOK Ha CJIai/I
e Hacrtpoiika cnaii1oB 111 JEMOHCTPALIMKU WU
nevyaru
e AHayn3 Npe3eHTalui IOMETKa U3 Kak
OKOHYATEJIbHbIX
e [leyaTp npe3eHTalni U pa3JaTOYHbIX
MaTEpUaJIOB
IToaroroBka M q0CTaBKa NMpe3eHTALUI
e AnanTtanus npe3eHTauui 1 pa3HbIX
ayIUTOpUI
e PeneTunys nNpe3eHTauu U HacTpoiika
BPEMEHHBIX UHTEPBAJIOB JJIs Claii1a
e JleMOHCTpalus IPE3EHTALNUN

11 gen.

IIpakTHyeckas padora Ne6

Xanucsl. (10 crnaii1oB ¢ HaCTpOUKaMHU:
nepexo/iaMu, aHUMaluen U o BPEMEHH).
IIpakTnyeckas padora Ne7

OO6yuatoras mporpaMmma Jijist Aeteit « AndaBut
apabCKOro sI3bIKaY.

12 gen.

IIpakTuyeckas padora Ne§
OO0yyarmas nporpamma:
® Vnpasnaowue kHonku — J0KyMEHT,
ayaAMpPOBaHME, BUJCOIPOCMOTP.

13 gen.




e Oznaenenue — BO3BPAT, BIIEPE, Ha3al.
IIpakTnyeckas padora Ne9
Co3nanue poroanbdoma:

e Hannuce nox BceMu KapTUHKaMHU.

e YepHo-Oerbie.

e OnHa, ABE U YETHIPE KAPTUHKH HA OJJHOM

criaine.
e Pamka BOKpYT KapTHHKHU.

IIpakTnueckas padora Nel0

NurtepaktuBHas npe3eHTanus « CTOIUIBI MUPay.
10 |PaGoTa ¢ runepCChUIKAMH. 4 2 2 14 nen.
IIpakTuyeckas padora Nell
Wutepdeiic Ms Word 1o sneMeHTaM.

IIpakTuyeckas padora Nel2

Pabota ¢ Tpurrepamu (yrajpiBaHue CTpaH).
11 |PaGora ¢ Tpurrepamu (BOIpocCHI). 6 2 4 15 nen.
IIpakTnueckas padora Nel3
Coznanue IBIXKYIIUXCSI OObEKTOB.

IIpakTnueckas padora Nel4

12 N 4 2 2 16 Hen.
Jluneiinas npeseHTanus (JTOKIamd).
IIpakTnueckas padora NelS

13 [1TaG10HBI (TECTHI). 4 2 2 17 nen,
HUTOI'O: 74 12 22 140 | 17 nen.

2.3. YYEBHO-METOJNYECKOE OBECIIEYEHHME JUCHUIIJINHBI

2.3.1. IlepeyeHb OCHOBHOM M JOMOJHHUTEILHON Y4e0HOM JIUTEPaTypPhl, HCOOXOAUMOM IS
OCBOCHMS IMCIUILIUHBI (MOYJIs1), IPAKTUKH.

a) OCHOBHasl JIMTepaTypa:

1. PowerPoint 2019 nnsa Haunnatomux" ABtop: Anapeit Kapueru, Urops [lepecaguenko

2. "PowerPoint 2016. beicTpsiii cTapt" ABTOp: Makcum Pakos

3. "Microsoft PowerPoint 2013/2016. Yuebnuk mis HaumHaromux" ABTop: Bmamumup
JIeonTnEB

4. "Cexkperbl co3aaHusi npodeccuoHanbHbix npeseHtauuit B PowerPoint" Aprtop: Jlaypa

Mammuesa

"PowerPoint 2010. ITonHoe pykoBoacTBO" ABTOp: MapuHna I'onuap

"Kaxk cnenars npesentaruto B PowerPoint" Astop: Bnagumup Pynnes

"PowerPoint 2013. Dkcnpecc-kypc" ABtop: Biagumup CaxapeBuy

Kpatkoe, Ho nHpopmMaTHBHOE pyKOBOACTBO 10 padote ¢ PowerPoint 2013.

PR

0) 10MOJIHUTEJIbHAS JIUTEepaTypa:
1. "PowerPoint 2010. ITonHoe pykoBonacTBo" ABTOp: Mapuna I'oHuap
2. "PowerPoint 2016. beicTpslii ctapt" ABTOp: Makcum Pakos

2.4. MATEPUAJIBHO-TEXHUYECKOE OBECIIEYEHHME JUCHUIIJIMHbI

24.1.

1. Hdnsa obecriedeHuss mHpenojaBaHHUs JAHHOM IMCLUUIUIMHBI MMeeTcs ayauropus 3-19,
3-21;

2. Y4eOHO-HarIsIIHbIE TOCOOUS M HATJISIIHBIE MaTepHAIBL.



[TpuxnanHbie MporpaMMHBIE CpeICTBA

Paznarounsiii Marepuain

MynbTUMEAUIHBIN TPOEKTOP

[TpesentannonHas texHuka (uHTepakTuBHas jgocka SMART Board cepuu 800,
IIPOEKTOP)

pabouee MecTO IpenojaBaTelis, OCHAILIEH KOMIIBIOTEPOM C BBIXOJ0OM B HUHTEPHET

8. paboume MecTa CTYAECHTOB, OCHAICHHBbIE KOMIIBIOTEpaMU, NpeIHA3HAYCHHBIC IS
paboTHI B 2JIEKTPOHHON 00pa30BaTEIBHON Cpeie.

SIS S

~

2.4.2. Pecypchbl HH(pOPMALIMOHHO-TEJIEKOMMYHUKALIMOHHOM ceTu UHTEepHeT
Caiit: Mister-office.ru

YouTube:

o Shkola Prezentaciy

e OducHblil JkcniepT

o IIpoexkt MynbTumenna

2.4.3. UndopManiuoHHbIE TEXHOJIOTHH
Microsoft Office:
e Smart Notebook
o Paint — rpaduyeckmii pegaxTop.
e Word — TeKCTOBBII peaKkTop.
e PowerPoint — mporpamma 1o co31aHuo MpPe3CHTAIHH.
e Excel — TabnuunbIil penakTop.
e Access — cucreMa ynpasieHUs: 0a3aMu JaHHBIX.

2.5. METOAUMYECKHUE PEKOMEHJIAIIUN U YKAZAHUA

W3yunB riyOoOKO cojepkaHue ydeOHOW AMCUMILUIMHBI, LieJecooOpa3Ho pa3paboTarhb
MaTpuily Hanboyiee MpearnouYTUTEIbHBIX METOI0B 00y4eHUs U (POPM CaMOCTOSATETbHONU PabOTHI
CTYJICHTOB, aJICKBaTHBIX BUIAM JICKIIMOHHBIX U CEMUHAPCKHUX 3aHSATHH.

HeoOxomumo mpemycMoTpeTh pa3BUTHE (OPM CaMOCTOATEIbHOW pPalbOTHI, BBIBOAS
CTYJICHTOB K 3aBEPIICHUIO U3YICHUS yIeOHOW JUCIUILINHBI HA €€ BBICIIUN YPOBEHb.

[Taker 3amaHuii IS CaMOCTOSITENBHON pabOThl cleAyeT BbAaBaTh B Hayale CEMecCTpa,
OTIPEIETTUB MIPEICNIbHBIE CPOKH UX BBIMOJHEHUS U CAaud. 3a/IaHusl JIJIs1 CAMOCTOSTETLHON paboThI
JKEJaTeIbHO COCTABIATh U3 003aTENbHBIX TEM ISl U3yUYESHHUSI.

Opranm3ysi CaMOCTOSTENIbHYIO pa0OoTy, HEOOXOAMMO TIOCTOSSHHO 00ydYaTh CTYJIEHTOB
METOJIaM TaKOH paboTHlI.

By3oBckas nekius - TJIaBHOE 3BEHO MUJAKTHYECKOro Iukia oOydeHus. EE menp -
dbopMUpOBaHHE Yy CTYACHTOB OpPUEHTHUPOBOYHON OCHOBBI [IJIsl TOCJIEIYIOIIETO YCBOCHHS
MaTepuaga METOJOM CaMOCTOSATeNbHON paboTel. CoaepikaHue JEKIMUA JODKHO OTBEYaTh
CIEIYIOIINM JTUAAKTHYECKUM TPeOOBaAHUSM:

-M3JI0’)KEHHUE MaTepuaia OT MIPOCTOTO K CII0)KHOMY, OT U3BECTHOTO K HEM3BECTHOMY;

-IOTUYHOCTH, YeTKOCTh U SICHOCTh B M3JIOXKCHUU MaTepuaa,

-BO3MOXXHOCTh TIPOOJIEMHOTO H3JIOKEHHS, JAUCKYCCHH, AHAJIOTa C IEIbI0 aKTUBH3AIUU
NESITEIbHOCTH CTY/ICHTOB;

-Oropa CMBICTIOBOM YacTH JIGKIIMM Ha TOJUIMHHBIE (AKTBI, COOBITHA, SIBJICHUSA,
CTaTHUCTUYECKHUE JIaHHEIC,

-TECHasl CBSI3b TEOPETHYECKUX TOJOKEHHH W BBIBOJOB C TMPAKTHUKOH H Oymymien
po(hecCHOHANLHOM e TENIbHOCTHIO CTYICHTOB.


http://www.smarttech.ru/SB800.html
http://www.smarttech.ru/SB800.html

[IpenonaBareinb, YUTAFOMIMI JEKIIMOHHBIE KYPChI B By3€, IOJKEH 3HATH CYIIECTBYIOIINE B
MEJaroru4eckoil HayKe U UCIOJIb3yeMble Ha MIPAKTUKE BAPUAHTHI JICKIUN, UX JUAAKTUYECKHUE U
BOCIIUTBHIBAIOIIME BO3MOXHOCTH, a TaKX€ HMX METOJMYECKOE MECTO B CTPYKType Mpouecca
00y4eHusl.

6. CeMHHap IPOBOAUTCS IO Y3JIOBBIM U HauboJiee CII0KHBIM BOMpocaM (TeMam, pasjienam)
yaeOHoi mporpammbl. OH MOXKET OBITh TOCTPOCH KaK Ha Marepualie OJHOW JIEKIWH, TaK U HA
coJlep>KaHuU 0030pHOI JIEKINH, a TaKXKe [0 ONpeesIEHHON TeMe 0e3 UTeHUS MpeaBapUTEIbHON
JeKIuU. ['MaBHAs W Ompenensonas OCOOCHHOCTh JI00Or0 CeMUHapa - HAJIWYUE DJIEMEHTOB
JUCKYCCHH, TPOOJIEMBI, JHalIOTa MEXTy MPENoJaBaTesieM U CTyACHTaMU, U CAMUMU CTYJCHTaMH.

[Ipyn moaroToBKe KIACCHYECKOTO CEMHHApa >KENaTeIbHO MPHUACPKUBATHCS CIIEIYIOLIErO
anropuTMa:

a) pa3paboTKa y4eOHO-METOIMYSCKOr0 MaTepraa:

-popMyIMpoOBKa TEMBI, COOTBETCTBYIOIIEH porpamme u @I'OC cranpapry;

-ONpEeICIICHUE JUIaKTHUECKUX, BOCITUTHIBAIOIINX ¥ (POPMHUPYIONIHX EJIeH 3aHATHUS;

-BBIOOP METOOB, TPUEMOB U CPEJICTB JIJIsl IPOBEACHHS CEMUHAPA,

-IOI00p JIUTEPATYPHI IS MPETIOAABATENS U CTYJCHTOB,;

-TIpU HEOOXOAMMOCTH MPOBEICHNUE KOHCYIbTAIMM [Tl CTY/ICHTOB;

0) moaroroBka oOy4aeMbIX M MpenojiaBareis: -COCTaBJICHHE IUIaHAa ceMuHapa u3 3-4
BOIIPOCOB;

-IPeIOCTaBICHUE CTyIeHTaM 4-5 qHel AJid MOArOTOBKH K CEMUHAPY;

-IPEIOCTaBICHUE PEKOMEHJAUMKA O MOCIEAOBATEIbHOCTH M3YyYEHHUsI JIUTEPaTypbl
(yueOHUKH, y4eOHBIC ITOCOOMS, 3aKOHBI M TIOCTAHOBIICHHUS, PYKOBOJCTBA W TIOJOXKEHUS,
KOHCIEKTHI JIEKIUil, CTaTbH, CHPABOYHHKH, WH(OpPMALMOHHBIE COOpPHUKM U OIOJUIETEHH,
CTAaTUCTUYECKUE JAaHHBIC U JIp.);

-co3laHue Habopa HarJIsAHBIX TOCOOUI.

[logBonst UTOrM CeMHMHapa, MOKHO HMCIOJIb30BaTh CIEAYIOUIUE KPUTEPHUH (ITOKA3aTENIH)
OIICHKH OTBETOB:

-MIOJTHOTAa ¥ KOHKPETHOCTh OTBETA;

-MOCTEA0BATENIbHOCTD U JIOTUKA U3JI0KEHNUS;

-CBA3b TEOPETUYECKUX MOJIOKEHHUIN C TPAKTUKOM;

-000CHOBaHHOCTH U JI0Ka3aTE€IbHOCTh U3JIaraeMbIX MOJIOKEHUH;

-HAJINYME KaY€CTBEHHBIX M KOJIMUECTBEHHBIX TTOKA3aTeNeH;

-HaJTM4Ke WLTIOCTPAIM K OTBETaM B BHJI€ HCTOPUYECKHX (DaKTOB, TPUMEPOB U TIp.;

-YPOBEHB KYJIbTYPHI pEUH;

-HMCTI0JIb30BAHKUE HATJISTHBIX TOCOOUH U T.11.

B xoHIile ceMunapa pekOMEHyeTCsl AaTh OIEHKY BCETO CEMHHAPCKOTO 3aHSTHs, 00paTHB
0co00e BHUMaHUE Ha CIeAYIONINE aCTIeKThI:

-Ka4eCTBO MOJTOTOBKH;

-CTETIeHb YCBOCHUSI 3HAHU;

-aKTUBHOCTb;

-TI0JIOKUTENLHBIE CTOPOHBI B pa0OTE CTYICHTOB;

-IICHHBIC U KOHCTPYKTUBHBIE TIPEITIOKCHHS;

-HEJIOCTATKH B pabOTE CTYACHTOB;

-3aJ71a4M U IyTH YCTPAHEHUSI HETOCTATKOB.

[locne mnpoBeaeHUs NEPBOrO CEMHHAPCKOTO Kypca, HAYMHAIOLIEMY MPENoaBaTelto
11eJIECO00Pa3HO OCYIIECTBUTh OONIMN aHaIM3 TMPOJACIAHHOW pPaOOThI, W3BJICKas MPH STOM
MOJIE3HBIE YPOKHU.

[Tpu n30x)eHNN MaTepraia BaKHO TOMHHUTH, YTO IMOYTH MTOJIOBUHA HH(POPMAIIMH Ha JICKIIUN
nepesaeTcsl Yepe3 NHTOHALNIO. Y UYUTBIBATh TOT (akT, YTO NMEPBBIA KPU3UC BHUMAHUS CTYICHTOB
HacTymnaeT Ha 15-20-if MunyTax, BTOpol - Ha 30-35-i1 MmunyTax. B npodeccronanibHom ol1ieHnn
UCXOJIUTh W3 TOrO, 4YTO BOCHPUITHE JIEKIIUH CTyJEeHTAaMU MIIQJIIIUX M CTapUIMX KYypCOB
CYILIECTBEHHO OTJIMYAETCSI 10 TOTOBHOCTH U YMEHHIO.




[Tpu mpoBeneHUU aTTeCTAallMU CTYACHTOB Ba)XHO BCErJa MOMHHUTh, YTO CUCTEMAaTUYHOCTH,
00BEKTUBHOCTH, APTYMEHTUPOBAHHOCTD - TJIABHBIE MIPUHIIUIIBI, HA KOTOPBIX OCHOBAaHbI KOHTPOIh
U OlleHKa 3HaHM cTyneHToB. [IpoBepka, KOHTPOJIb U OLEHKA 3HAHUI CTyJeHTa, TpeOyIoT yueTra
€ro WHJMBUIYaTbHOTO CTHJIS B OCYIISCTBICHHHM Y4YeOHOW NEATEIHbHOCTH. 3HAHHE KPUTEPUCB
OLICHKH 3HAHUI 00s13aTENIbHO JIJIS IPEToiaBaTeNsl U CTyICHTa.

2.5.1. MeToauyeckne peKoOMeHIANNH /IS IPenoiaBaTeis
1.He neperpy»xarb yyamuxcs 3aJJaHUsIMU.
2.UepenoBarh TBOPUYECKYIO Pa0OTy Ha 3aHATHSX C 3aJaHUSIMH BO BHEYPOYHOE BPEMHI.
3.B nexnusax CTaBUTh BOMPOCHI JIJISI CAMOCTOSTEIBHONW pabOTHhI CTYJICHTOB, YKa3bIBas HA
HWCTOYHHUK OTBETA B JINTEPATYPE.
4.]JlaBaTh ONEPEKAIOIIME 3aJaHUs JJII CaMOCTOATEIBHOIO H3y4YeHHS (parMeHTOB
OyIyIIuX TeM 3aHSATUH, IEKIUH (B CTaThIX, y4eOHUKAX U JIp.).
5./laBaTh cTyZ€HTaM YETKUN U MOJHBIA MHCTPYKTAX, BKIFOYAOLIMM:
o 1IeIIb 3aJaHUs;

o  YCJIOBHS BBIIIOJHEHHSI,
o o00BeM;
o CpOKH;
o obOpa3en oGhopMIICHHUS.

6.0cy11ecTBIATh TEKYLIUI KOHTPOJIb U YUET.
7.01eHMBaTh, PpELEH3UpPOBaTh pPabOThl, 0000IIATh YPOBEHb YCBOEHHUS HABBIKOB
CaMOCTOSTENIbHON PabOTHI.

2.5.2. MeToanyeckue yKa3aHus VISl CTYJACHTOB

B xoe NeKIMOHHBIX 3aHATHN BECTH KOHCIIEKTUPOBaHUE yueOHOro Marepuana. O0paimarh
BHUMaHUE Ha KaTeropuu, GopMyJIUPOBKH, PACKPHIBAIOIINE COJACPKAHUE TEX WM WHBIX SBICHUN
U TOpoHeCCOB, HAYYHBLIC BBIBOJbI H MNPAKTHYCCKUC PCKOMCHOAIWH, MOJIOKUTEILHEIA OIIBIT.
KenarenpHOo ocTaBUTH B paboYMX KOHCIEKTaX IMOJs, HAa KOTOPBIX [eNaTh IOMETKH U3
pCKOMeHI[OBaHHOI\/'I JIATCPATYPhI, AOMOJHAIOHNIUEC MaTCpHall npocnymaHHoﬁ JICKIIUHU, a TaKXKE
MOIYEPKHUBAIOIINE OCOOYI0 BAaXHOCTh T€X WM HMHBIX TEOPETHUYECKHX MOJOKEHUH. 3ajaBaTh
MPEMOABATEII0 YTOYHSIONIME BOMPOCHl C IENBI0 YSCHEHUS TEOPETUYCCKHUX ITOJIOKCHHIA,
pa3pelieHus: CHOPHBIX CUTYaI[Hil.

B Xozme moarotoBkM K CEMHHApaM H3Y4YUTb OCHOBHYIO JINTEPATypy, O3HAKOMMTBCS C
JOTIOTHUTEILHOU TUTEPaTypPOi, HOBBIMH MMy OIHUKAIMSMH B IEPUOJNYECKUX U3JIAHUSX: )KypHAJaX,
razetax U T.4. [Ipy sTOM ydecTh pexkOMEHIaluu TNpernojaaBareiss U TpeboBaHUs yueOHOU
nporpaMmm

2.6. TunoBble KOHTPOJIbHBIC 32IaHNS Il OLCHKH 3HAHUI, yMEHUI,
HABBIKOB M KOMIIETEHLMH.

2.6.1. Bonnpochl 1y1s1 CAMOKOHTPOJISA
CEMECTP I:

PA3JAEJI 1. TekcroBbiii penakrop Microsoft word

1. Kak BcraBuTh M300pakeHue B JOKYMEHT?
2. Kak co3nath u orpopmatupoBath Tabauiry B Word?
3. Kak n1o6aBUTh CHOCKM WJIM KOHLIEBbIE IPUMEYaHUs?



e

17.
18.
19.
20.
21.
22.
23.
24.
25.
26.
27.
28.
29.
30.
. Kak ucnosnp3oBare ¢pynkuuto "CioBo co ciioBoM" i KOPPEKIMU TeKCTa?
32.
33.
34.

31

35.

36.
37.
38.
39.
40.
. Kak co3zate 1 HaCTpOUTH pa3AEIUTENBHBIE TUHUU B TOKYMEHTE?
42.
43.
44.
45.

41

Kak BCTaBUTh TUIIEPCCHUIKY B TOKYMEHT?

Kaxk co3nate copepxanue ¢ aBTOMaTUYECKUMHU CChUTKAMU?

Kak BcTaBUTbH aTy U BpeMsl B IOKyMEHT?

Kax co3nare 3arooBku pa3HbIX YPOBHEN C aBTOMaTU4YECKOW Hymepanueil?
Kak ucnonb3oBars ctuiu uist popmMaTupoBaHus TekcTa?

Kak co3naTte MHOTOypOBHEBBIH CIIMCOK?

. Kak BcTaBUTh KOMMEHTapHil K TEKCTY?
11.
12.
13.
14.
15.
16.

Kax BcTaBUTh CTpaHUIly ¢ TOPU30HTAIBHBIM pa3oneHneM?

Kak caenarp 1oss B JOKyMEHTE paBHOMEPHBIMU?

Kax BcTaBUTB IEpEHOCHI M pa3pbIBbl CTPAHUIIBI?

Kak ckpbITh 1 0TOOpa3UTh HeNeyaTHbIE CUMBOJIbI?

Kak co3nate HyMepoBaHHBIN CIMCOK ¢ KACTOMHBIMU MapKepamu?

Kak co3nath 1 oTpopMaTHpOBaTh 3ar0oJ0BOK C HOMEPOM CTPAHUILIBI B BEPXHEM
KOJIOHTHUTYJIE?

Kak BcTaBUThH crieniMaabHbIe CUMBOJIBI WIIM MaTeMaTHueckue Gpopmyiibl?
Kax n3MeHuTh OpHUEHTALNIO CTPaHULIbI (TOPU30OHTANIbHAS WM BEpTUKaIbHAas)?
Kak co3nath 1 pelakTHpOBaTh CIIMCOK C MHOTOYPOBHEBOW HyMepaluei?
Kak BcTaBuTh rajepero n3oopaxeHuit uiau gpororpadpuii B JOKyMEHT?
Kak co3nate 1 oTpopMaTUpOBaTh TUTYIIBHBIN JUCT A7 TOKyMeHTa?
Kak mo6aBuTh moanmucu K pucyHkam u Tabiaumam?

Kak BcTaBuTh 1 0T(OpMATUPOBATH BUIEO WM ayJJUO B TOKYMEHT?

Kak ncnonp3oBate ¢ynkuuto "CiioBo moJ ciioBo" i IpaBKU TEKCTa?
Kak co3nath 1 0TpopMaTHpOBaATh CHUCOK C KACTOMHBIMHM MapKkepamu?
Kak BctaBuTh 1 0ThOpMaTHPOBATH THIIEPCCHUIKY HA BHEITHUH pecypc?
Kak co3math 1 pelakTUpoBaTh JOKYMEHT C HECKOJIBKMMHU KOJIOHKaMu?
Kax HacTpouth Hymepanuio CTpaHHUL C ONPEIEICHHOI0 HoMepa?

Kak no6aButs u popmatupoBaTh MpUMEUYaHUs B KOHIIE JOKyMEHTa?

Kaxk BctaBuTh 1 oThopMaTHpOBaThH AMArpaMMy M rpapuk?

Kak co3nate u HACTpOUTh CHOCKH K TEKCTY?

Kak no6aButh 1 0TopMaTupOBaTh TEKCTOBYIO PaMKy MM 0OBOAKY BOKpPYT TeKcTa?
Kak co3nate u penakTupoBaTh aBTOMaTUYECKUE CIIMCKH C TPOHYMEPOBAaHHBIMU
MyHKTaMH?

Kax BcTaBuTh 11 0TOopMaTHPOBATH TAOIHUILY C BO3SMOKHOCTBIO PaCieTOB U
CYMMHpPOBaHHUS?

Kax 106aBuTh 1 HaCTPOUTH MOJMUCH K pUCYHKAM UM U300pakeHusIM?

Kak ncnosnp3oBars ¢pynkuuto "Ilorck u 3amMeHa" s peiakTHpOBaHUs TeKcTa?
Kak co3nate u orhopmMatupoBath coiepkaHue ¢ aBTOMaTUYECKUMU CCbUIKaMU?
Kak BcraBuTh 1 (hopmMaTUpOBaTh OJOKM IIUTAT MU BBIACICHHBIN TEKCT?

Kak HacTpoUTb MOJISA M OTCTYIBI B TOKYMEHTE?

Kak no6aButh u oropmarupoBath GOpMYJIbl WM MaTEMaTHUYECKUE BHIPAKEHUS?
Kaxk BcTaBUTBH ¥ HACTPOUTH AUArPAMMY C OCSIMHU U NIOATUCAMU?

Kak coznate 1 oTdopMaTupoBaTh OJIOKU TEKCTa ¢ pa3HbIMU HIpudTaMu U 1BETaMU?
Kak ncnonp3oBats ¢pynkuuu "BeraBuTh cnienmanbHblid cuMmBoia' u "BetaButh nose"?



CEMECTP II:

PA3JIEJI 2. Microsoft Office PowerPoint

Nk

10.
11.
12.

13.
14.
15.
16.
17.
18.
19.
20.

21.
22.

23.
24.
25.
26.
27.
28.

29.
30.
31.
32.
33.
34.
35.
36.
37.
38.
39.
40.
41.
42.
43.
44.

Kax BcTaBuTh 1 cTuimn3oBarh SmartArt B mpe3eHTanuu?

Kak co3naTth u penakTupoBaTh aHUMHPOBaHHBIN TeKCT B PowerPoint?

Kak 1o6aBuTh KOMMEHTApUH K CIIaiiaM JJIsi COBMECTHOI paboThI?

Kak ncrnosp30BaTh CEKIMU AJI OPraHU3alMK CJIAaiI0B B IPE3EHTALNN?

Kax BKIIOUNTH TUKTOPCKOE CONPOBOXKACHUE I CIai10B?

Kaxk no6aButh 3D-Mozenb B mpe3eHTaIuo?

Kak ncnonp3oBats anuMaruio Morph i co3iaHus MIaBHBIX TEPEX0I0B MEKIY
cnanmamu?

Kak co3nare u npumenuTs Makpocsl B PowerPoint?

Kak BcTaBUTh U peakTUPOBATh TMIEPCCHUIKH B IIPE3EHTALMN?

Kak ucnonbs3oBaTh cMapT-apT 1715 BU3yIU3alMK JaHHBIX?

Kak no6asuts ayauo- u Bugeodaitisl B PowerPoint ¢ aBroBocnpoussenenuem?

Kax co3nate 1 HACTpOUTH T'MIIEPCCHIIKY HA MHTEPAKTUBHBIE 3JIEMEHTHI (HaIllpUMep,
KHOIIKH )?

Kak mo6aButh 3¢pexTsl mepexoa k ciaigam?

Kak co3iate NpokpyTKy ClaiioB 1151 UHTEPAKTUBHOW Ipe3eHTalun?

Kax BcTaBuTh 1 peakTupoBaTh GOPMYJIbl MATEMATHUECKUX BBIPAXKEHUN B IIpE3CHTALIUU?
Kak co3iath 1 pelakTUpOBaTh 3aKJIaJKH JUIsl HAaBUTALUH 110 ITPe3eHTaK?

Kak co3nate u HACTpOUTH aHUMAIIHUIO TI0 TPUTTEPY (HAPUMED, IIPU HAKATUU KHOTIKH)?
Kak BcTaBUTh U CTUIM30BATh AUAarpamMMy pajapa B IIpe3eHTalum?

Kax co3nare u penaktupoBaTh BCTPOSHHBIE OpraHU3A[MOHHBIE JUarpaMMbl?

Kak ncrnosip3oBate aHUMaMIO U ay 1103 (GEeKThl A1 CO3JaHUSI HHTEPAKTUBHBIX KHUT
WM pacckKa3zoB?

Kak n06aBuTh aHMMAIMIO K OOBEKTY 110 TPaeKTOpUu?

Kax co3nate u penaktupoBaTh THIIEPCCHUIKU Ha IpyrHe TOKyMEHTHI (Harpumep, PDF
wi Word)?

Kax BcTaBuTh M pe1akTHpOBaTh KOMMEHTAPUH B IPE3EHTALUU?

Kak ncrnosp30BaTe aHUMUPOBAaHHBIE TaMIIANHBI 1711 BU3YaIU3allui COOBITHI?

Kax 106aBuTh 1 HaCTPOUTH AYAUONOAKIAIKY JJIsl IPE3EHTALUN?

Kak co3math 1 pelakTHpOBaTh aHUMALIUIO OOBEKTOB C MOMOIIBIO CIIEHAPHEB?

Kax BcTaButh 1 crunuzoBatb WordArt B mpe3eHTarum?

Kak co3nath 1 pelakTHpOBaTh MPOrPECCUBHYIO aHUMAIIMIO (IOCTENIEHHOE MOSBICHHUE
AJIEMEHTOB)?

Kak ncrnosp30BaTh CMeNIaHHbIE CCBUIKH [T pa0OTHI ¢ TAONIULAMH U TpaduKamu?
Kax 106aBuTh 1 HaCTPOUTH AHUMALIMIO NTPH HABEIEHUU MBI ?

Kaxk n3menuts MakeT cnaiijga’?

Kaxk BcTaBuTh N300paykeHre B MPE3CHTAIIHIO?

Kak no6aButh anumanuio Kk 00beKTy Ha ciaize?

Kaxk co3pate nmepexoa Mexay craigamu?

Kax BcTaBuTh BUACO WK ayIMO B NIPE3EHTALINIO?

Kax n3smenuts ¢oH crnaiga?

Kak co3nate runepccsuiKy Ha Apyro# cliail]i Wiy BHEIHUN pecypc?

Kak BcTaBuTh TabNMUILy B IpE3EeHTAINIO?

Kak coznate rpaduk nim quarpammy B PowerPoint?

Kak 1o6aBuTh 3ByKOBOI 3 deKT K aHuMaruu?

Kaxk co3gaTe nepcoHanm3npoBaHHbIN TU3alH IS ClaigoB?

Kak coxpaHuTh npe3eHTanuio B pa3auuHbix GpopmaTax (Hanpumep, PDF)?

Kak n100aBuTh KOMMEHTAPHUH K ClaiiaM IJis COBMECTHON paboThI?

Kak co3nate u npuMeHuTh MacTep-ciaanabl?



45. Kak caenaTh Mpe3eHTalni0 aBTO3alyCKaoEencs?

46. Kak BcTaBUTBH ()OPMBI M SJIEMEHTHI YIIPABICHUS B IPE3CHTAINIO?

47. Kak co3ziath nepexo/i K ONpe/IeICHHOMY ClIaidly ¢ TOMOIIbIO KHOMKHU?
48. Kak 106aBUTh aHUMAITUIO K TEKCTY Ha ciaiine?

2.6.2. TecTsl 1JIsI CAMOKOHTPOJIS

CEMECTP I

1. Kakoii 3siemenT untepgeiica Microsoft Word npenHazHauen ajisi ObICTPOro A0CTyna K
OCHOBHBIM KOMaHAam?

a) Jlenra;

0) [lanenb UHCTPYMEHTOB;

B) CTpoKa COCTOSIHUSA.

2. Kakoii kKoMOMHAIHeEl KJIaBHII MOKHO OTMEHHTD IocJieqHee aeiicteue B Word?
a) Ctrl + X;
0) Ctrl + Z;
B) Ctrl + C.

3. Yro no3Boaser caenarb pynkuus "'[lounck u 3amena" B Word?
a) Haiitu u 3amMeHUTh Bce OLIMOKH B JOKYMEHTE;
0) HaliTu KoHKpeTHOE CII0BO WM (Ppa3y U 3aMEHUTH €€ APYToi;
B) OTKpBITh OKHO 1oucka B VIHTepHerTe.

4. Kak M0KHO BbIJIeJIUTh BeChb TEKCT B IoOKymeHTe B Word?
a) Ctrl + A;
0) Ctrl +V;
B) Ctrl + S.

5. Kakum 00pa3oM M0KHO BHIPOBHATH TEKCT MO NpaBomMy kpaio B Word?
a) BrIOpaTh COOTBETCTBYIONIYIO OMIIMIO B JICHTE;

0) Mcnonws3oBats komOuHaruto Ctrl + R;

B) OTO HEBO3MOXKHO B Word.

6. UYro Takoe MapKupoBaHHbIH cricok B Word?
a) Criucok, B KOTOPOM 3JIEMEHThI UMEIOT HOMEPa;
6) Cncok, B KOTOPOM 3JIEMEHThHI UMEIOT MapKephl (HanmpuMep, TOUKH WIH YUCIIa);
B) CIIUCOK, KOTOPBII HENb3s pEAAKTUPOBATH.

7. KakuMm 00pa3oM MOKHO BCTABUTh CTPAHMILY C TOPH30HTAIbHOI OpHEHTalNueH B
BepPTUKAJIbHBINA TOKyMeHT B Word?

a) B paznene "Pa3merka" BeiOpaTh "I opu3oHTaIbHAS OpUEHTALUS";

0) D10 HeBo3MOXkHO B Word;

B) BcTaBUTh HOBYIO CEKIIMIO U U3MEHUTD €€ OPUEHTALINIO.

8. Kak Mo:kHO co31aTh 3aro10B0K B Word Tak, 4To0bI OH ObLT BbIIEJCH U OTHEHTPUPOBAaH
Ha cTpaHuIe?

a) Mcnonb3oBars onuuto "XKupHslil" B 1€HTE;

6) Haxars Ctrl + C;

B) BrIOpaTh COOTBETCTBYIOIIYIO OIIHIO B JieHTe "BripaBHuBaHME".

9. Yto Takoe cHocku B Word?



a) [Ipumedanus B KOHIIE JOKYMEHTA, COACPIKaIUe AOTOTHUTEIbHYIO HHPOPMAIIHIO;
0) Paznensl nokyMeHTa, OT/ACIICHHBIC JTMHUCH;
B) TekcT, KOTOPBI BBIACIICH U MOAYCPKHYT.

10. Kak MOKHO €031aTh HOBYIO CTPaHHMIy B 10KyMeHTe Word?
a) Haxxats Enter HeckonbKko pas;

0) BcTaBuUTh pa3pbIB CTPAHUIIBI,

B) OT0 HeBO3MOkHO B Word.

11. Kakum 00pa3oM MOKHO U3MEeHUTH WIPUQT B BblIeJIeHHOM TekcTe B Word?
a) Mcnonb3oBats onmuto "[Ipudt" B nexre;

0) Haxars Ctrl + B;

B) D10 HEBO3MOXKHO B Word.

12. Yo Takoe Tadumua B Microsoft Word?

a) CIMCOK CChUIOK Ha JIpyTue J10KyMEHTHI;

0) Opranu3oBaHHas CeTKa JUIs PEICTABICHUS 1aHHBIX;
B) Daiin, cozpannblii B Excel.

13. Kak M03kHO BbIIeJUTHb TEKCT ;KUPHbIM mpu¢pTom B Word?
a) Mcnonb3oBath onmuto "YKUpHBIA" B JICHTE;

6) Haxxats Ctrl + U;

B) OT0 HeBO3MOkHO B Word.

14. Yro Takoe map:xu B JokyMeHTe Word?

a) [IpomexxyTku MeX Iy KpasMu OyMaru U TEKCTOM;
6) Criucok MapKHUPOBAHHBIX ITyHKTOB;

B) OmunOKy B HATMCaHUH CJIOB.

15. Kak Mo3kHO c031aTh MapKHUPOBaHHbIH cnincok B Word?
a) BbiOpaTh COOTBETCTBYIOILYIO OMIIMIO B JICHTE;

0) Haxarp Ctrl + L;

B) OTO HEBO3MOXKHO B Word.

16. Yto no3BoJsier caesats komanaa '"Konuposares' B Word?
a) [lomemaer BbIZIeICHHBIN OOBEKT B Oydep oOMeHa;

0) Y manset BbIICICHHBIN 00BEKT;

B) Berapisiet BeiiesICeHHBIN OOBEKT B IPYTrO€ MECTO JOKYMEHTA.

17. Kak M0OKHO BBIPOBHSATH TEeKCT 1O HeHTpy B Word?
a) BriOpaTh COOTBETCTBYIONIYIO OTIIHMIO B JICHTE;

0) Mcnonws3oBats komOuHaruto Ctrl + E;

B) OT0 HeBO3MOkHO B Word.

18. YUrto Takoe 3aroJioBoK U HymMepanusi crpanun B Word?

a) Madopmarms o Tekymien aarte;

6) Mudopmarus 0 KOIM4ecTBE CTPAHULL B IOKYMEHTE;

B) Hdopmarus o Tekyliel cTpaHule U e€ MOJI0KEHUU B JOKYMEHTE.

19. Kak M0:kHO BCTaBUTH runepccbliiky B Word?
a) BriOpaTh COOTBETCTBYIONIYIO OMIIMIO B JICHTE;
0) Haxarp Ctrl + H;



B) OT0 HEBO3MOXKHO B Word.

20. Yto Takoe opdorpapuueckas ommdxa B Word?
a) OmmbKa B pacroiokeHnu 00bEKTOB Ha CTPAHHIIE;
6) Omubka B HAITMCAaHUU CJIOBA;

B) OmuOKka B UCTIOJIB30BaHUU MIPUQPTOB.

21. Kakum 00pa3oM MOKHO BbIIeJIUTH BeCh TeKCT B ad3aue B Word?
a) JIBOMHBIM IIEITYKOM MBIIITH Ha ab3arie;
0) Haxas Ctrl + A;
B) BblaenuTs Mbllbio.

22. YTo Takoe KOJOHTUTYJIbI B Word?
a) 3aroJIOBKH JJIsl KXJI0TO pas3jena JJOKyMEHTa;
0) Madopmanms o Tekymiei aare;
B) ['padudeckre 2IeMEHTHI B IOKyMEHTE.

23. Kak M0KHO BCTABHTb HOBYIO CTPaHHLY B IokyMeHTe Word Tak, 4T00bI TEKCT
MPOIOJIAKAJICS ¢ HOBOW CTPAHHIIBI?
a) Haxatb Enter HeckoibKo pas;
0) BcTaBUTh pa3pbIB CTPAHUIIBI,
B) OT0 HEBO3MOXHO B Word.

24. Kak M0:KHO BbIJIeJIUTh BeCb T0KYyMeHT B Word?
a) Haxas Ctrl + A;

0) BeiOpaB onmuro "BeinenuTs Bce" B JICHTE,

B) D10 HEBO3MOXKHO B Word.

25. Yto Takoe runepccblika B Word?
a) ABTOMaTHYECKU CO3/ITaHHBIE CCHIIIKH B JIOKYMEHTE;
0) Ccbuika, mepexo/st o KOTOPOH MOKHO MEPEHTH K IPYrOMY MECTY B JOKYMEHTE UITH B
WHTephere;
B) OTMeTKa O TOM, 4TO JIOKYMEHT MPOYUTAH.

26. Kakum o0pa3om M0kHO yOpaTh BbleneHHne Tekcra B Word?
a) Haxars Ctrl + X

0) Haxars Esc;

B) OT0 HeBO3MOkHO B Word.

27. Yo no3BoJsier caeaartb onuus ""Coxpanuts kak'" B Word?
a) CoxpaHUTh JOKYMEHT B HOBOM (haiiiie ¢ ApyruM UMeHeM Ui (opMaToM;
0) OTKpPBITH TUAJIOTOBOE OKHO ME€YaTH;
B) Y 1alnuTh BBIJCICHHBIN TEKCT.

28. Kak M0KHO BBIIC/IUTh HECKOJIBKO HellpepbIBHBIX ¢JIOB B Word?
a) Haxatp Shift u 3aTem BpIIENINUTD CII0BA MBIIIBIO;

0) BeigenuTs Kaxaoe CIIOBO OTAETIHHO;

B) OT0 HeBO3MOkHO B Word.

29. Yrto Takoe aBTopuabTP B TAbM1e Word?
a) CpC,Z[CTBO AJI1 aBTOMATHYCCKOI'O BBIACIICHUA ONIPCACIICHHBIX TaHHBIX B TaG.HI/II_Ie;
6) CpencTBo /sl aBTOMAaTHIECKOTO U3MEHEHHS Pa3MEPOB SYE€EK TaOJIUIIBL;



B) CpencTBo ik aBTOMAaTHUUECKOTO TEePexo/1a MeXIy pasziesaMu JOKyMEHTa.

30. Kakum 00pa3oM MO:KHO OTMEHHUTH MocJjeaHee aeiicteue B Word?
a) Haxars Ctrl + Z;
0) Haxarp Ctrl + X;
B) Haxars Ctrl + C.

31. Kakum 00pa3omM MOKHO CKOIIHPOBATh BblIeJeHHbIN TekcT B Word?
a) Haxars Ctrl + C;
0) Haxars Ctrl + X
B) Haxats Ctrl + V.

32. Yto npencrasJsier codoil komanaa "'I[leyars' B Word?
a) OTKpBIBaET OKHO MPOCMOTPA MIE€pel NEYATHIO;
6) Ilo3BossteT pacneyaTaTh TEKYIUI TOKYMEHT;
B) [103BOJIsI€T OTKPBITH HOBBIN JOKYMEHT.

33. Kak Mo0HO c031aTh ciicok ¢ HoMepamu B Word?
a) BbIOpaTh COOTBETCTBYIOIIYO ONIIMIO B JICHTE;
0) Haxarp Ctrl + L;
B) OT0 HeBO3MOkHO B Word.

34. Yro Takoe cruau B Word?
a) ['papuueckue 351eMeHThl JOKYMEHTA;
0) HaGop ¢popmaTtupoBaHus JjIs TEKCTA;
B) ['pyIIibl 1OKyMEHTOB.

35. Kak MOKHO BbI1eJIUTh HECKOJIbKO Pa3po3HeHHbIX yacTell Tekcta B Word?
a) Haxxarp Shift u 3aTeM KIMKHYTb MBIIIBIO Ha KaX/IyIO YacTb;
0) BoraenuTh Kaxayro 4acTh OT/EIbHO;
B) OT0 HEBO3MOXKHO B Word.

36. Uro npeacrasasier cod6oit komOunauus Ctrl + S B Word?
a) CoxpaHseT TeKyIIUi JOKYMEHT;
6) Konupyert BbIZIeICHHBII TEKCT;
B) YaysieT BbIICJICHHBIN TEKCT.

37. Kakum 00pa3omM MOKHO BCTABUTh TEKYUIYI0 1aTy B JoKyMmeHT Word?
a) Haxats Ctrl + D;
6) BoiOpate onuuio "BeraBuTh Aaty" B JIEHTE;
B) BpyuHnyto HabpaTh TEKyIyIO IaTy.

38. Uro Takoe makpoc B Word?
a) CokparieHue i KOMaH/Ibl;
0) CniennanpHas mporpamma Jijisi aBTOMaTU3alluU ACHCTBHIA;
B) He cymectByet B Word.

39. Kakum o0pa3oM MOKHO U3MeHHUTH 1BeT mpudrTa B Word?
a) BriOpaTh COOTBETCTBYIONIYIO OMIIMIO B JICHTE;
6) Haxars Ctrl + C;
B) OT0 HeBO3MOkHO B Word.



40. Yto Takoe moJus gokymenra B Word?
a) [IpomexxyTKu MKy KpaeM OyMaru U TEKCTOM;
6) CriucoK 3aroJioBKOB;
B) OmmOKY B HAIMCAHUU CIIOB.

CEMECTP II

1. Kakoe ocHoBHOe Ha3HaYeHHe nporpammbl PowerPoint?
a) PenaktupoBath u (hopMaTHpOBaTh TEKCTOBBIC JOKYMEHTHI,
0) Co3naBath U peJakTUPOBAThH MIPE3CHTALINH;

B) XpaHuTh 00JbIIME 00BEMBI HH(OPMALIUH.

2. Yrto no3BoJsert aejaars PowerPoint npesentanus?
a) OtkpeiBaTh PDF-daiinsr;

6) Co3naBarh U peAaKTUPOBATH TaOJIUIIBI;

B) Co3l1aBaTh BU3yaJIbHbIC IPE3CHTAIIHH.

3. MoxkHo 14 100aBUTh AHUMAIUIO K 3JieMeHTaM B npe3enTtanun PowerPoint?

a) [la;
0) Her.

4. Kak Ha3pIBaeTcsi 0CHOBHOI 3JieMeHT npe3entauuu B PowerPoint?
a) Cnaiin;

0) Kanp;

B) Cuena.

5. Kak M0KHO nepexoauTh MexKAy cJaiiiaMu BO BpeMs NMpe3eHTanuu?
a) Haxxatuewm xmapum Ctrl + S;

6) CgaiirioM 1o 3kpaHy cMapT(hoHa;

B) C moMomIbio KJIaBHUIII CTPETIOK WK Tpobena.

6. MoskHo 11 100aBUTH MY3bIKAJIbHOE CONPOBOKICHHE K Npe3eHTannu B PowerPoint?

a) Ma;
0) Her.

7. Kakum 00pa3oM MOKHO NO/eJIUTHCS NMPe3eHTaluel ¢ APYruMH M0JIb30BATeIAMH ?
a) OTnpaBuTh (Paiiia 1Mo IEKTPOHHOU MOYTE;

0) [lonenuThbes cCbUIKON Ha 00JIAYHOE XPAaHUIIHILE;

B) Bocnonb3oBarbes ¢pynkuueit "Ilonenutees" B mporpamme PowerPoint.

8. Kakoii ¢popmar ¢aiina ucnoJib3yercst AJ1s1 COXpaHeHus npe3edranuii B PowerPoint?
a) .pptx;

0) .doc;

B) .pdf.

9. MoskHo 1 100aBUTH T'MIIEPCCHLIKH B Ipe3eHTanuio PowerPoint?

a) Jla;
0) Her.

10. Kaxkoii 3;1eMeHT No3B0JisieT J00aBUTH JONOJHUTEIbHYI0 HH(POPMALMIO K cIaiixy B
PowerPoint?
a) [Ipumeyanue;



0) Brnoxxenue;
B) 3akiajka.

11. Mo:KHO 14 MCII0JIBL30BATh 10 10HbI Au3aiiHa B PowerPoint 1151 ObICTPOro co3xaHus
npe3eHTanmii?

a) Ha;

0) Her.

12. Kakum 00pa3oM MO:KHO U3MEHUTH MOPSIAOK CJIAHI0B B Ipe3eHTAlun?
a) [leperamuTh UX MBIIIBIO;

0) cnonw3ys komanay "CopTupoBka ciaiioB";

B) IIyreM penaktupoBaHus Koja.

13. Kak MOXHO caejlaTb aBTOMATHYECKYI Iepexo] MekAy cJaigaMH BO Bpems
npe3eHranum?

a) YCTaHOBUTH TallMep mepexoa;

6) Haxarp xiaBumy "Enter";

B) Bocnosib30BaThCs rUNepCcChUIKOM.

14. Kaxkoif ”HCTPYMeHT M03B0JIIeT PUCOBATh NPSIMO Ha caaiiie B PowerPoint?
a) Mapkep;

0) Kapanpgaur;

B) Kucrsb.

15. Kak M0kHO BCTaBUTH BH1e0 B nipe3eHTanuio PowerPoint?
a) [TepetamuTs (haiin BUIEO HA CITANT;

0) Bocnonb3oBaThest koMan10# "BetaButh" > "Buneo";

B) Henb3s BcTaButh Buaeo B PowerPoint.

16. MoxHO 11 c031aTh AaHUMHPOBaHHBIH TekcT B PowerPoint?

a) Ja;
0) Her.

17. Kak moxHno no6aButb 3D-moaenu B npe3entanuio PowerPoint?
a) BeraButh 13 (daiina;

6) 3arpy3uthb u3 MHrepHera;

B) Bocnonb3oBarbest BCTPOCHHOM OMOIMOTEKOM.

18. Yrto npeacrasasier codoii pexum "Caaiin-macrep' B PowerPoint?
a) CnenyanbHbIA PeXXUM pelaKTUPOBAHUS MAacTep-CIaii1oB;

0) PexxuM 1751 co3janus aHUMalluK CIIai 0B,

B) Pexxum 1u1st paboThl ¢ Tabmunamu.

19. Kakum o0pa3om MOKHO 100aBUTH 3BYKOBOii 3(pdekT K caaiiny B PowerPoint?
a) BeraButh aynnodaiin;

6) Ucnonb30BaTh MHTETPUPOBAHHBIN 3BYKOBON PEIAKTOP;

B) 3amucaTh 3ByK IIPSIMO B IIpOrpaMMe.

20. MokHo 1 coxpanuTh npesenranuio B popmare PDF B PowerPoint?
a) [a;

0) Her.

21. Kak M0:KHO 100aBUTh aHUMAIMIO K 00bEeKTY Ha cjaine B PowerPoint?



a) BeiOpate 00beKT U HaXaTh "AHUMaIMs";
0) [leperanuTh OOBEKT HA MTAHENb AHUMAIUY;
B) AHMManus 100aBIAETCS aBTOMAaTHICCKH.

22. Mo:xHo i1 u3MeHuTh (poH ciaiina B PowerPoint?

a) [a;
0) Her.

23. Kak MO0HO co31aTh Iepexo] Mexay cjlaigaMud ¢ UCHOoJb30BaHHeM 3((PeKToB
PowerPoint?

a) B paznene "Jluzaiin" BeIOpaTh roToBbIN 2h(DEKT nepexoaa;

0) B paznene "BcraBka" BeiOpath "D dexT mepexoma”;

B) [lepexo/pl CO3/1AI0TCSl aBTOMATUYECKH.

24. Mo:xHO J1 100aBUTh KOMMeHTapuM K ciaaiaam B PowerPoint?

a) [la;
0) Her.

25. Kak MOKHO pa3/ie/IMTh NPEe3eHTANNIO HA pa3/esbl 1 y100CTBA HABUTralumn ?
a) B pexxume "Crnaiin-macrep" BeiOparts "{o6aButh pazgen";

0) Mcnonws3oBarh GyHkuto "Pa3aenst” B 1eHTe;

B) Paznenbl 100aBISIOTCS aBTOMATHICCKH.

26. Kak M0OKHO U3MEHHUTH pa3Mep U OpUeHTaluIo ciaaiiioB B PowerPoint?
a) B paznene "Cnatiger" Be1Opath "Pa3mep cnaiiga';

6) Caenatb 3TO HEBO3MOXKHO;

B) OTU napaMeTpsl HEellb3sl U3MEHUTD.

27. Kak MO3KHO c031aTh COOCTBEHHBII AU3aiH 1J1d cjiaiigoB B PowerPoint?
a) B pexxume "Crnaiin-macrep" pegakTHpoBaTh MacTeP-CIaNIbI;

0) DTO HEBO3MOXKHO;

B) 3arpy3uTh rOTOBBIN 111a010H U3 HTEepHEeTa.

28. MoskHo M 100aBUTH ayAH0-KOMMeHTapuu K ciaiifam B PowerPoint?

a) Ja;
0) Her.

29. Kak MOKHO COXPaHHMTH NPe3eHTALMIO ¢ aHMMAanMell B Buje Buaeodaiina?
a) B paznene "®aitn" Be16paTh "CoXpaHUTh Kak BUEO";

0) DTO HEBO3MOXKHO;

B) Mcnonp30BaTh CTOPOHHUE NPOTPaMMBI.

30. Kak MOKHO CKPBITH CJIalIbl B IPe3eHTANMH 0e3 uX yaajeHus?
a) B pexume npocmoTpa ciaiiioB HaxkaTh "CKpBITH cnaia';

0) DT0 HEBO3MOXKHO;

B) CKphITHE CTaii]I0B aBTOMAaTUYECKH.



Kpumepuu oyenxu pezynemamos mecmuposanus
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2.6.4. IlpumepHbIe BONPOCHI TEKYLIEr0 KOHTPOJIS
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CEMECTP 1

Kakue anemMeHThI BXOJAT B cocTaB 1okyMeHTa Microsoft Word?

Kakue orpannueHus cyecTByoT Ha uMeHa (paiinoBs, cTuiiel 1 3aroyoBkoB B Microsoft Word?
B yem paznuna Mexay pexxumamu npocMoTpa B Microsoft Word: O0brunbIii, Beb-n10KymMeHT u
Yrenune?

Kakue Tunbl JaHHBIX MOTYT OBITh UCIOJIb30BaHbl B Tabnuuax Microsoft Word u xakoBsl uX
npeiesibHbIE Pa3Mephl?

Kak MOXHO HCHOJB30BaTh CHpaBouHyro cucreMy B Microsoft Word? YUem omimuarorces
pasznensl Conepxanue, MacTep OTBETOB U Y Ka3aTelb?

Yro Takoe aBTOMaTHYecKue Mot U BblpaxkeHUs B Microsoft Word? Kakue BbIpakeHus u
(YHKINU TOCTYIHBI IS UCTIOIB30BaHUs ?

Kakne 0coOeHHOCTH B UCIIOJIb30BaHUHU BBIPAKEHUH C YMCIaMHU, TEKCTOM U JataMu B Microsoft
Word?

Yro Takoe MocTpouTess GOpMYII U Kak OH HcnosbdyeTcs B Microsoft Word?

C kakoil 1enbpI0 BBHINOJHSAETCS (QopMmaTHpoBaHue noKymMeHTa B Microsoft Word u kakue
UHCTPYMEHTHI (JOPMATUPOBAHUSI JOCTYIIHBI?

Kaxkue onepanuu ¢ TekctoMm u ad3ariamu B JokymeHTe Microsoft Word Bel 3HaeTe?

KakoBo Ha3HaueHue COpPTHpPOBKHM Tekcra B jgokymente Word? Kak MoXHO copTHpoBaTth
naHHble B TaOmumax?

Yro takoe punsTp B Microsoft Word u kakue MeToab! GUIBTPALIMN JAaHHBIX JOCTYITHBI?

Kak M0xHO co3aaTh U IPUMEHUTH ycloBHOE (hopmaTupoBanue B Microsoft Word?

Kakue BO3MOXHOCTH IpeocTaBiseT BcTaBka Tabnui B Microsoft Word? Kak co3nats HOBYIO
TalIuIy?

Kakum 06pa3om MOKHO BBIIEIUTH BECh TEKCT B I0KyMeHTe Microsoft Word?

UYro Takoe ctuiu B Microsoft Word u kak oHM ucmionb3yroTcest st GopMaTHpOBaHUS TEKCTa?
Kakum 06pa3omM MOKHO BCTaBUTh THIIEPCCHUIKY B TOKyMeHT Microsoft Word?

Kak no6aButh Hymepaluio cTpanuil B JokyMeHnte Microsoft Word?

Kakum 06pa3om MOKHO BCTaBUTH cHOCkH B Microsoft Word?

Yro npeacraBisioT codoi o fokymenta B Microsoft Word 1 kak X MOKHO HCIIOJIb30BaTh?
Kak B Microsoft Word M0kHO c031aTh MHOT'OYpPOBHEBBIN CITCOK?

Kaknum 06pa3zom MOXHO 100aBUTh KOMMEHTApUHU K TIOKyMeHTy Microsoft Word?

Yro Takoe MHAEKC U KaK ero MOKHO BCTaBUTh B Microsoft Word?
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Kakum 006pa3oM MOXHO BCTaBUTH CIEIHMAJIbHBIE CHUMBOJIBI (HampuMep, 3HAK KOMUpaiTa) B
nokymMeHT Microsoft Word?

Kak cosznmath coneprxanue (oriasieHue) B fokymeHTe Microsoft Word?

Kakum o0pa3zom MOXKHO J00aBUTH HOMEpaA CTPAHUI] TOJHKO C OINpPENEICHHOW CTPaHHUIbI B
nokymeHnte Microsoft Word?

Kak co3naTe nepeuncienre ¢ moMoIIb0 MapKepoB Wik HomepoB B Microsoft Word?

Kak MOXHO CKpBITh 4acTh TeKcTa B JokyMeHTe Microsoft Word (manpumep, 11 medaTtu)?
Kakum 06pa3zom MOKHO BCTaBUTH rpadudecKuii 00beKT (Harpumep, hoTorpaduio) B JOKyMEHT
Microsoft Word?
Uro nmpeactaBisitoT coboi mosst cHocok B Microsoft Word u kak UX MOKHO MCIIOJIb30BaTh?
Kak co3mate moanuce K pucyHKy Wi Tabmuie B Jokymente Microsoft Word?

Kakum 006pa3om MOXKHO BCTaBUTH IEPEHOC cioBa (pa3pbiB cioBa) B Microsoft Word?

Yro Takoe KOIOHTUTYIIBI B Microsoft Word u kak uX MOYKHO HACTPOUTH?

CEMECTP II
UYro BKITIOYAET B ceOs moHsATHE "MakeT ciaiiga" B PowerPoint? Kak n3smennuts Maker cnaiina?
Kak no6aButh anumanuio k 00bekTy Ha ciaiine B PowerPoint?
UYro Takoe cexnus B PowerPoint u kak co31aTh HOBYIO CEKITHIO?
Kak BctaBuTh rpaduky uiam uzo0pakeHnue B npesenranuto PowerPoint?
UYro npencrasiser codoit pexkum "TIpocmotp cnaiizos" B PowerPoint?
Kak M03XHO co3/1aTh mepexoj Mexay cllaiijaMu ¢ ucroib3oBaHueM 3¢ dexroB B PowerPoint?
Kak no6aButh aymo-KkoMMeHTapuH K ciaiinam B PowerPoint?
Kakum 06pa3oM MOKHO co3/1aTh aHUIMUPOBaHHBIN TeKCT B PowerPoint?
Yro mpencrasinsier coboii pexxum "Craiin-mactep” B PowerPoint u kak ero ucrnonp3oBarts?

. Kak MoxxHo no6aButs 3D-monenu unu rpaduky B npeseHtanuto PowerPoint?

. Kaxum o6pazom MoxHO 106aBUTH BUI€O B pe3eHTanuio PowerPoint?

. Uro Takoe mMactep-cnaiin B PowerPoint u kak ero MoXHO U3MEHUTH?

. Kak M0OXHO c03/1aTh epexo/Ibl MEXy CJIaiilaMH C TIOMOIIBIO THIEpCcChUIOK B PowerPoint?

. Yro Takoe aHMMalMOHHBIA MapuIpyT B PowerPoint u kak ero HacTpouTs?

. Kax B PowerPoint Mo>kHO co31aTh aBTOMAaTUYECKYIO MPE3EHTALUIO, HE TPEOYIOIIYIO HaXKaTHs

KJIABULIM JUISI IEPEXO/A MEXKAY CllalijaMu?

Urto npeacTaBisitoT coboit KOMMEHTapuu K ciaigam B PowerPoint u kak ux 100aBUTH?

Kak B PowerPoint MoxxHO co31aTh 3G eKT nepexoa Mexy ciaigamu?

Yro Takoe runepcchlIky U Kak UX MOXHO J00aBUTh B Ipe3eHTanuto PowerPoint?

Kak MoxHO 106aBUTh ayuo-¢poH K npezeHTanuu PowerPoint?

Yro Takoe aHMMAIMS Ha YPOBHE 3JIeMEHTa U Kak e€ HacTpouTh B PowerPoint?

Kak B PowerPoint MoHO 100aBUTh aHUMAIIHMIO K TEKCTY?

UYro npencTaBisiOT coOOM MacTep-claiiibl U KaK UX MOYKHO W3MEHHMTb B Ipe3eHTAlUH
PowerPoint?

Kak co3naTte mepexoasl Mexay ciaiijaMu ¢ UCIoJIb30BaHWeM aHuManuii B PowerPoint?

Yro Takoe TUHAMUYECKHE JIEMEHTHI Ha ClIaiijie M KaKk MX MOKHO J100aBUTh B MPE3CHTALIUIO
PowerPoint?

Kak BcTaBUTH cXeMy MJIM OPraHU3aLMOHHYIO JUarpaMmy B mpesenTanuio PowerPoint?

Yro Takoe KOMMEHTapUU U Kak UX MOXHO ucnoiib30Bath B PowerPoint?

Kak B PowerPoint MOHO co3aTh EpeXobl C UCIOIb30BAHUEM TUIIEPCCHUIOK?

Kak no6aButh poHOBYIO My3bIKYy K npe3eHTanuu PowerPoint?

Yro mnpencTaBiasOT COOOH aHMMAIMOHHBIE TaWMHUHTUM M KaK MX MOXXHO HAacTpOMUTh B
PowerPoint?

Kak co3math aBTOMaTH4eCKyIo pe3eHTaImIo ¢ nepexonamu B PowerPoint?



2.6.5. IlpuMepHbIe BONPOCHI K 3a4eTy, K IK3aMeHYy

CEMECTP I

MS Word

1.

2.
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10.

11.

12.

13.

14.

15.

Jlyist wero npumMensiroTcest ¢t B MS Word? Kak MokHO co3aaTh CBOM COOCTBEHHBIN
cTiiib? Kak U3MEHUTD CyIIECTBYIOLIUM CTUIIb B IOKyMEHTE?

Uem oTnnyaroTcs ab3alHble 1 CUMBOJIbHBIE CTHIIN? KakuM 00pa3oM MOKHO IPUMEHUTD
UX B IOKyMEHTE?

Kak BcTaBUTH B IOKyMEHT CIleI[MAIbHBIE CUMBOJIBI (HapuMep, 3HaK KomupaiiTa, rpagyca
u T.4.)7 Kak BcTaBUTh MaTeMaTU4ECKHUE CUMBOJIBI?

Urto takoe makpockl B MS Word? Kak MOXHO c031aTh COOCTBEHHBIN MaKkpoc?

Kaxk co3nate conepxanue B jokymeHTe? Kakue cTHIIA 3ar0JI0BKOB UCIIOJIb3YIOTCS JUIst
MIOCTPOCHHUS COICPKAHUS?

Uro Takoe MHOTOYpoBHEBBIN criucok B MS Word? Kak co3nare MHOroypoBHEBBIH
CIIMCOK B IOKyMeHTe?

Kak BcraBuTh 11 oThopmaTrpoBath TaONMIy B JOKyMeHTe? Kakum 00pazomM MOKHO
WU3MEHUTH CTPYKTYPY TaOIHIIbI?

Kak co3nate 1 oTpopMaTHpOBaTh CIUCOK C TOYKaMHU MM HoMepamu? Kak n3MeHuTh
¢dbopMar crrcka B JOKyMeHTe?

Kak BcTaButh 1 popmarupoBars nzobpaxenue B fokymeare MS Word? Kakumu
MHCTPYMEHTaMH MOXHO PEaKTUPOBATh U300pakeHUE?

UYro Takoe 1moJid U Kak UX MOXHO HAaCTpOUTh B ToKyMeHTe? Kak U3MEHUTh pa3Mepbl
noJiei B JOKyMeHTe?

Kak ncnonp3oBate ¢pynkuuto "Opdorpadus u rpammaruka’ 1i1si IPOBEPKHU TEKCTA B
nokymenTte? Kak 1006aBUTh CIIOBO B IOJIb30BATENILCKUI CIIOBAPH?

Kax MoxHO co31aTh 1 0pOPMUTE 3aroJI0BOK JuIst JokyMeHTa? Kak u3smMeHuTs mpudt u
pa3mep 3aroioBka?

UYro Takoe pa3zaensl B JokymeHTe? Kak co3aTe pasziensl ¥ IPUMEHUTh K HUM pa3HbIe
OpHEHTALMM CTPAHULL?

Kak co3nate 1 oTopMaTupoBaTh COUCOK JTUTEPATYphl B JokyMeHTe? Kakumu
MHCTPYMEHTaMU MOYHO 100aBUTh UICTOUHUKU?

Kak BcTaBuTh 1 OTPOpMATHPOBATH TUIIEPCCHUIKY B JokyMeHTe? Kak co3aarhb
BHYTPEHHIOIO CCBUIKY Ha JIPYTYIO 4acTh JOKyMEHTa?

CEMECTP II

MS Power Point
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Kakue ocHOBHBIE 3JIEMEHTHI BXOJIAT B claii] npe3eHTauuu B PowerPoint?

Kax noGaButh HOBBIH ciaiia B mpe3eHTarmo PowerPoint?

Kak m3menuTs MakeT (qu3aiin) cnaiina B PowerPoint?

Kax noGaButh anumaruio k 00bekTy Ha ciaiine B PowerPoint?

Kak co3nate nepexon Mexxay ciaiinamu ¢ ucrnoib3oBanueM 3¢dexkroB B PowerPoint?
Kak BctaBuTh n300paxkenue wim rpaduky B npeseHrauuto PowerPoint?

Kak no6aButh 3BykoBo# aiin k crnaiiny B PowerPoint?

Kak coznath nepeuricienue ¢ Mapkepamu uin Homepamu B PowerPoint?

Kak no6aButh runepcchliiky B npeseHranuto PowerPoint?

. Kak MoxHO ncnonb3oBath aHuMupoBaHHbIe rpaduku B PowerPoint?
. Kak caenarp aBTOMaTHUECKYIO Mpe3eHTaLUI0 6€3 He00X0AUMOCTH HaXKaTHs KJIaBHUILHU B

PowerPoint?

. Kakum 00pazom MOKHO Mpe3eHTHPOBaTh TaOIUIIBI U JuarpaMmel B PowerPoint?
. Kak BctaBuTh Buaeo B npeseHTaruio PowerPoint?



14. Kak co3aaTh 3aKIIOUATENbHBIN cinaia (3akmrodeHue) B PowerPoint?

15. Kak MoxxHO BcTaBUTh 3D-Mozenb nin 00BbeKT B mpe3eHTanuio PowerPoint?

16. KakuM 006pazoM MOXHO T0OABUTH ayIMO-KOMMEHTapuil K ciaiay B PowerPoint?

17. Kak co3gaTh aHUMAIMOHHBIN MEPEX0]l MEXAY claliaMu C UCIIOJIb30BaHUEM MacTepa
aHUMaIUi?

18. Kak BctaBuTh (hopMyITy WM ypaBHEHHUE B Tipe3eHTaiuo PowerPoint?

19. KakuM crioco00oM MOKHO CO37aTh ¥ IPUMEHUTH AW3aiH-111a0JI0H (11a0JI0H Tu3aiiHa) B
PowerPoint?

20. Kak n1o6aBuTh CHOCKY K ciaiiay B PowerPoint?

21. Kak MOKHO CO3/1aTh U HCIIOJIH30BaTh CBOM COOCTBEHHBIC MaKeThI ciaiioB B PowerPoint?

22. Kak BCTaBUTh TUIIEPCCHUIKY HAa BHEIIHUM pecypc B npe3eHTaruo PowerPoint?

23. Kakum 00pa3oM MOXHO CAENaTh MPE3CHTAINI0 aBTOMATHYECKOH, 0e3 yJacTus
nojp3oBateid, B PowerPoint?

24. Kak co31aTh aHUMUPOBAaHHBIN TpapUUECKHii IeMEHT (HarpuMep, CTPEIKy) B
PowerPoint?

25. Kak BKJIFOUHTH PEKUM CETKH U HAMPABIISIONIMX JJI1 BBIpaBHUBaHUSI 0OBEKTOB Ha Claiijie
B PowerPoint?

26. Kak 1o0aBuTh 3aKiaaky (METKH) U HAaBUTAI[MK BHYTPH npe3eHTanun PowerPoint?

27. Kak MO>KHO MCHOJIb30BaTh TEMBI JIJIs1 OBICTPOTrO U3MEHEHHS IM3aiiHa MPEe3eHTAlUU B
PowerPoint?

28. Kakum 00pa3omM MOXKHO U3MEHUTH MOPSAIOK claiiioB B pe3eHTanuu PowerPoint?

29. Kak 100aBuTh aHUIMUPOBAHHBIN TEKCT HA ciaia nmpe3eHTanuu B PowerPoint?

30. Kak BcTaBUTh 1 0(hOpMUTH TpadUUECKHil 2JIEMEHT ¢ oaAnuchio B PowerPoint?

31. Kak co3aaTh MHTEPAaKTUBHBIN 3JIEMEHT (HaIpUMep, KHOTIKY) /I HABUTAllUK BHYTPH
npeseHtanuu PowerPoint

32. Kak BcTaBUTH BHJICOPOJIHK B Ipe3eHTanuo PowerPoint?

33. Kak co3aaTh aHuMAIMIO TIEpexo/ia MeKIy dIeMeHTaMu Ha craiie B PowerPoint?

34. KakuMm 00pazoM MOKHO U3MEHUTH (DOHOBEII 1BET ciaiia B PowerPoint?

35. Kak BcTaBuTh (hopMyIly WM ypaBHEHHUE B mpe3eHTaiuo PowerPoint?

36. Kak co3nmats cBOM cOOCTBEHHBIE MaKeTHI ciaaiinoB B PowerPoint?

37. Kak MOxHO 1006aBUTH BCILIBIBAOIILYIO TIOJICKA3Ky K 00bEKTy Ha cnaiize B PowerPoint?

38. Kak co3aath HaBUTAIIMOHHBIE KHOIIKH JIJIs TIepeMeleHus o ciaiaam B PowerPoint?

39. Kak BcraButh 3D-Mozens B pe3enTtanuto PowerPoint?

40. Kakum 06pa3oM MOKHO IpeoOpa3oBaTh TEKCT B rpauyeckuil 00bEKT (PUCYHOK) B
PowerPoint?

2.6.6. Oopa3zen OuieTa K 3a4eTy

MycyabMaHCKas peJIMTHO3HAS OPraHU3alMs BbICHIEro JyXOBHOI0 00pa3oBaHus
«POCCHVMICKMM UCJTAMCKHI YHUBEPCUTET UMEHHU KYHTA-XAJI’KWA»

Kadeapa «O0mas ¢puionorus u ecreCTBeHHO-TyMaHUTAPHbIE HAYKID)
Jucunnimna «Mndgopmarukar
Buner Nel

1. Bunel npesenTanuii?

2. B Kakux 1esiX UCHOoJIb3YIOT Npe3eHTAIUN ?
3. Co3paiiTe TMHENWHYIO TPE3EHTALNIO?

IIpenoanaBarennb IMoanucek 3aBeayroniero kageapoi




Pabouasn npozpamma oécyrycoena u 0000pena na 3ace0anuu  Kageoput
«Obwan punonozuna u ecmecmeeHHO-2yMAHUMAPHBLE HAYKU)

npomokon Ne _1_om_28 aezycma 2023e.

CocTaBuTEIb:

[TpenogaBarens kadenpsr «KODEIH» / 3amtueB A.A./




