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b1.B.3 OcHoBbI MHHOOPMANMOHHO-KOMMYHUKAIIMOHHBLIX TEXHOJIOT Wil
HAumeHoBeaHue ducuunﬂuﬂbl

ABtop: Hukumos Cepreii UBanoBu4

Kox u HamMeHOBaHUe HaNpaBJieHUsl MOArOTOBKM, npoduis: 27.03.02 YnpasieHue
KA4eCTBOM, YIIpPaBJjieHHe KA4eCTBOM M HH(POPMAIMOHHO-AHAJTUTHYECKHE CUCTEMbI

KBanudukauus (cTeneHb) BLITYCKHUKA: 0aKaJaBp

dopma o0yueHuUsi: OUHAS

Llesb 0cBOEHMS TUCHMIIUHBI:

Pabouass yueOHas mporpamMma OpHUEHTHpPOBAHA Ha JOCTHXKEHME CIEIYIOLIMX Lesei:
OCBOEHHME CHCTEMBbI 0a30BBIX 3HAHUH O XapaKTEPUCTHKaX HH(OPMAIMOHHBIX PECYpCOB M HMX
ponu B oOmiecTBe, aBTOMAaTH3MPOBAHHBIX CHUCTEMax 00paOOTKM HH(pOpPMaLUU;  OBJIAJCHHE
YMEHUSIMH UCTIOJIb30BaTh NMPOrpaMMHOE obecrieueHue st 00pabOTKU TEKCTOBOM, rpaduyeckoii,
YUCIOBOM MH(pOpMALMK, MCHOJIB3Yyd HpPU 3ITOM  HMH(OPMALMOHHO-KOMMYHHMKALIMOHHbIE
TEXHOJIOTHH, B TOM YHCII€ B COOTBETCTBHHM C M3y4aeMbIMU IMPO()ECCHOHATBHBIMH MOIYJISIMU;
pasBUTHE I103HABATENIHBIX HMHTEPECOB, HMHTEIUICKTYaJbHBIX M TBOPYECKUX CIHOCOOHOCTEH;
BOCIIUTAaHUE HH(MOPMALMOHHON  KYJIBTYpPBI; npuoOpeTeHne  OmbITa  HMCIOJIB30BAHUS
UH(POPMALIMOHHO-KOMMYHUKAIIUOHHBIX TEXHOJOTMH AJs1 MPO(eCcCHOHAIBHOIO0 M JIMYHOCTHOIO
pa3BuTHs, camMooOpa30BaHUs, COBEPIICHCTBOBAHWMS W  TOBBIICHHS KBaJH(PHUKALUU B
npodeCCUOHAIBHON JAEATEIbHOCTH.

3ajaud JUCUUIUIMHBL  (OPMUPOBAaHUE IMPEACTABICHUS O POIM UHPOPMALMOHHO-
KOMMYHUKAIIUOHHBIX TEXHOJIOTHII B COBPEMEHHOM MHMPE; (dbopmHpoBaHuEe 3HAaHUK O
COBOKYITHOCTH CPEJICTB M METO0B cOopa, 00pabOTKM W mepedadd JaHHBIX AJIs MOJy4YeHHs
UH(OPMAIIMN HOBOTO KauecTBa; OOydeHHE MpuemMaM paboThl C COBPEMEHHBIMU MPOTrpaMMaMH,
HEOOXOAMMBIMU B MpPO(EeCCHOHAIBHON JAEATEIbHOCTH; O00eCleYeHHe pa3BUTUS METOAOB U
npreMoB 0OPMIIEHHS U MpeJICTaBIeHHs MPo(hecCHOHANbHOM HHpOpMaLUH.

Ilinan kypca:

Tema 1. Bsenenume. Buael mnpodeccuonanbHoll HHGOPMAIMOHHON  JESATENIBHOCTH C
UCTIOJIb30BAaHUEM TEXHHUYECKUX CPEJICTB U HH(POPMAIMOHHBIX PECYpPCOB B COOTBETCTBHU C
HampaBjIeHUEM NMPOPECCUOHATBHON AESITETLHOCTH.

TpeboBanust TeXHUKU 0€30MACHOCTH U CAaHUTAPHO-TUTMEHUYECKUE HOPMBI IpU paboTe ¢
KOMITBIOTEPOM.

IIpaBoBBIE HOPMBI, OTHOCAIIMECS K MH(OPMAIMH, TPAaBOHAPYIIEHUS B UH(OPMAIIMOHHON
cdepe, Mepbl UX MPEeAYIPEHKACHUS.

OcHOBBI 6€30TaCHOCTH B CETSIX.

WNudopmanironHbie pecypebl, UCIOJIb3yeMble B TPO(ecCHOHaAIbHOM 1eATeIbHOCTH.

Tema 2. Texcrossiii pouieccop Microsoft Word. Metonst mpumeHeHusI.

OcobGennoctu unrepdeiica MS Word. Hacrpoiika unrepdeiica: nmaHeau HHCTPYMEHTOB,
JUHEHWKH, CTPOKA COCTOSIHUA.

®opmartupoBanne mpudTa. ['apHUTYpa, HauepTaHWe, pa3Mep, LBET, MOAYEPKHBAHHUE.
Bepxuue, HuxHue HHIAEKCH. Bunonsmenenue. HTepBaiibl, CMELIEHHE.

dopmarupoBanue ab3ana. BeipaBHuBaHume. OTCTyNmbl W HMHTEPBAIBI: OTCTYI CJIEBa,
crpaBa, NepBas CTPOKa; MHTEpBal repen abzaiem, mocie ad3ana, MEXCTPOUYHBIH HMHTEpPBa.
[TonoxxeHue Ha cTpaHHUILE.

3amaHue mapaMeTpoB CTPAHUIIBI.



Ckperteie cumBodel. KonupoBanue dopmata mo oopasiry. [IpoBepka npaBomnucanusi.
Oco0eHHOCTH UCTIONIb30BAaHUS CTHIICH TaOJIHII, CTUJICH CITUCKOB.

[Teuars nOKymeHTA.

Hcnons3zoBanne ccbuiok. CHOCKH, Ha3BaHUs, IEPEKPECTHBIE CChUIKHU. | UIIEPCCHUIKU.

Tema 3. Dnekrponnsie Tabmub Microsoft Excel. MeToap! paboThI ¥ BRIYHCIICHUS.

Ocob6ennoctu unrepdeiica MS Excel. Hactpoiika unTepdeiica: maHeam HHCTPYMEHTOB,
CBOMCTBA TAOIHI] U STYE€CK, YHKIIAH.

Co3pnanue u hopMaTHPOBaHNE MHOTOCTPAHUYHOTO IOKyMEHTa, padoTa C JIUCTaMH.

®opmar siueek. [lpudt. BeipaBauBanue. Hanpasnenue tekcra. 3aauBka U oOpamiIeHHE
siueiiku. JloOaBiieHne KOMMEHTApHSI.

Crtpoku u cronOusl. [logdop mupunel. CKpbITHE CTPOK U CTOJIOLOB. YalleHue sueek,
CTPOK, cTOJI010B. OuncTka hopMaToB.

[ToaroroBka jucTa K MEYaTH.

Tema 4. Penakrop npesenranmii Microsoft PowerPoint. MeTozasl paboTsl.
Ocob6ennoctu untepderica PowerPoint. Hactpoiika uatepdeiica.
Dtarnbl CO3JaHUs MYJIbTUMEAMMHON HHTEPAKTUBHOMN MPE3CHTAIINH.
Coznanue cnaiga. Micnonb3oBaHue TOTOBBIX MAKETOB.
JloGaBneHue, yaaneHue, epeMeieHre Cllaiaa.

Pexxum cnaiina u pexxuM CTpYKTYpBI.
HMnopT CTpyKTYpBHI.
JloGaBieHne TeKCTOBOM MH(DOpPMAIIMK HA CIIAi].

@DopMBbI TEKYLIEr0 KOHTPOJISI U MPOMEKYTOYHOM aTTeCTALUM:

B xone peanuzanuu aucuurinHel b1.B.3 OcHogvl un@opmayuoHHo-KOMMYHUKAYUOHHBIX
mexHoNo2uyl  WCTONB3YIOTCA  CIEAYIOIIME METOAbl TEKYIIEr0o KOHTPOJISI  YCIIEBAEMOCTH
o0yyJaronmxcs:

IIpu npoBeeHNN 3aHATHI CEMUHAPCKOTO THIIA:
Br160pouHEIii OIpoc Mo MpoiIeHHOMY MaTepuany, BHIIOTHEHHE MPAKTUYECKUX 3aJaHuUM.

IpU KOHTPOJIE Pe3yIbTaTOB CaMOCTOSTENbHOM paboThI CTY/IEHTOB:
M3y4€HHUE BOIIPOCOB, KOTOPBIE HE U3JIarajuch MpenojaBareieM Ha MPaKTHYeCKUX (CEMUHAPCKUX )
3aHATUSAX, BBIIOJHEHNE PAKTUUYECKUX 3alaHUM.

3ageT MpoBOAUTCA B (l)opMe MNOABCACHUS HTOTOB IIO0 pE3yjibTaTaM pa6OTBI Ha
MPAKTHYCCKUX (CGMI/IHapCKI/IX) 3aHATUAX, BBIIIOJITHCHUA 3aI[aHI/H\/JI 1 OTBETa Ha SKSaMCHaHI/IOHHHﬁ
6I/IJ'ICT, COCTOSIH_II/II‘/JI H3 IBYX BOIIPOCOB.

OcHoBHas JuTeparypa:
1. Karyaun I'. II. OcHOBBI HMH(POKOMMYHHMKAIIMOHHBIX TEXHOJIOTHMH : y4eOHUK. —

CaparoB : A#t Ilm Dp Menma, 2018. — 797 Cc. — Tekct : dNeKTPOHHBIN // DIEKTPOHHO-
oubmmoteunas cucrema IPR BOOKS : [caiiT]. — URL: http://www.iprbookshop.ru/74561.html
2. Hazapo C.B. OcHoBbI WH(pOpPMAaNMOHHBIX TexHONormd. — M. : HHTepHeT-

Vuusepcuter Uupopmannonnsix Texnonornit (MHTYUT), 2016. — 530 ¢. — Pexxum goctyna:
http://www.iprbookshop.ru/52159.html.

3. XKypasnesa T.}O. Undopmanmonusie TexHonoruu: yuyebnoe mocobue. — CapaTos:
By3oBckoe oOpa3oBaHme, 2018. — 72 C. — Pexum JOCTYyTA:
http://www.iprbookshop.ru/74552.html.

4. Adonnues JI.H. UnadopmarmonHsie TexHOJIOTHH: yueOHOe mocobue. — BopoHex:

Boponexckuii ['ocynapcrBennsiii Arpapubiii YauBepcuter uMm. Mmmnepartopa Ilerpa Ilepsoro,
2016. — 268 c. — Pexxum mocryma: http://www.iprbookshop.ru/72674.html.
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