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AHHOTAIIUSI PABOYEH MTPOT'PAMMBbBI JUCHUATLIUHBI
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ABTOpP—COCTaBHUTE/b:

K.T€XH.H, JIOIEHT Kadeapbl MPUKIIaTHBIX
UH(POPMAITMOHHBIX TEXHOIOTHIA

Mocsrun Anexcanap bopucosuu

Kox n HaumeHoBaHue HaNpaBJIeHUs! MOATOTOBKH, PO uJIs:
38.03.02 MeHemKMEHT

MeHeKMEHT KpEaTUBHBIX POEKTOB
KBamndukanus (creneHb) BHIMYCKHUKA: OakagaBp
®opma 00yyeHusi: OUHAS
Leab ocBOeHUS TUCHUTIMHBI: COPMHUPOBATH CIIEAYIONINE KOMITIETEHIINN

Kon HanmenoBanue [1nanupyemble pe3yabTaThl 00yUeHUs 10
KOMIIETCHLIUH KOMIIETEHIINH JUCLUILIMHE
OIIK-7 CIOCOOHOCTH pelIaTh 3HaHUS:

CTaHJIapPTHBIC 33/1a4U
npo¢eCCHOHATIBHON
NesTEIbHOCTH Ha OCHOBE
MH(DOPMAITMOHHOW H

6H6HHOFpa(I)I/I‘leCKOI>'I COBPCMCHHOTO ClieiUainCTa. UICTOpHUU, MCCTA U
KYJbTYPbI C HIPUMCHCHUEM poin I/IH(i)OpMaHI/IOHHBIX TEXHOJIOTUM B KU3HH
I/IH(I)OpMaLII/IOHHO- 06LL[€CTBa nB HpO(bGCCHOHaHBHOﬁ ACATCIIBHOCTH
KOMMYHHKAIIUOHHBIX pasinunun I/IH(l)OpMaHI/IOHHBIX N KOMITBFOTCPHBIX

TEXHOJIOTUM U C yueToOM

OCHOBHBIX TpeOOBaHUM YMenust:

nH(MOPMAIMOHHON MOJIb30BATHCS KOMITBIOTEPOM ISl OCYIIECTBICHUS

0e30IMacHOCTH JIEJTIOBOM KOMMYHHKAITUH, MTOATOTOBKH
JIOKYMEHTOB pa3HOro poxa (muceMm, TaOHIl,
MIpE3eHTAIINN, 0a3 JTAHHBIX ); pemarh
ITOBCEIHEBHEIC nH(GOPMaIIMOHHBIE 3a1a4M
(co3maHusi TEKCTOB, TMpe3CHTaIMi, TabauI, O0a3
JIAHHBIX);
HaBrixu:

0 KOMIIBIOTEPHON I'PaMOTHOCTH U KYJIbTYpPE
UCIOJIb30BaHus U poBoi HHPopMaIu, 6e3
KOTOPBIX HEBO3MOXKHO (POPMHUPOBaHHE
HE00X0IUMOT0 KOMITJIEKCa KOMIETeHIINH

TEXHOJIOTHII;

JIeIOBOM KOMMYHHKAIIUU; HH(POPMAITHOHHOTO
IIOMCKA;

Ilnan kypca

Ne ni/n

HanmeHnoBanue teMm

Conep:xanue Tem (pa3jesioB)

(pa3nesioB)

BBenenue. OcHOBHEIE
TIOHSITHS U OTIPECIICHUS
MHPOPMATUKU

Tema 1 [Ipeamer, 3amaun U uenu Kypca. OCHOBHBIE TOHSATHS M UX
ONpeACIICHUS: nH(pOopMaTHKA u nH(OpMaTH3AIIHSL.

Wudopmaruzamus oOuiecTBa: 3HaueHUE HHGOPMAIIMOHHBIX




Ne i/

HanmeHnoBanue TeMm
(pa3jaejioB)

Conep:xanue TeM (pa3iesioB)

PEBOJIONMH, OMBIT MHPOPMATU3AIMH, TEPCIEKTUBHBIC HJIEH,
nH(popMannoHHas KyJIbTYypa. [IpaBoBEIE aCIICKTHI
uHpopmaruzaiuu. Ponp wuHpopMmatuku B (popMupOBaHHH
COBPEMEHHOTO CIELUAJIICTA.

WMHopMalnOHHBIH MOTEHIMA 001ecTBa: HH(POPMAIIMOHHbIE
pecypcbl, HHGOPMaIMOHHBIE IPOAYKTHI M YCIyTH, CTPYKTypa
pBIHKA HH()OPMAITMOHHBIX MPOAYKTOB M YCIYT.

Tema 2

Nudopmanus u
MH(POPMALIMOHHBIE
MIPOIIECCHI

WNudopmanus: monstwe, BUABI M CBOIcTBa, MH(poOpManus u
nanaple. CooOmeHuss u curHajgel. Mepsl UHpOpMaLuy,
sHTponus. Equnnne namepenns nadopmanum.
XapakTepucTuka HH(QOPMAITMOHHBIX MTPOLECCOB: cOOpP,
00paboTka, XpaHEeHHe, HAKOIJICHUE, KiacCu(UKaIus u
KOJMpOBaHME, lepeiaya U pacupoCcTpaHeHne HH(HOPMAIHH.
HNudopmannoHHasi TEXHOJIOTHUS: TIOHATHE, HA3HAYCHHE.

Tema 3

OyHKIIMOHATbHAS U
CTPYKTYpHasi OpraHu3aus
MH(POPMALIMOHHOM
CHCTEMBI

ApxuTekTypa MHPOPMAIMOHHON cucTeMbl: noHatue. [lpunnun ¢on
Heiimana.  Knaccugpukamms WC.  MaructpaibHO-MOIYIbHBIHA
npuHuun noctpoenuss MC. CocraB, Ha3HaueHHE M XapaKTEPUCTUKU
OCHOBHBIX YCTpOMCTB mH(opMaIrmoHHo# cuctemsl. llepudepuiinbie
yctpoiictBa MIC m uX XapakTepuCTHUKU. AmmapaTHbIE CpPeaCTBa
myneTuMenua. Kputepum Beibopa MC mis mgoma u  oduca.
(O3HaKOMJICHHE C OCHOBHBIMHM MOAYJISIMH U ycTpoiicTBamu MC

Tema 4

[IporpammHuoe
obecrieyeHne
nH($OPMalMOHHON
CUCTEMBI

[IporpamMmmHoe obOecrieueHrue HHPOPMAIIMOHHOM  CHCTEMBI:
MOHATHE, Ha3HaueHue. Kiaccupukanuss  OporpaMMHOTO
obecnieuenus (I10) UC. HaznaueHue ormepariiOHHON CHCTEMBI
(O0). Bunel OC. WHcTpymenTapun pelieHus
¢byHKIMOHaNBHBIX 3a1a4. [Ipuknaanoe I10.

Ilonsitne daitnoBoit CUCTEMBIL. I'padpuueckuit
nosib3oBaTenbckuii  uHTEpdeiic Windows. CranmapTHeie U
cioyxebneie mporpammel  OC  Windows. CepBuCHbIE U
oOciyXuBarole  nporpaMmbl  (QailioBele  MEHEIKepHl,
aHTUBUPYCHI, apXuBaTopsl U ap.). OOcCIyXMBaHUE IUCKOBOU
CUCTEMbI. YHUBEpCAIbHbIC YTUIUTHBIC TAKETHI.

Tema 5

Texnonorus 00paboTku
JTOKYMEHTOB. TeKCTOBBII
nporueccop Word

[TonsiTHe JMOKyMEHTa, CO3/aHHWE M HUCIOIB30BaHUE MIAOIOHOB
JIOKYMEHTOB B pa3auuHbIXx npwiokeHusx MS  Office.
OCHOBHBIE BO3MOXHOCTH TEKCTOBOTO mporeccopa Word 1o
CO3JIaHUI0 JTOKYMEHTOB. PabGoTa ¢ Tabmuiamu, auarpamMmamu,
dbopmynamu, BO3MOXHOCTHU pEeAAKTUPOBAHUSL "
dbopMaTUpOBaHUS JAOKYMEHTOB, TEXHOJIOTHSI BHEIPEHUS W
CBA3bIBAHUSA O6’b€KTOB. CO3[[aHI/Ie JOKYMCHTOB  CJIMSAAHUA,
MMCeM, KOHBEPTOB, HAKJICEK.

Tema 6

OCHOBHBIE BO3MOKHOCTH
TaOJIMYHOTO MpoLeccopa
Excel

[Tonatue  agpecauuu, CTWIEHM  CCBUIOK,  OpraHu3aluU
CTPYKTYPUPOBAHHBIX JIaHHBIX B paboumx kHUTax Excel,
OCBOCHHE HAaBBIKOB pEIAKTUPOBaHUS U (PopMaTHUPOBAHHS
JUCTOB M JaHHBIX B KHUTaX Excel. CriocoObr 00paboTKH uncesn
B (opmynax u (GYHKUMAX; OTACIbHBIC KaTErOpuu (yHKIMNA
Excel: gpmata wu Bpems, TEKCTOBBIC, MaTeMaTHYECKHE,
CTaTHCTUYECCKUE, JIOTUYECKHE, (DMHAHCOBBIC; HCIIOIH30BAHHE
BJIO)KCHHBIX (DYHKITMH; Ha3HAYCHUE MOCTpouTeNss QyHKIUA U
preMbl padoThl ¢ HUM; TIOHATHE MaccuBa B Excel. OcHOBHEIE
MpUEMBI pabOTHI ¢ MacTepoM auarpaMm.

OcBoeHue mpueMoB (UIBTPAIMU JAHHBIX - MPUMCHCHHUE




Ne i/

HanmeHnoBanue TeMm
(pa3jaejioB)

Conep:xanue TeM (pa3iesioB)

aBTOQWIBTPa M  pPACHIUPEHHOro  (WIBTPa;  CIOCOOOB
TIOJIBE/ICHUSI WTOTOB B OJHOYPOBHEBHIX M MHOTOYPOBHEBBIX
CIHMCKAaX; TPUEMOB TPYNIHUPOBKM JAHHBIX W  CO3JaHUSA
CTPYKTYp; KOHCOJNMAALMU JAHHBIX 10 KaTeropusiM, IO
pAcCIIONIOKEHUIO U C HCIOJIb30BAaHHUEM TPEXMEPHBIX CCHUIOK.
HNHCTpyMEHTHI YIpaBJICHUS CBOJTHBIMHU TaOIHIaMu.
3nakomcTBO ¢ Hazactpoiikamu Excel («Ilouck pemieHus»,
«AHaIIN3 JaHHBIXY).

Tema 7

Oco0eHHOCTH CO3IaHUs
0a3 ga"HbBIX B MS Access

OcHOBBI TOCTpOEHHUs 0a3 MJaHHBIX, CO3JaHHE TaONWIl U
OpraHu3anysi CBsi3ed, BBOJ W MPOCMOTP JAHHBIX B PEKHME
tabmmiel. Co3anue 3arpocoB BEIOOPKH TaHHBIX U 3alIPOCOB HA
n3meHenue B MS Access. Pazpabotka ¢opm (Ty1aBHOMH,
OCHOBHOM M JIOMOJIHUTEIBHOM), CO3/JaHUE U TIEYaTh OTYETOB.

Tema &. | Pabota c rpadukoii B Visio

BosmoxHocTH npwiokeHus Visio mo pabore ¢ rpaduUecKUMH
Tpadaperamu. OCHOBHBIC MHCTPYMEHTBI, CIIOCOOBI HCITOJIB30BaHUS,
0COOEHHOCTH.

Tema 9. | [loaroroBka nmyOiukanuii B

Publisher

Bosmoxnoctu mpuioxenust Publisher. OcHOBHBIE HMHCTPYMEHTBI,
CHoco0bl MCHOJIB30BaHMs, ocoOeHHOCcTH. Co3maHue NMyOnuKauuid u
MakeToB web-callToB ¢ moMonipio mabdiaoHoB Publisher.

Tema
10.

OpraHuzanus u
TUTaHUPOBaHUE O(UCHON
nesrenpaoctd B Outlook

OCHOBHBIC MHCTPYMEHTBI OpPTaHU3allud TUIAHUPOBAHHMS U KOHTPOJIS
noBceHeBHOU oduicHO nestenpHocTH B MS Office Outlook. Pabota
C KaJeHgapeM, OpraHu3alus COOpaHWil, COBEIIaHWi, KOHTPOIIb
3aJIlaHUi, OTIIPABKa 3JICKTPOHHBIX MMOYTOBBIX COOOICHUIA.

®opMBbI TEKYlIEr0 KOHTPOJIS yCIIeBAeMOCTH U MPOMEKYTOYHOMH aTTeCTALUM.

Texywaa ammecmayus:

B xome peanmzammu aucuuruinHbl «MH(pOpMaTHKa» HCIONB3YIOTCS CIEAYIOIIUE METOJIbI
TEKYILET0 KOHTPOJIS M YCIIEBAEMOCTH 00YyYarOIUXCS:
— TpU TPOBEACHUHM TPAKTHUYECKUX 3aHATUI: OINpOC, KOHTPOJIbHAs paboTa, IUCIYT, TECT,
KOJUIOKBUYM.

Hpomeafcymoqnaﬂ ammecmauus.:

3ager B | cemecTpe MpoBOIUTCS B (hOpME YCTHOTO OTBETA Ha BOIPOC.
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