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AHHOTAIIUA PABOYEM ITPOT'PAMMBI JUCIHHUITJINHBI
b1.5.19 UndopmanuoHHbie TEXHOJIOTHH B MEHEIKMEHTE

ABTOPp: CT. IIpernojaBaTelib Kaeapbl KOTMUYECTBEHHBIX METOJO0B B MEHEI)KMEHTE Epmosa N.N.

Ko u HauMeHOBaHUe HATIPABJIEHHUS OATOTOBKH, MPOoQuIs:
38.03.02 MenemxmenT, MexxyHapOJHbIM MEHEA)KMEHT
KBamndukamnus (creneHb) BLIMYCKHUKA: OaKaaaBp

®opma 00ydyeHHsA: OUHAs

eab ocBOEHUS TMCUMILUINHBI:
CdopmupoBaTh  CIIOCOOHOCTH  MPUMEHATH WMH(YOPMAIIMOHHBIE TEXHOJOTHHM Ui MH()OPMAIMOHHOTO
o0ecrieueHus! yIpaBIeHYECKON eI TeTbHOCTH.

B pesynbrate 0CBOCHUS NUCIUILTHHBI TOJKHBI OBITH COPMHUPOBAHBL:
3Hanus

- 00 uHpOpMaMOHHON 1 OubIMorpadudeckoit KyabType;

- 0 IpaBWJIaxX B3aUMOJEHCTBUS C IPYTMMHU y4aCTHUKaMU MH()OPMAIIMOHHBIX [TPOLIECCOB PU
obmene nHpopmanuei (IoKyMeHTamu, (haiimaMu, COOOIEHUSIMH);

- 00 uHpOpMaLMOHHOM 6€30M1aCHOCTH Ha Pa3IMUHBIX YPOBHSIX €€ MPOsBICHUS (TOCY1apCTBEHHOM,
KOPIOPaTUBHOM, JINYHOM);

- OCHOBHBIX BHJIOB JOKYMEHTOB B CUCTEME JOKYMEHTOO0OpOTa OpraHu3aluy;

- COCTaBa, Ha3HAUEHUS U PACIOJIOKEHUSI OCHOBHBIX PEKBU3UTOB JOKYMEHTOB;

- OCHOBHBIX (DYHKIMI CUCTEM 3JIEKTPOHHOI'O JJOKYMEHTO000pOTA;

- TpeOOBaHUU K COJIEPIKAHUIO U OPOPMIIEHHIO TOKYMEHTOB Pa3HbIX BUJIOB;

- TPaBUJ COCTABJICHUS U CTHIEH JEIIOBBIX IHCEM;

- KakK OpraHu30BaTh JJAHHBIE B QJIEKTPOHHOMN TaOJIMIIE ONTUMAIbHBIM 00pa3oM, O BO3MOXKHOCTSIX
(dbopmaTupoBaHus, B TOM YHCJIE YCIOBHOTO, O YUCIOBBIX (hopMaTax, 00 0OCOOEHHOCTSX Me4YaTH
TabJInLl, B TOM YHCIIE C MacIITaOMPOBAHUEM, TIOBTOPEHUEM CTOJIOIOB/CTPOK;

- KakK BBOJMTH (hOpMyJIbl, IEpEMEIIAaTh U KOMMPOBATh UX, O MPUHLUIAX aJIpecalli, UMEHaX,
JMana3oHax;

- 0 IpaBWJIaX NOCTPOoeHUs (HOpMYJI, CoJlepKaIUX apu(PpMETHIECKHE U JIOTHUECKUE BBIPAXKECHUS;

- 0 KaTeropusix BCTPOCHHBIX (YHKIUI, UX HA3HAUYEHUH, IPaBUJIaX BBOJa ApIryMEHTOB;

- 0 BO3BMOXKHOCTSIX 3JIEKTPOHHBIX TAaOJIUI] ISl OpraHu3aluu OOJbIINX 00BEMOB
CTPYKTYpPUPOBAHHBIX JAHHBIX, UX aHAJK3a C L1EJIbI0 HH(OPMAIIMOHHOTO 00ECIIeYeHNs YUaCTHUKOB
OpraHMU3aLMOHHBIX IPOEKTOB,;

- 00 OCHOBHBIX MTOHATHAX, MOJEIISAX U TEXHOIOTHUAX B 007acTH 0a3 JAaHHBIX;

- 00 OCHOBHBIX BO3MOXXHOCTSIX HHCTPYMEHTAJIbHBIX CPEACTB CO3/1aHMs 0a3 JaHHBIX;

- 0 ponu U MecTe 0a3 JaHHBIX B MHPOPMAIIMOHHOM CHCTEME OpraHu3allly;

- 00 OCHOBHBIX TEXHOJIOTMYECKUX PpEIHICHUSAX, TOJX0/aX, IPUMEHSIEMbIX B COBPEMEHHBIX
KOPIIOPAaTUBHBIX HH(OPMALIMOHHBIX CHCTEMAX;

- MOHUMAaTh, KaK IOCTPOEH MOJIb30BATENbCKUI HMHTEp(Eiic UHPOPMALIMOHHON CUCTEMBIL;

Ymenust
- HaXOJUTh PENEBAHTHYIO MMOCTABICHHON 3a/1aue HHPOPMAIIHIO, aIEKBATHBIN KOMIIBIOTEPHBII
WHCTPYMEHTAPUH WA METO]T PEIICHHS;
- CHCTEMaTU3HUPOBATh, CTPYKTYPUPOBATh, aHAIM3UPOBATH, MPEACTABISATH HHPOPMAIUIO B
TpeOyeMOoM BH/JIC;
- MOJB30BATHCS IIEKTPOHHO-OUOIMOTEUHOM CUCTEMON AKaJIEMUU, CIIPABOYHBIMH
MH(OPMALIMOHHBIMU CUCTEMAaMU;



- HCIOJNb30BaTh CUCTEMY « AHTHUIUIArHaT)» JIJs MPOBEPKU MUCHbMEHHBIX TBOPUECKUX paboT Ha
HaJIM4YMe HeTPaBOMEPHBIX 3aMMCTBOBAHUHM, COCTABUTH CIIPABKY O TPABOMEPHOCTH
3aMMCTBOBaHUII;

Ha ypOBHE YMEHUH

- cozzath ¥ 0THOpMaTUPOBAThH JOKYMEHT 110 00pasiy

- Cco3/aBaTh, KOPPEKTUPOBATH U MUCIOIH30BATh 11a0JIOHBI JOKYMEHTOB

- HCIOJb30BAaTh TEXHOJOTHIO CIIUSHUS JUIS TOATOTOBKH OJHOTHITHBIX TOKYMEHTOB

- MPUMEHSTH TEXHOJIOTUH COBMECTHOM pabOTHI ¢ JOKYMEHTaMHU

- MPeACTaBIATH JOKYMEHT B pa3HbIX (popmarax

- pemiath pacueTHBIE 3aJla4yM, IOAOUPATh aJeKBAaTHBIC 33/]au€ aIrOPUTMbI, UHCTPYMEHTBI, G YHKIINU;

- oroOpaxkaTh JaHHBIC B BUJE JUArpamm, MoaOUpaTh TUIl AHATPAMMEI, COOTBETCTBYIOIINE TUIIAM
CpaBHEHUS, JeNIaTh BBIBOIBI

- pemarh pacueTHBIC U AaHATUTUYECCKHUE 3a/1a4¥ C MIOMOIIIBIO anmnapara BCTPOSCHHBIX (PYHKIIHIA

- NIpUMEHATh UHCTpyMeHTHI [lakeTa ananuza (moadop napamerpa, TabIULbl TOACTAHOBKH ) JUIS
MOJICTTUPOBAHUS TIPUHSATHUS PEIICHUS

- moAdupaTh TUI AUArpamMMBbl AJisi ONTUMAJILHOTO OTOOPAaKEHUS YUCITIOBBIX TAaHHBIX,
anmpOKCUMHUPOBATH JaHHbBIC, UCCIICIOBATh TPEH/IHI,

- NPUMEHSTH TEXHOJIOTUU COPTUPOBKH, TPYIIUPOBKHU, TIOJIBECHHS POMEKYTOUHBIX UTOTOB

- MPUMEHSTH TEXHUKY QIIBTPAIUH, CO3/]aBaTh HOBBIC CITUCKH

- NPUMEHSTh HHCTPYMEHTAJIbHbIE CPEJCTBA SJEKTPOHHBIX TaOIUIL 17151 GPUHAHCOBOTO
MOJICJIUPOBAHUS, TOCTPOCHUS MATEMATUUECKUX, SKOHOMETPUUECKUX MOJIENICH, NCCIIeIOBAaHUS
BPEMEHHBIX PSIOB

- TPUMEHSATh MOJENb «CYUHOCTb—CBSI3bY VISl MTOCTPOCHUS MH(OIOTHIECKON MOAETH MPEAMETHOM
obnactu (ctpouth ER-Moze1B);

- mpeoOpa3oBeiBaTh ER-MO/IETH B pEISIIMOHHYIO MOJICNH TAHHBIX;

- MPOBEPATH BHINOIHEHHE OrpaHUYCHUN HOpMabHBIX Gopm (1,2,3) 1 mpoBOaUTH MpHU
HEO0OXOMMOCTH HOPMAIU3aIIUI0 OTHOIICHUIA;

- BBINOJIHATH OMNEpaly MO BeAeHUIO0 0a3bl JaHHBIX (BBOJ JaHHBIX, KOPPEKTHUPOBKA, BBIBOJ
nHpopmManun);

- (opmupoBaTh yciaoBHs Ha OTOOp JaHHBIX B COOTBETCTBUU C pelIaeMoi 3a1aueit

- KOPPEKTHUPOBATH BHIXOJHBIC JOKYMEHTHI (OTYETHI)

HaBbIkn

WCTIOJIH30BATh MHCTPYMEHTHI U TEXHOJIOTHH TEKCTOBOTO PEAKTOPA IS CO3/IaHUS CIIOKHBIX
TEKCTOBBIX JOKYMEHTOB B COOTBETCTBUU C MPEIBSIBIAEMBIMU K HUM TPEOOBaHUSIMHU
opraHu3aiuy padoyeil JIEKTPOHHOU cpeibl, 00eCTIeUnBAIOIICH HAIE)KHYIO U 0€30TacHyI0 paboTy ¢
uHpopmanuel (coobeHnsIMH, (aiiamu, IporpaMMamu)

UCIIOJIb30BaHuUsI MHCTpYMeHTOB MS EXcel s nomyueHus: KOJMYeCTBEHHBIX apTyMEHTOB
00OCHOBaHHUS YIPABIEHUYECKUX PEIICHUH

WCTIOJIh30BaHUSI HHCTPYMEHTAPHS JIEKTPOHHBIX TAOJHII UTIT MHPOPMAITMOHHOTO 00eCTICUSHHSI
YYaCTHUKOB YIIPABICHUECKON AEATEIbHOCTH.

co3aHus 0a3bl TaHHBIX JIIs yaeOHoH 3a1aun B cpene CYB/] MS Access

paboThI ¢ 6a3amMu AaHHBIX B cpenie MS ACCESS 1 B IpyTruX NMPHIOKEHUSIX, UCHIOIB3YIOIUX 0a3bl
TaHHBIX ¥ HHTep(eiic Ha OCHOBE IKPAaHHBIX (POpM.

ILnan kypca:
Pasnen 1. TexHomorust paboThl ¢ TEKCTOBBIMHU JOKyMeHTaMu B cpeae MS Word

Tema 1. O6 nHpOpMaLMOHHON KYIBTYpE U KOMIBIOTEPHON rpaMOTHOCTHU. TexXHOIOTHs paboTHI C
TEKCTOM

Tema 2. TexHoa0THs CO3/1aHUS JIEIOBBIX OyMar (Ci1y>KeOHBIX JOKYMEHTOB)

Tema 3. TexHosorus co3aHNsI MHOTOCTPAHUYHBIX JOKYMEHTOB CO CJI0KHOM CTPYKTYpOH

Pa3nen 2. Vcnonb3oBanue anekrpoHHbix Tadbmui (MS Excel) mis pacuetoB u ananmsa gaHHBIX
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Tema 4. Beox nanusix u Beruncienns 8 MS Excel

Tema 5. IlocTpoeHue quarpamm

Tema 6. Ananu3 naHHBIX

Tewma 7. Opranuzanus u aHaiau3 60bpII0r0 00beMa nqaHHbIX B MS Excel
Pazgen 3. [IpoektupoBanue u co3nanue 0a3wl TaHHBIX B cpeae MS Access/

Tema 8. ba3bl JaHHBIX KaKk OCHOBA HH(POPMALMOHHBIX CUCTEM.

Tema 9. Monenu faHHEBIX.

Tema 10. Madonorndeckoe mpoeKTUPOBAHNE

Tema 11. HopMmanu3zanusi OTHONICHHIA.

Tema 12. A3eik SQL.
Pa3znen 4. KoMnploTepHBIN IPAKTUKYM.

Tema 13. TaOnuubl U CBI3U

Tema 14. 3anpocsl

Tema 15. ®opmbl

Tema 16. OTueTHI

@opMbI TEKYLIET0 KOHTPOJIA ¥ MPOMEKYTOUHOI aTTeCTANNM:
Texyiuit KOHTPOJIb — KOHTPOJBHBIE PA0OTHI, OMPOCHI, BHINOTHEHUE MPAKTUYECKUX 3a/IaHUH.
[Ipomexyrounas atrectauusi — B 1 U 2 ceMecTpax 3a4er, B 3 ceMecTpe — 3K3aMeH U KypcoBasi paboTa.
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