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Koa n HaumeHoBaHue HaNIPpaBJIeHUs] NOATOTOBKHU, PO uJisi:
38.03.02 MeHeKMEHT

MeHemKMEHT KPEaTUBHBIX ITPOEKTOB
KBamuduxanus (cTeneHb) BLINYCKHUKA: OaKagaBp
®opma 00yyeHHs: O4HAs
Leapb ocBoeHUsI AMCUMIIMHBI: CPOPMUPOBATH CIEAYIONINE KOMIETEHIUN

Kon HanmeHnoBanue HanMeHnoBanue 3Tama 0ocCBOEHUS KOMIIETEHIINHI

KOMIETCHIINH KOMIIETCHIIHH

OIIK-7 CITIOCOOHOCTH pelIaTh 3HaHuUs:
CTaHJApTHHIE 33/1a4H 0 KOMIBIOTEPHOH TPaMOTHOCTH U  KYJbType
npodecCuoHaTbHON WCIIONBb30BaHusa 1UdpoBol  wmHPOpManmu, Oe€3
JeSITeIbHOCTH HAa OCHOBE KOTOPBIX HEBO3MOKHO ¢dbopmupoBanue
nH(GOPMALIMOHHON U HE00X0IUMOT0 KOMILIEKCa KOMITETEHITH
oubnmorpadudeckoit COBPEMEHHOTO CIEINAJIHCTA;
KyJbTYpbl C IPUMEHEHHEM | UCTOPUHM, MecTa U pOoidd  HHGOPMALHUOHHBIX
MH(POPMALIMOHHO- TEXHOJOTM B  JKM3HM  OOIeCTBA H B
KOMMYHHKAIIHOHHBIX npodeccuoHanbHOM e TeIbHOCTH;

TEXHOJIOTHM U C YUETOM
OCHOBHBIX TpeOOBaHHUIA
UH(POPMALMOHHON
Oe3omacHoCTH

pa3naruy UHGOPMAITMOHHBIX U KOMIIBIOTEPHBIX
TEXHOJIOTHIA;

YMmenus:

MOJIH30BATHCS KOMITBIOTEPOM JIJIST OCYIIECTBIICHUS
JICJIOBOM KOMMYHHUKAIIUH, TIOATOTOBKH JOKYMEHTOB
pasHoro pojaa (muceMm, TaONMI], Tpe3eHTaIlui, 0a3
JTAHHBIX);

peniaTh MOBCEHEBHBIC HHPOPMAIIMOHHBIC 33 1a4H
(co3maHus TEKCTOB, IPEe3eHTAllMM, TabuIl, 0a3
JAHHBIX );

Hagpiku:
JIEJI0BO KOMMYHHUKALUY;
MH(OPMaLMOHHOT'O IOUCKA,

Ilnan kypca



Ne i/

HanmeHnoBanue TeMm
(pa3nesioB)

Coaep:xanue Tem (pa3iesioB)

Tema 1

Bsenenue. OcHOBHEIE
MOHATHUS U OTIPEICTICHUS
MHPOPMATUKU

[Ipeamer, 3amaun U nenu kypca. OCHOBHBIE TOHSATHS U UX
OIpeIeNIeHus: UHpOpMaTHKa u UH(pOpPMaTU3ALMSL.
Wudopmaruzamus oOmecTBa: 3Ha4eHHE HH(OPMAIIMOHHBIX
PEBOJIIONMH, OMNBIT MHPOPMATU3ALMM, MEPCIEKTUBHBIE HJIEH,
UH(POPMALMOHHAS KyJIbTYpa. [IpaBoBbIE aCTIeKThI
uHpopmaruzamuu. Poinp uHpopmatuku B (HOpMUPOBAHUU
COBPEMEHHOI0 CIIELUAINCTA.

WMHpopMannoHHbIH MOTEHIMAT 001ecTBa: HHPOPMALIUOHHbIE
pecypchl, THPOPMALMOHHBIEC TPOAYKTHI M YCIIYTH, CTPYKTYypa
pbIHKA MH()OPMALIMOHHBIX IPOJYKTOB M YCIYT.

Tema 2

WNudopmanus u
nH(pOpMaIMOHHBIE
HPOLIECCHI

Wudopmanus: MOHATHE, BUIBI W CBOMCTBA, HH(pOpMarus u
nanable. CooOmmeHWss W CHTHaIBL. Mepsl  WHpOpMAINH,
sHTponus. EquHuibl namepenus nHdopMaluu.
XapakrepucTuka HHQOPMAIMOHHBIX MTPOIECCOB: cOOP,
00paboTka, XpaHeHHE, HAKOTUICHUE, KiacCu(pUKaIs 1
KOJIMPOBaHKe, Niepeiada U pacpoCcTpaHeHue HH()OPMAITHH.
WMudopmannoHHas TEXHOJIOTHS: TOHATHE, HA3HAUYCHHE.

Tema 3

dyHKUMOHANBHAS U
CTPYKTYpHasi OpraHU3aIys
nH(GOPMaLIMOHHON
CHCTEMBI

Apxutektypa MHQOpMaMOHHONW cucTeMbl: moHsATHe. [Ipunnun ¢on
Hetimana.  Knaccubukamms  MC.  MaructpaibHO-MOIYJIEHEIH
npuniun noctpoennss MC. CocraB, Ha3HaYeHHE M XapaKTEPUCTUKU
OCHOBHBIX YCTPOWCTB MH(pOpPMaLMOHHON cucteMbl. [lepudepuiinsie
ycrpoiictBa MUC M uX XapakTEepUCTUKU. ATNapaTHBIE CpPEACTBA
myneTuMenua. Kputepum Bboibopa MC g mgoma u  oduca.
O3HaKoOMJIEHHE C OCHOBHBIMU MOIYJISIMHU 1 ycTporicTBamu MC

Tema 4

[IporpammHoOe
obecrieueHne
MH(POPMALIMOHHOM
CHCTEMBI

[Tporpammuoe oOecrneyeHne HMH(POPMALUOHHONW CHCTEMBI:
MOHsATHE, Ha3HadyeHue. Kiaccupukamuss  TpoOrpaMMHOTO
obecrnieuenus (I10) UC. Ha3znaueHue onepaniOHHONW CHCTEMBI
(O0). Bust OC. HNuctpymenTapun pereHus
¢yHkunoHanbHbIX 3axa4. [Ipuxmnagnoe I10.
[Tonsitue (aiinoBoii CUCTEMBI.
nonb3oBarenbckuil  uHTepdeiic  Windows.
cayxkebnpie mporpammbl  OC  Windows. CepBucHeie u
oOciyxuBaroniie  nporpammbsl  ((ailyioBele  MEHEIKEpHI,
AHTUBUPYCHI, apXuBaTtopsl W ap.). OOcCIyXKMBaHUE IUCKOBOU
CUCTEMBI. YHUBEPCAJIbHbIC YTHIUTHBIEC MAKETHI.

I'paduaeckuit
CranpapTHble "

Tema 5

TexHomorus 06paboTku
JOKYMEHTOB. TEeKCTOBBII
nporeccop Word

[TonsiTe NOKyMeHTa, CO3JaHHWE W HCIIOJIb30BaHUE IIAOJIOHOB
JOKYMEHTOB B pasnuuHblx npwioxenusx MS  Office.
OcHOBHBIE BO3MOXHOCTH TEKCTOBOro mpomueccopa Word mo
CO3aHHI0 JIOKyMEeHTOB. Pabora ¢ Tabnumamu, quarpammami,
dopmynamu, BO3MOKHOCTH pPEIaKTHPOBAHUS "
dbopmaTupoBaHUsl JOKYMEHTOB, TEXHOJOTHS BHEAPEHHUS U
cBs3pIBaHMA 00BekToB. Co3maHuMe JOKYMEHTOB — CIIHSHUS,
MCEeM, KOHBEPTOB, HAKJICEK.

Tema 6

OcHOBHBIE BO3MOXKHOCTHU
TaOJIMYHOTO MpoIeccopa
Excel

[TonsaTe  anmpecanuu, CTHIEH  CCBUIOK,  OpraHHU3alHd
CTPYKTYpUPOBAaHHBIX JIaHHBIX B paboumx KHurax Excel,
OCBOCHHME HAaBBIKOB DEIAKTHPOBaHUS U (POpMaTHPOBAHHUS
JUCTOB M JaHHBIX B KHUTAaX Excel. CiocoObr 00paboTky umcent
B (opmynax u (GYHKIUAX; OTACIbHBIE KaTErOpuu (yHKIIHA
Excel: mata w Bpems, TEKCTOBBIE, MaTeMaTHYCCKUE,
CTaTUCTHYECKHE, JIOTUYECKUE, (DUHAHCOBBIC; WCIIOJIL30BAHHE
BJIOKCHHBIX (D)YHKIMHA; HAa3HAYCHUE TMOCTPOHUTENsT QYHKIMUA U




Ne i/

HanmeHnoBanue TeMm
(pa3jaejioB)

Conep:xanue TeM (pa3iesioB)

preMbl padoThl ¢ HUM; TIOHsATHE MaccuBa B Excel. OcHOBHEIE
npueMbl paboTel ¢ MacTepom auarpaMm.

OcBoeHnue mnpueMoB (UIBTPALMU JAHHBIX - MPUMEHEHUE
aBToQUIbTpa ®W  pacmupeHHoro  ¢GUiIbTpa,  CHOCOOOB
MOJIBEJICHUSI UTOTOB B OJHOYPOBHEBBIX W MHOTOYPOBHEBBIX
CIHUCKaX; TMPUEMOB TPYNIUPOBKM JAHHBIX U  CO3JAHUS
CTPYKTYp; KOHCOJNHWJALMK JAaHHBIX TI0 KaTeroOpwsiM, IO
PacMoIOKEHUI0 M C HCIOIb30BAaHHUEM TPEXMEPHBIX CCBHUIOK.
WNucTpymMeHTHI yIpaBICHUS CBOJIHBIMU TabIUIIAMU.
3HakomcTBO ¢ Hazactpovikamu Excel («Ilouck pemenusy,
«AHaau3 TaHHBIXY).

Tema 7

OCOOEHHOCTH CO3IaHusL
0a3 ga”HHbBIX B MS Access

OCHOBBI OCTpOCHUSI 0a3 JAHHBIX, CO3JaHUE TAOIUI H
OpraHu3anys CBsI3€H, BBOJ M IPOCMOTP AAHHBIX B PEXKUME
tabuuupl. Co3aHue 3apocoB BEIOOPKH JaHHBIX U 3aIIPOCOB Ha
m3mMeHenne B MS Access. Pazpabotrka ¢opm (TIaBHOH,
OCHOBHO ¥ JIONIOJIHUTEIIbHON), CO3/IaHHE U I1eYaTh OTYCTOB.

Tema 8. | Pabota c rpadukoii B Visio

BosmoxkHocTH mipmiokeHHst Visio mo pabote ¢ rpadudecKuMH
Tpadaperamu. OCHOBHBIE MHCTPYMEHTBI, CIIOCOOBI HCIIOIB30BaHUS,
0CcOOEHHOCTH.

Tema 9. | llogroroBka myoauKammii B

Publisher

Bosmoxknoctn mpunoxenusi Publisher. OcHOBHBIE WHCTPYMEHTHI,
Croco0bl HCIOJIb30BaHMs, ocodeHHocTH. Co3laHue NyOnuKanuid u
MakeToB web-caiiToB ¢ momomibio mabdaonos Publisher.

Tema
10.

Opranuszanys u
TUTAHUPOBAaHUE OPHUCHON
nesrenbHocTd B Outlook

OCHOBHBIE MHCTPYMEHTHI OpPTaHU3allMi IUIAHUPOBAHHUA U KOHTPOJIA
noBceHeBHOHN oucHoit nesrenpHocT B MS Office Outlook. PaboTa
C KaJeHIapeM, OpraHu3alus CoOpaHuil, COBEIAHUI, KOHTPOJIb
3aJlaHMid, OTIIPABKa JIEKTPOHHBIX MTOYTOBBIX COOOIIECHUIA.

®opMBI TEKylIEro KOHTPOJIS YCIIeBAEMOCTH U MPOMEKYTOYHOM aTTEeCTALMH.

Texywaa ammecmayusa:

B xonme peamuzanuu aucuuivinebl «MHQOpMaTHKa» HCHONB3YIOTCA CIEIYIONINE METOJbI
TEKYIIETO0 KOHTPOJISI U YCIIEBAEMOCTH O0YUYaIOIITUXCS:
— MpU TPOBEACHUM TMPAKTUUECKUX 3aHATHI: Ompoc, KOHTpoJbHas paldoTa, IUCHYT, TeCT,
KOJUTOKBUYM.
- IPU KOHTPOJIE Pe3yIbTaTOB CaMOCTOSTENbHOM pabOThI CTYIEHTOB: 3cce, pedepart.

Ilpomesicymounas ammecmayusn:
3auer MMpOBOAUTCA C NPUMCHCHUCM CIICAYIOIHUX METOAOB:
3armuTa KOHTPOJIBHOM paboTs! Ha ITK. 3amiura BKIOYAET:

o BBISAABJICHUC U OIMMCAHWEC MHCTPYMCHTAPUS JJIS BBIIIOJHCHUSA 3aJIaHUS;

e pa3paboTKa CTPYKTYpHI aJITOPUTMa BIMOJIHEHUS 3a/1aHuUs;

e mpencrasieHue 3aaanus ¢ nomouisio UT (Ha [1K);

e  BBIOOp TEXHOJOTUH peaan3aluy 3aJaHus;

L4 peai3anusa MYHLTHMGHHﬁHOFO KOHTCHTA 3a1aHUA,

L4 aHaJIn3 U NpCACTAaBJICHUC PC3YJIbTATOB.
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