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Pe3rome. Y po0oTi mpaimiBHuKa JekaHaTy (akyIbTeTy MiATOTOBKMA IHO3EMHHX TPOMaJsiH 0araTo Ba)KKHX
MoMeHTiB. OJTHUH 13 HUX — KOHTPOJIb Bi/IBi/TyBaHHS CTYJCHTAMH HABYAIbHHUX 3aHSATh.

[Ipobnema nossirae B HEOOX1THOCTI MOMICSYHO 0OPOOIISATH 3HAYHUI 00’ €M PO3PI3HEHOT 3a CIIOCOOOM JIOCTaBKH,
ciabko yHidikoBaHOi iH(popMaIli. Y Takiii cuTyallii B Haroai Moxke ctatu Microsoft Forms. ¥ monepentbo cTBOpeHiit
(hopMi MU BUKOPHCTOBY€EMO MOKIIMBICTh OTpUMaHHsI (paiiniB. Lle mepeTBOpUTh IHCTPYMEHT ONMUTYBAHHS B CUCTEMY 300py
3BITIB 3 MOXXJIMBICTIO aBTOMAaTH30BAaHOTO MapKyBaHHs JOKYMEHTIB, PO3MIIEHHS X B 3aXWIIEHOMY CXOBHIII,
ToTepeIHBOI IEPEeBIpKH Ha BIAIOBIAHICTH YMOBI opMaTy Ta po3Mipy, CHUIBHOT 0OpOOKH IpyIIaMu JIOMyIIEHUX 0Ci0 Ta
3BEJICHHSIM onuTaHol iHpopmanii 10 ¢opmary tabmuui Microsoft Excel, ne MoxkHa 3 JIETKICTIO 3aCTOCOBYBATH
COPTYBaHHS 32 HEOOX1THUM KPUTEPIEM JUIsi KOHTPOIIO (hakTy BUKOHAHHSI 3aBAaHHS OKPEMUMH PECITIOHJICHTaMHU.

Jus ywigikanii 3BiTHOT iH(opMauii Ta 3a0e3nedeHHs I NMPUOATHOCTI 1O aBTOMAaTH30BaHOI 0OpOOKM
PEKOMEHIyeMO TIpuiiMaTH 3BiTH y (GopMati 3axuiieHoi Tabmuii Excel, 3amumiarods TOCTYMHUME IS 3MIHH JIHIIE
HeoOXiH1 koMipkH. J{J1st 3a0e31eUeH s CIIUILHOTO MEepPeTrJisiy Pe3yJIbTaTiB WieHAMH KOHTPOIIOKY0T KOMaH/IM HE0OXi/THO
po3IaTy mpaga JOCTYIy Ha Ieperiisi (GOpMHU Ta MOXKIIMBICTD TIEPETIISIAY MAMKH, /1€ aKyMYJIIOIOThCS (aiin 3BITiB.

BucnoBku. 3a nepion BnpoBamkeHHs oTpuMmano 390 3BitiB Binm 50 xadenp, Ha sxux Buknagaerbes 106
MpeaMeTiB. 3aBISKH JBOCTOPOHHBOMY KOHTPOJIIO MiJBHIMIACH €(EKTUBHICTh Ta BYACHICTH MOJa4l JOKYMEHTIB.
CKOpOTHBCS 4ac, 3aTpaueHHi Ha 3BeleHHs iH(popMallii MpeJcTaBHUKaMH JIeKaHaTy. 3pociia JOCTOBIPHICTh KIHIEBHX
JIAaHWX 3aBJISTKU 3MEHILICHHIO YMCIIa MEXaHIYHUX ITOMHUIIOK 1, BIAMOBITHO, €(EKTHBHICTH KOHTPOJIO YCIIIIHOCTI CTYICHTIB
(baxybTeTy.

Karwudosi cmoBa: Microsoft Office365, Microsoft Forms, aBTomarusauis 300py iHdopmamii, KOHTPOJIb
BiJIBiTlyBaHHS HaBYAJIbHUX 3aHSATh.

Beryn. Y poOorti npaiiBHuKa ekaHaTy (akyib- — BCe, TIpUBEIeHI HUKYE pexomeHaanii Ta

TETy MiJArOTOBKU IHO3EMHHX TI'POMAaJsH 0araTto Ba)KKHX
MOMEHTIB.  bijgpmicte 3 HHX  THOB’s3aHi 3
TPAHCKYJIBTYPHUMH KOH(IIKTAMH, PI3HHUII B CHCTEMI
IIHHOCTEH  yYaCHUKIB  MENArorivyHoro  Iporecy,
HECYMICHOCTI PEJIriif Ta MCUXOJIOTiH, 10 HAIIAPOBYETHCS
Ha 3HAa4YHWK 00’€M BHYTPIMIHBOTO ¥ 30BHINIHBOTO
JIOKyMEHTOOOITy Ta IIOMICSYHOI aHamTHKU. Bce
nepesideHe He MOXKE He HaITOBXYBaTH Ha TYMKY PO
HEBJISTYHICTH Takoi cripaBu. [IpoTe BapTo 3a3HAYNUTH, 11O
HE y BCiX BHUIIMX HABYAIBHHX 3aKJaJax L€ OJHAKOBO
CKJIaJTHO, OCKUIBKH POOOTY, sika MOoXke OyTH 3poliieHa Oe3
3aJIydeHHsI JIIOJICBKUX PECypCiB, BCE K BapTO IMEPEKIACTH
Ha aBTOMAaTHU30BaHi CUCTEMH BUPOOHHIITBA.

Opniero 3 Takux podbiT € 30ip Ta 0OpoOKa
iH(opMaIii o010 BiBIIyBaHHS CTYAECHTAMH HaBUAJIBHUX
3aHATh. SIKIIO YHIBEPCUTET CIPOMIICS CaMOTYXKKH
pO3pOOHUTH 1 BHIPOBAAMTH B PYTHHHY IPaKTUKY
€JICKTPOHHI KYPHAJIX Y 3HANIIOB (DiHAHCOBI MOXKITMBOCTI
npuadaTH KOMILIEKCHI pillleHHs U1l pOOOTH HaBYaIbHOTO
saxnany Ha kmtanT Classter, Canvas Ta iH., TO, CKOpIIII 32
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MIPOJICMOHCTPOBAHMM MPAKTHYHHI JOCBIA Oye HE HAATO
KOPHCHHUM, B CHJTY BiIMIHHOT IUCITO3HIIIT BUXITHUX TaHHX.
3a HeoOXiAHOCTI, MOXHa IIEPEHECTH 3alPOIIOHOBAHY
CHUCTEMY 300py Ha IHIII BUIU aHATITHKH.

Pe3yabTaTu qociaigkeHHs: Ta iX 00roBopeHHsl.
Omxke, mpoOiieMa IONATa€ B HEOOXITHOCTI MOMICSYHO
00pOoOJIATH 3HAYHMI 00’€M PO3PI3HEHOI 3a CIIOCOOOM

JIOCTaBKH, cJa0ko yHidikoBaHoi iHQopmanii, 10
JOAATKOBO  YCKJIQJHIOETBCS ~ BUMOTOIO  IIOCTiHHOTO
KOHTpomo  (akTy  BHKOHaHHS  3aBJaHHS  BCiMa
yYyaCHMKaMH  mponecy.  TpamuuiiiHo  iHpopMaris

MMOA€ThCS HA IMANCPOBHX HOCIAX, O0OpoOKa SKHX
HACTUTbKM TpHBaJia, IO Iepeabadae 3HAYHUX 3aTpaT
JOAChKUX pecypeiB. JyOmsok iHdopMarlii B eeKTpOHHIN
(opMi, Ha TTOIITY YCTAaHOBH, JIOAAE TPOOIIEMY COPTYBaHHS
Ta MepeHeCeHHsI IS MOAIBIIOT 00pOOKH, 1, 3BaXKAIOYH HA
KUIBKICTh PECIIOH/ICHTIB, 3aMiHs€ OJIMH BU TisUTLHOCTI Ha
THIIHA.
Y takifi cuTyarii B Haromi

moctymHud  3a  mignuckoro  Office365

MOXE CTaTh
IHCTPYMEHT




Microsoft Forms, sikuii mepeabavae CTBOPEHHS ONMUTYBaHb
Ta TecTyBaHb [1-3]. JlomaTok He m030aBICHUIN HEIOMIKIB,
MPOTE€ AaKTUBHO PpO3pOOJSETHCS 1 JOMOBHIOETHCSA. Ha
MepeNiKy HE3pYYHOCTEH 3aCTOCyBaHHSA 1 MoOakaHb 10
PO3pOOHUKIB MU BXK€ 3YNHHSUIUCH B HIIIN myOmikarii [4].
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Y naHiii cutyanii, y NONepeaHbO CTBOPEHiH
¢dbopMi, MH BHKOPHUCTAEMO MOXKIHMBICTH OTPUMAHHS
¢atiniB Big pecrionaeHTa (puc. 1).

Tekcr oy

@ BWS-Ip

Ouixka

MNopagok

E Wkana flaiikepra (O

Qaliin nepeaaHo

@ Net Promoter Score®

|_|[J Pozgin

Puc. 1. /insa akTuBanii MoKIUBOCTi OTpUMAaHHA (paiitiB Big pecnioHeHTIB Heo0XixHO B TokyMeHT Microsoft Forms

J0JATH 3alIUTAHHS 3 TUNIOM BianoBiai «Paiin nepegano».

Ile nepeTBOpUTH IHCTPYMEHT OIMTYBaHHS B
CHUCTEMY 300Dy 3BITIB 3 MOMIIUBICTIO aBTOMAaTH30BaHOI'O
MapKyBaHHS JJOKyMEHTIB, PO3MIILEHHS iX B 3aXHILCHOMY
CXOBHILI, ITOTIEPEAHBOI NEPEBIPKH Ha BiIOBIAHICTH YMOBI
dbopMmaTy Ta po3Mipy (3 aBTOMATUYHUM BiIXHJICHHIM
MTOMUJIKOBUX HaJICHJIaHb), CHIIBHOI OOpOOKM rpynamu
JIOMYIIEHUX Oci0 Ta 3BEJEHHSIM ONMHMTAHOI iH(popMalli 10
¢dbopmaty Tadmmii Microsoft Excel, ne MoxHa 3 JIerKicTiO

@ Kadespa MEAVLIMHA KATAC... 10
@ Kadespa MIKPOBIONON, BIP... 9
@ Kadeapa MOBO3HABCTBA 24
@ Kadespa M HOOP 2 =
@ Kadespa MEAWYHOI BIONOT... 3 i
@ Kadespa HEBPONOMI TAHEW... 3
@ Kadeapa OPTONEANNHOI CT... 0 N
P Kadegpa OHKONOT!
@ Kadespa OTOPUHONAPUIHT 3
Kadeapa OPTAHISALII TAEKO.. 0
@ Kadeapa NATOOIZIONOT]

@ <adespa NATONOMYHOI AH... 2

@ Kadegpa NEAIATP 8

3aCTOCOBYBAaTH COPTYBaHHS 3a HEOOXiITHUM KpPUTEPiEM
JUIE KOHTPOJIIO (haKTy BHKOHAHHS 3aBJaHHS OKPEMHMH
pecrionzienTaMu. Ha  nmojmaTtok  icHye  MOMIIMBICTH
nyOnikyBaHHsT rpadiuHUX 3BITIB 332 3rEHEPOBAHHM
aruTiKaIieo MOCHJIaHHAM, IO JIa€ 3BOPOTHIM BINKIMK Ta
JaHi A7 KOHTPOINIIO 13 3aly4eHHSM BCIX YYaCHHKIB
Tporiecy 3BiTyBaHHs (pHC. 2).

S 7 , ,
8 : IIll‘l [ I|III| ' " il | Hlll- I g -"I| ' ‘

Puc. 2. ®parment rpadiunoro 3Bity chopmoBanoro Microsoft Forms. Ilepenik minpo3aiiiB Ta KinbKicTh NogaHux

HUMHU JIOKyMeHTiB.

IIpore anst Toro mo6 naHi rpadivyHOro 3BITY
3aJMIIAJIMCh TOKAa30BUMH Uil TIOTOYHOTO YacOBOTO
BiJIpi3Ky, HEOOXiTHO OUUCTUTH (POpMY TIepe]l HTOBTOPHUM
3aCTOCYBAHHSM, OCKUIBKM MOJKJIMBICTh BiJOOpaskeHHS
YaCTHHH BiJICOPTOBAHOI 32 IEBHUM KpHUTepieM iH(popmartii
He rnependayeHa po3poOHUKOM. MOKIIUBO, 1€ MOTPIOHO
peayi3oByBaTH 3a JOMOMOTOIO IHIIOTO IHCTPYMEHTY,
Takoro, Hampukiaa, sk Power Bl Binm mo3Bosse
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BizyanizyBatu iH(opMmarllito, mpeacraBieny y Gopmi
€JIEKTPOHHUX TalbiuIpb, Oe3mocepeqHbO BijmoOpaxkaTH
3MiHH, SKi BimOyBaroThcs, B MacuBi maHux [5]. IIpore
MoTpiOHO MaTH Ha yBa3i, WO ONHUTYBAaHHS JMHAMIKH
MOKa3HUKIB BiIOyBaeThCs 0 8 pasiB HA NOOY B PIBHHX
4acoBHX  INpOMiDKKax  abo B 3aIIaHOBaHU
aaMiHicTparopoMm 4ac. Lle, 3BMuaiiHo, He JOCTaTHBO, SKIIO
mocTaBUTH co0i MeTy myOnikyBatd iHQopmamito mpo
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yCIIiIIHE 3alIOBHEHHS (JOPMU B PEXKUMI PEaNIbHOTO Yacy, i
MOX€E TMpH3BECTH J0 JAyONIoBaHHS JaHUX dYepes
HeroiH(QOPMOBaHICTh PECIIOH/ICHTA.

[Ticnst crBopenHs popmu MOTPiIOHO HATTOBHUTH 11
YTOYHIOBAJILHUMH 3aITUTaHHSMH, SIKi CTaHYTh MapKepamMH
COPTYBaHHS B oAbl poooTi. J{iist onucyBaHoro Ty
3aBaaHb 1e OymyTh: «Ha3Ba CTPyKTYpPHOTO MiAPO3IiUTY»,
«HasBa npenmeTy, 110 BUKIAAA€ThCA», «3a SKUH 4acOBU
Iepioj MoJaHo 3BiT», «CremianbHicTh», «Kypey, «Hu €

6.
3aHATTA Bif NouaTKy cemectpy)?

-~ [Joaatv BapiaHT [lonat BapianT "IHwe"”

@ Kinska sianosigei

7. loeaHaiiTe nonepefHbo 3anoBHeHY dopmMy ¥-5.12 y ¢opmarti Excel 3 saworo MK * —

’T‘ Mepenatv dain

Makcumanssa kinskicrs daiinis: 1

Uw € nponyuieHi 233HATTA 3 BalLOro NpeAMETY 3a BKazaHuii nepiog vacy (abo He BignpausogaHi nponyueni

OBMexerHa Ha posuip opHoro daiiny: 10MB  [lossonexi v daiinis: Excel
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MIPOIYILEHI 3aHATTS 3 BAlIOr0 MpPEIMETy 3a BKa3aHWi
nepion yacy (abo He BiANpanbOBaHi MPOMYIICHI 3aHATTS
Bi moyatky cemectpy)?». OcTaHHIH WYHKT, TpH
3aCTOCYBaHHI BapiaHTy rayry>KeHHs, JIO3BOJISIE
IUQEpeHIIIOBAaHO 3aBEpIIUTH 3aloOBHEHHS (OpMH Ta
YHUKHYTH HEOOXiJHOCTI JI0J]aBaHHS MTOPOXKHIX (aiiitiB 3a
BIICYTHOCTI ~ (DaKTMYHHMX TMPOMYIIEHHX 3aHSATh Ta
000B’s13k0BOMY nuTaHHI THITY «®Daiin nepenanoy» (puc. 3—
4).

o QBog'A3k0Be 33NUTaHHA

i Bunagkoewit NopAAOK BapiaHTis !

PO3KPWBHKUIA CNUCOK

Migzaronosok

-_> [floaaTv BlaranyxerHs

Puc. 3. 3acrocyBaHHsi BapiaHTy rajxys;keHHsi B 1okymeHTi Microsoft Forms.

6. Y41 € NPONYLLEHI 3aHATTA 3 BALLOMO NPEAMET...

Tak

—b' Mepeitv A0 7. loganaiiTe NonepenHbO 3aMOBHEHY...

Hi —»' MepedT A0 Kineus dopmm v

7. JoeqHaliTe nonepeaHs0 2anoBHeHy dopmMy ¥Y-5.12 v dopmari Excel 2 eaworo MK *

$ Mepenatik dalin

MakcumaneHa Kinexicts dadinis: 1

OBuexenns Ha pasnip oaroro daiiny: 10MB  [lassonswi wnw daiinis: Excel

Puc. 4. ®parment noxymenty Microsoft Forms. BignoBines «Hi» n0o3BoJisie 3aBepIluuTH 3an0BHEHHA (opmu 3
000B’A3K0BUM A0AaBaHHAM ¢aiiny y popmati Excel Ta o0OmesxenHsiM po3mipy B 10 Mb 6e3 BinnpaBku nopo:kHbO1

Tadanui.
Juns  ynidikanii  3BiTHOI  iH(opmamii  Ta
3a0e3medeHHs] ii MPUAATHOCTI 1O aBTOMAaTU30BAHOI

00poOKM peKoOMeHAyeMO MpuUiMaTH 3BiTH y (dopMmarTi
3axuineHoi Tabmmii Excel, 3aiumiarodn [OCTYITHUMH JIJIS
3MiHM JIUIIE HEeoOXiaHi KoMipku. binblie Toro, HaBiTh y
BIIKPUTHX JUIA 3MIHM KOMipKax Kpalie IONepeaHbOo
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oOpatu GopMaT J03BOJICHUX U BBEACHHS NaHUX, 00
mornepe/uTd  MOMUIKH. JIocTynm 70  TiArOTOBICHUX
1a0JIOHIB MU PEKOMEHIYEMO 3a0€3MEUUTH MOCHITAHHAM
HA XMapHe CXOBHWIIE, A€ BOHH OYyAyTh MOCTYIHI st
CKauyBaHHS, ©0€3 MOXJIMBOCTI  pelaryBaHHs, Ta
PO3MICTHTH HOTO B IO «oruc Gopmu» (puc. 5).

oepesens, 2021
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3aBaHTa>keHHA BIAOMOCTEN MPOo NPOnycKun
Ha Ol X

[lnA 3aBepLUeHHA 3aNOBHEHHA Bam 3HaA06WThCA NONEPeAHBO 3aNMOBHEHA aKTyaNbHUMMW AaHumK Dopma ¥-5.12
(zaxuenwid daitn EXCEL), wabnoH akoi goctynHwid gna CKAYYBAHHA Ha Baw MK 3a 4MM NOCMAZHHAM:

https://iftnmu.sharepoint.com/| =WZ8AWu

BubepiTb BIANOBILL

1. HazBa cTpykTypHOro nigposainy *

Puc. 5. Joctyn no maduoHiB mpocrinie 3a Bce 3a0e3MeYNTH MOCHJIAHHIM HA XMapHe CXOBMIIE, KOTpe

Kpaue po3MicTuTH B onuci fokymeHTy Microsoft Forms.

Micns 3al0BHEHHS dopmu BCiMa
PECIIOHJIEHTaMH, [0 MOXXKHa OOMEXHTH SIK B 4aCOBOMY
MPOMIXKKY, TaK 1 B KUIBKOCTI BIIMOBIZACH BiA OJHOTO
KOpUCTYBaya, MU OTpUMYyeMoO (aiin y dopmaTi Tabmuii
Excel, ne 3BeneHi BCi aHi yTOYHIOBAJbHUX IHUTaHb, a B
OCTaHHIN 3alOBHEHil KOJOHIII MICTUThCS MOCHJIAHHS Ha
3aBaHTaXCHUM pamopt. Jlias 3a0e3MeuyeHHs CIIJIBHOTO
Meperssily ~ pe3ylbTaTiB  WiICHAMH  KOHTPOJIIOIOYOT
KOMaH1 HeoOXiTHO PO3/IaTh MpaBa JIOCTYITY Ha MepPerIisi
dbopMH Ta MOXIHMBICTE IEperisiAy  Markd, Je
aKyMYJIIOIOTBCSl (paliin 3BIiTIB (MICTHTBCS HA XMapHOMY
mucky OneDrive kopucTyBaua, mo CcTBOpUB (opmy
.\pps\Microsoft Forms\«IMm’st ¢opmu»), mmus yoro
rerepyemo B Microsoft Forms mocumansst uis criBmpar,
KOTpe MoOxe OyTH OOMEXEHUM ISl AOCTYIy II€BHUM
TIePeITiKOM CITiBpOOITHUKIB, UM IOCTYITHUM JJIsI Oy 1b-KOTO
3 oprasisailii, XTo OTpUMac JiHK (puc. 6).

Buxopucropyroun TEKCTOBI ¢inbTpH,
BIJICOPTOBYEMO 3BITH, SKi MiJJIATalOTh 3BEACHHIO U
00po0IIi, 1110, 3BMYAHO, HabaraTo MIBU/IIIE, HiX 00poOKa
MAepoBUX IAOKYMEHTIB YM IOLIYK JIUCTIB y IOIITOBIH

CKpuHi (OKpIM BHUMAIKy 3aCTOCYBAaHHS CICIIaJbHUX
KIIOYiB Yy TeMaxX Ui HACTYITHOTO  BHPi3HEHHS
JIOKYMEHTIB).

[Ile mwBuAIMM y TUIaHI aBTOMaTU3alii 00poOKu
OyJ10 OM CTBOPEHHS XMapHHUX TOKYMEHTIB, PO3MILIEHUX Y
3akputiii SharePoint rpymi 3 MOXIHBICTIO CIIJIBHOTO
3anmoBHeHHs. [IpoTe mpoOHEe BHIPOBaKEHHS JAHOT
CHUCTEMH JIOBEJIO BPA3JIMBICTh JI0 IIKIAIMBUX Jiid 3 OOKYy
HEJOCTaTHBO MiATOTOBJIEHOTO IEPCOHATY, IO 3BOAUTH
HaHIBEI[b [TO3UTHUBHI CTOPOHU CUCTEMH.

3a mepion BIpoOBapKEHHs oTpuMaHo 390 3BiTiB
Bix 50 kadenap, Ha SKUX BUKIaAaeThcs 106 mpeameris. 3a
MIPOJIEMOHCTPOBAHUM  3Pa3KOM TaKOX aKyMYJIOETHCS
iHpopMallis Tpo omIaTy 3a HABYaHHSA, 3MiHY
MIEPCOHANIBHUX JIAHUX, ITPO 3aBEPIICHHS CEMECTPY. X04a B
OCTaHHBOMY BHIQJIKy HE NependavyaloThCs HACTUIBKH
CTPYKTYPOBaHi 3BiTH, SK PO BiIBiIyBaHHS HAaBYAJIBHHX
3aHSTh, 110 YCKIIAJHIOE 3BEJICHHSI, IPOTE i NepioJUYHICTD
mojavyi IMX JOKYMEHTIB OXOIUTIOE JIMIIE BiAPI30K
3aBEpIICHHS HABYAILHUX CEMECTPIB.
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CnilnbHWA focTyn

HaacvunanHa Ta 36ip BignoBsiael

Wi

Tineki KOPUCTYBAUI MOET OpraHizauii MoXyTe Bign... v/

https://forms.office.com/Pages/Respon m

CninbHWIA agocTyn Ao wabnoHy

oo
0

ol (=

ByAL-XTO 3 NOCKMAEHHAM MOXe CTROPMTH AyGnikar

https://forms.office.com/Pages/Shan m ]

CninbHWiA gocTyn ana cnisnpawi

KopwucTyeaul 3 pofouumi abo MyglancHumy 0bal. v

https://forms.office.com/Pages/Desi

Puc. 6. ®parment paoxkymenry Microsoft
Forms mnocwianHsi s CHUJILHOTO Meperssiay
pe3yJbTaTiB YWieHAMH KOHTPOJII0I0Y0i KOMaHIU.

BucnoBku:
1. 3aBOsSKu ABOCTOPOHHHOMY KOHTPOJIIO ITiJBHIIUIIACH
e(heKTUBHICTH Ta BUACHICTH MMOJa4i JOKYMCHTIB.
2. CKOpOTHUBCS Yac, 3aTpadeHuid Ha 3BeIeHHS iH(popMarlii
MPeICTABHUKAMU JCeKaHaATy 3 1-2 poOOYUX IHIB JIO Ki-
JIBKOX TOJMH.
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3. 3pocia TOCTOBIPHICTH KIHIICBUX JAHUX 3aBISKH 3MCH-
LIEHHIO YHCIIa MEXaHIYHHUX Ta JIOTICTHYHUX TOMHIIOK.

4. SIk HacNiZOK MiJBHUIIEHHS TOYHOCTI CHOCTEPEKEHHS
BUpOciia €(PEeKTUBHICTH KOHTPOJIO YCHIIIHOCTI, IO
CIpUsiE BUaCHOMY pearyBaHHIO Ha HETAaTUBHI TEHEH-
i, KoopauHallii e()eKTUBHOCTI 3aCBOEHHSI 3HAHb, 30e-
PEXKEHHIO 0COO0BOTO CKJIAJy CTYACHTIB.
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OvH W3 HUX — KOHTPOJIb MTOCEIICHUS CTYJICHTaMH y4eO-
HBIX 3aHITUN.

[Ipob6nema 3akiroyaeTcss B HEOOXOAUMOCTH TTOME-
CSIYHO 00pabaThiBaTh 3HAYUTENBHBIA 00BEM pPa3pO3HEH-
HOH 110 c1Ioco0y I0CTAaBKH, 1200 YHU(UIMPOBAHHOMN WH-
¢dbopmarmu. B atom Ham MoxeT momMoub Microsoft Forms.
B npeaBapuTeabHO CO3MaHHOH (hOpME MBI UCIIONB3YEM
BO3MOJXKHOCTh IOJIyYeHUs (aiyioB. DTO MPEBPATUT HH-
CTPYMEHT OITpOca B CUCTEMY COOpa OTYETOB ¢ BO3MOKHO-
CTBI0 ABTOMATH3MPOBAHHONW MAapPKHPOBKH JTOKYMEHTOB,
pa3sMeIeHUE WX B 3alUINCHHOM XPaHWIHUIIE, PEIBAPH-
TEJIBHOI MPOBEPKH HA COOTBETCTBUE YCIIOBHUIO (JopMaTa U
pa3mepa, COBMECTHOW OOpaOOTKH TPyMNIaMH AOMYILICH-
HBIX JIMI] M CBEJICHHEM HH(OpMAuH K (GopMaTy TaOIHIIBI
Microsoft Excel, rie BO3MOXHO € JIETKOCTBIO IPHUMEHSATh
COPTHUPOBKY 10 HEOOXOUMBIM KPUTEPHSIM 11 KOHTPOJIS
(bakTa BBIMOJHEHHUS 3312491 OTACTBHBIMU PECIIOHICHTAMH.

Jlnst yaupukanmu oTyeTHOM nH(pOpMAIMU U 00ec-
MEYCHHUS €¢ MPUTOJHOCTH K aBTOMATU3MPOBAHHON 00pa-
0O0TKEe PEKOMEHIYyEeM OTYEThI MPHHUMATh B (popMmaTe 3a-
IMIIeHHON Ta0smiel Excel, ocTaBisas DOCTYHNHBIME IS
HW3MEHEHHS TOJBKO HeOOX0ouMBbIe stueik. J{iis obecmeue-
HUS COBMECTHOT'O IIPOCMOTpPA PE3YJIbTATOB YWICHAMH KOH-
TPOJMPYIOIICH KOMaHIbI HEOOXOMMO pa3laTh Mpasa Jio-
CTyla Ha IPOCMOTP (OPMBI U BO3MOXKHOCTH IIPOCMOTpa
TaIKH, TJIe aKKyMYJTHPYIOTCS (haiiIbl OTYETOB.

BoiBoapl. 3a iepuo BHeApeHus nonydeno 390 ot-
4eToB oT 50 kadep, Ha KOTOPHIX npenoaatorcs 106 npen-
MeToB. braromapst TByXCTOpOHHEMY KOHTPOJIIO TTOBBICH-
J1ach 3()(HEKTUBHOCTL ¥ CBOCBPEMEHHOCTD IOJIAYH JOKY-
MeHTOB. COKpaTHJIOCH BpeMs, 3aTpaucHHOE Ha CBEICHUE
nHdopmanuu. Bripociia TOCTOBEPHOCTh KOHECUHBIX JaH-
HBIX OJlarofapsi YMEHBIICHHUIO YKClia OMIMOOK, a COOTBET-
CTBEHHO 3((EKTHBHOCTh KOHTPOJIS YCIEBAEMOCTH CTY-
JIeHTOB (haKyJIbTeTa.

KnrwueBbie ciaoBa:  Microsoft  Office365,
Microsoft Forms, aBromartusaimsi cbopa uH(popMaIu,
KOHTPOJIb TTOCEIIEHHs YIeOHBIX 3aHSTHIA.
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Abstract. Introduction. There are many difficult
moments in the work of the dean's office employee of the
faculty of training foreign citizens. Most of them are re-
lated to transcultural conflicts, differences in the value sys-
tem of participants in the pedagogical process, incompati-
bility of religions and psychologies, which is layered on a
significant amount of internal and external document flow
and monthly analysis.

Research results and their discussion. One of
such tasks is to control students' attendance at classes. The
problem is that you need to process a large amount of
poorly distributed information every month. In this situa-
tion, the Microsoft Forms tool, which is available by sub-
scription to Office365, may come in handy, creating sur-
veys and tests. In a pre-created form, we use the ability to
retrieve files. This will turn the survey tool into a reporting
system with the ability to automatically mark documents,
place them in secure storage, pre-check for format and
size, joint processing by groups of admitted persons, and
summarize the surveyed information to Microsoft Excel
spreadsheet format where one can easily apply sorting ac-
cording to the necessary criteria, to control the fact of task
performance by individual respondents.

In addition, it is possible to publish graphical re-
ports, following the link generated by the application,
which gives feedback and data for control with the partic-
ipation of all members in the reporting process. However,
in order for the graphical report data to remain indicative
for the current time period, it is necessary to clear the form
before re-use, as the possibility of displaying part of the
information sorted by a certain criterion is not provided by
the developer, or you may need to implement it with
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another tool, such as Power BI. It allows to visualize the
information presented in the form of spreadsheets, directly
to reflect the changes that occur in the data set. However,
it should be kept in mind that the survey of the dynamics
of indicators is up to 8 times a day, at regular intervals, or
the time planned by the administrator. This is usually not
enough if you set a goal to publish information about the
successful completion of the form in real time.

We recommend that you accept reports in the for-
mat of a secure Excel spreadsheet, leaving only the neces-
sary cells available for change to unify the report infor-
mation and ensure its suitability for automated processing.
Members of the monitoring team must be granted access
rights to view the form and the ability to view the folder
where the report files are accumulated, to ensure that the
results are shared, (contained on the OneDrive cloud drive
to the user who created the form .\Apps\Microsoft
forms\“Form name”). For this end, we generate collabora-
tion links in Microsoft Forms, which may be restricted to
anyone but a certain list of employees, or available to an-
yone in the organization who receives the link.

Conclusions. During the implementation period,
390 reports were received from 50 departments, where 106
subjects are taught. Due to two-way control, the efficiency
and timeliness of document submission has increased. The
time spent on summarizing information by representatives
of the dean's office was reduced. The reliability of the final
data has increased due to the reduction in the number of
mechanical errors, and accordingly the effectiveness of
monitoring the progress of students of the faculty.

Keywords: Microsoft Office365, Microsoft
Forms, automation of information collection, control of at-
tendance at classes.
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