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1. MACHOPT ®OHJA OHEHOYHBIX CPEACTB

®onn  omeHouHbix cpeacte  (POC) sBasgeTcs HEOThEMJIEMOM YacThi0 pabodeit
nporpammbl auctumiuasl OIML.03  «MHpOpMalMOHHbIE TEXHOJOTUW» W TPEIHA3HAYEH IS
KOHTPOJIS M OLIEHKH 00pa30BaTeNIbHBIX TOCTUKEHUH, 00ydaromuxcs (B T.4. IO CaMOCTOSATEIIbHON
pabote cryneHToB, naiee — CPC), ocBouBLINX POrpaMMy JaHHOM JHCHUIUIMHBI.

Ilenpto (oHIA OLIEHOYHBIX CPEJICTB SBISIETCS YCTAHOBJIEHHE COOTBETCTBUS YPOBHS
noarotoBku  obyuarommxcst tpeboBanusm PI'OC  CIIO mno cneumansHoctu  09.02.07
HHdopMalvoHHbIE CUCTEMBI U TPOTPAMMUPOBAHUE.

Paboueit mporpammoit  gucumruinael - OINL.03  «MHpOpManMOHHBIE TEXHOJIOTHH»
PEIyCMOTPEHO (POPMUPOBAHUE CIIETYIOUIMX OOIIMX KOMITETEHLIUH:

1) OK 02. Hcnonp30BaTh COBPEMEHHBIE CPEICTBA IIOMCKA, aHAIM3a M HHTEPIpETaLUU
uHpopMauu UM UHPOPMALMOHHBIE TEXHOJOTUU MJIS BBINOJHEHHS 33734 Mpo(ecCHOHATBHOM
JIeSITEIIbHOCTH;

2) OK 05. OcyiiecTBasTh YCTHYIO U IMUCbMEHHYI0O KOMMYHUKALIMIO HA IOCYJIapCTBEHHOM
a3bike Poccuiickoit ®exepanuu ¢ y4eTOM OCOOEHHOCTEH COLMAIBHOTO M KYJIbTYPHOI'O

KOHTCKCTA.
CDOpMOﬁ aTTcCTalluu 110 yqeﬁHoﬁ AUCHUINIIMHE ABJISICTCA: DK3aMCH.

2. PE3VJIbTATHI OCBOEHMS YYEBHOM JUCHUILJINHBI, ITOIJIEXKAIIUE
ITPOBEPKE

B pesynbrare arrecranuud Mo y4eOHON AMCUMIIMHE OCYILECTBISETCS KOMILIEKCHAS
MpOBEpKa CJICAYIONIMX YMEHUH W 3HAHHWH, a TakkKe JWHAMUKAa (OPMHUPOBAHUS OOIIHUX
KOMIIETECHIINN:

Tabmuna 1
Pe3yabTaThl 00ydyeHusi: 3HAHUS, YMEHHUS, IPAKTHYECKUH ONBIT dopmupyembie
BU/IbI
AeATeJbHOCTH/
KOMIIeTeHIIUH
3HaTh:
31 - npuemsbl CTPYKTYpHUPOBaHUsI MH(QOpMAINH
32 - coBpeMEHHBIE CPEACTBA U YCTpOoicTBa MHPOPMATH3ALIH
33 - mopANOK MX TPUMEHEHUs U TNpOorpaMMHOe oOecreyeHue B
poeCCHOHAIBHON JIESTEHHOCTH
Ymersb: OK 02
VY1 - cTpyKTypUpOBAaTh MOJIy4aeMyI0 HHPOPMAIUIO
VY2 - npuMeHsTh cpercTBa UHPOPMAIIMOHHBIX TEXHOJOTUHN JUIsl pelIeHUs
npodecCHOHATBHBIX 3a1a4
VY3 - ucnonp30BaTh COBPEMEHHOE MTPOrpaMMHOE oOecrieueHne
3HaTh:
31 - mnpaBuina odopmieHUS JTOKYMEHTOB M IOCTPOEHHSI YCTHBIX
cooOuIeHui
YMmerh: OK 05
Y1 - rpaMOTHO H31araTb CBOM MBICIHM U OQOPMIISATH TOKYMEHTHI 10
npodeccuoHaNbHOM TeMaTUKE Ha TOCYIapCTBEHHOM S3bIKE, MPOSBIIATH
TOJIEPAHTHOCTH B pab0yeM KOJJICKTUBE.




3. OIEHKA OCBOEHUS YUYEBHOM JUCIUILINHBI
3.1. KoHTpOJIb U OLleHKA 0CBOCHHS Y4eOHOM ANCUMIIMHBI II0 TeMaM

[IpeameTom o1leHKH CitykaT 3HaHus U ymeHus, npeaycMmorperasie @I'OC CI10O, HanpapieHHble Ha HOPMUPOBAHUE OOITUX KOMIIECTEHITUH.

Tabnura 2

KOHTpOJIb H OLI€CHKA 0CBOCHUSA y‘leﬁHOﬁ AUCHHUIIJIMHBI 110 TEMaM

OnemMeHT y4eOHOM

cDOpMI)I N MCTOABI KOHTPOJIA

JUCIUTLINHBI
Texymui KOHTPOJIb [Ipomexxyrounas arrecranus
dopma KOHTPOJISt [IpoBepsiembie dopma KOHTPOJISt [IpoBepsiembie
KOMIICTCHIIMH/3HAHM S/ KOMITCTCHIIMH/3HAHUS/
YMEHHUS YMEHHUS
Tema 1. Uudopmarius. VYcrHbIH onpoc; OK 02,31, V1 DK3aMeHaInoHHas OK 02, 31, V1
Nudopmannonnsie [TpakTuueckast paborta Nel pabora
IPOLECCHI. [TpakTrueckast paborta No2;
CamocTosTenbHas pabora
Tema 2. Undopmarninonnas [Tucemennas paboTa; 0K 02,31, V1 DK3aMeHaInoHHas OK 02, 31, V1
TEXHOJIOTHS: ATaIIbI YcTHBIH onpoc; pabora
Pa3BHUTHS U KIACCHPUKAIUS Tpaktiueckas paGora Ne3;
[TpakTrueckas padorta Ne4;
CamocTosTenbHas pabora
Tema 3. Texauueckue YcTHBIN onpoc; OK 02, 32, V2 JK3aMeHaIHOHHAS OK 02, 32, V2
cpeacrsa UT [Mpaktuueckas pabora Ne5; pabora
[TpakTuyeckas padora Neb;
JlaGopaTtopHnast pabota Nel;
CamocTosrenbHas pabora
Tema 4. [IporpammHbIie VYcerHbll onpoc; OK 02, 32, 33, V2, V3 | Dk3aMcHallMOHHAs 0K 02, 32,33, V2,V3
cpencra UT I[IpakTrueckas pabora Ne7; pabota




DneMeHT yueOHOMI

q)OprI N MCTOABI KOHTPOJIA

JUCIUTUTUHBI
Texymui KOHTPOJIb IIpomexyrounas arrecranus
dopma KOHTPOJIS [IpoBepsembie dopma KOHTPOJIS [IpoBepsiembie
KOMITCTSHITMH/3HAHUS/ KOMTICTCHITMH/3HAHUS/
YMEHHUS YMEHHUS

[TpakTuyeckas pabora Ne§;
JlaboparopHuas pabota Ne2;
CamocrosiTenpHas pabora

Tewma 5. Texnosorus
00pabOTKH TEKCTOBOM
uHpOopMaIuu

[Tucemennas padoTa;
V2,VY3;
OK 05,31, V1

YeTHBII onpoc;
[TpakTrueckas pabota Ne9;
[TpakTuueckast paborta Nel0;
[TpakTnueckast padora Nell;
JlaGopaTtopHnast pabota Ne3;
JlaboparopHas pabota Ned;
JlaGopatopHas pabota Ne5;
CamocTosTenbHas paborta

OK 02, 31, 32, 33, V1, | Dx3amMeHaliMOHHAas

OK 02, 31, 32, 33, V1,
V2, V3;
OK 05,31, V1

pabora

Tema 6. Texnomnorus
00pabOTKH YHCTOBON
uH(popManun

VYceTHBIN onpoc;
[TpakTrueckast padorta Nel2;
JlaGopartopHas pabota Ne6;
JlaGopatopHnas pabota Ne 7;
CamocTosTenbHas pabora

V2, VY3;
OK 05, 31, V1

OK 02, 31, 32, 33, V1, | Dx3aMeHallMOHHAs

OK 02, 31, 32,33, V1,
V2, V3;
OK 05, 31, V1

pabora

Tema 7. CucremMsl
yIrpaBieHus 6azamu
JTaHHBIX

VYcerHBIM onpoc;

[TpakTiueckast paborta Nel3;
[Tpaktuyeckas padora Nel4;
[IpakTuyeckas padora Nel5;
JlaGopaTtopHnast pabota Ne 8;

¥2,V3

OK 02, 31, 32, 33, V1, | Dx3ameHaIOHHAS

OK 02, 31, 32,33, V1,

pabora v2,V3




DneMeHT yueOHOMI

q)OprI N MCTOABI KOHTPOJIA

JTUCIUTUTAHBI
Texymui KOHTPOJIb IIpomexyrounas arrecranus
dopma KOHTPOJIS [IpoBepsembie dopma KOHTPOJIS [IpoBepsiembie
KOMITCTSHITMH/3HAHUS/ KOMTICTCHITMH/3HAHUS/
YMEHHUS YMEHHUS
CamocrostenpHas pabora
Tema 8. [Mucemennas pabdora; OK 02, 31, 32, 33, V1, | Dx3amMeHaliMOHHAas OK 02, 31, 32,33, V1,
TexHomorUM Co31aHUs VCTHBIH onpoc; V2,V3; pabora V2,V3;
TIpe3eHTALMH ITpakTrueckas padota Nel6; OK 05, 31, V1 OK 05,31, V1

[IpakTuyeckas pabora Nel7;
JlaGopaTtopHnast pabota Ne9;
CamocrosiTenbpHas pabora




3.2. [lepeyeHn 3agaHuii AJ151 TEKYIIET0 KOHTPOJIS

Dopmupyeman komnemenyus: OK 02
Ilepeyens 3a1aHNii 3aKPHITOT0 THIIA

3aganue Nel. Kakoit 00beKT HeNb3si BCTAaBUTh B CJIAI 3JIEKTPOHHON NIpe3eHTauu?
a) BHJICOKJIHIT,

0) ayawuo;

B) GuibMm;

r) ¢ynkuuro BIOS.

3aganne Ne2. Kakas rpymnma omepanuii OTHOCHTCS K TpoIenypam OOpaOOTKH TEKCTOBOM
uHpopmanuu B UT?

a) BbIJENICHUE, BRIPAaBHUBAHNUE M HACTPOUKa,

0) Habop, penakTHpoBaHue, OpMaTHPOBAHKE, COXPAHEHHUE U TTeYaTh JOKYMEHTA,

B) TleUaTh U PEJAKTHPOBAHNE;

I') TIOJrOTOBKa U HAOOP.

3aganue Ne3. ConocTraBeTe BHEIIHUI BH HEIIEYATAEMOI'0 CHUMBOJIA C Ha3BaHUEM KJIaBHIIIH,
OTBEYaroIe 3a ero BBOI:

a) Koner a63arma, ab3an
0) [IpobGen

B) Pa3phIB cTpoku

r) TaOymsius

1) HepaspsiBHBIi
npoOen

A S
oT_ﬁ-\l,

3aI[aHI/IC Ne4, ComoctaBbTe ornepanunro pa6OTBI C HOOKYMCHTOM M COYCTAHUC KJaBUI, C
MMOMOIIBIO KOTOPBIX OHA BBIITOJIHACTCA:

1. KommpoBanue Tekcra a) Ctrl + P
2. 3aKpbITh TOKYMEHT 6) Ctrl + C
3. OTmeHa neicTBust B) Ctrl + W
4. OTKpBITb JOKYMEHT r)Ctrl + Z
5. Pacnevarath n) Ctrl + O

3amanne No5. YcraHOBHUTE TPaBUIIBHYIO TOCIEAOBATEIBHOCTD JEHCTBUM TOJIB30BATENS IS
BBITIOJTHEHMSI IPOLIETypPhl COXpaHEeHHsI HOBOI kHUTH B Microsoft Excel:

a) B none A ¢atina BBEANTE MM KHUTH;

0) Haxwmure kaonky Coxpanums;

B) Boibepute xomanny kHomka ®aiin/Coxpanume kax w B mone Tun ¢paiina BeIOEpUTE
HEOOXOMMBIN THUII COXpaHeHUs JoKyMeHTa (Hanpumep, Kuura Excel);

r) B oxne Coxpanenue dokymenma ykaxute IUCK U TIANKY, B KOTOPYIO OyAeT MOMEIIeHa KHUTA.

Ilepeyenb 3a1aHUii OTKPBITOIO THIIA

3amanne Nel. Kakyro omniuio peryaupyer 1uajoroBoe OKHO B TEKCTOBOM mporeccope MS Word,
n300pakeHHOE Ha PUCYHKe?



| OTCTYNbI M MHTEPBaNL! | MONOXEHHE Ha CTPaHUUE

| Obwme
[EENIEETTEE 0 nesoMy Kpato v | YpoeeHb: OCHOBHOM TEKCT W
OTcTyn
: : Al
cneea: 0cm v | Nepsag cTpoKa:  Ha:
cnpasa: 0cm s {HeT) v v
| WHTepsan
nepea: onr 3] >
: , v MEMAYCTPOYHBIM:  3HAYEeHHe:
nocne: onr S OAMHApHBIN W >

3amanne No2. Ha pucyHke mpeactaBieH (parMeHT DSJICKTPOHHOH TaOMUIBl B PEXKHME
otoOpaxenus Gopmyn B TabmmaHoM mporeccope MS Excel. Uemy Oymer paBHO 3HaueHHE B
suerike C6?

A B C

1 15 7 =NPOU3BE/(A4:B4;A5)

2 20 28 =CYMM(A2:82)

3 12 13 19

4 6 5 17

5 3 29 18

- =MAKC(A1:C4)-MMWH(A3:CS5)

3ananue Ne3. Kaxas Bknanka sieHTel B mnporpaMmMme MS PowerPoint npennasnauena ans
OpraHM3aly IEMOHCTPALUH CIAi0B IPE3CHTALUN?

3ananue Ned. JlomonuuTte Bhicka3biBaHue: «Ha pucyHke npeacTtaBieHbl GparMeHT JIEKTPOHHON
TaONUIBl C JAaHHBIMH M Auarpamma B TabmuyHoM mpoueccope MS Excel. /luanazon sideek, 1o
3HAUEHUSM KOTOPBIX ObllIa TOCTPOEHA AUArpaMma, — 3TO ...».

el a | 8 | ¢ | b | E
450 125 37

30 420 390

170 500 330

-

|
!

|2 \I-O’l;tﬁ'h WEN

Bl

12
3
14

3anmanue Ne5. Jlonmonuute BhickaszbiBanue: «llomp3oBarens paboTaeT ¢ 3IEKTPOHHOM TabmuIei B
tabnmaHoM miporieccope MS Excel (cM. puCyHOK) ¥ BBITIOJTHSIET OTIEPALIHIO ... ».



N
1 —

Dopmupyemasn komnemenuusa: OK 05
Ilepeyennb 3a1aHuii 3aKPBITOr0 THIIA

3amanne Nel. Kakyro koMaHAy HYKHO BBIIIOJIHUTH B JIGHTE TEKCTOBOTO mpoueccopa MS Word,
YTOOBI BKJIFOUNUTH aBTOMATUYECKYIO PAaCCTAaHOBKY MEPEHOCOB B IOKYMEHTE?

a) Maker — [lapameTtpsl cTpanuiibl — PaccTaHoBKa 1epeHOCOB;

0) BcraBka — Tekct — BeraBka nepeHoCoB;

B) Ccbuiku — JlonoHUTENbHBIE MaTepralibl — BcTaBUTh mepeHoc.

3amanne No2. Kakyro KoMaHIy HYKHO BBIIIOJIHHUTH B JICHTE TEKCTOBOTO mpoieccopa MS Word,
4TOOBI BCTaBUTH popMyny B TokymeHT MS Word?

a) ®aiin — [TapameTpsl cTpanuisl — BetaButh popmyny;

0) BcraBka — CumBossl — @opmyiia;

B) BeraBka — Mmtoctpanuu — BeraButh popmyy.

3aganue Ne3. ComocraBbTe M300pa)K€HHE NMUKTOIPAMMBI M Ha3BaHHE KOMAaHIBI B TEKCTOBOM
nporneccope MS Word:

q a) BBIJICIICHUE TEKCTA [IBETOM
1. Knomnka

Al 0) OUHCTHUTH BCe (OPMATHPOBAHUE
2. Kunomka

) B) COPTUPOBKA
3. Knomnka

f. ') 0TOOPa3UTh BCE 3HAKU
4. Kuomka

aby _ 1) 3aJTUBKa
5. Kunomnka

3amanne Ne4. ComocTaBpTe M300pa)K€HHWE MUKTOTPAMMBI M Ha3BaHHE KOMAaHJIbI B TEKCTOBOM
nporeccope MS Word:

= a) BBIJICJICHUE TEKCTA MOIYKUPHBIM MIPUPTOM
1. Kuomka
1= 0) ycTaHOBKa HyMepaIluu CTPaHUI]
2. Kwuomka
W B) YCTaHOBKAa MEXCTPOYHOT'O MHTEpBaJa
3. Knomnka
I) YMEHBIIUTH OTCTYI
#
4. Kuomka
= J1) BBIPOBHATH TEKCT IO IIUPUHE
5. K»omka —

3amanne No5. YcraHOBHUTE TPaBUIIBHYIO TOCIEAOBATEIIBHOCTD JEHCTBUM TOJIB30BATENS IS
CO3/aHMs aBTOOIVIaBIIEHUS B JokyMeHTe MS Word.




a) Mcnonw3yiite nmyHKT «Ctunm» B pasaene «lmaBHoe» yieHTouHOro MeHio MS Word, 4To0sr
3a/1aTh YPOBEHb 3aroJioBKa: «3arojloBOK 1»; «3arojoBok 2»; «3arojioBOK 3» U Tak Jaliee.

6) OTKpoiiTe HEOOXOUMBII JIOKYMEHT;

B) YCTaHOBHTE KypcOp Ha CTPOKY, B KOTOPYIO HEOOXOAMMO JOOABUTH OTJIaBIICHUE.

r) [loBropure fABa INpEIbIAYyIIMX IIara HEOOXOAMMOE KOJIMYECTBO pa3, YTOOBI 3a1aTh

dbopMaTupoBaHue ISl BCEX 3ar0JIOBKOB B JOKYMEHTE;

1) Haxxmute Ha kHONKYy «OrnaBineHue» B pasaene «Ccbulkuy» JeHTouHoro mMeHro MS Word u

BbIOEpUTE HEOOXOMMBII MIA0IOH IS CONEPIKAHMSL.

e) YcTaHoBHUTE Kypcop Ha CTPOKY 3aroJioBKa;

Ilepeyennb 3a1aHNil OTKPBLITOrO THIIA

3amanne Nel. Kak HaspiBaeTrcsi 00JacTh, KOTOpas HAXOIUTCS B BEPXHEM II0JI€ CTPAHHIIBI
nokymenta MS Word, u mpegHa3zHavaercs IS MOMEIICHUS Ha3BaHUS PabOThI HAJ TEKCTOM
Ka)XJ10M CTpaHUIIbI JOKyMEHTa?

3ananue No2. Kakoil mipudT no yMor4aHuio yCTaHOBIIEH B TEKCTOBOM Iiporieccope MS Word?

3amanne Ne3. Ha kakod BKJIaaKe JIGHTHI TEKCTOBOro mpoieccopa MS Word pacmososkena

OrnaeneHne

KHOIIKAa - ?

3amanue Ne4. Jlomonmuute mnpeanoxkeHue: «YUtoObl A00aBUTH TaOIWYHOE TIPECTABICHUE
uHdopmanuu B 1okyMeHT MS Word Hy)XHO BBIOpaTh KOMaHAY .......... Ha JIEHTE€ TEKCTOBOI'O
nporeccopa MS Wordy.

3a,I[aHI/Ie Nes. HOHOJ’IHI/ITG MMPpCAJIOKCHHUC! «I/I306pa>KeHne HJINn TCKCT, KOTOprI71 HAHOCHUTCA I10J
OCHOBHOM TEKCT JOKYMCHTA HA3bIBACTCA ...».

4. TEPEYEHbD 3ATAHUU 11 OUEHKU COPOPMUPOBAHHOCTH
KOMIETEHIIUIA
Dopmupyeman komnemenyua: OK 02
Ilepeyens 3a1aHuii 3aKPHITOro THIIA
3aganue Ne 1. Kakoil nH(popMaIoHHbIi Hpoliecc BKIOYaeT B ceOs pas3jereHne HHpopMauuu
Ha 0oJiee MEJIKUE ¥ MOHITHBIC YacTH, YCTAHOBJICHUE CBSI3EH MEX/ITy HUIMHU U YIOPSI0YNBaHUE HX
B JIOTHUECKYIO ITOCIIEI0BATEILHOCTD?
a) perucrpanus nHpopMaluu;
0) CTpyKTypHpOBaHUe HH(POPMALINH;
B) cOop nHpopmanuy;
I) nepenaya UHGOpPMaIIH.

3ananue Ne 2. Kakue rpyrmna TEXHHYECKUX CPEJICTB BXOJUT B OA30BYIO allapaTHYIO
koH¢urypauuo 9BM B UT?

a) MOHMTOD, KJIaBUaTypa, ITMHAMUKH, CUICTEMHas I1J1aTa;

0) cucTteMHbIi 0J0K, MOHUTOD, IPUHTEP, MBIILIb, TUTUTAI3ED;

B) CHUCTEMHBIN OJIOK, MOHUTOP, KJIIaBUATypa, MBILIb;

I') CKaHep, MbIIIb, CHCTEMHBIN OJIOK.

3ananue Ne 3. Kakas rpymnma nporpaMm cocTaBiisieT mporpamMmmHoe obecrieuenue B UT?
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a) CTaHJlapTHBIC, UHTEPHETOBCKHE, TEKCTOBBIE, ApXUBATOPHI;

0) 0a3oBbBIe, CUCTEMHBIE, CITY)KEOHBIE, IPUKIIATHBIC;

B) OMepalMoOHHAs CUCTEMA, IPUKJIIAJIHbIE IPOTPaAMMBbl, aHTUBUPYCHI, TUCKETA;
I') BCE YTO NEPEUUCIICHO.

3anmanue Ne 4. Kakast rpyrina TEXHHYECKUX CPEJICTB OTHOCUTCS K CpeAcTBaM cOopa nHpopManuu
B UT?

a) KJlaBuaTtypa, ckanep, MUKpo(doH, BUIeOKaMepa;

0) MOHHUTOD, IJIAHIIET, TUKTO(OH, THKOWCTHUK;

B) MIPUHTEP, CBETOBOE MEPO, KIIaBUATYpa;

I') BCE YTO IEPEUYUCIICHO.

3amanne Ne 5. Kakoii 0ObEKT HEllb3sl BCTAaBUTh B CJIAN]T AJICKTPOHHOM MPE3CHTAIINH ]
a) BUJICOKJINII;

0) aymmo;

B) (uibMm;

r) ¢pynkuuro BIOS.

3amanue No 6. Kakas rpymma omepaunuii OTHOCHTCS K IpoueaypamM 00pabOTKH TEKCTOBOMU
uHpopmanuu B UT?

a) BBIJICJICHUE, BRIPABHUBAHUE U HACTPOMKA;

0) Habop, penakTupoBanue, GopMaTupOBaHUE, COXPAHEHHE U IeYaTh JOKYMEHTA;

B) I€YaTh U PEIAKTUPOBAHUE;

I') MOJArOTOBKA U HA0OP.

3amanne Ne 7. ConoctaBbTe BHEIIHUN BHJ HEIEYaTaeMOI'0 CUMBOJIA C Ha3BaHUEM KIJIABHIIIH,
OTBeYarolel 3a ero BBO/;

1. 2> a) Koner a63ana, ad3ar
2. - 0) IIpoGen
3. q B) Pa3peiB cTpoku
r) TaOymnsmus
4. 1) HepazpbiBHBIiH
5 ° npoben

3aI[aHI/IC Ne 8. ComocraBbTe ornepanunro pa6OTBI C OOKYMCHTOM H COYCTAaHHC KJIABUI, C
MMOMOIIBIO KOTOPBIX OHA BBIITOJIHACTCA:

1. KommpoBanue Tekcra a) Ctrl + P
2. 3aKpbITh TOKYMEHT 0) Ctrl + C
3. OTmeHa neicTBust B) Ctrl + W
4. OTKpBITb JOKYMEHT r) Cul+ 7
5. Pacnievarats n) Ctrl + O

3aganue Ne 9. YcraHOBUTE NpaBHIBHYIO MOCIEAOBATEIBHOCTh ACHCTBUI TMOJIB30BATENS JISI
BBITOJIHEHUS ITPOLIEAYPHI COXpaHeHHs] HOBoW KHUTH B Microsoft Excel:

a) B none Ams ¢atina BBEANTE MM KHUTH;

0) Haxwmure kaonky Coxpanums;

B) Boibepute xomanny kHomka ®aiin/Coxpanume kax w B mnone Tun ¢paiina BeIOEpUTE
HEOOXOIMMBIN THUII COXpaHeHUs JoKyMeHTa (Hanpumep, Kuura Excel);

r) B oxne Coxpanenue 0okymenma ykaxute IUCK U TAINKY, B KOTOPYIO OyAeT OMeIIeHa KHUTa.
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3amanue Ne 10. OmpenenuTe MpaBWIBHBIN MOPSIOK NEHCTBUN TOIB30BATENS Ui JOOABICHUS B
AIEKTPOHHYIO MPE3EHTAINIO CJIali/I0B U3 (aiisia, pacloI0KEHHOT0 Ha JIOKAIIbHOM KOMIbIOTEpe?
a) B obnactu [losmopnoe ucnonv3osanue ciaiidog HaXMUTE KHONKY OmKpeims ¢haiin
PowerPoint.

0) B nmanoroBom oxue O630p BbiOepute (Qaill mpe3eHTalud, KOTOPBI CONEPKHUT HYKHBIN
clanm.

B) B 00bIYHOM pekrMe B MaHENH caiioB Ha BKIaake Crnatiobl MIETKHUTE MECTO Ky/Aa HYKHO
n00aBUTH CIIAMI.

r) Ha Bknaake [7aenas B tpymnme Crauodwer menkHute ctpenky Cozdams cratio, a 3ateMm
BbIOEepuUTE KOMaHy [loemopHoe ucnonv3osanue ciaioos.

n) B ob6nactu [loémopHnoe ucnonvzoganue caatioog: 4ToObl NO0ABUTH OTAEIBHBINA Cal,
HISJIIKHUTE TOT CJIai]1, 9TOOBI T0OABUTH BCE CAMIbI, MEIKHUATE 000 U3 HUX IPABON KHOIKON
MBI U BBIOEpUTE B KOHTEKCTHOM MEHIO KOMaHAy Bcmasumb 6ce caaiiovl.

Ilepeyennb 3a1aHNii OTKPHITOTO THIIA

3amanne Ne 1. Kakyro omnuuio peryaupyer AMAJIOroBO€ OKHO B TEKCTOBOM Ipoueccope MS
Word, n306pa>keHHOe Ha pUCYHKE?

OTCTYNbI M MHTEPBANE! | MMONoMEHHe Ha CTPaHHUE

Obwwne
BLipaBHHBAHME! v | YposeHs: |OCHOBHON TEKCT W
orcTyn
¢ ~
cnesa: 0cm v nepeaa cTpoKa:  Ha:
cnpasa: 0cm A (HeT) v v
MHTepsan
. - ~
nepea: Ont v MEMAYCTPOUHBIMN:  3HAYeHWe:
nocne: onT 2 OAMHAPHBIA ¥ >

3amanne Ne 2. Ha pucyHke mnpeactaBiieH (parMeHT SJIEKTPOHHOW TaOMUIBI B PEKUME
otoOpakeHus: ¢popmyn B TabiamuHoM mporieccope MS Excel. Uemy OyzaeTr paBHO 3HaueHHE B
suerike C6?

Al .8 .| C

115 7 =NPOU3BE/A(A4:B4;AS)

2 20 28 =CYMM(A2:82)

3 12 13 19

4 6 5 17

S 3 29 18

6 =MAKC(A1:C4)-MUH(A3:C5)

LA

3amanne Ne 3. Kak Ha3bIBaeTCs KOMaH/1a, M300paKeHHAs! HAa TUKTOTPaMMe ?

3amanne Ne4. Kakas Bkiaaka JeHTel B mporpamme MS PowerPoint npemnaznauena nis
OpraHu3aIy IEMOHCTPAIUH CIIai10B PE3CHTALINH?
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3amanne Ne 5. JlomonHuTe BhicKa3biBaHue: «Ha pucyHke mpeacTaBieHbl PparMeHT JIEKTPOHHOM
TaOJUIIBI C JaHHBIMU U Auarpamma B TabiaumuHoM mporeccope MS Excel. Jlnanason sueek, 1o
3HAYEHUSIM KOTOPBIX ObLjIa MOCTPOEHA IharpaMmma, — 3TO ...».

I B e B B Dl B
1 450 125 37
2 30 420 390
170 500 330

3ananue Ne6. Jlononuute BoickasbiBaHue: «llomp3oBarens paboTaeTr ¢ 3JIeKTPOHHOM TabmuIeil B
tabsmaHOM Tiporieccope MS Excel (cM. pHCYHOK) U BBITIOJTHSIET ONEPAHIO ... ».

A B C D E
1 2

- ' Py

Dopmupyeman komnemenyun: OK 05
Ilepeuens 3a1aHNnii 3aKPHITOT0 THIIA

3ananue Ne 1. Kakux TUIIOB CIIMCKOB 3J1€MEHTOB TEKCTa HET B TEKCTOBOM Ipolieccope MS
Word?

a) HyMEpPOBaHHBIX;

0) MHOTOKOJIOHYATBIX;

B) MapKHpPOBaHHBIX;

I') MHOT'OYPOBHEBBIX.

3ananue Ne 2. Kakas rpymnma napameTpoB yCTaHABIMBAIOTCS MPH 3alaHUH [TapaMETPOB
CTpaHHULbI IOKYMEHTa B TEKCTOBOM Iporeccope MS Word?

a) MOJIs, OPUEHTALINS U pa3Mep CTPaHUIIbI;

0) uHTEpBaNl MEXly ab3alaMu, pa3mMep U BUJ WpUPTa;

B) (DOH M I'paHUIIBI CTPAHULIBI, OTCTYII.

3anmanue Ne 3. Kakyro KOMOWHAITMIO KIIABUII CIEAYyeT MPUMEHUTH, YTOOBI BCTABUTH B JOKYMEHT
MS Word Tekymiyro gary?

a) Ctrl + Alt + A;

6) Shift + Ctrl + V;

B) Shift + Alt + D.
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3aganue Ne 4. Kakyro KJIaBuIlly HY>KHO YAEPKMBATh Ha KJIABUATYPE MPHU KOMUPOBAHUU Pa3HBIX
AJIEMEHTOB TEKCTa 0JIHOro JokymeHTa MS Word?

a) Alt;

0) Ctrl;

B) Shift;

r) Home.

3amanue Ne 5. Kakyro KOMaH1y HY»HO BBIIIOJIHUTH B JIEHTE TEKCTOBOTro mnpoieccopa MS Word,
YTOOBI BKJIFOUNUTH aBTOMATUYECKYIO PACCTAHOBKY MIEPEHOCOB B IOKYMEHTE?

a) Maker — [lapameTtpsl cTpanuiibl — PaccTaHoBKa 1epeHOCOB;

0) BcraBka — Tekct — BeraBka nepeHocoB;

B) Ccbuiku — JlononHuTeNnbHbIe MaTepralibl — BcTaBUTH nepeHoc.

3amanue Ne 6. Kakyro KOMaH1y HY»HO BBIIIOJIHUTH B JIEHTE TEKCTOBOTro mnpoieccopa MS Word,
yTOOBI BCTaBUTh (opMyIty B ToKyMeHT MS Word?

a) @aiin — [Tapamerpsl crpanunbl — BeraButs dhopmyty;

0) BcraBka — CumBosisl — @opmyna;

B) BeraBka — Mimtoctpanuu — BetaButh dhopmyity.

3ananue Ne 7. ComocraBbTe HM300pa)K€HHE MUKTOIPAaMMBbl U Ha3BaHHWE KOMaH/bl B TEKCTOBOM
nporneccope MS Word:

a) BBIJICTICHUE TEKCTA IBETOM

1. Kunonka

Al 0) ouucTUTH Bce (popmMaTUpoBaHUE
2. Kunomnka

A B) COPTUPOBKA
3. Knomka

fy - ') 0TOOpa3uTh BCE 3HAKU
4. KHomka

aly | 1) 3aJTUBKa
5. Knomnka

3ananue Ne 8. ComocraBbTe M300pa)K€HHE NMMKTOTPaMMbl U Ha3BaHHE KOMAaH[bl B TEKCTOBOM
npoueccope MS Word:

= €) BbIIEJICHHE TeKCTa MOMYKUPHBIM HIpU(TOM
1. Kuomka
= ’K) YCTaHOBKA HyMEpaIlluU CTPaAHUIL
2. Kuomka
W 3) yCTaHOBKA MEXKCTPOYHOTO MHTEpBaja
3. Kuomnka
M) YMEHBIIUTh OTCTYM
#
4. Knomnka
= K) BBIPOBHSTH TEKCT MO HIUPUHE
5. K"omka —

3amanue Ne9. VcTaHOBHUTE NpaBUIIBHYIO IOCIEAOBATENbHOCTh IEHCTBUN IOJIB30BATENs IS

CO3JIaHUs aBTOOTJIaBJIeHUs B TokyMeHTe MS Word.

a) Hcnone3yiite nynkr «Ctunm» B pasznene «IlnmaBHoe» jeHTouyHOro MeHro MS Word, uroOsr
3a/1aTh YPOBEHbB 3arojIOBKa: «3arojoBoK 1»; «3arogoBok 2»; «3arojoBOK 3» U TaK Jaliee.

6) OTkpoiiTe HeOOXOIUMBII TOKYMEHT;

B) YCTaHOBUTE KypcOp Ha CTPOKY, B KOTOPYIO HEOOXOAUMO A00aBUTH OIJIaBJICHHE.

r) [loBropure JBa IpPEIBIAYMIMX IIara HEOOXOAMMOE KOJMYECTBO pa3, dYTOOBI 3a1aTh

dopmaTrpoBaHue Ui BCEX 3arojOBKOB B JIOKYMEHTE;
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n) Haxxmute Ha kHOTKY «OrnaBineHue» B pasaene «Ccbuikuy» jJeHTouHoro mMeHro MS Word u
BbIOEpUTE HEOOXOUMBII MIa0I0H ISl COAEPIKAHMSL.
€) YcTaHoBHUTE Kypcop Ha CTPOKY 3aroJioBKa;

3aganue Nel(O. YcranoBuTe MNpaBUIIbHYIO TOCIEAOBATEILHOCTh JCHCTBHI MOJIB30BATENS JISI

COXpaHEHHUs IOKYMEHTa OIPEJEJICHHOr0 THUIA B KayeCTBE 1Ia0JIOHA B TEKCTOBOM IPOIECCOpE

MS Word:

a) BeiGepute cooTBeTCTBYIOMNI MyHKT B criucke Tun ¢aiina (Llabnon Word, [llabnon Word c
NnO00EPIHCKOU MAKPOCOB);

0) Haxwmure kHonky CoXpaHUTb.

B) J[BaXKIbl MIEIKHUTE YHKT Dmom Komnviomep;

r) llenxkaure Britanky ®aiin u Beioepute komanny Coxpanums Kax;

1) BBenurte nms mabdioHa B nosie Mmsa gaiina.

Ilepeyenb 3a1aHNil OTKPBLITOrO THIIA

3amanue Nel. Kak HasbiBaeTcsi o0nacTb, KOTOpash HAXOAMUTCS B BEPXHEM I10JI€ CTpPaHUIIbI
nokymenta MS Word, u npenHa3zHadaeTcst A NOMEIICHUS Ha3BaHUs pabOThl HaJ TEKCTOM
K10 CTpaHUIIBI JOKyMEHTA?

3amanue No2. Kakoil mpudT 1Mo yMOJIYaHHUIO YCTAHOBJICH B TEKCTOBOM Iporieccope MS Word?

3amanue Ne3. Ha kakoil BkiIajgke JEHTBHI TeKcTOBoro mporieccopa MS Word pacnonoskena

Ornaenenne

KHOIIKAa - ?

3ananne Ne4. Kak Ha3piBaeTCcs KOMaHIa TEKCTOBOTO mporeccopa MS Word, nzobpaxeHnHasi Ha

- —
—

nuKTorpamme 27
Bamanue Ne5. Jlomonuute mpemioxenne: «UYToOsl 100aBUTH TAOIMYHOE TPEACTABICHHUE

uHpopmanuu B 10KyMeHT MS Word HyXHO BbIOpaTh KOMAHIY .......... Ha JIEHTE€ TEKCTOBOTO
nporeccopa MS Wordy.

BaﬂaHI/Ie Nob. Z[OHOJ'IHI/ITG MPEAJTIOKCHHUC! ((I/I306pa)KeHI/Ie NN TCKCT, KOTOprfI HaAHOCHUTCSA IIOJ
OCHOBHOM TEKCT JOKYMCHTA HA3bIBACTCA ...».
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5. KPUTEPUHN OLIEHKH

B ®I'bOY BO «JII'TY» anst oOydarommxcs o 00pa3oBaTeIbHBIM IIPOTrPaMMaM CPEIHETO
npoeCCHOHATBPHOTO 00pa30BaHUsl TPUMEHSETCS MATHOAUIbHAS IIKajda 3HAHWHA, YMCHHIA,

IMPAKTUYCCKOI'O OIIbITA.

Tabnuua 3
I xansl
OlLICHMBaHHUHA
= Kpurepun ouennBanus
<
-
2
=
=
S
= g
= T
= 3
- [Toka3bIBaeT BBICOKUIN YPOBEHb CPOPMUPOBAHHOCTH KOMIIETEHIIHMH, T.€.:
% — JEMOHCTPHpPYET ITyOOKOe U IPOYHOE OCBOCHHE MaTepHala,
S — HCYEpIBIBAIOIIE, YETKO, IIOCIECJOBAaTEIbHO, TPAaMOTHO M JIOTMYECKH
v 19 v
. CTPOMHO M3JIaraeT TEOPETUUECKUNA MaTepHa;
e — NpaBWIbHO (OPMHUPYET ONpEAEICHHUS;
<) v
E — JEMOHCTPHPYET YMEHHs CaMOCTOATENbHOH paboThl ¢ HOPMAaTHUBHO-
o [IPaBOBOM JIMTEPATYPOU;
— yMEET JeNaTh BBIBOJBI [10 U31araéMOMY MaTepualy.
[Toka3bIBaeT 10CTaTOUYHBIN YPOBEHD C(HOPMUPOBAHHOCTU KOMIIETEHILIUH, T.€.:
= — JIEMOHCTPUpPYET JOCTAaTOYHO IIOJIHOE 3HAHMWE MAaTepHalla, OCHOBHBIX
g TEOPETUYECKUX IOJIOKEHUH;
= — JIOCTaTOYHO IOCJIE0BATEIBHO, TPAMOTHO JIOTUYECKH CTPOMHO H3JIaraer
3 Marepuain,
E. — JIEMOHCTPUPYET YMEHHUS OpPHEHTHPOBATHCS B HOPMATHBHO-IIPABOBOM
2 JIuTEepaType;
¥ — yMeeT JenaTh JIOCTaTOYHO OOOCHOBAHHBIE BBIBOJBI IO HM3JIaraeéMomy
Marepuaiy.
< [Toka3bIBaeT MOPOroBbIi YpOBEHb CHOPMUPOBAHHOCTH KOMIETEHIIUH, T.€.:
3: — JIEMOHCTPHpYET 0011ee 3HaHNUE U3y4aeMOoro MaTepuaia;
e — WCHBITBIBAET 3aTPYAHEHUS IIPU OTBETAX HA JAONOIHUTEIBHBIE BOIIPOCHI;
5] o
g8 E, — 3HAeT OCHOBHYIO PEKOMEHAYEMYIO JTUTEPATYPY;
= v
2 é :,;, — YMEET CTPOUTb OTBET B COOTBETCTBHHM CO CTPYKTYPOM H3JIaraeMoro
E_4
2 Marepuaia.
o
=
2

«HeynoBneTBOpHUTENBEHO) -
2 bama
He 3auteno

CraBurcs B cinydae:

HEe3HaHHWS 3HAYUTEIHHON YacTH IMporpaMMHOI0 MaTc€pualia,

HE BJIaACHUA MMOHATHHHBIM arrmapaToM JUCHUITIINHEL,

JOMYIICHUA  CYIICCTBCHHBIX OIHINOOK npu  H3JI0KCHUU yqe6Hor0
Marepuana;

HEYMEHHUSI CTPOUTH OTBET B COOTBETCTBHM CO CTPYKTYPOH H3JIaraeMoro
BOIIPOCA;

HEYMEHHUS JIeNIaTh BBIBOJIBI IO M3JIaraeMOMY MaTepHaiy.
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Kpurepun oueHku TeCTOBBIX 3aJaHU

Tabmuua 4
IIpoueHT BHINMOJHEHHbIX Onenka
TECTOBLIX 3aJaHUIl
1o 50% HEYJIOBJIETBOPUTEIHHO
50-69% YJIOBJIETBOPUTEIILHO
70-84% XOPOIIIO
85-100% OTJIMYHO
KJIIOUYM K 3AJJAHUSAM JJI51 TEKYIHIETI' O KOHTPOJISAA
Tabmuua 5
Popmupyembie Ne zapanun OtBer
KOMIIETeHIINH
3ajanusi 3aKPHITOrO0 TUIIA
Ne 1 r
Ne 2 o
Ne 3 1-r, 2-0, 3-a, 4-B, 5-1
Ne 4 1-6, 2-B, 3-1, 4-1, 5-a
OK 02 Ne 5 Brad
3aaHusi OTKPBITOI0 THIIA
Ne'l ab3aIHbIl OTCTYM
Ne 2 87
Ne 3 II0Ka3 CJIaiJIoB
Ne 4 A3:C3
Ne 5 aBTO3AIIOJIHEHUS STUEEK
3aaHus 3aKpbITOr0 THNA
Ne 1 a
Ne 2 o
Ne 3 1-t, 2-B, 3-0, 4-1, 5-a
Ne 4 1-n1, 2-B, 3-a, 4-0, 5-r
OK 05 Ne 5 Oearsn
3aaHusi OTKPBITOr0 THIIA
Ne 1 BEPXHUUI KOJIOHTUTYII
Ne 2 Calibri
Ne 3 CcblIkn
Ne 4 Bcraska — Tabnumna
Ne 5 MO AJI0KKOM

KJIIOYH K 3AJAHUAM 11 OONEHKU COOPMUPOBAHHOCTHU

KOMIIETEHIIUI
Tabnuma 6
Popmupyemrie Ne 3aganus OTtBer
KOMIICTCHIIMU
3agaHusi 3aKpHITOr0 THIA
Ne 1 0
Ne 2 B
OK 02 o3 5
No 4 a
Ne 5 r
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Ne 6 0

Ne 7 1-r, 2-0, 3-a, 4-B, 5-1

Ne 8 1-6, 2-B, 3-1, 4-1, 5-a

Ne 9 Brad

Ne 10 Bra0j
3ajanusi OTKPHITOTO TUIIA

Nel a03aIHBIA OTCTYII

Ne 2 87

No 3 dbopmar o obpasiy

Ne 4 MOKa3 CIaigoB

Ne 5 A3:C3

Ne 6 ABTO3AIIOJIHCHUS STIEEK
3ajanusi 3aKPHITOr0 TUIIA

Nel o

Ne 2 a

Ne 3 B

Ne 4 0

Ne 5 a

Ne 6 o

Ne 7 1-t, 2-B, 3-0, 4-1, 5-a

Ne 8 1-m, 2-B, 3-a, 4-0, 5-r

OK 05 Ne 9 Oearsn

Ne 10 reaad
3agaHus OTKPBITOT0 THIIA

Ne 1 BEPXHUU KOJIOHTHUTYII

Ne 2 Calibri

Ne 3 CchplIKn

Ne 4 Mapxkepsl

Ne 5 BceraBka — Tabauna

Ne 6 MOJJIOXKKOM

KpHTele/l OICHKH TE€CTOBbIX 38}13Hl/lﬁ, 3aJaHui HA AOIIOJTHEHHUE, C PA3BEPHYTHIM OTBETOM

Bepnpiii oTBeT - 2 6ainna.

U HA YCTAHOBJICHUE l'[paBl/lJ'll)HOﬁ nmocj1e10BaTeJIbHOCTH

HesepHhblii oTBeT Miu ero orcyrcTBue - 0 6a/U10B.

Bepnsiii oTBeT - 2 6anna
1 ommbka - 1 6amn

Kpurtepun oneHkn 3a1aHuii HA CONMOCTABJICHUE

6osnee 1-i ommOKM UM OTBET OTCYTCTBYET - 0 OaioB.
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