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38.03.02 MeHeKMEHT
«CTtparernueckoe ynpasieHue komnanuein» (Liberal Arts)

Kpaindukanus (cTeneHb) BHIMYCKHUKA: OakanaBp
®opma 00yueHus1: OUHAs

Leap ocBoeHMsi AMCHUILIMHBI: (OPMUPOBAHHE CIOCOOHOCTH HCIOJIb30BATh COBPEMEHHBIE
U(GPOBbIE TEXHOJIOTMH M OOXOIUThCS 0€3 MX, CaMOCTOATENbHO MIM B COBMECTHOU
JEeSATENIbHOCTH: (PUKCUPOBAaTh MH(POPMAIUIO 00 OKpY)KAIOIIEM MHUpPE; UCKATh, aHAJIU3UPOBATH,
KPUTUYECKH OLIEHUBaTh, OTOMpaTh MH(OpPMAIMIO; OPraHU30BBIBaTh MH(OpMAIHIO; NepeaaBaTh
MH(pOpPMaLIMIO; TPOEKTUPOBATh OOBEKTHI U MPOLECCH, INIAHUPOBATh CBOU JEHCTBUS; CO3/1aBaTh,
pean30BbIBaTh U KOPPEKTUPOBATH IIAHBI.

Ilnan kypca:

Tema  1-BBenenue.  OcCHOBHbIE  TOHSTHS M OIpeneleHHs  HUHPOPMATHKU
WNudopmannonHble TeXHOIOTUHU. BBenenue (Jiekuusi, BXOJAHOW KOHTPOJIb B (hopMe TecTa).

[Ipeamer, 3amaum u nenum Kypca. OCHOBHBIE TIOHATHS W HX OIPEACIICHHUS:
Nudopmannonnsie Ttexnonorun (Mupopmaruka) u wundopmaruzanus. Wubopmaruzanums
oOmiecTBa: 3Ha4eHHE MH(DOPMALIMOHHBIX PEBOIIONUH, ONBIT HH()OPMATHU3ALINH, TEPCTIEKTUBHBIE
uzeu, nadopMaionHas Kynbrypa. [IpaBoBelie acnekTsl nHpopmaTuzanuu. Ponb uHGpoOpMaTuKu
B (hOpPMHUPOBAHUH COBPEMEHHOT'O CIIEIIMATUCTA.



NudopmannoHHbIit MTOTEHITHAT oOmecTna: nH(pOpMaITMOHHBIC pecypcehl,
WH(OPMAIIMOHHBIE TPOAYKTHI M YCIyTH, CTPYKTypa pPhIHKA HH(POPMAIMOHHBIX MPOAYKTOB U
YCIIYT.

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

WNudopmanus: moHaTHE, BUILI M CBOMCTBa, MHPOpMamnus u naHHbie. CooOmeHus u
curHaisl. Mepbl uHGopmanuu, SHTponus. EquHuiisl nuamMepeHuss tHQoOpMarum.

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

Tema 3- ®OyHKUMOHANBHAS U CTPYKTYpHas OpraHu3anus HHOOPMALMOHHOW CHUCTEMBI
(JIeK1us1, BXOJJHOM KOHTPOJIb B (hOpME TECTa).

Apxutektypa HWHGOPMAIMOHHOW cucTeMbl: moHsTtue. [lpunnmun ¢on Heiimana.
Knaccugpukamus MC. MaructpanbHo-Moaynbhblii  npuniun  noctpoenuss HMC. Cocras,
Ha3HAYeHHE M  XapaKTEePUCTUKH OCHOBHBIX YCTPOMCTB HH(OPMAIMOHHONW  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(POPMALMOHHOW 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 pemieHus GyHKIMOHAIbHBIX 3a7a4. [Ipukinagnoe [10.

[Tonsarue ¢aiinoBoii cucremsl. ['padudecknii nonp3oBarenbckuid naTEpderic Windows.
Cranpgaptaeie u cinyxkeOHbie mporpammbl OC Windows. CepBucHble U 00CITy>KHBAIOIINE
nporpamMMbl  ((aiiJioBele MEHEIDKEpBl, aHTHUBUPYCHI, apXuBaTtopel U 1p.). OOciyxuBaHue
JTUCKOBOM CHUCTEMBI. Y HUBEpCaIbHbIC YTUIUTHBIC TTAKETHI.

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 BO3MOXKHOCTH TEKCTOBOro Tpoiieccopa Word 1o
CO3JaHMI0 JOKYMeHTOB. Pabora ¢ Tabmunamu, auarpaMmamu, (GopMyliaMH, BO3MOXHOCTH
penakTupoBaHUS W (opMaTUpPOBAHUS JAOKYMEHTOB, TEXHOJOTHS BHEIPEHHUS M CBS3BIBAHUS
00bekToB. Co31aHne JOKYMEHTOB CIUSHUS, TMCEM, KOHBEPTOB, HAKJICEK.

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

[lonsTHe aapecanuu, CTHIEH CCHUIOK, OpPraHU3allMid CTPYKTYPHPOBAHHBIX TaHHBIX B
pabounx kHurax Excel, ocBoeHue HaBBIKOB pEJAKTHPOBAHUS U (POpMATHUpPOBAHUS JIUCTOB U
naHHbIX B KHurax Excel. CrmocoOsl 00paboTku umcen B GopMmysax M (QyHKIUSAX; OTIENIbHBIE
kareropun (yHkuuii Excel: nata u Bpems, TEKCTOBbIE, MaTeMaTHYEeCKUE, CTATUCTHUYECKUE,
Joruyeckue, (UHAHCOBBIC; MCIIOJIB30BAaHHE BJIOKEHHBIX (DYHKIMI; Ha3HAu€HUE IMOCTPOUTEIS
¢GbyHKIMI 1 npueMbl paboThl ¢ HUM; MoHATHE MaccuBa B Excel. OcHOBHBIE npuemMbl pabOTHI C
Mactepom nuarpamm.

OcBoeHue nprueMoB (pUIbTpALMK JAHHBIX - IPUMEHEHNE aBTO(QUIBTPA U PACIIUPEHHOTO
¢mibTpa; cnocoOOB MOJABEJACHHUS HTOTOB B OJHOYPOBHEBBIX M MHOTOYPOBHEBBIX CITHCKAX;
MPUEMOB TPYNIHUPOBKU JAHHBIX U CO3/IaHUS CTPYKTYpP; KOHCOIUIAIUN JaHHBIX [0 KaTEropusM,
[0 PAacHOJIOKEHNUI0O M C MCIOJIb30BAHUEM TPEXMEPHBIX CCBUIOK. MHCTpyMEHTHI ymnpaBieHUs
CBOJHBIMH TaOnumamu. 3HaKoMCTBO c HajcTpoiikamu Excel («Ilomck pemenus», «Ananms
JTAHHBIX» ).

Tema 7-OcobenHocTr co3manus 6a3 maHHBIX B MS Access (BBITTOJIHEHUE MPAKTHIECKOMN
U KOHTPOJIbHOM pabOThl HA KOMIIBIOTEPE).



OcHOBBI MOCTpoeHHUsI 0a3 JaHHBIX, CO3JaHUE TAOMUI[ U OpraHM3alus CBsA3€H, BBOA U
MPOCMOTP JaHHBIX B pekume Tadnuibl. Co3maHue 3arpocoB BHIOOPKU JaHHBIX M 3allPOCOB HA
n3meHenue B MS Access. PazpaboTka opm (riaaBHOH, OCHOBHOM U JOTIOJHUTEIHHOM ), CO3/JaHUE
Y TIeYaTh OTYETOB.

Tema 8.-Pabora c¢ rpadukoit B Visio (BBIOJTHEHHE TMPAKTUYECKHX pabdoOT Ha
KOMITBIOTEPE).

Bo3moxknocTr npusnokenust Visio mo padote ¢ rpadudeckumu Tpadaperamu. OCHOBHBIE
MHCTPYMEHTBHI, CITIOCOOBI UCIIOJIB30BAHUS, OCOOCHHOCTH.

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

Bo3moxxnoctu  mpuiokenuss — Publisher.  OcHOBHbIE ~ MHCTPYMEHTBI,  CITOCOOBI
UCTIONIb30BaHus, ocoOeHHOCTH. Co3maHue myOnuKanuii U MakeToB web-caiToB ¢ MOMOIIBIO
nrabiaonoB Publisher.

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

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

@opMblI TEKYLIEr0 KOHTPOJIS U MPOMEKYTOUYHOMH aTTeCTALMU:

B xome peammszammm gucuumumHbl  b1.0.12  «MHDOpMaMOHHBIE TEXHOJOTHH
UCTIOJIE3YIOTCS CIICTYFOIIHE METO/BI TEKYIIIETO KOHTPOJIS YCIIEBAEMOCTH O0YJArOIIUXCS:

Tema w/unm pasaen Mertoapbl TEKYyIIEro Meronbl TEKy1IEro
KOHTPOJIS KOHTPOJIS yCIIEBAEMOCTH
YCIIEBAEMOCTH B ¢ npuMeHenuem J1OT
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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