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Koa u HauMeHOBaHM e HallpaBJ¢HUA MMOATOTOBKMH, l'[pO(l)l/IJ'lﬂ:

42.03.01 Pexnama u cBsI3U ¢ 00IIECTBEHHOCTbHIO
«YmpaBieHue coluuaabHbIMU KOMMyHHUKarusmMu» (Liberal Arts)
Kpaiudukanus (cTeneHb) BHIMYCKHUKA: OaKanaBp

®opma 00yyeHHs: O4HAA

Hean ocBoeHusi AUCHMILUIMHBI: (DOpMUpOBAHHE CMOCOOHOCTH pa3palaThiBaTh MPOEKT Ha
OCHOBE OIICHKH PECYPCOB M OTPaHUUYEHUI; CTOCOOHOCThH UCIIOJIB30BaTh OCHOBBI SKOHOMHUECKHUX
3HAHUW [JI1 TIPUHATHS DKOHOMHYECKHM OOOCHOBAaHHBIX PEIICHHM B pa3MYHBIX cdepax
JIeSITETHOCTH

ILnan kypca:

Tema  1-Beenenne. OcCHOBHBIE  TOHATHS U ONpeneleHuss  MHPOPMATHUKU
Nudopmarnimonnsie TexHoNOrHU. BBenenue (JIekimsi, BXOAHOW KOHTPOJIb B JOpMeE TecTa).

IIpenmer, 3amaum u 1nean Kypca. OCHOBHBIE TIOHATUS W HUX ONPEACIICHUS:
Undpopmannonnsie TexHonorun (Mudopmaruka) u wundopmaruzanus. MWupopmaTuzanus
oOrmiecTBa: 3HaueHHE MH(OPMAIIMOHHBIX PEBOJIOLMMA, OMBIT HHPOPMATU3AIUH, TEPCIIEKTUBHBIE
uaeu, nHpopMalmoHHas KyabTypa. [IpaBoBble acniekTsl nH(GOpMaTuzauuu. Pois nHGOpMaTHKU
B ()OPMHPOBAHUU COBPEMEHHOI'O CIIELUAINCTA.

NudopmannoHHbIH MTOTEHIMA oO1miecTna: nH(pOpPMaIlMOHHbBIE pecypcesl,
UH(POPMALIMOHHBIE MPOAYKTHl M YCIYTH, CTPYKTypa pbIHKa HH(OPMAIMOHHBIX MPOAYKTOB M
YCIIYT.

Tema 2-MHpopmanus u nHPOpMALMOHHBIE MPOLECCH (JIEKIHS, BXOJHONW KOHTPOJb B
dbopme TecTa).



Nudopmanus: moHsTHe, BUABI M CBOWCTBa, MHpopmamus u gaHHbie. CooOmieHus u
curHanbsl. Mepsl uHpopManuu, SHTponus. EMuHuLbI n3MepeHnus HHPOpMaLuu.

XapakTepucTuka HMH(POPMALIMOHHBIX MpOLEccoB: cOop, o00paboTka, XpaHEHHE,
HaKOIUJICHHE, KJIAcCU(pHUKAIMSI U KOAMPOBAaHHUE, Iepelada M paclpocTpaHeHHE HH(GOpPMAIHH.
HudopmaninoHHasi TEXHOJIOTHUS: TIOHATHE, HA3HAUYECHHUE.

Tema 3- DyHKIHMOHAJIBHAS U CTPYKTYpHAas OpraHu3alys WHPOPMALMOHHON CHUCTEMBI
(JIek1us1, BXOJIHOM KOHTPOJIb B (hOpME TecTa).

ApxutekTypa UWHGOPMALMOHHON cuctembl: mnoHsTHe. Ilpuanun ¢on Helimana.
Knaccudukanmss HC. MaructpansHo-MonynbHbld  npuHnun noctpoeruss HMC. Cocras,
Ha3HAUYE€HUE M  XAPAaKTEPUCTHKH OCHOBHBIX YCTPOHCTB HMH(POPMAIIMOHHOW  CHUCTEMBI.
[Tepudepuiinbie ycrpoiictBa UC u X XapakTepuCTUKH. ATapaTHbIe CPEJCTBA MYJIbTUMEIUA.
Kpurepun Boibopa UC st noma u oduca. O3HAKOMIIEHHE C OCHOBHBIMH MOJAYJISIMH U
ycrpoiictBamu UC

Tema 4- IlporpammHoe obecriedeHre WH()OPMAIMOHHOW CHUCTEMBI (JICKIHS, BBIXOTHOM
KOHTpPOJIb B popMe pedepata).

[Iporpammuoe obOecriedeHne HMH(DOPMAIIMOHHONW CHUCTEMBI: TOHATHE, Ha3HAYCHHE.
Knaccudukanus nporpammuoro obecrneuenus (I10) UC. Haznayenue oneparimoOHHONH CHCTEMBbI
(OC). Bunpt OC. MHCTpyMeHTapuu penieHus GyHKIIMOHATBHBIX 3a1a4. [Ipuknagroe I10.

[Tonstue (aitmoBoit cucremsl. I'paduueckuii moap3oBarenbckuit uHTEpdeiic Windows.
Cranmaptaeie u ciyxeOnble mporpammbl OC Windows. CepBucHbie W 0OCITy>KHBAIOIINAE
nporpaMmbl  ((haioBble MEHEKEphl, aHTHUBUPYCHI, apxuBaTopsl U Ap.). OOcmyxuBaHUE
JMCKOBOM CHUCTEMBI. Y HUBEPCAIbHbIC YTUINTHBIC TAKETHI.

Tema 5-Texnomorus o00paboTku JOKyMeHTOB. TekcToBelii mpomeccop Word
(BBITIOJIHEHUE TIPAKTHYECKUX paObOT Ha KOMITBIOTEPE).

[TonsTHe MOKyMeHTa, CO3/laHHEe M MCIIOJIb30BaHKE MIa0JI0HOB JOKYMEHTOB B Pa3iMYHbBIX
npmwiokeHussx MS Office. OcHOBHBIE BO3MOXHOCTH TEKCTOBOTO Tiporieccopa Word 1o
CO3MaHMI0 JOKyMeHTOB. Pabora ¢ Tabmumamu, auarpamMmamu, (GopMyliaMu, BO3MOXKHOCTH
peaakTUpoBaHUs U (QopMaTHUPOBAHUS JOKYMEHTOB, TEXHOJIOTHMS BHEIPEHHUS U CBA3BIBAHUSA
00bexToB. Co3aaHne JOKYMEHTOB CIUSHUS, TIHCEM, KOHBEPTOB, HAKJICEK.

Tema 6-OcHoBHBIE BO3MOXHOCTH TabnauuHoro mpoueccopa Excel (BbimonHenue
NPaKTUYECKUX pabOT Ha KOMITBIOTEPE).

[lonsTue anpecanuu, CTWJIEH CCHUIOK, OpPraHU3allMd CTPYKTYPUPOBAaHHBIX IaHHBIX B
pabounx kHurax Excel, ocBoeHue HaBBIKOB pelakTUPOBaHUS U (OPMATHPOBAHUS JIUCTOB U
nanubix B kHurax Excel. CrnocoObl 00paboTku uucen B Gopmynax U (QyHKIUAX; OTACIIbHBIC
kareropun (ynkiuii Excel: gata u Bpems, TEKCTOBblE, MaTeMaTHMYeCKHE, CTaTUCTHUYECKHE,
Joru4eckue, (PMHAHCOBBIC; UCIOJIb30BAaHUE BIIOKEHHBIX (DYHKIIMI; Ha3HAaY€HHE IMOCTPOMUTENs
byHKUMi U npuemsl paboThl ¢ HUM; NoHATHE MaccuBa B Excel. OcHOBHBIE mpueMbl padoThI C
Macrepom nuarpamm.

OcBoenne npueMoB GUIBTPALUN JAHHBIX - IPUMEHEHHE aBTOQUIBTPA U PACIIMPEHHOTO
¢unbTpa; cHocoOOB MOJABENEHUS HTOTOB B OJHOYPOBHEBBIX M MHOI'OYPOBHEBBIX CITMCKAaX;
IIPUEMOB TPYIIIUPOBKYU JAHHBIX U CO3/1aHUs CTPYKTYpP; KOHCONIMJAIMHN JaHHBIX 10 KaTErOpusM,
[0 PAacCHOJIOKEHUI0O M C MCIOJIb30BAaHUEM TPEXMEPHBIX CChUIOK. MHCTpyMEHTHI ymnpaBieHHs
CBOJIHBIMU TabnumaMu. 3HakoMcTBO ¢ Hazactpoiikamu Excel («Ilouck pemenus», «Ananus
JTAHHBIX»).

Tema 7-Ocobennoctu coznanus 6a3 qaHHbIX B MS Access (BBIOJHEHHE MPAKTHUYECKOM
Y KOHTPOJIbHOI paboThl Ha KOMIIBIOTEPE).

OcHOBBI MOCTpoeHUs1 0a3 JaHHBIX, CO3AaHUE TAOJIMIl M OpraHU3alMsl CBS3eH, BBOJA U
IPOCMOTP JaHHBIX B pexkume Tabnuibl. Co3naHue 3ampocoB BHIOOPKU JaHHBIX M 3alIPOCOB Ha
u3MeHeHue B MS Access. PazpaboTka ¢popm (rimaBHON, OCHOBHOM U JONOJIHUTENBHOM), CO3/1aHNe
U TIe4aTh OTYETOB.

Tema 8.-PaGota c rpaduxoit B Visio (BBIIOJHEHHWE TNPAKTUUYECKUX pabOT Ha
KOMITHIOTEPE).



Bo3moxxrocTr npumnokenust Visio mo padote ¢ rpaduueckumu tpadaperamu. OCHOBHBIE
WHCTPYMEHTHI, CIIOCOOBI HCTIOIH30BAHMSI, 0COOEHHOCTH.

Tema 9.-IlogroroBka nyoOsmkanuii B Publisher (BbimomHeHune mpakTudeckux padboOT Ha
KOMITBIOTEPE).

Bo3moxxnoctn  mpuiokenuss — Publisher.  OcHOBHBIE  MHCTPYMEHTBI,  CITOCOOBI
UCTOJBb30BaHusl, ocoOeHHocT. Co3maHue myOnaMKanuidi U MaKeToB web-CaliTOB ¢ MOMOIIBIO
nrabiaonoB Publisher.

Tema 10.-Opranmzanuss u [iaHupoBaHue oducHou nesrenpbHoctH B Outlook
(BBIMOJTHEHNE TTPAKTUYECKUX PAOOT HA KOMITBIOTEPE).

OcHOBHBIE HMHCTPYMEHTHI OpTaHU3AIMH IUIAHUPOBAHUS W KOHTPOJS MOBCEAHEBHOU
oducHon aesrenpbHOocTH B MS Office Outlook. Paborta ¢ kanenmapem, opranuzarus coOpaHui,
COBEIIAHNH, KOHTPOJIb 33aHUH, OTIIPaBKa JIEKTPOHHBIX TOYTOBBIX COOOIIECHHIH.

@DopMbI TEKYLIET0 KOHTPOJISI M IPOMEKYTOYHOM aTTeCTAIUU:

B xone peai3aliui JHUCHUITIMHBI «I/IH(I)OpMaI_[I/IOHHBIe TEXHOJIOTHUHN» HCIIOJIb3YHOTCA
CICaAyromue METOAbI TCKYIICTO KOHTPOJIA YCIIEBACMOCTH 06yqa}01111/1xcs1:

Tema w/unm pasaen Mertoapbl TEKyIIEro Meroabl TEKy1IEro
KOHTPOJIS KOHTPOJIS yCIIEBAEMOCTH
yCIIEBAEMOCTH B ¢ npuMeHenuem JJOT
ayIUTOPUH
Tema 1| MHpopmanoHHbIE TEXHOJIOTHH. Omnpoc TectupoBanue
Beenenue.
Tema 2| Unpopmanus u uapopmanmonssle | Omnpoc TecTupoBanue
IIPOLIECCHI
Tema 3| @yHKIMOHANbHAS U CTPYKTYpHas Omnpoc TecTupoBaHue
opranusanus HHQOpMaIMOHHOM
CHUCTEMBI
Tema 4| [IporpamMmHoOe obecrieueHue Omnpoc

. TectupoBanue, Pedepar
MH(OPMALIMOHHON CUCTEMBI

Tema 5| Texnonorus o6paboTku Ompoc TecTHpOBaHNE,
JIOKYMEHTOB. TEKCTOBBIN IIPOLIECCOP
Word [IpakTiueckas pabora
Tema 6| OcHOBHBIE BO3MOKHOCTH Omnpoc TectupoBanue,

tabnunyHoro npoueccopa Excel
[IpakTuyeckas pabora

Tema 7| OcoOenHoctu co3nanus 6a3 gqanubx | Omnpoc TectupoBanue,
B MS Access [TpakTuyeckas pabora,
KonrtpomnbHas pabora

Tema 8| Pabora ¢ rpaduxoii B Visio Omnpoc TectupoBanue,
[IpakTiueckas pabora

Tema 9| [loxroroska myOnukanuii B Omnpoc TectupoBanue,
Publisher [IpakTdeckas pabora




Tema | Opranuzanyus u IUIAaHUPOBAHUE Omnpoc TectupoBanue,
10 oucnoii gesrenpHocTr B Outlook [IpakTuyeckas pabora

IIpomeskyTOoUHAs aTTECTAIIMSA:

3a4eT MPOBOIUTCS C IPUMEHEHHUEM CIIEIYIOIUX METOAOB (CpeAcTB): 0€3 UCIOIb30BAHUS
JUCTaHIIMOHHBIX 00pA30BATEILHBIX TEXHOJIOTUI B ()OpME BBIMOIHEHHS MPAKTUUYECKUX 3alaHHUN
Ha KOMITBIOTEPE C MCIOJIb30BaHUEM IaKeTa MpUKIanHbix nporpaMmm MS Office, a umenno MS
Word, MS Excel, MS Access, MS Publisher, MS Visio, MS Outlook.
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