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1. O0mme TpeGOBAHUS M KPUTEPHUH OLICHKH JIADOPATOPHBIX padoT:

TpeGoBaHus K 060pPYI0BAHNIO: KOMIIBIOTED.

PexkoMeHIallMd 10 BBIMOJHEHUIO: 33JaHUS BBIIOJHSAIOTCS C KCIOJIb30BaHHEM O(DUCHOIO IMaKera
npunoxenuid Microsoft Office. PesynabTar paboThl 1eMOHCTPUPYETCS MPETOAABATENO0 HA IPAKTUICCKOM
3aHATHH W/WIK pa3Meriaercs ajs npoepku B COO BI'YOC (Moodle).

Kputepuu onenkmu:
Bamn Onucanue

3 Pabora BbImonHeHa MOMHOCTHIO. CTYIEHT BJaJeeT TEOPETUYECKUM M NPAKTUYECKUM
MaTepHaioM, OTCYTCTBYIOT OIIMOKH, MPEJICTABISAET MOJHBIE M Pa3BEpHYThIE OTBETHI HA
JOTIOJTHUTEIIBHBIE BOIPOCHI, C IEMOHCTpALME MPHOOPETEHHBIX HABBIKOB.

2 Pabora BbImonHeHa MOMHOCTHIO. CTYIEHT BJaJeeT TEOPETUUYECKUM M NPAKTUYECKUM
MaTepHaloM Ha MUHUMAJILHO JIOITYCTUMOM YPOBHE, JOMyCKasl OMIMOKH, B TOM YUCIIE MIPH
OTBETax Ha JONOJIHUTEIbHBIE BOIIPOCHI.

1 PaGora BeinonHeHa He MONHOCTHIO. CTYNEHT BIAJeeT TEOPETUUECKUM M MPAKTHUYECKUM
MaTepualioM Ha MHUHHUMAJIbHO JOMYCTUMOM YpPOBHE, IOIyCKas OIIMOKH, WCIIBITHIBACT
3aTpy/lHEHUS B (OPMYJIMPOBKE BBIBOJOB, HECIIOCOOCH OTBETUTHh Ha JIOTOJIHUTEIIbHBIC
BOIIPOCHI.

0 PaboTa He BEHINIOJIHEHA.

O01mee onucanue JJadOpaTOpHBIX PoOOT:

Kaxnas JlabopaTopHas paboTa COCTOMT M3 TpeX yacTei. B mepBbIX ABYX yacTsAX 3a/JaHHE MPHUBOAUTCS C
ONMCaHWEeM XOAa paboThl M MOAPOOHBIMH KOMMEHTapHsIMH. B mociemHeil yacTh HET MHCTPYKIHH IO
BBIIIOJTHEHUIO 33/IaHHM, TaK KakK CTYAEHTHI 3aKPEIUIIOT HaBBIK PAaOOTHI M JEMOHCTPHUPYIOT YMEHHE
MIPUMEHSITh IPUOOPETEHHBIE 3HAHUS.

JlaGopaTropuas pa6ora Nel «OcHOBBI paGoThI ¢ onepanuoHHoi cucremoii Windowsy

Ilesab: ocBOeHHE OCHOBHBIX NMPHUHIMIIOB PabOTHI, MOJIYYEHHE M 3aKperjeHHe HEeOOXOAMMBIX HaBBIKOB
paboThI ¢ CUCTEMOM.

Conep:xanue JadopatopHoii padorbl: Pabora ¢ okHamu. Hactpoiika mapamerpoB cuctemsl. Pabora ¢
nankaMmu u ¢ainamu.

JlabopaTtopnasi padora Ne2 «PabGora ¢ TekcroBbiM mnpoueccopom Microsoft Word. Pabora ¢
¢pparmentamu Tekcta. DopMaTHpoBaHue TeKCTa U ad3aneB. PopmMaTupoBaHue MO 00pa3y»

Heab: noay4nTh HaBBIKK paboThl B iporpamme MS Word.

Coaep:xanue sadopatopHoii padorbi: Padora ¢ TexcToBsiM Mporieccopom Microsoft Word. Beox u
penakTupoBanue Tekcra. dopmarupoBaHue TekcTra M ad3aneB. dopmar mo obpasiy. BripaBHUBaHUE
TekcTa. BripaBHHBaHKE TEKCTa ¢ TOMOIIbI0 TaOysum.

JlabGoparopHnas padora Ne3 «PabGora ¢ o0bekTaMm»

Heab: noay4nTh HaBBIKK paboThl B iporpamme MS Word.

Conep:xanue JadboparopHoii padorsl: BecraBka u penaktupoBanue o0bekToB. Paborta ¢ popmymnamu,
o(hopMIIeHHE TIEMEHTOB TEKCTa ¢ MOMOIILI0 00bekToB WOrdArt, BctaBka u popMaTupoBaHue PUCYHKOB B
TEKCTE.

JlabopaTopHas padora Ned «Pabdora ¢ Tabamuamm»

Heanb: noxyunTs HaBbIKK paboTkl B mporpamme MS Word.

Conep:xanue 1adopaTopHoii padorsi: Co3ganue u popmatupobanue tadsmil. [IpeodpazoBanue TabIHIIBI
B TeKCT. PaboTa ¢ makeTom Tabmuiel. Pacuers B Tabmuiie MS Word. PaGora ¢ pa3menaMu 10KyMeHTa.



JlabopaTopHas padora Ne5 «cnoJib30BaHHe CTHJIEH M CITHCKOB»

Iesb: mony4nTh HaBBIKK paboOTHI B mporpamme MS Word.

Conep:xanue jadbopaTopHoii padorbl: BcraBka v HacTpoiika KOJTOHTUTYIIOB. Co371aHKE U MCTIOJIb30BAHUE
COOCTBEHHBIX CcTHiIeH odopmiieHus Tekcrta. CIHUCKH B JOKYMEHTaX: HyMEpOBaHHBbIE, MapKUPOBAHHEIE,
MHOT'YPOBHEBEIE.

JlaGopaTopnasi pa6ota Ne6 «Padora ¢ rpaduyeckuMu 00 beKTAMMI»

Heab: noxy4nTh HaBbIKK paboThl B iporpamme MS Word.

Conep:xanue jadopaTopHoii padotbl: Vcrons3oBanue Guryp s co3gaHus rpaguueckoro oObekTa.
I'pynnupoBka rpadgudecknx o0bekToB. O0BEKTH SMartArt.

JlaGopaTopnasi pabora Ne7 «Pa6oTa co c/I0KHBIMH MHOTOCTPAHMYHBIMU IOKYMEHTAMM»

Iesb: n0Iy4uTh HaBBIKK paboThl B iporpamme MS Word.

Conep:xanue JgaGopaTtopHoii padorbi: Hapuramms B nokymente. Co3gaHue aBTOMATHYECKU
cobupaemoro oryiapieHus. Mcnonp3oBanue madioHOB (TUTYIIbHASI CTPAHUIIA).

JlabopaTopuasi pa6ora Ne8 «Padora ¢ TadauuyHbIM mponeccopom Microsoft Excel. Bsog,
peaakTupoBanue u GopmaTtupoBanue AaHHbIX. Omnepanuu ¢ guanazoHamm siveexk. Onepauum c
JIMCTAMM

IeJb: noay4uTh HaBBIKK paboThl B iporpamme MS Excel.

Coaep:xanue J1aboparopHoii padorsi: BBog u gopmarupoBaHue naHHBIX. Mapkep aBTO3aIOTHEHHUS.
YcnoHoe GpopmatupoBanue. @opmartsl sitaeek. JIUCThl B paboueit KHure.

JladopaTopuasi padora Ne9 «Co3nanue u ¢popMaTupoBanue Tadau. BoinosHeHHe BHIYUCTEHUI
Heab: noixy4nTh HaBBIKK paboThI B iporpamme MS Excel.

Coaep:xkanue jadopatopHoii paGorsi: BBonx u  QopmarupoBanue maHHbIX. BBom  dopmym.
ABTOCYyMMHpOBaHHE. AOCOIIOTHBIE, OTHOCUTENbHBIE M CMEIIaHHble aapeca B (Gopmynax. CTpoku u
CTOJIOLIBI paboYero JIucTa.

JlaGopaTtopnas padora NelO «Berpoennble ¢pynknuun MS Excel: maremaTuyeckue, JIOTHYECKHe,
CTATHCTHYECKHE H TEKCTOBBIE»

Heab: noay4nTh HaBBIKK paboThI B iporpamme MS Excel.

Conep:xanue JadopaTopHoii padorsi: PaboTa ¢ MaTeMaTuueCKUMU, TOTHIECKUMHU, CTATUCTHYECKUMU U
TEKCTOBBIMH (DYHKITHSIMU.

JlaGopaTopnas padora Nell «IlocTpoenue AuarpaMmm»

Heanb: noxyunTh HaBBIKK paboThl B mporpamme MS Excel.

Conep:xanue jadopaTopHoii padorsl: Berancnenus B Tabiaunax. [Toctpoenne u HacTpoiika quarpaMm u
rpadukoB. Pa3menienue nuarpamm u rpapukoB. OpopmieHne quarpamm 1 rpa@ukos.

JlabGopaTopHas padora Nel2 «J/lorudyeckune pyHKIum»

Iesb: mony4nTh HaBBIKK paboOTHI B mporpamme MS Excel.

Conep:xkanue jadopaTopHoii padoTbl: Bbuncienuss B TaOMUIaX C HCIONH30BAHHEM JIOTUYECKUX
¢ynkuuit. [Toctpoenue quarpaMm u rpaukos.

JladopaTopnasi pa6ora Nel3 «Co31anue npe3eHTanuii»



Heanb: noxydnTh HaBBIKK paboThl B mporpamme MS PowerPoint.
Conep:xxanue jaadopaTtopHoii padorwl: Co3manme mnpe3eHTanuid. Pabora ¢ makerom. Hacrtpoiika
aBTOMATHUYECKOTO MOKa3a claiiioB.

JlaGopaTopHas padora Nel4-15 «MToroBoe KOHTPOJIbHOE 3aaHHE)

Heanb: nporeMoHCTpUPOBaTh HaBbIK padoThl ¢ maketom MS Office.

Conep:xkanue J1abopaTopHoii padorbl: Pabora ¢ 0OJBIIMM JOKYMEHTOM, B COCTaB KOTOPOTO BXOJST
pa3NUYHBIC AJIEMEHTHI CTPYKTYpHI (TUTYJIBHBIA JIMCT, COAEp)KaHUE, HECKOJIbKO IJIaB, 3aKiodyeHue). B
JOKYMEHT Pa3MEIIAloTCsl pa3IMyHble TaOIMYHbIE U rpaduyecKue CTPYKTYphl, B TOM YHCJIE CO3/IaHHBIC B
apyrux npuioxenusx MS Office.



