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HEJIN U 3AJAYN OCBOEHUA N CHUTIJIMHBI

Ienu: nonyuenue o0y4yaroMIMMUCS LETOCTHOTO MPECTABICHUS TEOPETHUECKUX 3HAHUH 1
IPAaKTUYECKMX HaBBIKOB B 00JacTH HCHOJb30BAHUSA COBPEMEHHBIX HH(OPMAIMOHHBIX
TEXHOJIOTUH B JEATEIBHOCTH YUPEKIACHUHN KYIbTYPBI.

3aoauu Kypca:

- (opMupoBaHHe HAyyHOTO TPEACTaBICHUS OO0 OCHOBHBIX WH(OPMALNOHHBIX
TEXHOJIOTUSX, UCIIOJIb3YEMbIE B COBPEMEHHOM OOILECTBE;

- (opmupoBanue 3HaHMA 00 WH(GOPMAIMOHHBIX TEXHOJOTHUSAX, CIOCOOCTBYIOIIUX
ONTUMU3ALMHU JESITEIbHOCTU YUPEXKIECHUHN KYIbTYpHI;

- UCTIOJIb30BaHNE MH(POPMAITMOHHBIX PECYPChI B chepe KyJIbTYypHI.

METOIUYECKHUE VYKA3AHUA 11O OCBOEHHUIO JUCHHUIIJIMHbI
MOAYJIA)
1. Ilhanwel cemunapckux 3auamuil

Tema 1. Undopmanus u ee pojib B COBpeMEHHOM MHUpe

Bomnpocs! 11t 06cyxaeHus:

3nauenue ungopmayuu 015 ueroseyecmaa

Ionamue, 6uovl u ceoticmea ungopmayuu

Ponv ungpopmayuu 6 cospemennom obwecmae

Ponv unghopmayuu 6 srcuznu uenosexa

Ceoticmea unghopmayuu, Kaxk mosapa.

Huanexmuueckoe eOUHCMB0 OaHHBIX U MEMOO08 8 UHPOPMAYUOHHOM npoyecce.

SR~

Crnucok nureparypsl:
1. ["aBpuiio, M. B., Kinumos B.A. Madbopmarrka u nHGOpPMAITHOHHBIC TEXHOJIOTHHI

: yueOHUK U1 By30B. — Mocksa : UznarensctBo FOpaiit, 2023. — 355 c. — Pexum nocryna:
https://urait.ru/bcode/509820.

2. OcHOBBI MH(POPMAIMOHHBIX TEXHOJOTHUH. YueOHoe mocobue. — M.: MuTepHeT-
VYuusepcurer Unpopmannonnsix Texnonoruit (MHTYUT), Aii [Tu Ap Meaua, 2020. — 530 c. —
Pexxum noctyma: https://www.iprbookshop.ru/epd-reader?publicationld=89454

3. Anemun JI. M. Madopmanimonnabsie TexHonoruu: yued. mocodue / JI. . AnemmuH. -
M.: Mapket JIC Kopnopeitmn, 2010. - 382 c.

4. Menbsuukos I1. I1. Texnonorus paspadorku HTML-nokymeHToB: yueb. mocodue /
I1. II. MenpunkoB. - M.: ®unance u Cratuctuka, 2005. - 110 c.

S. Maiictpenko, H. B. MynbTuMenuiiHple TEXHOJOTMM B HWH(POPMALMOHHBIX

cucreMax [DneKTpoHHBIN pecypc|: yueobHoe mocodue. — Tam6oB: ®I'BOY BIIO «TT'TY», 2015. -
82 c. — Pexxum mocryna: http://biblioclub.ru/index.php?page=book&i1d=444959

Tema 2. IBomonusa MHGOPMAIMOHHBIX TEXHOJIOTHI B IIpoLecce pa3BUTHs 001ecTBa
Bompocs! 1y1st o6¢cyxaeHust:

1. OcnogHvle smansi 8 280110YUU UHDOPMAYUOHHBIX MEXHOOU.

2. IIpeocmasnenue 06 ungopmayuoHHom obwecmae u UHGOPMAYUOHHOU KYIbm)ype.
Cywnocmu unghopmayuonnozo obuecmaa.

3. OchosHble nousimus UHGPOPMAYUOHHBIX MEXHOIO2UN U UX KIACCUDUKAYUSL.

4. Hucmpymenmapuii uHghopmayuoHHo mexHoI02UU.



5. Cocmasnarowue uH@GOpMayuoHHOU MeXHOI0SUU.

6. Konyenyus osusicenus Poccuu 6 ungopmayuonnoe oouiecmao.
Crnucok nureparypsl:
1. ["aBpuiio, M. B., Kinumos B.A. Mabopmarrka u nHGOPMAITHOHHBIC TEXHOJIOTHHI

: yueOHUK U1 By30B. — Mocksa : U3znarensctBo FOpaiit, 2023. — 355 c. — Pexum nocryna:
https://urait.ru/bcode/509820.

2. OcHOBBI MH(OPMAITMOHHBIX TEXHOJOrMH. YueOHoe mocobue. — M.: MHTepHeT-
Yuusepcurer Muadopmanmonnsix Texnomoruii (MHTYUT), Ait ITu Ap Menua, 2020. — 530 c. —
Pexxum noctyna: https://www.iprbookshop.ru/epd-reader?publicationld=89454

3. Anemun JI. . UapopmanmronHbie TexHOI0THU: y4eb. mocodue / JI. V. AnemuH. -
M.: Mapker JIC Kopnopeiims, 2010. - 382 c.

4. Mensaukos I1. I1. Texnonorus paspadotrku HTML-gokymenToB: yued. mocobue /
I1. II. MenpuukoB. - M.: ®unance u Cratuctuka, 2005. - 110 c.

S. Maiictpenko, H. B. MynbTuMenuiiHple TEXHOJOTMM B HWH(POPMALMOHHBIX

cucreMax [DneKTpoHHBIN pecypc|: yueobHoe mocodue. — Tam6oB: ®I'BOY BIIO «TT'TY», 2015. -
82 c. — Pexxum gocryma: http://biblioclub.ru/index.php?page=book&id=444959

Tema 3. Texunueckne ¥ NPOrpaMMHbIe CpPeICTBA KOMIILIOTEPHBIX CeTeil.
Bompocs! 1y1st 06¢cyxaeHus:

1. Komnvromepnvie cemu kax 0cHOBHOU cnOCOO UCNONb308AHUS UHDOPMAYUOHHBIX
MexXHON02Ull 8 HACMOsIUjee 8PeMsL.

2. Cospemennbie npomoxoabl nepeoayu OaHHbIX NO TUHUAM CEA3U.

3. Texnuyeckue npeOnocvbLIKU NOABLEHUS KOMNbIOMEPHbIX cemell.

4. Jlokanbnvle u  enobanvHvie  KOMNbIOMEpPHble cemu, U  MEXHON02UU  UX
UCNONIL30BAHUS.

5. Cospemennbie npomoxoabl nepeoayu OaHHbIX NO TUHUAM C8A3U

6. Xapaxkmepucmuka TuHUll C853U.

Crnucok nureparypsl:

1. ["aBpuiios, M. B., Kinumor B.A. Madbopmatrka u nHGOpPMAITHOHHBIC TEXHOJIOTHHI

: yueOHUK U1t By30B. — Mocksa : UzparensctBo FOpaiit, 2023. — 355 c. — Pexum nocryna:
https://urait.ru/bcode/509820.

2. OcHOBBI MH(OPMAITMOHHBIX TEXHOJOTHH. YueOHoe mocobue. — M.: MHTepHeT-
VYuusepcurer Unpopmannonnsix Texunonoruit (MHTYUT), Ait ITu Ap Meaua, 2020. — 530 c. —
Pexxum noctyma: https://www.iprbookshop.ru/epd-reader?publicationld=89454

3. Anemun JI. M. Madopmanimonnabsie TexHooruu: yued. mocodue / JI. . AnemmuH. -
M.: Mapket JIC Kopnopeitmn, 2010. - 382 c.

4. Menbsuukos I1. I1. Texnonorus paspadorku HTML-nokymeHToB: yueb. mocodue /
I1. II. MenpuukoB. - M.: ®unance u Cratuctuka, 2005. - 110 c.

S. Maiictpenko, H. B. MynbTuMenuiiHple TEXHOJOTMM B HWH(POPMALMOHHBIX

cucreMax [DneKTpoHHBIN pecypc|: yuedbHoe mocodue. — Tam6oB: ®I'BOY BIIO «TT'TY», 2015. -
82 c. — Pexxum gocryma: http://biblioclub.ru/index.php?page=book&id=444959

Tema 4. UndopmanuoHHbie pecypchl chepbl KyJIbTYPbl
Bomnpocs! 11t 06cyxaeHus:

1. Tpaduyuonnvie u 31eKMPoOHHbIE PECYPCHL 8 Chepe KYibmypbl

2. Cucmema ungpopmayuonnvix caysxco HUO «Unghopmxyromypar
3. Cemeguvle s71eKmpoHHbLE Pecypebl 8 cihepe KyIbmypol

4. Ponb bubruomex 6 unghopmayuonHom obecnevenuu Kyiomypol



5. Ompacnesas cucmema Hay4HoOU UHGOpMAYUU NO BONPOCAM KYJIbMYpbl U
ucKyccmea

Crnucok nureparypsl:

1. ["aBpmiio, M. B., Kinumor B.A. Madbopmatrka u nHGOpPMAITHOHHBIC TEXHOJIOTHHI

: yueOHUK U1t By30B. — Mocksa : U3znarensctBo FOpaiit, 2023. — 355 c. — Pexum nocryna:
https://urait.ru/bcode/509820.

2. OcHOBBI MH(OPMAITMOHHBIX TEXHOJOTHH. YueOHoe mocobue. — M.: MHTepHeT-
Yuusepcurer Muadopmanmonnsix Texnomoruii (MHTYUT), Ait ITu Ap Menua, 2020. — 530 c. —
Pexxum noctyna: https://www.iprbookshop.ru/epd-reader?publicationld=89454

3. Anemun JI. . UnpopmanmronHbie TexHOI0THU: y4eb. mocodue / JI. V. Anemun. -
M.: Mapker JIC Kopnopeiims, 2010. - 382 c.

4. Mensaukos I1. I1. Texnonorus paspadotrku HTML-gokymenToB: yued. mocobue /
I1. II. MenpuukoB. - M.: ®unance u Cratuctuka, 2005. - 110 c.

S. Maiictpenko, H. B. MynbTuMenuiiHple TEXHOJOTMM B HWH(POPMALMOHHBIX

cucreMax [DneKTpoHHBIN pecypc|: yueobHoe mocodue. — Tam6oB: ®I'BOY BIIO «TT'TY», 2015. -
82 c. — Pexxum gocryma: http://biblioclub.ru/index.php?page=book&id=444959

Tema 5. UHTEepHET KaK CPeICTBO KOMMYHUKALMH B MUPOBOM MH(OPMAITUOHHOM

NMPOCTPAHCTBE

Bompocs! 1u1st 06¢cyxaeHust:

1. Hcmopus pazeumus enobanrvnou cemu Unmepnem

2. OcHosvl pynxyuonuposanus Uumepnema. [lpomoxon TCP/IP

3. Dpgexmusnoe ucnonvzosanue UHGOPMAYUOHHBIX PECYPCO8 2100ANTLHOU cemu

4. Knaccugurkayus cemeguix ycnye no 6blnonHsaemvim QYHKYULM.

5. Hayuonanvnvle ungopmayuonusie pecypcul - 8axcrHetiuiuli KOMROHEHM Pa3eumotl
9IKOHOMUKU

Crnncok nureparypsl:

1. ["aBpuiio, M. B., Kinumor B.A. Mabopmatrka u nHGOpPMAITHOHHBIC TEXHOJIOTHHI

: yueOHUK U1t By30B. — Mocksa : UzpatensctBo FOpaiit, 2023. — 355 c. — Pexum nocryna:
https://urait.ru/bcode/509820.

2. OcHOBBI MH(OPMAITMOHHBIX TEXHOJOTHH. YueOHoe mocobue. — M.: MHTepHeT-
VYuusepcurer Unpopmannonnsix Texunonoruit (MHTYUT), Ait ITu Ap Meaua, 2020. — 530 c. —
Pexxum noctyma: https://www.iprbookshop.ru/epd-reader?publicationld=89454

3. Anemun JI. M. Madopmanimonnabsie TexHooruu: yued. mocodue / JI. . AnemmuH. -
M.: Mapket JIC Kopnopeitmn, 2010. - 382 c.

4. Menbsuukos I1. I1. Texnonorus paspadorku HTML-nokymeHToB: yueb. mocodue /
I1. II. MenpuukoB. - M.: ®unance u Cratuctuka, 2005. - 110 c.

S. Maiictpenko, H. B. MynbTuMenuiiHple TEXHOJOTMM B HWH(POPMALMOHHBIX

cucreMax [DneKTpoHHBIN pecypc|: yuedbHoe mocodue. — Tam6oB: ®I'BOY BIIO «TT'TY», 2015. -
82 c. — Pexxum gocryma: http://biblioclub.ru/index.php?page=book&id=444959

T
e
M Bomnpocs! 11t o6cyxaeHus:
a 1. Buympennss oessmenbHOCmb yupesHcOenuli Kyibmypol
2. Cosoanue noxkanvusix 6as oanHwvlx (K1) no doxymenmam, coopanusm u KOaIeKYuam

Bupeosicoenuil Kynomypol

NudopMaumoHHbIe TEXHOJOIMM BO BHYTPEHHeHd W BHEIIHeH AesiTeJIbHOCTH YUpeKIAeHuil
KYJbTYPbI



3 Brewnss desmenvrocms yupescoeHul Kyibmypol

4. Co3zoanue ungopmayuonHvlx cucmem 01 nocemumereli yupericoOeHuli Kyabmypol

5. Co3z0anue pexnamHo-npoceemumenbcko2o web npeocmasumenvscmea opeanusayuu
KY1bmypbl

6. Coz0anue 8UpmyanbHO20 OMPANCEHUA YUPEHCOCHUsL 8 UHMEPHEM

Crnucok JIuTeparypsi:

1. I'aBpmiioB, M. B., Knumos B.A. Wudopmaruka u nH(OpMaIIMOHHBIE TEXHOIOTUN

: yueOHUK 17151 By30B. — Mocksa : U3parensctBo FOpaiit, 2023. — 355 ¢. — Pexxum moctyma:
https://urait.ru/bcode/509820.

2. OcHOBBI MH(POPMAITMOHHBIX TEXHOJOTHUH. YueOHoe mocobue. — M.: MuTepHer-
VYuusepcurer Unpopmannonnsix Texunonoruit (MHTYUT), Aii ITu Ap Meaua, 2020. — 530 c. —
Pexxum noctyma: https://www.iprbookshop.ru/epd-reader?publicationld=89454

3. Anemun JI. M. Madopmanimonnabsie TexHoioruu: yued. mocodue / JI. . AnemmuH. -
M.: Mapket JIC Kopnopeitmn, 2010. - 382 c.

4. Menbsuukos I1. I1. Texnonorus paspadorku HTML-nokymeHToB: yueb. mocodue /
I1. TI. MensHaukoB. - M.: ®unancel 1 Cratuctuka, 2005. - 110 c.

5. Maiictpenko, H. B. MynpTumMenuiiHple TEXHOJOTHH B HMH(POPMAIIMOHHBIX

cucreMax [DneKTpoHHBIH pecypce]: yueoHoe nmocobue. — Tam6oB: ®T'BOY BIIO «TT'TY», 2015. -
82 c. — Pexxum gocryna: http://biblioclub.ru/index.php?page=book&i1d=444959

2. MemoouuecKkue peKkomenoayuu K camocmoamenvHoll pabome cmyoeHmoes

Camocmosmenvhas paboma od0yuaowuxcs eKkiodaem 6 ceos maxkue uovl U Popmsl Kax.
HO020MOBKA K NPAKMUYECKOMY 3aHAMUI0, NOO20MOBKA K OUCKYCCUU, NPe3eHMAayuu, N0020mosKa
00K1a0a, KOHCNeKMUpOB8aHue u3yyaemol Jaumepamypsl, aHAIUmMuyeckuii o0030p HOB80U
JUmMepamypuvl no u3y4aemoll meme, HanNUCaHue dcce u op.

s bonee yenyboneHHo020 uzyueHus Mamepuaia 3a0anue 0 CAmMoCmosmenbHol pabomsl
PEKOMEHOYemCsl 8bINOIHAMb NAPANIENbHO C U3yUeHueM 0anHou membol. Ilpu evinonnenuu 3a0anuti
OJIsl CAMOCMOSIMENbHOU pabombl, N0 803MONCHOCMU, Cle0yem OPUeHMUPOBAMbCA HA HA2NA0HOe
npeocmasienue mamepuana

1) Memoouueckue pekomenoauuu no_nod2omosgke _npeenmayuu. IlpeseHtanns naer
BO3MOXXHOCTh HATJISIHO TPEACTaBUTHh CTYACHUYECKOH ayJWTOpPUM WHHOBAIMOHHBIE UJICH,
pa3paboTKHU M TJIaHBL. YdeOHas mpe3eHTalus MPEICTaBIsAeT CO00M pe3yabTaT CaMOCTOSTEIBLHOM
paboThl CTYACHTOB, C TIOMONIbIO KOTOPOM OHU HAMVISAIHO JEMOHCTPUPYIOT MaTepPHAIIBI
MyOJIMYHOTO BBICTYIUICHUS NIEpE]] Ay AUTOPHEH.

KommerorepHas mpe3eHTanust — 370 (aila ¢ HeoOXOJUMBIMUA MaTepHallaMu, KOTOPBIHA
COCTOMT W3 MOCJIEA0BATEIBLHOCTH ClIaiiioB. KaxkIbIil ciaii COAEpKUT 3aKOHYEHHYIO IO CMBICITY
uH(}OpPMAIIHIO, TAK KAK OHA HE MIEPEHOCUTCS Ha CICIYIOIINUN CIIaii]] aBTOMATUYECKH B OTIUYHE OT
TEKCTOBOro JokyMeHTa. CTyleHTy — aBTOpY Npe3eHTalluu, He0OX0JUMO YMETh paclpeiesiTh
MaTepuan B Mpeaeniax CTPaHHIbl U TPAMOTHO pa3MellaTh OTAENbHbIE 00BEKTHL. B 3TomM emy
MTOMOJKET IIEJIbI HA0Op TOTOBBIX OOBEKTOB (IMMKTOTPAMM, T€OMETPHUECCKUX (UTYP, TEKCTOBBIX
OKOH U T.[I.).

BeccriopHbIM OCTOMHCTBOM NMPE3EHTALUU SABJISETCS BO3MOXHOCTH IMPU HEOOXOIUMOCTH
OBICTPO BEpPHYTHCS K JIOOOMY W3 paHee NMPOCMOTPEHHBIX CIAWZ0B WM OyKBaJIbHO Ha XOIY
U3MEHUTh TOCJIEI0BATENIbHOCTh M3JI0XKEHUST MaTepuaina. lIpe3eHTanus MOMOraeT camMomy
BBICTYIAIONIEMY He 3a0bITh TJIABHOE U TOYHEE PACCTAaBUTh aKI[CHTHI.

KomnerotepHas npeseHnrtanus o01a1aeT HeJbIM pSAIOM JOCTOMHCTB:

. Hugopmamusnocms — >neMeHTbl aHMUMALUM, ayAHO — M BHIEOPpParMEHTHI
CIIOCOOHBI HE TOJIBKO CYIIECTBEHHO YKPAaCUTh MPE3CHTAlMI0, HO U IMOBBICUTH €€
UH(POPMATUBHOCTB;




. Konupyemocms — ¢ 3IEKTPOHHOW MPE3EHTALIMM MOMEHTAIBHO MOYXHO CO31aTh
KOIUU, KOTOPbIE HUYEM He OyIyT OTJINYaThCsl OT OPUTHHATIA;

. Tpancnopmabenvrocms — SMEKTPOHHBIM HOCUTENb C MPE3CHTANEeH KOMIAKTEH U
yIoOeH mpu TpaHCHOPTUPOBKe. [Ipn HEOOXOAMMOCTH MOKHO TepeciaTh (haiii mpe3eHTaIuu Mo
3JIEKTPOHHOMU MOYTE WK OoNyoJuKoBaTh B IHTepHeTe win caenaTh cCooOLeHNE TUCTAaHIIMOHHO.

OpHON M3 OCHOBHBIX INPOrpaMM JUIS CO3JaHMsI IPE3CHTALMA B MHUPOBON IpaKTHKE
sBisieTcst mporpamma Power Point kommaauu Microsoft.

CrtpykTypa npe3eHTanum

VY nepxuBaTh aKTUBHOEC BHUMaHUE CITyIIaTeNIed MOXKHO He Oonee 15 MuHyT, a,
CJIeI0BATENBbHO, IPU CPEIHEM pacueTe BPEMEHHU NMPOCMOTpa — | MUHYyTa Ha CJIali]l, KOJIUYECTBO
CJIalI0B HE TOJHKHO MpPEBbIIaTh 15-TH.

I[lepBblif cnaii npe3eHTaluu T0JKEH COAepkKaTh TeMy paboThl, paMuiInio, UM 1
OTYECTBO HCIIOJIHUTENSI, HOMEp y4eOHOMN TPYIIIbI, a TaKXKe GaMIINIO, UMS, OTYECTBO,
JIOJKHOCTD M YYEHYIO CTEINEHb MPEenoaBaTes.

Ha BTopowm cnaiine nenecooOpa3Ho MpeACcTaBUTh LENb U KPaTKOE COACpKAHKE
npe3eHTanmu. [locneayronue cnaiiipl HEOOXOAMMO Pa30OUTh HA Pa3/Ieibl COTIACHO MyHKTaM
r1aHa pa®oTsl. Ha 3aKIr0UuTenbHBIN C1aiil BRIHOCUTCS CAMOE OCHOBHOE, TJIaBHOE U3
COJIepKaHUsl IPE3CHTALINH.

Pexomengauuu no opopmiienunro npesenrauuii B Microsoft Power Point

J1J1s BU3yalIbHOTO BOCIIPHSITHSI TEKCT Ha Claiiiax Mpe3eHTaIly JOHKEeH ObITh He MeHee 18
IIT, a JIJI 3ar0JIOBKOB — HE MeHee 24 MT.

MakeT mpe3eHTalMu JIOJKeH ObITh OopMIIeH B CTPOrod 1BeToBoM ramme. ®oH He
JOJI’KEH OBITh CIIMILIKOM SIPKUM HJIM MECTPbIM. TeKCT JOMIKEeH Xopoulo yutatbes. OIHU U Te ke
DJIEMEHTHI Ha PAa3HBIX ClAaliaxX JOJKEH OBITh OJTHOTO IIBETA.

[IpoctpancTBO cnaiiga (dKpaHa) JODKHO OBITh MaKCHUMAaJIbHO HCIIOIB30BaHO, 3a CUET,
HanpUMep, YBEIMYEHHUs Maciirada pucyHka. Kpome Toro, mo BO3MOXHOCTH HEOOXOIMMO
3aHMMaTh BEpXHHUE Y4 IUIOMIANM claiifa (’KpaHa), MOCKOJIbKY HIDKHSISI 4acTh DKpaHa II0XO
MPOCMATPUBAETCS C MOCIEAHUX PAJIOB.

Kax el cnaiig 10JKEH coliepKaTh 3aroyioBOK. B KOHIIE 3aroj0BKOB TOUKA HE CTaBUTCS.
B 3aromoBkax OMmKeH OBITh OTpa’keH BBIBOJ M3 MPEACTABICHHOW Ha ciaije HMH(pOpMaIuH.
OdopmieHne 3arojJOBKOB 3arjIaBHBIMH OyKBaMH MOKHO HCIOJIB30BaTh TOJIBKO B ClIydae HX
KpPaTKOCTH.

Ha cnaiine cnenyer momemars He 6oiiee 5-6 cTpok U He 6osiee 5-7 CIIOB B MPEIIOKEHHUH.
Teker Ha cnaiaax JOJDKEH XOPOIIO YUTATHCS.

[Ipu noGaBiaeHWM pPUCYHKOB, CXEM, JUHarpaMM, CHHUMKOB »JKpaHa (CKPHUHIIIOTOB)
HE00X0/IMMO TPOBEPUTH TEKCT 3THX 3JIEMEHTOB Ha Hanuuue omuook. HeoOXxoaumo mpoBepsTh
MPAaBIJIBHOCTh HAMKMCAHUS Ha3BaHUN ynIull, paMHINi aBTOPOB METOAMK U T.1.

Henp3s meperpyxkath cnaiiipl aHUMauMOHHBIMU d(pdekTamMu — 3TO OTBIEKAeT
CIIYIIATENEN OT CMBICIIOBOTO COAEpKaHuA ciaiaa. Jiis CMeHbI C1aiI0B UCTIOIb3YUTE OJIMH U TOT
K€ aHUMAIMOHHBIN YPPEKT.

IHopsAoK M MPUHIMIIBI BHINOJIHEHUS] KOMIIBIOTEPHOM MPe3eHTANMHU

[Tepen co3manueM mpe3eHTAIIMH HEOOX0IUMO YETKO OMPENCTUTHCS C LEbIO,
CO3/1aBa€MOM MPE3eHTALUN, TOCTPOUTH BCTYIJICHUE U C(HOPMYIUPOBATH 3aKIIOUCHHE,
MPUACPKUBATHCS OCHOBHBIX 3TAIOB U PEKOMEH IYEMBIX TPUHIIUIIOB €€ CO3JaHusl.

OcHoBHBIE 3Tarnbl PabOTHI HaJl KOMITBIOTEPHOU MPE3CHTAIUEH:

1. Crmanupyiite oOmmii BUJ Tpe3eHTAllMM 110 BHIOPaHHON TeMme, OomMpasch Ha
COOCTBEHHBIC Pa3pabOTKU M PEKOMEHIAINY TTPEToaBaTers.

2. Pacnpenenute maTepuan mo ciaigam.

3. Otpenaktupyiite 1 0GOPMHUTE CIAMIBL.

4, 3amaiite  enMHOOOpa3HBIM  AHUMAIMOHHBIA  3GGEKT a1 JEeMOHCTPAIH
MIPE3CHTAIINH.

5. Pacrieuaraiire nmpe3eHTalmio.



6. [Iporonure roTOBBI BAapHUAaHT IE€pel IAEMOHCTPALMEN C LENbI0 BBIABICHUS
OLIMOOK.

7. JlopaboTaiiTe nmpe3eHTaIuo, €Clii BO3HUKIIA HEOOXOAUMOCTb.
OcHOBHbIE MPUHLUIIBI BHITOJHEHUS U MPEACTABICHUS KOMIIBIOTEPHOHN Mpe3eHTallUu:
. MOMHHTE, YTO KOMIBIOTEPHAS MPE3EHTALNUs HE MpeHa3HaueHa Ui aBTOHOMHOTO

UCTIONIb30BAaHUS, OHA JIOJDKHA JIMIIB MOMOTaTh JOKJIAaJ4UKy BO BpEMsS €ro BBICTYIUICHHS,
NPaBUJIIBHO PACCTABIATH aKLIEHTHI;

. HE YCIIOXKHANWTE MPE3CHTAINIO M HE MeperpyXaiTe ee TeKCTOM, CTaTHCTUYECKUMU
JaHHBIMU U rpaduyecknmu n3o0paxkenusmu. Haunbonee apdexrunnas npezentanus Power Point
— MPOCTast IPE3CHTALNS;

. He uwuraiiTe TekcT Ha cnaiijgax. YCTHas pedb JOKJIAT4UKa JOJDKHA JOMOJHSTH,
OTHUCHIBaTh, HO HE MEPECKa3bIBaTh, MPEICTABIICHHYIO Ha Claiaax nH(popMaIuio;
. JalTe BpeMs ayIUTOPUU 03HAKOMHTHCS C HHPOPMAIIMEH Ka)X0T0 HOBOTO Cllaia,

a y)Ke I0CJIe 3TOr0 JaBaTh CBOM KOMMEHTApHUM MOKa3aHHOMY Ha dKpaHe. B mpoTMBHOM ciydae
BHUMaHMUE CIlylIaresei OyaeT pacceuBaThes;

. Jenaiite nepepsiBbl. He ciegyer TOponuThes ¢ AEMOHCTpaLUed MOCIEAYIOIIET0o
cnaiina. [To3BonbTe CiymaresnsM noaymarb U YCBOUTh HHPOPMALIUIO;

. [IPEMIOKUTE Pa3laTOYHbId MaTepuaJl B KOHLE BBICTYIUICHUSA, €CJIH ITO
HeoOxonumo. He nenaiite sToro B Havajie Win B CepeiuHe AO0KIIaAa, T.K. BCE BHUMAaHUE JOJKHO
OBITh IPUKOBAHO K BaM U K SKpaHy;

. 0053aTEIbHO  OTPENAKTUPYHTE TMPE3CHTANUIO TIepel BBICTYIUICHHEM IOCIIE
MIPEABAPHUTEIIHLHOTO MMPOCMOTpPA (PETICTUIIHH ).

2) Memoouueckue ykazanusa no noo2omoexke 0okaada. JIokian — 3TO pa3BEpHYTOE
YCTHOE COOOIIEHHUE, TOCBSIICHHOE 33/JlaHHOW TeMe, CIEeIaHHOE IyOJIMYHO, B MPUCYTCTBHH
ciymateneil. OCHOBHBIM COJIEpKaHUEM JJOKJIaZa MOXKET ObITh OIIMCAHUE COCTOSIHUSA JIe]T B KaKOM-
1100 HAy4YHOM WM MPAaKTUYECKOH cdepe; aBTOPCKUHM B3I HA CHUTYalMIO WM Ipodiemy,
aHaJIU3 ¥ BO3MOXKHBIE ITyTH PEIIEHUS MPOOIEMBI.

Temamu nokiaga OOBIYHO SIBJISIFOTCS BOIPOCHI, HE OCBELICHHBIC B IOJHOH Mepe WU
BOOOIIE HE paccMaTpUBaeMble Ha JIEKLUAX, MPEINOJIararolive CaMOCTOSTENbHOE H3ydYCHHE
cryaenTtamu. OOBIYHO CTYACHTHI BBICTYNAIOT C JOKJIAJAaMU HAa CEMHHAPCKHUX 3aHATHUAX WIH
KOH(EepEeHIUX, 10 pe3yabTaTaM KOTOPBIX MMyOIMKYeTCs] COOPHUK T€3UCOB JIOKJIAJIOB.

JlokJax u3HavaIbHO MIAHUPYETCs KaK YCTHOE BBICTYIJICHHE U JIOJIKEH COOTBETCTBOBATH
OIpeNIeNIEHHbIM KpUTEepHsIM. JlJI1 yCTHOrO COOOLIEHHSI HEJOCTATOUYHO MPAaBUIBHO MOCTPOUTH U
0(pOpPMUTH TNHUCHBMEHHBIM TEKCT, HEIOCTATOYHO YAOBJIETBOPUTEILHO pPACKPBIBaTh TEMY
coJiepKaHus. Y CTHOE COOOLIEHNE I0JIKHO XOPOIIO BOCIIPUHUMATBCS Ha CIIyX, a 3HAYUT JOJIKHO
OBITH MHTEPECHO MOJJAaHHBIM JIJIS Ay IUTOpUH. |15 IpeicTaBIeH s yCTHOTO JIOKJIaa He0OX0IMMO
COCTaBHUTh TE3UCHI — OMIOPHBIE MOMEHTHI BBICTYIUIEHHUS CTy/IeHTa (0OOCHOBAHUE aKTyalbHOCTH,
OTKCaHHUE CYTH PabOThI, OCHOBHBIC TEPMHHBI U MOHSITHS, BHIBOJIBI), KJIIOUYEBbIE CIIOBA, KOTOpPbIC
IIOMOTYT JIOTMYHEE H3JI0KUTh TeMy. CTyIeHT BO BpeMs BBICTYIUICHHMSI MOXXET ONUPATHCSA Ha
MOSCHUTENbHBIC MaTEPUaIIbl, IPEICTABICHHbIC B BUJE CIAl0B, TAOIUI] U TIP. DTO IIOMOXKET eMY
APKO M YETKO WM3JIOKUTh MaTepuall, a CIyLIaTelsM HarjsAHO MpPEICTABUTh M IOJHEE MOHATH
npobieMy, 0 KOTOpOH UAET pedb B JOKJIAJE.

Te3uchl nOKIa0B ABISAIOTCS CAMOCTOSTENIbHOW Pa3HOBUIHOCTBIO HAyYHOU MyOIMKaluu
U TIPEACTABIAIOT CO0OM TEKCT HEOOJBIIOr0 00beMa, B KOTOPOM KpaTKO CHOPMYIHPOBAHBI
OCHOBHBIC TIOJIOXKEHUs JOKJIan0B. Te3ucwl JOKiIaza OOBIMHO HMMEKT 00beM A0 3 CTpaHul,
coJiepkar B cebe camble CYIIECTBEHHBIE MJICH, COXPAHSIOT JIOTUKY JOKJIaJa M €ro OCHOBHOE
coJiepKaHue.

CrpykTrypa Aoki1aga

CrpykTypa HOKJIaja TPaJULMOHHO COCTOUT M3 TPEX pPAa3/eioB: BBEACHUS, OCHOBHOU

YacTH M 3aKJIFOYCHHUS.



Bo BBeseHnu HE0OXOAMMO yKa3aThb TEMy W L€Nb JOKJIAAa, ONPENeIUTh MpodiemMy u
BBECTU OCHOBHBIEC MOHATHS U TEPMHUHBI JOKJIAJA, @ TaKKe 0003HAYUTh TEMAaTUUYECKUE pa3/Ieibl
JIOKJIa/1a ¥ HAMETUTh METObI PEIICHUs MPEACTABICHHONW B AOKJane MpoOIeMbl U MOJCIUPYET
OKHJJaeMbl€ Pe3yJIbTaThl.

OcHOBHas 4acTh JOKJIQAa MPEACTABISAET MOCIEA0BATEIbHOE PACKPhITHE TEMaTHYECKHX
pasnenoB pabOTHI B IENISAX PEIICHUS BbIIIE 0003HAYEHHOU MPOOIEMEI.

B 3axmioueHu# CTyIeHT IPUBOAUT OCHOBHBIE PE3YNIbTAThl U COOCTBEHHBIE CYXIEHUS IO
MOBOJIy BO3MOXKHBIX ITYT€Hl pelIeHHs] pacCCMOTPEHHON MpoOieMbl, KOTOpble OQPOPMIISIET B BUJIE
PEKOMEH TalN .

TekcT mokmama IOMKEH COCTABIATh 3-5 MAIIMHOIMUCHBIX JUCTa. JlaHHBIH 00beM TeKcTa
00eCreynT BBICTYIUIEHHE CTyAeHTa B TeueHue 7-10 MMHYT B COOTBETCTBHU C PETJIAMEHTOM.
CnenoBarenbHO, HEOOXOAMMO TIIATEIBHO OTOMPATh MaTepual s 10KJIaa, He eperpyxas ero
mumHed nHdopmarmeir. O4eHb BaKHO YJIOKUTHCS B OTBEIEHHOE JUI JIOKJIaZa BpeMs: €ClIU Bac
IPEPBYT Ha CEepEeMHE J0KIaAa, TO Bbl HE CMOXKETE COOOIIUTH CaMOro TJIABHOTO — PE3yJIbTaTOB
BaIlleil CaMOCTOSITEIbHON pabOThI, YTO OTPHUIIATEIBHO OTPA3UThCA Ha Ka4eCTBE BBHICTYIUICHUS U
CYIIECTBEHHO CHU3HT OIICHKY.

KoHcnekT noknana TomKeH KpaTko OTPaskaTh IIIaBHBIE MOMEHTHI U3 BBEICHHUSI, OCHOBHOM
YacTH U 3aKirodyeHus. Bo BpemMs mOAroTOBKM KOHCIEKTa ClelyeT MoAao0paTth U HeoOXOIUMBIH
WITIOCTPATUBHBIN MaTepual, COPOBOXKAAIONINI T0KIa]] (OCHOBHBIE TE3HCHI, (POPMYIIBI, CXEMBI,
YePTEXKHU, TAOHIIBI, TpauKu U quarpaMmsl, GoTorpaduu 1 T.I1.).

OdopMiieHHEe TEYATHOT0 BAPUAHTA TOKJIa1a

Tekcr noxnama HabupaeTcst B TeKCTOBOM Tporieccope Microsoft Word Bepcuii 97-2016 u
pacriedaTbIBaeTCsl Ha KOMIIBIOTEPE Ha O/IHOM cTopoHe sincTa Oymaru popmata A4 (210 x 297Mm).

Ocnosnoti mexem: mpudt Times New Roman— 14nT, 6e3 mepeHoca cioB, a03amHbINA
oTcTyn («kpacHas ctpoka») — 1,25 cM, BbIpaBHMBaHME — 110 IIUPUHE CTPAHULIBI, MEKCTPOYHBIN
WHTEPBaJ — MOJYTOPHBIH.

Ilona: cneBa — 3 cM, cBepXy — 2 cM, CIipaBa — 2 CM, BHU3Y — 2 CM.

3azonoexku nepsoco ypoeHs (2naevi): 0003HAYAIOT PUMCKMMHU IMdpaMu, ¥ HaOUparOT
3aryiiaBHBIMU OYKBaMH, 10 LIEHTPY, 6€3 OTCTyINa U TOYKH Ha KOHLE; PHUPT 18, momyKupHbIii.

3azonoexku emopozo ypoeus (napacpagvi): BBIPAaBHHBAIOT TO IIEHTPY, 0€3 OTCTyIa,
0003Ha4YarOT apabckumMu nudpamu, 6€3 TOUKH, C 3arJIaBHON OYKBBI, 1ajiee CTPOYHBIMU OyKBaMU;
mpudT 16, TOTYyKUPHBIH.

Mex 1y 3arojloBKaMH M TEKCTOM, MEXKAY 3ar0JJIOBKOM U 3ar0JIOBKOM JIPYTOro MOpsiaKa —
MPOIyCKaeTCcsl OAHA CTPOKa.

Bce cTpaHulibl HyMeEpYyIOT, HAUMHAs C TUTYJIBHOTO JIMCTA (HA TUTYJIBHOM JINCTE HOMEp HE
ctaBuTcs). B 001emM o0beMe TUTYIBHBIHN JINCT YYUTHIBACTCS 1O HOMEPOM «1», TakuMm oOpazom,
NepBbIi HameyaTaHHbI HoMmep (HoMep «2») Oyamer Ha aucre ¢ orjiasineHueM. Lludpy,
0003HaYaroI1yI0 TOPSAAKOBBIM HOMEp JIMCTA, CTaBAT B HU)KHEM IIPABOM YIIIy.

Kaxnyro riaBy HauMHaIOT ¢ HOBOM cTpanulbl. [laparpadsl cneaytoT apyr 3a npyrom 6e3
pa3phiBa CTPaHMII.

s BbIACNEHUST B TEKCTE OTIEIbHBIX CIIOB WJIM MECT JAOMYCTUMO NPHUMEHSTH
NoJYepKUBaHUE, KyPCUB, Pa3psAKy WIH HA0Op MPONUCHBIMU OYKBaMH.

Tabmuupl, pucynku, rpadpuku, Gortorpaguu Kak B TEKCTE€, TaK U B MPHUIOKCHHUU
BBITIOJIHSIFOTCSL Ha CTaHJAPTHBIX JIUCTaxX (opmar A4).

Bce cHOCKM 1 TOCTpOUYHBIE PUMEUaHHsI HAOMPAIOT Yepe3 OJJUH UHTEPBa.

Bce wmmmoctpamuu (dotorpaduu, cXembl, AUarpaMMbl) HMEHYIOTCS PHUCYHKaMU U
HYMEpPYIOTCSI CKBO3HBIM 00pa3oM uepe3 Bcio pabory. Kaxnayio wimocTpanuio cHaOXaroT
MOJPUCYHOUYHOW HAAMUCHIO, CIEAYIONIEH cpa3y xe nmocie Homepa. [loanuck noa uimitoctpanueit
IUINYT C IPOMMCHON OYKBBI B OJTHY CTPOKY. B KOHIIe TOAMMCH TOUKY HE CTaBsIT.

PucyHku nomkHbI pazMeniatbes cpasy Mmociie MepBOro YOMHHAHMS O HUX B KOHTEKCTE
paboThI.



Odopmnenne Tabauiy crporo Hopmuposano. Kaxnaas tabiauna q0mKHA UMETh HOMED U
Ha3BaHMe. B TekcTe maercs ccbuika Ha TabsuIly, B KPYTJIBIX CKOOKaxX:

(Tabm. 1.1.)

Bce tabmuiel HymepyroT apabckumu nmudpamMu B Ipenenax Bcero tekcra. Ham mpaBbim
BEPXHHUM YTJIOM TaOJIUIIBI TOMELIAOT HaAIUCh: «Tabnuua. .. » ¢ yka3aHueM MopsAKOBOTO HOMepa
(BeIpaBHHBAHUE 110 MpaBoMYy Kparo, mpudt 12, 6e3 BoiaeneHus). 3Hak Ne 1 TOUKY B KOHIIE HE
cTaBsT. TaOnuiel cHAOXKAOT TEMAaTUYECKUMHU 3arojI0OBKaMHU, KOTOPBIE PAacIoiaraloT MOCepeHe
CTpaHMIIbI, 0€3 OTCTYIA W MUIIYT C MPOMUCHON OYKBBI 0€3 TOYKM Ha KOHIIE M TeYaTaloT uyepes
oJIuH uHTEepBal (PUPT 14, 10 HEHTPY, NOTYKUPHOE BHIJICICHUE).

IMopsinok paGoThHI NPH HANKMCAHUM JTOKJIA/A

Jlnst ycrienrHoi paboThl Ha/l JOKIIAI0M CIIEIyeT BBITOJHUTD CIIEIYIOLIee:

CephE3HO OTHECTUCH K BHIOOPY TE€MBI, OCBOMTH HABBIKM MOA00OpA JUTEPATYPHI, METOIBI
paboThI C ICTOYHUKAMU.

ITpu BbIOOpE TEMBI CIIEAYeT MPOKOHCYIBTUPOBATHCS € MPETOIaBaTeNIeM U 03HAKOMHThCS
¢ TpeboBaHusAMU K aokiany. [locne akTyanu3anuu TeMaTHueckoil mpoOaeMbl clieAyeT U3ydyuTh
Hay4yHble TPYyObl BEOyIIMX CHEIHMAJINCTOB B  BBIOPaHHOW  MpEeIMETHOH  0o0JsacTH,
MIPOAHAIM3UPOBATH CYIIECTBYIOIINE TEOPUH, TUIOTE3bl U PE3YyIbTaThl HAYYHBIX UCCIIEJOBAHUM.
B OCHOBHBIX TMOJOXEHHUSIX JOKJIaNa JODKEH OBITh OTpPaKEeH aHamm3, KiaccuUKaius Hu
cUcCTeMaTu3alus 0ToOpaHHOTO MaTepuaa.

3. Memoouueckue pekomenoauyuu no NOO20mMOEKe NUCOLMEHHBIX padom (Kypcoewix,
KOHMPOIbHBIX, pedhepamos, KOHCREKM O u m.n.)

O01mme pekoOMeHIAIUM 110 MOJATOTOBKE MATEPHAJIOB CAMOCTOSATEILHBIX Pa0doT B
3J1eKTPOHHOM BH/Ie

Hexkotopsie oco6eHHOCTH (hOPMATOB TEKCTOBBIX (DaiisIOB

Microsoft Office Word B HacTosiiee BpeMsi SBISETCS OCHOBHBIM PEIaKTOpPOM,
MPUMEHSIEMBIM JIJISl CO3/1aHUs PA3IMYHBIX TEKCTOBBIX TOKYMEHTOB.

[To ymomuanuto pokymeHTsl Word 2007 (2016) coxpaHSIOTCS ¢ HOBBIM pacIIUupEHHEM
uMeHH (aitra, KoTopoe mosydaeTcss myTeMm noOaBieHus cypdurca «x» K pacmmpenuio doc.
Hoselit hopmat ¢aitnoB ocnoBan Ha si3bike XML. Cydduxc «x» oznagaer, uto XML-¢aiin He
COJIEPKUT MaKpocoB. Takum oOpa3om, uMeHa oObruHBIX (aiimoB Word 2007 (2016) umerot
pacupenue docx, a He doc. CyiecTByeT Takxke BapuaHT 1o0aBieHus cyppukca «my», KOTOPHIi
o3HauaeT, uTo XML-daiin cogepXxutT MaKpocChI.

JlanHBIE OCOOCHHOCTH CJIEyeT YYUTHIBATh NPH MPEACTABICHUU MaTepUaAIOB
CaMOCTOSITENIbHBIX PAa0OT B 3JIEKTPOHHOM BHJIE [JIsl KOHCYJIbTAallMd WU TMpeABapUTEIbHON
IPOBEPKH.

®aitnel HOBBIX (HOPMATOB HENOCTYMHBI IS pabOThl B MpenbIAymux Bepcusx Word.
OtkpriBath 1 m3MeHATH (harinsl Word 2007 (2010) B Goniee paHHUX BEPCUSX MPOTPAMMBbI MOXKHO,
€CJIM 3arpy3UTh B HUX HEOOXOAUMbIE KOHBEpTEPHI (ailioB.

HokymenTsl, co3nannbie B Word 97 — 2003 otkpeiBatotres B Word 2007 (2010) B pesxkume
COBMECTUMOCTH, IIPU 3TOM B CTPOKE 3aroj0BKa OKHA JOKyMEHTa 0ToOpa)kaeTcsi HaAmuch Peoxcum
oepanuyennou @yukyuonarbHocmu. OIHAKO B PEXUME COBMECTUMOCTH IpH pabore ¢
JIOKYMEHTOM HE HCITOJIB3YIOTCS HOBBIE M paciupeHHbie Bo3MokHoctn Word 2007 (2010) u
MOJIb30BaTeNM 0oJiee paHHUX BEPCHH MPOrpaMMBI CMOTYT OTKPBIBaTh, PENAaKTHPOBATh U
COXPAHSTh IOKYMEHTBI.

[To ymomrganuto Bce (hailiibl COXpaHAIOTCS B TOM ke opmare, B KOTOPOM OBLITH OTKPBITHI.
Hoseie moxymentsl u daitier Word 2007 (2010) coxpansitorest B dhopmare [Joxkymenm Word,
(aiinel npeapAyIUX Bepcuil coxpanstoTes B popmare Joxymenm Word 97 — 2003, daiinsr rtf
coxpaHsroTcs kak Texcm 6 ¢popmame RTF u 1.1. Ilpu coxpanenuu (aitma dopmar MOXKHO
WU3MEHHUTb.

®aitnel npenpiaynmx Bepeuii Word MokHO coxpanuTth B popmate /Joxymenm Word 2007
(2010), HO TP STOM BO3MO>KHBI U3MEHEHUS B MaKeTe TOKyMeHTa. [Ipu coxpaHeHUH JOKYMEHTa,



cozmgannoro B Word 2007 (2010), B popmarte JJokyment Word 97 — 2003 B HEM aBTOMaTHYECKU
MOTYT OBITH IPOU3BEACHBI CIICAYIONIHE H3MECHCHHS:

. HEKOTOPHIC JJAHHBIC B CTAHIAPTHBIX OJIOKAaX JJOKYMEHTA, & TAK)KE AJIEMEHTaX aBTO
TEKCTa MOTYT OBITh YTEPSHBI;

. CCBUIKM U CIIMCKM JIUTEpaTypbl OynyT mpeoOpa3oBaHbl B CTATUYECKUNA TEKCT U
MNEpeCTaHyT aBTOMATHYCCKU O6HOBJ’I§ITBC$I;

® BHCIPCHHELIC O6I>CKTBI, CO3JaHHBbIC B MPUITOKCHUAX

Microsoft Office 2007, HEeBO3MOXKHO OyI€T peAaKTUPOBATH;

. dbopmysel OyayT mpeoOpa3oBaHbl B M300pakeHus. X pemakTupoBaHue OyneT
HEBO3MOJKHBIM, TIOKa JOKYMEHT He Oy/ieT nmpeoOpa3oBaH B HOBBIM opMart (aiina;

. TIOJIOXKEHHE HEKOTOPBIX HAIHCEH N3MEHHUTCSI.

[lepen coxpaHeHHWEM JIOKYMEHTa MOXHO BBIMIOJIHUTh TPOBEPKY COBMECTHMOCTH C
IPEIbIIYIIUMU BepCUsIMH MTporpaMmsl. [t 3Toro HeoOxonumMo HaxaTh KHOTIKY Office, BBIOpaTh
KomMaHay [loocomoéums W B TOSBHUBIIEMCS IOJYMHEHHOM MEHIO — KOMaHny Ilpoeepka
coemecmumocmu. B OKHE pe3ynbTaToB MPOBEPKU COBMECTHUMOCTH OyIeT OTOOpa)Ke€H CIIHCOK
HECOBMECTHUMBIX JJIEMEHTOB.

[Ipu coxpanenun (aitna, CO3MaHHOTO B OJHOW W3 Ipenbiaynmx Bepcuit Word, B daiin
Word 2007 (2010), mosiBisieTcsi HOBBIN (haily, a MCXOAHBIN (ailn ocTaeTcs B TOHM *Ke Mamke.
BwmecTo 3TOro Mo>xkHo mpeodpazoBaTh ¢aitin TakuMm 0bpazom, uToOsl daiin popmara Word 2007
(2010) 3amenun crapsrii aiin. Haxxmute kHoniky Office u BeiOepute koMauay Ilpeobpasoseams.

OcHoBHbIE IPAaBUJIa M PeKOMEHIALMH NIPH BBO/ie M PeIaKTHPOBAHUM
TEKCTA ¢ KJIaBHATYPbI

B TexcroBoM nporieccope Microsoft Word npu BBojie TekcTa ¢ KiIaBHaTyphl 3aNI0THIETCS
Tekymas crpoka. Ilepexon Ha HOBYIO CTPOKY OCYILECTBISI€TCSI aBTOMATHUYECKH, KaK TOJIBKO
TEKYIIas CTPOKa 3aroJIHAeTCs 10 KoHla. Ecinu HeT HeobxoauMocTr 00pa30BBIBaThH HOBBIN ab3arl,
TO JJs Iepexojia Ha HOBYIO CTPOKY Helb3s HCIOJIb30BaTh kiaBumy Enter. IlpunynurenbHO
nepeiT Ha HOBYIO CTPOKY Oe3 oOpa3oBaHMs HOBOro ab3ala MOXKHO HCIIONB3YS COUETaHHE
knaBui Shift + Enter. [Ipu 5TOM B JOKYMEHT BCTaBIISICTCS HEMIEYaTAEMBbI 3HAK — Pa3PhIB CTPOKH.

Ha HOByI0 cTpaHWIly mepexoj] OCYIIECTBISICTCS aBTOMATHUECKH MPH 3arlOJTHEHHUH
TeKylen crpaHuubl. Ui nepexona K HOBOW CTpaHUIIE HEJb3s MCIOJb30BaTh KiaBuuly Enfer.
[IpuHYIUTENBHBIN Mepexoa K HOBOW CTpaHMIIE OCYIIECTBISETCS codeTanueM kiaBuin Crrl +
Enter unu ¢ moMolbpi0 KOMaHbl Pa3psié cmpanuyel Ha BKIIagake Bemaesxka. [Ipy 5TOM B JIOKYMEHT
BCTaBJISICTCS HETIEYaTaeMbIi 3HAK — pa3phIB CTPAHUIIBL.

Mexly caoBaMH B TEKCTE CTaBUTCS OJUH npoben. Pa3nuyHble pexuMbl BEIpaBHUBAHUS
(Mo neBoMy Kparo, MO IEHTPY, MO MPaBOMY Kparo, MO IIMPUHE) MOTYT HU3MEHSTh IIUPHHY
npo0esoB Mexay ciaoBamu. Jjis Toro uyToObl 3apuKCUpPOBATH BEIMYMHY KaKOTO-THOO mpoberna
WM 4ToOBI TOCJe 3TOro mpolesia HEe OCYIIECTBIISJICS MEPEeXOJ] Ha HOBYIO CTPOKY CIETyeT
UCIIONb30BaTh coueranue knaButn Ctrl + Shift + Ilpoben. Ilpu 3TOM B TOKYMEHT BCTaBJISETCS
HereyaTaeMblil 3HaK — HEpa3pBIBHBINA TPoOe.

JLiig nosrydeHus: «KpacHOM CTpOKM» (a03aI[HOTO OTCTYNA) WK MOJIyYeHUs HE00X0IMMOro
peKKMMa BBIDABHUBAHUS CTpOkH/ab3aia (o JIeBOMY Kpar, MO IEHTPY, MO MPaBOMY Kpar, 10
HIMPUHE) HENb3sl UCIOJIBb30BaTh KiIaBUIly //poben. Y cTaHOBKA BEJIMYMHBI a03aI[HOTO OTCTYIA, a
Tak)Ke BBIPABHUBAHUE HA CTPAHUIE OCYIIECTBISIETCS C IOMOINBIO KOMaHABl A63ay WiH
COOTBETCTBYIOIIMX KHOMOK (TUKTOTpaMM) Ha BKJIaAKe [ 1agHasl.

[Tpu BBOJE TEKCTa ¢ KIABUATYPHI CIIEAYET TAKKe MPUIEPKUBATHCS CIICAYIOMIUX MPABUI
Habopa 3HAKOB MPETUHAHUS:

. 3HaKW NPENUHAHUA . , : ; | ? MUIIYTCS CIIMTHO CO CIIOBOM, 32 KOTOPBIM CIICAYIOT;

. 10CJIe 3HAKOB NPENMUHAHUA . , : ; | 7 cTaBUTCS MpOOEI, 3a MCKIIOYCHHEM TeX
CJTydaeB, KOT/Ia 3TUMH 3HAKaMH 3aKaHYMBaeTCs a03all;

. nepen 3Hakamu « ([ { craButcs npoOen. Crneayroniee 3a STUMH 3HaKaMH CJI0BO

nuieTcs 6e3 mpoodena;



. 3HaKW » ) | } TMUIIYTCS CIUTHO CO CIIOBOM, 3a KOTOPHIM clienytoT. [locne atux
3HAKOB CTaBUTCS MPOOEI, 32 UCKIIOUEHUEM TEX CIydaeB, KOT/Ia CTABATCS 3HAKU MPETHHAHMS,
KOTOpPBIE MUIIYTCS CIIMTHO CO CIIOBOM, 32 KOTOPBIM CJIEYIOT;

. 3HaK feduca (-) TUIIETCs CIMTHO C MPEIIISCTBYIONIEH U MOCIeNYIONIeH YacTIMu
CJIOBa.

Jiis obpa3zoBaHus 3Haka TUpe ( — ) TOCTE CIIOBa CTaBHTCA MpoOel, 3areM Aeduc, 3aTeM
emie npoben u mpoAopkaercs BBOA TekcTa. Ilocime BBonma ciemyrolero ciioBa 3Hak neduca
ABTOMATUYECKU MpeoOpasyercs B Tupe. s BBOJA 3HAKa THPE MOKHO HCIOIB30BaTh TaKkKe
koMOuHammo kinasum Ctrl + - (Muryc Ha 1udpoBoi kinaBuatype). [ BBoJa 3HaKa JJIMHHOTO
Tupe (—) ciemyer ucmoib3oBarh codyeranue kinaBumn Alt + Ctrl + - (MuHyc Ha nudpoBoii
KJIaBHATYPE).

YYEBHO-METOJJMYECKOE U HWH®OPMAIIMOHHOE OBECIHEYEHHE
JAUCHUIIJINHBI

Cnucok numepamypsl U UCHOYHUKOE

Ocnoenas numepamypa:

1. I'aBpuiios, M. B., Knumos B.A. Wudopmaruka u nHOpMaIMOHHBIE TEXHOIOTUN

: yueOHUK 17151 By30B. — Mocksa : U3parensctBo FOpaiit, 2023. — 355 ¢. — Pexxkum poctyma:
https://urait.ru/bcode/509820.

2. OcHoOBBI MH(POPMAIMOHHBIX TEXHOJOTHUH. YueOHoe mocobue. — M.: MuTepHeT-
Yuusepcurer Unpopmannonnsix Texunonoruit (MHTYUT), Ait ITu Ap Meaua, 2020. — 530 c. —
Pexxum moctyma: https://www.iprbookshop.ru/epd-reader?publicationld=89454

Jlononnumenvnan numepamypa:

1. Aneumn JI. . Uadopmarimonnsie TexHoaoruu: yued. nocodue / JI. . Anemmun. -
M.: Mapket JIC Kopnopeitmn, 2010. - 382 c.

2. Menbsuukos I1. I1. Texnonorus paspadorku HTML-nokymeHToB: yueb. mocodue /
I1. II. MenpuukoB. - M.: ®unance u Cratuctuka, 2005. - 110 c.

3. Maiictpenko, H. B. MynbTuMenuiiHple TEXHOJOTMM B HH(POPMALMOHHBIX

cucreMax [DneKTpoHHBIN pecypc|: yueobHoe mocodue. — Tam6oB: ®I'BOY BIIO «TT'TY», 2015. -
82 c. — Pexxum gocryma: http://biblioclub.ru/index.php?page=book&id=444959

Ilepeuens pecypcos unghopmayuonno-meneKkoMmynuKayuonnoi cemu «Mnumepnemy

Ilpu ocywecmanenuu 006pazo8amenbHO20 npoyecca no OUCYUNIUHE UCNOTb3YEmCsl
cnedyiowas UH@GOPMAYUOHHASL CRPABOUHAsL CUCMEMA: JJIeKMPOHHO-OUOIUOmMeuHas cucmema
elibrary.

Hoctyn B ObC:

- OBC JIAHb Pexxum nocrymna: https://e.lanbook.com/

- 9BbC IOPAIZT, Pexxum noctyma: https://urait.ru/

- OBC PyxkonT, Pexxum gocryma: https://lib.rucont.ru/search

- OBC YHuBepcurerckas 6nbanoTeka oHnaitd, Pesxxum noctyma: https://biblioclub.ru/

- IPR Smart, Pexxum moctyma: https://www.iprbookshop.ru/




