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«YT1pasiieHHE TOPOJICKUM TEPPUTOPHAILHBIM passuTrem» (Liberal Arts)

Kpaiudukanus (creneHb) BHIMYCKHUKA: OakanaBp
®opma 00yyeHHs: OUHAA

Leap ocBoeHMs] AMCHUILIMHBI: (OPMUPOBAHHE CIOCOOHOCTH HCIOJIb30BATh COBPEMEHHbBIE
U(GPOBbIE TEXHOJIOTMH M OOXOIUThCS 0€3 MX, CaMOCTOATENbHO MIM B COBMECTHOM
JEeSTeNIbHOCTH: (PUKCUPOBAaTh MH(POpPMAIUIO 00 OKpY)KAIOIIEM MHUpPE; UCKATh, aHAJIU3UPOBATH,
KPUTUYECKH OLIEHUBATh, OTOMPaTh MH(OPMAIMIO; OPraHW30BBIBATH MH(OpPMAIIHIO; NEpeaaBaTh
MH(pOpPMaLIHIO; TPOEKTUPOBATh OOBEKTHI U MPOLECCHI, INIAHUPOBATh CBOU JCHCTBUS; CO3/1aBaTh,
pean30BbIBaTh U KOPPEKTUPOBATH IIAHBI.

ILnan kypca:

Tema  1-BBenenune. OcHOBHBIE  TMOHSATHS W ONpeleseHUs  MH(OpPMATHKH
Nudopmanmonnsie TexHONMOTHH. BBenenne (JIekiusi, BXOAHOW KOHTPOJIb B pOpMe TeCTa).

IIpenmer, 3amaum u 1nean Kypca. OCHOBHBIE TOHATUS U HUX  ONPEACIICHUS:
Undpopmanuonnsie TexHonorun (Mudopmaruka) u wundopmaruzanus. MupopmaTuzanus
oOriecTBa: 3HaueHUEe MH(OPMAIIMOHHBIX PEBOJIIOIMIMA, ONBIT UH(OPMATU3ALINH, TEPCIIEKTUBHBIE
uaeu, nHpopMalmoHHas KyiabTypa. [IpaBoBble acniekTsl nH(popMaTuzauuu. Pons nHGOpMaTHKU
B ()OPMHPOBAHUU COBPEMEHHOI'O CIIELUAINCTA.



NudopmannoHHbIit MTOTEHITHAT oOmecTna: nH(pOpMaITMOHHBIC pecypcehl,
WH(OPMAIIMOHHBIE TPOAYKTHI U YCIyTH, CTPYKTypa pbIHKa WH(GOPMAIMOHHBIX MPOIYKTOB WU
YCIIYT.

Tema 2-Undopmanus u nHpopmammoHHbie mporecchl (JIGKIHs, BXOJHOW KOHTPOIb B
dbopme TecTa).

WNudopmanus: moHaTHE, BUILI M CBOMCTBa, MHPOpMamnus u naHHbie. CooOmeHus u
curnainsl. Mepol undopmanuu, sHTponus. Equnuis uamepenus naGopMammm.

XapakTepucTika HWH(POPMAIMOHHBIX  IPOILECCOB: cOOp, o00paboTka, XpaHEHHE,
HAKOIUICHHE, KiIaccu(UKanus W KOAMPOBaHHE, Ieperada M pacnpocTpaHeHHe HHGOpMAaLUU.
WNudopmanroHHas TEXHOJIOTHS: TOHATHE, HA3HAUYCHHE.

Tema 3- ®OyHkuMOHANBHAS M CTPYKTYpHas OpraHu3anvs HHGOPMAIMOHHOW CHUCTEMBI
(JIeK1us1, BXOJJHOM KOHTPOJIb B (hOpME TECTa).

Apxutektypa HWHGOPMAIMOHHOW cucTeMbl: moHsTtue. [lpunnmun ¢on Heiimana.
Knaccugpukamus MC. MaructpanbHo-Moaynbhblii  npuniun  noctpoenuss HMC. Cocras,
Ha3HAYeHHE M  XapaKTePUCTUKH OCHOBHBIX YCTPOMCTB HWH(GOPMAIMOHHONW  CHUCTEMBI.
[Tepudepuiinsie ycrpoiictBa UC u X XapaKTepUCTUKHU. ANMapaTHBIE CPEICTBA MYJIbTHUMEAHA.
Kputepun Bwibopa MC nmns goma u oduca. O3HAKOMIIEHHE C OCHOBHBIMH MOAYJISIMH U
ycrpoiictBamu MC

Tema 4- Ilporpammuoe obecriedeHre HUH(POPMALMOHHONW CHUCTEMBI (JIEKIHS, BBIXOTHOM
KOHTpOJIb B (popme pedepara).

[IporpamMmmuoe obecriedyeHre WHMDOPMALIMOHHONW CHCTEMBI: TOHSTHE, Ha3HAYCHHE.
Knaccudukanus nporpammuoro odecreuenus (I10) UC. Haznaduenune omneparimOHHON CHCTEMBI
(OC). Bunpt OC. UnctpymenTapuu penieHus GyHKIMOHAIbHBIX 3aaa4. [Ipuknagnoe I10.

[Tonsatue ¢aiinoBoii cucremsl. ['padudecknii nonp3oBarenbckuil nHTEpderic Windows.
Cranpgaptaeie u cinyxkeOHbie mporpammbl OC Windows. CepBucHble U 00CITy>KHBAIOIINE
nporpamMMbl  ((aiiJioBele MEHEIDKEpBl, aHTHUBUPYCHI, apXuBaTtopel U 1p.). OOciyxuBaHue
JUCKOBOM CHUCTEMBI. Y HUBEpCaIbHbIC YTUIUTHBIC TAKETHI.

Tema 5-Texnomorus o00paOOTKM JOKyMEHTOB. TekcToBelii mporeccop Word
(BBITIOJIHEHUE TIPAKTUYECKUX PAOOT Ha KOMITBIOTEPE).

[TonsiTe TOKyMEHTa, CO3/1aHNE U MCIIOJIb30BaHKHE Ia0JIOHOB JOKYMEHTOB B Pa3IN4HbIX
npunoxkeHussx MS Office. OcHOBHbIE BO3MOXHOCTH TEKCTOBOro mporeccopa Word 1o
CO3JaHMI0 JOKYMeHTOB. Pabora ¢ Tabmunamu, auarpaMmamu, (GopMyliaMH, BO3MOXHOCTH
penakTupoBaHUs W (opMaTUpOBaHMS JOKYMEHTOB, TEXHOJOTHS BHEIPEHHS] U CBS3BIBAHUS
00bekToB. Co3iaHne JOKYMEHTOB CIUSHHUS, MTIUCEM, KOHBEPTOB, HAKJICEK.

Tema 6-OcHOBHbIE BO3MOXHOCTH Tabiu4yHOro mpoueccopa Excel (BbimonHeHue
MPAKTUYECKUX pabOT HAa KOMIIBIOTEPE).

[TonsTHe aapecanuu, CTHIEH CCHUIOK, OPraHU3allUd CTPYKTYPUPOBAHHBIX JAHHBIX B
pabounx kHurax Excel, ocBoeHume HaBBIKOB pelaKTHpOBaHUS U (popMaTHpOBaHMS JUCTOB U
naHHbIX B KHurax Excel. CrmocoOsl 00paboTku umcen B GopMmysax M (QyHKIUSAX; OTIENIbHBIE
kareropun (yHkumii Excel: nata u Bpems, TEKCTOBblE, MaTeMaTUYECKHE, CTATHCTUYECKHE,
Joruveckue, (PUMHAHCOBBIC; UCIOIB30BAaHUE BIOKEHHBIX (DYHKIMI; Ha3HAYCHHE IMOCTPOHUTENs
¢GbyHKIMI 1 npueMbl paboThl ¢ HUM; MoHATHE MaccuBa B Excel. OcHOBHBIE npueMbl pabOTHI C
Mactepom nuarpamm.

OcBoeHue nprueMoB (PUIbTpAlMK JAHHBIX - IPUMEHEHHE aBTO(QUIBTPa U PaCIIMPEHHOTO
¢mibTpa; cnocoOOB MOJABEJACHHUS HTOTOB B OJHOYPOBHEBBIX M MHOTOYPOBHEBBIX CITHCKAX;
MPUEMOB TPYIIUPOBKU JAHHBIX U CO3/IaHUS CTPYKTYpP; KOHCONUJIAIUMHN JaHHBIX [0 KaTEropusiM,
II0 PAacHOJIOKEHUI0O M C MCIOJIb30BAHUEM TPEXMEPHBIX CCBUIOK. MHCTpymeHTHI ynpaBieHus
CBOJHBIMH TaOnumamu. 3HaKoMCTBO c HajcTpoiikamu Excel («Ilomck pemenus», «Ananms
JTAHHBIX» ).

Tema 7-Ocobennoctr co3manusi 6a3 maHHbIX B MS Access (BBITIOJIHEHHE MPAKTHYECKOM
U KOHTPOJIbHOM pabOThl HA KOMIIBIOTEPE).



OcHoBBI TOCTpoeHHUsI 0a3 JaHHBIX, CO3JaHUE TAaOMUI[ U OpraHU3alUs CBs3eid, BBOJ U
MPOCMOTP JaHHBIX B pekumMe TaOmuibl. Co3naHue 3ampocoB BHIOOPKHU JAHHBIX M 3alPOCOB Ha
n3meHenue B MS Access. PazpaboTka opm (riaaBHOH, OCHOBHOM U JOTIOJHUTEIHHOM ), CO3/JaHUE
Y TIeYaTh OTYETOB.

Tema 8.-Pabora c¢ rpadukoii B Visio (BBIIIOJHEHHE MPAKTUYECKHX pabdoOT Ha
KOMITBIOTEPE).

Bo3moxxHocTr npusniokenust Visio o padote ¢ rpaduyeckumu tpadaperamu. OCHOBHBIE
MHCTPYMEHTBHI, CITIOCOOBI UCIIOJIB30BAHUS, OCOOCHHOCTH.

Tema 9.-IlonroroBka nyoOsmkanuii B Publisher (BbimomHeHne mpakTudeckux padboOT Ha
KOMITBIOTEPE).

Bo3moxxnoctn  mpuioxkenus — Publisher.  OcHOBHbIE ~ MHCTPYMEHTBI,  CIOCOOBI
UCTIONIb30BaHus, ocoOeHHOCTH. Co3maHne myOnuKanuii ¥ MakeToB web-CaliTOB ¢ IMOMOIIBIO
nrabiaonoB Publisher.

Tema 10.-Opranmszanuss W [iaHupoBaHue oducHou npesrenpHocTH B Outlook
(BBIMOJTHEHNE TTPAKTUYECKUX PAOOT HA KOMITBIOTEPE).

OcHOBHBIE HMHCTPYMEHTHI OpTaHU3AIMH IUIAHUPOBAHUS M KOHTPOJIS MOBCEIHEBHOMN
odpucnoit gesrensHoct B MS Office Outlook. PaGoTa ¢ kanengapem, opranusainus coopaHui,
COBEILIaHUH, KOHTPOJIb 3aJJaHU, OTIIPaBKa 3IEKTPOHHBIX MOYTOBBIX COOOIIEHUH.

@opMblI TEKYLIEr0 KOHTPOJISI U MPOMEKYTOUYHOI aTTecTAlMU:

B xoxe peain3aliii JUCHUIIIIMHBI «I/IH(bOpMaI_[I/IOHHBIe TEXHOJIOTUHU»  HUCIIOJIB3YROTCS
CIICaAyromue METOAbI TCKYIICTO KOHTPOJIA YCIIECBACMOCTH 06yqa}01111/1xcs1:

Tema w/unm pasaen Mertoapbl TEKYyIIEro Meronbl TEKy1IEero
KOHTPOJIS KOHTPOJIS yCIIEBAEMOCTH
YCIIEBAEMOCTH B ¢ npuMeHenuem JJOT
ayIUTOPUH
Tema 1| UHpopmanimoHHbIE TEXHOJIOTHH. Omnpoc TectupoBanue
Beenenue.
Tema 2| Undopmanus u uapopmarmonssle | Ompoc TectupoBanue
IIPOLIECCHI
Tema 3| @yHKIMOHAIbHAS U CTPYKTYpHas Omnpoc TecTtupoBanue
opranusanus HHQOpMaIOHHOM
CHUCTEMBI
Tewma 4| IIporpammHoe obecnieueHne Ompoc

. TectupoBanue, Pedepar
MH(OPMALIMOHHON CUCTEMBI

Tema 5| TexHosorust 06padboTKN Omnpoc TecTUpOBaHKe,
JIOKYMEHTOB. TEKCTOBBIN IIPOLIECCOP
Word [IpakTiueckas pabora
Tema 6| OcHOBHBIE BO3MOKHOCTH Omnpoc TectupoBanue,

TabnuyHoro npoueccopa Excel
[IpakTuyeckas pabora

Tema 7| Ocobennoctu co3nanus 6a3 manHbix | Ompoc TectupoBanue,
B MS Access [IpakTuyeckas pabora,
KonTponbHas pabota




Tema 8| Paborta ¢ rpaduxoii B Visio Omnpoc TecTupoBanue,
[IpakTuyeckas pabora

Tema 9| IToaroroska myOnaukanuii B Omnpoc TectupoBanue,
Publisher [IpakTuyeckas pabora

Tema | Opranuzanys u IUIAaHUPOBAHUE Omnpoc TectupoBanue,

10 oducHoit gesrenbHocTH B Outlook [IpakTrueckas paboTa

IIpomeskyTOoUHAs1 aTTECTAIIMSA:

3a4eT MPOBOIUTCS C MPUMEHEHHUEM CIIEIYIOLINX METOIOB (CpeACTB): 03 NCIOIb30BAHUS
JMCTaHIIMOHHBIX 00pa30BATENIbHBIX TEXHOJIIOTUI B (JOpME BBINOJIHEHHS MPAKTUYECKUX 3aJaHUH
Ha KOMITBIOTEPE C MCIOIb30BaHUEM IaKeTa MpuKIanHbix nporpaMmm MS Office, a umenno MS
Word, MS Excel, MS Access, MS Publisher, MS Visio, MS Outlook.
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