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«CoBpeMeHHas collMaabHasi TEOPUS

KBanundukanus (crenenb) BLIMYCKHUKA: OakagaBp

®opma 00yYeHHUs1: OUHAS

ILleab ocBoeHMs AMCHMILVIMHBI: (OPMUPOBAHHE CIOCOOHOCTH HCIOJIb30BAaTh COBPEMEHHBIC
nu(ppoBbIE TEXHOJIOTMM U OOXOIUThCA 0€3 HHMX, CaMOCTOSITEIbHO WJIM B COBMECTHOMU
NeSITeIbHOCTH: (PUKCUPOBATh MH(GOPMALMIO 00 OKpY’KAaloIIeM MHUPE; UCKaTh, aHAJIU3UPOBATh,
KPUTUYECKH OLIEHUBATh, OTOMPATh MH(OPMAIMIO; OPraHU30BBIBATH MH(OPMAIIHIO;, TIEpEaaBaTh
UH(POPMALIKIO; IPOEKTUPOBATh OOBEKTHI U MPOLECCHI, IUIAHUPOBATh CBOM JIEMCTBUS; CO3/1aBaTh,
pean30BbIBaTh U KOPPEKTUPOBATH ILIAHBI.

Iliian kypca:

Ne i/m HanmenoBanue rem Coaep:xanue Tem (pa3iesioB)
(pa3ueJsioB)

Tema 1 | Beenenue. OcHOBHBIE ITpenmer, 3anaun u nenu Kypca. OCHOBHBIE IOHATHUSA U X
MOHATHSI U ONpEIeNICHUs onpezeneHus: nHGopMaTuka U HHGPOpMaTU3aLUs.
uHpOPMATUKU WNudopmartuzanus obmecTa: 3HadeHne HHPOPMAITMOHHBIX

PEBOJIIOLINM, ONBIT UH(OPMATU3ALMH, IEPCTIEKTUBHbIE HJIEH,
uHpOpMalMOHHas KyIbTypa. [IpaBoBbIe acTieKThI
uH(popmaruzauuu. Pons nHpopMaTuky B GopMUPOBaHUU
COBPEMEHHOTO CIIELIUATIUCTA.

WNupopmaninoHHbIN TOTEHIIMAN 0011eCTBa: HHPOPMAIIMOHHbIE
pecypchl, THPOPMAILMOHHBIE IPOLYKTHI M YCIIYTH, CTPYKTYpa
pBIHKA HH(POPMALIMOHHBIX MPOJTYKTOB M YCIIYT.

Tema 2 | Uudopmarus u WNudopmanus: NoHsATHE, BUABI U CBOMCTBA, HH(OpMAIHS U
nH(pOpMaLIOHHbIE nanHble. CooO1IeHns U curHasabl. Mepsl nHpopManuu,
IIPOLIECCHI sHTponus. Equnuiel nuamepenus: uHGopMarmm.

XapakTepucTuka HH()OPMALIMOHHBIX MPOIIECCOB: cOOP,
00paboTKa, XpaHEeHUEe, HAKOIIJICHHE, KITacCU(pHUKAIMS U
KOJMpOBaHUE, Iepeiaya U pacnpocTpaHeHre HHPOpMaLIUH.
WudopmanoHHas TEXHOJIOTHsL: TOHATHE, HA3HAUYEHHE.

Tema 3 | OyHKIMOHAIBHAS U Apxurekrypa DBM: noustue. [Ipunnun ¢on Helimana.
cTpykTypHas opranuzanus | Knaccudpukanus 9BM. MaructpaibHO-MOTyTbHBINA TPUHIINIT
KOMIIBIOTEPA noctpoenns [IK. CoctaB, Ha3HAYEHHE U XapAKTEPUCTUKU

OCHOBHBIX YCTPOMCTB NIEPCOHAIBHOIO KOMIIBIOTEPA.
[Tepudepuiinbie ycrpoiicta [1K 1 nx XxapakTepucTUKH.
AmnmnapaTHble cpencTBa Mynbtumenua. Kputepuu Boioopa I1K
Ui foMa 1 oduca. O3HaAKOMIIEHHE C OCHOBHBIMHU
ycrporictBamu T1K

Tema 4 | [IporpammHoe [TporpammHOe oOecriedueHne KOMITbIOTEPA: TIOHSITHE,




Ne i/

HaumenoBanue TeMm
(pa3ueJioB)

Conep:xanue TeM (pa3/iesioB)

obOecrieueHue KOMIIBIOTCpa

HazHayeHue. Knaccudukaius nporpaMMHOTO o0ecrieueHust
(ITO) TIK. Haznauenue onepanmonnoi cucremsl (OC). Bubt
OC. MacTpyMeHTapuu pemeHus PyHKIIMOHAIBHBIX 3a/1a4.
ITpuxnannoe I10.

[Tonsitue daitnmoBoit cuctemsl. I'padudeckuit
noJsib3oBarenbckuit naTepdeiic Windows. CtangapTHbie U
ciykebnbie mporpamMmmbl OC Windows. CepBUCHBIE 1
00cTy)KUBaIOIUE MPOTrpamMmbl ((paillioBbIe MEHEKEPHI,
AHTUBUPYCHI, apXUBATOPHI U 1p.). OOCIyKMBaHUE TUCKOBOI
CUCTEMBI. Y HUBEPCAIbHBIC YTUIUTHBIE MTAKETHI.

Tema 5

Texnonorus 00paboTKH
JIOKYMEHTOB. TeKCTOBBII
mporeccop Word

[ToHsATHE TOKYMEHTA, CO3JaHHE U MCII0JIb30BaHKE 111a0JIOHOB
JOKYMEHTOB B pa3inuHbIX npmioxkeHusx MS Office.
OcHOBHBIE BO3MOXHOCTH TEKCTOBOTO npoueccopa Word no
CO3JIaHUI0 IOKYMEHTOB. PaboTta ¢ Tabnuiiamu, 1uarpaMmmamu,
dbopmyaaMu, BO3SMOXKHOCTH PEJAKTUPOBAHUS U
(dopMaTupoBaHus JOKYMEHTOB, TEXHOJIOTUSI BHEAPEHUS U
CBs3bIBaHUS 00BEKTOB. Co3/1aHUE TOKYMEHTOB CIIUSHMUS,
IIMCEM, KOHBEPTOB, HAKJIEEK.

Tema 6

OCHOBHBIEC BO3MOXKHOCTH
Ta0JIMYHOTO TIpoIeccopa
Excel

[TonsiTre agpecanuu, CTUIICH CCHUIOK, OPTaHU3AINH
CTPYKTYPHUPOBAHHBIX JAaHHBIX B paboumnx kaurax Excel,
OCBOEHHE HaBBIKOB PEAAKTUPOBAHUS U (OPMATHPOBAHUS
TUCTOB M JaHHBIX B KHUrax Excel. CiocoOs1 00paboTKu yncen
B (hopMynax ¥ PyHKIHIX; OT/IEIbHBIC KaTeropuu QyHKIUH
Excel: nara u Bpems, TeKCTOBbIEC, MaTEMaTUYECKHE,
CTaTHCTUYECKHUE, IOTUYECKUE, PUHAHCOBBIE; UCIIOIb30BAHNE
BJIOKEHHBIX (DYHKITUI; Ha3HAYCHUE TTOCTPOUTENS (PYHKIMIA 1
preMbl paboThl ¢ HUM; TTOHsITHE MaccuBa B Excel. OcHOBHBIE
MpUEMBbI paboThl ¢ MacTepoM JuarpaMm.

OcBoenue npuemMoB pUIbTpaUU JAaHHBIX - TPUMEHEHUE
aBTO(QMIBTPA U PACIIMPEHHOTO (PUIBTPA; CIOCOOOB
MOJIBEJICHUSI UTOTOB B OJTHOYPOBHEBBIX 1 MHOTOYPOBHEBBIX
CITUCKaX; MPUEMOB IPYIIITUPOBKH JTAHHBIX M CO3JaHUS
CTPYKTYp; KOHCOMUIAIMH JAaHHBIX 110 KATETOPUSIM, TIO
PacIoI0KEHHUIO U C UCIIOJIb30BAHUEM TPEXMEPHBIX CCBHIJIOK.
WHCTpyMEHTHI yIIpaBiIeHHs CBOJHBIMU TaOIUIIAMHU.
3nakomcTBO ¢ HajacTpoitkamu Excel («Ilonck pemenus,
«AHaU3 JaHHBIXY).

Tema 7

OCco0OEeHHOCTH CO3TaHHUs
0a3 ga"ubix B MS Access

OCHOBBI TTOCTpOEHHSI 0a3 TaHHBIX, CO3/IaHUE TAOIHI U
OpraHu3alus CBsI3€i, BBOJ U MPOCMOTP JIAHHBIX B PEXKHME
tabnuiel. Co3gaHue 3arpoCcoOB BEHIOOPKH TAHHBIX M 3aIIPOCOB HA
u3MeHeHne B MS Access. PaszpaboTka ¢popm (rmaBHOH,
OCHOBHOM U JIOTIOJIHUTEIbHOMN ), CO3/ITaHUE U MTeYaTh OTUETOB.

Tema 8.

[ToaroroBka npe3eHTanui

Coznanue cnaiioB B cpeae Microsoft PowerPoint, Be16op
o0miero opopmieHus, 1006aBIeHNEe HOBBIX CIAii10B, U3MEHEHHE
COJIEP’)KUMOTO CIIaiiI0B, BEIOOP pa3METKU U U3MEHEHUE
I[BETOBOM CXEMBI CIIaliI0B, co3/1aHKe Y(PPEKTOB aHUMALIUH,
Co3/IaHne CrenruaIbHbIX 3()PEKTOB U cChUIOK Ha IHTEpHET,
JIEMOHCTpALMS CIAKJIOB.

Tema 9.

Opranuzanus u
TUTAHUPOBaHUE OPHCHOM

OCHOBHBIE HTHCTPYMEHTHI OpraHU3alNy IIJIAaHUPOBAHUS U
KOHTPOJIS MOBceIHEBHOU oducHO aearensHocTd B MS Office




Ne i/

HaumenoBaHnue tem Conep:xanue TeM (pa3/iesioB)
(pa3ueJioB)

nesteiapHocTr B Outlook Outlook. Pabora ¢ kajieHnapem, opraau3anusi COOpaHuii,
COBCIIIAaHUH, KOHTPOJIb 3aJaHHI, OTIIPABKA AIEKTPOHHBIX
MIOYTOBBIX COOOIICHHUH.

Tema | OCHOBBI CO3/TaHUS [ToHsITHE TUTIEPTEKCTOBOTO IOKYMEHTA, CIIOCOOBI €T0 CO3aHus
10. THUIIEPTEKCTOBBIX cpeacrBamu MS Office. OcHoBHBIE 6a3oBbIe AemeHT HTML:
nokymentoB (HTML) pasmenenne, GopMaTupoBaHUe, IIBET, MIPUQPT, TaOIHIIbI,
PUCYHKH, GOpMBI, ppeiiMbl, ABMXKYIIAsICSI CTPOKA U IIP.
Tema | [loarotoska myonukamuii | Cozmanue myoaukaiuii 1 web-caiiToB ¢ TOMOIIBIO 1a0JI0HOB
11 B Publisher, paboTa ¢ Publisher. Bo3amoxxnocTu npminoxenus Visio 1mo padboTte ¢
rpadukoii B Visio rpaduueckumu Tpadaperamu. OCHOBHbIC HHCTPYMEHTHI,

C10CO0BI UCIOIH30BAHUS, 0COOCHHOCTH.

(I)OpMI)I TEKYIIEro KOHTPOJIA AU HpOMe)KyTO'lHOﬁ arrecranmmmn:

B xonme peamuzanuu aucuumiauHbl «HbOpMaTHKa» HCHONB3YIOTCS CIEAYIOIIUE METOBI
TEKYIIEro KOHTPOJIS U YCIIEBAEMOCTU O0yUarOIUXCS:
— MpU TPOBENCHUU TMPAKTUYECKUX 3aHATUH: OINpOC, KOHTPONbHAs paboTa, IUCHYT, TECT,
KOJJIOKBUYM;
- IIPY KOHTPOJIE Pe3yIbTaTOB CAMOCTOSITENILHOM paboThI CTYIEHTOB: 3cce, pedepart.

IIpomexyTounas arrectanms: 3adeT B 1 ceMecTpe NPOBOAUTCS C IPUMEHEHUEM CIIEAYIOIINX
METOJI0B!

3amurta KoOHTposbHOM padoThl Ha [1K. 3ammTa BKItOUaeT:

BBISIBJICHUE U ONMCAaHHE MHCTPYMEHTAPHS JJIS BBITOJHEHUS 3a/IaHHS;
pa3paboTKa CTPYKTYphI AJITOPUTMA BHITIOJIHEHUS 3aaHUs;
npejcraBinenue 3ananus ¢ nomouipo UT (Ha [1K);

BBIOOD TEXHOJIOTHI peatn3aiy 3a1aHus;

peanuzanysi MyJIbTUMEIUIHHOTO KOHTEHTA 3a/IaHHs;

aHaJIN3 ¥ TIPEJICTaBICHUE PE3yIbTATOB.

OcHoBHas iMTEpaTypa:

1.

3.

Hosoxwunos, O. II. ApxutekTypa 3BM U CUCTEM : yueOHOe 1ocodue Juisi akaJeMHUIeCcKOro
6axanaspuata / O. I1. HoBoxxunoB. — Mocksa : M3aarensctBo Opaiit, 2016. — 527 c.
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2017. — 463 c. — (bakanasp. Ilpuknagnoii xypc). — ISBN 978-5-534-00834-0. —
Tekct : oanmektponnsii //  DOBC  IOpaiir  [caiit]. —  URL: https://biblio-
online.ru/bcode/399264

VYtkuH, B. b. Maremaruka u unpopmaruka : yuyeOHoe mocobue / B. b. YTkun, K. B.
bannun, A. B. Pykocyes ; nox penakuueit B. b. Ytkun. — M. : [JamkoB u K, 2016. —
468 c. — ISBN 978-5-394-01925-8. — Tekct : 5IeKTPOHHBIH // DIEKTPOHHO-
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