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

Kon n HanMeHOBaHHe HANIPABJIEHHSI OATOTOBKH, MPOQUJIs:
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«YTpaBiieHHE TOPOJCKHM TeppUTOpralibHbIM pasButuem» (Liberal Arts)
KBanudukanus (crenens) BHIMYCKHHUKA: OakaiaBp

®opma 00yueHHUs . OUHAS

Legb ocBOeHHS] TMCHUILIMHBI: (DOPMUPOBAHHE CIOCOOHOCTH MCIOJIb30BaTh COBPEMEHHBIE
UQPPOBBIE TEXHOJOTHH € OOXOIUTHhCS O€3 HUX, CaMOCTOSTEIbHO WJIM B COBMECTHOM
NeSTEIbHOCTH: (PUKCHUPOBATh MHGOPMALMIO 00 OKPY’KAIOIIEM MHUpE; UCKATh, aHAJIU3UPOBATh,
KPUTHYECKH OLIEHMBATh, OTOMpPAaTh MH(POpPMAIMIO;, OPraHU30BbIBaTh MH(OpMAaLKIO; MeperaBaTh
UH(POPMALIMIO; TPOEKTUPOBATh OOBEKTHI U MPOLECCHI, IJIAHUPOBATh CBOM JICHCTBUS; CO3/1aBaTh,
peanu30BbIBATh U KOPPEKTUPOBATH IUIAHBI.

ILnan kypca:

Ne ni/m HaumeHoBaHue TeM Conep:xanue TeM (pa3ieioB)
(pa3meson)
Tema 1l | Bregenue. OcHOBHbIE [Tpenmer, 3anauu u uenu Kypca. OCHOBHBIE TOHATHS U UX
MIOHATUS U ONpeAeTIeHUs orpeeneHus: HHpopMaTuKa U nHpOpMaTU3aALUS.
MH(OPMATHUKH HNudpopmaruzanys odiiecTBa: 3HaueHUE HH(HOPMALIMOHHBIX

PEBOJIIOIMM, ONBIT HHPOPMATU3ALUH, IEPCIICKTUBHBIE UIEH,
uH(popMalmoHHast KyabTypa. [IpaBoBbIle aclIEKThI
uHpopmatuzanuu. Posb nHGpopMaTuku B GOPpMUPOBAHUN
COBPEMEHHOTO CHEIHAIUCTA.

WHpopMannoHHBIM MOTEHIMA 00I1ecTBa: HH(POPMAIMOHHbIE
pecypchl, HHPOPMAIMOHHBIE POIYKTHI U YCIYTH, CTPYKTYypa
pBIHKA MH(POPMAILIMOHHBIX MPOJYKTOB U YCIYT.

Tema 2 | Uudopmarmst u Wndopmaniys: moHsATHE, BUIBI U CBOMCTBA, HHGOpMALUS U
MH(POPMalIMOHHbIE nannble. CooO1eHus ¥ curnansl. Mepsl nHGopManuy,
MIPOLIECCHI sHTponus. Equnuis! namepenust nHGopMaIuy.

XapakTepucTruka HH()OPMAIIMOHHBIX MPOIIECCOB: COOP,
00paboTKa, XpaHeHHe, HAKOIIJIEHUE, KiacCu(UKaIus u
KOAMPOBAHUE, MepeIaua U pacpoCTpaHeHUuEe HHPOPMAIIHH.
NudopmanmonHas TeXHOJIOTHsI: TIOHITHE, HA3HAYCHUE.

Tema 3 | dyHKIMOHANBHAS U Apxutexktypa OBM: nounstue. [Ipunnun ¢on Helimana.

cTpykTypHas opranuzamus | Knaccuduxamus 9BM. MaructpaabHO-MOTYIHHBIA TPUHITATT
KOMIIbIOTEpA noctpoenus [IK. CocraB, Ha3HaU€HNE U XapaKTEPUCTUKH
OCHOBHBIX YCTPOMCTB IIEPCOHAIIBHOTO KOMIIBIOTEPA.
[Tepugepuiinsie ycrpoiicta I1K 1 ux xapakTepuCTHKH.
Anmnapartssle cpeacTBa MynbTuMenua. Kpurepun ssioopa 1K




Ne n/m

HaumenoBanue TeM
(pa3nmesioB)

Conep:xanue TeM (pa3iesioB)

Uit toma 1 ouca. O3HaAKOMIIEHHE C OCHOBHBIMU
ycrpoiictBamu [1K

Tema 4

[Iporpammuoe
obecrnieueHne KOMIbIOTEepa

[IporpaMMHOe obecrieueHIEe KOMITbIOTEpa: MOHSTHE,
Ha3HaueHue. Knaccugukaius nporpaMMHOTo o0ecriedeHus
(ITO) IIK. Hasuauenwue oneparnuonuoii cuctemsl (OC). Busr
OC. UncTpymMeHTapuu petieHus GyHKIMOHATBHBIX 3a/1a4.
[Tpuxnagnoe I10.

[Tonsitue QaiinoBoii cuctemsl. I'paduueckuit
nojb3oBarebekuii naTepdeiic Windows. CrangaptHeie 1
ciryke0nbie mporpamMmmbel OC Windows. CepBucHsie u
obcyxuBaroriye nporpamMmsl (aiiioBbie MEHEDKEPHI,
AQHTUBUPYCHI, apXUBATOPHI U 1Ip.). OOCITy)KUBaHUE TUCKOBOM
CUCTEMBI. Y HUBEpPCAIbHbIC YTUIUTHBIC MAKETHI.

Tema 5

Texnonorus 06padboTku
JOKYMEHTOB. TEKCTOBBIN
nporeccop Word

[MoHsITHE JTOKYMEHTa, CO3aHUE U UCTIOIH30BAHUE IA0JI0HOB
JIOKYMEHTOB B pa3nuuHbiX npuiokenusx MS Office.
OcHOBHBIE BO3MOXHOCTH TEKCTOBOTO Mpoiieccopa Word mo
CO3JIaHHUIO JIOKYMEHTOB. PaboTa ¢ TabiuIiaMu, qruarpaMMamH,
bopMyiamMu, BOSMOXKHOCTH PEIaKTHPOBAHUS 1
(bopMaTHpOBaHKs JOKYMEHTOB, TEXHOJIOTHS BHEAPCHUS U
cBs3piBaHMst 00beKkTOB. CO3/1aHKME JTOKYMEHTOB CITUSTHHS,
KMCceM, KOHBEPTOB, HAKJICCK.

Tema 6

OCHOBHEBIE BO3MOKHOCTH
Ta0JIMYHOTO Mpoleccopa
Excel

[TonsTHE agpecannu, CTUIEH CChUIOK, OpraHu3aluu
CTPYKTYPHPOBAHHBIX JaHHBIX B paboumnx kHurax Excel,
OCBOCHHE HaBBIKOB PEAAKTUPOBAHUS U (POPMATHPOBAHUS
JMCTOB M JaHHBIX B KHHrax Excel. CiocoOsl 00paboTKu dncen
B (popmynax u GyHKIUSIX; OTACIbHBIC KATETOPUH (PYHKITUN
Excel: nata u Bpemsi, TEKCTOBbIE, MATEMaTUIECKHUE,
CTAaTUCTUYECKUE, JOTHUECKUE, (PUHAHCOBBIC; UCTIOIh30BAHNE
BJIO>KEHHBIX (YHKIIUI; HA3HAYEHHE TTOCTPOUTENS PYHKIUHA U
npueMbl paboThl ¢ HUM; ToHsATHE MaccuBa B Excel. OcHoBHBIC
pueMbl paboThl ¢ MacTepoM AuarpaMm.

OcBoeHue MpUeMOB (GHIBTpAIMK JAaHHBIX - TPUMEHEHUE
aBTOQMIBTPA U PACIIUPEHHOTO (QUIBTPA; CIOCOOOB
TIOJIBEJICHUSI UTOTOB B OJJHOYPOBHEBBIX M MHOTOYPOBHEBBIX
CIUCKaX; MPUEMOB IPYIITUPOBKH TaHHBIX U CO3/IaHUS
CTPYKTYP; KOHCOJUIAINH JAHHBIX 110 KATETOPHSIM, T10
PaCTOJIOKEHUIO U C HCTIOJIb30BAHUEM TPEXMEPHBIX CCHUIOK.
WHCTpYMEHTBI yIIPaBJICHHS CBOIHBIMH TAOIUIIAMHU.
3nakoMcTBO ¢ HajacTpoiikamu Excel («ITouck pemenus»,
«AHaIM3 TaHHBIX»).

Tema 7

OCO0OEHHOCTH CO3TaHUs
0a3 na"ubix B MS Access

OcHOBBI IOCTPOCHUS 0a3 JaHHBIX, CO3aHHUE TAOIUI U
OpTraHMW3aIs CBA3CH, BBO U TPOCMOTP JAHHBIX B PEIKUME
tabnuikl. Co3naHue 3arpocoB BHIOOPKU JaHHBIX U 3alPOCOB HA
usmenenre B MS Access. Pazpabotka Gpopm (riaBHOA,
OCHOBHOM M JIOTIOJIHUTEIBHOM), CO3/IaHUE M ITeYaTh OTUYETOB.

Tema 8.

[ToaroroBka npe3eHTanui

Cosmanue crnaiiioB B cpeae Microsoft PowerPoint, Beibop
obmrero oopmieHus:, 1006aBIeHNE HOBBIX CIAi/I0B, H3MEHEHHE
COJIEPYKUMOTO CJIaiI0B, BHIOOP Pa3METKH U M3MECHECHHE
[[BETOBOM CXEeMBI CJIaliI0B, co3fanue 3(h(HeKToB aHuMAaIuH,
Co37laHue CrienuanbHbIX 9()PeKToB U cchuToK Ha HTEpHET,




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

Tema 9. | Opranuszanus u OcCHOBHBIC HTHCTPYMEHTHI OPTaHU3AINH [IAHUPOBAHUS
IJIaHUPOBaHUE OPUCHOM KOHTPOJIS MOBCeaHEBHOM orcHOM AesrenpHocTr B MS Office
nesrenpHocTH B Outlook | Outlook. Pabota ¢ kanengapeM, opranu3saius coOOpaHui,

COBEIIaHUHN, KOHTPOJIb 33J[aHUH, OTIPABKa JIEKTPOHHBIX
MIOYTOBBIX COOOIIECHUIA.
Tema | OcHOBBI CO3JJaHUS [ToHsATHE TUTIEPTEKCTOBOTO JJOKYMEHTA, CIIOCOOBI €0 CO3/IaHus
10. TUIEPTEKCTOBBIX cpeacreamu MS Office. OcHoBHbie 6a3oBbie 3emMeHTsl HTML:
nokymentos (HTML) pasmetenue, (popmaTupoBaHue, BET, MPUDT, TAOTHIIH,
pHUCYHKH, GOpMBI, GperMBbl, ABIXKYIIAsICS CTPOKA M TIp.
Tema | IloaroroBka mybnukanmii | Co3ganue myOauKauii 1 Web-caiiToB ¢ moMoIIbIO 11abJIOHOB
11 B Publisher, pa6oTa ¢ Publisher. Bo3amosxnoctu npuitosxenus Visio mo padore ¢

rpadukoii B Visio

rpaduueckumu Tpadaperamu. OCHOBHBIC HHCTPYMEHTHI,
CII0COOBI HCITOIL30BaHNs, OCOOEHHOCTH.

@opMbI TEKYLIEr0 KOHTPOJISI U MPOMEKYTOUYHOI aTTeCTALMU !

B xone peamuzanuu gucuumiiuHbel «MHpOpMaTHKa» HMCHONB3YIOTCS CIEAYIOIIUE METOIbI
TEKYIIEr0 KOHTPOJISI U YCIIEBAEMOCTU 00yYarOLUXCsl:
— MpH TPOBEIECHUU TMPAKTUUECKUX 3aHATHUH. OMpOC, KOHTpOJbHas paboTa, AMCIYT, TeECT,
KOJUIOKBUYM,;
- IPY KOHTPOJIE PE3yIbTaTOB CaMOCTOSITENILHOM pabOThI CTYIEHTOB: 3cce, pedepart.

HpOME)KyTO'—IHaﬂ aTrrecTanusa. 3ayeT IPOBOJUTCS C MPUMEHCHUCM CICAYIOIIUX METOAOB.

3amura KOHTpoIbHOM paboTs! Ha [1K. 3amura BKiIrOUaeT:

BBISIBJICHUC U ONIMCAHUC MHCTPYMCHTAPUS IJIs1 BBINIOJHCHUSA 3aJaHUs,

pa3pa60TKa CTPYKTYpPHBI aJITOPUTMA BBIIIOJTHCHUS 3aJaHKA,

npejcTaBieHue 3amanus ¢ momoiipio UT (Ha ITK);

BBIOOP TEXHOJIOTUN pean3alliy 3a/1aHus;

peaisanusa MYHBTHMGHHﬁHOFO KOHTEHTA 3aJJaHus,

aHaJIn3 U NpCACTABIICHUC PC3YJIbTATOB.
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