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AHHOTAIIUAA PABOYEHN IPOTPAMMBbBI JUCITATIINHBI

«MuabopmMaTukay

ABTOpP:

K.TEXH.H, JOIEHT Kadeapsl OPUKIATHBIX
MHGOPMALMOHHBIX TEXHOJIOTHI

Kon u HauMeHOBaHMe HATIPABJIeHUS NMOATOTOBKH, Npod nJsi:
42.03.01 Pexnama u cBsi3U ¢ 00IIECTBEHHOCTHIO

«VYmpaBlieHue COuanbHbIMU KOMMYHUKaIuaMu (Liberal Arts)»
KBanudukanus (cTeneHnb) BHIMYCKHUKA: OakaiaBp

®opma 00yueHHs : O9HAS

Mocsarua A.B.

[eab ocBOeHHs TUCHUILUIMHBI: GOPMUPOBAHUE CIIOCOOHOCTH HCIIOIBH30BaTh COBPEMEHHEIE
nupOBbIE TEXHOJOTUM W OOXOMUTHCA 03 HHUX, CAaMOCTOSTEIIBHO WM B COBMECTHOU
NEeSTeTbHOCTU: (UKCUPOBaTh HHMOPMALMIO 00 OKPYKAIOIIEM MHpPE; MCKaTh, aHAIM3UPOBATH,
KPUTHUYECKH OLIEHWBATh, OTOMpATh MH(POPMALIMIO; OPTraHU30BHIBATh MH(GOPMAIIHNIO; TIEpEaaBaTh
WHQOPMAIIUIO; MPOCKTUPOBATH OOBEKTHI U MPOIECCHI, IUIAHUPOBATH CBOM JCHCTBUS; CO3/1aBaTh,

PCAIM30BBIBATD U KOPPCKTUPOBATH IJIAHBI.

IInan kypcea:

Ne n/m HanmeHnoBaHue Tem Conepxanue Tem (pasiesioB)
(pa3neJioB)
Tema 1 | Beenenue. OcHOBHEIE [Ipenmer, 3amnauu u uenu Kkypca. OCHOBHBIC TOHSATHUS U UX
MOHSATHS U OTIPEIeNICHUSI onpeneneHus: UHGopMaTuka U uHQopMaTu3amus.
UuH(pOpMaTUKU Wudopmaruzamus odecTBa: 3Had4eHUE HHPOPMALTMOHHBIX

PEBOJIIOIUH, OTTBIT MH(OpMaTH3AINH, TIEPCIIEKTUBHBIC UJIEH,
UH(pOPMALIMOHHAS KyAbTypa. [IpaBoBbIE acTIeKThI
uHpopmaTuzanuu. Pons nndopmatiku B GopMUPOBAHUM
COBPEMEHHOTO CIEeIHAINCTA.

NHdopmannoHHBIN TOTEHIIAI 00IECTBA: NH(POPMAIIUOHHEIE

pecypchl, HTHQOPMALIMOHHBIE TPOIYKTHI U YCIIYIU, CTPYKTypa
pBIHKAa HHPOPMAIIMOHHBIX IPOAYKTOB U YCIIYT.

Tema 2 | Undopmarus u Wudopmanus: moHsATHE, BUJIBI U CBOMCTBA, HHPOpPMALIUS U
uH(OpMaInOHHBIE nanabie. CooOmeHus 1 curHaisl. Mepsl HHGopMaIn,
IIPOLIECCHI sHTponus. EnuHuib! u3Mepenus nHpopMammm.

XapakreprucTuka HHGOPMAIMOHHBIX ITPOIECCOB: COOP,
00paboTKa, XpaHEeHHNE, HAKOTUICHUE, K1acCu(puKaus 1
KOJMPOBaHUE, Tiepeiaya ¥ pacipoCcTpaHeHE HHGOPMAIIHH.
WudopmannoHHas TEXHOJIOTUS: MOHITHE, HA3HAUYCHUE.

Tema 3 | ®yHKUMOHATBHAS U Apxutekrypa DBM: nmonstue. [lpunnun ¢on Heiimana.

cTpyKkTypHas opranuzanus | Knaccuduxanus 9BM. MaructpanbHO-MOIYIBHBIN TPUHIUIT
KOMIIBIOTEpA noctpoenus I1IK. Cocras, Ha3HaUEHHE U XapaKTEpUCTUKU
OCHOBHBIX YCTPOMCTB ITEPCOHAIBHOIO KOMITBIOTEPA.
[Tepudepuiinbie ycrpoiicta I1K 1 MX XapakTepUCTUKHU.
Annaparssle cpenctBa MynbTuMeaua. Kpurepuu seidopa 11K




Ne n/m

HaunMmeHoBaHMe TEM
(pa3neJioB)

Conepxanue TeMm (pasiaesioB)

U1t toma u oduca. O3HaKOMIICHHE C OCHOBHBIMU
yerpoiictBamu 1K

Tema 4

[IporpammHuoe
obecrieueHre KOMIBIOTEpa

[IporpamMHOe obecrieueHruEe KOMITbIOTEpa: OHSATHE,
HazHavyeHue. Kimaccudukanus mporpaMMHOTO 00eCTIeUeHU S
(ITO) IIK. Haznauenue onepamnuonHoii cuctemsl (OC). Busl
OC. UuctpymeHTapuu pelieHust GyHKIHOHAIbHBIX 3a/1a4.
[Tpuxnagnoe I10.

[Tonsitue aitnoBoit cucremsl. I'paduueckuii
nosib3oBarenbekuit mHTepderic Windows. CtangapTHbIE U
ciyxebnsie mporpammbl OC Windows. CepBucHbIe 1
00CITy)KMBAIOIIME TTPOTrpaMMbl ((haiiioBbIe MEHEIKEPHI,
aHTUBUPYCHI, apXUBATOPBI U Jp.). OOCTyKMBaHUE TUCKOBOU
CUCTEMBI. YHUBEPCAIbHBIE YTHIUTHBIC TAKETHI.

Tema 5

Texnonoruss 00paboOTKH
JIOKyMEHTOB. TE€KCTOBBIN
nporeccop Word

[lonsiTne JOKyMEHTa, CO3JJaHKE U UCTIOIb30BaHKE MA0IOHOB
JIOKYMEHTOB B pa3nuyHbIX npuiiokeHusx MS Office.
OCHOBHBIE BO3MOXXHOCTH TEKCTOBOTO Tporieccopa Word mo
CO3/IaHUIO IOKYMEHTOB. PaboTa ¢ Tabnuiamu, quarpaMmMamu,
dopmysiaMu, BO3MOKHOCTH PEIaKTHPOBAHUS U
dopMaTHpOBaHUS TOKYMEHTOB, TEXHOJIOTUS BHEIPEHUS 1
cBs3pIBaHMs 00bekTOB. CO3/1aHME TOKYMEHTOB CIIHSHUS,

M CEM, KOHBEPTOB, HAKJICCK.

Tema 6

OcCHOBHBIE BO3MOXXHOCTH
TaOJIMIHOTO MPOIeccopa
Excel

[TonsTHE agpecanuu, CTUIEH CCHUIOK, OpTaHU3aIlNH
CTPYKTYpUPOBAHHBIX JaHHBIX B pabounx kHurax Excel,
OCBOEHHE HAaBbIKOB peIaKTUPOBaHUS U (popMaTHpOBaHUS
TUCTOB U AaHHBIX B kHUTax Excel. CrocoOwr 00paboTku uncen
B (popmynax u QyHKIUAX; OTAENIbHbIE KaTeropuu (yHKIUMI
Excel: nata u Bpems, TEKCTOBbIE, MaTEMaTHUECKUE,
CTaTUCTHYECKHE, JIOTHYECKIE, (PMHAHCOBBIE; HCIIOIB30BAaHUE
BJIO’KEHHBIX (DyHKIIMI; Ha3HaUeHHE NOCTpouTes QyHKIUN U
npueMbl paboThl ¢ HUM; TOHATHE MaccuBa B Excel. OcHOBHbIE
npreMbl paboThl ¢ MacTepoM Juarpamm.

OcBoeHue npueMoB (GUIbTPALIMK JAaHHBIX - IPUMEHEHUE
aBTO(UIIBTPA U PACIIMPEHHOTO (UIBTPA; CIIOCOOOB
MOJIBEJICHHS HTOTOB B OJTHOYPOBHEBBIX H MHOTOYPOBHEBBIX
CIUCKAX; IPUEMOB IPYNIIUPOBKU JaHHBIX U CO3AaHUS
CTPYKTYp; KOHCOJIMJALIMH JaHHBIX [10 KATETOPHSM, I10
PAcCIIOJIOKEHHUIO U € MCTIOIh30BAHUEM TPEXMEPHBIX CCHUIOK.
HNHCTpyMeHTHI ypaBieHHs CBOAHBIMU TaOIMIIAMU.
3HakoMCTBO ¢ HajcTpoiikamu Excel («Ilouck pereHus,
«AHAIN3 TaHHBIX»).

Tema 7

Oco0EeHHOCTH CO3TaHHU
0a3 nmanHbiX B MS Access

OcHOBBI TOCTpOEHUS 0a3 TaHHBIX, CO3/IaHUE TAONIUII U
OpraHH3aIus CBsI3EH, BBOI M TPOCMOTP JTAHHBIX B PEKUME
Tabmuiel. Co3manue 3anpocoB BHIOOPKH TaHHBIX U 3aIIPOCOB Ha
u3MeHenune B MS Access. Pa3pabotka ¢opm (ri1aBHOH,
OCHOBHOM M JTOTIOJIHUTEJILHOM ), CO3/IaHKE U MT€YaTh OTYETOB.

Tema 8.

IloaroroBka mpe3eHTaUA

Co3znanue cmaitioB B cpene Microsoft PowerPoint, BeiGop
obmero odopmieHus, 1o0aBIeHNUE HOBBIX ClIaii OB, U3MEHEHUE
COJICP’KUMOTO CJIAliJIOB, BHIOOP pa3METKH M U3MCHCHHUE
IBETOBOM CXEMBI CJ1ai10B, co3nanne Y(MpeKToOB aHWMAIIHH,
co3/laHue crenuanbHbIX 9(QdexroB u cchuiok Ha MHTEpHET,




Ne n/m

HaunMmeHoBaHMe TEM

Conepxanue TeMm (pasiaesioB)

(pa3neJioB)
JIEMOHCTpALIUS CJIali/I0B.

Tema 9. | Opranuzanus u OCHOBHBIE HHCTPYMEHTHI OpraHU3allMH TNIAHUPOBAHUS U
IUTAaHUPOBaHKE O(UCHOM KOHTpOJISI TTOBCEHEBHOM odrcHOit aesTensHOCcTH B MS Office
nesrensHocTH B Outlook Outlook. PaboTa ¢ kaneHgapeM, opranu3amnus COOpaHui,

COBELIAHU I, KOHTPOJIb 33JJaHUH, OTIPaBKa 3JIEKTPOHHBIX
MIOYTOBBIX COOOUICHUH.
Tema | OcHOBBI cO3maHMS [ToHsITHE THIIEPTEKCTOBOTO JIOKyMEHTA, CIOCOOBI €TO CO3IaHM S
10. TUNEPTEKCTOBBIX cpeacrBamu MS Office. OcnoBubie 6a30Bbie 3nemenTsl HTML:
nokymentoB (HTML) pasmeleHue, GopMaTUpOBaHUE, IIBET, PUT, TaOIULIBL,
pHUCYHKH, GOPMBI, (PpeHMBI, TBUKYLIASCS CTPOKA U TP.
Tema | IloaroroBka nmyonukauuii | Co3panue myOonukanuii 1 web-caiiToB € TOMOIIBIO IIAOTOHOB
11 B Publisher, pa6ora c Publisher. Bo3moxkHOCTH TpHIIOKeHHUs Visio 1o pabore ¢

rpadukoii B Visio

rpaduyeckumu Tpadaperamu. OCHOBHBIE HHCTPYMEHTHI,
CIIOCOOBI MCIOIL30BAHUS, 0OCOOCHHOCTH.

@DopMbI TEKYLIET0 KOHTPOJIA M MPOMEKYTOYHOM aTTeCTALMM:

B xome peammzanuu mucuuruimHbl «MHMOpMAaTHKa» HCIONB3YIOTCS CIEAYIOIME METOBI
TEKYILETO KOHTPOJISI U YCIIEBAEMOCTH OOYYarOIIMXCSL:
— TpU TPOBEIACHUU NPAKTUUYECKUX 3aHSTUN: OMPOC, KOHTPONIbHAs paboTa, IUCIYT, TECT,
KOJIJIOKBUYM;
- IIPH KOHTPOJIE PE3yIbTaTOB CAMOCTOSATEIbHON paboThl CTYAEHTOB: 3cce, pedepar.

IIpome:xkyTouHas aTTecTalusi: 3a4€T IPOBOJIUTCS C MPUMEHEHHEM CIEAYIOIMX METO/I0B!

3ammTa KOHTpoJbHOU padoThl Ha [1K. 3anmTa BKIIOUaLT:
BBISIBJICHUC U OITUCAHUEC UHCTPYMCHTAPUA JJI BBIITOJIHCHU A 3a0aHUA,

pa3paboTKa CTPYKTYphI aIFOpPUTMa BBIIIOJHEHUS 33/1aHNUS;

npeacraBicHue 3aaanus ¢ momornpto UT (na I1K);

BBIOOP TEXHOJIOTUN pean3aIluy 3aJaHu s,

peain3anusa MYHBTHMGHHﬁHOFO KOHTCHTA 3aJIlaHU A,

aHaJIu3 U NpPCACTAaBJICHHEC PE3YJILTATOB.
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