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K.TEXH.H, JOLEHT Kadeapsl NPUKIAAHBIX
HGOPMAIMOHHBIX TEXHOJIOI UM Mocsaruu A.B.

Kox 1 HauMeHoOBaHue HANIPAaBJIEHUsI MOJATOTOBKH, NMPOQUJIsi:

38.03.02 MenemxMeHT
«Menemxment» (Liberal Arts)
KBanudukauus (cTenenn) BbIMYCKHUKA: OaKaaaBp

®opma 00yueHuUs1: OUHAS

Legb ocBOeHHS] TMCHUILIMHBI: (DOPMUPOBAHHE CIOCOOHOCTH MCIOJb30BaThb COBPEMEHHBIE
UQPPOBBIE TEXHOJOTHH € OOXOIUTHCS O€3 HUX, CaMOCTOSTEIbHO WJIM B COBMECTHOM
NEeSTEIbHOCTH: (PUKCUPOBATh MHGOPMALMIO 00 OKPY’KAIOIIEM MHUpE; UCKATh, aHAJU3UPOBATh,
KPUTHYECKH OLIEHMBATh, OTOMpPATh MH(POpPMAIMIO;, OPraHU30BbIBaTh MH(OpMALIKIO; MeperiaBaTh
UH(POPMALIMIO; TPOEKTUPOBATh OOBEKTHI U MPOLECCH, IJIAHUPOBATh CBOU JICHCTBUS; CO3/1aBaTh,
peanu30BbIBATh U KOPPEKTUPOBATH IIAHBI.

ILnan kypca:

Ne i/ HaumeHoBaHue TeM Conep:xanue TeM (pa3ieioB)
(pa3nesioB)
Tema 1l | Bregenue. OcHOBHbIE [Tpenmer, 3a1auu 1 uenu Kypca. OCHOBHBIE TOHATHS U UX
MOHATUS U ONpeAeIeHUs ornpeeneHus: HHpopMaTuKa U nHpopMaTU3aLU.
MH(OPMATHUKH HNudpopmaruzanus odiiecTBa: 3HaueHUe HH(HOPMALIMOHHBIX

PEBOJIIOIMM, ONBIT HHPOPMATU3ALUH, IEPCIIEKTUBHBIE UIEH,
uHpopMalmoHHas KyabTypa. [IpaBoBbIle aclIEKThI
uHpopmartuzanuu. Posb uHGpopMaTuku B GOPpMUPOBAHUN
COBPEMEHHOIO CHEINAIUCTA.

WNHpopMannoHHbIM MOTEHIMA 00I1ecTBa: HH(POPMAIIMOHHbIE
pecypchl, HHPOPMAI[MOHHBIE POIYKTHI U YCIYTH, CTPYKTYypa
pBIHKA MH(POPMAILIMOHHBIX MPOJYKTOB U YCIYT.

Tema 2 | Uudopmaryst u Wndopmaniys: moHsTHE, BUIBI U CBOMCTBA, MHGOpMALUS U
MH(POPMAalLIMOHHbIE nanHble. CooO1eHus U curHansl. Mepsl nHbopmanuy,
MIPOLIECCHI sHTponus. EquHuib! namepenust uHGopMaluy.

XapakTepucTruka HH()OPMAIIMOHHBIX MPOIIECCOB: COOP,
00paboTka, XpaHeHHe, HAKOIIJIEHUE, KiaccuuKanus u
KOAMPOBAHUE, TepeIaua U pacpoCTpaHeHUE HHPOPMAIIHH.
NudopmanmonHas TeXHOJOTHsI: TIOHITHE, HA3HAYCHHE.

Tema 3 | dyHKIMOHANBHAS U Apxutextypa OBM: nonstue. [Ipunnun gpon Helimana.

cTpykTypHas opranuzamus | Kinaccuduxaus 9BM. MaructpaabHO-MOTYTHbHBIA TPUHITATT
KOMIIbIOTEpA noctpoenus [IK. CocraB, Ha3HaU€HNE U XapaKTEPUCTUKH
OCHOBHBIX YCTPOMCTB ITEPCOHAIIBHOTO KOMIIBIOTEPA.
[Tepugepuiinsie ycrpoiicta I1K 1 ux xapakTepuCTHKH.
Arnmnapartssle cpeacTBa MynbTuMenua. Kpurepuu ssioopa 1K
Uit foma 1 oduca. O3HAKOMIJIEHHE C OCHOBHBIMU




Ne n/m

HaumenoBanue TeM
(pa3nmesioB)

Conep:xanue TeM (pa3iesioB)

ycrpoiictBamu [1K

Tema 4

IIporpammHuoe
obecreyeHne KOMIbIOTepa

[TporpaMMHOe 0OecTieueHIE KOMITBIOTEPA: TTOHSITHE,
Ha3HaueHue. Knaccudukaius mporpaMMHOTO 00eCTIeYeHHUs
(T1O) IIK. Ha3nauenwue oneparuoruoi cuctembl (OC). Bub
OC. UHCcTpyMeHTapuu pemeHus PyHKITMOHAIBHBIX 3a]1a4.
ITpuxnannoe I10.

[Tonsitue daitnmoBoit cuctemsl. I'paduaeckuit
noJb3oBaresbekuii naTepdeiic Windows. CrannaptHbie u
cirykebnbie mporpammbl OC Windows. CepBrcHbIe U
o0cITy>)KuBaroIue nporpaMMsl ((aitioBble MEHEKEPHI,
AQHTUBUPYCHI, aApXUBATOPHI U 1Ip.). OOCITy)KUBaHNE TUCKOBOM
CUCTEMBI. Y HUBEPCAIbHBIC YTUIINTHBIE TTAKETHI.

Tema 5

Texnonorus 06paboTKH
JIOKYMEHTOB. TeKCTOBBII
mporeccop Word

[TonsTHE TOKYMEHTa, CO3JaHUE U UCIIOIb30BAHUE IA0JIOHOB
JOKYMEHTOB B pa3iuuHbIX npuwiokeHusx MS Office.
OcCHOBHbIE BO3MOYKHOCTH TEKCTOBOTO mpoieccopa Word o
CO3JIaHUI0 IOKYMEHTOB. PaboTa ¢ Tabnuiamu, 1uarpaMmmamu,
(hopmynamu, BO3MOKHOCTH PEIAKTUPOBAHHS U
(dopMaTHpOBaHKS JOKYMEHTOB, TEXHOJIOTUS BHEIAPCHUS
cBsi3pIBaHMS 00beKTOB. CO3/1aHHE TOKYMEHTOB CIIUSHHS,
I1CEM, KOHBEPTOB, HAKJICCK.

Tema 6

OcHOBHBIE BO3MOXKHOCTHU
Ta0JIMYHOTO MpoIeccopa
Excel

[TonsTre agpecanuu, CTUICH CCHUIOK, OpraHU3aIN
CTPYKTYPHPOBaHHBIX JaHHBIX B pabounx kHurax Excel,
OCBOCHHE HaBBIKOB PEJAKTUPOBaHUS M (HOPMATUPOBAHUS
JMCTOB M JaHHBIX B KHUrax Excel. CiocoOsl 00paboTKu vnce
B opMynax ¥ QyHKIUSAX; OTACIbHBIC KaTeropuu GpyHKIni
Excel: nata u Bpemsi, TEKCTOBbIC, MATEMaTUYECKHUE,
CTaTHUCTUYECKUE, JIOTHUECKHE, (UHAHCOBBIC; NCIIOIb30BaHNE
BJIO)KCHHBIX (DYHKIWH;, HA3HAYCHUE TIOCTPOUTENS (PYHKIHH 1
npreMbl paboThI ¢ HUM; MOHsITHE MaccuBa B EXcel. OcHoBHbIe
preMBbI paboThl ¢ MacTepoM JuarpaMm.

OcBoeHue NprueMoB (GUIbTPALUHN JaHHBIX - IPUMEHEHHE
aBTOQWIBTPA U PACIIMPEHHOTO (QUIBTPA; CIOCOOOB
MOJIBE/IEHUS] UTOTOB B OJJHOYPOBHEBBIX U MHOTOYPOBHEBBIX
CIHCKaX, IPUEMOB TPYIIITUPOBKU JaHHBIX U CO3IaHUS
CTPYKTYP; KOHCOJIM/IAIIMH JaHHBIX IO KaTErOpusM, IO
PACIIONIOKEHHIO M C MCTIOJIb30BAaHIEM TPEXMEPHBIX CCBHUIOK.
WNHCTpyMEHTHI yrpaBlieHHsI CBOAHBIMU TaOIUIIAMHU.
3HakoMcTBO ¢ HajcTpoiikamu Excel («ITouck pereHus»,
«AHaNN3 TaHHBIXY).

Tema 7

Oco0eHHOCTH CO3IaHNs
0a3 manueix B MS Access

OcCHOBBI IOCTPOCHUS 0a3 JaHHBIX, CO3JJaHUE TAOIUIl U
OpraHu3aIus CBs3el, BBOA U MIPOCMOTP AAHHBIX B PEKUME
tabnuiel. Co3gaHue 3arpocoB BHIOOPKH JTAHHBIX U 3aIIPOCOB HA
nzmenenre B MS Access. Pazpabotka gopm (rmaBHOIA,
OCHOBHOU ¥ JIOTIOJHUTEIBHOIT), CO3/IaHKE U MTeYaTh OTYETOB.

Tema 8.

[ToaroroBka npe3eHTanun

Cosnanue cnaiinos B cpene Microsoft PowerPoint, Bei6op
obmero oopmiieHus, 100aBJIECHNE HOBBIX CIAiI0B, NU3MEHEHNE
COJIEP’)KUMOTO CIIalI0B, BEIOOP pa3MeTKU U U3MEHEHHUE
IIBETOBOM CXEMBI CIIAlI0B, co3Manne Y(PPEeKToB aHMMAITIH,
CO3/aHMe CIeIUANbHBIX 3()(HEeKTOB U cChlIOK Ha HTEpHET,
JIEMOHCTpAIUS CIIAal]IOB.




Ne /i HaumeHoBaHue TeM Conep:xanue TeM (pa3iesioB)
(pa3nmesioB)

Tema 9. | Opranuzanus u OCHOBHBIC UHCTPYMEHTHI OpraHU3aIM{ TUIAHUPOBAHUS U
TUTAaHUPOBaHUE OPHCHOM KOHTpOJIS IOBCEHEBHOM opucHoit nesrensHocT B MS Office
nestenpHOCcTH B Outlook Outlook. PaboTa ¢ kaneHaapeM, opraHu3aius CoopaHmii,

COBECIIAHMIA, KOHTPOJIb 33J[aHU#, OTIPABKa IEKTPOHHBIX
MOYTOBBIX COOOIICHUH.
Tema | OcHOBBI CO3aHUS [ToHsiTHE TUIIEPTEKCTOBOTO JOKYMEHTa, CIOCOOBI €0 CO3aHuUs
10. THIIEPTEKCTOBBIX cpeacrBamu MS Office. OcnoBabie 6a3oBbie 3emMenTsl HTML:
nokymenro (HTML) pa3MenieHne, GopMaTUpPOBaHUE, IBET, MPUPT, TAOIUIIHI,
puCYHKH, GOpMBI, GperMBbl, IBIKYIIASICS CTPOKA H TIP.
Tema | [Toaroroka mybonukamuii | Co3mganue nmyOoauKanui 1 Web-caifToB ¢ IIOMOIIIBIO A0JI0HOB
11 B Publisher, pa6ora ¢ Publisher. Bosmosxnoctu npuinoskenus Visio mo pabore ¢
rpadukoii B Visio rpaduueckumu Tpadaperamu. OCHOBHBIE HHCTPYMEHTHI,
CH0cOOBI UCTIOJIB30BaHUS, 0COOCHHOCTH.

(I)OprI TEKYIIEro KOHTPOJA 1 l'[pOMe)KyTO‘-IHOﬁ aTTeCTalluu.

Ko »prama ocBoenus
KOMIIETEHIINHU

Pe3ynbrarel 00yueHus

YKOC-21

Ha YPOBHE 3HAHUM:

O KOMIIBIOTEPHOH TPaMOTHOCTH U KYyJbType HCIOJIb30BaHUSA
mudpoBoil MHPOpManuH, 63 KOTOPHIX HEBO3MOXHO (OPMHPOBAHUE
HEOOXOIMMOTO KOMIUIEKCa KOMITETCHIIUH COBPEMEHHOTO
CHCIIHAINCTA.

UCTOPUH, MECTa U POJU HH()OPMALMOHHBIX TEXHOJOTHH B KH3HU
oOrmiecTBa U B PO eCCHOHATILHOM JIeATEILHOCTH;

pa3IMuuK HHPOPMAIIMOHHBIX U KOMITBIOTEPHBIX TEXHOJIOTHIA,

Ha YPOBHE YMECHUI:

MONIb30BAaThCA  KOMIBIOTEPOM  JUISS  OCYILIECTBJICHHS  JIEJIOBOM
KOMMYHHUKAIMH, TOJATOTOBKHA JOKYMEHTOB pa3HOro pojaa (mmcem,
TaOJIHIL, TPEe3EeHTAIN#, 633 TaHHbBIX);

pemiaTh MoBCeIHEBHBIC HHPOPMAIIMOHHBIC 331auH (CO3aHUs TEKCTOB,
npe3eHTaIuii, Tabuil, 0a3 TaHHBIX);

Ha YPOBHE HaBBIKOB:
JIEII0OBOI KOMMYHUKAaIIMW,; WHGOPMAIIMOHHOTO TTOMCKA

Kox sTama ocBoenusa
KOMIICTCHIINU

Pe3ynbrarel 00yueHus

YKOC-91

Ha YPOBHE 3HAHUM:

MpUHINIAX GYHKIIMOHUPOBAHUS KOMITBIOTEPOB, OMIEPAIlMOHHBIX
CHUCTEM, BBIYUCINTCIIbHBIX CCT! 6171, 06H1€CI/ICTCMHOFO " NPUKIIaJHOTO
MPOrPaMMHOT0 00ECTIeUeHUSI.

Ha YPOBHE YMEHHIA:
MPOEKTHPOBATH
nH(pOpMalHIO;
BECTH TIOUCK M OTOOp pENeBaHTHOM HWHQPOpPMALUMU B HUHTEPHETE,
nH(popMalmoHHO-61OaMorpadguyueckux 06azax

JaHHBIX u

CTPYKTYPBI CTPYKTYPHUPOBATh

Ha YPOBHE HABBIKOB!
pelieHus MOBCETHEBHBIX  MH(POPMAIIMOHHBIX
TEKCTOB, MPE3CHTAINH, Ta0yunI, 0a3 JaHHBIX).

3amad  (co3maHus




B xome peammzanuu aucuurmiiuHbl «HpOpMATHKa» HCIONB3YIOTCS CICAYIOIINE METOJbI
TEKYIIETO0 KOHTPOJIS U YCIIEBAEMOCTH 00y4JarOlUXCsl:
— MpU TPOBEICHUU TMPAKTUYCCKUX 3aHATHH. OMpOC, KOHTpOJbHas paboTa, AWCIYT, TECT,
KOJUIOKBUYM,;
- IPY KOHTPOJIE PE3yIbTaTOB CAaMOCTOSITENILHOW pabOThI CTYIEHTOB: 3cce, pedepar.

HpOMe)KyTO'—IHaﬂ aTrecTanusa. 3ayeT IIPOBOJMTCS C IPUMCHCHHUEM CJICAYIOINX METOIO0B.

3ammTa KOHTposIbHOM paboThl Ha [1K. 3ammTa BKItOUaeT:

o BBISIBJICHUC U OMMCAHKE WHCTPYMEHTAPHUS JJISl BBITIOJIHCHUS 3aIaHHS;
o pa3paboTKa CTPYKTYPbI aJITOPUTMA BIMOJHEHHUS 3aIaHHUS;

o npescTasiacHue 3aaanus ¢ nomoriipio UT (na [1K);

° BBIOOP TEXHOJIOTHI peanu3aluy 3a1aHus;

o peanu3aiysi MyJIbTUMEIUIHHOTO KOHTEHTA 3aIaHHS;

o aHaJIM3 U TMPEJICTABIICHUE PE3YJIbTATOB.
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