AHHOTanus K pado4eil nporpaMMe y4eOHOM JMCIUIITHHBI
«CocrapiieHHe JOKYMEHTOB II0CPEICTBOM KOMIIBIOTEPHBIX TEXHOJIOTHii»

Hanpasnenue noaroroBku — 38.03.01 Sxonomuka
Hampasnennocts (poduis) — « IxoHomMukay»
YpoBeHb BhICIIET0 00pa30BaHUs — Oaxkaiaspuam

Hean usyyenus

Hayuntp  oOywaromuxcs  OpaBWIBHOMY  O(DOPMICHHIO U

AUCHUILIUHBI COCTaBJICHUIO JIOKYMEHTOB (TekcToBOit uH(pOopMaInn)
MOCPEJICTBOM KOMITBIOTEPHBIX TEXHOJIOTHI
3agauu — U3Y4YUTh HOPMBI U TPeOOBaHUS K COCTABICHUIO U O(DOPMIICHUIO

JTIOKYMEHTOB (TEKCTOBOM MH(POPMAIIHH );

— OCBOUTH TEKCTOBBIN penakTop Microsoft Word,

— mpuoOpecTH HaBBIKM PabOTBl C TEKCTOBOW WH(pOpMaIHeH,
00paboTaHHON HA KOMIBIOTEPE, HABBIKK 00pabOTKHM MacCUBOB
SKOHOMHYECKUX JIaHHBIX B COOTBETCTBHH C IIOCTaBJICHHOM
3ajaveit;

— NpHOOpPECTH HAaBBIKA PabOTBl C TEKCTOBOW WH(pOpMaIIHEH,
00paboTaHHON Ha KOMITBIOTEPE;

— TpUOOPECTH HABBIKK COCTABJICHHUIO M O(OpMIICHUS ydeOHO-
HAy4YHBIX paboT

Conep:xanue TeM
AUACHHUILTAHBI

Tema 1. Tpebosanus K KOMNbIOMEPHOU 0Opabomke
meKcmogou uHgopmayuu

EnnnooOpasue BepcTku: pyOpukanuu, (GpopMaTUpOBAHHS
ab3aleB M CTpaHMIl, 3ampeT «BUCAYNX» CTpok. OdopmiieHue
HA3BaHM TAOJIUI] M PUCYHKOB.

EnunooOpa3ue KOppEeKTyphl: CCBUIKM Ha TaOlULbl U
PHICYHKH, Hamucanue (paMuinii ¥ WHUIMAJIOB aBTOPOB; MEPEHOCH
nat, HomepoB, (amunuid. Odopmiienne Oubnuorpaduyeckux
ccpliok. CokpatieHus

Tema 2. OcnogHvie npuemvl 66004 U DPeOAKMUPOBAHUE
mekcma u popmamuposanus absayes. Popmamuposanue cmpanuy
0oKyMeHma

BBox Ttekcra. Henewaraemble cumBosbl.  BceraBka
crenuanbHbIX CHMBOJIOB. PaccraHoBka mnepeHocoB. IIpoepka
opdorpadun. OCHOBHBIE CTTIOCOOBI BBIJIEICHUS (PparMEeHTOB TEKCTA.
PenaktupoBanue nokymenta. @dopmaTHpoBaHHE CHMBOJIOB.
Coznanue OyKBHUIIBI.

TaGymsuust. @opmarupoBanue abd3aueB. lcmonb3oBaHue
MOWCKA Y 3aMEHBI.

YcraHoBKa pa3Mepa W OpUEHTAIMH CTPAHUIIBL. Y CTaHOBKA
mmpuHbl noned. Komontutynel. Hymepanus crpanuu. Pa3ouska
JIOKYMEHTa Ha CTPaHUIIBI, pa3ienbl, ad3ampl. PaboTa ¢ HoMepamu
CTpaHMII.

Heneuataembie CUMBOJIBI. Y CTpaHEHHE JIMITHAX CHMBOJIOB
u popmatupoBanus. PopmaTupoBaHue 3aroJoBKOB. PaccraHOBKa
nepeHocoB. IIpoBepka opdorpaduu. @opmaTrpoBaHue ad3ales.
Hcnonb30BaHue 1Moucka v 3aMeHbl. PaccTaHOBKa CHOCOK

Tema 3. Cozoanue u pedaxmuposanue maoiuy

Co3nanue Tabnupsl. Pacnonoxenne TaOnuIbl Ha CTPAHUIIE.
®opmarupoBanue Tabauipl. OTOOpakeHHE M CKPBITHE JUHUN
ceTkM Tabmuipl. Beienenue snemeHTOB Tabiuibl. BctaBka u




yaajieHue CToJIONoB Tabnuibl. BcraBka u  yjaneHue sdeek
tabmunbel. OOpamyeHWe W 3amojiHeHue TaOnunbl. [paHunbl U
3anuBKa. M3MeHeHHe IIUPHUHBI CTOJOLA U BBICOTHI CTPOK.
O6benunenue u pazoueHne sueek Tadiaubl. V3rotoBneHne cxem ¢
nmoMouipr0  tadimuesl. Pabora ¢ guMHHBIMH @ TaOJIMIIaMU.
JyObnupoBaHue 3arojioBKa TaOJIWIBI Ha CIEAYIOUINE CTPAHUIIBL.
W3menenue nosnoxxeHus tekcra B Tadnuie. Copruposka. Co3nanue
MapKUPOBaHHBIX CUCKOB. CO3/1aHNe HyMEPOBAHHBIX CITMCKOB

Tema 4. Coz0anue naonucet

Co3nanne Haanuced. JloOaBiacHHE M HM3MCHEHHE TEKCTa
HAAMKUCU. Y[ajeHue Haanucu. V3meHeHwe pa3zmepa HaANUCEH.
KomupoBanne wu mnepemewmenue Haanucu. DopmatupoBaHue
Haanuce. GopMaTUpOBAaHUE TEKCTa HaAmucu. BeiOop 1BETOB U
pamok. [loGaBnenne TeHu u oObema. Bepctka TekcTa C
UCIIOJIb30BaHUEM Hajnucel. Mcronb3oBanue Hamuce Ajs neyatu
PEKBH3HUTOB U CXEM

Tema 5. Bepcmxa mexcma 8 HeCKOILKO KOJIOHOK

Co3naHue KOJOHOK. l3MeHeHWe MHMpPUHBI KOJOHOK U
MHTEpBAJIAa MEXIY HUMH. bamaHCHpOBKa KOJIOHOK. Y JajeHue
dbopMaTupoBaHus B BUJE KOJIOHOK

Tema 6. Paboma ¢ mamemamuyeckumu opmyiamu

BcraBka ¢opmynsl. Pabora ¢ penmakropoM dopmy.
Hacrtpoiika BHemHero Bunma ¢opmyin. V3meHeHHe pa3MepoB |
ctuieit mpudros..

Tema 7. Bcmaska pucynkos 6 Ookymenm. Pucosanue
BceraBka pucynka. KomupoBanue pucyHka ¢ momomipio Oydepa
obmena. BcraBka pucyHka B Kajp, B TEKCTOBOE Moje. M3menenue
pasMepoB pUCYHKOB. OOpamyleHWEe pHUCYHKa, IepeMelleHne
pucynka. ['pynnupoBanue pucyHkoB. OOTeKaHHE TEKCTa BOKPYT
pHUCYHKA.

Coznanue u nsmenenue ¢uryp. @opmarupoanue Quryp.
Pasmemenue rpaduyeckux oOBEKTOB. BkitoueHHe TeKcTa B
pucyHku. Pabota ¢ pucoBaHHBIMU OOBEKTaAMH

Tema 8. Cnocku, bubnuocpaguueckue cnucku

BcraBka cHocok. BcraBka omHoit cHocku. IIpocMoTrp u
penakThpoBaHHMe CHOcCOK. KomupoBanue, mepemelnieHue W
ynasnienne cHocok. Odopmiienne OubIMorpad@uueckux CChUIOK.
Odopmiienne 6ubaorpapuuecKux CUCKOB

Tema 9. Ilocmpoenue ouacpamm

Coznmanue  nuarpaMMbl. Hactpoiika  amarpammbi:
peIaKTHpOBaHUE TAOIHIIBI JAHHBIX, BBIJICIICHUE JTAHHBIX, 3aMCHA U
pelaKTHpOBaHUE CYIIECTBYIOIIUX JaHHBIX. BcTaBka M ynaneHue
CTPOK | CTOJIONOB. VI3MeHeHHe THITa AHarpaMMbl

Tema 10. Paboma co cKaHupoBaHHbIM MEKCMOM UlU
mekcmom uz Unmepnema




